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I. MUC PiCH

Quy trinh nay quy dinh vé viéc luu trlt, bao quan, str dung va huy cac ho so tai cac
don vi trong céc linh vuc hoat dong.

II. POI TUQNG VA PHAM VI AP DUNG

Tét ca cac don vi thude Truong Dai hoc Y khoa Pham Ngoc Thach (sau day goi tat
1a Truong) khi d4p dung hé thong quan 1y chét lugng (HTQLCL) theo tiéu chudn Viét Nam
TCVNISO 9001:2015.

III. TAI LIEU VIEN DAN, THAM KHAO
- Tiéu chuan Viét Nam TCVN ISO 9001:2015.
- Luat Luu trir s6 01/2011/QH-13 ngay 11 thang 11 nam 2011.

- Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nam 2020 cua Chinh phu vé cong
tac van thu.

- Thong tu s6 10/2022/TT-BNV ngay 19 thang 12 nam 2022 cia B Noi vu quy dinh
thoi han bao quan tai lidu.

- Quyét dinh 56 9296/QD-TDHYKPNT ngay 09 thang 12 nam 2022 vé viéc ban hanh
Quy ché cong tac van thu, luu trir ctia Truong Pai hoe Y khoa Pham Ngoc Thach.

IV. CHU VIET TAT, THUAT NGU, PINH NGHIA

1. Chir viét tit

- HTQLCL: H¢ théng quan Iy chit luong

- TCVN: Tiéu chuén Viét Nam

- P.BDCL: Phong Bao dam chét lugng

- LD: Lanh dao

- CV: Chuyén vién

- BM: Biéu mau

- QT: Quy trinh

2. Pinh nghia

- HO so: La tdp hop cdc van ban, tai li¢u c6 lién quan véi nhau vé mot van dé, mot
su viéc, mot doi tugng cu thé hodc c6 dac di€ém chung, hinh thanh trong qua trinh theo dai,
giai quyet cong viéc thudc pham vi, chirc ndng, nhiém vu ctia co quan, to chirc, ca nhan.

- Tai ligu: La vat mang tin dugc hinh thanh trong qua trinh hoat dong cua co quan, to
chirc, ca nhén. Tai liéu bao gom van ban, du an, ban v& thiét k€, cong trinh nghién ctru, s6
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sach, biéu mau thong ké; am ban, duong ban phim, anh. vi phim; bing, dia ghi &m, ghi
hinh; tai liéu dién tir; an pham va vat mang tin khéc.

V. NOI DUNG

1. Lwu d ciia quy trinh

STT | TRACH NHIEM CAC BUOC THUC HIEN THOI GIAN
(Luru d3) GIAI QUYET
: i Lap danh muc
1 CV, LD cac don vi ® 07 NLV

Thu thap, phan loai, sip xép
va kiém soat ho so Khi ¢6 phat sinh

y

Truy cap, st dung hd so

2 CV céac don vi
3 CV céc don vi
4 CV cac don vi
5 CV, LD cac don vi

Khi c6 phat sinh
Luu trit, bao quan ho so
Dinh ky
@ Khi hét thoi han
luu tri

2. Dién gidi luu do
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STT

Cong viéc

Trach
nhiém

Thoi
diém

Thoi
gian/

diém

Cach lam

Biéu mau/
Sdan pham
dau ra

Buwoce

Lap danh
muc hé so

CV,
Lb
cac
don
vi

Pau

nam

07
NLV

- Vién chirc cua Truong
khi thuc hién nhiém wvu
duge giao déu c6 trach
nhiém ldp danh muc ho so
theo biéu mau da quy
dinh.

- Céc loai hd so phai
dugc dién déy du cac muc,
ghi ngay, thang, nam va
co du chit ky cua nhiing
nguoi co lién quan.

- Cac don vi ctr nguoi
theo ddi viéc quan ly ho so
ctia don vi theo cac biéu
mAau di duge thong qua va
dugc 4p dung chung trong
toan truong (hodc biéu
mau riéng cta don vi).

BM.O1/QT-
02/BPCL

Danh muc
ho so

Buwoc

Thu
thap,
phan
loai, sip
xép va
kiém
soat
so

ho

CV
cac
don vi

Khi
co
phat
sinh

H6 so luu trit theo phan
loai danh muc, duoc sép
xép thdng nhit nhu sau:

- Sip xép theo trinh tu
thoi gian, (cong van dén
trude dit & dudi, dén sau
dat ¢ trén).

- Sap xép theo s6 cua
cong van (tr nho dén I6n).

- Khi két thic nim
duong lich, hd so phai
dugc sip xép lai (s6 nho
lén trén va s 16n & dudi)
dé khi tim kiém hd so

BM.O1/QT-
02/BDCL

Danh muc
ho so
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STT

Cong viéc

Trach
nhiém

Thoi
diém

Thoi
gian/
Pia
diém

Cach lam

Biéu mau/
Sdn pham
dau ra

duoc thuan tién.

- Cac hop dong cung loai
sip xép theo s6 hop dong
theo thir t tir nho dén 1on
(néu co).

Buoc

Truy
cap, s
dung hd
SO

(O\Y
cac
don vi

Khi
co

phat
sinh

Chi nhiing nguoi co
trach nhiém xu ly nhitng
cong viéc lién quan moi
duge phép st dung cac hd
so. Sau khi dung, nguoi sur
dung c6 trach nhiém tra hd
so vao dang vi tri luu trit.

Nguoi ngoai by phan khi
cdn st dung ho so phai
dugc sy dong y cua
Trudéng b phan quan ly
hd so hodc nhitng ngudi
cO trdch nhiém bao quan
hd so. Khi muon hd so
phai ky vao “S6 muon hd

29

SO

BM.02/QT-
02/BDCL

S6  muon/
tra ho so

Budce

Luu triv,
bio quan
ho so

CvV
cac
don vi

Dinh

Cac don vi khi thuc hién
cac quy trinh cua
HTQLCL c6 trach nhiém
ap dung cac phuong phap
thich hop (phuong tién
luu, hinh thire nhan biét)
dé luu trir mot cach khoa
hoc céac loai hd so, dam
bao thudn tién khi luu trit,
st dung va tranh nhim
1an, mit mat hodc hu hong

BM.02/QT-
02/BPCL

S6  muon/
tra ho so
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Thoi
Trach | Thoi | gian/
nhiém | diém | Pia

Biéu mau/
Cich lam Sdn pham
dau ra

STT | Cong viéc

diém

do tic dong cua moi
truong.

- Viéc luu trit, bao quan
cac loai ho so: hinh thirc
trinh bay, phuong phap
lwu, thoi gian luu, quyén
han st dung hodc hinh
thirc huy dugc quy dinh
trong Nghi dinh sb
30/2020/Nb-CP ngay
05/3/2020 cua Chinh phu
vé cong tac van thu.

Trudoe khi dua vao noi
luu trit, nguoi duge giao
nhiém vu ¢o trach nhiém:

- Sdp xép lai ho so cho
phtt hop véi quy lut sip
xép.

- DPoéng goi lai hd so
thanh timg gdi, moi loai
ho so thanh mot géi riéng
biét ¢6 nhan hd so dé nhan
dang.

- Thoi gian luu trit hd so
Khi | theo quy dinh cua Luat

het Tt
v, 58 BM.03/QT-

Buée | Hiy hd| LD PR Hét‘ thoi han luu tri, | 02/BDCL
5 o i lL'm ca}c loaj hc‘)‘ SO C?IAIQC Iﬂlﬁy Ye‘l Bicn ban
d . cap nhatvao Biénbanhuy |, .
on vi N | huy ho so
tre | ho so.

Déi v6i nhig loai hd so
c6 tinh bao mat phai do
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Thoi W
Trich | Thei ’a:; Biéu mau/
rac 1 2
STT | Congviée | | a0 | 8@ Ciich 1am Sin phim
* | nhiém | diém | Dia N
g dau ra
diém
nhimng nguoi c¢d trach
nhiém huay theo phuong
phap can thiét va c6 hoi
dong giam sat, thuc hién
theo quy dinh riéng cho hd
so bao mat.
VI. HO SO LUU
STT | Tén biéu miu Mai sb Noi lru Thaoi gian luu
1 | Danh muc ho so BM.01/QT-02/BPCL | Céc b phan | Dén khi hiy
theo quy dinh
2 | S6 muon/tra hd so | BM.02/QT-02/BPCL | Céc bd phin 05 nam
3 | Biénbanhayhdso | BM.03/QT-02/BPCL | Céc bd phin 05 ndm

- BM.01/QT-02/BDCL: Danh muc hd so (Theo Phu luc V Nghi dinh 30/2020/ND-CP)

- BM.02/QT-02/BPCL: S6 muon/tra hd so

- BM.03/QT-02/BDCL: Bién ban huy ho so

VIL. QUAN LY RUI RO

STT

Noi dung rui ro

Bién phap khic phuc

Cac don vi khong 1ap danh muc

ho so

Ghi nhan 13i va bao cdo trong cac dot danh

gid nd1 bo

Céc don vi muon ho so ma khong

ghi vao s6 muon ho so

DPinh ky kiém tra va kiém ké, doi chiéu ho so

v&i danh muc ho so dang c6
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VIIL. CAC BIEU MAU

BM.01/QT-02/BBCL

TRUONG PAI HOC Y KHOA CONG HOA XA HOI CHU NGHIA VIET NAM
PHAM NGOQC THACH Poc lap - Tw do - Hanh phiic
Ponvi: ..ceeveennnnn..n.

Thanh phé Ho Chi Minh, ngay... thang... nam 20...

DANH MUC HO SO

Nam ...

S6 va ky Tén dé muc va Thaoi han Nguwoi lap Ty
g i 2k wik . 4 P\ Ghi chi
hiéu ho so tiéu dé ho so bao quian ho so
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TRUONG PAI HOC Y KHOA

[BM.02/QT-02/BDCL]

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phiic

PHAM NGOC THACH g
DON Vil ceverreeereerenns Thanh pho Ho Chi Minh, ngay... thang... nam 20...
SO MUQN/TRA HO SO
TT Tén hd so 3 6 Ngay Ky va gAhl ro Ngz}y Ky va g‘\hl ro
muon ho tén tra ho tén
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BM.03/QT-02/BBCL

TRUONG DAI HOC Y KHOA CONG HOA XA HOI CHU NGHIA VIET NAM
PHAM NGOC THACH Poc lap - Tu do - Hanh phic
IO W2 o svninasssniie
BIEN BAN HUY HO SO
TT Ténho | Masoé | S6lwong | Ngay ban|  Phén loai Ly do
so hanh gbc/chinh/sao) hay

Thanh phé Ho Chi Minh, ngay — thang  nam 20...

Nguwoi lap bién ban Trwdéng don vi Pai dién linh dao

(Ky va ghi ré ho, tén) (Ky va ghi ré ho, tén) (Ky va ghi ro ho, tén)



