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QUY TRiNH
KItM SOAT HO So

Trang:

QUY TRiNH KIEM SOAT HO SO
l. Mgc tlich, phpm vi ip dgtrg:

a) Muc dich: nhim mgc tlich ki,3m so6t t6t ci c6c h6 so li6n quan <tiin vin
hanh h6 thi5ng quan lf ch6t lugng, cung c6p dt bang chtng v6 su pht hqp cta
c6c hoat tl6ng Lic nghiQp cta Truong, tt cl6 dua ra c6c quy6t <Iinh thich hqp
hong m6i trudng m6i di! n6ng cao ch6t luong gi6o dpc tldo tao.

C6c hd so phni rd rang, dE nhan biiit, d6 sri dung vi <luo. c bAo quan, thii
hiQn 16 thoi gian lrru git vi huj b6 h6 so.

. b) Pham vi 6p dpng: c6c phdng, khoa, bS m6n truc thuQc Trudng Trung
cip ngh6 Cam Lim.

2. Dinh nghia, tir vi6t tiit:
a) Dinl nghia:

H6 so li tai lieu dac bi6t c6ng b6 c6c kiit qui ttat <tuo. c hay cung cdp bing
chrmg v6 c6c ho4t tlQng tlugc thuc hi6n, tl6c biQt cung c6p bang chimg vA kitim
tla x6c dinh, vd hinh dQng phdng ngira.
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DJ I U Vtet tat:

TC-HC T6 chirc - Hdnh chinh
KH-TC K6 hoach - Tdi chinh
DDT Di6n - Di6n tt
DL-NC Du llch - Nt c6ng
DT Diro tao
HS H6 so
KH K6 hoach
BM Biriu miu
DM Danh mgc
DV Don vi

I

3, Luu dd: Xem trang 2

Mi h6a:
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4. Dic te
DAC TA QUY TRiNH KITM SOAT Hd so

Stt
T6o bm6tc

c6rg viec NQi dung

B0
phaD/
Nguoi
thgc
hien

B0
phOn/
Nguoi
ph6i
hqp
thgc
hien

l(et qua
iltt iluqc

Hsn
hoin
thinh

Bi6u mdu

t
Lap
mau

Bi6u
danh

hd somuc

L{p danh muc h0 so
<lugc g6m cic th6ng
tin: SO tht tu., len
hti so, mi hori hd
so, c6c thOng tin
li6n quan

CBKS DV

Danh
muc r,eu
mau h6
s0

BM.O],KSHS

2
Tiiip nhin
h6 ss

Nhin hd so tt c6n
b0 ban giao DV

lo4i

Ph6n loai hd so
gdm: C6c hd so
minh chimg thgc
hi€n MTCL, hd so
minh chfmg cho
vi€c thuc hi€n c6c
TT, QT, IIDCV
ho6c h0 so minh
chtng cho viec thuc
hiQn c6c nQi dung
kh6c

CBKS DV
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CAp nhat
danh mpc

86 sung danh mqc
hd so tlong trudng
hgp chua c6 t€n
trong danh muc

CBKS DV

Danh
muc h6
so phai
duqc cap
nhat
thuong
xuy€n.
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Ghi c6c th6ng tin
gdm: Sti thri qr vech
ngdn, t€n h6 so, ma
hori hd so, thoi gian
luu trong Bi€u m6u
01.

CBKS DV Hd so

6 Lrru h6 so
Luu hti so dung vi
tri tlong th6ng tin
luu h6 so

CBKS DV

H6 so
dugc dit
<ltng vi
tri theo
quy
tlinh.
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loai h6
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quy hinh
cOng
viQc

Ghi . th6ng
tin h6 so



7 So6t xdt
Ki6m tra thdi gian
hiQu lpc cta h6 so

CBKS DV

H6 so
cdn hiQu
luc hoAc

cdn gi6
tri st
dung.
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Lap danh
srich huf

Ldp danh s6ch hu|
h6 so theo bi€u m6u
BM02

CBKS DV

Danh
sach no
s0 duo. c

hui

BM.02.KSHS
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De . nghi
hul h6 so

Hu! h6 so khi hi5t

thdi gian luu tr[ CBKS
Trudng

DV

Dd nghi
hu| hd
SO

BM,02,KSHS

l0 Xem xdt

Ki6m tra c6c th6ng
tin cta hd so. NCU

Eong truong hgp
d{c biet cen luu trf
them thoi gian, yeu
cAu tiiip tuc luu ha,

so; fong . trudng
hqp hO so het gi6 td
sri dung, duyet hui
h6 so.

Truong
DV

CBKS

Quy6t
dinh cta
ldnh tlqo
<lon vi
ve vl9c
hu! h6
so

Hui hd so bang
c6ch gech chdo, d6

st dung mat sau
ho{c hu} bd todn
bo.

CBKS
Trudng

DV

Hu!.hd
so bang
cAch
gech
chio m{t
trudc, st
dung
m{t sau
hofc hu!
kh6ng
t6i st
dung.

l2 Luu bi€n
b6n

CBKS
Bi€n b6n
hu! h6
so

stt T6n bi6u m6u Kf hiQu

I Danh muc HS cin kiiim so6t BM.O I .KSHS
2 Bi6n ban hty tai li6u - hd so BM.02.KSHS

Hu! hti so

Luu bi6n b6n hu|
hd so trong file h6
so; thdi hAn luu trtr
tu| theo y6u cAu cg
th€.

BM.02.KSHS

5. Cdng cg, bi6u miu



SO LAO DONG _ TBXH KHANH HOA

TRIJdNG TRUNG CAP NGHT CAM LAM

BIEN BAN HUY TAI LIEU . HO SO

Kinh dd nghi

Cho cac tai I - hd sq sau:

s5
TT

I en llr lleu - no s0 xrn lluy M' s6/ ki hieu s5 bnn/
56 trang

Ghi chf

I
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H6m nay, ngdy: _ thdng n6m 20 , t4i

Chung tdi gdm c6:

Ngdy _thdry _ndn 20_
NGrIdr DUYpT

(Ky, ghi ro b0 t6n)

Chric danh:

Chtc danh:

Nsdy thAng ndn 20
NGI I.ifi DT NGHI
(Kj, ghi 16 hq t0n)

Da ti6n hAnh hty c6c loei hd so dugc ph6p hui neu tren beng phuong ph6p

Tai Itic _ gio_ phut, ngdy

_ th6ng _ nam 20_
NGTIdI xic NHAN

(Ky, ghi 16 b0
NGU'dI HIY

(Kf, shi 16 he t6n)

s6: n|t_

8.

9.



Sd LAo DONG _ TBXH KHANH HoA
TRI-TONG TRUNG CAP NGHT CAM LAM

DANH MUC HO SO CAN KIEM SOAT

TT Me h6a Thdi gian luu Chi cht

Nsoy tluing ndm
NCUdI DUY{T
(Ki, ghi r5 h9 t6n)

NSny truing ndm
NGT/OI LAP

(Ky, ghi 16 hq t6n)

LiQt k6 cdc biCu miu ilugc 6p dung trong QMS vAo danh muc niy ngay sau khi nhln ilugc h6 so
Danh muc ndy kh6ng c6 ban sao vi duqc luu d5n lin thay d5i sau t4i noi l{p.


