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QUY TRiNH LCtJ TRUHO S(,

l. Mgc rtich, phgm vi 6ir dyng:

. a) Muc <lich: nhim ddm bdo cdc hd so d6 nhin bicit. rd r?rng vir d.l sLr dung
nhdm bdo ve an toan va c6 hiQu quti cric tdi liQu luu gin.

. b) Ph4m vi rip dyng: cric phdng, khoa, b0 m6n tlLrc thu0c Trrrirnr Irung
c6p ngh€ Cam L6m.

2. Dinh nghia, tir vi6t tit:
a) Einh nghia:

- H6 so lir m$t tdp t2ri liEu co li6n quan rrti nhatr re m6t rin di. nr,''t su

r i€c. mdt doi tugng cu lhe ho{c c6 dic di€m chung, hinh thinh trong quri trinh
theo ddi, girii quy€t cdng viQc thuQc ph4m vi chric n6ng. nhiQm vu cu, ((I quan,

t6 chuc, cri nh6n.

- Llp hd so ld vifc tap hqp, s6p xdp tdi liQu hinh thdnh trong qLri trinh
theo ddi, giai quy€t cdng viQc cua co quan, t0 chuc, cd nhin thanh hir s,v theo

nhimg nguydn t6c va phuong ph6p nh6t dinh,

- Ltu trt lA ho4t tlQng thu thap, chinh ly, x6c dinh gid tri. bao quar). thong
k6. su dung tdi liQu luu trt.

b) l u vret lat:

TC.t]C T6 chuc - Hdnh chinh
KI I. IC' Keh h - Tdi chinh
DL Dul ch
DT-( )S

H5
K]I
B\1
D\I

Ddo tao - Quen sinh
H6 so
K ho h

Bieu mau
Danh rluc =

QUY TRiNH
LU'U TR[I.HO SO

-1. Lu u tld: Xem trang :

Md htia: l
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S() LAo DONG - I'BXH KHANH HOA
-TRT'O:I(; TRUNC CAP NGHT

CAM LAM
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DANH MUC HO SO CtA......(t6n cLr quan, to chirc )

Nim.............
Ban hdrnh kdm theo €t dinh s6 ... n

Thoi h4n b:io
qudn

thi!4g. .. nim e Lr.r

Do n vi/
nguo'i lip

hd so
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Bdng Danh mqc hd so ndy co.....1 lt ho so. bao gdrn

... . ...........(2) ho so bao qudn vinh viEn:

..........,......(2) hd so bdo quan co thdi han.

QUYTN HAN, CHUC vtrr Crre N(;r. OI Kv
(cht k:i . ddu)

Hg vir l6n
* Ghi cht:
- Cdr l: Ghi s6 vd k! hi€u h6 so

- C6r l: Chi s6 thu tu vri t€n d€ muc lon. dd muc nho: ti€u di h., *,'

- Cgt 3: Ghi thoi h4n bdo qudn cta h6 so: vinh viin hodc thiri han
bing s6 ndm cp th€.

- COt 4: Ghi t6n don vi ho6c cd nh6n chiu trdch nhigrn l6p ho so

. - CQt 5: Ghi nhtng th6ng tin dgc biQt vi thtri han biio quun. r i
nguoi l4p h6 so, hd so chuy€n tt nam truoc sang, h6 so loAi mir .. .

( l) Chi tdng sd hO so c6 rrong danh mr,rc

(2) ehi sit luqng hd so bio qudn vinh viEn. s6 lugng hd so hlo quan
c6 thoi han trong danh mqc.

BM.OI.LT
CONC HdA XA HOI CHt' \GHi \ VIET NAM

DQc li-p - Tr3 do - H?nh t,htc
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