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euY TRiNH r,U'u rntl Ho so
l. Mr;c tlfch, ph?m vi 6p dqrng:

a) Mpc dich: nhim dirm bdo c6c h6 scy dE nhAn bi6t, 16 rirng vd d6 su dung
nhdm bio vO an toan vi c6 hi6u qui c6c tdi li6u luu gifr.

b) Pham vi 6p dqng: c6c phong, khoa, trung t6m trqc thu6c Trucrng Trung
c6p ngh6 Cam Ldm.

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

- HO so ldr m6t tAp tdi li-6u co [i6n quan v6i nhau vC mQt vAn d6, mQt su

vi6c, m6t doi tugng cu th6 hodc co ddc diem chung, hinh thdnh trong qu6 trinh
theo d6i, giii quy6t cong viQc thuQc pham vi chuc ndng, nhiem vU cua co quan,

t6 chirc, c6 nhAn.

Lap h6 so lir vi6c tAp hgp, s6p xdp tdi li6u hinh thdnh trong qu6 trinh
theo ddi, girii quy6t c6ng vi6c cua co. quan, td chuc, c6 nhdn thdnh ho scv theo
nhfng nguydn tac vd phuong phap nhdLt dinh.

- Luu trt la hoqt d6ng thu thdp, chinh ly,xitc dlnh gia tri, bdo quan, thong
k6, su dUng tdi li6u lrru trir.

.:
b)'l.u viet tdt:

DT-HC-KT Dao tao - Hdnh chinh - K€ to6n

GDNIN Gi6o duc ngh6 nghiCp

GDTX Ci6o duc thucrng xuy6n
HS F{o SC'

KH Kd hoach
BM Bi6u mAu

DM Danh muc

3. Luu cl6: Xem trang2

I
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4. D4c ti
stt TGn

buo'c
cdng
vi0c

N0i
dung

BQ ph$n/
Ngudi
thgc
hi6n

BQ phan/
Ngutri

ptriii trqp
thr;c hiQn

H6 so' H?n
hohn
thirnh

Bi6u miu

I L0p
danh .;muc t10

SO

X6v
dtrng
danh
muc ho
s0 luu
trt

Vdn thu BM.O I.LT

2 Phe
duyQt

Trinh
Hi0u
trucrng
phe

duy0t
danh
muc

Hi0u
truong

Sau

trinh ky
0l ngay

J Mo
SO

h6 Ghi
nhfng
thdng tin
ban ddu
ve ho so

len tc,

bia

V[n thu Cdc
phong,
khoa, cir

nhAn

H6 so 'fheo

danh
muc

02

4 Thu
th4p, c4p
nhdt vdn
ban vao
h6 scr

Cac
phong.
khoa.
trung
tAm ti6n
hanh thu
thap tat
cd vdn
ban. di
li0u hinh
thanh
trong
quri trinh
giai.
qu1'et

c0ng
viec

Vdn thu I-lo so
-I'heo

danh
ultlc

03

-) Ket th[rc
,t
no so

Ciic
phdng.
khoa.
trung
tirn tien
hanh

Vdn thu H6 so 04
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stt TOn
bufc
cOng
vi6c

N0i
dung

BQ ph$n/
Ngucri
thqrc
hi6n

BQ phln/
Ngucri

phdi hgp
thuc hi0n

H6 scr H?n
hoirn
thinh

Bi6u mffu

ki6m tra
muc d0
-laay ou
c0a vdn
bin

6 NQp luu
vao luu
trt c0
quan

Dua
SO

kho
trt

h6
viro
luu

Vdn thu Cdc
phong,
khoa.
trirng t6m

Ho so Trong
thdi han
01 ndm.:ke tu
ngay
cdng
vi6c kdt
thirc

05



so LAo oONc - t'BXr{ KHANH HoA
TRU'ONG TRUNG CAP NGHE

cAM lAnn

ceNG HoA xA uet cHU xcuia vIET NAM
DQc l$p - Tg do - H4nh phfc

DANH MUC HO SO CUA......(ten co quan, to chuc)
NIm.

... nam cua...an hinh kem theo SO

Bing Danh muc ho so nay co. . ...( I ) hO so, bao g6m

..(2) hd so bao quin vinh vi5n;

...(2) h6 so bao quiin co thoi hqn.

QUYEN HAN, CHU'C VV CUA NGU'OT KV

(chu ky, d6u)

Hg vi t6n

* Ghi chri:

- Cqt t; Ghi so vit ky hi€tr hi sct

- C/t 2; Ghi so thu tu'va tAn di mttc lctn, di mtrc nho; tiOtt di ho so

- Cqt -l; Ghi thcti han bao qttancua hi sct; vinhvidn hoac thcti han
,J : -bdng so ndm cu lhi.

- C\t 4. Ghi ftn don vi hodc ca nhan chitt trdch nhiem tap ho sct

- C\t 5 Chi nhimg thong tin ddc bi€t v€ thoi han bao qttan, v€
,:

ngtrcti lQp ho so', ho .;ct'chu1,[a tir ndm tructc seng, ho so loai mat ...

( t ) Ghi tong so ho sct co trong danh muc

(2) ghi .rri l,n rg ho sct bao quan vTnh vi6n, so luo'ng ho so' br)o c1trun

co thcti han trong clunh muc.

Dcrn vil
ngud'i l6p

hd so

chi
chri

Thd'i han bio
quin

Sd vi kf
J

hi6u HS
TOn elii mgc vi ti0u dti hO

SO

5J 4I 2

T. TgN DE MUC LON
l. TOn cI6 muc nho
Ti6u dC ho so



so LAo oONc - TBXH KHANH HoA
TRTIONG TRUNG CAP NCUB

cAM t ANt

ceNG HoA xA ugt cHU Ncuia vtET NAM
EQc lfip - TrJ do - H4nh phuc

Ban hirnh kem theo

DANH MUC HO SO CUA......(t6n co quan, to chuc)
Nim.

nh s6 ... t ... nam cua...

B6ng Danh mqc h6 so ndy co.....(1) hO so, bao gdm

...(2) h6 scv bio qudn vlnh vi6n;

...(2) h6 so bao qudn c6 thcri h4n.

QUYEN HAN, CHU'C VU CUA NGUOI KV

(cht ky, dAu)

Hg vi tOn

* Ghi chri:

- C\t t: Ghi so va ky hi€tt ho so

- Clt 2; Ghi so th{t'tu vd ftn di mttc l(m, di muc nho; ti1u di hO so

- Cot 3; Ghi thcti han bao qttan ctia ho sct: vinh vi6n hodc thoi hgn
,J : -bdng so ndm cu the.

- C\t 4; Ghi tOn dcm vi hodc ca nhan chitr tritch nhi€m lap ho so'

- Cot 5. Ghi nhirng thong tin ddc bi€t vi thcti han bao quan, vi
':ngrccti lqp ho so, ho sct chuyen tir ndm trurtc sang, ho so loqi mat ...

(l) Ghi tong so ho sct co trong danh mttc

(2) ghi so ltrctng ho so' htto quan v\nh vi6n, so lrcong ho sct hao qtnn
co thdi han trong danh muc.

Do n vi/
ngud'i lip

hd so'

Ghi
chri

TOn eI6 mgc vi ti6u eI6 h6
so'

Thd'i hqn bio
quin

Sd vn kf
hi6u HS

aJ 4 5I 2

I. TEN OI UTUC LON
l. T6n cl6 muc nho
Ti6u dC h6 so


