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1. Mgc tlich

Quy trinh ndy Quy <Iinh crich thric sip x6p, luu tr0, bdo quan, sri dqng vd huy

b6 cric h6 so thuQc hQ th6ng quan lj ch6t luong cria Sd Y t6 H4u Giang.

2. Ph4m vi 6p dgng

Quy tuinh 6p dung d5i voi t6t cA c6c loai h6 so thuQc hQ thi5ng quan lj ch6t hqng.

3. T,ti liQu li6n quan
- Didu khodn 4.2.4 -Ki6m so6t hd so cria TCVN ISO 9001:2008;

- Mvc 4.2.4. STCL-SYTHG;

- COng v[n 879A/TLTNN-NVDP ngdy 19/12/2006 cta Cqc Vdn thu luu trir nhd

nudc V/v hu6ng din t6 chric ti0u hriy tdi liQu h6t gi6 tri.
4. Dinh nghia vir Thuit ngfr vi6t tit

Hii so: ld bing chimg cria c6c c6ng vi6c rld dugc thyc hiQn hay nhirng kt5t qua

thu dugc. Hd so bao g6m c6c biOn bAn, b6o c6o, c6c bi€u miu sau khi <16 sri dUng ...

5. NQi dung quy trinh
5.1 So tld qu6 trinh ki6m sodt hd so

Tr6ch nhi6m NQi dung H6 s0, tni [Qu
li6n quan

Phu tr6ch BQ ph{n

C6n bd li€n quan

Crin bQ li6n quan

Phu tr6ch B0 ph{n

Phq tr6ch Bd ph{n/
Ldnh tlao Chi cr,rc

X6c ilinh h6 so;,
can lru tru

Sap xi5p, luu trt hd
so theo quy dinh

Sri dqng, bio quan
h6 so

Rir so6t
Chua
hui

TiCn hanh thri tqc
hui

BM-00-02-02

BM-00-01-05

BM-00-02-01

5.2 X6c tlinh c6c hd scr cAn luu trir:
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Hd so cAn luu trii bao g6m:

- Cic hd so do ti6u chuAn y0u ciu (<Iugc Quy clinh trong phu luc I cia Quy
trinh ndy)

- Citchd sokhiic tlugcn€utrongmuc 6 otacdcQuy trinh, huongdin.

5.3 Sip x6p, b6o qu6n h6 so

5.3.1 HO so dugc luu trong c6c c[p (file), tr€n c6c cdp c6 th6ng tin dii nhAn bi6t,
th6ng tin ndy n€n bao g6m:

- 56 thr? t.u c{p hd so

- Loai h6 so

Md s6 (n0u c6)

56 thrl tV
cap ht,
so luu
trong tt,
ci6 Loai hd so

Md s6

5.3.2 Cdc c4p hti so cAn c6 tu ho{c gi6 dC luu trf, cdn c6 biQn ph6p bAo quan d6 tlim
bio h6 so kh6ng bi hu h6ng, met m6t.

Hii so cho muon c6 s6 theo doi theo BM-00-01-05.

5.3.3 Tu! theo timg loqi hti so mi viQc sip x6p trong clp hd so c6 thii theo trinh tg thdi
gian, theo qu6 trinh gi6i quyi5t cdng viQc hodc theo v6n cht cii (a,b, c) v.v... Timg
<ton vf phdi x6c dfnh c6ch s6p x6p cho hqp ly d6 dim b6o nguy0n t6c hd so aE tn6y, aE

l6y khi cAn thi6t.

5.3.4. Thu lcj ban ISO chlu tr6ch nhiQm luu git c6c tii liQu cria Ban ISO.

5.4 Huf b6 hd so thuQc HTQLCL.

5.4.1 CAc h6 so sau khi h6t thdi gian luu trft nhu Quy ttinh trong tung tdi liQu tuong
img sE tlugc xem x6t huj b6.

5.4.2YiQc rd so6t, huj'b6 h6 so dugc ti6n hanh vdo thring 3 hdng ndm.

5.4.3 PhU tr6ch bO phag phii chiu trrich nhiQm quy6t dfnh th€m thdi gian luu trt c6c hd
so dd h6t h4n luu tr0 n6u th6y can thi€t.
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5.4.4 Php tr6ch bQ phdn xem xdt, phin lo4i crlc hd so da tr6t tran can huf b6 vd ghi vdo
bi€n ban hu! h6 so ch6t lugng theo bi6u miu BM-00-02-01 .

5.4.5 HO so dugc huf b6 bing ciich x6 run bang tay ho[c tl6t.

5.5. Huf b6 hd so khric

C6c hti so kh6c rlugc hty theo C6ng vin 879/VTLTNN-NVDP ngdy 1911212006

cria Cpc VIn thu luu trft nhd nudc V/v hudng din t6 chuc ti6u hty tdi liQu htit gia tri.

6. Hd so

7. Phg lgc

Phg lgc 1: Danh mgc hd so cin luu trfr'theo y6u cAu cria Ti6u chu6n

TT T6n h6 so Noi luu Thoi gian luu

1

BM-00-02-01
Bi6n bAn huj' hd so ch6t lugng
h6t h4n luu trt C6c b0 phdn 02 ndrr-r

2 BM-00-02-02 Danh muc hd so cta HTQLCL

3
BM-00-02-03 Danh mpc tAi lieu het gi6 tri

BP vf,n thu
luu tril 02 ndm

STT T6n h6 so Thdi gian luu

I H6 so vd xem xdt cria ldnh dao 02 ndm Ban ISO

2 Hd so vC ndng luc cta ciin bQ, c6ng
chric, vi6n chr?c

Trong thdi gian ldm
vi6c cria c6n bQ,

cdng chric, vi6n
chric

Vdn phdng Sd

3 H6 so chfng minh c6c qu6 trinh tao
c6ng viQc dich vr,r pht ho-p ciic yOu

cdu

Tiry y6u c6u c6ng
viec (it nhat 5 nim)

Cric Phong c6 li6n
quan

4 Hd so vii xem xdt ciic y€u cAu li€n
quan d6n c6ng viOc/dlch vp

Tiry y6u cdu c6ng
vi6c (it nhAt 5 ndm)

C6c Phong c6 li6n
quan

5 H6 so k€t qui d6nh gi6 noi bO 2 ndm Ban ISO

Hd so v€ ki€m so6t san phdm khdng
pht hqp

2ndm Ban ISO

7 Hd. so kOt qui thgc hiQn hdnh dQng
khlc phuc

2ndm Ban ISO

8 H6 so k6t qui thgc hiQn hdnh dQng
phdng ngira

2 ndm Ban ISO
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BItN BAN nuY nO so cHAr LUqNG ufr n4N LUIJ rRU

Nsiv:

Thirnh phAn tham gia:

I 3

4

STT TGn h6 so Mi s6 r ong so
trang

Thoi gian
di luu

PHU TRACH BQ PHAN NGTIOI LAP BION BANDUYET
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Danh sdch cfc hd str hui:

Lf do hui:

Hinh thrl'c hut:



TT Me s6 -^ . tlennos(y Ngu6n g6c
hd so

Noi luu Thoi gian lru

I
BM-00-01-01

BM-00-01-02

BM-00-0r -03

BM-00-01-04

Phi6u v6u cAu ban

hanUsta d6i tei liCu

ISO-SYTHG-
00-01

Ban ISO 02 ndrn

2 Danh mpc c6c tdi liQu

cria hQ th6ng quan lf
ch6t luqng

nt Ban m6i nh6t

3 56 theo ddi phdn phdi

tdi lieu
nt Ban ISO BAn mdi nhit

4
Danh mpc tai liQu b6n

ngodi
nt

Ban ISO

C6c bO ph4n
Bdn m6i nhAt

5
BM-00-01-05

56 theo d6i muon tai
.t

llgu, no s0
nt

Van thu +

Cdc b0 phdn
Theo quy dinh

6
BM-00-01-06

56 dane kf vdn ban

den
nt Vdn thu Theo quy ilinh

7 BM-o0-01-07 56 deng kj vdn ban tli nt Van thu Theo quy dinh

BM-00-02-01
Bi6n ban huj h6 so
chAt luqng h6t han luu
trft

ISO-SYTHG-
00-02

C6c b6 phrin 02 ndm

Danh mpc h6 so cta
HTQLCL nt C6c b0 phdn 02 nim

10.
BM-00-02-03

BM-00-03-01

Danh muc tai liQu h6t
gi6 tri nt

BP vdn thu
luu trt 02 nim

11. 86o c6o san phdm

kh6ng pht hqp
ISO-SYTHG-

00-03

C6c bQ phqn

c6 li6n quan
02 ndm

12.
BM-00-03-02

56 theo ddi xt lf san

phAm kh6ng pht hqp nt
Cric bQ phdn

c6 li6n quan
02 nim

13.
BM-00-04-01

BM-00-04-02

Thdng b6o tt6nh gi6
nOi b0

ISO-SYTHG-
00-04

02 ndm

14. Danh s6ch tham du
<lAnh gi6 nQi bQ

nt Ban ISO 02 ndm

15
BM-00-04-03

Phi6u ghi chdp drinh
gi6 nOi b0

nt Ban ISO 02 ndm

BM-00-04-04
86o ciio phrit hiQn sr,r

kh6ng pht hqp
nt Ban ISO 02 ndm

BM-00-04-05 86o c6o k€t qui d6nh

ei6 nOi b0
nt Ban ISO 02 ndm

18
BM-00-04-06

Danh mpc c6c tli€m
khuv6n c6o

nt Ban ISO 02 ndm

BQ ph$n: Ban ISO BM-00-02-02

DANH MUC HO SO CUA HE THONG QUAN r.,.i CnAr LUqNG

Trmgl/4

Ban ISO

8.

BM-00-02-02
9.

Cric b0

Ph0n

16.

17.



BM-00-05-01 Phi6u phrlt hien su

kh6ng pht hqp
ISO-SYTHG-

00-05
C6c phong 02 nirn

20 BM-00-05-02 Phi6u y6u cAu hinh
<tQng khic phpc/hanh

tlQng phdng ngiia
nt Ban ISO 02 ndm

21. BM-00-05-03 56 theo d6i thgc hiQn

henh dQng khic
phucftrdnh cl$ng phdng
ngira

nt Ban ISO 02 ndrn

22
BM-00-06-01

K6 hoach xem x6t cfia
L6nh <lao

ISO-SYTHG.
00-06

Ban ISO 02 ndm

BM-00-06-02
Bi6n bin xem x6t cta
LdnI <l4o

nt Ban ISO 02 ndm

24

BM-00-06-03
56 theo d6i k6t qui
thuc hi6n xem x6t cta
Ldnh ilao

nt Ban ISO 02 n[m

BQ ph$n: Ban ISO BM-00-02-02
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