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1.  

2.  

PHAM VI LIEN QUAN 
Cac don vi lien quan trong 
CAC TAI LIEU LIEN Q 

thiing quan Vi chat luting. 
AN 

Dieu Ichoan 4.2.4, 7.5.3, 7.5 4, 7.5.5 Tieu chuan ISO 9001 : 2008 

3.  DINH NGHIA, THUifiT GO' VA TO' VIET TAT 
- HTQLCL: He th6ng qu 13'T chat luting 
- DDLD: Dai dien lanh da HTQLCL ISO 9001:: 2008 
- Thu V ISO: Thu V Ban chi ciao xay dung ISO Chi cue Chan nuoi va ThU y 

4.  NO DUNG 
Quy dinh lci6m soat h6 so nay dugc dp dung cho vfec ki6m soat tat ca de h6 so 

phat sinh lien quan den HTQLCL dm Chi cuc Chan nuoi va Thu y. 

4.1 Phan 100 hO 
- Ho so la bang chimg 	h quan phat 	-Ur phi6u, bang, bieu, so dugc sao 

dm) tir bieu mau dinh truoc a dugc dien day du thong tin (viet tay hoc danh 
may vi tinh) khi van hanh cac oat dOng tac nghi4) lien quan. 

- H.15 so cling có t116 phat si ma lchong theo hinh thirc cua snot bieu Ink Binh 
truck va cac ho so xuat phat tir • en ngoai. 

- Ho so dm dich vu hanh hinh ding dugc phan loaf theo phuang phap nhu 
sau: 

TT Phan lo4i Noi de Op 

1 Bo ho so do lchach hang cung • 
vuc lien quan den khach hang 

cap (dsai vai cac anh 
ben ngoai) 

Bien nhan ho so Quy 
trinh tac nghi0 

2 Ho so phat sinh tix bieu mall bieu mau 
nuov quy dinh 

do cac co quan Nha 
Quy trinh tac nghi0 

3 Ho so phat sinh tir bieu mau 
va Thu y ti; quy dinh 

do Chi cuc Chan nuoi 
Quy trinh tac nghi4) 

4 H6 so khong phat sinh tir bi6u 
nuoi va Thu y to quy dinh 

mau do Chi cuc Chan 
Quy trinh tac nghi0 
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HO so con dugc phan loaf theo phuung phap nhu sau: 

TT Phfin lo4i No'i de cap 

1 HO so dan vao (phat sinh 
so): b6 ho so do khach hang 

trong qua trinh tiep nhan hoBien 
n6p 

nhan ho so Quy 
trinh tac nghi'0 

2 Ho so phat sinh trong qua trinh thu 1 ./ ho so Quy trinh tac nghi'0 

3  
HO so dau ra theo m6i linh vgc/ san pham: cap cho 
khach hang hoac ket qua dm quy trinh not b0 Quy trinh tac nghilep 

- Danh Imp ho so' khach hang phai cung cap khi co nhu c'fitt thtyc hien mot 
giao dich hanh chinh tai Chi ctic dugc cong khai tai vi tri tiep nhan ho so de 
khach hang Net. 

- Ten cua Danh muc hO so' can nop c6 the duoc dat khac tuy thuOc vao tinh 
hinh thirc to cua moi linh vgc (san pham). 

- Phieu theo doi ho so' luon di kern b6 hO so khach hang nOp de kie'm soat 
dugc thei gian thirc h*r cua tirng coy doan, dugcxem nhu quy trinh cung cap 
dich vg hanh chinh cong. Ten cua Phieu theo dal ho so' c6 the dugc dat khac tuy z.41 

thuOc vao tinh hinh thirc to cua moi linh vgc (san pham). 
uen 

4.2 Quy dinh kiem soat ho so': 

- Tat ca hO so dugc nhan biet, truy cap theo phan BIEU MAU AP DUNG/ HO 
SO LUAU TRIP cua cac quy trinh va phan HO SO LUAU TRU' CIA QUY 
TRINH. 

- Tat ca hO so dugc xa.c dinh thOi gian luu trir tai PhOng/ Dan vi ding theo 
phan HO SO LUU TRU.  cua cac quy trinh. 

- Sau khi h&c -tiled gian hxu toi thie'u,tai Phong/Dan vi, cac Phong/Dan vi chuyen 
toan 1)6 Flo so. den Kho hxu trigho so de lint trit theo quy dinh cua Nha nu& doi v6i 
tong loaf ho so. 

- Ne'u khong xac dinh dugc t,heri gian luu trir thi tuy theo tinh chit quan trong 
va gia tri hie‘u 	cua ho so ma an dinh thai gian luu hoac hxu vo then 1141 cho den 
khi c6 van ban chinh thirc quy dinh ye luu trir cua cap c6 than' quyen. 

- Cac nhan vien cua PhOng/Dan vi luu trit hoac nhan vien phg trach luu trist cua 
timg Phong/Dan vi (truOng hop luu tai PhOng/Dan vi chirc nang) c6 trach nhiem 
bao dam khu vgc kho luu tar ho so luOn sach se, ngan nap, thong thoang va khOng 
bi am moc de khong )(ay ra tinh trang thieu kiem soat, hu hong, nhau nat, anh 
huong den chat hxgng ho so, tai 

- Nhan vien luu trir c6 trach nhie'm bao quan 116 so, to chirc, sap x6p kho va 
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thtrc hien cac bien phap an toari ltru tru dinh kY. 
- TAt ca cac 116 so khi he't han luu tit au duvc tap hop o khu vvc rieng bit, de 

nhan biet de chef buy b6 va lap Bien ban hily hO so theo quy dinh cua Nha nuac. 
- Cac h6 so dtrgc ltru tru de phvc vu cho vi"e'c ki'&11 soat cac hoat dOng tac 

nghi'e'p cua cac Phone/Don vi va cung la bang chi:mg cua vic van hanh cac qua 
trinh cua HTQLCL, can r6 ran, de nhan biet va de truy cap. 

- Ben canh do, cac 116 so cling phai dtrgc nhan bi6t, bao quan, bao ve, truy cap, 
luu trit va buy bo sao cho dam bao dtrgc tinh bao mat cila cac hoat dOng tac nghi'e'p 
lien quan. 

- Chi co ngtrari c6 tham quy'en lien quan 	dugc phep tiep can hoac sir dung 
cac du 	tren cac ho so; nhQng ngued khac, d4c b* la ngueri ngoai co quan 
muon tiep can phai dtrgc six dOng y cua thil truth-1g don vi bang van ban. 	, 

- Cac chuyen gia danh gia c6 tham quyen tiep can cac ho so trong khi tien hanh 
danh gia tai cac Phong/Dcm vi khi dugc phan cong theo chtrang trinh danh gia cua 
Thii tvc danh gia not bo va kiem tra qua trinh cung cap dich vv. 
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