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'IRUONG CAO DANG nuucn 1_
NHATRANG

QUYTRINH
Quan Iy hB so, tai Ii~u

Mf:ltai lieu: QT.02IHCTH 1
Phien ban:
N~v ban h_anh:~_:_:L:_:_.Q923 _j. ..__ ._-_., ~"-

I.MT}CBiCH vA PHl}M VI AP DT}NG
1, Ml).c dich
Quy dinh phuong phap thong nhat trong viec ban hanh, quan Iy h6 so' tai Ii~u tai

nham thoa man cac yeu c~u v~ tinh chinh xac, tinh hieu lire va tinh s~n c6 cua h6 so tai
lieu lam viec,

2. Pharn vi ap dung
Quy trinh nay ap dung cho t§.t ca cac dan vi thuoc Truong Cao d~ng Du lich

Nha Trang.

II. TAl LI~D VI~N DAN
- Can cir Nghi dinh s6 30/20201ND-CP ngay 05/3/2020 cua Chinh phu v~ cong

tac Van thu;
- Can ctr Quy eh~ cong tac van thu cua B<)Van h6a, Th~ thao va Du lich ban

hanh kern thea Quyet dinh s6 3568/QD-BVHTTDL ngay 3011112020 cua BO tnrong
Bo Van h6a, Th~ thao va Du lich.

III. DANH MDC CAC TiJVIF~TTAT
I Ky hi~u Di~n giai
f--------'--=---,--:_:___---- --------..,~----------- ----------------------------

HTQL H9 th6ng quan Iy
~----~-~---+----~--

TM
M Mat

----------------- -------....:..------------
NB Noi bo

f----- __-C-K-_-_-_--~ I---c=-_-_?-·_-n_-g';:'_--'-_im~~a~i~~~========._. _
IV. DJNH NGHIA

1. Tai Ii~u: TiI.ili9u: lei eac du li9U, thong tin c6 y nghla oUQ'eth~ hi~n b~ng cac
phuang ti9n h6 trQ'(gi§.y, dla ttl', dTadi9n tu hoi;iequang, {lOhhay m~u g6e hoi;iet6 hqp
eac d;;tngtren).

- Tai li9U n<)ibo Nha twang: la cae tai li~u do cae dO'nvi thuoc Twang bien
so;;tn,ban hanh.

- Tai li9U HTQL: Iii tai li9u noi bO, bao g6m chlnh sach, lTI\letieu, sO'd6 t6
ehue, eh(re nang nhi9ITIV\l, mo ta ehue nang eong vi9C, quy dinh, quy trinh, huang d~n
va cae bi~u m~u kern theo.

- Tai Ii~u ben ngoai eua Nha truang: la cae tai li~u e6 ngu6n g6e tu cae t6 ehue,
ea nhan ben ngoai Twang, bao g6m cae lo;;tisau:

- Cae van ban phap quy phap Iu?t.
- Cae tieu ehufrn quy dinh eua b<),nganh e6 lien quan dUQ'eap d\lng t;;tiTwang.
- Cae tai li~u, van ban ti~p nh?n tu t6 ehue ben ngoai (Van ban d~n).
2. HB sO':La mot t?P (hoi;iem<)t)van ban e6 lien quan vai nhau ve mot Sl! vige,

mot v§.nd~ hoi;iee6 chung Hnh ch§.t,hinh thanh trong qua trlnh giai quy~t cang vi~e Cl)
th~ thu<)cehue nang, nhi~l11V\lcua m6i ea nhan hay Nha truang. H6 sO'la b~ng chung
k~t qua cae ho;;ttdong, la mot d;;tngdi;iebi~t eua tai li9Udf chung minh Sl! phil hqp vai
yeu c~u eua cae tieu ehufrn, quy dinh. Sau khi eong vi¢e k~t thue hoi;ie thai gian nh§.t
dinh, h6 sO'nay phai duQ'cn<)pluu.
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..-~.-.-.--.-. ---
mUONG CAOHANGDU qCH QUYTRJNH Mil tai lieu: QT.02/HCTH

NHATRANG QUaD If h6 so', h'ti li~u Phien ban:
Ngay ban hanh: .. ../. ... .12023

v. NQI DUNG QIJY TRINH
1. Phan loai tai Ii~u va phU'ong thu'c quan _~IYL..2' ,:.....::k.::.::i....::._~.::..::.m::..._=._so::....:a....::._t:___--,- _

PhU'O'Dg thirc
Ten loai tai Mo ta quan Iy, ki~m

li~u soar
TAI LIEU N6-1-':'_n-o-c-u""-' A-N-H-A;;---T-R-lf-,-,O.-N--G-]l----_..J._--~-:-----I

STT

A
1 Diroc kiem soat

thea Quy dinh
quan ly h6 sa tai
lieu.

Tai
HTQL

2

3

4

Van ban, tai La cac van ban, tai lieu -dn co cho qua Duoc kiern scat
lieu ben trinh h01;1tdong cua Nha tnrong co nguon thea Quy dinh
ngoai Nha goc til cac t6 chirc, ca nhan ngoai Truong. quan ly h6 sa tai
tnrong lieu. I

l._.. __j___--'-L__ ---.- __,--------------------l..---'------_---_
2. Quy trinh hru trIr ho so, tai Ii~u:
2.1. Trtich nhiem:
2.1.1. Truongphong/khoa:
Phe duyet danh l11l)C h6 sal tai lieu cua don vi.
Dam bao nhan vicn cua b<)phan minh n~m b~t duoc cac nguyen t~c va phirong

phap l~p va hru h6 So' eLla dan vi.
Dam bao vi~c C?P nh~t danh ml,lch6 sa khi phat sinh them.
2.1.2 C{in b{J vien c/zu:c,nhfin vien:
Dang ky h6 sO'cac cong vi~c duqc giao cho vien chuc quan ly tai li~u d~ thea

d5i, quan IY.
Thu th~p, s~p x~p va luu gift cae h6 So' da guy dinh trong cac quy trinh va

huang dfrn cong vi~e tuO'ngung.
Tmln thll eh~t che cac quy dinh luu h6 So' eua guy trinh nay cling nhu cac guy )J/

dinh lien quan Clla dan vi minh. /f
Thong bao cho lanh 01;10dan vi khi co nhu du b6 sung h6 sa maio
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QUY TRINH Ma tai lieu: QT.02/HCTH
Qua" I)' h6 SO', tai li~u 1Phi~..11 ban: ,
______ . ~_. NgaLba~anh:...:.:.:.~j2023

1RUONG CAODANG DUqCH
NHAlRANG

t__ .. ..

2.2. Phiin ioai tiLi lif-u, luj so' theo 4 cap t1r:
- [TM] Tuyet m~t: La nhtrng thong tin rna vice ti~t 1<)hoac cong b6 sai d6i

tUQ11ghoac khong dung tharn quyen se lam anh huang dac biet nghiern trong d~n tai
chinh, phap ly hoac hinh anh cua Nha tnrong,

- [BM] Bao m~t: La nhirng thong tin noi b<)duoc Nha tnrong quy dinh la mat
va c6 co eh€ tiep can dac biet, Nhtrng thong tin nay n~L1 nhir bi ro ri ra ben ngoai se
anh huang dang k~ v~ mat tai chinh, phap ly hoac hinh anh cua Nha tnrong. Viec tiep
c~n cac thong tin nay d.n phai dircc han ch~ va duoc su cho phep cua dp e6 -thc1m
quy~n. Trong truang hQ'p c6 nhu c~u cung d.p thong tin cho ben thu ba dn phai ky
van ban th~ hi~n earn k~t bao m~t thong tin.

- [NB] NQi bQ: La nhu'ng thong tin kh6ng duQ'cphcp eong b6 ra ben ngoai.
- [CK] Cong khai: LeI nha-ng thong tin dUQ'ephcp cung d.p ra ben ngoai.
2.3. LU'u tl6 qua frinl! ltcu Ira· h6 SO~ fiJi /ifU:

, 'l r ' I. . len f!LaIqua trm 1 np va uutru o S{f:

Thoi

Qua glan
LlfU hBBU'o'C <lap Mo tatrinh rrng SO'

(ngay)
L~p Tir - Danh ml,lc h6 sO':La ban k~-'~hQ'ng-h6-~ ma cac

1 danh ngay dO'~lvi thu<)cTruang dang sCI"d~ll1g,dang luu gia-, N<)ib<)
ml,lch6 01/12 nham. dinh hu6ng cho can ~2,-_yiel]_c}~'_~,nh:1nvien-
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r-------=------,----- ,--- ---.-- -.- ---,
TRUONG CAO DANG DU I ,!CII QUY TRINH

NHA TRANG Quan I)' h6 SO', t:li li~u
Mii tai lieu: QT,02/HCTH
Phien ban:
Ngay ban hanh: ... ./ ..... 12023

d~n
.._----

So'

ngay
15/] 2
hang
nam.

thu thap va l?p H6 so cong viec d.1y du, tao SlJ
thong nhat trong toan bQ phan va truy C?P H6 sa
duoc nhanh ch6ng.
- D.1u thang 12 hang narn, can bo, vien chirc quan
ly tai lieu cua cac dan vi lap danh 1111)Ch6 So' dn
SIT dung trong nam rnoi thea BiSu m~u Danh muc
h6 sa ma hieu BMOI-QT.02IHCTH, dira tren cac
cong viec thtrc t~ duoc giao nhiem V1) thirc hien,
Khi l~p c.1n tham khao cac quy trinh va quy dinh
hien hanh cua Nha tnrong lien quan d~n rnang
cong viec cua minh.
- Truong dan vi xern xet va phe duyet danh muc
h6 So' cua bo phan thea bieu milu Danh m1)Ch6 sa,
Danh muc h6 sa cua don vi co th~ dugc chinh sua,
b6 sung trong qua trinh tri~n khai cong vi~c.
- Dinh ky in Danh 1111)Ch6 So' trinh ky TruOng dan
vi 1 nam/l.1n, luu bim clrng t~i bQ ph?n d~ thea doi.
Danh l11l)Ch6 So' nay dw),c lUll tri1' cung cac h6 So',

tai li~u h~ th6ng nhu Quy trinh, Quy dinh, Hu6ng
diln cong vi~c ...

:::

- Dugc luu tru t~i thLl' ITIl)C, b rna, H~ th6ng
CloudiOnedrvie cua Cac phongikhoa, d~c bi~t la
ngucJi dugc phan cong quan Iy Iuu tru' h6 sa.

I - Cac tai li~u, h6 So' dUQ"cd?t ten theo phan loc.ti4
r----+------- -------_u.1--_£~pdQ (Thea Dinh Ng~l_Q_I!ll;lC2·?L. ~,,--j- _

T'. I Can cll' VaG llll)C ll)c h6 so va ticn trinh giili quye,t
Thu n~ay I con~ vi~c, n~uai;,du~c~iao n~hi~I~,:Vl):hu t??P ~o Bia
th a'.p ho;_ 0 1/01 I sO'can thu thc.tPd~y du cong van, glay to', chung tu, , t"

I I I b'~ b' d~' I' I h' h ' 'h cong, usa I h' . len an, trao 01, ... lin 1 t an trong qua tnn h;'
'--_---'- Jn~~g ..u~a~.quy~t cang vi~c va ~UU_~itObia he, S(1tllong [ 0 sa

2

Chu~n
bi nai
luu trfr
h6 sa

Ttl'
ngay
15/12
d~n
ngay
20/12
hang
nam

Dva VaG Danh llll)C h6 sa da dUQ"Cphe duy~t,
nguai dugc giao nhi~m V~Ichu~n bi sAn cac bia h6
So', tai li~u thea danh IO\IC dS Iuu h6 sa phM sinh
trong qua trinh giili quy6t cong vit;c d6.
1. lIB so' ban cu'ng:
- Dugc luu trong bia cong ho~c bia h6 sa day va
Iuu tru tc.titu h6 So' cua phong/khoa.
- Gay bia h6 sa (dan ngoa i bia cong) va ta phl) ll)c
cua h6 sa duQ'c thl)'c hit;11 va gitn trong t~p h6 sa Tu h6
Iuu tru.

I - Cac tai li~u, h6 so' dUQ'c phan loc.tithea 4 c~p dQ: sa
Tuy~t m~t, Bao m~t, NQi bQ, Cong khai (Thea
djnh Nghza m1jc 2.2) va c6 dimh d~u ben ngoai bia
cong va ben trong tai Ii~1I.
2. lIB sO'ban m~m:
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mUONG CAODANGDUqCH
NHAlRANG

4
Sap
-x~p h6
sa

Trong
02 ngay
sau khi
co h6
sa phat
sinh

Tu
Luu trli

20/12
d~n

5 va Slr 31112
d\Ing hang

nam

6
Huyh6
sa

Khi h~t
h~n luu

QUYTRiNH
Quan Iy h& so', tai li~u

Mil tai lieu: QT,02!HCTH J' I

Phien ban:
N a ban hanh: .... I .... ,12023 .

H6 sa phai duoc s~p xep khoa hoc dam bao m5i
lien h¢ logic, phan anh trinh tu cua qua trinh, S\1'
viec d~ tien cho viec tra ciru, sir dung, Tuy thea
dac thu cong viec, h6 sa co th~ duoc s~p xep thea
mot hoac ket hQ'P.nhieu each sau:
- Theo loai h6 sa (Vi du: s~p xep k~ hoach cong tac
trurrc cac bao cao thuc hien cong viec hang thang,
quy, n[UTI '00)'
- Theo s5 thir nr hoac ma s[) cac h6 sa (vi du: s~p I '

xep thea s5 cong van til nho ctC~nIan). ~~la ,
Th . inh hoi ,~ I'~ 'h;_ (vf d cong, tu- eo tnn tv t 0'1 gran xuat 1I(;,ncae 0 so' ,Yl u: l;_

b ~h;_ h hie ~ ~ .~ ·h~ - 10 So'trong Q 0 sa t lJe Hfn 111Qtcong Vl~Cql t e, van
bim d~n truac luu a duai, van ban d~n sau luu ben I
tren).
- Theo ten gQi cae h6 sa (vi d\l: h6 sa nhan S\l' co
th~ duQ'c luu thea bang chi}' eai tu A-Z),
Tmo'ng hQ'P h6 sa lUll lil t~lP tin di¢n tu': H6 sa
duQ'c s~p x~p va luu thea cfty thu ml,lc tren 6
dTa/Onedrive thuQc h¢ th5ng m~lllg noi bo eua

Bia
cong, tu
h6 sa

Trno'ng,
J--------1--------1.--.----.---t------ .....----....~-.---------.- ..-

Khi cong vi¢e da giai quy01 "ollg--thi--k~tth6-ch6
I so. D6i vai mot h6 sa eong vi~'c. h~t nam tai chinh

J;:I k01 thuc. H~t nam ma h6 sO' c6ng vi¢e chua gieii
quyet xong thi phai d~ l~li naJn sau va ghi VaG
Danh rnve h6 sa eua nam sau,
Sau khi k~t thuc h6 sO', ca nhall plW trach phai xem
xet I~i h6 sa d~:
- B6 sung van bim gi~y tcyn~u can thi~u.
- Lo~i b6 nhling van ban trLll1g, thua, nhling van
bim khong can gia tr! thlJe ti~n ho~c gia tr! nghicn
ell'll, nhfrng tu li¢u tha111khao khong dn kem thea
h6 sa. Vi¢e io~i ra d.n phai th~n trQng, n~u chua
ch~c ch~n thi gifr l~i d~ danh gi{l sau.
- Dj~u chinh I~i m\Ic l\Ie h6 sO', gay bia h6 sa n~u
dn thi~t.
MQi ca nhan truac khi nghi huu, thoi vi¢e, thuyen
ehuy~n cong tae, nghi ch~ dO, nghi phep d€u phili
ban giao l~i h6 sa eho thu truang dan vi bing van
ban, kern thea Danh m\Ic h6 sO' m{ri nh~t va cac h6
sO' bim eung kem thea nhim triinh th~t l~c h6 sa,
ngucyi mai khong n~m dUQ'e h6 sa cua dan vi d~

f--__ I--__ -+ Iuxi'rly cong vi¢c.

Ngucyi dUQ'egiao nhi~m V\I huy phai thlJe hi¢n cae
buac huy h6 sa thea dung Quy d!l1h clla phap lu~t.

May
hul'
giayL_ __ ~L- ~ ~ _

7



-.---. __- -----~=--:-=>::-:::::::--~~--.__r:___:::_~:_:__:::_:::_::_:~::::::::~_,
mUONGCAODANGDUqOt QUY TRINH Mil tai lieu: QT.02/HCTH

NHATRANG Quan Iy b6 SO', tili li~u Phien ban:

N_&~ ban hanh: ... .1.... .12023
VI. CAC BIEU MAU

TT
I Danh 1TI1)C h6
2 Muc Iuc h6 s

bao --.9_uancc?J_
3 Muc Iuc h6 s(

bao ~~~~-'2
4 Muc luc van

------

so'

a, taj
hoi h
'I, (,1';

......-.

ban, t

'cn bi~u m~u
Ky hi~u

BMOI-QT.02/HCTHlieu n9P hru
BM02-QT.02/HCTH<;in --_.Ij~un9P hru
BM03-QT.02/HCTH1--,-..

------------ai li~u
BM04-QT.02/HCTH

-._

--"---

'{(

N
~Il
"N
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BM.O l-QT.02/HCTH

PHI} LI}C so 02: DANII Ml)C I-H) sa
TRUONG CAO DANG DU L!CH NHA TRANG

PHONGIKHOJ\.I ... CONG BOA xX HOI CHiT NGHIA VI1J:TNAN.
OQc J~p - Tr.r do - H~nh phuc

KhdnhHoa, ngay thang ndm

DANII Ml)C HO sa NAM .

S5 va ky hi~u h&
Thiri h~n bao Ngu·oi

Ghi
Ten d~ Il1I)C va tieu d~ h6 so'

I~p h6
sO'

quan
ehuso·

--_,----- .._- - -_..
----I no so vIi:CONG TAC .....1-- -_ -- ._._

-..._----I Cong t~IC ··.0. '0.,- ------- _ ----
._- ._-01

Tai Ji~u VInh vi~nlC6 thai............
han bao nhieu narn

N(>idung h6 sa, tai li~u
02 Tai lifu ............-_....._---

N(>idung h6 so', tai li~u VInh vi~n/C6 thai
h?11bao nhieu narn

r--

----._-2 Cong rae
•••••• '" "0 ••••• 0r----- _____________

-----_.__ . - -- ..--
----..-_01

Tai Ji~u VInh vi~nlC6 thai............
han bao nhieu nam

---._._.... -_ . -""_"---
---

N(>idung h6 So', tai li~u- ------._-- .._--_
---

---_--_ .. -.-.-.

--02 Tai Ji~u ............-_
-

---

JDanh muc h6 sa nay g6m co h6 so, baa g6m:
................... " h6 so, tai li~u baa quan vinh vj~n;

................... " h6 so, tai li~u baa qua co thoi han,



PHl) Ll)C so 02: Ml)C Ll)C HO SO', TAl LI.f:U NQP LUlJ
BAo QuAN CO THenIf4N

BM.02-QT.02IHCTH

TRUONG CAO DANG DU L!CH NHA TRANG CONG HOA xXHOI cuu NGHiA VI!':T NAM
PHONGIKIIOA... D{lc I~p_ T\f do - H~nh phuc

Khann Hoa, ngay themg ndm

Ml)C Ll)C HO so, TAl LI.f:UNQP LUlJ
BAo QuAN CO THaI 1I4N

Nam .

Sc3 sa, ky hi~u
Tieu d~ h6 so· Thot gian Tho·i han sa tfiJl GhiTT h6 so'

tili Ii~u brio quan sa trang4 chu(1) (2) (3) (4) (5) (6) (7)----.~

-_

._

.~

Muc IVC nay gom: hil so (don vi bao quan),
Viet bAng chtr: hil s« (don vi bao quan),

Khanh Hoa, ngay thdng, ndm /'
NGT1(nL~p

TRT10NG DON VJ



BM.03-QT.02/HCTH

PHV LVC so 03: MVC LVC IIO SO, TALLltUN<)P LU'V
BAo QUAN VINH VIEN

TRUONG CAO DANG DULjCH NHA TRANG CQNG HoA XA HQI cnu NGHIA VIf:T NAM
PHONG/J(fIOAI... Dile I~p _ Ttr do - H~nh phIie

Khimh Hoa, ngay thang ndm

MVC LVC HO SO, TAL l,J_(tUN<)PLU'V
BAo QUAN VINII VIEN

Nam .

--sa sa, k)' hifLl
Tieu d~ hi> so' Tho'i gian sa tM

hi>so'
S6 trang

Ghi chuTT
tili lifu

(1) (2) (3) (4) (6) (7)

----

1

.~.,'

c

Muc luc nay gorn: h6 sa (dan vi bao quan).
Vi~t bang chfr: h6 sa (dan vi bao quan).

Khanh Hoa, ngay ...... thang........ ndm
NGtr(lI L~P

TRlfONG DON VJ



BM.04-QT.02/HCTH

PHV L{JC so 04: MVC LVC VAN BAN, TAl LI~U

TRlfONG CAO DANG DU LICHNHA TRANG CONG HOA XA HOI oro NGHIA VI~T NAM
PHONG/KHOA/... DQc I~p- TV do - H,nh phtic

Khanh Hoa, ngay {hang ndm

MVC LVC VAN BAN, TAl I.JI~U
SJ.. k' h'" hA0, y I~U 0 so': ............•

Nam .

S6,ky
Ngay thang Tenlo;tiva

Tac gia TiY s61STT hi~u van trich y~u nQi
Trang s6 Ghi chunarn van ban van banban dung Vall ban

(1) (2) (3) (4) (5) (6) (7)
II
!


