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QUI TRINH KIEM SOAT HO SO

M4 sb tai ligu: Lan ban hanh : 01.06. Ngay ban hanh: Trang:1/ 26
QT-KSHS 11/04/2018

Noi nhén;

1. Giam déc Céong ty
2. Dai dién 1anh dao
3. Céc Trudng phong c6 lién quan
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Noi luu trit:

+File ctmg (géc): luu tai td tai lidu sb 02 phong BGD;,

+ File scan: lwu trén Server theo dudng din Q:\TAILIEUNOIBO-AIS\FILE4-ISO\d.2 QUI TRINH AP DUNG 1300 2-QT-Kiem soat ho so



CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)
A I S ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tén Thuan Nam, B. Phtt Thusn, Q.7, HCM City
TEL: (84. 28) 62921289 — FAX: (84.28) 62921285

" E-mail: info@aisco.vn
QUI TRINH KIEM SOAT HO SO
M3 s6 tai lidu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:2/ 26
QT-KSHS 11/04/2018

1. MUC PiCH.

Quy dinh phuong phap thong nhit cho viée nhan biét, bao quan, bao v¢, sir dung, x4c
dinh thoi gian luu trir va hay bé hd so tai AIS.

2. PHAM VI AP DUNG.
- Ap dung cho tit ca cac hd so c6 lién quan dén hé théng chét lugng va cac hd so khéc.
3. TU VIET TAT. |

KIEM SOAT TAI LIEU

Giam déc Gb @ Noibo O Bén ngoai
Nghiép vugidm dish ~ NVGD ~ ~gpr— 6 Cor
Hanh chinh ké toan HOKT — — hn" [gocg_w. B e
Truéng bb phan TBP 20 phan Iuu gitt: PLP| Fi | 42 |
Nhién vién bd phan NVBP _ Neay Al thngQa ndmedns |
4. NOI DUNG.
TT Hanh dong El‘l'f‘;:; Biéu miu

4.1 | Lap hd so chit lueong

Toan thé nhén vién cua cong ty khi thyc hién
nhiém vu duge giao dcu ¢6 trach nhiém l4p cdc hd so
theo ding céc biéu méu di quy dinh trong cdc quy Toan thé
trinh tuong Ung clia cong viée hoic hoat dong do. nhén vién

Cac loai hé so phai duoc dién d%iy da cac muc,
ghi, ngay, thing va ¢6 du chir ky clia nhitng ngudi c6
lién quan.

Neu chua co6 bidu mau duge quy dinh, phai lap BM-SKPH-
phiéu yéu ciu xir Iy d& xuét, phé duyét bidu méu. 01

4.2 Sira chira, b sung va sao chép hd so
* Sira chira hd so: NVBP

- Khi phat hién cic sai s6t, ngudi d ghi sai ho so sira

M
Noi luu trit:

+ File cimg (gbc): hnu tai ti tai ligu s6 02 phong BGE;
+ File scan: luu trén Server theo dudng dan QATAILIEUNOIBO-AIS\FILE4-ISO\.2 QUI TRINH AP DUNG ISOM2-QT-Kiem soat ho so




CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)
A I s ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Té4n Thuin Nam, P. Pha Thuan Q.7, HCM City
TEL (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

Ma s6 tai liéu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:3/ 26
QT-KSHS 11/04/2018
TT Hanh dong Tr-anch Biéu miu
nhiém

lai bang cach gach ngang 01 lan irén thong tin ghi sai
va ghi lai théng tin dung, viéc sira chita hd so phai
dugc bio cdo véi ngudi kidm sodt hd so (Trudng
nhém hodc trudng bd phan) va phai duge ky nhay

xac nhin bén canh phan thay dbi. ir— -
- Viéc sira chira hd so khong duge ding but chiha u@ AKIFM SOAT A1 Ligy
but phi, Y Npibs D Bén ngoai

i! @ Bingoe O Copy 7/
: B0 phiin luu gig:

- Khi b sung hd so, nguoi kiém soat hd so ghi MPN) o~ gl, 16&9 FLH},@

ni dung bd sung bén ngoai tip hd so kém theo ngay- *a"—m—ﬁﬂf?g’%;ﬂ__ncﬁ-@g@;@ o

bd sung.

* B sung hd so:

* Sao chép hé so:

- Viée sao chép hé so dwoc thyc hién khi c6 ¥ kién
cia BGD va su cho phép cia ngudi quan ly.

4.3 | Phin logi - dinh s6 c4c loai hd so
HO6 so dwgc xéc dinh, phan loai theo timg quy trinh
tuong Urng.

Nhén vién phu trich quan 1y timg loai hé so c6
trich nhiém phén biét, sap xép va luu gilrtheo tirng
file riéng. Cac file déu phai co tén dé d& nhan biét

(theo quy dinh ¢ so do 1) v ¢6 danh muc kiém NVBP BM-KSHS-
s04thd so & timg file dé tién theo ddi hd so dugce hru 01
trong file.

* Ghi chii:d61 véi hé so phép ly cong ty, 1dp danh

NVBP BM-KSHS-
muc hd so phap ly theo BM-KSHS-03

03

4.4 | Luwu trir va bao quan hé so
%

Noi lu trir: .
+ File cimg (gc): Iuu tai 6 tai lidu sé 02 phong BGD;
+ File scan: Ivu trén Server theo dudng din Q:\TAILIEUNO!BO-AIS\FILE4-ISO4.2 QUI TRINH AP DUNG ISO\12-QT-Kiem soat ho so
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CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tan Thuén Nam, D. Pht Thuan, Q.7, HCM City

TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

Ma s6 tai liéu:

Lan ban hanh : 01.00

Ngay ban hanh: Trang:4/ 26
QT-KSHS 11/04/2018
TT Hanh dng Trach Bifu miu
nhiém
- Viéc luu trit, bao quan céc loai hd so duge quy dinh
trong phu lyc 1. Quy dinh kiém so4t hd so ban hanh
kém theo quy trinh nay. ]
* Luru tri b3 so: L@ KIEM SOAT TAI LIEU
, NG b & o0l
- Ho so file cling trong méi cip hd so phai dugce s}‘% le :‘i, O Bén ngodi
xép khoa hoc theo cach sau: > n goc O Copy /.
O phén luu giir: ~2
+ Sap xép theo trinh ty thoi gian (Vi du: cong vam d " Lt y %9“:4[
dn truée dit & dudi, dén sau dat & trén); —fV8ay.dL_thdnglog namelig
+ Sép xép theo sb yéu cau (tir nhé dén 16m), sép xép
theo nim dao tao.
- Hb so file cimg duoc luu tai tit hé so theo quy dinh NVBP

tai phu lyc 1 ban hanh kém theo quy trinh nay.

- Hb so ~ﬁle: mém scan duge Ivu trén server theo
dudng dan : ZAAIS DOCUMENTS\KIEM SOAT
HO SO trén timg file twong tng nhu quy dinh & so

1 dd 1.Kiém soat hd so.

Ghi_chi: riéng déi véi hé so bdo cdo két qué cia
Pphong thir nghiém dwoc scan lieu trén server phdi dir
password, chi co truong phong thir nghiém/QLKT
m&i dugc nam password dé trénh mét mét hodc thay
déi sé liéu géc, ciing nhir dém bdo tinh bdo mdt doi
Voi khdch héang.

- Trude khi dua hd so vao noi luu trit, nhin vién phu
trach quan Iy hd so c6 trach nhiém:

+ Sap xép lai hd so cho phu hop véi quy luat sdp xép
néu trén;

+ Déng géi lai hd so thanh timg gbi, mbi loai hd so

M

Nei Iuu trit:

+File clmg (gbc): huu tai ti 63 li¢u sb 02 phong BGD;
+ File scan: ru trén Server theo dudng din Q:\TAILIEUNOIBO-AIS\FILE4-1S0'4.2 QUI TRINH AP DUNG IS0\ 2-QT-Kiem soat ho so



CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)
A I S ASIA INSPECTION SERVICE CO.,LTD.
Office : E35, KDC Tén Thudn Nam, P. Pht Thuén, Q.7, HCM City
TEL: (84.28) 62921289 —- FAX: (84.28) 62921285
E-mail: info@aisco.vn
QUI TRINH KIEM SOAT HO SO
M3 s6 tai lidu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:5/ 26
QT-KSHS 11/04/2018
T Hinh déng Trach Bidu miu
) nhiém
thanh mgt goi riéng biét c6 nhin hé so @ nhan dang
nhu miu:
TEN BO SO%uuumrvernrreeerressereoseoossseoreememeeoorreeseeeseone
NEAY AONZ B0 e sienees BM-KSHS-
TP $O: wovvvvvnrerennes XX/Nim ban hanh/AlS.............. 01
S6 hd so trong tap:......... (b6i 56 cia 10)....o......... NVBP
Thoi gian luu gur .....................................................
NEUdi dOng 80i....cccocvreereerereeeeeereeeaieeeee e
Ky tén
+ Cép nhdt vao danh muc kiém so4t hd so tuong Ung.
% Tz - A, Y p N N
Bio quin ho so: o KIEM SOAT(TAI LIk U
- H6 so dugce giit trong méi trwdng thich hop dé tradl Noi bo O Bén nooi
hu héng trong thdi gian bio quan. & Hin aoc 0 Conv J
Sir dyng hb so B3 phan lvu il pag)) ¥4 ) 42
Fordi 7
- H6 so duge st dung cho cong viée héing ngay phuc Neav Al_thing_o4 nam AR |
vu viéc tra ciru, theo ddi qua trinh dién b1en tir d6 dé
ra cdc bién phap khic phuc, phong ngira cin thiét.
4.3 - Khi ngudi ngoai don vi mubn sir dung phai dugc sy
déng y ciia GP. Néu nguoi st dung hé so khong tra NVBP BM-KSHS-
ciru tai ché thi nguoi quan ly hé so phai ghi céc 02
théng tin vao phiéu kiém soét truy cap hd so theo
BM-KSHS-02 v don ddc tra lai.
Thanh Iy hd so NvBP
Yo _ ‘ . BM-KSHS-
- Dinh k¥ hang nam, ngudi quan ly ho so thye hién 04
4.6 chon loc va 18p phicu de nghi huy hd so da hét han
hru trir va hu héng dén mirc khong thé sir dung trinh
BGP &é phé duyét xin hiy hd so;
Noi luru trit;

+ File climg (gbc): Iuu tai tix tai ligu sé 02 phong BGD;
+ File scan: luu trén Server theo dudng din Q:\TAILIEUNOIBO-AIS\FILE4-ISO\.2 QUI TRINH AP DUNG ISOA\2-QT-Kiem soat ho se



CONG TY TNHH DICH VU GIAM DPINH A CHAU(AIS)
A I s ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tén Thusn Nam, D. Pha Thuin, Q.7, HCM City
TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

M3 s6 tai lidu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:6/ 26
QT-KSHS 11/04/2018
TT Hanh dng Trach Biéu mu
nhi¢m

- Viéc thanh 1y, huy ho so cii can ¢6 hoi dong thanh
ly; bién ban thanh ly trong d6 néu ré:

+ Ngay thanh ly;

+ Tén nhan vién d& nghij thanh ly:

+ Tén va s6 céc hé so thanh ly; ) NVBP

+ Bién phép thanh Iy BM'I&SHS'

+ Chit ky cua cac bén kiém chimg
Bién ban nay ciing duroc quan ly va luu trit theo quy
trinh nay.

4.6 Kiém soit ho so chét lwgng

- Ban ISO phén cdng thanh vién chuyén trach 13p Ban ISO BM-KSHS-
va quan ly cic loai hd so chét hrong cia toan hé 01
théng theo BM-KSHS-01;

* Riéng d6i vé6i hd so phap ly cong ty:Hang nam,
vao thang 12 ngudi phy trach phai c6 trach nhiém ra
soat danh muc hd so phap ly theo BM-KSHS-03.
Néu c6 hd so phap ly nao sap het han thi b sung vao HCKT BM-KSHS-
ké hoach muc tiéu nim téi dé tiép tuc duy tri hidu luc 03
hé so phap 1y cho cong ty va céc phong ban.

Néu khéng c6 gi thay dbi thi ghi 16 vao blciu AT

“dd ra so4t” va ghi & ngdy tién hanh ra soat, kaL-te KIEM SOAT TAI LIEU -
xac nhén. 'Y Nbijbo O |Bén ngoat

L2 27

U anmgoce 'S Cuyy ——F—-
.‘ ' Bo phin luu giit: BGD | 4 ) I
! ___N,Q&y_/i_\___.fhdnO_QH—__}V?'” XY

Noi hau triy: .
+ File ctmg (géc): Iuu tai ti tai lidu sé 02 phong BGB; .
+ File scan: liru trén Server theo dudmg din QATAILIEUNOIBO-AIS\FILE4-ISOM.2 QUI TRINH AP DUNG IS0412-QT-Kiem soat ho so



CONG TY TNHH DICH VU GIAM DINH A CHAU(AIS)
A I s ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tén Thudn Nam, P. Phil Thuén, Q.7, HCM City
TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

M3 s6 tai lidu: Lén ban hanh : 01.00 Ngay ban hanh: Trang:7/ 26
QT-KSHS 11/04/2018

5. CAC BIEU MAU PiNH KEM.

- Danh muc kiém soét hd so BM-KSHS-01

- Phiéu kiém soét truy cap hd so BM-KSHS-02

- Danh muc hd so phép 1y BM-KSHS-03

- Phiéu d& nghi hiiy hd so BM-KSHS-04

| KIEMSOATTAILIED
| ® Noibo O Bénngoii

,L @ Ban goc O Copy_ /
# B0 phan luwu gitr: 8GR | £4-| 4.4

b NQ@)’J_L__I hing Ol ndm oo,

- o —— e 00 1
Noi luu trir: .

+File cimg (gbc): luu tai b tai li¢u s5 02 phong BGD;

+ File scan: luu trén Server theo dudng dan Q:ATAILIEUNOIBO-AIS\FILE4-1S0\,2 QUI TRINH AP DUNG IS0412-QT-Kiem soat ho so




CONG TY TNHH DICH VU GIAM DINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tén Thuin Nam, . Phi Thuén, Q.7, HCM City
TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

AlS

QUI TRINH KIEM SOAT HO SO

M4 s tai lidu: Lén ban hanh : 01.00 Ngay ban hanh: Trang:8/ 26
QT-KSHS 11/04/2018

SO PO 1. KIEM SOAT HO SO

FILE 1-HO SO PHAP LY

FILE 2.1: 2.1.1-KHMT-2.1.2- DGNB-2.1.3-XXLD -2.1.4-DGBN

FILE 2.2- HO SO DAO TAO

FILE 2.3- HO SO MUA HANG DICH VU

FILE 2.4- HO SO TSKH- GDKH
— FILE 2- HO SO ISO

FILE 2.5- HO SO SKPH-KPPN-KNXX

FILE 2.6- 2.6.1-HO SO PBKQ -2.6.2-H0 SO PDPP

FILE 2.7- 2.7.1- MAU -2.7.2 BCKQ

FILE 2.8- HO SG THIET B] PNVGD

FILE 2.9- HO SO THIET BI PTN

FILE 3- HO SO NHAN SU : _
KIEM SOAT TAILIZU
- FILE 4-HO SO P.HCKT Y Noibo O Bénngoai
. @ Bén gac O Copy 7
|_,| FILE 5-HO SO P.NVGD B9 phdn lvu gitt: pGo [Py ) ko

. NRav Al _thdng Oh nam XN Ny
|, FILE 6-HO SO PTN —

Noilwutrir: .
+ File elmg (gbc): Iuu tai ti tai liéu s6 02 phong BGD;
+ File scan: luu trén Server theo dudng din QATAILIEUNOIBQ-AIS\FILE4-ISOM.2 QUI TRINH AP DUNG ISOM2-QT-Kiem soat ho so



CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)
A I s ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tén Thuin Nam, P. Pha Thuén, Q.7, HCM City
TEL: (84.28) 62921289 — FAX: (84.28) 62921285
E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

Lan ban hanh : 01.00 Ngay ban hanh; Trang:9/ 26

M3 s6 tai lidu:
QT-KSHS 11/04/2018

PHU LUC 01. QUY DPINH KIEM SOAT HO SO PHAP LY, HO SO ISO VA HO SO NHAN SU

- Hinh thire hiy hd so: Huy hd so biing cich gach chéo mit trudc, sir dyng miit sau hodc méy hiy
STT Tén ho so Tén ille ki Noi dung hd so Bi¢u miu N_m !\u'u .Thm Bo phf,m
hiéu trirho so | gian lwu | phu trach
a/ Danh muc hd so phap Iy BM-KSHS-03
b/ Phiéu kiém soat truy cap hd so BM-KSHS-02
¢/ Gidy phép kinh doanh cong ty, chi nhanh;
d/ Chimg chi ISO 17020, 17025, 9001; & Tt ha
\ File 1- G A 5 |, YOS Khong
1. | Ho so phap ly HSPL e/ Gidy chimg nhén déng ky hoat dong thir 2|5 phong hvi h P.HCKT
nghiém, giam dinh; s sf | HCKT thot han
£ . . . | = oo
f/ Gidy chirng nhén chi dinh thir nghiém, giam J—* = ST
. 1, =
dlnh' ‘:"é‘-_“ S‘i o
g/ Céc gidy t& lién quan khéc c6 tinh chét phap }f E
Iy ha mrée cip cho AIS. § =3
¥ ma co quan n p f!'g Sl Cﬁ;]
SIS
AET R
s L]e]=

Noi huu trit:
+ File cimg (gbc): Iwu tai tt tai liéu s6 02 phong BGD;
+ File scan: liu trén Server theo dudmg din QATAILIEUNOIBO-AISWILE4-ISOW.2 QUI TRINH AP DUNG IS804 2—QT-mesna1 ho'so
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CONG TY TNHH DICH VU GIAM DINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.

Office : E35, KDC Téan Thudn Nam, D. Phii Thudn, Q.7, HCM City

TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

M3 s6 tai lidu: Lan ban hanh : 01.00 Ngay ban héanh: Trang:10/ 26
QT-KSHS 11/04/2018
A 1A Tén file -ki e 2 Z o x Noi luu Thoi Bd phén
STT Tén ho so higu Noi dung ho so Biéu mau trihd so | gian hru | phy trach
a/ Danh muc kiém soéat hd so BM-KSHS-01
b/ Phiéu kiém soat truy cdp hd so BM-KSHS-02
¢/ Phiéu dé& nghi hiry hd so BM-KSHS-04 ‘
K& hoach muc File 2.1/File d/ K& hoach muc tiéu chung ciia cong ty; ké BM-KHMT-01 | Tt hf’ S0-
2, | : 2.1.1- A . bl phong 05 nim | BanISO
tiéu KHMT hoach muc tiéu chi tiét tirng thang clia cac BGD
phong ban va cac bao céo cdng viée ton dong,
hoan thanh cia cac phong ban qua céc thang.
e/ K& hoach céc c¢6ng viéc thyre hién phét sinh Dl
trong ném. BM-KHMT-01 .~
2
b4 “ J:Q .
a/ Danh muc kiém soat hd so BM-KSHS-01 -iiﬁ’ ol
S E
- A A - A A - [ =
Db aid b File 2.1/File b/ Phle’:u kfem SOt tru)f cdp ho so BM-KSHS-02 Tit hd so- .. L -
3. amil gla not 2.1.2- ¢/ Phiéu dé nghi hiy hd so BM-KSHS-04 phong 05nim | Ban Q™
bd DGNB . - BGD 3
d/Ke hoach danh gia ni bg; BM-DGNB-01 f;. §
e/ Chuong trinh danh gid ndi; BM-DGNB-02 i 3
S
< e

Noi luu trix:

+ File cimg (gbc): lwu tai 6 tai ligu s6 02 phong BGD;
+ File scan: yu trén Server theo dudng din Q\TAILIEUNOIBO-AIS\FILE4-ISO.2 QUI TRINH AP DUNG ISO\ 2-QT-Kiem soat ho so
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CONG TY TNHH DICH VU GIAM DINH A CHAU(AIS)
A l s ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tan Thuin Nam, P. Phu Thuan, Q.7, HCM City
TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

M3 s6 tai lidu: Lén ban hanh : 01.00 Ngay ban hanh: Trang:11/ 26
QT-KSHS 11/04/2018
A LA Tén file -ki As A G Noi lru Thoi Bo phéin
STT Tén ho so higu Néi dung ho so Biéu mau trichd so | gian hru | phu trach
f/ Bao cdo dénh gid ndi b; BM-DGNB-03
g/ Phiéu ghi chép; BM-DGNB-04
h/ Bao céo hanh dong khic phyc phong ngira.
a/Danh muc kiém soat hd so BM-KSHS-01 N
| b/ Phiéu kiém soat truy cdp hd so BM-KSHS-02 \ I | W
X ‘¢ J3nh File 2.1/File iar e BM-KSHS-04 T ho so- I
4 ) :Om xét ]dn 2.1.3- ¢/ Phiéu d¢ nghi hay ho so phong 05 nim | Ban }%3(5 qu -g
' XXLD | d/Bién ban hop xem xét lénh dao theo dinh ky | BM-XXLD-01 BGD S gl N gl
cha cong ty va nhimg bién ban hop xem xét =Ee®
lanh dao d6t xuét trong nam. A U?Ej
a/Danh myc hd so 2o tao BM-TDBT-11 28
b/Phiéu kiém soat truy cép hd so BM-KSHS-02 | 1 13 so ¥ g C(_:;' g
5. | Hb so dio tao Fllalg 1—2)T2 ¢/ Phiéu d& nghi hiy hé so BM-KSHS-04 phong | 05mam | BanfSO |9 %
¥ i -~
d/P& nghi dio tao BM-TDPT-01 | BPOP I T | &2
e/Ké& hoach dio tao BM-TDDT-02 = .l\ =
WF

Noi v i Gl

+ File cimg (géic): lwu tai 1 tai li¢u s6 02 phong BGD;
+File scan: Iuu trén Server theo dudmg din QATAILIEUNOIBO-AIS\FILE4-ISO.2 QUI TRINH AP DUNG ISO\2-QT-Kiem soat ho so

DAITIVL LVOS WHIM

P

/s

~

2




AlS

CONG TY TNHH DICH VU GIAM DINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.

Office : E35, KDC Tén Thudn Nam, P. Phii Thuén, Q.7, HCM City

TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

Il

3

NAFTIVI LYOS WY

M4 s6 tai liéu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:12/ 26
QT-KSHS 11/04/2018
STT Tén hd so Ténhii'iél: ki Noi dung hd so Biéu miu ti:fﬂl%wsuo’ gi:‘:(‘;iu pf;n:rl;:f:h
f/Chuwong trinh dao tao BM-TDDT-12 | E’ HNH
g/Danh séch tham du ddo tao BM-TDDT-(3 °’§ -é’f § %
b/Béo cdo két qua dio tao + cac bai kiém tra | BM-TDDT-09 IS
i/Phiu dao tao moi s (B
k/Bdo cdo hiéu qua dao tao BM-TDDT-05 § S
/Tai ligu dao tao, churong trinh do tao bén BM-TDDT-04 i‘g S e e
ngoai s T 9|
a/Danh muc kiém soét hd so; BM-KSHS-01 | ;'i % 2 G%
b/ Phiéu kiém soat truy cdp hd so; BM-KSHS-02 s !\ &
¢/ Phiéu d& nghj hiy hd so BM-KSHS-04 . \
H s0 mua File 2.3- , Tuho so Lt
6. hang dich vu MHDV d/ Nhu cau mua hang; ’ BM-MHDV-01 [I-)]}é:(;l(l'% 05 nam | P-HCKT
¢/ Danh sach nha cung cip dugce chon; BM-MHDV-02
f/ Bién ban danh gia ning lyc nha cung img; BM-MHDV-03
g/ Bién ban dinh gia néng luc nha thau phy; BM-MHDV-04

M

Noi lyu fri: i
+ File cimg (gbc): Iuu tai tu tai liéu sb 02 phong BGD;

+ File scan: luu trén Server theo dudmg din QATAILIEUNQIBO-AIS\FILE4-1S0\4.2 QUI TRINH AP DUNG ISO\12-QT-Kiem soat ho so




CONG TY TNHH DICH VU GIAM DINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tan Thuin Nam, D. Phi Thuén, Q.7, HCM City

AlS

TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail; info@aisco.vn

QUI TRINH KIEM SOAT HO SO

Q¥ITIVI LY

o

OS WHI

~

~

M4 so tai ligu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:13/ 26
QT-KSHS 11/04/2018
A 1A Tén file -ki n A z o x Noi hru Thoi | B phén
SIT | Ténhdso higu Ngi dung ho so Bieumau | & hdso | gian hru | phy trich
h/ Bién ban nghiém thu thiét bj, vt tur, hoa BM-MHDV-06 o el
chat; BM-MHDV-07 =
i/ Phiéu theo ddi nha cung ng. ’? E B o
: X ST e |2
a/ Danh muc kiém soét hod so; BM-KSHS-01 =15 °
A 4 . I’ A ) DE
Ehé’ sg L&‘l‘l san File 2.4-Hb b/ Phieu kfem soét tru)i cap ho so; BM-KSHS-02 | 1443 so- ET £
7. giaa(f dicﬁ“g " | soTSKH- | ¢/ Phiu d& nghi huy hd so; BM-KSHS-04 | phong | 05n#m | BanISQY
! . . . Jjo
khach hang GDKH d/Phiéu nhén san pham khéch hang cung cép; BM-TSKH-01 BGD S §_ OO
eI Ry
¢/ Phidu danh gia cia khach hang BM-GDKH-04 B[ é’? o
- ; =
- : BM-SKPH-02 R
Ho sa sy i 2543 | 2/Phiéu theo dai xir 1§ khong phs hop - i~
ong phu ile 2.5-H6 , . X s — B
o | bop Eﬁ)éc phuc | so SKPH- | b/Phieu kiém soat truy cdp hd so BM-KSHS-02 | Ta 11:0 80 - o5 B !ISO |
. e . L on nim an
phong ngira, KPI;(I\}I; ¢/ Phiéu d& nghij hity hd so; BM-KSIS-04 %Gég U B
khiéu nai KN . 5
Xé;eu i xem d/ Phiéu yéu cau xu ly; BM-SKPH-01

m

Naoi luu trit:

+ File cimg (gbc): luu tai ti tai ligu s 02 phong BGD;

+ File scan: luu trén Server theo dudng din QATAILIEUNOIBO-AIS\FILE4-ISO\4.2 QUI TRINH AP DUNG 1SO\12-QT-Kiem soat ho so




ais

CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.

Office : E35, KDC Tan Thuin Nam, P. Phu Thuén, Q.7, HCM City

TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

M4 so tai liu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:14/ 26
QT-KSHS 11/04/2018
A g A Tén file -ki s A X% Noi hru Thoi B6 phan
STT Tén ho so higu Noi dung ho s¢ Bieéu mau trithd so gian lru | phy f‘féCh
két qua 2.6.1- | b/ Phidu kiém soét truy cép ho so BM-KSHS-02 PTN Lo [/ R
PBKQ | ¢/ phiéu d& nghi hiy hd so BM-KSHS-04 Z(E(E|z
d/ K& hoach dénh gi4 chit lrong két qua the | BM-DBKQ-01 = b o |
nghiém =g 2 O e,
¥ ) .; UB 'S
e/ Phiéu két,qué déanh gia ’ BM-DBKQ-02 § =4 @
f/ Bao céo tong hgp cuia co quan to chirc e % E:
chuong trinh thir nghiém thanh thao [;_8 Sl o[~
i -
g/ Béo cdo thir nghiém (2 _\:‘;‘ 0 [ |~
gk i BM-BCKQ-01 T T
h/ Phiéu két qua thir nghiém cta phong thir e 1 & F = e
nghiém trong so sanh lién phong; BM-BCKQ-02 ;E (§, <
i/ Ban sao phiéu d¢ xuét hanh dong khac phuc, | BM-SKPH-01 ‘ ‘ R
phong ngira néu cé. e
H so phé a/ Danh myc kiém soét hd so; BM-KSHS-01 . Dén ki
b File 2.6/File g N Tahdso | .
10. | duyét phuong 2 6.9-PDPP b/ Phiéu kiém sodt truy cdp ho so; BM-KSHS-02 PTN c6 thay PTN
- oo £ e
phap ¢/ Phidu d& nghi hiy h so; BM-KSHS-04 the méi

Noi luu trit: i
+ File cimg (goce): luu tai ti t3i ligu so 02 phong BGD;
+ File sean: luu trén Server theo dudmg dan QATAILIEUNOQIBO-AIS\FILE4-ISOV.2 QUI TRINH AP DUNG ISOV2-QT-Kiem soat ho so

W




AlS

CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.

Office : E35, KDC Tén Thuén Nam, D. Phi Thuén, Q.7, HCM City

TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

OQION @

S WHN

VO

TIVL

M4 sb tai ligu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:15/ 26
QT-KSHS 11/04/2018
A 1A Tén file -ki n A X% Noi luru Thei B{ phan
STT Tén ho so hiéu Ngi dung ho so Bi¢u mau trithd so | gian hru | phy tr‘?%!,‘ 1
d/ Phi¢u phé duyét phuong phap BM-PDPP-01 . o
=i
e/ Ning luc thir nghiém BM-PDPP-02 =t =y
S ]
f/ Phan coéng cong viéc BM-PDPP-03 =iz {ga
g/ Céc bao cdo két qua thir nghigm BM-BCKQ-01 e 15
- =
a/ Danh muc kiém soét hd so BM-KSHS-01 %
b/ Phiéu kiém soat truy c4p hé so BM-KSHS-02 ;; '% ®
; D)
] - S | <1 3 _ . [RCP
Hb so mau - File 2.7/File c/ Phw:u de nghj hiy ho so BM-KSHS-04 R B E é,
11. | bao cdo két 2.7.1-MAU- | d/ Phidu yéu cau thir nghiém BM-MHDV-05 PTN 03 nédm :% I ’ |
. , . !
qua 2.72.BCRQ | o/ phibu theo dsi miu va tra két qua BM-MTN-01 s l ’\ I
f/ Bao cdo két qua thir nghiém BM-BCKQ-01 e
g/ Phiéu két qua thir nghiém BM-BCKQ-02
WKL . J4 .
" le?biU T‘Etié’; File 2.8-HO | & Danh muc kiém so4t hd so; BM-KSHS-01 Tu hd so ?gr':hlj;l PNVGD
’ vu gigmgdin'h SO TBGD | b/ Phiéu kidm soét truy ¢4p ho so; BM-KSHS-02 | P.NVGD thé méi '
Noi hru trir:

+File ¢img (gbc): Iru tai th tai liéu s 02 phang BGD;
+ File scan: luu trén Server theo dudmg din QATAILIEUNQIBOQ-AIS\FILE4-ISOM.2 QUI TRINH AP DUNG ISO\2-QT-Kiem soat ho so

0ax




AlS

CONG TY TNHH DJCH VU GIAM PINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.

Office : E35, KDC Tén Thuin Nam, B. Phit Thuén, Q.7, HCM City

TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

M4 s6 tai lidu: Lén ban hanh : 01.00 Ngday ban hanh: Trang:16/ 26
QT-KSHS 11/04/2018
71 | thnsbs | TR nivae | Nolen | ot | pivian
]_ g o/ Phidu & nghj hay hd so; BM-KSHS-04
?%E, 2 ’g % . d/ Quy dinh céc thiét bi do va thir nghiém BM-TBPL-01
\3 Z |2, Z, g;g,_, e/ K& hoach hiéu chuén thiét bj nam BM-TBPL-02
1: @ i f/ Danh s4ch thiét bj do ludng dat BM-TBDL-03
e o g/ Danh séch nhén vién st dung thiét bj BM-TBPL-04
g _% ;‘g ; h/ Danh séch thiét bj duge ma hoa BM-TBPL-05
"‘Q RN dl E i/ Huéng din sir dung thiét b BM-TBBL-06
= % 2|2 s k/ Phiéu kiém tra thiét bi BM-TBDL-07
'é N I/ D& nghj bio tr, siva chira thiét bi BM-TBPL-08
| e m/ Kiém tra khong dat BM-TBDL-09
L n/ Kiém tra thiét bj sau hiéu chudn/kiém dinh. | BM-TBPL-10
H? so thidt bj File 2.0-H0 a/ Daih mic kiérfl soat htj) SGi BM-KSHS-01 . Bén khi
13. phbpg thir SO TBTN b/ Phicu kiém soét truy cép ho so; BM-KSHS-02 PTN céﬂtha’)( PTN
nghi¢ém ¢/ Phiéu d& nghi hity hd so; BM-KSHS-04 the méi
Noi liru trit:

+ File cimg (gdc): liru tai it tai lidu s 02 phang BGD,

+ File scan: luu trén Server theo dudng din QATAILIEUNQIBO-AIS\FILE4-1SO\.2 QUI TRINH AP DUNG ISO\12-QT-Kiem soat ho so




als

CONG TY TNHH DICH VU GIAM DPINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tén Thuén Nam, D. Phi Thuén, Q.7, HCM City
TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

M3 s0 tai lidu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:17/ 26
QT-KSHS 11/04/2018
STT Ténhdso | Lonfile-ki Noi dung hd so Biéu miu Noi lru Théi | Bo phan
hiéu : trit ho so | gian luu | phu trach
l"“"‘gﬂ &"g\ d/Danh myc thiét bi nam; BM-TBTN-01
O . 2

[t e/ K& hoach hi¢u chuén, kiém tra, bao tri thiét | BM-TBTN-02

- | o |2 . .

Sl R ol e bi nim;

1z 1 2 g) f/ Phiéu béo tri, sira chita thiét bi;

ii E | . i€u bao tri, stra chita thiet bi; BM-TBTN-04

. L=l el £ e A .,

= & % g/ Phiéu theo ddi thiét bi; BM-TBTN-05

:::3 % z ﬁ:iga;}} sach nhan vién duge phép sir dung BM-TBTN-07

— (P N I - -

i § ~ |t = i/ Hudng dan sir dung, kiém tra, bao quan, bao BM-TBTN-08

f 2 — ,:5 @ % tri thiét bi;

é B % | k/ Phiéu kiém tra tinh trang thiét bj BM-TBTN-09

‘ - = I/ Ly lich thiét bi BM-TBTN-10

: N , ,

! - 5 4 : BM-TDDBT-01 & )

e a/Danlrl muc ho so nhén su; lI;huu gfn Nhén vién

N , File3- | b/ Phiéu kidm soat truy cap hd so; BM-KSHS-02 | Tuhéso 100an - by trach
14.| Hosonhdnsy | pong ¢ o : PTN vien Ty o
¢/ Phiéu dé nghi hity hd so; BM-KSHS-04 nghivide | oo
d/ Hb so xin viée gbm: don xin viéc, so yéu li 01 ném '
Noi i trii:

+ File ctmg (gbc): luu tai ti tai ligu s 02 phong BGD;
+ File scan: wu trén Server theo dudmg din Q:\TAILIEUNOIBO- AIS\FILE4-ISO\.2 QUI TRINH AP DUNG ISO\12-QT-Kiem soat ho so



CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)

A I s ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tan Thuian Nam, D. Phit Thuén, Q.7, HCM City
TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

Ma so tai lidu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:18/ 26
QT-KSHS 11/04/2018
A1 Tén file -ki A P g x Noi hru Thoi | B phén
STT Tén ho so higu Noi dung ho so Biéu miu trithd so | gian lru | phu trach
lich, ho khau, CMND, vin bang chimg chi,
gidly kham sirc khoe, gidy gioi thiéu (néu c6);
e/ Hop ddng thir viée, tap su;
f/ Hop déng lao ddng chinh thic;
g/Danh gia nhén vién sau thdi gian thir viée; =
h/Ly lich chuyén mén; BM.TDBT.07 =
i/ Ban cam két giam dinh vién; F
k/ Ban nhén xét giam dinh vién; BM-TDDT-06 ;’
I/ Quyét dinh cong nhén giam dinh vién; :; c‘;
m/ Céc viin bing, ching chi dao tao bén ngoai. BM-TDDT-08 'Tf
; )
!
i
Noi leru trit: B

+ File ctng (gbc): Iuu tai t tai ligu sb 02 phang BGD;
+ File scan: liru trén Server theo dudng dan QATAILIEUNOIBO-AIS\FILE4- ISOV4.2 QUI TRINH AP DUNG ISO\2-QT-Kiem soat ho so




AlS

CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tén Thugn Nam, D. Phi Thuan, Q.7, HCM City
TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

M3 s tai lidu:
QT-KSHS

Lin ban hanh : 01.00

Ngay ban hanh:
11/04/2018

Trang:19/ 26

PHU LUC 02. QUY PINH KIEM SOAT HO SO P.HCKT

- B§ phén quan ly/cip nhit: PHCKT
- File cimg luu tai ti hd so phong HCKT

T KIEM SOAT TAI LIEU

& Noibo

O Bénngoai

@ Ban gdc

O Copy ___/

%6 phin lu gitt: BGP ] P4 | 42

- Hinh thirc hity hd so: Haly hd so bing c4ch gach chéo mit trude, sir dung mit sau hodic may hiy.
- Thoi gian luu: theo quy dinh P.HCKT

a { Noi lru trir
STT Tén hd so Te“lf’.le ki Npi dung hd so Biéu miu
eu File scan | File cirng
- Danh myc khach hang BM-HSKT-01
. _ - Danh myc kiém soat HD-BG BM-HSKT-02
Hop dong bao gia ban . . .
1 File 4.1 - HB-BG (kém phu lyc-néu cod) BM-HSKT-03 X X
- Bién bang nghiém thu (néu c6) BM-HSKT-04
- Bién ban thanh ly (néu c6) BM-HSKT-05
) Hop ddng béo gia mua Fleas | Danh muyc kiém soat HD-BG BM-HSKT-02 X X
ile 4.
- HD-BG kém theo
w
Noi luu trix: -

+ File citg (gbc): luu tai ti tai iéu s6 02 phang BGD;
+ File scan: luu trén Server theo dudmg din QATAILIEUNOIBO-AIS\FILE4-180W.2 QUI TRINH AP DUNG ISOA12-QT-Kiem soat ho so

Nety AL thiing O _ndm et |

1
i
|
i



AlS

CONG TY TNHH DICH VU GIAM DINH A CHAU(AIS)
ASIA INSPECTION SERVICE CO., LTD.
Office : E35, KDC Tan Thuidn Nam, B. Phi Thuén, Q.7, HCM City

TEL: (84.28) 62921289 —FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

M3 s0 tai lidu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:20/ 26
QT-KSHS 11/04/2018
A . Noi hru triv
STT Tén hd so Tenhﬁle -ki Noi dung hd so Biéu miu
ku File scan | File cirng
Hop ddng lao dong thué File 4.3 - Danh sach HDLD theo ndm BM-HSKT-05
+ HDLD
3 + Hd so xin viée (ban chinh)
- Danh sach nhén vién nghi viéc BM-HSKT-06
+ Pon xin nghi viéc
+ Quyét dinh nghi viéc
Chimg tir BHXH, BHYT, File 4.4 - Danh séch s& BHXH+ Sé BHXH; BM-HSKT-07 N/A X
BHTN, Cong doan , . L
- Danh sach th:am gia BHXH theo thang ; BM-HSKT-08
p P - - Théng bdo ket qua dong BHYT/ BHTN/
o [ KIEMSOATTAILUAU L ong bao ket qua dong
8i b0 O Bén ngoii ‘ ’ X
‘_ |6 Noi bo, 2 : - Béo tidng/gidm theo thang; X
1@ _Ban goc O Copy fotee Hb so khac lién quan ché o bao hiém
: - Hos € a0 ;
N6 phan luu git: D) T4 | [ j Danh sich d¢ qh’ X dQ‘
oy Al Ih a ng. o ﬁ};_—".,,ﬁfl_n--' 61 __; - Danh sach dong phi cong doan;

m
Noi o il

+ File cfmg (ghe): luu tai tu tai 1idu sé 02 phong BGD;
+ File scan: luu trén Server theo dudng din QATAILIEUNOIBO-AIS\FILE4-1SOW.2 QUI TRINH AP DUNG IS0\ 2-QT-Kiem soat ho so




ais

CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)

ASIA INSPECTION SERVICE CO., LTD.

Office : E35, KDC Tan Thuin Nam, D. Phi Thuén, Q.7, HCM City

TEL: (84.28) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO
M4 6 tai lidu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:21/ 26
QT-KSHS 11/04/2018
a ; Noi lru triv
STT Tén hd so Tenhﬁle ki Noi dung ho so Biéu miu
iéu . oo
: File scan | File cung
5 Hoéa don ban ra kém bang ké - Hoéa don ban ra (2 lién chinh) theo quy
File4.5 | . Bangka (kém sé HD hoidic BG ¢6 xéc N/A N/A X
nhian khach hang)
6 |Phiéu thu — Phiéu chi - Bang ké phiéu thu tién mat: Phiéu thu +
e — héa don dau ra photo / ching tir;
l KIENI SOAT TAILIEU - Béng ké phiéu chi (VAT) theo thang:
g Noibd | O Bénngoat File 4.6 Plllnit-l chi + héa don VAT + chirng tir lién NA N/A .
8 PBan eoc 0 Copy —f—— emo
e i pep) FA 1AL l - Bang ké phi€u chi (khong VAT) theo
Bo MEEEL‘LT—-—JA—-;W ot théng: Phieu chi + héa don+ chimg tir lién
L “I.\fg&‘\.;_il‘:Tf}?a.fiﬁg._._off‘—}E_q'...'. e quan.
- T khai thué
7 | Chimg tir thué File 4.7 |+ To khai thué theo quy
+ Xéc nhén ndp t& khai
Noi luu tri:

+ File clg (ghe): huu tai ta tai ligu sb 02 phong BGD;
+ File scan; hru trén Server theo dudmg dan QATAILIEUNOIBO-AIS\FILE4-150'4.2 QUI TRINH AP DUNG ISO\12-QT-Kiem soat ho so




2lele |

ais

CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)

ASIA INSPECTION SERVICE CO., LTD.

Office : E35, KDC Té4n Thuan Nam, D. Pha Thuén, Q.7, HCM City

TEL: (84.2_8) 62921289 — FAX: (84.28) 62921285

E-mail: info@aisco.vn

QUI TRINH KIEM SOAT HO SO

M3 s6 tai liéu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:22/ 26
QT-KSHS 11/04/2018
A . Noi lwu triv
STT Tén hd so Tenhﬁle ki N§i dung hd so Biéu miu
L reu File scan | File cing
"“""’EE iﬁi'\«’i SOAT TAI LIEU N + Gidy ndp tien vao ngan sach nha nudc
- e ‘ ,
Noi b (O Bénngoal - Hb so thué thu nhép c4 nhén: N/A N/A X
Ban gbf 0 Copy + Td khai giam trir gia canh (kém khai sinh
phan uj it OEO] FALEL con/cha/me)
Neavll thing O ndm o | - Béo céo tai chinh
I - Céc thong béo, x4c nhan ciia co quan thué
Chimg tir ngén hang - Sao ké tai khoan ngéin hang ban chinh
8 File4.8 | . Uy nhiém chi/ Bang ké rt tién mit + hoa N/A N/A X
don dau vao + chimng tir thanh todn thu/ chi
Héa don chura thanh toan . - Héa don / Invoice chua thanh toén N/A X
? File4.9 | ohoto)/ Phiéu xuét kho (néu c6) N/A
Chi nhanh . - Cong ng chi nhanh
10 File 4.10 o N/A
- Ho so chi nhanh N/A X

m

Noi

luru trir:

+File oimg (gbc): Iuu tai 1 tAi lidu s 02 phong BGD;
+ File scan: I trén Server theo dudng din QATAILIEUNOIBO-AIS\FILE4-ISOM.2 QUI TRINH AP DUNG ISOM 2-QT-Kizm soat ho so




AlS

CONG TY TNHH DICH VU GIAM PINH A CHAU(AIS)

ASTA INSPECTION SERVICE CO., LTD.

Office : E35, KDC Tén Thuédn Nam, P. Phii Thuén, Q.7, HCM City

TEL: (84.28) 62921289 - FAX: (84.28) 62921285

E-mail: info@aisco.vn

KIEM SOAT TAI LIEU

QUI TRINH KIEM SOAT HO SO

@ Noibo O Bén ngoi
& Bén goc O Copy _/___

. BO phin lvu git: PGp|Fu| 12

M3 s6 tai ligu: Lan ban hanh : 01.00 Ngay ban hanh: Trang:23/ 26 .
QT-KSHS 11/04/2018 | Ngay L thing O4 ndw o0I¢
n . Noi lru triv
STT Tén hb so Tenhi‘él: ki Noi dung hé so Bic¢u miu
: File scan | File cirng
Theo d6i VPP, kho hang, - Danh sach user phin mém, may tinh
thiét bi A I Ap b 1
1 File 4.11 ;lélgao cao xuat nhap kho VPP, thi€t bi, hang N/A N/A X
- 84 theo d5i thiét bi, dung cu
Chimg tir noi b khéc - Céc dé xuit ché do, tam ung. ..
12 File 4.12 |- $b theo ddi trang thiét bi cho nhan vién N/A N/A X
- Theo d8i nghi phép+don nghi phép
 aira - S8 qu¥ tién mat + chimg tir thu/chi ndi bo
Thu chi ndi bd ; X 2 IR X T
13 File4.13 |4 ba‘ng tong két c!uy hang thang N/A N/A %
- D¢ nghi mua sam
14 Fileald | B4o cdo hang thang P.HCKT N/A
20 cao thano: ile 4.
Béo cdo thang; - Bao cio thudng nhén vién N/A X

Noi luu tril:

+ File cimg (gbc): huu tai ti tai lidu s6 02 phong BGD;
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QT-KSHS 11/04/2018
a 1 Noi luw trie
STT Tén hd so Te“hﬁle - Noi dung hd so Bidu miu
et File scan | File cirng
- Danh sach tham gia cong doan
15 Cong doan File 4.15 - Quyét dinh thanh lap cong doan N/A X X
- S theo d6i thu chi qu§ cong doan
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+ File scan: 'wu trén Server theo dirdmg din QATAILIEUMOIBO-AIS\FILE4-1S0\4.2 QUI TRINH AP DUNG ISOM2-QT-Kiem soat ho so
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QT-KSHS

Lan ban hanh : 01.00 Ngay ban hanh: Trang:25/ 26
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KIEM SOAT TAI LIEU

¥ Noibo

PHU LUC 03. QUY PINH KIEM SOAT HO SO P.NVGD
- B phan phu trach: PNVGD
- Noi hru hd so: Ta hd so PNVGD

O Bénngoai

" Béan goc

il O Copy__

50 phan luu git: £60) 74 ) 42

{

- Hinh thirc hiy hd so: Hity hd so bang céch gach chéo mit trudc, sir dung mit sau hodic may hay.

wN‘a’fWi” Ahiino G niisy 2618

STT Tén hb so Tén file -ki Noi dung hd so Biéu miu Thor gian
hiéu lru
) - Béo c4o hang thang cia PNVGD BM-BCHB-01
1 | Béo céo thang; File 5.1 . 5 nédm
- B4o céo thudng nhan vién BM-BCHDP-01
2 | Céngtac phi; File 5.2 - Cbng tac phi hing thang N/A S niim
Thé vao kho - hd
3 | so xe ban tai- File 5.3 - Thanh todn phong tro, bao gia sira. .. NA S nim
phong tro;
3 . . . - Hd so bao gbm céc bidu méu theo cac quy trinh Theo céc quy trinh N
4 | Ho so chimg thu; File 5.4 nghiép vy cy thé nghiép vu cu th & 10 ndm

T e e e ]

Noi luu trir:

+ File cimg (géc): luu tal 16 tai ligu s6 02 phong BGP;
+ File scan: hru trén Server theo dirdng diin Q:\TAILIEUNOIBO-AIS\'FILE4-ISOM.2 QUI TRINH AP DUNG ISO\12-QT-Kiem soat ho so
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- Noi Iwvu hd so: Ta hd so PTN
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O Copy [/
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- Hinh thitc hity hd so: Hity hd so biing cich gach chéo mit trudc, st dung mit sau hodc may hiy.
STT Tén hd so Tén file -ki Noi dung hd so Bidu mju Thoi gian
hi¢u lru
. - Béo cdo hang thang ciia PTN
1 | Béo céo thang File 6.1 Béio co thud hiin vie N/A
- Bao cao thuong nhan vien Laru hd so 03
nam
2 | 84 theo doi méi truomg PTN File2 | - S0 theo ddi dicu kign nhi¢t do moi trwong | gy .0
hang ngay PTN
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+ File scan: Iuu rén Server theo dudmg din QATAILIEUNOIBO-AIS\FILE4-ISO\.2 QUI TRINH AP DUNG ISO\M 2-QT-Kiem soat ho so
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File
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+ File scan:
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+ File scan:
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Noi hru triv Phéng ban 4p dyng
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19 = e =&
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22 N —~
24 PIE -
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Ghi chit: e E SIEE =
- Ky higu "N/A" khéng xéc dinh i% PR "gg’ Tp. H6 Chi Minh, ngdy thing  nim
- Ré sodt hing ndm; . . . . . fom |18 Ngwdi quén Iy
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+ Fite clrng: Iuru tai File 1. HO so phédp Iy tai ta hd so - phdng HCKT
+ File scan: Iuu trén server theo duding din Q:\AIS DOCUMENTS\KIEM SOAT HO SOYFILE 1-HO SO PHAP LYVFILE 1.1 HO SO PHAP LY CTY
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+ File crng (gbc):
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