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1. Muc dich

Quy trinh nay quy dinh trdch nhiém va phuong phép théng nht trong viéc bién soan, ban hanh,
phér} phoi, cdp nhit, str dung, kiém'tra, bao mat céc tai liéu, thong tin st dung trong cong tac quan
Iy ho so thude hé thong quan ly chat lugng theo ISO 9001 : 2015.

2. Pham vi

Quy trinh 4p dung cho tét ci céc loai tai lidu do noi bd Cong ty ban hanh va céc tai liéu bén ngoai
¢o lién quan dén hoat ddng ctiia Cong ty bao gom:

+ Tai liéu n6i bd (do Céng ty ban hanh): Chinh sich, Muc tiéu chit luong, Sé tay chat lugng, céc
quy trinh, hudng dan, ké hoach chat luong, biéu mau, quy dinh ndi bé, cac vin ban dinh hudng va
ki€ém soat cac hoat dong cua Cong ty.

+ Tai liéu bén ngoai: Van ban phap huy; tiéu chuan va tai liéu tham khao, tai liéu nudc ngoai phuc

vu cho.céng tac chuyén mon. ) 1

Riéng doi véi cac dang cong vin, gidy td duoc kiém soat theo Quy trinh quan ly thong tin ni bé.

3. Tai liéu lién quan

- Tiéu chuan ISO 9001 : 2015 1 2

- Thong tu s6 01/2011/TT-BNV ngay 19/01/2011 ctia Bé ndi vu vé viée hudng dan thé thic va ky

thudt trinh bay vén ban hanh chinh.

- 56 tay quan ly chat lugng.

4.Dinh nghia

- Tai li¢u: la cac dang vidn ban chita cc théng tin nhim quy dinh hodc huéng dan thuc hién cic
hoat dgng, céc qud trinh thudc hé théng chit luong.

- Tai li¢u nji b: 1a tai liéu do ndi bd Cong ty ban hanh va bién soan.

- Tai ligu bén ngoai: la céc loai tai liu c6 ngudn géc tir bén ngoai, do cac tb chirc bén ngoai ban
hanh va cé hiéu luc 4p dung tai Céng ty.

- Tai liéu dwoc kiém sodt: tai lidu c6 hiéu luc ap dung cho cdc hoat dong tai Cong ty va co déng
déu cta cdng ty.

- Tai lidu khéng kiém sodt: tai lidu khéng c6 hiéu luc ép dung cho cac hoat dong tai Cong ty va
khéng ¢ déng déu ciia Cong ty.

- Hb so: Céc dang vin ban chira dung céc thong tin ghi chép lai cdc két qua thuc hién trong qua
trinh thuc hién cong viéc nhdm cung cip céc bing chung khach quan vé viéc thuc hién céc yéu
cdu ctia Hé théng quan ly chét [ugng.

- Quy dinh cac tir viét tit :

| QT: Quy trinh.
QDP: Quy dinh.
HD: Hudng dan.
BM: Biéu miu.
HDPQT: Hoi ddng quan tri.
BGP: Ban giam déc.
DDLD: Pai dién lanh dao.
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5.N¢i dung

5.1 Xay dung sira d6i tai lidu ndi b:

5.1.1 Luu d6 qu4 trinh xay dung/ sira dbi tai lidu:

BC.ISO-QT06-Rev000-0620

STT Luu do Théi gian | Trich nhiém Tai liéu Biéu miu
Cap trudng
s cac Khoi, |- Phiéu dé nghi
! @+ M8 | Phongban | sta dditailicy, | QT06-BMOL
| cong ty.
Y - Phiéu dé nghi
. stra ddi tai liéu.
2 0 1 ngay Ban ISO T liéu cin
stra ddi.
¥
3 Phén cfng o Ban Gidm | - Phiéu d& nghi
chinh sia thi ligu (4] | M83Y déc | sira ddi tai liéu.
Y Cép trudng
4 Thye hién va xin y 6 oa | cAcKhSi, |- Biéumdu QTGO
kien gop ¥ 8% | Phongban | QT,QP,HD
cong ty.
A 4
- To trinh phé
5 @ Ingdy | DDLD | duyét(trénbiéu | QT06.BMO2
mau)
- Danh muc tai
v ligyban hidsh. | oroe muros
\ - S6 theo doi tai
4] oo » 1 ngay Ban ISO " QT06.BM04
Ban hanh thuc hién liéu. QT06.BMO5
- Thong bao ban ’
hanh quy trinh.
s -Theo quy trinh T05.Luu tai
7 ® Liogay ELUREO e tn"rqhg SO QIiéu hd so
Luu ho so : S ’

5.1.2 Dé nghi sira ddi tai lidu

- Céc Khéi hay B phén, Phong ban c6 yéu cau 1ap méi hay sira di tai liéu can ghi 16 thong
tin trong biéu mau QT06.BMO1 “Phiéu d& nghi sia déi tai liéu” c6 chit ky xdc nhan clia cdc

cap trudng Khai.

5.1.3 Xem xét viéc chinh sira
- TTDT xem xét dé nghi chinh stra tai liéu ciia céc }(lléi va cho y kién hoic chép thuén chinh
sua thi phan hoi trong biéu mau QT06.BM01 “Phiéu dé nghi stra doi tai liéu”.

5.1.4 Phan cong chinh sia

- Pai dién lanh dao chuyén cho nhan su duoc phan cong chinh sira va theo dbi tién d6 chinh
sta theo biéu mau phén céng QT06.BM02 “ Phiéu phén cdng chinh stra tai liéu”.

5.1.5 Thuec hién va xin y kién gop y
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- Ngudi dugc phéin cong sau khi hoan thanh chinh sira thi xin ¥ kién , va duoc kidm tra bai
dai dién lanh dao.
5.1.6 Phé duyét
- Dai dién ldnh dao kiém tra, xem xét va néu thay khéng dat yéu cau thi d& nghi ngudi chinh
stra phai viét va chinh sua lai. Néu xét thdy noi dung da phi hop thi ky xac nhén, phé duyét
va chuyén dén TTDT xem xét trude khi ban hanh va di vao thuc hién.

5.1.7 Ban hanh thuc hién

- Sau khi tai liéu dugc phé duyét, TTDT sé chuyén cho HNCS dong déu ban hanh, cép nhat,
phan phdi tai liéu va luu trii.

5.1.8 Luu hd so
- Thuce hién theo quy trinh luu trit hé so TTDT.QTO05.

5.2 Kiém so4t hd so
5.2.1 Luu d6 kiém so4t tai lidu- hd so

STT Luu dd Thoi gian | Trich nhiém Tai liéu Biéu miu
Ca nhén
duoc giao
L Camamme > | ngy | MR D qrog g
Khéi/Phong
ban/Bé phan
A 4 Ca nhan

dugc giao | - Quy dinh danh QT06.QD02

Thu thap, phan . nhiém vu | mi.

. loai , égp lé)ﬂép L ngy trong -Quy dinh vé QI05.QD05
Khdi/Phong | nhan tén file.
ban/B§ phan

i Céc ca nhédn .
Truy odp vi i fﬁa . - Ph:ét{ dé nghi
3 it dung 1-7ngay | Khoi/Phong | sao chép/cho QT06.BM07
' ban/Bé phan | muon tai lidu. )

¢6 nhu cau

v Cap trudng

A s cdc Khéi, | - Theo quy trinh |  QTOS.Luu tai
g2y Phong ban | luu trit ho so. liéu, ho so.

cOng ty.

5.2.2 Lap danh muc

- HO so chat lugng duoc phan loai theo cic quy trinh, quy dinh, hudng dan céng viée, va cac
loai hd so khéc. Céc céc nhan dugc giao nhiém vu chi tri phén loai viéc 1ap danh muc cac
loai hd so thude pham vi quan 1y cta Khéi, Phong ban, B phan minh.

5.2.3 Thu thip, phén loai va sip xép

- Cac hé so duoc phan biét, sap xép va luu theo file bia cong mau xanh duong (Xem phu luc
quy dinh file bia con chudn A4, A3)
- Céc file bia cong déu phai c6 nhan tén dé nhén biét (Xem phu luc quy dinh nhan tén file bia
cong)
- Céc loai hd so khdc nhau nim trong cung 1 file phai dugc phén riéng bing céc to phén
trang ¢6 ghi tén hodc ky ma hiéu ctia hé so dé d& nhin, d truy xuét.
- Trén trang d4u tién cua file bia cong phai ¢é Danh muc hd so cia céc loai hd so dugc luu
trong file bia cong do.

BC.ISO.QT06.Quy trinh kiém soét théng tin dang van ban 4/10




BC.ISO-QT06-Rev000-0620
- Tuy theo tinh chét ciia timg loai hé so, ngudi cé trach nhiém luu hd so phai sap xép theo
thit tu thoi gian hoic theo s hd so tir nhé dén 16n (cong vin).....dam bao nguyén tic danh
ma hd so (Xem phu luc quy dinh danh m4 hd so) dé nhin, dé thay, dé ldy khi can thiét.

5.2.4 Truy cép va sir dung
- Nhén vién trong ciing mét Khéi, Phong ban, B6 phén dugc phép truy cép, sur dung hé so
ctia Khéi, Phong ban, B phén ciia don vi minh.
- Nhan vién cac Khéi, Phong ban, B6 phan mudn truy cép, st dung, muon hd so cta Khéi,
Phong ban, B§ phén khac phai dugc su ddng ¥ clia cp truong Khdi, Phong ban, B4 phan
lién quan va phai ky nhan vao phiéu muon tai lieu hd so theo BM....

5.2.5 Luu hd so va xi 1y hé so
- Tuan thu theo quy trinh luu trit va x Iy hd so TTDT.QTOS
- C6 2 cach luu trit hd so
* Céc hd so ban cing: duoc luu trif tai ti hd so cua Khéi, Phong ban, B phan minh.
* Céc hd so dan g dit lidu (ban mém) duoc luu trit trong ban ciing mdy tinh va sao luu sang
R ciing di dong cta riéng timg Khéi, Phong ban, B§ phén.
- Thoi gian luu tri:
~* D4i v6i hd so hanh chinh, hd so tuyén dung, d4o tao va hd so chat luong: thoi gian luu triv
[2 3 ndm hodc tiy thudce vao tinh chét va mic dd quan trong cuia hd so.
* Pbi vai hd so chuyén mén: thoi gian luu trit 12 10 nim hoic tiy thude vao tinh chit va
muc d§ quan trong cia hd so.
- Cac hd so sau khi hét thoi gian luu tri s& dugce xem xét hiy bo.
- Viéc ra soét, hity bo duoc tién hanh vao thang 12 hang nam.

5.3 Trach nhiém bién soan, kiém tra va phé duyét tai liéu:
- Moi tai liéu thuGc vé h¢ théng chat lugng déu phai dugc phé duyét ciia ngudi o6 trach
nhiém, c6 thdm quyén trude khi ban hanh.
- Cong ty quy dinh cu thé vé cac cap thdm quyén phé duyét ting loai tai liéu cu thé nhu sau:

STT Tén tai liéu Bién soan Kiém tra Phé duyét
1 | S6 tay chit luong. Ban Giam ddc Phu trich | Tbng Giam ddc
2 | Quy trinh. i Nguoi dugc giao | Cip trudng Téng Giam dbc
3 I?]’;‘g’n‘;‘gzlzoé Eiﬁfl Ngudi duge giao | Cip trusng | Téng Gidm déc
4 | Hudng din cong viée. Ngudi dugc giao | Cép trudng Giam doc Khoéi
5 | Bidu miu. Ngudi duge giao | Cép truong | Gidm doc Khdi

6 | Quy ché, Chinh sach. Ngudi duge giao | Cip trusng | Tong Giam déc
7 | Hop déng dao tao Ngudi dugce giao | Cap truong Téng Giam déc

5.4 Hinh thirc ciia tai liéu
- Ap dung cho quy trinh, huéng din céng viéc, khéng &p dung cho biéu méu va céc tai liu
khéc phuc vu cho cac hoat dong tac nghiép ctia Cong ty.
- Phong chi: Str dung bd mi Unicode theo TCVN 6909 -2001 phéng Times New Roman,
cd chir 12.
- Hinh thire ciia cic quy trinh, hwéng din cong viéc:
~+ Trang bia: Theo miu va thé hién tén cta quy trinh d6 “ Bang theo dgi sira déi”
-+ Header: Font Times New Roman c& chit 10 va cach meép trén to gidy tir 10 - 15mm thé

hién ma quy trinh.

+ Footer: Front Times New Roman ¢ chit 10 cac mép dudi to gidy tir 10 - 15 mm thé hién
tén quy trinh va gdc cudi thé hién sé trang gidy.
- Hé théng ky ma hiéu tai liéu:

+ Dbi véi quy trinh:

Céch danh ma Footer BC.XX.QT YY- ZZ
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Cach danh ma Header BC.XX.QT YY.RevAA-DMY

e BC: Viét tit BCONS

e XX: Ky hiéu ma cta Khéi, Phong ban, B phan (Xem phu luc 01- vé ky hiéu M3 Khéi
Phong ban, B§ phén)

e QT: Viét tit cia Quy trinh.

* YY: S6 thi tu ctia quy trinh duge dénh s6 tir 01 dén hét.

e 7Z: Tén cia quy trinh.

e AA: S phién ban chinh sira theo thi tu ting dan.

s DMY: D viét tat clia ngdy, M viét tit ciia thang, Y vidt tét ctia ndm ban hanh.

2

Vi du: Quy trinh kiém so4t tai liéu duge danh mi nhu sau:

+

BC.TTPT.QT06-Kiém soat tai lidu va BC.TTDT.QT06-Rev001-022020

D6i v6i huéng din: Cach danh ma Footer BC.XX.QT YY- ZZ

e BC: Viét tit BCONS

e XX: Ky hiéu mi cia Khéi, Phong ban, B6 phan (Xem phu luc 01- vé ky hiéu Ma Khéi,
Phong ban, B phan)

e HD: Viét tit ctia Hudng din.

° YY: sb thr tu cia quy trinh dugc danh sé tir 01 dén hét.

e ZZ: tén cua quy trinh.

*AA: S6 phién ban chinh stra theo thir tu ting dén.

» DMY: D viét tat ctia ngay, M viét tit cia thang, Y viét tét ciia nim ban hanh.

Vi du: Huéng dan kiém soét tai liéu duge ddnh ma nhu sau:

BC.TTDT.HD06-Kiém so4t tai liéu va BC.TTDT.HD06-Rev001-022020

5.5 N§i dung cua tai liéu:
a) No6i dung thudc céc quy trinh: thuc hién theo trinh tu sau day:

1. Muyc dich: Néu 1én muc dich ma tai liéu huéng dén.
2. Pham vi 4p dung: Néu gi6i han tdc dong va pham vi cua tai liéu.
3. Tai liéu vién d&n: Nhiing tai liéu din dén trong quy trinh.
4. Dinh nghia: Dinh nghia céc tir viét tit va cdc thuat ngii trong quy trinh (néu c9).
5. Noi dung: Néu lén ndi dung chi tiét ciia quy trinh (c6 luu d6 va didn giai)
5.1 Luu d6:
. = Thur tu cée bude thuc hién.
- Trach nhiém va thoi gian xir ly.
- Céc biéu méu va tai liéu dinh kém.
- Trong luu db ¢6 cac ky hiéu sau day:

STT Tién trinh Y nghia
1 © Bit ddu hoic két thic qua trinh
2 Céc budc cong viée cu thé.
3 D Viéc tap hop dit ligu, théng ké.
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4 Ra quyét dinh: Phé duyét, kiém tra.
5 l Miii tén chi budc tiép theo ctia quy
trinh

Trong trudng hgp c6 nhu ciu sir dung ky hiéu khéc, nguoi viét phai giai thich ky hiéu trong
Iuu d6 clia minh.

5.2 Dién giai:
- Giai thich cdc cong viéc can lam trong céc bude quy trinh hodc vién din nhiing tai liéu lién
quan dé thuc hién budc quy trinh.

6. Ho so: Néu céc loai hd so cin luu gift c6 lién quan dén quy trinh va céch thic giit hd so
theo bang sau:

STT Tén hd so N‘o:ll Ph,u'o‘ng Thm-glan Pl{u'O'ngn
Neguwoi luu phap luu luru phap huy

7. Phu lye: Néu céc loai biéu mau kem theo (néu co)
b) Huéng din cdng viéc:

Trinh bay cu thé timg budc cong viée can lam. Khéng cin thiét phai 7 phan nhu trong quy
trinh. M6t s6 huéng din c6 thé mé ta ngay trong nji dung quy trinh lién quan.

c) Céc tai liéu ndi bd khac:

N1 dung cu thé tuy thudc vao muc dich sir dung tai lidu do.

5.6 Ngdn ngir thé hién trén cac tai liéu néi by
- Ngbn ngii thé hién trén cdc taj liéu ndi b, trén cac phu luc va bidu miu béng tiéng Viét.

5.7 Nhén biét, cich danh mi hiéu, kidm sodt

a) Céc thong tin nhan biét tai lieu — hd so:

- Tén Cong ty

- Tén tai liéu — hd so.

- Ma hiéu tai li¢u — Hd so.

- Ngay ban hanh: la _ngay tai liéu duge dua vao st dung.

- Lan ban hanh: 12 13n tai liéu duge ban hanh.

- Trang/Tong sd trang: Ghi s6 thu tu trang/tdng sb trang tai liéu.
- Con d4u déng trén trang dau tai lidu.

b) Cac dénh m4 tai liéu — Hd so:
- Tham khao phu luc [ — Quy dinh cach ddnh ma hd so — tai liéu.

¢) Dau hiéu kiém soat:
- Tai lidu kiém soat khi phén phdi t&i cac don vi sir dung mdc phén phéi hodc dién ma hiéu
tuong tng v&i timg Khéi, Phong ban, Bo phén.
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- Cde ho so, tai lidu ctia don vi s& ¢d danh muc mdc diu kidm soét tai liéu riéng va duoc
TTDT phat hanh (Tham khao quy dinh mdc déc kidm soat tai liéu — hd s0)

d) Phén phdi. quan 1y. thu hdi tai lidu [3i thai:

* D6i vdi tai lidu ciia Heé théng quan Iy chat luong:

- TTDT ¢0 trach nhiém Iap danh muc toan bd tai liéu ban hanh theo biéu miu BM. ... va lap
phiéu giao nhén tai liéu theo bidu miu BM...

- Khi tai liéu c6 sita d6i, chuyén vién luu trir ¢6 trach nhiém cap nhat tai liu méi va thu hi
tai lidu 181 thoi. Lap sb theo doi viée stra ddi tai lidu theo bidu mau -

» D4i voi tai liéu ciia cac Khéi, Phong ban, BS phén trong hé théng:

- Cép truong phén céng mét cén bd 1am nhiém vy quan 1y tai lidu.

- Cén b lam nhiém vu quan Iy tai liéu c6 trach nhiém ldp danh muc tai liéu ndi bd theo

BM... va danh muc tai liéu bén ngoai theo BM...

- Tai liéu hé thng chat lugng khi giri ra ngoai phai duoc su dong v cua Cép truong.
- Khi phan phi tai liéu mdi thay thé tai liéu 18 thoi thi can b phén phéi c6 trch nhiém thu

lai tai liéu 161 thoi.

. A g sA - R TE- A 2.
5.2 Quy dinh vé kiém so4t tai liéu bén ngoai
- Tai liéu bén ngoai sir dung c6 anh hudng dén Hé théng chit lugng bao gém:
Cac Nghi dinh, Thong tu, Chi thi, Quyét dinh, Quy ché, Tiéu chuin quoc té, Tiéu chuan nha
nuoc, B, Ban nghanh.
B phan theo di cdp nhét tai liéu bén ngoai vao danh muc tai liéu bén ngoai nhu cép nhat tai
ligu ndi bd va phan phdi t&i cdc bd phén lién quan theo quy dinh.
+ Céc cdng vin dugc cip nhét vao s6 “ Theo ddi cong vin dén “ va cong van di duoc cdp nhat
vao s6 “ Theo ddi cong vin di ”.

5.3 Phén phdi, quan 1y, sita ddi va si dung tai liéu ndi b

a) Déi véi vide quan 1y tii lidu bing ban cing:

- Tai liéu sau khi dugc bién soan hodc sira ddi hoan chinh, TTBT chju trach nhiém in 01 ban
gbc dé phé duyét. Sau khi dugc phé duyét, TTDT chiu trach nhiém sao luu va cip nhat cho
céc Khoi, Phong ban, BY phan lién quan. Ban gbc do TTDT chiu trach nhiém luu trir va quan
ly.

- TTDT lap, theo d&i va cip nhat danh muc, cac tai liéu kiém soat thudce Hé théng chét luong
Cong ty.

- Trong qué trinh sir dung néu thiy tai liéu cn phai sira ddi hotic cn ban hanh tai lidu méi
thi ngudi dé nghi thuc hién theo budc 5.1

- Noi dung thay déi duoc ghi trong bang theo dai stra ddi tai trang d4u ctia mdi tai ligu.

- Khi stra d6i tai liéu, lan stra déi tang thém 1 don vi. Noi dung sta déi dugc ghi tém tét vao
bang theo d&i stra dbi, t& duoc sira s& rit ra va thay béng td méi. Sau 03 l4n stra ddi thi tai
liéu dugc ban hanh méi, 1dn ban hanh mdi duoc tang thém 1 don vi.

- Tai liéu luu trit phéi 13 cdc vin bang mang tinh phap quy (C6 day du chit ky, dong dau day
du), cadc muc trén BM vin ban khi ¢é phr?m ky xéc nhan cin duoc dién dc:?.y da thc”mg tin.

- Trudng hop sb to thay df}i:
* Tang thém: Gilt nguyén so trang, ghi thém a, b, ¢ .. .tai nhitng t& ting.
* To giam: To bo di duogc ghi trén trang bia theo doi thay doi, khong can dénh lai s6 trang.

- V6i biéu mAu: Khi thay ddi thi thay bing bidu miu khéc va thay d6i ngay ban hanh biéu
mau d6 ma khéng nhét thiét phai thay ddi ca quy trinh.

- Sau khi ban hanh, tai liéu dugc déng dau méc “Kiém soat”, ban géc tai lidu 13i thoi gan
nhat dugc gach chéo trén trang bia. Cac béan 16i thoi néi trén duoc luu dén khi ¢6 ban 13i thoi
méi. Céc ban 13i thdi trude duge hiy bo.
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- Tai liéu bén ngoai khi thay dbi phai dugc cép nhét vao danh muc tai 1éu bén ngoai theo quy
dinh vé kiém so4t tai liéu bén ngoai, ban 18i thdi gan nhét duoc lwu dé tham khio cho dén khi
¢é vin ban 16 thoi méi.

b) Déi véi viée kiém sodt thay di tai lidu trén may tinh va trén Website:

- Déi v6i nhitng tai liéu c6 yéu ciu thay ddi, dugc TTDT tiép nhén va kiém tra cho chinh sira
ban hanh, tén file tai liéu download s& ghi r& ngay stra ddi. Hang thang, viéc cap nhét céac dit
ligu stra doi s& dugc TTDT thong bdo dén céc Khéi, Phong ban, Bo phin dé theo dai va sit
dung cho phu hop.

- Céc tai liéu cong vin dén/di theo hom thu dién tir dugc luu trit dudi dang bang mém trén
may tinh, trén file tai liéu dugc danh sb vao sb cOng vin dén/di.

- Cac cdng vdn do BGD ky duyét thi dugc tinh 13 cong vin dén cap cong ty. Cac cong vén
cép don vi ky duyét thi dugc tinh 14 céng vin cép don vi.

5.4 Kiém sodt tai liéu va Iuu trit trén may tinh

5.4.1 Sao luu du phong
- Céc Khdi, Phong ban, Bo phén sit dung mdy tinh phai tién hanh sao luu dinh k¥ 3 thang 1
lan. Tay theo diéu kién ctia cdc Khi, Phong ban, Bd phéan c6 thé sao luu trén 6 dia cling roi
(di dong) hodc trén icloud hodc dia DVD.

5.4.2 Quét virus
- Trude khi sur dung céc file chép tir USB hoic céc b cung di ddng khéc phai thuc hién quét
Virus d€ tranh lay nhiém. Téi thi€u, hang thang cic may dugc quét virus 1 lan va ¢ bang

theo déi.
6. Ho so
; i o Phuong
STT Tén ho so N?:l/ Ph’lrong Thoi gian phap
Ngudi luu | phap luu lIuru hug
S § 8 Rt T st File cing | Dén thai L
1 Phiéu yéu ciu stra doi tai liéu. Ban ISo File mém han hinh Xé huy
’ D‘anh muc tai liéu ndi bd ban Ban ISo File cu;ng Pén th’m % Hiy
hanh. File mém han chinh
o 0 File cing | Dén thoi o
3 Danh muc tai liéu bén ngoai. Ban ISo File mam s chibk Xé huy
o aa : B s File cling Dén thoi o
4 Phi¢u dé nghi sao chép tai ligu. Ban ISo File mam han chink Xé huy
5 | Sb theo ddi sita @i tai ligu. BanSo |LLoCWNE | Dewihti | o
File mém han chinh
Théng béo viéc trién khai stra ddi, File cing | Dén thoi
g .| clp nhat tai liéu. Ben [so File mém han chinh oty
7.Phu luc
STT Tén méu biéu/phu luc Ky hiéu
I Phi€u yéu cau stra d6i thong tin dang vin ban QT06.BMO01
2 | Biéu mau t& phé duyét quy trinh. QT06.BM02
3 | Danh muc cdc théng tin viin ban ban hanh. QT06.BM03
4 So the‘o doi sua‘dm cdp nhét thong tin van ban hé thong QT06 BM04
quy trinh ban hanh
5 | Théng bdo viéc sira dbi ban hanh hé thong quy trinh QT06.BMOS5
7__| Danh muc théng tin dang vin ban QT06.BMO6
4 | Phiéu dé nghij sao chép tai liéu. QT06.BMO07
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5 | Phiéu dé nghi muon tai liéu. QT06.BM07
7 | Phiéu giao nhan tai lidu — hd so. QT06.BMO08
8 | S& theo dai cong vin dén. QT06.BM09
9 | S6 theo ddi cong van di. QT06.BM10
10 | Quy dinh ma céc Khoi, Phong ban, B4 phén. QT06.QP01
11 | Quy dinh ddnh mi théng tin dang vin ban. QT06.QD02
12| Quy dinh mdc dau trén tai liéu, hd so. QT06.QP03
13 | Quy dinh cay thu muc luu trii théng tin dang vin ban QT06.QD04
14 | Quy dinh nhén tén trén file (Bia cong) QT06.QDb05
15 | Quy dinh so db b6 tri file hd so trén tu, ké. QT06.QD06

BC.IS0.QT06.Quy trinh kiém sodt théng tin dang vin ban
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1S0.QT06.BMO1-Dé& nghi sira déi tai liéu

= g CONG TY €6 PHAN DAU TU XAY DUNG BCONS

fehmemniie g ECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY
ﬁ'; co Ns Add: Beons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
A Tel:( 84—8) 35129632 Fax: (84-8) 35129632 Website: www.bcans.com.vn

BAN ISO BCONS
S0 phiéu: ISO/PDNSD/....
NEAYE v s

PHIEU PE NGHI SUA POI THONG TIN DUGI DANG VAN BAN

1. Tén tai li¢u dé nghi:

Tén tai liéu M3 hiéu Ly do dé nghi sira ddi 2. Pon vi dé nghi

Ngay dé nghi: 3. Xdc nhén
‘ ciia cip truéng

Ngudi dé nghi:

Ky xac nhén:

4. Kiém tra tiép nhin hé so

Ngay tiép nhan hd so: Nguoi nhén:
6. Phé duyét ndi dung viét méi/ Sira ddi: Ngay phé duyét:

Y kién nhin xét:

Ngudi phé duyét:

Ngay ban hanh:




BC.XX-QTYY-RevAA-DMY

MS: XX.QTYYRevYYY

7 ‘ AT QUY TRiNH Ban hanh lin:
ﬁfjj § cnus [ TEN QUY TRINH | Ngay phat hanh: .../.../20

Ngay hiéu lue: .../.../20

Phan phdi tai lidu

Khéi Pau tu du an
Khéi Kinh Doanh
Khéi Pao tao
Khéi Khach san

Hoi dong quan tri céng ty

Chu tich héi déng quan tri

Téng Giam doc

Ban Giam déc Khéi
Khéi Hanh chinh nhan su
Khéi Tai chinh ké toan

Cong ty Cb Phin Pia Oc Beons

Cong ty C6 Phan Thiét ké Beons Design
Céng ty Cd Phin BDS Beons

Khéi diu thau

O Og | goog)d
OO |4U|ooda|a| d

Khéi Thi céng Céng ty Phi My Hiép
Ngudi lap Nguoi kiém tra Ngudi phé duyét
[ Nguoi bién soan] [ Cip truong Khéi | %grloolf;:,flgg ’
cod . f2020 o] 112020 coened ... 12020

Theo déi stra doi

Lz;in stra Ngﬁy ban

2. ; Muc sira dbi Nb6i dung sira dbi
ddi hanh ‘ PHERRS

BC.XX.QTYY.Tén quy trinh 1/3
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1. Muc dich

2. Pham vi

3. Tai liéu lién quan
4. Pinh nghia

5. N¢i dung
Luu db qua trinh:

STT Luu dd Théi gian | Trich nhiém Tai liéu Biéu miu

3
y

2

3 <
A 4

4
|

5
A 4

¢ | BT

5.1 [Tiéu @& & dién giai cdc buérc 1]
5.2 [Tiéu dé & dién gidi cac buéc 2]
5.3 [Tiéu dé & dién giai cac buée 3]
5.4 [Tiéu @ & dién giai cdc buéc 4]
5.5 [Tiéu dé & din giai cic bude 5]

5.6 [Tiéu dé & dién giai céc buée 6]
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6. HO so
- . —_r Phuong
STT Tén hd so Noi/ Pliwong: | Thotgian | =0
Nguoi luu phip luu luu hitd
uy
1
2
3
4
7. Phu luc
STT Tén miu biéu/phu luc Ky hiéu
I
2
3
4
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[SO.QT06.BM03-Danh muc tai liéu ban hanh

CONG TY CO PHAN DAU TU XAY DUNG BCONS
ECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY

co“s Add: Becons Tower_4A/187A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
Tel:( B4-8) 35129632 Fax: (84-8) 35129632 Website: www.bcons.com.vn

BAN ISO BCONS
So phi¢u: ISO/DMTL/....
L ERERE B o n oo

DANH MUC THONG TIN VAN BAN BAN HANH
Ma hiéu Ngay ban hanh Ghi cha

STT Tén tai lidu

..Ngay ...... thang ....ndam... ....
Nguwoi ldp
(Ky, ghi ¥d ho tén)



TTDT.QT06.BM04-86 theo ddi cip nhat théng tin viin ban hé théng quan 1y chét luong

CONG TY €S PHAN DAU TU XAY DUNG BCONS

BECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY
Email: info@bcons.com.vn

1. :...
3 ﬂ. | ﬂ = = m Add: Bcons Tower_4A/167A D1 Str.,, Ward 25, Binh Thanh Dist, HCM City
e . Tel:( 84—8) 35129632 Fax: (84-8) 35129632 Website: www.bcons.com.vn

BAN ISO BCONS
So phiéu: ISO/STDTL/....

NEBAP .« oo emeion s smivsn

SO THEO DOI CAP NHAT THONG TIN VAN BAN HE THONG
QUAN LY CHAT LUQNG ISO 9001 : 2015

Quyén so:...........




TTDT.QT06.BM04-S6 theo dai cap nhit théng tin vin ban hé théng quén 1y chét lugng

CONG TY CS PHAN DAU TU XAY DUNG BCONS
ECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY

z m ] n = = w Add: Beons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
v AR Tel:( 84—8) 35129632 Fax: (84-8) 35129632 Website: www.bcons.com.vn

Phiéu dé nghi sira
STT | Ngay nhin ho so Théng tin vin bdn sira doi Ly do stra doi doi thong tin vin Ngay ban hanh
bdn

ces vosasdNGAY Sui v thang ....ndm... ....
Nguwoi lgp
(Ky, ghi rd ho tén)



1SO.QT06.BM05-Théng bdo ban hanh

-

- CONG TY CO PHAN DAU TU XAY DUNG BCONS
BCONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY
£ c 0 Ns Add: Bocons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
Tel:{ 84—8) 35129632 Fax: (84-8) 35128632 Website: www.bcons.com.vn

BAN ISO BCONS
S6 phieu: ISO/TB/....
NG e oo s e
Kinh giri: C4c Khbi trong hé théng quan Iy chit lugng ISO 9001:2015
Trung Tdm Pao Tao théng bao viée sta d6i, ban hanh mdi tai liéu trong hé théng céc quy trinh quan 1y

chét lugng 1SO 9001:2015 ciia Cong ty :

Tai lidu chinh sua dugc Trung Tam Dao Tao cdp nhét trén webside Cong ty. Ban gbe s& duoc luu trir tai

Trung Tdm Dao Tao, céc tai liéu 18i thoi luu trit tai don vi s& duoc Trung Tam Dao Tao thu hdi.

STT Tai liéu chinh sia Ly do chinh sita Thoi gian ap dung | Ghi chi
Ji:

10

11.

12.

TPHCM, ngay ...... thang ....... nam 20

Ban ISO Céng ty



[SO.QT06.BM06-Danh muc thdng tin dang vin ban

= ——— CONG TY CO PHAN DAU TU XAY DUNG BCONS
; ECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY
i, eo Ns Add: Becons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist. HCM City Email: info@bcons.com.vn
y Tel:( 84—8) 35129632 Fax: (84-8) 35128632 Website: www . bcons.com.vn

BAN ISO BCONS
S6 phiéu: ISO/DMTLA....

INEAYT e remmmmmenmssmmnonnnse
DANH MUC THONG TIN DANG VAN BAN
STT Tén fai lidn Mi& hign Ngﬁnﬁa“ S8 bin Géelicopy

..Ngay ...... thang ....ndm... ...
Nguwoi lap
(Ky, ghi rd ho tén)



1SO.QT06.BM07-Phiéu d& nghj sao chép / mugn tai liéu

T g CONG TY CO PHAN DAU TU XAY DUNG BCONS
T, BCONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY
ﬂ, £ cn Ns Add: Becons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
V> iR Tel:( 84—8) 35129632 Fax: (84-8) 35129632 Website: www.bcons.com.vn

BAN ISO BCONS
S0 phi¢u: TTDT/PPNSC/....
INBAY s el wismn asmaiig,

PHIEU DE NGHI SAO CHEP / MUQN TAI LIEU

1. Nguoi yéu ciu: 2. Chue vu:

3. Khéi, Phong ban, B§ phén cong tic:

4. Tai liéu cén sao chép / Muon: Ngay d€ nghi:

Ky x4c nhén:

5. Muc dich sao chép / Muon: 6. Y kién ciia Trudmg b phén:

7. Phé duyét don vi phu triach: Ngay phé duyét:

oo NGO ssumie thang .....ndm... ....
Nguoi lgp
(KY, ghi ré ho tén)



ISO.QT06.BM08-Phiéu giao nhan tai liéu hd so
g CONG TY CO PHAN DAU TU XAY DUNG BCONS
' _fﬁ Tk co"s BCONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY

v

Add: Beons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
Tel:{ 84—8) 35129632 Fax: (84-8) 35129632 Website: www.bcons.com.vn

BAN ISO BCONS
S6 phiéu: ISO/PGNTL/....
INEAY 26 o oo mmmrn mm s msas

Phan phéi Thu héi

Ngurdi giao Nguoi nhin Nguoi giao Ngudi nhin

. Lan ban Xdc nhin
Ngay
ban hanh

Muc Tén tai ligu Ma hiéu hanh/sta "g_hanh
adi , Thu hoi
& méi

13.

14.

SR/ R MR
Nguoi lap
(Ky, ghi ré ho tén)



1S0.QT06.BMO8-Phiéu giao nhan tai lidu hd so

CONG TY CO PHAN DAU TU XAY DUNG BCONS
ECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY

— V'_._,.u-" T —
f:'l / cn “ s Add: Becons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
& Tel:( B4-8) 35129632 Fax: (84-8) 35129632 Website: www.bcons.com.vn

BAN ISO BCONS
So phigu: ISO/PCG/....

NEAYS vz esoomiomiasssinesn i . 3 ) . :
PHIEU CHUYEN GIAO TAILIEU - HO SO
INOT ZUL - o0 vuion Smmmmiinips sivelans i bRl ses s s emniei <ams NOTAEN: ..o
Ngay Nguoi giao Ngay Nguoi nhin
(Ky ghi v ho tén) (Ky ghi rd ho tén)

+ Chuing toi giri dén ban: [0 Ban vé O Thuyét minh tinh todn [ Hb so thiét ké O Hb so néng luc.

O Céng van [ Ho so — taj lidu dé trinh phé duyét. [ Mau vét lidu [ Hd so chat lwong O Khac

a c -
Muc S Ngay So lugng Dién giai

copy

%* Muc dich chuyén giao:

O Yéu cdu O Xem xét [ Phé duyét O Phé duyét & nhén xét O Tir chéi
[J Ban hanh 4p dung O Tham khao O Théng tin O Ly do khéc.

Ddng gii: Ky tén:




CONG TY CO PHAN DAU TU XAY DUNG BCONS
BCONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY

‘ ,. “.‘.
j m.m ﬂ e = m Add: Becons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
Tel:( 84—8) 35129632 Fax: (84-8) 35129632 Website: www . bcons.com.vn

BAN ISO BCONS
S6 phiéu: ISO/CVP/....
Ngay : (oo

SO THEO DOI CONG VAN DPEN
NAM 2020

1SO.QT06.BM09-S4 theo di cong vin dén

< A A A
T80 fesavsemmnnmvsass T DE 80 Covisiiisaininniiie st snnan .
TIEDEAY fewvniins cannitsimanissos DN DAY fivi i msisimnsiniins

Quyén sé:......] .
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CONG TY €6 PHAN DAU TU XAY DUNG BCONS
ECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY
Add: Becons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email; info@bcons.com.vn

Tel:( 84-8) 35129632

Fax: (84-8) 35129632

1SO.QT06.BM09-S4 theo dai cong vin dén

Website: www.bcons.com.vn

Ngay
thang dén

Noi giri
cong vin

Ngay thing

S6, ky hiéu cong viin s -
5 3 Hig g cong vin

Noi nguoi
nhéin

Tén loai va trich yéu ndi -
B ain. Ky nhan
dung cong van

Ghi cha

Ngay ......thdng ....nam... ....
Ngudoi lip
(Ky, ghi ré ho tén)



2 = CONG TY CO PHAN DAU TU XAY DUNG BCONS
ar ECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY

m\. = n = z M Add: Becons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn

Tei:( 84-8) 35129632 Fax: (84-8) 35129632 Websile: www.bcons.com.vn

BAN ISO BCONS
So phieu: ISO/CVD/....
INFAY & ocvonimitnesamsis,

SO THEO DOI CONG VAN DI
NAM 2020

1SO.QT06.BM10-86 theo dai cong vin di

- A A A
TRIESO 5 i i sk e b i o PICU 50 iasinsnis i dansvanas s s
T OEAY L cseseoimaiss senangass Den N2AY Loousommsiaassinesinis

Quyén §6: ..




= . :
.‘¢ﬂ.|‘.| n:zm

O

/f/rm.. =

Tel:( 84—8) 35129632

CONG TY CO PHAN DAU TU XAY DUNG BCONS
HECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY
Add: Becons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
Fax: (84-8) 35129632

Website: www.bcons.com.vn

1SO.QT06.BM10-S4 theo déi cong van di

Nea - Noi it i v tha . e Tan loai va trich ve At
: mm%» sé ) o1 mm_._ S6, ky higu céng vin me.% w:m Noi :m:o._ én loal va ,En %a: noi T nhin Ghi chi
thang dén | 44, cong van cong van nhin dung cong vin

sesssniass DGR vt thang ....ndm... ...
Nguwoi lip
(Ky, ghi rd ho tén)




[S0.QT06.QD01-Quy dinh ma Khéi — Phong ban — B§ phén.

CONG TY €O PHAN DAU TU XAY DUNG BCONS

£ . ECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY
g ) co Ns Add: Beons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn

Tel:( 84—8) 35129632 Fax: (84-8B) 35129632 Website: www.bcons.com.vn

BAN ISO BCONS
S6 phicu: ISO/PDNSD/....
NERY & vomvsammmrmmeemyiing

QUY PINH
PANH MA [XX] CAC KHOI - PHONG BAN — BO PHAN

1. Danh muc mi cdc Khéi — Phong ban — B$ phan:

STT . Tén Khéi/Phong ban/B¢ phin Ma quy dinh Ghi chu
1 | HOI BONG QUAN TRL HDPQT
2 | BAN GIAM POC. BGD
3 | KHOI TAI CHINH. TAC

3.1 |BO PHAN KE TOAN. KET
3.2 | BO PHAN VAT TU. VT
4 | KHOI HANH CHINH — NHAN SU HCNS
4.1 | BO PHAN NHAN SU NS
4.2 | BO PHAN HANH CHINH HC
4.3 | BO PHAN QUAN LY TOA NHA QLTN
5 | KHOI PAU TU DU AN DPTDA
5.1 | BO PHAN PHAPLY PLDA
5.2 | BOPHAN QUAN LY DU AN QLDA
5.3 | BOPHAN TU GIAM SAT TVGS
6 | KHOI THI CONG TC
6.1 | PHONG THIET BI - BIEN PHAP TBBP
6.2 | BAN AN TOAN LAO BDONG ATLD
6.3 | BO PHAN BAO TRI & BAO HANH BTBH
7 | KHOI THIET KE (CT THIET KE) TK
7.1 | BO PHAN KIEN TRUC KT
7.2 | BO PHAN KET CAU KC
7.3 | BO PHAN M&E ME
7.4 | BO PHAN QUAN LY BIM BIM




IS0.QT06.QD01-Quy dinh ma Khéi — Phong ban — B phén.

CONG TY CO PHAN DAU TU XAY DUNG BCONS

A : ECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY
en Ns Add: Becons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn

=

£
F

Tel:( 84-8) 35129632 Fax: (84-8) 35129632 Website: www.bcons.com.vn
8 | KHOI KINH DOANH KD
8.1 | KHACH SAN KS
8.2 | BOPHANIT IT
8.3 | DAT PONG SAN BPS
8.4 | THUE BAT BPONG SAN TBDS
9 | KHOI PAU THAU PT
9.1 | BOPHAN KY THUAT VA CCDC CCDC
9.2 | BO PHAN KHO VA CO KHf CK
10 | TRUNG TAM BPAO TAO TTPT
i CONG TY CO PHAU PAU TU XAY -
DUNG BCONS
12 | CONG TY CO PHAN PIA OC BCONS BCR
> (L:ggg TY CO PHAN BBS BCONS Bel
i | ;%];I}G TY CO PHAN BBS PHU MY B
s CONG TY CO PHAN THIET KE BOD
BCONS DESIGN

v NgaQY . thdng ....ndm... ...
Nguwoi ldp
(Ky, ghi vd ho (én)
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BAN ISO BCONS
S6 phiéu: ISO/QDMTTY....
NEAY & ol

QUY DINH

PANH MA THONG TIN DUOI DANG VAN BAN
A) QUY DINH PANH MA THONG TIN DANG VAN BAN
< Dbi v6i loai thong tin dang viin ban hang chinh ban hanh tir cong ty:

I. Ma thong tin dang van ban hanh chinh tir cip Cong ty duge dénh nhu sau:

|_[(A) S5 vin ban]/ [ (B) Nim ban hanh/ | /(C) Loai vin ban - | BCONS |

* V6i (A): S6 viin ban dugc dénh theo sé tha tu tang dan tir 01 dén N.
* V6i (B): S6 nim ban hanh ctia cdng van. Luu y phai ghi 18 4 con s6, khang viét tit.

* V¢i (C): Loai cdng vin quy dinh trong Bang 01 nhu sau:

Tén loai van ban V‘(eé)tat M4 théng tin Vi du

01. Cong van CV [(A))/[(B)]/CV-BCONS

02. Nghi Quyét NQ [(A))/[(B)]/NQ-BCONS

03. Quyét dinh Qb [(A))/[(B)J/QD/BCONS

04. Chi Thi €T [(A))/[(B)]/CT/BCONS

05. Quy ché QC [(A)}/[(B)]/QC/BCONS

06. Quy dinh Qb [(A)]/[(B)[/QD/BCONS

07. Thong cédo TE [(A))/[(B))/TC/BCONS ) )

. - S0 Quyet dinh ban hanh
08. Thong bao TT [(A)V[(B)//TT/BCONS .
lan thir 05 trong ndm
09. Chuong trinh CT [(A))/[(B)/CT/BCONS
2020 duoc danh ma nhu
10. K& hoach KH [(A))/[(B)/KH/BCONS
- sau:
11. Huéng dan HD [(A))/[(B)/HD/BCONS
12. Phuong an PA [(A))/[(B)]/PA/BCONS
i 05/2020/QP-BCONS

13. D& an PA [(A))/[(B)]/DA/BCONS

14. Du 4n DA [(A))/[(B)[/DA/BCONS

15. Béo cédo BC [(A))/[(B)]/BC/BCONS

16. Bién ban BB [(A)V/[(B))/BB/BCONS

17. T& trinh TT [(A)V[(B)]/TT/BCONS

18. Hop dong HD [(A))/[(B)]/HD/BCONS

19. Cong vin CV [((A))/[(B)]/CV/BCONS
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20. Cong dién CP [(A)]/[(B)}/CB/BCONS

21. Ban ghi nho BGN | [(A)J[(B)/BGN/BCONS
22. Ban cam K&t BCK | [(A)J/[(B)/BCK/BCONS
23. Ban thoa thuan BTT | [(A)J/[(B)/BTT/BCONS

24. Giky chang nhan GCN | [(A)JI(B)/GCN/BCONS
25. Gidy Uy quyn GUQ | [(A)J(B)/GUQ/BCONS
36, Gidy mo, GM | [(A)J/(B)]/GM/BCONS

27. Giky gidi thigu GGT | [(A)J[(B)/GGT/BCONS
28. Gidy nghi phép GNP | [(A)J/[(B)/GNP/BCONS
29. Gidy di duong GDP | [(A)V[(B)/GDB/BCONS
30. Gidy bién nhan hé so | BNHS | [(A)]/[(B))/BNHS/BCONS

2. Ma thong tin dang van ban phét hanh tir cdc Khéi/Phong ban/B phan duoe bd sung nhu sau:

(A) S6 vin ban/ (B) Ndam ban hanh | (C) Loai vin ban | (D) Khéi/Phbng ban/BP | -BCONS

* V6i (A): S6 viin ban duoc dénh theo s8 tht tu ting dan tir 01 dén N.
* V6i (B): S6 niim ban hanh ciia cdng vin. Luu y phai ghi rd 4 con s6, khong viét tét.
* Vi (C): Loai van ban quy dinh trong Bang 01.

* V6i (D): Tra cliu trong bang tai Quy dinh sé 02 “Quy dinh dinh ma Khéi — Phong ban — Bd
phz’.inﬂ

3. Vidu: Bién ban ghi nh¢ phét hanh [n tha 05 trong nim 2020 tir Khéi DAu thiu nhu sau:

05 [ 2020/ [ BBGN/| DT/ | -BCONS |

@ Luuy: Viéc danh md thong tin dang vén ban (hé so — tai lidu) trong quy trinh la cdch ddnh ma
Header va Footer cua quy trinh khdng phai quy dinh dénh ma hé so trong quy dinh nay.

* D6i véi loai thong tin dang vin bén tai BCH céng trinh:

- Mé théng tin dang vin ban tai céng trinh dugc dénh nhu sau:

(1) Ma dy 4n (2) M4 vin ban (3) Hang muc/ (4) S6 bién ban
Cong tac

* (1) Ma dy 4n: M2 dy cé cong thire nhu sau
[Tén viét tat du an] x [Sé hop ddng thi cong x ndm ky hop df“)ng]

[Tén viét tat du an]: Puoc lay tir 3 chit cai diu tién
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[Sé hop ddng]: 14 sb thi tu trong hop déng ky két.
[N&m ky hop dong]: la nam ky hop déng chinh thic.

-Vi du: Du an Bcons Greenview ¢6 s hop df‘)ng thi cong 1a 01 nam 2020. Viy ma du 4n s& duoc
danh nhu sau: BGV0120

* (2) Ma vin bén: Theo bang danh muc hé so tai Bang 02
+ (3) Hang muc/Céng tic: Tén viét tit cc hang muc hoéc céng téc thi cong.
* (4) S6 bién ban: Theo tht tu ting din tir 01 dén N,

- Vi du: Pénh ma hd so nghiém thu dé bé tong dim san ting 10 duge dinh ma nhu sau:

?GVOIZ}O@BNTCY@MSAN/TI 0/001

(1) ) 3) (4)

< D6i v6i ban vé thi cong:
- Thyc hién viéc ddnh ma theo quy dinh riéng cua Thiét ké - TVGS.
- Ap dung cho ban vé& shopdrawing va ban v& hoan céng du an.

- BCH cdng trudng trao ddi va thdng nhét cich danh ma trude khi thuc hién viéc ddnh ma.



[SO.QT06.QB02-Quy dinh ma théng tin dang vin ban.

T e CONG TY €6 PHAN DAU TU XAY DUNG BCONS
ECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY
] ,{' co Ns Add: Becons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
- Tel:( B4—-8) 35129632 Fax: (B4-8) 35129632 Website: www.bcons.com.vn

PHU LUC I : DANH MUC VIET TAT THAM KHAO

- Danh muc c4c van ban theo Bang 02:

Tén loai vin ban Ma Tén hang muc / cong tic Ma
1.Hb so phap ly HSPL Két cdu KC
2.So dd t6 chiic SBTC Hoan thién HT
3.Phiéu yéu cau nghiém thu YCNT Dam DAM
4.Bién ban nghiém thu BBNT San SAN
5.Quyét dinh b nhiém QDBBN Cot COT
6.Nhit ky thi cong NKTC Lip dat thép LDTH
7.Bién ban hop BBH Lip dit cdt pha LDCP
8.Thu tay cong trudng TEET Lip dit dng LPO
9. Bién ban vi pham BBVP Lap dit thiét bi LDTB
10.Bién ban su viéc BBSV Cong tac xay tudng XT
11.Bdo cédo tuan BCTU Cdng tac td tudng TT
12.Bdo céo thang BCTH Cong tac ba mastic BA
13.Ké hoach tuin KHTU Cdng tac son nudc SN
14.Ké hoach thang KHTH Cong tac lap tAm tran LT
15.Tién do tudn TPTU Cdng tac can nén CN
16.Tién do thang TDTH Céng tic duc bé tong DUC
17. Ban vé BV Cong tac vé sinh VS
18.Thuyét minh tinh toan TMTT Cbng tic &p lat OL
19.Ban vé thi cong BVTC Céng tac ép coc EC
18.Ban v& diu thau BVDT Céng tac khoan dan KD
20.Ban vé hoan cong BVHC Cdng tc bao dutng BD
21.Béan vé& shopdrawing BVSD Cong tac an toan AT
22.H6 so ning luc HSNL Cong tac ldp dat LD
23.Hb so vit liéu HSVL Cong tac kiém tra KT
24.H6 so chét luong HSCL Cbng téc thi nghiém TN
25.H0 so thanh toédn HSTT Céng tac ME ME
26.H6 so nghiém thu HSNT Cdng tic coupler Coupler
27.Checklist CHL Céng tic coc nhoi CKN
28. Nghiém thu NT Cdng tac shoring SHR
29. Cong viée CV Cdng tac chong tham &
30. Néi bd NB Céng tac dong cir larsen Larsen
31. Céng viée Cv Cong tac v¢ sinh méi trudng VSMT
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BAN ISO BCONS
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Ngay : . i

- . QUYDPINH .
HE THONG MQC DAU TRONG QUAN LY TAI LIEU HO SO

1. Hé théng moc diu trong quan Iy tai liéu ho so:

STT | Tén moc dbu | Hinh anh | Kichthuéc | Chécning | D& xuat
A | Moc kiém soat tai liéu — h so.
CONGTY O FHAN BAL -Su dung kiém O Ap dl_.ll’lg
, e T sodt céc cong O Khéng 4p
| |Céngvindén || CONGVANDEN 28x5Imm | yAndéntirbén | dung.
8. . S
Nedy .ol thang. ......03m....... ngoa‘u C‘Gng ty.
CONG :.x\\ €0 I::,';N f-‘-‘-“r’" -Su dung kidm O Ap dung
...;l.\_.. LT -:.- I_II\J‘. 3 , n - D Khél’]g ép
A 3 CONG VAN DI ) soat cac cong van
o |Comevmd (g TN | Eslem e s dyng.
Negdy ... thing. _ nim. ... cong ty.
CONG TY 0 PELN BAU i O Ap dung
TITXAY DYNG BCONS -Su dung kiém O Khéng ap
3 ba gui q__DA GUI (SEND) 28 x 51mm sodt cac tai ligu/ dung.
S hd sor da g
CONG TY COPHAN AU . O Ap dung
TU:Q;'::EHNGECQNS -Su dung kiém D Khﬁng é.p
4 D3 nhin ?jﬂﬂ&m (RECEIVED) 28 x 5Imm sqét cdc tai liu/ dung.
Neby . hing i 07 SRridn
CONG TY CO PEAN DAY O Ap dung
TI/ X4Y DUNG ECONS . .| O Khéng ap
5 Ban sao BAO SAO 28 x 51mm -S,u Caing choicge dung.
L AT VORI T ban sao (copy) :
Negy.....théng.... nim, . .
CONGTY CO PEAN DAY O Ap dung
’ Tt,f:iﬂ:'gDT,“.\'»Gli’.;CDNS St dgng chocéac | O Khéng é-P
6 | Ban goc BAN GOC 28 x 51mm ban gbc dung.
e original
Neay thins . _.;am... .. (orig )
-Str dung cdc taii | O Ap dung
7 | Hiy HOY 13x30mm | 1e%hosodd Bl Riengan
khong con sir dung..
sung huy
-Str dung cac tai | 00 Ap dung
" liéu, hé so hodc | O Khéng 4p
8 Khan KHAN 13 x 30mm c’éng ve}n mang dung.
tinh chat khan
cap
-Str dung céc tai = Ap,\dung
B 13 =5 O Khéng ap
9 | Tham khao v 13 x 30mm 7Y BOSOMANE | ing
THAM KHAO tinh chat tham e
khao.
10 | Ban du théo 13x30mm | SUdungcictai | LI Apdung
ligu, h6 so mang | O Khéng dp
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BAN DU THAO tfnqh c[“lé.t iian:g du | dung.
thao va dé trinh.
-St dung déng O Ap dung
) ) ) dau méc tén trén | O Khéng ap
{1 |Mdctén TONG GIAM BOC 14 % 38 mim céc vi tri chit ky | dung.
&chuc danh NGO LUU BINH trong van ban
mang tinh phép
ly.
e TEOIES AR | S
12 | Phdt hanh _ PHAT HANH 28x 5lmm | d2umoetréncic | L Khong dp
B i van ban phat dung.
ek i hanh ndi bo.
e Sit dung déng | T Ap dung
13 | B8 Kidmt DAKIEM TRA [ ddu moc trén cac | I Khongdp
Mot kinlon Bt ... veaciieans L = X e
% SIenL i Cho ki X bamm tai ligu, hd so da | dung-
Mgy ......Ouing. ... ¢k, kiém tra.
Ll Ap dung
BAN QUANLY -Str dung dong O Khéng ap
an 1y DU AN Au moc trén ca
TR b : 51x5imm | daumoctréncic | dung.
du dn ks tai liéu, ho so cla
Khai.
Ny o alkm
O Ap dung
-Su dung dong 0 Khéng ap
B i CONG TRINH diu méc trén c4
15 an ch} huy 51 551 i lau moc t;ren cde dung.
cong trinh e tai liéu, ho so cua
Khéi.
Nty
e T Sinn s
. :, e diu moc trén céc RS 4P
16 | Moc Khd Clidks 32 x 51mt S .
¥ ' e L tai liéu, ho so cua dung.
Ngiy ...... thimy im, Khéi.
e -Str dung déng | £ Ap dung
N KHOI PAU THAU daimée trén cap: | = Khéng dp
Mée Khai 32 x 5Ilmm ST . | dun
Che kg tai liéu, ho so cia | ©* g
oty Khoi.
: -Su dung déng O Ap Adung
A o KB IERTEIG déu méc trén cac | H Khong dp
Méc Khoi iz 32x 5Ilmm i fidv. B & &a dung.
N hang, .. .2l . ... Khﬁi
=g Sirdungdéng | J Ap dung
. KHOI KINH DOANH déu méc trén cae | Khong dp
Mébc Khoi g 32 x 51mm i g b soetia dung.
Nghy ... ..tderg. ... plaL.... Khﬁi.
i o 7 -Str dung déng O Aphdung
) KHOIDAU TU DU AN : ddumoe trén cic | D Khongdp
6c Khoi . SO .
e L kg 383 tai liéu, hd so cia | 4UNg:
Mg -t alm Khﬁl.




1S0.QT06.QB03-Quy dinh hé théng moc diu

: CONG TY CO PHAN DAU TU XAY DUNG BCONS
ans EBECONS CONSTRUCTION INVESTMENT JOINT STOCK COMPANY

{; Add: Beons Tower_4A/167A D1 Str., Ward 25, Binh Thanh Dist, HCM City Email: info@bcons.com.vn
ARTS Tel:( 84—8) 35128632 Fax: (84-8) 35129632 Website: www.bcans.com.vn
-Str dung dong 0 Ap ”dL_mg’g
Mée Khéi 32 x 51mm S moc tren gae e
: tai lidu, hd so cia | dUng.
Khbi.
-Str dung dong O Ap dung
. & déu moc trén cac | H Khong ép
Moc Khoi 32 x 51mm SeE 2 - | dune.
tai liéu, ho so cia | “HIS
Mgy dmg. . e, Khéi
32 x 51mm -Str dung déng O Ap dung
Mée Khéi ddu moc trén c4e | L Khong ép
: tai lidu, hé so cia | dung.
Ngdy ....thiag.....¢4;. ... Khéi_
B | Méc diu ké toa
o -Str dung trén céc | 1 Ap dung
Dai thanh todn DA THANH TOAN 28 x 51mm ching tir thanh | 0 Khong dp
WEh . oo nm...... toan. dung.
| Sl -Str dung trén céc | O Ap dung
Pi quyét toan 28 x SImm ching tir quyét 0 Khéng 4p
todan. dung.
S s O Ap dung
- = -Sur dung trén cac P
b4 thu tién 28 x 5Imm AN [ Khéng ép
hoa don thu dunie
el =
) e O Ap dung
. : -Su dung trén céc Az
b3 chi tié 2 Imm SR 0 Khong dp
n . Di CHITIE} B 51 hoa don chi. it =
Ngiy .....thiag . onim. .. - g.
ek o e gend 0 Ap dung
0 so than -Str dung trén céc Ao
: NHTOAN 28 x 51mm y o0 % | O Khéng dp
toan ,Ho ,5,0 TF""\HW‘E& hé so thanh todn. dune
L1 Chiiat =
o ) i T 0 AN EAL _ 0 Ap dung
0 so quyét -Str dung trén céc P
et o HO SO QUYET TOAN 28 x 51mm SIS LI Khong dp
toan Mgy ..., (hiag. . .._nden..... ho so quyet todn. dung.

L;I:‘.\' :\»crn\\n«l S d D Ap dl_mg
> e -Str dung trén cdc A2
Hé so tam Un 10 S0 TAM TN 28 x51lm b e U Khoéng ap
0 S0 te g HO 50 TAM UNG o hé so tam tng. ST

NEhY ......thing, .....ndm ... H g'
R XA N B Sir d . | OApdung
A < -Str dung trén céac AL s
Hb so cdng no HO 50 CONG NG 28 x 51mm ha iy U Khéng ap
Ngly .o.oibhlmg..... ol e O S0 cong no. dung
LR TY O M AL

H{ so phat

T AR LN By

-Str dung trén cac

O Ap dung

] ¢ ; ] Khéng &
sinh fIF)SUPI?AT?FNH 28 x 5S1mm hé s phatsith. et gap
C Mbc diu ban vé
Ban vé thi "R v s -Sur dung ban vé O ApAdung
B BAN VE THI CONG 28 x 51mm phét hanh thi U Khéng ap
cong e e ! e
AV ol HMRIE, L e COl‘lg. ung.
Ban vé& dau Y b s -Stt dung ban v& O Ap dung
thau M‘N VE DAU THAU 28 x SImm phat hanh dau (0 Khéng ap

Ngd Hring: . ..onflon

thau.

dung.
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Bin v -Sir dung ban v& | U Ap dung
oy BANYVE 28 x 51mm phat hanh [ Khong ép
Shopdrawing. usao&:ﬁnmﬁf shopdrawing dung.

1 A - A A 1;1 \_n: ‘1. rnl I:‘fr‘ 4 o ) ~ D Ap dung
Bap ,\lfe thiet ke | THIETKE COSG 28 x 51mm -S_u: du?g ?alz Ve | O Khong 4p
CO SO S, o Moo A thiét ké co sd. o

v D
-y 2 oy i . | OApdung
Thl?t ke ky 1?351;1'1{21& THUT 98 % 5 i -S'u: dUPg ba:n Ve | O Khoéng ap
thuét. A T thiét k¥ thuét. dung.
; THAY THE . . | OApdung
Thay thé 13 x 30mm S g banye | g o o
da bi thay thé. S
HUY BO S .« | O Apdung
Huy bo 13 x 30mm S,;,U FlL_ll?g b%n Y o Khéng ap
da bi huy bo. o
v 2
R O Ap dun
THAM KHAO -St An V& D EVRe
Than khidgo 13%30mm | Sxdwngbanve | e g
chi tham khéao.
dung.
! PHAN PHOI Qi .- |0 Apdung
Phén phoi 13 x 30mm S'f dun%ban Y o Khéng ap
phén phoi. e
LUU TRU _Sit inve | D Apdung
Luu tri 13 x 30mm L d1_~1ng bty O Khong ap
luu trit dune
v e il
e O 2p ding

A A Wi Up ot g el o »n i el g Q0 A & ong ap
I\/Ic_)c hoan 60 x 100mm SL}” dl:]l;lg ban vé e &
cong hoan céng. Ll
Quan ly chat luong

BAN CHL EUY CONG TRINE 0 Ap dung
Phé duyét oo PI.I.E,DUYEF 32 x 5lmm -Hb so phé [ Khong 4p
BCH S duygt. SRIE;
Nghy ... e .. P .
BAN QUAN 'L.ng;_um O Ap dung
Y : o
Phé duyét PH‘??E-“ o 32x5lmm | -Hb so phé O Khéng ap
BQLDA (it i nu.!r SRl duyét_ dl.lng-

N x O Ap dung
H.O.SD b 5O SO CRATLTONG 28 x SImm _H9 5t Gt O Khoéng 4p
luong Bt luong. dung

e n - O Ap dung
H6 so hoan EO 50 HOAN CONG 28 x 51mm -H6 so hoan céng | O Khong ap
cong Mgl .. AR oo dung_

INgay .....thdng ....ndm.......
Nguwoi ldp
(Ky, ghi rd ho tén)
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Ngady: .o,
QUY PINH

CAY THU MUC LUU TRU THONG TIN DANG VAN BAN

1. Xay dung ciy thu mue:

STT

Cip thu
muc

N¢i dung

Trach
nhiém
quan ly

Bdo mat

Thu muc
cap I
(Thw muc
cha)

* Thu muc cép I 12 thu muc ctia toan Cong ty.

- Trong do, bao gé-m rat nhidu thu muc con.

- Thu muc con 1a thu myc cla céc céng ty con hoic
ctia Khéi; Phong ban; B phén trong cong ty.

* Dit tén cho thu muc cép I:

- Théng thudng 1a tén viét tit cia cong ty.

- Vidu: Beons Group hodc BC Group.

¢ Thu muc toan cong ty do Admin hé théng cong ty
quan ly hodc bé phén IT cong ty quan ly.

+ Thu muc yéu ciu bio mat: dé tranh viéc ngudi
ngoai cong ty ¢d thé truy cap vao hé théng di liéu
ndi bd cong ty.

¢ Thoi gian sao chép dii liéu: 6 thang/ 1 1n (theo
biéu miu sao chép dit liéu)

Admin
Cép cong
ty

Yéu cau
Bao mat
truy cap

Thu mue
cip I
(Thu muc
con cip I)

¢ Thu muc cép IT 1a thu muc cia céc Khéi; Phong
ban; BS phan trong cong ty.

* Trong thu muc cép IT c6 thé phan thanh nhiéu
nhénh tly theo sd luong Khéi; Phong ban; Bé phan
trong cdng ty.

* Dit tén cho thu muc cip II:

- Tén cho thu muc cép II thong thuong 1a tén cua céc
Khéi; Phong ban; B phén.

- Vi du nhu: Khéi Thi céng, Khéi HCNS.

¢ Thu muc nay do céc Khéi/Phbng ban/B§ phan
quan 1y va kiém soat.

+ Thu muc yéu cdu bio mét: dé tranh viée ngudi
ngoai cong ty truy cip vao hé théng dir liéu.

+ Nhan vién Khi; Phong ban; B phén ndo thi chi
théy thu muc cap II ciia Khdi/Phong ban/B6 phan
da.

* Thoi gian sao chép dit liéu: 3 thang/ 1 1an (theo
bi€u mau sao chép dit liéu)

Admin
Cép Khéi;
Bo phén;
Phong ban

Yéu ciu
Béo mat
truy cép
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1.

+ Bao gdbm danh muc céc loai hd so — tai lidu can
luu trit theo tinh chat, ndi dung ctia ho so — tai liéu.
+ S luong thu muc phu thude véo sb ]uorns tai liéu
hé so theo danh muc ho so tai ligu ctia cdp Khéi;
Phong ban; B6 phan can luu trit.
+ Dat t€n cho thu muc cap I1I:
- La tén goi clia cdc ho so — tai liéu can luu trir. i
. n o . ) 3 Chi danh
- Vi du nhu: Cong véan dén, Cong van di, Hop déng ey ThEE
Thu muc | xdy dung.....vv. Cdc Khdi/Phong ban/Bé phén can Admin o
) ; 2 n X S e R J 2 vieén trong
cap III xdy dung céy thu ho so tai liéu ciia minh (Tham Cap Khai; Khéi:
(Thu myc | khao mau cdy thu muc tai phu luc I) B& phén; Phone k;an'
con cip II) | * Thu muc nay do Admin ciua Khéi/Phong ban/Bo Phong ban B bhﬁn ’
phéan quan ly. tru- pxu.ét
* Y&u clu bao mat thong tin: tranh sao chép va xda Y
dir liéu.
¢ Luu ¥: Nhiing thu muc lién quan dén hd so — tai
liéu bi mét céng ty nhu: Tai chinh, Luong nhan vién,
cdng nghé...vv. Phai duoc dat Password bao mat
riéng va quy dinh quyén va trach nhiém nguoi truy
Xuét.
¢ La thu muc con cla thu muc cép n trong thu muc
trude do. Bao gom céc thu muc hé so - tai liéu & cap Chi danh
nho hon. . cho thanh
Thu muc ; z % or o tea Admin i
P Y * Vi du: trong thu muc cap 111 vé Ho so vt liéu c6 ) .. | Vién trong
cap n+1 L ] . Cap Khoi; e
thu muc Bé tong, Thép, Gach dat sét nung...vv. L Khoi;
(Thu muc ST e e n B6 phién; .
i * Dit tén cho thu muc: Theo tén cta hd so tai liéu g Phong ban;
con cap n) 3 N Phong ban i
can luu tri. B6 phan
* Yé&u cau bao mat thong tin: Tranh sao chép va xda truy xuét
dir liéu.

Nguyén tic danh sb thu muc:

Thlr muc cip I: X. [Tén ndi dung thu muc] véi X cé thé 1a CHU hoidc sé LA MA. Vi du tén thu muc
cép I clia cng ty : A. BCONS GROUP

Thuw muyc cap IL: X. Y[Tén ngi dung thu muc] v6i X nhu trén, Y 13 chit s6 tu nhién. Vi du tén thu
muc cap II : A.1 Khéi thi cong.

Thu muc cap II: Z. [Tén danh muc ho so]. [THANG] [NAM], véi Z 1a sb tw nhién. Vi du tén thu
muc cAp I1I cua Khéi thi cong : 1. Ho so bé tong. 0520

Thu muc cap n + 1: cach danh ma tuong tu nhu trong thu muc cap I11. Vi du thu muc con bé trong
thu muc 1. Ho so bé tong.0520 l1a : 1. Bé tong Hong Ha.0520

A.BCONS.GROUP/A.1 Khi Thi cong/ 1. Hb so' bé tong.0520/1.B2 tong Hong Ha 0520
;ﬁ’ AN — A — - N\ s

Cap I Cip I Cip IIX Cipn+1
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PHU LUC -1

VIDU MAU VE XAY DUNG CAY THU MUC

Thu mye c:‘ip I Thu myc cﬂ‘lp IT Thr myc cip]ll Thur mye cip n+1
“"",er_: LKhdi HONS 7.1 Ké hoach daa o '_f;_:’l
F:‘J 2.Khéi Tii chinh - K& toiin 7.2°T6 chirc dio tao @
) 3.Khéi Diu Thiu — [=5) 7.2 Dan i s o 30 9
[ AP = 74 Bido clo & Bién ban hop giao T
Ll 4. Khdi Thie Y g
m hql hi ¢Ong b
A. BCONS GROUP JF:L‘I — 1 E—J 7.5 Bién bin hop cong ty ER TR &]
L .
=[] 5.Knéi Kinh Doank — 1| 716 o b & Chi phl 46 50
=l .-.@ 6.Khéi Dilu T Dir An “‘—E\j 7.7 116 s¢ niang lire don vi dio mo
g
T 7 1 7 Teang Tim Dio Tyo —'E 7.8 TAi liu & bai giling
5 - )
IIIF::T 8. Beons Design —E 7.9 NCRs cic die dn
&= TA0TIE thong quy trinh qudn ly
5 L: 1 bt 3
9. Beons Land ff_'] SRl s

9 14 Déithic - Khich hing

“fl 10. Beons Real

T % 11. Beons PMIL

1 .ME»--"j 12. Truyén théng

13. Thing tin dir din - diu twr

fan®
L=< ™= 15, 1§ ehire cong ty

THU MUC
CAPI

THU MUC THU MUC THU MUC
CAPII CAP 111 CAP n +1

A 4

Tir cap cha dén cap con
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VIDU XAY DUNG CAY THU MUC DANH MUC HO SO KHOI / PHONG BAN / BO PHAN

THU MUC CAP I

TRUNG TAM DAO TAO BCONS

1RGO b e S8 dhG Lho
BB 111 N B o0 )
B 112 G

| 112k Hoach dao (9o nlim

L iia KElcachiads]ta s quy
| 1
L
140 Thing

TOCHUS ©AD TAC

| | eEEmTTETTTD
‘ IR
\

812 Tal 1|80/ Vi bl gfting duo fanin G b

B2 2IChYan 8 307

\
I A m 2D an Midn Bréna

I0LHEInShg quy rdnt con e

- ECEEEEEED
R 105 ndi St
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BAN ISO BCONS
S6 phieu: [ISO/NGBC/....
NBAY § vt iyt commnmans

QUY PINH
FILE LUU TRU THONG TIN DANG VAN BAN - NHAN GAY

1. Bia cong luu trir Ad:

STT Bia cong lru triv Kich thuée hli e Kha ning luu
chuan
A4 e - C6 thé luu ti da 250 t& A4.
1 Bia cong 3.5 cm - Ap dung: doi vdi céng vdan
(28.5x35cm) | Xanhduong | #n va di
- C‘Ai T - C6 thé luu ti da 330 t& A4,
2 (Z‘g 5‘:{";5 C‘r‘n) i) - Ap dung: déi véi cde hé
’ Xanh dLl'O'I’Ig so, tai liéu hanh chinh.
1.5 - C6 thé luu tdi da 480 t& Ad.
ik @ - Ap dung: d6i vdi cdc tai
3 WA eong 7iom liéu, hé so quan Iy chét
(28.5x35cm) | Xanh duong | ‘¢t 710 SO quan ty
lwong, ho so chuyén mon,
chitng tir..vv
o ® - C6 thé luu tdi da 580 t&r Ad.
§ Bia cone 10 ¢ - Ap dung: déi vdi tai liéu,
(]2 g CSD::% 5 le;] Xanh duong | p4 g0 quan Iy chdt leong diw
’ an.
ae :461:. i - C6 thé luu ti da 1300 to
cgm & © A4,
5 (252 x 14.6 x Xanh duong | - {&p dung: doi vré'z' tai liéu,
30.7cm) hé so quan Iy chat lugng du
' an.
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- C6 thé luu tdi da 500 t& Ad.
- Ap dung: d6i véi tai liéu,
ho so tai lidu khéng duoc
dong 16.

Ad @
Bia hop Scm

Xanh duong
(252 %307omy | 7 N MODE

- C6 thé luu téi da 500 t& A4.
- Ap dung: déi véi tai liu,
hé so tai liéu khéng dirge
dong 6.

Ad i)
Bia hop 7cm

h duo
652w 300cE, | Ll HETE

- C6 thé luu tdi da 1000 to
A e A4,

(];;azhfgol;}s;l) - Ap dung: doi véi tai lidu,
' ’ ho so tai liéu dau thdu, dir
thau.

- C6 thé luu tdi da 1200 to
Ad ® P
Bia hop 15cm '

(25.2x30.7cm)

Xanh duong

- Ap dung: doi véi tai liéu,
ho so tai liéu dau thdu, du

Xanh duong

thdu.
Ad o - Co6 thé luu t6i da 1500 to
Bia hop 20cm q Al el
(25.2 x 30.7cm) Xanh duong | - Ap dung: doi véi tai liéu,

ho so tai liéu dau thdu, du
thau.

2. Bia cong luu trir A3:

STT Bia cong luu trir Kich thudc Mau sic chuin Kha ning luu
- C6 thé luu téi
A3 ® da 300 to A3.
1 Bia cong 3 cm - Ap dung: doi
(44.1 x 31.4 cm) Xanh duong véi ban vé
shopdrawing.
- C6 thé luu téi
A3 da 500 to A3.
2 Bia cong 5 cm i - Ap dung: déi
(44.1 x31.4 cm) Xanh duong voi ban vé
shopdrawing.
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A3
Bia cong 7 ecm
(28.5 x 35 cm)

- C6 thé luu t6i
@ da 700 to A4,

- Ap dung: déi
voi ban vé
shopdrawing.

Xanh duong

3. QUY PINH CACH THUC TRINH BAY NHAN GAY HO SO AP DUNG CONG CHUAN

p—
7. GONS

CONG TY CO PHAN XAY

DUNG BCONS
T 4A/167A Dutngl 9

Phuong 25 ngm Binh Thz_mh

[S(‘)TH{’J’TU]d

[TEN HO 5O | @)

[ THANG/ NAM

A
v

01. Logo cong ty.

02. Tén va dia chi.

03. Sb tht tu file hd so trén ti.

04. Tén ho so luu trit.

05. Thang & nam luu tri.

06. Khéi / Phong ban/ B§ phan.

07. M4 hd so luu.
BC.XX.[M][Y1.[Tén viét tit]

08. Sb luong file luu.

(B)
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Kich thudc Cong 3.5 Cong 5 Cong 7 Cong 10
(mm) (mm) (mm) (mm) (mm)
(A) 30 45 65 95
(B) 220 220 220 220

e Luu y: Kich thudc ¢6 thé sai sb ty thude vao kich thude bia cia timg nha san xudt khéc nhau. Nén cin
phai do lai chiéu dai va chiéu ngang chinh xdc truge khi setup kich thudc nhan tén.

e Muc s6 07 :

XX => 1 tén ma Khdi — Phong ban — B phan.

[M]: Théng , [Y]: Nam , [ Tén viét tit ]: N6i dung cua file luu trit 14y 3 chit ci diu.
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STT| Ma T&n bia cong Kich thuée| Mau sic Phan trang Hinh dnh Sh lugng
» Khéo sat nhu cdu dao tac
: Xanh | * Ké hoach dao tao Nam
P K¢ hoach dio tao 2020 4- Ao !
. e o ALTom | ong: |10k boech e tao Gk :
* K¢ hoach dio tao Thing
* Thiri khéa biéu ddo tao
R } » . kI . 2
2 | 002 | * Té chirc dao tao 2020 Ad - Tem Xanh Danh s?ch cac .1‘oa déo tao 1
dwong | ¥ Danh sach hoc vién
» Check list cong tac td chirc.
¥ Khao st danh gia cht luong khoa
Xarh dao tao.
3 | 003 | * Dénh gi4 sau dao tao Ad-7Tem o A1y Nghiem thu cht lurgmg khoa dao tao. 1
o -
M98 | > Danh gi chit lugng giang vién,
» Bai thu hoach sau cac khoa dac tao.
¥ Béo cho tudn - Thang
» Bao ¢4 o - N2
4 | 004 |*Bdocdo & Bién ban hop Ad - Tem Sanh B?o =00 Qu‘y ]‘:lam 1
duong | * Céng vin di- dén
* Bién bin hop giao ban tudn
= » Bién bin hop tudn
5 | 005 | * Bién ban hop Cong ty A4-7em | 2™ > Bign ban hop thing {
duong |, . .. T
: Bién ban hop dot xuit
, I Xanh | * Hop déng don vi ddo tao ngodi.
6 ¥ Hop déng & chi phi dio tao. | Ad - E
006 FResap L Spl de emo dwong | * Du toan & Chi phi dao tao. 1
» Khao sat danh gid cht lugng don vi
¥ Hd so ning lue cc don vi Xanh  |dao tao ngoai.
# 407 ddo tao ngodi A4~ Tem duong ¥ H) so niing lue don vi dao tao. !
¥ Ho so niing lye gidng vién dio tao,
‘ » Tailigu, bai giang cac khoa dao tao
s | oos "T‘ai }i{:uﬂ.& bal giang cac khoa Al Tom Xanh nl‘goé:i: T o B {
dao tao ndi b duong Tai liéu, bai giang céc khoa dao tao ndi
b
01. Dy én Sudi Tién ( Péng / M& ) -
; > Xanh |02, Durdn Mién Déng ( Déng / M& )
009 [NCRs -7 = S
# i s aetom dvong |03, Dy én Beons Tower 2 ( Dong / M ) & !
03. Dy én Beons Garden ( Déng / Mé )
Céce quy trinh quén 1y h¢ théng Xanh  |Quy trinh cdc phong ban
1 10 ; -
O | 010 hét leong 150 9001 : 2015 | A4+ 10em duong B :
]

Luu y: Danh muc hé so theo danh muc cu thé ciia fng Khéi— Phong ban — B¢ phdn.
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DANH MUC PANH MA GAY HO SO

PHU LUC - II

LUU TRU BANG FILE BiA CONG

77 CONS

71GONS

71CONS

oo

Toons

CONG TY CO PHAN XAY
DUNG BCONS
AAIGTA Dremg D1

Phuimg 25, Quin Binh Thanh

CONG TY CO PHAN XAY
DUNG BCONS

* Phimg 25, Quin Binh Thanh

CONG TY CO PHAN XAY
DUNG BCONS
T AANGTA Dumg DT
Phirong 25, Quin Binh Thanh

CONG TY CO PHAN XAY
DUNG BCONS
“IAAGTA Butmg D1

Piiirimg 25, Qudn Bink Thanh

CONG TY CO PHAN XAY]

DUNG BCONS

4ANGTA Buong DI
Phurémg 25, Quin Binh Thanh

2020

BC.TTDT.2001 KHDT

2020

BC.TTDT.2001 TCDT

BC.TTDT.2001DGDT

001 002 003 004 005
KE HOACH DAO TO CHUC DANH GIA SAU BAO CAO & ISII:IN.B)'\N HOP
TAO NAM DAO TAO PAO TAO BIEN BAN HOP CONG TY
THANG 01 THANG 01 THANG 01 THANG 01 THANG 01
2020 2020

BCTTDT2001BBH

BCTTDT.2001 BBHCT

FILE 01 /01

FILE 01 /01

FILE 01 /01

FILE 01 /01

FILE 01 /01

 GoNs

CONG TY CO PHAN XAY

DUNG BCONS
AANGTA BubngDl
" Phuimg 25, Quin Binh Thank

006

HQP DONG & CHI
PHiDAO TAO

THANG 01

BC.TTDT.2001 HDCP

7 CONS

 cos

CONG TY CO PHAN XAY
DUNG BCONS
AAMIGTA ButmgDl

" Phurtmp 25, Quin Binh Thanh

CONG TY CO PHAN XAY
DUNG BCONS
JIA/IGTA Duéng D1

Phirimg 25, Quin Binh Thanh

CONG TY CO PHAN XAY
DUNG BCONS
AAJISTA Dutmg DI
Phirémg 25, Quin Binh Thanh

CONG TY CO PHAN XAY|

DUNG BCONS
_ 4A/I67A Dutmg DI
Phuémg 25, Quin Binli Thanh

BC.TTDT.2001HSNL

BC.TTBT.200INDBG

007 008 009 010
HO 50 NANG LUC TAILIEU & HE THONG QUAN
CACDON VI DAO NQIDUNG NCRs DU AN LY CHAT LUQNG
TAO NGOAI BAI GIANG 1SO 9001 : 2015
THANG 01 THANG 01 THANG 01 THANG 01
2020 2020 2020 2020

BCTTDT.200INCRs

BC.TTDT.20011SO90012015

FILE 01 /01

FILE 01 /01

FILE 01 /01

FILE 01 /01

FILE 01 /01
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BAN ISO BCONS
So phiéu: ISO/SDLT/....

Ngay: ......

QUY DINH

SO PO BO TRI FILE HO SO TREN TU KE

1. Kich thuée ti luu hd so:

STT|  Kich thuéc ti Miusic | LBwong =0 lugng Hinh 4nh
hiéu bia cong
' Mau xdm — | Hoa phat o
| W915xD450xH1830 e TUOSH 60 Bia cong
Mau xam —
2 | W915xD450xH1830 | khongcd | Hoaphit | 60 Biacong
kinh
3 | W350xD1000H2400 | Mauxdm | SeSVIO | oo cong
gia cong

Luu y:

- K& luu hé so tai du 4n néu gia cong bang st V-13 thi gia cong theo ban vé quy dinh.

- S0 luong ké luu hé so phu thude vao quy md ctia du dn va sé luong hd so thuc hién.

- Phai xdy dung danh muc ho so tai liéu tong du 4n va udc tinh s6 luong hd so cin luu dé xac dinh s6
lugng ti bo tri cho du an.
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So' do tim kiém ho so — tai liéu trong ké ti.

TCo1 TCO02
Tang 5
/ Qs
- Téng 4
QS
T«‘:'mgS
T3
73] 08
/ L Tang 2
= P &
/15 15[14[13 33p2)3.1 3
B —
112(3|4|5|6|7(8]|9]|10]11(12 111120304 2 2.122R3P.4p.5R6
Cach danh 01 Céanh danh 02
[Ma ti] | [Ma ting] | [B$ phan] | [Ma folder] [Tén hd so] SL Ngrf‘g’ﬁ‘;‘-‘p_'
TCO1 TO1 QC 1.2.3 IHO S 3 | 20/04/20
uong
TCO1 TO1 QC 4.5.6.7.8 - H6 so dé trinh. 5 20/04/20
TCO1 T01 QC 9.10.11.12 -Hosovatlieudduvao | 4 | 20/04/20
TCO01 T02 QC 13.14.25.16 | -Hb so thi nghiém 4 | 20/04/20

Quy tic: Dé tim kiém 1 hd so bt k¥ trén ti luu hd so ta thuc hién tim kiém theo mi sau:
[ Ma ti ting ] x [ MA ting] x [ B phan] x [ Ma folder] - [ Tén goi hd 50]

Ma tu tang: theo nguyén tac tén tu 1a tén [Khéi]x[Sé thir tu tu]

M tang: theo nguyén tic sb ting ki hiéu TO1, T02....TOn.

Mi b6 phén: B6 phan luu hd so.

Ma folder: Sé ki hiéu folder duoc danh sé ting din tir trai sang phai va tir phai sang trii cho
tang tiép theo (Quy tac zizac)

5. Mai tén hd so: Noi dung tén hé so luu.

Vidu 01: Dé tim cong sb 16 trong ti hd so TCO1 ta c6 ma tim nhu sau:

= TC01.T02.QC.16- I-Io so thi nghiém

Vi du 02: P& tim cdng s6 6 trong tht hd so TCO1 ta cd ma tim nhu sau:

= TC01.T01.QC.06 — Hb so' dé trinh.

45 L A e
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SO PO DANH MUC HO SO LUU TREN TU

[Ma ti] | [Ma ting] | [B6 phan] | [Ma folder] [Tén hd so] SL Ng:gﬁ‘?p




