
scl y rE rurN claNc
TRUNG rAna y rE Go euAo

ceNG HoA xA Hgr csu xcHil vrET NAM
DQc l{p - Tg do - H4nh phric

56: fJIQD-TTYT Gd Quao, ngdyzlC thdng c-L ndm 2023

QUYET DINH
Ban hlrnh thoi h3n bio qu6n hd so, tiri liQu t4i trung tAm y t5 nilm2023

GIAM DOC TRUNG TAM Y TE HUYPN GO QUAO

Cdn ct Nghi dinh 30/2020/ND-CP, ngay 05/0j/2020 cila Chinh phil ban hdnhvi c6ng
tdc vdn thtr:

Cdn c*Qnyiit dinh sd $22/QD-SWngay 02/t0/2018 cdn So Y td ilnh KianGiangviviQc
quy dinh q thd nhi€m v4, qttyin hqn cia Trung tdm Y td huy€n Gd Quao;

Cdn c* Quy,lt dinh s6:alQD/TTYT, ngaydoJ/2023 cua Trung tdm f t,i huy4n Gd Qwo vi
ban hinh Qry ch'A vdn thu lmt trii ndm 2023;

Xdt di nghi cfia Trudng phdng Td chuc - Hdnh chinh.

QUYTTDINH:
Didu l. quyi5t Ointr ban hdnh thdi h4n b6o quin h6 so, tdi ligu t4i Trung t6m Y t6

huygn Gd Quao (c6 danh muc kdm theo)

Di6u 2. Giao cho bQ phQn Vdn thu - lm trt Trung tam Y tis huyQn Go Quao phiSi hqp

vdi c6c Khoa/Phdng xAy dpng danh muc bing thoi han hqp lj, khoa hgc.

Diiu 3. Quy6t dlnh ndy c6 hiQu lsc k6 tu ngdy ky;
TruOng cric Khoa/Phdng vd c6c b0 phan c6 t6n 6 Di6u 2 chiu trrich nhiQm thi henh

quytit dlnh ndy.

Noi nhQn:
- Cric khoa phdng:
- Ban Gi6m d6c:
- Luu: VT. TCHC

DOC

ang Trung

'i*rrNc rAr.t
v rE'
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SO Y TE KIEN GIANG
TRr.rNG TAM Y TE GO QUAO

Nh6m 1: Tiri li u t6n h

CO. NG HOA XA HQI CHU NGH1A VIET NAM
DQc lip - Tg do - Hgnh Phric

BAO QUAN HO SO, TAI LIE,UHor HAN
I TRUNG TAM Y TE GO QUAO
eo Quy€t dinh sA [&po-TTW ngdy /.0. t..01-. tz o z s

Gidm d6c Trung tdm Y tO huyQn Gd Quao)

' tti

*

STT T€n nh6m h6 so tdi liQu luu trir
Thdi gian b6o qud.n, Iuu trft h6 so,

tdi liQu

1

Tflp vAn ban giri chung cl6n ciic co quan

- Chri trucrng, duong l6i cfra Ding vd phrip

luflt cria Nhd nudc (h6 so nguyOn t6c)

- Gui d6 Ui6r taOi t€n co quan. d6i t4r so.

a6i A6u, th6ng brio chft k! ...)

D€n khi v5n bin h6t hiOu luc thi hdnh

05 n5m

2

H6 so x6y dpg, ban hanh ch6 dQ/quy

dlnhAruong d6n nhtng v6n <lti chung cria

ngdnh, co quan

Vinh vi6n

3
HO so k! ni6m ciic ngdy 16 lcm, sg kiQn

quan trong do co quan chu tri to chuc
Vinh vi6n

Vinh vi6n

5 ndm
4

H6 so hQi ngh! t6ng k€t, so k6t cdng tric cta
ngdnh, co quan - T6ng ki5t nam - So k6t

th6ng, quli, 6 thing
K€ hoach, brio crio c6ng t5c hdng nim

i^
- Lua co quan cap tren

- Cta co quan vd c6c don vi tryc thuQc

- Cria tlon vi chric ndng

10 ndm

V rnh vren

10 nim
5

5 ndm

20 ndm

5 n[m
6

K6 ho4ch, b6o c6o c6ng t6c quf, 6 thAmg, 9

thring

- Cia co quan c6p tr0n

- Cira co quan vd c6c <lon vi tryc thu0c

- Cria clon vi chric ndng

5 ndm

10 n6m

5 ndm

Kti ho4ch, b6o c6o thring, tudn
:^

- Lua co quan cap tren

- Cria co quan vd ciic dnn vi tr.uc thu0c

- Cria clon vi chfc ndng

'7

10 ndm8 K6 ho?ch, b6o c6o c6ng t6c ddt xuAt



Hti so td chfc thqc hign chrl truong, tludng

l6i cta Ding vd phdp luflt cta Nhir nu6c

Nh6m 2: Tni liQu quy ho4ch

Vinh vi6n

10

H6 so t6 chuc thgc hiQn ch6 dQ/quy

dinh.rhuong din nhirng vAn dC chung cria

ngdnh, co quan

Vinh vi6n

H6 so img dpng ISO cta ngirnh, c0 quan11 VTnh vi6n

12

Tdi liQu vC cdng tiic th6ng tin, tuy6n truy€n

- V[n ban chi dao, chuong trinh, k6 ho4ch,

biio ciio n5m

- K6 hoach, b6o ciio thring, quli, c6ng v6n
.;.

trao dol

cua co quan

Vinh vi€n

l0 ndm

STT TOn nh6m h6 so tdi liQu luu trir
Thdi gian bdo quin, luu trir h6 so, tdi

liQu

1

Kd hoach, bdo c6o cdng t6c quy hoach. kd

ho4ch, th6ng kC

- Ddi hpn, hdng ndm

-6th6ng,9th6ng
- Qulf, th6ng

Vinh vi6n

20 nlm
5 ndm

2
H6 so xAy dpng quy ho4ch ph6t hiiln ngdnh,

co quan

Vinh vi6n

3

H6 so vA xAy dpg AC ren, aU 6n, chuong

trinh mgc ti€u cta ngdrnh, co quan <Iugc ph6

duyQt

4

H6 so quin lj, t6 chuc thgc hiQn cric tl€ 6n,

d1r iin, chuong trinh mgc ti€u cta ngdnh, co

quan

5

H6 so thAm dlnh, phC duyQt dC 6n chi6n

lugc, dC rin quy hopch phrit tritin, dC an, dU

6n, chuong trinh muc ti€u cta cric il6

6

86o c6o d6nh giri thgc hiQn c6c <t€ 6n chi6n

lugc, <16 rin, quy hoach ph6t triiin, dO an, dU

iin, chuong trinh, muc ti6u cria c6c drii
tugng thu6c ph4m vi quin lf nhd nu6c

- rOng ktit
- So ktit

Vinh vi6n

10 ndm

7
H6 so xdy dr,mg k€ hopch vd biio c6o thuc
hiQn kti ho4ch cria ngdnh, co quan

Vinh vi6n

20 ndm

9



- Ddi han, hirng nd,m

-6thring,9thring
- Quy, th6ng

Nh6m 3: Tni [Qu chric cin bQ

5 ndm

8

K6 ho4ch vd b6o c6o thuc hi6n kti hoach cria

ciic tlon vi t4rc thuQc

- Ddi h4n, hdng ndm

-6th6ng,9th6ng
- Quj, th6ng

I Hd so chi cl4o, ki€m tra vi6c thgc hiQn kt5

hoach
20 ndm

10

86o c6o th6ng k6 t6ng hqp, th6ng kO

chuy€n <Iti - Dii han, hdng n5m - Quy, 6

th6ng, 9 thang

Vinh vi6n

20 ndm

STT TCn nh6m hd so tdi li6u luu trir
Thdi gian bio quin, luu trt hd so, tiri

liQu

1

Tflp vln ban vd c6ng t6c t6 chric, c6n bQ giti

chung rltin c6c co quan (h6 so nguy€n tic)
Di5n khi vdn bin h6t hi6u luc thi hdnh

2

H6 so xdy dpg, ban hdnh Di€u lQ t6 chfc,

Quy ch{i ldm viQc, ch6 dQ/quy dinh, hucrng

din v€ t6 cht?c, crin b0

Vinh vi6n

K6 ho4ch, b6o c6o c6ng t6c t6 chtc, crin b0

- Ddi hpn, hdng nim
-6thing,9th6ng
- Quy, th6ng

Vinh viSn

20 ndm

5 n6m

H-soxay dung ae anto chric ngdrnh, co

quan

Vinh vi6n

Hd so vd viQc thdnh l6p, d6i ten, thay d6i

chric ndng, nhiQm vp, quy6n han cria co

quan v?r ciic don vi truc thuQc

6
EiltnE vtc. c hsp ntrdt, sap nh!p, chia t6ch,

.,. ' igidi th€ co quan vd ciic don vi truc thuQc

7
ftd * *aV dtmg, ban hdnh ti€u chu6n chuc

danh c6ng chuc, vi6n chu

8
Etsovd-a), d.ung vi thuc hiQn chi ti6u

bi6n ch6

9
B6o c6o th6ng kC danh siich. s6 luong, chAt

luong c6n b6

10 Hdiov6 quy ho4ch c6n bQ 20 nim

Vinh vi6n

20 ndm

5 nlm

3

4

5



Hd so vC viQc b6 nhiQm, <Iti bat, di6u dOng,

luin chuv6n crin b6

Nh6m 4: Tni IiQu lao tlQngo ti6n luong

l1 70 nim

t2

Hti so ve viQc thi tuy6n, thi ndng ngach,

ki6m tra chul en ngach hdng nim
- Brio crio k6t qu6, danh srich trung tuytin
- Hd so dg rhi, bdi rhi. rdi li(u to chuc thi

20 ndm

5 n5m

13 Hd so kj' ludt crin b0

H6 so gi6i quyet che iIQ @uu tri, tu tudt, tai

nan lao ddng, bQnh nghA nghiQp, bno hi6m

x5 hQi ...

70 ndm

l5 H6 so g6c cdn bQ, c6ng chr?c, viOn chrilc Vinh vi6n

16 56, phi€u quin ly hd so crin bQ

t7
KC hoach, brio c6o c6ng t6c ddo t4o, b6i

du0ng cdn bQ cta ngdnh, co quan
Vinh vi6n

Hd so t6 chric c6c lop b6i du6hg can bO 10 ndm

t9 H6 so vd c6ng t6c bAo vC chinh tri noi b0 20 ndm

l5
H6 so xdy dpg, ban hdnh c6c quy dinh,

,i i ^quy cne ve cong lac quan trl cong so
Vinh viSn

t6 H6 so hQi nghi c6ng chtc, vi€n chric 20 ndm

17
H6 so t6 chric thuc hiQn n{,ip s6ng vin h6a

c6ng sd
l0 ndm

l8
H6 so vd cdng t5c qui5c phdng todn dAn,

ddn qudn tg vQ cta co quan
l0 n6m

t9
H6 so v€ phdng chdng chiy, n6, thi€n tai...
cua c0 quan

10 nim

20 H6 so vd c6ng tric b6o vQ tnl s0 co quan 10 ndm

21
Hd so v6 st dung, vqn hdnh 016, mriy m6c,

thi6t Ui cria c0 quan
Theo tu6i tho thi6t bi

22 56 srich c6p ph6t d6 dtng, vdn phdng phAm 05 ndm

STT TCn nh6m h6 so tdi li€u luu trir
Thdi gian bAo quin, luu trir h6 so, tdi

liQu

1

Tflp vnn Uan vc tiAntuo'nfgri-trungiil
i^

cac crr quan (ho so nguyen tdc)
D€n khi vdn bin h6t hi€u lgc thi hdnh

Hd so x6y d1mg, ban hdnh thang bing
luong cria ngdnh vd b6o crio thuc hi6n

\tnh vi6n
3

H6 so xay drmg, ban nanl ch6a6 phpifl
cria ngdnh vd b6o ciio thgc hiQn

t4

70 ndm

18

2



.l H6 so ndng luong cta c6n bQ, c6ng chr?c,

vi6n chric
20 ndm

Nh6m 5: Nh6m thi liQu tii chinh, k6 to{n

5 C6ng vin trao d6i vd tiitn luong 10 ndm

S I'f T€n nh6m h6 so tii li€u luu trt Thoi gian b6o quin, luu trfi h6 so, tdi

liQu

I
TAp vin bin vi; tdi chinh, kd to6n giri chung
,i , ,. I

d€n c6c co quan (hd so nguy€n tdc)
D6n klli vdn bAn n6t nigu luc thi hdnh

2
H6 so xdy dpg, ban hdnh ch6 tlQ/quy dinh
vd tdi chinh, kC to6n

Vinh vi6n

3

K0 ho4ch, b6o c6o cdng trlc tdi chinh, k€

to6n - Ddi hqn, hang ndm - 6 thring, 9 thring

- Quj, thang

Vinh viSn

20 ndm

5 ndm

4
Hd so v€ ngiin s6ch nhd nu6c hdng ndm cria

co quan vd c6c don vi truc thu6c
Vinh viSn

5

K6 hoach, biio c6o tdi chinh vd quy6t torin

- Hang n6m

- Thang, quj,6 th6ng, 9 thALng

Vinh vi6n

20 ndrn

6 H6 so xAy dung ch6 dQ/quy dinh v6 gi6 Vinh vi6n

7
86o crlo ki6m k€, d6nh giri l4i tdi sin cd

dinh, thanh toiin cdng ng
20 nim

8

H6 so, tai liQu vd viQc chuyiSn nhugng, ban

giao, thanh I tni san cr5 Oinh

- Nhd d6t

- TAi san kh6c

Vinh vi6n

20 n6m

9

H6 so ki6m tra, thanh tra tii chinh tai co

quan vd c6c don vi tryc thuQc

- Vu viQc nghiEm trong

- Vg vi6c khric

Vinh vi6n

10 ndm

H6 so ki6m toiin tai co quan vir ciic drm vi
tryc thuoc

- Vu vi€c nghiOm trgng
- Vu viQc khric

Vinh vi6n
l0 nlm

il
So s6ch k€ torin

- 56 t6ng hqp
^t .. .i

- so cnl tret

20 nim
l0 n5m

t2
Chrng tu k6 torin sri dung trqc ti6p d€ ghi

s6 ki5 to6n vd l{p b6o c6o t?ri chinh
10 n5m

l0



t4
C6ng vdn trao d6i v6 cdng tdc tdi chinh. k6

toiin
l0 ndm

l3
Chtmg tu k€ to6n kh6ng sir dung truc ti€p

d€ ghi s6 k6 torin va lQp b6o crio tdi chinh
) nam

Nh6m 6: Nh6m tiri liQu xiy dgng ctr bin

Nh6m 7: Nh6m tiri IiQu khoa hqc c6ng nghQ

'I€n nh6m h6 so tdi li6u luu trft
Thoi gian b6o quan, luu tr& h6

so, tai liQu

I
Tflp vdn ban v6 xAy dr"mg co biin giri chung d6n

: ^ !-
cac co quan (no so nguyen tac)

Dtin khi vdn bi,n tr6t tri€. u tqc

thi hanh

2
H6 so x6y drmg vin bin ch€ <lQ/quy <I!nh, hufng
d6n v6 xAy dpg co bin ctia ngdnh, co quan

Vinh vi€n

J

K€ ho4ch, brio crio c6ng tdc ddu tu xdy dpg co

b6n

- Dii h4n. hdng ndrn

- 6 th6ng,9 thring

- Quli, thdng

Vinh vi6n

20 ndm

5 ndm

4

H6 so c6ng trinh x6y dlmg co bin
- C6ng trinh nh6m A, c6ng trinh 6p dr;ng cic giAi

phrip mdi vil kitin truc, k6t c6u, c6ng nghQ. thi6t bi,

vit liQu mdi; cdng trinh xdy dlmg trong di6u kiQn

dia chdt. dia hinh dic biQt c6ng trinh duoc x€p

h4ng di tich lich sri vdn h6a;

- Cdng trinh nh6m B, C vd sta chira l6n

Vinh vi6n

Theo tu6i thg c6ng trinh

5 Hd so sria chfta nho cric c6ng trinh 15 ndm

6 10 n6m

STT TOn nh6m h6 so tAi li6u luu trii
Thdi gian bio quan, luu tii hO

so, tii liQu

I
T{p v6n bin vC hoat d6ng khoa hoc cOng nghQ grii

chung d6n ciic co quan (hd so nguy€n tic)
DCn khi vdn bin hi5t hiQu lUc

thi hanh

2
H6 so v€ viQc x6y dgng quy ch6 hopt tl6ng khoa

hgc c6ng nghQ cria ngdnh, co quan
Vinh vi6n

J
H6 so hQi nehi, hQi th6o khoa hgc doatquan to
chric

Vinh vi6n

4
H6 so chuong trinh, d€ tiri nghiCn cuu khoa hoc -
C6p nhd nudc - CAp bQ, ngdnh - C6p co sd

VTnh vi6n

20 ndm

5 n5m

STT

C6ng vdn trao d6i v€ c6ng tiic xAy drng co brin



I16 so hoat d6ng cua tl6i d6ng khoa hoc ngdnh. co
quan

Nh6m 8: Nh6m tiri liQu thanh tra vi giii quytit ttri6u n4i tii crlo

5

6

Hd so chuong rinh, rl€ tdi nghiCn cuu khoa hgc

- C6p nhd nutic

- CAp bQ. ngdnh

- CAp co so

7

H0 so sring ki€n, cii ti6n k! thu{t, quy trinh cdng

nghQ ho{c gi6i phrip htu ich etuo. c c6ng nh{n
^l- Lap nha nuoc

- CAp bQ, ngnnh

- Lap co so
a H6 so x6y drmg ciic ti6u chudn ngdnh Vinh vi€n

9
H6 so xdy drmg, tri6n khai img dung

c6ng nghQ c0a ngdnh, c0 quan

khoa hoc
Vinh vi6n

l0
C6c b6o ciio khoa hoc chuy€n rl0 do co quan thgc

hiQn d6 tham gia cric hQi thio khoa hoc
20 ndm

ll Hd so xdy dpg vd quin ly c6c co sd dt liQu cria

ngdnh, co quan
Vinh vi6n

t2
Cdng vin trao ili5i vA c6ng t ic khoa ho. c, cong

nchc
l0 ndm

STT T6n nh6m h6 so tdi liQu luu trir
Thdi gian bio quin, luu trfi h6

so, tii liQu

I

T{pvanbinv6thanht@
t6 c6o grii chung di5n c6c co quan (h6 so nguy€n

tac)

D6n khi vdn ban h€t hiQu lgc

thi hAnh

2

Hd so xdy dpg, ban hdnh quy ch€/quy <l!nh,

huong d6n vt: thanh tra vd gi6i quylit khitlu n4i, t6
cAo

Vinh vi6n

3

K€ hoach. bdro c6o c6ng tdc thanh tra vd gidi quy€t

khi6u nai. t6 crio

- Ddi hqn. hdng ndm

-6thdng,9thring
- Quli, th6ng

VTnh vi6n

20 nim
5 ndm

4

86o c6o cdng tric phdng chdng tham nhfing
- Hang nlm
- Thing, quii, s6u thrturg

20 nim
5 ndm

5
H6 so thanh tra c6c vq vi€c

- Vr,r viQc nghidm trong
Vinh vi€n

15 nim

Vinh vi6n

Vinh vi6n

v lnh vlen

l0 ndm

Vinh vi6n

V rnh vlen

l0 ndm



- Vu vi0c khric

Nh6m 9: Nh6m tiri liQu thi tlua, khen thu0ng

Nh6m 10: Nh6m tiri liQu ph6p chii

quy6t cac vu viQc khi6u nai, t5 c6o

- Vu viQc nghi€m trgng

- Vg viQc kh6c

Ho so glal Vinh vi6n

15 n6m6

Tdi liQu v€ hoat d6ng cria t6 chuc 'Ihanh tra nh6n

dAn

- 86o c6o ntrm

- Tdi liQu kh6c

Vinh vi€n

5 ndm

8
-6ng van trao ddi vd c6ng tric thanh tr4 gi6i quytit
.,.,( . ;khleu nar- to cao

l0 ndm

STT TCn nh6m h6 so tdi liQu ltru trt Thoi gian b6o quin, luu tr[ h6

so, tdi liQu

I
T{p vAn ban vLA thi dua, khen thuong grii chung

d6n c6c co quan (hd so nguy€n tic)
DCn khi vdn bin hilt hiQu lUc

thi hinh

H6 so xdy d1mg, ban hdnh quy ch6/quy <linh,

huong din vC thi dua, khen thu&ng
Vinh vi6n

J H6 so hQi nghi thi dua do co quan chu tri td chr?c Vinh viEn

4

Vinh vi6n

20 ndm

5 nim

5

H6 so khen thudng cho tf,p th6, ci nh6n

- C6c hinh thuc khen thudng cria Cht tich nudc vd

Thri tudng Chinh pht
- Cric hinh thrirc khen thudng cria BQ trudng, Thu

tru&ng co quan ngang BQ, co quan thuQc Chinh
pht, Cht tlch UBND c6p tinh vd tuong duong
- Cric hinh thric khen thu&ng c0a nguoi dung dAu

7 ,.
co quan, to cnuc

6
C6ng vdn trao <I6i vO c6ng tric thi dua, khen

thu&ng
10 ndm

STT TCn nh6m hd so tdi li€u lrru trir

I T4p vAn b6n v6 c6ng tAc ph6p ch6 grii chung il€n
l^

cac co quan (h6 so nguyen tac)

7

2

K€ hoach. brio crio c6ng tiic thi <lua. khen thudng

- Ddi hpn, hirng ndm

-6th6ng,9th6ng
- Quy, thring

Vinh vi6n

20 ndm

10 ndm

Thoi gian b6o qurin, luu trii h6

so, tdi li€u

D6n khi v6n bin h6t hi€u luc
thi hanh



Hd so x6y dpg. ban hdnh quy dinh. huong d5n vti
cdng t6c phrip ch6 do co quan chri tri

Nh6m l1: Nh6m tiri liQu hhnh chinh

2 Vinh vi6n

3 H6 so hQi nghi cdng tric phrip chti, phd bi6n vin
bdn quy ph4m phdp lurlt

10 ndm

4
Kd ho4ch, biio c6o c6ng tdc phrip ch0

- Ddi han, hang ndm

- Thang, quy, 6 th6ng

Vinh vi€n

20 ndm

5 ndm

H6 so thdrn dinh vdn bin quy pham phrip lu4t Vinh vi6n

6 H6 so v6 viQc g6p ;i xiy dpg v[n bin quy ph4m

ph6p lu{t do co quan khAc chi tri
05 ndm

7 Hd so v6 vi6c rir so6t vdn bin quy ph4m ph6p lu{t 10 ndm

8 Cdng vhn trao d6i v€ c6ng trlc phrip ch6 10 ndm

SfT T€n nh6m h6 so tdi li€u luu trir
Thdi gian b6o quin, luu trft hd

so, tdi liQu

Tdi liQu hanh chinh, van thu luu trii

I
Tfp vdn bin v€ c6ng t6c hinh chinh, vdn thu, luu

,i ,trf gti chung d€n cric co quan (ho so nguy€n tdc)

D6n khi vdn ban htit hiQu lgc

thi hdnh

2
H6 so xAy dpg, ban hdnh quy dinh, huong d6n

c6ng tiic hdnh chinh, vAn thu, luu trir
Vinh vi6n

3
H6 so hQi nghl c6ng t6c hdnh chinh v6n phong,

vin thu. luu trir do co quan td chr?c

10 nIm

4

Kd hoach. brio crio c6ng tric hdnh chinh, vdn thu,

luu trir
- Ndm, nhiAu n[m
- Quy, th6ng

H6 so thuc hiQn c6i c6ch hhnh chinh 20 ndm

6
Hd so vd lfp, ban hdnh Danh mqc bi mit nhir nudc

cta nganh, co quan
Vinh vi6n

7
Hd so ki6m tra, hu6ng din nghiQp vy hanh chinh,

v6n thu, luu trir
20 ndm

Brio c6o thi5ng k0 v5n thu, luu ff va tdi liQu luu

trii
20 ndm

I
H6 solilch,i" thuc hiQn ciic hoat dQng nghiQp 4r
luu trft (thu thip, b6o quin, chinh l1i, khai th6c st?

dung...)

20 ndm

l0 ft6 so vd quin lj vd st dqng con dau 20 ndm

5

Vinh viSn

l0 nim

5

8



1l

Tflp luu, s6 dang $ vdn ban di cria co quan - Vdn

ban quy ph4m ph6p lu4t - Chi th!, quy6t <Iinh, quy

<I!nh, quy chti, huOng d6n - Vdn bin kh6c

Vinh viSn

20 ndm

50 ndm

Nh6m 12: Nh6m tiri liQu chuy6n m6n nghiQp vg

20 n[m12 d6ng kj vin b6n rl6nS

10 ndm13 C,ongl,an trao d6i 
"e 

nann chinh, vin thu, luu trt

STT TOn nh6m h6 so tdi liQu ltru trft
Thdi gian bio quin, luu trt hd

so" tdi liQu

I
f4p van ta" vA chuy€n m6n nghiQp vU grii chung

d6n c6c co quan (h6 so nguy€n tic)
D6n k}ri v5n b6n htlt hiQu lUc

thi hanh

ilso 
"ay 

oung, ban hanh vdn bin quan ly chuyEn

m6n nghiPp qt
Vinh vi6n

J
Ed .o hQt ,ghi vd chuy€n m6n nghi€p vu do co

quan t6 chric

l0 ndm

4

K6 hoach, b6o
,1.

cao ve cnu) en mon ngnlep vu cua

co quan vd c6c don vi tryc thuQc

- Hdng ndm

- Thring, quy, s6u th6ng

Vinh vi6n

20 ndm

5

Kt5 hoach, brio c6o G chuyCn m6n nghiQp vu cta

cdc tl6i tugng thuQc ph4m vi quan \f
- Hdng n5m

- Th6ng, quf, s6u thring

Vinh vi€n

10 ndm

6

ft6 so quan ly, t6 chric thgc hiQn cdc ho4t ttQng

chuy€n m6n nghiQp v9

- VIn bdn chi clao. chuong trinh. k6 ho4ch. biio ciio

n5m

- Kti ho4ch, b6o ciio th6ng, quy, c6ng vdn trao d6i

Vinh viSn

10 ndm

7
H6 stv x6v dpg, quan l1i vd td chric thuc hiQn c6c

chuong trinh mqc ti6u, du 6n chuy€n m6n Vinh vi6n

8 Hd so chi clao AG--dct uy6n m6n nghiQp vp

9 H6 so ki6m tra, hu6ng d6n chuyOn m6n nghiQp vq

10

Hd so gi6i quytit cec vp viQc trong hoqt rtQng qudn

ly chuy6n m6n nghiQp vU

- Vu viQc quan trgng

- Vu vi6c khric

Vinh vi6n

20 n[m

11 Biio ciio phdn tich, th6ng kO chuy€n cl€ Vinh vi6n

t2 56 s6ch qurin ly v6 chuy6n m6n nghiOp vu 20 ndm

13 C6ng vdn trao d6i vd chuy6n m6n nghidp vu 10 ndm

2



Nh6m l3: Nh6m tii lifu chuy6n m6n nghifp vg

STT T€n nhom h6 so tiri li€u luu trt Thdi gian bio quin, luu trt h6 so, tdi

ligu

Tdi li6u cta t6 chric D6ng

I

Tflp vin b6n chi rlao, hu6ng ddn cta td
chr?c Dang c6p trdn gui chung dOn ciic co

., i ^ iquan (no so nguyen tac)

Ddn khi vdn bin h6t hi€u lUc thi hdnh

2 H6 s<r Dai h6i Vinh vi6n

3

Chucrng trinh, kd hoach vh brio crio c6ng tric

- T6ng k6t nam, nhi€m ki
- Th6ng, qu1i, 6 thring

Vinh vi€n

l0 ndm

4

Hd so t6 chric thgc hiQn c6c cudc vin d6ng

lon, chi thi, nghi quy6t cta Trung uong vir
.i

cac cap uy Dang

Vinh vi6n

5
H6 so vd thdnh lfp/srip nh6p, cdng nhan t6
chr?c Ding

6 H6 so vd ti6p nhrin, bdn giao c6ng tiic Dang l0 ndm

7 Hii so vd hoat dQng ki€m tra. giiim s6t

8
HO so drinh gi6, xilp lo4i ti5 chtc co sd

D6ng, Eang vi6n
70 ndm

9 Hd so clang vi€n 70 ndm

Sd srich (<tAng kf Ding vi€n, Dang phi, ghi

bi6n bin)
20 ndm

ll Cdng vdn trao d6i v6 c6ng t6c Ding l0 nim

t2
T{p van ban chi ilao, hu6ng din cta t6
chr?c C6ng ilodn c6p tr€n gui chung tt6n ciic

,, i ^ i
co quan (ho so nguyen tac)

Dtin khi van ban net nipu luc thi hanh

l3 H6 so Dai h6i Vinh vi6n

t4
Chuong trinh, k€ hoach vd b6o c6o cOng t6c

- r6ng k6t nam, nhiQm kj
- Th6ng, quj, 6 thring

Vinh vi6n

l0 nim

l5
H6 so t6 chric thuc hiQn c6c cuQc v{n cl6ng

l6n, thgc hiQn nghi quy6t cia t6 chtc C6ng

doirn

\tnh vi6n

l6
Tdi liQu vC t6 chuc, nhdn sg vir c6c ho4t

tlQng cta t6 chric C6ng ilodn
Vinh vi€n

17
H6 so hQi nghi c6n bQ, c6ng chric, vi€n

chuc hdng nim cta co quan
20 ndm

Vinh vi6n

20 ndm

t0

Tdi liQu t6 chric C6ng dodn



l8 Sd s6ch 20 ndm

l0 ndml9 C6ng vin trao d6i v€ c6ng tiic C6ng doan

Tdi liOu t6 chric Dorin Thanh ni€n

20

T{p vdn bin chi dao, hudng din cria t6

chric Dodn c6p tr€n grii chung d6n c6c co

quan (h0 so nguy€n tic)
D6n khi vdn bin h6t hi€u luc thi hdnh

2t H6 so D4i hQi Vinh vi6n

22

Chuong trinh, k6 hoach vd b6o c6o c6ng t6c

- T6ng k6t ndm, nhiQm kj,
- Th6ng, quf,6 th6ng

\tnh viSn

l0 ndm

23

Hii so t6 chuc thgc hi€n c6c cuOc vdn dQng

l6n, thuc hiQn nghi quy6t cria Dang, Nha

nudc, Dodn Thanh ni6n

Vinh vi6n

24
Tni lipu vO t6 chuc, nhdn sU vd c6c ho4t

<lQng cia Doan Thanh ni€n co quan
20 ndm

25 56 sdch 20 nim
26 Cdng vdn trao ddi vC c6ng tiic Dodn l0 ndm


