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1. Co quan, don vi, ca nhan lién quan phai nghién cuu va thuc hién dung
cdc noi dung cua quy trinh nay.
2. Noi dung trong quy trinh nay c6 hiéu lyc thi hanh nhw sy chi dao cua
Tong Giam doc.
3. Mbi co quan, don vi tric thugce Trung tam dwoc guri 01 ban (c6 dong

ddu kiém soat). File mém dwoc cung cdp trén dwong truyén sé liéu qudn sw va
Website cua Trung tam.

NOI NHAN
X | Ban TGD (05) Ban Quan 1y cac khu ché thur
X | Ban ISO (Thu ky ISO) Thanh tra QP
X | Véan phong UBKT BUTT
X | Phong KHKH Van phong Pai dién
X | Phong Chinh tri Vién BPBND
X | Phong HC-KT Vién STND
X | Phong Tai chinh Vién YSND
X | Phong Dao tao Phan vién CNSH
X | Phong QLCGCN Phan vién Héa-MT
X | Phong TTKHQS Chi nhanh Phia Nam
X |Ban CNTT Chi nhanh Ven Bién
X | Van phong PBVN Trung tam CGCNM

Tai liéu nay va cac thong tin trong tai liéu nay la tai san cua Trung tam Nhiét doi Viét - Nga,;
Khong dwoc sao chép, copy, in an dudi bat cir hinh thiec nao néu khong duoc sw cho phép cua Thu
truong Trung tam Nhiét doi Viét - Nga.
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MUC LUC
SUA bOI TAI LIEU

I. MUC PICH

II. PHAM VI AP DUNG

III. TAI LIEU VIEN DAN

IV. PINH NGHIA, VIET TAT
V.NOI DUNG QUY TRINH
1. Luu d6

2. Mo ta

VL BIEU MAU

VIL. HO SO LUU

Trach nhiém Soan thiao Soat xét Phé duyét

Chirc vu Chanh Van phong | Pho TGP - TB.CD ISO Tong Giam doc

Chit ky

Ho tén | Thuongta Nguyén Viét Hién| Dai t Nguyén Phi Long | Thiéu tuéng Dang Hong Trién
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SUA POI TAI LIEU
Yeucdu Trang/Phan | o0 ndi dung | Lan ban hanh/| Ngay ban
stra doi/ Bo lién quan viéc R Ao 2z ;

a R stra doi Lan sira doi hanh

sung stra doi
Thay d6i Tiéu | - Trang 2, phan | Ap dung theo tiéu 1312024
chuan

noi nhén;
- Trang 3, phan
ho tén, chir ky
ngudi soan thao,
nguoi soat xét,
nguoi phé duyét;
- Trang 5, phan
muc dich, phén tai
liéu vién dan, phan
dinh nghia/viét tit;
- Trang 6, 7, 8,
phan ndi dung
quy trinh;
- Trang 8, phan
hé so luu.

chuain TCVN ISO
9001:2015 va cac
quy dinh hién hanh.
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I. MUC PiCH

Quy dinh thong nhat viéc kiém soat khach ra vao co quan trong Trung
tam Nhi¢t déi Viét - Nga.

I1. PHAM VI AP DUNG

Ap dung doi véi cac truong hop khach bén ngoai ra vao cac vi tri dong
quan cua Trung tam.

I11. TAI LIEU VIEN DAN
- Piéu Iénh Quan 1y bo do1 Quan doi nhan dan Viét Nam;

- Quy ché lam viéc cua Trung tam Nhiét do1 Viét - Nga va quy ché lam
viéc cua cac co quan, don vi truc thudc;

- Quy trinh tiép cong dan;

- Quy dinh thuc hi€n nhi€ém vu truc ban N6i vu Trung tdim va mot s6 noi
dung v€ xay dung chinh quy, quan 1y ky luat.

IV. PINH NGHIA/VIET TAT
Thuat ngit viét tat:
- BQP: B6 Qudc phong;
- TTND Vié¢t - Nga: Trung tam Nhi¢t d61 Vi€t - Nga,;
- HC-TH: Hanh chinh - Tong hop.
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1. Luu db
| Trach Trinh tu cong vidc Tai liéu, biéu mau Thoi
nhiém ‘ g Vit lién quan gian
Kiém tra gidy to -Noi quy ra vao cong CQ;
tuy than cua - Chtre trach cua Truc
Thuong khach, néu dii diéu| | ban va Thuong truc Hang
01 truc bao vé k}en th} moi khach ba? Ve, . . ngay
vao phong truc ban| | - S6 theo ddi nguoi,
phuong tién ra vao co
quan.
Trac ban Gidi quyét cho S6 theo doi khach ra| .-
02 51 VU khach vao co quan Va0 co quan cua tryc | ég
S l ban va thé khach. g8y
Truc ban Giai  quyét cho . o
noi vu va khach ra khoi co S6 theo doi khach ra Hang
03 SN uan Vao co quan cua truc ;
Thuon 9 : nga
e bao e ban va thé khéch, 2y
\4
Van phong -
hoic co Luu s6 sach va di
04 | Guan, canbo lidu hinh anh tir Sé sach, dit lidu camera | Theo quy
phu trach camera an ninh an ninh. dinh
cong tac
Hanh chinh
2. Mo ta

* Nguyén tic qudn Iy ngwoi, phwong tién ra vao co quan, don vi:

- Cong ra vao co quan (cac vi tri dong quan ctua Trung tam) phai thuong
xuyén c6 nguoi truc dé kiém soat chat ché nguoi, phuong tién, hang hoéa ra, vao.
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- Péi voi khach (thg) vao xay dung, sua chira, lap dit trang thiét bi va
khach vao choi thé thao (neu c0) da dugce cap co tham quyén phé duyét, Thu:ong
tryc bao vé (nhén vién, chién si truc gac) kiém tra, d6i chiéu danh sach, gidy to
tiy than dé giai quyét.

2.1. Kiém tra gidy to tiy than cua khach

- Thuong tryc bdo vé (nhan vién, chién si truc gac) kiém tra nguoi,
phuong tién, néu du di€u kién thi chi dan vi tri cho khach xép xe, sau d6 chi dan
khach vao phong truc ban ndi vu dé Truc ban giai quyét.

- Truong hop khach khong c6 1y do chinh dang thi Thuong truc bao vé
(nhan vién, chién si tryc gac) khong giai quyet va yeu cau khach ra khoi vi tri
cong co quan, don vi.

2.2. Giai quyét cho khach vao co quan, don vi

a) Tryc ban ndi vu kiém tra gidy to tuy than cta khach va dang ky day du
cac thong tin vao s6 dang ky khach. Khi dang co dich bénh nguy hiém phai kiém
tra than nhiét ctia khach va yéu cau khai bao y té, khir khuan theo huéng dan cua
Quany.

b) Luu lai gidy to tuy than ctia khach.

¢) Cap thé khach va huéng dan khach dén noi lam viéc

- Khach dén 1am viéc v6i Ban Tong Giam ddc: Truc ban béo cdo Thu
trudng co6 khach, néu dugc sy dong y thi dan khach 1én phong lam viéc cua
Thu trudng.

- Khach cua cac co quan, don vi: Cac co quan, don vi cur nguoi xudng
don khéch. Khi chua c6 nguoi don, khach ngoi cho tai phong truc ban.

- Pdi v6i tho xay dung, stra chira; cdc doan chuyén gia hoac thuc tap vién
d3 dang ky danh sach cu thé thi Thuong tryc bao vé (nhan vién, chién si truc
gac) giai quyét. Cac co quan, don vi ctr ngudi don doan hodc theo ddi tho trong
qua trinh thi cong.

d) Nghiém cim giai quyét khach vao co quan khong ding ky; dé khach di
lai tuy do khong c6 nguoi cua co quan, don vi lién quan don khéch; thg vao lam
viéc khong c6 nguoi kiém tra, giam sat.

2.3. Giai quyét cho khach ra khoi co quan, don vi

- Sau khi giai quyét xong cong viéc, khach tra thé khach va nhan lai gidy
to tuy than.
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tién, hang hoa dua ra khéi co quan.

- Tryc ban ndi vu ghi thoi gian khach roi khoi co quan vao S6 dang ky khach.
Thuong truc bao vé (nhan vién, chién si truc gac) kiém soat vé con ngudi, phuong

2.4. Luu so sach va dir liéu hinh anh ttir camera an ninh

Moi s sécl} dang ky khach ra, vao co quan, don vi va hinh anh dir li¢u tur
camera an ninh déu duoc luu gitt, bao quan chat ché ¢ phong Tryc ban ndi vu
hodc phong Thuong truc bao vé (nhan vién, chién si truc gac). Khi hét so phai

duoc cap sd6 mai, dong thoi luu so6 cii tai co quan hodc can bd phu trach cong
tac HC-TH.

VI. BIEU MAU

- SO theo doi nguoi, phuong tién ra, vao co quan.
- SO theo doi1 khach ra, vao co quan.

VIL. HO SO LUU

STT

Tén ho so

Ky
hiéu

Noi lwu

Thaoi gian luu

S6 theo ddi nguoi,

Ban T4c huan/VP; Ban

X ) (B phan) HC-TH céc Theo quy dinh
1 | phuong tién ra, vao o < cua BQP va
co quan don viphia Nam hodc | rpp gt - Nga
quan. Trg Iy KHTH cac don vi. -0
Ban Téac huan/VP; Ban Theo quy dinh
2 So ﬂ\lCO doi khach (BO ph@ﬂ) HC-TH cac cla BQP Vé.
ra, vao co quan.

don vi phia Nam hoac

TTND Viét - Nga

Tro Iy KHTH céc don vi.




