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1. Muc dich Purpose

Kiém soat viéc thiét 1ap, cap nhat, phan phéi, lvu git» va hly bé théng tin dang van ban

nham dam bao hiéu lwc va luén sdn co6 cho sir dung

To control the creating, updating, distributing, retention and disposition all documented

information of the Quality Management System in order to be available for using.

2. Pham vi ap dung Scope

Tat ca cac thdng tin dang van ban nhw: tai liéu ndi bo, tai liéu bén ngoai, cac hd so

thudc hé thdng quan ly chéat lwong, quan ly moéi truéng, quan |y an toan st khde nghé

nghiép cua cong ty

All documented information such as: internal documents, external documents and

records in ALC.

3. Trach nhiém Responsibility

Tét ca cac ca nhan, bd phan thudc Céng ty phai thwe hién quy trinh nay.

All staffs and teams belong to company have to follow this procedure.

4. Dinh nghia - tir viét tat Definitions, abbreviations

4.1. Dinh nghia Definitions

- Théng tin dang van ban: |4 thong tin dwoc yéu cau kiém soat va duy tri bdi cong ty,
bao gém tai liéu va hé so. Théng tin dang van ban dwoc thé hién dwdi dang: van ban
gidy, hinh &nh, am thanh va file dwoc lwu trén may tinh.

Documented information: information required to be controlled and maintained by
company, including documents and records. Documented information is contained in:
paper, images, sound and saved files on the computers.

- Tai liéu ndi bo: La nhirng tai liéu do céng ty bién soan va dwoc st dung trong hé
théng quén ly chat lwong cta cdng ty nhw: cac van ban cong bd vé chinh sach chéat
lwong, muc tiéu chat lwong, sé tay, quy trinh, quy dinh, hwéng dan céng viéc, biéu
mau...

Internal documents: documents are created by company and used for the QMS
such as: quality policy, quality objectives, quality manual, procedures, standard
operating procedures, forms, efc.

- Tai liéu bén ngoai: La nhirng tai liéu dwoc st dung c6 ngudn gbc bén ngoai nhu:
Céc van ban quy pham phap luat, tiéu chan 1SO, céc tai liéu cla khach hang, nha
cung cép, ...

External documents: documents from external origin such as: legal documents, ISO
standard, other documents from customers, suppliers, etc.

- Tai liéu 16i thei: La tai liéu khong con hiéu lwe

Obsolete document: documents are out of effectiveness
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4.2. Tir viét tat Abbreviations

- TGP : Téng Giam dbc/ CEO

- TP : Trwdng phong/ Manager

- TN : Trwdng nhém/ Team leader

- CNV : Céng nhan vién Employees

- HTQLCL : Hé thdng quan ly chét lwong Quality Management System (QMS)

. NO&i dung Contents
5.1. Lwu d6 Flowchart
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Bwéc| Trach nhiém Luwu do Biéu mau
Step P.I.C Flowchart Forms
A LA o a o Phiéu dé nghj lap mai/ stra doi/
B6 phan Be nghi lap méi/ sira 4o/ hdy hay tai liéu/ BM-QTALCO1-01
1 i ’ tai liéu/ Requiring for creating/ D ¢ ted/ edited/
Teams/ Groups editing/ deposing document eeumern: credied/ ealle
deposed requirement
Khéng déng y
Unaccepted
Xem xet BM-QTALC01-01
2 | ADT-ISO/ CEO Reviewing
- Ngwoi dugce DPéng y/ Accepted
phan céng \
3 |-TP/ TN lién quan Soan thao/ chinh stra ‘ PL-QTALC01-01
- Assigned person Creating or editing -
- Manager/ Team
leader
Khéng dat/
fail
Xem Phu luc/ See 5t va phé d ,
¢ | the annex hooking and approving—>—— | PL-QTALCO1-02
PL-QTALC01-02 G aR6 appRIng
Dat/ Pass
Y
5 |BPISO Ban hanh Ba&n mém/ Soft copy
ISO team Issuing Ban ctrng/ Hard copy
v Danh muc tai liéu/ Document list
TP/ TN Ab dund va soat xét BM-QTALC01-02
6 |Manager/ Team P - 9 o Bién ban xem xét tai liéu
leader Applying and reviewing Document review report
BM-QTALC01-03
QT-HRT-03
7 |Nguailién quan Lap ho so
Relevant person Creating records
PL-QTALCO01-01
Nawi d ha y Danh muc hd so/ Records list
KON RgE B Quan Iy hé so BM-QTALCO01-04
8 Zong d Managing records Bién ban huy hd so hét han
28ighed persan Invalid record disposed report
BM-QTALCO01-05
A
9 Bo phan lién quan Két thuc va lwu hod so Lwu hd so theo muc 6

Relevant Teams/
groups

Finish and keep records

C )

Keep records as item 6
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5.2. Noi dung Contents

Bwéc Mo ta
Steps Interpretation
Dé nghi lap mé&il stra doi/ huy tai liéu
Khi ¢é nhu cau lap m&i/ chinh stra/ hay tai liéu, cac ca nhan/ bd phan sé dién
ndi dung vao biéu, sau d6 gri dén cac TP/ TN ¢6 lién quan va TN ISO théng
. qua email hodc truc tiép.
Requiring for creating/ modifying/ disposal documents
When having demand for creating/ editing/ deposing document, individual/
teams will fill form, then send to relevant Manager/ Team leader and ISO team
leader via mail or directly meeting
* Xem xét
Dwa trén yéu ciu diéu khoan I1SO va yéu cau clia cdng ty, ADT-ISO/ CEO xem
xét dé nghi
+ Néu dbng y: xac nhan vao BM-QTALCO01-01 va théng tin dén bd phan lién
quan thwc hién dé xuét
) + Néu khdng dong y: thdo luan thém hodac két thuc
Reviewing
ADT-ISO/ CEO reviews the request based on ISO clauses and actual
requirements
+ If accepted: sign into BM-QTALCO01-01 and inform to relevant team to
implement
+ If unaccepted: discuss further or finished
* Soan thao/ chinh stra tai liéu
Nguwoi dwoc phan cdéng sé thwe hién cong viéc theo dung quy dinh va thoi gian
yéu cau. Trwong hop tai liéu lién quan dén nhiéu bd phan, phai théng nhat y
kién ttr cac TP, TN lién quan.
* Cach thirc danh ma sé tai liéu va bd cuc trinh bay: theo quy dinh tai phu
3 luc PL-QTALCO01-01
Creating or editing documents
The assigned person creates or modifies documents on time. In case, the
documents are related to other teams, it must be consistent among Manager,
Team leader before creating / changing
Code and layout: follow the annex PL-QTALCO01-01
4 Xem xét va phé duyét

Tai liéu sau khi dwgc chinh stra/ soan méi sé dwoc xem xét va phé duyét, trach
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Buwéc Mo ta
Steps Interpretation
nhiém thwc hién dwoc quy dinh tai phu luc
+ Néu dat: duyét, thuc hién budc tiép theo
+ Néu khong dat: yéu cau chinh stra lai
Checking and approving
The completely created/ modified document, will be checked and approved.
Implementing responsibility is requlated at the annex PL-QTALC01-02
+ If pass: approve, conduct next step
+ If disapproved: Request to edit.
Ban hanh tai liéu ndi bo
- BP ISO sé lwu gi* ban gbc cac tai liéu da phé duyét va cap nhat ban moi
nhat vao dir liéu XX tai thw muc Quytrinh-bieumau va théng tin dén cac bd
phan lién quan. BP ISO chju trach nhiém vé tinh hiéu lwc cda tai liéu hé
thdng trén dir liéu XX
- Phan phéi tai liéu: c6 02 dang
1. B&n mém: email ban hanh c6 chira dwéng dan truy cap
2. Ban cing: copy tai liéu da phé duyét, déong dau “TAl LIEU HIEN
HANH” mwc d va phan phdi dén cac bd phan coé lién quan khi c6 yéu
cau.
* P6i v&i tai lidu 16i thei: BP ISO hiy bd file dién t& trén hé thdng di liéu va
céc tai liéu gidy da phan phdi. Ban 16i thoi gan nhat dwoc BP ISO Iwu tai folder
5 riéng (chi BP ISO dwoc phép truy cap) dé& tham khdo cho dén khi c6 ban 16i thoi

ma&i.

Lwu y: Trwdng hop cac bd phan tw y sao chép tai liéu lwu gitv 6 dia riéng hoac

copy thanh nhiéu ban gidy thi tw hay khi c6 thdng bao ban hanh tai liéu méi.

* Kiém soat tai liéu bén ngoai: T4t ca cac tai liéu bén ngoai c6 anh hwéng dén

hé théng chat lvong dwa vao st dung nhw van ban Phap luat, tiéu chuin quéc

té, tai lidu tlr khach hang, tai liéu tlr nha cung cap, ban vé mat bang... duwoc gl

trec tiép dén bd phan cé lién quan khéng théng qua BP ISO, cac bd phan nay

c6 trach nhiém lwu gilr, kiém soat hiéu lwc, tinh trang phan phdi (néu cé) twong

tw nhw BP 1SO kiém soat tai liéu ndi bd

Issuing

- ISO will save original copy of all approved documents and update the latest
versions at folder “Quytrinh-bieumau” and inform related teams. ISO team is

the only one who can change/ edit files

Date of issue:




Quy trinh kiém soét théng tin dang van ban

Control of documented information procedure

Bwéc

Steps

M6 ta

Interpretation

- There are 2 ways to distribute documents:

1. Soft copy: distributed email contains the access link.

2. Hard copy: Copy approved document, stamped “TAl LIEU HIEN HANH”

with red ink and distribution to relevant teams (if any).

For obsolete documents: Distributor removes electronic files on ALC data
system and copy files that distributed. ISO team saves and controls latest
obsoleted document until having the new obsoleted document (Not including
drawing)
Teams have to cancel all paper documents that were printed by themself from
system to use when have the note issue new document.
Controlling external documents: All external documents such as legal
documents, documents from customers, any suppliers,... sent directly to
relevant teams without through ISO team, these teams are responsible for
keeping, controlling the effectiveness and distributed situation (if any) same as

ISO controlled internal documents.

Ap dung va soat xét

- Khi c6 tai liéu méi dwoc ban hanh, TP/ TN lién quan cé trach nhiém cap nhat
vao danh muc tai , truyén dat ndéi dung dén ca nhan cé lién quan trong bd phan
va lwu gir bang chirng theo quy trinh dao tao QT-HRT-03.

- T4t ca tai liéu hé thdng phai dwoc xem xét lai it nhat 2 nam 1 1an. Ghi nhan két
qua vao Bién ban xem xét tai liéu va glri vé BP 1SO.

Applying and reviewing

- Update relevant documents into the Document List Managers or Team leaders
will inform document contents to involved individual in order to ensure the
implementation of the procedure (QT-HRT-03)

- All documents have to be reviewed at least 1 time every two years. Recording
the result in Document review report BM-QTALCO01-03 and send to ISO team.

Lap ho so

- H6 so duorc thiét 1ap khi cac hoat ddng néu trong tai liéu dwoc thwe hién va
yéu cau lwu gitr bang ching.

- Nguwoi cé trach nhiém ghi chép hd so nhw quy dinh phai ghi day da, ré rang,
chinh xac, ding biéu mau nhdm gitp cho viéc truy tim sau nay duwoc dé
dang.

- H6 so c6 thé bao gbm file gidy, file dién tir, hinh &nh, bang dia hodc nhirng
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Bwéc

Steps

M6 ta

Interpretation

hinh thirc khac.

Khi str dung gidy mot mat dé 1ap hé so phai gach bdé mat sau.

Khéng st dung but chi khi viét hd so'.

Trwong hop stra chiva hoac bod ndi dung file cirng thi khéng dung bt xéa ma
phai gach ngang Ién ndi dung stra/ bd, ky tén xac nhan va ghi ndi dung chinh

stra & bén canh

Creating records

Records are created when the operations are implemented and needed to
record results.

Assigned person is responsible for recording fully, clearly and exactly in order
to find easily when needed.

Records can be paper, electronic medium, images, compact discs, efc.
One-sided papers have to be crossed at the backside.

Don’t use pencil for records

In case of modifying or removing the contents, don’t use correction pen. Use
bowl pen for making a line on the old contents, sign name for confirming and

write the modified contents.

Quan ly ho so

Cé nhan/ nguwdi dwoc phan cong kiém soat hd so sé dwa vao tai liéu cé lién
quan dé xac dinh loai hd so can lwu, noi lwu va thoi gian lwu.

Ho so trwdc khi dwoe lwu git phai phan loai va sap xép theo dung ndi dung
va trinh tw.

Hé so dwoc lwu gitk trong cac bia cong hodc thung chira hodc ti hd so...tuy
thudc vao kich thuwéc va sé lwong, dwoc dan nhan nhan dang nhw phu luc
PL-QTALCO01-01.

DPéi v&i cac hd so cé yéu cau bao mat phai dwoc lwu tai ti riéng cé khoa
hoac dan niém phong.

Hb so lwu gitr phai c6 danh muc theo mau BM-QTALCO01-04, cap nhat khi c6
thay déi, bd sung.

Truwdng hop lwu gilr dang file mém phai tuan tha quy dinh cda ITT

% St dung

Chi nhirng ngu®i cé trach nhiém x& ly nhirng céng viéc lién quan méi dwoc
phép sir dung cac hd so. Sau khi dung phai trd hd so vao dung vi tri lwu triv.

Céc ca nhan mudn st dung hd so ctia BP khac phai dwoc sy ddng y ctia BP

Date of issue:




Quy trinh kiém soét théng tin dang van ban

Control of documented information procedure

Buwéc Mo ta

Steps Interpretation
do. Khi str dung phai bao quan, khéng dwoc tw y sira chiva tay xoda. Sau khi
st dung xong, phai cé trach nhiém tra lai dung nhw hién trang ban dau.
% Huy ho so

- Nguoi quan ly hé so can cir vao thei han lwvu duwoc quy dinh, 1ap danh sach
hd so hét han vao BM-QTALCO01-05 va trinh TP/ TN phé duyét truwéc khi hay
bd. Cap nhat lai danh muc hd so hién hanh

- Nhirng loai hdé so bdo mat phai do nhitng nguwdi cé trach nhiém huy theo
phwong phap can thiét.

Managing records

- Assigned staff base on relevant documents to classify type of record, keeping
place and retention period.

- Records are classified and arranged according to the contents and created
time. Every file folder should have a label in order to find and use easily.

- Records are saved in ring files, boxes or filling cabinets... File folders should
have labels follow to the format in annex PL-QTALCO01-01.

- Confidential documents have to save in filling cabinet with lock or seal.

- Create Record List (BM-QTALCO01-04) and update when having change,
addition

- Electronic medium is saved base on procedure of ITT

* Using records

- Only individuals who are responsible for handling the works are allowed to
use records after using, they must return records to the right location.

- If a staff want to borrow documents of other teams, they need to ask for
agreement. When using, individual/ teams have to preserve and be
responsible for those documents, not allow to modify or remove any contents.
After using, documents have to be returned to right place.

* Disposing records

- Responsible staff bases on the retention period in each procedure, creates
Expired records disposal report (BM-QTALC01-05) and submits to manager/
team leader before disposing. Update into the Records List.

- Confidential records must be disposed by responsible person with necessary
method.

9 Lwu ho so/ Keep records

Lwu git tAt cd hd so trong quy trinh nay theo quy dinh tai muc 6
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Bwéc Mo ta

Steps Interpretation

Saving all records in this procedure as item 6.

6. Ho6 so lwu Records

’ Noi lwu qiip Thei gian lwu
STT Tén biéu miu M3 sb 9 gitp
No. Forms Code Keifé Zg Retention
p period
Phiéu yéu cau lap méi,

) stra doi, hay tai liéu SO Pén khi thay dbi
Document created/ edited/ Until changing
deposed requirement

BoO phan lién
, | Danh myc tai ligu Rq/“a” .| Dén khi thay déi
elevan ) .
Document list teams/ Until changing
groups

3 Bién ban xem xét tai liéu SO 2 nam
Document review report 2 years

, | Danhmuc ho so Pén khi thay déi

i Until changin
Record list B6 phan lién ging
in > 5 PN Z quan
E;n ban huy ho so hét Relevant ]

5 o _ teams/ gnam
Invalid record disposed groups years
report
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7. Lich st stra doi tai lieu Amendment History

Lan xsil’a Ngéyxsﬁ’a N&i dung sira ddi Trang Soan thao | Phé duyét
doi doi Am Updated | Approved
Version Date mended contents Page b b
y y
00 01-07-2013 Chuyén sang phién ban moi.
Change to new version.
Chinh stra ndi dung phan 5.0.

01 31-12-2013 | £t contents item 5.0
Chinh stra phan Ma hoéa HDCV trang
7, B6 sung phan A9 (Céu tric cla

02 31-05-2014 | BM)

Edit item code in page 7 & add item
A9

Chinh sta thoi gian Ivu hd so phan
C1, C2 &1 s6 thay ddi nho.

03 30-11-2014 | it Retention period item C1, C2 & a

little change.
B6 sung ndi dung phan AB6.2 vé trach
nhiém bién soan & phé duyét cac
Quyét dinh dé bat, cach chic &
thuyén chuyén trang 8/23.

04 30-05-2015 | Add contents at item A6.2 —
responsibilities  on  creating  or
approving for Decisions on staff
promotion, demission and transfer on
page 8/23
Chinh stra néi dung phan sap xép hé TAt

05 15-08-2016 | SO Ed/£ contents of item “Arranging ca
records All
Chinh stra phu luc 1 Edit annex 1
Stra tén quy trinh cho phu hop ISO
9001:2015
Edit the name for suitable with 1SO
9001:2015
Chinh stra lwu do Edit the flowchart
Tai liéu bén ngoai cac bd phan lién
quan tw quan ly ma khéng déng moc
kiém soat Tét

06 27-07-2017 | Control external documents without| ca
control stamp All
Thay dbi cac biéu mau s dung, cach
danh ma sb biéu mau va phu luc.

Change forms, form’s code and
annex.

Thay dbi dinh dang trang dau quy

trinh.

Change format of the first page.

Chuyén biéu mau va ndi dung quy

trinh sang phién ban song ngl Viét —

Anh Tat

07 25-07-2019 | Translate forms and contents to| ca
Vietnamese-English bilingual version All

Danh muc tai liéu ndi bé thay thanh
danh muc tai liéu dung chung ca tai
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Lan stra | Ngay stra NGi dung siva déi Trang (502N thao | Phé duyét
doi doi ; 9 9 | Updated | Approved
. Amended contents Page
Version Date by by
liéu ndi bo va bén ngoai
Internal document list is changed to
document list and used for internal
and external documents
Hay boé Danh muc tai liéu bén ngoai
BM-QTALCO01-03.
Remove External document list BM-
QTACL0O1-03
Thém Bién ban xem xét tai liéu BM-
QTALCO01-03.
Add Review Document Report BM-
QTALC-03 -
Thay dbi tén goi, tr viét tat cia bo
phan/ t6 va vi tri theo Q0022ALC23
hiéu lwc ngay 27/03/2023
Changing the name, the abbreviated
character of teams/ group and the )
08 08.06.2023 position according to Q0022ALC23, -I(;gt
effective date Mar, 27", 2023 All
Bd Phu luc 3: Danh sach va tén viét
tat ctia cac bo phan
Remove Annex 03: Name and
abbreviation of departments
Cap nhat vao Phan 2. Pham vi ap
dung ndi dung “quan ly mdi trudng,
quan ly an toan s&c khde nghé
nghiép”
09 15-01-2025 2

Add to Item 2.0 Scope of application
of the content "environmental
management, occupational health
and safety management"
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