NGAN HANG CONG HOA XA HQI CHU NGHIA VIET NAM

CHINH SACH XA HOI Déc lap - Tw do - Hanh phic
S6: 3420 /NHCS-TDNN Ha Noi, ngay A0 théng 5 ndm 2023
V/v huéng dan sap xép, huu gitt
hd so hoat dong Uy thac,
hoat dong T6 TK&VV

Kinh giri: Chi nhanh Ng#n hang Chinh sach x& héi cac tinh, thanh phé

Trong thdi qua, Ngin hang Chinh sach x8 hoi (NHCSXH) va td chirc
chinh tri - x4 hoi cac cip da tich cuc phéi hop thuc hién cic giai phap nhim
nang cao chét lwong hoat dong Uy thac, chét luong hoat dong ctia T4 Tiét kiém
va vay von (TK&VV). Tuy nhién, trong qué trinh kiém tra cho thiy, hoat déng
uy théac va hoat déng cua Té TK&VV vin con mét sb tdn tai, trong d6 cé ndi
dung sip xép, luu gitt hd so hoat d6ng Uy théc, hoat déng T6 TK&VV chua day
dt va théng nhét.

Pé théng nhét trong viéc hm gitt hd so, gbp phin ning cao chét luong
hoat déng Uy thac va hoat dong T6 TK& VYV, Téng Gidm d6c NHCSXH ban .
hanh Huéng dan sép xép, luu gitt hd so tai to chirc chinh tri - x4 hoi nhén uy
thac va T6 TK&VV (dinh kém), ddng thoi chi dao nhu sau:

1. NHCSXH céc cép phdi hop véi t chire chinh trj - xa hdi cling cép trién
khai viéc sép xép, Ivu gift hd so theo hudng din va chi dao NHCSXH noi cho
vay t6 chirc tap huén, x4y dung ké hoach thuc hién, hoan thanh xong truce ngay
30/9/2023.

2. NHCSXH noi cho vay phan cong can bo tin dung theo ddi dia ban chp
x4 phdi hop véi td chirc chinh trj - x4 hoi cdp x& hudng dan, kiém tra viée sp
Xép, Ivu gift hd so clia cac Té TK&VV va td chirc chinh tri - x4 hoi cép x4.

3. Trong qud trinh sép xép, luu gitt, d6i véi hd so phap 1y (Hop ddng ty
théc, Hop ddng Uiy nhiém, Bién ban hop T miu 10A/TD, 10B/TD) bi thét lac,
NHCSXH noi cho vay cung cp ban sao y @ t6 chizc chinh tri - x& hi, T
TK&VV luu git theo quy dinh.

4. Hing nam, NHCSXH va td chirc chinh trj - x& hoi céc cdp thuc hién
kiém tra viéc Iuu gift hd so trong chuong trinh kiém tra kiém soat nbi bd cia
NHCSXH, chuong trinh kiém tra hoat dong ty thac ciia t6 chic chinh tri - xa
héi cac cap.




Nhan dugc vin ban nay, yéu ciu chi nhanh NHCSXH céc tinh, thanh phd
trién khai thuc hién. Néu ¢ virdng méc, béo cio Tong Gisdm déc NHCSXH (qua
Ban Tin dung Ngudi nghéo) xem xét, giai quyét./.

Noi nhin: KT. TONG GIAM POC
- Nhu trén; PHO TONG GIAM POC
- TW Hbi: Nong dén, Lién hiép Phu ni, }

Curu chién binh, Poan TNCS H5 Chi Minh;
- Tong Giam dbc, Trudng BKS; (dé b/c);
- Cac Phé TGP, K& toan trudng;

- C4c Ban CMNV tai HSC;
- TTPT, TICNTT;
- Luu: VT, TDNN.

Huynh Vian Thuan
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HUGONG DAN SAP XEP, LUU GIU HO SO

L. HUONG DAN SZZ&P_XEP’LUU GIT HO SO

TO CHUC CT-XH NHAN UY THAC VA TO TK&VV
v cmNe(Bmh ke van ban so 3%0 /NHCS-TDNN ngay 40/5/2023 ciia Tong Gidm doc)

TT

Tén hd so

Néi dung hd so

Cach sip xép, lwru gitr

Hb so’ ctia t6 chite CT-XH cép tinh/huyén

1.1

Phén 1: Ho so hién hanh

Tép 1: H so phép Iy

- Van ban lién tich, Phu luc Vin ban lién tich (néu c0);
- Hop ddng 1y thac, Phu luc Hop ddng uy thac (néu
c6) ctia td chire CT-XH cip x4 (d6i véi cip huyén).

Vin ban lién tich, Phu luc Vin ban
lién tich, Hop ddng ty thac, Phu luc
Hop dong ty thic hét hiéu luc dugc
chuyén sang Phin 2 Hb so luu va luu
giir t6i thidu trong 5 nim.

Tap 2: Véan ban nghiép vu

- Viin ban huéng dan nghiép vu;
- Vin ban huéng dan quan Iy va str dung phi 0y thac;
- Tai lidu tap huén.

- Puogc sép xép theo thir tu thoi gian.
_ Céac vin ban, tai liéu hét hiéu luc
duogc hiy bo.

Tép 3: Ho so kiém tra

- Hb so do tb chitc CT-XH ca”'xp tinh/huyén thue hién:

+ K& hoach kiém tra, gidm sat (mAu 01/KH); Thong
béo diéu chinh k& hoach kiém tra, giam sét (néu c6);

+ Hb so kiém tra theo ting dot: mau 04/BC-TH, miu
02/BB-CH hodc méu 03/BB-CX, mau 16/TD, méu
06/TD, 06A/TD, mau 15/TD (néu c6), céc tai liéu khac
(néu co).

- Hb so do t6 chirc CT-XH cép trén thuc hién:

- Pugc sép xép theo 2 nhém hé so di
liét ké va theo thir tur thoi gian.

- Hét nim, dong thanh tap chuyén
sang Phan 2 Hb so luu.




TT Tén ho so Noi dung ho so Céch sap xép, hru giir
¢ | Tap 3: Ho so kiém tra + K& hoach kiém tra, giam sét cua to chiic CT-XH cép | - Puoc sap xép theo 2 nhém hé so da
trén (miu 01/KH); Thong bao diéu chinh ké hoach | liét ké va theo thir tu thoi gian.
kiém tra, giam sat (néu co); - Hét nam, dong thanh tap chuyén
+ Ho so kiém tra theo timg dot: mau 01/BB-CT hoic | sang Phan 2 H6 so luu.
02/BB-CH, céc tai liéu khac (néu cd).
d | Tap 4: Vian ban chi dao, | - Van ban cua t6 chic CT-XH cép trén (van ban chi | - Puoc sap xép theo 5 nhém vin ban
trién khai dao/trién khai,...); d4 liét ké va theo thi tu thoi gian.
- Vian ban caa NHCSXH cép tinh/huyén (bdo cdo va | - Hét nim, déng thanh tap chuyén
thdng bao két luan giao ban lién nganh dinh ky, théng | sang Phan 2 Hb so luu.
bao chinh sdch méi, cong van phdi hop, ...);
- Van ban ctia UBND, Ban dai dién HDQT NHCSXH
cap tinh/huyén (néu co);
- Vin ban cua t6 chiic CT-XH cép tinh/huyén (cong
tac tuyén truyén, tap huan, thi dua khen thuong,...);
- Vin ban khéc (néu co).
1.2 | Phan 2: Hb so luu
a Vin ban lién tich/ Phu luc Vian ban lién tich, Hop ddng | Luu t5i thiéu 5 nam thi duoc hity bo.
1y thac/Phuy luc Hop dong uy thac hét hiéu lyc.
b Tap 3, tap 4 caa Phan 1 tir nam thi 2 tro di. Luu thanh tap theo timg nam; luu toi
thiéu 5 nam thi dugc hay bo.
2 | Ho so ctia té chirc CT-XH cap x&
2.1 | Phan 1: Ho so hién hanh




TT

Tén hd so

Noi dung ho so

Céch sap xép, hru giir

a | Tap 1: Ho so phap ly - Hop dong ay thac, Phu luc Hop dong ay thac (néu | Hop dong, Phu luc Hop ddng hét hiéu
c6) con hiéu luc; luc dugc chuyén sang Phan 2 Ho so
- Hop ddng ay nhiém, Phu luc Hop ddéng ay nhiém | luu va luu giir tdi thiéu trong 5 nam.
(néu c6) con hiéu luc cua cac T6 TK&VV do td chic
CT-XH quan ly.
b | Tap 2: Vian ban nghiép vu | - Vin ban hudng dan nghiép vu; - Pugc sap xép theo thir ty thoi gian.
- Vian ban hudng dan quan ly va sit dung phi ay thac; |- Cac van ban, tai liéu hét hiéu luc
- Tai liéu tap huan. duoc hiy bo.
c |Tap 3: Danh siach mau | - Danh sach mau 03/TD; - Danh sach mau 03/TD va mau
03/TD - Phiéu kiém tra trong vong 30 ngay sau khi giai ngan | 06/TD, 06A/TD tuong {mg dugc sap
mau 06/TD, 06A/TD. xep theo thir tu thoi gian.
- H‘ét nam dong thanh tap chuyén sang
Phan 2 HO so luu; hay bo cac Danh
sach mau 03/TD va mau 06/TD,
06A/TD tuong tng khi da tat toan hét
cac khoan vay.
d | Tap 4: Ho so kiém tra - Ho so do t chiic CT-XH cap x& thuc hién: - Puoc sap xép theo 2 nhém ho so da

+ K¢é hoach kiém tra, giam sét ctia t6 chac CT-XH cip
x& (mau 01/KH): Théng bao diéu chinh ké hoach kiém
tra, giam sat (néu co);

+ Ho so kiém tra theo ting T6 TK&VV: mau 16/TD,
mau 06/TD/mau 06A/TD kiém tra dinh ky, mau 15/TD
(néu c0), cac tai lidu khac (néu co); miu 04/BC-TH.

- H6 so do t chiic CT-XH cap trén thuc hién:

liét ké va theo thir tu thoi gian.
- Hét nam, dong thanh tap chuyén
sang Phan 2 Ho so luu.




TT Tén ho so Noi dung ho so Céch sap xép, hru giir
+ K& hoach kiém tra, gidm sét cua to chiic CT-XH cap
huyén (mau 01/KH); Thong bao diéu chinh ké hoach
kiém tra, giam sét (néu cd);
+ Ho so kiém tra theo timg dot: mau 03/BB-CX, cac
tai liu khac (néu co).
d |Tap 5: Vin ban chi dao, | - Van ban cua t6 chitc CT-XH cép trén (van ban chi | - Puoc sap xép theo 5 nhom vin ban
trién khai dao/trién khai,...); da liét ké va theo thu ty thoi gian.
- Vin ban cia NHCSXH cép huyén (bdo céo va thong | - Hét nim, doéng thanh tip chuyén
bao két luan giao ban lién nganh dinh ky, théng béo | sang Phan 2 Ho so luu.
chinh sach mai, cong vian phdi hop, théng bao ng dén
han, két qua giao dich hang thang,...);
- Vian ban caa Ban dai dién HPDQT NHCSXH cip
huyén, UBND cap xa (néu co);
- Van ban cua t6 chac CT-XH cip xa (cong tac tuyén
truyén, tap huan, thi dua khen thudng,...);
- Van ban khac (néu co).
2.2 | Phan 2: Hb so luu
a Hop d6ng/Phu luc Hop dong hét hiéu luc Luu tdi thiéu 5 niam thi dugc huy bé.
b Tap 3 cua Phan 1 tir nam thir 2 tro di. Luu theo tirng nam; Khi cac mén vay
da tat toan thi Danh sach mau 03/TD
va mau 06/TD, 06A/TD twong (g
duogc huy bo.
C Tap 4, tap 5 caa phan 1 tir ndm tha 2 tro di. Luu theo timg nam; luu toi thiéu 5

nam thi dugc huy bo




TT Tén ho so Noi dung ho so Céch sap xép, hru giir
3 | Ho so cia Té TK&VV

3.1

Phan 1: Ho so giao dich hing thang

a Bang ké 14i phai thu (mau 13/TD) va bién lai chua thu | Bang ké 13/TD va Bién lai khong thu
hoic khong thu dugc tién cua thang gan nhét. duoc tién duoc néop NHCSXH tai
phién giao dich.
b S6 hop T6 TK&VV (miu 10C/TD duge dong thanh | Khi st dung hét S6 hop Té6 duoc
quyén). chuyén sang phan 2 Ho so luu va luu
t6i thiéu trong 5 nam.
3.2 | Phan 2: Hd so hién hanh
a | Tap 1: Ho so phap ly - Hop dong ay nhiém, Phu luc Hop dong uy nhiém |- Hop ddng, Phu luc Hop dong uy
(néu co); nhiém hét hiéu lyc duoc hay bo.
- Bién ban hop T6 TK&VV (mau 10A/TD, 10B/TD). |- Hd so ban giao T cii dugc hay bo
- Hb so ban giao To TK&VV. khi c6 ban giao mai.
b | Tap 2: Van ban nghiép vu | - Vin ban hudng dan nghiép vu; - Pugc sap xép theo thir ty thoi gian.
- Tai liéu tap huan. - Céac van ban, tai liéu hét hiéu lyuc
duoc huy bo.
¢ | Tap 3: Danh sach mau | - Danh sach mau 03/TD va Phiéu kiém tra trong vong | - Puoc sip xép theo 02 ndi dung va

03/TD

30 ngay sau khi giai ngan mau 06/TD, 06A/TD.
- Danh sach dang ky nop lai trong thoi gian an han
mau 01/DS (néu co).

theo thu tu thoi gian cua ting nam.

- Phiéu mau 06/TD, 06A/TD duoc Xép
twong ung véi Danh sach mau 03/TD.

- Khi cac mon vay di tat toan thi Danh
sach mau 01/DS, mau 03/TD va mau
06/TD, 06A/TD tuong g duoc huy bo.




TT Tén ho so Noi dung ho so Céch sap xép, hru giir
d [Tap 4: Bang k& mau | Bang ké thu i - thu tién guri (mAu 12/TD) - Pugc sap xép theo thi tu thoi gian.
12/TD - Hét nam, dong tap chuyén sang Phan
2 Ho so luu.
d | Tap 5: Ho so kiém tra - Ké& hoach kiém tra cua té chiac CT-XH cép x4, thong | - Puoc sip xép theo thir tu thai gian.
bao diéu chinh ké hoach kiém tra (néu co). - Hét nam, dong thanh tap chuyén
- Phiéu kiém tra sir dung vén vay dinh ky (mau 06/TD, | sang Phan 2 H6 so luu.
06A/TD), Danh sach déi chiéu du ng (mau 15/TD),
Bién ban kiém tra T6 TK&VV (miu 16/TD), dugc sap
xép theo thir tu thoi gian.
e | Tap 6: Vin ban chi dao, | - Van ban cua to chirc CT-XH cap trén (néu co); - Puoc sip xép theo 4 nhém vin ban
trién khai - Van ban caa NHCSXH cép huyén (Théng béo chinh | da liét ké va theo thir tu thoi gian.
sach mai, Théng bao giai ngan, Thong béo no dén han, | - Hét nam, dong thanh tap chuyén
qué han,...); sang Phan 2 Hb so luu.
- Vin ban ciia UBND cap xa (néu co);
- Viin ban khac (néu co).
3.3 | Phan 3: Ho so luu Tap 4, tap 5, tap 6 ctia Phan 1 tir nam thi 2 tro di. Luu theo ting nam; luu téi thiéu 5
nam thi dugc huy bo.

Luu y: Truong hop vin ban/tai liéu duoc giri 13 vin ban dién tir thi thuc hién sap xép, luu giit theo huéng dan trén véi hinh
thirc ctia van ban dién tr (khong phai in dé luu dudi dang vin ban gidy).




I1. CAC MAU THAM KHAO
1. MAiu hd so lIwu tai té chirc CT-XH céap xa
a) MAu bia bén ngoai hop/cip dung hd so Phan 1, 2

Logo caa
Hoi

HO SO NHAN UY THAC VAY VON
PHAN 1: HO SO HIEN HANH

TAP 1: H6 so phéap 1y

TAP 2: Vin ban nghiép vu

TAP 3: Danh sach mau 03/TD
TAP 4: H6 so kiém tra

TAP 5: Van ban chi dao, trién khai
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Logo ciaa
Hoi

HO SO NHAN UY THAC VAY VON
PHAN 2: HO SO LUU

1. Hop ddng uy thac/Hop dong ay nhiém hét hiéu luc.

2. Tap 3, 4, 5 phat sinh trong nam dugc dong thanh tap

chuyén sang Phan 2.
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b) Mau bia kep tai tirng Tap tai liéu

Logo cua
Hoi

HO SO PHAP LY

1. Hop ddng uy thac, Phu luc Hop dong ty thac

2. Hop dong uy nhiém, Phu luc Hop déng ty nhiém
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A ~ Logo caa
\ : Hoi
BS

VAN BAN NGHIEP VU

1. Vin ban huéng dan nghiép vu
2. Vian ban hudng dan quan ly va st dung phi ay thac

3. Tai liéu tap huan




Logo cuaa
Hoi

DANH SACH MAU 03/TD

1. Danh sach mau 03/TD

2. Phiéu kiém tra trong vong 30 ngay sau khi giai ngan

mau 06/TD, 06A/TD
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A

HO SO KIEM TRA

1. H6 so do Hoi cap xa thuc hién

2. H6 so do Hbi cap trén thuc hién

Logo cia
Hoi
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Logo cia
Hoi

VAN BAN CHI PAO, TRIEN KHAI

1. Vin ban cua Hoi cap trén

2. Vin ban caa NHCSXH cap huyén

3. Vin ban caa Ban dai dién cap huyén, UBND cap xa
4. Vian ban caa Hoi cap xa

5. Van ban khac
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¢) MAu bia Kep tai tirng T4p tai liéu luu hang nim

HO SO LUU
DANH SACH MAU 03/TD

Logo caa
Hoi
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HO SO LUU
HO SO KIEM TRA

Logo cua
Hoi
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HO SO LUU
VAN BAN CHI PAO, TRIEN KHAI

Logo caa
Hoi
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d) Hinh anh tham khao
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2. Hop dbng iy 1hAc. Py 19
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HOILH PHY NI HUYEN VAN GIANG

@ 101 L PHU N HOVEN VAN GIAYG.
HO SO NHAN UY THAC VAY VON
PHAN 2: HO SO LUU

HO SONHAN UY THAC VAY YVON

PHAN 1: HO SO HIEN HANH
1. Van ban lién tich/Pho Tue Van bin fién tich, Hop dong

Ay thic/Phy Iye Hop dang iy thic hét higu luc
AP 2; Vin bikn nghicy V0 2. Top 3, 4, céa Phin 1 tir nim thar 2 e di duge déng
TAP 3; 56 s0 Kiém 12 hanh tdp chuyén sang Ph
TAP 4; Vi bin chi Gyo, ik khak

Ho so té chirc CT-XH cdp huyén
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2. Mau hd so lru tai T6 TK&VV
a) Mau bia bén ngoai cap /tti dung hd so cac Phan 1, 2, 3

Logo cua
Hoi

HO SO TO TK&VV
PHAN 1: HO SO GIAO DICH HANG THANG

HO TEN TO TRUONG: ...t e,
PIA CHI: THON
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Logo caa
Hoi

HO SO TO TK&VV
PHAN 2: HO SO HIEN HANH

HO TEN TO TRUONG: .. vueeeeeee e,
DPIA CHI: THON

TAP1: Hosophaply

TAP 2:  Vin ban nghiép vu

TAP 3:  Danh sach mau 03/TD
TAP4:  Bang ké mau 12/TD
TAP5: Hosokiémtra

TAP6:  Vian ban chi dao, trién khai
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Logo cia
Hoi

HO SO TO TK&VV
PHAN 3: HO SO LUU

HO TEN TO TRUONGE: «...vnie e
PIA CHI: THON

Tap 4, 5, 6 cua Ho so hién hanh phat sinh trong nam dugc

dong thanh tap chuyén sang Phan 3 Ho so luu.
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b) Mau bia kep bén ngoai tai tng Tap tai liéu

Logo cia
Hoi

HO SO PHAP LY

HO TEN TO TRUONG: ....oieiee e,
PIA CHI: THON

1. Hop dong ay nhiém, Phu luc Hop dong tay nhiém
2. Bién ban hop Té TK&VV (miu 10A/TD, 10B/TD)
3. Ho so ban giao To TK&VV
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Logo cua
Hoi

VAN BAN NGHIEP VU

HO TEN TO TRUONG: ...,
PIA CHI: THON

1. Vian ban huéng dan nghiép vu

2. Tai liéu tap huan
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Logo ciaa
Hoi

TAP 3
DANH SACH MAU 03/TD

HO TEN TO TRUONGE: «...vnee e
DPIA CHI: THON

1. Danh sach mau 03/TD kém Phiéu kiém tra trong vong
30 ngay sau khi giai ngan mau 06/TD, 06A/TD

2. Danh sach dang ky nop 14 mau 01/DS (néu co)
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Logo cia
Hoi

TAP 4
BANG KE MAU 12/TD

HO TEN TO TRUONGE: «...vneee e
DPIA CHI: THON
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Logo caa
Hoi

HO SO KIEM TRA

HO TEN TO TRUONG: ....ieiee e,
PIA CHI: THON
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Logo cua
Hoi

TAP6
VAN BAN CHI PAO, TRIEN KHAI

HO TEN TO TRUONG: .. vueeieeeee e,
PIA CHI: THON

1. Vin ban cua Hoi cap trén (néu co)
2. Vian ban cia NHCSXH cap huyén
3. Vin ban caa UBND cap xa (néu co)

4. Van ban khéac (néu co)
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C) Mau bia kep tai Tap tai liéu luu trit hang nim

Logo cua
Hoi

HO SO LUU NAM 20

HO TEN TO TRUONG: .. oueeeeee e,
DPIA CHI: THON

1. Bang ké mau 12/TD
2. HO so kiém tra

3. Van ban chi dao, trién khai
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d) Hinh anh tham khao

Hoé so giao dich hang thang
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3. MAu vin phong pham

T6 chiic CT-XH lya chon/hd trg Ban quan Iy To6 TK&VV lua chon mau
van phong pham phu hop:

a) Cap 3 day

Bia nhya Bia gidy citng

b) Cap hop gap

c) Cap tai liéu

®\nxa



