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Trd Vinh, ngqt 30 thdng 5 ndm 2017

QIIYETDtr-{E
VA viQc ban hirnb 6p dr;ng tii liQu Ei th6ng quin lf chit lugng

theo ti6u chuin qu6c gia TCVN ISO 9001:2015

cHriNE vAN pHdxc noxr riNn rRA vrNH

Cin cr? Quyiit dinh sii l9l20.14lQD-TTg ngiy O5/3t2Ol4 cria Thri tu6ng
Chinh phri v€ viQc 6p dUng H6 th6ng QLCL.theo ti6u chuin qu6c gia TCVN
ISO 9001: 2008 vdo ho4t tlQng c6c co quan, td chic thuQc h€ th6ng hanh ch(nh
nhd nu6c;

. c6n cir Th6ng w s6 zstzotqrrt-BKHCN ngiy 1ollol2ol4 Quy tlinh chi
ti6t thi hdnh.Quydt tlinh s6 I9/20.14/QDtf-le ngly 05/312014 cria Thri tu6ng
Chinh phn vA viQc 6p dqrng HQ th5ng quan I ch6t lugng theo -ti6u chu6n qutic
gia TCM{ ISO 9001:2008 vio hogt tlQng cria cic cs quan, td ch?c thu6c h6
th6ng hdnh chinh nhi nu6c;

Cen cri Quyilt dinh si5. 4108/QD-BKHCN ngity 3lll220l5 ct.f- BQ
Truong BQ Khoa hgc - Cdntnghe v€ viQc hriy b6 Ti€u chu6n qutic gia; Quy6t
tfnh sO 4109/QD-BKHC]f ngdy 31/1212015 cria BQ trudng B0 Khoa hqc -
C6ng ngh6 v6 viQc c6ng bd Ti€u chudn qudc gia vd C6ng v6n s6 5335/BKHCN-
TDC ngiy 29/12/2016 cria BQ Khoa hgc - C6ng nghQ vA viQc huong d6n 6p
dqng TCVII ISO 9001 :2015, TCMrI 14001:2015 vd ti€u chulin c6 li6n quan;

Cdn cir Quy6t dinh s5 22IiQD-IDND ngiry 1917/2016 ci'? Thudng truc
lDl{D tinh Trd Vinh vO vi6c quy tfnh chric ndng, nhiQm vU, quy€n han, co c6u
t6 chric cua V6n phdng IDND tinh Tra Vinh;

Cdn cri Qu#t dinh S5.177/QD-LJBND ngiy 15102/2017 cua UBND tinh
Tra Vinh v6 viQc ban hinh k6 hoqch thgc hifn xAy dpg, 6p dgng, duy tri vi cAi
ti6n HTQLCL theo ti€u chu6n qu6c gia TCVI.I ISO 9001:2015 vdo hogt rlQng
cria c6c co quan hAnh chinh nhd nu6c, dm v! sfr nghiQp c6ng hp vA c6c xe tren
tlia ban tinh Trd Vinh ndm 20 I 7;

, 
X6t dd nghi cua Truong Ban chi tlpo xiy dfmg vi 6p dung H€ th6ng quan

lf chdt luong theo tiCu chuan qu6c gia TCVITI ISO 9001:2015 vio ho4t tl6ng rai
v6n phdng HDND trnh rri vinh, 

eur*r nnm:
Di6u 1. Chinh thric ban hanh vd 6p dtrrrg HQ th5ng quan lj ch6t luqng

theo ti6u churin ISO 9001:2015 xiy dyng theo hQ thi5ng tai liQu ISO cia Vnn



llllq mNp tinh rli tlusc ph6 duyQt ti ngity 30/5/20t7; gdm l0 quy trinh
(tlinh kim), trong tl6 c6 07 quy trinh chung vi 03 quy trinh chuy€n m6n:

Di6u 2. C6c phdng tr\rc thu6c V6n phdng.c6 tniLch nhiQm ti6p cin, nghi€n
criu c6c thri, tqc tl6 dugc xiy dqmg trong Hg th6ng qudn t1i chAt lugng vi tri6n
khai phd biCn, tuan thri chnt ch€ tai li€u tld ttugc ph€ duy6t.

Eilu 3. Ban chi d4o ISO thudng xuy6n <l6n di5c, nh6c nhd vi kii6m tra
c6ng tdc ti6n khai, 6p dwrg duy tri vi cai ti6n thudng xuy6n H0 th6ng quan V
chit lugng tei crlc Phdng.

Quy6t dinh niy c6 hiQu lsc kii tir ngly hi vd thay th6 euyiit dinh s5
26/QD-VP ngny rcll}lz0l4 cta ChdLnh Vnn phdng Doan DBeH vd HDND tinh
v6 viQc ban hdnh 6p dqng tai ligu H€ th6ng quin lf ch6t lugng theo ti6u chuAn
qu6c gia TCMII IS O 90Ol:2008./4

Noi ahQn:
- Thudng t4rc, c{o Ban IIDND tlnh;
- I,BND tlDh;
- Cdc Sd, ngtnh tbh
- Thu&ng tW HDND huy€n - fi - TP;
- BCD ISO;
- BLD VIn phdlg;
- Trarg th6ng tin dien tll VP;
- Cro Phdng huc lhuoc VAn phdng;
- Luu: VT, TH.

STT Quy trtnh Kf hiQu

I Quy trinh ki6m so6t tai liou QT-O1
2 Quy trinh kiiim so6t h6 so Qr-02
J Quy trinh tl6nh gin nQi bQ hQ thi5ng quen lf Qr-03
4 QT-04
5 Quy trinh thuc hiQn hdnh dQng khic phuc QT-05
6 Quy trinh nhfn diQn b6i canh hoat ttQng Qr-06
7 Quy trinh ho. p xem xdt crla lSnh tlao Qr-07
8 Qr-o8
9 Quy tinl] ph€ chuAn ttit qua UAu cri Chri tich, ph6 Chn tich

IDND cip huyQn
Qr-09

l0 Quy trinl xri lj cAc v6n ban <tiin cta UBND, c6c So, nginh
tinh, Thuong t4rc HDND huy€n - thi xe - rhdnh ph6 vA nhtme
n6i dung d6 nghi, trao tfdi, xin f kii!n,... can c6 su ra loi bing
vdn bin cria Thudng truc HDND tinh

Qr-10

fo.*r*itl
,^61ooNj' .'.iN Dt

D:\HONGLy\SOgml,20tt\QDb6nh! lp dui H. thdt qM ty ohn luoq ISO,OOI.2Ol5.doc



}IEND Tb,IH TRA VINH
vANpHdNG

cONc HdA X.{ HOI cHtI NGIflA ITOT NAM
DQc lip - TF do - H4nh phfc

CHiNH sAcH CHAT LUqNG

- _ . fhUc hi-6n Chuong trinh cii c6ch hdnh chinh tai it_ia phuong vd t?i atqn vi,
f1{ aao 

}an,ntrOng 
F.IDND tinh Tra Vin}r cung roan thd "L l0,-iang 

"r,,r" "alnKet cung cap cho c6c t6 chric. c6 nhrin c6c sin phim sau:

l. TiCp nh6a, phdn loai vi chuydn don thu khitlu nai, t5 c6o oia cOng d6n;
2. Xtt l! c6c vin ban di5n cta 

rUBND-tinh, -c6c 
Sd, nganh tinh, Tl,ruong

*:jDNP hufen - thi xe .- thdnh ph6 vd nhfrng n6i dung dd"nghi, trao a6i, xinf ki€n,... c6n c6 su tra loi bang ventan 
",ia 

n"ilgt .u" frONl-ti-nt,
3. PhC chudn k6t qua bdu ct Chri tich, ph6 Chri tich IDND c6p huyQn.

Voi phuong chdm: ..iting h3n, c6ng ft[ai,,

" 9.hTg ,9i "r- kiit thsc hiQn nhiQm.vu beng dt ca nhftng hiiiu bitit chuy€n
mOn voi tinh thdn tnich nhiQm cao vd phri hgp v6i qry dir.,h ;,lr-il6p luat ViCtNam.

. .96:.rg phim n6u tr€n dugc quan lf tleo nhiing y€u ciu crla Hg th6ngquan lj chAt luong ISO 9001:2015, tluqc 
"ai 

ti6n tf,"one-JuyeJJ'

\

30 tMng 5 ndm 20t7

D\}rc'jdnslM|'Dl$I'fudc1sIoddEd&fu!+.o.



HDND TINH TRA VINH
VANPHdNG

coNc HdAx;. Hor cHir NCrfA v4T NAM
D$c bp - TF do - Henh phic

Trd Yinh, ngdy 30 tluing 5 ndn 2017

MUCTITU CHATLUqNG
NAM 2017 - 2019

V6i phuong ch6m: ,.iting hgn, c6ng khai"

-.. , !..rh ttao Vdn phdng HDND rinh Tra Vinh c6ng b6 c6c muc ti€u ch6t luqng
doi voi c6c sdn phdm tmg dung ISO 9001:2015 nhu sau:

1. 100% h6 so tlugc thu lj vi gidi quy6t ttung thoi han.

^^^. ?:-190.Y" *. quy lxinh.thi tuc thuQc pham vi h6 thr5ng quan lf ch6t lucmg ISO
9001:2015 tl6u tlugc ni6m yiit c6ng khai.

3. Mric dQ hdi ldng cria c6c t6 chfc vd c6 nhAn c6 quan h€ tlat 2 85% (inh
tnmg binh ndm).

., A n. .lY/"3!\ b6, cdng chric trong phgm vi img dung <lugc <lio t4o vd Ug
rnong quan li' chat luong theo ISO 9001 :201 5.

^ p6c pfone thudc Vin phdng HDND tinh Trd Vinh c6 su ph6i hqp vd phen
c6ng thuc hifn, theo d6i vi b6o c6o c6c mpc ti6u ch6t lumrg cho L6nh rlao-Vdn
phdng IIDND tinh Trd Vinh./.1-

l.l



Z*.,*.h,l cH TE('C Fri,N Myc rrsu cnAr r,uonc N;,M 2017 _ 2019

TT t-
BryNPHAPTITUCH4N TRACHNUM

TEI,ICE4N oNn risrio crio

l. 100% h0 so tlugc thy lf vd
gi6i quy€t tlung thdi hgn.

Thgc hiQn theo rl0ng c6c quy finh t6c
nghi$p li€n quan tl6n tlng linh rgc.

Phdng HC-TC-QT
Phdng Tdng hqp

Th6ng k€, b6o c6o
heng qui

2.
100% c6c quy trtnh tht tuc
li€n quan d€u ttugc ni€m y6t
c6ng khai.

Tat ce ciic linh wc dang hi thuc hiQn
ISO 9001:2015 rl€u tlugc ni€m y6t
cong khai t4i BQ phfn ti€p nhfln vd trd
k€t ou6.

roong r ong nqp

Phdng HC-TC-QT Cdc quy hinh tht tuc
tl6 tlugc ni€m y6t

3.
Mrlc d0 hdi ldng cta c6c t6
chrlc vd c6 nhan d?t > 85%
(ttuh trung binh ndm).

- Van phdlC thuc hi€n vd cung cdp
c6c san ph6m <14 c6ng b6 cho kh6ch
hang tr€n co sd tuin thri c6c quy tlinh
cta ph6p lugt.

- ?h6t phiiiu thdm dd y kiiln vd t6ng
k€t k€t qud v€ mric tlo th6a m6n cia
kh6ch hdng.

- T4o cric k€nh trao ddi ruc ti6p va
gien diip dd kh6ch hdng c6 ttrd long
g6p i kien.
- Phuong ph6p th6ng k€: mrlc dQ hdi
ldng cia kh6ch hdng tlugc x6c <tinh
cdn cri vdo phi6u thlm dd j ki6n
kh6ch hine.

Phdng Tdng hqp

Phdng HC-TC-QT Th6ng k€, b6o c6o
hdng qui

100% cdn bQ thugc phgm vi
fng dUng <luqc tldo t4o v€ HQ
th6ng quin li chet luqng theo
ISO 9001:2015.

PhOi hqp vdi <lon vi tu vAn ti6n hdnh
ddo teo, 6p huin trong qu6 trinh tri6n
khai.

Trong ndm, phdng nio c6 phdt sinh
nh6n su tht Ldnh dao phdns s€ truc

Phdng HC-TC-QT
rtrong r ong ngp

Don vi tu vdn
Khi c6 ph6t sinh

\I1



TT MVCTrr.ou B4N PIITO TII(IC HIDN
TRACHNIU,M

TITUC HIEN
DF{H KvBAO cAO

tiCp dao tao ho{c ph6n c6ng cho
chuyOn vi6n c6 kinh nghiQm thgc hiQn
ddo tao cho chuyCn vien mdi vdi
nhtng n$i dung sau:

l. Chinh sdch chAt luqng.
2. MUc ti€u ch6t lugng.
3. Tr6ch nhiQm quyCn hgn li€n quar..

4. Quy uinh tdc nghiQp.

5. C6c quy dinh li€n quan <liin cdng
vioc thUc hion.

- - , 
Cdc <lon vi li€n quan c6n cri vao kti hoech ndy tri6n khai c6c hoqt <lQng c6 li€n quan nhi,m rl4t duoc muc ticu ch6t lugng chung ciaVin phdng. Dinh tcj b6o cio k6t qud. thsc hiQn msc ti€u l€n Ldnh cao Vanpiong rorin d"h bi"gy511 l41;d c6 chi deo kip rh&i.

BI$N PHAP THEO DOI
Mvc TITU CHAT LI'qNG

I . Hgp giao ban c6ng viQc theo tlinh k) (6 th6ng 0 I lan), thudng xuyen b6o c6o, t6ng k6t, d6nh gi6 hieu que cong viec (dinh kj quf
0l hn).

2. Ti6p thu j k6n vd xu li phen hdi tu phia t6 chric/c0ng d6n.1s



viN PHdNG
HOIDONGNHANDAN

TIIYH TRA VINH

QIIYTRh{II

Ki6m soAt tiri liQu

M6 hiQu: QT 0l

Lan Dan [antn: ul

NgaybanhAnh: 301512017

MUCLUC

SUAEOI TAI LIDU

2.

l. MUC DICH

PlrAMVr

DTNH NGHIA

THUTUC

4.1. Kidm so6t tai li€u nQi bQ

4.1.1. Nhu cAu ban hdnh,/ sta d6i tei lieu

4.1.2. Thiiit bp & sta d6i tei lieu

4.1.3. Xem xdt vd phe duyot tai lieu

4.1.5. Luu giU'tdi liQu

4.1.6. Thu hdi tei [eu

4.2. Ki6m sodt tdi li€u b€n ngodi

4.2.1. Thu th$p tdi liQu

4.2.3. Luu git tAi liQu

4.2.4. Thu hdi tei [€u

BdUMAU

HO SO CANLW

4.1.4. Ldp danh muc, theo doi tinh treng ve Phan phiii tai lieu

4.2.2. L$p danh mpo, theo d6i tlnh tr4ng vd Ph6n ph6i tAi liQu

)

Ph4m thi M! Xuy€n Nguy6n Vdn Qu VAn Quydn

a
Trudng Ban chl tlao



vAN PHdNG
HQI DdNG NHAN DAN

TII\H TRA !'INH

QUY TRiNH

Ki6m soit tiri liQu

Mi hiiu: QT 0l

LAn ban hlnh: 01

NgAy ban hdnh: 301512017

SIIA DOI TAI LIEU

YBu cAu

sfra d6i/

b6 sung

Trang/Phln

li6n qurn

viec sfta at6i

Md tt noi dung sfta d6i

LAn br|r

hinh/LAn

sua at6i

Ngiy ban

hAnh



vAN PEdNG
HOIDONGNEiNDAN

TiNfi TR,i VTNH

QUYTRiNH

Ki6m so{t tiri liQu

Ma hieu: QT 0l

I;i'n ban hAnh: 0l

Ngdy ban hAnh: 30/512017

r. MUc DiCH

Quy <linh c6ch thrlc ki6m sorit c6c tdi tiQu - dd xudt ban hdnh, sta d6i, xem xdt, ph6
duyet, cap nhat - thuQc hQ th6ng quAn lf chdt lugng cua VIn phdng iDND tinh Tra ViDh.

2. PHAM VI

--_-_Ap_dyq <li'i vdi c6c tdi li6u thuQc HQ rh6ng quin li ch6t luqng .ai y5,, 
O1r6n,HDND tINh Trd ViNh.

3. DF{H NcHiA/ Vrs,r Ti,r
_ _- Tai li€u n6i bQ: ld tdi tiQu ttuqc jhi6t lap ve ban henh trong nQi bQ cria Vdn phdng

HDND tinh Tri Vinh li€n quan ttiin HTeLCL.
- Tdi liQu_b6n ngoii: ld tai li6u tlugc thi6t lap vd bar haoh bdi c6c t6 chfc b€n ngod.i

li6n quan tl€n HTQLCL.

- Jei le'l dusc kidm so6t: td c6c tai lieu crta V6n phdng IIDND tinh Trd Vinh c6n
Krem soat urLh chlnh xac, c4p nhat ttnh hien henh ctu tai li€u theo b6n g6c ttuqc luu git t4i I
don vi dugc giao kiCm sodt tdi lieu.

- Don vi: C6c Phdng nuc thu6c Vin phdng HEND tinh Trd Vinh.
- DDLD: Dai dien laoh dao.

- HIQLCL: H€ thi5ng qudn ly chdt luqng.

4. Tn0 TUC

t

m so6t tii lifu ngi bQ

thi6t hp/
srta al6i tti
li0u

Mu cAu
c6n b0

- 
-K-hi :6 nhu cdu rhjet lap qtlteu mdt, 

"d" 
bO,

cOng chric c6 nhu cdu dd xudt v6i DDLD vA tii
liQu nOi b0 cdn ban hdnl.

- Ndu dugc DDL-D ch6p thudn, c6n bg tri6n khai
lheo c6c bu6c ti6p theo. Ngugc lei, qu6 trinh sC
kdt thric.

Thiet lapl sria d6i Ai Ueu tneo nnu



vAN PHdNG
HOI DONG NHAN DAN

TII{H TRA VINH

QUYTRiNH

Ki6m so6t tii liQu

Md hiQu: QT 0l

Lan ban henh: 01

Ngdy ban henh: 30/51 2017

4.1.3 Xem x6t vA
ph6 duyft
tni |iQu

DDLD
vY ho4c
Lanh dao
Yan
phdng
HDND
tlnh Tra
Vinh

DDLD ho{c ngudi <lugc rly quydn c6 tr6ch
nhi€m xom xdt dU thdo c6c tdi li€u.

- N6u ch6p nhgn tht chuydn tdi liQu cho Lanh <lao
Vln phdng HDND tlnh Tri Vinh ph6 duyft.

- N6u khdng ch6p nhfn, DDLD y€u cAu c6n bQ
duqc phen c6ng chlnh srla, hodn thi6n cho tliin
khi chdp nhdn. Chu trinh thUc hien theo i thri
nhat.

- Tr6ch nhiQm xem xdt ve phe duyet tdi lieu duqc
quy dinh nhu sau:

TT Logi tAi liQu ThAm qu

em x€t

I Thi tUc, quy tdnh DDLD

2 Thri tUc cap phdng Trudng
phdng/DDLD

3 C6c Hufng d6n c6ng viQc Trudng phdng

4.1.4 Lip danh
muc, tbeo
d6i tinh
tr?ng vi
PbAn ph6i
tAi liQu

VAn
phdng

- Vdn phdng cip nh6t c6c tdi liQu duoc ph€ duy€t
theo BM 01.01 - Danh mqc tdi liQu n6i b6 dd
theo d6i todn b0 tdi teu duqc ban hdnh tai V{n
phdng HDND tlnh TrA Vinh tdi ti€u ph6n ph6i
cho Lenh deo Vnn phdng.

- Vnn phdng ph6n ph6i c6c tai liQu <16 ttuqc phe
duyet t6i c6c tlon vi tgc thuQc vA c6c cd nh6n
li€n quan theo BM 01.02 - Sd phdn ph5i tdi lieu.

BM
01.01

BM
02.01

4.1.5 Luu git
tti licu

C6c
Phdng
li6n quan

Trudmg c6c phdng dAm bdo riing Danh mqc tai
liQu nQi b$ hipn hinh phii tlugc cap nhat theo
BM 01.01 - Danh mpc tni liQu nQi bQ

BM
01.01

4.1.6 Thu h6i tii
liCu

Vdn
phdng

- Khi c6 sy y€u c6u phdn phdi tdi tipu tfugc sria
<l6i/ ban hdnh l4i bdi DDLD ho4c LAnh d4o Vdn
phdng HDND tlnh Trd Vinh, Vln phdng thu h6i
c6c tli lieu noi b0 ct 0 tAt cl, c6c don vi duqc
phen ph6i dsa vdo BM 02.01 - S6 ph6n ph6i tdi
Ueu vA phen ph6i tdi liQu hiQn hanh nh6t.

- C6c tAi liQu l6i thdi phei c6 d6u hiQu nh{n bi6t
tdi li€u l6i thdi.

BM
02.01



viN PHONG
EOI DONG NHAN DAN

TiNE TRA VINH

QUTTRiNH

Ki6m so6t tii liQu

Ma hiCu: QT 0l

LanbanhiLih: 0l

Ngiybanhdnh: 30/51201'l

4.2 Ki€m so6t tii lieu b6n ngoiri

4.2.1 Thu th$p
cdc tli liQu
li6n quan

Mgi crin
b0

Mgi c6n b$ c6ng chrlc khi thu th6p, ph6t hiQn c6c
tai lieu mdi li€n quan c6 tr6ch nlliem thong b6o
hoic gti vC cho DDLD.

L$p danh
mUc, theo
d6i tlnh
tretrg vi,
Ph6n ph6i
tli liQu

DDLE/
Vin
phdng

DDLD xem xdt vd quy€t <linh nhtrng tAi liQu ndo
cdn theo d6i vd ki€m sorit.

DDLD chi tl4o VIn phdng l{p BM 03.01 - Danh
mgc tdi lifu t€n ngoii cria Van pbdtrg diii vdi
c6c Gi lieu c6n thiet ve phrin ph6i tdi cdc Phdng
vA c6c c6 nhen lien quan theo BM 02.01 - 56
phan ph6i tdi lieu.

BM
03.01

BM
02.01

4.2.3 Lru gitr
tni [Qu

Cic
phdng
Ii6n quan

Trudng c6c Phdng dam b6o ring Danh mpc tdi
li6u b6n ngoii hiQn hanh ph6i duoc cap nhflt theo
BM 03.01 - Danh muc tei teu ben ngodi tlugc srl
dung d tlon vi minh.

4.2.4 RA so6t tii
[eu l5i
th0i

C6c
phdng
li€n quan

Khi cec di liQu klrdng cdn gid tri st dqng, h6t y
nghia si dqng, cric phdng tien he,nh rd soiit vd
ddnh dau n}Ien biCt, drinh dau '"Tdi tieu l6i thdf'.

5. BTTU MAU

TT MI hiPu TGn Bi6u m6u

1. BM 01.0r Danh muc tai lieu noi b0

2. BM 01.02 S0 Phan ph6i tai liQu

BM 01.03 Dalh muc tai liQu b€n ngoAi

6. Ed sO cAN LI'U
TT Ttn Bi6u mAu

4. Danh mgc tai nQu nQi bQ

5. 56 Phin ph6i tei liQu

6. Danh mpc tdi li€u b€n ngodi

Chri !: Hd so tluqc luu tai c6c Phdng lien quan vd trru trft theo q"y di"h hrgn hffi:

,t{



STT T€n tii liQu Mn s6
Lin
ban

hinh

Ngnv
ban
hiuh

LAn str d6i
Ghi chi

I 2 3 4 5 6

DANH MVC I(ITM SOAT TiI LIOU NOI BO EIDN HANE
DON Vf :..............

:l

Ngdy ...... rhrng ...... nnm 20...
NG1IOI LAP

BM 0l .01 - Danh muc ki6m so{t tni liQu nQi b{ Neay batr betrh:



STT TGtr tni [eu Mn s6

L6n
brn

hAnb

Ngtv
bsn
hinh

f,An sira a6i N(/i
nh$n

Nglv
nh0n

Ngudi
nh$nI 2 3 4 5 6

s0 psAr,r PHOr rAr LrEU

BM o2.ot - sd phr! ph6i rai tilu Ngiy batr haoh:



DANH Mqc rilEM soAr rlr l4u s0N NcoAr UIEN HANH

STT TGn tti liQu
Mt s6/ Ki

hieu
Noi ban

hinh
Ngdy ban

hlnh Chi chn

i

BM 03.01 - Danb m$c kiom sodt tAi lieu b€n ngoei NgAy ban hhh:



vAN PHdNG
HOIDONGNHANDAN

TINII TRA VINH

QUYTRiNH

Ki6m soit hd so

Mtr hi$u: QT 02

LAn ban h,A'nh 0l
Ngdy bau henh: re lEDolT

MVCLUC
sUA DdI TAI LIPU

I.MUCDiCH
2. PHAM VI
3. DINH NGTfA

4. NOIDUNG QUYTRiNH
4.1. L$p danh mrrc hO so

4.2. Luu git hd so

4.3. Mugn vd trd hd so

4.4. Hiy b6 h6 so

5. BSU MAU

6. HOSOCANLtru

Pham Thi M! Xuy€n

Trudng Ban chl d4ri

.15

ll4



v.iN PHdNG
HQI DdNG NHAN DAN

TINH TRA VINH

QUYTRiI\H

Ki6m soit hd so

Me hieu: QT 02

Lab ban hdnh 0l

Ngey ban hAnh: P lql20l7

SI}AD6ITAI LI4U

YGu clu
srla d6vb6

sung

Trang/Phin
liGn quan-

vioc srla tl6i
M6 ti nQi dung sfra tl6i

Lin ban
hinh/LAn

sfra d6i

Ngiy batr
hinh

.tb
2t4



v,iN pHdNG
HoTDONGNHANDAN

rirg rni, vnqs

QTTY TRiNE

Ki6m sorit hd so

Md hiQu: QT 02

LAn ban hnlh 0l
Ngly ban hAnh: N lrn0l7

1. MUC Eicrr

., , ,$r ljnl c*h.tluic kl-.r:6J hd so trong vifc nhan bi6., truy xu6t, beo quen, hry
bo cac h0 so thuoc hQ th6ng qudn lj chlr luong cia VAn phdng HDND tlnh Trd Vinh.

2. PHAM VI

. . _ .tf dung di5i v6i hii so rhuQc H€ thiing qu6n lf ch6t luqng t4i Van phdng HDND
tlnh Trd Vinh.

3. DF{E NGHIA,iVItT TAT
- Hd.so chit.luqng: Hd so ld tdi li€u ghi nhan c6c kit qua dat rlugc hay cung c6p bang

chfng v€ c6c hoat dQng rfugc thqc hiQn.

- Don vi: Cdc Phdng trgc thuQc Vdn phdng HDND tinh Trd Vinh.
- DDLD: D4i di€n lanh ttao.

- HTQLCL: HQ thting qurin lf ch6t luqng.

4. NQI DI'NG QITY TRiNH

TT Hoet .long Trich
nhiQm

M6 tA

DDLD vd cdc don vi x6c rlinh vd lNp danh muc h6
so theo BM 02.01 - Danh mr,rc h6 so. C6c hd so
cfln lrru cria cdc tlon vi phdi tlugc cap nh6t vd theo
d6i theo danh mgc ndy.

Bi6u
mEu

4.1 L{p danh
mpc hd sc

Circ
Phdng

BM
02.01

4.2 Luu git
bd so

C6c
Phdng

- Ctrn cf vio Danh mUc hd so cAn luu hi Muc 7
cia c6c Quy tdnh/Thri tuc, Trudng c6c phdng c6
Mch nhi€m t6 chr?c viec luu git c.ic hd sq dAm
bno dE tlm, dE 6y vd ttugc sip xlp khoa hgc.

- C6c h6 so li6n quan t&i vi6c xrl lj c6c c6ng viQc
sau mot th&i gian lrru trtr phdi tlugc chuydn cho
m$t don vi c6 chric.nIng luu trt, quan lf hd so dd
luu trit va quin li h6 so theo quy rtinh.

4.3 Muqn vA
td hd so

CiLc
Phdng

Khi c6n bQ c6 nhu cAu muqn hd so, phdne cho
mugn c6 trdch trhiQm hu6Dg d6n nguOi mulr nd
so l{p 8M02.02 - Y€u cAu mugn hd so vd theo d6i
h6 so d6 den khi duqc tri l4i.

BM
02.02

4.4 IIiy hd scr CAs
Phdng

Hd so thuQc ph4m vi qudn li cta phdng ndo thi
Phdng d6 c6 tr6ch nhifm htiy hd so bdng c6ch: x6,
d6t hotrc ttii srl.dung hoic t6i ch6. ffri hriy can I4p
biCn ben hty hd so theo BM 02.03

BM
02.03

rl
3t4



viN PHdNG
HOI DONG NHAN DAN. 

TiNH TR,A. \'INH

QUY TRiNH

Ki6m soit hd so

Md hieu: QT 02

Lan ban hanh 01

Ngdybanhanh:30 / E D0l7

5. BINU MAU

TT Mn hiQu TOn Bi€u mAu

l. BM 02.01 Danh mqc hii so

, BM 02.02 Mugn vi tr6 hd so

BM 02.03 Hrty hd so

6. IIO SO C.iN LUU

TT TGn Bi6u mAu

l. Danh muc h0 so

Mugn vA trA hd so

3, Hriy h6 so

Chri f: Hd so dugc lrru tei phdng li€n quan Yd luu trf theo quy <linh hign hnnl'

.u

4/4



DANH M(JC Hd SO

DdN vl :

STT TGn h6 srr Me s6 Ghi ch{r

TH{I TRUONG DON VI
N94y...... rh{pg...... nim 20...

NGUOI LAP

Luu f:
- Lift k€ c6c bidu mdu dugc 6p dpng trong HTQLCL vAo danh mUc nAy ngay khi nhfu duqc.

- Danh mgc nAy luu a6n dn thay d6i sau tai noi Bp dalh mUc.

BM 02.01 - D.nh mUc h6 ss

)!
Ngay ban hiDh: .../.../...



PHIIU MIJON HO SO

He vd ten:

Don vj:

Ed nghi don vi:

Vui ldng cho mugrl nhtng tdi liQu - hd so sau:

STT TGn hd so Me s6 Thli gian trt MBc alich 8t dBDg

f KrEN cUA DoN vI crrNc cAp

o ChApnhin D Khdng chdp nh{n

Lj do kh6ng cMp nhiin:

Ngdy ...... thdng...... ntrm 20...

DoN VI CrrNG CAP

NgAy ...... th{n9...... ItAm20...
DON VI DE NGHI

Ttnh tr4ng hd su khi fi: O ChAp nh{n O IG6ng chdp oh{n

f kiiin kh6c:

DOI.{ VI CUNG CAP
Ngey ...... th6ng...... nim 20...

DON VI DE NGI{

BM 02.02 - Phi€u rnuqn hd so

0^

NgAy ban hinhr .../.../,..



BIf,N B,{N HtJY Hd so
56: ....../20...

H6m nay, ngdy .. .... rh6ng...... ndm 20..., tai:

Chfng t6i gdm:

, Chrlc danh:

....., Chrlc danh:

Kinh dd nghi: ..................... cho ph6p hrty c6c log.i hd so sau:

STT T€n hd srr Mi s6

Li do:

THO TRUdNG DON VI
Ngdy ...... thdng ...... ntrm 20...

NGIJOI DE NGH

De ti6u hnah hty c6c loai hd so dugc phep briy n6u tr€n bihg phuong pMp:

Ta: ........................................................ hlc ...... gid ....... phft ngiy ...... thdng ...... nIm 20...

NGIJdI HUY

BM 02.03 - Bian ban hly hd so ^l Ngny ban hinh: .../.-./...



vIN PHONG
EOIDONGNEANDAN

TII{H TRA I'INH

QT|Y TRtr{H

Dinh gin nQi bQ

Md hifu: QT 03

I-An Un Untr 0l
Ngdy baD hAnh: 3Ol5D0t7

MqcLUc

sUA DOI TAI LIEU

1. MUC DICH

2. PIIAM VI

3. DINH NGI{A

4. NOI DIING QUY TRiNH

4.1. Lap Chuong trinh d6nh gi6 nnm

4.2. Chuin bi d6nh gi6

4.3. Ti6n hanh tf6nh gi6

4.4. 860 c6o d6nh gi6

4.5. Theo d6i k6t qu6 th\rc hi6n hanh dfng khic phrrc phdng ngira

4.6. Luu hii so

5. BIEUMAU

6. HOSOCANLtfu

Van Quydn

U,

J) 1t6



VAN PHONG
HOI DONC NHAN DAN

TINI{ TRA VINH

QUYTRiI\H

Dinh gi6 nQi bQ

Me hieu: QT 03

Lln ban henh 0l

Ngdy ban hdnh: 3O/5/201'l

YGu clu
sfrs d6i/b6

sung

Trang/Phln
li€n quan_

vrQc sur qor
Md tA noi dung sft8 at6i

L6n ban
hirnb/Lin

sfra d6i

Ngiy ban
hlnh

SI}A DOI TAI LIEU

:t
2t6



viN PHdNG
EOIDONGNEANDAN

IINE TRA VINH

QUYTRNH

Drinh gii nQi bQ

M6 hiQu: QT 03

Lan o€mnantr t,l
Ngdy ban hADhi 30151201'l

1. MVC DICH

Quy tdnh ndy quy tlinh c6ch thfc thuc_ hion chuqng tdnh rl6nh gi6 nQi bQ nhirn
xem xCt ttnh hipu luc da He thdng qudn li chAt luqng dugc 6p dung tai Vdn phdng Hgi
tt6ng nh6n d6n tlnh Trn Vinh.

2. PHAM Vr
Ap dpng cho c6c ho4t dQng trong HTQLCL c0a Vin phdng Hgi ddng nhen den tinh

Trd Vinh.

3. DTYH NGHIA/VITT TAT

. - Sqt KPH nfzg: Su khdng phi hqp gdy 6nh hudng nghi€m hgng tt6n hiQu lgc cia
he.th6ng ch6t lugng hong viQc tl6rn b6o chdt lugng cua dich qr. Nhitng v6n tt6 sau <ldy c6
the dugc coi ld su khong phU hqp n{ng:

+.He th6ng ch6t luqng hoan toen khdng dd c{p tt6n mgt y€u ciu ci'n 6p dung trong
ti€u chu6n 6p dpng.

. + Mot y€u cdu trong hQ th6ng chSt lugng hoan todn kh6ng dugc thgc hiQn trong thuc
te ho4c dugc thuc hiQn nhung khdng c6 hi6u quA.

+ C6 nhidu sg kh0ng ph[ hqp nhg l{p l4i mQt c6ch hQ thting (l4p l4i qua c6o phdng
hodc l[p lgi tong c6c qu4 trtnh).

+ C6 su vi pham nhtng y€u cdu ludt dinh 6p dung di5i v6i viec cung c6p dich qr.

- Str KPH nhe: Ve b&r ch6t ld ry khdng phir hqp x6y ra ngiu nhi€n, gay lrh huong
kh6ng nghiem tgng trong he th6ng ch:t lugng. Su kh6ng phir h(rp nhe c6 the dutc k6r lufu khi:

+ C6 khuynh hudng di6n bi6n xiu nhrng kh0ng c6 hdnh tlQng kliic phgc hoic phdng ngira.

+ Y€u cdu crla ti€u chuAn ho{c trong hQ thiing tni tQu kh6ng duqc thuc hiQn nh6t
quAn va [6n tqc.

+ Xudt hien mot vdi <ti6m khong nrdn thrt theo HTQLCL d6 etuqc thiiit lep tuy nhien
chl.xdy ra d mQt hoic m|t s6 nh6 luqng thn tqc hanh chlnh xt lj, kh6ng xdy ra d s6 luqng
nhi€q mang tlnh hQ thdng.

- Cdc ifidm /rra I Mtng khi6m.khuydt nhd chua d6n mtc khOng ph[ hqp vd
kh6ng g6y inh budng ddng kA rdi c6c yeu ciu trong bQ th6ng chdt luqng.

- Ddnh gld vian zfi 6p: ln cdn bg cdng chtc trAi qua kho6 hrrin luyen vA ddnh gi6
noi b0. C6c ddnh gi6 vi€n kl6ng dugc tl6nh gi6 c6ng viQc crla mlnh nhrmg tlugc phdp tl6nh
gi6 c6ng viQc cua bQ phfn c0a mlnh.

- Hdnh @ng khiic phgc.' Hdnh ttQng ttuqc ti6n hdnh <fd logi b6 nguy6n nhdn crla sg
kh6ng ph[ hqp tta thrgc ph6t hiQn hay cdc tlnh treng kh6ng mong mu5n kh6c.

- Hdnh Qng phdng zgia; HAnh dQng duqc ti6n hanh dd loai bd nguy6n nh6n cria
sU khdng pht hqp tidm An hay c6c tinh trang kh6ng mong nu5n tidm in Krac.

- HDKPPN: Hanh tlQng kll6c phgclHdnh tlQng phdng ngta

-KPH: Kh6ng phi hqp

Jll



vAN PHdNG
HOI DdNG NHAN DAN

TINH TRA VINH

QUYTRiNH

Dinh gi6 nQi bQ

Md hiQu: QT 03

Lan ban h,inh 0l

Ngay ban hdnh: 3O/5DO|7

- FDKP: HAnh dQng khic phuc

- HDPN: Hdnh dQng phdng ngfra

- QMR: Der di€n LAnh dao vd ch6t tu.gng, ld thdnh vi€n trong ban l6nh tlgo, duqc

Lanh d4o cao nhit chl dinh, trao quyAn han tf6 qudn li, theo d6i, dtuh gi6 va di.ju ph6i he

th6ng quen ry chat lugng, nhim muc ttich n6ng cao hiQu lgc vd hieu qu6 trong viec vAn hanh

vd cAi ti6n hQ th6ng quen ly ch6t luqng.

4. NQI DUNG QUY TRINH

Tf Hoet .long T16ch
nhiQm

YGu cAu Bi6u
mAu

4.1 L$p Chudng tdnh tl6nh gin noi b0

Thi6t bp chucrng
ttnh ttdnh gi6 nQi bQ

vd tbdnh l6p tloan
d6nh gi6 nOi b0 hang
nam

Ql"R - QMR c6 tdch nhiem eldm bAo thuc
hi0n it nhet I cu0c tl6nh ei6 n6i b0
tlong moi ndm.

- QMR chi dinh Trudng dodn ddnh
gi6 (QMR cffng c6 th€ ld Trudng <loan

d6nh gi6) vd c6c thdnh viCn trong
doan, nguyCn tac d6nh gi6 chdo gita
c6c b0 phin. ddm bdo ngudi ddnh gi6

kh6ng tu d{nh gi6 c6ng viec oria minh

4.2 Chuin bi il6nh gi6

Don vi
dugc
gjao/

QNR

- Dua vdo k€ hoech tl6nh gi4 trudng
tlodn drinh gi6 l{p chuong trtnh d6nh
gi6 D$i b0 GM 03.01) vA grli tru6c
tl€n c6c Phdng liCn- quan; chuong
htnh ddnh gie phei dc caP t6i: rhanh
phdn, thdi gian vd nQi dung tl6nh gi6

- C6c Phdng <hrqc d6Dh gi6 c6 ffich
4riem gui trudc c6c tai lieu theo yCu

cd! cho Trudng <lodn tl6nh gi6 vi s6p

x€p nh6n s\r, thli gian vir chuAn bi c6c
pbuong tiQn c6n thiCt de lam viec vdi
doia tldnh gi6.

- Doin tl6nh gi6 c6 tr6ch nhiQm
nghitn cftu chtc ndng nhiQm vg cia
Phdng thrgc tl6nh gi6, kiem tra sU

tuong thlch gitra he thong vtrn ban vd
ti€u chuin, chudn bi c6c cdng cg h0
ug can thiet khdc trudc khi tldnh gi6.

BM
03.01

J{
4t6



vAN PHdNG
HOIDONGNHANDAN

TiNHmivtrYE

QUYTRiNII

Ddnh gi6 nQi bQ

Ma hieu: QT 03

LAnbanbdnh 0l

Ngdybanhdnh: 30l5D0l'l

- Mei y€u c6u thay d6i phAi th6ng qua

QMR vd cdc Phdng li6n quan, dAm
bAo c6c y6u cdu <tugc th6ng suiit gita
c6c b€n li€n quan trudc khi tl6nl gi6.

4.3 Ti5n htnh itinh gid

4.3.1 Ghi chdp <l6nh gi6 Nguiti
duo. c chi
dinh

- Dodn ddnh gi6 nQi b0 thUc hien ddnh
gi6 theo kti hoach vd chuong trtnh dA
m, c6c noi dqg Aa$r gi6 duqc ghi
nhfn trong bi€u mAu BM 03.02 -
Phi6u ghi chAp tong qwi trinh ddnh
cid.

- Dodn tl6nh gi6 ti6n hnnh rlinh gir4

dga tr€n:

+ Xem xCt hQ th6ng tai li€u duqc xey
dung;

+ Xem xdt c6c hai so cria HTQLCL;

+ \luan sat thuc le hoat dQng cung
cap dich W;
+ Phdng v6n.

- Trong trutmg hQp ph6t hien ra c6c
di€m khOng ph[ hq'p, Dodn dAnh gi6
nOi bO dua ra c6c di6m KPH theo bi6u
m6u BM 03.03 - Brio cdo st KPH.

- B0 p.han dugc tltnh .gi6 ph6i thu. c
hi0n tl3v dn cdc y€u c6u cta IDKP
v€ khdc phuc vd thqc hiQn tlung thdi
gian qui tlinh tt€ ra.

- Trong trutmg hQ'p ph6t hien ra cac
tli6m luu f, Doan d6nh gi6 nQi bf gbi
nhAn c6c ph6t hien theo bi6u m6u BM
03 .04 - Cdc di6n hn i,.

BM
03.02

BM
03.03

BM
03.04

4.4 860 c6o d{nh gi6

4.4.1 L$p b6o c6o thnh
g16

Tru&ng
Eoan
<l6nh gi6

- C6 Mch nhi€m 6p hgp c6c tli€m
kh6ng ph hqp vd c6c diem luu t cta
cAc thdnh 1i€n v_a lip bdo c6o <l6nh
gi6 theo bi€u mtu BM 03.05 - Bdo
cdo ddnh gid ndi b0.

.,L- l\.el qua oa]rn gla nql D9 ougc Dao

BM
03.05

.) (, 5t6



vAN PHdNG
HOIDdNGNHANDAN

TINH TRA VINH

QUYTRiNH

Dnnh gi6 nQi bQ

Md hi€u: QT 0l

LZrn Dan nann ut

Ngiy ban hdoh: 30/51201'7

c6o v6i QMR vd l6nh deo VIn phdng
HOi tf6ng nhdn din tinh Trd Vinh.

4.5 Theo d6i k6t qui thFc hien HDKPPN

4.5.1 Thuc hien HDKP Ngudi
duo. c chi
dinh

- Tru&ng dodn d6nh gi6 ph6i theo d6i,
xem x€t viec thuc hien hdnh tl0ng
khdc phUc cria c6c b0 phAn c6 di6m
KPH theo BM 03.03 - 86o ctio s1r

KPH.

- N6u k6t_ quA khic phuc kh6ng dat thi
ph6t phi€u y€u cAu hdtrh <lQng k-hnc

phuc l4i.

- N6u k6t qui kh6c phuc dat thi
trudng dodn ddnh gi6 k9 nhin, luu hd
so k6t thfc dtuh gi6.

BM
03.03

5. BITU MAU
TT Ml hieu TGn Bi6u miu

1. BM 03.01 Chuong trinh tl6nh gi6 nQi bQ

BM 03.02 Phi6u ghi chdp trong qu6 tdnh drinh gi6

BM 03.03 860 c6o su KPH

4. BM 03.04 C6c tli6m luu f
5. BM 03.05 B6o c6o <l6nh gi6

6. Hd SOCAN LIfu
TT T€n Bi6u mAu

l. chuong trlnh d6nh gi6 noi b0

) Phi6u ghi chCp trong qu6 trinh tl6nh gi6

3. 860 c6o su KPH

4. C6c <li€m luu j
B6o c6o tl4nh gi6

Chri f: H6 so rtugc ltru tai T6 ISO va luu trr theo quy tlinh hien hdnh.

J;1 6/6



Thoi gian: Ldn;
TiCu chuan qu6c gia: TCVI I

ISO 9001:2015

STT Ednh gi6 Yien Chirc 4r cdng t6c Vai trd trong doAn dAnh gi6

Trudng doan

Thdnh viOn

CHT.rONG TRiNHDANH GIA NOI BO

Ph6 duyQt Nguei gp

BM 03.01 - Chuo4 rrrnb dlrh gi6 noi b0 Ngey ban htuh: .../.../...



pr$ucru crnrrnoNcquA rniNnoANn cm

Ei€u
khodn Phan ghi ch€p th6ng tin Nhan xCt

BM 03.02 - PhjA, ghi dCp ronS qu6 ttrh dr![ gi{
),

NsAy b6r hnnh:.../.../-.-



BAo cAo sItKrrONG pHir Hqp

4)

B0 ph6n duqc nanh gi6: Ss kl6ng phri hqp s6:

Trudng doln d.4mh gi6: 

-

Ngdy tlimh gi{: Ti€u chu6n dAnh gi6: D6nh giA vi€n:

! Ntrns D lttte Ei€u khodn:

M6 ti sU kh6ng ph|} hqp:

NgAy dlr ki6n Ngdy hdan thnnh: X6c nh6n cua dai diin b0 pha" duS" drDfi Si*

NQi dung btnh tl{ng khic phgc:

Mfn xdt:

D
Lmp rlDen

D
Kh6ng chAp nhfn

XAc nhan oua tuang doAn tl6nh gi6

NgAy:..-..--.--.-.... Kj t€n:

BM 03.03 - Bdo c6o sr ki6nr oht hoD



cAcDINMLUU f
BQ phSn tluqc tl6nh gi6:

N$i duog chi ti6t:

Mgi didm luu f <h ttuqc giei thlch vd' hoan toan th6ng hidu.

NgAy: .../.../...
D{nh ei6 vien

Ngdy: .../.../...
D4i diQn bQ phAn tluqc drnh gi6

BM 03.(X - Cr. diat[ luu t NSty ba! hitrh: .../-..i...



vAN PHONG
HOIDdNGNHANDAN

TINH TRA VINII

QIIY TRiNH

Ki6m soit vi rr? g sq
kh6ng phir hgp

Me hieu: QT 04

Lan Dannain: ul

Ngdy ban hinh: 3015D017

MUcLUc

sUA DOI TAI LIEU

I.MUCDICH

2. PHAM Vr

3. DINH NGI{A

4. QIIY TRiNH

4. I . Nhan bi6t dich vB kh6ng pht hqp

4.2. Xem xdt mtc d0 khong ph[ hqp

4.3 . Xrt lf dich vp kh6ng phn hqp

4.4. Ki6m tra x6c nh4n vi€c xrt lI dich vu kh6ng phn hqp

4.5. Theo d6i vi€c xrl lf dich vp kh6ng ph[ hqp

5, BIEU MAU

6. HO SO CANLtru

Vbn Quy6n

\U'ry. ll,,
'it:i '

Ii DAN

Thu kf ISO Trudng Ban chl tl4o IS

v4



V,iN PHdNG
HOI DdNG NHAN DAN

TINH TRA VINH

QUY TRjNH

Ki6m so6t vi rfr tf sq
kh6Dg phn hqp

Md hiQu: QT 04

LAn ban hinh: 0l
Ngdy ban hAnh: 30l5l20lj

sIlA DOI TAI LIEU

Y6u
cAu sria
d6i/ b6
suDg

Trang /
PhAn liGn
quan viec

srfra d6i

MA tl noi dung sfta d6i
Lin ban

hnnh / LAn
s&a at6i

Ngnv
ban hiuh

),\ 2/4



v.lN pudNc
ugroOxcxnArrAn

TINH TRA \'INH

QITYTRiNE
Ki6m so6t vi xrl |f sq

kh6ng phn hqp

Mtr hiQu: QT 04

Ldhbanhanh: 01

Ngdybanhanh: 3015/2017

1. MqC DICrr

Quy tlinh c6ch thric xrl g c6c dich vp hdnh chinh cdng khdng phU hqp, duqc ph6t
hiQn th6ng qua qu6 tdnh giAi quy€t c6c thrl tuc hAnh chinh cho kh6ch hane

2. PHAM VI

Quy hinh <lugc 6p dung d6i vdi HTQLCL cna Vnn phdng HDND tlnh Trd Vinh

3. DUVH NcHiA/VrfT TAT

. 
- Dich vU khdng phtr hqp: ld viQc giAi quyilt c6c thi tpc hanh chtnh kh6ng <lip img

y€u cAu theo c6c vdn ban ph6p quy vd c6c quy rlinh nQi bO c0a VEr phdng IDND tinh
Trd Vinh.

4. QUY TRiNH

TT Ho4t ilQng TrAch
nhiQm

MO tA Bi6u
mEu

4.1 NhAtr bi6t
dich vU
kh6ng
pht hqp

Mgi c6n
b0, cdng
chrlc Vdn
phdng
}DND
tlnh Trd
Vinh

- Khi ph6t hipn dich qr khdng phn hqp, nguli
ph6t hien xem x€t vd b6o c6o dich qr kh6ng
phi hQp cho Dai diQn l6nh deo ho{c Trudng
cric Pldng li€n quan. Dich vU khdng phn hqp
c6 th6 bao gdm:

+ Srl dung tii lieu khdng rlugc phe duyQt.

+ Cdn b0, cOng chtc \hdng thp Ang chuAn
muc ndng lgc theo yeu cAu.

+ Dich vu khong <l6p img theo quy <linh.

+ Khdch hdng phin hdi chinh tt6ng vA sv khOng
th6a min dich vU.

+ ThUc hien khong ding theo quy uinh.
+ Nhiing dich W khdng phr) hqp do kh6ng tuan
thri c6c thri tuc, quy trlnh tlugc tt6nh gi6 d mric
<16 nghi€m trqng theo quan di6m cria ngudi
ph6t hiQn.

BM
04.01

4.2 Xem x6t
mtrc d0
kh6ng
pht hqp

QMR/
Trudng
phdng
li€n quan

Xe-m x€t nQi dung dich vU khdng phr). hqp vd
quyet dinh liQu c6 cdn thi6t pbdi y€u cdu xrt lf
dich q kh6ng phi hqp vd l$p thdnh vln b6n:

- N6u cln thitir, yeu cdu ngudi ph6t hipn lip
b6o c6o xrl lf dich vu kh6ng phir hqp vd y€u
cau do! vi ndy sinh dich vu khdne ohi hoD

BM
04.01
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v,iN PHdNG
HOIDdNGNEANDAN

TINH TRA VINH

QI]YTRiNH
Ki6m soit vA xrfr g sg

kh6Dg ph[ hqp

Mn hiQu: QT 04

LAn ban hdnh: 0l
Ngdy ban hinh: 30/512017

xem xdt xrl If dich vg khong phr) hqp.

- Niiu th6ng can tni6t, ttrOng bdo cho phdng
nIm bit hion tugng vi xem xdt xt ly ho{c giei
thich l4i cho ngudi phdt hiQn n6u nhu dictr 4
kh6ng ph[ hqrp ld kh6ng chlnh x6c

4.3 x& It dich
vg khdng
phi hqp

T6 rso/
Phdng
li€n quan

Xem xdt, de xuit bien ph6p xrl li vd tiiln hanh
xri lj dich v\r kh6ng phir hqp

BM
04.01

4.4 Ki6m tra
x6c nh$n
viic xfr |f
dich vU
kh6ng
phn hqp

QMR/
ngudi
ph6t hien

KiiAm tra x6c nhdn lCi lieu vioc xri lf dich W
kh6ng ph[ hqp tl6 ttugc thgc hiQn co hiQu lqc:

- Ntiu tlat y€u c6u, x6c nhan viec de hoan thdnh
xri ry dlch vp kh6ng phn hqp.

- Ni5u kh6ng ttqt y6u cdu, md y€u cdu xri f sAn
phdm khOng phi hqp moi.

Khi cen.thi6t, ydu cdu don vi rhuc hiQn hdnh
tlQng khnc phUc d6i vdi dich vU kh6ng pht hsp
<15 xriy ra.

BM
04.01

4.5 Theo ddi
viQc rrfr f
dich vU
khOng
phl hqp

QMR/
ngudi
dugc
phen
cdng

Tting hgp vd theo d6i todn bO <tiiim khdng phr)
hsp &rgc ph6t hien tai Vin phdng HDND tinh
Trd Vinh.

BM
04.02

5.BSUMAU

TT Ma hieu T6n Bi6u n{u

I BM 04.01 86o c6o dich vg kh6ng phd hqp

, BM 04.02 Theo d6i dich vp kh6ng phi hqrp

6.HOSOCANLI'U

TT T€n Bi6u mlu

I 86o c6o dfch vg kh0ng ph[ hqp

', Theo d6i dich 4 kh6ng phi hq'p

Chf f: Hd so tluqc luu tgi Phdng li€n quan vA luu trft theo quy dinh hiQn hdmh.

,,,i 4t4



BAo cAo xt} r-f sVKHONc rntngr
Ngiv: JO:

3 - S\t kt6ng phn hqp: Md tA brn chrit ve pham vi cia sg kh6ng phr) hqp:

Ngudi l6p:

4 - DC xu6t hirh tbfc xrl li:

Llmlei ! Stachta tr Nh6nnhuqng tr
Hinh thrlc kl6c:

Ngudi c6 th6m quyen: Ngev:

Ngudi tbuc hi€n: Ngey hoan theDh:

K€t qui xt lj sg kh6ng phr) bqp

Ngudi thuc hi€n: Ngdy thuc t€ hotur thAnh:

5 - Gi6m s6t

ThoAmnn I Kh6ng thoimhn tr 86o c6o SPKPH m6i s6:

Ghi chri:

Ngudi gidm s6t: Ngav:

BM 04.01



rr{Do Dor stl KHoNG PHir HqP

STT s6 phi€u Ngly pMt hifu B0 phltr Biyritrh dicb vv kidtrg pbn hqp Nsdt It It Ngty hoatr Olnb

BM (M.02



vAN PHONG
EOI PdNG Ng.iN DAN

TiNH TRA VINII

QIIYTRiNH

Hinh tlQng khiic phgc

Me hieu: QT 05

Lan D{m nann: ut

Ngdy ban hinh: 30l5D0l1

MVCLVc

SUADdITAILEU
l.MucDicH
2. PHAM VI

3. DT.NH NGHIA

4. THrl TUC

4.1. Hdnh <fOng khic phuc

4.1. t. Ph6t hi6n <li6m khdng ph[ hqp

4.1.2. Xem x€t vd chi dinh ngudi chi tri

4.1.3. DiAu tra nguydn Dhen ve dA xuit hanh tlQng khic phuc

4.1.4. Phe duyet hnnh <tQng khic phuc

4.1.5. ThUc hign hdnh <tOng khic phuc

4.1.6. Xem xCt kilt qud

4.1.?. Luu hii so

5. BIEU MAU

6, HO SO CAN LUU

U,

0lr

."1

Trudng Ban chl <lco ISO

.t
ll4



vAN PHONG
HOI DdNG NHAN DAI.{

TINH TRA VINH

QUYTRiNH

Hhnh itQng khic phgc

Ma hieu: QT 05

L6n ban hanh: 0l
Ngiy ban hAnh: 30/5/2017

sfh DOI TAI LTFU

Y6u cAu
st?r .t6i/bd

sung

Trang/PhAn
li6n quan

viQc srla tl6i
MO t{ noi dutrg sfta d6i

Lin ban
hinh/LAn

srta atdi

Ngiy ban
hAnh

,)
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viN PHONG
EOI DdNC NH.iN DAN.Th{H 

TRA VINH

QUY TRiNII

EAnh ttQng khic Phgc

Mtr hiQu: QT 05

Lan ban hAnh: 0l

NgAy ban hdnh: 30151201'1

1. MUC DICII
Ouv trlnh ndv quv dinh c6ch thric thUc hi€n c6c Hdnh dQng khic Phuc de lo4i b6

neuvCn;en e6y ra cic-di6m kh6ng phi hqp da xey ra trong qu6 tdnh giei quyet cong

uie" *e- nga" ngta viec tei dien di6m khdng pbir hgp tuong tU'

2.PHAMVI
Ap dgng cho c6c ho+t dong hong HTQLCL cria Vdn phdng IIDND tlnh Tre Vinh'

3. DF.TH NGHIA/VTET TI.T

- FIDKP: Hdnh dOng khic Phrtc

- KPH: Khdng Phi hqP

- QMR: Dai di€n lanh dao

- Hdnh d$ng khic phuc: Hanh tlQng tlugc ti6n hnnh tf6 loei b6nguyen nhen cr:a su

khdng phn hqp ia-duqc ph6t hign hay c6c tinh trang khOng mong mu6n kh6c'

- Su kh6ng phir hqp: SE khdng d6p ung y€u cdu (cua vdn bin ph6p quy va c6c quy

dinh li€n quan).

4. QUY TRiNII

TT HoBt dong Tr6ch
nhi0m

Y€l cAu Bi6u
mau

4.1 Hinh dQng khic phgc

4.1.1 Ph6t hion
tfiiimKPH

MOi c6n
b0, c6ng
chric

Ghi nhAn nOi dung di6m KI6ng Phr)
hqp pb6t hien trong qu6 dnh giei quyet

tht tuc haDh chinh tai Vln Phdng
HDND tinh Tra Vinh theo theo miu
BM 05.01. Trong trudng hqP di6m

kh6ng pht hqp ld c6c khi6u nei kh6ch

hdng tht ngu&i c6 t6ch nhiem ehi nh4n

pnan ndi cua nracn hdng vdo bi6u m6u

BM 05.02 - 56 theo ddi PhAn hOi kh6ch

hdns, sau d6 th6ng b6o cho QMR.

BM
05.01

BM
05.02

4.1.2 Xem x€t vd
chi tlinh
ngudi chl trt

QMR ho{c
Lanh deo
VAn phdng

Xem xdt ban ch6t di6m KPH. N6u
<tr1ng, cht tlinh nguli chrl si theo doi
IDKP theo c6c budc ti€p theo. N€u
thOng chinh x6c, phin h6i vi tr6 ldi voi
ngudi phdn hdi/khi6u n+i. Trong trutug
trqp, kiri6u nei blng vln bdn, th6ng b6o

cho.ngsdi khi€u nd thvc hiln theo Lu4t
khi€u nai, Luit td c6o.

BM
05.01

314



viN PHdNc
HOI DdNc NHAN DAN

rimr rnA vnrn

QIJY TRiNH

Hinh rlQng khiic phr;c

Me hieu: QT 05

Lan ban hADh: 0l
NgAy ban hinh: 30/5t2017

4.1.3 Di€u tra
nguyen nhen
vd <td xuiit
HDKP

Nguli
<Iuqc chi
dinh

Ngudi tluq.c cht dinh rlidu tra nguyCn
nh,6n vd tl€ xuet HDKP len ngudi c6
th6m quy€n.

BM
05.01

4.t.4 PhE duyQt
HDKP

QMR hoec
Ldnl tlao
Vdn phdns

Xem x& kiSt qui diAu tra vd HDKP
<luoc d€ xu6t.

BM
05.01

4.1.5 ThUc hiQn
TIDKP

Ngudi
dugc chl
dinh

Thuc hi€n IDKP theo tt€ xu6t. BM
05.01

4.t.6 Xem xdt ket
qud

QMR ho{c
Lanh dgo
Vtu phdng

Ddnh gi6 k6t qun thgc hiQn HDKP xem
c6 logi bd <lugc nguyGn nh6n cria di6m
KPH vd ngnn ngta vifc r6i di6n. N6u
<lat, cho luu h6 so theo budc ti6p theo.
NCU kh6ng dat. md Y€u cdu HDKP m6i
vd quay trd lai 4- 1.3.

BM
05.01

4.1.7 Luu hd sq Dcm vi
khic phuc

Luu lgi hd so BM
05.01

5. BIEU M,4,U

TT Mn hiiu TGn Bi6u mAu

1. BM 05.01 Y€u c6u hanh tlQng khlc phgc

, BM 05.02 Sd theo d6i phdn h6i crla kh6ch hdng

6. Hd SO CiN IIIU
TT TGn Bi6u miu

t. Y6u c6u hAnh tlQng khic phpc
., 56 theo d6i phin hdi ct:a tnacn hang

i Crt i: H6 so (tuqc luu tai tlon vi c6 hdnh rtQng khic phpc, eCD ISO vd luu trt ttreo
quy ditrh hien hinh.

,+tl
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BM 05.01yiu cAu nAmr DQNG rGi.c pHVc
SO:...........

SF ki6ng phir hqD: f_l oa 
"i" -SF ki6ng phi hqp liCn quan tdi:' 

5i b1"r' .{l Htoni prri, r,qp ! rtan ldi 
"'r" 

maot n-g l--l nC th6ng ctrdt tuqng

E Theo d6i thrl tuc, dich vu n K6tqueddnh gi6 l--l rc,a"

B0 phAn :

MO $ su kt6ng phi hqp:

Ngav Nguoi lap: X{c nh$n:

NguyCn nhan vd IDKP:

Ngudi thuc hi€n: Thdi han hoin thAnh:
Ngudi ph€ duyft: Ngiv:

XAc nhan IDKP

E o* yeu "iu l--l Cl* d4t yeu "Au f l 56 phi6u khons ohi hoo m6i
Ngudi pb6 duyet: Nsev

BM 0t0l -Ycu clu hidr 4ng khi. phuc

jt"t-
NSAy bm hhh:



sd rHEo DOr psANndr cu,c, KHAcHHANc gd cxfc, cor*a oA*"t 
ot'o'

TT NQI DUNG
NGT'OI
PHj,N
xdr

Ncr/dr
NEAN

rc.lv
NEAN

NGAY
TRi.
Ldr

Kf
NEAN

GEI
cEf

BM 0J.02 - 56 dEo dri phnn hdi crs klt{ch htry NSAy ban htrl:



v-4N PHdNG HOI
DdNG NH.IN DiN
TiNH TRA VTNH

QIIY TRIIIH
.t.--.

Nnen dlgn Dol cann no?t ogng

Me hieu: QT 06

Lan ban hAnh: 0l

Ngdy ban hinh: 30/5/2017

MqcLvc
sUA DOI TAI LG. U

l. MucDicH
2. PHAMVI

3. DINH NCH1VVIET TAT

4. NOI DI]NG QUY TRiNH

5. BdUMAU

6. H0 So CANLW

ll,q
il

UO|IC t

Tru&ng Ban chl tlao IS

lth
lt6



VAN PHdNG HOI
DdNG NH,AN DAN
TiNH TRi vrNH

QIIY TRIIIH

Nhin diQn b6i crinh hoft .long

Mi hiQu: QT 06

Lan ban hdnh: Ol

Ngdy ban hAnh: 30/5/2017

YGu clu
s&a .r6i/
b6 sung

Trang / Phln
li6n quan

viec aftr al6i
M6 ti nQi dung sr&a tl6i

LAn ban
hinh / LAn

sftr {f6i

Ngiy ban
hAnh

SUADOITfuLIFU

lr{
2t6



VIN PHdNG HOI
DONG NTriN D.AN
TiNH TRA VINH

QUYTRINH

I\han dien b6i cenh hogt tlQng

Md hi€u: QT 06

LAnbanhinh: 0l

Ngiybanhdnh: 30/5/2017

l.MUCDICH
Quy dinh cu thri phuong ph6p d6nh gi6 b6i cenh, thuc treng hoet dong,cria Van

Dhdnq IDND tlnh nhim nn4n ai€n cac rui ro vd dua ra c6c d6i s6ch kip thqi dd han chd
'n"i"-glai +iCt uiet dii c6c rui ro tta xiy ra, ngtrn ngira kip thqi c6c rui ro tiaim ln.

2. PIIAM \rI AP DT'NG

Ap dUng cho hoat dQng phen fich thgc tr4ng vi xiic dinh rui ro, cc hdi tlinh k!
trong hoet dong quan lj nhd nu6c cria Vdn phdng HDND tinh.

3. DF.IH NGHIA

Xrii ro: T6c tlQng cria su kh6ng chic chin l6n muc tieu.

Nh(n diQn rii ro: Qu6 trlnh tim ki6m. nhan bi6t va rnO ta rui ro.

Plu4n tlch r i ro: Qu6 trinh ttm hiAu bin ch6t crla rui ro ve x6c dinh mrlc nli ro

Mtic rii ro: Mtc dO cia m$t rui ro hay mQt 4p hqp c6c rui ro, th6 hiQn birg su

k6t hqp cac h6 que vi khA n6ng xdy ra cia ch{rng

ThiA IAp biji cdnh: X6c <tinh cdc tham s6 ben ngodi ve noi b0 cen finh d€n khi
quin lj' rui ro vd thiet lep pham vi va tieu chi riri ro cho chinh srich quan lj rui ro.

- BCD: Ban Chi el4o

- HTQLCL: H€ th5ng quAn lf ch6t luqng

- QT: Quy trinh

- TTHC: Thri tgc bdnh chlnh

- ISO: ISO 900I:2015

4. NOI DIJNG

4,1 Didu kiQn thqc hiQn Th'ir tqc

Kh6ng

4.2 Thlnh phan h6 so

Khdng

4.3 S5 tuqng hd sc

Kh6ng

4.4 Thli gian rit f
rneo Ke no4cn

Itt
3t6



QUYTRiI\H
Nhin diQn b6i cinh ho?t dong

viN PHdNG HoI
DONG NHAN D,iN
TiNH TRA !'INH Lan bal hdnh: 0l

Ngdy ban hdnh: 30/5/2017

Nci ti6p nhfn vi trA k6t qui

Quy trtnh xri ly c6Dg viec

Thu kf ISO c6 trdch nhiOm c6n cu
tlnh hlnh chung vd ho4t tlQng crla Vin
phdng, c6c rui ro tidm An vd co hQi,

xay dung k6 hoach phrin tich thuc
trang vd xdc tlinh rui ro cho todn Vtn
phdng hodc cec qu6 trinh, ho4t rtQng

cin thidt ui c6c phdng. b0 phan khac
nhau theo BM 05 .0 I .

Thu lc! ban

chl dao ISO
QuI I

hang nim

K6 ho4ch

phen fch
thgc tr4ng vd
x6c <tinh nii
ro BM 05.01

Bufc
.,

Thu hi ISO hinh Chdnlr Van phong
xem xCt vd ph€ duyet Kii hoach:
+ Trudng hqp phi hqp vOi thpc t6, <tap

rhrg t6t cho ho4r dong qudn lj, Ban
Enh <leo VIn phdng ph€ duyQt vA 16

chtc thuc hien.
+ Trudng hgp K6 ho4ch kh6ng ttdm
beo, Thu hi ISO didu chinh thich hqp.

Thu hy' Ban

Chl doo ISO
Linh d4o

Tdi tla
3 ngdy

f|e noacn

phen dch
thvc tgng vd
x6c dinh rui
ro BM 05.01

Budc

3

Trudc 07 ngdy tidn thai Oeo tT hoactl
Thu lcj ISO tham nuu Enl tfao llra
chgn c6 nh6n &ich hqp, co li€n quan
A6n vip pnan tictr UOi cinh vd xdc dinh
nli ro tham muu Quyiit dhh thenh np
nh6m, ttnh Enh d?o Vin phdng xem
xCl ph6 duy-Et vd thOng b6o d6n c6c

thdnh vi€n c6 li6n ouan

Thu hj Ban

Chl tlao ISO
Ldnh tleo

Vdn phdng

Trudc
phdn tich

7 ngdy

Quyiit <tinh

thdnh lAp

nh6m ph6n

tich rii ro, co
h0i

Butrc
1

h)
4/6



vAN PHdNG HOI
DONGNHANDAN
riwn rnA vnnr

QIIY TRIIYH

Nhfln diQn b5i ctnh holt dQng

Mi hiPu: QT 06

Lan Dan nann: ul

Ngaybanhanh: 30/5/2017

Bufc
4

Thvc hi-€n ph6n dch vi x6c dinh nli ro.

Nh6m phen tich 6p tung vio b6i cinh

ho?t d6,ng:
* Trong nQi bQ:

+ Xem x€t chrlc nlng, nhiQrn q vd

hi€u qui hoat <l0ng cria c6c phdng theo

timg giai do4n

+ Phan tich cdc tdc tlQng cia ngudn

luc (nhen lUc, vAt luc, tdi lUc)

+ Phen tich chi6n lugc va viec kh6ng

tlat hoic di theo thing phuong hudng

Erlh dao da hoach dinh
+ Nhiing hoqt dQng, qud trtnh yiiu

k€m, ph6t sinl nhtng su ph6i hstp truc

tqc cria c6c phdng

+ Viec triiin khai ve tuen thri c6c yCu

ciu HQ th6ng quan lj chSt luqng de

ban hanh

' Vdi b€n ngodi:

| + Slt thay d6i cia c6c quy dinh crlat-.-
I 
v6n ban pnap lu4r Dna nuoc

| + C6o yeu cdrl mong mu6n tt phia t6
t..
I cnuc. ca nnan

| + Quy dinh cria c6c don vi kiem tla,
t..
I gram sat
I

I Nh6m ph6n tich srl dpng phuotg ph6p

I nhen tich dinh dnb ho& tlinh luqng

ldlra tr€n thuc tC hoat dong cua VIn

I nhdne ehi nhfn chi ti€l, cu the vdo bAng

I 
nhAn dieq phen dch b6i cenh hoat dong

I theo BM 05.02, xic tlinh rui ro, co hOit-
I vd tl6i s6ch rheo BM 05.03.

Nh6m phan

tich

Theo k6

hoech

Phan dch b6i

cenh ho?t

tlQng theo

BM 05.02

X6c <linh nli
ro, co hQi vd

di5i s6ch ttreo

BM 05.03

5/6



VAN PHdNG HOI
o0xc r.ru,ir.r ndrv
TiNH TRA VINH

QUYTRINH
Nh$n diin b6i cinh ho?t dong

Md hi6-u: QT 06

Lar ban henh: 0l
Ngdy ban hnnh: 30/5/2017

Budc
5

ThUc hiQn quan ly rni ro, co h6iiaffi
gi6 hiQu que

Thu hj ISO t6ng hqp rh6ng tin rl c6c
thdnh vi€n trong Dh6rB thgc hipn cgp
nhit theo c6c bi6u m6u [€n quan trinh
Enh tl4o VIn phdng ph6 duyet. C6c
phdng bg phdn li€n quan nr t6 chrtc
thyc hipn qic diii s'tch di rhrqc ph€
duyft.

Ban Chl dao ISO ct thdrfi vien thco
ddi, gi6m s6t, l6p phuong 6n thgc hiQn
hdnh dQng kh6c phpc theo BM 05.01
(Quy trbh 05 ThUc hi€n hdnh rtQng
khic phpc) n6u ttrii s6ch giAi quyiit r$i
ro kh6ng duoc thuc hi€n holc co hSi
bi bd qua.

Tlu ki ISO lip b6o c6o tiinh gi6 viQc
ttluc hien d6i s6ch cho ci6m d6c Sd (6
thdnfi6n) tlii xem xit chi dao thuc hien.

C6c phdng,

b0 ph6n

T6 thu hi
Ban chl dao

ISO

Linh tlgo Sd

I neo Ke

hoach/tl6i

s6ch tl6

ph6 duy6t

ban hdnh

6, BIEUMAU

7. Hd sO LUti

hopch phdn tlch thgc trqng ve x6c dinh rui ro

Bdngnhgn difn,phdnti@
Bing xdc rtinh rui ro, co h6i vTcS-ac6lia![

hoach ph6n tich thuc trangtt x6c dinh rUi ro

Beng nhfn dipn, ph6n tich Uiil Canh CC xac alnh rul ro, co n5l
Bdng x6c <tinh nti ro, co h6i vd d-Siilih- riF

Chi j,:Hdsoduqcluu tai "a@

ht
6/6



BM 06.01

}DNDTINHTRAVN{H
v4NrEoltc

L/ Mgc ilich:

IIJ NQi dung, tAn suAt vi thoi gian dg ki6n:

coNc HOAxA Eor cH0NGEIA v4'rNAM
DOc lOp - Tu do _ Hanh phric

rfno+cn
PhAn tfch thgc tr4ng vir xfc tlinh rrii ro

Nim 20.......

B5i cinh hoft
dQng cin quan

tlim

tluing ndm 20
Ph6 duyQtThu lrf ISO Xem x6t



BM 06.02

vAN PHoNc IDND riNs rnA vnur
nn6lr ruAN ricu ntn no

cQxc no,c. xA HQr cEo NGHIA v4r NAM
EQc l$p - Tg do - Henh phric

BANGNHANDfN, rHAN TfcHB6mr cAmrot xAc nprn nurno, congr

Nhfn itinh tdc rtQng dq ki6n

Ghi chi:
N: Blnh thulng A: Bdt binh thudng

Ph€ duyQt

E: KhAn c6p

....., ngay tluing ndm 201..

Nguli l{p



BM 06.03

vAN pHdNG IDND riNn rnA vn in
xn6u rn.Ax ricnnur no

cgxc nOe xA nQr cH0 NGEiA vET NAM
Elglit: rg 39:!to !th'i"

BANG )Lic DF{H Rt[ Ro, coHgr vA D6r sAcH GrAr euytr
NAm: ... ..,.....

D6i s6ch

Ilirnh tlQng

tluing ndn 201..
Ngudi lgp

PhG duyQt



vAN PHdNc
ugr p0rc rnAr nAr.t

TINE TRA VINH

QWrnixn
Xem x6t cia l6nh ilgo

M6 hi$u: QT 07

L6nbanhdoh: 0l

Ngiy ban hinh: 30/51201'7

MUC LUL

SUA DOI TAI LIEU

l. MvcDicH
2. PHAMVI

3. DTNH NGTIIA,^/TET TAT

4. NOIDUNGQUYTRiNH

5. BIEUMAU

6. H0 socANLw

Nguy6n Vdn Quy6nPham Th! Ml Xuy€n

Trudng Ban chl deo ISO

qt

lt4



vAN PHdNG
HOI DONG NHAN DAN

TiNH TRA VINH

QUYTRiNH
Xem x6t cia linh tlgo

Mi hiQu: QT 07

Lio ban hnnh: 0l
NgdybanhAnh: 3015/2017

SI}A DOI TAI LIDU
Y€u c6u

sfis .t6vb6
sung

Trang/PhAn
liOn quan

viec sfta at6i
M6 ti nQi dung srfra rt6i

Lln ban
htnh / LAn

s&a d6i

Ngly ban
hinb

L-

,l
2t4



vAN PHONG
HOIPONGNHANDAN

TINII TRA VINH

QI'YTRiNH
Xem x6t cria linh tl4o

Me hieu: QT 07

Ldn ban hanh: 0l

Ngiybanhdnh: 301512017

1. MUC DICH

Ouv <tinh c6ch thtic ti6n hdnh viQc xem x6t dinh ky hay b6t thudng crla Bnh <l4o

vA ne tn6ng quan ty ch6t tuqng, dam bdo lu6n phri hgp vdr c6 hiQu qu{ d6p ftng c6c yeu

ciu cria ti€u chu.in ISO 900 1 :20 I 5 vd chinh s6ch, mgc ti€u chet luqng de cdng b0.

2. PHAM Vr AP DVNC

Quy trtnh ndy 6p dqng. cho t6t cl c6c cuQc,hgp xem xdt c0a l6nh tleo tei Vdn

phdng HDND tinh Trd Vinh v€ h$ thong quan li chat luqng.

3. DI\IH NGrriA/TiI VrEr rir
Xem xdt ctia ldnh d4o: vifc xem x€t tlinh lcj hoic b6t thudng cia lSnh ttao vd

vioc thuc hiQn h0 thiing quin lf ch6t luqng.

4. NQI DIJNG

_ ViQc xem xdt cria ltrnh <l4o tlugc thgc hi-en theo tlinh ki 0l n[m/l6n ho4c khi c6

yeu cAu dot xuat.

4.1. ChuAn bi hqp

- Tru&ng BCD ISO:

+ An dinh thei gian vd danh s6ch hsp;

+ Cht <lgo thdng b6o cho cdc b0 phan;

+ YOu cAu chuAn bi b6o c6o (muc 5.3).

- C6c thAnh vi€n: chuAn bi beo c6o ve tham dtr cuQc hQp.

4.2. Thnnh phin hgp

- Chi tri: Chd.nh VIn phdng/Ph6 Ch6nh Vdn phdng.

- Tru0ng phdng ho{c ngudi dugc u} quyAn.

4.3. NQi dung hgp

1.3.1. Tru'ng BCD ISO

- Nh|n xdt chung k6t qui thgc hiQn hQ th6ng qu4n lf ch6t luqng.

- Nh{n dinh vi$c th\tc hiQn chinh s6ch chSt lugng trong toan Vdn phdng HDND
tlnh Tre Vinh.

- C0ng b6 vi€c thuc hiQn c6c mgc ti€u, chi ti€u kii ho4ch ve chCt luqng crla Vln
phdng IDND tinh Trd Vinh.

| .. \ '...4- uac Knuyen ngnl ve cal uen.

1.3.2. Cdc Tru ng phdng chuyen mdn

- B60 c6o c6c vAn dd ph6t sinh trong viQc thuc hiQn kii hoach ch6t luqng, viQc 6p

dung h€ th5ng qudn $ ch6t lugng trong qu6 trlnh cung cAp c6o dich ru hAnh chinh hoic
thqc thi nhiQm 4r vd ki6n nghi.

t5



vAN PHdNG
HOI EONG NHAN DAN

TINH TRA VINH

QUY TRiNII

Xem x6t cria liinh tllo

MZ hi€u: QT 07

Lin ban hinh: O I

Ngdybanhinh: 30/5/201?

^ 
-^860 c6o k6t qu6 thgc hiQn cric qu6 trlnh vd sg phr) hqp cria qu6 trinh giii quyilt

cdng viec.

- 86o c6o vd sg tho6 mAn cua klAch hdng (6 chric/c6ng cl6n).
- 86o c6o vti vi6c gi6i quy6t c6c nhu cAu chinh tl6ng cria c6ng d6n.

- - Tinh hinh thuc hiQn c6c hdnh rtQng khic phuc, phdng ngria tai c6c phdng thuQc
Vdn phdng HDND tinh Tre Vinh.

- K6t qud tf6nh gi6 nQi bg vd b€n ngoAi crla c6c phdng chuy6n m6n.
- T6ng hqp c6c khuyiln nghi c6i ti6n.

- Dd xuSt hu6ng cdi tidn.

- Od xudt sria d6i, b6 sung (ndu c6).

4.4. K6t luAn cia Ch6nh Vnn phdng/ph6 Chdnh Vtrn phdng
- Cdc c6ng viQc cin tiiin hd,nh.

, , ,*. 
MtuS cei fii:n he th6ng quAn lf ch6t lugng vd c6c hdnh d6ng khac

phuc/phong ngl:Ia (neu c6).

. , 
- fhTg :ai.li6n. 

li€n quan d€n vifc thgc hiQn cdc quy trinh ISO nhdrn ddp rmg
yeu cau cua cac td chlc/cong ddn vii ciic b€n li€n quan.

+ C6c nhu cdu vd nguiin luc.
r Muc lieu. chinh sdch chdt luong cdn di6u chinh.
+ Bi€n phdp cdi ti6n.

+ PhAn cOng thgc hipn: nguoi thgc hign, thdi han honn thdnh, ngsdi ki6m tr4...
4.5. K6t thric cuoc hQp xem x6t crir linh atto
- LAnh dgo V6n phdng HDND tlnl Trd Vinh:
+ Thdng qua bi€n bin cuSc ho. p theo m6u BM_07_0 | .

+ Chi deo theo d6i viQc thyc hiQn.

- Thu kf BCD ISO:

+ Sao gui bien bdn cugc hgp toi c6c thdnh \.iCn lien quan.
+ Luu bdn g6c bi€n bdn cuQc hgp.

- C6c thinh vi€n: thuc hien nhi€m vu thrqc ph6n cong theo k6t lufn t4i cuQc hgp.
5.LwHoSO

TT Noi dung Don vi luu ft& Thli gian luu

Bi€n bdn cuQc hgp xem x6t cna lanh <tao BCE ISO 03 ndm

6. PHU LUC/BIEU M,{U DiNH KIM
Bi6n bdn cuQc hgp xem xdt qia Enh deo BM-07-01.

4/4



ISO 9001:2015 BM-07-01

BrfN BAN cuQc Hep xEM xfr ctrA LANH DAo
Si5: ......... / Dqt .... ...../20.....

Ngay -....... tMng ......... ndm ............

I.TIIANEPHAN

N. NOI DIJNG XEM XET CtIA LANH DAO

m. KfT LUAN cAc vANDt cAN Trruc HIEN

TT Noi dung c6Eg viec BQ ph$u, cd nhin
thuc hien Thli girn thgc bietr Nguli ki6m

ata

NGIId LAP

Ndi nh$n:
- BLD Vdn phdlg;
- BCD ISO;
- Cdc phdng trvc thuoc Vp;
- Luu: VT;

PIi6 DUYET

BM-07-01

5l

Trang: l/l



vAN PIIONG
HOI DONG NIIAN DAN

rhrs rRA vD{Ir

QITYTRiNH
Ti6p nhgn ttom thu khi6u ngi,

td cio cia c6ng dan
LAn ban hAnh 0l
NgnybanhAnh 30/5t20lZ

MUC LUC
SLIA DOI TAI LEU

l. MUCDiCH

2. PIIAM VI

3. DTNH NGHIA/VIET TAT

4. NOI DT'NG QUY TRiNH

5, BtrUMAU

6. HOSOcANLw

Hulnh TAn Hudng

IDONG

bl
U6



v,{N PHdNG
HOI DdNG NHAN DAN

TiNH TRi. VINH

QUYTRiNH
Ti6p nhAn ilern thu khidu ngi,

t6 ceo cna c6ng dAi

Mn hiQu: eT 08

I-in lan lanfr Of

Ngdy ban hanh 30/5/2017

srlA Ddr rAr LDu
Trang / PhAn
Iien quan
viec sfta d6i

M6 tA nfi dung slla d6i
Lln ban
hAnh / LAn
srta d6i

,;1
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viN PgdNG
HOI DONG NHAN DAN

TINH TRA VINH

QITY TRII\H

Ti5p '+fn .ton thu kbi6u nai,
t6 c6o cfla c6ng dAn

Me hieu: QT 08

Lanbanhanh 0l
Ngdy banhinh 30/5/2017

T.MUCDTCH

Quv tlinh 16 rang, cg thi! vd trintr tu, hd so, thri tuc ti6p nhin, phin lo4i vi
chuyEn tlon thu khi6u nai, tti c6o cta c6ng din tldm bno thri tgrc thqrc hi€n dugc
trung thuc, chinh x6c, ki.p thdi.

2. PHAM VI AP DUNG

- Ap dwre d6i voi hoat tlQng ti6p nhin, phan lo4i vi chuy6n tlon thu khii5u
n4i, t6 crio cria c6ng dAn:

- Thu&ng tr.uc IDND tinh

- Ban Kinh tii - Ngan sech

- Ban Vnn h6a - Xe hQi

- Ban Ph6p ch6

- Ban D6n tdc

- ChAnh Vnn phdng

- Ph6 Ch:inh Vdn phdng

- Phdng HC - TC - QT

3. DF{H NGffA/WET TAT
- Phi6u KSQT: phi6u kiiim so6t qu6 tinh.
- Khi6u n$: liviQc c6ng ddn, cs quan, t6 chfc hoic crin b0, c6ng chric theo

thri.tUc do Lu6t khi€u.npi quy tlinh, d6 nghi co quan, t6 chric, c6 nh6n c6 thim
quy€n xem x6t lgi quy6t di"h hg,h chinh, hanh vi hanh chinh cria co quan hdnh
chinh nhi nu6c, cria nguoi co thdm quy6n trong co quan hdnh chinh nhd nu6c hoic
quy€t t{nh lc} luft c.in bQ, cdng chirci<hi c6 cin ql cho rlag quy6t tlnh hoflc hAnh
vi d6 h tAi ph6p lufg xim phgm quy6n, lgi ich hqp phSp cria minh.

^t , . . ^..t , --^T6 c6o: ld viQc c6ng. dan theo thri tr;c do Luat t6 c6o quy tllnh b6o cho co
quan, t6 chuc, c6 nh6n c6 thdm quydn bi6t vd hanh vi vi ph4m ph6p luft cria b6t crl
co quan, t6 chr?c, c6 nhAn ndo giy thiQt hgi hoflc tle dga gay thiQt hai lgi ich crla
Md nu6c, quydn, lqi ich hap ph6p cua c6ng dAn, co quan, t6 chrtc.

- Nguoi khi6u n4i: ld c6ng din, co quan, t6 chric hofu crin b6, c6ng chric
thuc hiQn quy€n khi6u nai.

- Cc quan,.t6 chric c6 thAm quyln khiiiu n4i bao g6rn:.co quan nhd nudc, t6
chric chinh tri, t6 chtc chinh tri - xa hQi, t6 chric xd hOi, t6 chric xi hQi - nghA
nghi-6p, t6 chric kinh Ui, tlon vi vfr trang nhan dan.

- Nguoi t6 c6o: li c6ng din thpc hiQn quyAn t6 c6o.

(,,'
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vAN PHdNG
HOI DONG NHAN DAN

TINII TRA VINH

QUYTRINH
Ti6p ntgn ttan thu khi6u n4i,

t6 c6o crla c6og dAn

Mi hidu: oT nR

Ldn ban hanh 01

Ngny ban hAnh 30/5/2017

, - Nguoi b! khi€u n4i: ld co quan hanh chinh nhd nu6c ho[c ngudi c6 thAmq:Iin.q?1q,"o ql- hdnh chffi nhi nudc c6 quy6t ttlnh hanh chinh, hdnh vi hAnh
chinh bi khi€u nqi; cc quan, td chtc, c6 nhan co thirn quydn co quy6t dinh lci luit
c6n b6, c6ng chrtc bi khiiSu nai.

- Nguii bi ti5 c6o: ti co quan, td chrtc, c6 nh6n c6 hinh vi bi ti5 c6o.

... - fqyyl gini. quyiit khi6u n4i: li co quan, t6 chric, cri nhan c6 thAm quydn
giii quy€t khi6u nai.

, ; )jC"d'i giai quyiit ti5 c6o: ld co quan, td chfc, c6 nh6n c6 thim quydn giai
quyet t6 c6o.

4. NOI DUNG QUY TRiNH

Didu kipn thqc hifn Thi tpc hAnh chtnh

TbAnh phAn bd sc

- Don khiiSu nai, ti5 c6o

- Tdi li€u kdm theo tlon (n6u c6)

- C6ng vdn chuy6n cr)a co quan kh6c

- Tei lieu ktm theo_ c6ng vdn:
+ Dcm khi€u n4i, t6 c6o
+ Tei neu kdm theo rton (niiu c6)

56 luqng hd scr

l0 ngAy ldm vifo. Khong tinh thdi gian trao d6i y kiiin v6i c6c Sd, ngdnh, <tia
phuong (n€u c6)

Nrrt ti6p nhsn yt trt k6t qun

-. Phdng HC-TC-QT: + NhAn dsn tsUc tidp khi phdng HC-TC_eT riep cong den
do Thudng trgc, c6c Ban HDND ttnh (ggi tit U t-antr aaoy ctruyen A6n.

+ Nhan qua tludng buu rli€n.



vAN PHdNG
HOI DONG NEAN D.iN

TiNE TR.tr. vrNII

QITYTRiNE
Ti6p thin tton thu khi5u nsi,

t6 c6o cfra c6ng dln

Mi hipu: eT 08

I,,an Uan Hotr 0l
Ngeyban henh 30/52017

Quy trlnh xft |f cOng vifc

Bi6u mAu/I(6t qu6

Tiiip nhfn hd so tnJc tiiip, qua
<lu&ng brru diQn honc do Ldnh
d+o chuy€n dCn.

Phdng HC-
TC-QT Thdnh phAn h6 so

theo muc 4.2

- vao s6 thu ly.
- Nghi€n cr?u hii so, x6c minh
(ndu c6).
- DU thao vdn ban xi ly.
- Trinh Hnh ilao Phdng.

Chuy€n vi6n
phdng HC-
TC-QT

-Hd so li€n quan
-Bien ben x6c
minh (n€u c6)
-Du thdo vtn ben
-Phi6u KSQT

Xem x6t, chiDh ly, hodn cblnh
dU th6o vln ban, trinh lanh <lgo
Vin phdng xem xdt

Lanh deo
Phdng HC-
TC-QT

-Hd so li€n quan
-Bien ben x6c
minh (n6u c6)
-DU theo vin bin
-Phi6u KSQT

Trinh Thudng tr.uc IIDND tlnh
ky ho6c LD Vin phdne lcf
thrta l€nh vin ban chuyili aon,
thu

- Thudng hgc
HDND tlnh
- LD Vnn
phdns ory
thrla lenh)

02
ngdy

- Hd so li6n quan
-Bi€n bdn x6c
minh (n6u c6)
- VIn b6n chuydn
tlorL thu
-Phi6u KSQT

- Cho s6, a6ng Otiu.
- Ph6t hdnh v5n ben

Phdng HC-
TC-QT %ngdy

-Hd so li€n quan
-Bien ban x6c
minh (n6u c6)
- VIn bAn chuydn

- Phi6u KSQT

Co sd ph6p |f
C6c vdn bdn phdp quy li€n quan

5t6



v,iN PHdNG
HQI DdNG NHiN DAN

TINH TRA VII\M

QUYTRiNH
Ti6p nhin tlon tbu khi6u n4i,

ro cao cua cong dto

Md hiQu: QT 08

Lanbanhdnh 0l
Ngny banhAnh 30/5/2017

5. BIiU MAU

TT TGn Bi6u mAu

l. Phi6u kidm sorit ou6 trinh
', Brio c5o th6ng kC

rT TGn h6 sc Nai luu Th&i gian luu t6i thi6u

0t B$ hd so theo muc 4.2 (khi
can thiet) Phdng HC-TC-QT 10 ndm

02 Ven bdn xt lf Phdng HC-TC-QT l0 ntrm

03 s6 thu bt Phdng HC-TC-QT Ldu dai

04 Phi6u kiiim sodt qu6 trinh Phdng HC-TC-QT 0l nf,m

05
86o c6o th6ng k6 ph6n tich
dt liQu

Phdng HC-TC-QT
01 nam

6. Ed SO LUIJ

Hd sc lrru bao gdm nhiing thinh pbAn sau:

Chri j: H6 so <luoc luu tai cric Phdng li€n quan vd lrru trt theo quy <linh hi€n hdnh.

6t
6t6



VAN PHONG
HC-TC-QT

Eleu so t
coNG rr0A Xi Hor cn0 NcffA VrfT NAM

EQc lgp - TU do - H4nh phrtc

PlTfU IdM soAT aUA TRiNE
TCn sdr phln: Ti6p nh$n itcn thu khi6u ngi, t6 c6o cia c6ne din

ThM hgu giti quy6t: l0 rgiy ltm vifc

TGn hd so:
,nU... Nslv hen trl:------ / ttm N-4,, L^-.r rl-.,-4-

TT B0 phl! rhsc hieD Noi d!!g c8rg vits

wtt,,,...t.....J zv I
Thdt
gra!

chuln

Nsty
thlDg

gi.o Yt lV
grrot

Ngtv
th,[og

lhltr vl
k9 nhin'!

B6 surg ES
Nsly / / Ghi

chtNctv
ahfuqr Kf giaolnh{u'

0l B0 ph{n ti6p c6ng den

Phdng HC-TCQT
Ti€p nhSn hd sq trvc tidp, qua dudng buu dign holc do
LAnI dgo chuyen den. Y,

02
Chuyen vien phdng
HC-TCQT

rJ lrong y
O Sta ohftr
O Lttn lqi holc ti sung tis:

- Vto sd rlu lt.
- Nghi€n cfu h6 sq xAc minh (n6u c6).
- DU thio vtn bdn xt lr.
- Trtnh Trudns Dhdne.

UJ

03
Ttudng phdog HC-TC-
QT

O Stla ch{h
O Ltrn ld holc b6 sung HSI

Xem x€t, chlnh lj, hoAn chlnh dtr thno
Hnh dao Vtn ohdne xem x&

bar!

02

04

-Thuamg trlrc IDND
dnh
- LE Vdn phdng (kj
thua lenh)

O Sna ch{h
O l^im lgi ho& b6 sung HSI

T14 ft6e tw IEND tlnh ho& LD vin phdns hi
th}a lenh vtn b6n cbuy€n dort tbu.

02

05 Phdng HC-TC-QT - uho s6, 1t0ng d6u
- Phdt htnll Y2



. ergl&!:L Chi ng y thAng thw G tong quA Einh t6c nghiep.

2. Muc dlch lA ilrm bio nfns khAu/b6 phin ltm dung th€o s6 ngey de chu6n h6&

;. ffi;;il 
"-u";,-1f,yl;'fii,rli1"-5ft 

;0"g rti nehiep i ih6t sinh tsons qu{ trtnh tdcnghiep. c6 ba htnh thft xf ly: I/yeu ciu ngu}i lAm sts ch$a l$i

vd-sau d6 chuy.n giao; 2,46i tdrr y€u clu lAm lei; c6 th6 pMi ra vdn bAn trA ho& y€u cdu M rrtc h6 so: 3/t kiCn kldc (ntu c6).



vAN PHdNG
HC-TC-QT

CONG HdA XA HOI CHI NGHTA VIOT NAM
Doc lgp -TU do - H?trh pb{c

BAo cAo rEONG rd, pnAx ricn Dt/ LIBU eW_/
Tinh tir ngiry _ l_l_d5n | |

TT cAc cHi Trtu THdNc rd
LTNH!'trc

Tiop nh6n aldn thu khi6u n|i, t6 c{o crta
c6ng din

1.1 r(3r QUA xrl Lf sd so:

Hd w hoAn tit trong quf

- Sd lugng h6 so xri lf <lung thd giar

- Sii lugng hd so xri lf tr6 thdi gian

2.

H6 so <laog xrl lj (tdn dgng) chuy6n sang quf sau

- Cdn trong h4n (tlung ti6n tlo xir li)

- Da hE hsn (da tI€ ti6n dO)

- rong co.ng

r.2 DriNE GLi rdT euA so vdr MUc r$u: Ktr euA D4.r Drtqc (%)

@g.,$eg: I 00% hd so gidi quy6t drmg thoi gian.

13 PHAN TiCH DU L4U:
l Nguyen nh6n din d6n tr6 fun

H6 so
bitle

CONG DOAN PHAT SINH (XAY RA) TRE HAN
Tiep nhArl h6

so
Chuyen vien

thu lV
Lgnh deo

phdns L6!h dao VP
Thuing tUc
IIDND tLDh

KMc

2. O Htuh tfQng khic phtrc O DE xu6t/<iiin nghi

Ngdy _ qdng_ nln 201 Ngny _ thdng _ nr'n 201_

Ngudi phG duyQtNguli b{o c{o

c6



vAN PHdNG
HOIDdNGNHANDAN

TINH TRA YINH

QUYTRiNE
PhG chuAn k6t quA bAu crfr

Chn tich, Ph6 Chfr tich
IIDND c6p huyin

Mi hiQu: QT 09

tdnlanUnl 0l

Ngdy banhnnh 30/5/2017

MUCLVC
sUA DOI TAI LIFU

1. MUCDICH

2. PHAMVI
3. DII.IH NGHIA,/VIET TAT

4. NOI D{JNG QUY TRiNH

5. BEUMAU
6. Ho So CANLw

Vdn Quydn

'DC i,jC

Ph6 Ch6nh VAn phdng-

sI}ADOITAJLIFU
YOu cAu
s&a d6i/
b5 sung

Trang / PhAn
li€n qqsn
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I.MUCDiCH

Qrjy dtnh chi titit trinh rU rhrl ruc phC chudn ki5t qua biu crl Chri tich, ph6 Chi tich
IDND cdp huyQn theo quy dinh cta ph6p luat.

2.PHAMVr
- $n ctunc d6i v6i vigc ph6 chuAn k6t qun bdu ct crta Chri tich, ph6 Cht tich

HDND cdp huyQn.

- Ch6nh VEn phdng.

- Ph6 Ch6nh Vln phdng.

- Phdng HC-TC-QT.

- Phdng T6ng hqp.

3. DINr{ NGHIA/vrtr rAT
- Phi6u KSQT: phiiiu ki6m so6t qu6 rrinh.

- HC-TC-QT; Hdnh chinh - T6 chric - eudn tr!.

- HDND: Hgi <l6ng nhdn dAn.

4. NQI DUNG QT'Y TRh.IH

4.1 Ei6u kien thFc hien Thi tuc hinh chtnh

Khdng

ThAnh phAn hd sc BAn lBdn
chlnh I sao

4.2

4.2.1 Td nbh-cria Thudng Wc IDND huyen - thi xA - thenh ph6 dd nshi
ph6 chuAn k€t quA biu cri Chrl ticll ph6 Chn tich IDND cdD hu;en
kCm thm danh stuh tsicb ngang ngudi ttuqc <td nghi phe chuAn. 

'

Bi€n bnn ki6m phi6u x
4.2.3 Nghi quy€t cna HDND x6c nhdn k6t que biu cri chric danh rr€n. x
4.2.4 f9.r€9 ! f!9! loeo m6u 2c-2008/BNV ban hdnh kdm tbeo euydr

<linh s6 02D008/QD-BNV ngiy 06/10t2008 crla B0 NQi vu) X

4.2.5 O,a1^t<! $li tai san, ttru nhgp c6 nh6n (ban hnnh kdm theo Th6ng hr
s6 082013rTI-TTCP ngdy 311102013 cua Thanh tra Chtnh phir). x

1.2,O Van bdn d6ng f v,! nh6n su dd blu git c6c chric w ChU rich, ph6
Chn tich HDND cep huyfn crla co quan c6 thdrn quyBn theo phen
c6p qudn I crin b6.

x
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viNPHONG
EOIDONGNEANDAN

TINH TRA VINH

QTTY TRINII

PhG chuln k6t qui blu crfr

Chn tich, Pb6 Chrl tich
IDND cip huyQn

Md hiQu: QT 09

Lan Dan nann ul

NgaybanhAnh 30/5/2017

4.3 56 luqng h6 so

01 (bo)

4.4 Thli giaD xft ly

10 ngdy ldm viQc k€ tir khi nhan h0 so

4.5 Noi ti€p nbin vi trA k6t quA

Phdng HC-TC-QT

4.6 r,0 phi

Kh0ng

4.7 Quy trtnh rri f cdng viQc

Trinh tu Tr6ch nhiQm fhoi gian Biiiu mlu/K6t qui

B1 Tiiip nhfn,tidm tra tha*r pnan hd
sq l6p Phi€u ki€m so6t qu6 trinh..
- NhAl tru.c tiep thi kiem tla h6
so; n€u hd so _el[ vd <lfng theo
Thanh ohdn h6 so tai 4.2 tht
cnuydn nnOng T6ng hqp d6 th\rc
hiQn 82. N€u kh6ng ttd, khAng
dfng h6 so theo 4.2 thi trd h6 so
lai cho ngudi gff dA b6 sung dAy
dt hO so.
- Nhan q\a buu tliQn thi chuy6n
todn b0 h0 so cho Phdng T6ng
hqp d6 thuc hiPn 82.

Phdng

QT
HC-TC- ll2 ngiry

FI6 so li€n quan

SO cdng l{n tl€n
Phi6u KSQT

B2 ThAm dinh tr6 so:
- Hq'p lQ thi du theo Quy6t dinh
ph6 chuAn trinh Ldnh tl4o Vnn
phdng ki6m he ghlnh l!, hoen
cbinh d\r thdo Quy€t dinh.
- Kh6ng hqp le thi dU theo vln
b'in S l&i tinh LSnh tlao Vln
phdng ki6m tr4 chtnl l)t, hoan
chinh du thao vtn ban tre ldi.

- Chuy0n vi€n
pnong l ong
hqp
- Lanh tl4o
pnong r ong
hgrp
- Lanh d4o VAn
phdng

03 ngdy

-H6 so li€n
quan
-Dr th6o QD/
VIn bAn tra ldi
- Phi6u KSQT

6.)
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vAN PHdNG
HOID6NGNHANDAN

TINH TfuI VINH

Qrl.r rRiNH
PhG chuAn k6t qui bAu crfr

Chi tich, Ph6 Chi tich
HDND cfp huyQn

Md hiQu: QT 09

LAnbanhanh 0l
Ngdy banhanh 30/5/2017

B3

Trinh Hnh tl4o Vdn phdng cho y'

- LSnh tl4o
pnong r ong
hqp
- Lenh <l4o Vin
phdng

- Hii so li€n
qrun
-Ds thdo QE/
Vdn ben trn ldi
- Phiiiu KSQT

B4

Tdnh cuQc hgp Thudng tr\.rc
IDND tinh ho{c xin y' ki6n tirng
thdnh vi6n Thulng trgc HDND
tlnh.

- Llnh tl4o Vdn
phdng
- Thudng trgc
HDND tiNh.

Veo
cuoc
hq.p b6o
tuan cria
Thudng
tluc
}IDND
tinh.

-H0 so liCn
quan
-Du th6o

QD/V{n b6n
tra loi

B5 - Xem x€t vd tcj tdt Quy€t tlinh
hoic vin ban tIA ldi.
- Trinh Thudng truc HDND tinh.

- Lnnh <lao VIn

- Chuy€n viOn
pnong r ong
hqp

l/2 rrgity

-H6 so li6n
quan
-Quyet
.linh/VIn b6n
tre loi
-Phi6u KSQT

B6 - Xem x€t vd lci Quyiir dinh ho{c
Yin ben tra ldi.
- Chuyiin phdng HC-TC-QT

Thudng trgc
HDND IiNI 01 ngdy

B7 -Ghi s0 vd ngdy, thdng, ntun ph6t
hinh v6n bdn.
-Nhin b6n, tt6ng d6u vIn bAn.
-Vdo s0 c6ng vdn tli.
- Ph6t hdnh v6n b6n.

Vdn thu 01 ngdy

-H6
quan
- Qoy6t dinh/
VnD bAn tra ldi
- Phi6u KSQT
- Sd c6ng vdn di

4.E Cc sO ph{p lf
C6c v[n bnn pMp quy lien quan

5, BIiU MAU

TT TGn Bi6u miu

1. Phiiiu ki6m so6t ou6 trtnh

t 86o o4o thong k€ phen tich dt lieu
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vtrN PHdNG
HQI PONG NH,IN DAN

TINII TRA VINH

QUY TRII\H

PhG chuin k6t quA biu crt
Chrl tich, Ph6 Chfr tich

IDND clp huyfn

Ma hieu: QT 09

Lan Dan nann ul

NgAy ban hAnh 30/52017

6. Ho So LrlU
IId sc luu bao gdm nhiing thAnh phAn sau:

TT T€n hd sc Nci luu Thdi gian lrru
t6i thieu

0l BQ h6 so theo muc 4.2 - Phdng HC-TC-QT

- Phdng T6ng hqp

LAu ddi

02 Quyiit dinh/vrn bdn tre ldi Ldu ddi

03 B6o c6o th6ng k€ ph6n tich dit liQu Phdng TOng hqp 0l ndm

vl
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vAN PHdNG
PEdNG TONG IIqP

CONG IIOA XA EOI CEIT NGEIA VTOT NAM
DQc lip - TF do - Esr phtc

PIrrf'U IdM soAr QUA rRiNE
TOn stn phim: Ph6 chuAn k6t qui bAu cir Chrl tich, Ph6 Chrl qch mND cAp huyfn

Thli h1n giii quy6t: 10 ngty ltm vifc
TOn hd s<r: "6

IAn 2 (n6u

IT B0 phAD thFc hietr Noi dung c6ng viec
ThM
gi.l

chuln

Ngty thdng
giro vi W giaor

NgAy tMng rb$D
vA

kf nh{nr

Bd surg ES
NsAv / / f ki6r cia.c6ag

ito{tr sru il6i vti
cODg dogn trutc'Ngtv.

rh{trs'
"r"#tne"'

0t Phdng HC-TCQT

TiCt nh$n, kiem tra thAnh phin h6 so, lip
Phi€u kiem sodt ou, trinh.
- Nhi$ trvc ti6p ihi kidm tra hd so;. n6u h6
so ifii vl dung theo Th.inh phCn h6 so tai
4.2 thi chuydn Phdng T6ng hqp d6 $uc
hiQn 82. N€u k16.ng dn, kh6ng iilng h6 so
the. 4.2 thi tri b6 so lai cho ngudi grti dd
b6 sung il6y iN h6 so.

- NhAn qua buudiCn thi chry6n tonn bO hd
so cho Phdng T6ns hqp d€ thuc hi€n 82.

%

ngdy

02

Chuyen vi€n phdng
T6ng hqp

Lann oto pnong r ong
hqp

Innh d4o Vln phdng

ThAm itinl h6 so:
- Hqp lC tht du theo Quyet ilinh ph€ ohuAn
dnh Lenh d?o VIn phdog ki€m tr4 chinh
lt, holn chinh dv thto Quyet dinh.
- Kh6ng hqp lC thi dU lhAo vdn bin trd ldi
tdnh Lgnh d$o Vln phdng ki&r tra, chlnh
li, hoin chlnl du theo v6n ben t.i lli.

03

ngay

O Slrd chta
O Lln hi ho& b6
sung HS:

03

Innh d4o phdng T6ng
hqp

Lanh d$o VIn phdng
Trlnh l6nh deo VIn phdng cho y ki6n

04

L:iDh dSo V{n phdng

Thulng trvc HDND
tinh.

Trtnh cuoc h9p Thudng truc }DND tiDh
ho{c xin t kien timg thenh vien Thudng
trw HDND dnh.

D:\qoNGLY\SO000I -20 | t\ot. c'c qT .[ur!' 'lnwli9 pb. chu l.r qu bru 4\Fiic! y\sQT.doc



m B0 phln thrlc hietr Noi dung c6!g vits
Thdi
Sirl

ch'|en

NgAy th{ng .
giao vl LY giro'

Ngly tb{ng DhAn
vi

kf nh{n'

86 ruag ES
NsAv / / i' ki6n cia c6ng

itosr rru il6i vti-
c6trg ilotn trutrc'Ncav.

th{ns' *i""f"ttl*

05

- LD VIn phdng

- ChuyCn victr phdng
T6ng hgp

- Xem xet ve Id rrit Quyet dinh ho{c v'n
bitr fi ldi.
- Tilnh Thudng tnrc HEND ttnh,

%

ngay

Y ki€n kh6c (neu c6):

06
Thudng hlrc HDND
tlnh

- Xem x6t vd kj Quy6t dini ho{c vln bin
trt ldi.
- Chuydn phdng HC-TCQT.

0l
ngay

07
Vdn thu phdng HC-
TC-QT

- Ghi s6 vd ngdy, thtu& ntm pMt hlnh
vtro b.itr.
- M6.u biu, il6ng diu vdn btn.
- vno s6 c6trg vln di.
- Phit hADh vIn ben.

0l
ngay

e!!l!!s!:
Ghi ngny thitng rhgc td tong qui tinh tic aghi$p.l.

2.
1.

Myc dlch lt ilim blo tirmg lniu/bo phatr Hln dridg th€o s6 nCy da chu6n h6a.Muc ilich lA diD b|o tnng kntu/bA phliD larn gutrg lneo so ngay oa cnuan noa.

Muc dlch cua cot triy li ohiD kiam so6t nbfiT|g l5i nghi{p w ph& sinh tron8 quA trinh lac nghiep..C6 ba hinh thfc
chuvdn piao: 2/l5i l6n. veu ciu lin bir c6 the phai rE v6n ban tre hoic veu c6u bo tic h6 so; l/i ki6n kh6c (n€u co).

qu, trinh tic nghiep. C6 ba hinh thrnc x't li: l/yeu cau ngudi Dm $ta chta lai vi' sau d6

chuydn giao; Z45i l6n, y€u ciu hm lei; c6 th6 phai ra v6n ban tri hoic yeu cdu

D:\HONCLY{SO\9OOI-201t\ot, Crc qr dlFd mnqHD p6. .hu, t t qu 5ru d\Pti.u r\sqT iloc



v^IN PHONG
HOIDONG
rrifnnfur
rforn rnL

VINII

QTIY TRII\E
Xrfr lf cfc vtrn bAn d6n crla UBND, c6c S&,
nginh tinb, Tbulng-trqc IIDND huyQn 

--
thi xn - thAnh ph6 vO.nhftng n$i dung tt6

nghi, trao al6i, xin t ki6n,... cin c6 sg tri liri
bitrg vin bin cfla Thu]ng trFc HDND tinh

M6hiQu: QT l0

Lan Dan nann ul
,Igdybanhdnh 30/5/2017

MVcLUc
SUA DdI TAI LTEU

l. MqcDicH
2. PHAMVT
3. DINH NGI{A/VIET TAT
4. NOI DT]NG QUY TRINH
5. BIEUMAU
6. HO SO CANLUU

Hujnh Th6i Arth Thu VIn QuyCn

ti,

Ph6 Ch6nh VAn phdng

sl}ADOrrArLrEu
Y€u cAu
srra c6in6
sung

Trang/PhAn
li6n qqan
vi6c sfra tl6i

M6 ti nQi dung sfra dl6i
LAn brn
hinh/Lin
s&a tt6i

Ngiy ban
hlnh

-lt 
I t/5



VAN PHdNG
Hol DoNG
NHAN DAN
rfuirrnA

YIIIH

QUYTRiNH
Xrfr lj cic viu bin tt6n crira UBND, c6c Sri,
nginh tinh, Thuttrg.trgc HDND huyen.-
thi x[ - th]nh ph6 v6-nbtrng noi dung atd

nghi, trao d6i, ritr i ki€n,.., c6n c6 sq tri ldi
btrng vlin bdn cia ThulDg trFc HDND tlnh

Md hiQu: QT l0

LAn ban henh 0l
tlgAy ban hinh 30/52017

r.MucDICH
Quy ttinh th6ng nh6t trinh tr; ti6p nhAn, ,oi li c6c v6n bdn tliin crja UBND,

c6c Sd,. nganh tinh, Thudng tr.uc. HDND huyQn - thi xd -. thinh ph6 v6 nhtng nQi
dung tl€ nghi, rao d6i, xin 1i ki6n,... cin c6 su trd loi bing vin ban cria Thuong
truc IIDND tinh.

2. PHAM VI AP DI.'NG

- Xri lj c6c vdn ban rl€n cua UBND, cric Sd, ngdnh tinh, Thuong truc
HD).ID huyQn - thi xe -.thanh phti vi nhtng nQi dung aB nghl, truo d6i.-xin i
ki€n,... cdn c6 su tr6 loi b6ng vnn btim cria Thudng trgc IDND tinh.

- Thudng t4rc HDND

- Ban Kinh tii - Ngan sach

- Ban Vin h6a - Xd h6i

- Ban Phrip chi!

- Ban Din t6c

- ChriLfi Ven phdng

- Ph6 Chrioh Vin phdng

- Phdng HC-TC-QT

- rnong r ong hgp

3. DF{HNGffA/Vsr rAr
- Ven ben tl6n bao g6m: vln bin cua UBND tinh, cric So, ngdnh tinh,

TlyonS tu.. IONO huyQn - thi.x6 - thanh.phi5 vA nhrng nQi dung dA nghi, trao
tl6i, xin ! ki6n,... thuQc thAm quy6n giii quyiit cria Thudng tr\rc IDND tinh.

- HC-TC-QT: HAnh chinh - T6 chtc - Quan hi.
- HDND: HQi tf6ng nhan den

1tt
a5



vAN PEONG
HOI DONG
NHAN DAN
TINH TRi

VINH

QIIY TRINH

Xfr $ c6c vin bin it5n crla IJBND, c6c S4
ngirnh tinh, Thulng.tr$c IDND huyen.-
thi xA - thAnh ph6 v€ nbtrng n$i dung tl6

nghi, trao tl6i, xin f ki6n,... c6n c6 sq trA liri
bing vin bin cia Thulng trgc IIDND tiuh

Mi hiQu: QT l0

Lan banhAnh 01

,Igdy ban hAnh 30/5/2017

4. NQI DIJNG QTTY TRiNH
4.1 Thirnh phin hd so

- C6c vdn ban d6n.

* Thli bgn giii quy6t thoi han giii quy6t theo y6u cdu cria vdn bi,n d6n,
tuong hqrp vnn ban el6n kh6ng quy dinh thdi gian thi thuc hi-6n theo y€u ciu cia
LEnh <l4o cc quan, (d4ng vdn ban tlon gian); trumg hqp vin ban phfc tap can c6 su
trao d6i th6ng nhat ho{c sU phdi h{p giii quy€t cria nhi6u Sd, Ban, ngdnh, huyQn -
th! x.6 - $nnh ph6 ho{c cAn ph6i di khio s6t hiQn tr4ng thi tuy tinh hinh thqc t6 s€
c6 tl6 xu6t ting thdi gian.

4.2 Thgc hiQn

TT NQi dung c6ng viQc
BQ ph$n thgc

hiQn
Thiri gian

(ngnv) Hd scr

Tiep nh$n vdn ban <l€n,

ki€m tr4 ph6a loei so b0,
tt6ng c6u "ttiin", .ghi sii vd
ngdy <l€n, nh6p s6 theo ddi
xu ,Iy' vdn.bAn tl€n, ghi
phi€u chuy€n vdn bdn tl€
tinh LD Vdn phdng xt $.

- Van thu

- Trudng phdng
HC-TC-QT

0t

-VIn b6n d6n

. Phiiiu gi6i quyiit vlr
rAn d€n @M 10.01)

' 56 trco d6i nt ry vnr
rdn tl€n @M 10.02)

2

-Ghi j ki6n phan ph6i vd
thdi. gian gi6i quy6t vdo
phi€u. chuy6n vdn bAn.
Chuy€n vtrn thu.

LD vtn phdng
- Vnn bin d6n

' Phi6l giii quy6t vin
dn tl€n @M 10.01)

-Vdo s6 vd chuy6n vin
bin tl€n c6c phdng li€n
quan. Cdc phdng c6 liCn
quan ki nhfn vdo sd crla
vtrn thu.

VIn thu

-Vdn bdn diin

-Phi6u giii quy6t ver
bin <l€n @M 10.01)

-Sd theo doi xri g
vIn bin tl€n @M
10.02)

-Lnnh dao Phdng c6 lien
quan phen c6ng chuy€n
vi€n thgc hiQn viQc gidi
quyet vrn ben.

-LAnh tl4o Phdng
c6 li€n quan

-Chuy€n vi€n
l/2

- VIn bdn tt6n

. Phi6l gidi quy6t v&
rin <l€n @M 10.01)

)b
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VAN PHONG
IIOI DONC
mrAnoAx
rira rnA

VINH

QUYTRiNH
Xfr-lf c6c vin bln d5n cria UBND, c6c S&,
ngnnh tinh, Thulng-trFc HDND huyer _

:li :1^-^'i1?._.t-r9 
v6 nrrnq noi aunsad

Dghi, trao .t6i, xitr y ki6n,,.. ctrn c6 sg tra tdri
bitrg viD bin cia Thulng rrgc HDND tiDb

Md hi€u: OT I n

LAn ban henh 0l
g'dy ban hAnh 30/5/2017

NQi dung c6ng viQc

- DU, th6o vIn briur giii
quyet.

-Trlnh lADh deo Vdn
phdng cho f kiiln;

- Chuydn dy f ki&r oh Ban
HDND tlnh theo linh v.uc.

- Trao d6i y kiiin vdi citc Sq
ngdnh li€n quan (n6u co).

-Xem xdt, chlnh lj, hodLn
chlnh d\r thio vln ban.

- Chuyen vien

- L6nh tl4o c6c
phdng li€n quan

- Ldnh <l4o Vdn
phdng

- Ban HDND tinh
theo linh qrc.

Theo y€u
cdu cria

Ban
HDND

tinh

-VIn bin d6n

PhiiSu gini quytit v
odn @t\a ld.o1

-DU thio vIn ban
gidi quy6t

- Phi6u theo d6i qu6
trtnh gidi quy6r (BM
10.03). (fruong hqp
cdn kio ddi thdi
gian gidi quy*).

HQp Thudng trfrc IDND
tinh de xem xdt, cho y
ki€n <l6i vdi du theo vdn
bAn trd ldi.

Thudng tryc
HDND tlnh

Vdo cuoc
hAp b{4o

hang tu6n
qla

Thudng

rDND
tinh

- VAn bdn rl6n

- Phiiiu giei quy6t
ben d6n (BM 10.01)

-Dg th6o vln bAn
gi6i quy6t

- Phiiiu theo d6i qu6
ftiDh giei quyet (BM
10.03). (Tnmng hap
can kio ddi thdi
gian g ti quyii).

-Xeqr xCt, hj tit vd
chuydn chuy€n vi€n dA
trlnh Thulng truc HDND
tlnh.lcy' duyQt vdn brin giei
quy€t.

Ldnh <leo Vdn
phdng

-VIn bdn d6n

-Philiu gidi quydt
ben <li!n @lvr 10.01)

- VIn bdn giii quy6r

- Xem xdt vd. hi duyet vdn
bdn gidi quy6t.

Thudng truc
IIDND tlnh

- Vdn bdn tf6n

- Phi6u gidi quy6t
bdn d6n (BM lb.ol)
-VIrr ben gidi quydr

:l)
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vAN PUdNG
. Horppilrc
NIIAN DAI{
fiffirrni.

VIIYH

QUYTRINH
X& $ c6c vin bAu d6n crla UBND, c6c S4
nginh tinh, Thulng.trqc HDND huyen,-
thi xl - tbAnb ph6 v6.nbitnq nQi dung tl6

ngbi, trao il6i, xir f kiGn,... c6n c6 sg trA lM
bing vin bin cia Thulng t4rc HDND tinh

Md hiQu: QT l0

Lan Dan nann ul
,Igny ban hdoh 30/5/2017

T'I NQi dung c6ng viQc
BQ pbQn thu,c

hiQn
Thdi gian

(ngnv)
Hd so

9

- Ghi s5 vd ngdy, th6ng,
nIm ph6t hanh v{n bdn.

-Nnan Dan, oong oau van
ben.

-Vdo s6 cdng vdn <li.

-Ph6t henh vdn ban.

Van thu 0l

-Van bin tf6n

- Phiiiu gidi quy6t var
bdn <l€n @M 10.01)

-Vdn bAn gi6i quy6t

-Phitiu theo d6i qu6
tinh gi6i quy6t (BM
10..03). Qrwing hqp
cdn keo dii thdi
gian gi'ii quyiit).

- Sd c6ng vdn tli
. SO theo doi xu li vtu
:dn <l€n @M 10.02)

5. BIEUMAU

TT TGn Bi6u miu Kf hiQu

I Phi6u gidi quy6t van uan c6n BM 10.01

', 56 theo d6i xri lf v[n ban tl6n BM 10.02

Phi6u theo d6i qu6 tinh giAi quy6t BM 10.03
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