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QUYTRlNH Ma hieu: QT-Ol

UBND HUY:E:N Ki~m soat thong tin dang Lan ban hanh 01
GIA VlEN

van ban (tai li~u,h&so) Ngay ban hanh: 15/7/2020

1.Ml)C ntcn
Quy dinh each thirc soan thao, phe duyet, phan phoi va quan ly cac thong tin

diroc l~p thanh van ban (dang tai lieu va h6 sa) thuoc h~ thong quan 1y chat hrong cua
UBND huyen nham dam bao:

+ Phe duyet tai lieu dam bao dung quy dinh phap luat tnroc khi ban hanh;
+Xem xet, c~p nhat khi c~n va phe duyet lai tai lieu;
+Dam bao nhan bi~t cac thay d6i va tinh trang sua d6i hien hanh cua tai lieu;
+ Dam bao cac van ban cua tai lieu thich hop s~n c6 a noi str dung;
+Dam bao tai lieu luon ra rang, d~ nhan biet;
+Dam bao cac tai lieu c6 ngu6n g6c ben ngoai duQ'cnh~n bi~t va vi~c phan ph6i

chung duQ'cki~m soat. Ngan ngua vi~c su dVng cac tai li~u 16i thai va ap dvng cac d.1u
hi~u nh~ bi~t thich hQ'pn~u chung duQ'cgiu I£;livai mvc dieh nao d6.

+ S~p x~p, quan 1ykhoa hQc, th6ng nh.1th6 sa 1uu.
2. p~ VI AI> Dl)NG
Huang dfin ki~m soat thong tin I~p thanh van ban chi ap dvng d~ ki~m soat cac

tai li~u va h6 sa thuQc h~ th6ng ch.1tluqng bao g6m:
+ Chinh sach, m1}ctieu ch.1tIuqng
+ Cac quy trinh; quy dinh
+Huang dfin cong vi~c
+Bi~u mfiu
+K~t qua cong vi~c da:thvc hi~n
3. TAl LI~U VI~N DAN
Tieu chuAnTCVN ISO 9001:2015 (di~u 7.5)
Mo hinh h~ th6ng quan Iy ch.1t IUQ'ngthea tieu chuAn qu6c gia TCVN ISO

9001:2015.
4. DINH NGHiA, TU VIET TAT
Thong tin d~ng van ban: Thong tin yeu c~u phai duQ'cki~m soat va duQ'c duy

tri bai mQt t6 chuc va phuong ti~n duQ'ctrinh bay ho~c luu tm (duai b.1t ky dinh d£;lng
va phuong ti~n nao va til bit ky ngu6n nao).

Tili li~u: 1a cac thong tin d£;lngvan ban phvc V1} cho vi~c hO£;lChdinh va ki~m
soat H~ th6ng quan Iy ch.1t 1uqng, bao g6m Chinh sach, m1}ctieu ch.1t luqng, cac quy
trinh, huang dfin, bi~u mfiu va cac tai li~u c6 ngu6n g6c til ben ngoai nhu cac van bfm
phap lu~t, tai li~u ky thu~t, cac tai li~u do cac t6 chuc, nha xu.1tban ban hanh ... duQ'csu
d1}ngd~ thvc hi~n cac hO£;ltdQng trong h~ th6ng ch.1tluqng.

HB sO':1a cac thong tin d£;lngvan ban dung d~ cong b6 cac k~t qua hay cung c.1p
b~ng chUng v~ cac hO£;ltdQng duQ'cthvc hi~n cua H~ thfmg quan ly ch.1t1uqng, bao g6m
nhung van ban hanh chinh, chuyen nganh, nhung van ban, bi~u m~u da: ghi chep phat
sinh trong thvc hi~n nhung quy dinh cua h~ th6ng quan ly ch.1t luqng ho~c b~g chung
cho vi~c thvc hi~n nhi1'ngquy dinh da:d~ ra.
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,
Ma hieu:QUYTRINH QT-01

VBND HVY]j:N ? Lc1nbanhanh 01
GIA VIEN Kiem soat thong tin dang

van ban (tai li~u, h8 so) Ngay ban hanh: 15/7/2020

ci« thich:
+H6 sa chat hrong c6 th~ diroc sir dung d~ lap tai lieu v~ xac dinh nguon g6c va

d~ cung c§.pbang chtrng v~ kiem tra xac nhan hoac hanh dong khac phuc.
+ H6 sa khong thuoc dien kiem soat sua d6i.
HTQLCL: H~ thong quan ly ch§.throng.
5. N(>IDUNG
5.1 Ki~m soat thong tin l~p thanh van ban (dang Uti li~u)

ThOi
Bi~u

TT Hoat dQng Trach nhi~m m§uJK~t
gian qua

-A. Tao l~p-vii-cai ti~n tai li~u_H~ thang quan ly chit hrong

Xac dinh tiii li~u h~ thong din tao l~p:
Can ctr mo hinh khung HTQLCL, van ban
phap lu~t hien hanh, thu tuc hanh chinh c6
lien quan va thirc t~ cong viec, ban chi dao
ISO xac dinh va thiet l~p danh m\lc tai li~u
HTQLCL, bao g6m: Danh m\lC

1
+ Chinh sach ch§.tIUQ'Ilg Ban chi d.;to ThuOng tai li~u
+ M\lc tieu ch§.tIUQ'Ilg ISO xuyen HTQLCL
+ Ban rno ta h~ th6ng va ph.;tmvi ap d\lng (BM-OI-Ol)
+ Cac quy trinh, quy dinh, huang dfuI
dung d~ v~n hanh va ki~m ~oat HTQLCL.
+ Cac quy trinh giai quyet thli t\lC hanh
chinh.
+ Cac ph\ll\lc, bi~u m~u.

Phan cong trach nhi~m bien so~n, soat
xet, phe duy~t TruOng ban

Sau khi
2 Tai li~u h~ th6ng sau khi duQ'c xac dinh, xac dinh

chi d.;to
ti~n hanh t6 chuc phan cong so.;tn thao, tai li~u

trong d6:
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QUYTRINH Ma hieu: QT-Ol
VBND HUY:E:N

Ki~m soat thong tin dang Lclnban hanh 01GIA V[EN
van ban (tai li~u, hB so) Ngay ban hanh: 15/7/2020

TT Loai tal lieu Bien soan Soat xet Phe duyet

1 Chinh sach chat Thu Icy Ban chi Ph6 Truong ban Truong ban chi
hrong dao ISO chi dao ISO dao ISO

2 MVe tieu chit hrong
Lanh dao phong Ph6 Truong ban Truong ban chi
chuyen mon chi dao ISO dao ISO

Van ban mo ta h~ Thu Icy Ban chi Ph6 Truong ban Truong ban chi
3 thong va pham vi ap

dvng
dao ISO chi dao ISO dao ISO

Cong chile

4 Quy trinh/htrong d~n
chuyen mon tai Lanh dao phong Truong ban chi

cac phong chuyen men dao ISO
chuyen men

Cong chile Thong tin

chuyen mon Theo thai l~p van ban

4
Tri~n khai tao l~p va hoan thi~n tai li~u tai cac phong gian duoc (cac thu tuc,
h~ th8ng quan ly chAt IU'Q11g phan quy trinh,

Lanh dao cong quy dinh,
UBND huang d~n)
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QUYTRINH Ma hieu: QT-01
UBNDHUY~N

Ki~m soat thong tin dang Lfrn ban hanh 01
GIA vrEN

van ban (tai li~u, h8 so) Ngay ban hanh: 15/7/2020

4.1 B6 qlC cdc tizi li?u (Egi vui Quy trinh/ Quy dinh/ Hutmg dan se bao gam cdc
muc sau):

1. M1)CDicH: neu muc dich ra doi cua tai lieu.
2. PMM VI AP D1)NG:neu d6i nrong tac dong hoac bi tac dong cua tai lieu.
3. TAl LIeU vrJ;:NDAN: neu cac tai lieu vien d!n c6 lien quan d€ xay dung tai
lieu nay.
4. DlNH NGHiANIET TAT: giai thich cac tit, cac tit viet t~t
5. N~l D~G: rna ta chi ti€t,cac~ thirc thirc hi~~hoac quy dinh c~nphai tuan thu
6. BIEU MAU: liet ke cac bien mau lien quan den tai lieu
7. HO SO CAN LUU: quy dinh loai h6 sa, thai gian va trach nhiem hru h6 sa.

4.2 Mii s6 tai lieu duoc quy dinh:
Loai tai lieu Ky hieu
Quy trinh QT.XX.nn
Quy dinh Q£>.XX.nn
Huang d~n HD.XX.nn
Bieu m!u BM.XX.nn.mm

Trong d6:
- nn la s6 thu tv tM li~u duqc ban hanh bai cac phong chuyen man soc;tnthao

tai li~u,b~t d~utit 01, duqc danh thea thu tv li~nnhau.
- mm la Icyhi~u cua bi€u mftutrong mQtQuy trinh.
- XX la Icyhi~u cua cac phong chuyen man soc;tnthao tai li~u thea bang dum

day:
Phong/bo phan Ky hieu

Van phong VP
Tu phap TP

Tai nguyen va Moi truang TN&MT
Lao dQng- Thuang binh va XlihQi LD-TB&XH

... ...
4.3 Phien ban tizili?u:
Phien ban tai li~uduqc quy uac: xx/yy. Trong d6 xx la Icyhi~u l~nban hanh, yy la Icy
hi~u l~n sua d6i.
Vi dV:

- 01/00: l~nban hanh la 01, ban hfmhl~nd~u la 00.
- 01101:l~nban hanh 01, l~n sua d6i 01.

Khi s6l~n sua d6i d€n 05 thi se bien soc;tnlc;tiva ban hanh l~nti€p theo.
Phan ph6i tai li~u:
- Tai li~u ki€m soat thuQc h~ th6ng chAt S6 thea d5i
luqng do Ban ISO chiu trach nhi~m ki€m ThuIcy ban

Taili~u phanph6i
soat va phan ph6i c6 th€ b~ng bim gifiy chi dc;to

sau hoan tai li~u5 ho~c b~ng ban m~m (file di~n tu: word, Cacphong thi~n HTQLCL
excel ho~cpdf, ... ). chuyen man (BM-01-02)
- Thu Icy ban chi dc;tothi€t l~p s6 thea d5i
phan ph6i tai li~u (b~ngvan ban giAyho~c
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QUYTRINH Ma hieu: QT-01
UBNDHUYEN

Ki~m soat thong tin dang LAnban hanhGIA VIEN 01

van ban (tai li~u, h3 so) Ngay ban hanh: 15/7/2020

- £>6iv6i cac tai li~u tiSp nh~n thea duemg phong chuyen
van thu: ki€m soat thea quy dinh v~ quim mon
ly cong tac van thu hi~n hanh.

- £>6iv6i cac tai li~u download til internet
v~ thi cac phong chiu trach nhi~m ki€m
soat nQi dung, c~p nh~t vaG danh m\lC tai

6

bang ban mem) de thea doi.

- Cac phong chuyen mon t6 chirc ph6 bien
th~u hieu dSn can bQ, cong chirc

Vi~t mOi va sua d8i tal li~u
Trong qua trinh sir dung nSu th~y tai lieu
d.n viet moi ho~c sua d6i thi thiet l~p
phieu d~ nghi, nhirng nQi dung sua d6i
phai duoc xem xet phe duyet boi cac c~p
truce do nhu khi vi~t tai lieu ban d~u.
Trinh tv sua d6i tai lieu diroc tlurc hien
thea 5 buoc tren.
NQi dung thay d6i duoc ghi trong Bang
thea doi thay d6i tai lieu, c~p nhat & trang
thir nh~t cua m6i tai lieu. Ph~n nQi dung
thay d6i phai duQ'c in chu nghieng d~ d~
nh~ bi~t.
Nguai quan ly tai li~u co trach nhi~m c~p
nh~t tai li~u da sua d6i cho nhung nguai
su d\lng, d6ng thai phai thu h6i tai li~u cli
d~ tranh su d\mg nh~m Iftn. Lo~i tai li~u
c~n c~p nh~t la: cac quy trinh, hu6ng dftn,
bi€u mftu.
Tai li~u thu h6i se duQ'c huy bo, ban g6c
tai li~u cli duQ'c giu l~i d~ tham khao (n~u
dn), cac phong chuyen mon g~ch cheo
ho~c dua v~ file luu, danh nhan "Tili li~u
lai thOi" d~ tranh su d\mg nh~m tai li~u
16ithai.

B. Qmln If cae tai li~u eo ngu6n gBe ben ngoai

Cac phong chuyen mon xac dinh tai li~u
ben ngoai lien quan d~n h~ th5ng qufm Iy
ch~t lugng cua UBND bao g6m: cac van
bim phap lu~t hi~n hanh, cac tai li~u tham
khao:

7

Thu kY ban
chi d~o

Cac phong
chuyenmon

T~t ca cac

Khi co
nhu c~u
vi~t moi
hoac sua
d6iULi
li~u

HTQLCL

Thuemg
xuyen

Phi~u d~
nghi

vi~t/sua d6i
tai li~u

HTQLCL

(BM-OI-03)

Danh m\lc
tai li~u co, ,
nguon goc
ben ngoai
hi~n hanh

(BM-OI-04)
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QUYTRINH Ma hieu: QT-Ol
UBND HUy:E:N

Ki~m soat thong tin dang Lk ban hanh 01GIA VIEN
van ban (tai li~u, h8 so) Ngay ban hanh: 1517/2020

lieu, va sap xep thea thir tu.

- D6i voi cac tai li~u download ill internet
vS may, cac phong khoi tao cac Forder va
s~p x~p khoa hoc.

Ghi chu:
- Cac phong chuyen mon phai t6ng hop
danh muc tai lieu e6 nguon g6e ben ngoai
hien hanh thea BM-OI-04 (nh6m ph6 bien
va sit dung triet dJ co hieu qua cac nguon
tai lieu tham khao).
- Luu danh muc dang van ban gi~y hoac
dang dft lieu,

C. Soan thao van ban va ta clnrc quan Iy cong van di d~n

Cong tac t6 chile soan thao va phat hanh
van ban tuan thu the thirc trinh bay thea
quy dinh (Nghi dinh s6 30/2020/ND-CP
ngay 05/3/2020 cua Chinh phu).

Cac phong
Van thir, cac phong, ehuyen mon t6 chile Thuemg

8. chuyen mon,
qmin ly van ban di den thea dung quy dinh Van thu

xuyen
nghi~p V\l van thu luu, tm (c6 d~y du s6
thea d5i eong van di, so thea d5i eong van
d~n ho~e qua cae ph~n m~m xu 1y van
ban, luu tm d~y dil cae thong tin ...).

D. Ki~m smit dfr Ii~u
Cae phong ehuyen mon thong nhat dubng
dfin luu eac dfr li~u, d~t thu m\le, d~t

9.
ehuyen dS phil hqp, dinh ky ghi va 1uu tm Cae phong Thuemg
tren h~ th6ng ho~c cae thiSt bi dS quan 1y ehuyen mon xuyen
cae thong tin (theo quy dinh Ung d\lng
CNTT hi~n hanh)

5.2 Ki~m smit thong tin I~p thanh van ban (d~ng h6 sO')

TT Ho~t dQng Trach nhi~m
ThOi Bi~u m§ulK~t qua
gian

Phan lo~i h6 SO':
Cae phong e,6 traeh nhi~m phan T~t ea cae Thuemg Danh m\le h6 sa

1 lOl;li tofm b(>ho sa: phong ehuyen xuyen (BM-OI-05)
+ H6 sa danh gia n(>ib(>h~ th6ng mon
quan Iy eh~t luqng.

8/10



QUYTRINH Ma hieu: QT-01
UBNDHUY~N

Ki~m soat thong tin dang L§n ban hanh 01GIA VIEN
van ban (titi Ii~u, h& so) Ngay ban hanh: 15/7/2020

+Ho so ve xem xet cua lanh dao.
+ H6 so v~ viec giai quyet rui ro va
co he>i.
+ H,6 so lien quan d€n viec giai
quyet cac thu tuc hanh chinh,
+ H6 so lien quan d€n cac heat
d9ng kh~c phuc, cai tien.
+ H6 so lien quan d€n dao tao,
nang lire.
+ Ij6 so v~ quan ly tai san, trang
thiet bi.
+ H6 so v~ giai quyet dclu ra khong
phu hop.
+ H6 so v~ giai quyet cac khieu nai,
t6 cao.
+H6 so chuyen man cho cac linh VI,l'C.

H6 so HTQLCL diroc cac phong
nhan bi€t va kiem scat bang danh
muc h6 so thea BM-OI-OS.

sip x~phB so:
Phuong phap s~px€p va,quan ly h6 sO'
tuan thu thea cae yeu eau ~i cae van
ban phap l~t hi~nhanh, trong d6:
+ H6 sO's~p x€p phai dam bao tinh
khoa hge d~ th~y, d~ l~y, d~ tim. T~t ea cae

2 + H6 sO' phai dam bao tinh d6ng phong ehuyen
Thuang

nh~t v~ phuang phap s~p x€p, nhiln man
xuyen

mac e~p, file, tui, bia sO'mi, phan
dinh r510~i h6 sO',be>ph?n quan lY·
Ghi chu: Truang h9]J luu tru hi>sa
dr;mgfile s6 du li¢u phili th~l'chi¢n
thea tlung quy tlinh va tuan thu Ung
d1J,ngCNTT

Sir d1}ng hB sO'

- Cac phong lien t\lc C?p nh?t vao
danh m\lC khi c6 h6 sO' m6'i phat T~t ea cae

3 sinh, l?p ei;iph6 sO'm6i Khi S11 d\lng phong chuyen
Thuang

xong h6 sO'phai s~p x€p vao dUngvi man
xuyen

tri dil l~y ra su d\lng, thea thu tt,r.
- Cae t6 chue, ca nhan c6 nhu cclu
tra cUu h6 sO',khi d~ xu~t phai c6
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QUYTRINH Ma hieu: QT-01
UBNDHUYEN

Ki~m soat thong tin dang LAnban harm
GIA VIEN 01

van ban (tai li~u,h3 so) Ngay ban harm: 15/712020

su phe duyet cua Chu tich (hoac
ngiroi duoc uy quyen) d6ng y.
Ngiroi quan ly h6 sa cung dp dung
va du cho ngiroi d~n nghien ciru h6
sa da: diroc duyet; kiem tra tinh
trang ho sa khi tra phai dam bao
dung nhir khi cho muon.

Huy bi) h& SO'

- H6 sa sau khi h~t han hru phai Thu ky ban
duoc huy hoac chuyen v~ kho hru chi dao ISO Theo cac
trit. Trinh tv huy h6 sa phai thea

4 TAtca cac quy dinh
cac quy dinh hien hanh,
- Thai gian hru h6 sa thea quy dinh

phong chuyen hienhanh

van ban phap lu~t hien hanh cho
mon

tirng loai/linh V\l'C.

6. BIEUMAu

TT Ky hi~u bi~u m§u Ten bi~u m§u

1 BM- 01-01 Danh muc tai lieu h~ thong quan ly chAt luqng

2 BM- 01-02 S6 phan ph6i tai li~u h~ th6ng quan ly chAt luqng

3 BM- 01-03 Phi~u yeu c~u vi~t, sua d6i tai li~u

4 BM- 01-04 Danh m\lc ki~m soat tai li~u ben ngoai hi~n hanh

5 BM- 01-05 Danh m\lc h6 sa h~ th6ng quan ly chAt luqng

7. HO SO cAN LUU

TT

DaM m\lch6 sa h~th6ngqulin lychill:IUQl1g

Trach nhi~m Tho; gian IU'u

1 Danhm\lCtai li~uh~th6ngqulin lychill:lUQl1g
TAtca cac phong

chuyen mon
Sau 01 nam khi
co thay d6i

2
S6 phan ph6i tai li~u h~ th6ng quan ly
ch~t luqng

Thu kY ban chi dC;lO
ISO

3 nam" sau do l~p
som6i

3 Phi~u yeu c~u vi~t, sua d6i tai li~u

4
Danh m\lc ki~m soat tai li~u ben ngoai
hi~nhanh

5

Thu kY ban chi dC;lO
ISO

T~t ca cac phong
chuyen mon

T~t ca cac phong
chuyen mon

3 nam

Sau 01 nam khi
co thay d6i

Sau 01 nam khi
co thay d6i
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DANHMVC
TAl LIeU II$THONGQUAN LY cRAT LVQNG

THEO TIEU CHUANTCVN ISO 9001 :2015

BM-OI-Ol

STT Ma hi~u Lan ban hanh Ghi chu
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SOPHAN PHOI
TAl LI~U H~ THONG QUAN LY CHAT LUQNG

BM-OI-02

Ten tai li~u
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RM-Ol-01

PHIEU YEU cAu VIET / SUA DOl TAl LI¥U

Kinh giri : .

Ten tai lieu I cac tai lieu dn bien soan /stra dbi:
• •••••••••••••••••••••••••••••• , ••••••••• I ••••••••••••••••••••••••• " ••••

• ••••••••••••••• I ••••••••••••••••••••••••••••••••••••••••••••••••••••••

Ly do cAnbien soan / sua ubi
• ••••••• , , ••••••••••••••••••••••••••••••••••••••••••••••••• I •••••••• , ••

• •••••••••••••••••••••••• I •••••••••••••••••••••••••••••••••••••••••••••

Cac nQi dung cAnbien soan / sua dbi
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