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THEO DOI SUA DOI TAI LIEU 

MQi sda d i, b6 sung ned dung Quy trinh do Dai dien Fanh dao ve chat lugng 
xem xet, dugc thu 14 ban ISO de nghi va chi có hieu hrc khi dugc Chu tich UBND 
huyen phe duyet, xac dinh ngay, thong sda d6i \Ta dugc ghi vao trang sera d i tai 
lieu. 
Trang Nii dung sira dOi Ngay Phe duyet 
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1. MIX DiCH 

Quy trinh nay quy dinh each thirc quan VT, ltru tru, bao quail va huST b6 cac h6 
so thu6c He th6ng quart VT chit luting cua UBND huyen. 

2. PHAM VI AP DUNG 
Quy trinh nay ap dung d6i vad tit ca cac ho so thu6c He th6ng quart 1ST chit 

luting. 

3. TAI LIEU VIEN DAN 
- Dieu 4.2.4 - Tieu chuin qu6c gia TCVN ISO 9001:2008 

4. DINH NGH1A/ VIET TAT 
- HO so.: La bang chung khach quancila cac hoat dOng da dirge thgc hien hay 

k'et qua thu dirge. Cac loaf h6 so bao gomcac dang Bien ban, bao cao, cac bieu 
mau... sau khi da ap (twig. 

- HO so' chAt luyng: La cac h6 so oh he th6ng. 
Vi 	Cac bao cao danh gia not b6, bao cao xem xet cua lanh dao, hoat dOng 

khac phvc, phong ngira. 
- UST ban nhan din: UBND 
- Dai dien Lanh dao: DDLD 
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1. MIX DICH 

Quy trinh nay quy dinh each thirc quan 1ST, luu tru, bao quan va huST bo cac h6 
so thu6c He th6ng quan VT chat luting cua UBND huyen. 

2. PHAM VI AP DUNG 
Quy trinh nay ap dung d6i voi tat ca cac 116 so thu6c He th6ng quan 1ST chat 

luting. 

3. TAI LIEU VIEN DAN 
- Di'eu 4.2.4 - Tieu chuan qu6c gia TCVN ISO 9001:2008 

4. DINH NGH1A/ VIET TAT 
- Ho so.: La bang chirng khach quan cua cac hoat &Ong da dugc thgc hien hay 

ket qua thu dugc. Cac loaf 116 so bao gomcac clang bien ban, bao cao, cac bieu 
mau... sau khi da dp dung. 

- HO so' chAt ltrqng: La cac ho so cUa he th6ng. 
Vi 	Cac bao cao danh gia not b6, bao cao xem xet cua lanh dao, hoat &Ong 

khac phuc, phong ngira. 
- UST ban nhan dan: UBND 
- Dai di'en Lanh dao: DDLD 
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5. NOI DUNG QUY TRINH 
5.1 So' dO tien trinh thirc hien 

Trach nhiem Trinh tty cong viec 
Bleu mau, Tai 

 
lieu lien quan 

Cac phong 

Can 'It) lien quan 

Can bO lien quan 

Cac phong 

Chu tich UBND 
huyen/Tr/Pho 

phong/Can 1345 lien quan 

BM.02.01 

BM.02.03 

Me dinh ho so 
can liru tril 

	 • 
Sapx'p, ltru 
so theo quy 

tit ho 
dinh 

• 
Sir dung, 

ho 
bao quart 
so 

4  

Chua 
huST 

Ra soat 

	  huy 	 
• 

Tien hanh thu tvc 
huST/Lu-u WO so 

5.2 Trach nhiem 
- Chia tich UBND huyen: La ngueri phe duyet cho mugn ho so chat lugng d"Oi 

\Ted ngueri sir dung khong phai la ngued cua UBND huy'en. 
- Dai dien lanh dao: La ngued 1c)'7 phe duyet cho mugn hO so chat luting dOi 

vai nhung ngued sir diing la ngired cua UBND huy'en. DC5ng thei DDLD lap danh 
nivc ho so chat luting theo BM.02.01, trong do phan cong ngued chin trach nhiem 
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Km trit ha so, tiled han luu ha so. Cac ha so can luu phai dirge thiremg xuyen cap 
nhat va theo doi theo BM.02.01. 

- Can b6, cong chirc tap hop, sap ?cep tai lieu lap ha so cong viec dugc phan 
cong. 
5.3 Liru hO so' 

- H6 so chat lugng can dugc luu trong cac cap, tren de cap phai c6 dau hieu 
nhan biet it nhat bao Om: 

• Ten ha so 
• Ma so (neu co) 

- Cac cap ha so dirge bac, quan de dam bao ha so khong bi hong, mat. 
- TuS,  theo tong loai ha so ma viec sap xep trong cap ha so theo thir to died 

gian, theo van, theo thir tg 116 so hoac qua trinh giai quyet cong viec. Timg phong 
phai xac dinh each sap xep cho hop 13'T de dam bao nguyen tac de thay, a lay khi 
can thiet. 

- Phai cap nhat thir6ng xuyen khi c6 thay doi ha so va ghi vao so danh mvc 
ha so theo BM.02.01. 

- Khi,  co yeu cau sir dung, ghi phieu moon theo BM.02.02 va chuyen cho 
ngued c6 tham quyen phe duyet theo sir phan cap. 

- Giao nhan ha so trong qua trinh mugn, tra vao so theo doi ha so chat 
lugng. 

5.4 Huy 136 ho so' 
- Cac ha so khi het han th6i gian luu tit nhu quy dinh trong tong tai lieu 

tuong img se dugc xem xet huST 1)6. 
- Can b6 dugc phan cong theo danh mvc ha so chat lugng BM.02.01 phan 

loai ha so da het han va ghi vao Bien ban huST ha so chat lugng theo BM.02.03. 
Tnrong phong c6 the quy& dinh them tiled gian luu till cac ha so neu thay can thiet 
va ghi vao Hen ban huST b6 ha so chat lugng theo tirng bieu mau BM.02.03. 

- Can b6 phv trach chat lugng chili trach nhiem xem xet, phan 14 cac ha so 
da het han thu6c N thong chat lugng. 

- Can b6 phv trach chat lugng chiu trach nhiem xem xet, phan loai cac ha so 
da het han lien quan den viec ki'em soft thiet bi. 

- Ho so c6 the dugc huST b6 bang each xe von, d6t hoac six' dung vao mvc 
dich khac, chi dugc ban giay von cac ha so khong can phai bao mat. 

5.5 Sira cac sai bli trong hi!, so' 
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- Khi trong 116 sa có 16i sai, phai goch tren loi do, khong dugc tay xod, lam 
cho kho dgc va phai ghi gia tri dung ben conh. Tat ca cac thay d6i trong h6 sa phai 
dugc chinh ngu6i sda china ky xac nhan ho:dc viet fat ten. 

6. BIEU MAU 

TT Ma hi0 Ten Bi4u mau 
1 BM.02.01 Danh muc h6 sa 
2 BM.02.02 Phieu mugn ho sa 
3 BM 02.03 Bien ban huY 116 sa 

7. HO SO CAN LUt 

TT Ho so' tau 
1 Danh mix h6 sa 
2 Phieu mugn ho sa 
3 Bien ban huy ho sa 

H6 sa dugc 1uu tai dan vi xir lY chinh, tivc tiep, thoi gian luu 3 nam. Sau khi het 
han, chuyen ho sa xu6ng dan vi luu frit ciia UBND huyen va lull tra theo quy 
dinh hien hanh. 



UBND huy'en Yen Dinh 

DANH MUC KIEM SOAT HO SO 
Don vi: 	 

STT 
	

Ten hot, so' 
	

M5 so 
	

Ghi chit 

Ltru ST: 

- Lit ke cac bi .eu mau dugc ap dung trong HTQLCL vao danh mvc nay ngay 
khi nh'an dugc. 

- Danh mvc nay ltru d6n lan thay d'Oi sau tai not rap danh mvc. 

BM 02.01 	 LBH: 01; Ngay BH: 



UBND huyen Yen Dinh 

PHIEU MC ON HO SO 

Ho va ten: 	  

Dan vi: 	  

D" nghi don vi: 	  

Vui long cho mugn nhang tai lieu - hO so sau: 

STT Ten h6 so' ma so,  Thin gian 
tra 

Muc dich sir 
clung 

I'L7  MEN CUA DON VI CUNG CAP 
	

ThiOdHoa, ngay thang /lam 20 

❑ ChAp nl-On 	0 KhOng chAp nh4n 	CA NHAN/DON VI BE NGHI 

1_,T do khong chAp nh4n: 

Thi0 Haa, ngay timing nam 20... 

DON VI CUNG CAP 

Tinh trung ho so' khi tra: 0 ChAp nil:an 0 Khong chAp nh4n 

N'T kien Ichac• 	  

Thi0 Hoci, ngay thong nam 20.. 
DON VI CUNG CAP 	 CA NHAN/DON VI DE NGHI 

BM. 02.02 	 LBH: 01; Ngay BH: 



UBND huyen Yen Dinh 

BIEN BAN HUY HO SC1 
S6. 	/20... 

Horn nay, ngay 	thang 	nam 20..., tai: 	  

Chung toi Om: 

	 , Chirc danh: 	  

	 , Chirc danh: 	  

Kinh & nghi: 	  cho pile') hay cac loai tit) so.  sau: 

STT Ten hO so' Ma so 

14T do: 	  

Thi".74 Haa, ngay ... thang ... nam 20... 
THU TRVONG DON VI 	 NGU61 DE NGHI 

Da tin hanh hay cac loai ht) so dugc phep hay nal teen bang phuo'ng phap: .. 

Tai: 	  11.1c ... gig .... phUt, ngdy ..... thang ..... nam 20... 
NGU'Ol HUY 

BM. 02.03 	 LBH: 01; Ngay BH: 
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