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1. MUC PiCH

Théng nhét cach thirc tién hanh bién soan, xem Xxé€t, duyét, ban hanh, cép nhat,
phan phéi, sira dbi va thu hdi tai lidu.
Théng nhét céch thirc quan Iy hd so nhim cung cép ddy du thong tin vé qua trinh
hoat dong cia H¢ théng quan ly chat luong.
2. PHAM VI
Quy trinh ndy dugc dp dung cho tt ca thong tin dang vén ban thuge He thong
quén 1y chat hrong cia UBND x4 ....
Trach nhiém 4p dung: tit ca cén bg, nhan vién, nguoi lao dong trong toan UBND
"<
3. TAILIEU VIEN DAN
- Tiéu chuan TCVN ISO 9001:2015

4. PINH NGHIA/VIET TAT

TTHC: Thu tyc hanh chinh

Théng tin dang van ban: La thong tin va phuong tién luu giir thong tin ¢6 y
nghia ma UBND x4 ... xac dinh can duy tri viéc tun thi hodc can lru trix. Théng tin
van ban dugc thé hién dudgi dang: vin ban gidy, hinh anh, am thanh, dién tir va file
dugc Iuu trén mdy tinh ....

Tai ligu: Cic van ban, théng tin, phuong tién quy dinh céch thuc thuc thi mot
cong viéc cu thé. Tai liéu ¢6 thé 1a do UBND x4 ... ban hanh, ciing c6 thé do co quan
bén ngoai ban hanh nhung dugc UBND xi ... quy dinh phai 4p dung.

H0 so: 1 loai tai liéu nhung muc dich dé lam bing chimg cho viéc thuc hién
cong vige tudn thi ding cac quy dinh da dé ra.

Thong tin dang vin bin duoc kiém sodt: 13 tai lidu dugc UBND x4 ... xem xét,
phé duyét, cdp nhat va luu hanh méi nhit,

Tai ligu 16i thei: 12 tai lieu da hét gia tri hiéu lyec.

Tai ligu ndi bj: 1a tai licu do UBND xi ... thiét ldp, soan thao va ban hanh ap
dung trong toan UBND x4 ....

Tai liéu bén ngoai: cic vin ban quy dinh cia co quan c6 thim quyén, cac tiéu
chuin quéc gia, quéc té ... do bén ngoai soan théo.

Bén lién quan: 1a cic ca nhan, to chirc ¢6 mdi li€n hé va c6 su anh hudng dén
hoat dong cia UBND xa .... Vi du: td chire, ¢4 nhén, nha cung cép, co quan ¢ thim
quyén, nhén vién.....

Biéu mdu: 1a dang tai licu nhung muc dich huéng dan cac nhén sy thuc hién
cong vige ghi chép vao mét dang mau da quy dinh sén va trd thanh hd SO.

HTQLCL: Viét tit cia “Hé théng quan Iy chat lugng”.
5. NOI DUNG QUY TRINH
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BAN CHI PAO ISO Pjc lip — Tw do — Hanh phic

PHIEU YEU CAU SOAN THAO
VA SUA POI TAI LIEU
1) Phéin dé nghi ciia phong nghiép vu:
- Yéu cdu ban hanh tai liéu: []; Sira déi tai lieu[ J;

T Tén tai liéu Mi sb Ly do Ghi chu
Ngay ..... thdng ..... ndm .....
PhongNgudi R nghi :...........convminneennsenencesnesct
2) Phén thim tra ciia Ban ISO
Y kién Ban ISO : Dong y: Khéng dong y:
RO N BRIE IR o sctvaiion e sl vt e o o 0
Ngay ...... thang ...... nam....i.e Pai dién chét 17T RO ) R ey (Y
3) Phién thye hién va theo déi
(T e B TN 1 < 0 o R MB35 .oc.iveisssissusenns
Pi dugc phan phdi va ap IR s it
Ké tir RS S (S
Thu ky I1SO
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UBND xm IA BANG
BAN CHI PAO ISO

CONG HOA XA HQI CHU NGHIA VIET NAM

Déc lap — Ty do — Hanh phiic

DANH SACH PHAN PHOI TAI LIEU

STT

Tén tai li¢u

Ma hiéu Nguwoi giao Nguwoi So luwong Ngay Ky nhin Ngay thu Ghi chu
nhin nhin héi
1.
2.
3.
4.
S
6.
7.
8.
9.
10.
i aie i i o s TR i oo thdng ... ndm ...
PHE DUYET NGUOI LAP
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UBND vow IA BANG
BAN CHI PAO ISO

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phic

DANH MUC TAI LIEU NQI BQ HIEN HANH

BM 03/HT-01

Lin Lan sira ddi

STT Tén tai liéu Ma higu | ban | 82y ban Noi lru | Ghi chi
¢ : hanh 01 | 02 | 03 | 04 | o5

hanh
1.
2.
3,
4.
5,
6.
:
8.
9,
10.

wmxosmeinesy TAGEER s i thdng ..... nam ...
NGUOI LAP




UBND XA IA BANG
BAN CHI PAO ISO

DANH MUC TAI LIEU BEN NGOAI HIEN HANH

CONG HOA XA HQI CHU NGHIA VIET NAM
Dgc lap — Tw do — Hanh phic

bR L SR N R I L
=
STT Tén tai li¢u/vin ban S8 higu gy e |  Cogquan ban Ghi chii
hanh hanh
ces e sneeee, NEAY... ... thdng ...... nam
NGUOI LAP
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UBND XA IA BANG CONG HOA XA HQI CHU NGHIA VIET NAM
BAN CHI PAO ISO Djc 1ap — Ty do — Hanh phic
DANH MUC HO SO
STT | Ténlogihdso | Miséfilehd | Ngudicdpnhit, | Nam | Vjtrihru
s0' (néu c6) quan Iy ho so phat sinh
¥ Tii 56 ...
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4.
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7. .y
8.
9.
10.

o ik el TR thang .... nam .......
NGUOI LAP
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UBND XA IA BANG

CONG HOA XA HQI CHU NGHIA VIET NAM

BAN CHI PAO Poc 1ap — Ty do — Hanh phic
SO CHO MUQN HO SO
Nga Tén hd so S6 I Ho tén ngudi TR | Nawaa | AR
m nnos 0 0 ten o1 muw 2 a
gily mugn é gng | Ho tén ng W avontileg| P tra hd so
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UBND XA IA BANG CONG HOA XA HQI CHU NGHIA VIET NAM

BAN CHI PAO ISO Dic ldp — Tw do — Hanh phiic

DANH MUC TAI LIEU / HO SO CAN HUY

STT Tén tai ligu Emwmw.w, g Sélwgng | Ly do va hinh thirc hity Ghi chi
ool g SRR L thang .... ndm .......
PHE DUYET TRUONG BQ PHAN NGUOI LAP
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UBND XA IA BANG CONG HOA XA HQI CHU NGHIA VIET NAM
BAN CHI PAO ISO DPoc lap — Ty do — Hanh phiic

BIEN BAN HUY TAI LIEU / HO SO

G T Oy I VAL o ieinmiva o onn anions
L ARSI - | - )5 CMIRE oor. il o st
T R . 140 o IR N O )
P R SRR AL IR ML i sconhnss sisnininsin

2. Céc bén tién hanh huy tai liéu / hd so theo danh muc huy tai liéu / hd so da dugc phé
QUYRLBRRY .......f il v ncinensss BB phén dé L R S S R
3. Sau khi huy, cdc bén chimg kién xdc nhén tai liéu / hd so da dugc huy theo ding

danh muc dugc phé duyét va hinh thirc hiy da xac dinh.

PHE DUYET NGUOI CHUNG KIEN BQ PHAN HUY HO SO

BM 08/HT-01



