PHU LUC

CAC LINH VU'C HOAT PONG CUA UBND XA NINH HAI
PUQC CONG BO PHU HQP TIEU CHUAN QUOC GIA TCVN ISO 9001:2015
(Ban hanh kem theo Quyét dinh so 770 /QD-UBND ngay 14 thang 10 nam 2022)

STT Tén tai liéu Ma hiéu | Ghichu
I. Thii tuc, hwéng din theo mé hinh hé théng quan ly chit lwong
1. | Chinh sach chat lugng CSCL
2. | Muc tiéu chat lugng MTCL
3. | Ban mo6 ta m6 hinh H¢ thng quan 1y chat luong theo tiéu BMT
chuan quoc gia TCVN ISO 9001:2015
4. | Quy trinh kiém soat thong tin dang van ban (tai liéu va QT-01
ho s0)
5. | Quy trinh quan 1y rai ro va co hdi QT-02
6. | Quy trinh danh gia n6i bo hé thong quan 1y chat lugng QT-03
7. | Quy trinh kiém so4t va xir 1y cong viéc khong phu hop QT-04
8. | Quy trinh thyc hi¢n hanh dong khic phuc QT-05
9. | Quy trinh hop xem x¢ét cua lanh dao vé hé thong quan 1y QT-06
chat lugng
IL. CAc quy trinh gidi quyét TTHC
1.NOI VU
1.1 Tén giao
10. | Bang ky hoat dong tin ngudng QT-01/TG
11. | Bang ky bd sung hoat dong tin ngudng QT-02/TG
12.| bBang ky sinh hoat ton gido tap trung QT-03/TG
13. | Thong bao danh muc hoat dong ton gido ddi voi to chitc | QT-04/TG
c6 dia ban hoat dong ton gido & mot xa
14. | Thong bao danh myc hoat dong tén giao bd sung ddi voi | QT-05/TG
to chure c6 dia ban hoat dong ton gido & mot xa
15. | Pang ky thay doi nguoi dai dién ctia nhom sinh hoat ton | QT-06/TG
gido tap trung
16. | Bé nghi thay doi dia diém sinh hoat ton gido tap trung | QT-07/TG
trong dia ban mot xa
17.| D& nghi thay doi dia diém sinh hoat ton gido tdp trung | QT-08/TG
dén dia ban xa khac




18. | Thong bao vé viée thay doi dia diém sinh hoat t6n gido | QT-09/TG
tap trung
19. | Thong bao to chire quyén gop trong dia ban 01 xa cua co | QT-10/TG
sO tin nguong, to chuc ton gido, t6 chuc ton gido truc
thudc
1.2 Thi dua khen thwéng
20. | Tang Giay khen ctia Chu tich UBND cép x3 vé thuc hién QT-
nhiém vu chinh tri 01/TBbKT
21. | Tang Gidy khen ctia Chii tich UBND cap x4 v& thanh tich QT-
thi dua theo dot hodc chuyén dé 02/TBKT
22. | Tang Giay khen ctia Chii tich UBND cap x4 v& thanh tich QT-
dot xuat 03/TBKT
23. | Tang Gidy khen cta Chu tich UBND cép xa cho gia dinh QT-
04/TBKT
24. | X¢ét tang danh hi€u Lao dong tién tién QT-
05/TBKT
2. GIAO DUC PAO TAO
25. | Cho phép co s6 gido duc khac thyc hién chuong trinh QT-
giao duc ti€u hoc 01/GDDT
26. | Thanh 13p nhém tré, 16p miu gido doc 1ap QT-
02/GDPT
27. | Cho phép nhom tré, 16p mau gido doc 1ap hoat dong giao QT-
duc tré lai 03/GDDT
28. | Sap nhap, chia, tach nhom tré, 16p mau gido doc l1ap QT-
04/GDDPT
29. | Giai ghé nhom tre, 16p mau gido doc 1ap (theo yéu cau QT-
cua to chure, cd nhan dé nghi thanh 13p) 05/GDDT
3. VAN HOA THONG TIN
30. | Xét tang danh hi¢u Gia dinh van hoa hang ndm QT-
01L/VHTT
31. | Xét tang Gidy khen Gia dinh vin hoa QT-
02/VHTT
32. | Thong bao to chirc 1& hoi QT-
03/VHTT
33. | Thong bao thanh 1ap thu vién dbi véi thu vién cong dong QT-
04/VHTT
34. | Cong nhan cau lac bd thé thao QT-

O5/VHTT




QT-

35. 3;1};031% Eacoéiagpd%lfgp, hop nhat, chia, tdch thu vién doi voi 06/\VHTT
36. | Thong bao chidm dit hoat dong thu vién cong dong 0Q7-|/_{/HTT
4. TU PHAP
4.1 Hj tich

37. | Cip ban sao trich luc ho tich QT-0L/HT
38. | bang ky khai sinh QT-02/HT
39. | Pang ky két hon QT-03/HT
40. | bang ky nhan cha, me, con QT-04/HT
41. | Dang ky khai sinh két hop nhéan cha, me, con QT-05/HT
42.| bang ky khai tur QT-06/HT
43. | Bang ky khai sinh luu dong QT-07/HT
44. | Dang ky két hon luu dong QT-08/HT
45. | Dang ky khai tir luu dong QT-09/HT
46. | Pang ky giam ho QT-10/HT
47. | Dang ky chdm dut giam ho QT-11/HT
48. | Diang ky thay dbi, cai chinh, b6 sung ho tich QT-12/HT
49. | Pang ky cAp Gidy xac nhén tinh trang hon nhan QT-13/HT
50. | Bang ky lai khai sinh QT-14/HT
51. | Dang ky khai sinh cho nguoi da ¢ hd so, gidy to ca nhan | QT-15/HT
52. | Pang ky lai két hon QT-16/HT
53. | bang ky lai khai tur QT-17/HT
54. | bang ky khai sinh — Pang ky thuong tra — Cép thé bao | QT-18/HT

hiém y t€ cho tré¢ em dudi 06 tudi (trudong hop tré cod

cha/me hodc nguoi nudi dudng, cham soc c6 dang ky

thuong tra trén dia ban cap huyén)
55. | Dang ky khai sinh —Cap thé bao hiém y té cho tré em | QT-19/HT

dudi 06 tudi (truong hop tré c6 cha/me hodc ngudi nudi

dudng khong c6 dang ky thuong tri ma chi co dang ky

tam tru trén dia ban cap huyén)

4.2 Chirng thuc

56. | Cap ban sao tir s6 gbc QT-01/CT
57. | Chung thyc ban sao tir ban chinh gidy to, van ban do co | QT-02/CT

quan to6 chuc c6 thdm quyén ctua Viét Nam cap hoac
chung nhan




58. | Chung thuc chir ky trong cac giéy to, van ban (ap dung | QT-03/CT
cho ca truong hop chimg thyc diém chi va truong hop
ngudi yéu cau chimg thuc khong thé ky, khong thé diém
chi duoc)
59. | Chirng thyc viéc stra d6i, bo sung, hity bo hop dong, giao | QT-04/CT
dich
60. | Stra 16i sai st trong hop dong, giao dich QT-05/CT
61. | Cap ban sao c6 chimg thuc tir ban chinh hop dong, giao | QT-06/CT
dich da dugc chiing thuc
62. | Chimg thyc hgp dong, giao dich lién quan dén tai san 1a | QT-07/CT
dong san, quyén st dung dat va nha ¢
63. | Chirng thyc di chic QT-08/CT
64. | Chimg thuc van ban tir chdi nhan di san QT-09/CT
65. | Ching thuc van ban thoa thudn phéan chia di san ma di | QT-10/CT
san la dong san, quyén st dung dat, nha ¢
66. | Chiing tl}uc van ban l,<hai nhan di san ma di san la dong | QT-11/CT
san, quyén st dung dat, nha &
4.3 Con nuodi
67. | bang ky viéc nudi con nudi trong nudc QT-01/CN
68. | Bang ky lai viéc nudi con nudi trong nudc QT-02/CN
4.4 Boi thwong nha nuwéc
69. | Giai quyét yéu cau bdi thudng tai co quan truc tiép quan QT-
1y nguoi thi hanh cong vu gay thiét hai 01/BTNN
4.5 Hoa giai vién
70. | Cong nhan hoa giai vién QT-
01/HGV
71. | Cong nhan to trudong to hoa giai QT-
02/HGV
72.| Thoi lam hoa giai vién QT-
03/HGV
73.| Thanh todn thu lao cho hoa gidi vién QT-
04/HGV
4.6 Pho bién Gido duc Phap luat
74. | Cong nhan tuyén truyén vién phap luat QT-
01/GDPL
75. | Cho thoi lam tuyén truyén vién phap luat QT-
02/GDPL

5. THANH TRA




76. | Xt ly don QT-0L/TT
77.| Giai quyét khiéu nai lan dau QT-02/TT
78. | Giai quyét t cao QT-03/TT
79. | Tiép cong dan QT-04/TT
6. TAI NGUYEN MOI TRUONG
6.1 DAt dai
80. | Hoa giai tranh chap dét dai QT-
01/bCXD
6.2 Moi truong
81. | Xac nhan ké hoach bao v¢€ méi truong (trong truong hop QT-01/MT
dugc UBND cap huyén uy quyén)
82. | Xac nhan ding ky dé an bao vé moi truong don gian QT-02/MT
(trong trueong hop dwoc UBND cap huyén iy quyén)
83. | Tham van bao cio danh gia tic dong moi trudng QT-03/MT
84. | Tham van dé 4n bao vé moi trudng chi tiét QT-04/MT
85. | Xé&c nhan Hop ddng tiép can ngudn gen va chia sé loi ich | QT-05/MT
86. | K& khai, thim dinh t& khai phi bao vé méi trudng dbi véi | QT-06/MT
nudc thai
7. LAO PONG - THUONG BINH & XA HOI
7.1 Bao tro xa hoi
87.| Xac dinh, )géc dinh lai muc do khuyét tat va cép Giéy Xac QT-
nhan khuy¢t tat 01/BTXH
88. | Do, cip lai Gidy xac nhan khuyét tat QT-
02/BTXH
89. | Tro gitp xa hoi dot xuat vé hd tro 1am nha &, sira chira QT-
nha & 03/BTXH
90. | Tro giup xa hoi dot xuat vé hd tro chi phi mai tang QT-
04/BTXH
91. | Xac nhan h¢ gia dinh lam n6ng nghiép, lam nghiép, ngu QT-
nghi¢p va di€ém nghiép c6 murc song trung binh giai doan 05/BTXH
2016-2020 thudc dién doi tugng dugc ngén sach nha
nudce ho trg dong bdo hiém y té
92. | bang ky hoat dong d6i voi co so tro gitip xa hoi dudi 10 QT-
doi tuwong c6 hoan canh kho khan 06/BTXH
93. | Thyc hién, diéu chinh, thoi hudng tro cap xa hoi hang QT-
thang, ho tro kinh phi chim soc, nuéi dudng hang thang | 07/BTXH




94. | Thyc hién trg cap xa hoi hang thang khi ddi tuong thay doi QT-
noi cu tru gilra cac quan, huyén, thi xa, thanh pho thuoc | 08/BTXH
thanh pho

95. | Thyc hién tro cap xa hoi hang thang khi ddi twong thay doi QT-
noi cu tra trong 91‘1ng dia ban quan, huyén, thi xa, thanh pho | 09/BTXH
thudc Thanh pho

96. | Ho trg k1nh pl?i nhan nuéi dudng, cham soéc dbi tuong can QT-
bao vé khan cap 10/BTXH

97. | Hb tro chi phi mai tang cho dbi tuong l?éo tro xa ho1 duoc QT-
trg gitip xa hoi thuong xuyén tai cong dong 11/BTXH

98. | Tiép nhan doi twong la ngudi chua thanh nién khong ¢6 noi QT-
cu tra On dinh bi ap dung bién phap gido duc tai xa, xa, thi | 12/BTXH
tran vao co sO trg giup tré em

99. | Chi tra tro cép xa hdi hang thél}g, hd tro kinh p}li cham soc, QT-
nudi dudng hang thang khi doi twong thay doi noi cu tra 13/BTXH
trong cung dia ban quén, huyén, thi xa, thanh pho6 thudc tinh

100| Quyét dinh trg cAp xa hoi hang thang, hd tr kinh phi cham QT-
soc, nudi dudng hang thang khi doi tuong thay doi noi cu 14/BTXH
tra gitta cac quan, huyén, thi xa, thanh pho thudce tinh, trong
va ngoai tinh, thanh pho truc thudc trung wong

7.2 Phong chdng t& nan xa hdi

101| Quyét dinh quan 1y cai nghién ma tay tu nguyén tai gia QT-
dinh 01/TNXH

102 , ‘ QT-
Quye¢t dinh cai nghi€n ma tiy tu nguyén tai cong dong 02/TNXH

103| Hd trg hoc vin hoa, hoc nghé, tro cép kho khan ban dau cho QT-
nan nhan 03/TNXH

7.3 Ngudi c6 cong

104) Huong mai tang phi, trg cap mot lan khi nguoi c¢6 cong QT-
v&i cach mang tir tran 01/NCC

105| Giai quyét tro cap tién tuat hang thang cho than nhan khi 0 2?[\-:-(-) c
ngudi co cong voi cach mang tur tran
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106 G t ché d di véi than nhan ligt Q

1a1 quyét ché d¢ doi véi than nhan ligt s 03INCC

107| Giai quyét ché do dbi v6i Anh hung lyc luong vil trang 04%\-:-(': c
nhan dan, Anh hung lao ddng trong thoi ky khéng chién

108 Giai quyét huong ché do wu dai doi véi nguoi hoat dong 05(/2|\Tc-: c
khang chién bi nhiém chat ddc hda hoc

109| Gidi quyét huong ché o wu dai dSi v6i con dé nguori | 1

hoat dong khang chién bi nhiém chét doc hoa hoc




QT-

110| Giai quyét ché Q(f) nguoi hOE;It dong cach mang hoac hoat 07INCC
dong khang chién bi dich bat tu, day
111| Giai quyét ché do ddi véi nguoi hoat dong khang chlen 0 8(/{:_(': C
giai phong dan toc, bao vé t6 qudc va lam nghia vu qubc
té
112| Giai quyét ché d6 nguoi co cong giup d& cach mang 0 9?[\-:_ é C
113| Giai quyét ché do tro cAp the cang liét si . O?I\T o
114| Giai quyét ché do wu dai déi v6i Ba me Viét Nam anh | Q1
hing 11/NCC
115| Hb so, tht tuc thuc hién ché do trg cé'}p mot 1an dbi vai 1 Z?J(': C
than nhan nguoi hoat dong khang chién dugc tang huan
chuong, huy chuong chét trudc ngay 01 thang 01 nam
1995 ma chua dugc hudng ché d uu dai
116 Xéc nhin thuong binh, ngudi huong chinh sich nhwr | 3(/3JC .
thuong binh déi véi nguoi bi thu’cmg, khong thudc luc
lugng cong an, quan doi trong chién tranh tir ngay
31/12/1991 trd vé trude khong con gidy to
A 3 3 A A A CAL o~ T'
117 B finh hinh than nhan trong hd so liét Q
0 sung tinh hinh than nhan trong ho so li¢t si LAINCC
118 Tro cip mot lan di véi thanh nién xung phong da hoan 15(/{[ é c
thanh nhiém vu trong khang chién
119| Tro cip hang thang dbi voi thanh nién xung phong da 1 6(/3l\-|r é c
hoan thanh nhi€ém vu trong khang chién
120| Thuc hién ché do wu dai trong gido duc dao tao dbi voi 17%(': .
ngudi co cong voi cach mang va con cua ho
121 Tro cap 1 lan d6i véi nguoi co thanh tich tham gia khang 1 8%\-:- é c
chién da dugc tang Bang khen cua Thu tuong Chinh phu,
Bang khen cua Chu tich Hi dong B0 trudng hodc Bang
khen cua B¢ truong, Thu truéng co quan ngang bg, Thu
treong co quan thuge Chinh phu, bang khen cua Chu tich
UBND tinh, thanh pho truc thudc trung wong
122| Xac nhan vao don dé nghi di chuyén hai cot liét si; don 1 9?|\-II-C-) c
dé nghi tham viéng mo liét si
123| Uy quyén huodng tro cap, phu cap wu dai 5 O?I\-II-C-) c
124| Gidi quyét ché 49 trg cip mot lin di véi nguei duge cir| 1(/2|\Tc .
lam chuyén gia sang giup Lao, Campuchia
125 Giai quyét ché d mai tang phi d6i v6i cyu chién binh ) 2(/g|\T o

7.4 Viéc lam




126| H6 trg ho kinh doanh phai tam ngimg kinh doanh do dai | QT-01/VL
dich COVID-19
127 HG tro ngudi lao dong bi cham dut hop dong lao dong, | QT-02/VL
hop dong lam viéc do dai dich covid 19 nhung khong du
diéu kién huong tro cap that nghiép
128 HJ tro nguoi lao dong khdng co giao két hop dong lao | QT-03/VL
dong bi mat viéc lam do dai dich covid 19
7.5 Bao vé cham soc tré em
129| Ap dung céc bién phap can thiép khan cip hoic tam thoi QT-
cach ly tré em khoi moéi truong hoac nguoi gay ton hai | 01/BVCST
cho tré em E
130/ Cham dit viéc cham soc thay thé cho tré em QT-
02/BVCST
E
131| Phé duyét ké hoach hd trg, can thiép dbi véi tré em bi QT-
xam hai hodc c6 nguy co bi bao luc, boc 16t, bo roi va | 03/BVCST
tré em ¢6 hoan canh dac biét E
132 Pang ky nhan chidm soc thay thé cho tré em doi véi ca QT-
nhan, nguoi dai dién gia dinh nhan cham séc thay thé | 04/BVCST
khong phai la nguodi than thich cta tré em E
Thong bao nhan cham soc thay thé cho tré em doi véi
133 S QT-
ca nhan, nguoi dai dién gia dinh nhan cham soc thay
£ 1y S A > 05/BVCST
thé 1a nguoi than thich cta tré em E
134| Chuyén tré em dang duoc cham soc thay thé tai co s& trg QT-
giup xa hoi dén ca nhan, gia dinh nhan cham séc thay thé | 06/BVCST
E
8. NONG NGHIEP VA PHAT TRIEN NONG THON
8.1 Tréng trot
135| Chuyén d6i co ciu cdy trong trén dat trong lta QT-0L/TT
8.2 Linh vuec thuy lgi
136/ Tham dinh, phé duyét phuong an tng pho thién tai cho | QT-01/TL
cong trinh, ving han du dép trong qua trinh thi cong
thudc thAm quyén ctia UBND cép xa
137| Tham dinh, phé duyét phuong an ing pho voi tinh huéng | QT-02/TL
khan cap thudc tham quyén caa UBND cép x4
138| H tro dau tu xay dung phat trién thiry loi nho, thay loi | QT-03/TL

n01 dong va tudi tlen tlen tiét kiém nudc (D01 voi nguon
von hd tro truc tiép, ngan sach dia phuong va ngudn von
hop phép khic cta dia phuong phan bo du toan cho
UBND cép x4 thyc hién)




8.3 Linh vuc khoa hoc cdng nghé méi trwong

Phé duyét ké hoach khuyén nong dia phuong

139 QT-
01/KHCN
140| Xac nhan hop dong tiép can ngudn gen va chia sé loi ich QT-
02/KHCN
8.4 Phong chéng thién tai
141 bang ky ké khai sd luong chan nuoi tap trung va nudi QT-
trong thuy san ban dau 01/PCTT
142| H6 trg khoi phuc san Xuét vung bi thi¢t hai do dich bénh QT-
02/PCTT
143| H6 trg khoi phuc san Xuét vung bi thi¢t hai do dich bénh QT-
03/PCTT
144 H5 trg khdm chita bénh, trg c4p tai nan cho luc luong QT-
xung kich phong chong thién tai cap xa trong truong hop | 04/PCTT
chua tham gia bdo hiém y t€, bao hiém xa hoi
145| Tro cip tién tudt, tai nan (d6i voi trudng hop tai nan suy QT-
giam kha nang lao dong tur 5% tr6 1€n) cho luc lugng 05/PCTT
xung kich phong chong thién tai cap xa chua tham gia
bao hiém xa hoi
8.5 Bio hiém néng nghiép
146| Phé duyét ddi twong duoc hd tro phi bao hiém nong QT-
10. Y TE
147) X¢ét huong chinh sach hd tro cho dbi twong sinh con dung | QT-01/YT
chinh sach dan s6
I1. Quy trinh noi bo
14g Quan 1y van ban di dén QT-01.NB
149 Tb chuc cudc hop, hoi nghi cia UBND xa QT-02.NB
150 Thuc hién thanh quyét toan tai co quan UBND x4 QT-03.NB




