UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

XA NINH HAI Doc 1ap-Tu do-Hanh phic
$6:719/QD-UBND Ninh Hai, ngay 20 thang 6 nam 2022
QUYET PINH

vé viéc ban hanh va ap dung tai li¢u H¢ thong quan 1y chat lwgng theo tiéu
chuan quoc gia TCVN ISO 9001:2015 da hi€¢u chinh, cai tien nam 2022

UY BAN NHAN DAN XA NINH HAI

Can cir Ludt Té chire chinh quyén dia phirong ngay 19/6/2015; Ludt sira doi,
b6 sung mét s6 diéu ciia Ludt Té chire Chinh phii va Ludt T6 chire chinh quyén dia
phuong ngay 22/11/2019;

Can cir Quyét dinh 19/2014/0P-TTg ngay 05/3/2014 ciia Thii tuéng Chinh
phii vé viéc ap dung Hé thong quan 1y chat heong theo Tiéu chuan quéc gia TCVN
1SO 9001:2008 vao hoat dong cua cac co quan, 16 chirc thudc hé théng hanh chinh
nha nuoc;

Can cu Quyet dinh s6 1 01/0D-BKHCN ngay 21/01/2019 cua Bo Khoa hoc
va Céng nghé vé viéc cong bé Mo hinh khung HTOLCL theo tiéu chudn quéc gia
TCVN ISO 9001:2015 co quan, t6 chirc thuéc hé thong HCNN tai dia phwong;

Can cir Ké hoach sé 41/KH-UBND ngdy 15/4/2022 ciia UBND xd vé viéc
mé réng, cdi tiéen va duy tri Hé thong qudn 1y chdt lwong theo TCVN ISO
9001:2015 tich hop ung dung cong nghé thong tin vao hoat dong cua UBND xa
nam 2022;

Theo dé nghi ciia Van phong Thong ké.

QUYET PINH:

Pi¢u 1. Ban hanh va ap dung tai liéu Hé thong quan 1y chét lugng theo tiéu
chuan qubc gia TCVN ISO 9001:2015 d4 hiéu chinh, cai tién nim 2022 vao céc
hoat dong quan 1y va giai quyét TTHC tai UBND x4 bat dau ké tir ngay 20/6/2022
(co danh muc dinh kem):

Piéu 2. Ban chi dao ISO, cac bd phan chuyén mon, can bd cong chirc, nguoi
lao dong nghién clru, bam sat va tuan thu ap dung vao thuc tién cong viéc, dam bao
hiéu qua, hiéu Iyc Hé thdng quan 1y chat luong da dugc phé duyét.

Piéu 3. Vin phong Théng ké, cac bo phan, ca nhan c6 lién quan chiu trach
nhiém thi hanh.

Quyét dinh nay co6 hiéu luc ké tir ngay ky./.

Noi nhgn: TM. UY BAN NHAN DAN
- UBND thanh pho/dé BC; CHfJ TICH

- Nhu diéu 4 /dé TH;
- Luu: VT.




DANH MUC

TAI LIEU HE THONG QUAN LY CHAT LUONG
THEO TIEU CHUAN QUOC GIA TCVN ISO 9001:2015

STT Tén tai li¢u M3 hiéu Ghi chi
I. Thii tuc, hwéng din theo mé hinh hé thong quan 1y chit lugng
1. Chinh sach chat luong CSCL
2. Muc tiéu chat lugng MTCL
3. Ban m6 ta m6 hinh Hé thong quan 1y chat lugng BMT
theo tiéu chuan qudc gia TCVN ISO 9001:2015
4. Quy trinh kiém soat thong tin dang van ban (tai QT-01
li¢u va ho so)
5. Quy trinh quan 1y rii ro va co hoi QT-02
6. Quy trinh danh gid nd1 bo hé théng quan ly chat QT-03
lugng
7. Quy trinh kiém soat sy khong phu hop va hanh QT-04
dong khac phuc
I1. Quy trinh noi bo
g Xin nghi phép cua cén b, cong chirc, nguoi lao | QT-01.NB
dong
9, Khic phuc sy co cong nghé thong tin QT-02.NB
10. Thuc hién thanh quyét toén tai co quan UBND xa QT-03.NB
1. T6 chtic cude hop, hoi nghi cia UBND x4 QT-04.NB
12, Quan 1y vin ban di dén QT-05.NB
II1. Cac quy trinh giai quyé"[ TTHC
1.NOI VU
1.1 Ton gido
13. | Pang ky hoat dong tin ngudng QT-0l/TG 03
14. | Pang ky bo sung hoat dong tin ngudng QT-02/TG 03
15. Dang ky sinh hoat ton giao tap trung QT-03/TG 03
16. | Thong bao danh muc hoat dong ton gido d6i voi to |  QT-04/TG 03
chtrc c6 dia ban hoat dong ton gido & mot xa
17. Thong bao danh muc hoat dong ton gido bd sung | QT-05/TG

do1 voi to chuac co dia ban hoat dong ton gido &
mot xa




03

18. | Pang ky thay d6i ngudi dai dién ciia nhom sinh | QT-06/TG
hoat ton gido tap trung

19. | P& nghi thay dbi dia diém sinh hoat ton gido tap | QT-07/TG |03
trung trong dia ban mot xa

20. | D& nghi thay déi dia diém sinh hoat ton gido tip | QT-08/TG |
trung dén dia ban xa khac

21. | Thong bao vé viée thay déi dia diém sinh hoat ton |  QT-09/TG | 93
g1do tap trung

22. Thong bao td chirc quyén gop trong dia ban 01 xa QT-10/TG 03
cua co s¢ tin ngudng, t6 chirc ton giao, t6 chuc ton
giao truc thudc

1.2 Thi dua khen thuwong

23. | Tang Gidy khen cta Chu tich UBND cép xi vé | QT-01/TBKT | 93
thuc hién nhiém vu chinh tri

24. Ting Gidy khen cta Chu tich UBND c‘ép xa vé | QT-02/TPKT 03
thanh tich thi dua theo dot hodc chuyén dé

25. | Tang Gidy khen cta Chu tich UBND cap xa vé | QT-03/TDKT 03
thanh tich dot xuat

26. | Tang Gidy khen cia Chi tich UBND cép x cho | QT-04/TBKT | 93
gia dinh

27. | Xét tang danh hi¢u Lao dong tién tién QT-05/TPKT | 93

2. GIAO DUC PAO TAO

28. | Cho phép co s& gido duc khac thuc hién chuong | QT-01/GDBT | %4
trinh gido duc ti€u hoc

29, Thanh 14p nhom tré, 16p mau gido doc lap QT-02/GDDPT 04

30. | Cho phép nhom tré, 16p miu gido doc lap hoat | QT-03/GDDT | 04
dong giao duc tré lai

31. Sap nhap, chia, tach nhom tré, 16p mau gido doc | QT-04/GDDT 04
lap

32. | Gidi thé nhém tré, 16p mAu gido doc 1ap (theo yéu | QT-05/GDBT | V1
cau cua to churc, ¢4 nhan dé nghi thanh 1ap)

3. VAN HOA THONG TIN

33. | Xét tang danh hi¢u Gia dinh van héa hang nam QT-01/VHTT | 04

34. | Xét ting Gidy khen Gia dinh vian hoa QT-02/VHTT | 04

35. | Théng bao t6 chuc 1& hoi QT-03/VHTT | 04

36. | Thong bao thanh lap thu vién d6i véi thu vién | QT-04/VHTT | 02
cong dong

37. Cong nhan cau lac bd thé thao QT-05/VHTT | 04




QT-06/VHTT

38. Th@ng bao sap nhap, hgp nhat, chia, tach thu vién 02

doi voi thu vién cong dong
39. Théng bdo chdm dut hoat dong thu vién cong QT-07/VHTT 03

dong

4. TU PHAP
4.1 Ho tich

40. | Cép ban sao trich luc ho tich Qr-oymut |94
41. | Dang ky khai sinh Qr-02HT | Y4
42. | Dang ky két hon Qr-03/HT |94
43, Dang ky nhan cha, me, con QT-04/HT 04
44, Ding ky khai sinh két hop nhan cha, me, con QT-05/HT 04
45. | Dang ky khai tir QT-06HT |94
46. | Pang ky khai sinh luu dong Qr-07HT |04
47. | Bang ky két hon luu dong QT-08/HT 04
48. Pang ky khai tir lvu dong QT-09/HT 04
49. | Dang ky giam ho Qr-1oHT | Y4
50. | DBang ky chim dat giam ho QT-11/HT 04
51. | Pang ky thay d6i, cai chinh, bd sung hd tich QT-12HT |04
52. | Pang ky cAp Gidy xac nhan tinh trang hon nhan QT-13/HT 04
53. | Dang k¥ lai khai sinh QT-14HT |94
54. | Pang ky khai sinh cho ngudi di c6 ho so, gidy to | QT-15/HT 04

ca nhan
55. | Pang ky lai két hon QT-16HT | 94
56. | Dang ky lai khai tir QT-17HT | %4
57. | Dang ky khai sinh — Dang ky thuong tra — Cép thé | QT-18/HT | 03

bao hiém y té cho tré em dudi 06 tudi (truong hop

tré c6 cha/me hodc ngudi nudi du’f)'ng, cham soc ¢co

dang ky thuong tra trén dia ban cap huyén)
58. | Dang ky khai sinh —CAp thé bao hiém y té cho tré | QT-19/HT | 03

em dudi 06 tuodi (truong hop tré c6 cha/me hoac

nguoi nudi dudng khong c6 dang ky thuong tra

ma chi c6 dang ky tam tra trén dia ban cap huyén)

4.2 Chirng thuc

59. | Cép ban sao tir s6 goc QT-01/CT 04
60. | Chimg thuc ban sao tir ban chinh gidy to, van ban | QT-02/CT 04

do co quan to6 chuc c6 tham quyén cua Viét Nam
cap hodc chirng nhan




61. | Chung thyc chir ky trong cac gidy to, van ban (4p | QT-03/CT 04
dung cho ca truong hop ching thuc diém chi va
truong hop ngudi yéu cau ching thyc khong thé
ky, khong thé diém chi dugc)
62. Ch&ng thuc viée sta doi, bd sung, huy bd hop QT-04/CT 04
dong, giao dich
63. | Sira 15i sai sot trong hop ddng, giao dich QT-05/CT 04
64. | Cap ban sao co chimg thyc tir ban chinh hop déng, | QT-06/CT 04
giao dich da dugc chung thuc
65. | Chimg thuc hop ddng, giao dich lién quan dén tai | QT-07/cT | 94
san la dong san, quyén st dung dat va nha ¢
60. Chung thuc di chuc QT-08/CT 04
67. | Chimg thyc van ban tir chdi nhan di sén Qr-09/cT | V4
68. Chung thyc van ban thoa ‘thuéln phan 9hia di san QT-10/CT 04
ma di sdn la dong san, quyén st dung dat, nha ¢
69. | Chimg thuc vin ban khai nhan di san ma di san 1a | QT-11/cT | 0%
dong san, quyén st dung dat, nha &
4.3 Con nuoi
70. | Pang ky viéc nudi con nudi trong nudc QT-01/CN 04
71. Dang ky lai viéc nudi con nudi trong nudc QT-02/CN 04
4.4 Boi thwong nha nwéc
72. | Giai quyét yéu cau bdi thuong tai co quan truc tiép | QT-01/BTNN | 02
quan ly nguoi thi hanh cong vu gdy thiét hai
4.5 Hoa giai vién
73. | Cong nhan hoa giai vién QT-01/HGV |02
74. | Cong nhan tb trudng t6 hoa giai QT-02/HGV |02
75. | Thoi 1am hoa giai vién QT-03/HGV |02
76. | Thanh toéan thu lao cho hoa gidi vién QT-04/HGV 02
4.6 Pho bién Giao duc Phap luit
77. | Cong nhén tuyén truyén vién phap luat QT-01/GDPL 02
78. | Cho théi Iam tuyén truyén vién phap luat QT-02/GDpPL | 02
5. THANH TRA
79. | Xurly don QT-0l/TT |03
80. | Giai quyét khiéu nai 1in diu Qr-o2/TT |03
81. | Giai quyét té co Qr-03/tT |93
82. | Tiép cong dan Qr-o4tT |93




6. TAI NGUYEN MOI TRUONG

6.1 Dit dai

83. | Hoa giai tranh chap dat dai QT-01/BCXD | 03
6.2 Moi truong
84. | Xac nhan ké hoach bao vé moi truong (trong | QT-0UMT |02
truong hop duoc UBND cép huyén oty quyén)
85. Xac nhan dang ky dé 4n bao vé moi ‘gruong don | QT-02/MT 02
gian (trong truong hop dugc UBND cdp huyén uy
quyen)
86. | Tham van bo cdo danh gi4 tic dong mai truong QT-03/MT 02
87. Tham van dé 4n bao v€ moi truong chi tiét QT-04/MT 02
88. | Xac nhan Hop dong tiép can ngudn gen va chia s¢ | QT-05/MT 03
loi ich
89. | Ké khai, thim dinh t& khai phi bao vé moi truomg | QT-06MT | V1
doi voi nuoc thai
7. LAO PONG - THUONG BINH & XA HOI
7.1 Bao tro xa hoi
90. | Xac dinh, xac dinh lai mirc d§ khuyét tat va cép | QT-01/BTXH | 04
Giay xac nhan khuyét tat
91. | Dbi, cAp lai Gidy x4c nhan khuyét tat QT-02/BTXH | %4
92. | Tro gitip xa hoi dot xuét vé hd tro lam nha &, sia | QT-03/BTXH | 04
chita nha ¢
93. Tro giup xa hoi dot xuat vé hd tro chi phi mai tang | QT-04/BTXH 04
94. | X&c nhan hd gia dinh lam ndéng nghiép, lam | QT-05/BTXH 04
nghi€p, ngu nghiép va diém nghiép c6 muirc song
trung binh giai doan 2016-2020 thudc dién doi
tuong duoc ngan sach nha nude ho trg dong bao
hiém y t&
95. bang ky hoat dong dbi véi co s tro gitp xa hoi | QT-06/BTXH 04
dudi 10 doi twong ¢6 hoan canh khé khan
96. | Thyc hién, didu chinh, théi huong trg cép xa hoi | QT-07/BTXH 04
hang thang, ho trg kinh phi cham soc, nu61 dudng
hang thang
97. | Thuc hién trg cAp xa héi hang thang khi déi twong | QT-08/BTXH | 4
thay do1 noi cu tru giﬁ’a cac quan, huyén, thi xa, thanh
pho thudc thanh pho
98. | Thuc hién tro cAp xa hoi hang thang khi déi tuong | QT-09/BTXH | 04

thay d6i noi ClI’tI'l’l trong cung d,ia ban quan, huyén,
thi xa, thanh ph6 thudc Thanh pho




99.

H5 trg kinh phi nhan nu6i dudng, chim séc doi tuong
can bao vé khan cap

QT-10/BTXH

04

100.

HO tro chi phi mai tang cho dbi tuong bao trg xa hoi
duoc trg gitip xa hoi thuong xuyén tai cong dong

QT-11/BTXH

04

101.

Tiép nhan ddi twong 1a nguoi chua thanh nién khong
¢ noi cu tra 6n dinh bi 4p dung bién phéap gido duc
tai xa, phuong, thi tran vao co so trg giap tré em

QT-12/BTXH

01

102.

Chi tra tro cap xa hoi hang thang, hd trg kinh phi
cham soc, nudi dudng hang thang khi dbi tuong thay
d6i noi cu trti trong cung dia ban quan, huyén, thi x4,
thanh phd thudc tinh

QT-13/BTXH

01

103.

Quyét dinh trg cap xa hoi hang thang, hd tro kinh phi
cham soc, nudi dudng hang thang khi dbi twong thay
ddi noi cu tri gitra cac quan, huyén, thi xa, thanh phé
thudc tinh, trong va ngoai tinh, thanh phd truc thudc
trung vong

QT-14/BTXH

01

7.2 Phong chong t& nan xa hoi

104.

Dang kv cai nghién ma tuy ty nguyén

QT-01/TNXH

04

105.

Ho6 trg hoc van hoéa, hoc nghé, trg cap kho khan ban
dau cho nan nhan

QT-03/TNXH

03

7.3 Ngwoi ¢6 cong

106.

Giai quyét ché do trog cip tho cung liét si

QT-01/NCC

04

107.

Giai quyét ché do wu dai doi voi truong hop ting
hodc truy tang danh hi¢u vinh du nha nudc “Ba
me Vi¢t Nam anh hung”

QT-02/NCC

04

108.

Giai quyét ché do6 wu dai d6i v6i Anh hing luc
luong vii trang nhan dan, Anh hung lao dong trong
thoi ky khang chién hién khong cong tac trong
quan doéi, cong an

QT-03/NCC

04

109.

Cong nhan d6i v6i ngudi bi thwong trong chién
tranh khong thudc quan doi, cong an

QT-04/NCC

04

110.

Ti€ép nhan nguodi c6 cong vao co sé nudi dudng,
diéu dudng nguoi c6 cong do tinh quan 1y

QT-05/NCC

04

I11.

Cép b sung hodc cap lai gidy chimg nhan nguoi co
cong do nganh Lao dong - Thuong binh va Xa hoi
quan 1y va gidy ching nhan than nhan li¢t si

QT-06/NCC

04

112.

Cong nhén va giai quyét ché d6 wu dai nguoi hoat
dong cach mang

QT-07/NCC

04

113.

Cong nhan va giai quyét ché 6 wu dai nguoi hoat
dong khang chién bi nhiém chat ddc hoa hoc

QT-08/NCC

04




114.

Cong nhan va giai quyét ché do con dé cua ngudi
hoat dong khang chién bi nhiém chat doc hoa hoc

QT-09/NCC

04

115.

Cong nhan va giai quyet ché do nguoi hoat dong
cach mang, khang chién, bao vé to qubc, lam
nghia vu quoc té bi dich bat tu, day

QT-10/NCC

04

116.

Giai quyét ché d6 ngudi hoat dong khang chién
giai phong dan toc, baove td6 qudc va lam nghia vy
quoc teé

QT-11/NCC

04

117.

Giai quyét ché do nguoi co cong gitp d& cach
mang

QT-12/NCC

04

118.

Giai quyét ché dd hd trg dé theo hoc dén trinh do
dai hoc tai cac co s¢ gido duc thudc hé thong gido
duc quoc dan (khong do quan doi, cong an quan
ly)

QT-13/NCC

04

119.

Huong tro cap khi nguoi c6 cong dang hudng trg
cAp vu dai tir tran

QT-14/NCC

04

120.

B sung tinh hinh than nhéan trong hd so liét si

QT-15/NCC

04

121].

Cap gidy xac nhan than nhan nguoi ¢ cong

QT-16/NCC

04

122.

HO s0, thu tuc thuc hién ché do tro cép mot lan d6i
v6i than nhan nguoi hoat dong khang chién duoc
ting huan chuong, huy chuong chét trudc ngay 01
thang 01 nim 1995 ma chua dugc hudng ché do
uu dai

QT-17/NCC

04

123.

Tro cap mot 1an ddi véi thanh nién xung phong da
hoan thanh nhi€ém vu trong khang chién

QT-18/NCC

04

124.

Tro cp hang thang d6i véi thanh nién xung phong
da hoan thanh nhiém vu trong khang chién

QT-19/NCC

04

125.

Tro cAp 1 lan dbi voi ngudi co thanh tich tham gia
khang chién dd duoc tang Bang khen ciia Thu tudng
Chinh phu, Bang khen cta Chu tich Hoi dong Bo trudng
hoic Bang khen cua Bo truong, Thii trudng co quan
ngang bd, Thu truéng co quan thuéc Chinh phu, bing
khen cua Chu tich UBND tinh, thanh phé truc thude trung
uong

QT-20/NCC

04

126.

Gidi quyét ché do trg cap mdt lan doi voi nguoi
dugc cu lam chuyén gia sang giap Lao,
Campuchia

QT-21/NCC

01

127.

Giai quyét ché do mai tang phi d6i v6i cyu chién
binh

QT-22/NCC

01

7.4 Biao vé cham sdc tré em




128. | Ap dung cac bién phap can thiép khan cip hoic QT- 01
tam thoi cach ly tré em khoi moi truong hodc | 01/BVCSTE
nguoi gay ton hai cho tré em

129. | Cham dut viéc cham séc thay thé cho tré em QT- 01

02/BVCSTE

130. | Phé duyét ké hoach hd trg, can thiép ddi véi tré QT- 01
em bi xam hai hodc ¢6 nguy co bi bao luc, boc 16t, | 03/BVCSTE
bé roi va tré em c6 hoan canh dac biét

131. | Ding ky nhan chim séc thay thé cho tré em ddi QT- 01
vOi ¢4 nhan, nguoi dai dién gia dinh nhian cham | 04/BVCSTE
soc thay thé khong phai 1a ngudi than thich cua tré
em
Thong bao nhan cham séc thay thé cho tré em dbi )

132, o > g ga eD . QT 01
voi ca nhaq, nguoi dai dién gia dinh nhan cham 05/BVCSTE
soc thay thé 1a ngudi than thich cta tré em

133. | Chuyén tré em dang dugc cham soc thay thé tai co QT- 01
s& trg gitip xa hoi dén ca nhan, gia dinh nhian | 06/BVCSTE
cham soc thay thé

8. NONG NGHIEP VA PHAT TRIEN NONG THON
8.1 Tr(“)ng trot
134. | Chuyén d6i co cdu cdy trong trén dit trong laa QT-0I/TT |01
8.2 Linh vue thuy lgi

135. | Tham dinh, phé duyét phuong an tng pho thién tai | QT-01/TL | 03
cho cong trinh, vang han du dép trong qua trinh thi
cong thudc tham quyén cia UBND cép xa

136. | Tham dinh, ph€ duyét phuong an ng pho véi tinh | QT-02/TL | 03
hudng khan cdp thudc thim quyén ctia UBND cip
Xa

137. | HS tro dau tu xay dung phat trlen thuy loi nho, QT-03/TL 03
thuy loi néi dong va tudi tién tlen tiét kiém nudc
(D01 voi ngudn von hd trg truc tlep, ngan sach dia
phuong va nguén von hop phap khac cua dia
phuong phan bé du toan cho UBND cap xa thuc
hién)

8.3 Linh vuc khoa hoc cong nghé moi trudong

138. Phé duyét ké hoach khuyén nong dia phuong QT-01/KHCN | 03

139. | Xéac nhan hop dong tiép can nguodn gen va chia s¢ | QT-02/KHCN | 01
loi ich

8.4 Phong chdng thién tai
140. | Pang ky ké khai s6 luong chan nudi tap trung va | QT-01/PCTT |01

nudi trong thuy san ban dau




141.

HO tro khoi phuc san xuat ving bi thiét hai do dich
bénh

QT-02/PCTT

01

142.

HO tro khoi phuc san Xuét vung bi thiét hai do dich
bénh

QT-03/PCTT

01

143.

HO trg kham chita bénh, tro cép tal nan cho luc
luong xung kich phong chdng thién tai cip xa
trong truong hop chua tham gia bao hiém y té, bao
hiém xa hoi

QT-04/PCTT

01

144.

Tro cap tién tudt, tai nan (ddi v6i truong hop tai
nan suy gidm kha nang lao dong tur 5% tr¢ 1€n)
cho luc luong xung kich phong chdng thién tai cap
x3 chwa tham gia bao hiém xa hoi

QT-05/PCTT

01

9.Y TE

145.

Xét hudng chinh sach hd trg cho ddi tuong sinh
con dung chinh sach dan so6

QT-01/YT

01
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