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

QUANG DIEM Doc 1ap - Tu do - Hanh phic
Sb: 64/QD-UBND Quang Diém, ngay 20 thang 02 nam 2021
QUYET PINH

Vv duy tri ap dung H¢ thong tai liéu quan 1y chat lugng
theo tiéu chuian Quéc gia TCVN ISO 9001:2015

UY BAN NHAN DAN XA

Can cit Ludt T6 chirc Chinh quyén dia phiong ngay 19/6/2015;

Can civ Quyét dinh 19/2014/0D-TTg ngay 05/3/2014 cia Thi twéng
Chinh Phii vé viéc dp dung hé thong qudn 1y chdt lwong theo tiéu chuan TCVN
1SO 9001:2008 (phién ban tiéu chuan quéc gia TCVN 1SO 9001:2015) vao hoat
dong cua cac co quan hanh chinh nha nuoc;

Can cit Quyét dinh s6 101/0D-BKHCN ngay 21/01/2019 cua Bo Khoa hoc va
Cong ngh¢ vé viéc cong bo Mé hinh khung Hé thong quan Iy chat lwong theo tiéu
chudn Quéc gia TCVN ISO 9001:2015 cho cdc co quan, t6 chirc thudc hé thong hanh
chinh nha nwéc tai dia phwong;

Xét dé nghi ciia Ban chi dao ISO x& Quang Diém.
QUYET PINH:

Piéu 1. Ban hanh h¢ thong tai liéu quan 1y theo tiéu chuan Quéc gia
TCVN ISO 9001:2015 tai Uy ban nhan dan xa Quang Diém (nhw danh muc tai
lieu kem theo quyét dinh nay).

Piéu 2. Toan bd cac bd phan chuyén mon, cadc don vi lién quan truc thudc
va cac can bg, cong churc ij ban nhan dan xa Quang Diém cé trach nhiém doc
hiéu va thi hanh cong viéc theo dung quy dinh cia hé théng tai lidu nay, tién
hanh dua hé thong vin ban theo TCVN ISO 9001:2015 vao ap dung duy tri
trong cac hoat dong thuc té. Thoi gian ap dung ké tir ngay 20/02/2021.

Céc tai liéu ctia hé thdng quan 1y chat luong c6 hiéu luc tir ngay ky duyét
ban hanh, moi van ban trudc day trai ngugc vdi cac quy dinh cia cac tai liéu nay
déu bi huy bo hi¢u luc. Trong qua trinh thyc hién, néu co vuong mic dé nghi
phan anh vé Ban chi dao dé c6 bién phap giai quyét.

Piéu 3. Quyét dinh nay c6 hiéu luc tir ngay ky.

Uy ban nhan dan x& Quang Diém va Ban chi dao ISO, T thu ky, cac bd
phan chuyén mon, cac can bg, cong chirc thuoc UBND x3a va céc td chirc, ca
nhan c6 lién quan cin cir Quyét dinh thi hanh./.

Noi nhgn: TM. UY BAN NHAN DAN

- Nhu Diéu 3; *
- Luu: VT. CHU TICH




DANH MUC TAI LIEU
HE THONG QUAN LY CHAT LUQNG THEO TIEU CHUAN QUOC GIA
TCVN ISO 9001:2015 TAI UY BAN NHAN DAN CAP XA, TINH HA TINH
(Ban hanh kém theo Quyét dinh sb 64 /QD-UBND ngay 20/02/2021 ciia

Uy ban nhén dan xi Quang Di¢m)

STT Tén tai liéu Mai s6 Ghi chu
A | TAILIEU CHUNG
M5 hinh hé thong quan ly chat lugn
' s q Y e - CSCL
- Chinh sach chat lugng
1. ) . - MTCL
- Muc ti€u chat luong
. . o - PTQTRR
- Tong hop phan tich boi canh va quan tri rui ro
5 H}IO'ngA dan kiém soat thong tin dang van ban (tai HD.OL
liéu, ho so)
Hudng dan quan 1y rai ro, co hoi HD.02
4. | Huéng dan Panh gia noi bo HD.03
5. | Hudng dan Kiém soat sy KPH va HDKP HD.04
B | CAC QUY TRINH NOQI BQ
1 T}ep nh:gln va tra két qua ho so gidi quyét thu tuc QT.NB.O1
hanh chinh
2. | Quy trinh quan 1y vin ban di - dén QT.NB.02
3. | Quy trinh xét thi dua khen thudng QT.NB.O3
4. | Quy trinh té chirc hoi nghi QT.NB.0O4
5. | Quy trinh quén 1y tai san QT.NB.05
6. | Quy trinh mua sdm tai san trang thiét bi QT.NB.O6
7. | Quy trinh dao tao cong chirc, vién chuc QT.NB.O7
8. | Nang bac luong thuong xuyén QT.NB.O8
9. | Hop xem x¢ét cia Lanh dao QT.NB.09
CAC QUY TRINH THU TUC HANH CHINH - 126 TTHC
C | (THUC HIEN THEO CAC QUYET PINH CONG BO QUY TRINH NQI BQ
THU TUC HANH CHINH CUA UY BAN NHAN DAN TINH HA TINH)
| | Linh vuc Giao thong vén tai - 09 TTHC (Quyét dinh s6 2708 /0P-UBND ngay
12/8/2019 cua Chu tich UBND tinh Ha Tinh)
Cép gidy ching nhan dang ky phuong tién thuy
noi dia doi voi loai phuong tién khong c6 dong
co trong tai toan phan tr 01 tan dén 15 tan hoac
¢ suc cho tir 05 nguoi dén 12 nguoi, phuong
1. | tién c6 dong co cong suat may chinh duéi 05 sirc




STT

Tén tai li€u

Ghi chu

ngua hodc c6 stc chd dudi 05 nguoi trong
truong hgp phuong tién chua khai thac trén
duong thuy noi dia.

Cép gidy chimg nhan ding ky phuong tién thuy
ndi dia ddi véi loai phuong tién khong co6 dong
co trong tai toan phan tir 01 tdn dén 15 tin hoic
c6 stc chd tir 05 nguoi dén 12 ngudi, phuong
tién co dong co cong suat may chinh dudi 05 sirc
ngua hodc c6 stc chd dudi 05 nguoi trong
truong hop phuong tién dang khai thac trén
duong thuy noi dia.

Cép lai Gidy ching nhan ding ky phuong tién
thuy noi dia d6i voi loai phuong tién khong co
dong co trong tai toan phan tir 01 tdn dén 15 tin
hodc ¢o strc chd tir 05 ngudi dén 12 nguoi,
phuong tién c6 dong co cong sudt may chinh
dudi 05 strec ngya hodc cé stc chd dudi 05 nguoi
trong truong hop phuong tién thay doi tén, tinh
nang k¥ thuat.

Cép lai Gidy ching nhan ding ky phuong tién
thuy noi dia d6i voi loai phuong tién khong co
dong co trong tai toan phan tir 01 tdn dén 15 tin
hodc ¢o stiic chd tir 05 ngudi dén 12 nguoi,
phuong tién c6 dong co cong sudt may chinh
dudi 05 strec ngya hodc cé stc cho dudi 05 nguoi
trong trudng hop phuong tién chuyén quyén so
hitu nhung khong thay d6i co quan ding ky.

Cép lai gidy chung nhan dang ky phuong tién
thuy noi dia dbi voi loai phuong tién khong cé
dong co trong tai toan phan tir 01 tan dén 15 tin
hodc ¢o strc chd tir 05 ngudi dén 12 nguoi,
phuong tién c6 dong co cong suat mdy chinh
dudi 05 stre ngua hodc cé strc chd dudi 05 nguoi
trong trudng hop phuong tién chuyén quyén so
hitu ddng thoi thay ddi co quan ding ky.

Cép lai Gidy ching nhan ding ky phuong tién
thuy noi dia d6i voi loai phuong tién khong co
dong co trong tai toan phan tir 01 tan dén 15 tin
hodc ¢o strc chd tir 05 ngudi dén 12 nguoi,
phuong tién c6 dong co cong suat may chinh
dudi 05 stc ngya hodc cé suc cho dudi 05 nguoi
trong truong hop chu phuong tién thay doi try sé
hodc noi diang ky ho khau thudng tra cta chi
phuong tién sang don vi hanh chinh cip tinh
khéc.

Cép lai gidy ching nhan, ding ky phuong tién




STT

Tén tai li€u

Ghi chu

thuy noi dia d6i voi loai phuong tién khong co
dong co trong tai toan phan tir 01 tdn dén 15 tin
hodc ¢o stic chd tir 05 ngudi dén 12 nguoi,
phuong tién c6 dong co cong sudt may chinh
dudi 05 stre ngua hodc c6 stic chd dudi 05 nguoi
trong truong hop phuong tién chuyén tir co quan
dang ky khac sang co quan ding ky phuong tién
thuy noi dia.

Cép lai Gidy ching nhan ding ky phuong tién
thuy noi dia d6i voi loai phuong tién khong cd
dong co trong tai toan phan tir 01 tdn dén 15 tin
hodc ¢o strc chd tir 05 ngudi dén 12 ngudi,
phuong tién c6 dong co cong sudt may chinh
dudi 05 stc ngua hoac c6 strc cho dudi 05
nguoi.

Xo4 dang ky phuong tién thuy noi dia d6i véi
loai phuong tién khong c6 dong co trong tai toan
phan tir 01 tan dén 15 tan hodc c6 sic chd tir 05
ngudi dén 12 ngudi, phuong tién c6 dong co
cong sudt may chinh duéi 05 stc ngua hoic co
suc chd dudi 05 nguoi.

Linh vue Noi vu - 15 TTHC (Quyét dinh sé 3827/0D-UBND ngay 27 /11/2019

cua Chu tich UBND tinh Ha Tinh)

Linh vuc Thi dua khen thwéng (05 TTHC)

10.

Tang Giay khen ctua Chua tich UBND cap xi vé
thuc hién nhiém vu chinh tri

11.

Tang Gidy khen ciia Chu tich UBND cép xa vé
thanh tich thi dua theo dot hodc chuyén de

12.

Tang Gidy khen cua Chu tich UBND cap xi vé
thanh tich dot xuat

13.

Tang Gidy khen ctia Cha tich UBND cap xa cho
gia dinh

14.

Tang danh hi¢u “Lao dong tién tién”

Linh vwe Ton gido (10 TTHC)

15.

bang ky hoat dong tin ngudng tai dia ban mdt xa,
phuong, thi tran

16.

Ding ky bo sung hoat dong tin ngudng tai dia ban
mot xa, phuong, thi tran

17.

bang ky sinh hoat ton gido tap trung tai dia ban
mot xa, phuong, thi tran

18.

Thong bdo danh muc hoat dong ton gido doi véi to
chtic c6 dia ban hoat dong ton gido & mdt xa,
phuong, thi tran

19.

Thong bao danh muc hoat dong ton gido bo sung
doi véi to chue co dia ban hoat dong ton gido &




STT Tén tai liéu Ma so Ghicha
mot x3, phudng, thi trin
bang ky thay doi nguoi dai dién ciia nhém sinh
hoat ‘Eén gido tap trung tai dia ban mot xa, phuong,
20. | thi tran
D¢ nghi thay do61 dia diém sinh hoat ton giao tap
21. trung trong dia ban mot xa, phuong, thi tran
Dé nghi thay do6i dia diém sinh hoat ton giao tap
22. trung dén dia ban xa,phuong, thi t;én khac
Thong bao vé viéc thay doi dia di€m sinh hoat ton
23. | gio tap trung
Thong bao to chirc quyén gop trong dia ban mot
X8, phuong, thi tran cua co sd tin ngudng, to chirc
24. | t6n gido, to chirc ton gido truc thude
1y | Linh vue Thanh tra—02 TTHC (Quyé’t dinh sé 881/0P-UBND ngay 16/3/2015
ctia UBND tinh Ha Tinh)
o5 | Giai quyét khiéu nai lan dau tai cap xa
26. | Giai quyét to cdo tai cap x4
jy | Linh vire Tu phép —43 TTHC (Quyét dinh sé 2407/0D-UBND ngay 17/7/2019
ctia Chui tich UBND tinh Ha Tinh)
A | Linh vue H) tich - 23 TTHC
27. | Pang ky khai sinh
Pang ky khai sinh ¢ yéu t6 nudc ngoai tai khu
28. | vuc bién gidi
Ping ky khai sinh cho nguoi da c6 ho so, gidy to
29. | canhéan
30. | bang ky khai sinh luu dong
Lién thong cac thu tuc hanh chinh vé dang ky khai
sinh, dang ky thuong tra, cap thé bao hiém y te
31. | cho tré em dudi 6 tudi
Lién thong cac thu tuc hanh chinh vé dang ky khai
32. | sinh, cap thé bao hi€ém y té cho tré em dudi 6 tudi
33. | bang ky két hon
Ping ky két hon c6 yéu to nudc ngoai & khu vuc
34. | bién gioi
35. | Pang ky két hon luu dong
36. | bang ky khai tu
Ding ky khai tir c6 yéu to nudc ngoai & khu vuc
37. | bién gidi
38. | bang ky khai tir luu dong
39. | bang ky giam ho
40. | Pang ky cham dut giam ho




STT Tén tai liéu Ma so Ghicha
41. | Pang ky nhan cha, me, con
Ding ky nhén cha, me, con c6 yéu t6 nudc ngoai tai
42. | khu vuc bién gisi
Ding ky khai sinh két hop diang ky nhan cha, me,
43. | con
44, | bang ky lai khai sinh
45. | Dang ky lai két hon
46. | Pang ky lai khai tr
47. | Thay dbi, cai chinh, bo sung ho tich
48. | Cap Giay xac nhan tinh trang hon nhan
49. | Cap ban sao trich luc ho tich
B | Linh vuce nudi con nu6éi —03 TTHC
50. | Bang ky viéc nudi con nuoi trong nudc
51. | Pang ky lai vi¢c nudi con nudi trong nudc
Giai quyet viéc ngudi nudc ngoai cu tri 6 khu vire
bién gidi nudc lang giéng nhan tré em Viét Nam
52. | lam con nuoi
C | Linh vuc chirng thye — 11 TTHC
Chting thyc ban sao tir ban chinh giay to, van ban
do co quan c6 tham quyén ctuia Viét Nam cap hodc
53. | chirng nhan
Chtng thuc chit ky trong gidy to, van ban (ap
dung cho ca truong hop chiang thue diém chi va
truong hop nguoi yéu cau chimg thuc khong ky,
54. | khong diém chi duoc)
Chtng thuc hop d@)pg, giao dich lién quan dén tai
55. | san la dong san, quyén su dung dat, nha &
56. | Chung thyc di chuc
57. | Chung thuc van ban tir choi nhan di san
Ching thue van ban thoa thuén phan chia di san
58. | ma di san la dong san, quyén st dung dat, nha &
Churng thuc van ban khai nhan di sdn ma di san la
59. | dong san, quyén su dung dat, nha &
Chiing thyc viéc sira doi, bo sung, huy bo hop
60. | dong, giao dich
Cap ban sao ¢ chimg thuc tir ban chinh hop
61. | dong, giao dich da dugc ching thuc
62. | Cip ban sao tir sd gbc
63. | Stra 15i sai sot trong hop dong, giao dich
D | Linh vuc phd bién Gi4o duc phép luiat — 02 TTHC




STT Tén tai liéu Mai s6 Ghi chu
64. | Cong nhan tuyén truyén vién phap luat
65. | Cho théi lam tuyén truyén vién phap luét
E | Linh vuc Hoa gidi co sé - 04 TTHC
66. | Thu tuc cong nhan hoa giai vién
67. | Cong nhan td trudng td hoa giai
68. | Thu tuc thoi lam hoa giai vién
69. | Thanh toan thu lao cho hoa giai vién
v Linh v Tai nguyén méi truong — 03 TTHC (Quyét dinh sé 4017/0P-UBND
ngay 10/12/2019 ciia Chu tich UBND tinh Ha Tinh)
A | Linh vuc DAt dai — 01 TTHC
70. | Hoa giai tranh chap dat dai cap xa
B | Linh vue Tai nguyén nuéc (01 TTHC)
71. | Dang ky khai thac nuéc dudi dat
C | Linh vuc moi truwong (01 TTHC)
Tham van y kién trong qua trinh thyc hién danh gia
72. | thc dong moi trudng
vy | Linh vyre Vin hoa - 05 TTHC (Quyét dinh sé 3614/QP-UBND ngay 04/11/2019
ctia Chui tich UBND tinh Ha Tinh)
A | Linh vie Vin héa co s¢ - 03 TTHC
73. | Thong béo to chirc 18 hoi
74. | Xét ting Danh hiéu Gia dinh van hoa hang nim
75. | Xét ting Gidy khen Gmia dinh van héa
B | Linh vwe Thw vién — 01 TTHC
bang ky hoat dong thu vién tu nhén c6 vbn sach
76. | ban dau tir 500 ban dén dudi 1.000 ban
C | Linh vuc Thé duc, thé thao- 01 TTHC
77. | Cong nhan Cau lac bo thé thao co s
Linh vieee NONg nghiép va phat trién nong thon — 08 TTHC (Quyét dinh sé 3149
VIl | /0D-UBND ngay 23/9/2019; Quyét dinh so 620/QD-UBND ngay 20/02/2020 ciia
Chui tich UBND tinh Ha Tinh)
A | Linh vwe Thay lgi — 02 TTHC
Tham dinh, phé duyét phuong an tng pho voi tinh
hubng khan cip thudc tham quyén cia UBND cép
78. | xa
Ho tro dau tu xay dung phat trlen thuy loi nho,
thuy loi n6i dong va tudi tién tlen tiét kiém nudc
(D6i voi ngudn Von ho trg truc tiép, ngan sach dia
phuong va nguon vén hop phap khac cua dia
phuong phan bd du toan cho UBND cép x4 thyc
79.

hién)




STT Tén tai liéu Mai s6 Ghi chu
B | Linh virc Phong chéng thién tai — 03 TTHC
Ho tro khoi phuc san Xuét vung bi thi€t hai do dich
80. | bénh
Ho trg khoi phuc san xuat ving bi thiét hai do
81. | thién tai
Ping ky ké khai s6 lwong chian nudi tip trung va
82. | nuoi trong thity san ban dau
C | Linh vue Trong trot — 02 TTHC
biang ky chuyén d6i co ciu ciy trong tir tréng lua
sang trong cay hang nam, cay lau nam hoac trong
83. | lua két hop nudi trong thuy san trén dit trong lta
84. | Chuyén dbi co cdu ciy trong trén dat trong laa
D | Linh vue Nong nghiép va Phat trién nong thén — 01 TTHC
Phé duyét ké hoach khuyén nong dia phuong (cip
85. | x4)
vy | Linh vie Gido dyc dio tao — 05 TTHC Quyét dinh sé 3035 /0P-UBND ngay
12/9/2019 cuia Chu tich UBND tinh Ha Tinh
86. | Thanh lap nhom tré, 16p mau gido doc 1ap
Sap nhép, chia, tich nhom tré, 16p mau gido doc
Cho phép nhém tré, 16p mau gido doc 1ap hoat
83. | dong tr¢ lai
89. | Giai thé nhom tré, 16p miu gido doc lap
Cho phép co s¢ gido duc khac thuc hién chuong
90. | trinh gido duc tiéu hoc
;x| Linh vie Lao déng thueng binh xa hgi — 33 TTHC (Quyét dinh sé 3747/0P-
UBND ngay 22/11/2019 ciia Chii tich UBND tinh Ha Tinh)
A | Linh vue Nguwdi ¢6 cong — 24 TTHC
Hudng mai tang phi, trg cap mot lan khi ngudi cd
91. | cong v6i cach mang tir tran
Giai quyét tro cip tién tuat hang thang cho than
92. | nhan khi ngudi c6 cong voi cach mang tir tran
93. | Gii quyét ché d6 wu dai ddi v6i than nhan liét si
Giai quyét ché do doi v6i Anh hung luc lugng vii
trang nhan dan, Anh hung lao dong trong thoi ky
94. | khang chién
Giai quyét ché do doi voi thwong binh, ngudi
95. | huong chinh sach nhu thwong binh
96. | Giam dinh vét thuong con sot
Giai quyét huong ché d6 uu dai ngudi hoat dong
97. | khéng chién bi nhiém chat doc héa hoc
Giai quyét huong ché do uu dai ddi vdi con dé
98. | nguoi hoat dong khang chién bi nhidm chat doc




STT Tén tai liéu Ma so Ghicha
hoa hoc
Giai quyét ché do nguoi hoat dong cach mang
99. | hoic hoat dong khang chién bi dich bét tu, day
Giai quyét ché do ngudi HDKC giai phong dan
100. | tdc, bao vé td quéc va lam nghia vu quéc té
Giai quyét ché do nguoi co cong giup d cach
102. | Giai quyét ché d¢ tro cap tho cung liét si
Xét tang, truy tang danh hi¢u vinh dg Nha nudc “
103. | Ba Me Viét Nam anh hung”
Giai quyét ché do wu dai d6i véi Ba me Viét Nam
104. | anh hing
Giam dinh lai thuong tat do vét thuong cii tai phat
105. | va diéu chinh ché do
Thuc hién ché do tro cép mot 1an doi voi than
nhan nguoi hoat dong khang chién giai phong dan
toc, bao vé To quéc va lam nghia vu quéc té,
106. | nguoi c6 cong gitip d& cach mang da chét
Mua bao hiém y té doi voi ngudi co cong va than
107. | nhan
Xéc nhan thuong binh, ngudi huong chinh sach
nhu thuong binh ddi v6i ngudi bi thuong khong
thudc luc luong cong an, quan ddi trong chién
tranh tir ngay 31/12/1991 tré vé truéc khong con
108. | gidy to
109. | B6 sung tinh hinh than nhan trong ho so liét si
Tro cap hang thang/ mot lan doi voi thanh nién
xung phong da hoan thanh nhi¢ém vu trong khang
110. | chién
Lap S6 theo ddi va cap phuong tién tro gitp, dung
111. | cy chinh hinh
Thuc hién ché do wu dai trong gidao duc dao tao
d6i véi nguoi c6 cong v6i cach mang va con cua
112. | ho
113. | Hd trg, di chuyén hai cot liét si
Giai quyét ché do trg cap mot lan doi véi nguoi
dugc cir lam chuyén gia sang giup Lao, Cam - pu -
114. | chia
B | Linh vuc Bao trg xa hoi — 08 TTHC
Tiép nhan doi twong bao tro xd hdi cd hoan canh
115. | dic biét kho khin vao co so trg gitp xa hdi cap tinh
Thyc hién, diéu chinh, thoi hudng trg cap xa hoi
hang thang, hd tro kinh phi chim soc, nudi dudng
116. | hang thang
117. | Thuc hién tro cAp x3 hoi hang thang khi ddi tuong




STT Tén tai liéu Ma so Ghicha
thay d61 noi cu trd trong cung dia ban quén,
huyén, thi x4, thanh phd thudc tinh
Thue hién tro cap xa hoi hang thang khi doi tuong
thay d6i noi cu tri gitra cac dia ban quén, huyén,

118. | thj x4, thanh phd thudc tinh
HO tro kinh phi nhan nudi dudng, cham soc doi

119. | twong can bao vé khan cip
Ho tro kinh phi cham soc, nudi dudng d6i tuong
bado trg xa hoi (bao gém cd nguoi khuyét tat dac

120. | biét ning)

HO tro chi phi mai tang cho doi trgng bao tro xa
hoi dugce trg gitp xa hoi thuong xuyén tai cong

121. | dong
Thuyc hién ho trg kinh phi cham séc ddi voi ho gia

122. | dinh c6 nguoi khuyét tat dic biét ning

C | Linh vuc phong, chdng t& nan xa hdi — 01 TTHC
Ap dung bién phap cai nghién bat budc tai Trung
123. | tam Chira bénh - Gi4o duc - Lao dong xa hoi
5 | Linh vue K& hoach va diu tw — 03 TTHC (Quyét dinh sé 67 /0P-UBND ngay
08 /01/2020 ciia Chui tich UBND tinh Ha Tinh)
124. | Thong bao thanh lap t6 hop tac
125. | Thong bao thay doi to hop tac

126.

Thong bao chim dit hoat dong cua to hop tac
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