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r. MUC oicH
Quy trinh ndy dugc thi€t lpp nhim mgc dich:

- Ki0m so6t c6c th6ng tin vdn bin dudi dang tdi liQu, h6 so thuQc HTQLCL md

Ban Qu6n lj, IGu t int tti vd Khu c6ng nghiQp (Ban Quan li) de x6c dinh nhim <t6m

b6o tdi liQu, hO so niry:

+ Lu6n sin co vd phu hqp dC su dung khi cAn.

+ Dugc b6o vQ m6t c6ch thoa d6ng, tr6nh -6t tinh b6o mft, sir dpng sai muc

dich, -6t tinh todn ven.

- Quy tlinh c6ch thirc c6c tdi liQu, h6 so ndy:

t Dugc tpo lpp, cip nhdt, nh4n bi6t, xem x6t vd ph€ duyQt.

+ Dugc ph6n ph6i, ti6p c4n, kh6i phuc vd su dung.

+ Duoc ki6m so6t khi co circ thay cl6i.

+ Dugc luu trir, b6o quin, giir gin, huy bo.

II. PHAM VI
- Quy trinh niy 6p dUng aOi vOi c6c th6ng tin dang vdn bin g6m: Tdi liQu, hO so

cria HTQLCL theo TCVN ISO 9001:2015 do co quan ban hdnh bao g6m: SO tay

ch6t lugng, Chinh s6ch ch6t lugng, Mqc ti6u ch6t lugng, cdc quy trinh, quy dinh,

hudng din thuc hi€n c6ng viQc, biiSu m6u vd c6c h6 so cAn ltru gifr theo y6u cAu cria

ti6u chu6n, luft ph6p, co quan vd c6c b6n li6n quan kh6c (ntiu cin thie|.

- Chc phong, CIon vi trgc thuQc Ban QuAn ly nim trong pham vi rlp dUng

HTQLCL.

III. TAI LIEU VIEN DAN

- Ti6u chuAn qu6c gia TCVN ISO 9000:2015;

- Ti6u chuAn qrr6c gia TCVN ISO 9001:2015;

- Quytit dinh s6 1OI/QD-BKHCN ngdy 2110112019 cira B0 I(HCN;

- Nghi dinh s6 30/20204'{D-CP ngdy 051312020 cira Chinh phtr.

rv. DINH NGHIA/ VIET rAr
4.1. Dinh nghia:

- Th6ng tin dpng vin bin: Thdng tin y6u cAu phii dugc ki6m so6t vd dugc, duy

tri boi mQt t6 chric vi phuong ti0n md no dugc trinh bdy ho{c ltru tr0 (duoi U6t t<y

dinh dang vd phuong ti6n ndo vd tu b6t kj'ngu6n ndo).

- Tei liQu: Ld c6c th6ng tin d4ng vdn bin phuc vr,r cho viQc ho4ch itinh vd ki6m

soSt HTQLCL.

- HO so: Lir circ th6ng tin d4ng vdn bin dung ilti c6ng b6 c6c k6t qui hay cung

c6p bing chimg vd c6c hopt tlQng dugc thr,rc hiQn cua HTQLCL.
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Chti thich:

- Hd so chdt lreng c6 thd duqc s* dyng aA bp fii li€u vi xdc dinh ngui, 96"
vd dii cung ctip bdng ch*ng ui t id* ta xdc nhdn, ui hdrh d/ng khdc phuc.

- Hi so khong thuQc diQn ki€m sodt sua doi.

4.2.Tbvi6t tit:
- HTQLCL: He th6ng quin ly chdt lusng theo TCVN ISO 9001 :2015.

- CQHCNN: Co quan, t6 chric thuQc hQ th6ng hdnh chinh nhd nudc.

- Don vi: Ld cilc phong, don vi tryc thuQc Ban Quan ly, thuQc pham vi 6p dung

HTQLCL.

- CCVCLD: C6n bQ, cong chirc, vi6n chtc, ngudi lao clQng.

- Ban ISO: Ban Chi tlao xdy dpg, 6p dpng, duy tri vd cai ti6n HTQLCL tai

Ban Quin ly iluqc thanh l4p theo quytlt dinh cua nguoi co thAm qrydr;

- QT: Quy trinh;

- QTNB: Quy trinh nOi b0;

- TTHC: Thu tUc hdnh chinh.

- Tei liQu co ngu6n g6c b6n ngoiri: Tdi liqu do c6c co quan b6n ngodi ban hdnh

(bao g6m cicitc QI-NB do CQHCNN kh6c ph6 duyQt).

v. NQr DUNG

5.1. Ki6m so6t tiri liQu:

s.l.1. HQ thiing tii liQu HTQLCL

a) Tdi lieu HTQLCL cua co quan bao gdm:

- 56 tay ch6t luqng.

- Chinh s6ch ch6t lugnB.

- Muc ti€u ch6t lugng (cua Ban Quan lj' vd cua ciic don vf, bao gdm ca ki5

hopch thyc hi€n mpc tiOu ch6t luqng).

- CbcQT, quy dinh, nQi quy, huong d6n dung d6 v4n hanh vd ki6m so6t HTQLCL.

- Cdc QT giai quy6t TTHC, g6m: QT ISO, QTNB.

- Circ phu lpc, bi6u m6u.

- Circ tdi lieu kh6c cin thi6t theo y€u cAu cua Ban Quan ly.

b) Tdi liQu HTQLCL dugc nhfn bi6t vd kitim sorit bing Danh muc tdi li6u
HTQLCL kdm theo BM.TLHS.0I cua quy trinh ndy.

s.1.2. T4o lfp tii liQu:

5.1.2.1 . Tr6ch nhiQm bi6n so4n, so6t x6t, ph€ duyQt:

Truong Ban Qu6n lj'phdn cdng trrich nhiQm xdy dpg, ki6m tra vd ph6 duy€t
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O5i vOi trmg loai vin biin cua HTQLCL, theo b6ng sau:

TT Lo4i thi liQu Bi6n soan Ki6m tra PhG duyQt

I 56 tay ch6t lucrng Thu kj, ISO
Truong ban Ban
Chi dao ISO

Truong Ban

QuAn lj,

2
Chinh s6ch ch6t lugng
cua CQHCNN

Thu ky ISO
Trucrng ban Ban

Chi dao ISO
Trucrng Ban

Qu6n ly

a
J

Muc ti€u chdt lucrng cua
CQHCNN (bao g6m kC

hopch thuc hien)
Thu kj, tSO

Truong ban Ban
Chi clao ISO

Truong Ban

Quin ly

4

Muc ti6u ch6t luong c[ra
,' :

don vi (bao gom ke hoach

thpc hiQn)

CCVCLE cria

don vi dugc
phdn c6ng

Ldnh dao don vi
duoc phdn c6ng

Trucrng don vi

5
Quy trinh h9 th6ng cua

HTQLCL
Thu kj' ISO

Trucrng ban Ban
Chi clao tSO

Trucrng Ban

Quan lj'

6 Quy trinh, Qry dinh,
Huong ddn

CCVCLD cua

don vi dugc
ph0n cOng

Truong don vi
Trucrng Ban

Quan lylcdp
co thAm quydin

7

Quy trinh gini quy6t
TTHC (QTNB tu thi0t hp
vd ph6 duy6t, thi6t lap QT
ISO cho cric TTHC chua
co QTNB)

CCVCLD cua

dcvn vi dugc
phdn c6ng

Truong don vf
Trucrng Ban

Qudn lylcilp
,.4 l

co tnam quyen

5.1.2.2. 86 cUc tdi lieu:

86 cUc c6c tdi liQu cira HTQLCL dugc trinh bdy tudn thri theo hucrng dln cira
,\'

cac y6u cdu dudi ddy, theo c6c quy dinh cria c6c v[n bin ph6p quy, v[n b6n hucrng

d6n li6n quan.

1. DAi vdi Quy trinh/Quy ttlnh/Hwbng clfrn sd bqo SOm cdc mltc sau:

I. MUC O1CU: Tro ldi cau hoi Quy trinh/ Qry dinh/ Hudng ddn ndy duqc thidt
,J

lQp nhdm giai quy,it van d€ gi?

II. PH{M VL/IP DUNG: Trd tdi cdu hdi Quy trinh/ Quy dinh/ Huong ddn sd
dugc dp dung o linh vuc ndo, bp phqn hay cd nhon ndo phai thwc hi€n?

III. T)I LIEU VIEN O,{X. Trd ldi cdu hoi nhirng tdi li€u vd quy dinh liOn quan
:-

toi viec giai quy€t Quy trinh/ Quy dinh/ Huong ddn ndy?

IV. DINH NGHLA/ VIET TAT: NAu nhftng dinh nghTa vd chfi viiSt tat s* dyng
trong Quy trinh/ Quy dinh/ Hwdng ddn.
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V. I{QI DUNG: NAu ffinh tr n\i dung, cdc c6ng viQc phdi thuc hiln, ffdch
nhiQm, phuong phdp, tdi li€u ldm co so thryc hiQn, thdi gion vd noi thuc hi€n, cdch
ghi nhQn kdt qud, cdch lQp vd luu giic ho so duqc ti6p nhQn hay duqc tso ra khi thqc
hi€n. Ilinh thuc mo td c6 thd sft dung dqng lwu di hoQc giai chi ti€t hofic k€t hqp lwu
d6 vd mo td chi ttii).

VI. BIEU U,[tl: Liet kA cdc bi€u mdu su d.ung tai cdc btrdc cong vi€c trong

Quy trinh/ Quy dinh/ Hudng ddn.

VII. HO SO LUU: Quy dinh loqi hd so, thdi gian vd trdch nhiQm lru ho so.

2. Quy trinh gidi quyiit TTHC:

Duqc thftt lqp theo *du cila STNB theo hudng ddn Qi C6ng vdn tii
\77/UBND-KSTT ngdy 06/01/2025 cua UBND tinh Khdnh Hda vi vi€c xdy &sng
quy trinh n/i b0 trong gidi quydt thil tqc hdnh chinh. QT duqc thi€t lQp theo dsng
bdng gdm 06 cQt;

- Co quan don vi;

- Budc thwc hi€n;

- Trdch nhi€m thqrc hi€n;

- Thdi gian;

- Bidu mdu/Kdt qud cong vi€c;

- Ghi chil.

5.1.2.3. Th6ng tin ban hdnh tdi liQu:

* MA tii tdt tiQu ttu,gc quy itlnh nhw sau:

Trong d6:

- XX ld sO thti tg quy trinh dugc ban hirnh trong hC th6ng, chfr sO e rflp Uit Oiu
tu 01, dugc d6nh theo thu tU li6n tgc.

- AAAA ld t€n vitlt tit ciua cic quy trinh hQ thdng, nhu sau:

+ Ki6m so6t th6ng tin dang v[n bin kj,hiQu: TLHS

+ Diinh gi6 nQi b0 HTQLCL ki hi6u: DGNB

+ Cai ti6n he th6ng QLCL: CTCL

Loqi tiri liQu Kf hi6u

Quy trinh giai quy6t TTHC QT.XX

Quy trinh hQ th6ng QT.AAAA

Quy dinh QD.XX

Huong d6n HD.XX

Bieu mdu BM.XXiAAAA.YY
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+ QuAn li rui ro: QLRR
- YY ld s6 thf tg cua bi6u m6u trong quy trinh dugc ban hdnh trong h€ th6ng

Uit OAu tu 01, duoc d6nh theo thir tu li6n nhau.

- Ngdy ban hdnh tdi liQu: Ngdy ban hdnh tdi lieu dugc quy u6c: xxlyylzzzz.

Trong do:

- xx: Ld ngdy ban hdnh tdi liQu (c6c ngdy nho hon 10 co chir sO 0 phia truoc).

- yy: Ld th6ng ban hdnh tii lieu (crlc th6ng 1,2 co chir s6 0 phia tru6c).

- zzzz: Nim ban hdnh tdi liqu dugc vitit dAy du 4 chir s6.

5.1.3. Xffy dung, c6p nh$t, phin ptriii ve hriy b6 tiri tiQu:

TT
Ho4t
tIQng

Trrich
nhiQm

YOu ciu
gi6u mir/
thi li6u

s.l .3.1 De xu6t
.).nnu cau

thi€t lflp
moi/ sua

aoy b6
sung cflp
nhdt tei
liOu do

co quan

thi6t lOp

Cic
CCVCLE
dugc phan

cOng

Trong qu6 trinh 6p dqng, duy tri HTQLCL;
c6c don vi thuQc pham vi HTQLCL n6u co

nhu cAu vi6t mdi, sua d6i, c6p nhpt, b6

sung tdi li6u (bao g6m cd circ bi0u m5u)

cAn phai b6o c6o vd gui dC nghi bing hinh
thric thich hqp d6n Truong don vi, Ban

Chi dao tSO, Trucrng Ban Quin ly il6 xem
x6t, ph6 duyQt vd phAn c6ng thgc hien
(n6u cAn thi6t).

DC nghi
.ivlet mol,

sua d6i,
cap nhflt,
bO sung

tdi lieu

5.1.3.2 Thgc
hien thi6t
lflp moil
sua d6i/
bO sung

cap nhflt
tdi lisu

Don vi vd
CCVCLD
dugc
phan c6ng

- CCVCLD dugc phdn c6ng thu thap

thdng tin, nghi€n cuu tinh hinh thUc tti cl6

so4n th6o tdi liQu vd giri lai truong don vi
xem x6t, chuy6n d6n Ban ISO trong thoi
gian quy tlinh.

- Trong truong hqp cAn thi6t, tdi li6u sE

dugc nguoi vi6t, sua ho{c trucmg ilon vf
chuy6n d6n nhirng bQ phQn co li6n quan d6

l6y y ki6n dong gop hoflc ph6i hgp thsc

hiQn.

- Trucrng hqp sua d6i/b6 sung tdi liqu di
ban hdnh: NQi dung sua d6i tdi lieu sE

dugc tom tit tai trang sua it6i tdi lieu.

Truong ho,p ban hinh mdi tdi liQu: Khi
ban hdnh mdi tdi lieu de thay th6 tdi li6u

cfr: C6c nQi dung ghi <r trang Sua it6i tdi

Tdi lieu d5

thitit lapl
, -i.sua dol
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lieu cfrng dugc xoa bo, cQp nhQt th6ng tin
ban hirnh vdo ti€u ilii cira tdi li€u.

s.1.3.3 Ki6m tra
vd trinh
ph6 duyQt

T6 Thu
ki rso

CCVCLD ducy. c ph6n c6ng thitit lpp/stra

OOi/cap nhat tdi liQu HTQLCL gui file md-
bin hodn thien tdi Thu kj, ISO cta Ban

Quan li dC tong hqp, ki€m tra vd b6 cgc,

dinh d4ng vd md hiQu cua vdn bdn vd trinh
i ..:. I

cdp co thdm quy€n ph6 duy6t theo 5.1.2.1.

BM.TLHS.
01

Ban ISO Truong hqp tei li€u cAn chinh sua, b6
sung, Ban ISO y6u cAu CCVCLD dugc
ph6n c6ng chinh sira, hodn thien cho d6n

khi ilugc ch6p nhfln.

TO Thu
ki rso

Thu kj, ISO dU thao Quy6t Ainn ph6 duyet
vd 6p dUng cric tdi li€u kem theo Danh mgc
tai liqu filQLCL theo bi6u m6u BM.TLHS.0I
trinh c6p co th6m quydn ph€ duy0t.

Linh dAo

Ban Quin
ly

Ldnh d4o Ban Quin ly phe duyQt, chuy6n
Vdn thu vdo s6 vd dong d6u Quy6t dinh
ph6 duyQt vd 6p dung cac tdi li€u, kem
theo Danh msc tai liQu HTQLCL.

5.1.3.4 ehdn ph6i

vi pho
..ibren ap

dung

TO Thu
ki rso,
Vdn
phong,
Trucrng
ciic dcrn vi

- Thu ki' ISO phOi hqp v6i Vin phong
thUc hien phdn ptrOi Oen c6c dcrn vi theo
BM.TLHS.0I, ho{c c6p nhdt tr6n Trang
th6ng tin tti6n tu/hQ th6ng E-Ofhce co
quan.

- Truong c6c don vi co tr6ch nhi6m thong
biio, t6 chirc ptrO Uitln cic vdn bdn cua
HTQLCL cho c6c CCVCLD vd d6n d6c,
gi6m s6t viQc 6p dqng trong qu6 trinh thuc
hi€n t4i don vf .

BM.TLHS.

01

5.1.3.5 Cap nhat
vir su
dUng tai
li6u co
nguon
g6c b€n

ngodi

Vdn thu,
circ don

. 
-iVl, lo

Thu ki
ISO

- C6c tdi lieu ben ngodi lien quan d6n
HTQLCL cua co quan bao (gom c6c ti€u
chudn, c6c lopi tai li6u tham kh6o, vdn bdn
ph6p quy,...) dugc ti6p nhan theo hC th6ng
vdn bin d6n, qua vdn thu co quan: SC

dugc ki6m soiit theo quy ch6 c6ng tiic vdn
thu hiQn hdnh cira Ban Quan ly.
- D6i vdi ciic tdi lieu b6n ngodi download tu

BM.TLHS.
02
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intemet vti vd c6c ngu6n kh6c: Trucmg c6c

clon vi chfu trSch nhiem ki6m so6t/ph6n

c6ng CCVCLD ki6m so6t n6i dung, tinh
hi6u luc, cdp nhdt vdo danh mlrc tdi liQu ctra

.iA"
ttcrn vi vd sdp x€p theo thf t.u d€ thuQn ti6n

tham kh6o, chia s6 vir sir dung.

- DOi vcri tdi li6u b€n ngodi ld Quy6t dinh

c6ng UO ffUC, phC duyQt QTNB (do Chu

tich UBND tinh ban hdnh, ph€ duyQt),

Truong c6c dcvn vi th6ng b6o cho Thu ky
ISO dC thyc hiQn cip nhat danh mrlc tdi liQu,

sira t16i Quyi5t dinh ph€ duyQt tdi liQu theo

5. I .3.3.

- Danh muc c6c tdi lieu b6n ngodi dugc su

dung cho c6c ho4t d6ng t4i don vi (tu t6t
L

ca circ ngu6n) phii duoc rd so6t, cap nhQt

thuong xuy6n vdo Bi6u m6u Danh mqc tdi
liOu BM.TLHS.02 cira don vf ; ddng thdi tO

chirc hQ th6ng lm trfr vd ph6n ptrOi 6an
gi6y hoac 

. 
b6n diQn tu) dti dam bao su

dung khi c6n thiCt.

5.1.3.6 Xu li tei
liQu l6i
thdi

Thu ki/
ISO vd

dcrn vi
-), A.dau mol
ISO, cdc

don vi

- DOi vdi tdi li0u do co quan tu thi6t lpp:

+ Thu ki ISO luu b6n g6c c6c tdi lieu hq

th6ng cua HTQLCL (b6n co chir ki'g6c vd

dong d6u Ban Quin li). Khi co tdi liQu

moi thay th6, tdi lieu l6i thoi dugc gpch

cheo tr6n trang bia vd c6c trang (ho6c co

d6u hiEu thich hqp) dC nhdn Uiet laOi vOi

bin giSy), luu vdo danh mpc tdi liQu l6i
thoi ho{c co d6u hiQu nhfln bit5t ttrictr hqp

lAOi vOi bin mdm) rt6 tham kh6o.

+ Thu ki' ISO ptrOi hqp Vdn phong d0 cap

nh4t vd thay thti tr6n Trang thdng tin iliQn

tu hodc hQ th6ng E-Office Oe eam bao he

th6ng vdn bin 1u6n co hiQu lUc hi€n hdnh.

- DOi voi tdi liQu co ngu6n g6c b€n ngodi:

Khi rd so6t, ph6t hien tdi lieu b6n ngodi l6i
thdi thi Truong don vi/CCVCLD dugc
phdn c6ng ti6n hdnh c0p nhdt lai Bii5u m6u
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Danh mr;c tdi li6u BM.TLHS.O2 cua don
vi; ti6n hdnh loai bo ho{c co d6u hi€u nh6n
Ui6t tai liQu l6i thoi trong h€ th5ng luu trfr.

5.2. Ki6m soit hd str:

5.2.1. H6 scr HTQLCL cfra co quan bao gdm:

- H6 scy drinh giri nQi b9 h9 th6ng qu6n lj'ch6t lusng.

- H6 so ud 
^em 

x6t cira l6nh dpo.

- HO so vd viQc giai quytit rui ro vd co hQi.

- H6 so li€n quan ct6n viec giai quytlt citc TTHC.

- HO so li6n quan d6n c6c ho4t dQng khic phuc, cai ti6n.

- H6 so li6n quan d6n ddo tao, ndng luc.

- Hd so vd quin li tdi san, trang thi6t bi.

- HO scv vC giai quytit dAu ra khdng phu hqrp.

- H6 so v€ gi6i qr,ytit cric khi6u nai, t6 c6o.

- H6 so v6 quin ly citc linh vyc chuyCn mon thuQc chirc ndng qu6n lj' nhd nudc
cta ccv quan.

- Cdc hO so kh6c cAn luu theo y€u cAu cria Ban Quin lyltlcrn vi do Trucrng Ban

Qu6n lf hoac truOng clon vf xric ilinh (ntiu cin).

5.2.2. X6c ilinh, luu gifr, bio quin, sir dgng vi hriy b6 hd scr:

TT Ho4t
tIQng

T16ch
nhi6m

M6 tA Bi6u miu

s.2.2.1 Lap

danh
muc
SO

ho

Truong
circ don
vi, Thu ky
ISO

Vdo dAu n5m, theo thcyi han y6u cAu cua

Nghi dinh 30120204.{D-CP, cdn cu vdo
Danh muc hd so cdn luu cira c6c Quy
trinh/Thu tgc, y6u ciu luu h6 so theo vin
bin quy pham ph6p luat hiCn hdnh li€n
quan cl6n ho4t clQng cua don vi, y€u cAu

i,-giai quy€t TTHC, y6u cdu cua

CQHCNN...; thyc hisn lflp danh muc h6
)..

so cdn luu giir tai dcrn vi, trong d6:

- OOi vdi h6 so vdn hdnh hC thong theo
yeu cAu cua TCVN ISO 9001:2015: Do
Thu kj' ISO lpp.

- Eoi vdi hO so giai quytlt TTHC, h6 so
thuc hi6n c6c c6ng vi6c chuy6n m6n, thuc

^).hien y6u c6u cua c6c v5n ban quy pham

BM.TLHS.
03



BAN euAN r,v.
KHU KINH TE VA

KHU cOxc
NGHIPP

euY rnixu
If 

KIEM SOAT THONG TIN
DANG VAN NAN

Md hiQu: QT.TLHS

LAn ban hdnh 0l

Ngdy ban hirnh: J[ / 8 12025

ph6p luat hi0n hdnh li6n quan d0n ho4t

clQng cta Ban QuAn ly: Do CCVCLD
dugc ph6n c6ng thi6t lpp t4i ttmg don vi,
Truong don vi ph€ duyQt.

- Danh muc h6 so dugc gti d6n bQ phan

Vdn thu dti tOng hqp thdnh danh mpc h6

so cua c0 quan theo quy dinh t4i Nghi
dinh s6 3o/2o2oA{D-cP.

- Sir dpng BM.TLHS.03 (de tich hqp vdi
Bi6u mlu t4i phin II cua Phq luc V Nghf
clinh sO 3O12O2OIND-CP).

5.2.2.2 thitit lap,

tO chfc,
sap XeP,

nhan bitit
.).
ho s0

CCVCLD
thgc hiQn

c6ng viQc

theo ph6n

cOng

- Trong qu6 trinh thgc hiQn cdng viQc

dugc giao, CCVCLD c6 triich nhi6m lap
.,1h6 so c6ng viQc theo sg ph6n c6ng, d6p

l'ung y6u cdu cua Di6u 29 Nghi dinh
3OI202OND-CP, bao g6m: Md hO so; thu
thap, c6p nh4t vdn bin, tdi lieu vdo ho so;

ttit ttrirc h6 so.

- M6i h6 so c6ng viQc phAi co: Mqc lgc

vin bin, tdi lieu trong h6 so theo Bi6u
m6u tpi phAn IV cira Phu luc V kdm theo

Nghi clinh s6 3OI2O}O|ND-CP.

- M6i CCVCLD chuy6n m6n ph6i lAp vd

cdp nhdt Danh mqc h6 so c6ng viqc thuQc

pham vi quin ly cua vi tri c6ng viQc dugc
ph6n c6ng.

- Phucrng ph6p sip *tfp vd qu6n ly h6 so

tudn thu theo ciic y6u cAu hi cdc vdn b6n

ph6p quy co 1i0n quan cua co quan, d6m

b6o tinh bao mpt AOi vOl ttmg lo4i hO so.

- H6 so sip x6p ph6i cl6m bio tinh khoa hoc

d6 tim, d6 th6y, o5 t6y, dE t<icm tra. Theo

b6i canh thlrc t6, co quan khuy6n khich 6p

dung phuong ph6p sip *tip hO so vd tei lieu
theo nguy6n t8c 55 (Sl: Sdng lgc, ph6n

loai; 52: Sip x6p gqn gdng, ngin nip; 53:

Thqc hi6n vQ sinh spch sE; 54: Hoat clQng

sin s6c; 35: Hoat dQng sin sdng).

- H6 so phii dAm bao trinh tu, diSn bi6n

BM.TLHS.
03

Bi0u m6u

tai phAn IV
cua Phu h,rc

V kdm theo
Nghi itrnh
sO IO|ZOZO|

ND-CP



BAN euAN t v
KHU KINH TE VA

KHU cOxc
NGHIPP

euY rniNn
KIEM SOAT THONG TIN

DANG vAN NAN

Md hi6u: QT.TLHS

Lan ban hinh 01

Ngdy ban hdnh: ),L l3 12025

vd thoi gian, co nh6n m6c cdp, file, phii
phdn dinh loai h6 so, bQ phAn quin ly.

s.2.2.3 Luu giir
vd bao

, 'lquan no

SO

Circ don
vi

- CIn cri vdo Danh mgc h6 so cin luu cl6

n6u, Thu ky ISO, CCVCLD dugc giao

nhiQm vu, Truongcirc don vi co tr6ch nhiQm

t6 chric viQc luu giir crlc h6 so dim b6o d6

tim, d6 l6y vd dugc rip 
^6p 

khoa hgc.

- Citc hd so lien quan toi viQc xu ly crlc

c6ng vi6c sau mQt thoi gian luu tpi tlon vf
phai dugc chuy6n cho don vi co chirc
ndng d6 luu trir vd quin lj/ hO so theo quy
dinh cua c6ng t6c Vdn thu luu trir. Viec
l6p mpc lqc ho so luu trir, l6p bi€n ban

giao nhfn h6 so luu trir theo Bi6u m6u tpi
phin III vd V cua Phu lgc V kdm theo

Nghi dinh sO 30/2020IND-CP.

- Thoi gian luu hd so theo quy dinh cua

ttmg ngdnh, linh ruc 16 thoi hpn luu h6 so

theo yeu ciu lupt ph6p (n6u co). pOi vOi

c6c hd so kh6ng co quy clinh thUc hien
theo viQc xric l6p trong quy trinh.

Bi€u m6u
tpi phAn III
vir V cua
PhU luc V
kem theo
Nghi ilinh
sO 3Ol2O20l

ND-CP

5.2.2.4 Qudn li
vi€c
mucr_n vd
tr6 ho so

Cdc dcvn

vi
- Trong quii trinh thgc hiQn c6ng viQc, khi
ciic CCVCLD c6 nhu cAu muqn h6 s0

phuc vg cong vi6c, Truong ciic dcrn vi co

tr6ch nhiQm xem x6t vd hucrng ddn nguoi
muqn hO so theo dirng quy tlinh AOi vOi

h6 so cdn luu t4i don vi, ho{c gicri thiQu

tdi b0 phfln co chirc ndng luu trir.

- DOi voi viQc mugn ho so con luu tai don
vi thpc hiQn ghi vdo so theo d6i muon h6

so - BM.TLHS.O4

BM.TLHS.
04

5.2.2.s Huy ho

SO

Cdc don
vi/ CQHC
NN

- HO so ho4t clQng chuyen mdn cua co
quan sau khi h6t han luu trir phai duqc
huy hopc chuy€n v0 kho luu trir tdp trung
(viQc chuy6n luu trir h6 scv theo 5.2.2.3).

OOi vOi ho so huy bo: Trinh tg huy h6 so,

ntr6t ta h6 so tdi chinh, phdi thUc hiqn
clirng quy ttinh cria phap luQt.

- DOi vdi h6 so vin hdnh HTQLCL (h6 so

BM.TLHS.
05



BAN euAN t v
KHU KINH TB VI

KHU COXC
NGHIEP

euY rniNn
KrEM soAr ruoNc rtx

DANG YAN NAX

Md hiQu: QT.TLHS

LAn ban hdnh 01

Ngdy ban hdnh . J,L lt 12025

vC d6nh gi6 nQi b6, xem xet l6nh dao, do
luong sU hdi long kh5ch hdng, quin ly tri
thirc, quAn li rui ro...) thu6c pham vi
qu6n ly cua dcrn vi ndo thi don vi do co

tr6ch nhi6m huy hO so bing c6ch: Xe, d6t,
huy, t6i su dpng hodc t6i ch6. Khi htry cAn

l6p Bi6n ban huy hO so theo Bi6u m6u

BM.TLHS.O5

VI. BIEU MAU

TT Mf, hi6u TGn Bi6u miu
I BM.TLHS.O I Quytit dinh ph6 duyQt vd rip dung c6c tdi li6u, kdm theo

danh mpc tdi liQu cua HTQLCL

2 BM.TLHS.02 Danh mpc tdi liQu

IJ BM.TLHS.03 Danh mgc hO so

4 BM.TLHS.04 56 theo d6i muon hO so

5 BM.TLHS.O5 Bi6n bdn huy h6 so

VII. HO SO LU'U

TT TGn h6 so BQ ph$n luu Thli gian luu

I BM.TLHS.01; c6c tdi li€u
cu th6 trong danh muc kdm

theo BM.TLHS.01

phQn Vdn thu, luu
Thu ky ISO; c6c

vf dugc ph6n ph6i

B0
trir;
don

it nt 6t 03 nim sau khi co

ban m6i thay th6.

2 BM.TLHS.O2; c6c trii li6u
cu th6 trong BM.TLHS.02

CCVCLD dugc phdn

cOng

Trong qu6 trinh thuc hi6n

c6ng vi6c, ho{c luu ldu ddi

theo quy dinh cua luat ph6p

J BM.TLHS.O3; cac hO s0

c6ng vi€c cu thti tl6 thuc
hien nhigm vu dugc giao
(theo muc lgc vdn bAn, tdi
liQu trong BM.TLHS.03)

ph6n

Vdn
don

CCVCLD dusc
cong; B0 phQn

thu, luu trfr cua
vi/CQHCNN

Trong quii trinh thuc hi0n
c6ng viQc, ho{c luu l6u ddi
theo quy clinh ctra lu6t
ph6p

4 Cric Bi6u mdu t4i phAn III,
phAn IV, phin V cua Phq

luc V kem theo Nghi dfnh
s6lotzozo/ND-cP

CCVCLD dugc phdn

c6ng; B0 phfln V[n
thu, ltru trfr

quy dinh cua lufltTheo
ph6p

5 BM.TLHS.04 CCVCLD dusc phdn
c6ng; B0 phQn Vdn

Trong qu6 trinh thpc hiQn

c6ng vi6c, ho{c luu l6u ddi
theo quy clinh cua ph6p



BAN QUAN Ly.
KHU KINH TE VA

KHU COXC
NGHIPP

euY rniNH
ruru soAr rnoNc rtN

DANG VAN gAN

Md hieu: QT.TLHS

Lin ban hdnh 01

Ngdy ban hdnh: LL l8 12025

thu, ltru trfr lu0t

6 BM.TLHS.O5 CCVCLD dugc phdn

c6ng; B0 phQn Vin
thu, luu trir

Luu it nhAt o: nim k6 tu
khi huy h6 so



VA KHU CONC NGHIEP

QUYET DINH
Vt vi6c ph6 duyft, 6p dr;ng cdc tiri lifu ctia HQ th6ng quin lf ch6t luq'ng

theo Ti6u chuin qu6c gia TCVN ISO 9001:2015

TRU'ONG BAN
BAN QUAN L{'KHU KINH TE VA KHU CONC NGHIPP

riru KUANH HoA

Cdn c* Quy* dinh s6 quy dlnh vi ch*c ndng, nhiQm uu, quyin hqn vd cn cdu

6 chilc cua Ban Quan lit Khu kinh td vd Khu c6ng nghiQp ttl.nh Khdnh Hda;

Theo di nghi cila Thu b!, ISO/Tru'ong Ban Ban Chi dqo ISO cila Ban Quan ly
Khu kinh tii vd Khu c6ng nghi€p tinh Khdnh Hda.

QUYET DINH:

Di6u l PhC duyet cric tdi liQu cira HQ th6ng qu6n lf ch6t luong theo Ti6u

chuAn qu6c gia TCVN ISO 9001:2015 rip dgng tqi Ban Quin lf Khu kinh t6 vd Khu

c6ng nghiCp tinh Khrinh Hoa theo Danh muc kdm theo Quy6t Oinn nay.

Didu 2. Quy6t dinh ndy c6 hiQu luc k6 tu ngdy ban hdnh.

Didu 3. Truong Ban Chi tt4o ISO, Ch6nh Vdn phong, Truong cric phong, dcrn

vi tryc thuQc Ban Quin l!' Khu kinh t6 vd Khu c6ng nghiQp tinh Khenh Hoa chiu

tr6ch nhiQm thi hdnh quy6t dinn nay./.

UBND TiNH KHANH HOA
BAN QUAN LV KHU KINH TE

Noi nhQn:
- Nhu Didu 3:
- Lrru: VT; HS lSO.

BM.TLHS.OI

CQNG HOA XA HQI CHU NGHIA VIET NAM
DQc l$p - Tg do - H4nh phric

TRUdNG BAN
{Ky, ghi rd ho. ten vd ddng ddu)

56:

BM.TLHS.OI Ngiy ban hinh: &l/ \ 12025

...., nqdy...... thdng...... ndm....../QD-



DANH MVC
TAr LrEU HE rHoNG euAx r,.f cuAr LUqNG

THEo rr0u csuAN euoc GrA TCvN rso 9001 22015
(kdm theo Quy€t dinh s6; /QD-KKTKCIV ngdy ../.../... cua Ban Quan ly Khu

kinh td vd Khu cong nghiQp tinh Khdnh Hoa)

TT TGn tii liQu Mn hiQu
Ph6n phiii,

luu Ghi chri

U cAc rAr Lrpu, euy rRiNH HTIoNG nAx HTeLCL

I 56 tay ch6t luong STCL
Thu ky ISO
vd c6c don vi

Cung c6p tr&r Website/

E-Office...

2 Chinh srlch ch6t lugng CSCL

3 Muc ti€u ch6t luqng MTCL

4 Quy trinh Ki6m so6t th6ng tin
dang vdn bin QT.TLHS

5
Quy trinh drinh gi6 noi b0 He
th6ng quin ly ch6t luong QT.DGNB

6 Quy trinh qudn ly rui ro QT.QLRR

7 Quy trinh c6i ti6n HTQLCL QT.CTCL

il/
euy rRiNH crAr euyET THU Ttrc HANH cniNn
(Bao gom cdc quy trinh ISO giai quydt TTHC tu thi€t lqp; QT tr€n phan *i*
m6t ctra; cdc QTNB giai quydt TTHC thuQc tham qryi, cua CQHCNN tu thiet
lQp vd phO duyQt, hofic do co quon co tham quyin phA duyQt)

1

Quy trinh ISO giai qry6t
TTHC... (do CQHCNN tu
thii5t l4plsu dung QT tr6n ph6n

:^,
m€m mot cua dien tu)

Ghi s6 hieu

QT thi6t
l6p, su dUng

Ecrn vi A
Cung c6p trOn Website/

E-Office...

n

QTNB giiti quytit TTHC...
(do co quan tu thiet lap va phe

duy6t/do co quan b6n ngoiri
ph6 duyQt)

Ghi md s6

QTNB
Don vi B

Ghi so, ngdy, c0 quan

ban henh Quy6t dinh
phe duy€t QTNB

ttt/

QUY TRiNH KIEM soAT cONc VIEC NQI BQ, QUY TRiNH KHAC
(Bao gom; Cdc quy trinh do co quon thi€t lQp ae mem sodt cdc c6ng vi€c noi
bQ theo yOu cau d€ quan ly tdi san, nhdn sqr, c6ng vi,Ac chuyAn mon khdc; cdc

QT ru' thi€t lQp dd vqn hdnh cdc diiu khoan cua TCVN ISO 900 t :2015 nhu QT
do ludng sq,r hdi ldng cua khdnh hdng....)

I T€n QT ki6m so6t nQi b6 I Don CIvi
BM.TLHS.O I Ngdy ban hinh:J& / I 12025



CBCCVCLD

2 TCn QT ki6m so6t nOi b0 2 Don vi D

TCn QT tu thi6t l6p cho ho4t

dOng theo di6u khodn cua

TCVN ISO 9001 : 201 5

BM.TLHS.OI Ngdy ban hinh: Ji,/ 8 12025



BM.TLHS.02

DANH MUC TAI LIEU

Tai do'n vi/CCVCLD:

Danh m4c tdi li€u tqi I co thd dugc to chuc tich hgp ae tiem sodt trong cdc BiAu
mdu thich hqp khdc do Ban Quan ly tw cai tien, diiu chinh (nhung vdn dam bao

bdng chung kidm sodt duqc nQi dung ndy)

TT TGn tiri liQu Ky hi6u Ghi chri

t/
cAc euyET DINH coNc Bo rrHC, PHt, DUYET QTNB
.,: : ,

(kd ca cdc quy€t dinh bo sung, su'a doi TTHC, QTNB)

I

TCn Quy6t Ainn cOng bO danh muc

TTHC cua UBND tinh, bao gdm c6c

TTHC sau:

S6,

ngiry

1.1 TCn TTHC I
Ghi md

SO

TTHC

So, ngriy, ccr quan ban hdnh

Quyi5t dinh ph€ duyOt QTNB;
rO luqng QTNB cho giai
quy6t TTHC ndy

1.2 Ten TTHC 1.2

2

2.1

2.2

ilt cAc vAN BAN euY PHAM PHA
cHo vrEC crAr QUYET CAC Nu

P LUAT, QUY DINH, HTIONG OAN
rDM vu cHUvBN ruoN

I Linh vqc I (theo linh vg'c girii quy6t c6ng viQc chuy6n m6n ciia tlcrn vi du'o.'c

l$p hd so trong BM.TLHS.03)

l.l Van bdn 1.1

56, ngdy,

co qurul

ban hdnh

Hi€u lgc ngdy...., thay th6 cho
Vdn bdn s0....

1.2

2 Linh vgc 2

2.1

BM.TLHS.02 Ngdy ban hdnh: l,llt 12025



BM.TLHS.03

DANH MUC HO SO

Hp rHoNc euAN r,.icuAr LUqNG THEo
rmu cuuAN euoc GIA TCVN ISo 9001:2015

T4i {Ion v/CCVCLD..
NIm.....

TT
Sti vd kf

hiQu hd so

TOn tld mgc

vir ti6u air nd so'

Thdi h4n

bio
quin

Nguli
l0p

h6 scr

T16ch
nhiQm
lu'u gifr'

Ghi chri

U HTQLCL
HO So VaN HANH, AP
DUNG HTQLCL

03 nIm Thu kf
ISO

Thu kj
ISO

Ghi noi
lu'u giir

I DGNB H6 so'DGNB nt nt nt

a Chuong trinh ct6nh gi5

b K6 hoach cl6nh gia

C
Phitiu ghi ch6p trong qu6

trinh tl6nh gi6

d
86o c6o d6nh gi6 tqi tung
don vi

2 QLRR H6 so quin ly rui ro nt

a

Bing nh4n di6n, drinh giii,
hdnh ctQng giai quytit rui ro
vd co hQi

b
K6 hoach giai quy6t rui ro
vd co hQi

3 xxxx

n HSI9
H6 scr theo y6u ciu cria

Quy6t tlinh rii rgl2ol4l
QD-TTg

03 nim Thuky
ISO

a
K6 hoach vQn hdnh, duy tri
6p dsng HTQLCL

b Kien todn Ban chi dao ISO

C Quyet dinh cong UO ffQlCt-

ilt YYY HO SO TRIEN KHAI
THUC HIEN CHU'Otr{G

Nguy6n
Vin A

BM.TLHS.03 Ngdy ban hdnh: Jl, t \ TZOZS



TRINH YYY

I YYYI Hd scr tri6n khai nQi dung I ... nam nt

ttu A
HO SO CrAr QUYET
TTHC LINH WC A
(ho{c h6 scr theo ilo'n vi)

... nam
Nguy6n
VIn B

Nguy6n
VIn B

I A1
Hd so gi6i qrytit TTHC
Al (thuQc linh vqc A)

nt nt

ThdnhphAnh6 sodAuvdo 1

Thanh ph6n h6 sodAu vdo 2

Ho so ph6t sinh I

H6 so ph6t sinh 2

HO so ktit qua

2
H6 so giii qry6t TTHC
,4.2 (thuQc linh vgc A)

Thdnh phin hd so..

tYl B
HO SO GIAI QUYET
TTHC I,INH VTIC B

... nam
Nguy6n
Vin C

NguySn
Vin C

U& aon v|/CCVCLD cdn cu vdo nhiQm vq duqc giao dd lQp danh muc hi so c6
-:cdc ftn dA muc vd tiAu de hO so thlch hqp

BM.TLHS.O3 Ngdybanhdnh:Jl t I tzozs



BM.TLHS.04

BAN euAN t .f xnu KINH TE vA KHU cONc NGHIEP
PHIEU TUTION HO SO

H9 vd t6n: ........

Don vi:

DC nghi don vi:

Vui long cho mugn nhirng tdi lieu - ho so sau:

TT TGn h6 scr Mn s6 Thoi gian tri MUc dich sfr dgng

y XIBN CUA DON VI CUNG CAp Nsdy ... ... thdng ...... ndm ...

r ChSp nhpn I Khong ch6p nhfln DON VI DE NGHI

Lj'do khOng ch6p nhfln:

l,{sdy ...... thdng ...... ndm ......

DoN VI CUNG CAp

Tinh tr4ng hd scr khi tri: n Ch6p nh4n n Kh6ng ch6p nh4n

'i titin kh6c:

DoN VI CUNG CAp

I'{gdy ..... thdng ..... ndm ......

DON V! DB NGHI

BM TLHS.O4 Ngdy ban hinh:]{/ I 12025



BM.TLHS.05

BAN QUAN Lv XnU KINH TE VA KHU CONC NGHIEP
NINN BAN HUY HO SO

sa. ....../.......

H6m nay, ngdy ...... thdng ...... ndm 20..., Tqi:...

Chirng tOi gdm:

, Chric danh:

, Chirc danh:

, Chirc danh:

..:........ ,Chticdanh:

Kinh d€ nghi: cho ph6p htry c6c loai h6 so sau:

STT TGn h6 so Mn s6

Ly do:

TRUONG BAN

NSdy ... ... thdng ... ... ndm 20...

NGTIoI DE NGHI

Dd ti6n hdnh huy c6c loai ho so dugc ph6p huy n€u tr6n bing phucrng phrip:

BM.TLHS.O5 Ngdy ban hinh:i& / I 12025


