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THItt SO TAY CHAT LUVNG 

I. Muc dich cila so tay chAt 

- Dtra ra cam yet cita,lanh dao 	v'e chat lugng deg viec clap (mg yeu can, 
ciing nhu mong muon cila to claim/ding dan; 

- Xac dinh cac 130 phan trong So c6 quan he truc tiep den he th6ng quart ly 
chat lugng; 

- Xac dinh chat nang, nhiem vu va quyen han cua truemg phong, lank dao 
So c6 quan he trtrc ti'ep den he th8ng wan 1Y chat lugng; 

- Dtra ra chinh sach chung theo cac you cau cila timg tieu chi trong tieu 
churn ISO 9001:2008 de dinh huang va xay dung cac quy trinh, qua trinh, Innemg 
dan cong viec lien quan den nhieu b0 phan hay timg bo phan rieng biet trong Ser. 

IL Nhirng yen cau v'e kiem sok so tay chAt Itnyng. 

- S6 tay chat lugng la tai lieu cong b6 chinh sach chat lugng va m8 to he 
th6ng quail 15T chat higng cua Sec; • 

- So tay chat lugng lien quan den cac hoat di:Mg quart 1Y,  nha nuot oda SO, 
dugc kiem sok theo cac you cau sau: 

+ Phai clugc phe duyet ve tinh day du, thich hop trtnecc khi ban hanh. 

+ Phai duac xem ?cat, cap nhat khi can thief va phe duyet lai khi Ott hien 
thay 18i, lac hau; 

+ Cac phien ban tai lieu duce dam bao la phi hop va san cep tai cac noi can 
sir dung; 

+ Cac phien ban lam tai lieu gigi thieu, khi co you eau, phai dugc Giani dAc 
SO( duyet cap va dugc Van phong See km theo 

III Dinh nghia, giai ditch cac chit vitt at. 

I. Dinh nghia 

Cac dinh nghia dtrgc op dung trong fail lieu nay (theo ISO 9001:2008) bao 

ChAt lin: m>ic dA cua. mOt tap hgp tat COC tInh v6n có day frog cac yeti 
cau, nhu C/111 hay mong dgi da dirge cong bo, ngam hieu chung hay bat bu0c. 

,Quan 1Y chat lacing: cat hoat dOng co phoi hgp do dinh huang va kiem soat 
ye chat lugng cua Sec 

, Chinn sada chat lucmg: Y 6 va dinh huerng chung cfm 	c6 	quan den 
chat lugng dugc Giant &lc So deg bo chinh thirc. 

Hoach Binh chat lacing: met phan cua quan ly chat lugng tap trung,vao viec 
lap mix lieu chat lugng va quy dinh cat qua trinh tat nghiep can thiet va cac 
nguon ltm co lien quan de that hien cac mac tieu chat lucmg. 
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Kiem soar chAt luting: MOt phAn cna quan ly chat luting tap trung vao thuc 
hien cot yeu cau chat luting. 

Cai tien chAt luting: MOt phan caa quan IST chAt luting tap trung vao nang 
cao, hoar thien kha nang thgc hien cac yeu cau chat luting. 

He thong chAt luting: He th6ng quan 15, a dinh hung va kiem soat ve chat 
luting ciaa SO. 

Xem xet caa lanh dao: MOt danh gia chinh thirc caa Giam do'c Sa ve tinh 
trang va su thich hop dm he thong chat luting doi yeti chInh sach va cac mac tiou 
chat luting. 

Su khang, 	hop: Su khong dap ung mot you cau, nhu cau hay mong dgi 
da dugc cong bo, ngam hieu hay bat buOc. 

2. Giai thich cac tir viet tat 

HTQLCL: He thong quan 132 chat luting 

DDLD: Dai dien lath dao 
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PHAN I - MU DAU 

A. Gioi thieu chung ve Sir Tai chinh Khanh hea: 

1. SO Tai chinh la ca quan chuyen mon thuOc fly ban nhan dan tinh, thvc 
hien chirc nang tham num, ginp Uy ban nhan dan tinh quail 13% nha nuac ve tai 
chinh; ngan sach nha mac; thue, phi, le phi va thu kh4c cua ngan sach nha nuoc; 
tai san nha 'hunc; cac quy tai chinh nha ntrac; dau tu tai chinh; tai chinh doanh 
nghiep; ke toan; hem toan dee lap; l'inh vtrc gia va cac hoat do, ng dich Iry tai chinh 
tai dia phuang theo quy dinh cua phap luat. 

2. SO TAi chinh co to each phap nhan, co con dau va tai khoan rieng; chiu sir 
chi dao, quail ly ve to oink va hoat citing dm Uy ban nhan dan tinh; (tang tiled chiu 
sir chi dao, hung dan, thanh tra, kiem tra ye chuyen mon, nghiep vv cua Bo Tai 
chinh. 

B. Nhiem vu va quyen han Cita So.  Tai chinh: 

L Nhiem vv, quyen hart cua Ser Tai chinh tinh Khanh Hoa: 

Sa Tai chinh thtcc hien nhiein vv, quy'en han theo quy dinh cha phap luati7e 
l'inhvvc tai chinh va cat nhiem vu, quyon han cu the sau: 

1. Trinh fly ban nhan dan tinh: 

a) Dv thao quyet dinh, chi thi va cac van ban khac thueoc tham quyen ban 
hank cua Uy ban nhan dan tinh ye linh-vtre tai chinh; 

b) Du than, chuang trinh, ke hoach dai han, 05 nam va hang nam ve linh vuc  
tai chinh theo quy hoach, ke hoach -tong- the phat trien kinh to - xa hei cua dia 
phucmg; 

c) Du thao chuong trinh, bien phap te.chirc thvc hien cac nhiem vv cai each 
hanh chinh nha nuot thuOc linh vvc quan 15T nha ntrac cha Sa theo quy dinh cha 
phap 

, 	d) 	thao van ban quy dinh cu the °hire Wang, nhiem vv, quyen han va ca 
cats to chuc dm Sec; 

d) Dv thao cab van ban quy dinh cu the dieu kien, tiou chuan chirc dank doi 
vai Truemg, PhO cua cac don vi thuec SO; pliel hop voi So Ke hoach va Dau to du  
thao cac van ban quy dinh cu the dieu hen, tieu chuan chdc cianh doi von Throng, 
Pho Trmang phong Phong Tai chinh - Ke hoach thuec Uy ban nhan dan cap huyen; 

e) Dv thao phucmg an phan cap nguan thu va nhiem vu chi dm tang cap 
ngan sach cua dia phuang, xay ding dinh mire ph'an bo dg than chi ngan sach dia 
phuang; the do thu phi, le phi va cac khoan thing sop dm than dan theo quy dinh 
cua phap luat de trinh Wei dong nhan dan thih quyet dinh theo tham quyen; 

g) Du town dieu chinh ngan seah dia phuang; cac phuang an can deli ngan 
sach va cac bien phap can thiet de hoar ,thanh nhiem vu thu, chi ngan sach dirge 
giao de trinh Hei (Wing than dan tint' quyei dinh theo [ham quyen; 
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h) Phoi hop vai the co quan chuyen mon c6 lien quan trong viec xay dung 
phuong an sap xep lai, xir 13% nha, dat va tai san khac thuec sa hitu nha nu& thuec 
pham vi quail 13'T cua dia phuong. 

2. Trinh Chfi tich Uy ban nhan dan tinh: 

a) Du than quyet dinh, chi thi va cat van ban khac thuec tham quyen ban 
hanh cua Chu tich Uy ban nhan dan tinh ye linh vut quan 1T nha nu& dm So; 

b) Du than quyet Binh thanh lap, sap nhap, chia tach, to chirc lai, giai the cac 
don vi thuoc 	theo quy dinh cita phap luat. 

3. Giup Chit tich Uy ban nhan dan tinh quan 132 nha ntrac \re tai chinh dai vai 
doanh nghiep, to chirc kinh to tap the, kinh to to nhan, cac hQi va cac to chdc phi 
chinh phu thuOc pham vi quail 1T cua theo quy dinh cua phap luat. 

4. Giup Chit tich Uy ban nhan dan tinh chi dao, huang dgn, kiem tra, thOng 
tin, tuyen truyen, pho Wien gido dye, theo dai thi hanh phap luat ye linh vuc tai 
chinh; cong tac tham muu ve cac van de phap 13'T va tham gia to tung; to chirc thut 
hien cac van ban quy pham phap luat, cac chinh sach, quy hoach, ke hoach, 
chuong trinh, du an, de an, phuong an thuec pham vi quail 132 nha nu& dia. SO sau 
khi dirge cap c6 tham quyen ban hanh hoac phe duyet. 

5. Ve quern 132 ngan sach nha mak, thus, phi, le phi va thu khac cua ngan 
sach nha ntrot: 

a) TOng hop, lap du toan thu ngan sach nha nu& tren dia ban, du toan thu, 
chi ngan sach dia phuong, phuong an phan bo ngan sach cap tinh bao cao Uy ban 
nhan dan tinh de trinh HOi Bong nhan dan tinh quyet dinh: 

-- Huang an cac co quan hanh chinh, don vi su nghiep thuec tinh va co quan 
tai chinh cap duoi xay dung du toan ngan sach nha nuot hang nom theo quy dinh 
cita phap luat; 

- Thuc hien kiem tra, tham tra du toan ngan sach cua cac co quan, don vi 
ding cap va du toan ngan sach cilia cap duai. 

b) Ve quan 13'T tai chinh d6i vai dat doi  

- Chit tri bao cao Chu tichHOi Bong tham dinh bang gia cldt, to chirc tham 
dinh bang gia dat, bang gia dat dieuchinh; chic tri bao cao Chit tich Hei dong tham 
dinh gia dat cu the, to chuc tham dinh gia dat cu the trinh Uy ban nhan dan tinh 
phe duyet; 

- Chu tri, ph6i hop voi cac co quan co lien quan- xay dung, trinh Uy ban 
nhan dan tinh ban hanh he so dieu chinh gia dat de tinh tien sit dung dat, tien thue 
dat; mitc tST le phan tram (%) cu the de xac dinh don gia thue dat tra tien thue dat 
hang nom theo quy dinh cua phap luat dat dai; 

- Chit tri xac dinh Ira trinh Uy ban nhan dan tinh quy dinh mire tST le (%) de 
tinh thu tien thue , vai dat xay dung cong trinh ngam, dat c6 mat nuac, mac tien 
thue mat nutc; dan gia thue mat nu& cilia ding du an cu the (frit cac du an khai 
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that dau khi er lanh hai va them lac dia caa Viet Nam); xac dinh cac khoan &rot 
tra vao tten sir dung dat, tien thue dat, thue mat nuot phai nOp; 

- Kiem tra, tham dinh cac khoan kinh phi to chirc dive hien cong tac Wei 
thuang, 116 tra, tai dinh cu doi voi truong hop Nha nu& thu hei dat doi voi du an, 
tieu du an do Uy ban than dan tinh phe duyet, bao gem ca truang hop dugc ang 
von tir Qu"Y that trien dat hoc tam img von tir Kho bac Nha ntroc. Piled hop voi Set 
Tai nguyen va MOi truong huong clan, kiem tra cac ca quan, to chirc, don via dia 
phuang trong viec thuc hien chinh sach boi thuong, ho tra Ira tai dinh cu khi Nha 
mak thu hOi dat; 

- Chit tri, phi hgp voi cac CO quan di lien quan xac dinh gia Icheri diem de 
clan gia quyen sir dung; xac dinh gia tri quyen sir dung dat de tinh vao gia tri doanh 
nghiep khi co than h6a. 

c) Phi hop voi ca quan c6 lien quan trong viec that hien tong tat quan ly  
thu thue, phi, re phi va cac khoan thu khac tren dia ban. 

d) Kiem tra, giam sat viec quan lY va sir dung ngan sach a cac co quart, dan 
vi sir dung ngan sach; yea tau Kho bac Nha nu6c tam clang thanh toan khi phat 
hien chi vugt du town, chi sai chinh sach the do hoAc khong chap hanh the do bao 
cao clic Nha nuac. 

d) Tham dinh guy& toan thu ngan sach nha ntrac phat sinh tren dia ban 
huyen, quyet toan thu, chi ngan sach huyen; tham dinh hoc duyet va thong bao 
quyet toan doi voi cac co quan hanh chinh, cac don vi su nghiep va cac to chirc 
khat Co sir dung ngan sach cap tinh theo quy dinh; 

Tong hap tinh hinh thu, chi ngan sach nha that, lap tong guy& toan ngan 
sach hang nom cua dia phuang trinh. Uy ban than dan tinh bao cao Hoi dOng nhan 
dan tinh phe duyet, bao cao BO Tai chink  

e) Quan ly van dau tu pilaf trien: 

- Tham gia voi See Ke hoach va Wan tu, cac ca quan co lien quan de tham 
muu voi Uy ban nhan dan tinh ye chief' lugc thu hat, huy Ong, stir dung van dau tu 
ngan han, doi han trong va ngoai mak; xay dung cac chinh sach, bien phap dieu 
phOj va nang cao hieu qua sir dung nguan vein ho try phat frit chinh thirc (ODA) 
tren dia ban. Giap Uy ban nhan dan tinh span 15T nha nuarc ye tai chinh d6i voi cac 
chucmg trinh, du an ODA teen dia ban; 

- Ph6i hgp voi Sa Ke hoach va Dau tu va ode ca quan lien quan xay dung du 
toan va phuong an phan b6 du toan chi dttu tu ph& trien hang nom; chic tri phOi 
hop voi cac ca quan lien quan 136 tri cac nguen von khac co tinh chat dau tu trinh 
Uy ban nhan dan tinh quyet dinh; 

- Phtli hop voi So K6 hoach va Dan tir trinh Uy ban than dan tinh guy& dinh 
phan be) van dau tu, danh mac du an dau tu c6 sir dung von ngan sach; Ice hoach 
dieu chinh phan bot vondau tu trong trueng hop can thiet; xay dung Ice hoach dieu 
chinh, (Eau h6a. Von dau t1x. doi yen cac du an dau tu tiz nguen ngan sach dia 
phuang; 
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- Tham gia 	chit truang dau tu; tham tra, than dinh, tham gia kien theo 
tham quyen doi \red cac du an dau to do tinh quan 12; 

- Tham gia yeti Sa K'e hoach va DAu to va cac co quan lien quan ve not dung 
tai chinh, cac chinh sach uu dai tai chinh doi ved cac du an, doanh nghiep c6 von 
dau to true tiep nu& ngoai (FDI) tren dia ban; 

Kiem tra tinh hinh that hien Ice hoach van dAu tu, tinh hinh quan 12, sir 
dung von dau tu, quyet toan von dau tu thuOc ngan sach dia phuong cua chit' dau tu 
va co quan tai chinh huyen, xa; tinh hinh kiem soat thanh toan van dau tu cua Kho 
bac Nha nu6c a tinh, huyen; 

- To chirc tham tra guy& toan von dau tu du an hoan thanh, trinh Chit tich 
Uy ban nhan dan tinh phe duyet dOi vai cac du an thuOc thAm quyen phe duyet cua  
Chit tich Uy ban nhan dan tinh. Tham,tra, phe duyet quyet toan cac dg an dau tu 
bang ngu'an von su nghiep co tinh chat &au tu xay dung co ban cilia dia phuong 
theo quy dinh; 

- Tang hop, phan tick tinh hinh - huy dOng va sir dung van dau tu, danh gia 
hieu qua quart 12, sir dung von dau tu, quyet toan von dau tu coa dia phuong, bao 
cao Uy ban nhan dan tinh va BO Tat chinh theo quy dinh. 

g) Quan 12 Quy du trtt tai chinh cua dia phuong theo quy dinh cua phap luat. 

h) Thong nhAt quan 12 cac khoan vay va vien trg danh cho dia phuong theo 
quy dinh cua phap luat; quan ly tai chinh nha ntrot ded vai nguan viten trg nu& 
ngoai truc tiep cho dia phuong thuc nguon thu cua ngan sach dia phuong; ginp 
Uy ban nhan dan tinh trien khai viec phat hanh trai phieu va cac hinh thirc vay ng 
!chat dm dia phuong theo quy dinh cita Luat Ngan sach nha nuot, Luat Quan ly no 
cong. 

i) Huang dan, kiem tra viec thuc hien ca the tu chit ye tai chinh 	cac don 
vi 	nghiep cong lap va the de tu chit, tu chin trach nhiem ye kinh phi quan ly  
hanh chinh doi veri cac ca quan hanh.chinh nha nu6c theo quy dinh cua phap luat 

• k) Huang dan va to chirc thuc hien the de con khai tai chinh ngan sach caa 
Nha nuirc theo quy dinh cua phap luat. 

I) Tang hop ket qua -dux hien kien nghi cua thanh tra, kiem toan ye filth vvc 
tai chinh ngan sach bao cao Uy ban nhan dan tinh. 

m) Huang clan va to chirc thuc hien Luat Thuc hanh tiet kiem, chang lang 
phi trong sir dung ngan sach, tai chinh cong theo quy dinh cua phap luat. 

6. Ve quan 15,  tai san nha nuerc tai dia phuong: 

a) ray dung, trinh 02 ban nhan dan tinh cac van ban huong dan ye quart 12, 
sir dung tai san nha nu6c va phan cap quart 12r nha nuerc ye tai san nha nu& thu'ec 
pham vi quan 12 cita dia phuong; 

b) Huang dan,,  hem tra viec thuc hien the dO quart 12 tai san nha nuot; de  
xuat cac binphap ye tai chinh de dam bao quan 12 va sir dung co hieu qua tai san 
nha nuot theo tham quyen tai dia phuong; 
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c) Quyet dinh theo tham quyen hoac trinh Uy ban nhan dan tinh quyet dinh 
theo tham quyen viec mua sam, xac lap quyen sex him cua Nha nuac ye tai san, thu 
hoi, diet' chuyen, thanh 1Y, ban, thud, cho thud, chuyen nhuong, tieu inty tai san 
nha mac va cac hinh thirc xir ly khac; giao tai sari nha nuac cho dan vi su nghiep 
cong lap to chit tai chinh va sir dung tai san nha nuac cua dan vi su nghiep ding 
lap to chi) tai chinh vao muc dich san xuat kinh doanh, dich vu, cho thud, lien 
doanh, lien ket; 

d) To chat quan ly tien ban tai san dirge xac lap quyen ses him ciia Nha pink 
thuOc pham vi quail ly cim dia phuang; tien ban hoac thud, cho thud tai san ket can 
ha tang thuec dia phuang quan ly; cac nguon tai chinh phat sinh trong quart 132, sir 
dung tai san nha !mac; 

d) Huang dan va to chirc thuc hien the dia cong khai quan 1Y, sir dung tai san 
nha nuac trong cac ca quan, to chirc, don vi theo quy dinh cua phap luat; 

e) To chirc tiep nhan, quan ly, trinh Uy ban nhan dan tinh quyet dinh xir ly 
hoac xir 11, theo tham quyen d6i va tai san Ichong xac dinh dugc chit so. hcru; tai 
san bi chola gian, chim darn dugc tim thay; di san khong c6 nguoi thira 1c8; tai san 
tich thu sung quy nha nuac theo ban an, quyet dinh thi hanh an; tai san cua cac-du 
an sir dung von nha nuac (bao gam ca. von ODA) khi du an ket thite va cac tai san 
khac dugc xac lap quyen so him cua Nha nuac, tai san dm to chirc ca nhan to  
nguyen chuyen giao quyen sa him cho chinh quyen dia phuang; 

g) T6 chuc quan 132 va khai than tai san nha nuac chua dugc cap c6 tham 
quyen giao cho to chirc, ca nhari pan ly, sir dung; quan ly cac nguOn tai chinh phat 
sinh trong qua trinh quan 1Y, khai thac, chuyen giao, xir ly tai san nha nuac; 

h) Tham muu cho fly ban nhan dan tinh coy kien voi cac be, nganh va. BO 
Tai chinh ye viec sap xep nha, dat cita cac ca quan Trung uang quan ly tr8n dia  
ban; 

i) Quan ly ca so du lieu tai san nha nuac thud& pham vi quan ly oda dia 
phuang; gulp Uy ban nhan dan tinh thuc hien bao cao tinh hinh quan 1Y, sir dung 
tai san nha mac thnec pham vi quanly cua dia phuang. 

7. Quan 13yr nha nuac ve tai chinh died voi cac quy do ca quan co tham quyen 
o din phuang thanh lap theo quy dinh cua phap luat (Quy dau to phat then, Quy 
phat trien dat, Quy bdo tri throng be, Quy bao ve mai throng, Quy bao ve va ph& 
then rang, Quy phat trien nha er, Quy bao .lanh tin dung doanh nghiep vua va 
nh6,...). 

a) Phi hap xay dung de an thanh lap va hoat dong cua cac quy bito car) Uy 
ban nhan dan tinh phe duyet hoac trinh cap co tham quyen ph& duyet; tham muu 
gilip Uy ban nhan dan tinh quy8t,dinh cac van de vie phuang thirc diet' hanh, doh  
Mang dau to va cho vay; lai suAt; cap von dieu le; gill the cac quy theo quy dinh 
cua phap 

b) Huang clan, theo doi,Iciein tra, giant ,sat boat dang can cac quy; kiem tra, 
giam sat viec chap hanh the do quan ly tai chinh, ban cao ket qua boat deng cua  
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quy dinh kY theo the dO quy dinh va that hien cat nhiem vu khac theo phan ding 
caa Uy ban nhan dan cap tinh; 

c) Kiem tra, giam sat cac viec sit dung,ngu6n von ngan sach dia phuong fly 
thac cho cac to chirc nhan ity that (cac quydau to phut trien, cac to elide tai chinh 
nha nu&c,...) de thgc hien ging ngan, cho vay, ho trg lai suit theo cac mac lieu da 
dugc Uy ban nhan dan tinh xac dinh. 

8. Ve quan lY tai chinh doanh nghiep: 

a) Huang dan that hien cac chinh sach, the do quan ly tai chinh doanh 
nghiep cua cac loai hinh doanh nghiep, „ tai chinh hop tic xa va kinh to tap the; 
chinh sach tai chinh phuc vuchuyen doi s& him, sap xep lai doanh nghiep nha 
nuot, chuyen dai don vi su nghiep cong lap thanh doanh nghiep, co phan hOa don 
vi su nghiep cong lap, che dO quan 1Y, boo toan va phut trien Von nha nuot tai 
doanh nghiep; 

b) Kiem tra va xir 1Y cac hinh vi vi pham viec that hien phap luat ve tai 
chinh, ke toan cua cac loaf hinh doanh nghiep teen dia ban theo quy dinh cua phap 
luat; 

c) Quan,ly phan von va tai san thuOc so, 	nha nuerc tai cac doanh nghiep, 
to chirc kinh t8 hop tat, kinh to tap the do dia phuong thanh lap theo quy dinh cua  
phap luat; that hien quyen, nghia vu dal dien chit s& him phan von nha nu& tai 
cac doanh nghiep theo phan cong cua Uy ban nhan dan tinh; 

d) Kiem tra viec quan IY sir dung von va tai san nha mac, viec phan ph6i thu 
nhap, trich lap va sir dung cac quy cua doanh nghiep nha nu& do dia phuong 
thanh lap; that hien chirc nang giam sat, dinh gia hi'eu qua hoot &Ong cua doanh 
nghiep nha nuac do dia phuong thanh lap va doanh nghiep 06 von nha nuot theo 
quy dinh cua phap luat; 

d) T6ng hop tinh hinh chuyen d6i so hem, sap xep lai doanh nghiep nha 
nu&c; phan tich, dank gia tinh hinh tai chinh doanh nghiep 100% von nha mrac va 
cac doanh nghiep co von nha nu& do dia phuong thanh lap hoac gop von, bao coo 
Uy ban than dan tinh va BO tru&ng BO Tai chinh; 

e) Quan ly viec trich lap va sir dung quy tien luong, thit lao, tien thuOng cua  
kiein suit vien va nguai doi dinvon nha nubs tai doanh nghiep theo quy dinh °Cut 
phap luat; 

g) tOng hop dinh gia tinh hinh thuc hien co the tai chinh phuc vu chinh 
sach phut trien hop tat xa, kinh to tap the tren dia ban theo quy dinh cua phap luat; 

h) La dau mai tiep nhan,bao coo tai chinh 	doanh nghiep có von dau to 
true tiep nu& ngoai (FDI) va tong hop, phan tich tinh hinh tai chinh doanh nghiep 
FDI theo the do, quy dinh phuc vu chinh sach phut trien kinh to - xa hOi, thu but  
von dau to nuot ngodi tren dia ban theo quy dinh cita phap luat. 
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9. V'e quail lyf gia va tham dinh gia: 

a) Trinh Chu tich Uy ban than dan tinh ban hanh theo tham cjuyen haat 
trinh cap c6 tham quyen ban hanh dinh huong quan 1Y, dieu hanh, binh on gia hang 
nam, 5 nam, 10 nam cac mat hang thuOc tham quyen quan lY ciia Uy ban nhan dan 
tinh; du thao van ban hung clan phap !nat ve gia va tham dinh gia tit dia ban 
theo quy dinh cda phap Ink quy dinh trinh nr, quy trInh tham dinh phtrong an gia 
va phan cap quyet dinh gia doi voi hang h6a, dich vu thuOc tham quyen quyet dinh 
gia cua Uy ban nhan dan tinh; 

b) Quy'et dinh hoac trinh cap c6 them quyen guy& Binh gia tai san, hang hoa, 
dich vu theo phan cong, phan cap dm fly ban nhan dan tinh; 

c) Tham dinh phuang an gia theo de nghi cua SO.  quan 1ST nganh, link vvc, 
don vi san xuat kinh doanh SO quan ly nganh, l'inh wc, dan vi san xuat kinh 
doanh, trinh Uy ban than dan tinh quyet dinh theo quy dinh cua phap kik 

d) Chit'  tri, phoi hop voi cac ca quan c6 lien quan to chi:re kiem tra yeu to 
hinh thanh gia theo quy dinh caa phap luat; 

d) Te cline hiep thucmg gia theo quy dinh tha phap luat, thvc hien cha„c 
nang thanh tra chuyen nganh ve gia tren dia ban tinh theo qtty Binh cfm phap kat; 

e) Chit tri, phoi hgp \Lai cac ca quan c6 lien quan, trinh Uy ban than dan tinh 
quyet dinh bien pita') binh on gia ten dia ban theo quy dinh cila pita') 	to oh& 
thvc hien cac bien phap binh on gia; bo sung mat hang thuc hien ke khai gia va to  
chat thvc hien Ice khai gia tai'dia phuong theo quy dinh &la phap haat; 

g) Tham mtru giup Uy ban than dan tinh trong viec phan citing va to chirc 
thvc hien than' dinh gia tai• san nha nuot thuOc dia phucmg,  quan 1Y; chit tri, phoi 
hgp voi cac ca quan lien quan thvc hien tham dinh gia dOi voi tai san nha nu& 
theo phan cong, phan cap cita Uy ban nhan dan tinh; 

h) Xay dung, quan 1Y, van hanh va khai thac ca so dir lieu teen dia ban ye gia 
theo quy dinh ctia pita') luat 

10. Huang dan, quan ly va kiem tra viec thvc hien cac guy dinh cna phap 
luat dad vai cac to chfrc cung img dich vu tai chinh thuoc link vuc tai chinh, ke 
toan, kiem town dem lap, au to tai chinh, cac doanh nghiep kinh doanh x6 so, dat 
cage va trb chai co thuong teen dia ban theo quy dinh maa phap luat. 

11. Huang clan phuyon mon, nghiep vu ve linh vvc tai chinh thuec pham vi 
quan 132 caa So dei voi PhOng Tai chinh - lie hoach thuOc Uy ban than dan cap 
huyen, 

12. Thanh tra, kiem tra, giai quyet khieu nai, to coo; xd 132 theo tham quyen 
hoac kith nghi cap cep tham quyen xir ly cac hanh vi vi pham phap luat trong cac 
linh vvc thuac pham vi quan ly,nha nuot dm SO; phong, chong tham nhOng, fiat 

harsh va thvc ha tiet kiem, chOng l'thg phi trong viec sir dung tai san, kinh phi 
duce giao theo quy dinh cua phap luat. 

13. Quy dinh cu the chirc 'fang, nhi'em vu, quyen han va mei quan he ding 
tac dm van phOng„ thanh tra, cac phOng chuyen mon, nghiep vu va don vi su  
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nghiep thuOc So (nau co), phi" hop vied chirc nAng, nhiem vu, quyen han caa So  
theo htramg dan dm Lien BO Tai chinh va BO I\TOi vu va theo quy dinh caa Uy ban 
nhan dan tinh. 

14. Quail ly to chirc bo may, bien the cong chirc, ca cau ngach cong chirc, vi 
tri viec lam, ca cau vien chirc theo chug danh nghe nghiep va so luong- nguai lam 
viec trong cac dan vi sr nghiep cong lap; thuc hien che,d0 tien luang va chinh 
sach,,ch'a do, dai ng(), dao tao, boi duOng, khen thuong, dieu 	bo nhiem, luan 
chuyen, biet phai, cho to chirc, k2 lust, mien nhiem, cho thei viec, nghi hu-u dOi voi  
Cling chirc, vien chile va lao &Ong thuOc pham vi quan ly caa So theo phan cap caa 
Uy ban nhan dan tinh va theo quy dinh caa phap lust. 

15. Thgc hien hop tac quoc to ye linh vvc tai chinh theo quy dinh caa pile") 
lust va sir phan cong hoac ay quyen cua Uy ban nhan dan tinh. 

16. T6 chirc then lchai (mg dung cong nghe thong tin; xay dung, quan 1y va 
lchai that he thong thong tin, km trir phut vu cling tac quan 12 tai chinh, tai san va 
chuyen mon nghiep vu duct giao; this tri cong b6 so lieu tai chinh, cung cap thOng 
tin thOng ke tai chinh ten dia ban theo quy dinh cua phap luat. 

. 	17. Quan ly va chiu trach nhiem ve tai chinh duqc giao theo quy dinh va 
theo phan cong hoac ay quyen caa Uy ban nhan dan tinh. 

18. Thu° hien cong tee thong tin, bao can dinh ky va dot xuat ve tinh hinh 
thuc hien nhiem vu &rot giao voi Uy ban nhan dan tinh, cac bo, co quan ngang be. 

19. Thge hien cac nhiem vu lchac do Uy ban nhan dan, Chi) tich Uy ban 
nhan dan tinh giao va theo quy dinh cua phap lust. 

II. Giam doe SO.  TM chinh 

Giam doc So Tai chinh la nguai dung dau SO, chiu trach nhiem: 

1. S'Ap xecp to chirc,. b6 tri nhan sir cac co quan, dun vi thuOc, trot thuOc 
(nett co) SO dam bao dung nguyen tac va tha tuc hien hanh. 

2. Trinh fly ban nhan dan tinh kien toan chirc nang, nhiem vu, quyen han 
va ca can to chfrc caa cac ca quan, don vi trot thuOc So (nett co). 

3. Ban hanh van ban quy dinh cu the chirc tang, nhiem vu, quyen han va cc, 
can to chat caa cac ca quan trot thirec So (nail co). 

4. Ban hanh Quy the lam viec cua SO, quy dinh cu the mai quan he cong 
tac cua cac ca quan, don vi thuOc va trot thuOc So (nau co); quy dinh m6i quan 
he cong tac gift cac ca quan, dun vi thuOc So va quan 12, chi dao viec thgc hien. 

III. Pito githn di;c : 
Pho Giam doc SO la nguai giap Giam dOc SO chi dao met so mat cong tac va 

chiu trach nhiem trirot Giam d'Oc So va tarot phap lust ye cac nhiem vu dirge phan 
Gong. Khi Giam,d6c yang mat, met 	Giam doc duga Giam doc ay quyen 
dieu hanh met so cac host &Ong caa So. 
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C. Chinh sach chAt Itroing 

Vei phuong cham: 

"Cong khai, dan chit, nhanh gon, dting phap IOC 

Nham nang cao hieu luc, hieu qua quan ly Nha nuarc ten dia ban tinh, bao 
dam tinh phap lYT, hien qua, minh bach va cOng bang trong khi giai guyet cong viec 
hanh chinh, dap Ong kip tilei cac yeti cau chinh clang dm to chat; ding dan, toan 
the can bO, cong chirc Sa Tai Chinh Khanh HOa cam ket: 

1. Luon quan tam day di' den nguyen vong, tiep thu moi y kien gel) Y, tao 
moi dieu kien thuanigi nhat cho cac to chirc, cong dan trong giai quyet cac this tuc 
hanh chinh thuOc tham quyen. 

2. Xay dung, cOng khai va thoc hien day dU cac quy trinh giai guy'et thu tuc 
hanh chinh, dam bao tinh don gian, re, rang, thong nhat, minh bach, dung phap luat, 
dung hen. Kien guyet loai 1)6 nhimg thir tuc room ra, thong die° de bi Igi dung de 
tham nhiing, gay kh6 khan cho Ichach hang. 

3. Muting ngirrig cai tien cac quy trinh, thu tuc, dam bao don gian, chat che, 
- ro rang, thong nhat, phi' hop -vol. yeu cau cai cach hanh chinh, dap Ong cac yeu can 

ngay tang cao cua cac to chitc va cong dan. 

4. Day manh ap dung cOng nghe thong tin nham nang cao hieu qua cai cach 
hanh chinh, hien dai hoa nen hanh chinh 

5. Can NI, cong chirc khong ngirng hoc tap, ren luyen, nang cao phAm chat 
chinh tri, dao dire, trinh do chuyen mon nghiep vu, dap img va hoan thanh moi 
nhiem vu dugc giao. 

6. Kien quy& xir ly nghiem cac hanh vi vi pham trong qua trinh dux thi 
Ong vu, nhiem vu dugc giao, g'aykho khan, phien ha, sach nhik to chirc va cong 
dan khi lien he giai guyet cac thin tuc hanh chinh. 

, 7. KhOng ngirng nang cao hieu lgc, duy tri va cai fi len lien tuc 	tilling quan 
lY chat luting theo tieu chuan quOc gia. 

D. Pham vi AI) clang HTQLCL theo ISO 9001:2008 

- Cac haat dOng cung cap dich int hanh chinh cong thuOc pham vi guar' lY 
cila Sa Tai chinh da dtrot UBND tinh Khanh Hoa cong be, cac finh vut theo chirc 
nang va nhiem vu da duqc phe duyet cita cac phong chuyen mon thuOc SO. 

- Pham vi ap dung bao gom 7/7 pheng nghiep vu thuOc SO. Cac quy tint' 
genn co: 06 quy trinh Chen mti hinh khung; 27 quy trinh giai quy6t TTHC; 10 guy.  
trinh giai guy& cong viec thuOc cac link voc theo chirc nang va nhiem vu cita SO: 
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Stt Ten tai lieu Ma so Ghi clul 

QUY TRINH THEO YEU CAU TIEU CHUAN 

1 Chinh sach chat luting CSCL 

2 Muc tieu chAt luting MTCL 

3 SO tay chAt lugng STCL 

4 Quy trinh kiem soot tai lieu QT-01 

5 Quy trinh ki'em soot hO so QT-02 

6 Quy trinh danh gia not 1)0 QT-03 

7 Quy trinh kiEm soot so kh'Ong phit hop QT-04 

8 Quy trinh thoc hien hanh Ong ldiac phuc QT-05 

9 Quy trinh thoc hien hanh do, ng phong ngira QT-06 

CAC QUY TRINH CHUYEN MON 

10 Quy trinh quan lY cong tac van thu QT-07 Van phOng 

11 
Quy trinh than' dinh boo coo danh gia hieu qua hog 
dOng xep loai cong ty nha nudec 

- QT 08 
Tai chinh 

doanh nghiep 

12 Quy trinh lAp du toan ngaii sach QT-09 Quan lY ngan sach 

13 Quy trinh chAp hanh ngan skit QT-010 Quan ly ngan sach 

14 Quy trinh quyet toan ngan sach QT-011 Quan ly ngan sach 

15 
Quy trinh dang ky ma se') don vi co quan he vai ngan 
sach 

QT-012 Tai chinh dau to 

16 
Quy trinh Tharn tra va We duyet quy& than thuOc 
ngu6n von nha nuot 

QT-013 Tai chinh du to 

17 
Quy trinh th'Am dinh,va thong bao quy6t town von Au 
to XDCB thuOc nguon von NSNN then nien do ngan 
sach hang nam cila tinh Khanh 1-16a 

QT-014 Tai chinh dau to 

18 Quy trinh thanh tra, kiern tra tai chinh QT-015 Thanh tra 

19 Quy trinh xir lY don QT-016 Thanh tra 

20 Quy trinh thAm dinh guy& toan ngan sach cap tinh QT-017 
Tai chinh hanh 

 chinh SI; nghiep 
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21 Quy trinh clang k9 gid cac mat hang binh on gia QT-018 

22 Quy trinh that-it dinh phtrang an gia hang Ma, dich vu QT-019 

23 Quy trinh xac dinh tien b8i thuang, giai phong mat , 	, 	• 
bang d8 khau trir vao tien thue dat, tien sir dung dat QT-020 

24 tham  dinh trinh tham dinh chang thu tham dinh gia tri tai 
san QT-021 

25 

Quy trinh xem xet sir dung quy clAt caa cc( sey nha, dat 
thuec so him nit& milk tai vi tri ca do ca quan hanh 
chinh, dun vi su nghiep, doanh nghiep nha mak thuec 
dia phuang quan 19, de thanh town Du an BT dau to 
xay dung tong trinh tai vi tri mai thu8c tham quyen 
quyet dinh elm UBND tinh Khanh Hem 

QT-022 

Quart 19 gia va 
cong san 

26 

Quy trinh hoan tra hoac khAu trir hen sir dung dat da 
nap hoac 

 
nap hoac tien nhan chuyen nhuong quyen sit dung dAt 
vao nghia vu tai chinh dm cha dau to thuc hien du an 
nha & xa hei 

QT-023 

27 
Quy trinh phe duyet de an sir dung Lai san cong tai don 
vi su nghiep cong lap vao muc dich kinh doanh, cho 
thue 

QT-024 

28 . 
Quy trinh phe duyet de an sir dung tad san cong tai dun 
vi su nghiep cong lap vao muc dich lien doanh, lien 
ket 

QT-025 

29 Quy trinh quy& dinh sir dung tai san cong de tham gia 
du an dau to theo hinh Mire doi tac Gong - to QT-026 

30 Quy trinh thanh toan chi phi có lien quan den viec xCr 
19 tai san cong QT-027 

31 Quy trinh mua quyen hoa dun QT-028 

32 Quy trinh mua Ma duRle QT-029,, 

33 
Quy tenth Quyet dinh mua sAm tai san cong pinic Vu 
haat Ong coa ca quan, to chit°, dun vi trong truOrng 
hop khong phai lap thanh du an (tau to 

QT-030 

34 Quy trinh Quyet dinh thue tai san phuc vu Mat deng 
cua co quan, to chitc, dun vi QT-031 

35 
Quy trinh Quyet dinh chuyen doi cong Jiang sir dung 
tat san cong trong truimg hop '<hang thay d81 do! 
hieing quart 19, sir dung tai san "cong 

QT-032 
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36 
Quy trinh Quyet Binh thu hai tai san eking trong trudng 
hap co quan nha nude dirge giao quan 19, six dung tai 
san cong to nguyen trd lai tai san cho Nha nudc 

QT-033 

Quart 	19 	gig va 
ding san 

37 

Quy trinh Quyet dinh thu h8i tai san cling trong truerng 
hop thu hoi tai san cong theo quy dinh tai cac diem a, 
b, c, d, d va. e Khoan 1 Dieu 41 cixa Luat Quail 19, six 
dung tai san cong 

QT-034 

38 Quy trinh Quyet dinh dieu chuyen tai san cong QT-035 

39 Quy trinh Quyet dinkban tai san cong QT-036 

40 
Quy trinh Quyet dinh ban tai san cong cho ngudi duy 
nhat theo quy dinh tai khoan 2 Dieu 25 Nghi dinh so 
151/2017/ND-CP ngay 26/12/2017 caa Chinh pha 

QT-037 

41 
Quy trinh Quyet dinh tiny bid quyet dinh ban (tau gia 
tai san cong 

QT-038 

42 Quy trinh Quyet dinh thanh 19 tai san cong QT-039 

43 Quy trinh Quyet dinh tieu hu9 tai san cong QT-040 

44 
Quy trinh Quyet dinh xi 19 tad san cong trong trutng 
hap bi mat, N hdy hoai 

QT-041 

45 
Quy trinh Quyet dinh xix19 tai san cong Ow vu hoat • Ong dm du an khi du an ket thixc 

QT-042 

46 
Quy trinh Quyet dinh xix19 tai san bi hu hong, kh8ng 
six dung dtrot hoac kh6ng con nhu cau sir dung trong 
qua trinh thuc hien du an 

QT-043 

* Cac dieu khoan loci trIr 

- Dieu khoan 7.3: Thiel ke ya phat trien 

L5i 	Se( tai chInh la dan vi hanh chinh, thgc hien chirc nang pan 1.57 nha 
Imo° nen Ichong có hog dOng thiet ke va phat than. 

- Dieu khoan 7.6: Kim soat thiet bi do luting 

Ly gial: Do hog dQng quan 13% nha nix& tai Se( khong sir dung cac thiet bi do 
luting trong qua trinh cung cap dich vu cong nen then khoan nay &roc loai frit 
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PHAN H - CAC YEU CAU CUA TIEU CHUAN 

(Coe khoon, muc die oi day &or clanh so twang Ung theo khocin, muc 
cua ba tai lieu Tleu chucin quac gia TCVN ISO 9001:2008- 

thong quan ly chat hrong — Cac yeu cau) 

4. HE THONG QUAN ISr CHAT LU'QNG 

4.1. Cac yeu au clung 

- Nhan thirc &rot lai ich cua viec ap dung plarong phap tiep can theo qua 
trinh, Sa tai chit der triet d8 (mg dung cach dap can nay de xay dung, van ban h6a, 
thuc hien, duy tri cling nhu de cai tien hien luc Gila HTQLCL; 

- 	Tie!) can theo qua trinh khong nhang giilp cho S& kha nang,kiem soot cac 
hoat dOng 	met qua trinh don le ma con Iciem soar ca su ket not cua cac qua 
trinh cau thAnh nen HTQLCL; 

- Cling viec xay dung, ap dung va cai lien HTQLCL tai Ser gam cac buck co 
ban sau: 

a) Xac dinh nhu cau va mong dgi dm to chat/tong dan va cac ben lien gull 
(cac yeu cau theo luat dinh); 

b) Thiel lap chinh sach chat krong: tao ra dinh htharng, hanh lang cho cac 
hoat dong cith SO; 

c) Thiet lap muc tieu chat lugng: cu the Ma chinh sach chat lugng. Viet dat 
dugc cac muc tieu chat lugng se c6 the dOng tich cuc den chat lugng tong viec; 

d) Xac dinh cac qua trinh, vai tro, cling nhu mai quan he cila chi:mg trong 
viec dat duct cac muc tieu chat lugng; 

d) Xac dinh va cung cap ngu6n lye can thief cho cac qua trinh: nhan luc, mai 
truemg lam viec, co.  so ha tang; cac thong tin, tai lieu can thiet cho viec tat nghi'ep 
va hem soot cac qua trinh; 

e) Dinh ra cac chuan va phucrng phap do a danh gia dugc hieu lye dm in& 
qua trinh; 

g) Phan tich de phong ngira cac su viec khong phu hop va loci be, triet de 
nguyen nhan; 

h) Lien tut rap lai cac btrac new tr8n de IchOng nglmg cai tin HTQLCL va 
dat dugc muc lieu cao chat la th6a man yen cau dm to cliCreleang dan. 

- Cac qua trinh can thief cho HTQLCL dirge chia thanh 3 loci chinh, gam: 
- Cac qua trinh chinh to dish vu hanh chinh cOng; 
- Cac qua trinh ha trq; 

- Cac qua trinh quan 1ST. 

Xem me hinh He thong Quern 157 chat lugng (thcor clinh keen sau so tay chat 
lucmg). 
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4.2. He thong tai Iieu  

4.2.1. Midi quat 

Sey Tai chinh thiet lap he thong tai lieu a me to va giap thuc hien, duy tri 
HTQLCL. Cac tai lieu dm he thong bao gam: 

- Van ban ding b 'a chinh sach chat luting & muc tieu chat luting; 

- So tay chat luting; 

- Cac thu tuc theo yeu cau caa tieu chuan ISO 9001:2008; 

- Cac tai lieu can thiet cho hoat (tang cung cap dich vu hank chinh cong nhu: 
cac luat, ngyi dinh, thong tu, 9uyet dinh... theo yeu cau gfiaf quyet cong viec; the 
quy dinh, ho so theo yeu cau bat bulge doi voi to chadcang dan 

- Cac ha so luu lai ket qua cac hoat d'Ong; 

- Cac tai lieu ben ngoai. 

He th8ng tai lieu dugc xay dung tren co so can nhac k9 cac yeu to sau: 

- Yeu cau cua to chirc/cong dan va luat dinh; 

- Viec ap dung cac tieu chuan trong nu& va qu6c t6; 

- Nang luc trinh do can big cong chit°. 

4.2.2. So tay chat lugng 

a) Trach nhiem:Ban Giam dac Ser Tai chinh có trach nhiem thiet 	va duy 
tri , tay chat luting. So tay chat lugng- phai dirge phe duyet beci Giam &lc SO; 

b) Muc dich: Viec thiet lap so tay chat luting nliam cac muc dich chinh sau: 

- Thong ban ve chinh sach, thu tuc ILA yeu eau dm Sa Tai chinh; 

- Giap thuc hien Ira cai tien cac qua trinh; 

- Cung cap cat van ban lam co so a danh gig HTQLCL; 

- Dao tao; 

- Trinh bay HTQLCL caa Sa Tai chinh nharn muc dich doi ngoai. 

c) Trong so tay chat luting phai neu rep cac not dung: 

- Pham vi ap dung Gila HTQLCL; 

- Cac thu tuc dang van ban hoac tham chieu den chang; 

- MO to cac qua trinh trong HTQLCL va mai Wong tac. 

d) Ban hanh Ira kiem sok: 

Nhu cac loaf tai lieu khac, so tay chat luting dugc phe duyet, ban hank, sUa 
doi va kiem soat theo cac quy dinh trong Quy trinh Kiem soat tai lieu (QT-01). 

Tai liAu tham chiAu: So tay chat luyng 

4.2.3. Mem soat tai lieu 
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-1yj kiem sok he thong tai lieu, So lap thu tuc clang van ban ma to cac each 
thirc thong nhat trong toan Sa; 

- Cac quy dinh chinh trong viec kiem soat tai lieu bao gem: 

+ Quy Binh trach nhiem phe duyet dai ved cac loai tai lieu de dam bao tat ca 
tai lieu den &roc phe duyet trmac khi ban hanh; 

+ Moi thanh vien deu c6 quyen yeu cau thay dein, vier mai tai lieu cho phu 
hop veci ding viec cna minh. Tuy nhien, moi sha doi deu phai dugc phe duyet 14i; 

+ Dau kiem soat va danh sach tai lieu dugc sir dung de dam bao nhan biet 
duot finh trang hien hanh cua tai lieu. Cac sfra dai trong tai lieu deu dopy chi ra cu 
the theo quy dinh; 

+ Quy dinh cach thirc ban hanh tai lieu de dam bao tai lieu thich hop c6 scan a not 
sir dung; 

+ Quy dinh ve hinh iliac, cach trinh bay de tai lieu thAng nhAt, ra rang, de sir  
dung; 

+ Cac tai lieu loi thoi dirge loci 136 ngay khoi not sir dung. Neu vi muc dich 
tham Ichao, cac tai lieu lei thei duoc danh dau phan biet va de nhan biet. 	• W.6 

Tai lieu tham 	Quy trinh Kiem soat thi lieu (QT-01) 

4.2.4. Kiem goat ha so 

Viec thu thap, nhan dang, &oh so, dozing tap, luu tar, bao quan va My bO 
cac ho so dirge quy dinh trong this tuc Kiem soat ho so; 

- Ha so dugc km till de lam bang chang: 

+ Ve su phit hop voi cac yen cau cUa HTQLCL nhu: ho so danh gia nei b0, 
dao tap, danh gia su thoa man dm khach hang, yeu cau cUa to chirc/cong dan, xem 
xet cua lanh dao; 

+ VO viec dat duoc cac you cau dai yeti cong viec nhu: ha' so' giai quyet cong 
viec hanh chinh, ha so cac cong viec sai hong, ho so Ichac phuc... 

- Cat nei dung chinh trong kiem soat ha so gam: 

+ Danh sach cac ha so chi rep trach nhiem, vi tri luu, thoi gian km dirge thiet 
14P; 

+ Thai gian km cac ha so dugc quy dinh vOi su can nhAc den yen cartetaa 
Mat dinh va to chac/cang (Ian; 

+ Khi c6 yeu cau cda to chirc/cong dan thi h8 so co the dirge tham khao. 

Tai lieu tham chieu: Quy trinh Kiem soat he so.  (QT-02) 
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5. TRACH NHItM CUA LANH DAO 

5.1. Cam k'e't cum lanh dao 

- Giam dac So Tai chinh phai luOn the hien su lanh dao ctla minh trong viec 
dua hoat dOng quail 15,  Nha nuac dia. Sof dat dugc cac muc tieu da dinh; 

- Cam ket cua lanh dao dugc the hien qua cac &Ong viec sau: 

+ Lam xac dinh thoa man yeu cau cila to chuc/cong,  dan la dieu kien tien 
quyet rcho nen tang hoat dOng, 	danh gia nhin nhan &la to chirc/cong dan, lanh 
dao cap tron va cac co quan có lien quan trong giai quyet cac cong viec hanh chinh 
nha nu6c cua SO, truyen dat y nghia cua viec nay trong toan So; 

+ 	Luon có tam nhin chien lirgc ye sg dap Ung yeu cau ciia SO Tai chinh; 

+ Thiet lap chinh sach chat luting, neu ro du dinh va each tithe de dat dugc 
dieu do; 

+ Truyen dat chinh sach chat luting, dam bao cac phong chuyen mon, nghiep 
vu de ra dirge cac hanh dung can thiet de dong gop vao muc tieu chung cda toan 
So; 

+ Tao mai triremg trong do moi ngireci deu tich cue tham gia vao viec thue 
hien cac muc tieu; 

+ Thu thap thOng tin ve hoat dOng cila HTQLCL. 

5.2. throng vac, khath hang 

- Luon tim kiem bien phap tier) can to chat/cong dan (16 nam bat cac nhu cau 
dm to chirc/cong dan: hien tai ding nhu tuang lai; 

Cac nhu can dm -CO chat/cong dan se dugc xem xet va chuyen d6i thanh 
yeu cau cu the &Si voi cong viec, doi vai cac qua trinh, doi voi nguan nhan luc. 
Cac yeu eau nay dugc de cap trong HTQLCL TCVN 9001:2008 (muc 7.2.1); 

- Luon that day cac thanh vien thuOc quyen quan ly thut hien cac cong viec 
dirge de cap trong HTQLCL; 

- Dam bao rang cam nhan cua to chirc/cong dan dugc nhan biet, thu thap 
nham ginp So cai tion, nang cao sr thoa man lchach hang (HTQLCL TCVN 
_9001:2008, muc 8.2.1). 

5.3. Chinh sach chAt hrtyng 

- Chinh sach chat luting do Giam d'Oc So guiy die Ban thu ky ISO soan thao, 
có sir dong g6p y kien cua tap the va dugc Giam doc SO phe duyet; 

- Ap dung cac bien phap thich hop a truyen dat chinh sach chat luting trong 
toan SO., bang each: dua chinh sach chat luting len cac vi tri de nhan biet trong SO, 
dao tao, giai thich trong cac cuec hop, photocopy gin den cac phong ca nhan de  
doc va thau hieu; 
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- TuY theo tirng giai doan, Ban Giam dee SO se that hien viec xem xot tinh 
phi' hop dm chinh sach chat lacing va yeu cau sin dot mei khi Nha nuoc co thay 
doi chinh sach. 

Tai lieu tham 	Chinh Rich chat lacing Sa Tai chinh 

5.4. Hoach dinh 

5.4.1. Muc tieu chat luting 

- Chinh sea chat luting se dugc sir dung voi y nghia IA co so cho viec thiat 
lap mix tieu chat luting tai cac phong thuec Se; 

- De dat dugc muc tieu chung, cac phong phai no lac g6p phAn vao viec that 
thi chinh sach chat lacing; 

- Muc tieu chAt Itrong cling dugc sit dung cho muc dich cai tin (HTQLCL 
TCVN 9001:2008, muc 8.5.1). 

Tai lieu tham chiecu: Muc nett chat luvng caa So Tat chinh va • cac phong 
thuds So. 

5.4.2. Hoach dinh HTQLCL 

- Hoach dinh cho muc tieu: 

+ Sau khi xac dinh cac muc tieu, cac phong chuyen men, nghi'ep vu se lap Ica 
hoach cho viec dat dirge cac muc tieu do. Ka hoach nay dugc trinh bay cluei dang 
Ice hoach hanh d'eng cua timg phong; 

+ Cac phong se dinh IcY that hien viec do luting, xem xet cac muc tieu va de  
ra cac bien phap Ichac phut, neu can, de dat duet muc hen. 

- Hoach dinh cho HTQLCL: 

+ Viec hoach dinh HTQLCL se tap trung vao xac dinh cac qua trinh can 
thiet de dat dugc cac muc den chat luting va dinh huong chitin lugc dm SO; 

+ So se lap ka hoach khi phai that thi cac °Ong viec sau: xay dung hoac thay 
doi HTQLCL, trian khai qua trinh mei, dua vao sir dung tong nghe hoac thiat bi 

thay dei cg can to chird; 

+ Kat -qua thuc hien (cac thay (lei) se dugc the ,hien trong..s&tay.chat luting 
hoac cac tai lieu lien quan de dam bao cac qua trinh, thi'et hi mei dugc xac dinh va 
hod hop voi _he thong san co. 

5.5. Trach nhi0-1; quyen han va trao did thong tin 

5.5.1. Trach nhieni va quyen han 

Xem phan giei thieu (neu tit) 

5.5.2. Dai dien lanh dao 

Ph6 Giam deo SO Tai chinh la nguti dai dien lanh dao (Trueng ban chi dao) 
voi cac trach nhiem, quyen han sau: 
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- Dam bao cac qua trinh can thiet caa HTQLCL dugc thiet lap, thuc hien va 
duy tri; 

- TO chirc cac cuec hop caa lanh dao de xem xet ve viec thgc hien 
HTQLCL; 

- Tong hop va phan tich ye ket qua hog do, ng cua HTQLCL va moi nhu can 
cai tien; 

- To chgc cac bien phap can thiet de thuc day toan be can be, cong chac 
nhan tithe dugc cac yeu cau cila to chac/cong dan; 

- Lien he vol cac to chirc ben ngoai ve cac vAn de lien quan den HTQLCL, , 
bao 	ca viec lga chon to chat chirng nhan HTQLCL. 

5.5.3. Trao dei thong tin nei be  
- Cac kenh lien lac dirge thiet lap trong So de dam bao trao d6i thong tin 

theo 3 htrong: gen - xuong, dugi - len, lien phong; 

- Cac ket qua giai guy& cong viec hanh chinh cong cling nhu hieu lgc din 
HTQLCL deu la cac thong tin can &roc thong bao cho cac thanh vien trong Sag 

- Cac van de lien quan den nhieu be phan se &roc ding nhau xem xet trong 
cac cuec hop giao ban; 

- Cac thanh vien dugc khuyen khich trong viec dong gop y kien cho lanh 
dao qua cac cuec hop hoac bat dr lac no neu thay can thiet; 

- Van phong.  See co trach nhiem cung 'cap cac phucmg tien cho viec truyen 
dat th8ng tin: Cong thong tin lien ta can Ses, bang thong bao, to chirc cuec hop... 

5.6. Xem xet cim lanh dao 
, a) Giam dac SO dinh kST oink hop xem xet HTQLCL it nhat 1 lan/nam, 

nham danh gia tinh hieu lye can he thong va de ra cac bien phap cai tien. 

a) DDLD c0 trach nhiem to chfic, thu thap ode bao cao can thiet va bao cao 
trong cuec hop. 

Thanh phAn cuec hop Om: Ban Giam dac So; DDLD va cac truong phOng, 
Ban ISO, thu kSi ISO. 

b)Cac vAn de sau day se duce dua ra xem xet: 

- Ket qua cac cuec danh gia; 

- Su phan nan caa to chirc/cong dan; 

- Nang lgc thgc hien cac qua trinh; 

- Chat luting ding viec; 

- Hanh deng khac phuc, phong ngira; 

- Ket qua thirc hien cac ket luan cua k3r hop truoc; 

- Cac thay din co anh huOng den HTQLCL; 
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- Cac kien nghi cai tien. 

c)Cac Icet luan cua cuec hop dirge ghi bien ban va do Giam dOc 	phe 
duyet. 

d)Ket qua cuoc hop la cac quy6t dinh lien quan 

- Viec cai tier' hieu lye coa HTQLCL va cac qua trinh. 

- Viec cal tien ding viec lien quan den yeu cau cua to chi:re/ding dan. 

- Cung cap nguon arc. 

DDLD c6 trach nhiem theo dOi that hien cac quy& dinh dirgc de ra trong 
cthc hop. 

6. QUAN Lt.  NGUON LI.JC 

6.1. Cung cap nguon Itrc  

- Ban Gam dOc Sb c6 tech nhiem dam bao cac nguon lac can thiet cho viec 
thgc hien cac mix tieu va thoa man yeti cau dm to chlfc/cOng dan; 

- Cac tru&ng ph6ng c6 quyen de xuat bAt ky - you cau nao ve ngu6n lac theo 
quy dinh hien hanh de Giam dOc Ser xem xet, d4c biet la nhu cau ye con ngir&i, 
thiet bi, phuang phap, cac ngu8n lac cho cai tien. 

6.2. Nguan nhan Ityc 

- Sb tai chInh luen coi nguon than ha IA tai san quy gia nhat va cam kat op 
dung cac bien phap httu hieu de phat hien nguon nhan luc cua mink; 

- Hang nam, cac twang phong c6 trach nhiem tien hanh dank gia nhu eau ve 
nguon nhan lac (nang lac cong chirc), so sanh vai nang lac hien c6 de dinh ra cac 
hanh do, ng can thiet nhu dao tao, dao tao tai, bao g6m ca dao tao ye than thirc vi tri 
cong viec; 

- Van phong Ser co trach nhiem phei hop cling cac phong chuyen mon, 
nghiep vy. Ichac de that hien cac hanh do, ng ya dank gia hieu lixc caa hanh dOng 
nay; 

- 	Cac h6 so lien quan den gido chic, dao tao, kr/ nang, chuyen mon deu ducyc 
hat lai tai cac nal thich hop; 

, 	. 
- Cie bien phap khen thuerng se duce ap dung de khuyen khich sµx clang gap 

cua cac thanh vien cho sp.  on dinh dm Sb. 

6.3. Co. 845.4 tang 

- Cac tai san co dinh thin thong lam viec, may moc phut vu cong viec Wein 
dune bao quan, bao tri va nang cap theo nhu cau hang nam; 

- Trach nhiem trong viec kiem sok, duy tri ha tang ca sec dugc xac dinh IT) 
trong phan trach nhiem, quyen han. 
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Tiep nhan yeu cau chinh dang, xem xet 
sir phu hop veri quy dinh 

Thu phi, le phi (neu co); vao so; ban 
giao; xer 19 sai hOng 

I. TIEP NHAN VA XEM XET 
YEU CAU Chuyen cac phOng, 

co lien quan 

Lap ICE hoach thtt 19, 
giai quyet II. CHUAN BI NGUON uric 

Xem xet 	Thu ly,giai 	Xem xet, 
h6 so, 	quyet: Lap ter phe duyet / 
doi chieu 	trinh; Du than chap nhan. 
quy dinh 	guy& dinh; 
hien hank. Lap h6 so... 

Giam sat, 
kiem tra 

trong qud 
trinh that 

hien. III. THIIC HIEN 

t 	 t 

6.4. NM trtre.ng lam viec 

Cac dieu kien moi truaeng anh huomg den chat lugng cong viec trong qua 
trinh giai guy& tin) tuc hanh chinh cong, luon dirge can nhae trong qua trinh hoach 
dinh. Moi truang lam viec, an toen lao dgng Mon dugc lath dao So quan tam, chi 
dao. 

7. QUA TRiNH CLING CAP BICH VU HANH CHiNH CONG (Igo san 

7.1. Roach dinh qua trinh cung cap dich vu 

SO DO TAO SAN PHAM 

Y'eu can 
ctia 

to chat / 
cong clan 
(Quy dinh 

cud 
phdp luat) 

7.1.1. Ser,Tai chinh triet de dp dung phuang phap tip can theo qua trinh 
trong viec 	ke hoach va trien khai the qua trinh,can thiet dgi 	viec tao dich vv. 
hanh chinh ding, nham dam ban ding viec dat chat lugng, thoa man yeu eau cua te 
chirc/cong dan. 

7.1.2. Viec hoach dinh bat dau voi viec xac dinh dau vao de quyet dinh cac 
nguon lire can thiet cho qua trinh chuyen dgi va cac yeu cau doi voi dau ra. Dau 
vao cho qua trinh hoach dinh tao ding viec la cac yeti cau dgi voi ding viec (xem 
mac 7.2) va cac mac tieu chat lugng. 

7.1.3. Ket qua dm viec hoach dinh dugc mg to trong bao cep thge hien Muc 
tieu chat lugng va trong cac bao cao dinh Idr dm So, trong do neu fa: 

- Cac clang viec da va dang giai quyet, cac khieu nai, to cao. 

- Cac hoar Ong kiem tra, xac nhan, the cong viec sai hong. 
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- Cac chuan mixt chap nhan cong viec va cac hanh deng lchac phut. 

- Cac nguan luc: con nguefi, thi'at bi can thiet. 

- Cac tai lieu htrang dan can thiat. 

- Cac ha sa can luu. 

7.1.4. Triing cac truong hgp can be sung nguan luc nieri cho viec giai quyet 
thu tuc hanh chinh, Sb se thgc hien ding viec trien khai cat qua trinh. Qua trinh 
trien khai duge chia lam 3 giai doan chinh: 

- Lap Ica hoach trien khai. 

- Theo clei, xem xet. 

- Danh gia kat qua truck Ichi dua vao giai quyet. 

7.1.5. Ka hoach trien khai de cap: 

- Hang mut ding viec. 

- Trach nhiem time hien. 

- Cac you call ye kat qua cong viec. 

- Yeu cau ve ltru ha sa, kat qua. 

7.1.6. Cac thay dai del voi ke hoach chat lugng va ke hoach nam deu dtrac 
thong bao va trien khai cho cac dan vi lien quan. 

7.2. Xem xet the yeu eau dm to chfrekang dan 

- Tai chinh thiat,  lap met quy trinh de xac dinh cac yeu cau cua to chire/ 
cong dan, bao gam yeu cau doi voi cong viec, ban giao va cac yeu cau luat dinh 
khac, tian hanh xem xet cac yeu cau nay de dam bao rang SO va moi thanh vien 
thau hieu va co dU rang him thoa man cac nhu cau cua to chile/dog dan. 

- Cac bien phap tiap xfic to chuc/cong dan dugc ap dung de thu thap cac yeu 

- Cac yeti eau nay dirge chuyen,  dal thanh cac yeu cau cu the dai vai qua 
trinh giai quyet thu We hanh chinh, nguon nhan We, tiled gian. 

- Ban Giam doe SO, cac phong thuyen men, nghiep vu co trach nhiem to 
chire viec xem xet cac you au elm to chfrc/cOng dan. 

- Cac thong tin lien quan dugc chuyen cho cac .phong chiu trach nhiem dux 
thi. 

- 1\491 thay doi trong yeu cau caa to chdc/cong dan deu dirgc xem xet lai va 
thong bac, cho cac nai chin anh hueyng ciaa thay dot do. 

7.3.1'hiet ke va phat trien 

KhOng ap dung (da giai thich phan 	dau va diau khoan 7.3). 

cau. 
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7.4. Mua hang 

7.4.1. SO Tai chinh luon dam bao tat ca cac san pham/dich vu dAu vao la phi" 
hop veri muc dich, you cau dm SO. Cat ben cung drig co kha nang dap ang cac yeu 
cau de ra cho san pham/dich vu deu dugc danh gia Iva chon va theo dOi. 

7.4.2. Danh gia nha cung ung/nha thou phu: 

Tat ca cac nha cung (ing/nha thou phu cung cap hang hoa va dich vu co anh 
huOng den chat lugng giai quyet thu tuc hanh chinh not chung cua Sa, deu &rot 
danh gia dva tr8n lcha nang cung cap oda h9, dugc lap danh sach va luu tat ho so. 

7.4.3. Thkrc hien mua dich vu: 

TAt ca cac thong tin mua hang deu mO to ro rang ye cac san pham dat mua va 
dugc xem xet, phe duyet truot khi thvc hiOn. 

Tat ca cac san pham/dich vu mua vao deu dugc kiOrn tra ve tinh thfch dung 
fru& khi dim vao sir dung. 

7.4.4. Xac nhan san pham/dich vu mua: 

Khi can thi8t, SO c6 th8 cu can bit) den co sa cua nha cung irng/nha thou phu 
de kiem tra va xac nhan san pham/dich vu mua. KO hoach thvc hien drat mo to 
trong tai lieu mua hang. 

7.5. Cung cap dich vu hanh chinh ding 

7.5.1. Klein sok cung cap dich vu  

Kiem sok cung cap dich vu la bien phap dugc ap dung triat de tai SO Tai 
chinh, nham dam bao tong viec dat chat lugng ngay tir cong doan dau nen (tiep 
nhan ho so yeu can). Viec kiem soot bao gam cac hoat &Ong chinh sau: 

a) Nhan sv/phircmg phap: 

- Duac ciao tao, huang don cac this tuc hanh chinh, cac ho so can thiat cho 
viec cung cap dich vu cong; 

- Cac tai lieu/hO so/phtrang phap thvc thi cong viec dugc cu the hod thanh 
van ban huOng clan va cong khai cong viec; 

- Theo dOi va do lueng cac qua trinh giai guy& this tuc hanh chinh luOn dirge 
quan tam, dam bao nhanh, chinh )(at. 

b) Bao &rang: 

Cac phong chirc nang có trach nhiem thvc hiOn cong viec bao duang dinh 
IcST thiet bi phuc vv cong viec (bao dtrOng va hieu chinh may tinh, may in, photo...) 
va lam duy tri chi:mg trong tinh tang lam viec On dinh; 

- Viec bao du'Ong dugc dim tren ke hoach hang nom, trong do chi no tiled 
gian va mirc c/9 bao du-Ong; 

- Lich trinh kiem tra, lieu chinh, phe duyet dugc luu tai cho muc dich tham 
khao. 

 

c) Cac tai lieu hfrOng clan: 

  

  

L'An ban hank 04 	Trang: 25/31 Ma s6: STCL 	 Ngay ban hanh: 19/8/2019 



TuS, ,vao tinh chat cong viec cu the, cac phang nghiep,  vu dugc giao trach 
nhiem chuaubi cac -Lai lieu huong dan cho ngiroi thuc hien de' dam bao moi cong 
viec dugc trien khai theo mat each thong nhat. Cac tai lieu do bao gam: 

+ Tieu chuan chat lugng cOng viec; 

+ Huang clan thuc thi cong viec; 

+ Cac laremg dan khac. 

7.5.2. Xac nhan gia tri sir dung ciia cac qua trinh san xuat va cung cap dich 
vu 

Tat ca cac dich vu do Ser cung cap deu dugc kiem tra xac nhan truac khi ban 
giao. Tuy nhien do dac thu cim cong tac dich vu la chi khi san phandidich vu cu the 
dugc dim vac),  sir dung roi mai co the Ichang dinh cac dich vu nay time sir phu  
hop. Do do, tat ca cac ha sa lien quan den qua trinh thuc hien dich vu nhu: ha so 
tiep than yeu cau caa to chirc, ding dan va cat ha so trong qua trinh giai quyet 
cOng viec deu dugc luu to de danh gia lai toan b0 qua trinh thgc hien (Lich vu cling 
aim truy ccru lai trach nhiem cila cac ca nhan co lien quan. 

7.5.3. Nhan bit& va xac dinh nguAn gac 

- Trang thai cita cong viec tuong Ong veri cac cong doan kiem tra dugc quy 
dinh nham tranh nhana lan; 

- Tien trinh cac cong viec luan dugc nhan dien de tranh sai sot va co the truy 
tim sau 65, glop cho viec truy tim nguan gec sai hang dich vizi; 

7.5.4. Tai san cfia to chac/cong dan 

- Cac tai san do to. chirc/cong dan cung cap de to cong viec se dugc kiem 
tra, xac nhan truck khi dtra vao giai ,quyet. Cac sai hang se dugc tong ket va thong 
bao cho to chirc/cong dan sau do (neu co); 

- 	Cac tai san tri tue nhtr du an, cong viec math.. dugc kiem sok bed cac 
phang chuyen man. Cong viec nay dugc nhan biet truot khi copy, phan phial den 
don vi lien quan; 

- Tai san cua to chirc/cang dan lien quan den lgi ich, co gia tri phaplY, duct 
to chirc sir dung, ltm trtt va tra lai dung, dil sau khi ket fink cong viec (trir cac tai 
san phai luu lai theo yeu cau luat phap). 

7.5.5. Bau toan cOng viec 

a) Hoat dung giao, nhan: 

- Cac tai san, ket qua giai quyet cong viec khi ban giao phai dugc dam bao 
khang sai sat, co du cac gidy tä can thiet; 

- Khi ban giao ket qua giai quy6t phai dam bao chting da qua cac cong doan 
kiem tra theo yeu cau; 

- SO lugng giao nhan dirge theo dui bang cac so ghi chep va dinh kST tang ket 
lai de bao can; 
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b) Hog &Ong bao quan: 

Cac lc& qua giai quyet cong viec, cong viec chua hoan chinh dugc bao quan 
theo quy dinh cua So, dam ban chat lugng IchOng suy giam trong qua trinh bao 
quan. 

Tat lieu them chiecu: Theo cac quy trinh Apt de cap trong phtin pham vi ap  
dung neu tren. 

7.6. Kim soot phutrng tien theo dal NIA do Itrerng 

KhOng ap dung (da giai thIch 45( phan ma dau ve drat Ichoan 7.6). 

8. DO LU'UNG, PHAN TICH VA CAI TIEN 

8.1. Khai twat 

- Cac qua trinh theo dei, do luong, phan tich va cai tin dugc hoach dinh va 
trien Ichai theo cat tad lieu lien quan, bao gam: 

+ Do Kiang sv plait hap cilia qua trinh giai quy6t ding viec. 

+ Su phis hop cua HTQLCL: dugc danh gia qua cac cuOc danh gia nOi big 
(xem 8.2.2). 

+ Do luOng va nang cao tinh hieu 	cac muc tieu chat lugng dugc sir dung 
nhu la throe do de danh gia tinh hieu luc. Trong cuOc hop xem xet dm lath dao, 
cac mut tieu se dugc xem xet va cac bien phap cai tien can thiet se dugc de ra 
(xem 5.6). 

8.2. Theo d'Oi va do lucimg 

8.2.1. Su thoa man dm Ichach hang 

So tai chinh luon dot viec thoa man yeu can to chirc/cong dan len hang dau. 
Cac qua trinh do Kiang dugc So tai chinh op dung de danh gia mirc do, hai long cha 
to chirc/cong dan. Su thoa man dm to chdc/cong dan dugc danh gia qua cac phan 
tich sau: 

a) Phan nan cha to chi:re/Gong dan: 

- Phan nan cua to chirc/cong dan ve chat lugng cong viec, tin do, Icy thuat, 
my thuat IA chi so true Hop chi ra mac dO hai long; 

- Van phong So va cac phong chuyen mon, nghiep vu c6 trach nhiem dinh 
kY tong ket va lap bao cao trinh lath dao 	ve viec nay mot each trung thvc va 
Ichach quan nhat; 

- Cac bao cao phai de cap dugc xu huong, phan tich nguyen nhan cling nhu 
cac bien phap cai 

b)Tham do Y kien cua to chirc/cOng dan: 

- Cac bien phap tham do cling dugc So sir dung de" chi (Icing nom bat clugc 
cam nhan cna to chic/cong dan ve cong viec do SO cung cap. 

- Van phOng Sa c6 trach nhiem trien Ichai hoat dOng nay. 

Ma so: STCL 	Ngay ban hanh: 19/8/2019 
	

LAn ban hank: 04 	Trang: 27/31 



- Cac ket qua tim dugc phai dugc lap thanh bao cao trinh lath dao Ser. Bao 
cao phai neu re than xet cua to chirc/cong dan, xu huang phattrien va cac de xuat 
cal tien; 

- Viec nam bat cam nhan cua to chdc/cong dan dugc thgc hien bang met 
trong cac cac hinh tithe sau: gfri phieu lay Y kien khach hang (thu thap thong qua 
be phan CCHC cUa Sec); Hep thu gop y &at tai SO; thong qua cuec Khao sat, danh 
gia mac de hai long dm to chi:re, ca nhan doi Voi sg phuc vu cua cac ca quan hanh 
chinh ctia. Sof Nei vu; chuyert muc Y kien/G6p Y ten cong thong tin dien ttir dm SO. 

8.2.2. Danh gia nei be 

, 	a) SO.  Tai chink SA dung qua frith danh gia riei be nhu met ding cu dec lap  
de danh gia nhang diem mann, diem yeu cda HTQLCL, nham giop lath dao de ra 
cac hanh (Icing cai tien. Ket qua oh danh gia nei be phai chi ro: 

- HTQLCL co phn hop yei cac yeu cau cua fiat chuan ISO 9001:2008 
khong? 

- HTQLCL co dugc ap dung co hieu lye va duy tri lien Mc khong? 

b) Qua trinh danh gia nei be chi dugc thuc hien bed cac cong chat dä qua 
dap to ye linh we nay. 

c) Qua trinh dart gia nei be dugc chia lam cac hoat deng chinh sau: 

- Ke hoach danh gia. duce So lap hang nam dua tren tam quan trong ya quy 
me cac hoat deng; 

- Viec danh gia dugc thuc hien met each Ichach quan; 

- Cac phat hien dugc lap thanh bao cao va gai cho cac dan vi lien quan; 

- Bao cao danh gia cling dirge trinh lath dao So xem xet; 

- Cac clan vi chin trach nhiem ye hoat dOng dugc danh gia se tier' hanh ngay 
cac hanh thing khac phuc khi nhan dugc bao cao; 

- Cac hanh dOng khac phuc dugc theo doi xem xet beri Dai dien lanh dao 

Tai lieu tham chiiu: Quy trinh Danh gith chart lup.ng not bo QT-03 

8.2.3. Theo doi va do luting cac qua trinh - 

a) Trach nhiem theo doi cac qua trinh cua HTQI,CL dirge giao cho cac 
phOng chat nang co lien quan. 

b)Cac qua trinh throe theo doi bang nhieu bien pita') khac nhau, do IA: 

- Danh gia nei be cac qua trinh cua HTQLCL; 

Thu thap va phan tich cac hog deng khac phuc/phong ngira lien quan den 
cac qua trinh; 

- Xem xet vice thgc hien muc lieu chat luong ctia cac qua trinh. 

c) Hanh &Ong tiep theo 

Ma 	STCL 	Ngay ban hanh: 19/8/2019 
	

LAn ban hanh: 04 	Trang: 28/31 



Khi thy the Icet quA da dinh ra Ichong dat dirge thi DDLD phai c6 trach 
nhiem yeu cau the phong lien quan that hien cac hanh dOng khat phut, phOng 
ngira. 

8.2.4. Theo doi va do hieing ding viec 

a) Cac y8u cau ve kiem tra, xac nhan cong viec doge the hien trong nhieu tai 
lieu kHz nhau nhu: Ice hoach chat lugng, ode yeu cau dOt xuat... 

b)Viec kiem tra xac nhan cong viec dugc chia thanh 3 hoat dOng chinh: 

- Kiem tra khi nhan: Tat ca cac ding viec khi nhan deu dirge kiem tra dip 
tren cac you cau cilia SO, you cau,cda luat phap. poi vori cac cong viec anh huOng 
true tiep den chat ltrgng giai quyet cling viec cuoi cong thi can co sir tham gia cua  
lanh 40 the phong chuyen mon/lanh dab SO; 

- Kiem tra trong qua trinh: Viec kiem tra trong qua trinh nham muc dich 
ngan than loi han la phat hien IL Kiem tra trong qua trinh c6 the that hien clued 
dang: ki8m tra Binh ky, cac hang muc, voting doan giai quyet, cong vice d'Au, kiem 
tra xac suat op dung cac ky thuat thong Ice bed ngueri c6 trach nhiem (trutng 
phong); 

- Kiem tra cuai cong: Nham dam bao san phAm phAm da qua di) cac hoat 
(Icing kiem tra khi nhan va kiem tra trong qua trinh. Chi c6 cong viec qua kiem 
tra, xac nhan sau do mai dirge chuyen giao cho to claim/ding dan. 

8.3. Kiem soat cong viec knifing phi! hop 

Muc dich la de kiem sok Cac cong viec Ichong phis hop dugc phat hien tai 
cac phong va do to chirc/cong dan khieu nai, yeu cau sau ban giao. 

8.3.1. Nhan biet: 

Tat ca cac cong viec Ichong phis hgp deu dugc nhan bi8t hang cac bien phap 
thich hop. 

8.3.2. Bao cao: 

- Van phong SO co trach nhiem thu thap th8ng tin ve ding viec khong phn 
hop tir cac b8 phan kHz trong So., phan hoi ngugc lai va bao cao lanh 40 Set trong 
cac cuOc hop dinh ky hoc trao doi trim tiep; 

- Lanh dao So co trach hiem xem xet va 6 ra cac bien phap >dr ly, co the la: 
sua chtia, lam lai hoAc loci bo. Trach nhiem xir lY dirge phan cap theo mix dO 

8.3.3. Xir 132: 

- Cac can bO eel lien quan c6 trach nhiem thtrc hien cac bien phap xfr lY dugc 
de ra; 

- Khi cong viec phai sip chira, chung se dugc kiem tra lai. 

8.3.4. Theo doi: 

- Ngtren co trach nhiem (TruOng phong) theo dal viec thuc hien, kiem tra kei t 
qua va dua ra cac quyet dinh tiep theo. 
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Ted lieu thorn 	Quy trinh kiem soot su• khong phit hop (QT-04). 

8.4. Phan tich 	lieu 

8.4.1. Cac di) lieu lien quan den cac hoot dOng 	HTQLCL dugc thu thap, 
phan tich nham 	ra cac ket Juan ve su phu hop, tinh hieu lac °la he thong cling 
nhu ket Juan ye cai tien thuong xuyen. 

8.4.2. Cac bien phap phan tich, bao gom ca viec sir dung kY." thuat thong ke, 
dugc sir dung trong cac linh vac sau: 

- Su thoa man- yen cau cua to chdc/cOng dan: thong qua phan tich cac di) lieu 
ve skr phan 	va cam nhan, su hai long caa to chircieCing dan dugc do luting va 
caiLien; 

- Su phii hop cim ding viec: thong qua viec tong hap cac bao cao skr khong 
phu hgp, phan tich nguyen nhan, kh'c phuc thi chat luting cua cong viec se dugc 
on dinh va nang cao; 

- D4c tinh va xu huong cila qua trinh: thOng qua viec tong hgTh phan tich cac 
ket qua kiem tra cong viec, c6 th8 xac dinh clugc xu hating cua cac qua trinh nharn 
dim ra cac hanh deng phOng ngira kip thin. 

8.5. CM tien 

8.5.1. Cai tien thuang xuyen 

- Tit ket qua xem xet chinh sach chat luting, mac tieu chat lacing, ket qua 
danh gig, phan tich du lieu, Ser se sir dung cac hanh dOng khac phuc, phong ngixa 
de time hien cac boat dOng cai tien clOi vied HTQLCL. Ket qua dm boat deng cai 
tien se dugc cap nhat trong cac tai lieu tirang Utig cilia he thOng; 

- Cac phong chuyen mon, nghi'ep vu co trach nhiem len ke hoach va theo doi  
hoot deng- cai tien trong linh vac cua mink 

8.5.2. Hanh dOng kh6,e phuc 

- Tat ca cac thong tin vo str khOng phii hop bao gom ca cac Ichieu nai caa to 
chirc/con-g dan dirge chuyen cho Giam doe So boat pho Giam doe Ser phu trach 
linh vgc co herr quan. • 

Ngued dirge phan.cong nliietii vu c6 trach nhiem lap bao cao, yeu cau cac 
phong chin:troth nhiem -thkre 'hien cab bait dOng khAophijc; 

- Khi nhan dirge bab cao, cab 'thong chuyen mon, righieP vu tien hank xem 
xet nguyen nhan va de ra hanh dOng khac phuc de loci be.) nguyen nhan gee re cua  
sg 'thong phii hop; 

- Giam doe 	co trach nhibm theo doi viec thkrc hien va danh gig ket qua de 
dug ra cac quyet dinh tiep theo. 

- HO so lien quan den hanh dOng Ich&c phuc dirge lint tai Van phOng SO. 

Tai lieu thorn 	Quy trinh to chirc hanh ci 'Ong khac phuc QT-05 

8.5.3. Hanh dOng phOng nglra 
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- Moi thanh vien trong Ser dau có trach nhiem xem xet cac hoat dOng, hO so 
trong qua 'did, phan tich rid ro va bao cao Giam dOc So.  khi nhan thay cac nguyen 
nhan tiem an có the gay ra su khong pha hop. 

- Van phong Se( có trach nhiem xem xet cac tilting tin Ira giri bao cao cho cac 
phong lien quan. 

- Trinh tix cong viec din ra nhir khi nhan bar) cao yeti cau hanh dOng phong 
ngira. 

- Cac ho so cang duve km lai tai Van phong So.. 

Tai lieu tham chieu: Quy trinh awe hien hanh clOng phong ngira (QT-06)./. 
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