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DANH MUC

TAI LIEU HE THONG QUAN LY CHAT LUONG

1SO 9001:2015

RO JBJEU CHUAN QUOC GIA TCVN ISO 9001:2015 CUA XA HONG KY
: %" (Ban hanh kém theo OP sé6 444/QD-UBND ngay 04/8/2023)

STT Tén tai li¢u Ma hi¢u Ghicha
I. Thi tuc, hwéng din theo md hinh hé thong quan ly chat lwgng
1. | Chinh sach chat lugng CSCL
2. | Muc tiéu chét luong MTCL
3 Ban mo ta mo6 hinh H¢ thong quan 1y chat luong theo BMT
" | tiéu chuan quoc gia TCVN ISO 9001:2015
n Q‘uyktrlnh kiém soat thong tin dang van ban (tai li€u QT-01
va ho so)
S. Quy trinh quan 1y rii ro va co hoi QT-02
6. Quy trinh danh gid ndi bd hé thong quan ly chat QT-03
lugng
Quy trinh kiém soat sy khong phu hop va hanh dong
7. | khac phuc QT-04
II. Cac quy trinh giai quyét TTHC
1. Van héa thong tin
8. | Xét tang danh hi€u Gia dinh van héa hang nam QT-01/VH
9. | Xét tang Gidy khen Gia dinh vin hoa QT-02/VH
10. Thong bao to chirc 16 hoi QT-03/VH
11. | Cong nhan cau lac bo thé thao co so QT-04/VH
2. N¢i Vu
2.1. Thi dua khen thuwong
12 T.aAng G}fly khen cua Qhu tich UBND cap xa vé thuc QT-01/TBKT
hién nhiém vu chinh tri
Tang Gidy khen cua Chu tich UBND cap xi vé thanh i
13- | tich thi dua theo dot hodc chuyén dé QT-02/TEKT
14. ljang AGlayAkhen cua Chu tich UBND cap xa vé thanh QT-03/TDKT
tich dot xuat
15, T‘ang Giay khen cta Chu tich UBND cap xa cho gia QT-04/TDKT
dinh
16. Xét tang danh hi¢u Lao dong tién tién QT-05/TBbKT
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2.2. Tén gido

Thong bao td chuc quyén gop trong dia ban 01 xa
17. clia co s tin ngudng, t6 chiic ton gido, to chic ton | QT-01/TG
giao tryc thudc

3. Tai nguyén moi trudong

18 Hoa giai tranh chap dat dai QT-

' 01/TNMT
19 Thu tuc xac nhén, chimg thuc cac gidy to lién quan QT-

' linh vuc dat dai 02/TNMT

4. Nong nghiép va phat trién nong thén

4.1. Thuy loi

H6 tro dau tu xdy dung phat trlen thuy loi nhd, thuy
101 n61 dong va tudi tién tlen tiét kiem nude (Ddi voi
20. ngudn vén hd tro tryc tiép, ngan sach dia phuong va | QT-01/TL
ngudn vén hop phap khac cua dia phuong phan bo
du toan cho UBND cap xa thuc hién)

4.2. Nong nehiép va phdt trién néng thon

21 Xéc nhan viéc thyc hién hop déng lién két va tiéu thu QT-
' nong san O01/NNPTNT
5. Tw phap
5.1. Chung thuc

22. | Cap ban sao tir s6 goc QT-01/CT
Chung thqc ban sao tir pén chir}h gidy to, van ban (}0

23. co quan to0 chirc ¢c6 tham quyén cua Viét Nam cap | QT-02/CT
hodc chirng nhan
Chung thyuc chit ky trong cac gidy to, van ban (ap
dung cho ca truong hop ching thuc diém chi va i

24. truong hop nguoi yéu cau chimg thyc khong thé ky, QT-03/CT
khong thé diém chi duogc)

o5 C.hu’ng‘ thuc viéc stra doi, bd sung, hiy bo hgp dong, QT-04/CT
giao dich

26. Stra 16i sai sOt trong hop dong, giao dich QT-05/CT
Cap ban sao co chung thyc tir ban chinh hop dong, i

27. giao dich da duogc chiing thuc QT-06/CT

28, C?hu:Ang th}rc hop fionfg, giao d%ch }1en quan den tai san QT-07/CT
la dong san, quyén st dung dat va nha ¢

29. Chung thuc di chuc QT-08/CT

30. Chtrng thuc van ban tir choi nhan di san QT-09/CT

BM-01-02 Trang: 2/10



UBND x& Hong Ky

1SO 9001:2015

1| i e i bl B I i a1 | qrsac
2| Ging s, quyin s dung ditmbio | QTLCT
5.2. H¢ tich
33. bang ky khai sinh QT-01/HT
34. | Diang ky két hon QT-02/HT
35. Dang ky giam ho QT-03/HT
36. | Pangky cham dut giam ho QT-04/HT
37. bang ky nhan cha, me, con QT-05/HT
38. Thay d6i, cai chinh ho tich QT-06/HT
39. | Pang ky bo sung ho tich QT-07/HT
40. Dang ky khai tu QT-08/HT
41. Dang ky lai khai sinh QT-09/HT
42. | Dang ky lai két hon QT-10/HT
43. Dang ky lai khai tu QT-11/HT
44, Dang ky khai sinh két hop nhan cha, me, con QT-12/HT
45, bang ky khai sinh cho tré bi bo roi QT-13/HT
46. Dang ky khai sinh cho tré em sinh ra do mang thai hd | QT-14/HT
47 | Pang ky khai sinh cho ngudi da o ho so, gidy to ca OT-15/HT
nhan
48. Cap Giay x4c nhan tinh trang hon nhan QT-16/HT
49. | Cap ban sao trich luc ho tich QT-17/HT
5.3. Lién théng
so. | Pine S s Bine i - ip o gun
51 | Dangky khai sinh - cap thé bao hiém y té cho tré em OT-02ILT
dudi 06 tudi
5.4. Con nudi
52. Dang ky viéc nudi con nudi trong nudc QT-01/CN
53. Dbang ky lai viéc nudi con nudi trong nudc QT-02/CN
54. | Pang ky nudi con nudi thuc té QT-03/CN
5.5. Pho bién gido duc phdp ludt

55. Cong nhan tuyén truyén vién phap luat QT-01/GDPL
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56. | Cho thoi lam tuyén truyén vién phap luat QT-02/GDPL
5.6. Boi thuong nha nuréc
Giai quyét boi thudng tai co quan co trach nhiém boi i
ST thuong trong hoat dong quan 1y hanh chinh QT-0L/BTNN
58. Tra lai tai san QT-02/BTNN
59 Ch,1 tra tién boi thuong trong hoat dong quan ly hanh QT-03/BTNN
chinh
6. Lao dong — Thuong binh & Xa hoi
6.1. Nguoi co cong
Cap lai gidy chung nhan gia dinh liét si, gidy ching i
60. nhan bénh binh, gidy ching nhan thuong binh QT-01/NCC
Xac nhan vao don dé nghi di chuyén hai cot liét si; ]
61. don dé nghi tham Viéng mo liét s1 QT-02/NCC
62. Uy quyén hudng trg cap, phu cap uu dai QT-03/NCC
6.2. T¢é nan xa hoi
63 Quyét dinh cho nguoi nghién ma tuy dugce cai nghién QT-
' tai gia dinh, cong dong 01/TNXH
64 Mién, giam kinh phi dong gop cua ngudi cai nghién QT-
' tai gia dinh, cong dong 02/TNXH
6.3. Bao tro xa hoi
Xac dinh, xac dinh lai mic do khuyét tat, cap lai
65. Giay xac nhan mue d§ khuyet tat trong truong hop | QT-01/BTXH
thay doi dang tat hoac murc do khuyét tat
Do, cép lai Giéy xac nhan muc do khuyét tat trong i
06. truong hop bi hu hong, bi mat QT-02/BTXH
67 Cf)ng nhan hd nghéo, hd can nghéo phat sinh trong QT-03/BTXH
nam
68. Cf)ng nhan hé thoat nghéo, ho thoat can nghéo trong QT-04/BTXH
nam
69 Xac IAth_lIl fionide nxgh1 choAvayq Von’ va ho‘ j[rq nguoi QT-05/BTXH
lao dong di xuat khau lao dong & nudc ngoai
Ho trg chi phi mai tang ho gia dinh co ngudi chét,
mat tich do thién tai, hda hoan; tai nan giao thong, tai i
70. nan lao dong dac bi¢t nghiém trong hodc céac 1y do QT-06/BTXH
bat kha khang khac
7. Giao thong van tai
1.1. Duong bo
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Chap thuan xdy dung cong trinh,thiét yéu‘vél bién
71. quang cdo trong pham vi bao vé két cau ha tang giao | QT-01/BB
thong duong bd doi1 voi hé thong duong xa
I1I. Cac quy trinh ngi b
72. Xin nghi phép cta can bg, cong chirc, nguoi lao dong | QT-01/NB
73. Khac phuc sy ¢ cong nghé thong tin QT-02/NB
74. Thuc hién thanh quyét toan tai co quan UBND x3 QT-03/NB
75. T6 chirc cudc hop, hoi nghi cia UBND x& QT-04/NB
76. | Quan ly van ban di dén QT-05.NB
77 Hop xem xét cua lanh dao vé HE thong quan 1y chat QT-06.NB
lugng
V. Quy trinh lién théng
* Linh vuc lao dong thwong binh va xa hoi
1. Béo trg xa hoi
78 Tro cap xa hoi hang thang d6i voi Tré em dudi 16 QT-
' tudi khong c6 nguon nudi dudng 01/BTXH-LT
Tro cap xd hot hang thang d6i véi nguoi tr 16 tudi
79 dén 22 tudi khong c6 ngudn nudi dudng ma dang hoc QT-
' pl}o thong, hoc nghe trung hoc chuyén nghiép, cao | 02/BTXH-LT
dang, dai hoc van bang thir nhat
Tro cap x4 hoi hang thang d6i voi tré em bi nhiém
HIV thudc hd nghéo; ngudi bi nhiém HIV thudc hd
80 ngheo khong con kha nang lao dong ma khong co QT-
' lwong huu, tro cap bao hiém x4 hoi hang thang, tro 03/BTXH-LT
cap uu dai nguoi cd cong hang thang, trg cap hang
thang khéc.
81 Tro cap xa hoi hang thang d6i voi ngudi don than QT-
' ngh¢o dang nudi con 04/BTXH-LT
82. Tro cdp xa hoi hang thang ddi vi Ngudi cao tudi 05 /B%-Z-LLT
Tro cap xa hoi hang thang doi voi Tré em khuyet tat, QT-
83. ngudi khuyét tat thudc dién huong trg cap x@ hoi 06/BTXH-LT
theo quy dinh ctia phap luat vé ngudi khuyét tat
Thu tuc ’di‘éu chinh, th6i huong tro cap xa hoi hang QT-
84. thang dd1 voi doi tugng khong con du diu kién 07/BTXH-LT
huodng hoac thay doi dicu kién hudng
Thu tuc chi tra tro cp xa hoi hang thang khi doi oT-
85. tuong thay doi noi cu tra trong cung dia ban quan, 08/BTXH-LT
huyén, thi xa, thanh phd thudc tinh
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Thai chi tra tro cap xa hoi hang thang tai noi cu tra
~ . g As X . L, , N QT_
806. cti khi doi twong thay doi noi cu tru gitra cac quan, 09/BTXH-LT
huyén, thi xa, thanh phd6 thudc tinh
87 H6 trg chi phi mai tang doi véi tré em dudi 16 tuoi QT-
' khong ¢6 nguon nudi dudng 10/BTXH-LT
Ho trg chi phi mai tang do6i voi voi Ngudi tir 16 tudi
88 dér} 22 tudi khong co ngudn nudi dudng ma dang hoc QT-
' pho thong, hoc nghé, trung hoc chuyén nghiép, cao | 11/BTXH-LT
dang, dai hoc vin bang thir nhit
HO trg chi phi mai tang doi véi tré em bi nhiém HIV
thudc ho nghéo; nguoi bi nhiém HIV thudc hd nghéo
89 khong con kha nang lao dong ma khong co luong QT-
' huu, trg cap bao hiém xa hoi hang thang, trg cap wu | 12/BTXH-LT
ddi nguodi c6 cong hang thang, trg cip hang thang
khéc.
90 H6 tro chi phi mai ting d6i voi con ctia nguoi don QT-
' than ngh¢o dang nuoi con 13/BTXH-LT
x C o 2o . 2. QT-
91. Ho trg chi phi mai tdng d61 vo1 nguoi cao tudi 14/BTXH-LT
92 HO tro chi phi mai tang ddi v&i Tré em khuyét tat, QT-
' nguoi khuyeét tat 15/BTXH-LT
Ho trg kinh phi chim soc, nudi dudng doi véi tré em
dudi 16 tudi khong c6 ngudn nudi dudng va ngudi
cao tu01 thudc ho ngheo khong c6 nguoi co nghia vu
QT-
93. va quyen phung dudng, khong c6 diéu kién song ¢
16/BTXH-LT
cong dong, du diéu kién tiép nhan vao co sé bao tro
xa hoi, nha xa hoi nhung ¢6 ngudi nhan cham soc tai
cong dong
94 Ho tro kinh phi chdm soc doi v6i ho gia dinh co QT-
' nguoi khuyeét tat dac biét nang 17/BTXH-LT
95 Ho trg 1am nha &, stra chira nha & Q-
' : ’ 18/BTXH-LT
Nhan cham soc, nuoi dudng cac doi tuong: Nan nhan
cua bao lyc gia dinh; nan nhan bi xdm hai tinh dyc;
nan nhan bi buén ban; nan nhan bi cudng buc lao
dong can duge bao vé khan cép trong thoi gian cho
X AN \ " < 1A QT-
96. dua veé noi cu tra hoac dua vao co s& bao trg xa hoi,
o Ac. ea o o o | 19/BTXH-LT
nha xa hdi; tré em, ngudi lang thang xin an trong thoi
gian chd dua vé noi cu tri hodc dua vao co sé bao
tro x4 hoi, nha xa hoi; dbi tuong can bao vé khan cép
khac theo quyét dinh ctia Chii tich UBND tinh
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97 H6 trg khan cép tré em khi cha me bi chét, mat tich QT-
' do thién tai, héa hoan hoac 1y do bat kha khang khac | 20/BTXH-LT
2. Nguoi c6 cong
G1a1 quyet tro cap mai tang phi doi véi dan cong hoéa QT-01/NCC-
98. tuyen tham gia khang chlen chéng Phap, chong My, LT
chién tranh bao bé T6 qudc va 1am nhiém vu qudc té
Huong ché do BHYT ddi véi dan cong hoa tuyen QT-02/NCC-
99. tham gia khang chlen chdéng Phap, chong My, chién LT
tranh bao bé T6 qudc va 1am nhiém vu qudc té
100. | Tro cip wu ddi dbi voi than nhén liét sy QT'OE/TNCC'
101. | Tro cép ther ciing liét 5. QT'OI‘_”TNCC'
102 Huong phu cap hang thang va trg cap nguoi phuc vu | QT-05/NCC-
" | Ba me Viét nam anh hung LT
103, | Xac nhan va huong che d¢ wu dai doi voi nguoi hoat | QT-06/NCC-
" | dong khang chién bi nhiém chat doc hoa hoc. LT
Xéc nhan va huong ché do uu dai ddi vai con dé cua QT-07/NCC-
104. | nguoi hoat dong khang chién bi nhiém chat doc hoa LT
hoc
Huong ché do trg cap hang thang ctia nguodi hoat QT-08/NCC-
105. | dong khang chién bi dich bat tu day di dwoc hudng LT
trg cip mot lan.
Huong trg cap mot lan doi véi ngudi HPKC giai i i
106. | phong dén toc, bao vé TO qudc va 1am nghia vu quéc QT OE{I_NCC
te.
107 Huong tro cap uu dai (hang thang hodc mot lan) doi | QT-10/NCC-
" | vO1 nguoi c6 cong giup do cach mang. LT
Tro cap mai tang phi va tro cAp mot 1an doi voi than i i
108. | nhan nguoi co cong v6i cach mang hudng trg cap QT 1E{I.NCC
hang thang da tur tran
Mua BHYT cho nguoi c¢6 cong voi cach mang va
than nhan dang hudng trg cap hang thang; nguoi co
cong v6i cach mang thudc dién hudng trg cap mot
lan; than nhan khong thudc dién hudng tro cap hang QT-12/NCC-
109. | thang cua: Liét sy, AHLLVTND, AHLDTTKC, TB, LT
BB, ngudi HDKC bi nhiém CDHH suy gidm kha
nang lao dong 61% tr¢ lén; ngudi phuc vu Ba me
Vié¢t Nam anh hung, TB, BB, ngudi HDKC bi nhiém
CDHH suy giam kha nang lao dong tir 81% trd Ién
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110.

D061 hodc cap lai bang “T6 quoc ghi cong”

QT-13/NCC-
LT

111.

Giai quyét trg cap tién tuat hang thang khi ngudi co
cong tir tran gom: Nguoi hoat dong cach mang trudce
ngay 01 thang 01 ndm 1945; Ngudi hoat dong cach
mang tir 01 thang 01 nim 1945 dén truéc Tong khoi
nghia 19/8/1945; Than nhan liét s§; Than nhin cua
thuong binh, bénh binh, ngudi hoat dong khang
chién bi nhiém CPHH suy giam kha ning lao dong
tr 61% tro 1én.

QT-14/NCC-
LT

112.

Thuc hién ché do trg cap mot 1an d6i véi than nhan
nguoi hoat dong khang chién giai phong dan toc, bao
vé T qudc va lam nghia vu qudc té, nguoi c¢6 cong
gitip d& cach mang da chét.

QT-15/NCC-
LT

113.

B sung tinh hinh than nhéan trong ho so liét sy

QT-16/NCC-
LT

114.

Hudng ché do bao hiém y té d6i voi doi tuong truc
tiép tham gia khang chién chong My ctru nudc nhung
chua dugc hudng chinh séch cua Bang va Nha nudc
theo Quyét dinh sé 290/2005/QD-TTg ngay
8/11/2005 cua Thu tuéng Chinh phu

QT-17/NCC-
LT

115.

Huong ché do tro cap hang thang doi véi doi tuong
tham gia chién tranh bao vé T quéc, lam nhiém vu
qudc t& & Cam-pu-chia, gitp ban Lao sau ngiy
30/4/1975 di phuc vién, xuit ngii, théi viéc theo
Quyét dinh s6 62/2011/QD-TTg ngay 09/11/2011
cua Thua tuéng Chinh phu

QT-18/NCC-
LT

116.

Huong ché do trg cap mot lan (101 v6i doi tuong tham
gia chién tranh bao vé T6 qudc, lam nhiém vu qudc
té & Cam-pu-chia, gitip ban Lao sau ngay 30/4/1975
da phuc vién, xuét ngii, thoi viéc theo Quyét dinh sb
62/2011/QD-TTg ngay 09/11/2011 cta Thu tudng
Chinh phu

QT-19/NCC-
LT

117.

Huong ché do tro cap Mai tang phi doi véi doi tuong
tham gia chién tranh bao vé T quéc, lam nhiém vu
qudc t& & Cam-pu-chia, gitp ban Lao sau ngiy
30/4/1975 da phuc vién, xuét ngii, thoi viéc theo
Quyét dinh sd 62/2011/QD-TTg ngay 09/11/2011
cta Thu tuédng Chinh phu

QT-20/NCC-
LT
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Hudng che do BHYT doi voi doi twong tham gia
chién tranh bao vé T6 quoc, lam nhi¢ém vu quoc té & i i
118. | Cam-pu-chia, gitp ban Lao sau ngay 30/4/1975 da QT ZE{I_NCC
phuc vién, xuat ngil, thoi viéc theo Quyét dinh sb
62/2011/Qb-TTg ngay 09/11/2011
Thu tuc thuc hién ché d6 wu dai trong gido duc dao i i
119. | tao ddi véi ngudi co cong voi cach mang va con cia QT ZE{I_NCC
ho.
120 Xac nhan liét s d6i voi nguoi hy sinh khong thude | QT-23/NCC-
" | luc lugng quan doi, cong an. LT
121 Xac nhan d6i véi nguoi bi thuong khong thudc luc | QT-24/NCC-
" | lugng quan doi, cong an. LT
Giai quyét mai tang phi déi v6i doi tuong truc tiép
tham gia khang chién chong My cliru nudc nhung QT-25/NCC-
122. | chua duoc huong chinh sach cua Dang va Nha nudce LT
theo Quyét dinh s6 290/2005/Qb-TTg ngay
8/11/2005 cua Thu tudng Chinh phu.
Huong mai tang phi d6i voi cyu chién binh theo QT-26/NCC-
123. | Nghi dinh 150/2006/ND-CP ngay 12/12/2006 cua LT
Chinh phu.
Huong ché d6 BHYT ddi v6i cuu chién binh theo QT-27/NCC-
124. | Nghi dinh 150/2006/ND-CP ngay 12/12/2006 cua LT
Chinh phu.
15 | Huong ché do mai tang phi doi voi thanh nién xung | QT-28/NCC-
" | phong thoi ky khang chién chong Phap. LT
106, | Huong che do BHYT doi voi thanh nién xung phong | QT-29/NCC-
" | thoi ky khang chién chong Phap. LT
Giai quyét ché d¢ trg' cap mot lan doi voi nguoi ¢o
thanh tich tham gia khang chién dugc tang Bang QT-30/NCC-
127. | khen cua Thu tuéng Chinh phu, Bang khen cua B LT
truong, Thu trudng co quan ngang bd thuoc Chinh
phu, Bang khen cua Chu tich UBND cap tinh
Tro cap mot lan doi v6i ngudi duge cir lam chuyén | QT-31/NCC-
128. . . \ :
gia sang giup ban Lao, Campuchia LT
Thu tuc Xét tang hoac truy tang danh hiéu ba me Viét | QT-32/NCC-
129.
Nam anh hung LT
3. Phong chong té nan xi hji
A . ~ £ \ Ky 3: \ QT-
130. E?e ng}F hoAan cha.l? hanh quyét f1’1nh SIH?,.VaO Trung 0L/PCTNXH-
tam chira bénh- Gido duc- Lao dong xa hoi LT
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A . R £ \ L, q \ QT'
131 f?e ng}? mien chgp hanh quyét Admh ~(?Iua}.vao Trung 02/PCTNXH-
tam chira bénh- Gido duc- Lao dong xa hoi LT
HJ tro hoc van héa, hoc nghé, tro cip khé khin ban QT-
132, | o T 108 VAT 1104, HOC NSRS, TY cap 03/PCTNXH-
dau cho nan nhan
LT
* Linh vwe ndng nghiép va phat trién ndng thén
133. | Cép gidy chirmg nhén kinh té trang trai QT_?_:IQI{NN_
134. | Céap ddi gidy chtng nhan kinh té trang trai QT_(I)_Z.I{NN_
IV. Linh vuc dén tc
Binh chon, xét cong nhan nguoi ¢6 uy tin trong dong | QT-01/DT-
135. S A A R R
bao dan toc thiéu so LT
Pua ra khoi danh sach ngudi co uy tin trong dong | QT-01/DT-
136. AT S
bao dan toc thiéu so LT
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