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THEO DOI TtNH TRANG SlTA DOI

A ATrang/Phan lien quan 
viec sira doi

Mo ta noi dung thay doiNgay thang Ghi chu

PHAN PHOI TAI LIEU
1. Giam doc □ 10. Quan ly Ha tang Do thi □
2. Pho Giam d6c □ □11. Thanh tra So
3. Pho Giam d6c □ 12. Quan ly Quy hoach Kien true □
4. Pho Giam doc □ □13. Quan ly Hoat dong xay dung

□ 15. Quan ly Chat luong xay dung □5. Van Phong So
6. Quan ly Nha va Thj truong bat dong san □ □16. Ban chi dao ISO
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Ma hieu: HD.01
HUONG DAN

HOP XEM XET CUA LANH DAO • •
Lan ban hanh: 01
Ngay ban hanh: /07/2020

1. MUCDICH
~ r •y

Hirang dan nay dirge thiet lap nham muc dich:
- Xem xet tinh hieu lire, hieu qua cua HTQLCL cua ca quan.
- Dam bao HTQLCL phu hgp va dap ung dugc cac yeu cau cua Tieu chuan TCVN 
ISO 9001:2015, cac yeu cau phap luat va che dinh lien quan.
- Xem xet trach nhiem, quyen han cua cac ca nhan, dan vi lien quan den viec cung 
cap dich vu hanh chinh cong cho to chuc, cong dan.
- Cai tiln HTQLCL.

2. PHAM VIAP DUNG
- Huong dan nay ap dung doi voi boat dong xem xet cua lanh dao cho He thong 

quan ly chat luong theo tieu chuan TCVN ISO 9001:2015
- Cac Phong, don vi cua co quan thuc hien huong dan nay.

3. TAI LIEU VIEN DAN
- Tieu chuan quoc gia TCVN ISO 9001:2015, muc 9.3.
- So tay he thong quan ly chat luong.

4. DINH NGHlA/VIET TAT
- HTQLCL: He thong quan ly chat luong.
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HD.01Ma hieu:
HUONG DAN

HOP XEM XET CUA LANH DAO Lan ban hanh: 01
/07/2020Ngay ban hanh:

5. NOI DUNG 

5.1 Luu do:

Bieu mail/ 
Kct quaLuu doTrach nhiem

Yen can hopLanh dao D

Lap ke hoachTruang Ban ISO <-

QT.PC.03-01Lanh dao Xem xet

Van phong Giri thong bao

Lap bao caoCac Truong phong
±

Lanh dao
Cac phong, don vi

Hop xem xet cua lanh dao
BM.PC.03-02

Ghi nlian ket luanThu ki
I

Thuc hien cac hanh dong
a t

cai tienCac phong, don vi <

QT.PC.03

Truong Ban ISO Kiem tra

A

Luu ho so

5.2 Dien gidi:

Ke hoach xem xet
Hoat dong xem xet ciia lanh dao duoc thuc hien it nhat 1 lan trong nam (sau khi 
thuc hien danh gia noi bo vao thang 6 va tien hanh cac hanh dong khac phuc) va 
vao cuoi nam de dat ra muc tieu cho nam ke tiep hoac bat ky luc nao phu hop va 
thoa dang cho viec cai tien he thong. Viec trieu tap cuoc hop xem xet ciia lanh dao 
mang tinh bat thudng do Lanh dao quyet dinh.

r

Truong Ban ISO co trach nhiem lap ke hoach xem xet trinh Lanh dao phe duyet.
Thanh phan tham dy
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Ma hieu: HD.01
HUONG DAN

HOP XEM XET CUA LANH DAO Lan ban hanh: 01
Ngay ban hanh: /07/2020

Cuoc hop xem xet cua lanh dao do Lanh dao chii tri, cac thanh vien tham dir cuoc 
hop xem xet cua lanh dao bao gom:

- Ban Lanh dao,
- Truong Ban ISO,
- Phu trach cac phong, bo phan.

Lanh dao co the liy quyen cho Truong Ban ISO chu tri cuoc hop xem xet cua lanh 
dao.
Dau vao cua vice xem xet
Bao gom cac thong tin co lien quan:
- Ket qua cua cac cuoc danh gia (noi bo/to chuc ben ngoai)
- Xem xet chinh sach chat luong
- Muc do dat duoc cac muc tieu chat luong
- Vice thuc hien cac qua trinh, thu tuc
- Su phu hop cua dich vu cung cap cho khach hang
- Tinh trang cua cac hanh dong khac phuc va phong ngua

^ r

- Phan hoi, khieu nai cua khach hang
- Nguon nhan lire hien tai (dao tao, tuyen dung)
- Cac thay doi thu nghiem, hieu chuan
- Nhung thay doi co the anh huong den he thong quan ly chat luong
- Cac hanh dong tiep theo tu cac cuoc xem xet lanh dao lan truoc
- Nhung khuyen nghi, de xuat cai tien
Cuoc hop xem xet cua lanh dao bao gom ca viec danh gia co hoi cai tien va nhu cau 
thay doi He thong quan ly chat luong.
Dau ra cua viec xem xet
Dau ra cua viec xem xet cua lanh dao bao gom moi quyet djnh va hanh dong lien

r

quan den:
- Cai tien tinh hieu lire cua he thong quan ly chat luong, cac boat dong va cac qua 
trinh cua he thong.
- Cai tien cac dich vu de dap ung nhung yeu cau cua khach hang va tang cuong sir 
thoa man cua khach hang.
- Cac nhu cau ve nguon lire.
Dau ra cua viec xem xet cua lanh dao phai duoc lap thanh van ban.
Cac boat dong can thiet phai duoc xac djnh thoi ban thuc hien, duoc phan cong cu 
the va nguon lire can thiet de thuc hien.
Ho so'

Nhung bien ban hop xem xet cua lanh dao phai duoc Truong Ban ISO luu va duoc phan 
phoi cho nhung nguoi tham dir neu can. Nhung bien ban va nhung tai lieu khac ket hop 
noi dung xem xet phai duoc bao mat va quan ly theo Thu tuc thong tin dang van ban 
QT.PC.01
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Ma hieu: HD.01
HUONG DAN

HOP XEM XET CUA LANH DAO Lan ban hanh: 01
Ngay ban hanh: /07/2020

6. BIEU MAU
Ky hieu bieu man r-f-i /v ■ • ^ ^I en bieu manSTT

BM.HD.05.01 Ke hoach hop xem xet cua lanh dao1
BM.HD.05.02 Bien ban hop xem xet cua lanh dao2

7. HO SO CAN LUU
Trach nhiem Thoi gianrTn ^ 1 ^Ten ho so’STT luu hill

Ke hoach hop xem xet cua lanh dao1
Ban ISO 3 nam

Bien ban hop xem xet cua lanh dao2
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BM.HD.05.01
KE HOACH HOP XEM XET CUA LANH DAO 

HE THONG QUAN LY CHAT LUONG THEO TIEU CHUAn TCVN ISO
9001:2015

Thai gian: 

Dia diem:

, ngay ... thang ... nam

Thanh phan:

Ho va ten Chuc danh Bo phanStt

Cac thanh vien bao cao cac noi dung sau:

□ Nhung thay doi (noi bo/ ben ngoai) co the anh hirong den he thong quan ly 

chat lugng

□ Sir phu hop chinh sach chat lugng
r

□ Muc do dat dugc cac muc tieu chat lugng

□ Tinh hieu lire cua cac qua trinh, thu tuc

□ Cac hanh dong tiep theo tu cac cuoc xem xet lanh dao lan truoc
r \ r

□ Ket qua cua cac cuoc danh gia gan nhat (noi bo/ ben ngoai)

□ Tinh trang cua cac hanh dong khac phuc

□ Sir phu hgp cua cac dich vu cung cap cho khach hang

□ Phan hoi cua cac ben quan tam

□ Khieu nai cua khach hang

□ Nguon nhan luc hien tai (dao tao, tuyen dung)

□ Cac nguon luc khac (co so vat chat, thiet bi, moi trubng, thong tin)

□ Ket qua nhan dien rui ro

□ Cac thay doi ve boat dong thu nghiem

□ Nhung khuyen nghi, de xuat cai tien

Khac:................................................................................................................

Ngay.......thang......... nam ....
THU TRUING CO QUAN



BM.HD.05.02
BIEN BAN HOP XEM XET CUA LANH DAO 

HE THONG QUAN LY CHAT LUONG THEO TIEU CHUAn TCVN ISO
9001:2015

Thai gian: tu ... gia ... den ... gia ..., ngay ... thang ... nam...........

Dia diem:..........................................................................................................

Thanh phan: Theo ke hoach hop xem xet cua lanh dao BM.PC.04-01 ngay

Vang:...................

Noi dung dan vao:

Y kien dong gopNoi dungStt

Nhtrng thay doi
(noi bo/ ben ngoai)•*
co the anh huang

r r

den he thong quan 
ly chat lirong

1

Sir phu hop chinh 
sach chat lugng2

Muc do dat dugc 
cac muc tieu chat 
lugng

3

Tinh hieu lire cua 
cac qua trinh, thu4
tuc
Cac hanh dong tiep 
theo tu cac cuoc 
xem xet lanh dao 
lan truac

5

Ket qua cua cac 
cuoc danh gia gan 
nhat (noi bo/ ben 
ngoai)

6

Tinh trang cua cac 
hanh dong khac 
phuc

7

Sir phu hop cua cac 
dich vu cung cap 
cho khach hang

8

Phan hoi cua cac 
ben quan tarn9

* r

Khieu nai cua 
khach hang10



Nguon nhan lyc 
hien tai (dao tao, 
tuyen dung)

11

Cac nguon lire 
khac (ca so vat 
chat, thiet bj, moi 
trubng, thong tin)

12

Ket qua nhan dien 
rui ro13

Cac thay doi ve 
boat dong thu 
nghiem

14

r

Nhirng khuyen 
nghi, de xuat cai 
tien

15

Ghi c/m: Noi dung ddu vdo theo ke hoach hop xem xet cua lanh dao BM.HD. 05.01, 
ngdy.............i

Noi dung dau ra:I
Vice can thirc hienNoi dungStt

Co hoi cai tien cac qua trinh 
cua he thong1

Co hoi cai tien dich vu lien 
quan den cac yeu cau cua 
khach hang

2

> > A

Nhu cau ve nguon lyc3

CHU TRITHU KY
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