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QUY DINH TRAO DOI THONG TIN NOl BO 
VA BEN NGOAI LIEN QUAN DEN 

HE THONG QUAN LY CHAT LLTOTVG

Ma hieu: QD.01
Lan ban hanh: 01
Ngay ban hanh /07/2020

THEO DOI TINH TRANG SU A DOl

Trang/Phan lien quan 
viec sua 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 doc □ □11. Thanh tra So
3. Pho Giam doc □ 12. Quan ly Quy hoach Kien true □
4. Pho Giam doc □ □13. Quan ly Hoat dong xay dung

□ 15. Quan ly Chat lugng 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: QD.01QUY DINH TRAO DOI THONG TIN NOl BO 
VA BEN NGOAl LIEN QUAN DEN 

HE THONG QUAN LY CHAT LUONG
Lan ban hanh: 01
Ngay ban hanh /07/2020

1. MUC DICH
Quy djnh nay dirge thiet lap nham muc dich:

- Quy djnh ngi dung, trach nhiem, hinh thuc va tan suat trao doi thong tin trong noi bo 
va cac ben lien quan (ben ngoai) toi thuc hien thii tuc hanh chinh ciia co quan

t r \ r r

- Dam bao sir trao doi xuyen suot cac thong tin lien quan ve he thong quan ly chat luong 
ciia co quan
- Giam cac truong hop xay ra sir co do thieu thong tin
- Dam bao cac quy djnh ve thuc hien thu tuc hanh chinh duoc truyen dat thong suot toi 
tung CBCC trong co quan va cac ben lien quan.

2. PHAM VIAP DUNG
Cac Phong, don vj cua co quan thuc hien hudng dan nay.

3. TAI LIEU VIENDAN
Tieu chuan quoc gia TCVN ISO 9001:2015, muc 7.4.

f r

M6 hinh he thong quan ly chat luong.
4. DJNHNGHIA/VIET TAT

r r r

Thong tin noi bo. la cac thong tin lien quan den he thong quan ly chat luong ciia 
co quan, duoc co quan ban hanh va truyen dat trong noi bo.

r "AAA tThong tin ben ngoai: la cac thong tin lien quan den thuc hien he thong quan ly 
chat luong do ben ngoai cung cap hoac do co quan cung cap cho cac ben lien quan (nhu

r r n rs.co quan cap tren, co quan cung cap, to chuc/cong dan, ...)
HTQLCL: He thong quan ly chat luong.

5. NOI DUNG
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Ma hieu: HD.01QUY DINH TRAO DOI THONG TIN NQl BO 
VA BEN NGOAI LIEN QUAN DEN 

HE THONG QUAN LY CHAT LUONG
Lan ban hanh: 01
Ngay ban hanh /07/2020

5.1 Trap doi thong tin trong noi bo cong ty
Hinh thii’c trao ctoiNoi dung thong tin Noi nhan Thoi gianNoi guistt

xat ca CBCC Bang van ban qua phan mem 
quan ly van ban

Chinh sach chat lirong Khi cong bo (moi) 

Khi thay doi
1. Lanh dao co 

quan

Cac tai lieu cua he thong quan ly chat luong 
hien dang ap dung tai co quan

Bang van ban Khi co tai lieu moi 
hoac khi co thay doi

2. Van phong 

Ban ISO
Lanh dao co quan 

Cac phong/ban
Bang van ban Khi co phat sinh tai 

lieu mdi
Cac tai lieu, quy trinh thirc hien thii tuc 
hanh chinh

Lanh dao co quan 

Cac phong/ban
3. Van phong

Khi co van ban mdiCac van ban quy pham phap luat ap dung 
trong qua trinh xir ly thii tuc hanh chinh cua 
co quan

Lanh dao co quan
Cac phong/ban co 
lien quan

Bang van ban4. Van phong

e y • • X r y • t • /\Cac tai lieu, ho so trong qua trinh giai quyet 
thu tuc hanh chinh

Khi co yen canBP mot cua Lanh dao co quan 

Cac phong/ban
Bang van ban5.

Bang van ban qua phan mem 
quan ly van ban

r y *

Cac ke hoach ve cai each hanh chinh (Ke 
hoach cai each hanh chinh, kiem soat thu 
tuc hanh chinh, kiem tra cai cac hanh chinh, 
kiem soat thu tuc hanh chinh, thong tin 
tuyen truyen kiem soat thu tuc hanh chinh, 
phat dong ve sang kien cai each hanh chinh)

Cac phong/ ban Dau namVan phong6.

9 r

- Trao doi true tiep
- Bien ban hop

Cac phong/ban Dinh ky
(tuan/thang/quy)

Bien ban cac cuoc hop giao ban cua lanh
dao ve thuc hien thu tuc hanh chinh. he 

■ • • • * • 
r r

thong quan ly chat luong____________

Van phong7.



QUY DINH TRAO DOI THONG TIN N0I B0 

VA BEN NGOAI LIEN QUAN DEN 
HE THONG QUAN LY CHAT LLTONG

Ma hieu: HD.01
Lan ban hanh: 01

/07/2020Ngay ban hanh

Hinh thiic trao doiNoi dung thong tin Noi nhanNoi gu i Thoi gianstt

Bao cao ket qua danh gia noi bo Sau moi lan danh8. Lanh dao co quan
Cac bo phan co lien 
quan

Van banBan ISO
gia

r r

Bao cao ra soat ket qua thirc hien he thong 
quan ly chat luong

9. Ban ISO Lanh dao co quan
Cac bo phan co lien 
quan___________

Van ban Dinh ky hang nam

A A A A A5.2 Trao doi thong tin voi cac ben lien quan (ben ngoai)
Hinh thuc trao doiNoi dung thong tin Noi gui Noi nhan Thoi gianstt

B6 phan tiep 
nhan va tra 
ket qua

•>
To chuc/cong dan Van ban (phieu bien nhan hoThong tin cac yen can ve thuc hien thu tuc 

hanh chinh ciia To chuc/cong dan
1 Khi phat sinh thu tuc 

hanh chinhso)
Tong dai 1022
Email (trang dich vu cong/ 
email cua co quan)

Thong tin ve cac khieu nai, phan anh cua to 
chuc/cong dan

To chuc/cong dan2 Thanh tra Van ban Khi phat sinh

Bao cao ket qua thuc hien cong tac cai each•>
hanh chinh, kiem soat thu tuc hanh chinh

r

quy, 6 thang, so ket, 
tong ket nam

3 Van phong UBND tinh Van ban
So Noi vu

Bao cao ket qua thuc hien he thong quan ly
r

chat luong__________________________
Van phong4 So Khoa hoc va 

Cong nghe
Van ban Thang 10 hang nam
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Ma hieu:QUY DINH TRAO DOI THONG TIN NOI BO 
VA BEN NGOAI LIEN QUAN DEN 

HE THONG QUAN LY CHAT LUONG

HD.01
'Lari ban hanh: 01

Ngay ban hanh /07/2020

6. BIEU MAU
N/A
7. HO SO CAN LUU
N/A
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PHAN TICH BOI CANH TO CHUC HE THONG QUAN LY CHAT LUONG 
THEO TIEU CHUAN TCVN ISO 9001:2015 

Ap dung tai So’ Xay dung

A > A r • rs.1. Khai quat chung ve dac diem tinh hinh, co‘ cau to chiic, chiic nang nhicm vu

Sa Xay dimg la ca quan chuyen mon thuoc Uy ban nhan dan tinh Dong Nai; thirc hien 

chuc nang tham mini, giup Uy ban nhan dan tinh quan ly nha nirac ve cac llnh virc: Quy hoach 

xay dung va kien true; boat dong dau tu xay dung; boat dong dau tu xay dung; phat trien do thi; 

ha tang ky thuat do thi va khu cong nghiep, khu kinh te, khu cong nghe cao (bao gom: cap nuoc, 

thoat nuac do thi va khu cong nghiep, khu kinh te, khu cong nghe cao; quan ly chat thai ran 

thong thuang tai do thi, khu cong nghiep, khu kinh te, khu cong nghe cao, ca so san xuat vat lieu 

xay dung; chieu sang do thj; cong vien, cay xanh do thi; quan ly nghla trang, tru nghla trang liet 

sT; ket cau ha tang giao thong do thi; quan ly xay dung ngam do thi; quan ly su dung chung ca sa 

ha tang ky thuat do thi); nha sa; cong sa; thi truang bat dong san; vat lieu xay dung; ve cac dich 

vu cong trong ITnh vuc quan ly nha nude cua Sd; thuc hien mot so nhiem vu, quyen han khac 

theo phan cap, uy quyen cua Uy ban nhan dan tinh va theo quy dinh cua phap luat.

Co- cau to chuc:

PH 6 GIAM OOC SO" PH U TRACH
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2. Phan tich moi truong ben ngoai va moi truong ben trong

PL.04 - Phan tich Bdi canh to chuc
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2.1 Phan tich moi truong ben ngoai

Cac van de ben ngoai Cac tac dong

Van ban phap luat ve dich vu hanh chinh cong cua ca quan. 
Van ban phap luat ve chuc nang, nhiem vu cua Ca quan.

^ A

Van ban phap luat ve quan ly chinh quyen cua Ca quan. 
Nghi quyet cua Dang uy.

Phap ly

Cong nghe
r \ \

Cac van de ve van hoa

Cac van de xa hoi

Sir phat trien kinh te Sir phat trien cua ca so vat chat.
Hinh thanh cac ca sa buon ban, san xuat. 
Djnh cu/ di cu.
Phat trien cong, nong nghiep.

Xu ly chat thai sinh boat.
Phat trien cong, nong nghiep. 
Khai thac tai nguyen thien nhien.

Moi truong

2.2 Phan tich moi truong ben trong

Cac van de ben trong Cac tac dong

Ca cau to chuc

Dpi ngu can bp tre, nang dong, giau nhiet huyet va co kien thuc, 
trinh dp chuyen mon cao.

Kien thuc

To chuc cac boat dong vui chai cho can bp va gia dinh vao cac 
dip le.

Van hoa

To chuc cac phong trao thi dua, boat dong the thao a dia phuang.
r_ _ f u J. a t , r a a • f * a rThai dp phuc vu cua can bp doi vai cong dan, to chuc.

Vice tuan thu gia lam vice cua can bp.Hoat dong cua ca quan

Ljch cong tac cua cac bp phan.

Dieu kien ca sa vat chat.Moi truong lam vice

3. Cac yen cau cua ben huu quan

Cac yeu cauBen huu quan

Cong dan, to chuc Chat lupng dich vu hanh chinh cong phai dap irng cac nhu
A • *1 A A 7 'cau, mong dpi cua cong dan, to chuc va theo dung yeu can

PL.04 - Phan tich Boi canh to chuc



cua phap luat.
Cong lac quan ly chi'nh quyen phai tuan thu phap luat.

Tat ca CBCC • A • • A 'Cac mong dgi ve moi tnrdng lam vice, luong, che do dai ngo 
va hoc hoi.

UBND tinh Giao nhiem vu Co quan thirc hien cac nhiem vu chi'nh 
quyen, djeh vu hanh chinh cong, cac yeu can luat dinh.

Phoi hop thirc hien cac nhiem vu dupe giaoCac co quan nha nuoc cung
cap

4. Pham vi ap dung He thong quan ly chat luong
r r r *

He thong quan ly chat luong ap dung cho cac qua trinh cung cap djeh vu hanh chinh cong 
do “SoXdy dung" thirc hien tai:

- Try so chinh: 38 Phan Chu Trinh, phuong Quang Vinh, TP.Bien Hoa, tinh Dong Nai
r r t a r

He thong quan ly chat luong cua Co quan dupe ap dung cho viec quan ly chat luong trong 
cac qua trinh cung cap dich vu hanh chinh cong sau day:

• ' • r y Tiep nhan, giai quyet ho so ITnh vuc: Hoat dong xay dung1
Tiep nhan, giai quyet ho so ITnh vuc:2 Giam djnh tu* phap

^ | ^ ^ # # r \

Tiep nhan, giai quyet ho so ITnh vuc: Quan ly Chat luong cong trinh xay dung3

Tiep nhan, giai quyet ho so ITnh vuc:4 Vat lieu xay dung
Tiep nhan, giai quyet ho so ITnh vuc:5 Nha d’

Tiep nhan, giai quyet ho so ITnh vuc: Kinh doanh Bat dong san6
• A A • • ' 'Tiep nhan, giai quyet ho so ITnh vuc: Quy hoach kien true7
•A \ A •• ' yTiep nhan, giai quyet ho so ITnh vuc: Phat trien do thj8

Ngoai le:
- Dieu khoan 7.1.5.2 “Lien ket chuan do luong”
- Dieu khoan 8.3 “Thiet ke va phat trien san pham, djeh vu”
- Dieu khoan 8.4 “Kiem soat qua trinh, san pham va dich vu do ben ngoai cung cap"
- Dieu khoan 8.5. If “Kiem soat san xuat va cung cap dich vu - xac nhan gia tri su dung”

5. Luu tru-

Ho so boi canh to chuc la dau vao cho viec hoach dinh he thong quan ly chat luong va 

dupe Ban ISO luu tru, tai xem xet vao cac cupc hop lanh dao.

PL.04 - Phan tich Boi canh to chuc
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