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1. PHAM VI AP DUNG:
- Chi cuc truong
- Cac Ph¢ Chi cuc truong
- Phong Téng hop — Vi tinh
- Phong Té chirc - Hanh chinh
- Cac don vi truc thudc lién quan

2. TAI LIEU LIEN QUAN:

- Piéu khoan 7.8 tiéu chuan ISO 90013
3. PINH NGHIA, THUAT NGU VA CAC

- BLD: Ban lanh dao
4. QUI TRINH THU'C HIEN:

A 4 - TRACH NHIEM 2 A . NOQI DUNG CHUAN MUC
TT | NOI DUNG BUOC THUC HIEN THU'C HIEN HO SO - TAI LIEU CHUYEN GIAO CHAP NHAN
- Tiép nhan va phan loai thong tin:
+ Khoa hoc k¥ thuat. N 2 2 ok 2 A
+ Thu tuc hanh chanh. P_hleu1 chL;yen ’thong P.hleu, chl:yen ,thong
X e A tin cia tdo chuc, ca tin cia to0 chuc, ca
+ Khicu nai, t0 cdo (chi tra 10i A A o A n 5
L. : - B0 phén vén thu nhan. nhan. - 0l ngay
don thu chinh danh). . DU ! e ks [k
Bt iR ai AL - Lo % File hoac van ban File hoac van ban
Tat ca thong tin déu phai chuyén vé ¢ \ ] .
e dinh kem. dinh kem.
cho bd phan van thu.
- Trinh thong tin cho BLD chi cuc.
* BLD chi cuc xem xét: ) , ) ) - Trong ngay
- D61 véi nhiing thong tin Khoa Phiéu chuyén thong Phi€u chuyén thong
hoc ky thuat hoac Thua tuc hanh | - Chi cuc trudng. tin ctia td6 chuc, ca tin cia td chuc, ca
2. chanh, néu: ) 1 - Pho Chi cuc truong nhan. nhan.
+ Pong y: ky phiéu chuyén cho duogc uy quyén File hoac van ban File hoac van ban
phong, don vi lién quan du thao dinh kém. dinh kém.
tra 101, hoac tham muu giai quyeét.
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CHI CUC THU Y
A : . TRACH NHIEM : f s NOI DUNG CHUAN MUC
TT | NOI DUNG BUOC THUC HIEN THUC HIEN HO SO - TAI LIEU CHUYEN GIAO CHAP NHAN
+ Khong dong y: lanh dao but
phé khong tra 16i. ) ) Theo Quy trinh giai
Do6i voi don thu khi€u nai, 0 quyét khi€u nai, to
co: chuyén Phong Thanh tra va cdo lién quan dén
Phap ché giai quyét theo Quy cong tac thu y.
trinh giai quyet khicu nai, to cdo.
Truong don vi dugc phén cong Phiéu chgyén thong Phiéu chqyén thong
xem xét, du thao y kién tra loi ; . tin cia to chuc, ca tin cua to chuc, ca
P Trudng don vi dugc A 5 .
3. thong tin. , han con nhan. nhan. 03 ngay
Chuyén phiéu chuyén thong tin P & File hoac van ban File hoac van ban
trinh cho ban lanh dao chi cuc. dinh kém. dinh kem.
BLD xem xét ndi dung tra loi,
néu: i X 2 A 2% 2 ~
+ Pbig 3 K dugst cho i 1, _ 1 P.hleuq chlﬁyen ’thong' P.hleuw chliyen ’thong
2 < A N 2 Chi cuc trudng. tin cua t0 chuc, ca tin cia t6 chirc, ca
chuyén bd phan vian thu deé e . £ 8 .
4. upitn cho shons fns W Pho Chi cyc truong nhan. nhan. 01 ngay
tl’nhy PHEDE, SRS Bep dugc uy quyen File hodac van ban File hodc van ban
+ Khong ddng y: yéu cau chinh Ll S
stra, bo sung. ]
Phi€u chuyén thong Phicu chuyén thong
Cép nhat thong tin tra 1oi trén Phong téng hop vi tmﬁcua S thcua Bchie s 5
. . o e , nhan. nhan. Trong ngay
trén Website va thu dién tir. tinh . . , . s ;
File hodc van ban File hodc van ban
dinh kém. dinh kém.
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5. XU LY NHUNG SAN PHAM KHONG PHU HQP PHAT SINH TRONG QUA TRINH THU'C HIEN
% Truwong hop sira chira ngay
- H§ so sai s, ho tén, dia chi, 18i chinh ta, thiéu thong tin lién quan can bo sung trude khi xtr Iy hodc chuyén sang cong doan thu ly
tiep theo.
% Trwong hop nhan nhwong
- HO so tré cong doan thu Iy hodc thiéu thong tin nhung khong quan trong dén qua trinh thu ly hé so.
% Truwong hop loai bé hd so, yéu ciu lam lai tir dau
- Hb so khéong ding qui dinh phap luat, thanh phan hd so khong day di theo yéu cau, chua di co sé thuc hién, ...
Tét ca hd so lién quan dén xtr 1y san pham khong phu hop phai ¢6 bang chimg va dugc luu trit lai, dé truy xuat khi can thiét.
6. TRUY TIM NGUON GOC - BAO TOAN SAN PHAM
- Hb so duge nhan biét thong qua cac biéu mau dugc truy xuat thong qua ngay thang nim trén cac hd so luu tai don vi thuc hién.
7. THONG KE VA PHAN TiCH DU LIEU:

- Hang tuan, phong tong hop vi tinh ¢o trach nhiém tdng hop dir liéu va bao cao cho lanh dao Chi cuc thii y vé két qua thuc hién giai
quyét hd so, ndi dung chi tiét ctia bao cdo duge thuc hién theo qui dinh béo céo cua Chi cuc thi y.

8. HOSOLUU
1 || Phiéu chuyén thong tin ciia to chic, ca nhan. 01 Phong tong hop — vi tinh 01 nam
2 || File hoac van ban dinh kem. 01 Phong tong hop — vi tinh 01 nam
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Buréc thye hign LUU PO TRACH NHIEM
Tiép nhén va phan loai thong tin
s - B6 phan van thu
. Bt phé . . !
Bude 2 fif)g?l ek khong tra | | CII: doUetuong. . '
il 15 - Pho Chi cuc trudng
(trong ngay duoc iy quyén
' Trudng don vi dugc phan cong xem xét, duwr
Buée 3 thao v kién tra 1oi thong tin - Truéng don vi duoc
(03 ngay) phéan cong
Buoe 4 BLD Chi Khong déng y - Chi cyc trudng.
(01 ngay) - - Pho Fhl cuc trudng
duoc uy quyen
Bude 5 . i o
R Cap nhat thong tin tra 161 trén - Phong tong hop vi tinh | ,
; trén Website va thu dién tir.
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