THANH PHO HO CHi MINH CONG HOA XA HQI CHU NGHIA VIET NAM

UYBANNHANDANQUANS  Péclip— Ty do-Hanh phic
S6625}HQB-UBND Quin 8 ngay 09 thang & nam 2012
QUYET PINH -

V& viéc ban hanh Quy trinh khen thwéng thanh tich Lap quan
(Gifly khen ciia Uy ban nhin dan Quén 8)

CHU TICH UY BAN NHAN DAN QUAN 8

Can cir Ludt T6 chirc Hoi ddng nhan dan va Uy ban nhén dan ngay 26 thang
11 nam 2003;

Can ci Quyét dinh s6 114/2006/QD-TTg ngay 20 thang 6 nam 2006 cia Thi
twéng Chinh phu vé viée ap dung Hé théng quén Iy chét lugng theo tiéu chuin
TCVN ISO 9001:2000 véo hoat ddng cua cic co quan hanh chinh Nha nuéc va
Qu}mt dinh sé 1 18/2009/Qb-TTg ngay 30 thang 9 ndm 2009 cua Thi tuéng Chinh
pht vé viéc sira ddi, bd sung mét s6 diéu ciia Quyét dinh sb 1 14/2006/QD-TTg;

Cin cit Cong vin sd 1172/SKHCN-TDC ngay 28 thang 12 nim 2011 cta S¢
Khoa hoc va Céng nghé Thanh phé HS Chi Minh vé viée 11Ep tuc trién khai ap
dung ISO 9001:2008 cho céc co quan hanh chinh nha nudc theo Quyét dinh
118/2009/QD-TTg;

Cin -::u:Buukhcan?l T.2, ?51 7.5.3, 7.54, 7.5.5, 8.3 va 8.4 theo tiéu
chudn TCVN ISO 9001: 2008;

Xét dé nghi ciia Thudng truc Hoi dong Thi dua va Khen thudng Quén 8 va
Trudng Phong Néi vu Quan 8 (tai T& trinh sé: 444 /TTr-PNV ngay 06 thang
nim 2012),

QUYET PINH:

Diéu 1. Nay ban hanh kém theo Quyét dinh nay la Quy trinh khen thuong
thanh tich cdp quan (Gidy khen cta Uy ban nhan dan Quéan 8).

Piéu 2. Quyét dinh nay cé hiéu luc ké tir ngay ky.

Pi¢u 3. Chanh Vin phong Uy ban nhéan dén Quin 8, Trl.rcrng Phong No6i vu
Qudn 8, Thudmg trye Hoi dong Thi dua va Khen thuéng Quén 8, cdc co quan, don
vi lién quan chju tréch nhiém thi hanh Quyét dinh:

RN

Noi nhin:

- Nhu Diéu 3;

- BCH 150 9001:2008 Q8;
-YPUB (C, PVP);

- Luu: VT (VPUB, PNV .

Nguyén Thanh Chung
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THANH [ PHO HO CHIi MINH
UY BAN NHAN DAN QUAN 8
PHONG NQI VU

QUY TRINH

KHEN THUUNG THANH TiCH CAP QUAN
{Gla}' khen ciia U}' ban nhéan dian Quin 8)

Negay hiéu lyc: 09/ ¥ /2012
Lén ban hanh: 01

SOAN THAO | KIEM TRA PHE DUYET

TRUONG PHONG PHO CHU TICH CHU TICH

Nguyén Viin Muén Vé Viin Hing Nguyén Thanh Chung




UY BAN NHAN DAN QUAN 8 - TP, HO CHI MINH
PHONG NOI VU QUAN 8

ddng Thi dua va Khen thudng quin dé c6 v kién thng nhit).

Khen thmrng th:’mh tich cdp qudn (Glﬁy khen ciia Uy ban nhiin din Quin 8)

_Quy trinh:

A

I. DANH SACH PHAN PHOI TAI LIEU

- Chii tich
- Phé Chi tich (04 ban)

- Vin Phong UBND (05 bén)

- Phong Néi vu Qudn 8 (04 ban) _
2. TAI LIEU LIEN QUAN (NQI BO VA BEN NGOAI)

- Diéu khoan 7.1, 7.2 va 7.5.1, 7.5.3, 7.5.4, 7.5.5, 8.3, 8.4 tiéu chudn ISO 9001:2008.
- Bang ké cdc vin bén phép quy.
3. PINH NGHIA THUAT NGU' VA TU VIET TAT
- UBND: Uy ban nhin dan
- TN&TKQ: Tiép nhn va tra két qua
- KSQT: Kiém soat qua trinh
4. NOI DUNG

4.1 Thanh phiéin hd so:
+ Béo cdo thanh tich
+ Cong vin dé nghi cta don vi

+ Trich bién ban cudc hop Hoi déng Thi dua va Khen thudng cta don vi
+ Danh séch dé nghj khen thuong
+ Y kién cta ddng chi Phd Chii tich UBND quéin phuy trich khéi (hogic thdng qua Hoi

% 86 lwgng ho so: 01 bd (ban chinh).
+ Thiri han gidi quyét: 10 ngay lam viée ké tir ngay nhan di hd so hop 12,

4.2 Thuye hién:

khen

Phong Noi vu

PON VI | THOI HO SO
_T"r NQI DUNG CONG VIEC THUC HIEN ErAN LIEN QUAN
I |- Tiép nhan va kiém tra thanh B.phén phy tréch | 0,5 ngdy |- Phiéu nhén hd so
phan hé so Thi dua - Khen .- Theo quy dinh thanh
- Lép bién nhdn hé so. thudng PNV Q8 phdn hd so Muc 4.1
- Lap Phiéu KSQT
2 |- Soan thédo viin bin xin ¥ kién | Chuyén vién thu ly | 03 ngay | - Phiéu nhdn ho so
Hoi déng Thi dua va Khen | Phong Noi vu - Theo quy dinh thanh
thudmg quén phan hé so Muc 4.1
- Néu Hoi ddng Thi dua va - Viin ban xin y kién
Khen thuéng dbng v thi chuyén - Phidu KSQT
sang budc tiep theo; néu khong
dong ¥ chuyén trd hd so cho |
don vi. o :
3 |- Du thio Quyét dinh, in Gidy | Chuyén vién thy Iy | 02ngdy | - Phiéu nhin hd so

| - Theo quy dinh thanh

[ Lan ban hanh: 01

1/3 |




UY BAN NHAN DAN QUAN 8 - TP. HO CHI MINH |

PHONG NOI VU QUAN 8§ '
'+ SRS R il A “
Khen thwéng thanh tich cip quén (Gidy khen ciia Uy ban nhéin dén Qudn 8)
& A PON V] THOI HO SO
T NOIPUNG CONG VIEC | SHUe BN | GIAN LIEN QUAN
- Chuyen Trudng phong Noi vy phén hd so Muc 4.1
tham dinh (ky tat) hd so trude - Quyét dinh khen
khi trinh ky : ' thuomg, Gidy khen
- Chuyén Quyét dinh, Gidy (D thio)
khen dén B phin Vin thu .| - Phiéu KSQT
thude Viin phong UBND quin '
4 | - Trinh Thuong trye UBND Q8 | B phgn Vian thu | 04 ngdy |- Quyét dinh Khen
ky Quyét dinh va Gidy khen thudc Vin phong thuémg, Gidy khen
- Vio 86 lwu, déng dau va | UBND Q8 - Phiéu KSQT
chuyén Quyét dinh, Gidy khen
.dén B§ phdn phu trach Thi dua -
Khen thudng
5 |- Trakét qua B@ phin phy trach | 0,5 ngay |- Quyét dinh khen
Thi dua — Khen thudmg, Gidy khen
thudng PNV Q8 - Phiéu KSQT.

5. XAC NHAN VA TRUY TiM NGUON GOC CUA SAN PHAM - KIEM SOAT
TAI SAN CUA KHACH HANG - BAO QUAN HO SO:
v" Ho so duge luu theo s thir ty cia Quyét dinh va bdo quan trong bia cirng.
6. XU LY SAN PHAM KHONG PHU HOP
¥" Trong qua trinh thyre hién, néu c6 sy khong phi hop xdy ra thi tiy theo sy khong phu
hop ma nhitng ngudi tham gia vao qué trinh tic nghiép s& thue hién xit 1y theo 03 céch: sira
chira; nhén nhugng; 1am lai. Bing chimg thue hién dugc thé hién thong qua Phiéu kiém
soat qua trinh.
v Néu nhu ¢6 sy khong phu hgp nao xay ra ma gy anh huéng dén viée hé so bj tré hen
thi bo phin ¢6 lién quan phéi 1ap Phiéu yéu cdu hanh djng khic phuc — phong ngira.
7. THONG KE - PHAN TiCH DU’ LIEU - KHAC PHUC - PHONG NGUA - CAI
TIEN
¥ Trong tudn dédu ciia thang sau, cdc by phin chirc néing phai lip bao co théng ké vé két

4

qué thye hién cong vige clia théng trude. N§i dung bao cdo bao gdm:
% 86 luong ho so dd hoan tit trong thing, bao gdm: dung hen, tr& hen;

% 86 lugng hd so dang xir Iy: con trong hen, d3 tré hen;

% S6 luong hd so b trd lai/bd sung;
% 86 lugng hd so bi 15i vé nghi€ép vu: trong luc tiep nhin; trong qud trinh xur Iv: thoi
gian thu 1y: chdm tré; ludn chuyén hd so ndi bo: b thét lac, hu; 18i tir phia khéch hang: 16i tir
cde co quan ban nganh khéc; dang 13i khéc;
“ Y kién phan hoi ctia khéch hang (néu ¢6) — thong qua phiéu tham do y kién:
“* Mire dd thue hign (dat) myc tiéu chit lirong:

= Ping ludt
£ g

100% / thang-nam

[ Lin ban hanh: 01

213 |




‘ UY BAN NHAN DAN QUAN 8 - TP. HO CHI MINH
PHONG NOI VU QUAN 8

‘ i 1 L R — u Ll 3
| Khen thuwirng thanh tich cip quéin (Gidy khen ciia Uy ban nhiin din Quin 8)

* Ding hen - 100% / thang-nam
* Mirc do hai long cua khiach hiang = 90% / thang-nam
v Né_u khong dat theo muc tiéu {chét lugng) dit ra thi phai dua ra nhirng bién phép, hanh
dong khic phuc — phong ngira, céi tien thich hop.
v/ Noi dung béo céo duge thé hién trong Bing théng ké phén tich dir li¢u.
8. HO SO LUU TRU: '

e Tén ho so Noi luu | Thoi gian luu toi thiéu
1.| Ho so khen thudng Phong Ngi vu Léiu dai
2.| Phiéu KSQT Phong Nivy 01 nim
3.| Béo céo thong ké phén tich dit liu | Phong Noi vy 01 nam
Phiéu yéu ciu hanh dbng khic i
| 4, phyc- phong ngira Phong N§i vu 01 ndm

| Lin ban hanh: 01 303




UY BAN NHAN DAN QUAN 8§
PHHONG NOI VU

CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lip — Tw do — Hanh phic

PHIEU KIEM SOAT QUA TRINH
Quy trinh Khen thuéng thanh tich cip quin (Gidy khen ciia Uy ban nhéin din Quién 8)

Tén ho ru. ..... isstatrnninrees DONEIE BRGNS «vvon
Thoi gian gidi quyét: 10 ngay lam viéc.

Ngay nhin: Ngay hen tra:
£s Néu khing mwﬂ
TT | B{ phin thwc hién Nii dung cdng vige ﬂ.w: gam L ey | _wu,__, _M@ R
_ chuin thing' | giao/nhiin Sira chifa Nhian Lim sl
| nhwong ]
I | Bd phén phu trich Thi dua | - Tiép nhan va kiém tra thanh phan ho so 0,5 ngay S
—~ Khen thuéng PNV Q8 | - Lép bién nhan hd so. 4 y s
2 | Chuyén vién thy Iy Phong | - Soan thdo van ban xin v kién Hoi ddng Thi| 03 ngay
Ngi vu dua — Khen Eiﬂm quin
- Néu Héi n:zm Thi dua va Khen thudng dong
v thi aycwﬂn sang budc tiép theo; néu khdng
=5 _ | déng ¥ chuyén tri hé so cho don vi.
3 | Chuyén vién thu Iy Phong | - Dy thio Quyét dinh, in Gidy khen 02 ngay
Nai vu - nn:wﬁ: Trudmg phong N&i vu thim dinh (ky
_ tat) hd so trude khi trinh ky
- Chuyén Quyét dinh, Gidy khen dén B phan
¢ Van thu thuée Vian phong UBND quén :
4 |B& phin Van thu thudc | - Trinh Thudng truc UBND Q8 ky Quyét dinh | 04 ngay
Van phong UBND Q8 va __mEu. khen
- Vao S6 luu, dong ddu va chuyén O:wmﬁ dinh,
Gidy khen dén Bo phan phu trach Thi dua -
Khen thudmg
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UY BAN NHAN DAN QUAN 8 CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG NOI VU ﬂ'qc mp Tu do - Hanh phuc

PHIEU YEU CAU HANH BONG KHAC PHUC - PHONG NGUA

PHAN 1: Phét hién (Nguwoi phat hién ldp tie 1> 4)
L Bia di8m phét hign Sy KOG PHO NOI: 1vvvesecsrmsmssessersinssissessosssasoisssomsastommssesmansessesss st e e

2. Cac trwdmg hop khong phi hop:
[ Cae y kién phan nin, khiéu nai cia khach hing
O Céc syr ¢d, céc 18i nghiép vu trong qué trinh vn hanh

O banh gia ngi bo: [ NC chinh 01 NC phy
it DA D RN NG RN oo ek AR RIE N kb s 4 4 s s S b AT T s b
1 N BRI .o i insiiinnnniansssmisessiisasifrs AR v sisssi seniavsuiin o LR e T R LA R

L]

Y kién cia DDLD néu hai bén khong théng nhit duge § kién: 1 Ddngy O Khéng ddng v

i AT Y R SRR el W A e g T 1 AR § SO it s A

.......................................................................................................................... I el conif B s i vty
PHAN 2: Hanh déng khiic phuc — phong ngiva (B¢ phdn gdy ra sw khong phic hop ldp tic 6 9)

. 6, Don vj thye hién hanh dong khc Phuc - PHONE NBIA: 1..v.v..rvvveesicsrerissiesssmsssssassisssesssssessssrmesssonessessssressesssesssses
FURRE O Y T R R T L e e S s A e R S S N R
R R T R T T TR e SRR | i o 1) S SR S
0D DY BRI il it st i e i e b Ao nhinclia LB phANZ: il st s ds isrras i s sivaiainn
10. Y kién cia lanh dgo UB (néu co): O péng v [ Khéng déng ¥
.................................................................................................................................. Ky tén
PHAN 3: Kiém chitng (Ngwdi di kiém chimg Idp tie 11— 13)

1. Két qua kiém chimg; O pat [J Khéng dat, lap phiéu méi

A R e TTRERTI RS e i 12 LN e AT S0 SRL -7 Sor B o S 8L IR R e e L RGN S e

B T e R s T L TS, 1 e



UY BAN NHAN DAN QUAN 8
PHONG NOQI VU

BANG THONG KE PHAN TiCH DU LIEU HO SO

CONG HOA XA HQI CHU NGITIA VIET NAM
Dic lap - T do - Hanh phiic

KHEN THUONG THANH TiCH CAP QUAN (GIAY KHEN UBND QUAN)

(Tir 01/01/20... dén 31/12/20...)

CAC CHI TIEU THONG KE

THANG TRONG NAM 20...

1 JFH

IS hoan tat trong thing

- Ding hen

-Bi tré

HS dang xir Iy (ton dong)

2 |- Con trong han

- Di tré han

3 |HS bj tri/bd sung

4 |HS bj 16i v& nghiép vu

NGUOI LAP BIEU

Qudn 8, ngay thdng nam 20...
TRUONG PHONG
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* “UY BAN NHAN DAN QUAN 8
PHONG NOI VU

R S

Nhén ctia Ong (Ba): .vvocvvvvrennen,

BV i
Pia chi: ...
M0 80 e

CONG HOA XA HOI CHU NGHIA VIET NAM
Dic lip - Ty do— Hanh phic

o ~Quan-8§-ngay— thidng  ném-20... —

BIEN NHAN HO SO

THANH PHAN HO SO Béin chinh Bin sao

[

“Hen Ong (Ba) dén ngay ...... [l 0 lgi d€ thdng bdo két qua giai quyét./.

Ngwoi njp hd so
(Ky, ho tén)

UY BAN NHAN DAN QUAN 8
PHONG NOI VU

So: /BN-

Ngwdi nhin ho so
(Ky., ho tén)

CONG HOA XA HOI CHU NGHIA VIET NAM
Pic lip — Ty do — Hanh phiic

Qudn 8, ngay thang  ndm 20...

BIEN NHAN HO SO

Ean chl: ...
HOSO: oo

THANH PHAN HO SO Bén chinh Bin sao

Hen Ong (Ba) dén ngdy ....../......./...... tré& lai dé thong béo két qua gidi quyét./,

Ngwivi nfp hod so
(Ky, ho tén)

Ngudri nhéin h so
(K, ho tén)
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