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I. MUC PICH

- Thiét 1ap phuong phéap théng nhat nhiam xay dung mot quy trinh méi ap dung trong
cac linh vuce hoat dong cua Truong Dai hoc Y khoa Pham Ngoc Thach (sau day goi tat 1a
“Truong”). |

- Giup céc dﬁﬁ vi ndm rd cac budce thyuc hién, nang cao hiéu qua phdi hop va xac dinh
rd trach nhiém cua ting ca nhan, bg phan co6 lién quan.

- Quy trinh nay thay thé cho Quy trinh xay dung quy trinh (QT-08/BPCL) do Phong
Bao dam chét lugng tham muu, xay dung va duge Trudong ban hanh 1an diu ngay 12 thang
9 nam 2025.

IL. POI TUQNG VA PHAM VI AP DUNG

Tét ca cac don vi thugc Truong trong qua trinh trién khai Hé thong quan 1y chét luong
theo tiéu chuan ISO 9001:2015, khi phat sinh nhu cau xay dung méi quy trinh thudc pham
vi quan ly cua Truong.

III. TAI LIEU VIEN DAN, THAM KHAO

- Tiéu chuan ISO 9001:2015: Hé théng quan ly chét luong - cac yéu cau;

- Quyét dinh s6 24/QDP-TTg ngay 07 thang 01 nam 2008 ctia Tha tudéng Chinh phu
vé viéc thanh lap Truong Pai hoc Y khoa Pham Ngoc Thach;

- Nghi quyét s6 45/NQ-HPT-TPHYKPNT ngay 28 thang 01 nam 2022 cia Hoi dong
truong Truong Pai hoc Y khoa Pham Ngoc Thach vé viéc ban hanh Quy ché td chirc va
hoat dong cua Truong Dai hoc Y khoa Pham Ngoc Thach;

- Quy ché t6 chirc va hoat dong cda cac don vi thudc Truong.

IV. CHU VIET TAT, THUAT NGU, PINH NGHIA

1. Chir viét tit

- BGH: Ban Giam hiéu;

- CV: Chuyén vién;

- DVLQ: Pon vi lién quan;

- LDDbV: Lanh dao don vi;

- NLV: Ngay lam viéc;

- P.BDCLKT: Phong Bao dam chat luong va Khao thi;

- P.HCQT: Phong Hanh chinh Quan tri;
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- P.TTPC: Phong Thanh tra - Phap ché;
- QT: Quy trinh;

- VPT: Van phong Truong;

- VC, NLD: Vién chtrc, nguoi lao dong.

2. Dinh nghia

- Quy trinh: La trinh ty cac budce thuc hién mot cong vige nham bao dam tinh théng
nhét, hiéu qua va dé& kiém soat.

- Quy trinh phai dugc 1ap thanh vén ban theo biéu mau quy dinh cta Truong, duge
phé duyét, phd bién, trién khai, theo doi, do luong va cai tién lién tuc.

- Quy trinh (trong vai trd cong cu): La phuong tién gitp céc don vi phdi hop hidu qua
trong viéc thuc hién nhiém vu, bdo dam su phéi hgp va xac dinh trach nhiém rd rang gitra
cac bén lién quan.

- Xay dung quy trinh: La qua trinh thiét ké va phat trién mot quy trinh méi (chua c6
sdn trong hé thdng) nhim phuc vu nhu cau quan 1y, van hanh hoc cai tién hoat dong cua
don vi.

V. NOI DUNG

1. Luu d6 ciia quy trinh
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STT | TRACH NHIEM CAC BUOC THUC HIEN THOI GIAN
(Liru dd) GIAI QUYET
- Cac bVLQ:; !
Nhu cau xay dung
I |- VC,NLD cua quy trinh
Truong. l
2 CV 5 i
Du thao quy trinh L0 NLV
P.BDCLKT, l
3 P.TTPC, va céc o A .
’ Gop y du thao quy trinh
PVLQ 05-07NLV
v
4 Cv Téng hopy kién 02 NLV
y 03 LV
: e Hoan thién du thao -
Khong dat
- BGH;
6 3
- Lanh dao . .
P BDCLKT. Trinh Phe 04 NLV
duyét
7 - VPT;
- Céc don vi thudc L 02 NLV
Truong.
v
- Pon vi chu tri; .
8 Pho bién QT 15NLV
- P.BDCLKT.
- VPT; -
g |- Ponvichutri; Luu hd so 01 NLV
- P.BDCLKT.
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2. Dién giai lvu do
Thoi 2 ~
Cé Trich | Théi | gian/ syl
on rac n 2
STE | A eI Cich lam Sin phim
viéc nhiém diém | Dia N
a3 dau ra
diem
- Cac don vi can cu
vao Quy ché to chire
va hoat dong hodc
tinh hinh thuc té dé
Khi Py
i
c6 ea il 91| BM.01/QT
Nhu ] i nham nang cao hiéu
au - Cac phat ua cong viéc .
c : !
SRR i PVLQ: | sinh ‘\l/ ) NL% s g | OV/BBCL
‘;"c zay - VC,NLD | theo Sty ) X,u KT.
YIg 1 cia nhu i 1al XAV phibu  gd
quy ) N dung quy trinh méi & N
. Truong. cau 5 T xuat  xay
trinh P nham ddp Ung nhu dung QT
té'. ciu dé thuc hién| - e
cong viéc.
Pé xudt dugc lap
bing Phiéu dé& xuét
xdy dung QT va gui
dén P.BDCLKT.
Duva trén nhu cau
dugc phé duyét,
huyén vién cua d
c.uye’nv%enncua on BM.02/QT
vi cha tri xay dung
T h-;\ [ 4 - =
’ Dl{’ : Q’ ngrlen ?u'u van 0l/BDCL
Buoc | thio | CV cécdon 10 ban phép ludt, tham
. B ; . KT.
2 quy Vi NLV khao céc quy trinh =
X ., | Mau quy
trinh tuong tu, soan thao | |
) . trinh.
du thao quy trinh
maoi.
Trinh LDV xem
xét ban dau.
P.BDCLKT xem | BM.03/QT
xét, gop y vé su pht | -
hop cta ludng thuc | 01/BDCL
hién, tinh logic, tinh | KT. Phiéu
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¥ , .. T.h0'1 Biéu miu/
srr | €ong | Trach ) Thoi | gian/ Ciich lam San phim
viéc nhiém diém | Dia 3
: i 2 dau ra
diém
kha thi, su day du | gopy.
cua cac muc theo H¢
théng quan ly chat
luong, dong thoi
kiém tra thé thuc
Gop y |- P.BDCL 05 - trinh bay hd so quy
du KT; 07 trinh theo quy dinh
Budc | thiao - P.TTPC; NLV cua Truong.
3 |quy |- Cac P.TTPC gop y vé
trinh bVLQ. tinh phép ly cua céac

quy dinh, ndi dung
dugce néu trong QT
phai dam bao dung
quy dinh phap luat
va cac ndi dung khac
trong QT (néu thay
can thiét).

Céc gbép y phai duogc
gri bang van ban co
chir ky lanh dao don
Vi.

Cac don vi co lién
quan dén QT phai c6
van ban phan hoi ro
rang (dong y, khong
dong y; 1y do).

Pon vi chu tri co
trach nhiém don ddc
dé nhan duoc phan
hoi. Truong hop qua
thoi han ma khong
c6 phan hoi, don vi
chi tri s€ bdo cao
Lanh dao phu trach
dé c6 chi dao trude
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STT

Trach
nhiém

Thoi
Thoi | gian/
diém | PDia

diém

Cach lam

Biéu mau/
San pham
dau ra

khi chuyén sang
budc tiép theo.

Budce

Tong

hop y
kién

CV cua don 02

vi chu tri

NLV

Téng hop toan bd ¥
kién gop v, lap Bang
tong hop gop ¥.
Trinh LDDV xem
xét va chi dao diéu
chinh du thao.

Pon vi chi tri can
néu rd viée tiép thu y
kién hodc phan bién
y kién ctia cac gop ¥.

BM.04/QT

01/BbCL
KT. Bang
tong  hop
gop y.

Budc

Hoan
thién
dy
thao

CV cua don 03

vi chu tri

NLV

Can cu chi dao cua
lanh dao, chinh stra,
bd sung du thao quy
trinh.

Hoan thién ban du
thiao cudi cing dé
trinh phé duyét.

Budc

Trinh

phé
duyét

- BGH;

- Lanh dao 04
P.BBCL NLV

KT.

Lanh dao
P.BDCLKT  tham
dinh va ra soat thé
thire, bd cuc, biéu
mau va su phu hgp
cua quy trinh trong
Hé théng quan ly
chat lugng; ndi dung
chuyén mon cua quy
trinh do don vi chu
tri chiu trach nhiém.
Trinh BGH phé
duyét, ky dé ban
hanh QT.

Truong hgp dat:
BGH ky ban hanh.
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STT

Trach
nhiém

Thoi
diém

Thoi
gian/
Dia
diém

Cach lam

Biéu mau/
San pham
daura

- Truong hgp khong
dat: chuyén CV cua
don vi chu tri tiép
tuc diéu chinh (quay
lai Budc 5).

Buoc

Ban
hanh

- VPT;

- Céac don
vi thudc
Truong.

02
NLV

- Sau khi BGH phé
duyét, van thu VPT
phat hanh QT, don
vi chu tri phat hanh
QT dén cac don vi
lién quan dé trién
khai thuc hién.

- Don vi chu tri xay
dung QT chiu trach
nhiém phd bién noi
dung QT dén cac
PVLQ bing nhiéu
hinh thac: thong
bao, phén mém quan
ly cong viéc E-
Office, dang tai trén
trang thong tin dién
tor Truong, cac trang
kénh thong tin chinh
thong cia Truong
theo quy dinh.

Quy trinh
hoan chinh

Bwdce

th)
bién

QT

-Pon i
chu tri;

- P.BDCL
KT.

Tuy
thoi
diém
phu

sau
ban
hanh

Trong
vong
15
NLV
sau
ban
hanh

- Sau khi QT ban

hanh, don vi chu tri
phoi hop
PBDCLKT dé to
chic phd bién noi
dung céc QT cho céc
don vi, ca nhan lién
quan.
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Thoi

Biéu mau/

Con Trach Thoi ian/ )
STT | .18 " = e Cich lam Sin phim
viéc nhiém diém | Dia N
.2 daura
diém

- DPon vi chu tri phai
c6 ké hoach phd
bién, bao gém hinh
thure (tap huén, hop).
ddi tuong, thoi gian
va cach thie kiém
tra nhan thic sau
pho bién.

Sau khi QT duoc
ban hanh, viéc luu
hd so thuc hién nhu

sau:
+ VPT chiu trach
nhiém luu ban gdc
van ban xay dung

quy trinh theo quy
dinh vé Iuu trit hanh
chinh;

+ Pon vi chu tri va
P.BDCLKT Iluu trir
ban chinh dé tién tra
ciru, theo doi va

Buéc | Luu 01
9 |hoso NLV

phuc vu cOng tac
kiém tra, danh gia
ndi bo.

VI. HO SO LUU

Thoi

Noi luru :
gian luu

13
7]
O

STT | Tén biéu miu M

Phiéu dé xuit
1 | xdy dung quy | BM.OI/QT-01/BDCLKT
trinh

P.BPCLKT

(Ban géc) 00 iam
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STT | Tén biéu mu Ma sb Noi lru Lt
gian luu
O§ nam
- Van phong Truong | ké tur
Mau Quy trinh (Ban goc) ; ngay quy
) (Sau khi ban | BM.02/QT-01/BDCLKT |- DPon vi chu tri va trinh
hanh) P.BDCLKT dugc thay
(Ban chinh). thé hodc
huy bo
- bon vi chu tri (Ban
Phiéu gop ¥ BM.03/QT-01/BDCLKT | £9¢): 05 nam
3 R Q - Céc DVLQ
(Ban chinh).
, | Bang tong hop | pyroyoroBpCLKT | PR W ochi i os e
gop y (Ban goc).
VIL. QUAN LY RUI RO
STT Noi dung riii ro Bién phap khic phuc

1 | Céac don vi khong phan hoi, gop y
ding thoi gian quy dinh.

Sau thoi gian quy dinh, don vi nao khong
phan hoi xem nhu dong .

2 Pon vi chu tri va

théng nhat duge y kién.

cac DVLQ khong | Bon vi chu tri dang ky lich hop, moi BGH

phu trach chu tri hop, quyét dinh phuong
an kha thi.

VIIL. CAC BIEU MAU
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BM.01/0T-01/BDCLKT

TRUONG PAI HOC Y KHOA CONG HOA XA HQI CHU NGHIA VIET NAM
PHAM NGOC THACH Poc lap - Tw do - Hanh phic

TEN PON VI

Thanh phé Ho Chi Minh, ngay — thang — nam

PHIEU PE XUAT XAY DUNG QUY TRINH

Kinh gtri:
- Ban Giam hié¢u Truprng Dai hoc Y khoa Pham Ngoc Thach;
- Phong Bao dam chat lugng va Khao thi.

1. Tén Quy trinh cin xdy dung:

TRUONG PON VI NGUOI PE XUAT
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)
‘ ~ YKIEN ‘ Y KIEN : ’
PHONG BAO PAM CHAT LUONG PHONG THANH TRA - PHAP CHE
VA KHAO THI

Y KIEN CUA HIEU TRUONG
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BM.02/QT-01/BPCLKT — Méu quy trinh

Ma s6: QT-(s0)/(donvi)
B (vi du: QT-08/TCCB)
QUY TRINH ... Lan ban hanh: 01
ISO 9001:2015 Ngay hiéu luc: ... /..../...
Trang: (trang/tong so trang)
Bién soan Xem xét Phé duyét
Chir ky
Ho tén
Chic | (Chuyén vién | (Lanh dao don (Trouonog Phor:g 5 )
danh | donvichatri) |  vi cha tri) B S
’ i lugng va Khao thi)
THEO DOI SUA POI

Ngay

Noi dung sira ddi

LAin ban hanh
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I. MUC PiCH
1. POI TUQONG VA PHAM VI AP DUNG
IIL. TAI LIEU VIEN DAN, THAM KHAO
IV. CHU VIET TAT, THUAT NGU, PINH NGHIA
V. NOI DUNG
1. Luu d6 cia quy trinh
, : CAC BUOGC THUC HIEN THOI GIAN
TT | TRACH NHIEM N - . "
) : (Lwu dd) GIAI QUYET
1
2
3
2. Dién giai luu do
Thoi Bieu
STT | Cong viéc Tr?fh Thoi gian/ Cach lam mleu/SaAn
*" | nhiem | giém . pham dau
Dia diem ¥

VI. HO SO LUU

STT

Tén biéu mau

Noi lwu

Thoi gian luu

———

Gl

- JONG

I

nRn T
’ :‘,.;b\

e
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VIL. QUAN LY RUI RO

STT

Noi dung rui ro

Bién phap khic phuc

1

2

3

VIIL. CAC BIEU MAU
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BM.03/QT-01/BDCLKT — Phiéu gép y

TRUONG DAI HOC Y KHOA CONG HOA XA HOI CHU NGHIA VIET NAM
PHAM NGOC THACH Péc lap - T do - Hanh phiic
TEN PON VI
SH: ... /[tén don vi] Thanh phé Hé Chi Minh, ngay — thing  nam
PHIEU GOP Y

I. NOIDUNG GOPY

Stt Nerdung frong | et e Ehinh, - Ghi chi
quy trinh can gép y (kem cdn cir phap Iy (néu cd))

1

2
II. CAC Y KIEN KHAC (NEU CO)
(kem can cir phdp [y (néu cd))
I11. KIEN NGHI, PE XUAT (NEU CO)
(kem cdn cir phdp Iy (néu cd))

Noi nhin: TRUONG PON VI

(Ky va ghi ro ho tén)



QUY TRINH XAY DUNG QUY TRINH
ISO 9001:2015

Ma so: QT-01/BDCLKT

Lan ban hanh: 02

Ngay hiéu luc: 01/12/2025

Trang: 16/16

BM.04/QT-01/BPCLKT — Bing tong hop gop Y

TRUONG PAI HOC Y KHOA CONG HOA XA HOI CHU NGHIA VIET NAM
PHAM NGOC THACH Poc lap - Tu do - Hanh phic
TEN PON VI CHU TRi 3
g Thanh pho Ho Chi Minh, ngay  thdng ndm
O et /[tén don vi]
BANG TONG HOP GOP Y
1. NOI DUNG GOP Y
Sit | Donviséns |- aneian LSl dung s S T T
gopy gop y don vi chu tri
1
2

II. CAC Y KIEN KHAC (NEU CO)

...................................................................................................

...................................................................................................

...................................................................................................

...................................................................................................

...................................................................................................

...................................................................................................

TRUONG PON VI
(Ky va ghi ro ho tén)




