
s,1/{{.lOrr-unNo Khdnh Hita, ,sdyfr thdng| ndm 2020-/ 
euYtT DINH

Y6 viQc ph6 duy$t Quy trinh nQi bQ gini qry6t tt t tgc hhnh chinh
linh vgc ti6p c6ng dAn, xrl g tlon, gini quy5t khi6u n4i, gi6i quy6t t5 cr{o

thuQc thim quytn gi6i quy6t 
"fru 

Uy ban nhin din c6p xi

cHU TICH 0v n,a.N NHAN oAlr riNH KITANH HoA

Cdn cir LuQt Tii ch*c chinh qtryin dla phuong ngdy t9/6/2015;

Cdn crit NShi dinh t6 OttZOtAtNp-CP ngdy 23/4/20t8 cila Chinh phti vi thltc
hiQn co ch€ mqt cira, mQt cira li€n th6ng trong gidt quy€t thi tuc hdnh ch{nh;

Cdn ctl Thdng tu tii OltZOtyft-VPCP ngdy 23/11/2018 cia BO tru&ng, Chit
nhiQm Vd.n phdng Chinh phi hfing ddn th; hdnh mQt sii quy dlnh cila Ngh! dinh sii
6I/2018/ND-CP ngdy 2j thdng 4 ndm 2018 cfia Chinh phil v€ thryc hi€n co ch€ mQt
cira, mQt cim li€n th6ng trong gidi quy€t thtt tuc hdnh chinh;

Theo di nghi cfia Chdnh Thanh tra tinh tqi C6ng vdn s6 202/TTI-VP ngay
t 5/5/2020.

UV BAN NHAN DAN
TINH KITANH HOA

Noi nhQn:
- Nhu Di6u 3;
- Cpc Kii5m so6t TTHC, Vdn phdng Chinh pht;
- TT.HDND tinh; Ban PC IIDND tinh;
- chri tich, Ph6 chri tich UBND tinh;
- L6nh dao VP UBND tinht
- Trung tAm C6ng b6o;
- C6ng Th6ng tin tliQn tt tinh;
- Trung t6m CNTT vd DVHCCTT tinh;
- Luu: VT, Phdng KSTTHC, HThanh. 96"

CQNG r{oA xA Hqr cHil NGHIA vtET NAM
DQc lflp - Tg do - H4nh phtic

QUY6r D!NH:

TICH

Didu 1. PhO duyQt kdm theo Quyi5t dinh ndy Quy tlinh nQi b6 gini quyi5t thri tr,rc

hanh chinh linh vpc titip c6ng ddn,.xri ly don, gi6i quy.6t khi6u n4i, giai quy6t t6 c6o
thuQc thAm quy6n giii quy6t cira Uy ban nh6n d6n c6p xd dugc c6ng bi5 tpi Quyi5t
dfnh s6 475/QD-UBND ngdy 0910212018 vd Quy6r dinh s0 3597/QD-UBND ngdy
2611112019 cira Chir tich Uy ban nh6n dAn tinh Kh6nh Hda.

Didu 2. quytit Oinfr niy c6 hiQu hlc thi hdnh k6 tir ngdy kf.
Di6u 3. Ch6nh V6n phdng Uy ban nh6n dAn tinh; Thri tru&ng c6c Sd, ban,

ngAnh; Chri tich UBND c6c huyQn, thi xd, thdnh ph6; Chri tich UBND cdc xd,
phudng, thi tr6n vi cric t6 chric, c6 nh6n c6 li6n quan chiu tr6ch nhiQm thi hnnh Quyi5t
dinh ndy./.
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QUY TRINH NQI BO.. GIAr QrrYfT TIrU TUC H,rmr CniNH r,ilrr vtI. c rrpp coNc-oAx, xrJ r,f oox, crnr Quyf,r
rrufuN4r, cmr qwtr rd cAo rnuOc rnAm euvrN crAi ewr0r c0,l uy BANNHANDarvcapia--
(Ban hdnh kdm theo guyh ainn y'lQlQD-UBND ngay/tl thdngf ndm 2020 cia Chi tich Uy ban nhdn ddn tinh Khdnh Hda)

Trong ngiy

t. TIIfr fuc rrtp cONc oAN T4I CAp xA 1ua s6 TTHC: TTR-KHA-15): C6 01 quy trinh, mE s6 quy trinh: 2.oot9o9 (theo md s6

TTHC tr6n Co sd dit ii€u qu6c gia TTHC Dich vu c6ng).

Co quan, don
r,i

Bu6c
thg'c
hi6n

TGn budc
thr,tc hiQn

T16ch
nhiQm

thgc hiQn
NQi dung c6ng viQc thuc hi6n Bi6u miu/K6t qui Thoi gian

(ngnv)
Ghi chri

UBND c6p xi But-vc I

D6n ti6p,
xdc dinh
nhan than
cria. nguoi
khi€u nAi,

.. tnguor to
cito, ngucri
phgn 6nI,
ki6n nghi;
xirc dinl
tinh hgp
phdp cria
nguoi dai
diQn, nguoi
dusg rly
quy€n (n€u
c6) (sau il6y
goi ld c6ng
dan).

C6n b0,
c6ng.

chric ti6p
c6ng d6n

- Ngudi tiilp c6ng din d6n ti6p,
ghi rd hq tdn, dla chi, th6ng tin
c6 nh6n, gi6y riy.quy€n (truong
hgp duo. c ty quy6n) vdo 56 ti6p
c6ng ddn vd nhf,p vdo dt liQu
phdn m6m quin ly c6ng tric ti€p
c6ng dAn nh{p vdo dt liQu ph6n
m6m quin lf c6ng t6c ti6p c6ng
dAn, chuyCn bu6c ti6p theo.

, :.. ..; -1.- I Lr CnOr trep cong dan dor vor
tru<rng hgp: C6ng ddn vi ph4m
c6c quy dinh tai Di6u 9 Luit
Ti6p c6ng, dAn; ngucri dai. di6n
khdng xu6t trinh c6c gi6y ttr
chimg minh vi0c dai di6n;
nguol ouo.c uy quyen Kxong co
giAy uj' quy€n hsp 1€ ho{c
kh6ng ching quy dtnh tai Eiiim
a, b Khod,n 1 Didu 12 Lu{t
Khi6u nai vd giai thich cho c6ns

- C6c th6ng tin dugc

$6n dar ilt vio 56
ti6p c6ng dAn d6ng thdi

.lnnap vao ou lreu pnan
m€m quin lf c6ng tric
ti6p c6ng dAn.
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ddn bitit ly do tu ch5i ti6p.

C6c th6ng tin, tai teu,
bang chr?ng do c6ng
d6n cung c6p.

Ki6m tra, xric dlnh nQi dung
don:

- Trudng hqp c6 dcrn trinh biY
16 rdng, diy dt: X6c dinh nQi

dung yq viOc, y6u cdu cta c6ng
din d0 x& ly.

- Trudng hqp nQi d.ung do1
kh6ng 16 rAng. chua ddY dt: Dd
nghi c6ng dAn vi6t lai dcrn ho{c

.: . i
vret Do sung vao oon.

- Trudng hqp kh6ng c6 don:
Huong ddn c6ng dAn vi6t don.

- Truong lVn c6ng dan trinh
bdy trgc ti6p: Ghi chdp vt dqc
lai cho c6ng dAn nghe,.d6 ngh!
cdng d6n lcy t6n ho{c di6m chi.

- Trudng hqp nhi6u ngudi tttin
khitiu nai, t6 c6o, phdn 6nh, ki6n

l.
nghi v6 cirng m6t nQi dung thi
hu6ng d6n cho ho cir nguoi it4i
dign d6 trinh bdy n6i dung,. .,(
nguur tlep cong dan gnl lal nol
dung bdng van hdn ho4c vi€t lai
don.

, ' .:- I rusng hqp oon co nnleu nQl

dung kh6c nhau (c6 n6i dung
khitiu nai, tti c6o, phan rffi, ki6n
ngh!) thi huong din c6ng ddn
vitlt *rAnh clon ri€ng aC gui Otin

Nghe, Chi
ch6p ,pi
dung .khi6u
nai, t6 c6o,
ki6n nChi,

P!- 6nh,
ti6p nhQn

th6ng tin, tdi
li6u

C6n b0,
c6ng

chric tiilp
c6ng dAn

BuOc2IJBND c6p xE

J



co quan c6 thAm quydn giii
quy6t theo quy dinh ctla ph6p

lu0t

- Trudng hqp thuQc

th6m quy6n gidi quy5t:

+ M6u s6 02-TCD
(Gi6y bi€n nhfn th6ng
tin, tai liqu, bing
chimg); MAu. s6. 03-
TCD (Phi6u d6 xuAt thu
lj dor); tvtSu s6 o+-
TCD @hieu hqn thoi
gian, d[a di6m ti6p
c6ng dAn) ban hinh
kdm theo Th6ng tu s6

06/2014ITT-TTCP
ngiry 31/10/2014 cta
T6ng Thanh tra Chinh
phit.

- Truong. hqp .khong
thu6c thdm quy6n gidi
quy6t:

Miu sti o5-TCD
(Huong dfu ngudi
khi6u nai); Mdu sd 0-8-

TCD .(Huong _ dAn

ngudi t6 c6o); MAu s6
10-TCD (Chuy€n clon
ki6n nghi, phnn 6nh)
ban hanh kdm theo

- Truong hqp thuQc thAm quydn
giai quy€t: Ti6p nh4n h6 so vi
tham muu d0 xuAt thu lY don
trinh lanh dao co quan.

- Trudng hqp thu6c thAm quydn
giAi quy6t vd c6ng d6n d€ nghi
gap lanh dao c<r quan: Ti6P
nhan hO so, b6o cdo lZnh dao vd
trinh Phi6u hgn ngdy, gid, dia
diCm tiep d6 tanh d4o xem xdt,
quyet Cllnn.

- Trudng hqp kh6ng thuQc thAm
quy6n giii quy6t:

.: ^uan Eo. cong cnuc uep cong
ddn trd tcri tryc tiiip vd c6 vdn
bdn huong dAn, c6ng ddn ho{c
chuv€n dcrn d6n co ouan co
thdm quy0n gidi quy6t.

Budc 3

PhAn loai xt
lf khiiiu nai,
t6 c6o, ki6n
ngh!, phan
6nh tai noi
.I ^tlep cong

ddn

UBND c6p xd

4

Can bQ,

c6ng
chtc titip
c6ng dAn



- Tham muu v6n ban Th6ng b6o
). .^ , , ,4. .i

ve vrec tu chol trep cong oan,
trinh lanh d4o xem xdt, quy6t
dinh: D5i v6i nhfrng vu, viQc
khi6u nai, t6 c6o <ld ducr. c giii

i. -,quy6t ilung chinh sdch, phrip
lu{t, <lugc cs quan c6 thAm

I ..,1quyen Krem ra, ra soal, tnong
b6o bing vdn bin nh.ung c6ng
ddn vdn c6 tinh khi6u nai, t6
c6o.

Th6ng tu
06I2OI4ITT-TTCP
nqiry 31110/2014 cia
T6ng Thanh tra Chinh
phri.

- J*oog hqrp tu-ch6i
ti6p c6ng d6n: Mdu sd

01-TCD (Th6ng brio v6
vi€c tu ch6i ti6p c6ng
dan) ban hdnh kdm theo
Th6ng tu s6

06/2014/TT-TTCP
ngiry 3l/10/2014 cta
T6ng Thanh tra Chinh
pht.

UBND cAp xE Bu6c 4 TrA k6t quA
Can b0

tlep cong
dan

Crin bQ tiep c6ng ddn k€t thirc
viQc ti6p c6ng dAn;.h6 k6t qui
cho c6ng ddn; chuydn d<m phan
rinh, ki€n |Bhi (neu c6) cho co
quan c6 thAm quy6n; chuy6n h6
so cho BQ phfn xir ly dcm d,5

gi6i quy6t theo tht tuc xri lj
dcrn (<16i vcri truong hqp thrt lj
don).

Gi6y bi6n nhQn ti6p
nhin th6ng tin, tdi li6u,
bdng chimg;

- Phit5u dc xuAt thq lj
dcrn dd du-o. c l6nh dao
duyQt thu ly;

- Phi6u h-en thdi gian,
ora orem trep cong oan.

- Huong din ngudi
khi6u nai; Hucrng ddn
nguoi t6 c6o; Chuy6n
dcrn ki6n nghl, phan
6nh;

I .^ ..- I nong Dao ve vlec nI



ch6i ti6p c6ng d6n;

- Ghi th6ng tin viQc ti€p
c6ns dan vdo 56 ti6n
c6ng ddn theo MAu s6
06-TCD ban hdnh kdm
theo Th6ng tu s5
06/2014fiT-TTCP vd
nhfp vdo dt liQu phAn:,
mem qrEn ly cong tac
ti6p c6ng dAn.

2. TIt:l TUC XtILf DOf,{ (Ma stl tTgC: TTR-K}IA-22): Ctr 07 quy trinh, md s6 quy trinh: 2.001801 (theo md s6 tfHC tren Co sd
dt liQu qu6c gia TTHC Dich vg c6ng).

2.1. Quy trinh s6 I (Me s5 qly trinh: 2.00180f-0f): Xt li d6i vrii don khi6u n4i thuQc thAm quy6n giii qry6t; dcrn khitiu n4i
quy6t dirn giii quy6t khiiiu ngi iln c6 hiQu hJc phdp luit nhung c6 d6u hi6u vi ph4m phip lu$t; tlon khi6u n4i quy6t dinh
hirnh chinh c6 khi nlng giy hflu qui kh6 khic phqc:

Ctr quan, don
vi

Buric
thgc
hiQn

TOn brdc
thgc hiQn

Trdch
nhiQm

thuc hiOn
N6i dung c6ng viQc thgc hiQn Bi6u miu/K5t qufi Thcri gian

(ngny)
Ghi chri

UBND c6p xa Bu6c 1 Nh6n dcrn Vdn thu

*Tii5p nhQn d<m tir c6c nguiin:

- Don gti qua dich vu buu
chinh.

- Dcrn do co quan, t6 chric, don
v!, cri nhin truc ti6p gti d€n.

- Qua hQp thu g6p j cria co
quan, Ban Ti6p c6ng dAn, dia

- Van thu d6nh s6 tht
l,-tu vao so noac nxap

vio hd th6ng co sd dt
li6u h6n m6y vi tinh d6
tra cuq quan lj, theo
d6i vd <l6m bAo thuc
hiQn dung quy dinh cia
phrip ludt v€ lrru trt,
PhAp lQnh bAo v€ bi

0,5 ngdy
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di m ti6p c6ng ddn.

- Don do Dai bieu Qudc hQi, dai
bi6u HQi d6ng nhAn ddn, Uj'
ban Mit trdn T6 qutic Viet Nam
vi c6c t6 chric thinh vi€n cria
Mat tran, co quan b6o chi vi co
quan,, t6.chfc, don v! khic
chuy6n d6n theo quy dinh cta
ph6p luat.

- Dcm do lSnh dao (ngudi dimg
-:i,.dau, cap pno cua ngu0l olmg
tldu) co quan Ding vd Nhd nu6c
..i l ,:
ep nnan va cnuyen oen.

* Chuy6n h6 so diin bu6c tiilp
theo.

mdt nhd nu6c vri Danh
muc bao v0 bi mit cta
ngdnh.

UBND cAp xd Bttbc 2
PhAn c6ng
xi lli dcm

Ldnh tl4o
UBND

t-
cap xa

PhAn c6ng c6n b6, c6ng chrlc xri
ly don.

H6 so da tiiip nhdn 0,5 ngdy

UBND cdp xi Bu6c 3
Phdn loai vd
xr? lf don

C6n b0,
cdng

chr?c xri
l! don

4,5 ngdy
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UBND c6p xE
Budc
3.1

PhAn loai
don

C6n b0,
c6ng
chric xti
lj dcm

-Phdn loai don thad 07 trucmg
hqp,

+ TH 1: Dcrn khi6u n4i thuQc
th6m quy€n giii quy6t; don
tirieu nai q"yet Aim gidi quylit
khiiiu nai dd c6 hiOu hrc Ph6P
lu?t nhLmg c6 d6u hiQu vi ph4m
phrip lu{t; don khi6u asi quY6t

dinh hanh chinh c6 khi ndng
gdy hQu qui kh6 kt6c phuc;

r' TH2: Don khi6u nai kh6ng
thuQc thAm quy6n giAi quY6t;

+ TH3: Don t6 c6o thu6c thAm
l .,. a.

quyen gral quyet:

+ TH4: Don t6 c6o kh6ng thuQc

thAm quydn; Don t6 c6o xuAt
phiit tir vi6c khi0u nai hh6ng d4t

duoc muc dich; Dcm t6 ctio
hi,nh vi vi ph4m ph6p ludt g6y

thiQt hai ho[c cle dga g6y thiQt

h4i nghiem trgng d6n.lqi ich
nhd nu6c, co quan, t6 chric,
quyAn vd lqi ich hcr-p ph6p ctra

c6ng dAn;

+ TH5: Don t6 c6o d6ng grii
. ,..1 a , ,

cho nileu co quan, to cnuc, ca
nhAn trong cl6 c6 co. quan, t6
chric, c6 nl6n c6 thAm quyAn
giii quyiiq Dcrn t5 c6o khdng
dir cli0u kiQn thu lj;

Btio crlo k6t qui vi€c
phAn loai don.

1,5 ngdy
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+ TH6: Eon tti ciio hdnh vi
tham nhtng vd don t6 c6o dirng

viOn vi ph4m quy dlnh, Di€u lQ
cria Dang;

+ TllT: D6i vdi c6c lo4i don
khdc.

- PhAn loai don thuQc THl thi
chuy6n sang bu6c ti6p theo.

- Trudng dir diiiu kiQn thu li
(THi): Di) xu6t lanh d4o ths lj,
giai quy6t (cd trong trudng hqp
don c6 hq t6n, chft kj cria nhidu
nguoi).

- Trudng. hqp thuQc thAm quy,ln
giAi quytit nhrmg k-h6ng dir di6u
kiQn thp lf theo Di6u 11 Ludt
Khii5u nai (TII2): Trn loi ho{c
hu6ng d6n b6 sung thri tuc can
rhier.

-Trudng hqp quy6t dinh gini
quyi5t khi6u nai dd c6 hiQu luc
plrap lu{t nhmg co. cdn cri cho
ring vi6c gidi quyOt khi6u nai

, -i ,.^c6 dAu hi6u vi pham ph6p luQt

ho{c c6 tinh ti6t mdi (TH3):
Biio c6o vir tham muu cho L6nh
dao dil xem xdt, giii quy6t theo
thAm quy'6n ho{c b6o c6o co: ,,

en xem xel,

03 ngdy

- THl: Phi6u dd xuit
xir 11/ <Ion theo Mdu sii
01-)0D ban hdnh kdm
theo Th6ng tu s6

07/20t4lTl-TTCP
neily 3l/01/2014 ci;a
Thanh tra Chinh phti
vi dtr thdo Th6ng brio
viQc thu lf gi6i quyOt

khi0u nai theo Mdu s6
01-KN ban hdnh kdm
theo Th6ng tu sti

071208[[T-TTCP cia
Thanh tra Chinh pht..

- TIl2: DU thAo Th6ng
b6o vO viQc khi6u nai
kh6ng dri didu ki€n thu
g gini quy6t theo MAu
s6 0z-xLo ban hanh

a
t(em theo Inong tu so
07t2014/TT-TICP

Bu6c
3.2

Xt lV rlon

C{in b0,
c6ng
chric xri
lj don

UBND c6p xd

9
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giai quyet. ngtry 3l/0112014 cta
Thanh tra Chinh phti vd
dU thdo Th6ng b6o v€
vi6c kh6ng thtl 1! gitli
quy6t khii5u n4i theo
Miu s5 o2-KN ban
hdnh kdm theo Th6ng
ru s6 o7 /2013/T t-
TTCP cira Thanh tra
Chinh phti.

- Truirng hgp co cin cu cho
ring vi6c thi hdnh quy6t dlnh
hantr chinh sE gdy hQu quA kh6
khEc phuc (TH4): 86o c6o vd
tham muu Linh dao xem xdt,
quytit dlnh tam dinh. chi ho{c
ki6n nghi co. quan thAm quY0n,

ngudi c5 thAm quydn tlinh chi
viec thi hdnh quytSt dinh hanh
chinh. - TH3: 86o c6o vd

tham mtru cho Ldnh
dao d6 xem x6t, gidi
quytit theo thAm quydn
ho4c b6o c6o co quan
c6 thAm 9|ydn xem
x6t, gidi quy6t.

- TH4: B6o c6o vi
tham mrru Ldnh dao
xem xdt, quy6t o6ir
tam dinh chi ho{c ki€n
ngh! co quan tham
quy6n, ngudi c6 thAm
quyAn dinh chi vi6c thi
hdnh quy6t dinh hanh
chinh.

01 ngdy
-f titln ctri ct4o vd hj
duyQt.

Chi dao/ Ph6 duyQt hutrng xft ly
Ldnh dao
UBND

i-
cap xa

Budc 4
Chi dao xir
lf don

UBND cdp xd

10



UBND c6p xa Butic 5 02 ngiiy

2.2. Quy trinh sii 2 (Me s6 quy trinh: 2.00f 801-02): Xfr li diii v6d altrn khiiiu n4i kh6ng thuQc thim quyAn giii quy6t:

Thqc hiOn

chi d4o xri
ti

Hodn chinl du thdo c6c vdn bdn
theo chi dao cda ldnh dao

TIBND xE theo tring truong hpp
nOu t4i Budc 3.2.

C6c ban du thAo theo
tirng trudng hgp n6u tai
Bubc3.2 cld dugc Ldnh
dao (IflND cdp xE chi
dao.

fIBr.\D cAp xZ Bu6c 6
PhC duyQt
k6t qu6 xu
ti

Linh dao
UBND
cap xa

Ky duyQt v6n bdn
Cdc vdn ban theo tfrng

truong hqp ndu t4i
BuOc3.2.

01 ngdy

UBND c6p xa Bu6c 7
PhAt hanh
vdn bin

Vdn thu
Circ vdn ban theo timg
trucmg hqp n€u t4i
Bubc3.2.

- Vdo s6, phet hanh ven ban;

- Lrru hd so xir lj. don hoac hd
so thu lV vd chuy6n h6 so sang
giai do4n giii quy€t theo thri tUc
hAnh chinh gini quy6t khi6u nai
tt6i v6i trudng hqp thu lf don.

0,5 ngiy

UBND cip xE Bu6c 8 Trd k6t quA
n0 pl0n
trd k€t
qua

Grii cric vin bin dd duo. c Ldnh
d4o k1i duyQt cho nguoi khi6u
nai. co ouan. 16 chuc. ca nhAn
chuy€n khi6u nai.

Cric vdn ban tho tirng
truong hqrp n6u tai
Bu6c 3.2.

Trd lai giAy
tq tdi liOu

i,goc cho
nguoi khi6u
nai khi don
kh6ng du-o. c
thu .lj giai
quydt.

UBND cdp xd Buoc I Nhdn dcrn Vdn thu

*Tiiip nh{n don tu cic ngu6n:

- Eor grii qua dich v9 buu
chinh.

- Vdn thu denh s6 thf
. l. - ,-t.u vao so noac n_rlap

vdo hd th6ng co sd dff
li€u tr6n mdLv vi tinh d6

0,5 ngdy

1I

Can b0,
c6ng
cht?c xti
11i dcrn



- Don do co quan, chric, dcm
..1 .. -tvr, ca nnan truc uep gtn oen.

- Qua hQp thu g6p j cua co
^ -',.qu.an, 9an Ti€p c6ng ddn, dia

cli6m ti€p c6ng ddn.

- Don do Dai bi6u Qu6c hOi, dai
biOu HOi ddng nhdn dan, U!
ban Mat tr{n T6 qu6c ViCt Nam
vd c6c t6 chtc thdnl vi€n cta
MEt tran, co quan b6o chi vi co
quan, t6 chfc, don vi kh6c
chuy6n diin theo quy dinh cua
phdp luft.

- Don do lflnh d4o (ngudi dimg
<tAu, c6p ph6 cta nguoi dung
diu) co quan Edng vd Nhd nudc
ti6p nh6n vd chuy6n d6n.

* Chuy6n h6 so dtin butic tiilp
theo.

tra cfu, qudn lj, theo
d6i vd cl6m bio thuc
hiQn dring quy tlinh cia
ph6p luat vC Iuu trt,
Ph6p lQnh b6o vC bi
mat nha nu6c vi Danh
muc bdo v€ bi mAt ctia
ngdnh.

UBND c5p xd Buoc 2
Phdn c6ng
xu lf dcm

Ldnh clao

UBND
A-

cap xa

PhAn c6ng can bQ, c6ng chuc xu
lf don.

H6 so da ti6p nhQn 0,5 ngdy

UBND cdp xE Bu6c 3
Phdn loai vd
xt lli don

C6n b0,
c6ng

chirc xri
l! don

7,5 ngiry

UBND cAp xd
Bu6c
3.1

PhAn lo4i
don

Crin b0,
c6ng

- PhAn lo4i dcrn thdnh 07 trudng
hsp:

86o ciio ktit qui viQc
phAn lo4i clrlrl.

1,5 ngAy

t2



chric xri
ly don

+ TH 1: Dcrn khi6u nai thuOc
.l : .,. 1.-th6m quy6n gidi quy6t: clon

khi6u nai quy6t Ainir gidi quyi5t

khi6u nai dd c6 hi€u hlc phdp
- . .1 ..^

luat nJrrng co dau hlqu vI Pnam
ph6p luQt; dcvn khi6u n4i quY6t

dinh hanh chinh c6 khi ndng
gAy hau quA kh6 khlc phltc;

+ Ttl2: Eon khi6u nai kh6ng
thuOc thdm quydn giii quytit;

+ TH3: Drvn t6 crio thuQc thAm
quyen glar quyet:

+ TH4: Dcrr t6 ciio kh6ng thu6c
thAm quy6n; Dcrn t6 c6o xuAt
ph6t tu vi€c khitiu nai kh6ng d4t
duo. c mgc <lich; Don t6 c6o

hinh vi vi ph4m ph6p lu{t gAy

thiQt hai ho{c de dga gAy thiQt
h4i nghidm trgng d€n.lqi ich
nhd nu6c, co quan, t6 chrlc,
quyAn vd lgi ich hqp phdp cira
c6ng dAn;

+ TH5: Don t6 c6o d6ng grii; ,,
cho nnreu c() quan, to cnuc. ca

nhAn trong d6 c6 co quan, t6
chfc, crl nhAn c6 thAm quydn

t. ^ -i ,grar quyet; t)on to cao Knong
dt di6u kiQn thp ly;

+ TH6: Don t5 c6o hinh vi
tham nhfrng vd tlon t6 c6o ding
vlen vl d!nh, E ieu lQ

13



cta Dang;

+ TH7: Otii vOi c6c lo4i d<m

khric.

- PhAn loSi don thuQc TH2 thi
chuy6n sang budc ti6p theo.

C6n b0,
c6ng
chuc xt
lj don

- DU thio. vin ban huong dan
ngudi khi€u nai gtri dcm ddnco
ouan- t6 chrlrc. clon vi c6 thdm
quy6n gi6i quy6t (THl).

- Dfr thio vin bin tr6 lai don
kh6ng thuOc thAm quyAn giii. ,/ -
quy€t kdm theo cdc gi6y td, tai
liQu (ni5u c6) vd n6u rd lj do
cho co quan,,t6 chric, c6 nhdn
chuy€n don dcn (TH2).

- THl: Du th6o vdn
bin tri l<vi don vd
hucrng din theo MIu s6
03-XLD ban hdnh kdm
theo Th6ng tu sti
07t20t4fiT-TTCP
ngiry 3ll0ll20l4 cta
Thanh tra Chinh pht.

- TFI2: Dg thdo vin
ban tra lai don d€
cnuyen oung co quan

. .7 I .,.co tham quyen glat
quy6t theo tvtSu si5 O+-

XLD ban hdnh kdm
theo Th6ng tu sti
07/2014nT-TTCP
ngdy 31/01/2014 cira
Thanh tra Chinh pht.

06 ngdyUBND cdp xi Budc
3.2

Xri lli don

Ciic vdn bdn theo tlmg
truong hqp nOu t4i
Budc 3.2.

01 ngdyLIBND cdp xE Bucvc 4
Ple duyQt
k€t qut xrl
l),

Ldnh deo
UBND

A-
cap xa

Ky duyQt vdn bdn

C6c vdn b6n theo timg
trudng hqp nOu tai

0,5 ngdyBuoc 5
Phat hanh
vdn bdn

Vdn thu - Vdo s6, ph6t hanh vdn bdn;UBND cAp xd

t4



- Ltru h6 so xri lj don. Budc3.2.

2.3. Quy trinh sii 3 (Me sd quy trinh: 2.001801-03): Xn'li d6i r.6i ilo'n t5 c6o thu6c thim quydn gini quy6t

UBND c6p xd Budc 6 TrA k6t quA
B0 pl6n
tra kCt
qua.

Trd k6t qua xri lli don cho c6ng
d6n, t6 chirc.

Co quan, don
vi

Buric
thr;c
hifn

TGn buric
thyc hiQn

Trdch
nhiQm

thuc hi0n
NQi dung c6ng viQc thg'c hiQn Bi6u miu/Kilt qui Thcri gian

(ngay) Ghi chri

UBND cAp xd Bu6c I Nhdn don Vdn thu

*Tiiip nhQn don ttr cric ngudn:

- Don gui qua dlch vu buu
chinh.

- Enn do ctr quan, t6 chrlc, tlon
vi, c6 nhdn truc ti6p gui diin.

- Qua hQp thu g6p 1i ctia co
quan, Ban Ti6p c6ng dAn, dia
di€m ti6p c6ng dAn.

- Don do Dai bi6u Qu6c hQi, dai
bi6u HOi ddng nhAn ddn, Uj'
ban Mdt udn T6 ou6c Vi6t Nam
vi c6c t6 chric thirnh vi6n cta
M4t tr4n, co quan brio chi vi co
quan,, tO , chric, don vi khdc
chuy6n tl6n theo quy dlnh cua
ph6p luat.

- Don do l6nh clao n utri dim

- Vdn thu drinh s6 thf
, l , - ,^tu vao so noac ffrap

vdo hQ th6ng co sd dt
li€u tr6n mrly vi tinh cl6

tra criu, quan lj, theo
d6i vd ddm bdo thuc
nlen oung quy omn cua
ph6p lu{t vii luu trt,
PhAp lQnh bAo vC bi
mAt nhd nu6c vd Danh
muc bto vQ bi mdt cria
ngirnh.

0,5 ngdy

t5



\'vr'.-.Jrij!!

d6u,
dir)
,l

tlep

cap ph6 cta nguoi dimg
co quan Ding vd Nhd nu6c

nhdn vd chuydn ddn.

* Chuydn h6 so d6n buoc ti6p
theo.

UBND cAp xd Budc 2
LSnh dao
T]BND

i-
cap xa

Phdn c6ng c6n b6, c6ng chtic xti
ly don.

Hd so da tii5p nhQn 0,5 ngdy

UBND cdp xd Budc 3
Phdn lo4i vd
xri ly don

05 ngdy

UBND c6p xd
Bu6c
3.1

Phdn loai
don

CAn b0,
cdng
chric xt
lj don

- Phdn lo4i tlon thdnh 07 tru&ng
hqp:

+ TTI 1: Dcn khiiiu nai thuQc
.l I .". ithAm quy6n giii quy6t; tlon

khi6u nai quy6t dlnh giai quytit
khi€u nai dd c6. hiQu llrc ph6p
luflt nhmg c6 ddu hiQu vi phq9
ph6p lu{t; don khi€u n4i quy6t
dinh hanh chinh c6 khA ning
gAy h4u quA kh6 khic phuc;

+ TI12: Eon khi6u nai kh6ng
., ^ ., I I .,. i
tnuQc tnam quyen glal quyei;

+ TH3: Don t6 c6o th thAm

Biio c6o k6t qud viQc
phin loai don.

01 ngdy

16

Phdn c6ng
xt lj clon

C6n b0,
c6ng

chric xri
lj don



quy6n giii quyilt:

+ TH4: Ecm t6 c6o kh6ng thuQc
thAm quy6n; Don t6 c6o xu6t
ph6t tri viQc khi6u nai kh6ng d4t
du-q c mqc tlich; Ecm t6 cdo

hanh vi vi pham ph6p lu{t gdY

thiQt hai hodc de dqa gdy thi-et

h4i nghiOm trqng d6n.lqi ich
nhdL nu6c, co quan, t6 chtc,
quy€n vd lqi ich hAp ph6p cria
c6ng dAn;

+ TH5: Don t6 c5o d6ng grii
cho nhidu c0 quan, t6 chric, c6
nlT o9"e. {6.9 :o. 

qu*, 
J6

chric, c6 nhdn c6 thAm quyOn

gini quyiit; Don t6 c6o khdng
dt di6u kiQn thU ly;

I TH6: Don to c6o hdnh vi
tham nhtng vd dcn t6 c6o dAng

vi€n vi pham quy dinh, Di0u lQ

cta Edng;

+ TH7: OOi vOl c6c loai dsn
kh6c.

- Phdn lo4i don thuQc TH3 thi
chuy6n sang bu6c ti6p theo.

t7



UBND cdp xi Buoc
t-z

Xri 1! don

Can b0,
c6ng
chtc xt
Ij don

- Tham muu xri lli ban dAu

thdng tin t6 crio.. ki6m tra, xitc
minh th6ng tin vd ngudi t6 cdo

vd diAu kiQn thu 1! t6.c6o dd

lSnh dao xem xdt, quY6t dinh.

K6t qud xt lli ban <lAu, ntiu

thuQc trudng hqp sau daY thi de
xu6t thu lj:
+ Dri didu kiQn thu lj, tham
muu ldnh dao UBND cdP xd ra
quyi5t dinh thu ly td ceo [H1).
+ Trudng hqp th6ng tin t5 cao

kh6ng rd ho t6n, dia chi cia
nguoi t6 cdo hodc qua ki6m tra.

xiic minh kh6ng xiic dinh <luoc
.. , ...1

nguol to cao ltoac nguol to cao

sri dung ho tdn cia ngudi khdc
de to cao hoac tnong n co n9l
.ldung t6 c6o duo. c phAn dnh

kh6ng theo hinh thric luat dinh
nhrmg c6 nQi dung rO rang vd
ngudi c6 hdnh vi vi pham phAp

luat, c6 tdi iiQq chrng crl cu th6
ve hanh vi vi pham ph6p lu{t vd
c6 co sd ae tfrAm tra, x6c minh
thi dc xu6t ti6n hanh vi6c thanh
tra, ki6m tra theo thAm quydn
(rH2).
- Du thAo vin bdn trA lbi cho co
quan bdo chi, co_quan, t6. chric,
c6 nhin c6 thdm quy6n tl6

- Oe xu6t di ki6m tra,
x6c minh th6ng tin vC

.. r , . -.inguol to cao va oleu
kiQn thu lj t6 c6o ho4c
vdn ban uj' quy6n cho

i ,,co quan, to cnuc co
thAm quyen ki6m tra,
x6c minh, trinh lanh
tlao lcy duyQt.

- THl: Phi6u dA xu6t
thu li don theo Mdu s6
01-XLD ban hdnh kdm
theo Th6ng tu sti
07/20t4lTT-T"ICP
ngdy 31/01/2014 c:0'a

Thanh tra Chinh pht vd
du thno Quy6t dinh thu
l,! 6 cdp vd dr,r th6o
vdn bin giao x6c minh,
vdn bAn th6ng brio vi6c
, .. i,

thu ly to cao cno lguor
bi t6 c6o theo Mdu s6

04, MAu 07, 05 Nghi
dinh s6 31/20194rD-
CP cta Chinh pht quy
dlnh chi tiet mot s6
..). ,1oreu va Dlgn pnap ro

chric t6 chric thi hdnh
- ^ ^i ,Luat lo cao.

- TH2: D€ xudt tien

04 ngdy

hanh vi thanh tra,

l8



chuy6n t6 c6o v6 k6t qud xri lj
t6 cdo.

ki6m tra.

- Du thdo vdn ban tra
ldi cho co quan b6o

,A , ,cnl, c0 quan, to cnuc,
c6 nh6n.c6 thAm quy€n
dE chuy6n t6 c6o vC k€t
qui xt lj t6 c6o.

2.4. Quy trinh s5 a (Me sii quy trinh: 2.001801-04): Xri ti d6i vriri ilo'n ti5 c{o kh6ng thuQc th6m quydn; Dcrn t5 c6o xu6t ph{t til vi6c
khi6u ngi kh6ng {tat iluqc mgc dich; Don t6 c6o hinh vi vi ph4m ph6p lu$t giy thiQt h4i ho{c ile dga gfly thiQt h4i oghie- t.q,ng
il6n lqi ich nhi nuric, co quan, t6 chrtc, quy6n vi ltri ich hop phfp cria c6ng dAn

Lanh dao
UBND
cap xa

Chi d+o/ Phd duyQt hudng xi ly Y ki6n chi dao vi ky
duyet.

01 ngdyUBND cdp xd Bu6c 4
Chi dao xri
lj dcrn

Bu6c 5

Thuc hiOn
chi dao xri
1i

Can b0,
c6ng
chric xtr
lf don

UBND cAp xi
Hodn chinh dg th6o c6c v6n bin
theo chi dao crla ldnh clao

UBND xd theo timg trudng hqp
n6u tai Budc 3.2.

C6c bAn dg thAo theo
tirng trudng hqp n€u t4i
Bubc 3.2 <ld du-o. c Ldnh
dao I-IBND c6p xd chi
d?o.

02 ngdy

UBND c6p xd Budc 6
Ph€ duyQt
k6t qu6 x[r
ti

Linh dao
UBND

l-
cap xa

Kj duyQt vdn bin
Ciic v6n ban theo timg

trudng hqp neu t4i
BuOc 3.2.

01 ngdy

IIBND cdp xd
PhAt hanl
vdn bdn

Vdn thu

- Vdo s6. phrit hdnh vdn bdn;

- Lrru h6 so xri tj. dcrr ho4c h6
so thu lll vd chuydn h6 so sang
giai doan gidi quy6t theo thfi tpc
hAnh chinh giAi quy6t tti cao dtli
voi trudng hqp thu li tlon.

Cric vdn ban theo tirng
truong hqp n€u t4i
Bttbc3.2.

I9
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Co quan, -lon

vi

Budc
thyc
hiQn

TOn bufc
thrp hi$n

Trdch
nhi6m

thyc hiQn

NQi dung c6ng vi0c thqc hiQn Bi6u miu/Ktit qu6
Thdi gian

(ngny)
Ghi chri

UBND cip x6 Bu6c I Nh4n don Vdn thu

*Tiilp nh{n tlcrn tu c6c ngudn:

- Don gti qua dich vq btru
chinh.

- Dcvn do cs quan, t6 chrlc, tton
vi, cd nh6n trpc tiilp gui d6n.

- Qua hQp thu g6p j cria co
quan, Ban Ti6p c6ng ddn, dia
,._l _.4
orem uep cong oan.

- Don do Dai biCu Qu6c hOi, dai
biCu HQi ddng nh6n dan, Ui
ban Mit tr4n T6 qu6c ViQt Nam
vd c6c t6 chuc thdnh vitn cta
Mat trfln, co quan biio chi vi co
quan,. t6 . chuc. don vi k.hric

chuydn d€n thco quy dinh cta
phrip luflt.

- Don do lflnh dao (ngudi drmg
-;. L,oau, cap pno cwr ngucn otmg
dAu) co quan Dang vd NhA nudc
tiiip nhfn vd chuy6n <16n.

* Chuy6n h6 so dtln butic tit5p

theo.

- Vdn thu drinh sti thr?

tu vdo s6 hoic nhQp

vdo hQ thiing co sd dii
liQu tren m6,y vi tinl dC

tra criu, quin lf, theo
d5i vd tlim bdo thgc
hiQn dung quy dinh ctia
phdp lu{t vC luu tr:t,
PhAp lQnh bdo vQ bi
mdt nhd nu6c vd Danh
muc b6o v€ bi mdt cria
ngdnh.

0,5 ngdy

UBND c6p xE Bu6c 2
Phdn c6ng
xri lf <Ion

LEnh d4o
IJBND

t-
cap xa

PhAn c6ng c6n bQ, c6ng chirc xir
ly don.

H6 so de ti6p nhfln 0,5 ngdy
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UBND cAp xa Bu6c 3
PhAn lo4i vd
xri lf clcrn

C6n b0,
c6ng

chric xri
ly don

2,5 ngiry

UBND cAp xE
Bu6c
3.1

Phdn loai
don

Cdn b0,
c6ng
chirc xt
l! don

-PhAn loai dor thdnh 07 truong
hqp:

+ TH 1: Dcrn khi6u ngi thu6c" lontham quyen gral quyet; (

khii5u n4i quyiit dinh giii quytit
khitiu n4i da c6 hiqu h;c ph6p

luAt nhrmg c6 d6u hiQu vi pham
phrip ludt; don khi6u n4i quyet
dinh hanh chinh c6 khA ning
giy h{u qud kh6 khic phuc;

+ TH2'. Eon khi6u nai kh6ng
thuQc thAm quy6n gini quy6t;

+ TlI3: Eon t6 c6o thuOc thAm
: .". i

quyen glal quyet:

+ TH4: Don ti5 c6o kh6ng thuQc

thAm quyAn: Eon tt5 c6o xu6t
phiit tu viOc khi6u nai kh6ng il4t
duoc muc clich; Erm t6 crio

hdurh vi vi phanr ph6p luflt gAy

thiQt hai hodc de dqa gdy thiQt

h4i nghiCm trong <I6n.loi ich
nhA nu6c, c0 quan, t6 chric,

I .,.,, ,quyen va lor lcn nup pnap cua

c6ng dAn;

+ TH5: Don tti crio d6ng gui
cho nhi6u co quan, t6 chftc, cri

86o c6o ki5t qud viQc

phdn lo4i rlon.
0,5 ngdy

)l



nhfln trong d6 c6 co. quan, !6
chirc, cit nhdn c6 thdm quy6n
giai guy6t; Don t6 c6o kh6ng
dri di6u kiQn thu ly';

+ TH6: Oon t6 crio hdnh vi
tham nhfing vd don t6 crio dang
vi6n vi pham quy dinh, Ei6u lQ

cria Edng;

+ T]fi7: D6i v6i c6c loai don
khric.

- Phdn loai don thuQc TH4 thi
chuy6n sang buOc ti6p theo.

02ngiry

- THl: Dfr thAo vdn
bdn chuy6n drvn t6 cdo

theo M6u s6 05-XLD
ban hinh kdm theo
Th6ng tu sti
07 /20t4rtT-TTCP
ngity 31/0112014 crta
Thanh tra Chffi pht

- Dg thAo vdn bAn chuy6n d<rn

vd ciic chimg cu,. th6ng tin, tai

li6u kdm theo (ndu c6) d6n co
quan, t6 chuc. cri nhdn c6 thAm

I .". i , ,quyen grar quyet (ca trong
tnrcrng hqp dcrn to cAo kh6ng 16

hq tOn, dia chi cria ngudi t6 c6o

ho{c qua x6c minh. khdng x6c
dlnh duo. c nguoi t6 c6o ho{c
nguoi t5 crio sri dung hg tOn cua

ngudi kh6c d6 t5 c6o nhr"mg c6
nQi dung 16 rdng v6 ngudi c6
hdnh vi vi pham phip luQf, cQ

tni fiQu, chimg cu cu th6 vC

hdnh vi vi ph4m ph6p lttflt thi
, I -:. 

^ 
| ,

chuyen oen co quxn..to clluc. ca
nh6n co thdm quy0n dC tidn

X[r lj don

Cdn b0,
c6ng
chric xri
lli don

Bu6c
3.2

UBND cdp xd

22



hinh viQc thanh tra, ki6m tra
phpc vp cho c6ng t6c quan l;i
(rH1).

- Trudng hqp dorl t6 c6o xu6t
ph6t tu viQc khit5u nai kh6ng <l4t

duoc mqc dich md kh6ng cung
c6p duqc th6ng tin, tdi liQu
chimg minh vi6c t6 c6o (TH2):
E€ xuit kh6ng thg ly.

t,- Trucrng hqp don t6 crio hiur}
vi vi pham phrip lu{t gay thiQt
hai hoic de dpa gdy thi€t hai
nghiOm trgng d6n lgi ich nhd
nu6c, co quan, t6 chric, quy6n
vd lqi ich hqp ph6p cta c6ng
dan [H3): D6 xu6t 6p du',g
biQn ph6p ngin chin hoflc th6ng
brio cho co quan c6 thAm quyOn

6p dung biQn ph6p kip thdi ngdn
chAn.

- Du thAo vf,n bi,n th6ng b6o
cho co quan b6o chi, co quan, t6
chuc. cd nhdn co thim quydn dd
chuy6n t6 cao vA k5t quA xir lj
t6 c6o.

- TH2: Dd xu6t kh6ng
thu lj don.

- TH3: Dd xuAt 6p dung
biQn phap ngdn chdn
ho[c th6ng. b6o cho co
quan c6 th6m quy€n 6p

dung biQn ph6p kip
thdi ngdn ch[n

- Dg thdo vdn ban tra
ldi cho co quan b6o
chi, co quan,, tO chil.c,

c6 nhtu.c6 Jham qr1y6.n

di chuvCn t6 ciio v€ k6t
qui xri $ t6 c6o.

01 ngdy
C6c vin ban theo ttrng
trubng hqp n€u tai
BuOc3.2.

Ldnh dao
I.]BND

A-
cap xa

Buoc 4
PhO duyQt
ket qua xir
\i

UBND cAp xi Ky duyQt vdn bin
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IJBND cdp xE Bu6c 5
Phdt henh
vdn bi'n

Vdn thu
- Vdo s6, phAt hanh vdn ban;

- Luu hd so xt Iy tlon.

C6c vEn b6n theo ttmg
truong hqp n€u tai
Bu6c 3.2.

0,5 ngdy

UBND cAp xi Bu6c 6 TrA kiit qud
B0 pt-rdn

tre ket
qua

Grii vnn bAn chuyiSn don cho
ngudi t6 c6o bitit.

Vin bin chuv6n don
;J

d6n. c<r quan c6 thim
quy6n gi6i quy6t.

2.5. Quy trinh s5 5 (Me s6 quy trinh: 2.001801-05): Xft ly d5i vri'i don tii crio tldng gti cho nhidu co quan, t5 chric, cri nhfln trong dri
cri co quan, t6 chrirc, cf nhin c6 th6m quy6n giii quy6t; Don t6 c{o kh6ng thi tli6u kiQn thtt If

Ctr quan, iltrn
vi

Buric
thgc
hi6n

TGn buric
thuc hi6n

NQi dung c6ng viQc thuc hiQn Bi6u miu/K6t qui Thdi gian
(ngi,y)

Ghi chri

UBND c6p xa Budc I NhAn don Vdn thu

*Ti6p nhAn don ti-r ciic ngudn:

- Don giri qua dich vu buu
chinh.

- Don do c0 quan, t6 chric, ctcrn

vi, c6 nhAn truc tiOp gui ct€n.

- Qua hQp thu g6p y cria co
quan, Ban Tiilp c6ng ddn, dla
di6m ti6p c6ng dAn.

- Dcrn do Dai bi6u Qu6c hQi, dai
biiiu HQi ddng nIAn dan, Ui
ban Met trAn T6 ou6c Vi6t Nam
vd c6c t6 chuc thanh vi6n cta
Mdt trdn, co quan b6o chi vd ccr

ouan. t6 chuc. don vi khiic
chuyOn d6n theo quy dinh cria

- Vdn thu clinh s6 tht
, ,i , - ,^tu vao so noac nnap

vdo h0 thting cs sd dft
li6u tr6n mdy vi tinh 116

tra cuu, qudn ly, theo
d6i vd tlim bAo thuc
hiQn dung quy dinh cta
ph6p lu{t vO luu trt,
Ph6p l€nh bAo v6 bi
m6t nhd nudc vd Danh
muc bAo v6 bi m0t cira
ngdnh.

0,5 ngdy
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nhi6m

thg'c hiQn



ph6p lu{t.

- Don do ldnlr dao (nguoi drmg
rl6u, c6p ph6 cta nguoi dr?ng
dAu) co quan DAng vd Nhi nudc
tiep nhfln vA chuy6n cl6n.

I . I -i , t* Chuy6n h6 so d6n bu6c ti6p
theo.

UBND cAp xE Bu6c 2
Phdn c6ng
xt ly clon

Ldnh dao
UBND
cap xa

Phdn c6ng crln b6, c6ng chric xri
ly dcrn.

I{d so da titSp nhQn 0,5 ngdy

UBND cAp xi Bu6c 3
PhAn loai vA
x& ly elon

C6n b0,
c6ng

chirc xt
lli dcrn

- Phdn loai dryn thdnh 07 trucmg
hqp:

+ TH 1: Eon khi6u nai thu6c
. i : ... :thri.m quy€n gidi quy€t; <lon,,.; . ,(. ... .".

khiOu nai quy6t dlnh gidi quy€t
khi6u nai dd c6 hiQu lqc phdp
lu{t nhrmg c6 d6u hi6u vi ph4m
phdp lu{t; don khi6u nai quy6t
dinh hen}r chinh c6 khd n[ng
gny hfu qud kh6 khic phuc;

+ TH2: Don khi0u nai kh6ng
,I ). ... I

tnuoc tnam quyen gIal quyet;

+ TH3: Dcrn t6. cdo thu6c thAm
quy6n giAi qui,6t:

03 ngdy

utiNo cAp xa
Bu6c
3.1

PhAn loai
don

Can b0,
c6ng
chric xir
ly don

86o c6o ktit qua viCc
phdn lo4i don.

0i ngdy
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+ TH4: Ecn t6 c6o kh6ng thuQc

tfA.m.Cuy!n, Drcn t5,c{o xuAt

phdrt tt vi6c khi6u nai Hr6ng d4t

duo. c mi-rc dich: Dcrn t6 crio

hinh vi vi ph4m ph6p luQt gAY

thiCt hAi ho6c de dqa gdY thiQt

hai nghi€m trgng d6n.loi ich

nhd nu6c, co qurul, t6 chtc,
quydn vd lqi ich ho-p ph6p cria

c6ng dAn;

+ TH5: Dcrt t5 c6o d6ng grli
cho nhidu co quan, t6 chrlc, c6

nhin trong d6 c6 co. quan, ti
chfrc, c6 nhdn c6 thAm quydn
giAi quytit; Don t6 c6o kh6ng
dri di6u kisn thu lj;

TH6: Don t6 c6o hinh vi,; ,
tham nhung va don l.o cao oang
vi6n vi pham quy dinh, Di0u l0
cta Ding;

+ TH7: OOi v6i c6c loai don
kh6c.

- PhAn loai dcrn thu6c TH5 thi
chuy6n sang bu6c d6p theo.

02 ngdy

- Dd xu6t kh6ng thr.r 1y.

- DU th6o v6n bdn tri
ldi cho co quan b6o
chi, co quan,. tO chtic,
c6 nhdn c6 th6m quyen

- D6 xu6t kh6ng thp lY.

- Du thio vdn bAn trA ldi .cho co
quan biio chi, co.quan, to. ch[rc,
cri nhin co thanr quydn dI

. : j. , :,L
chuyOn t6 cao vd k€t qud xt lli

Xt l.i rlcm

C:ln bQ,

cdng
chilc x[r
ly don

Bu6c
3.2

UBND c6p xd

26



t6 ciio. c15 chuy6n t6 cao ve ktit
qu6 xtl ij t6 c6o.

2.6. Quy trinh s6 6 (Me s6 quy trinh: 2.00180f -06): Xrl ly diii vrfi ilo'n tii c6o hinh vi tham nhiing vi tlon t6 c:io tling vi6n vi ph4m
quy tllnh, Di6u lQ cfra Ding:

Bucvc 4
PhC duyQt
k6t quA xt
ly

Ldnh dao
UBND
^-cap xa

K:i duygt vdn biin
Ph€ duyQt f kilin dB

xuAt.
01 ngdyUBND cAp xd

UBND cdp xE Buoc 5 Luu h6 so Vdn thu - Luu h6 so xri [{ don.

Don t6 crio, dd xu6t
kh6ng thu lf cta c6n
bQ, c6ng chfc xt ly
tlon vd phO duy€t cria
linh d4o.

Co quan, tlon
vi

Burfc
thgc
hi6n

TOn brrlc
thgc hiQn

Tr{ch
nhiQm
thr3c
hiQn

N$i dung c6ng viQc thuc hi6n BiSu miu/K6t qui Thoi gian
(ngnv)

Chi chri

JBND cdp xE Buoc I Nhdn don Vdn thu

*Ti6p nhan don tu cdc ngudn:

- Don gti qua dich vg bru
chfnh.

- Don do co quan, t6 chric, clcm

vi, cd nhdn truc ti6p gui diin.

- Qua hQp thu g6p f cta ccr
qu,an, pan Ti6p c6ng dAn, dia
cli0m ti€p c6ng d6n.

- Eon do Dai bi6u Qu6c hQi, dai
bi6u H6i d6ng nhan ddn, U'i ban

- Ven thu d6nh s6 thri
t.u vdo s6 hodc nhdp vdo
hQ th6ng co sd dt li6u
tr6n m6y vi tinh d6 tra
cr?t! quan ly, theo d6i
vd dim bAo thuc hi6n
dunC qyy clinh cta ph6p
luft v€ lrru trf, Ph6p
lQnh bno vQ bi mdt nhd
nudc v?r Danh mUc bio
v€ bi mflt cria ngirnh.

0,5 ngdy
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Mdt tr0n To quoc Vi6t Nam va
c6c t6 chirc thanh vi€n cta M{t
tr{n, co. quan b6o chi vd co
quan, t6 chric, dcm vi kh:ic
chuy6n d5n theo quy dinh cta
phrip lu4t.

- Eon do ldnl dao (nguoi dung
.L idau, cap pl)o cua ngucn cung

dAu) co quan Dang vd Nhd nu6c
ti6p nhQn vd chuydn di!n.

* Chuy6n h6 so d6n budc ti6p
theo.

UBND cdp xd Bu6c 2
Phdn c6ng
xri ly don

Lanh
<l?o

UBND
t-

cap xa

Phdn cdng c6n bQ, c6ng chric xri
li, tlcrn.

H6 so da tiiip nhfln 0,5 ngdy

UBND cAp xd Budc 3 PhAn loai vd
xri lj dcrr

C6n b0,
c6ng

chric xir
lj don

03 ngdy

IJBND cdp xd
Budc
3.1

PhAn loai
don

C6n b0,
c6ng
chirc xir
lj d<n

- PhAn lo4i don thdnh 07 trudng
hqp:

+ TH 1: Dcm khi6u nai thuQc
., I I ... ithrim quy6n girii quy6t: don
khi6u nai quyet Ointr giAi quy6t
khi€u n4i tld c6. hi€u igc phdp
lu{t nhmg c6 dAu hiQu vi ph4m
ph6p luQt; don khi€u nai quy6t
dinh hanh chinh c6 khA n[ng

86o c6o k6t qui viQc
phAn lo4i don.

01 ngdy
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gdy hf,u quA kh6 khic phr,tc;

+ TIl2: Don khi6u nai kh6ng
muQc tnam quyen grar quyet;

+ TH3: Don t6 crio thuQc lhAm
quyen glar quyel:

+ TH4: Don t6 crio kh6ng thuQc
.: I ^ ; ,thim quydn; Don td c6o xudt

ph6t tu viec khi6u nai kh6ng d4t
duo. c muc dich; Ecrt t6 c6o

hinh vi vi ph4m ph6p luQt giy
thiQt hai ho{c de dga gdy thiQt
hai nghi0m trqng d6n lqi ich nha

nudc, c0 quan, t6 chtc, quy€n
vA lqi ich hqp ph6p cta c6ng
dAn;

+ TH5: Don t6 crio d6ng grii
cho nhiAu cs quan, t6 chirc, ca
nhAn trong d6 c6 co quan, t6
chric, c6 nhin c6 thAm quy€n
gi6i quytitl Don t6 c6o ktr6ng <It
di€u kiOn thu li;

+ TH6: Dcrn t5 cao hanh vi tham:,ffrung va oon Io cao oang vlen
vi pham quy dinh, Di6u 1Q cta
D*g;

+ TH7: D6i vdi c6c lo?i don
kh6c.

- Phin loai dcrn thu6c TH6 thi
chuy6n sang bu6c ti6p theo.
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UBND c6p xd
Budc
3.2

Xft lV drvn

C6n bQ,

c6ng
chuc xri
ry don

- DA xu6t chuy6n don theo quy
dffi cta phrip luflt vi| phong,
ch6ng tham nhtng/ quy clinh,
Di0u lQ cua Ddng.

- DU th6o vin b6n trd ldi cho co;' ,quan Dao cnr, co quan. to cnuc.
ci nhdn. c6 thAm, quyAn dd
chuy6n t6 c6o vC k6t qui xi lj
t6 c6o.

- DU thio vdn bin
chuy6n don t6 c6o theo
Mdu s6 05-XLD ban
hdnh kdm theo Th6ng
fi s6 0712014/'|T-TTCP
ngiry 31/01/2014 cria
Thanh tra Chinh phi

- Dq thAo vdn bAn tri
ldi cho co quan b6o chi,

A ,.co quan, to cnuc, ca
,.,4 i --nnan.co Inam quyen 4r

chuyOn t6. c6o v6 k6t
qud xt lj t6 c6o.

02 ngdy,

UBND cAp xd Bu6c 4
Ph6 duyQt
k6t quA xri
t!

Lan}r
tlao
IIBND
cap xa

- Ky duy6t vdn ban
Vdn bAn chuy6n ctcrn t6
cin. 01 ngdy

LIBND cAp xE Bu6c 5 Luu hd so Vdn thu
- Phrit hdnh vdn bin;

- Ltru h6 so xri l! don

-.VEn ban chuy6n don
t6 c6o.

UBND c6p xd Buoc 6 Trd k6t qua
e0 p!4"
tri k€t
qua.

Ven ban chuy6n don gtri.d€n co
quan c6 thim quy6n vd d6ng gti
cho ngucri t6 c6o bi6t.

-.Van ban chuy6n dcm
t6 ciio.
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a1 Quy trinh s5 Z 6la sd quy trinh: 2.001801-07): Xri lf diii vfi c6c lo4i tlcrn kh6c

Co quan, don
vi

Bu6c
thgc
hiQn

T6n budc
thrc hi6n

Trrich
nhi6m

thg'c hiQn
NQi dung c6ng viQc thqc hiQn Bi6u mAulK6t qui Thtri gian

(ngnv)
Ghi chri

UBND cip xd Buoc 1 Nhdn don Vin thu

*Ti6p nhin dcrn tir ciic ngu6n:

- Don giri qua dich vu brru
chinh.

- Don do co quan, t6 chric, <ton

vi, c5 nhAn tr.uc ti6p gui d6n.

- Qua hQp thu g6p f cta co
qu3t, 9* Ti6p c6ng dAn, dia
<li€m ti6p c6ng ddn.

- Don do Dai bi6u Qu5c hQi, dai
bi6u HQi d6ng nhAn dan, Ui
ban Mdt tr4n T6 qu6c Viet Nam
vd c6c t6 chric tl-rdnh vi6n cta
M[t trfln, co qrun b6o chi vd co
quan, t6 chuc, clon vi khric
chuy6n d6n theo quy dinh cta
ph6p luat.

- P* 9o l6nh d4o (ngucri dimg
dgu, cip ph6 cira nguoi drlmg
d6u) co quan Eang viNhd nu6c
ti6p nhQn vd chuy€n d6n.

* Chu h6 so d6n bu6c ti

- VEn thu drffi s6 thri. :., - ,^tu vao so noac map
vdo h€ th6ng c<y sd dt
li€u tr6n m6y vi tinh d6
tra cfu, quan l1i, theo
d5i vd ddm bio thuc
hiQn dung quy clinh cria
ph6p luflt v6 luu trt,
Phdp lQnh b6o vq bi
mQt nhd nu6c vi Danh
muc bAo vO bi mdt cta
ngdnh.

0,5 ngiy
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IJBND cAp xd
Phdn c6ng
xir ly tlon

Ldnh dqo
I]BND
cap xa

Ph6n c6ng c6n b6, c6ng chirc xt
lf don.

HO so da ti6p nhqn 0,5 ngdy

UBND cdp xi Bu6c 3
PhAn loai vd
xri ly dcrt

C6n b0,
c6ng

chric xu
Iy don

2,5 ngil'

UBND c6p xa
Budc
3.t

Phin loai
don

C6n b0,
c6ng
chric xri
Iy don

- PhAn loqi don th2Lnh 07 tnrdng
hqp:

+ TH 1: Dcrn khiOu n4i thu6c
.: : .". Itham quy6n gidi quydt; don

...: . ,l ,. , .".
khi6u nai qUy(:t dinh gi6i quyet
khir5u nai dd c6 hi6u lgc ph6p

. , ,l ..^
luat nI][mg co dau nr9u vl pnam
phrip luQt; dcm khi6u n4i quytit
dinh hanh chinh c6 khi ning

'''.', 
j

gay nau qua Kno (Jlac pnuc;

+ TT12: D<rn khi6u nai kh6ng
.1 I .,. :

uluoc tnam quyen grar quyet;

+ TH3: Don t6 crio thu6c thAm
I .,. :

quyen gral quyet:

+ TH4: Dcm t6 c6o kh6ng thuQc
thAm quy6n; Don tO c6o xuat
ph6t tt viOc khiiiu nai kh6ng rl4t
duo. c muc dich; E<rn t6 c6o
hAnh vi vi pham ph6p lu@t gAy
thiQt hai ho{c de doa thi0r

Bdo c6o k6t quA vi€c
phdn loai don.

0,5 ngdy
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quyAn vd lqi ich hap ph6p cria
c6ng d6n;

+ TH5: Dsn t6 c6o ddng gui
cho nhidu co quan, ti5 chr?c, cd
nhdn trong d6 c6 c<r quan, 

16
chric, c6 nh6n c6 thdm quy6n
giii quyilt; Don t6 crio kh6ng
dri di€u kiOn thu lj;

+ TH6: Don t6 ciio hdnh vi-; ,
tnam nxung va ocm to cao oang
vi6n vi pham quy dinh, Didu IQ

cia DAng;

+ TH7: BtSi voi cdc lo4i dcrn

kh6c.

- PhAn loai don thu6c TH7 thi
chuy6n sang bu6c ti6p theo.

lgi ich
chric,

hai nghi6m tIo
r6conuocnhd uan,q

UBND cip xd
Bu6c
3.2

Xri lV drm

Can b0,
c6ng
chric xir
lf don

- Don kiiln nghi, phan anh
,I I ...

thu6c thAm quydn gidi quydt
(THl):.DC xu6t thr, ly dcrn phan
6nh, ki€n nghl.

- Don ki6n nghi, phan inh
kh6ng thuQc thA:rr quydn giAi
quy€t (TH2): DC xu6t chuy€n
don.

- Don khi6u nai, t5 cdo, phdn
r.( . ,.:ann, klen ngnl co rreu nol
khiic nhau th c thAm

- THl: Phi6u dd xu6t
xft lf dcln theo MAu s6
01-XLD ban hdnh kdm
theo Th6ng tu s6
07|2014\T-TTCP
ngdy 31/01/2014 cria
Thanh tra Chinh pht.

- TLI2:Du thAo vdn
ban chuy6n don theo
MAu s6 o6-XLE ban
hdnh kdm theo Th6

02 ngdy
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quy0n giai quy6t cta nhidu co
quan ('IH3): Dq thio vin bin

,: .. ,. !

huong ddn ngudi gui don tdch
ri6ng nmg n6i dung vd gui dung
co quan c6 tham quy€n giii
quytit

- Don thu6c thAm quy6n gi6i
quy6t cta co quan ti6n hanh t6
t.ung, thi hdnh 6n; co quan dAn

cri; t6 chric chinh tri, t6 chric
chinh tri - xa hQi, t6 chirc chinh,:Ei, xa hOi - ngh6 nghi6p, t6;,chuc xa hQl, 1() cnuc xa nql -
nghd nghiQp, t6 chric t6n girio;
clon vi su nghi€p c6ng l6p;
doanh nghi6p nhd nudc (TH4):
Du thdLo vdn bdn hucrng din
nguoi grii don ho{c chuy6n dcnt

d6n c6c co quan ndy.

- Ecvn khit5u nai, t(i cdo, ki6n
nghi, phdn.rinh nhtng vu vi6c
c6 tinh ch6t phric t4p [H5):
86o c6o LEnh <lao rip dgng crlc
biQn ph6p theo thdm quy6n klp
thdi xri lj hoic dO nghi co quan

. .,1 | " ,, , tco tham quyen xu ly ap oung
biQn ph6p xt ly.

- Dg th6o vdn bdn trd ldi cho co
quan biio chi, co quan, t6 chuc,
c6 nh6n c6 thAm quy6n dd

. : ; , ;,I
chuydn t6 c6o vd kit qut xri ly

tu s6 o7l2o14/TT-
TTCP ngiy 31/01/2014
cria Thanh tra Chinh
pht

- TII3: DU thio vdn
ban hudng ddn theo
MEu sii 07/XLD ban
hdnh k€m theo Th6ng
rE sti 07 /2ol4rfT-
TTCP ngdy 31,101/2014
cira Thanh tra Chinh
phri.

- TH4: DU thio vln
bin hu6ng d5n theo
MAu s6 07/XLD hoic
vdn bin chuy6n don
theo MAu sii oo-xro
ban hanh kdm theo

_llnong Iu so

07/2014/TT-TTCP
ngdy 31101/2014 cira
Thanh tra Chinh phti.

- TH5: 'f kit5n dA xuit
vi kdm dg th6o vin
bi'n gti co quan c6 1i6n

quan theo nQi dung <l€

xuAt.

- Du thAo vdn bAn tri
ldi cho co quan b6o
chi, co quan, t6 chric,
c6 nhdn c6 thAm
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td c6o dd chuy6n tt5 ceo ve ktlt
qui xir lf t6 c6o.

3. THU TUC GrAr QUYET Krrrfu NAr LAN DAU T4r CAP XA (Ua s6 TTHC: TTR-KFrA-04): C6 0l quy rrinh, md s6 quy trinh:
2.001925 (theo mE s6 TTHC tr6n Co sd dt li6u qu6c gia TTT{C Dich vu cdng).

Thdi h4n giii quytlt: Kh6ng qu6 30 ngA.y, k6 tu ngdy thu l)r; d6i vdi vu vi€c phric tpp thi thoi han gini quy6t c6 thii kdo ddi hon nhtmg
kh6ng quri 45 ngdy, k0 tu ngdy thU l1i. O vtng sAu, vtng xa di lai kh6 khin: Thoi han gi6i quy6t kh6ng qu6 45 ngity,k6 tu ngdy thp ly;
dtii vdi vu vi€c phric tap thi thcri gian gi6i quytit kh6ng qu6 60 ngdy, k6 tu ngdy thu lf. Ri6ng thdi hqn giAi quy6t khi6u n4i quy0t dinh
kj lu{t c6n bQ, c6ng cht?c ld kh6ng qu6 30 ngdy, kti tu ngdy thq l)t; d6i v6i ru vi6c phfc tap ld kh6ng qu6 45 ngdy, k6 tu ngdy thp l!.

TiCp,, .:
lclreu

nhan hO so thu lj
nai do \rin thu ch

dcvn

en

01 ngdyPhC duyQt/ Kj duyQt vdn ban
Ph€ duyQt/ Kj duyQt

c6c vXn binUBND cAp xd Bu6c 4
Ldnh dao

TIBND
cap xa

UBND cAp xd Budc 5
Phet henh
vdn bin Vdn thu

Phet henh vdn bdn; Lrru h6 so
xri lf don ho{c h6 so thg lf ilon
vi chuy6n h6 so sang giai tloan
siai quvdt theo thir ruc giAi
quy€t phdn 6nh. ki6n nghi ddi
vdi trudng hgp thu ly.

Cric vdn bin kj duyQt.

Bucrc 6 Trd k6t quA
BO phan

, ,ira Ket
qua

Grii vdn bdn dd duo. c kj duyQt
cho. nguoi pl:an dnh, ki6n nghi,
khi6u nai, t6 c6o vd c6c co

: ,, , ,l Iquan, to chuc co tham quyen
gi6i quy6t.

C6c vdn ban kj duyQt.

0,5 ngdy

UBND cAp xd

Ccr quan, don
vi

Bu'6c
thgc
hi6n

TOn buric
thuc hiQn

Trrich
nhiQm

thqc hi6n
N6i dung cdng viQc thgc hiQn Bi6u miu/Kdt qui Thli gian

(ngrv) Ghi chri

UBND c6p xd Bu6c I Nhdn h6 so Can b0,
c6ng

- H6 so da tiiip nhan 0,5 ngdy

35

Phe duy€t
de xuat xu
ti



chfc
cluo. c giag
giAi quy6t

n4i

@6 ph{n rt ij dcrn)

- TH1: Brio c6o ktit qud
xri lli h6 so giai quy6t
khiriu nai vd dg thdo
quy6t a6n giii quytit
khi6u nai.

- TH2: B6o c6o kiit qu6

xt lf h6 so vd dg th6o
vdn bAn y6u c6u HQi
d6ne k, ludt c6n b0,
c6ng chric xem x6t.

. TH3:

+ EA xu6t ti6n hdnh
xric minh;

+ Quy6t dinh vd viQc
giao nhiQm vu x6c
rninh nQi dung khi6u
n4i theo Miu s6 03-KN
ho4c thanh. lflp Doan
x6c minh/Td x6c minh

khi6u nai theo
04-KN ban

hanh kdm theo Th6ng
ru sr5 o7l2onffT-
TTCP cria T6ng Thanh
tra Chinh pht tl6 tluo. c
tdnh dao ky duyQt.

uns
s6

nOi d
Miu

01 ngdy

- Ki6m tra t4i quy€t dinh hanh
chinh, hdnh vi hdnh chinh bi
khi6u nai, n6u khi6u nai d0ng
thi tham muu cho Ldnh d4o ra
quy6t dinh giAi quy6t khi6u nai

t .,4ngay v?r chuy6n d€n Budc 6.

(rH1).

- Ki6m tra lqi quy6t dinh ki lu6t
c6n bQ. c6ng chuc bi khi6u nai,

i ^. , ,, .i
n6u n6i dung khi6u nai da rd thi
tham muu Ldnh deo y6u ciu
HQi ddng kj'lu4t can b6, c6ng
chric xem x6t d0 dd nghi gidi
quy6t va chuy€:n d6n Bu6c 6.

(TH2).

- Trudng hop chua drl co sd k6t
ludn nOi dung khi€u nai thi b6o
c6o, tld xuAt hnh dao d6 titin
hdnh xilc minh nQi dung khiiiu
nai, dg thdo c6c vdn bin c6 li€n
quan.trinh l6nh dao ky duy6t vn
chuyen bu6c ti6p theo (TH3).

Xt lj h6 so

C6n b0,
c6ng
chric

dugc giao
giii.quy6t
khi6u nai

Bu6c 2UBND cip xd
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UBND cAp xA Bu6c 3

- C6ng b6 quytit dinh xdc minh
n6i dung khi€u ngi tai co quan,

t6 chric, don vi cfia nguoi b!
.. .i
Knleu nar.

- Ti6n hnnh x6c minh vd b6o
crio k6t qud xdc minh trinh ldnh
dao ky duy6t (nQi dung b6o c6o
g6m: dOi tuong xec minh, thoi
gran tren hanil xac mlrul, ngu0l
ti6n hanh x6c minh, ndi dung
xric minh, kcr qud xac minl. k6t
luin vd ki6n nghi nQi dung giAi

i ,. -A
quyet l01eu nar ).

- Du thao vdn bin th6ng b6o t6
chuc d6i thoai khi y6u cAu cria

.. - . .t . . , ,(
nguor khreu nal va Ket qua xac

-inh "Ot 
khrlc nhau vd chuyAn

sang Bu6c 4.

- DU thdo Quy5t dinh dinh chi
vi6c gidi.quytit khitiu.n4i khi
ngudi khi€u nai nit khi€u n4i vd
chuy6n Bu6c 6.

Xric minh
nQi dung.. .:
khreu nal

- Bi0n ban c6ng bil
quyiit Ai*r x6c minh
nQi dung khi€u n4i.

- Bi€n ban ldm viQc voi
nguoi khi6u nai, nguoi
bi khi6u n4i, co quan,

t6 chtc, cton vi, c6

nhAn c6 li6n quan theo
MAu sti o5-KN ban
hdnh kdm theo Th6ng
tu s6 o7/2o]f.fiT-
TTCP hodc v6n bAn
y6u cAu ngudi.khi6u
n4i, nguoi bi khi6u nai,
co qwm, t6 chric, don
vi, c6 nh6n c6 li6n quan
cung cAp th6ng tin, tdi
liQu, bAng chimg theo
Mdu 06-KN ban hAnh

kdm theo Th6ng tu si5

07/am-TTCP.
^.1 i- ulay blen nnan ve

viQc ti6p nhln th6ng
tin, tdi liQu, bdng chirng
theo M6u s6 oz-rs
ban hdnh kdm theo

,Arhong ru so

07/2013/TT-TTCP.

- Vdn ban tnmL cAu
girim dinh theo Mdu s6

08-KN ban hdnh kdm

-25 ngiry
(Trudng

hqp vu viOc
phfc t4p

kh6ng qu6:
40 ngdy)

- Vtrng s6u,

virng xa tli
lai kh6

kh[n: 40
ngay

(Truong
hqp vu vi6c

phric tap
kh6ng quii:

55 ngdy)

- D6i vOi

khi6u nai
quyet omn
hj' luft c6n

bQ, c6ng
chtc'.25

ngey
(Truong

hqp vU viQc
phtc t4p: 40

ngav)
,-l
( I ong mol
gian ndLy

phdi dim
bAo thoi

- Co quan,

cit nhin
Icung cap

th6ng tin,
tai liQu,

bdng chring
trong thoi
han 07
ngay, k6 tr-r

ngay nhan
du-o. c yCu

cau.

C6n b0,
cOng
chrlc

duoc giao
x6c minh

iglal quyet
khi6u nai

)/



theo Th6ng tu s6
07 12013/TT-TTCP .

- Bi6n bAn ldm viQc
gita nguoi c6 trdch
nhi6m xdc minh v6i.. ' ' .:nguol KI[eu nal, ngu-cn

bi khi6u nai theo Mdu
s5 os-xN ban hanh

i
t(em theo lhong tu so
O7I2O13/TT.TTCP:. ';I ruong ncrp Ket qua
xlc minh kh6c v6i
th6ng tin, tdi liQu, bing
chring do nguoi thi6u
n4i, ngudi bi khiOu nei
cung cap.

- Biio ciio k5t qui x6c
minh theo Mdu s6 11-
KN ban hAnh kdm theo

;,rnong tu so

07120131TT-TTCP vit
du thAo vdn bdn th6ng
b6o thoi gian, dia di€m,
n6i dung viQc d6i tho.ai
grii cho ngucri 

. 
khi€u

nai, ngudi bi khiOu nai,
ngudi c6 quy6n vd
nghia vqr li0n quan, co

A ,,quan. to cnuc co llen
quan, trinh lanl dao ky
duyQt.

gian ngudi
khi6u nai.
nguoi bf

khi6u nai vd
c0 quan, Io
chric c6 li€n
quan nh4n
nhAn duoc

th6ng brio t6
chric d6i

thoai)
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- Du thAo Ouv6t dinh
dinh chi viQc giii quy€t
khi0u nai theo MAu s6
12-KN ban hdni kdm
theo Th6ng tu ..6

0712013/TT-TTCP (d6i
v6i trudng hqp ngu<ri
khii5u nai rut khi6u
nai).

Ldnh dao
UBND

A-
cap xa

Bi6n ban <l6i thoai theo
Mdu s5 i4-KN ban
hdnh kdm theo Th6ng
tu s6 o7/2oBnT-
TTCP.

01 ngdyUBND c6p xd Budc 4
T6 chrlc dt5i

thoai

Tru&rg hqp y€u cAu cua nguoi
khi6u nai vd k6t qui x6c minh
cdn khiic nhau: T6 chrlc ct5i

tho4i v6i ngudi khi6u n4i, nguli
bi khi6u n4i, ngudi c6 quy€n vi
nghia vu li6n quan, co quan, t5
chric, c6 nhAn cri li6n quan.

UBND cip xi Bucvc 5
T6ng hqp
xt ly

Can b0,
c6ng
chric
du-o. c giao
gi6i quy6t
khitlu nai

Cdn cu vdo quy dinh phrip luat,
kOt qud xric minh. kdt qud d6i
thoai (n6u co), crin .b6, c6ng
chr?c t6ng h-q p xri ly h6 sq tham
mrru quydt dinh giai quyCt khieu
nai.

Du thdo quyet ainfr giai
quy6t khieu nai theo
MAu s6 15-KN ban
hanh kdm theo Th6ng
tu s6 07/20I3tT'l-
TTCP ngdy 31/1012013
cria Thanh tra Chinl
pht.

01 ngdy

UBND cdp xd Bu6c 6

Ban hanh
quytit dinh:glar quyet
khi6u n4i.

Chi tich
I,IBND

A-
cap xa

Xem xdt vd loi ban hdnh-

^ ,( .. . .,. i.- QyYet dtnn glal quyet
khi6u nai.

- Quy6t dinh dinh chi
a ., -tvlec gral quyet Knreu

nai .(trudng hqp ngudi
khi€u nai rtt klieu

01 ngiy
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::' ?-n'-''.rt1 \l

nar).

UBND cAp xd Budc 7
Phiit hdnh
vin bd.n vd
. .lluu no so.

Vdn thu/
Ngucri
dugc giao
xac
minh/BQ
phfln lru
trft.

- Vdn thu: Phat hdnh quyet dinh
giAi quy6t giai quyet khi6u nai;

: .,. ;,,.t- Luu tru no so grar qu) ct Knleu
nai: Nguoi dugc giao xric minh
m0, lap h6 so gi6i quyet khiCu
n4i; t4p hqp thdng tin, tdi liQu,

bdns chunp c6 li6n ouan tl6n
nQi dung khi6u nai, k6t quA xric
minh, k6t 1u{n, ki6n nghi, quy6t
dinh gini quy€t du<r. c hinh thanh
tu hicmd h6 so giai quyet khi6u
n4i d€n khi cl6ng h6 so theo
muc luc vd bdn giao cho b6
phfln luu trt cira co quan.

Quyt5t dinh gi6i quyiit
khi€u n4i.

0,5 ngdy

UBND cdp x5 Buoc 8 Tri k6t qud
e0 pi,a"
tre ket
qua

Grii Quy6t clinh cho nguoi
khi6u nai, tht trudng c6p trdn
tr.uc tiOp cria ngudi gidi quy€t
khi6u nai, ngudi c6 quyOn,
nghia vq 1i6n quan. co quan, t6

Ichtic, cri nlan dA chuyCn don
khi6u n4i.

quy6t ainh giii quytit
, , .r
Knleu nar.
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4. THt TUC GIAI QITyET T0 CAO (Ma s6 TTHC: TTR-KIIA-I1): C6 01 quy trinh, md s6 quy trinh: 1.005460 (Theo mi sti TIIHC t.6n
Co sd dt liQu qu6c gia TTHC Dfch ru c6ng).

Thoi han gidi quylt khdng quri 30 ngdy k6 tu ngdy thq l! t6 cao. EtSi.vdi u,r vjec Rhric tap thi c6 th6 gia han gini quy6t mQt lAn nhrmg kh6ng
qu.i 30 ngdy. D6i v6i vr; vi6c dic bi-€t phric tAp thi c6 the gia h4n hai l6n. m6i lAn gia h4n kh6ng qud 30 ngdy.

- 19 ngdy
(iluqc g.ia

han 01 ldn
kh6ng qug

30 ngdy d6i
voi ru viOc
phirc tap;
dugc gja
han 02 ldn
mol lan
kh6ng qua. ,r.
JU ngay ool

Co quan, ilon
vi

Buti'c
th rgc

hi$n

TOn bufc
thqc hiQn

T16ch
nhi6m

thgc hiQn
NQi dung cdng viQc thrlc hiQn Bi5u miu/K6t qu:i Thcri gian

(ngi'y)
Ghi chf

UBND cAp xd Bu6c 1 Nhdn h6 so

Cht tich
UBND

i-cap xa
ho{c T6
xiic minh
ho{c
Dodn x6c

Tinh (esj
tat h T6
x6c minll)

Ti6p nhQn h6 so thu ly.don 6
cilo do Vdn thu chuy€n (BQ
phfln xir lf don)

- Hd so da ti6p nh{n. 0,5 ngdy

UBND xd Bu6c 2
Xdc minh

Inor dung to
ciio

T6 xric
minh

- Don t6 c6o c6 n6i dung 16
, 'lrang, cnrmg cu cu tne, co co so

giii quy6t ngay thi tham muu
ngay vidc ti€n hirnh xiic minh,

, , l-bao cao Kcl qua xac mr l va
trinh ldnh dqo UBND c6p xd
ban hirnh K6t ludn gidi quy€t t6
c6o s6rn hcvn thdi han quy dinh.

- Thuc. hiQn cdc bi6n ph6p cdn
thiCt de thu thAp th6ng tin, tai
IiQu, Idm rO nQi dung td c6o nhu

.A .lirm viQc tr.uc ti6p, xric minh 
]

- Bi6n ban ldm vi0c
.i ,. .. _itnrc lren vor ngurfl to

c6o, nguoi bi t0 cao;
Bi6n bAn ldm viQc vcri
co quan, tr5 chric, don
vi, cd nl6n c6, li6n quan
theo M6u s6 08 cria
Nchi dinh 16

31/2019AID-CP ngey
10/4/2019.

- Vdn ban trung, cdu
girim dinh theo Mdu s6

-Dugc
ditttg
thcri
gi6i q
khi

tam
tin}r
gial
uyOt

c6
quy6t ainir
tam dinh
chi . gi6i
quy6t; Chd
k6t qya
trung cdu
gi6m dinh.
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giai quy6t
t6 c6o khi

- Co quan,
t6 chric, cri
nhan c6
thAm quy6n
khi. Ciai
quy6t don
to cao pnal
6p dgng c6c
biQn phap
b6o v0 bi
mat th6ng
tin cua

thircK

r6

theo
56
T5

ngudi
ciLo

EiAu
LuOt
ciio.

quySt
dinh
siii

t6

c6
dinh
chi
quytit
ciio.

09 cria Nghi dinh s6
31/2019[{D-CP ngay
t014120t9.

- Biio crio k6t qud xric
minh nQi dung t6 ciio
vd ki6n nghi biQn phap
xri l-i theo tvtdu s6 tO

cria Nghi dinh s6
31/2019/ND-CP ngay
l0l4l20l9 vd dy thdo
c6c vin ban c6 li6n;,quan (Ket luan to cao,

Lh61e bao k6t.qudr<u
ly. to cao. v.an Dim oon
tl6c xt ly k6t ludn t6
c6o, vdn ban.chuy6n h6
so vu vi0c d€n Co quan
<liAu tra hoic ViQn
ki6m s6t nhdn dAn c6
thAm quyOn ),trinh lanh
d4o IIBND c6p x6.

- Quytit dinh tam dinh
chi gidi quy0t t6 c6o dd
dugc 16nh clao UBND
cap xa Ky.

- Quyt5t dinh. dinh chi
giii quy€t t6 ceo da
ilu-o. c l6nh ilpo LJBND
cap xa Ky.

thgc t6, trung cAu girim dinh.

- 86o c6o ktit qui x6c minh nQi

dung t6 c6o vd ki6n nghi bi€n
ph:ip xri. li, trinh Ldnh cl4o

UBND cip xd.

- Du th6o quyilt dinh t4m clinh

chi gi6i quytit.t6 c6o, trinh ldnh
dao UBND cdp xd lqy khi: Cdn
ttqi k6t qua giii quyilt crla co
quan. t6 chuc. c6 nhAn kh6c
hohc dcvi kOt quA gidi quy6t 

"r:
vi6c khdc c6 li6n quan: Can aqi

';ket qua glam drnn Do sung,
girim dinh l4i.

- Du thdo Quyet dinir dinh chi
vi6c gidi quy6t t6 crio khi ngucri

t6 crio rut t6 c6o (trir truong hqrP

hnnh vi b! t5 cdo c6 dAu hi6u vi
pham phdp ludt hoic c6 cdn cf
x6c dinh viQc rut tii crio do bi de

do4 mua chu6c hoic ngudi ttl
c6o lgi dung vi6c t6 crio d6 vu
kh6ng, xric pha9, gay thiQt hai
cho ngudi bi t6 c6o) vd trinh
l5nh dao UBND cdp xa kj.

voi vu viQc
d4c biet
phric t4p).

- Trudng
hqp . phap
lu{t v€ xt ly
vi pham
hdnh chinh
c6 quy dinh
vd thdi han

Igtat quyet
khic v6i
quy dinh
n6u tr6n thi
thdi han eini
quy6t t6 c6o
kh6ng du-o. c
vugt quA

thdi hen x}
lj vi pham
hdnh chinh
theo quy
dinh 

",1?ph6p luit vd
xir li vi
ph4m hnnh
chinh.
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UBND cdp xa Budc 3
Ktit luan noi
.i,

dung to cao

Cht tich
I-,tsND

l-
cap xa

- Ban hdnh k6t luQn nQi dung t6
c6o.

f6t tuan nQi dung tii
c6o theo Mdu s6 12 cira
Nchi dinh sO

31/201941D-CP ngay
t0l4/2019.

05 ngdy

UBND cAp xd Budc 4
PhAt hanh
k6t luQn nQi
,i,

dung to cao
Vdn thu PhAt hanh vd luu h6 so

-,4 , ^ _i.- Ket luan nQl oung to
, ,, -a ,., .l

cao gut oen nguol Dl to
c6o, co quan, t6 chric
quin ly nguni bi t6 crio
vd co quan, t6 chirc, c6
nhAn c6 liOn . quan;
th6ng b6o vC kOt luan
nQi dur.rg tti c6o d6n
ngudi t6 c6o.

0,5 ngdy

UBND cdp xE Buoc 5

Xt lv ket
ludn n6i
dung t5 c6o

Chrl tich
UBND

i-
cap xa

Cht tich TIBND cdp x5 cdn ct
vdo ki5t luan nQi dung t5 c6o xt
lj theo thdm quydn.

- fiit qua xu t1i
., .i- I nong bao l(et qua xu

ly t6 oio cho co qua!
b6o chi, co quan, t6
chric, c6 nhAn c6 thAm
quyAn dd chuy6n th6ng
tin t6 crio, don t6 c6o.

05 ngdy

Co qual c6
th6m quy6n xt
1i ki6n. nghi
trons k6t luen
nQi dung t6 c6o.

Bucrc 6
Th6ng b6o
k6t quA

Co quan,
t6 chirc,
c6 nhAn
c6 thAm
quyen

VXn bdn th6ng b6o k6t qui xri
t'lf gtri cho nguoi gidi quy6t t6

c5o.

Vdn ban th6ng brio k6t
qud xrl lj.

Trong thdi
gian 05

ngdy kC tu
ngdy c6 ktit
qui xir lj

Kh6ng tinh
vdo thoi
gian. gidi
quyet
nhmg
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ngudi . 
giai

quyet t6 ceo
phai c6
tr6ch nhicm
theo d6i,
cl6n d6c

vi6c th\r.c

hiQn kdt
luan Io cao

Bu6c 7

Chfi tich
UBND

i
cap
xd./Nguoi
c6 thAm
quyen xu
lf kf lu{t,
xt ph4t vi
Pham
hdnh
chinh.

C6ng khai theo.cric hinh thfc
quy dinh t4i Di0u 40 Luat To
c6o.

Trong thoi
h4n 07 ngdy
k€ tu ngdy
ra k6t ludn
nOi dung t6
c6o, quy6t
dinh x? lli
hanh vi vi
pham bi t6

c6o

UBND c6p xdl
Ngudi c6 th6m
quy6n xu lj kj/
luit, xiL phat vi
pham henh
chinlr.

C6ng khai
k6t ludn tti

.t
cao. quyet
dinh xi l5r

hdnh vi vi
Pham-

UBND c6p xa Bu6c 8

Luu h6 so
Aglal quyet

vu vi6c t6
cito -

Vdn thu Luu h6 so.

HO so giAi
quyet vu
vi€c t5 cdo
dugc lap
chung ctng
h6 so xit ly
vi pham
hdnh chinh.

H6 so du-o. c drinh s5 thri t.u vA
luu tril theo quy dlnh cta ph6p
lu{t, bdo ddm bi m{t th6ng tin
vC ngudi t6 c6o.
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