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- TT.IIDND tinh; Ban PC IDND tinh;
- Chri tich, Ph6 Cht tich UBND tinh;
- Ph6 ch6nh VP UBND tinh;
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- COng Th6ng tin tliQn tu tinh;
- Trung tam CNTT vi DVHCCTT tinh;
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Syl(rlqaE-UBND Khdnh Hda, nsdy ffi thdngl,ndm 2020

QUYET DI}YH

Vd viQc ph6 duyQt euy trinh nQi bQ gif,i quy6t thfi tgc hirnh chinh linh vryc ti6p

cdng dffn, xfr ry i"i, liaiqryai xr,iel nAi, giai quy6t t5 c6o thu6_c th6m qoytir,
.;. A. ,

grar quyer cua Ctrfr ilctr Uy ban n_hfin dffn cAp huyQn; Thft truong co' quan

chuy6nm6n thuQc Uy ban nhin df,n cip huyQn

cHU TICH Uy rAN NHAN UAN riNU XnANn IIOA

Cdn crh LuQt T6 chthc chinh quyin dla phaong ngdy 19/6/2015;

Cdn cu NShi dinh s6 61/2015/ND-CP ngdy 23/4/2018 ctta Chinh phil vi thuc

hi€n co chd mQictha, mQt cira hAn th6ng trong giat qryet thil t\c hdnh ch{nh;

Cdn cu rh6ng ta sd 0!/?0!s/rr;vP9P. !s!v 2j/11/2012.,?o lO ::** th*
nhi€m vdn phdng clrtnl, phil haong ddn thi hdnh mQt s6 quy dinh cila Ngh! djryh s6

6l/2019/Nb-Cp ngdy 23 thdng 4 ndm 2018 cfia Ch{nh phfi v€ thryc hiQn co ch? mQt

crla, mQt crlra hAn ihArg ffong gidt quyiit thil twc hdnh ch{nh;

Theo di nshi ctia Chdnh Thanh tra tinh tqi Cdng vdn sd 202/TTT-VP ngdy

t 5/5/2020.

QUYET D!NH:

Ditlu 1. Phe duyQt kdm theo Quytit dinh ndy Quy trinh nQi b0 gi6i quy6l thP tu.
henh chinh linh vUc tii5p c6ng ddn, xir l1i don, gi6i quy6t khi6u n4i, gi6i quy6t tO c6o

thuQc thAm quydn gi6i quyiSt cta Chu tich Uy bannhdn ddn cOp huyQn, Thu trucmg co

quan chuyen mon thuQc Uy ban nh6n d6n c6p buyen dugc.c6ne bO tai Quyi5t dinh so

4z+lQo-ueND nsay ogtoztzoft vi Quyist dinh so 3596/QD-UBND ngey

2611112019 oia Chir tich Uy ban nhen d6n tinh KhSnh Hda.

Didu 2. Quytit ttinh niy c6 hiQu lgc thi henh tC ttr ngdy ky.

Di6u 3. Chanh Vdn phdng Uy ban nh6n ddn tinh; Thu trucvng c6c S0, ban,

npe1n; cfrfL tlcn .UPNq q! nwen, th! x5, thirnh ph6; Chu tich UBND cdc xd,

pho*g, thitr6n va cic to chuc, .u rhan c6 1i0n quan .hi., tta.h nhiQm thi hdnh Quytit
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r- r:r'l \ .r,

euy rRiNH NOI B0 cl,ir erm6r rn0 ryc nArrr cnimr LiNE vrr. c,Trtp c6xc o.Ax, xr] lf oox, cr,ir quvfl
rorEu Ner, ciir owEr rO cAo ruuOc rni u owEn cr,ir QuWr cua cn0 rlcn uuno cAp uuvEN; trru

TRUdNG co euAN cflrytN MON THUoC UBND cAP HUYEN

(Ban hdnh kim theo Quyet dinhg,tl7D-tlBND agdy^6thting/nnm 2020 cda Chn tlch lLy ban nhtin ddn tinh Khinh Hda)

r. TTrrc rrruoc ruAlr euytx Gl,U euyEr c0l rutl TRrrol[c co QUAN crwtu lrON rnugc usNn c,i]
nuYpN

Trong ngdy

2

t. Tlrir ruc rlfp cONc DAN TAr c,.ip HUrDN (Ma s6 TrHC: TTR-KrrA-14): c6 0l quy trinh, m6 s6 quy trinr: 2.002174 (theo

ma s6 Tl.tlC tr€n Co sd dt liQu qu5c gia rttC Dich vv c6ng).

Co'quan, don
vi

Bufc
thr3c
hiQn

TOn buric
thgc hiQn

Trdch
nhiQm

thgc hiQn
NQi dung c6ng viQc thrpc hiQn Bi6u m6u/Kiit qufr Thoi gian

(ngnv) Ghi chri

Co quan
chuy€n m6n
thuQc UBND

c6p huyQn

Bu6c 1

D6n ti6p,
x6c dinh
nhdn thin
cria nguoi
khi6u nai,

.Anguol to
cfi,o, nguoi
phdn 6nh,
kit5n nghi;
xirc dinh
tfnh hqp
ph6p cta
ngudi dai
diQn, nguoi
dugc try

Ciln bQ,

c6ng.
chric ti6p
c6ng d6n

- Ngudi ti6p c6ng dAn d6n ti6p,
ghi rO ho 161, dia chi, th6ng tin
c6 nh6n, gidy ty.quyen (tryolg
hgp dugc try quy6n) vdo 56 ti6p
c6ng ddn vd nhfp vdo dfr liQu
phAn mOm qu6n ly c6ng t6c ti6p
c6ng ddn, chuyOn budc ti6p
theo.

. A. ..r, ^- Tu ch6i ti6p c6ng d6n d6i v6i
truong hgp: C6ng d6n vi pham
cic quy dinh tai Di0u 9 LuAt
Ti6p c6ng ddn; nguoi dai di€n
kh6ng xu6t trinh c6c gi6y to
chimg minh viQc dai diOn;
ngudi du-o. c ug quydn kh6ng c6

- Cdc !h6ng tin dugc
nhap d6y dt vdo So
ti6p c6ng ddn d6ng thoi
nhflp vdo du liQu phAn

.l ,
mOm qu6n ly c6ng t6c
ti6p c6ng ddn.



qry6n (n6u
c6) (sau ddy
gqi ld c6ng

ded

eiey uj' quy6n hgp lO ho{c
kh6ng dring quy ilinh tai Di6m
a, b Khoan 1 Di6u 12 Luflt
Klri6u nqi vit gihi thich cho c6ng
ddn bitit tf do tu chOi titip.

Co quan
chuy€n m6n

thuQc UBND
c6p huyQn

Bu6c 2
phin 6nh,
titip nhQn

th6ng tin, tiri
lieu

Nghe,
ch6p
dung
nai, t6
,.4
Kren

c6o,
nghi,

shi
n0i

khii5u
C6n bQ,

c6ng.
chric ti6p
c6ng ddn

Ki0m tra, xdc dinh n$i dung
don:

- Trudng hqrp c6 dcm trinh biy
-,\r0 rdng, ddy dir: X5c dinh nQi

dung vu vi6c, y6u cAu cria c6ng
-:.oan oe xu ly.

- Trucmg hgp nQi dung don
kh6ng rO ring, chua dAy dir: D0
nghi cdng ddn vi0t l4i don hoflc
viOt b6 sung vdo don.

- Trucrng hqrp kh6ng co dcrn:

Hucrng d6n c6ng dAn vii5t dcrn.

- Trudng hqp c6ng d6n trinh
bdy trgc ti6p: Ghi ch6p vd doc
lai cho c6ng dAn nghe,.d€ nghi
c6ng ddn ky tOn ho4c di6m chi.

- Try*g hgp nhi6u ngucri d6n
khi0u n4i, t6 c6o, phirn 6nh, kiOn
nghi v0 cung mQt nQi dung thi
hufng d6n cho ho cu ngudi d4i
diqn d0 trinh bdy nQi dung,.. ..xnguoi ti6p c6ng ddn ghi lai nQi
dung bdng vdn bdn ho4c vi6t l4i
dcrn.

- Trudmg hgp don c6 nhi6u nQi

C6c th6ng tin, tdi liQu,

bSng chimg do c6ng
dAn cung c6p.
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dung kh6c nhau (c6 nQi dung
khi€u n4i, t5 c5o, ph6n 6nh, kii5n
nghi) thi hucrng d6n c6ng ddn

vi6t thdnh dcrn ri6ng d0 grii d6n
, ., a I .,.co quan co tnam quyen glal

quytit theo quy dinh cria ph6p
lu4t.

Co quan
chuy6n m6n

thuQc UBND
c6p huy€n

Bu6c 3;

PhAn lo4i xfr
,, ,, .Aly Knreu nar,
t5 c6o, ki6n
nghi, phin
6nh tqi noi
_. atlep cong
ddn

C6n b6,
c6ng.

chric ti6p
c6ng d6n

- Trucmg hqrp thuQc thAm quy6n
gi6i quytit: Ti6p ..*ra" na so vd
tham mrm dC xudt thu ly dfit
trinh lSnh d4o co quan.

- Trudng hqtp thuQc thAm quy€n
A.gi6i quy6t vd c6ng d6n dC ngh!

g4p lAnh dao co quan: Ti6p
nhQn h6 so, b6o c6o lSnh d4o vd
trinh PhiSu hgn ngiLy, gid, dia
t1i6m ti6p de hnh d4o xem xdt,
quyOt dinh.

- Truong hqp kh6ng thuQc thAm
.:. .,. a.quyen glal quyet:

C6n bQ, c6ng chric ti6p cdng
ddn trd loi tryc tiOp vn c6 vdn
ban hucmg d6n c6ng d6n ho{c
chuy6n tlon d5n co quan c6
., A A .,
thdm quyOn gi6i quy0t.

- Tham muu vin btn Th6ng b6o
;. .^ , a. ..1v0 viQc tit ch6i ti6p c6ng ddn,

trinh ianh d4o xem xdt,"quyOi
dinh: D6i v6i nhirng vg, viQc
khi6u nai, t5 c6o dd duqc gi6i
quytit dring chinh s6ch, phbp

- Trucmg hqp thu6c
-, l x .,
thdm quy6n giAi quy0t:

+ Mau sti 02-TCD
(Giay bi6n nhan th6ng
tin, tai liQu, b6"g
chrmg); tvt6u. sO. Ol-
TCD (Phi6u d0 xudt ths
ly du,); M5u s6 04-
TCD (Phi0u hen thdi

-.4gian, tlia di6m tiOp

c6ng d6n) ban hanh
kdm theo Th6ng tu s6

0612014ITT-TTCP
ngay 3Ill0l20t4 cfra
T6ng Thanh tra Chfnh
phri.

- Truong hqp .kh6ng
thuQg th{n oyr€n gi6i
quyOt: Mdu s6 05-TCD
(Hucmg d6n nguli
khiOu nai); MAu sO OS-

TCD (Huong d6n
nguoi td c6o); MAu sO

10-TCD (Chuy6n dcrn
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luflt, dugc c0 quan c6 thAm
quy€n. ki6m tra. rd so6t, th6ng
b6o bdng vdn bdn nhtmg c6ng
ddn vdn cti tinh khi6u n4i, t6
ciro.

ki0n nghi, ph6n 6nh)
ban henh kdm theo
Thdng tu s6

06/2014/TT-TTCP
ngay 3lll0l20l4 cria
T6ng Thanh tra Chinh
pht.
- Trucrrg hqrp tu ch6i
ti6p c6ng dAn: Mdu s6

01-TCD (Th6ng b6o v0
viec tu ch6i ti6p c6ng
dAn) ban hdnh kdm theo
Th6ng tu sti
06I2OI4ITT-TTCP
ngiy 3l/1012014 cria
T6ng Thanh tra CP.

Co quan
chuy€n m6n
thu6c IIBND

A.
cap nuyen

Budc 4 Tri k€t qu6

C6n bQ,

c6ng.
chr?c ti0p
c6ng ddn

CAn bO, c6ng chftc tii5p c6ng
ddn ktit thric viQc ti6p c6ng ddn;
trh \6, qua cho c6ng ddn;
chuyOn dcm pli6n 6nh, ki6n nghi
(nOu c6) cho,ccy quan c6 th6m
quydn; chuyOn h6 

- 
so cho B-Q

phAn xri l1i dcrn de giAi quy6t
theo thri tuc xri ly don (O6i vOi
trucmg hqp thg lf dcrn).

- ciSy bi6n nhan titip
nhfln th6ng tin, tdi liQu,
,J
Dang cnrmg;

- Phitiu d€ xu6t thir ly
dcxr dd duo. c l6nh dao
duyQt thu ly;

- Phi0u hen thdi gian,
dia diOm ti6p c6ng dOn.

- Hu6rng d6n ngudi
khi6u nai; Hu6ng d+"
ngudi t0 c6o; Chuyen
dcrn ki6n nghi, ph6n
anh;

). .,- Th6ng b5o v0 viQc ttr
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ch6i tiOp c6ng ddn;

- Ghi th6ng tin viQc ti6p
c6ng d6n vdo 56 tiep
c6ng ddn theo MAu s6

06-TCD ban hdnh kdm
theo Th6ng tu sO

06/2014ITT-TTCP vd
nh.fp vdo dt liQu phAn
m€m quin ly c6ng t6c
ti6p c6ng dAn.

2. THi' TVC Xf Li DON T4r CAP HUY+N (Ma sii TTHC: 1iTR-KHA-21): C6 04 quy trinh, m6 sri quy trlnh: 2.001879 (theo ma
sd TTHC trCn Co sd di? IiQu qu6c gia TTHC Dich vs c6ng).

2.1. Quy trinh s5 t 6,te s6 quy tritrh: 2.001879-01): Xe ly d5i vri,i don khi6u n4i thuQc thim quydn giii quy5t; don khi5u ngi
quySt alnt giii quyiit khi6u ngi di c6 hiQu lgc phrip luit nhung c6 ddu hiQu vi phgm phrip luit; tfcn khi6u ngi quy6t dinb
hiDh cblnh cd khil ntng gAy h0u qui kh6 khic phqc:

Ctr quan, dmr
vi

Bur5'c

thrpc
hiQn 

'

TGn buric
thgc hiQn

Trich
nhiQm

thgc hiQn
NQi dung c6ng viQc thgc hiQn Bi6u m6ulKtit qui Thtri gian

(ngny)
Ghi chrl

Co quan chuy6n
m6n thuQc
UBND c6,p

huyQn

Bu6c I Nhfln don Vdn thu

*Ti6p nh{n dcm tri c6c ngu6n:

- Dcm grii qua dich vu buu
chinh.

- Don do co quan, t6 chric, don
vi, c6 nh6n tr.uc ti6p gtri tI€n.

- Qua hQp th.u g6p y cria co
quan, Ban Ti0p c6ng ddn, dla

- Vdn thu d6nh st5 thr:r

t.u vdo sO ho4c ntr6p
vdo hQ th6ng co scy dfi
liQu trOn m6y vi tinh dC

tra cr?u, quin ly, theo
d6i vi d6m bio thgc
hiQn dring quy dinh cria
ph6p luflt vd luu trir,
Ph6p lQnh bno vQ bi

0,5 ngdy
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di6m ti6p c6ng ddn

- Don do Dai bi0u Qudc hQi, d4i
bi6u HQi d6ng nh6n ddn, Uy
ban M4t tr{n T6 qu6c ViQt Nam
vd c6c t6 chric thdnh vi6n ctra

M{t trQn, c0 quan b6o chi vir co

euffi, tO chuc, dcrn vi kh6c
chuy,Sn d6n theo quy dinh cira
ph6p luQt.

- Dcm do l6nh dao (ngu'ii dimg
dAu, c6p ph6 cria nguoi dimg
dAu) co quan EAng vd Nhi nu6c
ti0p nhfln vi chuytin d6n.

* Chuy6n h6 so d6n buoc titSp

theo.

mflt nhd nu6c vd Danh
muc b6o vQ bi mflt cua
ngdnh.

Co quan chuyOn
m6n thuQc
UBND cdp
huyQn

Buoc 2
Phdn cdng
xft ly dcm

Tht
truong co

quan
chuyCn

m6n
thu6c

UBND
I

cap
huyQn

Phdn cdng c6n b6, c6ng chric xir
ly dcrn.

H6 scr da ti6p nhfln 0,5 ngdy

Co quan chuyOn
m6n thuQc

UBND clrp
huyQn

Bu6c 3
Phdn loai vd
xri ly dcm

C6n b6,
c6ng

chirc xri
ly dcm

4,5 ngiry
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Co quan
m6n
UBND
huyQn

Bu6c
3.1

C6n b0,
c6ng
chric xri
ly don

th loaiPhAn
dcrn

-PhAn lo4i don thenh 04 trucrng
hqp:

+ TH1: Dcrn khi6u nai thuOc
.,,1 I .,'
thdm quy6n gihi quy6t; dcrn

khi6u n4i quytit dinh giei quyet
khiOu n4i d6 c6 hiQu lyc ph6p
luft nhtmg c6 d6u hiQu vi pham
ph6p luQt; dcm khi6u n4i quytit
dinh henh chinh c6 khd ndng
gdy hfu qui kh6 khdc phuc;

+ TH2: Dcm khitiu n4i kh6ng
thuQc thAm quy6n gi6i quy6t;

+ TH3: Dcvn td c6o kh6ng thuQc
.,a .l
mam quyen;

+ TH4: POi vOi c6c loai dcvn

khric.

- Phdn lo4i don thuQc THl thi
chuy6n sang budc ti6p theo.

B5o c6o ktlt qud viQc
ph6n lo4i dcm.

1,5 ngdy

8

- THl Ldp Phieu d€
xuft xrrr ly dcm theo
Mdu sd 01-XLD ban
hdnh kem theo Th6ng
tu s6 07l2Ol4lTT-
TTCP ngey
3ll0ll20l4 cria Thanh
tra Chinh phri vd dp
thio Th6ng b5o viQc
thu ly gi6i quyOt khi6u
n4i theo Mdu s6 01-

03 ngdy

Co quan chuy6n
m6n thu6c
UBND cdp
huyQn

Budc
3.2

Xu ly dcrn

Crln b0,
c6ng
chric xu
ly don

- Trucmg hqp dri diOu kien thU

ly: De xu6t Hnh d4o thq ly, gihi
quy6t (c6 trong trucmg frqp d!*
c6 h9 t6n, cht ky cria nhi6u
ngudi). (TH1)

-Truong hqrp thuQc thAm quy6n
gi6i quyet.,h.mg kh6ng dri diOu
kiQn thu ly theo Di6u 11 LuQt
Khi6u n4i: Tri loi hoEc hucmg
a5n UO sung thtr tuc cAn thitit.
(rH2)



-Try*e l,qp q.,y6t dinh giai
quy0t khi6u n4i dd c6 hiQu lpc

nlan tylt qys 
"6^:F,:.c^ti 

ch9
rdng viQc gihi quyil khi6u n4i
c6 d6u hiQu vi pha- ph6p tuQt

ho{c c6 tinh ti6t m6i: Biio c6o

vir tham muu cho Lenh dao d6

xem x6t, gini quyiSt theo thAm
.1 ,quyen noac Dao cao co quan co

th6m quy6n xem xdt, giti
quy€t.(TH3)

- Trucrng hcr-p c6 c[n cir cho
ring viQc thi hanh quytit dinh
hdnh chinh sd gAy hau quA kh6
khdc phgc: Brio c6o vd tham
muu Ldnh d4o xem x6t, quyiSt

dinh tam dinh chi holc ki6n
nghi co quan.thAm quy6n, nguoi
c6 th6m 9$V0n dinh chi viQc thi
hinh quy6t dinh hdnh chinh.
(rH4)

KN ban hdnh kdm theo
Thdng tu sti
07|2}BTT-TTCP cria
Thanh tra Chfnh pht..

- TH 2: Dg thdo Th6ng
b6o vC viQc khitiu n4i
kh6ng dri diOu kiOn thu
ly gihi quytit theo Mdu
sti OZ-xrD ban hdnh
kdm theo Th6ng tu s6

OTI2OI4ITT-TTCP
ngey Yl0ll20l4 cua
Thanh tra Chinh phfi vd
dy th6o Th6ng b6o vC

viQc kh6ng thu ly giai
quy6t khitiu n?i theo
MAu s6 02-KN ban
hdnh kdm theo Th6ng
tu sO OT l2Ol3lTT-
TTCP cria Thanh tra
Chinh pht.

- TH 3: 86o c5o vd
tham muu cho Ldnh
2d1o dC xem x6t, gi6i
qry€t theo thAm quy0n
ho{c brio ciio co quan

. ., 2. ;.co tnam quyen xem
xet, gidiquy6t.

- TH 4: B6o c6o vlr
tham muu Lanh dao

9
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t4m dinh chi hoac kii5n
nghi co quan thAm
quyAn, nguoi c6 thAm
quydn dinh chi viQc thi
hdnh quy6t dinh hdnh
chinh.

Y t<itin chi d4o ve ky
duyQt.

01 ngdy

Tht
tru&ng ccr

quan
chuy6n

m6n
thu0c

UBND
cap

huyQn

Chi dao/ PhO duy6t hucrng xu ly

Co quan chuy0n
m6n thuQc
UBND cdp
huyQn

Bu6c 4
Chi d4o xu
lf dcrn

02 ngiry

Hodn chinh d1r th6o cdc vdn bin
theo chi d4o cria thtt truong co
quan chuyOn m6n theo tung
trucnrg hgp n6u t4iBuoc 3.2.

C6c ban dg th6o theo
hmg trudng hap n6u t4i
Budc 3.2 dd dugc thtr
truong co quan chi d4o.

Bu6c 5

Thgc hiQn
chi d4o xri
ti

C6n b6,
c6ng
chric xir
ly dcnr

Ccr quan chuy6n
m6n thuQc
UBND cdp
huyQn

Ky duyQt v6n bin
Circ vdn ban theo ttmg

trucrng hqrp n6u tqi
Buoc 3.2.

01 ngdy

Co quan chuy6n
m6n thu0c
UBND cdp
huyQn

Buoc 6

PhO duyQt
k6t qui xu
ly

Tht
tru&ng co

quan
chuyOn

m6n
thu0c

UBND
cap

huyQn
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Co quan chuy6n

mOn thuQc

UBND 
"6dhuyQn 

I

v
I

Bu6c
PhAthilrk
v5n bin

VEn thu

- Vdo s6, ph6t hdnh vdn ban;

- Luu h6 so xu ly dtrn hoflc h6

so thp ly vd chuytin h6 so sang
giai do4n gidi quy0t theo thir fuc
hdnh chinh gini quyOt khiSu n4i
aOi vOi truong hqtp thu ly don.

C6c vdn bin theo timg
truong hqp n6u tqi
Buoc 3.2.

0,5 ngdy

Co quan chuyOn
m6n thuQc
UBND cdp
huyQn

Buoc b Tri k6t qui
B0 pf0n
tre ket
qua

Grii c6c vdn bdn <15 duo. c thri
tru6rng co quan ky duyQt cho

,, .tngudi khi6u n4i. co quan, to
chftc, crl nh6n chuyi5n khi6u nai.

C6c vdn b6n theo timg
truong hqrp n6u tai
BuOc 3.2.

Trn lpi gi6y
td, tei liqu
g6c 

"fonguoi khi0u
n4i khi don
khdng duo. c

thu .lj gihi
quy0t.

2.2. Quy trinh sd Z livfa sii quy trinh: 2.001879-02): Xfr ly d6i vcri dorr khi6u n4i khdng thuQc thAm quy6n giii quy6t:

Co quan chuy€n
m6n thu6c
UBND c6p
huyQn

Bu6c 1 Nh4n dcrn VEn thu

*TiOp nhdn dcrn tu ciic ngu6n:

- Dcvn gui qua dich vu buu
chinh.

- Dcm do co quan, t6 chric, don
vi, citnhdn tryc titlp grii d6n.

- Qua hQp thu gop ! cfia ccr

qupn, Ban Ti0p c0ng ddn, dia
di€m tiOp c6ng d6n.

- Don do D4i bi6u Qu{5c hQi, d4i
,.t -lbiOu HQi d6ng nhAn ddn, Uy
ban M{t trQn TO qu6c ViQt Nam
vit cdc td chric thdnh vi6n cria

- Vdn thu d6nh s6 thu
tu vdo sO froflc nhap
vdo hQ th6ng co sd dfi
liQu tr6n m6y vi tinh dC

tra cuu, quin ly, theo
d6i vd d6m b6o thgc
hiQn dirng quy dfnh cua
ph6p lu4t v0 luu trt,
Ph6p lenh bio vQ bi
mflt nhd nu6c vd Danh
mpc bio v0 bi mAt cira
ngdnh.

0,5 ngdy

1l



M{t trAn, co quan b6o chi vd co
quan, t6 chirc, dcrn vi kh6c
chuyiSn dtin theo quy dinh cria
phdp luQt.

- Dcrn do lSnh d4o (ngudi dimg
dAu, cAp ph6 cria ngucri dimg
dAu) co quan Ding vd Nhd nuoc
ti6p nhfln vd chuyOn d6n.

* Chuydn h6 scv d6n buoc titip
theo.

0,5 ngdyPhAn c6ng ciin b6, c6ng chfc xu
ly don.

H6 so da ti6p nhfn2Buoc
PhAn c6ng
xt ly don

Tht
trucrng co

quan
chuyOn

m6n
thuQc

UBND
cap

huyQn

Co quan chuy0n
m6n thuOc
UBND cdp
huyQn

06 ngdyBu6c 3
PhAn loai vi
xi ly dcrr

C6n bQ,

c6ng
chric xu
ly don

Co quan chuy6n
mdn
UBND
huyQn

thuQc
cap

1,5 ngiry
B6o c6o k6t qui viQc
ph6n lo4i dcm.

Phdn lo4i
dcm

C6n b0,
c6ng
chirc xtr
ly don

-PhAn lo4i dcrn thdnh 04 truong
hsp:

+ THl: Dcvn khi6u n4i thuQc
., a x .,.thdm quy6n gi6i quyOt; dcm

khi0u n4i quy6t dinh giai quytlt
khi6u nai dd c6 hiQu lgc phrlp

Co quan chuy6n
m6n thuQc

UBND clrp
huyQn

Budc
3.1

12



lu4t nhrmg co dAu hiqu vi ph?T
ph6p luat; dcm khi6u n4i quy6t
dinh hdnh chinh co kJri nlng
ghy hau quhkho khfic phvc;

+ TH2: Dcrn khi6u rr4i khdng
thuQc thAm quy0n gihi quytit;

+ TH3: Don tO c6o kh6ng thuQc

tham quyen;

+ TH4: OOi vOi c6c loai dcrn

kh6c.

- Phdn lo4i dcrn thuQc TH2 thi
chuy6n sang bu6c ti6p theo.

- Dg th6o vdn bin tr6
ldi dcrn vd huong d5n
theo MAu sO OI-XI-P
ban hanh kdm theo
Th6ng tu sO

OTI2OI4ITT-TTCP
ngay Yl0ll20l4 cria
Thanh tra Chinh phu.

- Dg thio vdn b6.n tri
I4i dcrn dO chuyOn dring
co quan c6 thdm glf6g
giii quyOt theo Mdu s6

04-XLD ban hdnh kdm
theo Th6ng tu s6
OlI2OI4ITT-TTCP
ngay 3u0ll20l4 ctra
Thanh tra Chinh phu.

4,5 ngiry

Co quan chuy0n
mdn thuQc
UBND c6p
huyQn

Bu6c
3.2

Xu ly dcrn

C6n b0,
c6ng
chric xu
ly ilon

- Du th6o vdn bin hucrng ddn
ngudi khiOu n4i giri don d6n ccY

qru+, t6 chric,,don vi c6 thAm
quy6n gi6i quy6t.

- Dg th6o vdn bdn trh l4i don
kh6ng thuQc thAm quy0n gidi
quyCt kem theo cdc giity td, tei
liQu (n6u c6) vi n6u 16 ly do
cho co quan, t6 chric, cd nhdn
chuytin dcm d6n.

13



Co quan
m6n
UBND
huyQn

Budc 4th
PhO duyOt
. i.
Ket qua xu
ti

Thf
trucmg co

quan
chuyOn

m6n
thuQc

UBND
cap

huyQn

03 ngdyKy duyQt vdn bin
Cdc vdn bdn theo ttmg
truong hqp nOu t1i
BuOc 3.2.

2.3. Quy trinh s5 3 sii quy trinh: 2.001801-03): Xfr li, d6i vr6,i tlon t6 c6o kh6ng thuQc thim quyiin

C6c vdn bAn theo tung
trudng hqtp n6u tqi
BuOc 3.2.

Vdn thu
- Vdo st5, ph6t hdnh vdn ban;

- Lrru hO so xri ly dcrn.
u0c 5B

Phat henh
v6n b6n

Co quan chuy6n
m6n thuQc

UBND cdp
huyQn

T16 k6t qu6
B0 plt0n
tri kdt
qua.

TrA k6t quA xri ly dcm cho c6ng
d6n, tO chric.

Co quan chuy6n
mdn thuQc
UBND c6lp

huyQn

Buoc

I

l

l

6

Thdi gian
(ngnv)

Ghi chfNQi dung c6ng viQc thgc hiQn Bi6u m6u/Kiit qufr
Bur6'c

hiQn
thgc TGn bufc

thqc hiQn

T16ch
nhiQm

thr;c hiQn

Co quan, tlm
vi

0,5 nglry

- Vdn thu drinh sO tfli
tu vdo s6 hoflc nhflp
vdo hQ thting co sd dt
liqu trOn miiy vi tinh dC

tra criu, quin ly, theo
d6i vd dim b6o thuc

Nh4n dcrn Vdn thu

*Ti0p nh{n don tu cilc ngudn:

- Dcm gui qua dich vp buu
chinh.

- Dcrn do co quan, t6 chric, dcm

vi, cit nhdn tryc tiOp gui dOn.

Co quan chuyeir
m6n thuQc

UBND cdp
huyQn

Buoc I
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hiQn tlung quy dinh cua
phSp luft vC luu trt,
Ph6p lQnh b6o vQ bi
mft nhd nudc vd Danh
mgc b6o vQ bi mflt cta
ngdnh.

- Qua hQp thy e6p i, cta co
quan, Ban TiOp c6ng d6n, dia
di6m ti€p c6ng dAn.

- Dcm do D4i bi6u Quiic hQi, d4i
bi6u HQi d6ng nhdn ddn, UY
ban M[t trdn T6 qu6c ViQt Nam
vd cic t6 chric thaxh vi6n ctra

M{t trfln, co quan brio chi vd co
quan, t6 chtc, don vi kh6c
chuy0n d6n theo quy dinh crJra

ph6p luat.

- Eon do l6nh d4o (ngudi dimg
dAu, c6p ph6 cira nguoi dimg
dAu) co quan E6ng vd Nhi nudc
tii5p nhan vd chuyOn d6n.

* Chuy6n h6 so d5n budc titip
theo.

0,5 ngiyPhAn c6ng c6n bQ, c6ng chric xu
ly dcm.

H6 so de ti6p nhfn

Co quan chuyOn
m6n thu0c
UBND c6rp

huyQn

Buoc 2
PhAn c6ng
xu ly don

Tht
truong co

quan
chuyOn

m6n
thuQc

UBND
A

cap
huyQn

03 ngdy
Co quan chuy6n
m6n thu6c
UBND c6rf.

B

I

i

u6c 3
Phdn lo4i vd
xu ly dcm

C6n bQ,

c6ng
chirc xu
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ly dcnrhuyQn

01 ngdyB6o c5o ki5t qu6 viQc
ph6n lo4i dcm.

- Phdn loai don thiLnh 04 trutmg
hqp:

+ TH 1: Dcrn khi6u nai thu0c
thAry quy6n giii quyet; dcrn

khiiiu n4i quytit dinh giai quyOt

khitiu n1r dd c6 hiQu lgc Ph6P
luflt nhtmg c6 d6u hiQu vi pham
ph6p luat; dcvn khi6u n4i quy6t
dinh hanh chinh c6 khA ndng
g6y hflu quA kh6 khdc phqc;

+ TH2: Don khitiu n4i kh6ng
thuQc thAm quy6n gi6i qryt5t;

+ TH3: Dcrn tO c6o kh6ng thu6c
thAm quyAn gi6i quyiSt;

+ TH4: Pt5i vOi ciic loai don
kh6c.

- Ph6n lo4i dcm thuQc TH3 thi
chuy6n sang bu6'c ti6p theo.

Budc
3.1

Phdn loai
dcrn

C6n bQ,

c6ng
chric xu
ly dcrn

Ccr quan chuy6n
m6n thu6c
UBND c6p

huyQn

- DU th6o vdn bdn
chuy€n dcm t6 c6o theo
MAu sO 05-XLD ban
hanh kdm theo Th6ng
tu s6 oT tzu4nr-
TTCP ngdy 3ll0ll20l4
cria Thanh tra Chinh
pht.

- D0 xu6t kh6ng thu l:i

02 ngiry

C6n bQ,

c6ng
chuc xu
ly don

- DU th6o vdn b6n chuy6n dcrn

vd cdc chimg cri,.th6ng tin, tiri
liQu kdm theo (nOu c6) d6n ccr

,lqual, t6 chuc, c6 nhdn c6 thdm
quy6n gi6i quy6t ho6c nguoi t6
ciio sri dpng h9 t6n ctra nguoi
kh6c dC t6 c6o nhung c6 nQi

.tdung 16 rdrng v0 nguoi c6 hdnh
vi vi pham phiip luQt, c6 tdi

Co quan chuy6n
m6n thuOc
UBND c6p
huyQn

Budc
3.2

Xu ly dcrn
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liQu, chimg cu cg th0 vA hdnh vi
vi ph4m ph6p ,lupt thi chuy6n
d6n co quan, t6 chric, c6 nh6n
co thlm quy€n.d6 ti€n hdnh
viQc thanh tra, kiOm tra phgc vu
cho c6ng t6c quan ly.

- DU th6o vdn bin th6ng b6o

cho ccv quan b6o chi, co quan, t6
chuc, c6 nh6n c6 thdm quy€n dd

chuy0n t6 c6o vO ttit qui xu lY

dcrn.

- Dg th6o vdn bin tr6
ldi cho co qu?n b6o
chi, co quan,, t6 chric,
c6 nhdn c6 thdm quY6n

d5 chuyOn t6 c6o vA tet
qui xu ly t6 c6o.

t6 cao

01 ngdyCdc vdn b6n n6u tai
BuOc 3.2.

Thir
trucmg co
quan
chuyCn
mOn
thuQc
UBND
cap
huyQn

Kli duyQt vdn bAnBuoc ft

PhO duyQt
k6t qui xri
ti

Co quan

chuy6n m6n
thuQc UBND
c6p huyQn

Circ vin bdn nOu tai
BuOc 3.2.Vdn thu

- Vdo s6, ph6t hdnh vin ban;

- Luu h6 so xri ly dcm.

Co quan chuyOn
m6n thuQc
UBND cdp
huyQn

5Budc
Ph6t henh
vdn bin

Vdn bin chuy6n dcrn
-Ad6n co quan c6 thdm

I .,. A.quyen glal quyet.

Ccr quan chuy6n
m6n thuOc

UBND cdp
huyQn

Bu6c
l

,6 Tri ktlt qui
B0 pr.,0n

trd kOt
que

Gui vdn bin chuy6n dcvn cho
ngudi t6 c6o bi6t.
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2.4. Quy trinh sii 4 sii quy trinh: 2.001879-04): Xri ly d6i vrfi tlon khr[c

Ghi chfThoi gian
(nenv)Bi6u m6u/Ktit quiNQi dung c6ng viQc thqc hiQn

T16ch
nhiQm

thrgc hiQn

Burf,c
thqc
hiQn

TOn bufc
thqc hiQn

Co quan, dcrn
vl

- Vdn thu d6nh sO tfr,i
t.u vdo s6 ho{c nhQp

vio hQ th6ng co so dft
liQu tr6n m6y vi tinh dO

tra cr?u, quin ly, theo
ddi vi dim bAo thlrc
hiQn dring quy dinh cria
ph6p luflt v0 luu trt,
Ph6p lQnh bno vQ bi
mQt nhd nu6c vi Danh
mgc b6o ve bi mQt cria
ngdnh.

0,5 nghy

*Ti6p nhan don tt c6c ngu6n:

- Eon giri qua dfch vg buu
chinh.

- Dcm do co quan, t6 chuc, dcm

vi, cit nhdn truc ti6p grii d6n.

- Qua hQp thy e6p i, cta co
quan, Ban Ti0p c6ng ddn, dia
diOm titip c6ng d6n.

- Don do D4i bi6u Qu6c hQi, d4i
bi6u HQi d6ng nhdn ddn, Uy
ban M{t trfln T6 qu6c ViQt Nam
vir c6c t6 chric thanh vi0n cria
M[t trfn, co quan b6o chi vd co
quan,, t6 , chric, don vi kh6c
chuy6n d6n theo quy dinh cita
ph6p luat.

- Dcrn do l6nh d4o (ngudi dimg
-l A ,, 

"diu, cAp ph6 cria ngudi dimg
d0u) co quan Ddng vd Nhd nudc
ti6p nhQn vd chuy6n d6n.

* Chuy6n h6 so d6n budc ti6p
theo.

Co quan chuy6n
m6n thuQc

UBND cdp
huyQn

Buoc 1 Nh4n d<rn Vin thu

t8



Co quan
mdn
UBND
huyQn

Bu6c
Phdn c6ng
xri ly don

Tht
trucmg co

quan

chuyOn
m6n

thuQc
UBND

cap
huyQn

Phdn c6ng crin bQ, c6ng chuc xu
ly dcrn.

H6 so da ti6p nhfn 0,5 ngdy

03 ngdy

Cdn b0,
c6ng

chric xri
ly dcrn

Co quan chuy6n
m6n thuOc
UBND cip
huyQn

Budc
Phdn loai vd
xri ly don

01 ngdyBiio c6o krit qui viQc
phdn lo4i dcrn.

Ccr quan chuy6n
m6n thuOc
UBND cdp
huy0n

Budc
3.1

PhAn lo4i
dcrn

C6n bQ,

c6ng
chuc xir
ly don

-Phan lo4i dcm thanh 04 trudrng

hqp:

+ THl: Eon k'hitiu n4i thuQc
., A X .,.
thdm quyOn gi6i quyOt; dcrn

khi6u n4i quy6t dlnh gi6i quytlt
khi6u n4i dE c6 hiQu lr,rc ph6p
lu4t nhmg c6 dAu hiQu vi pham
ph6p 1u4t; dcm khi6u n4i quy6t
dinh hanh chinh c6 kh6 ndng
g6y hfu qui kh6 khic phsc;

+ TlHr2 Dcrn khi6u n4i kh6ng
thuQc thAm quyOn gi6i quytSt;

+ TH3: Don t6 c6o kh6ng thuQc
., I A .,
thAm quy6n gi6i quy6t;

+ TH4: P6i vOi ciic loai dcrn

kh6c.
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02 ngiry

- Phi6u dO xu6t xir ly
dcrn theo tvt6u sO Ot-
XLD ban hanh kdm
theo Th6ng tu sO

07/2014/TT-TTCP
ngey 3I/0112014 cria
Thanh tra Chinh phri.

- DU th6o v[n bin
chuy6n don theo MAu
sO OO-XLD ban hdnh
kdm theo Th6ng tu s5

OTI2OI4ITT-TTCP
ngay 3Ll0l/2014 cira
Thanh tra Chinh phir.

Crln b0,
c6ng
chric xri
l)i don

- Ecm kitin nghi, phin anh

thuQc thAm quy6n giii quytit
(THl): D0 xu6t thr,r ly dcrn phdn

rinh, ki6n nghf.

- Don kitin nghi, phAn anh

kh6ng thuQc thAm quy0n gi6i
quytii (TH2): Do xu6t chuycn
dcrn.

Bu6c
3.2

Xtr ly dcnt

Co quan chuy6n
m6n thuOc
UBND cdp
huyQn

01 ngdy
Phe duyQt/ky duyQt y

ki0n dO xu6t.

PhO duyQt
kOt qu6 xri
ti

Thtr
trudng co
quan
chuyCn
m6n
thuQc
UBND
cap
huyQn

PhO duyQt/Ky duyQt vdn b6n

Co quan

chuy6n m6n
thu0c UBND
c6p huyQn

Budc 4

- Phdn lopi dcrn thuQc TH4 thi
chuy6n sang bu6c ti6p theo.
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Co
chuyOn

thuQc

Ph6t hanh

vdn b6n
Ydntha

q

Budc

trinh: 2.00T927

Thoi h4n gi6i q
kh6ng qfi45

- Phfi hinh v[n b6n; Luu h6 so
xri ly dcm ho{c hd so thp ly don

l ,t
vd chuy0n h6 so sang giai do4n
giili q,,y6t theo thi tuc ei?i
q"yOt-phAn 6nh, ki6n nghi d6i
vdi trucrng hq p thU ly.

TAI
quoc

Cdc vdnbdnk! duyQt.

A,
cap nuygn

3. THU TUC euYtT rcrrEu NAl LAN oAu
mE s6 TTHC tr0n Co so dir li0u

CAP HUYEN Ma sti TtuC: TTR-KHA-03): C6 01 quy trinh, md s6 quy

gia TTHC Dich vU c6ng).

Khdng qu6 30 ngdy
k0 tu ngdy thu ly. O

, ke tu ngdy thp ly; d6i vdi vu viQc phric t4p thi thdi han gi6i quy6t c6 thO k6o ddi hcrn nhmg
vtng sdu, virng xa di l4i kh6 khdn: Thoi h4n gi6iquy6tkh6ng qu645 nghy, kC tu ngdy thu ly;

-4.clol vol vu vlec t4p thi thdi gian giii quytit kh6ng qu6 60 ngey, tC ttr ngdy thU ly

Circ vdn b6n ky duyQt.
B0 pltan
tra k0t
que

Grii vdn bAn dd du-o. c kl duyQt

cho ngudi ph6n 6nh, ki6n nghi,
vd c6c co quan, t6 chuc c6 thdm
quyOn gi6i quy0t.

Bu6c 5 Tri ktit qu6

Co quan chuyOn
m6n thuQc
UBND c6p

huyQn

Thli gian
(ngnv)

Ghi chtiBi6u mf,u/K6t quiNQi dung c6ng viQc thqrc hiQnCo quan, dom
vi

Bufr
thgc
hiQn

TOn bur6'c
thryc hiQn

Trfch
nhiQm

thgc hiQn

0,5 ngdy

C6n bQ,

c6ng
chuc

dugc giao
giii.quy6t
khi6u n4i

Ti6p nhfln h6 so thp lY dgn
khi6u nai do Vdn thu chuyOn
(BQ phfn xu ly dcrn)

- H6 so da dOp nhan

Co quan chuy6n
m6n thu6c
UBND cdp
huyQn

Budc 1 Nhfln h6 so
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Co quan
m6n
UBND
huyQn

Budc Xri ly h6 so

C6n b6,
c0ng
chirc

dugc giao
A,glal quyet

khitiu n4i

- Ki6m tra l4i quy0t dinh hanh
chinh, hdnh vi hdnh chinh bi
khi6u nai, n€u khii5u n4i dring
thi tham muu cho Lanh d4o ra
quyOt dinh gi6i gyVCt khi6u nai
ngay vd chuy6n d6n Bu6c 6.

- Trudng hgp chua du co so kiit
lufln nQi dung khi6u n4i thi b6o
c6o, d0 xudt ldnh dao dC ti€n
hdnh x6c minh nQi dung khi6u
n4i, dg th6o c6c vdn bin c6 li6n
quan trinh lSnh d4o ky duyQt vd
chuyOn bu6c ti6p theo.

- F6o c6o k6t qui xu ly
hO so gi6i quyOt khi6u
n4i vd dU th6o q"y..t
dfnh gi6i quy6t khi6u
nai.

- E€ xu6t ti6n hdnh x6c
minh;

- Quy6t dinh v0 viQc
giao nhiQm vu xdc
minh nQi Surg
nai theo MAu sd

khi6u
03-KN

ho{c thdnh. lap Dodn
x6c minh/T6 x6c minh
n$i dung khiOu n4i theo
Mdu s6 04-KN ban
hdnh kdm theo Th6ng
tu sti oTl2ol3lTT-
TTCP cria T6ng Thanh
tra Chinh phri dd dugc
lSnh d4o ky duyQt.

01 ngdy

Co quan chuyOn
m6n thuQc
UBND c6p
huyQn

Budc 3
Xic
n91

khi6u

minh
dung

nai

Cdn bQ,

c6ng
chric

du-o. c giao
x6c minh

Lglal quyet
khi6u nai

- C6ng b6 quytit dlnh x6c minh
nQi dung khi6u n4i t4i co quan,
t6 chric, ctcrn vi cria ngu<ri b!
khitiu n4i.

- Ti6n hdnh xiic minh vi biio
, . a.

c6o k€t quA x6c minh trinh l6nh
itqo ky 9ryet (nQi dung b6o crio
g6m: d6i tugng x5c minh, thli
gian ti€n hdnh x6c minh, ngudi
ti6n hnnh x6c minh, nQi dung

- Bi6n b6n c6ng b6
ouv6t dinh xdc minh

,J

n6i dung khiOu n4i.

- Bi6n ban ldm viQc v6i.. ,, .rnguol Knreu n4l, nguol
bi khi6u n4i, co quan,
t6 chfc, dcm vi, cit
nh6n c6.li6n quan theo
Mdu s6 05-KN ban
hinh kdm theo Th6ng

- 20 ngiry
(Trucrng

hgp v.u viQc
phric t4p

kh6ng qu6:
35 ngdy)

- Vtng s6u,

virng xa di
lai kh6

khdn:35

- Co quan,
cd nhdn

Acung cap
thdng tin,
tei liQu,
bdng chilng
trong thoi
han 07
ngdy, te tu
ngey nhfln
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x6c minh, k6t qui xiic minh, k6t
lu4n vd kiOn nghi nQi dung gi6i
quytit khi6u nai).

- Dg th6o vdn b6n th6ng b6o t6
chric d6i tho4i khi y6u cAu cria

..''.,<
nguoi khi6u n4i vd k6t qui x6c
minh cdn kh6c nhau vdr chuy6n
sang Budc 4.

- Dy th6o Quytit dinh dinh chi
A_viec gi6i quyOt khi6u nai khi

ngudi khitiu n4i nit khitiu n4i vd
chuyOn Bu6c 6.

tu sd 07l20I3lTT-
TTCP hopc vdn b6n
^).yOu c6u ngudi khi6u

n4i, ngudi bi khi6u nai,
co quan, t6 chric, dcrn

vi, citnhdn c6 li6n quan
cung cap th6ng tin, tiri
liQu, bing chimg theo
MAu 06-KN ban hdnh
kem theo Th6ng tu s(5

O7/TT-TTCP.

^.a I- ulay Dlen nnan ve
viQc tiOp nh?n th6ng
tin, tdi liQu, bing chimg
theo MAu s6 07-KN
ban hanh kdm theo
Th6ng tu sti
07l2}t3lTT-TTCP.

- Vdn ban tnmg cAu

gi6m dfnh theo MAu s6
08-KN ban hdnh kdm
theo Th6ng tu sO

07l20t3lTT-TTCP.

- Bi0n bin ldm viQc
gifta ngudi c6 trdch
nhiQm xirc minh vdi

.. r r .(
nguol Khreu nal, ngucn
bi khi6u nai theo MAu
sti 05-KN ban henh
kdm theo Th6ng tu s6

07l20t3TT-TTCP:

ngay
(Trucmg

hgp vu viQc
phuc t1p

kh6ng qu6:

50 ngdy)

(T6ng thoi
gian ndy
ph6i dim
bio thdi

gian ngudi
khi6u nai,
nguoi bi

khi6u n4i vd
.A

co quan, to
chric c6 li6n
quan nhAn
dugc.th6ng
b6o t6 chfc
d6i thoai)

dugc yOu

cau.
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Truong hqp ttlt qua
x6c minh kh6c v6i
th6ng tin, tei liQu, bang
chring do ngudi thi6u
n4i, ngudi bi khi6u nai
cung cdp.

- Brio c6o k6t qu6, xitc
minh theo MOu s6 11-
KN ban hdnh kdm theo
Th6ng tu sti
07lzUl3nT-TTCP vd
dg th6o vdn bin th6ng
b6o thoi gian, diadi6m,
nQi dung viqc d6i thoai
gui cho ngudi .khiiSu
n4i, ngudi bi khi0u nai,
ngudi c6 quyOn vd
nghia vp li6n quan, co

.Aquan, t6 chric c6 1i6n

guffi, trinh ldnh dao ky
duyQt.

- Du th6o Quy0t dinh
dinh chi viQc giAi g"V6^t

khi6u n4i theo Mdu s0

12-KN ban hdnh kem
theo Th6ng tu st5

oltz}t3trr-TTcP (d(5i

vdi truong hgp nguoi
khi6u n?i rrit khi6u
n?i).
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Co quan
m6n
UBND
huyQn

T6 chric ct6i
tho4i

Tht
truong co

quan
chuy6n

m6n
thuQc

UBND
cap

huyQn

01 ngdyBu6c

Truong hqrp y6u cAu cria ngudi
khi6u n4i vdL ki5t qu6 x6c minh
cdn kh6c nhau: T6 chric dtii
tho4i vdi ngudi khi6u nai, nguoi
bi khi6u n4i, nguoi c6 quyAn vd
nghia vu liOn quan, co quan, td
chric, c6 nh6n c6 li€n quan.

Bi6n ban d6i thoai theo
MAu st5 14-KN ban
hinh kdm theo Th6ng
tu sti oTl2ol3lTT-
TTCP.

Dy th6o q,rytit tlinh giai
quy0t khi6u nai theo
Mdu s6 15-KN ban
hdnh kdm theo Thdng
tu sri 07l2ol3lTT-
TTCP ngdy 3lll0l20l3
cira Thanh tra Chinh
pht.

02 ngtry

Co quan chuy€n
m6n thu6c
UBND cdp
huyQn

Bu6c 5
T6ng hqrp

xri ly

C6n b0,
c6ng
chuc
dugc giao

Aglal quyet
khi6u nai

Cdn cu vdo quy dfnh ph6p luQt,

kdt qu6 x6c minh, k0t qu6 tl6i
tho4i (nOu c6), c6n bQ, c6ng
chirc t6ng hqrp xft ly h6 so, tham
muu quy6t dinh gi6i quytit khi€u
na.i.

Co quan chuydn
m6n thudc
UBND cdp
huyQn

Budc 6

Ban hanh
quy6t ainh
gitli quyOt
khi6u nai.

Thit
truong co
quan
chuydn
mOn
thuQc
UBND
cap
huyQn

Xem x6t vd ky ban hdnh.

- Quy6t dinh giai quy0t., .r
Knleu nal.

- Quyet dinh dinh chi
viQc gi6i quyOt khiOu
n4i (trudng hAp ngudi
khi6u n?i nit khi6u
nai).

05 ngdy

Co quan
chuy6n m6n
thu6c UBND

Bu6c 7

Ph6t hdnh
vdn ban vi
luu h6 so.

Vin thu/
Nguoi
duoc giao
xiic

- Vdn thu: Ph6t hdnJr quyOt dinh
4.,, .A

glar quyet Klileu nar;

- Ltru trft h6 scr gi6i qry6t khi6u

- Quy6t dinh giai quytit
khi6u nai.

- Quy6t dinh dinh chi

0,5 ngdy

25



c6p huyQn minh/BQ
ph4n lrru
trft.

nai: Nsuoi duoc siao xric minh
md, lflp h6 so gi6i quyOt khi0u
nai; tflp hqp th6ng tin, tdi liQu,

Uang ihung .c6 li6n quan d6n

nQi dung khi€u nai, k6t qui x6c

minh, k6t lufln, ki6n nghi, quytit
dfuh giai qry6t duo. c hinh thenh
tu lirc mo h6 so giAi quy6t khi6u
n4i d6n khi d6ng hO so theo
muc lgc vd bdn giao cho bQ

phfn luu trft cria co quan.

viQc gi6i quy6t khi6u
n4i (truong hqp ngudi
khi6u n?i rirt khi6u
nai).

- Quytit dinh giai quy6t
.. .a
Knleu nal.

- qry6t dinh dinh chi
viQc gi6i quyOt khi6u
n4i (trulng hqp ngudi
khi6u nai rut khitiu
nai).

B0 plOn
fta ket
qua

Gui Quy6t dinh cho nguoi
khi6u n4i, thri trucmg c6p tr6n
, ,.Atryc ti6p cria ngudi gi6i quyOt

khi€u nai, ngudi c6 quy0n,
nghia vu li€n quan, co quan, t6
chtc, c6 nh6n dd chuy0n dcrn

khi6u n4i.

Co quan chuy€n
m6n thu$c
UBND cdp
huyQn

Tri k6t qu6Bu6c 8
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II. TTHC THUOC etryEN crAr euyfr cuA cHU rICH UBND cAp rruyEN

C6ruC OAX f4f CAf ffUfEN Oaa s6 TTHC: TTR-KHA -14): Co 01 quy trinh, md s5 quy trinh: 2.002174 (theo

r Co s0 dfi liQu qu6c gia TTHC Dich v.u c6ng).

,t

1. THU TUC TIEP
mE s6 TTHC tror

Ghi chtfi
Thoi gian

(ngnv)BiSu mfiuiK6t quiTOn bufc
thgc hiQn

Trich
nhiQm

thgc hiQn
NQi dung cdng viQc thqc hiQnCo quan, dorr

vi

Bufr
thgc
hiQn

UBND c6p
huyQn

Bu6c 1

D6n ti6p,
xdc dinh
nhdn thdn
cfra ngudi
khi6u nai,

.Anguol to
c6o, ngudi
ph,an 6nh,
ki0n nghi;
xirc dinh
tinh hgp
ph6p cta
nguoi dai
diOn, ngudi
du-o. c riy
quyen (neu
c6) (sau ddy
goi ld c6ng
dAn).

C6n bQ,

c6ng
chric tiOp
c6ng ddn

- Ngucri titip c6ng ddn d6n ti6p,
ghi 16 h9 tO.n, rlia chi, th6ng tin
cii nhdn, gi6y iry.quy6n (tryqg
hgrp dugc riy quy6n) vdo 56 ti0p
c6ng dAn vd nhfp vAo dft liQu
phdn mOm qudn ly c6ng tric ti6p
c6ng dan, chuy6n buoc tiOp

theo.
.1. ..i ^- Tt ch6i ti6p c6ng d6n d6i v6i

trucmg hqp: C6ng ddn vi pham
chc quy dinh tai Di6u 9 Luflt
Ti6p c6ng dAn; ngucri dai diQn
kh6ng xu6t trinh c6c gi6y to
chimg minh vi0c dai diqn;
ngucri du-o. c uy quyAn kh6ng c6

.a , I
eidy uj' quyOn ho-p 19 ho{c
kh6ng dring quy dinh tai Di€m
a, b Kho6n 1 Di0u 12 Luf,t
Khi6u nai vd gi6i thich cho c6ng
ddn biOt ly do tu cfrOi tl6p.

- Cdc th6ng tin duoc
nhflp dAy dt viro 56
ti6p c6ng d6n d6ng thoi
nh4p vdo dir liQu phAn

mdm quin ly c6ng t6c
ti6p c6ng d6n.

UBND c6p Bu6c Z Nghe, ghi
ch6p nQi

C6n b6,
c6ng

Ki6m tra, x6c dinh nQi dung C6c th6ng tin, tdi liQu,
bing chimg do c6ng

Trong ngdy
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huyQn dung khi6u chric tiOp

c6ng dAn

don:

- Trucmg {qp "O 
don trinh bdy

rO rhng, ddy du: Xric dinh nQi

dung vg viQc, y6u cAu cira c6ng
-Aoan oe xu ly.

- Trudng hqrp nQi dyrg don
kh6ng rd rdng, chua d0y dt: D0
nghi c6ng din viOt l4i dcrn ho{c
vi6t UO sung viro dcrn.

- Trudrng hQp kh6ng c6 dcm:

Hucrng d6n c6ng ddn vi6t dcrn.

- Trucmg hgp c6ng d6n trinh
bdy tr.uc ti6p: Ghi ch6p vd dgc
l4i cho c6ng ddn nghe,.d6 nghi
c6ng ddn ky t6n ho{c diOm chi.

- Trucmg hgp nhi6u ngudi d6n
khi0u n4i, t5 c6o, phdn 6nh, ki6n

l.nghi v0 cirng mQt nQi dung thi
huong d5n cho hq cu nguoi d4i
diEn de trinh bdy nQi d*g,

.. ..xngudi tiOp c6ng ddn ghi lai nOi

dung bing vdn bdn ho6c vitit l4i
don.

- Truong hgp dcrn c6 nhi0u nQi

ddn cung c6p.

L1r,
,.4Klen

phhn
ti6p

tO c6o,
nghi,
6nh,

nh0n
th6ng tin, tdi
liQu.

dung
,, ,A
k-treu

dulB
ki€n

kh6c nhau (c6 nQi
, 'An4i, t6 c6o, ph6n 6nh,

nghi) thi huong d6n c6ng ddn
vitit thdnh dcrn ri0ng c16 gui d€n

, .1 A I .'.co quan co tnam quyen glal
qrytlt theo quy clinh cua ph6p
lu0t.
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UBND cAp
huyQn

Bu6c 3

PhAn lo4i xri
ly khitlu n4i,
t6 c6o, kiOn
nghi, ph6n
6nh tai ncyi
..4tlep cong
ddn

C6n b0,
cOng

chuc ti6p
c6ng ddn

- Trucrng hqrp thuQc thAm quy6n
t. ^.4gi6i quyOt: Ti0p nhdn h6 so vh

tham muu dd xudt tlrr.) 1!' don
trinh ldnh d4o ccr quan.

- Trucmg hgp thuQc thAm quy6n
A.giAi quy6t vd c6ng d6n dC nghi

gap lanh dao co quan: Ti6p
nhQn h6 so, biio c6o l6nh dao vd
trinh Phi0u hen ngdy, gid, dia
ili6m ti0p ee tanfr d4o xem x6t,
quy6t dinh.

- Try*g hqp kh6ng thuQc thAm
quyOn giii quy6t:

C6n b6, cdng chric ti6p c6ng
d0n tri loi tryc ti6p vd c6 vdn
bin hudng d5n.cdng dAn hoflc
chuy6n dcrn dOn co quan c6
., :. I "thAm quy6n gi6i quyOt.

- Tham muu vdn bdn Th6ng b6o
I .^ . A. ..;

vO vi0c tir ch6i ti6p cdng ddn,

trinn ianh dao xem x6t,-quytit
dinh: Dtii vdi nhirng vu, viQc

khi6u nai, t5 cio dd dugc gi6i
quy6t d,ing chinh s6ch, p46p
luflt, duoc co quan c6 thAm). , .;.quyOn kiOm tra, rir so6t, th6ng
brio bing vdn bin nhung c6ng
d6n vdn cO tinh khi6u n4i, tO

c6o.

- Truong hqp thuQc
.. A A .,
thdm quy0n gi6i quy6t:

+ Mau sri 02-TCD
(ci6y biOn nhan th6ng
tin, tai ljQ*, . bing
chimg); M0u. s6. 03-
TCD (Phi6u d0 xudt thu
ly d*); Ya" s6 04-
TCD (Phi6u hen thdi

lIgian, dia di6m ti6p
c6ng ddn) ban hAnh

kdm theo Th6ng tu s6

0612014ITT-TTCP
ngay 3Ul0l20l4 cira
T6ng Thanh tra Chinh
pht.
- Trubng hqrp .kh6ng
thuQ.c th6m quy6n gi6i
quy6t:

Mdu sO 05-TCD
(Hqoe d4 lsudi
khi6u nai); MAu s6 08-
TCD (Hucmg ddn

ngudi t6 c6o); MAu st5

10-TCD (Chuy0n dcrn

ki6n nghi, ph6n 6nh)
ban henh kdm theo
Th6ng tu s6

06I2OI4ITT-TTCP
ngay 3ul0l20l4 cta
T6ng Thanh tra Chinh
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phtr.

- Truong hqp tu ch6i
ti6p c6ng d6n: MAu s6
01-TCD (Th6ng b6o v€
viQc tu ch6i tiOp c6ng
ddn) ban hanh kdm theo
Th6ng tu sO

06I2Ol4ITT-TTCP
3l/10/2014 cira

Thanh tra Chinh
pht.

nBdY
T6ng

C6n b0, c6ng chric ti6p c6ng
dAn ktit thric viQc tiiSp c6ng ddn;

trd t<6t que cho c6ng dAn;

chuy6n don phan 6nh, ki6n nghi
(ntiu c6) cho co quan c6 thAm
quy6n; chuy6n h6 so cho B0
phfln xu ly dcm de giai quytit
theo thri tuc xu ly clon 1A6i vOi

trucmg hqp thr,r ly don).

- Gi6y bi6n nhan ti6p
nhf,n th6ng tin, tdi liOu,

bing chrlmg;

- Phi0u d€ xu6t thg ly
dcm dE duo. c l6nh d4o
duypt thu ly;

- Phi6u hsn thdi gian,
dia di6m tiiSp c6ng dAn.

- Hucmg d5n ngudi
khi6u nai; Huong dAn

ngudi td c6o; Chuy6n
dcm kitin nghi, phin
6nh;

I .,
- Th6ng brio v0 vi6c tu
cfrOi ti0p c6ng ddn;

- Ghi th6ng tin viQc titip
c6ng ddn vio 36 ti6p
c6ng ddn theo Mdu s5

06-TCD ban hdnh kdm

UBND c6p
huyQn

Budc 4 Tri kiSt qui

C6n bQ,

c6ng,
chric ti6p
cdng ddn
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theo Th6ng tu s6

06l2014ITT-TTCP vi
nh4p vdo dt liQu phAn;.,m€m quhn 1'! c6ng tdc
..t
tlep cong oan.

Thdi gian
(ngnv)

Ghi chriBi6u mfiu/Kiit qui
Trdch
nhiQm

thgc hiQn
NQi dung cdng viQc thgc hiQnCcr quan, don

vi

Bufr
thqc
hiQn

TOn bur6'c

thrpc hiQn

UBND cap

huyQn
Budc 1 Nhfn dcrn Vdn thu

*Titip nh4n don ttr c6c ngu6n:

- Don gui qua dlch vu buu
chinh.

- Dcm do co quan, t6 chuc, dcrn

vi, c6.nh6n tnlc titip giri d6n.

- Qua hQp thy gop y cta co
qupn, Ban Ti0p c6ng ddn, dia
di€m ti€p c6ng d6n.

- Don do Dpi bi0u Qu6c hQi, dai
bieu HQi d6ng nhdn ddn, Uy
ban Mdt trfn T6 qu(5c ViQt Nam
vir cdc t6 chric thdnh vi6n ctra
Mdt tr6n, co quan b6o chi vdL ccv

- Vdn thu d6nh stl thri
tu vdo sO froac nh6p
vdo hQ th6ng co sd dft
liQu trOn m6y vi tinh dC

tra cr?u, qu6.rr ly, theo
d6i vd dim b6o thUc
hiQn dring quy dfnh cria
phrip luft vC luu trft,
PhSp lQnh b6o vQ bi
mflt nhd nu6c vd Danh
mpc bdLo vO bi mflt cria
ngdnh.

0,5 ngdy

2.1.Q
rlinh giii
ndng giy hfu qui kh6

2. THU TUC LV DC1N T4.r cAp HUyEN (Ma s6 TTHC: TTR-KHA -2t): c6 07 quy trinh, mE s6 quy trinh: 2.001879 (theo md

sti TTHC tren s0 dir liQu qu6c gia TTHC Dich vu c6ng).

A
so quy trinh: 2.001879-01): Xfr ly d6i vtri don khi6u n4i thuQc thim qr1vdn giii quytit; dcrn khiSu n3i quy6t

tlcrn khi6u n4i quy6t tlinh hinh chinh c6 khilqc phrip luft nhung c6 d6u hiQu vi ph?m phr{p luft;tI6 c6 hiQu
!.
ac pnuc:
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chuc, don vi kh6c
d6n theo quy dinh cua

ph6p 1u4t.

- Dcrn do l6nh d4o (ngucri dimg
dAu, c6p ph6 cira ngucri dring
dAu) co quan Eing vd Nhd nu6c

ti0p nhan vd chuyOn dtin.

* Chuy0n h6 so dtin bu6c titiP
theo.

quan,,
chuyCn

0,5 ngdyH6 so da ti6p nhflnPhAn c6ng cho Thri truong co
quan chuy6n m6n cAP huYQn.

Chu tich
UBND

A
cap

huyQn

Phdn c6ng
xtr lf dcrn

BuOc 2UBND
huyQn

cap

4,5 ngiryH6 scr da ti6p nhflnPhdn c6ng; phAn loai vd xu lY
don.

Thti
tru&ng
cic co
quan

chuyCn
m6n
thuQc

UBND
cap

huyQn/
C6n bQ,

cdng
chric xu
ly don

Phin c6ng,
phdn lo4i vi
xri ly don

Budc 3

0,5 ngdyH6 scr da ti6p nhanPhAn c6ng c6n b6, c6ng chric xri
ly don.

Thf
tru&ng

Budc
3.1

Ph0n c6ng

Co quan chuy€n]

m6n thuOq

UBND caP

huyQn

32



c6c co
quan

chuy6n
m6n

thuQc
UBND

A
cap

huyQn

01 ngdy

Co quan chuy6n
m6n thu6c
UBND clrp
huyQn

Bu6c
3.2

Phdn lo4i
don

C6n bQ,

c6ng
chric xri
ly dcm

-PhAn loai dcrn thinh 07 trudng
hqp:

+ TH 1: Don khi6u n4i thuQc
., ,1 I .,.thdm quy6n gihi quy€t; dcrn

khi6u n4i quy6t dlnh gini quy6t
khi6u n4i dd c6 hiQu lgc ph6p
luQt nhmg c6 d6u hiQu vi pham
ph6p tuflt; dcnr khiliu n4i quytit
dinh henh chinh c6 khi ndng
gdy hfu quA kh6 khfc phuc;

+ TH2: Ecrn kliiOu n4i kh6ng
thuQc thAm quyOrr giii quy6t;

+ TH3: Eon t6 c6o thu6c thAm
.t .,. A.quyen glar quyet:

+ TH4: Dcm t6 c6o kh6ng thuQc

thAm quy0n; D.crn td c6o xu6t
ph6t tu viQc khiOu nai kh6ng d4t
duo. c mUc dich; Don t6 c6o
hdnh vi vi ph4m ph6p luat gdy
thiQt hai hoic de dea gAy thiQt
h4i nghiCm trong dOn lgi ich
nhh nudc, co quan, t6 chirc,
quydn vd lqi iclr hqp phiip cua

Brio c6o ktit qui viQc

phdn lo4i dcm.
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2. It x\ q

c6ng ddn;

+ TH5: Don t6 c6o d6ng grii
cho nhiAu co quan, t6 chric, c6

nh6n trong d6 c6 co quan, t6
chuc, ca nhan c6 thAm quY6n

gi6i quytit; Dcrn t6 c6o kh6ng
dir diOu kien thU ly;

+ TH6: Don t6 c6o hdnh vi
tham nhfrng vd dcm t6 crio ding
vi0n vi pham quy dinh, Di0u lg
cria D6ng;

+ TH7: POi vOi ciic loai dcrn

l<hdc.

- PhAn lo4i don thuQc THl thi
chuyOn sang bu6c ti6p theo.

- Ldo Phi6u dC xuAt xrirt

ly dcm theo Mdu s6 01-
XLD ban henh kdm
theo Th6ng tu sO

OTI}OI4ITT-TTCP
ngay Yl0ll20l4 ctia
Thanh tra Chinh phri
vd dg th6o Th6ng b6o

viQc ths ly gihi g"VC.t
khirlu n4i theo M5u so

01-KN ban hdnh kdm
theo Th6ng tu sO

07/2013/TT-TTCP cita
Thanh tra Chinh pht..

03 ngdyXt ly don

Crin bQ,

c6ng
chric xu
ly dcrrl

- Trudrng hqrp dt di€u kiQn thU

ly: DA xu6t ths ly, gihi quy6t (cA

trong trudng hqrp dfir c6 ho t6n,
chir ky cria nhiOu nguoi).

-Trudng hqtp thuQc thAm quy6n
giai quyet nhtmg khQng dti tliOu

kiQn thp ly theo Di0u 11 Luflt
Khi6u nai: Trh ldi ho4c hucmg
d6n bO sung thri tuc cdn thi6t.

- Trudng hqrp quy6t dinh giai
quy6t khi6u n4i dE co hiQu lgc
phrip luQt nhrmg c6 cdn cri cho
ring viQc gi6i quy6t khi6u n4i
co d6u hiQu vi pham phep llet

Co quan chuy0n
m6n thuQc
UBND cip
huyQn

Budc
3.3
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ho{c c6 tinh titit m6i: Biio c6o

vd tham muu cho Chtr tich
UBND c6p huyQn d6 xem xdt,

eihi quy6t theo thdm quy.en

ho{c b6o c6o ccv quan c6 thAm
quyen xem xdt, gi6i quyOt.

- Truong hqrp c6 c6n cri cho

ring viQc thi hdnh quy6t dinh
hdnh chinh sE gAy h4u qui kh6
khdc phpc: El6o c6o vh tham
muu Chtr tich UBND c6p huyQn

xem x6t, quyi5t dinh tam dinh
chi hoflc ki6n nghi co quan

thAm quyAn, ngucri c6 thAm
qrrydn dinh chi viQc thi hdnh
quytit dinh hdrrh chinh.

- Cdc dg th6o vdn ban n6u trOn

ph6i c6 y ki5n phO duyQt cria
Tht tru6rng co quan chuy6n
m6n c6p huyQn.

- DU th6o Th6ng b6o
.l '^ ,..ive vlec Knleu nal

khdng dri diOu kiQn thp

ry gili quy6t theo Mdu
sO OZ-XLE ban hdnh
kdm theo Thdng tu si5

OTI2OI4ITT-TTCP
ngay 3U0112014 cha
Thanh tra Chinh phit vi
dg th6o Th6ng brio vO

viQc kh6ng thu ly giei
quyet khi6u nai theo
MAu s6 02-KN ban
hdnh kdm theo Th6ng
tu sO O7l2Ol3lTT-
TTCP cria Thanh tra
Chinh phit.

- Brio c6o vd tham muu
cho Chir tich UBND

,. . ^ -Acdp huyQn d€ xem x6t,
gi6i quytit theo thAm

L
quyen hoac Dao cao co
quan c6 thdm 9uy0n
xem xdt, gi6i quy€t.

- 86o c6o vd tham muu
Chri tich UBND cdp
huyQn xem xdt, quyOt

dinh tam dinh chi hoflc
ki5n nghf co quan thAm

I .. ,quy€n, ngudi c6 thdm
quy6n dinh chi viQc thi
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chinh.

01 ngdyY t<icn chi dao va ky
duyQt.Chi daoi PhC duYQt hu6rng xi lf

Chri tich
IIBND

cap
huyQn

Chi dpo xri
ly dcrn

Bucvc 4
UBND
huyQn

cap

02 ngiry

Cdc btn du th6o theo
hmg trudng hqP nOu tai
Budc 3.2 dA' dugc Chri
tich UBND c6p huYQn

chi dao.

Hodn chinh dg th6o c6c vdn b6n

theo chi dAo cfra Cht tich
UBND cdp huyQn theo ttmg
trucrng hgp n6u t4iBubc 3.2.

C6n b0,
c6ng
chuc xir
ly don

Th1rc hiQn

chi dao xir
ly

Bu6c 5

Co quan chuyOn
m6n thuQc

UBND cdp
huyQn

01 ngdy
Circ vdn ban theo timg

truong hgp nOu tai
Buoc 3.2.

Ky duyQt vdn b6n

Chri tich
UBND

cap
huyQn

Bu6c 6

PhO duyQt
k6t qua xu
ly

UBND
huyQn

A
cap

0,5 ngiyC6c vdn bdn theo timg
trulng hqrp n6u tai
BuOc 3.2.

- Vdo s6, ph6t hinh vdn bAn;

- Luu hO so xir l1i dcrn hoEc hd

so thp ly vn chuy6n h6 scr sang

giai doqn gi6i quyOt theo thri t.uc

frann 
"nint, 

giAi quytit khi6u n4i
Atii vOi trudng hqrp thrJ ly don.

Ph6t henh
v6n bAn

Vdn thuBudcUBND
huyQn

cap

Trhlqi giay
td, tei liQu
g6c c|o
ngudi khi6u
n4i khi dcrn

kh6ng duo. c
thu li eiti

Circ vdn bdn theo ttmg
truong hqrp nOu tAi

Buoc3.2.

B0 ptl0n
trd kOt

qua

Gui c6c vdn bin dE duoc LAnh
d4o ky duyQt cho nguoi khiOu
n4i, co guffi, t6 chric, c6 nhdn
chuyi5n khi6u nai.

Budc I TrA k6t qudUBND
huyQn

cap
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2.2. Quy trinh s6 (Me s6 quy trinh: 2.001879-02): Xr? ty ddi vr6,i don khi6u n4i kh6ng thuQc thim quy6n giii quyiit:

quy0t.

capUBND
huy0n

Bu6q 1 Nh4n dcrn Vdn thu

*Ti6p nhan dcrr tu cilc ngu6n:

- Don grii qua dich vu buu
chinh.

- Don do co quan, t6 chric, dcrn

vi, c6 nhdn tryc ti€p gui dOn.

- Qua hQp th.u e6p ! cfia ccv

qu"an, Ban Ti0p c6ng ddn, dia
di0m tiOp c6ng d6n.

- Don do D4i biOu Qutic hQi, d4i
bi6u HQi d6ng nh6n dAn, Uy
ban Mdt trQn T6 qu6c Vi0t Nam
vd c6c t6 chric thdnh viOn c[ra
MAt tran, co quan biio chi vd ccr

-Aquan, t6 chuc, dcrn v! kh6c
chuy0n d6n theo quy dlnh cia
ph6p 1u4t.

- Dcrn do lSnh d4o (ngudi dtmg
dQu, c6p ph6 cira nguoi dimg
ddu) co quan Ding vd Nhd nudc
ti6p nhan vd chuy6n dOn.

x Chuy€n hO so di5n bu6c tit5p

theo.

- V[n thu d6nh st5 tht
tu vdo s6 ho4c nhAp
vdo hQ th6ng co sd dfi
liQu tr6n m6y vi tinh dC

tra cuu, quin ly, theo
d6i vd dim b6o thgc
hiQn dring quy dinh cria
ph6p luft vd luu trir,
Ph6p lenh bAo vp bi
mQt nhd nu6c vd Danh
mgc b6o vQ bi mft cfia
nginh.

0,5 ngdy

5l



UBND
huyQn

Bu6c
Phdn c6ng
xri ly don

Chir tich
UBND

A
cap

huyQn

Phdn c6ng Tht truong
chuyOn m6n thuQc c6p

H6 so de ti6p nhan 0,5 ngdyco quan
huyQn.

06 ngdyH6 so da ti6p nh4nPhdn c6ng, ph6n loai vdL xri lY
dcrn

Tht
tru6rng co

quan
chuy0n

mOn
thuQc c6p

huyQn/

Crin b0,
c6ng

chfrc xir
ly dcrn

Phdn c6ng,
phdn lo4i vd
xu ly don

Buoc 3

Co quan chuy0n
m6n thuQc

UBND c6,p

huyQn

0,5 ngdyH6 so dA ti6p nhfn

Thti
trucrng co
quan
chuy6n
m6n
thuQc cAp
huyQn

PhAn c6ng cho c6n bQ, c6ng
chr?c xu ly don

PhAn c6ng
xir ly don

Bu6c
3.1

Ccr quan chuy€n
m6n
UBND
huyQn

thuQc
A

cap

86o c6o k6t qui viQc
ph6n lo4i dcrn.

01 ngdyBu6c
3.2

Phdn loai
dcvn

C6n bQ,

c6ng
chric xri
l;i don

-Phdn loai don thanh 07 trudng
hqp:

+ TH 1: Dcrn khitiu n4i thuQc
.. I ). .,.thdm quy0n gihi quy6t; dcrn

khi0u n4i quytit dinh giai quy0t
khi6u nai dd c6 hiQu lsc ph6p

luft nhmg c6 d6u hiQu vi

Co quan chuy€n
mOn
UBND
huyQn

thuQc
cap
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ph6p luat; dcrn khi6u n4i quy6t
dlnh hdnh chinh c6 khd n6ng
gdy hau qud kh6 khfc phuc;

+ THZ Don khi6u n4i kh6ng
thuQc thAm quyOn gi6i quYtit;

+ TH3: Dcm t6 c6o thuQc thAm
.l .,' 

^,quyen grar quyet:

+ TH4: Don td c6o kh6ng thuQc

thAm quy0n; D.on t6 c6o xu6t
ph6t tu viQc khi6u n4i kh6ng d4t
dugc mpc dich; Dcrn t6 ciio
hdnh vi vi ph4m ph6p luft gAY

thiQt hai hoflc de dea gdy thiQt

h4i nghiOm trong ddn lgi ich
nhd nu6c, co quan, t6 chric,
quyAn vd lgi ich hqrp ph6p cria
c6ng ddn;

+ TH5: Eon t6 c6o d6ng gui
cho nhiOu co quan, td chric, cii
nhdn trong d6 c6 co quan, td
chtc, c6 nhdn c6 thAm quyAn
giii quy6t; Ecrn t6 c6o kh6ng
dt dieu kiQn thu l:i;

+ TH6: Dcrn t6 crio hirnh vi
tham nhtng vd dcm t5 c6o ddng
viOn vi pham quy dinh, Ei0u lE
cria EAng;

+ TH7: Orii vOi c6c loai dcrn

kh6c.
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- DU thio vdn bhn trtr
ldi dcvn vd hucmg d6n
theo Mdu sO Ol-XtP
ban hanh kdm theo
Th6ng tu sO

OTI2OI4ITT-TTCP
ngay 31/0T/2014 cria
Thanh tra Chinh phu.

- Dy th6o vdn bin trA

l4i dcrn dC chuy6n dring
c0 quan c6 thdm qly6g
gi6i quy6t theo Mdu sO

04-XLD ban hdnh kdm
theo Th6ng tu sO

OTI2OI4ITT-TTCP
ngiry 3ll0ll20l4 cria
Thanh tra Chinh phri.

4,5 ngiry

C6n bQ,

c6ng
chitc xu
lf dcrn

- Dp thAo vdn bin hucmg d6n

nguoi khi0u n4i giri don d5n co
qrq, tO chric,.dcm vi c6 thAm

quy6n gi6i quy6t.

- Du thdo vdn b6n tri lai dcrn

kh6ng thu6c thdm quYen giai
quytlt kim theo citc gidy to, tei
liQu (n€u c6) vd n6u r5 lY do

. .A ,
cho co quan, t6 chric, c6 nhdn

chuy6n dcrn d6n.

- Circ du th6o vdn b6n n€u tr6n
phii c6 y kien ph6 duyQt cria

Tht trucmg co quan chuy6n
^^mon cap nuy9n.

Budc
J.J

Xu ly dcm

Co quan chuyOn

m6n th
UBND
huyQn

u9c
cap

03 ngdy
Circ vdn bin theo timg
truong hqrp n€u tqi
Buctc3.2.

Chri tich
UBND

cap
huyQn

Ky duyQt vdn bdnBu6c 4

PhO duyQt

ktit qu6 xri
ly

UBND
huyQn

cap

- Vdo s5, ph6t hdnh vdn bdn;

- Ltru hO so xu ly dcm.

C6c vdn bdn theo ttmg
trucrng hqp nOu tqi
BuOc3.2.

Ph6t hanh
vdn bin Vdn thucapUBND

huyQn
5Budc

B0 ptlfln
trd k6t

T16 k6t qu6 xri ly tlcm cho c6ng
d6n, t6 chric.Bu6c 6 Tri ktit qu6UBND c6p

huyQn

- Phdn loai dcrn thuQc TFI2 thi
chuy6n sang budc ti6p theo.
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qua.

2.3. Quy trinh sii 3 sii quy trinh: 2.001879-03): Xir lf d6i v6i don tii cr[o thuQc thim quy6n giii quy6t

Ghi chtiThcri gian
(ngnv)Bi6u miu/K5t quiNQi dung cdng viQc thqc hiQnTGn bufc

thgc hiQn

T16ch
nhiQm

thr;c hiQn

Co quan, tlon
vi

Burir
thgc
hiQn

0,5 ngdy

- Vdn thu danh sO tfru
tu vdo sO froAc nlap
vdo hQ th6ng ccv sd dfr
liQu tr6n m6y vi tinh dO

tra ciru, quin ly, theo
d6i vd dim b6o thgc
hiQn dring quy dinh cta
ph6p luft vO luu trfr,
Ph6p lQnh bAo vQ bi
mflt nhd nudc vd Danh
mpc b6o v0 bi mflt cua
nganh.

capUBND
huyQn

Budc I Nh4n dcrn Vdn thu

*Ti6p nhan don ttr c6c ngudn:

- Dcm gui qua dich vu buu
chinh.

- Dcrn do co quan, t6 chirc, dcrn

vi, cdnh6n tryc tiOp gui d0n.

- Qua hQp thrr g6p ! cria co
quan, Ban Ti0p c6ng d0n, dia
di6m ti6p c6ng dAn.

- Don do D4i bi6u QuOc hQi, dai

bi0u HQi d6ng nhAn ddn, Uy
ban M{t trfn T6 qu6c ViQt Nam
vd c6c t6 chric thenh viOn cria
MEt trQn, co quan b6o chi vd ccr

.2,quan, t6 chfc, dcrn vi kh6c
chuy6n d6n theo quy dfnh ctra
phdp luQt.

- Don do l6nh d4o (ngucri dtmg
-l a 1' .'

ddu, cdp ph6 cua nguoi dimg
dAu) co quan Ding vhNhd nu6c
tiOp nhfn vd chuy6n d€n.
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* Chuy6n h6 scr d6n bu6c ti6P
theo.

0,5 ngdy
H6 so da tiOp nhflnPhAn c6ng cho thu tru&ng ccr

quan chuy6n m6n cAp huYQn.

cht rich
UBND

cap
huyQn

Buoc 2
Phdn c6ng
xtr ly don

UBND
huy0n

cap

03 ngdy.
Trudng hqp

xiic minh
..1

nnleu nol
hoflc phii
uy quyOn

x6c minh thi
thoi hpn: 05

ngay

HO so da ti6p nhQnPhdn c6ng, phdn loai vd xu lf
dcrn.

Phdn c6ng,
ph0n lo4i vd
xtt ly don

Thir
trucmg co

quan
chuyOn

m6n cAp

huyQn/
C6n b0,

c6ng
chric xri
ly <Icm

Budc 3

Co quan chuy6n
m6n thuQc

UBND cdp

huyQn

H6 so da ti6p nhan 0,5Phdn c6ng
xir ly don

Thtr
tru&ng co
quan
chuyOn
mon cap
huyQn

Phdn c6ng cho c6n bQ, c6ng

chirc x[r ly don

Co quan chuyOn
m6n
UBND
huyQn

thu0c
cap

Bu6c
3.1
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Co quan
m6n
UBND
huyQn

Budc
3.2

Ph6.n lo4i
don

C6n bQ,

cOng
chric xri
ly don

-PhAn lo4i dcrn thenh 07 trucrng
hqp,

+ TH 1: Don khii5u nai thuOc
., a ,l .,'
thAm quy6n gihi quy6t; don
khit5u n4i quytit dinh giai quy5t
khi6u n4i d6 c6 hiQu lgc ph6p

lu4t nhmg c6 d6u hiEu vi ph?T
phrip luft; don khiOu n4i quy6t
dinh hdnh chinh c6 khA ndng
gdy hQu qu6 kh6 khic phsc;

+ TH2: Ecrn khi(iu n4i kh6ng
thu6c thAm quy0n gi6i quy6t;

+ TH3: Dcm td c6o thu6c thAm
I .,. A.quyen glal quyet;

+ TH4: Ecxr t6 c6o kh6ng thuQc
thAm quyOn; Don t6 crio xu6t
ph6t tt viQc khiOu n4i kh6ng d4t
dugc mpc dfch; Don t6 cfo
hdnh vi vi pharn ph6p luft gdy
thiQt hai hodc de dqa gdy thigt
hai nghi0m trong d6n lqi ich
nhd. nu6c, co quan, t6 chric,
quyOn vd lgi ich hqp phdp cua
c6ng d6n;

+ TH5: Dcrn t6 c6o ddng grii, , .),
cho nhi6u co quan, t6 chric, c6
nhdn trong ct6 c6 co quan, t6
chfc, crl nhdn c6 thAm quy0n
giAi quy6t; Dorr t5 c6o kh6ng
dir diOu kign thu ly;

86o c6o ktit qud viQc
phdn lo4i dcrn.

01 ngdy.
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+ TH6: Dcrn t6 c6o hdnh vi
tham nhf,ng vd don t6 crio ddng
viOn vi pham quy dfnh, Di0u lq
cira Ding;

+ TH7: OOi vOi c6c lo4i dcrn

kh6c.

- PhAn 1o4i don thu6c TH3 thi
chuydn sang bu6c ti6p theo.

Co quan chuy6n
m6n thuQc
UBND cdp
huyQn

Xft ly don
Budc
3.3

C6n bQ,

c6ng
chuc xri
ly dcm

- Tham muu xu ly ban dAu
th6ng tin t6 c6o,.ki6m tra, xitc
minh th6ng tin vC nguoi t6 c6o

vd di6u kiOn thu lf t6 c6o d0

Chri tich UBND c6p huyOn xem
x6t, quy6t dinh. Ket qui xir ly
ban ddu, n6u thuQc trudng harp

sau ddy thi d6 xu6t ths ly:

+ Dir di6u kiQn thp ly, tham
muu Hnh d?o UBND c6p
huyQn ra quytlt dinh thu ly t6
ciio.

+ Trudrng hqrp th6ng tin t6 crlo

kh6ng rd ho t€n, dia chi cira
.. ,I

ngucri t6 c6o hodc qua ki6m tra,
x6c minh kh6ng x6c dinh dugc
ngudi t6 c6o hoflc ngudi t6 c6o
sri dgng h9 t€n ctra ngudi kh6c
d0 tti c6o ho4c th6ng tin co nQi
dung t6 ctto du-o. c phdn rinh
kh6ng theo hinh thric luat dinh

- P0 xu6t di ki6m tra,
x6c minh th6ng tin v0

.Anguoi t6 c6o vd diOu

kiQn thu ly t6 c6o ho[c,}vdn bin uj'quydn cho
.Aco quan, to cnuc co

thAm quy6n ki6m tra,
xdc minh, trinh lanh
dao lry duyQt.

- LQp Phi0u AO xu6t thu
ly dcrn theo MAu s6 01-
XLD ban henh kdm
theo Th6ng tu st5

OTI2OI4ITT-TTCP
ngay 3U0Il20l4 cria
Thanh tra Chinh phri vd
ds th6o Quy6t dinh thu
l)t t6 c6o vlr du thAo
vdn b6n giao x6c minh,
vdn b6n th6ng b6o vi€c
thU lti t6 c6o cho ngudi

1,5 nghy.
Trucrng hqp
xiic minh
, .x

nhreu nol
ho4c phii
uy quyen
xric minh thi
thdi h4n: 3,5
ngiry
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nh.mg c6 nQi dung r0 rdng v0
ngudi c6 hinh vi vi phqrm phrip

ludt, c6 tdi liQu. chirng cir cr,r thO

v0 nann vi vi ph4m Phiry luqt vil
c6 co so d6 th6m tra, x6c minh
thi d0 xu6t titin hdnh viQc thanh
tra, ki6m tra theo thAm quY€n.

- Dg th6o v6n bin tri loi cho co
quan b6o chi, co,quan, t6.chuc,
ctr nhdn c6 thdm quy6n da

chuy6n t6 c6o ve tOt qu6 xu lY
t6 c6o.

- Circ dg th6o vdn bin n6u tr6n
phAi c6 y ki0n ph6 duYQt cria
Thi trucmg cc, quan chuy€n
m6n c5p huyQn.

bi t6 c6o theo Miu s5

04, Mdu 07, 05 Nghi
dinh s6 31/20194ID-
CP cta Chinh phri quY

dinh chi tiiSt mOt s6

ai0u va biQn ph6p tO

chric t6 chilc thi hinh
LuQt T6 crio.

- DO xuat ti6n henh
viQc thanh tra, ki6m tra.

- Dg thAo v6n bin tri
ldi cho ccr quan b6o

chi, co guffi,. t6 chirc,
c6 nh6n c6 tham quy6n
dd chuy6n t6 c6o vC t6t
qud xfr ly tO c6o.

01 ngdyY nen chi d4o ve ky
duyQt.

Chi dao xu
ly don

Chu tich
UBND

cap
huyQn

Chi dao/ PhO duyQt hu6ng xft liBu6c 4UBND cap
huyQn

01 ngay.
Trulng hqrp

xdc minh
..1nnreu nol

hoflc pryi
riy quyOn

x6c minh thi
thoi h4n: 02
ngay.

C6c ban dU thio theo
timg trudng hqp ndu tai
Budc 3.2 dd dugc Chri
tich UBND c6p huyQn

chi dao.

Tht
tru&ng co
quan
chuyOn

^^mon cap
huyQn;
C6n b6,
c6ng
chric x[r
lf dcrr

Hoirn chinh dU th6o cric vdn b6n
theo chi dao cria lAnh dao

UBND huyQn theo ttmg trudng
hgp nOu tqrBubc3.2.

Co quan chuyOn
m6n thu6c
UBND c6p
huyQn

Bu6c 5

Thyc hiQn
chi dao xri
ly
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UBND
huyQn

2.4

Budc
PhC duyQt
k€t qu6 xtr
ly

Chri tich
UBND

^cap
huyQn

Ky duyQt vdn b6Ln

Circ vdn bdn theo fimg
trucmg hqp nOu t?i
Buoc 3.2.

01 ngdy

sii quy trinh: 2.001879-04) : Xir lf Aiii vrnt tlon t5 c6o kh6ng thuQc th6m quydn; Don t6 c6o xudt phft tt viQc

dugc mgc dfch; Don t6 c6o hinh vi vi ph4m phip luflt g6y thiQt hai ho{c de dqa gfly thiQt h4i nghi0m trqng

tl6n lqi (ch nhi n cdquail, t6 chftc, quyd,n vn lqi ich hgp ph6p cria c6ng din

Ctrc vdn bin theo ttmg
trucrng hqrp nOu tai
Buoc 3.2.

- Vdo s5, ph6t hdnh vdn bin;

- Luu h6 so xtr li dcrn hoflc hd
so thu ly vd chuyOn hO so sang

giai doan gi6i quyOt theo thtr t.uc

[anf, 
"t 

irf, gi6i quy0t t6 c6o dtii
voi trudng hqp thu ly dcrn.

VEn thuBu6c
PhAt hanh
vdn bAn

capUBND
huyQn

Thcri gian
(ngnv)

Ghi chfBi6u m6u/K6t quiNQi dung cdng viQc thrlc hiQn
Trich
nhiQm

thrpc hiQn

**il ronburc

llil ll "-"''*
Co quan, dcrn

vi

0,5 ngiy

- V[n thu ddnh sO tt,i
tu vdo sO hoflc nlap
vdo hQ thdng co str dt
liQu tr6n m6y vi tinh de

tra ct?u, quin ly, theo
d6i vi dim b6o thgc
hiQn dring quy dinh cria
phtip luflt vC luu trfr,
Ph6p lQnh b6o vQ bi
mflt nhi nu6c vd Danh
mpc b6o vQ bi m6t cua
ngdnh.

Vdn thu

*Tit5p nhfln dcrn tir c6c ngu6n:

- Dcrn gti qua dich vU blru
chinh.

- Don do co quan, t6 chric, dcYn

vi, cit nhdn tryc tiOp gui d6n.

- Qua hQp thy e6p ! cta co
quan, Ban Ti0p cdng ddn, dia
diOm titip c6ng ddn.

- Dcvn do E4i bi€u Qu6c hQi, dai
bi6u HQi tl6ng nhdn dAn, Uy
ban Mat trfn Td qu6plV4lXem

Nhfln dcnrBu6c 1
UBND c6p
huyQn
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vd cdc t6 chric thanh viOn cria
Mdt trdn, co quan b6o chi vd co
quan, t6 chuc, dcm vi khric
chuytin d6n theo quy dinh cria

ph6p luAt.

- Ecvn do lSnh d4o (ngudi dtmg
-x A 1 , .diu, cdp ph6 cria nguoi tlimg
dAu) co quan D6.ng vi Nhd nu6c
ti0p nhfln vd chuy6n dtin.

* Chuy6n h6 so dtin bu6c titip
theo.

,,l --..1tlo so oa uep nnan 0,5 ngiyPhAn c6ng
xri ly dcrn

Cht tich
T]BND

cap
huyQn

UBND c6p
huyQn

Bu6c z

H6 so da ti6p nhfln 03 ngiy

Co quan chuy6n
m6n thuOc
UBND clrp
huyQn

Bu6c
PhAn c6ng,
phdn lo4i vd
xu ly dcm

ThiI
trucrng co

quan
cluV0^n

mon cap
huyQr/

C6n bQ,

c6ng
chric xu
ly dcrn

PhAn c6ng thu,truc'r:rg c0 quan
chuy0n m6n cdp huyQn.

Phdn c6ng, ph6n loai vd xu ly
don.

Budc
3.1

PhAn c6ng,
xu ly dcm

PhAn c6ng c5n b6, c6ng chric xu
ly dcrn

HO so da ti6p nhQn 0,5 ngdy
Co quan chuy6n
m6n thuQc

UBND cdp

Thtr
tru&ng co

quan
chuy0n
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huyQn m6n cdp
huyQn

Co quan chuy6q
thu0!

cap
m6n
UBND
huyQn

Budc
3.2

PhAn loai
don

C6n b6,
c6ng
chric xu
ly dcrr

-Phdn loai don thilnh 07 truimg
hqp:

+ TH 1: Don khiOu n4i thuQc
.,:. I .,.thdm quy€n gitti quy6t; dcrn

khi0u n4i quytit dfnh gi6i quy6t
khi6u n4i dd c6 hi6u lgc ph6p
IuQt nhmg c6 d6u hiQu vi phAT
ph6p luat; don khi€u n4i quy6t
dinh hanh chinh c6 khi ndng
gdy h4u qud kh6 khlc phpc;

+ TH2: Dcrn khi6u n4i kh6ng
thuQc thAm quy€n gi6i qrytit;
+ TH3: Dcm tti c6o thu6c thAm

.l .,. t.quyen glal quyet:

+ TH4: Dcrn t6 c6o kh6ng thuQc
thAm quyOn; Ecrn t6 c6o xu6t
ph6t tu viQc khi6u n4i kh6ng t14t

duoc mgc dich; Ecm t6 c6o
hdnh vi vi ph4m ph6p luat gdy
thiQt hai ho{c de dqa gAy thiQt
h4i nghiOm trong d6n lgi ich
nhdL. nudc, c0 quan, t6 chric,
quyOn vd lgi ich hqrp ph6p cria
c6ng dAn;

+ TH5: Dcrn td crio d6ng gti, , .).
cho nhiOu co quan, t6 chric, c6
nhdn trong d6 c6 co quan, td

c6 nhdn c6 thAmchric

Biio c6o k(it qu6 viQc
phdn lo4i don.

01 ngdy
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gi6i quy5t; Eon tt5 c6o kh6ng
-, -.^ou oleu Kl9n mu ly;

+ TH6: Dcm t6 crio hdnh vi
tham nhfing vd dcrn t6 crio dAng

vi6n vi pham quy dinh, Di0u lQ

cua Ding;

+ TH7: POi vOi c6c loai dcrn

kh6c.

- PhAn loai dcvn thuOc TH4 thi
chuy6n sang bu6c titip theo.

1,5 ngdy

- DU th6o vdn bin
chuy0n dcrn t6 c6o theo
M5u sO 05-XLE ban
hanh kdm theo Th6ng
tu sO OTl2Ol4lTT-
TTCP ngdy 3ll0ll20l4
ctra Thanh tra Chinh
phir

Budc
3.3

Xri ly dcrn

Crin b0,
c6ng
chric xri
lf don

- Dp th6o v6n bin chuy6n dcrn

vd c6c chimg cir,.th6ng tin, tdi
liQu kdm theo (nOu c6) dOn co

,?qual, t6 chric, c5 nhAn c6 thdm
quy6n gitLi quyOt (cn trong
truong hqp dcrn t6 c6o kh6ng 16

hg t6n, dia chi cria ngudi t6 c6o

ho[c qua x6c minh kh6ng xiic
dinh <Iuqc ngudi t6 c6o ho{c

...i
nguoi t6 c6o su dqng ho t6n cria
nguoi khric d0 td c6o nhtmg c6
nQi dung rO rdng vd ngudi c6
hdnh vi vi ph4m ph6p luft, c6

tdi liEu, chring cri cg thO v0
hdnh vi vi ph4m ph6p luflt thi

, A -Achuy6n d6n ccr quan, t6 chric, c6

nhdn c6 thAm quyOn dC tiOn

hdnh viQc thanh tra, kiOm tra
phqc vu cho c6ng t6c qu6n ly.

Co quan chuy6n
m6n thu6c
UBND cdp
huyQn
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- Trudng hap qcrn t6 crio xu6t
ph6t tu viQc khi€u n4i khdng d4t
duoc mpc dich md kh6ng cung
c6rp dugc th)ng ti\, titi IieY

ctr-img minh viQc t5 c6o: E,d

xu6t kh6ng thu ly.

- Trucrng hgp dcrn t6 c6o hdnh
vi vi ph4m ph6p 1u4t gdy thiQt
hai ho4c de dga gdy thiQt hai
nghiCm trgng dOn lqi ich nhd
nu6c, co quan, t6 chuc, quy6n
vd lgi ich hqrp ph6p c[ra c6ng
ddn: DC xuilt Ap dgng biQn phrip

ngln chln ho4c th6ng bilo cho
ccv quan co thdm quy6n rlp drpg
biQn ph6p kip thcri ngSn ch[n.

- DU thio v6n bin th6ng b6o

cho co quan biio chi, co quan, t6
chfc, c6 nhdn c6 thAm quyAn dd
chuy6n t6 c6o 

"e 
ti5t quA xtr ly

t6 c6o.

- Cdc dp th6o vdn b6n n6u tr6n
phdi c6 y kien phO duyQt cta
Tht truo:ng c0 quan chuyOn
m6n c6p huyQn.

- D0 xu6t kh6ng thp ly
dcrn.

- D0 xudt 6p dung biQn
phdp ngdn ch{n ho{c
th6ng b6o cho co quan
co th6m quyOn 6p dpng
biQn ph6p kip thoi ngdn
chfln

- Du th6o v[n bAn trA
ldi cho co quan b6o
chi, co quan,, t6 chric,
cri nhdn.c6 jham qgyel
dd chuy6n t6 c6o v0 kOt

qu6 xri ly t6 crio.

C6c vdn bdn theo timg
trucmg hqp n6u tqi
8u6c3.2.

01 ngdy
PhO duyQt
. a.
Ket qua xu
ti

Bu6c 4

Ldnh d4o
UBND
cap
huyQn

Ky duyQt v6n bAnUBND c6p
huyQn
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Circ vdn bdn theo timg
truong hqrp nOu tai
BaOc 3.2.

- Vdo s6, ph6t hdnh vbn bin;

- Luu h6 so xri ly dcrn.
Bu6c 5

Ph6t henh
v6n ban

Van thu
UBND c6p
huyQn

Vdn bdn chuyOn dcrn

d6n co quan c6 thAm
l .,, i.

quyen $al quyet.

Giri vdn b6n chuy6n don cho
ngudi t6 c6o bi6t.Budc 6 Tri k6t qua

B0 prl0n
tr6 kOt

qua

UBND cAp

huyQn

Ghi chtfi
Thcri gian

(nenv)Bi6u mfiuiK6t quiNQi dung cdng viQc thqc hiQnCcr quan, dcrn
vi

Buf
thqr
hiQr

TGn bufc
thr;c hiQn

Trich
nhiQm

thqc hiQn

- Vdn thu d6nh sO ttru
tu vdo sO ho6c nnap
vdo hQ th6ng co so dt
liQu trOn m6y vi tinh dO

tra cr?u, quin ly, theo
d6i vd dim bio thUc
hiQn dring quy dinh cta
phrip luflt v0 ltru trfi,
Ph6p lQnh bno vQ bi
mft nhd nu6c vd Danh
mgc b6o vO bi mflt cria
ngdnh.

0,5 ngdyUBND cdLp

huyQn
Budc 1 Nh4n dcrn Vdn thu

*Tit5p nhQn dcm tu c6c ngu6n:

- Dcrn gui qua dlch vp buu
chinh.

- Dcrn do co quaq, t6 chuc, dcrn

vi, c6 nhdn tryc ti6p gui d6n.

- Qua hQp th.u e6p ! cta ccv

qu.an, Ban Ti0p c6ng d0n, dfa
diOm ti6p c6ng dAn.

- Dotr do Dpi bi0u Qu6c hQi, d4i
biOu HQi d6ng nhdn d6n, Uj'
ban M{t trpn T6 qu6c ViQt Nam
vir c6c t6 chuc thdnh vi0n cria
Mdt tran, c0 quan b6o chi vd co

.Aquan, tO chirc, dcrn vi kh6c
chuy0n d5n theo quy dinh cua

2.5. Quy trinh sii 5
c6 ctr quan, t6 c

sii quy trinh: 2.001879-05): Xfr ly d6i vri'i iltrn td c6o tl6ng gui
ca nnhn c6 th6m quyiin giai quy6t; Dox t6 c6o khdng tlt tli6u

cho nhiiiu co quan, tO chrfrc, cf nhfln trong d6

kiQn thu rytic,
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ph6p luat.

- Dcyn do l6nh d4o (nguoi dimg
dAu, c6p ph6 cua nguoi dimg
dAu) co quan Ding vdNhdr nu6c

tiOp nhQn vir chuY0n dOn.

* Chuy6n h6 scY d0n bu6c titiP
theo.

0,5 ngdyH6 so dA tiOp nhflnPhAn c6ng thir trucrng co quan

chuy€n m6n cAp huYQn.

cht tich
UBND

cap
huyQn

PhAn c6ng
xu l;f dcrnBuoc 2UBND cAp

huyQn

03 ngdyH6 scr da ti6p nhanPhdn c6ng, phdn loai vd xri lY
dcrn

Thil
trucrng ccr

quan
chuy6n

m6n cdp
huyQn/
C6n b6,

c6ng
chric xri
lf <lcrn

PhAn c6ng,
phdn lo4i vd
xri ly don

Bu6c 3

Co quan chu
mOn
UBND
huyQn

0,5 ngdyH6 so da ti6p nhanPhdn c6ng xir ly dcrn

Thit
tru6rng co
quan
chuyOn
mon cap
huyQn

PhAn c6ng,
xu lf dcnt

Bucvc

3.1

Co quan chuY6n
m6n thuQc

UBND cdp

huyQn
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Co quan
m6n
UBND
huyQn

Bu6c
3.2

Phdn lo4i
dcrn

C6n b6,
c6ng
chric xri
ly dcm

-PhAn lo4i dcrn thinh 07 trucrng
hqp'

+ TH 1: Don khiOu nai thuQc
.. a ,\ .,.th6m quyOn giii quy0t; dcrn

khi6u n4i quy6t dinh gi6i quytlt
khi6u n4i dd c6 hiQu lsc ph6p
luQt nhrmg c6 dAu hiQu vi ph?T
phdp luQt; dcrn khiOu n4i quyOt

dinh hnnh chinh c6 khA ndng
gdy hau qud kh6 kh6c phuc;

+ TH2: Dcrn khi5u n4i kh6ng
thuQc thAm quy6n gi6i qryiSt;

+ TH3: Dcrn t6 c6o thu6c thAm
I .,. Lquyen glar quyet:

+ TH4: Dcrn t6 c6o khdng thuQc

thAm quy6u Ecn t6 c6o xu6t
ph6t tu viQc khi6u nai khdng d4t
dugc mqc clictr; Ecrn t6 c6o
hdnh vi vi pham ph6p luat g0y
thiqt hai ho{c de dqa gdy thiQt
h4i nghiOm trgng d6n lqi ich
nhi nu6c, co quan, t6 chuc,
quyOn vd lgi ich hqp ph6p cua
c6ng ddn;

+ TH5: Dcyn t6 c6o d6ng giri
cho nhi6u c0 quan, t6 chric, cri
nhdn trong dti c6 co quan, t6
chtc, c6 nhAn c6.thAm quyAn
giii quy6t; Don t5 c6o kh6ng
dt diOu kiQn thu ly;

Biio c6o k6t qu6 viQc
phdn lo4i dcrn.

01 ngdy
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+ TH6: Eon t6 c6o hdnh vi
tham nhfing vd dcm tr5 c6o ding
vi0n vi pham quy d!nh, Di6u l0
cira DAng;

+ TH7: POi vOi c6c lo4i dcrn

kh6c.

- PhAn loai don thuQc TH5 thi
chuy0n sang budc ti6P theo.

1,5 ngdy

- D0 xu6t kh6ng thu ly.

- Dg th6o vdn bdn tr6
ldi cho co quan b6o

chi, ccr quan,, t6 chric,
c5 nh0n co thdm quY6n

dd chuy6n t6 cho vA tOt
qud xir ly tO cao.

- DC xuat kh6ng ths li.
- Du th6o v6n b6n tri ldi cho co
quan b6o chi, co.quan, t6.chfc,
cit nhAn c6 thdm quY0n dA

chuy6n t6 c6o ve tOt qu6 xri lY
t6 c6o.

- Cdc dg th6o vdn b6n nOu tr0n
phii c6 y kitin PhO duY$t cria

Thtl tru&ng co quan chuY6n

m6n c6p huyQn.

C6n b0,
c6ng
chric xri
lli don

Xir l;yi dcrn
Buoc
3.3

Ccr quan chuy6n
m6n thuQc

UBND cdP

huyQn

01 ngdyCdc vdn bin du-o. c PhC
duyQt vd ky.Ky duyQt vdn b5n

Chri tich
UBND
cap
huyQn

Ph€ duyQt
k6t qui xri
ly

Budc 4IIBND c6p
huyQn

Dcvn t6 c6o, dO xu6t
kh6ng thg ly cua cdn
b0, c6ng chric xtr lY
dcm vd vdn ban ky/Ph€
duyQt cira ldnh dao.

V[n thu - Luu h6 so xtr ly don.Bu6c 5 Luu hd soUBND c6p

huyQn
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2.6. Quy trinh s6 6
quy tlinh, Di6u

sii quy trinh: 2.001879-06): Xir ly d6i vcri don t6 c6o hinh vi tham nhfing vi ilon t6 c6o tlf,ng viOn vi ph?m
cria Df,ng:

Thoi gian
(ngiv) Ghi chtiNQi dung cdng viQc thrgc hiQn BiSu m6u/Ktit qufrCcr quan, clorr

vi

BUO
thqr
hiQr

TGn bufc
thgc hiQn

Trdch
nhiQm
thgc
hiQn

[sND c6p huyQn Budc 1 0,5 ngiryNhfn don VEn thu

*Tiilp nhfln don tu c6c ngu6n:

- Dcrn gui qua dich vu buu
chinh.

- Don do co QUffi, t6 chric, dcrn

I vi, c6 nh6n tryc titlp gui d6n.|"
| - Q"u hQp th.u e6p i, cria co
I quan, Ban Ti0p cdng d6n, dla
| -.A ,.A
I orem tlep cong oan.
l,
- Dcvn do E4i bi€u QuOc hQi, dai
bi0u HQi d6ng nh6n ddn, Uy ban
M[t t10n T6 qu6c ViQt Nam vd
c6c t6 chric thinh viOn cira M{t
trdn, co quan b6o chi vh ccv

quan, tO chric, dcrn vi kh5c
chuy,5n d6n theo quy dlnh cira
ph6p 1u4t.

- Don do ldnh dao (ngudi dimg
-t A ., .ddu, cdp ph6 cua nguoi dfmg
dAu) co quan Eing vir.Nhi nu6c
tiOp nh4n vh chuy6n d0n.

x Chuy6n h6 scr dOn budc ti6p

- Vdn thu d6nh sO ttrrt
tu viro sO ho4c nhQp vdo
hQ th6ng co sd dii liQu
tr6n m6y vi tinh d0 tra
cr?u, quin ly, theo d6i
vd d6m bdo thUc hiQn

dring qpy dinh cria ph6p
luflt vC luu trf, Ph6p
lpnh b6o vQ bi m4t nhd
nu6c vir Danh muc b6o
ve bi mflt cira ngdnh.
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theo

0,5 ngdyHd so da ti0p nhan

Lanh
dao

UBND
cap

huyQn

Phdn c6ng thtr trudng co quan

chuyOn m6n cAp huYQn.
PhAn c6ng
xu ly donBu6c 1

UBND c6p
huyQn

03 ngdy--). -- ..4
Ho so da tlep nnanPh6n c6ng, phan lo4i vd xtr lY

don

Thir
tru&ng
co quan
chuy0n

m6n cdp
huyQn/

Can b0,
c6ng

chuc xu
ly dcrn.

Bu6c I

PhAn c6ng,
phdn loai vi
xri ly dcxt

Ccv quan

chuy6n m6n
thuOc UBND
cAp huyQn

0,5 ngdyH6 so da ti0p nhanPhAn c6ng
xu ly tton

Thr
tru6rng
co quan
chuy0n
m6n cdp
huyQn

PhAn c6ng xt lli dcrtBudc
3.1

Co quan

chuy6n m6n

thuOc UBND
cAp huyQn

01 ngdy86o ciio k6t qu6 viQc
ph6n 1o4i dcrn.

Cen b0,
c6ng
chr?c xri
lj'dcrn

-Phdn lo4i dcrn thenh 07 trucmg
hqp:

+ TH 1: Dcrn khi6u nai thuOc

thAm quyOn giii quy6t; dcrn

khidu n4i quy6t dinh gini quy6t
khi6u n4i dE c6 hiQu h,rc ph6P

luAt nhtmg c6 d6u hiQu vi phAlq

Phdn loai
dcm

Bu6c
3.2

Co quan

chuy€n m6n
thuOc UBND
c6p huyQn
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phrip luflt; dcln khi6u n4i quy0t
dinh henh chinh c6 khi ndng
gdy hau qu6 kh6 khlc phuc;

+ TH2: Dcrn khi6u npi kh6ng
thuQc thAm quyAn giii quytit;

+ TH3: Don t6 c6o thuOc thAm
quyen glal quyet:

+ TH4: Dcrn t6 c6o kh6ng thuQc

thAm quy0n; Dgn t6 c6o xu6t
ph6t tt viqc khiOu n4i khdng d4t
dugc muc dich; Ecrn tO c6o

hdnh vi vi pham ph6p luflt gdY

thiet hai hodc de dga gAY thiQt

hpi nghi0m trong d6n lqi fch nhd

nudc, co quan, tO chric, quY€n

vd lgi ich hqp ph6p cria c6ng
d6n;

+ TH5: Ecrn td c6o d6ng gui
. , .l

cho nhiOu co quan, t6 chric, c6

nhAn trong d6 c6 co quan, t6
chfc, c6 nh6n c6 thdm quy6n
giAi quytit; Don t6 c6o kh6ng dri
diOu kiQn thp ly;

+ TH6: Ecrn t6 c6o hdnh vi tham
nhfrng vd dcm td c6o cldng vi6n
vi ph4m quy ,Jinh, Di0u lQ cfia
Dtng;

+ THI: POi vOi c6c loai dcrn

kh6c.
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- PhAn 1o4i don thuQc TH6 thi
chuy6n sang budc titip theo.

1,5 ng?ry

- Du thho vdn bhn
chuy6n don t6 cdo theo
M5u s6 05-)0D ban
hdnh kdm theo Th6ng
u sO Ol|ZO|4ITT-TTCP
ngey 3110112014 cria
Thanh tra Chinh phu

- DU th6o vdn bhn tth
ldi cho co quan b6o chi,

.2.
c(y quan, to cnuc, ca

nhdn c6 thdm quy6n d5
chuy6n t6. c6o vC k6t
qui xri ly tO c6o.

- DC xu6t chuy6n don theo quY

dinh cua ph6p luat v0 Phdng,
ch6ng tham nhfing, quY dinh,
Ei6u lQ ctra D6ng.

- DU th6o vdn bdn tri loi cho co
quan b6o chi, co.quan, t6. chr?c,

cd nhdn c6 tham quYOn dA

chuy0n t6 c6o vC t<Ct qu6 xri lY
tO c6o.

- Circ dU thdo vdn bin nOu trOn

phii c6 y kitin ph6 duYQt cta
Thri trucrng co quan chuy6n m6n
cdp huyQn.

C6n bQ,

c6ng
chric xri
ly dcnr

Budc
5.5

Xu ly don

Co quan
chuy0n m6n
thu6c UBND
cAp huyQn

01 ngdyV6n ban chuy6n dcrn tt5

cao

Chu tich
UBND
cap
huyQn

- Ky duyQt vdn binBuoc t
Phd duyQt
k6t qu6 xu
ly

UBND c6p
huyQn

- VEn bin chuy6n dcrn
.t
to cao.Vdn thu

- Ph6t hdnh vdn bin;

- Ltru h6 so xri ly don.
Luu h6 soUBND c6p

huyQn
Budc i

- VAn b6n chuy6n don
.Ato cao.

Vdn bin chuy6n dcm grii d6n ccY

'.,A1.+l ,.:
quan co tham quyen va oong gul
cho ngudi t6 c6o bi0t.

TrA k6t qt A

B0 pf0n
tra ket
qua.

UBND c6p
huyQn

Bu6c (
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2.7. Quy trinh 7 (I/rEsif qr,y trinh: 2.001879-07): Xri I)? d6i vrfi cfc lo4i don khr{c

Ghi chfThni gian
(ngnv)BiSu mfiu/Ktit quiNQi dung c6ng viQc thr3c hiQn

Bufr
thqc
hiQn

T0n buri,c
thgc hiQn

Trich
nhiQm

thqc hiQn

Ccr quan, tlmr
vi

- VAn thu drinh sO thri
tu vdo sO hoflc nhap
vdo hQ thtSng ccv so dfr
liQu tr6n miiy vi tinh dO

tra cfu, quin ly, theo
d6i vd dim b6o thgc
hiQn dring quy dinh cria
ph6p luft v0 luu trfr,
Ph6p lQnh b6o vQ bi
mflt nhd nudc vir Danh
mpc b6o vQ bi mOt cria
ngdnh.

0,5 ngdyUBND c6p
huyQn

Bu6c 1 Nhan dcrn V[n thu

*Ti6p nh4n don tu c6c ngu6n:

- Dcm giri qua dich vu buu
chinh.

- Dcrn do ccv quary t6 chuc, dcrn

vi, cb nhdn tryc tiOp grii d6n.

- Qua hQp th.u e6p ! cfia co
quan, Ban Ti6p c6ng ddn, dfa
diOm ti0p c6ng ddn.

- Dcm do Dai bi0u Qu6c hQi, dai
bi6u HQi d6ng nhdn ddn, Uj'
ban M{t tr6n'I'6 qu6c Vi6t Nam
vd ciic t6 chric thdnh viOn cria
Mdt trfln, co quan brio chi vd ccr

quan, t6 chuc, dcnr vf kh6c
chuy6n ddn theo quy dinh cria
ph6p luQt.

- Ecrn do ldnh d4o (ngudi dimg
-A A 1 , Iddu, cAp ph6 ctra nguoi dimg
dAu) co quan E6ng vd Nhd nu6c

s9



tiOp nhan vd chuy6n d6n.

* Chuy0n h6 so dtin bu6c ti6p
theo.

0,5 ngdyHO so dA ti0p nhanPhdn cdng thu trucrng co quan
^^chuyen mon cap nuy9n.

Phdn c6ng
xil ly dcrt

Chu tich
UBND

cap
huyQn

Buoc 2
UBND cAp

huyCn

03 ngdyPhAn cdng, phAn loai vh xri ly
dcrn

--l -- ..4
HO SO Oa Uep nnAnBu6c 3

PhAn c6ng,
ph6n lo4i vd
xri ly dcrn

Thtr
tfl'rcmg co

quan
cluy0^n

mon cap
huyQr/
C6n bQ,

c6ng
chirc xu
ly dcnr

Co quan chuy6n
m6n thuQc

UBND c6p

huyQn

0,5 ngdy

Thir
trudng c<r

quan
chuyOn

m6n c6p
huyQn

PhAn c6ng c6n bQ, c6ng chric xti
ly dcrr

H6 so dA ti6p nhan

Co quan chuy6n
m6n thuQc
UBND cdp
huyQn

Budc
3.1

PhAn c6ng
xu ly tlcrt

Ciin bQ,

c6ng
chric xir
ly dcnr

-PhAn lo4i dcrn thenh 07 trudrng
hgp,

+ TH 1: Don khi6u n4i thuQc
.,,1 x .,.th6m quy6n gitli quy6t; dcrn

khi6u n4i quytit dinh giai quyet
khitiu nai dd co hiQu luc ph6p

B6o ciio ktlt qui viQc
ph6n lopi don.

01 ngdy

Co quan chuy6n
m6n thuQc

UBND c?,p

huyQn

Bu6c
3.2

Phdn 1o4i

dcm

60



dinh hanh chinh c6 khi n[ng
g6,y hdu quhkh6 khfc Phuc;

+ TH?; Don khiOu n4i kh6ng
thuQc thAm quy€n gi6i quYtit;

+ TH3: Dcn t6 crio thuQc thAm

quy6n gi6i quyi5t:

+ TH4: Dcrn tti c6o kh6ng thuQc

thAm quy6n; D.crn t5 c6o xuAt

ph6t tt viQc khi6u nai kh6ng d4t

duoc mqc dich; Dcm t6 c6o

hdnh vi vi pham ph6P lu4t gAY

thiOt hai ho4c de dea gAY thiQt

, h4i nghiCm trong d6n.lqi ich

I nf,a ,,rOc, co quan, t6 chric,

I qry0, vi lgi ich hsP Ph6P cira

I c6ng dAn;

+ TH5: Dcvn t6 c6o d6ng gui
cho nhi6u co quan, t6 chirc, cd

nh6n trong d6 co co quan, t6
chirc, cri nhAn c6 thdm quY0n

gi6i quyOt; Dml t6 c6o kh6ng
du di6u kiQn thu ly;

+ TH6: Dcrn tO c6o hdnh vi
tham nhfrng vd dcm t6 c5o ding
vi0n vi pham quy dinh, Ei0u lq
cua Ding;

+ TH7: POi vOi c6c lo4i dcrn

phaT
quyOt

c6 d6u hiqu vilu4t nhmg
dcrn khitiu naiphrlp luat;
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khdc.

- Phdn lo4i dcrn thuQc TH7 thi
chuy€nsang bu6c ti6p theo.

- Lap Phi6u dd xu6t xu
ly dcrn theo Mdu s6 01-
XLD ban hanh kdm
theo Th6ng tu sO

OTI}OI4ITT-TTCP
ngay 3U0112014 cria
Thanh tra Chinh pht.

- DU th6o vin bin
chuyiSn don theo MIu
sti OO-xtD ban hdnh
kdm theo Th6ng tu si5

OlI2OI ITT-TTCP
ngay 3ll0ll20l4 ctra

Thanh tra Chfnh phit

- DU th6o v6n bin
huong d6n theo MAu s6

07|XLD ban hdnh kdm
theo Th6ng tu sti
OTIZOI4ITT-TTCP
ngay 3Il0ll20l4 cria
Thanh tra Chinh phit.

- Dp thdo vdn bin
hu6ng d5n theo MAu s6

}71XLD hoflc vdn bdn
chuy6n dcrn theo MAu
sO OO-XLD ban hdnh
kdm theo Th6ng tu s5

1,5 ngdy

- Ecm ki0n ngtli, PhAn Anh

thuQc thAm quy6n gi6i quY0t:

DC xu6t thu ly dcrn Phin 6nh,

nghi, phdn anh

thAm quyOn gi6i
t chuy6n don.

- Dcnr khi6u n4i, t6 c6o, PhAn
6nh, kitin nghi c6 nhiOu 40i
dung kh5c nhau thuQc .thdm
quy6n gi6i quy0t ctra nhi6u co
quan: Dfr thio v6n bin huong
d6n ngudi gui dcrn t6ch ri6ng
trrng nQi dung vh giri dirng.co
quan c6 thdm quy€n gi6i quY0t

- Dcrn thuQc thAm quy6n gitri
quytit cta co quan ti6n henh to
t.ung, thi hdnh 6n; ccr quan ddn

cu; tO chuc chinh trf, t6 chrlc
chinh tri - xd hQi, t6 chric chinh
tri, xd hQi - ngh0 nghiep, t6
chric xd hQi, t6 chirc xd hQi -
ngh6 nghiep, t6 chric t6n gi6o;
dcrn vi sU nghiQp c6ng lflp;
doanh nghiQp nha nu6c: DU
th6o vdn b6n hudng d6n nguoi
grii dcm hoflc chuy6n don d6n

kiOn nghi.

- Dcrn kiOn

kh6ng thuQc
quytit: DO xuA

Xri ly don

C6n b0,
c6ng
chric xu
ly dcrn

I Co quan chuy€n

I m6n thu6c
UBND cdp
huyQn

Budc
3.3
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circ co quan nlry OTI2OI4ITT-TTCP

-Dcrn khi0u nai, t5 c6o, kitln ngey 3U0112014 cira

ngh!, phAn 6nh nhirng vu viOc

c6 tinh chdt phuc tap Fi6o c6o
Lanh d4o itp dpng c6c biQn ph6p
theo thAm quy0n kip thoi xt.ly
ho4c d0 nghi ccr quan c6 thdm). ",, ,quy6n xri ly 6p dung biQn ph6p
xir ly.

-Dg thAo vdn bAn trd ldi cho co
quan biio chi, co"quan, t6. chftc,
ci nh6n c6 thArn qrydn dA

chuy0n t6 cfuo vC ttit qu6 xu ly
t6 c6o.

- Cdc dU th6o vdn b6n n0u trOn
phii c6 y ki0n ph6 duyQt cria
Tht fu*g c0 quan chuy6n
m6n cdp huyQn.

Thanh ha Chinh phir.
-,- ,.4 -  A- Y ki€n d€ xudt vd

kdm dU th6o vdn bin
grii co quan c6 li6n
quan theo nQi dung d0

xudt.

- DU th6o vdn b6n tri
ldi cho co quan brlo
chi, co guffi, t6 chuc,
c6 nhdn c6 th6m qrry6,

. A .A , :
dd chuy6n t6 crio vC k6t
qu6 xri ly tti c6o.

UBND cdLp

huyOn
Bu6c 4

Phc
-loe
ti

.duYQt
xuAt xu

Cht tich
UBND
cap
huyQn

PhO duyQt/ Ky duyQt vdn bin PhO duyQt/ Ky duyQt
c6c vdn b6n

01 ngdy

UBND c6p
huyQn

Bu6c 5
Phet henh
vdn b6n

Vdn thu

Phet hanh vdn bin; Luu h6 so
xu ly dcm hodc h6 so thp ly don

.l ,.1vd chuy€n h6 so sang giai doan
gi6i. quy6t theo thtr tuc gi+i
quyOt phin rinh, ki€n nghi d6i
v6i trulng hc-rp thi,l ly.

Ciic vdn bdn ky duyQt.
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C6c vdn ban b7 duyQt.

Giri vdn bAn dd dugc ky duyQt

cho ngudi phin 6nh, kiOn nghi,
khitiu n4i, t6 c6o vi c6c c0
quan, t6 chric c6 th6m quY6n

gi6i quyOt.

B0 pha.n

trh kOt

qua
Tri kOt quiBudc 6UBND c6p

huy0n

Ghi chtiThtri gian
(ngdv)Bi6u miu/K6t quiNQi dung c6ng viQc thrPc hiQn-Ti-

Budc I I_ ll tenDuocthtrc I I ..

rtian ll tnHcnrgn
'll

Tr:ich
nhiQm

thrpc hiQn

Ccr quan, tlon
vl

01 ngdy

Ldnh dao
Vdn

phdng
UBND

cap
huyQn/

Can b0,
c6ng
chric

- TiCp nhfln h6 so thu ly dcm;

- Tham muu giao nhiqm vq x6c
minh cho co quan chuy6n m6n
thuQc UBND cdp huyQn.

Nhan h6 so
vd ph0n
c6ng gi6i
quy6t.

Bu6c 1
capUBND

huyQn

0,5 nghy- H6 so da ti6p nhfln.

- TiOp nhfln hO so thu ly dcrn

khi6u nAi da du-o. c ChtI tich
UBND c6p huyQn ky do VEn
thu V[n phdng UBND cep

huyQn chuy6n G0 phan xu ly

Nhfln h6 so
vi phdn
c6ng gi6i
quyOt.

Buoc
1.1

L6nh d4o
VEn

phdng
UBND

A
cap

UBND
huyQn

cap

3. rrr0 ruc GrAr Q T KHIEU NAI LAN
trinh: 2.001927 ( md s<5 TTHC tr6n Co sd dft

DAU TAI CAP HTIYEN (Ma sO TTHC: TTR-KIIA-03): C6 01 quy trinh, md s6 quy

liQu qu6c gia TTHC Dich vs c6ng).

Thdi han gi6i qu6 30 ngily, t<C ttr ngdy thU ly; d6i v6i vq viQc phric t4p thi thdi h4n

qud 45 ngey, ly
22
U vung sau, u.lng xa di lai kh6 khdn: Thoi h4n gi6i quytit khdng

viQc phuc t4p thi thdi gi6i quy0t kh6ng qu6 60 ngdy, te tu ngdy thu ly. Ri€ng thoi h4n giii
c6ng chuc ld hh6ng qu6 0 ngiry, t<i5 tu ngdy thp ly; AOi vOi vp vi6c phric t4p ld kh6ng qu6 45 ngdy

giAi quy6t c6 thO kdo ddi hcrn nhr4q kh6ng
qrur| 45 ngiLy, k6 tt ngdy thr,r ly; d6i voi vu
quyet khi6u npi quy6t dinh ki lu{t c6n bQ,

, k6 tu ngdy thlr ly.
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huyQn. don).

- Phdn c6ng cho c6n bQ, cdng
chric tham muu giii quytSt.

capUBND
huyQn

Budc
1.2

Xft l)i h6 so

C6n bQ,

cdng
chuc Vdn

phdng
T]BND

A
cap

huyQn/

Vdn thu

- D0 xu6t vd du th6o Quy6t dinh
giao nhiQm v.u x6c minh nQi
dung khiOu nai ho{c thdnh lflp
Dodn xdc minh/T6 x6c minh nQi
dung khi6u nai b6o c6o l6nh cl4o

x6t duy6t, trinh Chir tich UBND
cdp huyQn ky duyQt.

- VEn thu phdt hdnh quy6t dinh
vdL chuy6n h6 so cho co quan
chuy0n m6n thu6c UBND c6p
huyQn duoc giao nhiQm 4r x6c
minh.

Quyet dinh v6 viQc
giao nhiQm vU x6c
minh nQi .dung khi6u
nai theo Mdu s6 03-KN
ho{c thdnh. lfp Dodn
x6c minh/T6 xric minh
n6i dung khiOu nai theo
MAu s6 o4-KN ban
hdnh kdm theo Th6ng
tu sO O7l20l3lTT-
TTCP ctra T6ng Thanh
tra Chinh phri dd ducr. c
Cht tich UBND cdp
huyQn ky duyQt.

0,5 ngdy

Co quan chuyOn
m6n thuQc
UBND cdp
huyQn

Budc 2
Plii:g"e
xu ly no so

Tht
truong co

quan
chuy0n

m6n

Giao h6 so vir phdn c6ng nhipm
vu x6c minh cho c6n b6, c6ng
chuc.

H6 so da ti6p nhan 0,5 ngdy

Co quan chuy6n
m6n thu6c
UBND cdp
huyQn

Bu6c Xu lV h6 so

Ciin b6,
c6ng
chric

dugc giao
x6c minh

A-glal quyet
khi6u n4i

- Ki6m tra lai quytit dlnh hdnh
chinh, hdnh vi hdnh chinh bi
khiOu nai, n6u khi€u npi dfng
thi tham mmr cho l6nh dao ky
duyQt, trinh Chu tich UBND c6p
huyQn ra quy5t dinh giAi quy.et
khi6u nai ngay vd chuydn dOn

- F6o c6o ktit qui xri ly
hd so gi6i quy€t khiOu
n4i vd dr,r th6o quytlt
dinh giai quy6t khi€u
nai.

- F6o c6o ktit qu6 xri ly
h6 so vd du th6o vdn

0,5 ngdy
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Buoc7.

- Ki€m tralai qryOt dinh lci luflt
c6n bQ, c6ng chric bi khi6u n4i,
n6u n$i dung khi6u npi df; 16 thi
tham muu l5nh dao ky duYQt,

trinh Chri tich UBND cdp huyQn

yOu cAu HQi d6ng ki' tuft. c61

bQ, c6ng chric xem xdt,d6 d0

nghi giAi quy6t vi chuy6n d6n
Buoc7.

- Trudng hqp chua du co scv ktSt

luan nQi dung khi6u n4i thi b6o

c5o, dA xuAt Hnh dao do ti6n
hdnh x6c minh nQi dung khi6u
nai theo quyOt dinh vd viQc x6c
minh nQi dung khi6u nai ho[c

ban y€u cAu HQi d6ng
kj' luat c6n bQ, c6ng
chric xem x6t.

- D€ xu6t ti6n hdnh xric
minh;

- Quy0t dinh vC viQc

thanh lflp Eoirn xdc
minh/T6 x6c minh nQi
dung khiOu nai theo
MAu sO 04-KN ban
hdnh kdm theo Th6ng
tu sO 07l20l3lTT-
TTCP cria T6ng Thanh
tra Chinh phir dd dugc
ldnh d4o lqy duyQt.

dU th6o thenh lap doan xirc
minh/ t6 xdc minh khi co quan
dugc giao nhiQm vu x6c minh
thdy cAn thi6t, trinh lanh d4o ls-i

duyQt vd chuy6n bu6c tii5p theo.

CAn b0,
c6ng
chric

dugc giao
x5c minh

A.gral quyet
khi6u n4i

- C6ng bO quytit dinh x6c minh
nQi dung khi6u n4i t4i co quan,
t6 chrlc, don vi cta nguoi bi
khi6u nai.

- Ti6n hdnh x6c minh vd b6o
, , A'

c6o k6t qui xiic minh trinh lAnh

d4o ky duyQt (nQi dung b6o c6o
g6m: D6i tugng xric minh, thdi
gian titin hinh xric minh, nguoi

- Bi6n b6n c6ng b6
orv6t dinh x6c minh

LJ

nQi dung khi€u n4i.

- Bi6n bin ldm viQc v6i
ngudi khitiu n4i, ngudi
bi khi0u nai, co quan,
tO chuc, dcrn vi, ctt
nhdn c6 liOn quan theo
MAu s6 o5-KN ban

- 20 ngiry
(Trucmg

hgp vp viQc
phric t4p

kh6ng qu6:
35 ngdy)

- Vtng s6u,
vDng xa di

lai kh6

- Co quan,
cd nhdn

Acung cap
th6ng tin,
tei liQu,
bAng chimg
trong thoi
han 07
ngay, fC tt
ngay nhan

Co quan chuy6n
m6n thuQc
UBND cdp
huyQn

Xdc minh
nQi dung
khi0u nai

Budc 4
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ti0n hanh x6c minh, nQi dung
x6c minh, k6t qu6 x6c minh, k6t
lu6n vd kitin nghi nQi ciung gi6i
quyltkhi6u nai).

- DU thAo vdn bin th6ng b6o t6
chric d6i thopi khi y6u cAu cria

,. ,. .x
nguoi khi6u n4i vd kOt qui x6c

minh cdn kh6c nhau vir chuy6n
sang Bu6c 5.

- Dr,r thao Quy6t dinh dinh chi
viQc gi6i quy6t khi6u n4i khi
nguoi khiOu n4i rirt khi6u nai vd
chuyOn BuOc 7.

TTCP hoflc v[n bAn
^ly6u cdu nguoi 

. 
khi6u

n4i, ngudi bi khi0u nai,
co quan, t6 chric, don
vi, cir nh6n c6 li€n quan

cung c6p th6ng tin, tii
liQu, bdng chimg theo
MAu 06-KN ban hdnh
kdm theo Th6ng tu s6

hinh kem theo Th6ng
tu sO 01l20l3lTT-

O7ITT-TTCP.
^.A A- ulay Dlen nn?n ve

viQc tiOp 40" th6ng
tin, tiri liQu, bdng chimg
theo MEu s6 07-KN
ban henh kdm theo
Th6ng tu s6

OTI2Ol3NT-TTCP.

- VIn ban tnmg cAu

gi6m dinh theo MAu's6
08-KN ban hinh kdm
theo Th6ng tu s6

OT I2OBNT.TTCP.

- Bi0n ban ldm vi0c
giira ngudi c6 trdch
nhiem xdc minh vdi.. ,, ,rnguol l(lleu n?1, nguol
bi khi0u n4i theo MAu
sti 05-KN ban hanh
kdm theo Th6ng tu s6

khdn: 35

ngay
(Trulng

hgp vs viQc
phfc t4p

kh6ng qu6:

50 ngdy)

- POi vcri
khitiu nai

quyOt dinh
lcj, luflt c6n

bQ, c6ng
chuc:20

ngay
(Trucrng

hqp vp viQc
phirc t4p: 35

nsev)

(T6ng thoi
gian ndy
ph6i ddm
b6o thdi

gian ngudi
khi6u nai,
nguoi bi

khi6u nai vi
.A

co quan, to
chric c6li0n
quan nhfn
nh4n duqc

th6ng brio t6
chric d6i

dugc y6u
cau
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OT I2OI3ITT-TTCP:
Trucmg hcr-p tet qua

xitc minh kh6c voi
th6ng tin, tiri liQu, bing
chrmg do ngudi l<hit5u

n4i, ngrroi bi khiOu nai
cung cap.

- 86o c6o kOt quh xitc
minh theo MAu s6 11-

KN ban hdnh kdm theo
Th6ng tu s6

07l2}l3lTT-TTCP vd
dp th6o vdn bAn th6ng
b6o thoi gian, diadi6m,
nQi dung viec d6i thoai
grii cho ngudi .khitiu
nai, ngudi bi khiOu n4i,
nguoi c6 quy6n vh
nghia vu li6n quan, co

.A
euffi, t6 chirc c6 liOn
quan, trinh lSnh dao ky
duyQt.

- Du th6o Quyt5t dinh
dinh chi viQc giii quyet
khit5u n4i theo MAu s6

12-KN ban hdnh kdm
theo Th6ng tu sii
o7tzor3trr-TTcP (d6i
v6i trudrng hgp ngudi
khiOu n?i nit khi6u
nai).

thoai)
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UBND
huyQn

Budc 5
T6 chric d6i
tho4i

cht tich
UBND

cap
huyQn

Truong hgp yOu cAu cria ngucri
,,.4 . .,r.
khi0u n4i vd kOt qud x6c minh
cdn kh6c nhau: T6 chuc d6i
tho4i v6i ngudi khi6u npi, ngucri
bi khi6u n4i, ngudi c6 quyrSn vd
nghia vu liOn quan, co quan, t6
chfc, c6 nhdn c6 li6n quan.

Bi6n ban d6i tho4i theo
MIu sti 14-KN ban
hanh kdm theo Th6ng
ru s6 oTlzot3lrr-
TTCP.

01 ngdy

Co quan chuy€n
m6n thuQc
IIBND cdp
huyQn

Budc 6
T6ng hqp
xri ly

Citn b0,
c6ng
chric
dugc giao
x6c minh

A.gral quyet
khi6u n4i

Cdn cri vdo quy dinh ph6p lu6t,
ktit qui x6c minh, k6t qud d6i
tho4i (n6u c6), c6n b6, c6ng
chuc t6ng hgp xu ly hd so, tham
muu l5nh dao ky duyQt quy0t
dinh giai quy6t khi0u n4i trinh
Chu tich UBND c6p huyOn.

Du th6o quyOt dinh giai
quyOt khiOu nai theo
Mdu s6 15-KN ban
hdnh kdm theo Th6ng
ru sti oTl2or3lrr-
TTCP ngdy 3l/1012013
ci:a Thanh tra Chinh
pht.

1,5 ngdy

capUBND
huyQn

Bu6c 7

Ban hdnh
quydt dinh

tptat ouvet
,lJ

khiOu nai.

Cht tich
UBND
cap
huyQn

Xem xdt vn ky ban hdnh.

- Quyet dfnh giai quyOt
khitiu nai.

- Quy6t dinh dinh chi
viQc gihi quy€t khi6u
nai.(trucmg hqp nguoi
khi0u nAi rrit khi0u
n?i).

05 ngdy

UBND i
cap

huYQn
Budc 8

Ph6t henh
v6n bAn vir
luu hO so

Vdn thu/
Ngudi
duo. c giao
xttc
minh/BQ
phfn ltru
trfr.

- Vdn thu: Ph6t hdnh quydt dinh
giAi quytit khi6u nai;

- Ltru trfr h6 so gi6i quytit khitlu
nai: Nguoi duoc giao x6c minh

,lmo, lAp h6 scy gi6i quy6t khi6u
n4i; t4p hqrp th6ng tin, tdi liQu,
bdng chimg c6 li6n quan d6n

Quytit dlnh giai quytit
khi6u n4i.

0,5 ngdy
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nQi dung khi6u n4i, ktit qui x6c
minh, kOt luQn, kiOn ngh!, quyOt

dinh giai quyOt dugc hinh thanh
tu lric m0hO so gihi quyilkhiCu
n4i d6n khi d6ng h6 so theo

muc luc vd bdn giao cho bQ

phfln luu trfr ctra UBND cdP

huyQn.

4. THU TUC GIAI T KHIEU NAI LAN
trinh: 2.001920 md s6 TTHC trOn Co sd dt

kh6ng qu6 60 , ke tu ngdy thq
ngay
ly.o

cAp rruyEN (Ma s6 TTHC: TTR-KI{A-07): C6 01 quy trinh, mE s6 quy
gia TTHC Dich vu c6ng).

vtrng sdu, vtng xa di l4i kh6 khEn: Thoi h4n gidi quy6t kh6ng qu6

IIAI TAI
liQu qu6c

Thoi han gi6i qu Kh6ng quh 45 , kC tu ngdy thu ly; d6i vdi vr,r viQc phric t4p thi thdi han gi6i quyet c6 th6 k6o ddi hcrn nhtmg

aOi vOi vu viQc tpp thi thdi gian gidi quy6t kh6ng qurl 70 ngity, kO tu ngdy thp lj. Ri6ng thcri h4n gi6i nai quytit dinh
kj' luat c6n bQ, chric ld kh6ng qu6 30 ngay, te ttr ngdy thg ly; dtii vdi vu viQc phrlc t4p ld kh6ng qod 45 ngiy, k0 tu ngdy ths lf.

60 ngdy, kC

quy6t khiOu
tu ngdy thU ly;

Quy0t dinh gi6i quyiSt

khi6u n4i.

Grii Quy0t dinh cho nguoi
khi6u n4i, thir trucrng cdp tr€n

..ttruc ti6p cira ngudi gi6i quy6t
khiCu nai, ngudi c6 quyen,
nghla vp li6n quan, co quan, t6
chuc, cri nh6n dE chuyOn dcrn

khi6u n4i.

Budc 9 TrA k0t qu6
B0 pl0n
tri kOt
qua

A
capUBND

huyQn

Trdch
nhiQm

thrgc hiQn
NQi dung cdng viQc thgc hiQn Bi6u miuiKtit quf,

Thcri gian
(neny)

Ghi chrfl
Co quan, tlcrn

vi

8-"6'" ll r6n burrc

lllT ll 
tnu" nien

Nhfln h6 so
vd phdn
c6ng gi6i
quyet.

Bu6c 1

Ldnh d4o
Vdn

phdng
UBND

cap

- Titip nhan h6 so thu ly dcrn;

- Tham muu giao nhiQm vu x5c
minh cho co quan chuyOn m6n
thuQc UBND c6p huyQn.

01 ngdy
UBND caF

huvCn
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huyQr/

C6n bQ,

c6ng
chirc

0,5 ngdy- H6 so da ti6p nhfln.

Ldnh d4o
Vdn

phdng
UBND

cap
huyQn.

- TiCp nhfln h6 so thu ly don
khi6u n?i da du-ry. c Cht tich
UBND c6p huyQn kf do Vdn
thu Vdn phdng UBND cap

huyQn chuy6n (B0 phfln xri lY
dcrn).

- Phan c6ng cho c6n

chr?c tham muu gi6i qu
bQ, c6ng
yet.

capUBND
huyQn

Budc
1.1

Nhfln h6 so
vd ph6n
c6ng giii
quy6t.

0,5 ngdy

Quytit dinh vA viQc
giao nhiQm vu xdc
minh nQi dung khi6u
n4i theo MAu s6 03-KN
ho[c thanh. lQp Doirn
x6c minh/T6 x6c minh
nQi dung khitiu n4i theo
MAu sO 04-KN ban
hdnh kdm theo Th6ng
tu sO OTl2Ol3lTT-
TTCP cua T6ng Thanh
tra Chffi phri dE dugc
Cht tich UBND cdp
huyQn ky duyQt.

C6n b0,
c6ng

chric Vdn
phdng
UBND

cap
huyQn/

Vdn thu

capUBND
huyQn

Bu6c
t.2

Xft ly h6 so

0,5 ngdyH6 so da ti0p nhflnBu6c 2
Phdn c6ng
xi ly h6 so

Tht
tru6rng ccr

quan

- DC xu5t vd dy th6o Quy6t dinh
giao nhiQm vp xiic minh nQi

dung khitiu nai hoflc thdnh l4p
Dodn x6c minh/T6 x6c minh nQi

dung khi6u n4i b6o c6o lSnh dpo

xdt duyQt, trinh Chir tich IIBND
c6p huyQn ky duyQt.

- Vdn thu ph6t hAnh quyOt dinh
vi chuy6n hG s,r cho co quan
chuy6n m6n thu6c UBND c6p
huyQn dugc giao nhiQm vu x6c
minh.

- Giao hO so vdr phdn c6ng
nhiQm vp x6c minh cho c6n bQ,

c6ng chric.

Coquan chuy0n
m6n thuQc

UBND cdp
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huyQn chuy6n
m6n

- Co quan,

cit nhdn
cung cap
th6ng tin,
tei liQu,
bing chimg
trong thoi
han 07

ngay, tO ttr
ngay nhQn

dugc y6u
cau.

- 35 ngdy
(Trucrng

hqp vg viQc
phirc t4p

kh6ng qu6:
50 ngdy)

- Virng sdu,
virng xa di

lai kh6
kh[n: 50

ngay
(Trucrng

hqrp vp viQc
phric t4p

kh6ng qu6:

60 ngdy)

- POi vOi
khi6u nai

quytit einn
lcf luft c6n

bQ, c6ng
chttc 20

ngey
(Trudrng

hgp vg viQc
phric t4p: 35

ngdY)

(T6ng thcri

- Bi0n btn c6ng bo
quy€t dinh x6c minh
nQi dung khi6u n4i.

- Bi6n b6n ldm viOc vcYi
., ,. .t

nguol khleu n?1, nguol
bi khieu n4i, ccr quan,

t6 chfc, dcvn vi, cb

nhdn c6 li6n quan theo

MEu s6 05-KN ban
hdnh kdm theo Th6ng
tu s6 O7l2013lTT-
TTCP ho{c vdn bin

^;.r'yOu c6u ngudi .khiOu
nai, ngudi bi khi6u nai,
co quan, t6 chric, dcrn

vi, cit nhdn c6 liOn quan

cung c6p th6ng tin, tiri
liQu, bing chimg theo
MAu 06-KN ban hdnh
kdm theo Th6ng tu s6

O7ITT-TTCP.

- Gi6y bi6n nh{n vO

viQc ti0p nh.an th6ng
tin, tdi liQu, bdng chr?ng
theo MEu sO 07-KN
ban hanh kdm theo
Th6ng tu sO

0712013/TT-TTCP.

C6n b0,
cdng
chric

dugc giao
x6c minh

A.
gral.quyet
khiOu nai

- COng bo quYAt dinh xdc minh 
,

nQi dung khiOu n4i t4i co quan, 
I

t6 chuc, dcrn vi cua ngudi b!

khi€u nai.

- DU th6o vin bdn YOu cAu

ngudi ban hdnh quytlt dinh Bi
luflt c6n bQ, c6ng chric bi khi6u
n4i b6o c6o vi0c xem x6t kY lu4t

vd gini quytit khi6u nai c[ra

rrgtrOi bi ki luit d0 16nh d4o co
quan trinh Chu tfch UBND cdP

huyOn hf.
- Tham muu thdnh ldp HQi d6ng
tu v6n d0 tham kh6o y kitin gini
quygt khi6u nai (d6i vdi vir viQc

khi6u n4i phrlc t4p, n6u cAn

thi6| (tru trudrng hqrp gi6i quY0t

khi6u n4i quy6t dinh kY 1u4t can

bQ, c6ng chric) b6o c6o lSnh d4o

co quan x6t. duyOt, trinh Chri
tich UBND c6p huyQn ky.

- Ti6n hdnh x6c minh vd b6o

crio k6t qu6 xtic minh cho ngudi
dd ra quytit dinh thenh 14p dodn
x6c minh/ t6 x6c minh b6o c5o

Chtr tich UBND c6p huyQn. kY

duyQt (nQi dung b6o c6o g6m:

d6i tuqng x6c miltr,lhQr €1gn

Xac minh
nQi dung

Bu6c 3

2
ldnkhiiSu n4i

Co quan chuyOr

m6n thuQc

UBND 
"adhuyQn 

I
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- Dq th6o Quy6t dinh dinh chi
viQc gi6i qrytlt khi€u n4i khi
nguoi khitiu npi nit khi6u nai vi
chuytin Budc 6.

tiiin hdnh x6c minh, nguoi ti6n
hdnh x6c minh, nQi dung x6c
minh, ktit qui x6c minh, kOt

Iuan vd kitln nghi nQi dung gihi
quy6t khi6u nai).

- Dg th6o vdn bin th6ng b6o t6
chric d6i tho4i lAn Z de lanh d4o

co quan trinh Chu tlch UBND
c6p huyQn ky duyQt vd chuy6n
sang Bu6c 4.

- Vdn bin trung cAu

gi6m dinh theo Mdu s6

08-KN ban hdnh kdm
theo Thdng tu sO

07l2}t3nr-TTCP.

- B6o c6o k6t qud xirc
minh theo Mdu s6 11-

KN ban hdnh kdm theo
Th6ng tu sO

07|}}I3|TT-TTCP vd
dU th6o v6n bin th6ng
brio thoi gian, dia di6m,
nQi dung viQc d6i tho4i
grti cho ngudi .khiiSu
nai, ngudi bi khiOu n4i,
ngudi c6 quy6n vd
nghTa vu liOn quan, co
quan, t6 chric c6 liOn
quan, t.ryh Chtr tich
UBND c6p huyQn ky
duyQt.

- Du th6o Quytit dinh
dinh chi viQc giii quy€t
khitlu nai theo Mdu s6

12-KN ban hdnh kdm
theo Th6ng tu sO

07l2ot3lTT-TTCP (d6i
vdi trucrng hgp nguoi
khi0u nai rrit khi6u
nai).

gian niy
ph6i cl6m

b6o thdi
gianngudi
khi6u n4i,
ngudi bl

khi6u n4i vi
co quan, to
chuc c6li6n
quan nh4n
nhan dugc

th6ns b6o t6
I

chric d6i
thoai)
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UBND
huyOn

Budc

Chri tich
UBND

A

cap
huyQn

aoichricT6

T6 chric dtii thoai vdi nguoi
khi6u n4i, nguoi bi khi6u nai,

ngudi co quy6n vd nghia vP li0n
quan, co quan, t6 chric, c5' nhdn

c6 1i0n quan.

Bi0n btn d6i tho4i theo
MAu sO 14-KN ban

hdnh kdm theo Th6ng
tLr sO O7/2013/TT-
TTCP

01 ngiy
thoai

02 ngiry

Dg th6o quyot dinh giai
quytit khi6u nai theo

MAu s6 15-KN ban
hdnh kem theo Th6ng
tu sO O7l20l3lTT-
TTCP ngdy 3111012013

cira Thanh tra Chinh
pht.

Cdn cit viro quy dinh PhriP 1u4t,

k€t qui x6c minh, kOt quA d6i
thoai, t6ng hqp xu lf h6 scr,

tham muu l5nh d4o kY duYQt,

trinh Chir tich UBND c6P huYQn

qrytit ilinh giai quy6t khi6u nai.

Ngucri
dugc
giao x6c
minh nQi
dung
khi0u na1

ldn2

Bu6c 5
long ngp
xtt ly

Co quanl

chuyOn m6n
thuQc UBND
c6p huyQn

05 ngiy

- Quy0t dinh gini quYet

khiiiu n4i.

- Quy0t dinh dinh chi
viQc giAi quy6t khiOu
n4i (trucmg hqp nguoi
khiOu nAi rrit khi6u
nai).

Xem x6t vd ky ban hdnh.

Cht tich
UBND
cap
huyQn

hanh
dinh

quytit
nai.

Bu6c 6

Ban
quyet
gitLi,
khi0u

capUBND
huyQn

0,5 ngdydinh giai quytitQuytlt
khi0u na1

- Vdn thu: Ph6t hdnh quy6t dinh
gi6i quyOt khitiu n4i;

- Luu trfr hO so giAi quy6t khi6u
nai: Ngucri dugc giao xiic minh
md, lflp h6 so gini quy€t khi6u
n4i; tQp hqrp th6ng tin, tdi liQu,

bang itrung c6 li6n quan dtin
nQi dung khi6u n4i, kt5t qu6 x6c

minh, k6t lu4n, kiOn nghi, qrry6t

Vdn thu/
Ngucri
du-o. c giao
xirc
minh/B0
ph4n luu
trfr.

Ph6t hAnh
vdn bin vd
tuu h6 so.

BuocTUBND cAp

huyQn
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dinh giai quy6t dusc hinh tha+
tu hic md h6 so giAi quy6t khiOu
n4i d6n khi d6ng hd so theo
mpc lpc vd bdn giao cho b,Q

phfln luu trt cira I-IBND cdp

huyQn.

s. THU TUC Cnr uYf,T 16 cAo gaa s6 TTHC: TTR-KHA-11): C6 01 quy trinh, md s6 quy trinh: 2.002186 (Theo md s6 TTHC tr6n

Co so dir liQu qu6c gta TTHC Dich vu
nhtmg kh6ng

c6ng). Thoi h4n giAi quytit khdng qu6 30 ngdy k0 ttr ngdy thp
qu6 30 ngay. D6i voi vp viQc tlac biet phric t4p thi

ly tti c6o. O6i vOi vq viQc phric t4p

c6 th6 gia h4n hai 6n, m6i lAn giathi c6 thO gia han
h4n kh6ng qu6 30

qrv6t mqt lAn

Quy6t dfnh giAi quyet.. ./,
khreu nar.Bu6c 8 TrA k6t qu6

B0 ptl0n
trh kdt
qua

Gui Quytit dinh cho ngudi
khi6u n4i, ngudi bf khitSu n4i,
ngudi gi6i quy6t khiOu n4i ldn
-x , l r'
dau, ngufi co quyen, ng-nla vu
1i6n quan; thri truong cAp trOn

tryc tiOp cria ngudi gi6i quyOt

khi6u nai, ngudi c6 quydn,
nghia vq li0n quan; co quan, t6
chuc, cd nhdn dd chuy6n dcrn

khitiu n4i.

capUBND
huyQn

Ghi chtiBi6u miu/K6t qui Thoi gian
(ngny)

Co quan, dcrn
v!

Bu6,
thH<
hiQn

TOn bufc
thr;c hiQn

Tr{ch
nhiQm

thr3c hiQn
NQi dung cdng viQc thgc hiQn

UBND
huyQn

cap
Budc 1

Nhfln h6 so
vi phdn
c6ng gi6i
quyOt.

Ldnh d4o
Vdn

phdng
IIBND

cap

- TiCp nhQn hO so thu ly dcrn;

- Tham muu giao nhiQm 4r x6c
minh cho co quan chuyOn m6n
thuQc UBND cdp huyQn.
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huyQn/

C6n b0,
cdng
chirc

0,5 ngdy- H6 so da ti6p nhQn.

- TiCp nhQn hO so thP lY don t6
c6o dd duo. c Chri tlch UBND
c6p huyQn ky do Vdn thu Vdn
phdng IIBND cdp huYQn

chuy€n (BQ phfn xri lY dcm).

- Phan c6ng cho c5n bQ, c6ng
chuc tham muu gi6i quytSt.

Ldnh d4o
VEn

phdng
UBND

A
cap

huyQn.

Nh0n h6 so
vd phdn
c6ng giAi

A.
quyet.

Bu6c
1.1

capUBND
huyQn

Vdn bAn giao nhiQm vp
x6c minh nQi dung tti
cilo ho{c quy6t dinh
thenh l4p Dodn *6?
minh t6 c6o hoflc T6
xdc minh t6 cdo dd
dugc Chir tich UBND
cdp huygn \y duyQt.
(Theo MAu s6 07 Nghi
dinh sO 31/20194ID-
CP ngdy 1014/2019.

- D6 xu6t vd dy thio vdn bin
giao nhiQm vu x6c minh nQi

dung td c6o cho ccr quan, t6
chuc, cd nh6r;,/ ho{c quY0t,dinh
thanh hp Doan x6c minh t6 c6o

hoac T6 xdc minh t6 c5o b6o

c6o ldnh d4o x6t duyQt, trinh
Chtr tich UBND c6p huyQn kf
duyQt.

- VEn thu phdt hdnh v[n ban
giao xitc minh nQi dung t(5 c6o

ho4c quy6t dinh thanh lpp Doan
xiic minh t6 c6o ho{c T6 x6c
minh t6 c6o vd chuy0n hd so
cho co quan chuy6n m6n thuQc

UBND c6p huyQn dugc giao
nhiQm vu x6c minh.

CAn b0,
c6ng

chric Vdn
phdng
UBND

cap
huyQr/

Vdn thu

Budc
t.2

Xu l)i h6 soUBND c6p

huyQn
0,5 ngiy
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0,5 ngdy
- Quytit dinh thanh lap

t6 x6c minh;

- H6 so da ti6p nhQn.

Thfi
tru&ng co

quan
chuy0n

m6n

- Giao cho c6n bQ, c6ng chirc
dp th6o quy6t dinh thdnh lap to
xiic minh Otii vOi tnlcrng hgp
nhfln du-o. c vdn bin giao xdc
minh nQi dung tO c6o vd kY

duyQt.
,l- Giao h6 so vd ph6n c6ng

nhiQm vu x6c minh cho c6n bQ,

cdng chric.

Co quan
m6n
UBND
huyQn

Bu6c 2
Ph6n c6ng

" ',' Axu ly no so

-Eugc tAm

drmg tinh
thdi eia!
grti quyOt

khi c6
quy6t dinh
t4m dinh
chi gihi
quytit; Chd
kOt qya
trung cdu
gi6m dinh.

- fet thric
A.gtil quyet

tO ciio khi
. i.co quyet

dinh dinh
chi gili
quyet to
c6o.

- Co quan,

- BiOn bin ldm viQc
..atruc ti6p v6i ngucri t6

ciio, ngucri bi t6 c6o;
Bi€n ban lim viQc vdi

.lco quan, t6 chric, don
vi, cdnh6n c6 liOn quan

theo Mdu sti 08 cta
Nghi dinh sO

3l/2019/NE-CP ngey
r0l4/2019.

- Vdn bdn tnmg cAu

gi6m dinh theo MAu s6

Oq cua Nghi dinh s6

31/2019AIE-CP ngay
10t4t20t9.

- B6o c6o ktit qurd x6c
minh nQi dung t6 c6o
vd ki6n ngh! bjOn pheR

xu ly theo Mdu s6 10

cria Nghi dlnh sO

3ll20l9lND-CP nsey

Co quan chuyOn
m6n thu6c
UBND cAp

huyQn

Budc J

Xitc minh
nQi dung t6
cao

Ngudi
dugc giao
x6c minh

- Ecrn t6 c6o co nQi dung rO

rdng, chimg cu cu th6, c6 co sd
gi6i quy6t ngay thi tham mtru
ngay viQc tiOn hinh x6c minh,
b6o c6o k6t quA x6c minh vd
trinh ldnh d4o UBND c6p huyQn

ban hdnh t<6t tufln giai quytlt t6
c6o scrm hcm thtri h4n quy dinh.

- Thuc hiQn c6c biQn ph6p cAn

thitit dC thu th6p th6ng tin, tdri

liQu, ldm 16 nQi dung t6 c6o nhu
ldm viQc tryc ti6p, x6c minh
thuc t6, tnmg cAu gi6m dinh.

- 86o c6o ktSt qui x6c minh nQi

dung td c6o vd ki6n nghi biQn

ph6p xri li,, trinh Cht tich
IIBND c6p huyQn. Trudng hqp
thir tru&ng co quan chuyOn m6n
thanh lfp t6 xdc minh thi ngudi
duoc giao x6c minh b6o c6o thfi
truong co quan A6 trinn Cfru

- 19 ngay
(dusc qiu
han 01 lAn
kh6ng qug
19 ngdy d6i
vdi vg viOc

phfc tap;
dugc gia
h4n 02 lAn

mol lan
kh6ng qy
19 ngiy d6i
vdi vu viQc
d4c biQt
phuc tap).

- Truong
hqrp . phSp
luflt v0 xt ly
vi pham
hanh chinh
c6 quy dlnh
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vC thdi h4n
A.gtil quyet

kh6c v6i
quy dinh
n6u trOn thi
thcri han gi6i
quytit t5 c6o
kh6ng duoc
vugt qua

thoi h4n xu
ly vi pham
hanh chinh
theo quy
dinh ctra
ph6p luat vA

xu ly vi
pham henh
chinh.

6p dgng c6c

biQn ph6p
bAo vQ bi
mat thdng
tin cria

.Anguol to
cito theo
Di6u 56

Lu0t To
crio.

x
ouven

aYret
t6 ctio

giiti
dcrn

phAi

t6 ch
nhAn
tham
khi

uc, cit
c6

l0l4l20l9 vd dg th6o
chc vdn bhn c6 li0n
quan (K6t lufln t6 c6o,
Th6ng brio kdt qu6 xu
lV t6 c6o" vdn b6n d6n

d6c xu lf k6t lu4n t6
c6o, vdnban chuy0n hO

so vu viQc dOn Co quan
di6u tra ho{c ViQn
ki6m s6t nh6n ddn c6
thAm quy6n ).trinh Chtr
tich UBND c6p huyQn.

- Quy6t dinh tam dinh
chi gidi quy6t t6 crio dd

dusc l6nh dao UBND
cAp huyQn ky.

- Quytit dinh. dinh chi
gi6i quy6t t6 c6o d6"

du-o. c Chri tich UBND
I,

cap nuy9n Ky.

tlcf, USND c6p huyQn.

- Ds thdo OyVOl dinh tam dinh
chi gi6i quyOt t6 c6o, trinh ldnh
dao TIBND cAp huyQn kY khi:
CAn dqi ki5t qui giAi quy6t ctra

co quan, t6.chuc, c6 nhdn kh6c
hodc dgi kOt qui gi6i quY6t vu
vi6c kh6c c6 li6n quan; CAn dqi
t6t qua gi6m dinh bd sung,

gi6m dinh lai.

- Dg thio Qyvtit dinh dinh chi
viQc gi6i quyOt t6 c6o khi ngudi
t6 c6o rut tO c6o tru6c khi ngudi

^ '^ rkStludnn6iglal quyet to cao rL ---. -- ..--
dung tO cito (tru truong hqP
hdnh vi bi tO c6o c6 dAu hiOu vi
pham ph6p luft hodc c6 cdn cir
xric dinh viQc rut t6 c6o do bi de

do4, mua chuQc ho{c ngudi t6
c6o lgi dung vi6c t6 crio d0 vu
kh5ng, xric pham, gdy thiQt hai
cho ngudi bi t6 c6o) vd trinh
Chri tich UBND c6p huyQn ky.

05 ngdy

fi5t tuan nQi dung t6
c6o theo MAu sd 12 oiua

Nghi dinh sO

31/2019AID-CP ngay
101412019.

Chir tich
UBND
cap
huyQn

- Ban hanh k6t lu4n nQi dung t6
cao.Budc 4

-- r.. .
K.et luan nol
. .'a .'

clung to cao
UBND c6p
huy€n

- f€t luQn nQi dung t6
, ", -Acrlo giri dOn ngudi bi t6

Ph6t hanh vd luu h6 soPh6t hanh
ktit lu0n nOi

Vdn thuUBND cAp

huyQn
Budc i
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0,5 ngdy



c6o, co quan, td chuc
quAn ly nguoi bi t6 ctlo

vi co quan, t6 chric, c6

nhan c6 li€n quan;
th6ng b6o vt ket tuan
nQi dung t6 ciio dOn

nguoi tO ciio.

dung t6lc6o

04 ngdy

- Ktit qu6 xu ly

- Th6ng b6o k6t qu6 xu
ly t6 crio cho co quan
b6o chi, co quan, t6
chfc, c6 nhAn c6 thAm

quy0.n dd chuy0n th6ng
tin tO c6o, dcrn t6 c6o.

Chir tich
UBND

A
cap
huyQn

Chri tich UBND c6p huyQn cdn

cir vdro ktit luan nQi dung t6 c6o

xu ly theo thAm quy6n.
UBND c6p
huyQn

Bu6c 6

Xu ly ket
lu0n nOi
dung t6 c6o

VEn b6n th6ng b6o k6t
qui xu ly.

Vdn bin th6ng b6o ktit qu6 xu
ly gui cho ngucri gidi quy€t t6
c6o.

Co quan c6
.. ILtnam quyen xu
ly kitin. nghi
trong kOt. lufln
n6i dung tO c6o.

Budc 7
Th6ng b6o
k6t qui

Co quan,
t6 chric,
c6 nhAn
c6 thAm
quyen

Kh6ng tinh
vdo thcri
gian. giti
quyCt
nhmg
nguoi . giAi
quy6t t6 c6o
phAi c6
tr6ch nhiQm
theo ddi,
d6n d6c
viQc thlrc

, A.nlen Ket
lu0n t6 c6o.

Trong thdi
gian 05

ngdy k0 tu
ngdy c6 kOt

quA xri llf
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huv€n/ Nsuoi
thdm quy0n
li ky luQt,

UBND

ph?t vi
hdnh chinh.

C6ng khai
kOt lufln td
c6o, quy6t
dinh xt ly
hdnh vi vi
Pham.

Chu tich
UBND
cap

huyQn/

Ngudi co
thAm
q.rydn xu
ly kf luQt,
xu ph4t vi
Pham
hdnh
chinh.

Budc
C6ng khai theo.c6c hinh thric
quy dinh tai Di6u 40 Luat To
c6o.

Trong thdi
h1n07 ngiry
k€ tu ngdy
ra kOt luQn

nQi dung t6
c6o, quy6t
dinh xtt ly
hdnh vi vi
pham bi t6

c6o

H6 .so gi6i
quy6t . vu
viQc t6 c6o
du-ry. c lflp
chung ctng
h6 so xir ly
vi phem
hinh chinh.

Luu h6 so

H6 scv ducv. c d6nh sO ttli t.u vd
luu trt theo quy dinh cria Ph6P
luft, b6o dim bi mf,t thdng tin
vd ngudi t6 c6o.

Luu h6 so
t.gtil quyet

vu viOc to
c6o.

Vdn thuBu6c 9
UBND c6p
huyQn
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