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Di~u 3. Chanh 'Van ph6ng U)/ban nhan dan tinh, Thu twang cac Sa, ban,
nganh thuoc Uy ban nhan dan tinh; Chu tich UBND cac huyen, thi xa, thanh
phB; Chil tich Uy ban nhan dan cac xa, phtrong, thi tn1n; cac can bQ, cong chirc
lam d~u mBi thuc hien nhiem vu kiem soat thu tuc hanh chinh va cac t6 chirc, ca
nhan co lien quan can cir Quyet dinh thi hanh./:--tt.

Nui nh{in:
-Nhu di€u 3;
- Van phong Chinh phu (d€ b/c);
- C\lCKTVB (B9 Tu phap);
- Thtrong tnrc Tinh uy;
- Thirong tnrc HDND tinh;
- Truong dean dai biSu Quoc h9i tinh;
- Chu tich, cac PCT UBND tinh;
- Lanh dao VP UBND tinh;
- Trung tam Cong nghe thong tin;
- Ll1U: VT. KSTTHC (2), Tr, (50b)V
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iJY BAN NHAN DAN CONG HOA xX HOI CHU NGHIA VI~T NAM
TiNH HAl DUONG DQc l~p - T1}'do - H~nh phuc

QUYCHE
Hoat dQng ciia can bQ, cong clnrc lam dAu mBi thjrc hi~n nhiem vl}.

ki~m soat thii tuc hanh chinh tren dia ban tinh Hai DU'O'ng
(Ban hanh kem thea Quyit dinh s6 ,l't /2018/QD-VBND

ngay Plihang 10 ndm 2018 cua Uy ban nhdn dim tinh Hai Duong)

Chuong I
*' .QUY DJNH CHUNG
~~.~

Di~u.1.Pharn vi di~u chinh

Quy ch~ nay quy dinh vS ca cau, che dQlam viec va trach nhiem phoi hop
cua can bQ, cong clnrc lam dfrum6i thirc hien nhiem vu kiem soat thu tuc hanh
chinh (sau day viit tat la cong chuc lam ddu moi) tren dia ban tinh Hai Duong.

Di~u 2. DBi tirong ap dl}.ng

Quy chS nay ap dung d6i voi cong chirc lam dfrum6i a cac So, ban, nganh
thuoc Uy ban nhan dan tinh (sau day viit tat la cdc Sir), Uy ban nhan dan cac
huy~n, thi xa, thanh ph6 (sau day vzit tat la Uy ban nhan dan cdp huy¢n) va Uy ban
nhan dan cac xa, phuOng, thi tr~n (sau day viit tat la Uy ban nhan dan cdp xii).

Di~u 3. Nguyen t~c ho~t dQng

1. Ho~t dQng cua cong chuc lam dfrum6i duQ'cth\Ic hi~n tren ca so chuc
nang, nhi~m V\l, quySn h~n cua ca quan, dan vi, dia phuong.

2. DS cao trach nhi~m va tinh thfrn chu dQng cua cong chuc lam dfrum6i
trong cong tac tham muu th\Ic hi~n cac nhi~m V\l ki~m soat thu t\lc hanh chinh.

3. Dam bao S\I ph6i hqp ho~t dQng ch~t che, th6ng nh~t, thuong xuyen,
lien t\lc, toan di~n va dung quy dinh cua phap lu~t.

ChlfO'ng II
CO cAu, CHE DO LAM VI~C, NHI~M VQ, QUYEN H~N

vA NQI DUNG HO~ T DONG ellA CONG CHUC LAM DAu MOl

Di~u 4. CO'c§u, ch~ <iQlam vi~c

1.Ca c~u cong chuc lam dfrum6i

a) Thu truong cac So, Chu tich Uy ban nhan dan c~p huy~n, Chu tich Uy
ban nhan dan c~p xa Cll cong chuc lam dfrum6i ki~m soat thu t\lChanh chinh t~i
ca quan, don vi; Van phong Uy ban nhan dan tinh t6ng hqp trinh Chu tich Uy
ban nhan dan tinh phe duy~t danh sach cong chuc lam dfru m6i. Truong hqp co
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~\I thay d6i vS cong chirc lam d~u m6i thi thu tnrong cac S6, Chu tich Dy ban
nhan dan c~p huyen, Chu tich Uy ban nhan dan c~p xii phai kip thai bao cao Chu
tich Dy ban nhan dan tinh phe duyet trong thai han 5 ngay lam viec kS til ngay
thu tnrong co quan phan cong nhiem vu lam d~u m6i thirc hien nhiem vu kiSm
soat thu tuc hanh chinh cho can bQ, cong chirc.

b) Cong clnrc lam d~u m6i cua tinh g6m: Chanh Van phong Dy ban nhan
dan tinh va cong chirc Phong KiSm soat thu tuc .hanh chinh thuoc Van phong Dy
ban nhan dan tinh.

c) Cong chirc lam d~u moi cua c~p S6: Cac S6 b6 tri khong qua 03 cong
chirc lam d~u moi, Trong do, co 01 lanh dao S6, 01 Chanh van phong S6 hoac
tuong duong va 01 chuyen vien d6i v6i S6 co til 02 (hai) dan vi tn.rc thuQc tr6
len co ti~p nh~n, giai quy~t thu t\}chanh chinh cho t6 chilc, ca nhan.

d) Cong chuc lam d~u m6i cua c~p huy~n: Dy ban nhan dan c~p huy~n b6
tri khong qua 03 cong chilc lam d~u m6i, trong do co 01 Hinh d~o Dy ban nhan
dan c~p huy~n, 01 Hinhd~o Van phong va 01 chuyen vien Van phong HQi d6ng
nhan dan va Dy ban nhan dan c~p huy~n ph\l trach cong tac kiSm soat thu t\}c
hanh chinh.

d) Cong chuc lam d~u m6i cua c~p xa: Dy ban nhan dan c~p xa b6 tri 01
cong chilc lam d~u m6i la cong chilc Van phong - Th6ng ke.

2. Phong KiSm soM thu t\}chanh chinh thuQc Van phong Dy ban nhan dan
tinh la b9 ph~n thuang tr\Ic cua h~ th6ng cong chilc lam d~u m6i th\Ic hi~n
nhi~m V\l kiSm soat thu t\lC hanh chinh va th\Ic hi~n co ch~ mQt cua, mQt cua
lien thong trong giai quy~t thu t\}chanh chinh.

3. Ch~ dQlam vi~c
a) Cong chuc lam d~u m6i kiSm soat thu t\}c hanh chinh ho~t dQng thea

ch~ dQ kiem nhi~m, chiu S\I kiSm tra, huang dfuI vS chuyen mon, nghi~p V\l
kiSm soat thu t\}chanh chinh cua Van phong Dy ban nhan dan tinh.

b) Can cil van tinh hinh, nhi~m V\l kiSm soat thu t\}c hanh chinh, Thu
truang cac S6, Chu tich Dy ban nhan dan c~p huy~n giao nhi~m V\l C\l thS cho
cong chuc lam d~u m6i thuQc ph~m vi qufm ly nhung t6i da khong qua 15
ngay/thang~ Ch~ tich Dy ban nhan dan c~p xa giao nhi~m V\l C\l thS cho cong
chuc lam dau moi thuQc ph~m V\l quan 1ytoi da khong qua 10 ngay/thang.

f)i~u 5. Nhi~m Vl,J., quy~n h~n clla cong chrrc lam d~u m6i
1,'Tham mUll Thu truemg co quan, dan vi, dia phuong trong cong tac chi

d~o, dieu hanh ho~t dQng kiSm soat thu tuc hanh chinh va thuc hien co ch~ mot
cua, mQt cua lien thong trong giai quy@tthu t\}chanh chinh thea ph~m vi, ch~c
nang quan 1Y.

2. Tham mUll, dS xu~t triSn khai t~p hu~n, huang dfuI, cung c~p cac van
ban, tai li~u 1,ienquan }1Qidung kiSm soat thu t\lChanh chinh va ti~p nh~n, xu 1y
p~an a~, ki~n.~ghi ve quy dinh hanh chinh thuQc ph~m vi qmin 1y cho can bQ,
cong chuc co hen quan trong co quan, dan vi, dia phuang.
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3. Ph6i hop, thea doi, don d6c hien nhiem V\1 kiem scat thu tuc hanh
chinh, thuc hien co chS mot cira, mot cira lien thong trong giai quyet thu tuc
hanh chinh va tiep nhan, xu Iy phan anh, kien nghi cua ca nhan, t6 clnrc vS quy
dinh hanh chinh dam bao dung tiSn dQ,ch~t luong va quy dinh hien hanh .

., I "

4. Giup thu tnrong dan vi tong hop, bao cao dinh ky hoac dQt xuat ve
cong tac kiSm soat thu tuc hanh chinh thea quy dinh,

5. Nghien ciru dS xuat cac sang kien, giai phap dfty manh cai each thu tuc
hanh chinh, kiem scat thu tuc hanh chinh va dan gian hoa thu tuc hanh chinh.

6. Lam d~u m6i ph6i hgp vai Phong KiSm soat thu t\lC hanh chinh thuQc
Van phong -Oyban nhan dan tinh thvc hi~n nhi~m V\1 kiSm soat thu 1l,lchanh
chinh, ca chS mQt cua, mQt cua lien thong va tiSp nh?n, xu Iy phan anh, kiSn
nghi vS quy dinh hanh chinh thuQc ph~m vi chuc nang quan ly khi co yeu c~u.

7. Giup thu truemg ca quan, dan vi, dia phuang kiSm soat va chiu trach
nhi~m vS tinh d~y du, chinh xac dfr li~u thu t\lChanh chinh cong khai tren"trang
thong tin di~n tu cua ca quan, dan vi, dia phuang.

8. Bugc tham gia cac lap t?P hu~n, b6i du6ng nghi~p V\lvS kiSm soat thu
1l,lchanh chinh, thvc hi~n ca chS mQt cua, mQt cua lien thong do Trung uang
ho?c -Oyban nhan dan tinh t6 chuc. "

9. Bugc huemg cac chS dQh6 trg thea quy dinh va dugc khen thuOng khi
hoan thanh xu~t s~c nhi~m V\ldugc giao. "

Di~u 6. NQi dung ho~t dQng clla cong ch.rc lam d§u mBi

1. TriSn khai thvc hi~n cong tac kiSm soat thu 1l,lchanh chinh

a) Giup thu truemg dan vi thuemg xuyen quan tri~t dSn can bQ, cong chuc
thuQc cac phong, ban, dan vi trvc thuQc vS cong tac kiSm soat thu tl,lc hanh
chinh thea quy dinh;

b) Bao ca~, dS xu~t thu truemg dan vi kip thai ch~n chinh ho~c xu Iy can
bQ, cong chuc khong thvc hi~n ho?c thvc hi~n khong dung nQi dung, nhi~m V\l
cong tac kiSm soat thu t\lc hanh chinh dffdugc giao.

2. KiSm soat quy dinh vS thu t\lC hanh chinh trong dv thao van ban quy
ph~m phap lu?t do cac S6 tham mUll cho HQi d6ng nhan dan tinh, -Oyban nhan
dan tinh ban hanh.

a) Tham mUll cho thu truemg cac s6 thvc hi~n vi~c danh gia tac dQng quy
dinh vS thu 1l,lchanh chinh co trong dv thao van ban quy ph~ phap lu?t thea
dung quy dinh t~i Nghi dinh s6 63/201 O/ND-CP dffdugc sua d6i, b6 sung;

b) Ph6i hqp, huang d~n vai cong chuc trong nQi b9 ca quan dugc giao dV
thao van b~mquy ph~m phap lu?t co quy dinh vS thu t\lC hanh chinh diSn biSu
m~u danh gia tac dQng thu 1l,lchanh chinh thea quy dinh; kiSm tra ch~t luqng h6
sa, biSu m~u truac khi gui Van phong -Oyb~n nhan dan tinh dS I~y Y kiSn thftm
diM quy dinh thu t\lChanh chinh, bQph?n c8.U thanh thu t\lc hanh chinh co trong
dv thao van ban quy ph~m phap lu?t;



4

"c)"Ph6ihoptrongnoi bC}-'coquari-dSnghien ciru tiep thu nhtrng '1ki@ntham
gia, danh gia tac dong dC}c1~.pcua Van phong Uy ban nhan dan tinh vS quy dinh
thu tuc hanh chinh co trong du thao van ban quy pham phap Iuat,

3. Cong b6 thu tuc hanh chinh
a) D6i voi cong clnrc lam d~u m6i cua cac Sa, tren co sa Quyet dinh cong

b6 thu tuc hanh chinh cua BC} quan ly chuyen nganh, linh V\]'C,tham muu cho thu
tnrong dan vi trinh Chu tich UBND tinh cong b6 danh muc thu tuc hanh chinh
thuoc pham vi, chirc nang quan 1'1dang ap dung tai cac Sa, Uy ban nhan dan cfip
huyen va Uy ban nhan dan cfip xff;

Tham rmru cho thu tnrong dan vi don d6c cong chirc, bC} phan, dan vi true
thuoc kip thai thong ke thu tuc hanh chinh, l~p h6 so trinh cong b6 thu t\lc hanh
chinh m6i ban hanh, thu t\lC hanh chinh duQ'c sua d6i, b6 sung, bffi b6, huy b6
ho~c thay th@thuC}cnganh, linh V\ICquan 1'1theo dung quy dinb. KiSn nghi v6i
BQ quan 1'1chuyen nganh cong b6 thu t\}c hanh chinh dam bao d~y du, chinh
xac, dung quy dinh hi~n hanh.

b) D6i v6i cong chuc lam d~u m6i cua Uy ban nhan dan cfip huy~n va Uy
ban nhan dan cfip xff phai chu dQng ra soat dS kip thai phat hi~n, ki@nnghi v6i
Sa quan 1'1nganh, llnh V\]'Ctrinh Chu tich UBND tinh cong b6 thu t\lC hanh
chinh dS ap d\lng t~i dia phuang.

4. Cong khai thu t\lChanh chinh
Giup thu truang don vi cong khai kip thai, d~y du, chinh xac thli t\lC

hanh chinh dff duQ'cChu tich Uy ban nhan dan tinh cong b6 t~i noi tiSp nh~n va
tra kSt qua giai quySt thu t\lc hanh chinh va tren c6ng thong tin di~n tu, trang
thong tin di~n tu cua co quan, don vi, dia phuong theo quy dinh vS kiSm sa8.1
thu t\}chanh chinh.

5. Ra soat, danh gia thu t\lChanh cmnh

Giup thu truang dan vi triSn khai, th\Ic hi~n vi~c ra soat, danh gia thli t\}c
hanh chinh theo kS ho~ch, chi d~o cua Chu tich Uy ban nhan dan tinh, C\lthS:

a) Huang d~n, ph6i hgp v6i cac can bQ, cong chuc, bQph~ co lien quan
trong dan vi t6 chuc rei soat, danh gia thu t\}c hanh chinh thuC}cph~m vi, chuc
nang quan 1'1cua dan vi.

b) Tham gia rei so8.1,danh gia thu t\lChanh chinh thuQCph~m vi chuc nang
quan 1'1cua co quan, dan vi.

c) Theo d5i, don ,d6c, t6ng hgp kSt qua rei soat, phuang an dan gian hoa
t?U t\}chanh chinh va ket qua th\Ic thi phuong an dan gian hoa dffduQ'cChu tich
Uy ban nhan dan tinh phe duy~t.

6. Ng~ien CUudS xufit v6i thu truang co quan, dan vi, dia phuang ho~c
Van phong Uy ban nhan d~n tinh cac sang kiSn, giai phap trong cong tac cai
cach thu t\lChanh chinh, kiem so8.1thu t\lChanh chinh va thuc hien co chS mot
cua, mQt cua lien thong trong giai quySt thu t\}chanh chinh.·· .
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7. Ti~p nhan, xu ly phan anh, ki~n nghi v@quy dinh hanh chinh -

a) Thuong xuyen thea doi, kiem tra viec cong khai noi dung, dia chi ti~p
nhan, xu ly phan anh, kien nghi v@quy dinh hanh chinh tai BQphan ti~p nhan va
tra k~t qua giai quyet thu tuc hanh chinh.

b) Ph6i hop chat che voi can bQ, cong chirc, bQ phan, dan vi trong co
quan dS xu ly cac phan anh, ki~n nghi cua ca nhan, t6 chirc v@quy dinh hanh
chinh, hanh vi hanh chinh thuoc tham quyen giai quyet cua dan vi minh.

c) Xac minh lam r5 thong tin phan anh, kien nghi; giup thu tnrong co
quan xu ly, bao cao, dS xu~t cac bien phap d.n thiet dS ch~n chinh ky luat, ky
cirong hanh chinh trong vi~c th\Ic hi~n cac quy dinh thu t\lChanh chinh.

8. Xay d\ffig k~ ho~ch tuyen truySn, ph6 bi~n, t~p hu~ nghi~p V\l ki~m
soat thu t\lc hanh chinh; huang d~n, giam sat dan vi tr\]'CthuQc triSn khai, th\IC
hi~n nhi~m V\l kiSm soat thu t\lChanh chinh; ph6i hqp v6i co quan truYSnthong
th\Ic hi~n cong tac truySn thong vS cai cach thu t\lChanh chinh.

9. Tr\]'c ti~p tham gia cac dqt t?P hu~n, b6i du5ng nghi~p V\l' hQi nght, hQi
thao chuyen dS, g6p y, danh gia hie dQng thu t\lChanh chinh c6 lien quan do Van
phong Uy ban nhan dan tinh ho?c c~p tren t6 chuc.

10. Tham muu chu~n bi cac bao cao dinh ky ho?c dQt xu~t vS tinh hinh,
k~t qua kiSm soat thu t\lC hanh chinh; ti~p nh?n, giai quy~t thu t\lC hanh chinh
thea co ch~ mQt cua, mQt cua lien thong; ti~p nh~n, xu ly phan anh ki~n nghi vS
quy djnh hanh chinh thea quy dinh.

Di~u 7. Ch~ oQ giao ban, thong tin nghi~p Vl}

1. Ch~ dQgiao ban

a) Van phong Uy ban nhan dan tinh t6 chuc giao ban dinh k.Y sau thang
mQt l~n vS cong tac kiSm soat thu t\lC hanh chinh v6i cong chuc lam d~u m6i
cua cac Sa va Uy ban nhan dan c~p huy~n VaGtu~n thu ba cua thang 6 va thang
12 hang nam.

b) Van phong HQi d6ng nhan dan va Uy ban nhan dan c~p huy~n tham
muu cho Chu tich Uy ban nhan dan c~p huy~n t6 chuc giao ban dinh ky sau
thang mQt l~n vS cong tac kiSm soat thu t\lc hanh chinh cho cong chuc lam d~u
m6i Uy ban nhan dan c~p xa va lanh d~o cac phong chuyen mon thuQc Uy ban
nhan dan c~p huy~n VaGtu~n thu tu cua thang 6 va thang 12 hang nam.

2. Thong tin nghi~p V\l

a) Van phong Uy ban nhan dan tinh t6 chuc t~p hu~n, b6i du5ng nghi~p
V\l cho cong chuc lam d~u m6i cac c~p;

b) Phong Ki~m soat thu t\lC hanh chinh va cac cong chuc lam d~u m6i
chia se thong tin hai chiSu dS kip thai cung c~p thong tin chi d~o, diSu hanh lien
quan cong tac kiSm soat thu t\lChanh chinh, th\Ic hi~n co ch~ mQt cua, mQt cua
lien thong va cac nhi~m V\l C\l thS c6 lien quan d~n ph~m vi chuc cua cac co
quan, dan vi, dia phuong; ti@pnh~n thong tin phan anh vS nhfrng kh6 khan,
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vuong m~c trong qua trinh trien khai thuc hien dS kip thai thao gO'; chia se sang
kien, bai hoc kinh nghiem cua cac dan vi trong qua trinh trien khai thuc hien;

c) Ph6i hop, h6 tro viec trien khai thuc hien cac heat dong vS kiern soat
thu tuc hanh chinh thuoc pham vi chirc nang quan ly,

Ch ITO'ng III
BlED KHOAN THI HANH

Bi~u 8. Trach nhiem thi hanh

1. Thu tnrong cac Sa, Chu tich Uy ban nhan dan c~p huyen va Chu tich
Uy ban nhan dan c~p xa tao dieu kien thuan 19i dS cong chirc lam d~u m6i
thirc hien nhiem vu ki€m soat thu tuc hanh chinh thuc hien nhiem vu, quyen
han theo quy dinh tai Quy chS nay.

2. Giao Van phong Uy ban nhan dan tinh thea doi, don d6c, kiern tra
viec thirc hien Quy chS nay. Trong qua trinh trien khai thirc hi~n, d.c Sa, Oy
ban nhan dan c~p huy~n va Uy ban nhan dan c~p xa co kho khan, vuong m~c
thi phcin anh vS Dy ban nhan dan tinh (qua Phong Kdm soat thit t¥c hcmh
chinh thuC;cVanphong Uj; ban nhan dan tinh) dS t6ng hgp, gicii quySt.~

TM. iJY BAN NHAN DAN
TlCH
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