
CQNG HOA XA HQI CHU NGHIA VIET NAM
DQc l$p - Tg do - H4nh phric

so: 3/,,lirqo-uBND Khdnh Hda, "Cry){ thdng I t ndm 2022

QUYET EINH
Vd viQ,c ph6 duyQt quy trinh n6i b6 gi6i quy6t ttt,i tsc hAnh chinh tinh vu'c

T6 chri'c ptti.t intr pht (vd quyj-fl,ra.irr6m quydn gi6i quy6t cta
Uy ban nhAn dAn tinh Kh6nh Hda

CHU TICH UY SIN NHAN OAN TiUg KHANH HOA

Cdn ct Luit Tii chilrc chinh qttyin dia phrnng ngay 19 thdng 6 nim 2015;

Luqt sira aAi, UA sung m6t tii dti, ct)a Luqt T6 ch*c Chinh phi vd Ludt T6 ch*c
chinh quyin dia phuong ngay 22 thdng I I ndm 201 9;

Cdn c* Nghi dinh sii OItZOtAtUO-Cp ngdy 23 thting 4 ndm 20lg ct)a

Chinh phil vi thrc hiQn co chii m|t c*a, mQt c*a li€n th6ng trong gidi quyiit thit
twc hdnh chinh;

Cdn c* Th6ng tu sij OttZOtAtff-VPCp ngdy 23 th(ing ll ndm 20lg cita
Vdn phdng Chlnh phil hudng din thi hdnh mpt sii quy dinh ct)a Ngh! dinh sd
6|/2018/ND-CP ngdy 23 thdng 4 ndm 2018 cila Chinh phil vi thuc hi€n co chd
mgt c*a, mAt cta fiAn th6ng nong gidi quy& thi tltc hdnh chinh;

Theo di nghi cfia Gidm diic Sd N1.i vu tai Td trinh sd jl35/TTr-SNV ngdy
l9 thdng I0 ndm 2022.

QUYETD[NH:

Di6u l. Ph€ duy6t kdm theo Quy6t dlnh ndy Quy trinh n6i b6 giti quyrit th0
tuc hrinh chinh linh vqc TO chuc phi chinh phri (v€ qu!) thuQc thAm quyAn gi6i
quytit cta Uy ban nhAn dAn tinh Kh6nh Hda, duoc c6ng b6 tai euytit tlinh s6

20741QD-UBND ngdy 2ll7/202t cta Chri rich UBND tinh Kh6nh Hda vA c6ng
Uii na*r muc thri tuc hinh chinh linh vuc nQi vu thuQc thAm quyin giii quy6t cria
UBND tinh Kh6nh Hda vir duoc di6u chinh t4i quy6t ainfr sO Ze:efqO-UAUO
ngiry 25/10/2022 c{laCht tich UBND tinh Kh6nh Hoa.

Di6u 2. quy6t am ndy c6 hiQu luc thi hdnh k6 tt ngdy kf.

Di6u 3. Ch6nh Vdn phdng Uy ban nh6n dAn tinh, Gi6m tliic Sd NQi vU;
Tht tru&ng ciic s0, ban, ngirnh; UBND cric huyQn, thi xE, thdnh ph5; UBND c6c
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x5, phudng, th! trAn vd c6c t6 chirc, cd nhdn c6 li6n quan chlu tr6ch nhiQm thi

hanh Quyi5t tlinh ndy./.

Noi nhQn:
- Nhu Didu 3 (t/h);
- Cuc Ki6m sorit TTHC (VPCP);
- Ban Phdp ch6 HEND tinh;
- Trung t6m C6ng bdo tinh;
- C6ng TTDT tinh: C6ng TTDT CCHC tinhl
- Trung tam CNTT vd DVHCCTT tinh;
- Luu: VT, DL. ,

ICH
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euy rRiNH NeI Be GIAI euyEr rHU rvc 
"A"t"%u*Hfi "i**, 

\'rrc ro cHrrc pru cniNu enu ryr qu!1
THUec ruAvr euvtN crAr euvtr cOa uy BaN NHAN UAN rixn rnANn noa

iBan hdnh kai theo Quyet diih tA St,tftQO-UBND ngdy -Ll thdng t t ndm 2022
cila Chil tich Uy ban nhdn ddn tinh Khdnh Hda)

1. Quy trinh thri tqc c6p gi6y ph6p thirnh l{p vir cdng nhfn ili6u tQ qui (Me sii: 1.003822)

MQt quy trinh thgc hiQn; thcri gian giii quy6t: 40 ngiry lirm viQc, k6 tir ngiry nh{n hii so dAy dri vir hqp phrip.

- Sd NQi vu: 23 ng?ry lim viQc;

- Ciic co quan li€n quan: l0 ngdy ldm viQc;

- UBND tinh: 07 ngdy ldm viQc.

Eon vi
thgc
hi6n

Brric
thuc
hi6n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thoi
gian

Sd N6i
vu

Bu6c
I

Ti6p nh4n
h6 so

BQ ph{n Ti€p
nhdn vd Tri
t6t qua pq
phdn MQt
cta)

Xem xdt ki6m tra thdnh phdn h6 so:
- Truong hqp h6 so ddy dt,.hqp lQ thi tiep
nfin va in Gi6y ti€p nh{n.h6 so vd hen tri
k€t quA, chuy0n h6 so d6n phdng chuydn
m6n.
- Trudng t qp hq so chua dAy drl: c6ng
chric,ti€p nhan hd so trudng ddn cl6 c6ng
dAnlt6.chric bd sung h6 so vd in Phi€u y6u
cdu b6 sung, hodn thi6n h6 so. KCt thric
quy trinh.
- Trudng hsp I,6 r.o kh6ng tltng 9t1y dinh:
inPhi€u ttr ch6i ti€p nh{n gini quy6t h6 so.
Ket thric quy trinh.

- 9i6y ti6p +4" t,r6 so vii hsn tni
k6t qui (Miu sd 01 ban hdnh
kdm theo Th6ng tu sii
0l/2018/TT-VPCP ngey
23111/2018).
- Phi6u y€u ciu b6 sung, hoan
thiQn h6 so (Mdu sd 02 ban hdnh
kdm theo Thdng hr sti
0I/2018/TT-VPCP ngAy
23ltU20t8).
- Phi€u tu ch6i ti6p nhfn giii
quy6t h6 so (Miu s6 03 ban hinh
kdm theo Thdng tu sli
01/2018/TT-VPCP ngey
23/ll/2018').

TOn bufc
thgc hiQn

PhAn c6ng
thgc hiQn

0,5 ngdy
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Dmr v!
thr;c
hi6n

T6n bu6c
thpc hiQn

Phin c6ng
thgc hign

N6i dung c6ng viQc thr;c hi6n Bi6u m6u, ki-{t qu6
Thcri
gian

Budc
2

ThAm ilinh,
hoirn thi€n

hd so

Phdng T6
chric, bi6n
ch6 - cong
chric, vi6n

chric

- Ldnh <l4o phong phdn c6ng
- Cdng chric th6m dinh h6 so
+ Truong hqp h6 so dt <Ii6u ki€n: Du thiio
Vdn bin l6y y ki€n co quan li€n quan vir
trinh lanh d4o phong.
+ Trudng hqp h6 so chua till tli6u ki€n: du
thio vEn bdn trd ldi; hodc Vin bnn dd nghi
b6 sung, hodn thi6n hd so trinh ldnh dao
phong.
- Linh tlao phdng xem xdt trinh linh dao
Sd ph€ duyQt.

Du thio Vdn bin lAy j ki6n co
quan li€n quan hodc dg thdo van
bin tri ldi; vdn bin d€ nghi b6
sung, hodn thi6n h6 so

9.0 ngdy

seNoi
VU

Budc
J

Ky duyQt
vdn bin

Ldnh dao
Sd NOi vu

Xem x6t, kj duyQt
- Trunng hqp h6 so dn di6u kiQn: kj Du
thdo Vdn bin lay y ki6n co quan.li6n quan.
- Truong ho-p h6 so chua drl di6u ki6n: ky
v5n bin tri [di, chuydn BQ phQn m6t cria.

Du thdo Vdn bin l6y j ki6n co
quan li6n quan hodc dqr thdo vdn
bdn tri loil vdn bin de nehi bd
sung, hodn thiQn h6 so

1.5 ngdy
(Drng

tinh dOi

vdi
trucrng
hqp bq
sung hd

so)

sd Noi
W

Bu6c
4

L6y y ki6n
Co. quan
phdi hqp

Grii y kitln v6 SO NOi vu (Phong T6 chric,
bi6n ch€ - C6ng chric, vi6n chric)

Tdng hqp f kitin cria c6c co quan
li6n quan.

l0 ngdy

Sd N6i
vu

Budc
5

T6ng hqp

t " ki6n
thdm dinh,
tham muu

Phong TCBC-
CCVC

- T6ng hqp. dd xuiit phuong rin gidi quy6t
+ TrutmB hqp co. quan ph6i hqp th6ng
nhdt, kh6ng c6 d€ nghi cli6u chinh, b6
sung, hoen thiQn h6 so: Du thao vdn bin,
h6 so vir trinh lfrnh rlao phong.
+ Truimg hgp co quan ph6i hqp.de nghi
di6u chinh, bd sung, hodn thi6n h6 so: Du

Du thdo vIn bdn, hd so trinh
hodc vdn bnn d€ nghi didu chinh,
hodn thi€n hd so

9,0 ngdy

sdNoi
w

Bufc
thu. c
hi6n



Dtrn vi
thrSc

hi6n

Buri,c
thgc
hi6n

TGn brfc
thgc hiQn

Phin c6ng
thgc hiQn

NQi dung c6ng viQc thr;c hiQn Bi6u miu, k6t qui Th0i
gian

th6o vdn bin d€ nghi t6 chr?c, cri nhdn di€u
chinh, hodn thi€n h6 so theo y€u c6u vd
kinh lAnh d4o phdng.

- Ldnh dao phdng xem x6t trinh l6nh <I4o

Sd ph6 duy6t.

sd Noi
!,u

Bu6c
6

Kf duyQt
v5n bAn

Ldnh dao Sd
NOi vu

Xem xdt, kf duyQt.
+ Trudng hsp .hO so <hi <Iidu kiQn: Ky
duyet van bdn, h6 so trinh UBND tinh
+ Trudng hqp h6 so chua dri di6u kiQn: Kyi
duyQt vdn ban dO nghi tli6u chinh, hoin
thi€n h6 sn

Vdn bin trinh, h6 so trinh hodc
vdn bAn d€ nghi didu chinh, hodn
thi€n h6 srv

03 ngay
(DunC 

.tinh d6i
vdi
trudng
hqp
sung
so)

b6
h6

UBND
tinh

Budc
7

Xem x6t,
quy6t tllnh

Vdn phdng UBND tinh xt lf, trinh l6nh
<l4o UBND tinh quy6t <linh vd thOng b6o
k6t qui cho S0 NOi vu

QuyCt dinh ho[c vdn ban ra ldi 07 ngdy

7.1 Ti€p
h6

nhan
so

B0 ph0n
Mot cta

'fi6p nh!n, chuy0n h6 so cho chuy€n vi6n
theo phdn c6ng cta Vdn phong UBND

- Td trinh S0 NOi vu
--:- Ho s0 ran tu so Nol vtr

0,5 ngdy

7.2 Ki6m tra. ,.,. ).
va xu ly ho

so

C6ng chric
ilugc giao

xri lj h6 so

Xrlr l{ h6 so - 86o ciio d€ xu6t
- Td rrinh Sd Noi vu
- H6 so nh4n tu Sd NOi vU

2,5 ngdy

7.3 Xem x6t
hti so

Ldnh dao
chuy€n m6n

Xem x6t h6 so - Biio cilo tl€ xu6t
- Td trinh Sd NOi vu
- H6 so nh{n tu S& NQi vU

1,5 ngdy

3

UBND tinh
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Dorr vi
thgc
hiQn

Buric
th u. 'c

hi6n

TGn bu6c
thuc hi6n

Phin c6ng
thuc hiQn

NQi dung c6ng viQc thuc hiQn Bi6u miu, kGt qui

'7.4 Duy€t hd so
trinh Ldnh
dao UBND

tinh

Ldnh dao
VEn phdng
UBND tinh

Xem xdt vir duv€t h6 so - 86o crio d€ xudt
- Td trinh Sd NQi vu
- H6 so nhAn tir Sd NQi vu

0l ngdy

PhE duv6t
hd so

Linh dao
UBND tinh

Kj duy€t vin bin Quy€t dinh hoic vdn bin tri ldi 0l ngay

1.6 Phdt henh
:

va chlrven
tr6 k6t quA

cho
Sd NQi vp

Ph6t hdnh vin bin vd chuydn trd k6t qua
cho Sd N6i vu

Quy6t dinh hodc vdn bAn trd loi 0,5 ngdy

sdNoi
W

Budc
8

Tri k€t qui Titlp nhrin vin bin cta c6p c6 thAm quyitn,
trA k€t qui cho t5 chric, cdng ddn; chuytin
phdng chuy6n m6n luu h6 sry

Quy€t dlnh ho{c vdn bdn tri ldi

Luu hd str: Phdng T6 chtlc, bi€n ch€
crio Truong phong d6 t6ng hqp vd chu

- Cdng chr?c, vi6n chric (Sd NQi vu). K6t thric n6m c6ng vi6c, chuyCn vi€n thq li hodn chinh hti so b6o
y€n nQp kho luu trir co quan d0 thUc hi6n luu trir theo quy dinh.

Thirnh phin hd so luu:
- Phi€u Titip nh{n vi trA k€t qu6;

- Hti so cta t6 chric, cdng d6n

- Phi6u Th6ng brlo y6u cAu b6 sung hti so hoic vdn bin th6ng b6o tu chiii giai quy.it trO so (n6u c6)
- Vdn bdn tham gia f ki6n cria c6c co quan ti6n quan (n6u c6);
- Vdn bAn tri ldi cta UBND tinn (d6ng ! ho4c kh6ng d6ng y vd n€u 16 lj do)

2. Quy trinh thi tpc cdng nhfn qui tlt iti6u kiQn ho4t tlQng vir c6ng nhfln thirnh vi6n HQi tl6ng qurin tf qui (Ma sii:
2.001s90)

Thdi
gian

7.5

Vdn thu
iBQ phfn
M6t cria

BQ phQn

MQt cta



5

MQt quy trinh thgc hiQn; thoi gian gi6i quy6t: 30 ngiry lim viQc, k6 ttr ngiry nhfn h6 so tliy tli vir hqp phip.
- Sd NQi vs: 15 ngdy ldm viQc;

- Ciic co quan li€n quan: 08 ngdy lim viQc;

- UBND tinh: 07 ngiy lim vi€c.

Don vi
thgc
hi6n

Budc
thu. c
hi6n

T6n bu6c
thBc hiQn

Phin c6ng
thpc hiQn

NQi dung c6ng viQc thr;c hi$n Bi5u miu, k6t qui Th{ri
gian

sdNoi
vu

Bu6c
I

Ti6p
h0

nhan
so

BQ phin Ti6p
nhfn vi Tni
f<i5t qua (SO
phin MQt
cta)

Xem x6t ki6m tra thdnh phil hd so:
- Truong hqp h6 so tl6y <fti,.hqp lQ thi ti0p
nhfln vd in Gidy ti6p nh{n. h6 so v?r hen trd
kdt qui, chuy€n h6 so ddn phdng chuy6n
m6n.
- Trudng tSp hq so chua dAy di: c6ng
chtic ti6p nhan hO so hudng ddn dC c6ng
ddn/t6.chric bri sung hd so vd in Phi6u ydu
cAu b6 sung, hoin thi6n h6 so. KOt thric
quy trinh.
- Trudng t Sp 1,6 ,.o kh6ng dring 9!ry <tlnh:
in.Phi6u ttr chdi ti6p nhfn gini quy6t h6 so.
Ket thtc quy trinh.

- 9iay ti€p n!6n h6 so vir hen trii
k€t qui (Miu s6 0l ban hdnh
kdm theo Th6ng tu s6
0I/2018/TI-VPCP ngey
23nt/.20t8).
- Phi6u y€u cdu b6 sung, hoan
thiQn h6 so (Mau s6 02 ban hdnh
kdm theo Th6ng tu sO

0I/2018/TI-VPCP ngey
23/rt/20t8).
- Phi6u tu ch6i ti€p nhfn gi6i
quy6t h6 so (Mau sd 03 ban hdnh
kdm theo Th6ng tu sii
0I/2018/TT-VPCP ngdy
23ltt/2018).

0,5 ngiy

sd Noi
vu

Bu6c
2

ThAm d!nh.
hoin thi€n

ho so

Phdng T6
chric, bi6n
ch6 - c6ng
chtic, vi€n

chric

- Ldnh d4o phdng ph6n c6ng
- C6ng chr?c thAm dinh h6 so
+ Truong lror hO so dt di6u ki6n: Du thio
Vdn bin l6y j ki€n co quan li€n quan vd
trinh linh d4o phdng.
+ Trudng hgp hd so chua di <li6u ki_6n: dU
thio vin bin tri ldi; hoac Vdn b6n <16 nghi
b6 sung, hoirn thi6n hd so trinh l6nh dao

Du thio Vdn bAn l6y j kitin co
quan li€n quan hodc du thio vdn
bin trd ldi; vdn bin dA nghi b6
sung, hoirn thien h6 so

3,5 ngiy



6

Don vi
thgc
hi6n

Budc
thgc
hi6n

TOn buric
thrc hi6n

Phin c6ng
thpc hiQn

N6i dung c6ng viQc thr;c hi6n Bi6u miu, k6t quii Th0i
gian

phdng.
- LEnh dao phdng xem xdt trinh linh clao

Sd ph6 duy€t.

sdNoi
vu

Budc
3

K! duy€t
vdn bdn

Ldnh dao
Sd NOi vu

Xem xdt, kj duy6t:
- Truong hqp h6 so dt dieu kien: kj Dg
thio Vin bin l6y 1i ki€n co quan.li6n quan.
- Truong hqp h6 so chua drl di€u ki6n: kj
vin bin tri ldi, chuy€n Bd phdn m6t cria.

Du thdo Vdn bin I6y ! ki€n co
quan li6n quan hodc dr,r thdo vdn
bin trA ldi; vdn bin d€ nghi b6
sung, hoirn thi€n h6 so

1,0 ngdy
(Dune 

.tinh d6i
vdi
trudng
hgp b6
sung h0
so)

s6 Noi
vu

Budc
4

Ldy y ki€n
Co. quan
ph6i hqp

Gui ! ki6n vd SO NOi vu (Phdng To chtlrc.

bi6n ch€ - C6ng chric, vi6n chric)
T6ng hqp 1i ki€n cta c6c co quan
li6n quan.

8,0 ngdy

sd Noi
vu

Bu6c
5

T6ng
t.
thdm

hqp
ki€n

dinh,
tham muu

Phdng TCBC-
CCVC

- T6ng hgp, dC xuAt phuong 6n giii quy6t
+ Trudng hqp co. quan ph5i hqp th6ng
nhAt, khdng c6 dd ngh! di6u chinh, b6
sung, hodn thiQn hd so: Dg thio vin bAn,

h6 so vd trinh ldnh cl4o phdng.
+ Trudng hqp co quan phdi hqp.d6 ngh!
di6u chinh, b6 sung, hodn thiqn h6 so: Dy
thio vin b6n d€ nghi t6 chric, cri nhdn eli6u

chinh, hoirn thiQn h6 so theo y6u cAu vd
trinh l6nh dao phdng.

- Ldnh d4o phdng xem xdt trinh ldnh dao
Sd phO duyQt.

DU thAo vdn bin, h6 so trinh
ho{c vdn bdn dB nghi cliAu chinh,
hodn thi6n h6 so

sd Noi
vu

Bu6c
6

Kj duyQt
vdn bin

Ldnh dao Sd
NQi vu

Xem xdt, kj duyQt.
+ TrutmB tsp .hd so dt di6u ki6n: Kli
duy6t vdn b6n, hO so trinh UBND tinh

Vdn bin trinh, h6 so trinh hoic
vdn bin <16 nghi didu chinh. hoan
thi6n h6 so

03 ngey
(Dung 

.tinh d6i

7,0 ngdy
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Dtrn v!
thr5c
hiQn

Budc
thgc
hiQn

TGn buric
thr;c hiQn

Phin c6ng
thgc hiQn

NQi dung c6ng viQc thr;c hiQn
Thdi
gian

+ Trudng hqp hd so chua tlt di6u kiQn: Kj
duyet vdn bdn d€ nshi di6u chinh, hoin
thi6n h6 so

vdi
truong
hqp
sung
so)

UBND
tinh

Bu6c
7

Xem x6t,
quy6t <Iinh

UBND tinh Vdn phong UBND tinh xt l)r, trinh lanh
dao UBND tini quy6t dinh vA th6ng b6o
k€t qui cho Sd NQi vu

Quy€t dinh hodc vdn bin trd ldi 07 ngAy

7.1 Ti€p nh{n
h6 so

Tiiip nhfln, chuyiin hti so cho chuy€n vi6n
theo phdn cdng crla Vin phdng UBND

- Td rrinh Sd Noi vu
- Hd so nhfn tii Sd NOi vu

0,5 ngdy

7.2 Ki6m tra. ' ',.:va xu ly no
so

C6ng chtc
dugc giao
xri lli h6 so

Xu llf hd so - Bdo c6o dd xuit
- Td trinh Sd NQi v1r

- H6 so nh{n tir Sd NOi vU

2,5 ngay

7.3 Xem x6t
hii so

Ldnh dao
chuy€n m6n

Xem x6t hd so - 86o c6o d€ xudt
- Td trinh Sd NOi vu
- Hd so nhdn tir Sd Ndi vu

1,5 ngdy

7.4 Duy6t h6 so
trinh Lanh
d4o UBND

tinh

Ldnh clao

Vin phdng
UBND tinh

Xem x6t vd duv€t h6 so - Brio c6o dC xudt
- Td trinh Sd NQi vy
- Hd so nhin ttr Sd NQi vr,r

0l ngdy

7.5 Ph6.duyQt
h6 so

Ldnh tlao
UBND tinh

Quy€t dlnh hodc vdn bin trd ldi 0l ngdy

7.6 PhAt hinh
iva chuven

trd k€t qui

Vdn thu
/B0 phdn
MOt cta

Ph6t hdnh vEn bin vd chuyOn tri kdt qui
cho Sd NQi vu

Quy€t dfnh ho{c v6n b6n trd ldi 0,5 ngdy

Bi6u miu, k6t qui

b6
ho

B0 ph+n
M6t cfta

Kj duyQt vhn bin
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Dcrn vi
thgc
hiQn

Bu'ric
thryc
hi6n

Ph6n c6ng
thgc hiQn

NQi dung c6ng viQc thr5c hi6n Bi6u miu, k6t qui Thdi
gian

cho
Sd N6i vu

sd Noi
vu

Budc
8

T16 kdt qud B0 ph4n
Mot cta

Titip nhfn vin bdn cta cdp co thim quydn,
trd k6t quA cho t6 chric, c6ng ddn; chuy6n
phdng chuy€n m6n luu h6 so

quytlt ainn hoic vdn bin tri ldi

Lrruh6so:PhdngT6chirc,bi6nch6-C6ngchtic,vi€nchric(SdNoivu).K6tthricnamc6ngubao
crlo Tru&ng phdng dC tdng hqp vi chuy€n ndp kho lrru trft co quan cl6 thuc hi€n luu trtr theo quy <linh.

Thhnh phin h6 soluu:
- Phi€u Tirip nhin vir tri k6t qui;
- H6 so cta t6 ch&c, c6ng dAn

- Phi6u Th6ng b6o y€u cAu b6 sung hd so ho{c vdn b6n th6ng bdo tir ch6i giai quytit trO so (n6u c6)
- Vdn bin tham gia 1i ki6n crja cAc co quan li€n quan (ni!u c6);
- Vdn bAn tri ldi cria UBND tinh (d6ng y ho4c khdng d6ng 1i vd n€u 16 ly do)

3. Quy trinh thu. c hiQn thi tgc c6ng nh$n thay d6i, b6 sung thirnh vi0n H6i il6ng quin If qui (Me sii: 2.001567)

MQt quy trinh thu. c hiQn; thoi gian giii q,ry6tt 15 ngiry lirm vi$c, k6 tA ngiry nh{n hti so dAy dt vir hgp ph6p.

- Sd NQi vu: 06 ngdy ldm viQc;

- Ciic co quan li6n quan: 04 ngdy ldm vi€c;

- IIBND tinh: 05 ngdy ldm viQc.

Dcrn vi
thrSc
hi6n

Bufc
thuc
hiQn

T6n buric
thu,c hiQn

PhAn c6ng
thrlc hifn NQi dung c6ng viQc thyc hiQn Bi6u miu, k6t qui Thcri

gian

sd Noi
vu

Budc
I

Ti0p nhdn
h6 so

B0 ph0n Ti6p
nhin vd Tri

Xem x6t ki6m tra thdnh phAn h6 so:
- Trudng hqp h6 so dny dt, hqp l€ thi ti6p

- gidy ti6p nlrdn h6 so vd hen trd
k€t qui (Mdu sd 01 ban hinh

0,5 ngdy

TGn bunc
thuc hi6n



9

Don vi
thgc
hi6n

Burirc

thgc
hi6n

TGn brfc
thgc hign

Phin c6ng
thgc hiQn

NQi dung c6ng vifc thgc hiQn Bi6u miu, k6t qurt
Thoi
gian

k€t qud (BQ

phAn MQt
cta)

nhin vd in Gidy ti€p nh4n hd so vi hen trA
ktlt qua, chuy6n hd so d6n phong chuyEn
m6n.
- Tru(Tg t qp hi so chua diy tlt: c6ng
chric.ti€p nhdn hd so hudng ddn d€. c6ng
ddn/t6,chric b6 sung h6 so vh in Phi€u y6u
cAu b6 sung, hoan thiQn h6 so. K6t thric
quy trinh.
- Trudng hqp 1,6 y kh6ng dring qr,ry dinh:
in?hi€u tir ch6i ti€p nhfn giii quy€t h6 so.
K€t thric quy trinh.

kdm theo Thdng tu sd
01/2018/TT-VPCP ngey
23/tt/2018).
- Phi6u y6u ciu b6 sung, hodn
thiQn h6 so (Mdu s6 02 ban hdnh
kdm theo Th6ng tu s6
0I/2018/TT-VPCP ngay
23/tt/2018).
- Phi€u. nr ch6i ti€p nhfn gidi
quy€t h6 so (Mdu s6 03 ban hinh
kdm theo Th6ng tu sO

01/20I8/TT-VPCP ngey
23/tt/2018).

Bu6c
2

ThAm dlnh,
hodn thi6n

h6 so

Phdng T6
chric, bi6n
,i

che - Long
chtc, vi6n

chric

- Ldnh dao phdng phAn c6ng
- C6ng chric thim tlinh h6 so
+ Trudng |OR t O .o tfti <li6u ki6n: Du thio
VAn ban l6y y kiOn co quan li€n quan vd
trinh ldnh <lqo phdng.
+ Trudng hqp h6 so chua di di6u ki6n: du
thio vin ban tri ldi; holc Vdn bnn dA nghi
b5 sung, hoan thiQn h6 so trinh linh dao
phdng.
- Ldnh d4o phdng xem xdt trinh l6nh d4o
SO phd duy€t.

Du th6o Vin bAn l6y y ki6n co
quan li6n quan hoAc dU thio vdn
ban tra ldi; vdn b6n dO nghi b6
sung, hoin thiQn h6 so

sd Noi
\TI

Bu6c
3

Kj duyQt
vdn bin

Linh dao
Sd NOi vu

Xem x6t, kj duyQt
- Trudng hqp hd stl dn di€u kiQn: lcj DU
th6o Vin bnn lay y ki6n co quan.li€n quan.
- Trudng hqp h6 so chua d0 di6u kiQn: kj
vIn bin trd ldi, chuy€n B0 phfln m6t cta.

Dg thio Vdn bin l6y y ki6n co
quan li6n quan ho[c du thdo v6n
ban tra ldi; vEn b6n d6 nghi b6
sung, hodn thiQn h6 so

1,0 ngiy
(D.mg
tinh d6i

vdi
trudng

sd Noi
w 2,5 ngdy



l0

Don vi
thgc
hiQn

Burlc
thqc
hi6n

TGn bu0c
thgc hiQn

Bi6u miu, k6t qui Thtri
gian

tspbQ
sung h6

so)

sd Noi
vu

L6y j ki6n
Co. quan
ph6i hqp

Grii y kiiin ve SA NOi vu (Phong T6 chric,
bi€n chd - C6ng chric, vi6n chric)

T6ng hqp y ki€n cta c6c co quan
li6n quan.

Budc
5

T6ng hqp
y , ki€n
th6m dinl,
tham muu

Phdng TCBC-
CCVC

- T6ng hqp, dd xu6t phuong rin giii quy6t
+ Truong hnp co. quan ph5i hqp th6ng
nhdt, kh6ng c6 d€ ngh! cli6u chinh, b6
sung, hoAn thiQn h6 so: Du thdo vdn bdn,
hO so vd trinh ldnh tl4o phdng.
+ Trudng hqp co quan ph6i hqp.d6 nghi
<li6u chinh, b6 sung, hodn thiQn hd so: Dg
thio vdn bin dC nghl t6 chric, c6 nhdn di€u
chinh, hodn thiQn h6 so theo y6u c6u vd
trinh l6nh d4o phdng.

- Ldnh dao phdng xem xdt trinh lSnh dao
Sd phd duyQt.

Du thio vdn bin, h6 so trinh
hodc v5n b6n tl€ nghi <tidu chinh,
hodn thi6n h6 so

sd Noi
ru

Bu6c
6

K)t duydt
vdn bin

Lanh dao Sd
NOi vu

Xem x6t, hi duy€t. . : -, -.).r | ruong hgp ho so du dreu Klen: Ky
duyQt vdn bin, h6 so trinh UBND tinl
+ Trutmg hqp hO so chua tlt tli0u kiQn: K;i
duyQt vdn bnn d€ nghi di6u chinh, hoAn
thi€n h6 so

Vdn bin trinh, h6 so trinh hoic
vdn bin d6 nghi didu chinh, hodn
thi6n hO so

1,0 ngdy
(Dung
tinh d6i
vdi
truong
hqp b6
sung h6
so)

UBND
tinh

Bu6c
7

Xem x6t.
quy6t dinh

Vin phdng TIBND tinh xt ly, trinh lanh
d4o UBND tinh quy6t dinh vi th6ng biio

Quy6t dlnh hodc vdn bin tri ldi 05 ngdy

Ph6n c6ng
thgc hiQn

NQi dung c6ng viQc thqc hiQn

Bu6c
4

4,0 ngdy

soNoi
vu

1.0 ngdy

UBND tinh



t1

Don v!
thgc
hifn

Buric
thgc
hi6n

TGn bu0c
thgc hiQn

Phin c6ng
thrlc hiQn

NQi dung c6ng viQc thr;c hiQn Bi6u miu, k6t qun
Th0i
gian

kOt qui cho Sd NQi vU

7.1 Ti6p nhdn
h6 srv

BQ phin
M6t cta

Ti6p nh{n, chuyCn hd so cho chuy6n vi€n
theo phdn c6ng cta Vdn phdng UBND

- Td trinh Sd NQi vU
- H6 so nh4n tu Sd NOi w

0,5 ngdy

7.2 Ki6m tra
. ,...1

va xu ly ho
s(]

C6ng chric
duoc giao
xri ly h6 so

Xt l{ h6 so - 86o c6o tl6 xudt
- Td trinh Sd N6i vu
- H6 so nh0n ttr Sd NOi vu

1,5 ngdy

7.3 Xem x6t
hd so

Linh dao
chuy6n m6n

Xem x6t hd so - Biio c6o d€ xuAt
- Td trinh Sd NQi qr
- H6 so nhdn tir Sd NQi ru

0,5 ngdy

7.4 Duy6t hO so
trinh Ldnh
d4o UBND

tinh

LEnh dao
Vdn phong
UBND tinh

Xem xdt vd duy€t h6 so - 86o c6o d€ xudt
- Td trinh Sd N6i ru
- Hd so nhan tu Sd NQi vu

01 ngoy

7.5 Ph6.duyQt
h6 so

Ldnh dao
UBND tinh

Quy6t dfnh ho{c vdn bdn tri loi 0l ngdy

7.6 Ph6t hanh
vd chuy6n
tri k€t qud

cho
Sd Ndi vu

VEn thu
/BQ phfln
M6t cua

PhAt hdnh v5n brin vd chuy€n tri k€t qud
cho Sd N6i w

Quy€t dinh hodc vdn bdn tri ldi 0,5 ngdy

s0 Noi
vu

Budc
8

Tri k€t qui BQ phan
Mdt cta

Ti6p nhfln vdn bd,n cria c6p c6 thim quyiin,
trd k€t qui cho t6 chrirc, c6ng dAn; chuy€n
phdng chuy€n m6n luu hd so

Quy€t dinh hoic vdn bdn tri ldi

Luu hii so: Phdng T6 chric, bi€n chi5 - C6ng chr?c, vi€n chric (Sd NQi vU). K€t thtc ndm cdng vi€c, chuy6n vi6n thq lli hodn chinh hd so brio
c6o Trudng phdng di3 t6ng hqp vd chuy6n ndp kho luu trt co quan d6 thgc hiQn ltru tril theo quy dinh

K! duyQt vdn bin



Don vi
thyc
hi6n

Burlc
thgc
hiQn

TGn buric
thgc hiQn

Ph6n cdng
thgc hiQn

NQi dung c6ng vifc thqc hiQn Bi6u miu, k6t qui Thdi
gian

ThAnh phAn hd so luu:
- Phii5u TiiSp nhfn vd tr6 k6t qui;
- H6 so cta t6 chric, c6ng din
- Phitiu Th6ng b6o y6u cAu b6 sung hd so hodc vin bin th6ng b6o tt ch6i giai quytit trO so (n6u c6)
- Vdn bin tham gia y ki6n cta ciic co quan li6n quan (n6u c6);
- Vin bdn tri ldi cria UBND tinh (il6ng y hodc kh6ng <l6ng y vd n€u rd ly do)

t2

4. Quy trinh thpc hiQn thri tgc thay tl6i gi6y ph6p thhnh lip vir c6ng nh$n di6u lQ (sfra d6i, b6 sung) qui (Ma s6: 1.00362I)

MQt quy trinh thuc hiQn; thcri gian giii quy6t: 30 ngiry lirm viQc, k6 ttr ngAy nh{n h6 so tIAy dfr vir hqp phip.

- Sd NQi w: 15 ngdy ldm viec;

- C6c co quan li€n quan: 08 ngdy lim vi6c;

- UBND tinh: 07 ngdy ldm vi6c.

Don vi
thqc
hiQn

Burfc
thgc
hiQn

TGn budc
thrgc hiQn

PhAn c6ng
thgc hiQn

NQi dung c6ng viQc thrpc hiQn Bi6u miu, k6t quri Thoi
gian

sd Noi
vu

Budc
I

Ti€p nhan
h6 so

BQ phan Ti6p
nhdn vd TrA
ktit quA (BQ

phfln MQt
cta) mon.

- Trudng hSp hQ ss chua dAy dt: c6ng
chr?c 1i6p nhfn h6 so.hudng ddn d€. c6ng
ddr/t6.chric b6 sung hd so vd in Phi€u y6u
cdu b6 sung, hodn thi6n h6 so. Kdt thtic
quy trinh.

Xem xdt ki6m tra thdnh phAn h6 so:
- Trudng hqp hd so day dt,.hqp le thi ti6p
nhdn vir in GiAy ti€p nhfln. h6 scr vri hen trii
k€t qui, chuydn h6 so d€n phdng chuyCn

- 9i6y ti6p nJran hO so ua hgn tra
k6t qui (Mdu s6 0l ban hdnh
kdm theo Th6ng tu sti
0l/2018/TT-VPCP ngay
23111/2018).
- Phi6u y6u cAu b6 sung, hodn
thi€n hO so (M6u s6 02 ban hdnh
kdm theo Th6ng tu s6
0l/2018/TT-VPCP ngey
23/l/2018).

0,5 ngdy



l3

Dcrn v!
thrgc
hi6n

Budc
thgc
hiQn

PhAn c6ng
thrpc hiQn

NQi dung c6ng vi6c thgc hiQn Bi6u miu, k6t qun
Th0i
gian

- Trudng t qp 
I,O ,.o kh6ng dring qyy dinh:

in?hi€u tu ch6i ti6p nhfln gi6i quyOt h6 so.
Ket thtc quy trinh.

- PhiiSu. tu ch6i tii5p nhfln gidi
quy6t hd so (Mdu s6 03 ban hdnh
kdm theo Th6ng tu sO

0l/2018/TT-VPCP ngey
23/tr/2018).

sd Noi
vu

Budc
2

Them dinh,
hodn thi6n

':ho s0

Phong T6
chric, bi6n
ch€ - COng
chric, vi€n

chric

- LZnh d4o phdng phdn cdng
- C6ng chrirc th6m dinh hd so
+ Trudng lvp h6 so dt di€u ki€n: DU thio
Vdn bin l6y y ki€n co quan li€n quan vd
trinh l6nh tlao phdng.
+ Trudng hqp hai so chua dri <Ii€u kiQn: dU
thio vdn bin tri ldi; hodc Vdn bAn d€ nghi
b6 sung, hodn thiQn hd so trinh ldnh d4o
phdng.
- LEnh dao phdng xem xdt trinh l6nh dao
Sd ph€ duyQt.

3,5 ngdy

SO N6i
vu

Bu6c
3

Ky duyQt
vdn bin

Linh dao
Sd NQi vp

Xem xdt, ky duyQt
- Truong hqp .h6 so drl tli6u kiQn: Io-i Dg
thdo Vdn bdn l6y ;i ki6n co quan.li€n quan.
- Truong hqp h6 so chua dri <Ii6u ki€n: kj
vdn bAn trA ldi, chuy6n B0 phin m6t cria.

Du thio Vdn bin l6y ;i ki€n co
quan li6n quan ho{c du thio vin
ban tre ldi; vdn bin d€ ngh! bd
sung, hodn thiQn h6 so

1,0 ngdy
(Dung
tinh d6i

v6i
trudng
tqp bQ

sung h6
so)

sd Noi
vu

Bu6c
4

L6y j kitln Co. quan
ph6i hqp

Grii j kitin ve SO NOi vr,r (Phdng T6 chfc,
bi€n ch€ - C6ng chr?c, vi6n chirc)

T6ng hqp yi ki6n cta c6c co quan
li6n quan.

Budc
5

T6ng
t

hqp
ki6n

Phong TCBC-
CCVC

- T6ng hqp, d€ xu6t phuong rtur giii quy6t
+ Trudng hgp co quan phiii hqp th6ng

Dtr th6o v6n ban, hd so trinh
ho{c v6n ban <16 nghl di6u chinh,

7,0 ngiry

TOn buric
thrc hiQn

Du thio Vdn ban 15y j kiiin co
quan li6n quan ho{c du thio vdn
bin tri ldi; vdn ban de ngh! b6
sung, hoiin thi€n h6 so

8,0 ngdy

sd Noi
vu
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Dcrn vi
thqc
hi6n

Bu6 c
thyc
hi6n

T6n buoc
thpc hiQn

Phin c6ng
thu. c hiQn

NQi dung c6ng viQc thUc hiQn Bi6u miu, k6t qui Th0i
gian

thAm <linh,
tham muu

nhAt, kh6ng c6 tt€ nghl tliiju chinh, b6
sung, hoirn thi€n h6 so: DU thao vdn bdn,
h6 so vd trinh l6nh tl4o phdng.
+ Truong ho-p cn quan ph6i hqp.d€ nghi
ili6u chinh, bd sung, hoAn thiQn h6 so: Dg
th6o vdn bdn d€ nghi t6 chric. cri nhdn cli€u
chinh, hodn thiQn hd so theo y€u cdu vir
trinh l6nh dao phong.

- LEnh dao phdng xem xdt trinh lanh dao
Sd ph€ duyQt.

hodn thi6n h6 so

sdNoi
vu

Bu6c
6

Kf duyQt
vhn b6n

Ldnh tlao Sd
NOi vu

Xem xdt, kj duyQt.
r Trucrng tsp .hd so du diiu kiQn: K1i

duy€t vdn bin, h6 so trinh UBND tinh
+ Truong hqp h6 so chua di di6u kiQn: Ky
duy6t vdn bin dC nghi tli6u chinh, hodn
thi6n h6 so

Vdn bin trinh, h6 so trinh hodc
vdn bin dO nghl didu chinh, hodn
thi€n h6 so

03 ngAy
(Dung 

.tinh d6i
v6i
truong
hqp b0
sung h6
s0)

I-rBND
tinh

Budc
7

Xem xdt,
quy6t dlnh

TIBND tinh Vdn phong UBND tinh xt ly, trinh l6nh
dao UBND tinh quydt dinh vd th6ng brio
k6t qui cho Sd NQi vu

Quy€t tlinh hoic vdn bin tri ldi 07 ngdy

Ti6p nhin
h6 so

B0 phan
M6t cria

Ti6p nhfn, chuy6n h6 so cho chuy6n vi6n
theo ph6n cOng cta Vdn phong UBND

- Td trinh Sd Noi ru
- H6 srv nhAn tir Sd N6i vu

0,5 ngdy

7.2 Ki6m tra
vd xri lV hii

s(,

Cdng chric
tlugc gjao
xri lj hd so

Xri ly hd so - 86o c6o d€ xu6t
- To trinh Sd NQi vr,r

- HO so nh{n tt Sd N6i vu

2,5 ngdy

7.1
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Don vi
thgc
hi6n

Buric
thgc
hi6n

TGn bufc
thgc hiQn

PhAn cdng
thgc hiQn

NQi dung cdng viQc thgc hiQn
Thdi
gian

'7.3 Xem x6t
h6 so

Lanh d4o
chuy€n m6n

Xem xdt h6 so - 86o c6o tl€ xudt
- Td trinh Sd NQi vr.r

- H6 so nhdn tt Sd N6i vu

1,5 ngdy

7.4 Duydt h6 so
trinh l,6nh
dao IJBND

tinh

Ldnh dao
Vhn phong
UBND tinh

Xem x6t vd duyQt h6 so - 86o c6o d€ xudt
- Td trinh Sd NQi v\r
- Hd so nhdn tu Sd NOi vu

0l ngdy

7.5 Ph6.duyQt
h6 so

Ldnh dao
UBND tinh

Ky duy€t vdn bin 0l ngdy

7.6 Phet henh
vd chuydn
tri k6t qud

cho
Sd N6i vu

Vdn thu
/BQ phin
MOt cta

Phet henh vhn ban vd chuy6n tri k6t qui
cho Sd N6i vu

Quyet dinh ho{c vdn ben tre loi 0,5 ngoy

sdNoi
vu

Bu6c
8

TrA k6t qui BQ phfln
M6t cta

TiiSp nh{n vin bd,n cta c6p c6 th6m quy€n,
trd k€t qud cho td chr?c, c6ng ddn; chuy€n
phong chuydn m6n luu h6 so

Quy6t dinh ho6c vdn ban tra ldi

Luu h6 so: Phdng Td c 6t thric nim c6ng vi€c, chuy€n vi€n thq lj hoan chinh h6 so briohric, bi€n ch€ - C6ng chr?c, vi6n chric (Sd NQi vU). K
c6o Trudng phdng d€ tdng hqp vd chuyen ndp kho luu trir co quan dC thuc hi€n lrru trt theo quy dinh.

Thirnh phin h6 s<y luu:
- Phitiu Tiiip nhfn vi tri k6t qui;
- Hd so cua t6 chric, c6ng dAn

- Phiilu Th6ng b6o y6u cAu bii sung h6 so ho{c vin bin th6ng b6o tu ch6i giai quyiit h6 so (nriu c6)
- Vdn bAn tham gia f ki6n cria c6c co quan li€n quan (n€u co);
- Vin bdn trd ldi cria UBND tinh (ddng f hoflc kh6ng d6ng j ve n6u 16 ly do)

\ itr. {:.

Bi6u miu, k5t qui

Quy6t dlnh hoic vdn ban tre loi
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5. Quy trinh thr5c hiQn thri tgc cip l4i gidy ph6p thirnh lip vir c6ng nhfn di6u lQ qui (Me s5: 1.003916)

MQt quy trinh thyc hiQn; thoi gian gi6i quy6tt l5 ngiy lirm viQc, k6 tri ngiry nh$n hd so'tliy tlf vi hgp phip.

- SdNQi vu: l0 ngdy ldm vi€c;

- UBND tinh: 05 ngdy ldm viQc.

Dol vi
thgc
hi6n

Buric
thgc
hi6n

TGn buric
thgc hiQn

Phin c6ng
thgc hiQn

NQi dung c6ng viQc thuc hi6n Bi6u miu, k5t qun Thtri
gian

Budc
I

Ti6p
h6

BQ phan TiCp
nhdn vir Trd
kiit qun @Q
phfn MQt

cta)

Xem xdt ki6m tra thdnh phin h6 so:
- Trudng hqp h6 so il6y dn,.hqp lQ thi ti€p
nh4n vd in Gidy ti€p nhfln. hd so vd hgn trd
k€t qui, chuy6n h6 so d6n phdng chuydn
m6n.
- Truong hSp hq so chua dAy dt: cdng
chfc.tiOp nhfn h6 so.hu6ng dAn cl6 c6ng
d6n/t6.cht?c b6 sung h6 so vd in Phi6u y6u
cdu b6 sung, hodn thi6n h6 scv. KEt thtc
quy trinh.
- Trudng hsp I,6 r.o kh6ng dfng 9)y dinh:
inPhi6u tu ch6i ti6p nhdn gi6i quy6t h6 so.
K€t thfc quy trinh.

- 9i6y tiep n!6n hd so vir hen trii
k6t qui (MAu s6 0l ban hdnh
kdm theo Th6ng tu sO

0l/2018/TT-VPCP ngay
23111/2018).
- Phi6u y€u ciu b6 sung, hodn
thiQn h6 so (MAu sd 02 ban hdnh
kdm theo Thdng tu sO

01/201 8/TT-VPCP ngay
23/1U2018).
- Phi6u. tri ch6i ti€p nhin giii
quy6t h6 so (Mdu s6 03 ban hdnh
kdm theo Th6ng tu s5
01/2018/TT-VPCP ngey
23/tV20t8).

0,5 ngdy

Bu6c
2

Thdm dinh,
hodn thiQn

hd ss

- Linh ciao phdng phdn c6ng
- C6ng chric th6m <linh h6 so
+ Trudng lOR hO so drl <li6u kiQn: Ds th6o
vhn bin, h6 so vd trinh ldnh dao phong.
+ Trudng hqp hd so chua thi didu kiQn: Dg
thdo vdn bin d€ nghi td chric, c6 nhdn dieu
chinh, hoin thiQn h6 so theo y€u cdu vd
trinh linh el4o phong.

DU th6o vdn b6n, hd so trinh
UBND tinh hodc vdn bnn dA nghi
diAu chinh, hodn thi€n hd so 8,5 ngdy

sd Noi
vu

nh0n
SO

sd Noi
w

Phdng Td
chr?c, bi6n
cne - Long
chric, vi6n

chric
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Dnn vi
thgc
hi6n

Burlc
thgc
hiQn

TGn bufc
thr;c hi$n

Phin c6ng
thuc hi6n

NQi dung c6ng viQc thuc hiQn Bi6u miu, k6t qun Thdi
gian

- Ldnh tlao phdng xem x6t trinh tdnh d4o
Sd ph€ duyQt.

Sd N6i
!.ll

Budc
3

Kli duy€t
vdn bin

Linh <lao Sd
Nsi w

Xem xdt, ky duyQt
+ Truong t Sp Jrd so dri di€u kiQn: Ky
duy6t vhn bin, h6 so trinh UBND tinh
+ Truong hqp hO so chua dt di6u ki€n: Kli
duy€t v6n ban d€ nghi di6u chinh, hodn
thi€n h6 so; chuy6n b6 phAn M$t cta.

VEn bin hinh, hd so trinh ho{c
vdn ban d€ nghi didu chinh, hoan
thiQn hd so

1,0 ngdy

UBND
tinh

Bu6c
4

UBND tinh Vdn phdng UBND tinh xri l1i, trinh l6nh
d4o UBND tinh quy6t tllnh vd thdng b6o
k€t qui cho Sd NQi vU

Quy0t dinh 05 ngdy

4.1 Ti6p nh{n
h6 so

BQ phdn
M6t cria

TiCp nhfn, chuyiin h6 so ctro ctuyen 
"ientheo phin cdng cria VIn phdng UBND

- Td trinh Sd NQi 4r
- H6 so nhan tt Sd NOi vu

0,5 ngdy

4.2 Ki6m tra
. ,...1

va xu ly ho
so

C6ng chric
duo. c giao

xri lyi hd so

Xt lf h6 scv - B6o c6o de xu6t
- Td trinh Sd NQi vr,r

- H6 so nhfln tu Sd NQi vU

1,5 ngdy

Xem x6t
hd so

Ldnh dao
chuydn m6n

Xem x6t h6 so - Biio c6o d6 xuAt
- Td trinh Sd NQi vu
- H6 so nhan ft Sd NQi vU

0,5 ngdy

Xem x6t,
quyiit dinh

4.3



Don vl
thpc
hiQn

Bu6'c
thqc
hiQn

TOn bufc
thuc hiQn

Phin c6ng
thgc hipn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thcri
gian

4.4 Duy6t h6 so
trinh Ldnh
dao UBND

tinh

Ldnh <l4o

Vdn phong
UBND tinh

Xem x6t vd duy€t h6 so - 86o c6o il€ xudt
- Td trini Sd NQi vu
- Hii so nhdn tt Sd N6i vu

0l ngdy

Ph6.duy€t
h6 srv

LZnh clao

I-IBND tinh
Kj duyQt vdn birn Quydt dinh 0l ngdy

4.6 Phrit hdnh
:va chuven

trd k6t qui
cho

Sd NOi vu

Vdn thu
/BQ ph{n
Mdt cta

Phet hdnh vdn bin vd chuy6n tri k6t qud
cho Sd N6i vu

Quy6t dinh 0,5 ngdy

so Noi
vu

Bu6c
5

Tri ktit qui BQ phan
M6t cta

Ti6p nhin vin bin cta cdp c6 thdm quy€n,
tri k€t qud cho t6 chric. c6ng dAnl chuydn
phong chuy€n m6n luu hd so

quyiit ainfr

Luu nd so: Phdng T6 chric, bi6n ch6 - C6ng chric, vi6n chric (Sd NOi vu). K6t thric ndm cdng viQc, chuy€n vi€n thu l)i hodn chinh h6 so b6o

c6o Trudng ptrOng aC t6ng hqp vd chuy6n nQp kho ltru tril co quan d6 thqc hiQn lrru trii theo quy tlinh.

- Vdn bdn tri ldi crla UBND tinh (ddng y hoic kh6ng d6ng yi vd n6u 16 ly do)

l8

6. Quy trinh thgc hiQn tht tgc cho ph6p qui ho4t tlQng tr0 l4i sau khi bi tlinh chi c6 thoi gian ho4t tlQng (Me s6: 1.003950)

MQt quy trinh thr;c hiQn; thoi gian giii quy6t, l5 ngiry lhm viQc, k6 tt'nghy nhin hd so tliy ttt vir hqp phrip.

4.5

Thirnh phin hd so luu:
- Phi6u Tiiip nhin vd tri k6t qu6;

- Hd so cria t6 chr?c, cdng ddn

- Phi6u Th6ng b6o y€u ciu b6 sung h6 so ho4c vin bdn th6ng b6o tu ch6i giai quyiSt h6 so (n6u c6)

- VIn bin tham gia f kiiin cria c5c co quan li6n quan (n6u c6);
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- Sd NQi vU: 06 ngay lim vi€c;

- Cdrc co quan li6n quan: 04 ngdy ldm vi€c;

- UBND tinh: 05 ngiy lim viQc.

Don vi
thgc
hiQn

Bu0c
thgc
hign

PhAn c6ng
thrc hi6n

NQi dung c6ng viQc thr;c hifn Bi6u miu, k6t qui Th0i
gian

Budc
I

Ti6p
h6

nh0n
so

BQ phan Tirip
nhfn vd Tri
k6t qun (B0
ph{n MQt

cta)

Xem xdt kidm tra thdnh phAn hd so:
- Truong hqp h6 so iIAy dri,.hqp lQ thi ti6p
nh{n vd in Gi6y ti€p nhQn.h6 so vd hen tri
k€t qui, chuy6n h6 so tI€n phdng chuy6n
m6n.
- Trudng tqp hq so chua dAy dri: c6ng
chric 1i6p nhAn hO so tru6ng dAn tl6 c6ng
dAn/t6.chr?c b6 sung h6 so vd in Phi6u y6u
cdu bd sung, hoan thiQn h6 so. K€t thric
quy trinh.
- Trudng hSp I,0 r.o kh6ng <hing 9)y dinh:
in?hi€u tu ch6i ti€p nhin gidi quy€t hd so.
Ket thtc quy trinh.

- 9iay ti€p +a, !t6 so vd hen trd
k€t qui (Mdu s6 0l ban hdnh
kdm theo Th6ng tu sO

01/2018/TT-VPCP ngay
2311V20t8).
- Phitiu y€u ciu b6 sung, hoin
thiQn hd so (M6u s6 02 ban hanh
kdm theo Thdng tu sti
01/2018/TT-VPCP ngdy
23trU20r8).
- Phi6u ttr chdi tiOp nhfln giii
quyi5t trO so (MAu sO O: ban henh
kdm theo Th6ng tu sO

0I/2018/TT-VPCP ngay
23nU2018).

0,5 ngdy

sd Noi
vu

Budc
2

Thdm dinh,
hoirn thiQn

h6 so

Phdng T6
chric, bi6n
ch6 - Cong
chric, vi€n

chr?c

- Ldnh dao phdng ph6n c6ng
- C6ng cht?c thAm dinh hd so
+ Trutmg fon nO so dri tli€u kiQn: Dg thio
Vin bin l6y j kien co quan li6n quan vd
trinh linh d4o phtng.
+ Trudng hqp h6 so chua tlt ili6u ki€n: dU
thdo vdn bin tri loi; hoqc Vdn bnn dE ngh!
b6 sung, hoan thien h6 so trinh ldnh d4o
phdng.
- LEnh dao phdng xem x6t trinh ldnh dao

Dg th6o Vdn ban l6y j kiiin co
quan li6n quan hodc dq thio vdn
bin tri ldi; v6n b6n dC nghi b6
sung, hoirn thi€n h6 so

2,5 ngiry

I rl,l-1.1;;\
,j-...zt"f :i$*r i

TGn bu6c
thuc hi6n

sd Noi
w
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Dcrn vi
thqc
hi6n

Bu6 c
thgc
hifn

TGn bu0c
thu. c hiQn

Phin c6ng
thu. c hiQn

NQi dung c6ng viQc thrc hiQn Bi6u miu, k6t qui Thcri
gian

Sd ph6 duyQt.

sd Noi
vu

Budc
3

Ky duy€t
vin bAn

Ldnh dao
Sd NQi vr,r

Du thio Vdn bin l5y 1i ki6n co
quan li€n quan hodc du thiio vdn
bAn trA ldi; vin hiin dA ngh! b6
sung, hodn thi6n h6 sry

1,0 ngdy
(Dung
tinh tl6i

v6i
trucrn
hqp bo

sung h6
s0)

sd Noi
vu

Budc
4

L6y j ki6n
Co. quan
ph6ihqp

Grii j ki6n vC SO NOi vu (Phong T6 chric,
bi€n ch6 - C6ng chric, vi€n chr?c)

T6ng hqp 1i ki6n cta cdc co quan
li6n quan.

4,0 ngdy

so Noi
vu

Budc
5

T6ng hqp
y . ki6n
thdm dinh,
tham mru

Phdng TCBC-
CCVC

- T6ng hqp, dd xuAt phuong rin girii quy6t
+ Trudng hqp co. quan ph6i hqp thSng
nhdt, khdng c6 dd nghi di€u chinh, b6
sung, hoin thi6n hO sry: Du thio vdn bAn,
h6 so vd trinh lanh d4o phong.
+ Trudng hno co quan ptrOi trqp.aC ngh!
cli6u chinh, bd sung, hodn thi6n h6 so: Dg
thAo vdn bnn d6 nghi td chric, c6 nhdn eli€u
chinh, hodn thi6n h6 so theo y€u cdu vi
trinh ldnh d4o phdng.

- Ldnh dpo phdng xem x6t trinh ldnh d4o
So hd du er

Du thio v6n brin, hd so trinh
hodc v6n bnn dO nghi didu chinh,
horin thi6n h6 so

1,0 ngdy

sd Noi
vu

Budc
6

K;i duy€t
vdn bin

Ldnh <lao Sd
NOi vu

Xem xdt, ky duyQt.
+ Trudng hqp hO so dt didu ki€n: K1i
duy6t vdn bin, hd so trinh I,IBND tinh
+ Trucrng hqp h6 so chua tl0 <li6u kiQn: Kj

Van bin trinh, h6 so trinh hodc
v6n biin <16 nehi ditiu chinh, hodn
thi€n h6 so

1,0 ngdy
(Dung 

.tinh d6i
vdi

Xem x6t, kli duyQt
- Trucrng hqp hd so dri tlidu kiQn: ky Dg
thdo Vdn bAn ldy j ki6n co quan li6n quan.
- Trucrng hqp h6 so chua drl di6u ki€n: kli
vin bAn tri ldi, chuy6n B0 phin m6t cta.
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Dcrn vl
thyc
hi6n

Brric
thgc
hi6n

TOn buric
thuc hi6n

Phin c6ng
thUc hiQn

NQi dung c6ng vi6c thgc hiQn
Th0i
gian

duy€t vin bin d€ nghi <Ii0u chinh, hodn
thi€n h6 so

trudng
hqp
sung
so)

b6
no

I.]BND
tinh

Budc
7

Xem x6t,
quy6t a1*r

UBND tinh Vdn phdng UBND tinh xri l;i, trinh lanh
d4o UBND tinh quy6t dinh vir th6ng b6o
k6t qui cho Sd NQi ur

05 ngdy

7.1 Tiep

h6
nhAn

SO

BQ ph{n
MQt cria

Ti6p nhfln, chuyiin hti so cho chuy6n vi0n
theo phdn cdng cta Vdn phong UBND

- Td trinh Sd NQi vr,r

- H6 so nhfln tu Sd NQi vr,r

0,5 ngdy

7.2 Ki€m tra
vd xir lf h6

SO

Cdng chric
dugc gjao

xri lli h6 so

- 86o crio d€ xu6t
- Td trinh Sd NQi vU
- H6 so nh{n tu Sd NQi 4r

1,5 ngdy

7.3 Xem xdt
htl so

Linh dao
chuy6n m6n

Xem xdt h6 so - B:io crio d6 xuAt
- Td trinh Sd NOi vU
- H6 so nhan tu Sd NQi vU

0,5 ngdy

7.4 Duy€t h6 so
trinh Linh
d4o UBND

tinh

Ldnh d4o
VEn phdng
UBND tinh

Xem x6t vd duydt hti so - 86o c6o cl€ xu6t
- Td trinh Sd NQi qr
- H6 so nhdn nr Sd NQi vU

0l ngdy

7.5 PhE duv6t
h6 so

Linh dao
UBND tinh

Ky duyQt v6n bin Quyet dinn ho{c vdn bin tri ldi 0l ngdy

1.6 PhAt hdnh
I

va cnuyen
trA k6t qui

cho

Vin thu
/B0 phin
MOt cta

PhAt henh vin bin vd chuy€n tri k6t qui
cho Sd NQi vr,r

Quy€t tllnh ho{c vin bin tri ldi 0,5 ngdy

Bi6u miu, k6t qun

quytit alnfr hoflc v5n bin tri ldi

Xri lj hd so



Don vi
thr;c
hi6n

Buric
thgc
hi6n

TGn buric
thuc hi6n

Phin c6ng
thuc hiQn

NQi dung c6ng viQc thgc hi6n Bi6u miu, kiit qufr
Thdi
gian

Sd NQi vp

sd Noi
w

Bu6c
8

1'rA kiit qui B0 phdn
M6t cria

Ti6p nh{n vdn bdrr cta crip c6 thim quyAn,
tri k€t quri cho t6 chric, c6ng dAn; chuydn
phdng chuy€n m6n luu h6 so

Quy€t tlinh ho{c vhn bin trA ldi

Luu hd so: Phdng T6 chric, bi€n ch6 - C6ng chfc, vi6n chtc (Sd NQi vu). K6t thric ndm c6ng vi€c, chuy€n vi€n thu ly hodn chinh h6 so b6o
cdo Truong phong dO tdng hqp vd chuy6n nQp kho luu trii cs quan d€ thgc hiQn luu trft theo quy dinh.

Thnnh phin hti soluu:
^. -,t --,( . , . ,a

- Phi€u Ti€p nh{n vd tri kdr qud;

- Hd so cria t6 chric, c6ng ddn

- Phi6u Th6ng b6o ydu ciu b5 sung hd so ho4c vdn bin th6ng brio tt ch6i giai quy6t trO so (n6u c6)
- Van ban tham gia f ki6n cria c6c co quan li€n quan (n6u c6);
- VEn bin tr6 ldi cta UBND tinh (ddng j ho4c kh6ng tl6ng / vd neu rO ly do)

22

7. Quy trinh thu. c hiQn tht tgc hqp nh6t, sdp nh$p, chia, tich, mO rQng ph4m vi ho4t tlQng qui (Me s6: 1.003920)

MQt quy trinh thu. c hiQn; thoi gian giii quy6t: 30 ngiry lirm viQc, k6 tir nghy nh$n b6 so tliy ifti vir hqp phip
- Sd NQi w: 15 ngiy ldm vi€c;

- Cdc co quan li€n quan: 08 ngdy lim viQc;

- IJBND tinh: 07 ngdy ldm viQc.

Don vi
thgc
hiQn

Budc
th qrc

hiQn

TOn buric
thyc hiQn

Ph6n c6ng
thr;c hiQn

NQi dung c6ng vi6c thgc hifn Bi6u miu, k6t qun

s0Noi
vu

Budc
I

Tiiip nhfn
h6 so

BQ phan Ti6p
nhAn vd Trd
kiit qua (BQ

Xem x6t ki0m tra thdnh ph6n hd so:
- Trudng ho-p h6 so day dri,.hqp lC thi tiCp
nh4n vd in Gi6y ti0p nhdn hd so vd hen tr6

- 9i6y tiiSp nlin h6 so ta hen tre
k6t qui (Mdu s6 0l ban hdnh
kdm theo Th6ng tu sO

0,5 ngdy

Thi/i
gian
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Dcrn vi
thgc
hi6n

Bufc
thqc
hiQn

Phin c6ng
thqrc hi.6n

Bi6u miu, k6t qun Thcri
gian

phfln MQt
cta)

k6t qui, chuy6n h0 so d& phong chuy€n
m6n.
- Trudng hqp h6 so chua dAy dri: c6ng
chric ti6p nhdn hd so hu6ng d5n dti c6ng
d6n/t6.chric b6 sung hti so vd in PhirSu y6u
cdu b6 sung, hoan thiQn h6 so. K€t thric
quy trinh.
- TruglC ttsp I,O r.o kh6ng dring 91ry tllnh:
in.Phi6u tu ch6i ti6p nhfln giii quy6t h6 so.
K€t th[c quy trinh.

0I/20181TT-VPCP ngey
23ll/2018).
- Phiiiu y€u cAu b6 sung, hoan
thiQn h6 so (Mdu s6 02 ban hinh
kdm theo Th6ng tu sti
0I/2018/TT-VPCP ngay
23/1V2018).
- Phitiu tu ch6i tiiip nh{n giai
quy6t h6 so (Mdu sd 03 ban hdnh
kdm theo Th6ng tu s6
0I/2018/TT-VPCP ngay
23ltt/2018).

sdNoi
vu

Budc
2

ThAm d!nh,
hoan thi€n

.l
ho so

- LEnh clao phdng phdn c6ng
- C6ng chuc thdm <l!nh h6 so
+ Truong lvn h6 so dt di6u kiQn: Du th6o
Vdn bin l6y j ki€n co quan li€n quan vd
trinh lanh d4o phtng.
+ Trudng hqp hO so chua dt di€u kiQn: d,r
thdo v6n ban tri ldi; ho6c Vdn bAn d€ nghi
b6 sung, hoin thiQn h6 so trinh linh dao
phdng.
- L6nh c[ao phdng xem xdt trinh ldnh cl4o
Sd ph€ duyQt.

Du thio Vin bdn l6y y kitln co
quan li€n quan hoic du thdo vdn
bin trd loi; vdn bnn d€ nghi b6
sung, hodn thiQn h6 so

3,5 ngiy

sd Noi
vu

Bu6c
3

Kj duyQt
vdn bdn

LEnh clao

Sd N6i vu

Xem xdt, ky duyQt:
- Trudng hsp .hO so drl <liiu kiQn: kf Du
thio VEn bdn l6y y ki€n co quan.li6n quan.
- Trudng hqp hd so chua tti tli€u kiQn: h.f
vdn bin trd ldri, chuy6n B0 ph{n mQt cria.

Dq thdo Vdn bdn l6y f kitin co
quan [i6n quan hodc du thio vin
bAn tri ldi; vdn hin dA nghi b6
sung, hohn thien h6 so

1,0 ngdy
(Drmg
tinh d6i

v6i
trudng
hqp bd

TOn buric
thgc hiQn

NQi dung c6ng viQc thgc hiQn

Phdng Td
chric, bi€n
che - C6ng
chric, vi€n

chric
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Don vi
thqc
hi6n

Budc
thgc
hi6n

TGn butlc
thgc hiQn

Phin c6ng
thrc hi6n

NQi dung c6ng viQc thrc hiQn Bi6u miu, klit qui Thiri
gian

sungh6 iso) 
I

Bu6c
4

L6y ! ki6n
Grii j kiiln vA SO NOi vu (Phong T6 chric,
bi€n ch€ - C6ng chric. vi6n chric)

Tdng hqp j ki6n cta c6c co quan
li6n quan.

sd Noi
vu

Budc
5

Tdng hqp
y . ki€n
th6m dinh,
tham muu

Phong TCBC-
CCVC

- T6ng hqp. dd xu6t phuong rin giai quyr5r
+ Trutmg hqp co. quan ph6i hqp th6ng
nhdt, kh6ng c6 d6 nghi di6u chinh, b6
sung, hoirn thiQn h6 so: Du thdo vf,n bin,
h6 so vir trinh ldnh <lao phdng.
+ Trudng hqp co quan ph6i hqp.d€ nghi
di€u chinh, b6 sung, hodn thi€n hd so: Dg
thdo vin bnn dE nghi t6 chuc. c6 nhrin di6u
chinh, hodn thiQn h6 so theo y€u c6u vir
trinh ldnh dao phong.

- Ldnh <Iao phdng xem xdt trinh l6nh clao

Sd ph€ duyQt.

Du thio vdn bin. h6 so trinh
hodc vEn bin dA nghi didu chinh,
horin thi6n h6 so

soNoi
vu

Bu6c
6

I-5nh d4o Sd
NOi ru

Xem xdt, kj duyQt.
+ Trubng hSp .hO so <fti di6u kiQn: K;i
duyQt vdn ban, hO so trinh UBND tinh
+ Truong hqp h6 so chua ihi di6u kiQn: Kf
duyQt vdn ban d€ nghi <li€u chinh, hodn
thi6n h6 so

Vdn bdn trinh, h6 ss trinh hodc
vdn bin dC nghi didu chinh, hodn
thi€n h6 so

03 ngAy
(Drmg 

.tinh d6i
v6i
trudng
hqp b6
sung h6
so)

TJBND
tinh

Budc
7

tltlND tinh quyet a6n hodc vin bdn trA toi 07 ngdy

8,0 ngdy

7,0 ngay

sd Noi
vu

Co. quan
ph6i hqp

Kf duyQt
vdn bdLn

Xem x6t,
quy6t dinh

Vin phdng UBND tinh xri ly, trinh lanh
dqo UBND tinh quy6t clinh vd th6ng b6o
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Don v!
thgc
hiQn

Budc
thgc
hi6n

TGn buoc
thpc hiQn

Phin c6ng
thgc hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Th0i
gian

k6t qui cho Sd NQi vp

7 I Ti6p nhfln
hd so

BQ phfn
MOt cta

Ti6p nh{n, chuy€n h6 so cho chuy€n vi6n
theo phdn cOng cta Vin phdng UBND

- Td trinh Sd NQi w
- Hd so nh0n tu Sd NOi vu

0,5 ngoy

7.2 Ki6m tra. , .,.;.
va xu ly ho

SO

C6ng chric
duoc giao
xri lli hd so

Xri lj h6 so - 86o c6o tt€ xuAt
- Td trinh Sd NQi w
- Hii so nh{n tu Sd NQi vu

2,5 ngdy

7.3 Linh d4o
chuy6n m6n

Xem x6t h6 so - Biio c6o clO xuit
- Td trinh Sd Noi vu
- H6 so nhfn tu Sd NQi vU

1,5 ngay

7.4 Duy€t h6 so
trinh Ldnh
d4o UBND

tinh

Lanh d4o
Vdn phdng
UBND tinh

Xem xdt vd duyQt h6 so - Brio c6o d0 xuAt
- Td trinh Sd Noi vu
- H6 so nhdn tt Sd N6i r.u

0l ngoy

7.5 Ph6.duyQt
h6 so

Lenh dqo
UBND tinh

Kf duyQt vdn bin Quy6t <I!nh hoic vdn ban tra ldi 0l ngdy

7.6 Ph6t hdnh
vd chuy6n
trd k6t qud

cho
Sd NOi vu

Vdn thu
/BQ ph{n
M6t cta

PhAt hanh v5n ban vir chuydn tri k6t qui
cho Sd NQi vU

Quyet dinh hoic vdn ban tra ldi 0,5 ngdy

sdNoi
ru

Bu6c
8

Tri k6t qui B0 phdn
M6t cria

Tii5p nhdn v6n ban cta cip c6 thAm quyiln,
tri k€t qui cho t6 chric, c6ng din; chuy€n
phdng chuy6n m6n luu h6 so

Quy6t <Iinh ho[c v6n bin tri ldi

Xem xdt
h6 so
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8. Quy trinh thgc hiQn tht tgc tl6i t6n qui (Me sii: 1.003879)

MQt quy trinh thgc hiQn; thoi gian giii quyiit: 15 ngiry lirm vipc, k5 fii ngiry nhin h6 str tliy tlt vir hgp ph6p.

- Sd NQi vu: 06 ngdy lim vi€c;

- C6c co quan li6n quan: 04 ngdy ldm viQc;

- UBND tinh: 05 ngdy ldm viQc.

Don v!
thgc
hiQn

Bu'Oc
thgc
hi6n

TGn bufc
thuc hi6n

Phin c6ng
thgc hiQn

NQi dung c6ng viQc thqc hifn Bi6u m5u, k5t qui

Luu h6 so: Phdng T6 chric, bi€n ch6 - C6ng chuc, vi€n chric (Sd NOi vU). Ktit thric ndm c6ng vi€c, chuy€n vi€n thg lj hodn chinh hd so b6o
c6o TruOng phdng tl6 t6ng hqp vd chuyEn nQp kho luu trt co quan d€ thuc hiQn luu trir theo quy <Iinh.

Thhnh phin hii so luu:
^,,i -.; 

. , , ,(
- Phi€u Ti€p nhdn vd trd k6t qud;

- H6 so cria t6 chric, c6ng dAn

- Phi6u Th6ng b6o ydu cAu b6 sung hti so ho[c vdn bin th6ng b6o tir ch6i giai quy6t tr6 so (n6u c6)

- Vdn bin tham gia f ki6n cira cdc co quan li6n quan (n6u c6);
- Vdn ban tri tdi cta UBND tinh (<I6ng j hodc kh6ng ddng f vd n€u 16 l1i do)

Dol vi
thgc
hiQn

Brric
thqc
hiQn

TGn bufc
thgc hifn

PhAn cdng
thr$ hiQn

NQi dung cdng viQc thrc hi6n Bi6u miu, k6t qun
Th0i
gian

sd Noi
vt.l

Budc
I

Ti6p nh4n
h6 so

B0 phfln Ti€p
nh4n vA Tri
k6t qun (BQ
ph{n MQt

cta)

Xem xdt kiOm tra thdnh phdn hd so:
- Trudng hqp tr6 so day dt,.hqp lQ thi ti€p
nh4n vd in Gi6y ti6p nhfln. hd so vir hen trd
k6t qu6, chuy€n h6 so d€n phdng chuy6n
m6n.
- Truong t qp hQ so chua dAy dt: c6ng
chric ti6p nhfn h6 so hudng ddn rl€ cdng

- 9idy ti€p thfln h6 so vir hen tri
k6t qui (Mdu sd 01 ban hdnh
kdm theo Thdng tu sO

0l/2018/TT-VPCP ngey
2t/11/2018).
- Phi6u y€u cAu b6 sung. hodn
thiQn h6 so (Mau s6 02 ban hdnh

0,5 ngiy

Thcri
gian
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Don vi
thuc
hi6n

Buric
thrlc
hiQn

TGn budc
thr;c hiOn

Phin c6ng
thrgc hiQn

Ndi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Th0i
gian

ddn/t6.chr?c bi5 sung hd so vd in Phi€u y6u
cdu b6 sung, hodn thiQn hO so. Kdt thric
quy trinh.
- Trudng hqp 

116 
s.o kh6ng dring aly dinh:

in Phi6u nr ch6i ti€p nhdn gi6i quy€t h6 so.
KCt thtc quy trinh.

kdm theo Thdng tu so
01/2018/TT-VPCP ngdy
23trr/20t8).
- Phi6u u chdi titip nhfn giai
quy6t h6 so (MAu s6 03 ban hdnh
kdm theo Th0ng tu sO

0I/2018/TT-VPCP ngey
23/tt/2018).

sd Noi
vu

Bu6c
2

ThAm dinh,
hoan thiQn

hd so

Phdng T6
chr?c, bi€n
cne - Long
chr?c, vi€n

chric

- LEnh tlqo phdng phdn cdng
- C6ng chr?c thdm <l!nh h6 so
+ Trudng fqf h6 so dt <li6u kiQn: Dg thio
VEn bin l6y j ki€n co quan li6n quan vd
trinh hnh tl4o ph.dng.
+ Trudng hqp h6 so chua dt tli6u ki€n: dg
thio vdn bin tri ldi; holc Vdn bnn d€ nghi
b6 sung, hoan thiQn h6 so trinh lanh <l4o

phdng.
- Linh <Iqo phdng xem xet trinh l6nh d4o
Sd phd duy6t.

Dg thio Vdn bin l6y y ki6n co
quan li€n quan hoic du thdo vdn
ban re loi; vdn bin tl6 ngh! b6
sung, hod,n thi€n hO so

2,5 ngiry

sd Noi
vu

Bu6c
3

Kj duyQt
vdn ban

Ldnh d4o
Sd NQi vu

Xem xdt, kj duyQt
- Trudng hqp h6 so dri di€u kiQn: ky Dg
thdo Vdn bdn l6y j ki6n co quan.li€n quan.
- Trudng hgrp h6 so chua dt <li6u kiQn: kj
vin ban tri ldi, chuyiSn B0 phin m6t cta.

DU th6o Van ban l6y j kiiln co
quan li6n quan ho4c dU thio vdn
ban tra ldi; v6n bnn dA nghi b6
sung, hoi.,n thiQn h6 so

1,0 ngdy
(Dung
tinh d6i

vtii
trudng
hqp bq
sung h6

so)

sd Noi
W

Bu6c
4

L6y y kitin Co. quan
phdi hqp

Gti f kitln vO SO Nqi vu ehdng T6 chric,
bi6n ch6 - C6ng chr?c, vi€n chric)

T6ng hqp y ki6n cta c5c co quan
li€n quan.

4,0 ngdy
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Don vi
thqc
hi6n

Bufc
thgc
hiQn

TGn buric
thgc hiQn

Phin c6ng
thqrc hiQn

NQi dung c6ng viQc thuc hiQn
Thdi
gian

sd Noi
vu

Budc
5

T6ng h-o-p

! . ki€n
thdm dinh,
tham muu

Phdng TCBC-
CCVC

- Tdng hqp. de xuSt phuong 6n giai quyOt
+ Truong hqp ccr. quan ph6i hqp th6ng
nh6t, kh6ng c6 tl6 nghl di6u chinh, b6
sung, hoin thiQn h6 s<r: Du thio vdn bin,
hd so vi trinh linh d4o phong.
+ Trudng hqp co quan ph6i hqp.d6 nghi
cli6u chinh, b6 sung, hodn thiQn h6 so: Dg
thio vdn bin d€ nghi t6 chrirc, cii nhdn di6u
chinh, hodn thiQn h6 so theo y6u c6u vd
trinh ldnh dao phong.

- Lanh d4o phdng xem xdt trinh ldnh dao
Sd ph6 duy0t.

Du thio v[n bAn, hd so trin]r
hodc vdn bAn dA ngh! didu chinh,
hodn thi0n h6 so

1,0 ngdy

sd Noi
vu

Bu6c
6

Ky duyQt
v6n bdn

Lanh dao S<i

N6i vu

Xem x6t, ky duyQt.
+ Trudng hSp 1,6 so thi rli€u kiQn: Kj
duy€t vin bdn, h6 so trinh UBND tinh
+ Trutmg hqp h0 so chua drl di€u ki6n: Kj
duyQt vdn ban d€ nghl cli6u chinh, hoAn
thi6n h6 so

I,0 ngiy
(Dung 

.tinh d6i
v6i
trudng
hqp bo
sung h6
so)

IIBND
tinh

Bu6c
7

Xem xdt,
quy€t clinh

UBND tinh Vdn phdng UBND tinh xt lf, trinh ldnh
d4o UBND tinh quy€t <linh vir thdng brio
k6t qui cho Sd NQi vU

Quy6t dinh hodc vdn bin trd ldi 05 ngdy

7.1 f i€p nh{n
hd so

B0 ph0n
Mdt cria

Ti6p nh{n, chuydn h6 so cho chuydn vi6n
theo phdn c6ng cria Vdn phong UBND

- Td trinh Sd Ndi vp
- H6 so nh4n ttr Sd NQi vp

0,5 ngdy

Bi6u miu, kiit qufr

Vdn bin trinh, h6 so trinh hoac
vdn ban d€ nghi di6u chinh, hodn
thi6n h6 so
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Eon vi
thu. c

hiQn

Buri,c
thgc
hi6n

TGn bunc
thgc hiQn

PhAn c6ng
thgc hi$n

NQi dung c6ng viQc thyc hiQn Bi6u m6u, k6t qui Thdi
gian

Ki€m tra
. , '..1va xu ly no

SO

C6ng chric
dugc giao

xri l1i h6 so

Xri lV h6 so - 86o c6o d6 xudt
- Td trinh Sd NQi vp
- H6 so nh{n tu Sd NQi vg

1,5 ngdy

7.3 Xem x6t
h6 so

Linh dao
chuy€n m6n

Xem xdt h6 so - 86o c6o dd xuSt
- Td trinh Sd NOi ru
- Hti so nhan fi Sd NQi vU

0,5 ngay

DuyQt h6 so
trinh Ldnh
d4o UBND

tinh

Ldnh dao
Vdn phdng
IIBND tinh

Xem x6t vri duy6t h6 so - 86o c6o cl6 xudt
- Td trinh Sd Ndi vu
--:- Ho s(, nhan tu :if, Nor vlr

0l ngdy

7.5 Ph6.duyQt
h6 so

Ldnh tlao
UBND tinh

Ky duypt vdn bdn Quy€t dinh ho{c vdn bin tni ldi 0l ngdy

7.6 Ph6t henh
vd chuy6n
tri k€t qui

cho
Sd Ndi vu

Vdn thu
/B0 phin
M6t cria

PhAt hanh vdn bin vd chuyiSn tri kiit qui
cho S& NQi vy

Quy€t dlnh hodc vdn bin trd ldi 0,5 ngdy

sd Noi
vu

Budc
8

Tri kiit qui B0 phin
MQt ctia

Ti€p nhdn vin bdrn cta c6p c6 thim quydn.
tri k6t qui cho t6 chr?c, c6ng d6n; chuy€n
phdng chuydn m6n luu hd so

Quydt tllnh hodc vdn ban ffi ldi

Luu h6 so: Phdng Td chric, bi6n ch6 - C6ng chric, vi6n chric (Sd NOi vu). Ki5t thric nim cdng viQc, chuyCn vi6n tt u t1r noan ctrinf, tr6 so Uao
crlo Trudng phdng tl6 tdng hqp vd chuy€n nQp kho ltru trt co quan d€ thgc hiQn lrru trii theo quy dinh.

Thirnh phAn h6 so luu:
- Phitlu Tii5p nhfn vd tri k6t qui;
- Hti so cta t6 chric, cdng ddn

- Phi6u Thdng b6o y€u ciu b6 sung hd so ho6c vdn bin th6ng b6o tu ch6i giai quyiit hO so (n€u c6)

7.2

7.4



Don vi
thu. c
hi6n

Buri'c
thgc
hi6n

TGn bu6c
thpc hiQn

Ph6n c6ng
thgc hiQn

NQi dung c6ng vi6c thpc hiQn Bi6u miu, k6t qui Th0i
gian

- Vdn bin tham gia f ki6n cia c5c co quan li€n quan (ntiu c6);
- Vdn bin tri loi cria UBND tinh (d6ng f hodc kh6ng rl6ng j vd n6u 16 ly do)
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9. Quy trinh thgc hifn thri tgc qui tg giii th6 OIe s6: r.003866)

MQt quy trinh thgc hiQn; thoi gian giii quy6t: 15 ngiy tirm viQct6 tt nghy k6t thric thdj han ghi trong th6ng b6o thanh
toin ng vi thanh lf tiri sin, tiri chinh cria qui khi qui tu giii th6 mir kh6ng c6 tlon khi6u ngi.

- Sd NOi vu: 06 ngdy ldm vi9c;

- CAc co quan li6n quan: 04 ngdy ldm viQc;

- UBND tinh: 05 ngiy ldm viQc.

-Gi y ti6p nh4n h so vd hen tri
k€t qui (MAu s6 0l ban hdnh
kdm theo Th6ng tu st1

0I/2018/TT-VPCP nsey
23111/2018).
- Phi6u y€u cAu bii sung, hodn
thign hd so (MEu s5 02 ban henh
kdm theo Th6ng tu s6
OI/20I8/TT-VPCP
23n1/2018).
- Phi6u. tt chdi ti6p nhQn girii
quy€t h6 so (Mau s6 03 ban hdnh
kdm theo Thdng tu sO

ngdy

Dtrn v!
thgc
hiQn

Burfc
thyc
hiQn

TGn huritc
thrSc hiQn

Phin c6ng
thgc hi$n

NQi dung c6ng viQc thgc hiQn Bi6u mAu, k6t quri
Thi,
gian

sd Noi
ltl

Budc
I

Ti6p
h6

nhdn
so

B0 phin Ti0p
nhdn vA Tri
ki5t qun @Q
phin MQt

cta)

Xem xdt ki6m tra thinh phAn hd so:
- Trudng hqp hd so day dri,.hqp l9 thi ti6p
nh4n vd in Gidy ti6p nhfln h6 so vd h-en tri
k6t qu6, chuyi5n h6 sn tl6n phdng chuy€n
m6n.
- Trudng tqp hq so chua diy dri: c6ng
chric li€p nhan hO so trudng dAn clO. cdng
d6r/t6.chric bd sung h6 so vd in Phi6u ydu
c6u b6 sung, hodn thi€n hd so. KEt thric
quy trinh.
- Truong hqp I,6 r.o khdng dring 91ty dinh:
in.Phi6u tt ch6i ti6p nhQn giii quy6t h6 so.
K€t thric quy trinh.

OI/20I8/TT.VPCP n

0,5 ngdy
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Budc
thgc
hiQn

TOn buri'c
thgc hiQn

Phin c6ng
thgc hiQn

NQi dung c6ng viQc thr;c hiQn Bi6u m6u, k6t qui Th0i
gian

23nV2018).

sd Noi
vu

Bu6c
2

ThAm tlinh,
hodn thi€n

.:.
tlo so

Phdng T6
chfc, bi6n
chti - C6ng
chric, vi6n

chtc

- Linh d4o phdng phAn c6ng
- Cdng chric th6m <Iinh hd so
+ Trudng hOl trO so tli tli€u kign: DU thdo
Vnn ban l6y j ki6n co quan li6n quan vi
trinh lSnh d4o phdng.
+ Trudng hgp h6 so chua di <Ii€u kiQn: dy
th6o vdn ban tra loi; ho.!c Vdn bnn <I€ nghi
b6 sung, hoin thiQn h6 so trinh l6nh d4o
phdng.
- Ldnh tlao phdng xem xdt trinh l6nh dao
Sd phd duyQt.

DU thio Vin bin l6y j kiiin co
quan li€n quan holc du thio vdn
bin tri lcri; vln ban d€ ngh! bd
sung, hoin thiQn hd so

2,5 ngiry

s6 Noi
vu

Bu6c
3

Kj duyQt
vdn bin

Ldnh tlgo
S0 NOi vu

Xem xdt, ky duyQt
- Trudng hqp .hO so dt tli6u kiQn: lcj Dg
thio Vnn bnn ldy f ki€n co quan li6n quan.
- Trudng hqp h6 so chua dt <li6u kiQn: ky
vin bin tri ldi, chuy€n B0 ph{n mQt cria.

Du thdo Vdn bin l6y j kitln co
quan li€n quan hodc du thio vEn
bin trd loi; vdn ban dC nghi b6
sung, hoin thi€n h6 so

1,0 ngiy
(Dung
tinh d6i

voi
truong
tqpbQ
sung h6

so)

sd Noi
w

Budc
4

LAy ! kitin
Co. quan
ph6i hqp

Grii f ki0n ve SO NOi vu @hdng T6 chric,
bi6n ch€ - Cdng chric, vi€n chtc)

Tdng hqp 1f ki€n cfia c6c co quan
li6n quan.

4,0 ngiy

sd Noi
vu

Budc
5

T6ng hqp

! " ki6n
thdm dinh,
tham muu

Phdng TCBC-
CCVC

- T6ng hqp. dA xu6t phuong an giAi quy6t
+ Truong hqrp co. quan ph6i hqp thOng
nhdt, kh6ng c6 d6 nghi <Ii6u chinh, bO

sung, hodn thiQn h6 so: Dg thAo vdn bin,
hd so vh trinh l6nh rlao phdng.
+ Trudng hgp co quan phOi trqp d€ ngh!

Du thio vin bin, hd so trinh
ho{c vdn ban de nghi <Iiiu chinh,
hoan thiQn h6 so

1,0 ngdy

Dcrn vi
thgc
hi6n
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Dcrn v!
thu. c
hiQn

Brdc
thgc
hiQn

TOn buric
thpc hiQn

PhAn c6ng
thgc hipn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k5t qui Thrri
gian

ditlu chinh, b6 sung, hoan thiQn h6 so: Du
thio vin ban dO nghi t6 chric, c6 nhdn iti6u
chinh, hodn thi€n h6 so theo y€u cdu vd
trinh lanh dao phdng.

- L6nh d4o phdng xem xet finh l6nh <lao

Sd ph€ duyQt.

se Noi
W

Bu6c
6

Ky duyQt
vhn bin

Xem x6t, ky duyQt.
+ TrudnB tqp .hd so dt di6u kiQn: Kj
duyQt vEn ban, h9 so trinh UBND tinh
+ Trutmg hqp hd so chua dt di6u kiQn: Ky
duydt vin bin <t€ nghi tli6u chinh, hoan
thi6n h6 ss

Vdn ban trinh, h6 so trinh hodc
v6n ban dA nghi di6u chinh, hoan
thi€n h6 so

1,0 ngdy
(DLmg 

.tinh d6i
vdi
trudng
hqp
sung
so)

b6
h6

UBND
tinh

Bu6c
7

Xem x6t,
quyiit dinh

UBND tinh Vdn phong TIBND tinh xt I:i, trinh lanh
dao UBND tinh quyOt <lfnh vd th6ng brio
k€t qui cho Sd NQi vr,r

05 ngdy

7.t TiCp nh{n
h6 so

B0 phdn
MOt cta

Ti6p nhQn, chuydn h6 so cho chuy€n vi€n
theo phin c6ng cria Vdn phdng UBND

- Td trinh Sd NQi qr
- H6 srv nh{n tt Sd N$i vU

0,5 ngdy

7.2 Ki€m tra. . ...:va xlr lv ho
so

Xri lj h6 so - Brio crio d€ xudt
- Td trinh Sd NQi 4r
- H6 so nhfn tu Sd NQi v9

1,5 ngdy

7.3 Xem xdt
hii so

Ldnh dao
chuy€n m6n

Xem x6t h6 so - 86o ciio d6 xuAt
- Td trinh Sd Noi vu
- H6 so nhdn tri Sd Ndi vu

0,5 ngay

Ldnh <lao Sd
NQi vu

Quy6t ainfr ho6c vdn bdn trn loi

C6ng chfc
duoc giao
xt lj h6 so
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Dcrn vi
thgc
hi6n

Buric
thr5c
hi6n

T6n buric
thuc hi6n

Phin c6ng
thr;c hiQn

NQi dung c6ng viQc thgc hiQn Bi6u m6u, k6t qurt
Th0i
gian

7.4 DuyQt h6 so
trinh Ldnh
d4o UBND

tinh

Linh d4o
Vdn phong
TIBND tinh

Xem x6t vd duy€t h6 so - 86o c6o dO xu6t
- Td trinh Sd Noi vu
- H6 so nhfn tu Sd NQi vu

0l ngdy

7.5 Ph6 duyQt
hd srv

Ldnh dao
LIBND tinh

Kj duyQt vdn bin Quydt dinh hodc vdn bin tri ldi 0l ngdy

7.6 Phdt hinh
:

va chuyen
tri k€t quA

cho
Sd N6i vu

Vdn thu
/BQ phan
Mdt cria

Ph6t hdnh vdn bin vi chuy€n tri k€t qui
cho Sd NOi vu

Quy€t dinh hodc vdn b6n tri kyi 0,5 ngdy

Bu6c
8

Tri k€t qui BQ phdn
M6t cua

Tiiip nh4n vf,n bin cta c6p c6 thAm quyAn,

tri kdt qud cho td chric, c6ng ddn; chuy€n
phdng chuy6n m6n lrru h6 so

quyi5t Ainfr ho{c vdn bin tri loi

Lrru hd so: Phdng T6 chtc, bi€n ch6 - Cdng chr?c, vi0n chtc (Sd NOi vu). Ki5t thfc ndm c6ng vi6c, chuy0n vi6n thu l1i hodn chinh h6 so brio
c6o Trudng phdng di5 tdng hqp vd chuy6n n6p kho lrru trii co quan tlti thUc hiQn luu trii theo quy dinh

Thirnh phAn hd so luu:
- Phii5u Tiiip nhfn vd tri k6t qui;
- Hd so cria t6 chric, c6ng ddn

- Phiiiu Thdng b6o y6u ciu b6 sung h6 so hoic vdn bdm th6ng brio tu ch6i giei quylit trO so (n6u c6)

- Vdn ban tham gia j ki6n cta c6c co quan li6n quan (n€u c6);

- Ven ban tri ldi cria UBND tinh (<I6ng y hoec khdng ding:i vd nQq4 !Ldo)

sdNoi
vu

Qgz"


