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QUY DINH 
Tiep nhin, giai quyet va tra ket qui giai quyet thU tyc hanh chinh 

theo ca the mot cfra, mot cfra lien thong tai Uy ban nhan dan cac xi, 
phuimg, thi tran thuUc tinh Thira Thien Hue 

(Ban hanh kern theo Quygt Binh so 3y /2019/QD-UBND 

ngay 43 thing 6 natn 2019  clic Uy ban nhan dan tinh Thera Thien Hue) 

Chuong I 
CAC QUY DINH CHUNG 

Dieu 1. Pham vi dieu chinh 

Quy dinh nay quy dinh v'e viec tiep nhan, giai quyet va tra ket qua giai 
quyet [MI tut hanh chinh theo co che met caa, met cira lien thong tai Uy ban 
nhan dan (sau day viet tat la UBND) cac xa, phuemg, thi tran thuoc tinh Thira 
Thien Hue. 

Dieu 2. DOI twang ap dung 

I. Cac co quan, ngueri có trach nhiem giai quyet thu tut hanh chinh, gem: 

a) UBND cac xa, phuimg, thi tran (sau day goi la UBND cap xa). 

b) Phong, ban chuyen mon thuec UBND cac huyen, thi xa, thanh pile) (sau 
day goi la Phong, ban chuyen mon cap huyen). 

c) UBND cac huyen, the xa, thanh phe (sau day goi la UBND cap huyen). 

2. Can be, cong chirc, vien chat cua UBND cap xa, cac co quan co [rich 
nhiem giai quyet thit tut hanh chinh quy dinh tai Khoan I Dieu nay (sau day goi 
chung la cong chirc, vien 

3. TO chic, ca nhan co yeu tau [hue hien thil tut hanh chinh (sau day goi 
chung la to chirc, ea. nhan). 

4. Doanh nghiep cung ang dich vu bum chinh cong ich, doanh nghiep, ca 
nhan &rye thue hoac cluqe uy quyen thue hien thu tuc hanh chinh theo quy dinh 
cUa phap luat. 

Dieu 3. Cac nguyen tic thyt hien tiep nhin va tra ket qua 

1. Viet giai guy& thu tuc hanh chinh cho to chat, ca nhan theo co the 
met dm, met cim lien thong duqc quan ly tap [rung, thong nhat tai met dau mei 
la Be phan Tiep nhan va lit ket qua cua UBND cap xa, tra nhirng thu tut hanh 
chinh dac thu.• 

2. Lay su hai long dm to chirc, ca nhan la thuot do chat Itryng va hieu qua 
pima vu cua cong chirc, vien chire. 



.3. Giai quyet thu tyc hanh chinh kip thbi, nhanh thong, thuan tien, clang 
phap luat, cling bang, binh dang, khach,  quan, cling 	minh bach va co so 
phoi hop chat che gitia cac ca quan e6 tharn guyen. 

4. Qua trinh giai quyet thu tyc hanh chinh duce don dee, kiem tra, theo 
cei, giam sat, danh gia bang cac phacrng there khae nhau tren ca se clay manh 
ung dung tong nghe thong tin va c6 so tham gia cea to chat, ca. nhan. 

5. Cling chtIrc, vier' chirc tiep nhan khong clupt yeu eau to chat, ca nhan 
nap them bat ky met loci giay to nao khac ngoni danh myc thanh phan ho so. 

6. Viec huang dan, yeu cau ho sung, dial chinh not dung, gia han theri 
giansiai guyet ha so cho to chtIre, ca nhan duet thuc hien mot Ian, cu the, day 
de bang van ban. 

7. K_Itang lam phat sinh chi phi thuc hien the tyc hanh chinh cho to chat, 
ea nhan ngoai quy dinh cua phap luat. 

8. Be phan Tiep nhan va tra ket qua cap xa lam viec cac ngay trong man 
tir tinu hai den the. sau va sang tiler bay (neu co) theo gia hanh chinh, trO cac 
ngay le, tat.... theo quy dinh dia. phi) Mat. 

Chiming II 
QUY TRINH TIER NHAN, XU LY, TRA KET QUA 

GIAI QUYET THU TUC HANH CHiNH 

Dieu 4. Pharr vi tiep nhan thU tyc hanh chinh elm By phi!) Tiep nhin 
va tra ket qui cap xa 

1. BO phan Tiep nhan va Tra ket qua,* xa tiep nhan ho so thu tut hanh 
chinh thuOc thamquyen giai quyet cea cap xa va nhfmg thu tee hanh ,chinh 

quy en tham qun giai quyet ciia cap huyen clugc giao tiep nhan he sa tai cap xa. 

2. DM ,voi nh&ng thu we hanh chinh dac thu duce 	tich Uy ban nhan 
dan tinh quyet dinh cho phep khong thuc hien tiep nhan tai Bo phan Tiep nhan 
va tra ket qui cap xi-, nhung phai cap nhat vao He thong xii,  b1 met cilia tap trung  
va phai ap dung quy trinh theo dei viec tier) nhan, 	12 he so, tra kat qua giai 
quyet tucrng to nhu quy dinh tai cac Dieu 7, 8, 9, 10 cita Quy dinh nay. 

Dieu 5. each that tiep nhin hi sa va tra ket qua 

1. True tiep tai BY phan Tiep nhan va tra ket qua cap xa. 

2. Thong qua Bich vu buu chinh cling ich theo quy dinh cua ThU tuoing 
Chinh phu, qua thue dich vu cua doanh nghiep, ca nhan hoac qua ny quyen theo 
quy dinh cua phap luOt; 

3. Truc tuyen tai Cling Dich vu ding caa tinh. 

Dieu 6. Hinfrng din ke khai, ding ky giii quyet thu rye hanh chinh 
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1. Cong chirc BQ phan Tiep nhan va tra ket qua cap xa co trach nhiern 
Midi-1g dan to chdc, ca nhan: 

a) Cac ha sa, giay to ma to chirc, ca nhan phai nop khi giai quyet thu tut 
hanh chinh; 

b) Quy trinh, then han giai quyet thu tut hanh chinh; 

c) Mac va cach thirc nQp thue, phi, IQ phi hoac cac nghia vu tai chinh khac 
(neu co); 

d) Cach thuc hien tao tai khoan de clang 14 giao dich thu tut hanh chinh; 

d) Cung cap cac thOng tin, tai lieu lien quan den viec thuc hien thi tuc 
hanh chinh khi to chat, ca nhan yeu Pau theo quy dinh phap luat. 

Ngi dung huotng clan phi bao dam chinh xac, day dti, cu the theo van ban 
quy pham phap luat clang co hieu lye, quyet dinh clang bo thu tut hanh chinh cUa 
Chu tich UBND tinh. 

2. Viec huang dan to chat, ca nhan co the thuc hien thong qua cac cach 
thirc saw 

a) Huang clan true tiep tai Bo phan TiEp nhan va tra ket qua cap xa; 

b) Huang clan qua he thOng tong dal hoac so dien thoai chuyen ding cla 
cong be cong khai; 

c) Huang dan true tuyEn [Pen C6ng Dich vu cong tinh hoac qua mang xa 
hgi (neu duge cho phep); 

d) Bang van ban dugc gin qua dich vu buu chinh; 

d) Qua cac 66 ho so dien mail, qua cac video twang dan mau dung sari 
hoac bang cac cach that khac. 

NOi dung huerng clan dirge luu tai BQ 010 TiEp nhan va tra ket qua cap xa. 

3. Truing hop danh muc tai lieu trong h6 sa giai quyet thu uric hanh 
chinh con thieu so veil danh muc tai lieu dugc clang bo cong khai theo quy dinh 
tai khoan I Dieu nay hoac tai lieu chua cung cap clAy du th8ng tin theo bleu 
mau hiking dan cua ca quan cg tham quyQn thi cong chic tiep nhan he so thil 
tvc hanh chinh huang dan dai dien to chirc, ca nhan bO sung mot lAn day du, 
chinh xac. 

4. C6ng chic Bo phan TiEp nhan va tra ket qua cap xa 116 tro to chac, ca 
nhan thuc hien tap tai khoan sir dung khi den Op ho so. 

Dieu 7. Tiep nb4ri ho so' 

1. Doi veri ho sa ngp true tiep, con chirc tiep nhan 	so kiem tra tinh 
hop 	chinh xac, day du cUa ho so. Neu ho so khong thuc pham vi giai quyet 
thi huemg dan 	t6 chuc, ca nhan den cac co citian,"nguai có trach nhiem giai 
quyet theo quy dinh. 
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a) Truang hop ho so chua hop le, chua chinh xac, day MI theo quy dinh 
thi huong dan to chec, ca nhan bO:sung, hoan thien he so bang Phieu yeu can 
be sung, hoan thien ho so (Mau so 02 tai Phu Mc ban hanh kern theo Quyet 
dinh nay); 

b) Truang hop to ch6i nhan hO so, cong chec tiep nhan he sa phai neu ro 
19 do theo mau Phieu 	chei gial,quyet 	so thu 	tuc hanh chinh (Mau set 03 tai 
Phu luc ban hanh kern theo Quyet dinh nay); 

c) Truong hop he so hop le, cong chec Met) nhan ho sa cap nhat thong tin 
vao He thOng xe 19 met eira tap trung vajap,Giay tiep nhan ho so va hen tra ket 
qua, Phieu kiem seat qua ,trinh giai quyet he so (Mau so 01, so 05 tai Phu luc 
ban hanh kern theo Quyet dinh nay); thgc hien so boa 1th so de luu tru, giai 
quyet he so gen m6i truong mang. 

d) Truang hop thu tut hanh chinh co quy dinh phai tra ket qua giai quyet 
ngay khi sau khi tier) nhan, giai quyet, neu he so da day de, chinh xac, du dieu 
kien tiep nhan, cong chtic tiep nhan thong phai lap Giay tiep nhan he so va hen 
tra ket qua, nhung phai cap nhat tinh hinh, ket qua giai,quyet vao fle,thertg m5. 19 
met cfra tap trung; truerng hap nguli nem he sa yeu cau phai co Giay tiep nhan 
he so va hen tra ket qua thi cOng chec tiep nhan cung cap cho ngueri nep h6 so. 

2. Doi veri 1th so n8p qua dich vu buu chinh, cong chirc tiep nhan he so 
cOng nhan vien btru chinh kiem dem h8 so, bao darn phu hop veri danh attic tai 
lieu ghi Men Phieu gui ho so cua bun chinh. 

a) Cong chat help nhan he so thee hien the cOng viec theo quy dinh 
Khoan I, Dieu nay. 

b) Theri han giai quyet &roc tinh to ngay clang chec tiep nhan nhan duce 
he so hop le, day du tir nhan vien huu chinh (Bien ban giao nhan he so gtha 
cong chat tiep nhan va nhan vien buu chinh). 

c) Be phan Tiep nhan va tra ket qua cap xa co trach nhiem tra lai ho so 
IchOng thuec pham vi giai quyet, he so chua hap le, dAy du hoac chuyen Phieu 
huOng clan hoan thief) ho so, Giay tiep nhan ho so va hen tra ket qua cho to 
chirc, ea than ngay trong ngay theo duang buu chinh. 

3. Doi ved,h6 sa nOp true tuyen thong qua COng Dich vu cong 	tinh, cong 
ch ic tiep nhan ho sa phai xem x6t, kiem tra tinh chinh xac, day du cil'a hO so. 

a) True:mg hop ho so chua day du, chinh xac hoac thong thuOc tham 
quyen giai quyet theo quy dinh, cong chirc tiep nhan phai co thong bao, neu rb 
not dung, ly do va hu&ng clan  cu the, clay du mot lan de to chec, ea nhan be sung 
day du, chinh xac hoac girl dung den ea quan co tharn quyen. 

Viec thong bao duce thgc hien thong qua thee nang gui thu dien tu, gui 
tin nhan ten to chirc, ca nhan qua Cong Dieh vu cong cna tinh. 

b) Neu ho so cOa to chin, ca nhan day di), hop le thi cong chec tiep nhan 
he so girl Giay tiep nhan ho so va hen tra ket qua cho to chum ca nhan qua Cong 
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Dich vu cong caa tinh va chuyen cho co quan, ngtrai c6 tract) nhiem de cial 
guy& theo quy dinh. 

Dieu 8. Chuyen ha so cho 	quan, ngual co trach nhiem giai quyet 
thU tuc hanh chinh 

, 1. Truing hap cong chtk tiep nhan khong ,phai 	nguai true tiep giai 
quyet the toe hanh chinh, ngay sau khi tiep nhan ho so the tuc hanh chinh theo 
quy dinh tai Dieu 7 Quy dinh nay, cong cherc tiep nhan ho so phai chuyen he sa 
den co quan, nguei co trach nhiem giai quyet nho saw 

a) Chuyen der lieu M so dien is da dirgc so Ma, dtrac ky so hoac ducrc tiep 
nhan true tuyen cUa to chirc, ca nhan den co quan, nguen co trach nhiem giai 
quyet thong qua He thong xi: IY met aim tap trung etia tinh. 

b) Chuyen he so giay (kern theo Giay tie)) nhan no so va hen tra ket qua, 
Phieu kiem sat qua trinh giai quyet he so) cho co quan, nguei co trach nhiem 
giai quyet ngay trong ngay lam viec hoac ehuyen vao Tau gib ngay lam viec tiep 
theo doi vii truing hop tiep nhan sau 15 gib hang ngay. 

Viec chuyen ho so giay dEn co quan, nguti c6 trach nhiem giai guyEt duck 
thus hien bang each chuyen eve tiep hoac thong qua dich vu buu chinh cong ich 
nhtmg phai boo dam tiet kiem, hieu qua, an teen he so tai lieu. 

c) Ca quan, ngueri co trach nhiem giai quyet tiep nhan ho so, kiem tra va 
tra lai he sa khi phat hien he so do Be phan Tiep nhan va tra ket qua cap xa 
chuyen den khong dung se luong hoac chua day de thanh phan theo danh mite 
the tuc hanh chinh. Be phan Tiep nhan va tra ket qua cap xa co trach nhiem lien 
he voi to chere, ca nhan de xin lei va de nghi hoar' chinh ha so theo quy dinh. 

2. Trueng hop, cong chew tiep nhan hO so chinh la Wong chat trot Wei) 
giai quyet 	sa thi khong tlurc hien viec chuyen ho so ma thuc hien vice giai 
quyet the' toe hanh chinh theo Dieu 9 Quy dinh nay. 

Dieu 9. Giai quyet ho sa thii tyc hanh chinh 

1. Sau khi tiep nhan ha sa the tuc hanh chinh, cong chirc,, vien chuc duck 
giao 	19 true tiep xem xet, tham dinh h6 so, trinh phe duyet ket qua giai quyet 
the tuc hanh chinh. 

, 	2. Tnremg hey the toe hanh chinh kitting quy dinh phai tham tra, xac minh 
he) so, cong chirc, vien chirc duqc giao xi: 1Y he sa thuc hien tham dinh, trinh 
cap c6 tham quyen quyet dinh; cap nhat dieing tin vao He thong xi: 1Y mot tiro 
tar) trung va ghi thong tin vao Phieu kiem sat qua trinh giai quyet ho.sa; chuyen 
ket qua giii quyet the tic hanh chinh cho Be phan Tiep nhan va tra ket qua. 

3. Tnrerng hap co quy dinh phai than) tra, xac minh h'e so 

a) Cons cherc,,viEn cherc duty giao 	19 111110 sa Uwe hien than) tra, )(au 
minh, trinh cap co tham guyen quyet dinh, cap,nhat thong tin vao He thong xer 19 
met dm tap trung va ghi th8ng tin vao Phieu kiem sat qua trinh giai quyet ho so; 
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b) Qua trinh thaw tra, xac ninh phai duce lap than') his so, luu thong tin 
vao He thong xd 19 mot cnra tap trung va I tru tai co quan giai quyet. Truang hop 
can cet mat cd nhan, to chirc de thaw tra, xac minh he sa thi phai cap nhat thong 
tin ve thai gian, dia diem, thanh phan, not dung tham tra, xac minh tren He 
tilting )(iffy met dra tap trung. 

4. Doi veri ho so qua tham tra, !ham dinh chin del dien kien giai quyet, co 
quan, ngueti ,cet trach nhiem giai quyet thu tic hanh chinh,  tra lai ho sa kern theo 
thong bao bang van ban va neu re5 19 do, not dung can be sung theo mau Phial 
yeu can , b6 sung, hoax) thien he ,sa 	01 cho cd nhan, to chirc thong qua BO 
phan Tier) nhan va tra. ket qua cap xa. Thai gian thong bao tra lai 119 so khOng 
qua ba (03) ngay lam viec ke to ngay tiep nhan ho so, trir truerng hop phap luat 
chuyen nganh da co quy dinh cy the ve thai gian. Thai gian giai quyet duce tiep 
[pc tinh sau khi nhan du 15 so. Qua tried gian thong bao,  tra lai h8 so de dieu 
chinh, bo sung co quan, nguoi co track nhiem 	quyet thei tic hanh chinh 
kheing có van ban huerng dan, de nghi be sung not dung he so thi ho so duce 
xem la hop le. 

5. Truang hop he so phi lay y kien cua cac don vi co lien quan 

a) Cong chirc, vien chile giai quyet het so girl thong bao dien ter hoc van 
ban phei hop xix 19 den cac don vi cd lien quan, trong do neu cu the not dung lay 

kien, theri han lay 9 kien. Viec Jay y kien phai duoc cap nhat day di) ve not 
dung, thai han, co quan lay 9 kien nen He th6ng xer 19 mot cfra tap trung va 
Phieu kiem soat qua trinh giai quyet ho sa; 

b) Ca (pan, don vi duce lay 9,  kien co trach nhiem tra 161 cac not dung 
(lucre lay kien theo thai han lay 9 kien va cap nhat ket qua tham giay kien vao 
He thong xfr 19 mot dm tap trung va Phieu kiem soat qua trinh giai quyet he sa. 
Truang hop qua thai han lay 9 kien ma co quan, don vi 

 
du lay 9 kien chua co 

van ban giay hoac van ban dien to tra lai thi ceng chat, vien cherc bao cao vai 
ngueri thing dau BO phan Tiep nhan va tra ket qua ve viec cham tre de ph6i hop 
xer 19. 

6. Truang hop hO so thvc hien theo quy trinh lien thong giva cac co quan 
trong citng cap xa 

a) Truang hop to chirc, cd nhan netp hO so giay, BO phan Tiep nhan va tra 
ket qua xac dinh thu to cac co quan, ngueri co trach nhiem. giai quyet, chuyen ho 
so giay den ca quan chi tri giai quyet. Co quan cha ,tri co trach nhiem xer 19 ho 
so, cung cap kt quaa. giai quyet thueic tham quyen (neu co); ihtrc hien chuyen ho 
so lien thong theo quy dinh den co quan tham gia giai quyet tiep theo, trong do 
Phial chuyen xi]. 19 phai neu 	not dung cling viec, thai han giai quyet cua co 
quan tham gia; cop nit@ thong tin xer 19, thong tin chuyen xir ly vao He thong xi/ 
19 mot dm tap trung va Phieu kiem soar qua trinh giai quyet ho sa; 

. 	• 
Ca quan tham gia giai quyet he so lien th5ng co trach nhiem xer 19 theo 

than) quyen, chuyen ket qua va he) so cho ca quan CO tham quyen tiep theo theo 
thu to B8 ph5n Tiep nhan va tra ket qua cap xa xac dinh; ca quan co tham quyen 
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cuni tang giai- quyet xong thi chuyen ket,  qua va. he so kern theo cho co quan co 
tham quyen ch6,tri; co quan che, tri chuyen ket qua giai quyet tha tug hank chinh 
cho Bo phan Tiep nhan va tra ket qua cap xa de traket qua cho ca nhan, to chile 
theo quy dinh; cap nhat tinh hinh, kat qua xir ly ho so lien thong vao He thOng 
xa 19 mat cea tap trung va Phieu kiem soot qua trinh giai quyet ha sa. 

b) Traerng hop ca nhan, to cherc nap ho so lien Ur, BO phan Tiep nhan va 
tra ket qua cap xa chuyen ho so dien 	den tat ca cac co quan, don vi tham gia 
giai quyet, trong do ghi re trach nhiem, not dung tong viec, thai hen tra ket qua 
cua cac ca quan, don vi tham gia giai quyet. Ca quan, don vi tham gia giai quyet 
he so lien thOng thkrc hien xa ly theo tharn ,quyen, tra ket qua giai quyet cho co 
quan, den vi can sir dung ket qua giai quyet cho cac bark tiep theo va gai cho 
BO phan Tiep nhan va tra ket qua cap xa de tra ket qua cho en nhan, to cherc theo 
quy dinh; cap nhat tinh hinh, ket qua xi). 19 he so lien thOng vao He thOng xir 19 
mat dm tap trung. 

7. Truerng hop he so thkrc hien theo quy trinh lien thong gi&a UBND cap 
xa vi cac co quan co tham quyen cap tren 

a) Be) phan Tiep nhan va tra ket qua cap xa chuyen ho so giay cho tong 
cherc caa UBND cap xa co troth nhiem xixly he so; that hien chuyen he so lien 
thong theo quy dinh,  den de co quan tham gia giai quyet lien thong. Chuyen 
thOng tin tren HO thong xfr 1)",  mat caa tap trung cho cac ca quan, don vi tham 
gia giai quyet lien thong de giarn sit. 

b) Ca quan tham gia giai quyet lien thong xir 19 he so theo quy dinh tai 
khoan 1, 2, 3, 4, 5 Dieu nay; chuyen ket qua giai quyet cho BO phan,Tiep nhan 
va tra ket qua cap la not tiep nhan ho so dm ca nhan, to chic tra ket qua theo 
Giay tiep nhan ho so va hen tra ket qua. 

8. Truang hop he) sa thuOc tham quyen giai guy& cua cac PhOng, ban 
chuyen mem cap huyen,, tiy ban nhan clan cap huyen duet giao tiep nhan tai BO 
phan Tiep nhan vi tra ket qua cap xa 

a) Be phan Tiep nhan vi tra ket qua cap id tiep nhan va chuyen h6 sa dien 
dr, he) sa giay den ca quan chd tri giii quyet; 

b) Co quan chi) tri co troth nhiem xir 19 he so; chuyen ket qua giai guy& 
cho BO phan Tiep nhan va tra ket qua cap xa nal tie') nhan ho so dm ca nhan, to 
chile tra ket qua theo Giay nap nhOin hO sa Ira hen tra ket qua. 

9. Ket qua giai quy6t thu fix hanh chinh quy dinh tai khoan 7, khoan 8 
Dieu nay phai &roc ca quan, ngueri co troth nhiem giai quyet kYr 56, cap nhat vi 
chuyen ten HO thong xix 1j/ mat caa tap trung. 

Ca quan, ngueri co troth nhiem giai quyet,th6 tut hanh chinh chuyen ban 
chinh ket qua giai suyet (co kern theo Phieu kiem soot qua .trinh giai quyet he 
so) cho Be phan Tiepnhan va tra ket qua cap'xa chom nhat tnxerc 2 gib so \Uri 
gia hen tra ghi tren Giay tiep nhan he sa N/A hen tra ket qua. 
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10. Cac h6 sa quy dinh tai khoan 1, khoan 2 Dieu nay sau khi tharn dinh 
khOng du dieu kien giai quyet, co quan, nguiri co trach nhiem giai quyet thu tyc 
hanh chinh tra lai he so va thong hao bang van ban neu re IY do khong giai 
quyet ho sa theo mau Phieu to chei giai quyet he so gal cho ca nhan, to chirc 
thOng qua BO phan Tiep nhan va tra ket qua cap xa. Thong bao duct nhap vao 
muc tra ket qua He thong xa IY met cira tap trung va SO theo dot ho so (Mau se 
06 tai Phu luc ban hanh kern theo Quyet dinh nay). Thai hart thong bao phai 
trong thai ban giai quyet he so theo quy dinh. 

11. Truang hop khOng the giai quyet thit tuc hanh chinh theo dung that 
gian quy dinh,,  trong th&i han chum nhat 01 (mot) ngay tank ngay het han, co 
quanstai guyet ho so phai thong bao bang van ban cho BO phan Tie!) nhan va 
tra ket qua cap xa va gai Phieu xin 16i va hen lai ngay tra ket qua (Mau sit 04 tai 
Phu luc kern theo Quy dinh nay) cho ea nhan, to chat, trong de ghi ro 15,  do qua 
han, thai gian xin gia han tra ket qua. Viet hen lai ngay tra kat qua &roc thuc hien 
khOng qua met Ian. Doi vat cong chire cap xa khi giai quyet h6 so tre han phai 
bao cao cho Lanhgao UBND cap xa de gin Phieu xin lot va hen lai ngay tra ket 
qua cho ca nhan, to chic. 

That gian gia han tra ket qua yeu cau khong qua thin han giai quyet the 
tuc hanh chinh do (doi yeti nhang this tuc hanh chinh co th&i han giai quyet duai 
8 ngdy) hoac }chilling qua 1/2 thai gian giai guyet Mit tyc hanh chinh (dal viri 
nh mg thu tyc hanh chinh co thin han giai guyet to 8 ngay air len). 

Can ca Phieu xin 13i va hen lai ngay tra ket qua, BO phan Tiep nhan va tra 
ket qua dieu chinh lai thai gian tra ket qua xa IY tren 	thong xaly met cira tap 
trung, clang thai gal thong bao den to ant, ca ,nhan qua thu dien 	hoac tin 
nhan dien thoai hoac mang het duac cap tham quyen cho phep (neu c6). 

Dieu 10. Tra ho so, ket qua giai quyet tha tyc hanh chinh 

1. KM qua giai quyet tht) tyc hanh chinh gin tra cho to chtic, ca nhan phai 
bao dam day du theo quy 

2. Techirc, ca nhan nhan ket qua giai guy& in tuc hanh chinh theo that 
gian, dia diem ghi Pen Giay tiep nhan ho so va hen tra ket qua. Truerng hop to 
chirc, ca nhan da dung Icy nhan ket qua qua dich w buu chinh thi viec tra ket qua 
duoc thuc hien qua dich vu buu chinh. 

3. Khuyen !ditch viec Ira ket qua slat quyet thit tyc hanh chinh truirc thin 
han quy dinh. Viec tra ket qua giai quyet thu tuc hanh chinh Pp& thai han guy 
dirt duce BO phan Tiep nhan va tra ket qua cap xa thong bao cho to chirc, ca 
nhan biet,truot qua tin nhan, thu dien tir, dien thoai hoac qua mang xa hei dugc 
cap co tham quyen cho phep. 

4. Ket qua giai quyet thn tyc hanh chinh cho to chac, ca nhan duoc Itru tru 
tai He thOng xa ly mot dm tap trung delphac vu viec sir dung, tra thu truing tin, 
du lieu theo quy dinh cua phap Mat. 

5. Ket thee viec tra ket qua, trong thin gian 02 ngay, Phieu kiem soar qua 
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trinh giai quyet 116 so dugc sao chirp them 01 ban. Ban chinh duoc luu trai theo 
ho so; ban sao dugc Km gilt tai B6 phan Tiep nhan va tra ket qua cap xa de phyc 
vu ding tac tong hop, bao cao, danh Ma. 

Dieu 11. Trach nhiem cua cac to chive, ca nhan có lien quan trong vies 
giai quyet ho so., ket qua hi sai, bi mat, hi thit lac hoic hi hu hOng Nit trong 
chi* tra ket qui 

I. Trueng hop xay ra sai sot trong ket qua giai quyet thfi tic hank chinh, 
neu loi thuric ve cong chtic, vien chive thi ding chirc, vien chirc phai sira cloi, bo 
sung, bai be, thay the hoac dinh chinh sai sot va phai chin moi chi phi lien quan 
den sun d6i, 66 sung, bai bo, thay the hoac dinh chinh. 

2. Truang hap he, so bi mat, M that lac hoac bi hu hang trong qua trinh 
giai quyet thu tut hanh chinh 	B6 phan Tiep nhan va tra ket qua cap xa co 
trach nhiem phei hop voi 	chirc, ca nhan co ho so, giay tb bi mat, bi that lac 
hoac bi Mr hong 	khac phgc Mau qua; xric dinh to chirc, ca nhan da lam mat, 
that lac, hu hong he so de quy trach nhiem chi tra moi chi phi phat sinh trong 
vice xin cap lai he) so,, giay to, cac trach nhiem khac co 	quan va xin 161 to.  
chirc, ca nhan 	sir co nay. TruOing hop lam mat, that lac, hu hang he so lien 
quan den hanh vi vi pham phap luat thi thy theo tinh chat, mire d6 cua hanh vi 
vi pham, 16 chirc, ca nhan co hanh vi vi pham se bi sir ly theo quy dinh cua 
phiip luat. 

3. Ho so ket qua giai quyet thu tut hanh chinh tra qua dich vu buu chinh 
cong ich bi mat, bi that lac. bi hu Ming dunic xu ly theo quy dinh cua Thu Wang 
Chinh phi va phap luat có hen quan. 

4. Co quan, don vi giai quyet 116 so de xay ra tinh trong cham tre hoac co 
van ban tra ho so, yeu cau be sung he) so, huang dan cong dan, to chirc co trach 
nhiem giai trinh kien nghi, khieu nai cua cling dan, to chirc (neu co). 

Dieu 12. Phifung thiic nen phi, le phi 

1. TO chirc, ca nhan co trach nhiem n6p phi, le phi giai quyet tIM tut Minh 
chinh cla dime quy dinh (neu co) thee cac phuong Mix sau day: 

a) True tiep n6p hoac chuyen vao tai khoan phi, le phi curt B6 phan Tiep 
nhan va tra ket qua cap xa; 

b) Truc tiep neip hoac chuyen vao tai khoan cua doanh nghiep cung irng 
dich vu buu chinh citing ich de chuyen cho B6 phan Tiep nhan va tra ket qua cap 
xa trong truang hop thuc hien thu tut hanh chinh qua dich vu buu chinh cong 
ich hoac nop ho so true tuyen; 

c) Truc tuyen thong qua chic nang thanh town phi, le phi cua He Meng xir 
ly mot am tap trung. 

2. Trong trueing hop khOng ncip true tiep thi chung tir n6p tien, chuyen 
khoan nen phi, le phi giai quyet thu tic hanh chinh hoac bien lai thu phi, le phi 
giai quyet Thu tic hanh chinh (neu co) &roc girl kern theo Flo so den 136 phan 
Tien nhan va tra ket qua cap xa. 



TM. HY BAN NIIAN DAN 
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Chuang II I 
LONG TAC KIEM TRA, BAO CAO VA LUU TRU 

Dieu 13. Cong tat kiem tra, hao cao 

I. Dinh ky 01 thang mot Ian, BO phan 	nhan va Ira ket qua tong hop 
knt qud tien do giai quyet thu tuc hanh chinh cna cac bo phan chuyen mon de 
bao cao Lanh dao UBND cap xi 

, 	2. Dinh ky 06 thang rant Ian, B6 phan Tiep nhan va tra. ket qua danh gia 
ket qua, rut kinh nghiem va nang cao chat , luona, hieu qua cua co the pilot hap 
trong hoat dnnu flap nhan, uiai quyet. tra ket qua thu tuc hanh chinh (co ghi nhan 
bang van ban). 

3. UBND cap xa ce trach nhiem bao cao re tinh hinh tiep nhan, giai quyet 
his tuc thu tut hanh chinh (Wet qua, kh6 khan, vuang mac, kien nghi, de xuat) tai 

cac bao cao kiem soat thfi tuc hanh chinh dinh kV hang qty, nam. 

Dieu 14. Ltru trey ho sty 

Viet: Iuu trU ho sa thnc hien the() quy dinh hien hanh ve cOng tac lim nit. 

Chuang IV 
TRAtCH I1/21111M TH1 HANH 

Dieu 15. Trach nhiem thi haul) 

I. fly ban nhan dart cac xa, phtrang, thi tran c6 trach nhiem to cluitc quail 
triet not dung Quy dinh nay den can bn, tong chirc am& tham quyen. 

2. Van pheng UBND tinh có trach nhiem htterng clan, then dOi, don dOc, 
kiem tra vice time hien Quy dinh na‘ dinh ky hang nam hoac dot xuat bao cao 
URN!) tinh. Chu tich UBND tinh. 

3. Trong qua trinh thtrc hien Quy dinh nay, neu co Rho khan, vudng mac, 
cac co quan, dia phuong gtfi y kien Ye Van phOng UBND tinh tong hop, bao 
cao UBND tinh dieu chinh, be) sung !Thu hap./ 

Phan Ngyc Thy 



(Ban I 
ngav 13 turn 

Phu lye 
BLEU MALI 

\ micro 	et clinh so 34 /2019/QD-UBND 
ititrtc2.0N tw LI,  ban nhcin clan huh Thfra Thiel Hui) 

MAt u se 01 Mau giAy ti6p nhein ho so va hp tra ket qua 

MAu se 02 Mau phik yen eau be sung, lick alien he so 

MALI se) 03 Mau phieu tit chOi tiep nhan giai quyet he so 

MAu se 04 MALI phieu xin 16i va hen Jai ngay tra ket qua 

Mau se 05 MAu phieu kiem soat qua trinh giai quyet he so 

MALI so 06 , 	: 
Mau so theo del ho so 



cha s6' cua chin 
(neu la hien mau dien ta) 

2 

Mau Si; 01 

TEN CAP XA 	 COG TiOA XA HOI CHI) NGHiA VIET NAM 
BO PHAN TIEP NHAN VA TRA KET QUA 	DOc lap - Ty do - liqnh phtic 

• 

So' 	/BPTNTKQ-GTN 	 ., ;way 	Mang .. 

GUY TIEP NHAN HO SO VA HEN TRA KET QUA 
M5 ho so• 	 

Bo phan tiep nhan va tra ket qua 	  

Tiep nhan 116 sa ctia• 	  

Dia chi: 	  

So dien thoai: 	  Email 	  

Nei dung yeu cau giai quyet• 	  

Thanh phan h6 so flop gom: 

2 

3 	  

4 	  

SO luong 11E) sa r 	(be) 

Thbi gian giai quyet hO so theo quy dinh la: 	ngay 

Thai gian nhan 116 so: 	phut, ngay thang 	nam.... 

Thai gian tra ket qua giai quyet he so:... 	phut, ngay....thang.. nam.... 

Dang ky nhan ket qua tai• 	  

Vao S6 theo dot he so, Quyen so: 	  SO thu to 	 

NQP HO SO 
(1(1) ve ghi ro ho ten) 

NGLYOI TIEP NHAN HO SO.  
(K) va ghi to ho ten) 

(Chit k) so ctha Ngtrai tiep nhan ha sa neu 
1th bleu mdu then ter) 

Glzi chth: 
- Giay tiep nhan va hen tra ket qua thtqc lap thanh 2 lien; mot lien giao cho to chOct  ca nhan 
nap ho sa; rnen lien chuyen kern theo Phial kiem spat qua trinh giai quyet ho so va duce lint 
tai 13O phan Tiep nhan va tra kat qua; 
- TO chic, ca nhan c6 the clang k9 !than kat qua tai BO phan Tiep nhan va tra kat qua hoac tai 
nha (tru sat to cherc) qua Bich vu buu chinh. 
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Chit 1(9 so caa TO chat 
(n6u la bleu mau diOn tic) MAu so 02 

TEN CAP ik 	 CONG HOA XA HOI CHU NGHlA WET NAM 
BO PHAN TIE? NHAN VA TRA KET QUA 	Dec lap - Ty. do - Hanh !Mac 

SO: 	/BPTNTKQ-HDHS 	 ngay thang nam 

PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO 

Ha so cua. 	  

Nai dung yeu cAu giai quyet: 	  

Dia chi• 

SO dien thoai 	  

Yau eau hoan thien ha so gom nhang not dung saw 

1 	  

2 

4 	  

1_,V do: 	  

Trong qua trinh hoan thin ho so neu có vuong mAc, Ong/BI lien he veri 
	 so dian thoai 	  de ducyc &Jong dan./. 

NGUTh HUYYNG DAN 
(Iff; va ghi ra hp ten) 

(nit ky sa cnia Ngtral hirang thin neu la biau 
mou dian n'd) 
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ChiI14/ so dia TO chirc 
(lieu la Neu inau dien tir) MAu so 03 

TEN CAP XA 	 CONG HOA XA HOI CHO NGHIA VIVI' NAM 
BO PHAN TIEP NHAN VA TRA KET QUA 	Doc lap - Tv do - Honh phoc 

So- 	 /BPTNTKQ-TCTN 	 ngay 	sluing .. 

mitu Tir CHOI TIEP NHAN GIAI QUYET HO SO 

136 phan Ti6p nhan va tra ket qua 	  

Tiep nhan h6 sa cua• 	  

Dia chi: 	  

S6 dien thoai: 	  Email. 	  

N6i dung yeu cau giai quyet• 	  

Qua xem xet, BO phan Tiep nhan,  va tra ket qua th6ng bao khong iep 
nhan, giai quyet ho so nay vOi ly do cu the nho sau: 

X in thong bao cho Ong/Be &lac biet N/A [hue hien" 

NGUOI NOP HO SO 
(Kfi va ghi re.  ho ten) 

NGLYOI TIEP NHAN HO SO 
(1(j) va ghi r5 ho ten) 

(Chu k; so clia Nguai tiep nhan ho sa lieu 
la biOu indu cilE;r2 

Gni chti: Phial ducyc kUp thanh 2 lien; met lien giao cho to cherc, ca nhan neip Eli so trong 
trailing hop nPlp he) so; mot lien throe lou tai BU phUn Tier) nhOn va tra ket qua. 



Chir k9 s6 cua TO chdc 
(lea la bieu mau dien lir) 

TEN CAP HUYEN 
TEN CO QUAN DON VI/CAP XA 

s6 	-PXL  
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Mau so 04 

CQNG HOA XA 1101 CHU NGHIA VIETNAM 
DO lap - TT; do -11#nh phfic 

ng&y 	thong . 	ninn 

PHIEU XIN LOI VA HEN LAI NGAY TRA KET QUA 

Kinh gbi• 

Nigay...thang. nom 	, (ten ca quan, don vi) tiep nhan giai quyet ho 
so de nghi giai quyet thu tuc hanh chinh (ten thU tyc hank chinh) cua Ong/I3a/T6 
chirc); ma so. 	 

Then gian hen tra ket qua giai quyet ho so: 	gib..., 

Tuy nhien den nay, (ten co. quan, dun vi) chin tra ket qua giai quyet ho so 
caa Ong/I3a/To chin dung tiled hgn quy dinh ghi tren Giay tiep nhan he) so va tra 
ket qua/Bien nhan ho so. LY do:... 

Su cham tre nay da gay phien ha, ten kern chi phi, cong sue dm 
Ong/Barb chirc. 

(ten co. quan, don vi) xin loi Ong/136./TO chirc va se tra ket qua giai quyet 
ho so cho Ong/Barre chbc vao ngay ......thong 

Mong nhan doge su thong cam cilia Ong/Ba/To chfrc vi scr chain tr6 nay" 

THU TRONG CO QUAN, DON V! 
(K5 va ghi re hp ten) 

Clzfr kj; so ctha Thzi truirng ca quan, don vi 

nau ld bieu mou dien tir) 
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Cha ky s6 caa T6 chtic 
(1.6u la bie'u mgu di6n tU) Mau so 05 

TEN CAP XA 	 GONG 116A XA HQI CHU NGHIA VIET NAM 
BQ PHAN TIEP NIFAN VA TRA KET QUA 	DOc lap - Tu. do - Hanh phtic 

Sb. 	/BPTNTKQ-PKS 	 ngay (hang nom 

PHIEU KIEM SOAT QUA TRINH GIAI QUYET HO SO 

Ma" so ho sa. 	  

Ca quan (bO phan) giai quyet hO sa. 	  

Ca quan phOi hop giai quyqt hO so. 	  

TEN CO QUAN THOI GIAN CIAO, NHAN HO SO 

KET QUA GIAI 
QUYET HO SO 

(Trutt 
han/dung 

han/qui han) 

GHICHO 

1. Gino: 

B6 pha'n Tiep ohlan 
\in Ira kEt qua 

2. NI-uin• 	 

...gi6...phut, ngay 	[hang 	nom.... 

Nguiri giao Ngtroi nh'an 

1. Gino' 	 

2. Nhan: 	 

...gib... phut, rngay[hang 	nom.... 
. 

Nguiri giao Nguipi nha'n 

1. Giao: 	 

2. Nhan: 	 

...gib 	phut, ngay 	thong 	nom.... 

Nguiri giao Nguiri nha'n 

1. Giao' 	 

2. Nhan, 

130 phan Tic1 p nhan 
Va tra ket qua 

...gia...plint, ngay 	thong 	nant.... 

Nguiri giao Nguti nlian 
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Ghi chit: 

- Truiyng hop hq so Awe chuyen qua dich vu but chink cong ich theo Quyet dinh se 
45/20161QD-TTg thi thai gian giao, nhan ha so va viac 	nhan the hien trong h6a don ciaa co 
quan huh chink; 

- Ket qua giai quy6t 116 sa do ben nhan nhap thong tin/ghi khi nhan ban giao he so. 

- Ngrred giao va nguad nhan phai ky va ghi re hp ten. 



Mau s6 06 

TIN (Al' X A 

BQ PIIAN TIEP NFIAN VA TRA KET QUA 
CONG HOA 	 NCHiA VIETNAM 

DOc 	- T6 (10 - Minh pink 

   

SO THEO DOI HO SO 

   

TT \ 1a liii so Jun "1711C 
to 
	1 	.i.  Ten  m  chat, 

di nhan 

flia chi 
 . so (Iwo 

filo& 

CO' quan chii iri/Nguiri 
elni ini gi:ii quyt,i 

Nliiin va Tra Itet 1 tiii 

Chi 
dui 

N114 
lin sa 

lIgn 
tra 1th 

qua 

Tra lat 
qua 

Plurng 
Ilitiv , 

iihan kel 
qua 

Ngay, 
lhang 
' 

num 
KS:  

'than 

1 4 - 7 R 9 10 11 12 13 

Ghi chti: 
- Jul mug Chi cIn 	I r,ic Inning kip dt ugh, hi) sung he sir (de link 	gum glut quyeiEsam hot, thing hyn, qua Gun boo nhiCu ngov. 

- Sd flaw 	114 s 	the ,h 	(hung boric they timg linh ryr . nhdni Bull ger tyi BO phtin Tis'p nh<in Is) Psi 14%1 qua gong inn angic ran so lupsig hti 
so' liC'y nhcin Hutu le. 
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