
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHiA VIVI' NAM 
TiNH THeA THIEN HUE 	D8c lfip - Ti do - Hunh phtic 

S6: 450 IQD-UBND 	Thira Thien Hue, ngayaethong 3 nam 2023 

QUYET DINH 
Phe duyet quy trinh not b8 giii quyet th8 tuc hanh chinh trong linh V tyC tiep 
cong dfin va linh vtrc xir 1j,  don thu8c thfirn quyen cua cac co quan, dun vi va 

dia phtron tren dia ban tinh Thira Thien Hue 

CHU TICH UY BAN NHAN DAN TINH 

Can ar Luat To chirc'chinh quyen dia phuang ngay 19 thong 6 nam 2015; 
Can cu Luat sz:ra doi, bo sung mot so di eu cua Luat TO cl:rc Chinh phu va 

Luat To chz:rc chinh quyen dia phuang ngay 22 thong 11 nam 2019; 
,CanarNghl Binh so 61/2018/ND-CP ngay 23 thong 4 nam 2018 cua Chinh 

phit ye thyv hien ca the mot cilia, mot cz:ra lien thong trong giai quyet thU tyc hanh 
chinh; Nghi dinh so 107/2021/ND-CP ngay 06 thong 12 nam 2021 ye su'a dol, bo 
sung mot so dieu,ciza Nghi dinh so 61/2018/ND-CP ngay 23 thong 4 nam 2018 
cua Chinh 	ye thuc hien ca the mot cilia, mot cilia lien thong trong giai quyet 
thzi tuc hanh chinh; 

Can ar Thong tut so 01/2018/TT-VPCP ngay 23 thong 11 nam 2018 cua 
Van phong Chinh phu ye hu'ang dan thi hanh mot so quy dinh cua Nghi dinh so 
61/2018/ND-CP ngity 23 thong 4 nam 2018 cua Chinh phi ye Ow hien ca the 
mot cilia, mot cira lien thong trong giai quyet thti tyc hanh chinh; 

Can cit. Quyetclinh so 1437/QD-UBND ngay 15 thong 6 nam 2022 cua Uy 
ban nhan dan tinh7tira Thien Hue ye viec Cong bo danh myc thti tyc hanh chinh 
du.ac thay the trong linh vkrc xir N dun, link vzfc tiep cong dan thuk phgm vi quail 
ly Nha mak cua TA/1h tra tinh This Thien Hue; 

Theo de nghilita Chanh Thanh tra tinh tai Ta trinh so 161/TTr-TTr ngay 
23 thong 02 nam 2023. 

QUYET DINH: 

Dieu 1. Phe duyet kern theo Quyet dinh nay 06 quy trinh not bO giai quyet 
thu tuc hanh chinh trong linh virc tiep cong dan va linh VI;TC xir ly dan thuOc them 
quyen cua cac co quan, don vi va dia phuang tren dia ban tinh Thira Thien Hue 
(CO Phu lyc kern theo). 

Dieu 2. CariVr vao DiLi 1 cua Quye't dinh nay, giao trach nhiem cho cac 
co quan, don vi thqe hien cac cong viec sau: 

1. Thanh tra tinh va cac co quan chuyen mon thuOc UBND tinh; Uy ban 
nhan dan cac huyen, thi xa, thanh pho Hue; Uy ban nhan dan cac xa, phuo-ng, thi 
tran tren dia ban tinfrThira Thien Hue; Trung,  tam Phvc vv hanh chinh cong có 
trach nhiem thiet lapmuy trinh din 	quyet thu tuc hanh chinh phan viec cua 
dan vi minh tren phi mem He thong xtr 1S/ mot cda tap trung tinh ThU.a Thien 
Hu6. 



, 	2. UBND cap huyen có trach nhiem ph6 bin va sao glri Quyet dinh nay 
den UBND cap xa tren dia ban huyen. 

Dieu 3. Quyet dinh nay có hieu lgc thi hanh ke to ngay k.)"/. 
, 	Dieu 4. Chanh Van phOng Uy ban nhan dan tinh, Chanh Thanh tra tinh, Giam 

doc cac SO., Thu trixerng cac co. quan, dan vi; Chu tich Uy ban nhan dan cac huyen, 
thi xa, thanh pho Hue; Chu tich Uy ban nhan dan cac xa, phueng, thi tran va cac to 
chtrc, ca nhan lien quan chili trach nhiem thi hanh Quyet dinh nay". 

V--- 
( O'-‘," -kt.'CIIIJ TICH 

4  .:-' PHO U TICH 
2 . A:,  

r,,z 

Nguyen Thanh Binh 

Nai nhOn: 
- Nhtr Di&I 4; 
- Cpc KSTTHC (Van pilot-1g Chinh pH); 
- CT, cac PCT UBND tinh; 
- Cac PCVP UBND tinh; 
- Ban Tier) cong dan; 
- COng TTDT, TT PVHCC, CV: NC; 
- Ltru: VT, KSTT. 

or. 

-4 



QUY TRINH NO! BO GIAI QUYET 	rIAJC 
LINH VVC xtr LT DON THUOC T a A.M` 

\1:13 
(Kern theo Quyet clinh sa450/QD-UBNIInga 

hy lyc 
CHiNH THVC TRONG LINH Vi)C TIEP CONG DAN VA 

UA CAC CO QUAN, DON VI VA DIA PHU'ONG TREN DIA 
ISA THIEN HUE 

thang -3nam 2023 clic: Chu tich UBND tinh Thira Thien Hue) 

PhAn I. DANH MUC QUY TRINH 

STT Ten Quy trinh Ma so TTHC Quyet dinh cong WO Danh Inv TTHC 

1 Thu tuc tiep cong dan cap tinh 1.010943 

Quyet dinh s6 1437/QD-UBND ngay 15 thang 6 
nam 2022 dm Uy ban nhan dan tinh Thira Thien Hue 
NT' viec,Cong b6 danh mpc thu tuc hanh chinh dugc 
thay the trong linh vgc xir VT don, linh vtrc tiep cong 
dan thu'Oc pham vi quan V,  Nha nuac cila Thanh tra 
tinh Thira Thien Hue 

2 Thu tuc xir 1y don tai cap tinh 2.002499 

3 Thu tuc tiep cong dan tai cap huyen 1.010944 

4 Thu tuc xi:r1/ don tai cap huyen 2.002500 

5 Thu tuc tiep cong dan tai cap xa 1.010945 

6 Thu tuc xi'r1f don tai cap xa 2.002501 
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Phan II: QUY TRINH NOI BO 
1. Thii tuc tiep cong dan cap tinh (1.010943) 
- Thai han giai quyet: Trong 10 ngay lam viec, ke tir ngay tiep nhan not dung khieu nai, to cao, kien nghi, phan anh, ngtred tiep cong 

dan co trach nhiem tra leci true tiep hoac thong bao bang van ban den ngtthi da den khieu nai, to cao, kien nghi, phan anh. 

Thu tir 
cong viec 

Dan vi/ Nguiri 
thtyc hii0 

Ni)i dung thuT MO 

TWA gian 
thtrc hi0 
(ngay lam 

viec) 

Btr6c 1 

Chu tick Uy ban 
nhan dan cap tinh, 
Chanh 	thanh 	tra 
tinh, Giam d6c So.; 
Ban tiep cong dan 
tinh, 	Cong 	cline 
tiep cong dan cac 
ca 	quan 	chuyen 
mon thuOc UBND 
tinh. 

Xac dinh nhan than ctia cong dan 
- Xac clinh nhan than caa nguai khidu nai, nguai to coo, nguai kidn nghi, phan anh: Khi 
tiep nguai khieu nai, nguai tiep cOng dan yeu cau h9 neu r8 h9 ten, dia chi va xuat trinh 
giay 0 thy than, giay giai thieu, giay ny quyen (neu co); tiep nguai to cao, nguai kien nghi, 
phan anh, ngtred tiep cong dan yeu eau ngtthi to cao, nguei kien nghi, phan anh neu rO h9 
ten, dia chi va xuat trinh giay 0 My than. 

- 
Xac clinh tinh hap phap cz,ia nguai dai dien, nguai dwac ay quydn, luat su hoac tra giap 

vien phap 1Y: 
+ TruOng hop ca quan, to chdc thvc hien viec khieu nai thong qua nguori dai dien la 

ngnoi dUng dau co: quan, to chirc thi ngtrei tiep ding dan yeu cau ngtthi dai dien xuat trinh 
giAy giai thieu, pay 0 thy than. 	, 

+ Trong trtramg hop ngueyi dung dau ca quan, to chirc hy quyen cho ngtrOi dai dien theo 
quy dinh citaphaplu4t de th?c hien viec khieu nai thi ngtthi tiep cong dan de nghi ngugi 
dugc Uy quyen xuat trinh giay 0 tny than, giay hy quyen dm nguai fly quyen. 

+ Trugng hop ngtroi den trinh bay viec khieu nai la nguai dai dien, ngtr6i duqc ity 
quyen cua ngtr8i khieu nai duqc quy dinh tai diem a khoan 1 Dieu 12 Lu4st Khieu nai thi 
ngueri tiep cong dan yeu cau xuat trinh giay 0 chin g minh viec dai dien, tly quyen hip 
phap ho4c gi'Ay 0 khac c6 lien quan. 

+ TrixOng hop ngt.r6i den trinh bay la ngtr8i dai dien, ngithi dirge by quyen hgp phap thi 
hatred tiep cOng dan tien hanh cac thil tuc tiep nhu NA vai nguai khieu nai. 

+ Tru6ng hop ngtrgi khieu nai tly quyen cho luat su hoac trq ginp vien phap ly thuc hien 
viec khieu nai thi nguai tiep cong dan yeu cat luUt su hoac ,trg ginp vien phap ly xuat trinh 
The 10t su, The trq ginp vien phap ly va Giay ity quyenkhieu nai. 

0,5 ngay 
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Thu ti, 
cong AO 

Don vi/ Nguoi 
thirc hien 

Nil dung thkrc hien 

TWA. gian 
thirc hien 
(ngay lam 

viec) 
+ TruOng hop cong dan khong co giAy ity quyen hoac viec fly quyen khong theo dung 

quy dinh tai,diern a, diem b khoan 1 Dieu 12 Luat Khieu nai thi ngtroi tiep cong dan khong 
tiep nhan ho so vu viec va giai thich ra 17 do, huang dan cong dan lam the thil tic can 
thiet de thirc hien viec khieu nai theo dfing quy dinh. 	, 
- Tir choi tiep cong clan: Theo quy dinh tai Dieu 9 Luat Tiep cong dan, ngtrai tiep cong dan 
throe to chOi tie') nguoi den noi tiep cong dan trong cac trueng hop sau day: 	, 
+ NguOi trong tinh tang say do dung chat kich thich, nguai mac benh tam than hoac mot 

benh khac lam mat kha nang nhan thirc hoac kha nang dieu khien hank vi dm minh; 
+ Ngtroi co harsh vi de Oa, xitc pham co quan, to chirc, don vi, ngueri tiep cong dan, ngtrOi 

. ‘ thi hanh cong vu hoac c6 hank vi khac vi pham not quy noi tiep cong dan; 
+ Nguori khieu nai, to coo ve vu viec (la giai quyet cliing chinh sach, phap luat, duoc co 

quan nha nu& c6 tharn quyen kiem tra, ra soot, thong boo bang van ban va da duoc tiep, 
giai thich, huang dan nhung van co tinh khieu nai, to coo keo dai (khoan 3 Dieu 9 Luat 
tiep cong dan) thi ngueri dimg dau co quan, don vi phi,' trach tiep cong dan ra Thong boo 
tir choi tiep ding dan; 
+ Nhang truong hop khac theo quy dinh cua phap luat. 

Tiep nh4n khieu nai, to coo, kien nghi, phin anh 

COng 	eh& 	tiep 

1. Khi cong dan den trinh bay truc tiep va khong c6 don thi ngtrei tiep cong dan huang 
dAn cong dan viet dun khieu nai, to coo, kien nghi, phan anh hoac ghi chap day dit, trung 
time, chinh xac not dung trinh bay cna cong dan; nOi dung nal) chug CO thi de nghi cong 

Buac 2 cong dan cac co 
quan chuyen mon 
thuOc UBND tinh. 

dan trinh bay them, sau dO doe lai cho cong dan nghe va de nghi ho 14 ten hoac diem chi 
xac nhan vao van ban. 

2. Truerng hop ding dan den trinh bay va co don vai not dung cu the, rO rang, cO,the xac 
dinh duoc rei tinh chat vu viec va co quan co tharn,quyen giai ,quyet thi ngueri tiep cong 
dan twang dan cong dan gdi don den co quan c6 than quyen de duoc xem xet, giai quyet 
the() quy dinh cfia phap luat 

0,5 ngdy 
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Thir ttr 
cong viec 

Dan vi/ Ngtthi 
thtyc hi0 

ri  

NOi dung thkrc hi0 

Thiri gian 
thtrc hi0 
(ngay lam 

v*) 
3. Tru6ng hop nhieu nguai den khieu nai, to cao, kien nghi, phan anh ve ding mot not 

dung thi nguai tiep.  cong dan huerng an ho cir nguai dai dien de trinh bay; ghi lai not 
dung trinh bay va de' nghi ngu6i dai dien 1(3% ten hoc diem chi xac nhan vao van ban. 

4. Truerng hop cong dan trinh bay nhieu not dung, vim cal not dung khieu nai, vita co not 
dung to cao, kien nghi, phan anh thi nguai tiep ding dan huang dan ding dan thgc hien 
viec khieu nai, to cao, kien nghi, phan anh theo quy dinh dia phap luat. 

5. Viec tiep nhan, ghi chep not dung khieu nai, to cao, kien nghi, phan anh NIA viec huOng 
dAn cong dan viet don phai duqc ghi vao SO tiep cong dan hoac duqc nhap vao phan mem 
ca so du lieu ve tiep cong dan. 

Bulk 3 

- COng chide tie
,p 

cong dan; 
- 	Chuyen 	vien 
duqc 	phan 	ding 
tham muu xir V/ 
dan 

Phan lo?i, xtr I ,  khieu nai, to cao, kien nghi, phin anh tai noi tiep cong dan 
1. Viec phan loci, xtr lr not dung khieu nai, to cao, kien nghi, phan anh duqc can ctr vao 

ban ghi not dung trinh bay ho'ac don cua ding dan va thuc hien theo Thong to 
so 05/2021/TT-TTCP ngdy 01/10/2021 dm Thanh tra Chinh phil quy dinh quy trinh xii VT 

don khieu nai, don to cao, don kien nghi, phan anh. 
2. \7  kien trinh hay not dung khieu nai, to cao, kien nghi, phan anh khong thuOc tham 

 
quyen giai quyet dm co quan, don vi tiep cong dan thi nguai tiep cong dan huerng dAn 
cong dan viet don giri den ca quan, to chirc ce, thAm quyen giai quyet. 

Truerng hap not dung thuOc tham quyen giai quyet cila ca quan, don vi mInh thi nguoi 
• 

tiep cong dan tiep nhan cac thOng tin, tai lieu de bao cao nguai co than quyen giai 
quyet. Neu cong dan cung ca p cac thong tin, tai lieu, chin 	cir co lien quan den khieu nai, 
to cao, kien nghi, phan anh thi nguai tiep cong dan xem xet de tiep nhan cac thong tin, tai 
lieu, chi ng cir dO. Viec tiep nhan thong tin, tai lieu, chirng dr dirge thkrc hien bang giay 
Bien nhan theo MAir sO 02 ban hanh kern theo Thong to s6 04/TT-TTCP ngay 01/10/2021 
dm Thanh tra Chinh phil quy dinh quy trinh tiep cong dan. 

8,5 ngdy 

4 

Lanh dao UBND 
tinh, Chanh Thanh 
Ira tinh, than' doe 
cac Ser, ban, nganh 

Tra ket qua 
- Kjf, phe duyet chuyen van thu;

Bu6c 
- Van thu ghi sO, km h6 so, chuyen ho so, ket qua giai quyet cho nguai tiep cong dan; 
- Nguoi tiep cong clan có trach nhiem tra tra ket qua giai quyet cho cong dan. 

0,5 ngdy 
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Thu. tty 
cong vi.0 

Dan vi/ Ngtrai 
time WO 

NOi dung thtrc WO 

Thai gian 
thtrc WO 
(ngay lam 

AO) 
cap tinh va tucmg 
duong; 
Van thu, can bO, 
cong 	chic 	tiep 
cong dan 

Tong 	thei 	gian 	thtrc 	hqn 
TTHC 

Theo khoan 1 Di'e'u 28 LuOt Tie'', cOng don: 
Trong thai han 10 ngay lam vic, ke tir ngay tiep nhan not dung khieu nai, to cao, kien 
nghi, phan anh, nguoi tiep cong dan co trach nhirri tra loi truc tiep hoac thong bao bang 
van ban d6n ngueri da d'&) khieu nai, to cao, ki6n nghi, phan anh. 

10 ngay 

2. Thu tuc xir 15,  don tai cap tinh (2.002499) 
a) Thu tuc xfc If, don khieu nai, to cao, kien nghi cut: UBND tinh 
Theri han giai quyet: Trong 10 ngdy ke tit ngay tiep than don thu khieu nai, to cao, kien nghi, phan anh co quan tiep nhan don thu CO 

trach nhim tra loi truc tiep hoac thong baobng van ban den nguei da d6n khi6u nai, to cao, ki6n nghi, phan anh. 
*D6i vol don khieu nai, to cao: 

Thu' to 
cong vice 

Don viinguoi thtyc 
hqn N:oi dung cong vqc 

Thai gian 
thtrc hqn 

Giai dap' 1 Van phong UBND tinh/ Ban Tiep cling din tinh 

Budc 1 
Van thu Van 	phong 
UBND tinh/ Cong chirc 
Ban Tiep cong dan tinh 

Kim tra, tiep nhan don va tai HO lien quan, clang ky so thir to vao Phan 
mem, SO tiep nhan, chuyen lanh ciao Van phong UBND tinh/ Ban Tiep cong 
dan tinh xir ly ho so. 

0,5 ngay 
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Thu' tty 
cling viec 

Dan viingtriri thkrc 
hien NOi dung cong viec 

Thai gian 
thtyc hien 

Bulk 2 
Lanh dao Van phong 

• 
UBND tinh/ Ban Tiep 
ding dan tinh 

Xem xet; phan cling cong chirc tham muu van ban chuyen dan d6n ca quan 
chuyen mon nghien ciru, tham muu xir 1S/ dan. 

Buoy 3 
Cong chirc dugc phan 
cong 

Tham muu van ban chuyen dan giri den ca quan chuyen mon trinh Lanh dao 
Van phong UBND tinh. 

0,5 nga
,  y 

Bak 4 
Lanh dao Van phong 
UBND tinh va Van thu 

KS', phe duyet chuyen van thu Oat hanh 0,5 ngay 

Giai down 2 Co.  quan chuyen mon thu(ic UBND tinh dtro.c giao tham mtru xir IS,  clan 

Buoy 1 Van thu 
Kim tra, tip nhan don va tai lieu lien quan, dang 14 so' thin to vao Phan 
mem. 

0,5 ngay 
Buoy 2 Lanh ciao Van phong 

Tham muu lanh dao ca quan chuyen PhOng chuyen mon/ cong chtrc tham 
muu xir 1Si dan 

Bugc 3 Lanh dao ca quan Phe duyet, chuy6n phong chuyen mon/ cong chirc tham muu xir lSi. 

Buoy 4 
PhOng/ Cong chirc dugc 
giao xir lf dan 

- Nghien ciru, de xuat Kir 1S,  dan. 	, 
- Quet (scan) don, cap nhat vao Phan mem tiep cong dan, xir 1S7 don thu 
khieu nai, kien nghi, phan anh (trir dan to cao). 
- Neu dan thuOc,tham quyen dm UBND tinh, Chu tich UBND tinh, tham 
muu Phieu de xuat thp 1S,  don kern theo cac dduthao: Thong bao thuli, Quyet 

 dinh giao nhiem vu xac minh (doi vai dan khieu nai thuOc tham quyen), 
Quyet dinh thu1) tO cao, Thong bao viec dip 1)"/ to cao, Thong bao ye not 
dung to cao, Van ban giao xac minh not dung to cao (doi vai dan to cao 
thuOc tham quyen) 
- Neu dan khong thuOc tham quy&i, tham muu Van ban huang dan, chuyen 
don. 

04 ngay 

Buoy 5 
Lanh 	dao 	co 	quan 
chuven mon va Van thu 

Kji, phe duyet chuyen van thu phat hanh 0,5 ngay 
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Thti to 
cong viec 

Don viingtdri thuv 
hi0 Ni)i dung cong viec 

Thin gian 
thkre hi0 

Giai coin 3 Van phong UBND tinh 

Btrac 1 Van thu 
Tiep nhan, dang ky vao PhAn mem trinh lanh dao Van phong phan cong xir 
ly 0,5 ngay 

BuOt 2 Lanh dao Van phOng 
UBND tinh 

Phan cong cong chirc tham muu 

Bulk 3 Cong chirc duoc phan 
cong 

Tren co sof tham muu dm co quan chuyen mon: 
- Neu don thuOc tham quyen oh UBND tinh, Chit tich UBND tinh, tham 
muu Phieu de xuAt thy y don kern theo: Thong bao thy 1y, Quyet dinh giao 
nhiem vu xac minh (doi vai don khieu nai thuOc tham quyen), Quyet dinh 

• thu 1Y to cao, Thong bao viec thy 1y to cao, Thong bao ye nOi dung tocao, 
Van ban giao xac minh Wei dung to cao (doi veli don to cao thuec thAm 
quyen) 
- Neu don khong thu(ic thAm quyen, tham muu Van ban hung dan, chuyen 
don. 

01 ngay 

Btrac 4 Lanh dao Van phong 
UBND tinh 

Xem xet viec tham muu cila Cong chirc dtroc phan cong: 
- KY Van ban huerng dan, chuyen don (neu don khong thuec tham quyen). 
- Ky Phieu de xuAt thy 1S,  don (neu don thuOc thAm quyen). 
- Tham dinh lai cac dy than: Thong bao thy 1Y, Quyet dinh giao nhiem vu 
xac minh (doi vOi don khieu nai thuec tham quyen), Quyet,  dinh thy 1y to 
cao, Thong bao viec thu 1y to cao, Thong bao ye ni5i dung,to cao, Van ban 
giao xac minh n(ii dung to cao (doi veri don to cao thuec tham quyn). 

01 ngay 

u Berc 5 Lanh dao UBND tinh 

Ky, ban hanh: Phieu de xuAt thy 1y don, Thong bao thy li giai guy& khieu 
nai, Quyet dinh giao nhiem vu xac minh (doi veri don khieu nai thuec tham 

A 	, 
quyen), Quyet dinh thu 1S,  to cao, Van ban giao xac minh nOi dung to cao 
(doi yai don 65 cao thu(ic tham quyen). 

0,5 ngay 
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Tho. tkr 
cong viec 

Dan vi/ngirai time 
hien N'ei dung cong viec 

Thai gian 
thwc hien 

Lanh dao Van phong 
UBND tinh 

Ky, ban hanh: 
_ 

Thong bao viec thu 13i to cao, Thong bao ve not dung to cao (dOi voi dun 
to cao thue)c tham quyen). 	- 

Buoy 6 
Van thu Van phong 
UBND tinh 

Vao so cac van ban lanh dap UBND tinh, lanh dao Van phong UBND tinh 
da 14 va phat hanh theo nai nhan. 

0,5 ngay 
PorOP-111-1104t—, 	I 

Ping thiri gian giii quyet TTHC 	 ! 	10 ngay 

* Doi 	don kien nghi.han anh: 
Thu. ttr cong 

viec 
Don viingtriri 

thwc hien 
N(li dung cong viec 

Thai gian 
thilc hien 

Buoy 1 

Van 	thu 	Van 
phong 	UBND 
tinh/ Cong chirc 
Ban 	Tiep 	cong 
dan tinh 

Kiem tra, tiep nhan don va tai lieu lien quan, dang ky so did to vao PhAn rne‘m, So 
tiep nhan, chuyen lanh dao Van phong UBND tinh/ Ban Tiep cong dan tinh xi'.  lY 
ho so. 

0,5 ngdy 

Buoc 2 

Lanh 	ciao 	Van 
phong 	UBND 
tinh/ 	Ban 	Tie 
ding dan tinh 

e,
p 	

X m xet; chuyen cong chuc nghien cfru, tham muu xir ly don theo quy Binh. 0,5 ngdy 

Buoy 3 
Cong chirc dlicfC 
giao xir lY dun 

- Nghien cfru, de xuat xir lY don. 
	me - Quet (scan) don, cap nhat vao Phan mem. 	, 

- Neu don thuOsc tham quyen, tham muu de xuat xirly kien nghi, phan anh. 
• - Neu don khong thuOc tham quyen, tham muu Van ban chuyen don. 

* Trtrerng hpp don có lieu de kien nghi nhtrng có not dung khieu nai hoeic don 
có tieu de phan tinh nittrng có not dung to cao thi that hien theo Quy trinh xir 

I5 don khieu nai, to cao. 

05 ngay 
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Thil. ttr cong 
viec 

Don viingutri 
thtrc hien 

N(ii dung cong viec 
Thiyi gian 
thtyc hien 

Buck 4 Cong chac duqc 
giao xu 1y don 

Trinh Van ban xu 1y kien nghi, phan anh (dOi vori don thuOc than' quyen), ho.ac 
Van ban chuyen don (doi voi don khong thuOc than' quyen). 

0,5 nga
,  y 

bi 
Btrac 5 

Lanh 	dao 	Van 
phong UBND tinh 

Tham dinh lai cac duthao: 
- Van ban xu 15i kien nghi, phan anh (doi veri don thuOc than' quyen). 
- Van ban chuyen don (doi vOi don khong thuOc than' quyen). 

1,5 ngdy 

Buoy 6 
COng chirc duot 
giao xir 1Y don 

Chinh sira (neu co) va trinh Lanh dao UBND tinh hoac Lanh dao Van phOng UBND 
tinh 14, ban hanh sau khi coy kien tren Phial xuIY,  don dm lanh dao Van phong 
UBND tinh. 

0,5 ngdy 

Bulk 7 

Lanh dap UBND 
tinh 

Ky, ban hanh: Van ban xir 1y kien nghi, phan anh (doi vai don thuOc than' quyen). 
01 ngay 

Lanh 	dao 	Van 
phong UBND tinh 

Ky, ban hanh: Van ban chuyen don (doi vai don khOng thuOc than' quyen). 

Bu 	8 
Van 	thu 	Van 

• 
phong UBND cap 
tinh 

V a o so cac van ban Lanh dao UBND tinh, Lanh dao Van phong UBND tinh da 
ky va phat hanh theo not nhan. 

0,5 ngay 

Tiing tho'i gian giai guy& TTHC 10 ngay 

b) Thti titc xfr ly dan caa cac So; ban, nglinh cap tinh 
Thai han giai quyet: Trong 10 ngay ke tix ngdy tiep nhan don thu khieu nai, to cao, kien nghi, phan anh co quan tiep nhan don thu có 

trach nhiemtra true tiep hoc thong bao bang van ban den nguai da den khieu nai, to cao, kien nghi, phan anh. , 
* 	vOi don khieu nai,to cao: 

Thu' tu 
cong viec Don vi/ nguivi thkre hien 

Ni)i dung cong viec Thai gian 
time hien 
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Buac 1 

Van thu/ Cong chirc phi 
trach cong tac tiep cong 
dan 

Tiep nhan h6 so (Nhan don qua tiep cong dan hoac qua dung buu di 'an) 
0,5 ngay 

Van thu 
Dang14 so thir tir vao Phan mem va in Phiau xirlf chuy'en Chanh Van phOng 
xir 1)'/ ho so. 

Btrac 2 
Chanh Van phong Xem xet, xir 1)',  116 so, ghi )", kien a xuat trinh Lanh ciao co quan chi ciao. 0,5 ngay 

flu& 3 

Chanh 	Thanh 	tra 	tinh/ 
Giam doc cac SO, ban, 
nganh cap tinh va tuong 
duong 

Xem xet ho so va de xuat oh Chanh Van phong, coy kin chi ciao chuyan 
PhOng/Cong chirc dirge phan cong xir 1 ,  don. 

0,5 ngay 

Mr& 4 

,, 
Cong 	chirc 	dugc 	phan 
cong 

- Nghien cini, de xuat VT 1 ,  don. 
- Quet (scan) don, cap nhat vao Phan mem (doi voi don khieu nai, kin nghi, 
phan anh hoac don khac). 
- Trinh lanh dao PhOng ham dinh Phiau xir V/ don va cac du thao: Phiau de 
nghi thy 1 ,  (neu don thu8c tham quyen va du dieu kin thu 1)'7); Van ban 
huOng dan, chuyan don (nau don du dieu kin xir V/ nhung khong thuOc tham 
quyen). 

06 ngay 

Biz& 5 

Chanh Van phong/ Chanh 
Thanh tra/ Twang cac 
PhOng chuyen mon thuOc 
SO 

Tham dinh not dung, huang de xuat xir V/ d 	 14m cong chirc xir 17 don hoac 
Phial.' de xuat thu 1)"/ (nau don thuOc tham quyen va du dieu kian thu 17). 

01 ngay 

Buck 6 

Chanh 	Thanh 	tra 	tinh/ 
Giam dOc cac SO, ban, 
nganh cap tinh va tuong 
throng. 

Phe duyat ban hanh hoac co / ,kien chi ciao giao PhOng nghiap vu tham muu 
cac thu tuc thu lji don vao Phieu de nghi thu 1y; 1()",, ban hanh van ban huang 
dan, chuyan don (nau don du dieu kin xir 1 ,  nhung khong thuOc tham 
quyen). 

01 ngay 

Buac 7 Van thu 
Phat hanh van ban huang dan, chuyan don (nau don du dieu kin xi.r1)% nhung 
khong thuOc tham quyen) va Tra ket qua cho to chic, ca nhan thong qua km 

0,5 ngay 
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dien (neu don du dieu kien xir 1y hoac du dieu kien thu 1Y), Cong chirc xtr 17 
don tai BO phan tiep cong dan luu till don theo quy dinh. 

TOng thei gian giii guy& TTHC 10 ngay 

* D4i voi don kien nQlii, hem anh: 
Thui tkr cong 

vi0 
Dorn vi/ nguiii time 

kien thkre Nii dung cong vi0 
Thai gian 

MO 

Buac 1 

Van thu/ Cong chirc 
phi,' trach cong tac tiep 
cong dan 

, 
Tip nhan hO so (Nhan don qua tier, cong dan hoac qua clueing buu dien) 

0,5 ngdy 

Van thu 
Dang ky so thin to vao Phan mem va in Phieu xir 1y chuyen Chanh Van pilling 
xir 1y ho so. , 

Buoy 2 Chanh Van pilling Xem xet, xir 1y ho so, ghi y kien de xuat trinh lanh ciao Thanh tra tinh chi dao. 0,5 ngay 

Buck 3 

Chanh Thanh tra tinh/ 
Giarn doe cac SO, ban, 
nganh cap tinh va tuong 
duong 

Xem xet ho so va de xuat dm Chanh Van pilling, coy kien chi dap chuyen 
cong chirc mil.  1y don tai BO phan mot dm. 

0,5 ngay 

BuOc 4 
Cong chirc dugc phan 
cong 

- Nghien ciru, de xuat xir 1y don. 
- Quet (scan) don, cap nhat vao Phan mem. 	, 
- Trinh Chanh Van pilling tham dinh Phieu xd 1y,  don va du thao Van ban 
chuyen don (doi voi don dii dieu kien xir 1y nhung khong thuOc than' quyen) 
hoac de xuat chuyen don den Van phong hoac cac Pilling chuyen mon tham 
muu Van ban xir 1y kien nghi, phan anh (cloi voi don thuOc tham quyen). 

06 ngdy 

Buck 5 

Chanh 	Van 	pilling/ 
Chanh 	Thanh 	tra/ 
Truong 	cac 	Pilling 
chuyen mon thuOc SO 

Th 
 , am dinh nOi dung, huang de xuat xil 1y cila cong chirc xir IY don. 01 ngay 

Blrac 6 Chanh Thanh tra tinh/ 
Giam doc cac SO, ban, 

KY phe duyet ban hanh Van ban chuyen don hoac có Y kien chi dao giao Van 
pilling hoac cac Pilling chuyen mon tham muu Van ban xir I".  kien nghi, phan 
drill (doi voi don thuOc than' quyen). 

01 ngay 
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Thin tu cong 
v* ,  

Don vi/ ngtrof thuc 
hi0 Nil dung cong viec 

Thin gian 
thtyc WO 

nganh cap tinh va tuong 
ducmg 

Buac 7 Van thu 
Phat hanh van ban chuyen don (nL don du di&I ki6n xir 1 ,  nhung khOng thuOc 
thAm quy'en) va Tra ket qua cho to chirc, ca nhan thong qua buu di6n, Cong 
chirc xir 1. 7 don tai BO ph5n mot dm luu lilt don theo quy dinh. 

0,5 ngay 

Tiing thin gian gill quytt TTHC 10 ngay 

3. Thu tuc tiep ding dan tai cap huylen (1.010944) 
- Thei han giai quyet: Trong 10 ngay lam vi6c, ke tir ngay tiep nhan not dung khiL nai, to cao, ki& nghi, phan anh, nguoi tiep cong 

dan co trach nhi6m tra 16-1 truc tiep hoac thong bao bang van ban d'L ngued da den khieu nai, to cao, kien nghi, phan anh. 

Thu.' tty 
cong AO 

Don vi/ Nguiri thuc 
hilen 

WO dung thtyc hien 

TWA gian 
thtrc hin 
(ngay lam 

vi'0) 

Buoy 1 

Chil tich UBND cap 
huy6n; Chanh Thanh 
tra huy6n, Tru6ng cac 
co quan chuyen mon 
thu6c 	UBND 	cap 
huy6n; Ban tiep cong 
dan cap huy6n, Can 
136, 	cOng 	chirc 	tiep 
cong dan cua cac co 
quan 	chuyen 	mon 
thu'6c UBND huy6n. 

Xac dinh nhan than dm cong dan 
- Xac dinh nhan than cua ngtrai khieu nai, ngtroi to cao, ngtrai kien nghi, phan anh: Khi 
tiep ngu6i khi'L nai, nguoi tip cong dan yeu cau ho neu rO ho ten, dia chi va xuat trinh 
giay to.  thy than, giAy giai thi6u, giay tly quyen (neu co); tiep ngued to cao, ngu6i kien 
nghi, phan anh, nguei tiep cong dan yeu cau ngu6i to cao, ngtx6i kien nghi, phan anh neu 
r6 ho ten, dia chi va xuat trinh giay to thy than. 
- Xac dinh tinh hap phap cua ngtreri dai dien, ngwai dtrvc ay quyen, luat sir hoac PT).  

giap vien phop 1.)",: 
+ Tru6ng hop co quan, to chirc thuc hi6n vi6c khieu nai thong qua ngu6i dai di6n la 

ngtreyi dimg dau co quan, to auk thi ngu6i tiep cOng dan yeu cau ngu6i dai din xuat 
trinh giay giOi thi6u, giay to tity than. 

0,5 ngay 
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Thu. tu 
cong viec 

Don vi/ Ngtri:ri thuc 
hi0 NOi dung thuc hiO 

TWA gian 
thuc hi0 
(ngay lam 

AO) 
+ Trong trueng hap nguoi dung d'au ca quan, to chirc fly quyen cho nguoi dai dien 

theo quy dinh cua phap lust de thuc hien viec khieu nai thi ngutii tiep ding dan de nghi 
nguoi dugc Uy quyen xuat trinh giay 0 lily than, giay uy quyen cua nguOi ily quyen. 

+,Truong hap nguoi den trinh bay viec khieu nai la nguoi dai dien, nguoi ,dugc Ay 
quyen dm ngu6i khieu nai,dugc,quy dinh tai diem a khoan 1 Dieu 12 Luat Khieu nai thi 
nguoi tiep cong dan yeu cau xuat trinh giay to chirng minh viec dai dien, ity quyen hap 
phap hoSc giay to khac CO lien quan. 

+ ern/Ong ho nguoi den trinh bay la nguoi dai dien, nguoi dugc ny quyen him phap thi 
nguoi tiep cong dan tien hanh cac thu t9c tiep nhu &Si vai nguoi khieu nai. 

+ Truing hap nguoi khieu nai fly quyen cho lust su hoSc trg gifip vien phap lyi thuc hien 
viec khieu nai thi nguoi tiep cong dan yeu cau luSt six,hoSc trg giup vien phap 1)",  xuat trinh 
The luSt six, The trg gidp vien phap 1)",  va Giay fly quyen khieu nai. s  

+ Truing hap ding dan khong co giay fly quyen hoc viec fly quyen khong theo dung 
quy dinh tai diem,  a, diem b khoan 1 Dieu 12 LuSt Khieu nai thi nguoi tiep cong dan 
khong tiep nhan ho sa vu viec va giai thich riil ,  do, huong dan cong dan lam cac thu tic 
can thiet de,th9c hien viec khieu nai theo dung quy dinh.,  
- Tir choi tiep cong dan: Theo quy dinh tai Dieu 9 LuSt Tiep cong dan, nguoi tiep cong dan 
dugc 0 ch6i tiep nguoi den nai tiep cong dan trong cac twang hgp sau day: 
+ Nguai trong tinh trang say do dung chat klch thich, nguoi mac benh tam than hoc 

mot benh khac lam mat kha nang nil:an thirc hoc kha nang dieu khien hanh vi cua minh; 
+ Nguei di hanh vi de dga, 'die pham ca quan, to chirc, don vi, ngithi tiep ding dan, nguoi 

thi hanh cong vu hoSc co hanh vi khac vi pham not quy nai tiep cong dan; 
+ Ngtroi khieu nai, to coo ve vu viec da giai quyet dung chinh sach, phap luSt. dugc co 

quan nha nu& CO tham quyen kiern tra, ra soot, thong boo bang van ban va da dugc tiep, 
giai thich, twang dan nhung van co tinh khieu nai, to coo keo dai (khoan 3 Dieu 9 Luat 
tiep cong dan) thi nguoi dung dau co quan, don vi phu trach tiep ding dan ra Thong boo 
to choi tiep cong dan; 

+ Nhirng truing hop khac theo gu), dinh cua phap Mat. 
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ThO. tir 
&Ong viec 

Don vi/ Ngtroi thirc 
hien NOi dung thirc hien 

Thai gian 
thirc hien 
(ngay lam 

viec) 

BuOc 2 

Can 130, cong chirc 
tiep cong dan cac cu 
quan 	chuyen 	mon 
thuOc 	UBND 	cap 
huyen. 

Tiep nhan khieu nai, to cao, kien nghi, phan anh 
1. Khi cong dan den trinh bay true tiep va khong co don thi ngued tiep cong dan huang 

clan cong dan viet don khi6u nai, to cao, kiL nghi, phan anh hoac ghi chep day di', trung 
thkrc, chinh xac nOi dung trinh bay dia cong dan; not dung nao chua 1.6 thi de nghi cong 
dan trinh bay them, sau do doe lai cho cong dan nghe va a nghi ho l4 ten hoac diem chi 
xac nhan vao van ban. 

2. Truerng hop cong dan den trinh bay va có don vai not dung cu th& rii rang, có the 
xac dinh &roc ri3 tinh chAt vu viec va co quan co thAm quyL giai quyet thi nguai tiep 
cOng dan twang dan cOng dan girl don den co quan co tham quyen de dugc xem xet, giai 
quyet theo quy dinh cita phap luat. ,  

3. TruO.ng hop nhieu ngued den khieu nai, to cao, kie'n nghi, phan anh N/' ciing mot not 
dung thi ngtroi tiep cong dan huang an ho cir ngtroi dai dien de trinh bay; ghi lai not 
dung trinh bay va de nghi ngtrei dai dien 14 ten hoac diem chi xac nhan vao van ban. 

4. Truerng hop cong dan trinh bay nhieu not dung, vira CO not dung khieu nai, vira có 
not dung to cao, kien,nghl, phan anh thi ngueri tiep cong dan twang an cong dan thirc 
hien viec khieu nai, to cao, kien nghi, phan anh theo quy dinh,cita phap luat. 

5. Viec tiep nhan, ghi chep not dung khieu nai, to cao, kien nghi, phan anh va viec 
huang dAn cong dan viet don phai &roc ghi vao SO tiep cong dan hoac &roc nhap vao 
phan mem co sa dir lieu ye tiep cong dan. 

0,5 ngay 

Btrere 3 

- Can bO, cong chirc 
tiep cong clan; 	

duerc - Chuyen vien  
phan cong tham muu 
xir ly don 

Phan loci, xir lj,  khieu nai, to cao, kien nghi, phan inh,  tai nal tiep cong dan 
1. Viec phan Ioai, xir 13',  not dung khieu nai, to cao, kien nghi, phan anh dirge can dr 

vao ban ghi not dung trinh bay hoac don dm cong dan va thirc hien theo Thong to 
so 05/2021/TT-TTCP ngay 01/10/2021 dm Thanh tra Chinh phii quy dinh quy trinh xii 
1)"/ don khieu nai, don to cao

' 
 don kien nghi:  phan anh. 

• , 	• 	 • 	 • 
2. Y kien trinh bay not dung khieu nai, to cao, kien nghi, phan anh khong thuOc tham  

quyen giai quyet dm co quan, don vi tiep cong dan thi ngueri tiep cong dan huO.ng an 
cOng dan viet don girl den co quan, to chirc co tham quyen giai quyet. 

8,5 ngdy 
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Tht'r tu. 
cong vi"0 

Don vi/ Ngtriri Hive 
hiO NUI dung thtfc hi0 

Thiri gian 
thtrc hiO 
(ngay lam 

vi'0) 
Truiing hop not dung thuOc tfiam quyen giai quyet dm co quan, don vi minh thi ngu6i 

tiep ,cong dan tiep nhan cac,  thong tin, tai lieu de bao cao ngu6i CO tharn quyen giai 
quyet;  Neu cong dan cung cap cac thong tin, tai lieu, chirng cur có lien quan den khieu 
nai, to cao, kien nghi, phan anh thi ngt.r6i tiep dog dan xem xet de tiep nhan cac th6ng 
tin, tai lieu, chimg cur do. Viec tiep nhan thong tin, tai lieu, chirng cur dtroc thkrc hien bang 
giay bien nhan theo Mau so 02 ban hanh kern theo Thong to so 04/TT-TTCP ngdy 
01/10/2021 oh Thanh tra Chinh phir quy dinh quy trinh tiep cong dan. 

Buoy 4 

Lanh dao UBND cap 
huyen, Chanh Thanh 
tra huyen, Truang cac 
co quan chuyen mon 
thuoc 	UBND 	cap 
huyen; 
Van thu, can WO, cong 
elide tiep cong dan 
dm 	cac 	co 	quan 
chuyen 	mon 	thuOc 
UBND huyen. 

Tra ket qua  - Kji, phe duy'et chuyen van thu; 
- Van thu ghi so, km Ito so, chuyen ho so, ket qua giai quyet cho ngu6i tiep cong dan; 
- Ngtr6i tiep cong dan có trach nhiem tra tra ket qua giai quyet cho cong dan. 

0,5 ngay 

,.: Tong thoi gian thtrc hi0 TTHC 

Theo khocin 1 Di'eu 28 Ludt Tdp cong dcin: 	, 
Trong th6i han 10 ngay lam viec, ke to ngay tiep nhan not dung khieu nai, to cao, kien 

. 	.. 	.,; 	cong dan 	nhiem tra 	.. 	..: 	_ 	.. 	bao bang nghi, phan anh, ngtror tiep cong dan co trach nhiem tra lor trkrc tiep hoac thong bao bang 
van ban den ngtr6i da den khieu nai, to cao, kien nghi, phan anh. 

10 ngay 

4. Thu tuc xur ly don tai cap huyn,(2.002500) 
Thai han giai quyet: Trong 10 ngay ke to ngay tiep nhan don thu khieu nai, CO cao, kien nghi, phan anh co quan tiep nhan don thu co 

trach nhiem tra 16i truc tiep ho4c thOng bao bang van ban den nguoi da" den khieu nai, to cao, kien nghi, phan anh. 
khiu ngi, to cdo: 
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Thu' ter 
cong viec Dan vi/ngtriri thtrc hi0 NOi dung cong viec 

Thiri gian 
thuc hi0 

Bugc 1 

COng chirc 	dugc 	giao 
nhiem vu/ Van ,thu Van 
phOng UBND cap huyen 

Kiem tra, tie', nhan dan va tai lieu lien quan (Nhan dan qua tiers cong dan 
hoac qua dung buu dien) 0,5 ngay 

Van 	thu 	Van 	ph6ng 
UBND cap huyen 

Dang ky s8 thir ta.  vao Phan mem/ S8 tip nhan, chuyn lath d4o Van phong 
UBND cap huyen xir lY ho sa. 

Bulk 2 
Lanh ciao Van ph6ng 
UBND cap huyen 

Xem xet, xir lY ho sa; chuyen Phong, Ban hoac cong chirc dugc giao nhiem 
vu xir 13'r don nghien clru, tham mutt theo quy dinh. 

0,5 ngay 

Bilge 3 C8ng chirc dugc giao 
nhiem vu xir lf dan 

- Nghien cfru, de xuat xa.  1 ,  dan. 
- Quet (scan) dan, cap nhat vao Phan mem (tth dan to cao). 
- Neu dan thuOc tham quyen, tham mull Phieu de xuat thu ly dart kern theo 
cac duthao: Thong bao thu 13'1, Quyet dinh giao nhiem vu xac minh (doi vai 

.:,  don klueu nai thu8c tham quyen), Quyet dinh thu ly' to cao, thong bao viec 
thy li to cao, thong bao ve not dung to cao, Van ban giao xac minh not dung 
to cao (d8i vgi don to cao thu8c tham quyen) 
- Neu dan khong thu8c tham quyen, tham muu Van ban huang an, chuyen 
dan (neu dan khong thu8c tham quyen). 

05 ngay 

Bugc 4 
Lanh ciao Van phong/ 
Phong/ Ban cap huyen 

Xem xet viec tham muu dm COng chirc xu ly dan: 	, 
- Ky Phieu de xuat thu ly dan (neu dan thuOc than' quyen). 
_ Van ban huang clan, chuyen dan (neu don khong thu8c tham quyen). 01 ngay 

Buck 5 
Cong chirc dugc giao xir 
1)"/ dan 

- Trinh Phieu de xuat thu lY dan kern theo cac du,  thao: Thong bao thu ly, 
quyet dinh giao nhiem vu xac minh (d8i \Jai don khieu nai thu8c tham quyen), 
Quyet dinh thu ly to cao, Thong bao viec thu 13',  to cao, Thong bao ve not dung 
to cao, Van ban giao xac minh not dung to cao (doi vai dan to cao thu8c tham 
quyen). 
Hoac: 

0,5 ngdy 
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Thir to 
ding v* Dan vi/nguiri thtrc hien NOi dung ding viec 

Thai gian 
thgc hi0 

- Trinh lanh ciao UBND cap huyen Dv thao Van ban huang dan, chuyen dun 
(neu dun khong thuOc tham quyen). 

Bulk 6 
Lanh dao Van phong cap 
huyen 

Tha'm dinh tai cac du thao: 
- Thong bao thy 1ST, quyet dinh giao nhiem vu xac minh (doi vai don khieu nai 
thuOc tham quyen), Quyet dinh thy 1ST to cao, Thong bao viec thy 1ST to cao, 
Thong bao ye not dung to cao, Van ban giao xac minh not dung to cao (doi 
yai dun to cao thuOc tham quyen) 
- Van ban huang dan, chuyen don (neu dan khong thuOc thAm quyen) 

01 ngay 

Buac 7 

, 
Lanh dao UBND cap 
huyen 

KST, ban hanh: Phieu de xuAt thy 1ST dun, Th6ng bao thy 1ST giai quyet khieu 
nai, Quyet dinh giao nhi'em vu xac minh (doi yai dun khieu nai thuOc tham 
quyen), Quyet dinh thu 1ST to cao, Van ban giao xac minh not dung to cao (doi 
yeti dun to cao thuOc tham quyen). 01 ngdy 

Lanh dao Van phong 
UBND cap huyen 

KST, ban hanh: 
- Thong bao yiec thy 1ST to cao, Thong bao ye not dung to cao (dOi yed dun to 
cao thuOc tham quyen) 
- Van ban huang dan, chuyen dun (nett don khong thuOc tham quyen) 

Btrac 8 

Van thu Van phong UBND cap huyen \Tao,  so cac van ban Lanh dao UBND 
cap huyen, Lanh dao Van phong UBND cap huyen da 14 \TA phat hanh theo 
not nh4n. 

0,5 ngay 

TOng th?ri gian giai quyet TTHC 10 ngay 

* floi voi don kien nghi. nhan anti: 

Thu ta 
cong vic 

Don vi/nguiri thuv hi0 
Nii dung cong vi* 

Thai gian thuv 
hi;en 
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Btrac 1 

Cong 	chirc 	dtrac 	giao 
nhiem lip/ Van ,thu Van 
phong UBND cap huyen 

Kiem tra, tier, nhan don vd tai lieu lien quan (Nh5n don qua tiep cong dan 
hoac qua throng buu dien) 0,5 ngay 

Van 	thu 	Van 	phong 
UBND cap huyen 

Dang ky so thin to vao PhAn mem, SO tiep nh5n, chuyen lanh dao Van phong 
UBND cAp huyen xir ly ho so. 

Bulk 2 
Lanh 	dao 	Van 	pilot-1g 
UBND cap huyen 

Xem xet, xir 1Si ha so; chuyen Phong, Ban ho5c cong chirc duac giao nhiem 
vu xir ly don nghien cfru, tham muu theo quy dinh. 

0,5 ngay 

BuOc 3 
Cong 	chirc 	dtrac 	giao 
nhiem vu xir ly don 

- Nghien cfru, de xuAt xir ly don. 
- Quet (scan) don, cap nh5t vao Phan mem. 

,4 - Neu don thuoc thAm quyen, tham muu de xuAt xir ly kien nghi, phan anh. 
- Neu don dudieu kien xir lY nhung khong thucic tham quyen, tham muu 
Van ban chuyen don. 

05 ngay 

Biz& 4 
L5nh dao Van phong/ 
Phong/ Ban cap huyen 

Xem xet viec tham muu cila Cong chirc xir lY don 01 ngdy 

Btr8c 5 
Cong chirc (Iliac giao VT 
ly don 

). Trinh Van ban xir ly kien nghi, phan anh (doi vOi don ,Itui5c th‘Am quyen), 
hoc Van ban chuyen don (doi vOi don khong thu8c tham quyen). 

0,5 ngdy 

Btrac 6 
Lanh dao Van phong 
UBND cap huyen 

ThAm dinh lai cac du thao: 
Van ban xir ly kien nghi, phan anh (d8i vOi don thu8c thArn quyen) ho5c 
Van ban chuyen don (doi voi don kh8ng thu8c thAm quyen). 

01 ngay 

Bulk 7 

L5nh dao UBND cAp 
huyen 

KS!, ban hanh: Van ban xir ly kien nghi, phan anh. 

01 ngdy 
Lanh d5o Van phong 
UBND cap huyen 

Ky, ban hanh: Van ban chuyen don (doi voi don khong thu8c thamquyen). 

Buac 8 
Van 	thu 	Van 	phong 
UBND cap huyen 

Vao so cac van ban L'anh ciao UBND cap huyen, Lanh dao Van phOng 
UBND cap huyen dä kY va phat hanh theo not nh5n. 

0,5 ngay 

Tiing thei gian giai quyet TTHC 10 ngay 
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5. Thu tuc tiep ding dan tai cap 'Ca (1.010945) , 
- Thai han giai quyet: Trong 10 ngdy 	viec, ke to ngay tiep nhAn not dung khieu nai, to cao, kien nghi, phan anh, ngued tiep cong 

dan có trach nhiem tra led truc tiep hoac thong bao bang van ban den ngued da den khieu nai, to cao, kien nghi, phan anh. 

Thin tir 
cong viec 

Dan vi/ Ngtrini thtrc 
hilin 

NOi dung thtrc MO 

TWA gian 
thuc hi0 

(ngay 
lam AO) 

Xac dinh nhan than dm cong clan,  
- Xac Binh nhan than clia ngtrai khieu nai, ngueri to cagy ngudei kien nghi, phan anh: Khi 
tiep ngugi khieu nai, ngugi tiep cong dan yeu cau h9 neu rg 119 ten, dia chi va xuat trinh 
giay 0 tit),  than, giay gioi thieu, giay ity quyen (neu co); tiep ngugi to cao, ngued kien 
nghi, phan anh, ngued tiep cong dan yeu cau ngueri to cao, nguai kien nghi, phan anh neu 
1'6 110 ten, dia chi va xuat trinh giay 0 toy than. 
- Xac dinh tinh hap phap clic, ngudei dai dien, ngueri &ivy Uy guyen, lugt su hoac trg.  

giup vien pilaf, 1.3"): 

Buac 1 

Chit 	tich ,  Uy 	ban 
nhan dan cap xa; Can 
bg, cong chirc tiep 
cong dan 

+ Twang hgp co quan, to chirc thuc hien viec khieu nai thong qua ngtrgi dai dien la 
ngued dUng dau co quan, to chirc thi ngugi tiep cong dan yeu cau nguoi 'Jai dien xuat 
trinh giay giai thieu, giay 0 toy than.,  

+ Trong trugng hgp nguoi dimg dau co quan, to chirc uy quyen cho ngtrgi dai dien 
theo quy dinh cita phap luAt de thuc hien viec khieu,nai thi ngtrgi tiep cong dan de.  nghi 
ngugi dugc Uy quyen xuat trinh giay 0 tity than, giay tly quyen dm nguoi dy quyen. 

0,5 ngay 

+,Trugng hgp nguoi den trinh bay viec khieu nai la ngugi dai dien, nguoi dugc fly 
quyen dm nguoi khieu nai,dugc,quy dinh tai diem a khoan 1 Dieu 12 LuAt Khieu nai thi 
ngugi tiep cong dan yeu cau xuat trinh giay 0 chimg minh viec dai dien, fly quyen hgp 
phap hoac giay to khac có lien quan. 

+ Trugng hop ngugi den trinh bay IA nguoi dai dien, ngugi dugc ity,quyen hop phap 
thi ngued tiep cong dan tien hanh cac thu tuc tip nhutr doi \Jeri ngugi khieu nai. 

+ Trugng hop ngtrai khieu nai fly quyen cho luAt su hoac trg giup vien phap ly thuc hien 
viec khieu nai thi ngugi tiep cong dan yeu cau luAt su hoac trg giOp vien phap ly xuat trinh 
The luAt su, The trg giup vien phap ly va Giay Urquyen khieu nai. 
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Thti. tu. 
cong viec 

Dan vi/ Nguiri th.rc 
hien 

NOi dung thkrc hien 

Thai gian 
thwc hien 

(ngay 
lam viec) 

+ Truing hop cong dan khOng co giay ily quyen hoac viec fly quy'en khong theo dung 
quy dinh tai diem a, diem b khoan 1 Dieu 12 Luat Khieu nai thi nguii tiep cong dan 
khong ti'ep,nhan ho so.  vu viec va giai thich rO li do, huang a 	 thu n cong dan lam cac  
tuc can thiet de thuc hien viec khieu nai theo dung quy dinh. 
- Tir chOi deli cong dan: Theo quy dinh tai Dieu 9 Luat Tiep cong dan, nguii tiep cong dan 
duot dr ch'Oi tiep nguii den nai tiep cong dan trong cac truing hop sau day: 
+ Nguii trong tinh trang say do dung chat kich thich, nguii mac benh tam than hoac 

mot benh kink lam mat kha nang nhan thtrc hoac kha nang dieu khien hanh vi dm minh; 
+ Nguii ce, hanh vi de doa, Vic pham co.  quan, to chirc, dan vi,,  nguii tiep cong dan, 

nguii thi hanh cong vu hoac c6 hanh vi khac vi pham,nOi quy nai tiep cong dan; 
+ Nguii khieu nai, to cao ve vu viec cid giai quyet dung chinh such, phap lust, duoc 

co quan nha nuac co tham quyen kiem tra, ra soat, thong bao bang van ban va da dirge 
tiep, giai thich, huang dan nhung van CO tinh khieu nai, to cao kdo dui (khoan 3 Dieu 9 
Luat tiep cong dan) thi nguii dirng dau co.  quan, dan vi phu trach tiep cong dan ra Thong 
bao tir choi tiep cling dan; 

+ Nhung truing hop khac theo quy dinh cila phap lust. 
Tiep WO khieu nai, to cao, kin nghi, phin anh 

Can bo, cong chirc 

1. Khi cong dan den trinh bay true tiep va khong c6 dan thi nguii tiep cong dan twang 
an cong dan viec din khieu nai, to cao, kien nghi, phan anh hoac ghi chop day dn, trung 
thuc, chinh xac not dung trinh bay dia cong dan; not dung nao chua rO thi de nghi cong 
dan trinh bay them, sau do doe lai cho cong dan nghe va de nghi ho Ict ten hoac diem 

Buck 2 • . 
tiep cong dan chi xac AO vao van ban. , 

0,5 ngay 

2. Truing hop ding dan den trinh bay va có don vii not dung cu the, ro rang, co the 
xac dinh duelc rO tinh chat vu viec va ca quan co tham quyen giai,quyet thi nguii tiep 
cong dan huing an cong dan giai dan den co quan co tham quyen de duoc xem xet, 
giai quy et theo quy dinh cua phap lust. 
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Thu tty 
cong viec 

Don vi/ Ngtriri thtyc 
hien NOi dung thuc hien 

ThiA gian 
tiny hien 

(ngay 
lam viec) 

3. Truerng hop nhieu ngtrai den khieu nai, to cao, kien nghi, phan anh ve ding met nei 
dung thi nguai tiep cong dan Wong dan ho cir ngueri dai dien de trinh bay; ghi lai nei 
dung trinh bay va de nghi ngueri dai dien k)",  ten hoac diem chi xac nhan vao van ban. 

4. Tru6ng hop cong dan trinh bay nhieu Wei dung, vita CO nei dung khieu nai, vim có 
Wei dung to cao, kien,righl, phan anh thi ngtriIi tiep cong dan hoeing dan cong dan thoc 
hien viec khieu nai, to cao, kien nghi, phan anh then quy dinh cila phap luat. 

5. Viec tiep nhan, ghi chep nei dung khieu nai, to cao, kien nghi, phan anh va viec 
huang clan cong dan viet don,phai duoc ghi vao So tiep cong dan hoac throe nhap vao 
phan mem co se( du lieu ve tiep cong dan. 

Btrerc 3 

- Can be, cong chirc 
tiep cong dan; 
- Chu en vien &roc 
phan cong tham muu 
xir ly don 

Phan loai, xir ly khieu nai, to cao, kien nghi, Olin anh tai no'i tiep cong dan 
1. Viec phan loai, xir V/ nei dung khieu nai, to cao, kien nghi, phan anh duoc can cir 

vao ban ghi nei dung trinh bay hoac don cna cong dan va thoc hien theo Thong to 
so 05/2021/TT-TTCP ngay 01/10/2021 caa Thanh tra Chinh phi' quy dinh quy trinh xir 
Vi don khieu nai, don to cao, don kien nghi, phan anh. 

2. Y kien trinh bay nei dung khieu nai, to cao, kien nghi, phan anh khong thuec tharn , 	 ,  
quyen giai quyet cila co quan, don vi tiep cong dan thi ngueri tiep cong dan huang dan 
cong dan viet don giri den co quan, to chirc co tham quyen giai quyet. 

Truong hop Wei dung thuec than quyen giai quyet dm co quan, don vi minh thi ngubi 
tiep cong dan tiep nhan cac,  thong tin, tai lieu de bao cao ngueri co tham quyen giai 
quyet. Neu cong dan cung cap cac thong tin, tai lieu, chirng cir có lien quan den khieu 
nai, to cao, kien nghi, phan anh thi ngueri tiep cong dan xem xet de tiep nhan cac thong 
tin, tai lieu, chirng cir do. Viec tiep nhan thong tin, tai lieu, chirng cir duoc thoc hien 
bang giay bien nhan theo Mau so 02 ban hanh kern theo Thong to so 04/TT-TTCP ngdy 
01/10/2021 cua Thanh tra Chinh phil quy dinh quy trinh tiep cong dan. 

8,5 ngay  

Buck 4 

Chu 	tich ,  Uy 	ban 
nhan dan cap )(a; Van 
thu, 	can 	bO, 	cong 
chirc tiep cong dan. 

Tra ket qua 
- Ici, phe duyet chuyen van thu; 
- Van thu ghi so, km ho so, chuyen he so, ket qua giai quyet cho ngtrai tiep cong dan; 
- Ngtrefi tiep cong dan có trach nhiem tra tra ket qua giai quyet cho cong dan. 

0,5 ngay 
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Thu. tir 
cong viec hi'0 

Don vi/ Nguiri thuc thuc 
Nii dung tiny hiO 

Tho'i gian 
hi0 

(ngay 
lam viec) 

Tong thoi gian thtyc hiO TTHC 

Theo khoan 1 Deu  28 Luat Tie'', cong don: 
	tiep 	nhan Trong th6i hart 10 ngay lam viec, ke tir ngay tiep nhan n6i dung khieu nai, to cao, kien 

nghi, phan anh, ngtra' i tiep cong dan co' trach nhiem tra 16i true tier) hoac thong bao 
bang van ban den ngtr6i da den khieu nai, to cao, kien nghi, phan anh. 

10 ngay  

6. Thu tuc xir ly don tai cap xa (2.002501) 
Th6i han giai quyet: Trong 10 ngay ke tir ngdy tiep nhan don thu khieu nai, cao, kien nghi, phan anh co quan tiep nhan don thu co 

trach nhiem,tra 16i tnyc tiep hoac thong bao bang van ban den ngtrOi da den khieu nai, cao, kien nghi, phan anh. 
* Doi voi don khieu nai. cao: 

Thir tir 
cong viec 

Don vi/ngtrZri thtrc 
hi0 

Nii dung cong viec 
Thoi gian thirc 

hi0 

Btrac 1 Ong chirc mot dm 
cap xa 

Tiep nhan h6 so, quet (scan) don (trir dan to cao) va dang ky so thir by vao 
Phan mem, chuyen lanh dao UBND cap xa xir ly ho so. 

0,5 ngay 

Btrac 2 
Lanh dao UBND cap 
xa 

Xem xet, xir ly ho so; chuyen cong chirc xir ly don nghien dm, tham muu 
theo quy dinh. 

01 ngay 

Btrac 3 Cong chirc xir ly don 

- Neu don thu6c tham quyen, tham mutt Phieu de xuat thy ly don kem theo 
cac du thao: Th6ng bao thy ly, quyet dinh giao nhiem vu xac minh (doi 
voi don khieu nai thu6c tham quyen), Quyet,dinh thu ly to cao, Thong bao 
viec thy ly to cao, Thong baove,n6i dung to cao, Van ban giao xac minh 
not dung to cao (doi vai don to cao thu6c tham quyen) hoac Van ban 
huang dAn, chuyen don (neu don khong thu6c tham quyen) trinh lanh 
UBND cap xa ky ban hanh. 

05 ngay 

Buac 4 
Lanh dao UBND cap 
xa 

KY ban hanh viec tham mum xir IY don dm cong chirc xir ly don. 03 ngay 
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Thu. tw 
cong vi0 hiO 

Don vi/nguiri thwc • ,.7-  -\\ 	t_ 	cong viec , 	. 	- 	% 

Thei gian thwc 
hi0 

Buck 5 
Cong chirc mot cira 
cap xa 

Vao so cac van ban lanh dao UBND cap xa da kY va phat hanh theo not 
nhan. 

0,5 ngay 

Ping thoi gian giii quyk TTHC 10 ngay 

* Dili voi don ki'jn nghi. nhan dnh: 
Thu. tw 

cong vqc 
Don vi/nguiri thwc MO NOi dung cong vie:c 

Thai gian thwc 
MO 

Buck 1 
Cong chirc mot cfra cap 
)(a 

Kiem tra, tip nhan don va tai lieu lien quan, clang ky so thir to vao Phan 
mem, chuyen lanh ciao UBND cap xa xir ly h6 so. 

0,5 ngay 

Buoy 2 
• 

Lanh dao UBND cap xa 
Xem xet, xir ly ho so; chuyen cong chirc VI.  lY don nghien ciru, tham muu 
theo quy dinh. 

01 ngay 

Buck 3 Cong chirc xir ly don 

- Nghien ciru, de xuat xu lY don. 
	me - Quet (scan) don, cap nhat vao Phan mem. 	, 

- Neu don thuOc tham quyen, tham muu de xuat xir ly kien nghi, phan anh. 
- Neu don du dieu kien xir lY nhung khong thuOc tham quyen, tham muu 
Van ban chuyen don. 

05 ngay 

Buoy 4 Lanh dao UBND cap xa Ky ban hanh viec tham muu xir ly don caa ding chirc xir ly don. 03 ngay 

Buck 5 
Cong chirc mot dm cap 
xa 

Vao so cac van ban lanh dao UBND cap xa da 14 va phat hanh theo not 
nhan. 

0,5 ngay 

T6ng tho'i gian giii quye't TTHC 10 ngay 
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