UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

PHUONG KIEN AN Déc 1ap - Tu do - Hanh phuc
S6:1336 /TB-UBND Kién An, ngay 17 thing 8 nam 2026
THONG BAO

Thanh lap va phan cong nhiém vu T6 hd tro lwu dong
trén dia ban phuwong Kién An nam 2026

Thue hién Ké hoach s6 272/KH-UBND ngay 05/8/2026 cta Uy ban nhan
dan phuong vé viéc trién khai mé hinh Trung tim Phuc vu hanh chinh cong luu
dong trén dia ban phuong Kién An nam 2026;

i ~Cr?m cu ’Chfl’C nang, nhi¢m vu va yéu cau thuc té trong vi¢c td chire vhu:é’ng
dan, ho trg, tiép nhan va giai quyét thu tuc hanh chinh luu dong phuc vu t6 chirec,
ca nhan trén dia ban;

i Uy ban nhéan dﬁ?n phuong théng bao thanh 1ap va phan céng nhiém vu To
ho trg luu dong, cu thé nhu sau:

I. THANH LAP TO HO TRQ

1. T6 truéng

Ong Poan Pinh Diing - Giam dbc Trung tAm Phuc vu hanh chinh cong phuong.
2. T6 pho

- Ba Lé Thi Bich Ngoc — Pho Trudng phong Kinh té phuong,

- Ong Nguyén Binh Thinh — Pho Chanh Vin phong HDND va UBND phuong,
- Ba Pham Thi Thu Ha — Pho6 Truéng phong Van héa — Xa hoi phuong,

- Ba Trinh Thi Trang Nhung — Phé Truong phong Van héa — Xa hoi phuong,

- Ong Pham Vin Tuan - Pho Trudng phong Xay dung, Nong nghiép va Moi
truong phuong,

- Ong Pham Hung - Phé Truéng phong Xay dung, Nong nghiép va Moi
truong phuong,

- Ba Bui Thi Ngoc Mai — Phé Giam ddc Trung tam Phuc vu hanh chinh
cong phuong.

3. Thanh vién
- Ba Duong Thi Hong - Chuyén vién Trung tim Phuc vy hanh chinh cong phuong,
- Ba Bui Thi Nhung - Chuyén vién Trung tdm Phuc vu hanh chinh cong phuong,
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- Ong Ping Quang Manh — Chuyén vién Trung tdm Phuc vu hanh chinh
cong phuong,

- Cong chure, can bo chuyén mén cac phong, don vi: Van phong HPDND va
UBND, Coéng an, Vin hoa - Xa hoi, Kinh té, Xay dung, nong nghiép va moi
truong phuong (do phong, don vi cu).

- Pai dién Uy ban Mt tran T quéc Viét Nam phuong va céac td chire chinh
tri - xa hoi.

4. Thanh vién phdi hop theo dia ban

- T6 trudng td dan phd noi to chire diém phuc vu hanh chinh céng luu dong;

- Trudng Ban cong tac Mt tran t6 dan phd;

- Bi thu Chi doan, Chi hoi truong cac doan thé tai t6 dan phd;

- Céc ¢4 nhén, luc lugng hd trg khac duoc huy dong phu hop véi yéu cau
cua tung dot.

Can ctr ndi dung, linh vyc thu tuc hanh chinh phat sinh tai ting dia ban, T
trudng Tb hd tro chu dong dé nghi cac phong, don vi bd tri can bo, cong chrc,
nguoi lam viéc c6 chuyén mon phu hgp tham gia tung dot phuc vu (¢o lich cu
thé), bao dam nguyén tac dung nguoi, dung chuyén mén, dung nhiém vu.

II. NHIEM VU CUA TO HO TRQ
1. Nhiém vu chung

T6 chic hoat dong cua Trung tam Phuc vu hanh chinh cong luu dong tai
cac to dan phé va cac dia diém dugce lya chon trén dia ban phuong; dua hoat dong
huéng dan, hd tro thuc hién tha tuc hanh chinh dén gan nguoi dén, t6 chuc.

Tuyén truyén, huéng dan nguoi dan thuc hién tha tuc hanh chinh, sir dung
dich vu cong truc tuyén, thanh toan truc tuyén, khai thac céc tién ich sd va cac
nén tang phuc vu giai quyét thi tuc hanh chinh theo quy dinh.

Tiép nhan ho so thu tuc hanh chinh thudc pham vi, tham quyén duoc tiép
nhan tai diém luu dong; thuc hi¢n s6 hoa, cap nhat ho so trén Hé théng thong tin
giai quyét tha tuc hanh chinh va chuyén co quan, bo phan c6 thaim quyén giai
quyét theo ding quy trinh.

HJ trg cac ddi tuong yéu thé, nguoi cao tudi, ngudi khuyét tat, ngudi co
cong, ngudi gip kho khin trong di lai hodc st dung cong nghé sé thuc hién tha
tuc hanh chinh.

Tiép nhan, tong hop cic phan anh, kién nghi, kho khin, vudng méc cia to
chtic, c4 nhan trong qua trinh thuc hién th tuc hanh chinh dé xur 1y theo tham
quyén hoidc bao cdo co quan cd tham quyén xem xét, giai quyét.



2. Nhiém vu ciia T6 truéng
Chiu trach nhiém diéu hanh chung hoat dong cua T ho tro.
Phan cong nhiém vu cu thé cho tirng thanh vién tai mdi dot phuc vu lwu dong.

Quye¢ét dinh viéc bo tri cadc ban hudng dan, tiép nhan, s6 hoda, ho trg dich vu
cong va cac vi tri nghiép vu tai diém luu dong.

Chu tri phdi hop véi cac phong chuyén mén, Cong an phudng, to dan phd
va cac don vi lién quan.

Xtr Iy cac van dé phat sinh thudc tham quyén; kip thoi béo co lanh dao
UBND phuong d6i véi cac ndi dung vuot tham quyén.

Chi dao tong hop, danh gia két qua sau timg dot phuc vu.
3. Nhiém vu ciia T6 phé
Gitp T trudong diéu hanh hoat dong cta TO.

Truc tiép kiém tra cong tac chuan bi nhan luc, co s vat chit, thiét b, duong
truyén va biéu mau trudc timg dot.

Diéu hanh hoat dong tai diém luu déng khi duge T6 truong phan cong.
Theo dbi tinh trang hd so sau khi tiép nhan tai diém luu dong.

Tong hop khé khin, vudng mic va dé xuat phuong an xir 1y.

4. Nhém hwéng din, tiép nhan thi tuc hanh chinh

Ti€p doén, x&c dinh nhu cau cta t6 chuc, cd nhan va hudéng dan dén dung vi
tri nghiép vu.

Tra ctu tha tyc hanh chinh va hudng dan thanh phan ho so, trinh tu, thoi
han giai quyét, phi, 18 phi theo quy dinh.

Kiém tra ho so; huéong dan ké khai, b6 sung, hoan thi¢n ho so.

Thuce hién tiép nhan hd so da diéu kién trén Hé thong thong tin giai quyét
thu tuc hanh chinh.

Cép Phiéu tiép nhan va hen tra két qua theo quy dinh.

Khong yéu cau to chic, ca nhan cung cap thém gidy td, thong tin ngoai
thanh phan ho so da duoc cong bd.

Hudng dan dang nhap, st dung tai khodn dinh danh dién tir trong thuc hién
tha tuc hanh chinh.

Huéng dan ndp hod so truc tuyén trén Cong Dich vu cong qudc gia va cac
hé théng co lién quan.
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Hudng dan tra ctru tinh trang xr Iy hd so va két qua giai quyét.
Huéng dan thanh toan truc tuyén, thanh toan khong ding tién mit.

Hudéng dan nguoi dan timg bude tu thuc hién dich vu cong truc tuyén, han
ché lam thay toan b thao tac khi ngudi dan c6 kha nang tu thyc hién.

5. Cong an phuong
Theo chirc nang, nhiém vy, phéi hop:

- Huéng dan cac ndi dung lién quan dén dinh danh, xac thuc dién tir va cu
tra thudoc pham vi phu trach;

- Hb trg xtr 1y céc kho khin lién quan dén khai thac, di chiéu thong tin
cong dan theo quy dinh;

- Phéi hop bdo dam an ninh, trat tu tai diém phuc vu luu dong khi can thiét.

6. Cac to chirc chinh tri - xa hdi va luc lwong hd tro

- Phéi hop tuyén truyén lich phuc vu dén doan vién, hoi vién va Nhan dan.

- HO tro ngudi cao tudi, nguoi khuyét tat, ngudi han ché ky nang sé.

- H3 tro hudng dan ban dau, phan ludng cong dén tai diém phuc vu.

- Phéi hop khao sét mue d6 hai long va ghi nhan nhu cau thuc té cia Nhan dan.

7. T6 dan pho noi té chirc diém hru dong

- Phéi hop ra soat, tong hop nhu cau thyc hién TTHC ciia ngudi dan trude
tung dot.

- Thong bdo rong rai thoi gian, dia diém va noi dung phuc vu.

- Bb tri dia diém, ban ghé, dién va cac diéu kién can thiét trong kha nang
ctia to dan pho.

- Lap danh sach cac trudng hop ngudi cao tudi, ngudi khuyét tat, nguoi bénh
nang hoic truong hop dac biét kho khin can dugc xem xét hd trg thuc hién thu tuc
hanh chinh tai noi cu tra.

- Phéi hop bao dam trat tu va hudng dan nguoi dan tai diém luu dong.

III. NGUYEN TAC HOAT PONG

- T6 hd tro hoat dong theo ché do kiém nhiém, chiju su chi dao cua 1anh dao
UBND phuong va su diéu hanh tryc tiép ctua T6 trudng.

- Viéc t6 chirc tiép nhan TTHC luu dong khong lam thay doi co quan c6
tham quyén giai quyét, trinh ty, thanh phan hd so, thoi han giai quyét, phi, 18 phi
va quy trinh nd1 bd cua tirng thu tuc hanh chinh.
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- Thanh vién T hd tro thuc hién dang churc trach, nhi¢ém vy va pham vi
tham quyén dugc giao; chiu trach nhiém vé ndi dung nghiép vu do minh thue hién.

- Khong dugc tu y thu thém bét ky khoan tién ndo ngoai phi, 1¢ phi va nghia
vu tai chinh dugc co quan c6 tham quyén quy dinh.

- Bdo dam bi mat nha nudc, an toan thong tin, an ninh mang, bao vé dit liéu
ca nhan va ho so cua t6 chirc, ca nhan trong toan b qua trinh phuc vu.

- Khéng tu ¥ chup, sao luu hodc luu gitr ho so, gidy to cia to chirc, ca nhan
trén thict bi c4 nhan.

- Uu tién giai quyét, hd trg ngudi co cong, ngudi cao tudi, nguoi khuyét tat,
phu nir mang thai va cac doi tugng can dugc uu tién theo quy dinh.

- T6 hd tro hoat dong tir ngay ban hanh Thong bao dén hét thoi gian thuc
hién K¢é hoach s 272/KH-UBND ngay 05/8/2026 cia UBND phudng hodc dén
khi ¢6 vin ban khac thay thé.

IV. THOI GIAN, PIA PIEM HOAT PONG
- Thoi gian: 02 ngay/ thang

+ Buoi sang: Tir 08h00° dén 11h00°.

+ Buoi chiéu: Tir 14h00° dén 16h30°.

- Pia diém:

+ Theo Phu luc kém theo.

+ Noi cu tra cta doi tuong dac biét kho khan trong truong hop duoc b tri
hd trg theo Ké hoach.

V. TO CHUC THU'C HIEN

- Trung tdm Phuc vy hanh chinh cong phuong 1a dau méi tham muu, diéu
phéi hoat dong cua T hd tro; xay dung lich cu thé va thong bao dén cac co quan,
don vi, to dan phd va Nhan dan.

- Céc phong chuyén mon va don vi lién quan c6 trach nhiém bé tri can bo
c6 chuyén mén phi hop tham gia theo dé nghi cua Trung tdm Phuc vu hanh chinh
cong (theo lich cu thé tirng thang).

- Trudc mdi dot hoat dong, T hd tro kiém tra dﬁy du céac diéu kién vé nhan
luc, thiét bi, duong truyén, tai khoan nghiép vu, biéu mau va phuong an bao dam
an toan thong tin.

- Céc thanh vién Té hd trg nghiém tuc trién khai thuc hién noi dung Thong
bao nay. Trudng hop c6 kho khin, vudng méc, kip thoi bao cao TH truong dé tong
hop, b4o cdo 1anh dao UBND phuong xem xét, chi dao.
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- T6 hd tro duoc hudng quyén loi va ché do hd tro 1am thém gio theo quy dinh.

Thong bao nay duoc phd bién dén cac thanh vién Tb hd trg, cac co quan,
don vi, td dan phd va céac to chic c6 lién quan dé phdi hop trién khai thuc hién./.

TM. UY BAN NHAN DAN
Not nhin: KT.CHU TICH
- TTPU, TT HDND phuong; P L
- CT, cac PCT UBND phuong;
- Mt tran T6 quéc va cac to chirc chinh tri — xa hoi phuopg:
- Coéng an phuong;
- Cac phong, don vi thuoc UBND phuong;
- Trung tdm Dich vu sy nghiép cdng phuong;
- Céc t6 dan phd thudc phuong;
- Luu: VT, TTPVHCC.

Tran Thi Phuong
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tuw do - Hanh phic

PHU LUC

THOI GIAN, PIA PIEM TO CHUC LUU PONG

TT | TODANPHO | THOI GIAN PIA PIEM

1. | Tay Son \

2. | Tran Thanh Ngo I\Il\lgga?/2242//18(§/22002266 ha‘mThr tﬁ?nfTaigfh\égng
3. | Thién Van

4. | Truong Chinh

5. | Lé Duan

6. | Trit Khé

7. | Bac Son Ngay 29/8/2026 Tru s6 UBND

8. | Cuu Vién Ngay 14/11/2026 phuong Bac Son cii
9. | Vuon Chay

10. | Tran Huy Liéu

11. | L& Quédc Uy

12. | My Khé

13. | Lam Khe Ngay 12/9/2026 S6 365 - 367

14. | Ddng Hoa Ngay 28/11/2026 duong Bong Hoa
15. | Bong Khé

16. | Tan Khé

17. | Tan Ha

18. | Phan Trix I\ll\lggaf‘i;/122f;/192{/22002266 Ngo 150 duong Phan Trir
19. | Ld&m Ha

20. | Quan Trixr

21 | Nam Ha Ngay 10/10/2026 Nha van héa Nam Ha

Ngay 26/12/2026

(canh 548 Tran Nhan Tong)
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