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

XA LAC PHUONG Déc lap - Tw do - Hanh phic
$6:90 /KH-UBND Lac Phuong,ngay 7 thang 10 nam 2025
KE HOACH

Huwéng din, hd tro nguoi dian yéu thé, gip khé khin trong thwe hién thi tuc
hanh chinh tai Trung tam phuc vu hanh chinh cong xa Lac Phwgng

Can ctr Luat Tiép can thong tin ngay 06/4/2016.

Can ctr Nghi quyét 57- -NQ/TW ngay 22/12/2024 cua B¢ Chinh tri vé dot pha
phat trién khoa hoc, cong nghé, d6i méi sang tao va chuyén déi sé qubc gia;

Can ctr K& hoach s6 17/KH-UBND ngay 28/7/2025 ciia UBND X& vé cai cach
hanh chinh xa Lac Phugng 6 thang cu6i nam 2025; Ké hoach s6 28/KH-UBND ngay
07/8/2025 cia UBND xi Lac Phugng vé Cong tac kiém soat thii tuc hanh chinh
va thuc hién co ché mot cira, mot cira lién thong trong giai quyét thi tuc hanh
chinh 6 thang cubi nam 2025 trén dia ban x4 Lac Phuong;

Nham glup nguoi dan tlep can dé dang hon véi thii tuc hanh chinh, nhét 1a doi
v6i nguoi yéu thé, nguoi khuyét tat, ngudi gia..., UBND x& Lac Phuong ban hanh
ké hoach hudng dan, hd trg nguoi dan yéu thé, gap kho khan trong thuc hién thu tuc
hanh chinh tai Trung tdm Phuc vu hanh chinh cong xa Lac Phuong, v4i CacC ndi dung
cu thé nhu sau:

I. MUC TIEU

- Pam bao moi nguoi dan, dic biét 13 ngudi yéu thé (ngudi cao tudi, nguoi
khuyét tat, nguoi khong biét chir, kho tiép can cong nghé, nguoi neo don, ngudi
ngheo, ...) dugc ti€p can va thyuc hién thu tuc hanh chinh, dich vu hanh chinh cong mot
cach thuén ti¢n, minh bach, nhanh chong, dung quy dinh.

- Xir 1y kip thoi cac tinh hudng phat sinh (mét két néi mang, mat dién, khong
c6 gidy to, phan anh biic xuc...) ma khong lam gidn doan vi¢c phuc vu Nhan dan.

- Nang cao chét luong phuc vu cua Trung tdm Phuc vy hanh chinh cong, tao
moi trudong lam viée than thi¢n, gan giii, minh bach, hi¢u qua.

- Ho tro ngurdi dan tra ctru cac thi tuc hanh chinh, tra 161 ngudi dan nhing cau
hoi lién quan thu tuc hanh chinh mét cach chinh xac, nhanh chong va dé hiéu.

- Tang cuong hiéu suit, hiéu qua hoat dong ctia Trung tim Phyc vu hanh chinh
cong, giam ap luc giai dap truc ti€p do1 voi can bo, cong chure, vién chirc, nhan vién
thudc Trung tam.

- Pay manh tmg dung cong ngh¢ thong tin, cai cach hanh chinh, Gmg dung cong
ngh¢ phuc vu nguoi dan, gop phan thuc hién muc tiéu cai cach hanh chinh va chuyén
ddi s6 trén dja ban xa.

IL. POI TUQONG HO TRQ
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Déi twong phuc vu 13 toan thé nguoi dan c6 nhu cau tim kiém thong tin vé cac
thu tuc hanh chinh, cac van d¢ lién quan vé tha tuc hanh chinh, uu tién cac doi tuong:

- Nguoi cao tudi, ngudi gia stre khoe yéu.

- Nguoi khuyét tat (gip kho khin trong van dong, nghe, noi, nhin...).

- Nguoi giap kho khin vé ngén ngit, c6 nhu cau dén Trung tdm Phuc vy hanh
chinh cong xa dé thuc hién thu tuc hanh chinh lién quan.

- Nguoi khong thanh thao cong ngh¢ thong tin, kho khan khi str dung dich vu
cong truc tuyén.

- Nguoi dan vung sau, vung xa, nguoi dan thuoc hd nghéo, hd can ngheo, co
hoan canh kho khan, ...

III. NOI DUNG TRIEN KHAI

1. Bd tri co s¢ vat chit, nhan sy hd tro:

- bit ban “Hudng dan - HO tro dich vu cong tryc tuyén” tai Trung tam Phuc vu
hanh chinh cong.

- Thanh lap T6 hudng dan - hd trg, can bo phu trach c6 k§ ning giao tiép tét, hiéu
10 quy trinh thu tuc, kién nhan va tan tinh.

- Co thé phan cong tinh nguyén vién hodc huy dong doan vién, thanh nién tham
gia hd tro khi can thiét.

2. Hinh thirc hd tro:

- Huéng dan tryuc tiép: Tiép nhén nhu cau, xac dinh loai thi tuc can hd tro;
giai thich, hudng dan tung budc, gitip nhitng nguoi yéu thé viét to khai, b sung cac
loai giay to lién quan.

- Hb tro cong nghé: Tao tai khoan dich vu cong truc tuyén, huong dan tra ctru,
ndp ho so truc tuyén, ho trg thanh toan phi, 1€ phi qua ngan hang so hoac vi dién tir.

- Tai liéu hd tro gdm c6: Bang hudng dan duoc in 4n rd rang, c6 hoa tiét minh
hoa, dat ¢ noi dé dang thay dugc; to roi don gidn, dé hiéu, video hudéng dan phat tai
Trung tdm Phuc vu hanh chinh cong.

- Uu tién tiép nhan, xir Iy cho nguoi yéu thé, nguoi cho xep hang vru tién, giam
thoi gian chd doi, hd trg bd sung glay td ngay. Trudng hop hd so can thoi gian xac
minh, xur 1y thi c6 lich hen 1o rang, giam thoi gian cho doi.

3. Quy trinh hd trg:

- Tiép nhan: Chao héi ngudi dan, xac dinh nhu cau lam thu tyc hanh chinh
cua nguoi dan, phan loai doi tugng rd rang.

- Huéng dan chuan bi hd so: thong bao dén ngudi can duoc hd trg cac loai
gidy to can thiét, gidy to lién quan can bo sung doi voi thu tuc ma nguoi dan can
thuc hién.

- H6 tro thuc hién: hd tro gitip nguoi dan yéu thé viét to khai, k& khai cac loai

gidy t& lién quan, hd tro nhap dit lidu ddi voi ndp ho so truc tuyén, giup ngudi dan
ndp hd so.
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- Xacnhan va hen tra két qua: cung cap gidy hen, hudng dan nhan két qua (co
thé nhan truc tiép tg}i Trung tam Phuc vu hanh chinh cong xa Lac Phuong hoac nhan
qua Buu dién chuyén phat nhanh).

- Khao sat y kién, ghi nhan danh gia cua nguoi dan, y kién phan hoi ctia nguoi

dan dé cai thién chat lugng phuc vu tét hon.
IV. CAC KICH BAN THUONG GAP VA CACH XU LY

Tinh hudng

Kho khéan

Cach xir ly

Mit dién tai Trung tam
Phuc vu hanh chinh cong

Cong tac thyc hién TTHC
bi gidn doan trong mdt thoi
gian nhét dinh, ngudi dan
phéi cho doi lau hon

Nhanh chéng ldy dién tur
cac phong chuyén mén gin
nhat dé két ndi dén Trung
tdm HCC

Mat dién toan hé théng

Cong tac thyc hién TTHC
bi gian doan trong mdt thoi
gian nhat dinh, ngudi dan
phéi cho doi lau hon

Thué may phat di¢n

Nguoi dan khong c¢o tai
khoan VNelID hoac chua
dinh danh

Khong thuc hién duogc thu
tuc hanh chinh

Cong an xa xac minh nhan
than, cap lai ma dinh danh

Nguoi dan khong biét sir
dung dién thoai thong
minh

Khong thuc hién duogc thu
tuc hanh chinh

Poan Thanh nién hd tro
thao tac, 1ap tai khoan dich
vu cong

Nguoi cao tudi khong
biét dién bi¢u mau

Chr nhé, nhiéu muc khoé
hiéu

Giup viét ho, doc cham
ting cau hoi, giai thich rd
nghia

Nguodi dan khong biét
ding may tinh, dién
thoai

Khong biét truy cap dich vu
cong truc tuyén

Cong chuc thao tac hd,
huéng dan chup anh man
hinh dé v€ nha tham khdo

Nguoi khuyét tat nghe
noi, nhin, van dong,...

Kha néng nghe, ndi, nhin bi
han che¢, kho di chuyén

Ho tro lay glay to tu ngu’(n
than, wu tién xép hang dau

Nguoi thiéu gidy to

Khong biét noi xin bo sung

Cung cap dia chi, hudng
dan thu tuc xin gidy to con
thiéu, can bo sung

Hb so phurc tap

Khong hiéu quy dinh

Giai thich br?mg vi du cu thé,
dua tai li€u minh hoa

H6 so 16i dir liéu, tring
thong tin

Khoéng thuc hién dugc thu
tuc hanh chinh

Ghi nhn 16i, gii h¢ thong
phéan anh kién nghi

V. KINH PHi THUC HIEN

Kinh phi thuc hién dugc UBND x4 giao trong du toan chi ngan sach nam 2025

ctia Trung tdm Phyc vu hanh chinh cong va cac ngudn kinh phi hop phéap khéac (néu

cod).

VI. TO CHUC THUC HIEN
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L T6 huéng din - hd tro nghiép vu giai quyét thi tuc hanh chinh cong,
To cong nghé so cong dong:

- Phéi hop t6 chirc théng tin tuyén truyén, phod bién va hudéng dan nguoi dan
khi thuc hién thu tuc hanh chinh tai Trung tdm Phuc vu hanh chinh cong.

- Truc tiép cir can bd, cong chirc tham gia hudéng dan, hd tro nguoi dan tai
Trung tdm Phuc vu hanh chinh cong.

- Xay dung ké hoach cu thé t6 chirc “Ngay huong dan cong dan” dinh ky dé
phd bién dén ngudi dan, pho bién ndi dung hd tro va phd bién cac thu tuc hanh chinh
moi.

2. Van phong HDND va UBND:

Phéi hop vo1 Trung tdm Phuc vy hanh chinh cong theo doi, giam sat, hd tro
nguoi dan yéu thé khi thyc hién thu tuc hanh chinh.

3. Trung tam Phuc vu hanh chinh cong:

- Trién khai, quén triét dén can bg, cong chirc, nhan vién lam viéc tai Trung tam
Phuc vu hanh chinh cong biét, nghién ctru, nghiém tic thuc hién ndi dung ké hoach nay.

- Cir can b, cong chire c6 chuyén mon ciia Trung tdm phdi hop véi thanh vién
ctia T6 huéng dan - hd trg nghiép vu giai quyét thu tuc hanh chinh céng va T6 cong
nghé s6 cong dong hd tro, gitip d& nguoi dan yéu thé khi thue hién thi tuc hanh chinh
tai Trung tdm Phuc vu hanh chinh cong.

- Chuan bj day du trang t thiét bi cong ngh¢ thong tin (may tinh, may in, may
phé to, Internet...), cac biéu miu, huéng dan cu thé dé phuc vu nguoi dan.

- T chuc kiém tra, giam sat, danh gia két qua thuc hién, kip thoi diéu chinh
quy trinh néu can thiét.

- Ghi nhén s6 luong cong dan dugce hd tro, léy v kién danh gia chat lugng
phuc vu tir nguoi dan.

- Chu tri, tham muu béo cdo tinh hinh trién khai, két qua thyuc hién cho Chu
tich UBND xa.

Trén day 1a Ké hoach hudng dan, hd tro nguoi dan yéu thé, gip khé khan
trong thyc hién thu tuc hanh chinh tai Trung tdm Phuc vu hanh chinh cong xa Lac
Phuong. Yéu cau cac Phong, ban, nganh, co quan, don vi va cac t6 chic, cé nhan c6
lién quan phéi hop trién khai thyc hién./.

Noi nhin: KT. CHU TICH
- Thuong truc Dang ty Xa; K B
- Thudng trye HDND; ) PHO CHU TICH

- CT, cac PCT UBND;

- UBMTTQVN x4 va céc doan thé;

- Ban Xay dung Dang (Pang ty Xx&);

- Cac Phong, Trung tdm thuoc UBND x&;
- Thanh vién T6 CNSCD;

- Bi thu chi by, Trudng cac thon;

- Cong Thong tin dién tir X&;

- Luu: VT, VHXH.
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