UBND XA TRUONG TAN CONG HOA XA HOI CHU NGHIA VIET NAM

TO CONG TAC Déc 1ap — Tu do — Hanh phic
$6:231 /KH-TCT Truong Tan, ngay 20 thang 7 nam 2026
KE HOACH

Hwéng din, hé tre  thii tuc hanh chinh, chiing thuc chir ky cho ngudi yéu
the, gia ca, ngwoi bénh nang, ngwoi khuyet tat hodc kho khan trong di lai

Cin ctr Cin ct Pé An sd 06/DA-PU ngay 15/11/2025 cia Pang uy xa
Truong Tan ban hanh D& An vé Xay dung chinh quyén than thién giai doan
2025-2030; Ké hoach s6 152/KH-UBND ngay 31/12/2025 cuia UBND x4
Truong Tan vé viéc Trién khai Pé an “Chinh quyén than thién giai doan 2025-
2030 trén dia ban xa Truong Tan.

Thuce hién Quyét dinh s6 1092/QB-UBND ngay 17 thang 7 nim 2026 cta
UBND x4 Trudng Tan vé viéc thanh 1ap T6 cong tac huéng dan, hd tro tha tuc
hanh chinh, chung thuc chit ky cho nguoi yéu thé, gia ca, nguoi bénh nang,
nguoi khuyét tat hoic khé khin trong di lai trén dia ban xa (sau day goi tat 12 To
cong tac); To cong tac xay dung ké hoach t6 chuc thyc hién, cu thé nhu sau:

I. MUC PiCH

- Pam bao moi ngudi dan, dic biét 1a ngudi yéu thé (nguoi cao tudi,
nguoi khuyét tat, ngudi dan toc thiéu sb, nguoi it hiéu biét vé cong nghé thong
tin, ho nghéo, ho can ngheo...) duogc tiép can va thuc hién tha tuc hanh chinh,
dich vu hanh chinh cong mot cach thuan tién, minh bach, nhanh chong, dtng
quy dinh.

- Nang cao chat lwong phuc vu cua Trung tam Phuc vy hanh chinh cong
xa Truong Tan, tao moi truong lam viéc than thién, gan giii, minh bach, hiéu
qua.

- Tang cudng hiéu suat, hiéu qua hoat dong caa Trung tdm Phuc vy hanh
chinh coéng xa.

- Bay manh ung dung cong nghé thdng tin, cai cach hanh chinh, tng dung
cong nghé phuc vu nguoi dan. Gop phan thyc hién muc tiéu cai cach hanh
chinh, chuyén doi so6 va Chinh quyeén than thién trén dia ban.

II. POI TUQNG HO TRQ

- Nguoi cao tudi, nguoi gia sic khoe yéu.

- Nguoi khuyét tat (gip kho khan trong van dong, nghe, néi, nhin...).

- Nguoi dan toc thiéu s6 gap kho khin vé ngdn ngit (néu c6), ¢ nhu cau
den Trung tdm Phuc vu hanh chinh cong phuong dé thuc hién thu tuc hanh
chinh lién quan.

- Nguoi khong thanh thao cong nghé thdng tin, kho su dung dich vu cong
truc tuyen.
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- Nguoi dan thudc ho ngheo, ho can ngheo, c6 hoan canh khé khan...
I11. NOI DUNG
Céc tinh hubng phai thuc hién hoat dong hd tro

1. Tinh huéng 1. Doi véi nguoi gia, nguoi khuyét tat, di lai kho khan
khong thé dén Trung tam dé thuc hién cac TTHC

1.1. Nam théng tin qua phan anh cua nhan dan, nguOI than, to cong nghé
s6 cong dong & thon....vé cac truong hop ngudi gia, ngudi khuyét tat ¢6 nhu cau
thuc hién cac TTHC.

1.2. T6 chirc cOng tac huéng dan, hd trg luu dong (gom cac thanh vién T
huéng dan, hd trg va thém thanh vién To6 cong nghé s6 cong dong & cac thon
twong ung) thuc hién viéc huong dan, hd tro tan nha cho cong dan.

1.3. Noi dung ho tro tai nha

- Truc tiép huéng dan ké khai, nop ho so trén cong dich vu cong.
- Giai dap thic mac, hd tro ky thuat co ban.

- Mang theo to roi, tai liéu huéng dan in san.

- bac biét, trién khai phuong an “phuc vy tai chd, tron go6i” va cho phép
th,énh yién T6 hudng dan, ho tro thuc‘hién ghﬁ tuc truc tuyén thay cho nguoi dan
yeu thé (co uy quyén hop phap) khi can thiét.

1.4. Trang thiét bi chuan bi
- May tinh xach tay.
- bién thoai théng minh c6 phat song 4G/5G.

2. Tinh huéng 2. Khi nguoi cao tudi, di lai kho khan dén Trung tdm thuc
hién tha tuc hanh chinh

2.1. Yéu cau dit ra

- Bam bao tiép dén than thién, wu tién phuc vy nhanh chéng.

- HG tro di lai, huéng dan tha tuc rd rang, dé hiéu.

- Bam bao quyén loi cia nhom ddi tugng yéu thé theo quy dinh phap lut.

2.2. Cach xur ly tinh hudng

2.2.1. Tiép don

- Cong chuc tai Trung tam Phyc vy Hanh chinh cdng nhanh chong ra chao
hoi, don tidp.

- Huéng din ngudi than hoac hd tro truc tiép duwa ngudi cao tudi vao khu
vuc uu tién.

2.2.2. Hb trg lam thu tuc

- Sir dung ngdn ngir rd rang, cham réi; c6 thé Iap lai ndi dung néu nguoi
cao tudi chua nghe ro.



3

- Hd tro ké ban hd so & vi tri thuan tién.

- Néu can, hd tro viét ho hodc dién mau biéu dya trén thong tin do ngui
dan cung cap.

2.2.3. B6 tri uu tién giai quyét

- Xép ho so vao dién “giai quyét ngay” dé giam thoi gian cho.

- Huéng dan rd thoi gian nhan két qua, wu tién gt két qua qua buu chinh
cbng ich néu ho kho khan trong viéc di chuyeén.

3. Tinh huéng 3. Nguai khong biét chit hoic kha tiép can céng nghé
3.1. Tiép nhan va danh gia nhu cau
- Chu ddng héi tham, xac dinh rd loai thu tuc ngudi dan can giai quyét.

- Panh gid mirc do hd tro can thiét (hd trg doc — Viét, hd tro thao tAc may
tinh, hudng dan quy trinh).

3.2. Hb tro tai chd
3.2.1. Béi voi nguoi khong biét chir

- Cong chure Trung tdm dugc phén cong hudng defm doc noi dung hd so,
giai thich rd rang, d¢ hiéu, tranh thuat ngi phap ly kho hiéu.

- Néu phai ky, huéng dan diém chi (lan tay) ding quy dinh.
- C6 thé moi thém nguoi 1am ching (néu tha tuc yéu cau).
3.2.2. Béi voi nguoi kho tiép can cong nghé

- Tryc tiép hd tro thao tac trén cong dich vu cong hoic may tinh tai Trung
tam.

- Giai thich timg budc dé ngudi dan hiéu quy trinh.
- Néu nguoi dan c6 dién thoai thong minh, cai dit va huéng dan co ban.

4. Tinh hudng 4. Khi nguoi khuyét tat (van dong, thi luc, nghe néi...) dén
Trung tdm thuc hién TTHC

4.1. Nhan biét va tiép can ban dau

- Quan sat, nhan biét dau hiéu nguoi khuyét tat (hoac théng tin tir nguoi di
cung).

- Chu @ong chao hoi, gioi thiéu tén va chac danh, hoi vé nhu cau hd tro.
- Sur dung thai do ton trong, binh tinh, nhe nhang.
4.2. B tri hd tro vat ly
- Nguoi khuyét tat van dong: Ho tro di chuyén bang xe lan, bé tri ban tiép
nhan phu hop.
- Nguoi khiém thi: D& nghi hd tro dan dwong, ding I6i n6i md ta huong
di, bo tri cho ngoi gan.
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- Nguoi khiém thinh/khé néi: Dung bang viét, cir chi.

4.3. H6 trg lam thu tuc

- Giai thich quy trinh TTHC bing ngdn ngit dé hiéu, téc do cham, r6 rang.
- H tro dién mau, doc hd so hodc nhap théng tin vao hé théng néu can.

- V6i nguoi khiém thi, doc rd noi dung; véi nguoi khiém thinh, dung van
ban hoac ngbn ngir ky hiéu.

4.4. Uu tién xir ly ho so
- Cap sb thir tu wu tién dé giam thoi gian cho.
- Cho phép nguoi hd trg di cing thyc hién mot s thao tac thay mat néu
c6 giay uy quyeén hoac dugc nguoi khuyet tat dgong y.
4.5. Hoan tat va hudng dan tiép theo
- X&c nhan lai véi ngudi khuyét tat rang ho so di tiép nhan/giai quyét
xong.
- Hudng dan cach nhan két qua (truc tiép, qua buu dién, hoic truc tuyén).
- Cung cap sb dién thoai hd tro khi can tra ciu tién do.
*Luu y:
- Luon dam bao tinh bao mat thong tin ca nhan khi hé tro.
- Khong ky thay, viét thay néu khong cé ty quyén hop phap.
- Kién nhan, giir thai do tén trong, tranh gay ap luc hodc 1am nguoi dan
cam thay tu ti.
IV. KINH PHI
_ Kinh phi t6 chirc thyc hién cong tac hudng dan, hd tro cia To cong tc tir
nguon ngan sach nha nudce cap va cac nguon kinh phi hop phap khac.
V. PHAN CONG NHIEM VU
1. To truong: Chiu trach nhiém truéc Chu tich, Uy ban nhan dan x& vé to
chuc hoat dong cua To cong tac; yéu cau thuc hién nhiém vu, bdo cao két qua

thuc hién nhiém vu caa cac To pho, thanh vién To cdng tac, trén co so két qua
do dinh ky béo cao vai Cha tich UBDN xa.

2. T pho Thuong tryc: Tham muu véi T6 trudng xay dung ké hoach to
chuc thuc hién hoat dong caa T6 cong tac dam bao phu hop véi tinh hinh thuc
té, hiéu qua; Tryc tiép phan coéng, phan nhiém cho cac thanh vién t6 cong tac
hoat dong c6 hiéu qua theo tirng thang trong nam; Ph0| hop véi cac T6 pho don
dbc viéc thuc hién nhiém vy caa cac thanh vién trong to.

- 3.Cac T6 pho: Phéi hop véi T6 pho Thuong truc t6 chuc hoat dong cua
T6 cdng tac dang quy dinh, hiéu qua; don doc cac thanh vién trong to thuc hién
nhiém vu duoc giao.
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4. Céc thanh vién: Trién khai, thuc hién tot cac nhiém vu do T6 cdng tac
da phan cong; kip thoi phan anh nhimg kho khan, vuéng mac cac tinh hu0ng
phat sinh, dé& xuét, xin y kién T6 truong, T6 pho To hudng dan, hd trg dé thuc
hién.

5. Céc thanh vién T6 cong nghé s6 cdng dong cac thon: Thyc hién nhiém
vu dugc giao khi T6 céng tac phan cong.

Trén day la K& hoach t6 chic thyc hién huong dan, hd tro thi tuc hanh
chinh, ching thuc chir ky cho nguoi yeu the, gia cd, ngudi bénh ndng, nguoi
khuyeét tat hoac kho khan trong di lai trén dia ban xa Truong Tan./.

Noi nhan: TM. TO CONG TAC
- Lanh dao UBND x4; TO TRUONG
- C4c co quan, don vi lién quan; G T4
- T6 Cong nghé s6 cong ddng céc thon;
- Céc thon trén dia ban;

- Céng Théng tin dién tir cua X4;

- Luu: VT, VHXH.

. éU TICH UBND
Nguyén Xuan Tho
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