
TM. UY BAN NHAN DAN 
TCH 

c4.. ;  
A Pham Quang then 

UY BAN NHAN DAN 	CONG HOA xA H0 CHIT NGHIA VItT NAM 
HUYVN CAT HAI 	 Doc lap - Tu' do - FIgth phuc 

s6:45,24/QD-UBND 	 Cat Hai, ngay o23 thang AO nam 2019 

QUYET DINH 
Ban hanh Quy the to chfic va hog Ong 

cua BO phlan Tiep nh4n va Tra litt qua huyOn Cat Hai 

UY BAN NHAN DAN MAIN CAT HAI' 

Can cu LUat T6 chile chinh quy6n clia phuong; 

Can dr Nghi dinh s6 61/2018/ND-CP ngay 23/4/2018 cila Chinh ph6 ve vi6c 
• thkrc hi'en ca the mOt cira, mot cfra lien thong trong giai quyet thu -Lac hanh chinh; 

Can dr Thong to so 01/2018/TT-VPCP ngay 23/11/2018 aim Van phong 
Chinh phu. huong clan thi hanh snot so quy dinh cfra Nghi dinh so 61/2018/ND-
CP ngay 23/4/2018 cfra Chinh phu ye vi6c thvc hi'en ca che mOt cira, snot cua 
lien thong trong giai quyet thir tkic hanh chinh; 

Xet d6 nghi cila Van phong HDND va UBND huyen; Phong Tu phap tai 
Cong van so 202/TP ngay 13/9/2019 ye vi6c tham gia y lcien vao du thao,Quy6t 
dinh ban hanh Quy the chile va hog Ong dm B6 phan Tiep nhan va tra ket qua, 

QUYET DINH: 

Ditu 1. Ban hanh kern theo Quyat dinh nay Quy ch6 to chfrc va hoat d6ng 
dm B6 phan tiep nhan va tra ket qua. huy'en Cat Hai. 

Di6u 2. Quy6t dinh nay có hi6u lvc k6 to ngay 14../. 

Di6u 3. Chanh .Van phong HDND va UBND huy6n, TIM tnr6ng cac co' 
quan chuyen m6n, Chu tich Uy ban nhan clan cac xa, thi tran va cac ca quan, 
don vi, to chile, ca nhan co lien quan chin trach nhi6m thi hanh Quyet dinh nay./. 

Nai nkin: 
- UBND thanh pho; 
- Van phong UBND thanh ph6; 
- Thuong tnyc Huy6n ny; 
- Thuong tnyc HDND huy'n; 
- CT, cac PCT UBND huy6n; 
- Nhu. Di6u 3; 
- ang TTDT huy'n; 
- C, PCVP HDND va UBND huyi6n; 
- Linn VT, BP mOt ciraY  



Irk BAN NHAN DAN 	CONG HOA XA Ho CHU NGHIA VI1T NAM 
HUYVN CAT HAI 	 • D'Oc 1.4p - Ty do - Hynh pink 

QUY CHE 
To chirc va hoot Ong can Bo ph4n IV* cua huylen Cat Hai 

(Ban hanh kern theo Quy& chinh sj.45)....4/Q.D-UBND ngay ctS /40/2019 
cua Uy ban nhan dan huyen Cat Hat) 

Chuteng I 
NHVNG QUY DINH CHUNG 

Dean 1. Pharr vi ditu chinh 

Quy the nay quy dinh ve to chirc, hoot dOng BO phan Tiap nhan va tra kat qua 
huyen Cat Hai (sau day got tat la BO phan MOt cua) tong giai quyet thu -Luc hanh 
chinh thu'6c tham quyen giai quyet cua Uy ban nhan dan huyen Cat Hai. 

Dieu 2. Doi ttryng Ap dyng 

1. Can bO, cong chirc lam. viec tai BO phan MOt cad. 

2. Co.  quan chuyen mon thuOc Uy ban nhan dan huyen va cac ca quan, 
don vi, dia phuong lien quan ten dia ban huyen Cat Hai. 

3. Cac to chuc, ca nhan c6 nhu cau giai quyet thu Ale hanh chinh thuOc 
thdm quyen giai quyet cua Thy ban nhan clan huyen Cat Hai. 

Dieu 3. Nguyen tac thvc hien ca the mot cua 

1. BO phan Tip nhan va Tra kat qua huyen Cat Hai thvc hien flap nhan 
ho sa tat ca tha Ale hanh chinh thuOc tham quyen giai quyet hoac lien thong 
giai quyet cua Uy ban nhan dan huyen Cat Hai, mot so thu tuc hanh chinh 
thuOc tham quyen giai quyet hoac lien thong giai quyet caa cac ca quan dupe 
to chile theo he thong nganh dgc tai dia phuong theo chi dao cua Thu Wong 
Chinh pha, thu tuc hanh chinh thuOc- tham quyen giai quyet cua cac ca quan 
chuyen mon thuOc Uy ban nhan dan cap tinh, Uy ban nhan dan cap xa dugc 
giao tiep nhan,tai VB1g huyen Cat Hai. Cac ho sa thu tuc hanh chinh kh8ng 
tiep nhan tai,BO'phan:MOt,citakhong dugc xem xet, giai quyet. 

2. Lay su hai 	cua to chirc, ca nhan la thu6c do chdt lugng va hieu 
qua phuc vu cua can: bO; con7  g chac va cac co quan, don vi, dia phuong. 

3. Viec giai quyettha tut hanh chinh cho to chile, ca nhan theo co the 
mot cira dupe quangriap trung, thong nhat. 

4. Giai quyet thu tuc hanh chinh kip thoi, nhanh thong, thuan tien, dung 
phap luat, cong bang, binh &dug, lchach quan, cong khai, mirth bath va c6 su 
phoi hop chat the gala cac ca quan co tham quyen. 
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5. Qua trinh giai quy6t tau tuc hanh chinh dugc don d6c, ki6m tra, theo 
d'Oi, giam sat, danh gia bang cac phuang thirc khac nhau ten co kr day manh 
img dung cong nghe thong tin va c6 sly than gia cua to chdc, ca nhan. 

6. Khong lam phat sinh chi phi thkrc hi6n thu tuc hanh chinh cho to clthc, 
ca nhan ngoai quy dinh eta phap luat. 

7. Can b6, cong chirc, vien chitc, ca quan c6 tham quy6n thu:c hi'en trach 
nhi6m giai trinh ve time thi cong vu trong giai quyet thd Ale hanh chinh theo 
quy dinh cua phap luat. 

, 	8. Tuan 	quy dinh 	phap luat Via Nam va cac Dieu ugc qu6c 
to c6 lien quan den thgc hi6n ca the met cua trong giai guy& thu tuc hanh 
chinh ma- mr6c COng hoa xa h6i chu nghia Via Nam da k3i ket hoac gia nhap. 

Dieu 4. Dia diem va thbi gian hog d(ing dm Bo phlan M(it cfra 

Be phan met cfra cua I:Jy ban nhan dan huy6n dugc b6 tri tai 02 di6m: 

+ Di6m thir nhat: Ti Van phong HDND va UBND huy6n, dia chi: S6 
01, duong Ha Sen, thi tran Cat Ba, huy6n Cat Hai, thanh pho Hai Phong; 

+ Dia di6m thil 2: Tai Van phong 2 FEDND va UBND huyen, dia chi: T6 
dan ph6 Don Luang, thi tan Cat Hai, huyen Cat Hai, thanh ph6 Hai PhOng. 

Thai gian lam vi6c cua Be phan M6t cua: tix thix Hai d6n thir Sau hang 
tuan va cac ngay lam vi6c bu, trix cac ngay nghi theo quy dinh. Thai gian lam 
vi6c trong ngay nhu sau: 

Thai gian tiep nhan, tra h6 so cho to chirc, ca nhan: bu6i sang tir 7 gia 30 
phut d6n 11 gio.  00 philt va bu6i chieu 14 gia 00 phut den 16 gia 30 phut. 

Thai gian lam vilec giai quy6t nghi'ep vu khac cua Be phan M6t 	theo 
gia hanh chinh. 

Dieu 5. Trang thiet bi cua Bo phlan Mot cua 

Trang thiet bi cua B6 phan M6t cua dugc b6 tri khoa hoc, thuan lgi cho 
vi'ec tiep nhan va tra ket qua thu tuc hanh chinh, tra cum thOng tin va n6p h6 so, 
nhan ket qua cua to chiTc, ca nhan. 

Be phan MOt cua elm Uy ban nhan dan huyen dugc bo tri trang thi6t bi 
toi thieu phai dap Ung: khu vgc cung cap thOng tin, thu tuc hanh chinh (bang 
treo, Eng quyen...) darn bao nhu cau tra cum thOng tin, thil tuc hanh chinh cua 
to chirc, ca nhan; khu v1,1c tiep nhan va tra ket qua. dugc chia thanh tang quay, 
bo tri du ghe ngoi chey, ban a via danh cho to chirc, ca nhan den giao dich; lap 
dat camera theo doi town b6 khu vkic lam viec cua Be phan Mot elm c6 ket not 
voi co' quan nha nuac cap ten; may tinh de ban c6 ket not mang, din thogi co 
dinh, to dung tai li6u, quat, dieu hoa nhia dO, ban lam vi6c, nuac uong, may in, 
may photocopy, may qua dap Ung du nhu cau cho can b0, cong chuc lam vi6c 
tai Be phan M6t dm. 

, . 
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Chuung II 
TO URIC, MOI QUAN HE, NHIVM VT)., QUYEN HAN 

CiJA BO PHAN MOT CIA VA. QUYEN HAN, TRACH NHIEM 
CiJA TO CHtrC, CA NHA.' N 

DiOn 6. TO chtirc BO phan Met cira 
1. BO pilau. Met cfra do Uy ban nhan dan huyen thanh lap va giao cho 

Van phong HDND va UBND huyen to chirc, quan 13'7, hog deng theo quy dinh. 
2. Van phong HDND va UBND huyen bao dam, quart 13',  tru 	trang 

• thik bi, may moo, phan mem ling dung, he thong mang oda Be phan Met cfra. 
Dii‘u 7. Can be, ding chic lam viec tai BO phan Met cira 
1. BO phan Met cita cap huyen do met Pho Chanh Van phOng HDND va 

UBND huyen phu. trach; 
2. Cac ca quan chuyen mon thuec ty ban nhan dan huyen eir ding chCrc 

d6n lam viec; 
3. Van phng HDND va UBND huyen cir cong chic pan ly, van hanh 

tru trang thiet bi, may mot, phan mem Ung dung, he thong mang dm BO 
phan Met cira. 

Dieu 8. Phe duyet nhan sy duvc dr lam viec tai BO phan Met cfra. 
Cac co quan chuyen mon thuec Uy ban nhan dan huyen xay dung phuang 

an nhan sy gui Van phong HDND va UBND huyen tong hop danh sach nhan sir 
cu dan Be phan Met cfra trinh Chu tich Uy ban nhan dan huyen phe duyet; 

Can ,cir tinh hinh thvc t6 tai 	phuang, Chit tich Uy ban nhan dan 
huyen quyet dinh viec sap xep nhan sir lam viec tai Be phan Met cfra; 

Ngubi dUng dau Be phan Met dm la dau rnloi theo doi nhiem vi cong 
tae kiem soat thii tic hanh 

Dieu 9. Nhiem vu va quyert han BO phan Met cfra. 
1. Nhiem vu: 
a) Niem yk, cong khai day dit, kip thei danh mac, nOi dung thd tic hanh 

chinh that hien tai Be phan Met cua theo quy dinh; 
b) Huong clan, he) trg to chic, ca nhan thvc hien thd tic hanh chinh; 
c) Ti6p nhan he' sa thu tic hanh chinh day dit, hop le; giai cluyk hoac 

chuyen h8 sa den ca quan giE quyk thit tic hanh chinh va tra ket qua giai 
quy& thu tic hanh chinh cho to chic, ca nhan; 

d) Chu tri theo doi, giai sat, danh gia, don*doc cac ca quan, dan vi trong 
viec giai quyk thu tic hanh chinh theo dung quy trinh da dugc cap c6 thain 
quyen phe duyet va bao cao ket qua tiep nhan, giai quy6t thu -Luc hanh chinh; 

d) Nietn y6t, cong khai mire phi, le phi thvc hien thil. tic hanh chinh; each 
thirc thu phi, le phi va thvc hien thu phi, le phi (neu co) theo clung quy dinh; 

s e) 	tri trang thik bi 	viec tai Be phan Met cira bao dam dap ung 
yeu cau lam viec va img dung cong nghe thong tin; 
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g) Tip nhan, xir 1ST haac bao cao co' quan c6 thdm quy'n 1.5r phan anh, 
kin nghi, khiecu nai, to cao 	nhan, t8 chile doi yeii can b'9, cong chirc, 
quan co tham quyen lien quan den yiUc Huang dan, tiep nhan, giai ,quyet, 
chuy6n ho 	tra ket qua giaiquyOt 	tyc hanh chinh; chuyen 5r kien giai 
trinh cua co' quan c6 tham quyen ye cac phan anh, kien nghi, khieu nai, to cao 
den to chile, ca nhan; 

h) Phi hgp yad cac co quan, don vi c6 Hen quan de giai quy6t, tra kOt 
qua giai quyet cho to chu'c, ca nhan doi vo'i trueng hop thu tnc hank chinh giai 
quyet trong ngay ho4c cac 	tyc hanh chinh dugc giao 	quyet ho4c fly 
quyen cho cong chirc tai BO phan MOt cU:a; 

i) Chu. tri hoc phi hap yai ode co quan c6 thdm quye\n va cac co quan 
lien quan to chirc tap hudn, bOi duang nang cao trinh dO chuyen mon, nghiUp 
vu cho can bO, cong chirc dugc giao nhim vu huOng dan, tiep nhan ya tra ket 
qua giai quyet tha. ty.c hanh chinh theo the mot cfra, mot cira lien thong; 

k) Th-y:c hian cac giai phap de nang cao chdt lugng phnc vu th,chirc, ca 
nhan nhu: nOp phi va 1U phi true tuyen; thong bao thong tin giai quyet thu tyc 
hanh chinh qua din thoai; hu:ong clan neip ho sa true tuyen; 

1) Thyc hi'.6n cac nhiUm Yu khac dugc giao theo quy dinh cua phap luat. 
2. Quyen han: 
a) De nghi cac ca quan có thdm quy'en va co quan, don yi.,c6 lien quan 

cung cap thong tin, tai 	phnc 	cho cong tae huong dan, tiep nhan, giai 
quyet thu ty.c hanh chinh; 

b) Tir chOi tiep nhan cac he) sa chua Eng quy dinh (chua day diX, hap 
1"). Yeu eau cac ca quan, don vi c6 lien quan thong tin ye viec tiep nhan ya. tien 
E giai quyet thu tyc hanh chinh; En doe cac ca quan, don vi tham gia xir 15r 
ho so a den thoi han hoa.c qua thei han giai quyet; 

c) Theo EL don dOc, nhan xet, danh gia can be), cong chirc lam yiUc tai 
13() pilau MOt aim ye yiUc chap hanh thei gian lao dung, cac quy dinh cong vu, 
cong chirc, quy che van h6a cong so, nOsi quy, quy the lam yiUc; 

d) De xudt d6i mad, cai tien, nang cao chdt lugng phuc vu, thuc hiUn 
nhiUm vu dung thed han quy dinh, thuan tin cho to chirc, ca nhan; to cll.-Cm hoc 
phoi h9p to chirc thong tin, tuyen truyen ye viUc thuc hien ca the mot cfra 
trong giai quyet thu tnc hanh chinh; 

d) Thuc hien cac quy'n han khac dugc giao theo quy dinh cua phap luat. 
Ditu 10. Trach nhi§m cua nproi thing du BO ph4n M(It cira 
1. Nguoi dung du BO phan MOt cira CO trach nhiem theo quy dinh tai 

DiL 9 Nghi dinh so 61/2018/ND-CP. 
2. Niem yOt cong khai nOi quy, thOi gian tiep nhan va tra kOt qua. thu tyc 

hanh chinh d6 to chirc, ca nhan biet. 
3. Trueng h9p can bO, cong chirc lam viec tai BO phan M0t cfra de xay ra 

sai sot trong qua trinh huongsdan, tiep nhan ho so hoc gay bac 	cho to 
chirc, nhan; ngued dUng dau BO phan MOt cfra có trach nhiem xin loi to 
chdc, ca nhan bAng van ban, trong do neu fa 13'r do, each tithe khac phnc. 

t- 



Dieu 11. Tieu chuAn, thoi h4n va trach nhiem, quyen Iqi dm can be, 
ding chile lam viec tai Be ph4n Met din 

1. Tieu chuan: 
Can bO, cong chic lam viec tai BO phan MOt cfra bao dam cac tieu chuan 

quy dinh tai Khoan 1 Dieu 11 Nghi dinh so 61/ND-CP. 
2. Trach nhiem va quyen 19i en' a can bO, cong chic lam viec tai BO phanMOt cfra. 
a) Trach nhiem: 	 • 
Can bO, cong chie lam viec tai BO phan MOt cfra có trach nhiem theo 

quy dinh tai Khoan 2 Dieu 11 Nghi dinh so 61/2018/ND-CP; 
Bao cao, giai trinh nhring van ,Y6 lien quan den cong viec dugc giao tai Be 

phan MOt cfra va chiu su phan ding, chi dao cua nguoi dfing dau BO phan MOt cfra. 
b) Quyen lgi: 
Can bO, cong chile lam viec tai BO phan MOt cfra có quyen lgi theo quy 

dinh tai Khohn 3 Dieu 11 Nghi dinh so 61/2018/ND-CP. 
Duce khen thuong hoac de xuat khen thuong•khi lap thanh tich xuat sac 

trong qua trinh tiep nhan, giai quyet thd tic hanh chinh theo co' the mot cira, 
mot cfra lien thong. 

Dieu 12. Quy'en va trach nhiem cfia to chii.c, ca nhan thirc hien thii 
tuc hanh chinh 

1. Qtryen: 	 • 
a) Dugc huang clan lap h8 sa, tiep nhan ho so, nhan Giay tiep nhan ho so' 

va hen tra ket qua; 
b) Tir choi thuc hien nhfing yeu cau kh8ng doge quy dinh trong van ban 

quy pham phap luat quy dinh thu tuc hanh chinh; 
c) Phan anh, kien nghi voi cac ca quan có tham quyen ye su khong can 

thiet, tinh khong hgp ly va khOng h9p phap cua thu tic hanh chinh; 
d) Phan anh, kien nghi, khieu nai, to cao can b8, cong chile khi có can 

Cu, thing cu chfmg mirth viec huong dan, tiep nhan, giai quyet, tra ket qua giai 
guy& this tic hanh chinh khong ding quy dinh oda phap luat va hanh vi vi 
pham phap.luat khac có lien quan; 

d) Cac quyen khac theo quy dinh oda phap luat. 
2. Trach nhiem: 	, • 
a) Chiu trach nhiem ve tinh h9p phap, chinh xac oda cac giay to có trong 

h8 so' va cung cap day dit thong tin có lien quan; 
b) Khi. nhan ket qua giai guy& thd tic hanh chinh tai BO phan MOt cua 

phai mang theo Gik/ tiep.  nhan hksa va hen tra ket qua, truong h9p doge fly 
quyen phan thay thi mang them giay fry quyen cfra nguoi da dy quyen di nhan 
thay ket qua; 

c) Thuc hien day du ode quy dinh ve giai quyet thtt tic hanh chinh va cac 
quy dinh oda BO phan MOt cfra; nOp day dd cac khoan phi, le phi (neu co) theo 
quy dinh; 

d) Chiu trach nhiem truck phap luat ve hanh vi vi pham quy dinh tai cac 
Khoan 2, 3 Dieu 5 Nghi dinh so 61/2018/ND-CP va cac quy dinh khac cua 
phap luat có lien quan. 
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ChuTing HI 
PHA1VI VI TIEP NHA....N VA QUY TRINH GIAI QUYET 

TIlt:1 TUC HANH CHINH 

Dieu 13. Pharr vi flip nh4n thu tic hanh chinh tai Bt) ph4n Mot cua 

BO,phan MOt 	thyc hien tiep nhan sa tat ca thu Axe hanh chinh thu9c 
thln quyen giai quyet hoac lien thong giai quyet cua Uy ban nhan dan huyen, mot 
so thu rue hanh chinh thuec tham  quyen giai quyet hoSc lien thong giai quyet cua 
cac ca quan dugc to chile theo he thOng nganh d9c tai dia phuang theo chi dao 
dia. Thu. tu:6ng Chinh phit, thit tuc hanh chinh thuOc tham quyen giai quyet cua 
cac ca quan chuyen mon thuec Uy ban nhan dan cap tinh, Uy ban nhan clan cap 
xa dugc giao tiep nhan tai Uy ban nhan dan huyen. 

Dieu 14. Hailing dan ke khai, chuAn bi ho so' thnt hien thii tuc hanh chinh 

1. Try:Ong hgp to eh-Cm, ca nhan yeu cAu huong dan thyc hien thil Ale 
hanh chinh thi cong chile dugc giao nhiem vu huong clan cac not dung sau: 

a) Thanh phAn ho sa, se lugng bO hO so ma to chirc, ca nhan phai n8p khi 
giai quyet thu. tuc hanh chinh; 

b) Thei gian, thei han va quy trinh giai quy& thu tuc hanh chinh; 	 N 

c) Mirc phi,,  le phi va each fink nep cac loci phi, le phi hoac 	vu 
tai chinh lchac (neu c6); ••ii  

d) Hiving clan cac loci bieu ink lien quan; 

d) Cung cap cac thong tin., tad lieu lien quan den vies thyc hien thu tuc 
hanh chinh khi to chirc, ca nhan yeu cau theo quy dinh; 

N'ei dung huong clan phai ban dam chinh xac, dA3 	cu the theo,  quy 
dinh tai van ban quy pham phap lust clang co hieu 	Quyet clinh cong bo thu 
tuc hanh chinh cua ca quan co tham quyen. Trong trueng hgp huong clan true 
tiep tai BO phan MOt cua thi vi'ec huong dan phai dugc thyc hien bang Phieu 
huong clan theo quy dinh. 

2. Tnremg hgp khi to chirc, ca nhan nOp h8 sa giai guy& thu tuc hank 
chinh con thieu thanh phan hO sa theo quy dinh hoac chua cung cap day cau 
thong tin theo bieu mau thi cong chirc tiep nhan ho sa co trach nhiem huong 
dan to chirc, ca nhan bo sung day du met lan, chinh xac bang Phieu huong dan 
bo sung h8 so (theo Mau so 02-Thong tw so 01/2018/TT-VPCP cua Van phong 
Chinh phu). NOi dung,  huong dan phai neu fa chi tiet Van ban, not dung can 

i dieu chinh hoac sira doi, bO sung (khong huong clan theo huong trich clan not 
dung van ban quy pham phap lust chuyen nganh). 

3. NOi dung hu6ng dan to chirc, ca nhan thyc hien thir tuc hanh chinh 
phai dugc luu tai BO phan MOt cua cie Iciem tra, doi chieu. 

4. Cach thirc huong clan to chirc, ca nhan thyc hien thil tuc hanh chinh va 
bo sung tint' tuc hanh chinh dugc thyc hien theo quy dinh tai Khoan 2 Dieu 15 
Nghi dinh so 61/2018/ND-CP. 



Dieu 15. Cach thtic to ak, ca nhan 'n§p he so', nh4n Wet qua giai 
quyet thii tic hanh chinh 

1. Trvc tiep tai BO phan Met dm; 

2. Thong qua Bich vu buu chinh cong ich (trio cac thii tic hanh chinh 
thuec danh muc khong thvc hien qua dich vu buu chinh cong ich theo quy 
dinh); qua don vi. thue dich vi cua doanh nghiep, ca nhan hoac uy quyen theo 
quy dinh cua phap luat; 

• 3. Thong qua dich vu cong trirc tuyen. 

Dieu 16. Tiep nhan ho scr thii tvc'hanh chinh 

1. Tiep nhan he sa thu tic hanh chinh Ulm tiep tai Be phan Met cira va Tel) 
nhan qua dich vi buu chinh cong ich theo quy dinh tai Dieu 16 Quy the nay. 

a) Cong chirc tiep nhan ho so tai BO phan Met cua kiem tra tinh chinh 
xac va day du cita ho so. Neu ho,  sa day du, chinh xac thi cong chile lap Giay 
tiep nhan ho so va hen ngay tra ket qua theo quy dinh; 

Mei ho sa thu. tic hanh chinh sau lchi dirge tiep nhan se dugc cap met 
Ma so h6 so duge ghi,trong Giay tiep nhan ha, so va hen tra ket qua. TO. chirc, 
ca nhan sir dung ma so ho sa de tra cite tinh trang giai guy& thit tuc hanh chinh 
tai Cong Dich vu cong Quoc gia, COng Dich v1,1 cong cap be, cap tinh. 

b) Trueng hop he sa chua day du, chua chink xac theo ciuy dinh, cong 
chirc tiep nhan he sa huong dante chirc, nhan be sung, hoan thien ho so 
theo quy dinh tai Dieu 15 Quy the nay; 

c) Trueng hop he so khong thuec tham quyen tiep nhan tai BO phan Met 
cira thi cong chile tiep nhan ho so tit choi tiep nhan hoto theo mau quy dinh, 
trong do nett re 1 'Y do to chOi tiep nhan va huong dan to chirc, ca nhan den co 
quan co tham quyen giai quyet; 

d) Sau khi tiep nhan he) so theo dung quy dinh, cong chirc nhap thong tin 
vao so theo doi ho so theo quy dinh va He thong Met cira dien tu. 

2. Doi voi cac truong hgp thu tic hanh chinh co quy dinh phai tra ket qua 
giai quyet trong ngay lam vice thi cong chic tiep nhan ho so khong phai lap 
Giay tiep,  nhan ho sa va hen tra ket qua nhung phai cap nhat thong tin, tinh hinh 
giai quyet ho so vao he thong thong tin Met cira dien dr. Trong trueng hop to 

ca nhan có yeu cau cung cap Giay tiep nhan h6 so va hen tra ket qua thi 
cong chic, vien chirc tiep nhan ho so phai cung cap cho nguOi nep h8 so. 

3. Tru:Ong h9p cong chirc tai Be phan Met cira duct co quan có tham %wen 
phan cong, ity quyen giai quyet thi thvc hien theo quy dinh tai Dieu 19 Quy che nay 
va cap nhat tinh hinh, ket qua giai quyet vao He- thong Met cira dien tir. 

Dieu 17. Chuyen he so' den ccr quan co tharn quyen giai quyet 

Ngay sau khi tiep nhan he sa this tic hanh chinh; cong chile tiep nhan 
chuyen ho so den co quan co tham quyen nh-u: sau: 



1. Wei voi h8 so dugc tiep nhan trirc tier, tai Be phan MOt cua va tiep 
nhan thong qua dich vu buu chinh ding ich 

a) Cong chirc chuyen WO so giey d'a,tiep nhan true tiep trong ngay lam 
viec den,  ca ,quan co tham quyen giai quyet va lap phieu kiem scat qua trinh 
giai Twat hO so. Doi vai ho so tiep nhan tir sau 15 gib' hang ngay thi chuyen 
vao dau gia ngay lam viec tiep theo de xir VT; 

b) Viec chuyen h8 so gidy dugc tlurc hien thong qua dich vi buu chinh 
cong ich hoac cat loaf hinh dich vi khac bao dam tiet kiem, hieu qua, an toan 
ha so, tai lieu. 

2. D8i vai h6 so dugc tiep nhan thong qua dich vu cong try:c tuyen, cong 
chirc chuyen du lieu ho so dien to den ca quan co tham quyen giai quyet 
-Luc hanh chinh thong qua ket not gift dich vu cong flue tuyen va He thong 
MOt cira dien 

Ditu 18. Giai quy6t thii tic hanh chinh 

1. Sau khi nhan dugc h6 so thuOc th.em quyen giai quyet, ngueri citing d'au co 
quan chuyen mon, don. vi phan cong cong chu'c, xem xet, tham dinh de giai quyet. 

Truerng hop tiro'. tic hanh chinh khong quy dinh phai tham tra, xac 
minh ho so, lay y kien cua co quan, to chirc, co lien quan, can bO, cong chdc, 
vien chirc dugc giao xer VT ho so tham dinh, trinh cap co tham quyen quyet 
dinh; cap nhat thong tin vao He thong thong tin mot cua dien tir' ; tra ket qua 
giai quyet thu tic hanh chinh; 

b) Truong hop thu tic hanh chinh c6 quy dinh phai thAm tra, xac minh 
ho so. Neu qua tham tra, xac minh, ho so du dieu kien giai quyet thi cong chile 
tham muu trinh cap co tham quyen xem xet, quyet dinh trong thai han giai 
guy& theo quy dinh; 

Trueng hop, qua than tra xac minh, ho so khong du dieu kien de giai 
quyet thi co quan giai quyet thu tic hanh chinh thOng bao ch'Oi giai quyet 
bang van ban, trong do neu ro VT do tir chOi giai quyet. Van ban thong bao ter 
choi giai quyet dugc cap nhat vao muc ket qua giai quyet ten He thong M8t 
cua dien ter. Thai han thong bao tir choi giai quyet h8 so phai trong thai han 
giai guy& thu tic hanh chinh theo quy dinh; 

Trong truong hop tra lai h6 so va yeu cau b13 sung hoac lam lai cac tai 
lieu, not dung lien quan thi ca quan giai quyet thu tic hanh chinh phai neu cu the 
theo mau Phieu huong dan, be, sung ho so, chuyen ye BO phan MOt cua de thong 
bao den to chirc, ca nhan hoan thien ho so, nOp lai qua BO phan,MOt dm. NOi 
dung huong danbo sung ho so phai ro rang, cu the, neu ro chi tiet van ban, not 
dung can dial chinh hoac sira doi, bo sung (khong huong dan theo huong chi 
trich dan not dung van ban quy pham phap lust chuyen nganh). Thai gian tra lai 
h8 so la khong qua 03 ngay ke ngay tiep nhan h6 so, trir truang hop phap luat 
chuyen nganh c6 quy dinh cu the ye thai gian tra lai ho so. Thai gian giai quyet 
thd tic hanh chinh dugc tinh lai dr dau ke khi nhan dugc h6 so hop le. 



c) Qua trinh tham tra, xac minh dugc lap thanh he so, luu tai Ca quan giai 
quyet va cap nhat ket qua giai quyet vao He th8ng Met cfra di'n dr. 

2. Twang hgp hO sa thit tuc hanh chinh phai lay 3'r kien cua cac ca quan, 
don vi lien quan 

a) Ca quan, dan vi chit tri giai quy6t this tuc hanh chinh giri van ban phi 
hgp xir 13'r den cac ca quan, don vi co lien quan de tham gia 3'r lcien hoac tham 
dinh nei dung trong khoang thai gian cu the (ca quan, don vi chit tri neu ro thed 
han trong van ban) trugc khi trinh ca quan co tham quyen xem xet, guy& dinh; 

b) Qua trinh lay y kien va nei dung tham dinh cua cac ca quan, don vi co lien 
quan phai dugc ca quan, don vi chi]. tri cap n114 day du trenM thong Met cfra din tir; 

c) Cac co quan, don vi dugc lay Si kiL c6 trach nhiem tra Rd cac nei 
dung dugc ca quan, don vi chiit tr.' lay Si kien trong thi han quy dinh va cap 
nhat nei dung, ket qua tham gia y kien -ten M thong Met cit'a din tir; 

d) Sau khi nh4n dugc y kiL gop y, tham dinh; ca quan, don vi chit tri c6 
trach nhim tong hgp va trinh ca quan c6 tham quyen xem xet, quyet dinh. 
Trong throng hgp co quan, don vi dugc lay 3", kien khong co van ban tra 1oi thi 
ca quan, don vi chit tri bao cao co quan tn,Tc ties') cap tren de chi dao, xu 13'T va 
thong bao cho nguai dimg dau Be phan Met cfra ye sg cham tre trong qua trinh 
phoi hgp giai quyet this tuc hanh chinh. 

3. Doi vai cac ho sa gua han giai quyet thvc hien theo quy dinh tai 
Khoan 9 DiL 19 Nghi dinh so 61/2018/ND-CP. 

Thai gian hen lai tra k'k qua khong.  qua 1/3 (met phan ba) thi gian giai 
quyet thit tuc hanh chinh theo quy dinh. 

Dieu 19. Tra he so', Wet qua giai quyet thil tic hanh chinh 

1. V* tra ket qua giai quyet thit tuc hanh chinh dugc thgc hien theo quy 
dinh tai Dieu 20 Nghi dinh so 61/2018/ND-CP. 

2. Trong truang h9p, ho sa dang trong thed gian giai quyet nhung to 
°hire, ca nhan c6 yeu.cau xin rut ho sa thi co quan c6 tham quyen giai quyet 
thta tuc hanh chinh thong bao tra lai ho sa theo yeu cau cua to chi c, ca. nhan. 
Van ban thong bao tra ket qua giai quyet thu -Luc hanh chinh dugc cap nhat vao 
nip tra ket qua tren He thong Met cfra din 

Dieu 20. Trach nhiem cua cac co quan, to chic, ca nhan có lien quan 
trong viec giai quyet ho so', ket qua bi sai, bi mat, bi that 14c ho4c bi hu' 
Wong va chlam tra Wet qua 

Cac co quan, to chirc, ca nhan c6 lien quan trong vies giai quyet ho so, 
ket qua bi sai, bi mat, bi that lac hoac bi hu hong holac chain tra ket qua thvc 
hilen'theo quy dinh tai Drell 21 Nghi dinh so 61/2018/ND-CP. 

Dieu 21. Phtrung &tic Op phi, le phi 

Phuong thirc nep phi, le phi trong giai quyet thu tuc hanh chinh thvc 
hien theo quy dinh tai Dieu 22 Nghi dinh so 61/201.8/ND-CP. 
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Di.eu 22. Ho so' ltru fru• trong qua trinh tiep nhan, giai quytt thii tuc 
hanh chinh theo co' che mot cira, mot cfra lien thong 

1. Luu tru tai BO ph:an MOt cira; 

a) Giay tip nhan ho so va hen tra k6t qua; 

b) Bien ban ban giao he) so (tit cac ho so dugc quy dinh tip nhan h(;:)• so 
din tir, trgc tuyen); 

c) Van ban xin 18i dm BO phan MOt cfra va cila co quan c6 than quyL 
giai quyet thu tuc hanh chinh (neu c6); 

d) PhiL hu6ng dan thlic hiL thu tuc hanh chinh va PhiL huong dan b6 
sung h6 so (k6 ca PhiL huong dan bo sung hO so cua ca quan co thAm quy'L 
giai quy6t thfi tuc hanh chinh); 

d) Van ban thong bao tir ch6i giai quyOt thu tuc hanh chinh (nL co); 

e) Cac van ban, tai lieu khac co lien quan trong qua trinh tiep nhan, giai 
quy6t thu tuc hanh chinh. 

2. Luu frit tai ca quan c6 tham quyen giai quyet this tuc hanh chinh 

a) WO so cua to chirc, ca nhan (ban ge)c ho4c file Scan, sao chup theo quy dinh); 

b) Bien ban ban giao h6‘ so (tria: cac h'6 so duoc quy dinh tip nhan h6 so 
din tir, trgc tuyen); 

c) Van ban xin 16i (neu co. ); 

d) Phi6u huong dan b6s sung ho so (nL c6); 

d) K6t qua giai guy& thil tuc hanh chinh; 

e) Van ban, tai lieu tham tra, xac minh he) so (n6u c6); 

g) Cac van ban, tai lieu khac c6 lien quan trong qua trinh giai guy& thu 
tuc hanh chinh. 

Chuumg IV 
RANH GIA VItCGIAI QUYET THU TUC HANH CHiNH 

, 
Dieu 23. Tham qUyen danh gia viec giai quyet thii tuc hanh chinh 

1. Cac co quan, don vi c6 tham quy'en giai quy6t thu tuc hanh chinh to 
danh gia vi& thu:c hiL cua ca quan, don vi minh. 

2. T6 chdc, ca nhan den giao dich, thvc hilen thu tic hanh chinh danh gia 
chat luong va tien dO giai quyet thu tuc hanh chinh. 

4. Van phong HDND va UBND huyL tong  hop, tham muu ty ban nhan 
dan huy'n danh gia chat luang giE quyet thu tuc hanh chinh thuOc tham quyen 
tik nhan, giai quyet cua cac Phong chuyen mon thuOc tJ' y ban nhan dan huyIL, 
cac co quan, don vi lien quan va Uy ban nhan dan cac xa, thi tran. 

5. Cac to chirc chinh tri - xa hOi va cac to chirc khac c6 chirc nang lien 
quan thirc hiL viec danh gia thu tuc hanh chinh thong qua viec to chic dieu tra 
xa hOi hoc theo not dung, ke hoach va chuong trinh da dugc duy'4 
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Dieu 24. Nguyen fit danh gia 

Thvc hien theo quy dinh tai Dieu 27 Nghi dinh s6 61/2018/ND-CP. 

Dieu 25. Phuceng fink thu th4p thong tin danh gia chat luvng giai 
quyet thit ttic hanh chinh 

Thvc hien theo cac quy dinh tai Dieu 29 Nghi dinh so 61/2018/ND-CP. 

Dieu 26. Danh gia not bo ye viec giai quyet thu tic hanh chinh 

Viec danh gia nOi 1)0 doi Vgi viec giai 5uyet thu tqc hanh chinh dugc 
thvc hien theo quy dinh tai Dieu 30 Nghi dinh so 61/2018/ND-CP. 

Dieu 27. Dinh gia cua to chk, ca nhan ye giai guy& thu tic hanh chinh 

Thvc hien theo quy dinh tai Dieu 31 Nghi dinh s6 61/2018/ND-CP. 

Dieu 28. XirlSiket qua danh gia 

Thvc hien theo quy dinh tai Dieu 32 Nghi dinh so 61/2018/ND-CP ya 
Dieu 13,14,15 Thong to so 01/2018/TT-VPCP. 

Chuvng V 
TO CHtt THVC HIVN 

Dieu 29. TO chfic thtfc hien 
1. Cac co. quan chuyen mon thuOc ty ban nhan dan huyen, cac ca quan, 

don vi lien quan va can b0, tong chirc lam viec tai BO phan MOt cfm cap huyen 
c6 trach nhiem thvc hien nghiem cac quy dinh tai Quy the nay; 

2. Trong qua trinh tri6n khai thvc hien, neu c6 lcho khan, vuong mac 
phat sinh hoac not dung nao chua phu hop vgi tinh hinh that to can sila doi, bo 
sung thi ngu6i clungTau cac co' quan, don vi c6 Van ban phan anh ye Van. 
ph6ng FIDND ya UBND huyen de tong h9p, bao cao trinh Uy ban nhan clan 
huyen xem xet, giai quyet./. 
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