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1. MUC DICH

Quy dinh cach thirc, trinh tu thuc hién thii tuc vé cong khai ban ké khai tai san thu nhap thdm
quyén giai quyét cia UBND phudng Minh Khai, quan Hong Bang, thanh phd Hai Phong.

2. PHAM VI

Quy trinh 4p dung cho viéc giai quyét tht tuc hanh chinh: cong khai ban ké khai tai san thu
nhap dugc glal quyét boi UBND phudng Minh Khai, quan Hong Bang, thanh phd Hai Phong.

3. TAILIEU VIEN DAN
- Tiéu chuin qudc gia TCVN ISO 9001:2015.

- M5 hinh hé théng quan ly chat lugng ctia UBND phudng Minh Khai

- QT.MC.01
- Céc tai licu khac theo quy dinh tai muc 5.1
4. PINH NGHIA/ VIET TAT

- UBND: Uy ban nhan dan
- TTHC: Thu tuc hanh chinh
- BP.TN&TKQ: Bo phan Tiép nhén va tra két qua

5. NOI DUNG QUY TRINH
51. COSOPHAPLY

- Luat Phong, chong tham nhiing nam 2018,

- Nghi dinh s6 130/2020/ND CP ngay 30/10/2020 vé kiém soat tai san, thu nhap ctia nguoi

c6 chue vuy, quyen han trong co quan, to chire, don vi;

Quyet dinh so 855/QD-UBND ngay 26/3/2021 cua UBND thanh phé Hai Phong vé viée
cong bé Danh muc thu tuc hanh chinh duge thay thé trong linh vuc phong, chéng tham
nhiing thudc pham vi chiic ning quan ly nha nudc nganh thanh tra trén dia ban thanh phd

Hai Phong.

5.2. THANH PHAN HO SO

TT | Tén ho so

S6 lwong | Ghi cha

L. 1. Ké hoach cong khai;

2. Vin ban phan cong thuc hién viéc ¢ong khai;
3. Danh sach va ban ké khai cong khai;

4. Bién ban cong khai va két thiic cong khai;

5. B4o céo két qua cong khai.

Céc tai liéu khac co lién quan.

01bo

5.3. TRINH TU THU'C HIEN
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Trinh tu thuc hién

- Budc 1: Hang nam, bo phan phu trach cong tac to chuc, can
bd cua UBND phuong phai xay dung, trinh ngudi ding dau
UBND phé duyét ké hoach cong khai Ban ké khai trong co
quan UBND phuong. Noi dung ké hoach cong khai Ban ké
khai bao gom:

+ Luya chon hinh thire, pham vi cong khai phu hgp véi diéu
kién, dic diém vé t6 chuc, hoat dong, quy md cua co quan
UBND phuong.

+ X4c dinh cac nhiém vu phai thyc hién: Néu cong khai bing
hinh thtrc niém yét can phai xdc dinh vi tri niém yét, danh sach
nguoi ké khai phai niém yét & tung vi tri, phuong dn bao v¢, to
chie thu nhén thong tin phan hoi, thoi gian bit dau, thoi gian
két thuc niém yét.

+ Néu cong khai bang hinh thirc cong b tai cude hop can
phai xac dinh danh sach nguoi ké khai tuong trmg véi pham vi
cong khai quy dinh tai Nghi dinh s6 130/2020/ND-CP ngay
30/10/2020 vé kiém soat tai san, thu nhép cua ngudi c6 chirce
vu, quyén han trong co quan, t6 chuc, don vi; thoi gian, dia
dlem cudc hop, nguoi chu tri, thanh phan cudc hop, td chirc
tiép nhan phan anh, trinh ty tién hanh cudc hop.

+ Thoi gian trién khai viée cong khai;
-+ Phan cong thuc hién;
+ Bién phap dam bao thuc hién.
- Bue 2: Pho bién ké hoach cong khai dugc phé duyét, kém

theo danh séch va ban sao cdc Ban ké khai gui cac don vi truc
thudc.

- Bude 3. Cac don vi thue hién ke hoach cong khai, lap bao
c4o viéc thuc hién giri vé bd phan to chire can bo.

- Buc 4: B phan phu trach cong tac to chirc, can bo tién
hanh tong hop, bao céo tinh hinh thyuc hién cong khai trong co
quan UBND phuong. !

Cach thirc thuc hién

1. Cong khai Ban ké khai bang hinh rhwc niém yét:

- Niém yét Ban ké khai duoc ap dung trong diéu kién co quan,
to chure, don vi ¢6 dia diém niém yet dam bao an toan, khong
lam mat, rach, nat va du diéu kién dé moi ngudi trong co
quan, don vi c6 thé xem cac Ban ké khai; thoi gian niém yét 1a
15 ngay lién tuc ké tir ngay niém yét.

- Pia diém niém yét:
+ Co quan, to chuc don vi quy md nho, tru s¢ lam viéc tap
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+ Co quan, to chuc, don vi quy mo 16n, ¢ nhiéu don vi truc
thudc thi niém yét tai noi lam viéc cua tung don vi truc thudc.
+ Tai mdi dia diém niém yét phai c6 ban danh sich nhiing
Nguoi c6 nghTa vu ké khai va Ban ké khai tuong tng.

- Viéc niém yét Ban ké khai phai lap thanh bién ban dé ghi
nhan dia diém niém yét, thoi diém bit dau, thoi diém két thuc
niém yét va noi tiép nhan cac y kién, cac phan anh lién quan
dén nodi dung Ban ké khai (néu co); viée 1ap bién ban phai co
su tham gia cua dai dién Ban chép hanh cong doan co quan, to
chtrc, don vi.

2. Cong khai Ban ké khai tai cudc hop:

- Viéc cong khai tai cudc hop phai dam bao céc yéu cau:

a) Cudc hop cong khai Ban ké khai phai dam bao du thoi
luong, so lugng nguoi du cudc hop t61 thidu 70% sé ngudi
thudc pham vi phai triéu tap;

b) Nguoi dugc giao nhiém vu td chttc cudc hop cé thé phan
cong mot nguoi doc cac Ban ké khai hoac tung nguoi doc Ban
ké khai ctia minh, phai ghi bién ban cudc hop vadi su tham gia
ctia dai dién Ban chip hanh cong doan co quan phuong; bién
ban cudc hop phai ghi lai nhiing y kién phan anh, thic mac va
giai trinh vé ni dung Ban ké khai (néu co);

c) Ngu0’1 dung dau UBND phuong chiu trach nhiém td chic,
kiém tra viéc thuc hién cong khai tai cudc hop; truong hop
phat hién don vi dugc giao td chuc cudc hop khong dap tng
yéu cau thi yéu cau hop lai va kiém diém trach nhiém ngudi
duoc giao to chire cude hop.

Thoi gian thuc hién

Thoi diém cong khai theo quy dinh tai Nghi dinh sO
130/2020/NDb-CP ngay 30/10/2020 vé kiém sodt tai san, thu
nhap cta nguoi co chirc vu, quyén han trong co quan, t6 chir,
don vi: dugc thuc hién trong khoang thoi gian tur sau 15 ngay
khi hoan thanh viéc kiém tra Ban ké khai quy dinh.

Két qua thuc hién
thu tuc hanh chinh

B4o cdo tinh hinh thuc hién cong khai trong co quan, t6 chuc,
don vi

Déi tuong thuc hién
thu tuc hanh chinh

Bo6 phan to chue can bd, nguoi dugc giao nhiém vu cua co
quan, to chtre, don vi ¢6 trach nhi¢m cong khai

Co quan thuc hién
thu tuc hanh chinh

Céac co quan hanh chinh nha nudc, co quan chuyén mon, don
vi su nghiép cong lap thudc co quan hanh chinh nha nudc cap
tinh, cap huyén, cap xa phai trién khai viéc cong khai tai san,
thu nhap.
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Yéu cau diéu kién
thuc hién thu tuc
hanh chinh

1. Ban ké khai cia Nguoi c6 nghia vu ké khai phai cong khai
v6i toan thé can bo, céng chire, vién chirc ciia UBND phuong.

2. Ban ké khai cua nguoi ung cur dai biéu Qudc hoi, dai biéu
Hoi dong nhan dan ngoai viéc cong khai tai noi thuong xuyén
lam vi€c con phai cong khai tai hoi nghi ctr tri theo quy dinh
ctia Hoi dong bau ctr.

3. Ban ké khai cia nguoi du kién dugce bau, phé chudn tai
Qubc hoi, Hoi dong nhan dan céng khai véi dai biéu Qudc
hoi, dai biéu Hoi dong nhan dan tai ky hop theo quy dinh cua
Uy ban thuong vu Qudc hdi, Thuong truc Hoi dong nhan dan.

4. Ban ké khai cua Nguoi ¢6 nghia vu ké khai 1a dai dién phan
von ctia Nha nuée, cua doanh nghi¢p nha nudc va gilt chirc
danh ttr Pho truéng phong va tuong duong tré [én trong doanh
nghiép c6 von gop ctia Nha nude, doanh nghiép nha nudc thi
cong khai tai co quan, doanh nghiép cur ngudi do lam dai dién.
5. Nguoi dimg dau co quan, to chire, don vi quyét dinh pham
vi cong khai, hinh thtrc cong khai (niém yét hodc cong b tai
cudc hop) Ban ké khai cua Ngudi c6 nghia vy ké khai dang
cong tac trong co quan, t6 chire, don vi do minh quan ly.

Luu y: Luu tai bo phdn chuyén mén 02 ndam, sau do chuyén leu triv chung co quan theo
quy dinh. Viéc heu trit cde bdo cdo, hé so, s6 sdach duwge thie hién theo quy dinh cuia
phdp lugt vé lieu triv va phdp ludt co lién quan.




