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-------
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	Số: 410/QĐ-UBND
	Hòa Bình, ngày 01 tháng 03 năm 2019


QUYẾT ĐỊNH
VỀ VIỆC CÔNG BỐ DANH MỤC THỦ TỤC HÀNH CHÍNH ĐƯỢC CHUẨN HÓA THUỘC PHẠM VI CHỨC NĂNG QUẢN LÝ NHÀ NƯỚC CỦA THANH TRA TỈNH HÒA BÌNH
CHỦ TỊCH ỦY BAN NHÂN DÂN TỈNH HÒA BÌNH
Căn cứ Luật Tổ chức chính quyền địa phương ngày 19/6/2015;

Căn cứ Nghị định số 63/2010/NĐ-CP ngày 08/6/2010 của Chính phủ về kiểm soát thủ tục hành chính; Nghị định số 92/2017/NĐ-CP ngày 07/8/2017 của Chính phủ sửa đổi, bổ sung một số điều của các Nghị định liên quan đến kiểm soát thủ tục hành chính;

Căn cứ Thông tư số 02/2017/TT-VPCP ngày 31/10/2017 của Bộ trưởng, Chủ nhiệm Văn phòng Chính phủ hướng dẫn nghiệp vụ về kiểm soát thủ tục hành chính;

Căn cứ Quyết định số 3164/QĐ-TTCP ngày 26/12/2017 của Tổng Thanh tra Chính phủ về việc công bố thủ tục hành chính được chuẩn hóa thuộc phạm vi quản lý nhà nước của Thanh tra Chính phủ;

Xét đề nghị của Chánh Thanh tra tỉnh tại Tờ trình số 106/TT-TTr ngày 20/02/2019,

QUYẾT ĐỊNH:
Điều 1. Công bố kèm theo Quyết định này danh mục thủ tục hành chính (19 thủ tục) thuộc phạm vi chức năng quản lý nhà nước của Thanh tra tỉnh Hòa Bình.

- Bãi bỏ 19 thủ tục hành chính đã được công bố tại Quyết định số 1838/QĐ-UBND ngày 19/7/2016 của Chủ tịch UBND tỉnh Hòa Bình

(Có phụ lục chi tiết kèm theo)
- Phụ lục Danh mục và nội dung cụ thể của thủ tục hành chính tại Quyết định này được đăng tải trên Trang Thông tin điện tử của Văn phòng UBND tỉnh, chuyên mục “Văn bản/Quyết định” tại địa chỉ: http://vpubnd.hoabinh.gov.vn/.

Điều 2. Quyết định này có hiệu lực thi hành kể từ ngày ký.

Điều 3. Các thủ tục hành chính công bố tại Quyết định này được thực hiện tiếp nhận, trả kết quả tại Thanh tra tỉnh, các Sở, Ban, Ngành, Ủy ban nhân dân các huyện, thành phố, Ủy ban nhân dân các xã, phường, thị trấn kể từ ngày ký.

- Giao Văn phòng Ủy ban nhân dân tỉnh chủ trì, phối hợp với Thanh tra tỉnh, Sở Thông tin và Truyền thông đăng tải đầy đủ nội dung cụ thể của từng thủ tục hành chính công bố tại Quyết định này trên Cổng Thông tin điện tử tỉnh, Trang Thông tin điện tử của Sở, Ngành liên quan.

- Giao Thanh tra tỉnh chủ trì, phối hợp với Văn phòng UBND tỉnh và cơ quan có liên quan, căn cứ Quyết định này xây dựng quy trình nội bộ giải quyết thủ tục hành chính thuộc phạm vi chức năng quản lý. Thời gian trước ngày 15/3/2019.

Điều 4. Chánh Văn phòng UBND tỉnh, Chánh Thanh tra tỉnh, Giám đốc các Sở, Thủ trưởng các Ban, Ngành, Chủ tịch UBND các huyện, thành phố, Chủ tịch UBND các xã, phường, thị trấn chịu trách nhiệm thi hành Quyết định này./.
	
Nơi nhận:
- Như Điều 4;
- Cục Kiểm soát TTHC - VPCP;
- Chủ tịch UBND tỉnh;
- Chánh VP, Phó CVP Bùi Quang Toàn;
- Cổng Thông tin điện tử tỉnh;
- Trung tâm TH&CB tỉnh;
- Trung tâm PVHCC tỉnh;
- Lưu: VT, KSTT (H. Thành 22b)
	CHỦ TỊCH




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

TINH HOA BINH Poc 1ap - Tu do - Hanh phiic
S6: 410 /Qb-UBND Hoa Binh, ngay 01 thang 03 ndm 2019
QUYET PINH

Veé viéc cong bé Danh muc thi tuc hanh chinh dwogc chuin héa thude
pham vi chirc nang quan ly nha nwéc cia Thanh tra tinh Hoa Binh

CHU TICH UY BAN NHAN DAN TINH HOA BINH

Can ctr Luat T chire chinh quyén dia phuong ngay 19/6/2015;

Cin cir Nghi dinh s0 63/2010/ND-CP ngay 08/6/2010 cuia Chinh phii vé kiém
soat thu tuc hanh chinh; Nghi dinh s6 92/2017/ND-CP ngay 07/8/2017 cua Chinh phu
stra do1, bo sung mot sO di€u cua cac Nghi dinh lién quan dén ki€m soat thu tuc hanh
chinh;

Cian clir Thong tu sb 02/2017/TT-VPCP ngay 31/10/2017 ctua Bo truong, Chu
nhi¢m Van phong Chinh phti hudéng dan nghiép vu vé ki€m soat thu tuc hanh chinh;

Cin cir Quyét dinh s6 3164/QD-TTCP ngay 26/12/2017 ctia Tong Thanh tra
Chinh phu vé viéc cong bo thu tuc hanh chinh dugc chuin hoa thudc pham vi quan 1y
nha nudc cua Thanh tra Chinh phu;

Xét d& nghi cia Chanh Thanh tra tinh tai To trinh s6 106/TT-TTr ngay 20/02/2019,

QUYET PINH:

Piéu 1. Cong bd kém theo Quyét dinh nay danh muc thu tuc hanh chinh (19 tha
tuc) thudc pham vi chirc nang quan ly nha nudc cua Thanh tra tinh Hoa Binh.

-Bii bo 19 thu tuc hanh chinh d3 dugc cong bd tai Quyét dinh s6 1838/QD-

UBND ngay 19/7/2016 ctia Chu tich UBND tinh Hoa Binh
(C6 phu luc chi tiét kém theo)

- Phu luc Danh muc va ndi dung cu thé cua thu tuc hanh chinh tai Quyét dinh nay
duoc dang tai trén Trang Thong tin dién tur cia Van phong UBND tinh, chuyén muc
“Van ban/Quyét dinh” tai dia chi: http://vpubnd.hoabinh.gov.vn/.

Picu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Picu 3. Cac tha tuc hanh chinh cong bé tai Quyét dinh nay duoc thyc hién tiép

nhan, tra két qua tai Thanh tra tinh, cdc So, Ban, Nganh, Uy ban nhan déan céc huyén,
thanh phd, Uy ban nhan dan cic xa, phuong, thi tran ké tir ngay ky.

- Giao Van phong Uy ban nhan dan tinh chu tri, phdi hop voi Thanh tra tinh, So
Thong tin va Truyén thong dang tai day du ndi dung cu thé cua tung thu tuc hanh
chinh cong bo tai Quyét dinh nay trén Cong Thong tin dién tur tinh, Trang Thong tin







dién tr cua S&, Nganh lién quan.

- Giao Thanh tra tinh chu tri, phéi hop voi Van phong UBND tinh va co quan c6
lién quan, can cir Quyét dinh nay xay dung quy trinh nd1 bo giai quyét thu tuc hanh
chinh thudc pham vi chirc nang quan ly. Thoi gian trudc ngay 15/3/2019.

Piéu 4. Chanh Vin phong UBND tinh, Chanh Thanh tra tinh,,Giém dde cac So,
Thu truong cac Ban, ,Ngémh, Chu tich UBND cac huy@n, thanh phd, Chu tich UBND
cac xa, phuong, thi tran chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhgn: CHU TICH
- Nhu Diéu 4;

- Cuc Kiém soat TTHC - VPCP;

- Cha tich UBND tinh;

- Chanh VP, Ph6 CVP Bui Quang Toan;

- Cong Thong tin dién tir tinh;

- Trung tdm TH&CB tinh;

- Trung tdm PVHCC tinh;

- Luu: VT, KSTT (H. Thanh 22b)

Nguyén Vin Quang







PHU LUC
DANH MUC THU TUC HANH CHINH PUQC CHUAN HOA THUQC PHAM VI

CHUC NANG QUAN LY CUA THANH TRA TiNH HOA BINH
(Ban hanh kém theo Quyét dinh s6 410 /OP-UBND ngay 01thang 03ndm 2019 ciia Chii tich Uy ban nhdn ddn tinh Hoa Binh)

PHAN I. DANH MUC THU TUC HANH CHIiNH

Giai quyét khiéu nai lan dau tai
cap tinh

gidi quyét; doi voi vu vige
phuc tap thi thoi han giai
quyét c6 thé kéo dai hon
nhung khong qua 45 ngéy,
ké tu ngay thu ly dé giai
quyét. O ving sau, viing
xa di la1 kho khan, thi thoi
han giai quyét khiéu nai
lan dau khong qua 45
ngay, ké tir ngay thu 1y dé
giai quyét; dbi voi vu viée
phtrc tap thi thoi han giai

- Thanh tra tinh;

- Van phong UBND
tinh; Thanh tra cac
S¢, Ban, Nganh
thuéc UBND tinh.

Phi, 1¢
STT Tén tha tuc hanh chinh Thoi han giai quyét Pia diém thyc hién phl Can cir phap ly
(néu co)
A. THU TUC HANH CHINH CAP TINH
| | Linh vuc khiéu nai
Thoi han giai quyét khiéu
nai lan dau khon : R £ . %
ngayakéd {ir nghy %hﬁfd% - Luat | khiéuonai S0
Y ' 02/2011/QH13;

- Nghi dinh sé 75/2012/ND-CP
ngay 3/10/2012 quy dinh chi tiét
mdt s6 diéu cua Luat khiéu nai;
- Théng tu sb 07/2013/TT-TTCP
ngay 31/10/2013 cua Thanh tra
Chinh phu quy dinh quy trinh giai
quyét khiéu nai hanh chinh;

- Quyét dinh sd 3164/QP-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.








quyét c6 thé kéo dai hon

Giai quyét khiéu nai 1an hai tai

cap tinh

nhung khong qua 60 ngay,
ké tir ngay thy ly dé giai
quyet
"Thoi han giai quyét - Luat  khiéu  nai 0
khiéu nai lan hai khong 02/2011/QH13;

qua 45 ngay, ké tir ngay
thu 1y dé giai quyét; dbi
v6i1 vy viée phtrce tap thi
thoi han giai quyét khiéu
nai 6 thé kéo dai hon

nhung khong qué 60 ngay,

ké tir ngay thu Iy dé giai
quyét.

O ving sau, ving xa di lai
kho khan, thoti han giai
quyét khiéu nai lan hai

khdng qua 60 ngay, ké tir

ngay thy ly dé giai quyét;

ddi vai vu viée phtrc tap
thi thoi han giai quyét

khiéu nai c6 thé kéo dai

hon nhung khong qué 70

ngay, ké tir ngay thu Iy dé

giai quyét.

- Thanh tra tinh;

- Van phong UBND
tinh; Thanh tra cac
So, Ban, Nganh
thuéc UBND tinh.

- Nghi dinh sb 75/2012/ND-CP
ngay 3/10/2012 quy dinh chi tiét
mot s6 diéu cua Luat khiéu nai;

- Thong tu sd 07/2013/TT-TTCP
ngay 31/10/2013 cua Thanh tra
Chinh phu quy dinh quy trinh giai
quyét khiéu nai hanh chinh;

- Quyét dinh sd 3164/QD-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.

Linh vue t0 cao

Giai quyét td cdo tai cap tinh

Thot han giéiqquyét t6 c4o
l1a 60 ngay, ké tir ngay thu

- Thanh tra tinh;
- Van phong UBND

- Luat khiéu nai $0
02/2011/QH13;
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ly giai quyét t6 cao; ddi
v6i vy viée phtrc tap thi
thoi han giai quyét 1a 90
ngay, ké tir ngay thu Iy
giai quyét t6 céo. Truong
hop can thlet nguoi co
tham quyen giai quyet t6
c4o co thé gia han giai
quyét mot 1an nhung
khong qué 30 ngay; doi
vOi1 vu viée phtre tap thi
khong qua 60 ngay.

tinh; Thanh tra cac
So, Ban, Nganh
thudéc UBND tinh.

- Nghi dinh s6 76/2012/ND-CP
ngay 03/10/2012 hudng dan thi
hanh mot sé diéu cua Luat t6 céo;

- Thong tu 06/2013/TT-TTCP
ngay 30/9/2013 cua Thanh tra
Chinh pht quy dinh quy trinh giai
quyét to cao;

- Quyét dinh sd 3164/QD-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.

Linh vuc Tiép cong din

Tiép cong dan tai cip tinh

Cho dén khi két thuc viée
ti€p cong dan.

- Thanh tra tinh;

- Van phong UBND
tinh; Thanh tra cac
S¢, Ban, Nganh
thudéc UBND tinh.

- Luét tiép cong dan nam 2013;

- Luat khiéu nai, Luat td cdo nim
2011; - Nghi dinh s6 75/2012/NP-
CP ngay 03/10/2012 cua Chinh
pha quy dinh chi tiét mot s6 diéu
ctia Luat khiéu nai;

- Nghi dinh s6 76/2012/ND-CP
ngay 03/10/2012 ctua Chinh phu
quy dinh chi tiét thi hanh mot sd
diéu cta Luat tb céo;

- Nghi dinh sb 64/2014/ND-CP
ngay 26/6/2014 cua Chinh phu
quy dinh chi tlet thi hanh mot s6
diéu cua Luat tlep cong dan;

- Thong tu s6 06/2014/TT-TTCP








ngay 31/10/2014 quy dinh quy
trinh tiép cong dan;

- Quyét dinh sb 3164/QD-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.

Linh vue xwr ly don thw

Xtr Iy don tai cap tinh

Trong thoi han 10 ngay, ké
tor ngay nhan dugc don
khiéu nai, t6 céo, kién
nghi, phan anh.

- Thanh tra tinh;

- Van phong UBND
tinh; Thanh tra cac
S6, Ban, Nganh
thuéc UBND tinh.

- Luat khiéu nai; Luét to cdo nim
2011; - Luat tiép cong dan nim
2013;

- Nghi dinh sé 75/2012/ND-CP
ngay 03/10/2012 quy dinh chi tiét
mot s6 diéu ctia Luat khiéu nai;

- Nghi dinh s6 76/2012/NDB-CP
ngay 03/10/2012 quy dinh chi tiét
thi hanh mot so diéu cua Luat tb
C4o;

- Nghi dinh s0 64/2014/ND-CP
ngay 26/6/2014 quy dinh chi tiét
mot s6 diéu cua Luat tiép cong
dan;

- Thong tu s6 07/2014/TT-TTCP
ngay 31/10/2014 cua Thanh tra
Chinh phu quy dinh quy trinh xu
Iy don khiéu nai, don t6 cdo, don
kién nghi, phan anh;

- Quyét dinh sd 3164/QD-TTCP
ngdy 26/12/2017 ctia Tong Thanh
tra Chinh phu.








B. THU TUC HANH CHINH CAP HUYEN

Linh vue Khiéu nai

Giai quyet khiéu nai 1an dau tai

cap huyén

Thoi han giai quyét khiéu
nai lan dau khong qua 30
ngay, ké tir ngay thu 1y dé
giai quyét; dbi voi vu viée
phtre tap thi thot han giai
quyét c6 thé kéo dai hon
nhung khong qua 45 ngay,
ké tu ngay thy ly dé g1a1
quyét. O ving sau, vling

UBND cép huyén,
Thanh tra huyén,

- Luat khiéu nai $0
02/2011/QH13;

- Nghi dinh s6 75/2012/ND-CP
ngay 3/10/2012 quy dinh chi tiét
mot s6 didu cua Luat khiéu nai;

- Thong tu sd 07/2013/TT-TTCP
ngay 31/10/2013 cua Thanh tra
Chinh phu quy dinh quy trinh giai
quyét khiéu nai hanh chinh;

1 xa di lai kho khan, thi thoi | cac co quan chuyén | Khdng |- Quyét dinh sé 3164/QD-TTCP
han giai quyét khiéu nai | mén thuoc UBND ngay 26/12/2017 ctia Tong Thanh
lan dau khong qua 45 huyén tra Chinh phu.
ngay, ké tir ngay thu 1y dé
giai quyét; dbi vaoi vu viée
phtrc tap thi thoi han giai
quyét c6 thé kéo dai hon
nhung khong qua 60 ngay,
ké tir ngay thu 1y dé giai
quyét. ] i
Thoi han giai quyét , - Luat  khitu  nai  sO
khiéu nai lan hai khong UBND cap huyén, 021/\?0}}.1/(?th3;( 2512012/ND-CP
. £ e Y . . . |lgua 45 nea ke tu‘ noay | Thanh tra hu én, - ghl dinh SO -
o | Gidi quyet khicu nai lan hai tai ?hu Iy deg gﬁl quyét; %03: chc co quan Chlfyén Khong |ngay 3/10/2012 quy dinh chi tiét

cap huyén

vol vu viéc phuc tap thi
tho1 han gidi quyét khiéu
nai c6 thé kéo dai hon

mon thudéc UBND
huyén

mét sd diéu cua Luét khiéu nai;
- Thong tu so 07/2013/TT-TTCP
ngay 31/10/2013 cua Thanh tra
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nhung khong qua 60 ngay,
ké tir ngay thy 1y dé giai
quyét.

O ving su, ving xa
di lai khé khan, thoi han
giai quyét khiéu nai 1an hai
khong quéa 60 ngay, ké tir
ngay thy ly dé giai quyét;
dbi vai vu viéc phirc tap
thi thoi han giai quyét
khiéu nai c6 thé kéo dai
hon nhung khéng qua 70
ngay, ké tir ngay thu 1y dé
giai quyét.

Chinh phu quy dinh quy trinh giai
quyét khiéu nai hanh chinh;

- Quyét dinh sb 3164/QD-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.

Linh vue To cao

Giai quyét t cdo tai cap huyén

Thoi han giai quyét to cao
1a 60 ngay, ke ttr ngay thu
ly giai quyet t6 céo; d6i
v6i1 vy viée phitrc tap thi
thoi han giai quyét 1a 90
ngay, ké tir ngay thy ly
giai quyét t6 céo. Truong
hop can thlet nguoi co
tham quyen giai quyét tb
céo c6 thé gia han giai
quyét mot 1an nhung
khong qué 30 ngay; ddi
v6i vu viée phuec tap thi

UBND cip huyén,
Thanh tra huyén,
cac co quan chuyén
mon thuéc UBND
huyén

- Luat khiéu nai )
02/2011/QH13;

- Nghi dinh s& 76/2012/ND-CP
ngay 03/ 10/2012 hudng dan thi
hanh mot s6 diéu ciia Luat t6 cdo;

- Thong tu 06/2013/TT-TTCP
ngay 30/9/2013 cua Thanh tra
Chinh phu quy dinh quy trinh giai
quyét to cdo;

- Quyét dinh sd 3164/QP-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.
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khoéng qué 60 ngay.

Linh vuc Tiép cong din

Tiép cong dan tai cap huyén

Cho dén khi két thuc viéc

tiép cong dan

UBND cap huyén,
Thanh tra huyén,
cac co quan chuyén
moén thuoc UBND
huyén

- Luat tiép cong dan nam 2013;

- Luat khiéu nai, Luat td cdo nim
2011;

- Nghi dinh sé 75/2012/ND-CP
ngay 03/10/2012 cia Chinh phu
quy dinh chi tiét mot sé diéu cua
Luat khiéu nai;

- Nghi dinh sé 76/2012/ND-CP
ngdy 03/10/2012 cua Chinh phu
quy dinh chi tiét thi hanh mot sd
diéu cta Luat tb céo;

- Nghi dinh sb 64/2014/ND-CP
ngdy 26/6/2014 cia Chinh phu
quy dinh chi tiét thi hanh mot sé
diéu cta Luat tiép cong dan;

- Théng tu s6 06/2014/TT-TTCP
ngay 31/10/2014 quy dinh quy
trinh tiép cong dan,;

- Quyét dinh sd 3164/QP-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.

Linh vuc Xir ly don thw

Xtr Iy don tai cap huyén

Trong thoi han 10 ngay, ké
tr ngay nhan dugc don
khiéu nai, t0 cao, kién

nghi, phan dnh

UBND cip huyén,
Thanh tra huyén,
cac co quan chuyén
mon thuoc UBND

- Luat khiéu nai; Luat to cao nim
2011;

- Lut tiép cong dan nam 2013;

- Nghi dinh sb 75/2012/NDB-CP








huyén

ngay 03/10/2012 quy dinh chi tiét
mot s6 diéu cia Luat khiéu nai;

- Ngh1 dinh s 76/2012/ND- CP
ngay 03/10/2012 quy dinh chi tlet
thi hanh mot s6 diéu cta Luat t6
Cao;

- Nghi dinh s6 64/2014/ND- CP
ngay 26/6/2014 quy dinh chi tiét
mot sd diéu cua Luat tiép cong
dan;

- Thong tu sd 07/2014/TT-TTCP
ngay 31/10/2014 ctua Thanh tra
Chinh phu quy dinh quy trinh xu
Iy don khiéu nai, don t6 cdo, don
kién nghi, phan anh;

- Quyét dinh sd 3164/QD-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.

C. THU TUC HANH CHINH CAP XA

|. | Linh vuc khi€u nai

Giai quyét khiéu nai lan dau tai
cap xa

Thoi han giai quyét khiéu
nai lan dau khong qua 30
ngay, ké tir ngay thu ly dé
gidi quyét; ddi voi vu viée
phtrc tap thi thoi han giai
quyét c6 thé kéo dai hon
nhung khong qué 45 ngay,
ké tir ngay thu 1y dé giai

UBND cép x4

- Luat khiéu nai 30
02/2011/QH13;

- Nghi dinh sé 75/2012/NDB-CP
ngay 3/10/2012 quy dinh chi tiét
mét s diéu cua Luat khiéu nai;

- Thong tu s6 07/2013/TT-TTCP
ngay 31/10/2013 cua Thanh tra
Chinh phu quy dinh quy trinh giai
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quyét. O ving sau, ving
xa di lai kho khan, thi thoi
han giai quyét khiéu nai
lan dau khong qua 45
ngay, ké tir ngay thu 1y dé
giai quyét; dbi voi vu viée
phtrc tap thi thoi han giai
quyét co thé kéo dai hon
nhung khong qua 60 ngay,
ké tlr ngay thu Iy dé giai

quyet

quyét khiéu nai hanh chinh;

- Quyét dinh sb 3164/QD-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.

Linh vuec to cdo

Giai quy€t to cao tai cap xa

Thoi han giai quyét to cao
1a 60 ngay, ke tir ngay thu
ly giai quyét t6 cao; dbi
v6i1 vy viée phtrc tap thi
thoi han giai quyét 1a 90
ngély, ké tu ngay thu ly
giai quyet t6 céo. Truong
hop can thlet nguoi co
tham quyen giai quyét tb
c4o o thé gia han giai
quyét mot 1an nhung
khong qué 30 ngay; ddi
Va1 vu viée phtre tap thi
khéng qué 60 ngay.

UBND cép x4

- Luat khiéu nai %)
02/2011/QH13;

- Nghi dinh s6 76/2012/ND-CP
ngay 03/10/2012 hudng dan thi
hanh mot s6 diéu cua Luat t6 cdo;

- Thong tu 06/2013/TT-TTCP
ngay 30/9/2013 cua Thanh tra
Chinh phu quy dinh quy trinh giai
quyét t cdo;

- Quyét dinh sd 3164/QD-TTCP
ngady 26/12/2017 cta Tong Thanh
tra Chinh phu.

Linh vue Tiép cong dan








Tiép cong dan tai cap xa

Cho dén khi két thuc viéc
ti€p cong dan

UBND cép x4

- Luat tiép cong dan nam 2013;

- Luat khiéu nai, Luat td cdo nim
2011; - Nghi dinh sb 75/2012/ND-
CP ngay 03/10/2012 cua Chinh
pha quy dinh chi tiét mot sb diéu
ctia Luat khiéu nai;

- Nghi dinh sé 76/2012/ND-CP
ngay 03/10/2012 cia Chinh phu
quy dinh chi tiét thi hanh mot sé
diéu cta Luat tb céo;

- Nghi dinh s6 64/2014/ND-CP
ngay 26/6/2014 cia Chinh phu
quy dinh chi tiét thi hanh mot sé
diéu cta Luat tiép cong dan;

- Thong tu s6 06/2014/TT-TTCP
ngay 31/10/2014 quy dinh quy
trinh tiép cong dén;

- Quyét dinh sd 3164/QD-TTCP
ngay 26/12/2017 cia Tong Thanh
tra Chinh phu.

Linh vuc xir ly don thw

Xt Iy don tai cap xa

Trong thoi han 10 ngay, ké
tr ngay nhan dugc don
khiéu nai, t6 céo, kién
nghi, phan anh.

UBND cép x4

- Luét khiéu nai; Luét to cdo nim
2011; - Luat tiép cong dan nam
2013;

- Nghi dinh sb 75/2012/NDB-CP
ngay 03/10/2012 quy dinh chi tiét
mot s diéu cua Luat khiéu nai;

- Nghi dinh s6 76/2012/ND-CP
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ngay 03/10/2012 quy dinh chi tiét
thi hanh mot s6 diéu cua Luat t6
Ccao;

- Nghi dinh sb 64/2014/ND-CP
ngay 26/6/2014 quy dinh chi tiét
mot s6 diéu cua Luat tiép cong
dan;

- Thong tu s6 07/2014/TT-TTCP
ngay 31/10/2014 cua Thanh tra
Chinh phu quy dinh quy trinh xtr
1y don khiéu nai, don t6 cdo, don
kién nghi, phan anh;

- Quyét dinh sb 3164/QD-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.

THU TUC HANH CHINH AP DUNG CHUNG

Linh vuc phong chong tham
nhiing

Thua tuc thuc hién viéc ké khai
tai san, thu nhap

Thot gian ké khai chdm
nhat 1a ngay 30 thang 11
hang nam; viéc ké khai tai
san, thu nhap phai hoan
thanh cham nhat 13 ngay
31 thang 12 hang nam.
Viéc giao nhan Ban ké
khai phai hoan thanh cham
nhat vao ngay 31 thang 3

cua nam sau.

Céac co quan hanh
chinh nha nudc tu
tinh dén cép x4, cac
don vi su nghi¢p
cong lap thudce co
quan hanh chinh nha
nuodc, cac doanh
nghi¢p nha nudc

- Nghi dinh so 78/2013/ND-CP
ngay 17 thadng 7 nam 2013 cua
Chinh phéi v& minh bach tai san,
thu nhap;

- Thong tu sb 08/2013/TT-TTCP
ngay 31 thang 10 nam 2013 cua
Thanh tra Chinh phu, huéng dan
thi hanh cic quy dinh vé minh
bach tai san, thu nhap;

- Quyét dinh sd 3164/QD-TTCP

11








ngay 26/12/2017 ctia Tong Thanh
tra Chinh phu.

Thu tuc cong khai ban ké khai

Thoi diém cong khai dugc
thuc hién trong khoang
thot gian tur sau khi hoan
thanh viéc kiém tra Ban ké

Céc co quan hanh
chinh nha nudc tu
tinh dén cap x3, cac
don vi su nghiép

- Nghi dinh sb 78/2013/ND-CP
ngay 17 thang 7 nam 2013 cua
Chinh phu vé minh bach tai san,
thu nhap;

- Thong tu s6 08/2013/TT-TTCP
ngay 31 thang 10 ndm 2013 cua
Thanh tra Chinh phu, huéng dan

{ai san, thu nhap khai quy dinh tai khoan 3, cong 1ap thude co Khong |thi hanh cac quy dinh vé minh
’ : bicu 5 Thong tu s6 uan héhh Chl'hh nha bach té‘lri san, thu ,nhaip;

08/2013/TT-TTCP cia |1 ‘. cac doanh - Quyét dinh s6 3164/Qb-TTCP
Thanh tra Chinh phi dén | 7 0 0 ngay 26/12/2017 ciia Téng Thanh
ngay 31 thang 3 hang nam. nehiep Mha nuoe tra Chinh phua vé viéc cong bd thi
tuc hanh chinh dugc chuan hoéa
thudc pham vi quan 1y nha nudc

cua Thanh tra Chinh phu.
- Nghi dinh s6 78/2013/ND-CP
ngay 17 thadng 7 nam 2013 cua
Céc co quan hanh Chinh phii vé minh bach tai san,

Thoi han xdc minh Ja 15 | S nha nude thunhap:

7 , . o ngdy lam viée, truong hop tinh dér} cap x€1z Acéc - Théng tu”sé 08/20} 3/TT—TTC?P
Thu tuc x&c minh tai san, thu phitc tap thi thoi han téi da don vi su nghi¢p Khong ngay 31 thang 10 nam 2013 cua

nhip

khong qué 30 ngay lam
viéc.

cong lap thudce co
guan hanh chinh nha

nudc, cac doanh

nghiép nha nudc

Thanh tra Chinh phu, huéng dan
thi hanh cac quy dinh vé minh
bach tai san, thu nhap;

- Quyét dinh sd 3164/QP-TTCP
ngay 26/12/2017 cta Tong Thanh
tra Chinh phii vé viéc cong bd thu
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tuc hanh chinh dugc chuan hoéa
thudc pham vi quéan ly nha nudc
cua Thanh tra Chinh phu.

Thu tuc tiép nhan yéu cau giai
trinh

Thoi han ra thong bao tiép
nhan hodc tr chi gidi
trinh: 05 ngay ké tir ngay
tiép nhan yéu cau giai
trinh (MAau s6 02, 03 ban
hanh kém theo Thong tu
02/2014/TT-TTCP ngay
29/4/2014 cia Thanh tra
Chinh phu)

Céc co quan hanh
chinh nha nudc tu
tinh dén cap x4, cac
don vi su nghi¢p
cong lap thudc co
guan hanh chinh nha
nuodc, cac doanh
nghiép nha nudc

- Nghi dinh sb 90/2013/ND-CP
ngay 08/8/2013 cua Chinh phu
quy dinh trdch nhi¢ém gidi trinh
cua co quan nha nudc trong viéc
thuc hién nhiém wu, quyén han
dugc giao;

- Thong tu sd 02/2014/TT-TTCP
ngay 29/4/2014 cua Thanh tra
Chinh pha quy dinh chi tiét,
huéng dan thi hanh mot sé diéu
ctia Nghi dinh s6 90/2013/ND-CP
ngay 08/8/2013;

- Quyét dinh sd 3164/QD-TTCP
ngay 26/12/2017 ctia Tong Thanh
tra Chinh pht vé viéc coéng bd thu
tuc hanh chinh dugc chuin hoéa
thudc pham vi quan 1y nha nudc
cua Thanh tra Chinh phu.

Thu tyuc thyc hién vi¢c gidi trinh

Tho1 han thuc hién viée
giai trinh khong qua 15
ngay ké tir ngdy ra thong
béo tiép nhan yéu cau giai
trinh. Truong hop cbé ndi
dung phirc tap thi c6 thé

gia han thoi gian gidi trinh.

Thoi gian gia han thuc

Cac co quan hanh
chinh nha nudc tur
tinh dén cép x4, Cac
don vi su nghi¢p
cong 1ap thudce co
guan hanh chinh nha
nudc, cac doanh
nghiép nha nudc

- Nghi dinh s6 90/2013/ND-CP
ngay 08/8/2013 ctua Chinh phu
quy dinh trdch nhiém gidi trinh
cua co quan nha nudc trong viéc
thuc hién nhiém wu, quyén han
duoc giao;

- Thong tu sd 02/2014/TT-TTCP
ngay 29/4/2014 cua Thanh tra
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hién viéc giai trinh khong Chinh phti quy dinh chi tiét,

qua 15 ngay, ké tir ngay huéng dan thi hanh mét s6 diéu

gia han va phai thong bao ctia Nghi dinh sé 90/2013/ND-CP
bang vin ban dén ngudi ngay 08/8/2013;

yéu cau giai trinh - Quyét dinh sd 3164/QD-TTCP

ngay 26/12/2017 ctia Tong Thanh
tra Chinh pht vé viéc céng bd thu
tuc hanh chinh dugc chuan hoéa
thudc pham vi quan 1y nha nuéc
cua Thanh tra Chinh phu.

UY BAN NHAN DAN TINH HOA BINH
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~PHANIL
NOI DUNG CU THE CUA THU TUC HANH CHIiNH

A. THU TUC HANH CHIiNH CAP TiNH
I. LINH VU'C GIAI QUYET KHIEU NAI
1. Thi tuc giai quyét khiéu nai lan diu
1.1. Trinh tyu thue hién

- Buéc 1: Tiép nhan don khiéu nai

Néu khiéu nai thudc tham quyén giai quyét ciia Giam d6c So, Chu tich UBND
tinh theo quy dinh tai Diéu 20, 21 Luat khiéu nai, nguoi khiéu nai phai gui don va cac
tai liéu lién quan (néu c6) cho co quan c6 thim quyén.

- Bud6c 2: Thu Iy giai quyét khiéu nai

Trong thoi han 10 ngay, ké tir ngay nhén dugc don khleu nai thudc tham quyén
giai quyét cua minh, co quan ¢ tham quyén thu 1y giai quyét va thong bao vé viéc thu
1y giai quyét cho nguoi khiéu nai; truong hop khong thu 1y dé giai quyét thi néu rd 1y
do.

- Budc 3: Xac minh ndi dung khiéu nai

Trong thoi han giai quyet khleu nai lan dau theo quy dinh tai Piéu 28 Luat khiéu
nai, co quan c6 thim quyén giai quyét khiéu nai c6 trach nhiém:

+ Kiém tra lai quyét dinh hanh chinh, hanh vi hanh chinh ctia minh, cta nguoi co
trach nhi€ém do minh quan ly truc tiép, néu khiéu nai dung thi ra quyét dinh giai quyét
khi€u nai ngay.

+ Truong hop chua co co s két luan nodi dung khiéu nai thi ty minh tién hanh
xac minh, két luan ndi dung khiéu nai hodc giao co quan thanh tra nha nuéc hodc co
quan, t6 chuc, ca nhan co6 trach nhiém xac minh ndi dung khiéu nai, kién nghi giai
quyét khiéu nai.

, Viéc xac minh ndi dung khiéu nai duoc thuc hién theo quy dinh tai Diéu 29 Luat
khicu nai; Muc 2, Chuong II ciia Thong tu s6 07/2013/TT-TTCP ngay 31 thang 10
nam 2013 cia Thanh tra Chinh pht quy dinh quy trinh gidi quyét khi€u nai hanh
chinh.

- Budc 4: To chuc doi thoai (néu yéu cau cua nguodi khiéu nai va két qua xac
minh ndi dung khiéu nai con khéac nhau)

Dai dién co quan giai quyét khleu nai truc tiép gip g, ddi thoai v0i nguoi khiéu
nai, nguoi bi khiéu nai, ngudi c6 quyen nghia vy lién quan, co quan, t6 churc, c4 nhan
c6 lién quan dé 1am rd noi dung khiéu nai, yéu cau cua nguoi khiéu nai va huong giai
quyét khiéu nai; thong bao bang vin ban véi nguoi khiéu nai, ngudi bi khiéu nai,
nguoi co quyén va nghia vu lién quan, co quan, to chirc c6 lién quan biét thoi gian,
dia diém, ndi dung viéc dbi thoai.







Khi d6i thoai, ngudi giai quyét néu rd ndi dung can ddi thoai; két qua xac minh
ndi dung khiéu nai; nguoi tham gia dbi thoai c6 quyén phat biéu y kién, dua ra nhiing
bang chimg lién quan dén vu viéc khiéu nai va yéu cau ctia minh.

Viéc dbi thoai duoc 1ap thanh bién ban; bién ban ghi 13 ¥ kién cua nhitng ngudi
tham gia; két qua ddi thoai, c¢6 chir ky hodc diém chi ctia nguoi tham gia; trudng hop
ngudi tham gia d6i thoai khong ky, diém chi xac nhan thi phai ghi 6 1y do, bién ban
nay duogc luu vao hd so vu viée khiéu nai. Két qua ddi thoai 13 mot trong cac can cu
dé giai quyét khiéu nai.

- Budc 5: Ra quyét dinh giai quyét khiéu nai.

Chu tich UBND tinh, Giam ddc S ra quyét dinh giai quyét khleu nai bang vin
ban va trong thoi han 03 ngay lam viéc va gui quyet dinh giai quyét khiéu nai cho
nguoi khiéu nai, nguoi bi khiéu nai, nguoi co quyén, nghia vu lién quan, co quan quan
1y cap trén.

1.2. Céch thirc thue hién: Cong dan guri don truc tiép hodc giri theo duong buu
dién.

1.3. Thanh phan, s6 lwong ho so

a) Thanh phan ho so, bao gom:

+ Pon khiéu nai hodc ban ghi 161 khiéu nai;

+ Tai liéu, chtmg ct do cac bén cung cép;

+ Bién ban kiém tra, xac minh, két luan, két qua giam dinh (néu co);

+ Bién ban to chirc d6i thoai (néu co);

+ Quyét dinh giai quyét khiéu nai;

+ CA4c tai liéu khac co lién quan.

b) S lwong hd so: 01 bd.

1.4. Thoi han giai quyét

Theo Diéu 28 Luat khiéu nai

Thoi han giai quyet khiéu nai lan dau khong qua 30 ngay, ké tir ngay thu ly dé
giai quyét; dbi v6i vu viéc phire tap thi thoi han giai quyet c6 thé kéo dai hon nhung
khong qua 45 ngay, ké tir ngay thu ly dé giai quyét. O ving su, vung xa di lai kho
khan, thi thoi han giai quyet khiéu nai 1an dau khong qué 45 ngay, ké tir ngay thy Iy
dé giai quyét; d6i voi vu viéc phic tap thi thoi han giai quyét c6 thé kéo dai hon
nhung khong qua 60 ngay, ké tir ngay thu 1y dé giai quyét.

1.5. Pdi twong thue hién TTHC: Ca nhan, t6 chuc.
1.6. Co quan thwe hién TTHC
- Co quan c6 thdm quyén quyét dinh: Chu tich UBND tinh, Giam déc So.

- Co quan truc tiép thuc hi¢n: Thanh tra tinh, Thanh tra S&, co quan chuyén moén
thuéc UBND tinh, So.







1.7. Két qua thwe hién TTHC: Quyét dinh giai quyét khiéu nai 1an dau
1.8. Tén mau don, mau to khai

Cac mau van ban ban hanh kém theo Thong tu sd 07/2013/TT-TTCP ngay
31/10/2013 cua Thanh tra Chinh phu quy dinh quy trinh giai quyét khi€u nai hanh
chinh.

1.9. Yéu ciu, diéu kién thye hién TTHC
Theo Diéu 2, Diéu 8 va Pidu 11 Luat khiéu nai

- Nguoi khiéu nai phai 1a ngudi ¢6 quyén, loi ich hop phap chiu tac dong truc
tiép boi quyét dinh hanh chinh, hanh vi hanh chinh ma minh khiéu nai.

- Nguoi khiéu nai phai 1a nguoi c6 nang luc hanh vi dan sy day du theo quy dinh
cua phap luat; trong truong hop thong qua nguoi dai dién d€ thuc hién viéc khiu nai
thi nguoi dai dién phai theo quy dinh tai Bicu 12, Diéu 16 Luat khicu nai.

- Nguoi khiéu nai phai lam don khiéu nai va giri dén dung co quan c6 thim
quyén giai quyét trong thoi han, thoi hiéu theo quy dinh cua Luat khi€u nai.

- Viéc khiéu nai chua c6 quyét dinh giai quyét lan hai.

- Viéc khiéu nai chua duogc toa 4n thy 1y dé giai quyét.

1.10. Can cw phap ly caa TTHC

- Luat khiéu nai;

- Nghi dinh 75/2012/ND-CP ngay 3/10/2012 quy dinh chi tiét mot so diéu cia
Luat khiéu nai;

- Thong tu sb 07/2013/TT-TTCP ngay 31/10/2013 cta Thanh tra Chinh phu quy
dinh quy trinh giai quyét khiéu nai hanh chinh.







2. Thii tuc giai quyét khiéu nai 1an hai
2.1. Trinh ty thyc hién
Budc 1: Tiép nhan don

Néu khiéu nai 1an hai thudc thdm quyén giai quyét cua Chu tich UBND tinh,
Giam doc So theo bicu 20, 21 Luat khi€u nai thi ngudi khiéu nai phai gii don kéem
theo ban sao quyét dinh gidi quyét khi€u nai 1an dau va cac tai li¢u lién quan.

Budc 2: Thu ly don

_Trong thoi han 10 ngay, ké tir ngay nhan duoc khiéu nai thudc thAm quyén giai
quyét ctia minh, co quan co tham quyén thu ly don dé giai quyet va thong bao bang
van ban cho nguoi khleu nai, nguoi giai quyet khiéu nai 1an dau biét; truong hop
khong thu 1y dé giai quyét thi thong bao bang vin ban cho nguoi khiéu nai va néu rd
ly do.

Budc 3: X4ac minh vu viée khiéu nai.

Trong qua trinh giai quyét khiéu nai 1an hai, co quan c6 tham quyén cin ¢t vao
vao ndi dung, tinh chat cta viéc khiéu nai tién hanh xac minh, két luan noi dung khiéu
nai. Viéc xac minh thyuc hién theo quy dinh tai khoan 2, 3, 4 Piéu 29 Luat khiéu nai;

Muc 2, chuong II cua Thong tu s6 07/2013/TT-TTCP ngay 31 thang 10 ndm 2013
ctia Thanh tra Chinh phii quy dinh quy trinh giai quyét khiéu nai hanh chinh.

Buéc 4: T6 chire dbi thoai

Trong qua trinh giai quyét khiéu nai 1an hai, co quan co tham quyén tién hanh
d6i thoai voi nguoi khiéu nai, ngudi bi khiéu nai, ngudi c6 quyén va nghia vu lién
quan, cO quan, t6 chirc, ca nhéan co lién quan dé 1am rd noi dung khiéu nai, yéu cau
cua nguoi khiéu nai, huéng giai quyét khleu nai, théng bao bang vin ban véi nguoi
khiéu nai, nguoi bi khiéu nai, nguoi co quyén va nghia vu lién quan, co quan, t6 chirc
c6 lién quan biét thoi gian, dia diém, ndi dung viéc gip gd, ddi thoai.

Khi d6i thoai, dai dién co quan thim quyén néu rd ndi dung can ddi thoai; két
qua xac minh ndi dung khiéu nai; nguoi tham gia d6i thoai co quyén phat biéu y kién,
dua ra nhiing bang chimg lién quan dén vu viéc khiéu nai va yéu cau ciia minh.

Viéc ddi thoai duoc 1ap thanh bién ban; bién ban ghi rd y kién cia nhiing ngudi
tham gia; két qua ddi thoai, c6 chit ky hodc diém chi ctia nguoi tham gia; trudng hop
nguoi tham gia dbi thoai khong ky, diém chi xac nhan thi phai ghi 1 1y do, bién ban
nay dugc luu vao hd so vu viée khiéu nai. Két qua ddi thoai 1a mét trong cac can cu
dé giai quyét khiéu nai.

Budc 5: Ra quyét dinh giai quyét khiéu nai va cong bd quyét dinh giai quyét

Chu tich UBND tinh, Giam déc S& ra quyét dinh giai quyét khiéu nai bang vin
ban. Noi dung Quyét dinh giai quyét khiéu nai c6 cac noi dung: Ngay, thang, nam ra
quyet dinh; Tén, dia chi cua nguoi khiéu nai, nguoi bi khiéu nai; Noi dung khiéu nai;
Két qua giai quyet khiéu nai ctia ngudi giai quyét khiéu nai lan dau; Ket qua xac minh
n6i dung khiéu nai; Két qua déi thoai; Cin ctr _phap luat dé giai quyét khiéu nai; Két
luan noi dung khiéu nai la dung, ding mot phan hodc sai toan bg. Trudng hop khiéu
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nai 1a ding hodc dung mot phan thi yéu cau ngudi co quyét dinh hanh chinh, hanh vi
hanh chinh bi khiéu nai stra d6i, huy bé mot phﬁn hay toan bd quyét dinh hanh chinh,
chdm dat hanh vi hanh chinh bi khiéu nai. Trudng hop két luan ndi dung khiéu nai 1a
sai toan b thi yéu cau nguoi khiéu nai, ngudi c6 quyén, nghia vu lién quan thuc hién
nghiém chinh quyét dinh hanh chinh, hanh vi hanh chinh; Viéc bdi thudng cho nguoi
bi thiét hai (néu c6); Quyén khai kién vu 4n hanh chinh tai Toa 4n.

Trong thoi han 07 ngay, ke tor ngay cé quyet dinh giai quyet khiéu nai lan 2,
nguoi co thAm quyén giai quyet phai gul quyet dinh giai quyet khiéu nai cho nguoi
khiéu nai, ngudi bi khiéu nai, ‘nguoi giai quyét khiéu nai lan dau, nguoi co quyen
nghia vu lién quan, co quan, t6 chtic, c4 nhan co tham quyén chuyén khiéu nai dén.
UBND tinh, So cong khai quyét dinh giai quyet khiéu nai theo mot ‘trong cac hinh
thirc sau day: Cong bd tai cudc hop co quan, to chirc noi ngudi bi khiéu nai cong tac;
Niém yét tai tru s& co quan; Thong bao trén phuong tién thong tin dai chung.

2.2. Cach thirc thue hién: Cong dan giri don truc tiép hodc guri theo duong buu
dién.

2.3. Thanh phan, s6 lwong hd so: Theo quy dinh tai Diéu 43, Luat khiéu nai:

a) Thanh phan ho so, bao gom:

+ Pon khiéu nai hoic ban ghi 16i khiéu nai;

+ Tai liéu, chtmg ct do cac bén cung cép;

+ Bién ban kiém tra, xac minh, két luan, két qua giam dinh (néu co);

+ Bién ban to chirc d6i thoai (néu co);

+ Quyét dinh giai quyét khiéu nai lan dau

+ Cac tai liéu khac c6 lién quan.

b) S6 luong ho so: 01 bo.

2.4. Thoi han giai quyét: Theo quy dinh tai Didu 37, Luat khiéu nai:

Thoi han giai quyét khiéu nai 1an hai khong qua 45 ngay, ké tir ngay thu ly dé
giai quyét; déi véi vu viéc phuc tap thi thoi han glal quyet khiéu nai c6 thé kéo dai
hon nhung khong qua 60 ngay, ké tir ngay thu 1y dé giai quyét.

O ving sau, ving xa di lai khé khan, thot han giai quyet khiéu nai 1an hai khong
qua 60 ngay, ké tur ngay thu ly dé giai quyét; d6i voi vu viée phuc tap thi thoi han giai
quyet khleu nai c¢6 thé kéo dai hon nhung khong qua 70 ngay, ké tir ngay thu ly dé
giai quyet

2.5. Poi twong thue hién TTHC: C4 nhan, to chirc.
2.6. Co quan thyuc hién TTHC
- Co quan c6 thdm quyén quyét dinh: Chu tich UBND tinh, Giam déc So.

- Co quan truc tiép thuc hién: Thanh tra tinh, Thanh tra S&, cadc co quan chuyén
mon thuoc UBND tinh, Sé.

2.7. Két qua thwe hién TTHC: Quyét dinh giai quyét khiéu nai 1an hai.
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2.8. Tén méiu don, miu to khai

Cac mau van ban ban hanh kém theo Thong tu sd 07/2013/TT-TTCP ngay
31/10/2013 cua Thanh tra Chinh phu quy dinh quy trinh giai quyét khi€u nai hanh
chinh.

2.9. Yéu ciu, diéu kién thyc hién TTHC
Theo Diéu 36, Luét khiéu nai:

- Nguoi khiéu nai phai 1a ngudi c6 quyén, loi ich hop phap chiu tac dong truc
tiép boi quyet dinh hanh chinh, hanh vi hanh chinh ma minh khiéu nai.

- Nguoi khiéu nai phai 1a nguoi c6 nang luc hanh vi dan su day du theo quy dinh
cua phap luat.

- Nguoi khiéu nai phai lam don khiéu nai va giri dén dung co quan c6 thim
quyén giai quyét trong thot han, thoi hi¢u theo quy dinh cua Luat Khicu nai.

- Viéc khiéu nai chua c6 quyét dinh giai quyét 1an hai.
- Viéc khiéu nai chua duoc toa 4n thy 1y dé giai quyét.
2.10. Can ct phap ly cia TTHC

~ Luat khicu nai, Nghi dinh 75/2012/ND-CP ngay 3/10/2012 quy dinh chi tiét mot
sO dieu cua Luét khicu nai, Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 cta
Thanh tra Chinh pht quy dinh quy trinh giai quyét khiéu nai hanh chinh.







PHU LUC BQ THU TUC HANH CHINH
CAC MAU VAN BAN

MAu s6 : 01 (Ban hanh kém theo Thong tw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phii)

.......... €D I CONG HOA XA HQI CHU NGHIA VIET NAM
.......... ) I Poc 1ap - Tw do - Hanh phic
Sé: ../TB-....... L ,ngay ... thang ... nam ...
THONG BAO

Vé viéc thu Iy giai quyét khiéu nai ...(3)

Kinh gwri: ................... (G
Ngay ... thang... nim ...(2)... dd nhan duoc don khiéu nai coa .......... O I
DA Chit.ec e
S6 CMND/HO chiéu, ngay cap, noi cap: .........c..ccooveee.... (5) e,
Khidu nai v& VIEC ...oovvneiiieeiie e (6) e

Sau khi xem xét ndi dung don khiéu nai, can ctr Luat khiéu nai ndm 2011, don khiéu nai du diéu
kién thy 1y va thugc tham quyén giai quyét cua

.................... () ettt

Pon khiéu nai di dugc thy 1y giai quyét ké tir ngdy ... thang ... ndm

Vay thong bao dé ....... (4o dugc biét...

Noi nhin: Ngudi dirng diu co quan, to chirc, don vi
- Nhu trén; (Ky, ghi 16 ho tén va dong dau)

- (8.

-(9)..

- Luu: VT, hd so.

(1) Tén co quan, to chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chtrc, don vi thong bao vé viée thu Iy giai quyét khiéu nai.

(3) Lan giai quyét khiéu nai: "1an dau" hodc ”lén hai".

(4) Ho tén nguoi khiéu nai (hoidc tén co quan, t6 chuc khiéu nai).

(5) Néu nguoi khiéu nai khong c6 CMND/HO chiéu thi ghi cac thong tin theo gidy td tiry than.

(6) Tém tat ndi dung khiéu nai.

(7) Nguoi giai quyet khiéu nai.

(8) Tén co quan, td chirc, don vi, ca nhan co thAm quyén chuyén khiéu nai dén (néu c0).

(9) Tén co quan thanh tra nha nudc cung cap (trir trudng hop giai quyét khiéu nai quyét dinh ky luat
can bg, cong chuc).







MAu s6: 02 (Ban hanh kém theo Théng tw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sé: ../TB-....... . ,ngay ... thang ... ndm

‘ THONGBAO
Ve viéc khong thu ly gidi quyét khiéu nai

Kinh gtvi: ................. () IO
Ngay ... thang ... nm ..., ...(2)... d nhan dugc don khiéu nai cua ............ () I
5 T o] 1§ SO SPRR
S6 CMND/H® chiéu, ngdy cap, n0i CAp: .......ocovveeiieeeiieenn, (A) e,
Khi€unai V& VIEC ..ottt () TS

Sau khi xem xét ndi dung don khiéu nai, cin ¢t Piéu 11 Luat khiéu nai nim 2011, don khiéu nai
khong du diéu kién dé thu 1y giai quyét vi ly do sau day:

Ngudi dirng dau co quan, to chirc, don vi

Noi nhén: (Ky, ghi 10 ho tén va dong dau)

- Nhu trén;
(D
-n(8)... ‘

- Luu: VT, ho so.

(1) Tén co quan, té chuc, don vi cip trén truc tlép (néu co).

(2) Tén co quan, t chirc, don vi thong bao vé viéc khong thu ly giai quyét khiéu nai.

(3) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chic khiéu nai).

(4) Néu ngudi khiéu nai khong c6 CMND/H chiéu thi ghi cac thong tin theo gidy to tily thén.

(5) Tém tat ndi dung khiéu nai.

(6) Ly do cua viéc khong thu ly giai quyét khiéu nai.

(7) Tén co quan, to chirc, don vi, c4 nhan cd tham quyén chuyén khiéu nai dén (néu c0).

(8) Tén co quan thanh tra nha nudc cting cép (trir truong hop giai quyét khiéu nai quyét dinh ky luat
can b, cong chirc).







MAu s6: 03 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sé: ../TB-....... ,ngay ... thang ... ndm
QUYET PINH

Ve viéc giao nhiém vu xac minh ndi dung khi€u nai

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s6 75/2012/NB-CP ngay 03 thang 10 nim 2012 cta Chinh phi quy dinh chi tiét
mét s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 ctia Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

Can Clr ... (B) et ;
Xétdenghicta ......ooooviiiiiniiiinii (8 ,
QUYET DINH:

Piéu 1. Giao ....(6).... tién hanh xéc minh 1am 3 ndi dung khiéu nai cta ....(7).... vé viéc ....(8)....
...(6).... bdo cdo két qua xac minh ndi dung khiéu nai néu trén voi ....(3).... trude ngay... thang ...
nam ...

Piéu 2. Nguoi ding dau ....(6)...., ....(9).... chiu trach nhiém thi hanh Quyét dinh nay./.

s Nguoi giai quyét khiéu nai
Noi nhan: (Ky, ghi 16 ho tén va dong dau)
- Nhu Dicu 2‘;

- Luu: VT, ho so.

(1) Tén co quan, to chure, don vi cip trén truc t1ep (neu o).

(2) Tén co quan, to chirc, don vi thu 1y giai quyét khiéu nai.

(3) Chure danh cta nguoi ¢6 thim quyén ban hanh quyét dinh giao nhiém vu x4c minh noi dung
khiéu nai.

(4) Van ban quy dinh vé chuc nang, nhiém vuy, quyén han cua co quan, td chirc, don vi ban hanh
quyét dinh.

(5) Co quan, té chire, don vi, ca nhan dé xuat viéc giao nhiém vu xac minh noi dung khiéu nai.

(6) Co quan, t chirc, don vi dugc giao nhiém vu xac minh néi dung khiéu nai.

(7) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chic khiéu nai).

(8) Noi dung dugc giao xac minh.

(9) Nguoi dang dau co quan, td chire, don vi, c4 nhan lién quan.







MAu s6 : 04 (Ban hanh kém theo Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sé: ../TB-....... . ,ngay ... thang ... ndm
‘ QUYET PINH ,
Ve viéc xac minh ni dung khiéu nai
..................... () TUTTTR

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s 75/2012/NB-CP ngay 03 thang 10 ndm 2012 ctia Chinh pht quy dinh chi tiét
mot s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 ctia Thanh tra Chinh pht quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CanCl .o (4) e ;

CAnCll .o (5) et ;

Xét A8 Nhi CUA ....oevvveeiie e, (6) et ,
QUYET PINH:

Piéu 1. Tién hanh xac minh ndi dung khiéu nai cua ...(7)... vé viéc ...... 8)......

Thoi gian xacminh 1a ....... ngay lam viéc.

Piéu 2. Thanh 1ap Poan/T6 x4c minh gom:

1.0ng (D) ..ovveieiei Chlirc VU...ceevvevee. Truéng Poan/To trudng;

2.0ng (DA) .oeeiiiei chire vu......... Phé truong Poan/T6 pho (néu co);

3.0ng (bA) ..ovveeiiieeii CRTC VUL Thanh vién;

PSR R U P PRSPPI

Poan/T6 xac minh c6 nhiém vu kiém tra, x4c minh 1am rd ndi dung khiéu nai dugc néu tai Piéu 1

Quyét dinh nay.

Truong Poan/T6 trudng To x4c minh, thanh vién T xac minh thyc hién quyén, nghia vu clia nguoi
c6 trach nhiém xac minh theo quy dinh tai Luat khiéu nai va _quy dinh phap luét c6 lién quan.

Piéu 3. ...(9)..., nhiing nguoi co ten tai Piéu 2 va co quan, t6 chirc, don vi, c4 nhan c6 lién quan chiu
trach nhiém th1 hanh Quyét dinh nay./.

Ngudi ban hanh quyét dinh xéc minh

Noi nhén: (Ky, ghi 15 ho tén va dong dau)

- Nhu Diéu 3‘;
- Luu: VT, ho so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi ban hanh quyét dinh xac minh noi dung khiéu nai.

(3) Churc danh cua nguoi c6 thim quyén ban hanh quyét dinh xac minh néi dung khiéu nai.

(4) Van ban quy dinh vé€ chirc nang, nhiém vy, quyén han cua co quan, t6 chtrc, don vi ban hanh
quyét dinh xac minh nodi dung khiéu nai.

(5) Quyét dinh giao nhiém vy xac minh ndi dung khiéu nai.

(6) Co quan, to chtrc, don vi, ca nhan dé xuét vige xac minh ndi dung khiéu nai (néu c6).

(7) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chuc khiéu nai).

(8) Noi dung dugc giao xac minh.

(9) Nguoi ding dau co quan, t6 chire, don vi, ca nhan chiu trach nhiém thi hanh quyét dinh.
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MAu s6 : 05 (Ban hanh kém theo Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
BIEN BAN LAM VIEC

Vao hoi... gid ... ngdy ... thang ... nAM ..., tai ......ooeeveneeeineeneennn., () I ;
Chung t6i gdom:
1. Nguoi co trach nhiém xdcminh: ... () I
2. Nguoi lam viéc voi nguoi ¢ trach nhiém xac minh: .................. (5)eeeeieeriennnn.
3 N0 dung [am VIEC: ..veiii ((C) I
4. Kt QUA TAM VIBC ..o ) T
5. Nhitng ndi dung khac co lién quan: ..., (€] P

Budi 1am viéc két thiic vao hdi ... gio ... phat ciing ngay (hodc ngdy .../...[...).

Bién ban nay da duoc doc cho nhitng ngudi 1am viéc cing nghe, moi ngudi nhat tri v6i ndi dung
bién ban va xac nhan dudi day.

Bién ban duoc 1ap thanh ... ban mdi bén gitr 01 ban./.

Nguwoi lam viéc véi nguoi Nguoi c6 trach nhi€ém xdc minh
¢6 trach nhiém xac minh (ky va ghi r6 ho tén, dong dau - néu cd)
.................. (C) TR

(1) Co quan, to chtrc, don vi ban hanh quyét dinh xac minh hoic truc tiép tién hanh xac minh.

(2) Poan/Té xac minh duoc thanh 1ap (néu co).

(3) Pia diém lam viéc.

(4) Ho tén, chuc danh cua nguoi c6 trach nhiém xac minh.

(5) Ghi 15 ho tén, dia chi, s6 dién thoai lién hé (néu c6) ciia nguoi 1am viéc voi nguoi co trach nhiém
x4c minh nhu: nguoi khiéu nai, nguoi bi khiéu nai, dai dién co quan, to chic, don vi va ca nhan c6
lién quan.

(6) Cac ndi dung lam viéc cu thé.

(7) Két qua lam viéc da dat duogc, nhiing ndi dung da thong nhat, nhiig van dé con co ¥ kién khac
nhau, dé xuét, kién nghi cua cac bén tham gia budi lam viée.

(8) Nhitng ndi dung khac chua dugc thé hién & (6), (7).

(9) Chir ky (ghi rd ho tén) hodc diém chi ctia nhitng nguoi cing lam viéc. Trong truong hop co
nguoi khong ky thi trong bién ban phai ghi rd va dé nghi ngudi lam chimg ky vao bién ban.
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MAu s6: 06 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sé: T ,ngay ... thang ... ndm
V/v cung cép thong tin, tai li¢u,
bang chung
Kinh gtri: ............ c(B)e )
Ngay ... thang ... vey +.(4)... da thu ly gidi quyet khi€u nai cua ....... 5)....... doi véi

Theo quy dinh ctia phép luat va dé phuc vu viée giai quyét khiéu nai, ...(2)... d& nghi...(3)... cung cip
cho ...(2)... nhitng thong tin, tai li€u, bang ching sau day:

Pé nghi ...(3)... chuan bj day du nhitng thong tin, tai liéu, bang ching néu trén va gui cho ...(2)...
trudc ngay ... thang ... nam

R4t mong nhan duoc su quan tim, hop tac cia ...(3).../.

Nguoi ding diu co quan, to chire, don vi
Noi nhén: (ky, ghi rd ho tén - dong dau néu co)
- Nhu trén;
- Luu: VT, ho so.

(1) Tén co quan, té chure, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chtrc, don vi giri vin ban dé nghi cung cap thong tin, tai lidu, béng chung.

(3) Tén co quan, t6 chic, don vi, ca nhan duoc dé nghi cung cap thong tin, tai liéu, bang ching.

(4) Nguoi giai quyet khiéu nai.

(5) Tén nguoi khiéu nai (hodc tén co quan, t6 chirc khleu nai).

(6) Quyét dinh hanh chinh, hanh vi hanh chinh, quyét dinh ky luat can bo, cong chire bi khiéu nai.
(7) Céc yéu cau dbi v6i thong tin, tai lidu, bfmg chimg dé nghi cung cép.

(8) Pia chi nhan thong tin, tai liéu, bang ching hoic ngudi duoc giao truc tiép nhan thong tin, tai
lidu, bang ching.
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MAu s6: 07 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc

GIAY BIEN NHAN
Vé viéc ti€p nhan thong tin, tai li¢u, bang chimg
Vao hoi... gid ... ngdy ... thang ... nAm ..., tai ........coooeevnnnnn.... [ T
Bén nhan thong tin, tai liéu, bang chimg:

Gidy bién nhan nay duoc lap thanh ... ban, mdi bén giir 01 ban./.

Béngiao ’ Bén nhin ’
(ky, ghi 106 ho tén, dong dau - néu co) (ky, ghi 10 ho tén, dong dau - néu co)

(1) Tén co quan, t6 chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi tiép nhan thong tin, tai liéu, bang chimg.

(3) Ghi s6 trong truong hop Gidy bién nhan dugc quan 1y, theo ddi bang s6 van ban.

(4) Pia diém giao, nhan thong tin, tai liéu, bang ching.

(5) Ho tén, chtic danh, co quan, td chirc, don vi cong tac cua nguodi nhan thong tin, tai licu, bﬁng
chung.

(6) Ho tén, churc danh, co quan, td chuc, don vi cong tac hodc dia chi cia nguoi giao thong tin, tai
liéu, bang chung.

(7) Loai thong tin, vat mang tin, tén, s6 trang, tinh trang tai liéu, béng chung.
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MAu s6: 08 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sb: .../... .....,ngay ... thang ... ndm

Dé ¢ co so cho viée giai quyét khiéu nai bao dam chinh xéc, khach quan, ...(2)... trung cAu gidm
dinh cac thong tin, tai li€u, bang ching sau day:

Vay dé nghi ...(3)... tién hanh giam dinh va gii két qua cho ...(2)... trude ngay...thang ... ndm ...
.(2)... ctr 6ng (ba) ...(5)... truc ti€p ban giao thong tin, tai liéu, bang ching va nhan két qua giam
dinh.

Kinh phi gidm dinh (néu phai chi tra) do ...(2)... chi tra theo quy dinh.

Rat mong su quan tam, hop tac cua ...(3).../.

Nguoi ding diu co quan,

Noi nhén: to chirc, don vi trung cau giam dinh
- Nhu trén; (ky, ghi rd ho tén va dong dau)
-..05)...

-..(0)...;

- Luu: VT, hd so.

(1) Tén co quan, to chtrc, don vi cap trén tryc tiép (néu cb).

(2) Tén co quan, to chure, don vi trung cau giam dinh.

(3) Tén co quan, t chirc dugc trung céu giam dinh.

(4) Théng tin, tai liéu, bang chimg dé nghi giam dinh va ndi dung can giam dinh.

(5) Ho tén, chtrc vy, chttc danh ctia ngudi dugc cir ban giao thong tin, tai li€u, béng chung, tiép nhan
két qua giam dinh.

(6) Bon vi, bo phan quan ly tai chinh cta co quan, td chire, don vi dé nghi trung cau giam dinh.
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MAu s6: 09 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
‘ QUYET PINH ,
Ve viéc tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai
............... (R ) T

Can cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s 75/2012/NB-CP ngay 03 thang 10 ndm 2012 ctia Chinh pht quy dinh chi tiét
mot s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 ctia Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CanCl .o (4) e ;

X6t d8 Nghi CUA ....ovveeieeei e (5) e
QUYET PINH:

Picu 1. Tam dinh chi viéc thi hanh quyét dinh ......................... (O PR

Ly do tam dinh chi:

......................................................... (7)o

Thoi gian tam dinh chi ké tir ... gior ... ngdy .../.../... dén khi c6 quyét dinh hily bo Quyét dinh nay.
biéu 2. ...(8)..., ...(9)... va ...(10)... chiu trach nhi€m thi hanh Quyét dinh nay./.

s Ngudi ban hanh quyét dinh tam dinh chi
Noi nhan: (ky, ghi 1 ho tén va dong dau)
- Nhu biéu 2;

- Luu: VT, hd so.

(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh
chinh bi khiéu nai.

(3) Chtrc danh ciia nguoi ¢6 tham quyén ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh
hanh chinh bj khiéu nai.

(4) Van ban quy dinh vé chuc nang, nhiém vuy, quyén han cua co quan, td chirc, don vi ban hanh
quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai.

(5) Tén co quan, don vi, cad nhan tham muu dé xuét ban hanh quyét dinh tam dinh chi viéc thi hanh
quyét dinh hanh chinh bj khiéu nai.

(6) Ghi 15 tén, s, ngay thang nam, nguoi ky quyét dinh hanh chinh bi tam dinh chi viéc thi hanh.

(7) Ly do, can ctr ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bij khiéu nai.
(8) Tén co quan, to chire, don vi, ca nhan ban hanh quyét dinh hanh chinh bi tam dinh chi thi hanh.
(9) Tén co quan, td chirc, don vi, ca nhan c6 trach nhiém thi hanh quyét dinh tam dinh chi.

(10) Co quan, t6 chic, don vi, ca nhan c6 lién quan.

15







MAu s6: 10 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm ...
‘ , QUYET PINH , ,
Ve viéc hiy bé quyet dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khi€u nai
................. [R) TP

Can cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s 75/2012/NB-CP ngay 03 thang 10 nim 2012 ctia Chinh pht quy dinh chi tiét
mot s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nam 2013 ciia Thanh tra Chinh phii quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

Can el ......ooooiiiii (4) e ;
Xétdenghicla .......oooviiiiiiiii (5)-eeeeenieeeeeeeeeee ,
QUYET DINH:

Piéu 1. Huy bo Quyét dinh vé viéc tam dinh chi viéc thi hanh quyét dinh hanh chinh bj khiéu nai s6
... ngay ... thang ... ndm ... cla

Ly do cua vigc huy bo: ................. SETTTIPPIRORRPY (7)o
biéu 2. Quyet dinh nay c6 hiéu lyc ké tir ngay ban hanh. )
biéu 3. ...(8)..., ...(9)... va ...(10)... chiu trach nhi€m thi hanh Quyét dinh nay./.

Noi nha Nguoi ban hanh quyét dinh
oi nhan: s 1o A s X
- Nhu Pidu 3; (ky, ghi r0 ho tén va dong dau)
- Luu: VT, ho so.

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh huy bo quyét dinh tam dinh chi viéc thi hanh
quyét dinh hanh chinh bi khiéu nai.

(3) Chirc danh ctia nguoi ban hanh quyét dinh hity bo quyét dinh tam dinh chi viéc thi hanh quyét
dinh hanh chinh bi khiéu nai.

(4) Van ban quy dinh vé chirc ning, nhiém vy, quyén han cta co quan, to chirc, don vi ban hanh
quyét dinh hiy bé quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai.

(5) Tén co quan, to chirc, don vi, ca nhan tham muu dé xuét ban hanh quyét dinh hay bé quyét dinh
tam dinh chi viéc thi hanh Quyét dinh hanh chinh bi khiéu nai.

(6) Sb, ngdy, thang, ndm ban hanh, tham quyén ky quyét dinh tam dinh chi viéc thi hanh quyét dinh
hanh chinh bi khiéu nai.

(7) Néu 15 1y do, cin c&r cia viée huy bo quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh
chinh bi khiéu nai.

(8) Chirc danh ctia ngudi ban hanh quyét dinh hanh chinh bi khiéu nai.

(9) Nguoi dimg dau co quan, to chire, don vi chiu trach nhiém thi hanh quyét dinh hity bo quyét dinh
tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai.

(10) Co quan, t6 chic, don vi, ca nhan c6 lién quan.
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MAu s6: 11 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../BC-...... .....,ngay ... thang ... ndm
, BAO CAO ,
Két qua xac minh ngi dung khiéu nai
’ ~ Kinhgii: ... ()

Thyc hién Quyet dinh 80 ..., T3 ) TP )
Tungay .../.../... dénngay .../.../..., ...(5)... d4 tién hanh xdc minh ndi dung khiéu nai cta

(6).... 61 v6i ....(7)....
Can cur vao thong tin, tai liéu, br:ing ching dugc thu thip trong qua trinh xadc minh ndi dung khiéu
nai, két qua 1am viéc véi co quan, to chic don vi, ¢4 nhan ¢6 lién quan, .....(5)...... bao cao két qua
xac minh ndi dung khiéu nai nhu sau:

1. Yéu cau cua ngudi khiéu nai, can ctr dé khiéu nai va két qua giai quyét khiéu nai trudc d6 (néu

minh:

Trén day 1 bao céo két qua xac minh nodi dung khiéu nai, kinh trinh ...(3)... xem xét, cho y kién chi
dao./.

Nguoi cé trach nhiém xac minh/Truéng
DPoan/To trwéng To xac minh
(ky, ghi 10 ho tén, dong dau - néu co)

Noi nhén:
- Nhu trén; i
- Luu: VT, ho so.

(1) Tén co quan, to chtrc, don vi cip trén truc tlep (néu cb).

(2) Tén co quan, t6 chic, don vi hodc Poan/T6 xac minh bao cao két qua xac minh ndi dung khiéu
nai.

(3) Ngudi giao nhiém vy xdc minh.

(4) Quyét dinh giao nhiém vu xac minh hodc quyét dinh xac minh noi dung khiéu nai.

(5) Tén co quan, t6 chirc, don vi, ngudi c6 trach nhiém xac minh, Poan/T6 xac minh ndi dung khiéu
nai.

(6) Ho tén cua nguoi khiéu nai (hoic tén co quan; td chl'rg khiéu nai). ’

(7) Quyet dinh hanh chinh, hanh vi hanh chinh hodc quyét dinh ky luét can bg, cong chure bi khiéu
nai.

MAu s6: 12 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)
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.......... €D I CONG HOA XA HQI CHU NGHIA VIET NAM

.......... ) I Poc 1ap - Tw do - Hanh phic
Sb: .../QD-...... ..., NEAyY ... thang ... nam
‘ QUYET PINH
Ve viéc dinh chi giai quyet khiéu nai
...................... (R ) P

Can ctr Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 ndm 2011;

Cin cir Nghi dinh s6 75/2012/NB-CP ngay 03 thang 10 nim 2012 cta Chinh phu quy dinh chi tiét
mét sb diéu cua Luat khiéu nai;

Can ctr Thong tu sé /2013/TT-TTCP ngay ... thang ... nam 2013 cua Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

Can ct don xin rat khiéu nai ctia ngudi khiéu nai (néu co);

Xét A8 NI CUA ..o (4) e ,
QUYET PINH:

Piéu 1. Pinh chi giai quyét khleu nai ciia ong (ba) .................... () :

S6 CMND/HO chiéu, ngdy cap, N0i CAP: .....vvevveneiiieeiieeeiinn... (O TR

5 T o] 1§ S PSPPSR

Khiéu nai vé viéc ...(7)... va di duogc thu 1y ngdy... thang ...

Lydodinh chi: .. ... (€]

Piéu 2. Quyét dinh nay c6 hi¢u luc ké tir ngy ban hanh.
Diéu 3. ...(5)..., va ...(9)... chiu trach nhi€m thi hanh Quyét dinh nay./.

Nguoi ra quyét dinh dinh chi giai quyét
khiéu nai )
(ky, ghi rd ho tén va dong dau)

Noi nhén:
- Nhu Biéu 3;
- Luu: VT, ho so.

(1) Tén co quan, to chtrc, don vi cip trén truc tlep (néu cb).

(2) Tén co quan, t chirc, don vi ban hanh quyét dinh dinh chi giai quyet khiéu nai.

(3) Chtrc danh cua  nguoi ban hanh quyét dinh dinh chi giai quyet khiéu nai.

(4) Tén co quan, t chirc, don vi, ca nhan dé Xuat ban hanh quyét dinh dinh chi giai quyét khiéu nai.
(5) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chuc khiéu nai).

(6) Néu ngudi khiéu nai khong c6 CMND/H chiéu thi ghi cac thong tin theo gidy to ity than.

(7) Tém tat ndi dung khiéu nai.

(8) Néu rd 1y do cua viée dinh chi giai quyét khiéu nai.

(9) Co quan, t6 chirc, don vi, ca nhan c6 trach nhiém thi hanh quyét dinh dinh chi giai quyét khiéu
nai.
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MAu s6: 13 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
‘ QUYETBINH
Ve viéc thanh 1ap Hoi dong tw van gidi quyét khiéu nai
................... (R ) F

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Can ctr Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 ciia Chinh phil quy dinh chi tiét
mot s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nam 2013 ciia Thanh tra Chinh phii quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CAN Cl oo (A) e ;
X6t A8 NI CUA ...oevvneieee e (5) e ,
QUYET PINH:

Piéu 1. Thanh 1ap Hoi dong tu van giai quyét khiéu nai gdm cac ong (ba) sau day:
1.ONG (DA) ooovveei el () 1 Chu tich;
2.00g (BA) covviiiei (6) coveeeeeeenn. Phé Chu tich (néu co);
300 (DA) covvviiiieeie e () 1O Thu ky;
4.00g (BA) ..vveiieei e () Y Thanh vién;
TP

Piéu 2. Hoi dong tu van thao luan, tham gia y kién giai quyét khiéu nai cua ong (ba)...(7)... vé viéc
«(8)... da dugc thu ly giai quyét.

Dleu 3. Hoi dong tu van ty giai thé sau khi hoan thanh viéc tu van giai quyét khiéu nai.

Piéu 4. Cac ong (ba) co tén tai Pidu 1, ...(9)... thi hanh Quyét dinh nay./.

Nguwoi ban hanh quyet dinh thanh lap
Héi dong tu vin )
(ky, ghi rd ho tén va dong dau)

Noi nhén:
- Nhu biéu 4‘;
- Luu: VT, ho so.

(1) Tén co quan, to chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh thanh lap Hoi déng tu van giai quyét khiéu

nai.

(3) Chirc danh ctia ngudi c¢6 thim quyén ban hanh quyét dinh thanh lap Hoi dong tu van giai quyét
khiéu nai.

(4) Van ban quy dinh vé chic nang, nhiém vy, quyen han cta co quan, t6 chirc, don vi ban hanh
quyét dinh thanh lap Ho1 ddng tu van giai quyet khiéu nai.

(5) Tén co quan, to chirc, don vi, ca nhan dé xuat viéc thanh 1ap Hoi dong tu véan giai quyét khiéu
nai.

(6) Chure vy, chirc danh, co quan, t6 chuc, don vi cong tac, dia chi (néu cd).

(7) Ho tén, dia chi nguoi khiéu nai (hodc co quan, t6 chtc khiéu nai).

(8) Tém tat nodi dung khiéu nai.

(9) Co quan, td chirc, don vi, ca nhan c6 trach nhiém thi hanh.
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MAu s6: 14 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... € T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () PP Poc lap - Tu do - Hanh phuc
BIEN BAN POI THOAI
Vao hdi... gio ., Ngay .. thang cental ()

I. Thanh phan tham gia doi thoal
1. Nguoi giai quyét khiéu nai, ngudi c6 trach nhiém xac minh ndi dung khiéu nai:

-Ong (bd).............. chirc V..o , co quan (to chtrc, don vi).......
2. Nguoi ghi bién ban:

-Ong (bd).............. chic VU.....ooiiiiii, , co quan (t6 chtrc, don vi).......
3. Nguoi khiéu nai (hodc nguoi dai dién, nguoi duge uy quyén clia nguoi khiéu nai):
- Ong ((oF:) IR chire vy, , co quan (t6 chuc)...................
S6 CMND/HO chiéu, ngay cap, noi ap: .........coeeevvueeeeinnnn, [ TR
DA CIIi.eeeeeecceeee et e e e

4. Nguoi bi khiéu nai (hoac nguoi dai dién, nguoi duge iy quyén khi€u nai cia ngudi bi khiéu nai
(néu co)):

S6 CMND/H® chiéu, ngdy cap, noi Cap: ........c..eevveeeeennnn.... [ T
DA CRiec s
6. Pai dién co quan, t6 chirc, ca nhan c6 lién quan (néu co):

Viéc ddi thoai két thuc hdi... gio ... ngdy .../.../...

Bién ban di thoai d3 duogc doc lai cho nhiing nguoi tham gia ddi thoai nghe va ky x4c nhan.

Bién ban duoc l4p thanh .... ban, ngudi giai quyét khiéu nai, ngudi ¢ trach nhiém xac minh, nguoi
khiéu nai, nguoi bi khiéu nai mdi bén giir 01 ban./.

Ngudi bi khiéu nai Nguoi giai quyét khiéu nai (hodc ngudi cé
(ky, ghi 1 ho tén) trach nhiém xic minh khiéu nai)
(ky, ghi rd ho tén, dong dau - néu co)
Nguoi khiéu nai Pai dién co quan, to chirc, ca nhin cé lién
(hoic nguwoi dai dién, nguoi duge uy guan
quyén) (ky, ghi 1 ho tén, dong dau - néu co)
(ky, ghi 10 ho tén)
Nguoi cé6 quyén va nghia vu lién quan Nguoi ghi bién ban
(ky, ghi 10 ho tén) (ky, ghi 10 ho tén)

(1) Tén co quan, td chirc, don vi cip trén truc tiép (néu co).
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(2) Tén co quan, t6 chic, don vi chu tri d6i thoai.

(3) bia diém tién hanh ddi thoai.

(4) Néu khong c6 CMND/H( chiéu thi ghi céc thong tin theo gidy to tity than,

(5) Nguoi giai quyet khiéu nai hodc ngudi ¢6 trach nhiém xac minh néu muc dich, yéu cau cua viée
d6i thoai, tom tat két qua xac minh noi dung khleu nai va nhimg ndi dung dbi thoai.

(6) Y kién cua nhitng ngudi tham gia d6i thoai vé ting ndi dung d6i thoai.

(7) Nhitng noi dung dbi thoai da théng nhat, nhitng van d& con y kién khac nhau va nhimg ¥ kién
khac (néu c9).
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MAu s6: 15 (Ban hanh kém theo Thong tw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phii)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
QUYET PINH

Veé viéc giai quyég khiéu nai cia ...(3)...
(Ian dau)

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Can cir Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 ctia Chinh phu quy dinh chi tiét
mot sb diéu cua Luat khiéu nai;

Can cir Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nam 2013 cta Thanh tra Chinh phii quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

AN Ol ottt (5 PR ;
Can ctr phap luat khac c6 lién quan (néu co);
Xét don khiéu nai ngay .../.../... CUA ..ooovveeie e () JSSSR
D3PI o] oV LRSS
I. N¢i dung khiéu nai
.................................................................... () PRSI
I1. Két qua xac minh ngi dung khiéu nai:
.................................................................... (7)o
I11. Két qua ddi thoai (néu cé)
TR (8) et
IV. Két luan
.................................................................... (9) e
Twr nhitng nhén dinh va céan ctr trén

QUYET PINH
Pi€u 1. ..o (0]
Piu2. ..o (L) e

Piéu 3. Trong thoi han ... ngay, ké tir ngay nhan dugc Quyét dinh nay, néu khong dong ¥ v6i Quyét
dinh giai quyét khiéu nai ...(3)... c6 quyén khiéu nai d&én ...(12)..., hodc khéi kién vu 4n hanh chinh
tai Toa 4n theo quy dinh ctia phap luat vé t6 tung hanh chinh.

Piéu 4. Cac ong (ba) ...(13)... chiu trach nhiém thi hanh Quyét dinh nay./.

L Nguoi ra quyét dinh gidi quyét khiéu nai
Noi nhan: (ky, ghi 1 ho tén va dong dau)
- Nhu Diéu 4;

- (14
- (15).
- (16)...
- Luu: VT, hd so.

(1) Tén co quan, to chtre, don vi cap trén tryc tiép (néu €0).

(2) Tén co quan, to chirc, don vi ra quyét dinh giai quyét khiéu nai.

(3) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chirc khiéu nai).

(4) Chtrc danh nguoi ra quyet dinh giai quyét khiéu nai.

(5) Van ban quy dinh v€ chirc nang, nhiém vu, quyén han cua co quan, to chirc, don vi ban hanh
quyét dinh giai quyét khiéu nai.
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(6) Ghi 10 tung ndi dung khiéu nai.

(7) Ghi 5 ting ndi dung da duoc xac minh dé 1am rd ndi dung khiéu nai.

(8) Ghi 5 két qua dbi thoai.

(9) Néu 10 can cu phap luat (vién dan cac diéu khoan cua vin ban phap luat) dé dua ra két luan vé
timg ndi dung khiéu nai; két luan rd timg ndi dung khiéu nai la dung, ding mot phan hay sai toan bd
(néu dung mot phan thi ghi cu thé nhirmg noi dung ding trong quyét dinh giai quyét khiéu nai).

(10) Giir nguyén, sira d6i, bd sung hodc huy bé mot phan hay toan bo quyét dinh hanh chinh; tiép
tuc thuc hién hodc chdm dit hanh vi hanh chinh da bi khiéu nai.

(11) Giai quyét cac van d¢é lién quan dén ndi dung khiéu nai.

(12) Ngudi c6 tham quyén giai quyét khiéu nai 1an hai.

(13) Nhimng nguoi chiu trach nhiém thi hanh giai quyét khiéu nai va ngudi khiéu nai (co quan, t6
chte khiéu nai).

(14) Thu trudng co quan, to chiic, don vi cap trén truc tiép cta nguoi ra quyét dinh giai quyét khiéu
nai.

(15) Nguoi co quyén va nghia vu lién quan; co quan, to chtrc, don vi, ca nhan di chuyén khiéu nai
dén (néu co).

(16) Co quan thanh tra nha nudc cung cap.
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MAu s6: 16 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
‘ QUYET PINH
Ve viéc gidi quyet khi¢u nai ...(3)...
(lan hat)
...................... () T

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Can cir Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 ctia Chinh phu quy dinh chi tiét
mot sb diéu cua Luat khiéu nai;

Can cir Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nam 2013 cta Thanh tra Chinh phi quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CAN CU.eieeeee et (5)eeeeemeeieeeceee ;
Can ctr phap luat khac c6 lién quan (néu co);
Xét don khiéu nai ngay .../ .../ .. CUAueveeeeceeeeeeeeeee. (3) e, ;
D3PI e] oV TP
I. N¢i dung khiéu nai
.................................................................... () TSR
I1. Két qua giai quyét khieu nai cia nguoi da giai quyet khieu nai lan dau
.................................................................... (7)o
III. Két qua xac minh ngi dung khiéu nai:
.................................................................... () ISR
IV. Két qua doi thoai
......... TR (9) i
V. Két ludn
.................................................................. (0 ) TSR
Twr nhitng nhén dinh va céan ctr trén

QUYET PINH
Pi€u 1. ..o (12 e
Piu 2. ... {12).iiiiiiiin e,

Piéu 3. Trong thoi han ... ngay, ké tr ngay nhan dugc Quyét dinh nay, néu khong dong ¥ voi quyét
dinh giai quyét khiéu nai thi ¢ quyén khai kién vu an hanh chinh tai Toa an theo quy dinh ctia phap
luat vé t6 tung hanh chinh.

Piéu 4. Cac ong (ba) ...(13)... chiu trach nhiém thi hanh Quyét dinh nay./.

L Nguoi ra quyét dinh gidi quyét khiéu nai
Noi nhan: (ky, ghi 1 ho tén va dong dau)
- Nhu Diéu 4;

- (14

- (15).

- Luu: VT, hd so.

(1) Tén co quan, to chuc, don vi cip trén tryc tiép (néu c0).

(2) Tén co quan, to chirc, don vi ra quyét dinh giai quyét khiéu nai.
(3) Ho tén nguoi khiéu nai (hoac tén co quan, t6 chue khiéu nai).
(4) Chirc danh ngudi ra quyét dinh giai quyét khiéu nai.
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(5) Van ban quy dinh vé chuc ning, nhiém vu, quyén han cta co quan, to chirc, don vi ban hanh
quyét dinh giai quyét khiéu nai.

(6) Ghi rd timg ndi dung khiéu nai.

(7) Ghi 15 két luan ctia ngudi giai quyét khiéu nai lan dau.

(8) Ghi r6 ting n6i dung da dugc xac minh dé 1am rd noi dung khiéu nai.

(9) Ghi 5 két qua ddi thoai.

(10) Néu rd cin ctr phap luat (vién dan cac diéu khoan cta vin ban phap luat) dé dua ra két luan vé
tung noi dung khiéu nai; két luan rd tung ndi dung khiéu nai 1a ding, dung mot phﬁn hay sai toan bo
(néu diing mot phén thi ghi cu thé nhitng ndi dung diing trong quyét dinh giai quyét khiéu nai).

(11) Nbi dung diém nay ap dung tuy theo céc truong hop sau day:

a) Néu khiéu nai 1a ding hodc ding mot phan thi ghi:

+ Yéu céu ngudi ra quyét dinh hanh chinh bj khiéu nai stra d6i, hay bo mét phﬁn hoic toan b Quyét
dinh s6 ... ngdy.../.../... bi khiéu nai (hodc ghi cu thé nhitng ndi dung yéu cau sira d6i, hay bo);

+ Yéu cau ngu0’1 thuc hién hanh vi hanh chinh chidm dt hanh vi hanh chinh - trudng hop khiéu nai
d6i v6i hanh vi hanh chinh.

b) Néu khiéu nai 1 sai toan bo thi ghi rd:

+ Cong nhén va gilr nguyén ndi dung quyet dinh giai quyét khiéu nai 1an dau la dung;

+ Yéu cau ngudi khiéu nai, co quan, t6 chtrc, ¢4 nhan c6 lién quan thuc hién quyét dinh hanh chinh
va hanh vi hanh chinh d3 bi khiéu nai.

(12) Quyét dinh giai quyét cac van dé lién quan dén ndi dung khiéu nai:

- Khoi phuc quyén, loi ich hop phép ciia nguoi khiéu nai (co quan, t6 chirc khiéu nai) va co quan, to
chuc, don vi, cd nhan c6 lién quan (néu co);

- B6i thuong thiét hai cho co quan, to chirc, don vi, ca nhan bi thiét hai (néu c0).

(13) Ghi r6 nhiing nguoi chiu trach nhiém thi hanh quyét dinh giai quyet khiéu nai: nguoi khiéu nai,

co quan, to chirc khleu nai, nguoi bi khiéu nai, ngudi gidi quyét khiéu nai 1an dau,..

(14) Nguoi co quyén va nghia vu lién quan; co quan, to chirc, don vi, c4 nhan da chuyen khiéu nai
dén (néu co).

(15) Co quan thanh tra nha nudc ciing cap.
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I1. LINH VU'C TO CAO
1. Thi tuc Giai quyét t6 cao
1.1. Trinh ty thue hién

Budce 1: Tiép nhan, xir Iy thong tin t6 cao: Khi nhin duoc t6 cdo thi ngudi giai
quyét to cao c6 trach nhiém phan loai va xu ly nhu sau:

- Néu t6 cao thudc tham quyén giai quyét ciia Cha tich UBND tinh va thi trudng
cac co quan chuyén mén cia UBND tinh thi trong thot han 10 ngay, ke tu ngay nhén
dugc don té cdo, phai kiém tra, xc minh ho, tén, dia chi cua ngudi t6 cao va quyet
dinh viéc thu 1y hoac khong thu ly giai quyét to c40, dong thoi thong bao cho ngudi to
céo biét 1y do viéc khong thy 1y, néu c6 yéu cau; truong hop phai kiém tra, xac minh
tai nhidu dia diém thi thoi han kiém tra, xac minh c6 thé dai hon nhung khong qué 15

ngay.

- Néu t6 cao khong thudc tham quyén giai quyét cia UBND tinh va cac co quan
chuyén moén thugc UBND tinh thi trong thoi han 05 ngay lam viéc, ké tir ngay nhan
duoc don t céo, nguoi tiép nhén phai chuyén don té céo cho co quan, t6 chirc, ca
nhan c6 tham quyén giai quyet va thong bao cho nguoi t6 céo, néu co yéu cau.
Truong hop nguoi t6 cao dén to co truc tiép thi nguoi tlep nhén t6 céo huong dan
ngudi t6 cdo dén td cao véi co quan, td chirc, ca nhan c6 thim quyén giai quyét.

Budc 2: Thu 1y, xac minh ndi dung t6 cao: Chu tich 'UBND tinh va thu truong
cac co quan chuyén mén thugc UBND tinh ban hanh quyet dinh thu ly giai quyet t6
céo (sau day goi tit 1a quyet dinh thy Iy). Viéc thay d6i, bo sung ndi dung quyét dinh
thu ly phai thuc hién bang quyét dinh cta nguoi giai quyet t6 cao. Trong trudng hop
nguol giai quyet t6 cao tién hanh xac minh thi trong quyét dinh thu 1y phai thanh Iap
Poan x4c minh t cdo hodc T6 xac minh t cao (sau ddy goi chung 1a T6 xac minh) cd
tur hai nguoi tro 18n, trong do6 giao cho mét ngudi lam Trudng doan xac minh hodc T6
truong TO xac minh (sau day goi chung 1a T truong T6 xac minh). Trong qua trinh
x4c minh, T6 xac minh phai lam viéc vo1 nguoi bi t6 cao, ngudi té cao; thu thap cac
tai li€u lién quan dén noi dung td cao; bao cao két qua xac minh...

Budc 3: két luan ndi dung t6 cao: Can ctr bao céo két qua xac minh nodi dung t6
c4o, cac thong tin, tai liéu, chimg ¢t ¢6 lién quan, ddi chiéu véi cac quy dinh cta phap
luat, Chu tich UBND tinh hodc thu truéng cac co quan chuyén mon thuéec UBND tinh
ban hanh két luan ndi dung td cdo.

Budc 4: xur Iy t6 cdo clia ngudi giai quyét td cdo: Ngay sau khi c6 két luan vé ndi
dung td céo, Chu tich UBND tinh hodc thu trudng cac co quan chuyén moén thudc

UBND tinh phai cin ctr két qua xac minh, két luan ndi dung t cao dé xt 1y theo quy
dinh tai Diéu 24 Thong tu 06/2013/TT-TTCP ngay 30/9/2013.

~ Budc 5: Cong khai két luan ni dung t6 cdo, quyét dinh xir ly hanh vi vi pham bj
t0 cao va thong bao két qua gidi quyét to cdo cho nguoi to cao.
Theo quy dinh tai Piéu 25 Thong tu 06/2013/TT-TTCP ngay 30/9/2013 cia
Thanh tra Chinh phu:

26







- Nguoi giai quyét td céo co trach nhiém cong khai két ludn néi dung t6 cao,
quyét dinh xt 1y hanh vi vi pham bi t6 cdo theo quy dinh tai Pi€u 11 Nghi dinh s6
76/2012/ND-CP ngay 03/10/2012 cua Chinh phu.

- Trong truong hop ngudi t6 céo co yéu cau thi ngudi giai quyét to cao thong bao
két qua giai quyét tb cao cho nguoi to cao, trir nhimg thong tin thuoc bi mat Nha
nude. Viée thong bao két qua giai quyét to cao dugc thuc hién bang mot trong hai
hinh thtrc sau:

+ Gui két luan noi dung tb cdo, quyét dinh, vin ban xtr Iy 6 cdo.

+ Gui van ban thong béo ket qua giai quyét tb «cao trong do phai néu duoc két
qua xac minh, két luan ndi dung t6 cao, ndi dung quyét dinh, vin ban xir 1y t6 céo.

1.2. Cach thirc thuc hién

- T6 cdo tryc tiép.

- Gtri don t6 cao qua duong buu dién.

1.3. Thanh phan, s6 lwong ho so

a) Thanh phan ho so giai quyét t6 cdo gom:

+ Nhém 1 gom céc van ban, tai liéu sau: Pon td cdo hoic Bién ban ghi ndi dung
t cao truc tiép; Quyét dinh thu 1y, Quyét dinh thanh lap To xac minh; Ké hoach Xac
minh t6 cdo; Bao cao két qua tham tra, xac minh ndi dung t6 cdo; Két luan ndi dung td
cdo; cac van ban thong bao, xur 1y, kién nghi xu ly tb céo.

+ Nhom 2 gom cac van ban, tai liéu sau: Cac bién ban lam viéc; van ban, tai liéu,
chig cur thu thap duogc; van ban giai trinh cia nguoi bi t6 cao; cac tai liu khac co
lién quan dén ndi dung t6 cao.

b) SO Iwgng ho so: 01 bd

1.4. Thoi han gidi quyet

Theo quy dinh tai Diu 21 Luat to cdo: Thoi han giai quyét to céo la 60 ngay, ké
tur ngay thu ly giai quyét t cao; d01 v0i vu viée phue tap thi thoi han giai quyet 1a 90
ngay, ké tir ngay thu ly g1a1 quyet t6 c4o. Truong hop can thiét, ngudi c6 tham quyen
giai quyet t6 cdo c6 thé gia han giai quyét mot 1an nhung khong qua 30 ngay; ddi véi
vu viéc phuec tap thi khong qua 60 ngay.

1.5. Pdi twong thwe hién TTHC: C4 nhan.
1.6. Co quan thuc hién TTHC
- Co quan c6 thadm quyén quyét dinh: Chu tich UBND tinh, Giam déc So.

- Co quan truc tiép thuc hién: Thanh tra tinh; Thanh tra s&; co quan chuyén mén
thuéc UBND tinh, So.

1.7. Két qua thwe hién TTHC
Két luan ndi dung t6 cdo va quyét dinh xir Iy ngudi 6 hanh vi vi pham bi tb cdo.

1.8. Tén miu don, mau to khai
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Céc mau vin ban ban hanh trong qué trinh giai quyét t6 cao dugc quy dinh tai
Thong tu 06/2013/TT-TTCP ngay 30/9/2013 ctua Thanh tra Chinh phu.

1.9. Yéu cu, diéu kién thye hién TTHC

Theo quy dinh tai khoan 2, Diéu 20 Lut t cdo: Ngudi c6 tham quyén khong thu
1y giai quyét to cdo trong cac truong hop sau day:

- T6 cdo vé vu viée da dugc nguoi d6 giai quyét ma ngudi td cao khong cung cip
théng tin, tinh tiét mai.

- Té cdo vé& vu viéc ma ndi dung va nhimng thong tin nguoi té cdo cung cip
khong co co so dé xac dinh nguoi vi pham, hanh vi vi pham phap luat.

- T6 cao vé vu viéc ma nguoi c6 tham quyén giai quyét to6 cdo khong du diéu
kién dé€ ki€ém tra, xac minh hanh vi vi pham phap luét, nguoi vi pham.

1.10. Cén ci phap 1y ciia TTHC
- Luat td cdo 2011;

- Nghi dinh s0 76/2012/NP-CP ngay 03/10/2012 huéng dén thi hanh mét s dicu
cua Luat to cao;

- Thong tu 06/2013/TT-TTCP ngay 30/9/2013 cua Thanh tra Chinh phu quy dinh
quy trinh giai quyét to cdo.
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PHU LUC BQ THU TUC HANH CHINH
CAC MAU VAN BAN

MAu s6: 01 (Ban hanh kém theo Théng tw s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... € IO CONG HOA XA HQI CHU NGHIA VIET NAM
......... () T Poc lap - Tu do - Hanh phuc

BIEN BAN GHI NOI DUNG TO CAO TRUC TIEP
Hoém nay, vao hoi... gio... ngdy ... thang ... ndm tai .............cooeouivieiiiriiiieeiinn....
|. Thanh phan 1am viéc gdm:

1. Ngudi tiép nhan tb céo:

SONG(DA) .o chicvu ...
SONG(DA) v chlrtc vu ..o

2. Nguoi td cdo (hodc nguoi dai dién cho nhitng ngudi td cdo)

ONG (D) .ottt
Dia chi ....ooovviiiiiiii S6 dién thoai lien hé: ..................
S6 CMND/ho chiéu, ngay cip, noi cap: .........covuvevveeeeenn... (3) oo

I1. Noi dung t6 cdo:

.......................................... (B) e
III. Thong tin, tai li¢u, bang chirng do nguwoi to cao cung cap
.......................................... (5) e
IV. Yéu cau cua nguwoi to cao

.......................................... (B) e

Budi lam viéc két thuc vao ..... gio .... cung ngay (hodc ngay .../.../.....)
Nguoi td c4o da doc lai (hodc dugc nghe doc) bién ban va xac nhan.

Bién ban dugc 14p thanh 02 ban, mdi bén giir 01 ban./.

Ngudi tb cdo Ngudi tiép nhan t6 cao
(Ky, ghi 0 ho tén hoac diém chi) (Ky, ghi r0 ho tén, dong dau néu co)

(1) Tén co quan, to churc, don vi cap trén tryc tiép (néu cb).

(2) Tén co quan, t6 chirc, don vi t1ep nhan t6 céo.

(3) Néu khong co CMND/h chiéu thi ghi cac thong tin theo gidy to tuy than.

(4) Ghi ro nhitng ndi dung t6 c4o va nhimng thong tin khac lién quan (néu co).

(5) Panh so thtr tu va ghi r0 tén thong tin, tai liéu, bang chimg, sb trang cua timg tai liéu, tinh trang
cua thong tin, tai liéu, bang chung.

(6) Yéu cau cua ngudi té cdo trong truong hop ngudi t cao yéu cau dugc gitr bi mat thong tin,
thong bao viéc khong thy 1y giai quyét td céo, thong bao két qua giai quyét td cao..
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MAu s6: 02 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM

......... 2)eeeennnn. Doc 1ap - Tw do - Hanh phuc

Sb: ... /TB-....... ,ngay ... thang ..

THONG BAO
Vé viée khong thu Iy giai quyét té cdo

Ngay ... thang ... nam ........... (3) ..... 3 nhan dugc t6 cdo cia ...(4)........ véi ndi dung:
.................................................. () ISR
(TECAO O oo (O S chuyén dén).

Sau khi nghién ctru, xem xét thdy rang ndi dung td cdo néu trén khong du diéu kién dé thu 1y giai
quyét.

Ly do: oo (7) e

Vay thong bao dé 6ng (ba) biét./.

Noi nhén: Nguoi dirng diu
-Nguoi to céo; co quan, to chirc, don vi
-(6).. (ky, ghi 1o ho tén, dong dau)

- Luu: VT, hd so.

(1) Tén co quan, t chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh thong béo.

(3) Nguoi c6 tham quyén giai quyét td cao hodc co quan, td chirc, don vi ban hanh Thong bao
(4) Ho tén, dia chi cua nguoi td céo.

(5) Nbi dung t6 cao khong dugc thu 1y.

(6) Tén co quan, t6 chuc, don vi hodc tén, chirc vy, chire danh nguoi co thAm quyén da chuyén
t6 cdo d6 dén nguoi giai quyét td cdo (néu cb).

(7) Can cu phap ly da ap dung dé khong thu ly giai quyét t6 cdo (diéu, khoan, tén vin ban va
ndi dung quy dinh v¢ truong hop khong thu 1y giaiquyét to cao).
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MAu s6: 03 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM

......... 2)eeeennnn. Doc 1ap - Tw do - Hanh phuc

Sb: ... /TB-..... . ,ngay ... thang ..

THONG BAO
Veé viée khong thu Iy giai quyét t cdo tiép

Ngay ... thang ... ndm ...... .. (3).... da nhan duoc t cdo tiép v6i ndi dung:
...................................... (4) oo
(T6CA0dO .. (B) i chuyén dén).

Céac ndi dung t6 cdo néu trén di dugc.... (6)... giai quyét tai... (7)... nhung nguoi td céo tiép tuc tb
caovéilydo: .............. 3 TS

Sau khi nghién ctru, xem xét thiy rang cac ndi dung td céo trén di duoc giai quyet dang phap luét.
Do do, can ctr quy dinh tai Khoan 2 Piéu 27 cta Luit td cao, khong co co sé dé thu Iy giai quyét lai
t6 céo trén.

Vay .. .(2)... thong bao dé nguoi t6 céo, co quan, t6 chtrc, don vi, c4 nhan co lién quan biét. Néu
khong c6 tinh tiét moi, dé nghi chdm dut viée t6 céo, viéc xem xét, giai quyét cac nodi dung té cao
néu trén./.

Noi nhén: Nguoi ding dau
-Nguoi t6 cdo co’ quan, to chire, don vi
-..(5)...; (ky, ghi rd ho tén, dong dau)
-...(6)..;

-...9)..;

- Luu: VT, hd so.

(1) Tén co quan, t chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh thong bao.

(3) Ngudi co tham quyén giai quyét to cdo hodc co quan, to chirc, don vi ban hanh Thong bao.
(4) Céac ndi dung t6 céo tiép va nguoi bi td cao trong cac ndi dung do.

(5) Tén co quan, t6 chtrc, don vi hoic ho tén, chirc vy, chirc danh cta ca nhan co tham quyén da
chuyén t6 céo tiép dén nguoi c6 thim quyéngiai quyét lai td cao (néu co).

(6) Nguoi da giai quyét to cao theo tham quyén.
(7) Néu tén, sb hidu clia cac vin ban gidi quyét to cao va ngay, thang, nim ban hanh.

(8) Néu 1y do nguoi t6 cdo t cao tlep Trong trudng hop nguoi t6 cao khong néu dugce ly do t cao
tiép thi ghi 15 1 "...nhung ngudi td céo tiép tuc t6 cao ma khong néu rd ly do t6 céo tiép".

(9) Ngudi bi té céo.
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MAu s6: 04 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
.......... ,ngay ... thang ... nam.....

Kinh gtri: .....ooooeiieinan. (B)eeiiiiiiii
ONG (DA): oo (D). e
Daa Gl oo
C6nodi dung to cdo glridén ..................... (5) e
Noi dung t6 cdo:
Cin cir ndi dung tb céo, quy dinh vé thim quyén giai quyét t6 cdo tai ....... (6).......;
Sau khi kiém tra cac diéu kién thu ly, dé nghi .....cooevveeiiii, (3) e
quyét dinh viéc thu ly giai quyet to cao néu trén./.
No inhan: Nguoi dé xufi§ )
-Nhu trén; (ky, ghi rd ho tén, dong dau - néu co)

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi 1ap phiéu dé xuat.
(3) Chirc danh ctia ngudi giai quyét t6 cao.

(4) Ho tén nguoi td cao (hodc ngudi dai dién cta nhitng ngudi to c4o).

(5) Nguoi c6 tham quyén giai quyét hodc co quan, to chirc, don vi tiép nhén t6 céo.

(6) Diéu, khoan, vin ban quy dinh vé tham quyén giai quyét td céo.
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MAu s6: 05 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
So Qb- ....... TR , ngay ... thang ... nam
QUYET DINH
Ve viéc thu ly gidi quyet to cao va thanh lap Poan/To6 xac minh to cao
............... (€) R

Can ctr Luat t6 cao s6 03/2011/QH13 ngay 11/11/2011;

Cin ctr Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 cta Chinh phu quy dinh chi tiét thi hanh mot
s6 diéu cua Luat t6 cdo;

Can ctr Thong tu s6  /2013/TT-TTCP ngay / /2013 cua Thanh tra Chinh phu quy dinh quy
trinh giai quyét té cao;

Canclr....oovvvviiiiiiiiiien (B) e ;

Xétdénghicha ..................... (5) e, ,
QUYET PINH:

Piéu 1. Thy ly giai quyét t6 cdo dbi voi ............... (O I

Noi dung t6 cao dugc thu ly QOM:...oeu i, () P

Thoi han giai quyét to cdo 1a .... ngay lam viéc.

Picu 2. Thanh 1ap Poan/T6 x4c minh t6 céo, gom:

1. Ong (bd)............... chitcvu.................. - Truéng doan/T6 trudng;

2.0ng (ba)............... Chlrc VU...oooeev, - Thanh vién;

Poan/T6 xac minh ¢6 nhiém vu kiém tra, xac minh ndi dung td cao dugce thu 1y néu tai Piéu 1 Quyét
dinh nay. Thoi gian tién hanh xac minh la...... ngay lam viéc, ké tir ngay giao hodc cong bd Quyét
dinh nay v&i nguoi bi t cio.

Poan/Té xé4c minh thuc hién cac quyén, nghia vu quy dinh tai Khoan 5 Diéu 22 Luét td céo va cac
quy dinh khac cta phap luat c6 lién quan.

Piéu 3. Cac ong (ba)...(8)...,...(9)..., co quan, td chic, don vi, ca nhan ¢ lién quan, cac Ong (ba)
c6 tén tai Piéu 2 chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi giai quyét to cao
Noi nhén: (ky, ghi rd ho tén va dong dau)
- Nhu Diéu 3;
- Luu: VT, hd so.

(1) Tén co quan, td chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh.

(3) Chirc danh ciia ngudi ban hanh quyét dinh.

(4) Van ban quy dinh chuc nang, nhi¢m vy, quyén han cta co quan, t chirc, don vi ra quyét dinh.
(5) Nguoi ding dau co quan, t6 chic, don vi dé xuit thy 1y t6 céo.

(6) Tén co quan, td chire, don vi bi td cdo, ho tén, chitc vu, chitc danh, dia chi ¢4 nhan bi t céo.

(7) Céc ndi dung t6 cao dugce thu 1y.

(8) Nguoi dimg dau co quan, to chire, don vi ¢ trach nhiém trong viéc to chirc thyc hién quyét dinh
xac minh.,

(9) Tén co quan, td chire, don vi, ho tén, chirc vu, chirc danh ca nhan bi t céo.

MAu s6: 06 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)
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........... ). CONG HOA XA HQI CHU NGHIA VIET NAM

......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
Sb: /Qb-....... TR ,ngay ... thang ... nam
QUYET DINH
Ve viéc thu ly gidi quyét to cao va giao nhiém vu xac minh ni dung to cao

Can ctr Luat t6 cao s6 03/2011/QH13 ngay 11/11/2011;

Cin ctr Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 cta Chinh pht quy dinh chi tiét thi hanh mot
s6 diéu cua Luat t6 cdo;

Cin ¢t Thong tu s6  /2013/TT-TTCP ngay / /2013 ctia Thanh tra Chinh pha quy dinh quy trinh
giai quyét t6 cao;

Canclr....oovvvviiiiiiiiiien (B) e ;

Xétdénghicha ..................... (5) e, ,
QUYET PINH

Piéu 1. Thuy ly giai quyét t6 cao d6ivoi ... (O I

Noi dung t6 cao dugc thu ly QOM:...oeu i, () P

Thoi han giai quyét t6 cao la .... ngay lam viéc.
Picu 2. Giao....(8)... t6 chic viéc kiém tra, xac minh, két luan va kién nghi bién phéap xur 1y cac ndi
dung td céo duge thu 1y néu tai Piéu 1 Quyet dinh nay, bdo céo két qua xac minh véi

Piéu 3. Cac ong (ba)...(11)....,....(6)..., co quan, t6 chtrc, don vi, c4 nhan c6 lién quan chiu trach
nhi¢m thi hanh Quyét dinh nay./.

Nguoi giai quyét to cao
Noi nhan: (ky, ghi rd ho tén va dong dau)
- Nhu Diéu 3;
- Luu: VT, hd so.

(1) Tén co quan, to chtrc, don vi cip trén truc tlep (néu co).

(2) Tén co quan, to chirc, don vi ‘ban hanh quyét dinh.

(3) Chirc danh ctia ngudi ra quyét dinh.

(4) Van ban quy dinh chirc nang, nhiém vy, quyen han cta co quan, t6 chuc, don vira quyét dinh.
(5) Nguoi dang dau co quan, to chure, don vi da dé xuét thu 1y giai quyét td cdo.

(6) Tén co quan, td chire, don vi bi tb cdo, ho tén, chirc vu, chitc danh, dia chi cua ¢4 nhan bi t céo.
(7) Céc ndi dung td cao duge thu ly.

(8) Co quan, td chire, don vi duoc giao xac minh td céo.

(9) Nguoi giai quyét t cao.

(10) Céc ndi dung chi dao, yéu cau khac ciia nguoi giai quyét to cao ddi v6i co quan, t6 chire, don vi
duogc giao xac minh t6 céo (nhu viée thanh 1ap Poan/T6 xac minh hodc Poan thanh tra dé 1am rd noi
dung td cdo; thoi gian tién hanh xac minh, nhiém vy, quyén han, trach nhiém cda nguoi dugce giao
xac minh...).

(11) Nguoi ding dau co quan, td chire, don vi ¢6 trach nhiém trong vi¢c td chue thuc hién quyét
dinh.
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MAu s6: 07 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeennns Poc 1ap - Tw do - Hanh phic
So /Qb-....... TR , ngay ... thang ... nam
QUYET DINH

Vé viéc thanh 1ap Poan/T6 xac minh ndi dung td cdo
............ (€) FETTTI
Can ctr Luat t6 cao s6 03/2011/QH13 ngay 11/11/2011;
Cin ctr Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 cta Chinh pht quy dinh chi tiét thi hanh mot
s6 diéu cua Luat t6 cdo;
Cian ci Thong tu s /2013/TT-TTCP ngdy / /2013 ciia Thanh tra Chinh phii quy dinh quy trinh
giai quyét t6 cao;

Cancll ..ooovviii i (A)e e ;
Cin ctr Quyét dinh s ..... ngdy ... thang...nam....cua .....(5)....... vé viéc thu 1y giai quyét t6 cao
va giao nhiém vy x4c minh t6 céo;
Xét dénghiclia .........ooeeevvieeeiiiii, (6) e ,
QUYET PINH:
Piéu 1. Thanh lap Poan/T6 xac minh ndi dung td cdo, gém:
1.Ong (bd).............. chtcvu.........ooeeennl. - Truong doan/To trudng;
2.0ng (ba)............... chicvu.................... - Thanh vién;
Piéu 2. Poan/T6 xac minh ¢6 nhiém vu kiém tra, xac minh noi dung t cdo
........................................... () e
Thoi gian tién hanh x4c minh 1a...... ngay lam viéc, ké tir ngay giao hodc cong bd Quyét dinh nay

v6i ngudi bi td cdo.

Poan/T6 x4c minh thuc hién cac quyén, nghia vy, trdch nhiém quy dinh tai cac Piéma, b, c, d
Khoan 1, Piém a, b, ¢, d, d Khoan 2 Piéu 11, Khoan 3, 4 Piéu 22 Luat t6 cdo va cac quy dinh khac
cta phép luat co lién quan.

Piéu 3. Cac ong (ba) ...(8)...,...(9)...., co quan, to chirc, don vi, ca nhan co lién quan va cac ong (ba)
c6 tén tai Pidu 1 chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi ding dau co quan, to chire, don vi dwoc giao xac
Noi nhan: minh ndi dung to cao
- Nhu biéu 3; (ky, ghi rd ho tén va dong dau)
- Luu: VT, hd so.

(1) Tén co quan, t6 chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chiic, don vi ban hanh quyét dinh.

(3) Chue danh ctia ngudi ra quyét dinh.

(4) Van ban quy dinh chirc ning, nhiém vu, quyén han ctia co quan, to chirc, don vi ra quyét dinh.
(5) Nguoi giai quyét t6 céo.

(6) Tén co quan, td chire, don vi hodc ho tén, chirc vu, dia chi cua nguoi bi td céo.

(7) Cac noi dung t cdo duoc giao xac minh.

(8) Nguoi ding dau co quan, t6 chic, don vi ¢6 trach nhiém t6 chirc thuc hién quyét dinh xac minh.
(9) Tén co quan, td chire, don vi bi td cdo, ho tén, chirc vy, chitc danh c4 nhan bj tb cdo.
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MAu s6: 08 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... €D I CONG HOA XA HQI CHU NGHIA VIET NAM
......... () T Poc lap - Tu do - Hanh phuc
Sé:  MB-....... . ,ngay ... thang ... nam
THONG BAO
) Vé viée thu ly giai quyét td €40
...(3)...da nhan dugc t6 céo cua .....(4)....... d6i voi ....(5).... vé viée
...................................................... () T
(TOCcAo do v, (7) e chuyén dén) ’
Theo quy dinh cua phap luat, .............. (8)reeiiananns da ban hanh Quyét dinh s6 .../QD-
.. Ngay.../.../... thu 1y giai quyét t6 cao. .

N01 dung t6 céo dugc thu 1y giai quyét gom .................. (9)eeii

Thoi han giai quyet t6 céo 1a .... ngy lam viéc. . )
Vay thong bao dé .. .(4)... biét va thuc hién quyén, nghia vu clia ngudi td cao theo dung quy dinh cta
phép luat./.

Noi nhén: Nguoi ding dau
-Nguoi to cao; co’ quan, to chirc, don vi
~ (7). (ky, ghi rd ho, tén va dong dau)

- Luu: VT, hd so.

(1) Tén co quan, t chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh Théng béo.

(3) Nguoi c6 tham quyén giai quyét to cao hodc co quan, t chirc, don vi ban hanh Thong béo.
(4) Ho tén, dia chi ngudi td céo.

(5) Tén co quan, td chire, don vi bi td cdo, ho tén, chirc vu, chitc danh, dia chi ca nhan bi td céo.
(6) Tom tat ni dung t6 céo.

(7) Co quan, tb chic, don vi, ca nhan da chuyén don té cdo (néu co).

(8) Nguoi co tham quyén giai quyét td cao.

(9) Noi dung t6 cao duoc thu ly.
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MAu s6: 09 (Ban hanh kém theo Théng tw s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

....... JUOR () FOUUURT CONG HOA XA HQI CHU NGHIA VIET NAM
DPOAN/TO XAC MINH TO Péc lap - Ty do - Hanh phic
cAO
BIEN BAN LAM VIEC
Va0 hoi....gid...ngdy....thAng. .. .NAM. ..., 1AL ...oeivie e ;

D‘oém/T(x) x4c minh t6 cdo dugc thanh 1ap theo Quyét dinh sé  /QP... ngady.../.../ ... cla..........
gom:

1.0NG (DA) ..o chrc vu ..o
2.0NG (DA) .oovvii e, Chlrc VU .o
Tién hanh 1am viec VOi: ...ooovveeiieiiiee . (2) e
NOidung lam vi€c: ......oovviiiiiiiiii e, (3) e

Budi lam viéc két thuc hdi... gio... phit cing ngay (hodc ngay....../.../.....)
Bién ban nay da dugc doc cho nhiing nguodi cung lam viéc nghe va xac nhan dudi day.

Bién ban dugc 1ap thanh.... ban va giao cho...(5)..../.

Nhirng nguoi cung lam viéce Thanh vién Poan/Té xac minh
........... (€ P (Tung thanh vién lam viéc ky, ghi 10 ho
tén)

(1) Tén co quan, t6 chirc, don vi thanh 1ap Poan/Té xac minh.

(2) Ho, tén, chuc danh, dia chi, s6 dién thoai lién hé (néu c6) ctia nhitng nguoi ciing 1am viée. Ngudi
cung lam vi¢c c6 thé 1a:

- Nguoi t cao

- Nguoi bi té cao

- Nguoi lam chiing

- Pai dién co quan, t6 chirc, don vi hodc ca nhan c6 lién quan.

(3) Noi dung 1am viéc; ¥ kién ctia nhirng ngudi cung lam viée, cta thanh vién Poan/Té xac minh.

(4) Nhitng nguoi cung lam viée ky, ghi rd ho, tén hodc diém chi. Trong trudng hop c6 ngudi khong
ky thi trong bién ban phai ghi rd va dé nghi nguoi lam chung ky vao bién ban.

(5) Tén co quan, to chire, ca nhan lién quan dugc Poan/To xac minh giao bién ban.

MAu s6: 10 (Ban hanh kém theo Théng tuw s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)
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........... ). CONG HOA XA HQI CHU NGHIA VIET NAM

......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic

Sé: [oveeee ,ngay ... thang ... nam.....
V/v cung cap thong tin, tai liéu,

bang chiing

Kinh gtvi: .................. () I

Ngay ... thang ... ndm............... .(4)... da ban hanh Quyét dinh sb...... /QP-... thanh 1ap Poan/To
X4ac mmh ndi dung to c40. Poan/T6 xac minh dang tién hanh xac minh ndi dung sau:
............................................. (5) et
Theo quy dinh cua phap luat va dé phuc vu viéc giai quyet tb cao, .. .(2)...
dénghi.............. (B) e cung cap cho Poan/T6 xac minh td cdo nhing thong tin,

Pé nghi .....(3)... chuan bi day du nhitng thong tin, tai liéu, bang chimg néu trén va gii cho
Poan/T6 xac minh td cdo trudc ngdy.....thang.....nam..

Rat mong nhan duogc sy quan tm, hop tac cia ... (3)..../.

Noi nhin: Nguoi dirng dau co quan, to chirc, don vi
- Nhu trén; . dé nghi cung cap thong tin, tai li¢u, bang
- Luu: VT, ho so. chirng

(Ky, ghi r0 ho, tén va dong déu)

(1) Tén co quan, t6 chic, don vi cip trén truc tiép (néu cb).
(2) Tén co quan, t chtrc, don vi giri vin ban dé nghi cung cap thong tin, tai liéu, bang ching.
(3) Tén co quan, t6 chirc, don vi, ca nhan dugc dé nghi cung cap thdng tin, tai liéu bang chimg.

(4) Nguoi giai quyet t6 cao hoic nguoi dimg dau co quan, t6 chire, don vi duoc giao nhiém vu xac
minh ndi dung t6 cao di ban hanh quyét dinh thanh 1ap Poan/T6 x4c minh noi dung té cio.

(5) Noi dung t6 cao dugc giao xac minh (lién quan dén cac thong tin, tai lidu, bang ching dang dé
nghi cung cap).

(6) Cac yéu cau dbi voi thong tin, tai liéu, bang chimg dé nghi cung cép.

(7) bia chi nhan thong tin, tai li€u, bé’mg chuing hodc nguoi dugce giao truc tiép nhén thong tin, tai
li¢u, bang ching.

38







MAu s6: 11 (Ban hanh kém theo Théng tw s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
GIAY BIEN NHAN

V& viéc tiép nhan thong tin, tai liéu, bang chirng lién quan dén ndi dung td cdo
Vao hoi gid ....ngdy.....thang ....ndm ..., tai .......... (3) i

Bén nhén thong tin, tai liéu, bang chimg:

Giéy bién nhan nay dugc 1ap thanh 02 ban, mdi bén gitr 01 ban./.

Béngiao ’ Bén nhin )
(Ky, ghi 15 ho tén, dong dau - néu cb) (Ky, ghi r6 ho tén, dong dau - néu cd)

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi tiép nhan thong tin, tai liéu, bang chung.

(3) Pia diém giao, nhan thong tin, tai liéu, bang ching.

(4) Ho, tén, chltc danh, don vi cong tac ciia nguoi nhan thong tin, tai ligu, béng chung.

(5) Ho, tén, chirc vu, chirc danh, don vi cong tac hoac dia chi ctia ngudi giao thong tin, tai li€u, béng
chung.

(6) Loai thong tin, vat mang tin, tén, ) trang, tinh trang tai li¢u, bé‘mg chung.
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MAu s6: 12 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
Sé: . ,ngay ... thang ... nam.....

DPé ¢c6 co s cho viée két luan noi dung td cao bao dam chinh xac, khach quan,.. .(2)... trung ciu
giam dinh céc thong tin, tai li¢u, bang ching sau day:

Vay dé nghi ...(3)... tién hanh giam dinh va giri két qua cho ...(2)... truéc ngay.. .thang... nam....

...(2)... ctr 6ng (bd)...(5)... 1a thanh vién TH xac minh td cdo truc tiép ban giao cac tai liéu, bang
ching va nhan két qua giam dinh.

Kinh phi giam dinh (néu phai chi tra) do .. .(2)... chi tra theo quy dinh.

R4t mong su quan tam, hop tac cua .. .(3)..../.

Noi nhan: Nguoi dirng dau o quan, t6 chirc, don vi
-Nhu trén; trung ciu giam dinh

- (5. (ky, ghi 106 ho tén va dong dau)
-...(6)...;

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi trung cau gidm dinh.

(3) Tén co quan, t6 chirc duoc trung cau giam dinh.

(4) Céc thong tin, tai liéu, bang chimg dé nghi giam dinh va ndi dung can giam dinh.

(5) Ho tén, chirc vu, chtrc danh cua ngudi duoc cir ban giao thong tin, tai liéu, bang ching, tiép
nhan két qua gidm dinh.

(6) Pon vi, bd phan quan 1y tai chinh cta co quan, t6 chirc, don vi dé nghi trung cau giam dinh.
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MAu s6: 13 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
so:...Qb-.... . . , ngay ... thang ... nam
QUYET PINH
Veé viéc gia han giai quyét t6 cdo
................ () T

Can cir Luat t céo s6 03/2011/QH13 ngay 11/11/2011;

Can ctr Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh pht quy dinh quy trinh
giai quyet to cdo;

CancCll.. .o (B) e ;
Xét dé nghi clia........oooovveeeieeii . (5) e

QUYET PINH:
Picu 1. Gia han giai quyét tb cédo d6i v6i ....(6)... vé viéc ....(7)... dd duoc thu 1y tai Quyét
QINN. .o (8) et
Thoigiangiahanla .................. ngay lam viéc, ké trngay .......... (C) T
Pitu2. ............. (10)..ceeeennne., chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi giai quyét to ca0
Noi nhén: (ky, ghi o ho tén va dong dau)
- Nhu Diéu 2;

- Luu: VT, ho so.

(1) Tén co quan, t chtrc, don vi cip trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh gia han giai quyét té cao.
(3) Chirc danh ctia nguoi ban hanh quyét dinh.

(4) Van ban quy dinh chtrc ning, nhiém vu, quyén han ctia co quan, to chirc, don vi ban hanh quyét
dinh.

(5) Nguoi dé nghi gia han.

(§) Tén co quan, td chure, don vi bi td cao hodc ho tén, chic vy, chitc danh, dia chi ctia c4 nhan bi
t0 Cao.

(7) Tém tat nodi dung vu viée t cdo.

(8) S6, ngay, thang, nim ban hanh va nguoi ban hanh quyét dinh thy 1y.

(9) Ngay hét han giai quyét t6 cao theo quyét dinh thu 1y.

(10) Tén co quan, t6 chirc, don vi, c4 nhan c6 trach nhiém thuc hién Quyét dinh nay.
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MAu s6: 14 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

....... e CONG HOA XA HQI CHU NGHIA VIET NAM
POAN/TO XAC MINH TO Péc lap - Ty do - Hanh phic
cAO

e ,ngay ... thang ... ndm
BAQ CAO CUA DPOAN/TO XAC MINH
Vé két qua xac minh ngi dung to cio

Kinh gui: .............. () R
Thuyc hién Quyét dinh s6.../QD... ngay .../.../........ cua.......... ()
T ngdy .../.../... dénngay .../.../....., Poan/Té x4ac minh di tién hanh xac minh ndi dung té cao
cua ong (BA): e Dia
Ch. e t6 cao d6i
VO oo (B) e e Ve...nn..
e (D)
Sau day la két qua xac minh ndi dung to cdo:
1. Két qua xacminh: ..............ooeiiiiiiiii (0) et
2. Nhan xét, danh gid: ............................ (7 e
3 Kién nghic ..ooiiv i (8) e
Trén day 1a bao céo két qua xac minh ndi dung t6 céo, dé nghi... (2)... xem xét, chi dao./.
Noi nhén: Truwéng doan/Té truéng to xac minh
- Nhur trén; (ky, ghi rd ho tén va dong dau - néu co)

- Luu: VT, H6 so.

(1) Tén co quan, t6 chiic, don vi ban hanh quyét dinh thanh 1ap Poan/T6 x4c minh.

(2) Nguoi dimg dau co quan, to chire, don vi ban hanh quyét dinh thanh lap Poan/T6 xac minh.

(3) Nguoi ban hanh, trich yéu quyét dinh thanh 1ap Poan/T6 xac minh.

(4) Tén co quan, t chirc, don vi hodc ho tén, chitc vu, chtrc danh, dia chi ciia ca nhan bj t6 céo.

(5) Tém tat ndi dung td cao.

(6) Bao cao két qua xac minh theo timg noi dung t6 c4o, trong d6 néu cy thé hanh vi vi pham phap
luat bi t6 cdo, ndi dung giai trinh ciia ngudi bi to cao; phan tich, danh gia thong tin, tai li€u, chirng
ctr dé chtg minh tinh dung, sai ctia noi dung t6 cao.

(7) Nhan xét, danh gia theo timg ndi dung t6 cao, trong d6 néu rd ndi dung t6 céo 1a t cao dung,
dung mot phan hodc sai; viéc ¢ y to c4o sai (néu c6); nhan xét, danh gia vé hanh vi vi pham phép
luat cua nguoi bi t6 cho, O quan, t6 chtrc, ca nhan khac (néu co); nguyén nhan, trach nhiém cua
ngudi bi t cdo, co quan, t6 chirc, ca nhan lién quan trong nhimg ndi dung t6 cdo dung hoic dung
mot phan; thiét hai vé vat chat, tinh than do hanh vi vi pham phép luét gdy ra; dbi tuong bi thiét hai;

nhiing ndi dung vi pham phap luat, sai lam hodc khong phti hop ctia viée giai quyét to cao trude do
(neu ¢6) va trach nhiém cta co quan, t6 chirc, don vi, ca nhan c6 lién quan; nhitng van dé con c6 ¥
kién khac nhau trong Poan/T6 xac minh (néu co).

(8) Kién nghi v6i ngudi co thim quyén ap dung cac bién phap xir 1y vi pham, khac phuc hau qua do
hanh vi vi pham gay ra.

Ghi chl: Truong doan/Tb truong T xac minh ndi dung td cao ky vao timg trang cua Bao céo.
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MAu s6: 15 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
Sb: ... /BC-... , ngay ... thang ... nam
BAO CAO
Keét qua xac minh ngi dung to cao
Kinh gui: ............. () T

Thuc hién Quyét dinh s6 /Qb-... ngay.../.../..... cia...(3)... vé viéc thu 1y giai quyét to cao va giao
nhiém vy xac minh ndi dung to Cao; ’
...(2)... da thanh 1ap Poan/T6 xac minh ndi dung t6 céo cia 6ng (ba): ................

T PP Piachi ..o
t0 cA0 dO1 VOT .., (B) e
V€ et e (5) e

Can ctr Bao céo cua Poan/T6 x4c minh vé két qua xac minh ndi dung to cdo va cac thong tin, tai
liéu, bang ching co lién quan,... (2)...bao cao... (3)...nhu sau:

1. Két qua xac minh ndi dung t6 co: ..............c.eeo... (O TN

2. Két luan ndi dung xac minh: .....................oooeei (7)o
3 KN NGNE: L.eeee e (8) e
Trén ddy 1a bao cao két qua xac minh ndi dung tb céo, dé nghi ...(3)... xem xét, két luan./.
Noi nhan: Nguoi dirng dau co quan, té chire, don vi
- Nhu trén; dwoc giao xac minh ndi dung t6 cio

- Luu: VT, hd so. (Ky, ghi rd ho tén va dong dau)

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, to chure, don vi duge giao xac minh ndi dung t6 céo.

(3) Nguoi giai quyet t6 cdo.

(4) Tén co quan, t6 chire, don vi hodc ho tén, chirc vy, chire danh, dia chi cua ca nhan bi t6 céo.

(5) Tom tit ndi dung t6 céo.

(6) Béo céo két qua xac minh theo timg nodi dung té céo, trong d6 néu cu thé hanh vi vi pham phap
luat bi t6 cdo, ndi dung gidi trinh cia ngudi bi td céo; phan tich, danh gia thong tin, tai li¢u, ching
ctr dé xac minh tinh dang, sai cia ndi dung t6 céo.

(7) Két luan timg ndi dung t6 cdo, trong d6 néu ré ndi dung t cdo 1a td cao ding, dung mot phan
hodc sai; viéc o ¥ t cao sai (neu ¢6); két luan vé hanh vi vi pham phap lut caa nguoi bi tb cdo, co
quan, t6 chirc, c4 nhan khac (néu c6); nguyén nhan, trach nhiém cua ngudi bi t6 cao, co quan, t6
chtrc, ca nhan co lién quan trong nhitng nodi dung té cdo dung hodc dung mot phan; thiét hai vé vat
chit, tinh thin do hanh vi vi pham phap luat gy ra; doi tuong bi thiét hai; nhimg ndi dung vi pham
phap luat, sai lam hodc khong phu hop cua viée giai quyét to cao truoc do (neu c0) va trach nhi¢m
clia co quan, t6 chirc, don vi, ca nhan c6 lién quan; nhimg van dé con c6 ¥ kién khac nhau trong qué
trinh x4c minh ndi dung t6 céo (néu c0).

(8) Kién nghi v6i nguoi c6 tham quyén ap dung cac bién phéap xir 1y vi pham, khic phuc hau qua do
hanh vi vi pham gay ra.
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MAu s6: 16 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi
)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
Sb: ... /KL-... , Ngay . .. thang ... nam
KET LUAN NOI DUNG TO CAO
5 11) I 1 N () PPN
NEAY../o ooy, (2)... da ban hanh Quyét dinhsb.../QP-... thuly giai quyét t& cao ddi
(¢} I (3)

Cin ctr ndi dung td cdo, két qua xac minh noi dung t6 cdo, cac tai liéu, chung cir ¢6 lién quan, dbi
chiéu véi cac quy dinh cua phap ludt, ... (2)... két luan ndi dung td cao nhu sau:

1. Két qua xac minh noi dung t6 céo: ................ (A) e

2 KB IUAN: L.t (5) e

3.Xurly vakién nghi: ..o..oooiiiii (6) e

Ngudi giai quyét té cio
Noi nhén: (Ky, ghi ro ho tén va dong dau)
- (D).
-..(D..;
-...(8)..;
-...9)..;
-...(10)..;
- Luu: VT, hd so.

(1) Tén co quan, té chure, don vi cip trén truc tiép (néu c0).

(2) Tén co quan, to chtrc, don vi ¢co tham quyén giai quyét t cdo.

(3) Tén co quan, to chirc, don vi bi té cdo, ho tén, chire vu, chirc danh, dia chi ca nhan bi t6 céo.

(4) Két qua xac minh theo timg nodi dung t6 cdo, trong d6 néu cu thé hanh vi vi pham phap luat bi t6
c4o, ndi dung giai trinh ctia ngudi bi t6 cdo; phan tich, ddnh gia thong tin, tai lidu, ching cir dé
ching minh tinh dung, sai cua ndi dung t6 céo.

(5) Két luan ting ndi dung t6 cho, trong d6 néu ré ndi dung t6 cdo 1a td cao ding, dung mot phan
hodc sai; viéc cO y t6 cdo sai (neu c6) két luan vé hanh vi vi pham phap luat ca nguoi bi t6 c4o, co
quan, tO chirc, c4 nhan khac (néu c6); nguyén nhan; trach nhiém cua nguoi bi t céo, co quan, t6
chtic, ca nhan co lién quan trong nhitng nodi dung té cdo dung hoidc dung mot phan; thiét hai vé vat
chit, tinh thin do hanh vi vi pham phap luat gay ra; doi tuong bi thiét hai; nhiing ndi dung vi pham
phap luat, sai lam hodc khong phu hop cua viée giai quyét td cao trude d6 (néu cd) va trach nhiém
clia co quan, to chtrc, don vi, ca nhan c6 lién quan.

(6) Céc bién phap nguoi giai quyét t céo ap dung dé tryc tiép xur 1y vi pham, budc khic phuc hau
qua do hanh vi vi pham phap luat gy ra; noi dung chi dao co quan, to chure, don vi, ca nhan thude
quyén quan 1y cta nguoi giai quyet t6 cao va ndi dung kién nghi co quan, t6 chirc, ca nhan khac ap
dung bién phap theo thAm quyén dé xur 1y vi pham, budc khic phuc hau qua do hanh vi vi pham
phap luat gay ra.

(7) Co quan thanh tra nha nudc cép trén.

(8) Co quan thanh tra nha nudc cung cp.

(9) Nguoi bi t6 cao (trong trudng hop van ban Két luan c6 thong tin thudc bi mat nha nudc, thong
tin c¢6 hai cho ngudi td céo thi phai trich vin ban, luoc bo thong tin d6 trudce khi giri cho nguoi bi tb
cao.

(10) Tén co quan, td chire, ca nhan khac duogc nhan két luan.
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MdAu s6: 17 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
Sé:..‘...../ ................ ,ngay ... thang ... nam.....
V/v chuyén h6 so sang co quan
diéu tra
Kinh giri: ............. () PP

Can ¢ Khoan 3 Diéu 25 cua Luét td cdo,............. () P chuyén hd so vu viée néu
trén de... (3)... xem xét, giai quyét theo quy dinh cta phap luat./.

Noi nhin: Nguoi dirng dau o
-Nhur trén; o’ quan, td chirc, don vi chuyén ho so
e (6); (Ky, ghi 0 ho tén va dong dau)

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi chuyén ho so vu viéc.

(3) Tén co quan diéu tra.

(4) Tén co quan, t6 chirc, don vi hodc ho tén, chitc vu, chirc danh, dia chi cta ca nhan bi td céo.
(5) Ghi rd d4u hiéu pham toi.

(6) Co quan thanh tra nha nudc cap trén va co quan thanh tra nha nudc cing cép.
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MAu s6: 18 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

.......... ,ngay ... thang ... nam.....
BIEN BAN
Ban giao ho so vu viéc c6 ddu hiéu tdi pham
Thyc hién Cong vin s6... ngdy ...thang...nam... cua.... vé viéc chuyén ho so sang co quan diéu tra;
Vao hoi... .gio.... ngdy... thang.... nAM .., tal .......oeieeee e
...(1)... (goi tit 12 Bén giao) ban giao hd so vu viéc c¢6 dau hiéu cua t6i pham cho .. .(2)... (goi tit 1a
Bén nhéan).
1. Pai di¢én Bén giao:

-0Ng(0A) ..o ChlC VUL e
-0ONG (D) ... CRUC VUL o
2. Pai dién Bén nhan:

-0ng(bd) ..o ChUC VUL e
-0Nng(0a) oo ChlC VUL e

theo Bién ban nay. N
Bién ban dugc 1ap thanh 02 ban, moi bén gitt 01 ban./.

Bén nhén Béngiao
(Ky, ghi 13 ho tén, dong dau- neu co) (Ky, ghi o ho tén, dong dau- néu co)

(1) Tén co quan, t6 chic, don vi tryc tiép giao hd so.
(2) Tén co quan, to chire, don vi truc ti€p nhan ho so.

DANH MUC HO SO
(Keém theo Bién ban ban giao hd so vu viéc c¢6 dau hi€u tdi pham ngay ..... /...

STT | Tén thong tin, tai li¢u, [ SO trang théng tin, tai | Tinh trang thong tin, tai
bang chirng liéu, so lwgng bang ching li€éu, bang chirng
Bénnhén Béngiao
(Ky, ghi r6 ho tén, dong dau- néu co) (Ky, ghi 15 ho tén, dong dau- néu co)
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MAu sé: 19 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
So /TB-...... .. , ngay ... thang ... nam

THONG BAO

Két qua giai quyét to cao

......... (3)...........da c6 két luan ndi dung t6 cao ddi v&i ............(4)eeiiiiiii

Theo quy dinh ctia phap lut vé t6 céo va theo yéu cau ctia nguoi to céo 1a ong (ba) .........
0] 3 )

..................... (2)..................thong bao két qua giai quyét to cao néu trén nhu sau:
........................................................... (5) e,
Vay .ooooon. (2)..... thong bao dé ong (bA) ........cooveeveeeiieeeiin.., biét./

Noi nhén: Nguoi dirng dau

-Nguoi to cao; co quan, to chire, don vi

-..(6)..; (Ky, ghi rd ho tén va dong dau)

-..(D..

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi ban hanh thong bao.

(3) Nguoi giai quyét t6 cao.

(4) Tén co quan, t6 chirc, don vi bi té cdo, ho tén, chirc vu, chirc danh, dia chi c& nhan bi t6 céo.

(5) Két qua xac minh, két luan ndi dung t6 céo, ndi dung quyét dinh, vin ban xtr ly t céo.

(6) Co quan, té chirc, don vi, ca nhan ¢6 tham quyén di chuyén t6 cdo dén nguoi giai quyét td céo

(néu co).

(7) Co quan, t6 chirc, don vi dd xac minh ndi dung té céo.
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1. LINH VU'C TIEP CONG DAN

1. Thi tuc Tiép cong dan

1.1. Trinh ty thue hién

Budc 1: Dén tiép, xac dinh nhan than cua cong dan

Ngu’m tiép cong dan don tiép, yéu cau cong dan néu rd ho ten, dia chi hodc xuat
trinh gidy to tuy than; trudng hop duge ty quyén thi yéu ciu xuét trinh gidy uy quyén.

Budc 2: Nghe, ghi chép ndi dung khiéu nai, to céo, kién nghi, phan anh, t1ep
nhén thong tin, tai liu
- Khi nguoi khiéu nai, t6 cdo, klen nghi, phan anh c6 don trinh bay ndi dung ro

rang, day du thi nguoi tiép cong dan can xac dinh ndi dung vu viée, yéu cau ciia cong
dan dé xir 1y cho phu hop.

- Néu no1 dung don khiéu nai t6 cdo, kién nghi, phan anh khong rd rang, chua
day du thi nguoi tiép cong dan dé nghi cong dan viét lai don hodc viét bd sung vao
don nhiing nd1 dung chua rd, con thicu.

- Truong hop khong co don khiéu nai, t6 cdo, kién nghi, phan anh thi nguoi tiép
cong dan hudng dan cong dan viét don theo quy dinh ctua phap luat.

- Néu cong dan trinh bay tryc tlep thi nguoi tiép cong dan ghi chép day du, trung
thue, chinh xac ndi dung khiéu nai, t6 cdo, kién nghi, phan anh do cong dan trinh bay;
ndi dung nao chua ro thi dé nghi cong dan trinh bay thém, sau d6 doc lai cho cong dan
nghe va dé nghi cong dan ky tén hodc diém chi x4c nhan vao vin ban.

- Truong hop nhiéu ngudi dén khiéu nai, t6 cdo, kién nghi, phan anh vé cling mot
noi dung thi nguoi tiép cong dan huong dan ho cir nguoi dai dién dé trinh bay noi
dung khiéu nai, t6 céo, kién nghi, phan anh; ngudi tiép cong dan ghi lai ndi dung bang
van ban.

- Trudng hop don c6 nhiéu nodi dung khac nhau thi ngudi tiép cong dan hudng
dan cong dan tach riéng timg ndi dung dé gui dén diing co quan, to churc, don vi ¢o
thAm quyén giai quyét.

- Nguoi tlep cong dan tiép nhan céc thong tin, tai liéu, bang chung lién quan den
viéc khleu nai, to céo, kién nghi, phan anh do cong dan cung cap (néu o) va phai viét,
giao gidy bién nhan céc tai liéu da tiép nhan cho cong dan.

Budc 3: Phan loai, xtr Iy khiéu nai, td céo, kién nghi, phan anh tai noi tiép cong
dan

- Viéc phan loai, xu 1y khiéu nai, t6 cdo dén co quan, td chire, don vi, nguoi co
tham quyén thu ly, giai quyét trong qua trinh ti€p cong dan dugc thyc hién nhu sau:

+ Trudng hop khiéu nai, t& cao thudc tham quyen giai quyet clia co quan, to
chtrc, don vi minh va du diéu kién thy 1y thi nguoi tiép cong dén tiép nhén thong tin,

tai liéu, chimg ctr kém theo, ddng thoi bao cédo vai Thu trudng co quan, to chic, don
vi thu 1y.
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+ Trudng hop khiéu nai, t cdo khong thudc tham quyen giai quyét clia co' quan,
t6 chirc, don vi minh thi huéng dan ngudi khiéu nai, t6 cdo dén co quan, to chuc, don
vi ¢6 thim quyen dé khiéu nai, t6 céo.

Neéu khiéu nai, t6 cdo thudc tham quyén giai quyét cia cap dudi ma chua duoc
gidi quyét thi xtr Iy nhu sau:

Truong hop khiéu nai thudc thaim quyén cia cip dudi nhung qua thoi gian quy
dinh ma chua dugc gidi quyét thi nguoi ti€p cong dan phai bao cdo véi thu trudng co
quan, to chirc, don vi xem xét, quyét dinh.

Truong hop khiéu nai 1an dau da hét thoi han nhung chua duoc giai quyét thi
nguoi tiép cong dan bao cdo thu trudng co quan, to chirc, don vi dé xem xét, giai
quyét theo quy dinh cta Luat khiéu nai.

Truong hop t6 cdo thudc tham quyén giai quyét ctia co quan, to chure, don vi cap
duéi truc tiép nhung qua thoi gian quy dinh ma chwa duoc giai quyét thi nguoi tiép
cong dan bao cdo thu trudng co quan, t6 chirc, don vi dé ra vin ban yéu cau cap dudi
giai quyet

+ Truong hop khiéu nai, t6 cao da duogc giai quyet dung chinh sach, phap luét thi
nguoi tiép cong dan giai thich, huong dan dé nguoi dén khiéu nai, t6 cdo chép hanh
nghiém chinh quyét dinh giai quyét khiéu nai, quyet dinh xur Iy hanh vi vi pham bi t&
c4o va yéu cau cong dan cham dut viéc khiéu nai, to céo.

+ Truong hop nhan duoc don khiéu nai, t6 cdo khong do ngudi khiéu nai, nguoi
t6 céo truc tlep chuyen den thi thuc hién viéc phan loai va xtr Iy theo quy dinh cua
phap luat vé khiéu nai, t6 céo.

- Viéc phan loai, chuyen ndi dung klen nghi, phan anh den co quan, to chirc, don
vi, nguoi co thim quyén thu 1y, giai quyét trong qua trinh tiép cong dan duoc thuc
hién nhu sau:

+ Trudng hop kién nghi, phan anh thudc tham quyén giai quyet cua co quan, t6
chtre, don vi minh thi nguoi tiép cong dan bao cdo ngudi cd tham quyén dé nghién
clru, xem xét, giai quyét hodc phan cong bd phan nghién ctru, xem xét, giai quyét.

+ Truong hop kién nghi, phan anh khong thudc thim quyén giai quyét cia co
quan, to chire, don vi minh thi nguoi tiép cong dan chuyén don hoac chuyén ban ghi
lai ndi dung trinh bay ctua nguoi kién nghi, phan anh den co quan, to chirc, don vi co
tham quyén dé nghién ciru, tiép thu, xem xét, giai quyét.

1.2. Cach thirc thyce hién

Cong dan dén tru s, dia diém tiép cong dan.
1.3. Thanh phén, sé lwong hd so

a) Thanh phan ho so, bao gdm:

+ Pon khiéu nai, t0 cdo, ki€n nghi, phan anh hodc van ban ghi lai nd1 dung khiéu
nai, to cao, kién nghi, phan anh (c6 chit ky hoac di€m chi ctia cong dan);

+ Céc tai liéu, gidy to do nguoi khiéu nai, t6 cdo, kién nghi, phan dnh cung cap.
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b) Sé lwong hd so: 01 bd.

1.4. Thoi han giai quyét

Cho dén khi két thuc viéc tiép cong dén.

1.5. Co quan thuc hién TTHC

- Co quan ¢ thAm quyén quyét dinh: Chu tich UBND tinh, Chanh Thanh tra
tinh; Giam doc So.

- Co quan tryc tiép thuc hién: Ban tiép cong déan tinh; bd phén tiép cong dan cua
Thanh tra tinh, cac Sé.

1.6. Po6i twong thue hién TTHC: C4 nhén, to chirc.

1.7. Tén miu don, mau to khai: Khong.

1.8. Két qua ciia viéc thwe hién TTHC

Qiéy bién nhan thong tin, tai liéu, bang ching; cong vin huéng dan; cong vin
chuyén don.

1.9. Yéu cau, diéu kién thuc hién TTHC

~ Theo Picu 9, Luat tiép cong dan, ngudi tiép cong dan duoc tir chdi tiép ngudi
dén noi ti€p cong dan trong cac trudng hop sau day:

- Nguoi trong tinh trang say do dung chat kich thich, nguoi mé}c bénh tam than
hoac mdt bénh khac lam mat kha nang nhan thic hoac kha nang diéu khién hanh vi
cua minh;

- Nguoi ¢6 hanh vi de doa, xtc pham co quan, to chirc, don vi, nguoi tiép cong
dan, nguo1 thi hanh cong vu hoac c6 hanh vi khac vi pham ndi quy noi tiép cong dan;

- Nguoi khiéu nai, t6 cdo vé vu viée da giai quyét dang chinh sach, phap luit,

dugc co quan nha nudc co thAm quyén klem tra, ra soat, thong bao bang vin ban va
da duoc tiép, giai thich, huéng dan nhung van c6 tinh khiéu nai, t6 cao kéo dai;

- Nhitng truong hop khac theo quy dinh cia phap luét.

1.10. Can cwr phap ly cia TTHC

- Luét tiép cong dan nam 2013;

- Luat khiéu nai, Luat t6 cao nim 2011;

- Nghi dinh sO 75/2012/ND-CP ngay 03/10/2012 cua Chinh phu quy dinh chi tiét
mot so dieu cua Luat khi€u nai;

- Nghi dinh sé 76/2012/ND-CP ngay 03/10/2012 cua Chinh phu quy dinh chi tiét
thi hanh mot s6 di€u cia Luat to cao;

- Nghi dinh sé‘ 64/2014/ND-CP ngay 26/6/2014 cua Chinh phu quy dinh chi tiét
thi hanh mét s6 di€u cua Luat tiep cong dan; Thong tu s6 06/2014/TT-TTCP ngay
31/10/2014 quy dinh quy trinh tiép cong dan.

50







PHU LUC BQ THU TUC HANH CHINH
CAC MAU VAN BAN

MAu s6:01(Ban hanh kém theo Thong tu s6 06/2014/TT-TTCP ngay 31 thing 10 nim 2014 ciia Thanh tra Chinh phi)

(1) ........................... CONG H‘OA XA HOI CHﬁ NGHiA VIET NAM
2) Déc lap - Tw do - Hanh phuc
So: /TB- e ,ngay ... thang ... nam
~ THONG BAO
Ve viéc tir choi tiép cong dan
Ngay....... thang.... ndm ......, 0Ng (bA) w.ovvvviriniiiiiiiccs (3)
S6 CMND/HG chiéu (hodc gidy to tiy than): .......coevveiniiinininiiiics ,
NgAY CaAp: .../ iy NOT CAP ceeveeieeeiieeeeeee e sttt asen
bia chi: ........ SRR P den ...l (2
dé khi€u nai (6 ca0) V€ VIEC......ccvveiiiciciiiiiiine. Lt e .(4)
Sau khi xem xét ndi dung don khi€u nai (t6 cdo) va nghe cong dan trinh bay,

............................... (2) nhan thdy vu viéc da dugc giai quyét dang chinh sach, phap
luat, dugc co quan Nha nudc c¢6 tham quyén ki€m tra, ra soat va thong bao tra 161 bang van
ban theo dung quy dinh cta phap luét.

Can cur Diéu 9 Luat tiép cong dan ndm 2013, ..o, (2)
tir choi tiép nhan ndi dung khiCu nai (t6 cao) cua ong (ba) ......ccovoevcieecince 3)
........... (2) thong bao dé ong (ba) dugc biét; dé nghi ong (ba) chap hanh theo quy dinh ctia

phép luét, chdm dat khiéu nai (t6 cdo)./.

Noi nhan: Thi truéng, co quan, to chire, don vi
- Nhu trén; 4 s~ A 7 A
e b cho); (Ky, ghi r6 ho tén, dong dau)
-(5).... (dé phéi hop);

- Luu: VT, ho so.

(1) Tén co quan, to chirc, don vi cip trén truc tiép (néu co).
(2) Tén co quan, td chuc, don vi tiép cong dan.

(3) Ho tén nguoi khiéu nai (t6 céo).

(4) Tom tit ndi dung khiéu nai (t6 céo).

(5) Tén co quan, td chirc, don vi, ca nhan c6 lién quan.
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MAu s6:02(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) XSS —
....... ,ngay ... thang ... ndm
GIAY BIEN NHAN
Théng tin, tai li¢u, bang chimg

Vao hoi....gio....ngay....thang. .. ey AL (2)
To1la.....ooo (3) Chiic VU: .oveeie i
Da nhan cua 6ng (DA) ...covveiiiiiiii e, 4)
S6 CMND/H? chiéu (hoac glay tO thy than): .....ocoveeiiiieeeeee, ,
NQAY CAP: .../e.) oot NOT CAD woeevceeveeeeeeeve s
DA ChI: oo
cac thong tin, tai liéu, bang ching sau:
OO P RSP PR TSP (5)
TSP R
TSP SPTRTR

(Tai liéu, bang ching 1 ban pho t6 hodc ban sao cong chung)
Gidy bién nhan dugc 1ap thanh ... ban, giao cho ngudi cung cap thong tin, tai liéu, bang
chung 01 ban./.

Ngudi cung cap thong tin, tai liéu, Nguoinhin
bang chirng (Ky, ghi rd ho tén, dong dau - néu co)
(Ky, ghi 10 ho tén)

(1) Tén co quan, to chuc, don vi cap trén (néu co).

(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén can bd nhan thong tin, tai liéu, bang chung.

(4) Nguoi khiéu nai (t cdo, kién nghi, phan anh); nguoi co6 lién quan dén vu viéc khiéu nai (t6 cdo, kién nghi,
phan anh).

(5) Ghi rd tén, sb trang, tinh trang ctia thong tin, tai liéu, bang chimng.
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MAu s6:03(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(D) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) YU U U ——
....... ,ngay ... thang ... ndm

PHIEU PE XUAT THU LY PON ...........(3)

Kinh glri: oo (4)
NEAY ../ ooy e, (2) da tip Ong (BA)...veeeeerereeerreerne (5)
S6 CMND/H? chiéu (hoac glay tO Uy thAn): ..occveeeieeeeeee e ,
NEAY CAP: cvoi/ e eo) ooy TOT CAP..voeeeeeeeeeeeee e
Piachi.................. T TP TI I
CO don trinh DAY VE VIEC: ..eiveiiieeiiieeeiiieeeiie ettt et eeveeeens ©
NO1 dung vu VIEC dA AUQC .o (7) giai quyét (n€u co) ngay
S S
Sau khi xem xét ndi dung don va cac thong tin, tai li¢u, bang chimg kem theo, dé xuat
....................... (4) thu ly giai quyét vu viéc cua ong (ba)
.......................................................................................................... (5)
theo quy dinh cua phap luat.

Phé duyét ciaa tha trudéng co quan, Ngudi dé xuat
to chire, don vi (Ky, ghi rd ho tén)
Ngay ...... thang ..... ndm

(Ky, ghi 10 ho tén)

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Pon khiéu nai (t cao, kién nghi, phan anh).

(4) Thu trudng co quan, t6 chire, don vi tiép cong dan.

(5) Ho tén nguoi khiéu nai (t6 céo, kién nghi, phan anh).
(6) Tom tit ndi dung vu viéc.

(7) Nguoi da giai quyét theo tham quyén.
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MAu s6:04(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) YU ———
So lecco ,ngay ... thang ... ndm
PHIEU HEN
Thoi gian, dia diém tiép cong dan

CO QUAN, GOM VI it n e (2)
HEn 0N (DA): .eeieiieie s (€))
S6 CMND/HO chiéu (hodc giay t thy thAn): .......ooeveveeeeeeeeeeeeeeeeeeeeeeeeeen
NEAY CAP: oo/t IIOT CAD oot
DA CHI: oo
COMAt QL. evveeeeeeeeeieeenn., (4) vao hoi ......... ngay ...... [ovoiid

Khi di dé nghj 6ng (ba) mang theo thong tin, tai lidu, bang ching c6 lién quan dén ndi dung
tiép./.

Thi truéng co quan, to chirc, domn vi
(Ky, ghi 16 ho tén, dong dau)

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu cb).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén ngudi khiéu nai (6 céo, kién nghi, phan anh).

(4) Dia diém hen tiép cong dan.

(5) Tom tat ndi dung khiéu nai (t6 cdo, kién nghi, phan anh).
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MAu s6:05(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) oo CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

So:.../...... . ,ngay ... thang ... nam .....
V/v huéng din ngudi khiéu nai.

Kinh gli: ..o 3)
Ngay ...... [oonn... Ly e (2) di tiép va nhan don khiéu nai cta ong (ba)
................................................................................. (3)
S6 CMND/HO chiéu (hodc gidy tO ty thAN): .....c.veeeeeeeeeeeeeeeeeeeee e, :
NEAY CAP: cvoi/ ooy TIOT CAD oo
DA ChI: e
KRIEU N8BT VE VIBC: vttt eee e e see s eeeeaes 4)

Can ctr Ludt khiéu nai ndm 2011 va Nghj dinh s0 75/2012/ND-CP ngay 03/10/2012 cua
Chinh pht quy dinh chi tiét mét s6 diéu ctia Luat khiéu nai;

Sau khi xem xét noi dung don khidu nai, ......cocoevvveeeeeeeeeeieeeeeeenn. (2) nhén thay khiéu
nai cua ong (ba) khong thudc tham quyén gidi qUYEt CUA .....coovvvivieiiiieeiieeiee e
)

Dé nghi ong (ba) guri don dén ... (5) dé duoc xem xét, giai quyét theo quy

dinh cua phéap luat.

Noi nhan: Ngudi tiép cong dan
- Nhu trén; (Ky, ghi 1o ho tén, dong dau - néu co)
- Luu: ...(2)...

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu c6).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén nguoi khiéu nai.

(4) Tom tét ndi dung khiéu nai.

(5) Tén co quan, t6 chirc, don vi ¢6 thim quyén giai quyét.
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MAu s6:06(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

SO TIEP CONG DAN
Theo
doi
, . két | Ghi
Huwoéng xu ly qua | ch
Ho tén - Dia A giai
Ngay chi - Noi F;Ez?? qﬁgn s
STT| (igp | CMND/H | dung | 46 |da giai Chuyén
chiéu cua |vu viéc ngwdi quyét Tri lai don dén
cong dan Thuly| ,"* | co quan,
z .o ldonval|l x ,
de giai . to chire
z, | hwong . 2
quyeét din dUn}qCO
thﬁpl
quyén
1 2 3 4 5 6 7 8 9 10 11
Trang.........

(3) Néu cong dan khong c6 CMND/HO chiéu thi ghi cac thong tin theo gidy to tiy than

(4) Tom tat ndi dung vu viée

(5) Phan loai don cta cong dan (khi€u nai, to cdo, kién nghi, phan anh), s0 cong dan cé don cung mot ndi

dung

(6) Ghi 16 co quan, to chue, don vi da giai quyét het thAm quyén

(7) Panh diu (X) néu thudc tham quyén giai quyet

(8) Ghi rd huéng dan cong dan dén co quan, t6 chire, don vi nao, s0 van ban huéng dan
(9) Ghi rd tén co quan, t chirc, don vi c¢6 thim quyen thu 1y giai quyet s6 van ban chuyén don
(10) Nguoi tiép dan ghi chép, theo ddi qua trinh, két qua giai quyét don ciia cong dan.
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MAu s6:07(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

....... ,ngay ... thang ... nam
DPON YEU CAU

Bio v€ nguoi to cao va nguoi than thich ciia ngudi to cao

Kinh goi: ..o (1)

LI 0 - USSP (2)
S6 CMND/HO chiéu (hodc gidy t thy thAN): .....o.veeeeeeeeeeeeeeeeeee e :
NEAY CAP: v/ ooty NOT CAD oo
DA ChTiec ettt et
HOm nay, NEAY .../ ... ... 01 QN oot (1)
Q8 10 CAO V& VIBC oottt (3)
..................................................................................................................................... 4)
Vi vay, to1 1am don NAY YEU CAU ....eeeeviiieiiiieeciieceiee ettt (1)

Ngwoi lam don
(Ky, ghi 1o ho tén)

(1) Tén co quan, t6 chirc, don vi tiép cong déan

(2) Ho tén ngudi td céo.

(3) Tém tit noi dung t cao

(4) Ly do va céc cin ctr cho ring to c4o s& dan dén viéc gy nguy hai dén tinh mang, strc khoe, tai san, danh
du, nhan pham uy tin ctia ngudi to cdo hodc ngudi than thich cia ngudi td céo.

(5) Néu yéu cau cy thé dé bao vé tinh mang, sirc khoe, tai san, danh du, nhan pham, uy tin ctia ngudi td cao
hodc ngudi than thich ciia ngudi t6 cao.
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MAu s6:08(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

Sb: ke ,ngay ... thang ... ndm .....
V/v huéng dan nguoi to cdo

Kinh gti: ..o (3)
NEAY /ooy e (2) di tiép va nhan don t6 céo cua
ONG (D) 1 re e reenreeres (3)
S6 CMND/HO chiéu (hodc giay t thy thAN):........co.eveeeeeeeeeeeeeeee e ,
NEAY CAP: cvov/ ooy IO CAD ettt
DA ChI: e e e e e
T CAO V& VIBC! et n st n st neanes 4

Can ctr Luat td cdo nam 2011 va Nghi dinh §6 76/2012/ND-CP ngay 03/10/2012 ctia Chinh
phu quy dinh chi tiét mdt so di€u cua Ludt to cdo.

Sau khi xem xét n0i dung don t6 CAO, «....evveevreeeeeeeeeeeeeeeeeeeeeeereees (2) nhan thay t6 céo
ctia ong (ba) khong thudc tham quyén gidi quyet cla .........ccveeeveeveereereennnn .. (2)
Dé nghi ong (ba) giridon dén ....................... (5) dé duoc xem xét, giai quyét theo quy

dinh cua phéap luat.

Noi nhén: Nguoi tiép cong dan

- Nhu trén; (Ky, ghi & ho tén, dong dau - néu co)
- Luu: ...(2)...

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu o).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén nguoi t cao.

(4) Tom tat ndi dung té cao.

(5) Tén co quan, tb chirc, don vi ¢6 thim quyén giai quyét.

58







MAu s6:09(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

S6: .../ ,ngay ... thang ... ndm

V/v d6n dbc giai quyét t6 cao cua cong dan

Kinh gui: ......oooooiiiiin 3)
NEAY oo iy e (2) d4 tiép ong (bA)....veeveeeeeeeeeenn. 4)
S6 CMND/Hb chiéu (hodc gidy t& thy thAn): .......cceveeeeveieeeeeeeesseeese s
ngay cap: .../..../...... 3 TLOT CAD e
DA CHI oo
V8 NOT QUNE. e (5)
Sau khi xem xét ndi dung vu VI€C, ........coiiiiiiiiiiiiinni, (2) théy vu viéc cua ong
Ba) (4) dd qua thoi gian quy dinh nhung chua dugc
.................. (3) giai quyét theo quy dinh cta phap luét.
........................... (2) dé nghi............................ (3) giai quyét vu viéc ciia
ong (ba) .....oooeviiiiiii (4) theo quy dinh cta phép luat va thong bao két qua
0 £S5 4 (2)
Noi nhin: Thi truéng co quan, to chirc, don vi
- Nhu trén; (Ky, ghi 16 ho tén, dong dau)

- ... (4).... (thay tra 101);
- Luu: ...(2)....

(1) Tén co quan, to chtre, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi tlep cong dan.

(3) Co quan, don vi, ngudi co thim quyén giai quyét.

(4) Ho tén nguoi t cao.

(5) Tém tit ndi dung vu viée va cac van ban chuyén don don déc - néu co.
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MAu s6:10(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) U U U ————
So: ... [oo.. ,ngay ... thang ... ndm

V/v chuyén don kién nghi, phan 4nh

Kinh gui: ..o (3)

NGAY co/ oo ]y e, (2) da tiép va nhan don kién nghi phan 4nh
CUA ONEZ (DA) ..\ttt e 4)
S6 CMND/HO chiéu (hodc giay tO tly thAN): .....o..ovoveeeieeeeeeeeeeeeee e, ,
NEAY CAP: cvoi/ oo/ oo e ey IO CAD et
DA ChI: e e e e
INOT QUNE: oottt ettt e te et e e s teesaeesteesanesseeesseesseenbeebeenres 5)
Can ctr khoan 2 Piéu 26 Luat tiép cong dan ndm 2013; sau khi xem xét ndi dung don,
................................ (2) chuyén don cua Ong (ba) (%) dén
........................ (3) dé xem xét, giai quyét theo quy dinh cua phap luat./.

Noi nhén: Thii truéng co quan, té chirc, don vi
- Nhur trén; (Ky, ghi 16 ho tén, chirc vy va dong
- ...(4)... (thay tra 1o1); déu)

- Luu: ...(2)...

(1) Tén co quan, té chire, don vi cép trén (néu c0).

(2) Tén co quan, t6 chirc, don vi chuyén don kién nghi, phan anh.

(3) Nguoi dimg du co quan, to chirc, don vi ¢6 tham quyén giai quyét.
(4) Ho tén nguoi kién nghi, phan anh.

(5) Tom tét ndi dung kién nghi, phan anh
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IV. LINH VUC XU LY PON THU

1. Thi tuc Xir ly don thw

1.1. Trinh ty thuwe hién

Budc 1: Nhan don

Tiép nhan don, vao s6 cong van dén (hoic nhap vao may tinh).
Budc 2: Phan loai va xur Iy don

a. Ddi v6i don khicu nai:

Pon khiéu nai thudc thim quyén giai quyét

Pon khiéu nai thudc tham quyen giai quyét va khong thuoc mot trong cdc truong
hop khong dugc thy ly giai quyét theo quy dinh tai Piéu 11 cta Luat khiéu nai thi
nguodi xtr Iy don dé xuat thu trudng co quan, to chire, don vi thu 1y dé giai quyét theo
quy dinh cda phép luit.

Pon khiéu nai thudc tham quyén giai quyét nhung khong du diéu kién thu 1y giai
quyét thi cin ctr vao timg trudong hop cu thé dé tra 101 hodc hudng dan cho ngudi
khiéu nai biét & 1y do khong duoc thu 1y giai quyét hodc bd sung nhiing thu tuc can
thiét dé thuc hién viéc khiéu nai.

Pon khiéu nai thudc tham quyén cua cap dudi nhung qua thoi han giai quyét
theo quy dinh cua Luat khleu nai ma chua dugc giai quyét thi nguoi xir Iy don bao
céo thu trudng co quan, to chire, don vi xem xét, quyét dinh.

Pon khiéu nai khong thudc thim quyén giai quyét:

Pon khiéu nai khong thudc thim quyen giai quyet cua thu truong co quan, to
chure, don vi thi nguoi xu Iy don hudng dan nguoi khiéu nai giri don dén co quan, to
chtrc, don vi c6 tham quyén giai quyét. Viéc hudng din chi thyc hién mot 1an.

Pon khiéu nai do dai biéu Quoc hoi, dai biéu Hoi dong nhan dan, Uy ban Mat
tran T6 quéc Vi€t Nam va cac thanh vién cua Mat trén, cac co quan bao chi hodc cac
cO quan, to chuc khac theo quy dinh cua phap luét chuyen den nhung khong thudc
thAm quyén, trach nhiém giai quyet thi ngudi xir Iy don dé xuat thu truéng co quan
guri tra lai don kém theo cac gidy to, tai liéu (néu c6) va néu rd 1y do cho co quan, to
chtic, ca nhan chuyén don dén.

Pon khiéu nai co ho tén, chit ky ctia nhiéu nguoi:

bon khiéu nai c6 ho tén, chtr ky cua nhiéu nguoi nhung khong thudc thim quyén
giai quyét cta co quan, td chirc, don vi thi nguoi xu ly don hudng dan cho mot nguoi
khiéu nai co ho, tén, dia chi 16 rang gui don dén dng co quan, to chtrc, don vi, ngudi
c6 tham quyen giai quyet

Pon khiéu nai co ho tén, chir ky cua nhleu ngudi thude tham quyen gidi quyet thi
ngudi xtr Iy don dé xuét thu trudng co quan, to chirc, don vi thu 1y dé giai quyét theo
quy dinh cua phép luat.

Don khiéu nai c6 kém theo giay to, tai li¢u goc:
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Truong hop don khiéu nai khong duoc thy 1y dé giai quyet nhung c6 giri kém
theo gidy to, tai licu gbc thi co quan, t6 chirc, don vi nhan dugc don phai tra lai cho
nguoi khiéu nai gidy to, tai liéu do; néu khiéu nai duoc thu Iy dé giai quyét thi viéc tra
lai giay to, tai liéu gbc dugc thuc hién ngay sau khi ban hanh quyét dinh giai quyét
khiéu nai.

Pon khiéu nai ddi v6i quyét dinh giai quyét khiéu nai da c6 hiéu luc phap luat
nhung c¢6 d4u hiéu vi pham phap luat:

Don khiéu nai doi v6i quyét dinh giai quyét khiéu nai da c6 hiéu lyc phap luat
nhung trong qua trinh nghlen ctru, xem xét néu c6 can ci cho rang viéc giai quyet
khiéu nai c6 dau hiéu vi pham phap luat lam anh huong dén quyén, loi ich hop phap
cua nguoi khiéu nai hodc c4 nhan, co quan, td churc khac c¢6 lién quan, de doa xam
pham dén loi ich cta nha nuéc hodc co tinh tiét moi lam thay d6i noi dung vu viéc
khiéu nai theo quy dinh tai Piéu 20 Nghi dinh 75/2012/ND-CP ngay 03/10/2012 cua
Chinh phu quy dinh chi tiét mot so diéu cua Luat khiéu nai thi nguoi xur Iy don phai
béo cdo dé thu truong O quan, t6 chirc, don vi xem xét, , giai quyét theo thAm quyén
hodc bao céo co quan, to chirc, don vi ngudi c¢6 tham quyén xem xét, quyét dinh.

Pon khiéu nai d6i véi quyét dinh hanh chinh c6 kha nang gy hau qua kho khac
phuc

Trong truong hop ¢6 cin ctr cho rang viéc thi hanh quyét dinh hanh chinh sé& gay
ra hau qua kho khac phuc thi nguoi xur 1y don phai kip thoi bao cao dé tha trudng co
quan xem x¢t, quyét dinh tam dinh chi hodc kién nghi co quan tham quyén, nguoi co
tham quyén tam dinh chi viéc thi hanh quyét dinh hanh chinh.

b. Béi véi don td cdo:

- Pon t6 céo thudc tham quyén

Néu noi dung don t6 cao thudc tham quyén giai quyét caa thu trudng co quan, t6
chtre, don vi ma khong thudc mot trong cac truong hop quy dinh tai khoan 2 Piéu 20
Luét to cao thi nguoi xu ly don bao cao thu truong co quan, t6 chire, don vi dé thu 1y
giai quyét theo quy dinh.

- Pon t6 céo khong thudc tham quyén

+Pon t6 céo khong thudce tham quyen giai quyét thi nguoi xtr Iy don dé xuét véi
thil truéng co quan, t6 chic, don vi chuyén don va céc ching ctr, thong tin, tai liéu
kém theo (néu c6) dén co quan, t6 chuc, don vi c6 tham quyén dé duoc giai quyet

theo quy dinh cua phap lut theo quy dinh tai diém b, khoan 1, Piéu 20 cta Luat to
cao.

+ Pon t cao thude tham quyén giai quyét ctia cp dudi tryc tiép nhung qua thoi
han theo quy dinh cia Luat to cdo ma chua duoc giai quyet thi nguoi xu ly don bao
céo dé thi trudng co quan, to chice, don vi ra van ban yéu cau cip dudi giai quyét.

+ Néu t6 cao hanh vi pham t01 thi chuyén cho co quan c¢6 thim quyén theo quy
dinh cua phap luat t6 tung hinh su.

- Pon t6 c4o doi voi dang vién
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Pon t6 cao ddi véi dang vién vi pham quy dinh, Diéu 18 cua Bang dugc thuc
hién theo quy dinh cua Ban Chéap hanh Trung wong va huéng dan ctia Uy ban Ki€ém
tra Trung wong va Tinh uy.

- Pon t6 c4o hanh vi vi pham phap luét gdy thiét hai hodc de doa géy thiét hai
nghiém trong dén loi ich nha nuéc, co quan, t6 chirc, quyén va loi ich hop phap cua
cong dan:

Nguoi xir Iy don phai kip thoi bao cdo, tham muu, dé xuit dé thu truéng co
quan, to chtrc, don vi c6 thAm quyén ap dung bién phap ngan chin theo quy dinh cua
phap luat hoac thong bao cho co quan, td chuc, don vi ¢6 thim quyén ap dung bi¢n
phap kip thoi ngan chan, xu ly theo quy dinh ctia phap luat.

- Pon t6 céo xuat phat tir viéc khiéu nai khong dat duge muc dich

Pbi voi don to c4o xuat phat tir viéc khiéu nai khong dat duoc muyc dich, cong
dan chuyén sang t6 cao ddi voi nguoi giai quyét khiéu nai nhung khong cung cap
duoc thoéng tin, tai liéu, chimg cir dé chimg minh cho viéc t6 cédo ctia minh thi co
quan, nguoi c6 tham quyén khong thu 1y giai quyét ndi dung té céo.

- Xt Iy d6i véi trudng hop t6 cdo nhu quy dinh tai khoan 2, Piéu 20 cua Luat t6
cao

T céo thudc cac truong hop quy dinh tai khoan 2, Diéu 20 cua Luét t6 cdo thi co
quan nhan dugc don khong chuyén don, khong thu 1y dé gidi quyét dong thoi c6 van
ban giai thich va tra lai don cho ngudi to céo.

- Pon t6 cdo khong 16 ho tén, dia chi nguoi to cdo nhung cd ndi dung rd rang,
keém theo cac thong tin, tai liéu, bang chimg v€ hanh vi tham nhiing, hanh vi td61 pham:

Khi nhan duoc don tb cdo khong 10 ho tén,‘ dia chi nguoi td céo nhung co ncf)j
dung 10 rang, kem theo cic thong tin, tai li€u, bang chirng chiimmg minh ndi dung to6
cao hanh vi tham nhting, hanh vi toi pham thi nguoi xtr ly don bao cao thu truong co
quan, t0 chire, don vi xur ly theo quy dinh cua phap luat vé phong, chong tham nhiing,
phap luat t6 tung hinh sy.

c. Xtur 1y céc loai don khéc

- Pon kién nghi, phan 4nh

+ Don klen nghi, phan anh thudc thim quyen trach nhiém cua co quan, t6 chic,
don vi giai quyét thi ngudi xur Iy don dé xuat thu trudéng co quan, to chirc, don vi thy
ly giai quyét.

+ Pon kién nghi, phan 4nh khong thudce thAm quyén giai quyét clia co quan, to
chure, don vi thi nguoi xur 1y don dé xuat thu truong co quan, t chirc, don vi xem Xeét,
quyét dinh viéc chl}yen don va cac tai liéu kem theo (néu c6) dén co quan, to chic,
don vi, nguoi c6 tham quyén dé giai quyét.

- Pon ¢6 nhiéu ndi dung khac nhau

Pbi voi don co nhiéu ndi dung khac nhau thudc thim quyén giai quyét ctia nhiéu
co quan, td chirc, don vi thi nguoi xu Iy don huong dan nguoi gui don tach riéng tung
ndi dung dé giri dén dung co quan, t6 chirc, don vi c6 tham quyén giai quyét.
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- Pon thudc tham quyén giai quyét cia co quan tién hanh t6 tung, thi hanh an:

Pon thudc thim quyén giai quyét ciia co quan tién hanh t6 tung hinh su, t6 tung
dan sy, t0 tung hanh chinh, thi hanh an thi ngudi xur Iy don huéng dan gui don hoac
chuyén don dén co quan c6 tham quyén dé xu 1y theo quy dinh cta phéap luat t6 tung
hinh su, t0 tung dan sy, t6 tung hanh chinh, thi hanh an.

- Pon thudc thAm quyén giai quyét ciia co quan dan ct:

Nguoi xt 1y don huéng dan giri don hodc chuyén don dén co quan c6 tham
quyén dé duogc gidi quyét theo quy dinh ctia phap luat.

- Pon thudc tham quyén giai quyet ctia to chutrc chinh tri, to chirc chinh tri - xa

hoi, t6 chure chinh tri, x& hoi - nghé nghiép, to chirc xa hoi, t6 chic xa hoi - nghé
nghiép, to chirc ton gido:

Nguoi xu 1y don trinh thu truong co quan, t6 chirc, don vi huéng dan nguoi guri
don hodc chuyén don dén to chirc co thim quyén dé duoc xem xét giai quyét theo quy
dinh cta phap luat va Diéu 1¢, Quy ché cua t6 chirc do.

- Pon thudc thim quyén giai quyét ctia don vi su nghiép cong lap, doanh nghiép
nha nudc:

Nguoti xu ly don trinh thu trudng co quan, t6 chuc, don vi huéng din ngudi gui
don hodc chuyén don dén don vi su nghi€p cong 1ap, doanh nghiép nha nudc do dé
gidi quyét theo quy dinh cua phdp luat.

- Bon khiéu nai, t0 cdo, ki€n nghi, phan anh nhiing vu viéc c6 tinh chat phtc tap

Pon kién nghi, phan anh, khiéu nai, t6 cdo phuc tap, gay git véi sy tham gia cia
nhiéu ngudi; nhitng vu viéc cé lién quan dén chinh sach dan toc, ton gido thi ngudi xur
1y don phai bao céo voi thi trudng co quan, to chire, don vi dé ap dung cac bién phap
theo tham quyén kip thot xir 1y hoac dé nghi véi cac co quan, td chirc, don vi ¢6 lién
quan &p dung bi¢n phap xur ly.

1.2. Cach thirc thuc hién
Cong dan gtri don dén co quan hodc giri don qua duong buu dién.
1.3. Thanh phan, s6 lwrong hd so

a) Thanh phan ho so: Pon khiéu nai, don té céo, don kién nghi, don phan anh va
cac tai liéu, chung cur lién quan (néu co).

b) Sé lugng ho so: 01 bo.
1.4. Thoi han giai quyét

Trong thoi han 10 ngay, ké tir ngay nhan dugc don khiéu nai, t6 cdo, kién nghi,
phan anh.

1.5. Pdi twong thwe hién TTHC: C4 nhan, t6 chuc.

1.6. Co quan thwe hién TTHC

- Co quan ¢ thdm quyén quyét dinh: Chu tich UBND tinh, Chanh Thanh tra
tinh; Giam doc sé.
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- Co quan tryc tiép thuc hién: Ban tiép cong dan cip tinh, bo phan xtr 1y don thu
thudc Thanh tra tinh va cac so.
1.7. Két qua thue hién TTHC
“Van ban tra 101, van ban huong dan, van ban chuyén don hodc van ban thu 1y giai
quyét khiéu nai, t6 céo, ki€én nghi, phan anh.
1.8. Tén mau don, mau to khai: Khong.
1.9. Can cir phap ly cuia TTHC
- Luat khiéu nai; Luét td cdo nam 2011;
- Luat tiép cong dan nam 2013;
- Nghj dinh s0 75/2012/ND-CP ngay 03/10/2012 quy dinh chi tiét mot s6 dicu
cua Luat khiéu nai;
- Nghi dinh sfﬂ 76/2012/ND-CP ngay 03/10/2012 quy dinh chi tiét thi hanh mot
s diéu cua Luat to cao;
- Nghi dinh s6 64/2014/ND-CP ngay 26/6/2014 quy dinh chi tiét mot so diéu cua
Luat tiép cong dan;
- Thong tu s6 07/2014/TT-TTCP ngay 31/10/2014 cta Thanh tra Chinh phu quy
dinh quy trinh xr Iy don khiéu nai, don t6 céo, don kién nghi, phan anh.
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PHU LUC BQ THU TUC HANH CHINH
CAC MAU VAN BAN

MAu s6: 01(Ban hanh kém theo Thong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HOI CHU NGHIA VIET NAM
(2)eee Doc 1ap - Tu do - Hanh phuc
Sé:  /PX-.... (3) ....., Ngay.... thang.... nim
PHIEU PE XUAT THU LY PON .................. 4)
Kinh gli: .o (%)
Ngay ...... [eeenn.. L (2) nhan dugcdon ..............ooeeeelll. (4)
o8I 0 o o T ) P 6)
DA Chlieceeee e et
NO1 dung Gon: .....oeveveeiieieeeeeee e s (7)
Pondadugc ...l (8) giai quyét ngay ......... [eveioiid i, (néu co) ’
Sau khi xem xét no1 dung don va can ctt quy dinh cua phép luat, dé xuat thu ly dé giai quyét
don ..o (3)cuadng (ba) ......oovvviiiiiiiiin (%)
Phé duyét cia ...... (5) Lanh dao don vi dé xuat Nguoi dé xuit
Ngay..... thang....
nam.... (Ky, ghi 16 ho tén) (Ky, ghi 13 ho tén)

(Ky, ghi 10 ho tén)

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu c6).

(2) Tén co quan, t6 chirc, don vi xtr Iy don.

(3) Chit viét tit tén co quan, t6 chue, don vi xu 1y don.

(4) Don khiéu nai hoic don t6 cao hodc don kién nghi, phan anh.

(5) Thu trudng co quan, t6 chirc, don vi co thim quyén giai quyet

(6) Ho tén nguoi khleu nai hodc nguoi tb cao hodc nguoi kién nghi, phan anh.
(7) Trich yéu toém tét vé ndi dung don.

(8) Ngudi co tham quyén di giai quyét (néu co).

66







MAu s6: 02(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2) e Poc lap - Tu do - Hanh phuc
S6:  [TB-....(3) ....., Ngay.... thang.... nam....

THONG BAO
Ve viéc khieéu nai khong du dieu kién thu ly gidi quyet

Ngay....... A A s (2) nhan duoc don khiéu nai cia ................. 4)

DA CII: oo —————

NOT AUNEZ GOMN: ittt ettt e et e e (5)

Sau khi xem xét ndi dung khiu nai va can &t quy dinh tai Diéu 11 ctia Ludt khiéu nai, don
khiéu nai cua 6ng (ba) khong du dicu kién thu ly giai quyet vi ........cceenee. (6)

ST JUSTT (2) thOng BAO A€ ...ovovorrrveeeccceecerssss @
DIt VA DO SUNG ..ot (7) dé thuc hién viéc khiéu nai

Noinhén: . 8
- (4); ( )

Law .2, (Ky, ghi 15 ho tén va dong dau)

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh thong bao.

(3) Chit viét tat tén co quan, to chirc, don vi ban hanh thong béo.

(4) Ho tén nguoi khiéu nai.

(5) Trich yéu tém tét ndi dung khiéu nai.

(6) Néu ly do khong thu 1y giai quyét.

(7) Néu rd thu tuc can thiét theo quy dinh dé dugc xem xét, giai quyét.
(8) Chirc vu ngudi c6 tham quyén ky thong bao.
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MAu s6: 03(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh ph#)

(D)ol CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eei Déc 1ap - Tu do - Hanh phic
Sé:  /...3)- ... (@) ....., Ngay.... thang.... nam
Kinh gtri: ong (ba).....cooviiiiii (%)
Ngay ...../...... [eee.. s e (2) nhan duoc don cia 6ng (ba) khiéu nai vé viéc
.............................................................................................................................. (6)

Sau khi xem xét ndi dung khiéu nai va cin cir Luat khiéu nai, Nghi dinh s6 75/2012/ND-CP
ngay 3 thang 10 nam 2012 ciia Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat
khiéu nai, don khiéu nai cua ong (bd) khong thudc tham quyén giai quyét cua

....................................................................................................... (2)

......... e (2) trd lal don va hudng dan ong (ba) gui don khiéu

natdeén ..o (7) dé duoc giai quyét theo thim quyén.
......................... (8) )

Noi nhan: (Ky, ghi o ho tén va dong dau)

T VT . (0.

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu c6).

(2) Tén co quan, t6 chirc, don vi ban hanh vin ban huéng dan.

(3) Chit viét tit tén co quan, td chirc, don vi ban hanh vin ban huéng dan.

(4) Chir viét tat tén don vi soan thao vian ban hudng dan.

(5) Ho tén ngudi khiéu nai.

(6) Trich yéu tom tét ndi dung khiéu nai.

(7) Chirc danh nguoi dimg du co quan, t6 chirc, don vi c6 tham quyén giai quyét khiéu nai.
(8) Chirc vu ngudi ¢6 thim quyén ky van ban hudng dan.
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MAu s6: 04(Ban hanh kém theo Théong tw s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeei Déc 1ap - Tu do - Hanh phic
Sé: (3) - 4 .....,ngay.... thang...
V/v tra lai dO'n chuyen khong dlng
thim quyén
Kinh gli: oo (%)
Ngay ...../...... [eee.. ) e (2) nhén dugc van ban ..........cccoeeieennenn. (6)
chuyén don ctia ong (ba) .....ooovveevvneeieeeein., (7), &2 Chi.eeeeeeeeeeeeeeeees
DON €O NOT AUNE: . naee e (8)

Sau khi xem xét ndi dung don va can cir theo quy dinh cua phap luét vé khiéu nai, don cua

..................... (7) khong thudc tham quyén giai quyét clia ..........o.coevvvverreennn(2)

..... covenennnno(2) tra lai don dé ....covvevvn.e. (5) chuyén dung co quan c6 tham quyén giai
quyeét.

Noinhgn: 9) )

- Nhu trén; (Ky, ghi 16 ho tén va dong dau)

- Luu: VT; ... (4).

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu co).

(2) Tén co quan, td chire, don vi gui van ban tra lai don.

(3) Chit viét tit tén co quan, to chirc, don vi giri van ban tra lai don.

(4) Chir viét tit tén don vi soan thao van ban tra 1a1 don.

(5) Ho tén nguoi chuyén don hodc tén co quan, t6 chirc, don vi chuyén don.
(6) Trich yéu sd, ky hiéu, ngay thang nim vin ban chuyén don cua (5).

(7) Ho tén nguoi co don.

(8) Trich yéu noi dung don.

(9) Chtrc vu ngudi c6 tham quyén ky vén ban tra lai don.
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MAu s6: 05(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
S6:  /...(3)-....(4) ....., Ngay.... thang.... nam....

V/v chuyén don t6 cdo

Kinh gli: ..o (%)
Ngay ...../ ...... R y e (2) nhan duoc don t6 céo cua ong (ba) ................. (6)
DA ChI: oo
Don €O NOT AUNG: ..o e @)
Sau khi xem x¢ét noi dung don va can cir quy dinh cua Luat t6 céo, e (2)
chuyén don t6 cdo cia Ong (bA) .....coovvviiniiiiiiiiiii e (6)dén ............... (5)

dé giai quyét theo quy dinh ctia phép luat.

......................... (8)

Noi nhan: (Ky, ghi o ho tén va dong dau)
- Nhu trén;

-...(6);

- Luu: VT; ... (4).

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh vin ban chuyén don t6 cao.

(3) Chit viét tat tén co quan, t6 chirc, don vi ban hanh vin ban chuyén don.

(4) Chir viét tat tén don vi soan thao vin ban chuyén don.

(5) Chtrc danh thu truéng co quan, t6 chirc, don vi c6 tham quyén giai quyét té cao.
(6) Ho tén ngudi td cdo.

(7) Trich yéu ndi dung t6 cdo.

(8) Chtrc vu ngudi c6 thdm quyén ky vian ban chuyén don t6 céo.
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MAu s6:06(Ban hanh kém theo Thong tw s6 07/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
Sé:  /...3)- ... 4 ....., Ngay.... thang...

V/v chuyén don kién nghi, phan 4nh

Kinh gli: ..o %)

Ngay ...../...... [eee... y e (2) nhan dugc don ctiia ong (ba) ....eeevveeeeeeerinene (6)

DON €O NOT AUNG: ..ottt e es (7)

Sau khi xem xét ndi dung don va cén cttr quy dinh ctia phéap luat, ....................... (2)
chuyen don cta ong (ba) ..........cceeenne (6) dén .. (5) dé duoc xem xét, giai

quyet

Noinhdn: (8)

- Nhu trén; (Ky, ghi 10 ho tén va dong dau)
- ...(6);

- Luu: VT; ... (4).

(1) Tén co quan, té chtre, don vi cép trén truc tiép (néu c0).

(2) Tén co quan, t6 chirc, don vi ban hanh véan ban chuyén don kién nghi, phan anh.
(3) Chir V1et tat tén co quan, tb chirc, don vi ban hanh vin ban chuyén don.

(4) Chir viét tat tén don vi soan thao van ban chuyen don.

(5) Co quan, to chirc, don vi c6 thim quyén giai quyét.

(6) Ho tén nguoi kién nghi, phan anh.

(7) Trich yéu ndi dung kién nghi, phan anh.

(8) Chtrc vu ngudi c6 tham quyén ky vin ban chuyén don.
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MAu s6:07(Ban hanh kém theo Thong tw s6 07/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
S6:  /HD-....(3) ....., NgAy.... thang...
HUONG DAN

Pon c6 nhiéu ndi dung khac nhau thudc nhiéu co quan cé tham quyén giai quyét

Ngay ...../...... [uin.. s e (2) nhan dugc don cua ong (ba) ............. 4)

DA CHI: e e e e e s aans

Sau khi xem xét ndi dung don va théng tin, tai liéu kem theo (néu co), don cua ong (ba)
khong thudc tham quyén giai QUYL CUA ..o (2) No6i dung don
ctia 6ng (ba) thudc thadm quyén giai quyét ctia cac co quan sau day:

-NOidung ..ooveiiiii (5) thudc tham quyén giai quyét ctia ................... (6)
-Noidung oo (5) thudc tham quyén giai quyét cta ................... (6)
e (7 Pé nghi 6ng (ba) viét tach cac ndi dung don

nhu d3 hudéng dan gii dén co quan c6 tham quyén dé duoc giai quyét theo quy dinh cia
phap luat.

Noinhan: (®)
- @) (Ky, ghi 16 ho tén va dong dau)
- Luu: VT; ... (3).

(1) Tén co quan, to chirc, don vi cép trén tryc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh vén ban huéng dan.

(3) Chir viét tit tén co quan, t6 chue, don vi ban hanh vin ban huéng dan.
(4) Ho tén cua nguoi viét don.

(5) Trich yéu ndi dung khiéu nai, t6 cao hodc kién nghi phan anh.

(6) Chtrc danh thu truong co quan, td chire, don vi c6 thim quyén giai quyét.
(7) Cac ndi dung khac (neu cd)..

(8) Chirc vu ngudi c6 thim quyén ky vin ban hudng dan.
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B. TTHC GIAI QUYET TAI CAP HUYEN

I. LINH VU'C GIAI QUYET KHIEU NAI
1. Thii tuc giai quyét khiéu nai l1an dau
1.1. Trinh tu thuc hién

- Buéc 1: Tiép nhan don khiéu nai

Néu khiéu nai thudc tham quyen giai quyet ctia Chu tich UBND cap huyén theo
quy dinh tai Diéu 18 Luat khiéu nai, nguoi khiéu nai phai gui don va cac tai liéu lién
quan (néu c6) cho co quan c6 tham quyén.

- Bu6c 2: Thy 1y giai quyét khiéu nai
Trong thoi han 10 ngay, ké tir ngay nhén dugc don khleu nai thudc tham quyén
giai quyét cua minh, co quan c6 tham quyén thy 1y giai quyét va thong bao vé viéc thu

Iy giai quyét cho ngudi khiéu nai; truong hop khong thu 1y dé giai quyét thi néu rd ly
do.

- Budc 3: Xac minh ndi dung khiéu nai

Trong thot han giai quyet khiéu nai lan dau theo quy dinh tai Diéu 28 Luat khiéu
nai, co quan c6 thim quyén c6 trach nhiém:

+ Kiém tra lai quyet dinh hanh chinh, hanh vi hanh chinh ctia minh, ctia nguo61 co
trach nhi€ém do minh quén ly tryc ti€p, n€u khiéu nai ding thi ra quyét dinh gidi quyét
khi€u nai ngay.

+ Truong hop chua co co s két luan nodi dung khiéu nai thi tu minh tién hanh
xac minh, két luan noi dung khiéu nai hodc giao co quan thanh tra nha nuéc hodc co
quan, t6 chiic, ca nhan co6 trach nhiém xac minh noi dung khiéu nai, kién nghi giai
quyét khiéu nai.

’ Viéc xac minh ndi dung khiéu nai dugc tl}uc hién theo quy dinh tai Diéu 29 Luat
khi€u nai; Myc 2, chuong II cia Thong tu s6 07/2013/TT-TTCP ngay 31 thang 10
nam 2013 cia Thanh tra Chinh pht quy dinh quy trinh gidi quyét khi€u nai hanh
chinh.

- Budc 4: T6 chtc d6i thoai (néu yéu cau cia ngudi khiéu nai va két qua xac
minh noi dung khiéu nai con khac nhau)

Dai dién co quan giai quyét khiéu nai truc tiép gip g, ddi thoai vOi nguoi khiéu
nai, nguoi bi khiéu nai, ngudi co quyen nghia vu lién quan, co quan, t6 chure, c4 nhan
c6 lién quan dé 1am 13 noi dung khiéu nai, yéu cau cia nguoi khiéu nai va huong giai
quyét khiéu nai, thong bao bang vin ban véi nguoi khiéu nai, nguoi bi khiéu nai,
nguoi co quyén va nghia vu lién quan, co quan, t6 churc co lién quan biét thoi gian,
dia diém, ndi dung viéc gip gd, ddi thoai.

Khi dbi thoai, dai dién co quan c6 tham quyén néu ro ndi dung can d6i thoai; két
qua xac minh noi dung khiéu nai; nguoi tham gia d6i thoai co quyén phat biéu y kién,
dua ra nhitng bang chimg lién quan dén vu viéc khiéu nai va yéu cau ctia minh.
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Viéc ddi thoai duoc 1ap thanh bién ban; bién ban ghi 18 y kién cuia nhiing ngudi
tham gia; két qua ddi thoai, c¢6 chir ky hodc diém chi ctia nguoi tham gia; trudng hop
ngudi tham gia d6i thoai khong ky, diém chi xac nhan thi phai ghi rd 1y do, bién ban
nay duogc luu vao hd so vu viée khiéu nai. Két qua ddi thoai 13 mot trong cac can cu
dé giai quyét khiéu nai.

- Bu6c 5: Ra quyét dinh giai quyét khiéu nai.

Chu tich UBND cip huyén ra quyét dinh giai quyét khleu nai bang vin ban,
trong thoi han 03 ngay lam vigc va gur quyet dinh giai quyét khiéu nai cho ngudi
khleu nai, nguoi bi khiéu nai, ngudi co6 quyén, nghia vu lién quan, co quan quan 1y
cap trén.

1.2. Cach thirc thuc hién

Cong dan gtri don tryc tiép hodc gt theo duong buu dién
1.3. Thanh phén, s6 lwgng hd so

a)Thanh phan ho so, bao gom:

+ Pon khiéu nai hodc ban ghi 16i khiéu nai;

+ Tai liéu, chtmg ct do cac bén cung cép;

+ Bién ban kiém tra, xac minh, két ludn, két qua giam dinh (néu co);
+ Bién ban to chirc doi thoai (néu cb);

+ Quyét dinh giai quyét khiéu nai;

+ Céc tai li€u khéc ¢o lién quan.

b) Sé lwong ho so: 01 bd.

1.4. Thoi han giai quyét

Theo Diéu 28 Luat khiéu nai:

Thot han giai quyét khiéu nai 1an dau khong qué 30 ngay, ké tir ngay thu 1y dé
giai quyet d6i v6i vu viéc phirc tap thi thoi han giai quyet c6 thé kéo dai hon nhung
khéng qua 45 ngay, ké tir ngay thu ly dé gidi quyét. O ving sau, vung xa di lai kho
khan, thi thoi han giai quyet khiéu nai 1an dau khong qué 45 ngay, ké tir ngay thy Iy
dé giai quyét; d6i voi vu viéc phic tap thi thoi han giai quyét c6 thé kéo dai hon
nhung khong quéa 60 ngay, ké tir ngay thy ly dé giai quyét.

1.5. Pdi twong thue hién TTHC: Ca nhan, t6 chuc.
1.6. Co quan thyc hién TTHC
- Co quan c6 thadm quyén quyét dinh: Chu tich UBND cap huyén.

- Co quan tryc tiép thuc hién: Thanh tra huyén; phong, ban chuyén mén thudc
UBND huyén.

1.7. Két qua thwe hién TTHC: Quyét dinh giai quyét khiéu nai lan dau.

1.8. Tén miu don, mau to khai
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Cac mau van ban ban hanh kém theo Thong tu sd 07/2013/TT-TTCP ngay
31/10/2013 cua Thanh tra Chinh phu quy dinh quy trinh gidi quyét khiéu nai hanh
chinh.

1.9. Yéu ciu, diéu kién thye hién TTHC
Theo Diéu 2, Diéu 8 va Piéu 11 Luat khiéu nai

- Nguoi khiéu nai phai 1a ngudi c6 quyén, loi ich hop phap chiu tac dong truc
tiép boi quyét dinh hanh chinh, hanh vi hanh chinh ma minh khiéu nai.

- Nguoi khiéu nai phai 1a nguoi ¢6 nang luc hanh vi dan sy dy du theo quy dinh
cua phap luat; trong truong hop thong qua nguoi dai dién dé thuc hién viéc khiéu nai
thi nguoi dai dién phai theo quy dinh tai Piéu 12, Diéu 16 Luat khiéu nai.

- Ngudi khiéu nai phai lam don khiéu nai va gui dén ding co quan c6 thim
quyén giai quyét trong thot han, thoi hi¢u theo quy dinh cua Luat Khicu nai.

- Viéc khiéu nai chua c6 quyét dinh giai quyét 1an hai.
- Viéc khiéu nai chua duoc toa 4n thy 1y dé giai quyét.
1.10. Can cu phap ly cia TTHC

- Luat khiéu nai;

- Nghi dinh s6 75/2012/ND-CP ngay 3/10/2012 quy dinh chi tiét mot sO dicu cia
Luat khiéu nai;

- Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 cta Thanh tra Chinh phu quy
dinh quy trinh giai quyét khiéu nai hanh chinh.
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2. Thii tuc giai quyét khiéu nai 1an hai
2.1. Trinh ty thyc hién
Budc 1: Tiép nhan don

Néu khiéu nai 1an hai thudc tham quyén giai quyét ciia Chu tich UBND cép
huyén theo Diéu 18 Luét khiéu nai thi nguoi khiéu nai phai giri don kém theo ban sao
quyét dinh giai quyét khiéu nai lan dau va cac tai liéu lién quan.

Budc 2: Thu ly don

_Trong thoi han 10 ngay, ké tir ngay nhan duoc khiéu nai thudc thAm quyén giai
quyét ctia minh, co quan co tham quyén thu ly don dé giai quyet va thong bao bang
van ban cho nguoi khleu nai, nguoi giai quyet khiéu nai 1an dau biét; truong hop
khong thu 1y dé giai quyét thi thong bao bang vin ban cho nguoi khiéu nai va néu rd
ly do.

Budc 3: X4ac minh vu viée khiéu nai.

Trong qua trinh giai quyét khiéu nai 1an hai, co quan c6 tham quyén cin ctr vao
vao ndi dung, tinh chat cta viéc khiéu nai tién hanh xac minh, két luan noi dung khiéu
nai. Viéc xac minh thyuc hién theo quy dinh tai khoan 2, 3, 4 Piéu 29 Luat khiéu nai;

Muc 2, chuong II cua Thong tu s6 07/2013/TT-TTCP ngay 31 thang 10 ndm 2013
ctia Thanh tra Chinh phii quy dinh quy trinh giai quyét khiéu nai hanh chinh.

Buéc 4: T6 chire dbi thoai

Trong qua trinh giai quyét khiéu nai 1an hai, co quan co tham quyén tién hanh
d6i thoai voi nguoi khiéu nai, ngudi bi khiéu nai, ngudi co6 quyén va nghia vu lién
quan, cO quan, t6 chirc, ca nhéan co lién quan dé 1am rd noi dung khiéu nai, yéu cau
cua nguoi khiéu nai, huéng giai quyét khleu nai, théng bao bang vin ban véi nguoi
khiéu nai, nguoi bi khiéu nai, nguoi co quyén va nghia vu lién quan, co quan, t6 chirc
c6 lién quan biét thoi gian, dia diém, ndi dung viéc gip gd, ddi thoai.

Khi d6i thoai, dai dién co quan thim quyén néu rd ndi dung can ddi thoai; két
qua xac minh ndi dung khiéu nai; nguoi tham gia d6i thoai co quyén phat biéu y kién,
dua ra nhiing bang chimg lién quan dén vy viéc khiéu nai va yéu cau cua minh.

Viéc ddi thoai duoc 1ap thanh bién ban; bién ban ghi rd y kién cia nhiing ngudi
tham gia; két qua dbi thoai, cé chir ky hodc diém chi ciia ngudi tham gia; trudng hop
nguoi tham gia dbi thoai khong ky, diém chi xac nhan thi phai ghi 18 1y do, bién ban
nay dugc luu vao hd so vu viée khiéu nai. Két qua ddi thoai 1a mét trong cac can cu
dé giai quyét khiéu nai.

Budc 5: Ra quyét dinh giai quyét khiéu nai va cong khai quyét dinh giai quyét.

Chu tich UBND cap huyén ra quyét dinh giai quyét khiéu nai bang van ban. Noi
dung Quyét dinh giai quyét khiéu nai c6 cac ndi dung: Ngay, thang, nam ra quyet
dinh; Tén, dia chi cua nguoi khiéu nai, nguoi bi khiéu nai; Noi dung khiéu nai; Két
qua giai quyet khiéu nai ctia nguoi giai quyét khiéu nai lan dau; Ket qua xac minh ndi
dung khiéu nai; Két qua di thoai; Can ctr phap luat dé giai quyét khiéu nai; Két luan
ndi dung khiéu nai 12 dang, dung mot phan hodc sai toan bo. Trudng hop khiéu nai 1a
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dung hodc ding mot phan thi yéu cau nguoi cé quyét dinh hanh chinh, hanh vi hanh
chinh bj khiéu nai stra doi, hiy bo mot phﬁn hay toan bg quyét dinh hanh chinh, chAm
dut hanh vi hanh chinh bj khiéu nai. Truong hop két luan ndi dung khiéu nai 13 sai
toan bd thi yéu cau ngudi khiéu nai, nguoi c¢6 quyén, nghia vu lién quan thuc hién
nghiém chinh quyét dinh hanh chinh, hanh vi hanh chinh; Viéc bdi thudng cho nguoi
bi thiét hai (néu c6); Quyén khai kién vu 4n hanh chinh tai Toa 4n.

_Trong thoi han 07 ngay, ké tir ngay c6 quyet dinh giai quyét khiéu nai lan 2, gui
quyet dinh giai quyet khiéu nai cho nguoi khiéu nai, nguoi bi khiéu nai, nguoi giai
quyét khiéu nai lan dau, nguoi co quyen nghia vu lién quan, co quan, to chuc, ca
nhan co tham quyén chuyén khiéu nai dén. UBND huyén cong khai quyét dinh giai
quyet khiéu nai theo mot trong cac hinh thirc sau day: Cong bb tai cudc hop co quan,
t6 chirc noi ngudi bi khiéu nai cong tac; Niém yét tai tru s¢ co quan; Thong béo trén
phuong tién thong tin dai ching.

2.2. Cach thirc thue hién

Cong dan gui don truc tiép hodc theo dudng buu dién.
2.3. Thanh phan, s6 lwong ho so

Theo quy dinh tai Diéu 43, Luat khiéu nai:

a) Thanh phan ho so, bao gom:

+ Pon khiéu nai hodc ban ghi 161 khiéu nai;

+ Tai liéu, chtmg ct do cac bén cung cép;

+ Bién ban kiém tra, xac minh, két lun, két qua giam dinh (néu c0);
+ Bién ban to chirc dbi thoai (néu co);

+ Quyét dinh giai quyét khiéu nai lan dau

+ Cac tai liéu khac c6 lién quan.

b) Sé lwong ho so: 01 bd.

2.4. Thoi han giai quyét

Theo Dic¢u 37, Luat khiéu nai:

Thoi han giai quyet khiéu nai lan hai khong qué 45 ngay, ’ke tir ngay thy ly dé
giai quyét; déi véi vu viéc phuc tap thi thoi han glal quyet khiéu nai c6 thé kéo dai
hon nhung khong qua 60 ngay, ké tir ngay thu 1y dé giai quyét.

O ving sau, ving xa di lai khé khan, thot han giai quyét khiéu nai 1an hai khong
qua 60 ngay, ké tur ngay thu ly dé giai quyét; d6i voi vu viée phuc tap thi thoi han giai
quyét khleu nai c6 thé kéo dai hon nhung khong qua 70 ngay, ké tir ngay thy ly dé
gidi quyet

2.5. Poi twong thue hién TTHC: C4 nhan, t chirc.
2.6. Co quan thyc hién TTHC
- Co quan c6 thim quyén quyét dinh: Chu tich UBND cép huyén
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- Co quan tryc tiép thuc hién: Thanh tra huyén, cac phong ban chuyén mén thudc
UBND huyén.

2.7. Két qua thye hién TTHC
Quyét dinh giai quyét khiéu nai lan hai.
2.8. Tén mau don, miu to khai

Cac mau van ban ban hanh kém theo Thong tu sd 07/2013/TT-TTCP ngay
31/10/2013 cua Thanh tra Chinh phu quy dinh quy trinh gidi quyét khiéu nai hanh
chinh.

2.9. Yéu cau, diéu kién thyc hién TTHC
Theo Piéu 36, Luat khiéu nai:

- Nguoi khiéu nai phai 1a ngudi ¢6 quyén, loi ich hop phap chiu tac dong truc
tiép boi quyét dinh hanh chinh, hanh vi hanh chinh ma minh khiéu nai.

- Nguoi khiéu nai phai 1a nguoi c6 nang luc hanh vi dan su day du theo quy dinh
cua phap luat.

- Nguoi khleu nai phai lam don khiéu nai va giri dén dung co quan c6 tham
quyén giai quyét trong thoi han, thoi hiéu theo quy dinh cta Luat Khiéu nai.

- Viéc khiéu nai chua c6 quyét dinh giai quyét lan hai.
- Viéc khiéu nai chua dugc toa an thy 1y dé giai quyét.
2.10. Can cwr phap ly cua TTHC

- Luat khiéu nai;

- Nghj dinh 75/2012/ND-CP ngay 3/10/2012 quy dinh chi tiét mot sO diéu cia
Luat khiéu nai,

- Thong tu 6 07/2013/TT-TTCP ngay 31/10/2013 cua Thanh tra Chinh phu quy
dinh quy trinh giai quyét khiéu nai hanh chinh.
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PHU LUC BQ THU TUC HANH CHINH
CAC MAU VAN BAN

MAu s6 : 01 (Ban hanh kém theo Thong tw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phii)

.......... €D I CONG HOA XA HQI CHU NGHIA VIET NAM
.......... ) I Poc 1ap - Tw do - Hanh phic
Sé: ../TB-....... L. ,ngay ... thang ... nam
THONG BAO

Vé viéc thu ly giai quyét khiéu nai ...(3)

Kinh gwri: ................... (€
Ngay ... thang... nam ...(2)... da nhan duoc don khiéu nai caa .......... (3 T
DA CREieciiice bbb nae e
S6 CMND/H9 chiéu, ngdy cap, noi Cap: ..........oevveneeennn.n. (5)eeeneeeeenieeieeee
Khidu nai V& VIEC ...oevvneeeeeeiie e (0) et

Sau khi xem xét ndi dung don khiéu nai, can ctr Luat khiéu nai nam 2011, don khiéu nai du diéu
kién thy 1y va thugc tham quyén giai quyét cua

.................... () e e

Pon khiéu nai da duoc thy 1y giai quyét ké tir ngay ... thang ... nim

Vay thong bao dé ....... 4. dugc biét...

Noi nhan: Ngudi dirng diu co quan, to chirc, don vi
- Nhu trén; (Ky, ghi r6 ho tén va dong dau)

- (8.

-9).

- Luu: VT, hd so.

(1) Tén co quan, to chtrc, don vi cip trén tryc tiép (néu cb).

(2) Tén co quan, to chirc, don vi thong bao vé viée thy 1y giai quyét khiéu nai.

(3) Lan giai quyét khiéu nai: "1an dau" hoic "lan hai".

(4) Ho tén nguoi khiéu nai (hoic tén co quan, t6 chuc khiéu nai).

(5) Néu nguoi khiéu nai khong co CMND/HG chiéu thi ghi cac thong tin theo gidy t& tiy than.

(6) Tém tat ndi dung khiéu nai.

(7) Nguoi giai quyet khiéu nai.

(8) Tén co quan, t6 chirc, don vi, ca nhan co thAm quyén chuyén khiéu nai dén (néu c0).

(9) Tén co quan thanh tra nha nudc cung cap (trir trudng hop giai quyét khiéu nai quyét dinh ky luat
can bg, cong chuc).

MAu s6: 02 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)
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.......... €D I CONG HOA XA HQI CHU NGHIA VIET NAM
.......... ) I Poc 1ap - Tw do - Hanh phic

Sé: ../TB-....... L. ,ngay ... thang ... nam

‘ THONGBAO
Ve viéc khong thu ly gidi quyet khieu nai

Kinh gtri: ................. ) NOTPPRIRIN
Ngay ... thang ... nam ..., ... (2)... dd nhan dugc don khiéu nai cua ............ () o
D;a et e et ettt e e e e s e e ——rrreaaanas
S6 CMND/HO chiéu, ngay cap, noi Ap: ..........oveevveeeeeeennnn... (4)eeeeeieeieee,
Khi€u nai V& VIEC ....vieii i () IR

Sau khi xem Xét ndi dung don khiéu nai, can ctt Diéu 11 Luat khiéu nai nam 2011, don khiéu nai
khong du diéu kién de thu 1y giai quyét vi ly do sau day:

Nguoi ding dau co quan, to chire, don vi

Noi nhan: (K, ghi rd ho tén va déng dau)

- Nhu trén;
(D

— (8

- Luu: VT, ho so.

(1) Tén co quan, té chtrc, don vi cip trén trye tiép (néu cb).

(2) Tén co quan, t chirc, don vi thong bao vé viéc khong thy 1y giai quyét khiéu nai.

(3) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chtrc khiéu nai).

(4) Néu ngudi khiéu nai khong c6 CMND/H chiéu thi ghi cac thong tin theo gidy to tily thén.

(5) Tém tat ndi dung khiéu nai.

(6) Ly do ctia viéc khong thu 1y giai quyét khiéu nai.

(7) Tén co quan, to chirc, don vi, ca nhan c6 tham quyén chuyén khiéu nai dén (néu co).

(8) Tén co quan thanh tra nha nudc cting cép (trir truong hop giai quyét khiéu nai quyét dinh ky luat
can b, cong chirc).
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MAu s6: 03 (Ban hinh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phii)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sé: ../TB-....... . ,ngay ... thang ... ndm
QUYET PINH

Ve viéc giao nhiém vu xac minh ndi dung khi€u nai

Can cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s 75/2012/NB-CP ngay 03 thang 10 nim 2012 ctia Chinh phu quy dinh chi tiét
mét s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 ctia Thanh tra Chinh phi quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

Can Clr ... (B) e ;
Xétdenghicta ......ooooviiiiiniiiinii (8 ,
QUYET DINH:

Piéu 1. Giao ....(6).... tién hanh xéc minh 1am 3 ndi dung khiéu nai cta ....(7).... vé viéc ....(8)....
...(6).... bdo cdo két qua xac minh ndi dung khiéu nai néu trén voi ....(3).... trude ngay... thang ...
nam ...

Piéu 2. Nguoi ding dau ....(6)...., ....(9).... chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi giai quyét khiéu nai

Noi nhan: (K, ghi rd ho tén va déng dau)

- Nhu Dicu 2;
- Luu: VT, ho so.

(1) Tén co quan, to chure, don vi cip trén truc t1ep (neu o).

(2) Tén co quan, to chirc, don vi thu 1y giai quyét khiéu nai.

(3) Chure danh cta nguoi ¢6 thim quyén ban hanh quyét dinh giao nhiém vu x4c minh noi dung
khiéu nai.

(4) Van ban quy dinh vé chuc nang, nhiém vuy, quyén han cua co quan, td chirc, don vi ban hanh
quyét dinh.

(5) Co quan, té chirc, don vi, ca nhan dé xuat viéc giao nhiém vu xac minh noi dung khiéu nai.

(6) Co quan, t chirc, don vi dugc giao nhiém vu xac minh néi dung khiéu nai.

(7) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chic khiéu nai).

(8) Noi dung dugc giao xac minh.

(9) Nguoi dang dau co quan, td chire, don vi, c4 nhan lién quan.
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MAu s6 : 04 (Ban hanh kém theo Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sé: ../TB-....... . ,ngay ... thang ... ndm
‘ QUYET PINH ,
Ve viéc xac minh ni dung khiéu nai
..................... () TUTTOTR

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s6 75/2012/NB-CP ngay 03 thang 10 nim 2012 ctia Chinh phu quy dinh chi tiét
mot s6 didu ciia Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 ctia Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CanCl .o (4) e ;

CAnCll .o (5) et ;

Xét A8 nhi CUA ....oovvvneeeiie e, (6) et ,
QUYET PINH:

Piéu 1. Tién hanh xac minh ndi dung khiéu nai cua ...(7)... vé viéc ...... 8)......

Thoi gian xacminh 1a ....... ngay lam viéc.

Piéu 2. Thanh 1ap Poan/T6 x4c minh gom:

1.Ong (bA) ..oveeveeieei e chliic VUl...oovovvvenenee, Truéng Poan/T6 trudng;

2.0ng (DA) .oieiiieie chire vu......... Pho truong Poan/T6 pho (néu co);

3.0ng (bA) ..ovveeiiieeii CRTC VUL Thanh vién;

TSRS PP PSR PPR TR

Poan/T6 xac minh c6 nhiém vu kiém tra, x4c minh 1am 1& ndi dung khiéu nai dugc néu tai Diéu 1

Quyét dinh nay.

Truéng Poan/T6 trudng T xac minh, thanh vién T xac minh thyc hién quyén, nghia vu ctia ngudi
c6 trach nhiém xac minh theo quy dinh tai Luat khiéu nai va _quy dinh phap luét c6 lién quan.

Picu 3. ...(9)..., nhiing nguoi co ten tai Diéu 2 va co quan, to chirc, don vi, ca nhan c6 lién quan chiu
trach nhiém th1 hanh Quyét dinh nay./.

Ngudi ban hanh quyét dinh xéc minh

Noi nhén: (Ky, ghi 15 ho tén va dong dau)

- Nhu Diéu 3‘;
- Luu: VT, ho so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi ban hanh quyét dinh xac minh noi dung khiéu nai.

(3) Churc danh cua nguoi c6 thim quyén ban hanh quyét dinh xac minh néi dung khiéu nai.

(4) Van ban quy dinh v€ chirc nang, nhiém vy, quyén han cua co quan, t6 chtrc, don vi ban hanh
quyét dinh x4c minh noi dung khiéu nai.

(5) Quyét dinh giao nhiém vy xac minh ndi dung khiéu nai.

(6) Co quan, to chtrc, don vi, ca nhan dé xuét viée xac minh ndi dung khiéu nai (néu c6).

(7) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chuc khiéu nai).

(8) Noi dung dugc giao xac minh.

(9) Nguoi ding dau co quan, t6 chirc, don vi, ¢4 nhan chiu trach nhiém thi hanh quyét dinh.
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MAu s6 : 05 (Ban hanh kém theo Thong tw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
BIEN BAN LAM VIEC

Vao hoi... gid ... ngdy ... thang ... nAM ..., tai ......oeevneeeineeieennnn.n, () ;
Chung t6i gdom:
1. Nguoi co trach nhiém xdcminh: ... () I
2. Nguoi lam viéc voi nguoi ¢ trach nhiém xac minh: .................. () S
3 N0 dung [am VIEC: ..veiii ((C) I
4. Kt QUA TAM VIBC ..o ) T
5. Nhitng ndi dung khac co lién quan: ..., (€]

Budi 1am viéc két thiic vao hdi ... gio ... phat ciing ngay (hodc ngdy .../...[...).

Bién ban nay da duoc doc cho nhitng ngudi 1am viéc cing nghe, moi ngudi nhat tri véi ndi dung
bién ban va xac nhan dudi day.

Bién ban duoc 1ap thanh ... ban mdi bén gitr 01 ban./.

Nguwoi lam viéc véi nguoi Nguoi c6 trach nhi€ém xdc minh
¢6 trach nhiém xac minh (ky va ghi rd ho tén, dong dau - n€u co)
.................. (C) TR

(1) Co quan, t6 chirc, don vi ban hanh quyét dinh xac minh hoac truc tiép tién hanh xac minh.

(2) Poan/Té xac minh duoc thanh 1ap (néu co).

(3) Pia diém lam viéc.

(4) Ho tén, chuc danh cua nguoi c6 trach nhiém xac minh.

(5) Ghi 15 ho tén, dia chi, s6 dién thoai lién hé (néu c6) ciia nguoi lam viéc voi nguoi co trach nhiém
x4c minh nhu: nguoi khiéu nai, nguoi bi khiéu nai, dai dién co quan, to chie, don vi va ca nhan c6
lién quan.

(6) Cac ndi dung lam viéc cu thé.

(7) Két qua lam viéc da dat duoc, nhiing ndi dung da thong nhat, nhiig van dé con co ¥ kién khac
nhau, dé xuét, kién nghi cua cac bén tham gia budi lam viéc.

(8) Nhitng ndi dung khac chua dugc thé hién & (6), (7).

(9) Chir ky (ghi & ho tén) hodc diém chi cua nhiing ngudi cung lam viéc. Trong truong hop c6
nguoi khong ky thi trong bién ban phai ghi rd va dé nghi ngudi lam chimg ky vao bién ban.
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MAu s6: 06 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sé: T ,ngay ... thang ... ndm
V/v cung cép thong tin, tai liéu,
bang chung
Kinh gtri: ............ (B ’
Ngay ... thang ... vey +.(4)... da thu ly gidi quyet khi€u nai cua ....... 3)....... doi véi

Theo quy dinh ctia phép luat va dé phuc vu viée giai quyét khiéu nai, ...(2)... dé nghi...(3)... cung cip
cho ...(2)... nhitng thong tin, tai li€u, bang ching sau day:

Dé nghi ...(3)... chuan bj day du nhitng thong tin, tai liéu, bang chimg néu trén va giri cho ...(2)...
trudc ngay ... thang ... nam

R4t mong nhan duoc su quan tim, hop tac cia ...(3).../.

Nguoi ding dau co quan, to chirc, don vi
Noi nhén: (ky, ghi rd ho tén - dong dau néu co)
- Nhu trén;
- Luu: VT, ho so.

(1) Tén co quan, té chure, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chtrc, don vi giri vin ban dé nghi cung cap thong tin, tai liéu, béng chung.

(3) Tén co quan, t6 chtrc, don vi, ca nhan duoc dé nghi cung cap thong tin, tai liéu, bang chimng.

(4) Nguoi giai quyet khiéu nai.

(5) Tén nguoi khiéu nai (hodc tén co quan, to chic khleu nai).

(6) Quyét dinh hanh chinh, hanh vi hanh chinh, quyét dinh ky luat can bo, cong chirc bi khiéu nai.
(7) Céc yéu cau dbi v6i thong tin, tai lidu, bfmg chimg dé nghi cung cép.

(8) Pia chi nhan théng tin, tai liéu, bang ching hodc ngudi duoc giao tryc tiép nhan thong tin, tai
lidu, bang ching.
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MAu s6: 07 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc

GIAY BIEN NHAN
Vé viéc ti€p nhan thong tin, tai li¢u, bang chimg
Va0 hdi... gid ... ngdy ... thang ... nAm ..., tai ...........eeevnnnnn.... O YT
Bén nhan thong tin, tai liéu, bang chimg:

Gidy bién nhan nay duoc lap thanh ... ban, mdi bén giitr 01 ban./.

Béngiao ’ Bén nhin ’
(ky, ghi 106 ho tén, dong dau - néu co) (ky, ghi 10 ho tén, dong dau - néu co)

(1) Tén co quan, t6 chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, td chirc, don vi tiép nhan thong tin, tai liéu, bang chimg.

(3) Ghi s6 trong truong hop Gidy bién nhan dugc quan 1y, theo ddi bang s6 vin ban.

(4) Pia diém giao, nhan thong tin, tai liéu, bang ching.

(5) Ho tén, chtic danh, co quan, td chirc, don vi cong tac cua nguodi nhan théng tin, tai licu, bﬁng
chung.

(6) Ho tén, churc danh, co quan, td chuc, don vi cong tac hodc dia chi cia nguoi giao thong tin, tai
liéu, bang chung.

(7) Loai thong tin, vat mang tin, tén, s6 trang, tinh trang tai liéu, béng chung.
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MAu s6: 08 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sb: .../... .....,ngay ... thang ... ndm

Dé ¢ co so cho viée giai quyét khiéu nai bao dam chinh xéc, khach quan, ...(2)... trung cAu gidm
dinh cac thong tin, tai li€u, bang ching sau day:

Vay dé nghi ...(3)... tién hanh giam dinh va gii két qua cho ...(2)... trude ngay...thang ... ndm ...
.(2)... ctt ong (ba) ...(5)... truc tiep ban giao thong tin, tai liéu, bang chirng va nhan két qua giam
dinh.

Kinh phi gidm dinh (néu phai chi tra) do ...(2)... chi tra theo quy dinh.

Rat mong su quan tam, hop tac cua ...(3).../.

Nguoi ding diu co quan,

Noi nhén: to chirc, don vi trung cau giam dinh
- Nhur trén; (ky, ghi 1 ho tén va déng dau)

- (5.

-..(0)...;

- Luu: VT, hd so.

(1) Tén co quan, to chtrc, don vi cap trén tryc tiép (néu cb).

(2) Tén co quan, to chure, don vi trung cau giam dinh.

(3) Tén co quan, t chirc dugc trung cau giam dinh.

(4) Théng tin, tai liéu, bang chimg dé nghi giam dinh va ndi dung can giam dinh.

(5) Ho tén, chtrc vy, chttc danh ctia ngudi dugc cir ban giao thong tin, tai li€u, béng chung, tiép nhan
két qua giam dinh.

(6) Bon vi, bd phan quan 1y tai chinh cua co quan, t6 chirc, don vi dé nghi trung cau giam dinh.
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MAu s6: 09 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () RS Poc 1ap - Tw do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
‘ QUYET PINH ,
Ve viéc tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai
............... (R ) T

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s 75/2012/ND-CP ngay 03 thang 10 nim 2012 ctia Chinh pht quy dinh chi tiét
mot s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 ctia Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CanCll .o (4) e ;

X6t d8 Nghi CUA ....ovveeieeei e (5) e
QUYET PINH:

Piéu 1. Tam dinh chi viéc thi hanh quyétdinh ......................... ()

Ly do tam dinh chi:

......................................................... (2 TR

Thoi gian tam dinh chi ké tr .. gior ... ngdy .../.../... dén khi ¢6 quyét dinh hity bo Quyét dinh nay.
biéu 2. ...(8)..., ...(9)... va ...(10)... chiu trach nhi€m thi hanh Quyét dinh nay./.

s Nguoi ban hanh quyét dinh tam dinh chi
Noi nhin: (ky, ghi 1 ho tén va dong dau)
- Nhu biéu 2;

- Luu: VT, hd so.

(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh
chinh bi khiéu nai.

(3) Chtrc danh ciia nguoi c6 tham quyén ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh
hanh chinh bj khiéu nai.

(4) Van ban quy dinh vé chuc nang, nhiém vuy, quyén han cua co quan, td chirc, don vi ban hanh
quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai.

(5) Tén co quan, don vi, cad nhan tham muu dé xuét ban hanh quyét dinh tam dinh chi viéc thi hanh
quyét dinh hanh chinh bj khiéu nai.

(6) Ghi 15 tén, s, ngay thang nam, nguoi ky quyét dinh hanh chinh bi tam dinh chi viéc thi hanh.

(7) Ly do, can cir ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bj khiéu nai.
(8) Tén co quan, to chire, don vi, ca nhan ban hanh quyét dinh hanh chinh bi tam dinh chi thi hanh.
(9) Tén co quan, td chirc, don vi, ca nhan co trach nhiém thi hanh quyét dinh tam dinh chi.

(10) Co quan, t6 chirc, don vi, c4 nhan c6 lién quan.
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MAu s6: 10 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm ...
‘ , QUYET PINH , ,
Ve viéc hiy bé quyet dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khi€u nai
................. [R) TP

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s 75/2012/ND-CP ngay 03 thang 10 nim 2012 ctia Chinh pht quy dinh chi tiét
mot s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nam 2013 ciia Thanh tra Chinh phii quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

Can el .......oooiiiii (4) e ;
Xétdenghicla .......oooviiiiiiiii (5)-eeeeenieeeeeeeeeee ,
QUYET DINH:

Piéu 1. Huy bo Quyét dinh vé viéc tam dinh chi viéc thi hanh quyét dinh hanh chinh bj khiéu nai sd
... ngay ... thang ... ndm ... cla

Ly do cua vigc huy bo: ................. SETTTIPPITORRRYY (7)o
biéu 2. Quyet dinh nay c6 hiéu lyc ké tir ngay ban hanh. )
biéu 3. ...(8)..., ...(9)... va ...(10)... chiu trach nhi€m thi hanh Quyét dinh nay./.

Noi nha Nguoi ban hanh quyét dinh
o1 nhan: ’ s~ A \ 4 A

- Nhu Pidu 3; (ky, ghi r0 ho tén va dong dau)
- Luu: VT, ho so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh huy bo quyét dinh tam dinh chi viéc thi hanh
quyét dinh hanh chinh bi khiéu nai.

(3) Chirc danh ctia nguoi ban hanh quyét dinh hiy bo quyét dinh tam dinh chi viéc thi hanh quyét
dinh hanh chinh bi khiéu nai.

(4) Van ban quy dinh vé chirc ning, nhiém vy, quyén han cua co quan, to chirc, don vi ban hanh
quyét dinh hiy bé quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai.

(5) Tén co quan, t6 chirc, don vi, ca nhan tham muu dé xuét ban hanh quyét dinh hiy bé quyét dinh
tam dinh chi viéc thi hanh Quyét dinh hanh chinh bi khiéu nai.

(6) Sb, ngay, thang, ndm ban hanh, tham quyén ky quyét dinh tam dinh chi viéc thi hanh quyét dinh
hanh chinh bi khiéu nai.

(7) Néu 15 1y do, cin c&r cia viée huy bo quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh
chinh bi khiéu nai.

(8) Chirc danh ctia ngudi ban hanh quyét dinh hanh chinh bi khiéu nai.

(9) Nguoi dimg dau co quan, to chire, don vi chiu trach nhiém thi hanh quyét dinh hity bo quyét dinh
tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai.

(10) Co quan, t6 chic, don vi, ca nhan c6 lién quan.
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MAu s6: 11 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../BC-...... .....,ngay ... thang ... ndm
, BAO CAO ,
Két qua xac minh ngi dung khiéu nai
’ ~ Kinhgii: .................. ()

Thyc hién Quyet dinh 80 ..., T3 ) TP Y )
Tungay .../.../... dénngay .../.../..., ...(5)... d4 tién hanh xdc minh ndi dung khiéu nai cta

(6).... 61 v6i ....(7)....
Can cur vao thong tin, tai liéu, br:ing ching dugc thu thip trong qua trinh x4c minh ndi dung khiéu
nai, két qua 1am viéc véi co quan, to chic don vi, ¢4 nhan c6 lién quan, .....(5)...... bao cao két qua
xac minh ndi dung khiéu nai nhu sau:

1. Yéu cau cua ngudi khiéu nai, can cir dé khiéu nai va két qua giai quyét khiéu nai trudc d6 (néu

minh:

Trén day 1 bao céo két qua xac minh nodi dung khiéu nai, kinh trinh ...(3)... xem xét, cho y kién chi
dao./.

Nguoi cé trach nhiém xac minh/Truéng
DPoan/T6 truéng T6 xac minh
(ky, ghi 10 ho tén, dong dau - néu co)

Noi nhén:
- Nhu trén; i
- Luu: VT, ho so.

(1) Tén co quan, to chtrc, don vi cip trén truc tlep (néu cb).

(2) Tén co quan, t6 chic, don vi hodc Poan/T6 xac minh bao cao két qua xac minh ndi dung khiéu
nai.

(3) Nguoi giao nhiém vy xac minh.

(4) Quyét dinh giao nhiém vu xac minh hodc quyét dinh xac minh noi dung khiéu nai.

(5) Tén co quan, to chirc, don vi, ngudi c6 trach nhiém xac minh, Poan/T6 xac minh ndi dung khiéu
nai.

(6) Ho tén cua nguoi khiéu nai (hoac tén co quan; td chl'Ig khiéu nai). )

(7) Quyet dinh hanh chinh, hanh vi hanh chinh hodc quyét dinh ky luét can bg, cong chuc bi khiéu
nai.

MAu s6: 12 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

89








.......... € IO CONG HOA XA HQI CHU NGHIA VIET NAM

.......... ) I Poc 1ap - Tw do - Hanh phic
Sb: .../QD-...... ..., NEAyY ... thang ... nam
‘ QUYET PINH
Ve viéc dinh chi giai quyet khiéu nai
...................... (R ) P

Can ctr Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 ndm 2011;

Cin cir Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 cta Chinh phu quy dinh chi tiét
mét sb diéu cua Luat khiéu nai;

Can ctr Thong tu sé /2013/TT-TTCP ngay ... thang ... nam 2013 cua Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

Can ct don xin rat khiéu nai ctia ngudi khiéu nai (néu co);

Xét A8 NI CUA ...oevve e (4) e ,
QUYET PINH:

Piéu 1. Pinh chi giai quyét khleu nai ciia ong (ba) .................... () ,

S6 CMND/H® chiéu, ngdy cap, n0i CAP: ......uvevveeeiieeeieeiinnn... [(C) S

5 T o] 1§ S PSPPSR

Khiéu nai vé viéc ...(7)... va di duogc thu 1y ngdy... thang ...

Lydodinh chi: .. ... (€]

Piéu 2. Quyét dinh nay c6 hi¢u luc ké tir ngy ban hanh.
Diéu 3. ...(5)..., va ...(9)... chiu trach nhi€m thi hanh Quyét dinh nay./.

Nguoi ra quyét dinh dinh chi giai quyét
khiéu nai )
(ky, ghi rd ho tén va dong dau)

Noi nhén:
- Nhu Biéu 3;
- Luu: VT, ho so.

(1) Tén co quan, to chtrc, don vi cip trén truc tlep (néu cb).

(2) Tén co quan, t chirc, don vi ban hanh quyét dinh dinh chi giai quyet khiéu nai.

(3) Churc danh cua nguoi ban hanh quyét dinh dinh chi giai quyet khiéu nai.

(4) Tén co quan, t chirc, don vi, ca nhan dé Xuat ban hanh quyét dinh dinh chi giai quyét khiéu nai.
(5) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chuc khiéu nai).

(6) Néu ngudi khiéu nai khong c6 CMND/H chiéu thi ghi cac thong tin theo gidy to tity than.

(7) Tém tat ndi dung khiéu nai.

(8) Néu rd 1y do cua viée dinh chi giai quyét khiéu nai.

(9) Co quan, t6 chirc, don vi, ca nhan c6 trach nhiém thi hanh quyét dinh dinh chi giai quyét khiéu
nai.
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MAu s6: 13 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
‘ QUYETDINH
Ve viéc thanh 13p Hoi dong tu van gidi quyét khieu nai
................... (R ) F

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Can ctr Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 ciia Chinh phil quy dinh chi tiét
mot s6 dieu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nam 2013 ciia Thanh tra Chinh phii quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CAN Cl oo (A) e ;

Xét de nghi CUA .....oovvneiiiee e, (5) it :
QUYET PINH:

Piéu 1. Thanh 1ap Hoi dong tu van giai quyét khiéu nai gdm cac ong (ba) sau day:

1.ONG (DA) ooovveei el () 1 Chu tich;

2.00g (BA) covviiiei () N Phé Chu tich (néu co);

300 (DA) covvviiiieeie e () 1O Thu ky;

4.00g (BA) ..vveiieei e () Y Thanh vién;

D ettt ettt e ettt ettt ettt

Piéu 2. Hoi dong tu van thao luan, tham gia y kién giai quyét khiéu nai cua ong (ba)...(7)... vé viéc
«(8)... da dugc thu ly giai quyét.

Dleu 3. Hoi dong tu van tu giai thé sau khi hoan thanh viéc tu van giai quyét khiéu nai.

Piéu 4. Cac ong (ba) co tén tai Pidu 1, ...(9)... thi hanh Quyét dinh nay./.

Nguwoi ban hanh quyet dinh thanh lap
Héi dong tu vin )
(ky, ghi rd ho tén va dong dau)

Noi nhén:
- Nhu biéu 4‘;
- Luu: VT, ho so.

(1) Tén co quan, to chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh thanh lap Hoi déng tu van giai quyét khiéu

nai.

(3) Chirc danh ctia ngudi c6 thim quyén ban hanh quyét dinh thanh 1ap Hoi dong tu van giai quyét
khiéu nai.

(4) Van ban quy dinh vé chic nang, nhiém vy, quyen han cta co quan, t6 chirc, don vi ban hanh
quyét dinh thanh lap Ho1 ddng tu van giai quyet khiéu nai.

(5) Tén co quan, to chirc, don vi, ca nhan dé xuat viéc thanh 1ap Hoi dong tu van giai quyét khiéu
nai.

(6) Chure vy, chirc danh, co quan, t6 chuc, don vi cong tac, dia chi (néu cd).

(7) Ho tén, dia chi nguoi khiéu nai (hodc co quan, t6 chtc khiéu nai).

(8) Tém tat nodi dung khiéu nai.

(9) Co quan, td chirc, don vi, ca nhan c6 trach nhiém thi hanh.
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MAu s6: 14 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... € T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () PP Poc lap - Tu do - Hanh phuc
BIEN BAN POI THOAI
V2o hdi... gio ., Ngay .. thang cental ()

I. Thanh phan tham gia doi thoal
1. Nguoi giai quyét khiéu nai, ngudi c6 trach nhiém xac minh ndi dung khiéu nai:

-Ong (bd).............. chirc VUi, , co quan (t6 chtrc, don vi).......
2. Nguoi ghi bién ban:

-Ong (bd).............. chic VU.....ooiiiiii, , co quan (t6 chtrc, don vi).......
3. Nguoi khiéu nai (hodc nguoi dai dién, nguoi duge uy quyén clia nguoi khiéu nai):
- Ong (ba)............ chre vy, , co quan (t6 chuc)...................
S6 CMND/HO chiéu, ngay cap, noi cap: .........cceeevvueeeeennnn, [ TR
DA CIIi.eeeeeecceeee et e e e

4. Nguoi bi khiéu nai (hoac nguoi dai dién, nguoi duge Gy quyén khi€u nai ciia nguodi bi khiéu nai
(néu co)):

S6 CMND/H® chiéu, ngdy cap, noi Cap: ........c..eevveeeeennnn.... [ T
DA CRiec e e
6. Pai dién co quan, t6 chirc, ca nhan c6 lién quan (néu co):

Viéc ddi thoai két thuc hdi... gio ... ngdy .../.../...

Bién ban di thoai d3 duogc doc lai cho nhiing nguoi tham gia ddi thoai nghe va ky x4c nhén.

Bién ban duoc lap thanh .... ban, nguoi giai quyét khiéu nai, nguoi ¢ trach nhiém xac minh, nguoi
khiéu nai, nguoi bi khiéu nai mdi bén giir 01 ban./.

Ngudi bi khiéu nai Nguoi giai quyét khiéu nai (hodc ngudi cé
(ky, ghi 1 ho tén) trach nhiém xic minh khiéu nai)
(ky, ghi rd ho tén, dong diu - néu co)
Nguoi khiéu nai Pai dién co quan, to chirc, ca nhan cé lién
(hoic nguwoi dai dién, nguoi duge uy guan
quyén) (ky, ghi 1 ho tén, dong dau - néu co)
(ky, ghi 10 ho tén)
Nguoi cé6 quyén va nghia vu lién quan Nguoi ghi bién ban
(ky, ghi rd ho tén) (ky, ghi rd ho tén)

(1) Tén co quan, td chirc, don vi cip trén truc tiép (néu co).
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(2) Tén co quan, t6 chic, don vi chu tri d6i thoai.

(3) bia diém tién hanh ddi thoai.

(4) Néu khong c6 CMND/H( chiéu thi ghi céc thong tin theo gidy t& tiy than.

(5) Nguoi giai quyet khiéu nai hodc ngudi c¢6 trach nhiém xac minh néu muc dich, yéu cau cua viéc
d6i thoai, tom tat két qua xac minh noi dung khleu nai va nhimg ndi dung dbi thoai.

(6) Y kién cua nhitng nguoi tham gia ddi thoai vé timg noi dung déi thoai.

(7) Nhitng noi dung dbi thoai da théng nhat, nhitng van d& con y kién khac nhau va nhimg ¥ kién
khac (néu c9).
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MAu s6: 15 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T, CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
QUYET PINH

Veé viéc giai quyég khiéu nai cia ...(3)...
(Ian dau)

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Can cir Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 ctia Chinh phu quy dinh chi tiét
mot sb diéu cua Luat khiéu nai;

Can ct Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 cta Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

AN Ol ottt (5 PR ;
Can ctr phap luat khac c6 lién quan (néu co);
Xét don khiéu nai ngay .../.../... CUA ..ooovveeie e (3) e
PA ChIeiiiiiiee e
I. N¢i dung khiéu nai
.................................................................... () ISR
1. Két qua xac minh ndi dung khiéu nai:
.................................................................... (7)o
I11. Két qua ddi thoai (néu cé)
TR (8) et
IV. Két luan
.................................................................... (9) e
Twr nhitng nhén dinh va céan ctr trén

QUYET DINH
Pi€u 1. ..o (0]
Piu2. ..o (L0 e

Piéu 3. Trong thoi han ... ngay, ké tir ngay nhin dugc Quyét dinh nay, néu khong dong ¥ v6i Quyét
dinh giai quyét khiéu nai ...(3)... 6 quyén khiéu nai d&én ...(12)..., hodc khéi kién vu an hanh chinh
tai Toa 4n theo quy dinh ctia phap luat vé t6 tung hanh chinh.

Piéu 4. Cac ong (ba) ...(13)... chiu trach nhiém thi hanh Quyét dinh nay./.

L Nguoi ra quyét dinh gidi quyét khiéu nai
Noi nhan: (ky, ghi 1 ho tén va dong dau)
- Nhu Diéu 4;

- (14
- (15).
- (16)...
- Luu: VT, hd so.

(1) Tén co quan, to chtre, don vi cap trén tryc tiép (néu ©0).

(2) Tén co quan, to chirc, don vi ra quyét dinh giai quyét khiéu nai.

(3) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chirc khiéu nai).

(4) Chtrc danh nguoi ra quyet dinh giai quyét khiéu nai.

(5) Van ban quy dinh v€ chic nang, nhiém vy, quyén han cua co quan, to chirc, don vi ban hanh
quyét dinh giai quyét khiéu nai.

94







(6) Ghi 10 tung ndi dung khiéu nai.

(7) Ghi 5 ting ndi dung da duoc xac minh dé 1am rd ndi dung khiéu nai.

(8) Ghi 5 két qua dbi thoai.

(9) Néu rd can ctr _phap luat (vién dan cac diéu khoan cta vin ban phap luat) dé dua ra két luan vé
timg ndi dung khiéu nai; két luan rd timg ndi dung khiéu nai la dung, ding mot phan hay sai toan bd
(néu dung mot phan thi ghi cu thé nhirng ndi dung ding trong quyét dinh giai quyét khiéu nai).

(10) Giir nguyén, sira d6i, bd sung hodc huy bé mot phan hay toan bo quyét dinh hanh chinh; tiép
tuc thuc hién hodc chdm dit hanh vi hanh chinh da bi khiéu nai.

(11) Giai quyét cac van d¢é lién quan dén ndi dung khiéu nai.

(12) Ngudi ¢ tham quyén giai quyét khiéu nai 1an hai.

(13) Nhimng nguoi chiu trach nhiém thi hanh giai quyét khiéu nai va ngudi khiéu nai (co quan, t6
chte khiéu nai).

(14) Thu trudng co quan, to chtic, don vi cap trén truc tiép cta nguoi ra quyét dinh giai quyét khiéu
nai.

(15) Nguoi co quyén va nghia vu lién quan; co quan, to chtrc, don vi, ca nhan di chuyén khiéu nai
dén (néu co).

(16) Co quan thanh tra nha nudc cung cap.
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MAu s6: 16 (Ban hanh kém theo Thong tw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phii)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
‘ QUYET PINH
Ve viéc gidi quyet khieu nai ...(3)...
(lan hat)
...................... () T

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Can cir Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 ctia Chinh phu quy dinh chi tiét
mot sb diéu cua Luat khiéu nai;

Can cir Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nam 2013 cta Thanh tra Chinh phii quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CAN CU.eieeee ettt e (5)eeeeemeeieeeceee ;
Can ct phap luat khac c6 lién quan (néu co);
Xét don khiu nai ngay .../.../... COAueeeeeeeeeeeeeeeeeeeeen. (3) e, ;
D3PI e] oV RSP
I. N¢i dung khiéu nai
.................................................................... () TSR
I1. Két qua giai quyét khieu nai cia nguoi da giai quyet khieu nai lan dau
.................................................................... (7)o
III. Két qua xac minh ngi dung khiéu nai:
.................................................................... (8) et
IV. Két qua doi thoai
......... TR (9) i
V. Két ludn
.................................................................. (L0)eiiiieeee e
Twr nhitng nhén dinh va céan ctr trén

QUYET PINH
Pi€u 1. ..o (12 e
Picu 2. ... {12).ciisiiiiiiiiis,

Piéu 3. Trong thoi han ... ngay, ké tr ngay nhan dugc Quyét dinh nay, néu khong dong ¥ voi quyét
dinh giai quyét khiéu nai thi ¢ quyén khoi kién vu 4n hanh chinh tai Toa an theo quy dinh cua phép
luat vé t6 tung hanh chinh.

Piéu 4. Cac ong (ba) ...(13)... chiu trach nhiém thi hanh Quyét dinh nay./.

L Nguoi ra quyét dinh gidi quyét khiéu nai
Noi nhan: (ky, ghi 1 ho tén va dong dau)
- Nhu Diéu 4;

- (14

- (15).

- Luu: VT, hd so.

(1) Tén co quan, to chuc, don vi cip trén tryc tiép (néu c0).

(2) Tén co quan, to chirc, don vi ra quyét dinh giai quyét khiéu nai.
(3) Ho tén nguoi khiéu nai (hoac tén co quan, t6 chuc khiéu nai).
(4) Chirc danh ngudi ra quyét dinh giai quyét khiéu nai.
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(5) Van ban quy dinh vé chuc ning, nhiém vu, quyén han cta co quan, to chirc, don vi ban hanh
quyét dinh giai quyét khiéu nai.

(6) Ghi rd timg ndi dung khiéu nai.

(7) Ghi 15 két luan cta ngudi giai quyét khiéu nai lan dau.

(8) Ghi rd tirng nodi dung dd duoc xac minh dé 1am rd ndi dung khiéu nai.

(9) Ghi 5 két qua ddi thoai.

(10) Néu rd cin cir phap luat (vién dan cac diéu khoan cta vin ban phap luat) dé dua ra két luan vé
tung noi dung khiéu nai; két luan rd tung ndi dung khiéu nai 1a dang, dung mot phz:in hay sai toan b0
(néu diing mot phén thi ghi cu thé nhitng ndi dung ding trong quyét dinh giai quyét khiéu nai).

(11) Nbi dung diém nay ap dung tuy theo cac truong hop sau day:

a) Néu khiéu nai 12 dung hodc diing mot phan thi ghi:

+ Yéu céu ngudi ra quyét dinh hanh chinh bj khiéu nai stra d6i, hay bo mét phén hoic toan bd Quyét
dinh s6 ... ngdy.../.../... bi khiéu nai (hodc ghi cu thé nhitng ndi dung yéu cau sira d6i, hay bo);

+ Yéu cau ngu0’1 thuc hién hanh vi hanh chinh chdm dut hanh vi hanh chinh - trudng hop khiéu nai
d6i v6i hanh vi hanh chinh.

b) Néu khiéu nai 1 sai toan bo thi ghi rd:

+ Cong nhén va gilr nguyén ndi dung quyet dinh giai quyét khiéu nai 1an dau la dung;

+ Yéu cau ngudi khiéu nai, co quan, t6 chtrc, c4 nhan c6 lién quan thuc hién quyét dinh hanh chinh
va hanh vi hanh chinh d3 bi khiéu nai.

(12) Quyét dinh giai quyét cac van dé lién quan dén ndi dung khiéu nai:

- Khéi phuc quyén, loi ich hop phép ciia nguoi khiéu nai (co quan, to chirc khiéu nai) va co quan, t6
churc, don vi, ca nhan ¢ lién quan (néu c0);

- B6i thuong thiét hai cho co quan, to chirc, don vi, ca nhan bi thiét hai (néu c0).

(13) Ghi r6 nhiing nguoi chiu trach nhiém thi hanh quyét dinh giai quyet khiéu nai: nguoi khiéu nai,
co quan, to chirc khleu nai, nguoi bi khiéu nai, ngudi giai quyét khiéu nai lan dau,..

(14) Nguoi co quyén va nghia vu lién quan; co quan, to chirc, don vi, c4 nhan da chuyen khiéu nai
dén (néu co).

(15) Co quan thanh tra nha nudc ciing cap.
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IL. LINH VUC GIAI QUYET TO CAO
1. Thi tuc gidi quyét t6 cao
1.1. Trinh ty thuc hién

Budce 1: Tiép nhan, xir Iy thong tin t6 cao: Khi nhin duoc t6 cdo thi ngudi giai
quyét to cao c6 trach nhiém phan loai va xu ly nhu sau:

- Néu t cao thudc tham quyén giai quyét cua Chu tich UBND cap huyén thi
trong thot han 10 ngay, ké tir ngay nhén dugc don t c4o, phai kiém tra, x4c minh ho,
tén, dia chi ctia nguoi to cdo va quyét dinh viéc thu ly hodc khong thu ly giai quyét td
cao, dong thoi thong bao cho ngudi td cao biét 1y do viéc khong thy 1y, néu co yéu
cau; truong hop phai kiém tra, x4c minh tai nhiéu dia diém thi thoi han kiém tra, xac
minh c6 thé dai hon nhung khong qua 15 ngay.

- Néu t6 cao khong thudce tham quyén giai quyet cia UBND huyén thi trong thoi
han 05 ngay lam viéc, ké tr ngay nhan duoc don t6 cao, nguoi tlep nhan phai chuyén
don t6 cao cho co quan, to chtic, ca nhan c6 tham quyen giai quyet va thong bao cho
ngu’m t6 cao néu cé yeu cau. Truong hop ng11’01 t6 cao dén td cao trch tlep thi nguoi
tlep nhan to cao huong dan nguoi to cdo dén t6 cdo voi co quan, to chirc, cd nhan co
tham quyén giai quyét.

Budc 2: Thy ly, Xac minh ndi dung t6 cdo: Co quan tham quyén ban hanh quyét
dinh thu 1y giai quyet t6 cao (sau day goi tat 1a quyet dinh thu ly). Viéc thay d6i, bo
sung noi dung quyét dinh thu 1y phai thue hién bang quyét dinh cta nguoi giai quyet
t6 cao. Trong truong hop nguoi giai quyet t6 cao tién hanh xac minh thi trong quyét
dinh thu 1y phai thanh 1ap Poan x4c minh té cao hoidc T x4c minh td cdo (sau ddy goi
chung 1a T6 xac minh) ¢ tir hai nguoi tré 1én, trong d6 giao cho mot nguoi lam
Truong doan xac minh hodc T6 trudng T6 xac minh (sau ddy goi chung 1a TH truong
T xac minh). Trong qua trinh xac minh, T6 xac minh phai lam viéc v6i nguoi bi t6
c40, nguoi t6 cdo; thu thap céac tai liéu lién quan dén ndi dung td céo; bao cao két qua
xac minh...

Budc 3: Két luan nodi dung té cédo: Cin clr bao cao két qua xac minh ndi dung t6
cao, cac thong tin, tai liéu, chung cir ¢6 lién quan, (101 chiéu véi cac quy dinh ctia phap
luat, Thanh tra huyén ban hanh két luan ndi dung t6 céo.

Budc 4: Xu ly t6 céo ctia ngudi giai quyét td cdo: Ngay sau khi co két ludn vé
noi dung t6 cdo, Chu tich UBND huyén phai can ctr két qua xac minh, két luan noi
dung t6 cdo dé xur 1y theo quy dinh tai Diéu 24 Thong tu 06/2013/TT-TTCP ngay
30/9/2013 cua Thanh tra Chinh phu.

Budc 5: Cong khai két luan noi _dung t6 céo, quyét dinh xur ly hanh vi vi pham bi
t6 cdo va thong bao két qua giai quyét t6 cdo cho ngudi td céo.

Theo quy dinh tai Piéu 25 Thong tu 06/2013/TT-TTCP ngay 30/9/2013 cia
Thanh tra Chinh phu:

- Nguoi giai quyét td céo co trach nhiém cong khai két luan ndi dung t6 cao,
quyét dinh xt Iy hanh vi vi pham bi t6 cdo theo quy dinh tai Diéu 11 Nghi dinh s6
76/2012/ND-CP ngay 03/10/2012 ctia Chinh phu.
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- Trong truorng hop nguoi t c4o co yéu cau thi nguoi giai quyet t c4o thong bao
két qua giai quyét tb cao cho nguoi to cao, trir nhimg théng tin thuoc bi mat Nha
nude. Viée thong bao két qua giai quyét to cao dugc thuc hién bang mot trong hai
hinh thtrc sau:

+ Giri két luan ndi dung t6 céo, quyét dinh, van ban xir 1y t6 cdo.

+ Gui van ban thong béo ket qua giai quyét tb ccao trong do phai néu dugc két
qua xac minh, két luan ndi dung t6 cdo, ndi dung quyét dinh, vin ban xir 1y t6 céo.

1.2. Cach thirc thuc hién

- T6 cao tryc tiép.

- Gtri don t6 cao qua duong buu dién.

1.3. Thanh phén, s6 lwong hd so

a) Thanh phan ho so giai quyét t6 cdo gom:

+ Nhém 1 gom céc vin ban, tai liéu sau: Pon t cao hodc Bién ban ghi no1 dung
t6 cao truc tiép; Quyét dinh thu ly, Quyét dinh thanh 1ap T6 xac minh; Ké hoach xac
minh t6 cao; Bao cao két qua tham tra, xac minh noi dung t6 cao; Két luan nodi dung
td c4o; cac van ban thong bao, xur 1y, kién nghi xu ly tb céo.

+ Nhom 2 gom céc van ban, tai liéu sau: Céc bién ban lam viéc; van ban, tai lidu,
chtng ctr thu thap duoc; vin ban giai trinh cia ngudi bi td céo; cac tai liéu khac co
lién quan dén nodi dung t6 céo.

b) S6 luong hd so: 01 bo.
1.4. Thoi han giai quyét

Theo quy dinh tai Diu 21 Luat to cdo: Thoi han giai quyét to céo 1a 60 ngay, ké
tur ngay thu ly giai quyét td céo; d01 vOi vy viée phie tap thi thoi han giai quyet 1a 90
ngay, ké tur ngay thy ly giai quyét td céo. Truong hop can thiét, nguoi co tham quyen
giai quyét td cdo co thé gia han giai quyét mot 1an nhung khéng qua 30 ngay; dbi véi
vu vi¢c phtre tap thi khong qua 60 ngay.

1.5. Pdi twong thwe hién TTHC: C4 nhan.
1.6. Co quan thuc hién TTHC
- Co quan c6 thadm quyén quyét dinh: Chu tich UBND cap huyén.

- Co quan truc tiép thuc hién: Thanh tra huyén; phong, ban chuyén mén thudc
UBND huyén.

1.7. Két qua thwe hién TTHC
Két luan noi dung té cao va quyét dinh xir Iy ngudi cé hanh vi vi pham bj té céo.
1.8. Tén miu don, mau to khai

Cac mau vin ban ban hanh trong qué trinh giai quyét té cao duoc quy dinh tai
Thong tu 06/2013/TT-TTCP ngay 30/9/2013 cua Thanh tra Chinh phu.

1.9. Yéu céu, diéu kién thuc hién TTHC
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Theo quy dinh tai khoan 2, Diéu 20 Luat t6 cdo: Nguoi c6 tham quyén khong thu
1y giai quyét to cdo trong cac truong hop sau day:

- T6 cdo vé vu viée da dugc nguoi d6 giai quyét ma ngudi td cao khong cung cip
thong tin, tinh tiét moi;

- T6 cdo vé vu viéc ma nodi dung va nhimg thoéng tin nguoi té cdo cung cip
khbng c6 co so dé xac dinh ngudi vi pham, hanh vi vi pham phap luét;

- T6 cdo vé vu viéc ma ngudi cd thim quyén giai quyét td cao khong du didu
ki€n dé ki€ém tra, xac minh hanh vi vi pham phép luat, nguoi vi pham.

1.10. Can ctr phap ly cia TTHC

- Luat t6 cdo 2011;

- Nghi dinh s6 76/2012/ND-CP ngay 3/10/2012 huéng dan thi hanh mot s6 diéu
cua Luat to cao;

- Thong tu 06/2013/TT-TTCP ngay 30/9/2013 cua Thanh tra Chinh phu quy dinh
quy trinh giai quyét t6 cdo;
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MAu s6: 01 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... € T CONG HOA XA HQI CHU NGHIA VIET NAM
......... () T Poc lap - Tu do - Hanh phuc

BIEN BAN GHI NOI DUNG TO CAO TRUC TIEP
HOm nay, vao hoi... gid... ngay ... thang ... NAM Al .........uveeieiiieeiiiieeeeiie e,
|. Thanh phén 1am viéc gom:

1. Ngudi tiép nhan t6 céo:

SONG(DA) .ovvii e chicvu ...
SONG(DA) v chlrtc vu ..o

2. Nguoi 6 cao (hodc ngudi dai dién cho nhimg nguoi td cao)

ONG (D) .ot
Dia chi .o S6 dién thoai lién hé: ..................
S6 CMND/ho chiéu, ngay cap, noi Cap: .........coovevveeeeenn... (B) e

I1. Noi dung t6 cdo:

.......................................... (B) e
I11. Thong tin, tai liéu, bang chitng do ngwoi to cao cung cap
.......................................... (B) tri e
IV. Yéu cau cua nguwoi to cao

.......................................... (B) +eeneeee e

Budi lam viéc két thuc vao ..... gio .... cung ngay (hodc ngay .../.../.....)
Nguoi td cao da doc lai (hodc dugc nghe doc) bién ban va xac nhan.

Bién ban duoc 14p thanh 02 ban, mdi bén giir 01 ban./.

Ngudi tb cdo Ngudi tiép nhan t6 cio
(Ky, ghi 0 ho tén hoac diém chi) (Ky, ghi r0 ho tén, dong dau néu co)

(1) Tén co quan, t chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi tiép nhan té céo.

(3) Néu khong c6 CMND/ho chiéu thi ghi cac thong tin theo gidy to tiy than.
(4) Ghi 13 nhitng ndi dung t6 cao va nhirng thong tin khac lién quan (néu co).

(5) Péanh s6 thtr ty va ghi 1 tén thong tin, tai liéu, bang ching, sb trang cua timg tai liéu, tinh trang
cua thong tin, tai liéu, bang ching.

(6) Yéu cau cua ngudi té cdo trong truong hop nguoi t6 cdo yéu cau dugc gitr bi mat thong tin,
thong bao viéc khong thy 1y giai quyét td céo, thong bao két qua giai quyét td cao..
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MAu s6: 02 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM

......... 2)eeeennnn. Doc 1ap - Tw do - Hanh phuc

Sb: ... /TB-....... ,ngay ... thang ..

THONG BAO
Vé viée khong thu Iy giai quyét té cdo

Ngay ... thang ... nam ........... (3) ..... da nhan duoc t6 céo cta ...(4)........ véi ndi dung:
.................................................. (B) e
(TECAO O oo (O S chuyén dén).

Sau khi nghién ctru, xem xét thdy rang ndi dung td cdo néu trén khong du diéu kién dé thu 1y giai
quyét.

Ly do: oo (7) e

Vay thong bao dé 6ng (ba) biét./.

Noi nhén: Nguoi dirng diu
-Nguoi to céo; co quan, to chirc, don vi
-(6).. (ky, ghi 1o ho tén, dong dau)

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh thong béo.

(3) Nguoi c6 tham quyén giai quyét td cao hodc co quan, td chirc, don vi ban hanh Thong béo
(4) Ho tén, dia chi cua nguoi td céo.

(5) Nbi dung t6 cao khong dugc thu 1y.

(6) Tén co quan, t6 chuc, don vi hodc tén, chirc vy, chirc danh nguoi c6 thAm quyén da chuyén
t6 cao d6 dén nguoi giai quyét td cdo (néu cb).

(7) Can cu phap ly da ap dung dé khong thu ly giai quyét t6 cdo (diéu, khoan, tén vin ban va
ndi dung quy dinh v¢ truong hop khong thu ly gidiquyét to cao).
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MdAu s6: 03 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM

......... 2)eeeennnn. Doc 1ap - Tw do - Hanh phuc

Sb: ... /TB-..... .. L ,ngay ... thang ..

THONG BAO
Veé viée khong thu Iy giai quyét t cdo tiép

Ngay ... thang ... ndm ...... .. (3).... da nhan duoc t cdo tiép v6i ndi dung:
...................................... (4) oo
(T6CA0dO .. (B) i chuyén dén).

Cac ndi dung t6 cdo néu trén di dugc.... (6)... giai quyét tai... (7)... nhung nguoi td cdo tiép tuc tb
caovéilydo: .............. 3 TS

Sau khi nghién ctru, xem xét thiy rang cac ndi dung té céo trén da duoc giai quyet dung phap luét.
Do do, can ctr quy dinh tai Khoan 2 Diéu 27 cta Lut t6 céo, khong c6 co so dé thu ly giai quyét lai
t6 céo trén.

Vay .. .(2)... thong bao dé nguoi t6 céo, co quan, t6 chtrc, don vi, c4 nhan co lién quan biét. Néu
khong c6 tinh tiét moi, dé nghi chdm dut viée t6 cao, viéc xem xét, giai quyét cac ndi dung t6 cdo
néu trén./.

Noi nhén: Nguoi ding dau
-Nguoi t6 cdo co’ quan, to chirc, don vi
-..(5)...; (ky, ghi 5 ho tén, dong dau)
-...(6)..;

-...9)..;

- Luu: VT, hd so.

(1) Tén co quan, t chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh thong bao.

(3) Ngudi co tham quyén giai quyét to cdo hodc co quan, to chirc, don vi ban hanh Thong bao.
(4) Céac ndi dung t6 céo tiép va nguoi bi td cao trong cac ndi dung do.

(5) Tén co quan, t6 chtrc, don vi hoic ho tén, chirc vy, chirc danh cua ca nhan co tham quyén da
chuyén t6 céo tiép dén nguoi c6 thim quyéngiai quyét lai td cao (néu co).

(6) Nguoi da giai quyét to cao theo tham quyén.
(7) Néu tén, sb hidu clia cac vin ban gidi quyét td cao va ngay, thang, nim ban hanh.

(8) Néu 1y do nguoi t6 cdo t cao tlep Trong trudng hop nguoi t6 cao khong néu dugce ly do t cao
tiép thi ghi & 1 "...nhung ngudi td céo tiép tuc t6 cao ma khong néu 13 1y do t6 céo tiép".

(9) Ngudi bi té céo.
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MAu s6: 04 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
.......... ,ngay ... thang ... nam.....

Kinh gtri: .....ooooeiieinan. (B)eeiiiiiiii
ONG (DA): oo (D). e
Daa Gl oo
C6nodi dung to cdo glridén ..................... (5) e
Noi dung t6 cdo:
Cin cir ndi dung tb céo, quy dinh vé thim quyén giai quyét t6 cdo tai ....... (6).......;
Sau khi kiém tra cac diéu kién thu ly, dé nghi .....cooevveeiiii, (3) e
quyét dinh viéc thu ly giai quyet to cao néu trén./.
No inhan: Nguoi dé xufi§ )
-Nhu trén; (ky, ghi rd ho tén, dong dau - néu co)

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi 1ap phiéu dé xuat.
(3) Chirc danh ctia ngudi giai quyét t6 cao.

(4) Ho tén nguoi td cao (hodc ngudi dai dién cta nhitg ngudi to c4o).

(5) Nguoi c6 tham quyén giai quyét hodc co quan, to chirc, don vi tiép nhén t6 céo.

(6) Diéu, khoan, vin ban quy dinh vé tham quyén giai quyét td céo.
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MAu s6: 05 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
So Qb- ....... TR , ngay ... thang ... nam
QUYET DINH
Ve viéc thu ly gidi quyet to cao va thanh lap Poan/T6 xiac minh to cao
............... (€) R

Can ctr Luat t6 cao s6 03/2011/QH13 ngay 11/11/2011;

Cin ctr Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 cta Chinh pht quy dinh chi tiét thi hanh mot
s6 diéu cua Luat t6 cdo;

Can ctr Thong tu s6  /2013/TT-TTCP ngay / /2013 cua Thanh tra Chinh phu quy dinh quy
trinh giai quyét té cao;

Canclr....oovvvviiiiiiiiiien (B) e ;

Xétdénghicha ..................... (5) e, ,
QUYET PINH:

Piéu 1. Thy ly giai quyét t6 cdo dbi voi ............... (O I

Noi dung t6 cao dugc thu 1y QOM: ..o, () P

Thoi han giai quyét to cdo 1a .... ngay lam viéc.

Picu 2. Thanh 1ap Poan/T6 x4c minh t6 céo, gom:

1. Ong (bd)............... chitcvu.................. - Truéng doan/T6 trudng;

2.0ng (ba)............... Chlrc VU...oooeev, - Thanh vién;

Poan/T6 xac minh ¢6 nhiém vu kiém tra, xac minh ndi dung td cao dugce thu ly néu tai biéu 1 Quyét
dinh nay. Thoi gian tién hanh xac minh la...... ngay lam viéc, ké tir ngay giao hodc cong bd Quyét
dinh nay v&i nguoi bi td cio.

Poan/Té xé4c minh thuc hién cac quyén, nghia vu quy dinh tai Khoan 5 Diéu 22 Luét td céo va cac
quy dinh khac cta phap luat c6 lién quan.

Piéu 3. Cac ong (ba)...(8)...,...(9)..., co quan, td chirc, don vi, ¢4 nhan c6 lién quan, cac Ong (ba)
c6 tén tai Piéu 2 chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi giai quyét to cao
Noi nhén: (ky, ghi rd ho tén va dong dau)
- Nhu Diéu 3;
- Luu: VT, hd so.

(1) Tén co quan, to chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chtrc, don vi ban hanh quyét dinh.

(3) Chirc danh ciia ngudi ban hanh quyét dinh.

(4) Van ban quy dinh chuc nang, nhi¢m vy, quyén han cta co quan, t chirc, don vi ra quyét dinh.
(5) Nguoi ding dau co quan, t6 chic, don vi dé xuit thy 1y t6 céo.

(6) Tén co quan, td chire, don vi bi td cdo, ho tén, chirc vu, chitc danh, dia chi ¢4 nhan bi t céo.

(7) Céc ndi dung t6 cao dugce thu 1y.

(8) Nguoi dimg dau co quan, to chire, don vi ¢ trach nhiém trong viéc to chirc thyc hién quyét dinh
xac minh.,

(9) Tén co quan, td chire, don vi, ho tén, chirc vu, chirc danh ca nhan bi td céo.
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MAu s6: 06 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
Sb: /Qb-....... TR , ngay ... thang ... nam
QUYET DINH
Ve viéc thu ly gidi quyét to cao va giao nhiém vu xac minh ni dung to cao

Can ct Luat t6 cao s6 03/2011/QH13 ngay 11/11/2011;

Cin ctr Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 cta Chinh pht quy dinh chi tiét thi hanh mot
s6 diéu cua Luat t6 cdo;

Cian ci Thong tu s /2013/TT-TTCP ngdy / /2013 ciia Thanh tra Chinh phii quy dinh quy trinh
giai quyét t6 cao;

Canclr....oovvvviiiiiiiiiien (B) e ;

Xétdénghicha ..................... (5) e, ,
QUYET PINH

Piéu 1. Thuy ly giai quyét t6 cao d6ivéi ... (O

Noi dung t6 cao dugc thu ly QOM:...oeu i, () P

Thoi han giai quyét t6 cao la .... ngay lam viéc.
Picu 2. Giao....(8)... t6 chic viéc kiém tra, xac minh, két luan va kién nghi bién phap xu 1y cac ndi
dung td céo duge thu 1y néu tai biéu 1 Quyet dinh nay, bao céo két qua xac minh véi

Piéu 3. Cac ong (ba)...(11)....,....(6)..., co quan, t chtrc, don vi, c4 nhan c6 lién quan chiu trach
nhi¢m thi hanh Quyét dinh nay./.

Nguoi giai quyét to cao
Noi nhin: (ky, ghi rd ho tén va dong dau)
- Nhu Diéu 3;
- Luu: VT, hd so.

(1) Tén co quan, to chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chtrc, don vi ban hanh quyét dinh.

(3) Chirc danh ctia ngudi ra quyét dinh.

(4) Van ban quy dinh chirc nang, nhiém vy, quyen han cta co quan, t6 chuc, don vira quyét dinh.
(5) Nguoi dang dau co quan, to chure, don vi da dé xuét thu 1y giai quyét t cdo.

(6) Tén co quan, td chire, don vi bi tb cdo, ho tén, chirc vu, chitc danh, dia chi cta ¢4 nhan bi t céo.
(7) Céc ndi dung td cao duge thu ly.

(8) Co quan, td chire, don vi duoc giao xac minh td céo.

(9) Nguoi giai quyét t cao.

(10) Céc ndi dung chi dao, yéu cau khac ctia nguoi giai quyét to cdo ddi véi co quan, to chirc, don vi
duogc giao xac minh t6 céo (nhu viée thanh 1ap Poan/T6 xac minh hodc Poan thanh tra dé 1am rd nodi
dung td cdo; thoi gian tién hanh xac minh, nhiém vy, quyén han, trach nhi€m cua nguoi dugc giao
xac minh...).

(11) Nguoi ding dau co quan, td chire, don vi ¢6 trach nhiém trong viéc td chire thue hién quyét
dinh.
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MAu s6: 07 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
So /Qb-....... TR , ngay ... thang ... nam
QUYET DINH

Vé viéc thanh 1ap Poan/T6 xac minh ndi dung td cdo
............ (€) FETTTI
Can ct Luat t6 cao s6 03/2011/QH13 ngay 11/11/2011;
Cin ctr Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 cta Chinh pht quy dinh chi tiét thi hanh mot
s6 diéu cua Luat t6 cdo;
Cian ci Thong tu s /2013/TT-TTCP ngdy / /2013 ciia Thanh tra Chinh phii quy dinh quy trinh
giai quyét t6 cao;

Cancll .ooovvii i (A)e e ;
Cin ctr Quyét dinh s ..... ngay ... thang...nam....caa .....(5)....... vé viéc thu 1y giai quyét to cao
va giao nhiém vy x4c minh t6 céo;
Xét dénghiclia .........ooeeevvieeeiiiii, (6) e ,
QUYET PINH:
Piéu 1. Thanh lap Poan/Td x4c minh nodi dung td cdo, g@)m:
1.Ong (bd).............. chtcvu.........ooeeennl. - Truong doan/To trudng;
2.0ng (ba)............... chlrc VU. ..o - Thanh vién;
Piéu 2. Poan/T6 xac minh ¢6 nhiém vu kiém tra, xac minh noi dung t cdo
........................................... () e
Thoi gian tién hanh x4c minh 1a...... ngay lam viéc, ké tir ngay giao hodc cong bd Quyét dinh nay

v6i ngudi bi td cdo.

Poan/T6 x4c minh thuc hién cac quyén, nghia vy, trdch nhiém quy dinh tai cac Piéma, b, c, d
Khoan 1, Piém a, b, ¢, d, d Khoan 2 Piéu 11, Khoan 3, 4 Piéu 22 Lut t6 cdo va cac quy dinh khac
cta phép luat co lién quan.

Piéu 3. Cac ong (ba) ...(8).......(9)...., co quan, to chirc, don vi, ca nhan co lién quan va cac ong (ba)
c6 tén tai Pidu 1 chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi ding dau co quan, to chire, don vi dwoc giao xac
Noi nhan: minh ndi dung t6 cao
- Nhu biéu 3; (ky, ghi rd ho tén va dong dau)
- Luu: VT, hd so.

(1) Tén co quan, t6 chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chiic, don vi ban hanh quyét dinh.

(3) Chirc danh ciia ngudi ra quyét dinh.

(4) Van ban quy dinh chirc ning, nhiém vu, quyén han cta co quan, to chirc, don vi ra quyét dinh.
(5) Nguoi giai quyét t6 céo.

(6) Tén co quan, td chire, don vi hodc ho tén, chirc vu, dia chi cua nguoi bi td céo.

(7) Céc noi dung t cdo duoc giao xac minh.

(8) Nguoi ding dau co quan, t6 chic, don vi c6 trach nhiém t6 chirc thue hién quyét dinh xac minh.
(9) Tén co quan, td chire, don vi bi td cdo, ho tén, chirc vy, chitc danh c4 nhan bj tb cdo.
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MAu s6: 08 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... €D I CONG HOA XA HQI CHU NGHIA VIET NAM
......... () T Poc lap - Tu do - Hanh phuc
Sé:  MB-....... . ,ngay ... thang ... nam
THONG BAO
) Vé viée thu ly giai quyét td €40
...(3)...da nhan dugc t6 céo cua .....(4)....... d6i voi ....(5).... vé viéc
...................................................... () T
(TOCcAo do v, (7) e chuyén dén) ’
Theo quy dinh cua phap luat, .............. (8)reeiiananns da ban hanh Quyét dinh s6 .../QD-
. ngay.../.../... thu 1y giai quyét t6 cao. .

N01 dung t6 céo dugc thu 1y giai quyét gom .................. (9) e

Thoi han giai quyet t6 céo 1a .... ngy lam viéc. . )
Vay thong bao dé .. .(4)... biét va thuc hién quyén, nghia vu clia ngudi td cao theo dung quy dinh cta
phap luat./.

Noi nhén: Nguoi ding dau
-Nguoi to cao; co’ quan, to chirc, don vi
~ (7). (ky, ghi rd ho, tén va dong dau)

- Luu: VT, hd so.

(1) Tén co quan, t chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh Théng bao.

(3) Nguoi c6 tham quyén giai quyét to cao hodc co quan, t chirc, don vi ban hanh Thong béo.
(4) Ho tén, dia chi ngudi td céo.

(5) Tén co quan, td chire, don vi bi td cdo, ho tén, chirc vu, chitc danh, dia chi ca nhan bi td céo.
(6) Tom tat ni dung t6 céo.

(7) Co quan, tb chic, don vi, ca nhan da chuyén don té cdo (néu co).

(8) Nguoi co tham quyén giai quyét td cao.

(9) Noi dung t6 cao duoc thu ly.
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MAu s6: 09 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

....... JUOR () FOUUURT CONG HOA XA HOQI CHU NGHIA VIET NAM
DPOAN/TO XAC MINH TO Péc lap - Ty do - Hanh phic
cAO
BIEN BAN LAM VIEC
Va0 hoi....gid...ngdy....thAng. .. .NAM. ..., 1AL ...oeivie e ;

D‘oém/T(x) xac minh t6 cdo dugc thanh 1ap theo Quyét dinh sé  /QP... ngady.../../ ... cla..........
gom:

1.0NG (DA) ..o chrc vu ..o
2.0NG (DA) .oovvii e, Chlrc VU .o
Tién hanh 1am viec VOi: ...ooovveeiieiiiee . (2) e
NOidung lam vi€c: ......oovviiiiiiiiii e, (3) e

Budi lam viéc két thuc hdi... gio... phit cing ngay (hodc ngay....../.../.....)
Bién ban nay da dugc doc cho nhiing nguodi cung lam viéc nghe va xac nhan dudi day.

Bién ban dugc 1ap thanh.... ban va giao cho...(5)..../.

Nhirng nguoi cung lam viéce Thanh vién Poan/Té xac minh
........... (€ P (Tung thanh vién lam viéc ky, ghi 10 ho
tén)

(1) Tén co quan, t6 chirc, don vi thanh 1ap Poan/Té xac minh.

(2) Ho, tén, chuc danh, dia chi, s6 dién thoai lién hé (néu c6) ctia nhitng nguoi ciing 1am viée. Ngudi
cung lam vi¢c c6 thé 1a:

- Nguoi t cao

- Nguoi bi té cao

- Nguoi lam chiing

- Pai dién co quan, t6 chirc, don vi hodc ca nhan c6 lién quan.

(3) Noi dung 1am viéc; ¥ kién ctia nhirng ngudi cung lam viée, cta thanh vién Poan/Té xac minh.

(4) Nhitng nguoi cung lam viéc ky, ghi r6 ho, tén hodc diém chi. Trong trudng hop c6 nguoi khong
ky thi trong bién ban phai ghi 1 va d¢ nghi nguoi lam ching ky vao bién ban.

(5) Tén co quan, to chire, ca nhan lién quan dugc Poan/To xac minh giao bién ban.
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MAu s6: 10 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... (D CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
Sé: [oveeee ,ngay ... thang ... nam.....
V/v cung cap thong tin, tai liéu,
bang chiing
Kinh gtvi: .................. () I
Ngay ... thang ... ndm...............(4)... da ban hanh Quyét dinh s6...... /QP-... thanh 1ap Poan/T6
xac minh ndi dung t6 cdo. Poan/T6 x4c minh dang tién hanh x4c minh ndi dung sau:
............................................. (5) et
Theo quy dinh cua phap luat va dé phuc vu viéc giai quyet t6 cao, .. .(2)..
dénghi.............. (B) e cung cap cho Poan/T6 xac minh td cdo nhing thong tin,

Pé nghi .....(3)... chuan bi day du nhiing thong tin, tai liéu, bang chimg néu trén va giri cho
Poan/T6 xac minh td cdo trudc ngdy.....thang. ..

Rat mong nhan duogc sy quan tm, hop tac cua ... (3)..../.

Noi nhin: Nguoi dirng dau co quan, to chirc, don vi
- Nhu trén; . dé nghi cung cap thong tin, tai li¢u, bang
- Luu: VT, ho so. chirng

(Ky, ghi r6 ho, tén va dong déu)

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).
(2) Tén co quan, t chirc, don vi giri vin ban dé nghi cung cap thong tin, tai liéu, bang ching.
(3) Tén co quan, t6 chirc, don vi, ca nhan dugc dé nghi cung cap thdng tin, tai liéu bang chimg.

(4) Nguoi giai quyet t6 cao hoic nguoi ding dau co quan, to chire, don vi duoc giao nhiém vu xac
minh ndi dung t6 cao di ban hanh quyét dinh thanh 1ap Poan/T6 xac minh nodi dung té cio.

(5) Noi dung t6 cao dugc giao xac minh (lién quan dén cac thong tin, tai lidu, bang ching dang dé
nghi cung cap).

(6) Cac yéu cau dbi voi thong tin, tai liéu, bang ching dé nghi cung cap.

(7) bia chi nhan thong tin, tai li€u, béng ching hodc nguoi dugce giao truc tiép nhén thong tin, tai
li¢u, bang ching.
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MAu s6: 11 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
GIAY BIEN NHAN

V& viéc tiép nhan thong tin, tai liéu, bang chirng lién quan dén ndi dung td cdo
Vao hoi gio ....ngdy.....thang ....ndm ..., tai .......... (3) e

Bén nhén thong tin, tai liéu, bang ching:

Giéy bién nhan nay dugc 1ap thanh 02 ban, mdi bén gitr 01 ban./.

Béngiao ’ Bén nhén )
(Ky, ghi 15 ho tén, dong dau - néu cb) (Ky, ghi r6 ho tén, dong dau - néu cd)

(1) Tén co quan, t chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi tiép nhan thong tin, tai liéu, bang chung.

(3) Pia diém giao, nhan thong tin, tai liéu, bang ching.

(4) Ho, tén, chirc danh, don vi cong tac ctia ngudi nhan thong tin, tai liéu, bang ching.

(5) Ho, tén, chirc vu, chirc danh, don vi cong tac hoac dia chi ctia ngudi giao thong tin, tai li€u, béng
chung.

(6) Loai thong tin, vat mang tin, tén, s6 trang, tinh trang tai liéu, bang ching.
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MAu s6: 12 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
Sé: . ,ngay ... thang ... nam.....

DPé ¢c6 co s cho viée két luan ndi dung td cao bao dam chinh xac, khach quan,.. .(2)... trung ciu
giam dinh céc thong tin, tai li¢u, bang ching sau day:

Vay dé nghi ...(3)... tién hanh giam dinh va giri két qua cho ...(2)... trudc ngdy.. .thang... nim....

...(2)... ctr 6ng (bd)...(5)... 1a thanh vién T xac minh td cdo truc tiép ban giao cac tai liéu, bang
ching va nhan két qua giam dinh.

Kinh phi giam dinh (néu phai chi tra) do .. .(2)... chi tra theo quy dinh.

R4t mong su quan tam, hop tac cua .. .(3)..../.

Noi nhén: Nguoi ditng diu o quan, to chirc, don vi
-Nhu trén; trung ciu giam dinh

- (5. (ky, ghi 106 ho tén va dong dau)
-...(6)...;

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi trung cau gidm dinh.

(3) Tén co quan, t6 chirc duoc trung cau giam dinh.

(4) Céc thong tin, tai liéu, bang chig dé nghi giam dinh va ndi dung can giam dinh.

(5) Ho tén, chirc vu, chirc danh cua ngudi duoc cir ban giao thong tin, tai liéu, bang chung, tiép
nhan két qua gidm dinh.

(6) Pon vi, bd phan quan 1y tai chinh cta co quan, t6 chirc, don vi dé nghi trung cau giam dinh.
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MAu s6: 13 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
so:...Qb-..... . . , ngay ... thang ... nam
QUYET PINH
Veé viéc gia han giai quyét t6 cdo
................ () T

Can cir Luat t céo s6 03/2011/QH13 ngay 11/11/2011;

Can ctr Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh pht quy dinh quy trinh
giai quyet to céo;

CancCll.. .o (B) e ;
Xét dé nghi clia........oooovveeeieeii . (5) e

QUYET PINH:
Picu 1. Gia han giai quyét tb cédo d6i v6i ....(6)... vé viéc ....(7)... dd duoc thu 1y tai Quyét
QINN. .o (8) et
Thoigiangiahanla .................. ngay lam viéc, ké trngay .......... (C) T
Pitu2. ............. (10)..ceeeeenne., chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi giai quyét to ca0
Noi nhén: (ky, ghi o ho tén va dong dau)
- Nhu Diéu 2;

- Luu: VT, ho so.

(1) Tén co quan, t chtrc, don vi cip trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh gia han giai quyét té cao.
(3) Chirc danh ctia nguoi ban hanh quyét dinh.

(4) Van ban quy dinh chtrc ning, nhiém vu, quyén han ctia co quan, to chirc, don vi ban hanh quyét
dinh.

(5) Nguoi dé nghi gia han.

(§) Tén co quan, td chure, don vi bi t céo hodc ho tén, chic vu, chitc danh, dja chi ctia c4 nhan bi
t0 Cao.

(7) Tém tat nodi dung vu viée t cdo.

(8) S6, ngay, thang, nim ban hanh va nguoi ban hanh quyét dinh thy 1y.

(9) Ngay hét han giai quyét t6 cao theo quyét dinh thu 1y.

(10) Tén co quan, t6 chirc, don vi, c4 nhan c6 trach nhiém thuc hién Quyét dinh nay.
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MAu s6: 14 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

....... JUOR () FOUUURT CONG HOA XA HQI CHU NGHIA VIET NAM
POAN/TO XAC MINH TO Poc 1ap - Tw do - Hanh phuc
cCAO

e ,ngay ... thang ... ndm
BAQ CAO CUA DPOAN/TO XAC MINH
Vé két qua xac minh ngi dung to cio

Kinh gui: .............. () R
Thuyc hién Quyét dinh s6.../QD... ngay .../.../........ cua.......... ()
T ngdy .../.../... dénngay .../.../....., Poan/Té xac minh di tién hanh xac minh ndi dung té cao
cua ong (BA): e Dia
Ch. e t6 cao d6i
VO e (B) e Ve...nn..
e (D)
Sau day la két qua xac minh ndi dung to cdo:
1. Két qua xacminh: ..............ooeiiiiiiiii (0) et
2. Nhan xét, danh gid: ............................ (7 ) e
3 Kién nghic ..ooiiv i (8) e
Trén day 1a bao céo két qua xac minh ndi dung t6 céo, dé nghi... (2)... xem xét, chi dao./.
Noi nhén: Truwéng doan/Té truéng to xac minh
- Nhur trén; (ky, ghi rd ho tén va dong dau - néu co)

- Luu: VT, H6 so.

(1) Tén co quan, t6 chirc, don vi ban hanh quyét dinh thanh 1ap Poan/T6 x4c minh.

(2) Nguoi dimg dau co quan, to chire, don vi ban hanh quyét dinh thanh lap Poan/T6 xac minh.

(3) Nguoi ban hanh, trich yéu quyét dinh thanh 1ap Poan/T6 xac minh.

(4) Tén co quan, t chirc, don vi hodc ho tén, chitc vu, chtrc danh, dia chi ciia ca nhan bi td cao.

(5) Tém tat ndi dung td cao.

(6) Bao cao két qua xac minh theo timg noi dung t6 c4o, trong d6 néu cy thé hanh vi vi pham phap
luat bi t6 cdo, ndi dung giai trinh clia nguoi bi to cdo; phan tich, danh gid thong tin, tai liéu, chiing
ctr dé chtng minh tinh dung, sai clia noi dung t6 cao.

(7) Nhan xét, danh gia theo timg ndi dung t6 cao, trong d6 néu rd ndi dung t6 céo 1a t cao dung,
dung mot phan hodc sai; vi€c ¢0 y to c4o sai (néu c6); nhan xét, danh gia vé hanh vi vi pham phap
luat cta ngudi bi td cdo, co quan, to chirc, ca nhan khac (néu c6); nguyén nhan, trich nhiém cia
ngudi bi t cdo, co quan, t6 chirc, ca nhan lién quan trong nhimg ndi dung t6 cdo dung hodc dang
mot phan; thiét hai vé vat chit, tinh than do hanh vi vi pham phép luat gy ra; ddi tuong bi thiét hai;
nhiing ndi dung vi pham phap luat, sai lam hodc khong phti hop ctia viée giai quyét to cao trude do
(neu ¢6) va trach nhiém cta co quan, t6 chirc, don vi, c4 nhan c6 lién quan; nhitng van dé con ¢ ¥
kién khac nhau trong DPoan/T6 xac minh (néu co).

(8) Kién nghi v6i ngudi co thim quyén ap dung cac bién phap xir 1y vi pham, khic phuc hau qua do
hanh vi vi pham gay ra.

Ghi chl: Trudng doan/Tb truong T xac minh ndi dung td cdo ky vao timg trang cia Bao céo.
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MAu s6: 15 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
Sb: ... /BC-... , ngay ... thang ... nam
BAO CAO
Keét qua xac minh ngi dung to cao
Kinh gui: ............. () T

Thuc hién Quyét dinh s6 /Qb-... ngay.../.../..... cia...(3)... vé viéc thu 1y giai quyét to cao va giao
nhiém vy xac minh ndi dung to Cao; ’

...(2)... da thanh 1ap Poan/T6 xac minh ndi dung t6 céo cia 6ng (ba): ................
...................................................... Piachi ..o

Can ctr Bao céo cua Poan/T6 x4c minh vé két qua xac minh ndi dung to6 cdo va cac thong tin, tai
liéu, bang ching co lién quan,... (2)...bao cdo... (3)...nhu sau:

1. Két qua xac minh ndi dung té co: ..............coeeo... (O TN

2. Két luan ndi dung xac minh: .....................oooeei (7)o
B KN NN L.veee e (8) e
Trén ddy 1a bao cao két qua xac minh ndi dung t6 céo, dé nghi ...(3)... xem xét, két luan./.
Noi nhan: Nguoi dirng dau co quan, té chire, don vi
- Nhu trén; dwoc giao xac minh ndi dung t6 cio

- Luu: VT, hd so. (Ky, ghi rd ho tén va dong dau)

(1) Tén co quan, t6 chic, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chure, don vi duge giao xac minh ndi dung t6 céo.

(3) Nguoi giai quyet t6 cdo.

(4) Tén co quan, t6 chtre, don vi hodc ho tén, chirc vy, chirc danh, dia chi cta ca nhan bi t6 céo.

(5) Tom tit ndi dung t6 céo.

(6) Bao cao két qua xac minh theo timg ndi dung t6 cao, trong d6 néu cu thé hanh vi vi pham phéap
luét bi t& cao, ndi dung giai trinh ciia nguoi bi t céo; phan tich, danh gia thong tin, tai liéu, chimng
ctr dé xac minh tinh dang, sai cia ndi dung t6 céo.

(7) Két luan timg ndi dung t6 cao, trong d6 néu ré ndi dung t6 c4o 1a td cao ding, dung mot phan
hodc sai; viéc o ¥ t cao sai (neu ¢6); két luan vé hanh vi vi pham phap luat caa nguoi bi tb cdo, co
quan, t6 chirc, c4 nhan khac (néu c6); nguyén nhan, trach nhiém cua ngudi bi t6 cao, co quan, t6
chtrc, ca nhan co lién quan trong nhitng nodi dung té cdo dung hodc dung mot phan; thiét hai vé vat
chit, tinh thin do hanh vi vi pham phap luat gy ra; doi tuogng bi thiét hai; nhiing ndi dung vi pham
phap luat, sai lam hodc khong phu hop cua viée giai quyét to cao truoc do (neu c0) va trach nhiém
clia co quan, t6 chirc, don vi, ca nhan c6 lién quan; nhimg van dé con c6 ¥ kién khac nhau trong qué
trinh x4c minh ndi dung t6 céo (néu c0).

(8) Kién nghi véi nguoi c6 tham quyén ap dung cac bién phap xir 1y vi pham, khic phuc hau qua do
hanh vi vi pham gay ra.
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MAu s6: 16 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
Sb: ... /KL-... , Ngay . .. thang ... nam
KET LUAN NOI DUNG TO CAO
5 11) I 1 N () PPN
NEAY../o ooy, (2)... da ban hanh Quyét dinhsb.../QP-... thuly giai quyét t& cao ddi
(¢} I (3)

Cin ctr ndi dung td céo, két qua xac minh noi dung t6 cdo, cac tai liéu, chimg cr ¢6 lién quan, d6i
chiéu véi cac quy dinh cua phap ludt, ... (2)... két luan ndi dung td cao nhu sau:

1. Két qua xac minh noi dung t6 céo: ................ (A) e

2 KBt IUAN: L. (5) e

3.Xurly vakién nghi: ..o..oooiiiii (6) e

Ngudi giai quyét té cao
Noi nhén: (Ky, ghi ro ho tén va dong dau)
- (D).
-..(D..;
-...(8)..;
-...9)..;
-...(10)..;
- Luu: VT, hd so.

(1) Tén co quan, té chue, don vi cip trén truc tiép (néu c0).

(2) Tén co quan, to chtrc, don vi ¢co tham quyén giai quyét t cdo.

(3) Tén co quan, to chirc, don vi bi té cdo, ho tén, chirc vu, chirc danh, dia chi ca nhan bi t6 céo.

(4) Két qua xac minh theo timg ndi dung tb cao, trong d6 néu cu thé hanh vi vi pham phép luat bi tb
c4o, ndi dung giai trinh ctia ngudi bi t cdo; phan tich, ddnh gia thong tin, tai liéu, ching cir dé
ching minh tinh dung, sai cia ndi dung t6 céo.

(5) Két luan ting ndi dung t6 cho, trong d6 néu ré ndi dung t6 cao la td cdo ding, ding mot phan
hodc sai; viéc cO y t6 cdo sai (neu c6) két luan vé hanh vi vi pham phap luat ca nguoi bi t6 cdo, co
quan, tO chirc, c4 nhan khac (néu c6); nguyén nhan; trach nhiém cta nguoi bi t céo, co quan, to
chtic, ca nhan c6 lién quan trong nhitng ndi dung té cdo dung hoic dung mot phan; thiét hai vé vat
chit, tinh thin do hanh vi vi pham phap luat gy ra; doi tuong bi thiét hai; nhiing ndi dung vi pham
phap luat, sai lam hodc khong phu hop cua viée giai quyét to céo trude d6 (néu cd) va trach nhiém
clia co quan, to chtrc, don vi, ca nhan c6 lién quan.

(6) Céc bién phap nguoi giai quyét t cédo ap dung dé tryc tiép xur 1y vi pham, budc khic phuc hau
qua do hanh vi vi pham phap luat gy ra; noi dung chi dao co quan, to chue, don vi, ca nhan thuge
quyén quan 1y cta nguoi giai quyet t6 cao va ndi dung kién nghi co quan, t6 chirc, ca nhan khac ap
dung bién phép theo thim quyén dé xir Iy vi pham, budc khic phuc hau qua do hanh vi vi pham
phap luat gay ra.

(7) Co quan thanh tra nha nudc cép trén.

(8) Co quan thanh tra nha nudc cung cp.

(9) Nguoi bi t6 cao (trong trudng hop van ban Két luan c6 thong tin thudc bi mat nha nudc, thong
tin c¢6 hai cho ngudi td céo thi phai trich vin ban, luoc bo thong tin d6 trude khi giri cho nguoi bi tb
cao.

(10) Tén co quan, t6 chirc, ca nhan khac duoc nhan két ludn.
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MdAu s6: 17 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
Sé:..‘...../ ................ ,ngay ... thang ... nam.....
V/v chuyén h6 so sang co quan
diéu tra
Kinh giri: ............. () PP

Can ¢ Khoan 3 Diéu 25 cua Luét td cdo,............. () P chuyén hd so vu viée néu
trén de... (3)... xem xét, giai quyét theo quy dinh cta phap luat./.

Noi nhin: Nguoi dirng dau o
-Nhu trén; co quan, to chirc, don vi chuyén ho so
e (6); (Ky, ghi 0 ho tén va dong dau)

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi chuyén ho so vu viéc.

(3) Tén co quan diéu tra.

(4) Tén co quan, t6 chirc, don vi hodc ho tén, chitc vu, chirc danh, dia chi ctia ca nhan bi td céo.
(5) Ghi rd d4u hiéu pham toi.

(6) Co quan thanh tra nha nudc cap trén va co quan thanh tra nha nudc cing cép.
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MAu s6: 18 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

.......... ,ngay ... thang ... nam.....
BIEN BAN
Ban giao ho so vu viéc c6 ddu hiéu tdi pham
Thuyc hién Cong vin s6... ngdy ...thang...nam... cua.... vé viéc chuyén ho so sang co quan diéu tra;
Vao hoi... .gio.... ngdy... thang.... nAM .., tal .......oeieeee i
...(1)... (goi tit 12 Bén giao) ban giao hd so vu viéc ¢ dau hiéu cua t6i pham cho .. .(2)... (goi tit 1a
Bén nhéan).
1. Pai di¢én Bén giao:

-0Ng(0A) ..o ChlC VUL e
-0ONG (D) ... CRUC VUL o
2. Pai dién Bén nhan:

-0ng(bd) ..o ChUC VUL e
-0Nng(0a) oo ChlC VUL e

theo Bién ban nay. N
Bién ban dugc 1ap thanh 02 ban, moi bén gitt 01 ban./.

Bén nhén Béngiao
(Ky, ghi r0 ho tén, dong dau- néu co) (Ky, ghi 16 ho tén, dong dau- néu co)

(1) Tén co quan, t6 chuc, don vi tryc tiép giao hd so.
(2) Tén co quan, to chire, don vi tryc tiép nhan ho so.

DANH MUC HO SO
(Keém theo Bién ban ban giao hd so vu viéc c¢6 dau hi€u tdi pham ngay ..... /...

STT | Tén thong tin, tai li¢u, [ SO trang théng tin, tai | Tinh trang thong tin, tai
bang chirng liéu, so lwgng bang ching li€éu, bang chirng
Bénnhén Béngiao
(Ky, ghi r0 ho tén, dong dau- néu co) (Ky, ghi r0 ho tén, dong dau- néu co)
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MAu s6: 19 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
So /TB-...... .. , ngay ... thang ... nam

THONG BAO

Két qua giai quyét to cao

......... (3)...........da c6 két luan ndi dung t6 cao ddi v&i ............(4)eeiiiiiii

Theo quy dinh ctia phap lut vé t6 céo va theo yéu cau ctia nguoi to céo 1a ong (ba) .........
ChT

..................... (2)..................thong bao két qua giai quyét to cao néu trén nhu sau:
........................................................... (5) e
Vay .ooooon. (2)..... thong bao dé ong (bA) ........cooveeveeeiieeeiin.., biét./

Noi nhén: Nguoi dirng dau

-Nguoi to cao; co quan, to chire, don vi

-..(6)..; (Ky, ghi rd ho tén va dong dau)

-..(D..

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi ban hanh thong bao.

(3) Nguoi giai quyét t6 cao.

(4) Tén co quan, t6 chirc, don vi bi té cdo, ho tén, chirc vu, chirc danh, dia chi c& nhan bi t6 céo.

(5) Két qua xac minh, két luan ndi dung t6 céo, ndi dung quyét dinh, vin ban xtr ly t céo.

(6) Co quan, to chirc, don vi, ca nhan ¢6 tham quyén di chuyén t6 cdo dén nguoi giai quyét t6 cao

(néu co).

(7) Co quan, t6 chirc, don vi dd xac minh ndi dung té céo.
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1. LINH VU'C TIEP CONG DAN

1. Thi tuc Tiép cong dan

1.1. Trinh ty thuwe hién

Budc 1: Dén tiép, xac dinh nhan than cua cong dan

Ngu’m tiép cong dan don tiép, yéu cau cong dan néu rd ho tén, dia chi hodc xuat
trinh gidy to tuy than; trudng hop duge ty quyén thi yéu ciu xuét trinh gidy uy quyén.

Budc 2: Nghe, ghi chép ndi dung khiéu nai, td céo, kién nghi, phan anh, t1ep
nhén thong tin, tai liu
- Khi nguoi khiéu nai, t6 cao, k1en nghi, phan anh c6 don trinh bay ndi dung ro

rang, day du thi nguoi tiép cong dan can xac dinh ndi dung vu viée, yéu cau ciia cong
dan dé xir 1y cho phu hop.

- Néu no1 dung don khiéu nai to6 cdo, kién nghi, phan anh khong r6 rang, chua
day du thi nguoi ti€p cong dan dé nghi cong dan viét lai don hoac viét b6 sung vao
don nhiing nd1 dung chua rd, con thicu.

- Truong hop khong co don khiéu nai, t6 cdo, kién nghi, phan anh thi nguoi tiép
cong dan hudng dan cong dan viét don theo quy dinh ctua phap luat.

- Néu cong dan trinh bay tryc tlep thi nguoi tiép cong dan ghi chép day du, trung
thue, chinh xac ndi dung khiéu nai, t6 cdo, kién nghi, phan anh do cong dan trinh bay;
ndi dung nao chua ro thi dé nghi cong dan trinh bay thém, sau d6 doc lai cho cong dan
nghe va dé nghi cong dan ky tén hodc diém chi xac nhan vao vin ban.

- Truong hop nhiéu ngudi dén khiéu nai, t6 cdo, kién nghi, phan anh vé cling mot
noi dung thi nguoi tiép cong dan huong dan ho cir nguoi dai dién dé trinh bay noi
dung khiéu nai, t6 céo, kién nghi, phan 4nh; ngudi tiép cong dan ghi lai ndi dung bang
van ban.

- Trudng hop don c6 nhiéu nodi dung khac nhau thi ngudi tiép cong dan hudng
dan cong dan tach riéng timg ndi dung dé gui dén dung co quan, to chuc, don vi co
thAm quyén giai quyét.

- Nguoi tlep cong dan tiép nhan cac thong tin, tai liéu, bang ching lién quan den
viéc khleu nai, to céo, kién nghi, phan anh do cong dan cung cap (néu co) va phai viét,
giao gidy bién nhan céc tai liéu da tiép nhan cho cong dan.

Budc 3: Phan loai, xtr Iy khiéu nai, td cdo, kién nghi, phan 4nh tai noi tiép cong
dan

- Viéc phan loai, xu ly khiéu nai, t6 céo dén co quan, td chire, don vi, nguoi co
tham quyén thu ly, gidi quyét trong qua trinh tiép cong dan dugc thyc hién nhu sau:

+ Trudng hop khiéu nai, t& cao thudc tham quyen giai quyet clia co quan, to
chtrc, don vi minh va du diéu kién thy 1y thi nguoi tiép cong dén tiép nhén thong tin,

tai liéu, chimg ctr kém theo, déng thoi bao céo vdi Thu trudng co quan, t6 chirc, don
vi thu 1y.
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+ Trudng hop khiéu nai, t cdo khong thudc tham quyen giai quyét cua co' quan,
t6 chirc, don vi minh thi huéng dan ngudi khiéu nai, t6 cdo dén co quan, to chuc, don
vi ¢6 thim quyen dé khiéu nai, t6 céo.

Neéu khiéu nai, t0 cdo thudc tham quyén gidi quyét cua cap dudi ma chua dugc
gidi quyét thi xr Iy nhu sau:

Truong hop khiéu nai thudc thaim quyén cia cip dudi nhung qua thoi gian quy
dinh ma chua dugc gidi quyét thi nguoi ti€p cong dan phai bao cdo véi thu trudng co
quan, to chirc, don vi xem xét, quyét dinh.

Truong hop khiéu nai 1an dau da hét thoi han nhung chua dugce giai quyét thi
nguoi tiép cong dan bao cdo thu trudng co quan, to chirc, don vi dé xem xét, giai
quyét theo quy dinh cta Luat khiéu nai.

Truong hop t6 cdo thudc tham quyén giai quyét ctia co quan, to chure, don vi cép
duéi truc tiép nhung qua thoi gian quy dinh ma chua duoc giai quyét thi nguoi tiép
cong dan bao cdo thu trudng co quan, t6 chirc, don vi dé ra vin ban yéu cau cap dudi
giai quyet

+ Truong hop khiéu nai, to cao da dugc giai quyet dung chinh sach, phap luét thi
nguoi tiép cong dan giai thich, huéng dan dé nguoi dén khiéu nai, t6 cdo chép hanh
nghiém chinh quyét dinh giai quyét khiéu nai, quyet dinh xir Iy hanh vi vi pham bi t&
c4o va yéu cau cong dan cham dut viéc khiéu nai, to céo.

+ Truong hop nhan duoc don khiéu nai, té cdo khong do nguoi khiéu nai, nguoi
t6 céo truc tlep chuyen den thi thuc hién viéc phan loai va xtr Iy theo quy dinh cua
phap luat vé khiéu nai, t6 céo.

- Viéc phan loai, xtr ly k1en nghi, phan anh den co quan, t6 chirc, don vi, ngudi
c6 tham quyén thu 1y, giai quyét trong qua trinh tiép cong dan dugc thyc hién nhu
Sau.

+ Trudng hop kién nghi, phan anh thudc tham quyén giai quyet cua co quan, t6
chtre, don vi minh thi nguoi tiép cong dan bao cdo ngudi co tham quyén dé nghién
clru, xem x¢ét, giai quyét hodc phan cong bd phan nghién ctru, xem xét, giai quyét.

+ Truong hop kién nghi, phan anh khong thudc thim quyén giai quyét cia co
quan, to chire, don vi minh thi nguoi tiép cong dan chuyén don hoac chuyén ban ghi
lai ndi dung trinh bay ctua nguoi kién nghi, phan anh den co quan, to chirc, don vi c6
tham quyén dé nghién ciru, tiép thu, xem xét, giai quyét.

1.2. Cach thirc thyce hién

Cong dan dén tru s, dia diém tiép cong dan.
1.3. Thanh phén, s6 lwong hd so

a) Thanh phan ho so, bao gdm:

+ Pon khiéu nai, don t6 cdo, don kién nghi, don phan anh hodc vin ban ghi lai
ndi dung khiéu nai, t6 cdo, ki€n nghi, phan anh (c6 chir ky hoac diém chi ctia cong

dan);
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+ CAc tai liéu, gidy to do nguoi khiéu nai, to cao, kién nghi, phan anh cung cap.
b) S6 lugng hd so: 01 bo.

1.4. Thoi han giai quyét (t6i da): Cho dén khi két thic viéc tiép cong dan.
1.5. Co quan thuc hién TTHC

- Co quan c6 thdm quyén quyét dinh: Chu tich UBND cap huyén, Chanh Thanh
tra huyén, Trudng phong chuyén mon truc thuoc UBND cap huyén.

- Co quan truc tiép thuc hién: Ban :[iép cong dan cdp huyén, Thanh tra huyén; cac
phong chuyén mon truc thuoc UBND cap huyén.

1.6. Po6i twong thue hién TTHC: C4 nhén, to chirc.

1.7. Tén méu don, méu to khai: Khong.

1.8. Két qua ciia viéc thwe hién TTHC

Gidy bién nhan tai liéu, chtng ctr; céng van huéng dan; cong van chuyén don.

1.9. Yéu cau, diéu kién thue hién TTHC

Theo Piéu 9, Luat tiép cong dan, ngudi tiép cong dan duoc tir chdi tiép ngudi
dén noi tiép cong dan trong cac truong hop sau day:

- Nguoi trong tinh trang say do dung chat kich thich, ngudi mac bénh tdm than
hoac mdt bénh khac lam mat kha nang nhan thic hoac kha nang diéu khién hanh vi
cuia minh.

- Nguo1i ¢6 hanh vi de doa, xic pham co quan, t6 chire, don vi, nguoi tiép cong
dan, nguoi thi hanh cong vu hodc cé hanh vi khac vi pham ndi quy noi ti€p cong dan.

- Nguoi khiéu nai, t6 cdo vé vu viée da giai quyét dtng chinh sach, phap luit,

dugc co quan nha nudc co thAm quyén klem tra, ra soat, thong bao bang vin ban va
da duoc tiép, giai thich, huéng dan nhung van cb tinh khiéu nai, t6 cao kéo dai.

- Nhitng truong hop khac theo quy dinh cua phap luét.
1.10. Can cwr phap ly cia TTHC

- Luat tiép cong dan nam 2013;

- Luat khiéu nai, Luat t6 cao nim 2011;

- Nghi dinh sO 75/2012/ND-CP ngay 03/10/2012 caa Chinh phu quy dinh chi tiét
mot so diéu cua Luat khiéu nai;

- Nghi dinh sO 76/2012/ND-CP ngay 03/10/2012 cua Chinh phu quy dinh chi tiét
thi hanh mét s6 diéu cta Luét t6 cdo;

- Nghi dinh 50 64/2014/ND-CP ngay 26/6/2014 cua Chinh phu quy dinh chi tiét
thi hanh mot s6 diéu cta Luat tiép cong dan;

- Thong tu s6 06/2014/TT-TTCP ngay 31/10/2014 quy dinh quy trinh tiép cong
dan.
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MAu $6:01 (Ban hanh kém theo Théong tu s6 06/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HOI CHU NGHIA VIET NAM
() Pic 14p - Tu do - Hanh phiic
S0: [TB- ... @ ,ngay ... thang ... nam
THONG BAO

Ve viéc tir choi tiép cong dan

Ngay....... thang....nam ...... , ONZ (DA) woviiiiiieieeeeeeee e (3)

S6 CMND/HG chleu (hoac GIAY tO 1Y thAN): ..o :

NEAY CAP: vvoi/ o] ooy NOT CAP oo,

Piachi: ..o dén ... (2)

A& Khiéu Nai (16 CA0) V& VIBC......vuvveieeeeeeeeeeeeeeeeeeeeee oo e (4)

Sau khi xem xét noi dung don khiéu nai (t6 cao) va nghe cong dan trinh bay,
............................... (2) nhan thay vu viée da dugc giai quyét dung chinh sach, phap
luat, duoc co quan Nha nudc ¢6 tham quyén kiém tra, ra soat va thong béo tra 10i bang vin
ban theo diing quy dinh cta phép luat.

Can ct Piéu 9 Luat tiép cong dan ndm 2013, ......o.ooveveureeeeeeeeeeeeeeeeeeeenn. )

tir chdi tiép nhan noi dung khiéu nai (t6 cao) cua Ong (ba) .......ccovevnicicnnn 3)

........... (2) thong bao dé ong (ba) duoc biét; dé nghi ong (ba) chap hanh theo quy dinh cia
phap luat, cham dut khiéu nai (t6 c4o)./.

Noi nhan: Thii truwémg, co quan, té chirc, don vi
- Nhu trén; Y 118 A 4 A
s bio cloy (Ky, ghi 16 ho tén, dong dau)
-(5).nn. (@& phédi hop);

- Luu: VT, ho so.

(1) Tén co quan, to churc, don vi cap trén truc tiép (néu co).
(2) Tén co quan, t6 chic, don vi tiép cong dan.

(3) Ho tén nguoi khiéu nai (t6 céo).

(4) Tom tit ndi dung khiéu nai (t6 céo).

(5) Tén co quan, td chirc, don vi, c& nhan c6 lién quan.

123







MAu $6:02 (Ban hanh kém theo Théong tu s6 06/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) XS U U —
....... ,ngay ... thang ... ndm
GIAY BIEN NHAN
Théng tin, tai li¢u, bang chimg

Vao hoi....gio....ngay....thang. .. ey AL (2)
To1la.....ooo (3) Chirc VU: v,
Dé nhén clia 6ng (D) ..o, (4)
S6 CMND/H? chiéu (hoac glay tO thy than): .....ocoveeiiiieeeeee, ,
NQAY CAP: .o/ e oot TOT CAP oo
DA ChI: oo
cac thong tin, tai liéu, bang ching sau:
PO P U PR PRSPPI (5)
TSP R
RSP PRSPI

(Tai liéu, bang ching 1 ban pho t6 hodc ban sao cong chung)
Gidy bién nhan dugc 1ap thanh ... ban, giao cho ngudi cung cap thong tin, tai liéu, bang
chung 01 ban./.

Ngudi cung cap thong tin, tai liéu, Nguoinhin
bang chirng (Ky, ghi 16 ho tén, dong dau - néu co)
(Ky, ghi r0 ho tén)

(1) Tén co quan, to chuc, don vi cap trén (néu co).

(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén can bd nhan thong tin, tai liéu, bang chung.

(4) Nguoi khiéu nai (t cdo, kién nghi, phan anh); nguoi c6 li€én quan dén vu viéc khiéu nai (6 cdo, kién nghi,
phan anh).

(5) Ghi rd tén, sb trang, tinh trang ctia thong tin, tai liéu, bang chimng.
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MAu 56:03 (Ban hanh kém theo Théong tu s6 06/2014/TT-TTCP ngay 31 thdng 10 niim 2014 cia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) YU U U ——
....... ,ngay ... thang ... ndm

PHIEU PE XUAT THU LY PON ...........(3)

Kinh glri: oo (4)
N@AY ..oy i (2) da tiép Ong (D)oo, (5)
S6 CMND/H? chiéu (hoac glay tO Uy thAn): ..occveeeieeeeeee e ,
NEAY CAP: cvoi/ e eo) ooy TOT CAP..voeeeeeeeeeeeee e
Piachi.................. St s et s SRS b e
CO don trinh DAY VE VIEC: ..eiveiiieeiiieeeiiieeeiie ettt et eeveeeens ©
NO1 dung vu VIEC dA AUQC .o (7) giai quyét (n€u co) ngay
S S
Sau khi xem xét ndi dung don va cac thong tin, tai li¢u, bang chimg kem theo, dé xuat
....................... (4) thu ly giai quyét vu viéc cua ong (ba)
.......................................................................................................... %)
theo quy dinh cua phap luat.

Phé duyét ciaa tha trudéng co quan, Ngudi dé xuat
to chire, don vi (Ky, ghi rd ho tén)
Ngay ...... thang ..... ndm

(Ky, ghi 10 ho tén)

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Pon khiéu nai (t cao, kién nghi, phan anh).

(4) Thu trudng co quan, t6 chire, don vi tiép cong dan.

(5) Ho tén nguoi khiéu nai (t6 cdo, kién nghi, phan anh).
(6) Tom tit ndi dung vu viéc.

(7) Nguoi da giai quyét theo tham quyén.
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MAu $6:04 (Ban hanh kém theo Théong tu s6 06/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) YU ———
So lecco ,ngay ... thang ... ndm
PHIEU HEN
Thoi gian, dia diém tiép cong dan

CO QUAN, GOM VI it n e (2)
Hen 0ng (DA): e e 3)
S6 CMND/HO chiéu (hodc giay t thy thAn): .......ooeveveeeeeeeeeeeeeeeeeeeeeeeeeen
NEAY CAP: v/ ool ety IO CAD v en ettt
DA CHI: oo
COMAt QL. evveeeeeeeeeieeenn., (4) vao hoi ......... ngay ...... [ovoiid

Khi di dé nghij 6ng (ba) mang theo thong tin, tai lidu, bang ching c6 lién quan dén ndi dung
tiép./.

Thi truéng co quan, to chirc, domn vi
(Ky, ghi 16 ho tén, dong dau)

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu c6).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén nguoi khiéu nai (t6 céo, kién nghi, phan anh).

(4) Dia diém hen tiép cong dan.

(5) Tom tat ndi dung khiéu nai (t6 cdo, kién nghi, phan anh).
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MAu $6:05 (Ban hanh kém theo Théong tu s6 06/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(1) oo CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

So:.../...... . ,ngay ... thang ... nam .....
V/v huéng din ngudi khiéu nai.

Kinh gli: ..o 3)
Ngay ...... . [y e, (2) di tiép va nhan don khiéu nai cta ong (ba)
................................................................................. (3)
S6 CMND/HO chiéu (hodc gidy tO ty thAN): .....c.veeeeeeeeeeeeeeeeeeeee e, :
NEAY CAP: cvoi/ ooy TIOT CAD oo
DA ChI: e
KRIEU N8BT VE VIBC: vttt eeeee e s sees e eenans (4)

Can ctr Ludt khiéu nai ndm 2011 va Nghj dinh s6 75/2012/ND-CP ngay 03/10/2012 cua
Chinh pht quy dinh chi tiét mét s6 diéu ctia Luat khiéu nai;

Sau khi xem xét noi dung don khidu nai, ......cocoevvveeeeeeeeeeieeeeeeenn. (2) nhén thay khiéu
nai cua ong (ba) khong thudc tham quyén gidi qUYEt CUA ....ooovvveeiriieeeiiieriiee e
)

Dé nghi ong (ba) guri don dén ... (5) dé duoc xem xét, giai quyét theo quy

dinh cua phéap luat.

Noi nhan: Ngudi tiép cong dan
- Nhu trén; (Ky, ghi 16 ho tén, dong dau - néu co)
- Luu: ...(2)...

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu c6).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén nguoi khiéu nai.

(4) Tom tét ndi dung khiéu nai.

(5) Tén co quan, t6 chirc, don vi c6 thAm quyén giai quyét.
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MAu s6: 06 (Ban hanh kém theo Théng tw s6 06/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

SO TIEP CONG DAN
Theo
doi
, . két | Ghi
Huwoéng xu ly qua | ch
Ho tén - Dia A giai
Ngay chi - Noi F;Ez?? qﬁgn s
STT| tigp | CMND/H | dung | 45 |da giai Chuyén
chiéu cua |vu viéc ngwdi quyét Tri lai don dén
cong dan Thuly| ,"* | co quan,
z .o ldonval|l x ,
de giai . to chire
z, | hwong . 2
quyeét din dUn}qCO
thﬁpl
quyén
1 2 3 4 5 6 7 8 9 10 11
Trang.........

(3) Néu cong dan khong c6 CMND/HO chiéu thi ghi cac thong tin theo gidy to tiy than

(4) Tom tat ndi dung vu viée

(5) Phan loai don cua cong dan (khi€u nai, t0 cdo, kién nghi, phan anh), s6 cong dan cé don cung mdt ndi

dung

(6) Ghi 16 co quan, to chue, don vi da giai quyét het thAm quyén

(7) Panh diu (X) néu thudc tham quyén giai quyet

(8) Ghi rd huéng dan cong dan dén co quan, t6 chire, don vi nao, s0 van ban huéng dan
(9) Ghi 16 tén co quan, t6 chirc, don vi c6 tham quyen thu ly giai quyet s6 vin ban chuyén don
(10) Nguoi tiép dan ghi chép, theo ddi qua trinh, két qua giai quyét don ciia cong dan.
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MAu s6: 07 (Ban hanh kém theo Théng tw s6 06/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

....... ,ngay ... thang ... nam
DPON YEU CAU

Bio v€ nguoi to cao va nguoi than thich ciia ngudi to cao

Kinh goi: ..o (1)

LI 0 - USSR (2)
S6 CMND/HO chiéu (hodc gidy t thy thAN): .....o.veeeeeeeeeeeeeeeeeee e :
NEAY CAP: cvoi/ oo ooy TOT CAD oo,
DA ChTiec ettt et
HOm nay, NEAY .../ .../« 101 QN oo (1)
Q8 10 CAO V& VIBC oottt (3)
..................................................................................................................................... 4)
Vi vay, to1 1am don NAY YEU CAU ....eeeeviiieiiiieeciieceiee ettt (1)

Ngwoi lam don
(Ky, ghi 1o ho tén)

(1) Tén co quan, t6 chirc, don vi tiép cong déan

(2) Ho tén ngudi td céo.

(3) Tém tit noi dung t cao

(4) Ly do va céc cin ctr cho rang to c4o s& dan dén viéc gdy nguy hai dén tinh mang, strc khoe, tai san, danh
du, nhan pham uy tin ctia ngudi to cdo hodc ngudi than thich cia ngudi t céo.

(5) Néu yéu cau cy thé dé bao vé tinh mang, sirc khoe, tai san, danh dy, nhan pham, uy tin ciia ngudi to cdo
hodc ngudi than thich ciia ngudi t6 cao.
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MAu s6: 08 (Ban hanh kém theo Théng tw s6 06/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

Sb: ke ,ngay ... thang ... ndm .....
V/v huéng dan nguoi to cdo

Kinh gti: ..o (3)
NEAY /ooy e (2) di tiép va nhan don t6 céo cua
ONG (D) ot reereanre s 3
S6 CMND/HO chiéu (hodc giay t thy thAN):........co.eveeeeeeeeeeeeeeee e ,
NEAY CAP: cvoo ool oy IO CAD veresteeee ettt en ettt n et
DA ChI: e e e e e
TG CAO V& VIBC! oo eeeeeee s tes sttt s st st sn e s esensenssnanes 4)

Can ctr Luat td cdo nam 2011 va Nghi dinh §6 76/2012/ND-CP ngay 03/10/2012 ctia Chinh
phu quy dinh chi tiét mdt so di€u cua Ludt to cdo.

Sau khi xem xét n0i dung don t6 CAO, ....evveeeeeeeeeeeeeeeeeeeeeeeeeererees (2) nhan thay t6 cdo
ctia ong (ba) khong thudc tham quyén gidi quyet cla .........ccveeeveeveereereennnn .. (2)
Dé nghi ong (ba) giridon dén ....................... (5) dé duoc xem xét, giai quyét theo quy

dinh cua phéap luat.

Noi nhén: Nguoi tiép cong dan

- Nhur trén; (Ky, ghi & ho tén, dong dau - néu co)
- Luu: ...(2)...

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu o).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén nguoi t cao.

(4) Tom tat ndi dung té cao.

(5) Tén co quan, tb chirc, don vi ¢6 thim quyén giai quyét.
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MAu s6: 09 (Ban hanh kém theo Théng tw s6 06/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

S6: .../ ,ngay ... thang ... ndm

V/v d6n dbc giai quyét t6 cao cua cong dan

Kinh gui: ......oooooiiiiin 3)
NEAY oo iy e (2) d4 tiép ong (bA)....veeveeeeeeeeeenn. 4)
S6 CMND/H9 chiéu (hodc gidy t& thy thAn): ......oveeeeeeeeeeeeeeeeeeeee e
ngay cap: .../..../...... 3 TLOT CAD e
DA CHI oo
V8 NOT QUNE. e (5)
Sau khi xem xét ndi dung vu VI€C, ........coiiiiiiiiiiiiinni, (2) théy vu viéc cua ong
Ba) (4) da qua thoi gian quy dinh nhung chua duoc
.................. (3) giai quyét theo quy dinh cta phap luét.
........................... (2) dé nghi............................ (3) giai quyét vu viéc ciia
ong (ba) .....oooeviiiiiii (4) theo quy dinh cta phép luat va thong bao két qua
0 £S5 4 (2)
Noi nhin: Thi truéng co quan, to chirc, don vi
- Nhu trén; (Ky, ghi 16 ho tén, dong dau)

- ... (4).... (thay tra 101);
- Luu: ...(2)....

(1) Tén co quan, to chtre, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi tlep cong dan.

(3) Co quan, don vi, ngudi co thim quyén giai quyét.

(4) Ho tén nguoi t cao.

(5) Tém tit ndi dung vu viée va cac van ban chuyén don don déc - néu co.
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MAu s6: 10 (Ban hanh kém theo Théng tuw s6 06/2014/TT-TTCP ngay 31 thang 10 niim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) U U U ————
So: ... [oo.. ,ngay ... thang ... ndm

V/v chuyén don kién nghi, phan 4nh

Kinh gui: ..o (3)

Ngay .../ ...../...... e e (2) da tiép va nhan don kién nghi phan anh
CUAONEZ (DA). et 4)
S6 CMND/HO chiéu (hodc giay tO tly thAN): .....o..ovoveeeieeeeeeeeeeeeee e, ,
NEAY CAP: cvoi/ o] oo e ey IO CAD ettt
DA ChI: e e e e
INOT QUINE. ettt et e e et e e s sa e e st e s bt e e sab e e sbb e e e s beesnbe e s beeenbeeanbeeenes (5)
Can ctr khoan 2 Piéu 26 Luat tiép cong dan ndm 2013; sau khi xem xét ndi dung don,
................................ (2) chuyén don cua Ong (ba) (%) dén
........................ (3) dé xem xét, giai quyét theo quy dinh cta phap luat./.

Noi nhén: Thii truéng co quan, té chirc, don vi
- Nhur trén; (Ky, ghi 16 ho tén, chirc vy va dong
- ...(4)... (thay tra 1o1); déu)

- Luu: ...(2)...

(1) Tén co quan, té chire, don vi cép trén (néu c0).

(2) Tén co quan, t6 chirc, don vi chuyén don kién nghi, phan anh.

(3) Nguoi dimg dau co quan, t6 chirc, don vi ¢6 tham quyén giai quyét.
(4) Ho tén nguoi kién nghi, phan anh.

(5) Tom tét ndi dung kién nghi, phan anh
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IV. LINH VUC XU LY PON THU

1. Thi tuc Xir ly don

1.1. Trinh ty thue hién

Budc 1: Nhan don

Tiép nhan don, vao s6 cong van dén (hoic nhap vao mdy tinh).
Budc 2: Phan loai va xur Iy don

a. Ddi v6i don khicu nai:

- Pon khiéu nai thudc thim quyén giai quyét

+ Pon khiéu nai thudc tham quyen giai quyét va khong thudc mét trong cac
truong hop khong dugc thy ly giai quyét theo quy dinh tai Piéu 11 ctia Luat khiéu nai
thi nguoi xir 1y don dé xuat thu truong co quan, té chic, don vi thu 1y dé giai quyét
theo quy dinh cua phap luat.

+ Don khiéu nai thudc thim quyén giai quyet nhung khong du diéu kién thu Iy
giai quyét thi can ctr vao ting trudng hop cu thé de tra 161 hodc huéng dan cho nguoi
khiéu nai biét & 1y do khong duoc thu 1y giai quyét hodc bd sung nhimng thu tuc can
thiét dé thuc hién viéc khiéu nai.

+ Pon khiéu nai thudc thim quyén cua cap dudi nhung qua thoi han giai quyét
theo quy dinh cua Luat khleu nai ma chua dugc giai quyét thi nguoi xir Iy don bao
céo thu trudng co quan, to chire, don vi xem xét, quyét dinh.

- Pon khiéu nai khong thudc tham quyén giai quyét:

+ Pon khiéu nai khong thudc tham quyen giai quyet cua thu truong co quan, to
chure, don vi thi nguoi xu Iy don hudng dan nguoi khiéu nai giri don dén co quan, to
chtrc, don vi c6 tham quyén giai quyét. Viéc hudng din chi thyc hién mot 1an.

+ Pon khiéu nai do dai biéu Quoc hoi, dai biéu Hoi dong nhan dan, Uy ban Mat
tran T6 quéc Viét Nam va cac thanh vién cua Mat trén, cac co quan bao chi hodc cac
cO quan, to chuc khac theo quy dinh cua phap luét chuyen den nhung khong thudc
thAm quyén, trach nhiém giai quyet thi nguoi xir Iy don dé xuat thi truéng co quan
guri tra lai don kém theo cac gidy to, tai lidu (néu c6) va néu rd 1y do cho co quan, to
chuic, ¢4 nhan chuyén don dén.

- Pon khiéu nai ¢ ho tén, chir ky ciia nhiéu ngudi:

+ Pon khiéu nai c¢6 ho tén, chir ky cua nhiéu nguoi nhung khong thudc thim
quyén giai quyét cta co quan, to chirc, don vi thi nguoi xur Iy don hudng dan cho mot
ngudi khiéu nai co ho, tén, dia chi r6 rang guri don dén dtng co quan, to chtrc, don vi,
nguoi co thAm quyen gidi quyet

+ Pon khiéu nai co ho t€n, chir ky cua nhiéu nguoi thudce tham quyen giai quyet
thi nguoi xur 1y don dé xuat thi truong co quan, td chic, don vi thu 1y dé giai quyét
theo quy dinh cta phap luat.

- Bon khiéu nai c6 kém theo gidy to, tai liéu goc:
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Truong hop don khiéu nai khong duoc thy 1y dé giai quyét nhung ¢6 giri kem
theo gidy to, tai licu gbc thi co quan, t6 chirc, don vi nhan dugc don phai tra lai cho
nguoi khiéu nai gidy to, tai liéu do; néu khiéu nai duoc thu Iy dé giai quyét thi viéc tra
lai giay to, tai liéu gbc dugc thuc hién ngay sau khi ban hanh quyét dinh giai quyét
khiéu nai.

- Pon khiéu nai d6i v6i quyét dinh giai quyét khiéu nai dd c6 hiéu luc phap luat
nhung c¢6 ddu hiéu vi pham phap luat:

Don khiéu nai doi v6i quyét dinh giai quyét khiéu nai da c6 hiéu lyc phap luat
nhung trong qua trinh ngh1en clru, xem xét néu c6 cdn clir cho rang viée giai quyét
khiéu nai c6 dau hiéu vi pham phap luat lam anh huong dén quyén, loi ich hop phap
cua nguoi khiéu nai hodc c4 nhan, co quan, td churc khac c¢6 lién quan, de doa xam
pham dén loi ich cta nha nudc hodc co tinh tiét mai lam thay d6i ndi dung vu viée
khiéu nai theo quy dinh tai Piéu 20 Nghi dinh 75/2012/ND-CP ngay 03/10/2012 cua
Chinh phu quy dinh chi tiét mot so diéu cua Luat khiéu nai thi nguoi xur Iy don phai
béo cdo dé thu truong O quan, t6 chire, don vi xem xét, , giai quyét theo tham quyén
hodc bao céo co quan, to chirc, don vi ngudi c¢6 tham quyén xem xét, quyét dinh.

- Pon khiéu nai ddi v6i quyét dinh hanh chinh c¢6 kha nang gy hau qua kho khac
phuc

Trong truong hop ¢6 cin ctr cho rang viée thi hanh quyét dinh hanh chinh s& gay
ra hau qua kho khac phuc thi nguoi xur 1y don phai kip thoi bao cdo dé thu trudng co
quan xem xét, quyéet dinh tam dinh chi hodc ki€n nghi co quan tham quyén, nguoi co
tham quyeén tam dinh chi viéc thi hanh quyét dinh hanh chinh.

b. Béi véi don td cdo:

- Pon t6 cdo thudc thim quyén:

Néu noi dung don t6 cao thudc tham quyén giai quyét caa thu trudng co quan, t6
chtre, don vi ma khong thudc mot trong cac truong hop quy dinh tai khoan 2 Piéu 20
Luat t6 cao thi nguoi xu Iy don bao cao thu trudng co quan, t6 chirc, don vi dé thu Iy
giai quyét theo quy dinh.

- Pon t6 céo khong thudc tham quyén

+Pon t6 céo khong thudce tham quyen giai quyét thi nguoi xtr Iy don dé xuét véi
thil truéng co quan, t6 chic, don vi chuyén don va céc chung ctr, thong tin, tai liéu
kém theo (néu c6) dén co quan, t6 chic, don vi c6 tham quyén dé duogc giai quyet

theo quy dinh cua phap lut theo quy dinh tai diém b, khoan 1, Diéu 20 cta Luat to
cao.

+ Pon t cao thude tham quyén giai quyét ctia cp dudi tryc tiép nhung qué thoi
han theo quy dinh cia Luat to cdo ma chua duoc giai quyet thi nguoi xu ly don bao
céo dé thi trudng co quan, to chie, don vi ra van ban yéu cau cip dudi giai quyét.

+ Néu t6 cao hanh vi pham t01 thi chuyén cho co quan c¢6 thim quyén theo quy
dinh cua phap luat t6 tung hinh su.

- Pon t6 c4o doi voi dang vién
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Pon t6 cao ddi véi dang yién vi pham quy dinh, biéu ~lé cua Ij)émg du:o’g thuc
hién theo quy dinh cua Ban Chap hanh Trung wong, huéng dan ctia Uy ban Kiém tra
Trung wong va Tinh uy.

- Pon t6 c4o hanh vi vi pham phap luét gdy thiét hai hodc de doa gay thiét hai
nghiém trong dén loi ich nha nuéc, co quan, t6 chic, quyén va loi ich hop phap cua
cong dan:

Nguoi xir Iy don phai kip thoi bao cdo, tham muu, dé xuit dé thu truéng co
quan, to chtrc, don vi c6 thim quyén ap dung bién phap ngin chin theo quy dinh cta
phap luat hoac thong bao cho co quan, td chuc, don vi c6 thim quyén ap dung bi¢n
phap kip thoi ngan chan, xu ly theo quy dinh ctia phap luat.

- Pon t6 céo xuat phat tir viéc khiéu nai khong dat duoc myc dich

Pbi voi don to céo xuat phat tir viéc khiéu nai khong dat dugc muc dich, cong
dan chuyén sang t6 cao ddi voi nguoi giai quyét khiéu nai nhung khong cung cap
duoc thong tin, tai liéu, chimg cir dé chimg minh cho viéc t6 cédo ctia minh thi co
quan, nguoi c6 tham quyén khong thu 1y giai quyét ndi dung to cdo.

- Xt Iy d6i véi trudng hop t6 cdo nhu quy dinh tai khoan 2, Piéu 20 cua Luat t6
cao:

T céo thudc cac truong hop quy dinh tai khoan 2, Diéu 20 cua Luét t6 cdo thi co
quan nhan dugc don khong chuyén don, khong thu 1y dé gidi quyét dong thoi c6 van
ban giai thich va tra lai don cho nguoi to céo.

- Pon t6 cdo khong 16 ho tén, dia chi nguoi to cdo nhung cd ndi dung rd rang,
keém theo cac thong tin, tai liéu, bang chirng vé hanh vi tham nhiing, hanh vi td1 pham

Khi nhan duoc don tb cdo khong 10 ho tén,‘ dia chi nguoi td céo nhung co néj
dung 10 rang, kem theo cic thong tin, tai li€u, bang chirng chiimmg minh ndi dung to6
cao hanh vi tham nhting, hanh vi toi pham thi nguoi xtr ly don bao cao thu truong co
quan, to chire, don vi xur ly theo quy dinh cua phap luat vé phong, chong tham nhiing,
phap luat t6 tung hinh sy.

c. Xu ly cé4c loai don khéc:

- Pon kién nghi, phan 4nh:

+ Don klen nghi, phan 4nh thudc thim quyen trach nhiém cta co quan, t6 chic,
don vi giai quyét thi nguoi xtr 1y don dé xuat thu trudng co quan, to chirc, don vi thy
ly giai quyét.

+ Pon kién nghi, phan 4nh khong thudce thAm quyén giai quyét clia co quan, to
chure, don vi thi nguoi xur 1y don dé xuat thu truong co quan, t chirc, don vi xem Xeét,
quyét dinh viéc chl}yen don va cac tai liéu kem theo (néu c6) dén co quan, t6 chuc,
don vi, nguoi c6 tham quyén dé giai quyét.

- Pon ¢6 nhiéu ndi dung khac nhau

Pbi voi don co nhiéu ndi dung khac nhau thudc thim quyén giai quyét ctia nhiéu
co quan, t chirc, don vi thi nguoi xu ly don huong dan nguoi gui don tach riéng tung
ndi dung dé giri dén dung co quan, to chirc, don vi c6 tham quyén giai quyét.
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- Pon thudc tham quyén giai quyét cia co quan tién hanh t6 tung, thi hanh an:

Pon thudc thim quyén giai quyét ciia co quan tién hanh t4 tung hinh sy, tb tung
dan sy, t0 tung hanh chinh, thi hanh an thi ngudi xtr Iy don huéng dan gui don hoac
chuyén don dén co quan c6 tham quyén dé xu 1y theo quy dinh cta phéap luat t6 tung
hinh su, t0 tung dan sy, t6 tung hanh chinh, thi hanh an.

- Pon thudc thAm quyén giai quyét ciia co quan dan ct:

Nguoi xtr 1y don huéng dan giri don hodc chuyén don dén co quan c6 tham
quyén dé duogc gidi quyét theo quy dinh ctia phap luat.

- Pon thudc tham quyén giai quyet ctia to chutrc chinh tri, to chirc chinh tri - xa

hoi, t6 chure chinh tri, x& hoi - nghé nghiép, to chirc xa hoi, to chic xi hoi - nghé
nghiép, to chirc ton gido:

Nguoi xu 1y don trinh thu truong co quan, t6 chirc, don vi huéng dan nguol gui
don hodc chuyén don dén to chirc co thim quyén dé duoc xem xét giai quyét theo quy
dinh cta phap luat va Diéu 1¢, Quy ché cta to churc do.

- Pon thudc thim quyén giai quyét ctia don vi su nghiép cong lap, doanh nghiép
nha nudc:

Nguoti xu ly don trinh thu trudng co quan, t6 chuc, don vi huéng din ngudi gui
don hodc chuyén don dén don vi sy nghiép cong 1ap, doanh nghiép nha nudc do dé
gidi quyét theo quy dinh cua phdp luat.

- Bon khiéu nai, t0 cdo, ki€n nghi, phan anh nhiing vu viéc c6 tinh chat phtc tap

Pon kién nghi, phan anh, khiéu nai, t6 cao phtc tap, gay gat véi sy tham gia cua
nhiéu ngudi; nhitng vu viéc cé lién quan dén chinh sach dan toc, ton gido thi ngudi xur
1y don phai bao céo voi thi trudng co quan, to chire, don vi dé 4p dung cac bién phap
theo tham quyén kip thoi xir Iy hodc dé nghi voi cac co quan, to chic, don vi ¢6 lién
quan &p dung bi¢n phap xur ly.

1.2. Cach thire thuce hién

Cong dan gtri don dén co quan hodc giri don qua duong buu dién.
1.3. Thanh phan, s6 lwrong hd so

a) Thanh phan hd so:

Don khiéu nai, don t6 cao, don kién nghi, don phan &4nh va céc tai li€u, chiing cu
lién quan (néu co).

b) S6 lwong ho so: 01 bd.

1.4. Thoi han gidi quyét: Trong thoi han 10 ngay, ké tir ngay nhan duoc don
khiéu nai, t6 cdo, kién nghi, phan anh.

1.5. Pdi twong thwe hién TTHC: C4 nhan, t6 chuc.
1.6. Co quan thwe hién TTHC

- Co quan c6 thim quyén quyét dinh: Chu tich UBND cap huyén, Chanh Thanh
tra huyén, Trudng phong truc thuéc UBND cap huyén.
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- Co quan tryc tiép thuc hién: Ban :ciép cong dan cip huyén, Thanh tra huyén, cac
phong chuyén mon tryc thugoc UBND cap huyén.

1.7. Két qua thue hién TTHC
“Van ban tra 101, van ban huong dan, van ban chuyén don hodc van ban thu 1y giai

quyét khiu nai, t6 céo, ki€én nghi, phan anh.

1.8. Tén mau don, mau to khai: Khong.

1.9. Can cir phap ly cuia TTHC

- Luat khiéu nai, Luat to cdo ndm 2011;

- Luat tiép cong dan nam 2013;

- Nghi dinh s6 7 5/2012/ND-CP ngay 03/10/2012 cua Chinh phu quy dinh chi tiét
mot s6 diéu cua Luat khi€u nai;

- Nghi dinh sé 76/2012/ND-CP ngay 03/10/2012 cta Chinh phu quy dinh chi tiét
thi hanh mdt s6 diéu cua Luat to cao;

- Nghi dinh s6 64/2014/ND-CP ngy 26/6/2014 ciia Chinh phu quy dinh chi tiét
mot sO diéu cua Luat ti€p cong dan;

- Thong tu s6 07/2014/TT-TTCP ngay 31/10/2014 cta Thanh tra Chinh phu quy
dinh quy trinh x{r Iy don khiéu nai, don t6 cdo, don kién nghi, phan anh.
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MAu s6: 01(Ban hanh kém theo Thong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)ol CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eei Poc lap - Tu do - Hanh phuc
S6:  /PX-..... (3) ....., Ngay.... thang...
PHIEU PE XUAT THU LY PON .......ccuuuueeene “4)
Kinh gli: ..o (%)
Ngay ...... R L (2) nhan dugcdon ...............oeeeeeel. (4)
CUA ONE (D) ..ttt 6)
8D 3 P e] 1| P PRRRRRRRP
NO1 dung don: ......oeeeevvieeiieeiieeee e s (7)
Pondaduge ...l (8) giai quyét ngay ......... [eveionid i (néu co) ’
Sau khi xem xét ndi dung don va cén ctr quy dinh cta phap luat, dé xuat thu 1y dé giai quyét
don ... (3)cuadng (ba) ....ovvvvveiiiiiinn, (%)
Phé duyé¢t cua ...... (5) Lanh dao don vi dé xuat Ngudi dé xuat

Ngay..... thang....
nam.... (Ky, ghi rd ho tén) (Ky, ghi 1o ho tén)
(Ky, ghi 10 ho tén)

(1) Tén co quan, té chtre, don vi cp trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vixtr ly don.

(3) Chit viét tat tén co quan, to chure, don vi xur 1y don.

(4) Pon khiéu nai hoic don t6 cao hogc don kién nghi, phan anh.

(5) Thu trudng co quan, t6 chirc, don vi co thAm quyén giai quyet

(6) Ho tén nguoi khleu nai hodc ngudi t6 cao hodc nguoi kién nghi, phan anh.
(7) Trich yéu tom tit vé ndi dung don.

(8) Nguoi c6 tham quyén di giai quyét (néu co).
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MAu s6: 02(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
S6:  [TB-....(3) ....., Ngay.... thang.... nam....

THONG BAO
Ve viéc khieéu nai khong du dieu kién thu ly gidi quyet

Ngay....... A A s (2) nhan duoc don khiéu nai cia ................ (4)

DA CII: oo

NOT AUNEZ GOMN: .ttt ettt e et e e eeeeneeeneeas (%)

Sau khi xem xét ndi dung khiu nai va can &t quy dinh tai Diéu 11 ctia Ludt khiéu nai, don
Khiéu nai ctiia 6ng (ba) khong du diéu kién thu 1y gidi quyet vi .........ccueeneenee. (6)
PP (2) thOng BAO A€ ...ovvvorrrrecce e 4
DIt VA DO SUNG ..o (7) @€ thuc hién viéc khi€u nai

Noinhén: . 8
- (4); ( )

Law .2, (Ky, ghi 15 ho tén va dong dau)

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu c6).

(2) Tén co quan, t6 chirc, don vi ban hanh thong bao.

(3) Chir viét tit tén co quan, to chirc, don vi ban hanh thong béo.

(4) Ho tén nguoi khiéu nai.

(5) Trich yéu tém tét ndi dung khiéu nai.

(6) Néu ly do khong thuy 1y giai quyét.

(7) Néu rd thu tuc can thiét theo quy dinh dé dugc xem xét, giai quyét.
(8) Chtrc vu ngudi c6 thdm quyén ky thong bao.
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MAu s6: 03(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)ol CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eei Déc 1ap - Tu do - Hanh phic
Sé:  /...3)- ... (@) ....., Ngay.... thang.... nam
Kinh gtri: ong (ba).....cooviiiiii (%)
Ngay ...../...... [eee.. s e (2) nhan duoc don cia 6ng (ba) khiéu nai vé viéc
.............................................................................................................................. (6)

Sau khi xem xét ndi dung khiéu nai va cin cir Luat khiéu nai, Nghi dinh s6 75/2012/ND-CP
ngay 3 thang 10 nam 2012 cua Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat
khiéu nai, don khiéu nai cua oOng (bd) khong thudc tham quyén giai quyét cua

....................................................................................................... (2)

......... e (2) trd lal don va hudng dan ong (ba) gui don khiéu

naitdeén ..o (7) dé duoc giai quyét theo thim quyén.
......................... (8) )

Noi nhan: (Ky, ghi o ho tén va dong dau)

T VT . (0.

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu c6).

(2) Tén co quan, t6 chirc, don vi ban hanh vin ban huéng din.

(3) Chit viét tit tén co quan, td chirc, don vi ban hanh vin ban huéng dan.

(4) Chir viét tat tén don vi soan thao vin ban hudng dan.

(5) Ho tén ngudi khiéu nai.

(6) Trich yéu tom tét ndi dung khiéu nai.

(7) Chirc danh nguoi dimg dau co quan, t6 chirc, don vi c6 tham quyén giai quyét khiéu nai.
(8) Chirc vu ngudi c6 thim quyén ky van ban hudng dan.
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MAu s6: 04(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eei Déc 1ap - Tu do - Hanh phic
Sé: (3) - 4 .....,ngay.... thang...
V/v tra lai dO'n chuyen khoéng ding
thim quyén
Kinh gli: oo (%)
Ngay ...../...... [eee.. ) e (2) nhén dugc van ban .........ccceveeennn. (6)
chuyén don ctia ong (ba) .....ooovveevvneeieeeein., (7), &2 Chi.eeeeeeeeeeeeeeeees
Don CONOT AUNG: ..o e (8)

Sau Khi xem xét ndi dung don va cén clr theo quy dinh cta phap luat vé khiéu nai, don cua

..................... (7) khong thudc tham quyén giai quyét clia ........ococevvevece.n(2)

..... ceveenennnno(2) tra lai don dé ....covvevvn.e. (5) chuyén dung co quan c6 tham quyén giai
quyet.

Noinhgn: 9) )

- Nhu trén; (Ky, ghi 16 ho tén va dong dau)

- Luu: VT; ... (4).

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu c6).

(2) Tén co quan, td chire, don vi gui van ban tra lai don.

(3) Chit viét tit tén co quan, td chirc, don vi giri vin ban tra lai don.

(4) Chir viét tit tén don vi soan thao van ban tra lai don.

(5) Ho tén nguoi chuyén don hodc tén co quan, to chic, don vi chuyén don.
(6) Trich yéu sd, ky hiéu, ngay thang nim vin ban chuyén don cua (5).

(7) Ho tén nguoi co don.

(8) Trich yéu noi dung don.

(9) Chtrc vu ngudi c6 tham quyén ky vén ban tra lai don.
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MAu s6: 05(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
S6:  /...(3)-....(4) ....., Ngay.... thang.... nam....

V/v chuyén don t6 cdo

Kinh gli: ..o (%)
Ngay ...../ ...... [uin.. y eeenens (2) nhan duoc don t6 céo cua ong (ba) ................. (6)
DA ChI: oo
Don €O NOT AUNG: ..o e (7)
Sau lghi xem >§ét ndi dung don va can ctr quy dinh cua Luat td céo, e (2)
chuyén don t6 cdo cia Ong (bA) .....coovvviiniiiiiiiiiii e (6)dén ............... (5)

dé giai quyét theo quy dinh cta phap luat.

......................... (8)

Noi nhan: (Ky, ghi o ho tén va dong dau)
- Nhu trén;

-...(6);

- Luu: VT; ... (4).

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh vin ban chuyén don t6 cao.

(3) Chit viét tat tén co quan, t6 chirc, don vi ban hanh vin ban chuyén don.

(4) Chir viét tat tén don vi soan thao vin ban chuyén don.

(5) Chtrc danh thu truéng co quan, t6 chirc, don vi c6 tham quyén giai quyét té cao.
(6) Ho tén ngudi td cdo.

(7) Trich yéu ndi dung t6 cdo.

(8) Chtrc vu ngudi c6 thdm quyén ky vian ban chuyén don t6 céo.
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MAu s6:06(Ban hanh kém theo Thong tw s6 07/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
Sé:  /...3)- ... 4 ....., Ngay.... thang...

V/v chuyén don kién nghi, phan 4nh

Kinh gli: ..o %)

Ngay ...../...... [eee... s e (2) nhan dugc don cia ong (ba) .....coecvvveeeeennennee. (6)

Don CONOT AUNG: ..ooeniiiiieieeeee e e (7)

Sau khi xem xét ndi dung don va cén ctr quy dinh ctua phéap luat, ....................... (2)
chuyen don cua ong (ba) ..........ccveennne (6) AN . (5) dé duoc xem xét, giai

quyet

Noinhan: (®)

- Nhu trén; (Ky, ghi 10 ho tén va dong dau)
- ...(6);

- Luu: VT; ... (4).

(1) Tén co quan, té chtre, don vi cép trén truc tiép (néu c0).

(2) Tén co quan, t6 chirc, don vi ban hanh véan ban chuyén don kién nghi, phan anh.
(3) Chir V1et tat tén co quan, tb chirc, don vi ban hanh vin ban chuyén don.

(4) Chir viét tat tén don vi soan thao van ban chuyen don.

(5) Co quan, to chirc, don vi c6 thim quyén giai quyét.

(6) Ho tén nguoi kién nghi, phan anh.

(7) Trich yéu ndi dung kién nghi, phan anh.

(8) Chtrc vu ngudi c6 tham quyén ky vin ban chuyén don.
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M3u s6:07(Ban hanh kém theo Thong tw s6 07/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
S6:  /HD-....(3) ....., NgAy.... thang...
HUONG DAN

Pon c6 nhiéu ndi dung khac nhau thudc nhiéu co quan cé tham quyén giai quyét

Ngay ...../...... [uin.. s e (2) nhan dugc don cua ong (ba) ............. 4)

DA CHI: e e e e e e e e aaaaes

Sau khi xem xét ndi dung don va thong tin, tai liéu kém theo (néu co), don cua ong (ba)
khong thudc tham quyén giai QUYL CUA ..o (2) No6i dung don
ctia 6ng (ba) thudc tham quyén giai quyét clia cac co quan sau day:

-NOidung ..ooveiiiii (5) thudc tham quyén giai quyét ctia ................... (6)
-Noidung oo (5) thudc tham quyén giai quyét cta ................... (6)

o eerrererreeererre e e e s e tee s e teeeeraeeseratasensaaann (7) bé nghi 6ng (ba) viét tach cac ndi dung don

nhu d3 hudéng dan gii dén co quan c6 thdm quyén dé duoc giai quyét theo quy dinh cua
phap luat.

Noinhan: (®)
- @) (Ky, ghi 16 ho tén va dong dau)
- Luu: VT; ... (3).

(1) Tén co quan, to chtrc, don vi cép trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh vén ban huéng dan.

(3) Chir viét tit tén co quan, t6 chue, don vi ban hanh vin ban huéng dan.
(4) Ho tén cua nguoi viét don.

(5) Trich yéu ndi dung khiéu nai, t& cdo hodc kién nghi phan anh.

(6) Chtrc danh thu truong co quan, td chire, don vi c6 thdm quyén giai quyét.
(7) Céc ndi dung khac (neu c0)..

(8) Chirc vu ngudi c6 thim quyén ky vin ban hudng dan.
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C. TTHC GIAI QUYET TAI CAP XA

I. LINH VU'C GIAI QUYET KHIEU NAI
1. Thii tuc gidi quyét khiéu nai l1an dau
1.1. Trinh tu thuc hién

- Buéc 1: Tiép nhan don khiéu nai

Néu khiéu nai thudc thim quyén giai quyet ctia Chu tich UBND cap x4 theo quy
dinh tai Diéu 17 Luat khiéu nai, nguoi khiéu nai phai giri don va céc tai lidu lién quan
(néu ¢06) cho co quan c6 tham quyén.

- Bu6c 2: Thy 1y giai quyét khiéu nai

Trong thoi han 10 ngay, ké tir ngay nhén dugc don khleu nai thudc tham quyén
giai quyét cua minh, co quan c6 tham quyen thu Iy giai quyét va thong bao vé viéc thy
ly giai quyét; truong hop khong thu 1y dé giai quyét thi néu rd 1y do.

- Budc 3: Xac minh ndi dung khiéu nai

Trong thoi han gidi quyet khleu nai lan dau theo quy dinh tai Piéu 28 Luat khiéu
nai, co quan c6 tham quyén giai quyét khiéu nai c6 trach nhiém:

+ Kiém tra lai quyet dinh hanh chinh, hanh vi hanh chinh ctia minh, ctia nguo61 co
trach nhi€ém do minh quan 1y truc ti€p, néu khi€u nai dung thi ra quyét dinh giai quyét
khi€u nai ngay.

+ Trudng hop chua c6 co s két luan ndi dung khiéu nai thi UBND x4 tién hanh
xac minh, két luan nd1 dung khi€u nai.

’ Viéc xac minh ndi dung khiéu nai duoc thu:c hién theo quy dinh tai Piéu 29 Luat
khi€u nai; Muc 2, chuong II cua Thong tu so 07/2013/TT-TTCP ngay 31 thang 10
nam 2013 cua Thanh tra Chinh phu quy dinh quy trinh gidi quyét khiéu nai hanh
chinh.

- Budc 4: To chuc doi thoai (néu yéu cau cua nguodi khiéu nai va két qua xac
minh ndi dung khiéu nai con khéac nhau)

+ Dai dién co quan giai quyét khiéu nai tryc tiép gip gd, ddi thoai vOi nguoi
khiéu nai, ngudi bi khiéu nai, ngudi co quyen nghia vy lién quan, co quan, t churc,
ca nhan co lién quan dé lam rd noi dung khiéu nai, yéu cau cta nguoi khiéu nai va
hudng giai quyét khiéu nai, thong bao bang van ban voéi nguoi khiéu nai, nguoi bi
khiéu nai, nguoi co quyén va nghia vu lién quan, co quan, t6 chic ¢ lién quan biét
thoi gian, dia diém, ndi dung viéc gap g, ddi thoai.

+ Khi d6i thoai, dai dién co quan c6 thim quyén néu rd ndi dung . can d6i thoai;
két qua xac minh nodi dung khiéu nai; nguoi tham gia dbi thoai co quyen phat biéu ¥
kién, dua ra nhitng bang chimg lién quan dén vu viéc khiéu nai va yéu cau ctia minh.

+ Viéc dbi thpa_u du:orc, 1ap thanh bién ban; bién b;m ghi 10 y kién cua nhiing
nguoi tham gia; két qua doi thoai, c6 chtr ky hodc diém chi cua ngudi tham gia;
truong hop nguoi tham gia doi thoai khong ky, diém chi x4c nhan thi phéai ghi 10 1y
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do, bién ban nay dugc luu vao ho so vu viéc khi€u nai. Két qua doi thoai 1a mot trong
cac can cu dé giai quyét khi€u nai.
- Budc 5: Ra quyét dinh giai quyét khi€u nai.

Chu tich UBND cép x4 ra quyét dinh giai quyet khiéu nai bang van ban va trong
thoi han 03 ngay lam viéc va gui quyét dinh giai quyét khiéu nai cho nguoi khiéu nai,
ngudi bi khiéu nai, ngudi c6 quyén, nghia vu lién quan, co quan quan 1y cip trén.

1.2. Cach thirc thuc hién

Cong dan gtri don tryc tiép hodc theo duong buu dién.
1.3. Thanh phén, s6 lwgng hd so

a) Thanh phan ho so, bao gom:

+ Pon khiéu nai hodc ban ghi 1o1 khiéu nai;

+ Tai liéu, chimg cr do cac bén cung cap;

+ Bién ban kiém tra, xac minh, két luan, két qua giam dinh (néu co);
+ Bién ban to chirc doi thoai (néu cb);

+ Quyét dinh giai quyét khiéu nai;

+ Ca4c tai liéu khac c6 lién quan.

b) S6 luong hd so: 01 bo.

1.4. Thoi han giai quyét

Theo Diéu 28 Luat khiéu nai

Thot han giai quyét khiéu nai lan dau khong qué 30 ngay, ké tir ngay thu ly dé
giai quyet d6i v6i vu viéc phirc tap thi thoi han giai quyet c6 thé kéo dai hon nhung
khéng qua 45 ngay, ké tir ngay thu ly dé giai quyét. O ving sau, vung xa di lai kho
khan, thi thoi han giai quyét khiéu nai 1an dau khong qué 45 ngay, ké tir ngay thy Iy
dé giai quyét; d6i voi vu viéc phic tap thi thoi han giai quyét c6 thé kéo dai hon
nhung khong qua 60 ngay, ké tir ngay thu 1y dé giai quyét.

1.5. P6i twong thue hién TTHC: C4 nhan, t6 chirc

1.6. Co quan thyc hién TTHC

- Co quan c6 tham quyén quyét dinh: Chu tich UBND cap xa.

- Co quan tryc tiép thyc hién: UBND cap xa.

1.7. Két qua thue hién TTHC: Quyét dinh giai quyét khiéu nai 1an dau.
1.8. Tén mau don, mau to khai

Cac mau van ban ban hanh kém theo Thong tu sd 07/2013/TT-TTCP ngay
31/10/2013 cta Thanh tra Chinh phu quy dinh quy trinh gidi quyét khiéu nai hanh
chinh.

1.9. Yéu céu, diéu kién thuc hién TTHC

Theo Diéu 2, Piéu 8 va Piéu 11 Luat khiéu nai
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- Nguoi khiéu nai phai 1a ngudi co6 quyén, loi ich hop phap chiu tac dong truc
tiép boi quyét dinh hanh chinh, hanh vi hanh chinh ma minh khiéu nai.

- Nguoi khiéu nai phai 1a ngudi c6 ning luc hanh vi dan su day du theo quy dinh
cua phap luét; trong truong hop thong qua nguoi dai dién dé thuc hién viéc khiéu nai
thi ngudi dai dién phai theo quy dinh tai Piéu 12, Diéu 16 Luat khiéu nai.

- Nguoi k,hleu nai phai 1am don khiéu nai va giri dén dung cO quan co tham
quyén giai quyét trong thoi han, thoi hi¢u theo quy dinh cua Luat Khiéu nai.

- Viéc khiéu nai chua c6 quyét dinh giai quyét 1an hai.
- Viéc khiéu nai chua dugc toa an thy 1y dé giai quyét.
1.10. Can cwr phap ly cia TTHC

- Luat khiéu nai;

- Nghi dinh s6 75/2012/ND-CP ngay 3/10/2012 quy dinh chi tiét mot so diéu cia
Luat khiéu nai,

- Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 cta Thanh tra Chinh phu quy
dinh quy trinh giai quyét khiéu nai hanh chinh.
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PHU LUC BQ THU TUC HANH CHINH
CAC MAU VAN BAN

MAu s6 : 01 (Ban hanh kém theo Théng tw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phii)

.......... €D I CONG HOA XA HQI CHU NGHIA VIET NAM
.......... ) I Poc 1ap - Tw do - Hanh phic
Sé: ../TB-....... L ,ngay ... thang ... nam
THONG BAO

Veé viéc thu ly giai quyét khiéu nai ...(3)

Kinh gwri: ................... (€
Ngay ... thang... nam ...(2)... da nhan duoc don khiéu nai caa .......... (3 T
DA Chiteec e s
S6 CMND/H9 chiéu, ngdy cap, noi Cap: ..........oevveneeennn.n. (5)eeeneeeeenieeieeee
Khidu nai V& VIEC ...oevvneeeeeeiie e (0) et

Sau khi xem xét ndi dung don khiéu nai, can ctr Luat khiéu nai nam 2011, don khiéu nai du diéu
kién thy 1y va thugc tham quyén giai quyét cua

.................... () e e

Pon khiéu nai d duoc thy 1y giai quyét ké tir ngay ... thang ... nim

Vay thong bao dé ....... ). dugc biét./.

Noi nhan: Ngudi dirng diu co quan, to chirc, don vi
- Nhu trén; (Ky, ghi r6 ho tén va dong dau)

- (8.

-9).

- Luu: VT, hd so.

(1) Tén co quan, to chtrc, don vi cip trén tryc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi thong bao vé viée thy 1y giai quyét khiéu nai.

(3) Lan giai quyét khiéu nai: "1an dau" hoic "lan hai".

(4) Ho tén nguoi khiéu nai (hoic tén co quan, t6 chuc khiéu nai).

(5) Néu nguoi khiéu nai khong co CMND/HO chiéu thi ghi c4c thong tin theo gidy to tiy than.

(6) Tém tat ndi dung khiéu nai.

(7) Nguoi giai quyet khiéu nai.

(8) Tén co quan, t6 chirc, don vi, ca nhan co thAm quyén chuyén khiéu nai dén (néu c0).

(9) Tén co quan thanh tra nha nudc cing cip (trir trudng hop giai quyét khiéu nai quyét dinh ky luat
can bg, cong chuc).

MAu s6: 02 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)
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.......... €D I CONG HOA XA HQI CHU NGHIA VIET NAM

.......... ) I Poc 1ap - Tw do - Hanh phic
Sé: ../TB-....... L. ,ngay ... thang ... nam

‘ THONGBAO
Ve viéc khong thu ly gidi quyet khieu nai

Kinh gtri: ................. ) NOTPPRIRIN
Ngay ... thang ... nam ..., ... (2)... dd nhan dugc don khiéu nai cua ............ 3)........
D;a &) 11 S USSP OUPRRTRPPPPPN
S6 CMND/HO chiéu, ngay cap, noi Ap: ..........oveevveeeeeeennnn... (4)eeeeeieeieee,
Khidu 021 V& VIEC ....ovvniiie e () TR

Sau khi xem Xét ndi dung don khié'u’nai, can ctt Diéu 11 Luat khiéu nai nam 2011, don khiéu nai
khong du diéu kién de thu 1y giai quyét vi ly do sau day:

Nguoi ding diu co quan, to chire, don vi

Noi nhan: (K, ghi rd ho tén va déng dau)

- Nhu trén;
(D

— (8

- Luu: VT, ho so.

(1) Tén co quan, té chtrc, don vi cip trén trye tiép (néu cb).

(2) Tén co quan, t chirc, don vi thong bao vé viéc khong thu 1y giai quyét khiéu nai.

(3) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chic khiéu nai).

(4) Néu ngudi khiéu nai khong co6 CMND/H chiéu thi ghi cac thong tin theo gidy to tily thén.

(5) Tém tat ndi dung khiéu nai.

(6) Ly do ctia viéc khong thu 1y giai quyét khiéu nai.

(7) Tén co quan, to chirc, don vi, ca nhan c6 tham quyén chuyén khiéu nai dén (néu co).

(8) Tén co quan thanh tra nha nudc ciing cap (trir truong hop giai quyét khiéu nai quyét dinh ky luat
can b, cong chirc).
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MAu s6: 03 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sé: ../TB-....... . ,ngay ... thang ... ndm
QUYET PINH

Ve viéc giao nhiém vu xac minh ndi dung khi€u nai

Can cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s 75/2012/NB-CP ngay 03 thang 10 ndm 2012 ctia Chinh pht quy dinh chi tiét
mét s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 ctia Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

Can Clr ... (B) e ;
Xétdenghicta ......ooooviiiiiniiiinii (8 ,
QUYET DINH:

Piéu 1. Giao ....(6).... tién hanh xéc minh 1am rd ndi dung khiéu nai cta ....(7).... vé viéc ....(8)....
...(6).... bdo cdo két qua xac minh ndi dung khiéu nai néu trén voi ....(3).... trude ngay... thang ...
nam ...

Piéu 2. Nguoi ding dau ....(6)...., ....(9).... chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi giai quyét khiéu nai

Noi nhan: (K, ghi rd ho tén va déng dau)

- Nhu Dicu 2;
- Luu: VT, ho so.

(1) Tén co quan, to chure, don vi cip trén truc t1ep (neu o).

(2) Tén co quan, to chirc, don vi thu 1y giai quyét khiéu nai.

(3) Chuc danh cua nguoi ¢6 thim quyén ban hanh quyét dinh giao nhiém vu xac minh noi dung
khiéu nai.

(4) Van ban quy dinh vé chuc nang, nhiém vuy, quyén han cua co quan, td chirc, don vi ban hanh
quyét dinh.

(5) Co quan, té chirc, don vi, ca nhan dé xuat viéc giao nhiém vu xac minh noi dung khiéu nai.

(6) Co quan, t chirc, don vi dugc giao nhiém vu xac minh néi dung khiéu nai.

(7) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chic khiéu nai).

(8) Noi dung dugc giao xac minh.

(9) Nguoi dimg dau co quan, t chire, don vi, ca nhan lién quan.
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MAu s6 : 04 (Ban hanh kém theo Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sé: ../TB-....... . ,ngay ... thang ... ndm
‘ QUYET PINH ,
Ve viéc xac minh ni dung khiéu nai
..................... () TUTTOTR

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s 75/2012/NB-CP ngay 03 thang 10 nim 2012 ctia Chinh pht quy dinh chi tiét
mot s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 ctia Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CanCl .o (4) e ;

CAnCll .o (5) et ;

Xét A8 nhi CUA ....oovvvneeeiie e, (6) et ,
QUYET PINH:

Piéu 1. Tién hanh xac minh ndi dung khiéu nai cua ...(7)... vé viéc ...... 8)......

Thoi gian xdcminh 1a ....... ngay lam viéc.

Piéu 2. Thanh 1ap Poan/T6 x4c minh gom:

1.Ong (bA) ..oveeveeieei e chliic VUl...oovovvvenenee, Truéng Poan/T6 trudng;

2.0ng (DA) .oieiiieie chire vu......... Phé truong Poan/T6 pho (néu co);

3.0ng (DA) ooovvneeieiieee ChUC VUL Thanh vién;

PRSPPSO PPPTR

Poan/T6 xac minh c6 nhiém vu kiém tra, x4c minh 1am r& ndi dung khiéu nai duoc néu tai Piéu 1

Quyét dinh nay.

Truong Poan/To trudng To xac minh, thanh vién T6 xac minh thyc hién quyén, nghia vu ctia ngudi
c6 trach nhiém xac minh theo quy dinh tai Luat khiéu nai va _quy dinh phap luét c6 lién quan.

Piéu 3. ...(9)..., nhiing nguoi co tén tai Diéu 2 va co quan, to chirc, don vi, c4 nhan c6 lién quan chiu
trach nhiém th1 hanh Quyét dinh nay./.

Ngudi ban hanh quyét dinh xéc minh

Noi nhén: (Ky, ghi 15 ho tén va dong dau)

- Nhu Diéu 3‘;
- Luu: VT, ho so.

(1) Tén co quan, td chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi ban hanh quyét dinh xac minh noi dung khiéu nai.

(3) Churc danh cua nguoi c6 thim quyén ban hanh quyét dinh xac minh né1i dung khiéu nai.

(4) Van ban quy dinh v€ chirc nang, nhiém vy, quyén han cua co quan, t6 chtrc, don vi ban hanh
quyét dinh x4c minh noi dung khiéu nai.

(5) Quyét dinh giao nhiém vy xac minh ndi dung khiéu nai.

(6) Co quan, to chtrc, don vi, ca nhan dé xuit viéc xac minh ndi dung khiéu nai (néu c6).

(7) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chuc khiéu nai).

(8) Noi dung dugc giao xac minh.

(9) Nguoi ding dau co quan, t6 chirc, don vi, ¢4 nhan chiu trach nhiém thi hanh quyét dinh.
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MAu s6 : 05 (Ban hanh kém theo Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
BIEN BAN LAM VIEC

Vao hoi... gid ... ngdy ... thang ... nAM ..., tai ......ooeeveneeeineeneennn., () I ;
Chung t6i gdom:
1. Nguoi c6 trach nhi¢m xac minh: ..., () I
2. Nguoi lam viéc voi nguoi ¢ trach nhiém xac minh: .................. () S
3 N0 dung [am VIEC: ..veiii ((C) I
4. Kt QUA TAM VIBC ..ot ) R
5. Nhitng ndi dung khac co lién quan: ..., (€]

Budi 1am viéc két thiic vao hdi ... gio ... phat ciing ngay (hodc ngdy .../...[...).

Bién ban nay da duoc doc cho nhitng ngudi 1am viéc cing nghe, moi ngudi nhét tri véi ndi dung
bién ban va xac nhan dudi day.

Bién ban duoc 1ap thanh ... ban mdi bén gitr 01 ban./.

Nguwoi lam viéc véi nguoi Nguoi c6 trach nhi€ém xdc minh
¢6 trach nhiém xac minh (ky va ghi r6 ho tén, dong dau - néu cd)
.................. (C) TR

(1) Co quan, t6 chirc, don vi ban hanh quyét dinh xac minh hoac truc tiép tién hanh xac minh.

(2) Poan/Té xac minh duoc thanh 1ap (néu co).

(3) Pia diém lam viéc.

(4) Ho tén, chuc danh cua nguoi c6 trach nhiém xac minh.

(5) Ghi 15 ho tén, dia chi, s6 dién thoai lién hé (néu c6) ciia nguoi 1am viéc voi nguoi co trach nhiém
x4c minh nhu: nguoi khiéu nai, nguoi bi khiéu nai, dai dién co quan, to chie, don vi va ca nhan c6
lién quan.

(6) Cac ndi dung lam viéc cu thé.

(7) Két qua lam viéc da dat duoc, nhimg ndi dung da thong nhét, nhiing van dé con c6 y kién khac
nhau, dé xuét, kién nghi cua cac bén tham gia budi lam viéc.

(8) Nhitng ndi dung khac chua dugc thé hién & (6), (7).

(9) Chir ky (ghi & ho tén) hodc diém chi ciia nhitng ngudi cung lam viéc. Trong trudng hop c6
nguoi khong ky thi trong bién ban phai ghi rd va dé nghi ngudi lam chimg ky vao bién ban.
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MAu s6: 06 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sé: T ,ngay ... thang ... ndm
V/v cung cép thong tin, tai liéu,
bang chung
Kinh gtri: ............ c(B)e ’
Ngay ... thang ... vey +.(4)... da thu ly gidi quyet khi€u nai cua ....... 5)....... doi voi

Theo quy dinh ctia phép luat va dé phuc vu viée giai quyét khiéu nai, ...(2)... dé nghi...(3)... cung cip
cho ...(2)... nhitng thong tin, tai li€u, bang ching sau day:

Pé nghi ...(3)... chuan bj day du nhitng thong tin, tai liéu, bang ching néu trén va gui cho ...(2)...
trude ngay ... thang ... nam

R4t mong nhan duoc su quan tim, hop tac cia ...(3).../.

Nguoi ding dau co quan, to chire, don vi
Noi nhén: (ky, ghi rd ho tén - dong dau néu co)
- Nhu trén;
- Luu: VT, ho so.

(1) Tén co quan, té chure, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chtrc, don vi giri vin ban dé nghi cung cap thong tin, tai lidu, béng chung.

(3) Tén co quan, t6 chirc, don vi, ca nhan duoc dé nghi cung cap thong tin, tai liéu, bang chimg.

(4) Nguoi giai quyet khiéu nai.

(5) Tén nguoi khiéu nai (hodc tén co quan, to chic khleu nai).

(6) Quyét dinh hanh chinh, hanh vi hanh chinh, quyét dinh ky luat can bo, cong chire bi khiéu nai.
(7) Céc yéu cau dbi v6i thong tin, tai lidu, béng ching dé nghi cung cép.

(8) Pia chi nhan théng tin, tai liéu, bang ching hodc ngudi duoc giao tryc tiép nhan thong tin, tai
lidu, bang ching.
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MAu s6: 07 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc

GIAY BIEN NHAN
Vé viéc ti€p nhan thong tin, tai li¢u, bang chimg
Vao hoi... gid ... ngdy ... thang ... nam ..., tai ...........coeeeennne.... ()
Bén nhan thong tin, tai liéu, bang chimg:

Gidy bién nhan nay duoc lap thanh ... ban, mdi bén giir 01 ban./.

Béngiao ’ Bén nhin ’
(ky, ghi rd ho tén, dong dau - néu co) (ky, ghi 0 ho tén, dong dau - néu co)

(1) Tén co quan, t6 chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, td chirc, don vi tiép nhan thong tin, tai liéu, bang chimg.

(3) Ghi s6 trong truong hop Gidy bién nhan duoc quan 1y, theo ddi bang s6 vin ban.

(4) Pia diém giao, nhan thong tin, tai liéu, bang ching.

(5) Ho tén, chtic danh, co quan, td chirc, don vi cong tac cua nguodi nhan théng tin, tai licu, bé“mg
chung.

(6) Ho tén, churc danh, co quan, td chuc, don vi cong tac hodc dia chi ciia nguoi giao thong tin, tai
liéu, bang chung.

(7) Loai thong tin, vat mang tin, tén, s6 trang, tinh trang tai liéu, béng chung.
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MAu s6: 08 (Ban hinh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phii)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
Sb: .../... .....,ngay ... thang ... ndm

Dé ¢ co so cho viée giai quyét khiéu nai bao dam chinh xac, khach quan, ...(2)... trung ciu gidm
dinh cac thong tin, tai li€u, bang ching sau day:

Vay dé nghi ...(3)... tién hanh giam dinh va gii két qua cho ...(2)... trude ngay...thang ... ndm ...
...(2)... ctt ong (ba) ...(5)... truc tiep ban giao thong tin, tai liéu, bang chung va nhan két qua giam
dinh.

Kinh phi gidm dinh (néu phai chi tra) do ...(2)... chi tra theo quy dinh.

Rat mong su quan tam, hop tac cua ...(3).../.

Nguoi ding diu co quan,

Noi nhén: to chirc, don vi trung cau giam dinh
- Nhur trén; (ky, ghi 1 ho tén va déng dau)

- (5.

-..(0)...;

- Luu: VT, hd so.

(1) Tén co quan, to chtrc, don vi cap trén tryc tiép (néu cb).

(2) Tén co quan, to chure, don vi trung cau giam dinh.

(3) Tén co quan, to chirc dugc trung cdu giam dinh.

(4) Théng tin, tai liéu, bang chimg dé nghi giam dinh va ndi dung can giam dinh.

(5) Ho tén, chtrc vy, chttc danh ctia ngudi dugc cir ban giao thong tin, tai li€u, béng chung, tiép nhan
két qua giam dinh.

(6) Bon vi, bd phan quan 1y tai chinh cua co quan, td chire, don vi dé nghi trung cau giam dinh.
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MAu s6: 09 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... ..., ngay ... thang ... ndm
‘ QUYET PINH ,
Ve viéc tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai
............... (R ) T

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s6 75/2012/NB-CP ngay 03 thang 10 nim 2012 cta Chinh phu quy dinh chi tiét
mot s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 ctia Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CanCl .o (B) e ;

X6t d8 Nghi CUA ....ovveeieeei e (5) e
QUYET PINH:

Piéu 1. Tam dinh chi viéc thi hanh quyétdinh ......................... ()

Ly do tam dinh chi:

......................................................... (20 U

Thoi gian tam dinh chi ké tir .. gior ... ngdy .../.../... dén khi ¢6 quyét dinh hity bo Quyét dinh nay.
biéu 2. ...(8)..., ...(9)... va ...(10)... chiu trach nhi€m thi hanh Quyét dinh nay./.

s Nguoi ban hanh quyét dinh tam dinh chi
Noi nhin: (ky, ghi 1 ho tén va dong dau)
- Nhu biéu 2;

- Luu: VT, hd so.

(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh
chinh bi khiéu nai.

(3) Chtrc danh ciia ngudi ¢6 tham quyén ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh
hanh chinh bi khiéu nai.

(4) Van ban quy dinh vé chuc nang, nhiém vuy, quyén han cua co quan, td chirc, don vi ban hanh
quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai.

(5) Tén co quan, don vi, cad nhan tham muu dé xuét ban hanh quyét dinh tam dinh chi viéc thi hanh
quyét dinh hanh chinh bj khiéu nai.

(6) Ghi 15 tén, s, ngay thang nam, nguoi ky quyét dinh hanh chinh bi tam dinh chi viéc thi hanh.

(7) Ly do, can cir ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bj khiéu nai.
(8) Tén co quan, to chire, don vi, ca nhan ban hanh quyét dinh hanh chinh bi tam dinh chi thi hanh.
(9) Tén co quan, to chirc, don vi, ca nhan co trach nhiém thi hanh quyét dinh tam dinh chi.

(10) Co quan, t6 chic, don vi, ca nhan c6 lién quan.
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MAu s6: 10 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm ...
‘ , QUYET PINH , ,
Ve viéc hiy bé quyet dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khi€u nai
................. [R) TP

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Cin ctr Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 cta Chinh phi quy dinh chi tiét
mot s6 diéu cua Luat khiéu nai;

Can ctr Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nam 2013 ciia Thanh tra Chinh phii quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

Can el ......ooooiiiii (A) e ;
Xétdenghicla .......oooviiiiiiiii (5)-eeeeenieeeeeeeeeee ,
QUYET DINH:

Piéu 1. Huy bo Quyét dinh vé viéc tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai s6
... ngay ... thang ... ndm ... cla

Ly do cua vigc huy bo: ................. SETTTIPPIRORRPY (7)o
biéu 2. Quyet dinh nay c6 hiéu lyc ké tir ngay ban hanh. )
biéu 3. ...(8)..., ...(9)... va ...(10)... chiu trach nhi€m thi hanh Quyét dinh nay./.

Noi nha Nguoi ban hanh quyét dinh
o1 nhan: ’ s~ A \ 4 A

- Nhu Pidu 3; (ky, ghi r0 ho tén va dong dau)
- Luu: VT, ho so.

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh huy bo quyét dinh tam dinh chi viéc thi hanh
quyét dinh hanh chinh bi khiéu nai.

(3) Chirc danh ctia nguoi ban hanh quyét dinh hiy bo quyét dinh tam dinh chi viéc thi hanh quyét
dinh hanh chinh bi khiéu nai.

(4) Van ban quy dinh vé chirc ning, nhiém vy, quyén han cua co quan, to chirc, don vi ban hanh
quyét dinh hiy bé quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai.

(5) Tén co quan, to chirc, don vi, ca nhan tham muu dé xuat ban hanh quyét dinh hay bé quyét dinh
tam dinh chi viéc thi hanh Quyét dinh hanh chinh bi khiéu nai.

(6) Sb, ngay, thang, ndm ban hanh, tham quyén ky quyét dinh tam dinh chi viéc thi hanh quyét dinh
hanh chinh bi khiéu nai.

(7) Néu 15 1y do, can cir cia viéc hay bo quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh
chinh bi khiéu nai.

(8) Chirc danh ctia ngudi ban hanh quyét dinh hanh chinh bi khiéu nai.

(9) Nguoi dimg dau co quan, to chire, don vi chiu trach nhiém thi hanh quyét dinh hity bo quyét dinh
tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai.

(10) Co quan, t6 chuc, don vi, ca nhan c6 lién quan.
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MAu s6: 11 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../BC-...... .....,ngay ... thang ... ndm
, BAO CAO ,
Két qua xac minh ngi dung khiéu nai
’ ~ Kinhgii: ... ()

Thyc hién Quyet dinh 80 ..., (D), ’
Tungay .../.../... dénngay .../.../..., ...(5)... d4 tién hanh xdc minh ndi dung khiéu nai cta

(6).... 61 v6i ....(7)....
Can cur vao thong tin, tai liéu, br:ing ching dugc thu thip trong qua trinh x4c minh ndi dung khiéu
nai, két qua 1am viéc voi co quan, to chirc don vi, c¢a nhan c6 lién quan, .....(5)...... béo cao két qua
xac minh ndi dung khiéu nai nhu sau:

1. Yéu cau cua ngudi khiéu nai, can cir dé khiéu nai va két qua giai quyét khiéu nai trudc d6 (néu

minh:

Trén day 1 bao céo két qua xac minh nodi dung khiéu nai, kinh trinh ...(3)... xem xét, cho y kién chi
dao./.

Nguoi cé trach nhiém xac minh/Truéng
DPoan/To trwéng To xac minh
(ky, ghi 10 ho tén, dong dau - néu co)

Noi nhén:
- Nhu trén; i
- Luu: VT, ho so.

(1) Tén co quan, to chtrc, don vi cip trén truc tlep (néu cb).

(2) Tén co quan, t6 chic, don vi hodc Poan/T6 xac minh bao cao két qua xac minh ndi dung khiéu
nai.

(3) Nguoi giao nhiém vy xac minh.

(4) Quyét dinh giao nhiém vu xac minh hodc quyét dinh xac minh noi dung khiéu nai.

(5) Tén co quan, t6 chirc, don vi, ngudi c6 trach nhiém xac minh, Poan/T6 xac minh ndi dung khiéu
nai.

(6) Ho tén cua nguoi khiéu nai (hoac tén co quan; td chl'Ig khiéu nai). ’

(7) Quyet dinh hanh chinh, hanh vi hanh chinh hodc quyét dinh ky luat can bg, cong chue bi khi¢u
nai.

MAu s6: 12 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)
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.......... €D I CONG HOA XA HQI CHU NGHIA VIET NAM

.......... ) I Poc 1ap - Tw do - Hanh phic
Sb: .../QD-...... ..., NEAyY ... thang ... nam
‘ QUYET PINH
Ve viéc dinh chi giai quyet khiéu nai
...................... (R ) P

Can ctr Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 ndm 2011;

Cin cir Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 niam 2012 ctia Chinh phii quy dinh chi tiét
mét sb diéu cua Luat khiéu nai;

Can ctr Thong tu sé /2013/TT-TTCP ngay ... thang ... nam 2013 cua Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

Can ct don xin rat khiéu nai ctia ngudi khiéu nai (néu co);

Xét A8 NI CUA ..o (4) e ,
QUYET PINH:

Piéu 1. Pinh chi giai quyét khleu nai ciia ong (ba) .................... () ,

S6 CMND/HO chiéu, ngdy cap, N0i CAP: .....vvevveneiiieeiieeeiinn... (O TR

DA Chil i ————————————————

Khiéu nai vé viéc ...(7)... va di duogc thu 1y ngdy... thang ...

Lydodinh chi: .. ... (€]

Piéu 2. Quyét dinh nay c6 hi¢u luc ké tir ngy ban hanh.
Diéu 3. ...(5)..., va ...(9)... chiu trach nhi€m thi hanh Quyét dinh nay./.

Nguoi ra quyét dinh dinh chi giai quyét
khiéu nai )
(ky, ghi rd ho tén va dong dau)

Noi nhén:
- Nhu Biéu 3;
- Luu: VT, ho so.

(1) Tén co quan, to chtrc, don vi cip trén truc tlep (néu cb).

(2) Tén co quan, t chirc, don vi ban hanh quyét dinh dinh chi giai quyet khiéu nai.

(3) Churc danh cua nguoi ban hanh quyét dinh dinh chi giai quyet khiéu nai.

(4) Tén co quan, t chirc, don vi, ca nhan dé Xuat ban hanh quyét dinh dinh chi giai quyét khiéu nai.
(5) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chuc khiéu nai).

(6) Néu ngudi khiéu nai khong c6 CMND/H chiéu thi ghi cac thong tin theo gidy to ity than.

(7) Tém tat ndi dung khiéu nai.

(8) Néu rd 1y do cua viée dinh chi giai quyét khiéu nai.

(9) Co quan, t6 chirc, don vi, ca nhan c6 trach nhiém thi hanh quyét dinh dinh chi giai quyét khiéu
nai.
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MAu s6: 13 (Ban hanh kém theo Théng tw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phii)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
‘ QUYETBINH
Ve viéc thanh 1ap Hoi dong tw van gidi quyét khiéu nai
................... (R ) F

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Can ctr Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 ciia Chinh phil quy dinh chi tiét

mot sO diéu ctuia Luat khicu nai;

Cin cit Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 ciia Thanh tra Chinh pha quy dinh

quy trinh giai quyét khiéu nai hanh chinh;

CAN Cl oo (A) e ;

X6t A8 NI CUA ...oevvneieee e (5) e
QUYET PINH:

Piéu 1. Thanh 1ap Hoi dong tu van giai quyét khiéu nai gdm cac ong (ba) sau day:

1.ONG (DA) ooovveei el () 1 Chu tich;

2.00g (BA) covviiiei (6) coveeeeeeenn. Phé Chu tich (néu co);

3.0Ng (DA) covvviiie e () 1O Thu ky;

4.00g (BA) ..vviie e () Y Thanh vién;

D ettt ettt e ettt

Piéu 2. Hoi dong tu van thao luan, tham gia y kién giai quyét khiéu nai cua 6ng (ba)...(7)...

«(8)... da dugc thu ly giai quyét.

Dleu 3. Hoi dong tu van tu giai thé sau khi hoan thanh viéc tu van giai quyét khiéu nai.

Piéu 4. Cac ong (ba) co tén tai Didu 1, ...(9)... thi hanh Quyét dinh nay./.

Nguwoi ban hanh quyet dinh thanh lap

Noi nhén:
- Nhu biéu 4‘;
- Luu: VT, ho so.

Héi dong tu vin

(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).

(ky, ghi rd ho tén va dong dau)

Ve viéc

(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh thanh lap Hoi déng tu van giai quyét khiéu

nai.

(3) Chirc danh ctia ngudi c¢6 thim quyén ban hanh quyét dinh thanh 1ap Hoi dong tu van giai quyét

khiéu nai.

(4) Van ban quy dinh vé chic nang, nhiém vy, quyen han cta co quan, to chirc, don vi ban hanh

quyét dinh thanh lap Ho1 ddng tu van giai quyet khiéu nai.

(5) Tén co quan, t chirc, don vi, ca nhan dé xuat viéc thanh 1ap Hoi dong tu van giai quyét khiéu

nai.
(6) Chure vy, chirc danh, co quan, t6 churc, don vi cong tac, dia chi (néu co).
(7) Ho tén, dia chi nguoi khiéu nai (hodc co quan, t6 chtc khiéu nai).

(8) Tém tat nodi dung khiéu nai.

(9) Co quan, td chirc, don vi, ca nhan c6 trach nhiém thi hanh.
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MAu s6: 14 (Ban hanh kém theo Théng tu s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... € T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () PP Poc lap - Tu do - Hanh phuc
BIEN BAN POI THOAI
Vao hdi... gio ., Ngay .. thang cental () IO

I. Thanh phan tham gia doi thoal
1. Nguoi giai quyét khiéu nai, ngudi c6 trach nhiém xac minh ndi dung khiéu nai:

-Ong (bd).............. chirc VUi, , co quan (t6 chtrc, don vi).......
2. Nguoi ghi bién ban:

-Ong (ba).............. chirc VUi, , co quan (t6 chtrc, don vi).......
3. Nguoi khiéu nai (hodc nguoi dai dién, nguoi duge uy quyén clia nguoi khiéu nai):
- Ong ((oF:) IR chre vy, , co quan (t6 chuc)...................
S6 CMND/HO chiéu, ngay cip, noi cAp: ..........coeeevvueeeeiinnnn, [ R
DA CIIi.eeeeeecceeee et e e e

4. Nguoi bi khiéu nai (hoac nguoi dai dién, nguoi duge iy quyén khi€u nai ciia nguoi bi khiéu nai
(néu co)):

S6 CMND/H® chiéu, ngdy cap, noi Cap: ........c..eevveeeeennnn.... [ T
DA CRiec e et
6. Pai dién co quan, t6 chirc, ca nhan c6 lién quan (néu co):

Viéc ddi thoai két thuc hdi... gio ... ngdy .../.../...

Bién ban di thoai d3 duogc doc lai cho nhiing nguoi tham gia ddi thoai nghe va ky x4c nhén.

Bién ban duoc lap thanh ... ban, ngudi giai quyét khiéu nai, ngudi ¢ trach nhiém xac minh, nguoi
khiéu nai, nguoi bi khiéu nai mdi bén giir 01 ban./.

Ngudi bi khiéu nai Nguoi giai quyét khiéu nai (hodc ngudi cé
(ky, ghi 1 ho tén) trach nhiém xic minh khiéu nai)
(ky, ghi rd ho tén, dong dau - néu co)
Nguoi khiéu nai Pai dién co quan, to chirc, ca nhin cé lién
(hodc ngwoi dai dién, nguwoi dwece ty guan
quyén) (ky, ghi 1 ho tén, dong dau - néu co)
(ky, ghi 10 ho tén)
Nguoi cé6 quyén va nghia vu lién quan Nguoi ghi bién ban
(ky, ghi 10 ho tén) (ky, ghi 10 ho tén)

(1) Tén co quan, t chirc, don vi cap trén truc tiép (néu co).
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(2) Tén co quan, t6 chic, don vi chu tri d6i thoai.

(3) bia diém tién hanh ddi thoai.

(4) Néu khong c6 CMND/H( chiéu thi ghi céc thong tin theo gidy to tiy than.

(5) Nguoi giai quyet khiéu nai hodc ngudi cé trach nhiém xac minh néu muc dich, yéu cau cua viéc
d6i thoai, tom tat két qua xac minh noi dung khleu nai va nhimg ndi dung dbi thoai.

(6) Y kién cua nhitng ngudi tham gia d6i thoai vé ting nodi dung dbi thoai.

(7) Nhitng noi dung dbi thoai da théng nhat, nhitng van dé con y kién khac nhau va nhimng ¥ kién
khac (néu c9).
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MAu s6: 15 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
QUYET PINH

Veé viéc giai quyég khiéu nai cia ...(3)...
(Ian dau)

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Can cir Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 ctia Chinh phu quy dinh chi tiét
mot sb diéu cua Luat khiéu nai;

Can ct Thong tu s6 .../2013/TT-TTCP ngay ... thang ... nim 2013 cta Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

{1 I o1 (5 PR ;
Can ctr phap luat khac c6 lién quan (néu co);
Xét don khiéu nai ngay .../.../... CUA ..ooovveeie e (3) e
PA ChIeeiiiiie e
I. N¢i dung khiéu nai
.................................................................... () ISR
I1. Két qua xac minh ngi dung khiéu nai:
.................................................................... (7)o
I11. Két qua ddi thoai (néu cé)
TR (8) et
IV. Két luan
.................................................................... (9) e
Twr nhitng nhén dinh va céan ctr trén

QUYET PINH
Di€u 1. ..o (0]t
Piu2. ..o (1) e

Piéu 3. Trong thoi han ... ngay, ké tir ngdy nhan dugc Quyét dinh nay, néu khong dong ¥ voi Quyét
dinh giai quyét khiéu nai ...(3)... c6 quyén khiéu nai d&én ...(12)..., hodc khéi kién vu 4n hanh chinh
tai Toa 4n theo quy dinh ctia phap luat vé t6 tung hanh chinh.

Piéu 4. Cac ong (ba) ...(13)... chiu trach nhiém thi hanh Quyét dinh nay./.

L Nguoi ra quyét dinh gidi quyét khiéu nai
Noi nhan: (ky, ghi 1 ho tén va dong dau)
- Nhu Diéu 4;

- (14
- (15).
- (16)...
- Luu: VT, hd so.

(1) Tén co quan, to chtre, don vi cap trén tryc tiép (néu co)

(2) Tén co quan, to chirc, don vi ra quyét dinh giai quyét khiéu nai.

(3) Ho tén nguoi khiéu nai (hodc tén co quan, t6 chirc khiéu nai).

(4) Chtrc danh nguoi ra quyet dinh giai quyét khiéu nai.

(5) Van ban quy dinh v€ chirc nang, nhiém vu, quyén han cua co quan, t6 chic, don vi ban hanh
quyét dinh giai quyét khiéu nai.
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(6) Ghi 10 tung ndi dung khiéu nai.

(7) Ghi 5 ting ndi dung da duoc xac minh dé 1am rd ndi dung khiéu nai.

(8) Ghi 5 két qua dbi thoai.

(9) Néu 10 can cu phap luat (vién dan cac diéu khoan cta vin ban phap luat) dé dua ra két luan vé
timg ndi dung khiéu nai; két luan rd timg ndi dung khiéu nai la dung, ding mot phan hay sai toan bd
(néu dung mot phan thi ghi cu thé nhirng ndi dung ding trong quyét dinh giai quyét khiéu nai).

(10) Giir nguyén, sira d6i, bd sung hodc huy bé mot phan hay toan bo quyét dinh hanh chinh; tiép
tuc thuc hién hodc chdm dat hanh vi hanh chinh d3 bi khiéu nai.

(11) Giai quyét cac van d¢é lién quan dén ndi dung khiéu nai.

(12) Ngudi c6 tham quyén giai quyét khiéu nai 1an hai.

(13) Nhimng nguoi chiu trach nhiém thi hanh giai quyét khiéu nai va ngudi khiéu nai (co quan, t6
chte khiéu nai).

(14) Thu trudng co quan, to chiic, don vi cap trén truc tiép cta nguoi ra quyét dinh giai quyét khiéu
nai.

(15) Nguoi co quyén va nghia vu lién quan; co quan, to chtrc, don vi, ca nhan di chuyén khiéu nai
dén (néu co).

(16) Co quan thanh tra nha nudc cung cap.

164







MAu s6: 16 (Ban hanh kém theo Théng tuw s6 07/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)

.......... €D T CONG HOA XA HQI CHU NGHIA VIET NAM
.......... () P Poc lap - Tu do - Hanh phuc
S6: .../QD-...... .....,ngay ... thang ... ndm
‘ QUYET PINH
Ve viéc gidi quyet khieu nai ...(3)...
(lan hat)
...................... () T

Cin cir Luat khiéu nai s6 02/2011/QH13 ngay 11 thang 11 nam 2011;

Can cir Nghi dinh s6 75/2012/ND-CP ngay 03 thang 10 nim 2012 ctia Chinh phu quy dinh chi tiét
mot sb diéu cua Luat khiéu nai;

Can ct Thong tu s6 .../2013/TT-TTCP ngay ... thang ... ndm 2013 cta Thanh tra Chinh phu quy dinh
quy trinh giai quyét khiéu nai hanh chinh;

CAN CU.eieeee ettt e (5)eeeeemeeieeeceee ;
Can ctr phap luat khac c6 lién quan (néu co);
Xét don khiéu nai ngay .../... ... CUAu.eeeeeeeeeeeeeeeeeeeeins (3)eeeeeee e ;
D3PI e] oV RSP
I. N¢i dung khiéu nai
.................................................................... (G TR
I1. Két qua giai quyét khieu nai cia nguoi da giai quyet khieu nai lan dau
.................................................................... (7)o
III. Két qua xac minh ngi dung khiéu nai:
.................................................................... (8) et
IV. Két qua doi thoai
......... SR (9) et
V. Két ludn
.................................................................. (L0)eiiiieeeeee e
Twr nhitng nhén dinh va cén ctr trén

QUYET PINH
Pi€u 1. ..o (12 e
Piu 2. ... (12).iiniiniiiins,

Piéu 3. Trong thoi han ... ngay, ké tr ngay nhan dugc Quyét dinh nay, néu khong dong ¥ voi quyét
dinh giai quyét khiéu nai thi ¢ quyén khoi kién vu 4n hanh chinh tai Toa an theo quy dinh ctia phap
luat vé t6 tung hanh chinh.

Piéu 4. Cac ong (ba) ...(13)... chiu trach nhiém thi hanh Quyét dinh nay./.

L Nguoi ra quyét dinh gidi quyét khiéu nai
Noi nhan: (ky, ghi 13 ho tén va dong dau)
- Nhu Diéu 4;

- (14

- (15).

- Luu: VT, hd so.

(1) Tén co quan, to chuc, don vi cip trén tryc tiép (néu c0).

(2) Tén co quan, to chirc, don vi ra quyét dinh giai quyét khiéu nai.
(3) Ho tén nguoi khiéu nai (hoac tén co quan, t6 chuc khiéu nai).
(4) Chirc danh ngudi ra quyét dinh giai quyét khiéu nai.
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(5) Van ban quy dinh vé chtc nang, nhiém vu, quyén han ctia co quan, to chirc, don vi ban hanh
quyét dinh giai quyét khiéu nai.

(6) Ghi rd timg ndi dung khiéu nai.

(7) Ghi 15 két luan ctia ngudi giai quyét khiéu nai lan dau.

(8) Ghi r6 ting n6i dung da dugc xac minh dé 1am rd noi dung khiéu nai.

(9) Ghi 5 két qua ddi thoai.

(10) Néu rd cin cir phap luat (vién dan cac diéu khoan cta vin ban phap luat) dé dua ra két luan vé
tung noi dung khiéu nai; két luan rd tung ndi dung khiéu nai 1a ding, ding mot phén hay sai toan b0
(néu dang mot phan thi ghi cy thé nhitng ndi dung ding trong quyét dinh giai quyét khiéu nai).

(11) Nbi dung diém nay ap dung tuy theo cac truong hop sau day:

a) Néu khiéu nai 12 dung hodc diing mot phan thi ghi:

+ Yéu céu ngudi ra quyét dinh hanh chinh bj khiéu nai stra d6i, huy bo mot phﬁn hoic toan b Quyét
dinh s6 ... ngdy.../.../... bi khiéu nai (hodc ghi cu thé nhitng ndi dung yéu cau sira d6i, hay bo);

+ Yéu cau ngu0’1 thuc hién hanh vi hanh chinh chdm dut hanh vi hanh chinh - trudng hop khiéu nai
d6i v6i hanh vi hanh chinh.

b) Néu khiéu nai 14 sai toan bo thi ghi 13:

+ Cong nhén va gilr nguyén ndi dung quyet dinh giai quyét khiéu nai 1an dau la dung;

+ Yéu cau ngudi khiéu nai, co quan, t chtrc, c4 nhan c6 lién quan thuc hién quyét dinh hanh chinh
va hanh vi hanh chinh d3 bi khiéu nai.

(12) Quyét dinh giai quyét cac van dé lién quan dén ndi dung khiéu nai:

- Khoi phuc quyén, loi ich hop phép ciia nguoi khiéu nai (co quan, t6 chirc khiéu nai) va co quan, t6
chuc, don vi, cd nhan c6 lién quan (néu co);

- B6i thuong thiét hai cho co quan, to chirc, don vi, ca nhan bi thiét hai (neu c0).

(13) Ghi r6 nhiing nguoi chiu trach nhiém thi hanh quyét dinh giai quyet khiéu nai: nguoi khiéu nai,
co quan, to chirc khleu nai, nguoi bi khiéu nai, ngudi gidi quyét khiéu nai 1an dau,..

(14) Nguoi co quyén va nghia vu lién quan; co quan, to chirc, don vi, c4 nhan da chuyen khiéu nai
dén (néu co).

(15) Co quan thanh tra nha nudc ciing cap.
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IL. LINH VUC GIAI QUYET TO CAO
1. Thi tuc gidi quyét t6 cao
1.1. Trinh ty thuwe hién

Budce 1: Tiép nhan, xir Iy thong tin t§ cdo: Khi nhin duoc t6 cdo thi ngudi giai
quyét to cao c6 trach nhiém phan loai va xu ly nhu sau:

- Néu t6 céo thudc tham quyén giai quyét ciia Chu tich UBND cép x4 thi trong
thoi han 10 ngay, ke tor ngay nhéan duoc don t6 cao, phai kiém tra, xac minh ho, ten,
dia chi cta nguoi to cdo va quyét dinh viéc thu ly hoac khong thu 1y giai quyét td cao,
ddng thoi thong bao cho ngudi td cao biét Iy do viéc khong thy 1y, néu co yéu cau;
truong hop phai kiém tra, xac minh tai nhiéu dia diém thi thoi han kiém tra, xac minh
c6 thé dai hon nhung khéng qua 15 ngay;

- Néu t6 céo khong thudce tham quyén giai quyét cia UBND xa thi trong thoi han
05 ngay lam viéc, ké tu ngay nhan duoc don t6 cdo, nguoi tiép nhén phai chuyén don
t6 cao cho co quan, t6 chue, ca nhan co tham quyén giai quyet va thong bao cho
ngu’m t6 cao néu co yéu cau. Truong hop ng11’01 t6 cao dén to cao trch tlep thi nguoi
tlep nhan to cao huong dan nguoi to cdo dén t6 cdo voi co quan, to chirc, cd nhan co
tham quyén giai quyét.

Budc 2: Thu ly, Xx4c minh ndi dung té céo: Chu tich UBND x& ban hanh quyét
dinh thu 1y giai quyet t6 cao (sau day goi tat 1a quyet dinh thu ly). Viéc thay d6i, bo
sung noi dung quyét dinh thu 1y phai thue hién bang quyét dinh ctia nguoi giai quyet
t6 cao. Trong trudng hop ngudi giai quyét t6 cdo tién hanh xac minh thi trong quyét
dinh thu 1y phai thanh 1ap Poan x4c minh té cao hoidc T x4c minh td cdo (sau ddy goi
chung 1a T6 xac minh) ¢ tir hai ngudi tré 1én, trong d6 giao cho mot ngudi lam
Truong doan xac minh hodc T6 trudng T6 xac minh (sau ddy goi chung 1a TH truong
T xac minh). Trong qua trinh xac minh, T6 xac minh phai lam viéc v6i nguoi bi t6
c40, nguoi t6 cdo; thu thap céac tai liéu lién quan dén ndi dung td céo; bao cao két qua
xac minh...

Budc 3: Két luan nodi dung té cédo: Cin clr bao cao két qua xac minh ndi dung t6
cdo, cac thong tin, tai liéu, ching ctr c6 lién quan, (101 chiéu véi cac quy dinh ctia phap
luat, chu tich UBND x4 ban hanh két luan ndi dung td cdo.

Budc 4: Xu ly t6 cao ctia ngudi giai quyét t6 cdo: Ngay sau khi co két luan vé
noi dung t6 cao, Chu tich UBND x4 phai can cit két qua xac minh, két luan noi dung
t cao dé xu 1y theo quy dinh tai Diéu 24 Théng tu 06/2013/TT-TTCP ngay
30/9/2013.

Budc 5: cong khai két luan noi dung t6 cdo, quyét dinh xur ly hanh vi vi pham bi
t6 c4o va thong bao két qua giai quyét td cdo cho ngudi té céo.

Theo quy dinh tai Diéu 25 Thong tu 06/2013/TT-TTCP ngay 30/9/2013:

- Nguoi giai quyét td céo co trach nhiém céng khai két luan ndi dung t6 cao,
quyét dinh xtr Iy hanh vi vi pham bi t6 c4do theo quy dinh tai Diéu 11 Nghi dinh s6
76/2012/ND-CP ngay 03/10/2012 ctia Chinh phu.
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- Trong truong hop nguoi t c4o co yéu cau thi nguoi giai quyét to cao thong bao
két qua giai quyét td cao cho nguoi tb cao, trir nhirmg théng tin thuoc bi mat Nha
nude. Viée thong bao két qua giai quyét td cao duoc thuc hién bang mot trong hai
hinh thtrc sau:

+ Giri két luan ndi dung t6 céo, quyét dinh, van ban xir 1y t6 cdo.

+ Gui van ban thong bao ket qua giai quyét td cdo, trong do phai néu dugc két
qua xac minh, két luan ndi dung t6 cao, ndi dung quyét dinh, vin ban xir 1y t6 céo.

1.2. Cach thirc thuc hién

- T6 cao tryc tiép.

- Gtri don t6 cao qua duong buu dién.

1.3. Thanh phén, s6 lwgng hd so

a) Thanh phan ho so giai quyét t6 cdo gom:

+ Nhém 1 gom céc vin ban, tai liéu sau: Pon t cao hodc Bién ban ghi no1 dung
t6 cao truc tiép; Quyét dinh thu ly, Quyét dinh thanh 1ap T6 xac minh; Ké hoach xac
minh t6 cao; Bao cao két qua tham tra, xc minh noi dung t6 cdo; Két luan nodi dung
td c4o; cac van ban thong bao, xur 1y, kién nghi xu ly tb céo.

+ Nhom 2 gom céc van ban, tai liéu sau: Céc bién ban lam viéc; van ban, tai lidu,
chtng ctr thu thap duogc; vin ban giai trinh cia ngudi bi td cdo; cac tai lidu khac co
lién quan dén nodi dung t6 céo.

b) S6 luong hd so: 01 bo.
1.4. Thoi han giai quyét

Theo quy dinh tai Di¢u 21 Ludt to céo: Thoi han gidi quyét to céo la 60 ngay, ké
tur ngay thu ly giai quyét t cao; d01 V01 vy vigée phue tap thi thoi han giai quyet 1a 90
ngay, ké tur ngay thy ly giai quyét td céo. Truong hop can thiét, nguoi co tham quyen
giai quyét t6 cdo co thé gia han giai quyét mot 1an nhung khong qua 30 ngay; dbi véi
vu vi¢c phtre tap thi khong qua 60 ngay.

1.5. Pdi twong thwe hién TTHC: C4 nhan.

1.6. Co quan thyc hién TTHC

- Co quan c6 tham quyén quyét dinh: Chu tich UBND cép 4.
- Co quan tryc tiép thuc hién: UBND cép XA.

1.7. Két qué thyc hién TTHC: Két ludn ndi dung to céo va quyét dinh xir ly
nguodi ¢6 hanh vi vi pham bi t6 cdo.

1.8. Tén mau don, mau to khai

Cac mau vin ban ban hanh trong qué trinh giai quyét té cao duoc quy dinh tai
Thoéng tu 06/2013/TT-TTCP ngay 30/9/2013 ctia Thanh tra Chinh phu.

1.9. Yéu céu, diéu kién thuc hién TTHC
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Theo quy dinh tai Khoan 2, Diéu 20 Luét t6 cdo: Nguoi c6 tham quyén khong thu
1y giai quyét to cdo trong cac truong hop sau day:

- T6 cdo vé vu viée da dugc nguoi d6 giai quyét ma ngudi td cdo khong cung cip
thong tin, tinh tiét moi.

- T6 cdo vé vu viéc ma nodi dung va nhimg thong tin nguoi td cdo cung cip
khbng c6 co so dé xac dinh ngudi vi pham, hanh vi vi pham phap luét.

- T6 cdo vé vu viéc ma ngudi cd thim quyén giai quyét td cao khong du didu
kién dé ki€ém tra, xac minh hanh vi vi pham phép luat, nguoi vi pham.

1.10. Can ctr phap ly cia TTHC

- Luét td céo;

- Nghj dinh s6 76/2012/ND-CP ngay 3/10/2012 quy dinh chi tiét mot sé diéu cua
Luat to cao;

- Thong tu 06/2013/TT-TTCP ngay 30/9/2013 cua Thanh tra Chinh phu quy dinh
quy trinh giai quyét to cdo.
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MdAu s6: 01 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... € T CONG HOA XA HQI CHU NGHIA VIET NAM
......... () T Poc lap - Tu do - Hanh phuc

BIEN BAN GHI NOI DUNG TO CAO TRUC TIEP
Ho6m nay, vao hoi... gio... ngy ... thang ... nAmM tai ...........cooeeeiiireeiiiiieeeiie...
|. Thanh phén 1am viéc gom:

1. Ngudi tiép nhan t6 céo:

SONG(DA) .ovvii e chicvu ...
SONG(DA) v chlrtc vu ..o

2. Nguoi td cdo (hodc nguoi dai dién cho nhitng ngudi té cdo)

ONG (D) .ot
Dia chi .o S6 dién thoai lién hé: ..................
S6 CMND/ho chiéu, ngay cap, noi Cap: .........coovevveeeeenn... (B) e

I1. Noi dung t6 cdo:

.......................................... (B) e
II1. Thong tin, tai liéu, bang ching do nguwdi to6 cao cung cap
.......................................... (B) tri e
IV. Yéu cau cua nguwoi to cao

.......................................... (B) +eeneeee e

Budi lam viéc két thuc vao ..... gio .... cung ngay (hodc ngay .../.../.....)
Nguoi td cao da doc lai (hodc dugc nghe doc) bién ban va xac nhan.

Bién ban duoc 14p thanh 02 ban, mdi bén giir 01 ban./.

Ngudi tb cdo Ngudi tiép nhan t6 cao
(Ky, ghi 0 ho tén hoac diém chi) (Ky, ghi r0 ho tén, dong dau néu co)

(1) Tén co quan, t chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi tiép nhan té céo.

(3) Néu khong c6 CMND/ho chiéu thi ghi cac thong tin theo gidy to tiy than.
(4) Ghi 13 nhitng ndi dung t6 cao va nhirng thong tin khac lién quan (néu co).

(5) Péanh s6 thtr tu va ghi rd tén thong tin, tai liéu, bang ching, sb trang cua timg tai liéu, tinh trang
cua thong tin, tai liéu, bang ching.

(6) Yéu cau cua ngudi té cdo trong truong hop nguoi t6 cdo yéu cau dugc gitr bi mat thong tin,
thong bao viéc khong thy 1y giai quyét td céo, thong bao két qua giai quyét td cao..
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MAu s6: 02 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM

......... 2)eeeennnn. Doc 1ap - Tw do - Hanh phuc

Sb: ... /TB-....... ,ngay ... thang ..

THONG BAO
Vé viée khong thu Iy giai quyét té cdo

Ngay ... thang ... nam ........... (3) ..... d4 nhan duoc t6 céo cta ...(4)........ véi ndi dung:
.................................................. (B) e
(TECAO O oo (O S chuyén dén).

Sau khi nghién ctru, xem xét thdy rang ndi dung td cdo néu trén khong du diéu kién dé thu 1y giai
quyét.

Ly do: oo (7) e

Vay thong bao dé 6ng (ba) biét./.

Noi nhén: Nguoi dirng diu
-Nguoi to céo; co quan, to chirc, don vi
-(6).. (ky, ghi 1o ho tén, dong dau)

- Luu: VT, hd so.

(1) Tén co quan, t chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh thong béo.

(3) Nguoi c6 tham quyén giai quyét td cao hodc co quan, td chirc, don vi ban hanh Thong bao
(4) Ho tén, dia chi cua nguoi td céo.

(5) Nbi dung t6 cao khong dugc thu 1y.

(6) Tén co quan, t6 chuc, don vi hodc tén, chirc vy, chirc danh nguoi c6 thAm quyén da chuyén
t6 cdo d6 dén nguoi giai quyét td cdo (néu cb).

(7) Can cu phap ly da ap dung dé khong thu ly giai quyét t6 cdo (diéu, khoan, tén vin ban va
ndi dung quy dinh v¢ truong hop khong thu 1y giaiquyét to cao).
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MAu s6: 03 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM

......... 2)eeeennnn. Doc 1ap - Tw do - Hanh phuc

Sb: ... /TB-..... .. L ,ngay ... thang ..

THONG BAO
Veé viée khong thu Iy giai quyét t cdo tiép

Ngay ... thang ... ndm ...... .. (3).... da nhan duoc t cdo tiép v6i ndi dung:
...................................... (4) oo
(T6CA0dO .. (B) i chuyén dén).

Céac ndi dung t6 cdo néu trén di dugc.... (6)... giai quyét tai... (7)... nhung nguoi td céo tiép tuc tb
caovéilydo: .............. 3 TS

Sau khi nghién ctru, xem xét thy rang cac ndi dung té céo trén da duoc giai quyet dang phap luét.
Do do, can ctr quy dinh tai Khoan 2 Piéu 27 cta Lut td céo, khong co co sé dé thu Iy giai quyét lai
t6 céo trén.

Vay .. .(2)... thong bao dé nguoi t6 céo, co quan, t6 chtrc, don vi, c4 nhan c6 lién quan biét. Néu
khong c6 tinh tiét moi, dé nghi chdm dut viée t6 céo, viéc xem xét, giai quyét cac nodi dung té cao
néu trén./.

Noi nhén: Nguoi ding dau
-Nguoi t6 cdo co quan, to chire, don vi
-...(5)..; (ky, ghi r5 ho tén, dong dau)
-...(6)..;

-...9)..;

- Luu: VT, hd so.

(1) Tén co quan, t chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh thong bao.

(3) Ngudi co tham quyén giai quyét to cdo hodc co quan, to chirc, don vi ban hanh Thong bao.
(4) Céac ndi dung tb cao tiép va nguoi bi td cao trong cac ndi dung do.

(5) Tén co quan, t6 chtrc, don vi hoic ho tén, chirc vy, chirc danh cta ca nhan co tham quyén da
chuyén t6 céo tiép dén nguoi c6 thim quyéngiai quyét lai td cao (néu co).

(6) Nguoi da giai quyét to cao theo tham quyén.
(7) Néu tén, sb hidu clia cac vin ban gidi quyét to cao va ngay, thang, nim ban hanh.

(8) Néu 1y do nguoi t6 cdo t cao tlep Trong trudng hop nguoi t6 cao khong néu dugce ly do t cao
tiép thi ghi & 12 "...nhung ngudi td céo tiép tuc t6 cao ma khdng néu rd ly do t6 céo tiép".

(9) Ngudi bi té céo.
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MAu s6: 04 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
.......... ,ngay ... thang ... nam.....

Kinh gtri: .....ooooeiieinan. (B)eeiiiiiiii
ONG (DA): oo (D). e
Daa Gl oo
C6nodi dung to cdo glridén ..................... (5) e
Noi dung t6 cdo:
Cin cir ndi dung tb céo, quy dinh vé thim quyén giai quyét t6 cdo tai ....... (6).......;
Sau khi kiém tra cac diéu kién thu ly, dé nghi .....cooevveeiiii, (3) e
quyét dinh viéc thu ly giai quyet to cao néu trén./.
No inhan: Nguoi dé xufi§ )
-Nhu trén; (ky, ghi rd ho tén, dong dau - néu co)

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi 1ap phiéu dé xuat.
(3) Chirc danh ctia ngudi giai quyét t6 cao.

(4) Ho tén nguoi td cao (hodc ngudi dai dién cta nhitng ngudi to c4o).

(5) Nguoi c6 tham quyén giai quyét hodc co quan, to chirc, don vi tiép nhén t6 céo.

(6) Diéu, khoan, vin ban quy dinh vé tham quyén giai quyét td céo.
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MAu s6: 05 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
So Qb- ....... TR , ngay ... thang ... nam
QUYET DINH
Ve viéc thu ly gidi quyet to cao va thanh lap Poan/To6 xac minh to cao
............... (€) R

Can ctr Luat t6 cao s6 03/2011/QH13 ngay 11/11/2011;

Cin ctr Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 cta Chinh pht quy dinh chi tiét thi hanh mot
s6 diéu cua Luat t6 cdo;

Can ctr Thong tu s6  /2013/TT-TTCP ngay / /2013 cua Thanh tra Chinh phu quy dinh quy
trinh giai quyét té cao;

Canclr....oovvvviiiiiiiiiien (B) e ;

Xétdénghicha ..................... (5) e, ,
QUYET PINH:

Piéu 1. Thy ly giai quyét t6 cdo dbi voi ............... (O I

Noi dung t6 cao dugc thu ly QOM:...oeu i, () P

Thoi han giai quyét to cdo 1a .... ngay lam viéc.

Picu 2. Thanh 1ap Poan/T6 x4c minh t6 céo, gom:

1. Ong (bd)............... chitcvu.................. - Truéng doan/T6 trudng;

2.0ng (ba)............... Chlrc VU...oooeev, - Thanh vién;

Poan/T6 xac minh ¢6 nhiém vu kiém tra, xac minh ndi dung td cao dugce thu 1y néu tai Piéu 1 Quyét
dinh nay. Thoi gian tién hanh xac minh la...... ngay lam viéc, ké tir ngay giao hodc cong bd Quyét
dinh nay v&i nguoi bi td cio.

Poan/Té xé4c minh thuc hién cac quyén, nghia vu quy dinh tai Khoan 5 Diéu 22 Luét td céo va cac
quy dinh khac cta phap luat c6 lién quan.

Piéu 3. Cac ong (ba)...(8)...,...(9)..., co quan, td chic, don vi, ca nhan co lién quan, cac Ong (ba)
c6 tén tai Piéu 2 chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi giai quyét to cao
Noi nhén: (ky, ghi rd ho tén va dong dau)
- Nhu Diéu 3;
- Luu: VT, hd so.

(1) Tén co quan, td chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chtrc, don vi ban hanh quyét dinh.

(3) Chirc danh ciia ngudi ban hanh quyét dinh.

(4) Van ban quy dinh chuc nang, nhi¢m vy, quyén han cta co quan, t chirc, don vi ra quyét dinh.
(5) Nguoi ding dau co quan, t6 chic, don vi dé xuit thy 1y t6 céo.

(6) Tén co quan, td chire, don vi bi td cdo, ho tén, chirc vu, chitc danh, dia chi ¢4 nhan bi t céo.

(7) Céc ndi dung t6 cao dugce thu 1y.

(8) Nguoi dimg dau co quan, to chire, don vi ¢ trach nhiém trong viéc to chirc thyc hién quyét dinh
xac minh.,

(9) Tén co quan, td chire, don vi, ho tén, chirc vu, chirc danh ca nhan bi td céo.
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MAu s6: 06 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
Sb: /Qb-....... TR , ngay ... thang ... nam
QUYET DINH
Ve viéc thu ly gidi quyét to cao va giao nhiém vu xac minh ni dung to cao

Can ct Luat t6 cao s6 03/2011/QH13 ngay 11/11/2011;

Cin ctr Nghi dinh sb 76/2012/ND-CP ngay 03/10/2012 cta Chinh pht quy dinh chi tiét thi hanh mot
s6 diéu cua Luat t6 cdo;

Cian ci Thong tu s /2013/TT-TTCP ngdy / /2013 ciia Thanh tra Chinh phii quy dinh quy trinh
giai quyét t6 cao;

Canclr....oovvvviiiiiiiiiien (B) e ;

Xétdénghicha ..................... (5) e, ,
QUYET PINH

Piéu 1. Thuy ly giai quyét t6 cao d6ivoi ... (O I

Noi dung t6 cao dugc thu ly QOM:...oeu i, () P

Thoi han giai quyét t6 cao la .... ngay lam viéc.
Picu 2. Giao....(8)... t6 chic viéc kiém tra, xc minh, két luan va kién nghi bién phéap xur 1y cac ndi
dung td céo duge thu 1y néu tai Piéu 1 Quyet dinh nay, bdo céo két qua xac minh véi

Piéu 3. Cac ong (ba)...(11)....,....(6)..., co quan, t6 chtrc, don vi, c4 nhan c6 lién quan chiju trach
nhi¢m thi hanh Quyét dinh nay./.

Nguoi giai quyét to cao
Noi nhan: (ky, ghi rd ho tén va dong dau)
- Nhu Diéu 3;
- Luu: VT, hd so.

(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chtrc, don vi ban hanh quyét dinh.

(3) Chirc danh ctia ngudi ra quyét dinh.

(4) Van ban quy dinh chirc nang, nhiém vy, quyen han cta co quan, t6 chuc, don vira quyét dinh.
(5) Nguoi dang dau co quan, to chure, don vi da dé xuét thu 1y giai quyét té cdo.

(6) Tén co quan, td chire, don vi bi tb cdo, ho tén, chirc vu, chitc danh, dia chi caa ¢4 nhan bi t céo.
(7) Céc ndi dung td cao duge thu ly.

(8) Co quan, td chire, don vi duoc giao xac minh td céo.

(9) Nguoi giai quyét t cao.

(10) Céc ndi dung chi dao, yéu cau khac ciia nguoi giai quyét to cao ddi v6i co quan, t6 chire, don vi
duogc giao xac minh t6 céo (nhu viée thanh 1ap Poan/T6 xac minh hodc Poan thanh tra dé 1am rd nodi
dung td cdo; thoi gian tién hanh xac minh, nhiém vy, quyén han, trach nhiém cia nguoi dugc giao
xac minh...).

(11) Nguoi ding dau co quan, td chire, don vi ¢6 trach nhiém trong viéc td chue thuc hién quyét
dinh.
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MAu s6: 07 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... € I CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
So /Qb-....... TR , ngay ... thang ... nam
QUYET DINH

Vé viéc thanh 1ap Poan/T6 xac minh ndi dung td cdo
............ (€) FETTTI
Can ctr Luat t6 cdo s6 03/2011/QH13 ngay 11/11/2011;
Cin ctr Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 cta Chinh pht quy dinh chi tiét thi hanh mot
s6 diéu cua Luat t6 cdo;
Cian ci Thong tu s /2013/TT-TTCP ngdy / /2013 ciia Thanh tra Chinh phii quy dinh quy trinh
giai quyét t6 cao;

Cancll .ooovvii i (A)e e ;
Cin ctr Quyét dinh s ..... ngdy ... thang...nam....cua .....(5)....... vé viéc thu 1y giai quyét t6 cao
va giao nhiém vy x4c minh t6 céo;
Xét dénghiclia .........ooeeevvieeeiiiii, (6) e ,
QUYET PINH:
Piéu 1. Thanh lap Poan/Td xac minh ndi dung td cdo, gém:
1.Ong (bd).............. chtcvu.........ooeeennl. - Truong doan/To trudng;
2.0ng (ba)............... chicvu.................... - Thanh vién;
Piéu 2. Poan/T6 xac minh ¢6 nhiém vu kiém tra, xac minh noi dung t cdo
........................................... () e
Thoi gian tién hanh x4c minh 1a...... ngay lam viéc, ké tir ngay giao hodc cong bd Quyét dinh nay

v6i ngudi bi td cdo.

Poan/T6 x4c minh thuc hién cac quyén, nghia vy, trdch nhiém quy dinh tai cac Piéma, b, c, d
Khoan 1, Piém a, b, ¢, d, d Khoan 2 Diéu 11, Khoan 3, 4 Diéu 22 Luit t6 cdo va cac quy dinh khac
cta phép luat co lién quan.

Piéu 3. Cac ong (ba) ...(8)...,...(9)...., co quan, to chirc, don vi, ca nhan co lién quan va cac ong (ba)
c6 tén tai Pidu 1 chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi ding dau co quan, to chire, don vi dwoc giao xac
Noi nhan: minh ndi dung to cao
- Nhu biéu 3; (ky, ghi rd ho tén va dong dau)
- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi ban hanh quyét dinh.

(3) Chirc danh ciia ngudi ra quyét dinh.

(4) Van ban quy dinh chirc ning, nhiém vu, quyén han ctia co quan, to chirc, don vi ra quyét dinh.
(5) Nguoi giai quyét t6 céo.

(6) Tén co quan, td chire, don vi hodc ho tén, chirc vu, dia chi cua nguoi bi td céo.

(7) Céc noi dung t cdo duoc giao xac minh.

(8) Nguoi ding dau co quan, t6 chic, don vi ¢6 trach nhiém t6 chirc thuc hién quyét dinh xac minh.
(9) Tén co quan, td chire, don vi bi td cdo, ho tén, chirc vy, chitc danh c4 nhan bj tb cdo.
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MAu s6: 08 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... €D I CONG HOA XA HQI CHU NGHIA VIET NAM
......... () T Poc lap - Tu do - Hanh phuc
Sé:  MB-....... . ,ngay ... thang ... nam
THONG BAO
) Vé viée thu ly giai quyét td €40
...(3)...da nhan dugc t6 céo cua .....(4)....... d6i voi ....(5).... vé viée
...................................................... () T
(TOCcAo do v, (7) e chuyén dén) ’
Theo quy dinh cua phap luat, .............. (8)reeiiananns da ban hanh Quyét dinh s6 .../QD-
. ngay.../.../... thu 1y giai quyét t6 cao. .

N01 dung t6 céo dugc thu 1y giai quyét gom .................. (9)eeii

Thoi han giai quyet t6 céo 1a .... ngy lam viéc. . )
Vay thong bao dé .. .(4)... biét va thuc hién quyén, nghia vu ctia ngudi td cdo theo dung quy dinh cta
phap luat./.

Noi nhén: Nguoi ding dau
-Nguoi to cao; co’ quan, to chirc, don vi
~ (7). (ky, ghi rd ho, tén va dong dau)

- Luu: VT, hd so.

(1) Tén co quan, t chtrc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh Théng béo.

(3) Nguoi c6 tham quyén giai quyét to cao hodc co quan, t chirc, don vi ban hanh Thong béo.
(4) Ho tén, dia chi ngudi td céo.

(5) Tén co quan, td chire, don vi bi td cdo, ho tén, chirc vu, chitc danh, dia chi ca nhan bi td céo.
(6) Tom tat ni dung t6 céo.

(7) Co quan, tb chic, don vi, ca nhan da chuyén don té cdo (néu co).

(8) Nguoi co tham quyén giai quyét td cao.

(9) Noi dung t6 cao duoc thu ly.
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MAu s6: 09 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

....... JUOR () FOUUURT CONG HOA XA HQI CHU NGHIA VIET NAM
DPOAN/TO XAC MINH TO Péc lap - Ty do - Hanh phic
cAO
BIEN BAN LAM VIEC
Va0 hoi....gid...ngdy....thAng. .. .NAM. ..., 1AL ...oeivie e ;

D‘oém/T(x) x4c minh t6 cdo dugc thanh lap theo Quyét dinh sé  /QP... ngdy.../.../ ... cla..........
gom:

1.0NG (DA) ..o chrc vu ..o
2.0NG (DA) .oovvii e, Chlrc VU .o
Tién hanh 1am viec VOi: ...ooovveeiieiiiee . (2) e
NOidung lam vi€c: ......oovviiiiiiiiiiiiien . (3) e

Budi lam viéc két thuc hdi... gio... phit cing ngay (hodc ngay....../.../.....)
Bién ban nay da dugc doc cho nhiing nguodi cung lam viéc nghe va xac nhan dudi day.

Bién ban dugc 1ap thanh.... ban va giao cho...(5)..../.

Nhirng nguoi cung lam viéce Thanh vién Poan/Té xac minh
........... (€ P (Tung thanh vién lam viéc ky, ghi 10 ho
tén)

(1) Tén co quan, t6 chirc, don vi thanh 1ap Poan/Té xac minh.

(2) Ho, tén, chuc danh, dia chi, sO dién thoai lién hé (néu co6) ctia nhitng nguoi cing 1am viée. Nguoi
cung lam vi¢c c6 thé 1a:

- Nguoi t cao

- Nguoi bi té cao

- Nguoi lam chiing

- Pai dién co quan, t6 chirc, don vi hodc ca nhan c6 lién quan.

(3) Noi dung 1am viéc; ¥ kién ctia nhirng ngudi cung lam viée, cta thanh vién Poan/Té xac minh.

(4) Nhitng nguoi cung lam viéc ky, ghi r6 ho, tén hodc diém chi. Trong trudng hop c6 nguoi khong
ky thi trong bién ban phai ghi rd va dé nghi nguoi lam chung ky vao bién ban.

(5) Tén co quan, to chire, ca nhan lién quan dugc Poan/To xac minh giao bién ban.
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MAu s6: 10 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
Sé: [oveeee ,ngay ... thang ... nam.....
V/v cung cap thong tin, tai liéu,
bang chiing
Kinh gtvi: .................. () I
Ngay ... thang ... nam...............(4)... dd ban hanh Quyét dinh s6...... /QP-... thanh ldp Doan/To
xac minh ndi dung t6 cdo. Poan/T6 x4c minh dang tién hanh x4c minh ndi dung sau:
............................................. (5 et
Theo quy dinh cua phap luat va dé phuc vu viéc giai quyet tb cao, .. .(2)...
dénghi.............. (B) e cung cap cho Poan/T6 xac minh td cdo nhing thong tin,

Pé nghi .....(3)... chuan bi day du nhiing thong tin, tai lidu, bang chimg néu trén va giri cho
Poan/T6 xac minh td cdo trudc ngdy.....thang. ..

Rat mong nhan duogc sy quan tm, hop tac cua ... (3)..../.

Noi nhin: Nguoi dirng dau co quan, to chirc, don vi
- Nhu trén; . dé nghi cung cap thong tin, tai li¢u, bang
- Luu: VT, ho so. chirng

(Ky, ghi r6 ho, tén va dong déu)

(1) Tén co quan, t6 chic, don vi cip trén truc tiép (néu c6).
(2) Tén co quan, t chirc, don vi giri vin ban dé nghi cung cap thong tin, tai liéu, bang ching.
(3) Tén co quan, t6 chirc, don vi, ca nhan dugc dé nghi cung cap thdng tin, tai liéu bang chimg.

(4) Nguoi giai quyet t6 cao hoic nguoi dimg dau co quan, to chirc, don vi dugc giao nhiém vu xac
minh ndi dung t6 cao di ban hanh quyét dinh thanh 1ap Poan/T x4c minh noi dung té cio.

(5) Noi dung t6 cao dugc giao xac minh (lién quan dén cac thong tin, tai lidu, bang ching dang dé
nghi cung cap).

(6) Cac yéu cau dbi voi thong tin, tai liéu, bang ching dé nghi cung cap.

(7) bia chi nhan thong tin, tai li€u, bé’mg chuing hodc nguoi dugce giao truc tiép nhén thong tin, tai
li¢u, bang ching.
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MAu s6: 11 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
GIAY BIEN NHAN

V& viéc tiép nhan thong tin, tai liéu, bang chirng lién quan dén ndi dung td cdo
Vao hoi gio ....ngdy.....thang ....ndm ..., tai .......... (3) e

Bén nhén thong tin, tai liéu, bang chimg:

Giéy bién nhan nay dugc 1ap thanh 02 ban, mdi bén gitr 01 ban./.

Béngiao ’ Bén nhén )
(Ky, ghi 15 ho tén, dong dau - néu cb) (Ky, ghi r6 ho tén, dong dau - néu cd)

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi tiép nhan thong tin, tai liéu, bang chung.

(3) Pia diém giao, nhan thong tin, tai liéu, bang chimg.

(4) Ho, tén, chirc danh, don vi cong tac ctia ngudi nhan thong tin, tai liéu, bang ching.

(5) Ho, tén, chirc vu, chirc danh, don vi cong tac hoac dia chi ctia ngudi giao thong tin, tai li€u, béng
chung.

(6) Loai thong tin, vat mang tin, tén, ) trang, tinh trang tai li¢u, bé‘mg chung.
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MAu s6: 12 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
S&: .o ,ngay ... thang ... nam.....

DPé ¢c6 co s cho viée két luan noi dung td cao bao dam chinh xac, khach quan,.. .(2)... trung ciu
giam dinh céc thong tin, tai li¢u, bang ching sau day:

Vay dé nghi ...(3)... tién hanh giam dinh va giri két qua cho ...(2)... truéc ngay.. .thang... nam....

...(2)... ctr 6ng (bd)...(5)... 1a thanh vién TH xac minh td cdo truc tiép ban giao cac tai liéu, bang
ching va nhan két qua giam dinh.

Kinh phi giam dinh (néu phai chi tra) do .. .(2)... chi tra theo quy dinh.

R4t mong su quan tam, hop tac cua .. .(3)..../.

Noi nhén: Nguoi ditng diu o quan, té chirc, don vi
-Nhu trén; trung ciu giam dinh

- (5. (ky, ghi 106 ho tén va dong dau)
-...(6)...;

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi trung cau gidm dinh.

(3) Tén co quan, t6 chirc duoc trung cau giam dinh.

(4) Céc thong tin, tai liéu, bang chig dé nghi giam dinh va ndi dung can giam dinh.

(5) Ho tén, chirc vu, chtrc danh cua ngudi duoc cir ban giao thong tin, tai liéu, bang ching, tiép
nhan két qua gidm dinh.

(6) Pon vi, bd phan quan 1y tai chinh cta co quan, t6 chirc, don vi dé nghi trung cau giam dinh.
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MAu s6: 13 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
......... (2)eeeeennns Poc 1ap - Tw do - Hanh phic
so:...Qb-..... . . , ngay ... thang ... nam
QUYET PINH
Veé viéc gia han giai quyét t6 cdo
................ () T

Can cir Luat t céo s6 03/2011/QH13 ngay 11/11/2011;

Can ctr Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh pht quy dinh quy trinh
giai quyet to céo;

CancCll.. .o (B) e ;
Xét dé nghi clia........oooovveeeieeii . (5) e

QUYET PINH:
Picu 1. Gia han giai quyét tb cédo d6i v6i ....(6)... vé viéc ....(7)... dd duoc thu 1y tai Quyét
QINN. .o (8) et
Thoigiangiahanla .................. ngay lam viéc, ké trngay .......... (C) T
Pitu2. ............. (10)..ceeeennne., chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi giai quyét to ca0
Noi nhén: (ky, ghi o ho tén va dong dau)
- Nhu Diéu 2;

- Luu: VT, ho so.

(1) Tén co quan, t chtrc, don vi cip trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh gia han giai quyét té cao.
(3) Chirc danh ctia nguoi ban hanh quyét dinh.

(4) Van ban quy dinh chtrc ning, nhiém vu, quyén han ctia co quan, t6 chirc, don vi ban hanh quyét
dinh.

(5) Nguoi dé nghi gia han.

(§) Tén co quan, td chure, don vi bi td cao hodc ho tén, chic vy, chitc danh, dia chi ctia c4 nhan bi
t0 Cao.

(7) Tém tat nodi dung vu viée t cdo.

(8) S6, ngay, thang, nim ban hanh va nguoi ban hanh quyét dinh thy 1y.

(9) Ngay hét han giai quyét t6 cao theo quyét dinh thu 1y.

(10) Tén co quan, t6 chirc, don vi, c4 nhan c6 trach nhiém thuc hién Quyét dinh nay.
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MAu s6: 14 (Ban hanh kém theo Théng tw s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phii)

....... JUOR () FOUUURT CONG HOA XA HQI CHU NGHIA VIET NAM
POAN/TO XAC MINH TO Poc 1ap - Tw do - Hanh phuc
cCAO

e ,ngay ... thang ... ndm
BAQ CAO CUA DPOAN/TO XAC MINH
Vé két qua xac minh ngi dung to cio

Kinh gui: .............. () P
Thuyc hién Quyét dinh s6.../QD... ngay .../.../........ cua.......... ()
T ngdy .../.../... dénngay .../.../....., Poan/Té x4ac minh di tién hanh xac minh ndi dung té cao
cua ong (BA): e Dia
Ch. e t6 cao d6i
VO e (D)oo Ve..ooiii
e (D)
Sau day la két qua xac minh ndi dung to cdo:
1. Két qua xacminh: ..............ooeiiiiiiiii (0) et
2. Nhan xét, danh gid: ............................ (7 e
3 Kién nghic ..ooiiv i (8) e
Trén day 1a bao céo két qua xac minh ndi dung t6 céo, dé nghi... (2)... xem xét, chi dao./.
Noi nhén: Truwéng doan/Té truéng to xac minh
- Nhur trén; (ky, ghi rd ho tén va dong dau - néu co)

- Luu: VT, H6 so.

(1) Tén co quan, t6 chiic, don vi ban hanh quyét dinh thanh 1ap Poan/T6 x4c minh.

(2) Nguoi dimg dau co quan, to chire, don vi ban hanh quyét dinh thanh lap Poan/T6 xac minh.

(3) Nguoi ban hanh, trich yéu quyét dinh thanh 1ap Poan/T6 x4c minh.

(4) Tén co quan, t chirc, don vi hodc ho tén, chitc vu, chtrc danh, dia chi ctiia ca nhan bj t6 céo.

(5) Tém tat ndi dung td cao.

(6) Bao cao két qua xac minh theo timg noi dung t6 c4o, trong d6 néu cy thé hanh vi vi pham phap
luat bi t6 cdo, ndi dung giai trinh clia nguoi bi to cao; phan tich, danh gid thong tin, tai liéu, ching
ctr dé chtg minh tinh dung, sai ctia noi dung t6 cao.

(7) Nhan xét, danh gia theo timg ndi dung t6 cao, trong d6 néu rd ndi dung t6 céo 1a t cao dung,
dung mot phan hodc sai; viéc ¢ y to c4o sai (néu c6); nhan xét, danh gia vé hanh vi vi pham phap
luat cta ngudi bi td cdo, co quan, to chirc, ca nhan khac (néu c6); nguyén nhan, trich nhiém cia
ngudi bi t cdo, co quan, t6 chirc, ca nhan lién quan trong nhimg ndi dung t cao ding hodc dung
mot phan; thiét hai vé vat chat, tinh than do hanh vi vi pham phép luét gdy ra; dbi tuong bi thiét hai;

nhiing ndi dung vi pham phap luat, sai lam hodc khong phti hop ctia viée giai quyét to cao trude do
(neu ¢6) va trach nhiém cta co quan, t6 chirc, don vi, c4 nhan ¢ lién quan; nhitng van dé con c6 ¥
kién khac nhau trong Poan/T6 xac minh (néu co).

(8) Kién nghi v6i ngudi co thim quyén ap dung cac bién phap xir 1y vi pham, khac phuc hau qua do
hanh vi vi pham gay ra.

Ghi chl: Truong doan/Tb truong T6 xac minh ndi dung td cao ky vao timg trang ctua Bao céo.
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MAu s6: 15 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... 2)eeeeninnnn Poc 1ap - Tw do - Hanh phuc
Sb: ... /BC-... , ngay ... thang ... nam
BAO CAO
Keét qua xac minh ngi dung to cao
Kinh gui: ............. () T

Thuc hién Quyét dinh s6 /Qb-... ngay.../.../..... cia...(3)... vé viéc thu 1y giai quyét to cao va giao
nhiém vy xac minh ndi dung to Cao; ’
...(2)... da thanh 1ap Poan/T6 xac minh ndi dung t6 céo cia 6ng (ba): ................

T PP Piachi ..o
t0 cA0 dO1 VOT .., (B) e
V€ et e (5) e

Can ctr Bao céo cua Poan/T6 x4ac minh ve két qua xac minh ndi dung t6 cdo va cac thong tin, tai
liéu, bang ching co lién quan,... (2)...bao cao... (3)...nhu sau:

1. Két qua xac minh ndi dung t6 co: ..............c.eeo... (O TN

2. Két luan ndi dung xac minh: .....................ooooei (7)o
3 KIEN NGHE: ..veee e (8) e
Trén ddy 1a bao cao két qua xac minh ndi dung tb céo, dé nghi ...(3)... xem xét, két luan./.
Noi nhan: Nguoi dirng dau co quan, té chire, don vi
- Nhu trén; dwoc giao xac minh ndi dung t6 cio

- Luu: VT, hd so. (Ky, ghi 13 ho tén va dong dau)

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, to chure, don vi duge giao xac minh ndi dung t6 céo.

(3) Nguoi giai quyet t6 cdo.

(4) Tén co quan, t6 chire, don vi hodc ho tén, chirc vy, chie danh, dia chi cua ca nhan bi t6 céo.

(5) Tom tit ndi dung t6 céo.

(6) Béo céo két qua xac minh theo timg nodi dung té céo, trong d6 néu cu thé hanh vi vi pham phap
luat bi t6 cdo, ndi dung gidi trinh cia ngudi bi td céo; phan tich, danh gia thong tin, tai li€u, chirng
ctr dé xac minh tinh dang, sai cia ndi dung t6 céo.

(7) Két luan timg ndi dung t6 cao, trong d6 néu ré ndi dung t cao 1a t6 cao ding, ding mot phan
hodc sai; viéc o ¥ t cao sai (neu ¢6); két luan vé hanh vi vi pham phap lut caa nguoi bi t6 c4o, co
quan, to chirc, c4 nhan khac (néu c6); nguyén nhan, trach nhiém cua ngudi bi t céo, co quan, t6
chtrc, ca nhan co lién quan trong nhitng nodi dung té cdo dung hodc dung mot phan; thiét hai vé vat
chit, tinh than do hanh vi vi pham phap luét gy ra; ddi tuong bi thiét hai; nhiing ndi dung vi pham
phap luat, sai lam hodc khong phu hop cua viée giai quyét to cao truoc do (neu c0) va trach nhi¢m
clia co quan, t6 chirc, don vi, ca nhan c6 lién quan; nhimg van dé con c6 ¥ kién khac nhau trong qué
trinh xac minh ndi dung t6 céo (néu c0).

(8) Kién nghi véi nguoi c6 tham quyén ap dung cac bién phéap xir 1y vi pham, khic phuc hau qua do
hanh vi vi pham gay ra.
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MAu s6: 16 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
Sb: ... /KL-... , Ngay . .. thang ... nam
KET LUAN NOI DUNG TO CAO
5 11) I 1 N () PPN
NEAY../o ooy, (2)... da ban hanh Quyét dinhsb.../QP-... thuly giai quyét t& cao ddi
(¢} I (3)

Cin ctr ndi dung td cdo, két qua xac minh noi dung t6 cdo, cac tai liéu, chung cir ¢6 lién quan, dbi
chiéu véi cac quy dinh cua phap ludt, ... (2)... két luan ndi dung td cao nhu sau:

1. Két qua xac minh ndi dung t6 céo: ................ (A) e

2 KB IUAN: L. (5) e

3.Xurly vakién nghi: ..o..oooiiiii (6) e

Ngudi giai quyét té cao
Noi nhén: (Ky, ghi ro ho tén va dong dau)
- (D).
-..(D..;
-...(8)..;
-...9)..;
-...(10)..;
- Luu: VT, hd so.

(1) Tén co quan, té chure, don vi cip trén truc tiép (néu c0).

(2) Tén co quan, to chtrc, don vi ¢co tham quyén giai quyét t cdo.

(3) Tén co quan, to chirc, don vi bi té cdo, ho tén, chire vy, chirc danh, dia chi ca nhan bi t6 céo.

(4) Két qua xac minh theo timg nodi dung t6 cdo, trong d6 néu cu thé hanh vi vi pham phap luat bi t6
c4o, ndi dung giai trinh ctia ngudi bi t cdo; phan tich, ddnh gia thong tin, tai liéu, ching cir dé
ching minh tinh dung, sai cua ni dung t6 céo.

(5) Két luan ting ndi dung t6 cho, trong d6 néu ré ndi dung t6 cdo 1a td cao ding, dung mot phan
hodc sai; viéc cO y t6 cdo sai (neu c6) két luan vé hanh vi vi pham phap luat ca nguoi bi t6 c4o, co
quan, t6 chirc, cd nhan khac (néu c6); nguyén nhén; trach nhiém cua nguoi bi t6 cdo, co quan, t6
chtrc, ca nhan co lién quan trong nhitng nodi dung té cdo dung hoic dung mot phan; thiét hai vé vat
chit, tinh thin do hanh vi vi pham phap luat gay ra; doi tuong bi thiét hai; nhiing ndi dung vi pham
phap luat, sai lam hodc khong phu hop cua viée giai quyét td cao trude do6 (néu cd) va trach nhiém
clia co quan, to chtrc, don vi, ca nhan c6 lién quan.

(6) Céc bién phap nguoi giai quyét t cdo ap dung dé tryc tiép xur 1y vi pham, budc khic phuc hiu
qua do hanh vi vi pham phap luat gy ra; noi dung chi dao co quan, to chure, don vi, ca nhan thude
quyén quan 1y cta nguoi giai quyet t6 cao va ndi dung kién nghi co quan, t6 chirc, ca nhan khac ap
dung bién phép theo thim quyén dé xir Iy vi pham, budc khic phuc hau qua do hanh vi vi pham
phap luat gay ra.

(7) Co quan thanh tra nha nudc cép trén.

(8) Co quan thanh tra nha nudc cung cp.

(9) Nguoi bi t6 cao (trong trudng hop van ban Két luan c6 thong tin thudc bi mat nha nudc, thong
tin c¢6 hai cho ngudi td céo thi phai trich vin ban, luoc bo thong tin d6 trude khi giri cho nguoi bi tb
cao.

(10) Tén co quan, td chire, ca nhan khac duogc nhan két luan.
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MdAu s6: 17 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
Sé:..‘...../ ................ ,ngay ... thang ... nam.....
V/v chuyén h6 so sang co quan
diéu tra
Kinh giri: ............. () PP

Can ¢ Khoan 3 Diéu 25 cua Luét td cdo,............. () P chuyén hd so vu viée néu
trén de... (3)... xem xét, giai quyét theo quy dinh cta phap luat./.

Noi nhin: Nguoi dirng dau o
-Nhu trén; co quan, to chirc, don vi chuyén ho so
e (6); (Ky, ghi 0 ho tén va dong dau)

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cip trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi chuyén ho so vu viéc.

(3) Tén co quan diéu tra.

(4) Tén co quan, t6 chirc, don vi hodc ho tén, chitc vu, chirc danh, dia chi cta ca nhan bi td céo.
(5) Ghi rd d4u hiéu pham toi.

(6) Co quan thanh tra nha nudc cap trén va co quan thanh tra nha nudc cing cép.
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MAu s6: 18 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

.......... ,ngay ... thang ... nam.....
BIEN BAN
Ban giao ho so vu viéc c6 ddu hiéu tdi pham
Thuc hién Cong van s6... ngdy ...thang...ndm... cta.... vé viéc chuyén ho so sang co quan diéu tra;
Vao hoi... .gio.... ngdy... thang.... nAM .., tal .......oeieeee i
..(1)... (goi tit 12 Bén giao) ban giao hd so vu viée ¢6 dau hiéu cua toi pham cho .. .(2)... (goi tat 1a
Bén nhéan).
1. Pai di¢én Bén giao:

-0Ng(0A) ..o ChlC VUL e
-0ONG (D) ... CRUC VUL o
2. Pai dién Bén nhan:

-0ng(bd) ..o ChUC VUL e
-0Nng(0a) oo ChlC VUL

theo Bién ban nay. N
Bién ban dugc 1ap thanh 02 ban, moi bén gitt 01 ban./.

Bén nhén Béngiao
(Ky, ghi r0 ho tén, dong dau- néu co) (Ky, ghi 16 ho tén, dong dau- néu co)

(1) Tén co quan, t6 chic, don vi tryc tiép giao hd so.
(2) Tén co quan, to chire, don vi truc ti€p nhan ho so.

DANH MUC HO SO
(Keém theo Bién ban ban giao hd so vu viéc c¢6 dau hi€u tdi pham ngay ..... /...

STT | Tén thong tin, tai liéu, | SO trang thong tin, tai | Tinh trang thong tin, tai
bang chirng liéu, so lwgng bang ching li€éu, bang chirng
Bénnhén Béngiao
(Ky, ghi r0 ho tén, dong dau- néu co) (Ky, ghi r0 ho tén, dong dau- néu co)
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MAu s6: 19 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013 ciia Thanh tra Chinh phi)

........... ). CONG HOA XA HQI CHU NGHIA VIET NAM
........... (2)eeeenennns Poc 1ap - Tw do - Hanh phic
So /TB-...... .. , ngay ... thang ... nam

THONG BAO

Két qua giai quyét to cao

......... (3)...........da c6 két luan ndi dung t6 cao ddi v&i ............(4)eeiiiiiii

Theo quy dinh ctia phap lut vé t6 céo va theo yéu cau ctia nguoi to céo 1a ong (ba) .........
ChT

..................... (2)..................thong bao két qua giai quyét to cao néu trén nhu sau:
........................................................... (5) e
VAY oo, (2)..... thong bao de ong (bA) ........coovveeveeeiieeeiinnn.., biét./

Noi nhén: Nguoi dirng dau

-Nguoi to cao; co quan, to chire, don vi

-..(6)..; (Ky, ghi rd ho tén va dong dau)

-..(D..

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu co).
(2) Tén co quan, to chirc, don vi ban hanh thong bao.

(3) Nguoi giai quyét t6 cao.

(4) Tén co quan, t6 chirc, don vi bi té cdo, ho tén, chirc vu, chirc danh, dia chi c& nhan bi t6 céo.

(5) Két qua xac minh, két luan ndi dung t6 céo, ndi dung quyét dinh, vin ban xtr ly t céo.

(6) Co quan, to chirc, don vi, ca nhan c6 tham quyén di chuyén t6 cdo dén nguoi giai quyét td céo

(néu co).

(7) Co quan, t6 chirc, don vi dd xac minh ndi dung té céo.
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1. LINH VUC TIEP CONG DAN

1. Thi tuc Tiép cong dan

1.1. Trinh ty thwe hi€én

Budc 1: Dén tiép, xac dinh nhan than cua cong dan

Ngu’m tiép cong dan don tiép, yéu cau cong dan néu rd ho ten, dia chi hodc xuat
trinh gidy to tuy than; trudng hop duge ty quyén thi yéu cau xuét trinh gidy uy quyén.

Budc 2: Nghe, ghi chép ndi dung khiéu nai, t6 céo, kién nghi, phan anh, t1ep
nhén thong tin, tai liu
- Khi nguoi khiéu nai, t6 cdo, klen nghi, phan anh c6 don trinh bay ndi dung ro

rang, day du thi nguoi tiép cong dan can xac dinh ndi dung vu viée, yéu cau ciia cong
dan dé xir 1y cho phu hop.

- Néu no1 dung don khiéu nai to6 cdo, kién nghi, phan anh khong r6 rang, chua
day du thi nguoi tiép cong dan dé nghi cong dan viét lai don hodc viét bd sung vao
don nhiing nd1 dung chua rd, con thicu.

- Truong h(,)p~ khong c6 do*n, khiéu nai, t6 céo, kién nghi, phan anh thi nguoi tiép
cong dan hudng dan cong dan viét don theo quy dinh ctua phap luat.

- Néu cong dan trinh bay tryc tlep thi nguoi tiép cong dan ghi chép day du, trung
thue, chinh xac ndi dung khiéu nai, t6 cao, kién nghi, phan anh do cong dén trinh bay;
ndi dung nao chua ro thi dé nghi cong dan trinh bay thém, sau d6 doc lai cho cong dan
nghe va dé nghi cong dan ky tén hodc diém chi x4c nhan vao vin ban.

- Truong hop nhiéu ngudi dén khiéu nai, t6 cdo, kién nghi, phan anh vé cling mot
noi dung thi nguoi tiép cong dan hudng dan ho cur nguoi dai dién dé trinh bay noi
dung khiéu nai, t6 céo, kién nghi, phan anh; ngudi tiép cong dan ghi lai ndi dung bang
van ban.

- Trudng hop don c6 nhiéu nodi dung khac nhau thi ngudi tiép cong dan hudng
dan cong dan tach riéng timg ndi dung dé gui dén dung co quan, to chuc, don vi co
thAm quyén giai quyét.

- Nguoi tlep cong dan tiép nhan céc thong tin, tai liéu, bang chung lién quan den
viéc khleu nai, to céo, kién nghi, phan anh do cong dan cung cap (néu o) va phai viét,
giao gidy bién nhan céc tai liéu da tiép nhan cho cong dan.

Budc 3: Phan loai, xtr Iy khiéu nai, td céo, kién nghi, phan anh tai noi tiép cong
dan

- Viéc phan loai, xu 1y khiéu nai, t6 cdo dén co quan, td chire, don vi, nguoi co
tham quyén thu ly, gidi quyét trong qua trinh ti€ép cong dan dugc thuc hién nhu sau:

+ Trudng hop khiéu nai, t& cao thudc tham quyen giai quyet clia co quan, to
chtrc, don vi minh va du diéu kién thy 1y thi nguoi tiép cong dén tiép nhén thong tin,

tai liéu, chimg ctr kém theo, déng thoi bao cdo véi Thu trudng co quan, to chirc, don
vi thu 1y.
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+ Trudng hop khiéu nai, t cdo khong thudc tham quyen giai quyét clia co' quan,
t6 chirc, don vi minh thi huéng dan ngudi khiéu nai, t6 cdo dén co quan, to chuc, don
vi c6 tham quyén dé khiéu nai, t cdo.

+ Truong hop khiéu nai, t6 cao di duogc giai quyet dang chinh sach, phap luét thi
ngudi tiép cong dan giai thich, huong dan dé nguoi dén khiéu nai, t6 cdo chip hanh
ngh1em chinh quyét dinh giai quyét khiéu nai, quyet dinh xtr Iy hanh vi vi pham bi t&
40 VA yéu cau cong dan chim dit viéc khiéu nai, t6 céo.

+ Truong hop nhan dugc don khiéu nai, t6 céo khong do nguoi khiéu nai, nguoi
t0 cdo truc ti€p chuyén dén thi thyc hién vi¢c phan loai va xu 1y theo quy dinh cta
phép luat vé khiéu nai, to cdo.

- Viéc phan loai, xtr ly klen nghi, phan anh den co quan, to chire, don vi, nguoi

c6 tham quyén thu 1y, giai quyét trong qué trinh tiép cong dan dugc thyc hién nhu
Sau.

+ Truong hop kién nghi, phan anh thudc tham quyén giai quyet cua co quan, t6
chtre, don vi minh thi nguoi tiép cong dan bao cdo ngudi co tham quyén dé nghién
clru, xem x¢ét, giai quyét hodc phan cong bd phan nghién ctru, xem xét, giai quyét.

+ Truong hop kién nghi, phan anh khong thudc thim quyén giai quyét cia co
quan, t6 chirc, don vi minh thi nguoi tiép cong dan chuyén don hodc chuyén ban ghi
lai ndi dung trinh bay ctua nguoi kién nghi, phan 4nh den co quan, t6 chirc, don vi ¢6
tham quyén dé nghién ciru, tiép thu, xem xét, giai quyét.

1.2. Cach thirc thye hién: Cong dan dén tru s6 UBND cap x4.
1.3. Thanh phén, sé lrong hd so
a) Thanh phan ho so, bao gdm:

+ Pon khiéu nai, don td cdo, don kién nghi, don phan anh hoac van ban ghi lai
ndi dung khiéu nai, t6 cdo, ki€n nghi, phan anh (c6 chit ky hoac di€m chi ctia cong
dan).

+ Céc tai liéu, gidy to do ngudi khiéu nai, t6 cdo, kién nghi, phan anh cung cap.
b) S6 lwong ho so: 01 bd.
1.4. Thoi han giai quyét: Cho dén khi két thuc viéce tiép cong dan.
1.5. Co quan thyc hién
- Co quan c6 thadm quyén quyét dinh: Chu tich UBND cap xa.
- Co quan tryc tiép thyc hién: UBND cap xa.
1.6. Pdi twong thue hién TTHC: Ca nhan, t6 chuc.
1.7. Tén miu don, mau to khai: Khong.

1.8. Két qua ciia viéc thwe hién TTHC: Gidy bién nhan thong tin, tai liéu, bang
chig; cong van hudéng dan; cong van chuyén don.

1.9. Yéu céu, diéu kién thuc hién TTHC
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~ Theo Piéu 9, Luat tiép cong dan, ngudi tiép cong dan duoc tir chdi tiép ngudi
dén noi ti€p cong dan trong cac trudong hop sau day:

- Nguoi trong tinh trang say do dung chét kich thich, ngudi ma"l‘c bénh tam than
hoac mdt bénh khac lam mat kha nang nhan thuc hoac kha nang di€u khién hanh vi
cua minh;

- Nguoi ¢6 hanh vi de doa, xic pham co quan, td chire, don vi, ng}rc‘ri tiép cong
dan, nguoi thi hanh cong vu hodc ¢6 hanh vi khéac vi pham ndi quy noi tiép cong dan;

- Nguoi khiéu nai, t6 cdo vé vu vige da giai quyét dtng chinh sach, phap luat,
dugc co quan nha nudce co tham quyén klem tra, ra soat, thong bao bang vin ban va
da duoc tiép, giai thich, huéng dan nhung van c¢b tinh khiéu nai, t6 cdo kéo dai;

- Nhitng truong hop khac theo quy dinh cua phap luét.

1.10. Can cwr phap ly cia TTHC

- Luat tiép cong dan nam 2013;

- Luat khiéu nai, Luat t6 cao nim 2011;

- Nghi dinh s6 75/2012/ND-CP ngay 03/10/2012 ctia Chinh phu quy dinh chi tiét
mot so dieu cua Luat khiéu nai;

- Nghi dinh s6 76/2012/NB-CP ngay 03/10/2012 ctia Chinh phu quy dinh chi tiét
thi hanh mot s6 di€u cia Luat to cao;

- Nghi dinh s‘é 64/2014/ND-CP ngay 26/6/2014 cua Chinh phu quy dinh chi tiét
thi hanh mot so di€u cua Luat tiép cong dan;

- Thong tu s6 06/2014/TT-TTCP ngay 31/10/2014 quy dinh quy trinh tiép cong
dan.
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MAu s6:01(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) ........................... CONG H‘OA XA HOI CHﬁ NGHiA VIET NAM
@) Poc 1ap - Tu do - Hanh phic
Sé: /TB-....(» . , ngay ... thang ... nam
~ THONG BAO
Ve viéc tir choi tiép cong dan
Ngay....... thang....nam ...... , ONZ (DA) woviiiiiieieeeeeeee e (3)
S6 CMND/HG chleu (hoac GIAY tO Y thAN) co.veeeieeeeceeeeeee e ,
NEAY CAP: v/ ooy NOT CAP e PP
biachi:........ PRI RIS TR TR TP PP TSTPPRPRP RO dén ...l (2)
de€ khi€u nai (t0 CA0) V€ VIEC....cevueeeriierieeiiieeiie ettt e et eiee e eeeeneeenns .(4)

Sau khi xem xét noi dung don khiéu nai (t& cdo) va nghe cong dan trinh bay,
............................... (2) nhan thay vu viée da dugc giai quyét dung chinh sach, phap
luat, duoc co quan Nha nude ¢6 tham quyén kiém tra, ra soat va thong bao tra 10i bang vin
ban theo diing quy dinh cta phép luat.

Can ct Piéu 9 Luat tiép cong dan ndm 2013, ......o.ooveveveeeeeeeeeeeeeeeeeeeeeen. )

tir chdi tiép nhan noi dung khiéu nai (t6 cao) cua Ong (ba) .......ccvvevvicinnnn 3)

........... (2) thong bao dé ong (ba) duoc biét; dé nghi ong (ba) chap hanh theo quy dinh cua
phap luat, cham dut khiéu nai (t c4o)./.

Noi nhan: Thii truémg, co quan, té chirc, don vi
- Nhu trén; 4 s~ A I X
s bio cloy (Ky, ghi 16 ho tén, dong dau)
-(5).nn. (@& phédi hop);

- Luu: VT, ho so.

(1) Tén co quan, to churc, don vi cap trén truc tiép (néu co).
(2) Tén co quan, td chic, don vi tiép cong dan.

(3) Ho tén nguoi khiéu nai (t6 céo).

(4) Tom tit ndi dung khiéu nai (t6 céo).

(5) Tén co quan, td chirc, don vi, ca nhan c6 lién quan.
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MAu s6:02(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) XS U U —
....... ,ngay ... thang ... ndm
GIAY BIEN NHAN
Théng tin, tai li¢u, bang chimg

Vao hoi....gio....ngay....thang. .. ey AL (2)
To1la.....ooo (3) Chirc VU: v,
Da nhan cua 6ng (DA) ...covveiiiiiiiiii e, (4)
S6 CMND/H? chiéu (hoac glay tO thy than): .....ocoveeiiiieeeeee, ,
NQAY CAP: .o./evof oot TOT CAP oo
DA ChI: oo
cac thong tin, tai liéu, bang ching sau:
TSP PO P PP 5)
2 et et ettt e te e b e Rt e Rt R et eR e e R e e Rt e en et R te R e e e te et e e teere e
PSPPSR

(Tai liéu, bang ching 1 ban pho t6 hodc ban sao cong chung)
Gidy bién nhan dugc 1ap thanh ... ban, giao cho ngudi cung cap thong tin, tai liéu, bang
chung 01 ban./.

Ngudi cung cap thong tin, tai liéu, Nguoinhin
bang chirng (Ky, ghi 16 ho tén, dong dau - néu co)
(Ky, ghi 10 ho tén)

(1) Tén co quan, to chuc, don vi cap trén (néu co).

(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén can bd nhan thong tin, tai liéu, bang chung.

(4) Nguoi khiéu nai (t cdo, kién nghi, phan anh); nguoi co6 li€én quan dén vu viéc khiéu nai (t6 céo, kién nghi,
phan anh).

(5) Ghi rd tén, sb trang, tinh trang ctia thong tin, tai liéu, bang chimng.
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MAu s6:03(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) YU U U ——
....... ,ngay ... thang ... ndm

PHIEU PE XUAT THU LY PON ...........(3)

Kinh glri: oo (4)
NGAY ..oty i (2) da tip Ong (BA)..-veeeeeeeeeeeeeeeen. (5)
S6 CMND/H? chiéu (hoac glay tO thy than): .cceeeeiie e, ,
NEAY CAP: cvoi/ oo ooy TOT CAP..veeeeeeeeeeeeee e
Piachi.................. e s
CO don trinh DAY VE VIEC: ..eiveiiieeiiieeeiiieeeiie ettt et eeveeeens ©
NO1 dung vu VIEC dA AUQC .o (7) giai quyét (n€u cd) ngay
S S
Sau khi xem xét ndi dung don va cac thong tin, tai li¢u, bang chimg kem theo, dé xuat
....................... (4) thu ly giai quyét vu viéc cua ong (ba)
.......................................................................................................... (5)
theo quy dinh cua phap luat.

Phé duyét ciaa tha trudéng co quan, Ngudi dé xuat
to chire, don vi (Ky, ghi rd ho tén)
Ngay ...... thang ..... ndm

(Ky, ghi 10 ho tén)

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu co).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Pon khiéu nai (t céo, kién nghi, phan anh).

(4) Thu trudng co quan, t6 chire, don vi tiép cong dan.

(5) Ho tén nguoi khiéu nai (t6 céo, kién nghi, phan anh).
(6) Tom tit ndi dung vu viéc.

(7) Nguoi da giai quyét theo tham quyén.
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MAu s6:04(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) YU ———
So lecco ,ngay ... thang ... ndm
PHIEU HEN
Thoi gian, dia diém tiép cong dan

CO QUAN, GOM VI it n e (2)
HEn 0N (DA): c.eeiiiieee e e 3)
S6 CMND/HO chiéu (hodc giay t thy thAn): .......ooeveveeeeeeeeeeeeeeeeeeeeeeeeeen
NEAY CAP: v/l IOT CAD oo
DA CHI: oo
COMAt QL. evveeeeeeeeeieeenn., (4) vao hoi ......... ngay ...... [ovoiid

Khi di dé nghj 6ng (ba) mang theo thong tin, tai lidu, bang ching c6 lién quan dén ndi dung
tiép./.

Thi truéng co quan, to chirc, domn vi
(Ky, ghi 16 ho tén, dong dau)

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu cb).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén nguoi khiéu nai (t6 céo, kién nghi, phan anh).

(4) Dia diém hen tiép cong dan.

(5) Tom tat ndi dung khiéu nai (t6 cdo, kién nghi, phan anh).
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MAu s6:05(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) oo CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

So:.../...... . ,ngay ... thang ... nam .....
V/v huéng din ngudi khiéu nai.

Kinh gli: ..o 3)
Ngay ...... [oonn... Ly e (2) di tiép va nhan don khiéu nai cua ong (ba)
................................................................................. (3)
S6 CMND/HO chiéu (hodc gidy tO ty thAN): .....c.veeeeeeeeeeeeeeeeeeeee e, :
NEAY CAP: oo/ ooy TIOT CAD oo
DA ChIi oo a e
KRIEU N8BT VE VIBC: vttt eee e e see s eeeeaes 4)

Can ctr Ludt khiéu nai ndm 2011 va Nghj dinh s6 75/2012/ND-CP ngay 03/10/2012 cua
Chinh pht quy dinh chi tiét mét s6 diéu ctia Luat khiéu nai;

Sau khi xem xét noi dung don khidu nai, ......cocoevvveeeeeeeeeeieeeeeeenn. (2) nhén thay khiéu
nai cua ong (ba) khong thudc thAm quyén gidi qUYEt CUA .....oovvivieiiiiiiiiiee e
)

Dé nghi ong (ba) guri don dén ... (5) dé duoc xem xét, giai quyét theo quy

dinh cua phéap luat.

Noi nhan: Ngudi tiép cong dan
- Nhu trén; (Ky, ghi 16 ho tén, dong dau - néu co)
- Luu: ...(2)...

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu c6).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén nguoi khiéu nai.

(4) Tom tét ndi dung khiéu nai.

(5) Tén co quan, t6 chirc, don vi c6 thim quyén giai quyét.
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MAu s6:06(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

SO TIEP CONG DAN
Theo
doi
, . két | Ghi
Huwoéng xu ly qua | ch
Ho tén - Dia A giai
Ngay chi - Noi F;Ez?? qﬁgn s
STT| (igp | CMND/H | dung | 46 |da giai Chuyén
chiéu cua |vu viéc ngwdi quyét Tri lai don dén
cong dan Thuly| ,"* | co quan,
z .o ldonval|l x ,
de giai . to chire
z, | hwong . 2
quyeét din dUn}qCO
thﬁpl
quyén
1 2 3 4 5 6 7 8 9 10 11
Trang.........

(3) Néu cong dan khong c6 CMND/HO chiéu thi ghi cac thong tin theo gidy to tiy than

(4) Tom tat ndi dung vu viée

(5) Phan loai don cua cong dan (khi€u nai, to cdo, kién nghi, phan anh), s6 cong dan cé don cung mdt ndi

dung

(6) Ghi 15 co quan, to chue, don vi da giai quyét het thAm quyén

(7) Panh dau (X) néu thudc tham quyén giai quyet

(8) Ghi rd huéng dan cong dan dén co quan, t6 chire, don vi nao, s0 van ban huéng dan
(9) Ghi 16 tén co quan, t6 chirc, don vi c6 tham quyen thu ly giai quyet s6 van ban chuyén don
(10) Nguoi tiép dan ghi chép, theo ddi qua trinh, két qua giai quyét don ciia cong dan.
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M3u s6:07(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

CONG HOA XA HOI CHU NGHIiA VIET NAM
Poc 1ap - Tu do - Hanh phic

....... ,ngay ... thang ... nam
DPON YEU CAU

Bio v€ nguoi to cao va nguoi than thich ciia ngudi to cao

Kinh goi: ..o (1)

LI 0 T USRS SRRSO 2
S6 CMND/HO chiéu (hodc gidy t thy thAN): .....o.veeeeeeeeeeeeeeeeeee e :
NEAY CAP: v/ oo ooy NOT CAD oo
DA ChTiec ettt et
HOm nay, NEAY .../ ... ¢y 01 QN oo (1)
Q8 10 CAO V& VIBC oottt (3)
..................................................................................................................................... 4)
Vi vay, to1 1am don NAY YEU CAU ....eeeeviiieiiiieeciieceiee ettt (1)

Ngwoi lam don
(Ky, ghi 1o ho tén)

(1) Tén co quan, t6 chirc, don vi tiép cong déan
(2) Ho tén nguoi to cao.
(3) Tom tat ndi dung to cao

(4) Ly do va céc cin ctr cho rang to c4o s& dan dén viéc gdy nguy hai dén tinh mang, strc khoe, tai san, danh

du, nhan pham uy tin ctia ngudi to cdo hodc ngudi than thich cia ngudi t céo.

(5) Néu yéu cau cy thé dé bao vé tinh mang, strc khoe, tai san, danh dy, nhan pham, uy tin ctia nguoi td cao

hodc ngudi than thich ciia ngudi t6 cao.
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MAu s6:08(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

Sb: ke ,ngay ... thang ... ndm .....
V/v huéng dan nguoi to cdo

Kinh gti: ..o (3)
NEAY /ooy e (2) di tiép va nhan don t6 céo cua
ONG (DA) o e e aearre s (3)
S6 CMND/HO chiéu (hodc giay t thy thAN):........co.eveeeeeeeeeeeeeeee e ,
NEAY CAP: cvov ool ooy IO CAD et
DA ChI: e e e e e
T CAO VE VB! oot ees e s an e 4)

Can ctr Luat td cdo nam 2011 va Nghi dinh §6 76/2012/ND-CP ngay 03/10/2012 ctia Chinh
phu quy dinh chi tiét mdt so di€u cua Ludt to cdo.

Sau khi xem xét n0i dung don tO CAO, «....evevevveeeeeeeeeeeeeeeeeeeeereeeeeen. (2) nhan thay t6 cao
ctia ong (ba) khong thudc tham quyén gidi quyet cla .........ccveeeveeveereereennnn .. (2)
Dé nghi ong (ba) giridon dén ....................... (5) dé duoc xem xét, giai quyét theo quy

dinh cua phéap luat.

Noi nhén: Nguoi tiép cong dan

- Nhur trén; (Ky, ghi & ho tén, dong dau - néu co)
- Luu: ...(2)...

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu o).
(2) Tén co quan, t6 chirc, don vi tiép cong dan.

(3) Ho tén nguoi t cao.

(4) Tom tat ndi dung té cao.

(5) Tén co quan, tb chirc, don vi ¢6 thim quyén giai quyét.
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MAu s6:09(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

S6: .../ ,ngay ... thang ... ndm

Vv d6n dbc giai quyét t6 cao cua cong dan

Kinh gui: ......oooooiiiiin 3)
NEAY oo iy e (2) d4 tiép ong (bA)....veeveeeeeeeeeenn. 4)
S6 CMND/Hb chiéu (hodc gidy t& thy thANn): .......oveveveeeeeeeeeeeeeeeee e
ngay cap: .../..../...... 3 TLOT CAD e
DA CHI oo ——————
V8 NOT QUNE. ...ttt en s 5)
Sau khi xem xét ndi dung vu VI€C, ........coiiiiiiiiiiiiinni, (2) théy vu viéc cua ong
Ba) (4) dd qua thoi gian quy dinh nhung chwa duoc
.................. (3) giai quyét theo quy dinh cta phap luat.
........................... (2) dé nghi............................ (3) giai quyét vu viéc ciia
ong (ba) .....oooeviiiiiii (4) theo quy dinh cta phép luat va thong bao két qua
0 £S5 4 (2)
Noi nhin: Thi truéng co quan, to chirc, don vi
- Nhu trén; (Ky, ghi 10 ho tén, dong dau)

- ... (4).... (thay tra 101);
- Luu: ...(2)....

(1) Tén co quan, to chtre, don vi cap trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi tlep cong dan.

(3) Co quan, don vi, ngudi co thim quyén giai quyét.

(4) Ho tén nguoi t cao.

(5) Tom tit ndi dung vu viée va cac van ban chuyén don don doc - néu co.
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MAu s6:10(Ban hanh kém theo Thong tw s6 06/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(1) e CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic
) U U U ————
So: ... [oo.. ,ngay ... thang ... ndm

V/v chuyén don kién nghi, phan 4nh

Kinh gui: ..o (3)

NGAY co/ oo ]y e, (2) da tiép va nhan don kién nghi phan 4nh
CUAONEZ (DA). et 4)
S6 CMND/HO chiéu (hodc giay to iy thAN): .....o..oeveeeeeeeeeeeeeeeeeee oo, ,
NEAY CAP: cvoi/ oo/ oo eeiy IO CAD et
DA ChIi oo e e e e e raaes
INOT QUNE: oottt et e e te et e e s teesteesteesaaesseeesseessessaesaneennas 5)
Can ctr khoan 2 Piéu 26 Luat tiép cong dan nam 2013; sau khi xem xét ndi dung don,
................................ (2) chuyén don cua ong (ba) ....................(4) dén
........................ (3) dé xem xét, giai quyét theo quy dinh cua phap luat./.

Noi nhén: Thii truéng co quan, té chirc, don vi
- Nhur trén; (Ky, ghi 16 ho tén, chirc vy va dong
- ...(4)... (thay tra 1o1); déu)

- Luu: ...(2)...

(1) Tén co quan, té chire, don vi cép trén (néu c0).

(2) Tén co quan, t6 chirc, don vi chuyén don kién nghi, phan anh.

(3) Nguoi dimg dau co quan, t6 chirc, don vi ¢6 tham quyén giai quyét.
(4) Ho tén nguoi kién nghi, phan anh.

(5) Tom tét ndi dung kién nghi, phan anh
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IV. LINH VUC XU LY PON THU

1. Thi tuc xir ly don

1.1. Trinh ty thuwe hién

Budc 1: Nhan don

Tiép nhan don, vao s6 cong van dén (hoic nhap vao mdy tinh).
Budc 2: Phan loai va xur Iy don

a. Ddi v6i don khicu nai:

- Pon khiéu nai thudc thim quyén giai quyét

+ Pon khiéu nai thudc tham quyen giai quyét va khong thudc mét trong cac
truong hop khong dugc thy ly giai quyét theo quy dinh tai Piéu 11 ctia Luat khiéu nai
thi nguoi xir 1y don dé xuat thu truong co quan, té chic, don vi thu 1y dé giai quyét
theo quy dinh cua phap luat.

+ Don khiéu nai thudc thim quyén giai quyet nhung khong du diéu kién thy ly
giai quyét thi can ctr vao ting trudng hop cu thé de tra 161 hodc hudng dan cho nguoi
khiéu nai biét & 1y do khong duoc thu 1y giai quyét hodc bd sung nhiing thu tuc can
thiét dé thuc hién viéc khiéu nai.

- Pon khiéu nai khong thudc tham quyén giai quyét:

+ Pon khiéu nai khong thudc tham quyen giai quyet cua thu truong co quan, to
chure, don vi thi nguoi xu Iy don hudng dan nguoi khiéu nai giri don dén co quan, to
chtrc, don vi c6 tham quyén giai quyét. Viéc hudng din chi thyc hién mot 1an.

+ Pon khiéu nai do dai biéu Quéc hoi, dai biéu Hoi dong nhan dan, Uy ban Mit
tran T quéc Vi¢t Nam va cac thanh vién cua Mat tran, cac co quan bao chi hoac céac
co quan, té chie khac theo quy dinh cua phap luét chuyén dén nhung khong thudc
thAm quyén, trach nhiém giai quyet thi nguoi xtr Iy don dé xuét thu truong co quan
gui tra lai don kém theo cdc gidy to, tai liéu (néu cd) va néu 1 1y do cho co quan, to
chtrc, ca nhan chuyén don dén.

- Pon khiéu nai c6 ho tén, chir ky ctia nhiéu nguoi:

+ Don khiéu nai co ho tén, chir ky cua nhiéu nguoi nhung khong thudc tham
quyén giai quyet clia co quan, to chirc, don vi thi nguoi xur ly don hudng dan cho mot
nguoi khiéu nai co ho, tén, dia chi rd rang gui don dén dung co quan, to chuc, don vi,
ngudi c6 tham quyén giai quyét.

+ Pon khiéu nai co ho ten, chir ky cua nhiéu nguoi thude tham quyen giai quyet
thi nguoi xur 1y don dé xuat thu truéng co quan, td chic, don vi thu 1y dé giai quyét
theo quy dinh cua phép luat.

- Pon khiéu nai c6 kém theo gidy to, tai liéu gbc:

Truong hop don khiéu nai khong dugc thu Iy dé giai quyét nhung c6 gui kém
theo gidy to, tai lidu gbc thi co quan, t6 chire, don vi nhan duoc don phai tra lai cho
nguoi khiéu nai gidy to, tai liéu d6; néu khiéu nai duogc thu Iy dé giai quyét thi viée tra

202







lai gidy t0, tai liéu goc dugc thuc hién ngay sau khi ban hanh quyét dinh giai quyet
khiéu nai.

- Pon khiéu nai d6i v6i quyét dinh giai quyét khiéu nai dd c6 hiéu luc phap luat
nhung c¢6 d4u hiéu vi pham phap luat:

Pon khiéu nai ddi véi quyét dinh giai quyét khiéu nai da c6 hi¢u luc phap luat
nhung trong qua trinh nghién ctru, xem x¢t néu c¢6 can cu cho rang viée giai quyét
khiéu nai c6 dau hiéu vi pham phap luat lam anh huong dén quyén, loi ich hop phap
cua nguoi khiéu nai hodc c4 nhan, co quan, t6 churc khac ¢6 lién quan, de doa xam
pham dén loi ich cua nha nuéc hodc cé tinh tiét moi lam thay d6i ndéi dung vu viée
khiéu nai theo quy dinh tai Piéu 20 Nghi dinh 75/2012/ND-CP ngay 03/10/2012 cia
Chinh phu quy dinh chi tiét mot so diéu cua Luat khiéu nai thi nguoi xur ly don phai
béo céo dé thi trudng o quan, t6 chirc, don vi xem xét, , giai quyét theo thAm quyén
hodc bao cdo co quan, to chirc, don vi nguoi cd tham quyén xem xét, quyét dinh.

- Pon khiéu nai ddi v6i quyét dinh hanh chinh c¢6 kha nang gy hau qua kho khac
phuc

Trong truong hop co6 can ctr cho rang viéc thi hanh quyét dinh hanh chinh s& gay
ra hau qua kho khac phuc thi ngudi xu Iy don phai kip thoi bao cao dé thu truong co
quan xem Xxet, quyét dinh tam dinh chi hodc kién nghi co quan thim quyén, nguoi c6
tham quyén tam dinh chi viéc thi hanh quyét dinh hanh chinh.

b. Di véi don t6 cdo:

- Pon t6 cao thudc thim quyén:

Néu noi dung don t6 cao thudc tham quyén giai quyét cua thu trudng co quan, t6
chtre, don vi ma khong thudc mot trong cac truong hop quy dinh tai khoan 2 Piéu 20
Luat t6 cao thi nguoi xu ly don bao cao thu truong co quan, t6 chirc, don vi dé thu ly
giai quyét theo quy dinh.

- Pon t6 céo khong thudc tham quyén:

+Pon t6 céo khong thudce tham quyen giai quyét thi nguoi xtr Iy don dé xuét véi
thil truéng co quan, t6 chic, don vi chuyén don va cac ching ctr, thong tin, tai liéu

kém theo (néu c6) dén co quan, t6 chic, don vi c¢6 tham quyen dé duoc giai quyet
theo quy dinh ciia phap luat theo quy dinh tai diém b khoan 1 Diéu 20 ctia Luat t6 céo.

+ Néu t6 cao hanh vi pham t0i thi chuyén cho co quan c6 thAm quyén theo quy
dinh cua phap luat t6 tung hinh su.

- Pon t6 cao dbi voi dang vién:

Pon t6 cao ddi véi dang yién vi pham quy dinh, Piéu ~lé cua péng du’(jg thuc
hién theo quy dinh ctia Ban Chap hanh Trung wong, huéng dan cia Uy ban Kiém tra
Trung wong va Tinh uy.

- Pon t6 céo hanh vi vi pham phap luét gdy thiét hai hodc de doa gay thiét hai

nghiém trong dén loi ich nha nuéc, co quan, t6 chirc, quyén va loi ich hop phap cua
cong dan:
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Ngudi xir ly don phai kip thoi bdo céo, tham muu, dé xuét dé thu truong co
quan, to chtrc, don vi c6 tham quyén ap dung bién phap ngan chan theo quy dinh cua
phép luat hodc thong bao cho co quan, to chirc, don vi c6 thim quyén ap dung bién
phap kip thoi1 ngan chan, xu ly theo quy dinh cua phép luat.

- Pon t6 cdo xuét phat tir viéc khiéu nai khong dat dugc muc dich:

Déi voi don to c4o xudt phat tir viéc khiéu nai khong dat dugc muc dich, cong
dan chuyén sang t6 cao ddi voi nguoi giai quyét khiéu nai nhung khong cung cap
duoc thong tin, tai liéu, ching ¢t dé chimg minh cho viéc t6 cdo ctia minh thi co
quan, nguoi c6 thim quyén khong thu 1y giai quyét ndi dung td cdo.

- Xir ly ddi véi truong hop té cdo nhur quy dinh tai khoan 2 DPiéu 20 cia Luat t6
cao:
Té céo thudc cac truong hop quy dinh tai khoan 2 Piéu 20 cua Luat t6 céo thi co

quan nhén dugc don khong chuyén don, khong thy Iy dé giai quyét dong thoi c6 vin
ban giai thich va tra lai don cho ngudi té céo.

- Pon t6 cédo khong ro ho tén, dia chi nguoi to cdo nhung c6 ndi dung rd rang,
kem theo cac thong tin, tai liéu, bang ching veé hanh vi tham nhiing, hanh vi to1 pham:

Khi nhan dugc don td céo khong 1o ho tén, dia chi nguoi td céo nhung cé noi
dung ro rang, kém theo cac thong tin, tai li¢u, bang ching chimg minh ndi1 dung t6
cdo hanh vi tham nhiing, hanh vi td1 pham thi ngudi xtr Iy don bao céo thu truong co
quan, to chuc, don vi xtr Iy theo quy dinh ctia phap luéat vé phong, chong tham nhiing,
phép luat to tung hinh su.

b. Xtr 1y céac loai don khéc:

- Pon kién nghi, phan 4nh:

+ Pon klen nghi, phan anh thudc thAm quyen trach nhiém cua co quan, to chirc,
don vi giai quyet thi nguoi xtr Iy don dé xuét thi trudng co quan, to chic, don vi thu
ly giai quyét.

+ Pon kién nghi, phan 4nh khong thuge thAm quyén giai quyét clia co quan, to
churc, don vi thi nguoi xur 1y don dé xuat thu truong co quan, t6 chirc, don vi xem Xxet,
quyét dinh viéc chuyén don va céc tai liéu kém theo (néu c6) dén co quan, to chc,
don vi, nguoi c6 tham quyén dé giai quyeét.

- Pon c6 nhiéu noi dung khac nhau

Pbi vGi don ¢o nhiéu ndi dung khac nhau thudc tham quyén giai quyét cia nhiéu
co quan, to chire, don vi thi ngudi xu ly don huong dan nguoi gui don tach riéng tung
ndi dung dé giri dén dung co quan, to chirc, don vi c6 tham quyén giai quyét.

- Pon thudc tham quyén giai quyét ciia co quan tién hanh t6 tung, thi hanh an

Pon thudc thim quyén giai quyét ciia co quan tién hanh t6 tung hinh su, t6 tung
dan sy, t0 tung hanh chinh, thi hanh an thi nguoi xtr Iy don hudéng dan gui don hoac
chuyén don dén co quan c6 tham quyén dé xu 1y theo quy dinh ctua phép luat t6 tung
hinh su, t0 tung dan sy, t6 tung hanh chinh, thi hanh an.
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- Pon thudc tham quyén giai quyét ctia co quan dan cir:

Nguoi xur ly don hudng dan giri don hodc chuyén don dén co quan cé thim
quyén dé dugc giai quyét theo quy dinh ctia phap luat.

- Pon thudc thdm quyén giai quyet ctia t6 chuc chinh tri, t0 churc chinh tri - X&
hoi, to chie chinh tri, xa hoi - nghé nghiép, t6 chirc xa hoi, to chirc xd hoi - nghé
nghiép, tb chtc ton giao:

Nguoi xir Iy don trinh tha trudng co quan, to chirc, don vi hudéng dan ngudi gui
don hoac chuyén don dén t6 chiic c6 tham quyén dé duoc xem xét giai quyét theo quy
dinh cua phap luat va bicu I¢, Quy ché cua to chuc do.

- Pon thudc thAm quyén giai quyét ciia don vi su nghiép cong 1ap, doanh nghiép
nha nudc:

Nguoi xtr ly don trinh thu truong co quan, t6 chirc, don vi huéng din ngudi gui
don hodc chuyén don dén don vi sy nghi€p cong 1ap, doanh nghiép nha nudc do dé
gidi quyét theo quy dinh cua phdp luat.

- Bon khiéu nai, t6 cédo, ki€n nghi, phan anh nhirng vu viéc cé tinh chat phuc tap

Pon kién nghi, phan anh, khiéu nai, t6 cdo phuc tap, gay gat véi sy tham gia clia
nhiéu ngudi; nhitng vu viéc c6 lién quan dén chinh sach dan toc, ton gido thi ngudi xir
1y don phai bao céo véi thu trudng co quan, to chirc, don vi dé ap dung cac bién phép
theo tham quyén kip thoi xir Iy hodc dé nghi voi cac co quan, to chirc, don vi ¢6 lién
quan ap dung bi¢n phap xu ly.

1.2. Cach thirc thuc hién
Cong dan gt truc tiép dén UBND cap x4 hodc gti don qua dudng buu dién.
1.3. Thanh phén, s6 lwgng hd so

a) Thanh phén ho so: Pon khiéu nai, don t6 cdo, don kién nghi, don phan anh va
cac tai li€u, chung ctr lién quan (n€u o).

b) S lwong ho so: 01 bd.

1.4. Thoi han giai quyét: Trong thoi han 10 ngay, ké tir ngay nhan duoc don
khiéu nai, t6 cao, kién nghi, phan anh.

1.5. Pdi twong thue hién TTHC: Cé nhan, t6 chuc.

1.6. Co quan thyc hién TTHC

- Co quan c6 tham quyén quyét dinh: Chu tich UBND cép xA.
- Co quan tryc tiép thyc hién: UBND cap xa.

1.7. Két qua thwe hién TTHC

Vian ban tra 101, van ban hudng dan, van ban chuyén don hodc van ban thu ly giai
quyét khiéu nai, t6 céo, ki€én nghi, phan anh.

1.8. Tén miu don, mau to khai: Khong.
1.9. Can ctr phap ly cia TTHC
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- Luat khiéu nai, Lut t6 cdo nam 2011;

- Luét tiép cong dan nim 2013;

- Nghi dinh s6 75/2012/ND-CP ngay 03/10/2012 ctia Chinh phii quy dinh chi tiét
mot sO diéu cua Luat khiéu nai;

- Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 ctia Chinh phii quy dinh chi tiét
thi hanh mot so diéu cua Luat to cao;

- Nghi dinh s6 64/2014/ND-CP ngay 26/6/2014 ctia Chinh phu quy dinh chi tiét
mot sO diéu cua Luat ti€p cong dan;

- Thong tu s6 07/2014/TT-TTCP ngay 31/10/2014 ctua Thanh tra Chinh phu quy
dinh quy trinh x1r 1y don khi€u nai, don t6 cdo, don kién nghi, phan anh.
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MAu s6: 01(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
S6:  /PX-..... (3) ....., NgAy.... thang.... ndm
PHIEU PE XUAT THU LY PON .................. 4)
Kinh gli: ..o (%)
Ngay ...... [eeenn.. L (2) nhan dugcdon .................o.lll. (4)
CUA ONE (D) ..ttt 6)
DA Cieeeeeeeee e
NO1 dung don: ......ooeeeviieeiieeiieeee e s s (7)
Pondaduge ...l (8) giai quyét ngay ......... . [eviiiinn. (néu co)
Sau khi xem xét nd1 dung don va can ctt quy dinh cua phép luat, dé xuat thu ly dé giai quyét
don ... (3)cuadng (ba) ....ovvvvveiiiiiinn, (%)
Phé duyét caa ...... (5) L&nh dao don vi dé xuat Ngudi dé xuat

Ngay..... thang....
nam.... (Ky, ghi 13 ho tén) (Ky, ghi 10 ho tén)
(Ky, ghi 10 ho tén)

(1) Tén co quan, té chtrc, don vi cép trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vixtr ly don.

(3) Chit viét tat tén co quan, to chire, don vi xur 1y don.

(4) DBon khiéu nai hoic don t6 cao hodc don kién nghi, phan anh.

(5) Thu trudng co quan, t6 chirc, don vi co thAm quyén giai quyet

(6) Ho tén nguoi khleu nai hodc nguoi t6 cao hodc nguoi kién nghi, phan anh.
(7) Trich yéu tom tit Ve noi dung don.

(8) Ngudi c6 thAm quyén da giai quyét (néu co).
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MAu s6: 02(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
S6:  [TB-....(3) ....., Ngay.... thang.... nam....

THONG BAO
Ve viéc khieéu nai khong du dieu kién thu ly gidi quyet

Ngay....... A A s (2) nhan duoc don khiéu nai cia ................ (4)

D1A ChIi oo a e

NOT AUNEZ GOMN: .ttt ettt e et e e eeeeneeeneeas (%)

Sau’ khi xem xét ndi dung khiéu nai‘ va can cr quy dinh tai’ Diéu 11 cua Luét khiéu nai, don
khiéu nai cua 6ng (ba) khong du dicu kién thu ly giai quyet vi ........cceenee. (6)
PP (2) thOng BAO A€ ...ovvvorrrrceee e 4
DIt VA DO SUNG ..ot (7) @€ thuc hién viéc khi€u nai

Noinhén: . 8
- (4); ( )

Law .2, (Ky, ghi 15 ho tén va dong dau)

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu c6).

(2) Tén co quan, t6 chirc, don vi ban hanh thong béo.

(3) Chit viét tat tén co quan, to chirc, don vi ban hanh thong béo.

(4) Ho tén nguoi khiéu nai.

(5) Trich yéu tém tét ndi dung khiéu nai.

(6) Néu ly do khong thuy 1y giai quyét.

(7) Néu rd thu tuc can thiét theo quy dinh dé dugc xem xét, giai quyét.
(8) Chirc vu ngudi c6 tham quyén ky thong bao.
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MAu s6: 03(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)ol CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eei Déc 1ap - Tu do - Hanh phic
Sé:  /...3)- ... (@) ....., Ngay.... thang.... nam
Kinh gtri: ong (ba).....cooviiiiii (%)
Ngay ...../...... [eee.. s e (2) nhan duoc don cia 6ng (ba) khiéu nai vé viéc
.............................................................................................................................. (6)

Sau khi xem xét ndi dung khiéu nai va cin cir Luat khiéu nai, Nghi dinh s6 75/2012/ND-CP
ngay 3 thang 10 nam 2012 cua Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat
khiéu nai, don khiéu nai cua ong (bd) khong thudc tham quyén giai quyét cua

....................................................................................................... (2)

......... e (2) trd lai don va hudng dan ong (ba) gui don khiéu

natdeén ..o (7) dé duoc giai quyét theo tham quyén.
......................... (8) )

Noi nhan: (Ky, ghi o ho tén va dong dau)

T VT . (0.

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu c0).

(2) Tén co quan, t6 chirc, don vi ban hanh vin ban huéng dan.

(3) Chit viét tit tén co quan, td chirc, don vi ban hanh vin ban huéng dan.

(4) Chir viét tat tén don vi soan thao vin ban hudng dan.

(5) Ho tén ngudi khiéu nai.

(6) Trich yéu tom tét ndi dung khiéu nai.

(7) Chirc danh nguoi dimg du co quan, t6 chirc, don vi c6 tham quyén giai quyét khiéu nai.
(8) Chirc vu ngudi ¢6 thim quyén ky van ban hudng dan.
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MAu s6: 04(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeei Déc 1ap - Tu do - Hanh phic
Sé: (3) - 4 .....,ngay.... thang...
V/v tra lai dO'n chuyen khoéng ding
thim quyén
Kinh gli: oo (%)
Ngay ...../...... [eeen... ) e (2) nhén dugc van ban ..........ccceeeeeenn. (6)
chuyén don ctia ong (ba) .....ooovveevvneeieeeein., (7), &2 Chi.eeeeeeeeeeeeeeeees
DON €O NOT AUNG: ..ot (8)

Sau khi xem xét ndi dung don va can cir theo quy dinh cua phap luét vé khiéu nai, don cua

..................... (7) khong thudc tham quyén giai quyét clia .......cococvveeeee.n(2)

..... covenennnno(2) tra lai don dé ...ceooveeuene. (5) chuyén duing co quan c6 tham quyén giai
quyeét.

Noinhgn: 9) )

- Nhu trén; (Ky, ghi 16 ho tén va dong dau)

- Luu: VT; ... (4).

(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu c6).

(2) Tén co quan, td chire, don vi gui van ban tra lai don.

(3) Chit viét tit tén co quan, to chirc, don vi giri van ban tra lai don.

(4) Chir viét tit tén don vi soan thao van ban tra lai don.

(5) Ho tén nguoi chuyén don hodc tén co quan, to chic, don vi chuyén don.
(6) Trich yéu sd, ky hiéu, ngay thang nim vin ban chuyén don cua (5).

(7) Ho tén nguoi co don.

(8) Trich yéu noi dung don.

(9) Chtrc vu ngudi c6 tham quyén ky vén ban tra lai don.
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MAu s6: 05(Ban hanh kém theo Théong tu s6 07/2014/TT-TTCP ngay 31 thing 10 niim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
S6:  /...(3)-....(4) ....., Ngay.... thang.... nam....

V/v chuyén don t6 cdo

Kinh gli: ..o (%)
Ngay ...../ ...... [uin.. y eeenens (2) nhan duoc don t6 cdo cta ong (ba) ................. (6)
DA ChI: oo
Don €O NOT AUNG: ..o e (7)
Sau khi xem x¢ét noi dung don va can cir quy dinh cua Luat t6 céo, e (2)
chuyén don t6 cdo cia Ong (bA) .....coovvviiniiiiiiiiiii e (6)dén ............... (5)

dé giai quyét theo quy dinh cta phap luat.

......................... (8)

Noi nhén: (Ky, ghi 16 ho tén va dong dau)
- Nhu trén;

-...(6);

- Luu: VT; ... (4).

(1) Tén co quan, t6 chirc, don vi cp trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh vin ban chuyén don t6 cao.

(3) Chit viét tat tén co quan, to chirc, don vi ban hanh vin ban chuyén don.

(4) Chir viét tat tén don vi soan thao vin ban chuyén don.

(5) Chtrc danh thu truéng co quan, t6 chirc, don vi c6 tham quyén giai quyét té cao.
(6) Ho tén ngudi td cdo.

(7) Trich yéu ndi dung t6 cdo.

(8) Chtrc vu ngudi c6 thdm quyén ky vin ban chuyén don td cdo.
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MAu s6:06(Ban hanh kém theo Thong tw s6 07/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
Sé:  /...(3)- ... 4 ....., Ngay.... thang...

V/v chuyén don kién nghi, phan 4nh

Kinh gli: ..o %)

Ngay ...../...... [eee... s e (2) nhan dugc don cia ong (ba) .....coecvvveeeeennennee. (6)

Don CONOT AUNG: ..ooeniiiiieieeeee e e (7)

Sau khi xem xét ndi dung don va cén ctr quy dinh ctia phéap luat, ... (2)
chuyen don cta ong (ba) ..........cceeenne (6) dén .. (5) dé duoc xem xét, giai

quyet

Noinhan: (®)

- Nhu trén; (Ky, ghi 10 ho tén va dong dau)
- ...(6);

- Luu: VT; ... (4).

(1) Tén co quan, té chtre, don vi cép trén truc tiép (néu cd).

(2) Tén co quan, t6 chirc, don vi ban hanh véan ban chuyén don kién nghi, phan anh.
(3) Chir V1et tat tén co quan, tb chirc, don vi ban hanh vin ban chuyén don.

(4) Chir viét tat tén don vi soan thao van ban chuyen don.

(5) Co quan, t6 chirc, don vi c6 tham quyén giai quyét.

(6) Ho tén nguoi kién nghi, phan anh.

(7) Trich yéu ndi dung kién nghi, phan anh.

(8) Chtrc vu ngudi c6 tham quyén ky vin ban chuyén don.
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MAu s6:07(Ban hanh kém theo Thong tw s6 07/2014/TT-TTCP ngay 31 thang 10 nim 2014 ciia Thanh tra Chinh phi)

(D)l CONG HOA XA HQI CHU NGHIA VIET NAM
(2)eeee Poc lap - Tu do - Hanh phuc
S6:  /HD-....(3) ....., NgAy.... thang...
HUONG DAN

Pon c6 nhiéu ndi dung khac nhau thudc nhiéu co quan cé thim quyén giai quyét

Ngay ...../...... [uin.. s e (2) nhan dugc don cua ong (ba) ............. 4)

DA CHI: e e e e e e e e aaaaes

Sau khi xem xét ndi dung don va thong tin, tai liéu kem theo (néu co), don cua ong (ba)
khong thudc tham quyén giai QUYL CUA ... (2) No6i dung don
ctia 6ng (ba) thudc tham quyén giai quyét clia cac co quan sau day:

-NOidung ..ooveiiiii (5) thudc tham quyén giai quyét clia ................... (6)
-Noidung oo (5) thudc tham quyén giai quyét cta ................... (6)

o eerrererreeererre e e e s e tee s e teeeeraeeseratasensaaann (7) bé nghi 6ng (ba) viét tach cac ndi dung don

nhu d3 hudéng dan gii dén co quan c6 tham quyén dé duoc giai quyét theo quy dinh cua
phap luat.

Noinhan: (®)
- @) (Ky, ghi 16 ho tén va dong dau)
- Luu: VT; ... (3).

(1) Tén co quan, to chtrc, don vi cép trén truc tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh véan ban huéng dan.

(3) Chir viét tit tén co quan, t6 chure, don vi ban hanh vin ban huéng dan.
(4) Ho tén cua nguoi viét don.

(5) Trich yéu ndi dung khiéu nai, t& cdo hodc kién nghi phan anh.

(6) Chtrc danh thu truong co quan, td chire, don vi c6 thim quyén giai quyét.
(7) Cac ndi dung khac (neu cd)..

(8) Chirc vu ngudi c6 thim quyén ky vin ban hudng dan.
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D. THU TUC AP DUNG CHUNG

V. LINH VU'C PHONG CHONG THAM NHUNG
1. Thu tuc ké khai tai san, thu nhip
1.1. Trinh ty thuc hién

Budc 1: Co quan, to6 chuc, don vi ban hanh van ban t6 chire trién khai viéc ké

khai;

Budc 2: B6 phan phu trach cong tac td chire, can bo tién hanh trién khai viéc ké

khai:

- Lap danh sach Nguoi co nghia vu ké khai cua co quan, t6 chirc, don vi minh,
trinh nguoi dung dau co quan, t6 chirc, don vi phé duyét; danh sach phai xac dinh rd
d6i tuong thude cap uy quan 1y, d6i tuong thudc cap trén quan 1y, d6i tuong thudc co
quan, t6 chirc, don vi quan 1y;

- Gt danh sach Nguoi c6 nghia vu ké khai dén cac co quan, t6 chure, don vi truc
thudc;

- Guri mau Ban ké khai tai san, thu nhap (sau day goi 1a Ban ké khai), huéng dan
va y€u cau nguoi co nghia vu ké khai thyuc hién viéc ké khai tai san, thu nhap.

Budce 3: Nguoi c6 nghia vu ké khai phai hoan thanh vi¢c ké khai trong thoi gian
10 ngay ké tur ngdy nhan dugc mau ban ké khai, nop 01 ban vé bd phan phu trach
cong tac to chirc, can bd va luu ca nhan 01 ban. Truong hop tai thoi diém ké khai,
nguodi ¢ nghia vu ké khai khong thé tién hanh ké khai dung thoi han vi 1y do khach
quan thi viéc ké khai c6 thé duogc thyc hién trude hodc sau thoi diém quy dinh cua co
quan, to chirc, don vi (voi thoi gian gan nhat).

Budc 4: BO phan phu trach cong tac t6 churc, can bo tiép nhén, kiém tra, sao luc,
guri, luu, quan 1y Ban ké khai nhu sau:

- Trong thoi han 07 ngay lam viéc (ké tir ngay nhan duoc Ban ké khai) kiém tra
tinh day du vé ndi dung phai ké khai; truong hop Ban ké khai chua ding quy dinh
(theo mAu) thi yéu cau ké khai lai, thoi han ké khai lai 1a 03 ngay 1am viéc ké tir ngay
nhan duogc yéu cau;

- Sao luc, giri va luu Ban ké khai nhu sau: Guii ban chinh dén Ban t6 chiic bang,
01 ban sao dén co quan Uy ban klem tra ctia cap uy Pang ‘quan ly nguoi ké khai, néu
nguoi do 1a can bo thude dién cap uy quan ly (theo phén cap quan ly can bg). Gui ban
chinh dén co quan t6 churc cap trén d6i voi nguoi ké khai do cap trén quan ly (hodc
gri ban sao néu ngudi d6 thudc cap uy quan ly). Gui ban sao dén co quan, to chic,
don vi noi s& cong khai Ban ké khai dé thyc hién viéc cong khai theo quy dinh; sau khi
cong khai, luu ban nay cling hd so ctia ngudi c6 nghia vu ké khai tai co quan minh.

1.2. Cach thirc thuc hién
Viéc ké khai tai san, thu nhap duoc tién hanh tai co quan, don vi ciia nguoi co

nghia vu phai ké khai.
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1.3. Thanh phan, s6 lwgng ho so

a) Ho so gdm co:

- C4c vin ban chi dao td chirc trién khai thuc hién viéc ké khai;

- Danh sach d6i twong phai ké khai theo quy dinh;

- Ban ké khai tai san, thu nhép, ban sao ban ké khai theo quy dinh;

- Sb theo dbi viée giao, nhan Ban ké khai;

- Danh sach nhitng ngudi da ké khai, bao céo két qua ké khai

b) S6 luong: 01 bd.

1.4. Thoi gian thuc hién thi tuc hanh chinh

Thoi gian ké khai cham nhat 1a ngay 30 thang 11 hang ndm; viéc ké khai tai san,
thu nhap phai hoan thanh cham nhat la ngay 31 thang 12 hang nam. Viéc giao nhan
Ban ké khai phai hoan thanh cham nhat vao ngay 31 thang 3 cua ndm sau.

1.5. Co quan thyc hién TTHC

Co quan hanh chinh nha nudc céc cap, cac don vi su nghiép cong lap thudc co

quan hanh chinh nha nudc, cic doanh nghiép nha nudc phai thuc hién to chirc trién
khai viéc ké khai tai san, thu nhap.

1.6. Pdi twong thue hién TTHC

Nguoi c6 nghia vu phai ké khai theo quy dinh tai Piéu 1, Thong tu §6
08/2013/TT-TTCP ngay 31 thang 10 ndm 2013 cua Thanh tra Chinh phu, huéng dan
thi hanh cac quy dinh v€ minh bach tai san, thu nhap.

1.7. Miu don, to khai

Ban hanh kem theo Thong tu ~sé 08/2013/TT-TTCP ngay 31 thang 10 nam 2013
cua Thanh tra Chinh phu, huéng dan thi hanh cac quy dinh vé minh bach tai san, thu
nhap.

1.8. Két qua thue hién: Ban ké khai tai san, thu nhap.

1.9. Yéu céu diéu kién thwe hién TTHC

- Nguoi 6 nghia vu k€ khai tai san, thu nhap phai ké khai trung thyc, day du, 1o

rang, ding thoi han cac thong tin vé s6 lugng, gia tri tai san, thu nhép va nhiing bién
dong vé tai san, thu nhap phai ké khai va tu chiu trach nhiém vé nhiing thong tin da ké

khai.

- Tai san, thu nhap phai ké khai gém tai san, thu nhap thudc s hiru hodc quyén
su dung cua ban than, ciia vo hoac chong va con chua thanh nién (con dé, con nuoi
theo quy dinh ctia phap luat) tai thoi diém hoan thanh Ban ké khai tai san, thu nhap.

- Gi4 tri tai san, thu nhap ké khai duoc tinh bang tién phai tra khi mua, khi nhin
chuyén nhuong, xay dung hoac gia tri udc tinh khi dugc cho, tang, thira ké.
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- Viéc ké khai, giai trinh ngudn gdc tai san ting, giam thuc hién theo mau Ban ké
khai tai san, thu nhap (phu luc IT) va Huéng dan ke khai tai san, thu nhap (phu luc III)
ban hanh kém theo Thong tu s6 08/2013/TT-TTCP.

1.10. Cin cir phap ly dé thwe hién TTHC

- Nghi dinh s6 78/2013/ND-CP ngay 17 thang 7 nim 2013 cta Chinh pha vé
minh bach tai san, thu nhap;

- Thong tu sb 08/2013/TT-TTCP ngay 31 thang 10 nam 2013 cua Thanh tra
Chinh phu, hudéng dan thi hanh cac quy dinh vé minh bach tai san, thu nhap.
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MAU BAN KE KHAI TAI SAN, THU NHAP
(Kém theo Thong tu s6 08/2013/TT-TTCP ngay 31 thang 10 nam 2013 ciia Thanh tra Chinh phii)

BAN KE KHAI TAI SAN, THU NHAP

I. THONG TIN CHUNG
1. Nguoi ké khai tai san, thu nhap

3. Con chua thanh nién (con d¢, con nudi theo quy dinh cta phap luat)

a) Con tht nhat:

b) Con thir hai (trd 1én): Ké khai nhu con thtr nhat.

II. THONG TIN MO TA VE TAI SAN

1. Nha &, cong trinh xay dung:

a) Nha ¢&:

= NN NDAL: oo

+Diéntich XAy dung: ...,
R € - T8 5 ¥
+ Gidy chimg nhan quyén sO hiU: ......ueieeeii e
+ Thong tin Khac (08U CO): «..vvneiee e
- Nha thtr hai (trd 1én): Ké khai twong ty nhu nha thir nhat.
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b) Cong trinh xay dung khac:

- CONE NN AT NRAL: ..o e

+ Loai cong trinh ............... Cap cong trinh ..........ccooooieiiiiiiiiin,

F DIRN HICh: o oo

R € 1T T8 5§

+ Gidy ching nhan quy8n sO RTU: ...ooeeeieeeee e

+ Thong tin Khac (08U CO): «.ovvneee et

- Cong trinh thir hai (Tré 1én): Ké khai trong tu nhw cong trinh thtr nhat.

2. Quyén sir dung dat:

a) Dat o

= MANA thi NRAL .o
1A CI oo
F DI tCh: Lo
P 185 o T
+ Gidy chimg nhan quyén st dung: .............coeeveoieeiieeeieeeeeeeenn. .

+ Thong tin Khac (08U CO): ...ovvneee e,
- Manh thtr 2: (M6 ta nhu manh thir nhét).

b) Cac loai dat khéc:

= MAND AT NNAL: ..o
1A CI oo
F DN HICN: o oo
€ - T 5 £
+ Gidy chimg nhan quyen St dUng: ........co.eeeneee e
+ Thong tin Khac (08U CO): .ovvveie et
- Manh tht hai: (M6 ta nhu manh tht nhat).

3. Tién (tién Vi¢t Nam, ngoai t¢) gém tién mat, tién cho vay, tién gui ca nhan, td churc
trong nudc, to chire nude ngoai tai Viét Nam ma tong gia tri quy doi tur 50 triéu dong trg 1én.

4. O 16, mo 6, xe gan may, Xe May (may i, may xiic, cic loai xe may khac), tau thuy,
tau bay, thuyén va nhitng dong san khac ma Nha nudc quan ly (theo quy dinh cta phap luat
phai ding ky str dung va duoc cip gidy ding ky) co tong gia tri mdi loai tir 50 triéu dong trd
1én.

-0to

- M0 to

- Xe gin may

- Xe may (may ui, may xuc, cac loai xe may khac)
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- Tau thuy

- TAu bay

- Thuyén

- Nhimmg dong san khac ma Nha nudc quan ly (theo quy dinh cua phap luat phai dang ky st
dung va duogc cap giay dang ky)

5. Kim loai quy, da quy, cd phleu vbn gop vao cac co so kinh doanh, cac loai gidy to
c6 gia tri chuyén nhuong khac c6 tong gia tri quy d6i mdi loai tir 50 triéu dong trd 1én.

- Kim loai quy

- ba quy

- C6 phiéu

- Vén gop vao cac co so kinh doanh

- Cac loai gidy to co gia tri chuyén nhuong khéc

6. Céc loai tai san khac ma gia tri quy doi mdi loai tir 50 tridu dong tré 1én (nhu cay
canh, bd ban ghé, tranh, anh, d6 m§ nghé va cac loai tai san khac).

7. Tai san, tai khoan ¢ nudc ngoai gom tat ca tai san quy dinh tir Khoan 1 dén Khoan
6 no6i trén nam ngoai lanh tho Viét Nam.

8. Cac khoan no gom: cac khoan phai tra, gia tri cac tai san quan 1y ho, giit ho c6 tong
gia tri quy doi tur 50 triéu dong trd 1én.

9. Téng thu nhap trong nim quy d6i thanh tién Viét Nam goém cac khoan luwong, phu
cap, trg cap, thudng, thu lao, cho, tang, bi€u, thira ke, thu nhap hudng loi tir cac khoan dau
tu, phat minh, sang che, cac khoan thu nhép khac.

I11. GIAI TRINH SU BIEN PONG CUA TAI SAN, THU NHAP (Bién dong vé tai
san, thu nhép, gidi trinh nguon goc tai san ting thém)
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Loai tai san, thu nhap

Tang/
giam

Néi dung gidi trinh ngudn
goc tai san, thu nhap ting
thém

1. Nha ¢, cong trinh xay dung (tang, giam vé sb luong,
dién tich hodc thay d6i vé cip nha, cong trinh so voi ky
ké khai trudc do):

a) Nha o:

b) Cong trinh xay dung khéc:

2. quén sir dung dat (tang, giam vé s6 luong, dién tich,
thay doi loai dat so vdi ky ké khai trude do):

a) bit o:

b) Cac loai dit khac:

3. Tlen (tién Viét Nam, ‘ngoai t¢) gbm tién mat, tién cho
vay, tién giri c4 nhan, to chuc trong nude, to chirc nude
ngoal tai Viét Nam ma tong gia tri quy doi tir 50 triéu
dong trd 1én.

4. Cac loai dong san:

-0to

- Mo to

- Xe gin may

- Xe may (may ui, may xuc, cac loai xe may khac)

- Tau thuy

- Tau bay

- Thuyén

- Nhiing dong san khac ma Nha nuéc quan ly (theo quy
dinh cua phap luat phai dang ky st dung va duoc cap
giay dang ky)

5. Céc loai tai san:

- Kim loai quy

- b4 quy

- C6 phiéu

- Von gop vao cac co s kinh doanh

- Cac loai gidy to co gia tri chuyén nhuong khéc c6 tong
gi tri quy d6i mdi loai tir 50 triéu dong trd 1én.

6. Céc loai tai san khac (nhu cay canh, by ban ghé,
tranh, anh, do my¥ nghé va cac loai tai san khac) ma gia
tri quy d6i mdi loai tir 50 triéu dong tro 1én.

7. Tai san, tai khoan & nudc ngoai gdm tat ca tai san quy
dinh tir Khoan 1 dén Khoan 6 ndi trén nim ngoai lanh
tho Viét Nam.

8. Céac khoan no gém: cac khoan phai tra, gia tri cac tai
san quan 1y ho, giir ho co6 tong gia tri quy doi tir 50 triéu
dong tro 1én.

9. Tong thu nhdp trong nim quy d6i thanh tién Viét

220








Nam

(Ngudi ké khai tir xac dinh cac loai tai san ting, giam trong ky ké khai va giai trinh ngudn gdc tai

san tang thém).

Ngay nhan Ban ké khai tai san, thu nhap Ngay hoan thanh Ban ké khai tai san, thu nhap

...... ngay.........thang.........nam...... ......ngay......thang......nam......
Nguwdéi nhan Ban ké khai Nguoi ké khai tai san

(Ky, ghi ro ho tén, chirc vu/chiic danh) (Ky, ghi r0 ho tén)
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BAO CAO MINH BACH TAI SAN, THU NHAP
(Kém theo Thong tu s6 08/2013/TT-TTCP ngay 31/10/2013 cta Thanh tra Chinh pht)

Co quan, té chirc, don vi CONG HOA XA HOQI CHU NGHIA VIET NAM
Sé: / Poc 1ap - Tu do - Hanh phic

............ ,ngay  thang nam

BAO CAO

Két qua minh bach tai san, thu nhip nim ....

Viéc thuc hién minh bach tai sén}, thu nhéap theo Nghi dinh s6 78/2013/ND-CP ngay
17/7/2013 cta Chinh phu, Thong tu s6 00/2013/TT-TTCP cta Thanh tra Chinh phu va cac
van ban huong dan hudng dan s6 ...... cua (tén co quan hudng dan) vé minh bach tai san,
thu nhap, (tén co quan/td chuic/don vi) bado cdo két qua ké khai tai san, thu nhap ctia minh
nhu sau:

1. Qua trinh chi dao, trién khai, t6 chirc thwc hién quy dinh vé minh bach tai san,
thu nhap

Noi dung phan bao cdo nay nhiam phan anh nhitng pham vi, dic diém vé to chirc bd
may, hoat dong va viéc t6 chirc thyc hién cong tac minh bach tai san, thu nhép cua co quan,
t6 churc, don vi trong nim bao gom:

- Pham vi, dic diém t6 chire, hoat dong cua co quan, td chure, don vi;

- Céc van ban phap luat ap dung;

- Céc van ban chi dao, dén dc cua cép trén;

_- Cac van ban co quan, don vi da trién khai nhu: K& hoach, phwong 4n, t chirc tuyén
truyén;

- Phén cong thyc hién;

- Quad trinh thuc hién céc nhiém vu ké khai, cong khai, quan ly hd so, tién hanh xac
minh, xem xét ky luat, tong hop bao céo ...

- Nhirng thuan loi hay kh6 khin, vudng mic.

2. Két qua thwe hién minh bach tai sin, thu nhéap

2.1 Két qua ké khai

Tinh hinh chung trién khai viéc ké khai tai §é1n, thu nhap cua co quan, to qhﬁ:c, don vi
bao gom thoi gian tién hanh, cach thie t6 chirc, s6 don vi (tryc thugc) phai/da trién khai thyc
hién ké khai tai san, thu nhap (co thé chia thanh cac nhom theo déac diém hoat dong); ty 1é

. % s co quan, t6 chirc, don vi dé thue hién; sb co quan, t6 chire, don vi chwa thyc hién
hoac thuc hién ké khai cham so véi thoi gian quy dinh (danh sach), 1y do.

S lidu vé s6 nguoi ké khai gom:

- S6 nguoi phai ké khai tai san, thu nhap trong nim; trong d6 s6 ngudi phai ké khai
tang/giam so vo1 nam trudc, 1y do.
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- S6 nguoi da ké khai tai san, thu nhap trong nam; ty 18 .. % sd nguoi ké khai;
- S6 lwong ban ké khai tai san, thu nhap luu giir tai co quan, t6 chie, don vi;

- S6 luong va danh sach ban ké khai thudc dién cap uy quan 1y;

- S6 lugng va danh sach ban ké khai do t6 chire cp trén quan 1y;

2.2. Két qua cong khai

Tinh hinh chung trién khai viéc cong khai ban ké khai tai san, thu nhap cta co quan, to
chire, don vi bao gém thoi gian tién hanh, cach thirc to chirc, sé don vi (truc thudc) phai/da
trién khai thuc hién cong khai ban ké khai tai san, thu nhéap; ty 1& .... % sb co quan, t6 chirc,
don vi dé thyc hién k& khai; s6 co quan, don vi thuc hién cong khai béng hinh thirc niém yét
s6 diém niém yét; s6 co quan, t6 chue, don vi thye hién cong khai bang hinh thtrc cong b tai
cudc hop; s cudc hop; sd co quan, td chirc, don vi chua thyc hién cong khai hodc thuc hién
cham so v6i thoi gian quy dinh (danh sach), 1y do.

Tinh hinh thong tin phan anh sau khi cong khai cac ban ké khai tai san, thu nhap trong
nam.

S6 lidu vé s ban ké khai duoc cong khai:
- S6 ban ké khai da cong khai; ty 1¢ ....% so voi s6 ban da ké khai;

- S6 ban ké khai di cong khai theo hinh thic niém yét; ty 1& ....% so véi sé ban da
cong khai;

- S6 ban ké khai di cong khai theo hinh cong bb tai cudc hop; ty 1€ ....% so voi s6 ban
da cong khai.

2.3 Két qua thue hién giai trinh, xac minh tai san, thu nhiap

Tinh hinh thyc hién giai trinh, xac minh tai san, thu nhép trong co quan, don vi bao
gom viéc ty kiém tra, yéu ciu cua cong tac quan ly can bg, yéu cau xac minh cia cac co
quan, don vi, c4 nhan c6 thaim quyén. Viéc yéu ciu giai trinh va xem xét giai trinh trong
minh bach tai san, thu nhdp ctia co quan, don vi. Vi¢c xac minh, két luan vé minh bach tai
san, thu nhap cua co quan, t6 chuc, don vi.

S6 lidu vé giai trinh, xac minh tai san, thu nhap

-S4 nguoi yéu ciu giai trinh ké khai, ngué)n géc tai san, thu nhap;

- S6 ngudi dugc xac minh tai san, thu nhap;

- S6 nguoi da co két luan vé Minh bach tai san, thu nhép;

-S4 nguoi da co két luan khong trung thuc trong minh bach tai san, thu nhap;

2.4 Két qua xir Iy ky luat trong xac minh tai sin, thu nhép

Tinh hinh vi pham va xem xét xir Iy cic vi pham vé minh bach tai san, thu nhéap trong
co quan, to chirc, don vi.

S liéu vé xtr Iy vi pham

- S6 ngudi da bi xur 1y ky luat do ké khai tai san, thu nhap khong trung thuc; chia theo
hinh thuc ky luat (canh cao; khién trach; hinh thic khac).

- S6 nguoi da bi xtr Iy ky ludt do vi pham thoi han trong minh bach tai san, thu nhap
(cham t6 chuc ké khai, cham ké khai, cham tong hop, bdo cdo két qua minh bach tai san) va
chia theo hinh thirc xu 1y ky luét.
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- S6 ngudi da bi xir 1y trach nhiém trong xac minh tai san, thu nhap chia theo cac 16i vi
pham va hinh thirc xtr 1y.

3. Danh gia chung.

- Cac mit thuan loi, khé khan khi trién khai cong tac minh bach, tai san trong co quan,
to chure, don vi minh.

- Céc y kién gop v, dé xuét khic phuc.

Noi nhén: Thii trwémg co' quan, to chirc, don vi

Ky tén, dong diu
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2. Thu tuc cong khai ban ké khai tai san, thu nhap
2.1. Trinh ty thuc hién

Budce 1: Hang nam, b phén phu trach cong tac t6 chirc, can bo phai xay dung,
trinh nguoi dimg dau co quan, t6 chirc, don vi phé duyét ké hoach cong khai Ban ké
khai trong co quan, td chirc, don vi minh. Noi dung ké hoach cong khai Ban ké khai
bao gdm:

- Lya chon hinh thurc, pham vi cong khai phu hop véi diéu kién, dic diém vé to
chuc, hoat dong, quy mo cua co quan, t6 chuc, don vi;

- Xac dinh cac nhiém vu phai thue hién: Néu cong khai bang hinh thirc niém yét
can phai xac dinh vi tri niém yét, danh séch ngudi ké khai phai niém yét ¢ timg vi tri,
phuong an bao ve, t6 chtrc thu nhan thong tin phan hoi, thoi gian bat dau, thoi gian
két thuc niém yét.

- Néu cong khai bang hinh thirc cong bd tai cudc hop can phai xac dinh danh
sach nguoi ké khai twong ing v6i pham vi cong khai quy dinh tai khoan 2, Diéu 10
Thong tu nay; thoi gian, dia diém cugc hop, nguoi chu tri, thanh phan cudc hop, to
chtrc tiép nhan phan anh, trinh ty tién hanh cudc hop.

- Thoi gian trién khai viéc cong khai;
- Phan c¢ong thuc hién;
- Bién phap ddm bao thyc hién.

Budc 2: Pho bién ké hoach cong khai dugc phé duyét, kém theo danh sach va
ban sao cac Ban ké khai guri cac don vi tryc thudc.

Budc 3: Cac don vi thuc hién ké hoach cong khai, 1ap bao cao vi¢c thuc hién guri
veé bd phan t6 chirc can bJ.

Budc 4: BO phan phu trach cong tac td chirc, can b tién hanh téng hop, bao cao
tinh hinh thyc hién cong khai trong co quan, don vi.

2.2. Cach thire thue hién

a. Cong khai Ban ké khai bang hinh thirc niém yét:

- Niém yét Ban ké khai duoc 4p dung trong diéu kién co quan, t6 chirc, don vi c¢6
dia di€m ni€m yét dam bao an toan, khong lam mat, rach, nat va du di€u ki¢n d€ moi
nguoi trong co quan, don vi ¢6 thé xem cac Ban ké khai; thoi gian ni€ém yét toi thi€u
1a 30 ngay lién tuc ké tir ngay niém yét.

- Dia diém niém yét:

+ Co quan, t6 chirc, don vi quy md nhd, tru s lam viéc tap trung thi niém yét tai
tru sé lam viéc;

+ Co quan, td chire, don vi quy mo 16n, co nhiéu don vi truc thudc thi niém yét
tai noi1 lam viéc cua tung don vi truc thudc;

+ Tai mdi dia diém niém yét phai c6 ban danh sach nhitng Nguoi c¢6 nghia vu ké
khai va Ban ké khai tuong Ung.
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- Viéc niém yét Ban ké khai phai 1ap thanh bién ban d¢ ghi nhan dia diém niém
yét, thoi diém bt dau, thoi diém két thuc niém yét va cac phan anh lién quan dén noi
dung Ban ké khai (néu c6); viéc 14p bién ban phai c6 sy tham gia cta dai dién Ban
chép hanh cong doan co quan, to chirc, don vi.

b. Cong khai Ban ké khai tai cudc hop:
- Viéc cong khai tai cudc hop phai dam bao cac yéu cau:

+ Cugc hop cong khai Ban ké khai phai dam bao du thoi luong, s6 luong ngudi
du cudc hop t61 thi€u 70% s6 nguoi thudc pham vi phai tri€u tap;

+ Nguoi dugc giao nhi¢m vu td chirc cudc hop co thé phan cong mot ngudi doc
cac Ban ké khai hodc tirng nguot doc Ban ké khai cua minh, phai ghi bién ban cudc
hop véi su tham gia ctia dai dién Ban chip hanh cong doan co quan, té chire, don vi;
bién ban cudc hop phai ghi lai nhimg ¥ kién phan anh, thic mic va giai trinh vé& noi
dung Ban ké khai (néu c6);

+ Nguoi dimg dau co quan, to chirc, don vi chiu trach nhiém t6 chuc, kiém tra
viéc thue hién cong khai tai cudc hop; truong hop phat hién don vi duge giao to chic
cudc hop khéng dap tng yéu cau thi yéu cau hop lai va kiém diém trach nhiém ngudi
dugc giao t6 chirc cude hop.

- Pham vi cong khai:

+ Can bo, cong chie gilr chire vu Bi thu, Pho Bi thu, Chu tich, Pho Chu tich Hoi
dong nhan dan, Chu tich, Pho Chu tich UBND tinh, cap huyén, cip xd; thuong truc
cap uy, uy vién thuong truc Hoi déng nhan déan; truong cac ban cua cap uy, truong
cac ban ctia Hoi dong nhan dén, cac thanh vién khac ciia cp uy, cia UBND tinh, cp
huyén, cap xa cong khai truéc ddi twong ghi phiéu tin nhiém dé lay phiéu tin nhiém
hang nam theo quy dinh tai Quy dinh sd 165 QB/TW ngay 18/2/2013 ctia B4 Chinh
tri.

+ Giam dbc, Phé giam ddc so, nganh va tuong duong, trudng cac co quan, don
vi truc thudc Hoi dong nhan dan, UBND cap tinh cong khai trude can bd 1anh dao cap
phong va tuong duong trd 1€n truc thude s, nganh, co quan, don vi do.

+ Chu tich Hoi dong thanh vién (quan tri), Tong giam ddc, Pho tong giam dbc,
Trudng ban kiém soat, kiém soat vién, Ké toan truong cac Tap doan, Tong cong ty
(cong ty) nha nudc cong khai trudc Uy vién Hoi dong thanh vién (quan tri), Téng
giam doc, Pho tong giam doc, Trudng ban kiém soat, kiém soat vién, Ké toan tru:ong,
Trudng cac don vi truc thudc Tap doan, Tong cong ty, Chu tich Hoi dong thanh vién
(quan tri), Téng giam déc (giam déc), cac Tong cong ty (cong ty) truc thudc Tap
doan, Tong cong ty, Trudng cac doan thé trong Tap doan, Tong cong ty nha nude.

+ Ngudi dai dién phan vén caa Nha nude, von cua doanh nghiép nha nudc va
gilt chirc danh tir Phé trudng phong va tuong duong trd 1én trong doanh nghiép co
vbn dau tu cua Nha nuée, von cia doanh nghiép nha nudc thi tuy theo vi tri cong tac
& noi ctr minh lam dai dién ma coéng khai Ban ké khai tai tdp doan, tong cong ty (cong
ty) hodc don vi thanh vién cua tap doan, téng cong ty. Viéc cong khai dugc thyuc hién
trude y vién hoi dong thanh vién (quan tri), Tong Giam dbc, Pho Tong giam déc,
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Ban kiém soat (kiém soét vién), Ké toan truéng. Trudng hop ngudi dai dién phan vén
cua Nha nudc 1a can bd, cong chirc, vién chure thi cong khai Ban ké khai theo quy
dinh tai khoan 1 va khoan 2, Diéu 14 Nghi dinh s6 78/2013/ND-CP ngay 17 thang 7
nam 2013 cua Chinh phu vé& minh bach tai san, thu nhap.

+ Ngudi co nghia vu ké khai khong thudc dién quy dinh tai cac diém trén day thi
cong khai trudc toan thé cong chire, vién chirc thude phong, ban, don vi. Néu bién ché
cua phong, ban, don vi c6 tir 50 nguoi trd 1én va céd td, doi, nhom thi cong khai trude
td, d6i, nhom truc thudce phong, ban, don vi do.

2.3. Thanh phan, s6 lwong ho so

a) Ho so gdbm co:

- Ké hoach cong khai;

- Van ban phan cong thuc hién viéc cong khai;
- Vin ban pho bién ké hoach cong khai;

- Danh sach va ban ké khai cong khai;

- Bién ban cong khai va két thuc cong khai;

- Bao céo két qua cong khai.

b) S6 luong: 01 bo.

2.4. Thoi gian thuce hién

Thot dién} cong khai dugc thuc hién trong khoang thoi gian tur sau khi hoan
thanh viéc ki€ém tra Ban ké khai quy dinh tai khoan 3, Bi€u 5 Thong tu so
08/2013/TT-TTCP cua Thanh tra Chinh pht dén ngay 31 thang 3 hang nam.

2.5. Poi twong thuwe hién TTHC: B phan td chirc can bo, nguoi dugce giao
nhiém vu.

2.6. Co quan thue hién TTHC

Co quan hanh chinh nha nudc cac cip, cac don vi su nghiép cong lap thudc co
quan hanh chinh nha nuéc, cac doanh nghiép nha nudc phai thuc hién to chirc trién
khai viéc ké khai tai san, thu nhap.

2.7. Két qua thwe hién TTHC

B4o c4o tinh hinh thuc hién cong khai trong co quan, t6 chirc, don vi.

2.8. Yéu cau diéu kién thyuc hién TTHC

- Ban ké khai ciia Nguoi co nghig vu ké khai phai cong khai véi toan thé can bo,
cong chure, vién chire clia co quan, to chirc, don vi noi nguoi do thuong xuyén lam

viéc; truong hop co quan, t6 chirc, don vi 0 quy mé lon, phan tan thi cong khai nhu
quy dinh tai Diéu 9, Piéu 10 Thong tu s6 08/2013/TT-TTCP.

- Ban ké khai ctia nguoi ing cur dai biéu Quoc hoi, dai biéu Hoi déng nhan dan
ngoai vi¢c cong khai tai noi thuong xuyén lam viéc con phai cong khai tai hoi nghi ctr
tri theo quy dinh cua Ho1 dong bau cu.
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- Ban ké khai cua nguoi du kién dugc bau, phé chuan tai Quoc hoi, Hoi dong
nhan dan céng khai vo1 dai biéu Qu,f)c hoi, dai biéu Ho1 dong phﬁn dan tai ky hop theo
quy dinh cta Uy ban thuong vu Qudc hoi, Thuong truc Hoi dong nhéan dan.

- Ban ké khai ctia Nguoi ¢6 nghia vu ké khai 1a dai dién phﬁn von ctia Nha nuéc,
cua doanh nghi€p nha nudc va gitt chic danh tr Pho truong phong va tuwong duong
tré 1én trong doanh nghiép c6 vén gop ciia Nha nude, doanh nghiép nha nude thi cong
Khai tai co quan, doanh nghiép ctr nguoi d6 lam dai dién.

- Nguoi dung dau €0 quan, t6 chire, don vi quyét dinh pham vi cong khai, hinh
thire cong khai (niém yét hodc cong bd tai cudc hop) Ban ké khai ctia Nguoi ¢6 nghia
vu ké khai dang cong tac trong co quan, to chirc, don vi do minh quéan ly. Viéc to
chtic cong khai va quyét dinh pham vi cong khai phai dam bao theo quy dinh tai Diéu
14 Nghi dinh s6 78/2013/ND-CP ngay 17 thang 7 nam 2013 ctia Chinh phtl v& minh
bach tai san, thu nhap.

2.9. Cin cir phap ly dé thwe hién TTHC

Nghi dinh s6 78/2013/ND-CP ngay 17 thang 7 ndm 2013 ctia Chinh phti vé minh
bach tai san, thu nhap; Thong tu s6 08/2013/TT-TTCP ngay 31 thang 10 nim 2013
ciia Thanh tra Chinh phu, huéng dan thi hanh cic quy dinh vé minh bach tai san, thu
nhap.

3. Thi tuc xac minh tai san, thu nhap
3.1. Trinh ty thue hién
Budc 1: Co quan, to chitc c6 thim quyén ban hanh quyét dinh x4c minh:

- Ban thuong vu cép ty cac cap quyét dinh x4c minh ddi véi nguoi dy klen dugc
xac minh la can bo thudc dién cap minh quan ly theo quy dinh v€ phan cap quan ly
can bo ctia Pang. Ban thudng vu dang uy cdp huyén quyét dinh xac minh dbi véi
nguoi du kién dugc xac minh 1a can bo thudc dién Dang uy xa, phuong, thi trin quan
ly.

- Ngu’oi dung dau co quan, t6 chire, don vi co thém quyén quan Iy can bg, cong
chure, vién chire (theo phan cap quan 1y can bo) quyét dinh xac minh ddi véi nguoi dy
klen dugc xac minh thudc tham quyén quan ly ctia minh. Chu tich UBND cap huyén
quyét dinh xac minh ddi véi nguoi du kién duoc xac minh 1a can bd, cong chic cap
Xa.

Budce 2: Tién hanh xac minh. Trong qua trinh xac minh tai san, thu nhéap, nguoi
xac minh ti€n hanh cac hoat dong sau:

- Nghién ctru ho so, tai liéu c6 lién quan dén ndi dung xac minh.

- Lam viéc truc tiép vo1 nguoi duge xac minh.

- X4c minh tai chd d6i véi tai san, thu nhap dugc xac minh.

- Lam viéc véi co quan, td chire, don vi quan ly, luu trir ho so, tai liéu vé tai san,

thu nhap dugc xac minh.
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- Lam viéc voi co quan, t6 chiic, ca nhan c¢6 chuyén moén - k¥ thuat vé tai san, thu
nhap duoc xdc minh dé danh gia, gidm dinh tai san, thu nhap do.

- Lam viéc véi co quan, to chire, ca nhan c6 lién quan khac dé phuc vu cho viéce
xac minh tai san, thu nhap.

- Hoat dong khac can thiét cho viéc xac minh tai san, thu nhap.

Budc 3: Béo céo két qua xac minh tai san, thu nhdp. Trong thoi han 05 ngay lam
viéc, ké tir ngay két thuc xadc minh, ngudi xac minh phai c6 bao cdo két qua xdc minh
tai san, thu nhap gui nguoi ban hanh quyét dinh xac minh.

Budc 4: Két luan vé sy minh bach trong ke khai tai san, thu nhap.

Trong thoi han 05 ngdy 1am viéc, ké tir ngdy nhan duoc bao cdo két qua xac
minh hodc nhan duoc giai trinh d4 rd rang, hop 1y cac ndi dung yéu cau cua ngudi du
kién duoc x4c minh thi nguodi da ban hanh quyét dinh xac minh hodc nguoi dimg dau
co quan, t6 chirc, don vi c6 thim quyén quan Iy Ngudi co nghia vu ké khai phai ban
hanh Két luan vé sy minh bach trong k¢ khai tai san, thu nhép (sau day goi la Két luan
vé sy minh bach). Két luan vé sy minh bach phai dugc giri cho co quan, to chirc, ca
nhan c6 tham quyén yéu cau xac minh va nguoi duoc xac minh.

Budc 5: Cong khai két luan vé su minh bach trong ké khai tai san thu nhép.

Trong thoi han 05 ngay lam viéc, ké tir ngay nhan duoc yéu cau cong khai ban
Két luan vé sy minh bach cta co quan, t6 chitc d3 yéu ciu xac minh, ngudi di ban
hanh Két luan xac minh phai cong khai ban Két luan do.

3.2. Cach thirc thue hién

X4c minh tai san, thu nhap dugc thuc hién tai cac co quan, td chure, don vi.

3.3. Thanh phin, s6 lwong ho so

a) Ho so xac minh goém co:

- Quyét dinh xac minh; bién ban lam viéc; giai trinh cia ngudi dugc xac minh;
béo cao két qua xac minh.

- K&t luan vé sy minh bach trong ke khai tai san, thu nhap.

- Vin ban yéu cau, kién nghi cia nguoi ban hanh quyét dinh xac minh, ngudi xac
minh.

- Két qua danh gia, giam dinh trong qua trinh xac minh (néu c6).
- Cac tai liéu khac c6 lién quan dén viéc xac minh.

b) S6 lwong: 01 bo.

3.4. Thoi han thye hién TTHC

Thoi han x4c minh 13 15 ngay lam viéc, trudng hop phirc tap thi thoi han t6i da
khong qué 30 ngay lam viéc.

3.5. Poi twong thue hién TTHC: C4 nhan, 6 chuc.
3.6. Co quan thyc hién TTHC
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Co quan Thanh tra nha nudc cac cdp trong tinh, bd phan phu trach cong tac
thanh tra nd1 bg, t6 chirc can b trong cac doanh nghi¢p nha nudc.

3.7. Két qua thyc hién TTHC

- Bdo c4o két qua x4c minh tai san, thu nhap.

- Két luan sy minh bach trong ké khai tai san, thu nhap.

3.8. Yéu cau diéu kién thye hién TTHC

- Khi ¢6 td cao vé viéc khong trung thuc trong ké khai tai san, thu nhap cua
nguoi c6 nghia vu ké khai.

- Kl}i x&t théy can thﬁm thong tin phuc vu cho viéc bau ctr, mién nhiém, bai
nhiém, b6 nhiém, ky luat dé1 vd1 nguoi co nghia vu ké khai.

- Khi ¢6 can ct cho rang viée giai trinh vé ngudn gbc tai san ting thém khong
hop 1y.

- Khi ¢o yéu cdu cta co quan, to chirc, c4 nhan c6 tham quyén quy dinh tai Diéu
12 Thong tu so 08/2013/TT-TTCP ngay 31 thang 10 nam 2013 cta Thanh tra Chinh
phu.

3.9. MAu don, to khai

Ban hanh kém theo Théng tu s6 08/2013/TT-TTCP ngay 31 thang 10 nam 2013
cua Thanh tra Chinh phu.

3.10. Phi, 1€ phi: Khong co.
3.11. Cin cir phap ly dé thwe hién TTHC

- Nghi dinh s6 78/2013/ND-CP ngay 17 thang 7 nim 2013 cta Chinh pha vé
minh bach tai san, thu nhép;

- Thong tu sb 08/2013/TT-TTCP ngay 31 thang 10 nam 2013 cua Thanh tra
Chinh phu, hudng dan thi hanh cac quy dinh vé minh bach tai san, thu nhap.
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MAU BAN KE KHAI TAI SAN, THU NHAP
(Kém theo Théong tu s6 08/2013/TT-TTCP ngay 31 thang 10 nam 2013 ciia Thanh tra Chinh phii)

BAN KE KHAI TAI SAN, THU NHAP

I. THONG TIN CHUNG
1. Nguoi ké khai tai san, thu nhap

3. Con chua thanh nién (con dé, con nudi theo quy dinh cua phap luat)
a) Con tht nhat:

b) Con thir hai (trd 1én): Ké khai nhu con thtr nhat.

II. THONG TIN MO TA VE TAI SAN

1. Nha &, cong trinh xay dung:

a) Nha ¢&:

= NDA thi NRAL: ..o

+Diéntich XAy dung: ...,
R € - T8 5 ¥
+ Gidy chimg nhan quyén sO hiU: ......ueieeeii e
+ Thong tin Khac (08U CO): ..ovvniee et
- Nha thtr hai (trd 1én): Ké khai twong ty nhu nha thir nhat.
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b) Cong trinh xay dung khac:

- CONE trANh thT NRAL: ..o e

+ Loai cong trinh ............... Cap cong trinh ..........cocoooiiiiiniiii.

F DIRN HICh: o oo

R € 1T T8 5§

+ Gidy ching nhan quy8n sO RTU: ...ooeeeieeeee e

+ Thong tin Khac (08U CO): «..vvneree e

- Cong trinh thir hai (Tré 1én): Ké khai trong tu nhw cong trinh thtr nhat.

2. Quyén sir dung dat:

a) Dat o

= MANA thi NRAL .o
1A CI o
F DI tCh: Lo
€ 185 o T
+ Gidy chimg nhan quyén st dung: .............coeeveoieeiieeeieeeeeeeenn. .

+ Thong tin Khac (08U CO): ...ovvneee e,
- Manh thtr 2: (M6 ta nhu manh thir nhét).

b) Cac loai dat khéc:

= MANK thl NRAL: ..o
1A CI oo
F DN HICN: o oo
€ - T 5 £
+ Gidy chimg nhan quyen ST dUNg: ........c.uveeenee oo
+ Thong tin Khac (08U CO): .ovvveie et
- Manh tht hai: (M6 ta nhu manh tht nhat).

3. Tién (tién Vi¢t Nam, ngoai t¢) gém tién mat, tién cho vay, tién gui ca nhan, td churc
trong nudc, to chure nude ngoai tai Viét Nam ma tong gia tri quy doi tir 50 tri¢u dong trg 1én.

4. O 16, mo 6, xe gan mdy, xe may (may ui, may xiic, cic loai xe may khac), tau thuy,
tau bay, thuyén va nhitng dong san khac ma Nha nudc quan ly (theo quy dinh cta phap luat
phai ding ky str dung va duoc cip gidy ding ky) co téng gia tri mdi loai tir 50 triéu dong trd
1én.

-0to

- M0 to

- Xe gin may

- Xe may (may ui, may xuc, cac loai xe may khac)
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- Tau thuy

- TAu bay

- Thuyén

- Nhimg dong san khac ma Nha nudc quan ly (theo quy dinh cua phap luat phai dang ky su
dung va duogc cap giay dang ky)

5. Kim loai quy, da quy, cd phleu vbn gop vao cac co so kinh doanh, cac loai gidy to
c6 gia tri chuyén nhuong khac co tong gia tri quy d6i mdi loai tir 50 triéu dong tré 1én.

- Kim loai quy

- ba quy

- C6 phiéu

- Vén gop vao cac co so kinh doanh

- Cac loai gidy to co gia tri chuyén nhuong khéc

6. Cac loai tai san khac ma gia tri quy doi mdi loai tir 50 triéu dong tré 1én (nhu cay
canh, bd ban ghé, tranh, anh, d6 m§ nghé va cac loai tai san khac).

7. Tai san, tai khoan ¢ nudc ngoai gom tat ca tai san quy dinh tir Khoan 1 dén Khoan
6 no6i trén nam ngoai 1anh tho Viét Nam.

8. Cac khoan no gom: cac khoan phai tra, gia tri cac tai san quan 1y ho, giit ho c6 tong
gia tri quy doi tur 50 triéu dong trd 1én.

9. Téng thu nhap trong nim quy d6i thanh tién Viét Nam goém cac khoan luwong, phu
cap, trg cap, thudng, thu lao, cho, tang, biéu, thira k&, thu nhap hudng lgi tir cdc khoan dau
tu, phat minh, sang che, cac khoan thu nhép khac.

I11. GIAI TRINH SU BIEN PONG CUA TAI SAN, THU NHAP (Bién dong vé tai
san, thu nhép, gidi trinh nguon goc tai san ting thém)
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Loai tai san, thu nhip

Tang/
giam

Néi dung gidi trinh ngudn
goc tai san, thu nhap ting
thém

1. Nha ¢, cong trinh xay dung (tang, giam vé sb luong,
dién tich hodc thay d6i vé cip nha, cong trinh so vai ky
ké khai trudc do):

a) Nha o:

b) Cong trinh xay dung khac:

2. quén sir dung dat (tang, giam vé s6 luong, dién tich,
thay doi loai dat so vdi ky ké khai trude do):

a) bit o:

b) Cac loai dit khac:

3. Tlen (tién Viét Nam, ‘ngoai t¢) gbm tién mat, tién cho
vay, tién giri c4 nhan, to chuc trong nude, to chirc nude
ngoal tai Viét Nam ma tong gia tri quy doi tir 50 triéu
dong trd 1én.

4. Cac loai dong san:

-0to

- Mo to

- Xe gin may

- Xe may (may ui, may xuc, cac loai xe may khac)

- Tau thuy

- Tau bay

- Thuyén

- Nhiing dong san khac ma Nha nuéc quan ly (theo quy
dinh cua phap luat phai dang ky st dung va duoc cap
giay dang ky)

5. Céc loai tai san:

- Kim loai quy

- b4 quy

- C6 phiéu

- Von gop vao cac co s kinh doanh

- Cac loai gidy to co gia tri chuyén nhuong khéc c6 tong
gi tri quy d6i mdi loai tir 50 triéu dong trd 1én.

6. Céc loai tai san khac (nhu cay canh, by ban ghé,
tranh, anh, do my¥ nghé va cac loai tai san khac) ma gia
tri quy d6i mdi loai tir 50 triéu dong tro 1én.

7. Tai san, tai khoan & nudc ngoai gdm tat ca tai san quy
dinh tir Khoan 1 dén Khoan 6 ndi trén nim ngoai lanh
tho Viét Nam.

8. Céac khoan no gém: cac khoan phai tra, gia tri cac tai
san quan 1y ho, giir ho co6 tong gia tri quy doi tir 50 triéu
dong tro 1én.

9. Tong thu nhdp trong nim quy d6i thanh tién Viét
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Nam

(Ngudi ké khai ti xac dinh cac loai tai san ting, giam trong ky ké khai va giai trinh ngudn gbc tai

san tang thém).

Ngay nhan Ban ké khai tai san, thu nhap Ngay hoan thanh Ban ké khai tai san, thu nhap

...... ngay.........thang.........nam...... ......ngay......thang......nam......
Nguwdéi nhan Ban ké khai Nguoi ké khai tai san

(Ky, ghi ro ho tén, chirc vu/chiic danh) (Ky, ghi r0 ho tén)
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BAO CAO MINH BACH TAI SAN, THU NHAP
(Kém theo Thong tu s6 08/2013/TT-TTCP ngay 31/10/2013 cta Thanh tra Chinh pht)

Co quan, té chirc, don vi CONG HOA XA HOQI CHU NGHIA VIET NAM
Sé: / Poc 1ap - Tu do - Hanh phic

............ ,ngay  thang nam

BAO CAO

Két qua minh bach tai san, thu nhip nim ....

Viéc thuc hién minh bach tai sén}, thu nhéap theo Nghi dinh s6 78/2013/ND-CP ngay
17/7/2013 cta Chinh phu, Thong tu s6 00/2013/TT-TTCP cta Thanh tra Chinh phu va cac
van ban huong dan hudng dan s6 ...... cua (tén co quan hudng dan) vé minh bach tai san,
thu nhap, (tén co quan/td chuic/don vi) bado cdo két qua ké khai tai san, thu nhap ctia minh
nhu sau:

1. Qua trinh chi dao, trién khai, to chirc thue hién quy dinh vé minh bach tai san,
thu nhap

Noi dung phan bao cdo nay nham phan anh nhitng pham vi, dic diém vé to chirc bd
may, hoat dong va viéc t6 chirc thyc hién cong tac minh bach tai san, thu nhép cua co quan,
t6 churc, don vi trong nim bao gom:

- Pham vi, dic diém t6 chire, hoat dong cua co quan, td chure, don vi;

- Céc van ban phap luat ap dung;

- C4c van ban chi dao, dén dc cua cép trén;

- Céc van ban co quan, don vi da trién khai nhu: Ké hoach, phuong an, td chire tuyén
truyén;

- Phén cong thyc hién;

- Quad trinh thuc hién céc nhiém vu ké khai, cong khai, quan ly hd so, tién hanh xac
minh, xem xét ky luat, tong hop bao céo ...

- Nhirng thuan loi hay kh6 khin, vudng mic.

2. Két qua thwe hién minh bach tai sin, thu nhap

2.1 Két qua ké khai

Tinh hinh chung trién khai viéc kéwkhai tai san, thu nhap cua co quan, td chire, don vi
bao gom thoi gian tién hanh, cach thire t6 chirc, s6 don vi (tryc thuge) phai/da trién khai thyuc
hién ké khai tai san, thu nhap (co thé chia thanh cac nhom theo déc diém hoat dong); ty 18

. % s co quan, t6 chirc, don vi dé thue hién; sb co quan, t6 chirc, don vi chua thyc hién
hoac thuc hién ké khai cham so vdi thoi gian quy dinh (danh sach), 1y do.

S lidu vé s6 nguoi ké khai gom:

- S6 ngudi phai ké khai tai san, thu nhdp trong nim; trong d6 s6 ngudi phai ké khai
tang/giam so vo1 nam trudc, 1y do.
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- S6 nguoi da ké khai tai san, thu nhap trong nam; ty 18 .. % sd nguoi ké khai;
- S6 lwong ban ké khai tai san, thu nhap luu giit tai co quan, té chirc, don vi;

- S6 luong va danh sach ban ké khai thudc dién cap uy quan 1y;

- S6 lugng va danh sach ban ké khai do t6 chire cp trén quan 1y;

2.2. Két qua cong khai

Tinh hinh chung trién khai viéc cong khai ban ké khai tai san, thu nhap cta co quan, to
chire, don vi bao gém thoi gian tién hanh, cach thirc to chirc, sé don vi (truc thudc) phai/da
trién khai thuc hién cong khai ban ké khai tai san, thu nhap; ty 1& .... % s co quan, t6 chuc,
don vi dé thyc hién k& khai; s6 co quan, don vi thuc hién cong khai béng hinh thirc niém yét
s6 diém niém yét; s6 co quan, t6 chue, don vi thye hién cong khai bang hinh thtrc cong b tai
cudc hop; s cudc hop; sd co quan, td chirc, don vi chua thyc hién cong khai hoidc thuc hién
cham so v6i thoi gian quy dinh (danh sach), 1y do.

Tinh hinh thong tin phan anh sau khi cong khai cac ban ké khai tai san, thu nhap trong
nam.

S6 lidu vé s ban ké khai duoc cong khai:
- S6 ban ké khai da cong khai; ty 1¢ ....% so voi s6 ban di ké khai;

- Sb ban ké khai di cong khai theo hinh thirc niém yét; ty 1& ....% so v6i sb ban da
cong khai;

- S6 ban ké khai di cong khai theo hinh cong bb tai cudc hop; ty 1€ ....% so voi s6 ban
da cong khai.

2.3 Két qua thue hién giai trinh, xac minh tai san, thu nhap

Tinh hinh thyc hién giai trinh, xac minh tai san, thu nhép trong co quan, don vi bao
gom viéc ty kiém tra, yéu ciu cua cong tac quan ly can bg, yéu cau xac minh cia cac co
quan, don vi, ca nhan c6 thAm quyén. Viéc yéu ciu giai trinh va xem xét giai trinh trong
minh bach tai san, thu nhdp ctua co quan, don vi. Viéc xac minh, két luan vé minh bach tai
san, thu nhap cua co quan, t6 chuc, don vi.

S6 lidu vé giai trinh, xac minh tai san, thu nhap

-S4 nguoi yéu ciu gidi trinh ké khai, nguén géc tai san, thu nhép;

- S6 ngudi dugc xac minh tai san, thu nhap;

- S6 nguoi da co két luan vé Minh bach tai san, thu nhép;

-S4 nguoi da co két luan khong trung thuc trong minh bach tai san, thu nhap;

2.4 Két qua xir Iy ky luit trong xac minh tai sin, thu nhap

Tinh hinh vi pham va xem xét xir 1y cac vi pham vé minh bach tai san, thu nhap trong
co quan, to chirc, don vi.

S liéu vé xtr Iy vi pham

- S6 ngudi da bi xur 1y ky luat do ké khai tai san, thu nhap khong trung thuc; chia theo
hinh thuc ky luat (canh cao; khién trach; hinh thic khac).

- S6 nguoi da bi xtr Iy ky lut do vi pham thdi han trong minh bach tai san, thu nhap
(cham t6 chuc ké khai, cham ké khai, cham tong hop, bdo cdo két qua minh bach tai san) va
chia theo hinh thtrc xu ly ky luét.
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- S6 ngudi da bi xir 1y trach nhiém trong xac minh tai san, thu nhap chia theo cac 16i vi
pham va hinh thirc xtr 1y.

3. Danh gia chung.

- Céac mit thuan loi, kho khan khi trién khai cdng tac minh bach, tai san trong co quan,
to chure, don vi minh,

- Céc y kién gop v, dé xuét khic phuc.

Noi nhén: Thii trwémg co' quan, to chirc, don vi

Ky tén, dong diu
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4. Thii tuc tiép nhan yéu cau giai trinh

4.1. Trinh ty thyc hién

Bude 1: Ngudi yéu cdu giai trinh giri vin ban yéu cau giai trinh hodc truc tiép
dén co quan nha nudc co trach nhiém giai trinh.

Budc 2: Céan bd, cong chirc thyuc hién viéc tiép nhan va vao s6 tiép nhén yéu ciu
gidi trinh, Truong hop nhiéu nguoi dén yéu cau giai trinh truc tiép thi co quan co
tham quyén huéng din ngudi yéu cau giai trinh cur dai dién dé trinh bay noi dung yéu
cau. Nguoi dai dién phai 1a nguoi co yéu cau giai trinh. Viéc cir ngudi dai dién dugc
1ap thanh van ban (theo Mau s6 01-GT ban hanh kém theo Thong tu 02/TT-TTCP
ngay 29/4/2014).Viéc cu nguoi dai dién dugc thyc hién nhu sau:

- Truong hop ¢ tir 05 dén 10 nguoi yéu cau giai trinh thi ctr 01 hodc 02 nguoi
dai dién.

- Truong hop co tir 10 nguoi yéu cau giai trinh trd 1én thi c6 thé cir thém nguoi
dai dién, nhung khong qua 05 nguoi.

Budc 3: co quan nha nudce ra thong bao tiép nhan yéu cau giai trinh hodc tir chbi
giai trinh va néu rd ly do (Mau s6 04 ban hanh kém theo Thong tu 02/2014/TT-TTCP
ngay 29/4/2014). Truong hop yéu cau giai trinh khong thudc trach nhiém thi hudéng
dan ngudi yéu cau giri dén ding co quan co trach nhiém giai trinh. Truong hop noi
dung yéu cau da dugc giai trinh nhung c6 nguoi khac yéu cau gii trinh thi cung cap
ban sao van ban da gidi trinh cho ngudi do.

4.2. Céch thirc thye hién: Truc tiép hodc giri bang vin ban.

4.3. Thanh phan, s6 lwgng, ho so

a) Thanh phan ho so:

- Van ban yéu cau giai trinh cia ¢4 nhan, t6 chirc

- Thong tin, tai lidu lién quan dén yéu cau giai trinh.

- Thong bao dong ¥ hodc tir chdi giai trinh ctia co quan nha nudce ¢ trach nhiém
giai trinh.

b) S6 lwong ho so: 01 bd.

4.4. Thoi han giai quyét

Thoi han ra thong bao ‘Eiép nhén hodc tur chdi giai trinh: 05 ngay ké tir ngay tiép
nhédn yéu cau giai trinh (Mau s6 02, 03 ban hanh kém theo Thong tu 02/2014/TT-
TTCP ngay 29/4/2014 ctia Thanh tra Chinh phu).

4.5. Poi twong thue hién TTHC

Co quan, t6 chtrc, ca nhan c6 yéu cau giai trinh.

4.6. Co quan thyc hién TTHC

Co quan hanh chinh nha nudc céc cp, cac don vi su nghiép cong lap thudc co

quan hanh chinh nha nudc va nguoi cd trach nhi¢m thuc hién viéc giai trinh.
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4.7. Tén mau don, to khai

Mau s6 01, 02, 04 ban hanh kém theo Théng tu sé 02/2014/TT-TTCP ngay
29/4/2014 cua Thanh tra Chinh phu.

4.8. Phi, 1€ phi: Khong co.
4.9. Két qua thye hién TTHC

Vian ban tlep nhén yéu cau giai trinh hodc vin ban tir chdi yéu cau giai trinh cua
co quan c6 tham quyeén.

4.10. Yéu cau diéu kién thue hién TTHC

Theo quy dinh tai Piéu 6 Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013:

- C4 nhan yéu cau giai trinh phai o nang lyc hanh vi dan su day du hodc thong
qua nguoi dai dién hop phap; co quan, to chirc yéu cau giai trinh phai thong qua nguoi
dai dién hop phap.

- NoO1 dung yéu cau giai trinh lién quan truc tiép dén quyén va loi ich hop phap
clia co quan, to chire, ¢4 nhan c6 yéu cau giai trinh.

- Noi dung yéu cau giai trinh thudc pham vi trach nhiém quan 1y cua co quan
duoc yéu cau.

4.11. Cin cir phap ly dé thwe hién TTHC

- Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013 ctia Chinh phu quy dinh trach
nhiém giai trinh cia co quan nha nudc trong viéc thuc hién nhiém vu, quyén han dugc
giao;

- Thong tu 5O 02/2014/TT-TTCP ngay 29/4/2014 cua Thanh tra Chinh phu quy
dinh chi tiét, hudng dan thi hanh mét s6 diéu cua Nghi dinh s6 90/2013/ND-CP ngay
08/8/2013.
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MAu s6: 01(Ban hanh kém theo Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 ciia Thanh tra Chinh phii)

CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phuc

\

........ , ngay ... thang ... nam ...
VAN BAN CU NGUOI PAI DIEN YEU CAU GIAI TRINH

Nguoi yéu ciu gidi trinh:

I.Hovatén: .............ooeiiinn... (D)
Piachi: ... ()i
SO CMND: ..., NgAY CAP: weeeveeeeenn.. Noi cép: ...
Thong nhat cir 6ng/ba:

l.Hovatén: .........coooeviiiiin... (D)
Piachi: ... ()i
SO CMND: ..., CAP NGAY: woveeeeeeieeein, Noi cap: ...
lam nguoi dai dién yéu cau giai trinh.

Noi dung, pham Vi duoc dai dién:
(B )ttt
Céc n6i dung khac ¢6 1ién quan (NEU CO): ...oovvneiee e,

Trong qua trinh thuc hién yéu cau giai trinh, nguoi dai dién c6 trach nhi€ém thuc hién ding
ndi dung dugc dai dién./.

Nguoi dai dién Nhitng ngudi yéu cu gidi trinh
(ky, ghi r0 ho tén hodc diém chi) (ky, ghi r0 ho tén hodc diém chi)

(1) Néu nguoi yéu cau giai trinh 1a dai dién cho co quan, t6 chirc thi phai ghi rd chirc vu ctia
nguoi yéu cau giai trinh.

(2) Noi ngudi yéu cau giai trinh cu tra, trudng hop 13 co quan, t6 chirc cir ngudi dai dién thi
phai ghi 6 dia chi co quan, t6 chuc do.

(3) Dai dién toan bo hay dai dién mot s6 ndi dung yéu cau giai trinh can ghi rd trong noi
dung dai dién.
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MAu s6:02(Ban hanh kém theo Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 ciia Thanh tra Chinh phi)

(D). CONG HOA XA HQI CHU NGHIA VIET NAM
N () T Poc 1ap - Tw do - Hanh phic
So:.../TB-........... ... ,ngay ... thang ..
THONG BAO
V& viéc tiép nhan dé giai trinh
Kinh gui: ............. (€ ) P PN
Ngay .. thang .. nim ..(2).. d3 nhan dwoc vin ban yéu cau giai trinh cua
03 T

DA Ci: oo
S6 CMND/HO chiéu, ngay cap, noi cap: .................. (B)eeee
Yéu cau gidi trinh V& VIBC ..........ooiiiiiiiii e, ()

Sau khi xem xét noi dung yéu cau giai trinh, cin ctr Luat phong, chéng tham nhiing va Nghi
dinh s6 90/2013/ND-CP ngay 08 thang 8 nim 2013 ctia Chinh phu quy dinh trach nhiém giai
trinh ciia co quan nha nudc trong viéc thuc hién nhiém vy, quyén han dugc giao, yéu cau
giai trinh cta ...(3)... di diéu kién tiép nhan dé giai trinh.

Vay thong bao dé ...(3)... duoc biét..

Noinhan: Ngudi dirng dau co quan, don vi
-Nhutrén (ky, ghi o ho tén va dong dau)

- Luu: VT, ho so.

(1) Tén co quan, don vi cap trén truc tiép (neu co).

(2) Tén co quan, don vi thong bao vé viéc tiép nhan yéu cau giai trinh.

(3) Ho tén ngudi yéu cau giai trinh (hodc tén co quan, to chirc yéu cau giai trinh).

(4) Néu nguoi yéu cau giai trinh khong c6 CMND/HO6 chiéu thi ghi cac thong tin theo gidy to
tay than.

(5) Tém tat noi dung yéu cau giai trinh.
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MAu s6:03(Ban hanh kém theo Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 ciia Thanh tra Chinh phi)

(D). CONG HOA XA HQI CHU NGHIA VIET NAM
eel(2)eenn Poc 1ap - Tw do - Hanh phic
S6:../TB-......... ... ,ngay ... thang ..
THONG BAO
Vé viéc tir chdi yéu chu giai trinh
Kinh guri: ............. () PR

Ngay ... thing ... ndm ..., ...(2)... da nhan duoc van ban yéu cau giai trinh cua .....(3).....
DA G Lo
S6 CMND/HO chiéu, ngay cip, noi cp: .................. (4)eeeiiiii
Yéu cau gidi trinh V& VIBC ...........ooiiiiiieii e, ()

Sau khi xem xét noi dung yéu cau giai trinh, cin ¢t Piéu 5, 6 Nghi dinh s6 90/2013/ND-CP
ngay 08 thang 8 nam 2013 cua Chinh phu quy dinh trach nhiém giai trinh cua co quan nha
nudc trong viéc thue hién nhiém vy, quyén han duoc giao, yéu cau giai trinh cia ...(3)...
khong du diéu kién tiép nhan dé giai trinh vi 1y do sau day:

Vay thong bao dé ....(3).... dugc biét./.

Nguoi dirng diu co quan, don vi
Noinhin: (ky, ghi rd ho tén va déng dau)
- Nhu trén:
- Luu: VT, ho so.

(1) Tén co quan, don vi cap trén truc tiép (néu co).

(2) Tén co quan, don vi thong bao vé viéc khong tiép nhan yéu cau giai trinh.

(3) Ho tén ngudi yéu cau giai trinh (hodc tén co quan, to chirc yéu cau giai trinh).

(4) Néu ngudi yéu cau giai trinh khong c6 CMND/HO6 chiéu thi ghi cac thong tin theo gidy to
tuy than.

(5) Tom tat noi dung yéu cau giai trinh.

(6) Ly do cua viéc khong tiép nhan yéu cau giai trinh.
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MAu s6:04(Ban hanh kém theo Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 ciia Thanh tra Chinh phi)

(D). CONG HOA XA HQI CHU NGHIA VIET NAM
) I Doc lap - Tu do - Hanh phuc
So: ...(3)
GIAY BIEN NHAN
V& viéc tiép nhan thong tin, tai liéu

V2o hoi... gid ... ngdy ... thang ... ndm ..., tai ................. ()
Bén nhan thong tin, tai li¢u:
.......................................................... (5) e
Bén giao thong tin, tai lidu:
.......................................................... () T
Da giao, nhan thong tin, tai li¢u sau day:
L (7)o
PR
e

Giéy bién nhan nay dugc 13p thanh ...ban, mdi bén gilr 01 ban./.

Bén giao ’ Bén nhin ’
(ky, ghi r0 ho tén, dong dau - néu co) (ky, ghi r0 ho tén, dong dau - néu cd)

(1) Tén co quan, don vi cap trén truc tiép (néu co).

(2) Tén co quan, don vi tiép nhan thong tin, tai liéu.

(3) Ghi sb trong trudng hop Gidy bién nhan duoc quan 1y, theo ddi bang s vin ban.

(4) Dia diém giao, nhan thong tin, tai lidu.

(5) Ho tén, chirc danh, co quan, don vi cong tac cua ngudi nhan thong tin, tai li¢u.

(6) Ho tén, chtic danh, co quan, don vi cong tadc hoac dia chi cua nguoi giao thong tin, tai
liéu.

(7) Loai thong tin, vat mang tin, tén, ) trang, tinh trang tai liéu.
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5. Thi tuc thue hién viéc gidi trinh

5.1. Trinh ty thyc hién

Budc 1: Nghién cru ndi dung yéu cau giai trinh.

Budc 2: Thu thap, xac minh thong tin c6 li€n quan.

Bude 3: Lam viée truc tiép voi ngudi yéu cau giai trinh dé lam rd nhimg nodi
dung c6 lién quan khi thay can thiét. No1 dung lam vi¢c dugc l1ap thanh bién ban co
chir ky cua cac bén.

Bugc 4: Ban hanh véan ban giai trinh voi cac ndi dung sau day: Tén, dia chi
ngudi yéu cau giai trinh; noi dung yéu cau giai trinh; két qua 1am viéc truc tiép véi to
chtic, ¢ nhan (néu cd); cac can clr phap 1y dé giai trinh; noi dung giai trinh cu thé

theo timg yéu cau. (Mau s6 07-GT ban hanh kém theo Thong tu s6 02/2014/TT-TTCP
ngay 29/4/2014).

Budc 5: Gui van ban giai trinh dén ngudi yéu cau giai trinh. Trong trudng hop
can thiét thi cong bo cong khai van ban giai trinh theo quy dinh ctia phap luat.

5.2. Cach thirc thue hién

- Nguoi giai trinh thuc hién giai trinh truc tiép va ngudi yéu cau giai trinh ky
hodc diém chi xac nhan vao bién ban thuc hién viéc giai trinh.

- Nguoi giai trinh cé trach nhiém cong khai van ban giai trinh theo mét trong céac
hinh thurc sau day:

+ Niém yét tai try s& 1am viéc hodc noi tiép cong dan cua co quan, don vi thuc
hién giai trinh;

+ Thong bao trén phuong tién thong tin dai ching;

+ Pang tai trén cong thong tin dién tir ciia co quan, don vi thyuc hién giai trinh.

5.3. Thanh phan, s6 lwgng, ho so

a) Ho so gdm co:

- Vin ban yéu cau giai trinh hodc ban ghi 16i yéu ciu giai trinh;

- Vin ban ctr ngudi dai dién (néu cb);

- Thong tin, tai liéu lién quan dén noi dung viéc giai trinh;

- B4o céo thu thap, xac minh thong tin, tai li€u;

- Van ban giai trinh;

- Céc tai liéu khac c6 lién quan.

b) S6 luong: 01 bd.

5.4. Thoi han giai quyét

Thoi han thyc hién viée giai trinh khong qua 15 ngay ké tur ngay ra théng béo
tiép nhan yéu cau giai trinh. Truong hop c6 ndi dung phire tap thi ¢ thé gia han thoi
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gian giai trinh. Thoi gian gia han thyc hién viéc giai trinh khong qua 15 ngay, ké tir
ngay gia han va phai thong bao bang vin ban dén ngudi yéu cau giai trinh.

5.5. Pdi twong thywe hién TTHC: T6 chc.

5.6. Co quan thye hién TTHC: Co quan hanh chinh nha nudc cac cép, cac don
vi su nghiép cong 1ap thudc co quan hanh chinh nha nuéc c6 trach nhi¢ém thuc hién
viéc giai trinh.

5.7. Tén mau don, to khai

Mau s6 05, 06, 07, 08 ban hanh kém theo Thong tu s6 02/2014/TT-TTCP ngay
29/4/2014 ctua Thanh tra Chinh phu.

5.8. Phi, 1€ phi: Khdng co.
5.9. Két qua thwe hién: Vin ban giai trinh.
5.10. Yéu cau diéu ki¢n thyce hién TTHC

- NoO1 dung yéu cau giai trinh lién quan truc tiép dén quyén va loi ich hop phap
clia co quan, to chire, ¢4 nhan c6 yéu cau giai trinh.

- Noi dung, yéu cau giai trinh thudc pham vi trach nhiém quan 1y cia co quan
duoc yéu cau

- No1 dung giai trinh khong thudc moét trong céc truong hop sau day:

+ Noi dung thong tin lién quan dén bi mat nha nuéc;

+ Nhitng ndi dung lién quan dén viéc chi dao, to chirc thuc hién nhiém vu, céng

vu trong ndi by co quan nha nudc; trong chi dao, diéu hanh ctia co quan hanh chinh
cap trén v6i co quan hanh chinh cdp duéi;

+ No1 dung thong tin thudc bi mat do1 tu;

+ N1 dung thong tin thude bi mat kinh doanh;

+ Qéc ndi dung da dugc giai trinh hoac da dugc co quan co tham quyén thu 1y
giai quyeét;

+ Cac yéu cau giai trinh sau 90 ngay, ké tir ngdy co quan, to chuc, ca nhan nhén
du’qg hodc biét dugc quyét dinh, hanh vi cia co quan nha nudc tac dong truc ti€p dén
quyén, loi ich hgp phdp ctia minh.

5.11. Ciin cir phap ly dé thuc hién TTHC

- Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013 ctia Chinh phu quy dinh trach
nhiém giai trinh cua co quan nha nudc trong viéc thuc hién nhiém vy, quyén han dugc
giao;

- Thong tu 5O 02/2014/TT-TTCP ngay 29/4/2014 cua Thanh tra Chinh phu quy
dinh chi tiét, hudng dan thi hanh mot so diéu cua Nghi dinh s6 90/2013/ND-CP ngay
08/8/2013.







MAu s6:05(Ban hanh kém theo Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 ciia Thanh tra Chinh phi)

(D). CONG HOA XA HOI CHU NGHIA VIET NAM
N () T Poc 1ap - Tw do - Hanh phic
Sb: .../QP-..... .....,ngay ... thang ... ndm ...
QUYET PINH

Vé viéc giao nhiém vu thu thap, xac minh théng tin
¢0 lién quan dén yéu cau gidi trinh

Can cit Luat phong, chéng tham nhiing s6 55/2005/QH11 da dugc stra doi, bé sung mot so
dicu theo Luat s6 01/2007/QH12 va Luat s6 27/2012/QH13;
Cin ctr Nghi dinh s6 90/2013/ND-CP ngay 08 thang 8 nim 2013 cua Chinh pha quy dinh
trach nhiém giai trinh cua co quan nha nudc trong viéc thuc hién nhiém vy, quyén han
dugc giao;
Can ctir Thong tu s6 .../.../TT-TTCP ngay ... thang ... nam ... cia Thanh tra Chinh phu quy
dinh chi tiét, huéng dan thi hanh mét so diéu cia Nghi dinh so 90/2013/ND-CP ngay
08/8/2013 cua Chinh phu quy dinh trach nhiém gidi trinh cua co quan nha nudc trong vi¢ce
thuc hién nhiém vy, quyén han dugc giao;

QUYET PINH:
Pi¢u 1. Giao ....(5).... tién hanh thu thap, xdc minh thong tin c6 lién quan dén yéu cau giai
trinh cua ....(6).... v€ viéc ...(7)...
....(5).... b4o céo két qua thu thap, xac minh thong tin c6 lién quan dén yéu cau giai trinh néu
trén voi ... (3)... trude ngay ... thang ... nam ...
Piéu 2. .... (8)....., ....(9)... chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: Nguai giai trinh

Nhu icu2; (ky, ghi 13 ho tén va déng dau)
- Luu: VT, ho so.

(1) Tén co quan, don vi cp trén truc tiép (néu co).
(2) Tén co quan, don vi tiép nhan yéu cau giai trinh.

(3) Chtic danh ctia ngudi c6 tham quyén ban hanh quyét dinh giao nhiém vy thu thap, xac
minh thong tin c6 lién quan dén yéu cau giai trinh.

(4) Van ban quy dinh vé chirc ning, nhiém vu, quyén han cua co quan, don vi ban hanh
quyét dinh.

(5) Co quan, don vi, cad nhan dugc giao nhi¢m vu thu thap, xac minh thong tin ¢6 li€én quan
dén yéu cau giai trinh.
(6) Ho tén ngudi yéu cau giai trinh (hodc tén co quan, td chirc yéu ciu giai trinh).
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(7) Noi dung dugc giao thu thap xac minh.

8) Trudng hop 1a co quan, don vi thi ghi 1a “Nguoi dimg dau ...(5)...”; Truong hop 1a ca
nhan thi ghi "...(5)...".

(9) Nguoi dimg dau co quan, don vi, ¢a nhén lién quan.
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MAu s6:06(Ban hanh kém theo Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 ciia Thanh tra Chinh phi)

(D CONG HOA XA HQI CHU NGHIA VIET NAM
we(2)eeneen Poc lap - Tu do - Hanh phic
Sb: .../BC-..... ..., Ngay ... thang ... nam ...
BAO CAO
Két qua thu thap, xac minh thong tin lién quan dén yéu ciu giai trinh
Kinh gti: ... (B

Thuc hién Quyét dinh $6 ...........cooeivviiiiiee . (D)
T ngdy .../.../... dén ngdy .../.../..., ...(5)... 43 tién hanh thu thip, xac minh thong tin lién

quan dén yéu cau giai trinh cia ...(6) ... d6i voi ... (7)...

Can cir vao thong tin, tai lidu da dugc thu thap,...(5)... bao cdo két qua thu thap, xac minh
thong tin lién quan dén yéu cau gidi trinh nhu sau:

1. Noi dung, can ctr yéu cau giai trinh:

2. Tom tit ndi dung dugc giao thu thap, xdc minh va két qua thu thap, xdc minh dbi véi timg
ndi dung duoc giao thu thap, xac minh:

Trén day 1a bao cao két qua thu thap, xac minh thong tin c6 lién quan dén yéu cau giai trinh,
kinh trinh .. .(3)... xem xét, cho y kién chi dao./.

Noi nhén: Co quan, don vi, ca nhan
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- Nhu trén; - dugc giao nhiém vu thu thép, xac
- Luu: VT, ho so. minh

(ky, ghi 10 ho tén, dong dau - néu co)

(1) Tén co quan, don vi cap trén truc tiép (néu co).

(2) Tén co quan, don vi, c4 nhan bao céo két qua thu thap, xac minh thong tin.

(3) Nguoti giao nhi€ém vu thu thap, xac minh thong tin.

(4) Quyét dinh giao nhiém vu thu thap, x4c minh thong tin.

(5) Tén co quan, don vi, ca nhan dugc giao nhiém vu thu thap, xac minh théng tin.
(6) Ho tén ctia ngudi yéu cau giai trinh (hodc tén co quan, td chirc yéu cau giai trinh).

(7) Noi dung yéu cau giai trinh.
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MAu s6:07(Ban hanh kém theo Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 ciia Thanh tra Chinh phi)

(D). CONG HOA XA HOI CHU NGHIA VIET NAM
N (0. T Poc 1ap - Tw do - Hanh phic
S6: .../VB- ..., ngay ... thang ..
Viv...(3)

....................................................... (6) e

2. Két qua thu thap, xac minh thong tin c6 lién quan dén yéu cau giii trinh
........................................................ (7)o

3. Cac can cir phap ly dé gidi trinh

........................................................ (8) et

Tt nhitng nhan dinh va can ctr trén, ............. (5)eiiiiiii giai trinh nhu sau
........................................................ (D)o

Noi nhén: Nguwoi gidi trinh

- Nhu trén;

- Luu: VT b so. (ky, ghi r0 ho tén va dong dau)

(1) Tén co quan, don vi cap trén truc tiép (néu co).

(2) Tén co quan, don vi ban hanh van ban giai trinh.

(3) Trich yéu noi dung yéu cau giai trinh.

(4) Ho tén, dia chi ngudi yéu cau giai trinh (hodc tén, dia chi co quan, t6 chirc yéu cau giai
trinh).

(5) Chuc danh nguoi ban hanh van ban giai trinh.

(6) Ghi 13 tirng ndi dung yéu cau giai trinh.

(7) Ghi 1o tirng ndi dung da dugc thu thap, xac minh.

(8) Néu rd can ctr phap luat (vién dan cac diéu khoan cta van ban phéap lut) dé giai trinh vé
n6i dung duoc yéu ciu giai trinh.

(9) Noi dung giai trinh ddi voi timg yéu cau ciia nguoi yéu cau giai trinh.
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MAu s6:08(Ban hanh kém theo Théng tw s6 02/2014/TT-TTCP ngay 29/4/2014 ciia Thanh tra Chinh phﬁ)

...... (D....... CONG HOA XA HQI CHU NGHIA VIET NAM
R ) T Poc 1ap - Tw do - Hanh phic
BIEN BAN
V& viéc thwe hién viéc giai trinh

Vao hdi ... gid ... ngdy ... thang ... ndm ..., tai ..................... &) T :
Chung toi gom:
Nguoi gl trinh: ... 4)...
Nguoi yéu cau giai trinh: .......o..oiie i) (5)...

Cung nhau ghi nhan viéc giai trinh truc tiép, cu thé nhu sau:

Noi dung yéu cau giai trinh: ..o (6)
K&t qua @iai triNh: ..o (7)
Viéc giai trinh két thiic vao hoi ... gid ... phut cing ngdy (hodc ngay .../.../...).

Bién ban nay da dugc doc cho nhiing nguoi lam viéc cung nghe, moi nguoi nhat tri voi ndi
dung bién ban va xac nhan dudi day.

Bién ban duoc 1ap thanh ... ban, mdi bén giit 01 ban./.

Ngudi yéu ciu giai trinh Nguoi giai trinh )
(ky, ghi 13 ho tén) (ky va ghi rd ho tén, dong dau - néu co)

(1) Tén co quan, don vi cap trén truc tiép (néu co).
(2) Tén co quan, don vi thyc hién viéc giai trinh.
(3) Pia diém thuc hién viéc giai trinh.

(4) Ho tén, chirc danh ctia nguoi gidi trinh.

(5) Ghi 0 ho tén, dia chi, so dién thoai lién hé (n€u co) ciia nguoi yéu cau giai trinh (hoac co
quan, to churc yéu cau giai trinh).

(6) Cac ndi dung yéu ciu giai trinh cuy thé.

(7) Ghi 0 cac ndi dung giai trinh.
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