
H VAN PHONG 

UBND TINH QUANG TRI CQNG HOA XA HQI CHU NGHIA VIETNAM 
VAN  PHONG 	 DOc Pap - Ty.  do - Hanh phfic 

So: 414-/QD-VP 	 Quang Tri, ngay 01 Mang 9 nam 2017 

QUYET DINH 

Ban hanh Quy che that hien co che mot cira, ca che inept cira lien thong 
tai Van phong UBND tinh Quang Tri 

Can cu Quyet dinh s6 09/2015/QD-TTg ngay 25 thing 03 nam 2015 cua 
Chinh phd ve viec Ban hanh Quy che thuc hien co che met dm, co che met cua 
lien theme tai co quan hanh chinh nha nuerc it dia phuang; 

, Can cu Quyet dinh so14/2017/QD-UBND ngdy 09/8/2017 dm UBND tinh 
ye viec ban hanh Quy che lam viec cua UBND tinh Quang Tri; 

Can cu Quyet dinh so 1490/QD-UBND ngay 15/7/2015; Quyet dinh so 
2563/QD-UBND ngay 19/11/2015 cua UBND tinh ye viec thpc hien ca che met 
cua, co che met cilia lien thong trong giai quyet the thu tpc hanh chinh lien quan 
den to chat, ca nhan tai cac co quan hanh chinh nha nuac a cap tinh, cap huyen 
va cap xa tren dia ban tinh Quang Tri. 

, 	Can cu Quyet dinh se 08/2011/QD-UBND ngdy 14 Chang 4 nam 2011 dm 
Uy ban nhan dan tinh Quang Tri ye viec quy dinh chive nang, nhiem vu, quyen 
han Ye co cau to chtirc dm Van phong UBND tinh; 

Can cu Quyet dinh se 313/QD-VP ngay 15 thing 8 nam 2016 cua Van 
phong UBND tinh ve viec Thanh lap Be phan Tiep nhan va tra ket qua giai 
quyet Chu tuc hanh chinh tai Van phong UBND tinh; 

Theo de nghi cua Truing phong Hanh chinh - TO chi:re, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy che thpy hien co che met 
dm, co che met cua lien thong tai Van phOng UBND tinh. 

Dieu 2. Quyet dinh nay c6 hieu lire thi hanh ke to ngay 14. 

Truerng phong Hanh chinh - TO cluirc, Quail tri - Tai vu, Tracing cac phong 
chuyen men va cac to chic, ca nhan lien quan chiu trach nhiem thi hanh Quyet 
dinh nay./. 

Ndi ithifin 
-Nhu diet] 2; 
- Chu that cac PhO Chu tich; 
- LIM dao Van phong; 
- CV Khai NC-TH: 
- Ba phan Mat cua; 
- Lyn: VT, HCTC. 	 '1 gnyen Van Ben 



WIND TINH QUANG TR! CQNG HOA XA HQI CHU NGHIA VI$T NAM 
VAN PHONG 	 Mc 14p - Ty do - Hunh phew 

QUY CHE 

Thyc hien ca the '01 dm, cif the mot coo lien thong 
tai Van phong UBND tinh Quang Tri 

(Ban hanh kern theo Quyet dinh só 414- /QD-VP ngay Q1 thcing 9 nein: 2017 
caa Van phOng UBND tinh) 

CHUONG I 
NHtING QUY DINH CHUNG 

Dieu 1. Doi twang, phum vi ip dung: 

Quy the nay quy dinh quy trinh tiep nh5n, luan chuyen he so, xir ly, trinh 
tra ket qua giai quyet thu tyc hanh chinh thuec tham quyen giai quyet cua 

UBND tinh, Chit tich UBND tinh theo co the met cua, met caa lien thong tai be 
ph5n tiep nh5n va tra ket qua trxc thuoc Van phOng UBND tinh (sau day gyi tat 
la Be ph5n Met cira). 

Quy dinh ve trach nhiem caa cong chirc lam viec a Be plian Met cira; mei 
quan he va trach nhiem cua cac phong, ban, be phon, ca nhan c6 lien quan trong 
qua trinh thtrc hien giai quyet thu tut hanh chinh theo co the met cira, met cira 
lien thong tai Van phong UBND tinh. 

Dieu 2. Nguyen tAc Hoye hien co the mqt cira, mot Su lien [hang 

1. Niem yet cong khai, day chi, kip their' cac thu tic hanh chinh thuec tham 
quyen giai guy& cua UBND tinh, Chu tich UBND tinh tar Quyet dinh cong bo 
thU tut hanh chinh cua Uy ban nhan dan tinh theo quy dinh. Niem yet cong khai 
cac giay to, ho so va died gian giai quyet cong viec cila to chirc, ca nhan. 

2. Giai quyet thin tyc hanh chinh dung phap luat, bao dam nhanh thong, 
than tien. Be ph5n Met dm chi tie') nh5n nhirng he sa day du theo quy dinh; 
chi nh5n va tra ket qua giai quyet ho so tit(' tyc hanh chinh cOa cac to chile tai 
met dau mOi la BO ph5n tiep nhan va tra ket qua. Viec yeu cau be) sung h6 so chi 
duyc that hien khong qua met Ian trong suet qua trinh giai quyet he so tai Van 
phong UBND tinh. 

3. Bao darn six phei hop chat the giiira Be ph4n Met cira vai cac chuyen 
vien Khoi Nghien aim - Tong hop, cac Phong, Ban, Trung tam; cac ca quan 
hanh chinh nha nuorc trong giai guy& ding viec cua ca nhan, to chirc. 

4. Nhiling ho so khong thuec tham quyen giai quyet cua UBND tinh, Chu 
tich UBND tinh, thi ding chirc tai Bo ph5n Met drape trach nhiem huoing dan 
de cong clan, to chirc lien he vol co quan c6 tham quyen giai quyet. 

5. Thai gian giai quyet ho so, cong viec cila Be ph5n Met mita la tiled gian 
lam viec theo quy dinh cUa Nha mite (khong Ice ngay,nghi theo quy dinh) va 
duce xac dinh ke ngay nh5n du he sa hop le ciia cac to 



CHIYONG II 

CHC'C NANG, NHgM V1,J, QUYEN HAN CUA BQ PHAN TIEP 
NHAN VA TRA BET QUA 

Dieu 3. Vi tri, attic n5ng run 135 ph5n 1115t cira 

1.,B5 phan MOt 	tai Van phong UBND tinh la d'au mai tap trung huang 
dan, tiep nhan ho,so giai quyet 	hanh chinh 	cac co quan chuyen mon 
cap tinh 	chuyen den cac phong chuyen mon thuOc Van phong, cac cap c6 
tham quyen giai quyet va tra ket qua cho cac ca quan chuyen mon cap tinh cac 
thu tut hanh chinh thuec tham quyen cua UBND tinh, Chu tich UBND tinh. 

2. Be ph5n Met dm tai Van phong UBND tinh chiu sir quan ly, chi dao cua 
Chanh Van phong UBND tinh va Trueing phong Hanh chinh - TO chirc. 

Dieu 4. Cling afro lam vier tai Bo ph5n MOt cfra 

1. You cau 

Cong chirc lam viec tai Bo phan Met cda co to 01 02 nguen, co chuyen 
mon, nghiep vu phii hop yeti vi tri viec lam, dap ang yeu cau cong viec; 

Co pham chat, dao dire tot, tinh than tech nhiem va tinh chuyen nghiep 
cao 

CO tac phong, thai 	chuan mare, co kha nang giao tiep tot. 

2. Trach nhiem 

Tiep nhan he) so cua cac to chac, don vi &roc thuc hien bang Phieu Men 
nhan hoac kY se) giao nh5n ho sa (theo thod thu5n gicra 2 ben giao nh5n). Khi 
nhan h6 so phai kiem tra day du ve chUng Ioai, so lacing ho sa theo quy dinh. 
CM duoc nh5n he) so day di) MU Mc hop le, chiu nth nhiem ye tinh phap 
ho so do va chiu troth nhiem boo quan hO so theo quy dinh; khong duce de that 
lac, mat mat. Neu de xay ra mat mat, that lac thi phai chiu troth nhiem boi 
thuang theo quy dinh cua phap Mat va chiu cac hinh auk ky luat. 

Nhap ha sa vao so nap !than hang ngay va phan mem tin hoc quan lY ho sa 
theo yeu cau cua chuong trinh. 

Chu troth nhiem chuyen ho so a nhan den cac Phemg chuyen mon chinh 
then dung quy trinh, thai gian. Khi chuyen h6 so, [di 	phai lap Phial chuyen 
(Phieu kiem,soat qua trinh 	quyet ho so — Mau 04). Co trach nhiem ra soot, 
don dec, ph6i hop voi cac Rang chuyen mon de giai quyet tot cac yeu cau cua 
to chirc, dan vi theo dUng thai gian quy dinh. 

Huang dan, giai thich cac yeu cau ve tin) Mc ho so, quy trinh giai quyet, 
thai gian giai quyet theo quy dinh cho to chac, dan vi met cach,t5n tinh, chu dao 
vai thai 	ton trung, tren tinh than phut vu tot nhat,,nhanh nhat, thuan 1M nhat. 
Nghiem cam cOng chac tiep nhan ho so có thai 	doi xu khong tot voi to chac, 
don vi hoc to chOi tiep nhan ho soma khong c6 IY do chinh long. 

Cap nh5t cac thU tuc hanh chinh thuec tham quyen giai quyet cua UBND 
tinh, Chu tich UBND tinh; 



Niem yet ding khai the nei dung hu6rng clan ve dieu kien, trinh tu, tin) We 
hanh chinh; thai gian giai quyet cac hi) so ding viec ththc troth nhiem ctia Van 
phOng UBND tinh, UBND tinh tai phong lam viec tha Be phan Met ctira; 

TO chirc viec tra ket qua giai quyet het sa cho to cliic, don vi theo dUng tiled 
han da ghi trong Phieu bien nhan (Giay tiep nhan he so N/A hen tra ket qua - Mau 
03). Doi vai cac he so khong di) co so giai quyet do cac phOng chuyen mon 
chuyen tra, thi BO phan Met thachuyen tra lai cho nguti girl, kern theo phieu 
neu ra N do tra lai. Viec tra lai , so trong truang hop nay duac tinh la met Ian 
giai quyet theo quy dinh. 

PhOi hap cling cac chuyen vien cap nhat cac thong tin ve ho sa, ye qua 
trinh Juan chuyen he so theo chuong trinh phan mem tin hoc dugc cung cap. 

Chu (lc:mg tham mum, de,xu5t sang kien cai tin viec thpc hien thil tic hanh 
chinh; kip thai phat hien, kien nghi vai co quan, nguai co tham quyen 	sfra 
(lei, 156 sung, thay dai hoac huy be, bai b6 cac quy dinh ve thi) tuc hanh chinh 
khong kha thi hodc khong pht) hop vol tinh hinh thgc to tha dia phuong, 

Theo thi, don dot viec giai quyet clang viec; 

Chiu troth nhiem truck Lanh dao Van phOng va Truang pheng Hanh chinh 
- T6 chtirc trong viec thge hien chirc nang, nhiem vu mita BO phan Met dm.; 

Dinh 14 3 thong, 6 thong, hang nom xay dpng cac bao coo tinh hinh hoat 
tieing dm Be phan. 

De xuat Lanh dao Van pheng, phiang Hanh chinh - T(5' cluirc be tri thing 
cluirc khac true thay khi co ly do chinh clang phai nghi lam viec. 

Thtrc hien cac quy dinh khac cua phap 1u5t. 

3. Quyen Ici 

Dugc tap huain ve chuyen mon nghiep vu va van h6a ling xir, giao tiep veri 
ca nhan, to chuic; 

Dugc huang the de ho tra theo quy dinh. 

CHUONG III 

QUY TRINH THIX HWN GIAI QUYET THE TUC HANH CHINH 
THEO CO CHE MQT CIA, CO CHE MQT CIA LIEN THONG 

Dieu 5. Quy trinh thkrc hies co• the mOt cira, mot cita lien thong 

I. Tiep nhan ht) sa 

a) Cac don vi, to &tic nOp he) so true tiep tai BO phan MOt tha hoac nep 
qua dich vu buy chinh; 

b) Clang chtirc tiep nhan ho so tai Bo phan Met tha kiem tra tinh hop le, day 
di; tha ho so: 

Tnrang hap ho so khOng thuec pham vi Oa) quyet thi huang don de ca 
nhan, to chic den co quan c6 tham quyen giai quyet; 

Truang hop ho so chua hop Fe thi huang don cu the theo maiu so 01 tai Phu 
lye ban hanh kern theo Quyet dinh nay; 



c) Cong chat tiep nhan ho so nhap vao So theo doi h6 sa theo mau sa 02 
tai Phu Mc ban hanh kern theo Quyet dinh nay va phan mem dien tir; lap Giay 
tiep nhan ho so va hen tra ket qua theo Mau so 03 tai Phu lyc ban hanh kern theo 
Quyet dinh nay; 

Cong chic tiep nhan he so khong duce toy yeu cau cac to chat Op them 
thanh phan ho so, so lugng ho so kilning dung quy dinh. Cong chic Phong 
chuyen mon khans dugc nhan, tra h6 so truc tiep cho cac to chat. Cong chic 
BO phan Met dm khong dugc tQ chei tiep nhan ho so ma khong co 19 do chinh 

Cong chic tiep nhan ho sa hoac cac phong chuyen mon tra lai ho so ti 02 
(hai) Ian tra len dOi yeti ho so ma khong c6 19 do chinh dinh thi tuY theo mac do, 
vi pham phai bi icir 19 theo quy dinh. 

2. Chuyen 116 so 

a) Sau khi tiep nhan h6 so theo quy dinh tai Khoan 1 Dieu nay, c6ng chnrc 
lap Phieu kiem soot qua trinh giai quyet ho so theo mau so 04 tai Phu lyc ban 
hanh kern theo Quyet dinh nay; 

b) Chuyen ha so va Phieu kiem soar qua trinh giai quyet 116 sa cho chuyen 
vien theo doi linh vyc lien quan giai quyet. Phieu kiem soot qua trinh giai quyet 
ho so dugc chuyen theo ho so va luu tai BO phan Mot dm. 

Cone, chic tiep nhan hO so co trach nhiem chuyen ho so cua cac to chic 
den cac ceng chac phu trach linh vyc c6 lien quan vao cuai gib lam viec m6i , 
buoi cua ngay lam viec hoac ngay lam viec 	tie') (den vbi h6 so nhan sau 16 
gay 30) kern theo Phieu chuyen ho so. Then gian chuyen vien tiep nhan va tra ket 
qua giai quyet h6 so vai BO phan MOt cira phai duce the hien trong SO theo del 
giai quyet ho so cua cling chat chuyen mon. 

Twang hop ho so da tiep nhan nhung phong chuyen mon chuyen lai, 
thong boo chua day &I hoac chua hop le thi phai neu re) 19 do can ca vac) 
khoan,,van ban cu the. Cong chirc,tiep nhan 	N vai cac tO chac, ca nhan de 
nghi be sung, hoan chinh he so. Neu do loi chu quan cua ding chic tiep nhan thi 
ding chat tiep nhan phai nhan 16i vai cac tO chac, ca nhan khi de nghi too sung, 
hoan chinh he so. 

3. Gill quytt h6 so.  

, a) Truang hop khong quy dinh phai them tra, xac minh 	sa: Cong chat 
tham dinh, trinh cap co them quyen quyet dinh va chuyen ket qua giai quyet ho 
so cho Be phan MOt cua; 

b) Twang hap c6 quy dinh phai them tra, xac minh ho so: Cong chac boo 
coo Chanh Van phong hoac Ph6 Chanh Van phong phu trach link vyc phuang 
an them tra, xac minh va to chat thuc hien. Qua trinh them tra, xac minh phai 
duac lap thanh he so va km tai co quan giai quyet; 

, 	vai he so qua them tra, xac minh dU dieu kien giai quyet: Cong chuc 
them dinh, trinh cap co them quyen quyet dinh va chuyen ket qua giai quyet ho 
so cho BO phan MOt cira; 



DOi veri h6 set qua them tra, xac minh chug de dieu kien giai quyet: Cong 
chtic boo Lanh dao Van 

can 
tra lai ho sa kern theo thong bao bang van ban va 

neu re ly do, not dung can be sung. Thai gian ma co quan, to chtic da giai quyet 
Ian dau ducc tinh trong died gian giat quyet ho sa, 

c) Cac ho sa guy dinh tai Diem a, b Khoan nay sau khi them dinh khong du 
dieu kien giai quyet, cong chirc bao cao Lanh dao Van phong tra lai h6 so va 
thong boo bang van ban neu re ly do khong giai quyet ho sa. Thong bao duet 
nh5p vao mtic tra,ket,qua trong S6 theo dee ho sa. Thad han thong bao phai trong 
Uteri han giai quyet he so theo quy dinh; 

d) Coe ho so qua han giai quyeti,Cong chirc duce phan cong theo deli lInh 
vise giai quyet he so phai thong bao bang van ban cho Be ph5n Met dm va van 
ban xin 161 ca nhan, to chire, trong do ghi ro IY do qua han, then han tra ket qua. 

4. Tni ket qua giai quyet ho so.  

Cong chirc tai BO phan Met cfra nhap vao S6 theo dai ha so va phan mem 
dien to va that hien nhu sau: 

a) Cac he so da giai quyet xong: Ira ket qua giai quyet he so cho cac to 
chirc; trubng hop cac to chirc da dang ky nhan ket qua qua dich ye buu chinh thi 
viec tra kelt qua va cube phi dime thee hien qua dich ve buu chinh; neu thus 
hien dich ve cong true tuyen mac de 4 thi viec tra ket qua theo quy dinh; 

b) Doi yen ho so chua du dieu kien Mai quyet: Lien he veri ca nhan, to chile 
de' yeu cal be sung he so theo thong bao cUa Van phong hoac ph6ng chuyen 
men va van ban xin 161 cilia Be phan Met cua (neu la 16i cilia cong chfrc khi dap 

nhan he so); 

c) Doi vai he sa khong giai quyet: Lien he veri ca nhan, to chile de.  tra lai 

116 so kern theo thong bao khong giai quyet ho so; 

d) Den \Teti ho sa qua han giai quyet: Thong bat) thee han tra ket qua tan sau 
va chuyen van ban xin 16i cea Van phong hoac phong chuyen men lam qua han 
giai quyet cho ca nhan, to chirc; 

d)Dai voi ha sa giai quyet xong truerc tiled han tra ket qua: Lien he de ca 
nhan, to chile nhan ket qua; 

e) Truang hop ca nhan, to chirc chua den nhan ho so theo ,giay tiep nhan he 

so va hen tra ket qua thi ket qua giai quyet hO so duet danh dau vao phan mem 
dien to da tra ket qua va luu gift ho so giay tat Be phan Met dm. 

CHUONG IV 

TRACH NHItM CUA CAC KHOI, PHONG, BAN, TRUNG TAM TRIX 
THUQC VAN PHONG 

Dieu 6. m6i quan he phOi 

1. Cong chfrc lam viec tai Bo phan Met cilia, cac chuyen vien theo doi 
vtrc, lanh dao Van phong, Lanh dao UBND tinh va cac to chirc cc) lien quan co 
trach nhiem giai quyet kip the' cac the tut hanh chinh; cac yeu cau, khieu nai, 



kien nghi cua tei chuc, ca nhan trong qua trinh giai quyet ho sa theo ca the met 
dm. 

2. Trong qua trinh tiep nhan he sa, neu thu tyc can vuOng mac, chua re 
rang thi tong eh& Be phon Met cua true tiep trao doi, ngay veri ding chuc phy 
trach HIM vkrc lien quan de thong nhat truerc khi nhan h6 so. 

r 

3. Ho sa do cong chuc tiep nhan chuyen den tong chuc theo del, phy 
trach link vuc lien quan, neu kiem tra phat hies khong dung quy 	thi cong 

phu trach chuyen mon có quyen tra lai de yeu cau b6 sung h6 sa. Gong 
chuc tiep nhan he so phai trot tiep xin 16i va de nghi cac to chuc be sung h6 so 
theo quy dinh. 

4. Neu he so cua cac to chuc giai quyet cham han quy dinh ma khong cif) 
19 do chinh,dang thi tong chac, xer 19 he so phai true tiep gap cac to chirc de xin 
16i va tra ket qua Mai quyet. Neu de tre hen Ian thu hai ma khOng có 19 do chinh 
dang thi Lanh dao Van ?hang phy trach link vise true tiep xin 161 to chem., ca 
nhan va chi dao giai guy& kip thai. 

5. Del veri nhiing ho so ma citing chuc trinh Lanh ciao Van phOng phy 
trach link Niue k9 dung thai gian quy dinh, nhung do Lanh dao Van phOng k9 
eham thi Lanh dao Van phOng do phai co van ban xin 161 cac to chem. 

6. Dea veri cac he sa theo quy dinh truck khi giai quyet, Van phOng 
UBND tinh phai lay 9 kien cua cac ca quan co lien quan thi Van phong 
UBND tinh phai co van ban lay 9 kien. Neu qua thai gian quy dinh ghi trong 
van ban de nghi ma cac ca quan dugc lay 9 kien khong tra lei bang van ban 
thi coi nhu thing y va Van 'Jilting UBND tinh duyc, quyen giai quyet theo 
thank quyen. Neu sau do phat sinh hau qua, vtrang mac c6 lien quan den not 
dung cling viec da lay 9 kien thi co quan duge lay 9 kien nhung khong tra lai 
plied chin trach nhiem. Thai gian de nghi cac co quan tham gia y kien phai 
hap 19, nay thuee vao not dung lay y kien; ngoai tra truong hem not dung 
cling viec da dugc UBND tinh quy dinh cu the. 

Dieu 7. Khen thuivng, kji 141 

Trach nhiem va ket qua thkrc hien co the met cua, co the met cua lien 
thong la met trong nhilng can dr denh gia mem do hoan thanh nhiem vu cong tac 
hang nam cua ding chuc lam viec tai Bo phan Met cua, cong chuc, lanh dap 
theo doi lTnh 

Lanh dao, cong chest, vien chuc hoan thanh tot cac nhiem vu ve that hien 
co the met cera, ca the met cua lien thong dugc xem xet, khen thuemg hang nam 
theo quy dinh cua phap lust ve thi dua khen thuang. 

Co quan, to chuc, ea nhan co hanh vi vi 	 .& ,pham cac quy dinh hoac can tr 
viec to elide that hien co the met cua, ca the met oh lien thong thi thy theo 
muc de vi pham se bi xem xet, xer 19 theo quy dinh cua phap lust. Neu gay thiet 
hai thi phai bOi thmang theo quy dinh cua phap lust. Myi vi pham se xet khong 
hoan thanh nhiem vu trong nam. 

T6 chirc, ca nhfin trong qua trinh lien he giai quyet cling viec phai chap 
hanh cac not quy, nhung quy dinh cua Quy the nay va cac van ban phap lust 



VAN PH6NG 

khac. Khi phut hien thay cac hanh vi quan lieu, tham nhung, tieu cut, thieu truth 
nhiem, cira quyen, nhiing nhieu, halch dich cda ding cherc thi phali thong bao 
ngay veri Lanh dao Van phong, ThU truerng cac co quan hoac cap cif) tham quyen 
de ce hinh thirc xu ly thich 

Viec hoeing dan he so khong re rang, khong dung quy dinh, nhang he so 
giai quyettre hen de ca nhan, to chirc di lai nhieu Ian (den van 01 hO so) thi 
nguai ce lei phali bOi thuong chi phi di lai cho to chirc, ding dan. 

CHUONG V 

DIEU KHOAN THI HANH 

Dieu 8. To ant tiny hien 

1. Lanh dao Van phong, Truang phOng Hanh chinh - TO chiat chiu truth 
nhiem chi dao va tO chirc time hien Quy che nay; TO eh& quan triet not dung 
Quy the nay den toan the can be, ding cherc, vien chirc va nguoi lao dong lam 
viec tai,  Van ph6ng UBND tinh; dac bit IA cac dOi toeing troc tiep tham gia quy 
trinh tiep nhAn, giai quyet ho so cho to chuc, ca nhan theo Quyet dinh nay. 

2. Trong qua trinh th‘rc hien Quy che, neu có,vaerng mac hoac can Op b6 
sung, dieu chinh, cac ca nhan, don vi pilau anh ye Van phong UBND tinh (qua 
phong Hanh chinh — TO chirc) de xem xet, sin &Ai, bo sung cho pith hop./. 

Nguye2 n Van Bon 

9- 



(Ban hanhkettiiiiheo' 
ari 

4 	NI Iike. I /. 

Phu luc 
QT S6 BIEU MAU 
he thyv hien ea elle !Or cfra, ea clad mot cira 
tai Van phong UBND tinh) 

Mau so 0 	i l  phieu huona dan hoan thin hO so 
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VAN PHONG UBND TiNH 
BQ PHAN TIEP NHAN VA 

TRA KET QUA 

S'd• 	/HDHS 	 , ngay 	thang 

PHIEU HVONG DAN HOAN THIEN HO SO 

Ho sa maw 	  

IVOi dung yeu cau giai quyet: 

Dia chi 	  

So dien thoai 	 Email. 	  

Yeu cau hoan thien hi) so dem nh&ng not dung saw 

1 	  

2 	  

3 	  

4 	  

Trong qua trinh hoan thien ho so neu có yuang mac, ong (ba) lien he vai 
	 so dien thoai 	  de duce huong dan / 

HUONG DAN 
(ke va ghi r5 he ten) 

c) 
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Mau so 03 

CQNG HOA XA HQ! CHU NGHIA VITT NAM 
DC)c 14p - Tv do -114nh phtic 

VAN PT-TONG UBND TINH 
BQ PHAN TIEP NHAN VA 

TRA KET QUA 

so. 	/TNHS 	 , ngay 	thang 

GIAY TIEP NHAN HO SO VA HUN TRA KET QUA 
Ma ho so 	- 

(Lien: Luidgiao khoch hang) 

BO phan tiap n4n va tra kat qua 	  

Tiap nhAn ha so cna: 	  

Dia chi: 	  

SO dian thoai: 	  Email 	  

Nai dung yau eau giai quyat: 	  

1. Thanh phan ha so nOp ann: 
1 	  

2 	  

3 	  

4 	  

2. SO lugng ha so: 	(bO) 

3. Thai gian giai quyet ho so theo quy dinh la: 	ngay 

4. Thai gian nhan ha so: ....gib.... phut, ngay ... thang 	nam.... 

5. Thai gian tra kat qua giai quyet ho sa:... 	phut, 
ngay....thang....nam.... 

6. Dang ky nhAn kat qua tai• 	 

Vao SEA theo doi ha so, Quyan so: 	  SO tht:r tkr 	 

NOVOT NOP HO SO 
(tip% viz ghi r5 ho  ten) 

NGU'OI TIEP NHAN HO SO 
(Ki% va ghi rb lin ten) 

Ghl chi: 

- Clay tip nh*n WI hen tra lc& qua duet lap thanh 2 lien; men lien chuyen kern theo Phieu kiem soat qua 

trinh giai quyet h6 so va dupe Itru tai BQ phan tip nhan va tra ket qua; rnOt lien giao cho cac tá oink nQp 116 so; 

- Cac to chile c6 the ding ky,  nhan ket qua tai BO phtn tip nhan va Ira ket qua ho4c tai try se,  to ohne qua 

Bich vu butt chinh. 



ma.0 so 04 

CQNG HOA XA HQI CHU NGHTA VIET NAM 
D'Oc rap - Ty. do - Hanh phtic 

VAN PHONG UBND TINH 
BQ PHAN TIE? NHAN VA 

TRA KET QUA 

So 	/KSGQHS , ngay 	thong 	nom 

PHIEU KIEM SOAT QUA TRINH GIAI QUYET HO SO 

Giay tiap nhan 116 so va hen tra ket qua s6: 	 

(Chuyen kern theo PhiSu kiam soot qua trinh giai quySt ho so nay) 

Co quan (ba phan) giai quy'et ho so 	- 

Co quan shad hop giai quyet ho so: 	  

TEN CO QUAN THOI GIAN CIAO, NHAN HO SO 

KET QUA GIAI 
QUVET HO SO 
(Trutt han/dung 

han/qui han) 

CHI 
CHU 

1. Giao: 

Bo phan 
TN&TKQ 

2. Nhan• 	 

...giar...phut, ngay 	thong ... 
nom.... 

Nguiri giao 
(KJ,  va ghi to h9 tent 

Ngtrol nhtin 
(Iii va ghi PO h9 ten) 

I. Giao' 	 

2. Nhdn: 	 

ib...phat, ngay ... thong ... 
nom.... 

NgtriYi giao 
(Kt' nighi rd ho ten) 

Ngual ohtlin 
(10' va ghi to ho tell) 

I. Giao: 

2. NI*: 

...giar...phnt, ngay ... thong ... 
nom.... 

Nguti giao 
(Ai vii ghi rn hy ten) 

Nguiri oh5n 
(1q ni ghi ro hp ten) 

1. Giao- 	 

2. Nhan: 

Bo ghan 
TN&TKQ 

...gio...phnt, ngay ... thong ... 
nom.... 

Nguiri giao 
(Ki, ra ghi ni ho ten) 

Ngu•bi nhkin 
(Rival ghi rd ho ten) 

Gin chti: - Tn. Ong hop hO so &roc chuyan qua dich vu buu chinh thi thta gian giao, 
nhan ho so vá vigc ky nhan the hian trong Ma don ctia co quan 13tru chinh; 

- Kat qua giai quygt h6 SO do ben nhan ghi khi nhan ban giao hO so. 
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