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QUYET DINH 
Ban hanh Quy the to chtk va ho#t dOng 

ctia BO phan MOt cira tren dia ban tinh Tay Ninh 

UY BAN NHAN DAN TINH TAY NINH 

Can ar Lugt To ch&c chinh qulen dia phtrang ngay 19 thong 6 nam 2015; 

Can cu Nght quyet s a 580/2018/UBTVQH14 ngay 04 thong 10 nam 2018 ata 
Uy ban Thithng vu Quoc 110i ye viec thi diem hop nhat Van phong Doan clgi bleu 
QuOc hoi, .Van phong 	&Ong nhan dan va Van phong Uy ban nhan dan cap tinh; 

. • Can ctr Nghi Binh sa 61/2018/ND-CP ngay 23 thong 4 nam 2018 cfta Chinh 
phi( ye thtrc hien co' the mot cira, mot cira lien thong trong giai quy et thi tyc hanh 
chinh; 

Can ctr Thong to so 01/2018/TT-VPCP ngay 23 thong 11 nam 2018 ctia Van 
phong Chinh phit twang dan thi hanh mot so quy dinh cUa 
Neti Binh so 61/2018/ND-CP ngay 23 thong 4 nam 2018 cita Chinh phit 
ye thyv hien cu the mot cira, mot cira lien thong trong giai quyet 
thi tyc hanh chinh; 

Theo de nghi ctia Chinh Van phong Doan clgi biZU Quac h0i, TIN clang nhan 
dan va Uy ban nhan dan tinh Tay Ninh tai To' trinh so 1413/TTr-VP ngay 18 thong 
3 nam 2019. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the t6 chirc va hog dOng cua 
BO phan MOt cua tren clia ban tinh Tay Ninh. 

Dieu 2. Quyet dinh nay có hieu lvc thi hanh ke tir ngay thong y. nam 2019 
va thay the Quyet dinh so 56/2015/QD-UBND ngay 13 thing 11 dam 2015 cua Uy 
ban nhan dan tinh Tay Ninh ban hanh Quy dinh thuc hien co the mot tha, mot cira 
lien thong tai co quan hanh chinh nha mak va don vi sg nghiep cong lap tren - dia 
ban tinh Tay Ninh. 

Dieu 3. Giao Van phong Doan dal bieu QuOc hOi, 1-10i dOng nhan dan va Uy 
ban nhan dan tinh Tay Ninh co trach nhiem theo dOi, don doc, kiem tra, huerng dan 
cac so, ban, nganh tinh Uy ban nhan dan cac huyen, thanh phO va cac to chirc, 
ca nhan co lien quan thvc hien Quy the nay. 
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Dieu 4. Chanh Van phong Doan dai bi'eu QuOc hoi, HOi ding nhan dan va Uy 
ban nhan dan tinh Tay Ninh, Thu truerng cac se'', ban, nganh tinh, Chit tich UBND 
cac huyen, thanh pho, Chit tich UBND cac xa, phu*ng, thi tan va cac to chirc, ca 
nhan có lien quan chiu trach nhiem thi hanh Quyet dinh nay]. 

Noi nhtp:ifir 
- Chinh phii; 
- Cpc Ki6rn soar TTHC — VPCP; 
- Cpc Ki6rn tra van ban QPPL— BTP; 
- 'IT: TU, HDND tinh; 
- CT, de PCT UBND tinh; 
- Doan dai bi6su Qu6c hoi tinh; 
- Nhu Di6'11 4; 
- So.  Ttr phap; 
- LDVP; TTCB-TH; HCC; 
- Lau: VT, VP Doan DBQH, HDND va 
UBND tinh. 

60 
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QUY CHE 
To chirc va hoot dOng cita BO phan nat cira 

tren dia ban tinh Tay Ninh 
(Ban hanh kern theo Quyit dinh so /2019/QD-UBND 
ngay"&thang,S Warn 2019 etia UBND tinh Tay Ninh) 

Chuang I 

WONG QUY DINH CHUNG 

Dieu 1. Phum vi di'eu chinh 

Quy the nay quy dinh ve: 

1. T6 chirc va hog diong dm BO phan MOt cira de cap tren dia ban tinh Tay 
Ninh. 

, 2. Quy trinh thvc hien co the mot cfra, ca che,mOt cira lien thong trong. giai 
quyet 	tic hanh chinh 	BO phan MOt 	cac cap ten dia ban tinh Tay Ninh.. 

3. Tham quyen, trach nhiem cua cac Ca quan, dan vi va cac to chirc, ca nhan 
có lien quan trong giai quyet 	tic hanh chinh theo ca che mot dm, ca the mot 
dm lien thong ten dia ban tinh Tay Ninh. 

Dieu 2. DOi tuvng ap dung 

1. Van phong Doan dai bieu Qu6c hOi, I-10i d6ng nhan dan va Uy ban nhan 
dan tinh. 

2. Cac s6, ban, nganh thuOc Uy ban nhan dan tinh. 

3. Cac co.  quan Trung uang dugc to chirc theo he th6ng nganh doc (long teen 
dia ban tinh. 

4. Uy ban nhan dan cac huyen, thanh ph6 (sail day viet tat la UBND cap 
huyen). 

5. Cac ph6ng, ban chuyen mon thuOc Uy ban nhan dan cac huyen, thanh ph6. 

6. Uy ban nhan dan cac xd, pludyng, thi tran (sau day viet tat la UBND cap 
xd). 

, 7. Can bO, cong chirc, vien chirc, lvc hrong 	trang có lien quan trong giai 
quyet thu tic hanh chinh theo ca the mot cira, ca che mot cira lien thong tren dia 
ban tinh. 

8. Cac to chIrc, ca nhan co yeu cau thvc hien thil tvc hanh chinh. 

Dieu 3. Nguyen tAc thuc hien co' the mot cira, 	the mot cfra lien thong 
trong tiep nhan va giai quyet thu tuc hanh chinh 

1. Niem yet cong khai, day dU, kip th6i thU tvc hanh chinh thuOc tharn quyen 
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giai quyet cua cac ca quan, don vi theo quyet dinh cua B6, nganh Trung cong hoc 
cua Chu tich UBND tinh da cong b6 va dang co hieu luc thi hanh. 

2. Lay sr hai long cua to chirc, ca nhan la thuoc do chat lugng ya hieu qua phuc 
vu cua can b6, cong chirc, vien chirc va co quan c6 tham quyen. 

3. Bdo dam giai guy& cong viec nhanh chong, thuan tien, tiet kiem chi phi 
cho 	nhan, chirc; viec yeti cau bo sung ho so chi ducyc thuc hien khOng qua 
M6t-lan.trong suot qua trinh giai quyet he so tai mot co quan chuyen mon. 

4. Dam bao sir ph6i hop chdt the gift cac 	quan, don vi trong giai guy& 
cong viec cho ca nhan, -CO chirc. 

5. ,C6 nhan, to chirc chi den in6t dia.•di'em la. 	phan M6t dm n6p 	so va 
nhdn ket qua giai guy& thU tuc hanh chinh. Viec gidi quyet thu tuc hanh chinh cho to 
chirc, ca nhan theo co the mot cua, mot cua lien thong dugc quan ly tap trung, thong 
nhat. 

6. Viec thu phi, le phi cua' ca Than, to chirc dugc thuc hien tai • B6 phan M6t 
cua a cap tinh, cap huyen va cap xd. 

7. Qua trinh giai guy& thu tuc hanh chinh dugc don d6c, kiem tra, theo doi, giam 
sat, danh gia bang cac phuang -dairy khac nhau tren co s6 day mph Ung dung cOng 
nghe thong tin va c6 sr than gia cua to chirc, ca nhan. 

• 8. Can b6, cong chirc, vien chirc va cac co quan c6 thdin quyen glut hien trach 
nhiem giai trinh ye thuc thi cOng vu trong gidi guy& thil tuc hanh chinh theo quy dinh 
cua phap ludt; chiu sir kiem soat true tiep ve hoat d6ng giai quyet thU tuc hanh chinh 
cua Van phong Doan dai bieu QuOc h6i, H6i &Ong nhan dan va Uy ban nhan dan 
tinh Tay Ninh va giam sat, kiem tra, thanh tra cua co quan, nguai co tham quyen theo 
quy dinh phap luat. 

Dieu 4. Quy dinh viec 136 sung ho so• cua ca nhan, to chin 

Viec yeu cdu ca nhan, to chirc b6 sung h6 so trong thuc hien co the mot cua, 
co the mot cua lien thOng taiB6 phan M6t cua dugc quy dinh nhu sau: 

1. Khi ca nhan,, t6 chirc n6p h6 so giai guy& thU tuc hanh chinh tad 	phan 
M6t 	hoc qua Cong Dich vu cong truc,tuyen hoc qua dich vu Buu chinh cong 
ich hoc qua mang xa h6i Zalo ma con thieu hoc khong dung thanh phan hO so so 
vai Quyet dinh cOng 1)6 thir tuc hanh chinh sang co hieu luc thi hanh thi phai bo 
sung h8 so theo Mau so 02 kern theo Quy the nay. 

2. Cong chirc, vien chirc tai 136 phan M6t cua c6 trach nhiemviet Phieu 
huOng dan hoan thien ho so theo Quy the nay cho ca nhan, to chirc. Moi hO so chi 
thuc hien 01 lan b8 sung 118 so. 

3. Co quan thuc hien TTHC, can b6, cOng chirc, vien chirc khong dugc to 
ddt ra them thu -Luc, ho so, giay t6,ngoai thanh phan ho so da cong 1)6, ddm bao chi 
nhan dung, nhan thanh phan, so lugng 116 so theo quy dinh. 
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Dieu 5. Xin 1oi cá nhfin, to chtic 

1. Giam d9c Trung tam Phgc vg hanh chinh cong tinh, Chanh Van phong Hoi 
&Ong nhan dan va Uy ban nhan dan cap huyen, Ch* tich UBND cap xA hoac cap 
ph6 (neu &roc Ay quyen) thirc hien viec xin loi bang van ban doi 	ca nhan, to 
chirc khi tiled gian tra ket qua giai quyet thu tic hanh chinh bi tre hen so \Ted phieu 
hen tra ket qua hoc do loi cua cong chirc, vien chuc trong qua trinh tiep nhan ho 
so dm ca nhan, to chirc tai B9 phan M9t cua. 

2. Viec xin 191 bang van ban d6i voi ca nhan, to chirc thirc hien theo Mau s9 
04 kern theo Quy the nay. 

Chuang H 

BO PHAN MOT CfrA 

Dieu 6. Vi tri cua BO phfin Wit cira 

1. B9 phan M9t cua cap tinh c6 ten g9i la Trung tam Phgc vg hanh chinh cong 
tinh Tay Ninh, la don vi hanh chinh cac thu thu9c Van phong Doan dai bieuQuoc 

H9i &mg nhan dan va Uy ban nhan dan tinh Tay Ninh, c6 con au de thirc 
hien nhiem vg, quyen ham dugc giao (duoc sir dgng con dau dm. Van ph6ng Doan 
dai bieu Quoc h9i, H9i dong nhan dan va Uy ban nhan dan tinh de thgc hien nhiem 
vu). Co so' vat chat, tru 	trang thiet bi, may moc, ky thuat cua B9 phan M9t cua 
cap tinh do Van phong Doan dai 'Dieu Quoc h9i, H9i &rig nhan dan va Uy ban 
nhan dan tinh Tay Ninh bao dam va quan 157. 

2. B9 phan MOt cua cap huyen c6 ten g9i la BO phan Tiep nhan va Tra ket qua 
thu9c Van phong H9i dOng nhan dan va Uy ban nhan dan cap huyen. Van phong Hoi 
dong nhan dan va Uy ban nhan dan cap huyen bao dam va quail ly trg so, trang thiet 

may ink, phan mem img dung, he thong mang. 

Trong truong hgp dia phuong dap irng dugc tieu chi ve to chirc co quan chuyen 
mon cap huyen va dam bao du dieu kien to chirc tiep nhan, tham dinh, phe duyet \Ta 
tra ket qua tai ch8 doi voi toi thieu 80% so luting thu tvc hanh chinh thu9c tham 
quyen giai guy& cua cap huyen thi di the thanh lap Trung tam Phgc vu hanh chinh 
cong tivc thu9c UBND cap huyen. 

3. UBND cap x'a quy'et dinh thanh lap B9 phan Tiep nhan va Tra ket qua 
thu'9c UBND cap x'al va bao dam, quan ly trtj so, trang thiet bi, may moc, phan mem 
*rig Ong, N thong mang. 

4. D9i 	cac trang thiet bi, may nick ky thuat chuyen nganh, c6 tinh dac thu 
cua co quan nao thi co quan d6 phai trao dOi, thong nhat voi co quan trgc tiep quan 
ly B9 phan M9t cua de bo tri va quan l5T cho phu hgp. 

, 5. Can cu \Tao tinh hinh thvc t6, Trung tam Phgc vg hanh chinh cong tinh co 
the chat them cac quAy tiep nhan ho so nam ngoai trg s6 chinh de tiep nhan ho so 
cac thu tgc hanh chinh tai cho cho ca nhan, to chirc. Nhung tat ca ho so dien tir cua 



4 

cac thu tvc hanh chit-1h deu dugc chuyen yes xit' 1)",  tap trung tren He thong mot cfra 
dien tir tap trung cua tinh dat tai trty sO• Trung tam Phvc vu hanh chinh cong tinh. 

Dieu 7. Thanh 14p BO ph4n MOt cua 

1. Uy ban nhan dan cac cap ban hanh guy& dinh thanh lap BO phan MOt cua 
tai cap minh de tiep nhan va tra ket qua toan 1)0 cac thU tvc hanh chinh thuOc tham 
quyen dm cap minh da dugc Chu tich UBND tinh quyet dinh cong bO not dung 
quy trinh giai quyet de thlyc hien tai BO phan MOt cua cac cap. 

2. Doi vai mot so thU tvc hanh chinh dac thit dugc Chit'  tich UBND tinh clang 
3"/ khOng dua vao tiep nhan va tra ket qua tai BO phan MOt cfra cac cap thi viec tiep 
nhan va tra ket qua dugc thlyc hi'en tai Van phong co quan, don vi do. 

3. Cac so', ban, nganh tinh khong thanh lap BO phan tiep nhan va tra ket qua 
giai quyet thu tvc hanh chinh tnrc thuOc Van pilot-1g cua so, ban, nganh tinh. 

Dieu 8. T6 chirc, ho4t Ong dm ph4n MOt cfra 

1. TO cap tinh 

, a) Tren co so.  phuong an nhan theo xuat 	cac co quan chuyen mon 
cap tinh (bao gam danh sach nhan sty chinh thirc, nhan sty dg phong, nhiem vu cu 
the, thai gian 	city kien), Van phong Doan dai bieu Quoc hOi, 	(long nhan dan 
va Uy ban nhan dan tinh Tay Ninh tong hap, trinh Chit tich UBND tinh phe duyet 
danh sach nhan su dugc cu ra lam viec tai Trung tam Phvc vu hanh chinh cong 
tinh; 

b) Trung tam Phvc vu hanh chinh cOng.tinh gam 01 Giant dac la 01 lanh dap 
Van phong Doan dal Neu Quoc hOi, HOi dong nhan dan va Uy ban nhan dan tinh 
Tay Ninh do Chit tich Uy ban nhan dan tinh bo nhiem va khong qua 02 Pho Giam 
dac la 02 lanh dap cap phong thuOc Van phong Doan dai bieu Quoc hOi, Hoi dang 
nhan dan va Uy ban nhan (lb tinh Thy Ninh, trong do 01 Pho Giam doe Trung tam 
plw trach cong tac kiem soat thu ttyc hanh chinh thuOc chdc nang, nhiem vtt cua 
Van phong Doan dai bieu Quoc hOi, HOi dong nhan dan va Uy ban nhan dan tinh 
Tay Ninh; 

.c) Van phong Doan dai bieu Quoc hOi, HOi d'ang nhan dan va Uy ban nhan 
dan tinh Tay Ninh cu cong chirc, vien claim quart 1.T, van hanh tru sey, trang thiet bi 
may mac, he thong mang cua Trung tam Piave vu hanh chinh cong tinh. 

2. Tai cap huyen 

a) PhOng, ban chuyen mon cap huyen xay di,mg phuong an nhan sly gui Van 
phong HOi dOng nhan dan va Uy ban nhan dan cap huyen tong hap danh sach nhan 
su cu den lam viec tai Bq phan Tiep nhan va Tra ket qua trinh Chit tich Uy ban 
nhan dan cap huyen ph'e duyet; 

b) Ngtred dUng dau BO phan Tie') nhan va Tra ket qua cap huyen la lanh dao 
Van phOng HOi dong nhan dan va Uy ban nhan dan cap huyen va la d'au moi theo 
dai cong the kiem soat thu tuc hanh chinh; 
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c) Van phong Hai ding nhan dan va Uy ban nhan dan cap huyen cir cong 
chirc, vien chirc quan 15T, van hanh trp s6, trang thiet bi, may moc, phan mem Crng 
clOng, he thong mang cua Bo phan Tiep nhan va Tra ket qua cap huyen va thirc 
hien cac nhiem vu khac theo sir phan cong cua ngued &mg dau Bo phan Tiep nhan 
va Tra k6t qua cap huyen. 

3. Tai cAp xa 

a) BO phan Tiep nhan va Tra ket qua cap xa do Chia tich UBND cap xa chi 
dao, phi trach; Chit tich UBND cap xa quyet dinh phan cong mat Pho Chit'  tich 
UBND cap xa den lam viec truc tiep tai Bo phan Tiep nhan va Tra ket qua cua 
UBND cap xa de diet' hanh va 1(5T ngay tai ch6 tat ca cac ket qua giai quyet thu tuc 
hanh chinh cho ca nhan, to chirc; 

b) Cong chirc lam viec tai Bo phan Tiep nhSn,va Tra. ket qua 	UBND cap 
xa la cong chucthuac cac chirc,danh cong chirc cap xa quy dinh tai Lust can ba, 
cong chuc do Chu tich UBND cap xa phan cong can cu vac) tinh hinh cu the tai dia 
phuang. 

Dieu 9. Chtrc nang, nhi0i vu va quyen 114n ciia Bo ph4n Moly cira 
1. Chirc nang 

Bo phan Mat cfra c6 chirc nang lam dau mai de thirc hien viec hung an, 
tiep nhan, giam sat, don doe va tra ket qua giai quyet thin tuc hanh chinh cho ca 
nhan, to chirc theo Quy the do UBND tinh ban hanh va quy dinh cua phap luat 
co lien quan. 

2. Nhiem vu 

a) Cong khai day du, kip thoi bang phuang tien dien to hoSz bang van ban 
danh muc thit tuc hanh chinh dugc thirc hien tai BO phan Mat cfra; cac nal dung thii 
tuc hanh chinh duce cong khai theo quy dinh el) a phap luat ye kiem soat thu tuc 
hanh chinh; ho trg nhQng truing hop khong co kha nang tiep can thu tuc hanh chinh 
dugc cong khai bang phucrng tien dien tu; 

b) Huorng ,dAn thgc hien thu tuc hanh chinh; tiep nhan ha so.  thu tuc hanh 
chinh; giai quyet hoac chuyen ho so giai quyet thu tuc hanh chinh; tra ket qua giai 
quyet thit tuc hanh chinh; theo doi, giam sat, danh gia viec giai quyet va tra ket qua 
giai quyet 	tuc hanh chinh cho to chuc, ca nhan; thu phi, phi (neu co) theo 
quy dinh; 

c) Phi hop vii cac co quan, don vi lien quan de giai quyet, tra ket qua giai 
quyet cho to ch6c, ca nhan doi v6i truing hop thu tuc hanh chinh yeu cau giai 
quyet ngay trong ngdy hoac cac thu tuc hanh chinh dugc giao hoac uy quyen cho 
cong chirc, vien chirc tai BO phan Mat cfra giai quyet; 118 trg to chirc, ca nhan sir 
dung dich vu cong trirc tuyen muc da 3, mire da 4; 

d) Phai hop,v6i cac co quan c6 thdm quyen va cac ca quan khac c6 lien quan to 
chuc tap huan, boi duang nang cao trinh do chuyen mon, nghiep vi cho cong chuc, 
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vien chdc dugc giao nhiem vu huang an, tiep nhan va tra ket qua giai quyet thu tuc 
hanh chinh theo co the mot cua, mot dm lien thong; 

d) Tiep nhan, xir ly hoc bao cao co quan ca tham quyen xir lY phan anh, kien 
nghi, khieu nai, to cao dm chdc, nhan dOi vOi can bO, cong chdc, vien chdc, 
ca quan c6 tham quyen lien quan den viec huong dan, tiep nhan, giai quyet, 
chuyen ho so giai quyet va tra ket qua giai quyet thu tuc hanh chinh; chuyen Y,kien 
giai trinh cua co quan c6 tham quyen ye cac phan anh, kien nghi, khieu nai, to cao 
den to chdc, ca nhan. 

3. Quyen han 

. a) De nghi cac co quan c6 tham quyen va co quan, don vi c6 lien quan cung 
cap thong tin, 'Lai lieu phvc vu cho cong the tiep nhan, giai quy& thd tuc hanh 
chinh; 

b) Tir ch8i tiep nhan cac ho -so chua dUng quy dinh; chd tri theo doi, giam sat, 
don doc:cac.- co quan, don vi lien quan trong viec 	quy-et 	tuc hanh chinh theo 
ddng quy trinh da dugc cap c6 tham quyen phe duy'et; yeu cau cac co quan c6 tham 
quyen thong tin ve viec tiep nhan va tien dO giai quyet thu tuc hanh chinh cho t6 
chirc, ca nhan; don doc cac co quan, don vi tham gia BO phan 1\48t - cda xix lY ho so 
den hoc qua thei han giai quyet; 

c) Theo doi, don d8c, nhan xet, danh gia cong chuc, vien chdc do cac co quan 
c6 tham quyen cu den cong tac tai BOyhan MOt cua ye viec chap hanh then gian 
lao dOng, cac quy dinh cua phap 1u4 ye the dO cong vv, quy the van h6a cong 
nor quy cua co quan; 

d) De xuat viec doi rthi, cal tien, nang cao chat lugng phvc vu, thvc hien cong 
vu ddng tiled han, thuan tien cho to chuc, ca nhan; to chirc hoc phoi hop to chdc 
thong tin, tuyen truyen ye viec thvc hien co the snot cua, mot cua lien thong trong 
giai quyet thd tuc hanh chinh; 

d) Quan 1Y, de xuat cap c6 tham quyen nang cap co so Vat chat, ha tang cong 
nghe thong tin va phan mem ung dung cua cac He thong thong tin mot cua dien td; 
tham gia bao dam an toan thong tin trong qua trinh khai that, sir dung cac He 
thong nay. 

Di'eu 10. Trach nhiem elm nguili dirng dau BO ph4n Mot cira 

, 1. Trvc tiep dieu hanh va chiu trach nhiem truoc nguai dimg dau co quan c6 
tham quyen ve toan bO hoat dOng cua BO phan MOt cua. 

Dugc thda lenh ngueri dung dau ca quan c6 tham quyen ky cac van ban d'On 
doc cac co quan, don vi chirc nang có lien quan d'L giai quye't thu tuc hanh chinh 
de bao dam viec giai quyet theo dimg quy dinh; bao cao, de xuat voi nguei &mg 
dau co quan c6 tham quyen bien phap 	ly 	nhang truOng hop giai quyet 
thu tuc hanh chinh khOng bac, darn thei gian va chat lugng theo quy dinh. 
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2. Dinh kST 03 thing hoac dOt xuat, nguoi dirng dau BO phan M'Ot dm lam viec 
vii cac co quan c6 tham quyen co thd tic hanh chinh dugc tiep nhan va giai quyet 
tai BO phan MCA ciza cap (16 de trao doi ye viec quan 1y, diet' hanh, thuc hien nhiem 
vv va tinh hinh -dap nhan ho so, giai guy& thU tvc hanh chinh cua cac co quan 
chuyen mon tai BO phan Kit dm. 

3. Quan 13'T then gian lam viec, tin do x* 15T cong viec dugc giao, thai dO, tac 
phong, cu xfr cua ding chirc, vien chirc dugc Cu den lam viec tai BO phan M0t cua 
va hang thing thong bao cho co quan cu cong chuc, vien eh& biet; tir ch6i tiep 
nhan hoac chu dOng de xuat 	ca quan cir nguoi thay cong chirc, vien chirC vi 
pham ky luat lao dung, c6 thai dO, tac phong, cu xir khong dung quy the van h6a 
cong 	nang lire chuyen mon khong dap *ng dugc nhiem vu ho4c co hanh vi vi 
pham phap luat khac. 

4. Giao nhiem vu cho cap 016, cong chirc, vien chirc, nguoi lao d'Ong phU hgp vai 
nang lvc va chuyen mon nghiep vu, kiem tra, don doe viec thuc hien nhiem vu ca giao 
va thuc hien ding tac thong tin, bao cao theo quy dinh. 

5. Phi hop vo(i ca quan, don vi ctir cong chirc, vien chirc xem xet, x* 15/ hanh 
vi vi pham cua cong chuc, vien chirc va ding khai ket qua xd ly cho to chdc, ca 
nhan CO phan anh, kien nghi, khieu nal., to cao doi 	hanh vi vi pham cua cong 
chirc, vien cluk dugc biet. 

6. Chii,dOng de nghi nguei dung du co quan c6 tham quyen cong chuc, 
vien chuc den Bo phan Mot dra de kip died tang, giam cong chuc, vien chirc khi so 
lugng to chirc, ca nhan den thuc hien thii tvc hanh chinh c6 bien dOng tang, giam 
ro ret hoac qua it ho4c trueeng hgp cong chuc, vien chirc dugc yang mat, dugc nghi 
theo quy dinh. 

7. Cong khai tai try so va teen trang tin dien to dm BO phan MUt cua h9, ten, 
eh& danh, so dien thoai dia nguoi dirng dau, cap pho cua nguoi ddng clau BO 
phan MOt cua; h9, ten, chuc danh, linh vvc cong tac, so dien thoai dm cong chirc, 
vien chuc dugc dr den lam viec tai BO phan MOt dm. 

8. Kip th6i xi:r ly theo tham quyen hoac chuyen co quan c6 tham quyen 
hanh vi vi pham phap luat cila to chuc, ca nhan, cong chuc, vien chirc xay ra tai BO 
phan MOt 

9. T6 chirc bao ye, phong chay, chtia chay, bao dam an ninh, an toan cho cong 
chuc, vien chirc, nguoi lao d6ng, to chdc, nhan den thirc hien thU tic hanh chinh 
tai try s6•130 phan MOt 

10. Quan ly, trinh cap co tham quyen ve viec mua sam, thue, cai tao, sun 
chaa, bao duOng, thay the, b6 sung, thanh 13'T tai san,ca s6 vat chat, ky thuat tai BO 
phan MOt cua theo dung quy dinh 	 136 phap luat, 	tri khoa h9c, hop ly cac khu 
vgc cung cap thong tin, giai quyet thu tic hanh chinh, trang thiet bi phvc vv to 
chdc, ca nhan den thuc hien thu tvc hanh chinh. 
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Dieu 11. NguiYi lam viec tai Bo ph4n Mot cira 

1. Tieu chuan 

a) Ngued dugc cir den lam viec tai BO phan MOt cua phai dugc 1) .6 nhiem vao 
ngach chuyen vien hoac tuang duang tra len; c6 tham nien cong tac toi thieu 03 
nam trong nganh,,  linh vgc dugc phan cong va dugc danh gia la hoan thanh tot 
nhiem vg, CO pham chat, ciao dirc tot, tinh than trach nhiem cao trong thi hanh 
nhiem vg dugc giao; CO tac phong, thai d6 giao tiep, cu xir lich su, hea nha, cai 
ma, than thien, chuan muc, dimg quy the van h6a cong sey; 

b) Thy theo dac diem, tinh hinh thgc to cfia co quan, dia phuong va quy dinh 
cita UBND tinh, Giam doc cac sa, ban, nganh tinh hoac Chia tich UBND cap huyen 
quyet dinh viec cu cong chirc lanh dao cap phOng hoac tuang duang tai lam viec 
tai BO phan MOt cir' a de tiep nhan cac thu tvc hanh chinh va thira uy quyen cua 
Giam doe cac 	nganh tinh hoac Chu tich UBND cap huyen de y cac ket qua 
giai quyet thu tvc hanh chinh cho ca nhan, to chirc khi dugc n'y quyen. Nguai dimg 
dau cac co quan Trung,trang dugc to chirc theo he 	nganh doe gong tren dia 
ban tinh chi dao viec bo tri cong chirc, vien chirc, lvc lugng vu trang den lam viec 
tai BO phan MOt dm cap tinh, cap huyen de tiep nhan, tra ket qua giai quyet thu tic 
hanh chinh doi vai nhitng thu tic hanh chinh dugc dua vao dux hien tai BO phan 
MOt cfra cap tinh, cap huyen theo quy dinh cua phap lust. 

2. Trach nhiem 

Phai tao dieu kien,  thuan lgi cho 	chirc, ca. nhan thgc hi'en, 	tvc 
hanh chinh; huong dan to chirc, ca. nhan thvc hien thu tic hanh chinh day du, ro 
rang, chinh xac; tru6ng,hop phal yeu cau sfra dOi, bo sung ho so chi dugc yeu cau 
sira doi, ,bo sung mot Ian; tiep nhan, 	quyet hoac chuyen ho so, theo doi viec 
giai quyet thu tgc hanh chinh cho chirc, nhan theo quy dinh; cap nhat ho so da 
tiep nhan vao phan mem quan ly va cap ma so ho so thu tic hanh chinh cho to 
chirc, ca nhan; chu Ong tham muu, de xuat sang kien cai tien viec giai quyet thu 
tic hanh chinh; kip thai phat hien, kien nghi v6i co quan, nguai có tham quyen de 
sfra doi, bo sung, thay doi hoac huy b6, bai be cac quy dinh ye thii tkic hanh chinh 
trai phap lust, khong kha,thi hoac khong phil hop 	tinh hinh thgc to 	b6, 
nganh, 	phuang; mac (long phgc hoac trang phvc nganh theo quy dinh, deo The 
cong chirc, vien chirc trong qua trinh thkrc thi nhiem vg. 

3. Quyen lgi 

Dugc tap huan ve chuyen mon nghiep vu, cong nghe thong tin va van Ma img 
giao tiep ved to chic, ca. nhan; Dugc tham gia cac kh6a. hoc 1.7 luan chinh 

guar' ly nha nuov, ngoai ngit, tin hoc va cac linh vvc khac Oe trong rank, nuarc 
ngoai theo quy dinh cua phap lust; Dugc nghi ba (neu lam viec them gia, lam vao 
ngay nghi, ngay le, tet); Nhan luong, phv cap, boi &rang va the dO, chinh sach 
khac (net' co) tai co quan da,cir den BO phan MOt 	va cac the chinh sach quy 
dinh tai Dieu 13 cna Quy the nay. 
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Dieu 12. Thai gian lam viec tai BO ph4n Wit cira 
1. BO phanM6t cfra cac cap lam viec tir thu Hai,  den thu San hang tuAn (Bu'6i 

sang lam viec Ur 07 gicir den 11 gib' 30 phdt, buoi chieu lam viec t* 13 gib 30 ph& 
den 17 gib) theo quy dinh. 

2. Thu truOng cac so', ban, nganh tinh, Ch.* tich Oy,ban nhan dan cap huyen 
can vao tinh hinh thvc to tai Ca quan,,dia phucmg,quyet dinh 	viec ngay thin 
Bay hang tuan doi \Teri cac don vi cu the thu6c quyen quan VT. Kh6ng b6 tri lam 
viec ngay thu Bay d6i v6i cac ca quan, dan vi khong c6 hoc c6 it ho sa giao dich 
phat sinh. 

Dieu 13. Thtrc hien 46' try hang thing va trang bi dtmg phty doi voi can • 
130, cong chtk, vien chtk lam viec tai BO ph4n Mi)t cfra 

1. Tat ca can b6, cong chirc, vien chirc, lirc luting vu trang lam viec tai B6 
phan. MOt cua dugc chi h6 trq hang thing theo quy dinh cua UBND tinh. 

2. Can .c* vao tinh hinh cu the va ngan sach dm dia phuang, Chit tich 
UBND cac cap • xem xet, guy& dinh viec trang bi d6ng phvc cho can b6, cong 
chirc, vien chirc lam viec tai B6 phan M6t dra. 

3. Chil tich UBND tinh kip thOi c6 giai phap d'6ng vien, khich le dOi ngli can 
b6, cong chirc, vier' chirc lam viec tai B6 phan M6t cira cac cap chinh quyen dira 
ten ket qua danh gia muc do hai lOng cua to chirc, ca nhan. 

Chtrung III 

QUY TRINH THcC HIEN CO CHE MOT CUTA, CO CHE MOT CI 'A LIEN 
THONG TRONG GIAI QUYET THU TUC HANH CHINH 

Dieu 14. Cach thtic to chtk, ca nhan ni)p ho 	nh4n ket qua giai guy& 
thil ham hanh chinh tai Bo phan MOt cfra 

To chirc, ca nhan co the lva ch9n mot trong cac cach thdc sau day de n'6p h6 
so, nhan ket qua giai quyet thu tvc hanh chinh tai B6 phan M6t cira cac cap. 

1. NOp ho so VA nhan ket qua trvc tiep tai B6 phan MOt 
2. N'6p ho so va nhan ket qua thong qua cac diem buu dien tren dia ban tinh 

ho4c g9i dien thoai vao s6 1900561563 de dugc nhan•vien tai cac diem buu chinh 
thu6c he thong Btru dien tinh gin nhat trvc tiep den tiep nhan ho so tai mai ma ca 
nhan, to chuc c6 yeu cau. 

3. N6p ho so trvc tuyen tai Cong Dich vv cong UBND tinh (truy cap vao dia 
chi https://dichvucong.tayninh.gov.vn). 

4. N6p ho so qua mpg xa h'6i Zalo thvc hien tren thiet bi di d6ng (truy cap 
vao "C6ng hanh chinh cong tinh Tay Ninh"). 

Dieu 15. Tiep nh4n 	sce 	tuc hanh chinh 
1. DOi voi ho sa dugc nhan theo each thirc quy dinh tai Khoan 1, Khoan 2 

Dieu 14 Quy ch6 nay, cling chtiTc, vien eh& tiep nhan ho so tai B6 phan M6t cira 
phai xem xet, kiem tra tinh chinh xac, day du el:mho so; quet (scan) va hru tra ho 
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so dien tir, cap nhat vao co so• du lieu dia the thong thong tin mot cira dien tit cua 
UBND tinh, dia phuong. 

, a) Truing hop ho so day du, chinh xac then quy dinh, cong chirc, vien chirc 
tiep nhan hO so va lap Giay tiep nhan ho so va hen ngay tra ket qua theo Mau so 01 
kern theo quy the nay cho ca nhan, to claire; 

b) Truing hop ho so chua day du, chua chinh xac theo quy dinh, ding chirc, 
vien chirc tiep nhan h8 so phai huong dan ca nhan, to 	 '8 ,chirc bo sung, hoan thien h 
so theo quy dinh va neu ro 1.3'T do theo phieu yeu cau be) sung, hoan thien h8 so Mau 
s8 02 kern theo Quy the nay; 

c) Truing hop choi nhan ho so, cong churc, vien chirc tiep nhan ho so phai 
nett ro ly do theo phieu tix chOi tiep nhan gidi quyet h8 so theo Mau so 03 kern theo 
Quy the nay. 

2. DOi vii ho so &roc nOp true tuyen thong qua Cong Dich vu cong UBND 
tinh, qua• mang xa hOi Zalo quy dinh tai Khoan 3, Khoan 4 Dieu 14 Quy the nay, 
cong chdc, vien claim tiep nhan ho so tai BO phan MOt cura xem xet, kiern tra tinh 
chinh xac, day du cirah8 so: 

a) Truing h9p h6 so chua dAy du, chinh xac hoac khOng thuOc thAm quyen 
giai guy& theo quy dinh, cong chirc, vien chirc tiep nhan phai c6 thong bao, neu ro 
not dung, 1)'T do va huong dan cu the, day du mOt lAn de to chirc, ca nhan b8 sung 
day dit, chinh xac hoc giri &mg den co quan c6 tham quyen. 

Viec thong bao dugc thtyc hien thong qua chic nang giri thu dien t*, giai tin 
nhan, g9i dien thoai trcrc tiep tai nguei dan qua Cong Dich vu cong UBND tinh va 
mpg xa hOi Zalo sir dung teen thiet bi di d'Ong; 

b) Neu ho so cira to chirc, ca nhan day dir, hop le thi cong chdc, vien chirc tai 
BO phan MOt cira tiep nhan va chuyen cho co quan c6 thAm quyen de giai quyet 
theo quy 

3. MOi ho so thil Arc hanh chinh sau khi dugc tiep nhan se dugc cap mot Ma 
so h8 so dtroc,ghi trong,GiAy tiep nhan 	so va hen tra ket qua. T8 chirc, ca nhan 
sur dung Ma so hO so de tra curu tinh tang giai quyet thir tuc hanh chinh tai Cong 
Dich vu cong cua UBND tinh, qua mang xa hOi Zalo sir dung tren thiet bi di dOng. 

4. Truing hop thir tuc hanh chinh c6 quy dinh phai tra ket qua giai quyet ngay 
khi sau khi tiep nhan, neu fro so da day du, chinh xac, du dieu kien tiep nhan, cong 
chtirc, vien chirc tiep nhan khong phai lap Giay tiep nhan ho so va hen ngay tra ket 
qua, nhung phai cap nhat tinh hinh, ket qua giai quyet vao He thong thong tin mot 
cira dien ; truing h9p ngugi nOp hO so yeu cAu phai c6 Giay tiep nhan ho so va 
hen tra ket qua thi cong chirc, vien chirc sung cap cho ngueyi nop ho so. 

Dieu 16. Chuyen he, so den co• quan có tham quyen giai quyet 
Ngay sau khi tiep nhan ho so din tuc hanh ,chinh theo quy dinh tai 

Dieu 15 Quy the nay, cong chirc, vien chire tiep nhan 116 so phai chuyen hO so den 
co quan c6 tham quyen giai quyet nhu sau: 

1. Chuyen du lieu ho so dien tux dugc tiep nhan trkrc tuyen dm to chute, ca nhan 
den co quan c6 thArn quyen giai quyet thong qua ket not gifra Cong Dich vu cong va 
He thong thong tin mot cira dien tir cua UBND tinh. 
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2. Chuyen ngay ha so tiep nhL trvc tiep trong ngay lam viec hoc chuyen 
vao dau giey ngay lam viec tiep theo doi vai truong hop tiep nhan sau 15 gie• hang 
ngay. 

3. Truong hop tiep nhan WO so thu6c tham quyen .giai .quyet cfra co quan c6 
thdrn quyen khac, Cong chirc, vien chirc tiep nhan chuyen ho so giAy va ho so dien 
tir cho 136 phan Mat dm dm co quan c6 tham quyen,d6 trong ngay lam viec hoc 
dau gio• ngay lam viec tiep theo doi vai truong hop tiep nhan sau 15 gio hang ngay 
de xtY1S,  theo quy dinh. 

Viec chuyen ho so den co quan c6 tham quyen giai quyet neu tai Khoan 2, 
Khoan 3 Dieu nay duoc thvc hien thong qua dich vv btru chinh cong ich hoc cac 
lc* hinh dich vi khac bao dam -Wet kiem, hieu qua, an toan ho so tai lieu. 

Di&I 17. Giai quyet thu tyc hanh chinh 
1. Sau khi nhan ho so thU tvc hanh chinh, nguoi dimg dau co quan co tham 

quyen phan cong cong chirc, vien chic xir ly xem xet, thAm dinh ho so, trinh phe 
duyet ket qua giai quyet thu tic hanh chinh. 

2. Mien hop thti tic hanh chinh khong quy dinh phai tham tra, xac' minh hO 
so, lay y kien cua co quan, to,chuc co lien quan, cong chirc, vien chirc duoc giao 
xir 15T ho so tham dinh, trinh cap c6 tham,quyen quyet dinh; cap nhat thong tin vao 
He thong thong tin mot cir' a dien 	tra. ket qua giai quyet thu tic hanh chinh. 

3. Truong hop CO quy dinh phai tham tra, xac minh,ho so 
a) Cong chirc, vien chirc dugc giao 	ho so tham tra, xac minh, trinh cap 

co tham quyen quyet dinh va clap nhat thong tin vao He thong thong tin mat ci'ra 
dien tir; 

b) Qua trinh thas.m tra, xac minh phai duoc lap thanh WO so, luu thong tin vao 
co so du lieu dm He thOng thong tin mot cua dien tir va luu tai co quan giai quyet. 

Truong hop can co mat to chirc, ca nhan de tham tra, xac minh ho so thi phai 
cap nhat thong tin ye tiled gian, dia diem, thanh phan, not dung xac minh vao co sof' 
dir lieu dm He thong thong tin mat cfra dien to ho4c,thong bao cac not dung ten 
cho B6 phan M6t 	trong truong hop chua c6 He thong thong tin mat &la dien to 
de theo dOi. 

4. Doi vai ho so qua tham tra, tham dinh chua du dieu kien giai quyet, co 
quan co tha'm quyen giai quyet thu tvc hanh chinh tra lai ho so kern theo thong bao 
bang van ban va neu reS 13'T do, not dung can bO sung theo m'au Phial yeu cau bo 
sung, hoan thien ho so de gfri cho to chirc, ca nhan thong qua B6 phan Mat dra. 
Then gian thong bao tra lai ho so. khong qua 03 ngay lam viec ke tir ngay tiep nhan 
ho so, tr.* truong hop phap 14t chuyen nganh c6 quy dinh cv the ve tiled gian. Thed 
han giai quyet duoc drill lai tir dau sau khi nhan  du 116 so. 

5. Truong hop ho so phai lay y kien cua cac co quan, don vi c6 lien quan 
a) Co quan, don vi chu tri giai guy& ho so hoc B6 phan Mat cira trong 

truong hop duoc phan cong hoc fry quyen giri thong bao dien tir hoc van ,ban 
phi hop x* den cac don vi co 	quan, trong do neu cu the not dung lay 'Y 
kien, thoi han lay 3"/ kien. 
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Qua trinh lay 3"/ kien cua cac co quan, don vi c6 lien quan phai dirge cap nhat 
thueng xuyen, day du ye nOi dung, tiled han, ca quan lay y kien tren He thong 
thong tin mot cua dien tir; 

b) Co quan, don vi &roc lay y kien c6 trach nhiem tra lei cac nOi dung dugc 
lay 3"/ kien theo tiled han 	kien va cap nhat nOi dung, ket qua tham gia kien 
vao He thong thong tin mot cira dien tir hoac Phieu kiem soat qua trinh giai quy& 
ho so. Trueng hop,  qua tiled Ilan lay kien ma co quan, don dugc lay 3'T kien 
chua c6 van ban giay hoac van ban dien tir tra lei thi,co quan, don vi 	tri thong 
bao cho ngirei dung dau BO phan MOt cira da chuyen ho so ve viec cham tee de 
phoi hop xir 13'f. 

6. Tnreng hop ho so thgc hien theo quy trinh lien thong gift cac co quan c6 
tham quyen ding cap hanh chinh 

a) Truang hop to chic, ca nhan nOp ho so giay, BO phan MOt, 	xac dinh 
thir cac co quan c6 tham quyen giai quyet, chuyen ho so giay den ca quan c6 
tham,quyen 	tri giai quyet. Co quan 	tri c6 trach nhiern 	lS7,,chuyen he so 
va ket qua giai quyet thuOc tlaarn quyen (neu co) den co quan c6 tham quyen tip 
theo, trong do Phieu chuyen xir l3rf phai neu re' nOi dung cong viec, tiled han giai 
quyet cua tong co quan; cap nhat thong tin xir bri, thong tin chuyen xir ly vao He 
thong thong tin mot cira dien 

Cac co quan c6 tham quyen giai quy& h8 so, chuyen ket qua va he so cho co 
quan c6 tham quyen tiep theo, theo thir to BO phan MOt cira xac dinh; co quan c6 
tham quyen cuoi ding giai quyet xong thl chuyen ket 9ua va ho so kern theo cho co 
quan c6 tham quyen chu tri; co quan chn' tri chuyen ket qua giai quyet thu tic hanh 
chinh cho BO phan MOt cua de tra ket qua cho to chirc, ca nhan; cap nhat tinh hinh, 
ket qua xir 13'7 ho so lien th8ng \Tao He thong thong tin mot cira dien tir; 

b) Trueng hop to chirc, ca nhan n'Op ho so dien tu, BO phan MOt cua chuyen 
ho so dien to  den tat ca cac co quan tham gia giai quyet, trong d6 ghi re' co quan 
chi] tri, trash nhiern, nOi dung Gong viec, thei han tra ket qua 	tirng co quan 
tham gia 	quyet. Co quan tham gia giai quyet ho so lien thong,thuc hien xir 17 
theo tham quyen, tra ket qua giai quyet cho co quan can sir dung ket qua giai quyet 
cho cac buck tiep theo va giri cho BO phan MOt cira de tra ket qua cho to chirc, ca 
nhan; cap nhat tinh hinh, ket qua xir 13'T ho so lien thong vac) He thong thOng tin mot 
cua dien tix. 

7. Trueng hop ho so thgc hien theo quy trinh lien thong Oita cac co quan co 
tham quyen khong ding cap hanh chinh 

a) BO phan MOt cira chuyen ho so giay den co quan c6 tham quyen cap tren; 
chuyen thOng tin ye h8 so thil tic hanh chinh tren He thOng thong tin mot cira dien 
to cho BO phan MOt cua cua co quan co tharn, quyen cap tren de giam sat, chuyen 
du lieu he' so dien tir cho co quan co tham quyen ,xir 13'T theo quy dinh; 

b) Co quan c6 tham,quyen cap tren xir ho so theo quy dinh tir Khoan 1 den 
Khoan 5 Dieu nay; chuyen lc& qua giai quyet cho BO phan MOt cua not tiep nhan 
ho so cua to chirc, ca nhan de tra ket qua theo Giay tiep nhan ho so va hen tra ket 
qua. 
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8. Cac ho so quy dinh tai Khoan 1, Khoan 2 Dieu nay sau khi thAm dinh 
khong dieu kin 	quyet, co quan giai quyet thu tvc hanh chinh tra lai ho so 
va thong bao bang van ban neu r6 ly do khOng giai quyet ho so theo mau Phi'eu tir 
choi giai quyet ho so de giri cho to,  chirc, ca. nhan thOng qua Be, phan MOt cira. 
Thong bao duvc nhap vao invc tra ket qua dm He thong thong tin mot cira dien t*. 
Thai han thong bao phai trong thai han giai quyet ho so theo quy dinh. 

9. Doi voi ho so can gia han thai gian giai quyet, trong th6i han chain nhat 01 
ngay truoc ngay het han, co quan, don vi c6 tham quyen giai quyet h6 so phai 
thong bao bang van ban cho BO phan MOt cira, trong do ghi ,r6 1,T* do qua han, thai 
gian de nghi gia han tra ket qua. Viec hen lai ngay tra ket qua duvc thvc hien 
khong qua mot lan. 

Can cir de nghi gia han thai gian giai quyet, BO phan Mot cira dieu chinh lai 
thai gian tra ket qua x* ly tren He th6ng thong tin mot cira dien tir, d6ng thai giri 
thong bao, van ban xin loi den to chirc, ca nhan, trong do ghi rO 151 do qua han, thai 
gian de nghi gia han tra ket qua bang hinh tithe true tiep, qua hOp thu dien t*, tin 
nhan, dien thoai ho'ac mang xa hOi ducc cap co tham quyen cho phep (neu co). 

Dieu 18. lira 	ket qua giai quyet thu tijc hanh chinh 
1. Ket qua giai quyet thu tpc hanh chinh giai tra cho to chirc, ca phan phai bao 

dam day du theo quy dinh ma co quan co tham quyen tra cho to chuc, ca nhan sau 
khi giai quyet xong thir tvc hanh chinh. 

2. Tnrong hap ho so c6 ban chinh hoc ban g6c da tiep nhan de sao chvp, doi 
chieu, xac nhan tinh xac thvc thi co quan c6 tham quyen phai chuyen tra ban chinh 
hoc ban goc do cho to chirc, ca nhan; thai diem tra theo quy dinh cua phap luast 
chuyen rTanh. 

3. To chuc, ca nhan nhan ket qua giai quyet thu tvc hanh chinh theo thai gian, 
dia diem ghi teen GiAy tiep nh4n ho so va hen tra ket qua; tnthng hap clang 14,  nhan 
ket qua trvc tuyen thi th6ng qua Cong Dich vv ding cua UBND tinh. 

4. Khuyen khich viec tra ket qua giai quyet thu tvc hanh chinh tru6c thOi han 
quy dinh. Viec tra ket qua giai guy& thu tvc hanh chinh trua(c thai han quy dinh 
phai duac BO phan MOt cira thong bao cho to chirc, ca nhan biet ,truac qua tin 
nhan, thu dien tir, dien thoai ho4c qua mang xa hOi dirac cap c6 tham quyen cho 
phep. 

5. Ket qua giai quyet thu tvc hanh chinh cho to chirc, ca nhan dirge luu tru tai 
He th6ng thong tin mot cira dien tir ciia co quan c6 tham quyen de phvc vv viec sir 
dung, tra cuu thong tin, dir lieu theo quy dinh cua phap 

Chuang IV 

TO 	THI1C HI EN 

Dieu 19. Trach nhiem cila co' quan hanh chinh cac cap tren dia ban tinh 
1. Cir cong chirc, vien chirc c6 chuyen mon, nghi'ep vv phii hap den lam viec 

tai BO phan MOt 

2. Can cir Quy the nay va tinh hinh cu the tai co quan, dia phuong ban hanh 
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quy che hog dOng dm BO phan tiep nhan va tra ket qua thuOc trach nhi'em quan 
1Y. 

3. COng khai cac quy dinh, thu tic hanh chinh day du, thiremg xuyen, ro 
rang, de tiep can, de khai that, sir ding theo quy dinh; cong khai cac chuan muc, 
cac quy dinh hanh chinh de tap thuan lgi cho viec giam sat. 

4. Thong tin, tuyen truyen de ca nhan, to chirc biet ye hog d'Ong cua co che 
met cfra, Ca che met dm lien thong tai cac ea quan; viec tiep nhan, giai quyet thu 
tuc hanh chinh qua dich vu cong trvc tuyen. 

5. Bo tri kinh phi ngan sach theo phan cap va kinh phi tir cac nguOn hop 
phap khac de tang cueing trang thiet bi hien 0.1 cho cong chirc, vien chirc, nang 
cap ca so vat chat, phong lam viec BO phan Mot cira, day manh img ding cong 
nghe thong tin. 

6. Kiem tra, chan chinh, khac phic nhang pan che, thieu sot, thgc hien khen 
thugng va ky lu'at dimg quy dinla Chi ciao cong chuc, vier',  chic chuyen mon 
kliong 	tiep nhan, hung 	ho sa 	ca nhan, chirc neu ho sa chua dugc 
nep cho BO phan MOt dm. 

7. Dinh kY hang nam, cac co',  quan lien quan 	tri, phi hop voi BO phan 
MOt cira thirc hien viec khao sat, lay y kien ca nhan, to chirc de cai tien, nang cao 
chat lugng thvc hien ea che mot cira, ca che mot cira lien thong trong giai quyet 
thi tuc hanh chinh tren dia ban tinh. 

8. TOng hop, bao cao tinh hinh, ket qua thgc hien theo yeu cau cua ca quan cap 
ten. 

Dieu 20. Dieu khoin thi hanh 

1. Cac nOi dung khac trong viec thgc hien ca che mot cira, ca che mot cira 
lien thong tai BO phan MOt cua khong dugc quy dinh tai Quy che nay thi thgc 
hien theo Nghi dinh so 61/2018/ND-CP ngay 23 thang 4 nam 2018 dm Chinh 
phi ve thvc hien co che mot cua, mot cua lien thong trong giai guy& thit tuc hanh 
chinh va Thong to so 01/2018/TT-VPCP ngay 23 thang 11,  nam 2018 cua Van 
phOng Chinh phu huong dan thi hanh mot so quy dinh cua 
Nghi dinh so 61/2018/ND-CP ngay 23 thang 4 nam 2018 dm Chinh phu 
ve thgc hien ca che mot dm, mot cua lien thong trong giai quyet 
thi tuc hanh chinh. 

2. Trong qua trinh thvc hien, neu phat sinh nhirng van de can sua doi, b6 sung 
hoac virOng mac, khO khan, de nghi cac ca quan, to chirc, ca nhan phan anh ye Van 
phOng Doan clgi bieu Quiic h.oi, HOi cong nhan dan va Uy ban nhan dan tinh Tay 
Ninh de tong hgp, bao cao Uy ban nhan dan tinh Tay Ninh xem xet, sua dOi, bO 
sung kip thei./. 



Phu luc 
CAC BIEU MAU THEO DOI GIAI QUYET THU TUC HANH CHiNH 

(Ban hanh kern theo Quyit dinh so /2019/QD-UBND ngay thang nam 2019 
eita Uy ban nhan dan tinh Tay Ninh) 

 

Chit ky s6 dia T6 chi re 
(nau la bi6u rrik di@ltir) 

Mau so 01 
CONG HOA xA HOI CHiJ NGHIA VIVI' NAM 

Di)c 14p - Tv do - II#nh phtic 
TEN CAP TINH (ho4c) 
/CAP HUYN/CAP xA 

TRUNG TAM PHVC VV HANH CHiNH 
CONG (ho4c) BO P110 TIEP NI-10 

VA TRA KET QUA 

   

So 	/TTPVHCC (BPTNTKQ) 	............, ngay 	thang 

GIAY TIEP NH;fiN HO SO VA HEN TRA KET QUA 
ma n'o' so. 	 

Trung tam Phi.jc vu hanh chinh cong/BO phan Tie') nh4n va Tra ket qua 	 
Tiep nhan ho so ciia• 	  
Dia chi: 	  
So dien thoai: 	 Email 	  
NOi dung yeti cau giai quyet• 	  
Thanh phan h6 so n6p gOm: 

1 	  
2 	  
3 	  

SO luting hO so- , 	(bO) 
Thad gian 	quyet ho so theo quy dinh la 	- 
Thai gian nhlan,ho so: 	phut, ngay 
Thai gian tra ket,  qua giai quyethO so:... gia. 
Bang k'S,  nhan ket 9ua tai• 	 
Vao SO theo dOi ho so, Quyen so• 	 

  

ngay 

  

    

thang ...nam.... 
ngay....thang....nam 	 

 

SO thir ttx 

  

   

NGU'en NOP HO SO 
(I va ghi r5 hp ten) 

NGU'OI TIEP NHiN.N HO SO 
,(4 va ghi r5 hp,  ten) 

(Chit kf) so ctia Ngiceri tiep nhan ho sa niu 
la bleu mau dien ti) 

Ghi 
- Trugng hgp chua thiet lap dtrgc He thong thOng tin met cua dien tir, Giay tiep nhan va hen tra ket qua dugc lap thanh 2 lien; 
met lien giao cho to chirc, ca nhan nep hO sa trong truftg.hgp nOp true tiep, nOp qua dich 	buu chinh c6ng ich theo Quyet dinh 
so 45/2016/QD-TTg; mot lien chuyen kern theo Phieu kiem soat qua trinh giai quyet ho sa va &roc hru tai Trung tam Phoc vu 
hanh chinh cong/B0 phan Met cfra; 
- TO chirc, ca nhan c6 the clang ky nhan ket qua tai Be phan Met cua hoac tai nha (tn:t ser to chirc) qua dich vu buu chinh. 
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Chu 14 s6 dm T6 chirc 
(n6u la biL Ink lien tir) 

Mau so 02 
LONG 116A XA HOI CHU NGHIA VIVI' NAM 

Doc 14p - Tir do - Hanh pink 
TEN CAP TiNH (hoac)/ 
CAP HUYE:N/CAP XA 

TRUNG TAM PHUC VU HANII 
CHINH CONG (hoac) BO PI-AN TIEP 

NIViN VA TRA KET QUA 

   

       

s6. 	/HDHS 	 ......... ngay Mang 	... 

PHIEU YEU CAU BO SUNG, HOAN THIN HO SO 

H6 so. cila. 	  

NOi dung yeu c'au giai quyet. 	  

Dia chi. 	  

SO dien thoai 	 Email 	  

Yeu c'au hoan thienh6 so• g6in nhang not dung sau: 

1 	  

2 	  

3 	  

4 	  

LY do: 	  

Trong qua trinh hoan thin h6 so. neu cO vuong mac, Ong/Ba lien he voi 
	so dien thoai 	  de duck htrong an./. 

NGU'OI HU'ONG DAN 
(1,<Y> va ghi ra ho ten) 

(Chit' 195 so cita Ngwoi hteong dan neu la 
bieu mau cien tit) 



Chit 14,  s6 cila T6 chIrc 
(n6u la bi6u luau dien tir) 

TEN CAP TINH (ho4c)/ 
CAP HMN/CAF' XA 

TRUNG TAM PHI.JC VU HANH CHiNH 
CONG (hoM BO PHAN TIEP NHAN 

VA TRA KET QUA 

O I 
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Mau so 03 

LONG HOA XA HO CHU NGHIA VIVI' NAM 
DOc 14p - Tty do - H#nh pink 

S6. 	/TTPVHCC (BPTNTKQ) 	......... ngizy 	thang 

PHIEU TU' CHOI TIEP NHAN GIAI QUYET HO SCi 

Trung tam Phtic vu hanh chinh cong/Bi) ph'n MCA dm 	 
Tiep nhan ho so dm- 
Dia chi: 	  
So dien thoai: 	  Email. 	  
N(ii dung yeu cau giai quy'et• 	  

Qua xem xet, Trung tam Phix vu hanh chinh cOng/B0 phan Tiep nhan va 
Tra ket qua thong bao khong tiep nhan, giai quy6t ho so nay vai VT do cu the nhu 
sau: 

Xin thong bao cho Ong/Ba. dugc biet va dive hin./. 

NGUIJI NOP HO SC( 
	

NGUtii TIEP NHAN HO SO 
(Kf) va ghi r5 h9 ten) 
	

(Kf) va ghi r5 ho ten) 
kj) so cita Ngicoi tiep nhOn ho so. 
nett la bleu mau cien fft) 

Ghi cha: Tru&ng hop chua thi6t, lap dugc 	th6ng thong tin mot 	dien 	Phi6u dugc lap 
thanh 2 lien; mot lien giao cho to chi:re, ca nhan nep h6 sa trong truong hop n6p trtrc tiep, nop 
qua dich vu buu chinh cong ich theo QuOt dinh so 45/2016/QD-TTg; mot lien dugc luu tai 
Trung tam Phpc vu hanh chinh cong/B6 phan Tiep nhan va Tra ket qua. 
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Chit k* se) dm To chirc 
(n6u la bi6'11 m"au di n tit) 

 

Mau s6 04 

TEN BO, NGANH/CAP TiNEI/ 
CAP HU'nN 

TEN CO QUAN DON VI/ CAP XA" 

CQNG HOA XA 110I CHID NGHIA VIET NAM 
hoc lap - Ty. do - Hoth pink 

   

      

s(S. 	/PXL- 	 ............, ngay 	thong ...... 

PHIEU XIN LOI HEN LAI NGAY TRA KET QUA 

Thai gian hen tra ket qua giai quyet hO so: 
Tuy nhien den nay, (ten ca quan, don vi) chua tra ket qua giai quyet ho so 

cua. Ong/Ba/TO chirc dung tiled h4n quy dinh ghi tren Giay tiep nhan ho so' va tra 
ket qua/Bien nhan ho 	14/ do:...,  

Su cham tre nay da gay phial ha, ton kern chi phi, cong sirc cua Ong/Ba/To 
chirc. 

(ten ca quan, don vi) xin 176i Ong/Ba/To chirc va se tra ket qua giai quyet ho 
so cho Ong/BA/TO chirc vao ngdy 

Mong nhan dugc sg thong cam dm Ong/Ba/To elide vi sir cham tr"e nay]. 

THU TRUONG CO QUAN, DON V! 

, (K)5 va ghi r5 h9 ten) 
(Chic k3') so cita Thic truOng ca quan, don vi 

neu la bieu mau dien tic) 

Kinh giri• 	  
Ngay...thang.....nam 	., (ten ca quan, don vi) tiep nhan giai quyet ho so 

de nghi giai guy& thu tic hanh chinh (ten thil tyc hanh chink) cua Ong/Ba/To 
aide); ma so. 	 
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