
UBND HUYSN BAU 
VAN PHONG HDND - UBND 

S6: f) /DA-VP HDND-UBND 

Q41.6A. XA HOI CHU NGHIA VIET NAM 
Wcic 14p - Ty. do - liqnh phiic 

Bau Bang, ngay 30 Mang 1'0172 2022 

DE AN 
Thanh lap Trung tam Phyc vu hanh chinh cong huy0 Bau Bang 

Thvc hien Cong van so 774/UBND-NC ngay 22 thing 02 nam 2022 cua 
Uy ban nhan dan tinh ye viec thanh lap Trung tarn Plivc vv hanh chInh ding cap 
hu3*.; Cong van sc') 345/SNV-TCBC ngay 07 thing 3 dam 2022 cua See NOi vu 
tinh ye v* htrong dan thanh 14p Trung tarn Pht.ic vu hanh chinh ding cap 
huyn. 

Van phong HOi 6ng nhan dan - f1y ban nhan dan huy'n Bau Bang (sau 
day g9i fat la Van phong HDND - UBND huye;n) xay dung De an thanh lap 
Trung tarn Phvc vv hanh chinh cong huy'n Bau Bang nhlr sau: 

I. CAN CC XAY DUNG BE AN 

1. Can cir phap 1ST 

Lust To claire chinh quyL dia phtrang ngay 19 thing 6 nam 2015; Ludt 
sira doi, b8 sung mot so dieu cua Lula To chdc Chinh phU va Lt4t To chdc 
chInh quyen dia platrang ngay 22 thing 11 nam 2019; 

- Nghi dinh so 61/2018/ND-CP ngay 23 thing 04 nam 2018 cua Chinh' 
phu ye thvc hien co che mot cda, mOt cira lien thong trong giai guy& thud tic 
hanh chinh; 

- Nghi dinh so 120/2020/ND-CP ngay 07 thing 10 nam 2020 cua Chinh 
phu quy dinh ve thanh lap, to elide tai, giai th6 don vi sv nghip cong 14); 

- Nghi dinh so 60/2021/ND-CP ngay 21 thing 6 nam 2021 cilia  Chinh phu  
quy dinh ca the to clad tai chinh cua don vi sir nghip cong lap; 

- Nghi dinh so 107/2021/ND-CP ngdy 06 thing 12 nam 2021 cua Chinh 
phu sira doi, b6 sung rn(it so dieu cua Nghi dinh so 61/2018/ND-CP ngay 23 
thing 4 nam 2018 cua Chinh phu ve thvc hien co ch6 mot cda, mot cua Wen 
thong trong giai quyet thfi tic hanh chinh; 

- Quye't dinh so 985/QD-TTg ngay 08 thing 8 nam 2018 cua' Thu ttrong 
Chinh phtI ban hanh Ke hoach thvc hien Nghi dinh so 61/2018/ND-CP ngdy 23 
thing 4 nam 2018 dm Chinh phu thgc hin co.  the mot cfra, mot cda lien thOng 
trong giai quyet thU tvc hanh chinh, 

- Quyk dinh so 1291/QD-TTg ngay 07 thing 10 nam 2019 cua Thu Wong 
Chinh phu ve viec phe duyet Danh nape thU tic hanh chinh thuOc tham quyen 
giai quyet 	cac ca quan trung trang duvc , claim theo nganh d9c &rig tai dia 
phuong ,dtra. ra tiep nhan taiTrung tarn Phvc 	hanh chinh cong cap tinh, BO 
plaan Tiep nhan Tra ket qua giai quyet thu tuc hanh chInh cap huye;n, cap xa; 
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- Chi thi so 30/CT-TTg ngay 30 thing 10 nam 2018 cUa. ThU -Luang Chinh 
• plaU v'es nang cao chAt luvng giai quyet thU tgc hanh chinh tai cac 1)0, nganh, dia 

phuang; 

- ThOng to s6 01/2018/T[f-VPCP ngay 23 thing 11 nam 2018 cUa. BO 
trixon.g. Chu nh*ri Van phOng Chihh pIrd huong dan thi hanh mOt s(') quy dinh cua 
Nghi dinh so 61/2018/ND-CP ngai,  23 thing 4 nam 2018 cua Chinh phia ve thvc 

cohien  the mot dm, mot cua lien -Ong trong giai guy& dill tvc hanh chinh; 

- Cong van so 1224/BNV-CICHC ngay 07 thing 3 nam 2017 cua Bo Niai vv 
v'e vidc th6ng nhL trong to chilt va hot dOng cua Trung tarn Hanh chinh cong, 

- Quyk dinh so' 818/QD-U,BND ngay 08 thane 4 nam 2019 cua y ban 
nhan dan tinh Binh Duong ban hOnh tieu chu'an can b(i, cong chirc, vien chirc va 
nhan sir lam viec tai Bo pW Tip flN'n  va Tra ket qua cac cap ten dia ban tinh 
Binh Duong; 

- Quye't dinh so 3109/QD-UBi  ND ngay 30 thing 12 nam 2021 cua Uy ban 
nhan dan tinh Binh Duong banillanh Ke hoach cai cach hanh chinh nlaa nuOc 
tinh Binh Duong giai dogn 2021 ;- 2025; 

- COng van so 5855/UBN1?HKSTT ngdy 04 thing 12 nam 2018 dm Uy 
ban nhan dan tinh Binh Throng ye viec that 	Chi thi so 3 0/CT-TTg cua Thu 
tuong Chinh phil; 

- Thong bao so 287/TB-UBND ngay 28 thing 10 nam 2021 dmU.' y ban nhan 
dan tinh Binh Duong thOng ba.ol)'T kien ket Juan va chi ciao cua dong chi VO Van 
Minh, Clan tich Uy ban nhan clan tinh tai HOi nghi so kik thvc hien mo hinh Trung 
tarn Phijc vu hanh chinh cong -\TA. De an mot cua, mot cua lien thong cua cac 
plareng thuOc thanh pho ThU Da4 met;  

- COng van so 774TUBNO-NC ngay 22 thing 02 nam 2022 cua Uy ban nhan 
dan tinh Binh Duong ve viec thanh lap Trung tam Phiic vu hanh chinh cong cap 
huyien, 

- Cong van s6 345/SNV-taBC ngay 07 thing 3 nam 2022 cua SO.  NOi v1.3. 
tinh Binh Duong ve viec huo'ng dan thanh 11ap Trung tarn Plavc . \/- lhanh chinh cong 
cap huysn. 

2. Tinh hinh host Ong cila Bo p4n Tier) nh@in va Tra ket quA huyn 

De an to chat BO pNrhi Tiep nhan va. Tra ket qua tai t'Jy ban nhan dan 
(UBND) huyen Bau Bang di cluoc UBND tinh Binh Duong phe duy4 tai Quyet 
Chinh so 89/QD-UBND ngay 1O thing 01 nam 2020. 

- Ve co cAn to daft, nhan sir tai BO ph:an Tip nhan va Tra ket qua 

BO ph:an Tiep nhlan va Tra_ k6t qua cua UBND huyn Bau Bang do mot 
ia-nh dgo Van phong HDND UBND huyn phv trach, cac co quan chuyen mon 
cua huyn cu.  cOng chirc, nh'p vien den lam v*, Van phong HDND - UBND 
huyn 	congnhan 	quail 1f, van hanh tru 	trang thiet 	phan 
mein tang dung, he th6ng mgng cua BO phlan Tiep nhan \id Tra ket qua. 
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Cong chirc, nhan vien cua Bo phldn Tiep nh4n va Tra ket qua hu)en chin 
st,r quan 1)",, dieu hanh,  chung cua lanh,  dao Van phong HDND - UBND huyn 
thtrc 	vu tiep nh4n va tra ket qua va chiu sir chi dao ye chuyen mon 
nghip vu cua Thu truong cat co quan chuyen mon huyn. 

- Ve quy trinh thgc hien thu Ale hanh chinh (TTHC) tai BO phan Tie'p 
nhan va Tra ket qua. 

Quy trinh thgc hi en giai guy& TTHC taiB0 phan Ti6p nhan va Tra k6t ,  
qua 	thgc hi@a theo quy trinh dung thong quan chat luvrig theo tieu 
chuan TCVN ISO 9001:2015 tai UBND huyn va theo quy dinh tai BO TTHC 
chung ap dung tai cap huyn dugc Chu -Lich UBND tinh Binh along tong bo. 

- Ve phuang thirc hoat dOng 

phan Tiep nhan va Tra ket qua huyn thgc hi en 	nang huong dan, 
tie"p 	sa va tra. k& giai quyet TTHC cho ca nhan, to chirc theo co the snot 
cua, mot cua lien thong doi vai tat ea'. ode TTHC thulcic thAm quyen quan ly nha 
nuac cua UBND hu)*1. 

- nguyen tat thirc hien 

Bao dam tong khai, minh bath cat TTHC gang dugc that hien tren co so,  
Quyet dinh tong bo TTHC cua Chu tich UBND tinh ban hanh va cac TTHC do 
ca quan nha nuot co tham guyen ban hanh nhung chug dugc Chu tich UBND 
tinh ban hanh Quy& dinh tong bo. yP 

Bao dam tong khai, minh bath cat mac thu phi, le phi do ca quasi nha 
nuac có tham guyen ban hanh. 

Bao dam khach quan, tong bang trong thgc hien TTHC. 

Bao dam tinh lien thong, kip then, chinh xac, khong gay phien ha trongthgc 
hi@aTTHC. 

Bao dam quyki duct phan anh, kin nghi cua cac ca nhan, to chirc doi 
cac TTHC. 

Nh;an yeu tau va tra lck qua tai BO phan Ti6p nhan va Tra ket qua. 

Dam bao su phoi h9p giai quyet cong viec gitra cac 1)0 phan, co quan hanh 
chinh nha nuot trong giai guye't tong v* cilia to chirc, ca nhan chat the, thong 
suot, nhanh thong, thuan tien cho to chirc, ca nhan. 

Then han giai quyk khOng vugt qua then han toi da theo quy trinh, quy dinh 
d6i \raj ttmg loai TTHC. KhuyL khich cat co.  quan, don vi cai tien 	lam ',‘,* 

;, 	• 	 • 	• de rut ngan thai gian giai guyet ho so' nhanh hon so voi then han giai guyet da 
duvc quy dinh. 

- Trang thi6t bi, phuong ti ca so vat chat 

Cac trang thi& bi co ban dIrgc trang bi day du can thiet cho hoat dOng cua Bo 
phan Ti6p nhlan va Tra ket qua theo mo hinh da. dugc UBND tinh phe duy't va tai 
khoan 2, DiL 13 Nglai dinh se) 61/2018/ND-CP ngay 23/4/2018 dia. Chinh 	thgc 

JA 
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hien cap nhlat, niem yet, cong khai TTHC tai BO ph4n Tie'p nWan va Tra ket qua, cong 
bo tren Website cong thong tin diem, huyen dugc th-gc hien theo quy dinh. 

- V* ban hanh quy the hO,g dOng cua BO phan Tiep n1-14'n va Tra ket qua: 
Can cu' Nghi dinh so 61/2018/NO-CP ngay 23/4/2018 ciia Chinh phi ve thvc 
hiri co che•mOt ctra,, mOt cda lien thong trong giai quyk TTHC, UBND huyen 
da ban hanh Quy the to chic va hog dOng cua Bo phlan Tiep nhan va Tra ket 
qua huyn Ban Bang tai Quyet dihh so 2248/QD-UBND ngay 08/10/2018. 

Qua thOi gian to chic va bloat Ong, BO phan Tiep nhan va Tra ket qua dã 
mang 1 i nhieu ket qua nhu: 

- Giam theigian di lai de giai quyL TTHC di a cong dan, da so nguai dan, t6 
chic chi phai d6n Bo phan Tiep nhan va Tra ket qua ma khong phai den nhieu co.  
quan. 

- 	TTHC thuOc thAm quyM giai quye't cua UBND huy@l da dugc niem yet 
cong khai, minh bach ye nOitrinh thyc hien, each thdc thuc hin; thanh 

1 	 • 
phAn ho so.; so1u9ng ho 	theli gian giai quyet, phi, lie phi, cac man dan, ingu 
to khai theo quy dinh; 

- Nhan six tai BO phlan Tiep nhan va Tra ket qua có phAm chk, dao ddc tot, 
tinh than trach nhiem, có tac phorig, thai (10 chuan nwc, có kha hang giao tiep tot voi 
ca nhan, to elide; 

- Tru so• lain viec khang frang, -Lao su gan gtii cho nguai dan khi tiep Vic 
tai Bo phlan Tik) nhan va Tra Wet qua, trang thiet bi can thiet phuc vu cho cong 
tac tiep nWi 118 so va tra ket qiva -‘4 co ban da dap dng phvc vu cho nguai dan 
khi dive hien giai quyet TTHC tai Bo phan Tiep nhan va Tra ket qua. Viec tang 
dung cong nghe thOng tin - trun thong trong quy trinh 	1)'T cong viec: PWan 
mem quan ly .van ban da du.gd nang cap len phien ban mai, dugc duy tri, hog 
dicing thuong xuyen va tri6sn phai dng dung cong ral den cac co quan, don vi 
phuc vu cho v* chi .dao, 	hanh, giao viic ten he thong phan mem, qua do 
dal gifip cho viec quan 13'T, tra cuu, luu gilt thOng tin, bao cao, th6ng ke s6 lieu 
dugc kip thei, chinh xac, tiet14'm thai gian,. kink phi, (long thei gi-dp nguai dan 
de clang tra ciru, theo doi quy trinh giai quyet ho so. 

-,La 	in& tap trung 	TTHC, tiep 	ho so' ciia nhan, to 
chic de chuyL den cac co qu4n chuyen mon hoac cap có tham quyen giai quyet 
va nhan, tra ket qua cho ca n1 an, to chdc. Do v4y, ngay tun khau tiep nhlan va xu 
ly ho so buck dau da lam tot, phan loai nhang ho so giai quyet trong ngay, 
nhfing ho so can thAm tra, x4c minh thi vie't phiL hen va tra ho so dung hen. 
Nhfing 1.16 so khong thuOc thain qu34n giai guy& cua UBND huyen thi huong 
dan cho nhan dan den not CO than quy'en. 

Co the mot cda, mot 	lien thong trie'n khai thvc hien trong thei gian 
qua tai huyen 	ph-cic tImh tang cham trg, dim ay, ne tranh trach nhiem; 
giam bat phie'n ha, tieu cvc,Inhfing nhieu trong qua trinh giai quyet cong vi'ec 
cho to chdc, ca nhan. Nang cao chat lugng cong vu, hieu lcrc, hieu qua quan 1) 
nha mak. Gop phan lam 1'6 'tham quyen, trach nhiem cUa co' quan hanh chinh 



nha nude cac cap trong giai quy& conga v* lien quan den nguoi dan va doanh 
nghil6p. Gop phan sap xep lai to dint 1)19 may cac ca quan hanh chinh nha nu& 
theo huong g9n nhe, hoat dOng c6 hieu lye, hiu qua. 

Tuy nhien, so voi yeu cau, hoat Ong cua Bo ph4n Ti6p nhan va Tra ket 
qua tai huyn thoi gian qua van con mot so han the sau: 

- Dieu k* hog dOng cua B16 phan Tiep nhan va Tra ket qua gang dugc 
dau to trang bi, tuy thi en, so vol yeu cau xay dung BO ph4'n mot cua, mot cua lien 
thong hi'n dai va tien toi cong cap dich vu cong true tuye'n mik dO 3, 4 thi chua 
dam bao; ha tang cong nghle thong tin va cac thie't bi chuyen dung theo quy dinh 
chua dam bao thuc hien dich vu cong true tuyen muc dO 3, 4. Kat khac dien tich 
lam v* dm. BO phan Tiep nh4n va Tra ket qua chua du d'e' 13,6 tri khoa h9c cac khu 
claim nang theo quy dinh. 

He) so da tiep nh4n c6 wrong mac, khong du lieu kien giai quy6t Oa  ung 
mot so phong ban chuyen mon chua thuv hi@-itra. lei bang van ban cho ca #han, 
to chic theo quy dinh, tir do gay phien ha cho cong dan phai di lai nhieu lArt. 

- Vic tham gia giam sat, gop )ri cua to chic va cong dan doi voi v*Ouc 
hien chuong trinh cai each hanh chinh not chung, cai cach TTHC tai UBND 
huyi6n not rieng con han the (so lugt gop y thap, chua manh dan g6p y nhang 
not dung chua hai long). 

- MOt se) TTHC it phat sinh (khong qua 5 h6 sa/thang), viec phor4 ban 
chuyen mon bo tri mot nhan vien thgc hien viec tiep nhan ho so va tra ket qua 
tai BO phan Tiep nhan va Tra ket qua gay Fang phi nhan 

- Bo phan "Met dm" chua phai la mot phap nhan nen chua chi Ong 
trong nhi6u nhim vu nhA.t lave kinh phi boat dOng, con nguei,... 

- Chua dap dng du die'u kien ve co se.  vial chdt, trang thi6t bi can thi4t de 
thuc hien tiep nhan cac thu tuc hanh chinh thuc thAm quyen giai quyet cua cac 
co quan Trung uang dugc to chirc theo nganh d9c tai dia phuang dugc tiep rih4n 
va tra k6t qua tai Bo phan Tie'p nh4n  va Tra ket qua theo to trinh darn bao dung 
quy dinh tai Nghi dinh so 61/2018/ND-CP ngay 23/4/2018 Va. Quyet dinh so 
1291/QD-TTg ngay 07/10/2019 dia. Thu Wong Chinh phi. 	 y 

Nhu vay, vi tit vai to cua BO ph4n Ti6p nh4n va Tra ket qua hien "pay 
chua dap img dugc yeu cau de thuc hien case nhi@n vu cai cach hanh chinh trong 
tinh hinh moi. 

3. Sir can thiet thanh 14p Trung tam Phtic vu hanh chinh cong huy0 
Bau Bang (sau day g9i tat la Trung tam) 

Thut hien muc tieu phan dau xay dung huy@i Bau Bang thanh do thi van 
minh, sadk dep, than thin 	mOi trueng va nang cao chat lugng cuOc song cua 
nhan dan. Trong do, phAn dau giai dogn ti nam 2025 den nam 2030, huyn Bau 
Bang co ban dat cac tieu chi do thi loci III. MOt trong 	nhi'm vu trong tarn 
cua huyen trong ding tac cai each hanh chinh la cai each TTHC, nang cao chat 
lugng plauc vu va su hai long cua nguei dan, to chCrc trong qua trinh giai quyet 
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TTHC tai dia phuang. Hi en nay, liluyn Bau Bang la mot trong nhilng di a phtrang 
có to'c dt) do thi hoa, cong nghiep hoa dkm ra nhanh, nhieu doanh ngh-ilep dau tu, 
thanh lap moi va 	rOng san xuk, kinh doanh thu but nhieu lao Ong den sinh 
song va lam v*, v* dap dng va giai quye't cac TTHC pilaf sinh ngay cang 
nhieu. Do do, can phai thanh 14p Trung tarn de phuc vu tot va co h* qua nhu cau 
cua ngued dan va doanh nghilep, 1. t1ac phuc nhang ton tai va han the hi.n nay cna 
BO phân Tier") nh4n va Tra ket quo cna huyn. 

,Trung tam dugc thanh 14p có uu diem hon so vai ph'n 	nhan va 
Tra ket qua clang tri6n khai thiyclh*. theo co the mot cna, co ch6 mot cda lien 
thong, cu the la: 

- Khac phuc dugc nhang
I
on tai, thie"u sot cila BO ph4n Tip nh4n va. Tra 

ket qua. 

- Co BO ph@.n. kie'm tra, giam sat dOc lap, thue'ng xuyen cac hoat dOng cua 
Trung tam va cac cong chic, nhan vien có lien quan thane gia tiep nhan, giai 
quyet TTHC; kip thei x r ly, plan anh nhting van de phat sinh trong qua trinh 
giai quyet TTHC. 

- Lath dao UBND huyriva. cac phong, ban true tiep giam sat, diLi chinh 
cac hoat dOng cna Trung tam qua cac ph'an m'em drig dung va ca sey du lieu ve 
thit tic hanh chinh; 

- Tao moi tru&ng lam . Tiec thulan tien, van minh, hisn 	giai quy6t 
nhanh, hi41 qua cac TTHC ch06 ohdc, ca. nhan. 

- Tao tinh thong nhh tong th-gc hien co the mot eira, mot oda lien thong, 
quy dinh 1'6 cac linh vvc cong 1 \7* thgc hien theo co the mot cira, cac linh vue 
cong viec thuc hien theo co ch6% mot cixa lien thong; quy dinh 1'6 trach nl*m cna 
cac phOng, ban ehuyen mon, cac co quan nganh d9c dat tai dia phuong trong 
thvc hien co the mot cira, ca ci.16 mot dra lien thong. 

- Cac TTHC dugc so hi,oa va dugc eat giam theo huang don gian, dugc 
luu gitt six dung chung va dugc ket noi, giai quye't true tuyen (mOt so TTHC 
dugc giai quyet o mire dO 3, ni.dc d(i 4 theo quy dinh). 

- Chat lugng nhan vien lam vilec tai Trung tam co nang 	trinh 	kinh 
nghiem cong tac, dap dng yesu 	vv de ra. 

- COng chdc, vien chn:e lam viec tai Trung tarn dugc dao tao nghip vu 
tuong ung 	v* 

Nhu vay viec thanh lap Trung tam la h6t sdc can thik khach quan nh&.'m 
dap dng yeu cau cai each hanli chinh, phuc vu nhan dan tot hon. • 

II. TO CIlfrC HOAT BONG CUA TRUNG TAM 

1. Muc tieu, ph4m vi coat 410g va ten g9i 

1.1. Muc tieu 

- Tao sty th6ng nhL va quyk tarn cao cOa ca he th6ng chinh tri trong cai 
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cach hanh chinh va giai quyet cong vies dm to chdc va ca nhan; dua img clung 
cong ng1-1' thong tin vao qua trinh tiep 	1)",, giai quyk cong viec cho to 
chdc, ca nhan; tao btrot dOt pha d6i 	nhie:m vg cai cach hanh chinh cua 
huyen. 

Xay dung va nang cao chdt lugng dick vu hanh chinh tong; ldy nguai 
dan, to chdc lam trung tam, tao hai long cua , chnt, ca nhan doi 	giai 
guy& cac TTHC cna huy'n. Dam bao cac thu tuc se duvc giai quyet nhanh, 
cong khai, minh bach theo quy dinh. 

- Trung tarn la not duy nhat tiep nhan va phi hop giai quye't TTHC; cung 
cap thong tin, dich vu ye cac TTHC nhanh chong, thuan ti@n thong qua he thong 
trang thiet bi cong nghe thOng tin hi'n dai. Cac linh vgc giao dich tai Trung tarn 
se dirge cong khai, minh bach theo quy dinh tren Cong thong tin dien tir huyen, 
tao dieu kien cho to chdc va ca nhan tra cdu ye cac TTHC, phi, lie phi tien toi 
giao dich tut tuy6n. 

1.2. Ph4m vi ho4t Ong 

Trung tarn thvc hilen tiep nhan d6i 	ca TTHC thuOc pham vi tiep nh4n 
cua UBND cap huyn, mot so TTHC thuOc thaw quyen cua cac ca quan to , chdc 
then nganh d9c dat tai dia phuong theo chi dao cna. Thu Wong Chinhl plan, 
TTHC thuOc tham quyen giai quyet cua cac co quan chuyen mon thuOc UBND 
cap tinh, Uy ban nhan dan cap xa duvc giao tiep n14n tai cap huyen. 

1.3. Ten goi: Trung tam Phijc vu hanh chinh cong huyen Bau Bang 

2. Vi tri, chirc nang, nhi01 vu, quy'en h4n 

2.1. Vi tri, chtic nang 

a) Vi tri: Trung tarn la don vi su nghiep cong true thuOc Van phong 
HDND - UBND huyen Bau Bang, hoat Ong theo loai hinh don vi su nghip 
cong do ngan sach nha mak darn bao chi thuong xuyen. Trung tarn có con dau 
va tai khoan rieng. 

b) Chdc nang: Tharp rnuu v'e cong tac triL khai, d6i mai thvc 	ch6 
mot cua, mot cua lien thong, kiem soat TTHC, nng dung cong ngh. thong tin va 
cac giai phap, sang kien cai each TTHC theo tham quyen cua UBND huy@a;trut 
tiep to chdc, van hanh, quan 17 tap trung, thong nhat ve viec to van, huong :dan, 
tiep nhan, giam sat, danh gia, giai quyet va don doc 	quyet TTHC va tra ket 
qua cho to chdc, ca than; cung cap thong tin, dich vu ye TTHC ten dia. ban 
huyen va huong dan, giam sat, danh gia viec giai quy6t TTHC, kiLn sok TTHC 
cua UBND cac xa, thi trL tren dia. ban. 

2.2. Nhi01 vu 

- Niem y6t cong khai, kip thei,,d'ay 	ra rang bang ph-mug tin dien to 
hoc cac van ban quy dinh, TTHC (giay to, ho sa, mdc thu phi, le phi,...) va thoi 
gian giai quyet cac loai cong viec; quy trinh tiep nhan, xu 1) ho sa; tech nhiem 
cua cac b"9 phan, to chdc, ca nhan lien quan; cac not dung TTHC &Ivy cong khai 
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theo quy dinh cua phap 1u4t ve ki0m soat TTHC; ho trg nhiing truong hgp khong 
co kha. nang tiep can TTHC duct tong khai bang phuvng Lien dien ti'. 

- Huang dan thgc hien TTHC; tiep nh4n 11.?3so TTHC; tiep nhan, so hoa 
h6 so thil tvc hanh chinh; giai quyet hoc chuyen ho so giai quyet TTHC; tra. ket 
qua giai quy6t TTHC; theo doi, gi iam sat, danh gia 	giai quyet va tra ket qua 
giai quyet TTHC cho to chat, nhan. Chu tri theo doi, don doe cac co quan, 
don vi lien quan trong v* giai c-iuy6t cac TTHC theo dung 	nang, nhi@n vu 
darn bao tien d6 ,va thei ban tra k6t qua cho , chirc, 	nhan theo quy dinh. 
Dong thei, trao dOi nghift) 

	
cac co quan, don vi th.gc hilen nhang cong viiec 

CO lien quan trong qua trinh giai 4uyet cac TTHC lien thong. 

- Phi hop yai cac co quan, don vi lien quan de giai guyet, tra ket qua giai 
guy& cho to chirc, ca nhan 	trueng hop TTHC yeu cau giai quyet ngay 
trong ngay hosa".c cac TTHC duos giao hc* uy quy&n cho ding chart, vien chart 
tai Trung tam giai quyect, ho trg 	ca nhan 	dung dich v1.1 cong true 
tuyen mire dO 3, mac dO 4. 

- RA soat, ki6m. tra tinh h' op theo quy dinh h6 so cua to ch*c, ca nhan 
doi vai cac TTHC thuc thA.m guyen cua UBND huyen va cua cac co quan 
nganh doc tren dia ban dugc du*. vao giai quyet tai Trung tarn. Chiu trach nhiem 
ve ho so flail tic hanh chinh da 4ugc tiep nhan. 

- Tip nhan, xuc ly ho-ac tpao cao co quan có thAm quy'en phan anh, kin 
nghi, khieu nai, to cao cua to Chirc, ca nhan d6i 	cong chirc, vien chat, co 
quan co than), quyen lien quan d6n viec huong dan, tiep nh4n, giai guyet, chuyen 
h6 so giai quyet va tra ket qua giai guyet TTHC; chuyen )ri kien giai trinh cua co 
quan có thaw guyen ve cac phah anh, kie'n nghi, khieu nai, to cao den to chirc, ca 
nhan. 

- Ph6i hop chlat che, dung nguyen tac 	cac co quan, don vi, lien quan de 
nghien cau cac quy dinh cua 	more ye cai each hanlichinh, chinh quyen din 
-Lir; tong hop, bd.° cao de xuat 	UBND huyen vilec de xua't die'u chinh, su'a de; i, 
thay the, bo sung danh rmjc, ql y trinh va cac not dung lien quan khac trong vie:c 
giai quyet TTHC tai Trung tam. 

- Thvic hi@.1 viec thu phi le phi (n6u co) theo quy dinh. 

- Phi hop trong cong tat danh gia k6t qua that hien nhiem v1,1 	Cong 
chik, vien chart duvc bo tri lam nhi@n vu tai Trung tam; ph/6i hop to chirc tap 
huAn, bOi duong nang cao trinh dO chuyen mon, nghip vu, chinh tri, sink hog 
chinh tri, gang, doan th6 theo 	dinh. 

- Quan ly than su, tai chinh, tai san, co so' vat chAt, icy thOt cua Trung 
tam theo quy dinh cua phap 10t, IDO tri khoa hoc, hop ly cac khu chirc nang de 
giai guy& nhu eau giao dich 	chinh cua to chirc ca nhan. Thgc hien che d6 
thong tin, bap ca.() theo quy qah. 

- ThIrc hien m6t s6 dich vu de phut v11 cho nhu cau giai guy& TTHC cua 
nguoi d.an. 

• 
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- Thgc h*.1 mot s6 	vg khac khi duvc UBND huy'n giao. 

3. Quy'e'n ban 

- Tham muu giup UBND huyn kiem tra, giant sat, don d'6c cac ca quan, 
don vl, ca nhan trong visc giai quyet cac TTHC theo diing claire nang, nhlerll vu 
dam bao quy trinh, ti6n do va thei gian quy dinh. Chia dOng trao dot thong tin 

cac co.  quan, don vi 	tiep 	tham muu giai quyet TTHC nlfam did() 
go' vuong mac trong qua trinh thgc hien quy trinh giai quyet TTHC; yeu cau giai 
trinh ho6c phoi hgp 	cac ca quan, don vi lam 1'6 nguyen than cac tru.ong hop 
giai quyet TTHC chlam so voi quy dinh. 

- Danh gia, nhan xet ve viec tiep nhan, thei gian giai quyet ho so; tinh 
than trach nhiem, thai TO, tac phong lam v* cua nhan vien tai Trung tarn; de 
nghi Thu traong cac ca quan, don vi chi quail khen thuong hoac ky 114it theo 
quy dinh. 

- nghi cac ca quan c6 thAm quyL1 va ca quan, don vi c6 lien quan 
cung cap• thong tin, tai lieu plauc vu cho cong tac tiep nhan, giai quyet TTHC. 

- Tu chi tier) nhan cac 116 so.  chin &mg quy dinh; cha tri theo doi, giarn 
sat, don doe cac ca quan, don vi lien quan trong vi"& giai quyet TTHC theodfing 
quy trinh da duvc cap c6 thdm quyen phe duyt; yeu cau cac co quan c6 tham 
quyen thong tin ve viec tiep nhan va tien do giai quyet TTHC cho to chi c,fi 
nhan; don doe cac ca quan, don vi tham gia Trung tam xu.  ly 118 so den hoac  
thei ban giai quyet. 

- Theo doi, don doc, nhan xet, danh gia cong chirc, vien daft do c4c, 
quan c6 tham quy'Ll cu' den cong tac tai Trung tam .\/' viec chap hanh thOi glan 
lao dOng, cac quy dinh cua phap 1u4t ve the de) cong vu, quy ch6 van hOa Ong 

not quy cua ca quan. 

- De xuat nang cap co so.  vat chat, ca so• ha tang thong tin va phan Mem 
tang dung cua C6ng dich vu cong, He th/C)ng thOng tin mot cua 	cac 
phan mem lung dung; tich hop du lieu boat dOng, tlivc hien cong tac an uinh 
mang va mot so not dung khac trong pham vi hoat dOrig cua Trung tam. 

- De xuat 	 cai ti ren, nang cao chdt 1u9ng phuc vu, giai guy& 
cong viec nhanh thong, th4n tier cho to chirc,,ca nhan; to chirc ho'6c pho'i hop 
to chdc cac hoat dOng thong tin, tuyen truyen ye to chtat hog Ong cua Trung tam. 

- Quail ly, de xuat cap co tham quyen nang cap ca sO• vat chat, ha tang 
cong nghe thong tin va phAn m'em -tang dung cua cac He th6ng 1\40.t cira die:n'tU.; 
tham gia bao dam an toan thong tin trong qua trinh khai flak, su dung cac He 
thong nay. 

- Chu Qng bao cao, de xuat UBND quye't dinh dieu Ong hoac Wan 
chuyen nhan vien vi pham Quy the lam v*, quy trinh giai quyet TTHC hoac 
nang hrc chuyen mon khong dap -Lang duvc yeu cau 11111e111 Vu duvc giao sau khi 
thong nhat 	ca quan, dan 	dung nhan vien. 
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- The'mg ke va de xuL Gong bo so lieu, tinh trang 	116 so TTHC cua 
cac phong, ban thuOc UBND huy0. 

CAU TO CI-WC, WEN CITE 

• 1. Co. cfiu: Trung tarn co calcau nhu sau: 
, 

- Labh dao Trung tam Om 	 •IGiam doc va 01 Pho Giam doe. Cdc chu.c vv 
nay do Chil tich UBND huyn quyik dinh 1D6 nhiem, mien 

- Cac Bo phan chuyen mein,; nghiep vv: 

+ Bo phan Tiep nh4n ho so va Tra ket qua: Thgc hien cac nhiem vu 
hu.ong dan, tiep nhan, tra ket qua ,giai quy6t d6i 	tat ca cac TTHC thuicic th'am 
quyen giai quyet cua UBND huy‘n va cac co quan nganh d9c tren dia ban; thgc 
h*t thu phi, le; phi.- 

+ Bo phan Tu van, giam sat va giai quyet khieu nai: Thgc hien nh*n vu 
giam sat toan bo cac hoat Ong cua Trung tarn; hieing dan to chuc, ca nhan den 
lien he giai quy6't TTHC; tiep nhan nhfing phan anh, kien nghi,  di' a cac to chic, 
ca. nhan doi 	nhimg not dunglien quan den v* giai quyet TTHC va viec 
thgc Wri cong vp. tai Trung tam./ 

+ Bo pWn Hanh chinh 'Ong hop: nave hien cac nhiem vv quan b'T van 
``ban, so Ma ho so (Van thu); qu!an ly tai chinh (Ke toan), tai san, co so• vat chat, 
1Cy thuat, cac ixng dung cong n igA thong tin; tong hop rbao ca.° tinh hlnh hog 
:gong cua Trung tarn va phuc 	ho try cho 	Tiep nhan ho so va tra ket 
qua khi có sty phan cong, bao ve va tap vv. 

+ Bo phan phvc vu cong tac Bo try: Ho tr9.  cho Be) phan Tier p nNst ha so 
va tra ket qua; ho try cho to chirc, ca nhan lien he giai quyet cac thin tic TTHC 
duvc tien lgi, nhanh chOng, hiu qua. 

2. Bien cht, so luvng nguoi lam v* 

- Bien che phve vv tai Trung tarn la bien che sty nghiep ding lap va 11* so 
bien the, than vien hop deing!do co quan nganh d9c di' den. Teen co.  SO bien 
che va so luting ngtrei lam vil6c duyc giao, Chit tich UBND huyin can doi, be) tri 
bien che cong chirc, vien chin va so luting ngu.o.i lam v* cua Trung tarn darn 
HD hog gong dap tang yeu cats de ra. 

- 	Nhan sty cac bo phan huyen mein, nghisp vv: 
• 

+ 	phan Ti6p nhan !ho so va. Tra Ich qua: La bien ch6 	nghiepcua 
Trung tarn yd, can b4), cong chic, vien chirc va nhan vien dia cac ca quan nganh 
d9c tren dia ban dug° bo tri Ide'n lam vWc on dinh tai Trung tarn (Co than?. /lien 
cong ta.c dap Ling theo quy diph) de tiep nhan va xir ly, giai quyet ho so, TTHC; 

+ 	Bo phan Tu van, gi m sat va giai quyet khieu nai; BO phan Hanh chinh 
,, - Tong hop: Bao • cac 1.)1en che su nghilep va nhan vien hgp dong cua Trung 

tarn, do Trung tam true ti6p quan va phan ding nhi16-n vv. 

+ Bo phan phvc vu cong tac Bo trg: Hop 6ng thong qua d'At.i thAu; Nhan 



vien cua cac ca quan nganh doc ten dia ban duvc b6 tri d&I lam v* tai Trung 
tarn. 

- Cac nhan vien larn v* tai Trung tam thgc hilen the do hop dog lao 
dOng, kinh phi tra lu'ang duvc dy toan trong kinh phi hog dOng cUa Trung tarn. 

3. Vi tri viec lam: 32 vi tri 

STT Vi tri 
So luvng 
nhan sty 

Ghi civil 

Cac vi tri lanh ciao: 02 vi tri 

1 Giam doc Trung tam 1 Kiem nhirri 

2 Pho Giam doc Trung tam 1 Kiem nhi 'i-n 

Cac vi tri chuyen mOn: 31 vi tri 	
. 

BO pqn Tie'p nkin ho so' va Tr ii kit qua: 19 vi tri 

1 
Tiep nh4n ho so' linh vu'c Giai guy& 
Khieu n4i - To cao 

1 Bi8n the Trunk., tarn 

9 

Tiep n11.4n he) so va tra k6t qua thuOc 
thAm quyen tham mull giai quyet cna 
Phong Gido due va Dao tao; Phong 
NOi vu; Phong Lao dOng - Thuang 
birth Va. Xd hOi, Phong Tai nguyen va 
Moi trueng 

1 

., 

Bien the Trung tam  

3 
Tiep nhan 1-1(5 so va tra ket qua thuOc 
cac linh vgc dm Phong Tai chinh - 
Ke hoach 

1 Bien the Trung tarn 

4 
Tiep nhan ho so linh vyc Ranh chinh 
tophap; Chirng dive 

1 Bien the Trung tarn 

5 
Tiknhan ho so linh vgc Linh vyc 
H. tang icy thuat do thi, xay ching, 
nha. 0.  

1 Bien the Trung: tam 

6 

Tiep nhan 116 so va tra ket qua cac 
linh vgc Dat dai (Thu* thcim qulen 
giai qz,lyet ciia Chi nhanh Van phong 
bang lt-) dat dai huy 'en) 

9 

(Nhan vien do Chi 
nhanh Van phong 
Dang V) &It dai 
huy -01 cii• den) 

7 
Tiep nhan ho so' va tra ket qua cac 
linh vyc thuOc tham quyen giai quyet 

.cil a Clang an 
3 

(Can ba Nhan vien 
do Cong an huy.n. eel' 

den) 
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8 
Tie p nhan h6 so va trk kert qua cac 
l'filla vgc thuOc thAm 	quyOn giai gu y& 
dia. Bao hi em xai hoe 	1 

2 

(Can b0, Well chtiv, 
nhan Wen do B6o 

hi'. 72 .th h'Oi huy'07 cz . 
din) 

_WO phan Tit' viiii; Giam sat va *iiii quy'jt khi&t nyi: 03 vi tri 

9 Quan l) h" thong thong tin 1 Bien the Trung tam 

10 
Tu van, Illreyng dan TTHC; Tip 
nW_ phan anh, kien 1-ighl va giai 
quyet khieu iii 	1 

2 
Hop coon theo BO 

Lu4tlao dOng 

BO phein Hanh chink - Tong *: 05 vi tri 

11 
Tmang b'(),  phan Hanh Chinh - Tong.  
hop - Ike town 

1 Bien the Trung tam 

12 Hanh chink - van dui; 6 boa ho so 2 
Hop d6ng theo BO 

Lu4t lao dOng 

13 Bao vie 1 
Hop d6ng theo BO 

Luat lao dOng 

14 T g.p vu 1 
Hop gong theo BO 

Luat lao dOng 

BO phan phttc vu cong lac Bp Irv: 04 vi tri 

15 
B(5 phlan tip nhan ho so va tra k& 
qua giai quyet TTHC qua dia. chi 
B-Lru vien 

1 
(Nhan Wen do that 
vien huyen cir den) 

16 Nhan vien ngan hang 
, 

2 
(Nh an viers do Ngan 

hang cll. den) 

17 
Dich vu khe.c (Photo coppy; dich vu 
giai khat...) 

1 
Hop d6ng thong qua 

tau than 

IV. CO CIA HOAT DOING 

1. Nguyen eac chung 

Trung tarn la dau msor i tap trung de' cac co' quan, don vi bo tri cong chirc, 
vien chirc, nhan vien d&I thuc kien viec giai guy& TTHC lien quan d6n to chirc, 
ca  nhan. Trung tarn khong ttiay mat cac co quan, don vi, to chirc cue giai quye't 
TTHC cua to chirc, ca nhan. 

Viec giai quy6t TTHC cho to chuc, ca. nhan theo ca the' mOt ci.'ra, mot cira 
lien thOng &rot quail 13"( tap rung, thong nhat. 

Darn bao sv• ph6i h6 nhip nhang, chat the giaa cac bO phan, co quan 
chuyen mon, don vi có 	!gun. . giai quyet TTHC cua to clthc, ca nhan. Bao 
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dam giai quye't cong viec &nag han, nhanh chong, thuan tin cho ca nhan, to 
chic; khong du'ac yeu cau ca nhan, to chic cung cap tai 1*, giay to.  ngoai 
TTHC duvc quy dinh. Viec yeu cau bo sung h'6 sa chi duvc tlakrc hien mOt lan 
trong suo't qua trinh giai quyet ha so'. Thiyc hien dung quy dinh ti6p nlaSn, tix 
claoi, 1)6' sung ho so', thu xin 

Qua trinh giai quye't TTHC dugc don doe, kiem tra,,theo doi, giam sat, 
clenh gia bang cac phuang tladc khac nhau tren co' so' day msnh dng dung 
cong nghe thong tin va co Sit tharn gia cUa to chic, ca nhan. Khong lam phat 
sinh chi phi tic hien TTHC cho to chic, ca nhan ngodi quy Binh cita phap 
1u4t. Lay su hai lOng cila to chic, ca nhan la tlauck do chat luvng va hiu qua 
phpc vu cua can b.5, cong chic, vien chic va ca quan c6 thAm quyLl. 

Cong chic, vien chic ca quan c6 tlaAm quy'en thkrc hien trach nhiem giai 
trinh ve thtyc thi cong vu trong giai quyet TTHC theo quy dinh cU a phap 

2. ThU tic hanh chinh thkrc hien tai Trung tam 

Bao gom TTHC cUa cac nganh, linh vt.xc theo quy dinh cUa phap lula.t do 
UBND tinh cong bo thuOc thAm quy'en giai quye't cua UBND huyn; va TTHC 
cda cac ca quan nganh d9c ten dia ban (Duve Myr hien theo to trinh va van ban 
chi ciao cita cap tren). 

3. Quy trinh xfr 1ST hil 

3.1. Tiep nh4n ho TTHC 

a) To chic, ca nhan c6 the n()p ho so va nhlan ket qua giai quy6t TTHC 
thong qua cac each thdc theo quy dinh tai van .ban quy plasm phap lust quy Idinh 
ve thU tic hanh chinh, cu th6 mot so cac each thdc sau day: 

- NOp he) sa, nh.4n ket qua giai quy6t TTHC true tiep tai Trung tarn; 

- NOp ho so', nhan ket qua giai quy6t TTHC thOng qua dich vu buu chinh 
theo quy dinh cua Chinh plait, qua thue dich vu cua doanh nghiep, ca nhan laoSc 
qua Uy quyen theo quy dinh cua phap lust; 

, 
- N(5p 116 sa, nh4n ket qua. 	quyet TTHC true tuyen tai COng dich vu 

ding cUa tinh thong qua He throng Mot cda 	cna Trung tarn; 

b) Cong chic, vien chic tai Trung tam c6 trach nhiem latrang dan cac nOi 
dung sau: 

- Cac 116 sa, gidy to ma to chic, ca nhan phai nOp khi giai quye't TTHC; 

- Quy trinh giai quyet TTHC; 

- Thu& phi, le phi (ne'u co); 

- Cung cap cac thong tin, tai lieu lien quan (IL viec thkrc hien TTHC khi -Co' 
chic, ca nhan yeu cau theo quy Binh phap 1124t. NOi dung hu.eing dgn phai bao 
darn ,chinh xac, day 	Cu the theo van ban quy plasm phap lust c6 hieu lkrc, 
Quyet dinh ding bo TTHC cua co' quan c6 tlaAm quyen cong khai tren Co' see du 
lieu quoc gia ve TTHC va cong khai tai nai giai quyet TTHC. 
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c) Tip nhan ho so 

- 	116 so duoc nc3p tr4c tiep hoac nOp thong qua dich vu 1.3tru chinh 
theo quy dinh cilaChinh phi, gu4 Uy guyen theo quy dinh cua phap luat; cong 
chirc, vien chirc tiep nhan ho so tai Trung tarn phai xem xet, kiem tra tinh chiral 
xac, day du cua ho so.; quet (sca0 va lull tru ho so dien fa, cap nhia.t vao ca so.  
du' lieu cua He thong Mot cfra 	hoac nh'# vac) So theo doi ho so theo quy 
dinh. 

+ Trueng 1191)116' so chtra day du, chua chinh xac theo quy dinh, cong chdc, 
vien chirc tiep than ho so phai hirong dan to chic, ca nhan bo sung, hoan thien 
ho so theo quy dinh tai khoan 13 Dieu 15 Nghi dinh so 61/2018/ND-CP cua 
Chinh 	va neu ro 13'7 do theo m'au Phiau yeu 	b6 sung, hoan thin ho so 

+ Tru:Ong h9p tir choi nhai 	so, cong chic, vien chdc tiep nhan ho so' 
phai neu ro ly do theo mAu Phieu tit choi giai guyet WO so TTHC; 

+ TrIxemg h9p h6 so' dAychinh xac theo quy dinh, cong chirc, vien 
• I • chic tiep nhan ho so 	Phieu tiep nhan ho so va hen tra kAt qua gui cho to 

chdc, ca nhan. 

- Doi voi ho so du.9.c nOp trkrc tuyen, cong chic, vien chic tiep nlaki 116 so 
tai Trung tam phai xem xet, ki4n tra tinh chinh xac, day du cila ho so'. 

+ Trueng h9p ho so chu* day du, chinh xac, ding chdc, vien chic tiep 
nNn phai có thong bao, neu roinOi dung, ly do va htrang dan cu the, day ill mOt 

.1A.'n de to elide, ca nhan 1)6 sung day du, chinh xac; 

+ Ho so cila to chirc, nliian neu dAy 	h9p le theo yeu c'au dirge cong 
chdc, vien chic tai Trung tamitiep nhan va chuyen cho co quan có thAm quyen 
giai guyet TTHC theo quy trinh quy dinh. 

d) Trueng hop TTHC có quy dinh phai tra k6t qua giai,guyk ngay khi tip 
nhan ho so, neu ho so da day du, chinh xac, 	dieu 	tiep 	cong chic, 
vien chic thuc hilen tiep nhan khong phai lap Phieu tiep nhan ho so va hen tra 
lc& qua, tri,rc tiep ho4c phoi jlop tham dinh, trinh ngued co tham gu)4n guyet 
dinh va tra ket qua giai guy'4't cho to chic, ca nhan; nhung phai cap nh4t tinh 
hinh, ket qua giai,guyet vao He thong 1\40t oda din tit hoac SO theo doi, truo.ng 
h9p nguei 	ho so yeu caiu phai co PhiL tiep n14n va tra ket qua thi cong 
daft, vien chic cung cap chO ngtthi nOp ho so. 

3.2. Chuyen ho so' cho Co.  quan giai guy& TTHC 

Ngay sau khi tier') nhan ih6 so TTHC, cong chdc, vien chirc tie)) nhan ho so.  
TTHC có trach nhiem ch4en ho so cho ca quan CO tham guyen giai guyet 
TTHC thong qua ket not gi4a. Cong Dich vu cong va He thong Mot ctra dien 
va chuyen ho so giay ngay tirong ngay lane viec hoac dau gley ngay lam viec tiep 
theo doi voi trueyng h9p tiep; nhan sau 15 gio hang ngay; 

A Vic chuy6n 116 so den ca quan có than) quyen giai quyet try'c tiep dirgc 
thkrc hi'en thong qua dich 	chinh cong ich hoac cac loci hinh dich vu khac 
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bao darn tit kiem, hi0 qua, an town ho sa tai 

3.3. Xii.13 h6 so' TTHC 

a) Sau khi tiep Wan ho so TTHC, Thd truong co quan hanh chinh nha 
nuac, don vi sir nghip co thAm quyLa phan cong cong chdc, vien chdc xir 1) 
true tiep xem xet, tham dinh ho so, trinh pia& du)* ket. qua giai quy& TTHC. 

b) Truang hop TTHC khong quy dinh phai thAm tra, xac minh 116 so, lay 
ki6n cua co quan, to chdc, co lien quan, cong oink, vien chUc duvc giao xir 

13'7 ho so thuc hilen tham dinh, trinh cap có tham quyen quyet dinh; cap i nhik 
thong *tin vao He thong MOt cua die:n holac ghi thong tin vao Phi6u kiem 
soat qua trinh giai quyet ho so; tra ket qua giai quyk TTHC. 

c) Throng h9p co quy dinh phai thAm tra, xac minh 1115 so 

- Cong chdc dugc giao xu 1) ho so Uwe hien thAm tra,,  xac minh, trin4 cap 
co tham quyen quyet dinh va 	nlajt thong tin vao He thong MOt cua din to 
hoac ghi thOng tin vao Phieu kiem soat qua trinh giai quyet hi5 

- Qua trinh thAm tra, xac minh phai dugc 14p thanh ho so, luu thong tint vao 
co so• du' lieu cua He thong MOt cua 	va luu tai co quan giai quy6t, tr4ong 
hgp can co mat chdc, ca. nhan tham tra, xac minh ho so thi phai cap nhat 
thong tin ye thei gian, dia di&n, thanh phan, not dung tham tra, xac minh itren 
He tho'ng MOt cua dien tuc va thong bao cac not dung tren cho Trung tam cong 
theo doi, giam sat; 

d) D6i 	ho so qua tham tra, tham dinh chua du dieu k*1 giai quyet co 
quan giai quyet TTHC tra 14i ho so kernrtheo thong bao bang van ban va neu 1) 
do, not dung can b6 sung theo mau Phieu yeu cau b6 sung de gdi cho to ch-dc, ca 
nhan thong qua Trung tarn.,ThOi gian thong bao tra lai ho so '<hong qua ba (03) 
ngay lam vi& ke ngay tiep nhan ho so,. trd truong hgp phap lu;at chuyen nganh 
da có quy dinh cu the ve thei gian. Thei hgn giai quyet dugc tinh 14i to dau sau 
khi nhan ho sa. 

d) Truang h9p WO so thuc hien theo quy trinh lien thong ngang (Quy ti nh 
lien thong girra cac co' quan co thorn quyen cung cap) 

- Truong hop nOp 1-1,') so giAy, Trung tam chuyL 11.1)s so giay den co quan, don, vi 
chu tri giai quyet; co quan, don vi chd tri co trach 	Vi 1-16 so, cung cap ke-t 
qua giai quyet thuOc tham guy/6'n (ne"u có); thuc hien chuyen ho so lien thong theo 
quy dinh den cac co quan, don tham gia giai quye't, trong do Phieu chuyen xu ly 
phai neu ro not dung cong v*, thei hgn giai quyet cua ca quan, don vi tham gia; Cap 
rill4 thong tin 	ly, thong tin chuyen xd ly vao 	th6ng MOt cua lien hOac 
Phieu kiem soat qua trinh 	quy6t ho so.; 

Co quan, don vi tham gia 	quye't 1-16 so lien thong có trach nhism 	1) tlieo 
thAm quyen, tra ket qua giai quyet cho ca quan, don vl chti tri -tong truong hgp can 

dpng ket qua giai quyet cho cac buoc tiep theo va gdi cho Trung tam de tra ket 
qua cho to chdc, ca nhan theo quy dinh; clap nhi4t tinh hinh, ket qua xill• 13 ho so lien 
thong vao He thong 1\443t cua dien tur hoac Phi6u ki6m soat qua trinh giai quyk ho 
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- Trueng hop to chirc, ca nhan nOp ho so dien td, Trung tarn chuyen 116 so 
dien to den tat ca cac co quan, don vi tham gia giai quyet, trong do ghi 1-8 co 
quan chu tri, trach nhiem, not dimg cong viec, theyi han tra k& qua cua cac co 
quan, don vi than gia giai quyet Co quan, don vi tham gia giai quyet ho so lien 
thOng thvc hi@l rxir 1) theo tham quyen, tra k6t qua giai quyet cho co' quan, don 
vi can sir dung ket qua giai quyet 	cac buoy ti6p theo Va gui cho Trung tarn de tra 
ket qua cho to chirc, ca nhan theO, quy dinh; cap nh4t tinh hinh, ket qua xir ly ho so 
lien thong vao th6ng MOt cda 

e) Trueng hop ho so thuc 14n theo quy trinh ,lien thong d9c (Quy trinh lien 
thOng glica cac quan co.  tham quyen khong cling cap hanh chinh) 

- Trung tarn chuyen ho so gik, d6n co.  quan hanh chinh nha nuoc cap ten; 
chuy'e'n thong tin ten He thong lylOt cda dilen tir cho BO phan 1\40t oda dia co.  quan 
hanh chinh nha nu& cap xir ly -tho quy dinh; 

- Ca quan hanh chinh nha nix& cap tren xtr 1) va chuyen ket qua giai quyet cho 
Trung tam no'i tiep nh4n ho so ciT4 to chirc, ca nhan de tra ket qua.theo Phieu hen; 

g) Cac ho so sau khi than dinh khong du. dieu kin giai quyet, co quan 
giai quyet TTHC tra lai ho so va thOng bao bang van ban,  neu ro 13 do khong 
giai quy6t ho so theo mau Phi41 cho'i giai quyet ho so de gdi cho to chirc, ca 
nhan thong qua Trung tarn. Ttiong bao duvc nha vao rrrvc tra ket qua dia. He 
thong MOt cda cien tir hoac trong So theo doi ho so. Thai han thong bao phai 
trong then han giai quyet ho so theo quy dinh. 

h) 1Joi voi h6 so qua 110 giai quyet, tong then hp chain ill-IL 01 ngay 
truo.c ngay h6t han, co quan, con vi có thAm quyen giai quye't 116 so phai thong 
bao bang van ban cho Trung tarn va gui van ban xin loi to chdc, ca nhan, trong 
do ghi 1'6 13'T do qua han, then gian de nghi gia han trakk qua theo rnau Phieu de 
nghi gia han thai gian giai quyet. Viec hen lai ngay tra ket qua duvc thvc hien 
khong qua IT* lAn. 

Can dr Phieu de nghi gia han thoi gian giai quyet, Trung tam dieu chinh lai 
thai gian tra ket qua xir ly tr6n He thong MOt cda dien tir, °fang theyi gdi thong 
bao den to chdc, ca nhan qua ithu dien td, tin nhan, dien thoai hoac mpg xa hOi 
dugc cap có tham quyen cho ihep (neu co). 

3.4. Tra 1145 	ket qua giai quytt TTHC 

a) Ka qua giai quyet TTHC gui tra cho to chdc, ca nhan bao darn day cu 
theo quy dinh ma co quan cQ thAm quy&I phai tra cho to chirc, ca nhan sau khi 
giai quyet TTHC. 

b) Truang hop ht) so' c6, ban chinh hoac ban g6c da tip nhan de sao chvp, 
doi chiL, xac than tinh xac chuc thi co quan co than quyLl pladi chuOn tra ban 
chinh hoac ban goc do cho chdc, ca nhan; thei diem tra theo quy dinh 
phap luat chuyen nganh. 

c) To chdc, ca nhan nhan ket qua giai quy6t TTHC theo then gian, dia diem 
ghi tren. Phieu tiep nhan va #-a ket qua, truong hgp clang 1(,)",  nhan ket qua tai nha 
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thong qua he tlaOng Buu chinh col-1g ich thi Trung tam giao ket qua giai quyet 
TTHC cho nhan vien Buu chinh chuyen tra cho to clairc, ca nhan. 

d) Viec giai quyet TTHC thuc hi@a chum so voi thoi gian quy dinh pladi 
thong bac. ly do, xin lol to chirc,,  nhan va hen lai ngay tra ket qua cho chUc, 
ca nhan. Vic hen lai ngay tra ket qua duvc thgc hilen klaong qua 1*.'t 

d) Kk qua giai quyet TTHC cho toA chirc, ca nhan duvc luu tru trong H" 
thong MOt cira dien tir hoc so luu de plavc vu viec sir di.ing, tra ciru thOng tin, 
d%r lieu theo quy dinh cua phap 

3.5. Trach nhi?rn ciia cac co' quan,.tO chirc, ca nhan có lien quan trong 
vie:c giai quyet 	so', ket qua bi sai, bi mat, bi that lac hoc bi hu' hong va 
trong ch4m tra ket qua 

a) Trung h9p xay ra sai sot trong ket qua giai quyk TTHC, n'L 16i thuOc 
ye cong chuc, vien cladc, co: quan có thAm quyen thi cong chuc, vien chire, ca 
quan có thAm quy 26n phai sua doi, 1)6 sung, bai bo, thay the hoc dinh chinh sai 
sot va phai chin m9i chi phi lien quan d6n sixa doi, b6 sung, bai b6, thay the hoc 
dinh chinh. 

b) TruOng h9p 111i so: bi mat, bi thAt lac hoc bi hu hong trong qua trin giai 
quy6t TTHC thi ca quan, to chuc,,  nhan cc') lien quan co trach 	pho' 
voi to chic, 	nhan có 	giay to: bi mat, bi that lac hoc bi hu hong 
quan, to ch.Crc co tham quyen de khac phy.c 1-14u qua; xac dinh co quan, to c-, , 
ca nhan da-  lam mat, that lac, hu: hong ho so: de quy trach nhilem chi tra m9:1 ai 
phi phut sinh trong viec xin cap lai ho so, giay to, cac trach nhi@n khac 	ien 
quan va xin loi to chdc,,ca nhan ye skr co nay. Truang h9p lam mat, that Jac?' hu 
hOng ho so: 	quan den hanh vi vi pham phap lulat thi tuy theo tinh chat, 1111:1C 
do ciaa hanh vi vi pham, to claire, Ca nhan có hanh vi vi pham se' bi xir 1)'T theo 
quy dinh cua phap 14t. 

c) HO so ket qua giai quyet TTHC tra qua dich vu buu chinh cong ich bi 
mat, bi that lac, bi hu: hong duvc Xl:r bri theo quy dinh cUa ThU tuong Chinh phu 
va phap 1u4t co lien quan. 

4. Mirii quan he cong tac cua Trung tam 

4.1. D6i 	UBND huyen 

Trung tam chili su lanh dao cua UBND huyen. Lanh dap Trung tarn co 
trach nhiem bao cao dinh kST, dOt xua't 	tich UBND ve tinh hinh va'ket 
qua to claim hog dOng cim Trung tam; to chirc trien khai va kiem tra, don doe 
viec Uwe hilen cac nhina vu theo chi dap cUa UBND huy'n ye nhang linh vgc 
thuOc chirc nang, nhiem vu cua Trung tarn. 

4.2. D6i voi Van phong HDND - UBND huy0 

Trung tam chiu su chi dap true tip Gila Van phOng HDND - UBND 
huysn, ye to chuc, bien ch6 va. hog Ong. Lath cl4o Trung tam có trach nhil6m 
bao cao dinh kST, clOt xuat 	lanh 4.o Van pi-long ye tinh hinh va ket qua to 
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chirc hog dOng cua Trung tam; ,de,  xuat, kien nghi cac giai phap de to chirc thuc 
hien hoan thanh cac nhiem vu de ra. 

4.3. Doi 	cac co' quan, dun vi 

- Trung tarn lien N 	ado ca quan, don vi, cac xa, thi tarn theo nguyen 
tac phoi hop (theo quy the to cl-itrc va hog Ong cua. Trung tam do UBND huy@l 
ban hanh). Khi giai quye't TTFIc lien quan den tham quyen giai quyet cua cac co 
quan,chuyen mon thi Trung tarn 	dOng trao d6i doi 	cac ca quan, don vi 
do de thong nhat thuc hien, truong hop chua thong nhAt kip then bac. cao ve 
UBND huyen de coy kien chi ciao. 

- Cac ca quan, don vi, cac xa, thi trAn có trach nhim phi hop giai quy6t 
cac TTHC dam bao thoi gian tlaeo quy dinh; chu dOng trao d6i y kien bang van 
ban 	Trung tarn ly do giai guyet cham ho4c ktiong giai guy& TTHC tie'p nh4'n 
tai Trung tarn do Trung tarn chuyen den. Dinh kST, dOt xuat bao cao cho Trung tarn 
ve lc& qua giai guy& TTHC. 

- Giam doe Trung tarn va Thu truong cac co quan, don vi lien quan chiu 
teach nhiem truck Chu -Lich UBND huyen ve viec giai guy& TTHC tai Trung tarn. 

- Giam doc Trung tarn n4n xet, danh gia ket qua hoan thanh nhi@n vu cua 
Haan vien trong thei gian duos' cur d6n lam viec tai Trung tam theo Quy the to 
ch-Crc, hoat dOng cua Trung tarn do UBND huyen ban Milli; ph6i hop to chirc tap 
huan, b6i 	hoc tap, sink! boat chinh tri cho nhan vien lam v* tai Trung 
tam. Cac co quan, don vi thongI bao cho lank dao Trung tarn bik viec bo tri nhan 
vien thay the trong truong hop;  nhan vien cua co quan, clan vi clang lam vi'ec tai 
Trung tarn nghi om, nghi phep, di dao tao, boi duo'ng theo quy dinh. 

V. CO CHE TAI CHil‘{1-1 VA CO SO VAT CHAT 

1. Cu the tai chinh 

- Trung tarn la don vi sue pgh4 cOng do nha nuot bao darn chi thueng xuyen. 

+ Ngan sach nba nuov cap kinh phi: darn bao cho cac boat dOng theo ke 
hoach dugc duyet; thgc hien cac nhiem vu dot xuat dugc ca quan Nha,nuac có 
tham quyen giao; dau xay dung co so.,  vat chat, mua sam trang thiet Ung 
dung cOng ngla phuc vu 	theo ke hoach. 

+ Ngu'on thu nhu: tie viec thu phi, le phi lien quan den boat dOng giai quye't 
TTHC theo quy dinh cua phap 11* va cac khoan thu dick vu khac lien quan den 
boat d'Ong cua Trung tarn &rot clan vi trich de lai, quan 13 va stir dung theo quy 
dinh. 

2. Co.  so' vat chac t 

Co so.  vat chit, trang thie't bi cua Trung tarn dugc d'au to hien dai theo quy 
dinh tai Quyet dinh s6 50/201/QD-TTg ngay 31/12/2017 cua Thu tuang Chinh 
phu va quy dinh Made có lien quan cua Trung uang va cua Tinh. Du kien 

2.1. He theing trang thi4t bi dugc b0 tri khoa hoc theo cac khu chirc nang, 
bao 	Kbu vuc cung caps thong tin, TTHC; khu vuc dat cac trang thiet bi 
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ke ca may lay so xep hang to dOng, tra cdu thong tin, TTHC, tra cdu 
ket qua giai quyet TTHC; khu vt,rc ti6p nN.n va tra ket qua du.gc chia thanh 
tong quay tuung dng 	ti:rng linh vuc khac nhau; bo tri du ghe ngoi cho, trang 
thief: bi phuc vu cho hog dor* cua Trung tarn va phuc vii cho to claim, ca nhan 
den giao dich. 

2.2. He th6ng phdang tien, trang thi'L bi kyf thuat phuc vu hog dOng 

- Trang thiet bi dien fix va cac thief bi chuyen dung: Dugc dau to de dng 
dung cong nghle thong tin theo huang d6ng b(), thiSng that trong thu:c hien giai 
quyet TTHC. 

- He thong phan mem dien fur dimg chung tai Trung tarn va ket not tat ca 
cac ca quan, don vi dam bao tien lgi, có du dieu k*-1 de thgc hie -1 dich vu cong 
two tuyen mdc de?' 3, 4. 

- Trang thik bi din tur va phAn mem dien tic bao 

* Trang thie't 

- He th6ng may chil, may tinh ca than, he th6ng mpg: trang bi may tint i c'Au 
hinh cao cho 100% cong chic, vien chic, than vien; 100% có mpg not 

- Kiosrtra cdu thong tin: Niem 	cong khai, day du, kip then cac TTHC 
du.gc cong bo theo tang linh vut theo quy dinh. 

- Man hinh hien thi thong tin: Bao gom thong tin ve tinh hinh giai qUye't 
• 

ho so, ho so dimg hp, qua hp, thong tin so thin to dang 	quyet -41 tung quay 
va cac -thong tin khac. 

- thong camera giam sat: Trang thik bi gildp kiein tra, giam sat boat 
long doi \Tod Trung tarn. Giam sat toan b() qua trinh giai guy& TTHC cua Vung 
tarn, bao darn tinh cong khai, minh bath khi giai quyet TTHC. 

- He th6ng x6p hang to Ong: G'om cac trang thik bi va phAn rnern giup to 
chirc, ca than tur dOng boa trinh to giao dich voi can b'9 Trung tam. 

* He th6ng Wan mein dien td: 

- PhAn me'm quail ly ho so va theo doi he) so., darn bap cac yeu cau chic 
nang ye: Quan 1) toan b'(5 hoat dOng cua Trung tarn; cung cap cong cu chi ciao, 
dieu hanh, tac nghiep, chuyen mon cho cac ca quan, cho pile') can IDO, cong chic 
trong co quan cap nhia.t tien do, ket qua giai quyet TTHC xuyen suot, that quan 
nhung van dam bao cong khai, mink bach ten mOi truang 	cung cap ung 
dyng de" giai quyer t TTHC cong tru.c tuye'n. 	cac chic nang chinh: 

+ Chdc nang tip nl*a va tra ket qua; 

+ Chdc Wang clap nhlat thong tin, tien trinh va ket qua giai quyet ho so.; 

+ Chdc Wang tra cdu thong tin Wo so, quy trinh, biL 

+ Chdc nang th6ng ke, tong hop; 

+ Chdc nang quan l thu phi, le phi; 
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+ Chtk nang danh gia xe'p hang can b0; 

+ Chik nang ki6sm soat tinla trang giai guykh.6 so.; 

+ Cac chik Wang kh.dc theo quy dinh. 

- Cac pla'an m'em tin hoc khac phut vu di'eu hanh the nghiep va cac hog 
dung dm. Trung tarn. 

VI. TO CIIIrfC THVC IqN 

1. Thai gian heqt Ong 

Trung tarn du kin hog cong vao 6 thang cueSi riam 2022. 

2. Kinh phi: Kinh phi xay di,mg va hog 
de 

cua Trung tarn do ngan 
sach huyn dam bao (Trfr nhfing hang muc theo de an dm tinh). 

3. Trach nhiem cua cac Co.  quan 

3.1. Van ph/mg HDND - UBND huyfti 

- Chil tri, phi h9p vai cac co quan dan vi co lien quan xay dung We an 
thanh l'.ap. Trung tarn thong qua Phong NOi vg tham dinh trinh UBND huyen phe 
du)*; Trinh UBND huy'n ban hanh Quy dinh chirc nang, nhi'm vu, quyen han 
va co cau to claim cua Trung tam, sau khi lay y ki'L cua cac ca quan, dan vi lien 
quan. 

- Phoi hop Phong Tai cilia - Ke hoach huyen xay dung du town kinh phi 
thuc hied De an trinh ca quan co thAm guy'en phe duyet va to chdc thgc hin. 

- Ph8i hop voi Phong NOi vu va cac co quan, don vi có lien quan bo tri, 
sap xep so nguai lam v* tai '0:ling tarn dam bao theo yeu cau cua De an. Phan 
cong nhiem vu cu the dai voi ting thanh vien trong BO phan. TO chik quan bf, 
dial hanh trong qua trinh hog 41  ong va chili trach nhiem truck UBND huy'n ye 
ket qua, hi@i qua hoat cong Oa Trung tam. Uwe hin cac the do bap cao dOt 
xuAt, dinh kS,  ye UBND huy@n then quy dinh. 

- Niem y'h cong khai cac quy dinh, thanh phal n 116 so, phi, le phi va cac 
yeu cau '<bac ye giai guy6t cac iTTHC. 

- Ph6i h9p Phong Van 1 Oa va Thong tin huyen tham mull „UBND huy'n 
thgc lri@l "Day manh hoat dOng Trang tin dien tar cua -huyen", be) sung chuyen 
muc, tang cuong c4 nh4 thong tin ten Trang tin then til., xay dung chuyen muc 
ye "Trung tarn Hanh chinh °Ong huyen hien dai" teen trang,  thong tin dien 'Er 
huyen de huang dan quy trial). va. thill tkic giai guyet theo che de.) mot cira, mOt 
dia lien thong; dong thei cap What, thong bao tien d'9 giai guyL ho so dia nhan 
dan. Thuang xuyen to chlk kil'e'm tra tinh hinh tie) nhan, giai quyet 116- so.  hanh 
chinh, dank is tinh hinh cong viec cling nhu hien qua cua dOi ngEi cong chtrc, 
nhan vien tai Trung tam Ranh chinh cong huyen. Quan li ha tang k -y thuat cong 
nghe thong tin, dam bao cac Wan mem. van hanh thong suo't. 

- Phoi hop yoi cac co gi.ian don vi co lien quan thlrang xuyen ra soat, cap 
nhat TTHC khi có thay d6i, that hien niem yet cong kh.ai TTHC mai duoc ban 
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hanh, hoc có thay doi tai Trung tarn. 

- Ph6i h9p voi Phong Tu phap va cac ca quan dan vi có lien quart tham 
muu UBND huyn thanh lap To Tro giiap phap 13'f, to van phap luat va Di'ph vu 
de phvc vu tu van, giai dap ye TTHC mien phi cho to chdc, ca nhan. 

- Phoi h9p voi cac co quan dan vi thvc hien có hisu qua cong tac car each 
hanh chinh ten dia ban huysn, trong do clid tr9ng,d6n cong tac tai ca.ch TTHC, 
nang cao 	qua cong tac xay dgng "Chinh guyen than thin cua dan, do dan 
va vi dan" va "COng so• than thin vi nhan dan phvc vv" trong cac co quan hanh 
chinh, nhdt la tai Trung tarn va Bo ph4n Tiep nh4n va. Tra ket qua cac xa, thi tran 
ten dia ban huy@a. 

3.2. Phong NOi vu 

- Phoi h9p voi Van phOng HDND - UBND huyn thong nhdt s6 lugng 
cong chuc, vien chdc, nhan vien thuOc thAm guyL quail 13'T den lam v* tai 
Trung tarn trinh UBND huyn phe duylet. 

- Phoi h9p ban hanh Quy dinh chdc nang, nhiem vu, guyen han va ca tau 
to elide cua Trung tam. 

- Ph6i hop voi Van phong HDND - UBND huyen va cac ca quan, &In vi . 
có lien quan to chdc cac lop bOi dufing, tap huAn ye nghip vu va phong pach 
giao tiep, dng xu cOng chdc, vien chuc, nhan vien lam viec tai Trung tam Phuc 
vu hanh chinh cong huy@l va BO phan Ti6p nhan va Tra k6t qua cua cac xa, thi 
tran. 

3.3. Phong Tai chinh - Ke hooch 

`Tham muu tham dinh du toan, cap kinh phi darn boo boat dOng cua Trung 
tam. 

3.4. Phong Van hoa va Thong tin huyn 

Phoi h9p tuyen truyen de to chirc, ca nhan biet ve boat d(ing cua Trung 
tam ye co che mot cua, mot cua lien thong tai UBND huyn, bo sung ch4en 
mvc, tang cueng cap nhat thOng tin tren trang Thong tin din tu. 

- Tham muu UBND huyn sir dung h" thong thu din to de trao doi Ong 
viec cua can b0, cOng chdc, vien chdc. 

- Phong Van boa va. Thong tin phoi h9p ch4t the 	cac ca quan, dan 
UBND cac xa, thi tran to chdc thong tin tuyen truyLl, ph6 biL cac not dung De 
an nay sau rang trong can b0, cong chdc va nhan dan. 

3.5. Cac co' quan phdng ban, clan vi sic nghi0 va cac co' quan nganh doe 

- Cac ca quan dan vi nganh d9c có trach nhiem cu cong chdc, vien chic 
den lam vic tai Trung tam dap dng tieu chuan quy dinh tai Nghi dinh so 
61/2018/ND-CP ngay 23/4/2018 dia. Chinh phu; Thong tu.  so 01/2018/TT-VPCP 
ngay 23/11/2018 cua Van phong Chinh phu huong dan thi hanh mot so quy dinh 
cua Nghi dinh so 61/2018/ND-CP cua Chinh phu va Quye't dinh so 818/QD- 
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UBND ngay 08/4/2019 cia. UBND tinh Binh throng. 
X 	 • 	4 

- Huong dan, don doc, ki4m tra can b8, cong chk, vien chk, nhan vien 
tiep nhan, tham dinh hoc ph6i lhop th'arn dinh ho so co lien quan; chuy6n ca 
quan co tham gu34n giai quy6t TTHC lien thong; phe duyt hoc trinh cap co 
th'Am quyL phe duyet ho so TTFIC va tra lc& qua giai quyet TTHC cho to chdc, 
ca nhan tai Trung tarn. 

- Ph6i h9p voi Trung taip thvc hiien niem yet cong khai cac quy dinh, 
TTHC, gidy to ho so, mik thu 011, 11 /4  phi, thOi gian giai quyet cac loci cong viec 
tai Trung tarn theo dAng quy dinh. 

- Phoi h9p 	Trung tam xay dung quy trinh ap dung He th8ng quan 13'7 
chat lugng, irng dung cong nghle thong tin trong giai guy6t cac TTHC chi tiet, 1'6 
rang, then gian giai quyet, cat b0c thvc hien bao darn thei gian giai guy& trinh 
UBND huyn phe du)*. 

- Giao nhiem vu cho eon!  g chk, vien chdc thueyng xuyen ki6m tra, c'ap 
nh4 tien do xu ly tang ho so ti en ph'an lneln quail l3'T cue giai guye't TTHC theo 
quy dinh 

- gong thong bao b4ng van ban den Trung tarn ve do ch4m giai 
guy&h6 so thu tvc hanh chinh ikern theo van ban xin 16i to chdc, ca nhan va hen 
tai thoi gian tra ket qua. 

- Th6ng bao, cap nh4 kip thei 	thay doi cua cac TTHC duvc cong 
khai Vang van.ban ho.ac gui qua Pl1A.n. mein quan ly van ban den Trung tam. 

- Cung cap day du thong tin lien quan d'L linh vvc cong tac, bao darn 
cac guyen loi cua cong chk, vien chk lam viec tai Trung tarn. 

	

r  -Chu Ong ph6i h9p 	Trung tarn quan ly cong chik, vien chk dtrgc 
den Trung tarn cong tac; có ihuang an 136 tri du phong it nhlat 01 cong chirc, 
vien chi:rc a kip thei thay the icOng chdc, vien chdc lam v* tai Trung tarn trong 
cac truOng h9p nguai do nghi 1 phep, nghi b i, nghi Om, nghi viec rieng, di hoc, di 
cong tac de khong lam gian Cioan 	tiep nhan va tra ho so cho to chdc, ca 
nhan. Truth-1g h9p cong chdd, vien chk khOng hoan thanh nhim vv hoc co 
mdc do hai long thap thi Ong chirc, vien oh& khac thay the. 

- To chdc thu phi, 	thanh toan, guyet toan phi, le phi theo quy dinh. 

- Bao cao tinh hinh tiep nh4n va tra k& qua TTHC thu0c. 11.nh vvc tham 
mdu, giai guy& va tinh hir4i thu, quyk toan phi, le phi thve hien.  TTHC ve 
Trung tarn huyen de tong 119.0, bao cao UBND huyen. 

- PhOi 119p 	Giam 48c Trung tam danh gia, nhan xet cong chdc, vien 
chdc, nhan vien ve qua trinh cong tac tai Trung tarn theo quy dinh tai Nghi dinh 
so 61/2018/ND-CP ngay 23/4/2018 cua Chinh 

- Phoi hop Buu din huyen to chdc tiep nhan, tra kert qua TTHC theo quy 
dinh cfia UBND tinh. 



3.6. Trung tam Van Ilk The' thao va Tru.j/en thanh huyen 

Thuc 11* cong tac thong tin tuyen truyen, cong bo rOng rai ph6 bier bang 
nhieu hinh thi:rc thich hop de nhan dan hieu ro muc dich y nghia, yeu cau va quy 
trinh thi,rc hien cUa Trung tam theo co the mot dra, mot caa lien thong tr.'n dia 
ban huyen.  

VII. KIEN NGHI, BE XUAT 

Kien nghi UBND huyn chap thuan cho Trung tarn duoc th-gc hien dich 
vu hanh chinh cong khi giai quyet TTHC khong con ho so tre hen. Dan Oa thu 
dich vu tren co so tinh toan chi phi de thgc hien loaf hinh dich vu cu the b6o cao 
UBND huy'n kien nghi UBND tinh trinh HDND tinh quyet dinh. 

Tren day la De an thanh lap Trung tarn Phuc vu hail chinh cOng huyen B 
Bang./.,L 	 ')N0 

CHANH VAN PHONG 
HANH VAN ?HONG 

nhijn: 
- UBND huyen; 
- Cac co.  quan, phong, ban, nganh, 
Khoi Dang va Uy ban MTTQ 
va cac down the huyen; 
- UBND cac xa, th i trans 
- Luu: VT. 

• • 

Trn Le Thanh Binh 
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