
LONG 1145A XA HOI CHU NGHIA VIET NAM 
Do", c lap - Ty do - Hanh phtic 

Thaw Thien Hui, ngily 01 thang 3 nam 2017 

QUYET "OM 
Ve vide phe duy'+'t De an thanh lap Trung tam Hanh chinh tong cap huyt'n 

UY BAN NHAN DAN 
TINH THUA THIEN  HUE 

Se: ok /QD-UBND 

DEN 
Sb: 3 	 
Ngay:4 atrettukt  Chuyeiv 

CdNG THONG TIN DIEN TI) T.T.HUE 
UY BAN NHAN DAN TINH 

Te chIrc chinh quyan dia phucrng ngay 19 thang 6 nam 2015; 

Can dr Nghi quyat so 30c/NQ-CP ngay 08 thang 11 nam 2011 dm 
Chinh phir ban hanh chucmg trinh tong the cai each hanh chinh rill& nuerc giai 
clop 2011 - 2020; 

Can cu Nghi quyat so 36a/NQ-CP ngay 14 thang 10 nam 2015 cua Chinh 
pho va Chinh phi dien tir; 

Can cu Quyat dinh so 09/2015/QD-TTg ngay 25 thang 3 nam 2015 oh 
Thu tuemg Chinh phil ban hanh Quy the thuc hien ca the met cfra, co the mot 
dm lien thong tai co quan hanh chinh nha nuot a dia phucmg; 

Can dr Quyat dinh se 225/QD-TTg ngay 04 thang 02 nam 2016 dm Thil 
tuerng Chinh phir va phe duyet Ka hoach cai each hanh chinh nha nuerc giai doan 
2016 - 2020; 

Can cu Quytt dinh se 2374/QD-UBND ngay 08 thing 10 nam 2016 dm 
UBND tinh va ban hanh chucmg trinh hanh deng thuc hien Nghi quyat se 02-
NQ/TU ngay 20 thing 7 nam 2016 ctia Tinh uy va day math cai each hanh 
chinh, na'ng cao hieu lye, hieu qua quan 15,  cfra be may nha nu& ten dia ban 
tinh Thira Thien Hue giai dog! 2016 - 2020; 

Xet de nghi cita Giam dac Ser Nei vu, 

QUYET DINH: 

Dieu 1. Phe duyet kern theo Quyat dinh nay Da an thanh lap Trung tam 
Hanh chinh ding cap huyen. 

Dieu 2. Giao Ser Nei vu huong dan, kiem tra, don Mc cac se, ban, nganh, 
Uy ban than dan cac huyen, thi xa, thanh pha va cac don vi c6 lien quan trong 
vigc to chdc, trian khai thuc hien Da an. 

Dieu 3. Quyat dinh nay c6 hieu lye thi hanh ka tir ngay Icy; cac quy dinh 
truerc day trai vii Quyat dinh nay Mu FE bo. 
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Dieu 4. Chanh Van ph6ng fly ban nhan dan tinh, Giam d6c So N6i 
Thu trtriing cac co quan thu6c Uy ban nhan dan tinh, Chu tich US,  ban than dan 
cac huyen, thi xa, thanh 016 va cac co quan, don vi lien quan chiu trach nhiem 
thi hanh Quyat dinh nay" 

Nni nhon: 
- Nhu Dieu 4; 
- BO NOi vu, Vu CCHC BO NOi vu; 
- Thuang vu Tinh uji; 
- TT HDND tinh; 
- CT va cac PCT UBND tinh; 
- Cac ca quan, dia phuang nen tai De an; 
- Ca quan thuOc UBND tinh (girl qua mang); 
- Cac PCVP va CV: TC, DL, TH; 
- Luu: VT, KNNV. AD./ 

TM. UV BAN NHAN DAN 

Nguyen Van Cao 
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UY BAN NHAN DAN 	LONG HOA XA Hof CHU NGHIA VIET NAM 
TINH THIJA THIEN HUE 	 Dew lap - Ty do - Hunh phtic  

DE AN 
Thanh lap Trung tam Hardt chinh cong cap huyan 

teen Oa ban tinh Thin Thien Hue 
(Ban hanh kern theo Quyit clinh sage/QD-UBND 

ngay 04 thing 3 'tam 2017 cua UBND tinh) 

Phan thu nhat 

CAN CU' XAY DUNG DE AN 
VA TIM HINH THVC HIEN CO CHE MOT CIYA, 

CO CHE MOT CIYA LIEN THONG TRONG THOI GIAN QUA 

L CAN Ct.  XAY DUNG DE AN 
- Lust T6 chirc chinh quyen dia phucmg ngay 19 thing 6 nam 2015; 
- Nghi quyet so 30c/NQ-CP ngay 08/11/2011 cua Chinh phu ve ban hanh 

chucmg trinh tang the cai each hanh chinh (CCHC) nha nuec giai doan 2011 -
2020; Nghi quyet 76/NQ-CP ngdy 13/6/2013 cua Chinh phn ve viec sirs dai, ba 
sung mat so dieu cua Nghi quyet so 30c/NQ-CP; 

- Nghi quyet so 36a/NQ-CP ngay 14/10/2015 cua Chinh pha ve Chinh 
phn dien dr; 

- Quyat dinh so 09/2015/QD-TTg ngay 25/3/2015 cua Thu tu&ng Chinh 
pha ban hanh Quy the that hien ca the mat cua, ca the mat cua lien thong tai 
ea quan hanh chinh nha nuot b dia phucmg; 

- Quyat dinh so 225/QD-TTg ngay 04/02/2016 cua Thu tuong Chinh phu 
ve ph& duyet Ke hoach cai each hanh chinh nha nuerc giai doan 2016 - 2020; 

- Chi thi so 07/CT-TTg ngay 22/5/2013 cua Thu twang Chinh pita ve d'Ay 
manh thuc hien dive hien chucmg trinh tong the CCHC nha nu& giai doan 
2011-2020; 

- Nghi quyet so 02-NQ/TU ngay 20/7/2016 elm Tinh riy ve day manh cai 
each hanh chinh, nang cao hieu luc, hieu qua quan 131,  cua bo may nha nuac ten 
dia ban tinh Thira Thien Hue giai doan 2016 - 2020; 

- Quyat dinh so 2374/QD-UBND ngay 08/10/2016 oh UBND tinh ve ban 
hanh chuong trinh hanh dang thuc hien Nghi quyet so 02-NQ/TU ngay 20/7/2016 
cua Tinh ny ve dAy math cai each hanh chinh, nang cao hieu luc, hieu qua quail ly 
cua ba may nha nu& ten dia ban tinh Thira Thien Hue giai doan 2016 — 2020; 
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- Quyat dinh so 639/QD-UBND ngay 31/3/2016 caa UBND tinh va ban 
hanh Ica hoach cal cach hanh chinh nha nu& giai doan 2016 - 2020; 

II. TINH HiNH THUC HIEN CO CHE MOT CIYA, CO CHE MOT 
CI:1A LIEN THONG TRONG THOT GIAN QUA 

Tir nhUng nam 2001, tinh da than khai dien reng mo hinh tai each thi tkic 
hanh chinh (TTHC) theo ca the met cira tai cac co quan hanh chinh nha nuoc cac 
cap, cac nganh trong tinh, BO phan tiep nhan va tra kat qua (TN&TKQ) elm Uy 
ban nhan dan (UBND) cac huyen, thi xa, thanh pho (sau day ggi tat la UBND cap 
huyen) da dugc thanh lap va bat dAu hoat deng ta dau nam 2002. Sau do, tran ea 
ser Quyat dinh so 93/2007/QD-TTg ngay 22/6/2007, ngay 24/9/2012, UBND tinh 
da ban hanh Quyat dinh s8 1735/QD-UBND ve viec ban hanh quy dinh tiep than, 
giai quyet va giao tra kat qua giai quyet TTHC theo co the mot cira tai UBND 
cap huyen. Cac dia phuang da ban hanh cat Quyat dinh cling c8 kien town BO 
phan TN&TKQ caa don vi minh; &sing thM, ca.  &Ong chirc, vien chirc den de giai 
quyet ding viec cho to chic, ca nhan. Hoat Ong cua co the mot cfra tai UBND 
cap huyen tiep tic dugc duy tri, dam bao viec giai quyet TTHC nhanh ggn, hieu 
qua. BO phan TN&TKQ dang thuc hien van 5 link we, gom: Xay dung, to phap, 
tai nguyen va m8i truerng, kinh t6 tap the - hgp tac xa, cong thucmg. 

Tren ca so kat qua dat dugc trong viec thuc hien co the met cUa tai 
UBND cap huyen, UBND tinh da thi diem mo hinh mot cfra hien dai tai thanh 
pho Hue, thi xa Huang Tra va huyen Phu LOc. Den nay, UBND cap huyen dang 
top trung chi dao then khai xay dung, sira chin, hoan thien try so lam viec, lap 
dal cac trang thi'et bi va da din vao hoat &Ong. 

CO the khang dinh, co the mot dm than khai thuc hien trong theri gian qua 
er tinh da khac phkic tinh trang chain tre, dun day, ne tranh; giam bat phien ha, tieu 
cat, nhimg nhigu trong qua trinh giai quyet cong viec cho to chirc, ca nhan, gop 
phan day nhanh chucmg trinh CCHC caa tinh, TTHC duce giai quyet nhanh gon, 
thuan tien, rep rang, dung phap luat, dugc ca nhan va t6 chic thing tinh ang h0. 

Tuy nhien, so yeti yeu eau, hoatr dOng dm BO phan TN&TKQ tai UBND 
cap huyentheri gian qua van con mot so han che sau: 

- Nhan tithe va muc dich, you cAu caa clang tac CCHC, thuc hien co cha 
mot dm, ca the mot elm lien thong Cy' mot so dia phuong chin dugc day du; 
chua quyet lies. Nhieu dia phuong bo tri cong thuc, vien chat han the nang Inc 
o BO phan TN&TKQ. 

- MO hinh hoat dOng theo co ch6 mot elm tai BO phan TN&TKQ chin fa 
rang, do can bO lam viec ki8m nhiem, chi yeu la can be, ding chic, vien chirc 
tir cac phong, ban chuyen mon duce phan cong truc tai mot caa. M6i quan he 
gicia BO,phan TN&TKQ yeti cac phi:mg, ban chuyen mon trong giai quyet cong 
vitae nhieu lac con thieu chat che, chua co su rang buOc cu the gii?a trach nhiem 
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va ket qua giai quyet. 

- Tinh lien thong trong )(ft 15T ding viec cho to chin, ca nhan con han che; 
thuc hien lien thong gifra cac cap hanh chinh con gap kh6 khan nhu gitia ca 
quan hanh chinh nha nuec vai cac ca quan Trung ucmg dugc to chin theo nganh 
doc &mg teen dia ban do do to chin, ding dan con phai di 10 tai nhieu ca quan. 

- Viec giai quyet TTHC thuec met so lTnh vfx can bat cap; met so TTHC 
theo quy dinh chua dua vao thfrc hien co che met &Ira, van con tinh trang tiep 
nhan he sob cac phong chuyen mon. 

- So luting TTHC thuc hien theo ca che met cira, met dm lien thong cita 
cap huyen con thap (127/281 TTHC = 45,2%,) so vai tong so TTHC phai giai 
quyet cua town tinh (1698/1.730 TTHC =98,1% ) 

- Viec kiem tra, giam sat hoat dOng tai BO phan TN&TKQ chua thuang 
xuyen. Met be phan cong chin, vien chin con han che ve nang [km, hueng clan 
chua day dri, chua dung quy trinh, viec theo de* don doc tien de giai quyet he 
so chin dugc thuc hien nghiem tic de clan den nay shill tiou cue. 

- Ca se vat chat con so sai, trang thiet bi lac hau, he thong phan mem 
quan 1ST chua dong be chua dap i'mg yeu cau ca'i cash TTHC va chuong trinh 
CCHC hien nay. 

III. Si' CAN THIET THANH LAP TRUNG TAM HANH CHiNH 
CONG CAP HUYtN 

Trung tam Hanh chinh ding dugc thanh lap se c6 uu diem hon so von BO 
phan TN&TKQ da trien Thai thuc hien theo ca che met caa, ca che met dra lien 
thong, cu the la: 

- Co be phan kiem tra, giam sat doc lap, thuang xuyen cac hoat deng cin 
Trung tam Hanh chinh tong va cac cong chin, vien chic co lien quan tham gia 
tiep nhan, giai quyet TTHC; kip thei xi 15T, phan anh nhang van de phat sinh 
trong qui trinh giai quyet TTHC. 

- Tao lap mei twang lam viec thuan tien, van minh, hien Si; giai guy& 
nhanh, hieu qua cac TTHC cho t6 chat, ca nhan. 

- Tao tinh thong nhat tong thus hien ca che met dra, met dm lien thong 
tai dia phuong, quy dinh re cac finh virc cong viec thuc hien theo ca che met 
dra, cac ITnh \rue cong viec thuc hien theo co che met dra lien thong; quy dinh 
re tech nhiem cua cac phong, ban chuyen mon, cac ca quan duce to chin theo 
nganh doc flat tai dia phuang (Chi cvc Thue, Bao hiem Xa hei, Cong an, Kho 
bac Nha nuac) trong thuc hien ca che met dra, ca che met dra lien thong. 

- Cac TTHC dugc so hoa va dugc cat giam theo huemg don gian, duce 
km gill sir dung chung va dugc Ica noi, giai quyet trfrc tuyen (met se TTHC 
dugc giai quyet a mac do 3, mac do 4 theo quy dinh). 

- Chat lugng cong chic, vien chic lam viec tai Trung tam Hanh chinh 
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ding dam bao dap ling you eau de ra (co nang lire, trinh do, kinh nghiem ding 
tac, dap ling yeu cau nhiem vu). 

- Cong chat, vien chat lam viec tai Trung tam Hanh chinh cong co thai 
dO, tae phong lich sir, tan tinh trong giao tiep voi to chic, ca nhan. 

Tren ca se( kat qua dat dirge trong thed gian qua, nhang han the va qua 
nghien dru mo hinh thuc to tai mot so tinh, thanh ph8 da trien khai thuc hien 
thanh ding, ding veri viec,xay dung chinh quyen dien tir tai tinh thi viec thanh lap 
Trung tam Hanh chinh cap huyen la het the can thiet dap ling yeu cau CCHC 
phpc vu nhiem vu phat trien kinh to - xa hOi cum tinh trong nhang nam ten. 

Phan Hui hai 

TO Clitt HOAT BONG CUA CAC TRUNG TAM 

I. MUC TIEU, TEN GQI 

1. Myc tieu: 

- Tao sir th6ng nhAt va quyet tam cao cua ca he thong chinh tri trong viec 
cai each TTHC va giai quyet cong viec cua to chfrc va ca nhan; dun ling dung 
cong nghe thong tin vao qua trinh tiep than, ica 1Y, giai quyet cong viec cho to 
chde, ca nhan, tao buck dOt pha math me doi yeti nhiem vu CCHC cua tinh nam 
2017 va nh&ng nam tiep theo. 

- Xay dung va nang cao chAt lugng dich vu ding; lay ngtred dan, to chat, 
doanh nghiep lam trung tam, tao str hai long dm to chitc, ca nhan doi vai viec giai 
quyet cac TTHC ctia cac co quan nha nuoc. Dam bac, cac thit tpc se dirge giai 
quyet nhanh, ding khai, minh bach; rat ngan thin gian giai quyet theo quy dinh. 

- Trung tam Hanh chinh cong la nai duy nhAt tiep nhan va ph6i hop giai 
quyet TTHC; cung cap thong tin, dich vu ve cac TTHC nhanh along, thuan tien 
th6ng qua he th8ng trang thief bi cong nghe thong tin hien dai. Cac linh we, 
TTHC giao dich tai Trung tam Hanh chinh cong se dirge cong khai, minh bach 
theo quy dinh va tren Trang thong tin dien cila Trung tam, tao dieu kien cho 
to chirc, ca than tra cum th8ng tin ve cac TTHC, tien do giai quyet TTHC, tien 
tai thuc hien giao dich tr'en moi truong mang. 

2. Ten g9i: 

Ten g9i cua t6 chime Trung tam Hanh chinh cong cac huyen, thi Id Huang 
Thy, Huang Tra va thanh pha Hue IA TRUNG TAM HANH CHINH CONG 
HUYBN/THI XA/THANH PHO...(sau day goi chung la cap huyen), IA to chime 
true thuOc Van phong HDND va UBND cAp huyen. 

Trung tam Hanh chit-1h cong huyen dirge thanh lap,  de ginp UBND cAp 
huyen to chime bluing clan, tiep than, tra kat quA giai quyet TTHC thuOe tham 
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quyen tiep nhan, giai quyet tha UBND cap huyen. 

Trp ser lam viec cua Trung tam Hanh chinh cong do UBND cac huyen, thi 
thanh phe chit Ong be tri. 

II. CHtiC NANG NHItM VU, TO CHU'C, BO MAY 

1. Chile nfing: 
Trung tam Hanh chinh ding cap huyen do UBND cap huyen quyet dinh 

thanh lap, la to chIrc hanh chinh OC thu trljt thuec Van phong HDND va 
UBND cap huyen; la dau mei huemg dan, tiep nhan, tra ket qua giai quyet 
TTHC cua to chirc, ca than theo co the met cfra, co the met cfra lien thong 
tren tat ca cac 17th vire thuoc tham quyen giai quyet cua cac co quan chuyen 
mon thuOc UBND cap huyen va cac co quan Chi cpc Thue, Bao hiem Xa 
Cong an, gilip UBND cap huyen kiem tra, theo doi, den doe tien do giai quyet 
TTHC cua cac CO quan, don vi. 

Trung tam Hanh chinh ding cap huyen &roc cap kinh phi hoat Ong tir 
ngan sach nha ntrik, c6 to each phap than, c6 con dau va tai Ichoan rieng. 

Trung ram Hanh chinh ding cap huyen lam viec theo the dO thu truemg, 
chiu tech nhiem truck Chu tich UBND huyen ye chuyen mon nghiep vu vi chiu 
nth nhie'm took Chanh Van ph6ng HDND vi UBND cap huyen ve to chi:re va 
hoat dOng. 

2. Nhit'm vu• 
2.1. To chirc viec tiep than, giao tra ket qua giai quyet TTHC cua to chire, 

ca nhan: 
- TO chat niem yet cong khai, kip thin, day du, re rang the TTHC. 

- B6 tri cong chuc, vien chire: se hoi cac he so cda the ca than c6 thu 
tau giai quyet TTHC va doge ltru gifr sir dung chung; huemg dan, tiep than, 
giao tra ket qua giai quyet TTHC cua to chirc, ca than thuec tham quyen giai 
quyet cua UBND cap huyen, Chit tich UBND cap huyen va cac co quan, don vi 
chuyen mon cap huyen. 

- Dieu h6a, phi herp hoat deng huemg clan, tie') than, trao tra ket qua giai 
guy& TTHC dm the ding chat, vien chic duce dieu deng lam viec tai Trung 
tam Hanh chinh cong cap huyen. 

2.2. Giai thich, htremg dan to chfre, ca than thvc hien viec flop va than ket 
qua giai guy& TTHC clung trinh tv, thu tpc theo quy dinh. To chic hoac phoi hop 

chic the hoat deng thong tin, tuyen truyen tai Trung tam Hanh chinh cong. 

2.3. Theo dei, den doe viec giai quyet, giao tra ket qua giai quyet TTHC: 

- Theo dei, don dot cong chirc, vien chire cac co quan, don vi lien quan 
den lam viec tai Trung tam Hanh chinh cong trong tiep nhan, huomg earn, giao 
tra ket qua giai quyet cac TTHC. 



- Theo del, don doe cac co quan, don vi, ca nhan trong viec giai guy& cac 
TTHC then dung chdc nang, nhiem vu dam bao tien de va thin han tra ket qua 
cho to chuc, ca nhan then quy dinh. 

- Chit tri, phi hop voi cac co quan, don vi chuyen mon kiem tra viec tiep 
nhan, giai quyet caa co quan, to chat, don vi, ca nhan co lien quan trong giai 
quy& TTHC da ducc then va chuyen tai Trung tam Hanh chinh cong. 

2.4. Tong hop tinh hinh, kit qua ding tac tiep nhan, huong den, tra ket qua, 
giam sat, don doc viec giai quyet TTHC caa co quan, don vi, ca nhan tham gia 
tiep nhan, giai quyet TTHC; bao cao dinh kST va et xuat \Teri UBND cap huyen. 

That hien &zing tic danh gia ket qua thgc hien nhiem va caa ding chirc, 
vien chirc dugc be tri ve lam nhiem va tai Trung tam Hanh chinh &Ong. 

2.5. Ph& hop vai cac co quan, don vi thus hien nhimg cong viec co lien 
quan trong qua trinh giai quyet cac TTHC lien thong; trao doi cong tac nghiep 
vu; to chat tap huan, b'ai throng nang cao trinh de chuyen mon cho ding chat, 
vien chirc lam viec tai Trung tam Hanh chinh cong. 

2.6. Ph& hop yeti Van phong HDND va UBND cap huyen tham muu giap 
Chit tich UBND cap huyen trong viec: 

- Tiep nhan, xfr 1St hoac bao COo co quan tham quyen nhang phan anh, 
kin nghi caa cac to chic, ca nhan doi voi nhang nei dung lien quan den viec 
giai quyet TTHC va viec thgc hien nhiem va caa cong chic, vien chirc tai Trung 
tam Hanh chinh cong then quy dinh. 

- De xuat viec doi moi, cai tien, nang cao chat luting phac vu, giai quyet 
cong viec nhanh Chong, thuen tien cho to chirc, ca than; cung cap dich va he trg 
de hu&ng den, giai dap vuong mac can t6 chat, ca nhan ve cac TTHC tai Trung 
tam Hanh chinh ding; 

- Ph& hop chat the vai cac co quan, don vi chuyen mon lien quan tang 
hop, bao cao de xuat vori UBND tinh viec dieu chinh, sCra doi, thay the, ,b6 sung 
danh mac, quy trinh Ira cac nOi dung lien quan kHz trong viec giai quyet TTHC 
tai Trung tam Hanh chinh ding. 

- De xuat nang cep co. se vet chat, phen mem img,dang; tich hop 	lieu 
hog Ong, thgc hien ding tac an ninh mang va met so nOi dung khac trong 
pham vi heat Ong cua Trung tam. 

2.7. Quan lyr nhan sv, tai san, co ser vat ch5t, ky/ thuat caa Trung tam Hanh 
chinh cong then quy dinh cua phap luet; be tri khoa hoc, hop l5r cac khu vac 
cung cap thong tin, giai quyet TTHC, trang thiet bi phac va to chat, ca nhan den 
giai guy& TTHC tai Trung tam Hanh chinh cong. Thvc hien cong tac thong tin, 
bao cao then quy dinh. 

2.8. Thgc hien viec thu phi, le phi (neu co) then quy dinh. 
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2.9. Thgc hien mat so nhiem vu khac khi duce Chil tich UBND cap huyen 
giao. 

3. Quyen hun 
- Kim tra, giam sat, theo dot don dac viec giai quyet TTHC cua cac 

ph6ng, ban chuyen,mon,tai Trung tam dam bao dung quy trinh va theri gian quy 
dinh thong qua phan mem din 	Chu Ong trao doi veri the co quan, don vi 
Ulm tiep xi ly, giai quyet TTHC nham thao ga vuemg mac trong qua trinh thuc 
hien quy trinh giai quyet TTHC; phoi hcrp lam rep nguyen nhan cac trueng hop 
giai quyet TTHC charn so von quy dinh 

- Danh gia, nhan xet ve vice tiep nhan, tin do giai quyet ho so; tinh than 
tech nhiem, thai dO, tac phong lam viec cna ding thuc, vien chuc tai Trung tam; 
de nghi Thu um:mg cac don vi chit quan khen thuemg hoac IcY luat theo quy dinh. 

- CHI Ong bao cao, de xuat UBND cap huyen quyet dinh diau clang hoac 
luan chuyen ding chat, vien chic vi pham Quy che lam viec, quy trinh giai 
quyet TTHC hoac nang lgc,chuyen m6n khong dap ling duce yeu eau nhiem vu 
dugc giao sau khi thong nhat van co quan, don vi sir dung ding chue, vien chat. 

4. Co. cau to chic va bien che: 
4.1. Ccr eau tO chic: 
Trung tam Hanh chinh tong cap huyen thanh lap ten CO ser chuyen giao 

nguyen tang, town b0 co se vat chat, trang thiet bi, con nguei, kinh phi boat 
Bong dm BO phan Tiep nhan ha so va tra kat qua theo co che mat cira cda cac 
huyen, thi xa, thanh pho sang Trung tam Hanh chinh ding, tong do: 

- Giam dac va 01 Ph6 Giam dac; 
- BO phan Hanh chinh - Quan tit BO phan Tiep nhan ha so va tra kat qua; 

BO phan HZ5 try - Giam sat: 
+ BO phan Hanh chinh - Quan tri: Thyc hien the nhiem vu quan ly van 

ban, so h6a ho so, thu phi, le phi, quail ly tai san, CO ser vat chat, ky thuat, the 
ing dung ding nghe th8ng tin va ho try cho BO phan Tiep nhan ha so va tra kat 
qua khi co sr phan tong. 

+ BO phan Tiep than ha so va tra kat qua: Thyc hien the nhiem vu hueng 
tiep nhan, tra ket,  qua giai quyet 	to chin, ca nhan doi von tat ca cac 

TTHC thuOc tham quyen giai quyet cua UBND cap huyen, Chu tich UBND cap 
huyen, cac phong, ban chuyen mon thuac UBND cap huyen va the co quan Chi 
eve Thue, Bao hiem Xa hoi, Cong an dat tai dia phuong. 

+ BO phan Hat  try - Giam sat: Thye Men nhiem vu giam sat town ba cac 
boat clang ena Trung tam Hanh chinh ding, huong dan to chic, ca than den lien 
he giai ,quyet TTHC, tiep nhan nhitng phan anh, lcian nghi 	cac to chic, ca. 
nhan doi \Teri nhirmg not dung lien quan an viec giai quyet TTHC va viec thyc 
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hien cong vu cila cong chic, via chirc tai Trung tam Hanh chinh ding, tong 
help bao cao tinh hinh hoat dOng ctia Trung tam Hanh chinh ding. 

4.2. Bien cite: 
Bien cha cong chirc, via chirc va so ngu&i lam viec 	Trung tam Hanh 

chinh cong cap huyen do UBND cap huyen bo tri, sap xap trong tong s8 bien 
che dugc UBND tinh guy& dinh phan bO hang nam cho UBND cap huyen. Trail 
co so so bien che va so lugng ngtrai lam viec dugc giao, UBND cac huyen, thi 
xa, thanh ph6 can dai, bo tri so lugng ngueri lam viec dam bao hoat do, ng cua 
Trung tam dap {mg yeu cAu 100% TTHCthuoc tham guyen cua UBND cap 
huyen, Chi tich UBND cap huyen dugc nap nhan, giai guy& theo co che mot 
eira, mot cira lien thong tai Trung tam Hanh chinh cong. 

86 bien cha Uy ban than dan cap huyen/thi xa bo tri cho Trung tam Hanh 
chinh cong cac huyen/thi xa la 06 ding chirc/via chirc; trong do, 04 cong 
chat/vien chic chuyen trach, 02,  cong chirckien chirc kiem nhiem. Rieng Trung 
tam Hanh chinh cong thanh pile' Hue la 08 cling chUckien chic; trong do, 06 
ding chirc/vi'e'n chic chuyen trach, 02 cong chire/vien chirc kiem nhiem. UBND 
tinh b8 sung bien che cho cac huyen/thi xa la 04 cong chirc/via chirc va thanh 
pha la 06 cong chirc/vien chirc, c9 the: 

- Giam dac la Ph6 Chanh Van pheng HDND va UBND cap huyen kiem 
Githn d'ac Trung tam Hanh chinh cong. 

- 01 Ph6 Giam die Trung tam Hanh chinh ding IA cong chi:re/via chic 
chuyen trach. 

- Bo phin Hinh chinh - TOng hyp: gam 04 cong chIrchien chic; trong 
do, 02 chuyen trach va 02 kiem nhiem dugc tip nhan, dieu dOng biet phai dan 
lam viec tai Trung tam Ranh chinh cong gam: 

+ Vi tri hanh chinh, van thu cila Thing tam, so hoa ha so. Bo tri 01 cong 
chirc/vien chic chuyen trach (nag thanh pha Ha co 02 cong chic/via chirc 
chuyen trach); 

+ Vi tri thu phi le phi, thii guy, quail 15r tai san, co se vat chat. B6 tri 01 
cong chUckien chirc chuyen trach; 

+ Vi tri ka toan, thin khai cac img citing ding nghe thong tin, cac phAn 
mam dien dr. B6 tri 02 cong chIrc/vien chic kiem nhiem tir Van phong HDND 
va UBND cap huyen. 

- Bo phin HO trq - Giim sat: 01 cong chirc/vien chic chuyen trach 
Wang thanh pha Hua co 02 cong chdc/vien chic chuyen trach). 

- Bo phin Tiep nhin ho so' va tra ket qui gam: La cong chic/via chic 
thuec bien cha to cac pheng, ban true thuOc UBND cap huyen va mot so ca 
quan nganh doc &mg teen dia ban cac huyen, thi xa, thanh pho dugc bo tri den 
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lam viec tai Trung tam Hanh chinh cong de trap nhan va tra kat qua giai quyat 
hO so, dugc b6 tri, nhu sau: 

TT Linh vyc TTHC Phong chuyen mon StS 
hr9,ng  Ghi chi"' 

1 Y ta - Dan tOc 

Van Siang HDND va 
UBND 
Dan tOc 
Y to 

1 

100% 
TTHC 

dugc dua 
vao thgc 
h 
TTHCC 

2 
HO tich; chung,  thyt; 1:14M thuemg 
nha nuok; ph6 bien, gido dyc 
phap luat 

Tu phi") 1 

3 Gido dye va Dao tao GA.° due va Dao tao 1 

4 
Van h6a va gia Binh; vial thong 
va interne 

Van Ma - Thong tin 1 

5 
Nguati c6 cong veil each mang; 
lao Ong - thucmg binh va xa hoi 

Lao dOng - Thucmg 
binh va Xa hOi 

1  

6 NOi vu NOi vu 1 

Kinh ta; Wong nghrep va Oat_ 
Kinh ta; 
Nong nghiep va Phat 
trian nong them 

i8n tai  
1 ., men tieing then 

8 Tai nguyen - moi truerng 
tang Yen - Moi 

1 

9 Xay dung, do MI 
Kinh to - Ha tang; 
DO thi 

1 

10 
Tai chinh - lea hoach, kinh to tap 

, the, hop tae xa 
Tai chinh - Ka hoach 1 

11 Dat dai 
Chi nhanh Van pheong 
danglgridat dai 

1  

12 
Cap, quan brf CMND; link We 
Bang 19? quan 15,  cu WO_ 

Con 2 2 Danh 
Intic 

TTHC 
dugc phe 

duyet 
Hang 

13 Dang 14/ thu8, khai thue... Chi eye Thua 1 

14 
Giai quyat cac the dO BHXH; 
cap so BHXH, the bao hiem y 
tel. 

Bao him Xa hOi 1 

IV. Co CHE HOS.T BONG CUA TRUNG TAM 
1. Nguyen tic chung: 
a) Trung tam la Mu mOi tap trung de cac pheng, ban chuy8n mon true 
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thugc UBND cap huyen, cac ca quan Chi cat ,Thue, Bao hiem Xa hoi cap 
huyen, Cong an cap huyen dat tai 	phuong bo tri cong chadvienchirc den 
thuc hien viec tiep nhan, tra ket qua giai quyet TTHC lien 

to 
den t chat, ca 

nhan. Trung tam khong thay mat cac Cu quan, don 	to chat de giai quyet 
TTHC cua to chat, ca nhan da duct quy dinh re trong cac van ban quy pham 
phap Mat hien hanh. 

h) Cat quy trinh giai quyet TTHC dugc s6 h6a hien,  dair theo hudmg don 
gian h6a cat thu Mc, ltru gia sir dung chung cat du,  lieu, ket not 	quyet true 
tuyen TTHC (giai quyet mot s8 TTHC cap dO 3, cap dO 4 theo quy dinh). 

2. TTHC thyt hien tai the Trung tam 
a) Bao gam TTHC thuOc tham quyen giai quyet caa UBND cap huyen va 

caa cac ph6ng, ban chuyen mon truc thuOc UBND cap huyen va the TTHC cua 
Chi cpc Thue, Bao hiem Xa hOi, Cong an dOng tai dia phuong pha hop \Teri chat 
nang boat dOng cua Trung tam Hanh chink cong va quy dinh cua phap Mot ve 
trinh hr, thu tut giai quyet TTHC. 

3. Quy trinh xir IY hS sa 
3.1. Tiep nhan ha so (kern theo sa cla quy trinh tiep nhan ha so) 

a) T6 chat, ca nhan co nhu cau giai quyet TTHC thuOc BO TTHC da dugc 
UBND tinh phe duyet dui vao that hien tai Trung tam Hanh chinh cong thi nut 
tiep den lien he, nOp ho so tai Trung tam Hanh chink cong hoac gin qua buu 
then (thCri han nhan dugc xac dinh theo dau ngay den cua buu dien). 

b) Trung tam Hanhchinh cong co trach nhiem s6 hod cac ha so cua cac ca 
nhan co nhu cau giai quyet TTHC va dugc km gift sir dung chung (doi yen het so 
ca a cac to chic, cac to chic phai to so hoa). 

c) °Ong chat/I/ion chat khi tiep nhan hO so co trach nhiem xem xet, kiem 
tra tinh hgp le caa ho so: 

- Trueng,hgp ha so chug hgp thi hugng clan cu the, day du mot lan 
bang van ban de to chic,,  nhan bo sung, hoan chinh (hoac gin van ban htrang 
&An viec be) sung he, sa neu ho so ph qua buu then). 

- Truorng hop ha so hop le thi cap nhat vaophan mem dien tir,va via& Gay 
tiep nhan ho so va hen tra ket qua chuyen cho t chic, ca nhan; neu ha sa tiep 
nhan qua buu dien 	gun Giay tiep nhan ho sa va hen tra ket qua quabuu dien 
hoac 	ho so tiep nhan ton cong/trang dich vu cong truc tuy8n thi chuyen 
Giay tiep nhan he, sa va hen tra ket qua ten m8i tnrong mang. 

3.2. GUM quyet ha scr (keM So SO' coo quy trinh gidi quyit ha so) 

a) D6i vii ha sa quy dinh giai quyet va tra ket qua ngay (ha so giai , quyet 
trong ngay): Cong chat/1,48n chat 	Giay tiep nhan he, so va,  hen tra ket qua, 
tham dinh, trinh lanh dao ca quan, don vi quyet dinh va tra ket qua giai quyet 
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cho t6 chirc, ca nhan (dai vai ho ,so tiep nhan truck 11h00 sang thi hen hoan tra 
truac 16h30 chieu ding ngay, doi yeti ho so tiep nhan vao buai chieu thi dugc 
phep hoan tra truck 11h00 dm sang horn sau). 

b) Doi vai ha so quy dinh c6 thai gian giai quy& (ha so giai quyet nhiau 
ngay): Cong chirchien chirc lap Phieu Iciam soar qua trinh giai quyet ho sa 
chuyen co quan co tham quyen giai quyet TTHC. 

c) Doi von ho so thuOc tham quyan quyet dinh dm BO, nganh Trung uong: 
Cong chirchian chfrc tiep nhan ho so thuc hien quy trinh theo quy dinh hien 
hanh ve giai guy& TTHC; tiep nhan 10 ho so khi c6 kat qua. 

d) Doi voi mOt,sa linh vtrc dam bao cac diau kin giai quyet ten mai 
truang mang (ke ca ho dich vu cong true tuyen): 	so dugc thut hien giai 
quyet hoan toan tran phan mem dien tir coa Trung tam Ranh chinh. 

3.3. Chuyen tra ket qua cho to chat, ca nhfin (kem theo sa cho quy trinh 
tra kat qua ho sa) 

a) Ka qua,  giai quyet TTHC 	Trung tam Hanh chinh ding dugc cap 
nhat vao phan me dien va tra true tiep cho to chirc, ca nhan hoac gui qua 
buu dien (nen ha so gui qua buu dien). 

b) Doi vgi nhemg twang hop ha so qua han giai quy6t: Trung tam Hanh 
chinh ding thong bao cho cac phong, ban chuyen mon giai quyet ha so, yeu cau 
day nhanh tien do thirty hien. Phong, ban chuyen mon, don vi giai quyet ho so 
phai c6 van ban trinh bay 16 lY do, thong bao thin han tra ket qui ran sau, kern 
Phieu thira nhan 	Trung tam Hanh chinh ding c6 van ban gia han than gian 
giai quyet, trinh bay re-  lY do, thong bao than han tra kat qua lan sau kern Phieu 
xin loi va chuyen van ban clan to chirc, ca nhan. 

, 	3.4. Doi vai riffling phang, ban chuyen mon thuang xuyen co it TTHC, 
so lugng ho so tiep nhan, giai quyet khOng nhiau, Trung tam Hanh chinh clang 
c6 the phan ding nguoi tiep nhan ha so va chuyen ve phang, ban chuyen mon 
chiu trach nhiem giai quyet TTHC do tham dinh, giai quyet va tra ho so theo 
Bang quy dinh. 

Trong truang hap deit xuat co sa lugng giao dich lan tap trung van mot so 
vvc, TTHC, Trung tarn Hanh chinh cling nhanh cluing di'eu phai, phan ding 

nguai flop nhan ho so theo dung quy dinh.. 
3.5. Thu phi va le: phi: 
Trung tarn Hanh chinh cong kat hop yeti Kho bac Nha nugt, Chi cue Thu' 

hoac Ngan hang bo tri cong chirc hoac vien chat thtrc hien viec thu phi, le phi 
doi vai nhang cong viec dugc thu phi, le phi theo quy dinh cua phap luat sau do 
chuyen so tin thu dugc ve tai lchoan cita cac pheng, ban chuyen mon theo quy 
dinh 

13 

• 

• 	 • 



4. Quy dinh doi voi &Ong chin/viten chin cim cac co quan don vi, to 
chic throe bo tri ve thtrc hien nhiem vu tai Trung tam Hanh chinh cong 

4.1. Thtrc hien nhiem vu chuyen mon do phong, ban don vi quan lY true 
tiep phan cong. Thgc hien nhiem vu huerng dan, tiep nhan, tham dint) ho so theo 
quy trinh quy dinh, tra ket qua dung hen cho cua to chat, ca nhan. Viec huong 
dan to chirc, ca nhan thuc hien TTHC day du, re) rang, chinh xac, dam bao to 
chire, ca nhan chi phai b6 sung h8 so mot lan. 

4.2. Chap hanh nghiem chinh the quy che, quy dinh cna Trung tam Hanh 
chinh cong va cac quy dinh cua phap luat hien hanh. 

4.3. Chiu trach nhiem truck phap luat; throe lanh dao phong, ban, don vi 
va lanh dao Trung tam Hanh chinh cong ve viec giai quyet TTHC cua th chirc, 
ca nhan. 

4.4. Kip then nghien ciru cap that nhimg quy dinh cilaphap luat tham 
muu sira doi, bo sung, hoan thien phii hop veri quy dinh hien hanh de bao cao, de 
xuAt Lanh dao pheng, ban, co quan, don vi trpc tiep Tian 1Y, phoi hop yeti Trung 
tarn Hanh chinh cong xem xet, bao cao UBND quyet dinh. 

4.5. Trong qua trinh thuc hien nhiem vu co thai do hem nha, an can, Lich 
str, nghiem the trong giao tiep \Teri to chirc, ca nhan; khong gay phien ha, sash 
nhigu, tieu cue hoac co cac hanh vi vi pham khac doi yen to choc, ca. nhan. Neu 
vi pham, thy theo mire dO se bi xit ly theo quy dinh. 

4.6. Trong gier lam viec, cong chire/vien chirc phai mac dang phut cua 
Trung tam Hanh chinh ding (tit cong chirevien chirc cua nhimg co quan, don 
vi co thing phpc cda nganh theo quy dinh) va deo the theo quy dinh (dinh kern 
mau the). 

4.7. Cong chirchien chfrc co sang ki8n, giai phap narig cao hieu qua cling 
the dugc xem xet khen thuerng va de bat theo quy dinh. 

4.8. Dugc bao dam trang thiet bi va Cie dieu kien lam viec khac theo quy 
dinh cfla phap luat; dugc cung cap thong tin lien quan den nhiem vu, quyen han 
dugc giao; dugc phap luat bao ve khi thi hanh cong vu. Duge huong cac ch8 dO 
bai during, ho trg theo quy dinh hien hanh; 

5. Quy dinh doi viii to emit ca nhan den gill quyet TTHC tai Trung 
tam Ranh chinh cong 

5.1. TO chic, ca nhan c6 nhu eau giai quyet TTHC tai Trung tam Hanh 
chinh cong dugc cong ch(rc/ vien,chirc huong dan lap ho so; tiep nhan h6 so, ghi 
Giay tiep nhan h8 so va hen tra ket qua theo quy dinh; 

5.2. Thuc hien &Ay du cac quy dinh ve giai quyet TTHC va cac quy dinh 
cua Trung tam Hanh chinh ding. 

5.3. Tit chai thuc hien nhilng yeu cAu khong dirge quy dinh trong TTHC 
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hoac chua dugc ding khai theo quy dinh. 
5.4. Chiu trach nhiem ve tinh hap phap, chinh xac cua cac giay to co 

trong he sa va cung cap day dill thong tin c6 lien quan. 

5.5. Khong duce can ger viec giai quyet TTHC ctia cac ding chgc/ vien 
chirc thgc hien nhiem vu tai Trung tam Hanh chinh ding. 

5.6. Kheing hei 10 hoac dimg cac thu down khac de lira doi ding chirc/ vien 
chirc thgc hien nhiem vu tai Trung tam Hanh chinh ding trong qua trinh giai 
quyet TTHC. 

5.7. Phan anh, kien nghi voi cac ca quan co thAm quyen ve nhtmg bat 
hap ly cua TTHC va cac hanh vi vi pham cua cling chirckien chIrc trong thgc 
hien TTHC. 

5.8. Khieu nai, to cao cong chuckien chgc ve viec giai quyet TTHC 
khong dung quy dinh 

5.9. To chirc, ca nhan khi den giai quyet TTHC tai Trung tam Hanh chinh 
cong phai co thai de va Ong xiz nghiem nac. 	• 

5.10. Thgc hien quy dinh khac cua phap luat c6 lien quan. 

6. MOi quan he cong tic ciia cac Trung tam Hinh chinh cong 
6.1. 06i voi ty ban nhan den cac huyen, thi xa, thinh ph& 
- Trung tam Hanh chinh cong chin su chi dao, dieu hanh true tiep cua 

UBND cap huyen. Lanh dao Trung tam Hanh chinh cong c6 track nhiem bao 
cao UBND va Chu tich UBND cap huyen tinh hinh va ket qua to chic boat 
deng cua Trung tam Hanh chinh cong; to chic trien khai va kiem tra, don &sic 
viec thgc hien cac nhiem vu theo chi dao cua UBND cap huyen ve nhcmg 
vot thuOc chirc nang, nhiem vu cua Trung tam Hanh chinh ding. 

- Giam dee Trung tam Hanh chinh cong bao cao, xin y kien chi dao cua 
UBND cap huyen de giai quyet nhfing van de phat sink va nhtmg nOi dung vuot 
tham quyen. 

6.2. PM yen cac ca quan, dot vi lien quan 
- Trung tam Hanh chinh cong quan vai cac co quan, don vi lien quan 

theo nguyen tac phoi hop. Khi giai quyet nhiling van de thuoc tham quyen cua 
Trung tam Hanh chinh cong nhung co lien quan den cac ca quan, don vi thi 
Trung tam Hanh chinh cong phai trao doi 51  kien bang van ban doi ved cac ca 
quan, don vi do. 

- Cac co quan, don vi lien quan co trach nhiem phei hop giai quyet cac 
TTHC dam bao theri gian theo quy dinh; cha dOng trao doi bang van ban vai 
Trung tam Hanh chinh cong lY do giai quyet cham hoac Ichong giai quy& TTHC 
tiep nhan tai Trung tam Hanh chinh cong. Giam doc Trung tam Hanh chinh 
cong va Thfi truong cac co quan, don vi lien quan chin trach nhiem truec Chu 
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tich UBND cap huyen ve viec giai quyet TTHC tai Trung tam Hanh chinh cong. 

- Gam d8c Trung tam Hanh chinh cong nhan xet, daub gia lc& qua hoan 
thanh nhiem vy cua cong chircivien chirc trong Mai gian &roc cir den lam viec 
tai Trung tam Hanh chinh cong theo Quy the to chirc, boat dOng cua Trung 
tam Hanh chinh cong dugc UBND cap huyen phe duyet. Cac co quan, don vi 
bo tri ding chirc/ vien chirc phoi harp yeti Trung tam Hanh chinh cong dr can 
b0 thay the tiep nhan hO so trong nhang truemg hop ding chat/66n chi:1.c clia 
co quan, don vi dang lam viec tai Trung tam Hanh chinh ding nghi om, nghi 
phep, di dao tao, b6i throng theo quy dinh. 

- Cac co quan, don vi chn ding ra soar danh muc cac TTHC cua minh, 
wen co so do bao cao UBND tinh (thong qua So NOi vu) xem xet, dieu chinh, bo 
sung kip theri b6 danh muc TTHC giai quyet tai Trung tam Hanh chinh cong 
theo quy dinh hien hanh. 

V. CO CHE TAI CHiNH VA CO Sti VAT CHAT CUA CAC 
TRUNG TAM HANH CHiNH CONG 

1. Co the tai chinh: Kinh phi boat dOng cua Trung tam Hanh chinh cong 
duce dam bao ngu6n ngan sach nha nuerc cap cho Van phang HDND va 
UBND cap huyen (bao gom ca kinh phi oh Trung tam Hanh chinh cong ILA kinh 
phi duce trich lai tir viec thu phi, le phi) lien quan den boat &Ong giai quyet 
TTHC theo quy dinh cna phap luat ve viec thu, quail 1Y, sir dung phi Nth le phi. 

2. Co set vat chat: 
2.1. He thong co so' vat chat dau to tai Trung tam Hanh chinh cong: 
- Try se( Trung tam Hanh chinh ding: Duce dat tai vi tri trang trot-1g, thuan 

tien cho ca than, to chIrc trong qua trinh thoc hien cac giao dich hanh chink 
- Quy mo Trung tam Hanh chinh cong dam bao din tich t6i thieu phuc vu 

24 can be), cong chit, vien chic lam viec Ira phuc vu cong dan, to chic den giao 
dich. 

Trang thiet bi lam viec: Duce 1)0 tri khoa hoc theo cac khu chirc nang, 
bao gam: Khu voc cung cap thong tin, TTHC; khu voc dat cac trang thiet bi din 
tr, Ice ca may lay s6 xep hang to dOng, tra 	thong tin, TTHC, tra 	ket qua 
giai quyet TTHC; khu voc tiep nhan Nth tra ket qua,dugc chia thank 

de 
quay 

tuong 	voi timg firth voc khac nhau; bo tri gh nghi char, ban de viet danh 
cho ca nhan, to chat den giao dich; 

2.2. He tilting phoong ten, trang thiet bi ky thuat phuc va host Ong 

a) Yeu c'au chung: 
- Trang thiet bi dien dr, bang trinh chieu din tin va cac thiet bi chuyen 

dung: Duct dau to de 1mg dung cong nghe thong tin theo huong &Mg b0, thong 
nhat trong thoc hien giai quyet TTHC; yeu cau cac thiet bi phai &roc lciem dinh 
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va do an town bao mat thong tin theo quy dinh, co nguan gac xuat xir r8 rang. 

- He thong phan mam dien dr dung chung tai Trung tam Hanh chinh &Ong 
va kat n6i tat ca cac ca quan, don vi von cac phan he chat nang khoa hoc, r8 
rang, tien 	co tinh dOng, tinh 	cao, tich hop ma vach, 	ky so, co au 
diau kien de thgc hien dich vu ding nye tuyen mire do 3, 4. 

b) Trang thiat bi dien tir va phan mam then to bao gam: 
* Trang thiat bi dien dr: 
- He thong may chii, may tinh ca nhan, he thong mang: trang bi may 

tinh cau hinh cao cho 100% can b0, cong chdc, vien chirc, 100% co mang 
LAN, ket not internet, mang WAN ton Trung tam Hanh chinh cong tich hop 
du lieu cua tinh. 

- Kiat tra ciru thong tin: Niem yet cong khai, day au, kip then cac TTHC 
tai Quyat dinh cong b6 TTHC cua UBND tinh theo quy dinh.. 

- Man hinh hien thi thong tin: Bao g6m thong tin trinh chiau 3D hang 
clan va qui 

so 
tip nhan, tinh hinh giai quyet ho so, ho so dung han, qua han, 

thong tin so thir to dang giai quyet tai tang quay va cac thong tin khac. 
- He thong camera giam sat: Trang thiat bi ghnp BO phan Glum sat town be 

qua trinh giai quyet TTHC cua cac Trung tam Hanh chinh cong , bao dam tinh 
cong khai, minh bach khi giai quyet TTHC. 

- He thong xap hang to d6ng: Gam cac trang thiat bi va phan mam giap 
cong chat, vien thuc, to chirc, ca nhan to d6ng hem trinh to giao dich voi cong 
chic/ vien chirc Trung tam Hanh chinh cong. 

* He thong phan mam then dr: 
- Phan mam dien ti r, dam bao cac you cau chat nang va: Quan ly toan b0 

hoat dOng cua Trung tam Hanh chinh ding; cung cap cong cu chi dao, dieu 
hanh, tac nghiep, chuyen mon cho ca quan hanh chinh nha nuecc, cho phep can 
be), cong thuc, vien chuc trong ca quan hanh chinh nha nuerc cap nhat tien de, 
ket qua giai quyet TTHC xuyen suot, nhat quan nhung van dam bao cong khai, 
mink bach ten moi truing mang; cung cap cong cu, phut vu cong tat to chirc, 
quail IY, ltru.tru khoa hoc, nhat quan, lau dai ho so TTHC 	to chirc, ca nhan; 
phai cung cap ma reng cac kenh giao flap don gian, thuon tien cho to thuc, ca 
than nhu sir dung mang internet, mang dien thoai, sir dung he thong tin nhan 
(SMS) tra cau thong tin va theo dei tien do giai quyet TTHC, cung cap mot 
nen tang ung dung de tang buerc cho phep cac ca quan hanh chinh nha nuac 
ph6i hop giai guy& TTHC den m6i truemg mang *it each xuyen,  su6t, nhat 
quan; dam bao kha nang tich hop va trao doh du lieu ved cac phan mem quan lY 
th8ng tin chuyen nganh ve giai quyet TTHC cua tinh. Vol cac chin nang chinh: 

+ Chirc nang tip nhan va tra kat qua; 
+ Chirc nang cap nhat thong tin, flan trinh va kat qua giai quyet ha so; 
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+ Chirc nang tra cixu thong tin 116 so, quy trinh, Neu m'Au; 

+ Chirc rang thAng ke, tong hop; 

+ Chat nang quanlY thu phi, le phi; 

+ Chirc Wang danh gia lep hang can b6; 

+ Chirc nang kiem soot tinh hinh giai quyet 116 so; 

+ Cac chirc nang khac theo quy dinh. 

- Cac phin mem tin hoc khac phpc vu dieu hanh tic nghiep \TA cac hoat 
dOng cua Trung tarn Hanh chinh ding . 

PhAn thu ba 

TO CHUC THict HIEN 

I. TIEN DO THIX HIEN 

Qui, 1/2017: Trien khai thanh tip 09 Trung tam Hanh chinh Gong tai cac 
huyen, thi xa, thanh phA. 

II. KINH PHI: 

- UBND cac huyen, thi xa, thanh ph6 xay dung du town kinh phi thpc hien 
De an trinh UBND tinh phe duyet (thong qua Sa Tai chinh, Ser Ke hoach va Diu 

Sd NOi vu) theo ty le UBND tinh 50%, UBND cap huyen 50% tong kinh phi. 

- Kinh phi dam bao hoat dOng thuong xuyen cda Trung tam Hanh chinh 
cling do ngan sach cap huyen dam bao. 

III. TRACH NHItM THIJC HIEN CUA CAC CO QUAN DON VI 
DIA PHU'ONG 

1. Cac ser, ban, nginh cap tinh: 

- Trong pham vi chirc nang, nhiem vu, quyen ban cua minh, co trach 
nhiem theo dei, ginp do, huemg din v& chuyen mon nghiep vg cho co so. 

- Chu tri phAi hop voi SO NOi vu, So Tu phap ra soar, d& xuAt dieu chinh, 
bo sung danh mpc TTHC duo vao thrrc hien tai Trung tam Hanh chinh clang cap 
buyer' phi' hop vdi quy dinh cua Trung trcrng, cua tinh. 

2. So' Noi vu: 

- Tham muu ra soot trinh UBND tinh ban hanh Quy dinh,giai guy& thu 
tuc hanh chinh tai Trung tam Hanh chinh cong theo Quyet dinh so 09/2015/QD- 
TTg cria Thu tuong Chinh 

- Ph6i hop voi SO.  Tai chinh tham muu UBND tinh trinh HDND tinh sira 
dAi mirc php cap d6i yeti cong chirc/ vien chUc lam viec tai Trung tam Hanh 
chinh cong Hanh chinh cong cap huyen; BO phan TN&TKQ cap xa. 

- TA chirc tap huin huang dan Uy ban nhan dan cap huyen trien khai cac 
not dung de an phpc vu hoat dAng cua cac Trung tam Hanh chinh cong sau khi 
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duqc phe duyet. 

- Theo 	don d6c cac ca quan, don vi, dia phucmg trong qua trinh trien 
khai thuc hien De an, tong hop bao cao UBND tinh. 

3. So.  Tv phap: TA chirc ra soat, tham dinh, tham muu UBND tinh ban 
hanh BO thu tuc hanh chinh thing chung cap huyen, xa de thuc hien Bong b0, 
thong nhat truac ngay 30/3/2017. 

4. So' Thong tin va Truyen thong: 
- Tham muu UBND tinh quan 15r tap trung he thong phan mem dien tir tai 

Trung tam Hanh chinh ding. 

- Chia tri trien khai cong tic tuyen truyen nang cao nhan thirc va thuc day 
(mg dung cong nghe thong tin trong cong dong doanh nghiep, cong dan. 

- Cai dat, huong clan cac co quan, don vi trong tinh thong nhat viec k'et 
nai; cung cap thong tin va cac dich vu hanh chinh ding, dick vudeg trrc tuyen 
(mire dO 3, 4 theo dung 10 trinh ten dia ban tinh) tao str thong nhat trong hoat 
dOng cira Trung tam Hanh chinh cong. 

5. SO.  Thi chinh: Tham mtru UBND tinh phe duyet kinh phi trien khai 
thtrc hien De an; trong truck ngay 15/3/2017. 

6. SO' Ke hoach vi Dau tin Chu tri, ph& hop vai Ser Tai chinh xay dung 
ke hoach va b6 tri von thuc hien cac nOi dung cong viec trong qua trinh trien 
khai thuc hien De an. 

7. Cac co quan don vi theo nginh dtic trip thuc Trung irong deng 
tren dia ban tinh: 

- Chi 40 cac ca quan, don vi true thuOc tai cap huyen ra soat, ltra chon va 
dua cac TTHC thuOc tham quyen vao thuc hien tai Trung tam Hanh chinh cong; 
be tri can b0, cong chirc/vien chat co trinh dO chuyen mon den lam viec tai Trung 
tam Hanh chinh cong giai quyet cac TTHC theo quyet dinh cira UBND tinh. 

- PhAi hop vai Trung tam Hanh chinh ding giai quyet, xir 13"/ cac vuong 
mac, phat sinh trong qua trinh thuc hien; hieing dan viec thu phi va le phi theo 
quy dinh. 

- Cu ngtrai tham gia vao BO phan tiep nhan he,  so va tra kat qua truac 
15/3/2017. 

8. Bao Thira Thien Hu& Dai Phat thanh va Truyen hinh tinh, cac co 
quan thong tin dai chung tren dia bin tinh co trach nhiem phA bien, tuyen 
truyen viec thuc hien De an nay; thai gian ngay sau khi De an duqc phe duyet. 

9. UBND cac huyen, thi xa, thanh phe: 
- Can cir,De an de lap du town ngan sach thuc hien gni Sa Tai chinh, Set 

Ke hoach va Dau to tham dinh, tong hop, trinh UBND tinh xem xet quyet dinh. 
Thori gian gni du toan ngan sach truac ngay 15/3/2017; 
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- Ban hanh Quyet dinh thanh lap Trung tam Hanh chinh cong Hanh chinh 
ding truac ngay 15/3/2017 (vOi mau kem theo). 

- B6 tri,,  sap xep ‘s6 ngtrai lam viec tai Trung tam Hanh chinh cong dam 
bao theo yeu eau cilia De an. Ban hanh Quyet dinh 66 tri cong chile lam viec tai 
Trung tam Hanh chinh cong cong truck ngay 15/3/2017 (yeti mau kern theo). 

- Ban hanh quy the to chirc va hoat dOng cua Trung tarn Hanh chinh cong 
trunc ngay 15/3/2017 (veil mau kern theo). 

- Ph& hop veil Sa NOi vu, SO Thong tin va Truyen th8ng to chirc tap huan 
ngbiep vu Cho d8i ngil ding chirc/ vien chile cua Trung tam Hanh chinh ding va 
cac co quan chuyen mein c6 lien quan truac ngay 20/3/2017. 

- Thong tin, tuyen truyen to chdc,,cd nhan bit va hoat dgng cna Trung 
tam Ranh chinh cong tai dia. phuang NIA t6 chin khai truang Trung tam Hanh 
chinh cong truerc ngay 31/3/2017. 

10. Ban Giarn sat va TO h6 trg nghiep Nip dich vu cong true tuyan dugc 
thanh lap theo Quyet dinh so 737/QD-UBND ngay 13/4/2016 dm UBND tinh 
thus hien chile nang giam sat Chung theo chile nang, nhiem vu claw giao. 

Trong qua trinh triLi lchai thuc hien De an, net' co vuOng mac cac ca 
quan, don vi phan anh ve Sa NI& vy de tong hop bao cao UBND tinh./. pee„ 

TM. UY BAN NHAN DAN 
CHU T1CH 

Nguyen Van Cao 

20 



2 
0 	IH 

to 

tri▪  h 

c 
C 

r x 
em) r 

C t 

z 

>) 

C 

C 

C 
C 

C 

a 

>It  

co O. _I  

12-  g 
ti 

T 
2 >, 

z 

mk  

c 

w  0 

M 
0.2 2 , a I.. .2 
n 

Q 
O 

2 
-0 

a- 
2 C

2
) 

2 
n 

2 

Pft 



C 

ro 

a 

IC 

• 

C.4 
11 

S. 

H 

DP 

r 

C Es  • 
w 

cn 

• 

I". w N . 
B
u

te 

K
 

	
L

/0
1

 U
/11

C
L

I  L
ill  

khoan
 ngu&

i  sir 
dung 

T
iep

 nhan dang 
,k)? 

(net' c6) 

T
rinh  tv

 

D
ang ky hO

  so 

CZ -.1 

C 

0 cm 

0 g> 

CP' 
,-3 

 

td 
0 

cn 	—, OA  

4 
qz . 

.0 
tC) 
, 

cn — !it, O>i 
Rt. -c2 . 

C 
0,  

0 ao 

0 g>  
'/-3 
CP. 

T
eic

h
 nhiem

 

a 
ca 
irl 
Z-' 
5: 

0 
tit 
tt 
Z 
5:" 

T
hai  

gian 
T

M
  lieu/  

A 	
x 

bieu
 m

au 

C
ho

n
 thu

 tuc hanh  chinh  
m

uon
 giao dich,

 necti can 
ho

 try
 chuyen

 sang
 Bulic 

8 X
ac

 nhan
 ved  C

ong
 dan, 

T
6  chile

 v
e
 tai  khoan

 sir 
dung.

 
N

eu
 chu

a
 c
6
 tai  

khoan
 chuyen

 sang
 Buck 

7 de  h6  try
 tao

 tai  khoan 

4 cm 
... 0.,.. 



Ph
i Ou

  h
o 

sa
  to

  d
o,

  n
g  

ti
ch

 
hq

p  
ca

c  
th

on
g  

tin
:  

-  T
ai

 Id
r o

an
;  

-
 

T
hu

 to
e  

ha
nh

 c
hi

nh
;  

-  M
a h

o 
so

;  

-
 

So
 ti

t*
 to

  tr
ol

l:
 	

;  

crs 
,o .4  
cA 
* ac) 

a. 
In O 

.4 a 
en o 

5 .4 a 
tn 
o 05

 p
h&

 

BO
  p

ha
n  

H
O

 fr
o  

- 
G

ia
n t  s

at
  

BO
  p

ha
n  

H
6 

fr
o  

-  
G

ia
m

  s
at

  

BO
  p

ha
n  

H
O

 tr
i:y  

-  
G

ia
m

  s
at

  

13
0  p

ha
n  

H
O

 tr
g  

- 
G

ia
nt

  s
at

  
Go 
get 

> 

L
tr

a c
no

n 
T

T
H

C
 

Y
 th

o
n
g
  

.  
C

ap
  n

ha
t  c

ac
  o

ng
  li

n:
  

-  T
O

 ch
irc

/C
O

ng
  d

an
  

-  T
hu

 ti
rc

  h
an

h 
ch

in
h 

-  M
a/

T
h e

 ta
i
 kh

o ar
t  

In
  P

h i
eu

  11
6 ' s

o  

'PA 
;5 
&I) 

eg 
0 00 
g S. 
...4 	.10 

0 
a 
tp-
lz 

KG 

Z 

H
ua

ng
  d

an
  c

ho
n  

TT
H

C
 

In 1/46 N 00 



ji ca N ,-- 

1
  

B
u

t 	
T

rin
h
 try 	

T
rich 

nhie
m

  

<
 ye ngni nvp

 
phi, le

 ph
i (nen 

eel  

Is aem
 tra t nann 

phan he  so 

T
iep

 nhart he  so 

N
O p he  so,

 phie u he  so 

Z C 
>-.3 

til a, 

CO 
0>

tIV  
,. 	0 

it 

B
O

 phan 
T

N
, T

K
Q

 

=  P n  
0> ' 

0 
(../1 

10 

T
hai  

g
r
a
n
  T

ai lieu/  
b

l .  Xe
 	

2
 

u
 m

a
u

  M
a  h

6
  s

o
 th e

o
 phi&

  h
e  

so ,
 can

 cir
 thanh  phan he  

so
 cea T

T
H

C
  de kiem

 tra, 
doi  chieu

 v
ai h

e s
o
 giay; 

kiem
 tra

 nei  d
un

g
 co ban 

d
m

 h
o
  

so. N
eu

 thanh  
phan

 ,he  so khO ng day dil 
chuyen

 sang B
udc 6  

M
8  to 

M g 

0),  

c 

r t 
C°  coo 

n CiLk  
W 

= jai  
W 0 

C g 

Cr 

1 /4< 

g- 

cr 

4.1) 



M
a
 h o

 s
o
  t

he
o  

p
hi

eu
  h

o 

so
,  c

an
  c

u
 t

ha
nh

 p
h a

n  
h6

 

so
  d

m
  T

T
H

C
 d e

 ki
em

  tr
a,

  
do

i 
ch

i &
 v
e
i h

a 
so

  g
iA

y;
  

ki
em

  t
ra

  n
ei
 du

ng
  c

o  
ba

n  
co

a  
hO

 s
o.

  N
eu

  t
ha

nh
 

ph
an

,h
6 

so
  k

ho
ng

  d
ay

  d
u 

ch
uy

en
  s

an
g  

B
tra

c  
10

 

T
ie

p  
to

e  
th

yr
c  
h
ie

n
  

ta
i 

B
ul
k

 8 
sa

u  
kh

i &
O

ng
  d

an
,  

T
O

 c
hf

rc
  n

ep
  b

6
 s

un
g  

h6
 

so
.  

01
 p

hu
t  

' a 
.0 
CL 

0 

•:5 
.4 
fat 

0 01
 p

hu
t  

B
O

  p
ha

n  
T

N
,  T

K
Q

  

1 Ci 

01 

M 

i.,,,,0 
0 	L  e, • 

<0 g wg 
i RI  
al 

ael 

( 	• 

0:1 B
e  

ph
an

  
T

N
,  T

K
Q

  

K
ie

m
  tr

a  
th

an
h 

ph
an

  h 6
 s

o  

In
  P

hi
eu

  h
en

  h
i
 k e

t  q
ua

 

B
6 

su
ng

  th
an

h 
ph a

n  
h 6

 s
o  

In
  P

hi
eu

  d
E 

ng
h1

  b
6 

su
ng

  
th

an
h 

ph a
n  

h 6
 s

o  

In
  P

hi
eu

  h
en

  tr
a
 ke

t  q
ua

 



• 

• 



( 

E 

eri 

14
6 

to
 

M
o
 h 6

 s
a  

th
eo

  p
hi

eu
  1

16 ' 
so

  v
a 

th 8
ng

  b
ao

  m
u

t  
p

hi
,  

le
  p

hi
 

D
ic

h 
vu

  l
ie

n  
qu

an
:  

-  C
hu

ye
n  

ph
&

 ke
t  q

ua
 q

ua
  

bu
u  
l i

en
;  

-  N
ha

n  
ti

n  
nh

an
  t

h6
ng

  b
ao

  
tr

an
g  

th
ai
 h o

 s
o

  

B
o 

ph
an

  

•
 

• 	
03

 p
hu

t  
T

N
,  T

K
Q

  

T
ai

 lie
u/

 
b

le
u  

m
en

   

:s = .= 
E-,  a 

.:51  
fa, 

o 

..c  :35 
rz. 

 0 

T
ra

ch
 

nh
i§

m
  

 

-(0 tiO ;_, c 	, 	.. (o 	t ..= 
U ,c; 	c.) 

BO
  p

ha
n  

T
hu

  p
hi

 C ---, <cci• ..t .= a. a z  
(c. _c 

0 	u ?i2 c 	.t (c) 	cn ..c ct u ( 	u "Cl 

1
.1
.y

  
L

I 
	

 
a

u
u

 ag
yr

  i
sm

,  
..

.dr  
in

n
 

[
  M

ar
c 	

T
ri

nh
 fi

r  

In
  p

hi e
u  

th
u  

ph
i,  

le
  p

hi
 

a. 
<0. 

X
ac

  n
ha

n  
ph

i,  
le

  p
hi

 ti
m

e  
h i

en
  T

T
H

C
;  G

io
i t

h i
eu

  c
ac

  
di

c h
 Ir

y  
l i

en
  q

ua
n  

N
O

p  
phi

eu
  1

18
 s

a  

•

 
	

 

T
i e

p  
nh

an
  p

hi
&

 h
o 

s o
  

A. 
A. 0 
Z 

N- 



H
.
 QU

Y
  T

R
IN

H
 P

H
6

I H
Q

P
 G

IA
I
 Q

U
Y

E
T

 T
H

U
  T

U
C

  H
A

N
H

 C
H

I N
H

 

tO 
q• n 

<--- 

1-3 
Zi. 
= 

M 

rp>. 

& g,  

co - 
CA 
Q 

I36  sun g
 nO

i dun g h6  sa 

Y
eu

 c'au b6  sung
 nO

i d ung 

Y
o u C

au 136  sun g
 nO

i  d ung 

•

	
 

In Phieu h g
n

 tra ket qua 

E--- r 

n 
.-3 cr .0> 
C 

n 
i- x cr 
CC)  

at 
o :ID) n 

••• p 	0) 

o o '-3 Go >. 

ri 

g 
/ 40 

PhOn g ban 
chuyen 

m
on 

T
rach  

nhie m
  

01  phut 

05  phut 

0
5

 phi tt 

35 	i  
SO S 
1:1 	5 

T
M

  W
O

/  
b
le u

 m
au

  M
a  h

a
  

sa,
 

so  h
o a

 va 
chuye n Ito  sa di

n
 tir

 cho 
Pheng ban

 chuyen
 m

6n 

L
ien,*

 O
ng

 cla n to  chirc 
de  N

I  sung h8
  sa 

N
eu

 ,yo u
 eau

 b
o
 sun g

 qua 
02 lan

 phai  k
ern T

h u
 xin 

16i 

4 
© 

it 



M
O

 ti
 

L
ie

n  
la

c  
C

8n
g  

da
n  

to
 e

h
&

 

M
op  

h 6
 s

o
,  
s

6 
he

m
  v

a 
ch

uy
en

  h
o 

so
  d

ie
n  

ti
t  c

ho
  

Ph
6n

g  
ba

n  
ch

uy
en

  m
on

  

T
M

  li
eu

/ 
bl

eu
  m

A
u  

 

Z : 
= .V. 
E.• 	en 

05
 p

hu
t  

05
 p

hu
t  

T
ra

ch
 

nh i
em

  
 

Pi
l e:1

11g
  b

an
  

ch
uy

en
  

m
on

  

C
an

  1
30

  
T

N
,  T

K
Q

  

C
on

g  

da
n,

T
o 

chO
c  

C
an

  b
e  

T
N

,  T
K

Q
  

T
ri

n
h  

tv
  

Y
eu

  e
au

  n
O

p  
ph

i,  
le

  p
hi

 

Y
eu

  c
au

  n
O

p  
ph

i,  
le

  p
hi

 

B
ie

n  
la

i x
ac

  n
ha

n  
nO

p  
ph

i,  
le

  p
hi

 

T
i e

p  
nh

an
  v

a 
s6

 h
6a

  

azi 



La Nr 
t1:1 
q 
Ct• n 

<— 

H
e  nghi

 n0p,  
phi, le

 phi
 (neu 

c6) 

1.1
4

 

theo
 phieu 

T
rin

h
 tv

 

T
th ket

 q
u
a giai  quyet T

T
H

C
, 

P
hieu dan

h
 gia 

N
Op

 phieu he
n

 tra 

* 

P cr .0) 0 
H 

C C 

0 g* n 

0 	crc?  

T
rack 

n
h

ia
m

 
 0

5
 phut 

0 w 
'0 

a• 

0 
hm 

1-0 

.5:• 

CM .... 
17 	

S".  
Irl 

I= CO 

1
4

1
4 

T
a
i litu/  

bieu
 m

A
u 

M
a  h6  so

 the
o

 phieu: 
- H

o
  
so

 d
a
 giai  

quyet 
nhung

 tre  h
an,
 

chuyen 
sang bu

bo 5  
- H

  O  s
o

 chua
 giai  quyet 

din
g

 h
an,
 

chuyen
 sang 

bu
lk

  6  
- H

o
  so

 k
hOng

 d
u  d

ieu 
kien

 g
ia

i quyet,
 

chuyen 
sang bu

ac 7  

M
o  to  

Le) 
0 



• 

en 
en 

C
an

  b
0  

0 5
 p

hu
t 	

B
M

_  
T

N
,  T

K
Q

  
1 	1 

aq rcl 

1 
i 
act ag 

VC •C 

C:14 
V) 
0 

al  

Cl. 
kr) 
0 

CY 

U 
g 

cy 

o 

T
ra

  It
&

 q
ua

 g
ia

i g
uy

&
 T

T
H

C
,  

T
hu

  x
in

  1$
i,  

P
hi e

u  
(fa

ith
 g

id
 

Ph
i 6

u  
gi

a  
ha

n,
  

T
hu

  x
in

  16
i,  

P
hi

eu
  d

an
h 

gi
a 

T
ra

 ta
n

  b
0  

116
 s

a,
  P

hi
eu

  
de

n h
 g

id
 

„-;  



Or BAN NHAN DAN 
HUYeN/ TH1 )(A/ THANH PHO 

KHUNG NANG LVC CIJA TUNG VI TRi VItC LAM 
TAI TRUNG TAM HANH CHIME! CONG 

TT Ten VTVL 	 Nang lye, Icy nang Ghi 
chu  

* Nang lye: 

- Co nang lyc lath dao, quan 15/ viec thyc hien chit'  tnrang, 
duang 18i dm Ding, phap luat cua Nha nuac ye cong tac cai 
ckh th6 tic hanh chinh va cac van de co lien quan. 
- Co tam thin, to duy doi mai ve cong tac quan 1Y; cong Mc 
CCHC; co Icha nang de xuat va to chic thtrc hien ding tac 
caicach thi tic hanh chinh tren dia ban huyen/ thi 	thanh pho 
- CO tinh than trach nhiem cao, dam nghi, dam lam, dam 
chiu trach nhiem; luon chap hanh nghiem quy dinh cua phap 
luOt va than tang trong thyc thi ding vu; co long nhiet tinh, 
tan tam trong cong viec va tinh te, Icheo leo trong ing 
- CO nang luc to chic, dieu hanh, top hop, down ket can bo, 
ding chic, vien chirc,,ngueyi lao dOng ncri cong tac va phoi 
hop voi cac ca quan, t8 chic, ca nhan co lien quan thuc hien 
tot nhiem vu dirge giao. 
- Am hieu 	vyc CNTT; sir dung thanh thao cac phan 
mem quan 15,  cua Trung tam. 
- CO trinh dO tir dai hoc tra len. 
* KS,  nang: 
- Co ky nang lath dao, chi dao, quan 1Y, dieu hank 
- icy Jiang giao tiep, thuyet phvc ca nhan, to chic. 
- Ky nang phan tich, xi 15,  tinh huong. 
- Giai quyet cac van de phat sinh trong trien khai thyc hien 
nhiem vu. 
- Ky nang sap xep then gian, than cong cong viec.  
*Nang 
- CO nang lyc lanh dao, quan 15,  viec thyc hien ch8 truang, 
throng loi cua Hang, phap luat cua Nha nu& ye cong Mc cai 
each thi tic hanh chinh va cac van de co lien quan. 
- CO tam nhin, to duy doi mai ye acing tac quart 1Y; cong tae 
CCHC; co kha nang de xuat va to chic thtrc hien cong tac 
caicach thi tic hart"' chinh tren dia ban huyen/ thi xa/ thanh 
pho 

- CO tinh than trach nhiem cao, dam nghi, dam lam, dam  

Giam dac 
1 
	

Trung tam 
(kiem nhiem) 

Pho Giam dac 
2 
	

Trung tam 
(chuyen tech) 
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chiu tech nhi'em; ILI& chap hanh nghiem quy dinh cila phap 
luat vi than trong trong thac thi cong vu; co long nhiet tinh, 
tan tam trong cong viec va tinh te, kheo leo trong Ung ma% 
- CO nang lac to chk, diet) hanh, tap hop, doan ket can b(), 
cong chirc, vien chac,,ngtrai lao dOng nai ding tac va phoi 
hop \Teri cac ca quan, to chirc, ca nhan c6 lien quan thac hien 
tot nhiem vii &roc giao. 
- Am hieu linh vac CNTT; sit dung thanh thao cac phan 
mem quan ly cila Trung tam. 
- CO trinh dO tir dai hoc trer len. 
* Ky Kiang: 
- CO Icy nang lath dao, chi dao, quart ly, dieu hanh. 
- Ky nang giao tiep, thuyet phvc ca than, to chirc. 
- Giai quyet cac van de pilaf sinh trong trien khai thac hien 
nhi'em vu. 
- Ky nang sap xep the" gian, phan ding ding viec. 

3 

• 
Van thu — so 

boa ho sa 
(chuyen track) 

*Nang lyc: 
- Hieu Net ye cac nghiep vu mita cong tac van thu; attic hien 
dung cac quy dinh ye tiep nhan, ban giao trong viec chuyen 
giao, tiep nhan van ban, tai lieu. 
- Nam yang quy the dm Van phong co lien quan den cong 
tac van this va ding tac luu tit. 
- Sir dung thanh thao,  cac phuang tien, Icy thuat phyc try in, 
sao tai lieu va cac thiet bi van phong. 
- Am hieu linhvac CNTT; sir dung thanh thao cac than  , 
mem quan ly oh Trung tam. 
- Giai quyet cong viec nhanh cluing, kip thai. 
- CO trinh dq chuyen mon nghiep vu tir trung cap to' len cac 
chuyen nganh hanh chinh, van thu, luu tilt, quan tri van 
pitons hoc de chuyen nganh khk nhung phai c6 chung 
chi bed throng nghiep IN van thu, luu tra. 
* Ky fling: 
- Giao tiep tot. 
- Quart ly then gian, quan 1Y he sa. 
- Tong hop, xay clang bao cao ve cong tac luu frit cilia Trung 
tam theo dinh ky hok dot xuat theo 	dinh. quy 

4 

Thu quy, thu 
phi, le phi, 

quan ly tai san, 
co sa vat chat 
(chuyen track) 

* Nfing lye: 
- Hieu biet ding viec dang lain, ky nang lap so theo deli thu, 
chi tien mat. 
- Quart ly tot viec mua sam tai san va tinh hinh sir dung tai 
sat. 
- Gial quyet cong viec nhanh, kip alai, chili deng, linh boat 
trong cong viec. 
- Am hieu linh vac CNTT; sir clang thanh thao cac phan 
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• 

mem quan 132 dm Trung tam. 
- CO trinh dO chuyen mon nghiap vu tit dai h9c tra len. 
*Kyr Hang: 
- Thai dO giao tiep lich sit, him nha, vui ye, nhiat tinh va can 
than. 
- Tong hop; giao flap tot. 

5 
Ka toan 

(kiem nhiam) 

*Nang lye: 
- Nam yang chuyen mon, cac quy dinh va quan 157 tai chinh, 
ke toan. 
- Tao moi quan N yeti cac don vi lien quan. 
- Giai quyet ding viac nhanh, chinh xk, kip thin. 
- Am hieu anti we CNTT; sir dung thanh thao cac phan‘ 
mem quart 151 dm Trung tam. 
- CO trinh dO chuyen mon nghiap At tir dai hoc tra len nganh 
tai chinh, ke toan. 
*Kyr nang: 
- Soan thao van ban; thanh thao cac phan mem ke toan. 
- Giao tiap tot. 

6 
Cong ngh'a 
thong tin 

(kiem nhi'am) 

*Nang lye: 
- Hieu Net tat link we CNTT; xir ly nhanh cac van de lien 
quan den CNTT, cac phan mem quan ly. 
- Giai quyet cong viac nhanh, kip thed. 
- CO trinh do chuyen mon nghiap vu tir dai h9c tit len 
nganh ding ngha thong tin. 
*Ky.  nang: 
'' KY nang sop thao van ban, thanh thao vi tinh. 
- K.-y rang giao ti6p tat. 

7 

Tiap nhan ho• 

so va tra ke,t 
qua giai quyet 

ho sa 
(chuyen troth) 

* Nang lye: 
- Hieu Net cong viac, cac quy dinh va thit tuc hanh chinh va 
ca the mot cua, ca the mot cua lien thong. 
- Giai quyet cong viac nhanh, xac dinh thai gian giao tra ha 
so dm timg ca nhan, to chirc. 
- Am hieu linh vyc CNTT; sir dung thanh thao cac phan ,, 	, 	, mem quan ly cua Trung tam. 
- CO trinh do chuyen mon nghiap vu tir dai hoc tra len, co 5 
nam cong tac trong linh vyc chuyen nganh. 
* Kyr nang: 
- Phoi hop tot voi cac phOng, ban chuyen mon. 
- Kyr nang giao tiap tat; ky nang soan thao van ban. 

8 
Giam sat - tong 

hop 
(chuyen tech) 

* Nang lac: 
- Am hieu chit tnrcmg, duong lai, chinh sach cua Dang, 
phap luat cua Nha nuerc de van dung vao hoat dOng kiem 
tra, giam sat, giai quyet khieu nai elm to chirc, ca than trong 
giai quyet thit tuc hanh chinh. 



- Nam dugc quy trinh nghiep vu ki8m tra, giam sat, glai 
quyet khieu nai; c6 kha flans thoc hien nhiem yid &roc giao. 
- Co kha nang phan tich, tong hop, danh gia tinh hinh hoat 
dOng lien quan den cong tic hanh chinh tong hop; co kha 
nang tham.muu tong hop va phuc vv. 
- Giii quyetOng viec nhanh, chinh xac, kip thai. 
- Ph8i hop tot veri cac to chat, ca nhan lien quan. 
- Am hieu lTnh we CNTT; sir dung thanh thao cac phan 
mem quan 15/ dm Trung tam. 
- Co trinh do chuyen mein nghiep vu tir dai hoc tree len 
chuyen nganh luat hoac cac nganh N4 hanh chinh hoc. 
* Ky 'ling: 
- Soan thao van ban, viet bao cao. 
- Queen lY theri gian, quan ly ho so. 
- Thu thap va xir br/ thong tin. 
- Lam viec nh6m. 
- Phan tich va tong hop bao cao. 
- Soan thao tot cat van ban 
- Giao tiep tot. 
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MAU 
QUYET DINH THANH LAP 

TRUNG TAM HANH CHINH CONG CAP HUYtN 

COG HOA XA HOI CHU' NGHIA VItT NAM 
Doc 110p - Tv do - Hanh phtic 

...., ngily 	thing ?Om 2017 

QUYET DINH 
W viac thanh lap Trung tam Ranh chinh ding huyan/thi xa/thanh phO 

f.TY BAN NHAN DAN HUYtN/THI XA/THANH PHO 

Can dr Luat T6 chnt chinh quyen dia phucmg ngay 19 thing 6 nam 2015; 

Can cu Nghi quy& se) 30c/NQ-CP ngay 08 thing 11 nam 2011 dm Chinh 
phil ban hanh Chuang trinh tang the cai cach hanh chinh nha nuerc giai down 2011-
2020; 

Can cir Nghi quyat so 36a/NQ-CP ngay 14 thong 10 nam 2015 cua Chinh 
phi va Chinh phit dien 

Can dr Quyat dinh so 09/2015/QD-TTg ngay 25 thong 3 nam 2015 dm Thu 
tuang Chinh phi ban hanh Quy the thuc hien ca the mot dm, ca the mot dra lien 
thong tai co quan harsh chinh nha nuot o dia phucmg; 

Can dr Quyat dinh so 225/QD-TTg ngay 04 thing 02 nam 2016 cila Thu 
Wong Chinh phu va phe duyet Ke hoach cal cach hanh chinh nha mite giai down 
2016 - 2020; 

Can dr Quyat dinh so 2374/QD-UBND ngay 08 thing 10 nam 2016 dm fJy 
ban nhan dan tinh va ban hanh chucmg trinh hanh dOng thuc hien Nghi quyat so 
02/NQ-TU ngay 20 thing 7 nam 2016 dm Tinh fly ve day marsh cai each hank 
chinh, nang cao hieu luc, hieu qua quail 15,  cua b0 may nha nuerc ten dia ban tinh 
This Thien Hue giai down 2016-2020; 

Can co.  Quyat dinh s6 .../QD-UBND ngay 	thing 01 nam 2017 &la 
ban nhan dan tinh ve phe duyet Da an thanh lap Trung tam Hanh chinh ding; 

Xet de nghi dm Van phong Hoi (tang nhan dan va Uy ban nhan dan va 
Phong Noi vu, 

QUYET DINH: 
Dieu 1. Thanh lap Trung tam Hanh chinh cong huy'en/ thi xa/thanh phi; .... 

thuOc Van phong Hoi dang nhan dan va fly ban nhan dan huyen/ thi xa/ thanh pha. 
1. Trung tam Hanh chinh cong chiu stir chi dao, diau hanh tnic tiap elm Chia 

tich fly ban nhan dan huyen/thi xa/thanh pha va quan 13'T ve t6 chirc, nhan skr, hanh 

UY BAN NHAN DAN 
HUYEN/THI  XA/THANH  PHO.... 

So: 	/QD-UBND 
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chinh cua Van phOng HOi clang nhan dan va Uy ban nhan dan huyen/thi xa/thanh 

pho. 
2. Trung tam Hanh chinh ding co con dau, tai lchoan rieng de hoat dOng. Try 

s6 dat tai 
Dieu 2. Nhiem vu: 

, 	1. T6 chirc viec tiep nhan, giao tra kat qua giai quyet thu tvc hanh chinh cita 

to chirc, ca nhan: 
TO chirc niom yet cong khai, kip then, day du, re rang cac thu we hanh chinh. 

BO tri cong chirc, vien chirc: so hod cac ha so cua cac ca than c6 nhu cAu 
giai quyet thu tuc hanh chinh va dugc ltru giu sir dung chung; huemg can, tiep 
nhan, giao tra ket qua giai quyet thu tvc hanh chinh cua to chit, ca nhan thuOc 
tham quyen giai quyet cita Uy ban nhan dan huy'en/thi 	thanh phO, Chu tich Uy 

ban nhan dan huyen/ thi xa/ thanh pho, cac phong, ban chuyen mon thuOc Uy ban 
nhan dan huyen/ thi xa/ thanh pho va Chi evc thue, Bao hiem xa hOi huyen/ thi xa/ 

thanh ph8,... 
, Dieu hem, phai hoop hoat ding twang 	tip nhan, trao tra kat qua giai 

quyet thu tvc hanh chinh cua cac cong chile/ vien chat dugc dieu dOng lam viec tai 
Trung tam Hanh chinh cong. 

2. Giai thich, huemg dan t6 chirc, ca than thtrc hien viec nOp va nhan kat qua 
giai quyat thu tvc hanh chinh dung trinh tv, thu tvc theo quy dinh. T6 chirc hoc 
phoi hop to chirc cac hoat dOng thong tin, tuyen truyen tai Trung tam Hanh chinh 

deg. 
3. Theo dal, don dac viec giai quyet, giao tra kat qua giai quyet thu tvc hanh 

chinh: 
Theo d8i, don die cong chirc/ vien chirc cac co quan, don vi lien quan den 

lam viec,  tai Trung tam Hanh chinh cong trong tiep nhan, huang dAn, tra kat qua 

giai quyet cac thu tvc hanh chinh. 
Theo deli, don dac cac co quan, don vi, ca nhan trong viec giai quyet cac th8 

tic hanh chinh theo dung chirc nang, nhiem vi dam bao tien dO va thOi han tra ket 
qua cho t6 chirc, ca than theo quy dinh. 

Chit'  tri, phai hop v6i cac co quan, don vi chuyen mon ki'am tra viec tiep nhan, 
giai quyet cua co quan, to chirc, don vi, ca than c6 lien quan trong giai quyet thu tvc 
hanh chinh da dugc nhan va chuyan tai Trung tam Hanh chinh cong. 

4. Tang hop tinh hinh, kat qua cong tac tiep nhan, huong dAn, tra kat qua, 
giam sat, don doc viec giai quyet thu tvc hanh chinh dm co quan, don vi, ca nhan 
tham gia tiep nhan, giai quyet thu ttic hanh chinh; bao cao dinh 	va deg xuat voi 

Uy ban than dan huyen/thi xa/ thanh pho. 
Thtrc hien cong tac danh gia kat qua thvc hien nhiem vu cua cong chfrc/ vien 

37 



chirc dupe bE tri ve lam nhiam vu tai Trung tam Hanh chinh cong. 
5. PhEi hop vei the co quan, don vi thuc hien nhcmg ding viec c6 lien quan 

trong qua trinh giai quy61 cac did tut hanh chinh lien thong; trao doi cong the 
nghiap vu; to chirc tap huan, b61 duang nang cao trinh dO chuyen mon cho cong 
chat/ vien chat lam viec tai Trung tam Hanh chinh cong. 

6. Phi harp vOi Van phong HOi ding nhan dan va Uy ban nhan dan 
huyan/thi xa/ thanh pha tham muu ginp Chu tieh Uy ban nhan dan huy'en/thi xa/ 
thanh pha trong viec: 

Tip nhan, xir 157 hoac bao cao co quan tham quyan nhcmg phan anh, kien 
nghi cua cac t6 chirc, ca nhan doi vei nhting nOi dung lien quan den viec giai quyet 
thu tut hanh chinh va viec thuc hien nhiam vu dm cong chat/ vien chat tai Trung 
tam Hanh chinh ding theo quy dinh. 

Da xuat viec do' i mei, cai tian, nang cao chat luting phuc vu, giai quyet cong 
viec nhanh ch6ng, thuan tien cho t6 ,chtic, 	nhan; cung cap dich vu 11.6 trg de 
hueng dan, giai dap vueng mac dm to chirc, ca than ve cac thu tut hanh chinh tai 
Trung tam Hanh chinh ding; 

PhEi hop chat the yeti cac co quan, don vi chuyen mon lien quan de tong 
hgp, bao cao de xuat vei Uy ban nhan clan huyan/ thi 	thanh phE viec diau 
chinh, sira doi, thay the,. ba sung danh muc, quy trinh va cac not dung lien quan 
khac trong viec giai quyet thu tut hanh chinh tai Trung tam Hanh chinh cong. 

De xuat nang cap co se vat chat, phan mem Cmg dung; tich hgp du lieu hoat 
dOng, thuc hien cong Mc an ninh mang va met so nOi dung khac trong pham vi 
hoat deng cua Trung tam. 

7. Quan 15,  nhan su, tai san, co se vat chat, 1Cyr thuat cna Trung tam Hanh 
chinh ding theo quy dinh cua phap luat; bo tri khoa hoc, hop 15,  cac khu vuc cung 
cap thong tin, giai quyet thu tic hanh chinh, trang thiet bi phuc vu to chirc, ca nhan 
den giai quyet thin tuc hanh chinh tai Trung tam Hanh chinh ding. Thuc hien cong 
tat thong tin, bao cao theo quy dinh. 

Thuc hien viec thu phi, le phi (nEu co) theo quy dinh 

Thuc hien met so nhiam vu khk khi dirge giao. 

Dieu 3. Ca cau to chat va bien che: 
1. Lanh dao Trung tam Hanh chinh cong c6: Gam dEc do Ph6 Chanh Van 

phong Hei deng nhan dan va Uy ban than din huyan/ thi 	thanh phE phu trach 
kiem nhiem va 01 Ph6 Giam dec chuyen trach. 

2. Cac BO phan chuyen men, nghi'ep vu: Bo phan Hanh chinh — Quan tri, BO 
phan Tiep nhan he so va tra ket qua; Be phan Ho trg - Giam sat: 

- Ging 	vien chirc lam viec tai BO phan H'anh chinh — Quan tri va Bo phan 
Giam sat - Tong hgp la cong chird vien chirc cua Trung tam Hanh chinh cong. 
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- Cong chirc/ vien chive lam viec tai B6 phan Tiep nhan ha sa va tra ket qua 
gam cong chirc/ vien chirc cua cac phOng, ban tnrc thuOc Uy ban nhan dan huyen/ 

thi 	thanh pho va mOt so ca quan nganh dgc dang tren dia ban huyen/ thi xa/ t  
thanh pho dugc tri den lam viec tai Trung tam Hanh chinh cong theo quyet dinh 
cua Uy ban nhan dan huyen/ thi xa/ thanh pho. 

3.,  Bien the cong chirc/ vien chirc 	Trung tam Hanh chinh ding thuOc 

bien che cua Van phOng HOi (long than dan va Uy ban nhan dan huyen/ thi xa/ 
thanh pho, truac mat tam giao...cong chirc va...vien chirc chuyen mon, nghiep vu. 

Dieu 4. Co the thi chinh va co' sitvit chit: 

1. Kith phi hoat dOng cua Trung tam Hanh chinh dugc dam bao to ngu6n 
ngan sach nha nu6c cap va mOt phan kinh phi dugc trich lai tit viec thu phi, le phi 
lien quan den hoat dang giai quyet thu tue hanh chinh theo quy dinh cua phap luat 
ve vice thu, quan 1Y, sir dung phi va le phi. 

2. Van phong HOi clang than dan va tJ' y ban nhan dan huyen/ xa/ thanh 
pho c6 trach nhiem dam bao kinh phi, ca so vat chat va trang thiet bi phqc vu cho 

hoat do, ng cua Trung tam Hanh chinh cong. 

Dieu 5. Giam dac Trung tam Hanh chinh cong huyen/ thi xa/ thanh pho xay 
dung Quy the t6 chirc va hoat dOng caa Trung tam trinh Chu tich Uy ban nhan dan 
huyen/ thi xa/ thanh phO phe duyet de thuc hien. 

Dieu 6. Quyet dinh nay c6 hieu luc thi hanh ke tit ngay ky. 

Dieu 7. Chanh Van phong HOi clang nhan dan va Uy ban nhan dan huyen/thi 
xa/thanh pho, Thu tnremg cac phong, ban chuyen m8n thuOc Uy ban nhan dan 
huyen/thi xa/thanh pho, Chi cue Thue, Bao hi'em Xa hOi huyen/thi xa/thanh pho,... 
Giam dac Trung tam Hanh chinh cong va Thu throng cac dan vi c6 lien quan chiu 

trkh nhiem thi hanh Quyet dinh nay./. 

Nei nhipz: 
- Nhu Dieu 7; 
- UBND tinh; 
- 	Nei vu; 
- ThuOng vu huyen/thi/thanh uY; 
- Tr HDND huyen/ thi xa/ thanh pho; 
- CT va cac PCT UBND huyen/thi xa/thanh ph6; 
- Cac PCVP va eau CV; 
- Luu: VT, NV. 

TM. tY BAN NHAN DAN 
CHU TICH 
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• 

mAU 
QUY CHE TO CHOsC HOAT DONG 

CUA TRUNG TAM HANH CHINH CONG CAP HUYBN 

1N BAN NHAN DAN 
HUYEN/THI XA/THANH P110 

LONG HOA XA HOI C111) NGHIA VItT NAM 
Dac lap - Thy do - Hanh pink  

   

• 

S6: 	/QD-UBND 	, ngay 	thOng 	nam 2017 

QUYET DINH 

Ban hanh Quy the to chat ye hoat dOng cim Trung tam Hanh chinh &Ong 

1:11( BAN NHAN DAN HUYEN/THI XA/THANH PH6 

Can cu Luat To chirc chinh quyen dia phucrng ngay 19 thong 6 nam 2015; 

Can dr Nghi quyat s6 30cNQ-CP ngay 08 thong 11 nam 2011 cda Chinh 
phil ban hanh chuong trinh tong the cai each hanh chinh nha nu& giai dog! 2011 -
2020; 

Can eft Nghi quyet se 36a/NQ-CP ngay 14 thong 10 nam 2015 dm Chinh 
phii ye Chinh pho dien 

Can dr Quyet dinh se 09/2015/QD-TTg ngay 25 thong 3 nam 2015 dm Thu 
tuong Chinh phii ban hanh Quy the thuc hien ca the met dm, ca the met cira lien 
thong tai co quan hanh chinh nha nuac a dia phuong; 

Can dr Quyet dinh se /QD-IEND ngay thong nam 2017 cila Uy ban 
nhan dan tinh ye viec Phe duyet De an thanh lap Trung tam Hanh chinh cong 
huyen; 

Can eft Quyet dinh se /QD-UBND ngay thong nam 2017 elm Uy ban 
nhan dan huyen/ thi xa/ thanh ph8 ye viec thanh lap Trung tam Hanh chinh cling; 

Xet de nghi cua Giam doe Trung tam Hanh chinh cong, 

QUYET DINH: 

Dieu 1. Ban hanh kem theo Quyet dinh nay Quy the t6 chat va hoat dOng 
cua Trung tam Hanh chinh ding huyen/ thi xa/ thanh phe. 

Dieu 2. Giao Giam doe Trung tam Hanh chinh cong huong can, kiem tra, 
don doe viec thyc hien Quy the nay, dinh ky boo coo Uy ban nhan dan huyen/ thi 
xa/ thanh phe. 

Dieu 3. Quyet dinh nay ea hieu lye thi hanh ke to ngay ky. 

Dieu 4. Chanh Van phong HOi deng nhan dan va Uy ban nhan dan huyen/thi 
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xa/thanh ph& Giam cl6c Trung tam Hanh chinh cong, thu truong the phong, ban 
chuyen men thu6c Uy ban nhan dan huyen \TA cac to chat, ca nhan c6 lien quan 
chiu trach nhiem thi hanh Quyet clinh nay". 

Noi 
- Nhtr Dieu 4; 
- UBND tinh; 
- SA NAi vu; 
- Thuerng vu huyen/ tin/ thanh uy; 
- TT HDND huyen/ tin xa/ thanh pho; 
- CT va cac PCT UBND huyen/ thi 	thanh phA; 
- Cac CV; 
- Ltru: VT, NV. 

TM. UY BAN NHAN DAN 
CHU TICH 
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UY BAN NHAN DAN 	CONG HOA XA HOI CHIT NGHIA VItT NAM 
HUYEN/THI XA/THANH PHO 	Do, c lap — Tu. do —113nh phfic  

QUY CLUE 
TO chat va ho3t Ong cua Trung tam hank chinh cong 

huyen/ thi xi/ thanh 

(Ban hgnh kern theo Quye't clinh so /QD-UBND 
ngay thong nom 2017 clic' UBND huyen/thi xei/thanh pha 	) 

Chuang I 

NI-ONG QUY DINH CHUNG 

Dieu 1. Phum vi dieu chinh vi dOi turig fip dung 

1. Pham vi dieu chinh: Quy the nay quy dinh ye nguyen tic, le lei lam viec, 
the dO trach nhiem cua Trung tam Hanh chinh cong huyen/ thi xa/ thanh ph6 cac 
co quan, t6 chire, ca nhan va don vi c6 lien quan den viec giai guy& cac TTHC tai 
Trung tam Hanh chinh cong huyen/ thi xa/ thanh pho (sau day g9i tat la Trung 
tam); 

2. Doi tucmg dp dung, gem: Cac t6 chirc, ca nhan va cac ca quan quan 131,  nha 
nuac c6 trkh nhiem, them quyen giai quyet cac TTHC (sau day g9i chung IA co 

quan chirc nang) thtrc hien tai Trung tam. 

Dieu 2. Giii thich tir net 
Trong Quy the nay, cac tir nger clued day dugc hieu nhu sau: 

1. Thzi tuc hgnh chinh (TTHC) la trinh tu, cach thirc thtrc hien, he so va yeu 
cau, dieu kien do co quan nha nuerc, ngueri co them quyen quy dinh de giai quytt 
met cong viec en the lien quan den to chirc, ca nhan. 

2. Trinh to thuc hien la thu to cac buck tin hanh cua dei tugng va co quan 
thgc hien TTHC tong giai quyet met ding viec ell the cho to chirc, ca nhan. 

sa la nhimg loai giAy to ma di tugng thtrc hien TTHC can phai nep 
hoac xuat trinh cho co quan, to chirc co them quyen giai quyet TTHC truec khi co 
quan thtrc hien TTHC giai quyet met cong viec cu the cho to chuc, ca nhan. 

4. Ha sa hop le IA he so dung so luting va co du the loai giay toy theo quy 
dinh cua phap luat. 

5. Ha sa chua hop le IA ho so chua du se luting hoac chua co du cac loai 
giay to theo quy dinh. 

6. Ha sa khong thuac phgm vi giai quyet la he so khong thuOc them quyen 
giai quyet cua the co quan, don vi tai Trung tam. 

2 

42 



7. Ngby 	Ngay lam viec Id cac ngay trong tuan tir thin Hai den sang 
thin Bay trir nhung ngay nghi theo quy dinh cua phap luat. 

Dieu 3. NguVen tac lam viec 

1. Trung tam la dau mOi tap trong de cac ca quan chuyen mon thuec UBND 
huyen va cac ca quan,  Cong an huyen, Chi cvc Thue, Bao him 	Mi cap huyen 
dat tai dia phuang, be tri cong chnc den time hien viec htrang dan, tiep nhan, tra 
Let qua giai quyet TTHC,  lien quan den to chirc,,ca nhan. Trung tam 	thay 

mat cac ca quan, don vi de giai quyet TTHC 	to chat, ca than. 

2. Toan M qua trinh giai quyet TTHC, Trung tarn va cac co quan chnc nang 
phai chu dOng phoi hop chat ch'e, thvc hien nghiem tic quy trinh, bac dam cho the 
t6 chnc, ea nhan c6 nhu cau giai quy& TTHC trong danh muc TTHC da quy Binh 
time hien tai Trung tam chi den lam viec tai mgt dia chi la Trung tam dugc giai 
guy& cac TTHC; cac ca quan chirc nang khOng dirge tiep nhan M sa TTHC tai co 
quan mirth d& vii cac thu tie da quy dinh tiep nhan tai Trung tam. 

3. Cong chdc, vien chirc cna cac co quan, dun vi dirge cap tai khoan 
(account) de truy cap Phan mem dien tit, c6 tech nhiem nghiem tac tuan thu quy 
trinh va huding dan sfr dung cua phan mem, cap that day du cac not dung vac) phan 
men: theo yeu cau dat ra. Trong truang hap xay ra str co k5) thuat dan tai viec phan 
mem di@.1 tit ngtrng hoat &Ong, ngued co trach nhiem cap,nhat thong tin tam thai 

ghi nhan viec xir lY bang cac phuang tin khac (ghi nhan,bang giay hoac tren t'ep 

van ban...) va capnhat cac thong tin da. 	vao he thong ngay sau khi sir co ICy 

thuat dugc khac phyc. 

4. Trong qua trinh thvc hien nhiem vu ding chire, vien chirc c6 thai dO h6a 
nil& an can, lich su, nghiem the trong giao tie]) vii to chirc, ca nhan; khong gay 
phien ha, sach nhieu, tieu cvc hoac co cac hanh vi vi pham khac dt)i vai to chnc, ca 
rinan. Neu vi pham, thy theo mirc do se bi xir ly theo quy dinh. 

5. Cong chire, vien chirc c6 sang kien, giai phap nang cao hieu qua cong tee 
doge xem xet khen throng va de bat theo quy dinh. 

Dieu 4. Che de lam viec 

1. Viec quan ly, dieu hanh cong viec hang ngay tai Trung tam thvc hien theo 

che c10 Thu truing. 

2. Cac ding chirc dugc phan cons nhan nhiem vu tai Trung tam phai thvc 
hien ding chnc trach, nhiem vv dugc giao. 

3. Cong chirc, vien chnc dirge dr den lam viec tai Trung tam phai throng trvc 
tai not lam viec theo thai gian quy dinh tai IChoan 3 Dieu 5; truing hgp di Clang tac 
hoac c6 lY do ving thi phai bao cao vii Giam d6c Trung tam va lanh dao co quan 
chuyen mon de cu nguai khac thay. 

43 



• 

4. Trong gia lam viec harsh chinh cac cong chirc, vien chIrc va nhan vien 
thuOc Trung tam phai mac dong phuc (ft* cong chirc cua nhang co quan; don vi c6 
&mg phuc cua nganh theo quy dinh), deo the cong chirc, vien chrc thuan tin 
trong giao dich ding tac; trong giao tip va giai quyet cong viec phai thuc hien 
dung quy dinh ve van hoa giao tiep a cong ser, khong duct gay phion ha, sach 
nhieu. 

5. Viec hgp, giao ban cong viec cua Trung tam phai ba tri vao thai diem phir 
hap, khong duge de anh huong den giai quyat dog viec ciia cac to chuc, ca nhan 
va cac co quan chirc nang, don vi lien quan trong gia hanh chinh. 

Dieu 5. Thai gian lam viec 
1. Trung tam tip nhan va tra kat qua vao tat ca cac ngay lam viec, tir thu 

Hai den sang thu Bay hang tuan. 
, 2. Thai gian giai quy'dt TTHC thgc hien tai Trung tam la then gian lam viec 

do cap tham quyen quy dinh (khong,ka ngay nghi theo quy dinh) va dirge tinh ke 
tit ngay tiep theo sau ngay nhan h6 so hgp 

3. Thai gian lam viec: Ck ngay lam viec trong tuan (trer cac ngay nghi theo 
quy dinh): 

Buei sang: Tit 7gier 00 phut den 11 gib.  30 phitt; 

Buiai chiau: Tit 13 gia 30 ph& den 17 gib 00 phin. 
Thai gian giao dich dal vai to chirc, ca nhan: Bued sang tir 7gia 30 phut den 

11 gib; Buai chiau tir 14 gib den 16 gia 30 phit. 

Chtrcrng II 

CAU TO CHIYC, NHTEM VU QUYEN HSN 

Dieu 6. Ca cdu to chtic ciia Trung tam 
1. Lanh dao Trung tam dim: Giam dac va 01 Pho Giam d6c. 

a) Giam dac la ngtrai dung dau Trung tam, lanh dao, chi dao va diau harsh 
hog dOng chung cua Trung tam, chiu tech nhiam tnrac Chit tich UBND huyen/ thi 
xa/ thanh ph6, Chanh Van phang HDND va UBND huyan va truorc phap luat va 
toan b0 hoat dOng cua Trung tam. 

b) Pho Giam d'ac Trung tam giop Giam d6c Trung tam phu tech mOt hoac 
mOt so linh vue cling the do Giam dec Trung tam phan cong va chiu tech nhiam 
tnrac Giam d8c Trung tam va cat nhiam vu cong tac duge giao. 

2. Cac BO phan chuyen mon, nghiap vu gam: 

a) BO phan Hanh chinh — Tang hgp; 

b) BO phan Tiep nhan ha so va tra kat qua; 
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c) BO phan H6 trg - Giam sat. 

Giam dac Trung tam quy dinh cu the chirc nang, nhiem vu va mai quan he 
Gong tac cua cac Bo phan thuac Trung tam. 

3. Nhan sv cac b0 phan chuyen mon, nghi'ep vv: 

a) BO phan Hanh chinh - Tang hop: Bao gam cac cong chirc, vien chirc 
thuac bien che cita Van phong HDND va UBND huyen/ thi xa/ thanh pha, do 
Trung tam trvc tiep quan 15T va phan ding nhiem vv. 

b) BO phan Tip than ha so va tra kat qua: Ong chirc, vien chirc thuac cac 
phOng, ban trvc thuac UBND huyen/thi xa/ thanh pha va mat so co quan nganh 
dgc (long tren dia ban huyen/thi xa/ thanh pith duge bo tri den lam viec tai Trung 
tam. 

c) BO phan H6 trg - Giam sat: cac cong chirc, vien chirc thuOc bien the cua 
Van phOng HDND va UBND huyen/ thi 	thanh pha, do Trung tam trvc tiep 
quan 1Sr va phan cong nhiem vv. 

Dieu 7. Nhqm vu cua Trung tam 
1. To chirc viec tiep than, giao tra kat qua giai quyet TTHC cua to chirc, ca. 

nhan: 

To chirc niem yet ding khai, kip then, day du, it' rang cac TTHC. 

Bo tri cong chirc, vien chirc: So hoa cac ha so dm cac ca than c6 nhu cau 
giai quyet TTHC,  va &rac luu gift sir dung chung; hiking dan, Wei) than, giao tra 
kat qua giai quyet TTHC cua to chirc, ca nhan thuOc tharn quyen giai quyet cua 
UBND huyen/thi xa/ thanh pha, Chu tich UBND huyen/ thi xa/ thanh pha, cac 
phOng, ban chuyen mon thuOc UBND huyen/ thi xa/ thanh pha va Chi cue thua, 
Bao hiam xa hai huyen/ thi xa/ thanh pha,... 

Dieu hoa, phai hop hoat dOng huong dan, flap nhan, trao tra kat qua giai 
quyet TTHC cua cac ding chirc, vien chirc dirge dieu dOng lam viec tai Trung tam. 

2. Giai thich, huong dan t6 chirc, ca nhan thve hien viec nap va nhan kat qua 
giai quyet TTHC dung trinh tv, thu Ale theo quy dinh. To chirc hoac phoi hop to 
chirc cac hoat (tang thong tin, tuyen truyen tai Trung tam. 

3. Theo a don dac viec giai quyet, giao tra kat qua giai quyet TTHC: 

Theo d'Oi, don dac cong chirc, vien chirc cac co quan, dan vi lien quan den 
lam viec tai Trung tam trong tiep than, huong clan, tra ket qua giai quyet cac 
TTHC. 

Theo clni, don dac cac co quan, don vi, ca nhan trong viec giai quyet cac 
TTHC theo dung chirc nang, nhiem vu dam boo den do va thei han tra ket qua cho 
to chirc, ca nhan theo quy dinh. 

Chu tri, phai hop \Ted cac co quan, don vi chuyen mon kiam tra viec tiep than, 
giai quyet cua co quan, to chirc, don Ai, ca than c6 lien quan trong giai quyet TTHC 
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da dugc than va chuyen tai Trung tam. 

4. Tong hop tinh hinh, kat qua tong tac tiep nhan, huong dan, tra ket qua, 
giam sat, don doe viec giai quyet TTHC &la co quan, don vi, ca nhan tham gia tiep 
nhan, giai quyet TTHC; ban cao dinh ky va det xuat vth UBND huyen/thi xa/ thanh 
ph6. 

Thvc hien tong tac danh gia ket qua thvc hien nhiem vu dm tong chic, vien 
chat ducc bo tri ve lam nhiem vv tai Trung tam. 

5. Ph& hgp \Rai cat co quan, don vi thvc hien nhemg tong viec c45 lien quan 
trong qua trinh giai quyet cat TTHC lien thong; trao dei tong tat nghiep vv; to 
chirc tap huan, b8i clueing nang cao trinh de chuyen mon cho tong chic, vien chfrc 
lam viec tai Trung tam. 

6. Phei hop vei Van phong HDND va UBND huyen/ thi xa/ thanh phe tham 
muu gidp Chu tich UBND huy'en/ thi xa/ thanh ph6 trong viec: 

Tip nhan, xi 15T hoac bao cao co quan tham quyEn nhiing phan anh, kien 
nghi dia cat to chic, ca nhan &Ed vai nhimg nei dung lien quan den viec giai quyet 
TTHC va viec thvc hien nhiem vv cua cling chic, vien chic tai Trung tam theo 
quy dinh. 

DE xuat viec d& mai, tai tien, nang cao chat lugng phvc vv, giai quyet tong 
viec nhanh ch6ng, thuan fien cho t6 chic, ca nhan; cung cap dich vv. 116-  trq de 
huang dan, giai dap vuOng mac dm to chic, ca nhan ve cat TTHC tai Trung tam; 

Phi hop chat the *wed cat co quan, don Ni chuyen men lien quan de tang 
hop, bao cao de xuat von UBND tinh viec dieu chinh, sira dei, thay the, b6 sung 
danh muc, quy trinh va cat nei dung lien quan khac trong viec giai quyet TTHC tai 
Trung tam. 

DE xuat nang cap ca sar vat chat, phan mem irng dung; tich hgp der lieu hoat 
dOng, thvc hien tong tot an ninh mang va met so nei dung kHz trong pham vi 
boat deng cii a Trung tam. 

7. Quan 15T nhan sv, tai san, co so vat chat, k9 thuat caa Trung tam theo quy 
dinh cua phap luat; bo tri khoa hoc, hop ly cat khu vvc cung cap thong tin, giai 
quyet TTHC, trang thiet bi phvc vu to chic, ca than den giai quyet TTHC tai 
Trung tam. Tillie hien cling tac thong tin, bao cao theo quy dinh. 

nut hien viec thu phi, le phi (nen co) theo quy dinh. 

Thvc hien met se nhiem vv lchac khi duce giao. 

Dieu 8. Quyen tun cim Trung tam 
1. Ti choi tiep nhan cat he so chug him le theo quy dinh. 
2. Dugc de nghi cat co quan chat nang va cat co quan, don vi c6 lien quan 

cung cap th8ng tin, tai lieu lien quan de phut vv cho tong tat giai quyet thu tic, he 
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so; duce yeu cau cat co quan chat nang bao cao thong tin ye viec tiep nhan va ti'en 
dO giai quyet cat TTHC cho cac to chat, ca nhan. 

3. Lanh dao, tong chirc, vien chat có lien quan cua Trung tam dugc tham du 
cat phien h9p dinh kY, dOt xuat cua UBND huyen/ thi xa/ thanh ph6 va cat cuOc 
h9p cua lath dao UBND huyen/ thi x5/ thanh ph6 ban ye cat cha truong, co the 
chinh sach dau to va cat du an dau to tin huyen/ thi xa/ thanh ph6, cai cach TTHC 
va theo chi dao caa UBND huyen/ thi xa/ thanh ph6; tham du cat cuOc h9p cua cat 
phong, ban chuyen mon thuOc UBND huyen/ thi xa/ thanh pho va cat co quan, don 
vi có lien quan den giai quyet TTHC kip thin nam bat thong tin, phut vu tong 
tac. 

4. Da xuat trang bi co s& vat chat can thiet, nham dap img va nang cao hieu 
qua hog dOng cua Trung tam. 

5. Dugc huerng day du cac the 0, chinh sach theo quy dinh hien hanh. 

6. Kiem tra, giam sat, dart gia, don d6c viec giai quyet TTHC cua cac co 
quan, don vi tai Trung tam dam bao dung quy trinh va thai gian quy dinh thong qua 
phan mem hanh chinh tong. Chi do, ng trao &Si van cat co quan, don vi tint tiep xir 
1Y, giai quyet TTHC nham than ger vuong mac trong qua trinh thgc hien quy trinh 
giai quyet TTHC; phoi hop lam re nguyen nhan cat truemg hop giai quyet TTHC 
cham so \had quy dinh. 

7. Danh gia, nhan xet ve viec tiep nhan, tra lc& qua; tinh than troth nhiem, 
thai do, tat phong lam viec caa tong chirc tai Trung tam; dugc de nghi UBND , 
huyen/ thi xa/ thanh 	khen thuong cac to chat, ca nhan thuc hien tot viec giai 
quyet cat TTHC tai Trung tam; de nghi Thu truong cat co quan, don vi cha quan 
khen thugng hoc ky luat theo quy dinh. 

8. Bao cao, de xuat UBND huyen/ thi xa/ thanh ph6 quyet dinh dieu Ong 
cOng chuc vi pham Quy che lam viec, quy trinh giai quyet TTHC hoac nang luc 
chuyen mon khong dap img dugc yeu cau nhiem vu dugc giao sau khi thong nhat 
veri co quan, don vi sir dung tong chirc. 

Dieu 9. Nhi?ni N!, quyen han ciia Giant die, Pho Giam dOc Ira the BO 
phan thustic Trung tam. 

1. Giam Mc Trung tam: 

a) Chi dao town dien cat hog Ong cua Trung tam; chiu trach nhiem truck 
Chu tich UBND huyen/ thi xa/ thanh pho ve hog dOng Trung tam. 

b) Quan ly, phin tong, dieu hanh cong viec cua tong chirc/ vien chat thuOc 
Trung tam trong gia lam viec; 

c) Ky cac loai van ban lien quan hoat Ong caa Trung tam theo quy dinh va 
chiu trath nhiem ve not dung cac van ban. KY duyet chimg to chuyen tra lien thu 
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phi, le phi cho cac co quan chirc nang chu tri giai quyet TTHC theo quy dinh hien 
hanh cua Nha nuerc. 

d) Duct thira lenh Chia tich UBND huyen/ thi x5/ thanh ph6 k9 van ban don 
Me cac co quan chirc nang va don vi c6 lien quan den giai quyet cac TTHC de 
dam bao thai gian theo quy dinh; bao,  cap va xuat v6i 	tich UBND huyen/ 
thi xa/ thanh pho bien phap xir 19 MI veri nhang trugng hop giai quyet thu tut 
khong dam bao theri gian quy dinh. 

d) Chia tri viec hop, giao ban ding viec cua Trung tam theo Quy the nay va 
Quy the lam viec dm Van phi:mg HDND va UBND huyen/ thi xa/ thanh ph6; tong 
hgp, ban cao tinh hinh giai quyet cong viec cua Trung tam theo quy dinh; 

e) Co tech nhiem bao cao kip theri yeti UBND huyen/ thi xa/ thanh ph6, Chia 
tich UBND huyen/ 	thanh ph6 nhiing van de kh6 khan, vuerng mac lien quan 
den thvc hien chat rang, nhiem vu cua Trung tam va cac cong viec tai Trung tam, 
de xuat bien phap giai quyet. 

g) De xuat veri UBND cap huyen, Van pheng HDND va UBND huyen/ thi 
x5/ thanh phO cac bien phap day mph cai each TTHC de nang cao hieu qua hoat 
dOng cua Trung tam. 

h) Chiu trach nhiem truerc Chanh Van phemg HDND va UBND huyen/ thi 
xa/ thanh pho ve quart 19 tai san, can b0, nhan viers va thoc hien cac che dO sixth 
hoat, ding tac hanh chinh lchac tai Trung tam. 

2. Ph6 Gam Mc Trung tam: 

a) Thoc hien cac nhiem vu theo so phan dog maa Giam d6c Trung tam theo 
quy dinh tai Khoan 1 Dieu nay. 

b) Thvc hien nhiem vu lchac theo so phan cong cua Giam Mc Trung tam. 

c),Dugc lay quyen dieu hanh hoat dong 	Trung tam khi Giam d6c Trung 
tam di yang va dugc thong bao tren phan mem dien dr. 

3. BO phan Hanh chinh — Tang hoop: D6i veri cong chirc oda Trung tam ducyc 
bo tri thvc hien cac cling viec hanh chinh — tong hop: 

a) Thoc hien nhiem vu chuyen mon do Giam Mc Trung tam phan ding. 
Thoc hien nhiem vu le tan hung den, s6 hod ho so, quan 19 hart chinh, quan tri 
mang, quan 19 nhan su, tai san, co.ser vat chat, ky thuat 	,Trung tam theo quy 

dinh 	phap 11.14; dexuat mua sam, bo sung the trang thiet bi phut vu the co 
quan chirc nang, to chirc, ca nhan den giai quyet TTHC tai Trung tam. 

b) Chap hanh nghiem chinh Quy che, quy dinh ala Trung tam va cac quy 
dinh cua phap luat hien hank 

c) Chiu trach nhiem tnr6c phap luat; truerc lanh dao Trung tam, lanh dao 
Van phemg HDND va UBND huyen ve thvc hien nhiem vu dugc giao. 

• 



d) Trong qua trinh giai quyet ding viec dugc giao, nau c6 gi ph& sinh, kip 
theri bao cao lanh dao Trung tam va Van phong HDND va UBND huyen giai quyet 
cac cong viec dugc giao dE bao cao UBND huyen giai quyet theo quy dinh. 

d) Dugc bao dam trang thiat bi va cac dieu kien lam viec khac theo quy dinh 
dm phap luat; duce cung cap thong tin lien quan dan nhiem vu, quyen han dugc 
giao; dugc phap luat bao ve khi thi hart cong vu. Dugc huong cac che do bOi 
duifmg, ho trg theo quy dinh hien hart 

4. BO phan Tiap nhan he so va tra kat qua: Er& voi cong chirc cua cac co 
quan, don vi dugc b6 tri ve thyc hien nhiem vu tai Trung tam: 

a) Thtrc hien nhiem vu chuyen mon do co quan, dun vi quan ly true tiep 
phan cong. Thuc hien nhiem vu huong dan, tiap nhan, tham dinh he so theo quy 
trinh quy dinh, tra kat qua dung hen cho to chirc, ca. than. Viec huong dan t6 chat, 
ca nhan thtrc hien TTHC day du, r6 rang, chinh xac, dam bao to chirc, ca nhan chi 
phai be sung WO so met Ian. 

b) Chap hanh nghiem chinh Quy che, quy dinh cua Trung tam va cac quy 
dinh cua phap luat hien hank. 

c) Chiu trach nhiem truot phap luat; truerc lath 40 co quan, don vi va lanh 
dao Trung tam ye viec giai quyet TTHC cua to chit, ca. nhan. 

,d) Kip thOi nghien dm cap nhat nhung quy dinh 	phi') 14t de tham mutt 
sira dei, bo sung, hoan thien TTHC phu hop \led quy dinh hien hanh bao cao, de 
xuat lanh 4o co quan, don vi true trap quan 1Y, plied hop veri Trung tam xem xet, 
bao cao UBND huyen quyet dinh theo quy dinh. 

d) Dugc bao dam trang thiat bi va cac diau lcien lam viec khac theo quy dinh 
cua phap luat; dugc cung cap thong tin lien quan den nhiem vu, quyen han dugc 
giao; dugc phap luat bao ve khi thi hanh cong vu; duce huong cac che de b8i 
dusOng, he trg theo quy dinh hien hanh. 

5. BO phan Ho trg - Giam sat: 

a) Thtrc hien nhiem vu giam sat cac t  ding viec huong dan,,  tiap nhan, 	n' an, tha 
dinh ho so theo quy trinh quy dinh, tra kat qua dung hen cho to chirc, ca than. 
Thgc hien viec tiap nhan ,y hen khieu ni, to cao va thtrc hien dung theo tharn 
quyen de" giai quyet cac van de do to thuc, ca nhan co khiau nai, to cao, phei hop 
yeti Trung tam de kip thai xir ly cac van de khiau nai, to cao. 

Thtrc hien cong tac thong tin, bao cao tong hop theo quy dinh. 

b) ChAp hanh nghiem chinh Quy che, quy dinh cua Trung tam va cac quy 
dinh cua phap luat hien hank. 

c) Chiu trach nhiem truem phap luat; truorc lath 4o co quan, don vi va lath 
dao Trung tam ve viec giai quyet khiau nai, to cao doi cua t6 chuc, ca than dei vbi 
viec giai quyet TTHC tai Trung tam. 
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d) Kip thed nghien thu cap nhat nhiing quy dinh cim phap luat ve giai quyet 
khieu nai, to cao de tham muu sira doi, bo sung, hoan thien cac quy dinh, bao cao, 
de xuat lanh dao co quan, don vi true tie') quan 1Y, phoi hgp veri Trung tam xem 
xet, bao cao UBND huyen quyet dinh theo quy dinh. 

d) Dugc bao dam trang thiet bi va cac dreu kien lam viec khac theo quy dinh 
cua phap luat; dugc cung cap thong tin lien quan den nhiem vu, quyen han duge 
giao; dugc phap luat bao ve khi thi hanh cong vu. Dirge huong cac the do bOi 
duang, ho.  trg theo quy dinh hien hanh. 

Chiang III 
TIEP NH:4N VA GIAI QUYET CAC THU TUC HANH CHiNH 

Dieu 10. Cac TTHC thtrc hien 4i Trung tam 

Bao gem ,100% TTHC cim cac nganh, lTnh vuc theo quy dinh cim phap luat 
thuOc tham quyen giai quyet cila UBND cap huyen va cua cac phong, ban chuyen 
mon thuOc UBND cap huyen; cac TTHC co quan Trung uong duct to chirc theo 
nganh doe dat tai dia phuong dal dugc UBND tinh, UBND huyen phe duyet Danh 
mix cac TTHC dua vao thuc hien tai Trung tam. 

Dieu 11. Quy dinh del veri to chic, ca nhan den giai quyet TTHC tai 

Trung tam 
1. T6 chirc, ca than c6 nhu cAu giai quyet TTHC tai Trung tam dirge cong 

chirc huong dan lap ho so; tiep nhan hO so, ghi phieu hen tra ket qua theo quy dinh. 

2. Thuc hien day du cac quy dinh ve giai quyet TTHC va cac quy dinh cua 
Trung tam; nOp day du cac khoan phi, le phi (neu co) theo quy dinh. 

3. Tir ch6i thuc hien nhang yeu cau khong dugc quy dinh trong TTHC hoac 
chua dugc ding lchai theo quy dinh. 

4. Chiu trach nhiem ve tinh hgp phap, chinh xac cua cac giay to c6 trong he 
so va cung cap day du thong tin c6 lien quan; khi nhan ket qua 'TTHC phai mang 
theo giay hen tra ket qua va giay to tiny than (Giay chimg mink thu than dan hoac 
ho chieu,...) hoac c6 giay Oy quyen cua ngued co to each phap than (hoac nguari 
dai dien theo phap luat) doi yeti truemg hgp khong true tiep di nhan, cu ngued di 
nhan thay ket qua. 

5. Khong dirge can tth viec giai quyet TTHC cua cac cong chirc thuc hien 
nhiem vu tai Trung tam. 

6. Khong hei to hoac dimg cac thu dean Ichac de Era &Si cong chirc thuc hien 
nhiem vu tai Trung tam trong qua trinh giai quyet TTHC; 

7. Phan anh, kien nghi vei cac co quan co tham quyen ye nhimg bat hgp 
lY cua TTHC va cac hanh vi vi pham cna cong chirc trong thuc hien TTHC; 

8. Khieu nai, to cao cong eh& Vet viec giai quyet TTHC khong ding quy dinh; 



9. TO chat, ca nhan khi den giai quyet TTHC tai Trung tam phai c6 thai di) 
va img xir nghiem the; 

10. Thtrc hien quy dinh khac cua phap luat c6 lien quan. 
Dieu 12. Quy dinh trach nhiem, tham quyen giai quyet TTHC ciia cac 

co' quan, dun vi có lien quan 
1. Cdc,co quan, don vi c6 lien quan phai xay dung quy trinh giai quyet cac 

TTHC chi tiet, re rang then gian giai quyet, cac buck thut hien dam bao thai gian 
giai quyet phai rut ngan toi da so veil quy dinh hien hanh cua Nha nuarc. Cdc quy 
trinh giai quyet M sa phai &pc niem yet cong khai tai Trung tam de cac to chat, 
ca than va don vi cep lien quan biet, thgc hien theo quy dinh. 

, 	2. Trong mgi ngay lam viec, phai thirang xuyen thuc hien kiem tra, cap nhat 
tier' trinh giai quyettimg,ho so cu the it nhat,m0t (01) lan vao cued buoi sang va 
mot (01) lan vac) , buoi chieu ten phari mem dien tit de" to chirc thut hien viec 
giai quyet TTHC theo quy dinh. 

3. Phan cong cong chirc, vien chirc thireng true hang ngay true tiep nhdn van 
ban giay va thong bao cho Trung tam de lien he giao nhan van ban; trueng hap 
vang, phai phan ding ngued khac thay va phai thong ban cho Trung tam vao dau 
gia cua ngay lam viec. 

4. Chuyen cong van, tai lieu, ha su, ket qua giai quyet TTHC ve Trung tam 
theo phuong thirc chuyen true tiep. 

Dieu 13. Quy dinh ve xir 13'7 ha so' tai Trung tam 
1. Tiep nhan ha so 
a) TO chile, ca nhan co nhu eau giai quyet TTHC thuOc BO TTHC da dugc 

UBND tinh phe duyet dua vao thgc hien tai Trung tam thi true tier) den lien he, 
nap h8 so tai Trung tam hoac giri qua duemg buu dien (thai hp nhan duqc xac 
dinh theo clan ngay den cim buu dien). 

b) Trung tam co trach nhiem so hod cac ha so dm cac ca nhan co nhu cau 
giai quy4 TTHC va duge lim gift sir dung chung (dOi voi ho so cua cac to chile 
phai to so h6a). 

c) Gang chirc, vien chile khi tiep nhan ha so co (Tech nhiem xem xet, kiem 
tra tinh hop le cila ha so: 

- Truemg hop ha so chua hop le thi huong don cu the, dAy du mat lln bang 
van ban de to chirc, ca than bo sung, hoan chinh (hoac gui van ban huong don viec 
b8 sung ho so neu h8 so ph qua direing buu dien). 

- Trithng hop ha so hop le thi viet GiAy tie') nh'dn ha so va hen trai kat ,qua 
hoac giri Giay flop nhan he, so va hen tra ket qua qua duang buu dien (neu ho so 
giri qua direng buu dien) va cap that vao phan mem dien tit. 

2. GUM quyet ho so' 
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a) Doi yeti ha so quy dinh giai quyet va tra kat qua ngay (ha sa giai quyet 
trong ngay), ,khong phai lap Giay flop than ho sa va hen tra ket qua: Cong chUc, 
vien chirc tham dinh, trinh Lath dao co quan, don vi quyet dinh va tra ket qua giai 
quyet cho to chirc, ca nhan. 

b) DOi veri ha so quy dinh c6 thed gian giai quyet (ha so giai quyet nhiau 
ngay): Ging chirc, vien chirc lap Phieu kiem soat qua trinh giai quyet ho so 
chuyen ca quan c6 tham quyen giai quyet TTHC. 

c) Doi yeti ho so thuOc tham quyan quyet dinh cua UBND tinh hoac 
nganh Trung uong: C8ng chat, vien chirc flap nhan ho,so thtrc hien quy trinh theo 
quy dinh hien hanh v'e giai quyet TTHC; tiep nhan lai ho sa khi c6 ket qua. 

d)pai von mOt sa lTnh \Arc dam bao cac dien kien giai quy& teen moi truerng 
mang (ke ca ho so dich vu cong truc tuyen): ho so duqc thuc hien giai quyet hoan 
town teen phan mem dien tii cua Trung tam. 

3. Chuyen tra ket qua cho to chirc, ca nhfin 

a) Kat qua giai quyat,TTHC 	Trung tam duqc cap nhat vao phan mam 
dien tir va tra truc tiep cho to chirc, ca nhan hoac gui qua duang buu dien (neu ho 
so giri qua duemg buu dien). 

b) Doi voi nhtmg tnremg hop ha so qua han giai quyet: Trung tam thong bao 
cho co quan, don vi giai,  quyet ho so, yeu cau day nhanh lien dO thtrc hien. Co 
quan, don vi giai quyet ho so phai cep van ban xin loi to chirc, ca nhan va trinh bay 
re, 131,  do, thong ban thai han tra kat qua lan sau. Trung tam co van ban gia han theri 
gian giai quyet, kern theo van ban xin loi chuyen van ban den to chirc, ca nhan. 

4. Del veri nheng phOng, ban chuyin mon có TTHC yeti so !trying, tan 
suet giii quyet thip: Trung tam phan dog ngtren flap nhan ho so va chuyen ve 
phong, ban chuyen mon chiu trach nhiem giai quyet TTHC do tham dinh, giai 
quyet va tra h8 so theo dung quy dinh 

5. Thu phi vi to phi: 
Trung tam ba tri ding chirc, vien chirc thu phi, le phi tai Trung tam; viec 

chuyen tra phi, le phi cho cac ca quan, don vi giai quyet TTHC thtrc hien theo dinh 
lcY; Trung tam dugc huelng mOt phan kinh phi trich lai tir viec thu phi, le phi lien 
quan den hoat Ong giai quyet TTHC theo quy dinh cua phap luat ve thu, quan 1Y, 
sir dung phi va le phi. 

Dieu 14. Che do hyp, bao cao cfia Trung tam 

, 1. Dinh ky vao ngay lam viec cuai cling hang thang (hoac khi co yeu cau dot
xuat), Giam doe Trung tam c6 trach nhiem thong ke tinh hinh tiep nhan, giai quyet 
TTHC va cac van de lien quan bao cao UBND huyen/ thi x5/ thanh pha, Chu 
tich UBND huyen/ thi xa/ thanh pha, Chanh Van phong HDND va UBND huyen/ 
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thi xa/ thanh pha va thong bao ve co quan, don vi eel TTHC giai quyet tai Trung 
tam. 

2. Dinh 14 hang thang, Trung tam hop danh gia ket qua hoat dOng. Dinh 
kST 06 thang hop kiem diem ding tic cua tirng ding chirc, vien chirc lam can ca de 
danh gia, nhan xet hang nam. 

3. Tnrang hop can thiet, Trung tam to chac hop yeti cac co quan, don vi de xem 
xet, danh gia, rat kinh nghiem trong cong tac phoi hop thud hien nhiem vu. 

Chiming IV 

TO CHIYC THVC HItN 
Dieu 15. Trach nhiem ciia cac co quan, don vi 
1. Cac co quan, don vi, dia phucmg co trach nhiem phai hop giai quyet cac 

TTHC dam bao theri gian theo quy dinh; cha dOng trao doi tnic tiep hoac bang van 
ban yeti Trung tam ve 1ST do giai quyet cham hoac thong giai quyet TTHC da tiep 
nhan tai Trung tam do Trung tam chuyen an; phai chi' Ong giai quyet cac van de 
ve quy trinh thot hien, theri gian va phucmg third van chuyen ho so, tai lieu trong 
toan b0 qua trinh xi! ISr. 

2. Cac co quan, don vi chu Ong ra soat cac TTHC cua minh, tren co 56 do 
bao cao UBND huyen xem xet, dieu chinh, bo sung kip thed TTHC giai quyet tai 
Trung tam theo quy dinh hien hanh. 

3. D6i vOri cac TTHC thuOc tham quyen giai quyet cua UBND huyen/ thi xa/ 
thanh pho thi cac co quan, don vi thud hien theo quy the lam viec cua UBND 
huyen/ thi xa/ thanh pha. 

Dieu 16. Mtii quan he cong tic gicka Trung tam veri cac co quan, dan NI 
c6 lien quan 

1. Trung tam chiu so chi dao, dieu hanh troc tiep cua Chu tich UBND cap 
huyen. Giam d6c Trung tam bao cao, xin y kien chi dao cua Chu tich UBND cap 
huyen giai quyet nhimg van de phat sinh va nhang nOi dung vuot tham quyen; 
to chuc trien khai va kiem tra, don deic viec thud hien cac nhiem vu theo chi dao 
cua Chu tich UBND huyen/ thi xa/ thanh ph6 ve nhung linh \roc thuoc chac nang, 
nhiem vu caa Trung tam. 

2. Trung tam quan he vai cac co quan, don vi, dia phucmg theo nguyen 
tac ph6i h9p. Khi giai quyet nhikg van de thu6c tham quyen caa Trung tam nhung 
co lien quan den cac co quan, don vi thi Trung tam phai trao doi y kien bang van 
ban doi veri cac co quan, don vi do. 

3. Gam dac Trung tam nhan xet, danh gia kat qua hoan thanh nhiem vii cua 
ding chat trong thiri gian duce ca den lam viec tai Trung tam theo Quy the to 
chirc, hoat Ong caa Trung tam duce UBND huyen/ thi 	thanh ph6 phe duyet. 
Cac co quan, don vi 136 tri ding chirc phOi hop vbi Trung tam giai quyet trong 
nhimg truemg hop cong chac caa co quan, don vi dang lam viec tai Trung tam nghi 
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nghi phep, di dao tao, bai duemg theo quy dinh. 

Clung V 

DIEU ICHOAN Till HAM 
Dieu 17. Khen thueng, kSr 1u4t 
1. Khen thuerng: Trung tam xay dung tieu chuan danh gia ke't qua thyc hien 

nhiem vu tai Trung tam. Ket qua danh gia se la co so,  de de xuat cap có tham quyen 
khen thuemg theo quy dinh cua phap lust ve thi dua, khen thuong. 

2. KST 	Cong chirc dugc NI; tri den lam viec tai Trung tam va ding chIrc 
thuOc Trung tam neu vi pham Quy the nay thi thy theo mix deo, vi pham se bi xem 
xet, xi: 15,  theo quy dinh elm phap luSt ve thi dua, khen thuorng. 

Dieu 18. Dieu khoan thi hanh 
1. Van phong HDND va UBND huyen/ thi xa/ thanh pha, cac phong, ban 

chuyen mon thuOc UBND huyen/ thi thanh pha, to chirc, ca nhan va Trung tam 
có trach nhiem to chfrc trien khai thyc hien Quy the nay. 

2. Trong qua trinh trian khai thyc hien Quy cha, nau co kho khan voz9ng mac 
de nghi cac co quan, don vi, to chdc, ca nhan phan anh ve Van phong HDND va 
UBND huyen/ thi xa/ thanh pha qua Trung tam de tang hop, bao cao UBND 
huyen/ thi 	thanh phi xem xet diau chinh, ba sung cho pha hop]. 

UY BAN NHAN DAN HUYEN/ THI XA/ THANH PHO 
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MAU 

QUYET DINH BO TRI CONG CHIYC LAM VItC TAI 

TRUNG TAM HANI-I CHINH CONG CAP HUYtNT 

IN BAN NHAN DAN 	CQNG HOA XA HOI CHIT NGHIA VIET NAM 
HUYEN/THI XA/THANH PHO 	 Dec lap - Ti do - Hanh phtic  

/QD-UBND 	Thira Thien Hue, ngay 	thong nom 2017 

QUYET DINH 
BO tri cong chic lam viec tai Trung tam Barth chinh clang 

IN BAN NHAN DAN HUYEN/THI XA/THANH PHO 

Can dr Luat To chic chinh quyen dia phuong ngay 19 thong 6 nam 2015; 

Can cu Nghi quyet sec 30c/NQ-CP ngay 08 thong 11 nam 2011 dm Chinh 
phi' ban hanh chuong trinh tong the cai each hanh chinh nha nuac giai down 2011 -
2020; 

Can dr Nghi quyet se 36a/NQ-CP ngay 14 thong 10 nam 2015 cda Chinh 
phi ve Chinh phit then dr; 

Can dr Quyet dinh so 09/2015/QD-TTg ngay 25 thong 3 nam 2015 dia. Thu 
tudmg Chinh phi ban hanh Quy the thgc hien ca the met dm, co the met dm lien 
thong tai ca quan hank chinh nha nuorc o dia phuong; 

Can dr Quyet Binh se /QD-UBND ngay thong nam 2017 dm Uy ban 
nhan clan tinh ve viec Phe duyet De an thanh lap Trung tam Hanh chinh cong cap 
huyen; 

Can dr Quyet dinh se /QD-UBND ngay thong nam 2017 clia Uy ban 
than clan huyen/ thi xa/ thanh phi) ve viec thanh lap Trung tam Hanh chinh ding; 

Xet de nghi cua Phong Nei vu huyen/ thi xa/ thanh pho, 

QUYET DINH: 

Dieu 1. Phe duyet danh sach cong chic, vien chIrc thuec the phong, ban 
chuyen mon thuee UBND huyen/ thi 	thanh pho va cac co quan Trung uang 
duce to chic theo nganh doe (tong tai dia phuong bo tri den lam viec tai Trung tam 
Hanh chinh cong cap huyen/ thi xa/ thanh pho (co danh sach kern theo). 

Dieu 2. Cong chirc, vien chile lam viec tai BO phan tiep nhan ho sa va tra 
ket qua dm cac phong, ban chuyen mon thuec UBND huyen/ thi thanh pho, cac 
co quan Trung ucm4 duce to chic theo nganh d9c dong tai dia phuong (Trung tam 
Hanh chinh cong cap huyen/ thi xa/ thanh ph6) duce huang cac the de theo quy 
dinh cua Uy ban nhan clan tinh. 

Dieu 3. Quyet dinh nay ca hieu lye thi hanh ke tir ngay k)2. 

Dieu 4. Chanh Van phong Frei deng nhan dan va Uy ban than clan huyen/thi 
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I 

xa/thanh pha, Giam dac Trung tam Hanh chinh &mg, thn truang cac phong, ban ca 
quan don vi va cac ong (ba) có ten tai dieu 1 chili tech nhiem thi hanh Quyet dinh 
nay./. 

Not nhOn: 
- Mar Dieu 4; 
- UBND tinh; 
- se:J.1\101\w; 
- Thuang vu huy*1/ thi/ thanh u9; 
- TT HDND huyGn/ tin xal thanh pho; 
- CT N/A cac PCT UBND huy0/ thi x51 thanh phO; 
- Cac CV; 
- Luru: VT, NV. 

TM. UY BAN NHAN DAN 
CHU TICH 
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DANH SACH CONG CHIrC, VIEN CH1YC DOC BO TRI DEN LAM VItC TAI 
TRUNG TAM HANH CHINH CONG HUYEN/ Tiff XA/-  THANH PHO 

(Ban hanh kem theo Quyer  t clinh so /QD-UBND 
ngay thong nebn 2017 cua UBND huyen/thl xeilthanh pha) 

TT Ho vA Ten Ca quan, dun vi Chet vu Ghi chi' 

1 

Van pheng HDND va 
UBND 
Dan tOc 
Y to 

2 Tu phap 

3 Gido due va Dao tao 

4 Van hoa — Thong tin 

5 
Lao dOng-Thucmg binh 
va Xa hoi 

6 Nei vu 

Kinh to - Ha tang; Do 
thi 

8 
Tai nguyen 	- Moi 
throng 

9 Tai chinh - Ka hoach 

10 
Kinh te; N'Ong nghiep 
va Ph& trien nong then 

11 Thanh tra 

12 
Chi nhanh Van phemg 
ding 14 dat dai 

13 Chi cue Thue 

14 Bao hiem Xa hOi 

.. 	. Cong an 

• 
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