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Ma It: 	QT-01/TCD 

Lan ban hanh: 	02 
FEND 

HUYSN 
DOC MON 

QUY TRiNH 

Tiep cong dan Ngay ban hanh: 

MI.JC L1JC 
SU'A DOI TAI LIEU 

MIJC DICH 
PHAM VI 
TAI LIEU V1E:N DAN 
DINH NGHIANIET TAT 
NOI DUNG QUY TRINH 
BIEU MAU 
HO SO CAN LUU 

Traeh nhiem Soan thao Xem xet Phe duye 

Ho ten Phan Hieu Son Nguyen Thanh Tinh Duong H6ng ThAng 

Chti kY 

	

, 	,..k ,. 
. 	. 
t 

1 
a a 

I 
list 4., 

A  , 

T 
-  ,i...c ' ... 	. 	\ 	.... 
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QUY TRiNH 

Tiep ding din 
Lan ban han.h: 	02 

Ngay ban hanb: 

1 

UBND 
HUYtN 

HOC MON 

Ma h*: 	QT-01/TCD 

Yeu cAu 
sira dill/ 
be sung 

Trang / PbAn 
lien quan 

viec sin doi 

sirA DOI TAI LIEU 

Mo tã ntdi dung sira dtd 
LAn ban 

hanh / Can 
sira dolt 

Ngay ban 
hanh 
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QUY TRINH 

Tip c8ng dan 

 

Ma hien: 	QT-01/TCD 

      

  

11JEND 
HUYEN 

HOC M6N 

   

Len ban hanh: 	02 

Ngay ban hanh: 

        

MLIC BICH 
,Quy trinh nay quy dinh rO hinh thirc flap nhen, quy trinh va phuong phap xis ljr thñ 

tnc Tiep ding clan 
PHAM VI 

Ap dung doi voi hoat difing Tie') ding dan 
Ban Tiep ding dan, Can bO, ding chirc, viOn chile thu8c pheing chuyen mon dirge 

phan cap quan it, b phen TN&TKQ giii quyet TTHC vi the pheing c6 lien quan thuee 
UBND huyen chiu trach nhiem th9c hien vi kiem soat quy trinh nay 

TAI LIEU VIEN DAN 
Tieu chuAn queic gia TCVN ISO 9001:2015 

- Cac van ban phap quy lien .quan de cep tai mile 5.8 
4. DINH NGHIA/VIET TAT 
- TTHC: 	Thil Wc hanh chinh 

GD&DT: Giao due va dao to 
- UBND: Uy ban nhan dan 
- TCD: 	Tiep cOng dan 

INtil 1JUriti vu x lama 

5.1 Dieu lOn thvc hilen Thu tvc hanh chinh 

Theo Dieu 9, Luet tip ding clan, ngueri nap ding dan dirge tit ch.& 

den nth tiep cOng clan trong cac trirems hgp sau day: 
1. Nguesi trong tinh tang say do ding chat kich thich, ngued mac benh 
hoc mot b'enh lchac lam mat kha nang nhen thire hoec kha nang dieu 

tip nguai 

tam 
lchien 

tiep 
ncri tiep 

phap 
bang van 

t6 cao 

than 
hanh 

ding 
ding 

luet, 
ban 
keo 

vi dia. minh; 
Ngirth c6 hanh vi de doa, the pham ca quan, t6 chirc, don vi, ngu6i 

dan, ngueri thi hanh Gong vi hoc c6 hanh vi khac vi pham nrii quy 

d'ini; 
Nguth khieu nai, tO cao ve vi viee dä siai quyet dung chinh sfich, 

dirge ccr quan nha nu& co tham quyen kiem tra, ra soat, thong bao 
vi da dirge tiep, giai thich, huong dan nhung ven c6 tinh lchieu nai, 
dai; 

Nhcing truemg hgp khac theo quy dinh dm phap luet. 

5.2 Thanh phen he so' Ban 
chinh 

Ban 
sao 

+ Don khieu nai, don tá cao, don Iden nghi, phan anh hoc van 
ban ghi lai n'Oi dung lchieu nai, to cao, kin nghi, phan anh (05 chit 
loy hoec diem chi dm ding dan); 	, 
+ Cac tai lieu, giay ter do ngued Ichien nai, t6 cao, phan anh kien 
nghi cung cap (nen c6). 

x 

x 

5.3 Sit) luvng he so' 



P • I • 	s• 0 	• • 	 • 

4 

QUY TRINH 

Tip cling dan 

ma hien: 	QT-01/TCD 

Lan ban halt: 	02 

Ngay ban hanh: 

01 b0 

5.4 Thad gian xir if 

Theo khocin 1 Dit'tt 28 Ludt Tie.p cong clan: 
Trong then han 10 ngay lam viec, ke tix ngay dap nhan nOi dung khitu nai, to 
cao, kitn ngh1, phan anh, ngueri dap cong dan coi trach nhiem tra,ltri trkrc tiep 
hoac thong bap bang van ban den ngued cid den ichieu nai, t8 can, lcien nghi, phan 

anh 

5.5 Ncri tap nhan vi tra ket qua 

Ban tip ding clan huy'en 

5.6 Lic phi 

Khong 

5.7 Quy trinh xie If ding AO: 

Trinh tkr Trach nhiem 

Cong dan 

.f. 
Can be tiep 

clan 

Thai gian 

Khi có 
nhu cau 

IA ng4y 

Bleu ma-1MM 
qua 

Thanh phan' hat  
so theo muc 

5.2 

TT 

B1 Cling clan chuan' 	bi ha so theo quy 
dinh nOp tai Ban titp ding dan 
huyen 

B2 Tip nhan, xac dinh nhan than dm 
cong clan. Yeu cau cong dan neu rei 
ha ten, dia chi hoac xuat trinh gia

•
y 

ta Ply than, ,truemg hyp dugc ,ily 
quien can xuat trinh giay ily quyen 

B3 Nghe, ghi chep nen dung khitu nai, 
tO cao, kitt nghi, phan anh, titp 
nhan thong tin, tai lieu. 
KM c8ng dan có don trinh bay fe 
rang, day da thi can be tiep dan 
phai xac dinh n'Oi dung va viec, you 
can dm Gong dan de xir 1' cho phii 
hap 
Neu nen dung don ldneu nai, t6 cao, 
kien n4hi, phan anh khong re rang, 
chua day du thi nguai rib citing clan 
de nghi &cling dan vitt lai don hoac 

01 ngay 

UBND 
HUY 1EN 

HOC MON 
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Ma hien: 	QT-01/TCD 

Lan ban hanh: 	02 
UBND 

HUYtN 
HOC MON Ngay ban hanh: 

QUY TRiNH 

Titp cong clan 

vitt be sung vao don nhfing nOi 
dung chin 16, c6n thieu 
Tnrong hop lchong c6 dan khieu 
nai, to cao, kien ngh1, phan anh thi 
nguilri tiep , c6ng dan Song clan 
c6ng clan viet don theo quy dinh dm 
phap hi@ 
Neu c6ng dan trinh bay trtre ti6p thi 
phai ghi chep day dii, trtmg thot, 
chinh xac nOi dung khieu nai, to 
cao; nOi dung nao chua to thi de 
nghi &Ong dan trinh bay them, sau 
dO doe lai cho cOng dan nghe va de 
ngh1 deg clan kSi ten hoc diem chi 
vac, van ban 
Truong hop don c6 nhieu nOi dung 
khac than thi ngueri tiep &Ong clan 
Song clan cOng dan tach rieng tirng 
nOi dung de gin den dung co quan, 
to chfrc, don vi ce, tham quyen giai 
quyet 
Can b0 tiep nhan don, thOng tin, tai 
lieu, bang chUng lien quan den viec 
khieu nai, to cao, phan anh do coring 
dan cung cap phai viet, giao gily 
bien nIcan cac tai lieu da tiep nhan 
cho Gong dan 

B4 Phan loaf, xir ly.  khieu nai, to cao, 
kien nghi, phan Si tai nai tiep 
c8ng clan: 
Thuc hi'en viec phan loai, tham mini 
xir 157 to cao, khieu nai, phan anh, 
kien nghi; phan loai, chuyen nei 
dung t6 cao, khieu nai, phan anh, 
kien nghi den co quan, tó chirc, don 
vi, win cif) tham quyen tho 1, giai 
quyet theo quy dinh 

Can be tiap 
dan 

07 ngay 

B5 Thong bao,ket qua: 
Can be' tiep ding dan tra led true 
tiep hoac thong bao bang,  van ban 
den c8ng dan dä den khieu nai, to 

Can be tiep 
clan 

01 ngly 
Van ban thong 

bao 



B6 Lim he so theo quy dinh 

5.8 Cu so' phip 15T 

cap, kien nghi, phan anh ve viec thy 
19 dun da xir lY 

Ban tiep 
cong dan 

1/2  ngay 
Se theo döi 

- LuatIChieu nai nam 2011 c6 hieu 1rc ngay 01/7/2012 
- Luat Tiep cong dan nam 2013 c6 hieu lye ngay 01/7/2014 
- Thong tu s6 04/2021/TT-TT9P ngay 01 thang 10 nam 2021 caa Thanh tra 
Chinhphii quyclinh quy trinh tiap ding dan 
- Quyet dinh so 2141/QD-UBND ngay 23 thang 6 nam 2022 caa UBND Thanh 
phe He CM Minh ye viec tong bo danh myc thu tic hanh chinh trong tinh vçrc 

Tiep cling clan thuec pham vi chirc nang quan 19 cau Thanh tra thanh phe H6 Chi 

Minh. 

BIEU MAU  
TT Ten Bleu mAu  
1. 	Cat bieu ink ban hanh kern theo Thong tir sr') 04/2021/TT:TTCP ngay 01 thang 

10 narn 2021 ciia Thanh tra Chinh phi.' guy dinh guy trinh -Yap cong clan  

HO SO Lilt': HO so' mu bao gam cic thanh phn sau  
Ho so' kw (bin chinh hoc bin sao theo quy dinh) 

Thanh pit h6 su theo myc 52  
Ket qua giai quyet thil tyc hanh chinh 
Cac van ban khic (nu to trong qua trinh giai guyet tha tuc 
Cat biau mau ban hanh kern theo Thong tir so 04/2021/TT-TTCP ngay 01 thang 
10 nam 2021 caa Thanh tra Chinh pha guy dinh guy trinh tiap Gong dan  

ETA ere dime urn tai Don vi time Men to lien quan theo guy trinh lint frit h6 so hien hanh  

TT 
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QUY TRINH 

Tit') cong dan   

    

Ma hial: 	QT-01/TCD 

 

 

UBND 
HUYtN 

HOC MON 

  

Lan ban hanh: 	02 

Ngay ban hanh: 

       

PHI; LVC 

(Ban hemh kem theo Thong ties 04/2021/TT-TTCP ngety p 1 thang 10 nam 2021 clia 
Thanh tra Chinh phü quy ctinh quy trinh tiep cong debt) 

Miu s6 01 - Wing bio v yiec tir chtii tip rang clan 

	 (1) 	COG HOA XA HOI CHU NGHIA VICT NAM 
	 (2) 	 Dc lip - Tv do - Hanh phic 

S6: /TB-....(2) 	 ngdy thang nam ...... 
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Ma hien: 	QT-01/TCD 

Lan ban hanh: 	02 

Ngay ban hanh: 

UBND 
HUYVN 

HOC MON 

QITY TRiNH 

Tip ding din 

• 

THONG BAO 

Kinh giri: 

Ngay ththig nam Ong (ba) 
CMND/HO chieu (hoc giay ter thy than): ..., ngay cap: / /.. , ncri cap 

Dia chi: 	 den 	 (2) dot  lchieu nth (tó cao) ve viec 	 

Vki viec da duce giai quyet &mg chinh sach, phap luat, duce co quan nha nu6c c6 tham 
quyen kiem tra, ra soat vá thong bao tra lai bang van ban theo dung quy dinh cüa phap 
hat. 
Can dr lchoan 3 Dian 9 Las Tip ding dan, 	 (2) dr chai dap nhan noi dung 

khieu nai (to cao) dm Ong (N.) 	(3) va th8ng bao de ling (ba) duqc biet./. 

	 (3) 

(3) 

(4) 

Noi nht:tn: 
Nhu ten; 

- (1)... (de b/c); 
(5) ... (de p/h); 

- Luu: VT, ha so. 

Thii tryerng, cix quan, to chat, don vi 
(KY, ghi ra he.) ten, clang cltiu) 

Ghi chin 
Ten ca quan, to chile, don vi cap tren true nap Oreu co). 

Ten co: quan, tO chile, don vj nap ding din. 

H9 ten nguoi lchieu nai (to cao). 

Tam fat nOi dung Ichieu nai (to cao). 

Ten co quan, to chirc, don vj, ca nhati c6 lien quan. 

Mau st• 02- GiAy Wen nhAn thong tin, tii lieu 

	 (1) 	ONG ROA XA HQI CHI-J NGHIA VIET NAM 
	 (2) 	 Ddc lAp - Ty do - Ranh pink 

ngdy thang nam 

GUY BIEN NHAN 

Tilling tin, tai lieu 

Vao 	gia ngay thing nAm tai: 	  

Toi Ia 	  (3) ChIrc vu: 

(2) 
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UBND 
HUYtN 

HOC MON 

QUY TRINH 

Tiep ding dfin 

Ma hifr 	QT-01/TCD 

Lan ban hanh: 	02 

Ngay ban hanh: 

Da nhan oda Ong (ba) 
St CMND/He chieu (hale glay ter thy than): 	, ngay cap: .../..../....noi cap 	 

Dia chi: 	  

ck thong tin, tai lieu sau: 

1 	  (5) 

2 	  

3 
Giay bien than thong tin, tai lieu, dugc lap thanh ... ban, giao cho nguai cung cAp thong 
tin, tai lieu 01 ban./. 

Ngtred Milan 

(4, ghi r5 hp ten) 	 (1C35, ghi r5 h9 ten, dong dau - neu co) 

Ghi cha: 

Ten ca quan, t6 chirc, don vi cap ten (nu co). 

Ten ccr quan, t6 chic, don vi tip cong dan. 

H9 ten can be nhan thong tin, tai lieu, bang chung. 

Ngueri khieu ni (tó cao, kien nghi, phan anh); nguai 
nai (to cao, kien nghi, phan anh). 

Ghi it ten, se trang, tinh trang cüa theng tin, tai lieu, 
la ban pho to hole ban sao cong chimg). 

co lien quan den vi viec lchiau 

bang chimg (tai lieu, bang chling 

MAu st) 03- SO tie') cong din 

SO TIEP CONG DAN 

STT 
Ngly 

.,( 
Ho tin - 
Dia chi vfiep 

CMND/Ho 
.A 	• 

chieu cila 
cong  din 

Nil 
dung 

v 
vii0 

Phan 
. 

1oat 
A thin/So 

ngtroi 

Co 
quan 
di .., . 
pat 

A 
quyet 

Hutting 'dr LY 

Theo 
did • 
ket 
qua ..,. 
pat 

A 

"Yet  

Ghi 
chu 

— ip titl.  
ly de 

... gtat 
A quyet 

Tra 
131 
dcm 

, va 
, htr—ng 

Y din 

A Chuyen 
• don din 

co quan, 
.1 	. 	. to cntrc 
dot VI. 

có thim 
quyen 

(4) 

Ngtriri cung 	thing tin, tai lieu 
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Ma Wu: 	QT-01/TCD 

Lan ban hanh: 	02 
UBND 

HUYtN 
HOC MON 

QUY TRiNH 

Tip ding dan Ngay ban hank 

  

10 

Ghi chti: 

s6 tit& W. 

Ngay tip. 

Ho ten, dia chi. 
CMND/HO chieu eta ceng clan (nu cOng dan khong có CMND/CCCD/HO chieu thi 

ghi cac thong tin theo giay ter thy than) 

Tom trat nOi dung va viec. 
Phan loai don eta ding dan (Ichieu nai, th cao, kien nghi, phan anh), s6 &Ong clan co 

don cling mOt nOi dung. 

Ghi re' ca quan, te chile, don vi da giii guy& het them quyen. 

Dinh deu (x) neu thuOc them quyen giai quyet. 

Ghi rö huong d'an c6ng clan den ca quan, t6 chirc, don vi nao, se van ban huang den. 

Ghi re; ten ca quan, t6 chIrc, don vi co them quyen thaIr giai quy'et, s6 van ban 
chuyen don. 

Ngutri tiep den ghi chep, theo &Si qua trinh, ket qua giai quyet don cna ding dan. 

1 2 3 4 5 6 7 8 9 11 	12 
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