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PHAN II
NOI DUNG TUNG THU TUC HANH CHIiNH PUQC NIEM YET

I. LINH VUC TIEP CONG DAN

1. Thii tuc Tiép cong dén tai cap xa

a) Trinh ty thyc hién:

- Buéc 1: Pon tiép, xac dinh nhin than cta cong dan

Nguoi tiép cong dan don tiép, yéu cau céng dan néu rd ho tén, dia chi hodc xut
trinh gidy to tuy than; trudng hop dugc ty quyén thi yéu ciu xuét trinh gidy Gy quyén.

- Buwéc 2: Nghe, ghi chép ndi dung khiéu nai, t6 céo, kién nghi, phan anh, tiép
nhan thong tin, tai liéu

Khi nguoi khiéu nai, t6 cdo, kién nghi, phan anh ¢6 don trinh bay noi dung ro
rang, day du thi nguoi tiép cong dan can xac dinh ndi dung vu viéc, yéu cau cua cong
dan dé xir 1y cho phu hop.

- Néu ndi dung don khiéu nai t6 cao, kién nghi, phan anh khong rd rang, chua
day du thi nguoi tiép cong dan dé& nghi cong dan viét lai don hodc viét bd sung vao
don nhitng noi dung chua rd, con thiéu.

- Trudong hop khong c6 don khiéu nai, t6 céo, kién nghi, phan anh thi nguoi tiép
cong dan huéng dan cong dan viét don theo quy dinh cta phép luat.

Néu cong dén trinh bay tryuc tiép thi nguoi tiép cong dan ghi chép diy du, trung
thue, chinh xac ndi dung khiéu nai, t6 cdo, kién nghi, phan anh do cong dén trinh bay;
n6i dung nao chua rd thi dé nghi cong dan trinh bay thém, sau d6 doc lai cho cong dan
nghe va dé nghi cong dan ky tén hodc diém chi xac nhan vao vin ban.

- Truong hop nhiéu nguoi dén khiéu nai, to cao, kién nghi, phan anh vé cung
mot ndi dung thi nguoi tiép cong dan hudng dan ho cir ngudi dai dién dé trinh bay noi
dung khiéu nai, t6 céo, kién nghi, phan anh; nguoi tiép cong dan ghi lai ndi dung bang
van ban.

-Truong hop don ¢6 nhiéu ndi dung khic nhau thi ngudi tiép cong dan hudng
dan cong dan tach riéng timg ndi dung dé gui dén dung co quan, to chirc, don vi c6
tham quyén giai quyét.

- Nguoi tiép cong dan tiép nhan cac thong tin, tai liéu, bang chimg lién quan
dén viéc khiéu nai, to cdo, kién nghi, phan anh do cong dan cung cip (néu cd) va phai

viét, giao gidy bién nhan céc tai li¢u da ti€ép nhan cho cong dan.
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- Bwéc 3: Phan loai, xtr 1y khiéu nai, t6 cdo, kién nghi, phan anh tai noi tiép
cong dan

- Viéc phan loai, xur ly khiéu nai, t6 cdo dén co quan, td chire, don vi, nguodi co
tham quyén thy 1y, giai quyét trong qué trinh tiép cong dan duoc thyc hién nhu sau:

+ Trudng hop khiéu nai, t6 cdo thudc thim quyén giai quyét cia co quan, to
chtrc, don vi minh va du diéu kién thu 1y thi ngudi tiép cong dan tiép nhan thong tin,
tai liéu, chimg ctr kém theo, ddng thoi bao cdo v6i Thu trudng co quan, to chire, don
vi thu ly.

+ Truong hop khiéu nai, t cao khong thudc thim quyén giai quyét cua co
quan, td chirc, don vi minh thi huéng dan nguoi khiéu nai, t6 céo dén co quan, to
chirc, don vi c6 thim quyén dé khiéu nai, t6 cdo.

+ Truong hop khiéu nai, t6 cdo da duoc giai quyét dung chinh sach, phap luat
thi nguoi tiép cong dan giai thich, huéng dan dé nguoi dén khiéu nai, té cdo chap
hanh nghiém chinh quyét dinh giai quyét khiéu nai, quyét dinh xir Iy hanh vi vi pham
bi td cdo va yéu cau cong dan chdm dut viéc khiéu nai, t6 cdo.

+ Truong hop nhan dugc don khiéu nai, t6 cdo khong do ngudi khiéu nai,
nguoi td céo truc tiép chuyén dén thi thuc hién viéc phan loai va xur 1y theo quy dinh
cua phap luat vé khiéu nai, td céo.

- Viéc phan loai, xu ly kién nghi, phan anh dén co quan, td chirc, don vi, nguoi
c6 tham quyén thu 1y, giai quyét trong qué trinh tiép cong dan dugc thyc hién nhu
sau:

+ Trudng hop kién nghi, phan anh thudc thAm quyén giai quyét cta co quan,
t6 chtrc, don vi minh thi ngudi tiép cong dan bao cao ngudi cé tham quyén dé nghién
clru, xem x¢ét, giai quyét hodc phan cong b phan nghién ctru, xem xét, giai quyét.

+ Trudng hop kién nghi, phan anh khong thudc thim quyén giai quyét cua co
quan, t6 chtrc, don vi minh thi ngudi tiép cong dan chuyén don hodc chuyén ban ghi
lai ndi dung trinh bay ctia nguoi kién nghi, phan anh dén co quan, t6 chirc, don vi c6
tham quyén dé nghién ctru, tiép thu, xem xét, giai quyét.

b) Cach thirc thwe hién: Cong dan dén tru s6 UBND cép x4.

¢) Thanh phan, s6 lwgng hd so:

- Bon khiéu nai, don t§ cdo, don kién nghi, don phan anh hoac van ban ghi lai

ndi dung khiéu nai, to cdo, kién nghi, phan anh (cé chir ky hodc diém chi cua cong dan);
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- Céc tai liéu, gidy to do ngudi khiéu nai, t6 céo, kién nghi, phan anh cung cép.

- S6 luong hd so: 01 bod

d) Thoi han giai quyét: Cho dén khi két thuc viéc tiép cong dan.

d) Poi twong thuc hién thi tuc hanh chinh: T6 chtc hodc ca nhan

e) Co quan thue hién thu tuc hanh chinh:

- Co quan c6 tham quyén quyét dinh: Chu tich UBND cép xA.

- Co quan truc tiép thuc hién: UBND cép x4.

g) Két qua thyc hién thi tuc hanh chinh

- Gidy bién nhan thong tin, tai lidu, bang ching; cong vin hudng dan; cong vin
chuyén don.

h) L¢ phi: Khong

i)Tén miu don, miu to khai: Khong

k) Yéu ciu , diéu kién thyc hién thi tuc hanh chinh:

- Theo Piéu 9 Luat Tiép cong dan, nguoi tiép cong dan duogc tir chdi tiép nguoi
dén noi tiép cong dan trong cac truong hop sau day:

1. Nguoi trong tinh trang say do dung chét kich thich, nguoi mac bénh tim than
hodc mot bénh khac 1am mat kha nang nhan thuc hoac kha nang diéu khién hanh vi
cua minh;

2. Nguoi c6 hanh vi de doa, xic pham co quan, td churc, don vi, nguoi tiép cong
dan, ngudi thi hanh cong vu hodc c¢6 hanh vi khac vi pham noi quy noi tiép cong dan;

3. Nguoi khiéu nai, t6 cao vé vu viée di giai quyét dung chinh sach, phap lut,
duoc co quan nha nudc ¢ thim quyén kiém tra, ra soat, thong bao bang vin ban va
da duoc tiép, giai thich, huéng dan nhung van ¢ tinh khiéu nai, t6 cao kéo dai;

4. Nhirng truong hop khac theo quy dinh ctia phap luat.

1) Can ctr phap ly cua thu tuc hanh chinh:

- Luat Tiép cong dan ndm 2013; Luat Khiéu nai, Luat T cdo nam 2011; Nghi
dinh s6 75/2012/ND-CP ngay 03/10/2012 caa Chinh phtl quy dinh chi tiét mot sé diéu
ciia Luat Khiéu nai; Nghi dinh s6 76/2012/NB-CP ngay 03/10/2012 ctia Chinh phu
quy dinh chi tiét thi hanh mot sé diéu ctia Luat TS cao; Nghi dinh sé 64/2014/ND-CP
ngdy 26/6/2014 cua Chinh pha quy dinh chi tiét thi hanh mot sé diéu cta Luét tiép
cong dan; Thong tu s6 06/2014/TT-TTCP ngay 31/10/2014 cua Thanh tra Chinh phu
quy dinh quy trinh tiép cong dan.



5

II. LINH VUC XU LY PON THU

2.Thi tuc Xir Iy don tai cap xa

a) Trinh ty thyc hién :

Budc 1: Nhan don, Tiép nhén don, vao sb cong van dén (hodc nhap vao may tinh)

Budc 2: Phan loai va xur ly don

- Poi véi don khiéu nai:

- Pon khiéu nai thudc thAm quyén giai quyét

- Pon khiéu nai thuéc thim quyén giai quyét va khong thudc mét trong cac
truong hop khong dugce thu 1y giai quyét theo quy dinh tai Piéu 11 cua Luat Khiéu nai
thi nguoi xur 1y don dé xuat thu truéng co quan, to chic, don vi thu 1y dé giai quyét
theo quy dinh cua phap luat.

- Pon khiéu nai thudc tham quyén giai quyét nhung khong du diéu kién thu Iy
giai quyét thi cdn ctr vao timg trudng hop cu thé dé tra 161 hodc hudng dan cho nguoi
khiéu nai biét & 1y do khong duoc thu Iy giai quyét hodc bo sung nhitng thi tuc can
thiét dé thuc hién viéc khiéu nai.

- Pon khiéu nai khéng thudc thAm quyén giai quyét:

- Pon khiéu nai khong thudc tham quyén giai quyét cia thil truéng co quan, to
chtrc, don vi thi nguoi xir Iy don hudng dan nguoi khiéu nai giri don dén co quan, to
chtrc, don vi c6 thim quyén giai quyét. Viéc hudng dan chi thuc hién mot lan.

- Pon khiéu nai do dai biéu Quéc hoi, dai biéu Hoi déng nhan dan, ny ban Mat
tran TO quéc Viét Nam va cac thanh vién cia Mat tran, cac co quan bao chi hoac céc
co quan, to chirc khac theo quy dinh cta phap luat chuyén dén nhung khong thudc
thAm quyén, trach nhiém giai quyét thi nguoi xir 1y don dé xuat thu trudng co quan
gui tra lai don kém theo cac gidy to, tai liéu (néu cd) va néu 13 1y do cho co quan, to
chtrc, ¢4 nhan chuyén don dén.

- Pon khiéu nai c6 ho tén, chit ky cua nhiéu nguoi:

- Pon khiéu nai c6 ho tén, chir ky cua nhiéu ngudi nhung khong thudc tham
quyén giai quyét ctia co quan, to chirc, don vi thi ngudi xir Iy don hudng dan cho mot
nguoi khiéu nai c6 ho, tén, dia chi rd rang gui don dén ding co quan, td chuc, don vi,
ngudi c6 tham quyén giai quyét.

- Pon khiéu nai c¢6 ho tén, chir ky ctia nhiéu ngudi thudc thAm quyén giai quyét

thi nguoi xur 1y don dé xuat thi trudng co quan, to chirc, don vi thu Iy dé giai quyét



theo quy dinh cua phap luat.

- Pon khiéu nai c6 kém theo gidy to, tai liéu gdc:

- Trudng hop don khiéu nai khéng dugc thu ly dé giai quyét nhung c6 gii kém
theo giéy to, tai licu géc thi co quan, td chirc, don vi nhan duoc don phai tra lai cho
nguoi khiéu nai giéy toy, tai liéu do; néu khiéu nai duge thu ly dé giai quyét thi viéc tra
lai gidy to, tai liéu gbc dugc thuc hién ngay sau khi ban hanh quyét dinh giai quyét
khiéu nai.

- Pon khiéu nai d6i voi quyét dinh giai quyét khiéu nai di c6 hiéu luc phap luat
nhung c¢6 ddu hiéu vi pham phap luat:

- Pon khiéu nai d6i voi quyét dinh giai quyét khiéu nai di c6 hiéu luc phap luat
nhung trong qua trinh nghién ciru, xem xét néu cé cin ctr cho rang viée giai quyét
khiéu nai c6 dau hiéu vi pham phap luat lam anh huong dén quyén, loi ich hop phap
cua nguoi khiéu nai hodc c4 nhan, co quan, td chirc khac c6 lién quan, de doa xam
pham dén loi ich ciia nha nuéc hodc c6 tinh tiét méi 1am thay ddi noi dung vu viéc
khiéu nai theo quy dinh tai Piéu 20 Nghi dinh sé 75/2012/ND-CP ngay 03/10/2012
ctia Chinh phii quy dinh chi tiét mot sé diéu ctua Luat Khiéu nai thi ngudi xir Iy don
phai bao cdo dé thu trudng co quan, to chirc, don vi xem xét, giai quyét theo tham
quyén hodc bao céo co quan, to chirc, don vi ngudi c¢6 thim quyén xem xét, quyét
dinh.

- Pon khiéu nai dbi voi quyét dinh hanh chinh c6 kha ning giy hau qua kho
khic phuc

- Trong truong hop c¢o cin cir cho rang viée thi hanh quyét dinh hanh chinh s&
gay ra hau qua kho khac phuc thi ngudi xir Iy don phai kip thoi bao cao dé thu trudng
co quan xem xét, quyét dinh tam dinh chi hodc kién nghi co quan thim quyén, ngudi
c¢6 tham quyén tam dinh chi viéc thi hanh quyét dinh hanh chinh.

- P6i véi don td cdo:

+ Pon t cao thude tham quyén:

- Néu noi dung don t6 cdo thudc tham quyén giai quyét cua thu trudng co quan,
t6 chirc, don vi ma khong thudc mét trong cac trudng hop quy dinh tai Khoan 2 Diéu
20 Luat T cao thi nguoi xtr Iy don bao céo thi trudng co quan, to chirc, don vi dé thu
1y giai quyét theo quy dinh.

+ Pon t6 cao khong thude thaim quyén:
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- Pon t6 c4o khong thudc thAm quyén giai quyét thi nguoi xir 1y don dé xuét
v6i thil truong co quan, to chirc, don vi chuyén don va cac ching ci, thong tin, tai
lidu kém theo (néu cd) dén co quan, to chirc, don vi c6 tham quyén dé dugc giai quyét
theo quy dinh ciia phap luat theo quy dinh tai Piém b Khoan 1 Diéu 20 cta Luat T6
cao.

+ Néu t6 cao hanh vi pham toi thi chuyén cho co quan c6 thim quyén theo quy
dinh cta phap luat tb tung hinh su.

+ Pon t6 cdo ddi véi dang vién:

Pon t6 cao dbi v6i dang vién vi pham quy dinh, Piéu 1& ctia Pang duoc thuc hién
theo quy dinh cua Ban Chidp hanh Trung wong, hudng dan cta Uy ban Kiém tra
Trung wong va huéng dan cua Tinh ty.

+ Pon t6 cdo hanh vi vi pham phap luat gay thi¢t hai hoac de doa gay thiét hai

nghiém trong dén loi ich nha nudc, co quan, t6 chirc, quyén va loi ich hop phap cua
cong dan:
Nguoi xir Iy don phai kip thoi béo cdo, tham muu, dé& xuét dé thu trudng co quan, to
chtrc, don vi c6 thAm quyén ap dung bién phap ngin chin theo quy dinh ctia phéap luat
hoic théng bao cho co quan, to chirc, don vi c6 thim quyén ap dung bién phap kip
thoi ngan chan, xu Iy theo quy dinh ctia phap luat.

+Pon tb cdo xuit phat tir viéc khiéu nai khong dat dugc muc dich:

Pdi v6i don td cdo xuit phat tir viéc khiéu nai khong dat duoc muc dich, cong dan
chuyén sang td cao ddi véi ngudi giai quyét khiéu nai nhung khong cung cip duoc
thong tin, tai lidu, chimg ctr dé chimg minh cho viéc t6 cdo ctia minh thi co quan,
ngudi c6 tham quyén khong thu 1y giai quyét ndi dung td cao.

+ Xt 1y d6i v6i truong hop to cao nhur quy dinh tai Khoan 2 Piéu 20 cta Luat
Té cho:

T céo thudc cac trudong hop quy dinh tai Khoan 2 Diéu 20 cua Luat T6 cdo thi co
quan nhan dugc don khong chuyén don, khong thu 1y dé giai quyét dong thoi c6 vin
ban giai thich va tra lai don cho ngudi té céo.

+ Pon t6 cao khong rd ho tén, dia chi nguoi to cdo nhung cd ndi dung 13 rang,
kém theo cac thong tin, tai lidu, bang chimg vé hanh vi tham nhiing, hanh vi t6i pham:
Khi nhan duoc don tb céo khong rd ho tén, dia chi nguoi td cdo nhung ¢é nd1 dung rod

rang, kém theo céc thong tin, tai liéu, bang ching chting minh ndi dung té cao hanh vi
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tham nhiing, hanh vi t6i pham thi nguodi xir Iy don bdo cao thu trudng co quan, to
chtrc, don vi xtr 1y theo quy dinh cua phap luat vé phong, chong tham nhiing, phap
luat tb tung hinh su.

* Xir ly cac loai don khac:

+ Pon kién nghi, phan anh:

Pon kién nghi, phan anh thudc tham quyén, trach nhi€ém cua co quan, to chire,
don vi giai quyét thi nguoi xir Iy don dé xuit tha trudng co quan, to chirc, don vi thu
Iy giai quyét.

Pon kién nghi, phan anh khong thudc thAm quyén giai quyét cia co quan, to
chtrc, don vi thi ngudi xtr 1y don dé xuat thu trudng co quan, t6 chirc, don vi xem xét,
quyét dinh viéc chuyén don va céac tai liéu kém theo (néu cd) dén co quan, to chirc,
don vi, nguoi c6 thim quyén dé giai quyét.

- Pon c6 nhiéu ndi dung khac nhau
Déi voi don c6 nhiéu ndi dung khac nhau thudc thim quyén giai quyét ctia nhiéu co
quan, to chirc, don vi thi nguoi xir Iy don hudng dan ngudi giri don tach riéng timg
ndi dung dé giri dén dung co quan, t6 chirc, don vi ¢6 thaim quyén giai quyét.

+ Pon thudc thim quyén giai quyét cta co quan tién hanh t6 tung, thi hanh an:
Pon thudc tham quyén giai quyét ciia co quan tién hanh t6 tung hinh sy, t6 tung dan
su, t6 tung hanh chinh, thi hanh an thi nguoi xur 1y don hudéng din gui don hoic
chuyén don dén co quan c6 thim quyén dé xu 1y theo quy dinh cua phap luat t tung
hinh sy, to tung dan su, tb tung hanh chinh, thi hanh an.

+ Pon thudc thim quyén giai quyét ctia co quan déan cu:

Nguoi xir Iy don huéng din giri don hodc chuyén don dén co quan c6 thim quyén dé
duoc giai quyét theo quy dinh cuia phap luat.

+ Pon thudc thim quyén giai quyét cua to chirc chinh tri, to chtc chinh trj - xa
hoi, to chic chinh tri, x3 hoi - nghé nghiép, t6 chirc x4 hoi, té chirc xa hoi - nghé
nghiép, t6 chtic ton giao:

Nguoi xir Iy don trinh thi truéng co quan, to chirc, don vi huéng dan nguoi giri don
hoic chuyén don dén to chirc c¢6 tham quyén dé dugc xem xét giai quyét theo quy
dinh cua phap luat va Diéu 1¢, Quy ché cua to chire do.

+ Pon thudc thAm quyén giai quyét cua don vi su nghiép cong lap, doanh

nghi¢p nha nudc:
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Nguoi xt Iy don trinh thu trudéng co quan, t6 chic, don vi hudng din nguoi gii don
hoic chuyén don dén don vi su nghiép cong lap, doanh nghiép nha nudc d6 dé giai
quyét theo quy dinh ctia phép lut.

+ Pon khiéu nai, td céo, kién nghi, phan anh nhitng vu viéc c6 tinh chat phuc tap

Pon kién nghi, phan anh, khiéu nai, t6 cao phuc tap, gay gt v6i su tham gia
ctia nhiéu nguoi; nhitng vu viée ¢o lién quan dén chinh sach dan toc, ton gido thi
nguoi xir Iy don phai bao cdo véi thi truong co quan, t6 chire, don vi dé ap dung céc
bién phép theo tham quyén kip thoi xtr 1y hodc dé nghi véi cac co quan, to chire, don
vi c0 lién quan ap dung bi¢n phap xur ly.

b) Cach thirc thwe hién:

- Cong dan guri truc tiép dén UBND cip xa hodc giri don qua duong buu dién.

¢) Thanh phan, s6 lwgng hd so:

- Pon khiéu nai, don td cdo, don kién nghi, don phan anh va céc tai li¢u, chung
ctr lién quan (néu c6).

- S6 luong 01 bd

d) Thoi han giai quyét:

- Trong thoi han 10 ngay, ké tur ngay nhan dugc don khiéu nai, td cdo, kién
nghi, phan anh.

d) Poi twong thuce hién thi tuc hanh chinh: T6 chirc hodc ca nhan

e) Co quan thue hién thu tuc hanh chinh:

- Co quan c6 thim quyén quyét dinh: Chu tich UBND cép xA.

- Co quan truc tiép thuc hién: UBND cép x4.

g) Két qua thyc hién thi tuc hanh chinh:
Vin ban tra 101, van ban hudng din, van ban chuyén don hodc vin ban thy ly giai
quyét khiéu nai, td céo, kién nghi, phan anh.

h) L¢ phi:- Khong

i)Tén miu don , miu to khai: Khong

k) Yéu ciu , diéu kién thuc hién thi tuc hanh chinh: Khong

1) Can ctr phap ly cua thu tuc hanh chinh:

- Luat Khiéu nai;

- Luat T céo nam 201 I;

- Luat Tiép cong dan nam 2013;
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-Nghi dinh s6 75/2012/NB-CP ngay 03/10/2012 cta Chinh phu quy dinh chi
tiét mot sb diéu cua Luat Khiéu nai;

-Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 caa Chinh phu quy dinh chi
tiét thi hanh mot sd diéu cua Luét T céo;

- Nghi dinh sé 64/2014/ND-CP ngay 26/6/2014 cua Chinh pha quy dinh chi tiét
mdt s6 diéu cua Luét Tiép cong dan;

- Thong tu s6 07/2014/TT-TTCP ngay 31/10/2014 cta Thanh tra Chinh phu
quy dinh quy trinh xtr Iy don khiéu nai, don t6 céo, don kién nghi, phan anh.
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I11. LINH VU'C GIAI QUYET KHIEU NAI TO CAO

1. Thi tuc Giai quyét té céo tai cAp xa

a) Trinh ty thyc hién:

- Buére 1: Tiép nhén, xur 1y thong tin t6 cdo: Khi nhan dugc td cao thi ngudi giai
quyét td cao co trach nhiém phén loai va xir Iy nhu sau:

a) Néu t6 cao thudc thim quyén giai quyét ciia Chu tich UBND cép x4 thi trong thoi
han 10 ngay, ké tir ngay nhan dugc don td céo, phai kiém tra, xac minh ho, tén, dia
chi ctia nguoi to cdo va quyét dinh viéc thu 1y hodc khong thu 1y giai quyét t6 co,
ddng thoi thong bao cho ngudi td cao biét 1y do viéc khong thy 1y, néu co yéu cau;
truong hop phai kiém tra, x4c minh tai nhiéu dia diém thi thoi han kiém tra, xac minh
c6 thé dai hon nhung khéng qua 15 ngay;

b) Néu t6 cdo khong thudc tham quyén giai quyét cia UBND x4 thi trong thoi han 05
ngay lam viéc, ké tir ngay nhan duoc don td cdo, nguoi tiép nhan phai chuyén don tb
céo cho co quan, td chic, ca nhan c6 thim quyén giai quyét va thong bao cho nguoi
t6 céo, néu c6 yéu cau. Truong hop ngudi td cdo dén t6 cao truc tiép thi ngudi tiép
nhan t6 cao hudng din ngudi t6 cdo dén td cao voi co quan, td chirc, c4 nhan co thim
quyén giai quyét.

- Buée 2: Thu 1y, xac minh ndi dung td cao: Cha tich UBND x4 ban hanh quyét
dinh thu 1y giai quyét td cdo (sau day goi tat 1a quyét dinh thu 1y). Viéc thay doi, bd
sung ndi dung quyét dinh thu 1y phai thyc hién bang quyét dinh cta ngudi giai quyét
t6 cao. Trong trudng hop nguoi gidi quyét to cdo tién hanh xac minh thi trong quyét
dinh thy 1y phai thanh 1ap Poan x4c minh t6 cdo hodc To x4c minh t6 cdo (sau ddy goi
chung 13 T6 xac minh) co tir hai nguoi tré 1én, trong d6 giao cho mot nguoi 1lam
Truéng doan xac minh hodc T6 trudng T xac minh (sau day goi chung 1a T6 trudng
T x4c minh). Trong qua trinh xac minh, T6 x4c minh phai 1am viéc v6i ngudi bi td
cdo, nguoi td cédo; thu thap cac tai liéu lién quan dén noi dung td céo; bao cdo két qua
x4c minh...(Theo quy dinh tai cac diéu tr Piéu 12 dén Diéu 20 cua Thong tu sb
06/2013/TT-TTCP ngay 30/9/2013 cua Thanh tra Chinh phu quy dinh quy trinh giai

quyét td cao).
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- Buée 3: két luan ndi dung td cdo: cin ctr bao cdo két qua xac minh nodi dung
td cdo, cac thong tin, tai liéu, chimg cur ¢6 lién quan, ddi chiéu véi cac quy dinh cta
phap luat, Chu tich UBND xa ban hanh két luan noi dung td céo.

- Buére 4: xtr Iy t6 céo cua ngudi giai quyét to cdo: Ngay sau khi c6 két luan vé
ndi dung té cao, Chu tich UBND xa phai cin ctr két qua xac minh, két luan ndi dung
t6 cdo dé xu 1y theo quy dinh tai Pidu 24 Thong tu sd 06/2013/TT-TTCP ngay
30/9/2013 ctia Thanh tra Chinh phti quy dinh quy trinh giai quyét té cdo.

- Bude 5: cong khai két luan noi dung t6 céo, quyét dinh xir Iy hanh vi vi pham
bi td cao va thong bao két qua giai quyét t6 cdo cho ngudi té céo.

Theo quy dinh tai Piéu 25 Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ctia Thanh
tra Chinh phu quy dinh quy trinh giai quyét tb cdo:

1. Nguoi giai quyét td cdo co trach nhiém cong khai két luan noi dung té cdo,
quyét dinh xtr 1y hanh vi vi pham bi t6 cdo theo quy dinh tai Piéu 11 Nghi dinh sb
76/2012/ND-CP ngay 03/10/2012 ctua Chinh phu.

2. Trong trudng hop nguoi td cdo cd yéu cau thi ngudi giai quyét td cao thong
bao két qua giai quyét td cao cho ngudi td céo, trir nhimg thong tin thudc bi mat Nha
nude. Viéc thong bao két qua giai quyét td cao dugc thuc hién bang mot trong hai
hinh thtrc sau:

a) Gui két luan noi dung t6 cdo, quyét dinh, van ban xt 1y t6 cao.

b) Guri van ban thong bao két qua giai quyét to cao theo Mau sd 19-TC ban
hanh kém theo Thong tu nady, trong d6 phai néu duoc két qua xac minh, két luan noi
dung t6 cao, ndi dung quyét dinh, vin ban xir 1y t6 céo.

b) Cach thirc thue hién:

- T6 c4o tryc tiép.

- Gri don t cdo qua dudng buu dién.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan hd so giai quyét t cdo gdm:

+ Nhom 1 gém cac van ban, tai liéu sau: Pon té cdo hodc Bién ban ghi ndi

dung t6 céo truc tiép; Quyét dinh thu 1y, Quyét dinh thanh 1ap T6 x4c minh; Ké hoach
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x4c minh t6 céo; Béo cao két qua tham tra, x4c minh noi dung td cédo; Két luan ndi
dung t6 c4o; cac vin ban thong bao, xtr 1y, kién nghi xtr Iy t cdo.

+ Nhom 2 gém cac van ban, tai li€u sau: Cac bién ban lam viéc; van ban, tai
li¢u, ching cur thu thap dugc; van ban giai trinh cia nguoi bi td céo; cac tai liéu khac
c6 lién quan dén ndi dung td cdo.

- S6 lwong 01 bd

d) Thoi han giai quyét

Theo quy dinh tai Piéu 21 Luét T cdo: thoi han giai quyét to céo 1a 60 ngay,
ké tir ngay thu 1y giai quyét t6 cao; dbi v4i vu viéc phuc tap thi thoi han giai quyét 1a
90 ngay, ké tir ngay thu 1y giai quyét t& cdo. Trudong hop can thiét, ngudi cd tham
quyén giai quyét té cao co thé gia han giai quyét mot lan nhung khong qua 30 ngay;
dbi v6i vu viéc phire tap thi khong qué 60 ngay.

d) P6i twong thuc hién thi tuc hanh chinh: Ca nhan

e) Co quan thue hién thu tuc hanh chinh

- Co quan c6 thdm quyén quyét dinh: Chu tich UBND x4, phudng, thi trin.

- Co quan tryc tiép thuc hién: UBND xa, phuong, thi tran.

g) Két qua thyc hién thi tuc hanh chinh

- Két luan noi dung t6 céo va quyét dinh xir Iy ngudi ¢6 hanh vi vi pham bi té co.

h) L¢ phi: Khong

i) Tén miu don, miu to khai (néu co)

Cac mAiu van ban ban hanh trong qua trinh giai quyét to cdo duoc quy dinh tai
Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ctia Thanh tra Chinh phi quy dinh
quy trinh giai quyét to cdo

k) Yéu chu, diéu kién thuc hién thi tuc hanh chinh (néu co):

Theo quy dinh tai Khoan 2 Diéu 20 Luat T cdo: Ngudi c6 tham quyén khong
thu 1y giai quyét tb cdo trong cac trudng hop sau day:

a) T6 cao vé vu viée di duoc ngudi d6 giai quyét ma ngudi td cao khong cung
cAp thong tin, tinh tiét moi;

b) T6 cdo vé vu viéc ma ndi dung va nhiing thong tin ngudi tO cao cung cap
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khong c6 co sé dé xac dinh nguoi vi pham, hanh vi vi pham phap luat;

¢) T6 céo vé vu viéc ma ngudi cd thim quyén giai quyét td cdo khong du diéu
kién dé kiém tra, x4c minh hanh vi vi pham phap luat, nguoi vi pham.

1) Can ctr phap ly cua cac tha tuc hanh chinh

- Luat T4 céo;

- Nghi dinh sb 76/2012/ND-CP ngay 03/10/2012 quy dinh chi tiét mot s6 diéu
ctia Luat td céo;

- Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 cta Thanh tra Chinh phu quy
dinh quy trinh giai quyét t6 céo.
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PHU LUC CAC MAU VAN BAN
(Ban hanh kém theo Théong tu sé 06/2013/TT-TTCP ngay 30/9/2013
ciia Thanh tra Chinh phii quy dinh quy trinh gidi quyét té cdo)

MAu s6: 01 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... (1).oon..... CONG HOA XA HOI CHU NGHIA VIET NAM
......... (2)eeieennns Poc lap - Tw do - Hanh phuc

BIEN BAN GHI NQI DUNG TO CAO TRUC TIEP

Hom nay, vao hoi... gio... ngdy ... thang ... DAM tai ...........oveiuneeiieeiieeieeen. .
I. Thanh phan l1am viéc gom:
1. Nguoi tiép nhén t6 cdo:

—ONg (DA) o ChIC VU ..o
—ONg (DA) v chtcvu ...
2. Ngudi td cao (hodc ngudi dai dién cho nhitng ngudi to céo):

L0 T o 1
Dia chi ..oooieiiiiiii S0 dién thoai lién hé: ...............
S6 CMND/ho chiéu, ngay cap, noi Cap: ..........oeevueeeneeenn. (R ) I
II. N§i dung t cao:

RS TRTITTISISIN PRI ROOES () I P P
II1. Thong tin, tai liéu, bang chlirng do ngudi to cao cung cap:

PR LITRERPR I [REST (5) v,
IV. Yéu cau ctia nguoi to cao:

.......................................... (0) teee e,

Buoi lam viéce két thuc vao ..... gio .... cing ngdy (hodc ngay .../.../.....)
Nguoi td céo da doc lai (hodc dugc nghe doc) bién ban va xac nhan.
Bién ban duoc 1ap thanh 02 ban, mdi bén giit 01 ban./.

Nguoi to cdo Nguoi tiép nhin t6 cao
(Ky, ghi 16 ho tén hodc diém chi) (Ky, ghi ré ho tén, déng ddu néu co)
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(1) Tén co quan, t6 chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi tiép nhdn t6 cdo.

(3) Néu khong c6 CMND/h{ chiéu thi ghi cdc théng tin theo gidy to tiy than.

(4) Ghi ré nhitng ngi dung t6 cdo va nhitng théng tin khdc lién quan (néu c6).

(5) Ddnh sé thir tw va ghi ré tén thong tin, tai liéu, bang chimg, so trang ciia tieng tai
liéu, tinh trang ciia thong tin, tdi liéu, bang chitng.

(6) Yéu cdu ciia nguoi to cdo trong truong hop ngudi té cdo yéu cau dwoc giik bi mdt
théng tin, théng bdo viéc khéng thu Iy gidi quyét t6 cdo, théng bdo két qua gidi quyét
10 cdo...
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MAu s6: 02 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... (@) P CONG HOA XA HOI CHU NGHIA VIET NAM
......... (2)eeieennns Poc lap - Tw do - Hanh phic
So:....... /TB-...... . ... , ngay ... thang ... nam

THONG BAO

Vé viéc khong thu ly giai quyét t6 cao

Ngay ... thang ... ndam ........... (3) ..... d3 nhan duoc t6 cdo cua ...(4)........ voi ndi
dUNE: .. o (5) cooreee e
(T CAOAO ..o, (6) oo chuyén dén).

Sau khi nghién ctru, xem xét thdy rang ndi dung td cao néu trén khong du diéu kién dé
thu 1y giai quyét.

Ly do: e, (7)) e

Vay théng bao dé ong (ba) biét./.

Noi nhin: Nguoi dirng dau
Ngudi tb céo; co quan, to chirc, don vi
- (6).. (ky, ghi ré ho tén, dong dau)

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh théng bdo.

(3) Newoi ¢é tham quyén gidi quyét to cdo hodc co quan, té chirc, don vi ban hanh
Thong bado

(4) Ho tén, dia chi ciia nguoi to cdo.

(5) NGi dung t6 cdo khéng dwege thu 1y.

(6) Tén co quan, té chire, don vi hodc tén, chirc vu, chitc danh nguoi c6 tham quyén
dd chuyén t6 cdo dé dén nguoi gidi quyét té cdo (néu cé).

(7) Cén cir phép 1y dd dp dung dé khong thu Iy gidi quyét to cdo (diéu, khodn, tén vain
ban va ndi dung quy dinh vé truong hop khéng thu Iy gidiquyét t6 cdo).



18

MAu s6: 03 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... (@) P CONG HOA XA HOI CHU NGHIA VIET NAM
......... (2)eeieennns Poc lap - Tw do - Hanh phic
So: ....... /TB-..... . . , ngay ... thang ... nam

THONG BAO

Veé viéc khong thu ly giai quyét t6 cao tiép

Ngay ... thang ... nam ...... .. (3).... 43 nhan duoc t6 cdo tiép voi ndi dung:
...................................... (B) oo
(To cao do .........ccceeeeveeeee. (3) ... ceveeeeeeeeee e Chuyén dén).

Céc ndi dung td cdo néu trén da duoc.... (6)... giai quyét tai... (7)... nhung ngudi td cdo
tiép tuc t6 cdo voily do: .............. (B) ettt
Sau khi nghién ctru, xem xét thiy rang cac ndi dung td cdo trén di dugc giai quyét
dung phap luat. Do d6, can cir quy dinh tai Khoan 2 Diéu 27 ctia Luét t6 cao, khong
c6 co s dé thy 1y giai quyét lai td cdo trén.

Vay .. .(2)... thong bao dé nguoi té cao, co quan, to chirc, don vi, c4 nhan c6 lién quan
biét. Néu khong co6 tinh tiét mai, dé nghi chidm dit viée td céo, viée xem xét, gidi
quyét cac noi dung t6 cdo néu trén./.

Noi nhin: Nguoi dirng dau
-Ngudi tb cao co quan, to chire, don vi
-(5).. (ky, ghi ré ho tén, déng déu)
-...(6)...;

-...09)..;

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh théng bdo.

(3) Newoi ¢é tham quyén gidi quyét té cdo hodc co quan, té chire, don vi ban hanh
Thong bao.



19

(4) Cdc néi dung té cdo tiép va nguwoi bi té cdo trong cdc ndi dung do.

(5) Tén co quan, 16 chire, don vi hodc ho tén, chitc vu, chirc danh cia cd nhdn cé
tham quyén dd chuyén té cdo tiép dén nguoi c6 tham quyéngidi quyét lai té cdo (néu
co).

(6) Nguoi dd gidi quyét té cdo theo tham quyén.

(7) Néu tén, s6 hiéu ciia cdc vin ban gidi quyét to cdo va ngay, thang, ndm ban hanh.
(8) Néu Iy do nguwoi té cdo t6 cdo tiép. Trong truong hop ngudi t6 cdo khéng néu
duwoc Iy do té cdo tiép thi ghi ré la "...nhung nguwoi té cdo tiép tuc t6 cdo ma khong
néu ré 1y do t6 cdo tiép".

(9) Negwoi bi té cdo.
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MAu s6: 04 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... (@) P CONG HOA XA HOI CHU NGHIA VIET NAM
......... (2)eeieennns Poc lap - Tw do - Hanh phic
.......... , ngay ... thang ... nam.....

PHIEU PE XUAT THU LY GIAI QUYET TO CAO

Kinh gui: ...l () P
Ong (ba): covvviiiiii i (A) e
D1a CI: oo
Condidungtdocaoguidén ..................... (5) e
No6i dung t6 céo:
Can ctr ndi dung t6 cdo, quy dinh vé tham quyén giai quyét to cdo tai ....... (6).......;
Sau khi kiém tra cac di€u ki¢n thu ly, dé nghi .................... () xem

xét, quyét dinh viéc thu 1y giai quyét t6 cdo néu trén./.

Noi nhén: Nguoi dé xuat
-Nhu trén; (ky, ghi 16 ho tén, déng ddu - néu co)

- Luu: VT, hd so.

(1) Tén co quan, t6 chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ldp phiéu dé xudt.

(3) Chitc danh ciia ngueoi gidi quyét té cdo.

(4) Ho tén nguoi té cdo (hodc nguwoi dai dién ciia nhitng nguoi té cdo).

(5) Ngwoi cé tham quyén gidi quyét hodc co quan, té chire, don vi tiép nhdn té cdo.

(6) Diéu, khodn, van ban quy dinh vé tham quyén gidi quyét to cdo.
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MAu s6: 05 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... T CONG HOA XA HOI CHU NGHIA VIET NAM
......... () I Poc 1ap - Tw do - Hanh phuc
So nQp-........ , ngay ... thang ... nam.....
QUYET PINH
Vé viéc thu 1y gii quyét t6 c4o va thanh 1ap Poan/To xac minh td cdo
............... (€ ) IO

Can ctr Luat td cdo s6 03/2011/QH13 ngay 11/11/2011;

Can ctr Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 ctia Chinh phu quy dinh chi
tiét thi hanh mot sé diéu ciia Luat td cio;

Cian ctr Thong tu s6  /2013/TT-TTCP ngay / /2013 cua Thanh tra Chinh phu
quy dinh quy trinh giai quyét té céo;

Cancl..ooooviiiiiiiiii i [ T ;

Xétdénghicla ......oocvvneenn..... (5) e "
QUYET PINH:

Piéu 1. Thu ly giai quyét t6 cao dbi voi ............... (6) e

Noi dung t6 cdo duoc thu Iy gdm:.........ccoevunee, (7)o

Thoi han giai quyét t6 cdo 1a .... ngay lam viéc.

Pi¢u 2. Thanh 1ap Poan/T6 xac minh td cdo, gom:

1.0ng (bd)............... chucvu.................. - Truong doan/T6 trudng;

2.0ng (ba)............... chlrc VU, .o, - Thanh vién;

Poan/Td x4c minh ¢6 nhiém vy kiém tra, x4c minh ndi dung td céo duoc thu 1y néu
tai Piéu 1 Quyét dinh nay. Thoi gian tién hanh xac minh la...... ngay lam viéc, ké tir
ngay giao hodc cong bd Quyét dinh nay véi ngudi bi té céo.

DPoan/T6 xac minh thuc hién cac quyén, nghia vy quy dinh tai Khoéan 5 Diéu 22 Luat
t6 cdo va cac quy dinh khac ctia phap luat c6 lién quan.

Piéu 3. Cac 6ng (ba)...(8)...,...(9)..., co quan, td chirc, don vi, c4 nhan c6 lién quan,

cac Ong (ba) c6 tén tai Piéu 2 chiu trach nhiém thi hanh Quyét dinh nay./.
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Noi nhén: Nguoi giai quyét to cdo
- Nhu biéu 3; (ky, ghi ré ho tén va dong dau)
- Luu: VT, ho so.

(1) Tén co quan, t6 chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh.

(3) Chitc danh ciia ngueoi ban hanh quyét dinh.

(4) Van ban quy dinh chirc ndng, nhiém vy, quyén han ciia co quan, t6 chire, don vi ra
quyét dinh.

(5) Newoi ditng dau co quan, t6 chire, don vi dé xudt thu Iy t6 cdo.

(6) Tén co quan, 16 chire, dom vi bi t6 cdo, ho tén, chirc vu, chirc danh, dia chi ¢ nhadn
bi t6 cdo.

(7) Céc néi dung t6 cdo dwoc thu Iy.

(8) Newoi ditng dau co quan, té chire, don vi ¢ trach nhiém trong viéc t6 chirc thuc
hién quyét dinh xdc minh.

(9) Tén co quan, 16 chire, don Vi, ho tén, chirc vu, chirc danh ca nhan bi 16 cdo.
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MAu s6: 06 (Ban hanh kém theo Théong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... T CONG HOA XA HOQI CHU NGHIA VIET NAM
......... () I Poc 1ap - Tw do - Hanh phuc
So Qb-........ , ngay ... thang ... nam.....
QUYET PINH
Vé viéc thu 1y gidi quyét to c4o va giao nhiém vu xac minh ndi dung td cdo
............ (R ) IR

Can cir Luat t6 cao s6 03/2011/QH13 ngay 11/11/2011;

Can ctr Nghi dinh sb 76/2012/ND-CP ngay 03/10/2012 ctia Chinh phu quy dinh chi
tiét thi hanh mot s6 diéu cua Luét td céo;

Can cir Thong tu s6  /2013/TT-TTCP ngay / /2013 ctia Thanh tra Chinh pha quy
dinh quy trinh giai quyét t6 céo;

(011 W ol | R (A) e ;

Xétdénghicla ............oeeen., (5) e, ,
QUYET DPINH:

Piéu 1. Thu ly giai quyét to cao dbi voi ............... () TR

Noi dung t6 cdo duoc thu Iy g@dm:........oeeveeunn, (7))

Thoi han giai quyét t céo 14 .... ngay lam viéc.

Piéu 2. Giao....(8)... t churc viéc kiém tra, xac minh, két luan va kién nghi bién phap
xur 1y cac ndi dung t6 cao duge thu 1y néu tai Piéu 1 Quyét dinh nay, bao céo két qua
xac minh vo1 ..................... (9) e

Piéu 3. Cac 6ng (ba)...(11)....,....(6)..., co quan, to chirc, don vi, c4 nhan c6 lién quan
chiu trach nhiém thi hanh Quyét dinh nay./.

Nguoi giai quyét to cdo
Noi nhin: (ky, ghi r6 ho tén va dong ddu)
- Nhu Dicu 3;
- Luu: VT, hd so.
(1) Tén co quan, t6 chirc, don vi cdp trén truc tiép (néu co).
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(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh.

(3) Chitc danh ciia nguoi ra quyét dinh.

(4) Van ban quy dinh chirc nang, nhiém vu, quyén han ciia co quan, t6 chirc, don vi ra
quyét dinh.

(5) Nguoi dirng dau co quan, t6 chive, don vi dd dé xudt thu Iy gidi quyét té cdo.

(6) Tén co quan, 16 chire, dom vi bi t6 cdo, ho tén, chirc vu, chirc danh, dia chi cia cé
nhén bi t6 cdo.

(7) Cdc néi dung t6 cdo dwoc thu Iy.

(8) Co quan, t6 chire, don vi dwoc giao xdc minh t6 cdo.

(9) Newoi gidi quyét té cdo.

(10) Céc ndi dung chi dao, yéu cau khdc cia ngueoi gidi quyét té cdo doi véi co quan,
16 chire, don vi dwoc giao xdc minh 16 cdo (nhw viéc thanh lap Poan/T. 6 xdc minh
hodc Poan thanh tra dé lam ré néi dung 16 cdo; thoi gian tién hanh xac minh, nhiém
vu, quyén han, trach nhiém ciia ngueoi dwoc giao xdc minh...).

(11) Nguoi ditng dau co quan, t6 chire, don vi ¢é trach nhiém trong viéc t6 chire thuc

hién quyét dinh.
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MAu s6: 07 (Ban hanh kém theo Théong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... T CONG HOA XA HOQI CHU NGHIA VIET NAM
......... () I Poc 1ap - Tw do - Hanh phuc
So Qb-........ , ngay ... thang ... nam.....
QUYET PINH
Vé viéc thanh 14p Poan/T6 xac minh ndi dung t6 cio
............ (R ) IR

Can ctr Luat td cdo s6 03/2011/QH13 ngay 11/11/2011;

Can ct Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 ctia Chinh pht quy dinh chi
tiét thi hanh mot s6 diéu ctua Luat td céo;

Can cir Thong tu s6  /2013/TT-TTCP ngay / /2013 ctia Thanh tra Chinh pha quy
dinh quy trinh giai quyét t cdo;

Can ctr Quyét dinh s6 ..... ngdy ... thang...nim....caa .....(5)....... vé viéc thy ly giai

quyeét té cdo va giao nhi€ém vu xac minh t6 céo;

Xétdénghi clla ........ovevveiieiiinn..., () T ,
QUYET DPINH:

Piéu 1. Thanh 1ap Poan/T6 xac minh ndi dung té cdo, gom:

1.Ong (ba)............... chicvu..........ooeeiel. - Truéng doan/T6 trudng;

2.0ng (ba)............... chitc vu........oooooaal. - Thanh vién;

Thoi gian tién hanh xac minh la...... ngay lam viéc, ké tir ngdy giao hodc cong bd
Quyét dinh nay véi nguoi bi t6 céo.

Poan/To xac minh thyc hién cac quyén, nghia vy, trach nhi¢ém quy dinh tai cac Piém
a, b, ¢, d Khoan 1, Piém a, b, ¢, d, d Khoan 2 Diéu 11, Khoan 3, 4 Dicu 22 Luat t
cdo va cac quy dinh khac cta phap luat cé lién quan.

Piéu 3. Cac 6ng (ba) ...(8)...,...(9)...., co quan, to chirc, don vi, ca nhan c6 lién quan
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va cac ong (ba) co tén tai Piéu 1 chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhgn: Ngudi ditng dau co quan, té chire, don vi dwoc giao
- Nhu Biéu 3; x4c minh ndi dung té cio
- Luu: VT, ho so. (ky, ghi ré ho tén va déng ddu)

(1) Tén co quan, té chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh.

(3) Chitc danh ciia nguoi ra quyét dinh.

(4) Van ban quy dinh chirc ndng, nhiém vu, quyén han ciia co quan, t6 chirc, don vi ra
quyét dinh.

(5) Nguoi gidi quyét té cdo.

(6) Tén co quan, 16 chire, don vi hodc ho tén, chirc vu, dia chi cia nguoi bi 16 cdo.
(7) Cdc néi dung té cdo dwoc giao xdc minh.

(8) Newoi dirng ddu co quan, té chire, don vi ¢6 trach nhiém t6 chirc thuc hién quyét
dinh xac minh.

(9) Tén co quan, 16 chire, dom vi bi t6 cdo, ho tén, chirc vu, chirc danh cd nhadn bi té
cao.
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MAu s6: 08 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... T CONG HOA XA HOQI CHU NGHIA VIET NAM
......... () I Poc 1ap - Tw do - Hanh phuc
So:  /TB-....... ...l , ngay ... thang ... nam.....
THONG BAO
Vé viéc thu 1y gii quyét to cdo

....(3)...d3 nhan duoc t6 cao cua .....(4)....... 461 v6i ....(5).... vé viée
...................................................... (0) et
(TO cAO do ......coevceeeeaeeaaeevciiiee e eei(7) e iee v v e e oo Chuyén dén)
Theo quy dinh cta phap luat, ............... (6 PP d3 ban hanh Quyét dinh sb

.../QD-...ngay.../.../... thu 1y giai quyét t cdo.

Noi dung t6 cao duoc thu 1y giai quyét gdm .................. (D)
Thoi han giai quyét t6 cdo 14 ... ngay lam viéc.

Vay théng bao dé .. .(4)... biét va thuc hién quyén, nghia vu ciia ngudi td cao theo
dang quy dinh cua phap luat./.

Noi nhdn: Ngudi dirng dau
-Ngudi t6 céo; co quan, to chirc, don vi
(D). (ky, ghi ré ho, tén va déng dau)

- Luu: VT, ho so.

(1) Tén co quan, t6 chirc, don vi cdp trén truc tiép (néu cé).

(2) Tén co quan, t6 chirc, don vi ban hanh Théng bdo.

(3) Newoi c¢é tham quyén giai quyét té cdo hodc co quan, t6 chire, don vi ban hanh
Thong bao.

(4) Ho tén, dia chi nguoi té cdo.

(5) Tén co quan, 16 chire, don vi bi t6 cdo, ho tén, chitc vu, chire danh, dia chi cd nhan
bi t6 cdo.

(6) Tom tdt ndi dung té cdo.

(7) Co quan, t6 chire, don vi, cd nhdan dd chuyén don té cdo (néu co).

(8) Newoi cé tham quyén gidi quyét té cdo.

(9) Néi dung t6 cdo dwoc thu Iy.
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MAu s6: 09 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... (1).eonn..... CONG HOA XA HOI CHU NGHIA VIET NAM
POAN/TO XAC MINH Poc 1ap - Tu do - Hanh phic
TOCAO e
BIEN BAN LAM VIEC

Va0 hoi....gio...ngay.....thang. .. .nAM. ...t ...oovvneeee e, ;
Poan/Té xac minh td cédo dugc thanh lap theo Quyét dinh s6  /QP... ngay.../.../...
cua.......... , 20m

1.ONg (BA) c.vviieie e, ChIC VU ..o,
2.0ng (bA) cvviiiii ChIC VU ..o
Tién hanh 1am ViBe VOi: «..ovveveeeieiie i, (D)o
Noidung [am vi€e: .....ovvviiiiiiiiieii e, (3) i

Budi 1am viéc két thuc hdi... gio... phat cung ngay (hodc ngay....../.../.....)

Bién ban nay da duoc doc cho nhiing ngudi cung lam viéc nghe va xac nhan dudi
day.

Bién ban dugc lap thanh.... ban va giao cho...(5)..../.

Nhirng nguwoi cung lam viée Thanh vién Poan/T6 xac minh
........... 4).......... (Tung thanh vién lam viéc ky, ghi ro ho tén)

(1) Tén co quan, t6 chirc, don vi thanh ldp Podn/Té xdc minh.

(2) Ho, tén, chirc danh, dia chi, sé dién thoai lién hé (néu c6) ciia nhitng nguoi cing
lam viéc. Nguoi ciing lam viée c6 thé la:

- Nguoi 16 cdo

- Ngueoi bi t6 cdo

- Nguoi lam chung

- Dai dién co quan, 16 chire, don vi hodc cd nhdn ¢é lién quan.

(3) Noi dung lam viéc; ¥ kién cia nhitng nguoi ciing lam viée, cia thanh vién
Poan/Té xdc minh.
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(4) Nhitng nguoi cung lam viéc ky, ghi ré ho, tén hodc diém chi. Trong truong hop c6
nguoi khong ky thi trong bién ban phdi ghi 6 va dé nghi nguoi lam chitng ky vdo
bién ban.

(5) Tén co quan, t6 chirc, cé nhan lién quan dwoc Poan/Té xdc minh giao bién bdn.
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MAu s6: 10 (Ban hanh kém theo Théng tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... (@) P CONG HOA XA HOI CHU NGHIA VIET NAM
......... (2)eeieennns Poc lap - Tw do - Hanh phic
S6:  Jeeeeo , ngay ... thang ... nam.....

V/v cung cdp théng tin, tdi
liéu, bang chitng

Kinh gwri: .................. () PO
Ngay ... thang ... nam............... (4)... dd ban hanh Quyét dinh s6...... /QD-... thanh
1ap Poan/T6 xac minh ndi dung t& cdo. Poan/Té xac minh dang tién hanh xac minh
NOT AdUNG SAU:. ...ttt (5) i
Theo quy dinh ctia phap luat va dé phuc vu viéc giai quyét td céo, .. (2)...
dénghi.............. () I cung cip cho Poan/T6 xac minh t6 cdo
nhirng thong tin, tai liéu, bang chimg sau day:.................. ......... [(C) I

Dé nghj .....(3)... chuan bj day du nhimng thong tin, tai liéu, bang chimg néu trén va
guri cho Poan/T6 xac minh td cdo trude ngdy.....thang.....nam...

Noi nhin: Nguwoi dung dau co quan, t6 chirc, don vi deé nghi
- Nhu trén; cung cip thong tin, tai liéu, bing chirng
- Luu: VT, ho so. (Ky, ghi 16 ho, tén va déng ddu)

(1) Tén co quan, té chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi giri van ban dénghi cung cdp théng tin, tai
liéu, bang chitng.

(3) Tén co quan, t6 chire, don vi, cd nhdn dwoc dénghi cung cdp thong tin,
tai liéu bang chitng.

(4) Newoi gidi quyét té cdo hodc ngwoi ding dau co quan, té chire, don vi dwoc giao
nhiém vy xac minh noi dung 16 cdo da ban hanh quyét dinh thanh lap Poan/T. 6 xdc
minh néi dung té cdo.
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(5) Néi dung té cdo dwoc giao xdc minh (lién quan dén cdc théng tin, tai liéu, bang
ching dang dé nghi cung cap).

(6) Cdc yéu cau doi voi thong tin, tai liéu, bang chitng dé nghi cung cdp.

(7) Dia chi nhdn thong tin, tai liéu, bcing chung hoac nguoi duoc giao truc tié}) nhan
théng tin, tdi liéu, bang chitng.
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MAu s6: 11 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... (@) FTI CONG HOA XA HOI CHU NGHIA VIET NAM
......... (2)eeeeennn. Poc lap - Tw do - Hanh phuc
GIAY BIEN NHAN

Ve viéc tiep nhan thong tin, tai li¢u, bang chirng lién quan dén ni dung to cao

Vao hoi gid .....ngdy.....thang ....nam ..., tai .......... (3)...
.................................... (4).ciiiiiiiiiiiiiiiiiieieee ... . Bén giao thong tin,
tai lidu, bang chimg:....................ooiiiiiiiiinin, (5) i
D3 giao, nhan thong tin, tai liéu, bang chimg sau day:

| ()
e
G

Gidy bién nhan nay dugc lap thanh 02 ban, mdi bén giit 01 ban./.

Bén giao Bén nhin
(Ky, ghi ré ho tén, déng ddu - néu cd) (Ky, ghi ré ho tén, déng ddu - néu cd)

(1) Tén co quan, t6 chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chire, don vi tiép nhdn thong tin, tdi liéu, bang ching.

(3) Dia diém giao, nhén théng tin, tdi liéu, bang chimg.

(4) Ho, tén, chirc danh, don vi céng tic cua nguwoi nhdn théng tin, tai liéu, bang
chung.

(5) Ho, tén, chirc vu, chitc danh, don vi cong tdac hodc dia chi cua nguoi giao thong
tin, tdi liéu, bang ching.

(6) Loai thong tin, vdt mang tin, tén, sé trang, tinh trang tdi liéu, bang ching.
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MAu s6: 12 (Ban hanh kém theo Théong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... (@) P CONG HOA XA HOI CHU NGHIA VIET NAM
......... (2)eeieennns Poc lap - Tw do - Hanh phic
S6:  Jeeeeo , ngay ... thang ... nam.....

V/v: Trung ciu giam dinh

Kinh gui: .............. () P
Dé ¢6 co s6 cho viee két luan noi dung td c4o bao dam chinh xéc, khach quan,.. .(2)...
trung cau giam dinh céc thong tin, tai liéu, bang ching sau day:

Vay dé& nghi ...(3)... tién hanh giam dinh va giri két qua cho ...(2)... trudc ngay..
.thang... nam....

..(2)... ctr ong (ba)...(5)... 1a thanh vién T x4c minh t6 céo truc tiép ban giao cac tai
lidu, bang chimg va nhan két qua giam dinh.

Kinh phi giam dinh (néu phai chi tra) do .. .(2)... chi tra theo quy dinh.

R4t mong sy quan tam, hop tac cua .. .(3)..../.

Noi nhin: Nguwoi dirng dau co quan, t6 chirc, don vi
-Nhur trén; trung cau giam dinh

- (5). (ky, ghi ro ho tén va dong dcfu)
-...(6)...;

- Luu: VT, ho so.

(1) Tén co quan, t6 chirc, don vi cdp trén truc tiép (néu cé).

(2) Tén co quan, t6 chirc, don vi trumg cau gidm dinh.

(3) Tén co quan, t6 chirc dwoc trung cau giam dinh.

(4) Cdc théng tin, tai liéu, bang chirng dé nghi gidm dinh va néi dung cdn gidm dinh.
(5) Ho tén, chirc vu, chirc danh ciia nguoi diege cir ban giao thong tin, tai liéu, bang
chirng, tiép nhdn két qua gidm dinh.

(6) Pon vi, b phdn qudn 1y tai chinh cia co quan, t6 chirc, don vi dé nghi trung cau
giam dinh
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MAu s6: 13 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... S CONG HOA XA HOI CHU NGHIA VIET NAM
......... () I Poc 1ap - Tw do - Hanh phuc
Sbé: ../IQP-..... .. , ngay ... thang ... nam.....
QUYET PINH
Vé viéc gia han giai quyét to cio
................ () P

Can cir Luat t6 cao s6 03/2011/QH13 ngay 11/11/2011;
Can ctr Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013 ctia Thanh tra Chinh pha quy
dinh quy trinh giai quyét t6 céo;

Can Cl....oeiii e, (B) e ;

Xét d& nghi cla. .........oveveeeeieeii . (5) e
QUYET DPINH:

Piéu 1. Gia han giai quyét td cao ddi véi ....(6)... vé viée ....(7)... da duoc thu 1y tai

QUYEt AINN. ... (8) i,

Thoigian giahanla.................. ngay lam viéc, ké tir ngay .......... (C) IR

Piu2.............. (10).ceeeeeeeinn, chju trach nhiém thi hanh Quyét dinh nay./.

Noi nhén: Ngudi giai quyét td cao

- Nhu biéu 2; (ky, ghi ré ho tén va déng ddu)

- Luu: VT, ho so.

(1) Tén co quan, té chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh quyét dinh gia han gidi quyét té cdo.

(3) Chitc danh ciia ngueoi ban hanh quyét dinh.

(4) Van ban quy dinh chitc ndng, nhiém vu, quyén han ciia co quan, té chirc, don vi
ban hanh quyét dinh.

(5) Newoi dé nghi gia han.

(6) Tén co quan, 16 chire, don vi bi t6 cdo hodc ho tén, chirc vu, chirc danh, dia
chi ciia cd nhén bi t6 cdo.

(7) Tém tat néi dung vu viéc té cdo.

(8) 86, ngay, thang, nam ban hanh va nguwoi ban hanh quyét dinh thy Iy.

(9) Negay hét han gidi quyét t6 cdo theo quyét dinh thu 1y.

(10) Tén co quan, té chirc, don vi, cd nhdn cé trach nhiém thuwc hién Quyét dinh nay
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MAu s6: 14 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... T CONG HOA XA HOQI CHU NGHIA VIET NAM
POAN/TO XAC MINH Péc 1ap - Tu do - Hanh phiic
TOCAO
.......... , ngay ... thang ... nam.....

BAO CAO CUA POAN/TO XAC MINH
Vé két qua xac minh ndi dung td cio

Kinh gui: .............. () P

Thue hién Quyét dinh sd.../QD... ngay .../.../.......cHa .......... ) TR
T ngdy .../.../ ... dénngdy .../.../..... Poan/T6 x4c minh di tién hanh xac minh noi
dung t6 cao cua ong (bA): e Dia
ChiL t6 cao d6i
VO oo (B) e

Vet e (5) e
Sau déy 1a két qua xac minh ndi dung t6 cio:
1. Két qua xdc minh: ........cooveevneeinennn... (0) e
2. Nhan xét, danh gid: ................cooene. (7
3 Kin nghic .oovvneii e (8) el

Trén ddy 1a bao cao két qua xac minh nodi dung té cdo, dé nghi... (2)... xem xét, chi
dao./.

Noi nhin: Truéng doan/To6 truéng té xac minh
- Nhu trén; (ky, ghi r6 ho tén va dong ddu - néu cd)

- Luu: VT, HO so.

(1) Tén co quan, t6 chirc, don vi ban hanh quyét dinh thanh lgp Poan/T6 xdc minh.

(2) Nguweoi ding dau co quan, té chire, don vi ban hanh quyét dinh thanh ldgp Poan/To
xdc minh.

(3) Ngwoi ban hanh, trich yéu quyét dinh thanh lgp Poan/T6 xdc minh.

(4) Tén co quan, 16 chike, don vi hodc ho tén, chire vu, chirc danh, dia chi cia cé nhan
bi to cao.

(5) Tém tdt ndi dung té cdo.
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(6) Bdo cdo két qud xdc minh theo tieng néi dung t6 cdo, trong dé néu cu thé hanh vi
vi pham phdp ludt bi té cdo, ndi dung gidi trinh ciia nguwoi bi to cdo; phdn tich, danh
gid théng tin, tai liéu, chitng civ dé chitng minh tinh ding, sai ciia néi dung té cdo.

(7) Nhdn xét, danh gid theo tirng néi dung t6 cdo, trong dé néu ré néi dung 16 cdo la
t6 cdo ding, diing mét phan hodc sai; viéc cé y t6 cdo sai (néu c6); nhdn xét, danh
gid vé hanh vi vi pham phdp ludt ciia nguoi bi t6 cdo, co quan, t6 chire, cd nhan khdc
(néu c6); nguyén nhan, trach nhiém ciia ngwoi bi té cdo, co quan, t6 chirc, cd nhan
lién quan trong nhitng ndi dung té cdo ding hodc ding mét phan; thiét hai vé vit
chat, tinh than do hanh vi vi pham phdp ludt gdy ra; doi tiwong bi thiét hai; nhitng néi
dung vi pham phdp ludt, sai lam hodc khéng phit hop ciia viéc gidi quyét té cdo trude
dé (néu cé) va trach nhiém cia co quan, t6 chire, don vi, cd nhan ¢é lién quan; nhiing
van dé con cé y kién khdc nhau trong Podan/Té xdc minh (néu co).

(8) Kién nghi véi nguoi c6 tham quyén dp dung cdc bién phdp xir Iy vi pham, khdc
phuc hau qua do hanh vi vi pham gady ra.

Ghi chi: Trudng doan/Té trudng To xdc minh ndi dung t6 cdo ky vdo timg trang cia
Bdo cao.
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MAu s6: 15 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... T CONG HOA XA HOQI CHU NGHIA VIET NAM
........... () I Poc 1ap - Tw do - Hanh phuc
So: ....... /BC-... , ngay ... thang ... nam.....
BAO CAO
Két qua xac minh néi dung té cao
Kinh gui: ............. ) PP

Thuc hién Quyét dinh s6  /QD-... ngay.../.../..... cia...(3)... vé viéc thu 1y giai quyét
t6 c4o va giao nhiém vu xac minh ndi dung t6 cdo;

...(2)... da thanh 1ap Poan/TH xac minh ndi dung t6 cdo cta ong (ba): ................
...................................................... Piachi ...
t6 c40 A1 VO ...eve e, (B) e
V8 e (5) e

Can cur Bao cao cua Poan/T6 xdc minh vé két qua xac minh ndi dung t6 cao va cac
thong tin, tai li€u, bang chung c6 lién quan,... (2)...bdo cao... (3)...nhu sau:

1. Két qua xac minh ndi dung t6 c40: .........couneevnn..... (0 P
2. Két luan nodi dung xac minh: ..............oooeiiiiiiiin.l (7)o
3 KN NGNIL .o (8) el
Trén ddy 1a bao cao két qua xac minh nodi dung té cdo, dé nghi ...(3)... xem xét, két
luan./.

Noi nhdn: Nguoi ding dau co quan, té chire, don vi

- Nhu trén; dwoc giao xac minh ndi dung td cdo

- Luu: VT, ho so. (Ky, ghi 16 ho tén va déng ddu)

(1) Tén co quan, t6 chirc, don vi cdp trén truc tiép (néu cé).

(2) Tén co quan, t6 chire, don vi dwoc giao xdc minh ndi dung t6 cdo.

(3) Ngwoi gidi quyét té cdo.

(4) Tén co quan, 16 chike, don vi hodc ho tén, chire vu, chirc danh, dia chi cia cé nhan
bi t6 cdo.

(5) Tém tdt ndi dung té cdo.

(6) Bdo cdo két qud xdc minh theo tieng néi dung t6 cdo, trong dé néu cu thé hanh vi
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vi pham phdp ludt bi t6 cdo, ndi dung gidi trinh ciia ngwoi bi té cdo; phdn tich, danh
gid thong tin, tai lidu, ching cit dé xdc minh tinh ding, sai cia néi dung té cdo.

(7) Két ludn tirng ndi dung t6 cdo, trong dé néu ré néi dung to cdo la t6 cdo ding,
dung mot phcfn hodic sai; viéc ¢ y 16 cdo sai (néu co); két luén vé hanh vi vi pham
phdp ludt ciia ngwoi bi t6 cdo, co quan, t6 chire, cd nhdn khéc (néu c6); nguyén nhan,
trach nhiém ciia nguoi bi té cdo, co quan, t6 chire, cd nhdn c6 lién quan trong nhiing
noi dung 16 cdo dung hodc dung mot phd‘n; thiét hai vé vt chat, tinh than do hanh vi
vi pham phép ludt gdy ra; doi twong bi thiét hai; nhitng ndi dung vi pham phdp ludt,
sai lam hodc khéng phii hop cia viéc gidi quyét t6 cdo truée d6 (néu cd) va trdach
nhiém ciia co quan, t6 chirc, don vi, cd nhan ¢6 lién quan; nhitng vin dé con co y kién
khéc nhau trong qud trinh xdc minh néi dung t6 cdo (néu cd).

(8) Kién nghi véi nguoi c6 tham quyén dp dung cdc bién phdp xir 1y vi pham, khdc
phuc hau qua do hanh vi vi pham gay ra.
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MAu s6: 16 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu

........... (@) P CONG HOA XA HOI CHU NGHIA VIET NAM
........... () AT Poc lap - Tw do - Hanh phic
So: ....... /KL-... , ngay ... thang ... nam.....

5 11) I 11 (N (B)eeeeeiiiiiiinniiiiiinnnnnns
Ngay.../..)ecuyevveoevvn..(2)... d3 ban hanh Quyét dinh sd.../QD-... thu Iy giai quyét td
c40 d61i VOi .oouennne . 3)....

Can ctr nd1 dung to cdo, két qua xac minh nd1 dung té cdo, cac tai li€u, chiing cur co
lién quan, doi chi€u vdi cac quy dinh cia phap luat, ... (2)... két ludn ndi dung to cao
nhu sau:

1. Két qua xac minh ndi dung t6 cdo: ................ (A) e

2 KETUAN: .o (5) e
3.Xurly vakién nghi: ....ooooveiieiii i (6
Noi nhén: Nguoi giai quyét to cdo

(D). (Ky, ghi 16 ho tén va déng ddu)
-..(7N..;

-...(8)...;

-..9)...;

-...(10)...;

- Luu: VT, ho so.

(1) Tén co quan, t6 chirc, don vi cdp trén truc tiép (néu cé).

(2) Tén co quan, t6 chirc, don vi ¢é tham quyén gidi quyét t6 cdo.

(3) Tén co quan, 16 chire, dom vi bi t6 cdo, ho tén, chirc vu, chitc danh, dia chi cé nhan
bi 16 cdo.

(4) Két qua xdc minh theo tirng néi dung t6 cdo, trong dé néu cu thé hanh vi vi pham
phdp ludt bi t6 cdo, ndi dung gidi trinh ciia ngwoi bi té cdo; phdn tich, danh gid thong
tin, tai lidu, chitng cir dé chitng minh tinh ding, sai ciia néi dung té cdo.
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(5) Két ludn tirng ndi dung t6 cdo, trong dé néu ré néi dung to cdo la t6 cdo ding,
dung mot phcfn hodc sai; viéc cé y 16 cdo sai (néu co) két ludn vé hanh vi vi pham
phdp ludt ciia nguoi bi to cdo, co quan, té chire, cd nhdn khdc (néu cd); nguyén nhan;
trach nhiém ciia nguoi bi té cdo, co quan, t6 chire, cd nhdn c6 lién quan trong nhiing
noi dung 16 cdo dung hodc dung mot phd‘n; thiét hai vé vt chat, tinh than do hanh vi
vi pham phép ludt gdy ra; doi twong bi thiét hai; nhitng ndi dung vi pham phdp ludt,
sai lam hodc khéng phit hop cia viéc gidi quyét t6 cdo truée d6 (néu cd) va trdach
nhiém ciia co quan, t6 chire, don vi, cd nhan cé lién quan.

(6) Cdc bién phdp nguwoi gidi quyét t6 cdo dp dung dé truec tiép xiv 1y vi pham, budc
khdc phuc hdu qua do hanh vi vi pham phdp ludt gdy ra; ndi dung chi dao co quan, t6
chire, don vi, cd nhan thudc quyén quan Iy ciia nguoi gidi quyét t6 cdo va néi dung
kién nghi co quan, t6 chirc, c¢d nhédn khdc dp dung bién phdp theo tham quyén dé xir Iy
vi pham, budc khéc phuc hdu qua do hanh vi vi pham phdp ludt gay ra.

(7) Co quan thanh tra nha nuée cdp trén.

(8) Cor quan thanh tra nha nuée cing cap.

(9) Ngueoi bi t6 cdo (trong trwong hop van ban Két ludn cé théng tin thuéc bi mdt nha
nude, théng tin ¢ hai cho ngueoi té cdo thi phdi trich van bdn, lwoc bé théng tin d6
truGe khi givi cho nguwoi bi té cdo.

(10) Tén co quan, té chirc, cd nhan khdc dwoc nhdn két ludn.
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MAu s6: 17 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... T CONG HOA XA HOQI CHU NGHIA VIET NAM
........... () I Poc 1ap - Tw do - Hanh phuc
Sb: ... [eceeee , ngay ... thang ... nam.....

V/v chuyén ho so sang co
quan diéu tra

Qua giai quyét to cao d6i voi...(4)... da phat hién hanh vi vi pham phap luat c6 dau
hiéu pham t0i.........ceevvvveiieeinn.. (5) e Khoan 3 Diéu 25
ctia Luét té céo,............. () TR chuyén hd so vu viéc néu trén dé...
(3)... xem xét, giai quyét theo quy dinh cta phap luat./.

Noi nhdn: Nguoi dirng dau
-Nhu trén; co quan, to chirc, don vi chuyén ho so
ST (6); (Ky, ghi 16 ho tén va déng ddu)

- Luu: VT, ho so.

(1) Tén co quan, t6 chirc, don vi cdp trén truc tiép (néu cé).

(2) Tén co quan, t6 chirc, don vi chuyén ho so vu viéc.

(3) Tén co quan diéu tra.

(4) Tén co quan, 16 chire, don vi hodc ho tén, chirc vu, chirc danh, dia chi cua ca nhan
bi t6 cdo.

(5) Ghi ré ddu hiéu pham téi.

(6) Co quan thanh tra nha nwéc cdp trén va co quan thanh tra nha nwde ciing cdp.
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MAu so: 18 (Ban hanh kém theo Thong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phic

BIEN BAN

Ban giao ho so' vu viéc c6 diu hiéu tdi pham
Thuc hién Cong van sd... ngdy ...thang...ndm... cia.... vé viéc chuyén hd so sang co
quan diéu tra;
Va0 hoi... .gio.... ngAY... thANG.... NAM .o, tA1 eeveeeeee e
.(1)... (goi tit 1a Bén giao) ban giao hd so vu viée ¢6 ddu hiéu cua toi pham cho ..
.(2)... (goi tit 1a Bén nhan).
1. Pai dién Bén giao:

-0OngDA) e ChUC VUi e
-0ng (ba) covvveiiiiii ChUC VU .o
2. bai dién Bén nhan:

-0ng (ba) covvveiiiiii ChUC VU .o
-0Ong(DA) coviiiii ChUC VUi

HO so giao, nhan gém cac thong tin, tai li¢u, béng chung duogc liét ké trong danh muc
hd so kém theo Bién ban nay.
Bién ban duoc 1ap thanh 02 ban, mdi bén giir 01 ban./.

Bén nhan Bén giao
(Ky, ghi ré ho tén, déng dau- néu cd) (Ky, ghi 16 ho tén, déng ddu- néu cé)

(1) Tén co quan, t6 chirc, don vi trye tiép giao ho so.
(2) Tén co quan, 16 chire, don vi truc tié}) nhdn ho so.
DANH MUC HO SO
(Kem theo Bién ban ban giao hé so vu viée ¢é dau hiéu tdi pham ngay ...../...../.....)

STT | Tén thong tin, tai liu, [S6 trang thong tin, tai| Tinh trang théng tin,
bang chimg lidu, s6 lwong bang | tailiéu, bing chirng
chirng
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Bén nhan Bén giao
(Ky, ghi ré ho tén, déng dau- néu cé) (Ky, ghi ré ho tén, déng ddu- néu cé)
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MAu s6: 19 (Ban hanh kém theo Théong tu s6 06/2013/TT-TTCP ngay 30/9/2013
cua Thanh tra Chinh phu)

........... S CONG HOA XA HOQI CHU NGHIA VIET NAM
........... () T Poc 1ap - Tw do - Hanh phuc
So:.../TB-...... . ... , ngay ... thang ... nam.....
THONG BAO

Keét qua giai quyét to cao
......... (3)...........da co két luan ndi dung t6 cdo dOi Vo1 ...ovvvveeei(@) e,
Theo quy dinh ctua phdp luat vé t6 cao va theo y€u cau cua ngudi to cao la ong

..................... (2)..oeevunn........thong bao két qua giai quyét té cdo néu trén nhu
T 1| (5) e
VAY oo, (2)..... thong bao dé 6ng (BA) ......vveveneeieeeieeeieeei, biét./

Noi nhin: Ngudi dirng dau

Ngudi tb céo; co quan, to chire, don vi

-...(6)...; (Ky, ghi 16 ho tén va déng ddu)

-..(7...;
- Luu: VT, ho so.

(1) Tén co quan, té chirc, don vi cdp trén triee tiép (néu co).
(2) Tén co quan, t6 chirc, don vi ban hanh théng bdo.
(3) Newoi gidi quyét té cdo.

(4) Tén co quan, to chirc, don vi bi to cao, ho tén, chirc vu, chiee danh, dia chi cda nhdn
bi to cao.

(5) Két qud xdc minh, két lugn ndi dung t6 cdo, ndi dung quyét dinh, vin ban
xu 1y to cao.

(6) Co quan, to chuc, don vi, cd nhdn co tham quyén da chuyén to cdo dén nguoi gidi
quyét to cao (néu co).

(7) Co quan, té chirc, don vi da xdac minh noi dung to cao.
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2. Thii tuc giai quyét khiéu nai lan dau tai cp xa

a) Trinh ty thuc hién:

- Buéc 1: Tiép nhin don khiéu nai

Néu khiéu nai thudc thim quyén giai quyét cta chi tich UBND cip x4 theo
quy dinh tai Diéu 17 Luat Khiéu nai, nguoi khiéu nai phai gtri don va céc tai liéu lién
quan (néu cd) cho co quan c6 tham quyén.

- Bude 2: Thuy 1y giai quyét khiéu nai

Trong thdi han 10 ngay, ké tir ngay nhan dugc don khiéu nai thudc tham
quyén giai quyét cia minh, co quan c6 tham quyén thu Iy giai quyét va thong bao vé
viéc thu 1y giai quyét; truong hop khong thy 1y dé giai quyét thi néu 5 1y do.

- Buéc 3: Xac minh ndi dung khiéu nai

Trong thoi han giai quyét khiéu nai lan dau theo quy dinh tai Diéu 28 Luat
Khiéu nai, co quan c6 tham quyén giai quyét khiéu nai co trach nhiém:

+ Kiém tra lai quyét dinh hanh chinh, hanh vi hanh chinh ctia minh, ctia nguoi
¢6 trach nhiém do minh quan 1y truc tiép, néu khiéu nai ding thi ra quyét dinh giai
quyét khiéu nai ngay.

+ Trudng hop chua c6 co so két ludn ndi dung khiéu nai thi UBND x4 tién
hanh x4c minh, két luan noi dung khiéu nai.

Viéc x4c minh ndi dung khiéu nai duoc thuc hién theo quy dinh tai Piéu 29 Luat
Khiéu nai; Muc 2, chuong II cia Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 cua
Thanh tra Chinh pht quy dinh quy trinh giai quyét khiéu nai hanh chinh.

- Bu6c 4: T6 chuc ddi thoai (néu yéu cau ctia nguoi khiéu nai va két qua xac
minh noi dung khiéu nai con khac nhau)

Pai dién co quan giai quyét khiéu nai truc tiép gip g&, dbi thoai voi ngudi
khiéu nai, ngudi bi khiéu nai, nguoi c6 quyén, nghia vu lién quan, co quan, to chic,
ca nhan co lién quan dé lam rd nodi dung khiéu nai, yéu cdu ctia ngudi khiéu nai va
huéng giai quyét khiéu nai, thong bao bang vin ban voi ngudi khiéu nai, nguoi bi
khiéu nai, ngudi ¢ quyén va nghia vu lién quan, co quan, to chirc c6 lién quan biét
thot gian, dia diém, noi dung viéc gap g0, ddi thoai.

Khi dbi thoai, dai dién co quan c6 tham quyén néu 1o nd1 dung can dbi thoai;
két qua xac minh noi dung khiéu nai; ngudi tham gia dbi thoai c6 quyén phat biéu y

kién, dua ra nhitng bang chung 1ién quan dén vu viéc khiéu nai va y€u cau cua minh.
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Viéc dbi thoai dugc 1ap thanh bién ban; bién ban ghi 1d ¥ kién ctia nhiing
nguoi tham gia; két qua dbi thoai, c6 chit ky hoic diém chi ctia ngudi tham gia;
truong hop nguoi tham gia dbi thoai khong ky, diém chi xac nhan thi phai ghi 16 1y
do, bién ban nay dugc luu vao hd so vu viéc khiéu nai. Két qua ddi thoai 1a mot trong
cac can ctr dé giai quyét khiéu nai.

- Budc 5: Ra quyét dinh giai quyét khiéu nai.

Chu tich UBND cap xa ra quyét dinh giai quyét khiéu nai bang vin ban va
trong thoi han 03 ngay lam viéc va giri quyét dinh giai quyét khiéu nai cho ngudi
khiéu nai, nguoi bi khiéu nai, ngudi c6 quyén, nghia vu lién quan, co quan quan 1y
cap trén.

b) Cach thirc thwe hién: Cong dan giri don truc tiép hoic theo dudng buu dién.

¢) Thanh phén, s6 lwong ho so:

- Pon khiéu nai hoic ban ghi 161 khiéu nai;

- Tai liéu, chung ctr do céc bén cung cap;

- Bién ban kiém tra, xac minh, két luan, két qua giam dinh (néu c6);

- Bién ban t6 churc d6i thoai (néu co);

- Quyét dinh giai quyét khiéu nai;

- Céc tai li¢u khac c¢o lién quan.

- S6 luong hd so: 01 bod

d) Thoi han giai quyét:

Theo Piéu 28 Luat Khiéu nai

Thoi han giai quyét khiéu nai 1an dau khong qua 30 ngay, ké tir ngay thy ly dé
giai quyét; doi véi vu viéc phirc tap thi thoi han giai quyét c6 thé kéo dai hon nhung
khong qua 45 ngay, ké tir ngay thu Iy dé giai quyét. O ving sau, ving xa di lai kho
khan, thi thoi han giai quyét khiéu nai 1an dau khong qua 45 ngay, ké tir ngay thu 1y
dé giai quyét; ddi v6i vu viée phire tap thi thoi han giai quyét co thé kéo dai hon
nhung khong qué 60 ngay, ké tir ngay thy 1y dé giai quyét.

d) Poi twong thuc hién thi tuc hanh chinh: T6 chirc hodc ca nhan

e) Co quan thue hién thu tuc hanh chinh:

- Co quan c6 thim quyén quyét dinh: Chu tich UBND x4, phudng, thi tran

- Co quan tryc tiép thuc hién: UBND xa, phuong, thi tran.

g) Két qua thyc hién thi tuc hanh chinh:
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- Quyét dinh giai quyét khiéu nai 1an dau

h) L¢ phi: Khong

i)Tén miu don , mau to khai:

k) Yéu ciu , diéu kién thyc hién thi tuc hanh chinh (néu c6):

- Theo Diéu 2, Diéu 8 va Diéu 11 Luat Khiéu nai

1. Nguoi khiéu nai phai 1a nguoi c6 quyén, loi ich hop phéap chiu tac dong truc
tiép boi quyét dinh hanh chinh, hanh vi hanh chinh ma minh khiéu nai.

2. Nguoi khiéu nai phai 12 ngudi ¢ nang lyc hanh vi dan sy day du theo quy
dinh cua phap luat; trong truong hop thong qua nguoi dai dién dé thuc hién viéc khiéu
nai thi nguoi dai dién phai theo quy dinh tai Diéu 12, Diéu 16 Luat Khiéu nai.

3. Nguoi khiéu nai phai 1am don khiéu nai va goi dén ding co quan c6 tham
quyén giai quyét trong thdi han, thoi hidu theo quy dinh ctia Luat Khiéu nai.

4. Viéc khiéu nai chua c6 quyét dinh giai quyét 1an hai.

5. Viéc khiéu nai chua duoc toa an thy 1y dé giai quyét.

) Can ctr phap ly cua thu tuc hanh chinh:

- Luat Khiéu nai, Nghi dinh s6 75/2012/ND-CP ngay 3/10/2012 quy dinh chi
tiét mot s diéu cuia Luat Khiéu nai, Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013
quy dinh quy trinh giai quyét khiéu nai hanh chinh.
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PHU LUC CAC MAU VAN BAN
(Ban hanh kém theo Théng tw sé 07/2014/TT-TTCP ngay 31/10/2014
ciia Thanh tra Chinh phii quy dinh quy trinh xit Iy don khiéu nai, don t6 cdo,
don kién nghi, phan dnh)

MAu s6: 01 (Ban hanh kém theo Théong tw s6 07/2014/TT-TTCP ngay 31/10/2014
cua Thanh tra Chinh phu)

(D)l CONG HOA XA HOI CHU NGHIA VIET NAM
(2) e Poc lap - Tw do - Hanh phuc
S6: MBX-...3dd ngay.... thang
PHIEU PE XUAT THU LY PON .................. 4)
Kinh g .oooo (5)
Ngay ...... [eeeo... L (2) nhan dugcdon ........................ 4)
CUA ONE (D). .ttt e e 6)
DA Chiec e
NOi dung on: .....oooevviiiiiiiiiee e e (7)
Pondaduoc ...l (8) giai quyét ngay ......... oo (néu co)
Sau khi xem xét ndi dung don va can cur quy dinh cua phap luat, dé xuat thu ly dé giai
quyetdon .......ooiiiiiiii (B)ctaong (ba) ..oovvvvnviviiiiiiii (5)
Phé duyét caa ...... (5) Lanh dao don vi dé Nguoi dé xuit
xuat

nam.... (Ky, ghi ro ho tén)
(Ky, ghi ro ho tén) (Ky, ghi vo ho tén)

(1) Tén co quan, t6 chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi xit Iy don.

(3) Chir viét tdt tén co quan, té chire, don vi xu ly don.

(4) Pon khiéu nai hodc don 16 cdo hodc don kién nghi, phan anh.

(5) Thu truong co quan, 16 chike, don vi co tham quyén gidi quyet

(6) Ho tén nguoi khleu nai hodc nguroi 16 cdo hodc nguoi kién nghi, phan dnh.
(7) Trich yéu tém tdt vé néi dung don.

(8) Nguoi cé tham quyén da gidi quyét (néu co).
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MAu s6: 02 (Ban hanh kém theo Théong tw s6 07/2014/TT-TTCP ngay 31/10/2014
cua Thanh tra Chinh phu)

(D)ol CONG HOA XA HOI CHU NGHIA VIET NAM
(2) e Poc 1ap - Tw do - Hanh phuc
Sé:  /TB-..... () 1 , ngay.... thang.... nam....
THONG BAO

V& viéc khiéu nai khong du diéu kién thu 1y giai quyét

Ngay....... [, T e, (2) nhan duoc don khiéu nai cia ................. (4)
DA ChIi e ———————————
NOT AUNEZ QOMN: .ot e e e e e s e e e e sser e e e earaeeeensseaeenns (5)

Sau khi xem xét ndi dung khiéu nai va can cu quy dinh tai Diéu 11 cua Luat khiéu
nai, don khi€u nai cua Ong (ba) khong dua di€u kién thu ly gidi quyét vi

...................... (6)

NPT FEUROTRPP (2) thong bao A€ ....oooovrrvvvveeciccereree )
DICt VA DO SUNG .o (7) dé thuc hi¢n viéc
khiéu nai.

Noinhgn: (8)

- (4); (Ky, ghi 16 ho tén va déng ddu)

- Luu: ..(2).

(1) Tén co quan, t6 chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh théng bdo.

(3) Chir viét tdt tén co quan, té chirc, don vi ban hanh théng bdo.

(4) Ho tén nguoi khiéu nai.

(5) Trich yéu tom tdt ndi dung khiéu nai.

(6) Néu Iy do khong thy Iy gidi quyét.

(7) Néu ré thii tuc can thiét theo quy dinh dé dwoc xem xét, gidi quyét.
(8) Chirc vu nguwoi cé tham quyén ky théng bdo
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Mau s6: 03 (Ban hanh kém theo Théong tw s6 07/2014/TT-TTCP ngay 31/10/2014
cua Thanh tra Chinh phu)

CONG HOA XA HOI CHU NGHIA VIET NAM

(D)o, Poc lap - Tw do - Hanh phuc
()i e
So6:  /...3)- ... @ .l , ngay.... thang....
Kinh gtri: 6ng (ba)......oovviiiiiiii e (%)
Ngay ...../...... [eeei... s e (2) nhan duoc don cia 6ng (ba) khiéu nai vé viéc

.............................................................................................................................. (6)

Sau khi xem xét ndi dung khiéu nai va cin ct Luat khiéu nai, Nghj dinh sb
75/2012/ND-CP ngay 3 thang 10 nam 2012 cua Chinh phu quy dinh chi tiét thi hanh
mot sO diéu cua Luat khiéu nai, don khi€u nai cia 6ng (ba) khong thugc tham quyén

AT QUYEE CUIA ..o (2)
......... e (2) trd lai don va hudng dan 6ng (ba) gui don khiéu
natden ... (7) dé duogc giai quyét theo tham quyén.
Noinhdgn: e, ®)

- Nhu trén; (Ky, ghi ro ho tén va dong ddu)

- Luu: VT; ... (4).

(1) Tén co quan, t6 chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi ban hanh van ban huwdng dan.

(3) Chir viét tdt tén co quan, t6 chirc, don vi ban hanh van ban hwdng dan.

(4) Chir viét tdt tén don vi soan thdo vin ban huéng dan.

(5) Ho tén nguoi khiéu nai.

(6) Trich yéu tém tdt néi dung khiéu nai.

(7) Chirc danh nguwoi diing ddu co quan, té chire, don vi c6 tham quyén gidi quyét
khiéu nai.

(8) Chitc vu nguoi cé tham quyén ky van ban hwdng dan.
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MAu s6: 04 (Ban hanh kém theo Théong tw s6 07/2014/TT-TTCP ngay 31/10/2014
cua Thanh tra Chinh phu)

(D)l CONG HOA XA HOI CHU NGHIA VIET NAM
(2) e Poc 1ap - Tw do - Hanh phuc
S6:  /...(3)-..... @ , ngay.... thang.... nam

V/v tra lai don chuyén
khong dang tham quyén

Kinh gui: .o &)
Ngay ...../...... [uee... y e (2) nhan dugc van ban ...........ccceeeeeeeeennne (6)
chuyén don ctia 6ng (bA) .....oovneveeieeieein. (7), diachi....cccoevvviieiiiiceiie,
Don €O NOT AUNG: ..o (8)

Sau khi xem xét ndi dung don va cén cu theo quy dinh cua phap luat vé khiéu nai, don
CUA .ovvveeeeeeinenns (7) khong thudc tham quyén giai quyét cla .........oceeeveveeee.... (2)

I TTRRRPPPPRE (2) tra lai don dé .....oeeeene.... (5) chuyén dung co quan c6 tham quyén
giai quyeét.

Noinhdgn: e, )
- Nhu trén; (Ky, ghi ro ho tén va dong dau)
- Luu: VT; ... (4).

(1) Tén co quan, t6 chirc, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, t6 chirc, don vi givi van ban trad lai don.

(3) Chit viét tdt tén co quan, t6 chire, don vi givi vin ban tra lai don.

(4) Chir Viét tdt tén don vi soan thao van ban tra lai don.

(5) Ho tén nguoi chuyén don hodc tén co quan, té chire, don vi chuyén don.
(6) Trich yéu so, ky hiéu, ngay thang ndam vin ban chuyén don cia (5).

(7) Ho tén nguoi co don.

(8) Trich yéu néi dung don.

(9) Chirc vu nguwoi ¢é tham quyén ky van ban tra lai don.
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MAu s6: 05 (Ban hanh kém theo Théong tw s6 07/2014/TT-TTCP ngay 31/10/2014
cua Thanh tra Chinh phu)

(D)l CONG HOA XA HOI CHU NGHIA VIET NAM
(2) e Poc 1ap - Tw do - Hanh phuc
Sé: .(3)-..... (G , ngay.... thang.... nam

Viv chuyen don t6 cao

Kinh gui: .o &)
Ngay ...../...... [eeii... y e (2) nhan duoc don t6 cdo cta ong (ba) ................. (6)
DA CRIi e
Don €O NOT AUNG: oo (7)
Sau khi xem xét ngi dung don va can cir quy dinh cua Luat t0 cdo, .........c........ (2)
chuyén dontdé cdoctaong (bd) .......covvviiiiiiiiiiiiin.. (6)dén ............... (%)

dé giai quyét theo quy dinh cta phap luat.

Noinhdgn: e @)

- Nhu trén; (Ky, ghi ro ho tén va dong ddu)
-....(6);

- Luu: VT; ... (4).

(1) Tén co quan, to chire, don vi cdp trén truc tiép (néu co).

(2) Tén co quan, 16 chire, don vi ban hanh van ban chuyén don té cdo.

(3) Chir viét tdt tén co quan, té chirc, don vi ban hanh van ban chuyén don.

(4) Chir viét tdt tén don vi soan thdo véin ban chuyén don.

(5) Chitc danh thii truéng co quan, t6 chire, don vi ¢é tham quyén gidi quyét té cdo.
(6) Ho tén nguoi té cdo.

(7) Trich yéu néi dung t6 cdo.

(8) Chirc vu nguwoi cé tham quyén ky van bdan chuyén don té cdo.
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MAu $6:06 (Ban hanh kém theo Thong tu s6 07/2014/TT-TTCP ngay 31/10/2014
cua Thanh tra Chinh phu)

(D)l CONG HOA XA HOI CHU NGHIA VIET NAM
(2) e Poc 1ap - Tw do - Hanh phuc
Sé: /.3 B , ngay.... thang.... nam
V/v chuyén don kién nghi,
phan anh
Kinh gui: ..o (%)
Ngay ...../[...... [eeei... y e (2) nhan dugc don ctia 6ng (ba) .....oceevvveveennennn. (6)
DA Chi: e —————
Don CONOT AUNG: ..o (7)
Sau khi xem xét ndi dung don va can ci quy dinh cua phap luét, ....................... (2)
chuyén don cua ong (ba) .................... (6) Q8N oo (5) dé dugc xem xét,
gidi quyet
Noinhgn: (8)
- Nhur trén; (Ky, ghi ré ho tén va dong dau)
-....(6);
- Luu: VT; ... (4).

(1) Tén co quan, té chire, don vi cdp trén truc tiép (néu co).

(2) Tén co quan, 16 chire, don vi ban hanh van ban chuyén don kién nghi, phan anh.
(3) Chir vzet tat tén co quan, t6 chirc, don vi ban hanh van ban chuyén don.

(4) Chir viét tat tén don vi soan thao van ban chuyén don.

(5) Co quan, t6 chirc, don vi ¢é tham quyén gidi quyét.

(6) Ho tén nguoi kién nghi, phan anh.

(7) Trich yéu noi dung kién nghi, phan anh.

(8) Chitc vu nguwoi cé tham quyén ky van bdan chuyén don.
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MAu s6:07 (Ban hanh kém theo Thong tu s6 07/2014/TT-TTCP ngay 31/10/2014
cua Thanh tra Chinh phu)

(1), CONG HOA XA HOI CHU NGHIA VIET NAM
(2) e Poc 1ap - Tw do - Hanh phuc
sé6: /MD-...3 .. , ngay.... thang.... nam
. HUONG D‘AN ) . ]
Pon ¢6 nhiéu ndi dung khac nhau thu¢c nhiéu co quan cé tham quyén giii quyet
Ngay ...../...... [een... ) e (2) nhan dugc don cua 6ng (ba) ............. (4)
DA Ch: e —————————aaas

Sau khi xem xet noi dung don va thong tin, tai liéu kem theo (néu c6), don cta ong
(ba) khong thudc thim quyén giai quyet CUA vttt (2)
Noi dung don cua ong (ba) thudc tham quyén giai quyét ctia cac co quan sau day:

-NOidung ..o (5) thudc thAm quyén giai quyét cla .................. (6)
-Noidung .o (5) thudc tham quyén giai quyét cia .................. (6)

m e e e e e —— e e e —a e e e raaeeeaaaeas (7) Bé nghi ong (ba) viét tach cac noi dung
don nhu d3 huéng dan gui dén co quan c6 tham quyén dé duoc giai quyét theo quy
dinh cua phap luat.

Noinhdgn: s )
- (4. (Ky, ghi ro ho tén va dong ddu)
- Luu: VT; ... 3).

(1) Tén co quan, to chike, don vi cdp trén truc tiép (néu co).

(2) Ten co quan, t6 chike, don vi ban hanh van ban hwong dan.

(3) Chir viét tdt tén co quan, t6 chire, don vi ban hanh van ban hwdng dan.
(4) Ho tén ciia nguwoi viét don.

(5) Trich yéu néi dung khiéu nai, té cdo hodc kién nghi phan dnh.

(6) Chitc danh thu truong co quan, 16 chirc, don vi ¢é tham quyén gidi quyét.
(7) Cac noi dung khac (neu co).

(8) Chirc vu nguwoi cé tham quyén ky van ban hiéng dan.
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IV LINH VU'C PHONG CHONG THAM NHUNG

1. Thu tuc Ké khai tai san, thu nhap

a) Trinh tu thuwe hién

- Bude 1: Co quan, td chirc, don vi ban hanh van ban td chirc trién khai viée ké
khai;

- Bude 2: BO phan phu trach cong tac td chure, can bo tién hanh trién khai viée
ké khai:

+ Lap danh sach Ngudi co nghia vu ké khai cua co quan, t6 chirc, don vi
minh, trinh nguodi dung dau co quan, t6 chuc, don vi phé duyét; danh sach phai xac
dinh 16 dbi twong thudc cap uy quan ly, dbi twong thudc cap trén quan ly, dbi tuong
thudc co quan, t6 chure, don vi quan ly;

+ Gui danh sadch Nguoi co nghia vu ké khai dén cac co quan, t6 chire, don vi
truc thuoc;

+ Gui mau Ban ké khai tai san, thu nhap (sau day goi 1a Ban ké khai), huéng
dan va yéu cau nguoi co nghia vu ké khai thuc hién vié¢c ké khai tai san, thu nhap.

- Bwéc 3: Nguoi c6 nghia vu ké khai phai hoan thanh viéc ké khai trong thoi
gian 10 ngay ké tir ngay nhan duoc mau ban ké khai, ndp 01 ban vé bd phan phu trach
cong tac to chirc, can bo va luu ca nhan 01 ban. Trudng hop tai thoi diém ké khai,
ngudi co nghia vu ké khai khong thé tién hanh ké khai dung thoi han vi 1y do khach
quan thi viéc ké khai c6 thé dugc thyc hién trude hodc sau thoi diém quy dinh cua co
quan, tO chtrc, don vi (v6i thoi gian gan nhat).

- Buée 4: BO phan phu trach cong tac td chirc, can bd tiép nhan, kiém tra, sao
luc, gui, luu, quan 1y Ban ké khai nhu sau:

+ Trong thdi han 07 ngay lam viée (ké tir ngdy nhan duoc Ban ké khai) kiém
tra tinh day du vé nodi dung phai ké khai; truong hop Ban ké khai chua dung quy dinh
(theo mAu) thi yéu cau ké khai lai, thoi han ké khai lai 1a 03 ngay lam viéc ké tir ngay
nhan duogc yéu cau;

+ Sao lyc, giri va luu Ban ké khai nhu sau: Gui ban chinh dén Ban t6 chirc

Pang, 01 ban sao dén co quan Uy ban kiém tra cua cip uy Pang quan 1y nguoi ké
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khai, néu nguoi d6 1a can bo thudc dién cap Gy quan 1y (theo phan cip quan 1y can
bd). Gui ban chinh dén co quan to chirc cip trén dbi voi nguoi ké khai do cép trén
quan 1y (hodc gui ban sao néu nguoi d6 thudc cap ty quan 1y). Gui ban sao dén co
quan, td chirc, don vi noi s& cong khai Ban ké khai dé thuc hién viée cong khai theo
quy dinh; sau khi cong khai, lru ban nay ciing hd so ctia nguoi c6 nghia vu ké khai tai
co quan minh.

b) Cach thirc thuc hién

Vi¢e ke khai tai san, thu nhap duoc tién hanh tai co quan, don vi cia nguoi co
nghia vu phai ké khai.

¢) Thanh phin hd so, s6 lwong

Hb so gom co:

1. Céc van ban chi dao to chirc trién khai thuc hién viéc ké khai;

2. Danh sach dbi twong phai ké khai theo quy dinh;

3. Ban ke khai tai san, thu nhap, ban sao ban ké khai theo quy dinh;

4. Sb theo ddi viéc giao, nhan Ban ké khai;

5. Danh sach nhitng ngudi da ké khai, bao cdo két qua ké khai.

d) Thoi han giai quyét

Thoi gian ké khai cham nhét 1a ngay 30 thang 11 hang niam; viéc ké khai tai
san, thu nhap phai hoan thanh chim nhét 12 ngay 31 thang 12 hang nam. Viéc giao
nhan Bén ké khai phai hoan thanh chdm nhat vao ngay 31 thang 03 cta niam sau.

d) Poi twong thwe hién thi tuc hanh chinh :T6 chirc hodc ca nhan

e) Co quan thuc hién thid tuc hanh chinh

Co quan hanh chinh nha nudc cac cap, cac don vi sy nghiép cong lap thudc co
quan hanh chinh nha nudc, cac doanh nghiép nha nudc phai thuc hién to chirc trién
khai viéc ké khai tai san, thu nhép.

g) Két qua thwe hién thii tuc hanh chinh: Ban ké khai tai san, thu nhap.

h) L¢ phi: Khong

i) Tén miu don, miu to khai

Ban hanh kém theo Thong tu sb 08/2013/TT-TTCP ngay 31/10/2013 cua
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Thanh tra Chinh pha huéng dan thi hanh céc quy dinh vé minh bach tai san, thu nhép.

k) Yéu ciu, diéu kién thwe hién thi tuc hanh chinh (néu c6)

1. Ngudi co nghia vu ké khai tai san, thu nhap phai ké khai trung thuc, day du,
rd rang, dung thoi han cac thong tin vé sd luong, gia tri tai san, thu nhap va nhiing
bién dong vé tai san, thu nhap phai ké khai va tu chju trach nhiém vé nhitng thong tin
da ké khai.

2. Tai san, thu nhip phai ké khai gém tai san, thu nhap thudc s¢ hiru hoac
quyén st dung ctia ban thin, cua vo hodc chong va con chua thanh nién (con dé, con
nudi theo quy dinh ctia phap luat) tai thoi diém hoan thanh Ban ké khai tai san, thu
nhap.

3. Gia tri tai san, thu nhap ké khai duoc tinh bang tién phai tra khi mua, khi
nhan chuyén nhuong, xay dung hodc gia tri udc tinh khi duoc cho, tang, thira ké.

4. Viéc ké khai, giai trinh ngudn gbc tai san ting, giam thuc hién theo mau Ban
ké khai tai san, thu nhap (phu luc II) va Huéng dan ké khai tai san, thu nhap (phu luc
I1T) ban hanh kém theo Thong tu s6 08/2013/TT-TTCP.

) Can ctr phap ly cua thu tuc hanh chinh

Nghi dinh s 78/2013/ND-CP ngay 17/7/2013 cta Chinh pha vé minh bach tai
san, thu nhap; Thong tu s6 08/2013/TT-TTCP ngay 31/10/2013 ctia Thanh tra Chinh

pht huéng dan thi hanh cac quy dinh vé minh bach tai san, thu nhap.
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MAU BAN KE KHAI TAI SAN, THU NHAP
(Kém theo Théng tw s6 08/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phii)
BAN KE KHAI TAI SAN, THU NHAP
NAM:...coevrerenene
I. THONG TIN CHUNG
1. Nguoi ké khai tai san, thu nhap

3. Con chua thanh nién (con d¢, con nuoi theo quy dinh cta phép luat)
a) Con thr nhat:

b) Con thir hai (tr¢ 1én): Ké khai nhu con thtr nhét.

II. THONG TIN MO TA VE TAI SAN

1. Nha &, cong trinh xay dung:

a) Nha o:

= Nha thlt NHAL: oo

+ Dién tich XAy dung: ......ooiiiii i,
€ P 5 o A
+ Gidy chimg nhan quyen SO MU «....eveneeeeie et
+ Thong tin Khac (08U CO): «..vevee et
- Nha thr hai (tr¢ 1én): Ké khai trong tu nhu nha thtr nhat.

b) Cong trinh xay dung khac:
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- CONG trinh thiT NNAL: .....o.ovveeeeeeeeeeeeeeeeeee e .

+ Loai cong trinh ............... Cap cong trinh ..........ccccovveiiiiiiin..

T+ DIEN tICh: oo

€ P 5 o A

+ Gidy ching nhan quyén s6 hitu: .........oooviiieiiieiie e

+ Thong tin Khac (08U CO): «..vevee et

- Cong trinh thi hai (Trd 1én): Ké khai twong tu nhu cong trinh thir nhat.

2. Quyén sir dung dét:

a) Pat o

= MANK T NNAL: <o

1A ChI: oo

+ DIEN tICh: oo

€ 185 o AP

+ Gidy ching nhan quyén st dung: ............oooeeiiieiiiie e

+ Thong tin KhAc (08U CO): «..veven e,

- Manh thir 2: (M6 ta nhu manh thir nhat).

b) Céc loai dit khac:

= MANK T NRAL: <o,

1A Chi: oo

T+ DIEN tICh: L o

S € 185 o AP

+ Gidy ching nhan quyén st dung: ...........cooeueeieiiiee e

+ Thong tin Khac (08U CO): «..veven et

- Manh thir hai: (M6 ta nhu manh thir nhat).

3. Tién (tién Viét Nam, ngoai t¢) g@)m tién mit, tién cho vay, tién guri ca nhan, to
chtic trong nude, to chirc nude ngoai tai Viét Nam ma tong gia tri quy di tir 50 triéu
ddng trd 1én.

4. O t6, mo to, Xe gan may, Xxe may (may Ui, may xuc, cac loai xe may khac), tu
thiy, tiu bay, thuyén va nhitng dong san khac ma Nha nudc quan 1y (theo quy dinh
ctia phap luat phai dang ky st dung va dugc cap gidy ding ky) c6 tong gia tri mdi loai
tir 50 triéu dong tro 1én.

-016
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- Mo to

- Xe gin may

- Xe may (may ui, may xuc, cac loai xe may khac)

- Tau thuy

- Tau bay

- Thuyén

- Nhitng dong san khac ma Nha nudc quan 1y (theo quy dinh cua phap luat phai dang
ky st dung va duoc cip gidy dang ky)

5. Kim loai quy, da quy, c6 phiéu, von gop vao cac co sd kinh doanh, céac loai
gidy to o gid tri chuyén nhuong khac co tong gia tri quy ddi mdi loai tir 50 triéu dong
trd 1én.

- Kim loai quy
- ba quy
- C6 phiéu
- Vén gop vao cac co so kinh doanh
- Cac loai gidy to c6 gia tri chuyén nhuong khac

6. Cac loai tai san khac ma gia tri quy d6i mdi loai tir 50 triéu dong tré 1én (nhur
cdy canh, b ban ghé, tranh, dnh, dé6 my nghé va cdc loai tai san khdc).

7. Tai san, tai khoan & nudc ngoai gom tat ca tai san quy dinh tir Khoan 1 dén
Khoan 6 néi trén ndm ngoai lanh thd Viét Nam.

8. Céac khoan no gdm: cac khoan phai tra, gia trj cac tai san quan Iy ho, giit ho
c6 tong gia tri quy doi tir 50 triéu dong trd 1én.

..........................................................................................................................................



9. Tong thu nhap trong nim quy doi thanh tién Viét Nam gdm céac khoan luong,
phu Cép, tro cép, thuong, thu lao, cho, tang, biéu, thira ké, thu nhap huong loi tir cac
khoan dau tu, phat minh, sang ché, cac khoan thu nhap khac.

I11. GIAI TRINH SU BIEN PONG CUA TAI SAN, THU NHAP (Bién dong
ve tai san, thu nhap, gidi trinh nguon goc tai san tang thém)

Loai tai san, thu nhap Tang/ Noi dung giai trinh
giam | ngudn goc tai san, thu
nhap ting thém

1. Nha 6, cong trinh xdy dung (ting, giam vé s6
lugng, dién tich hodc thay doi vé cap nha, cong
trinh so véi ky ké khai trude do):

a) Nha ¢:

b) Cong trinh xay dung khac:

2. Quyén st dung dét (ting, giam vé sb luong,
dién tich, thay doi loai dat so véi ky ké khai
trude do):

a) Dat o

b) Céc loai dat khac:

3. Tién (tién Viét Nam, ngoai t¢) gém tién mat,
tién cho vay, tién giri c4 nhan, t0 chuc trong
nude, to chirc nuée ngoai tai Viét Nam ma téng
gia tri quy doi tir 50 triéu dong trd 1én.

4. Cac loai dong san:

-016

- Mo to

- Xe gin may

- Xe may (mdy ui, may xuc, cac loai xe may
khac)

- Tau thay
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- Tau bay

- Thuyén

- Nhitng dong san khac ma Nha nudc quan ly
(theo quy dinh cua phap luét phai dang ky su
dung va dugc cap gidy dang ky)

5. Cac loai tai san:

- Kim loai quy

- ba quy

- C6 phiéu

- Vén gbp vao cac co so kinh doanh

- Céc loai gidy to c6 gia tri chuyén nhuong khéc
c6 tong gia tri quy d6i mdi loai tir 50 triéu dong
trg 1én.

6. Cac loai tai san khac (nhw cdy canh, bo ban
ghé, tranh, anh, do my nghé va cac loai tai san
khdc) ma gia tri quy doi mdi loai tir 50 triéu
dong tré 1én.

7. Tai san, tai khoan & nudc ngoai gom tat ca tai
san quy dinh tir Khoan 1 dén Khoan 6 ndi trén
nam ngoai lanh thd Viét Nam.

8. Cac khoan ng gdm: cac khoan phai tra, gia trj
cac tai san quan 1y ho, giit ho co tong gia tri quy
dbi tir 50 triéu dong trd 1én.

9. Téng thu nhap trong nam quy doi thanh tién
Viét Nam

(Nguoi ké khai ty xdc dinh cac logi tai san tang, giam trong ky ké khai va giai trinh

nguoén goc tai san tiang thém).
Ngay nhdn Ban ké khai tai san, thu nhdp Ngay hoan thanh Ban ké khai tai san, thu

...... ngay.........thang.........nam...... nhap
Ngwoi nhan Ban ké khai ..., ngay...... thang...... nam......
(Ky, ghi vo ho tén, chirc vu/churc danh) Nguwoi ké khai tai san

(Ky, ghi ro ho tén)
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BAO CAO MINH BACH TAI SAN, THU NHAP
(Kém theo Théng tw s6 08/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phii)

Co quan, t6 chirc, donvi  CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

S6: /
ceevveeeea, QY thang  nam
BAO CAO
Két qua minh bach tai san, thu nhap nim ....

Viéc thuc hi€n minh bach tai san, thu nhap theo Nghi dinh s6 78/2013/ND-CP
ngay 17/7/2013 ctia Chinh phu, Thong tu s6 00/2013/TT-TTCP cua Thanh tra Chinh
phu va céc van ban huéng din hudng dan sb ...... cia (tén co quan hudng dan) vé
minh bach tai san, thu nhap, (tén co quan/té chirc/don vi) bao cao két qua ké khai tai
san, thu nhap cia minh nhu sau:

1. Qua trinh chi dao, trién khai, t6 chirc thue hién quy dinh vé minh bach tai
san, thu nhap

Noi dung phan béo cédo nay nham phan anh nhitg pham vi, dic diém vé t6 chirc
bo may, hoat dong va viéc td chitrc thue hién cong tac minh bach tai san, thu nhap cua
co quan, td chure, don vi trong nam bao gém:

- Pham vi, dic diém t6 chirc, hoat dong cua co quan, td chure, don vi;

- Céc van ban phap luat ap dung;

- Céc van ban chi dao, don ddc cua cép trén;

- Cac van ban co quan, don vi da trién khai nhu: Ké hoach, phuong an, td chuc
tuyén truyén;

- Phan cong thyc hi¢n;

- Qua trinh thuc hién cdc nhiém vu ké khai, cong khai, quan ly ho so, tién hanh
x4c minh, xem xét ky luat, tong hop bao céo ...

- Nhitng thuan loi hay kho khan, vuéng mac.

2. Két qua thure hién minh bach tai san, thu nhap

2.1 Két qua ké khai

Tinh hinh chung trién khai viéc ké khai tai san, thu nhdp cua co quan, td chur,
don vi bao gé)m thot gian tién hanh, cach thuc to chirc, s6 don vi (truc thudc) phai/da
trién khai thuc hién ké khai tai san, thu nhap (co thé chia thanh cdc nhém theo ddc
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diém hoat dong); ty 1€ .... % s6 co quan, t6 chirc, don vi da thuc hién; sb co quan, to
chtrc, don vi chua thyc hién hoac thuc hién ké khai cham so véi thoi gian quy dinh
(danh séch), 1y do.

S lidu vé s6 nguoi ké khai gdbm:

- S6 nguoi phai ké khai tai san, thu nhap trong nam; trong d6 sé ngudi phai ké
khai tdng/giam so v41 ndm trude, 1y do.

- S6 nguoi da ké khai tai san, thu nhap trong nam; ty 1& .. % s6 ngudi ké khai;

- S6 lugng ban ké khai tai san, thu nhap luu giir tai co quan, td chure, don vi;

- S6 luwong va danh sach ban ké khai thudc dién cap oy quan 1y;

- S6 luong va danh sach ban ké khai do t6 chirc cap trén quan 1y;

2.2 Két qua cong khai

Tinh hinh chung trién khai viéc cong khai ban ké khai tai san, thu nhap cia co
quan, td chire, don vi bao gém thot gian tién hanh, cach thtrc to chue, sb don vi (truc
thudc) phai/da trién khai thuc hién céng khai ban ké khai tai san, thu nhap; ty 1& ...
% $6 co quan, t6 chure, don vi da thuc hién ké khai; sb co quan, don vi thuc hién cong
khai béng hinh thirc niém yét; s6 diém niém yét; $6 co quan, t6 chure, don vi thuc hién
cong khai bﬁng hinh thirc cong b tai cude hop; s6 cude hop; sb co quan, td chirc, don
vi chua thyc hi¢n cong khai hoac thuc hién cham so véi thoi gian quy dinh (danh
sach), 1y do.

Tinh hinh thong tin phan anh sau khi cong khai cac ban ké khai tai san, thu nhap
trong nam.

S6 lidu vé sb ban ké khai duogc cong khai:

- S6 ban ké khai da cong khai; ty 18 ....% so v6i s6 ban da ké khai;

- S6 ban ké khai d4 cong khai theo hinh thirc niém yét; ty 1é ....% so véi s6 ban
da cong khai;

- S6 ban ké khai d4 cong khai theo hinh cong b tai cudc hop; ty 1¢ ....% so véi
sO ban di cong khai.

2.3 Két qua thuc hién giai trinh, xac minh tai san, thu nhép

Tinh hinh thyc hién giai trinh, xac minh tai san, thu nhap trong co quan, don vi
bao gdm viéc tu kiém tra, yéu cdu cta cong tac quan 1y can bd, yéu ciu xac minh cia
cac co quan, don vi, ca nhan c6 thim quyén. Viéc yéu cau giai trinh va xem xét giai
trinh trong minh bach tai san, thu nhap cua co quan, don vi. Viéc xac minh, két luan
vé minh bach tai san, thu nhap cua co quan, td chure, don vi.

S liéu vé giai trinh, xac minh tai san, thu nhap
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- S6 ngudi yéu cau giai trinh ké khai, ngudn gdc tai san, thu nhap;

- S6 nguoi duge xac minh tai san, thu nhap;

- S6 nguoi da cé két luan vé Minh bach tai san, thu nhap;

- S6 ngudi da co két luan khong trung thyc trong minh bach tai san, thu nhép;

2.4 Két qua xir Iy ky luit trong x4ac minh tai san, thu nhép

Tinh hinh vi pham va xem xét xtr 1y cac vi pham vé minh bach tai san, thu nhap
trong co quan, t6 chirc, don vi.

S liéu vé xir 1y vi pham

- S6 nguoi da bi xir Iy ky luat do ké khai tai san, thu nhap khong trung thuc; chia
theo hinh thurc ky luat (canh céo; khién trach; hinh thic khac).

- S6 nguoi da bi xu 1y ky luat do vi pham thoi han trong minh bach tai san, thu
nhép (cham t6 churc ké khai, cham ké khai, chim téng hop, bao céo két qua minh bach
tai san) va chia theo hinh thirc xtr 1y ky luat.

- S6 ngudi da bi xir 1y trach nhiém trong xac minh tai san, thu nhap chia theo cac
16i vi pham va hinh thtrc xir 1y.

3. Panh gia chung.

- Cac mat thuan 1gi, kho khan khi trién khai cong tac minh bach, tai san trong co
quan, t6 chirc, don vi minh.

- Cac y kién gop v, dé xuét khéc phuc.

Noi nhgn: Thi truwéng co quan, to chire, don vi
(Ky tén, dong ddu)
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2. Thi tuc Xac minh tai san, thu nhap

a) Trinh tu thuc hién

Buéc 1: Co quan, to chirc ¢6 thim quyén ban hanh quyét dinh xac minh:

1. Ban thudng vu cap uy cac cap quyét dinh xac minh dbi voi ngudi du kién duoc
x4c minh 13 can bo thudc dién cap minh quan 1y theo quy dinh vé phan cap quan 1y
can bo ctia Pang. Ban thuong vu dang ay cip huyén quyét dinh xac minh ddi véi
nguoi du kién duoc xac minh 14 can bo thudc dién bang uy xa, phuong, thi tran quan
ly.

2. Nguoi dimg dau co quan, to chitc, don vi c6 thim quyén quan 1y can bo, cong
chtrc, vién chire (theo phan cip quan 1y can bo) quyét dinh xac minh d6i voi ngudi du
kién duoc x4c minh thudc thim quyén quan 1y ciia minh. Chu tich Uy ban nhan dan
cap huyén quyét dinh xac minh ddi voi ngudi du kién dugce xac minh 14 can bd, cong
chtre cép xa.

- Buée 2: Tién hanh xdc minh. Trong qué trinh x4c minh tai san, thu nhap,
ngudi xac minh tién hanh cac hoat dong sau:

+ Nghién ctru hd so, tai liéu c6 lién quan dén ndi dung xac minh.

+ Lam viéc truc tiép vo1 ngudi duge xac minh.

+ X4c minh tai chd ddi véi tai san, thu nhap dugc xac minh.

+ Lam viéc véi co quan, td chue, don vi quan 1y, luu triv h so, tai lidu ve tai san,
thu nhap dugc xac minh.

+ Lam viéc voi co quan, td chirc, ca nhan co chuyén mon - k¥ thuat vé tai san, thu
nhap duoc xac minh dé danh gia, gidm dinh tai san, thu nhap do.

+ Lam viéc véi co quan, td chtrc, c4 nhan ¢6 lién quan khac dé phuc vu cho vi¢c xéc
minh tai san, thu nhap.

+ Hoat dong khac can thiét cho viéc xac minh tai san, thu nhap.

- Buée 3: Bao cao két qua xac minh tai san, thu nhap. Trong thoi han 05 ngay
lam viéc, ké tir ngay két thuc xac minh, nguoi xac minh phai c6 bao céo két qua xac
minh tai san, thu nhap gii ngudi ban hanh quyét dinh xac minh.

- Bude 4: Két luan vé sy minh bach trong ké khai tai san, thu nhap.

Trong thoi han 05 ngdy 1am viéc, ké tir ngdy nhan dugc bao cdo két qua xac minh
hodc nhan dugc giai trinh da ro rang, hop 1y cac ndi dung yéu cau cla nguoi du kién
duoc xac minh thi nguoi da ban hanh quyét dinh xac minh hodc ngudi ding dau co
quan, to chirc, don vi c6 thim quyén quan 1y Nguoi c6 nghia vu ké khai phai ban hanh
Két luan vé su minh bach trong ké khai tai san, thu nhap (sau day goi la Két luan vé
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su minh bach).Két luan vé sy minh bach phai dugc gui cho co quan, td chirc, c4 nhan
c6 tham quyén yéu cdu xac minh va ngudi duge xac minh

- Buéc 5: Cong khai két luan vé sy minh bach trong ké khai tai san thu nhéap.
Trong thoi han 05 ngay lam viéc, ké tir ngay nhan duoc yéu cau cong khai ban Két
luan vé sy minh bach cua co quan, t6 chuc da yéu cAu xac minh, nguoi da ban hanh
Két luan xac minh phai cong khai ban Két luan do.

b) Cach thirc thuc hién
Xéc minh tai san, thu nhap duoc thyc hién tai cac co quan, td chure, don vi.

¢) Thanh phén ho so, s6 lwong

Hb so xac minh gdm co:

1. Quyét dinh x&c minh; bién ban lam vi¢c; giai trinh ciia nguo1 dugc xac minh;
bao cao két qua xac minh.

2. Két luan vé sy minh bach trong ké khai tai san, thu nhap.

3. Vian ban yéu cau, kién nghi ciia ngudi ban hanh quyét dinh xac minh, nguoi
xac minh.

4. Két qua danh gia, giam dinh trong qua trinh xac minh (néu c6).

5. Cac tai liéu khac c6 lién quan dén viéc xac minh.

d) Thoi han giai quyét

Thoi han xac minh 1 15 ngay lam viéc, trudng hop phtc tap thi thoi han ti da
khong qua 30 ngay lam viéc.

d) P6i twong thuce hién thi tuc hanh chinh: T6 chirc hodc ca nhan

e) Co quan thyc hién thi tuc hanh chinh

Co quan thanh tra nha nudc cac cap, bd phan phu trach cong tac thanh tra ndi
b, t6 chirc can bod trong cac doanh nghi¢p nha nudc.

g) Két qua thwe hién thi tuc hanh chinh

- B4o céo két qua xac minh tai san, thu nhap.
- Két luan sy minh bach trong ké khai tai san, thu nhép.

h) L¢ phi: Khong

i) Tén miu don, miu to Khai

Ban hanh kém theo Thong tu sd 08/2013/TT-TTCP ngay 31/10/2013 cia
Thanh tra Chinh pht huéng dan thi hanh cic quy dinh vé minh bach tai san, thu nhap

k) Yéu ciu, diéu kién thye hién thii tuc hanh chinh

1. Khi c6 t6 cao vé viéc khong trung thuc trong ké khai tai san, thu nhap cta
nguodi c6 nghia vy ké khai.
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2. Khi xét théy can thém thong tin phuc vu cho viéc bau ctr, mién nhiém, bii
nhiém, b6 nhiém, ky luat ddi v6i ngudi ¢ nghia vu ké khai.

3. Khi c6 can ct cho rang viéc giai trinh vé ngudn gdc tai san tang thém khong
hop ly.

4. Khi c6 yéu cau cla co quan, to chirc, ca nhan c6 thAm quyén quy dinh tai
Piéu 12 Thong tu s6 08/2013/TT-TTCP.

I) Can cu phap ly cua thu tuc hanh chinh

- Nghi dinh s6 78/2013/ND-CP ngay 17/7/2013 cua Chinh pht vé minh bach tai
san, thu nhap; Thong tu s6 08/2013/TT-TTCP ngay 31/10/2013 ctia Thanh tra Chinh
phil hudng dan thi hanh cac quy dinh vé minh bach tai san, thu nhap.
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PHU LUC CAC MAU VAN BAN
MAU BAN KE KHAI TAI SAN, THU NHAP
(Kém theo Théong tw s6 08/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phi)
BAN KE KHAI TAI SAN, THU NHAP

I. THONG TIN CHUNG
1. Nguoi ké khai tai san, thu nhép

3. Con chua thanh nién (con dé, con nuoi theo quy dinh cta phép luat)
a) Con thtr nhat:

b) Con thir hai (tr¢ 1én): Ké khai nhu con thtr nhét.

II. THONG TIN MO TA VE TAI SAN

1. Nha &, cong trinh xay dung:

a) Nha o:

= Nh& thlt NHAL: oo

+ Dién tich XAy dung: ......ooviiii i
€ P 5 o
+ Gidy ching nhan quyén s& hitu: .........ooooiiiiieiiieiiieie e,
+ Thong tin Khac (08U CO): ...t
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- Nha thir hai (trd 18n): Ké khai twong tu nhu nha thr nhét.

b) Cong trinh xay dung khac:

- CONG trinh thiT NNAL: ..o .

+ Loai cong trinh ............... Cap cong trinh ..........cocovveiiiiiiinn..

T+ DI8N tICh: oo

€ P 5 o

+ Gidy ching nhan quyén s& hitu: .........oooviiiiiiiiieiiieie e,

+ Thong tin Khac (08U CO): «..vvevenei et

- Cong trinh thi hai (Trd 1én): Ké khai twong tu nhu cong trinh thir nhat.

2. Quyén s dung dat:

a) Dt 6

= MANK T NNAL: .o

1A ChI: oo

F DIEN tICh: Lo

€ 185 o AP

+ Gidy ching nhan quyén st dung: ...........coooueeiiiee e

+ Thong tin KhAc (08U CO): «..veeee e,

- Manh thr 2: (M6 ta nhu manh thir nhat).

b) Céc loai dat khac:

= MANK T RAL: <o,

1A ChI: oo

T+ DIEN tICh: L oo

€ 185 o AP

+ Gidy ching nhan quyén st dung: ...........cooeueeieiiiee e

+ Thong tin Khac (08U CO): «..vnevee ettt

- Manh thi hai: (M6 ta nhu manh thir nhat).

3. Tién (tién Viét Nam, ngoai t¢) gém tién mit, tién cho vay, tién guri ca nhan, to
chtic trong nude, to chirc nude ngoai tai Viét Nam ma tong gia tri quy doi tir 50 triéu
ddng trd 1én.

4. O t6, md t0, xe gin may, xe may (may Ui, may xtc, cac loai xe may khac), tu
thily, tiu bay, thuyén va nhitng dong san khac ma Nha nudc quan 1y (theo quy dinh
ctia phap luat phai dang ky sir dung va dugc cap gidy ding ky) c6 tong gia tri mdi loai
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tir 50 triéu dong tro 1én.

-016

- Mo t6

- Xe gin may

- Xe may (mdy ui, may xuc, cac loai xe may khac)

- Tau thuy

- Tau bay

- Thuyén

- Nhitng dong san khac ma Nha nudc quan 1y (theo quy dinh cua phap luat phai dang
ky st dung va duoc cip gidy dang ky)

5. Kim loai quy, da quy, c6 phiéu, von gop vao cac co sd kinh doanh, céac loai
gidy to o gid tri chuyén nhuong khac co tong gia tri quy ddi mdi loai tir 50 triéu dong
trd 1en.

- Kim loai quy
- ba quy
- C6 phiéu
- Vén gop vao cac co so kinh doanh
- Cac loai gidy to c6 gia tri chuyén nhuong khac

6. Cac loai tai san khac ma gia tri quy d6i mdi loai tir 50 triéu dong tré 1én (nhur
cdy cdanh, b ban ghé, tranh, dnh, dé6 my nghé va cdc loai tai san khdc).

7. Tai san, tai khoan & nudc ngoai gom tat ca tai san quy dinh tir Khoan 1 dén
Khoan 6 néi trén nam ngoai lanh thd Viét Nam.

8. Céac khoan no gdm: cac khoan phai tra, gia trj cac tai san quan Iy ho, giit ho
c6 tong gia tri quy doi tir 50 triéu dong tré 1én.



9. Tong thu nhap trong nim quy doi thanh tién Viét Nam gdm céc khoan luong,
phu cép, tro cép, thuong, thu lao, cho, tang, biéu, thira ké, thu nhap huong o1 tir cac
khoan dau tu, phat minh, sang ché, cac khoan thu nhap khac.

I11. GIAI TRINH SU BIEN PONG CUA TAI SAN, THU NHAP (Bién dong
vé tai san, thu nhap, gidi trinh nguon goc tai san tang thém)

Loai tai san, thu nhap Tang/ Noi dung giai trinh
giam | nguén goc tai san, thu
nhap ting thém

1. Nha 6, cong trinh xdy dung (ting, giam vé s6
luong, dién tich hoac thay doi vé cép nha, cong
trinh so vdi ky ké khai trude do):

a) Nha ¢:

b) Cong trinh xay dung khac:

2. Quyén st dung dét (ting, giam vé sb luong,
dién tich, thay doi loai dat so véi ky ké khai
trude do):

a) Dat o

b) Céc loai dat khac:

3. Tién (tién Viét Nam, ngoai t¢) gém tién mat,
tién cho vay, tién giri c4 nhan, to chuc trong
nude, to chirc nuée ngoai tai Viét Nam ma téng
gia tri quy doi tir 50 triéu dong trd 1én.

4. Cac loai dong san:

-016

- Mo to

- Xe gin may

- Xe may (mdy ui, may xuc, cac loai xe may
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khéc)

- Tau thuy

- Tau bay

- Thuyén

- Nhitng dong san khac ma Nha nudc quan ly
(theo quy dinh cua phap luét phai dang ky su
dung va dugc cap gidy dang ky)

5. Cac loai tai san:

- Kim loai quy

- ba quy

- C6 phiéu

- Vén gop vao cac co so kinh doanh

- Cac loai gidy to c6 gia tri chuyén nhuong khéc
c6 tong gia tri quy d6i mdi loai tir 50 triéu dong
tro 1én.

6. Cac loai tai san khac (nhw cdy canh, bo ban
ghé, tranh, anh, do my nghé va cac loai tai san
khdc) ma gia tri quy doi mdi loai tir 50 triéu
dong trg 1én.

7. Tai san, tai khoan & nudc ngoai gom tat ca tai
san quy dinh tir Khoan 1 dén Khoan 6 néi trén
nam ngoai lanh thd Viét Nam.

8. Cac khoan ng gdm: cac khoan phai tra, gia trj
cac tai san quan 1y ho, giit ho co tong gia tri quy
dbi tir 50 triéu dong trd 1én.

9. Téng thu nhap trong nam quy doi thanh tién
Viét Nam

(Nguoi ké khai ty xdc dinh cac logi tai san tang, giam trong ky ké khai va giai trinh
nguoén goc tai san ting thém).
Ngay nhdn Ban ké khai tai san, thu nhdp  Ngay hoan thanh Ban ké khai tai san,

...... ngay.........thang.........nam...... thu nhdp
Ngwoi nhan Ban ké khai ..., ngay...... thang...... nam......
(Ky, ghi vo ho tén, chirc vu/churc danh) Nguwoi ké khai tai san

(Ky, ghi ro ho tén)
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BAO CAO MINH BACH TAI SAN, THU NHAP
(Kém theo Théng tw s6 08/2013/TT-TTCP ngay 31/10/2013 ciia Thanh tra Chinh phit)

Co quan, td chirc, don vi CONG HOA XA HOI CHU NGHIA VIET
NAM
S6: / Doc 1ap - Tw do - Hanh phuc

eveeeeenaan, NEAY  thang  nam

BAO CAO
Két qua minh bach tii san, thu nhap nim ....

Viéc thyc hién minh bach tai san, thu nhap theo Nghi dinh sé 78/2013/NP-CP
ngay 17/7/2013 ctia Chinh phu, Thong tu s6 00/2013/TT-TTCP cua Thanh tra Chinh
pha va cac vin ban huéng dan hudng dan s6 ...... cta (tén co quan hudng din) vé
minh bach tai san, thu nhap, (tén co quan/toé chirc/don vi) bao cao két qua ké khai tai
san, thu nhap cia minh nhu sau:

1. Qua trinh chi dao, trién khai, té chirc thwe hién quy dinh vé minh bach tai
san, thu nhap

No6i dung phan béo céo nay nham phan anh nhimg pham vi, dic diém vé t6 chirc
bd may, hoat dong va vi¢c td chirc thue hién cong tdc minh bach tai san, thu nhap cua
co quan, td chure, don vi trong nam bao gém:

- Pham vi, dic diém t6 chtc, hoat dong cta co quan, to chirc, don vi;

- Céc van ban phap luat 4p dung;

- Céc vin ban chi dao, d6n ddc cua cép trén;

- Cac van ban co quan, don vi da trién khai nhu: Ké hoach, phuong an, td chue
tuyén truyén;

- Phan cong thyc hi¢n;

- Qua trinh thuc hién cac nhiém vu ké khai, cong khai, quan 1y hd so, tién hanh
xac minh, xem xét ky luat, tong hop bao céo ...

- Nhitng thuan loi hay kho khan, vuéng mic.

2. Két qua thure hién minh bach tai san, thu nhap

2.1 Két qua ké khai

Tinh hinh chung trién khai viéc ké khai tai san, thu nhdp cua co quan, td churc,
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don vi bao gém thot gian tién hanh, cach thuc to chirc, s6 don vi (truc thudc) phai/da
trién khai thuc hién ké khai tai san, thu nhap (co thé chia thanh cdc nhém theo ddc
diém hoat dong); ty 1€ .... % s6 co quan, t6 chirc, don vi da thuc hién; sb co quan, to
chtrc, don vi chua thyc hién hoac thuc hién ké khai cham so véi thoi gian quy dinh
(danh sach), 1y do.

S lidu vé s6 nguoi ké khai gdbm:

- SO nguoi phai ké khai tai san, thu nhap trong nam; trong d6 sé ngudi phai ké
khai tang/gidam so v&i nam trudce, ly do.

- S6 nguoi da ké khai tai san, thu nhap trong niam; ty 1& .. % s6 ngudi ké khai;

- S6 luong ban ké khai tai san, thu nhap luu giit tai co quan, to chire, don vi;

- S6 luong va danh sach ban ké khai thudc dién cap uy quan Iy;

- S6 luong va danh sach ban ké khai do t6 chirc cap trén quan 1y;

2.2 Két qua cong khai

Tinh hinh chung trién khai viéc cong khai ban ké khai tai san, thu nhap cia co
quan, t6 chuc, don vi bao gém thot gian tién hanh, cach thtrc to chie, sb don vi (truc
thudc) phai/da trién khai thuc hién cong khai ban ké khai tai san, thu nhap; ty 1& ...
% $6 co quan, t6 chue, don vi da thuc hién ké khai; sb co quan, don vi thuc hién cong
khai bang hinh thirc niém yét; s6 diém niém yét; s6 co quan, to chirc, don vi thuc hién
cong khai bﬁng hinh thirc cong b tai cude hop; s6 cude hop; sb co quan, td chirc, don
vi chua thyc hi¢n cong khai hoac thuc hién cham so véi thoi gian quy dinh (danh
sach), 1y do.

Tinh hinh thong tin phan anh sau khi cong khai cac ban ké khai tai san, thu nhap
trong nam.

S6 lidu vé sb ban ké khai duogc cong khai:

- S6 ban ké khai da cong khai; ty 18 ....% so v6i s6 ban da ké khai;

- S6 ban ké khai d4 cong khai theo hinh thirc niém yét; ty 1é ....% so v6i s6 ban
da cong khati;

- S6 ban ké khai d4 cong khai theo hinh cong b tai cudc hop; ty 1¢ ....% so véi
sd ban di cong khai.

2.3 Két qua thuc hién gii trinh, xac minh tai san, thu nhép

Tinh hinh thyc hién giai trinh, xac minh tai san, thu nhap trong co quan, don vi
bao gdm viéc tu kiém tra, yéu cdu cta cong tac quan 1y can bd, yéu ciu xac minh cia
cac co quan, don vi, ca nhan c6 thim quyén. Viéc yéu cau giai trinh va xem xét giai
trinh trong minh bach tai san, thu nhap cua co quan, don vi. Viéc xac minh, két luan
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vé minh bach tai san, thu nhap cua co quan, td chire, don vi.

S liéu vé giai trinh, xac minh tai san, thu nhap

- S6 ngudi yéu cau giai trinh ké khai, ngudn gbc tai san, thu nhap;

- S6 nguoi duge xac minh tai san, thu nhap;

- S6 nguoi da cé két luan vé Minh bach tai san, thu nhap;

- S6 ngudi da co két luan khong trung thyc trong minh bach tai san, thu nhép;

2.4 Két qua xir Iy ky luit trong x4c minh tai san, thu nhép

Tinh hinh vi pham va xem xét xur 1y cac vi pham vé minh bach tai san, thu nhap
trong co quan, t6 chirc, don vi.

S liéu vé xir 1y vi pham

- S6 nguoi da bi xir Iy ky luat do ké khai tai san, thu nhap khong trung thuc; chia
theo hinh thure ky luat (canh céo; khién trach; hinh thic khac).

- S6 nguoi da bi xu 1y ky luat do vi pham thoi han trong minh bach tai san, thu
nhép (cham td churc ké khai, cham ké khai, chim téng hop, bao céo két qua minh bach
tai san) va chia theo hinh thirc xtr 1y ky luat.

- S6 ngudi da bi xir 1y trach nhiém trong xac minh tai san, thu nhap chia theo cac
16i vi pham va hinh thtrc xir 1y.

3. Panh gia chung.

- Cac mat thuan 1gi, kho khan khi trién khai cong tac minh bach, tai san trong co
quan, t6 chure, don vi minh.

- Cac y kién gop v, dé xuét khic phuc.

Noi nhdn: Thii truwéng co’ quan, té chic, don vi
(Ky tén, dong ddu)
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3. Thii tuc Tiép nhan yéu cau giai trinh

a) Trinh tu thuc hién

- Buwée 1: Nguoi yéu cau giai trinh giri vin ban yéu cau giai trinh hodc truc tiép
dén co quan nha nudc c6 trach nhiém giai trinh.

- Buée 2: Can bd, cong chuc thuc hién viée tiép nhan va vao sb tiép nhan yéu
cau giai trinh. Trudng hop nhiéu nguoi dén yéu cau giai trinh truc tiép thi co quan c6
tham quyén hudng din nguoi yéu cau giai trinh ctr dai dién dé trinh bay noi dung yéu
cau. Nguoi dai dién phai 1a nguoi c6 yéu cau giai trinh. Viéc ctr nguoi dai dién duoc
lap thanh vian ban (theo Mau s6 01-GT ban hanh kém theo Thong tu 02/2014/TT-
TTCP ngay 29/4/2014). Viéc ct nguoi dai dién dugc thuc hién nhu sau:

+ Trudng hop co tir 05 dén 10 ngudi yéu cau giai trinh thi ctr 01 hodc 02 nguoi dai
dién;

+ Trudng hop c6 tir 10 ngudi yéu cau giai trinh trd 18n thi ¢6 thé ctr thém nguoi dai
dién, nhung khong qué 05 nguoi

- Buwéc 3: co quan nha nudc ra théng béo tiép nhin yéu cau giai trinh hodc tir
chéi giai trinh va néu 16 1y do (Mau s6 04 ban hanh kém theo Thong tu 02/2014/TT-
TTCP ngay 29/4/2014). Trudng hop yéu cau giai trinh khong thudc trach nhiém thi
huéng dan nguoi yéu cau giri dén dung co quan co trach nhiém giai trinh. Truong hop
ndi dung yéu cau di duoc giai trinh nhung c6 nguoi khic yéu cau giai trinh thi cung
cAp ban sao van ban di giai trinh cho ngudi do

b) Cach thirc thwe hién: Truc tiép hodc guri bang vin ban.

¢) Thanh phan hd so, s6 lwong

1. Vin ban yéu cau giai trinh ctia ¢4 nhan, t6 chuc.

2. Thong tin, tai liéu lién quan dén yéu cau giai trinh.

3. Thong bao ddng y hodc tir chdi giai trinh cua co quan nha nudc co trach
nhi¢m giai trinh.

So luong hd so: 01 bod

d) Thoi han giai quyét
Thoi han ra thong béo tiép nhan hodc tir chdi giai trinh: 05 ngay ké tir ngdy tiép nhan
yéu cau giai trinh (Mau sd 02, 03 ban hanh kém theo Théng tu 02/2014/TT-TTCP
ngay 29/4/2014).

d) Poi twong thuc hién thi tuc hanh chinh: T6 chtic hodc ca nhan

¢) Co quan thue hién thu tuc hanh chinh

Co quan hanh chinh nha nudc céc cap, cac don vi sy nghiép cong lap thudc co
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quan hanh chinh nha nudc va ngudi c6 trach nhiém thuc hién vié¢c giai trinh.

g) Két qua thyc hién thi tuc hanh chinh

Vin ban tiép nhin yéu cau giai trinh hodc vin ban tir chéi yéu cau giai trinh cta
co quan c6 tham quyén.

h) L¢ phi: Khong

i) Tén mau don, mau to khai

Mau sd 01,02,04 ban hanh kém theo Thong tu sd 02/2014/TT-TTCP ngay
29/4/2014 cia Thanh tra Chinh phu.

k) Yéu cau, diéu kién thuc hién thii tuc hanh chinh
Theo quy dinh tai Diéu 6 Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013:

1. C4 nhan yéu cau giai trinh phai c6 ning luc hanh vi dan sy day du hoic
thong qua ngudi dai dién hop phap; co quan, to chiic yéu cau giai trinh phai thong qua
nguoi dai dién hop phap.

2. Noi dung yéu cau giai trinh lién quan truc tiép dén quyén va loi ich hop phap
clia co quan, to chire, ca nhan c6 yéu cau giai trinh.

3. Noi dung yéu cau giai trinh thudc pham vi trach nhiém quan 1y ctia co quan
duoc yéu cau.

1) Can ctir phap ly cua thu tuc hanh chinh

Nghi dinh s 90/2013/ND-CP ngay 08/8/2013 cua Chinh phu quy dinh trach
nhiém gidi trinh cua co quan nha nudc trong vi¢c thuc hi€n nhiém vy, quyén han duoc
giao;

- Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 cia Thanh tra Chinh phu quy
dinh chi tiét, huéng din thi hanh mot s6 diéu caa Nghi dinh sé 90/2013/ND-CP ngay
08/8/2013.
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MAu s6: 01 (Ban hanh kém theo Théong tuw s6 02/2014/TT-TTCP ngay 29/4/2014
cua Thanh tra Chinh phu)
CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tuw do - Hanh phic

........ , ngay ... thang ... nam ...
VAN BAN CU NGUOI PAI DIEN YEU CAU GIAI TRINH
Nguoi yéu cau giai trinh:

I.Hovatén: ...................ooeel. (1) e
Piachi: ... (2) e
SECMND: ... NEay CAP: «ovvveveennn.. Noi cép: ...
Thong nhét cir dng/ba:

I.Hovatén: ..................ooeeel. (1) e
Piachi: ... (2) e
SECMND: ... CAP NGAY: e, Noi cap: ...
1am nguoi dai dién yéu ciu giai trinh.

Noi  dung, pham vi dugc dai di€n: ...
2
Cac ndi dung khac 6 1ién quan (08U €O): .....ovvneeee e,

Trong qua trinh thuc hién y€u cau giai trinh, nguo1 dai dién co6 trach nhiém thuc hién
ding ndi dung duoc dai dién./.

Ngudi dai dién Nhitng nguoi yéu cau giai trinh
(ky, ghi ré ho tén hodc diém chi) (ky, ghi ré ho tén hodc diém chi)

(1) Néu nguoi yéu cdu gidi trinh la dai dién cho co quan, té chike thi phdi ghi ré chire
vu ciia ngwoi yéu cdu gidi trinh.

(2) Noi nguoi yéu cau gidi trinh cw trii, truong hop la co quan, t6 chirc cir ngwoi dai
dién thi phdi ghi ré dia chi co quan, t6 chirc do.

(3) Pai dién toan bé hay dai dién mét s6 ndi dung yéu cau gidi trinh can ghi ré trong
noi dung dai dién.
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MAu s6: 02 (Ban hanh kém theo Théong tu s6 02/2014/TT-TTCP ngay 29/4/2014
cua Thanh tra Chinh phu)

...... D....... CONG HOA XA HOI CHU NGHIA VIET NAM
O ) T Poc lap - Tw do - Hanh phic
So:.../TB-.......... ... , ngay ... thang ... nam
THONG BAO
Vé viéc tiép nhéan dé giai trinh
Kinh gui: ............. () P

Ngay ... thang .. nim ..(2).. dd nhan duoc vdn ban yéu ciu giai trinh cia

(053 T
DA CI: oo,
S6 CMND/HO chiéu, ngay cp, noi cap: .................. [ T
Yéu cau giai trinh V& VIEC .. oevvneiie i, ()

Sau khi xem xét ndi dung yéu cau giai trinh, can ctr Luat phong, chéng tham nhiing va
Nghi dinh s6 90/2013/ND-CP ngay 08 thang 8 nam 2013 caa Chinh phu quy dinh
trach nhiém giai trinh cua co quan nha nudc trong viéc thuc hién nhi¢m vy, quyén han
duoc giao, yéu cau giai trinh cta ...(3)... da diéu kién tiép nhan dé giai trinh.

Vay théng bao dé ...(3)... duoc biét./.

Noi nhin: Ngudi dirng dau co' quan, don vi
- Nhu trén; (ky, ghi 16 ho tén va déng ddu)

- Luu: VT, hd so.

(1) Tén co quan, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, don vi théng bdo vé viéc tiép nhdn yéu cau gidi trinh.

(3) Ho tén nguoi yéu cau gidi trinh (hodc tén co quan, t6 chirc yéu cau gidi trinh).

(4) Néu nguoi yéu cau gidi trinh khong c6 CMND/H$ chiéu thi ghi cdc théng tin theo
gidy to tiy than.

(5) Tém tdt ndi dung yéu cdu gidi trinh.
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MAu s6: 04 (Ban hanh kém theo Théong tu s6 02/2014/TT-TTCP ngay 29/4/2014
cua Thanh tra Chinh phu)

(D). CONG HOA XA HOI CHU NGHIA VIET NAM
N () TR Poc lap - Tw do - Hanh phic
Sé: ...(3).
GIAY BIEN NHAN

V@ viéc tiép nhén thong tin, tai liéu

Vao hoi... gio ... ngay ... thdng ... ndm ..., tai ................. 4) e
Bén nhan thong tin, tai ligu:

Gidy bién nhan nay duoc 1ap thanh ...ban, mdi bén giit 01 ban./.

Bén giao Bén nhan
(ky, ghi ré ho tén, déng ddu - néu cd) (ky, ghi 16 ho tén, déng ddau - néu cd)

(1) Tén co quan, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, don vi tiép nhdn théong tin, tdi liéu.

(3) Ghi s6 trong truong hop Gidy bién nhédn dwoc quan Iy, theo déi bang sé van ban.
(4) Pia diém giao, nhdn thong tin, tai liéu.

(5) Ho tén, chirc danh, co quan, don vi cong tdc cua nguoi nhan thong tin, tai liéu.

(6) Ho tén, chirc danh, co quan, don vi cong tac hodac dia chi cua nguoi giao thong
tin, tai liéu.

(7) Loai théng tin, vdt mang tin, tén, sé trang, tinh trang tdi liéu.
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4. Thia tuc Thye hién viéc gidi trinh

a) Trinh tu thwe hién

- Budc 1: Nghién ctru ndi dung yéu cau giai trinh.

- Budc 2: Thu thap, xadc minh thong tin co6 lién quan.

- Budc 3: Lam viéc truc tiép voi nguoi yéu cau giai trinh dé lam rd nhitng nodi
dung c6 lién quan khi thdy can thiét. Noi dung 1am viéc dugc lap thanh bién ban co
chir ky cua cac bén.

- Budc 4: Ban hanh van ban gidi trinh véi cac ndi dung sau day: Tén, dia chi
nguoi yéu cau giai trinh; ndi dung yéu cau giai trinh; két qua 1am viéc truc tiép voi to
chtrc, ca nhan (néu c6); cac can ctr phap 1y dé giai trinh; ndi dung giai trinh cu thé
theo tirng yéu cau. (Mau s6 07-GT ban hanh kém theo Thong tu s6 02/2014/TT-TTCP
ngay 29/4/2014).

- Bu6c 5: Giri vin ban giai trinh dén ngudi yéu cdu giai trinh. Trong truong hop
can thiét thi cong bd cong khai vin ban gidi trinh theo quy dinh ciia phép luat.

b) Cach thirc thuc hién

- Nguoi giai trinh thyuc hién gidi trinh tryc tiép va nguoi yéu cau giai trinh ky
hodc diém chi x4c nhan vao bién ban thue hién viée gidi trinh.

- Nguoi gidi trinh ¢6 trach nhiém cong khai van ban gidi trinh theo mdt trong
cac hinh thuc sau day:

+ Niém yét tai tru s& lam viéc hoac noi tiép cong dan cia co quan, don vi thuc
hién giai trinh;

+ Thong béo trén phuong tié€n thong tin dai chiing;

+ Pang tai trén cong thong tin dién tir ctia co quan, don vi thuc hién giai trinh.

¢) Thanh phan, s6 lwong ho so
1.Vin ban yéu cau giai trinh hodc ban ghi 101 yéu cau giai trinh;
2. Vian ban cir ngudi dai dién (néu co);

3. Thong tin, tai li€u lién quan dén noi dung viéc giai trinh;
4. Bao céo thu thap, xadc minh thong tin, tai li¢u;

5. Van ban giai trinh;

6. Cac tai li€u khac c6 lién quan.

- S6 lugng 01 bd

d) Thoi han giai quyét
- Thoi han thuc hién viéce giai trinh khong qua 15 ngay ké tir ngay ra thong béo tiép
nhan yéu ciu giai trinh. Trudng hop c6 ndi dung phirc tap thi c6 thé gia han thoi gian
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giai trinh. Thoi gian gia han thyc hién viée giai trinh khong qua 15 ngay, ké tir ngdy
gia han va phai thong bao bang vin ban dén ngudi yéu ciu giai trinh.

d) Poi twong thuce hién thi tuc hanh chinh: T6 chirc

e) Co quan thuc hién thi tuc hanh chinh

- Co quan hanh chinh nha nudc cac cap, cac don vi su nghiép cong lap thudc co
quan hanh chinh nha nudc c6 trach nhiém thyc hién viéc giai trinh.

g) Két qua thue hién thii tuc hanh chinh: Vin ban giai trinh.

h) L¢ phi: Khong

i)Tén miu don, miu to khai:

k) Yéu ciu, diéu kién thwe hién thii tuc hanh chinh:

1. No6i dung yéu cau giai trinh lién quan truc tiép dén quyén va loi ich hop
phap ctia co quan, t6 chirc, ca nhan ¢ yéu cau giai trinh.

2. N6i dung, yéu cdu giai trinh thudc pham vi trach nhiém quan 1y cta co quan
duoc yéu cau

3. N1 dung giai trinh khong thuoc mdt trong cac truong hop sau day:

a) Noi dung thong tin lién quan dén bi mat nha nudc;

b) Nhitng ndi dung lién quan dén viéc chi dao, t6 chic thuc hién nhiém vu,
cong vu trong ndi bd co quan nha nudc; trong chi dao, didu hanh ciia co quan hanh
chinh cép trén voi co quan hanh chinh cap dudi;

¢) No6i dung thong tin thudc bi mat doi tu;

d) N61 dung thong tin thudc bi méat kinh doanh;

d) Cac ndi dung da duoc giai trinh hodc da dugc co quan c6 thim quyén thu 1y
giai quyét;

e) Cac yéu cau giai trinh sau 90 ngady, ké tir ngay co quan, to chtrc, ca nhan
nhan duge hodc biét duge quyét dinh, hanh vi ctia co quan nha nudc tac dong truc
tiép dén quyén, loi ich hop phap cua minh.

) Can ctr phap ly cua thu tuc hanh chinh

- Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013 ctia Chinh phu quy dinh trach nhiém
gidi trinh ctia co quan nha nudce trong viéc thuce hién nhiém vy, quyén han dugc giao;

-Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 ctia Thanh tra Chinh phu quy
dinh chi tiét, huéng din thi hanh mot s6 diéu cua Nghi dinh s6 90/2013/ND-CP ngay
08/8/2013.



84

MAu s6: 05 (Ban hanh kém theo Théong tu s6 02/2014/TT-TTCP ngay 29/4/2014
cua Thanh tra Chinh phu)

...... D....... CONG HOA XA HOI CHU NGHIA VIET NAM
O ) T Poc lap - Tw do - Hanh phic
sé: ....Qb-..... .. , ngay ... thang ... nam ...
QUYET PINH

Ve viéc giao nhiém vu thu thap, xac minh thong tin
c6 lién quan dén yéu cau gidi trinh

Can ctr Luat phong, chong tham nhiing sé 55/2005/QH11 da duogc stra d6i, bd sung
mot s6 diéu theo Luat s6 01/2007/QH12 va Luat s6 27/2012/QH13;

Can ctr Nghi dinh s6 90/2013/ND-CP ngay 08 thang 8 nim 2013 cua Chinh phu quy
dinh trach nhi€ém giai trinh cia co quan nha nudc trong viéc thuc hién nhiém vy,
quyén han dugc giao;

Can ctr Thong tu s6 .../.../TT-TTCP ngdy ... thang ... nim ... ctia Thanh tra Chinh phu
quy dinh chi tiét, huéng dan thi hanh mét sé diéu cua Nghi dinh sé 90/2013/ND-CP
ngay 08/8/2013 ctia Chinh phu quy dinh trach nhi€ém giai trinh ctia co quan nha nudc
trong viéc thue hién nhiém vu, quyén han duoc giao;

QUYET PINH:
Piéu 1. Giao ....(5).... tién hanh thu thap, xac minh thong tin c6 lién quan dén yéu cau
giai trinh cia ....(6).... vé viéc ...(7)...
...(5).... bao céo két qua thu thap, xac minh thong tin c6 lién quan dén yéu ciu giai
trinh néu trén véi ... (3)... trudc ngay ... thang ... nam ...
Piéu 2. .... (8)....., ....(9)... chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhdn: Nguwoi gidi trinh
-Nhu Diéu 2; (ky, ghi ré ho tén va dong déu)

- Luu: VT, hd so.

(1) Tén co quan, don vi cdp trén triee tiép (néu co).
(2) Tén co quan, don vi tiép nhdn yéu cdu gidi trinh.
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(3) Chitc danh ciia nguoi cé tham quyén ban hanh quyét dinh giao nhiém vu thu thap,
xdc minh théng tin cé lién quan dén yéu cdu gidi trinh.

(4) Vin ban quy dinh vé chirc ndng, nhiém vu, quyén han cia co quan, don vi ban
hanh quyét dinh.

(5) Co quan, don vi, ca nhan dwoc giao nhiém vu thu thap, xdac minh thong tin co lién
quan dén yéu cdu gidi trinh.

(6) Ho tén nguoi yéu cdu gidi trinh (hodc tén co quan, t6 chirc yéu cau gidi trinh).

(7) Noi dung dwoc giao thu thdp xdc minh.

8) Trueong hop la co quan, don vi thi ghi la “Ngwoi dimg dau ...(5)...”"; Truong hop la
cd nhan thi ghi "...(5)...".

(9) Newoi dirng dau co quan, don vi, cd nhan lién quan.
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MAu s6: 06 (Ban hanh kém theo Théong tu s6 02/2014/TT-TTCP ngay 29/4/2014
cua Thanh tra Chinh phu)

(D). CONG HOA XA HOQI CHU NGHIA VIET NAM
N (0. T Poc 1ap - Tw do - Hanh phuc
So: ....BC-..... L. , ngay ... thang ... nam
BAO CAO
Két qua thu thip, xac minh thong tin lién quan dén yéu cau giai trinh
Kinh gtri: ... [
Thue hién Quyét dinh sO ......oovvvviieiiiiiiiieei, (D)

T ngay .../.../ ... dén ngay .../.../..., ..(5)... 43 tién hanh thu thap, x4c minh thong
tin lién quan dén yéu ciu giai trinh cta ...(6) ... d6i voi ... (7)...

Can cu vao thong tin, tai li¢u da dugc thu thap,...(5)... bado cdo két qua thu thap, xac
minh thong tin lién quan dén yéu cau giai trinh nhu sau:

1. Noi dung, can clr yéu cau giai trinh:

2. Tém tit nodi dung duogc giao thu thap, xac minh va két qua thu thap, xac minh ddi
voi ting ndi dung dugc giao thu thap, xac minh:

Trén day 1a bao cao két qua thu thap, xac minh thong tin ¢ lién quan dén yéu cau giai
trinh, kinh trinh .. .(3)... xem xét, cho y kién chi dao./.

Noi nhdn: Co quan, don vi, ca nhan
- Nhu trén; dugc giao nhiém vu thu thap, xac minh
- Luu: VT, ho so. (ky, ghi ré ho tén, dong dau - néu c6)

(1) Tén co quan, don vi cdp trén truc tiép (néu cé).

(2) Tén co quan, don vi, cd nhdn bdo cdo két qua thu thdp, xdc minh théng tin.

(3) Nguoi giao nhiém vu thu thdp, xac minh thong tin.

(4) Quyét dinh giao nhiém vu thu thdp, xdc minh théng tin.

(5) Tén co quan, don vi, ca nhdn dwoc giao nhiém vu thu thap, xac minh thong tin.

(6) Ho tén ciia nguwoi yéu cdu gidi trinh (hodc tén co quan, t6 chirc yéu cdu gidi trinh).
(7) Néi dung yéu cau gidi trinh.
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MAu s6: 07 (Ban hanh kém theo Théng tu s6 02/2014/TT-TTCP ngay 29/4/2014
cua Thanh tra Chinh phu)

...... D....... CONG HOA XA HOI CHU NGHIA VIET NAM
O ) T Poc lap - Tw do - Hanh phic
so:.../vB-...... . , ngay ... thang ... nam

Ngay .../.../..., ..(5)... dd tiép nhan vin ban yéu cau giai trinh cua ...(4)...
1. N§i dung yéu ciu giai trinh:

....................................................... (6) e

2. Két qua thu thip, xac minh thong tin c6 lién quan dén yéu ciu giai trinh:
........................................................ (7)o

3. Cac can cur phap ly dé giai trinh

........................................................ (8) e

Tt nhiing nhan dinh va can cu trén, ............. () giai trinh
nhu sau:

........................................................ (9) e

Noi nhdn: Nguwoi gidi trinh

- Nhu trén; (ky, ghi ré ho tén va déng ddu)

- Luu: VT, hd so.

(1) Tén co quan, don vi cdp trén triee tiép (néu co).

(2) Tén co quan, don vi ban hanh van ban giai trinh.

(3) Trich yéu néi dung yéu cau gidi trinh.

(4) Ho tén, dia chi nguwoi yéu cau gidi trinh (hodc tén, dia chi co quan, t6 chirc yéu
cau gidi trinh).

(5) Chirc danh nguoi ban hanh van ban gidi trinh.

(6) Ghi ré tirng ndi dung yéu cau gidi trinh.

(7) Ghi ro tung noi dung da dwoc thu thdp, xac minh.
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(8) Néu ro can cw phap ludt (vién dan cac diéu khoan cua van ban phap luat) dé giai
trinh vé noi dung dwoc yéu cau giai trinh.
(9) Noi dung giai trinh doi voi tung yéu cau cua nguoi yéu cau gidi trinh.
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MAu so: 08 (Ban hanh kém theo Théong tw s6 02/2014/TT-TTCP ngay 29/4/2014
cua Thanh tra Chinh phu)

ey CONG HOA XA HOI CHU NGHIA VIET NAM
ee(2)eene Poc lap - Tw do - Hanh phitc
BIEN BAN

Ve viéc thuc hién viéc gidi trinh

Vao hoi ... gid ... ngdy ... thing ... ndm ..., tai ......covveevnnnennn. () P ;
Chung t6i gom:

Ngudi giai trinh: ... e 4)...
Nguoi yéu cau giai trinh: ........oooieie e, (5)...
Cung nhau ghi nhan vi¢c giai trinh truc tiép, cu thé nhu sau:

NoOi dung yéu cau @iai trinh: ...........eieeneii e (6)
K&t qUA GIAT NN c... oot (7)
Viéc giai trinh két thic vao hdi ... gio ... phat ciing ngay (hodc ngay .../.../...).
Bién ban nay di dugc doc cho nhimg ngudi 1am viée cing nghe, moi ngudi nhat tri
v6i ndi dung bién ban va xac nhan dudi day.

Bién ban dugc 1ap thanh ... ban, mdi bén giir 01 ban./.

Ngudi yéu ciu giai trinh Nguwai gidi trinh
(ky, ghi 16 ho tén) (ky va ghi 16 ho tén, déng dau - néu c)

(1) Tén co quan, don vi cdp trén truc tiép (néu cé).

(2) Tén co quan, don vi thyc hién viéc gidi trinh.

(3) Pia diém thuc hién viéc gidi trinh.

(4) Ho tén, chirc danh cua nguoi gidi trinh.

(5) Ghi 16 ho tén, dia chi, sé dién thoai lién hé (néu c6) ciia nguwoi yéu cdu gidi trinh
(hodic co quan, t6 chirc yéu cau gidi trinh).

(6) Cdc néi dung yéu cau gidi trinh cu thé.

(7) Ghi ro cdc noi dung gidi trinh.
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