1. Thii tuc giai quyét khiéu nai lin dau tai cap xa (Ma thi tuc: 2.002409)
1.1. Trinh tu thuc hién:

Trinh tu thuc hién:

- Buéc 1: Thu 1y giai quyét khiéu nai

1. Nghién ciru va xem xét thu 1y khiéu nai

Trong thot han 10 ngay lam viéc, ké tir ngay nhén duoc khiéu nai quyét dinh hanh chinh,
hanh vi hanh chinh thudc thaim quyén giai quyét ma khong thudc mot trong cac truong hop
dugc quy dinh tai Piéu 11 cia Luat Khiéu nai 2011 thi nguoi c6 thim quyén giai quyét khiéu
nai 1an dau phai thy ly giai quyét. Truong hop nhiéu nguoi cing khiéu nai vé mot noi dung va
clr ngudi dai dién dé trinh bay noi dung khiéu nai thi thy 1y khi trong don khiéu nai c6 day du
chir ky ctia nhiing nguoi khiéu nai va c6 van ban ctr nguoi dai dién theo quy dinh tai biéu 7
ctia Nghi dinh s6 124/2020/ND-CP.

2. Thong bao vé viéc thu 1y hoac khong thu 1y khiéu nai

Déi véi khiéu nai quyét dinh hanh chinh, hanh vi hanh chinh, nguoi co tham quyén giai
quyét khleu nai thong bao viéc thu Iy hoac khong thu ly bang van ban dén nguoi khiéu nai, co
quan, t0 chtrc, don vi, c4 nhan c6 lién quan biét. Truong hop nhiéu nguoi khiéu nai vé cing
mot ndi dung va ctir nguoi dai dién dé thuc hién viéc khiéu nai thi van ban thong bao viéc thu
Iy hodc khong thu 1y duoc giri dén mot trong s6 nhitng ngudi dai dién.

- Buéc 2: Xac minh ndi dung khiéu nai
1. Kiém tra lai quyét dinh hanh chinh, hanh vi hanh chinh bi khiéu nai

a) Sau khi thu 1y khiéu nai, ngudi c¢6 tham quyen giai quyét khiéu nai lan dau klem tra lai
quyét dinh hanh chinh, hanh vi hanh chinh bi khiéu nai. Noi dung kiém tra lai bao gom Can
ctr phap 1y ban hanh quyét dinh hanh chinh, thyc hién hanh vi hanh chinh; thAm quyén ban
hanh quyét dinh hanh chinh, thuc hi¢én hanh vi hanh chinh; néi dung cta quyét dinh hanh
chinh, viéc thuc hién hanh vi hanh chinh; trinh ty, tht tuc ban hanh, thé thic va k¥ thuét trinh
bay quyét dinh hanh chinh; cac ndi dung khac (néu co).

b) Sau khi kiém tra lai, néu thay khleu nai la dung thi nguoi co tham quyén giai quyét
khiéu nai 1an dau ra quyét dinh giai quyet khiéu nai ngay. Neu thdy chua c6 co so két luan noi
dung khiéu nai thi nguoi c6 tham quyén giai quyét khiéu nai tién hanh xac minh.

2. Giao nhiém vy x4ac minh ndi dung khleu nai Nguoi giai quyét khleu nai ty minh xac
minh hodc giao co quan chuyén mén thuge quyén quan 1y ciia minh tién hanh xac minh noi
dung khiéu nai. Nguoi giai quyét khiéu nai hodc co quan chuyén mén dugc giao nhiém vu xéac
minh ban hanh Quyet dinh x4c minh ndi dung khiéu nai, trong do xac dinh rd nguoi thuc hién
xac minh, quyén va nghia vu cua nguoi thuc hién xac minh, thoi gian, ndi dung xac minh.

3. Tién hanh x4c minh ndi dung khiéu nai

a) Lam viéc truc tiép véi nguol khiéu nai, nguoi dai dién, nguoi dugc uy quyén, luit su,
trg gitip vién phap 1y cta nguoi khiéu nai Nguo’l giai quyet khiéu nai hodc ngudi dugc giao
nhiém vu xéc minh ndi dung khleu nai lam viéc tryc tiép va yéu cau nguoi khiéu nai hodc
nguoi dai dién, nguoi duge uy quyén, ludt su, trg gitp vién phap 1y cua nguoi khiéu nai cung
cap thong tin, tai liéu, bang chimg c6 lién quan dén nhan than, ndi dung khiéu nai. Noi dung
lam viéc duoc 1ap thanh bién ban, ghi 1o thoi gian, dia diém, thanh phan, ndi dung va cé chir
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ky cua cac bén. Truong hop nguoi khiéu nai khong hop tac, khong lam viéc, khong ky vao
biéq ban lam viéc thi bién ban dugc lay chir ky cua ngu(‘yi~le‘tm chtirng hodc dai dién chinh
quyén dia phuong. Bién ban dugc 1ap thanh it nhat hai ban, moi bén gitt mot ban.

b) Lam viéc truc tiép véi nguoi co quyén, loi ich lién quan Trong qua trinh giai quyét
khiéu nai lan dau, nguoi giai quyet khiéu nai hodc ngudi dugc giao nhiém vy xac minh lam
viée truc tiép véi nguoi co quyén, loi ich lién quan va yéu cau cung cap théng tin, tai liéu,
bang chimg lién quan dén noi dung khiéu nai. N6i dung lam viéc duoc 1ap thanh bién ban, ghi
10 thot gian, dia diém, thanh phén, ndi dung va co6 chit ky ctia cac bén. Bién ban dugc lap thanh
it nhét hai ban, mdi bén gitr mot ban.

¢) Yéu cdu co quan, td chtrc, don vi, c4 nhan c6 lién quan cung cap thong tin, tai liéu,
bang chung Trong qué trinh x4c minh nodi dung khleu nai, nguol giai quyét khiéu nai hoic
nguoi dugc giao nhiém vy xac minh gui van ban yéu ciu co quan, t6 chirc, don vi, ca nhan co
lién quan cung cip thong tin, tai liéu, bang ching lién quan dén ndi dung khiéu nai. Truong
hop lam viéc truc tlep v6i co quan, t6 chirc, don vi, c4 nhan c6 lién quan dé yéu cau cung cap
thong tin, tai liéu, bang chung thi 14p bién ban lam viéc. Bién ban duoc 1ap thanh it nhat hai
ban, moi bén giit mot ban.

d) Tiép nhan, xu 1y thong tin, tai liéu, bang ching Ngudi giai quyét khiéu nai hoic nguoi
dugc giao nhiém vu xac minh khi tiép nhén thong tin, tai liéu, bang chimg do nguoi khiéu nai
hodc nguoi dai dién, nguoi duoc uy quyén, ludt su, tro giup vién phap ly cua nguoi khiéu nai,
ngudi bi khiéu nai, co quan, t chitc, don vi, ca nhan cung cap tryc tiép phai 1ap bién ban giao
nhan.

d) Xac minh thyc t& Khi can thiét, nguoi giai quyét khiéu nai hodc ngudi duoc giao
nhi€ém vu xac minh tién hanh x4c minh thuc té dé thu thap, kiém tra, xac dinh tinh chinh xac,
hop phap, day du ctia cac thong tin, tai liéu, bang ching lién quan dén ndi dung vu viéc khiéu
nai. Viéc xac minh thyc té phai lap thanh bién ban, ghi rd thoi gian, dia diém, thanh phan 1am
viéc, ndi dung, két qua xac minh, y kién ciia nhirng ngudi tham gia xac minh va nhiing nguoi
khac ¢6 lién quan.

e) Trung cau giam dinh Nguoi giai quyét khiéu nai quyet dinh viéc trung cau giam dinh
khi xét thay can co sy danh gia vé ndi dung lién quan dén chuyén mon, ky thuat 1am can cu
cho viéc két luan noi dung khiéu nai. Nguoi khiéu nai, nguoi bi khiéu nai va co quan, td chire
c6 lién quan co thé dé nghi nguoi giai quyét khiéu nai trung cau giam dinh. Khi xét thay de
nghi cua nguoi khiéu nai, nguoi bi khiéu nai va co quan, t6 chuc ¢o lién quan c6 co so thi
ngudi giai quyét khiéu nai quyét dinh trung cau giam dinh. Viéc trung cdu giam dinh thuc hién
bang van ban trong dé néu rod tén co quan, td chuc giam dinh, thong tin, tai li¢u can giam dinh,
ndi dung yéu cau giam dinh, thoi han c6 két luan giam dinh.

g) Lam viéc vai cac bén co lién quan trong qua trinh xac minh ndi dung khiéu nai Truong
hop ket qua xac minh khac véi thong tin, tai liu, bang ching do nguoi khiéu nai, nguoi bi
khiéu nai cung cap thi nguoi giai quyet khiéu nai hoic nguoi duoc giao nhiém vu xac minh
phai to chure lam vi€e voi nguoi khiéu nai, ngudi bi khiéu nai; truong hop can thiét thi moi co
quan, td chire, don vi, ¢4 nhan co lién quan tham gia lam viéc. Noi dung lam vi¢c phai dugc
1ap thanh bién ban, ghi rd thoi gian, dia diém, thanh phan tham gia, noi dung, ¥ kién ctia nhimng
ngudi tham gia, nhitng ndi dung da dugc thong nhat, nhiing van dé con y kién khac nhau va co
chit ky cua cac bén. Bién ban duoc 14p thanh it nhat ba ban, mdi bén giit mot ban.

h) Tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai Trong qua trinh giai
quyét khiéu nai, néu xét thay viéc thi hanh quyét dinh hanh chinh bi khiéu nai s€ gay hau qua



kho khic phuc thi ngudi giai quyét khiéu nai ra quyét dinh tam dinh chi viéc thi hanh quyét
dinh hanh chinh bi khiéu nai. Thoi han tam dinh chi khong vuot qua thoi gian con lai cua thot
han giai quyet khiéu nai. Khi xet thdy 1y do cua viéc tam dinh chi khong con thi nguoi giai
quyét khiéu nai phai ra quyét dinh huy bé ngay quyét dinh tam dinh chi.

4. Bao céo két qua xac minh noi dung khiéu nai Nguoi dugc giao nhiém vy xac minh
phai bao cao trung thuc, khach quan két qua xac minh ndi dung khiéu nai bang van ban voi
nguoi giai quyét khiéu nai. Bao céo két qua xac minh ndi dung khleu nai phai bao gdm céc noi
dung: D6i tuong xac minh; thoi gian tién hanh xac minh; nguoi tién hanh xac minh; néi dung
xac minh; két qua xac minh; ket luan va kién nghi ndi dung giai quyét khleu nai. Trong béao
c4o phai thé hién rd thong tin vé nguoi khiéu nai, nguoi bi khiéu nai, quyet dinh hanh chinh,
hanh vi hanh chinh bj khiéu nai, yéu cau ctia ngudi khiéu nai, can cir dé khiéu nai; két qua xéac
minh ddi vai tung ndi dung dugc giao xac minh; két luan noi dung khiéu nai dugc giao xac
minh 1 ding toan by, sai toan bo hodc ding mot phan; kién nghi giir nguyén, hay bo toan bo
hodc stra ddi, bd sung mot phén quyét dinh hanh chinh, hanh vi hanh chinh bi khiéu nai; kién
nghi vé viéc ban hanh quyét dinh giai quyét khiéu nai.

- Buéc 3: T6 chire dbi thoai

1. Trong qua trinh giai quyét khiéu nai 1an dau, néu yéu cau cua ngudi khiéu nai va két
qua xac minh ndi dung khiéu nai con khac nhau thi nguoi giai quyét khiéu nai to chic doi
thoai voi nguoi khiéu nai, nguoi bi khiéu nai, ngudi co quyén va nghia vy lién quan, co quan,
t6 chic, ca nhén c6 lién quan dé 1am o noi dung khiéu nai, yéu cau ciia ngudi khiéu nai va
hudng giai quyét khiéu nai; viéc d6i thoai phai tién hanh cong khai, dan chu.

2. Nguoi giai quyét khiéu nai cé trach nhiém thong bao bang vin ban véi nguoi khiéu
nai, ngudi bi khiéu nai, ngudi c6 quyen va nghia vu lién quan, co quan, to chirc ¢ lién quan
biét thoi gian, dia diém, nodi dung viéc dbi thoai.

3. Khi dbi thoai, nguoi giai quyét khiéu nai phai néu 16 ndi dung can d6i thoai, két qua
xac minh noi dung khiéu nai; nguoi tham gia dbi thoai c6 quyén trinh bay ¥ kién, dwa ra ching
ctr lién quan dén khiéu nai va yéu cau cia minh.

4. Viéc d6i thoai phai dugc lap thanh bién ban; bién ban phai ghi rd ¥ kién cta nhiing
ngudi tham gia, két qua dbi thoai, c6 chir ky hodc diém chi cia ngudi tham gia; trudng hop
ngudi tham gia d6i thoai khong ky, diém chi x4c nhan thi phai ghi r5 1y do; bién ban nay duoc
Iwu vao ho so vu viéc khiéu nai.

5. Két qua d6i thoai 1a mot trong céc can cir dé giai quyét khiéu nai.
- Buéc 4: Ra quyét dinh giai quyét khiéu nai

1. Can cir quy dinh cua phap luat, két qua xac minh ndi dung khiéu nai, két qua dbi thoai
(néu c6), Chu tich Uy ban nhan dan cap xa ra quyét dinh giai quyét khiéu nai lan dau.

2. Quyét dinh giai quyét khiéu nai 1an dau phai cé cac nodi dung: Ngay, thang, nam ra
quyét dinh; tén, dia chi ngu:(n khiéu nai, nguol bi khiéu nai; ndi dung khiéu nai; ket qua xac
minh noi dung khiéu nai; két qua déi thoai (neu c6); can clr phap luat dé giai quyet khiéu nai;
két ludn ndi dung khiéu nai; gitt nguyén, stra d6i, bd sung hodc hiry bo mot phan hay toan b
quyét dinh hanh chinh, chim dat hanh vi hanh chinh bi khiéu nai; giai quyet cac van dé cu the
trong ndi dung khleu nai; viéc boi thuong thiét hai cho nguoi bi khiéu nai (néu c6); quyén
khiéu nai 14n hai, quyen khoi kién vu an hanh chinh tai Toa an.
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3. Truong hop nhiéu nguoi cung khiéu nai vé mét ndi dung thi nguoi co tham quyen giai
quyét khiéu nai xem xet, két luan noi dung khiéu nai va can cir vao ket luan d6 dé ra quyét
dinh giai quyét khiéu nai cho timg nguoi hodc ra quyét dinh giai quyét khiéu nai kém theo
danh sach nhiing nguoi khiéu nai.

4. Trong thoi han 03 ngay lam viéc, ke tor ngay co quyet dinh giai quyét khiéu nai lan
dau, ngudi giai quyet khiéu nai phai gtri quyét dinh giai quyét khiéu nai cho nguoi khleu nai;
ngudi giai quyét khiéu nai 1an hai; nguoi co quyén, nghia vu lién quan; co quan, to chtrc, ca
nhan c6 lién quan; co quan quan 1y cap trén.

1.2. Cach thire thuc hién:

Hinh Thoi Phi, Mo ta

thitc han 1€

nop giai phi

quyét

Tryc  Khac Theo Diéu 28 Luat Khiéu nai 2011: Thoi han giai quyét khiéu nai 1an dau

tiép khong qua 30 ngay, ké tir ngay thu ly; d6i voi vu viée phuc tap thi thoi
han giai quyét co thé kéo dai hon nhung khong qua 45 ngay, ké tur ngay
thu ly. O ving sau,vung xa di lai kho khan, thi thoi han giai quyét khiéu
nai khong qua 45 ngay, ké tir ngay thu ly; dbi véi vu viée phuc tap thi
thoi han giai quyét c6 thé kéo dai hon nhung khong qua 60 ngay, ké tir
ngay thu ly.

Truc  Khac Khong giri don khiéu nai qua mang

tuyén

Dich vu Khac - Kh1eu nai duoc thuc hién bang don (gui qua duong buu dién hodc gui

buu tryc tiép dén co “quan, nguoi co thAm quyéngiai quyet) Khleu nai dugc

chinh trinh bay truc tiép tai co quan, to chirc, ngudi c6 tham quyén.

1.3. Thanh phan hd so:

Bao gom
Tén gidy to MAu don, to khai S6 lrong
Pon khiéu nai hodc ban ghi 161 MaAu ban hanh kém theo Nghi Ban
khi€u nai dinh 124-2020.doc chinh: 1
Ban sao: 0

1.4. péi twgng thuce hién: Cong dan Viét Nam, Can bg, cong chirc, vién chirc, Doanh
nghiép, To chirc (khong bao gdm doanh nghiép, HTX), Hop tac xa

1.5. Co quan thue hi¢n: Uy ban nhan dan cép xa
1.6. Co quan cé tham quyén: UBND cép xa
1.7. Dia chi tiép nhan HS: Tai tru s co quan giai quyét khiéu nai
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1.8. Co quan dwgrc iy quyén: Khong co thong tin

1.9. Co quan phéi hop: Khong co thong tin

1.10. Két qua thwe hién: Quyét dinh giai quyét khiéu nai 1an dau
1.11. Can c&r phap ly:

S6 ky hiéu Trich yéu Ngay Co
ban (quan
hanh ban

hanh

02/2011/QH13 Luét 02/2011/QH13 11-
11-
2011

124/2020/ND- Nghi dinh 124/2020/ND-CP 19-
CP 10-
2020

141/2025/NP- Nghi dinh sb 141/2025/ND-CP ngay 12 thang 6 nam 2025 ctua Chinh12-
CP phu quy dinh vé phan dinh thdm quyén cua chinh quyén dia phuong06-
02 cap trong linh vuc quan ly nha nudc cua Thanh tra Chinh phua 2025

02/2025/TT- Thong tu sb 02/2025/TT-TTCP ngay 25 thang 6 nam 2025 hudng dan25-
TTCP thye hién mot s6 quy dinh thudc linh vuc quan ly nha nude cua Thanh 06-
tra Chinh phu lién quan dén chinh quyén dia phuong 02 cap 2025

1.12. Yéu ciu, diéu kién thuc hién:

Theo Piéu 11 Luat Khiéu nai 2011: Khiéu nai thudc mot trong cac trudng hop sau day
khong duoc thu 1y giai quyét:

L Quyét dinh hanh chinh, hanh vi hanh chinh trong ndi bd co quan nha nudc dé chi dao,
to chtrc thuc hién nhi€ém vu, cong vu; quyét dinh hanh chinh, hanh vi hanh chinh trong chi dao
diéu hanh cua co quan hanh chinh cap trén v6i co quan hanh chinh cap dudi; quyét dinh hanh
chinh ¢6 chtra dyng cac quy pham phap luat do co quan, t6 chirc, ca nhan c6 tham quyén ban
hanh theo trinh tu, thu tuc ctia phap luat vé ban hanh van ban quy pham phép luat; quyét dinh
hanh chinh, hanh vi hanh chinh thudc pham vi bi mat nha nudce trong céc linh vue quoc phong,
an ninh, ngoai giao theo danh muc do Chinh phu quy dinh;

2. Quyét dinh hanh chinh, hanh vi hanh chinh bi khiéu nai khong lién quan tryc tiép dén
quyén, lgi ich hop phap ctuia nguoi khicu nai;
3. Nguoi khiéu nai khéng c6 nang luc hanh vi dan sy day du ma khong co nguoi dai dién
hop phap;
4. Nguoi dai dién khong hop phap thuc hién khiéu nai;
5. Pon khiéu nai khong c6 chir ky hodc diém chi ctia ngudi khiéu nai;

6. Thoi hiéu, thoi han khiéu nai d3 hét ma khong c6 1y do chinh dang;
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7. Khiéu nai da c6 quyét dinh giai quyét khiéu nai 1an hai;

8. C6 vin ban thong bao dinh chi viéc giai quyét khiéu nai ma sau 30 ngay ngudi khiéu
nai khong ti€p tuc khi€u nai;

9. Viéc khiéu nai da duoc Toa an thu 1y hodc da duoc giai quyét bang ban an, quyét dinh
cua Toa an, trr quyét dinh dinh chi gidi quyét vu an hanh chinh cua Toa an.

PHU LUC
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Cic miu vin ban trong qua trinh giai quyét khiéu nai ban hanh kém theo Nghi dinh s6

124/2020/ND-CP ngay 19/10/2020 ctia Chinh phu

Mau s6 01 Don khiéu nai
Mau s6 02 Gidy uy quyén khiéu nai
Mau s6 03 Thong bao vé viée thu 1y giai quyét khiéu nai
Mau s6 04 Thong bao vé viée khong thu 1y giai quyét khiéu nai
Mau s6 05 Quyét dinh vé& viéc xac minh ndi dung khiéu nai
Mau s6 06 Bién ban lam viéc vé xac minh noi dung khiéu nai
X £ Vin ban dé nghi cung cap thong tin, tai liéu, bang ching lién quan dén noi
Mau s6 07 .
dung khiéu nai
X £ Bién ban giao nhan vé viéc tiép nhan thong tin, tai lidu, bang chung lién
Mau s6 08 XA . % .
quan dén nd1 dung khiéu nai
Xz Quyét dinh vé viéc trung cau giam dinh thong tin, tai liéu, bang chtng lién
Mau s6 09 A " )
quan dén ndi dung khiéu nai
Mau s 10 Vin ban dé nghi giri két qua giam dinh lién quan dén ndi dung khiéu nai
x 2 Quyét dinh vé viéc tam dinh chi viéc thi hanh quyét dinh hanh chinh bi
Mau s6 11 % i
khiéu nai
x Quyét dinh vé viéc hity bé quyét dinh tam dinh chi viéc thi hanh quyét dinh
Mau s6 12 \ , ik .
hanh chinh bi khi€u nai
Mau sé 13 Béo cao két qua xac minh ndi dung khiéu nai
Mau s6 14 Bién ban d6i thoai v&i ngudi khiéu nai
Mau s6 15 Quyét dinh vé viéc giai quyét khiéu nai 1an dau
Mau s6 16 Quyét dinh vé viéc giai quyét khiéu nai 1an hai

MAiu s6 01




8

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

.., NZAY... thang ... nam.....
PON KHIEU NAI
Kinh gui: ... (1)
Ho va tén nguoi KRG D817 e e e e e, ;
DA Chii oo e e eeeaaeeens (2);
S6 CMND/HO chiéu/Thé can cudc cong dan .............occceweeeen..... ,NEAY CAP ..o ,
NOT CAP: .o (3).
Tén cua co quan, td chirc, 4 NhAN bi KRIEU NI w.v.vveeeeeeeeeeeeeeeeeeee e ;
DA Chi: e e a e (4);
KRIEU N8BT VE VIBC: oot ee et e et e e s eseeeeeseeeeseeaeeeeae. (5);
NOT AUNE KNIGU NAT: .o (6).

(Tai liéu, chung cur kem theo - néu co).

NGUOI KHIEU NAI
(Chit ky hogc diém chi)

Ho va tén
Ghi chu:
(1) Tén co quan, to chirc, ca nhan c6 thim quyén giai quyét khiéu nai.
(2) Ho, tén va dia chi ctia nguoi khiéu nai:
-Néu la ngux‘)’i dai dién cua co quan, td chirc thuc hién viéc khiéu nai thi ghi 13 chirc danh, tén
co quan, to chirc ma minh duogc dai dién;
- Néu 12 ngudi duge uy quyén khiéu nai thi ghi rd co quan, to chirc, ca nhan ty quyén.
(3) Néu nguol khiéu nai khong c6 CMND/H chiéu/Thé cin cudc cong dan thi ghi cac thong
tin theo gidy to tuy than.
(4) Tén va dia chi cua co quan, t6 chire, ca nhan bi khiéu nai.

(5) Khiéu nai quyét dinh hanh chinh, hanh vi hanh chinh vé viéc gi (ghi rd khiéu nai lan dau
hodc lan hai).

(6) Ghi tom tat ndi dung khi€u nai; ghi 10 co s& cua viéc khiéu nai; yéu cau gidi quyéet khicu
nai.

Maiu s6 02
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

., hgay... thang ... nam......

GIAY UY QUYEN KHIEU NAI
Ho va tén nguoi KRG DAT% e e eeee e, ;
DA ChIi e e e e e e e ;
S6 CMND/HO chiéu/Thé can cudc cong dan .............coeeeeeveeeenne. , NGAY CAP ..o, ,
NOT CAP: ..o,
Ho va tén nguoi dugc Gy quyeén Khi€u nai ........eeeviiieeiiiiiiiieeieeeeeee e
DA CI: e ——— ;
S6 CMND/HO chiéu/Thé can cudc cong dan .............cooeeeveeeenn... ,NEAY CAP ...oeeenn..., ,
NO1 CAP:..cevneeien .
No6i dung Gy quyEn KNIEU NAT: .......veveeeeeeeeeeeeeee e (1)

(Trong qua trinh thyc hi¢n viéc khiéu nai, nguoi dugce uy quyén c6 trach nhiém thyc hién dung
ndi dung uy quyén).

NGUOI PUQC UY QUYEN NGUOI UY QUYEN
(Chit ky hodc diém chi) Chir ky hoac diém chi)
Ho va tén Ho va tén

XAC NHAN CUA CO QUAN,
TO CHU'C CO THAM QUYEN(2)
(Chure danh, chit ky, dau)

Ho va tén
Ghi chu:

(1) Uy quyén toan bo hay ty quyén mot s6 ndi dung khiéu nai (truong hop oty quyén mét sd
nd1 dung thi phai ghi rd nd1 dung uy quyen khiéu nai).

(2) Xéac nhan ctia Uy ban nhan dan cip x3 hodc co quan cong chimg.

MAiu s6 03
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................. (D)o, CONG HOA XA HOI CHU NGHIA VIET
.................. () P NAM
------- Doc 1ap - Tu do - Hanh phic
So: .../TB- .., NAY ... thang ... nam ........
THONG BAO
V& viéc thu 1y giai quyét khiéu nai ...(3)
Kinh gui: ........... () PO

Ngay ... thang... nam ..., ...(2)... da nhan duoc don khiéu nai cua...(4)...:
DA CI: e ;
S6 CMND/HO chiéu/Thé can cudc cong dan.............cceeeeeeeeenn.. , DAY CAP............... ,
NO1 CAP:..cevneeien . (5);
KRIGU N8BT VE VIBC ettt e e e e e e see e eesseeeeeans (6).

Sau khi xem xét ni dung don khiu nai ca ...(4)..., cin c&r quy dinh cta phap luat vé khiéu
nai, ...(2)...nhan thay don khi€u nai cua ...(4)... da diéu ki¢n thu ly.

Vay thong bao dé .. .(4)... duoc biét./.

CHU'C DANH NGUOI PUNG DAU CUA
Noi nhan: 2)
- Nhu trén; (Chit ky, dau)
(D
-8
- Luu: VT, ho so. Ho va tén
Ghi chu:
(1) Tén co quan, t6 chirc, don vi cap trén truc tiép (néu co).
(2) Tén co quan, to chitc, don vi thong bao vé viéc thy 1y giai quyét khiéu nai.
(3) Lan giai quyét khiéu nai: "lan dau" hodc "lan hai".
(4) Ho tén nguoi khiéu nai (hodc tén co quan, to chirc, ngudi dai dién, nguoi duoc Gy quyén
khiéu nai).
(5) Néu ngudi khiéu nai khong c6 CMND/HG chiéu/Thé can cude cong dan thi ghi cac thong
tin theo gidy to tuy than.
(6) Tém tat ndi dung khiéu nai.
(7) Tén co quan, to chirc, don vi, c4 nhan c¢6 lién quan.

(8) Tén co quan thanh tra nha nudc cling cap.
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Miu s6 04
................. (D), CONG HOA XA HOI CHU NGHIiA VIET
.................. () P NAM
------- Poc lap - Tu do - Hanh phic
So: .../TB- .., NAY ... thang ... nam ........
THONG BAO
Vé viéc khong thu 1y giai quyét khiéu nai
Kinh gui: ............... () TR
Ngay ... thang ... nam ..., ...(2)... 43 nhan duoc don khiéu nai cua ....(3)
D 3P e] 1| RSO
S6 CMND/H® chiéu/Thé cin cudc cong dan............. y UZAY CAD v, ,
N0 CAP: +ovveeeieenn (4)
KRIEU NAT V& VIEC ..ot (5)

Sau khi xem xét ndi dung don khiéu nai, can cur Diéu 11 cta Luat Khiéu nai ngay 11 thang 11
nam 2011, co quan chtrc nang nhan thay, don khi€u nai cuta...(3)...khong du diéu kién dé thu ly
giai quyét vi 1y do sau day:...(6)

Vay thong bao dé...(3)...duoc biét./.

CHUC DANH NGUOI PUNG PAU CUA

Noi nhdn: 2)

- Nhu trén; (Chir ky, ddu)
=D

- (@)

- Luu: VT, ho so. Ho va tén
Ghi chu:

(1) Tén co quan, t6 chic, don vi cap trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi thong bao vé viéc khong thu 1y giai quyét khiéu nai.

(3) Ho tén nguoi khiéu nai (hoac tén co quan, td churc, nguoi dai di¢n, nguoi dugce uy quyén
khiéu nai).

(4) Néu ngudi khiéu nai khong c6 CMND/H6 chiéu/Thé cin cudce cong dan thi ghi cac thong
tin theo gidy to tuy than.

(5) Tém tat ndi dung khiéu nai.

(6) Ly do ctia viéc khong thu 1y giai quyét khiéu nai.

(7) Tén co quan, td chtrc, don vi, ca nhan ¢6 lién quan

(8) Tén co quan thanh tra nha nudc cling cap.
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Miu 56 05
........... C) I CONG HOA XA HOQI CHU NGHIA VIET
.......... () P NAM
------- Déc 1ap - Tw do - Hanh phic
So: .../Qb- ..., hgay ... thang ... nam ........
QUYET PINH
Vé viéc xac minh ni dung khiéu nai
....................... (R ) F N

Can cir Ludt Khiéu nai ngay 11 thang 11 ndm 2011;
Can civ Nghi dinh s6 /2020/NP-CP ngay ... thang ... nam 2020 ciia Chinh phii quy dinh chi tiét
mot so diéu va bién phap thi hanh Ludt Khiéu nai;

CAM U .ottt ettt e et e ettt e ettt e e et e e enaeeea (4),

UM CUE oo e et (5),

TREO @6 MGIT CU ... (6)
QUYET PINH:

Piéu 1. Tién hanh xac minh ndi dung khiéu nai cta ...(7)... vé viéc .....(8)...Thoi gian xéc
minh Ia .... ngay.
Piéu 2. Thanh 1ap Poan (hodc T6) xac minh gom:

1. Ong (ba)............ chiic vu................ Trudng Poan (T6 trudng).
2. Ong (ba)............ chicvu ................ Pho truong Doan (T phé) (néu c6).
3.0ng (ba).....oevvneiann.... ChUIC VU ..o, Thanh vién.

Poan (Td) xac minh ¢6 nhiém vy xac minh 1am ré ndi dung khiéu nai duoc néu tai Piéu 1
Quyét dinh nay.

Truéng Poan (T6 truong), Thanh vién xac minh thuc hién quyén, nghia vu cia nguoi co trach
nhiém x4c minh theo quy dinh ctia Luat Khiéu nai va quy dinh phap luét c6 lién quan.

Piéu 3. ...(9)...; nhiing ngudi co tén tai Piéu 2 va co quan, td churc, don vi, ca nhan co lién
quan chiu trach nhiém thi hanh Quyét dinh nay./.

CHUC DANH NGUOI PUNG PAU CUA

Noi nhﬁrg: 2) )
- Nhu Dicu 3; (Chir ky, dau)

- Luu: VT, hd so.

Ho va tén
Ghi chu:
(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).
(2) Tén co quan, to chirc, don vi ban hanh quyét dinh xac minh noi dung khiéu nai.
(3) Chirc danh cuia ngudi c6 tham quyén ban hanh quyét dinh xac minh noi dung khiéu nai.
(4) Van bfln quy dinh vé chuc nang, n}liém vu, quyén han cua co quan, td chuc, don vi ban
hanh quyét dinh xac minh ndi dung khi€u nai.
(5) Quyét dinh giao nhiém vu x4c minh ndi dung khiéu nai (néu co).
(6) Co quan, to chirc, don vi, c4 nhan dé xuit viéc xac minh ndi dung khiéu nai (néu co).
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(7) HQ tén nguoi khiéu nai (hoac tén co quan, td churc, nguoi dai dién, nguoi duge uy quyén
khi€u nai).

(8) Noi dung dugc giao xac minh.

(9) Nguoi dimg dau co quan, to chirc, don vi, ¢4 nhan chiu trach nhiém thi hanh quyét dinh.
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Miu 56 06
........... (D, CONG HOA XA HQI CHU NGHIA VIET
.......... () P NAM
------- Poc 1ap - Tu do - Hanh phic
BIEN BAN LAM VIEC
Vé xac minh ndi dung khiéu nai

Vao hoi... gid ... ngdy ... thANg ... NAM , 1AL «oovveeeneee e (3);
Chung t6i gdm:
1. Nguoi dugce giao nhiém vy xdc minh (ngudi xac minh): ......coooeviiiiiiiiiiniceeee, (4)
2. Nguoi lam viée véi nguoi duge giao nhiém vy xdc minh: .......cccoooeeiiiiiiiininenn, (5)
3. NOT AUNZ JAM VIEC: .oviiiiiiiieiiie ettt ettt et e e e e e taeeesaseeesaaeenns (6)
4. Kt QUA TAM VIBC: ... (7)
5. Nhitng ndi dung khac cO li€n qUan:..........cceeviiieiiiiiiieeeeeeeee e (8)

Budi 1am viéc két thac vao hdi... gid ... phut ngdy... thang...ndm...........

Bién ban nay da dugc doc cho nhitng nguoi lam vi¢e cung nghe, moi ngudi nhat tri véi ndi
dung bién ban va xac nhéan dudi day.

Bién ban duoc 1ap thanh ... ban mdi bén giir 01 ban./.

NGUOI LAM VIEC VOI NGUOI XAC MINH
NGUOI XAC MINH (Chit ky, dau (néu cé))
......... (9.

Ho va tén
Ghi chu:
(1) Co quan, to chirc, don vi ban hanh quyét dinh xac minh hodc truc tiép tién hanh xac minh.
(2) Poan (T6) xac minh duoc thanh 1ap (néu co).
(3) Pia diém lam viéc.
(4) Ho tén, churc danh cua ngu:(‘J'i dugc giao nhiém vu xac minh.

(5) Ghi 15 ho tén, dja chi, sé dién thoai lién hé (néu co) cta nguoi 1am viée voi nguoi duoc
giao nhiém vy xac minh nhu: nguoi khiéu nai, nguoi bi khiéu nai, dai dién co quan, t6 chiic,
don vi va ca nhan c6 lién quan.

(6) Cac ndi dung lam viéc cuy thé.

(7) Két qua lam viéc da dat dugc, nhiing ndi dung da thong nhat, nhiing van dé con c6 y kién
khac nhau, dé xuat, kién nghi ctia cac bén tham gia budi lam viéc.

(8) Nhitng ndi dung khac chua dugc thé hién & (6), (7).

(9) Chit ky (ghi 16 ho tén) hodc diém chi cua nhirng nguoi cung lam viéc. Trong truong hop co
nguoi khong ky thi trong bién ban phai ghi r6 va d€ nghi nguoi lam chimg hodc dai dién chinh
quyeén dia phuong ky vao bién ban.
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MAu s6 07
........... (D, CONG HOA XA HQI CHU NGHIA VIET
.......... () I NAM
------- Poc 1ap - Tu do - Hanh phic

Sb: .../... .., NAY ... thang ... nam ........
V/v d& nghi cung cap thong
tin, tai liéu, bang chung lién
quan dén nodi dung khiéu nai

Kinh gui: ............. () N

Ngay ... thang ... nim , co quan chirc niang da thu 1y giai quyét don khiéu nai cua...(4)... ddi
Voi....(5)

Theo quy dinh ctia phap luat va dé phuc vu viée giai quyét khiéu nai,...(2)... dé nghi...(3)...cung
cap cho...(2)... nhirng thong tin, tai ligu, bang ching sau

Pé nghi ...(3)... chuan bj diy du nhiing thong tin, tai lidu, bang chimg néu trén va giri cho

..(2)... trudc ngay ... thang ... nam ...........
Dia chi (hodc tén ngudi) NhaAn: ... ... i (7)

CHUC DANH NGUOI PUNG PAU CUA

Noi nhin: 2
- Nhu trén; (Chir ky, dau (néu co))

- Luu: VT, hd so.

Ho va tén
Ghi chu:
(1) Tén co quan, té chtrc, don vi cap trén truc tiép (néu cd).
(2) Tén co quan, tO churc, don vi guri van ban dé nghi cung cap thong tin, tai lidu, bang ching.
(3) Tén co quan, to chirc, don vi, ci nhan dugc dé nghi cung cip thong tin, tai liéu, bang
ching.
(4) Ho tén nguoi khiéu nai (hodc tén co quan, to chirc, ngudi dai dién, nguoi duoc Gy quyén
khiéu nai).
(5) Quyét dinh hanh chinh, hanh vi hanh chinh, quyét dinh ky luat cdn bo, cong chirc bi khiéu
nai.
(6) Cac yéu cau doi véi thong tin, tai lidu, bang chimg dé nghi cung cap.
(7) bia chi nhan thong tin, tai li¢u, béng chung hodc nguoi duge giao tiép nhén thong tin, tai
liéu, bang ching.



16

Miu 56 08
........... (D, CONG HOA XA HQI CHU NGHIA VIET
.......... () P NAM
------- Poc 1ap - Tu do - Hanh phic
So: ...(3)
BIEN BAN GIAO NHAN

V& viéc tiép nhan théng tin, tai liéu, bing chirng lién quan dén ndi dung khiéu nai
Vao hoi... gid ... ngay ... thANE ... NAM , 121 w.vveeeeeeeeeeeeeeeee e, (4)
Bén nhan thong tin, tai 1idu, bang ChUNE: .........co.ovivieeeeeeeeeeeeeeeeeeeeeeeee e, (5)
Bén giao thong tin, tai lidu, bANG CAINE: .......ovovveeeieeeeeeeeeeeeeee e (6)
D3 giao, nhan thong tin, tai lidu, bang ching sau day: (7)
L ettt e bt et b et e et et e et e et e et e e eateeaaeetbeeabeesbeenteenbeenteennns
2 ettt e e e e —e e —eete e —e e —e e bt e tt e bt et e e st e tteeateasteaseeaseeanteenaeesaeenbeasbeeseenseenseenteennes
e e ettt et b et h e bt e he e ht e h e e bt e bt e ehteehteeh b e en b e en bt e beenteenteesnts

Bién ban giao nhan nay duoc 1ap thanh ... ban, mdi bén giit 01 ban./.

BEN GIAO BEN NHAN
(Chir ky, dau (néu co)) (Chit ky, dau (néu co))
Ho va tén Ho va tén

Ghi chu:

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

(2) Tén co quan, to chirc, don vi tiep nhan thong tin, tai liéu, bang chimg.

(3) Ghi s trong trudng hop Bién ban giao nhan dugc quan 1y, theo ddi bang sb vin ban.
(4) Pia diém giao, nhan thong tin, tai liéu, bang chimg.

(5) Ho tén, chuc danh, co quan, td chure, don vi cong tac cua nguoi nhan thong tin, tai li¢u,
bang ching.

(6) Ho tén, chtrc danh, co quan, ta chire, don vi cong tac hodc dia chi cia nguoi giao thong tin,
tai liéu, bang chung.

(7) Loai thong tin, vat mang tin, tén, s6 trang, tinh trang tai liéu, béng chung.
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MAu s6 09
(D)oo CONG HOA XA HQI CHU NGHIA VIET
() P NAM
....... Doc 1ap - Tw do - Hanh phuc
So: .../Qb-...(3) , ngay ... thang ... nam ... .....
QUYET PINH
Vé viéc trung ciu giam dinh théng tin, tai liéu, bing ching lién quan dén ndi dung khiéu
nai
......................... (A) e

Can cir Ludt Khiéu nai ngay 11 thang 11 ndm 2011;
Can cit Nghi dinh s6 /2020/ND-CP ngay ... thang ... nam 2020 ciia Chinh phii quy dinh chi tiét
mot so diéu va bién phap thi hanh Ludt Khiéu nai;

(@7 1o RSP PR R PRRRSRRPRRTRRY (o) K

Xét dé nghi cua ... (6)..c.couuv.... vé viéc trung cau gidm dinh ...............cceeeceee o (7);

XEL oo e e e e e e e e e et e e e e e e e (8).
QUYET PINH:

Piéu 1. Trung ciu ...(9)... thuc hién viéc giam dinh d6i voi................ (7).

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

Piéu 3. Cac ong (ba)...(6), (9)...va cac co quan, t6 chtrc, ca nhan c6 lién quan chiu trach nhiém
thi hanh quyét dinh nay.

CHUC DANH NGUOI PUNG PAU CUA (2)

Noi nhin: (Chit ky, ddu)
-(D;

- Nhu Dicu 3;

- Luu:... Ho va tén
Ghi chu:

(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi ban hanh quyét dinh trung cau giam dinh.

(3) Chir viét tit tén co quan ban hanh quyét dinh trung cau giam dinh.

(4) Nguoi giai quyét khiéu nai.

(5) Vin ban quy pham phap luat c¢6 lién quan (néu co).

(§) Co quan, td chure, don vi dugc giao nhiém vu xac minh hodc ngudi khiéu nai dé nghi trung
cau giam dinh.

(7) i twong, ndi dung giam dinh.

(8) Ly do cua viéc trung cau giam dinh.

(9) Co quan, to chirc thuc hién viéc giam dinh.
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Mau s6 10

........... (D, CONG HOA XA HQI CHU NGHIA VIET
.......... () P NAM
------- Poc 1ap - Tu do - Hanh phic
Sb: .../... .., NAY ... thang ... nam ........
V/v dé nghi gui két qua giam
“dinh ,
lién quan dén ndi dung khiéu
nai
Kinh gui: ......... () PO
Pé c¢6 co so cho viéc giai quyét khiu nai bao dam chinh xé4c, khach quan;
ngay...thang...nam...... , (4)... da c6 Quyét dinh s6 vé viéc trung cau giam dinh céac thong tin,

tai lidu, bang ching sau day:

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

...(2)... cir 6ng (ba) ...(6)... truc tiép ban giao thong tin, tai liéu, bang chimg va nhan két qua
giam dinh.

Kinh phi giam dinh (néu phai chi tra) do ...(4)... chi tra theo quy dinh.

CHUC DANH NGUOI PUNG PAU CUA

Noi nhan: (2)

- Nhu trén (Chit ky, ddu)
—een(6)...5

(D

- Luu: VT, ho so. Ho va tén
Ghi chu:

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

(2) Tén co quan, t6 chire, don vi trung ciu giam dinh.

(3) Tén co quan, t6 chitc duoc trung ciu giam dinh.

(4) Tén co quan, to chirc, don vi ban hanh quyét dinh trung cau giam dinh.

(5) Théong tin, tai liéu, bang chimg dé nghi giam dinh va ndi dung can giam dinh.

(6’) Ho tén, ’chl'rc vu, chtrc danh ctia ngudi dugce ctr ban giao thong tin, tai li€u, béng chiing va
tiep nhén két qua giam dinh.

(7) Bon vi, bd phan quan ly tai chinh cua co quan, td chure, don vi dé nghi trung cau giam
dinh.
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Mau s6 11
........... ) I CONG HOA XA HOI CHU NGHIA VIET
.......... (2)eeeeerennnn. NAM
------- Déc lap - Tw do - Hanh phuc

So: .../Qb- ..., hgay ... thang ... nam ........
QUYET PINH
Vé viéc tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu nai
................. &) TOTTST

Can cir Ludt Khiéu nai ngay 11 thang 11 ndm 2011;
Can cir Nghi dinh $0.../2020/NP-CP ngay ... thang ... nam 2020 cua Chinh phu quy dinh chi
tiet mot so diéu va bién phdp thi hanh Ludt Khiéu nai,

(@77 e PP UPRRPPURRY £ ) Iy
Theo dé nghi cia...(5)...(tai Van ban sé... ngdy...thang...ndm...(néu cé));
QUYET PINH:
Pi¢u 1. Tam dinh chi viéc thi hanh quyét dinh ..........cocooooiviiieiee e, (6)
Ly do tam dinh Chi: ......oooiiiiiiiee e e (7)

Thoi gian tam dinh chi ké tir ...gid ...ngay ...thang...nam... dén khi c6 quyét dinh hay bo Quyét
dinh nay.
Picu 2. ...(8)..., ...(9)... va ...(10)... chiu trach nhiém thi hanh Quyét dinh nay./.

CHUC DANH NGUOI PUNG PAU CUA (2)
Noi nhan: (Chir ky, dau)
- Nhu Diéu 2;
- Luu: VT, ho so.

Ho va tén

Ghi chu:
(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).
(2) Tén co quan, }é chtrc, don vi ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh
hanh chinh bi khiéu nai.
(3) Chuc danh cua nguoi co thAm quyén ban hanh quyét dinh tam dinh chi viéc thi hanh quyét
dinh hanh chinh bi khicu nai.
(4) Van ban quy dinh vé chirc ning, nhiém vu, quyén han cta co quan, to chirc, don vi ban
hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khi€u nai.
(5) Tén co quan, don vi, ca nhan tham muu dé xuétkién nghi ban hanh quyét dinh tam dinh chi
viéc thi hanh quyét dinh hanh chinh bi khiéu nai.
(6) Ghi 15 tén, sb, ngay thang nim, nguoi ky quyét dinh hanh chinh bi tam dinh chi viéc thi
hanh.
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(7) L}'I do, can ctr ban hanh quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi
khi€u nai.

(8) Tén co quan, td chirc, don vi, c4 nhan ban hanh quyét dinh hanh chinh bi tam dinh chi thi
hanh.

(9) Tén co quan, td chire, don vi, ca nhan c6 trach nhiém thi hanh quyét dinh tam dinh chi.

(10) Co quan, td chure, don vi, ca nhan ¢6 lién quan.
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MAu s6 12
........... ) I CONG HOA XA HOI CHU NGHIA VIET
.......... () TR NAM
------- Poc 1ap - Tu do - Hanh phic

So: .../Qb- ngay ... thang ... nam ........
QUYET PINH
Vé viéc hity bé quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bj khiéu nai
........................... () TOUTT RN

Can cir Ludt Khiéu nai ngay 11 thang 11 ndm 2011;
Can cir Nghi dinh $6 ..../2020/NP-CP ngay ...thang ...nam 2020 cua Chinh phu quy dinh chi
tiet mot so diéu va bién phap thi hanh Ludt Khiéu nai,

(@777 ORI RUPRTRRRRY £~ ) K
Theo dé nghj cua...(5)...(tai Vin ban s6... ngay...thang...ndam...(néu c6));

QUYET PINH:
Diéu 1. Hily bo Quyét dinh vé viéc tam dinh chi viéc thi hanh quyét dinh hanh chinh bj khiéu
nai $O ... NEAY ... thang... NAM ... CUA .....iiiit e (6)
Ly docua viec hlly DO: ... (7)

Pic¢u 2. Quyét dinh nay co6 hiéu lyc ké tir ngdy ban hanh.
Piéu 3. ...(8)..., ...(9)... va ...(10)... chiu trach nhiém thi hanh Quyét dinh nay./.

CHUC DANH NGUOI PUNG PAU CUA

Noi nhﬁtg: 2) )
- Nhu biéu 3; (Chir ky, dau)

- Luu: VT, ho so

Ho va tén
Ghi chu:
(1) Tén co quan, to chic, don vi cap trén truc tiép (néu co).
(2) Tén co quan, t chirc, don vi ban hanh quyét dinh hiy bo quyét dinh tam dinh chi viéc thi
hanh quyét dinh hanh chinh bi khiéu nai.
(3) Chirc danh cua ngudi ban hanh quyét dinh hity bo quyét dinh tam dinh chi viéc thi hanh
quyét dinh hanh chinh bi khiéu nai.
(4) Van bg’m quy dinh vé ChI’I"C nang, nhiém vu, quyén han cia co quan, t6 chirc, don vi ban ’
hanh quyét dinh huy bo quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khiéu
nai.
(5) Tén co quan, td chtre, don vi, ¢4 nhan tham muru dé xuét, kién nghi ban ,he‘mh quyét dinh
hiy bo quyét dinh tam dinh chi viéc thi hanh Quyét dinh hanh chinh bi khi€u nai.
(6) Nguoi c6 tham quyeén ky quyét dinh tam dinh chi vigc thi hanh quyét dinh hanh chinh bj
khiéu nai.
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(7) Néu 16 ly do, can ctr cua viéc huy bo quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh
chinh b1 khiéu nai.

(8) Chirc danh cuia ngudi ban hanh quyét dinh hanh chinh bi khiéu nai.

9) Ngu’(‘)ri ding dau co quan, td chuc, dO’n’Vi chiu trach nhiém thi h;‘mh quyét dinh huy bo
quyét dinh tam dinh chi viéc thi hanh quyét dinh hanh chinh bi khi€u nai.

(10) Co quan, td chure, don vi, ca nhan ¢6 lién quan.
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MAiu s6 13

........... C) I CONG HOA XA HOQI CHU NGHIA VIET
.......... (2)eeeeiinnnnns NAM
------- Déc 1ap - Tw do - Hanh phic
So: .../BC- ..., hgay ... thang ... nam ........
BAO CAO
Két qua xac minh ndi dung khiéu nai
Kinh gui: ........... () FETTTTR
Thuc hién QUYEt GINN SO ......vveeeeeeeeeeeeeeee e, 4)

Tir ngay ...thang...nam... dén ngdy ...thang...nam , ...(5)... da tién hanh x4c minh noi dung khiéu
N2 CUA ....(6)....d01 VOL coi(T)e e

Can ¢t vao thong tin, tai lidu, bang chung thu thap duoc trong qué trinh x4c minh ndi dung
khiéu nai, két qua lam viéc vdi cac co quan, td chtrc don vi, c4 nhan c6 lién quan,.. .(5).. .bao
c40 két qua xac minh ndi dung khiéu nai nhu sau:

1. Yéu cau cua ngudi khiéu nai, cin ctr dé khiéu nai va két qua giai quyét khiéu nai truéc do
(néu co):

2. Tom tat noi dung duoc giao xac minh va két qua xac minh ddi véi timg ndi dung duge giao
xac minh:

3. Két luan nodi dung khiéu nai duoc giao xac minh la ding toan bg, sai toan by hodc ding mot
phan:

Trén day 1a bao céo két qua xac minh ndi dung khiéu nai, kinh trinh ...(3)... xem xét, cho y kién
chi dao./.

CHUC DANH NGUOI PUNG PAU CUA (2)

Noi nhin: HOAC NGUOI PUQC GIAO NHIEM VU XAC
- Nhu trén; . MINH ,
- Luu: VT, ho so. (Chir ky, dau (néu cd))

Ho va tén
Ghi chu:
(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).
(2) Tén co quan, td chire, don vi hodc Poan (Té) bao céo két qua xac minh ndi dung khiéu nai.
(3) Nguoi giao nhiém vu xac minh.
(4) Quyét dinh giao nhiém vu xac minh hodc quyét dinh xac minh néi dung khiéu nai.
(5) Tén co quan, td chtre, don vi, Poan (Té) hodc nguodi dugc giao nhi€ém vy xac minh ndi
dung khiéu nai.
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(6) HQ tén nguoi khiéu nai (hoac tén co quan, td chuc, nguoi dai dién, nguodi duge vy quyén
khi€u nai).

(7) Quyét dinh hanh chinh, hanh vi hanh chinh hodc quyét dinh ky luat can bo, cong chirc bi
khiéu nai.
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MAiu s6 14

........... ) I CONG HOA XA HOI CHU NGHIA VIET
.......... (2)eeeeerennnn. NAM
------- Déc lap - Tw do - Hanh phuc

BIEN BAN POI THOAI VOI NGUOI KHIEU NAI
Vao hoi... gid ..., ngdy ... thang ... NAM , a1 ....ooevnei e (3)
I. THANH PHAN THAM GIA POI THOALI:
1. Nguoi giai quyét khiéu nai, ngudi duoc phan cong chu tri d6i thoai:
Ong (ba).....ocoveieeieiinn, chucvu..................... , co quan (t chtrc, don vi)

S6 CMND/HO chiéu/Thé cin cude cong dan..., ngdy cap..., noi cap...(5)
bia chi:

(Truong hop nguoi khiéu nai khéng tham gia doi thoai thi ghi ré trong bién ban nguoi khiéu
nai vang mdt co ly do hodc khong co ly do).

4. Nguoi bi khiéu nai (hodc nguoi dai dién, nguoi dugce ty quyen khiéu nai cua nguoi bi khiéu
nai (néu co)):

C)ng [(oF: ) I chtcvu .....ooooiiiiiii . , CO quan (té chtrc, don vi)

5. Nguoi co quyén, nghia vu lién quan (néu co):

Ong (ba)

S6 CMND/HO chiéu/Thé cin cudce cong dan..., ngdy cap..., noi cap...(5)

bia chi:

DA ChI: oo e e e e e
II. NQI DUNG POI THOAL:

1. Nguoi giai quyet khiéu nai hodc nguoi dugc phan cong chu tri d6i thoai néu muc dich, yéu
cau cuia viéc ddi thoai, tom tat két qua xac minh ndi dung khiéu nai va nhing noi dung ddi

2.'Y kién ciia nhitng ngudi tham gia ddi thoai vé ting noi dung dbi thoai..........................
III. KET QUA POI THOALI:
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Nhirng ndi dung dbi thoai da théng nhat, nhirg van dé con ¥ kién khac nhau va nhiing y kién
khac (n€u co).

Budi d6i thoai két thuc héi... gio... ngdy ...thang..ndm...........

Bién ban ddi thoai di duoc dc)q lai cho nhitng ngudi tham gia ddi thoai nghe va ky xac nhan
(truong hop nguoi tham gia doi thoai khong ky xdc nhdn thi phai ghi vo Iy do).

Bién ban dugc 1ap thanh .... ban; ngudi giai quyet khiéu nai, ngudi duge giao nhiém vu xac
minh, nguoi khiéu nai, nguoi bi khiéu nai - mdi ngudi duoc nhén 01 ban./.

NGUOI BI KHIEU NAI NGUOI GIAI QUYET KHIEU NAI
(Ky, ghi 16 ho tén) (HOAC NGUOI PUQC PHAN CONG
CHU TRi POI THOAI)

(Ky, ghi ré ho tén, dong dau (néu cé))

NGUOI KHIEU NAI DPAI DIEN CO QUAN, TO CHUC,
(HOAC NGUOI PAI DIEN, CA NHAN CO LIEN QUAN
NGUOI bUQC UY QUYEN) (Ky, ghi ro ho tén, déng dau (néu cd))

(Ky, ghi ro ho tén hoac diém chi)

NGUOI CO QUYEN VA NGHIA VU NGUOI GHI BIEN BAN
LIEN QUAN (Ky, ghi ro ho tén)
(Ky, ghi ro ho tén hoac diem chi)

Ghi chu:

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

(2) Tén co quan, to chirc, don vi chu tri d6i thoai.

(3) Pia diém tién hanh d6i thoai.

(4) Nguoi khiéu nai (hodc nguoi dai dién, ngudi dugc Gy quyén cta ngudi khiéu nai).

(5) Néu khong c6 CMND/H6 chiéu/Thé can cude cong dan thi ghi cac thong tin theo gidy to
tuy than.
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Mau sb 15

........... (D, CONG HOA XA HQI CHU NGHIA VIET
.......... () P NAM
------- Poc 1ap - Tu do - Hanh phic
So: .../Qb- , ngay ... thang ... nam ... .....
QUYET PINH
vé viéc giai quyet khiéu nai caa ...(3)...
(lan diu)
.................... ()

Can cir Ludt Khiéu nai ngay 11 thang 11 ndm 2011;
Can cit Nghi dinh s6 ..../2020/ND-CP ngay ...thang ...ndm 2020 ciia Chinh phii quy dinh chi
tiet mot so diéu va bién phdp thi hanh Ludt Khiéu nai,

Can ci phdp ludt khéc cé lién quan (néu cé);

Xét don khiéu nai ngay ...thdng...nam... .. .... cua ........ (3)... (dia chi: ...........).
Theo bao cdo cua (6) tai Vin ban s.... ngdy... thang... nam ......... vé viéc giai quyét khiéu nai

cua...(3)...v61 cac ndi dung sau day:
I. N§i dung khiéu nai:

............................................................................................................................... (7)
II. Két qua xac minh ndi dung khiéu nai
.............................................................................................................................. (®)
II1. Két qua dédi thoai (néu co0)
.............................................................................................................................. 9)

IV. Két luan

(Néu ré can cir phdp ludt (vién dan cdc diéu khodn ciia van ban phdp ludt) dé két ludn vé timg
noi dung khiéu nai; két lugn ré tirng noi dung khiéu nai la ding, ding motphan hay sai toan
bé (néu diing moét phan thi ghi cu thé nhitng néi dung diing trong quyét dinh gidi quyét khiéu

nAi) ... een i),
Tur nhitng nhan dinh va cén c trén,
QUYET PINH:

Piéu 3. Trong thoi han ... ngay, ké tir ngdy nhan dugc Quyét dinh nay, néu...(3)...khong dong y
voi giai quyet khiéu nai cua...(2)...thi...(3)... ¢6 quyén khi€u nai deén...(12)... hodc khoi
kién...(2)... tai Toa an theo quy dinh cua phap luat vé t6 tung hanh chinh.
Piéu 4. Cac 6ng (ba)...(13)...chiu trach nhiém thi hanh Quyét dinh nay./.

CHUC DANH NGUOI PUNG DAU CUA
Noi nhdn: 2)
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- Nhu Diéu 4; (Chit ky, ddu)
-n(14)...5 Ho va tén
-(15)...5

-.(16)5
- Luu: VT, ho so.

Ghi chu:

(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).

(2) Tén co quan, to chirc, don vi ban hanh quyét dinh giai quyét khiéu nai.

(3) Ho tén ngudi khiéu nai (hodc tén co quan, t6 chirc, ngudi dai dién, ngudi duge Gy quyén
khi€u nai).

(4) Chirc danh nguoi ban hanh quyét dinh giai quyét khiéu nai.

(5) Van ban quy dinh vé chtrc nang, nhiém vy, quyén han cta co quan, to chirc, don vi ban
hanh quyét dinh giai quyét khiéu nai.

(6) Co quan, to chirc, ca nhan duoc giao tham muu giai quyét vu viéc khiéu nai.
(7) Ghi 6 tirng ndi dung khiéu nai.

(8) Ghi 16 tirng ndi dung di duoc xac minh dé lam rd nodi dung khiéu nai.

(9) Ghi 16 két qua d6i thoai.

(10) Gitr nguyén, sua d6i, bd sung hodc htry bd mét phan hay toan bo quyét dinh hanh chinh;
tiép tuc thyc hién hodc chidm dit hanh vi hanh chinh da bj khiéu nai.

(11) Giai quyét cac van dé lién quan dén noi dung khiéu nai.
(12) Ngudi c6 tham quyén giai quyét khiéu nai 1an hai.

(13) Nhirng nguoi chiu trach nhiém thi hanh giai quyet khiéu nai va nguoi khiéu nai (hoic co
quan, to chirc, nguoi dai dién, nguoi duogc ¢ uy quyén khiéu nai).

(14) Thu truong co quan, t6 chtrc, don vi cAp trén truc tiép ctia ngudi ban hanh quyét dinh giai
quyét khiéu nai.

(15) Nguoi c6 quyén va nghia vu lién quan; co quan, to chitc, don vi, c4 nhan c6 lién quan.
(16) Co quan thanh tra nha nudc cing cép.
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Maiu sb 16

........... (D, CONG HOA XA HQI CHU NGHIA VIET
.......... (2)ereeneennnn. NAM
....... Doc 1ap - Tw do - Hanh phuc
So: .../Qb- , ngay ... thang ... nam ... .....
QUYET PINH
Vé vige gidi quyét khiéu nai ...(3)...
(lan hai)
.................... ) YOUTR

Can cir Ludt Khiéu nai ngay 11 thang 11 ndm 2011;

Can cir Nghi dinh 56 .../2020/ND-CP ngay ..thang ...nam 2020 cua Chinh phu quy dinh chi tiét
mot so diéu va bién phap thi hanh Ludt Khiéu nai;

UM CUE oo e et (5);

Can ci phdp ludt khéc cé lién quan (néu cé);

Xét don khiéu nai ngay ...thdng....nam... ciia ....... (3)...(dia chi: ... ... ......).

Theo bao céo cua ...... (6).eenn..... tai Van ban s0.... ngay... thang... nam............ vé viéc giai
quyét khi€u nai cua...(3)...v61 cac ndi dung sau day:

I. N§i dung khiéu nai:

............................................................................................................................... (7)
II. Két qua giai quyét khiéu nai cua ngwoi da giai quyét khiéu nai lan dau
............................................................................................................................... (8)
II1. Két qua xac minh ngi dung khi€u nai
............................................................................................................................... 9)
IV. Két qua doi thoai
............................................................................................................................. (10)

V. Két luan:

(Néu ré cdn cit phdp ludt (vién dan cac diéu khoan ciia van ban phdp ludt) dé két lugn vé tirng
noi dung khiéu nai; két lugn ré tirng noi dung khiéu nai la ding, ding motphan hay sai toan
bé (néu diing mot phan thi ghi cu thé nhitng ndi dung ding trong quyét dinh gidi quyét khiéu

Tur nhitng nhan dinh va cén ct trén,
QUYET PINH:
Picu 1.
(Néi dung Piéu nay dp dung tity theo cdc truong hop sau ddy:
1. Néu khiéu nai la ding hodc diing mét phan thi ghi:
- Yéu cau nguwoti ban hanh quyét dinh hanh chinh bi khiéu nai sira doi, hiy bo mét phan hodc

toan bo Quyet dinh $0... ngay...thang...nam... bi khiéu nai (hodic ghi cu thé nhitng ngi dung yéu
cau sira doi, huy bo);



30

- Yéu gdu ngueoi thiee hién hanh vi hanh chinh cham dirt hanh vi hanh chinh - truong hop khiéu
nai doi voi hanh vi hanh chinh.

2. Néu khiéu nai la sai toan bé thi ghiro:

- Céng nhdn va giit nguyén ndi dung quyét dinh giai quyét khiéu nai lan dau la ding;

- Yéu cau nguoi khiéu nai, co quan, t6 chike, cd nhdn cé lién quan thuc hién quyét dinh hanh
chinh va hanh vi hanh chinh da bi khiéu nai... ... ... ...... )

Pidu 2.
(Ouyét dinh gidi quyét cdc vin dé lién quan dén ndi dung khiéu nai:

- Khoi phuc quyén, loi ich hop phdp cua nguoi khiéu nai (co quan, t6 chirc khiéu nai) va co
quan, to chirc, don vi, ca nhan co lién quan (néu co),

- Boi thwong thiét hai cho co quan, 16 chire, dom vi, ca nhadn bi thiét hai (néu CO) v, )

Piéu 3. Trong thot han ... ngay, ké tir ngdy nhan dugc Quyét dinh nay, néu...(3)...khong dong y
véi gidi quyét khiéu nai cua...(2)...thi...(3)... c6 quyén khai kién ...(2)... tai Toa an theo quy
dinh cua phap luat vé t6 tung hanh chinh.

Piéu 4. Cac ong (ba) ...(11)... chiu trach nhiém thi hanh Quyét dinh nay./.

CHUC DANH NGUOI PUNG PAU CUA

Noi nhan: 2)

- Nhu Piéu 4; (Chit ky, ddu)
- (12)..;

-n(13)...

- Luu: VT, ho so. Ho va tén
Ghi chu:

(1) Tén co quan, to chirc, don vi cap trén truc tiép (néu co).
(2) Tén co quan, t6 chitc, don vi ban hanh quyét dinh giai quyét khiéu nai.

(3) Ho tén nguoi khiéu nai (hoac tén co quan, to chue, nguoi dai dién, ngudi duge uy quyén
khiéu nai).

(4) Chitc danh nguoi ban hanh quyét dinh giai quyét khiéu nai.

(5) Van ban quy dinh vé chirc nang, nhiém vy, quyén han ctia co quan, to chirc, don vi ban
hanh quyét dinh gidi quyét khi€u nai.

(6) Co quan, to chirc, ca nhan dugc giao tham muu giai quyét vu viéc khiéu nai.
(7) Ghi 16 ting ndi dung khiéu nai.

(8) Ghi rd két luan ciia nguoi giai quyét khiéu nai lan dau.

(9) Ghi 16 timg ndi dung da dugc xac minh dé lam rd nodi dung khiéu nai.

(10) Ghi 16 két qua ddi thoai.

(11) Ghi 1 nhitng ngudi chiu trach nhiém thi hanh quyét dinh giai quyét khiéu nai: nguoi
khiéu nai, co quan, t6 churc, nguoi bi khi€u nai, nguoi gidi quyét khiéu nai lan dau,...

(12) Ngudi c6 quyén va nghia vy lién quan; co quan, to chirc, don vi, c4 nhan c6 lién quan.
(13) Co quan thanh tra nha nudc cing cép.
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2. Thii tuc tiép cong dan tai cap xa (Ma tha tuc 1.010945)
2.1. Trinh ty thwe hién:
Budc 1: Xac dinh nhan than cia cong dan

- Xac dinh nhén than cua nguoi khiéu nai, nguoi t6 cdo, nguoi kién nghi, phan anh: Khi
tiép nguoi khleu nai, can bo tlep cong dan yéu cau ho néu r6 ho tén, dia chi va xudt trinh gidy
to tuy than, glay gioi thiu, gidy uy quyen (néu cb); tiép nguoi t6 cao, nguoi kién nghi, phan
anh can bo tiép cong dan yéu cau ngudi té cao, nguoi kién nghi, phan anh néu rd ho tén, dia
chi va xuat trinh gidy to tiy than.

- Xac dinh tinh hgp phap cua nguoi dai dién, nguot duge uy quyén, luat su hodc trg giap
vién phap ly:
+ Truong hop co quan, t6 churc thyc hién viéc khiéu nai thong qua nguoi dai dién la

nguoi ding dau co quan, t6 chtrc thi nguoi tiép cong dan yéu ciu ngudi dai dién xuét trinh
gidy gidi thiéu, gidy to tiy than.

+ Trong truong hop nguoi ding dau co quan, to chiic uy quyén cho nguoi dai dién theo
quy dinh cua phap luat dé thuc hién viéc khiéu nai thi nguoi tiép cong dan dé nghi nguoi duoc
uy quyen xudt trinh glay to tuy than, glay uy quyen cla nguoi uy quyeén.

+ Truong hop nguoi dén trinh bay viéc khiéu nai 1a nguoi dai dién, ngudi duoc uy quyen
clia nguoi khleu nai dugc quy dinh tai diém a khoan 1 Piéu 12 Luat Khleu nai thi nguoi tiép
cong dan yéu cau xuat trinh gidy to chimg minh viéc dai dién, tiy quyén hop phéap hodc gidy to
khéc c6 lién quan.

+ Truong hop nguoi dén trinh bay la nguoi dai dién, nguoi duge uy quyén hop phép thi
ngudi tiép cong dan tién hanh cac thu tuc tiép nhu dbi voi ngudi khiéu nai.

+ Truong hop nguodi khiéu nai ay quyen cho luét su hodc trg gitip vién phap ly thue hién
viéc khiéu nai thi nguoi tiép cong dan yéu cau ludt su hodc tro giup vién phap ly xuat trinh Thé
luat su, Thé tro gitp vién phap 1y va Gidy ty quyén khiéu nai.

+ Truong hop cong dan khong co gidy uy quyen hodc viéc uy quyen khong theo dung
quy dinh tai diém a, diém b khoan 1 Piéu 12 Luat Khiéu nai thi nguoi tiép cong dan khong tiép
nhan ho so vy viéc va giai thich rd 1y do, hudng dan cong dan 1am cac thu tuc can thiét dé thuc
hién viéc khiéu nai theo dting quy dinh.

Budc 2: Tiép nhan khiéu nai, t6 céo, kién nghi, phan anh

1. Khi cong dén dén trinh bay truc tlep va khong c6 don thi nguoi tlep cong dan hudng
dan cong dan viét don khiéu nai, t6 cdo, kién nghi, phan anh hoic ghi chep day du, trung thuc,
chinh xac néi dung trinh bay cua cong dan; ndi dung nao chua rd thi dé nghi cong dén trinh
bay thém, sau d6 doc lai cho cong dan nghe va dé nghi ho ky tén hoac di€m chi xac nhan vao
van ban.

2. Truong hop cong dan dén trinh bay va c6 don vOi noi dung cu thé, o rang, co thé xéac
dinh dugc 6 tinh chat vu viéc va co quan cé thim quyen giai quyét thi nguorl tlep cong dan
huéng dan cong dan giri don dén co quan c6 tham quyén dé duoc xem xét, giai quyét theo quy
dinh cua phéap luat.

3. Truong hop nhiéu nguoi dén khiéu nai, to cdo, kién nghi, phan anh vé cung mot noi
dung thi nguoi ti€p cong dan hudng dan ho cir nguodi dai dién dé trinh bay; ghi lai ndi dung
trinh bay va dé nghi nguoi dai dién ky tén hodc diém chi x4c nhan vao van ban.



32

4. Truong hop cong dan trinh bay nhiéu 101 dung, vira ¢6 noi dung khiéu nai, vira c6 noi
dung t6 cao, kién nghi, phan anh thi nguoi tiép cong dan hudéng din cong dan thyc hién viéc
khiéu nai, t6 céo, kién nghi, phan anh theo quy dinh cua phap luat.

5. Viéc tiép nhan, ghi chép ndi dung khicu nai, td cao, kién nghi, phan anh va viéc huéng
dan cong dan viét don phai dugc ghi vao So ti€p cong dan hodc dugce nhap vao phan mém co
so dir li€u vé ti€p cong dan.

Budc 3: Phan loai, xtr 1y khi€u nai, t6 cdo, kién nghi, phan anh tai noi ti€ép cong dan

1. Viéc phan loai, xtr Iy ndi dung khiéu nai, t6 céo, kién nghi, phan 4nh dugc can ctr vao
ban ghi ndi dung trinh bay hodc don ctia cong dan va thuc hién theo Thong tu s6 05/2021/TT-
TTCP ngay 01/10/2021 ctia Thanh tra Chinh pht quy dinh quy trinh xr Iy don khiéu nai, don
t6 céo, don kién nghi, phan anh.

2. Y kién trinh bay néi dung khiéu nai, to céo, kién nghi, phan anh khoéng thudc tham
quyén giai quyét cua co quan, don vi tiép cong dan thi nguoi tlep cong dan huéng din cong
dan viét don gui dén co quan, t6 chirc ¢6 thAm quyén giai quyet Truong hop noi dung thude
thAm quyén giai quyét clia co quan, don vi minh thi nguoi tiép cong dan tlep nhan cic thong
tin, tai liéu dé bao cdo ngudi co tham quyen giai quyét. Néu cong din cung cap cac thong tin,
tai liéu, chimg ctr c6 lién quan dén khiéu nai, t6 céo, kién nghi, phan anh thi nguoi tiép cong
dan xem xét dé tlep nhan cac thong tin, tai li¢u, chirng cur do. Viée tlep nhan thong tin, tai liéu,
ching ctr dugc thuc hién bang gidy bién nhan theo Mau s6 02 ban hanh kém theo Thong tur sd
04/TT-TTCP ngay 01/10/2021 cta Thanh tra Chinh pha quy dinh quy trinh tiép cong dan.

2.2. Cach thirc thue hién:

Hinh Thoi Phi, Mo ta
thirc han giai 1€
nop quyét phi

Truc 10 Ngay Theo khoan 1 Diéu 28 Luat Tiép cong dan: Trong thot han 10 ngay lam
tiép lam viéc viée, ké tir ngay tiép nhan nodi dung khiéu nai, t6 céo, k1en nghi, phan
anh, nguoi tiép cong déan co trach nhiém tra 10i truc tlep hodc thong béo
bang van ban dén nguoi da dén khiéu nai, tb céo, kién nghi, phan anh.

2.3. Thanh phén ho so:

Bao g(‘A)m
Tén gidy to MAiu  S6 lwong
don, to
khai

+ Pon khiéu nai, don té cao, don kién nghi, don phan anh hodc vin ban ghi Ban

lai ndi dung khiéu nai, t6 cao, kién nghi, phan anh (c6 chir ky hodc diém chi chinh: 1
cua cong dan); + Cac thong tin, tai liéu, bang chimg do nguoi khiéu nai, tb Ban sao:
c4o, kién nghi, phan anh cung cap. 1

Poi twong thuwe hién: Cong dan Viét Nam, Doanh nghiép, Doanh nghiép c6 von dau tu
nudce ngoai, To chirc (khong bao gom doanh nghiép, HTX), Hop tac xa

2.4. Co quan thye hién: Uy ban nhan din cap xa
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2.5. Co quan c6 thAm quyén: Chu tich Uy ban nhan déan x4

2.6. Pia chi tiép nhan HS: Khong co thong tin

2.7. Co quan dwoc ity quyén: Khong c6 thong tin

2.8. Co quan phdi hop: Khong c6 thong tin

2.9. Két qua thue hién: Can bo tiép déan tra 101 truc tiép hodc c6 thong bao bang vin ban

2.10. Can cuw phap ly:

S6 ky hiéu Trich yéu Ngay ban Co quan ban hanh
hanh
64/2014/ND-CP  Nghi dinh 26-06-2014 Chinh phu
s0 42/2013 Luat Tiép cong dan 23-10-2013  Quéc Hoi
05/2021/TT-TTCP Théng tu 05/2021/TT-TTCP  01-10-2021

2.11. Yéu céu, diéu Kién thye hién:

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

1. Nguoi trong tinh trang say do dung chat kich thich, ngudi méc bénh tim than hodc mot
bénh khac lam mat kha nang nhan thirc hodc kha nang diéu khién hanh vi ctia minh;

2. Ngudi ¢6 hanh vi de doa, xtc pham co quan, to chirc, don vi, ngudi tiép cong dan,
nguoi thi hanh cong vu hodc c6 hanh vi khac vi pham ndi quy noi tiép cong dan;

3. Ngudi khiéu nai, to cao vé vu viéc di giai quyét dang chinh sach, phap luat, duoc co

quan nha nudc c6 thim quyen kiém tra, ra soat, thong bao bang vin ban va da dugc tiép, giai
thich, huéng dan nhung van c¢0 tinh khiéu nai, t6 céo kéo dai;

4. Nhitng truong hop khac theo quy dinh cua phap luat
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3. Thii tuc xir ly don tai cap xa (M4 thi tuc: 2.002501)
3.1. Trinh ty thwe hién:

Budc 1: Tiép nhin don

Tiép nhan don, vao sb theo ddi (hodc nhap vao may tinh).
Budc 2: Phan loai don

1. D6i véi don khiéu nai:

a) Don khiéu nai thudc thAm quyén giai quyét:

- Pon khiéu nai thudc tham quyén giai quyét va khong thudoc mot trong cac truong hop
khong dugc thu ly giai quyét theo quy dinh tai Piéu 11 cua Luat khiéu nai thi ngudi xtr Iy don
dé xuat thu truong co quan, to chtic, don vi thy 1y dé gidi quyét theo quy dinh cia phap luat.
Viéc dé xuét thy Iy giai quyét duoc thuc hién theo Mau s6 01 ban hanh kém theo Thong tu s6
05/2021/TT-TTCP ngay 01/10/2021 ctua Thanh tra Chinh phu quy dinh quy trinh xtr ly don
khiéu nai, don t6 cdo, don kién nghi, phan &nh.

- Pon khiéu nai thudc tham quyén giai quyét nhung chua du diéu kién thu 1y giai quyét
thi huéng dan cho nguoi khiéu nai bo sung thong tin, tai liu dé thuc hién viéc khiéu nai theo
quy dinh cua phép luat. Viéc hudng din duoc thuc hién theo Mau sd 02 ban hanh kém theo
Thong tu s6 05/2021/TT-TTCP ngay 01/10/2021 cua Thanh tra Chinh phii quy dinh quy trinh
xtr Iy don khiéu nai, don t cdo, don kién nghi, phan anh.

b) Don khiéu nai khong thudc tham quyén giai quyét: Pon khiéu nai khong thudc tham
quyen giai quyet ctia nguoi dimg dau co quan, t6 chirc, don vi minh thi nguoi xu ly don huong
dan nguoi khiéu nai giri don dén co quan, t6 chirc, don vi, nguoi c6 thAm quyén giai quyet
Viéc hudéng dan chi thuc hién mot lan theo Miu sé 02 ban hanh kém theo Théng tu sb
05/2021/TT-TTCP ngay 01/10/2021 cta Thanh tra Chinh pht quy dinh quy trinh xr ly don
khiéu nai, don t6 céo, don kién nghi, phan anh. Pon khiéu nai do cic co quan, t6 chuc, ca
nhan ¢6 thim quyén 0 trung wong va dia phuong chuyén dén nhung khong thudc tham quyén
trach nhiém giai quyét thi nguoi dung dau co quan, t6 chirc, don vi giri tra lai don, cac gidy to,
tai liéu (néu cd) va néu 13 1y do dé co, quan, t6 chirc, ci nhan chuyén don dén biét.

¢) Pon khiéu nai dbi voi quyét dinh giai quyét khiéu nai da co hiéu lyc phap luat:
Pon khiéu nai ddi voi quyét dinh giai quyét khiéu nai da c6 hiéu luc phap luit theo quy dinh
tai Diéu 44 Luat Khiéu nai thi ngudi xir Iy don khong thy 1y, khong chuyén don ma huong dan
ngudi khiéu nai khoi kién vu an hanh chinh tai Toa an nhan dén co thAm quyén theo quy dinh
ctia phép luat vé t6 tung hanh chinh, trir truong hop duoc quy dinh tai khoan 2 Diéu nay.

Pon khiéu nai dbi v6i quyét dinh giai quyet khiéu nai d3 c6 hiéu luc phap luat nhung qua
nghién ctru, xem xet phat hién viée giai quyét khiéu nai vi pham phap luat, gy thiét hai dén loi
ich cia Nha nuéc, quyén va loi ich hop phap cia cong dan, co quan, to chire duoc quy dinh tai
Diéu 38 Nghi dinh sO 124/2020/ND-CP ngay 19 thang 10 nam 2020 cua Chinh phu quy dinh
chi tiét mot 80 diéu va bién phap thi hanh Luat Khleu nai thi nguoi xu ly don phai bao céo co
quan, to chirc, ca nhan c6 tham quyén xem xét, quyét dinh theo quy dinh ctia phap luat.

d) Pon khiéu nai khong thudc tham quyén c6 ho tén, chir ky cua nhiéu ngudi: Pon khiéu
nai khong thudc thim quyén giai quyét ctia co quan, to chirc, don vi minh ma c6 ho tén, chit ky
ctia nhiéu nguoi thi ngudi xir Iy don hudng dan cho mot nguoi khiéu nai c6 dia chi 16 rang giri
don dén ding co quan, t6 chire, don vi, ngudi c6 tham quyén giai quyét. Viéc hudng dan duoc
thuc hién theo Mau s6 02 ban hanh kém theo Théng tu s6 05/2021/TT-TTCP ngay 01/10/2021
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ctia Thanh tra Chinh phu quy dinh quy trinh xt Iy don khiéu nai, don t6 céo, don kién nghi,
phén anh.

d) Pon khiéu nai c6 giri kém theo gidy to, tai liéu gbc: Don khiéu nai c6 giri kém theo
gidy t0, tai liéu goc thi ngudi xir Iy don tra lai cho ngudi giri don gidy to, tai lidu do.

e) Pon khiéu nai ddi véi quyét dinh hanh chinh c6 kha nang gay hau qua kho khic phuc:
Trong truong hop c6 can cir cho rang viée thi hanh quyét dinh hanh chinh s& giy ra héu qua
kho khic phuc thi nguoi xu ly don phai kip thoi bao cao dé nguoi ding dau co quan, to chtrec,
don vi xem xét, quyét dinh tam dinh chi hodc kién nghi co quan, ngudi c¢6 thim quyén tam
dinh chi viéc thi hanh quyét dinh hanh chinh. Sau khi nhan dugc bao cao hodc kién nghi, nguoi
c6 thAm quyen cO trach nhiém xem xét, quyet dinh viéc tam dinh chi, chiu trach nhiém vé
quyét dinh ctia minh va thong bao cho co quan, to chirc, don vi da kién nghi biét két qua xur 1y.

2. Bi voi don th cdo:

a) Pon t6 cao thudc tham quyén giai quyét: Pon t6 cdo thudc tham quyén giai quyét cia
co quan, t6 chtrc, don vi minh va du diéu kién thu 1y theo quy dinh tai khoan 1 Diéu 29 Luat
Té céo thi nguoi xtr Iy don bao cao nguoi ding dau dé thu 1y giai quyét theo quy dinh. Viéc dé
xuat thy 1y giai quyét dugc thuc hién theo Miu sd 01 ban hanh kém theo Théng tu sd
05/2021/TT-TTCP ngay 01/10/2021 cta Thanh tra Chinh pht quy dinh quy trinh xr ly don
khiéu nai, don t6 cdo, don kién nghi, phan anh.

b) Don t cao khong thugc tham quyén giai quyét: Pon td cdo khong thugce tham quyén
giai quyet clia co quan, t6 chirc, don vi minh thi nguoi xu ly don dé Xuat v6i nguoi dung dau
chuyen don va cac thong tin, tai liéu kem theo (néu c6) dén co quan, t6 chirc, don vi c6 tham
quyén giai quyét theo quy dinh cta phéap ludt. Viéc chuyen don t6 cdo duogc thuc hién theo
Mau s6 03 ban hanh kém theo Théng tu nay. Viéc chuyén don dén co quan c6 thim quyén chi
thie hién mot 1an ddi véi don td céo ¢6 cing noi dung.

¢) Pon té cao dbi vé6i dang vién: Pon td cdo d6i voi dang vién vi pham Piéu 1é Pang, chu
truong, nghi quyet chi thi, quy dinh, quy ché, két luan cua Pang dugc chuyén dén co quan c6
tham quyén dé xir 1y theo quy dinh cta Pang.

d) Pon t6 cdo hanh vi vi pham phéap luat giy thiét hai hodc de doa giy thiét hai nghiém
trong dén loi ich cua Nha nuée, quyén va loi ich hop phap cua ca nhén, co quan, to chirc: Pon
t6 cao hanh vi vi pham phap luat gay thiét hai hodc de doa gay thiét hai nghiém trong dén loi
ich cua Nha nuéc, quyen va loi ich hop phap cta ca nhan, co quan, t6 chire thi nguoi xtr Iy don
phai kip thoi bao cdo, tham muu, dé xuat dé nguoi ding dau co quan, td chirc, don vi ¢6 thim
quyén ap dung bién phap ngin chin, xt 1y theo quy dinh ctia phap luat.

d) Pon t6 cao hanh vi vi pham tham quyen trinh tu, thu tuc giai quyet khleu nai: Pon t6
c4o ngudi giai quyét khiéu nai vi pham vé tham quyén, trinh ty, thi tuc giai quyét khiéu nai thi
khong thu ly don theo quy dinh cua Luat T cho. Trong trudng hop ndy, nguoi xir Iy don
huéng dan nguoi c6 don tiép tuc thyuc hién viéc khiéu nai hodc khoi kién vu an hanh chinh tai
Toa an co tham quyén theo quy dinh ctia phap luat. Poi véi don t6 cao ma ngudi td cao cung
cap dugc thong tin, tai liéu, chirng ctr xac dinh nguoi giai quyet khiéu nai c6 hanh vi vi pham
mot trong cac diéu cAm duoc quy dinh tai cac khoan 1, 2 va 4 cua Diéu 6 Luat Khiéu nai thi
thu 1y giai quyét theo quy dinh ctia Luat T4 céo.

3. Xtr ly cac loai don khéc:
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a) Pon kién nghi, phan 4nh Pon kién nghi, phan 4anh vé nhiing ndi dung thudc trach
nhiém quan 1y cua co quan, to6 chirc, don vi minh thi nguoi xir Iy don bao cao, dé xuat nguoi
dimg dau giai quyét, tra 101 theo quy dinh cua phép luat.

Pon kién nghi, phan 4nh ma ndi dung khong thudc trach nhiém quan ly cua co quan, t6
chure, don vi minh thi nguoi xu ly don bao cao, dé xuét nguoi ding dau quyét dinh viéc
chuyén don dén co quan, t6 chirc, don vi c6 trach nhiém giai quyet va thong bao cho nguoi gui
don. Viéc chuyen don kién nghi, phan anh duoc thyc hién theo Mau s6 04 ban hanh kém theo
Thong tu s6 05/2021/TT-TTCP ngay 01/10/2021 ctia Thanh tra Chinh phii quy dinh quy trinh
xtr Iy don khiéu nai, don t cdo, don kién nghi, phan anh.

b) Pon ¢6 nhiéu ndi dung khac nhau Pon c6 ca ndi dung khiéu nai, td cdo, kién nghi,
phan anh thi nguoi xu Iy don hudng dan nguoi gui don tach riéng tung ndi dung dé gui dén
dung co quan, to chtre, don vi, c4 nhin c6 thim quyen giai quyét. Viéc hudng din duoc thuc
hién theo Mau s6 05 ban hanh kém theo Thong tu s6 05/2021/TT-TTCP ngay 01/10/2021 cua
Thanh tra Chinh pha quy dinh quy trinh xir I don khiéu nai, don t6 cdo, don kién nghi, phan
anh.

¢) bon thuge tham quyén giai quyet cua co quan tién hanh t6 tung, thi hanh 4n Pon thudc
tham quyén giai quyét cua co quan tién hanh t6 tung, thi hanh an thi nguoi xtr ly don hudéng
dan gui don hodc bao cao, dé xuét nguoi dimg dau quyét dinh viéc chuyén don dén co quan co
tham quyén dé duogc giai quyét theo quy dinh cua phap luat.

d) Bon thudc tham quyén giai quyét caa Qubc hoi, Hoi dong nhan dén cac cap Pon thudc
tham quyén giai quyét ciia Qubc hoi, Hoi dong nhan dan cac cap thi nguoi xur ly don hudng
dan giri don hoic bao céo  nguoi dung dau co quan, t6 chtrc, don vi quyét dinh viéc chuyén don
dén co quan c6 thAm quyén dé duoc giai quyét theo quy dinh cua phap luét.

d) Pon thudc thim quyén giai quyét ciia cic co quan khic ciia Nha nudec Pon thudc
tham quyén giai quyét ctia Van phong Chu tich nuéc, Kiém toan nha nude va cac co quan khéac
ctia Nha nude thi ngudi xtr Iy don hudéng dan gii don hodc bao cdo ngudi dung dau co quan,
t6 chirc, don vi quyét dinh viéc chuyén don dén co quan c6 thim quyén dé duoc giai quyét
theo quy dinh cua phap luat.

e) bon thudc trach nhiém giai quyét ctia td chuc chinh tri, t6 chirc chinh trj - xa hoi, to
chire chinh tri, x4 hoi - nghé nghiép, t6 chirc xa hoi, to chirc xd hoi - nghé nghiép va cac t6
chtrc ton giao Pon c6 ndi dung lién quan dén to chirc, hoat dong cua t6 chtrc chinh tri, to chuc
chinh tri - x4 hoi, t6 chirc chinh tri- xa hoi - nghé nghiép, t6 chirc x3 hoi, to chic xa hoi - nghé
nghiép va cac to chuc ton gido thi ngudi xtr Iy don hudng din giri don hodc bao cdo ngudi
ding dau co quan, td chirc, don vi quyét dinh viéc chuyén don dén td chirc c6 trach nhiém giai
quyét theo quy dinh ciia phap luat va Diéu 1&, Quy ché hoat dong ciia to chirc do.

g) bon thuoc tham quyén giai quyét cia don vi sy nghiép cong 1ap, doanh nghiép nha
nude va cac don vi, to chire khac Pon lién quan dén to churc, hoat dong cta don vi su nghiép
cong lap, clia doanh nghiép nha nudc va cac don vi, to chirc khac thi nguoi xir Iy don huéng
dan gui don hodc chuyén don dén don vi, doanh nghiép d6 dé giai quyét theo quy dinh cia
phép luat.

h) Bon khiéu nai, don tb cdo, don kién nghi, phan anh vé nhitng vu vi¢c c6 tinh chét phuc
tap Don khiéu nai, don td cdo, don kién nghi, phan anh vé vu viée phuec tap, ton dong, kéo dai,
c6 sy tham gia cta nhiéu nguoi; vu viée c6 lién quan dén chinh sach dén tdc, ton gido, an ninh
chinh tri va trat tu an toan xa hoi thi nguoi xtr 1y don phai bao cdo voi nguoi dimg dau co
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quan, t0 chirc, don vi d¢ kip thoi ap dung cac bién phap xir Iy theo thdm quyén hodc dé nghi
vO1 cac co quan, to chuc, don vi c6 tham quyén ap dung bién phdp xtr 1y theo quy dinh cua
phap luat.

3.2. Cach thirc thue hién:

Hinh thiec  Thoi han Phi, 1€ phi Mo ta
nop gidi quyet
Truc tiép 10 Ngay Gui don tryc tiép dén co quan hoic giri don qua

dich vu buu chinh.

Truc tuyén  Khac Khong gtri don qua mang
Dich vu buu 10 Ngay Gui don tryc tiép dén co quan hodc giri don qua
chinh dich vu buu chinh.

3.3. Thanh phan ho so:

Bao g(‘A)m
Tén gidy to Maiu don, S6 hrong
to’ khai
Pon khiéu nai, don t6 cdo, don kién nghi, don phan anh va céc tai liéu, Ban chinh:
ching ctr lién quan dén nd1 dung khiéu nai, t6 céo, kién nghi, phan d&nh 1
(n€u co). Ban sao: 1

3.4. Pbi twong thwe hién: Cong dan Viét Nam, Doanh nghiép, T6 chirc (khéng bao gom
doanh nghiép, HTX), Hop tac xa

3.5. Co quan thuc hién: Uy ban nhan dan cép x4
3.6. Co quan c6 tham quyén: Chu tich Uy ban nhan déan x4

3.7. Pia chi tiép nhan HS: Gui don truc tiép dén co quan hodc giri don qua dich vu buu
chinh.

3.8. Co quan duoc iy quyén: Khong c6 thong tin
3.9. Co quan phdi hop: Khong c6 thong tin

3.10. Két qua thwe hién: Phiéu dé xuat thu 1y don, Phiéu hudng dan giri don khiéu nai,
Phi€u chuyén don t6 cdo, Phiéu chuyén don kién nghi, phan anh, Phi€u hudng dan don co6
nhiéu ndi dung khac nhau.

3.11. Can cu phap ly:

S6 ky hiéu Trich yéu Ngay ban  Co quan ban hanh
hanh

02/2011/QH13 Luat 02/2011/QH13 11-11-2011
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31/2019/ND-CP Nghi dinh 31/2019/ND-CP 10-04-2019

124/2020/ND-CP ~ Nghi dinh 124/2020/ND-CP  19-10-2020

05/2021/TT-TTCP  Thoéng tu 05/2021/TT-TTCP  01-10-2021
3.12. Yéu céu, diéu kién thyc hién:

Theo diém a, khoan 2, Piéu 6, Thong tu s6 05/2021/TT-TTCP ngay 01/10/2021 cia
Thanh tra Chinh phu quy dinh quy trinh xur Iy don khi€u nai, don t6 cdo, don kién nghi, phan
anh. Pon du diéu kién xtr 1y 1a don dap ing cac yé€u cau sau day:

- PBon dung chit viét 1a tiéng Viét va dugc nguoi khiéu nai, nguoi té cdo, nguoi kién nghi,
phan anh ghi rd ngay, thang, ndm viét don; ho, tén, dia chi, chit ky hoac di€m chi ciia nguoi
viét don;

- Pon khiéu nai phai ghi ro tén, dia chi cua co quan, t6 chtrc, don vi, ca nhan bi khiéu nai,
noi dung, 1y do khiéu nai va yéu cau ciia ngudi khiéu nai;

- Pon tb cdo phai ghi r0 ndi dung td céo; co quan, td chtre, don vi, ca nhan bi td c4o, hanh
vi vi pham phdp luat bi t6 céo;

- Pon kién nghi, phan 4nh phai ghi rd n6i dung kién nghi, phan anh;

- Pon chua dugc co quan, t6 chirc, don vi tiép nhin don xu 1y theo quy dinh ctia phap
luat hodc da dugc xur ly nhung nguoi khi€u nai, nguoi to cdo duge quyén khiéu nai, to cdo tiép
theo quy dinh cua phap luat.
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4. Thii tuc giai quyét té cdo tai cap xa (Ma thii tuc 2.002396)
4.1. Trinh ty thwe hién:

Bude 1: Thu Iy t6 cao Trude khi thu ly t6 cdo, Chu tich Uy ban nhdn din cdp xa Xxac
minh hodc giao co quan chuyén moén thudce Uy ban nhan dan cap xa xac minh thong tin vé
ngudi to cdo va diéu kién thu 1y té cao. Truong hop nguoi td cao khong cu tru tai dia ban quan
Iy hoac gap kho khan trong viéc xac minh thi nguoi giai quyét t6 cao co thé uy quyen cho co
quan nha nudc ngang cap hodc co quan nha nude cap dudi xac minh thong tin can thiét phuc
vu viéc ra quyét dinh thu 1y t6 cdo. Nguoi giai quyét t6 cao ra quyét dinh thu Iy t6 cdo khi co
du cac diéu kién sau:

a) T cao duoc thuc hién theo quy dinh tai Diéu 23 Luat T céo 2018:

+ Truong hop t6 cao duoc thuc hién bang don thi trong don t6 céo phai ghi 16 ngay,
thang, nam t6 cdo; ho tén, dia chi cua nguoi t6 cdo, cach thirc lién hé véi nguoi td cao; hanh vi
vi pham phap luét bi t6 cao; nguoi bi t6 cao va cac thong tin khac c6 lién quan. Truong hop
nhiéu ngudi ciing t6 cao vé cling mot noi dung thi trong don t6 cdo con phai ghi rd ho tén, dia
chi, cach thire lién hé véi timg nguoi td cdo; ho tén cta nguoi dai dién cho nhitng ngudi t6 céo.
Nguoi t6 cdo phai ky tén hodc diém chi vao don té cdo.

+ Truong hop ngudi té cdo dén té céo truc tiép tai Uy ban nhan dan cap xa thi ngudi tiép
nhan hudéng dan nguoi t6 cao viét don t6 cdo hodc ghi lai ndi dung t6 cdo bang vin ban va yéu
cau nguoi td cdo ky tén hodc diém chi xac nhin vao vin ban, trong do6 ghi 16 ndi dung theo quy
dinh tai khoan 1 Piéu nay. Truong hop nhiéu ngudi cung t6 cao v€ cung mot ndi dung thi
nguoi tiép nhan hudng dan nguoi td cdo ctr dai dién viét don t6 cao hodc ghi lai noi dung td
c40 bang van ban va yéu cau nhimg ngudi to cao ky tén hoic diém chi xac nhin vao vin ban.

b) Ngudi td céo c6 da nang luc hanh vi dan sy; truong hop khong cé di nang lyc hanh vi
dan sy thi phai c6 nguoi dai dién theo quy dinh cua phap luat;

¢) Vu viéc thude tham quyén giai quyét t6 cdo clia co quan, t chirc, ca nhan tiép nhan t6
cao;

d) Noi dung t6 cao co co so dé xac dinh nguoi vi pham, hanh vi vi pham  phap luét.
Truong hop to cdo xuat phat tir vu viéc khiéu nai da duoc giai quyét dung tham quyén, trinh
tu, thu tuc theo quy dinh cua phap luat nhung nguoi khiéu nai khong dong ¥ ma chuyén sang
t6 cdo ngudi da giai quyet khiéu nai thi chi thu Iy to c40 khi nguoi t6 cao cung cip duoc thong
tin, tai lidu, chung ctr dé xac dinh nguoi giai quyet khiéu nai co hanh vi vi pham phap lut.
Trong thoi han 05 ngay lam viéc ké tr ngay ra quyét dinh thu 1y t6 cao, nguoi giai quyét to céo
c6 trach nhiém thong bao cho nguoi td cdo va thong bao vé ndi dung t6 cédo cho ngudi bi td cdo
biét.

Budc 2: Xac minh ndi dung to cao

1. Chu tich Uy ban nhan dan cap xa tién hanh xac minh hodc giao co quan chuyén moén
thuoc Uy ban nhan dan cap xa xac minh ndi dung t6 cdo (goi chung la ngudi xac minh ndi
dung t0 cao). Vi¢c giao xac minh ndi dung td cdo phai thuc hi¢n bang van ban.

2. Truong hop ngudi giai quyét td cao giao cho co quan chuyén mén xac minh noi dung
td céo thi van ban giao xac minh ndi dung td céo thuc hién theo quy dinh tai khoan 2 Piéu 31
Luat T cdo. Co quan chuyén mon duoc giao nhiém vy xac minh ndi dung t6 cdo cé trach
nhiém thanh 1ap T6 xac minh theo quy dinh.
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3. Vin ban giao x4c minh ndi dung td cdo ¢ cac ndi dung chinh sau day: Ngay, thang,
nam giao xac minh; Nguoi duoc giao xac minh ndi dung t6 cao; Ho t€n, dia chi cua nguoi bi t6
cdo; tén goi, tru sé cua co quan, td chirc bi t céo; Noi dung can xac minh; Thoi gian tién hanh
xac minh; Quyén va trach nhiém ctia ngudi dugc giao xac minh ndi dung t6 céo.

4. Nguoi xac minh ndi dung t0 céo phai tién hanh cac bién phap can thiét dé thu thap
thong tin, tai liéu, lam r6 ndi dung t6 cdo. Thong tin, tai liéu thu thap phai dugc ghi chép thanh
van ban, khi can thiét thi 14p thanh bién ban, dugc luu giit trong hd so vu viée td cdo.

5. Trong qué trinh x4c minh, ngudi xac minh ndi dung t6 céo phai tao diéu kién dé nguoi
bi td cao giai trinh, dua ra cac ching ctr dé ching minh tinh ding, sai ciia ndi dung can xac
minh.

6. Nguoi xac minh ndi dung t6 cao duoc thyc hién cac quyén va nghia vu quy dinh tai
cac diém a, b, ¢, d khoan 1 va cac diém a, b, ¢ khoan 2 Diéu 11 cua Luat To cao 2018 theo
phéan cong cua ngudi giai quyét to cao.

7. Két thuc viéc xac minh nodi dung té cdo, nguoi duge giao xac minh phai c6 vin ban
bado cao nguoi gidi quyet to cdo vé két qua xac minh ndi dung td cdo va kién nghi bi¢n phap xu
ly.

Buéc 3: Két luan noi dung td cao Theo quy dinh tai Diéu 35 Luat T céo 2018 va Diéu
17 Nghi dinh 31/2019/ND-CP:

1. Can clr vao nodi dung td céo, giai trinh ctia nguoi bi td céo, két qua xac minh ndi dung
t6 cdo, tai licu, ching cur ¢6 lién quan, Chu tich Uy ban nhan dén cap xi ban hanh két luan noi
dung t6 cdo. Két luan ndi dung té cdo phai c6 cac ndi dung chinh sau day:

a) Két qua xac minh noi dung té céo;
b) Cin cr phap luat dé xac dinh c6 hay khong c6 hanh vi vi pham phap luat;

c¢) Két luan vé noi dung to céo la diing, ding mdt phan hoac té cao sai su that; xac dinh
trach nhiém cua tirng co quan, to6 churc, ¢4 nhan lién quan dén ndi dung to6 céo;

d) Cac bién phap xur 1y theo thim quyén can thuc hién; kién nghi co quan, t6 chtc, ca
nhan khéc 4p dung céc bién phdp xir Iy theo tham quyén doi voi co quan, td chure, cad nhan cé
vi pham phép luét;

d) Kién nghi co quan o tham quyén xem xét stra doi, bo sung chinh sach, phap luét, ap
dung cac bién phap can thiét dé bao vé loi ich cua Nha nudc, quyén va loi ich hop phap cua co
quan, to chic, ca nhan. Truong hop giai quyét lai vu viéc td céo thi ngoai cac ndi dung trén,
ngudi giai quyét tb cao phai ket luan v€ nhirng n6i dung vi pham phap luét, sai 1am hoic khong
phu hop cua viée giai quyét td cao trudc do (neu cd); xur ly theo thAm quyén hodc chi dao, kién
nghi co quan, to chirc, don vi, c4 nhan c6 tham quyen xu ly d01 v6i co quan, t6 chirc, don vi, ca
nhan c6 hanh vi vi pham phap luat trong qué trinh giai quyét t6 cdo trudc do.

2. Cham nhat 1a 05 ngay 1am viéc ké tir ngdy ban hanh két luan ndi dung té cdo, ngudi
giai quyét t6 cao giri két luan ndi dung té cao dén ngudi bi to cdo, co quan, to chirc quan ly
ngudi bi td cao va co quan, to chirc, ca nhan c6 lién quan; thong bao vé két luan ndi dung t6
céo dén nguoi t6 cho.

Budc 4: Xt 1y két luan ndi dung t6 cao Theo quy dinh tai Didu 36 Luat T cao 2018 va
Piéu 18 Nghi dinh s6 31/2019/NP-CP: 1. Cham nhit 13 07 ngay 1am viéc ké tir ngay ban hanh
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két luan nd1 dung t6 cdo, nguoi giai quyet td cado can cir vao két luan ndi1 dung t6 cdo tién hanh
viéc xu Iy nhu sau:

a) Truong hop két luan nguoi bi td cdo khong vi pham phap luat trong viée thuc hién
nhiém vu, cong vu thi khoi phyc quyén va loi ich hop phép cia nguoi bi t6 cao bi xAm pham
do viéc t6 cao khong ding sy that gay ra, dong thot xtr ly theo tham quyén hoic kién nghi co
quan, t6 chtrc, ¢4 nhan c6 thdm quyén xir Iy ngudi ¢d ¥ td cdo sai su that;

b) Trudng hop két luin ngudi bi td céo vi pham phap luét trong viéc thyc hién nhiém vu,
cong vu thi ap dung bién phap xu ly theo tham quyén hodc kién nghi co quan, t6 chirc, c4 nhan
c6 tham quyén xir 1y theo quy dinh cta phép luat.

2. Truong hop hanh vi vi pham ctia ngudi bi t6 cao c6 ddu hiéu cua toi pham thi chuyén
ngay ho so vu viéc dén Co quan di€u tra hodc Vién ki€m sat nhan dan c6 tham quyén dé xu ly
theo quy dinh cua phap luat.

3. Trong thoi han 05 ngay lam viéc ké tlr ngdy c6 ket qua xtr 1y, co quan, t6 chirc, c4 nhan
c¢6 tham quyén xu 1y kién nghi trong ket luan n6i dung tb céo co trach nhiém thong bao bang
van ban cho nguoi giai quyét t cao vé két qua xir Iy. Nguoi giai quyet t6 cao co trach nhiém
theo doi, don dbc hodc giao cho co quan chuyén mén theo ddi, don doc viée thuc hién két luan
ndi dung td cio. Truong hop giao cho co quan chuyén moén theo déi, don dbc viéc thyc hién
két luan ndi dung to cao thi co quan chuyén moén phai dinh ky hang thang bao cao voi nguoi
giai quyét to cdo vé két qua theo doi, don ddc viée thuc hién két luan ndi dung t6 céo.

4.2. Cach thirc thuc hién:

Hinh Thoi  Phi, 1€ Mo ta
thirc han gidi  phi

A

nop quyét

Truc 30 Ngay Theo quy dinh tai Piéu 30 Luat Té céo: Thoi han giai quyét to cdo
tiép 1a khong qua 30 ngay ké tir ngay thy ly t6 cdo0. P61 vai vu viée
phtec tap thi c6 thé gia han giai quyét t6 cio mot 1an nhung khong
qua 30 ngay. Dbi voi vu viéc dac biét phurc tap thi co thé gia han
giai quyét t6 cdo hai 1an, mdi lan khong qua 30 ngay.

Truc  Khéc Khéng giri don té cio qua mang

tuyén

Dich vu Khac - T6 céo dugc thue hién bang don (gui qua duong buu dién hodc

buu giri tryc tiép dén co quan, ‘nguoi co tham quyén giai quyét) - TS

chinh cao duoc trinh bay truc tiép véi co quan, to chirc, ngudi c¢6 tham
quyeén.

4.3. Thanh phan ho so:

Bao gf‘)m

Tén gidy to Miu don, to khai S6 lwong
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Pon td cao hodc ban ghi 16i té cdo  Mau ban hanh kém theo Nghi dinh s6  Ban chinh: 1
31-2019-ND-CP.doc Ban sao: 0

4.4. P6i twong thwe hién: Cong din Viét Nam, Can bd, cong chic, vién chic

4.5. Co quan thyc hién: Uy ban nhan dan cip x4

4.6. Co quan c6 thAm quyén: Khong c6 thong tin

4.7. Pia chi tiép nhan HS: Tai tru sé co quan giai quyét td cdo
4.8. Co quan dwoc ity quyén: Khong c6 thong tin

4.9. Co quan phdi hop: Khong c6 thong tin

4.10. Két qua thwe hién: Két luan noi dung tb co

4.11. Can cu phap ly:

S6 Ky hiéu Trich yéu Ngay Co
ban quan
hanh ban
hanh
25/2018/QH14 Luat 25/2018/QH14 12-06-
2018
31/2019/NDb- Nghi dinh 31/2019/ND-CP 10-04-
CP 2019
141/2025/NP- Nghi dinh sd 141/2025/ND-CP ngay 12 thang 6 nam 2025 cua  12-06-
CP Chinh phu quy dinh v€ phan dinh tham quyén cua chinh quyén 2025
dia phuong 02 cap trong linh vuc quan 1y nha nudc cua Thanh
tra Chinh phu
02/2025/TT-  Théng tu s6 02/2025/TT-TTCP ngay 25 thang 6 nam 2025 25-06-
TTCP hudng dan thyc hién mot so6 quy dinh thudc linh vuc quan Iy nha 2025

nuéc cta Thanh tra Chinh phu lién quan dén chinh quyén dia
phuong 02 cap

4.12. Yéu céu, diéu kién thyc hién:

Theo quy dinh tai khoan 1 Qiéu 29 Luat T6 cao 2018: Nguoi giai quyét to cdo ra quyét
dinh thy 1y t6 cdo khi c¢6 du cac diéu kién sau:

a) Té céo duoc thue hién theo quy dinh tai Piéu 23 cta Luét T céo;

b) Nguoi t6 cdo co du nang lyc hanh vi dan su; trudng hop khong cé di ning lyc hanh vi
dan su thi phai c6 nguoi dai dién theo quy dinh cia phap luat;

¢) Vu viéc thude thdm quyén giai quyét t6 cdo clia co quan, to chirc, ca nhan tiép nhan t6
cao;

d) Noi dung t6 cao ¢ co so dé xac dinh nguorl vi pham hanh vi vi pham phap luat.
Trudng hop té cdo xudt phat tir vu viéc khiéu nai da dugc giai quyét dung thim quyén, trinh



43

tu, thu tuc theo quy dinh cua phap luat nhung nguoi khiéu nai khong dong ¥ ma chuyén sang
t6 cdo ngudi da giai quyet khiéu nai thi chi thu ly t6 cdo khi ngudi td céo cung cap duoc thong
tin, tai liéu, ching ctr dé x4c dinh nguoi giai quyét khiéu nai c6 hanh vi vi pham phap luat.
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o PHY LUC ) L
CAC MAU VAN BAN TRONG QUA TRINH GIAI QUYET TO CAO
Mau s6 01: Ban hanh kém theo Nghi dinh sé 31/2019/ND-CP ngay 10 thang 4 nim 2019

cua Chinh phu

TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET

CHU QUAN (1) NAM
TEN CO QUAN, TO Poc 1ap - Tu do - Hanh phic
CHUC(Q® e
S6: ..../QP-...(3)... .(4)..., ngay ... thang ... nam ...
QUYET PINH
Gia han giai quyét té cio
...................... (5)eeeeiiiiiiieiiinn,

Can ct Piéu 30 cua Luat T céo ngay 12 thang 6 nam 2018;

Cén cu Di%:u 3 Nghi dinh sé.../2019/NQ-CP ngay ... thang ... nam 2019 cua Chinh phu quy
dinh chi tiet mot so6 di€u va bién phap t6 chire thi hanh Luat T6 céo;

CancCl.. .o, (0) et ;

X6t d8 nghi CUA.......veiee e (7)o :
QUYET PINH:

Piéu 1. Gia han giai quyét to cao ddi véi

...... vu viée to cdo da duoc thu ly tai

Quyetdinh ... (8)

Thoigiangiahanla ................. ngay, ké tir ngay

....................................................... 9)..

Piéu 2. ...(10)... chiu trach nhiém thi hanh Quyét dinh nay./.

CHUC VU CUA NGUOI KY
Noi nhin: (Chir ky, dau)
- Nhu Diéu 2;

Ho va tén
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Ghi chu:
(1) Tén co quan, to chirc chii quan truc tiép (néu co).
(2) Tén co quan, to chirc ban hanh quyét dinh.
(3) Chir viét tit tén co quan, to chirc ban hanh quyét dinh.
(4) bia danh.
(5) Chirc danh cuia ngudi ban hanh quyét dinh.

(6) Van ban quy dinh chiic nang, nhiém vy, quyén han ctia co quan, to chitc ban hanh quyét
dinh.

(7) Nguoi dé nghi gia han.
(8) S, ngay, thang, nim ban hanh va ngudi ban hanh quyét dinh thu 1y.
(9) Ngay hét han giai quyét t céo theo quyét dinh thu 1y.

(10) Tén co quan, to chirc, don vi, ca nhin ¢ trach nhiém thi hanh Quyét dinh nay.
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Mau s6 02: Ban hanh kém theo Nghi dinh sé 31/2019/ND-CP ngay 10 thang 4 nim 2019

cua Chinh phu

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

wo(1)..., ngay... thang...nam...

DON RUT TO CAO
Kinh gtri: ..., (2) e
Tentoila:. ..o 3)
bia chi:
Toi dé nghi Vi .....oooveiveii, (2)....cho toi 1t ndi dung t6 c40 .............cceeiiin...
NGUOI RUT TO CAO (3)
(Chit ky hogc diém chi)
Ho va tén
Ghi chu:
(1) bia danh.

(2) Chirc vu, chire danh cua ngudi giai quyét td cdo.

(3) Ho va tén ngudi lam don rat td cao. Trudng hop nhiéu ngudi t6 céo thi co chit ky (hodc

diém chi) cua nguoi dai dién hodc nhitng nguoi to céo.

(4) Ghi 16 tirng ndi dung t6 cdo dugc rat hodc rit toan bd ndi dung td céo trong don td cao

ngay ...thang... nam....
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Mau s6 03: Ban hanh kém theo Nghi dinh sé 31/2019/ND-CP ngay 10 thang 4 nim 2019
cua Chinh phu

TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET

CHU QUAN (1) NAM
TEN CO QUAN, TO Poc lap - Tu do - Hanh phiic
CHUC(®2) e
wi(3)...., ngay ... thang ... nam ...
BIEN BAN

Ghi nhan vi€c rut to cao

Vao hoi... gio ... ngdy ... thang ... ndm ........ , tai
...................................................... 3)

Téila .....(4) da lam viée truc tiép VOI .o, (5) vé viéc dé nghi rat noi dung t6 céo.
Ong (ba) ....(5) dé nghi véi ........ (6)chorut ........ (7)o

Budi 1am viéc két thiic hoi ... gio ...... phut cung ngay (hodc ngay ....... [.]...)

Bién ban nay da dugc doc cho ngudi rat to cdo nghe va xac nhan dudi day.

Bién ban dugc 1ap thanh ... ban va giao cho ...(5) 01 ban./.

NGUOI RUT TO CAO (5) NGUOI LAP BIEN BAN (4)
(Chit ky hodc diém chi) (Chir ky)
Ho va tén Ho va tén
Ghi chu:

(1) Tén co quan, to chirc chii quan truc tiép (néu co).
(2) Tén co quan, to chitc nguoi 1ap bién ban cong tac.
(3) bia danh.

(4) Ho va tén, chtrc danh, churc vy, co quan, t6 chirc cua nguoi 1ap bién ban ghi nhan vi¢e rut to
cao.

(5) Ho va tén clia nguoi rat to cao hodc nguoi dai dién.
(6) Chtrc vu, chire danh cua ngudi giai quyét td céo.

(7) Ghi 13 tirng ndi dung té cdo duogc rut hodc rat toan bd nodi dung td céo trong don td cao
ngay ...thang...nam....
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Mdu s6 04: Ban hanh kém theo Nghi dinh s6 31/2019/ND-CP ngay 10 thing 4 nim 2019
cua Chinh phu

TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET

CHU QUAN (1) NAM
TEN CO QUAN, TO Poc lap - Tu do - Hanh phiic
CHUC(2) e
Sb: ... /QP-...(3)... wi(4)..., ngay ... thang ... nam ...
QUYET PINH

Thu Iy t6 cdo

Can ct Piéu 29 Luat T6 cdo ngdy 12 thang 6 nam 2018;

Can ctr Piéu 9 Nghi dinh sé.../ZOIQ/ND-CP ngay... thang ... nam 2019 cta Chinh phu quy dinh
chi tiét mot sO di€u va bién phap to6 chirc thi hanh Luat T6 céo;

Canclr ..o ()

X6t d& nghi cla ......ovveeeieeie e (7) e
QUYET PINH:

Piéu 1. Thu Iy t6 cdo dbi vai: ......... (8) ngay...thAng..nAM ...........coeeiineiieeeii.. .

Noi dung t6 cao duge thu ly: .......... (9) e

Thoi han giai qUYEL t8 CA0 1A . .....iee et

Piéu 2. Cac ong (ba)......... (10)... va co quan, to chirc, don vi, c4 nhan c6 lién quan chiu trach

nhiém thi hanh Quyét dinh nay./.

CHUC VU CUA NGUOI KY
Noi nhin: (Chir ky, dau)
- Nhu Diéu 2;

Ho va tén
Ghi chu:
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(1) Tén co quan, to chirc chii quan truc tiép (néu co).
(2) Tén co quan, to chirc ban hanh quyét dinh.
(3) Chir viét tat tén co quan, t6 chirc ban hanh quyét dinh.
(4) bia danh.
(5) Chirc danh cuia ngudi ban hanh quyét dinh.

(6) Van ban quy dinh chtrc ning, nhiém vy, quyén han ctia co quan, to chirc ban hanh quyét
dinh.

(7) Ngudi dé nghi thu 1y.
(8) Nguoi bi t6 céo.
(9) Cac noi dung té cao dugce thu 1y.

(10) Tén co quan, t6 churc, don vi bi t0 cdo; ho tén, churc vy, chirc danh, dia chi ctia ¢4 nhan bi
td cao.
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Mau s6 05: Ban hanh kém theo Nghi dinh sé 31/2019/ND-CP ngay 10 thang 4 nim 2019
cua Chinh phu

TEN CO QUAN, TO CHUC ~ CONG HOA XA HQI CHU NGHIA VIET

CHU QUAN (1) NAM
TEN CO QUAN, TO Poc lap - Tu do - Hanh phiic
CHUC(®2) e
Sb: ..../TB-...(3)... wi(4)..., ngay ... thang ... nam
THONG BAO

Viéc thu Iy t6 cao

....(5)...d3 nhan dugc dontd cdocua ........ (6) ngay ...... thang.... ndm ....., tb cdo hanh vi vi
pham phap luét caa ....(7)....

Theo quy dinh ctia phdp luat, ..., (8) e,

Vay thong bao dé ..................... (6) biét va thyc hién quyén, nghia vu ctia ngudi to céo theo
quy dinh cua phap luat./.

CHUC VU CUA NGUOI KY
Noi nhan: (Chir ky, dau)

Ho va tén
Ghi chu:

(1) Tén co quan, t6 chirc chil quan truc tiép (néu co).

(2) Tén co quan, to chirc ban hanh thong bao.

(3) Chir viét tat tén co quan, t6 chirc ban hanh thong bao.

(4) bia danh.

(5) Tén co quan, to chirc ban hanh théng bao.

(6) Ho va tén clia nguoi to cdo hodc nguoi dai dién.

(7) Tén co quan, td chirc bi to cdo, ho tén, chirc vy, chire danh, dia chi c4 nhan bi td céo.

(8) Nguoi c6 thim quyén giai quyét td cdo, thu 1y hodc khong thu 1y té cao. Trudng hop thu Iy
thi ghi 16 ndi dung thu 1y va thoi han giai quyét té cao. Truong hop khong thu ly t c4o thi ghi
13 1y do khong thu ly. Trudng hop do co quan, t6 chc, ca nhan c6 tham quyén chuyén dén thi
phai ghi t cdo do co quan, to chirc ca nhan cé tham quyén chuyén dén.
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Mdu s6 06: Ban hanh kém theo Nghi dinh so 31/2019/ND-CP ngay 10 thing 4 nim 2019

cua Chinh phu

TEN CO QUAN, TO CHUC

CHU QUAN (1)
TEN CO QUAN, TO
CHUC (2)

Theo quy dinh cta phap luat,

Vay thong bao dé ..............

quy dinh cua phap luat./.

Noi nhdn:

Ghi chu:

CONG HOA XA HQI CHU NGHIA VIET
NAM
Poc lap - Tu do - Hanh phiic

wi(4)..., ngay ... thang ... nam ...

THONG BAO

Ve néi dung to cao

CHUC VU CUA NGUOI KY
(Chit ky, dau)

Ho va tén

(1) Tén co quan, to chirc chii quan truc tiép (néu co).

(2) Tén co quan, to chitc ban hanh théng bao.

(3) Chir viét tat tén co quan, t6 chirc ban hanh thong bao.

(4) bia danh.

(5) Tén co quan, to chirc ban hanh théng bao.

(6) Ho va tén cua ngudi bi to céo.

(7) Nguoi c6 thim quyén giai quyét td cdo da thu Iy t6 cao (ghi rd ndi dung thu 1y té cdo va

thot han gidi quyét to cdo).
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Mdu s6 07: Ban hanh kém theo Nghi dinh so 31/2019/ND-CP ngay 10 thing 4 nim 2019
cua Chinh phu

TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET

CHU QUAN (1) NAM
TEN CO QUAN, TO Péc lap - Tu do - Hanh phiic
CHUC(®2) e
Sb: ... /QDP-...(3)... wi(4)..., ngay ... thang ... nam ...
QUYET PINH

Thanh 14p Poan (T6) xdc minh ndi dung té cao

Can ct Luét TS cdo ngdy 12 thang 6 nam 2018;

Can cur Nghi dinh s6.../201 9/ND-CP ngay ...thang ... nam 2019 cua Chinh phu quy dinh chi tiét
mot sO di€u va bi¢n phap t6 churc thi hanh Luat To cao;

Cancl ..ooii (0) e ;

Can Cll ..o, (7) e ;

X6t d8 nghi CUA......uveiv e (8) et ,
QUYET PINH:

Piéu 1. Thanh 1ap Poan (Td) xac minh ndi dung t6 c4o, EOM: ........vveeveneennn....

1.Ong (ba)................ chlic VU.......oooviiiii, - Trudng doan (T6 trudng);

2.0ng (ba)................ chiic VU.......oooiiii, - Thanh vién;

Thoi gian tién hanh xac minh 1a......... ngay, ké tir ngay ky Quyét dinh nay.

Poan (Té)) xac minh thuc hién cac quyén, nghia vy, trach nhi€ém quy dinh tai cac diéma, b, c, d
khoan 1 va diém a, b, ¢, khoan 2 Biéu 11 cua Luat To cao.

Piéu 3. Cac ong (ba) (10)...,...(L1)...., co quan, to chure, don vi, ca nhén ¢6 lién quan va cac
ong (ba) co tén tai Piéu 1 chiu trach nhiém thi hanh Quyét dinh nay./.
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CHUC VU CUA NGUOI KY
Noi nhin: (Chir ky, ddau)
- Nhu biéu 3;
- Luu: VT, hd so.
Ho va tén
Ghi chu:

(1) Tén co quan, t6 chirc chil quan truc tiép (néu co).

(2) Tén co quan, to chitc ban hanh quyét dinh.

(3) Chir viét tat tén co quan, t6 chirc ban hanh quyét dinh.
(4) bia danh.

(5) Chirc danh ciia ngudi ban hanh quyét dinh.

(6) Vian ban quy dinh chiic nang, nhiém vy, quyén han ctia co quan, to chitc ban hanh quyét
dinh.

(7) Van ban giao nhiém vu xac minh ndi dung td cdo.

(8) Nguoi dé nghi thanh 1ap Poan (T6) xac minh ndi dung té céo.

(9) Cac ndi dung té cao duoc giao xac minh.

(10) Nguoi ding dau co quan, t6 chirc ¢6 trach nhiém thi hanh quyét dinh xac minh.

(11) Tén co quan, to chirc bi té cdo; ho tén, chirc vy, chitc danh ctia ¢4 nhan bi to cao.
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Mau s6 08: Ban hanh kém theo Nghi dinh sé 31/2019/ND-CP ngay 10 thang 4 nim 2019
cua Chinh phu

TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET

_CHU QUAN (1) NAM
POAN (TO) XAC MINH Poc lap - Tu do - Hanh phiic
NOIDUNGTOCAO = e

wi(2)..., ngay ... thang ... nam ...

BIEN BAN

.............. &) FOOT—
Vao hoi....gid....ngdy...thang...nim ...... R 2
Poan (T6) xéc minh t6 cao dugc thanh I3p theo Quyét dinh s6 ..../QDP... ngdy.../.../...
cua........... , gom:
L.ONZ (DA) o chirc vu ...
2.0NZ (DA) oo chtc vy ...
Tién hanh 1am viéc v&i: .ooovevvnvennnenn.... (B) e
Noidung lam viéc: ..., (5) e

Budi lam viéc két thuc hoi... gio... phit cung ngdy (hodc ngay ... .../...)

Bién ban nay da dugc doc cho nhitng nguoi cung lam viéc nghe va xac nhan dudi day.

Bién ban dugc 1ap thanh.... ban va giao cho...(6)..../.
NHUNG NGUOI CUNG LAM VIEC POAN (TO) XAC MINH (**)
(Chit ky hodac diéem chi) (*) (Tung thanh vién lam viéc ky)

Ho va tén Ho va tén
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Ghi chu:
(1) Tén co quan, to chirc ban hanh Quyét dinh thanh 14p Poan (T6) xac minh.
(2) bia danh.
(3) Tén bién ban, vi du: Bién ban 1am viéc tryc tiép voi nguoi t cdo, ngudi bi to cao, Bién ban
lam viéc v&i co quan, to chirc, cd nhan, dé thu thip thong tin, tai liéu, bang chung lién quan
dén nodi dung t6 cdo...
(4) Ho, tén, chirc danh, dia chi, s6 dién thoai lién hé (neu c0) cua nhirng nguoi cung lam viée.
Nguoi cting 1am viée ¢ thé 1a: ngudi td cdo, ngudi bi té céo... Pai dién co quan, t6 chirc, don

vi hodc cé nhan c6 lién quan.

(5) Ghi n6i dung lam viéc; ¥ kién cua nhiing nguoi cung lam viéc, cuia thanh vién Poan (T0)
xac minh.

(6) Tén co quan, to chirc, ca nhéan lién quan duoc Poan (Td) xac minh giao bién ban.
(*) Truong hop c6 nguoi khong ky thi phai ghi rd trong bién ban.

(**) Dai dién Poan (T6) xac minh ndi dung t6 cao ky vao timg trang ctia Bién ban.



56

Mau s6 09: Ban hanh kém theo Nghi dinh sé 31/2019/ND-CP ngay 10 thang 4 nim 2019
cua Chinh phu

TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET

CHU QUAN (1) NAM
TEN CO QUAN, TO Poc lap - Tu do - Hanh phiic
CHUC(®2) e
Sb: ... /...(3)... wi(4)..., ngay ... thang ... nam ...
Kinh gui: ... (5) e

Dé ¢ co s& cho viée két luan noi dung td c4o bao dam chinh xéac, khach quan,...(2)...... trung
cau giam dinh céc thong tin, tai li¢u, bang ching sau day: ................ccooeiini.l. (6)
Vay dé nghi .......... () P tién hanh giam dinh va gui két qua cho
........................... (2)eeiiiiiiiiiiiiiii e, trude ngay...thang... nam....
............ 2)........... cr 6ng (ba)...(7)... 1a thanh vién Poan (T6) xac minh td cao truc tiép ban

giao céc tai lidu, bang chtng va nhan két qua giam dinh./.

CHUC VU CUA NGUOI KY
Noi nhin: (Chit ky, ddu)
- Nhu trén;
S reienn(8);

- Luu: VT, ho so.
Ho va tén
Ghi chu:

(1) Tén co quan, to chirc chii quan truc tiép (néu co).

(2) Tén co quan, to chirc trung cau giam dinh.

(3) Chir viét tat tén co quan, t6 chirc trung cau giam dinh.

(4) bia danh.

(5) Tén co quan, t6 chitc duoc trung ciu giam dinh.

(6) Cac thong tin, tai liéu, bang chimg dé nghi giam dinh va ndi dung can giam dinh.

(7) Ho tén, chirc vy, chirc danh ciia ngudi dugce cir ban giao thong tin, tai liéu, bang ching, tiép

nhan két qua giam dinh.

(8) Nguoi giadi quyét to cdo, nguoi to cdo va co quan, to chure, ¢ nhan c¢o lién quan.
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Mdu s6 10: Ban hanh kém theo Nghi dinh s6 31/2019/ND-CP ngay 10 thing 4 nim 2019
cua Chinh phu

TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET

_CHU QUAN (1) NAM
POAN (TO) XAC MINH Poc lap - Tu do - Hanh phiic
NOIDUNGTOCAO = e

wer(2)..., ngay ... thang ... nam ...

BAO CAO

Keét qua xac minh néi dung to cao

Kinh gti: ..o, (3)eiiiiiii
Thuc hién Quyét dinh sb.../QP...ngdy .../.../......... CUA e, (4)
Tu ngay .../.../ .. dénngay ../.../....... , Poan (T6) xac minh d4 tién hanh xac minh ndi dung to
cao doi voi:
........................................................................................................ (5)
Poan (T6) xac minh ndi dung t6 cdo bao céo két qua xac minh ndi dung td cao, nhu sau:
1. Két qua xdc minh: ....................... () PSR UURRUPR
2. Nhén xét, danh gia: ..................... (7 T
3. Kiénnghi: ..oovvniiiiieee (B) ettt

Trén day la bao céo két qua xac minh ndi dung td céo, dé nghi... (3)... xem x¢ét, chi dao./.

TRUONG POAN (TO) XAC MINH

Noi nhdn: )
- Nhu trén; (Chir ky)

Ho va tén
Ghi chu:

(1) Tén co quan, t6 chirc ban hanh Quyét dinh thanh 14p Poan (T) xac minh.
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(2) bia danh.
(3) Nguoi dimg dau co quan, td chirc ban hanh Quyét dinh thanh 14p Doan (T6) x4c minh.
(4) Nguoi ban hanh, trich yéu Quyét dinh thanh 1ap Poan (T6) x4c minh.

(5) Tén co quan, t6 chirc hodc ho tén, chtrc vu, chic danh, dia chi ciia ¢ nhan bj t cdo va tom
tat noi dung t6 céo.

(6) Két qua xac minh theo tirng ndi dung tb cdo, ndi dung giai trinh ctia ngudi bi td cdo.

(7) Nhén xét, danh gia theo timg ndi dung td céo, trong d6 néu rd cin cr phap luat dé xac dinh
c6 hay khong c6 hanh vi vi pham phap luat, noi dung t6 cao la t6 cdo ding, ding mot phan
hodc sai; viéc cd ¥ t6 cdo sai (néu co); nhan xét, danh gia vé hanh vi vi pham phép luat cta
nguoi bi t6 c4o, co quan, t6 chirc, ca nhan khac (neu c0); xac dinh trach nhiém cua tirng co
quan, t6 chtrc, c4 nhan lién quan dén nodi dung 6 céo.

(8) Kién nghi xir Iy ddi vé6i co quan, t6 chtrc, ca nhan c¢6 hanh vi vi pham; cac bién phap can
thiét dé bao vé loi ich ctia nha nude, quyén va loi ich hop phap cia co quan, t6 chirc, ca nhén.

(*) Truong Poan (T6) xac minh ndi dung td céo ky vao ting trang ciia Béo céo.
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Mau s6 11: Ban hanh kém theo Nghi dinh sé 31/2019/ND-CP ngay 10 thang 4 nim 2019
cua Chinh phu

TEN CO QUAN, TO CHUC CONG HOA XA HOI CHU NGHIA VIET NAM

CHU QUAN (1) Poc 1ap - Ty do - Hanh phic
TEN COQUAN,TO e
CHUC (2)
Sb: ... /BC- ...(3)... (4)..., ngay ... thang ... nam ...
BAO CAO

Keét qua xac minh ngi dung to cao

Kinh guri: ................. (5) e
Thuc hién nhiém vu dugc giao xac minh ndi dung 0 CAO AT +evneeeeee e, (6)
... (2) ... d3 thanh 1ap Poan (T0) xac minh ndi dung té cdo d6i vOi: ........ooeevveei.... (7)

Can ctr Bdo céo cua Doan (Td) x4c minh vé két qud xac minh ndi dung to cdo va cac thong tin,

tai lidu, bang ching co lién quan,... (2)... BA0 CA0 c.. (5) wunevveneeeeeee e, nhu sau:
1. Két qua xdc minh: ..........cooeeiiieeiiin..l () et
2. Nhan xét, danh gia: .......................... (9) e
3.Kin nghic ..ooovveie e, (10) oo e,

Trén day la bao cao két qua xac minh ndi dung t céo, dé nghi ... (5) ... xem xét, két luan./.

CHUC VU CUA NGUOI KY
Noi nhdn: (Chir ky, ddau)
- Nhu trén;

................. )

- Luu: VT, hd so.

Ho va tén
Ghi chu:
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(1) Tén co quan, to chirc chii quan truc tiép (néu co).
(2) Tén co quan, to chirc bao cao két qua xac minh ndi dung td cdo.
(3) Chir viét tat tén co quan, to chirc bao cao két qua xac minh ndi dung t6 cio.
(4) bia danh.
(5) Nguoi giai quyét td cao.
(6) Van ban giao nhiém vu xac minh ndi dung té cdo ctia ngudi giai quyét to céo.

(7) Tén co quan, t6 chirc hodc ho tén, chirc vu, chirc danh, dia chi ctia ¢4 nhan bi t6 cao va tom
tat ndi dung to cdo.

(8) Két qua xac minh theo ting ndi dung t6 cdo, ndi dung giai trinh ctia ngudi bi td cdo.

(9) Nhén xét, danh gia theo timg ndi dung t céo, trong d6 néu ro can ctr phap luét dé xac dinh
c6 hay khong c6 hanh vi vi pham phap luat, noi dung t6 cao la t6 cdo ding, ding mot phan
hodc sai; viéc cd ¥ t6 cdo sai (néu co); nhan xét, danh gia vé hanh vi vi pham phép luat cta
nguoi bi t céo, co quan, td chtrc, c4 nhan khac (neu c0); xac dinh trach nhiém cua tung co
quan, t6 chtrc, c4 nhan lién quan dén nodi dung 6 céo.

(10) Kién nghi xtr Iy d61 vé1 co quan, to chure, cd nhan ¢6 hanh vi vi pham; cac bién phap can
thiét dé bao vé loi ich cia nha nudce, quyén va loi ich hop phép ctia co quan, t6 chirc, ca nhan.
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Mau s6 12: Ban hanh kém theo Nghi dinh sé 31/2019/ND-CP ngay 10 thang 4 nim 2019
cua Chinh phu

TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET

CHU QUAN (1) NAM
TEN CO QUAN, TO Poc lap - Tu do - Hanh phiic
CHUC(®2 e
Sb: ... /KL-....(3).... wi(4)..., ngay ... thang ... nam ...

KET LUAN NOI DUNG TO CAO

Doi vai ............ ) I
NGAY... oy e, (2)... dd ban hanh Quyét dinh s6.../QP-... thu 1y té cao ddi véi

Can ctr ndi dung to céo, giai trinh cua nguoi bi to cdo, két qua xac minh ndi dung to céo, cac
tai li€u, chiing cr ¢ lién quan va doi chi€u voi cac quy dinh cua phép luat,... (2)... két luan nodi
dung t6 cdo nhu sau:

1. Két qua xac minh ndi dung t6 cao: (6)

2. Can ctr phap luat dé xac dinh c6 hay khong c6 hanh vi vi pham phép luat (7)

3 KEtIUAN: ..o (8)

4. Céc bién phap xir 1y theo thim quyén can thuc hién va kién nghi: ......................... 9)

NGUOI GIAI QUYET TO CAO

Noi nhdgn: (Chir ky)
- (D).
-...(10)...;

-1

-.(12)..

-...(13)..; Ho va tén
-4,

- Luu: VT, hd so.

Ghi chu:
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(1) Tén co quan, to chirc chii quan truc tiép (néu co).
(2) Tén co quan, to chirc két luan ndi dung tb cio.
(3) Chir viét tit tén co quan, td chuc két luan nodi dung td céo.
(4) bia danh.
(5) Tén co quan, td chtre bi td cdo hodc ho tén, chirc vy, chirc danh, dia chi c4 nhan bi td cdo.
(6) Két qua xac minh theo tirng ndi dung t6 cdo, ndi dung giai trinh ctia ngudi bi td cdo.
(7) Néu rd can ctr phéap luat dé xac dinh c6 hay khong c6 hanh vi vi pham phap luat.
] Két luan tig nodi dung t6 céo, trong d6 néu rd ndi dung t cdo 1a t6 cao ding, ding mot
phan hodgc sai; viéc co y t6 céo sai (néu c0) két luan vé hanh vi vi pham phép luat cua nguoi bl
t6 céo, co quan, t6 chtrc, ca nhan khac (néu c6); nguyén nhén; trach nhiém cua nguoi bi t6 cao,
co quan, to chtrc, c4 nhan c6 lién quan trong nhitng ndi dung té cao dung hodc dung mot phan;
thiét hai vé vat chat, tinh than do hanh vi vi pham phap luat gay ra; dbi tugng bi thiét hai;
nhing néi dung vi pham phap luét, sai lam hogc khong phu hop cua viée giai quyét to cao
trude d6 (néu cd) va trach nhiém cta co quan, to chirc, don vi, ca nhan c¢6 lién quan.
(9) Cac bién phép xtr Iy theo tham quyén can thyc hién; kién nghi co quan, t6 chtrc, c4 nhan
khac ap dung cac bién phap xt Iy theo tham quyen d6i voi co quan, t6 chtrc, c4 nhan c6 vi
pham phap luat; kién nghi co quan co thim quyén xem xét stra doi, bo sung chinh sach, phap
luat, ap dung cac bién phap can thiét dé bao vé loi ich cua Nha nudc, quyén va loi ich hop
phép cta co quan, t6 chure, ca nhan.
(10) Co quan thanh tra nha nudc cip trén.
(11) Co quan thanh tra nha nudc cing cép.
(12) Nguoi bi t6 céo (trong truong hop van ban Két luan c6 thong tin thude bi mat nha nudc,
thong tin c6 hai cho nguo1 to cdo thi phai trich van ban, luge bo thong tin do6 trude khi giri cho
nguoi bi to cdo).

(13) Tén co quan, to chirc, ca nhan quan 1y ngudi bi td cdo.

(14) Tén co quan, to chirc, c4 nhan khac c6 lién quan dugc nhan két luan.
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5. Tén tha tuc: Tha tuc ké Kkhai tai sin, thu nhiap (Ma thu tuc:
2.002400.000.00.00.H12)

Trinh tyu thyc hién:

- Buéc 1: Lap danh sach nguoi c6 nghia vu ké khai va huéng dan viéc ké khai

+ Co quan, td chirc, don vi sir dung nguoi ¢6 nghia vu ké khai tai san, thu nhap (goi tat 1a
nguoi c6 nghia vu ké khai) 1ap danh sach nguoi c6 nghia vy ké khai duge quy dinh tai Diéu 34
Luat Phong chéng tham nhiing 2018 (PCTN) va Diéu 10 Nghi dinh 130/2020/ND-CP.

+ Co quan, to chirc giri mau Ban ké khai tai san, thu nhap theo mau quy dinh tai Nghi
dinh 130/2020/ND-CP (sau day goi 1a Ban ké khai), hudéng dan va yéu cau nguoi cé nghia vu
ké khai thuc hién vi¢c ké khai tai san, thu nhéap.

- Buodc 2: Thuc hién viéc ké khai Nguoi c6 nghia vu ké khai co6 trach nhiém ké khai theo
mau (02 ban ké khai) va gui vé co quan, to churc noi minh lam viéc. Tai san, thu nhap phai ké
khai (quy dinh tai Diéu 35 Luat PCTN 2018) bao gom:

a) Quyén sur dung dat, nha &, cong trinh xdy dung va tai san khac gan lién véi dat, nha o,
cong trinh xay dung;

b) Kim khi quy, d4 quy, tién, gidy to co gia va dong san khac ma mdi tai san c6 gia tri tir
50.000.000 dong trd lén;

c¢) Tai san, tai khoan & nudc ngoai;

d) Tong thu nhap gitra 02 lan ké khai. Truong hop ban ké khai khong ding theo mau
hoic khong day du vé noi dung thi co quan, t6 chirc, don vi yéu cau ké khai bo sung hoic ke
khai lai. Thoi han ké khai bo sung hodc ké khai lai 1a 07 ngay ké tir ngay nhan dugc yéu cau,
trur truong hop ¢o6 1y do chinh dang.

- Bu6c 3: Tiép nhan, quan 1y, ban giao ban ké khai. Trong thdi han 20 ngay ké tir ngay
nhan dugc ban ké khai, co quan, t6 chire, don vi quan 1y, sir dung nguoi c¢6 nghia vu ké khai ra
soat, kiém tra ban ké khai va ban giao 01 ban ké khai cho Co quan kiém soat tai san, thu nhép
c6 tham quyén quy dinh tai Piéu 30 Luat PCTN 2018.

- Budc 4: Cong khai ban ké khai

a) Ban ké khai ctia ngudi c6 nghia vy ké khai phai duoc cong khai tai co quan, t6 chirc,
don vi noi nguoi d6 thuong xuyén lam vig¢ce.

b) Ban ké khai cua nguoi dy kién dugc bd nhiém giir chirc vu lanh dao, quan 1y tai co
quan, t6 chtrc, don vi phai dugc cong khai tai cudc hop lay phiéu tin nhiém.

¢) Ban ké khai ctia nguoi Gng cir dai biéu Quéc hoi, nguoi ing cur dai biéu Hoi dong nhan
dan phai duoc cong khai theo quy dinh ciia phap luat vé bau cir.

d) Ban ké khai ctia nguoi du kién bau, phé chuan tai Qubc hoi, Hoi dong nhan dan phai
duoc cong khai v6i dai biéu Qudc hoi, dai biéu Hoi dong nhan dan trude khi bau, phé chuan.
Thoi diém, hinh thtrc céng khai duoc thyc hién theo quy dinh ctia Uy ban Thudng vu Qudc
hoi.

e) Ban ké khai cia ngudi du kién bau gitr chire vy lanh dao, quan 1y tai doanh nghiép nha
nudc dugc cong khai tai cudc hop léy phiéu tin nhiém khi tién hanh b6 nhiém hodc tai cudc
hop cua Hoi déng thanh vién khi tién hanh bau céac chic vu lanh dao, quan ly.

Trinh tu, cach thirc thuc hién tai tinh Ca Mau

1. Béi voi cép tinh: T6 chirc, ca nhan gui hd so, thi tuc hanh chinh truc tiép dén Bo phan
mot cua Thanh tra tinh; cdc co quan chuyén mon thugc UBND tinh; Thanh tra cac Sé&; cac
phong, ban chuyén mon thudc SO va cip tuwong duwong (dugc viét tat 1a: co quan, ngudi cd
thAm quyén giai quyét cap tinh); hodc guri qua dich vu buu chinh cong ich (néu du diéu kién
theo quy dinh).
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2. Déi voi cap xa: To chic, ca nhan gui ho so, thu tuc hanh chinh truc tiép dén B phan
Tiép nhan va Tra két qua thuoc UBND cip x4; hodc gti qua dich vu buu chinh cong ich (néu
du diéu kién theo quy dinh).

3. Thoi gian tiép nhan:

- Vao gid hanh chinh cac ngay 1am viéc trong tuan (trir ngay nghi 18 theo quy dinh), cu
thé nhu sau:

+ Budi sang: Tir 07 gio 00 phut dén 11 gid 00 phit.

+ Budi chiéu: Tur 13 gid 00 phat dén 17 gior 00 phit.

Ciach thirc thuc hién:

Hinh thirc ndp | Thoi han giai quyét | Phi, 18 phi Mo ta

Viéc ké khai tai san, thu nhap duoc
tién hanh tai co quan, t6 chuc, don vi
cua nguoi c6 nghia vy phai ké khai.
1. Thoi diém hoan thanh ké khai 1an
dau: - Nguoi dang giit vi tri cong tac
quy dinh tai cac khoan 1, 2 va 3 Diéu
34 cua Luat PCTN phai hoan thanh
viéc ké khai trudc ngay 31/3/2021
(theo huéng dan tai cong van sd
252/TTCP-C.IV ngay 19/2/2021 cua
Thanh tra Chinh phi). - Nguoi lan
dau gitr vi tri cong tic quy dinh tai
cac khoan 1, 2 va 3 Diéu 34 Luat
PCTN phai hoan thanh vi¢c ké khai
cham nhit 1a 10 ngay ké tir ngay
duoc tiép nhan, tuyén dung, bo tri
vao vi tri cong tac. 2. Thoi diém hoan
thanh viéc ké khai b sung: Khi
ngudi cd nghia vu ké khai co bién
dong vé tai san, thu nhap trong nim
c6 gia tri tr 300.000.000 dong tro
Ién. Viéc ké khai phai hoan thanh
trude ngay 31 thang 12 cua nam cé

Truc tiép 12 Théng

bién dong vé tai san, thu nhap. 3.
Thoi diem hoan thanh viée ké khai
hang nam : Nguoi gitt chuc vu tu
Giam ddc so va tuong duong trd 1én;
ngudi 1am cong tac t6 chirc can bo,
quan ly tai chinh cong, tai san cong,
dau tu cong hoic tryuc tiép tiép xuc va
giai quyét cong viéc cla co quan, tO
chuc, don vi, cd nhan khac theo quy
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Hinh thtrc ndp | Thoi han giai quyét

Phi, 1¢ phi

Mo ta

dinh cua Chinh phu phai hoan thanh
viéc ké khai trudc ngay 31 thang 12
hang nam. 4. Thoi diém hoan thanh
viéc ké khai phuc vu cong tac can bd:
- Nguoi c6 nghia vu ké khai quy dinh
tai cdc khoan 1, 2 va 3 Diéu 34 cua
Luat PCTN 2018 khi du kién bau,
phé chuén, bé nhiém, bd nhiém lai,
cur gitt chuc vu khac phai hoan thanh
ké khai cham nhit 13 10 ngay trudc
ngdy du kién bau, phé chuin, bd
nhiém, b6 nhiém lai, cir gilr chtrc vu
khéc; - Nguoi co6 nghia vu ké khai
quy dinh tai khoan 4 Piéu 34 cua
Luat PCTN 2018 viéc ké khai duoc
thuc hién theo quy dinh cua phap luat
vé bau cir.

Thanh phan ho so:

Tén giay to Mau don, to khai | SO lugng
Ho so gom co: 1. Cac van ban chi dao t6 chuc trién khai x .
N . , Z. ... . | Mau ban hanh
thuc hién viéc ké khai; 2. Danh sach doéi tugng phai ké . : , ,
. . Y1 C e N kém theo Nghi | Ban chinh: 0
khai theo quy dinh; 3. Ban ké khai tai san, thu nhap ctua ) J
. LA A e 1A ) , ; | dinh so6 130- ,
cac doi tugng thudc dién phai ké khai (02 ban); 4. SO Ban sao: 0
. PR o X \ 2020-ND-
theo doi1 viéc giao, nhan Ban ké khai. SO luong ho so: 01
b3 CP.docx

Poi twgng thuc hién: Can bo, cong chure, vién chirc
Co quan thuec hién: Co quan nha nudc c6 lién quan

Co quan c6 thAim quyén: Khong c6 thong tin

Pia chi tiép nhan HS: Tai co quan, t6 chirc, don vi cia ngudi c6 nghia vu phai ké khai

Co quan dugrc ty quyén: Khong c6 thong tin

Co quan phoi hgp: Khong co6 thong tin

Két qua thwe hién: Ban ké khai tai san, thu nhap

Can cu phap ly:
S6 ky hiéu Trich yéu Ngay ban hanh | Co quan ban hanh
36/2018/QH14 | Luat 36/2018/QH14 20-11-2018
130/2020/ND- Nghi dinh 130/2020/NDB-CP 30-10-2020
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S6 ky hiéu Trich yéu Ngay ban hanh | Co quan ban hanh

CP

Yéu cz‘lu, diéu kién thuc hién:

1. Nguoi co nghia vu ké khai phai ké khai trung thyuc vé tai san, thu nhap, giai trinh trung
thue vé ngudn gde cua tai san, thu nhép tang thém theo trinh ty, thu tuc quy dinh tai Luat nay
va chiu trach nhi¢ém trudc phap luat vé viéc ké khai tai san, thu nhap.

2. Viéc ké khai 1an dau, ké khai hang nam, ké khai phuc vu cong tac can by duogc thuc
hién theo Mau ban ké khai va huéng dan tai Phu luc I ban hanh kém theo Nghi dinh
130/2020/ND-CP.

3. Viéc ké khai bd sung duoc thuc hién theo Mau ban ké khai va huéng dan viéc ké khai
bo sung tai Phu luc II ban hanh kém theo Nghi dinh 130/2020/ND-CP.
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PHU LUC
Phin I
MAU BAN KE KHAI VA HUONG DAN VIEC KE KHAI TAI SAN, THU NHAP LAN DAU,
KE KHAI HANG NAM, KE KHAI PHUC VU CONG TAC CAN BQ
(Kem theo Nghi dinh so 130/2020/ND-CP ngay 30 thang 10 nam 2020 cua Chinh phu)

A. MAU BAN KE KHAI TAI SAN, THU NHAP

TEN CO QUAN PON VI CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

BAN KE KHAI TAI SAN, THU NHAP ...®»
(Ngay..... thang..... nam..... )®

I. THONG TIN CHUNG

1. Nguoi ké khai tai san, thu nhap

SHO VAN oo Ngay thang nam sinh: ...........ccocceeiennnnnn
- Chirc vu/chlic danh CONE tAC: ....ccuviieiiiiieiiieeieeceeee e s e e e e e e e

= CO qUAN/AON VI CONZ TAC: .vvieiieiiiieiieeteeeiie et et ettt ee st et e st e ebeesabeebeesaseenseesseeeseesaneans
= NOT ThUONZ T 1ottt ettt sttt s

- S6 cin cudc cong dan hodc gidy chimg minh nhan dan®: ... ngay

SHO VA eI Ngay thang nam sinh: .................

= INZNE NERIEP: ettt

S INOT LA VIBE™: ettt ettt et et et et e e e e eeenene

A [0 51 (o 1 T o PSPPSR

- ’S(") can cudc cong dan hoac ’giéy ching minh nhan dan: ...........ccoooiiiiiiiiie, ngay
CAP.veeerreeerreeerreeerree e NOT CAP veevvreeerreerreeenreeeereeeeneeennneeens

3. Con chua thanh nién (con dé, con nudi theo quy dinh cua phap luat)
3.1. Con thir nhét:

SHOQ VAN oo Ngay thang nam sinh: ...........ccccceenie.
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[0 5 1E (o 4T o PSR USR

- SO can cudce cong dan hodc giay chung minh nhan dan: ...........cccceeeeeneen. ngay cap........ noi cap

3.2. Con thtr hai (trd 1én): Ké khai twong tu nhu con thir nhat.

II. THONG TIN MO TA VE TAI SAN®

1. Quyén str dung thuc té ddi voi dat®:

1.1. Dat ¢

1.1.1. Thira thtr nhat:

2 H CHEI®): ettt ettt ettt ettt ettt
S DN HICRD: ettt ettt ettt ettt ettt ettt e enens
s GHA TN ettt ettt ettt
- Gidy chimg nhan quyeén sir dung™D: ...........cooiiiirioeeeeeeee e
- Thong tin Khac (18U €O)12): ....meeeeeeeeeeeeeeeeee e
1.1.2. Thira thir 2 (tr¢ 1én): Ké khai twong ty nhu thira thr nhat.

1.2. Céc loai dat khac!¥:

1.2.1. Thira thit nhét:

- L0@i A4t Dia Chi: oo
S DIEN tICR: Lot eeaaeas
s GHA TN ettt ettt et ettt ettt et et e ettt eneaen
- Gidy chimg nhan QUYEN ST AUNE: ....o.vieeeeeeeeeeeeeeeee et

= ThONg tin KNAC (8T CO): .ot

1.2.2. Thira thtt 2 (trd 1én): Ké khai twong ty nhu thira thir nhat.

2. Nha &, cong trinh xay dung:

2.1. Nha o:

2,110 NB& U TINAL: oottt

O 5 T 11 1§ £



- Loai nha!"¥:

= DieN tich ST AUNE (21 .ottt
s GHA LI ettt ettt ettt ettt ettt ettt e e enes
- Gidy chimg nhan qUYBN SG DT «....ov.eeeeeeeeeeee e
= ThONE tin KNAC (U COY: v
2.1.2. Nha thtr 2 (trd 1€n): Ké khai twong ty nhu nha thir nhét.

2.2. Cong trinh x4y dung khac®):

2.2.1. Cong trinh thir nhét:

- Tén cong trinh:.......cccceeeiiiiiiiiiiee Dia chi: oo
- Loai cOng trinh:.........ccceeeviieeiieiiieniieieees CAp cONG tANN: ..o,
B TS 1 5 1c] + ARSI
s GHA T (10 ettt ettt ettt ettt ettt ettt et
- Gidy chimng nhan qUYEN SO UL ......o..eveeveeeeeeeeeeieeeee e

= ThONg tin KNAC (U COY: vvvveveeeeeeeeeeeeeeeee e

2.2.2. Cong trinh thi 2 (trd 1én): Ké khai twong ty nhu cong trinh thi nhat.

3. Tai san khéac gan lién vai dat(?:

3.1. Cay lau nam!®:

- L1021 CAY: e, SO TUONG e, Giatri: e,

- L1021 CAY: e, SO TUONG e, Giatri: e,

- L0ai TUNG: oo, Dién tHeh: e Gia tri": e,

- L0ai TUNG: oo, Dién tHeh: e Gia tri": e,

N0 ER SO TUONE: ..o, Gia triO: e

N0 ER SO TUONE: ..o, Gia triO: e
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4. Vang, kim cuong, bach kim va cac kim loai quy, da quy khac co tong gia tri tir 50 triéu dong tré
1en@?,

5. Tién (tién V1et Nam, ngoai t¢) gom tién mit, t1en cho vay, tién tra trude, tién gui c4 nhan, t6 chirc
trong nudc, to chirc nudc ngoai tai Viét Nam ma tong gia tri quy doi tir 50 triéu dong tré 16nD.

6. C6 phiéu, trai phiéu, vén gop, cac loai gidy to co gia khac ma tong gia tri tir 50 triéu dong tro 1én
(khai theo tirng loai):

6.1. C phiéu:
= Tén 6 PhibUi. ..o SO TUONG: e, (C1F: 17 s LR

- Tén cb phleu ............................................. Sé luong:....cccoeeveeeiiennns (CT: 11 5 KRR

6.2. Trai phiéu:

= TEN tral Phibu:.....veoveeeeeeeeeeeeeeeeeae SO TUONE: oo GIA T v
= TEN tral Phibu:.....veovveeeeeeeeeeeeeeeea. SO TUONE: oo GIA T v
6.3. Vbn gop®:

- Hinh thirc @Op VON:.......cvoveeeeeeeeeeeeeeeeeeereeeee e GIA T e
- Hinh thirc 0P VON:........oveeveeeeeeeeeeeeees e GIA T e
6.4. Céc loai gidy to co gia khac®:

= T8N GIAY tO CO GIA cvvovevereeeeeeeeeeeeeeeee e GIA T,
= TEN GIAY 1O CO GIAluurrrrreereereeeeeeeeeeeeeeereeeee e GIA T e

7. Tai san khac ma mdi tai san c6 gid tri tir 50 triéu dong tré 1én, bao gom:

7.1. Tai san theo quy dinh cua phap luat phai dang ky str dung va dugc cép gidy dang ky (tau bay, tau
thity, thuyén, may ti, may xuc, 6 td, mo td, xe gan may...)?:

- Tén tai SAn:....ccocvveiieiieieeieeen SO AANG KV (€1 1 y R

- TN tal SAN . ceeeeeeeeeeeeeeeeeeeeeeeee, Nam bét dau s& hitu:.......oveeeeeeveeeeen GIA T e,
- Tén tal SAN:...vveveeeeieeiiieeiiieeeee, Nam bét dAu $6 hiu: ..o (€510 5 o L

8. Tai san & nudc ngoai®®).

9. Tai khoan & nude ngoai®”:
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- Tén cht tal KhOAN: ......ooooovviiiiiiiiieieeeeee e, , SO tA1 KNOAN: weveeeeeeeeeeeeee
- Tén ngan hang, chi nhanh ngén hang, t6 chirc noi MO tai KROAN: ......voveeeeeceeeeceeen
10. Tong thu nhép giira hai 1an ké khai®®:

- Tong thu nhap ctia NGUOT K& KNAT: .....ovvevieeeeeeee e
- Tong thu nhap clia VO (NOAC CRONE): ...t
- Tong thu nhap ctia con chura thAnh MIGN: .......c..o.ovieeeieeeeeee e
- Tong cac khoan thu AP CHUNE: ..........veeeeeeeeeeeeeeee e

IIL. BIEN PONG TAI SAN, THU NHAP; GIAI TRINH NGUON GOC CUA TAI SAN, THU
NHAP TANG THEM @ (néu la ké khai tai san, thu nhdp lan dau thi khong phdi ké khai Muc nay):

NOi  dung giai trinh
nguén goc cia tai san

ting thém va tong thu
Loai tai sdn, thu nhép nhap

Tang CY/giam GV

S6 lu’(yng(Gié tri tai sin,|
i thu nhap

1. Quyén sir dung thyc té d6i véi dat

1.1. Dit &

1.2. Céc loai dat khac

2. Nha ¢, cong trinh xay dung

2.1. Nha ¢

2.2. Cong trinh xay dung khac

3. Tai san khac gan lién voi dat

3.1. Cay lau nam, rimg san xuat

3.2. Vat kién tric gin lién véi dat

4. Vang, kim cuong, bach kim va cac kim loai
quy, da quy khac c6 tong gia tri tir 50 triéu
dong trd 1én

5. Tién (tién Viét Nam, ngoai t¢) gdm tién mat,
tién cho vay, tién tra trudc, tién giri ca nhan, t6

chirc trong nude, t6 chirc nude ngoai tai Viét
Nam ma tong gia tri quy doi tir 50 tri¢u dong
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tro 1€n.

6. Co phiéu, trai phleu vbn gop, cac loai glay
t co gia khac ma tong gia tri tir 50 triéu dong
tro 1€n (khai theo tung loai):

6.1. Co phiéu

6.2. Trai phiéu

6.3. Vbn gop

6.4. Cac loai gidy to c6 gia khac

7. Tai san khac ¢ gia tri tir 50 triéu dong trof
1én:

7.1. Tai san theo quy dinh ctia phap luat phai
dang ky st dung va duogc cép gidy diang ky (tau
bay, tau thuy, thuyén, mdy Ui, may xac, O to,
mo t6, xe gin may...).

7.2. Tai san khac (46 my nghé, dd tho cung,
ban ghé, cay canh, tranh anh, cac loai tai san
khac).

8. Tai san & nudc ngoai.

9. Tong thu nhép giira hai 1an ké khai®®?,

..... ngay....thang....nam....
NGUOI NHAN BAN KE KHAI
(Ky, ghi ro ho tén, chirc vu/chirc danh)

B. HUONG DAN KE KHAI TAI SAN, THU NHAP

I. GHI CHU CHUNG

..... ngay....thang....nam....
NGUOI KE KHAI TAI SAN
(Ky, ghi ro ho tén)

(1) Nguoi c6 nghia vu ké khai tai san, thu nhap ghi r6 phuong thirc ké khai theo quy dinh tai biéu 36
cua Luat Phong, chong tham nhiing (ké khai ldn dau hay ké khai hang niam, ké khai phuc vu cong tac
can bg). Ké khai lan d4u thi khong phai ké khai Muc III “Bién dong tai san, thu nhap; giai trinh nguon
gbc cua tai san, thu nhap ting thém”, khong tu ¥ thay doi tén goi, thir tu cac ndi dung quy dinh tai mau
nay. Nguoi ké khai phai ky ¢ timg trang va ky, ghi rd ho tén ¢ trang cudi ciing ctia ban ké khai. Nguoi
ké khai phai 1ap 02 ban ké khai dé ban giao cho co quan, t6 chtc, don vi quan Iy minh (01 ban ban
giao cho Co quan kiém soat tai san, thu nhap, 01 ban dé phuc vu cong tac quan Iy ciia co quan, t6
chtrc, don vi va hoat dong cong khai ban ké khai). Nguoi cta co quan, to chtrc, don vi quan Iy ngudi
c6 nghia vu ké khai khi tiép nhan ban ké khai phai kiém tra tinh day du cta céc ndi dung phai ké khai.
Sau do6 ky va ghi r6 ho tén, ngay thdng nam nhan ban ké khai.

(2) Ghi ngay hoan thanh vi¢c ké khai.




73

IL. THONG TIN CHUNG

(3) Ghi sb cin cude cong dan. Néu chua dugc cap thé can cude cong dan thi ghi s6 chirmg minh thu
(nhan dan/quin nhan/cong an) va ghi rd ngay cip va noi cip.

(4) Néu vo hodc chdong ciia ngudi ké khai 1am viéc thuong xuyén trong co quan, t6 chirc, doanh nghiép
thi ghi 10 tén co quan/tdé chirc/doanh nghi¢p do; néu lam viéc tu do, nghi huu hodc lam viéc ndi tro thi
ghi r0.

III. THONG TIN MO TA VE TAI SAN

(5) Tai san phai ké khai 1a tai san hién c6 thudc quyén s& hitu, quyén st dung cua nguoi ké khai, cia
vo hodc chong va con dé, con nudi (n€u cd) chua thanh nién theo quy dinh cua phap lut.

(6) Quyen su dung thuc té d6i voi dat 1a trén thuce té nguoi ké khai c6 quyén st dung ddi véi thira dat
bao gém dat da dugc cip hodc chwa duge cdp gidy ching nhan quyén sir dung dat.

(7) Pat ¢ 1a dat duoc sir dung vao muc dich dé ¢ theo quy dinh cua phéap luat vé dat dai. Trudong hop
thira dat dugc s dung cho nhiéu muc dich khéc nhau ma trong do cé dat ¢ thi ké khai vao muc dat &.

(8) Ghi cu thé s6 nha (néu c6), ngd, ngach, khu phé, thon, xo6m, ban; xa, phuong, thi tran; quan, huyén,
thi x4, thanh pho thudc tinh; tinh, thanh pho tryc thudc trung wong.

(9) Ghi dién tich dat (mz‘) theo gidy ching nhan quyén st dung dit hodc dién tich do thuc té (néu chua
c6 giay chirng nhan quyén su dung dat).

(10) Gia tri la gia goc tinh bang tién Viét Nam, cy thé: Truong hop tai san c6 dugc do mua, chuyen
nhuong thi ghi s6 tién thyc té phai tra khi mua hogc nhan chuyen nhuong cong voi cac khoan thué, phi
khac (neu c6); trudng hop tai san co dugc do ty xdy dung, ché tao, ton tao thi ghi tong chi phi di chi
tra dé hoan thanh viéc xay dung, ché tao, ton tao cong voi phi, 1¢ phi (néu c¢o) tai thoi diém hinh thanh
tai san; truong hop tai san dugc cho, ting, thira ké thi ghi theo gia thi trudng tai thoi diém duoc cho,
tang, thira ké cong véi cac khoan thué, phi khac (néu c6) va ghi “gia tri wdc tinh”; truong hop khong
thé udc tinh gia tri tai san vi cac 1y do nhu tai san st dung di qua lau hodc khong c6 giao dich ddi véi
tai san tuong ty thi ghi “khong xac dinh dugc gia tri” va ghi ro 1y do.

(11) Néu thira dat da duoc cip glay ching nhan quyén sir dung dat thi ghi sd gidy ching nhén quyen
str dung dat va tén nguoi dugc cap hodc tén nguoi dai dién (néu la gidy ching nhéan quyén st dung dat
chung cua nhleu nguoi); néu thira dat chwa dugc cip gidy chimg nhan quyén sir dung dt thi ghi “chua
dugc cap gidy chting nhan quyén sir dung dat”.

(12) Ghi cu thé vé tinh trang thyc té quan ly, st dung (vi du nhu nguoi ké khai dung tén dang ky
quyén sir dung, quyén s& hiru nhung thyc té 1a ctia nguoi khac); tinh trang chuyén nhuong, sang tén va
hién trang sir dung nhu cho thué, cho mugn,...

(13) K& khai céc loai d4t c6 muc dich str dung khong phai 1a dat ¢ theo quy dinh cta Luat Dat dai.

(14) Ghi “can ho” néu 1a cin ho trong nha tap thé, chung cu; ghi “nha & riéng 16” néu 1a nha duogc xay
dung trén thura dat riéng biét.
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(15) Ghi tong dién tich (mz) san xdy dung cua tat ca cac tang cua nha ¢ riéng I¢, biét thu bao gdm ca
cac tang ham, tang nira ham, ting ky thuat, tang 4p mai va ting mai tum. Néu 1a cin ho thi dién tich
duogc ghi theo gidy chimg nhan quyén sé hitu hodc hop ddng mua, hop dong thué cia nha nude.

(16) Cong trinh xay dung khac la cong trinh xay dung khong phai nha 6.
(17) Ké khai nhitng tai san gin lién voi dat ma co tong gia tri mbi loai wéc tinh tir 50 triéu tro 1én.

(18) Cay lau nim 1a ciy trong mot lan, sinh truong va cho thu hoach trong nhiéu nim gdm: ciy cong
nghiép lau nam, céy an qua lau nam, cay lau nam 14y gd, cdy tao canh, bong mat. Cay ma thudc ring
san xuat thi khong ghi vao muc nay.

(19) Rirng san xuét 13 rimg trong.

(20) Ghi cac loai vang, kim cuong, bach kim va cac kim loai quy, da quy khac c6 téng gia tri tir 50
tri¢u dong tro 1én.

(21) Tién (t1en Viét Nam, ngoai t¢) gom tién mit, tlen cho vay, tién tra trudc, tién giri ca nhan, t6 chic
trong nude, to chire nuée ngoai tai Viét Nam ma téng gia tri quy doi tir 50 triéu dong trd 1én. Néu
ngoai té thi ghi s6 luong va so tién quy doi ra tién Viét Nam.

(22) Ghi ting hinh thirc gop v6n dau tu kinh doanh, ca tryc tiép va gian tiép.
(23) Cac loai gidy to c6 gia khac nhu ching chi quy, ky phiéu, séc,...

(24) O t6, mo t6, xe gan mdy, xe may (may Ui, may xuc, cc loai xe may khac), tau thuy, tiu bay,
thuyén va nhiing dong san khac ma theo quy dinh phai dang ky sir dung va dugc cap giay dang ky co
gi4 tri moi loai tir 50 triéu dong trg 1én.

(25) Céc loai tai san khac nhu cdy canh, ban ghé, tranh anh va céc loai tai san khac ma gia tri quy doi
moi loai tir 50 triéu dong trd 1én.

(26) Ké khai tai san ¢ nudc ngoai phai ké khai tat ca loai tai sdn nam ngoai lanh tho Viét Nam, tuong
ty myuc 1 dén muc 7 cua Phan II va néu 1o tai san dang ¢ nudc nao.

(27) K& khai céc tai khoan m¢ tai ngan hang & nudc ngoai; cac tai khoan khac mé & nudc ngoai khong
phai la tai khoan ngan hang nhung c6 thé thuc hién cac giao dich bang tién, tai san (nhu tai khodn mé
O cac cong ty chirng khodn nudc ngoai, san giao dich vang nudc ngoai, vi di¢n tr & nudc ngoai...).

(28) Ké khai riéng tong thu nhap ciia nguoi ké khai, vo hodc chdong, con chua thanh nién. Trong truong
hop c6 nhiing khoan thu nhap chung ma khéng thé tach riéng thi ghi tong thu nhap chung vao phan cac
khoan thu nhap chung; néu co thu nhép bang ngoai té, tai san khac thi quy doi thanh tién Viét Nam
(gém cac khoan lwong, phu cép, trg cap, thuong, thu lao, cho, tang, biéu, thira ké, tién thu do béan tai
san, thu nhap huong loi tir cac khoan dau tu, phat minh, sang ché, cac khoan thu nhép khac). Dbi véi
ké khai 1an dau thi khong phai ké khai tong thu nhap gitra 02 lan ké khai. P6i v6i 1an ké khai thir hai
trd di duoc xac dinh tir ngay ké khai lién ké trude d6 dén ngay trudc ngay ké khai.

IV. BIEN PONG TAI SAN, THU NHAP; GIAI TRINH NGUON GOC TAI SAN, THU NHAP
TANG THEM
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(29) Ké khai tai san tang hodc giam tai thoi diém ké khai so véi tai san da ké khai trude d6 va giai trinh
nguodn goc clia tai san tang thém, ngudn hinh thanh thu nhap trong ky ap dung voi lan ké khai thtr hai
trg di. Néu khong c6 tang, giam tai san thi ghi rd 1a “Khong c6 bién dong” ngay sau tén ctia Muc II1.

(30) Néu tai san tang thi ghi ddu cong (+) va sd luong tai san ting vao cot “sb luong tai san”, ghi gia tri
tai san tang vao cdt “gia tri tai san, thu nhap” va giai thich nguyén nhan tang vao ¢t “ndi dung giai
trinh ngudn gdc cua tai san ting thém va tong thu nhap”.

(31) Néu tai san giam thi ghi d4u trir (-) vao cot “sb lugng tai san”, ghi gia tri tai san giam vao cQt “gia
tri tai san, thu nhap” va giai thich nguyén nhan giam tai san vao cot “Noi dung giai trinh ngudn gbe
clia tai san ting thém va téng thu nhap”.

(32) Ghi téng thu nhap giita 02 1an ké khai vao cot “gia tri tai san, thu nhap” va ghi rd timg khoan thu
nhép co dugc trong ky ké khai.

Vi du: Trong thoi ky tir 16/12/2019 dén 15/12/2020, ong A ban mot thira dat & 100 m? & dija chi B, gia
tri cua thua dét lac mua 13 500 triéu, thu dugc 4 ty dong; ong A sir dung tién ban thira dat trén mua 01
cin ho 100 m? tai chung cu C gia mua 3,5 ty dong va mua mot 6-to  Toyota voi gia 1 ty dong, dang ky
bién kiém soat 18E-033.55. Thu nhap tir luong va cac khoan phu cap cua gia dinh ong A la 600 tri€u,
thu nhédp tir cac khoan dau tu 1a 1 ty dong, sau khi chi tiéu ong A giri tiét kiém ¢ ngén hang D s6 tién
500 triéu.

Ong A s& ghi nhu sau:

Noi dung gidi trinh ngudn|

Tang/giam goc tai sian ting thém va
Loai tai san, thu nhap tong thu nhap
S6 lwong tailGia tri tai san,
san thu nhip
1. Quyén sir dung dat
1.1/Pét &
- Ban thira dat B - 100m? 500 triéu Giam do ban

2. Nha ¢, cong trinh xay dung

2.1. Nha &
Mua nha to tién ban thual
- Mua ciin hd tai chung cu C + 100 m? 3.500 triéu dat B

3. Tai san khac gan lién véi dat

4. Vang, kim cuong, bach kim va cac kim
loai quy, da quy khac c6 tong gia tri tir 50
tri¢u dong tro 1én.

5. Tién (tién Viét Nam ngoai t¢) gém tient 01 SO tiét500 tridu Tiét kiém tir thu nhap
mat, tién cho vay, tién tra truoc tién gurikiém
ca nhan, to chtrc trong nuac, t6 chirc nuréc
ngoai tai Viét Nam ma tong gia tri quy|
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d6i tir 50 triéu dong tro 1én.

- Guri tiét kiém tai ngan hang D

6. Co phiéu, trai phiéu, Von g6p, cac loai
gidy to co gia khac ma tong gia tri tir 50
triéu dong tré 1én

7. Tai san khgic c6 gia tri tr 50 tri€u déng
tro 1€n, bao gom:
7.1. Tai san theo quy dinh cua phap luat

phai ding ky st dung va dugc cap gidy
dang ky

- Mua 6 t6, s6 PK: 18E-033.55

+ 01

1.000 tri¢u

Mua tir tién ban dat va thyl
nhap trong nam

8. Tai san ¢ nudc ngoai

9. Tong thu nhép giira 02 1an ké khai.

+ 5.600 triéu

- Thu nhap tur lwvong va cac
khodn phu cap 600 tri¢u;

- Thu nhap to cac khoan
dau tu 1.000 triéu;

- Tién ban thira dat B duoc

4.000 triéu
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Phin II
MAU BAN KE KHAI VA HUONG DAN VIEC KE KHAI
TAI SAN, THU NHAP BO SUNG
(Kém theo Nghi dinh s6 130/2020/NP-CP ngay 30 thang 10 nam 2020 ciia Chinh phii)

A. MAU BAN KE KHAI TAI SAN, THU NHAP

TEN CO QUAN, PON VI CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

I. THONG TIN CHUNG @

II. BIEN PONG TAI SAN, THU NHAP; GIAI TRINH NGUON GOC TAI SAN, THU NHAP
TANG THEM

NOi dung gidi trinh
Ting @/giam @ ngudn goc tai sdn ting
thém va tong thu nhap

Loai tai san, thu nhap
S6  lwong|Gia tri tai san,
tai san thu nhiap

1. Quyén sir dung thuc té dbi véi dat:

1.1. Dit &

1.2. Céc loai dat khac

2. Nha ¢, cong trinh xay dung khac:

2.1. Nha ¢

2.2. Cong trinh xay dung khac

3. Tai san khac gan lién voi dat:

3.1. Cay lau nam, rimg san xuat 14 rimg trong
3.2. Vat kién trtc gin lién véi dat

4. Vang, kim cuong, bag:h kim va cac kim loai
quy, da quy khac co téng gia tri tur 50 triéu
dong trd 1én.

5. Tién (tién Viét Nam, ngoai t¢) gdm tién mat,
tién cho vay, tién tra trudc, tién giri ca nhan, to
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chuc trong nudc, td chuc nudc ngoai tai Vigt
[Nam ma tong gid tri quy doi tir 50 tri€u dong
tro 1én.

6. C6 phiéu, trai phleu vbn gop, cac loai glay
td co gia khac ma tong gia tri tir 50 triéu dong
tro 1€n (khai theo tung loai):

6.1. Co phiéu

6.2. Trai phiéu

6.3. Vén gop

6.4. Céc loai gidy to co gia khac

7. Tai san khac co gi tri tir 50 triéu dong trd
1én:

7.1. Tai san theo quy dinh cua phdp luat phai
dang ky su dung va dugc cap gidy dang ky
(tau bay, tiu thuy, thuyén, may i, may xuc, 6
t0, mo t0, xe gan may...).

7.2. Tai san khac (d0 my nghé, do tho cung, bo
ban ghé, cdy canh, tranh, anh, tién dién tir, cac

loai tai san khac...).

8. Tai san & nudc ngoai.

9. Tong thu nhép gitra 02 1an ké khai ©.

III. THONG TIN MO TA VE TAI SAN, THU NHAP TANG THEM ©

B. HUONG DAN KE KHAI TAI SAN, THU NHAP BO SUNG

(1) Ghi ngay hoan thanh viéc ké khai.

(2) Ghi nhu phan théng tin chung trong Mau ban ké khai tai Phy luc I kém theo Nghi dinh nay.

(3) Néu tai san tang thi ghi ddu cong (+) va s lugng tai san ting vao cot “s6 lwong tai san”, ghi gi tri

tai san tang vao cot “gia tri tai san, thu nhap” va giai thich nguyén nhan tang vao cot “ndi dung giai
trinh nguon gdc tai san ting thém va tong thu nhap”.
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(4) Néu tai san giam thi ghi dau trir (-) vao cot “sd luong tai san”, ghi gia tri tai san giam vao cot “gia
tri tai san, thu nhap” va giai thich nguyén nhan gidm tai san vao cft “Noi dung giai trinh ngudn goc tai
san tang thém va tong thu nhap”.

(5) Ghi téng thu nhap giira 02 lan ké khai vao cOt “gia tri tai san, thu nhap” va ghi rd ting khoan thu
nhép c6 dugc trong ky ké khai (xem vi du tai diém 32 phan hudéng dan tai Phy luc I kém theo Nghi
dinh nay).

(6) Ghi nhu muyc 11 “Thong tin mo ta v& tai san” theo mAu ban ké khai va huéng dan tai Phy luc I kém
theo Nghi dinh nay. Luu y chi ké khai v€ nhiing tai san méi tang thém, khong ké khai lai nhiing tai san
da ké khai trude do.
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6. Thu tuc xac minh tai sian, thu nhap (Ma thu tuc: 2.002401.000.00.00.H12)

Trinh ty thyc hién:

- Buée 1: Co quan, t6 chtrc ¢6 thAm quyén ban hanh quyét dinh xac minh va thanh 1ap T6
xac minh

+ Ngudi ding dau Co quan kiém soat tai san, thu nhap ra quyét dinh xac minh tai san,
thu nhép trong thoi han 05 ngay lam viée ké tir ngay c6 cin clr x4c minh quy dinh tai diém d
khoan 1 Diéu 41 cua Luat PCTN hodc 15 ngay ké tir ngdy cé cin cr x4c minh quy dinh tai cac
diém a, b, ¢ va d khoan 1 Diéu 41 ctia Luat PCTN.

+ Quyét dinh x4c minh tai san, thu nhap bao gdm cac ndi dung sau day:Cin cir ban hanh
quyét dinh x4c minh; Ho, t€n, chltc vu, noi cong tac cua nguoi dugc xac minh tai san, thu
nhap; Ho, tén, chitc vu, noi cong tac cua T trudng va thanh vién T6 x4c minh tai san, thu
nhap; NO1 dung xdc minh;Thoi han xdc minh; Nhiém vu, quyén han cta T trudng va thanh
vién T6 xac minh tai san, thu nhap; Cac co quan, to chitc, don vi, c4 nhan phdi hop (néu co).

+ Quyét dinh xac minh tai san, thu nhap phai dugc guri cho To trudng va thanh vién To
xac minh tai san, thu nhap, nguoi duoc xdc minh va co quan, td chirc, don vi, c4 nhan c6 lién
quan trong thoi han 03 ngay 1am viée ké tir ngdy ra quyét dinh x4c minh.

- Budc 2: To xac minh yéu cau ngudi duoc xac minh giai trinh vé tai san, thu nhap cua
minh. Yéu cau ngudi duge xac minh giai trinh vé tinh trung thuc, day du, rd rang cua ban ké
khai, ngudn gdc cua tai san, thu nhap ting thém so véi tai san, thu nhap da ké khai 1an lién
trudce do.

- Budc 3: Tién hanh x4c minh tai san, thu nhap

+ Yéu ciu co quan, td chirc, don vi, ca nhan cung cép thong tin, tai li€u c6 lién quan dén
n6i dung xac minh theo quy dinh tai khoan 3 Piéu 31 cua Luat PCTN;

+ Kién nghi co quan, to chirc, don vi c6 tham quyén hodc co quan, to chirc, don vi, ca
nhan dang quan 1y tai san, thu nhap ap dung bién phap can thiét theo quy dinh cta phap luat dé
ngdn chan viéc tau tan, huy hoai, chuyén dich tai san, thu nhap hodc hanh vi khac can tré hoat
dong xac minh tai san, thu nhap;

+ Pé nghi co quan, t6 chirc, c4 nhan c6 thim quyén dinh gid, tham dinh gia, gidm dinh tai
san, thu nhap phuc vu cho vi¢c xac minh.

+ Giir bi mat thong tin, tai li€u thu thap dugc trong qué trinh x4c minh.

- Budc 4: Bao co két qua xac minh tai san, thu nhap.

+ Trong thoi han 45 ngay ké tir ngdy ra quyét dinh xac minh, T6 truéng To x4c minh tai
san, thu nhap phai bao cao két qua xac minh tai san, thu nhap bang vin ban cho ngudi ra quyét
dinh xac minh; trudng hop phtrc tap thi thoi han co thé kéo dai nhung khong quéa 90 ngay.

+ Béo cdo két qua xac minh tai san, thu nhap bao gdm céc ndi dung sau day:

a) Noi dung dugc xac minh, hoat dong xac minh da dugc tién hanh va két qua xac minh;

b) banh gia vé tinh trung thyc, day du, rd rang cua ban ké khai; tinh trung thuc trong viéc
giai trinh vé ngudn gdc cla tai san, thu nhap ting thém;

¢) Kién nghi xur Iy vi pham quy dinh cua phap luat vé kiém soat tai san, thu nhap.

- Buéc 5: Két luan x4c minh tai san, thu nhap.

+ Trong thoi han 10 ngay ké tir ngay nhan dugc Bao céo két qua xac minh tai san, thu
nhap, ngudi ra quyét dinh xac minh phai ban hanh Két luan x4c minh tai san, thu nhap; truong
hop phirc tap thi thoi han c6 thé kéo dai nhung khong qua 20 ngay.

+ Két luan x4c minh tai san, thu nhap bao gdm cac ndi dung sau day:Tinh trung thuc, day
du, rd rang cta viéc ké khai tai san, thu nhap; tinh trung thyc trong viéc giai trinh vé nguén goc
clia tai san, thu nhdp ting thém:kién nghi ngudi c6 thAm quyén xur 1y vi pham quy dinh cta
phap luat vé kiém soat tai san, thu nhép.
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+ Ngudi ban hanh Két luan x4c minh tai san, thu nhap phai chiu trach nhiém vé tinh
khach quan, trung thuc ctiia Két luan x4c minh.

+ Két luan x4ac minh tai san, thu nhap phai duoc gui cho ngudi duge xac minh va co
quan, td chtrc, don vi, c4 nhan yéu cau, kién nghi xdc minh quy dinh tai Piéu 42 cua Luét
PCTN.

- Bué6c 6: Cong khai két luan x4c minh tai san, thu nhap.

+ Trong thoi han 05 ngdy lam viéc ké tir ngay ban hanh Két luin x4c minh tai san, thu
nhap, ngudi ra quyét dinh xac minh tai san, thu nhap c6 trach nhiém cong khai Két luan xéc
minh.

+ Viéc cong khai Két luan x4c minh tai san, thu nhap duogc thuc hién nhu vi¢c cong khai
ban ké khai quy dinh tai Diéu 39 cua Luat PCTN.

Ciach thirc thuc hién:

Hinh thtrc ndp | Thoi han giai quyét | Phi, 18 phi Mo ta

Khong qua 115 ngay (trong do
thoi han xac minh la 45 ngay,
truong hop phuc tap thi thoi han
c6 thé kéo dai nhung khong qua
Truc tiép 115 Ngay 90 ngay; thoi han ban hanh két
ludn 1a 10 ngay, truong hop phuc
tap c6 thé kéo dai nhung khong
qué 20 ngay; thoi han cong khai
két luan 13 05 ngay lam viéc).

Thanh phan hd so:

Tén gidy to Mau don, to khai | SO lugng

Hb so xac minh gom c6: 1. 1. Quyét dinh xac minh; bién
ban lam viéc; giai trinh cia ngudi dugc xac minh; 2. 2. | ND130 kiemsoat | Ban chinh: 1
Béo céo két qua xac minh; 3. Két luan x4c minh tai san, | taisan

thu nhap; 4. Cac tai liéu khac ¢6 lién quan dén viéc xac thunhap.pdf
minh. - S6 lugng: 01 bd.

Ban sao: 0

Poi twong thuwe hién: Can bo, cong chirc, vién chic

Co quan thyc hién: Thanh tra - Tinh Ca Mau

Co quan c¢6 thAm quyén: Khong c6 thong tin

Pia chi tiép nhan HS: Trung tdm Giai quyét thil tuc hanh chinh tinh Ca Mau; BO phan
tiép nhan va Tra két qua cip xa

Co quan dwoc ity quyén: Khong c6 théng tin

Co quan phdi hop: Khong c6 thong tin

Két qua thuwe hién: Bao cdo két qua xac minh tai san, thu nhap; Két luan xac minh tai
san, thu nhap

Can cu phap ly:

S6 ky hiéu Trich yéu Ngay ban hanh | Co quan ban hanh
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S6 ky hiéu Trich yéu Ngay ban hanh | Co quan ban hanh
36/2018/QH14 Luat 36/2018/QH14 20-11-2018
é3})0/2020/ND- Nghi dinh 130/2020/ND-CP 30-10-2020

Yéu ciu, diéu kién thwe hién:

Co quan kiém soat tai san, thu nhap xac minh tai san, thu nhap khi c6 mét trong cac can
cu sau day:

1. C6 dau hiéu 13 rang vé viéc ké khai tai san, thu nhap khong trung thuc;

2. Co bién dong tang vé tai san, thu nhap tir 300.000.000 dong tré 1én so véi tai san, thu
nhép di ké khai 1an lién trudc d6 ma ngudi co nghia vu ké khai giai trinh khong hop 1y vé
nguodn goc;

3.Co t6 co vé viée ké khai tai san, thu nhap khong trung thuc va du diéu kién thu 1y theo
quy dinh cua Luat T céo;

4. Thudc truong hop xac minh theo ké hoach xac minh tai san, thu nhap hang nam ddi
v6i nguodi ¢ nghia vu ké khai dugc lua chon ngau nhién;

5. C6 yéu cau hodc kién nghi cda co quan, td chirc, don vi, c4 nhan c6 thAm quyén theo
quy dinh tai Diéu 42 cia Luat PCTN.
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7. Thii tuc tiép nhén yéu ciu giai trinh (M3 thi tuc: 2.002402.000.00.00.H12)

Trinh ty thyc hién:

- Bu6c 1: Nguoi yéu ciu giai trinh giri vin ban yéu ciu giai trinh hodc truc tiép dén co
quan, t6 chre, ca nhan co6 trach nhiém giai trinh. Van ban yéu cau giai trinh phai néu rd noi
dung yéu cau, ghi rd ho tén, dia chi, s6 dién thoai hodc dia chi thu tin va phai c6 chtr ky hodc
dlem chi xac nhan cta ngudi yéu cdu giai trinh. Truong hop yéu cau trye tiép thi ngudi yéu
cau giai trinh phai trinh bay 16 ndi dung yéu cau voi nguoi duoc giao tiép nhan.

- Budc 2: Co quan, t6 chitc don vi, c4 nhan c6 ¢o trach nhiém giai trinh tiép nhin yéu cau
giai trinh khi dap tng cac diéu kién tai Piéu 4 va DPiéu 5 Nghi dinh 59/2019/ND-CP ngay
01/7/2019.

+ Trudng hop nhiéu ngudi dén yéu cau giai trinh truc tiép vé mot ndi dung thi phai cir
ngudi dai dién dé trinh bay. Viéc clr ngudi dai dién dugc thé hién bang vin ban c6 chi ky hoac
diém chi cta nhiing nguoi yéu cau giai trinh.

+ Truong hop yéu cau giai trinh khong thude trach nhiém thi nguoi tiép nhan hudng dan
ngudi yéu cau dén co quan cd thim quyén theo quy dinh phap luat.

+ Trudng hop ndi dung yéu cau giai trinh da dwge giai trinh cho nguoi khac trude d6 thi
cung cap ban sao vin ban giai trinh cho nguoi yéu cau.

- Budc 3: Ngudi c6 trach nhiém giai trinh thong bao bang vin ban cho nguoi yéu cau giai
trinh vé viéc giai quyét hoic khong giai quyét va néu 1o 1y do.

Cach thirc thue hién:

Hinh thitc nép | Thoi han giai quyét | Phi, 18 phi Mo ta

gui truc tiép hoic giri bang vin
ban.Thoi han ra thong bao tiép
Truc tiép 5 Ngay nhén hodc tir chéi giai trinh 1a 05
ngdy lam viéc ké tir ngay tiép
nhan yéu cau giai trinh

Thanh phan ho so:

Tén gidy to Mau don, to khai | S6 luong

1. Vin ban yéu ciu giai trinh cua ca nhan, to chic 2.
Thong tin, tai liéu lién quan dén yéu cau giai trinh. 3. | NDP130 kiemsoat | Ban chinh: 1
Thong béo dong ¥ hodc tir chdi giai trinh ciia co quan | taisan

nha nudc c6 trach nhiém giai trinh. - S6 lugng hd so: 01 | thunhap.pdf
bd.

Ban sao: 0

Po6i twong thue hién: Can bd, cong chirc, vién chirc, To chic (khéng bao gom doanh
nghi¢p, HTX)

Co quan thuec hién: Co quan nha nudc c6 li€n quan

Co quan c6 tham quyén: Khong c6 thong tin

Pia chi tiép nhian HS: Khong c6 thong tin

Co quan dwoc iy quyén: Khong cé thong tin

Co quan phoi hgp: Khong c¢6 thong tin

Két qua thye hién: Thong bao tiép nhan yéu cau giai trinh hodc tir chdi yéu cau giai
trinh cta co quan, t chitrc, don vi, ca nhan c6 thim quyén
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Can cu phap ly:
S6 ky hiéu Trich yéu Ngay ban hanh | Co quan ban hanh
36/2018/QH14 Luat 36/2018/QH14 20-11-2018
1C3PO/2020/ND- Nghi dinh 130/2020/ND-CP 30-10-2020

Yéu cau, dieu kién thuc hién:

Theo quy dinh tai Diéu 4 Nghi dinh s6 59/2019/ND-CP ngay 01/7/2019:
1. C4 nhén yéu cau giai trinh ¢ nang lyc hanh vi dan su day du hodc c6 ngudi dai dién
theo quy dinh cua phap luét; co quan, t6 chirc, don vi yéu cau giai trinh phai c6 ngudi dai dién

hop phép cua co quan, to6 chirc, don vi minh.

2. Quyét dinh, hanh vi cia co quan, td chirc, don vi dugc yéu cau giai trinh tdc dong truc
ti€p dén quyén va loi ich hop phap cua co quan, t6 chirc, ca nhan ¢6 y€u cau giai trinh.
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8. Thi tuc thwc hi€n viéc gidi trinh (Ma tha tuc: 2.002403.000.00.00.H12)

Trinh tyu thyc hién:

- Bugc 1: Thu thap, xac minh thong tin c6 lién quan.

- Buge 2: Lam viée tryc tiép v6i nguoi yéu cau giai trinh dé 1am rd nhitng ndi dung co
lién quan khi thdy can thiét. Noi dung lam viéc dugc 1ap thanh bién ban c6 chit ky hodc diém

chi cua cac bén.

- Budce 3: Ban hanh van ban giai trinh v6i cac ndi dung sau day: Ho tén, dia chi nguoi
yéu cau giai trinh; ndi dung yéu cau giai trinh; két qua 1am viéc truc tiép voi to chire, ca nhan
(néu co); cac can cr phap 1y dé giai trinh; ndi dung giai trinh cu thé.

- Bué6c 4: Giri van ban giai trinh dén nguoi yéu cau giai trinh.

Trinh tu, cach thirc thuc hién tai tinh Ca Mau

1. Béi véi cap tinh: T6 chire, ¢4 nhan giri ho so, thu tuc hanh chinh truc tiép dén Bo phan
mot ctra Thanh tra tinh; cac co quan chuyén mon thuoc UBND tinh; Thanh tra cac S¢&; cac
phong, ban chuyén mén thudc S¢ va cp twong duong (duoc viét tit 13: co quan, ngudi c6
thAm quyén giai quyét cap tinh); hodc gui qua dich vu buu chinh cong ich (néu du diéu kién

theo quy dinh).

2. Déi véi cap xa: To chire, ca nhan giri hd so, tha tuc hanh chinh truc tiép dén Bo phan
Tiép nhan va Tra két qua thuoc UBND cap xa; hodc gui qua dich vu buu chinh cong ich (néu

du diéu kién theo quy dinh).
3. Thoi gian ti€p nhan:

- Vo gid hanh chinh cac ngdy 1am viéc trong tudn (trir ngay nghi 18 theo quy dinh), cu

thé nhu sau:

+ Buoi sang: Tir 07 gi 00 phat dén 11 gios 00 phut.
+ Budi chiéu: Tur 13 gid 00 phut dén 17 gid 00 phit.

Cach thire thue hién:

Hinh thtrc ndép | Thoi han giai quyét

Phi, 1& phi

Mo ta

Truc tiép 15 Ngay

Thoi han thuc hién viéce giai trinh
khong qua 15 ngay ké tir ngay ra
thong bao tiép nhan yéu cau giai
trinh. Truong hop c6 ndi dung
phtc tap thi c6 thé gia han 01 lan,
thoi gian gia han khong quaé 15
ngdy va phai thong béo bang vin
ban dén ngudi yéu cau giai trinh. -
Trudng hop yéu cau giai trinh truc
tiép co ndi dung don gian thi viéc
giai trinh c6 thé thyc hién bang
hinh thirc tryc tiép nhung phai
duoc 1ap thanh bién ban c6 chir ky
hodc diém chi cta cac bén. - Giai
trinh duoc thuc hién bﬁng ban
hanh van ban giai trinh.

Thanh phan hd so:




86

Tén gidy to Mau don, to khai | S6 luong

1. Thong tin, tai liéu lién quan dén ndi dung viéc giai ND130 kiemsoat | Ban chinh: 1
trinh; 2. Bién ban 1am viéc c6 chit ky hodc diém chictua | taisan Bin sa0: 0
cac bén; 3. Vin ban giai trinh. - S6 luong: 01 bd thunhap.pdf '

Poi twong thwe hién: Can bo, cong chirc, vién chirc, To chirc (khong bao gdm doanh
nghi¢p, HTX)

Co quan thyc hién: UBND tinh Ca Mau, Thanh tra tinh tinh Ca Mau, Van phong Hoi
ddng nhan dan va Uy ban nhan dan - Tinh Ca Mau, Thanh tra - Tinh Ca Mau

Co quan c6 thim quyén: UBND tinh Ca Mau, Thanh tra tinh tinh Ca Mau, Thanh tra -
Tinh Ca Mau, Vin phong Hoi d6ng nhan dan va Uy ban nhan déan - Tinh Ca Mau

Pia chi tiép nhian HS: Trung tim Giai quyét thu tuc hanh chinh tinh Ca Mau (Pia chi:
Tang 1, tang 2, Toa nha Viettel, s6 298, dudong Tran Hung Pao, phudng 5, thanh phd Ca Mau,
tinh Ca Mau), Bo phan Mot cira cap xa

Co quan dwoc ity quyén: Khong c6 théng tin

Co quan phdi hep: Khong c6 thong tin

Két qua thue hién: Vin ban giai trinh

Can cu phap ly:
S6 ky hiéu Trich yéu Ngay ban hanh | Co quan ban hanh
36/2018/QH14 Luat 36/2018/QH14 20-11-2018
1C3PO/2020/ND_ Nghi dinh 130/2020/ND-CP 30-10-2020

Yéu ciu, diéu kién thue hién:

- Theo quy dinh tai Piéu 6 Nghi dinh s6 59/2019/ND-CP ngay 01/7/2019, nhing noi
dung sau khong thudc pham vi giai trinh:

1. Noi dung thudc bi mat nha nudc; bi mat doi séng riéng tu, bi mat ca nhan, bi mat kinh
doanh theo quy dinh cua phap luat

2. Noi dung chi dao, t6 chirc thuc hién nhiém vy, cong vu trong noi bo co quan, ) chue,
don vi ma chua ban hanh, chua thue hién hodc nodi dung chi dao, diéu hanh cua co quan cép
trén véi co quan cap dudi.

- Theo quy dinh tai Diéu 14 Nghi dinh s 59/2019/ND-CP ngay 01/7/2019, tam dinh chi,
dinh chi viéc giai trinh trong cac truong hop sau:

1. Nguoi yéu cau giai trinh la ca nhén da chét ma chua xéac dinh duoc ngudi thira ké
quyen nghia vy; co quan, t6 chtrc bi chia tach, sap nhap, giai thé ma chua co ca nhan, t6 chirc
ké thira quyén, nghia vu trong viéc yéu cau giai trinh;

2. Nguoi yéu cau giai trinh la ca nhan mat nang luc hanh vi dan sy ma chua xac dinh
dugc nguoi dai dién theo phap luat;

3. C4 nhan yéu cau giai trinh bi 6m dau hoic vi Iy do khach quan khac ma ngudi thuc
hién gidi trinh chua thé thuc hién dugc viée giai trinh;

4. Nguoi yéu cAu giai trinh 13 c4 nhan da chét ma khong c6 nguoi thira ké quyen nghia
Vu; €O quan, t chuc bi chia tach, _sap nhdp, giai thé ma khéng c6 ca nhan, t chirc ké thira
quyén, nghia vu trong viéc yéu cau giai trinh;
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5. Nguoi yéu cau giai trinh 1a c4 nhan mét nang luc hanh vi dan sy ma khong c6 nguoi
dai dién theo phap luat;
6. Nguoi yéu cau giai trinh rat toan bd yéu cau giai trinh.



