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QUY TRINH M3 hiéu: QT -01/GQTC
UBND PHUONG Lanbanhanh 01
LONG TRUONG Giai quyét tb cdo : :
Ngay ban hanh:  21/7/2023
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] QUY TRINH M hiéu: QT -01/GQTC
{’S{EE ‘}ﬁggﬁ‘é Lk Lanbanhanh 01
Gidi quyét to cao - -
Ngay ban hanh:  21/7/2023
1. MUC PiCH

Quy dinh trinh t tiép nhan, cap nhép, giai quyét va theo ddi viéc giai quyét tb céo

nham dam bao thuc hién duge su trung thyuc, chinh xac, kip thoi

2. PHAM VI AP DUNG
Ap dung d6i véi hoat dong giai quyét td cdo
Can bo, cdng chirc thude bd phén tiép nhan va tra két qua va cac bo phan c6 lién

quan thugc Uy ban nhan dan phudng chiu trach nhiém thuc hién quy trinh nay

3. TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN ISO 9001:2015

- Cac van ban phap quy lién quan dé cp tai muc 5.8
4. PINH NGHIA/VIET TAT

- UBND: Uy ban nhan dan

- TTHC: Thu tuc hanh chinh

- TN&TKQ: B6 phan tiép nhén va tra két qua

- GQTC: Giai quyét td céo

5. NOI DUNG QUY TRINH

5.1 | Piéu kién thye hién Thii tuc hanh chinh
Viée td cdo duoc thuc hién béng don hodc dugc trinh bay truc tiép tai co quan,
to chirc c6 tham quyén.
Truong hop t6 cao dugc thyc hién bang don thi trong don t6 cdo phai ghi o
ngay, thang, nam t6 céo; ho tén, dia chi cua nguoi t céo, cach thac lién hé voi
ngudi to c40; hanh vi vi pham phap luat bi t6 cdo; nguoi bi tb cao va cac thong
tin khac co lién quan. Truong hop nhiéu ngudi cung td cdo vé cung mot ndi
dung thi trong don t6 cdo con phai ghi rd ho tén, dia chi, cach thuc lién h¢ voi
tirng nguoi to cao; ho tén ctia nguoi dai dién cho nhirng nguoi td cao.
Ngudi té cao phai ky tén hoic diém chi vao don t céo.

5.2 | Thanh phin ho so Bin | Bin

chinh | sao

+ Pon t6 cao hodc ban ghi 15i t6 céo; «
+ Cac tai li¢u khac c6 lién quan.

5.3 | S0 lwong ho so
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QUY TRINH M3 hiéu: QT -01/GQTC
UBND PHUONG Lanbanhanh 01
LONG TRUONG Giai quyét tb cdo : :
Ngay ban hanh:  21/7/2023
01 bo
5.4 | Thoi gian xir 1y (Piéu 30 Ludt T6 cdo 2018)
1. Thoi han giai quyét td cao 1a khong qua 30 ngay ké tir ngay thu 1y t6 céo.
2. Déi véi vu viée phire tap thi co thé gia han giai quyét té cdo mot 1an nhung
khong qua 30 ngay.
3. Dbi v6i vu viée dic biét phirc tap thi c6 thé gia han giai quyét td cdo hai lan,
moi 1an khong qua 30 ngéy
4. Nguoi gidi quyet t6 céo quyet dinh bang vin ban viéc gia han giai quyét to
c&o va thong bao dén ngudi td céo, ngudi bi td cio, co quan, to chirc, c& nhan cé
lién quan.
5.5 | Noi tiép nhén va tra két qua
B0 phan tiép dan
5.6 | Lé phi
Khdng
5.7 | Quy trinh xir ly cong viéc
TT Trinh tu Trach nhiém | Thoi gian Biéu mau/Két
qua
B1 | Nop hod so: Cong dan chuan bi hd Theo muc 5.2
so day du theo quy dinh cua phap Cona da Gio hanh
luat nop tai UBND phuong ong dan chinh
C6 thé tb cdo truc tiép
B2 | Thu ly t6 céo, thong bao viéc thu Iy - Mau 56 04 tai
td céo: phu luc ban
- Truge khi thy ly t6 cdo, nguoi Ngudi giai hanh k?m theo
gidi quyet to cao tu minh hodc giao | quyét t co Nghi dinh
co quan thanh tra nha nudc cung 31/ 201?/ND'
cap, hodc co quan, t6 chtrc, ca nhan . CI? ngay }0
khac xac minh thong tin clia ngudi 05ngay | thang4 nam
t0 cdo va diéu kién thy 1y to6 céo. 2019




UBND PHUONG
LONG TRUONG

QUY TRINH

Gidi quyét to cao

M3 hiéu: QT -01/GQTC
Lanbanhanh 01
Ngay ban hanh:  21/7/2023

Viéc thu ly td cdo thuc hién theo

- Biéu mau so

quy dinh diéu 19 lugt td cdo nim 05 va 06 04 tai
2018 phu luc ban
- Trong 05 ngay ké tr ngay ra hanh kem theo
quyét dinh thy 1y t6 céo, thong bao Nghi dinh
cho nguoi t6 cdo va thong bao vé 31/2019/ND-
ndi dung té cdo cho ngudi bi td céo CP ngay 10
biét. thang 4 nam
2019

B3 | Xé4c minh noi dung td céo: Quyét din}}
- Nguoi giai quyét c6 thé ty minh thanh lap t0
hodac thanh lap Poan xac minh xac minh (mau
hogc to xac minh d¢ tién hanh xac 50 07 phu lyc
minh ndi dung t cdo Neudi gidi kém tdhii(;l Nghi
- ‘Neu giao E:ho co quanlthal}h trffl quyéttd cao | 05 NgaY | 31/2019/ND-
cung cap hoac co quan, t6 chuc, ca .
nhan khac xac minh ndi dung t6 Cl,:) ngay }O
cao thi van ban xac minh thuc hién thang 4 nim
tai khoan 2 Diéu 31 Lut td cdo. 2019)
Tién hanh xic minh ndi dung tb
cao theo quy dinh

B4 | Lam viéc truc tiép vdi ngudi to céo,
ngudi bi td cdo:
- Yéu cau nguoi t6 cdo cung cap
bang chimg, thong tin, tai liéu lién
quan dén noi dung t6 cdo Bién ban lam
- Yéu cau nguoi bi t cdo giai trinh Viéc (mau so
bang vin ban nhitng ndi dung bi td 08 phy luc '
céo, cung cap thong tin, tai ligu lién | ~g paao ‘ kém theo Nghi
quan dén ndi dung bj to cdo minh 03 ngay dinh
- Yéu cau co quan t6 chirc, ca nhan, 31/ 201?/ND'
don vi cung cap thong tin, tai li€u, Cl,D ngay }0
bang chung lién quan dén noi dung thang 4 nam
t6 céo 2019)

- Noi dung t6 céo phai lap thanh
van ban, co chir ky cua nguoi t6
cao, nguoi chu tri lam viéc voi
nguoi t6 cdo, nguoi bi t6 cao, co
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QUY TRINH Ma hiéu: QT -01/GQTC

UBND PHUONG

LONG TRUONG

Gidi quyét to cao

LAn ban hanh

01

Ngay ban hanh:  21/7/2023

quan t6 chirc, ¢4 nhan, don vi
Truong hop khong lam viéc truc
tiép dugc, thi yéu cau nguoi t cao
cung cap thong tin, tai liéu lién
quan dén noi dung t6 céo
B5 | Xéc minh thyc té: Bién ban lam
Tién hanh x4c minh thyc té & Viéc (mau s6
nhiing dia di€m can thiét dé thu tap, 08 phu luc
ié sc di i i 4 keém theo Nghi
kiém tr,a, XflC Cynh Elnh .chln‘h' )‘(ilc, Cén b xéc . Py ghi
hop phép cua cic thong tin, tai li¢u, minh 02 ngay n
bang chung lién quan dén ndi dung 31/ 201?/ND'
t0 cao CP ngay 10
thang 4 nam
2019)
B6 | Trung cau giam dinh: x 2

A1 X .| Ngudi giai Mau s6 09 phu
Tién hanh trung cau gidm dinh khi ey \

, A o L1~ . | quyét to cao/ luc kém theo
cam thay can thiét cho két luan noi Nehi dinh
dung t6 co coquan X & ok

thanh tranha | 03 ngay | 31/2019/Nb-
Gui van ban giam dinh cho nguoi | v4c (néu CP ngay 10
giai quyet t6 cao, nguoi t6 cao, dugce uy thang 4 nim
ngudi bi td céo va to chirc, ca nhan, qu'ylén) 2019)
don vi

B7 | Béo cdo két qua xac minh:

- T truong t6 x4c minh phai bao
cao A’ket qua xdc mlph V61 nguoi ra Vin ban béo
quyét dinh thanh lap t6 xac minh. céo (mdu sb 10
Trong qua trinh xac minh, néu phat hodc 11 ban
hién hanh vi c¢6 dau hiéu pham toi L hanh kam theo
thi phai bdo ngay voi nguoi giai | TO :[I'u’O’I_lg to 02 ngay nghi dinh sé
quyet t6 céo thong qua nguoi ra | Xac minh 31/2019/NP-
quyét dinh thanh l4p t6 x4c minh CP ngay 10
- Thu trudng co quan, to chic dugc thang 4 nim
giao nhiém vy xac minh ndi dung 2019)
t6 cao phai bao cao voi nguoi giai
quyét td cao vé két qua xac minh
ndi dung t6 co




UBND PHUONG
LONG TRUONG

QUY TRINH

Gidi quyét to cao

Ma hiéu:

QT -01/GQTC

LAn ban hanh

01

Ngay ban hanh:

21/7/2023

B8

Két luan ndi dung tb cio:

Thuc hién theo diéu 35 Luét T cdo
2018

Gui két luan noi dung td cdo dén
ngudi to cao, ngudi bi td céo, to
chtrc, co quan quan 1y ngudoi bi t6
cdo va ca nhan lién quan cham la
05 ngay sau khi co két luan ndi
dung t6 co

Nguoi giai
quyét to cao

03 ngay

Mau s6 12 phu
luc kém theo
Nghi dinh
31/2019/NbB-
CP ngay 10
thang 4 nam
2019)

B9

Xt 1y két luan tb cdo:

Xt 1y theo Piéu 36 Luat T céo
2018. Nguoi giai quyét td cdo co
trich nhi¢m theo ddi, don déc hoic
giao cho co quan thanh tra nha
nudc cung cip theo doi, don dbc
viéc thuc hién két luan noi dung tb
cao

Truong hop giao cho co quan thanh
tra nha nudc cung cap theo ddi, don
déc viéc thuc hién két luan nodi
dung t6 céo thi co quan thanh tra
nha nudc phai dinh ky hang thang
béo céo v6i nguoi giai quyét t cao
vé két qua theo ddi, don dbc viéc
thuc hién két luan ndi dung t6 céo

Nguoi giai
quyét to cao

07 ngay

Két qua xtr Iy
t0 cao

5.8

Co sé phap ly

- Luat T4 cdo s6 25/2018/QH14 ngay 12 thang 6 nam 2018:;
- Nghi dinh 31/2019/ND-CP ngay 10 thang 4 nam 2019 cua Chinh phu quy dinh
chi tiét thi hanh mot s6 di€u va bién phép t6 chirc thi hanh Luat To cao.

6. BIEU MAU

TT

Tén Biéu mau

1.

Cac mau vin ban ban hanh kém theo Nghi dinh 31/2019/ND-CP ngay 10 thang
4 nam 2019 cua Chinh phu quy dinh chi ti€t thi hanh mét s6 di€u va bién phap

td chire thi hanh Luat T6 céo

7. HO SO LUU: Ho so lvu bao gdm céc thanh phén sau
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QUY TRINH Ma hiéu: QT -01/GQTC

UBND PHUONG

LONG TRUONG Lan ban hanh 01

Giai quyét t cao - -
Ngay ban hanh:  21/7/2023

TT | Ho so lwu (ban chinh hoic ban sao theo quy dinh)

1. Thanh phén hd so can ndp theo myc 5.2

2. Két qua giai quyét thi tuc hanh chinh

Cac hd so khac phat sinh trong qua trinh thuc hién

3. Cac mau van ban ban hanh kém theo Nghi dinh 31/2019/ND-CP ngay 10 thang
47 nam 2019 cua Chinh phﬁ quy dinh chi tiét thi hanh mot s6 di€u va bién phap
td chirc thi hanh Luat To6 cao

Hb so duoc luu tai b phan chuyén mén va luu trit theo quy dinh

Mau s6 01
TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET NAM

CHU QUAN (1) Poc lap - T do - Hanh phic
TEN CO QUAN, TO CHUC s
(2)
Sb: ..../.QP-...(3)... .(4)...,ngay ... thang ... nam ...
QUYET PINH
Gia han giii quyét to cdo
...................... (5) e

Can ct Piéu 30 ctia Luat T cdo ngay 12 thang 6 nam 2018;
Cén cir Diéu 3 Nghj dinh s6.../2019/ND-CP ngdy ... thang ... nam 2019 cta Chinh phu quy dinh
chi tiét mot sO dieu va bién phap to chirc thi hanh Luat T céo;

(O 1 N | SR (B) e ;

Xét A8 nghi CUA......oovvvneeeiie e (7)o ;
QUYET DINH:

Piéu 1. Gia han giai quyét td cao ddi ’

Vo1 S NP vu viée to cao da duoc thu ly tai

Quyetdinh ... 8

Thoigian giahanla ................. ngay, ké tir

NOAY ettt e 9)

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

CHUC VU CUA NGUOI KY
Noi nhén: (Chir ky, dau)
- Nhu Diéu 2;
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. QUY TRINH M3 hiéu: QT -01/GQTC
{’SR}E ‘;‘;ﬂgNNﬁ Lk Lanbanhanh 01
Gidi quyét to cao : -
Ngay ban hanh:  21/7/2023
Ho va tén
Ghi chu:

(1) Tén co quan, t6 chtc chii quan truc tiép (néu co).

(2) Tén co quan, td chirc 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) Van ban quy dinh chuc nang, nhiém vy, quyén han cua co quan, td chirc ban hanh quyét dinh.
(7) Nguoi dé nghi gia han.
(8) S6, ngay, thang, ndm ban hanh va nguoi ban hanh quyét dinh thu Iy.

(9) Ngay hét han giai quyét t6 cao theo quyét dinh thu 1y.
(10) Tén co quan, t6 chirc, don vi, ¢4 nhan c6 trach nhiém thi hanh Quyét dinh nay.

CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tw do - Hanh phuc

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

PON RUT TO CAO

Kinh guri: ..........ooeenil. 2)........

Mau s6 02

DA Chi: Lo

To1 dé nghi véi ......

Ghi chu:
(1) bia danh.

................... (2)....cho t6i rt ndi dung td cdo

(2) Chirc vu, chitc danh ctia ngudi giai quyét to cao.

Ho va tén

NGUOI RUT TO CAO (3)
(Chir ky hodc diém chi)

(3) Ho va tén nguoi lam don rat t6 céo. Trudng hop nhiéu ngudi t6 céo thi ¢6 chit ky (hodc diém
chi) ciia nguoi dai dién hodc nhirng ngudi to céo.

(4) Ghi 13 timg noi dung té cdo duoc rat hodc rat toan bo ndi dung td cdo trong don té cao ngay

...thang... nam....

MAiu s6 03
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QUY TRINH M3 hiéu: QT -01/GQTC

UBND PHUONG

LONG TRUONG Lan ban hanh 01

Giai quyét t cao : -
Ngay ban hanh:  21/7/2023

TEN CO QUAN, TOCHUC ~ CONG HOA XA HQI CHU NGHIA VIET NAM
CHU QUAN (1) ) Poc lap - Tu do - Hanh phuc
TEN CO QUAN, TO CHUC s
(2)

w..(3)...., NQAY ... thang ... nam ...

BIEN BAN
Ghi nhan viéc riit to cio
Vao hoi... gid ... ngay ... thang ... ndm ........ R 7. | PSP 3)
TOi 1 .....(4) da 1am viéc tryc tiép voi ................. (5) vé viéc dé nghi rat ndi dung t6 cdo. Ong
(ba) ....(5) dé nghi voi ........ (6)chorut........ () P
Budi lam viéc két thuc hdi ....... gio...... phut cung ngay (hodc
ngay ....... Lo )

Bién ban nay di dugc doc cho ngudi rit t6 cao 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 hodac diém chi) (Chit ky)
Ho va tén Ho va tén
Ghi cha:

(1) Tén co quan, t6 chtc chii quan truc tiép (néu co).

(2) Tén co quan, t6 chirc nguoi 1ap bién ban cong tac.

(3) bia danh.

(4) Ho va tén, chtrc danh, chtrc vy, co quan, td chirc cua nguoi lap bién ban ghi nhan vi¢e rat tb
Ccao.

(5) Ho va tén ctia ngudi rit to cao hodc nguoi dai dién.

(6) Chirc vu, chirc danh ctia ngudi giai quyét to cao.

(7) Ghi 15 tirng ndi dung t6 céo duoc rat hodc rit toan bo ndi dung té cao trong don té cao ngay
..thang...nam....

Maiu s6 04
TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET NAM
CHU QUAN (1) Doc lap - Tu do - Hanh phuc
TEN COQUAN, TO s

CHUC (2)
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QUY TRINH M3 hiéu: QT -01/GQTC
UBND PHUUNG Lanbanhanh 01
LONG TRUONG Giai quyét t cao : -
Ngay ban hanh:  21/7/2023
Sb: ...../Qb-...(3)... .(4)...,ngay ... thang ... nam ...
QUYET PINH
Thu 1y t6 cdo
...................... (5)eeiiiieai,

Can ct Diéu 29 Luat T cdo ngay 12 thang 6 nim 2018;
Cén clr Diéu 9 Nghi dinh s0.../2019/ND-CP ngdy... thang ... nam 2019 ctia Chinh phu quy dinh
chi tiet mot s di€u va bién phép to chure thi hanh Luét To céo;

CancCll ..o, (B) +neeeee e

Xétdé nghi clia .......oovvviiiieeiiieeii, () e,
QUYET PINH:

Piéu 1. Thu 1y t6 cao d6i voi: ......... (8) ngay...thANg..NAM ........ooovveeiiieiieeeiann,

Noi dung t cdo dugc thuly: .......... (9) o

Thoi han Giai UYEE t0 CAO L& ....omeiiee et

Piéu 2. Cic ong (ba)......... (10)... va co quan, to chirc, don vi, ca nhan c6 lién quan chiu trach
nhiém thi hanh Quyét dinh nay./.

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

................ N

- Luu: VT, hd so.

Ho va tén
Ghi cha:
(1) Tén co quan, t6 chtc chii quan truc tiép (néu co).
(2) Tén co quan, to chirc ban hanh quyét dinh.
(3) Chit 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 chirc nang, nhiém vu, quyén han ciia co quan, t6 chirc ban hanh quyét dinh.
(7) Nguoi dé nghi thy 1y.
(8) Ngudi bi t6 céo.
(9) Céc ndi dung t6 cao dugc thu Iy.
(10) Tén co quan, td chirc, don vi bi t6 céo; ho tén, chirc vu, chire danh, dia chi cta ca nhan bi t6
cao.

Maiu s6 05
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QUY TRINH M3 hiéu: QT -01/GQTC

UBND PHUONG

LONG TRUONG Lan ban hanh 01

Giai quyét t cao : -
Ngay ban hanh:  21/7/2023

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

CHU QUAN (1) Djc 13p - Ty do - Hanh phic
TEN CO QUAN, TO e
CHUTC (2)
Sb: ..../TB-...(3)... i(4)...,ngay ... thang ... nam
THONG BAO
Viéc thu 1y t6 cao
....(5)...d4 nhan duogc don t6 cdo cua ........ (6) ngay ...... thang.... ndm ....., t6 co hanh vi vi
pham phap luat cua ....(7)....
Theo quy dinh ctia phap Tut, ........oooiniiiii e (8) e
Vay thong bao dé . (6) biét va thuc hién quyén, nghia vu clia nguoi td céo theo
quy dinh cua phap luat./.
CHUC VU CUA NGUOI KY
Noi nhdn: (Chir ky, dau)
S (6);
- Luu: VT
Ho va tén
Ghi cha:

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

(2) Tén co quan, t6 chirc ban hanh thong béo.

(3) Chir viét tit tén co quan, to chirc ban hanh thong bao.

(4) bia danh.

(5) Tén co quan, t6 chirc ban hanh thong bao.

(6) Ho va tén ctia nguoi tb céo hodc ngudi dai dién.

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

(8) Nguoi c6 tham quyén giai quyét to cao, thu Iy hodc khong thu ly t6 c4o. Truong hop thy ly
thi ghi rd ndi dung thu 1y va thoi han giai quyet t6 céo. Truong hop khong thu ly td c4o thi ghi rd

ly do khong thy ly. Truong hop do co quan, t6 chtre, ca nhan c6 tham quyén chuyén dén thi phai
ghi t6 céo do co quan, t6 chirc ¢4 nhan c6 thdm quyén chuyén dén.

Mau s6 06
TEN CO QUAN, TO CHUC CONG HOA XA HOQI CHU NGHIA VIET NAM
CHU QUAN (1) Doc lap - Tu do - Hanh phuc
TEN COQUAN, TO e

CHUC (2)
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QUY TRINH M3 hiéu: QT -01/GQTC
UBND PHUUNG Lanbanhanh 01
LONG TRUONG Giai quyét t cao : -
Ngay ban hanh:  21/7/2023
Sb: ..../TB-...(3)... .(4)...,ngay ... thang ... nam ...

THONG BAO
Vé ndi dung t6 cdo
....(5)...d4 nhan dugc don t6 cdo vé hanh vi vi pham phap luat

cua....... () T PP
Theo quy dinh cua phap ludt, ..., () oo
Vay thong bdo dé ................. (6) biét va thuc hién quyén, nghia vu ctia nguoi bi té céo theo

quy dinh cua phap luat./.

CHUC VU CUA NGUOI KY

Noi nhin: (Chit ky, dau)
e (6);
-Luu: VT

Ho va tén
Ghi chu:
(1) Tén co quan, t6 chirc cht quan truc tiép (néu co).
(2) Tén co quan, t6 chirc ban hanh thong béo.
(3) Chir viét tit tén co quan, to chirc ban hanh thong bao.
(4) bia danh.
(5) Tén co quan, t6 chirc ban hanh thong bao.
(6) Ho va tén cta ngudi bi t cdo.

(7) Nguoi c6 tham quyén giai quyét to cao da thu 1y td cao (ghi rd ndi dung thu 1y t6 cao va thoi
han giai quyét to cao).

MAu s6 07
TEN CO QUAN, TO CHUC CONG HOA XA HOQI CHU NGHIA VIET NAM

CHU QUAN (1) Péoc lap - Ty do - Hanh phic
TEN COQUAN,TO e
CHUC (2)
Sb: ... /QD-...(3)... .(4)...,ngay ... thang ... nam ...
QUYET PINH
Thanh 1ap Poan (T6) xac minh ndi dung t cio
.............. [

Can ctr Luét T6 cdo ngay 12 thang 6 nim 2018;
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QUY TRINH M3 hiéu: QT -01/GQTC

UBND PHUONG

LONG TRUONG Lan ban hanh 01

Gidi quyét to cao

Ngay ban hanh:  21/7/2023

Cén cir Nghi dinh s0.../2019/ND-CP ngdy ...thang ... ndm 2019 cta Chinh phi quy dinh chi tiét
mdt so diéu va bién phap to chuc thi hanh Luat T cdo;

(0111 | () eneeeee e ;

(0111 | (7) e ;

X6t A8 Nghi CUA....oeeveee e, (8) vevveei ,
QUYET PINH:

Piéu 1. Thanh 1ap Poan (T6) x4c minh ndi dung t& cdo, gOM: .............eveeeen...

1.0ng (b3)........co..... chircvu.........oooiii, - Trudng doan (T6 trudng);

2.0ng (DA).......oeon.... ChUC VUL .o, - Thanh vién;

Thoi gian tién hanh xac minh la......... ngay, ké tir ngay ky Quyét dinh nay.
Poan (T6) xac minh thuc hién cac quyen nghia vu, trach nhiém quy dinh tai cac diém a, b, ¢, d
khoan 1 va diém a, b, ¢, khoan 2 Diéu 11 cua Luét T4 cdo.

Piéu 3. Cac dng (ba) ...(10)...,...(11)...., co quan, t6 chirc, don vi, ¢4 nhan c6 lién quan va cac 6ng
(ba) co tén tai Pidu 1 chiu trach nhi¢m th1 hanh Quyét dinh nay./.

CHUC VU CUA NGUOI KY
Noi nhgn: (Chir ky, ddu)
- Nhu Diéu 3;

- Luu: VT, ho SO.

Ho va tén
Ghi cha:
(1) Tén co quan, t6 chtrc chu quan truc tiép (néu co).
(2) Tén co quan, t6 chirc ban hanh quyét dinh.
(3) Chir viét tit tén co quan, to chirc ban hanh quyét dinh.
(4) bia danh.
(5) Chirc danh ctia nguoi ban hanh quyét dinh.
(6) Vian ban quy dinh chirc ning, nhiém vu, quyén han ctia co quan, t6 chirc ban hanh quyét dinh.
(7) Vin ban giao nhiém vu xac minh ndi dung t6 cao.
(8) Nguoi dé nghi thanh 1ap Poan (T6) xac minh ndi dung t6 céo.
(9) Cac ndi dung té cao duogc giao xac minh.
(10) Nguoi dimg dau co quan, t6 chire ¢ trach nhiém thi hanh quyét dinh xac minh.
(11) Tén co quan, t6 chirc bi td cdo; ho tén, chirc vy, chirc danh ctia ¢4 nhan bi t6 c4o.

Miu s6 08
TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET NAM
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QUY TRINH M3 hiéu: QT -01/GQTC
UBND PHUONG Lanbanhanh 01
LONG TRUONG Giai quyét t cao : -
Ngay ban hanh:  21/7/2023
CHU QUAN (1) Péc 1ap - Tu do - Hanh phiic
POAN (TO) XACMINH el
NOI DUNG TO CAO
...(2)...,ngay ... thang ... nam
BIEN BAN
.............. (B,
Vao hoi....gio....ngdy. ..thang...nam ...... I v P

Poan (Td) xac minh t6 cédo duoc thanh lap theo Quyét dinh s ..../QD... ngdy.../.../... cla........... ,

1.0NG (DA) .ovvineiei chircvu ...,
2.0NG (DA) - chicvu ...
Tién hanh 1am viéc vOi: .....oooeeieeiiiil (B) o,
NOi dung lam Viéc: .....oovviiiiiniiinnnn. (B) i

Budi lam viéc két thuc hoi... gio... phut ciing ngay (hodc

NGAY .. e ) o

Bién ban nay da dugc doc cho nhitng ngudi 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 (**)
(Chir ky hodc diem chi) (*) (Tirng thanh vién lam viéc kY)
Ho va tén Ho va tén
Ghi cha:

(1) Tén co quan, t6 chirc ban hanh Quyét dinh thanh 1ap Poan (T6) xac minh.

(2) bia danh.

(3) Tén bién ban, vi du:ﬁ Bién ban lam Viég truc tiép vo1 nguoi td céo, ngu(‘ri bi tb c4o, Bién bép
lam viéc Vg'yi co quan, to chtrc, ca nhan, dé thu thap thong tin, tai liéu, bang chiing lién quan dén
ndi dung to cdo...

(4) Ho, tén, chirc danh, dia chi, s6 dién thoai lién hé (neu c0) cua nhirng nguoi cung lam viée.

Nguoi ciing 1am viée c6 thé 1a: nguoi td cao, ngudi bi t c4o... Pai dién co quan, t6 chirc, don vi
hodc c& nhan c6 lién quan.

(5) Ghi noi dung lam viéc; ¥ kién ciia nhitng ngudi ciing lam viée, ciia thanh vién Poan (Td) xac
minh.

(6) Tén co quan, to chirc, ca nhan lién quan dugc Poan (T6) xac minh giao bién ban.
(*) Truong hgp co6 nguoi khong ky thi phai ghi rd trong bién ban.
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QUY TRINH M3 hiéu: QT -01/GQTC

UBND PHUONG

LONG TRUONG Lan ban hanh 01

Giai quyét t cao : -
Ngay ban hanh:  21/7/2023

(**) Pai dién Poan (T6) xac minh ndi dung té cdo ky vao timg trang cta Bién ban.

Mau s6 09
TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET NAM

CHUQUAN (1) Péc 1ap - Tu do - Hanh phiic
TEN COQUAN, TO e
CHUTC (2)
Sb: ... /..(3)... .(4)...,ngay ... thang ... nam ...

Kinh gui: ....ooooviiiii (5)e e
Dé 6 ¢co so cho viéc két luan noi dung t6 c4o bao dam chinh xéc, khach quan,...(2)...... trung
cau giam dinh cac thong tin, tai liéu, bang chimg sau day: ..................coevinene. (6)
Vay dé nghi .......... ) NPT tién hanh giam dinh va giri két qua
Cho .o (D) trude ngay...thang... nam....
............ (2)...........ctr ong (ba)...(7)... 1a thanh vién Poan (T6) xac minh td cdo truc tiép ban

giao cac tai lidu, bang chimg va nhan két qua giam dinh./.

CHUC VU CUA NGUOI KY

Noi nhin: (Chit ky, déu)
- Nhu trén;
e (8);

- Luu: VT, hd so.

Ho va tén
Ghi cha:
(1) Tén co quan, t6 chtc chii quan truc tiép (néu co).
(2) Tén co quan, to chirc trung cu giam dinh.
(3) Chir viét tat tén co quan, to chirc trung cau giam dinh.
(4) bia danh.
(5) Tén co quan, to chirc dugc trung cau giam dinh.
(6) Céc thong tin, tai liéu, bang ching dé nghi giam dinh va ndi dung can giam dinh.
(7)Ho :[én, chutre vy, chire danh cia ngudi dugce ctr ban giao thong tin, tai licu, béng chung, tiép
nhan két qua gidm dinh.
(8) Nguoi giai quyét to cao, ngudi td cdo va co quan, to chire, ca nhan c6 lién quan.

Maiu s6 10
TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET NAM
CHU QUAN (1) Poc lap - Ty do - Hanh phic
POAN (TO)XACMINH s
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] QUY TRINH M3 hiéu: QT -01/GQTC
UBND PHUONG Lanbanhanh 01
LONG TRUONG Giai quyét t cao : -
Ngay ban hanh:  21/7/2023
NOI DUNG TO CAO
..(2)...,ngay ... thang ... nam
BAO CAO
Két qua xac minh ndi dung té cdo
Kinh gri: ....ooooviiiii, () U
Thuc hién Quyét dinh s6.../QP... ngay .../...[......... CUA et (4)
Tirngay .../....... dénngay ../.../....... , Poan (T6) x4c minh di tién hanh xac minh ndi dung t6
cao doi
L) PSP (5)
Poan (Td) xac minh ndi dung t6 céo bao cao két qua xac minh ndi dung té cdo, nhu sau:
1. Két qua xac minh: ....................... ()it
2. Nhan xét, danh gia: ..................... (7)o
3 Kin nghi: covveieeeiiee e, (B) et

Trén déy 1a bao céo két qua xac minh ndi dung t6 cdo, dé nghi... (3)... xem xét, chi dao./.

TRUONG POAN (TO) XAC MINH (%)

Noi nhin: (Chir ky)
- Nhu trén;
- Luu: VT, ho SO.

Ho va tén
Ghi chu:
(1) Tén co quan, t6 chirc ban hanh Quyét dinh thanh lap Poan (T6) xac minh.
(2) bia danh.
(3) Nguoi ding dau co quan, t6 chie ban hanh Quyét dinh thanh 1ap Poan (T6) x4c minh.
(4) Nguoi ban hanh, trich yéu Quyét dinh thanh 1ap Doan (T6) x4c minh.
(§) Tén co quan, td chire hodc ho tén, chitc vy, chirc danh, dia chi cta ca nhan bi t6 cdo va tom
tat noi dung to céo.
(6) Két qua xac minh theo timg ndi dung t6 céo, ndi dung giai trinh ciia ngudi bi td cio.
(7) Nhan xét, danh gia theo timg noi dung t cao, trong do néu rd can cir phap ludt dé xac dinh c6
hay khong c6 hanh vi vi pham phap luat, n6i dung t6 cao 1a t6 cao dung, diing mot phan hodc sai;
viée ¢b ¥ to cao sai (néu c6); nhan xét, danh gia vé hanh vi vi pham phap luat cia nguoi bi to
c40, co quan, to chtre, ca nhan khac (néu co); xac dinh trach nhiém cia timg co quan, t6 chtc, ca
nhan lién quan dén ndi dung to cao.
(8) Kién nghi xir 1y dbi voi co quan, t6 chirc, ca nhan c6 hanh vi vi pham; cac bién phap can thiét
dé bao vé loi ich cua nha nude, quyén va loi ich hop phap cua co quan, t6 chiic, c4 nhan.
(*) Truong Poan (Td) xac minh ndi dung té cdo ky vao tig trang ctia Bao céo.
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QUY TRINH M3 hiéu: QT -01/GQTC

UBND PHUONG

LONG TRUONG Lan ban hanh 01

Gidi quyét to cao

Ngay ban hanh:  21/7/2023

Mau 56 11
TEN CO QUAN, TO CHUC CONG HOA XA HOQI CHU NGHIA VIET NAM

CHUQUAN (1) Djc 1ap - Tu do - Hanh phic
TEN COQUAN, TO e
CHUTC (2)
Sb: ... /BC- ...(3)... .(4)...,ngay ... thang ... nam ...
BAO CAO
Két qua xac minh ndi dung t6 co

Kinh gtri: ................. (5) i
Thuc hién nhiém vu dugc giao xac minh ndi dung t6 c40 tai ............coeevveeeveeeeini, (6)

.. (2) ... da thanh 1ap Poan (T6) xac minh ndi dung t6 cdo d6i VOi: .........c..ooeeeiiin.l, (7)
Can cir Bao cdo cua Doan (T6) xac minh vé két qua xac minh noi dung t6 céo va cac thong tin,
tai liéu, bang ching c6 lién quan,... (2)... bA0 40 ... (5) c.ooviiriiiiiiiiiiia, nhu
SAU.

1. Két qua xac minh: .............ccoooiii, (B) e
2. Nhan xét, danh gid: .......................... (9) ceie
3 KiN NGO coveeei e (10) oo

Trén day 1a bao céo két qua xac minh ndi dung t6 céo, dé nghi ... (5) ... xem xét, két luan./.

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

................. Py

- Luu: VT, hd so.

Ho va tén
Ghi chu:
(1) Tén co quan, t6 chirc chu quan truc tiép (néu co).
(2) Tén co quan, t chirc béo cdo két qua xac minh ndi dung to cio.
(3) Chir viét tit tén co quan, td chirc bao cdo két qua xac minh ndi dung td cdo.
(4) bia danh.
(5) Nguoi giai quyét td cdo.
(6) Vin ban giao nhiém vu xac minh ndi dung t6 céo cta ngudi giai quyét tb céo.
(7) Tén co quan, td chire hodc ho tén, chitc vu, chire danh, dia chi ctia ca nhan bi td cdo va tom
tat ndi dung to cdo.
(8) Két qua xac minh theo timg ndi dung té c40, ndi dung giai trinh ciia ngudi bi t6 cao.
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QUY TRINH M3 hiéu: QT -01/GQTC

UBND PHUONG

LONG TRUONG Lan ban hanh 01

Gidi quyét to cao

Ngay ban hanh:  21/7/2023

(9) Nhan xét, danh gia theo tirng noi dung t6 céo, trong d6 néu rd can cu phap luat dé xac dinh co
hay khong CO hanh vi vi pham phap luét, noi dung t6 cao 1a t6 cao dung, dlng mot phan hodc sai;
viée ¢b ¥ td cao sai (néu c6); nhan xét, danh gia vé hanh vi vi pham phap luét cua nguoi bi t6
c4o, co quan, tO chirc, ca nhan khac (néu c6); xac dinh trach nhiém cia ting co quan, t6 chirc, ca
nhan lién quan dén nodi dung td cdo.

(10) Kién nghi xtr Iy ddi v6i co quan, to chure, ca nhan c¢6 hanh vi vi pham; cac bién phap can
thiét dé bao vé loi ich cta nha nudce, quyén va loi ich hop phap cua co quan, td chire, ca nhan.

MAu s6 12
TEN CO QUAN, TO CHUC CONG HOA XA HQI CHU NGHIA VIET NAM

CHU QUAN (1) Péc 1ap - Tu do - Hanh phiic
TEN COQUAN,TO e
CHUC (2)
Sb: ... IKL-....(3).... .(4)...,ngay ... thang ... nam

KET LUAN NOI DUNG TO CAO

Poi véi ............ (5)eeeeerenrencaecnecnnannes
Noay.... o, oo (2)... d3 ban hanh Quyét dinh s6.../QD-... thu 1y t6 cao d6i
VO oo, (B) it

Cin ctr ndi dung t6 céo, giai trinh ctia nguoi bi t6 cao, két qua xac minh noi dung t6 cdo, cac tai
ligu, ching cr c6 lién quan va dbi chiéu voi cac quy dinh caa phap luat,... (2)... két luan noi dung
t6 cao nhu sau:

1. Két qua xac minh ndi dung td CA0: (6) ......vvveeeeieiie e,
2. Can cir phap luat dé xac dinh c6 hay khong c¢6 hanh vi vi pham phép luat (7)

3. Két

ludn: ... () oo

4. Céc bién phéap xir Iy theo tham quyén can thuc hién va kién nghi: ......................... 9)

NGUOI GIAI QUYET TO CAO
Noi nhgn: (Chir ky)
- (D)
- ...(10)..;
-...(11)...;
-...(12)..;
-...(13)...; Ho va tén
-...(14)..;
Luu: VT, ho so.

Ghi chu:
(1) Tén co quan, t6 chirc cht quan truc tiép (néu co).

(2) Tén co quan, t chie két luan noi dung t6 céo.
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QUY TRINH M3 hiéu: QT -01/GQTC

UBND PHUONG

LONG TRUONG Lan ban hanh 01

Giai quyet to cao

Ngay ban hanh:  21/7/2023

(3) Chit viét tit tén co quan, t6 chtrc két ludn ndi dung tb cdo.

(4) bia danh.

(5) Tén co quan, td chire bi t cdo hodc ho tén, chic vu, chic danh, dja chi c4 nhan bi t6 cdo.

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

(7) Néu rd cin cr phap luat dé xac dinh c6 hay khong c6 hanh vi vi pham phap luat.

(8) Két luan ting ni dung t6 cdo, trong dd néu 16 ndi dung t cdo 1a t6 cao ding, dung mot phan
hodc sai; viéc cO y t6 c4o sai (néu c0) két luan vé hanh vi vi pham phép luit cua nguoi bi t6 céo,
co quan, t6 chtrc, c4 nhan khac (néu c6); nguyén nhan; trach nhiém cua nguoi bi t cdo, co quan,
t6 chirc, c4 nhan c6 lién quan trong nhitng ndi dung té cdo dung hodc diing mot phan; thiét hai vé
vat chat, tinh than do hanh vi vi pham phap luit gy ra; d6i twong bi thiét hai; nhiing ndi dung vi
pham phap luat, sai 1am hodc khong phu hop cia viée giai quyét to cdo trude do (néu co) va
trach nhiém cta co quan, to chure, don vi, ca nhan c¢o lién quan.

(9) Céc bién phap xur 1y theo thim quyén c?m thue hién; kién nghi co quan, t6 chtrc, c4 nhan khac
ap dung cac bién phap xu ly theo tham quyén ddi véi co quan, t6 chire, c4 nhan c6 vi pham phap
luat; kién nghi CO quan c¢6 tham quyén xem xét sira d6i, bo sung chinh sach, phap luat, ap dung
cac bién phap can thiét dé bao vé loi ich ctia Nha nude, quyén va loi ich hop phép cua co quan,
t6 chtrc, ca nhan.

(10) Co quan thanh tra nha nuéc cép trén.

(11) Co quan thanh tra nha nudc ciing cép.

(12) Nguoi bi td cao (trong trudng hop van ban Két ludn c6 théng tin thudc bi mat nha nudc,
théng tin ¢6 hai cho nguoi to céo thi phai trich van ban, lugce bo thong tin d6 trude khi giri cho
nguoi bi to cao).

(13) Tén co quan, t6 chirc, ca nhan quan 1y ngudi bi td cio.

(14) Tén co quan, td chirc, ca nhan khac co lién quan dugc nhan két luan.




