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1. Thii tuc Giai quyét t6 cdo tai cap xa
a) Trinh ty thuc hién:

Budc 1: Thy 1y t6 cao Trude khi thy 1y t6 cao, Chi tich UBND xa x4c minh
thong tin vé ngudi to cdo va diéu kién thu 1y t§ cao. Trudng hop ngudi td céo khong
cu tra tai dia ban quan ly hodc gap kho khan trong viéc xac minh thi nguoi giai quyet
t6 cao co thé iy quyén cho co quan nha nu6c ngang cap hodc co quan nha nudc cap
dudi xac minh thong tin can thiét phuc vu viéc ra quyét dinh thy 1y t6 céo. Nguoi giai
quyét to cao ra quyét dinh thy 1y t§ co khi c6 du cac diéu kién sau:

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

+Trudng hop t6 cao dugc thyc hién bang don thi trong don t6 cao phai ghi 1§
ngay, thang, nim td cdo; ho tén, dia chi ciia ngudi td cao, cach thic lién hé véi ngudi
t6 cao; hanh vi vi pham phép luat bi td cdo; nguoi bi td cao va cac thong tin khac c6
lién quan. Truong hop nhidu ngudi cing to cao vé cing mot ndi dung thi trong don td
cdo con phai ghi rd ho tén, dia chi, cach thirc lién h¢ voi tirng nguoi td cdo; ho tén cua
ngudi dai dién cho nhirng ngudi td cdo. Ngudi td cdo phai ky tén hodc diém chi vao
don t6 cao.

+ Trudng hop nguoi t6 cao dén to céo tryc tiép tai Bo thi nguoi tiép nhan
huéng dan nguoi td cao viét don t6 cao hodc ghi lai ndi dung t6 cdo bang vin ban va
yéu cau ngudi td cao ky tén hodc diém chi xac nhan vao vin ban, trong d6 ghi 6 noi
dung theo quy dinh tai khoan 1 Diéu nay. Truong hop nhleu nguoi cung to cao Ve
cung mot ndi dung thi nguoi tiép nhan huéng din nguoi td cdo cir dai dién viét don t6
c40 hodc ghi lai ndi dung t& cdo bing vin ban va yéu cau nhimg nguoi td cao ky tén
hodc diém chi x4c nhan vao van ban.

b) Ngudi t6 cdo cb du ning luc hanh vi dan sy; truong hop khong co du ning
lwe hanh vi dan sy thi phai c6 nguoi dai dién theo quy dinh cua phap luat;

¢) Vu viéc thude thAm quyén giai quyét td cdo cua co quan, té chic, c4 nhan
tiép nhan t6 céo;

d) Noi dung t cao o co 8O dé xac dinh nguoi vi pham, hanh vi vi pham phap
luat. Truong hop td cao xudt phat tir vu viéc khiéu nai di duoc giai quyét dung thim
quyén, trinh ty, thu tuc theo quy dinh cua phap luat nhung nguoi khiéu nai khong dong
y ma chuyén sang t6 cao ngudi da giai quyét khiéu nai thi chi thy Iy t6 céo khi ngudi
t6 cao cung cip duoc thong tin, tai liéu, ching cir dé xac dinh nguoi giai quyét khleu
nai c6 hanh vi vi pham phap luat. Trong thoi han 05 ngay lam viéc ké tir ngay ra quyet
dinh thy 1y t6 cao, nguol gial quyét to céo co trach nhiém thong bao cho nguoi t co
va théng bao vé ndi dung t cdo cho nguoi bi tb cao biét.

Budc 2: Xac minh ndi dung t6 cdo

1. Chu tich UBND x4 tién hanh x4c minh ndi dung t6 céo hodc giao cho cong
chirc cip xA tién hanh cac minh (goi chung 14 nguoi xdc minh ndi dung t6 céo). Viée
giao x4c minh ndi dung t6 cao phai thyc hién bang vin ban.

2. Truong hop nguoi giai quyét t6 cao giao cho cong chirc cép xi xac minh noi
dung td c4o thi van ban giao xac minh ndi dung td cao thuc hién theo quy dinh tai
khoan 2 Diéu 31 Luét T$ c4o.

3. Vin ban giao x4c minh ndi dung t6 cdo c6 cac ndi dung chinh sau day: Ngay,
thang, ndm giao xac minh; Nguoi dugc giao xac minh nodi dung t6 cao; Ho tén, dia chi
cua nguoi bi td cdo; tén goi, try sO clia co quan, td chuc bi td cao; Noi dung can x4c
minh; Thoi gian tién hanh x4c minh; Quyén va trach nhiém cia nguoi duoc giao xac
minh ndi dung tb céo.
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4. Ngudi xac minh nodi dung t6 cdo phai tién hanh cac bién phép can thiét dé thu
thap thong tin, tai liéu, 1am rd ndi dung t6 cdo. Thong tin, tai liéu thu thap phai duoc
ghi chép thanh vin ban, khi can thiét thi lap thanh bién ban, dugc luu giir trong hd so
vu viée td céo.

5. Trong qua trinh x4c minh, ngudi xac minh ndi dung t6 cdo phai tao diéu kién
dé nguoi bi td cao giai trinh, dua ra cac ching ctr dé chimg minh tinh dung, sai ctia noi
dung can x4c minh.

6. Ngudi xac minh ndi dung td cdo duoc thuc hién cac quyén va nghia vu quy
dinh tai cac diém a, b, ¢, d khoan 1 va céc diém a, b, ¢ khoan 2 Piéu 11 cua Luat TH
cdo 2018 theo phan cong ciia nguodi giai quyet t6 céo.

7. Két thic viée xac minh noi dung td céo, ngudi duoc giao xac minh phai c6
van ban bao cdo ngudi giai quyét td cao vé két qua xac minh nodi dung t6 cao va kién
nghi bién phap xur ly.

Budce 3: Két luan noi dung td c4o Theo quy dinh tai Diéu 35 Luat T cao 2018
va biéu 17 Nghj dinh s 31/2019/ND-CP:

1. Céan ctr vao noi dung td cdo, giai trinh ciia ngudi bi td céo, két qua xac minh
n6i dung t6 cdo, tai liéu, chimg ctr c6 lién quan, Chii tich UBND cip x4 ban hanh két
luan noi dung té céo. Két luan nodi dung t6 cao phai co cac ndi dung chinh sau day:

a) Két qua xac minh noi dung t6 céo;

b) Can ctr phap luat dé xac dinh c6 hay khong c6 hanh vi vi pham phap luat;

¢) Két luan vé noi dung tb céo 1a dung, ding mot phan hoic td cdo sai su that;
xéac dinh trach nhiém cua tirng co quan, to chirc, c4 nhan lién quan dén noi dung té céo;

d) Céc bién phap xir 1y theo thim quyén can thyc hién; kién nghi co quan, to
chtic, ca nhan khac ap dung céc bién phap xir Iy theo thaim quyén ddi véi co quan, to
chtrc, ca nhan c6 vi pham phap luat;

d) Kién nghi co quan co thim quyen xem xét stra ddi, bo sung chinh sach, phap
luat, ap dung cac bién phap can thiét dé bao vé loi ich ctia Nha nudc, quyén va lot ich
hop phap cuia co quan, td chirc, ca nhan. Truong hop giai quyét lai vu viée t céo thi
ngodi cac ndi dung trén, ngudi giai quyét té cao phai két luan vé nhiing ndi dung vi
pham phap luat, sai 1am hodc khong phu hop cua viée giai quyet t6 cao trude do (néu
¢6); xir Iy theo tham quyén hodc chi dao, kién nghi co quan, t6 chic, don vi, c4 nhan
c6 tham quyén xur Iy ddi v6i co quan, td chirc, don vi, c4 nhan c¢6 hanh vi vi pham
phap luét trong qua trinh giai quyét t6 cao trudc do.

2. Cham nhat 1a 05 ngay lam viéc ké tir ngay ban hanh két luén ndi dung t6 cao,
ngudi giai quyét t cao gui két luan noi dung t6 cao dén ngudi bi td cdo, co quan, to
chtic quan 1y ngudi bi td cdo va co quan, td chirc, ca nhan co lién quan; théng bao vé
két luan ndi dung t6 cdo dén ngudi to cdo.

Budce 4: Xt ly két luan ndi dung td cdo Theo quy dinh tai Piéu 36 Luat T céo
2018 va Diéu 18 Nghi dinh sé 31/2019/ND-CP:

1. Cham nhat 13 07 ngay lam viéc ké tir ngdy ban hanh két luan noi dung td céo,
ngudi giai quyét té cao can cir vao két luan ndi dung t6 cdo tién hanh viéc xir Iy nhur
sau: a) Truong hop két ludn ngudi bi té cao khong vi pham phap luét trong viée thuc
hién nhiém vy, cong vu thi khoi phuc quyén va loi ich hop phap ctia ngudi bi td céo bi
xam pham do viéc t6 cao khong dung su that gy ra, dong thoi xir 1y theo tham quyén
hoic kién nghi co quan, t6 chtc, ¢4 nhan c6 tham quyén xir Iy nguoi ¢d ¥ t6 cdo sai sy
that; b) Truong hop két ludn nguoi bi t céo vi pham phap luét trong viéc thuc hién
nhiém vu, cong vu thi ap dung bién phap xu ly theo thAm quyén hodc kién nghi co
quan, to chirc, ca nhan c6 thim quyén xir Iy theo quy dinh cta phap luat.
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~ 2. Truong hop hanh vi vi pham ctia nguoi bi t6 céo co qu'lu hiéu cua t61 pham thi
chuyén ngay ho so vu viéc dén Co quan difu tra hoac Vién kiém sat nhan dan co tham
quyén dé xir Iy theo quy dinh cua phap luét. 3. Trong thoi han 05 ngay lam viéc ké tir
ngay co két qua xur 1y, co quan, t6 chirc, c4 nhan c6 tham quyén xir 1y kién nghi trong
ket luan ndi dung t6 cao co trach nhi¢ém théng bao bang van ban cho nguoi giai quyét
t6 céo vé két qua xur ly. Nguoi giai quyét to cao co trach nhiém theo do1, dén déc hoac
giao cho co quan thanh tra nha nudc cung cap theo doi, don doc viéc thuc hjén két
luan noi dung t6 cdo.Truong hop giao cho co quan thanh tra nha nudc cung cap theo
ddi, don ddc viéc thyc hién két luan ndi dung to cao thi co quan thanh tra nha nuéce
phai dinh ky hang thang bao cao voi nguoi giai quyét t6 cao vé két qua theo di, don
dbc viéc thuc hién két luan ndi dung td céo.

b) Cach thirc thue hién:

Dja diém Tiép cong dan thuéc Uy ban nhan dan cip xa
¢) Thanh phan, s6 lwong hd so:
Thanh phan hé so:

+ Pon td cdo hodc ban ghi 101 td céo;

+ Cac tai liéu khac co6 lién quan.Sé luong hd so: 01 bo.

d) Thoi han giai quyét: Diéu 30 Luat T cao 2018

1. Thoi han giai quyét t6 cao 1a khong qua 30 ngay ké tir ngay thy 1y t6 céo.

2. Péi v6i vu viée phic tap thi c6 thé gia han giai quyét to cdo mot lan nhung
khong qua 30 ngay.

3.6 voi vu viée ddc biét phirc tap thi c6 the gia han gidi quyét t0 céo hai lan,
moi lan khong qué 30 ngéy

4. Nguoi giai quyét t6 cao quyét dinh bang van ban viéc gia han giai quyét t6
c40 va thong bao dén ngudi td cao, nguoi bi td cdo, co quan, to chirc, c4 nhan c6 lién
quan.

d) Péi twong thie hién thi tuc hanh chinh:

Cong dan Viét Nam, Nguoi Viét Nam dinh cu ¢ nudc ngoai, Ngudi nudc ngoai,
Can b, cong chtrc, vién chire
e) Co quan thyuc hién thi tuc hanh chinh:
- Co quan c6 tham quyén quyét dinh: Cha tich Uy ban nhéan dan xa
- Co quan thuc hién: Uy ban nhan déan cap xa
- Co quan phéi hop (néu c6): Khong c6 thong tin

g) Két qua thii tuc hanh chinh: Két luin ndi dung t6 céo

h) Phi, 1€ phi: Khong.

i) Tén miu don, miu t& khai: Cac mau vin ban ban hanh kém theo Nghi dinh
31/2019/ND-CP ngay 10 thang 4 ndgm 2019 cua Chinh phu quy dinh chi tiét thi hanh
mot sO di€u va bién phap t6 chirc thi hanh Luat TS céo

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

Theo quy dinh tai khoan 1 diéu 29 Luat T cdo 20 18: Nguoi giai quyét td cdo ra
quy@t dinh thu 1y t6 cao khi c6 du cac diéu kién sau: a) T6 cao duge thyc hién theo quy
dinh tai Di€u 23 cua Ludt T6 cdo; b) Nguoi td cdo c¢6 di nang luc hanh vi dan su;
truong hop khong c6 du nang luc hanh vi dan sy thi phai c6 nguoi dai dién theo quy
dinh ctia phép luat; ¢) Vu viéc thudc tham quyén giai quyét t6 cao ciia co quan, to chc,
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c4 nhan tiép nhan t6 cdo; d) Noi dung td cdo cb co sé dé xac dinh nguoi vi pham, hanh
vi vi pham phap luat. Truong hop td céo xuat phat tir vu viéc khiéu nai di duogc giai
quyet dung tham quyén, trinh ty, thu tuc theo quy dinh cua phap luat nhung nguoi
khiéu nai khong dong v ma chuyén sang t6 cao ngudi da giai quyét khiéu nai thi chi
thu 1y t céo khi nguoi t6 cao cung cip dugc thong tin, tai liéu, chimg ctr dé xac dinh
nguoi giai quyét khiéu nai c6 hanh vi vi pham phap luét.

1) Can cw phap ly cua thu tuc hanh chinh:
- Luét T4 céo s6 25/2018/QH14 ngay 12 thang 6 nim 2018;

- Nghi dinh 31/2019/ND-CP ngay 10 thang 4 nam 2019 cua Chinh phu quy
dinh chi tiét thi hanh mét s6 diéu va bién phap t6 chirc thi hanh Luat T céo.



MAu sé 01
TEN CO QUAN, TO CHUC CONG HOA XA HOI CHU NGHIA VIET NAM
CHU QUAN (1) Péc lap - Tw do - Hanh phic
TEN COQUAN, TOCHUC(Q2) = e

S6: ..../QP-...(3)... .(4)..., ngay ... thang ... ndm ...
QUYET PINH
Gia han giai quyét to cao
...................... (5

Can ctr Piéu 30 cua Luat T cdo ngay 12 thang 6 ndm 2018;
Can ctr Piéu 3 Nghi dinh s6.../2019/ND-CP ngay ... thang ... nim 2019 cta Chinh phu
quy dinh chi tiét mot s6 didu va bién phap t6 chirc thi hanh Luat T céo;

Cancl......coovviiiii e () P I ;

Xét dé nghi cla.........ooooveiveeeieii 7 T ;
QUYET PINH:

Picu 1. Gia han giai quyét td cdo ddi VO1 ......ooovmeiie e vu

viéc t0 cao da dugc thu ly tai Quyétdinh ... (8)...

Thoigiangiahanla ................. ngay, ké tu

17 9)

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

CHUC VU CUA NGUOI KY
Noi nhén: (Chit ky, ddu)
- Nhu Biéu 2;

-Luu: VT, hd so. R
Ho va tén

Ghi chu:

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

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

(3) Chit viét tat tén co quan, t6 chirc ban hanh quyét dinh.

(4) bia danh.

(5) Chtrc danh ctia ngudi ban hanh quyét dinh.

(6) Van ban quy dinh chtc ning, nhiém vu, quyén han cia co quan, t6 chirc ban hanh quyét dinh.
(7) Nguoi d& nghi gia han.

(8) Sb, ngay, thang, ndm ban hanh va ngudi ban hanh quyét dinh thy Iy.

(9) Ngay hét han giai quyét t& céo theo quyét dinh thu Iy.

(10) Tén co quan, to chirc, don vi, ¢4 nhan c6 trach nhiém thi hanh Quyét dinh nay.



M4u s6 02
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc
wo(1)..., ngay... thang...nam...
PON RUT TO CAO
Kinh gri: ..o (2) i
Téntoilar.....ooooiiiii (B) i
DA G oo
To6i d& nghi véi ............. (2)....cho t0i rat ndi dung t4 c40 ..........coooeeiiiiiii 4)
NGUOI RUT TO CAO (3)
(Chit ky hodac diém chi)
Ho va tén
Ghi chu:
(1) bia danh.

(2) Chtrc vy, chirc danh ctia nguoi giai quyét t6 céo.

(3) Ho va tén nguoi lam don rat t§ cao. Trudng hop nhidu nguoi td cdo thi ¢ chit ky (hodc diém chi)
ctia ngudi dai dién hodc nhiing ngudi to cao.

(4) Ghi 5 timg ndi dung t cao dugc rut hodc rut toan bo ndi dung tb cao trong don té cdo

ngay ...thang... nam....



MAiu s6 03

TEN CO QUAN, TO CHUC  CONG HOA XA HQI CHU NGHIA VIET NAM
CHU QUAN (1) Péc lap - Tw do - Hanh phic
TEN CO QUAN, TO CHUC (2) e

wer(3)...., ngay ... thang ... nam ...

BIEN BAN
Ghi nhan viéc rat to cao
Vao hoi... gio ... ngdy ... thang ... ndm ........ EAL e (3)
To6ila .....(4) da 1am viée truc tiép vOi ................. (5) vé viéc dé nghi rat noi dung t6
cdo. Ong (ba) ....(5) dé nghi voi ........ (6)chorut ........(7).eevvieiniinnn.n.
Budi 1am viée két thiic hoi ....... gio ...... phut cung ngay (hoac

ngay ....... S R P
Bién ban nay di dugc doc cho ngudi rat tb 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)
(Chir ky hodc diém chi) (Chir ky)
Ho va tén Ho va tén
Ghi chu:

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

(2) Tén co quan, td chirc ngudi 1ap bién ban cong tac.

(3) bia danh.

(4) Ho va tén, chirc danh, chuc vy, co quan, td chure cua nguoi 1ap bién ban ghi nhan viéc rat
to cdo.

(5) Ho va tén cua nguoi rut t6 c4o hodc nguoi dai dién.

(6) Chirc vu, chirc danh ctia nguoi giai quyét o cao.

(7) Ghi 15 ting nodi dung t6 cao duoc rut hodc rit toan bd ndi dung té cao trong don td cdo
ngay ...thang...nam....



MAu s6 04
TEN CO QUAN, TO CHUC CONG HOA XA HOI CHU NGHIA VIET NAM
CHU QUAN (1) Péc lap - Tw do - Hanh phic
TEN CO QUAN, TO CHUC (2)  eeeeeeeeeee

Sb: ... /QP-...(3)... w(4)..., ngay ... thang ... nam ...
QUYET PINH
Thu Iy t6 cao
...................... (5) e,

Can cir Piéu 29 Ludt Té cdo ngay 12 thang 6 nam 2018;
Can cir Piéu 9 Nghi dinh s6.../2019/NP-CP ngay... thang ... nam 2019 ciia Chinh phii
quy dinh chi tiét mét so diéu va bién phdp té chire thi hanh Ludt T6 cdo;

(0777 U { ) E SRR

X6t A6 NGRT CUA ... coov e e cT) e e e e e e e et e e e e,
QUYET PINH:

Piéu 1. Thu 1y té cao dbi véi: ......... (8) ngay...thang..ndm ............................

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

Thoi han Al QUYEE 16 CAO 1 ....v it

Piéu 2. Cac 6ng (ba)......... (10)... va co quan, t6 chire, don vi, ¢4 nhan c6 lién quan

chiu trach nhiém thi hanh Quyét dinh nay./.
CHUC VU CUA NGUOI KY

Noi nhén: (Chit ky, ddu)
- Nhu Dbiéu 2;

- Luu: VT, hd so. Ho va tén
Ghi chu:

(1) Tén co quan, t6 chirc cha quén tryc tiép (néu co).

(2) Tén co quan, tb chirc ban hanh quyét dinh.

(3) Chit viét tit tén co quan, t6 chirc ban hanh quyét dinh.

(4) Dia danh.

(5) Chtre danh ctia ngudi ban hanh quyét dinh.

(6) Vin ban quy dinh chirc ning, nhiém vu, quyén han ctia co quan, to chirc ban hanh quyét dinh.
(7) Nguoi dé nghi thu 1y.

(8) Ngudi bi té cao.

(9) Céc noi dung t6 cao dugce thu ly.

(10) Tén co quan, t6 chirc, don vi bi t0 cdo; ho té€n, chirc vy, chirc danh, dia chi cta ca nhan bi t6 céo.
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MAu s6 05
TEN CO QUAN, TO CHUC CONG HOA XA HOQI CHU NGHIA VIET NAM
CHU QUAN (1) Péc lap - Tw do - Hanh phic
TEN COQUAN, TOCHUC(2) = e

Sb: ... /TB-...(3)... wi(4)..., ngay ... thang ... nam ...
THONG BAO
Viéc thu Iy td cdo
....(5)...d3 nhan dugc don td cdo cua ........ (6) ngay ...... thang.... ndm ....., to cdo
hanh vi vi pham phép luat cua ....(7)....
Theo quy dinh cuaphdp luat, ... (€ I
Vay théng bao dé ..................... (6) biét va thuc hién quyén, nghia vu ctia ngudi td

cdo theo quy dinh cua phép luat./.

CHUC VU CUA NGUOI KY
Noi nhén: (Chit ky, ddu)

Ho va tén
Ghi chu:
(1) Tén co quan, t6 chirc chu quan truc tiép (néu co).
(2) Tén co quan, t6 chirc ban hanh théng bao.
(3) Chit viét tat tén co quan, to chirc ban hanh thong béo.
(4) bia danh.
(5) Tén co quan, t6 chirc ban hanh théng bao.
(6) Ho va tén ctia nguoi tb co hodc ngudi dai dién.
(7) Tén co quan, t chirc bi tb cdo, ho tén, chirc vu, chitc danh, dia chi c4 nhan bi td cdo.
(8) Ngudi c6 tham quyén giai quyét to cdo, thy 1y hodc khong thu Iy t6 céo. Truong hop thu Iy thi ghi
r0 ndi dung thy ly va thoi han giai quyét to cdo. Truong hop khong thu 1y to cao thi ghi ro 1y do khong
thu 1y. Tm(‘)ng hop do co quan, to ‘Chl'I‘C, cavi nhajm c6 thdm quyén chuyén dén thi phai ghi t6 cao do co
quan, to chirc cd nhan cé tham quyén chuyén den.
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M4u s6 06
TEN CO QUAN, TO CHUC CONG HOA XA HOQI CHU NGHIA VIET NAM
CHU QUAN (1) Péc lap - Tw do - Hanh phic
TEN CO QUAN, TO CHUC(2) = e

Sb: ..../TB-...(3)... .(4)..., ngay ... thing ... ndm ...

THONG BAO
V& ndi dung t6 cio

....(5)...d4 nhan duogc don td cdo vé hanh vi vi pham phép luat

cua....... () T
Theo quy dinh cua phap luat, .........................l. (7) e
Vay théng bao dé ................. (6) biét va thuc hién quyén, nghia vu ctia ngudi bi td

cao theo quy dinh cua phap luat./.

CHUC VU CUA NGUOI KY
Noi nhén: (Chit ky, ddu)

Ho va tén
Ghi chu:
(1) Tén co quan, td chirc chu quan truc tiép (néu co).
(2) Tén co quan, t6 chirc ban hanh thong béo.
(3) Chir viét tit tén co quan, t6 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) Ngudi c6 tham quyén giai quyét to cdo di thy 1y t6 cdo (ghi 16 ndi dung thy 1y t6 cdo va
thot han gidi quyét to cao).
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M4iu s6 07
TEN CO QUAN, TO CHUC  CONG HOA XA HQI CHU NGHIA VIET NAM
CHU QUAN (1) Péc lap - Tw do - Hanh phic
TEN CO QUAN, TOCHUC(2) = e

Sb: ... /QD-...(3)... .(4)..., ngay ... thang ... ndm ...

QUYET PINH

Thanh lap Poan (T4) xac minh ndi dung t6 cdo

Can civ Ludt Té cdo ngay 12 thang 6 nam 2018;

Can cir Nghi dinh s6.../2019/NP-CP ngay ...thang ... nam 2019 ciia Chinh phii quy
dinh chi tiet mot so diéu va bién phdp toé chirc thi hanh Ludt To cdo,

Can Cb ... oo ov v ceveeeeeeaeeeee e e eee e (0) et e e e e e e e
(@777 e/ U TUURY (74 PR PRRTR:

X6t A6 NGRT CUA... ... oo ceooeee e e (8) e ety

QUYET PINH:
Piéu 1. Thanh 1ap Poan (T6) xac minh ndi dung t6 cdo, gom: .........................
1.Ong (ba)................ Chiic VU.....ooviiiii, - Truéng doan (T6 trudng);
2.0ng (ba)................ Chiic VU.....ooviiiiii, - Thanh vién;

Thoi gian tién hanh x4ac minh 1a......... ngay, ké tir ngay ky Quyét dinh nay.

boan (Té) xac minh thuc hién cac quyén, nghia vy, trach nhiém quy dinh tai cac diém
a, b, ¢, d khoan 1 va diém a, b, ¢, khoan 2 Biéu 11 cua Luat To céo.

Piéu 3. Cac ong (ba) ...(10)...,...(11)...., co quan, t6 chtrc, don vi, ca nhan c6 lién quan
va cac ong (ba) co tén tai Di€u 1 chiu trach nhi€m thi hanh Quyét dinh nay./.

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

-Luu: VT, hd so. A
Ho va tén

Ghi chu:

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

(2) Tén co quan, td chirc ban hanh quyét dinh.
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(3) Chir viét tit tén co quan, t6 chirc ban hanh quyét dinh.
(4) bia danh.
(5) Chtrc danh ctia nguoi ban hanh quyét dinh.
(6) Vin ban quy dinh chirc nang, nhiém vu, quyén han cta co quan, t6 chirc ban hanh quyét
dinh.
(7) Van ban giao nhiém vu x4ac minh ndi dung t6 cdo.
(8) Nguoi deé nghi thanh 1ap Poan (Td) x4c minh nodi dung t6 céo.
(9) Cac ndi dung t6 cdo dugc giao xac minh.
(10) Nguoi ding du co quan, t6 chirc ¢6 trach nhiém thi hanh quyét dinh xac minh.

(11) Tén co quan, t6 chirc bi t6 cdo; ho té€n, chirc vu, chirc danh cua ca nhan bi t6 cao.
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MAu s6 08
TEN CO QUAN, TO CHUC CONG HOA XA HOI CHU NGHIA VIET NAM
CHU QUAN (1) Poc 1ap - Tw do - Hanh phic
POAN (TO)XACMINH e
NOI DUNG TO CAO
wi(2)..., ngay ... thang ... nam ...
BIEN BAN
.............. &) N
Vao hoi....gio....ngay...thang...nim ...... Sl

Poan (T6) x4c minh t cdo dugc thanh 14p theo Quyét dinh s6 ..../QD... ngay.../.../...
Cll........... , gom:

1.ONg (BA) oo chtcvu ..o,
2.0NZ(DA) o chic vu ..o,
Tién hanh 1am viéc VOi: ...ooovneeeneennn... (A e
Noidung lam viéc: ........ooiiiiiiiiiinnn., (5) e

Budi 1am viéc két thuc hoi... gio... phat ciing ngay (hodc
07 L )
Bién ban nay da dugc doc cho nhitng nguoi cung lam viéc nghe va xac nhan dudi day.

Bién ban duogc l1ap thanh.... ban va giao cho...(6)..../.

NHUNG NGUOI CUNG LAM VIEC POAN (TO) XAC MINH (*%)
(Chit ky hodc diém chi) (*) (Tung thanh vién lam viéc ky)
Ho va tén Ho va tén
Ghi chu:

(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: Bién ban lam viéc truc tiép vO1 nguoi td cdo, nguoi bi td cdo, Bién
ban 1am viéc v6i co quan, td chiic, ca nhan, dé thu thap thong tin, tai liéu, bang ching lién
quan dén noi dung t6 céo...

(4) Ho, tén, chic danh, dia chi, sb dién thoai lién hé (néu c6) cua nhitng nguodi cung lam viéc.
Nguoi cung lam viée cé thé 1a: nguoi td céo, nguoi bi td céo... Pai dién co quan, td chuc, don
vi hodc ca nhan c6 lién quan.

(5) Ghi ndi dung lam viéc; y kién cta nhitng ngudi ciing 1am viée, cta thanh vién Poan (T6)
xac minh.
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(6) Tén co quan, td chirc, ca nhan lién quan duoc Poan (T6) xac minh giao bién ban.
(*) Truong hop c6 nguoi khong ky thi phai ghi rd trong bién ban.

(**) Pai dién Poan (T) xac minh ndi dung t6 cdo ky vao ting trang cua Bién ban.
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Mau s6 09
TEN CO QUAN, TO CHUC CONG HOA XA HOI CHU NGHIA VIET NAM
CHU QUAN (1) Péc 1ap - Tw do - Hanh phic
TEN COQUAN, TOCHUC(2) = eeeeeeeeeeeeeee
So: ...... /...(3) w.(4)..., ngay ... thang ... nam
Kinh gti: ..., (5)eiiiii
Dé c6 co s& cho viée két luan noi dung td cao bao dam chinh x4c, khach
quan,...(2)...... trung cau giam dinh cac thong tin, tai lidu, bang ching sau
day: oo (6)
Vay dé nghi .......... (5, tién hanh giam dinh va gui két qua
cho ... (2) i trude ngay...thang... nam....
............ (2)...........cu 06ng (ba)...(7)... 1a thanh vién Doan (Té) x4c minh td céo truc

tiép ban giao cac tai liéu, bang ching va nhan két qua giam dinh./.

CHUC VU CUA NGUOI KY
Noi nhén: (Chit ky, ddu)
- Nhu trén;
- (8),
- Luu: VT, ho so. Ho va tén
Ghi chu:
(1) Tén co quan, td chirc chu quan truc tiép (néu co).
(2) Tén co quan, t6 chic trung cau giam dinh.
(3) Chir viét tit tén co quan, td chirc trung cau giam dinh.
(4) Dia danh.
(5) Tén co quan, t6 chirc duoc trung cau gidm 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 cua nguoi duge cur ban giao thong tin, tai li€u, béng chung,
tiép nhan két qua gidm dinh.

(8) Nguoi giai quyét to cdo, nguoi to cdo va co quan, td chire, cd nhan c6 lién quan.
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MAiu s6 10

TEN CO QUAN, TO CHUC CONG HOA XA HOI CHU NGHIiA VIET NAM
CHU QUAN (1) Péc lap - Tw do - Hanh phic
POAN (TO)XACMINH e
NOI DUNG TO CAO

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

BAO CAO
Két qua xac minh ndi dung td cio
Kinh guri: oo () P
Thuc hién Quyét dinh sb.../QP... ngady .../...[......... CUA tovttiiie i, 4)
Tir ngay .../../... dénngay ../.../....... , Poan (T6) x4c minh di tién hanh xac minh noi
dung t0 CAO AOT VOI: .t %)

Poan (T6) xac minh ndi dung t6 cdo bao cdo két qua xac minh ndi dung té cdo, nhu

sau:
1. Két qua xdc minh: ....................... (0) et e
2. Nhan xét, danh gia: ..................... ) T
3 Kin nghis ...oovveeiieiie e () e

Trén déy 14 bao cdo két qua xac minh ndi dung té cdo, dé nghi... (3)... xem xét, chi
dao./.

TRUONG POAN (TO) XAC MINH

Noi nhdn: (*)
- Nhu trén; (Chit ky)

-Luu: VT, hd so.

Ho va tén
Ghi chu:
(1) Tén co quan, to chirc ban hanh Quyét dinh thanh 1ap Poan (T6) xac minh.
(2) bia danh.
(3) Nguoi ding dau co quan, t6 chirc ban hanh Quyét dinh thanh 14p Poan (T6) x4c minh.
(4) Ngudi ban hanh, trich yéu Quyét dinh thanh 14p Poan (T6) x4c minh.
(5) Tén co quan, td chirc hodc ho tén, chitc vy, chitc danh, dia chi ciia c4 nhan bi td cdo va
tom tat ndi dung to céo.
(6) Két qua xac minh theo timg ndi dung té céo, ndi dung giai trinh ciia ngudi bi td céo.
(7) Nhén xét, danh gia theo ting ndi dung t6 céo, trong d6 néu rd can ctr phap luat dé xac dinh
c6 hay khong c6 hanh vi vi pham phép luat, ndi dung t6 cdo 1a t6 cdo dung, ding mdt phan
hodc sai; vi¢c cO ¥ t0 cdo sai (n€u cd); nhan xét, danh gia v€ hanh vi vi pham phép ludt ctua
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nguoi bi td céo, co quan, td chirc, ca nhan khéc (néu c0); xac dinh trach nhiém cua tung co
quan, t chtrc, c4 nhan lién quan dén ndi dung t6 cdo.
(8) Kién nghi xur Iy d6i v6i co quan, t6 chirc, ca nhan c6 hanh vi vi pham; cac bién phap can
thiét dé bao vé loi ich ctia nha nudce, quyén va loi ich hop phéap ctia co quan, to chirc, ca nhén.

(*) Truong Poan (Td) xac minh ndi dung 6 cdo ky vao tig trang ciia Bao céo.
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MAu s6 11
TEN CO QUAN, TO CHUC CONG HOA XA HOI CHU NGHIiA VIET NAM
CHU QUAN (1) Péc 1ap - Tw do - Hanh phic
TEN CO QUAN, TO CHUC(2) = e

Sb: ... /BC- ...(3)... i(4)..., ngay ... thdng ... ndm ...
BAO CAO
Két qua xac minh ndi dung t6 cao
Kinh gui: ................. (5) e
Thyc hién nhiém vu dugc giao x4¢c minh ndi dung 8 CAO LT +evneveeeeeieeee (6)
.. (2) ... da thanh 1ap Poan (T6) xac minh ndi dung t6 cdo ddi v&i: ................... (7)

Can ctr Bdo cdo cuia Poan (T6) xac minh vé két qua xac minh ndi dung td cdo va cac
thong tin, tai liéu, bang ching c6 lién quan,... (2)... bao céo ...

(5) e DU SAU: ..ot e,
1. Kétquaxdcminh: .........coovevenneennn.... (8) e
2. Nhan xét, danh gid: ....................oe (9) e
3 Kin nghic ...ooveneiieee (10) weeeee e
Trén dy 14 bao cdo két qua xac minh noi dung té céo, dé nghi ... (5) ... xem xét, két
luan./.

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

-Luu: VT, hd so.

Ho va tén
Ghi chu:
(1) Tén co quan, td chirc chu quan truc tiép (néu co).
(2) Tén co quan, t chirc bao cdo két qua xac minh ndi dung td cdo.
(3) Chir viét tat tén co quan, to chiic bao cio két qua xac minh ndi dung t cio.
(4) Dia danh.
(5) Nguoi giai quyét tb cao.
(6) Vin ban giao nhiém vy xac minh ndi dung t6 céo clia ngudi giai quyét t6 cao.
(7) Tén co quan, td chitc hodc ho tén, chitc vy, chitc danh, dia chi cia ca nhan bi td cdo va
tom tit ndi dung t6 céo.

(8) Két qua xac minh theo timg ndi dung té céo, ndi dung giai trinh ciia ngudi bi td cao.
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(9) Nhan xét, danh gia theo timg ndi dung t6 cdo, trong d6 néu rd cin cir phap luat dé xac dinh
¢6 hay khong c6 hanh vi vi pham phap luét, ndi dung té cdo 1a t6 cdo ding, dung mot phan
hodc sai; viéc ¢b v td cao sai (néu c6); nhan xét, danh gia v& hanh vi vi pham phap luat cua
nguoi bi td céo, co quan, t6 chuc, ca nhan khac (néu co); xac dinh trach nhiém cia tung co
quan, t6 chirc, ca nhéan lién quan dén ndi dung t6 cao.

(10) Kién nghi xtr Iy ddi véi co quan, to chirc, ca nhan c6 hanh vi vi pham; céc bién phap can
thiét dé bao vé loi ich cta nha nudce, quyén va loi ich hop phap cua co quan, t chic, ca nhan.
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MAu s6 12
TEN CO QUAN, TO CHUC  CONG HOA XA HOQI CHU NGHIA VIET NAM

CHU QUAN (1) Poc 1ap - Tw do - Hanh phic
TEN CO QUAN, TO CHUC(2) = e
S6: ....... /KL-....(3).... .(4)..., ngay ... thang ... nam ...

KET LUAN NOI DUNG TO CAO

Pboi voi ............ )
NEAY../of oty e (2)... da ban hanh Quyét dinh sb.../QP-... thu Iy té cao dbi
VOl oo, () e

Can ct ndi dung t cdo, giai trinh cta nguoi bi td céo, két qua xac minh ndi dung t6
c4o, cac tai lidu, chimg c ¢6 lién quan va ddi chiéu véi cic quy dinh cua phap luat,...
(2)... két luan noi dung t6 cao nhu sau:

1. Két qua xac minh ndi dung t6 céo:

() ettt e

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

3. Keét

ludn: ..o (B) ettt

4. Céc bién phap xur 1y theo thim quyén can thyc hién va kién nghi: ................... 9)
NGUOI GIAI QUYET TO CAO

Noi nhdn: (Chir ky)

- (D

-...(10)..;

- (1)

- (12).

-...(13)..; Ho va tén

-.(14)..;

- Luu: VT, hd so.

Ghi chu:

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

(2) Tén co quan, t6 chirc két luan ndi dung t6 cdo.

(3) Chir viét tit tén co quan, t6 chirc két luan nodi dung td c4o.
(4) bia danh.
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(5) Tén co quan, td chire bi t cdo hodc ho tén, chirc vu, chirc danh, dia chi c4 nhéan bi t6 cdo.
(6) Két qua xac minh theo timg ndi dung té céo, ndi dung giai trinh cia ngudi bi td cdo.
(7) Néu rd can cir phap luat dé xac dinh c6 hay khong c6 hanh vi vi pham phap lut.
(8) Két luan timg nodi dung tb cdo, trong d6 néu rd ndi dung td cao 1a td cao dung, ding mot
phan hodc sai; viéc ¢b ¥ td cdo sai (néu co) két luan vé hanh vi vi pham phép lut ctia ngudi bi
t6 cdo, co quan, td chirc, ca nhan khac (néu cd); nguyén nhan; trach nhiém cua nguoi bi té céo,
co quan, t6 chirc, c4 nhan c6 lién quan trong nhiing ndi dung t6 cao dang hodc diing mot phan;
thiét hai vé vét chat, tinh than do hanh vi vi pham phap luat gy ra; ddi twong bi thiét hai;
nhitng ndi dung vi pham phép luat, sai 1am hodc khong phul hop cua viée giai quyét to céo
trude d6 (néu cb) va trach nhiém cua co quan, t chirc, don vi, c4 nhan co lién quan.
(9) Céc bién phap xtr 1y theo thAm quyén can thuc hién; kién nghi co quan, to chtc, ca nhan
khac ap dung cac bién phap xtr 1y theo thim quyén dbi véi co quan, to chirc, c4 nhan cé vi
pham phap luat; kién nghi co quan c6 tham quyén xem xét sira doi, bd sung chinh sach, phéap
luat, ap dung cac bién phap cin thiét dé bao vé loi ich ciia Nha nudc, quyén va loi ich hop
phép ctia co quan, to chirc, ca nhén.
(10) Co quan thanh tra nha nudc cép trén.
(11) Co quan thanh tra nha nudc cing cap.
(12) Nguoi bi t6 céo (trong truong hop van ban Két luan c6 thong tin thudc bi mat nha nudc,
thong tin c6 hai cho nguoi t6 cao thi phai trich van ban, lugc bo thong tin d6 trudce khi giri cho
ngudi bi to cao).
(13) Tén co quan, t6 chirc, ca nhan quan 1y nguoi bi td cao.

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



