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1. MUC PiCH

Quy dinh trinh ty va cach thirc xr Iy don thu cua cong dan.

2. PHAM VI

Ap dung do1 voi céc to chuc, ca nhan, to chuc cé khi€u nai, t6 cdo. Céan bg,
cong tai Ban Tiép cong dan, cac phong ban chuyén mon va cac co quan, don vi,
ca nhan, t6 chuc ¢ lién quan dén ndi dung khi€u nai, t6 cdo huy¢n Quang Hoa

3. TAILIEU VIEN DAN

- Tiéu chuan quoc gia TCVN ISO 9001:2015

- Cac van ban phap quy lién quan dé cap tai myc 5.1
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4. NOIDUNG QUY TRINH

4.1 | Co s6 phaply

- Luat Khiéu nai, Luat T6 cdo nam 2011,

- Luat Tiép cong dan nam 2013;

- Nghi dinh sé 75/ ND-CP ngay 03/10/2012 cua Chinh phu quy dinh chi
tiet mot so di€u cua Luat Khiéu nai;

- Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 cta Luat T6 cao;

- Nghi dinh sé 64/2014/ND-CP ngay 26/6/2014 cta Chinh phu quy dinh
chi tiét mot so di€u cua Luat Tiép cong dan;

- Thong tu sé 05/2021/TT-TTCP ngay 01/10/2021 quy dinh quy trinh
xur Iy don khi€u nai, don t6 cdo, don kién nghi, phan anh.

4.2 | Thanh phan ho so Ban Ban sao
chinh

1. Pon khiéu nai, don td cdo, don kién nghi, don
phan anh

2. Cac tai liéu, chung cur lién quan (néu co).

4.3 | S6 lwong ho so

01 bo

4.4 | Thoi gian xwr ly

Trong thdi han 10 ngay, ké tir ngay nhan duoc don khiéu nai, t6 cdo, kién
nghi, phdn anh

45 | Noi tiép nhén va tra két qua

Ban Tiép cong dan huyén Quang Hoa

4.6 |Lé phi

4.7 | Quy trinh xit ly cong viéc

QUY TRINH XU LY CONG VIEC
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TT Trinh ty Tréach Thoi Biéu mau/Két
Nhiém gian qua
B1 | Tiép nhan don thu Cong chirc |01 ngay |- Phiéu dé xuat
Tiép cong lam viéc | thu ly don;
dan tai Ban - Gidy bién nhan
Tiep cong tai liu, chung ctr,
dan cong van hudng
dan; cong van
chuyén don.
B2 | Chu tich UBND huyén | Chu tich 1.5 ngay
phan cong thu 1y ho so UBND lam viéc
huyén
B3 | Lanh dao phu trach nghién | Lanh dao 1.5 ngay
ctru, phan cong thu 1y ho so | phu trach lam viéc
cho phong chuyén mon
hoac bd phan phu trach
B4 | Lanh dao phong chuyén | Lanh dao 01 ngay
mon (hogc bd phan phuy | phong lam viéc
trach) tham dinh ho so, | chuyén mon
phan cong xt 1y don thu | hodc b
(thu ly, khong thu ly hodc | phan phu
chuyén don) trach
Cén bd_phong nghién ctru | Nguoi duoc | 03 ngay
thu Iy ho so phén cong lam viéc
xu 1y don
thu
Lanh dao phong nghiép vu | Lanh dao 01 ngay
(hoac bo phan phu trach) | phong lam viéc
xem xét trinh 1anh dao ky | chuyén mon
duyét hoac bd
phan phu
trach
B5 | Chu tich UBND cap huyén | Chu tich 01 ngay
ky duyét ho so hodac hodac | UBND lam viéc

iy quyén cho lanh dao phu

huyén hodc
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trach ky duyét hoé so lanh dao phu
trach dugce
uy quyén
B6 |Tra két qua giai q quyét | Ban Tiép Khong
TTHC cho céa nhéan, to chuc | cong dan tinh thoi
gian

6. HO SO CAN LUU

TT Ho so luu

1. Pon khiéu nai, don t6 cdo, don kién nghi, don phan anh

Céc tai li¢u, chiing cur lién quan (néu co).




