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1. Nhi1ng ngucri co lien quan phai arc, hidu va thl;lc hi¢n theo dung n(3i dung 

cila qui dinh nay. 

2. N(Ji dung trong qui ainh nay co hi¢u Il;lC nhu Sl;l chi ago cila Lanh aq,o B(J. 

3. M6i b(J pht;in chi tlurlC phiin ph6i duy nhcit 01 ban (co aong dciu cila B{j), cac 

ban sao co rna s6 khac vai ban g6c phai du9'c logi b6 ngay, tuy¢t a6i kh6ng du9'c 

strd¥ng. 
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BANG THEO DOl THAY DOl TAl LI~U
 

STT vi tri sua d3i NQi dung Xem xet 
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Trang 01/08 

Trang 03/08 

Trang 04/08 

B6 cac 0 khong c~n thiSt t(;li ph~n 
"phan ph6i" 

B6 cac van ban quy ph(;lffi phap lu~t 

hSt hi~u h;rc; b6 sung van ban quy 
ph(;lffi phap lu~t co hi~u l\fc 

Thay thS duemg net dill thanh net liSn 
t(;li sa db quy trinh xu ly dan thu 
khiSu n(;li, t6 cao (Ml,lc 4.1). 
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1. Ml)CDiCH 

Quy trinh llily nh~m th5ng nhfit trinh tv xu ly don thu khi~u n~i, t5 cao 
eua co quan, t6 chuc, cong dan gui d~n Bi) Ni)i V\l va Thanh tra Bi), dam bao cac 
dan thu duqc xu ly dung theo quy dinh cua phap lu~t. 

2. p~ VI AP Dl)NG 

Quy trinh nay ap d\lIlg cho cong tac xu ly don thu khi~u n~i, t<3 cao cua 
Bi) Ni)i V\l bao g6m: ti~p nh~n, phan cong nghien Clm, dS xufit xu ly, phe duy~t 
phuong an xu ly, theo d6i, don d5c va t6ng hqp. 

3. TAl LI:¢U TRAM CHIEU 

- Lu~t Khi~u n~i, Lu~t t5 cao; 

- Nghi dinh s<3 75/2012/NB-CP ngay 03110/2012 cua Chinh phu huang 
.dful Lu~t khi~u n~i; 

- Nghi dinh s6 76/2012/NB-CP ngay 03110/2012 cua Chinh phu huang 
dfin Lu~t t6 eao; 

- Nghi dinh s6 34/2011/NB-CP ngay 17/5/2011 cua Chinh phu quy dinh 
vS xu ly leY lu~t d6i v6i eong chilc; 

- Nghi dinh s6 27/2012/NB-CP ngay 06/4/2012 cua Chinh phu quy dinh 
vS xu ly leY lu~t vien chilc va trach nhi~m b6i thuOng, hoan tra cua vien ehuc; 

- Quy~t dinh s<3 57/2005/QD-BNV ngay 18/5/2005 cua Bi) truOng Bi) Ni)i 
V\l vS vi~e ban hanh Quy ch~ giai quy~t khi~u n~i, t6 cao, ti~p cong dan cua Bi) 

Ni)i V\l; 

- Tieu chu&n Vi~t Nam TCVN ISO 9001 :2008; 

- S6 tay chfit luqng. 

4. NOI DUNG QUY TRiNH XlrLY DON THUKHIEU N~, TO cAo 

4.1. SO" dB quy trinh xii" ly dO"n thll khi~u n~i, tB cao 
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NgrrOi th\fc hi~n Tr.inh t\f th\fc hi~n Tiii li~u di~n ghii 

van thu 
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I Phat hanh & LUll h6 sci I 

4.2.3 

4.2. Di~n giai quy trinh xii' If d<rn thtr khi~u n~i, ta cao 

Yeu cftu chung: Lanh d~o Thanh tra BQ, Hinh d~o Phong va cong chuc 
duqc phan cong d@ xu§.t phai ghi ra y ki@n d@ xu§.t ho~c phe duy~t d@ xu§.t cua 

minh, ghi ra ngay, thang, nam va kY vao phftn tuang Ung cua Phi@u pharr cong 

xu ly dan thu khi@u Iwi, t6 cao. 

4.2.1. Nhljn dun, phan log'; va chuyJn Phong chicc nang 

Trong thai h~ 01 (rn{)t) ngay kS tlr khi Van thu Thanh tra BQ nh~n dan 
thu khi@u n~i, t6 cao, 1anh d~o Phong T6ng hqp co trach nhi~m pharr lo~i, 

chuySn cho cac Phong chuc nang nghien clrti, d@ xu§.t xu lY. 
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4.2.2. Phiin cong cong chuc dJ xuat xillj 

Trong thai hl;m 01 (mQt) ngay ke tiI khi nh~n dan thu khiSu n~i, t6 cao do 
Phong T6ng hqp chuyen dSn, lanh d~o Phong chilc nang phancong cong chilc 
clla Phong nghien coo, d@ xwlt xu ly dan, thu khiSu n~i, t6 cao. 

Vi~c phan cong clla lanh d~o Phong dugc thS hi~n bkg PhiSu phan cong 
xu ly dan thu khiSu n~i, t6 cao (theo rnftu clla B9, rna s6: BM-OllTT-Ol). 

4.2.3. Xillj dun thU' khiiu n{li, t6 cao 

a) Trong thai h~n 02 (hai) ngay kS tiI khi dugc phan cong, cong chilc 
thgc hi~n cac cong vi~c sau: 

- Nghien cUu, d~ xuftt xu lyvao PhiSu phan cong; Dg thflO van bfm huang 
dftn ho~c chuySn dan (nSu co). Truang hqp d~ xuftt luu, thea d5i, khong phai dg 
thao van ban. 

- Chuyen lanh d~o Phong PhiSu phan cong da ghi y kiSn d@ xuftt va dg 
thao van ban (nSu co) cling v6i dan thu khi~u n~i, t6 cao. 

b) Trong thai h~n 02 (hai) ngay ke tir khi nh~n dugc PhiSu phan cong da 
ghi y ki~n d~ xuftt clla cong chilc, lanh d~o Phong chilc nang thgc hi~n rn9t 
trong cac cong vi~c sau: 

- N~u d6ng y v6i d~ xuftt clla cong chilc thi ghi "D6ng y v6i d@ xuftt"; Ky 
t~t vao cu6i dl! thao van ban (nSu co) va chuyen l~i cong chile da xu ly de 
chuyen Van thu trinh lanh d~o Thanh tra B9; 

- NSu khong d6ng y v6i d~ xuftt clla cong chilc thi ghi r5 ly do vao PhiSu 
phan cong; Yeu cftu cong chilc chinh sua dl! thao van ban (nSu co) va kY t~t vao 
cu6i dl! thao, chuySn Van thu trinh lanh d~o Thanh tra B9 cling v6i toan b9 h6 
sa. 

c) Trong thai h~n 02 (hai) ngay kS tiI khi nh~n dugc d~ xuftt, dl! thao van 
ban do Van thu Thanh tra B9 trinh, lanh d~o Thanh tra B9 thgc hi~n cac cong 
vi~c sau: 

- NSu d6ng y v6i d@ xuftt clla Phong thi ghi "D6ng y v6i d@ xuftt" ho~c kY 
ban hanh dl! thao van ban d@ xuftt (nSu co), chuySn Van thu phlit hanh; 

- NSu khong d6ng y v6i d@ xuftt clla Phong thi ghi YkiSn kSt lu~ xu ly 
ho~c yeu cftu chinh sua dl! thao van ban (nSu co), chuy~n Van thu d~ chuy~n l~i 
cho lanh d~o Phong chi d~o cong chilc chinh sua thea yeu cftu. 

Ngay ban hanh: ,,<1/;/i!£cli Lful sua dBi: 2 Trang 5/8 



UJ .L1uug lUUl ll1,Ul UJ. tID,!l) ngay mnn UC;t0 rnong em Q(;lO eong enue enmn 
sua l(;li d\I thao van ban thea yeu e~u eua lanh d~o Thanh tra Be?, kY tit VaG eu6i 
van ban, ehuySn Van thu trinh l~i lanh d~o Thanh tra Be? 

d) Trong thai h~n 01 (m9t) ngily kS tit khi nh~n dUQ'e d\I thao van ban da 
ehinh sua, lanh d~o Thanh tra Be? kY duy~t van ban, ehuySn eho Van thu Thanh 

tra Be? phat h~mh va luu h6 sO'. D6i vai van ban kY thita l~nh Be? truOng, Van thu 
Thanh tra Be? phai ehuySn eho Van thu Be? dS phat hanh thea quy trinh xu ly 
eong van eua eO' quan Be? 

5. HO sa eVA QUY TRiNH 
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6. BIEU MAu KEM THEO 

- PhiSu phan eong xu ly dan thu khiSu n~i, t6 eao: BM-Ol/TT-Ol; 

- S6 tiSp nh~ xu ly dan thu khiSu n~i, t6 eao: BM-02/TT-Ol. 
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BIEU MAu 01/TT-01 

BO NOI VT) 

Phi~u phan cong xii' Iy doon thtr khi~u n~i, ta cao 

THANH TRA BO NOI VU 
'L ••• 

PRIEU pHAN CONG XU LY DON THU KHIEU N~, TO cAo 

DS nghi: , . 

HaN9i, ngay thang nam 20 . 

y ki~n Binh d~o Phong Iy ki~n lanh d~o Thanh traf)~ xuftt clla cong chtfc 

Ghi chil: 
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BIEU MAu 02/TT-Ol 
,,'IBONOIVlj 

sA ti~p nh~n, xli' Iy dO'n thu kbi~u n~i, ta cao,;;" 
f' .. 

s6 TIEP ~, xu LY DON THU KHIEU N~, TO cAo
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