
UBND TINH GIA LAI CQNG HOA XA-  HQI CHU NGHIA VItT NAM 
VAN PRONG 	 DOc lap - Ti do - Hunh phtic  

86: 	/QD-VP 	 Gia Lai, ngay j l thcing 8 nom 2018 

QUYET DINH 
Ve viec ban hanh Quy the bout dOng cua 

Trung tam Phuc vu hanh chinh Ong tinh Gia Lai 

CHANH VAN PHONG UBND TiNH GIA LAI 

Can cu Nghi dinh s6 61/2018/ND-CP ngay 23/4/2018 ctia Chinh 
thvc hiO'n co. the mot cira, mot dm lien thOng trong giai quy6t thu tyc hanh 
chinh; 

Can cu Quyet dinh s6 95/2004/QD-UB, ngay 19/8/2004 dm US, ban nhan 
dan tinh Gia Lai ye viec thanh lap Van phOng UBND tinh; 

Can dr Quy6t dinh so 834/QD-UBND, ngay 14/11/2016 cua Uy ban nhan 
dan tinh Gia Lai ye quy dinh chuc nang, nhiem vy, quyen hp \fa co cau to chirc 
caa Van phong UBND tinh; 

Can cu Quye't dinh s6 847/QD-UBND, ngay 11/12/2017 dm W ban nhan 
dan tinh Gia Lai y'd viec sua d6i Khoan 2, Dieu 3 dm Quy6t dinh s6 834/QD-
UBND, ngay 14/11/2016 cda US,  ban nhan dan tinh Gia Lai; 

Can dr Quy6t dinh so 319/QD-UBND ngay 09/7/2018 dm fl ban nhan 
dan tinh ve viec thanh lap Trung tam Phyc vu hanh chinh ding tinh G a Lai; 

Xet de nghi ctla Giam doe Trung tam phyc vu hanh chinh c g tinh va 
Truong phong Hanh chinh — Quan tri, 

QUYET DINH: 

Dieu 1. Ban hanh kem theo Quy6t dinh nay Quy ch6 hoat dOng cua Trung 
tam Phvc vu hanh chinh cong tinh Gia Lai. 

Dieu 2.,Giao Trung tam Phyc vu hanh chinh cong tinh Gia Lai theo 
huong dan, kiem tra, don d8c cac soy, ban, nganh tinh ya cac don vi co lien quan 
trong viec to chirc, trien khai thvc hi;en Quyet dinh nay. 

Dieu 3. Quye't dinh co hien lvc thi hanh ke tir ngay 141 ban hanh 
Chanh Van phong Uy ban nhan dan tinh; Lanh ciao Trung tam Phvc vu 

hanh chinh cong; Giam ci6c cac s6; Thu truerng cac ban, nganh tinh; cac to chuc, 
ca nhan co lien quan chiu trach nhiem thi hanh Quye't dinh nay./ 

Nei nhiln: 
- Nhtr Dieu 3; 
- Ciing Thong tin din tir cua tinh; 
- Bao Gia Lai; Dai PTTH tinh; 
- Luu: VT, NC. 



) 



UBND TINH GIA LAI C(ING HOA XA HQI CHU NGHIA VIlq NAM 
VAN PHONG 	 WO 14p - Tir do - Hunh ph& 

QUY CHlt 
Hoat gong ctia Trung tam Phuc vu hanh chinh cong tinh Gia Lai 

(Ban hanh kem theo Quyk dinh so: g0 /QD- VP ngay F/2018 
cua Chanh Van phong UBND tinh) 

Chuang 
QUY DINH CHUNG 

Dieu 1. Phum vi dieu chinh 

Quy the nay quy dinh ve nhi'm vu, quy'en han, ca cau to chuc, ch6 dO lam 
v* cua Trung tam Phvc vi hanh chinh cong (viet tat la Trung tam); vies tiep 
nhan, giai quyet thu tkic hanh chinh (viet tat la TTHC) tai Trung tam; moi quan 
he cong tac gifra Trung tam vai cac ca quan, don vi co lien quan; quyen, trach 
nhirn va ch6 dq khen thuang, kST luat d6i vai cong chi.rc lam v* tai Trung tam. 

Dieu 2. Doi tuvng ip dung 

1. COng chirc lam v* chuyen trach tai Trung tam. 

2. Ca nhan, to chirc den Trung tam giao dich, giai quy6t TTHC theo quy 
dinh dia phap luat 

3. Ca quan, dan vi lien quan. 

Dieu 3. Nguyen tAc lam viec 

1.Trung tam la clAu m'cii tap trung de cac ca quan, clan vi b6 tri ding chirc .  
den thuc hie;r1 vi& giai quyet thu tic hanh chinh lien quan den to chirc, ca nhan. 

2. Toan lx5 qua trinh giai quye't TTHC, Trung tam va cac ca quan chirc 
nang phai chir dOng phoi hop ch4tche, thuc hien nghiem tuc quy trinh, bao dam 
cho cac to chi".rc, ca nhan có nhu cau giai quyet TTHC trong danh mic TTHC da 
quy dinh thuc hien tai Trung tam chi den lam vi& tai mot dia chi la Trung tarn 
de dugc giai quyet cac TTHC; cac ca quan chirc nang IchOng dugc tiep nhan ho 
sa TTHC tai ca quan minh doi vai cac thir tic da quy dinh tiep nhan tai Trung 
tam. 

3. Cong chirc cua cac ca quan, dan vi dugc cix an lam viec tai 1Trung tarn 
duac cap tai khoan (account) de truy cap Cong dich vu cong, có t ach nhiem 
nghiem tuc tuan thu quy trinh va htremg clAn sir dung cua phAn me , cap nhat 
dAy du cac nOi dung vao phan mem theo yeu cau dat ra. Trong truang hop xay ra 
sly co k'SI thuat dan t&i viec Cling dich vi cong ngung hoat dng, ngtr&i 
co trach nhirn cap nhat thong tin tam th6i ghi nhan viec VI.  VT bang 4ac phuong 



tien khac (ghi nhan bAng gidy to hoac teen tep van ban,...) va clap nh'41: cac thong 
tin da xiz ly vao he thtmg ngay sau khi sir co k5', thuat dugc khac phgc. 

4. COng chic c6 sang kien, giai pilaf) nang cao hieu qua ding tac dugc xem 
xet khen thtri:'eng theo quy dinh. 

Dieu 4. Che 410 lam viec 

1.. Viec quart V/, dieu hanh cong viec hAng ngay tai Trung tam thgc hien 
theo the dq Thu truang. 

2. Cac cong chirc dugc phan cong nhan nhiem vg tai Trung tam phai thgc 
hien dung chdc trach, nhiem vu dugc giao. 

3. D6i vai cac van ban thuOc.tham quyen tham mu 	Trung tam, cong 
chirc dugc giao nhiem vg phai chuan Ito so bao 	viec xir 1)",  van ban den 
soan thao, trinh va lc)",  van ban theo quy dinh tai Quy the lam viec dm Van 
phong Uy ban nhan dan tinh, chin trach nhiem truck lanh dao Van phong Uy 
ban nhan dan tinh va lanh dao Trung tam ve nhang ned dung va the thdc van ban 
da trinh 14; Giam doc Trung tam chiu trach nhiem ye y kien tham dinh doi voi 
m)i dung, the thirc va kiem sok loi chinh to cua du thao van ban, doi veyi van ban 
trinh lanh cl4o Van phong Uy ban nhan dan tinh 14. 

4. Cac cong chirc thirc hien cong tic quan 1*/ hru trir van ban, 116 so tai lieu 
lien quan theo Quy the lam viec cila Van phOng Uy ban nhan dan tinh va chiu 
trach nhiem ve nhang cong viec cua minh. 

5. COng chirc dugc cir den lam viec tai Trung tam phai thuong trgc tai not 
lam viec theo thoi gian quy dinh; trtrarT 119p di cong tac hoac c6 17 do yang thi 
phai bao cao 	Giam doe Trung tam de dr nguoi khac thay. 

6. Viec h9p, giao ban cong viec, 	Trung,  tam phai b6 tri vao thei diem 
phu h9p, khong dugc de anh htrang den giai quyet cong viec cua cac to chirc, ca 
nhan va cac co quan chirc nang, don vi lien quan trong gio hanh chinh. 

Chuang II 

NHIEM VV, QUYEN HAN CCU LANH DAO TRUNG TAM, LONG 
CHITC TRIYC TIEP THVC HIEN VIEC TIEP NHAN, LUAN CIIUYEN 

HO SO VA TRA KET QUA 

Dieu 5. Nhiem vu, quyen hun ciia Lanh duo Trung tam: 

1. Giam d6c Trung tarn: 

a) Chi dao toan dien cac hoat Ong cua Trung tam; chiu trach nhiem truac 
Chanh Van phong Uy ban nhan dan tinh ve hoax dOng Trung tam. 

b) Quan ly cong ch*c lam viec tai Trung tam ve viec chap han n'cii quy, 
quy che, quy trinh, thai gian lam viec, m6i quan he phi hgp cong tac; dinh kS, 



hang nam có phi6u nh4n xet, danh gia doi vai tixng cong chirc d giai o seY trgc 
tiep quan ly cong chirc lam ca soy d xem xet, danh gia. 

c) IC$7 cac van ban lien quan hog dOng cua Trung tam theo quy d' va chiu 
trach nhiem ve n'6i dung cap van ban neu ten. 

d) Chu tri viec hop, giao ban cong viec cua Trung tam theo Quy phe nay va 
Quy ch6` lam viec caa Van phang Uy ban nhan dan tinh; tong h9p, bao cao tinh 
hinh giai quy6t cong viec cua Trung tam theo quy dinh; 

e) CO trach nhiem bao cao kip thai vafi 1:Jy ban nhan dan tinh, hu tich Uy 
ban nhan dan tinh, Chanh Van phang tiJy ban nhan dan tinh nhising an d kho 

vuong mac lien quan den thgc,hien chirc /fang, nhiem vu cua Trung tam 
va cac cong viec tai Trung tam, de xuat bien phap giai quyet. 

f) De xuat voi Uy ban nhan dan tinh, Van phirig Uy ban nhan an tinh cac 
bien phap day manh cai each hanh chinh tai tinh de nang cao hieu qu hoat dOng 
cua Trung tam. 

g) Chiu trach nhiem truck Chanh Van phang Uy ban nhan dan t,nh ve quan 
ly tai san, can 136, nhan vien va thgc hien cac the d6 sinh boat, ding tac hanh 
chinh khac tai Trung tam. 

2. Pho Gam d6c Trung tam: 

a) Giup Giam d6c Trung tam thgc hien nhiem vg;,  thay m Giam doc 
Trung tam quan va thgc hien nhiem vg tai khoan 1 Dieu nay k i Giam dOc 
Trung tam yang. 

b) Thgc hien nhirri vg khac theo six phan cong cua Gi r dc Trung 
tam.". 

Dieu 6. Nhiem vu, quyen h#n cua cong chtrc trtyc tiep th c hien viec 
tiep nhan, luan chuyen ho so• va tra ket qua 

1. Thgc hien nhiem vu chuyen mon dugc ca quan quail ly true tiep phan 
cong va chiu six quan V/, chi dao cua Lanh dao Trung tarn. 

2. Chap hanh nghiem chinh cac quy che, not quy, quy dinh ct a Trung tam 
va cac quy dinh cua phap 1114 hien hanh. 	 I 

3. Thgc hien nhiem vu huang dan, tiep nhan TTHC theo nghi cua ca 
nhan, to chirc; giai quyet theo quy trinh, quy dinh va cac nhiem vu lkhac theo str 
phan cong cua Giam d6c Trung tam. 

, 4. Chiu trach nhiem 
ho 

pilaf) luat; truce lanh dao ca quan, an vi ve viec 
tiep nhan, luan chuyen ho so dm ca nhan, to chuc. 

5. Dam bao yeu eau ve nang lgc trinh d6 chuyen mon, có p am chat, dao 
dire tot, có tinh than trach nhiem cao dOi vOi ding viec duce giao. 

6. Kip thai cap nhat nhung TTHC, thanh phan TTHC Ichong can phii h9p 



voi quy dinh hien hanh va tinh hinh thixc t6 de bao cao, d xuAt la'nh dao soy 
chuyen nganh bac, cao Uy ban nhan dan tinh quyet dinh. 

7. Trong 	lam viec, cong chile lam viec tai Trung tam phai mac d6ng 
phvc cua Trung tam, deo the cong eh& theo quy dinh; c6 thai d6 hoa nha, an 
can; irng xir nghiem tac, lich sir va tac phong chuyen nghiep. 

8. Trong qua trinh thkrc hien nhiem vv khOng gay phien ha, sach nhigu, tieu 
ccrc hoc c6 cac hanh vi vi pham khac dOi vgi ca nhan, to chirc. N6u vi pham, 
Giam dOc Trung tam trao cloi, lam viec voi thU truong ca quan, don vi quan 1/ 
cong chirc, vien chirc va bao cao Uy ban nhan dan tinh chi dao x* 1/ theo quy 
dinh cua phap 101 

9. Cong chirc dugc dieu d6ng tix cac soy, ban, nganh den lam viec tai Trung 
tam do cac don vi di'eu d6ng tra luang, cac khoan ho trq cong ch*c lain viec tai 
Trung tam va dam bao cac che d6 khac theo quy dinh. 

10. COng chirc lam viec tai Trung tam dugc hut'fng the d6 dap tao, b6i 
&rang theo quy dinh. 

11. Cong chirc lam viec tai Trung tam dugc dam bao trang thi& bi va cac 
dieu kien lam viec khac theo quy dinh cua phap 141; dugc cung cap thong tin 
lien quan den nhiem vu, quyen han dugc giao; dugc phap luat bao ve khi thi 
hanh cong vv. 

Chtrung HI 

TIE? NH4N, GIAI QUYET TTHC 

Dieu 7. Cac TTHC Hive hi§n tai Trung tam 

Bao g6m TTHC cua cac nganh, linh vkrc theo quy dinh cua phap lu'at 
thu6c thArn quyen giai quyet alai:7y ban nhan dan tinh va cua cac co quan 
chuyen mon trvc thu6c Uy ban nhan dan tinh, da dugc Uy ban nhan dan tinh phe 
duyet Danh mvc cac TTHC dua vao thtrc hien tai Trung tam. 

Dieu 8. Quy 	 to chtic, Ca nhan den giai quyet TTHC tai 
Trung tam 

1. To ch*c, ca nhan co nhu cAu giai guy& TTHC tai Trung tam dugc cong 
chirc huong clan Yap h6 so; tiep nhan h6 so, cap giay tiep nhan ho va hp tra 
k6t qua theo quy dinh. 

2. Thtrc hien d'dy du cac quy dinh ye giai quy& TTHC va cac quy dinh cUa 
Trung tam; n6p day du cac khoan phi, le phi (neu co) theo quy dinh. 

3. Tir chi thgc hien nhung yeu c'au khong dugc quy dinh tong TTHC 
hoc chua dugc ding khai theo quy dinh. 

4. Chiu trach nhiem ve tinh hqp phap, chinh xac cua cac giAy to c6 trongh6 
so va cung cap day du thong tin c6 lien quan; khi nhan ket qua TTHC phai mang 



theo gidy hen tra ket qua va gidy to tily than (gidy chung minh thu nh,an dan 
ho4c 110 chieu...). Trubng hop fly quyen nhan thay phai c6 gidy 	cpriyen,  theo 

quy dinh 	phap luat 	ca nhan thvc hien thu tic hanh chinh hoac giay uy 
quyen cua nguai d ii dien theo phap luat cua to chirc thvc hien thilI tic hanh 
chinh." 

5. KhOng duot can troy viec giai quyet TTHC cua cac cong chirc thvc hien 
nhiem vi tai Trung tam. 

6. Khong hoi 10 hoac dung cac thu dop khac ,de lixa doi cong Oit:rc thvc 
hien nhiem 	Trung tam trong qua trinh giai quyet TTHC; 

7. Phan anh, kien nghi \tad cac ca quan c6 thdm quyen ve nhirrig bAt hap 
1/ cua TTHC va cac hanh vi vi pham cua cong chic trong thvc hien TTHC; 

8. Khieu ng, t6 cao cong chirc ve viec giai quy& TTHC khong dung quy 
dinh; 

9. T6 chirc, ca nhan khi den giai guy& TTHC tai Trung tam phai c6 thai dO 
va irng xir nghiem the; 

10. Thvc hien quy dinh khac cua phap luat c6 lien quan; 

11. Khong &roc Vic phgn uy tin cua co quan c6 thArn quyen; dung 
de.  Oa dung vu 	pham danh di, nhan pham 	cong chic, co.  quan c6 
tham quyen trong qua trinh huotng dan, tiep nhan, giai guy& va tra kit qua giai 
quyet thu tic hanh chinh; 

12. Khong nhan xet, danh gia thieu khach quan, khOng cong bAng, khong 
trung thvc, khong dung phap luat, khong dung thirc to vOi viec thvc hien nhiem 
vv dm can bi), cong chirc, vien chirc, co quan c6 thAm quyen trong qua trinh 
huong dan, tiep nhan, giai guy& va tra ket qua gig quyet thu tic hanh chinh. 

Dieu 9. Quy dinh trach nh4m, tham quyen giai quyet TTHIC cua cac 
ca quan, dun vi có lien quan 

1.,  Trong mai ngay lam viec, phai thuong xuyen th%rc hien lciem tra, cap 
nhat lien trinh giai quyet tirng ho sa cu the it nhat mot (01) lan vao cuoi buoi 
sang va mot (01) lan vao cuoi buoi chieu ten Cong dich vv cong de to chic thvc 
hien viec giai guy& TTHC theo quy dinh. 

2. Phan cong cong chirc thu&ng trirc hang ngay trvc tiep nhan 116, sa gidly va 
thOng bao cho Trung tam de lien he giao nhan ho sa; truang hop cong chic do 
yang, phai phan cong ngu6i khac thay va phai thong bao cho Trung tam vao dau 
gia cua ngay lam viec. 

- Cong chirc cua sof, nganh chuyen mon nao se trvc tiep tiep nhan h6 so, 
Juan chuyen va tra ket qua oh soy, nganh do. Doi vd(i so cong chirc nay, Trung 
tam quan ly ye hanh chinh theo nii quy, quy the hog dOng chung. 

- £06i vai cac seY c6 tan suAt ht) so giai guy& trong ngay 16n phai bes tri cong 
chirc chuyen trach tiep nhan ho so TTHC. 



- Doi v6i cac sa c6 tan suat ho so giai quyet trong ngay it viec b6 tri cong 
chirc do cac sa chit Ong sap xep, c6 the bet tri kiem nhiem cac ding viec khac 
tai set (khi c6 h6 so dm cong dan, to chirc den nep thi Trung tam thong bao de 
cong chirc cac sec den tiep nhan, xir ly ngay). 

- Cac so., ban ngsanh c6 trach nhiem can d6i bien the dugc giao 	co 
quan, don vi minh 	dieu dens, biet phai cong chirc den lam nhiem vu tai 
Trung tam; chiu trach nhiem tiep nhan, luan chuyen, giai quyet ho so TTHC 
thuec linh,vvc, nganh minh plw trach, thu phi va phi (lieu co) theo quy dinh. 

3. DOi v6i cac TTHC lien thong, viec luan chuyen ho so giira cac co quan 
thaw thvc hien ngay tai Trung tam, viec tiep nhan ho so luan chuyen do cong 
chirc tai Trung tam dm cac co quan lien quan den TTHC do thvc hien; truang 
h9p TTHC lien thOng c6 lien quan den dia phuong, thi co quan eh* tri giai quyet 
phai 	deng trong viec chuyen ho so ve dia phtrong de dam bao tien de thkrc 
hien. 

, 4. Chu deng thong bao bang van ban den Trung tam ve V,  do cham giai 
quyet ho so thil tvc hanh chinh kern theo van ban xin loi to chirc, ca nhan va hen 
lai tiled gian tra ket qua. 

Dieu 10. Thiri gian tiep nh4n va tra 1(64 qua 

Trung tam to aide tiep nhan, sgiai guy& va tra ket qua vao ca cac ngay 
lam viec thu 2 den thin 6 hang tuan (trir cac ngay nghi theo quy dinh), cu the: 

- Bu8i sang: tir 7 gib.  00' den 10 gia 30'; 

- BuOi chieu: tir 13 gio.  00' den 16 gia.  30'. 

ThiYi gian luan chuyen, ban giao ho so cho phong chuyen mon: 

sang: tir 10 gi6 30' den 11 gia 00'; 

- BuOi chieu: dr 16 gia 30' den 17 gib' 00'. 

Dieu 11. Giai quyet TTHC tro.c tuyen (teen mai truirng m4ng) 

Viec tiep nhan, giai quy6t TTHC ten mei truerng mang dugc thuc hien tren 
phan mem "Met dra dien dr, Met dra dien fir lien thong cfra Tinh". 

Dieu 12. Che do hop, bao cao 

1. Dinh kS,  vac ngay lam viec cu8i ding hang thang (hoac khi co yeu cau 
dot xuh), Giam doe Trung tam c6 trach nhiem thong ke tinh hinh tiep nh4n, giai 
guy& TTHC va cac van de lien quan bao cao UBND tinh, Chir tich Uy ban nhan 
dan tinh, Chanh Van ph6ng UBND tinh va va thOng bao ye cac co qtAan, don vi 
c6 TTHC giai quyet tai Trung tam. 

2. Dinh kSi hang thing Trungs  tam h9p danh gia ket qua hoat cong. Dinh 
kS/ 6 thing met lan hop kiem diem cong tic cfra tong cong chirc lam can dr de 
danh gia, nhan xet hang nam. 

3. Truing hop can thiet, Trung tam to chirc h9p ding cac co qu n, don vi, 



dia phuang a xem xet, danh gia, rut kinh nghie'm trong ding tac phi hop time 
hien nhiem 

Chuang IV 

MOI QUAN H CONG TAC 

Dieu 13. Trfich nhiem cua cfic co.  quan, don vi 

1. Cac ca quan, dan vi có trach nhiem ph6i h9p giai quy&,cac TTHC dam 
bao thei gian theo quy dinh;,chn Ong trao 	Ulm tiep hoc bang van ban vai 
Trung tam ve 19 do giai quyet chain hoac khOng giai quyet TTHC da tiep nhan 
tai Trung tam do Trung tam chuyen den; phai chU Ong giai quyet cad van de ve 
quy trinh thirc hien, thi gian va phuang thirc van chuyen ho sa, tai lieu trong 
toan bO qua trinh xir 19. 

2. Cac ca quan, dan vi chir Ong ra soat cad TTHC cita minh, tr" ca so do 
bao cao Uy ban nhan dan tinh xem )(et, diet' chinh, 1)6 sung kip thad THC giai 
quyet tai Trung tam theo quy dinh hien hanh. 

3. 1)6i vai cac TTHC thuOc tham quy6sn giai guy& cua Uy ba nhan dan 
tinh thi cac ca quan, don vi thirc hien theo quy cite lam viec cua U ban nhan 
dan tinh. 

Dieu 14. MOi quan he cong tic giika Trung tam veri cac co quan, don vi 
có lien quan 

1. Trung tam chiu s‘r chi dao, diL hanh trtyc tiep &la Giam d6c Trung tam; 
Giam dOc Trung tam có trach nhiem bao cao, xin kien chi dao dm Chit tich Oy 
ban nhan dan tinh, Chanh Van phong UBND tinh de giai quyet nhUng van de 
phat sinh va nhfing nOi dung vugt tham quyL; to chirc trien khai va kie'm tra, 
don doc viec thvc hien cac nhiem theo chi ciao cfra Chu tich t1y ban nhan dan 
tinh, Chanh Van phOng UBND tinh ve nhang linh 	thuOc chirc n'ng, nhiem 
vu cua Trung tam. 

2. Trung tam quan 	cac ca quan, clan vi, dia phuang t eo nguyen 
tac ph6i hop. Khi giai guy& nhfing van d thuOc tham qu)4'n cua Trung tarn 
nhung di lien quan den cac ca quan, dan vi thi Trung tam phai trao d6i y ki4n 
bang van ban &I vdri cac ca quan, dan vi dO. 

3. Giam d6c Trung tam nhan xet, danh gia k& qua hoan than nhiem vu 
dm cong chirc trong thoi gian &rye cir Glen lam viec tai Trung tam t o Quy c1.4 
to chuc, hoat Ong dm Trung tam dugc Van phong Uy ban nhan dan tinh phe 
duyk Cac ca quan, dan vi b6 tri cong chirc ph6i hgp voi Trung to giai guy& 
trong nhung truong hip cong chuc cua ca quan, don vi dang lam vi c tai Trung 
tam nghi om, nghi phep, di dao tao, b6i cludng theo quy dinh. 

Dieu 15. 	cac sa, ban, nganh thulic Uy ban nhan dan tinh 



, 1. Trung tam quan 	cong tac voi cac co quan, dan vi theo nguyen tac 
phoi hop nham hoar thanhnhiam chung va nhiam vu rieng cita tong co quan, 
don vi. Khi giai quyet nhang van de thuOc tham quyen cua Trung tarn nhtmg c6 
lien quan den cac ca quan, dan vi khac thi Trung tam trao dOi kien bang van 
ban doi vai cac co quan, don vi do. 

2. Cac ca quan, don vi lien quan cep trach nhiam phi hqp giai quyet cac 
TTHC duqc Trung tam tiep nhan, tham dinh theo dimg thoi han quy dinh; c6 
trach nhiam thong bao bang van ban giri ye Trung tarn de tham muu, bao cao Uy 
ban nhan dan tinh, Van phong Uy ban nhan dan tinh 1$,  do giai quyet chain hoac 
khong giai quyet TTHC duce tiep nhan tai Trung tam. 

3. Trong qua trinh tiep nhan 118 so, n&I thu tgc con vuons mac, chua ro 
rang thi cong chirc tiep nhan ho so tai Trung tam trirc flap trao doi ngay vai lanh 
dao phOng chuyen mon (hoac cong chuc throe phan cong) de thong nhat truac 
khi nhan ho so. Neu ho so do cong chirc tai Trung tam tiep nhan chuyen den 
phong chuyen mon kiem tra kitting dung theo quy dinh thi phOng chuyen mon 
phai co van ban chuyen Trung tam tra lai h8 so cho to chirc, cong dan hoac yeti 
cau bo sung, hoan chinh ho so; dOng thai tong hop cac twang h9p nay de tranh 
lap lai twang tir. 

4. Truemg hop da tiep nhan, tham dinh 118 so, trinh lanh dap co quan, don 
vi phe duyat nhung lanh dao ca quan, dun vi khong phe duyat (do chua dam bao 
nOi dung, thanh phan ho so theo quy dinh), phai bo sung ho so hoac tra lai ho so 
thi cac ca quan, don vi chuyen mon phai trkrc dap lam viac yeti Trung tam de 
lien he voi ca nhan, to chirc de giai,thich, lam rei trach nhiam dm cad ben va c6 
van ban xin loi ca nhan, chirc (neu la loi dm cong chirc khi tiep nhan ho so). 
Trueng hop c6 sai sot den lan did 3 ma khong c6 ly do chinh clang thi thy mire 
dO anh huong cua sai sot, Giam doc Trung tarn thong bao den thit truang co 
quan, don vi quan V,  can I), cong chirc va bao cao Uy ban nhan dan tinh (trong 
truang hop can thiet) de xem xet, xir 1$r trach nhiam theo quy dinh. 

Chtrung V 
KHEN THU'ONG - KY LU -AT 

Dieu 16. Khen thuii•ng 

Cong chirc lam viac tai Trung tam hoar' thanh tot nhiam vu, d? thanh tich 
xuat sac &roc Trung tam danh gia, nhan xet la co s& de cac cap c6 tham quy'en 
khen thuemg theo quy dinh 	phap luat ye,  thi dua khen thuOng va la nguon 
can 138 trong quy hoach hoac duqc xem xet, bo nhiam. 

Dieu 17. XirlSr vi ph#m 

Cong chirc lam viac tai Trung tam n6u vi pham cac quy dinh c ' a Quy ch6 
nay, thi tity theo tinh chat, mirc dO vi pham bi xfx 1)% theo quy dinh cu phap luat. 



Chtrorng VI 

TO CHU'C THI1C HI IN 

1. Van phOng Uy ban nhan dan tinh, cac ca quan chuyen mon thuOc Uy 
ban nhan dan tinh, to chirc, ca nhan co lien quan va Trung tam có trach nhiem to 
chirc trien khai thkrc hien Quy the nay. 

2. Trong qua trinh trien khai thkic hien Quy che, neu có khO khan, vtrang 
mac de nghi cac ca quan, don vi, to chirc, Ca nhan Phan anh ve Van phong Uy 
ban nhan dan tinh (qua Trung tam) de xem xet dieu chinh, bo sung cho phu 
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