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SeA DOI TAI LIEU 

Yeu cAu min 
diii/ 134 sung 

Trang / Phan 
lien quan',,iee 

sira dm 

z. MO to nOi dung sira do. Lan sira 
dOi 

NO),  sira 
dOi 

Chuye'n 	gi 
h' 	th6ng 	tit 
ISO 
9001:2008 
sang 	ISO 
9001:2015 

Ban hanh ran dau 00 30/9/2018 

Cap nhat quy 
dinh N4 bi6u 
mau; 	Cach 
thkrc thkrc hi 'en 
TTHC 

Phan. 	5.1 va 7. - Cap nhat quy trinh giai quy'et, 
cac 	biL 	mau 	theo 	ND 
61/2018/ND-CP va Thong ttr 
01/2018/TT-VPCP 	ngay 
23/11/2018 
- Nghl dinh 45/2020/ND-CP 
ngay 08/4/2020 N/'' giai quy6t 
TTHC ten moi tnrong mpg 

01 01/5/2020 
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1. MIX DICH 

, Quy dinh th6ng nhAt trach nhiem, trinh tu tiep nhan, thAm dinh, phe duyet, (long dAu, 
tra ket qua giai quyet h6 sa TTHC; Theo dOi cac 'mac giai quyet TTHC dam bao nhanh ch6ng, 
chinh xac, kip than dung phap luat. 

2. PHAM VI AP DUNG 

- BO phan tiep nhan va tra ket qua giai quy& TTHC tai Trung tam Hanh chinh cong. 

- Cac phong ban, ban chuyen mon thuOc UBND Thanh pho. 

- Cac don vi ductc to chfrc theo nganh doe thuc hien tiep nhan 116 sa, giai quy& TTHC 
tai Trung tam Hanh chinh cong Thanh ph6. 

- Cac to chirc, ca nhan lien quan den viec giao dich va giai guy& TTHC tren dia ban 
Thanh ph6 Cam Pha. 

3. TAI LIEU VIEN DAN 

lieu chuAn TCVN ISO 9001:2015 

M6 hinh khung He th6ng pan V/ chat luang theo Tieu chuAn TCVN ISO 9001:2015 
ban hanh kern theo Quyet dinh so 101/QD-BKHCN, ngay 21/01/2019 oh BO Khoa hoc va 
Cong nghe. 

Nghi dinh 61/2018/ND-CP ngay 23/4/2018 cua Chinh phil N/'' viec thirc hien co the 
mOt cfra, mOt cfra lien thong trong giai quyet thu tuc hanh chinh. 

Thong to s6 01/2018/TT-VPCP ngay 23/11/2018 dm Van ph6ng chinh phil twang clan 
thi hanh mOt so quy dinh cila nghi dinh so 61/2018/ND-CP ngay 23 thang 4 nam 2018 oh 
Chinh phil v6 thuc hien co the MOt dm, mOt dm lien thong trong giai guy& thil tuc hanh 
chinh. 

Nghi dinh 45/2020/ND-CP ngay 08/4/2020 oh Chinh phi' ‘,‘ thuc hien TTHC tren 
m6i tnrarng dien dr. 

Thad gian tiep nhan 116 so va tra ket qua giai quyet TTHC thuc hien theo Cong van so 
7091/UBND-VX4, ngay 03/11/2016 dm UBND tinh Quang Ninh. 

4. DINH NGHIA/Tif VIET TAT 

TTHCC: Trung tarn Hanh chinh cong. 

TTHC: Thu tuc hanh chinh. 

HTQLCL: He tilting quan l chAt Luang. 

5. NQI DUNG QUY TRINH 

5.1. Liru coo thkrc hiOn quy trinh 
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Trach nhi?m/th?ri gian NOi dung Bien Tau lien 
quan 

TO chirc, ding dan nOp 
116 so:,tivc tiep hoac 

trkrc tuyen ho4c qua dich 
vu BCCI 

Quy dinh ve.  
1 

thanh pya 
A 
 n, so 

luting ho so dm 
TTHC da ding b6 

To chtirc/cong dan chuan bi hO so' theo 
thanh phan quy dinh 

Bl: Tip nhan hO so 
TTHCC Thanh ph6 

tie', nh4n ho Sc trong 
gier hanh chinh 

Tiep nhan, 
hit 

(Khong dung, 

hoac khong hcrp 10) 

kiem 	tra 
cnr 

(dung, du thanh phAn h6 so)  

Ndu so 02.TTO1 
ML s6 03.TTO1 

TTHCC Thanh ph6 
thirc hien trong gio.  

hanh chinh 

I 

NIL s6 01.-1701 
s6 05. TTO1 

Lap giay hien nhan 
ket qua 

ho soya hen tra 

	 I

mAu 

B2: ThAm dinh 
Co quan chuyen mon 

Tham dinh hO so' 
Binh thirc to (niu 

/ kiem tra, thAm Gong 
datl 

ML s6 02.TTO1 
ML s6 04.TTO1 
ML s6 05.TTO1 

có quy dinh) 

B3: Phe du)*
Phe Lanh dao co quan 

chuyen mon ho4c Lanh 
dao UBND Thanh ph6 

i (clan 
NIL s6 02.TTO1 
ML so 04.TTO1 
ML s6 05.TTO1  

duyet theo than' quyen / TrinOthemg 
Lanh dao UBND Thinh plui phe dat) 

duyet theo thim quyen 

B4: DOng dL, vao s6 
theo quy dinh, s6 hod 

ket qua giai quyOt TTHC 

I ((tat) 

Mk s6.  05.TTO1 
Nth s6 06.TTO1 

Nhan ket qua tir CQ chuyen mon, 
A 	A dung dau, so hoa, vao se theo quy dinh 

B5: Tra ket qua 
TTHCC Thanh ph6 

chinh 

i 	  - Tmc tiep 

Qua BCCI 
theo yeu cAu 

Dien toTra 

• 

,c - ket 	cho to chirc, cong dan qua thyc hien trong gia hanh - 

5.2 Dien giai Itru 
5.2.1. To chtiv, cong dan chain bi hi) sa 
- To chirc, cong dan to chuan bi ho so theo quy dinh cua TTHC da dtryc cap co 

tham quyen cong bO va niem yet cong khai. 
- To chirc, cong dan nOp ho so bang mot trong 3 hinh thirc sau: 
+ Trtrc tiep tai TTHCC Thanh pho trong gi6 hanh chinh. 
+ 1\14 qua dich vu btru chinh con* ich: Cong dan den diem btru dien hoac lien 

he \Teri nhan vien btru chinh,de giri 	ho so, 	giay bien nhan giao nhan ho so. 
+ NO qua Cong dich vu cong cua Tinh tai dia chi: 
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dichvucong.quangninh.gov.vn:  Cong dan scan so hod thanh phan' ho so theo quy dinh, 
moil thanh phan ho so la mot file PDF, sau do,  clang nhap vao he thong va n0p ho so 
theo huong dan trong phan mem co san teen Cong dich \Tv cong cua Tinh. 

- Thoi gian tiep nhan ho soy va tra ket qua tai Trung tam Hanh chinh ding Thanh 
ph& Cac ngay lam viec trong tuan, trir cac ngay le, tet va nhang ngay nghi theo quy 
dinh cua phap luat. 

+ Buai sang tilt 08h00 den 11h30 
+ Buai chieu tit 13h30 den 16h00. 

D6i voi,h6 so n0p qua Cong dich cong 	Tinh, cong chirc chuyen mon se 
kiem tra va tiep nhan ho so,hoac huong dan hoan thien h6 so trong khoang thoi gian 
khong qua 8 gi6 lam viec ke tit thoi gian ding dan nhan &roc tin nhan teen dien thoai 
ve viec ho so da &rot chap nhan. 

5.2.2. TiEp nhein ho (Bit* I) 
Can b0 chuyen mon tiep nhan 116 so thkrc hien theo trinh to sau: 
<1> Nhan ho so TTHC do cong dan n0p true tiep tai quay hock nhan vien buu dien 

chuyen den hock trong he thong mot cira dien tilt da lien ket vesi Cong dich vii cong. , 
<2> Kiem tra TTHC CO thu0c pham vi, tham quyen giai guy& hay khong? Ket 

qua kiem tra: 
NEU khong thu0c THI Inning dan cong dan den dung not co tham quyen giai 

quyet de giao dich n0p ho so, dang thoi lap van ban tit ch6i tiep nhan ha so theo nAu 
A so 03.TT01. Tnr6ng hop cong dan n0p ho so qua dich vu btru chinh cong ich ho4c qua 

COng dich \Tv cong thi huong dan qua dien thoai hoac thu dien tit (neu co) dm ding dan. 
NEU thu0c THI chuyen den <3>. 

, <3> Kiem tra so 	thanh phan ho so va chat luong not dung tilmg thanh 
phan ha so theo b0 TTHC da ducfc cong 1)6 va niem yet cong khai theo quy dinh. Ket 
qua kiem tra: 

NEU hop le THI chuyen den <4> 
NEU khong hop le THI huong dan ding dan hoan thien ho so va lap phieu huong 

dan theo luau ski 02.TT01. 
, <4> Lap giay bien nhan ho so va hen tra ket qua theo mau so 01.TTO1 (c6 trong 

phcin mem mot cera dien ter). 
5.2.3. Thim dinh ed so' (Bid& 2) 
Truirng hqp 1: TTHC thu0c loai tham dinh ho so tai cho - khong phai kiem tra 

d6i chieu vori cac 14 ho so a not khac (ngoai TTHCC), hoac khong phai di kiem tra 
thvc dia, thkrc t6. Can b0 chuyen mon tham dinh ho so, lap cac van ban du thao ket qua 
trinh lanh dao co quan chuyen mon phe duyet. Chuyen den Boirc 3. 

Truirng hop 2: TTHC khOng thu0c Tru&ng hop tham dinh tai chii. Can 130 
chuyen mon chuyen ho sot ye to clung 116 so dm co quan chuyen mon - ngan teen cong 
dm tit, dat tai phong tham dinh, phe duyet ho so trong tang 2 dm try so TTHCC, hoac 
ban giao tivc tiep cho can 130 dm co quan chuyen mon ducc giao tham dinh ha so tai 
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quay lam viec, tich chuyen ha so ten phan mem mot cua dien tir. D6i vai ha so t.6 
chirc, ding dan nap trkrc tuyen qua dich vu cong trkrc tuyen thi can 130 chuyen mon giao 
- nhan (tich chuyen - nhan) tren he th6ng phan mem mOt cua dien tir. 

Can 1)0 chuyen mon dugc giao tham dinh ho so thkrc hien viec tich nhan ho so 
tren phan mem mot cua dien tir va thkrc hien nhiem vu tham dinh theo quy trinh quy 
dinh da xay dung va dugc cac cap cc') than.' quyen phe duyet theo tieu chuan ISO 
9001:2015. Ket qua tham dinh: 

NEU du dien kien THI chuyen fro so vao ngan gifla cua to dung ha so dm co 
quan chuyen mon - neu ho so thuOc tham quyen dia co quan chuyen mon; hoac chuyen 
ho so vao to cua Lanh dao UBND Thanh ph6 theo phan cong cua Lanh dao UBND 
Thanh ph6 phi trach Linh vkrc, dOng th6i tich chuyen ten phan mem mot cua dien tir; 
Neu la ho so dien tlr thi ket qua tham dinh dugc sop thao thanh file van ban, lgt so va 
nhap vao he th6ng phan mem mot cua dien tir. Chuyen den Sink 3. 

, NEU khong du dieu kien THI lap van ban hoac tham muu van ban tra lai ha so 
cho to chirc, ding dan. Van ban can neu 1.6 VI do khong du dieu kien, (long thoM huang 
dan day du, chi tiet theo phial huong dan mau so 02.TT01, Chuyen ho so kern theo 
van ban den Bulk 5. 

Trong qua trinh tham dinh neu de qua Ilan giai quyet thi ca quan chuyen mOn 
phai lap phieu xin loi va hen lai ngay tra ket qua cho to chirc, ding dan Ian s6 
04.TT01. 

5.2.4. Phe duyft ho sa (Bid& 3) 
Lanh ciao chuyen mOn hoac Lanh dao UBND Thanh ph6 tich nhan ho so teen 

phan mem mot cua dien tir, sau do xem xet, kiem tra lai thanh phan ho so, chat lugng 
ho so va xem xet ban hanh ket qua tham dinh: 

NEU darn bao THI phe duyet, chuyen ho so xu6ng ngan duai ding dm to dkrng 
ho so. NFL la ho so dien to thi chuyen tren he th6ng phan mem mot cira dien tir. Chuyen 
den Bulk 4. 

NEU khong dam bao THI lap van ban neu ro V/ do. Chuyen ha so kern theo van 
ban den Bulk 5. 

5.2.5. Bong dau, so hori, vim so (13u* 4) 
Can bO TTHCC dugc phan cong nhiem vu van thu, gift con dau thin 2 cua cac ca 

quan chuyen mon nhan ho so da phe duyet tai ngan to duai ding trong dkmg ho so 
cua cac co quan chuyen mon hoac nhan Ulm tiep tir can Ix) chuyen mon tai quay, dong 
du, so hoa ket qua giai quyet, vao s6 theo quy dinh. Neu la ho so dien tir, ket qua la 
van ban dien tir thi ngued dugc giao nhiem vi lam cong tac van thu 14T so cua to chirc. 
Chuyen den Bulk 5. 

5.2.6. TM' ke't qua (Buffc 5) 
Can 1310 TTHCC lam viec tai quay tra ket qua tap trung, nhan, kiem tra doi chieu 

tren phan mem vai ket qua giai quyet TTHC tir cac Bulk 2, 3, 4. Neu chinh xac thi 
tich nhan tren phan mem mot cua dien tir; Neu chua chinh xac thi chir dOng ph6i hop 
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vai can 
ket qua, 
cong dan 
qua va 
to chi 

ket qua 
khoan 
ket qua 
ket qua 

phong 

den (theo 

(Cac 
Van phong 
ngay 23 
trong giai 

b6 chuyen mon ra soat,,kiern tra, xac minh lai. Khi to chfrc, cong dan den nhan 
can b6 TTHCC giao ket qua cho to chirc, ding dan dung thai yeu cau to chdc, 

tir kiem tra ket qua cua minh, n6p phi/le phi (neu co), 14 so giao - nhan ket 
tich tra tren phan mem mot dm dien tir ket thuc qua trinh giai quyet TTHC cho 

c/cong dan. 
Neu la dich vij cong tivc tuyen mdc d6 4, can b6 TTHCC lam viec tai qudy tra 

tap trung thvc hien cac buac tucmg tir nhu ten, song phai kiem tra trong tai 
he thong xem to chirc, cong dan cid hoan thanh viec n6p phi, le phi (neu co), tra 

dien td cho to chin, cong dan qua dia chi email cid gang lc,  tir tnroc, ltru gia 
giay de tra cho to chirc cong dan theo quy dinh. 

6. LUU HO SO 
- Cac ca quan chuyen mon km trir 116 sa TTHC theo quy dinh chuyen n4anh. 
- B.6 phan tra ket qua tap trung dm TTHCC c6 trach nhiem luu tit nhirrig hO so. sau: 
+ Cac bleu mau theo Thong to s6 01/2018/TT-VPCP ngay 23/11/2018 oh Van 
chinh phir (bang gidy - neu co va tren phan mem mot dm dien tir). 

+ Van ban xin loi,b6 sung, hug, tra lai ho sa dm cac co quan chuyen mon chuyen 
dung cac mau da quy dinh). 

7. PHIJ LI,TC/MAU BIEU DiNH KEM 
TT Ma so NOi dung 

1 Mau so 
01.TTO1 

Mau phial tiep nhan ho sa va hen tra ket qua 
(Co san trong phan mem mot am ciiOn tfr) 

2 Mau so 
02.TTO1 

Mau phieu yeu cdu b6 sung, hoan thien ho sa 

3 Mau so 
03 .TTO1 

Mau phieu tir chi tiep nhan giai quyet h6 sa 

4 Mau se; 
04.TTO1 

Mau phieu xin loi NIA hen lai ngay tra ket qua 

5 Mau so 
05.TTO1 

Mau phieu kiem sok qua trinh giai quye't ho sa 
(CO san trong phan mem mot ara diOn tie) 

6 Mau so 
06.TT01 

Mau so theo doi ho sa 
(CO san trong plicin mem mot cfra dien tie) 

bieu mau tren thzrc 
chinh phic huang 

thing 4 nam 2018 
quyet thin tz:ic hanh 

ngay 23/11/2018 cita 
so 61/2018/ND-CP 
mot dm lien thOng 

hien theo Thong to so 01/2018/TT-VPCP 
dan thi hanh mot so quy clinh czia ngh/ clinh 

act Chinh phii4 thtec hien ca chl MOt dm, 
chinh). 
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