
BO XAY DUNG 	CONG HOA XA HOI CHU NGHIA VIET NAM 
HANG 'CHONG VIET NAM 	D§c 1§p - Ttr do - Hynh phtic 

SO: 2580 /QD-CHK 	 Ha N6i, ngay 17 thong 12 'tam 2025 

QUYET DINH 
Ban hanh Quy the t6 cht?c, hoyt Ong ctia B§ ph§n Tiep nh'an va tra ket 

qua gill quyet thin tuc hanh chinh (By ph§n MCA cu•a) tai co• quan 
Cic Hang killing Vi0 Nam 

B 

BO TRIMING BO HANG ICI-ICING VIET NAM 

Can czi Nghi dinh so 118/ND-CP ngay 09/6/2025 aux Chinh phei ve thtrc hien 
tha tuc hanh chinh theo ca the mot cua, m5t dm lien thong tai B6 pkin M6t ctra va 
Cling dich vu cling qudc gia; 

Can cu Nghi dinh so 45/2020/ND-CP ngay 08/4/2020 cita Chinh phu ve 
thyc hien thyc hien thit tuc hanh chinh tren moi &yang dien ter; 

Can cti Nghi dinh so 42/2022/ND-CP ngay 24/6/2022 ceta Chinh phti quy 
dinh ye viec cung cap th6ng tin va dich vy cling tryc tuyen ctia ca quan nha 
/mac tren moi &yang mgng; 

Can ca. Thong to so 03/2025/17-VPCP ngay 15/9/2025 clic: B6 &yang -
Chu nhiem Van phong Chinh phti hwang dan thi hanh mot so not dung clia Nghi 
dinh so 118/2025/1VD-CP ngay 15/9/2025 ceta Chinh phis ye thyc hien thyc hien 
thit tuc hanh chinh theo ca the mot cera, m6t cira lien thong tai B6 phdn M6t c4 va 
Cong dich vy tong quoc gia; 

Can cu ThOng tit so 01/2023/TT-VPCP ngay 05-04-2023 mkt B6 trtrOng -
Chu nhiem Van phong Chinh phi; quy dinh mat so not dung va bien phap thi 
hanh trong so hoa ho sa, ket qua giai quyet thit tuc hanh chinh va thyc hien tint 
tuc hanh chinh tren moi trtrong dien ter; 

Can cu Quyet dinh so 09/QD-BXD ngay 01 thong 3 nam 2025 cti4 B6 
&Yang B6 Xay dung ye viec quy dinh chuc ming, nhiem vy, quyen hgn va col tau 
to chirc curt Cuc Hang kh6ng Viet Nam; 

Theo de nghi cua Chanh Van phong Cuc Hang khong Viet Nam. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quyet dinh nay Quy the to chirc, hoot rlOng 
dm BO phan MOt cua tai co quan Cuc Hang khong Viest Nam. 
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Dieu 2. Quyet dinh nay co hieu hrc thi hanh ke tir ngay kSr. Quyet dinh se 
637/QD-CHK ngay 04 thang 4 nam 2019 het hieu hrc ke tit ngay Quyet dinh nay 
co hieu l‘rc thi hanh. 

Dieu 3. Chanh Van phong Cvc, Thu true:mg cac co quan, don vi, to chirc, 
ca nhan co lien quan chiu trach nhiem thi hanh Quyet dinh nay./. 

Na nkin: 
- Nhu Dieu 3; 
- Cnc tnrong (dt bar) cao); 
- Cac Phi!) Cnc twang; 
- Trang TTDT Cpc 1110/N; 
- Lau: VT, VP. pgav 

 

DO Hang am 
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BO XAY DVNG 	 CQNG HOA XA HQI CHU NGIIIA VItTjNAM 
NG KHONG VIET NAM 	 DOc 14p - Ty' do - Hunh phtic 

QUY CHE 
To chtk, hog Ong cua 134) ph4n Tiep nh4n va Tra ket qua 

giai quyet thu tuc hanh chinh (WO phan WO cira) 
tai co.  quan Cue Hang kitting Viet Nam 

(Kern theo Quyk dinh so 2580/QD-CHK ngcb, 17 thcing 12 ncim 2025 
caa Cuc Hang khong Viet Nam) 

Chtrang I 

QUY DINH CHUNG 

Dieu 1. Phum vi dieu chinh 

Quy the nay quy dinh ve to chirc va hoat deng dm Be phan Tiep nhan va 
tra ket qua giai quyet thu tuc hanh chinh (sau day pi la Be phan Met dm) tal ca 
quan Cuc Hang khong Viet Nam (Cue HKVN). 

Dieu 2. DiSi tuvng Ai) dung 

Quy the nay ap dung d6i \fed ca nhan, to chirc thuec Cue HKVN co lien 
quan den viec giai quyet tha tic hanh chinh (TTHC) theo ca che met dm, rust 
dm lien thong tai ca quan Cue HKVN. 

Dieu 3. Nguyen tic to chtic, hoat ding 

1. Viec giai quytt TTHC duot quan 1S, tap trung, thong nhat thong qua mot 
dAu m6i la Be phan Met cfra. Cac Ca quan, don vi, can be, cong chirc, vien chdc 
thuec Cuc HKVN dam bao sr ph6i hop chat the vai Be phan Met cira trong qua 
trinh giai quyet TTHC. 

2. Lay sp hai long oh to chirc, ca nhan thpc hien TTHC la thtrac do chat 
hieu qua phpc vu dm co quan, don vi, can be, ding chirc. 

3. Giai guy& TTHC kip then, nhanh thong, thuan tien, dung han, tong 
khai, minh bach, diing quy dinh phap luat va khong lam phat sinh chi phi ngoai 
quy dinh cua phi) luat. 

4. Qua trinh giai quyet TTHC (tir tiep nhan, giai quy'6t, tra ket qpa) duac 
cap nhat day du, dimg thoi gian dux tren He th8ng thong tin giai quyet TTHC 
dm BO Xay dung theo Quy the to chirc va hoat Ong dm Be phan tiep nhan va 
giai quyet TTHC cua Cue HKVN. 

5. Qua trinh giai quy& TTHC duac theo doi, don doc, giam sat, dank gia 
thuang xuyen theo quy dinh, tren Ca ser img dung cong nghe thong tin va có su 
tham gia cua to chirc, ca nhan thpc hien TTHC. 

CUC 
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6. Co quan, to chirc, cong chirc, vien chirc thuc hi'6n TTHC c6 tham 
quyen thuc hien trach nhiem giai trinh viec thuc thi eking vu trong giai quyet 
TTHC theo quy dinh cua phap luat. 

Dieu 4. NM-Mg hanh vi kitting duvc lam trong giai quyet TTHC 

1. Cong chirc, vien chirc tham gia qua trinh giai quy6t TTHC khong duere 
thuc hien nhiing hanh vi sau day: 

1. Cfra quyen, sach nhi'eu, gay phien ha, kho khan cho to chirc, ca nhan 
thuc hien TTHC; 

2. Can tra to chirc, ca nhan lira chon hinh thirc n6p h6 so, nhan, tra ket 
qua giai quyet TTHC theo quy dinh cua phap luat; 

3. Can tra hoac ngan chan trait phep qua trinh truy6n, giri, nhan dir lieu 
dien tir; thay doi, x6a, huy, gia mao, sao chop, di chuyen trai phep mot phan 
hoac toan b0 nOi dung &I lieu thuc hien TTHC; 

4. Tit 1'6 thong tin ve h6 so, tai lieu va cac thong tin lien quan den bi mat 
dm to chirc, ca nhan hoac sir dung thong tin d6 de true loi; 

5. Tir chei thuc hien, keo dai theri gian giai quyet TTHC ho4c toy yeu eau 
136 sung h6 so, giay to ngoai quy dinh cua phap luat; 

6. TIIrc tiep giao dich, yeu cau to chirc, ca nhan n6p, be sung, hoan thien h6 
so, tra lc& qua ma Ichong thong qua B6 phan M6t cfra, trir truemg hqp CO quy dinh 
khac; 

7. Dim day trach nhiem, thieu hqp tac, lchong khach quan, kh6ng thuc 
hien dung quy dinh cua phap luat trong qua trinh giai quyet TTHC; 

8. Ong xfr, giao tiep kh6ng phu hqp vai quy 616 van hoa ding so, not quy 
lam viec cua co quan va cac quy dinh lien quan khac; 

9. Cac hanh vi vi pham phap luat khac trong thuc hien ding vg. 

2. T6 chfrc, ca nhan yeu cau thuc hien TTHC khong &roc dux hien cac 
hanh vi sau: 

Dieu 5. Phi, 10 phi giai quyet thu tyc hanh chinh 

BO phan MOt cfra thu, n6p phi, le phi theo quy dinh cua phap luat va Quy 
the thu, n0p, quail 1Sr sir dung phi, le phi eila Cue HKVN. 

Dieu 6. Dia diem, thiri gian lam viec cua B0 ph0n 1VI0t cira 

1. po phan MOt cfra cua co quan Cue HKVN dat tai tru sa Cue HKVN, 
dia chi so 119 Nguyen Son, phuerng B6 De, TP. Ha NOi. 

2. BO phan MOt cfra lam viec tir thU Hai den thir Sau hang tuan, tnr ngay 
nghi hang tuan, le, tet theo quy dinh. Thai gian lam viec trong ngay nlux sau: 

a) Buoi sang: Tfr 8h00 den 12h00. 

b) Bu6i chieu: Tfx 13h00 an 17h00. 

Dieu 7. Phong lam vi0c, trang thiet bi ciia 130 ph0n mot cfra 
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1. Phong lam viec cua BO phan MOt cua throc be tri tai vi tri thuan tien, 
dien tich phu h9p vai so luong giao dich trong ngay. 

2. Trang thiet bi tai B6 phan MOt cua tei thieu bao gem: may tinh co 10t 
not mang, phan mem bac tach du lieu plwc vu so hoa; lap at camera có ket r of 
trong he thong va ca nhan, to chfrc c6 tham quyen; may photocopy, may in, may,  
quet, dien thoai co dinh, may lay se ch6 giao dich, to tai lieu, ban lam viec, ghe 
ng6i, dien thoai c8 dinh, mr6c uong, thiet bi lam mat va cac trang thiet bi can 
thiet khac, dap img yeu cau lam viec cua cong chuc, vien chfrc va to chfrc, ca 
nhan den giao dich tai B6 phan mOt cua. 

Chuang II 
QUYEN HAN, TRACH NHItM CUA CO QUAN, TO CHITC, 

CA NHAN TRONG QUA TRINH GIAI QUYET 
THU TIJC RANH CIHNH 

ct 

Dieu 8. Quyen hurt, trach nhiEm cua cac phong dtroc giao giai guy& 
thu tuc hanh chinh 

1. Quyen han: 

a) Yeu eau ca nhan, to chirc be sung, hoan thien ho so, tra ket qua giai guy& 
TTHC hoac tir ch6i giai quyet theo quy dinh thong qua BO phan MOt cua; 

b) Tiep nhan phi, le phi giai guy& TTHC (neu co) th6ng qua BO phan M6t 
cua. 

2. Trach nhi'em: 

a) Cu cong chfrc (chinh thirc va du phong) dap img cac tieu chuAn quy 
dinh tai khoan 1 Dieu 11 Nghi dinh so 118/2025/ND-CP ngay 09/6/2025 cua 
Chinh Phu den lam viec tai BO phan MOt cua theo thOri han quy dinh de htrOng 
dan to chfrc, ca nhan lap ho so, Op ho so, giri Giay tiep nhan ho so va her tra 
ket qua, tiep nhan ho so, tra kEt qua giai quyet TTHC. 

b) Kip th6i b6 tri b6 sung cong chfrc lam viec tai BO phan MOt cua khi so 
lugng h6 so TTHC tang; thay the cong chic &roc dr lam viec tai BO phan MOt 
cua nhung vang mat, hoac khong hoan thanh nhiem vu, hoac CO mix dO hai long 
thap, de khong lam gian doan viec hue:mg dan, tiep nhan va tra ket qua TTHC 
cho to chirc, ca nhan; 

c) giai quy& TTHC dung quy dinh phap luat; ?hit dOng thong bao bang 
van ban den BO phan Mot cua 1S/ do cham giai guy& ho so TTHC, kern theo van 
ban xin loi to chirc/ca nhan va hen lai th6i gian tra ket qua; 

d) Thong bao kip th6i bang van ban cho BO phan MOt cua nhang thay dOi 
cua cac TTHC &roc thi,rc hien tai BO phan MOt cua; 

d) Phi hop vai Van ph6ng Cue ve viec xay d‘rng quy trinh nOi b(j, quy trinh 
dien tir giai quyet TTHC chi tiet, ro rang; tong buac trong quy trinh giai quyet phai 

.1 	C. 
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cu the cac nOi dung: nstred giai quyet, nOi dung giai quyet, thoi gian giai quyet, 
mau van ban giai quyet kern theo; thuemg xuyen tai cau trac, don gian hoa quy 
trinh, giam cac buoy trung gian, dap img yeu cau thuc hien TTHC teen moi tru6ng 
dien fir' ; 

e) Thuc hien qua trinh giai guy& TTHC tren m6i tru6ng dien dr, se hoa 
he so, ket qua giai quyet TTHC theo quy dinh tai Thong to so 01/2023/TT-
VPCP; 

g) Giao nhiem vu cho ding chirc thuOng xuyen hang ngay kiem tra, cap 
nhat tien dO giai quyet tirng ho so th8 tic hanh chinh teen He thong th6ng tin 
giai quyet thit tuc hanh chinh cua BO Xay dung theo quy dinh; 

h) Quyet toan phi, lO phi theo quy dinh tai Quy che thu n0p, quan 1St sir 
dung phi, le phi; 

i) Phei hqp veci nguoi dung clAu BO phan MOt cira danh gia, than xet ding 
chirc ye qua trinh lam viec tai BO phan MOt cira theo quy dinh tai Nghi dinh so 
118/ND-CP ngay 09/6/2025 cua Chinh ph8; 

k) Dam bao day du cac che dO, chinh sach cho ding chirc clugc cir den lam 
viec tai BO phan Mgt cua; uu tien trong cong tac quy hoach, be nhiem, cir di hoc 
tap trong mrac va nuac ngoai doi vai cong chirc &roc danh gia hoan thanh xuAt sac 
nhiem vu trong th6i gian duct cir den lam viec tai BO phan MOt  cira; 

1) Cac trach nhiem lchac theo quy dinh cua Quy che nay va quy dinh oda 
phap luat c6 lien quan. 

Dieu 9. Quyen han, trach nhim dm BO ph4n MOt cira 

1. Quyen han cilia BO phan MOt  cira: 

a) Tir chei tiep nhan he so khong day du thanh phAn theo quy dinh; 

b) Yeu cau cac don vi giai quyet TTHC cung cap thong tin ve lien dO giai 
quyet TTHC cho to chirc, Ca nhan; 

c) Theo ,doi, giam sat, don dec don c6 lien quan trong viec giai quyet 
TTHC; don doc co quan, don vi xir 1S,  ho so den han hoac qua th6i han giai 
quyet; 

d) Theo cl8i, don dec, nhan xet, danh gia cong chirc do don vi giai quyet 
TTHC cir den lam viec tai BO phan MOt cira ye viec chap hanh thai gian lam 
viec, Quy che lam viec cua co quan, Quy che van h6a cong sa, Quy che nay va 
cac quy dinh phap luat ye che dO cong vu; 

d) He xuat viec doi m6i, cai tien, nang cao chat luong phuc vg, co so vat 
chat, trang thiet bit cila BO phan MOt cira, phan mem img dung dm He thong 
thong tin giai quyet TTHC; 

e) Thuc hien cac quyen han &roc giao khac theo quy dinh cua phap luat. 

2. Trach nhiem c8a BO phan MOt cira: 
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a) Cong khai day dfi, kip thoi bang phuang tin din tfr hoac bang van ban 
danh muc TTHC va cac not dung khac (neu co) tai BO phan MOt cfra theo quy 
dinh; ho tra bang phircmg tin din to nhcmg truo•ng hop khong c6 kha nang tiep 
can thil tuc hanh chinh dugc cong khai; ho fro.  to chfrc, ca nhan sir dung dich vu 
cong truc tuyen mOt phan va toan trinh; 

b) T6 chirc hoac ph6i hqp to chfrc thong tin, tuyen truy'n v'e vi6c thuc 
hi6n ca che mOt cfra, mOt cfra lien thong trong giai quyet TTHC; 

c) Huang dAn, tiep nhan, chuytn h6 sa va tra k6t qua giai quyet TTHC; 
thu phi, 16 phi theo quy dinh; 

d) Theo doi, don d6c, giam sat, danh gia vi6c giai quy6t TTHC; 

d) Tiep nhan, bao cao ngirgi co thAm quy61 xir 1ST phan anh, ki6n nghi, 
khieu nai, to cao dm to chfrc, ca nhan doi vai ca quan, don vi, ,can BO, cong 
chuc, vien chuc lien quan den vi6c huang dan, tiep nhan, chuyen ho sa, giai 
quyet va tra ket qua giai,  quyet TTHC; chuyen h 	 ST en giai trinh, ket qua xir 1 
phan anh, kien nghi, khieu nai, to cao cua ca quan co tham quyen den to elide, 
ca nhan; 

e) Phi hap t6 chik tap huAn, nang cao trinh dO chuyen mon, nghi6p vu 
cho cong chuc, vien chfrc dugc ,giao nhi6m vv. huang dan, tiep nhan va tra ket 
qua giai quyet TTHC theo ca the mot cfra, mOt cfra lien thong; 

g) Thuc hi6n cac nhi'6m vu khac theo quy dinh cua phap lust. 

Dieu 10. Quyen h#n, trach nhim ctia nguiri thing diu Ba ph4n MOt 
cfra 

1. Truc tiep di6'us  hanh va chiu trach nhi6m tac Cue twang Cuc HKVN 
va Chanh Van phong ye toan BO hoat dOng dm BO phan M6t cfra. 

DIMC thira 16nh nguoi dfrng dAu ca quan c6 thArn quy'L kST cac van ban 
don doe ca quan, don vi giai quyet TTHC dam bao &mg quy dinh; bao cao, de 
xuat voi ngiri dung dau ca quan co tham quyen bien phap xir 1ST doi vbi throng 
hop giai quyet TTHC kh6ng dam chit lugng, thai gian theo quy dinh. 

2. Dinh kST 03 thang hoac d6t xuat, nguiyi dfmg dAu BO phan MOt cfra lam 
vi6c vai ca quan, don vi giai quyet TTHC trao doi ye vi6c quan 1ST, dieu hanh, 
thuc hi6n nhi6m vu va tinh hinh tiep nhan ho sa, giai quyet TTHC tai BO 01-14n 
MOt cfra. 

3. Phan ding nhi6m vu cong chfrc lam vi6c tai BO phan M6t cfra; quan 1ST 
then gian lam vi6c, tien d6 xfr 1ST cong vi6c dugc giao, thai dO, tac phong, cu xfr 
dm ding chirc dugc Cu den lam vi6c tai BO phan M6t cfra; chit dOng de xuat vOi 
ca quan giai quyet TTHC thay the cong chuc do vi pham kST lust lao Ong, c6 
thai dO, tac phong, cu xir khong dung quy the van hoa cong su, nang luc chuyen 
mon khong dap fmg nhi6m vu hoac co hanh vi vi pham phap lust khac. 

4. Giao nhi6rn vu cho cap phi), cong chfrc, rIgtrofi lao dOng phi' hop \Teri 
nang luc chuyen mon nghi6p vu; kiem tra, don doe vi6c thuc hi6n nhi6m vu 
dugc giao va thuc hi6n cong tic thong tin, bao cao theo quy dinh. 
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5. Phei hqp vai ca quan cu ding chirc den lam viec tai Be phan Met dm 
xem xet, 	hanh vi vi pham dm ding chirc va cong khai ket qua xir ly cho to 
chirc, ca nhan co phan anh, kien nghi, khieu nai, to cao ye hanh vi vi pham cua 
cong chirc duac biet. 

6. Chu dOng a nghi ngoai dimg dau ca quan giai guy& TTHC kip thai 
tang, giam cong eh& ducyc cu den BO phan met cua khi so luang to chirc, ca 
nhan den thuc hien TTHC CO bien deng hoac tru6ng hop cong chirc dtrac cur 
vang mat, nghi theo quy dinh. 

7. C6ng khai tai BO phan Met dm hoac tren Trang thong tin dien tir" cua 
Cue HKVN ve ho ten, chirc danh, so dien thoai cua Tnrong Be phan MOt cua, 
Pho Be phan Met dm; ho, ten, chirc danh, rinh vuc cong tac, so dien thoai cua 
can cong chirc lam viec tai BO phan MOt cua. 

8. Kip th6i xu ly theo tham guyen hoac chuyen ca quan co tham quyen xir 
ly hanh vi vi pham phap luat dm to chuc, ca nhan, cong chirc xay ra tai BO phan 
Met dm 

9. T6 chirc bao ve, phong chay, chila chay, bao dam an ninh, an toan cho 
cong chirc, nguai lao (rang, to chirc, ca nhan den thuc hien TTHC tai Be phan 
MOt cua. 

10. Quan ly, trinh cap co tham,  quyen phe duyet viec mua sam, thue, cai 
tao, sera chtia, bao throng, thay the, bo sung, thanh ly tai san, co sa vat chat, k5r 
thuat tai Be phan met cua theo quy dinh cua pita') luat; b8 tri khoa hoc, hqp ly 
cac khu vuc cung cap thong tin, giai quyet TTHC, trang thiet bi phuc vu to chirc, 
ca nhan den thuc hien TTHC tai Be phan MOt cua. 

11. Cac trach nhiem khac theo quy dinh cua phap luat va Quy the nay. 

Dieu 11. Quyen lyi, trach nh4m, thiri hp lam vi0 cua cong chin tai 
BO ph4n MOt cira 

1. Quyen lai: 

a) Duqc tap huan ve chuyen mon nghiep vu, cong nghe thong tin, van h6a 
img xur, giao tiep; 

b) Duac tham gia cac kit& hoc ly luan chinh tri, quan ly nha mirk, ngoai 
nail, tin hoc va cac linh vuc khac a trong mac, mac ngoai theo quy dinh; 

c) Ducic nghi bu neu lam viec them gi6, lam viec vao ngay le, tot, ngay 
nghi hang tuan; 

d) Nhan luang, phi,' cap, bei clueing va the de, chinh sach khac theo quy 
dinh (neu co); 

d) Dtrac ho tra ve the de, chinh sach lam viec tai Be phan Met cua theo 
quy dinh; duac uru tien trong cong tac quy hoach, b6 nhiem, cur di hoc tap trong 
nu& va nuac ngoai dei vai cong chirc, vien chirc duot danh gia hoan thanh xuat 
sac nhiem vu trong then gian lam viec tai BO phan MOt cua. 

2. Trach nhiem: 
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a) Thkrc hien cac quy dinh phap luat có lien quan va Quy the nay. 

b) Tao dieu kien thuan lqi cho to chirc, ca nhan thuc hien TTHC. 

c) HuOng dan to chirc, ca nhan thkrc hien TTHC day du, r6 rang, chith 
xac; tnr6ng hop phai yeu cau sira d'Oi, bo sung thi chi dugc yeu cau 01 lan. 

d) Tiep nhan, so Wm ha so, chuyen ha so, theo dal viec giai quy& TTHk; 
cap nhat ho so da tiep nhan tre'n He thong thong tin giai guyet TTHC cua BO 
Xay dung; cap Phieu tiep nhan va hen tra ket qua giai quyet TTHC hoac ma so 
ho so TTHC cho to chirc, ca nhan nOp ho so. 

d) Chit dOng tham muu, de xuAt sang kien cai tien viec giai quy& THHC; 

e) Deo the cong chirc trong theyi gian lam viec. 

g) Khong dugc thuc hien nhang hanh vi quy dinh tai khoan 1 Dieu 4 Quy he 
nay. 

h) Sinh hoat chuyen mon, dang, doan the, binh xet thi dua, khen thud  
ky luat tai co quan cu den BO phan MOt dm. 

3. Then han lam viec tai BO phan MOt cfra: 

Thin han lam viec oda cong chirc, vien chuc dugc cu den BO phan MOt 
cfra kh6ng it km 6 thing va khong nhieu han 36 thang cho 01,  dot. Kh6ng cir 
cong chirc, 	chirc den lam viec tai BO phan MOt dra 02 dot lien nhau. 

Dieu 12. Quyen han, trach nhqm ciia VAn phong Cuc HKVN 

1. Chu tri, ph6i hop cac co quan, don vi lien quan: 

a) Xay dung, trinh Lanh dao Cuc HKVN phe duyet danh sach cong cl*rc, 
ngueri lao dOng dugc cu den lam viec tai BO phan MCA cua BO va theo doi viec 
thuc hien. 

b) Ph6i hop yen cac phong trot tiep xfr 1S, TTHC ve viec xay dung quy 
trinh nOi b0, quy trinh dien giai quyet TTHC, trinh Lath ciao Cuc HKVN phe 
duyet. 

c) Theo &di, giam sat, don d6c, danh gia viec giai quy& TTHC theo co 
che mOt cua, mOt dm lien th6ng tai cac phong, don vi dugc giao giai quyet 
TTHC thong qua He thang thong tin giai quyet TTHC cua BO Xay dung. 

2. B6 tri phong lam viec, trang thiet bi dm BO phan MOt cfra. 

3. Quin 1S,  toan dien cac hoat dOng ciia BO phan MOt cua Cuc HKVN. 

4. Thuc hien cac the dO bao cao dinh kSf, dot xuat theo quy dinh. 

5. Thkrc hien cac quyen han, trach nhiem khac theo quy dinh cua phi') luat 
va Quy che nay. 

Chuang III 
QUY TR1NH GIAI QUYET THU TVC HANH CHINH 
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Dieu 13. Tiep nh4n he so' thii tuc hanh chinh 

1. COng chirc cila Van phong Cuc HKVN tai Be phan Met cira thong bao 
cho cong chirc dugc cac phong chuyen mon cu tgi lam viec tai BO phan MOt cira 
hoac ngueri thay the trong truong hop cong chirc dugc cir yang mat (sau day goi 
chung la ngued tiep nhan) flux hien viec hugng dan, tiep nhan khi phat sinh ho 
so TTHC. 

2. Doi viii he so &roc tiep nhan true tier! tai BO phan MOt cira, ngueri tiep 
nhan kiem tra tinh chinh xac, day diz cita ho so: 

a) Truing hop he so day du, chinh xac theo quy dinh, ngued tiep nhan 
thuc hien tiep nhan ho so, giri lai to chirc, ca nhan thuc hien TTHC Giay tiep 
nhan 116 so va hen tra kat qua dien to theo Mau so 01 ban hanh kern theo Quy 
che nay; scan, se hoa ho so, km trit, chuyen 116 so ten He thong thong tin giai 
guy& TTHC cua Be Xfiy dung; 

b) Tnrong hop he so chua day theo quy dinh, ngueri tiep nhan huong dan 
dai dien chirc, ca nhan bo sung, hoan thien ho so met lan day du, chinh xac, neu 
ro 1S, do vao Phieu yeu cau be sung, hoan thien ho so theo Mau so 02 ban hanh 
kern theo Quy che nay va giri lai to chirc, ca nhan dux hien TTHC; 

c) Truing hqp ter chi tiep nhan he so, ngued tier) nhan phai neu re IS/ do 
vao Phieu ter choi ho so theo Mau so 03 ban hanh kern theo Quy the nay va giri 
lai to chirc, ca nhan flux hien TTHC; 

3. Doi veri he so TTHC giri den BO phan MOt cira thong qua dich vu buu 
chinh: Van thu Cue hoac co quan, don vi chuyen mon c6 trach nhiem chuyen h6 
so TTHC ye BO phan Met cira ngay trong ngay nhan duoc ho so kem theo bi 
dkmg h6 so c6 dau buu dien, doi \Tod ho so nhan tn.rac 16 gi6, hoac tnrac 09 gi6 
ngay lam viec tiep theo dei \Ted ho so nhan sau 16 gi6. Viec giao, nhan ho so 
gitra Van thu, phong chuyen mon va Be phan MOt cira dugc the hien tren so 
giao, nhan ho so, trong de ghi r6 gig, ngay giao, nhan, chit IcS,  va h9 ten day du 
cua ngued giao, ngued than. 

4. Doi yeti he so n0p,truc tuyen th6ng qua Ceng Dich vu cong quec gia, 
He thong thong tin giai quyet TTHC cua BO Xay dung: 

a) Tnrerng hop he so day du, hop le, ngugi tiep nhan thuc hien tiep nhan 
tren He thong thong tin giai quyet TTHC cua BO Xay dung va th8ng bao to 
chirc, ca nhan nop ho so thanh toan phi, le phi (net' c6). Sau khi to chirc, ca nhan 
hoan thank viec thanh toan phi, le phi va ngued tiep nhan xac nhan da thanh 
toan, He thong thong tin giai quyet TTHC cua BO Xay dung to dOng chuyen ho 
so ye co quan, don vi chuyen mon giai quyet thu tuc hanh chinh; 

b) Tnremg hop he so chua day du, chinh xac, hoac killing thu6c tham 
quyen giai quyet, ngueri tier) nhan thong bao, neu ro nOi dung, 1Sr do, huemg dan 
cu the, day du met Ian de to chirc, ca nhan bo sung day du, chinh xac de giri den 
co quan co tham quyen. Viec thong bao dugc thuc hien thong qua chirc nang giri 
thu dien ter, gui tin nhan cua He thong th6ng tin giai quyet TTHC cua BO Xay 
dung. 
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Dieu 14. Chuyen he so' thil tuc hanh chinh 

1. DM yeti he sa tiep nhan tn,rc tuyen thi thvc hien theo quy dinh tai diem 
a khoan 4 Dieu 13 Quy che nay. 

2. Doi vai he sa tiep nhan true tiep, hoac thong qua dich vu bull chith, 
nguai tiep nhan chuyen ngay ho sa giay &A ducfc so 116a den ca quan, dan vi 
chuyen mon giai quyet tren He thong thong tin giai quyet TTHC dm BO Xay 

Ett clung; ho sa giay chuyen ngay trong ngay lam viec hoac trtrac 9 gia sang n 'y 
lam viec lien tiep theo dei vai throng hop tiep nhan sau 15 gia hang ngay. V e'c 
chuyenho,sa giay phai kern theo Phieu ban giao h6 sa theo Mau duoc trich xuat 
tren He thong thong tin giai guy& TTHC BO Xay clung, co chit k9 dm nguai lap 
Phieu, d8ng thai la nguai tiep nhan. 

3. Khi chuyen he sa ye ca quan, don vi chuyen mon giai quy& TTHC, i-le 
thong thong tin giai guy& TTHC dm Be Xay clung to dOns sinh Phieu kiem s at 
qua trinh giai quyet ho so dien tir cho toan bO qua trinh tiep nhan, giai quyet, 
ket qua giai quyet TTHC. 

Dieu 15. GUM quyet thii tuc hanh chinh 

, 1.,  Thu twang co quan, don vi chuyen mon phan cong cong chirc ial 
quyet h so, 	trinh cap co tham quyen quyet dinh ket qua giai quyet TTHC, ap 
nhat thong tin tren He thong thong tin giai quyet TTHC dm Be Xay dkmg, tra 
ket qua giai quyet TTHC (sau day goi Chung la nguai giai quyet). Tnrang hop 
thil twang don vi yang mat phai giao cap ph6 thuc hien. Viec phan cong ngizai 
giai quyet phai &me thvc hien ngay trong ngay doi voi ho so nhan truac 16 gia 
hoac throe 09 gia ngay lam viec tiep theo doll vai ho so nhan &rot sau 16 gia 
hang ngay. 

2. Thai han giai guy& TTHC thvc hien theo quy dinh tai van ban quy 
pham phap,luat quy dinh ye TTHC d6, ductc tinh ke tir ngay Be phan Met cfra 
tiep nhan ho so TTHC. 

3. Doi vai he so c6 yeu au kiem tra, xac minh, trong tiled han quy dinh, 
nguai giai quyet phai trinh nguai cotham quyen quyet dinh va cap nhat thong tin, 
lap ho so, km thong tin vao He thong th6ng tin giai quyet TTHC dm Be Kay 
dkmg. 

4. DM vai he so phai lay 9 kien phi hop dm co quan, don vi lien quan, don 
vi giai quyet TTHC girl,vAn ban den don vi duac lay 9 kien, trong dO neu cu the nOi 
dung, thai han lay 9 kien. Ca quan, don vi phoi hop co trach nhiem tra lai az nOi 
dung cong viec giai quyet theo thai han de nghi, giri ket qua cho don vi giai 9uyet 
TTHC. VAn ban xin y kien va ket qua lay 9 kien lay y kien &roc cap nhat day du 
tren He thong thong tin giai quyet TTHC cua BO Xay dung. 

5. Doi vai he so trinh LAnh dao Cue k9 ban hanh ket qua giai quyet 
hoac bao cao tnrac khi k9 ket qua giai quyet TTHC, don vi giai quyet thi} tuc 
hanh chinh phai dam bao thai han trinh trinh Lanh dao Cue trong thai han giai 
quyet TTHC. 
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6. Doi vai he so chua dir ,dieu kien giai quyet, trong thai han quy dinh, 
don vi giai quyet TTHC tra lai ho so kern theo thong bao mOt lan bang van ban, 
neu ro 1S,  do, nOi dung can bo sung, hoan thien de thong bao cho to dirk, ca 
nhan; 

7. ifei vai he so khong du dieu kien giai quyet, don vi giai guy& thir,  tuc 
hanh chinh tra lai ho so kern theo thong bao neu 1S, do khong giai quyet de giai 
cho to chirc, ca nhan thong qua BO phan MOt cira. Thai han thong bao trong thai 
han giai quyet thu tuc hanh chinh 

8. Doi van he so qua han giai quyet, chasm nhAt,  01 ngay truck ngay het 
thai 	giai quyet thu tuc hanh chinh, don vi giai quyet thu tuc hanh chinh gin 
thong bao bang van ban cho,B0 phan MOt 	kern theo van ban xin loi vas hen 
lai ngay tra ket qua de chuyen den ca nhan, to chac. Van ban xin loi vas hen lai 
ngay tra ket qua theo Mau so 04 ban hanh kern theo Quy che nay. Viec hen lai 
ngay tra ket qua duoc thuc hien khong qua mOt lAn. 

9. Chaco nhAt 01 ngay twat ngay den han tra ket qua giai quyet thu tuc 
hanh chinh, don vi giai quyet TTHC c6 trach nhiem chuyen ket qua giai quyet 
thir tuc hanh chinh den BO phan MOt cua de tra cho to cluk, ca nhan. Ket qua 
giai quyet thir tuc hanh chinh la ban dien to kern theo ban giay trong tnramg hop 

. A to chuc, ca nhan co yeu cau nhan ban gray. 

, 10. Toan b0 qua trinh giai quyetthutic hanh chinh phai duoc quy dinh cu 
the, ro rang,  trong quy trinh not b0 giai quyet 	tuc hanh chinh, quy trinh dien 
tir giai quyet thir 41C hanh chinh vas cap nhat teen He thong thong tin giai quyet 
thu tuc hanh chinh Cuc HKVN. 

Dieu 16. Tra ket qua giai quyet thu tuc hanh chinh 

1. Khi nhan &roc ket qua giai guy& thil tuc hanh chinh, BO phan MOt cua 
c6 trach nhiem thong bao cho to chac, ca nhan qua tin nhan, thu dien tir hoac 
qua mpg xa hOi duce cap car tham quyen cho phep vas tra ket qua giai quyt thu 
tuc hanh chinh bao 	ban dien tir, ban giay (tnr?mg hop to chac, ca nhan co 
you cau) thong qua hinh thirc troc tuyen, dich vu buu chinh, hoac true tiep. 

, 2;  Tnramg hqp he so c6 ban chinh hoac ban gec da tip nhan a sao chup, 
doi chieu, xac than tinh xac thuc thi BO phan MOt cfra,c6 trach nhiem tra ban 
chinh hoac ban g8c nay cho to chac, ca nhan ding vai ket qua giai quyet thu tuc 
hanh chinh. 

3. Khuyen khich viec tra ket qua giai quy& thu tuc hanh chinh fru& thai 
han quy dinh. 

Dieu 17. Ltru tee he so, ket qua giai quyet thin tvc hanh 

1. Thai han luu tit"  ho so, ket qua giai quyet thir tuc hanh chinh &roc thuc 
hien theo quy dinh cua phap luat ve luu trt vas phap luat chuyen nganh. 

2. Viec luu tru he so thin tuc hanh chinh dien tir duqc thuc hien theo quy 
dinh tai Thong to so 13/2023/TT-BNV ngay 31 thang 8 nam 2023 dm BO 
truarng BO NOi vu Huang dan luu tra ho so thir tuc hanh chinh dien tir' 
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Chuang IV 
TO CHITC THT)C HItIs1 

   

   

Dieu 18. Kinh phi thkrc hi0 

Kinh phi to chirc, hoat dOng dm BO ph4n MOt cfra va thkrc hien co the 
mot cfra, mOt dm lien thong trong giai quyet thil tic hanh chinh dm Civic HKVN 
di.rov ngan sach,nha nuac bao dam, dm:7c b8 tri trong ngan sach nha milk hang 
nam va cac nguon hop phap khac theo quy dinh dm phap 1u4t. 

Dieu 19. TO chirc thuc hi0 

1. Van phong Cic, cac Phong va cac dun Ai lien quan chiu trach nhiem 
thkrc hien Quy the nay. 

2. Tnrong hop van ban quy pham phap 1u4t, van ban hanh chinh can chieu 
trong Quy che dugc sira doi,b8 sung, thay the hoac bai b6 thi ap ding theo van 
ban sira doi, bo sung, thay the hoac bai be do. 

3. Trong qua trinh trien khai thkrc hien Quy the nay, cac Ph6ng va d vi 
co lien quan thuOc Civic HKVN kip thin phan anh nhang vtrang mac, bat cap va 
de xuat giai phap, giri ye Van ph6ng Cvc de tong hop, bao cao Lanh dao vc 
xem xet, quyet dinh./. 

   

   

 

1 
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Chit 1c5r s6 cfra T6 chin (n6u 
la bieu mAu then tir) 

C1JC HANG KHONG VIBT NAM 
BO PHAN TIEP NHAN VA TRA 

KET QUA 

mAu so 01 

coNG HOA XA HQI CHiJ NGHIA VItT NAM 
Nic lap - Tu• do - H3nh pink 

S6. 	/BPTNTKQ 	 , ngay 	thang 	nam 

GIAY TIEP NHAN HO SO VA HVN TRA KET QUA 
Ma hi) so 	- 

BO phan Tip nhan va Tra ke't qua ca quan Cvc HKVN tip nhan ho sa 

Dia chi: 	  

S6 dien thoai: 	 Email: 	  

NOi dung yeu cAu giai quy6t: 	  

Thanh phAn h6 sa nOp gem: 

1 	  

2 	  

S6 luting h6 sa• 	(BO) 

Thai gian giai quye't ho sa theo quy dinh la: 	ngay 

Then gian nhan h6 sa: 	phut, ngay thang 

Thai gian tra ke't qua giai guy& h6 sa:... 	phut, ngay 	.thang....nam.... 

Hang ky nhan ke't qua tai: 	  

Vao S6 theo doi he, sa, Quyen so• 	 So thin tie 	  

NGU'Ol NQP HO SO 
(4 va ghi ro ho ten) 

NGU'61 TIEP NHAN HO SO 
(Kf, va ghi ro hip ten) 

(Chit ky so mkt Ngtroi tiep nhOn ho so• 
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nau la bau mau clien ter) 
Ghi 
- Twang he chug thi6t lap duqc Hg thong th6ng tin mOt cira din dr, Gia'y tip nhan 
va hen tra ket qua &roc lap thanh 2 lien; mOt lien giao cho to chirc, ca nhan nOp ho sa 
trong tn.remg hqp n6p tryc ti6p, n6p qua dich vu buu chinh ding ich theo Quyet dinh so 
45/2016/QD-TTg; mOt  lien chuyen kern theo Phieu kiem soat qua trinh giai quyet ho 
sa va ducfc km tai BO phan Tiep nhan va Tra ket qua; 
- To chirc, ca nhan c6 the dang lcSf nhan ket qua tai BO phan Trep nhan va Tra ket qua 
hoac tai nha (try sa to chirc) qua dich vu buu chinh. 
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Chit ky so cua To chirc 
(neu la Neu mau di4n dr) 

Mau so 02 

CIJC HANG KHONG VIVI' NAM CQNG HOA XA-  HOI CHU NGHIA VIE' 
BQ PHAN TIEP NHAN VA TRA 	DOc 14p - Ti do - Hanh pink 

KET QUA 

SrO 	/HDHS 	, 17gcii) ...... thong ...... 

PHIEU YEU CAU BO SUNG, HOAN THIN HO SO 

HO so cixa 	  

NOi dung yeu cau giai quyet: 	  

Dia chi 	- 

SO dien 
thoai 	 .Email• 	  

Yeu cau hoan thien WO so Om nhting nOi dung sau: 

1 	  

2 	  

3 	  

4 	  

Ly do: 	  

Trong qua trinh hoan thien hO so nEu c6 v&mg mac, Ong/B,  a lien he vai 
	  so dien thoai 	 de &roc huang 
don./. 

NGIYUI HVONG DAN 
(Kji viz ghi r6 ho ten) 

(Chic kJ, so ciza Ngzroi hzrong don neu la 
bigu mau dien tie) 
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Chit ky so dm To chirc 
(neu la bleu mAti dien tir) MAu so 03 

CI,JC HANG KHONG VIET NAM CONG HOA XA HQI CHU NGHIA VIET 
BO PHA: N TIEP NHAN VA TRA 	 NAM 

KET QUA 	 DO 14 Tkr do - 11#nh phtic 
-------- 

Sre 	/BPTNTKQ 	............, ngay 	thing 	n am 

PHIEU Tic CHOI TIEP NHAN GIAI QUYET HO SO 

BO phan Tiep nhan va tra ket qua ca quan Cvc HKVN tiep nhan he so. dm: 

Dia chi: 	  

So dien thoai: 	 Email. 	  

NOi dung yeu cau giai quyet• 	  

Qua xem xet, BO phan Tiep nhan va Tra ket qua co. quan Cvc HKVN thong 1:ao 
khong tiep nhan, giai quyet ho sa nay yeti 1S, do cu the nhu sau: 

Xin thong bao cho Ong/BA dirge biet va thvc hien./. 

NGIfOI NOP HO SO 
(KY, va ghi r'6 ho ten) 

TIEP NHi.iN HO SO 
(Kji va ghi r5 ho ten) 

(Chic so awl Ngueri tiep nkin ho sod neu la 
bleu mciu dien tit) 

Ghi chti: 
Truing hqp chua thiet lap ducfc Hg thOng th8ng tin Wu cira dien tir, Phieu duct lap 

thinh 2 lien; mgt lien giao cho to chirc, ca nhan nqp h8 sa trong tnrerng hqp nqp true tiep, nOp 
qua djch vu buu chinh ding ich then Quyet dinh so 45/2016/QD-TTg; mOt lien ducic luu tai 
BO phan Tiep nhan va Tra ket qua. 
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Chit IcS,  s6 dm T6 chirc 
(neu la bieu mau dien dr) 

WC HKVN 
TEN CO QUAN, DUN VI 

S6• 	/PXL- 

MAu so 04 

LONG HOA X.A. HQI CHU NGHIA VItT NAM 
Di)c 14p - Tu. do - II#nh phtic 

..............., ngay ...... thong ...... nam ...... 

PHIEU MN LOI VA HEN L ,AI NGAY TRA KET QUA 
Kinh giri• 	  

Ngay...thang...nam ..., (ten ca quan, clan vi) Wept nhan giai quyat h6 so a nghi 
giai quyet thin tuc hanh chinh (ten thin tyc hanh chinh) dm Ong/BA/To chirc; ma 
so: 

Thai gian hen tra kat qua giai guy& h8 so: .....gier..., ngay....thang...nam... 

Tuy nhien,  clan nay, (ten ca quan, don vi) chua tra kat qua giai quyat 116 so dm 
Ong/Ba/To chirc dfing thai han quy dinh ghi tren Giay tiep nhan ho so va tra ket 
qua. 

LS,  do• 	  

Su cham trg nay da gay phian ha, Mn kern chi phi, cong sire dm Ong/Ba/T6 
chirc. 

(ten ca quan, clan vi) xin 16i Ong/Ba/T6 chirc va se tra kat qua giai quyat 116 so 
cho Ong/BA/To chirc vao ngay 	thong ... nom 	 

Mong nhan duoc su th8ng cam dm Ong/Ba/T6 chirc vi su cham tr8 nay./. 

THU TRU'ONG CO QUAN, HON VI 
, (4 va ghi ro ho ten) 

(Chic kfi so caa Thu truang ca quan, dun vi 
neu la bieu mau dien ter) 
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