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UY BAN NHAN DAN CONG HOA x 'A HOI CHU NGHIA VIVT NAM 
TiNH DAK NONG 
	

Doc lap - Tu. do - Hunh phtic 

S6: /2019/QD-UBND 
	

Dak N 'Ong, ngay/19thang 8 nam 2019 

QUYET DINH 
Ban hanh Quy dinh quy tac frng xir ciia can Loa, cong chirc, vien chirc trong giai 
quyet thii tuc hanh chinh; cong khai xin loi to chfrc, ca nhan khi giai quyet thu 

tuc hanh chinh sai sot, qua hun tren dia ban tinh DAk Nang 

1:1Y BAN NHAN DAN TiN-H DAK NONG 

Can ar Luat To chirc chinh quyen dia phuang ngay 19 thong 6 nam 2015; 

Can ar Luat Ban hanh van ban quy pham phap luat ngay 22 thong 6 nam 
2015; 

Can ar Luat Can ba, cong chirc ngay 13 thong 11 nam 2008; 

Can ar Luat Vien chirc ngay 15 thong 11 nam 2010; 

Can ar Nghi dinh so 63/2010/ND-CP ngay 08 thong 6 nam 2010 cia Chinh 
phi ve kiem soot thzi tuc hanh chinh; 

Canar Nghi dinh so 
so 

ngay 07 thong 8 nam 2017 clia Chinh 
phi sira doi, bo sung mat so dieu cia cac Nghi dinh lien quan den kiem soot din tuc 
hanh chinh; 

Can at. Nghi dinh so 61/2018/ND-CP ngay 23 thong 4 nam 2018 czia 
Chinh phu ye Mix hien ca the mat cia, mot cira lien thong trong giai quyet thi 
tuc hanh chinh; 

Can ar Thong tu. so 01/2018/TT-VPCP ngay 23 thong 11 nam 2018 cia 
Van phong Chinh phi huo.ng dan thi hanh mat so quy dinh cita Nghi dinh so 
61/2018/ND-CP ngay 23 thong 4 nam 2018 cfia Chinh phi ye thy.c hien ca chef 
mat cfia, mat cfia lien thong trong giai quyet thfi tuc hanh chinh; 

Can cit. Quyet dinh so 03/2007/QD-BNV ngay 26/02/2007 cia Bo Noi vu 
ban hanh Quy tac zing xir czia can ba, cong chirc, vien chirc lam viec trong ba 
may chinh quyen dia phtrang; 

Theo de nghi cna Chanh Van phang UBND tinh tai To' trinh so 575/7-Tr-VP 
ngay 18 thong 7 nam 2019. 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quye't dinh nay Quy dinh quy tac drig xir cna 
can N, cong chirc, vien chirc trong giai quyet thu tic hanh chinh; cong khai xin 



TM. UY BAN NHAN DAN 
KT. CHU TICH 

O CHU TICH 

I6i to chirc, ca nhan khi giai quyet thu tuc hanh chinh sai sot, qua han tren dia 
ban tinh Dak Nong. 

Dieu 2. Giao Van phong UBND tinh Mem yet, cong khai Quyet chinh nay 
tai Trung tam Ranh chinh cong; UBND cac huyen, thi xa.; UBND cac 
phuerng, thi tran niem yet, cong khai Quyet clinh nay tai Bo phan Tier) nhan va 
tra ket qua. 

Dieu 3. Quyet clinh nay c6 hieu hie thi hanh ke tix ngdy 01 thong 9 nom 
2019. 

Chanh Van phong UBND tinh; Thu truerng cac So, Ban, nganh; Chu tich 
UBND cac huyen, thi xd; ChU tich UBND cac xa, phuerng, thi tran; Thu tru6ng 
cac co quan, don vi va ca nhan c6 lien quan chiu trach nhiem thi hanh Quyet 
clinh 

IV(Yi 

- Van phong Chinh phu; 
- BO NOi vu; 
- Doan Dai bleu Quoc hOi tinh; 
- TT. Tinh Uy; 
- TT. HDND tinh; 
- Uy ban MTTQ VN tinh; 
- Cue KSTTHC - VPCP; 
- Cue Ki6m tra VBQPPL - BTP; 
- CT. cac PCT UBND tinh; 
- Nhu Dieu 3; 
- Bao Dak Nong; 
- Dai PTTH Dak Nang; 
- Cac PCVP UBND tinh; 
- ang thong tin 	tinh; 
- Cong bao tinh; 
- Trung tam Luu 	lich sir tinh; 
- Lull: VT, TTHCC, NCKSTT. 

Tru'o'ng Thanh Tung 
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IN BAN NHAN DAN 	CONG HOA XA HQ! CHU NGHIA VItT NAM 
TiNH DAK NONG 	 Doc lap - Tu. do - Hanh phtic 

QUY DINH 
Quy tac ring xir cita can bO, cong chtirc, vien chtic trong giai quyet thti tuc hanh 
chinh; cong khai xin lOi to cht'rc, ca nhan khi giai quyet thu tuc hanh chinh sai 

sot, qua halt tren dia ban tinh Dak NOng 

(Ban hanh kern theo Quyet dinh so 211/2019/QD-UBND ngay49/8/2019 ctia Uy 
ban nhan dan tinh Dak Nong) 

Chuang I 
NHUNG QUY DINH CHUNG 

Dieu 1. Pham vi dieu chinh 

1. Quy dinh ve Quy tdc Ung xix dm can b9, cong chtrc, vien chic d6i voi to 
chirc, ca nhan trong giai quyet thu tuc hanh chinh tren dia ban tinh Dak Nong. 

2. Quy dinh nay quy dinh ve cac trithng hop phai xin 16i cong khai, trach 
nhiem, quy trinh thuc hien xin lOi to chirc, ca nhan khi cac ca quan hanh chinh nha 
ntx6c giai quyet thu tuc hanh chinh sai sot, qua hp tren dia ban tinh Dak Nong. 

Dieu 2. DOi tuvng Ai) dung 

1. Cac So,, Ban, nganh; t5-37 ban nhan dan cac huyen, thi xa, Uy ban nhan dan 
cac xa, phtthng, thi tran (g9i chung la cac co quan, don vi) có tham quyen giai 
quyet thu tuc hanh chinh theo co che mot cga, mot dm lien thong tren dia ban tinh 
Ddk Ming. 

2. Can b9, cong chirc, vier' chirc lam viec,  tai cac SO', Ban, nganh; Uy ban 
nhan dan cac huyen, thi xa. (UBND cap huyen), Uy ban nhan dan cac xa, phueng, 
thi trdn (UBND cap xa) có tham quyen giai quyet thu tuc hanh chinh. 

3. To chirc, ca nhan có yeu can giai guy& thu tuc hanh chinh. 

Dieu 3. Nguyen tic thtrc hien 

1. Xay Ong nen hanh chinh chuyen nghiep, ,hiVen dai, trach nhiem, phvc vv, 
than thin 	to chirc, ca nhan. Quy dinh cac chuan muc xir su cila can b9, cong 
chirc, vien eh-ix khi thi hanh nhiem vu va trong quan he xa hoi nham bac) dam sg 
Hem chinh, van minh, chuyen nghiep, phi hop voi nghia vv va chin trach cua cong 
chirc. 

2. Bao dam tat ca cac trtrafng hop khi giai quy6t thit tuc hanh chinh sai sot, 
qua han deu phai thgc hien xin loi to chirc, ca nhan kip theei, day du, chinh xac; neu 
ri5 13% do sai sot, qua han va hen ngay tra ket qua giai quyet lan sau cho to elide, ca 
nhan theo quy dinh. 
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3. Viec thuc hien xin 16i to chirc, ca nhan khi giai guy& thu tvc hanh chinh 
sai sot, qua han dugc thvc hien bang xin loi trgc tiep, xin l'6i bang van ban va thvc 
hien d6i v6i timg h6 so cu the. 

4. Bao dam six ph& hop chat the giaa cac So, Ban, ngdnh; UBND cap 
huyen, UBND cap xa trong viec thgc hien xin le)i ye giai quyet thu tvchanh chinh 
sai sot, qua han; xac dinh cu the ca quan, dun vi chiu trach nhiem ve ho so sai sot, 
qua han. 

5. Cac nguyen nhan an den viec giai quyet thu tic hanh chinh sai sot, qua 
han phai dugc xac dinh cu the va c6 giai phap chan chinh, khac phvc kip theyi. 

Chuang II 
QUY TAC U'NG XU CUA CAN BO, CONG CHtrC, VIEN CHU'C TRONG 

GIAI QUYET THU TVC HANH CHiNH 

Dieu 4. Y thtrc ky 1u4st 

1. Chap hanh nghiem chinh Hien phap va phap 	n6i quy, quy the lam 
viec cua co quan, don vi hoac cua co quan, dun vi not den cong tac. 

, 	2. Co tac phong ldm viec nghiem tiic; thai d6 lich six, ton trong ngugi giao 
tiep; bao dam van hoa giao tiep, kST luat phat ngon va cung cap thong tin, tai 

3. Khong sir dung bia, rugu, do u6ng co con trong giey lam viec, gier nghi trua 
cua ngay lam viec, ngdy trirc. Khong hUt thuoc la trong khuon vier' try so co quan, 
phOng lam viec, phong hop va h6i truemg. Khong danh bac, tham gia cac to nan 
hoac cac hanh vi khac trai \Teri quy dinh phap luat dugi mgi hinh thirc. 

, 4. Khong deo tai nghe, bat nhac, nghe nhac, xem phim, 	din tir va. cac 
thiet bi giai tri ca nhan trong giey ldm viec; khong truy cap cac trang mang co not 
dung kheing lien quan den viec thvc hien nhiem vv, cong vv. Khong sir dung mang 
xa h6i de tuyen truyen, quang ba cac thong tin chua dugc kiem chimg, cac thong 
tin, hinh anh vi pham phap luat, vi pham thuan phong m5/' tic. 

5. KhOng the' cung va to chirc cac hog d6ng me tin, di doan trong try so' co 
quan, don vi. 

6. Thvc hien theo cac quy dinh tai Luat Can b6, cong chirc; Luat vien chirc; 
Quyet dinh so 1847/QD-TTg ngdy 27/12/2018 cua Thu tueing Chinh phiu ve viec 
phe duyet De an Van hod cong vv. 

Dieu 5. Giao tiep va &rig xir 

1. Giao tier) va img xir v6i to chirc, ca nhan 

a) D6i ved to chirc, ca nhan: Luon tuai cued, chil d6rig chao hOi lich sir, than 
thien, chi an tan tinh va hoi, lam re') nhu c'au giai guy& thu tic hanh chinh, cong 



3 

viec cua to chirc, ca nhan; mac trang phuc diing quy dinh chung va quy dinh cua 
timg nganh linh vuc; phai deo the cong chirc theo quy dinh. 

b) Khi hung 	thai do niem,n6, vui ye, tan tuy, nha nhan; Lang nghe 
kien, 	thich, hirang dan rO rang, cu. the veca.c quy dinh lien quan den gial guyet 
cong viec. Sau khi hung dan xong h6i lai , xac dinh to chirc, ca nhan da hieu rO 
thong tin va dimg quy dinh. 

c) Khi giao phiL bien nhan va tra ket qua cho to chic, ca. nhan: Kiem tra k -y 
thong tin truac khi giao; dua bang hai tay; de nglai to,  chirc, ca nhankiem tra lai 
thong tin, nai dung va 	nghi to chirc, ca nhan phan hoi ngay neu chua dong tinh, 
chua hieu rO nai dung; 

d) Truang hgp to chirc, ca nhan c6 phan hai: can xin loi, nhan WI van ban, 
him se trao doi vai co quan, nguai c6 thaw quyen de chinh sira, tra lai cho to chirc, 
ca nhan, hen tra lai ngdy tra ket qua va cam on; 

e) Khi to chirc, ca nhan khieu nai, gop Y: ton trang, cau thi, Lang nghe, ghi 
nhan, chan thanh nhan loi, hira khac phuc va cam on; 

Khi to chirc, ca nhan birc,xnc, 	tieng: can kiem che, binh tinh, Lang 
nghe. Tuyet 	khong doi chat, ngat 16i vai to chirc, ca nhan; khong dugc c6 thai 
do hach dich, nhang nhieu; khong gay cang thang, bdc xitc, dga nat nguai dan; 

g) Khi giao tiep qua dien thoai, cong chic phai xung ten, chirc danh, chirc 
vu, co quan, don vi nai cong tac; trao doi ngan g9n, tap trung \Tao nai dung cong 
viec; thai da lick su, khong ngat dien thoqi dot ngat. 

2. Giao tiep va irng xir vai cap ten, cap duai va clang nghiep 

a) Giao tiep va dng xir vai cap tren 

- Trong giao tiep va khi thi hanh nhiem 	cong vu, cap dirai phai c6 thai da 
lich six, ton trong cap teen, bac) dam nguyen tac thin bac hanh chinh. 

Khong dugc lgi dung viec gop y, phe binh lam tan hai an uy tin dm cap 
teen. 

b) Giao tier) va *rig xir vai cap dual 

- Cong elide lanh dao, quan lY phai guong mau trong dao dirc, lai sang, trong 
cong tac; gift gin doan ket nai b6, nep song van hoa trong co quan, don 

- Thuc hien Quy che dan chn 6 co see, Fang nghe va tier, thu y kien dung dan 
cua cong chirc trong don vi. 

- Nam bat tam tu, nguyen vgng cua cong chirc de c6 each thirc sir dung, dieu 
hanh phu hop voi tixng dOi tuang nham phat huy kha nang, kinh nghiem, tinh sang 
tao, chit clang cua tirng ca nhan trong viec thuc thi cong vu, nhiem vu dugc giao. 

- Phan cong nhiem vu cho cap clued rO rang va theo doi viec thuc hien nhiem 
vu cna cong chirc (tien do, chat lugng, ket qua). Thuc hien nguyen tac dan chu, 
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khach quan, cong bang va minh Neb. Khong chuyen quyen, dOc Joan, coi thuOng 
cap du6i; khong dugc loi dung viec gop )"7, phe binh lam ton hai den uy tin az cap 
dugi. 

c) Giao tiep va dng a voi dOng nghiep 

- Cong chirc phai irng xu c6 van hoa, ton trong va bao ve danh dcr, uy tin cda 
&rig nghiep; chan thanh, than thien va doan ket, hop tac, ho tro lan nhau hoar' 
thanh nhiem vu. 

- Ton trong, Fang nghe va tier) thu )"T kien cda 6ng nghiep, dm tap the; thang 
than g6p 3")-  vgi dong nghiep tren tinh than xay dung, khach quan. 

- Khong dugc loi dung viec gop y, phe binh lam ton hai den uy tin dm dOng 
nghiep. 

3. Xir br7 qua MOt cda dien to va thu dien td 

a) Can bO, cong chirc, vien chirc khi 	quyet thd tvc hanh chinh phai thdc 
hien teen MOt 	dien td; tiep nhan ho sa phai tuan thu quy trinh ye tiep nhan, cap 
nhat day du thong tin ye ho so, thd tvc hanh chinh teen MOt cda dien tir, in,  phieu 
hen tra ket qua va chuyen ca quan, don vi, nhan c6 tham quyen giai quyet theo 
dAng trintighd tvc, chuyen ho so, ket qua cho co quan, nguei c6 tham quyen hoac 
ket thdc quy trinh khi c6 ket qua giai quyet tren MOt cua dien tir. 

b) Can bO, cong chirc, vien chirc phai thugng xuyen six dung hOp thu dien tir 
de trao doi cong viec va luan chuyen tap tin van ban qua mang. HOp thu dien tir 
phai duoc cong khai de thuan tien cho viec trao doi thong tin lien lac trong cong 
viec va tiep nhan thong tin, tra led cong dan. Viec giri, tra 16i thu dien to kip tiled va 
Lich 	KhOng dugc sir dung cac van ban mat qua he thong thu dien tir. 

Chucmg III 
QUY DINH CONG KHAI XIN LOI TO CHeC, CA NHAN KHI GIAI 

QUYET THU TUC HANH CHINH SAI SOT, QUA HAN 

Muc 1 
CAC TRU'ONG HOP PHAI CONG KHAI XIN LOI VA CO SO XAC DINH 

CAC TRIXONG HOP PHAI CONG KHAI XIN LOI 

Dieu 6. Cac tru*ng hup phai thiyc hien xin loi 

1. Cong chdc, vien chirc lam viec tai Trung tam hanh chinh cong; BO phan 
Tiep nhan va tra ket qua cda UBND cap huyen, UBND cap xa (goi chung la BO 
phan MOt cda) phai thvc hien xin 16i trong cac truemg hop sau: 

, 	a) Bi chdc, ca nhan phan anh hanh vi, thai thieu chuan mvc khi giao 
tiep vgi,to chdc, cd nhan hoac the.  o, lam viec rieng thieu quan tam tiep nhan, giai 
quyet ho so, cong viec de to chdc, ca nhan phai chai doi; 
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b) Khong,tiep nhan 116 so', td chi giai quyethosa thuec tham quyen ho4c ttx 
tra lai ho so de nghi giai quyet thu tvc hanh chinh cua to chute, ca nhan ma khOng 

c6 ly do chinh clang theo quy dinh cda phap luat; 

c) Tiep nhan he so chua du dieu kien giai guy& phai thvc hien xin loi theo 
quy dinh tai Dieu 17 Nghi dinh so 61/2018/ND-CP ngdy 23 thang 4 nam 2018 cda 
Chinh phut ye thvc hien co the met dm, met cda lien thong trong giai quyet thu tvc 
hanh chinh (g9i tat Nghi dinh se 61/2018/ND-CP), theo Mau se 01-SS Quy dinh 
nay; 

d) Khong viet Phieu bien nhan ho so doi vdi cac he so c6 quy dinh thai han 
giai quyet theo quy dinh tai Dieu 17 Nghi dinh se 61/2018/ND-CP; thvc hien viec 
tiep nhan hO so khong diing than' quyen, khong ddng then gian va dia diem quy 
dinh; 

e) Hen ngay,tra ket qua, hen lai ngdy tra ket qua bang 	n6i, khong thong 
qua phial hen, phieu huoing dan theo quy dinh. Hen ngdy tra ket qua hoac hen lad 
ngdy tra ket qua cho to chdc, cong dan vugt qua tiled gian quy dinh ma khong c6 ly 
do chinh clang; 

f) Yeucau to chdc, cong dan nop cac loci giay to', tai lieu khong c6 trong 
thanh phan ho so theo quy dinh cua BO thd tvc hanh chinh dugc Chu tich UBND 
tinhs quyet dinh cong bo, trir trueng hgp c6 van ban yeu cau 	 tham co quan c6 tha 
quyen; 

g) De hu hong hoac that lac he so, giay ter lien quan den he so dal tiep nhan 
cua to &de, ca nhan; 

h) Cham chuyen he so dm to chute, cong dan cho be phan chuyen mon xd ly 
(Om ho so goc doi vdi cac truong hgp quy dinh phai co ho so goc va ho so qua 
Met cda dien td), dan den viec qua hen tra ket qua; 

i) Tri hoan tra ket qua giai quyk he so cho to chute, ca nhan d6i veri cac he so 
da nhan dugc ket qua giai quyet tix cac phong, ban, be phan chuyen mon, ma khong 
co ly do chinh clang bang van ban; 

j) CO hanh vi gay phien ha, sach nhiL, tieu cvc hoe thvc hien cac giao dich 
khac de true lgi khi tiep nhan ho so va tra ket qua giai quyet thu tvc hanh chinh cua 
to chdc, ca nhan; 

k) Su dung hoac lgi dung nhiem vv dune giao trong giai guy& thd tvc hanh 
chinh de van deng thu tien ngoai quy dinh, thu cac khoan quy &rig gop, ung he 
cua dia phuong, don vi va thu Vligt mute phi, le phi do co quan c6 tham quyen quy 
dinh. 

2. Can be, cong chdc, vien chute cua cac phong, ban, be phan chuyen mon, 
don vi trvc thuec cac So., Ban, nganh, UBND cap huyen va cong chute UBND cap 
)(a dugc giao xir ly, giai guy& he so thd tut hanh chinh phai thvc hien xin 16i trong 
cac trueng hop sau: 
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, 	a) Bi to chuc, cong dan phan anh va hanh vi, thai dO thiau nha nhan khi giao 
tiep voi ca. nhan, chdc; hoac the. a, lam viac rieng thieu quan tam tiep nhan, giai 
quyet ho so, cong viac cho to chdc, ca nhan de to chuc, ca nhan phai cher dgi (trong 
trueng hop 	tuc hanh chinh co quy dinh phai gap, tiep xiic truc tiep voi to chdc, 
cong dan lien quan den viac giai quyet ho so thil tuc hanh chinh); 

b) Tu nhan hO so cua to chirc, cong dan de 	quyet;,truc tiep gap hoac g9i 
din thoai, lam van ban cho to chirc, ca nhan de huong dan bo sung ho so hoac giao 
tra ket qua giai quyet ho so cho to chdc, ca nhan ma khong thong qua BO phan MOt 
cira hoac khong bao cao va dugc six (long y cua nguen c6 tham quyen; 

c) Da that lac hoac lam hu hong hO so, giay te. cua to chdc, cong dan an dan 
cham tre then gian giai quyet thu tuc hanh chinh; 

d) Dan ngdy hen tra kat qua cho to chuc, ca nhan nhung van chua giai quyet 
xong ho so ma khong bao cao, tham muu cho lanh dao co quan, don vi hoac nguen 
c6 tham quyen ban hanh van ban thong bao lY do qua hen va hen lai ngdy tra ket 
qua de BO phan Met cua thong bao cho to chdc, ca nhan; 

e) Giai quyet hO so qua han phai thgc hian xin loi theo quy dinh tai Dieu 19 
Nghi dinh sO 61/2018/ND-CP; theo ML 04 Thong tu sO 01/2018/TT-VPCP ,ngdy 
23 thang 11 nam 2018 cua Van phong Chinh 	huong an thi hanh met so quy 
dinh cua Nghi dinh so 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu 
ye thuc hian co the mot cira, met cua lien thong trong giai quyet thu tuc hanh 
chinh (goi tat Thong tu sO 01/2018/TT-VPCP). 

f) KhOng luan chuyen hO so kip then tren MOt cira din tir; cham chuyen kat 
qua giai quyet ho so cho BO phan MOt cua de tra ket qua cho to chdc, ca nhan dan 
den viac qua han tra ket qua; 

g) Co hanh vi gay phian ha, sach nhiL, tieu cucrhoac thgc hian cac giao dich 
khac Wei muc dich true lgi khi tiep nhan ho so va tra ket qua giai quyet thu tuc hanh 
chinh cua to chirc, ca nhan; 

h) Sir dung hoac lgi dung nhiem vu dugc giao trong giai quyet thu tuc hanh 
chinh de van dOng thu tien ngodi quy dinh, thu cac khoan quy &rig g6p, ung he 
cua dia phuong, don vi va thu vu9t muc phi, la phi do co quan c6 tham quyen quy 
dinh; 

i) Kat qua giai quyet thu tuc hanh chinh c6 sai sot do 16i tham muu cua cong 
chdc, vien eh& thuc hian theo Mau 02-SS Quy dinh nay. 

3. Nguen dimg dau hoac cap 016 cua nguen ddng dau co quan, don vi (duvc 
ngwoi dung clau'z,ty quyen, giao nhiOn vu), nguei dimg dau cac don vi trirc thuOc, 
c6 met trong cac hanh vi clued day thi phai cong khai xin 16i to chuc, ca nhan. 

a) Cham ky, duyat hO so do phong, ban, 1)0 phan chuyen mon trinh, an dan 
qua han tra ket qua cho to chirc, ca nhan; 
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b) Quy dinh them diau kien va thanh phan 11'6 so ngodi quy dinh cua b0 thu 
tic hanh chinh dugc Chu tich UBND tinh quyet dinh cOng bo; 

c) Tir ch6i viac ky, duyat 11'6 so thuOc tham quyan giai quyet dm co quan, 
don vi minh ma khong c6 ly do chinh clang bang van ban; 

d),Ke't qua gial quyet thu tgc hanh chinh c6 sai sot do 16i dm co quan, don vi 
giai quyet thu tgc hanh chinh; 

e) Co cong chdc, vier' claire thuOc tham quyan quan 1Y, vi pham cac quy dinh 
tai Khoan 1, Khoan 2 Dieu nay. 

4. Trach nhiam cua cac co quan, to chue, ca nhan c6 lien quan trong viac giai 
quyet ho so, ket qua bi sai, bi mat, bi that lac hoac bi hu hang va trong cham tra ket 
qua thgc hian theo quy dinh tai Dieu 21 Nghi dinh so 61/2018/ND-CP. 

Dieu 7. Mc dinh cac truirng hyp phai thiyc hien xin lOi 

1. Co so xac dinh cac trueing hgp phai thgc hian xin 161. 

a) 'N'IT ki6n phan anh cua to chi:re, ca nhan thOng qua HOp thu g6p y, din thoai 
phan anh, kien nghi, du6ng giay nong;,Y kien phan anh -five nap veri thu tru6ng co 
quan, don vi hoac qua thu phan anh, kien nghi giri den co quan, don vi; 

b) )"( kien phan anh qua tiep xt:ic cix tri cua dai biau Qu6c h6si, dai biau Hed 
dong nhan dan cac cap hoac cac cuOc dOi thoai tryc tiep cua lanh dao cac cap, cac 
nganh vai to chirc, ca nhan; 

c) "17  kien phan anh gin co quan c6 tham quyan nap nhan cac kien nghi thu 
tgc hanh chinh; 

d) Phiau khdo sat Y ki6n cua to chirc, cong dan va chat lugng giai guy& thu 
tgc hanh chinh; 

e) Cac tin, bai viat phan anh tren bao, dai va the phuong tin thong tin dai 
chung khac; 

f) Pilaf hian qua kiem tra thgc 

g) Cac co quan, nguoi c6 tham quyan phat hian cac truong hgp phal, thgc 
hian xin loi trong qua trinh thanh tra, kiem tra cong 	hoac bi nguoi dUng dau co 
quan, don vi phat hian cac truerng hop phai th re hian xin loi. 

2. Me minh y kien phan anh va thed gian cong khai xin 

a) Ngay trong ngay lam viac, sau khi tiep nhan thong tin phan anh theo quy 
dinh tai Khoan 1 dieu nay, ngueri ddng Eli co quan, don vi phai trirc tiep chi dap 
Thanh tra cua co quan, don vi (doi voi UBND cap xa cong chirc Van ph6ng - 
Thong ke) kiem tra, xac minh thong tin va 	trach nhiam , ket qua xac minh 
thong tin; 

Neu thong tin phan anh nguoi co hanh vi vi pham la ngu6i dung dau co 
quan, don vi thi Thanh tra dm co quan, don vi, cong chirc Van phong - Thong ke 
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phai trirc tiep tiep kiem tra, xac minh thong tin va chiu trach nhiem ve ket qua xac 
minh thong tin; 

Neu vg viec phirc tap, keo dai theri gian xac minh thi ngtreei dung dau co 
quan, don vi hoc Thanh tra cua co quan, don vi quyet dinh gia han nhung khOng 
dirge qua 03 ngdy lam viec. Ket qua xac minh va ket Juan ye thong tin phan anh 
dugc thuc hien bang van -ban, do ngtriyi diing dau co quan, don vi xac nhan. Trueng 
hop, nguai dUng dau co quan, don vi vi pham thi Thanh tra co quan, don vi 1(3'7 van 
ban xac minh ket qua phan anh (doi voi UBND cap x'a thi cap ph6 cua ngueri dung 
dau 1(3"/ quyet dinh gia han, van ban xac minh ket qua phan anh). 

b) Neu thong tin phan anh chinh xac thi nguai dirng dau co quan, don vi phai 
chi dao thgc hien viec cOng khai xin lOi hoc thgc hien cong khai xin lOi vai to 
chic, ca nhan trong tiled han 03 ngdy lam viec ke tir ngdy c6 ket qua xac minh, va 
xir 13'7 trach nhiem hoc chiu trach nhiem theo quy dinh; 

c) Neu thong tin phan anh khOng &mg sir that hoc khong co co see de xac 
dinh hanh vi vi pham cua can b(), cong chic, vien chic thi ngtroi dimg dau co 
quan, don vi phai co van ban thong bao lai chorcac , chic, cong dan ho4c cac co 
quan co tham quyen CO 3'7 kien phan anh dugc Net. 

Muc 2 

HINH TH-CC, CACH THUV, QUY TRINH XIN LOI 

Dieu 8. Hinh thfic cong khai xin loi 

Vies xin 16i ca nhan, to chic dugc thgc hien thong qua mot trong cac hinh 
thirc sau: 

1. Xin 16i bang van ban. 

2. Xin 16i trgc tiep. 

Dieu 9. Xin 161 Wang van ban 

1. Trach nhiem thuc hien xin 

a) Ngueri dirng dau co quan, don vi,(ke ca. co quan, don vi dugc uSi quyen) 
hoc cap pho duos giao nhiem vg giai quyet ho so co trach nhiem thgc hien xin 
trgc tiep 1(3',/ van ban xin 16i to chirc, ca nhan va chiu trach nhi'em,ve viec thgc hien 
van ban. xin 16i cua co quan, don vi. Trueng hgp cap ph6 trgc tiep 1(3"/ van ban xin 
loi phai bao cao cho ngtre(i dirng dau co quan, don vi biet. 

b) Doi voi viec giai quyet thu tic hanh chinh theo co the mot cira lien thong, 
co quan, don vi nao c6 161 thi giri van ban xin loi to chic, ca nhan den 13"c) phan Mot 
cua tiep nhan h'o,  so lan dau. 	phan 1\40t cfra lan dau c6 trach nhiem chuyen van 
ban xin 	den to chic, ca nhan. Ngireri di'mg dau Bo phan Mot cua tren co see quy 
trinh Mot cua dien ttir c6 trach nhiem don doe viec thuc hien xin 16i va hen tra ket 
qua theo quy dinh. 
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c) Tru6ng hgp c6 nhieu co quan, don vi giai guy& 119 so qua han thi co quan, 
don vi c6 thi gian qua han cao nhat phai gdi van ban xin loi. Nguei climg dau BO 
phan MOt cira tren co se( quy trinh MOt cda dien ti c6 trach nhiem don doe, xac 
dinh co quan, don vi gdi van ban xin loi, hen lai ngdy tra ket qua cho to chirc, ca 
nhan theo quy dinh. 

2. Van ban xin loi cong khai phai c6 cac n9i. dung: H9 va ten, chic vu, chirc 
danh, don vi cong tac dm can b9, cong chic, vien chirc; dia chi co quan, don vi; 
hanh vi vi pham; giai thich nguyen nhan va dua ra bien phap khac phyc; ngueri xin 
16i 1(3'T vao van ban xin 16i, c6 xac nhan, &mg dau cila co quan, don vi not cong 
tac (co Mau kern theo). 

3. Van ban xin 16i dugc lap thanh 04 ban, 01 ban gii cho ca nhan, to chirc; 
01 ban niem yet tai B9 phan M9t ctra trong tho'i han 05 ngay lam viec; 01 ban dugc 
ltru ho so dm can 1)9, cong chirc, vien chic co hanh vi vi pham va 01 ban gui cho 
Van phong UBND tinh de tong hgp bao cao UBND tinh. 

Dieu 10. Ging khai xin loi trirc tiep 

1. Ngtrai dung dau va cap ph6 cua ngtreYi dirng dau (cluac ngtrai citing dau uy 
quyen, phan giao nhiem vu chi ago, gicii quyet hO sa this tic hanh chinh) c6 tren ba 
hanh vi vi pham cac quy dinh tai Dieu 4 Quy dinh nay, ding mot 	tic hanh 
chinh doi 	mot ca nhan, -CO chirc phai thyc hien xin 16i cong khai trirc tiep 
voi ca nhan, to chirc (hoac dai dien cua ca nhan, to chic). 

2. Cach thisc cong khai xin 16i tryc tiep. 

a) Trong thgi han 02 ngdy, ke tix ngdy co ket qua xac minh, co quan, don vi 
not ngugi dirng dau va cap ph6 cita ngtx6i dung dau; cong chirc, vien chirc co hanh 
vi vi pham phat hanh van ban hoac truc tiep meei 	dien 	nhan, chirc den BO 
phan MOt dra cua cac co quan, don vi de can b9, cong chirc, vien chic cong khai 
xin 16i trirc tiep; 

Neu dai dien ca nhan, to chic khong den dugc Bo phan M9t cira cua cac co 
quan, don vi theo van ban thi nguo'i xin loi phai trirc tiep den try so tiep cong dan 
cda UBND cap xa not ngu6i dugc xin loi cu frit thyc hien viec cong khai xin 16i 
hoac c6 van ban xin lOi cong khai voi ca nhan, to chirc theo quy dinh tai Dieu 7 
Quy dinh nay; 

b) Neu hanh vi vi pham dm can b9, cong chic, vien chirc dugc phat hien 
truck thoi gian hen tra ket qua cho ca nhan, chic thi viec xin loi cong khai trirc 
tiep dugc thyc hien tai th&i diem tra ket qua cho ca nhan, to chirc; 

c) Tai BO phan M9t cira cua cac co quan, don vi, can 139, cong chirc, vien 
chirc xin loi tryc tiep voi dai dien ca nhan, to chirc, c6 six chimg kien cita ngueri 
dung dau (BO phan M9t dm) co quan, don vi c6 cong chirc, vien chirc xin loi. 

Lad xin 16i phai neu ra hanh vi vi pham, giai thich nguyen nhan va dua ra 
bien phap khac phyc (neu co). 
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Dieu 11. GiOi Ilan ye so lan xin loi va hinh fink xir 1ST dOi voi can b0, 
cong chtk, vien chirc khi giai quyet thu tic hanh chinh sai sot, qua Ilan 

1. Trong nien dO cong tac (tic ngay 01 thang 01 clefn ngay 31 thang 12 hang 
nam) can bO, cong chdc, vier' chdc có hanh vi vi pham da cong khai xin loi theo 
quy dinh, neu vi pham lan ba thi gan \Teri viec danh gia mdc dO hoan thanh nhiem 
vv trong nam vi pham. Neu vi pham qua 03 lan thi bi xem xet xd ly ky luat va xem 
xet bO tri thvc hien nhiem vu khac theo quy dinh. 

2. Ngueri ddng dau co quan, don vi có hanh vi vi pham thi thy theo mirc dO 
vi pham, Thd truong co quan, don vi cap teen trVc tiep xem xet xir 1/ l(ST luat theo 
quy dinh. Cong chirc, vien chdc có hanh vi vi pham thi tay theo mire dO vi pham, 
Thu tru&ng co quan, don vi quan 1)"/ cong chdc, vien chdc xem xet xir 1)"/ ky luat 
theo quy dinh. 

Dieu 12. Lieu gicr hO 	xin 161 cong khai 

1. Viec xin 16i cong khai phai dugc cap nhat vao so theo doi viec xin 16i 
cong khai, so theo doi viec xin loi cong khai la mot trong nhfing loci ho so, tai lieu 
cda co quan, don vi. 

2. Van ban xin 16i va So theo doi viec xin loi cOng khai dugc giao cho bO 
phan to chdc, guar' 13'T ho so can bO, cong chdc dm co quan, don vi (pan 1)'T va luu 
gid, lam co so' xem xet, danh gia mdc dO hoan thanh nhiem vv; pan ly, danh gia 
va thvc hien cong tac can 1)0 theo quy dinh. 

Chtrung IV 
TO CHtfC THVC HItN 

Dieu 13. Trach nhiem cua ThU tru'&ng cac SO', Ban, nganh; Chil tick 
UBND cap huyen, ChU tich UBND cap xa" 

1. Pho Men, tuyen truyen, quail triet Quy dinh nay den can bO, cong chdc, 
vien chdc cua co quan, don vi; thuong xuyen kiem tra, theo doi, don dOc can bO, 
cOng chdc, vien chdc tai co quan, don vi thvc hien theo ddng quy dinh. 

2. Chi dap thvc hien viec thueng xuyen kiem tra horn thu gOp y va to chdc 
kiem tra ngay cac phan anh cfia cac to chirc, ca nhan de kip theyi phat hien, xir 13"/ 
cac hanh vi vi pham cda can 1)0, cOng chdc, vien chdc thuOc quyen quail ly theo 
ddng Quy dinh nay. Tang cueng trach nhiem cda cong chdc, vien chdc trong tiep 
nhan hO so, giai quyet va tra ket qua giai quyet thu tic hanh chinh; nghiern tuc thvc 
hien xin 16i to chdc, ca nhan khi giai quyet thu tvc hanh chinh sai sot, qua han. 

3. Chi dao niem yet cong khai thu tvc hanh chinh tai BO phan MOt cUa; 
cong/trang thong tin dien,tir cda co quan, don vi; huong dan to chdc, nhan thirc 
hien thd tvc hanh chinh day du, ra rang, chinh xac, bao dam giai quyet thu tvc hanh 
chinh nhanh chong, thuan tien; viec yeu cau bO sung ho so chi dugc thvc hien 
khong qua mat lan trong suOt qua trinh giai quyet ho so. 
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4. Chi dao tang cuemg kiem tra, thanh tra cong vv tai co. quan, don vi; chu 
dOng khac phvc,hoac xuat giai phap khac phvc cac nguyen nhan anh huong den 
tien d6 giai quyet ho so', dam bao tra ket qua giai quyet ho so dung han. 

5. Co co the kiem soat viec thirc hien xin 16i khi giai guy& thu tvc hanh 
chinh sai sot, qua han tai co quan, don vi, bao dam moi,ho so' 	quyet sai sot, qua. 
flan ,phai thvc hien van ban xin loi khong qua mot lan trong suot qua trinh giai 
quyet ho so. 

6. Lap Bang niem ye't, song khai Khoan 1, DiJu 5 Quy dinh nay vJ Quy the 
irng X1:1 cua can b6, corgi chirc", v ein chirc doi v6i to chdc, ca nhan trong giai quyet 
thu tuc hanh chinh tai

•  phani\440a, bao dam dJ thay, de tiep can. 7. • 0:  
7. Kien quyk xfr 1Y/ ngilirem doi v6i cac can 136, cong chirc, vien chirc vi 

pham Quy dinh naA bao dam"igido duc ngan chan triet de tinh trang gay kh6 
khan, phien ha va ch m tre' trong giai quyet ho so, thU tvc hanh chinh cho ca nhan, 
to chirc. Quan 1Y, theo d4i:;,c0,14t#1he cac trueng hop vi pham Quy dinh nay,  de c6 
bien phap khac phvc cac sai sot va xem day la co s6 nhan xet, danh 	xep loci 
can b6, cong chirc, vien chic hang nam theo quy dinh. 

8. Dinh kY hang quy, nam bao cao UBND tinh (qua Van phong UBND tinh) 
tinh hinh, ket qua thirc hien xin loi khi giai quyet thu tvc hanh chinh sai sot, qua 
hp (long ghep vao bao ca.() tinh hinh, ket qua giai quyet thu tvc hanh chinh hang 
quy, nam cila co quan, don vi). 

Dieu 14. Trach nhi4'm dm Van phong UBND tinh 

1. Chi' tri, phi hop v6i So NOi vv va cac ca quan, don vi c6 lien quan theo 
dOi, kiem tra, kiem soat chat the viec giai quyet thU tvc hanh chinh va thirc hien xin 
loi khi giai quyet thU tvc hanh chinh sai sot, qua han tai cac co quan, don vi, dia 
phuong tren dia ban tinh. 

2. Hu6ng dan, theo doi cac ca quan, don vi viec trien khai thvc hien Quy 
dinh nay dam bao (long blo, thong nhat va hieu qua. 

3. Chu dOng tham mtru, de xuat UBND tinh cac bien phap ch'n chinh, xir 1)'T 
nghiem cac trueng hop giai quyet thu tvc hanh chinh sai sot, qua Ilan nhung khong 
co van ban xin loi, hen tiled gian tra ket qua giai quyet thu tic hanh chinh Fan sau 
cho to chdc, ca nhan. De xuat UBND tinh xem xet xiry, chi dao xir ly ley luat doi 
v6i Thu truong co quan, don vi de tinh trang giai quyet thn,tvc hanh chinh sai sot, 
qua flan xay ra thuong xuyen da nhac nher 	yeu cau khac phvc nhung ket qua 
khac phvc khong hieu qua. Gan vai viec danh gia chi so Cal each hanh chinh, ho so 
thi dua khen thuong cua cac cap. 

4. Dinh kY hang quy, nam tong hop, bao cao UBND tinh ket qua thirc hien. 

Dieu 15. Bao Dak NOng, Dai Phat thanh va Truyen hinh Dak Nong va cac co 
quan thong tin dal chUng tren dia ban tinh thtrc hien tuyen truyen, pho bien kip tiled 
Quy dinh nay; phoi hop voi cac co quan, don vi co lien quan tren dia ban tinh cong 
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bó cong khai kat qua giai quyet thu tvc hanh chinh, kat qua cong khai xin 1oi -t6 
ca nhan ctila cac co quan, don vi. 

Trong qua trinh trian khai thk.rc hian Quy dinh nay nau co kilo khan, vuong 
mac cac co quan, don vi, to chdc, ca nhan kip died phan anh ye Van phong UBND 
tinh de tong hop va bao cao UBND tinh de xem xet, sira dOi va b6 sung cho phu 
lagp./.nn- 

TM. UY BAN NHAN DAN 

Trtrang Thanh Tung 
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TEN CO QUAN, DON VI 
Mju so 01-SS 

CONG HOA XA HOI CHU NGHIA VIET NAM 
hoc lap - Ty' do - II4nh phnc 

So: 	/TXL- 
ngay thang nam 20... 

PHIEU XIN LOI 
Vi sty sai sot trong tie'p nh4n ho 	giai quyet thii tyc hank chinh 

. • Kinh 

•• 
Ngdy 	 natn-29..., (ten ca quan, clan vi) tiep nhan he, so de nghi 

giai quyet thu tyc hanh.,41„Inh (ten' thfl tyc hanh chinh) cua Ong/Ba/ To chirc; ma s6: 

Tuy nhien, sau khi don vi chuyen mon kiem tra 1ai thi ho so chua du (hoac 
khong diing) theo quy dinh nen da lien he va de nghi 	 b6 sung ho so. 

Sai sot nay do 16i dm 	da gay phien ha, ton kern chi phi, cong sire cua 
Ong/Ba/ To chirc, (ten ca quan, clan vi) tran trong xin 1Oi va se som khac phyc sai 
sot va tra ket qua vao ngdy 	 

Mong nhan duqc six thOng cam cna. Ong/Ba/TO chdc vi su sai sot nay ./. 

Nal nhijn: 
- Nhu tren; 
- VP UBND tinh; 
- So• NOi vu; 
- •••, 

- Lau: VT. 

THU TRU'ONG CO QUAN, DON VI 
(Chic kY, d" u) 

Ho va ten 
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TEN CO QUAN, DON VI 
Mau so 02-SS 

CONG HO A. XA HOI CHU NGHIA VItT NAM 
Di.ic 1ap - Tty do - Hanh phtic 

S6: 	/TXL- 
ngay thang nam 20... 

PHIEU XIN LOI 
Vi sty sai sot trong giai quyet flat title hanh chinh 

Kinh 	 (3) 

Ngay 	thang 	nam 20..., (ten ca quan,-  clan vi) tie'p nN.n yeu cau cua 
Ong/Ba/TO chirc ve viec khac phvc sai sot trong ket qua giai quyet thu tic hanh 
chinh (ten thU tuc hanh chinh) ma so ... 

Qua kiem tra, sai sot trong ket qua giai quyet thu tic hanh chinh do 16i dm 
(ten ca quan, dun vi) va da phan cong khan truong khac pfnyc. 

Six sai sot nay da gay phien ha, ton kern chi phi, cong sire cila Ong/BA/TO chirc tran 
trong xin loi va se sem khac phvc sai sot va tra ket qua vao ngay 	 

Mong nh'an dugc sty thong cam cua Ong/Ba/TO chirc vi sir sai sot nay). 

Noi nithn: 
- Nhu tren; 
- VP UBND tinh; 
- NOi vij; 
- ; 
- Lim: VT. 

THU TRUONG CO QUAN, DON VI 
(Chit' kj), ciciu) 

119 va ten 
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Mau so 03-TH 
TEN CO QUAN, DON VI LONG HOA XA HOI CHU NGHIA VITT NAM 

DOc 14p - Ti!  do - II4nh phtic 

TiNH HINH XIN LOI CA NHAN, TO CI Vi STY CH :AM TICE, SAI SOT 
TRONG GIAI QUYET THU TUC HANH CHINH BAO CAO 

STT LINH 
VI1C, 
CONG 
VIVC 
GIAI 

QUYET 

SO HO 
SO 
DA 

GIAI 
QUYET 

TiNH HiNH XIN LOI CA NHAN, TO CHU'C 
To'ng De nghl 

b6 sung 
Ian thir 

nhat 

He nghi 
b6 sung 
lan tint 

hai 

Ch4rn 
trZ Ian 

thin nhAt 

Chain , 
ta Ian 
thir hai 

Chain 
tee Ian 
thir ba 

Ket qua 
giai quytt 
TTHC sai 

sot 

1 Linh vuc.. 
2 Linh vuc.. 
.. ... 

NGVOILAP BIEU 
	 ngay thang neini 20... 

(Chit' kY) 
	

THU TRIfONG CO QUAN, DON VI 
kY, d au) 

Ho va ten 
Ho va ten 



_ 
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