UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

PHUONG QUANG TRUNG Doc 1ap — Tu do — Hanh phiic
Sb: 276/QP-UBND Phuwong Quang Trung, ngay 07 thang 11 nam 2024
QUYET PINH

Cong bo Danh muc thi tuc hanh chinh ndi b thudc pham vi giai quyét
cua UBND phwong Quang Trung

CHU TICH UY BAN NHAN DAN PHUONG

Can cit Ludt Té chirc chinh quyén dia phuwong ngay 19 thang 6 nam 2015;
Ludt sua doz b6 sung mot s6 diéu cia Ludt Té chirc Chinh phit va Ludt Té chire
chinh quyén dia phwong ngay 22 thang 11 nam 2019;

Can cir Quyét dinh sé 1085/QP-TTg ngay 15 thdng 9 nam 2022 ciia Thii twéng
Chinh phu ban hanh Ké hoach ra sodt, don gian hoa thu tuc hanh chinh noi bo trong
hé thong hanh chinh nha nuede giai doan 2022 - 2025;

Can cir Quyét dinh s6 3973/0P-UBND ngay 29 thang 11 nam 2022 cia Uy
ban nhan dan tinh ban hanh Ké hoach ra soat, don gian hoa thu tuc hanh chinh noi bo
cua cac co quan hanh chinh nha nuwéc tinh Binh Dinh giai doan 2022 - 2025;

Can cir Coéng vin sé 8330/UBND-KSTT ngay 19 thang 10 nam 2024 cua
UBND nhdn dan tinh Binh Dinh vé viéc khan truong ra Soat, cong bo, don gian hoa
thu tuc hanh chinh noi bo,

Thye hign Cong van s 4728/UBND-CCHC ngay 25 thang 10 nam 2024 cua
UBND thanh pho Quy Nhon ve viéc khan truong ra Sodt, cong bo, don gian hoa thi
tuc hanh chinh noi bo;

Theo dé nghi ciia Cong chirc Vian phong - thong ké UBND phuong.

QUYET PINH:

~ Diéu 1. Cong bé Danh myc 03 thii tyc hanh chinh ndi by thudc pham vi giai
quyét cia Uy ban nhan dan phuong Quang Trung ( Co phu luc kém theo).

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky ban hanh.

Piéu 3. Van phong UBND phuong, cac ban nganh, bo phan, don vi 6 lién quan
chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhgn: TM. UY BAN NHAN DAN
- Nhu diéu 3; 2
- UBND thanh phé (béo c4o);

- TT Dang uy (bao céo);

- TT HPND phuong;

- CT va PCT.UBND phuong;

- Céac b phan, don vi thudc UB phuong;
- Luu: VT.
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Phu luc
THU TUC HANH CHINH NOI BO THUQC PHAM VI CHUC NANG
QUAN LY CUA UBND PHUONG QUANG TRUNG

(Ban hanh Kém theo Quyét dinh sé 276 [TTr-UBND ngay 07 thang 11 niam 2024
cua UBND phuong Quang Trung)

PHAN A. DANH MUC THU TUC HANH CHiNH NOI BQ

TT | Tén thu tuc hanh chinh néi bg Linh vue Co quan thuyc hién
1 | Thu tyc ting gidy khen cta chi Thi dua khen thuong UBND phuong
tich UBND phuong theo cong
trang
2 | Quy trinh Quén Iy va giai quyet  Van thu, luu trit UBND phudng

van ban di, van ban dén cua
UBND phuong Quang Trung

3 Quy trinh xin nghi phép cua céan Cén b, cong chirc UBND phuong
bd, cbng chic thuéc UBND
phudng Quang Trung

Tong cong: 03 TTHC
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PHAN B: NOI DUNG CU THE CUA TTHC NOQI BQ
1. Thii tuc: Thii tuc tiing Gidy khen ciia Chii tich UBND phuong theo cong
trang

a) Trinh ty thwe hién

Budc 1. Can b phu trach thi dua khen thuong téng hop cac tap thé va ca nhan
duoc dé nghi khen thudng, tham dinh ho so, bao cdo Hoi dong thi dua khen thudng.

‘ Budce 2. Can by phu trach Fhi Qua }(hen thu’é’pg Thé;n dinh hd so, bao cdo Hoi
dong thi dua khen thudng cung cap dé€ tham dinh thong nhat danh sach khen thuong.

Buéc 3.Can b phu trach cong tac thi dua khen thuong tong hop trinh Chi tich
UBND phuong ra Quyét dinh.

Buwéc 4: Can bd phu trach cong tac thi dua khen thudng viét bang, vao sb, dong
dau va cap phat cho don vi trinh khen.

b) Cach thirc thue hién:
Nop hd so truc tiép hodc truc tuyén qua Van phong UBND phuong

¢) Thanh phin, s6 lwong ho so: Vin ban dé nghi kém theo danh sach ca nhan,
tap thé duoc dé nghi tang Giéy khen; Bao céao thanh tich do ¢4 nhan, tap thé duoc dé
nghi khen thudng lam, trong d6 ghi rd thanh tich dé dé nghi khen thudng; Bién ban xét
khen thudng.

S6 lugng: 01 bo

d) Thoi han giai quyét: Khong quy dinh

d) Poi twong thuwe hién: Cac tap thé, cd nhan dugc dé nghi khen thudng
e) Co quan giai quyét thi tuc hanh chinh:

- Co quan c6 tham quyén quyét dinh: Chu tich Uy ban nhan dan phuong.

- Co quan tryc tiép thuc hién tha tuc hanh chinh:Van phong UBND phuong tham
muu ban hanh Quyét dinh khen thudng.

g) Két qua thue hién thi tuc hanh chinh: Quyét dinh Chi tich UBND phuong
tang gidy khen thudng

h) Phi, 1€ phi: Khong.

i) Tén mau don, miu t& khai: Khong quy dinh

k) Yéu cau, diéu kién thwc hién thii tuc hanh chinh: Khong.

[) Can cir phap ly cia thi tuc hanh chinh:

- Théng tu s6 02/2017/TT-VPCP.

- Luat Thi dua, khen thuéng ngay 15 thang 6 nam 2022 Sé: 06/2022/QH15

- Nghi dinh s6 98/2023/ND-CP Quy dinh chi tiét thi hanh mot sé diéu cua Luat
Thi dua, khen thudng,.



(3) Trinh tw cac buéc thuce

hién
(3A)
(2 B{ phin
STT 1) Thoi tiép nhan _(3¢) @D )
TenTTHC | gian | hdsocua 38)  |-@nhdao | Bophin | oy
giai UBND  [Bg phan chuyén| YBND | chuyén
quyét phuong mon phuzo’ng mon :
Lo . A (Budc 3: | (Budc 4:
(Bube L | (Bude2: | o quyet) | Vao sb, tra
Ti€p nhan ho Gla} quyét Két qua)
SO) ho s0)
Cén bd UBND %
Thi tuc phu trach | phuong: 11 5 Viet -Thong tu s
ting Gidy thi dua, | ngay, cu thé: Lanh | Dang, Vao lho0017/7T-
1 khen ciia | 20 ngay khen | Can b6 phu| daoky | 52,9672 npcp.
Chi tich thuong | trdch thi dua | duyét:2 | 93UV L puae  Thi
UBND tbnghop |khen thuong | ngay | SPPMALga T khen
phudng cac tap thé | Thim dinh hd chodon i 510
theo cong vacinhan |so, bdo céo E]m?h 15/6/2022 Sb:
trang dugc dé nghi | HOi dong. thi eN:5 | 06/2022/QH
khen thuome. | du@ khen ngay |15
g 5 \ . - A
thiAm dinh ho thuong  cung - Nghi dinh s0
A cap d¢ tham 08/2023/N b-
0, br:}o €40 | dinh théng CP Quy dinh
Hoidong thi | hp4t danh séch chi tiét thi
dua khen hanh mot s
thudng: 1 didu cia Luat
ngay Thi dua, khe’n
thuong  So:
Nghi dinh sb
08/2023/ND-
CP
2. Quy trinh Quan ly, giai quyét viin ban di, vin ban dén cia UBND phuwong
1. | Muc dich
Quy dinh trinh ty xur ly, gidi quyét kip thoi, chinh xac va thong nhat d6i voi tat ca cac loai van
ban di, d&n hinh thanh, phét sinh trong hoat dong quan 1y Nha nudc cia UBND phuong Quang
Trung
2 | Pham vi
Ap dung ddi véi; viéc tiép nhan va giai quyét van ban di, dén cia UBND phuong Quang Trung
3 | Noi dung quy trinh giai quyét cong viée
3.1 | Can cw phéap ly

- Nghi dinh s 30/2020/ND-CP ngay 05/03/2020 ciia Chinh phu vé cdng tac van thu
- Quan 1y van ban di, dén dbi véi cac van ban bi mat nha nude: Thuc hién Luét Bao vé bi mat nha
nire ngay 15/11/2018; Nghi dinh s6 26/2020/ND-CP ngay 28/02/2020 ctua Chinh phu quy dinh chi
tiét mot sb diéu cua Luat Bao vé bi mat nha nudc




3.2 | CAc tai liéu phuc vu giai quyét cong viéc Ban Ban dién tir
chinh
- | S6 ¢ong van di X
- | S6 cdng vin dén X
- | Sb cdng vin dién tir X
3.3 | So lwgng
01 bd
3.4 | Thoi gian xir ly cong viée
Ngay sau khi tiép nhan
3.5 | Noi tiép nhan ho so va chuyén vin ban
- | Noi tiép nhén: Tai bd phan Van thu luu tri-UBND phuong Quang Trung (gui truc tiép hodc
qua buu chinh c¢ong ich, phan mém QLVB)
- | Noi chuyén vin ban: t6i cac nganh, bo phan chuyén moén dugce Lanh dao phan cong x ly.
3.6 | Quy trinh xir ly cdng viéc
TT Trinh ty thuc hién Do:n Vl Don vi phoi T.h o1 Két qua
T ) chu tri hop glan
*Quan ly, giai quyét viin ban dén (Khong a4p dung cho c&c vin ban, tai liéu bi mat nha
nwoc)
Vin thu R , s
B1 | Tiép nhén vén ban dén ugnp | Congehie f Giohanh
. Van phong chinh
phuong
Xt ly vin ban dén;
- P6i v6i van ban dién tir: Tiép
nhan, kiém tra tinh xac thuc vé
ngudn gbe noi giri va sy toan ven
van ban, ding ky va chuyén lanh
B2 dao xu ly 5
Lo e e ez Vin thu R , Ngay sau
- D61 v6i van ban gidy: Cong chirc ok
iy . ]\ . n UBND y \ khi tiép
+ Tiép nhar%, phafl loai SO'vbQ, huon Van phong hin
boc bi, dong déu “Pén”, ghi sdva| Prons '
ngay dén, s6 hoa, ky so dang ky
+ Vién ban gui dich danh (chi
vao s6 cic yéu t6 ngoai bi va
chuyén cho ngudi d6 va loai gui
cho co quan.




0.5 ngay
B3 , .
Xiny kicn: Van thu n();u :iyAl
\ : a A 0
Van phong UBND phuong chuyén Cong chirc 9 y .
IR IIPY SRR UBND y . voi
van ban xin y kién g lanh dao hon Van phong frudn
UBND phuong PRUOHE S
hop dac
biét)
B4 Lanh dao n 01 ngay
Sk s ; ' Cong cht
Y kién chi dao giai quyét UBND y g¢ \u’c (xu ly
. Van phong ‘.
phuong ngay doi
voi
truong
hop dac
biét)
Theo doi
thoi han
cua van
A Céac bo pha
Ccong chuce Cf?l::yé(.r)l I:ng:]l ban hoac
B5 | T6 chirc thyc hié 3 i
5 | To chirc thyc hién duqi: phan thudc UBND theo c¥11
cong huon dao cua
P & lanh dao
UBND
phuong
Céac bo phan
- L 1a 1A . n Van phong | chuyén mon Céc loai van ban
B6 | Gia t, lap h x :
1a1 quyet, lap ho so cong viee hudng dan | thuéc UBND theo quy dinh
phuong
*Quan ly vian ban di (Khong ap dung cho cac van ban, tai liéu bi mit nha nworc)
Cong chtrc
N s . A 0 pha R Du thao van ba
Hoan thién Van ban, trinh ky duyét | Cong chirc bQP anA Gio hanh . A a0 V an afl
Bl ua phan mém QLVB van phon chuyen mon chinh (Quyét dinh, Tg
quap Phong | UBND trinh, Béo cdo...)
phuong
Tuy theo
Kiém tra noi dung van ban cua tinh chét,
06?g7ch1'rc c}1uyin m‘én'fhan} muu Cong chitc n(f)i,dun(::],
(keé ca van ban gidy va dién tr) A murc do s e 1
. , . . N , bd phéan L Du thao van ban
- Quay lai budc 1 doi véi truong | COng chue N clia van L s .
B2 N o ] R 3 R chuyén mon . (Quyét dinh, To
hop can phai chinh stra, bd sung van phong ban N .
. , oL _ UBND trinh, Bao céo...)
- In, trinh ky sau khi da dugc Lanh . nhung
A N A phuong A
dao duyét trén phan mém QLVB, khong
Ky, chiu trach nhiém ndi dung qua 0.5

ngay




Kiém tra thé thuc, k§ thuat trinh Tuy theo
bay vin ban: tinh chét,
- Quay lai budc 1 dbi véi truon . ndi dung, L
ho?) c};ﬁn ‘phéi chinh sira, b6 suni Van phong l’.nl'l'C d(g Du t,h 40 van ban
B3| & . ) UBND X .. | (Quyét dinh, To&
(ké cd van ban giay va van ban huon cuavan | ool ope i )
dién tar) phEonS bén !
- Ky, chiu trach nhiém vé: nhung
+ Thé thuc, k¥ thuat d6i voi van khong
ban gidy qua 01
+ Thé thire, ky thuat dbi voi van ngay
ban dién tur
Tuy theo
tinh chat,
Ky duyét vin ban: noéidung, | Vinban (Quyét
- Quay lai budc 1 ddi v6i truong i mic dd | dinh, T trinh, Béo
hop can phai chinh stra, b6 sung Lanh dgo Cong chtrc cua van cdo...) da duoc
B4 R S UBND U \ ~
(ké ca van ban giay va van ban o van phong ban lanh dao ’
dién tir) pEOnS nhung | UBND thanh phé
- Ky ban hanh vén ban chinh thac khong ky
qua 02
ngay
Vin ban (Quyét
Xir Iy van ban sau khi nguoi co Vin thu Khoéng dm%l’ To trinh, Bao
B5 | thdm quyén ky; Cho s6, ngay, UBND qua 0,5 Caoiéghdgai“qc
thang, van ban, nhan ban, dong dau phuong ngay UBND thanh phé
ky va déng dau
Phét hanh van ban:
- Phat hanh vin ban gidy dén noi Vin ban (Quyét
k%léng c6 d}i di%u kigfl nhfan p?ac Van thu Khong dj,nh, TS Ntrinh, Bao
g6 | ¥ dung van ban dién to (riéng UBND % quA 0.5 cdo...) da duoc
TDP do b6 Phén chuyén mon tham huon i ' lanh dao ’
muu true tidp giri) pavong 9| UBND thanh phé
- Thyc hién sé héa, ky sb cia co ky va dong dau
quan va phat hanh van ban dién tr
Van thu o
B7 | Luu hd so UBND G“ﬁf"’;]”h Theo quy dinh
phuong chin
4 | Biéu miu/Tai liéu

S6 ¢dng van di

S6 ¢dng van dén

SO lwu trit dién tir




5 | Ho so luu
- | Thanh phan h6 so theo muc 3.2 (CAc gidy t& can luu trit theo quy dinh)
3.Quy trinh Xin phép nghi ciia can by, cong chirc thuoc UBND phuong
1. | Muc dich
Xay dung cac bude quy trinh nghi phép cho can bg, cong chirc phuong Quang Trung nhiam dam bao
quyén lgi theo quy dinh cua Luat va tao ky cuwong hanh chinh co quan phuong
2 | Pham vi
Ap dung d6i v6i: Can bd, cong chirc phudng Quang Trung
3 | Néi dung quy trinh giai quyét cong viéc
3.1 | Cosé phap ly
- | Bo Luat Lao dong
- | Luat Cén b, cong chirc nim 2008; Luat stra doi, bo sung mot s6 diéu cua Luat Can bo, cong
chutrc va Luat Vién chirc nam 2019
3.2 | Cé4c tai liéu phuc vu giai quyét cong viée Ban chinh | Béan sao
Pon xin nghi phép (khéng ap dung cho truong hgp nghi dot X
xuat (Om dau, gia dinh c6 viéc,...)
3.3 | So lugng
01 bd
3.4 | Thai gian xir ly cong viéc
- 03 ngay lam viéc d6i véi truong hop nghi viée riéng, c6 ké hoach
- Xtr 1y ngay ddi voi truong hop nghi dot xuat (dm dau, gia dinh c6 viéc,...)
3.5 | Noi tiép nhin ho so va tra két qua
Tai bo phan Van phong — UBND phuong Quang Trung
3.6 | Quy trinh xir ly cong viéc
TT|  Trinh tw thuc hién Don vichu| Don viphoi| o o ion Két qua
ST tri hop
B1 | Nop don xin phép phai Canbd, | anphong | Gl hanh Theo myc 3.2
duoc guri ft nhét trude 0,5 ngay cong chire UBND chinh
lam viéc phuong phuong
Van o pa
B2 | Tiép nhan don phong X Gg?ﬂi‘nh DPon xin nghi phép
UBND
phudng
B3 Lanh 0,5 ngay
Chuyén don t6i ldnh dao UBND dao Van phong Don xin nghi phép co6
phudng dé phéan UB UBND chit ky clia nguoi Xin
cong giai quyét ND phuong nghi phép
phu‘O-ng 7 > <
A - Lanh dao| Van phong 0,5 ngay Phicu chuyén ho so,
B4 | Phan cong xtr Iy phuong | UBND Pon xin nghi phép




Xt ly; Nghién ctru, ra
soat, tham muu va trinh l1anh dao

h \ kr '\n \
P u:ong ”y N , . C,:O gv Van ban dong y hoac
-Van ban dong y cho nghi | chic Van . . N
B5 . . A X 01 ngay khong dong y cho
phép theo quy dinh phong — nohi bhe
- Vin ban khong dong y Thén g1 phep
cho nghi phép do da nghi qua s§  gké
ngay quy dinh. phuo
ng
Ky duyét: Lanh dao phuong ky « Vin ban dong ¥ hoic
< , A , - ~ Lanh A 2 , s
van ban dong y (hoac khong . khong dong y cho nghi
B6 | .. , dao X 01 ngay hé
dong y phep
cho nghi phép) uB
ght phep ND
phuong
Coéng | Céan bg, cong Van ban dong y hodc
e chirc Vian | chire phuong | Gig hanh chinh | khong dong y cho nghi
B7 Tra két qua R hé
phong — phep
Théng ké
phuong
Phiéu chuyén ho so;
Cong Don xin nghi phép;
S . hire Vi i hanh chinh| Vin ban dong y hoa
B8 Thong ké va theo doi ¢ u\c Vvan X Gio Vvan b an df) ng,y oac
phong — khong dong y cho
Théng ké nghi phép; S6 theo dbi
phuong cho nghi phép
Can b0, c,6ng Gi0 hanh
N o , ) | Canbo, churc tiép chinh (trude e . )
B9 Ban giao cong g}-l]z(;) truge khi nghi cong chire [nhan ban giao| 01 nqay lam Bién tﬁ:)lnzag (?IISO (ghi
dwﬁ nghi viéc tinh tir
phep ngay nghi)
*PJi voi treong hop xin nghi dot xuit (6m dau, gia dinh c6 cong viéc,...): Trudng hop nay,
ngwoi Xin nghi phép phai dién thoai hoac nho ngwoi than bao cho I1anh dao UBND phwong
Lénh )
Bl bién thoai hoac nho dao X Trudce khi nghi | Truc tiép hoac dién thoai
ngudi than bdo cho lanh dao UB phép
UBND phuong ND

phudng
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Tiép nhan, phan céng, xir ly:

- Lanh dao UBND phuong: Linh
tié?ﬁhén :hm:f tin Xh; Angl:A |92 |Bophantien| o
- Thong tin tdi cac bo phan, ca S nhén K ain .
A % i P Tz UB quan dén can duoe théne tin Truec tiép hoac dién thoai
B2 | nhan lién quan dé¢ sdap x¢&p ND  |bo, cong chirc| T"C g
cong vide phiromg xin nghi
(néu cén)
Xur ly: Thong tin téi cac bd phan, Cong Cac bd Sau khinhan
B3 ca nhan lién quan dé sip xép | chuc Vian phan, ca | duoc thong tin |Tryc tiép hodc dién thoai
cong phong — | nhanco lién
vige Théng ké quan
phuong
4 Biéu mAw/Tai ligu
i DPon xin nghi phép
) S6 theo ddi nghi phép
5 Ho so lru

Thanh phéan hé so theo muc 3.2

Vin ban dong ¥ (hoic khéng
dong y)
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