
ui naN oAN rgc ceNG noa xA ngr cr0 Ncnia, vryr x.ru
DQc l$p - Tg do - Ilqnh phric

s6:6,f,ftqo-unnr HdN\i,ngay J,t thdngS ndm2023

QUYETDINE
Vd viQc c6ng b6 tht tgc hhnh chinh nQi bQ trong h6 th6ng hirnh chinh

nhi nufc thuQc ph4m vi chric ning quin lf cria Uy ban Dffn tQc

B0 TRTIONG, cno xmsna ui nax DAN roc

Cdn ctt Ngh! dinh sii 66/2022ND-CP ngay.20/9/2022 cia Chinh phti quy
dinh chtc ndng, nhi.€m vq, quy€n hqn vd co cdu t6 ch*c cila Uj, ban Ddn t6c;

Cdn c* Quyiit ainh sii tOAStgO-tfg ng\, 15 thdng 9 ndn 2022 cfia Thti

tfing Chinh phfi ban hdnh Ki! hoach rd sodt, don gidn h6a thi tlrc hdnh chinh

nqi b9 trong hQ thiing hdnh chinh nhd nudc giai doqn 2022 - 2025;

Theo di ngh! cila Chdnh Vdn phdng Uy ban Ddn tptc.

QUvrrDPrIH:

Didu 1. C6ng bii kdm theo Quy6t dinh niy thti tuc hanh chinh nQi b0
trong hQ thi5ng hanh chinh nhi nu6c thuQc ph4m vi chric ning quan ly cta Uy
ban Ddn t6c.

Di6u 2. quyi5t ai*r nay c6 hiQu llrc thi hAnh kri tu ngny ki.
Didu 3. Chdnh Ven phdng, Tht truong

tQc chju tr6ch nhiQm thi hanh Quyiit ttinh ndy./
c6c 4r, vi thuQc Uy ban DAn

Noi nhQn:
- Nhu Di€u 3;
- Vnn phdng Chinh phi (Cvc KSfiHC);
- Cric bQ, co quan ngang bQ;

- UBND c6c tinh, TP rUc thuQc TW;
- Co quan c6ng tdc din tQc c6p tinh,

thanh ph6 t4rc thuQc TW;
- Cic Thri tudng, PCN;
- Vp, tlon vi thuQc Uy ban Din t6c;
- C6ng TTDT U! ban Din tQc;
- Luu: VT,VP.
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THU TUC HANH cnimr Ner Be rRoNG np rn6xc HANH cnimr
NHANTIoC rHUQc pH4,Myr cnfc xAxc quAN lf

CUA TIY BAI\I DAN TOC
(Ban hdnh kim theo Quyiit dinh s6LSQ}-UAO| ngdygl thdng I ndm 2023

cila B9 trudng, Chil nhiQm Uy ban Ddn tQc)

PHAN r. DANH MUc rHU TUc uAxn cHiNH

1. Danh mgc TTHC nQi bQ gifra c6c co quan hirnh chinh nhi nufc

2. Danh mgc TTHC nQi bQ trong Uy ban DAn tQc

STT T6n thrfi tgc hirnh chinh Cin cri, ph6p I
I - Quy6t dinh sii 6UQD-LIBDT ngdy

2710112022 cria B$ trudng, Cht nhiQm Uy
ban Ddn tQc.ban hdnh Qu.y ch6 quan ry c6c
hopt dQng d6i ngo4i cria Uy ban DAn tQc

2 T6 chric tt6n tilip c6c Eodn
d4i bi6u d6n tQc thi6u s6
-Loen mam, lam vrgc tal co
quan Uy ban D6n tQc

STT T6n thfr tgc hirnh chfnh Cin cri'ph6p If
I Xay {ug kiS hoach h[ng

ndm vC ho4t dQng d6i ngo4i

2 Quy hinh dio t4o, b6i
duOng c6ng chirc, vi6n
chirc

- Quy6t dinh si5 343/QD-UBDT ngdy
291612015 cira B0 trudng, Chri nhiQm Uy
ban DAn tQc vA ban hdnh Quy chi! ddo t4o,
UOi auOng c6ng chftc, vi6n chric cria Uy
ban D6n tQc

- Quytit dinh sri 8oo/QD-LIBDT ngiy
29/l2l2o2l cria B0 truong, Chri nhiQm Uy
ban DAn t6c vA viQc ban hanh Quy chii tiiip
nhfn c6ng chric, vi6n chric cria Uy ban
DAn tQc

I
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b
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T6 chric tii5p d6n Dodn vdo

- Quytit dinh si5 8o9/QD-UBDT ngpy
0411112022 cria BQ trudng, Cht nhiQm Uy
ban DAn tQc ban hanh Quy tlinh tl6n tilip
c6c Doi.n dai bi6u dan tOc thi,5u sii diin
thIm, lim viQc t4i co quan Uy ban Ddn tQc

- Quyiit dinh si5 6IIQE-UBDT ngiy
27loll2\22 cria BQ trudng, Cht nhiQm Uy
ban Ddn tQc.ban hanh Quy ch6 quan lf c6c
ho4t dQng d6i ngoai oria Uy ban Ddn tQc

J Ti6p nh6n. c6ng chric, vi6n
chric cria Uy ban Dan tQc
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- Nchi dinh si5 30/2020nID-CP ngdy
05/3/2020 cria Chffi phri vE c6ng tric vEn

thu

- Quy6t tlinh s6 28l2018/QD-TTg nCeY

l2l7l20l8 cria Thri tuong Chinh phri v6

viQc gui nhfln v6n ban tliQn tu gita c6c co
quan trong hQ th6ng hanh chffi nhi nu6c

- Quyr5t dinh 852/QD-UBDT nsey
3111212020 cria BQ tu*rg, Cht nhiQm ban
henh Quy chiS c6ng t6c vIn thu cria Uy
ban D6n tQc

6 Qu6n lf vdn ban d6n - NChi dinh si5 30/2020ND-CP ngdy
0513/2020 crla Chffi phri vO c6ng trlc vdn
thu

- Quy6t dinh si5 28l2018/QD-TTc nsa{
12/712018 cta Thri tusng Chinh phti v6
viQc gii nh6n v6n ban tliQn tu gifta c6c co
quan trong hQ th6ng hanh chinh nhi nu6c

- Quy6t dinh 852/QD-UBDT nsay
3l/1212020 cug B0 ffidng, Chri nhiQm ban
hanh Quy ch6 c6ng t6c vin thu cria Uy
ban DAn t$c

7 Quy trinh lAp h6 so - Nchi dinh s6 30/20204ID-CP ngdy
O5/312O2O cria Chinh pht vA c6ng trlc vEn

thu

- QuyiSt dinh 852/QD-UBDT ngey
3111212020 cu.a B0 tu*tg, Cht nhiQm ban
hanh Quy ch6 c6ng tic vEn thu cria Uy
ban DAn tQc

8 Quy trinh thanh tori.n vd
thoi han thanh torin

- quyi5t dinh sO 486/QD-UBDT ngiy 14

thing 7 ndm 2021 cta BQ truong, Chri

So4n th6o vd lcf ban hanh
vdn ban

- Nghi dinh s6 30/2020ND-CP ngiY
05/312020 cria Chinh phri v6 c6ng t6c vdn
thu

- Quy6t dinh 852/QE-IIBDT nsey
3111212020 cta B0 ffidng, Chri nhigm ban
hanh Quy ch6 c6ng t6c v5n thu cta UY

ban D6n tQc

5 Quan ly vdn ban di



8 Quy trinh thanh toan vd
thdi h4n thanh torin
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rHAN tr. Ner DuNG cU Tm c0e rUNc rnu rUC HANrr crriNn
r. rHU TU. C rrANH CrriNH NQr B0 Cn/n CAC CO QUAN EANH

crriNH NHA NrI6c rrrugc PHAM vr cEtlc NANG euAN rV cuA uy
BAI\DAN TQC

1. T6 chrfrc ti6p tl6n Doin vio
a) Trinh qu thuc hi6n:

Theo tt6i tugng vi tinh ch6t c6ng t6c d5i ngo4i, viQc t6 chric tiiSp tl6n doan
viro dugc thgc hi6n theo I ftong2 trinh qu sau:

- D6n vd tiSn ttoan c6p BO truong c6c nu6c ho{c c6p tuong duong

+ Sau,khi nh{n duo. c th6ng b6o f kirin cta Tht tuc,ng Chinh phri cho phdp
d6n doan c6p BQ truong c6c nu6c ho{c tucmg duong lsau Aay iqi dt te S6
trudng c6c nu6c), Uy.ban DAn_tQc ph6i hgp vdi bQ nganh, co quan li6n quan x6y
dpng k6 hoach chi tiiit d6n, ti6n doan vA chuong tinh hm viQc cria doan vi t6
chric thgc hiQn theo quy dinh.

+ BO truong, Cht nhiQm t6 chric tiQc chi6u dei, tAng qud lrru niQm cho
dodn theo tlung chi5 d6 16 t6n ngoai giao theo quy dinh hi6n hanir.

, _ -* T.ong truonq hVp BQ truong hopc l6nh daoc6c co quan tuong dusng
c6p BQ cria nudc ngodi thdp tung doan ldnh tl4o cao c6p cta Nu6c ngodi toi Vi6t
Nam, hodc lJr6ng di theo loi moi cta BO tru&ng, Chri nhiQm Uy ban DAn tQc
Vipt Nqn, ho{c tluo. c c6c co quan,, t6 chtc htu quan cria Vi6t Nam- hodc nu6c
ngodi d€ qeh! Hnh tleo Uy ban ti6p x6 giao, sau khi nh{n rtugc tIA nghi ti.ip,
L6nh tlao Uy ban_Ddn tQc chri tri tl6n tiiip theo dring nghi 16 ngo4i giao.

- D6n vd ti6n doan Thri truong c6c nu6c vd tuong ttuong

, + Sau khi nhAn duoc chri truong cho phdp d6n tloan Tht truong c6c nu6c
vd c6p tuong dyong (sau ddy. ggi tit li doan Thri truong c6c nu6c), Uy ban D6n
tQc xdy dprg k6 hoach chi ti6td6n, tiSn doan vd chuong trinh lnm-viQc qia dodn
vd tO chfc thuc hiQn d6n doan theo quy dinh.

-.rN
4g

*#
.l

- Quyr6t dinh sii 486/QD-UBDT ngdy t4
thing 7 ndm 2021 cta B0 trudng, Chri
nhiQm Uy ban DAn t6c ban hdnh quy chti
chi ti6u nQi bQ

- Quytit ttinh si5 69/QD-IIBDT tgity 23
thing 2.fim 2023 cria BQ trudng, Chri
nhiem, UJ. ban DAn tQc sria d6i, b6, sung
mQt s6 di6u Sta d6i, b6 sung m$t sd diCu

*u Qry chiS chi ti6u ngi b0 cria co quan
Uy ban.DAn tQc ban hanh kdm theo Quy6t
tlinh s6 486/QD-UBDT ngdy 1417/2021
cria BQ truong, Chri nhiQm Uy ban Ddn tgc
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+ Trong truong hqp Tht truong c6c nu6c di th6p tung tloan tdnh dpo c6p

cao cta nu6c ngoii iri Viet Nam, ho{c kh6ng tli theo loi mdi cria Uy ban Ddn

tQc, ho{c ttuo. c po quan,, t6 chtc htu qrun criu Vipt Nam ho{c nu6c ngoii dd

ngf,imrfr <[o Oy ban tiiip xi giao, ."u khi nhfln dugc dd nghi tiiip, Ldnh dpo Uy
ban DAn tQc chri tri tl6n tii5p theo dung nghi l5 ngo4i giao.

b) C6ch thric thgc hiQn: Tr.uc tilip

c) Thanh phan, s5 luqng hd so: C6ng hem dd nghl cria co quan nu6c ngoAi

vA viQc doan c6ng tric toi ldm viQc tai Uy ban DAn tQc.

d) Thsi han giAi quy6r'Kh6ng quy dinh

d) Di5i tuqme thUc hiQn thri t.uc hdnh chffi: C6c doan c6ng tric c6p BQ

truong, Tht trusng c6c nudc vd tuong tluong.

e) Co quan gi6i quy.it thi tuc hanh chinh: Uy ban DAn tQc

e) K6t qui thlrc hiQn thri tpc hdnh chffi: D6n tit5p vi lim viQc voi Doan
theo K6 ho4ch duo. c ph6 duyQt.

h) Phi, le phi: Kh6ng quy dinh

i) T6n miu doru m6u toktrai: Kh6ng quy dinh

k) Ydu c6u, di6u kiQn thgc hiQn tht tgc hdnh chinh: Ift6ng quy ttinh

l) CEn cri ph6p lf cria thi tgc hanh chffi:

. Quyiit ttinh sri 6IIQD-UBDT ngity 2710112022 c{nBQ.truimg, ChrinhiQm
Uy ban DAn tQc ban hanh Quy ch6 quan ly c6c hopt tlQng tl6i ngo4i cta Uy ban
Ddn tQc

2. T6 chrfrc tl6n ti5p cic Doirn tfui bi6u dAn tQc thi6u sd tISn thim, I]rm
viQc tgi co quan Uy ban DAn tQc

a) Trinh t.u thgc hiQn:

- Budc 1: Grii vEn ban dC nghi tl6n tii5p

C6c parl BQ, ngfuh, co quanTrung ugng vi dia phuong cdp tinh vung
d6n tQc thi6u si5 vd mi6n nrii khi c6 kt5 ho4ch t6 chric Doan tliSn thdm vd ldm viQc
,oi iiy ban D6n tQc gui vin ban d0 

"Chi 
truOc fi ngay aU ti6n O"a" te" fa,

viQc.

-BuOc 2: Ti6p nhfn, xri lf d6 nghi d6n ti6p

+ VEn phdng Uy ban tii5p nh$n th6ng tin tt6 nghi d6n tii5p, tim vipc tu
Dodn

+ Xay dung ki5 hopch tt6n titip

Cdn cri dA nghi cria Doin vi chi d4o cria L6nh dao Uy ban, Vp, dcm vi
dugc giao chri tri, phr5i hgl'p voi VEn phdng Uy ban vi c6c don vi c6 li6n quan
x6y dpg kC ho4ch vA dg torin kinh phi d6n ti6p Doan.

- Budc 3: T6 chric tl6n tiiSp



6

+ Th6ng b6o lich vi chuong finh <l6n ti6p

CEn cri k6 ho4ch dugc ph6 duyQt, Vdn phdng Uy ban tham muu dua vdo
lich c6ng t6c ctra L6nh ttpo Uy ban, don vi dugc Ldnh dao Uy ban grao chri tri
tt6n tii5p th6ng b6o cho Truong doan vi c6c Vg, don vi li6n quan thuQc Uy ban
Dan tO; uA tf,& gian, dia ditim, nQi dung chuong trinh d6n tii5p d6 ph6i hqp thr,rc

hiQn vA tham gia ti6p Dodn theo k6 ho4ch di dugc ph6 duyQt

+ T6 chric g?p m{t <l6n tiiip Doan

Trao d6i, ptr,5i bi6n, cung cdp th6ng tin voi Eoirn theo quy chii cta Uy ban
DAn tQc; tiiip thu c6c yf ki6n phin6nh cria Dodur vi t6m tu, nguyQn vgng, ki6n
ng[, dA xu6t cria c6c tlqi bi6u ttl5i voi c6ng tric d6n tQc vd thr.T hiQn chinh s6ch

ddn tQc; gi6i tlap nhtng dC xu6t, ki6n nghi cta Doirn theo thim quy6n cria Uy
ban Ddn tQc.

Bii5u duong, tlQng vi6n, khich lQ nhting klit que d?t duo. c cria Qp thi5, cd

nh6n trong Doanlting qui cho c6c thanh vi6n cria Doan (thuiii tilSi tuong dugc
t4ng qui theo quy dfnh).

b) C6ch thric thgc hiQn: Tryc ti6p, qua dich vu buu chinh.

c) Thar.rh phin, sii luqng h6 so: Vin ban de nghf cria Dodn d6n thdm vd
lim viQc voi Uy ban Dan tQc

d) Thdi fun gni quy6t: C6c Ban, 86, ngdnh, co quan Trung uongvd tfa
phuong c6p tinh vung aan tQc thi6u s5 vd miAn nii khi c6 ki5 ho4ch trl chtc
boan d6n tt am va hm viQc voi Uy ban DAn tQc $n vEn ban tlC nghi tru6c 15

ngAy dq kii5n Doan cl6n Hm viQc.

tl) D6i tuqng thUc hiQn thri tUc hanh chinh: C6c !an, BQ, nginh, co quan

Trung ucmg vd dla phuong c6p tinh vung d6n t$c thitiu sii vi mi6n nrii

e) Co quan giai quyt5t thti (rc hanh chffi: Uy ban Din tQc

. g; f6t qui thgc hiQn thri tuc qanh chinh: D6n tii5p Eoan dai bi6u theo

Quviit*dinir Uan tra*Lfe f,"e.fr aa, tiiip Doan do BQ trucmg, Chri nhiQm Uy ban

Den tQc ky ban hanh

h) Phi, le phi: Kh6ng quy tlinh

i) T6n miu tlon, m5u t& ktrai: Kh6ng quy dnh
k) YCu ciu, tti6u ki0n thuc hiQn tht tpc hanh chinh:

- Quy tllnh vC vdn ban d6.nghi cria Do?rn d6n them vd ldm vigc voi Uy ban
DAn tQc cin ndu 16 th6ng tin vd Truong doan, Ph6 Dod.n, thdnh ph6n, si5 lugng
thanh vi6n trong Doin vd c6c th6ng tin chinh: n6m sinh, din tQc, chrlc v.u/co
quan c6ng ticldia chi cu tni, diQn thoqi ti6n hQ; thoi gian, mpc tlich, ydu ciu, nQi

dung, chuong trinh dA nghi d6n ti6p, lim viQc.

- Quy tlinh v6 vi€c xdy dpg kii hoach tl6n titip: phai quy $inh cu thiS msc
dich, y6u cAu, nQi dung chuong trinh, nguoi chri tri vi thanh phen tham dg, thoi

\

$z
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quan c6ng trlcldia chi cu tru, tliQnthoAi li6n hQ; thoi gian, mgc dich, y6u cAu, nQi

dung, chuong trinh de nghf <l6n ti6p, ldm viQc.

- Quy ttinh v6 viQc xdy dpg ki5 hoech d6n titip: phii quy dinh cg th6 mgc
dich, y6u cAu, nQi dung chuong hinh, ngudi chri tri vd thnnh phin tham dy, thoi
gian, tlia di6m vi c6c di6u kign tldm bio, ph6n c6ng nhiQm vu cho c6c Vp, don
v! li6n quan tham gia d6n titip Doan.

l) Cdn ct ph6p ly cria thri tuc hAnh chinh:

quy6t a;nfr si5 aOSlqO-UnDT ngiy O4llll2\22 cria BQ truong, Cht
nhi.Qm Uy.ban D6n tQc ban hanh Quy {inh tt6n tiiSp c6c DoAn tlqi bi(iu d6n tQc
thi6u s6 d6n thim, ldm viQc t4i co quan Uy ban Din tQc

n rno 4rc uAxn crriNH Ner B0 rry BAN DAN TOc
1. Xiy dr;ng k6 ho4ch hing n6m vd hoqt tlQng tl6i ngopi

a) Trinh tu thuc hiQn:

- Bu6c l: Tdng hap nhu cAu

C[n cri v]io chri truong, dudrng kii, chffi s6ch cria Dang vd Nhd nudc v6
drii ngoai, c6c vdn ban huong din, q-uan lf thi5ng nhdt c6c trop:t a6ng d5i ngo4i,
phUc vU kr5 hopch ph6t trirln qu6c tii chung dtii voi c6ng t,5c dAn tQc; Chuong
trinh c6ng tric hdng n6m cria Chinh phri vir chuong trinh, kt ho4ch c6ng tic trong
tim cria Uy.baq,tru6c ngiy 15 thring 6 hd.ng ndm, tr6n co sd hu6ng d6n cria Vp
Hgrp tac qu5c t6, c6c Vp, dcm vi thuQc Uy ban Ddn tQc c6 tr6ch ntriqm aA xuAt
c6c ho4t tlQng diii ngo4i cta nam k$ tiiip vi dy torin kinh phi (kii c6 c6c ho4t
ttQng .I6i ngoai nim trong khu6n ktr6 c6c chuong trinh, dy rin do c6c bQ, nganh
kh6c ld co quan chri quan), gui VU HSp t5c qui5c t6 tr5ng hqp.

-Bubc 2: Ti6p nh{n, t6ng hgp vi l{p dp to6n

V.U HS? t6c Qu6c ti5 t6ng ho,?, 10p d1r toan kinh phi rhyc hipn c6c ho4t
tlQng. diii ngo4i n5.m grii VU f6 troactr - tai cruofr t6ng hqp vdo ng6n s6ch ndm
kC ti6p gui BQ Tai chinh.

- Bu6c 3: XAy dpg kti ho4ch drii ngogi cta nlm grii Vp Kti hopch - Tdi
chinh.

Ch{m nh6t ngdy 30 thing 12 hEng nim, tr6n co sd ng6n s6ch nhi nu6c b6
tri cho hoat dQng d6i nggpi, V1r HSp rt Qu6c u5 chri tri xey dlmg k6 ho4ch tti5i
ngoai cria ndm grii Vu Ki5 ho4ch - Tii chffi d6 tham dinh kinh phi.

- Bu6c 4: Ph6 duyQt kri hoach d6i ngopi

_ . Tr6n co sd t6ng hqp i ki6n tharn dinh cria Vg Kt5 hoach - Tdi chinh, chflm
nhdt li ngdy 15 ttuing 0l h6ng n4n, vu Hqp t6c euiic t6 hoan thanh du thio kai
ho4ch hing ndm vd ho4t dQng d6i ngo4i cria Uy ban, b6o crlo BQ truorg, Chri
nhiQry xem x6t, phC duy6t ho4c trinh c6p c6 thim quy6n ph6 duyQtiheo quy dinh
cta ph6p luft hiQn hdnh.
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O O5i tuqne thgc hiQn tht tpc hanh chffi: Vg, don vi thuQc Uy ban Ddn
t0c

e) Co quan gi6i quyi5t thri tUc hanh chinh: Uy ban Din tQc

g) Krit qu6 thlrc hiQn thri tgc hanh chinh: Kli hoach dugc B0 tru0ng, Chri
nhiQm ph6 duyQt

h) Phi, 16 phi: Kh6ng quy dinh

) TCn m6u don, miu td khai: Kh6ng quy dlnh

k)Y6u ciu, tti6u ki-6n thUc hign thri tUc hanh chinh: Kh6ng quy tlinh

1) Cdn cri ph6p $ cta thti tr,rc hanh chinh:

quyiSt apl s6 Otfqo-UrDT ngiy 27/Oll2O22 cria BQ.truong, ChrinhiQm

Uy ban Oan tQc ban hdnh Quy ch6 quan $ c6c hopt dQng di5i ngopi cria Uy ban

DAn tQc.

2. Quy trinh tlho qo, b6i du0ng cdng chfrc, vi6n chrirc

a) Trinh t.u thuc hien:

- Bu6c 1: C6 nhan, c6c 4r, tlon vi dA nghf crl tli ddo t4o, tOi duOng troan

thiQn h6 so gui Vp Tii chric crin bQ, cg th6 nhu sau:

O6i voi <Iio t4o:

+ H6 so di thi dg tuy6n giim: Don xin dg tuy,in c5 x6c nhAn cta thri
trucmg don vi; Th6ng b6o tuytin sinh cria co sd dio t4o.

+ H6 so dA nghi di hgc sau kni trung tuy,in g6m: Don xin <ti hqc; Gi6y
b6o tr0ng tuy,5n; Ban cam k6t cria nguoi du-o. c cri di tido t4o.

^r. ,,,l. . -uol vor bol ouong:

+ VAn ban tl6 nghi cta don vi ho{c <lon dd nghi cria c6 nhAn ngudi c6 nhu

cAu dugc ct di b6i du0ng c6 x6c nhfn cria thri truong don vi.

+ Gi6y mdi ho{c Th6ng b6o triQu tfp cria co sd ttiio t4o.

- Bu6c 2: Sau khi nhfln dugc h6 so cua c6c Vg, dsn vi, c6 nhdn li6n quan
-td6n viQc cri c6ng chric, vi€n chric di dio t4o, b6i dudng; CIn cri vio k0 ho4ch

ttio t4o, UOi auOng c6ng chric, vi6n chric hang nEm cria 0y ban D6n tQc vi
ngu6n kinh phi duo.c duyQt, Vg T6 chric crin b0 sE ftinh BO tuorrg, Chri nhigm
quyet dinh c.i di ttg. vi mtc h5 trq kinh phi A6i voi nguoi tluo. c cti di hqc.

b) C6ch thric thgc hiQn: NQp h6 so tr.uc tii5p hof,c qua dich vu buu chinh

c) Thanh phAn, sli luqng ha, so: C6 nhdn, c6c vg, tlon vi dA nghf cri tli ddo
t4o, b6i du0ng gui hO to Vq Tr5 chtc crin bQ, qr th6 nhu sau:

OOi voi tlio t4o:

+ H6 so di thi du tuy,in g6m: Eon xin dg tuy,in c6 x6c nhfn cria tht
truong don vi; Th6ng b6o tuy6n sinh cta co sd ddo tpo.

\.o,

)"



9

+ H6 so dA nghi di hgc sau khi tning tuy,5n gdim: Don xin tli hpc; Gi6y b6o

tning tuy6n; Bin cam kiit oia nguoi dugc ct di dao t4o.

-r. ,.,:. . -DOr vol bor Cuong:

+ Ven ban dA nghi cria don vi ho{c don tt6 nghi cria c6 nh6n ngu<ri c6 nhu

ciu duo. c ct <li bdi dudng c6 x6c nhfln oia thri truong dcrn vi.

+ Gi6y mdi ho[c Th6ng b6o hiQu Qp cria co sd ddo tao.

d) Thoi han gi6i quy6t: Kh6ng quy dinh (Kh6ng c6 thoi gian gi6i quyiSt c1r

th6, theo k6 hoqch, lich hqc cria co sd tldo t4o)

d) Dlii tuqng thUc hiQn thri tgc hanh chinh: C6c vU don vi thuQc Uy ban

D6n tQc, c6 nhAn c6 li6n quan

e) Co quan gi6i quyiSt thri tuc hanh chinh: Vu T6 chtc c6n bQ

g) Ki5t qui thgc hiQn thri tr;c hanh chinh:

Quyiit tlinh cria B0 ffi*rg, Chri nhiQm Uy ban Ddn tQc cri c6ng chtic, vi6n
chric di ttio t4o, UOi auOng.

h) Phi, le phi: Kh6ng quy dinh

i) TEn miu don, m6u td khai: Kh6ng quy dinh

k) Y6u cAu, di€u ki€n thUc hiQn tht tgc hanh chinh:

Di6u kiQn c6ng chric, vi6n chtc duo. c ct di dio t4o, UOi auOng

+ Vi6c ct nguoi di dho t4o, mi auOng kh6ng dugc anh huong dlin nhiQm

vg chuy€n m6n cria don vi.

+ C6 dt it nhdt 03 n[m li6n tuc hoan thanh tiSt nhi€m vu tluo. c giao, kh6ng
vi phpm lc! lu$t,

+ Uu ti€n c6ng chric, vi6n chric li nguoi dAn tQc thiiiu si5 tt{c biQt Ii nt
d6n t6c ttri,Su sii.

+ C6 cam k6t tii5p tgc c6ng t$ tA 2oquan sau khi hoan thfurh chuong
trinh ddo tao trong thoi gian ft nh6t g6p 03 len thdi gian ddo Lqo (6p dpng tt5i voi
tung lo4i hinh ttdo t4o).

+ VC dO tu6i: Ap dung d6i voi ttng lopi hinh ttio t4o.

l) CEn cf ph6p lf cria thri tgc hanh chinh:

-,Quyr5t dinh sii 343IQD-UBDT nggy 2gl6t2}l5 cria 86 truorig, Chri
nhipm Uy ban DAn tQc v6 ban hanh Quy ch€ dao tao, b6i du0ng c6ng chric, vi6n
chric cria Uy ban DAn tQc.

- Hu6ng din cua Ban T.i chtc Trung uong, BQ NQi vU vi c6c bQ, ban,
ngdu:rh c6 li6n quan v6 dio t4o, UOi auOng c6ng chric, vi6n chtic

3. TiSp nhin c6ng chri'c, vi6n chrfrc cta 0y ban DAn tQc

a) Trinh t.u thuc hi6n:



, - Bu6c l: Tii5p nhan h6 so: C6ng chirc, vi€n chtc c6 nguy.en v.gng xin
chuy6n c6ng tric v6 Iiy ban DAn tQc gui hd so d6n dcm vi c6 nhu cAu tiiip nhfn,

l,gom co:

+ Don xin chuyiSn c6ng t6c c6 y ki6n cria co quan, don vi t4lc ti6p quan lj
c6ng chric, vi6n chtc;

+ So yju lf lich c6 x6c nhin cta co quan, don vi noi dang c6ng t6c (c6ng
chtc theo mdu So y6u lf lich crln bQ, c6ng chric 2C- BI.n//2008 cta BQ NQi vU;

vi6n chrtc theo miu quy dinh tai Th6ng tu s6 l2l2Ol2lTT-BNV ngiy
l8lt2/2012 cta B0 NOi vu);

+ Ven ban nhfn x6t, d4nh Ci6 c6ng chtlc, vi6n chtc vA phArn ch6t dqo dric,
n6ng lqc cria co quan t4rc tii5p st dpngc6ng chric, vi6n chric tinh tliin thoi ctiiim
c6ng chric, vi6n chric nQp dsn xin chuy6n c6ng t6c;

+ Gi6y chrmg nhfn sfc kh6e do don t y ti5 c6p (cdn trong thoi han 06

th6ng tinh d6n ngiy nQp hd so xin chuy6n c6ng t6c);

+ Ban sao c6c lo4i gi6y td: Quyet ttinh tuy6n d1mg vi quylit dinh b6 nhiem
vdo ng4ch c6ng chrtc, vi6n chric cria co quan c6 thAm quyAn; quytit dinh ndng

bic luong hi€nhuong vi quy6t <tinh ndng b$c luong ki tru6c liAn kA; c6c vin
bing, chimg.ctri v6 mnn dQ chuyEn m6n nghiQp vu; s6 bao hi6m xE hQi; gi6y
khai sinh, gi6y td uu ti6n (n6u c6) vi c6c gi6y td kh6c c6 li6n quan

-Bu6c2: Dcm vf c6 nhu cAu ti6p nh{n thpc hiQn:

+ Sau khi nhan dt hii so quy dinh, Tht trudng w, don vi c6 nhu ciu tii5p

nhfn.chri tri hgp 1i6n tich gita chi ty, t$p thi6 Hnh Aao gor1 vi yn cQng doAn xem
x6t h6 so vi khi ning, ning l1rc, trinh d0 chuy6n m6n tl6 tl6 xu6t ti6p nhfln

r Vu, don vf sau khi hgp x6t lip Td trinh trinh Enh d4o Uy ban php tr6ch
don vf cho f ki6n bao g6m c6c nQi dung sau:

86o c6o tinh hinh sri dung bi6n chiS c6ng tiic, vi6n chtc tluo. c giao tinh
tltin thsi tti6m ttC nghi tiiip nh|n; dU kiiin t tri viQc lim cdn thi6u, cAn br5 sung;

Vi trf viQc hm cAn tii5p nh|n; y6u ciu vd Untr d0 chuy6n m6n nghi-Cp 4r,
phim ch6t dpo drlc, stic kh6e vi kinh nghiQm c6ng t6c;

Trich ngang $ lich cta c6ng chric, vi6n chtc, trirrh d0 chuyCn m6n dugc
dio t4o; qu6 trinh vd kinh nghiQm c6ng t6c oia c6ng chrtc, vi6n chric c16 nghi
trep nn?n.

- Bu6c 3: Chuy6n h6 so vE Vu T6 chric crin bQ xem x6t: Sau kni c6 f kii5n
cria l6nh tlao Uy ban phq tr6ch, c6c V9, don vi gui h6 so d6n Vp fCCg de tham
dfnh g6m:

+ H6 so cria c6ng chtic, vi6n chtc

Bi€n ban ho.p li€n tich cria tlon v! c6 dri cht hj cta ngucri chri ti vi thu kf
ghi bi6n ban;

(&
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Td trinh c6 f kii5n cua 16nh <t+o Uy ban phq tr6ch don vi.

- Bu6c 4: ThAm dinh hd so, b6o c6o LEnh d4o Uy ban DAn tQc: Vp Ti5

chric crln b0 tii5p nh{n vn thAm dinh h6 so, n6u hd so <fti diAu kiQn thUc hiQn nQi

dung sau:

+ D6i voi c6c trudrng hqp ti6p nh6n vn b6 nhipm git chric vg ldnh clao c6p

vg vi tuong duong: Vg T6 chr?c crin bQ b6o c6o B$ ffifog, Chri nhiQm tru6c khi
trinh xin chri truong cria Ban Crin s1r Dang v6 viQc tii5p nhfn c6ng chric, vi6n
chric. Sau khi c6 th6ng b6o K6t lufn cria Ban c6n sg Ding, Vu Tii chirc crin b0
phi5i hgp v6i c6c don vi c6 nhu cAu tiiip nhQn thUc hiQn c6c quy trinh thAm tra,
x6c minh $ lich theo quy dinh;

+ D6i voi c6c trudng hqp ti(ip nhfln l,rh6c: VU T6 chtc can b0 b6o c6o BQ

ffitog, Chri nhiQm xin chrl truong ti6p nhfn. Sau khi c6 f kiiin tt6ng y cta BQ

tutog, Chri nhiQm, Vr,r T6 chtc crin bQ ph6i hqp voi c6c don vi c6 nhu cAu tiiip
nh6n thUc hiQn c6c quy trinh thAm tra,xdcminh lf lich theo quy dinh.

- Budc 5: Ti6n hdnh thAm tra, x6c minh lj lich theo quy dfnh: Hoan thiQn
h6 so trinh hj quyiSt dlnh

- Bu6c 6: BQ truorg, Chri nhiQm lcj c6c v6n ban tiiSp nhQn ho{c riy quyAn
cho Thri truong, Ph6 Chri nhiQm phq frrich 4r, tlcm vi tcf c6c vdn ban ti6p nhan.

- Bu6c 7: Th6ng b6o q"yi5t ai*r tiiip nhfln c6ng chfrc, vi6n chric

- Bu6c 8: Luu Hd so crln bQ, c6ng chric

b) C6ch thric thqrc hiQn: Tryc tii5p ho{c qua dich vp buu chinh

c) Thanh ph6n, s5 lugng h6 so:

Hi so do c6ng chtic, vi€n chtic, ngudi lao dQng lfip

- 01 ban tlon xin c6ng Lic tai 0y ban DAn tQc;

- 0l ban So yiiu ly lich do c6 nhdn tu khai theo miu quy dinh, dugc co
quan tr.uc tiiip quan $ x6c nhfin, c6 d.in anh mdu kh6 4x6, chgp trong thoi gian
kh6ng qu6 06 thr{ng (SWL theo mdu 2C-BNV/2008 ban hdnh kim theo Quyiit
dinh sii_02/2008/QD-BW ngsy 06/10/2008 ct)a BA N|i vu @6i va c6ng chic);
theo mdu HS72-VC/BNY ban hdnh kim theo Th6ng tu sii 07/2019/TT-BNV ngry
0t/6/2019 6Oi va viin chtc) ho(c theo miu ZCtCfW-98 ct)a Ban Tii citic
Trung uong); nhfrng ngudi chta ld c6ng chfic, vi€n chtirc thi khai theo mdu cia
co quan, don vi dang c6ng tdc;

- 03 ban tU ki6m ditim c6 nhAn (03 nem c6ng tic li6n {rc ean nh6|;

- 03. ban nhQn xit, <l6nh gi6 cria tgp th6.lenh d4o don vi v6 phAm ch6t dao
dric, liii siing, j thric t6 chric lc! luft, doan ttit n6i bQ, vd ning lgc c6ng tac,kdt
qui thlrc hi6n chric tr6ch, nhiQm W trong 03 nim c6ng t6c li6n tpc gan *r6t;

- 01 ban Lf lich tu ph6p;
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- Bi.n sao c6c vIn bdng, chimg chi theo y6u ciu cria vi tri vi€c lAm.
Trudng ho.p nh6n sp c6 blng tit nghi€p do.co s& gi6o dqc - <la9 tpo nu6c ngodi
c6p hopc co sd dio t+o trong nu6c 1i6n k6t voi nu6c ngoii c6p thi ph6i ttugc
c6ng nhfn t4i ViCt Nam theo quy <linh (80 Gi6o dpc vd Edo t4o chung nhan)
m5i lo4i 0l brin sao c6 c6ng chimg;

- 01 Gi6y chr:ng nh{n sfc kh6e cria co s& y ti5 c6 thAm quyAn cAp tong
thdi hqn 06 thrlng;

- 0l ban fiit tu6n ti6u chuAn chinh tri (truone h-op tii5p nhan d6 UO *riem);

. - Quyi5t dinh tuy6n dpng, ti(5p nhan, b.i nhiQm ng4ch cdng chric, chric danh
n$A nghiQq vi6n chric; quyiSt Apn UO ntriQm chfc vg l6nh tlpo, quan ly hiQn tai
(n6u c6), m6i lo4i 01 ban.

Hi so do donvi tiiip nhdn lfip

- Td trinh ti6p nhQn c6ng chric, vi6n chric cria ttcm vi.

- Bi6n ban hSp 4p the Hnh itgo, c6p ty cria don vf st dpng c6ng chric,
vi6n chric.

- Ven ban c6 f kilin cta lSnh dao co quan phg tr6ch don vi sri dung cdng
chirc, vi6n chtc.

Vdn bdn do co quan tham mru tii chtc cdn bp lQp

- Bi6n ban thAm tra, x6c minh h6 so lf lich c6ng chtc, vi6n chric.

- Oi5i voi truong hqp phni thanh l$p HQi d6ng ki6m tra, s6t h4ch titip nhQn
c6ng chric, vi6n chric kh6ng qua *r tty}n (Quyiil dinh thdnh lQp HQi ddng kiiim
tra, sdt hqch; Hi so hoqt dQng cr)a Hpi ddng hidm tra, sdt hqch; ThAng ido kdt
qud xdt tuy€n).

- Td tinh tii5p nh{n c6ng chric, vi6n chfc.

d) Thdi han gi6i quyiSt: Kh6ng quy dinh

tI) D6i tuqng thlrc hiQn thri tpc hanh chffi: C6c 41 don vi thuQc Uy ban
Dan tQc c6 nhu ciu ti6p nhfn c6ng chric, vi6n chric.

e) Co quan giai quyiSt thri tpc hanh chinh:

+ Co quan tr.uc ti6p thyc hi-6n tht tpc hanh chinh: Vp T6 chric crin bQ

Co quan phiii trgp thgc hi€n thri tqc hanh chinh: C6c 4r, don vi thuQc
Uy ban Ddn tgc c6 nhu cAu ti6p nh{n cdng chric, vi6n chric, VEn phdng Uy ban

g) K6t qui tftrc hiQn thri tr,rc hanh chinh:

Quytit rlinh qia B0 tutog, Chri nhiQm Uy ban Din tQc ti6p nhfn c6ng
chtc, vi6n chric.

h) Phi, le phi: Kh6ng quy ttinh

i) TEn m6u tlon, m5u td khai : Nhu quy dinh t4i mpc c

q
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k) YEu cAu, diAu kiQn thyc hiQn thri tgc hdnh chffi: Kh6ng quy tlinh

l) Cnn cri ph6p lf cta thi tgc hanh chinh:

- Quyi5t dinh sii 890/QD-UBDT ngiy 2911212021 cta BQ trudng, Cht
nhiQm Uy ban Ddn tQc vO viQc ban hanh Quy ch6 tiiip nhfn c6ng chtc, vi6n chric

cria Uy ban D6n tQc;

- C5c nghf dinh 9ua Chinh phri Q'tghi dinh tii tstzOtztt'tO-CP ngav

l0/02/2017; Nshi dinh si5 t0ttZOtattO-CP ngay 1l/12/2018); Th6ng tu hudng

d6n qia BO NOi vg vO c6ng t6c tuy6n dqng c6n bQ, c6ng chtic, vi6n chric hiQn

hilth (Ih6ng ttt tii OStzOtgnr-aW ngdy 14/5/2019).

4. So4n thio vh lcf ban hinh vln bf,n

a) Trinh tU thgc hien

- Budc 1: Soqn thio vin ban

Chuy€n viAn ch* tri tham mru vdn bdn

+ Ri so6t vEn b6n, hd so; nghiCn cuu nQi dung vi thgc hiQn crlc nhiQm vg sau:

Trudng hq,p cen 6y f kiiSn c6c vq, don vi, co quan li6n quan, chuy6n vi6n

b6o c6o tinh d4o w, dox vi trinh 15nh dao Uy ban cho f kilin xdy dlmg vdn ban

l6y f ki6n. Trudng hqp cen ldm 16 nQi dung tru6c khi trinh dg th6o vEn bin c6n

f kiiSn khric nhau vA nhtng vrin da lon, b6o c6o ldnh dao w, don vi rinh Enh

d4o Uy ban t6 chric cuQc hgp xrt lf trudc khi trinh.

Truimg hqp kh6ng ca" t6y th6m f kiiin ho{c kh6ng cdn f kii5n kh6c nhau,

chuy6n vi6n thr,rc hi-6n: Nghi6n cuu k! nQi dung, trao d6i d6 hm 16 nQi dung vin
ban tinh khi c6n thi6t, x6c dinh chuy6n vi6n hoflc <lon vi phi5i hqp, tiinh lenh

dqo tlcm vi ky vdn ban 6y f kitin phiSi hgrp, xdy d1mg v6n ban t6ng hq,p, gi6i

trinh tiiip thu f kii5n phi5i hg'p; so4n thio phi6u trinh (miu phiiiu quy dinh t4r quy

cn6 Um viQc cta Uy ban DAn tQc); dq th6o vin bi.n, x6c dinh hinh thirc, dQ mft,
dO khan cria dg thio v[n ban (ni5u c6); chinh sria, hoan thi-6n phi6u trinh vi dy
th6o v5n ban theo chi tt4o cria 16nh d4o vu, don vi vd lSnh d4o Uy ban; dqc so6q

kiiim tra nQi dung, th6 thr?c, k! thu{t trinh bdy dtr thAo v6n ban; trinh 15nh d4o

don vi. Dua vdo Hp th6ng quan lj vdn ban tliQn tu cta Uy ban Ddn tQc vi cQp

nhit c6c th6ng tin d6 trinh, ban hanh vi thlrc hiQn lip hd so c6ng viQc theo quy

dinh tai Quy chiS c6ng tac v[n thu cua Uy ban D6n tQc.

Oi5i va ban thio vEn ban thuQc hQ mft tt4rc hiQn theo quy ttlnh hiQn hanh vA

bao vQ bi m6t nhd nudc vi quy ch6 bao vQ bi m{t nhd nudc cta Uy ban D6n tQc.

OOi vOi v5n bin, hd ss chua dAy dt, kh6ng tlung thri tpc ho{c kh6ng dring

thAm quydn giii quy6t cria Oy ban Dan tQc, tham muu vdn ban gui Ldnh d4o 4r,
tlon vi trinh Ldnh tl4o Uy ban xem x6t.

+ B6o c6o ki5t qui xt lj hAng tuAn ho{c theo chi d4o cria l6nh d4o vU, don
vi. C6p nhAt tii5n d0 tr6n phAn mdm quan lf vdn ban (n6u c6).
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+ Tham gia chuAn bi nQi dung c6c cuQc hgp, xAy dqmg phi.iu 16y f ki6n,
chinh lf dp thio theo chi dao cta ldnh d4o W, don vi (niSu c6).

+ Thuc hipn phuong rin xri $ vIn ban theo chi tl4o cria lSnh d4o W, dox
vi, l6nh dqo Uy ban.

Ihi tru&ng w,t, ilon vi chi tri tham mru vdn bdn: Ki6m tra h6 so, nQi

dung d1r th6o vin ban

+ Truamg hgp tt6ng f vdi dA xuSt cria chuy6n vi6n: Kf phitiu trinh ho{c
uinh chuy6n v6n ban tr6n HQ thi5ng.

+ Trudng hgrp kh6ng tt6ng f voi dA xu6t cria chuydn vi6n: C6 y ki6n tai
phit5u trinh ho{c ph6 duyQt f kit5n tr6n Hp th5ng

+ Xin y kilin LEnh d+o Uy ban khi c6 kh6 khin, vuong m6c trong tham
muu vdn ban; 86o c6o LEnh d4o Uy ban tit5n dQ xri $, kiit qui tham muu.

Thil tntdng vy, donv! phiii hqp

* Xem x6t, quyi5t Aint n6i dung phi5i hqp xri lf vdn ban.

+ Ct d?i dign ttram gia c6c ho4t tlQng trong qrui trinh ptrOi trgp xu ty v5n ban.

- Bubc 2. Thri trlc trinh hi vdn ban

Cdc vqt, don vi

+ Chu6n bi h6 so trinh dugc quy dinh tqi ctr6 tam viQc cria Uy ban Ddn tQc

g6m c6: Phi6u trinh, c6c v5n ban li6n quan, dy th6o v6n bi.n theo quy tllnh. Diii
voi vEn ban diQn tu c6 thi! kh6ng phdi kdm theo phii5u trinh.

+ Thri truong vU, dom vi chri tri soqn thio vin ban phni ki6m tra vh chiu
tr6ch nhigm tru6c Ldnh d4o Uy ban vA tru6c ph6p luflt vA tintr chinh x6c cria nQi
dung vin ban, ki nh|yltitvio cu6i nQi dung vEn ban (sau d6u ./. d6i voi vdn b6n
gi6y) trudc khi fiinh.

+ Thri truong don vi rd so6t 14i toan bQ h6 so, kiiSm tra, siB xtiB kloa hqcl
ri so6t nQi dung, hinh thric, th6 thirc, kf thuft trinh biy dg thio vin bin, chuy6n
Vdn phdng Uy ban a6 Aang ki trinh.

Ydn phdng LIy ban

+ Vin thu Uy ban tii5p nhin, kirim ta hd sq th6 thric k! thuat ft*r bny dy
thao v6n ban; ki6m m si5 phi6u finh vi thlrc hiQn ninh hd so theo quy dinh. Vio s6

chuy6n thu hjlchuy6n vi6n girip viQc Linh dao Uy ban diii voi hd so h ban gi6y,
h6 so ban tti-6n tu chuyiin h6n HQ th6ng toi thu kylchuyOn vi6n girip viQc.

+ Thu lcflchuydn vi6n girip viQc Ldnh d4o Uy ban: Ti6p nh6n vdo s6 theo
ddi ho{c cfp nhflt tr6n HQ th5ng; ki6m ha hd so, nQi dung phi6u trinh, du th6o
v[n ban trudc khi tinh Lenh d4o Uy ban; trutmg hqp d6ng f hd so, chuy€n vi6n
girip vi6c trinh Lenh dqo Vin phdng cho j ki6n; truong hgp c6 f ki6n tham muu

\
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al5i voi hd so trinh, phii trao tii voi chuyCn vi6n chri ti tham muu ho{c c6 i
ki6n b6ng vin ban trinh Lenh dao Vin phdng ky gui don vi chri ui.

+ Ch6nh Vdn phdng chiu tr6ch nhiOm ki6m tra th6 thtc, ky thuat trinh

bdy vEn ban chiu tr6ch nhiQm tru6c Ldnh tl4o Uy ban vd tru6c ph6p luft v6

thi5 thtc, k! thuflt trinh biy vdn ban.

Ldnh dqo Uy ban

+ N6u ddng y v6i y kiiSn dO xu6t h6 so rinh, ky dg th6o vin bin ho{c
"luy quyen.

+ Ni5u kh6ng tl6ng j voi f kiiSn dA xu6t trong phiiiu trinh, c6 y ki6n chi

d4o di5 chinh sria.

- Budc 3. Kf ban hanh v[n ban

+ ThAm quyAn kf vdn ban thyc hiQn quy dinh tei Quy chiS tim viQc hiQn

hAnh cria Uy ban Ddn tQc.

Ilinh thilrc h!,:

+ D6i voi vEn ban gi6y, ktri W v6n ban dung bfit c6 mlrc xanh, kh6ng

dtrng c6c lo4i mgc dE phai.

+ DOi voi v6n ban diQn tu:

Hinh anh cht lcf cria nguoi c6 thAm quyAn nhu tr6n v5n ban gi6y, mdu

xanh, dinh dAng Cpng); vi tri tar vi hi ky cta nguoi c6 thAm quy6n ky ban hanh

nhu f6n vEn ban gi6y.

Fnnh affi cht ky s6 cria don vf co quan, dcrn vi trUc thuQc (ni5u c6) mdu tl6,

kich thu6c bEng kich thu6c thyc tii cta d6u, tlinh dang .png; vi tri tn)m l6n

khoang l/3 cht hj'cria nguoi c6 thim quyAn vA phia b6n tr6i.

- Nguoi ky vdn ban chiu trdch nhiQm trudc ph6p luft v6 vEn ban do minh
ky ban hanh. BQ truong, Chri nhiQm chfu tr6ch nhiQm tru6c ph6p luflt v6 toan b0
vdn ban do Uy ban Ddn tQc ban hanh.

b) C6ch thric thuc hi6n: Tryc tiiip, truc tuy6n

c) Thanh phan, s5 lugng hr5 so: Kh6ng quy dinh

d) Thoi hqn giai quylit: Kh6ng quy tlinh

d) Di5i tuqng thUc hiQn thri trlc hanh chinh: Ldnh tl4o, c6ng chrlc Uy ban
Ddn tQc

e) Co quan grai quylit thri tuc hanh chinh: Uy ban Dan tQc

g) Kl5t qu6 thuc hiQn tht tpc hanh chinh:V6n bi.n duo. c ky ban hanh

h) Phi, le phi: Kh6ng quy dinh

i) T6n m5u don, miu td khai: Kh6ng quy dinh

k) YCu ciu, tti6u kiQn thlrc hiQn thri tUc hanh chinh: Khdng quy dinh
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l) C6n cri ph6p $ cria thri tuc hanh chinh:

- Nghi dinh s6 :olzozofNo-CP ngiy Osl3t2o2o cta Chinh pht vd c6ng
t6c vdn thu

- Quy6t dinh 852/QD-IJBDT ngiy 31ll2l2}2} oia BQ truong, Cht nhiQm

ban hanh Quy ch6 c6ng t6c vdn thu cria Uy ban DAn tQc.

5. Quin $ vin bin ili
a) Trinh t.u thUc hiQn

- Bu6c 1. Ki6m tra vdn ban trudc khi ban hanh

+ VEn thu co quan ti6p nh4n vdn ban tti dE c6 cht hj cria ngucri c6 thAm

quy6n, ki6m tra l4i hinh thric, th6 thirc vEn ban tru6c k'hi lam t}rt tuc ph6t hanh.

+ Trudng hqp hinh thric, thti thric v6n ban ili ttung quy dinh, Vin thu co
quan thgc hiQn c6p sii, d6ng d6u/ci sO theo dring quy dfnh.

+ Trudng hqp hinh thrtc, thti thric v5n ban tti kh6ng ttung quy dinh, Vln
, t, ,, '

thu co quan tu ch6i cdp s6, <l6ng d6u/lcf s6, tri l4i c6 nh6n dugc giao nhiQm vq
chri tri so4n thno d6 hoan thipn l4i vi trinh lai Tht truong co quan, dol vi (n6u

16 lf do tt 
"h6i).

- Bu6c 2. C6p si5, thoi gian ban hanh vdn ban

+ 56 vd thoi gian ban hanh vEn ban duqc l6y theo thti t.u vi trinh t.u thoi
gian ban hanh vin bi.n cria Uy ban Dan tQc trong ndm; sl5 vn hf hiQu vdn ban ld

duy nh6t trong mQt nim, th5ng ntr6t gita vtrn ban gi6y vn v6n ban tliQn tu. Si5

cta Vdn ban dugc ghi bi.ng cht si5 A nAp.

C6p si5 van ban quy pham ph6p tuflt dugc c6p mQt hQ thi5ng sii ri6ng cho

v5n ban quy ph+m ph6p lu{t.
Lt

vlgc cap so van Dan hanh chinh do nguoi tttmg dAu co quan, ti5 chtc quy

dinh.

+ E6i v6i vEn ban gi6y, viQc c6p si5, thoi gian ban hanh dugc thgc hiQn sau

khi c6 cht lcj cria nguoi c6 thAm quy6n, chfm nh6t h trong ngiry ldm viQc ti6p
theo.

+ Ven ban thuQc hQ mft duo. c c6p hQ thring si5 ri6ng.

+ D6i voi vdn ban dipn tu, vi6c c6p s6, thoi gian ban hanh dugc thgc hiQn

bnng chric nEng cta HQ thi5ng.

- Bu6c 3. Deng ky vin ban

+ Vi€c deng ky v5n ban b6o dam d6y dri, chinh x6c c6c th6ng tin can thii5t

cta v6n ban tli.

+ DEng lcj vin ban

Ven ban dugc ding ky ba"g sr5: VEn thu co quan, don vi tlSng ky vnn

ban vdo S6 aang ky vEn ban di. Miu 56 dEng ky v6n ban di theo quy dinh t4i

'(

I

\
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Phs lpc IVNchi dinh 30/2020ND-CP.

Tty theo s,i luqng v6n ban tti hang nim cria co quan Uy ban Din tQc,

cria timg w, don vi de lflp c6c lopi sO a:ang ky vEn ban tli kt6c nhau nhu: 56

d6ng ky c6ng v6n, sO aang kf quy6t dinh, huong d6n, s6 tHne ky thdng tu... tt6
viQc quan ly tl6m bno khoa hgc, ilung quy tlinh.

Ven ban d6ng ky beng H0 th6ng: VEn ban ttugc d6ng ky beng HQ th.5ng

phii duo. c in ra giSy dAy dri c6c truong th6ng tin theo miu Sd dEng ky vin ban

di, d6ng s6 d6 quan ly.

+ VEn ban mft duo. c deng ky ri6ng theo quy dinh cria ph6p luft vA b6o

vQ bi mft nhi nu6c.

- Bu6c 4. Nhan ban, d6ng ddu, kf s6 cta cs quan, t6 chric vd d6u chi tlQ
met, mtc dO khen

+ Ven ban di dugc nhan ban theo dung sti lugng dugc x6c dinh 6 phan

noi nhin cria vEn b6n, noi nhfln bao g6m phAn: "kinh grii" vi "noi nhin".

+ D6u, chft ky si5 cta co quan, ti5 chric

Innh anh, vi tri chfi lcf si5 cua co quan, <lon vi ld hinh enh d6u cria co
quan, don vi ban hanh vin ban fi6n vdn bdn, miu tl6, kich thudc bnng kich
thu6c thqc t6 cria d5q ttinh dang (.png) nAn trong su5t, tnim 16n khoang 1/3 hinh
nnh cht ky s6 cria nguoi c6 th6m quyCn vd b€n tr6i.

Cht lci s5 cria co quan, don vi tr6n vin ban kdm theo vIn bi.,n chinh duo. c

ttriS trign nhu sau: vEn ban kdm theo cung tQp tin voi nQi dung v6n ban ttiQn tu,
Vdn thu co quan chi thgc hiQn ky sti vdn ban vi kh6ng thgc hiQn tcf si5 l6n ven
ban kdm theo; vEn ban kh6ng cung teB tin voi nQi dung vin ban diQn tu, VIn thu
co quan thuc hiQn ky s5 cria co quan, ilon vf tr6n v6n ban kdm theo.

Vi tri: G6c tr6n, b6n phii, trang dAu cria vdn ban kdm theo;

Hinh anh cht lcj si5 cta co quan, don vi: Khdng hi,in flri;

Th6ng tin: Sil vd kf hiQu vdn bAn; thdi gian ky (ngiy, th6ng, nim; gid,
phirt, gi6y; mti gid Viet Nam theo ti6u ctru6n ISO 8601) tluqc trinh biy
b6ng ph6ng cht Times New Roman, cht in thulng, ki6u cht dimg, cd chil
10, miu den.

+ D6u chi tIQ mft, mtc d0 khAn, c6c chi d6n vC pham vi luu hanh thUc hiQn

theo Phs lgc I Nghi dinh 30/2020ND-CP.

- Budc 5. Ph6t hafi vi theo d6i viQc chuylin ph6t vdn ban di
+ Hinh thric ph6t hanh: TAt ci vin ban ph6t hanh tluo. c chuy6n diin c6c dia

chi grii, nhfn theo hinh thtc gui ban gi6y ho{c gui ban rliQn tu.

Grii vdn ban gi6y duo. c chuy6n ph6t qua buu di-6n hopc chuySn ffr.rc tiisp
phii duoc deng ky vdo s6 gui vdn ban di. Khi giao bi v5n bin, phii y€u cAu nh6n
vi6n buu tliQn, c6 nhdn tiiSp nhan bi vin ban ki6m Ea, ky nhAn ghi 16 thoi gian
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chuy6n giao vEn bAn.

Ven ban diQn tu dugc gui diSn nhiing tlon vi d6p img dugc y6u ciu tiiip
nhdn vEn ban tliQn hr theo quy dinh tei di,6m c Khotur 1 DiAu 25 NChi dinh

30/2020ND-CP c6c quy ttinh kt6c ai5i vAi vdn ban di-6n tu.

+ VIn ban thuQc h6 mat dugc thUc hiQn theo quy dinh cria ph6p Lu{t v€

b6o v€ bi mit nhd nu6c.

+ DOi voi dg thio vdn ban quy ph?m ph6p luft, du th6o c6c vin can tdy y
, ',,Kren cua cac co quan, oon vi, c6 nhAn tong vi ngoii Uy ban Ddn tQc, dcm v1

duq c giao chri tri soqn th6o ph6i hqp vsi Trung t6m th6ng tin a6 aang tai n6l

dung dg th6o vEn ban tr6n C6ng Th6ng tin diQn tri cria Uy ban Ddn tQc vd c6 chi

ain aia chi t4i vin ban gui l6y dA xu6t l6y y ki6n.

+ Ven ban dd ph6t hAnh nhrmg c6 sai s6t vd nQi dung phii duo. c sria tt6i,

thay thiS b5ng vin ban c6 hinh thric tuong duong. Vdn ban da ph6t hanh nhung

c6 sai s6t ve th6 thric, k! thuft trinh bdy, thri tgc ban hanh phAi duo. c ttinh chinh
':b6ng c6ng v6n cta co quan, don vi ban hanh vIn ban.

+ ttru hdi v6n ban

Oi5i voi vdn ban gi6y, truong hap nhfn duo. c vEn ban th6ng b6o thu hdi,

b6n nh6n c6 tr6ch nhiQm gui l4i vdn ban dA nhan.

Ol5i voi vin ban diQn tu, truong hqp nhfln dugc v6n ban th6ng b6o thu h6i,

b6n nh{n hriy b6 vEn ban diQn tu bi thu h6i tr6n HQ thlSng, ddng thoi th6ng b6o
--^,t ,l .^

qua HQ th6ng d€ b6n gui bi6t.

+ PhAthanhvEnban

Vdn ban gi6y: VEn thu c6p s5, photo, tl6ng d6u vi gui theo noi nhAn.

Ven ban diQn tu: VEn thu c6p si5 vd in vdn ban duo. c lci bdi nguoi c6 thAm

quyen ky A6 t4o Uan chinh; Grii bnn giiiy AOi vOi nhtng don vf kh6ng tl6p tmg

dugc viQc ti6p nhin v6n b6n tliQn tri ho{c theo y6u cAu cin giao dich cria e6

nh6n, c6c vu, don vi;Grii v[n ban di-En ffi d5i voi c6c co quan, don vi, c6 nhdn
x r^

tt6p ung y6u cAu nh6n vdn ban tliQn tu.

Ph6t hanh v6n ban tliQn tu tu v[n ban gi6y: VEn thu scan vi ky d6u co

quan t6 chirc vd thlrc hiQn nhu A6i voi vin ban ttiQn tu.

+ Theo d6i viQc chuyiin ph6t v6n ban di

OOi vOi nhimg vdn ban di c6 d6ng d6u "Tdi liQu thu h6I' ph6i theo d6i,

thu h6i dung h4n; khi nhAn [i, phii ki6m tra, a5i ctrii5u Oi5 aam b6o vdn ban

kh6ng bi thi5u ho4c th6t lgc.

Trudng hgp ph6t hiQn vdn ban bi th6t l4c, phii t ip thd b6o c6o ngucri c6

tr6ch nhiQm xem x6t, gi6i quytit.

-.fr
re!,r

,w
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- Bu6c 6. Luu vin ban di

+ D6i voi vin ban giSy

Ban giic v6n bAn, ban photo phiiiu tinh duo. c luu tAi VEn thu co quan.

VEn thu co quan c6 t6ch nhiQm d6ng d6u ban gtic ngay sau khi ph6t hanh, sip
xiip theo thri qr tl6ne ky.

Dcrn vi chri tri so4n thAo v[n ban: luu 0l ban chinh til! ldm h6 so c6ng

viQc (truong hqp cen th6m ban chinh thi phni d6ng lci 16 sii lugng) vd ban chffi
phiiiu trinh lcj vIn ban cirng tod.n b0 hii so v6n ban d6 dua vdo hii so c6ng viQc.

+ Luu v6n b6.n tliQn tu

Bin gtic v5n ban diQn tu phai dugc luu tr6n HQ thi5ng cria co quan Uy
ban Dan tQc.

Co quan, t6 chric c6 HQ thi5ng <l6p ung theo quy dinh t4r PhU tUc VI
Nghi dinh 30/2020NE-CP vh c6c quy dinh cria phdp luit c6 1i6n quan thi sri

4mg vd luu ban g6c v6n ban <ti€n tu t6n HQ th5ng thay cho vin ban gi6y.

VEn thu t4o ban chinh tu v5n ban tliQn tu ra vin bd,n gi6y, d6ng d6u vd

lrru t4i t{p luu vin ban di.

b) C6ch thric thlrc hiQn: Truc ti6p, t4rc tuy6n, qua dich vu buu chinh

.c) Thanh phdn, s6 luqng h6 so: 56 deng hf c6ng vnn di ftdm theo c6c Qp
luu h6 so vdn ban)

d) Thdi han giii quy6t: Theo h4n cria h6 so trinh lcf vdn ban

tl) D6i tuqng thUc hign thri tUc hanh chinh: L6nh dpo, c6ng chric Uy ban
DAn tQc

e) Co quan gini quy6t thri tqc hanh chinh: Uy ban DAn tQc

g) fiit qua thUc hi-6n thi trlc hanh chinh:V6n ban di duqc ph6t hanh ttung
quy dinh

h) Phi, lC phi: Kh6ng quy dinh

i) T6n mdu don, miu td khai: S,5 theo ddi vin ban di

k) Y6u cAu, di6u ki-6n thuc hiQn thri tUc hdnh chinh: Kh6ng quy ttfnh

l) Cdn ct ph6p lj cria tht trlc hAnh chffi:
- NChi dinh sii :OIZOZOnIO-CP ngiy O5l3l202O cria Chinh phri v6 c6ng

t6c vdn thu;

1 Quyi5t itinh st5 28l2018/QD-TTg ngey Dl7/2018 cria Thri tuong Chffi
phri vd viQc gui nhfn vdn ban tliQn tu gita c6c co quan trong hQ th5ng hAnh
chinh nhi nu6c;

- QuyiSt dinh 852/QD-LIBDT ngiy 3l/l2l2}2} cria BQ tu*rg, Chri nhiQm
ban hdnh Quy chi5 c6ng t6c vEn thu cria Uy ban DAn tQc.

19
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6. Quin If vin bin tt5n

a) Trinh tU thVc hi6n

- Bu6c l. Tii5p nhfn ven ban d6n

+ Vdn bin d6n <tu-o. c tflp trung tii5p nhfln tai VIn thu co quan dii tdm
thri tgc ti6p nhfln, tru nhtng 1o4i v6n bin dugc <l6ng kf ri6ng theo quy dinh
cta ph6p luflt.

+ D6i vdi vdn ban gi6y

Khi titip nhfln vdn ban tl6n tu c6c ngu6n kh6c nhau, trong gid hoqc ngoii
gid hanh chinh, VEn thu co quan ho4c ngudi duo. c giao nhi€m vU ti6p nh{n vdn
ban ttiin phdi kiiSm tra s5 lugng, tinh trqng bi, d6u ni6m phong (ni5u c6), ki6m tra,
Ai5i ctritSu vcri noi gui tru6c khi nhan vn kf nhfin.

Truong hgp ph6t hi6n thii5u tdi liQu, m6t bi, tinh trqng bi 1$6ng cdn nguy6n
vqn ho{c vEn ban dugc chuy6n d6n muQn hcrn thsi gian ghi tren bi (di5i voi bi
v6n ban c6 d6ng d6u "H6a t6c" vi hgn gid tt6n), VEn thu co quan ho{c nguoi
duo. c giao nhi€m vU tii5p nhin vdn ban <li5n phai th6ng b6o ngay cho nguoi
chuytin vin ban d6n vA b6o c6o ngay cho nguoi c6 tr6ch nhiQm; truong hqp can
thiait, phai lfp bi6n ban x6c nh6n sy viQc voi nguoi chuy6n vin ban di5n.

PhAn 1o4i so bQ vd b6c bi vdn ban tti5n

T5t ca van ban gi6y diin gui co quan thuQc diQn ttfng ky tai Vin thu co quan
ph6i dugc b6c bi, d6ng d6u "VAN BAN DEN', bi c6 d5u chi dQ m{t, diQn mQt

thgc hiQn theo quy ttinh v6 b6o vE bi mgt nhh nu6c.

OOi voi v6n ban gui dich danh c6 nhAn ho{c t6 chtc doan th6 fiong co
quan, don vi thi VEn thu co quan chuy6n cho noi nhfln (kt6ng b6c bi). Nhtng bi
vin ban gui dich danh c6 nhdn, tlon vi ni5u B vin ban li6n quan <liin c6ng viQc

chung cria co quan, dcm vf thi c6 nhdn nhfln vdn ban c6 tr6ch nhiQm chuy,Sn lgi
cho VEn thu co quar t6 tmg ry.

ViQc b6c bi v5n ban phii ttAm bdo c6c y6u ciu: Nhtng bi c6 tt6ng d5u
mric d0 khAn phai dugc b6c trudc ili! giai quy6t kip thoi; Kh6ng g6y hu hai di5i

voi vdn bdn, kh6ng b6 s6t vin bin trong bi, kh6ng lim m6t si5, ky hi6u vdn bi,n,
dia chi co quan gii vd d6u buu tliQn; D6i chi6u sti, lcf hiQu ghi ngoii bi voi sii,
lcj hiQu cria v6n b6n trong bi, n6u vEn ban tti5n c6 kdm theo phi6u gui thi phni d6i
chi6u vdn b6.,n trong bi voi phii5u gui, ky x6c nhgn, d6ng d5u vio phi6u gui vi
gui tre hi cho noi gui vdn ban; truong hgp ph6t hiQn c6 sai s6t, th6ng b6o cho
noi gui bitit <Iil gini quytSt; OiSi voi don, thu khitiu n4i, t5 crio vi nhtng vdn ban c6
nQi dung cdn phai ki6m fra, xric minh ho{c nhfrrg vin ban diin md ngdy nh{n c6ch
quri xa ngiy, thdng cua vdn ban tH gifr hi bi vd dinh kdm voi vin ban 4,5 Um Uang
chrmg.

+ Da5i voi vdn ban di6n tu
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Vin thu co quan ti6p nhin tr6n HQ thiSng itiii voi vin ban tt6p img duo. c

y6u ciu ve tinh x6c thlrc vd toirn v-en.

Vdn thu co quan tu chl5i a6i voi c6c vdn ban kh6ng tllp r:ng dugc tinh
x6c thlrc vd toAn vgn, sai noi nhfn.

Co quan, t6 chric nhfn vdn ban c6 h6ch nhiQm th6ng b6o ngay trong
ngdy cho co quan, tti chirc grii vA viQc de nhan hay tu chi5i vIn ban b6ng chric

ning cria hQ thi5ng.

Oi5l voi v6n ban tliQn tu y6u ciu thdi gian xri lf g6p gti diSn Uy ban DAn

tQc ngoii gid hanh chinh qua Tryc li6n th6ng vdn ban quiic gia: Phdng Vdn thu
Luu trt, c6 tr6ch nhipm bi5 tri c6ng chric tiiip nhfln vi tleng ky vin ban dt5n tr6n

HQ thiing, trinh Lenh d4o VEn phdng gi6i quy6t theo quy dlnh.

-BuOc2. Dene ky vnn ban tti5n

+ Ven ban di5n dugc deng ky Vdn thu co quan, viQc ddng ky vdn ban d6n
phii b6o tHm ttAy dt, rd rdng, chinh x6c c6c th6ng tin cdn thi6t theo m5u s.i

ttlng ky vdn ban di5n hoec theo th6ng tin <tAu vdo cria HQ thi5ng dtr liQu quan lj
vEn ban d6n. Nhtng vEn ban di5n kt6ng duo. c d6ng ki t4i Ven thu co quan thi
don vi, c6 nhdn kh6ng c6 tr6ch nhiQm gi6i quyi5t, ril nhting lo4i vdn ban d6n
dugc ddng kf ri6ng theo quy ttfnh cria ph6p luft.

OOi vsi v[n ban thu$c danh muc bi mft dugc tl6ng ky ri6ng vi n6u sri
dgng phdn mAm phii dugc quin I h6n m6y vi tinh kh6ng duo. c n5i m?ng t4i
vdn thu co quan.

+ 56 ttlin cta vin bin tluo. c l6y li6n tii5p theo thti t.u vd tdnh Eu thoi gian
titip nhQn vEn ban trong nEm, thiing nh6t giUa v5n ban gi6y vn vdn ban tliQn tu.

+ Ding lcf vdn ban gi6y

Oiii vOi diQn mft, vdn ban c6 dQ mft vd bi c6 d6u mit:
Bi c6 d6u "Tuy6t maf' (ky hieu h A), ,,T6i mat" (Ki hiQu Id B) gui Uy

ban Ddn tQc, Chrffi Vin phdng ho{c Ph6 Chffi VAn phdng phg t6ch Vin thu -
Luu trft b6c bi xem x6t trinh LEnh d4o Uy ban ho[c chuyiin lai v6n thu d6 thuc
hiQn quy hinh vdn ban tti5n. Sau khi ti6p nhfn l4i vio s6 theo d6i ho{c phdn m6m
quan lf vdn ban t4i m6y tinh kh6ng n6i m4ng, thUc hi-6n quy trinh vEn ban di5n
quy dtnh Phg lpc I quy chii ndy diii voi vdn ban gi6y. Quan li theo quy dinh v6
quy chl5 bio vQ bi mQt nhi nu6c cta Uy ban Ddn tQc vd c6c quy <linh kh6c b6o
vQ bi mft nhir nu6c.

Bi c6 d6u *Mat" (ki hiQu li C) grii Uy ban DAn tQc, vdn thu b6c bi vi
kgp vdo sau v6n b6n. Ddng ky vio s6 theo d6i hoEc phAn mAm qu6n lj vdn
bin t4i mriy tinh kh6ng ntii mqag cria vdn thu co quan. Thgc hiQn quy trinh
v6n ban d6n quy dinh PhU luc I d6i v6i vdn gi6y. euan lf theo quy <linh vA
quy chi5 b6o vQ bi mgt nhd nudc cria Uy ban Ddn tQc vd c6c quy tlinh kh6c



bio v0 bi mit nhi nudc.

Bi diqn mft nguoi duqc giao ti6p nhan diQn m$t cua Uy ban D6n t& b6c bi

Deng ky vio s6 theo ddi hogc ph6n mAm quan lf vin ban taimiy tinh kh6ng niSi

m4ng ctia v6n thu co quan. Thyc hiQn quy tinh vIn ban tliin quy rtfnh Phu luc I
aiii vOi v5n ban gi6y, quan lf theo quy itinh vd quy chiS bio vQ bi mft nhd nu6c

cta Uy ban Ddn tQc vi c6c quy tlinh kh6c b6o vQ bi m{t nhA nu6c. Nguoi duo, c

giao ti6p nhin ttiQn m$t cta Uy ban Den tQc luu iliQn m{t vd hang ndm thgc

hiQn chuyrin fi lai Phdng Co y6u, Vin phdng Trung uong Dang theo quy dinh.

C6c vdn ban kh6ng thuQc ttirSm a DiAu niy: Vin thu co quan tl6ng d6u

"VAN BAN oEw'; ghi sti vdn ban d6n; MIu s6 Aang ky van ban dr5n theo quy

dinh t4r Phu lqc IV Nghi dinh 30/20204rD-CP ho{c in tren ftg ttriing.

Cfp nhft th6ng tin vin ban di5n l6n hQ th5ng.

Sri h6a van ban tliin (trir vin ban c6 d6u chi ttQ m$t) vd thlrc hi6n theo quy

dinh tar Phu luc I Nghi dinh 30/2020/lrIE-CP ndy.

VEn ban d6n sau khi duo. c s5 h6a, viQc gui, nh{n vd trinh chuytin dugc

thUc hiQn tr6n hO th(5ng, trtr truong hqp theo y6u ciu cta Linh dao Uy ban. Ban
giic chuy6n don vi, c6 nhdn chri tri sau ktri c6 f kiiin cria nguoi c6 thAm quyen.

Kh6ng xt lf vi tri lai noi gui c6c v6n ban: Vdn ban gui kh6ng dtng co
quan, kh6ng c6 cht ky, kh6ng d6ng d6u, kf vd tt6ng d6u ktr6ng tlung thAm

quydn, kh6ng s6, kh6ng ghi ngdy th6ng ho{c d6u den (trir ben fax), bin r6ch, md
kh6ng dgc duo. c. Tru6c khi fi l4i noi gui, cip nhflt nhtng th6ng tin cin thitit ra
hQ thiing s6 ri6ng.

+ DEng hf vin ban ttiQn tu

CQp nhflt vio HQ th5ng c6c trudrng th6ng tin ttAu viro cria dt liQu quan ly
vdn ban dain theo quy tlinh.

Trucrng hqp vin ban tliQn tu gui kdm vin ban gi6y, Vnn thu co quan thlrc
hiQn ninh v6n ban tliQn tu tr6n HQ th6ng (trt truong hqp theo y6u ciu cua Ldnh
dqo Uy ban) vi chuylin vdn ban gi6y di5n don vi hoic c6 nh6n duo. c nguoi c6

thAm quy6n giao chri tri gidi quylit.

- Budc 3. Chuy6n giao vIn ban d{5n tai VEn thu co quan

+ E5i voi ttiQn, diQn khAn, vEn ban h6a t5c hgn giq v[n ban h6a ti5c Vin
thu c6 tr6ch nhiQm tt6ng kf vd trinh chuyin ngay sau khi ti5p nhfln.

+ VIn ban gui tlich danh c6c vU, don vi, c6 nh6n dugc vAo sO Oang ky
-ic6ng v6n d€n cta dcrn vi vd chuyCn giao cho don v!, c6 nhdn d6.

+ D6i voi vln ban kh6ng g6p gui Uy ban Ddn tQc, Vin thu c6 f6ch nhiQm

trinh trong ngdy lim viQc; di5i voi vdn ban ti6p nhfn vio cutii bu.5i chidu, Vin
thu trinh d6n nguoi c6 thim quy6n chi ttqo giii quyi5t ho6c tlon vi hoflc c6 nhdn
dugc giao xri lf vdo bu6i sring ngiy lim viQc ti6p theo.
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+ D6i vsi c6c v[n ban c6 btt phe cria LEnh deo Uy ban

C6c vin bnn <H tting ky ten HQ thiing: Sau khi tilip nh$n vEn ban ttr thu
hjlchuyCn vi6n girip viQc Ldnh ttao Uy ban, chuy6n ban gi6y d6n c6c vr1, tlon vi
theo f ki6n chi d4o qia Ldnh d4o Uy ban.

C6c vin bi.n chua tlSng ky t6n HQ thi5ng: Sau khi tii5p nh6n v6n ban dE c6

bft ph6 cria LEnh dgo Uy ban, Vin thu hoan thiQn tht tuc <tiii v<ri vEn b6n VAN
SAN OEN, cfp nhft cdc truong th6ng tin vd f ki6n chi d4o h6n HQ thiing di0

theo d6i, chuyiSn giao. Kh6ng s6 h6a c6c v6n ban de c6 btt phe cria Ldnh Uy ban

tai vEn ban (trong trudng hgrp x6t th6y can sii trOa ttt kh6ng thgc hiQn sr5 h6a brit
ph6 cria LEnh d4o Uy ban ft6n HQ thling). Ban chinh chuy6n ttsn vi chi hi, b6n

photo chuyiSn tton vf phi5i hgrp.

+ Trinh, chuy6n vnn ban dain

Chanh Ven phdng c6 ft6ch nhiQm tham muu girip BQ truong, Cht nhiQm

trong viQc tiiip nhfn, ph6n luiing vdn ban di5n. Kip thoi gi6i quytit nhtng vuong
J ,-mic gita c6c dsn vi trong phi6u chuy6n, phi6u trinh vln ban d6n. CIn ct vio

nQi dung v5n ban, Vdn phdng thpc hiQn nhu sau:

Thira lQnh BQ truong, Chri nhiQm, Vdn phdng chuyiSn cho c6c vg, don vf
chric ndng xri lf d6ng thoi b6o c6o LEnh tlgo Uy ban c6c v6n ban c6 d5u chi mric
dQ h6a t6c, khAn, thugng khAn, c6c vdn ban c6 nQi dung y6u cAu phai giai quy6t
gap.

Thin lQnh BQ truong, Chri nhiQm, Vdn phdng chuyiSn cho cdc 4r, don vf
chric ning xri lf: Vin bAn cria bQ, ngdnh, ttia phuong gui vii theo y6u cAu b5o
c6o cta Uy ban DAn tQc; Vdn bAn di 16 vg, tlon vi tham muu c6 tffi ch6t thudng
xuy6n theo chric n5ng, nhiQm vU duo. c giao.

Trinh Linh dpo Uy ban ttiii voi nhtng vEn ban can xin f kii5n chi d4o cria
Ldnh d4o Uy ban.

- Budc 4. GiAi quyit vd theo d6i, d6n <16c viQc gi6i quyi5t v6n ban d6n

+ Chdnh VEn phdng c6 tr6ch nhiQm giii quyiit, theo d6i, d6n di5c viQc
thUc hipn v6n ban tl6n.

+ C6c vU, tlon vi
Khi nhAn dugc v5n ban d6n, tlon vi, c6 nhdn c6 tr6ch nhiQm nghiCn cr?u,

giai quy6t vdn ban ttiin theo thoi han theo y6u cAu cta Lenh d4o Uy ban t4i vEn
ban, tai c6c quy ctrii nm vipc cria co quan, don vi ho6c theo y6u ciu cria LEnh
d4o Uy ban.

+ Tht truong c6c vu, don vf:

. Chi tl4o, tri6n khai, giao nguoi c6 h6ch nhi6m theo d6i, d6n tli5c viQc giai
quy6t vEn ban d6n.

Kip thoi gi6i quyiit c6c vuong mic ngay trong ngiy lAm viQc drii voi c6c
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quy dinh vd quan lj tai liQu thu h6i vi rliQn mgt; trong truong hqp vdn ban nhan

culii bu,ii chi6u lim viQc y6u cAu phii giAi quyiSt ngay trong burSi sring ngdy ldm
.:

vr9c tlep tneo.

NhiQm vU chuy6n vi€n: Titip nhfn v6n ban tlugc giao d,5 xri; n6u kh6ng
thuQc tr6ch nhi6m thi b6o c6o ngay Thri truong vg, don vi.

t,+ Gi6i quy6t vu6ng m6c gita c6c don vi trong phi6u chuy6n, phi6u trinh
vdn ban d6n.

Oiii vsi phi6u chuy6n vin ban tli5n Vdn phdng thta lpnh BO tru&ng, Chri
nhiQm chuy6n toi c6c 4r, don vi: N6u c6c vu, don vi chua th6ng nh6t voi tham
muu cta Vdn phdng, Tht truong c6c 4r, don vi hao tlOi trUc tiiSp Chanh Vnn
phdng hoflc Ldnh d4o Vdn phdng php tr6ch c6ng trlc vdn thu tt6 th6ng nh6t.
Trudrng hqp kh6ng thiing nh6t dugc, Ch6nh VEn phdng b6o c6o LEnh d4o Uy
ban xem xdt, quyiit ttinh.

OOi vqi phi6u trinh vdn ban d6n: Sau ktri c6 f ki6n chi d4o cta Ldnh d4o
Uy ban n5u c6c vu, don vf chua thiing nh6t theo f ki6n chi d4o, c6c vg, don vf
b6o c6o tr.uc ti6p LEnh d4o Uy ban xem x6t, quyi5t Ainl tru6c khi chuyiin lai Vin
phdng.

Nhtt g vdn ban giao nhAm dia chi xri lf, c6c don vf, c6 nhAn chuyiin lai
ngay cho vdn thu co quan Ae m.p tfroi chuylin rtung dia chi, kh6ng dua tr.uc titip
tu don vi, c6 nhdn niry qua don vf, c6 nhdn kh6c gdy kh6 kh5n trong viQc quan ly
v6n ban.

+ Quan lf tni fipu thu hdi ve dien mat

C6c vq, tlon vi, c6 nhdn c6 tr6ch nhiQm hoan ha lai Vdn thu co quan tdi
liQu c6 d6u "Tdi liQu ttru hdi", tliQn mflt. VEn thu co quan c6 h6ch nhiQm theo
d6i, thu h6i ve gui tra bi noi gui theo ttung thoi h4n quy tlinh.

Oiii voi "Tdi liQu thu hdi" tai eiis eu0o hgp, hOi tr6o cria Uy ban Dfoi tQc,
dol vi dugc giao cht tri so4n th6o, chri tri cuQc hop c6 tr6ch nhi6m thu h6i vdo
quan ly tai li6u sau thu h6i.

b) C6ch thric thuc hiQn: Tryc ti6p, tryc tuy6n, qua dich vu buu chinh

c) Thdnh phdn, si5 luqng hd so: 56 theo ddi giai quyi5t v6n ban di5n, Si5

ding lcf vdn ban d6n, Phi6u finh, Phiiiu chuyiin, C6c ven tu" AiSn

d) Thoi han gi6i quy6t: Theo han cria v6n ban ttiSn

d) D6i tuqng thWc hiQn thri ttrc hinh chinh: L6nh ilao, c6ng chric Uy ban
Ddn tQc

e) Co quan gi6i quyiit tht tqc hdurh chinh: Uy ban D6n t6c

g) KiSt qun tluc hiQn $ri tU. hinh chffi: Ven ban d6n dugc chuyiln tttin
don vf giii quy6t a6 giii quy.it

q
+

a
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h) Phi, le phi: Kh6ng quy dinh

. i) T6t miu ttorl m6u td ktrai.: Mdu s6 d6ng ky v6n ban d6n, Phiiiu rinh,
Phi€u chuy6n giai quy6t vdn ban tl6n

k) Y6u ciu, cti6u kiQn thUc hiQn thri tUc hAnh chffi: Kh6ng quy tlinh

l) Cen cri ph6p lf cria thri tuc hinh chinh:

- Nehi dinh s,5 :OlzozOnrrO-CP ngdy O5/3I2O2O cta Chinh pht vA c6ng
t6c vdn thu

.- Quy6t tlinh s6 28l2018/QD-TTg rlgiry 12/7/2018 cta Thri tuolg Chinh
phri v6 viQc gui nhin vdn ban diQn tu gita c6c co quan trong hp th6ng hanh

chinh nhd nudc;

- Quyist dinh S52/QD-UBDT ngiy 3lll2l2o2o cria BQ *d^g, Chri nhiem
ban hanh Quy chi5 c6ng t6c vdn thu cria Uy ban Ddn tQc.

7. Quy trinh l$p hd so

a) Trinh t.u thgc hiQn

- Bu6c l. MdhA so

+ C6ng chric, vi6n chric, nguoi lao dQng (sau d6y ggi tit ld c6 nhdn) duo.c
l.

grao nruqm W gral quyet c6ng viQc c6 tr6ch nhiQm md h6 so theo Danh mqc h6

so ho{c theo k6 ho4ch c6ng tac; Cdp nhflt nhtng th6ng tin ban d6u vA h6 so theo

Danh mlrc h6 so tI6 ban hinh.
+ Trudmg hqp c6c h6 so kh6ng c6 trong Danh mpc hd so, c6 nhdn duo. c

t- ^giao nhigm vu giii quy6t c6ng viQc t.u x6c <linh c6c th6ng tin: Ti6u tl6 h6 so, s6

vd lcf hiQu h6 so, thoi h4n bio quan h6 so, nguoi lfp hd so vi thdi gian bit diu.
- Bu6c 2. Thu thflp, cAp nhat ven ban, tai liQu vio hd so:

C6 nhan dugc giao nhiQm vU c6 t6ch nhiQm thu th|p, cflp nh{t dt c6 vdn
ban, tei hQu hinh thinh trong qu6 trinh theo d6i, giei quy6t c6ng viQc vAo hd so

d6md.

- Bu6c a. K6t thric h6 so

+ H6 so dugc ktlt thric khi c6ng viQc dE giii quyiSt xong.

+ Ngudi IAp h6 so c6 n5ch nhiQm: Ri so6t t4i toan b0 vdn bdn, tai liQu c6
trong h6 so; lo4i ra kh6i h6 so ban trtrng, ban nh6p; x6c tlinh lei thoi h4n b6o
quin cria h6 so; chinh srla ti6u d6, si5 vi ky hiQu hd so cho pht hqp; hodn thiQn,
kiit ttnic hd so.

+ DOi voi h0 so gi6y: Nguoi lflp h6 so thlrc hiQn drinh sO td tltii voi hti so c6
thdi han b6o quan tu 05 ndm trd l6n vi vi6t Vtr,rc lpc vin ben d6i voi h6 so c6
thoi han bio quan vinh vi6n; virit chfmg tu ki5t ttrfc A6i voi t6t ce h6 so.

+ D6i voi hti so tliQn tu: Nguoi l$p h6 so c6 fr6ch nhiQm c6p nh$t vio Hg
th6ng c6c th6ng tin cdn thi6u. ViQc bi6n muc v6n bAn trong h6 so rluo. c thgc hiQn
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bing chrlc ning cria HQ th6ng.

- Bu6c 4. NQp luu h6 so, tii li-6u vio Luu trl co quan

+ H6 so, Gi tiQu nQp luu vio Ltru trii co quan phAi thi thanh phdn, ttung
thdi han vd thgc hipn theo ninh t.u, thri tUc quy t[nh.

+ Thdi hen nQp luu h6 so, tai IiQu vdo Luu trii co quan

Oai voi hd so, tii liQu xdy dimg co ban: Trong thoi han 03 thring k6 tu ngdy
c6ng trinh duo. c quy6t torin.

prSi voi hd ss, tii liQu kh6c: Trong thoi hpn 0l n6m k6 tu ngdy c6ng viQc
tiit Urirc.

+ Thri tgc nQp luu
^,4. ,..t ,tt or vol no so glay

Khi nQp luu tai liQu phii lfp 02 bd,n "Mpc lgc hd so, tai liQu nQp luu" vi 02
bdn "Bi€n ban giao nhAn hd so, tii liQu" theo m6u tai Phg lgc 5 Quy chii niy.
Don vi, c6 nhdn nQp luu tai liQu vi Luu tr& co quan git m5i loai 0l ban.

O6i voi hd so tli€n tu
Cri nhen duo. c giao nhiQm qr gi6i quyiit c6ng viQc vn gp h6 so thgc hipn

nQp luu h6 so tliQn tu vdo Luu trft co quan h6n HQ thi5ng.

Luu trii co quan c6 t6ch nhiQm ki6m fia, nh{n hd so theo Danh mpc; li€n
t5t cirintr x6c dii liQu tt{c tA voi hd so; tii5p nhfn vn dua h6 so vA ch6 <lQ quan ry
h6 ss luu trii di6n tu tr6n H6 thiSng.

b) C6ch thric thlrc hiQn: Trgc tiiip, tryc tuy6n, qua dich qr buu chffi

") Thanh phAn, si5 luqng h6 so: Danh mpc hd so, t6ng hSp dd mgc h6
so, Bia h6.sq B6o c6o c6nq tric vdn thu, Mpc lUc v5n ben, Td kiit thric h6 so,
Tem c{p hd so, Danh mUc hd so nQp vio luu tii co quan, Bi6n ban giao nhan hd
so vAo luu trft co quan

d) Thoi h4n giai quy6t:

+ Ldp h6 so: tu hic OEt tiu tliin tric k6t thric hd so

+N6p luu hd so: 02 ndm sau khi k6t thtc c6ng vi6c tl5i voi h6 so hiQn
hanh

d) Ei5i tuqng thgc hiQn thri tpc hanh chinh: Ldnh d4o, c6ng chric Uy ban
Dan tQc

e) Co quan gini quy5t thri tuc hanh chinh: Uy ban D6n tQc

g) Ki5t qun thgc hiQn thri tqc hanh chinh: H6 so rlugc lflp vd luu trfi theo
quy dinh

h) Phi, lQ phi: Kh6ng quy dinh

1r-
o
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- T6n miu doru miu td khai : Danh mgc h6 so, Mpc lgc h6 so, tai liQu nQp
luu, Bi6n ban giao nhan h6 so, tii liQu

i) Y6u cAu, diAu kiQn thpc hi€n thri tUc hanh chinh: Kh6ng quy dinh

k) Cdn cri ph6p g cta tht qc hanh chinh:

- Nghi rtfnh si5 :OIZOZOnVO-Cp ngiy OS/3]ZO2O cria Chinh phri v6 c6ng
tric v6n thu

- Quy.5t dinh 852/QD-UBDT ngiy 3lltZl2O2O cria BQ tu-rg, Chri nhiQm
ban henh Quy ch6 c6ng tdc vin thu cria Uy ban DAn tQc.

8. Quy trinh t4m rirg vh thanh to6n

a) Trinh t1r thqc hiQn

Bufc 1: Tam ung kinh phi AiSi voi c6c don vf, c6 nhAn thuQc co quan
UBDT

, Tht tqc t?m img: khi ph6t sinh nhu c6u tem tng, c6g don vi, c6 nh6n lgp
Gi6y tl6 nChi tam ulg theo miu quy dinh grii phdng Ki5 to6n - Tii 4r. C6c
chfmg tu kdm theo di5 lim cin cri t4m img:

- Gi6y de nChi t4m img (theo Vtiu sO Ot;.

- Chri truong t6 chric ho.p, hQi nghf tld duo. c c6p thAm quyAn ph6 duyQt kdm
theo c6c tai liQu li6n quan, nhu: NQi dung chuong trinh, kis hoach t6 chric (thoi
gian, dia ditim, thanh phin, ...).

- Dy torin kinh phi t6 chric hQi nghf ttuqg c6p c6 thAm quyAn ph6 duyQt
ho4c thAm dfnh dg toan cta don vi c6 thlm quyen ph6 duyQt.

- C6ng vin cria Uy ban DAn tQc hopc gi6y moi grii dia phucmg, trong tI6
ghi rd c6c nQi dtrng kinh phi do Uy ban D6n tQc h5 trq cho dai bi6u kh6ng
huong luong.

- Danh s6oh cta dodn di c6ng tic.

CEn cri tinh hinh thgc t6, phdng Ki5 torin - Tdi W thuc hiQn tam tmg kinh
phi phri hqp voi tinh ch6t, quy m6, tlia tlirim t6 chric hQi nghi.

Bv6c2: Ki6m tra, ph6 duyQt, chi t4m rlrg
- trii todn thanh to6n ki6m tra tlnh hqrp lQ cia gi6y t4m img, tinh to6n mtc

chi t4m img, chi tidn m{t ho6c chuytin khoan theo quy dinh hie; hdnh cta Nhd
nudc; x6c dinh thoi gian hoan t4m rmg.

- fii torin thanh tor{n.l4p p.H6: 
"li, 

t<6 toan ffi-rg, Chrinh v6n phdng
(ho4c nguoi duo. c ty quy€n) hj duyQt chi theo mric aa ariygt cr,i trcn cl6v ae
nghi tam img.

* Y6u ciu ai5i voi nguni t4m img:
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;.Ttry thgo nQi dqnB vt tinh.chSt cua rung khoin chi, Gi6y tIA nChi t4m unC

!q^q" ry-r. -1 
nqary-ve $dry KE torin- Tii W (D6i voi c6c khoan t+m ung tr6n

30.000.000d) tl6 c6 thi thoi gian tham dinh vi rut ti6n r+ Kho b4c nhd nu6c, d6p
ung kip thoi ho4t tlgng nghiQp vU gua rlon vi. Ri6ng tam ung kinh phi phgc vU doan
tli c6ng tiic nu6c ngoai phai gui v6 Van phdng tu6c 07 ngity d6 t6 chric tham dinh
dU to6n ve hrn thri tuc mua ngopi tQ.

- OOi vOi c6c trulng hgrp d4c bi6t ho{c dQt xu6t do y6u ciu cria c6ng vi6c
md phai t+m ung kinh phi e6p thi tlon { dA nghi cht tai ktroan xem x6t, quy6t
dinh de giai quyiit ki.p thoi.

- C6 nhen tem rmg cho muc <lich gi phai sri {mg dirng cho mgc dfch d6 vd
thanh torin 1a* ri.g theo dung thoi gfan qui tlinh. Nguoi nhfn tAm ung phai thanh
torin dnt di6m tam )mg hn fu6c (tl6i vor circ hopt dQng tt6 thgc hiQn xong) moi
duo. c t4m img l6n tii5p theo.

Tqm ing tiin mQt:

Don vi c6 li6n quan t.uc ti6p tft5n nghipp vp chi cri crin bQ hm thri tUc tam
img cho tlon vi vi c6 nh6n kh6ng thuQc co quan Uy ban D6n tQc. Thri tlrc t?m rmg
thlrc hi6n theo tinh t.u qui tlinh.

Tqm ilng bing chuyhn khodn:

ftyt hi.6n tam tmg th6ng qua c6c rli6u khoan ghi trong hqp tt6ng kinh t5
dugc ky k6t gita VEn phdng Uy ban vi c6c dcm vi, c6 nh6n c6 li6n quan.

b) Ti6p nhfn, ki6m tra, h.i duyQr_chung tu thanh toan (g6m thanh torin
hoan t4m fmg vd thanh torln chi truc titip)

+ Cdc cd nhan khi thanh torin kinh phi phii c6 dAy dri h6a don, chimg ru
theo quy dinh. Ven phdng Uy ban c6 hrlch nhiQm kirim tra, n6u kh6ng dnm b6o
phni dE nghi don v!, c6 nhAn b6 sung; ntiu kh6ng b6 sung ttAy ttri chrmg tu theo
quy ilinh thi lo4i kh6i quy6t torln.

.+ C6c kho6.n chi bang ti6n m{il c6c khoan chi cho c6c tloan c6ng tic (xing xe,
v6 cau dudrng, c6c khoin thtr lao h5 tg dei bi6u ho.p, hQi nghf); c6c khoan chi ki6c
cho c6c don vi cung cdp hang h6a, dch vu kh6ng c6 tai khoan tai ng6n hang vd cric
khodn chindy c6 gi6 fi nh6 kh6ng vuqt quri 5.000.000 tt6ng doi voi mQt khoan chi.
Hqn ch.t t6i da cric khoan thanh to6n brngti6n m{t, k6 c6 thanh tor{n cho c6 nh6n.

Brnfc 3: Thanh torin

- Quy tlinh chung vA c6ng tric thanh torln.

+ C6c w, don vi tham muu kii hopch t6 chric hQi nghi vi c6c ho4t tl6.ng gui
Vnn phdng Uy ban th6ng nhdt tru6c khi rrinh Lenh ttao Uy ban ph6 duyQt, sau
khi c6 kE hoach duo. c ph€ duyQt don vi gui dy tor{n kinh phi vO Vin phdng Uy
ban thAm d!nh.

7
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+ C6c khoan chi blng chuy6n khoan: diii voi c6c khoan chi c6 gi6 ti tu
5.000.000 ttdng trd l6n (tnr c6c khoin chi bEng tiAn m{t tai ttiiim c khoan I Di6u
niy); ti6n luong, tidn c6ng vi c6c kfroan php c6p; chi b6 sung thu nh{p; ti6n tlipn
thoai tl6i vsi c6c chric danh c6 ti6u chu6n; c6c kho6n thanh torin cho c6 nhdn

thgc hiQn ch5 ttE giao khorin theo quy ttinh vd c6c kho6.n chi thanh to6n cho c6

nhdn kh6c...

- C6c nQi dung c6ng viQc ky kCt hqp d6ng: c6c khoin mua sim trang trOa aicn

vu tu 20.000.000 ddng fd l6n; c6c khodn thu6l*rorin hqp tl6ng c6 nhAq c6c khofur

thu6 xe 6 t6 phgc 4r c6ng tic;

- Quy tfinh chung vA ttroi h4n ttranh torin

+ Thoi h4n nQp chrmg tu

Trong thoi gian 15 ngdy ldm viQc kC tu khi ki5t thric c6ng viQc duo. c giao,

c6c c6 nh6n tlugc giao thpc hiQn nhi€m vU phii nQp chung tu vA Van phdng Uy
ban dti thuc hi6n thanh torin theo chii ttQ quy tlinh.

OrSi voi c6c trudrng hqp dd tam ung kinh phi nhmg chflm thanh torin hoflc

kh6ng ldm tht tUc thanh to6n sau 0l thring kti tu ngny hoan thanh c6ng viQc. VEn
phdng 0y ban thgc hiQn kh6u trt vdo luong cria c6ng chric tn;c tii5p nhan t4m
fmg cho di5n khi thu h6i dt s5 kinh phi de tam rmg.

Oi5i voi W, don vf c6 tu 02 c6ng chric chflm thanh torln ho{c kh6ng lim thri
tqc quyist torin, VEn phdng Uy ban dang thWc hiQn kh6u trir vlio luong thi VIn
phdng sE kh6ng thgc hiQn tam img cho 4r, doa vi tl6 vi vU, d<rn vi c6 tr6ch
nhiQm ph6i giii trinh b6o c6o Ldnh dpo Uy ban.

+ Thoi han thanh toan

Cin cri h6 so dd nghi thanh torin cria don vi, Phdng Ki5 to6n-Tdi vg, V6n
phdng Uy ban c6 tr6ch nhiQm kiiSm tra hd so vd ldm tht tpc giao nhfn chimg
tt.

Chflm nh6t 05 ngiy lim viQc, Vdn phdng hoan thanh kii5m tra chi ti6t chrmg
tu. Nriu hd so chua diy ttri, chua hgrp ph6p, hqp lQ theo quy dinh thi Vdn phdng
thdng b6o vd c6 huong ddn cp th6 cho rlcrn vi. Thoi gian ti5i tla d6 tlcrn vi hoan
thiQn chung tir ld 10 ngiy.

Sau khi nhfn dugc ttAy <fii chimg tu hodn thiQn, chfm nh6t 07 ngdy lim
viQc Vdn phdng sE hm tht tuc thanh torin cho cic vp, don vi. OOi vsi Vp Dia
c6ng t6c din tQc ttia phuong tai Dik L6k vd C6n Tho, thoi gian nhfn chrmg tu
tinh theo ngdy ghi trong s6 vEn thu.

- Trudrng hgrp do tinh ch6t c6ng viQc, h6 so, chimg tu crlc don vi gui tip
trung ctng mQt thoi tti6m, nh6t h nhimg th6ng cu6i ndm thi thoi gian thanh torin
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t4i Vdn phdng c6 ttriS teo ddi nhmg tiSi tla k:trOng qu6 15 ngdy kii tu ngdy nhfn
dri h6 so, chimg tu.

- Quy ttinh chung v6 chimg tuthanh torin

Khi lem thri tpc thanh torin: c6c don vi, c6 nh6n lgp gi6y <16 nghi thanh to6n
vi gui kdm c6c chimg tu sau (ban gi5c) ve ph6ng Ki5 torin - Tdi 4r:

+ Gi6y dA nghi thanh to6n (theo Vt6u s6 O2).

+ Cht truong, du torin t6 chric hgp, hQi nghi tl6 tluo. c c6p thAm quyAn ph6
duyQt kdm theo c6c tai liQu li6n quan, nhu: NQi dung chuong trinh, kC ho4ch tr5

chtc (thoi gian, dia rli6m, thanh phan, ...;.

+ C6nB v6n cria Uy ban D5n tQc ho{c gi6y moi Cui dia phuong, tong 116 ghi
rd c6c nQi dung kinh phi do Uy ban Den tQc h5 tq cho <t4i bi6u kh6ng huong
luong.

+.C6nB vdn cria dia phuong crl rtai biilu tli tham dy hQi nghi, hQi th6o, lorp
tip hudn (ghi 16 c6c nQi dung: dia chi, diii tugng, d6n tQc, sii tontu noi & diin noi
t6 chric hQi nghi, h6i thio, lop tflp truSn 6Oanfr s6ch kdm theo c6ng v6n cta dia
phuong theo miu s6 09).

+ C6ng vin d{t bii b6o c6o tham lu{n.

+ C6ng v6n mdi giang vi6n ghi 16 chi5 dO thanh to6n cho giang vi6n.

, + Hap j6ng, Bi6n btur nghiQm thu vi thanh \f hqp d6ng, gi6y bi6n nh{n
ti6n (theo mdu s6 s6 03) cria giang vi6n, b6o c6o vi6n .

+ Bi6n ban cuQc hgp, b6o c6o tfp hudn, b6o c6o tham lufn, ....
+ Danh s6ch chi ti6n h5 hg cho c6c dpi biiiu ktr6ng huong luong (theo miu

sii oo1.

. + Gi6y 1ac nhan ctia dia phuorg hodc Kh6ch sqn x6c nhin ngny d6n, ngiy
v6 cria dai biiiu kh6ng huong luong n6u danh s6ch chi ti6n kh6ng c6 x6c nhfn
cta dia phuong (tireo miu sii tO).

+ Danh s6ch nhfn ti6n phu c6p luu tru (theo m6u sii OS;.

+ Danh s6ch ti6n phdng ngu theo hinh thric khorin (danh s6ch nhfln ti6n
khorin ngu theo miu sii OZ;.

+ Danh s6ch nh4n ti€n khorin tti s6n bay (*reo m6u sii 0g).

+ Hd so, chimg tu chi hgp ph6p theo tlung nQi dung vA dfnh mric chi duo. c
duyQt nhu: Hqp tt6ng mua hdng h6a ho{c ttr6 ai"n 4r, ni6n bin nghiQm thu,
tlanh li hqrp d6ng (niiu c6), gi6y bi6n nh{n tidn b6o c6o tham lu6n (n6i .;),. . . .

D.5i voi dich vu, hing h6a phUc W hQi nghi thlrc hiQn lcj ki5t hqp tt6ng voi
don v! cung c6p, nhu: in 6n, photocopy tdi ftu; bi6n dich iai tpui pt iC, ai"f,

I

\
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(dich n6i, dich ttu6i); thu6 ch5 nghi, hQi trudrng, thiiit bi...; tlon vi chri tri tr5 chric
hQi nghi c6 tr6ch nhiQm phrii hgrp voi don vi cung c6p theo quy ttlnh cria ph6p
luat hien hanh."

b) C6ch thric thgc hiQn: Tryc tit5p

c) Thdnh phnn, s5 lugng h6 so: 01 bQ

d) Thoi han gi6i quy6t: Thuc hiQn theo quy itfnh t4i bu6c 3

d) D6i tuqng thpc hiQn thri tUc hdnh chinh: C6c W, don vi thuQc Uy ban
DAn tQc, c6c t6 chric, c6 nhdn c6 li6n quan.

e) Co quan giii quyiit thti Qc hanh chinh: Vin phdng Uy ban @hdng K.i
tor{n - Tdi vU)

g) Kiit qu6 thyc hiQn thri tUc hanh chinh: Phiiiu chi, phi6u thu, Uy nhiQm
chi, giAy rut dU to6n ngen s6ch nhi nu6c, b6o c6o.

h) Phi, lC phi: Kh6ng quy dinh

i) T6n m6u don, m5u td khai:

k) Ydu cAu, tti6u kiQn tfuc hiQn thri luc hinh chinh: Kh6ng quy rfnh

STT rf,N curlNc rtl SO HIEU

I Gi6y dA nghi thanh todn tam tmg vtiu si5 ot

2 ci6y d6 nghi thanh to6n tvt6u si5 Oz

J Gi6y bi6n nhfn ti6n uiu si5 o:

Danh s6ch nhfln ti6n tham d1r hQi ngffiQi
th6o/hqp.... trrtiu sii O+

5 Danh s6ch nhfln tiAn phg c6p lrru trf vtiu s6 os

6
Danh s6ch hd trq tiAn 5n, ng| di 14i cho d4i
bi6u kl6ng huong luong du hQi nghj/trQi thao

Miu sii:06

B6ng kd thanh torin kho6n ngu MAu si5: 07

Danh s6ch nhfn ti6n khorin di sdn bay tr,t6u si5 Ot

Danh s6ch dai bi6u di d1r kim theo c6ng vdn
cta dia phuong vtlu si5 os

10.
Gi6y x6c nh{n phgc vu thoi gian, dfa diiSm t6
chr?c hQi nghi, hQi thio... vtdu s6 to

l) Cnn cri ph6p lj cria thi 4rc hdnh chinh:

4.

7.

8.

9.
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- Quy6t dinh. sii 486/eD-UBDT ngdy 14 thring 7 ndm Z02t crja 86
trudng, Cht nhi6m Uy ban DAn tQc ban hanh quy ch6 chltiCu nQi b6.

- QuytSt tlinh s5 69IeE-UBDT ngiry 23 thing2 ndm2023 cria BQ truong,
C,hi.$ief !f tan .Den t0c sria d6i, b6- sung m0t"s-O Aieu Sria tt6i, UO ,"ng rnOt
s6 di6u cta Quy chd chi ti6u n6i bQ cria co quan Uy ban D6n tQc ban tranrr tem
theo Quy6t tIffi sd 486/QE-UBDT ngiy t4/7/2021cta BQ **rg, Cht nhiQm
Uy ban DAn tQc./.

o

R
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PHULUC
Cic bi6u m6u cria thfr tgc hinh chinh s5 8

Don vl: Vin phdng Uf ban D6n tQc

Mi tlon vi SDNS: 1058960
Ngdy nhfln CT

ufiu s5 ot

GIAY DE NGHI TAM ITNG
Nedy . ..thdng..... ndm......

Kinh gfti

TOn t6i li
B0 phQn (ho[c dia chi)

DO nghi cho t4m tmg si5 ti€n

Thoi hqn thanh to6n

Linh il4o Vin phdng
Duyet tem tng:......

(Kj,, hp ftn)

K6 toin tru6mg
(Kj,, he ftn)

Phg trich bQ phin
(Kt, hq tan)

Ngudi ild nghi t?m iTg
(K!,, he ten)
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Don vi: VIn phdng Uf ban Din tQc
Mi tlon vi SDNS: 1058960
Ngdy nhfln CT

uiu s6 0z

GIAYDE NGHI TIIANH TOAN
Ngdy.. ....thdng...... ndm 20

Kinh gui: Vdn phitng U! ban Ddn tfc

- Hq t6n ngudi dd nghi thanh torin

- NQi dung c6ng viQc
- Dia di6m t6 chric th

- BQ phfn:

gc hiQn

STT N dun sd d6 TT sii d TT

ehan KC to6n ghi):Sii ti6n ttugc thanh to6n b6ng cht

/

cQng:

Linh ilgo vrn phdng K6 to6n tru,&ng K6 todn TT phg trrich bQ phfln Ngudri iI6 nghi rl

thanh to6n
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Don vi:

35

clLvn$xuu4xrrrx

vrlu sd ol

- Hg vit6n:

- Dia chi

- 35 CMND

- Mi s6 thuii cd nhdn

Ngdy c6p Noi c6p

- Si5 tiAn bdng sri

- Lf do nhAn ti6n:

BENGIAO
(K!, he t1n)

nCay ... . thdng.....ndm

BtNNEAN
(K!, hp t€n)

- Sii tiAn vii5t b6ng cht:
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w n,rx lAlv rgc prfiu s5 ol

Don vi:

o.livu sAcnNgAN rmx
TrrAM D(/ Hor NGHy HQr THAO/ HQP

- N6i dung h6i nghi/ hQi th6o/ hgp:
- Eia dii5m h6i nghi/ hQi th6o/ hqp:
- Thoi gian hQi nehi/ hQi th6o/ hqp: ngAy . . ...th6ng

Linh tllo tlon vi Nguli lfp

F
a

\
2

T6ng s6 tiAn vi6t b6ng chft. . ... .

Ghi chrt: Sii tiin-f cQt itlnh mftc iilinh mdy fiwtc.
Ghi chrt: WP gim

STT Hg vi tGn
Chli'c

vu

Dm vi
c6ng
tdc

s6 bu6i
Dinh
mrirc
(d)

Thhnh
YPP

Kf
nh$n

1

2
J

4

6

7

8

nam

ti6n (d)

5
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uYBAnoAxrgc
Don vi:

D4i di$n Doin c6ng tdc
Tru&ng Doln

nniu s6 os

Hd nQi, ngdy thdng ndm 20
Nguli lfp

DANH SACHXnAlrrreXprIrJcAp LIIU TR[r
@odn di c6ng tdc tqi t*ngdy...... tfuing...... ndm 20... diln

ngdy... ...tfuing.....ndm 20... )

Donvi tlnh:
^^DO

TT
Hg vi t6n Don vi

c6ng tdc
S5

ngery

c6ng
tdc

Iren lrm
trf/ngiy

*i t
r ong so Kf nhfln

-Ir ong cong
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UY BAN DAT\ TQC
Eon vi:

Miu s5: 06

DANH SACTT CIII TIiN
Cho c6c tt4i bi6u kh6ng hu&ng luong tham dU.............

tai tir ngiry ....... tl5n ngiy ..... n5m......

Hg vi t6n Dla chi

H6 trq ti6n
tli lai (tI)
(s6 tAn x

tlinh mftc)

H5 tro
ti6n en ia;
(s6 ngiy x
ilinh mftc)

H6 trq
ti6n ngi (i!

1s5 dGm x
ilinh mftc)

T6ng cQng
s6 tidn (d) Tiri liQu,

YPP Kf nh$n

I

2

J

4

T6ng cQng:

sO ti vlet bEng ch

(*l H,ffi-s$\ li

s5
TT

5

- SO fien d cQt hO trq ti6n dn, tiin ngd tfitnh ruiy trrhc
- TdiliQqWPgom

NGTIdI LAP DANIr sAcH xAc rr'r .rAN cuA TRTIONG EoAN xac xnAlv cuA DIA pril.Ior{c
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fry n,tN oAN rgc
Dcrn vi:....... vt6u s5 0z

nAxc rt THANH roArv xnoAx xctl
Ngdy thdng ndm 20

T6n t6i ld

T6i ttd nghi thanh torin ti6n khorin ngti cho doan tti cdng t6c tu ngiy ...... th6ng ..... ndm 20.... d6n ngey ...... thang ..... nim 20....igom

Ky
nh$n

Glti chrfr: Sd fiin itdyh may

Dodn c6ng t6c ttd nghi <tugc thanh torin ti€n kho6n ngt theo nQi dung tr€n. Xin cam rloan khoin thanh toan tr6n chua duoc tinh
trirng vdo thanh toan ng6n s6ch dia phuong. N6u sai dolur xin hod'n todn 

"tri, 
t a"n nniQm theo quy ttinh cfra ph6p lu6t.

Hg vi t6n (ghi 16: xi, huyQn, tinh,
thnnh ph5)

Noi.16n c6ng t6c
s6

dGm

Nguli I{p X6c nhin cria tnr0ng tloirn K6 to6n tru&ng Linh il4o Vin phdng

S
TT Don v! Don gi6 (tI) Thinh ti6n

(d)

T6ne c6ne

tr
=



IIY BAN DAN TQC
Don vi:

DANH SACH NHAN TMN KHOANDI SAN BAY
(Eodn di c6ng tdc tqi ....til ngdy ..,.. tfuing ..... ndm 20... ddn ngdy...thdng..ndm 20.. )

.........., ngd!.......... thdng........ ndm 20
Nguli l$p

\

N
d9
4

S6

TT
Ecrn vi

c6ng tfc
Ntri di Ncri tl5n T6ng

s6
ti6n
(d)

Ky
uh$n

T6ng cQng

IT

Dli diQn Doin c6ng tic
Trufrng Doin

Nrfiu s5 os

Hg vir t6n
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tvtiu s6 og

DA}IHSACH

D4i bi6u di dg............

(Kdm theo c6ngvdn ctu diaphuong

Thirnh
phin

dAn tQc

o6i tugng
s6 km
(ci tli
vn v6)

s5
TT H9 Vh TGn

Nam Nii Eia chi

T6ng cQng: ngudi

IIII

,)

Gir6'i tinh

t---T---

I

=--t --H[-r--
L-
t-

+-fflH
I

=

=

L___l
L___ltl tItt
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wtIu s6 to

DoN vI xAc xn4x .......... cgxc nOa xA HQI cnt xcni.l vlpr NAM

EQc l$p - Tg do - HSnh Phtic

cuv xAc NHAN PHUC VU
Thdi gian:

Dcm vi xac nhin: .....................,.......................,
X6c nh6n Vu .. ...de t6 chric lop tfp huin hoac hOi th6o tai kh6ch

san nhu sau:
l. T6n hQi thno (op t4p h"5n). . . . .. . . ..

X6c nh{n cia khrich hirng

2. Thoi gian tii chric hQi th6o Qop tap tru6n)
3. 36 lugng uong d6n du hOi th6o (dai bi6u kh6nghuong I

... d€n ngdy i.'engiy ......th6n9 .....nem .. th6ng..... n6m
4. Thu6 hQi truong (thoi gian vi don gi6):

) tir

5. Ma kdt (thoi gian vd dcm gi6)
6. Nu6c uiSng (thoi gian vh don

)
)

, ngdy thdng
Don vi xdc nh$n

ndm 20
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