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QUY TRINH NOI BO
GIAlI QUYET THU TUC HANH CHINH LINH VUC TAI CHINH
HANH CHINH SU NGHIEP, QUAN LY CONG SAN THUQC PHAM VI
CHUC NANG QUAN LY CUA SO TAI CHINH
(Kém theo Quyét dinh sé 514 /QB-UBND ngay 22 13/2023 ciia Chii tich UBND

tinh)

I. LINH VUC TAI CHINH HANH CHINH SU NGHIEP (01 TTHC)

1. Tha tuc phé duyét ké hoach Iwa chon nha thiu sit dung vén nha
nuée dé mua sim nham duy tri hoat dong thudng xuyén ciia co quan nha
nwéc, don vi thugc lwe lwong vii trang nhan dan, don vi sw nghi€p cong lap,
t6 chirc chinh tri, t6 chirc chinh tri - xi hdi, to chirc chinh tri xa hdi - nghé
nghiép, to chirc xa hdi, té chire xa hdi - nghé nghiép thudc tham quyén cia
UBND tinh (Md sé6 TTHC: BTN-261898)

Trinh ty Chirc danh, Nbi dune cone viac Thoi gian
thuc hién Vi tri 21 Gung cong vie thuc hién
- Huong dan, kiém tra va tiép
nhan ho so.
- Truong hop hd so diy du,
chinh x4c theo quy dinh, cong
chuc tai Trung tam HCC tinh lap
. giay tiép nhan va hen ngay tra
CCVvC tal Trung két qua. _

Busc 1 tam  HCC  tinh . N N Gio hanh
uoc (Qudy téng hop S&| - Truong hop ho so chua day chinh
Tai chinh) ' da, chua chinh xac theo quy

dinh, CCVC tai Trung tam HCC
tinh hudng dan bd sung, hoan
thién ho so.
- Trudng hop tir chbi nhan ho so,
CCVC tai Trung tam HCC tinh
phai néu ro 1y do.
CCVC tai Trung
. tam  HCC  tinh | Chuyén ho so cho phong chuyén .
BuGC 2 | (Gudy téng hop Sé| mén, So Tai chinh it 1. 0.5 ngdy
Tai chinh)
Lanh dao phong . o o . \
Budc 3 | chuyén mon, S¢ Tai Phan cong cong chic phong 0.5 ngay

chinh

chuyén mon xur ly.
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Budc 4

Cong chuc phong
chuyén mon

Tham tra, xu 1y ho so, du thio
van ban Xt 1y hd so trinh 1anh
dao phong chuyén mon.

11.5 ngay

Budc 5

Lanh dao
chuyén moén

phong

Xem xé&t, thong qua du thao van
ban xur 1y ho so.

01 ngay

Budc 6

Lanh dao So

Xem x¢ét, ky duyét.

1.5 ngay

Budc 7

Cong chuc phong
chuyén mon va Van
thu S&

Vao s6, leu trix ho so, chuyén két
qua cho Trung tam HCC tinh.

01 ngay

Budoc 8

CCVC tai Trung
tam  HCC  tinh
(Quay téng hop So
Tai chinh)

Chuyén hd so cho CCVC Trung
tam HCC tinh (Quay tong hop
VP. UBND tinh).

02 gio

Buoc 9

CCVC Trung tam
HCC tinh (Quay
tong hop VP. UBND
tinh)

Tiép nhan hd so, chuyén hd so
cho phong chuyén mon, VP.
UBND tinh xtr ly.

0.5 ngay

Buac 10

Cong chuc phong
chuyén mon VP.
UBND tinh

Tham tra, xt 1y ho so, du thao
van ban.

3.5 ngay

Budce 11

Lanh dao VP.

UBND tinh

Xem xé&t, thong qua.

01 ngay

Buéc 12

Lanh dao UBND
tinh

Xem xé&t, ky duyét.

01 ngay

Budc 13

Cong chuc phong
chuyén moén, VP.
UBND tinh

Chuyén két qua cho Trung tam
HCC tinh.

0.5 ngay

Budc 14

CCVC tai Trung
tam  HCC tinh
(Quay téng hop VP.
UBND tinh)

Chuyén ho so cho CCVC tai
Trung Tam HCC tinh (Quay
tong hop So Tai chinh).

02 gio

Budc 15

CCVC tai Trung
tam  HCC  tinh
(Quay téng hop So
Tai Chinh)

Tra két qua cho to chirc; thu phi,
I¢ phi (néu co).

Gio hanh
chinh
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Tong thoi gian: 23 ngay 1am viéc (Ké tir ngdy nhdn dii hé so hop 16)

Ghi chu:

- Phong QLNS-DN déi Véi co quan don vi thugc huyén, thi xd, thanh phé
va cac co quan Trung wong co tru So dong trén dia ban tinh.

- Phong TCHCSN déi Véi co quan don vi hanh chinh sw nghiép khai tinh.
1. LINH VUC QUAN LY CONG SAN (04 TTHC)
1. Thit tuc mua quyén héa don (Md s6 TTHC: 1.005434)

Trinh tw
thuc hién

Chirc danh,
vi tri

Noi dung cong viéc

Thoi gian
thuc hién

CCVC tai Trung tam

- Huéng dan, kiém tra va tiép
nhan ho so.

- Truong hop hd so diy du,
chinh x4c theo quy dinh, cong
churc tai Trung tam HCC tinh lap
gidy tiép nhan va hen ngay tra
két qua.

G106 hanh

Bugse 1 | HCC finh_(Ql’Jd‘y tong | - Truong hop hd so chua diy chinh
hop So Tai chinh) di, chua chinh xac theo quy
dinh, CCVC tai Trung tam HCC
tinh hudng dan bd sung, hoan
thién ho so.
- Truong hop tir chéi nhan ho so,
CCVC tai Trung tam HCC tinh
phai néu ro 1y do.
CCVC tai Trung tdm o
Buéc2 | HCC tinh (Quay tong | Chuyén ho so cho Van phong Sé | 01 ngay
hop So Tai chinh)
. , < . .| Nhan hd so va phan cong ho so .
Budc 3 | Chanh Van phong S& cho Cong chitc Van phong xit Iy 0.5 ngay
Xem xét, tham dinh, x 1y ho so:
- Truong hop h6 so khong dap
, Coneg chitc Vin phong | Ung yeéu cau: Thong bao cho co ‘
Budc 4 8 prons quan, don vi bd sung hd so:| 1.5ngay

tham muu xur ly

Cong van phuc dap.

- Truong hop hd so dap ng yéu
cau: lap phi€u thu tién ban quyén
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hoéa don va giao quyén héa don
cho don vi tai Van phong S,
vao sO theo doi.

- Thong bao két qua cho Trung
tdm Hanh chinh cong tinh.

Tong thoi gian: 03 ngay lam viéc

2. Thia tuc mua hoéa don 1é (Md so TTHC: 1.005435)

Trinh tw
thuc hién

Chirc danh,
vi tri

Noi dung cong viéc

Thoi gian
thuc hién

CCVC tai Trung tam

- Huéng dan, kiém tra va tiép
nhan ho so.

- Truong hop hé so diy du,
chinh x4c theo quy dinh, cong
chuc tai Trung tam HCC tinh
lap gidy tiép nhan va hen ngay
tra két qua.

G106 hanh

Buoc 1 |HCC oﬁnh_ (QUdY tong | - Truong hop hd so chua ddy chinh
hop So Tai chinh) du, chua chinh xac theo quy
dinh, CCVC tai Trung tdm
HCC tinh huéng dan bo sung,
hoan thién ho so.
- Truong hop tir chéi nhan ho
so, CCVC tai Trung tam HCC
tinh phai néu 4 1y do.
CCVC tai Trung tam 2 1A < \
Buéc?2 |HCC tinh (Qudy tdng gguyen ho so' cho Van phong | 4 0sy
hop So Tai chinh) '
Budc 3 | Chanh Van phong So NhanAho Sy vap ?ar,l cong ho so 0.5 ngay
cho cong chire xtr 1y.
Xem xét, thAim dinh, xt 1y ho
SO
A ’ § ‘ - Truong hop h6 so khong dap
Budc 4 Cong chirc Van phong | 4mg yéu cau: Thong bao cho co 1.5 ngay

tham muu xur ly

quan, don vi bé sung hd so:
Cong van phuc dap.

- Truong hop h?) so dap Umng
yéu cau: Lap phicu thu tién ban




quyén hoa don va giao quyén
hoéa don cho don vi tai Van
phong S¢&, vao so theo doi.

- Théng béao két qua cho Trung
tam Hanh chinh cong tinh.

Tong thoi gian: 03 ngay lam viéc

3. Thi tuc thanh toan chi phi ¢6 lién quan dén viéc xir ly tai san cong
(Ma so TTHC: 1.005429)

Trinh tw
thuc hién

Chirc danh,
vi tri

Noi dung cong viéc

Thoi gian
thuc hién

CCVC tai Trung tam

- Huéng dan, kiém tra va tiép
nhan ho so.

- Truong hop hé so day du,
chinh x4c theo quy dinh, cong
chuc tai Trung tam HCC tinh
lap gidy tiép nhan va hen ngay
tra két qua.

/ ; A A \ \ G106 hanh
Buoc1 |HCC otlnh_ (QUay tong | - Truong hop ho so chua day | pinh
hop So Tai chinh) du, chua chinh xac theo quy

dinh, CCVC tai Trung tam
HCC tinh huéng dan bo sung,
hoan thién ho so.
- Trudng hop tir chdi nhan ho
so, CCVC tai Trung tam HCC
tinh phai néu 6 1y do.
CCVC tai Trung tam 2 A \
Buéc2 |HCC tinh (Qudy tdng S}E;Jye?m:r?x;? cho phong| 5\ oay
hop So Tai chinh) Y Y
~ \ . | Nhan ho so va phan cong hd so
Buoc 3 rl;%rlllh dao phong chuyén cho cong chirc phong chuyén | 0.5 ngay
mon xur ly.
Budc 4 CongA cAhu’c phong | Xem x¢ét, t%lamvdml} ho so; tham 17 ngay
chuyén mon muu dy thdo van ban.
Bude 5 LaAnh dao phong chuyén Xem xét, thong qua. 02 ngay
mon
Buéc 6 | Lanh dao S& Ky duyét ket qua TTHC 1a| g1 ey

quyét dinh xuét chi tir tai khoan




tam gitr d& ndp NSNN va thanh
toan chi phi c6 lién quan cho
don vi.
V,é\o $6, luu trit ho so, chuyén
Cong chuc phong tham | két qua cho Van phong S¢ va
Budc 7 | muu xu ly va Van thu | phong Chuyén mon xu ly dé| 1.5ngay
So chuyén két qua cho Trung tam
HCC tinh.
Bude 8 | Chanh Van phong Nhe_mAho S0 va p%lal,l cong ho so 0.5 ngay
cho cong chure xtr 1y.
Can cir quyéet dinh, lam Tty
nhi¢ém chi (UNC) trinh lanh dao
Budc 9 | Cong chic Van phong | S6 ndp ngan sach hodc chuyén | 1.5 ngay
tra cac chi phi phat sinh cua
don vi (néu co).

Budc 10 | Chanh Van phong Xem xét, thong qua UNC. 0.5 ngay
Budc 11 | Lanh dao S& Xem x¢ét, ky duyét. 02 ngay
Tong thoi gian: 27 ngay lam viéc

Ghi chu:

- Phong QLNS-DN ddi Véi co quan don vi thuge huyén, thi xd, thanh phé
va cdac co quan Trung wong co tru So dong trén dia ban tinh.
- Phong TCHCSN doi Véi co quan don vi hanh chinh sy nghiép khai tinh.

4. Tha tyc thanh toan chi phi lién quan dén ban tai san trén dat,
chuyén nhwong quyen s dung dat (Mda so TTHC: 1.006216)

Trinh ty
thuc hién

Chire danh,
vi tri

NOi dung cong viéc

Thoi gian
thue hién

Buoc 1

CCVC tai Trung tam
HCC tinh (Quay tong
hop So Tai chinh)

- Huéng dan, kiém tra va tiép
nhan ho so.

- Trudong hop hd so day du,
chinh x4c theo quy dinh, cong
chuc tai Trung tam HCC tinh 1ap
gidy tiép nhan va hen ngay tra
két qua.

- Truong hop hd so chua day
da, chua chinh xdc theo quy
dinh, CCVC tai Trung tam HCC

Gi0 hanh
chinh
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tinh huong dan bo sung, hoan
thién ho so.

- Trudng hop tir chéi nhan hd so,
CCVC tai Trung tam HCC tinh
phai néu ro ly do.

CCVC tai Trung tam

Chuyén hd so cho phong chuyén

Bugc2 |HCC tinh (Quay tong | ~. 7", .. 0.5 ngay
hop S Tai chinh) mon Xir 1.
Lanh dao  phong . A n . \
Buéc3 |chuyén mon, S¢ Tai |l pan cong cong chic phong| 5 ..
. chuyén mon xtr 1y.
chinh
- Tham dinh cac khoan chi phi
lién quan duoc chi tra tu tién ban
) Cong chirc phong | tai san trén dat, chuyén nhuong .
Buoe4 | huyén mon quyén s dung dét (truong hop | 22 Nedy
hoé so day du, hop 1¢).
- Du thao quyét dinh.
. Lanh  dao  phong LA \
Budce 5 chuyén mén Xem x¢ét, thong qua. 3.5 ngay
Ky duyét ket qua TTHC 1a Quyét
, ~ \ dinh xuat chi tr tar khoan tam \
Bude 6 | Lanh dao So giit dé ndp NSNN va thanh toan 03 ngdy
chi phi c6 lién quan cho don vi.
Vo s6, luu trir ho so, chuyén két
. Phong chuyén moén va | qua cho Van phong S¢ va phong .
Buoe 7 Vian thu S& chuyén mon dé chuyén két qua 1.5 ngay
cho Trung tam HCC tinh.
Buéc 8 | Chanh Van phong S& NhanAho SO va Bha’n cong ho so 01 ngay
cho cong chure xtr 1y.
Cin ctt Quyét dinh, lam Uy
nhiém chi (UNC) trinh lanh dao
Budc 9 | Cong chic Van phong | S& ndp ngan sach hodc chuyén | 05 ngay
tra cac chi phi phat sinh cua don
vi (néu co).
Budc 10 | Chanh Van phong Xem x¢ét, thong qua UNC. 02 ngay
Budc 11 | Lanh dao S& Xem xé&t, ky duyét. 03 ngay
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Tong thoi gian: 42 ngay lam viéc

Ghi chu:

- Phong QLNS-DN doi Véi co quan don vi thugc huyén, thi xa, thanh phé
va cdac co quan Trung wong co tru So dong trén dia ban tinh.

- Phong TCHCSN doi Véi co quan don vi hanh chinh sw nghiép khei tinh.
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