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HUONG DAN PIEN BIEU MAU 3a

A. THONG TIN CHUNG

Tén méu don, mau to khai: La tén mau don, to khai duoc ra soat theo
dung Quyét dinh cong b ctia co quan nha nudc ¢ thim quyén hodc cin ctr theo
thong tin vé mau don, mau to khai d3 duoc théng ké tai cau 11 ctia hd so thu tuc
hanh chinh tuong tng.

Tén thi tuc hanh chinh ¢6 miu don, t&' miu t& khai dwge ra soat: La
tén thi tuc hanh chinh c¢6 mau don, mau to khai duoc ra soat b@fmg biéu mau 3a
nay.

S6 ho so thii tuc hanh chinh c¢6 miu don, to khai dwoe ra soat: La s6 hd
so trong phan mém dit liéu cua th tuc hanh chinh noi trén. Nguoi dién truy cip
vao trang tin dién tr cua TO cong tiac chuyén trach theo dia chi:
hitp.//thutuchanhchinh.vn, vao muc Pon gian héa TTHC, st dung cong cu tim
kiém dé c6 duge sb hd so cua thi tuc hanh chinh c6 miu don, mau to khai duoc
ra soat dé dién vao biéu miu 3a hoic 14y sd hd so tir biéu miu 3 twong ung dé
dién.

Linh vwe ra soat: Ghi dung theo linh vyc cta tha tuc hanh chinh chura
dung mau don, mau to khai duoc ra soat.

Tén ca nhan, to chirc ra soat: Ghi tén ca nhan, t6 chirc thuc hién viéc dién
bi€éu mau 3a.

B. TRA LOI CAU HOI

Chu v: Ca nhan, to chirc co thé tra loi bat ky cau hoi nao trong bieu mau nay

Cau 1: Miu don, miu to khai nay cé cin thiét trong thwe hién thi tuc
hanh chinh hay khong?

Viéc ban hanh mau don, mau t& khai nham tao su théng nhat trong thuc
hién hd so va tién loi cho nguoi khai, nguoi dién. Pat dugc muc tiéu nay thi viéc
ban hanh miu don, mau to khai 1 can thiét, tao tién loi cho ca nhan, t6 chirc khi
hoan thién hd so. Hau hét cac miu don, mau to khai duge ban hanh 1a can thiét
trong thuc hi¢n tha tuc hanh chinh.

Tuy nhién, trén thuc té van con co nhitng mau don, to khai khong can thiét,
chang han, nhimg mau don, mau to khai tu dit ra (khong co trong quy dinh ban
dau nhung khi thuc hién thu tuc lai ¢6) hoac, trong thanh phén hd so quy dinh ban
dau 1a c6 nhung thuc té thuc hién khong can vi da duoc thé hién tai thanh phan hd
so khac roi.
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Céu 2. Noi dung miu don, miu to khai c6 dé hiéu, dé thyc hién
khong?

Tra 16i cu hoi ndy yéu ciu nguoi ra soat xem xét trén thuc té mau don,
mau t& khai ndy c6 don gian, than thién véi c4 nhan, td chire khi thuc hién thu tuc
hanh chinh hay khong.

Cau tra 101 1a CO, néu trén thuc t€ viéc thuc hi€én mau don, mau to khai nay
phu hop véi yéu cau thuc tien, don gian, 1o rang, dé thuc hién.

Cau tra 101 1a KHONG, néu mau don, mau to khai phtc tap, khong rd rang.
Trong trudng hop nay, dé nghi chi rd nhitng ndi dung bét cap va dé xuit phuong
an stra doi. Co6 4 sy lya chon chirng minh su bat cap vé noi dung cuia mau don,
mau to khai, doi véi mdi sy lua chon d6 can chirng minh cu thé dé 1am co s& hoan
thién noi dung mau don, mau to khai nay.

Cau 3. Miu don, miu t& khai c6 phai xin xdc nhin ciia co' quan nha
nuwéc hay nguoi c6 tham quyén khong?

Trén thyc té hién nay c6 nhiéu mau don, miu to khai duoc quy dinh phai
c¢6 xac nhan cta co quan nha nudce cd thim quyén. Trong mot sb truong hop can
bao dam dat dugc muc ti€u quan 1y cua tung nganh, linh vyc thi quy dinh nay la
can thiét, nhung nhiéu trudng hop 13 khong can thiét.

Pé bao dam don gian, tién lo1 cho ¢4 nhan, td chirc trong thuc hién mau
don, mau to khai, cAn ra soat dé loai bé nhimg mau don, mau to khai khong can
thiét phai xin x4c nhan nhung trong quy dinh van dang ton tai.

Néu cau tra 16i 1a CO, dé nghi tra 101 tiép phﬁn 3.1 dé xéac dinh viéc xéc
nhan co cin thiét khong, dong thoi tra 10 tiép cac phan 3.2, 3.3 nham lam rd nodi
dung xac nhan va thim quyén cia co quan xac nhan.

Ciu 4. Thé thirc ciia miu don, miu to khai c6 tién loi cho nguoi sir
dung khong?

Céach thtrc trinh bay mau don, mau t& khai bao dam trat tu logic, bd cuc 1o
rang, kiéu, ¢& chir phu hop... s€ tao thuén lgi cho ngudi khai, ngudi dién.

Néu cau tra 101 1a KHONG, dé nghi lya chon cac phuong an va dé xuét
hudng sira d6i dé hoan thién mau don, mau to khai theo hudng tién loi, than thién
vO1 ngudi su dung.

Ciau 5. Ngon ngir yéu ciu trong mau don, miu to khai cé6 hop ly
khong?

Thuc té con nhiéu mau don, to khai quy dinh ngén ngir chua phu hop, gay
khé khan cho nguoi thuc hién tht tuc hanh chinh. Muc dich cau héi nay nham
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chuan héa ngdn ngit quy dinh trong mau don, mau to khai dé tao tién loi cho
nguoi khai khi thuc hién tha tuc hanh chinh c6 lién quan.

Truong hop cau tra 16i 1a KHONG, dé nghi dé xuat ngdn ngir hop 1y va néu
10 ly do.

Céu 6. Mau don, miu to khai c6 dé tiép can khong?

Pa dang hoa céach tiép can mau don 1a mot cach giam su phién ha, sach
nhiu dbi v6i ca nhan, to chirc. Muc dich cau hoi nay nham hudng t6i cach tiép
can don gian, tién loi nhat.

Nguoi cung cip thong tin can lwa chon phuong 4n vé cach tiép can duogc

cho 13 phu hop nhat.

M
A

Céu 7. Cac phan anh, kién nghi khac vé miu don, miu to khai va dé
xuat hwéng gidi quyét?

Lién quan dén mau don, mau to khai, ngoai nhiing van dé néu tai cac cau
hoi néu trén, néu con cd van dé nao khac can kién nghi thi d€ nghi néu cu thé.

Y kién deé xuat

Cau 8. Mau don, mau to khai nay can

- Tiép tuc duy tri;

- Duy tri ¢6 stra doi;

- Bai bo hodc huy bo.

bay 1a cau hoi két, nguoi tra 101 cau nay can can cur vao ndi dung tra 101
cua cac cau hoéi trén dé co két luan rd rang bang cach luya chon mdt trong 3
phuong an néu trén.

Cau 9. Thong tin lién lac
D061 vai cd nhan ra soat, d€ nghi ghi rd ho tén, dién thoai va email (néu co).

D061 véi t6 chire ra soat, dé nghi ghi r6 ho tén, di¢n thoai va email (néu cd)
clia nguo1 trong to chirc ra soat c6 thé lam 1o cac cau tra 101 trong Bi€u mau nay./.



