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THONG TIN CHI TIET THU TUC

Tén thu tuc

Thu tuc Ké khai tai san, thu nhép

Linh vue

Phong, chéng tham nhiing

Co quan thuc
hién

Co quan hanh chinh nha nudc céc cép, cac don vi su
nghi¢p cong lap thudc co quan hanh chinh nha nudc,
cic doanh nghiép nha nudc phai thuc hién t6 chic
trién khai viéc ké khai tai san, thu nhap.

Cach thire thue

Viéce ké khai tai san, thu nhap duoc tién hanh tai co

hién quan, don vi cua nguoi c6 nghia vu phai ké khai.
Trinh ty thue - Buoc I: Co quan, t6 chuc, don vi ban hanh van ban
hién t6 chirc trién khai viée ké khai;

- Budc 2: B phan phu trach céng tac t6 chirc, can
bo tién hanh trién khai viéc ké khai:

+ Lap danh sach Nguoi ¢6 nghia vu ké khai cua co
quan, to chirc, don vi minh, trinh nguoi ding dau co
quan, to chirc, don vi phé duyet danh sach phai xéc
dinh r6 d01 tugng thudce cap uy quan ly, dbi tuong
thudc cap trén quan Iy, d6i twong thude co quan, td
chtre, don vi quan ly;

+ Gui danh sach Nguoi c6 nghia vu ké khai dén
cac co quan, td chirc, don vi truc thude;

+ Guri mau Ban ké khai tai san, thu nhap (sau day
goi 12 Ban ké khai), huéng din va yéu cau ngum co
nghia vu ké khai thuc hién viéc ké khai tai san, thu
nhap.

- Buoce 3: Nguoi c6 nghia vy ké khai phal hoan thanh
viéc ké khai trong thoi glan 10 ngay | ké tlr ngay nhan
duoc mau ban ké khai, nop 01 ban vé bo phéan phu
trach cong tac to chirc, can bo va luu ca nhin 01 ban.
Truong hop tai thoi dxem ké khai, nguot ¢é nghia vu
ké khai khong thé tién hanh ké kha1 dung thot han vi
ly do khéach quan thi viéc ké khai c thé duoc thue
hién trudc hodc sau thoi diém quy dinh cua co quan,
td chire, don vi (voi thot gian gén nhat).

- Buoc 4: Bo phan phu trach cong tac to6 chure, can
bo ti€p nhan, kiém tra, sao luc, gui, luu, quan ly Ban
ké khai nhu sau:

+ Trong thoi han 07 ngay lam viéc (ke tur ngay
nhan duge Ban ké khai) kiém tra tinh day du vé noi
dung phai ké khai; truong hop Ban ké khai chua
dung quy dinh (theo miu) thi yéu cau ké khai lai,
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thoi han ké khai lai 1a 03 ngay 1am viéc ké tir ngay
nhan duoc yéu cau;

+Sao luc, gui va luu Ban ké khai nhu sau: Guri ban
chinh dén Ban t6 chuc Dang, 01 ban sao dén co quan
Uy ban kiém tra cua cap uy Dang quan ly ngum ké
khai, néu ngum do la can bg thudc dién cap uy quan
ly (theo phén cép quan ly can bo) Gui ban chinh dén
co quan to chirc cap trén dbi voi ngum ké khai do
cap trén quan 1y (hodc guii ban sao néu nguoi do
thudc cap uy quan ly) Gtri ban sao dén co quan, to
chirc, don vi noi s& cong khai Ban ké khai dé thuc
hién viéc cong khai theo quy dinh; sau khi cong
khai, luu ban nay cung hé so cua ngudi ¢6 nghia vu
ké khal tal co quan minh.

Thoi han gidi

Thoi gian ké khai chdm nhat 1a ngay 30 thang 11
hang nam; viéc ké khai tai san, thu nhap phai hoan

£ thanh chdm nhat 1a ngay 31 thang 12 hang nam. Viée
quyet giao nhan Ban ké khai phai hoan thanh chim nhét
vao ngay 31 thang 03 cua nim sau.
Phi k
L¢ Phi Khoéng

Thanh phéin hd
SO

Ho so gdom co: 1. Cac van ban chi dao t6 chure trién
khai thuc hién viéc ké khai; 2. Danh sach déi tuong
phai ké khai theo quy dinh; 3. Ban ké khai tai san,
thu nhap, ban sao ban ké kha1 theo quy dinh; 4. So
theo doi viéc giao, nhan Ban ké khai; 5. Danh sach
nhiing nguoi da ké khai, béo céo két qua ké khai.

Yéu cau - diéu
kién

1. Ngudi co nghia vy ké khai tai san, thu nhap phai
ké khai trung thyc, dAy du, 16 rang dung thot han
cac thong tin vé so Iu'(mg, gia tri tai san, thu nhép va
nhiing bién dong vé tai san, thu nhap phai ké khai va
tw chiu trdch nhiém vé nhing thong tin da ké khai. 2.
Tai san, thu nhap phai ké khai gom tai san, thu nhap
thudc so hitu hodc quyén st dung cua ban than, cua
vo hoic chono va con chua thanh nién (con de, con
nudi1 theo quy dmh cua phap [uat) tai thoi diém hoan
thanh Ban ké khai tai san, thu nhap. 3. Gi4 tr tai san,
thu nhap ké khai duogc tinh bang tién phai tra khi
mua, khi nhan chuyen nhuong, xay dung hoac gia tri
uoc tinh khi duoc cho, tang, thtra ké. 4. Viéc ké khai,
giai trinh ngudn goc tai san ting, giam thuc hién
theo mau Ban ké khai tai san, thu nhép (phu luc II)
va Hudng din ké khai tai san, thu nhap (phu luc III)
ban hanh | kém theo Thong tu s6 08/2013/TT-TTCP.

Céan cu phap ly

Nghi dinh so‘ 78/2013/ND-CP ngay 17/7/2013 cua
Chinh phu vé minh bach tai san, thu nhap; Thong tu
s0 08/2013/TT-TTCP ngay 31/10/2013 cua Thanh
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tra Chinh phu hudng dan thi hanh céc quy dinh vé
minh bach tai san, thu nhap.

Bicéu mau dinh
kém

File mau:

* Ban hanh kém theo Thong tu s6 08/2013/TT-
TTCP ngay 31/10/2013 cta Thanh tra Chinh phu
hudng dan thi hanh cac quy dinh vé minh bach
tai san, thu nhdp. Tai vé

>

Két qua thue

=0

(=1
(D>

=]

Ban ké khai tai san, thu nhap.
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THONG TIN CHI TIET THU TUC

Tén thu tuc

Thu tuc Xdc minh tai san, thu nhép

Linh vuc

Phong, chong tham nhiing

Co quan thuc
hién

Co quan thanh tra nha nuéc céc cip, bd phan phu
trach cong tic thanh tra ndi bg, to chirc can bo trong
cac doanh nghi¢p nha nudec.

Cach thue thue

Xac minh tai san, thu nhap duoc thuc hién tai cac co

hién quan, to chirc, don vi.
Trinh tu thuc - Buoc I: Co quan, to chirc co thim quyén ban hanh
hién quyét dinh xac minh:

1. Ban thuong vu cap uy cac cap quyet dinh xac
minh d6i vO1 nguoi du kién duoc x4c minh 1a can b
thudc dién cap minh quan ly theo quy dinh v€ phan
cap quan 1y can bd cua Dang Ban thucmg vu dang
uy cap huyen quyét dinh xac minh d6i voi ngum du
kién duogc xéac minh la can bd thudc dién Dang uy
xa, phudng, thi tran quan 1y.

2. Ngum dung dau co quan, to chire, don vi ¢é
thAm quyén quan ly can bg, cong chuc vién chuc
(theo phan cap quan ly can bo) quyet dinh x4c minh
ddi voi nguoi du kién dugc xac minh thudc tham
quyen quan ly cua minh. Chu tich Uy ban nhan dan
cap huyén quyet dinh x4c minh d6i voi ngum du
kién dugc xac minh la can b, cong churc cap xa.

- Bugc 2: Tién hanh xac minh. Trong qua trinh xac
minh tai san, thu nhdp, nguo1 xac minh tién hanh cac
hoat dong sau:

+ Nghién ctru ho so, tai li¢u c6 lién quan dén no1
dung x4c minh.

+ Lam viéc truc ti€p vai nguoi dugc xac minh.

+ X4c minh tai chd doi véi tai san, thu nhap dugc
xac minh.

+ Lam viéc vdi co quan, t6 chire, don vi quén ly,
lwu tri ho so, tai liéu vé tai san, thu nhap duge xic
minh.

+ Lam viéc vdi co quan, to chuc, ca nhan ¢
chuyén mon - ky thuat vé tai san, thu nhép duogc xéac
minh dé danh gid, giam dinh tai san, thu nhap do.

+ Lam viéc voi co quan, to chirc, ca nhan c6 lién
quan khac dé phuc vu cho viéc x4c minh tai san, thu
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nhap.

+ Hoat dong khac can thiét cho viéc xac minh tai
san, thu nhap.

- Buée 3: Béo céo két qua xdc minh tai san, thu
nhép. Trong thoi han 05 ngay lam viéc, ké tir ngay
két thiic xac minh, ngu&yi xac minh phai ¢6 bao cao
két qua xac minh tai san, thu nhap gui nguoi ban
hanh quyét dinh x4c minh.

- Budre 4: Két luan vé sy minh bach trong ké khai tai
san, thu nhép.

Trong thdoi han 05 ngay lam viéc, ké tir ngay nhan
duge bao cdo két qua xdc minh hoac nhan duoc giai
trinh da rd rang, hop Iy cac ndi dung yeu cau cua
nguoi du kién duoc xac minh thi nguoi dad ban hanh
quyet dinh xac minh hodc nguoi dung dau co quan,
t6 chure, don vi c6 tham quyen quan ly Ngu01 co
nghia vu ké khai pha: ban hanh K&t luan vé sy minh
bach trong ké khai tai san, thu nhéap (sau day goi la
Két ludn vé su minh bach). Ket ludn vé sy minh bach
phal duoc gu‘l cho co quan, td chtre, ca nhan c6 tham
quyén yéu cau xac minh va nguoi dugc xac minh.

- Bude 5: Cong khai két ludn vé su minh bach trong
ké khai tai san thu nhap.

Trong thoi han 05 ngay lam viéc, ké tur nfjéy nhan
duogc yeu cdu cong khai ban Két luan ve€ su minh
bach ctia co quan, to chire da yeu cau xac minh,
nguoi da ban hanh Két ludn xac minh phai cong khai
ban Két luan do.

Thoi han giai
quyét

Thoi han xac minh 1a 15 ngay lam viéc, truong hop
phtc tap thi thoi han t6i da khong qua 30 ngay lam
viéc.

k

Khong

SO

Ho so x4c minh gém go: 1. Quyét dinh xac minh;
bién ban lam viéc; glat trinh cua nguoi duoc xac
minh; béo cdo két qua xac minh. 2. Két ludn vé sy
minh bach trong ké khai tai san, thu nhap. 3. Vian
ban yeu cau, kién nghl cua nguoi ban hanh quyét
dinh xac mmh ngum xac minh. 4. Ket qua danh gia,
giam dinh trong qua trinh xac minh (neu ¢6). 3. Cac
tai liéu khac co lién quan dén viéc xac minh.

1. Khi o t6 cao vé viéc khc“mg trung thuc trong ké
khai tai san, thu nhap cua nguoi ¢o nghla vu ke khai.
2. Khi xét thay can thém thong tin phuc vu cho viée
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bau cur, mién nhiém, bii nhiém, b6 nhiém, ky luat
doi Vol ngucn co nghla vu ké khal 3 Khi c6 cin ct
cho rang viéc giai trinh vé nguon goc tal san tang
thém khong hop 1y. 4. Khi cé yéu cau cua co quan,
to chirc, ca nhén c6 tham quyén quy dinh tai Di¢u 12
Thong tu s6 08/2013/TT-TTCP.

Nghi dinh so 78/2013/NDB-CP ngay 17/7/2013 cua
Chinh phu vé minh bach tai san, thu nhap, Thong tu
Cin cir phap ly | s6 08/2013/TT-TTCP ngay 31/10/2013 cua Thanh
tra Chinh phu huorng dan thi hanh cic quy dinh vé
minh bach tai san, thu nhap.

File mau:

« Ban hanh kém theo Théng tu s6 08/2013/TT-

Bicu man dink TTCP ngay 31/10/2013 ctia Thanh tra Chinh phii

sl huong dan thi hanh cac quy dinh vé minh bach
tai san, thu nhap. Tai vé

Két quéa thue - Bao céo két qua xac minh tai san, thu nhéap. - Két

hién luan sy minh bach trong ké khai tai san, thu nhép.
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THONG TIN CHI TIET THU TUC

Tén thu tuc

Thu tuc Tiép nhan yéu cau gidi trinh

Linh vuc

Phong, chong tham nhiing

Co quan thuc
hién

Co quan hanh chinh nha nudc céc cap, cac don vi su
nghiép cong lap thudc co quan hanh chinh nha nudc
va nguoi co tradch nhiém thuc hién viéc giai trinh.

Cach thire thue
hién

Truc tiép hodc gui bang van ban.

Trinh tu thuc
hién

- Budc 1: Nguoi yéu cau glal trinh gui van ban yeu
cau giai trinh hodc truc tiép dén co quan nha nudce co
trach nhiém giai trinh.

- Buoc 2: Can bo, cong chire thuc hién viéc tiép
nhan va vio so taep nhan yeu cau giai trinh. Truong
hop nhiéu nguoi dén yeu cau gial trinh tryc tlep thi
O quan co tham quyén hudng dan ngum yeu cau
giai trinh cu dai dién dé trinh bay noi dung yeu cau.
Nguo1 dai dién phai l1a nguoi co yéu cau giai trinh.
Viéc cu nguoi dai dién dugc lap thanh van ban (theo
Mau s6 01-GT ban hanh kém theo Thong tu
02/2014/TT-TTCP ngay 29/4/2014). Viéc cir nguoi
dai dién duoc thuc hién nhu sau:

+ Trudng hop ¢ tir 05 dén 10 ngudi yéu cau giai
trinh thi ctr 01 hodc 02 nguoi dai dién;

+ Truong hop ¢ tr 10 ngudi yéu cdu giai trinh tré
1én thi ¢6 thé ctr thém nguoi dai dién, nhung khong
qua 05 nguoi

- Bugc 3: co quan nha nudc ra thong bao tlep nhan
yéu céu glax trinh hodc tir chbi giai trmh va néu o ly
do (Mau s6 04 ban hanh kém theo Thong tu
02/2014/TT-TTCP ngay 29/4/2014). Truong hop yéu
cau giai trinh khong thudc trach nhiém thi hucmg
dan ngum yéu cau gui dén dung co quan c0 trach
nhiém glal trinh. Tmcmg hop noi1 dung yeu cau da
duogc giai trinh nhung co ngum khac yeu cau giai
trinh thi cung cip ban sao van ban da giai trinh cho
nguoi do.

Thoi han giai
quyét

Thoi han ra thong bao tiép nhén hodc tu Ch01 g1a1
trinh: 05 ngay ké tir ngay tiép nhan yéu cAu giai trinh
(Mau s6 02, 03 ban hanh kém theo Thong tu
02/2014/TT-TTCP ngay 29/4/2014).

Phi

k

Lé Phi

Khoéng

Thanh phan ho
SO

1. Van ban yéu cdu giai trinh cua ca nhan, to chue. 2
Thong tin, tai liéu lién quan dén yéu cau giai trinh. 3.
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Thong bao dc“)ng }'/ hoac tir choi giéi trinh cua co
quan nha nudéc cd trach nhiém giai trinh.

Theo quy dinh tai Diéu 6 Nghi dinh s0 90/2013/ND-
CP ngay 08/8/2013: 1. Ca nhan y&u cau giai trinh
phai co6 nang luc hanh vi dan su day du hodc thong
qua ngu0’1 dai dién hop phap; co quan, t6 chirc yéu
cau giai trinh phai thong qua ngum dai dién hop
phap. 2. Noi dung y€u cdu gidi trinh lién quan truc
tiép dén quyén va loi ich horp phép cta co quan, t6
chtre, ca nhan c6 yéu ciu glal trinh. 3. N6i dung yeu
cau giai trinh thudc pham vi trach nhiém quan ly cua
co quan dugc yéu cau.

Can cir phap ly

Nghi dinh 56 90/2013/ND-CP ngay 08/8/2013 cua
Chinh phu quy dinh trach nhi¢m giai trinh cua co
quan nha nudc trong viée thuc hién nhiém vy, quyen
han dugc giao; Thong tu s6 02/2014/TT-TTCP ngay
29/4/2014 cua Thanh tra Chinh phu quy dinh chi tiét,
hudéng dan thi hanh mét s6 diéu cua Nghi dinh s6
90/2013/NB-CP ngay 08/8/2013.

Biéu mau dinh
kéem

File mau:

* Mau sb 01,02,04 ban hanh kém theo Thong tu 56
02/2014/TT- TTCP ngay 29/4/2014 cua Thanh tra
Chinh phu. Tai vé

Két qua thuc
hién

Vin ban tlep nhan yéu cau giai trinh hodc vian ban tur
chdi yéu cau giai trinh cua co quan c6 tham quyén.
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THONG TIN CHI TIET THU TUC

Tén thu tuc

Thu tuc Thue hién viéc giai trinh

Linh vuc

Phong, chong tham nhtng

Co quan thue
hi¢n

Co quan hanh chinh nha nuée céac cap, cac don vi su
nghi¢p cong lap thudc co quan hanh chinh nha nudc
¢O trach nhi€ém thuc hién viéc giai trinh.

Cach thire thue
hién

- Nguol glal trinh thuc hién giai trinh truc tlep va
ngucn y€u cau giai trinh ky hodc diém chi xac nhan
vao bién ban thuc hién viéc giai trinh. - Nng’O’l giai
trinh ¢o trach nhi¢ém cong khai van ban giai trinh
theo mot trong cdc hinh thire sau day: + Niém yét tai
tru s lam viéc hodc noi tiép céng dan cla co quan,
don vi thuc hién giai trinh; + Thong bdo trén phuong
tién thong tin dai ching; s Dang tai trén cong thong
tin dién tir cia co quan, don vi thuc hién giai trinh.

Trinh tu thuc
hién

- Buoce I: Nghién ciru ndi dung yéu cau giai trinh.
- Budc 2: Thu thdp, xac minh théng tin ¢6 lién quan.

- Buoe 3: Lam viéc truc tlep voi ngucn yéu cau giai
trinh de lam ro nhirng ndi dung co lién quan khi thay
can thiét. Noi dung lam viéc duoc lap thanh bién ban
c6 chtr ky cua cac bén.

- Budc 4: Ban hanh van ban glal trinh voi cac ndi
dung sau day Tén, dia chi nguoi yeu cau gm trinh;
noi dung yéu cau giai trmh,’ket qua lam viéc truc
tiép voi t6 churc, ca nhan (néu co); cac can cir phap
ly dé glal trinh; n6i dung gidi trinh cy thé theo ting
yéu cau. (Mau s6 07-GT ban hanh kém theo Thong
tw 6 02/2014/TT-TTCP ngay 29/4/2014).

- Bugc 5: Gui vdn badn gidi trinh den ngum yéu cau
glal trinh. Trong tmorng hop cén thiét thi cong bd
cong khai vin ban giai trinh theo quy dinh cua phéap
luat.

Thoi han gidi

Thot han thyc hién viéc giai trinh khong qua 15 ngay
ké tlr ngay ra thong béo tiép nhan yéu cau g1a1 trinh.
Truong hop co ndi dung phuc tap thi cé thé gia han
thot gian giai trinh. Thoi gian gia han thue hién viée

quyst giai trinh khong qua 15 ngay, ké tur ngﬁy gia han va
phéi thong béo bang vin ban dén nguoi yéu cau giai
trinh.

Phi k

Lé Phi Khoéng

Thanh phan ho | | .Van ban yéu cau giai trinh hodc ban ghi 10 yéu

SO’ cdu giai trinh; 2. Vin ban ctr ngudi dai dién (neu €0);

-9 Thong tin, tai liéu lién quan den nd1 dung viéc giai
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Yéu cau - dicéu
kién

trinh; 4. Bao cdo thu thap, xac minh thong tin, tai
li€u; 5. Van ban giai trinh; 6. Cac tai liéu khac co
lién quan.

1. No1 dung yéu cau giai trinh lién quan truc tiép dén
quyén va loi ich hop phap ctia co quan, to chtre, ca
nhan c6 yéu cau g1a1 trinh. 2. Noi dung, yeu ciu giai
trinh thudc pham vi trach nhiém quan 1y cua co quan
duoc yeu cau 3. Noi dung giai trinh khong thudc mot
trong cac trurong hop sau day a) Noi dung thong tin
lién quan den bi mét nha nudce; b) Nhirng ndi dung
lién quan dén viéc chi dao, té chirc thuc hién nhiém
vu, cdng vu trong ndi bo co quan nha nudc; trong
chi dao, diéu hanh cua ¢o quan hanh chinh cap trén
V01 co quan hanh chinh cap dudi; ¢) Noi dung théng
tin thudc bi mat do1 tu; d) Noi dung thong tin thudc
bi mat kinh doanh; d) Cac noi dung da duoc glal
trinh hodc da dugc co quan c6 tham quyén thu 1y
giai quyet e) Cac yeu cau glal trinh sau 90 ngay, ké
tr ngay co quan, to chire, ca nhin nhan duoc hoic
biét duoc quyet dinh, hanh vi cua co quan nha nudce
tac dong truc tiép dén quyén, loi ich hop phép cua
minh.

Can cu phap ly

Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013 cua
Chinh phu quy dinh trach nhiém giai trinh cua co
quan nha nudc trong viée thuc hién nhiém vu, quyen
han duoc giao; Thong tu s6 02/2014/TT-TTCP ngdy
29/4/2014 cua Thanh tra Chinh phu quy dinh chi tiét,
hudng dan thi hanh mét s6 diéu ctia Nghi dinh sb
90/2013/NB CP ngay 08/8/2013.

Biéu mau dinh

File mau:

e Mau s6 5,6,7.8 ban hanh kém theo Thong tu $O

kém 02/2014/TT-TTCP ngay 29/4/2014 cua Thanh tra
Chinh phu. Tai vé

e e L

hi¢n
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