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(Tiép theo Cong bdo s6 261 + 262)
QUY TRINH NOI BO 09
Théng bao hily két qua phong phim hoic suy cir chire sic dbi véi
cac truong hop quy dinh tai khoan 2 Piéu 33 ciia Luit Tin ngudng, ton gido
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thdng 3 ndm 2025
ctia Chui tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

Ghi chu

Truec tiép | Trwe tuyén

TT Tén ho so S6 lwong

File scan ban
chinh hoéc
file co chir ky
s6

01 | Van ban théng bao; 01 Ban chinh

File scan ban
chinh hoéc
file co chir ky
s6

02 Cac tai1 liéu kém theo (néu co). 01 Ban chinh

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua Thoi gian xir 1y Lé phi

Nop hd so:

Cong dan, to chirc dé nghi nop ho
so theo cac hinh thire sau day:

- Nop hd so truc tiép tai Bo phan
Tiép nhan va Tra két qua Ban Ton
gido TP.HCM, dia chi: 177 Ly
Chinh Thang, phuong V& Thi
Sau, Quan 3.

- Nop hd so dén BO phan Tiép
nhan va Tra két qua Ban Tén gido
TP.HCM thong qua dich vu buu
chinh céng ich.

15 ngay lam viéc ké tir ngay

nhan di hé so hop 1¢ Khong

- Nop hd so truc tuyén trén Céng
dich vu céng cua Thanh pho:
dichvucong. hochiminhcity.gov.vn
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III. TRINH TU XU LY CONG VIEC

Budc ne i Biéu
A NOi dung Trach N x A X o
cong N on " Thoi gian | mau/Keét Dién giai
o n cong viec nhiém .
viéc qua
Bl | Nophdso | To chirc,ca| 1/2ngay | Theo Muc I | Thanh phan ho so
nhan lam viéc theo Muc .
Kiém trahd | Chuyén -BM 01 |* Tiép nhin hd so
SO vién Bo -BM 02 | Thu tuc hanh chinh
phan Tiép _BMO03 |truc tiép:
ntlén Vf‘ Tra - Cong chuc tai Bo
ketAqua ‘],Ban phan Mot cira phai
Ton gido xem xét, kiém tra

tinh chinh x4c day du
cia hd so; quét
(scan) va luu trit hd
so dién tu, cap nhat
vao co s& dir liéu cua
Hé théng thong tin
giai quyét thu tuc
hanh chinh Thanh
pho;

- Néu hd so day du,
hop 1€, chuyén vién
tiép nhan lap Giay
tiép nhan theo mau
BMO1.

- Néu ho so chua day
du, chuyén vién tiép
nhan hudéng dan
nguodi nop hd so bo
sung, hoan thién ho
so theo mau BM 02.

- Truong hop tir choi
nhan hd so, chuyén
vién tiép nhan néu rd
ly do theo mau BM
03.

* Tiép nhan hd so
Thu tuc hanh chinh
qua dich vu buu
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Bude | Noidung |  Trach e Bieu .
cong A en ‘A Thoi gian | mau/Ket Dién giai
. n cong viec nhiém .
viéc qua

chinh cong ich

- B6 phan Mot ctra
thuc hién tiép nhan
hd so thu tuc hanh
chinh do doanh
nghiép cung trng dich
vu buu chinh cong
ich chuyén dén theo
Quyét dinh
s6 45/2016/QD-

TTg .

- Can b0, cong chrrc,
tai BO phan Mot cua
phai xem xét, kiém
tra tinh chinh xac,
day du cua ho so;
quét (scan) va luu trir
hd so dién tu, cap
nhat vao co so du
lieu cua Hé thong
théng tin giai quyét
thu tuc hanh chinh
Thanh phé.

- Thoi diém xac dinh
t6 chic, ca nhan da
ndp ho so hop phap,
hop 1€ tai co quan cé
tham quyén dugc tinh
ké tir khi nhan vién
buu chinh va nguoi
tiép nhan hd so tai Bo
phan Mot ctra 1ap va
cung ky Bién ban
giao nhan ho so theo
quy dinh. Truong hop
cd yéu cau bo sung,
hoan thién hd so thi
thoi diém t6 chuc, ca
nhan bo sung day du
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

hd so theo yéu cau
duoc xac dinh 1a thot
diém nop hod so hop
phap, hop 1€ (trr
truong hop phap luat
co quy dinh khac).

- B6 phan Mot ctra
co trach nhiém thong
tin cho t6 chuc, ca
nhan vé viéc tiép
nhan hd so, viéc yéu
cau bo sung, hoan
thién hd so, tir chbi
giai quyét ho so thu
tuc hanh chinh.

* Tiép nhin qua Hé
thong thong tin giai
quyét thi tuc hanh
chinh

Truong hop ho so da
dugc ndp ducac
thanh phan va bao
dam vé mat k¥ thuat
thi H¢ théng phan
hoi tu dong xac nhan
to6 chuc, ca nhan da
giri  thanh  cong.
Trong vong 04 gio
lam viéc ké tir khi Hé
théng xac nhan gui
thanh cong, can bg,
cong chuc tai BO
phan Mot cua hoan
thanh cac viéc sau:

a) Dang nhap HE
théng va kiém tra hd
so dién tir to chuc, ca
nhan gui dén. Noi
dung kiém tra duoc
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Bude | Noidung |  Trach e Bieu .
cong A en ‘A Thoi gian | mau/Ket Dién giai
. n cong viec nhiém .
viéc qua

thuc hién theo quy
dinh tai khoan 2 Diéu
11 Nghi dinh
50 45/2020/ND-CP .
b) Truong hop ho so
day du, chinh xac
theo quy dinh: tiép
nhan hd so va lap
Giay tiép nhan ho so
va hen ngay trakét
qua BM 01, thong
bao cho t6 chtec, ca
nhan thong qua tai
khoan ciia to chirc, ca
nhan trén Hé thong,
cac kénh thong tin to
chirc, cd4 nhan dang
ky.

¢) Truong hop ho so
chua day du, chua
chinh xac theo quy
dinh: thong bao cho
td6 chac, ca nhan
thong qua tai khoan
cua té chirc, ca nhan
tréen Hé thong, cac
kénh thong tin to
chirc, cd4 nhan dang
ky va huéng dan tb
chitc, ca4 nhan bd
sung mot 1an day du,
chinh xac, néu 10 ly
do theo Phiéu yéu
cau bo sung, hoan
thién hd so (Mau sb
BMO02).

d) Truong hop tu
chéi nhan hd so:
thong bdo cho tb
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

chtrc, cd nhan thong
qua tai khoan cua tb
chirc, ca nhan trén
Hé théng, cac kénh
thong tin to chire, ca
nhan dang ky va néu
13 1y do tir chdi ho so
theo Phiéu tir choi
giai quyét ho so thu
tuc hanh chinh (Mau
s0 BM 03).

Sau khi kiém tra,
néu bao dam cac dicu
kién de xu ly, tiép
nhdn hd so  va
chuyén cong chic
thu 1y hd so.

Thoi gian tiép nhan
chinh thirc hoac yéu
cau chinh sira, bo
sung khong mudn
hon 04 gi¢ lam viéc
ké tir khi hé thong
tiép nhan, trir the 7,
chi nhét, ngay nghi
1¢.

Chuyén hd
SO

Chuyén
vién Bo
phan Tiép
nhan va Tra
két qua Ban
Ton giao

1/2 ngay
lam viéc

- Muc I
-BM 01
-BM 02
-BM 03

Thong bao duogc tiép
nhan va chuyén dén
bo phan van thu Ban
Ton giao
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Bude | Noidung |  Trach e Bieu .
cong A A oA Thoi gian | mau/Ket Dién giai
. n cong viec nhiém .
viéc qua
Chuyén vién phong
Chuyén T6 chac - Hanh
Tiép nhan | V&0 Phong cho. 55 vio 56, lrt
P IIhd T6 chuc - 1 ngay A . SN
B2 vaxuly . s Lo Thong bao | van ban va trinh 1anh
o, Hanh chinh | lam viéc R R
van ban Ban Ton dao Ban phé duyét
. chuyén phong
2140 N A A
chuyén mén nghiép
VU
Thong bao | Thong bao  dugc
R R Lanh dao . da duoc chuyén dén bd phan
B3 Piléend];lgft Ban Toén lginn\%iaé}c]: lanh dao |van thue Ban Ton
2140 ‘ ban phé | gido sau khi 1anh dao
duyét Ban phé duyét.
Chuyén vién Phong
chiugnvjén Chuyén Thong bdo Ij}:il lli'ﬁln}\l/én- bgg
bé};l cho vién Phong da dugc ddng thoi chuyén van
B4 hong | TOchic- | 12ngay | lanhdao | € kS B
p Ag Hanh chinh | lam viéc Ban Ton \ glay T
chuyén n ., L | t) cho  phong
n Ban To6n gido phé A A ~
mon theo o duvét chuyén mon theo phé
doi & ye duyét cia Lanh dao
Ban.
IV. BIEU MAU
Cac Biéu mau str dung tai cac budc cong viéc.
TT | Mai hiéu Tén Biéu miu
BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.
2. BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so.
BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.




CONG BAO/S6 263+264/Ngay 01-5-2025 9

V.HO SO CAN LUU
TT | Mai hiéu Tén Biéu miu

1. BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.

BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so.

3. BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.

VL. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot sO diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thii tuc hanh chinh./.
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BM 01
SO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: / TNHS-TKQ ... , ngay ... .. thang ... ... nam .. ...

Bo phan Tiép nhén va Tra két qua Ban Tén gido

TAEP NhAN DO SO CUAL ...
DA O oo
Sédiénthoai: .............oio o EMails

NOi dUNE YU CAU ZIAL QUYEL: ..ovvoe oot

L e e
e
SO lwong ho s0:.....oeen.. ... (bo)

Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....

Vao S6 theo dai hd so, Quyén SO . Sbtheetw.................

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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11

BM 02

SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s

BO PHAN TIEP NHAN VA
TRA KET QUA

PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO

HoO SO Gl o e e

NOi dUNE YU CAU ZIAL QUYEL: ...ovovoe oot

SO dién thoai... ...

Yéu cau hoan thién hé so gom nhitng ndi dung sau:

Trong qué trinh hoan thién hd so néu c6 vudng mic, Ong/Ba lién hé
VOL oo .. 86 dién thoai . .. d¢ dugc hudng
dan./.

NGUOI HUONG DAN
(Ky va ghi ro ho tén)

CEmails
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BM 03
SO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS , ngay ... .. thang ... ... nam .. ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

B6 phan Tiép nhan va Tra két qua Ban Tén giao

TAEP NhAN DO SO CUAL ..o,
D1 O e oo
SO diénthoai: ... EMaAll

NOL dUNE YU CAU ZIAL QUYEL.....oveve oo,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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QUY TRINH NOI BO 10
Théng bao vé ngudi dwge bd nhiém, biu cir, suy cir lam chire viée ddi véi cac
trweong hop quy dinh tai khoan 2 Piéu 34 ciia Luit Tin ngudng, ton gido
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thdng 3 ndm 2025
ctia Chui tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

Ghi chu

Truec tiép | Trwe tuyén

TT Tén ho so S6 lwong

File scan ban
chinh hoéc
file co chir ky
s6

01 | Van ban thong bao (theo mau); 01 Bén chinh

File scan ban
chinh hoéc
file co chir ky
s6

02 Cac tai1 liéu kém theo (néu co). 01 Ban chinh

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhén va tra két qua Thoi gian xir ly Lé phi

Nop hd so:

Cong dan, to chirc dé nghi ndp ho
so theo cac hinh thire sau day:

- Nop hd so truc tiép tai Bo phan
Tiép nhan va Tra két qua Ban Ton
gido TP.HCM, dia chi: 177 Ly
Chinh Théang, phuong V& Thi
Sau, Quan 3.

- Nop hd so dén BO phéan Tiép
nhan va Tra két qua Ban Ton gido
TP.HCM thong qua dich vu buu
chinh céng ich.

15 ngay lam viée ké tir ngay

nhan i hd so hop 1¢ Khong

- Nop hd so truc tuyén trén Céng
dich vu coéng cua Thanh pho:
dichvucong. hochiminhcity.gov.vn
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III. TRINH TU XU LY CONG VIEC
Bugc| \gidung | Trich o Ditu P
cong | .o .. oA Thoi gian | mau/Keét Dién giai
.A_ | cOng viec nhiém .
viéc qua
B1 | Nophoso |T6 chitc, ca| 1/2 ngay | Theo Muc I |Thanh phan ho so theo
nhan lam viéc Muc I.
Kiémtra | Chuyén -BM 01 |* Tiép nhin ho so Thu
ho so vién Bo -BM 02 [tuc hanh chinh truc
phan Tiép _BMO3 [tiép:
nhan va Tra - Cong chirc tai BO phan
két qua Ban Mot cira phai xem xét,
Ton giao kiém tra tinh chinh xac

day du cua ho so; quét
(scan) va luu trit hd so
dién tur, cap nhat vao co
s& dir li€u cua Hé théng
thong tin giai quyét thu
tuc hanh chinh Thanh
pho;

- Néu ho so day du, hop
1€, chuyén vién tiép nhan
lap Giay tiép nhan theo
mau BM 01,

- Néu ho so chua day du,
chuyén vién tiép nhan
huéng dan nguoi ndp ho
so bo sung, hoan thién
ho so theo mau BM 02.

- Truong hop tir chéi
nhan hod so, chuyén vién
tiép nhan néu 15 ly do
theo mau BM 03.

* Tiép nhan ho so Tha
tuc hanh chinh qua
dich vu buu chinh cong
ich

- B6 phan Mot cira thuce
hién tiép nhan ho so thu
tuc hanh chinh do doanh
nghiép cung ting dich vu




CONG BAO/S6 263+264/Ngay 01-5-2025 15

Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

buu chinh cbéng ich
chuyén dén theo Quyét
dinh 6 45/2016/QD-
TTg .

- Can bg, cong chire, tai
Bo phan Mét ctra phai
xem xét, kiém tra tinh
chinh xac, day du cia hod
so; quét (scan) va luu trir
ho so dién tu, cap nhat
vao co sO dir liéu cua HE
théong thong tin giai
quyét thu tuc hanh chinh
Thanh phé.

- Thoi diém xac dinh to
chtrc, ca nhan d3 ndp ho
so hop phap, hop 1€ tai co
quan c6 tham quyén duoc
tinh ké tir khi nhan vién
buu chinh va nguoi tiép
nhan hd so tai B phan
Mot ctra 1ap va cung ky
Bién ban giao nhan ho so
theo quy dinh. Trudong
hop ¢6 yéu cau bo sung,
hoan thién hd so thi thoi
diém t6 chtrc, ca nhan bod
sung day du hd so theo
yéu cau dugc xac dinh 1a
thoi diém ndp ho so hop
phap, hop 1€ (trir truong
hop phap luat c6 quy
dinh khac).

- B6 phan Mot ctra co
trach nhiém thong tin
cho to chtrc, ca nhan vé
viéc tiép nhan hd so,
viéc yéu cau bo sung,
hoan thién hd so, tir chdi
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Bude| noidung | Tréch e Bieu .
cong | .. ‘A Thoi gian | mau/Keét Dién giai
.A_ | cOng viec nhiém .
viéc qua

giai quyét ho so thi tuc
hanh chinh.

* Tiép nhidn qua Hé
thong thong tin giai
quyét tha tuc hanh
chinh

Truong hop hdoso di
duge ndp ducac thanh
phan va bao dam vé mat
ky thuat thi Hé thong
phan hoi tw dong xac
nhan té chirc, c4 nhan da
g1 thanh cong. Trong
vong 04 gid lam viée ké
tr khi Hé thong xac
nhan g1 thanh cong,
can bd, cong chire tai B
phan Mot ctta hoan
thanh cac viéc sau:

a) Pang nhap Hé thong
va kiém tra hd so dién tir
td chirc, c4 nhan giri dén.
No6i dung kiém tra duogc
thwc hién theo quy dinh
tai khoan 2 PDiéu 11
Nghi dinh
50 45/2020/ND-CP .

b) Truong hop ho so day
dua, chinh xac theo quy
dinh: tiép nhan ho so va
lap Giay tiép nhan ho so
va hen ngay tra két qua
BM 01, théng bao cho t6
chirc, ca nhan thong qua
tai khoan cua to chuec, ca
nhan trén Hé théng, cac
kénh thong tin to chi,
canhan dang ky.

¢) Truong hop hd so
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

chua day du, chua chinh
xac theo quy dinh: thong
bao cho t6 chirc, ca nhan
thong qua tai khoan cua
t6 chirc, ca nhan trén Heé
théng, cac kénh thong
tin to chirc, ca nhan ding
ky va huéng dan to
chirc, ca nhan bo sung
mot lan day dua, chinh
xac, néu 10 ly do theo
Phiéu yéu cau bd sung,
hoan thién hd so (Mau
s0 BM02).

d) Truong hop tir chdi
nhan hd so: thong bao
cho t6 chirc, ca nhan
thong qua tai khoan cua
t6 chirc, ca nhan trén Heé
théng, cac kénh thong
tin to chirc, ca nhan ding
ky va néu 16 ly do tr
chdi ho so theo Phiéu tir
choi giai quyét hd so thu
tuc hanh chinh (M?lu sb
BM 03).

Sau khi kiém tra, néu
bao dam cac diéu kién
dé xtr 1y, tiép nhan ho so
va chuyén cong chirc thu
ly hd so.
Thoi gian tiép nhan
chinh thirc hodc yéu cau
chinh stra, bo sung
khéng muon hon 04 gio
lam viéc ké tir khi hé
théng tiép nhan, trir tha
7, chu nhat, ngay nghi
1¢.




18 CONG BAO/SH 263+264/Ngay 01-5-2025
Bude| noidung | Tréch e Bieu .
cong | .o .. oA Thoi gian | mau/Keét Dién giai
.A_ | cOng viec nhiém .
viéc qua
Chuyén ,
- | viénB9 -Mucl  |Théng bao duoc ticp
Chuyén ho | phan Tiép | 1/2ngay | -BMOl |nhan va chuyén dén bo
SO nhén va Tra| lam viéc -BM 02 |phan van thu Ban To6n
két qua Ban _BM 03 |g1d0
Ton giao
o Chuyén vién phong To
‘(;huye‘n chirc - Hanh chinh Ban
4 ~_ | vién Phong NS A oA A
Tiép nhan 2 1 N Ton giao cho so, vao so,
< .1, | Tochtc- |1ngaylam A . o
B2 | vaxuly . s o Théng bao |luu van ban va trinh 1anh
o, Hanh chinh viéc R R
van ban N dao Ban phé duyét
Ban Ton 2 . A
., chuyén phong chuyén
2140 N n
mon nghiép vu.
N Thong bao |Théng bao duoc chuyén
R .. | Lanh dao \ N A 1A 1A
B3 Phé duyét Ban Tén 01 ngay da duoc |dén bo phan van thu Ban
van ban IR lam viéc |lanh dao ban|T6n gido sau khi 1anh
& phé duyét |dao Ban phé duyét.
. o . |Chuyén wvién Phong
hLm;l Vay . Tgﬁorﬁ, 220 Hanh chinh - Té churc
¢ l;l Y enhvan Chuyén lznh dag |1 van ban dong thoi
B4 a}? o vien Pl}ong Ban Ton chuyén vin ban (gidy
phong T6 chure - 12 nga . . |hodc dién tir) cho phong
chuyén |Hanh chinh | =185 gido phe chuyén mon theo phé
5n theo | Ban Ton | |am Viéc duyét yen  mol P
m0n~t‘ . ' duyét cia Lanh dao Ban.
dai gi40
IV. BIEU MAU
Cac Biéu mau str dung tai cac budc cong viéc.
TT | Ma hiéu Tén Biéu mau
1. BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.
2. BM 02 Mau Phiéu yéu ciu b sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.
4. BM 04 Vian ban Thong bao




CONG BAO/S6 263+264/Ngay 01-5-2025 19

V. HO SO CAN LUU

TT | Mai hiéu Tén Biéu miu
1. BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.
2. BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.
4. BM 04 Vian ban Thong bao
VI. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot sO diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thii tuc hanh chinh./.
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BM 01
SO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO e
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: / TNHS-TKQ ... , ngay .. . thang ... ... nam ... ...

Bo phan Tiép nhén va Tra két qua Ban Tén gido

Ti€P NhAN DO SO CUAL ...
1A O e
Sédiénthoai: ... Emails

NOi dUng YU CAU ZIAT QUYEL: ...ovovovee oo,

D e
PSS UPUPPR
SO lwong ho s0:.....oeen.. ... (bo)

Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....

Vao S6 theo dai hd so, Quyén SO . Sbtheetw.................

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)




dan./.

NGUOI HUONG DAN
(Ky va ghi ro ho tén)
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BM 02
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BAN TON GIAO e
BO PHAN TIEP NHAN VA
TRA KET QUA
So /HDHS , ngay .. .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ..ottt ettt
NOI dUNE YU CAU ZIAL QUYEE .oovveeeeeeeeeeeeee e,
DA Ca o
SOdiénthoai... ... EMail
Yéu cau hoan thién ho so gom nhimg ndi dung sau:
e
Y QO e,
Trong qué trinh hoan thién hd so néu c6 vudng mic, Ong/Ba lién hé
VOL oo .. 86 dién thoai . .. d¢ dugc hudng
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BM 03
SO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS , ngay ... .. thang ... ... nam .. ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phan Tiép nhén va Tra két qua Ban Tén gido

TI€P NhAN N0 SO CUAL ...covoiiiiii e

SO diénthoai: ... EMaAll

NOL dUNE YU CAU ZIAL QUYEL.....oveve oo,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi 1y do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 04

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

.., ngay.. ..thang.. .. ndm.. .
THONG BAO
Két qua ngwoi dwoc bd nhiém, bau cir, suy cir lam chire viée

U SO oo e
Thong bao két qua ngwdi dwge b6 nhiém, bau cw, suy cir lam chirc viéc véi

cac ndi dung sau:

(Chit ky, déu)

< n Tén Chirc vu
Ho va ten 0i Z dwoc b(i) Pia ban
nguoi duge bd | 5° Niam | Noi cu | Phim vi n :
TT ‘n X~ . | trong | . . nhi¢m, phu
nhiém, bau cu, A sinh tru A .
* ., ton bau cw, trach
suy cir . .
gido suy cir
1
2
n
TM.TO CHUC®
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) Pia danh noi ¢ tru s cta td chirc ton gido, to chue ton gido true thude hodc
to chire duoc cap chung nhan dang ky hoat dong ton gido.

@ Co quan quan ly nha nudc vé tin ngudng, ton gido & trung uwong ddi voi
truong hop bo nhiém, bau ctr, suy cir chie viée theo quy dinh tai khoan 1 Diéu 34 cia
Luat Tin ngudng, t6n gido; co quan nha nudc ¢ tham quyén quy dinh tai khoan 2
Diéu 34 cua Luat tin ngudng, ton gido; co quan nha nude co tham quyén quy dinh tai
khoan 3 Piéu 19 cua Luat Tin ngudng, ton gido d6i véi trudong hop bo nhiém, bau ctr,
suy cir chirc viée theo quy dinh tai khoan 3 Diéu 34 cta Luat Tin ngudng, ton gido.

) Tén cia td chirc ton gido, to chire ton gido true thude hoic to chire duoc cap
chirmg nhan dang ky hoat dong ton gido. D6i véi to chire ton gido, to chirc ton gido
truc thudc nguoi thay mit to chice phai ky tén va dong dau.
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QUY TRINH NOI BO 11
Théong bao vé ngudi dwge bé nhiém, biu cir, suy cir lam chire viée
ciia t6 chire dwoc cAp ching nhan diing ky hoat dong ton gido
c6 dia ban hoat dong ¢ mot tinh
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thdng 3 ndm 2025
ctia Chui tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

Ghi chu

TT Tén hé so S6 lwgng v z
Truc tiep | Truwce tuyén

File scan ban
chinh hoéc
file co chir ky
s6

01 | Van ban thong bio (theo mau); 01 Ban chinh

File scan ban
chinh hoéc
file co chir ky
s6

02 Cac tai1 liéu kém theo (néu co). 01 Ban chinh

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhén va tra két qua Thoi gian xir ly Lé phi

Nop hd so:

Cong dan, to chirc dé nghi ndp ho
so theo cac hinh thire sau day:

- Nop hd so truc tiép tai Bo phan
Tiép nhan va Tra két qua Ban Ton
gido TP.HCM, dia chi: 177 Ly
Chinh Théang, phuong V& Thi
Sau, Quan 3.

- Nop hd so dén BO phéan Tiép
nhan va Tra két qua Ban Ton gido
TP.HCM thong qua dich vu buu
chinh céng ich.

15 ngay lam viée ké tir ngay

nhan i hé so hop 1¢ Khong

- Nop hd so truc tuyén trén Céng
dich vu coéng cua Thanh pho:
dichvucong. hochiminhcity.gov.vn
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III. TRINH TU XU LY CONG VIEC
Buge | Noidung | Trich o Ditu P
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Bl Nop hd so | To chire, ca | 1/2 ngay | Theo Muc I | Thanh phan ho so
nhan lam viéc theo Muc 1.
Kiém trahd | Chuyén -BM 01 |* Tiép nhin hd so
SO vién Bo -BM02 |Thu tuc hanh
phan Tiép _BM 03 |chinh truc tiép:
nhan va Tra - Cong chure tai Bo
két qua Ban phan Mot cira phai
Ton gido xem xét, kiém tra

tinh chinh xac day
du ciia ho so; quét
(scan) va luu trit ho
so dién tur, cap nhat
vao co s& dir liéu
ciia Hé thong thong
tin giai quyét thu tuc
hanh chinh Thanh
pho;

- Néu ho so day du,
hop 1€, chuyén vién
tiép nhan lap Giay
tiép nhan theo mau
BM 01.

- Néu hd so chua
day du, chuyén vién
tiép nhan huéng dan
nguoi nop hod so bo
sung, hoan thién ho
so theo mau BM 02.
- Truong hop tur
chéi nhan hd so,
chuyén vién tiép
nhan néu rd ly do
theo mau BM 03.

* Tiép nhian hd so
Tha tuc  hanh
chinh qua dich vu
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

buu chinh cong ich
- B6 phan Mot ctra
thuc hién tiép nhan
hd so tha tuc hanh
chinh do doanh
nghiép cung ing
dich vu buu chinh
cong ich chuyén dén
theo Quyét dinh
56 45/2016/QDb-
TTg .

- Can b, cong chirc,
tai B phan Mét ctra
phai xem xét, kiém
tra tinh chinh xac,
day du cua ho so;
quét (scan) va luu
trir hd so dién tu,
cap nhat vao co sd
dit liéu cua HEé
théng thong tin giai
quyét thu tuc hanh
chinh Thanh phd.

- Thoi diém xac dinh
td chirc, ca nhan da
noép hd so hop phap,
hop 1€ tai co quan cé
tham quyén duoc
tinh ké tir khi nhan
vién buu chinh va
nguodi tiép nhan ho
so tai BO phan Mot
ctra 1ap va cung ky
Bién ban giao nhan
hd so theo quy dinh.
Treong hop co yéu
cau bd sung, hoan
thién ho so thi thoi
diém t6 chuc, ca
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Bude | Noidung | Trach e Bieu .
cong A en ‘A Thoi gian | mau/Keét Dién giai
‘n cong viec nhiém .
viéc qua

nhan bd sung day du
hd so theo yéu cau
duoc xac dinh 1a thoi
diém nop ho so hop
phap, hop 1& (trur
treong hop phap luat
cé quy dinh khéc).

- B6 phan Mot ctra
c6 trach  nhiém
théong tin cho to
chitc, c4 nhan vé
viéc tiép nhan hd so,
viéc yéu cau bd
sung, hoan thién ho
so, tr choi giai
quyét hd so thu tuc
hanh chinh.

* Tiép nhin qua Hé
thong thong tin giai
quyét thi tuc hanh
chinh

Truong hop hd so
da duoc ndp du cac
thanh phan va bao
dam vé mit k¥ thuat
thi H¢ théng phan
hoi  tu dong xac
nhan t6 chac, ca
nhan da gu thanh
cong. Trong vong
04 gio lam viée ké
tr kh1 Hé théng Xac
nhan gu  thanh
cong, can bd, cong
chirc tai BO phan
Mot ctra hoan thanh
cac viéc sau:

a) bang nhap HE
thong va kiém tra ho
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

so dién tir to chuec,
ca nhan gui dén.
No61 dung kiém tra
duogc thuc hién theo
quy dinh tai khoan 2
Piéu 11 Nghi dinh
50 45/2020/ND-CP .
b) Truong hop hd so
day du, chinh xac
theo quy dinh: tiép
nhan ho so va lap
Gidy tiép nhan ho so
va hen ngay tra két
qua BM 01, thong
bao cho t6 chirc, ca
nhan thong qua tai
khoan cua t6 chirc,
ca nhantrén Hé
thong, cac kénh
thong tin td chiec, ca
nhan dang ky.

¢) Trudong hop ho so
chwa day du, chua
chinh xac theo quy
dinh: thong bao cho
td chc, ca nhan
thong qua tai khoan
cua td chirc, ca nhan
trén Hé thong, céc
kénh thong tin to
chtrc, ca nhan dang
ky va huéng dan to
chitc, ca nhan bd
sung mot lan day
da, chinh xac, néu
5 1y do theo Phiéu
yéu cau bd sung,
hoan thién hd so
(Mau s6 BMO02).
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

d) Truong hop tu
chéi nhan hd so:
théong bao cho to
chtrc, ca nhan thong
qua tai khoan cua to
churc, ca nhan trén
Hé théng, cac kénh
thong tin td chiec, ca
nhan dang ky va néu
6 1y do tir chdi ho
so theo Phiéu tir
chdi giai quyét ho
so tha tuc hanh
chinh (Mau s6 BM
03).

Sau khi kiém tra,
néu bao dam cac
diéu kién dé xu ly,
tiép nhan ho so va
chuyén cong chirc
thu 1y hd so.

Thoi gian tiép nhan
chinh thiurc hoac yéu
cdu chinh sta, bo
sung khong mudn
hon 04 gi¢ lam viéc
ké tir khi hé thong
tiép nhan, trir thir 7,
chi nhat, ngay nghi
1¢.

Chuyén hd
SO

Chuyén
vién Bo
phan Tiép
nhan va Tra
két qua Ban
Ton giao

1/2 ngay
lam viéc

- Muc I
-BM 01
-BM 02
-BM 03

Théng bao duoc tiép
nhan va chuyén dén
bo phan van thu Ban
Ton giao
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Buwéc s . Biéu
,\ NoOi dung Trach e x P K s
cong A en ‘A Thoi gian | mau/Keét Dién giai
‘n cong viec nhiém .
viéc qua
Chuyén vién phong
A T6 chac - Hanh
Chuyén : A e
o . chinh Ban Toén gido
4 n vién Phong L. A
Tiép nhan I . cho s0, vao so, luu
S T6 chuc - 1 ngay A . < , s
B2 vaxuly . . L2 Thong bao |van ban va trinh
o, Hanh chinh | lam viéc N n
van ban N lanh dao Ban phé
Ban Ton R 2 \
., duyét chuyén phong
2140 A A A
chuyén mén nghiép
vu.
Thong bao | Thong bao  duoc
R R Lanh dao . da duoc chuyén dén bd phan
B3 Ph? du?/et Ban Toén Ql ngfaAy lanh dao |van thu Ban Ton
van ban . lam viéc N ., . x
2140 ban phé |gido sau khi lanh
duyét dao Ban phé duyét.
Chuyén vién Phong
. o . |Hanh chinh - Tb
hmel va ) Tg;%iggo chﬁ’c lvu van ba:m
C l;l?lenhvan ‘(Ajhuye‘n lanh dao dong thoi chuyén
B4 a}rll‘c 0 | vien Pl}ong Ban Ton | VAR ban (gidy hodc
brore T chirc - 12 nea s . | dién ta) cho phong
chuyén | Hanh chinh | =78 gido phe chuyén mén theo
0 heo Ban To6n lam viee duy@t ,\y N ) ~
mog} L ' phé duyét cua Lanh
o1 g1ao dao Ban.
IV. BIEU MAU

Cac Biéu mau str dung tai cac budc cong viée.

TT | Mai hiéu Tén Biéu miu

1. BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.

2. BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.

4. BM 04 Vian ban Thong bao
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V. HO SO CAN LUU

TT | Mai hiéu Tén Biéu miu

1. BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.

2. BM 02 Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.

4. BM 04 Vian ban Thong bao

5. BM Céc tai liéu kém theo (néu c).

VL. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot sO diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thii tuc hanh chinh./.
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BM 01
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic

BANTON GIAO e
BO PHAN TIEP NHAN VA

TRA KET QUA

Sé: / TNHS-TKQ .. ... , ngay ... .. thang ... ... nam .. ...

Bo phan Tiép nhén va Tra két qua Ban Tén gido

Ti€P NhAN DO SO CUAL ...,
DI1a O o
So diénthoai: ... Emails

NOi dUNZ YEU CAU ZIAL QUYEL: .vovoveeeeeeeeeeeeeeeeee e

ST PP PRRURUPPRPP
B e
SO lwong ho s0:.....oeen.. ... (bd)

Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....

Vao S6 theo dai hd so, Quyén SO . Sbtheetw.................

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 02
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTON GIAO
BO PHAN TIEP NHAN VA
TRA KET QUA
So /HDHS , ngay .. .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ..ottt ettt
NOI dUNE YU CAU ZIAL QUYEE .oovveeeeeeeeeeeeee e,
DA Ca o
SOdiénthoai............coooeee o EMail
Yéu cau hoan thién ho so gom nhimg ndi dung sau:
e
e
B e
A e
Y QO e,
Trong qué trinh hoan thién hd so néu c6 vudng mic, Ong/Ba lién hé
VOL oo .. 86 dién thoai . .. d¢ dugc hudng

dan./.

NGUOI HUONG DAN
(Ky va ghi ro ho tén)
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BM 03
SO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO e
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS , ngay ... .. thang ... ... nam .. ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phan Tiép nhén va Tra két qua Ban Tén gido

TI€P NhAN N0 SO CUAL ...covoiiiiii e

SO diénthoai: ... EMaAll

NOL dUNE YU CAU ZIAL QUYEL.....oveve oo,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi 1y do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 04

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

.., ngay.. ..thang.. .. ndm.. .
THONG BAO
Két qua ngwoi dwoc bd nhiém, bau cir, suy cir lam chire viée

Thong bao két qua ngwoi dwoe bo nhiém, bau cw, suy cwr lam chire viéc voi

cac ndi dung sau:

<A Tén Chire vu
He va ten 0i Z dwoc b(i) Pia ban
nguwdi duoc 8¢ Niam | Noi cuw | Pham vi " ’
TT X 1. A | trong | . . nhiém, phu
bo nhi€ém, bau A sinh tru A . -
. ., ton bau cw, trach
ctr, suy cwr g .
gido suy cir
1
2
n
TM.TO CHUC®

(Chit ky, déu)
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) Pia danh noi ¢ tru s cta td chirc ton gido, to chue ton gido true thude hodc
to chire duoc cap chung nhan dang ky hoat dong ton gido.

@ Co quan quan ly nha nudc vé tin ngudng, ton gido & trung uwong ddi voi
truong hop bo nhiém, bau ctr, suy cir chie viée theo quy dinh tai khoan 1 Diéu 34 cia
Luat Tin ngudng, ton gido; co quan chuyén mon vé tin ngudng, ton gido cap tinh
d16i véi truong hop bo nhiém, bau ctr, suy cr chire viée theo quy dinh tai khoan 2
Diéu 34 cua cia Luat tin ngudng, ton gido; co quan nha nude c¢d tham quyén quy
dinh tai khoan 3 Diéu 19 ciia Ludt Tin ngudng, ton gido doi véi truong hop bo nhiém,
bau ci, suy ctr chirc viéce theo quy dinh tai khoan 3 Diéu 34 cua Luat Tin ngudng, ton
gi4o.

) Tén cia td chirc ton gido, to chire ton gido true thude hoic to chire duoc cap
chirmg nhan dang ky hoat dong ton gido. D6i véi to chire ton gido, to chirc ton gido
truc thudc nguoi thay mit to chice phai ky tén va dong dau.
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QUY TRINH NOI BO 12

Théong bao két qua bé nhiém, bau cir, suy cir nhirng ngwdi linh dao t6 chire cia

t6 chirc dwge cip chirng nhin ding ky hoat djng ton gido c6 dia ban hoat dong &

mot tinh theo quy dinh tai khoin 7 Piéu 34 ciia Luit Tin ngudng, ton gido
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thdng 3 ndm 2025
ctia Chui tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

TT Tén hé so

S6 lwong

Ghi chu

Truwec tiép

Truwe tuyén

01 | Van ban thong bio (theo mau); 01

Ban chinh

File scan ban
chinh hoéc
file co chir ky
s6

02 | Céc tai liéu kém theo (néu co). 01

Ban chinh

File scan ban
chinh hoéc
file co chir ky
s6

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua

Thoi gian xir ly

L& phi

Nop hd so:

Cong dan, to chirc dé nghi nop ho
so theo cac hinh thire sau day:

- Nop hd so truc tiép tai Bo phan
Tiép nhan va Tra két qua Ban Tén
gido TP.HCM, dia chi: 177 Ly
Chinh Thang, phuong V& Thi
Sau, Quan 3.

- Nop hd so dén BO phan Tiép
nhan va Tra két qua Ban Tén gido
TP.HCM thong qua dich vu buu
chinh céng ich.

- Nop hd so truc tuyén trén Cong
dich vu céng cua Thanh phé:
dichvucong. hochiminhcity.gov.vn

15 ngay lam viéc ké tir ngay

nhan du ho so hop 1¢

Khong
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III. TRINH TU XU LY CONG VIEC

Bu6c | .. . Biéu
A NoOi dung Trach e x £ X s
cong A A ‘n Thoi gian | mau/Ket Dién giai
. n cong viec nhiém .
viéc qua
Bl | Nophdso | Tochire, | 1/2ngay | Theo Muc I | Thanh phan ho so
ca nhan lam viéc theo Muc .
Kiém trahd | Chuyén -BMO01 |* Tiép nhin hd so
SO vién Bo -BM 02 |Thu tuc hanh chinh
phan Tiep _BMO03 |truc tiép:
nhén va - Cong chuc tai B
Tra ket phan Mot cira phai
qua B'an xem xét, ki€m tra tinh
Ton gido chinh x4c day du cua

hd so; quét (scan) va
luu trir ho so dién tu,
cap nhat vao co s¢ dir
liéu cua HE théng
thong tin giai quyét
thu tuc hanh chinh
Thanh phé;

- Néu ho so day du,
hop 1€, chuyén vién
tiép nhan 1ap Giay tiép
nhian theo mau BM
01.

- Néu ho so chua day
du, chuyén vién tiép
nhan huéng dan nguoi
ndp hd so bo sung,
hoan thién hd so theo
mau BM 02.

- Trudng hop tir chdi
nhan hd so, chuyén
vién tiép nhan néu 16
ly do theo mau BM
03.

* Tiép nhin hd so
Thu tuc hanh chinh
qua dich vu buu
chinh cong ich
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Bude | Noidung | Trach e Bieu .
cong A en ‘n Thoi gian | mau/Ket Dién giai
. n cong viec nhiém .
viéc qua

- B phan Mot cua
thuc hién tiép nhan ho
so tha tuc hanh chinh
do doanh nghiép
cung ung dich vu buu
chinh coéng ich chuyén
dén theo Quyét dinh
s6 45/2016/QD-TTg .

- Can bo, cong churec,
tai BO phan Mot ctra
phai xem xét, kiém tra
tinh chinh xac, day du
ciia ho so; quét (scan)
va luu trir hd so dién
twr, cap nhat vao co s
dit liéu cua Hé théng
thong tin giai quyét
tha tuc hanh chinh
Thanh phé.

- Thoi diém xac dinh
td chic, ca nhan di
ndp hd so hop phap,
hop 1€ tai co quan co
tham quyén duogc tinh
ké tr khi nhan vién
buu chinh va nguoi
tiép nhan ho so tai Bo
phan Mot ctra 1ap va
cung ky Bién ban giao
nhan hd so theo quy
dinh. Truong hop cé
yéu cau bd sung, hoan
thién ho so thi thoi
diém t6 chirc, ca nhan
bo sung day da ho so
theo yéu cau duoc xac
dinh 1a thoi diém ndp
hd so hop phap, hop 18
(tre truong hop phap
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

luat ¢6 quy dinh khac).
- B6 phan Mot ctra co
trach nhiém thoéng tin
cho t6 chuc, ca nhan
vé viée tiép nhan hd
so, viéc yéu cau bd
sung, hoan thién ho
so, tir choi giai quyét
hd so tha tuc hanh
chinh.

* Tiép nhin qua Hé
thong théng tin giai
quyét tha tuc hanh
chinh

Truong hop ho so di
duge nop du cac thanh
phan va bao dam vé
mat ky thuat thi H
théong phan hoi tu
dong xac nhan td
chtrc, ca nhan da gui
thanh cong. Trong
vong 04 gio lam viée
ké tir khi Hé thong
xac nhan gui thanh
cong, can bd, cong
chirc tai BO phan Mét
cta hoan thanh cac
viéc sau:

a) bang nhap HE
théng va kiém tra hod
so dién tu té chic, ca
nhan g dén. Noi
dung kiém tra duoc
thuc hién theo quy
dinh tai khoan 2 Piéu
11 Nghi dinh
56 45/2020/ND-CP .
b) Truong hop ho so
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Bude | Noidung | Trach e Bieu .
cong A en ‘n Thoi gian | mau/Ket Dién giai
. n cong viec nhiém .
viéc qua

day du, chinh xac theo
quy dinh: tiép nhan ho
so va lap Gidy tiép
nhan hd so va hen
ngay trakét qua BM
01, thong bao cho to
chtrc, ca nhan thoéng
qua tai khoan cua to
chirc, ca nhan trén H¢
thong, cac kénh thong
tin t0 chtrc, ca4 nhan
dang ky.

¢) Truong hop hd so
chwa ddy du, chua
chinh xac theo quy
dinh: thong bao cho t6
chtrc, ca nhan thoéng
qua tai khoan cua to
churc, ca nhan trén Hé
thong, cac kénh thong
tin td6 chtrc, ca nhan
dang ky va huéng dan
t6 chuc, ca nhan bo
sung mot lan day du,
chinh xac, néu 1o ly
do theo Phiéu yéu cau
bb sung, hoan thién ho
so (Mau s6 BM02).

d) Truong hop tir chdi
nhan ho so: théng bao
cho t6 chuc, ca nhan
thong qua tai khoan
cua td chirc, ca nhéan
tréen Hé thong, cac
kénh thong tin tb
chtrc, cd nhan dang ky
va néu rd ly do tir choi
hd so theo Phiéu tir
chdi giai quyét hd so
thu tuc hanh chinh




CONG BAO/S6 263+264/Ngay 01-5-2025 43

Buéc | .. . Biéu
A NoOi dung Trach e x £ X s
cong A A ‘n Thoi gian | mau/Ket Dién giai
. n cong viec nhiém .
viéc qua
(Mau s6 BM 03).

Sau khi kiém tra, néu
ba}o dam céu; diéu kiér}
dé xu ly, ti€p nhan ho
so va chuyén cong
chirc thu 1y ho so.
Thot gian tiép nhan
chinh thiec hoac yég
cau chinh sua, bo
sung khéng mudn hon
04 gid lam \{iéc ké ﬁr
khi hé thong tiep
nhan, tre thir 7, chu
nhat, ngay nghi I€.

Chuyén
;{;?T%g -Mucl | Thong béo dugc ticp
Chuyén hd | PP 1P 19 neay | -BMO1 | nhan va chuyén dén
nhan va . A RIS
SO X lam viéc -BM 02 |bd phan van thu Ban
Tra két Ton eido
qua Ban -BM 03 5
Ton giao
A Chuyén vién phong
Chl.lAy o T6 chire - Hanh chinh
. vien Ban Ton gido cho s6
Tiép nhan | Phong T6 . C A 1o
1 . 1 ngay A . | vao s6, luu van ban va
B2 vaxu ly chuec - Lo Thoéng bao |, . ~
- 1. ) lam viéc trinh 1anh dao Ban
vanban | Hanh hé duyét chuyén
chinh Ban pac yet chuye
N phong chuyén mon
Ton giao A
nghi€p vu.
Thong bao | Thong  bao  duoc
R R Lanh dao . da duoc chuyén dén bo phan
B3 Phéend];gnet Ban Ton lginn\%iaé}; lanh dao | van thu Ban To6n gido
M 2140 ' ban phé |sau khi lanh dao Ban
duyét phé duyét.
Thong bao | Chuyén vién Phong
B4 Luu va da duoc | Hanh chinh - T6 chirc
chuyén van lanh dao | luu van ban dong thoi

Chuyén
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Bude | Noidung | Trach e Bieu .
cong A A ‘n Thoi gian | mau/Ket Dién giai
. n cong viec nhiém .
viéc qua
ban cho vién Ban Ton | chuyén van ban (gidy
phong Phong T6 | 12 ngay gidophé |hodac dién tr) cho
chuyén chuec - lam viéc duyét phong chuyén médn
mon theo Hanh theo phé duyét cua
doi chinh Ban Lanh dao Ban.
Ton giao
IV. BIEU MAU
Cac Biéu mau str dung tai cac budc cong viéc.
TT | Mai hiéu Tén Biéu miu
1. BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.
2. BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.
4. BM 04 Vian ban Thong bao
V.HO SO CAN LUU
TT | Mai hiéu Tén Biéu miu
1. BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.
2. BM 02 Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.
4. BM 04 Vian ban Thong bao
S. BM Céc tai liéu kém theo (néu c).

VI. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién

thong trong giai quyét thii tuc hanh chinh./.
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BM 01
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic

BANTON GIAO e
BO PHAN TIEP NHAN VA

TRA KET QUA

Sé: / TNHS-TKQ .. ... , ngay ... .. thang ... ... nam .. ...

B6 phan Tiép nhan va Tra két qua Ban Tén giao
Ti€P NhAN DO SO CUAL ...,

DI1a O o

S6 diénthoai: .............................. Email:

NOi dUng YU CAU ZIAT QUYEL: ...ovovovee oo,

Thanh phan ho so ndp gom:

1.
2.
SO lwong ho s0:.....oeen.. ... (bo)
Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....

Vao S6 theo dai hd so, Quyén SO . Sbtheetw.................

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 02
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTON GIAO
BO PHAN TIEP NHAN VA
TRA KET QUA
So /HDHS , ngay .. .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ..ottt ettt
NOI dUNE YU CAU ZIAL QUYEE .oovveeeeeeeeeeeeee e,
DA Ca o
SOdiénthoai............coooee i EMail
Yéu cau hoan thién ho so gom nhimg ndi dung sau:
L e
e
B e
A e
Y QO e,
Trong qué trinh hoan thién hd so néu c6 vudng mic, Ong/Ba lién hé
VOL oo .. 86 dién thoai . .. d¢ dugc hudng

dan./.

NGUOI HUONG DAN
(Ky va ghi ro ho tén)
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BM 03
SO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS , ngay ... .. thang ... ... nam .. ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

B6 phan Tiép nhan va Tra két qua Ban Tén giao

TAEP NhAN DO SO CUAL ..o,
D1 O e oo
SO diénthoai: ... EMaAll

NOL dUNE YU CAU ZIAL QUYEL.....oveve oo,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi 1y do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 04

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

.., ngay.. ..thang.. .. ndm.. .
THONG BAO
Két qua ngwoi dwoc bd nhiém, bau cir, suy cir lam chire viée

Thong bao két qua ngwoi dwoe bo nhiém, bau cw, suy cwr lam chire viéc voi

cac ndi dung sau:

< n Tén Chirc vu
Ho va ten 0i Z dwoc b(i) Pia ban
ngwoi dwgc bo 8¢ Nim | Noi cur | Pham vi n ’
TT A X . | trong | . , nhiém, phu
nhiém, bau cu, A sinh tru A . -
* ., ton bau cw, trach
suy cir g .,
gido suy cir
1
2
n
TM.TO CHUC®

(Chit ky, déu)
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) Pia danh noi ¢ tru s cta td chirc ton gido, to chue ton gido true thude hodc
to chire duoc cap chung nhan dang ky hoat dong ton gido.

@ Co quan quan ly nha nudc vé tin ngudng, ton gido & trung uwong ddi voi
truong hop bo nhiém, bau ctr, suy cir chie viée theo quy dinh tai khoan 1 Diéu 34 cia
Luat Tin ngudng, ton gido; co quan chuyén mon vé tin ngudng, ton gido cap tinh
d16i véi truong hop bo nhiém, bau ctr, suy cr chire viée theo quy dinh tai khoan 2
Diéu 34 cua cia Luat tin ngudng, ton gido; co quan nha nude c¢d tham quyén quy
dinh tai khoan 3 Diéu 19 ciia Ludt Tin ngudng, ton gido doi véi truong hop bo nhiém,
bau ci, suy ctr chirc viéc theo quy dinh tai khoan 3 Diéu 34 cua Luat Tin ngudng, ton
gi4o.

) Tén cia td chirc ton gido, to chire ton gido true thude hoic to chire duoc cap
chirmg nhan dang ky hoat dong ton gido. D6i véi to chire ton gido, to chirc ton gido
truc thudc nguoi thay mit to chice phai ky tén va dong dau.
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QUY TRINH NOI BO 13

Théong bao két qua bé nhiém, bau cir, suy cir nhirng nguwdi linh dao t6 chire

d6i voi to chire ton gido c6 dia ban hoat dong & mt tinh theo quy dinh tai

khoan 7 Diéu 34 ciia Luit tin ngudng, ton gido
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thdng 3 ndm 2025
ctia Chui tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

TT Tén hé so

S6 lwong

Ghi chu

Truec tiép

Truwe tuyén

01 | Van ban thong bio (theo mau); 01

Ban chinh

File scan ban
chinh hoéc
file co chir ky
s6

02 | Céc tai liéu kém theo (néu co). 01

Ban chinh

File scan ban
chinh hoéc
file co chir ky
s6

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua

Thoi gian xir ly

L& phi

Nop hd so:

Cong dan, to chirc dé nghi nop ho

so theo cac hinh thire sau day:

- Nop hd so truc tiép tai Bo phan
Tiép nhan va Tra két qua Ban Ton
gido TP.HCM, dia chi: 177 Ly
Chinh Thang, phuong V& Thi
Sau, Quan 3.

- Nop hd so dén BO phan Tiép
nhan va Tra két qua Ban Tén gido
TP.HCM thong qua dich vu buu
chinh céng ich.

- Nop hd so truc tuyén trén Cong
dich vu céng cua Thanh phé:
dichvucong. hochiminhcity.gov.vn

15 ngay lam viéc ké tir ngay

nhan du ho so hop 1¢

Khong
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III. TRINH TU XU LY CONG VIEC

Buéc | .. . Biéu
A NoOi dung Trach e x £ K s
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Bl Nop hd so | To chire, ca | 1/2 ngay | Theo Muc I | Thanh phan ho so
nhan lam viéc theo Muc 1.
Kiém trahd | Chuyén -BM 01 |* Tiép nhin hd so
SO vién Bo -BM02 |Thu tuc hanh
phan Tiép _BM 03 |chinh truc tiép:
nhan va Tra - Cong chure tai Bo
két qua Ban phan Mot cira phai
Ton gido xem xét, kiém tra

tinh chinh xac day
du ciia ho so; quét
(scan) va luu trit ho
so dién tur, cap nhat
vao co s& dir liéu
ciia Hé thong thong
tin giai quyét thu tuc
hanh chinh Thanh
pho;

- Néu ho so day du,
hop 1€, chuyén vién
tiép nhan lap Giay
tiép nhan theo mau
BM 01.

- Néu hd so chua
day du, chuyén vién
tiép nhan huéng dan
nguoi nop hod so bo
sung, hoan thién ho
so theo mau BM 02.
- Truong hop tur
chéi nhan hd so,
chuyén vién tiép
nhan néu rd ly do
theo mau BM 03.

* Tiép nhian hd so
Tha tuc  hanh
chinh qua dich vu
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Buge | ngidung | Trach o pieu L
cong A en ‘A Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua

buu chinh cong ich
- B6 phan Mot ctra
thuc hién tiép nhan
hd so tha tuc hanh
chinh do doanh
nghiép cung ing
dich vu buu chinh
cong ich chuyén dén
theo Quyét dinh
56 45/2016/QDb-
TTg .

- Can b, cong chirc,
tai B phan Mét ctra
phai xem xét, kiém
tra tinh chinh xac,
day du cua ho so;
quét (scan) va luu
trir hd so dién tu,
cap nhat vao co sd
dit liéu cua HEé
théng thong tin giai
quyét thu tuc hanh
chinh Thanh phd.

- Thoi diém xac dinh
td chirc, ca nhan da
noép hd so hop phap,
hop 1€ tai co quan cé
tham quyén duoc
tinh ké tir khi nhan
vién buu chinh va
nguodi tiép nhan ho
so tai BO phan Mot
ctra 1ap va cung ky
Bién ban giao nhan
hd so theo quy dinh.
Treong hop co yéu
cau bd sung, hoan
thién ho so thi thoi
diém t6 chuc, ca
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

nhan bd sung day du
hd so theo yéu cau
duoc xac dinh 1a thoi
diém ndp ho so hop
phap, hop 1€ (trir
treong hop phap luat
cé quy dinh khéc).

- B6 phan Mot ctra
c6 trach  nhiém
théong tin cho to
chirc, ca nhan vé
viéc tiép nhan hd so,
viéc yéu cau bd
sung, hoan thién ho
so, tr choi giai
quyét hd so thu tuc
hanh chinh.

* Tiép nhin qua Hé
thong thong tin giai
quyét thi tuc hanh
chinh

Truong hop hd so
da duoc ndp du cac
thanh phan va bao
dam vé mit k¥ thuat
thi H¢ théng phan
hoi  tu dong xac
nhan t6 chac, ca
nhan da gu thanh
cong. Trong vong
04 gio lam viée ké
tr kh1 Hé théng Xac
nhan gu  thanh
cong, can bd, cong
chirc tai BO phan
Mot ctra hoan thanh
cac viéc sau:

a) bang nhap HE
thong va kiém tra ho
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Bude | Noidung | Trach e Bieu .
cong A en ‘A Thoi gian | mau/Keét Dién giai
‘n cong viec nhiém .
viéc qua

so dién tir to chuec,
ca nhan gui dén.
No61 dung kiém tra
duogc thuc hién theo
quy dinh tai khoan 2
Piéu 11 Nghi dinh
50 45/2020/ND-CP .
b) Truong hop hd so
day du, chinh xac
theo quy dinh: tiép
nhan ho so va lap
Gidy tiép nhan ho so
va hen ngay tra két
qua BM 01, thong
bao cho t6 chirc, ca
nhan thong qua tai
khoan cua t6 chirc,
ca nhantrén Hé
thong, cac kénh
thong tin td chiec, ca
nhan dang ky.

¢) Trudong hop ho so
chwa day du, chua
chinh xac theo quy
dinh: thong bao cho
td chc, ca nhan
thong qua tai khoan
cua td chirc, ca nhan
trén Hé thong, céc
kénh thong tin to
chtrc, ca nhan dang
ky va huéng dan to
chitc, ca nhan bd
sung mot lan day
da, chinh xac, néu
5 1y do theo Phiéu
yéu cau bd sung,
hoan thién hd so
(Mau s6 BMO02).
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

d) Truong hop tu
chdi nhan hd so:
théong bao cho to
chtrc, ca nhan thong
qua tai khoan cua to
churc, ca nhan trén
Hé théng, cac kénh
thong tin td chiec, ca
nhan dang ky va néu
6 1y do tir chdi ho
so theo Phiéu tir
chdi giai quyét ho
so tha tuc hanh
chinh (Mau s6 BM
03).

Sau khi kiém tra,
néu bao dam cac
diéu kién dé xu ly,
tiép nhan ho so va
chuyén cong chirc
thu 1y hd so.

Thoi gian tiép nhan
chinh thiurc hoac yéu
cdu chinh sta, bo
sung khong mudn
hon 04 gi¢ lam viéc
ké tir khi hé thong
tiép nhan, trir thir 7,
chi nhat, ngay nghi
1¢.

Chuyén hd
SO

Chuyén
vién Bo
phan Tiép
nhan va Tra
két qua Ban
Ton giao

1/2 ngay
lam viéc

- Muc I
-BM 01
-BM 02
-BM 03

Théng bao duoc tiép
nhan va chuyén dén
bo phéan van thu Ban
Ton giao
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Bude | Noidung | Trach e Bieu .
cong A en ‘A Thoi gian | mau/Keét Dién giai
‘n cong viec nhiém .
viéc qua
Chuyén vién phong
A T6 chac - Hanh
Chuyén : A e
o . chinh Ban Toén gido
£ A vién Phong A+ oz
Tiép nhan I . cho s0, vao so, luu
S T6 chuc - 1 ngay A . < , s
B2 vaxuly . . L2 Thong bao |van ban va trinh
o, Hanh chinh | lam viéc N n
van ban N lanh dao Ban phé
Ban Ton R 2 \
. duyét chuyén phong
g1a0 A A A
chuyén mén nghiép
VU
Thong bao | Thong bao  duoc
R R Lanh dao . da duoc chuyén dén bd phan
B3 Ph? du?/et Ban Toén Ql ngfaAy lanh dao |van thu Ban Ton
van ban . lam viéc N ., . x
2140 ban phé |gido sau khi lanh
duyét dao Ban phé duyét.
Chuyén vién Phong
. A . |Hanh chinh - T6
hLm;l Vay . Tgﬁorﬁ, BSO chﬁ’c luu van ba:m
¢ l;l?lenhvan ‘(Ajhuye‘n lnh dao | 900g thoi  chuyén
B4 a}rll‘c 0 | vien Pl}ong Ban Ton | VAR ban (gidy hodc
brore T chirc - 12 nea s . | dién ta) cho phong
chuyén | Hanh chinh | =~ "83Y gido phé huvén mén  th
5n th Ban T4 lam viéc duyét chuyen  mot o
mog} co an 1on ' phé duyét ctia Lanh
o1 g1ao dao Ban.
IV. BIEU MAU

Cac Biéu mau str dung tai cac budc cong viée.

TT | Mai hiéu Tén Biéu miu

1. BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.

2. BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.

4. BM 04 Vian ban Thong bao
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V. HO SO CAN LUU

TT | Mai hiéu Tén Biéu miu

1. BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.

2. BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.

4. BM 04 Vian ban Thong bao

S. BM Céc tai liéu kém theo (néu co).

VL. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot sO diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thii tuc hanh chinh./.
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BM 01
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTON GIAO e
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: / TNHS-TKQ ... , ngay ... .. thang ... ... nam .. ...

B6 phan Tiép nhan va Tra két qua Ban Tén giao
Ti€P NhAN DO SO CUAL ...,
DI1a O o

S6 diénthoai: .............................. Email:

NOi dUNZ YEU CAU ZIAL QUYEL: .vovoveeeeeeeeeeeeeeeeee e

Thanh phan ho so ndp gom:

1.
2.
SO lwong ho s0:.....oeen.. ... (bo)
Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....

Vao S6 theo dai hd so, Quyén SO . Sbthetw...... ... ..

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 02
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA
So /HDHS , ngay .. .. thang ... ... nam ... ..

VO oo,
dan./.

PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO

HoO SO Gl oo e e e e

NOi dUNE YU CAU ZIAT QUYEL. ..o

Sédiénthoai... ... Emails

Yéu cau hoan thién hé so gom nhitng ndi dung sau:

Ly QO e,

Trong qua trinh hoan thién hé so n€u ¢6 vudéng mac, Ong/Ba lién hé
cee...sOdiénthoar ............................ d¢& duoc hudng

NGUOI HUONG DAN
(Ky va ghi ro ho tén)
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BM 03
SO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS , ngay ... .. thang ... ... nam .. ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phan Tiép nhén va Tra két qua Ban Tén gido

TI€P NhAN N0 SO CUAL ...covoiiiiii e

SO diénthoai: ... EMaAll

NOL dUNE YU CAU ZIAL QUYEL.....oveve oo,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi 1y do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 04

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

.., ngay.. ..thang.. .. ndm.. .
THONG BAO
Két qua ngwoi dwoc bd nhiém, bau cir, suy cir lam chire viée

Thong bao két qua ngwoi dwoe bo nhiém, bau cw, suy cwr lam chire viéc voi
cac ndi dung sau:

< in Tén Chirc vu
Hovateén 1 ; dwgc bd | Dia ban
nguoi duge by | 5 Niam | Noi cu | Phim vi n :
TT ‘n X, | trong | . . nhi¢m, phu
nhiém, bau cu, A sinh tru A . -
* ., ton bau cw, trach
suy cwr g )
giao suy cwr
2
n
TM.TO CHUC®

(Chit ky, déu)
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) Pia danh noi ¢ tru s cta td chirc ton gido, to chue ton gido true thude hodc
to chire duoc cap chung nhan dang ky hoat dong ton gido.

@ Co quan quan ly nha nudc vé tin ngudng, ton gido & trung uwong ddi voi
truong hop bo nhiém, bau ctr, suy cir chie viée theo quy dinh tai khoan 1 Diéu 34 cia
Luat Tin ngudng, ton gido; co quan chuyén mon vé tin ngudng, ton gido cap tinh
d16i véi truong hop bo nhiém, bau ctr, suy cr chire viée theo quy dinh tai khoan 2
Diéu 34 cua cia Luat tin ngudng, ton gido; co quan nha nude c¢d tham quyén quy
dinh tai khoan 3 Diéu 19 ciia Ludt Tin ngudng, ton gido doi véi truong hop bo nhiém,
bau ci, suy ctr chirc viéce theo quy dinh tai khoan 3 Diéu 34 cua Luat Tin ngudng, ton
gi4o.

) Tén cia td chirc ton gido, to chire ton gido true thude hoic to chire duoc cap
chirmg nhan dang ky hoat dong ton gido. D6i véi to chire ton gido, to chirc ton gido
truc thudc nguoi thay mit to chice phai ky tén va dong dau.
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QUY TRINH NOI BO 14
Théong bao két qua bé nhiém, bau cir, suy cir nhirng nguwdi linh dao t6 chire
d6i voi to chire ton gido c6 dia ban hoat dong & mot tinh theo quy dinh
tai khoan 7 Piéu 34 ciia Luit tin ngudng, ton gido
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thdng 3 ndm 2025
ctia Chui tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

Ghi chu

TT Tén hd so S6 lwong — -
Trwe tiep | Truc tuyén

File scan ban
chinh hoéc
file co chir ky
s6

01 | Van ban thong bio (theo mau); 01 Ban chinh

File scan ban
chinh hoéc
file co chir ky
s6

02 Cac tai1 liéu kém theo (néu co). 01 Ban chinh

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhén va tra két qua Thoi gian xir ly Lé phi

Nop hd so:

Cong dan, to chirc dé nghi ndp ho
so theo cac hinh thire sau day:

- Nop hd so truc tiép tai Bo phan
Tiép nhan va Tra két qua Ban Ton
gido TP.HCM, dia chi: 177 Ly
Chinh Théang, phuong V& Thi
Sau, Quan 3.

- Nop hd so dén BO phéan Tiép
nhan va Tra két qua Ban Ton gido
TP.HCM thong qua dich vu buu
chinh céng ich.

15 ngay lam viée ké tir ngay

nhan i hé so hop 1¢ Khong

- Nop hd so truc tuyén trén Céng
dich vu coéng cua Thanh pho:
dichvucong. hochiminhcity.gov.vn
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III. TRINH TU XU LY CONG VIEC
Buge | Noidung | Trich o Ditu P
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Bl Nop hd so | To chire, ca | 1/2 ngay | Theo Muc I | Thanh phan ho so
nhan lam viéc theo Muc 1.
Kiém trahd | Chuyén -BM 01 |* Tiép nhin hd so
SO vién Bo -BM02 |Thu tuc hanh
phan Tiép _BM 03 |chinh truc tiép:
nhan va Tra - Cong chure tai Bo
két qua Ban phan Mot cira phai
Ton gido xem xét, kiém tra

tinh chinh xac day
du ciia ho so; quét
(scan) va luu trit ho
so dién tur, cap nhat
vao co s& dir liéu
ciia Hé thong thong
tin giai quyét thu tuc
hanh chinh Thanh
pho;

- Néu ho so day du,
hop 1€, chuyén vién
tiép nhan lap Giay
tiép nhan theo mau
BM 01.

- Néu hd so chua
day du, chuyén vién
tiép nhan huéng dan
nguoi nop hod so bo
sung, hoan thién ho
so theo mau BM 02.
- Truong hop tur
chéi nhan hd so,
chuyén vién tiép
nhan néu rd ly do
theo mau BM 03.

* Tiép nhian hd so
Tha tuc  hanh
chinh qua dich vu
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

buu chinh cong ich
- B6 phan Mot ctra
thuc hién tiép nhan
hd so tha tuc hanh
chinh do doanh
nghiép cung ing
dich vu buu chinh
cong ich chuyén dén
theo Quyét dinh
56 45/2016/QDb-
TTg .

- Can b, cong chirc,
tai B phan Mét ctra
phai xem xét, kiém
tra tinh chinh xac,
day du cua ho so;
quét (scan) va luu
trir hd so dién tu,
cap nhat vao co sd
dit liéu cua HEé
théng thong tin giai
quyét thu tuc hanh
chinh Thanh phd.

- Thoi diém xac dinh
td chirc, ca nhan da
noép hd so hop phap,
hop 1€ tai co quan cé
tham quyén duoc
tinh ké tir khi nhan
vién buu chinh va
nguodi tiép nhan ho
so tai BO phan Mot
ctra 1ap va cung ky
Bién ban giao nhan
hd so theo quy dinh.
Treong hop co yéu
cau bd sung, hoan
thién ho so thi thoi
diém t6 chuc, ca
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Bude | Noidung | Trach e Bieu .
cong A en ‘A Thoi gian | mau/Keét Dién giai
‘n cong viec nhiém .
viéc qua

nhan bd sung day du
hd so theo yéu cau
duoc xac dinh 1a thoi
diém nop ho so hop
phap, hop 1& (trur
treong hop phap luat
cé quy dinh khéc).

- B6 phan Mot ctra
c6 trach  nhiém
théong tin cho to
chitc, c4 nhan vé
viéc tiép nhan hd so,
viéc yéu cau bd
sung, hoan thién ho
so, tr choi giai
quyét hd so thu tuc
hanh chinh.

* Tiép nhin qua Hé
thong thong tin giai
quyét thi tuc hanh
chinh

Truong hop hd so
da duoc ndp du cac
thanh phan va bao
dam vé mit k¥ thuat
thi H¢ théng phan
hoi  tu dong xac
nhan t6 chac, ca
nhan da gu thanh
cong. Trong vong
04 gio lam viée ké
tr kh1 Hé théng Xac
nhan gu  thanh
cong, can bd, cong
chirc tai BO phan
Mot ctra hoan thanh
cac viéc sau:

a) bang nhap HE
thong va kiém tra ho
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

so dién tir to chuec,
ca nhan gui dén.
No61 dung kiém tra
duogc thuc hién theo
quy dinh tai khoan 2
Piéu 11 Nghi dinh
50 45/2020/ND-CP .
b) Truong hop hd so
day du, chinh xac
theo quy dinh: tiép
nhan ho so va lap
Gidy tiép nhan ho so
va hen ngay tra két
qua BM 01, thong
bao cho t6 chirc, ca
nhan thong qua tai
khoan cua t6 chirc,
ca nhantrén Hé
thong, cac kénh
thong tin td chiec, ca
nhan dang ky.

¢) Trudong hop ho so
chwa day du, chua
chinh xac theo quy
dinh: thong bao cho
td chc, ca nhan
thong qua tai khoan
cua td chirc, ca nhan
trén Hé thong, céc
kénh thong tin to
chtrc, ca nhan dang
ky va huéng dan to
chitc, ca nhan bd
sung mot lan day
da, chinh xac, néu
5 1y do theo Phiéu
yéu cau bd sung,
hoan thién hd so
(Mau s6 BMO02).
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

d) Truong hop tu
chdi nhan hd so:
théong bao cho to
chtrc, ca nhan thong
qua tai khoan cua to
churc, ca nhan trén
Hé théng, cac kénh
thong tin td chiec, ca
nhan dang ky va néu
6 1y do tir chdi ho
so theo Phiéu tir
chdi giai quyét ho
so tha tuc hanh
chinh (Mau s6 BM
03).

Sau khi kiém tra,
néu bao dam cac
diéu kién dé xu ly,
tiép nhan ho so va
chuyén cong chirc
thu 1y hd so.

Thoi gian tiép nhan
chinh thiurc hoac yéu
cdu chinh sta, bo
sung khong mudn
hon 04 gi¢ lam viéc
ké tir khi hé thong
tiép nhan, trir thir 7,
chi nhat, ngay nghi
1¢.

Chuyén hd
SO

Chuyén
vién Bo
phan Tiép
nhan va Tra
két qua Ban
Ton giao

1/2 ngay
lam viéc

- Muc I
-BM 01
-BM 02
-BM 03

Théng bao duoc tiép
nhan va chuyén dén
bo phéan van thu Ban
Ton giao
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Buéc | .. . Biéu
A NoOi dung Trach e x £ K s
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Chuyén vién phong
Chuven T6 chac - Hanh
vien P}Illbn chinh Ban Ton giao
Tiép nhan Té chite _g 1 nea cho s0, vao so, luu
B2 | vaxuly | O0°NC "8 Thongbdo |van ban va trinh
o, Hanh chinh | lam viéc N n
van ban Ban Ton lanh dao Ban phé
o duyét chuyén phong
& chuyén mén nghiép
VU
Thong bao | Thong bao  duoc
o o Lanh dao . da duoc | chuyén dén bo phan
B3 Ph? du?/et Ban Tén Ql neay lanh dao |van thu Ban Tén
van ban ., lam viéc n ., -
2140 ban phé |gido sau khi lanh
duyét dao Ban phé duyét.
Chuyén vién Phong
L . Thong béo Hanh chinh - To6
uu va , y \
chuyén van Chuyén da duoc glﬁurll’c lglub’i Va;il ubgﬁ
ban cho | vién Phon lanh dao | S0 IO CHYE
B4 e oy g Ban Ton | VAR ban (gidy hodc
n - A .
phong O chue 12 ngay .0 opa | dién ti) cho phong
chuyén | Hanh chinh \ glaophe | . . 50 th
mon theo | BanTon | MV | duyer |0 00 EOD TS
= an 1on ' phé duyét ctia Lanh
doi g1ao dao Ban.
IV. BIEU MAU

Cac Biéu mau str dung tai cac budc cong viée.

TT | Mai hiéu Tén Biéu miu

1. BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.

2. BM 02 Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.

4. BM 04 Vian ban Thong bao
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V. HO SO CAN LUU

TT | Mai hiéu Tén Biéu miu

1. BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.

2. BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.

4. BM 04 Vian ban Thong bao

S. BM Céc tai liéu kém theo (néu co).

VL. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot sO diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thii tuc hanh chinh./.
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BM 01
SO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic

BANTONGIAO e
BO PHAN TIEP NHAN VA

TRA KET QUA

Sé: / TNHS-TKQ ... , ngay .. . thang ... ... nam ... ...

Bo phan Tiép nhén va Tra két qua Ban Tén gido

Ti€P NhAN DO SO CUAL ...,
DI1a O o
S6 diénthoai: .............................. Email:

NOi dUNZ YEU CAU ZIAL QUYEL: .vovoveeeeeeeeeeeeeeeeee e

Thanh phan ho so ndp gom:

1.
2.
SO lwong ho s0:.....oeen.. ... (bo)
Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....

Vao S6 theo dai hd so, Quyén SO . Sbtheetw.................

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 02
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA
So /HDHS , ngay .. .. thang ... ... nam ... ..

PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO

HoO SO Gl oo e e e e

NOi dUNE YU CAU ZIAT QUYEL. ..o

Sédiénthoai... ... Emails

Yéu cau hoan thién hé so gom nhitng ndi dung sau:

Ly QO e,

Trong qua trinh hoan thién hé so n€u ¢6 vudéng mac, Ong/Ba lién hé
VOl ......oooiiiiiieoosOdi@nthoal L. dé duoc hudng
dan./.

NGUOI HUONG DAN
(Ky va ghi ro ho tén)
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BM 03
~ SONOIVU CONG HOA XA HOQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Pjc lap - Tw do - Hanh phiic
BANTONGIAO e
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS , ngay ... .. thang ... ... nam .. ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

B6 phan Tiép nhan va Tra két qua Ban Tén giao

TAEP NhAN DO SO CUAL ..o,
D1 O e oo
SO diénthoai: ... EMaAll

NOL dUNE YU CAU ZIAL QUYEL.....oveve oo,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi 1y do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 04

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

.., ngay.. ..thang.. .. ndm.. .
THONG BAO
Két qua ngwoi dwoc bd nhiém, bau cir, suy cir lam chire viée

Thong bao két qua ngwoi dwoe bo nhiém, bau cw, suy cwr lam chire viéc voi

cac ndi dung sau:

Tén Chure vu
Ho va tgn ng’}rm 201 | Nsm | Noi cw | Phdm vi du’({’f bo | Dia ban
TT | dwgc bo nhiém, | trong | . . nhi¢m, phu
AL ‘T, ,\ sinh tru A -
bau cw, suy cw ton bau cw, trach
gido suy cur
1
2
n
TM.TO CHUC®

(Chit ky, déu)
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) Pia danh noi ¢ tru s cta td chirc ton gido, to chue ton gido true thude hodc
to chire duoc cap chung nhan dang ky hoat dong ton gido.

@ Co quan quan ly nha nudc vé tin ngudng, ton gido & trung uwong ddi voi
truong hop bo nhiém, bau ctr, suy cir chie viée theo quy dinh tai khoan 1 Diéu 34 cia
Luat Tin ngudng, ton gido; co quan chuyén mon vé tin ngudng, ton gido cap tinh
d16i véi truong hop bo nhiém, bau ctr, suy cr chire viée theo quy dinh tai khoan 2
Diéu 34 cua cia Luat tin ngudng, ton gido; co quan nha nude c¢d tham quyén quy
dinh tai khoan 3 Diéu 19 ciia Ludt Tin ngudng, ton gido doi véi truong hop bo nhiém,
bau ci, suy ctr chirc viéce theo quy dinh tai khoan 3 Diéu 34 cua Luat Tin ngudng, ton
gi4o.

) Tén cia td chirc ton gido, to chire ton gido true thude hoic to chire duoc cap
chirmg nhan dang ky hoat dong ton gido. D6i véi to chire ton gido, to chirc ton gido
truc thudc nguoi thay mit to chice phai ky tén va dong dau.
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QUY TRINH NOI BO 15

Théng bio thuyén chuyén chire sic, chire viée, nha tu hanh
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thdng 3 ndm 2025
ctia Chui tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

TT Tén hé so

Ghi chu

S6 lwong —
Truwe tiép

Truwe tuyén

01 | Vin ban thong bao (theo mau); 01

Ban chinh

File scan ban
chinh hoéc
file co chir ky
s6

02 | Céc tai liéu kém theo (néu co). 01

Ban chinh

File scan ban
chinh hoéc
file co chir ky
s6

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua

Thoi gian xir ly

L& phi

Nop hd so:

Cong dan, to chirc dé nghi nop ho

so theo cac hinh thire sau day:

- Nop hd so truc tiép tai Bo phan
Tiép nhan va Tra két qua Ban Ton
gido TP.HCM, dia chi: 177 Ly
Chinh Thang, phuong V& Thi
Sau, Quan 3.

- Nop hd so dén BO phan Tiép
nhan va Tra két qua Ban Tén gido
TP.HCM thong qua dich vu buu
chinh céng ich.

- Nop hd so truc tuyén trén Cong
dich vu céng cua Thanh phé:
dichvucong. hochiminhcity.gov.vn

15 ngay lam viéc ké tir ngay

nhan du ho so hop 1¢

Khong
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III. TRINH TU XU LY CONG VIEC

Bu6c | . Biéu
A NoOi dung Trach e x £ X s
cong A A ‘n Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Bl Nop ho so | To chire, ca | 1/2 ngay | Theo Muc I | Thanh phan ho so
nhan lam viéc theo Muc .
Kiém trahd | Chuyén -BMO01 |* Tiép nhan hd so
SO vién Bo -BM02 |Thi tuc  hanh
phan Tiep _BMO03 |chinh truc tiép:
nhén va Tra - Cong chirc tar Bo
két qua Ban phan Mot cira phai
Ton giao xem xét, kiem tra

tinh chinh xac day
da cia hd so;, quét
(scan) va luu trit ho
so dién tur, cap nhat
vao co s& du liéu
cia Hé théng thong
tin giai quyét thi tuc
hanh chinh Thanh
pho;

- Néu ho so day di,
hop 1€, chuyén vién
tiép nhan lap Giay
tiép nhan theo mau
BMO1.

- Néu hd so chua
day du, chuyén vién
tiép nhan hudng dan
nguodi ndp hod so bo
sung, hoan thién hd
so theo mau BM 02.
- Truong hop ftur
chéi nhan ho so,
chuyén vién tiép
nhan néu rd ly do
theo mau BM 03.

* Tiép nhian hd so
Tha tuc hanh
chinh qua dich vu
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Bude | Noidung | Trich e Bieu .
cong A en ‘n Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua

bwu chinh cong ich
- B6 phan Mot ctra
thuc hién tiép nhan
hd so tha tuc hanh
chinh do doanh
nghiép cung Ung
dich vu buu chinh
cong ich chuyén dén
theo Quyét dinh
s6 45/2016/QD-
TTg .

- Can b, cong chrrc,
tai BO phan Mét cira
phai xem xét, kiém
tra tinh chinh xac,
day du cua ho so;
quét (scan) va luu
trit ho so dién tu,
cap nhat vao co so¢
dit' liéu cua Heé
théng thong tin giai
quyét thu tuc hanh
chinh Thanh phd.

- Thoi diém xac dinh
to chirc, ca nhan da
ndp hd so hop phap,
hop 1€ tai co quan co
tham quyén duoc
tinh ké tir khi nhan
vién buu chinh va
ngudi tiép nhan hod
so tai BO phan Mot
ctra lap va cung ky
Bién ban giao nhan
ho so theo quy dinh.
Truong hop co6 yéu
cau bd sung, hoan
thién ho so thi thoi
diém t6 chac, ca
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

nhan bd sung day du
hd so theo yéu cau
duoc xac dinh 1a thoi
diém nop ho so hop
phap, hop 1€ (trr
truomg hop phap luat
co quy dinh khac).

- B6 phan Mot ctra
c6 trach  nhiém
théong tin cho to
chitc, ca4 nhan vé
viéc tiép nhan hd so,
viéc yéu cau bd
sung, hoan thién hd
so, tir choi giai
quyét hd so thu tuc
hanh chinh.

* Tiép nhin qua Hé
thong thong tin giai
quyét thi tuc hanh
chinh

Truong hop ho so
da duoc ndp du cac
thanh phan va bao
dam vé mit k¥ thuat
thi H¢ théng phan
hoi  tu dong xac
nhan t6 chuc, ca
nhan da gui thanh
cong. Trong vong
04 gio lam viéc ké
ttr khi Hé thong xac
nhan gu  thanh
cong, can bd, cong
chirc tan BO phéan
Mot ctra hoan thanh
cac viéc sau:

a) Dang nhap H¢
thong va kiém tra ho
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Bude | Noidung | Trich e Bieu .
cong A en ‘n Thoi gian | mau/Keét Dién giai
‘n cong viec nhiém .
viéc qua

so dién tr t6 chic,
ca nhan gui dén.
No6i dung kiém tra
duoc thuc hién theo
quy dinh tai khoan 2
Piéu 11 Nghi dinh
50 45/2020/ND-CP .
b) Truong hop ho so
day du, chinh xac
theo quy dinh: tiép
nhan ho so va lap
Giay tiép nhan ho so
va hen ngay tra két
qua BM 01, thong
bao cho tb chirc, ca
nhan thong qua tai
khoan cua t6 churec,
ca nhantrén HEé
thong, cac kénh
thong tin to chirc, ca
nhan dang ky.

¢) Trudong hop ho so
chwa day du, chua
chinh xac theo quy
dinh: thong bao cho
to chc, ci4 nhan
thong qua tai khoan
cua td chuc, ca nhan
trén Hé thong, cac
kénh thong tin to
chirc, ca nhan dang
ky va huéng dan to
chitc, ca4 nhan bd
sung mot lan day
du, chinh xac, néu
18 1y do theo Phiéu
yéu cau bo sung,
hoan thién hé so
(Mau s6 BM02).
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

d) Truong hop tu
chéi nhan hd so:
théong bao cho to
chtrc, ca nhan thong
qua tai khoan cia to
chirc, ca nhan trén
Hé théng, cac kénh
thong tin to chirc, ca
nhan dang ky va néu
6 1y do tir chdi ho
so theo Phiéu tir
choi giai quyét ho
so thu tuc hanh
chinh (Mau s6 BM
03).

Sau khi kiém tra,
néu bao dam cac
diéu kién dé xir 1y,
tiép nhan ho so va
chuyén cong chirc
thu 1y hd so.

Thot gian tiép nhan
chinh thirc hoac yéu
cau chinh stra, bo
sung khong mudn
hon 04 gi¢ lam viée
ké tir khi hé thong
tiép nhan, trir ther 7,
chi nhat, ngay nghi
1¢.

Chuyén hd
SO

Chuyén
vién Bo
phan Tiép
nhan va Tra
két qua Ban
Ton giao

1/2 ngay
lam viéc

- Muc I
-BM 01
-BM 02
-BM 03

Thong bao duoc tiép
nhan va chuyén dén
b0 phéan van thu Ban
Ton giao
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Bude | Noidung | Trich e Bieu .
cong A en ‘n Thoi gian | mau/Keét Dién giai
‘n cong viec nhiém .
viéc qua
Chuyén vién phong
A T6 chuc - Hanh
Chuyén : A s
o . chinh Ban Toén gido
£ A vién Phong A+
Tiép nhan U . cho s0, vao so, luu
1 T6 chuc - 1 ngay A . < , C
B2 vaxuly . . L2 Théng bao | van ban va trinh
o Hanh chinh | lam viéc N R
van ban N lanh dao Ban phé
Ban Ton n 2 \
. duyét chuyén phong
2140 A A A
chuyén moén nghiép
vu.
Thong bdo | Thong bao  duoc
R R Lanh dao . da duoc chuyén dén bd phan
B3 Ph? du?/et Ban Toén Ql ngfaAy lanh dao | van thu Ban To6n
van ban . lam viéc N ., -
2140 ban phé |gido sau khi lanh
duyét dao Ban phé duyét.
Chuyén vién Phong
. A . |Hanh chinh - T6
v ) Thone b0 | Gpige uu van ban
C l;l}fenhvan ‘(;huye‘n lanh dao dong thoi  chuyén
B4 a}rll‘c 0 | vien Pl}ong Ban Ton | VAR ban (gidy hodc
brore T chirc - 12 nea . ~ | dién to) cho phong
chuyén | Hanh chinh |~ "8 gido phe chuyén mon theo
O heo Ban Tén lam VIEC duy@t ,\y A ) ~
mog} L ' phé duyét cua Lanh
o1 g1ao dao Ban.
IV. BIEU MAU

Cac Biéu mau str dung tai cac budc cong viée.

TT | Mai hiéu Tén Biéu miu

1. BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.

2. BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.

4. BM 04 Vian ban Thong bao
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V. HO SO CAN LUU

TT | Mai hiéu Tén Biéu miu

1. BM 01 | Mau Gidy tiép nhan ho so va hen tra két qua.

2. BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so.

4. BM 04 Vian ban Thong bao

S. BM Céc tai liéu kém theo (néu co).

VL. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot sO diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thii tuc hanh chinh./.
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BM 01
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO e
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: / TNHS-TKQ ... , ngay ... .. thang ... ... nam .. ...
GIAY TIEP NHAN HO SO
Ma ho so......

Bo phan Tiép nhén va Tra két qua Ban Tén gido
Tiép DDA DO SO CUA oo
DA Ca:
Sodiénthoai: ... EmMails
NOi dUNE YU CAU ZIAL QUYEL: .. eeeeoeeeeeeeeeeeeeeeeee e
Thanh phan ho so ndp gom:
1.
2.
SO lwong ho s0:.....oeen.. ... (bo)
Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....
Vao S6 theo ddi ho so, Quyén sd:..........ooooeevon......SO thir

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO

(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 02

SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s

BO PHAN TIEP NHAN VA
TRA KET QUA

PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO

HoO SO Gl o e e

NOi dUNE YU CAU ZIAL QUYEL: ...ovovoe oot

SO dién thoai... ...

Yéu cau hoan thién hé so gom nhitng ndi dung sau:

Trong qué trinh hoan thién hd so néu c6 vudng mic, Ong/Ba lién hé
VOL oo .. 86 dién thoai . .. d¢ dugc hudng
dan./.

NGUOI HUONG DAN
(Ky va ghi ro ho tén)

CEmails
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BM 03
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO e
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS . , ngay .. . thang ... ... nam ... ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phan Tiép nhén va Tra két qua Ban Tén gido

TI€P NhAN N0 SO CUAL ...covoiiiiii e

SO diénthoai: ... EMaAll

NOL dUNE YU CAU ZIAL QUYEL.....oveve oo,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi 1y do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 04

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

P ngay... . thdng....ndm.. ...

_ THONG BAO
Thuyén chuyén chire sac, chirc viéc, nha tu hanh

Kinh gui: ........."7 ... ...

U SO, e e e e e
Théong bao thuyén chuyén chiic sic, chire viéc, nha tu hanh

véi cac ngi dung sau:

Ngudi duge thuyén chuyén:

mH O VA . oo

Dur kién thoi diem thuyen CHUYEI ...o.v.oeoeoeee oo,

TM.TO CHl’;’C@
(Chir ky, ddu)

M Pia danh noi ¢o tru sé cua td chire ton gido hoac td chtrc ton gido truc thude.

® Co quan chuyén mén vé tin ngudng, ton gido cdp tinh noi thuyén chuyén di
va noi thuyén chuyén dén.

@ T4 chire ton gido hodc t6 chire ton gido true thude.

(Xem tiép Cong bdo 265 + 266)



VAN PHONG UBND THANH PHO HO CHi MINH
bia chi: 86 L& Thanh Ton, quan 1
Dién thoai: 38.233.686
Fax: (84.8) 38.233.694
Email: ttcb.ubnd@tphcm.gov.vn
Website: www.congbao.hochiminhcity.gov.vn

In tai Xi nghiép Ban d6 Pa Lat - B6 Qudc phong



