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|
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MUC LUC

Trang

VAN BAN PHAP LUAT KHAC
UY BAN NHAN DAN THANH PHO

21-3-2025-  Quyét dinh s6 1112/QD-UBND vé viéc phé duyét quy
trinh noi bd giai quyét thu tuc hanh chinh linh virc cong
tac thanh nién, tin nguwdng, ton gido, thi dua - khen
thuong thude tham quyén quan ly ciia S& Noi vu.

(Pang tir Cong bao s6 261 + 262 dén sd 265 + 266)
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2 CONG BAO/SH 265+266/Ngay 01-5-2025

(Tiép theo Cong bdo s6 263 +264)
QUY TRINH NOI BO 16
Théong bao cach chire, bai nhiém chire sic, chire viée ddi véi cac truong hop
quy dinh tai khoan 2 Diéu 33 va khoan 2 Diéu 34 cia Luit tin ngudng, ton gido
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thdng 3 ndm 2025
ctia cuia Uy ban nhédn ddn Thanh pho)

I. THANH PHAN HO SO

5 . Ghi chua
TT Tén ho so SO lugng = z
Trwc tiep | Truc tuyén
File scan ban
. 1a R . X\ \ , chinh hoéc
01 | Van ban théng bao (theo mau); 01 Ban chinh file ¢6 chir ky
sO

o lea o A 1 A . R File scan ban
Van ban cua té chire ton gido, td

r A s A A A 2 r h, h h a
02 chirc tén gido truc thude vé viéc 01 Ban chinh ¢ 1n, 0~ac ,
. TR file co chir ky
cach churc, bai nhiém &

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

nhén d hd so hop 16 Khong

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




CONG BAO/SH 265+266/Ngay 01-5-2025

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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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
dir liéu cua Hé
thong thong tin giai
quyét thu tuc hanh
chinh Thanh pho.

- 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 nhéan
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 hd 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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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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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 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 05 Vin ban cua to chire ton gido, to chire ton gido truc thudc vé

viéc cach churc, bai nhiém
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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
Vin ban cua to chire ton gido, to chie ton gido triwe thude vé

5. BM 05 A PR
viéc cach chirc, bai nhiém

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 .. ...

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

L e et
ettt
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

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.. ...

I'd

THONG BAO
Cach chire, bai nhiém chire sac, chire viéc

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

U SO, e e e e e
Théong bao vé viéc cach chirc, bai nhiém chire sic, chire viée

véi cac ngi dung sau:

Nguoi bi cach chire, bai nhiém:

mH O VA . o

Van ban kém theo gobm: Van ban cua té chirc ton giao, t6 chire ton gido truc thudc vé
viéc cach churc, bai nhiém

TM.TO CHl’;’C@
(Chir ky, ddu)
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D Pia danh noi ¢o tru s cua té chire ton gido, td chire tén gido truc thudc hodc to
chirc dwge cap chimg nhan dang ky hoat dong ton gido.

) Co quan quan 1y nha nude vé tin ngudng, tén gido & trung wong ddi voi viée cach
chirc, bai nhiém chire sic, chic viée theo quy dinh tai khoan 1 biéu 33, khoan 1 Diéu
34 cta Luat tin ngudng, ton gido va d6i véi viée cach chire, bai nhiém chirc viée ciia
to chirc dugce cap ching nhan dang ky hoat dong ton gido co dia ban hoat dong &
nhiéu tinh; co quan chuyén mén vé tin ngudng, ton gido cdp tinh d6i véi viéc cach
chirc, bai nhiém chire sic, chic viée theo quy dinh tai khoan 2 biéu 33, khoan 2 Diéu
34 cta Luat tin ngudng, ton gido va d6i véi viée cach chire, bai nhiém chirc viée ciia
to chtrc duge cap chimg nhan dang ky hoat dong ton gido co dia ban hoat dong & mot
tinh.

) T4 chire ton gido, to chirc ton gido truc thudc hoac to chire duwoc cép chirmg nhan
dang ky hoat dong ton giao.
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QUY TRINH NOI BO 17
Théng bao cach chire, bdi nhiém chire viée ciia t6 chire dwege cip chirg nhan
dang ky hoat dong ton gido c6 dia ban hoat dgng ¢ mgt tinh
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thdng 3 ndm 2025
ctia Uy ban nhdn déan Thanh pho)

I. THANH PHAN HO SO

5 . Ghi chua
TT Tén ho so So lugng 2 z
Truc tiep | Truwce tuyén
File scan ban
. 1a R . X\ \ , chinh hoéc
01 | Van ban thong bao (theo mau); 01 Ban chinh file ¢6 chir ky
sO

Y S File scan ban
Van ban cua tdé chic ton gido,

02 |5 chirc ton gido tryc thuée vé| 01 | Ban chinh | SPinhhoac
A st 1A file co chir ky
viéc cach churc, bai nhiém 6

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
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
dir liéu cua Hé
thong thong tin giai
quyét thu tuc hanh
chinh Thanh pho.

- 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 nhéan
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 hd 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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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 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 05 Vin ban cua to chire ton gido, to chire ton gido truc thudc vé

viéc cach churc, bai nhiém
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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
Vin ban cua to chire ton gido, to chie ton gido triwe thude vé

5. BM 05 A PR
viéc cach chirc, bai nhiém

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 HOI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH Pijc 1ap - Tw do - Hanh phic

BANTON GIAO
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

L s
et
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............coooeee o EMail
Yéu cau hoan thién ho so gom nhimg ndi dung sau:

L e

e,

D e

e,
Y QO e,
Trong qué trinh hoan thién hd so néu c6 vudng mic, Ong/Ba lién hé
VOL oo .. s0 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

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
Cach chire, bai nhiém chire sac, chire viéc

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

U SO, e e e e e
Théong bao vé viéc cach chirc, bai nhiém chire sic, chire viée

véi cac ngi dung sau:

Nguoi bi cach chire, bai nhiém:

mH O VA . o

Vin ban kém theo gom: Vian ban cua t6 chire ton gido, to chirc ton gido truc thudc vé
viéc cach churc, bai nhiém
TM.TO CHUC®
(Chit ky, dau)

) 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.



CONG BAO/SH 265+266/Ngay 01-5-2025 27

) Co quan quan ly nha nude vé tin ngudng, ton gido & trung wong ddi voi viée
cach chtre, bai nhiém chuec sic, chire viée theo quy dinh tai khoan 1 Piéu 33, khoan 1
Diéu 34 cua Luit tin ngudng, ton gido va d6i véi viéc cach chire, bai nhiém chuc viée
cua to chirc duwoc cép chirng nhan dang ky hoat dong ton gido c6 dia ban hoat dong &
nhiéu tinh; co quan chuyén mén vé tin ngudng, ton gido cdp tinh d6i véi viéc cach
chirc, bai nhiém chire sic, chic viée theo quy dinh tai khoan 2 biéu 33, khoan 2 Diéu
34 cta Luat tin ngudng, ton gido va d6i véi viée cach chire, bai nhiém chirc viée ciia
to chirc duwoc cép chirng nhan dang ky hoat dong tén gido co6 dia ban hoat dong & mot
tinh.

@ T§ chire tén gido, to chirc t6n gido true thude hodc to chirc duoc cdp chimg
nhan dang ky hoat dong ton gido.
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QUY TRINH NOI BO 18
Théng bao danh muc hoat ddng ton gido doi véi to chire

c6 dia ban hoat dong ton gido & nhiéu huyén thudc mét tinh
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thang 3 ndm 2025
ctia Uy ban nhdn déan Thanh pho)

I. THANH PHAN HO SO

TT Tén hé so

Ghi chu

S6 lwong v
Truwe tiép

Truwe tuyén

01 mﬁu);

Van ban thong bao (theo

01 Ban chinh

File scan ban
chinh hoéc
file co chir ky
s6

02 | Céc tai lidu 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

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 | Noidung | Trich o Ditu L
cong A en ‘A Thoi gian | mau/Keét Dién giai
o n cong viec nhi¢m N
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
dir liéu cua Hé
thong thong tin giai
quyét thu tuc hanh
chinh Thanh pho.

- 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 nhéan
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 hd 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
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 phéan van thu Ban
Ton giao
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Bude | Noidung | Trach e Bieu .
cong A A oA 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 Ao &
Tiép nhan I . cho s0, vao so, luu
1 T6 chuc - 1 ngay A . < , s
B2 vaxuly . s Lo Thong bao |van ban va trinh
o, Hanh chinh | lam viéc N n
van ban A lanh dao Ban phé
Ban Ton n 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 ., -
2140 ban phé |gido sau khi lanh
duyét dao Ban phé duyét.
Chuyén vién Phong
‘ ~ .. |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
prong | Tochtie- 1)) iy | siaoppe | dién ti) cho phong
chuyén | Hanh chinh | = 75% glaophe | e’ mén  th
5n th Ban T4 lam viéc duyet | Sluyen  moi o
mon theo an 1on ' phé duyét cia Lanh
doi g1ao dao Ban.
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
S. BM 05 | Céc tai liéu kém theo (néu co)
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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 05 | 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 .. ...

Bo phan Tiép nhén va Tra két qua Ban Tén gido

TAEP NhAN DO SO CUAL ...
DA O oo
S6 diénthoai: .............................. Email:

NOi dUNE YU CAU ZIAL QUYEL: ..ovvoe oot

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
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:

L e,

s

D 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
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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

.., ngay.. ..thang.. .. ndm.. .
THONG BAO
Danh muc hoat dong ton gido hing nim hoiic danh muc hoat ddng ton gido

b6 sung
Kinh gtei: ......... %0 ...
Tén t6 chire (chit in hoa):............ccoovvvee. ... &
U SO e e e e e e
Thong bao danh muc hoat dong .......... D e

véi cac ngi dung sau:

T | T e e 1078 | TR | ok dom tom sino | O
2
n

TM.TO CHUC®

(Chit ky, déu)

) 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 nude vé tin ngudng, ton gido & trung wong ddi voi viée
thong bao danh muc hoat dong ton gido (hodc hoat dong tén gido bo sung) cua td
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chitc ¢ dia ban hoat dong ton gido & nhiéu tinh; co quan chuyén mén vé tin ngudng,
toén giao cép tinh d6i véi viée thong bao danh muc hoat déng ton gido (hoac hoat
dong ton gido bo sung) cua to chirc ¢6 dia ban hoat dong ton gido & nhiéu huyén
thudc mot tinh; Uy ban nhan dan cap huyén ddi véi viée thong bao danh muc hoat
dong ton gido (hoidc hoat dong tén gido bo sung) cua to chirc ¢ dia ban hoat dong ton
gido & nhiéu xd thudc mot huyén; Uy ban nhan dan cap x3 do6i véi viéc thong bao
danh muc hoat dong ton giao (hodc hoat dong ton gido bd sung) cia to chirc co dia
ban hoat dong tén gido & mot xa.

@ T§ chire ton gido, to chirc t6n gido true thude hodc to chirc duoc cdp chimg
nhan dang ky hoat dong ton gido.

@ Hoat dong t6n gido hang nam hoic hoat dong ton gido b sung.
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QUY TRINH NOI BO 19
Théong bao danh muc hoat dng ton gido bd sung ddi voi to chire
c6 dia ban hoat dong ton gido & nhiéu huyén thudc mét tinh
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thang 3 ndm 2025
ctia Uy ban nhdn déan Thanh pho)

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 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

nhén d hd so hop 16 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
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 phéan 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
a}rll‘c 0 | vien Pl}ong Ban Ton | VA ban (gidy hoac
brore T chirc - 12 nea s . | dién ta) cho phong
B4 chuyén | Hanh chinh | = "85 gido phé 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

S. BM 05 | Céc tai liéu kém theo (néu co)
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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 05 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
BANTONGIAO 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

Tiép NDAN DO SO CUA: oo
DA O oo
S6 diénthoai: .............................. Email:

NOi dUNE YU CAU ZIAL QUYEL: ..ovvoe oot

5.
6.
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 HOQI 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:

L e

s

B e

A o
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

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
Déc lap - Tw do - Hanh phuc
Y ngay.. . thdang....ndm... ..
THONG BAO
Danh muc hoat dng ton gido hing nim hoic
danh muc hoat ddng ton gido bo sung
Kinh gui: ......... %0 ...
Tén t6 chire (chit in hoa):............ccoovvvee. ... &
U SO o e e
Thong bao danh muc hoat dong .......... D e
véi cac ngi dung sau:
TT Tén cac h(fi.’lt dong | Thoi gian to | Dia diem dAlen ra Ghi cha
ton giao chure hoat dong ton gido
1
2
n
TM.TO CHUC®

(Chit ky, déu)
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D Pia danh noi ¢o tru s cua té chire ton gido, td chire tén gido truc thudc hodc to
chirc dwge cap chimg nhan dang ky hoat dong ton gido.

) Co quan quan 1y nha nudce vé tin ngudng, ton gido & trung wong d6i vai viée thong
bdo danh muc hoat dong ton gido (hodc hoat dong ton gido bb sung) cua to chire ¢d
dia ban hoat dong ton gido ¢ nhiéu tinh; co quan chuyén mon veé tin ngudng, ton gido
cap tinh dbi véi viéc thong bao danh muc hoat dong ton gido (hodc hoat dong ton
2140 bo sung) cua td chitc c6 dia ban hoat dong ton gido & nhiéu huyén thuéc méot
tinh; Uy ban nhan dan cap huyén d6i véi viéc thong bao danh muc hoat dong ton gido
(hodc hoat dong ton gido bo sung) cua to chirc c¢6 dia ban hoat dong ton gido & nhiéu
x4 thudc mdt huyén; Uy ban nhan dan cép xd dbi véi viée thong bao danh muc hoat
dong ton gido (hodc hoat dong tén gido bo sung) cua to chirc ¢ dia ban hoat dong ton
gid0 & mot xa.

) T4 chire ton gido, to chirc ton gido truc thudc hoac to chire duwoc cép chirmg nhan
dang ky hoat dong ton giao.

@ Hoat dong t6n gido hang nam hoic hoat dong ton gido b sung.
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QUY TRINH NOI BO 20
Théng bao t6 chirc hdi nghi thwdng nién caa t6 chire ton gido, té chire ton gido
triee thude cé dia ban hoat déng & nhiéu huyén thudc mét tinh
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thang 3 ndm 2025
ctia Uy ban nhdn déan Thanh pho)

I. THANH PHAN HO SO

5 . Ghi chua
TT Tén ho so So lugng 2 z
Truc tiep | Truwce tuyén
File scan ban
. 1a R . X\ \ , chinh hoéc
01 | Van ban thong bao (theo mau); 01 Ban chinh file ¢6 chir ky
sO

Du kién thanh phén, sb luong File scan ban

02 | ngudi tham dy; chwong trinh to 01 Ban chinh .chm,h h0~ac ,
A A A file co chir ky
chirc hoi nghi thwong nién. 6

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

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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Bude | Noidung | Trach e Bieu P
cong A en ‘A Thoi gian | mau/Keét Dién giai
o n cong viec nhi¢m N
viec 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
dir liéu cua Hé
thong thong tin giai
quyét thu tuc hanh
chinh Thanh pho.

- 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 nhéan
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 hd 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




0 ay 01-5-
58 CONG BAO/S6 265+266/Ngay 01-5-2025
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
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




60 CONG BAO/S6 265+266/Ngay 01-5-2025
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

s, BM 05 Du kién thanh phan, so luong nguoi tham du; churong trinh to

chirc hoi nghi thwong nién.
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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
Du kién thanh phan, so luong nguoi tham du; chwong trinh to

5. BM 05 A C A
chirc hoi nghi thwong nién.

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 .. ...

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

L e
ettt
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

HO SO CUA ..ottt ettt
NOI dUNE YU CAU ZIAL QUYEE .oovveeeeeeeeeeeeee e,
DA Ca o
SOdiénthoai............coooeee o EMail

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

Trong qua trinh hoan thién hd so néu c6 vwong mic, Ong/Ba lién hé
VOL .o 80 dién  thoai . .. dé dugc  huong
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, Bo 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
Té chire hdi nghi thwdng nién

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

U SO, e e e e e
Théong bao vé viéc t6 chire hdi nghi thwong nién véi cic ndi dung sau:

NOT QUG e

TROT IAN: . e

DA I, oo,

Hinh thirc t6 chire: ......ooovveeeee e e,

Vin ban kém theo gom: Dy kién thanh phan, s6 luong ngudi tham dy; chwong trinh
to chirc hoi nghi thuong nién.

TM.TO CHU'C®
(Ky, ghi ro ho tén, dau)

) 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 nude vé tin ngudng, ton gido & trung wong ddi voi viée
to chirc héi nghi thuwong nién cua to chirc ton gido, to chirc ton gido truc thudc, td
chitc duoc cap chimg nhan dang ky hoat dong ton giao ¢ dia ban hoat dong & nhiéu
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tinh; co quan chuyén mon vé tin ngudng, ton giao cap tinh d6i voi viée to chirc hoi
nghi thudng nién cua té chire ton gido, to chirc ton gido truc thude, to chie dwge cap
chirng nhan dang ky hoat dong tén gido c6 dia ban hoat dong & nhiéu huyén thudc
mot tinh; Uy ban nhan dan cap huyén ddi véi viée to chirc hoi nghi thuong nién cia
to chirc tén gido truc thudc co dia ban hoat ddng & mét huyén.

@ T§ chire ton gido, to chirc t6n gido true thude hodc to chirc duwoc cdp chimg
nhan dang ky hoat dong ton gido.

@ Trye tiép hoic true tuyén; két hop ca truc tiép va truc tuyén.
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QUY TRINH NOI BO 21
Théng bao vé viéc tiép nhin tai trg cia t6 chirc, ci nhin nwéc ngoai dé hd tro
hoat dong dao tao, boi dudng vé ton gido cho nguodi chuyén hoat dong ton gido;
sira chira, cai tao, nang cip, xay dung méi co sé ton gido; td chirc cac nghi 18
ton giao hodc cudc 1& ton gido; xuit ban, nhap khau kinh sich, vin héa phim
ton gido, dd ding ton gido cia td chirc ton gido, td chirc ton gido truc thudce
c6 dia ban hoat dong ¢ mot tinh
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thang 3 ndm 2025
ctia Uy ban nhdn déan Thanh pho)

I. THANH PHAN HO SO

5 . Ghi chua
TT Tén ho so So lugng — z
Truc tiep | Truwce tuyén
File scan ban
. 1a R . X\ \ , chinh hoéc
01 | Van ban thong bao (theo mau); 01 Ban chinh file ¢6 chir ky
sO

Ban cam két cua to6 churc, ca
nhan nudc ngoai tai trg vé

A A o N File scan ban
nguon goéc cac khoan tai trg da

02 | hoan thanh nghia vu vé thué va| 01 | Bén chinh | SPinhhodc
N : i A file co chir ky
tuan thu quy dinh cua phap luat 6

cua nudc so tai trude khi thuc
hién hoat dong tai tr¢

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

15 ngay lam viéc ké tir ngay

nhén du hd so hop 16 Khong
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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

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 | Nophdoso | Tochirc,ca | 1/2ngay | Theo MucI | Thanh phan hé so
nhan lam viéc theo Muc .
Kiém tra hd | Chuyén vién -BM 01 |* Tiép nhan hd
SO B6 phan -BM 02 |so Thu tuc hanh
T‘iép r}héArl _BMo03 |chinh truc tiép:
va 1:ra ket - Cong churc tai
qua Ban B phén Mot cura
Ton giao phai  xem  xét,
kiém tra tinh

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

- Néu hd so day
da, hop 1€, chuyén
vién tiép nhan 14p
Gidy tiép nhan
theo mau BM 01.

- Néu hd so chua
day di, chuyén
vién tiép nhan
huéng dan nguoi
ndop hd so bo
sung, hoan thién
hd so theo mau
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Buge | \aidung |  Trich i Ditu P
cong A en ‘n Thoi gian | mau/Ket Dién giai
o n cong viec nhiém N
viéc qua
BM 02.
- Truong hop tur

chdi nhan hd so,
chuyén vién tiép
nhan néu o ly do
theo mau BM 03.
* Tiép nhian hd
so' Thu tuc hanh
chinh qua dich
vu buu chinh
cong ich

- B6 phan Mot
ctra thuc hién tiép
nhan hé so thi tuc
hanh chinh do
doanh nghiép
cung ung dich vu
buu chinh cong
ich chuyén dén
theo Quyét dinh
s6 45/2016/Qb-
TTg .

- Can b, cong
chirc, tai B phan
M6t cira phai xem
xét, kiém tra tinh
chinh xac, day du
cia ho so; quét
(scan) va luu trir
ho so dién ti, cap
nhat vao co s dit
liéu cua Hé théng
thong tin  giai
quyét tha tuc
hanh chinh Thanh
pho.

- Thoi diém xac
dinh t6 chuc, ca
nhan da ndp ho so
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Bude | \oi dung Tréch e Bieu .
cong A en ‘n Thoi gian | mau/Ket Dién giai
‘n cong viec nhiém .
viéc qua

hop phap, hop 1€
tai co quan c¢o
tham quyén duoc
tinh ké tir khi nhan
vién buu chinh va
ngudi tiép nhan ho
so tai B0 phan
Mot ctra 1ap va
cung ky Bién ban
giao nhan hd so
theo quy dinh.
Truong hop c¢o
yéu cau bo sung,
hoan thién hd so
thi thoi diém t6
chtrc, ca nhan bod
sung day du ho so
theo yéu cau duoc
xac dinh 1a thoi
diém ndp ho so
hop phap, hop 1€
(trt  truong  hop
phap ludt cé quy
dinh khac).

- B6 phan Mot
cua cO  trach
nhiém thong tin
cho té6 chic, ca
nhan vé viéc tiép
nhan hd so, viéc
yéu cau bo sung,
hoan thién ho so,
tir choi giai quyét
ho so thu tuc hanh
chinh.

* Tiép nhin qua
Hé thong thong
tin giai quyét thi
tuc hanh chinh
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Buéc n . Biéu
A NO1 dung Trach N X -k X e
cong A ‘n ‘n Thoi gian | mau/Ket Dién giai
‘n cong viec nhiém .
viéc qua

Truong hop ho so
da duoc ndp
du cac thanh phan
va bao dam vé
mat  ky  thuat
thi Hé thong phan
hoi tw dong xac
nhan t6 chuc, ca
nhan da g thanh
cong. Trong vong
04 gio lam viéc
ké tr khi Hé
thong xac nhan
guii thanh cong,
can bo, cong chirc
tai BO phan Moét
ctta hoan thanh
cac viéc sau:

a) Dang nhap HE
thong va kiém tra
hd so dién tur tb
chtrc, ca nhan gui
dén. Noi dung
kiém tra duoc
thuc hién theo
quy dinh tai
khoan 2 Diéu 11

Nghi dinh
sb 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 hd so va
hen ngay trakét
qua BM 01, thong
bao cho t& chuc,
ca nhan thong qua
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Bude | \oi dung Tréch e Bieu .
cong A en ‘n Thoi gian | mau/Ket Dién giai
‘n cong viec nhiém .
viéc qua

tai khoan cua to
chirc, ca nhan trén
Hé thong, cac
kénh théng tin to
chirc, ca4 nhan
dang ky.

¢) Truong hop ho
so chua day du,
chwra chinh xac
theo quy dinh:
théng bao cho to
chiuc, ca nhan
thong qua tai
khoan cua to
churc, ca nhan trén
Hé thong, cac
kénh thong tin to
chiuc, ca nhan
dang ky va huéng
dan t6 chuc, ca
nhan bo sung mot
lan day du, chinh
xac, néu 16 ly do
theo Phiéu yéu
cau bo sung, hoan
thién hd so (Mau
s6 BM02).

d) Truong hop tir
chbi nhan hod so:
théng bao cho to
chiuc, ca nhan
thong qua tai
khoan cua to
churc, ca nhan trén
Hé thong, cac
kénh thong tin to
chiuc, ca nhan
dang ky va néu ro
ly do tir chdi hd
so theo Phiéu tir
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

choi giai quyét ho
so thu tuc hanh
chinh (Mau sé
BM 03).

Sau khi kiém tra,
néu bao dam cac
diéu kién dé xur
1y, tiép nhan hd so
va chuyén cong
chirc thu 1y ho so.
Thoi gian tiép
nhan chinh thuc
hoic yéu cau
chinh sta, bo
sung khéng muon
hon 04 gio lam
viéc ké tur khi hé
théng tiép nhan,
trt thoe 7, chu
nhat, ngay nghi
le.

Chuyén hd
SO

Chuyén vién
B0 phan
Tiép nhan
va Tra két
qua Ban
Ton giao

1/2 ngay
lam viéc

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

Thoéng bao duoc
tiép nhan va
chuyén dén bd
phan van thu Ban
Ton giao

B2

Ti€p nhan
va xu ly van
ban

Chuyén vién
Phong T
chirc - Hanh
chinh Ban
Ton giao

I ngay lam
viéc

Thong bao

Chuyén vién
phong To chire -
Hanh chinh Ban
Ton gido cho so,
vao sb, luu van
ban va trinh lanh
dao Ban phé
duyét chuyén
phong chuyén
mon nghiép vu.
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Buoe | \oidung |  Trach o Bieu P
cong A A ‘n Thoi gian | mau/Ket Dién giai
. n cong viec nhiém .
viéc qua
Thong bao Thong baoA duof
N N chuyén dén bo
R R Lanh dao . da duoc NS
Phé duyét A 01 ngay . phan van thu Ban
B3 s Ban Ton . L lanh dao R ., -
van ban ., lam viéc N Ton gido sau khi
2140 ban phé linh d he
duyét anh dao Ban phé
' duyét.
Chuyén vién
Phong Hanh
. Thong bao chmhv i qu Cl;\luc
Luu va N luvu van ban dong
by - da duoc iy SO
chuyén van | Chuyén vién lanh dao thot chgyen van
B4 ban cho Phong T6 Ban Ton b;”m (giay hodc
phong chirc - Hanh | 12 ngay giao phé dlé‘n fur) C}AIO
chuyén mon | chinh Ban | 1am viéc Juve phong  chuyén
x: . : yet A A
theo do1 Ton gido mon  theo phé
duyét cia Lanh
dao Ban.
IV. BIEU MAU
Cac Biéu mau str dung tai cac budc cong viéc.
TT | Ma 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
Ban cam két cua td chirc, ca nhan nudc ngoai tai trof,vé ngudn
5 BM 05 gdc cac khoan tai trg da hoan thanh nghia vu vé thué va tuan
) thu quy dinh cua phap luat cia nudce so tai trude khi thire hién
hoat dong tai tro
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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
Ban cam két ciia to chirc, ca nhan nudc ngoai tai tro vé
nguon goc cac khoan tai tro da hoan thanh nghia vu vé thué

5. BM 05 A, . ) 1A R :
va tuan thu quy dinh cia phap luat ciia nudce so tai trude khi
thwe hién hoat dong tai tro

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 .. ...

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,

L e
et
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 e

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 .. s0 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 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
Veé viée tiép nhén tai tre cia to chirc, ca nhin nwéc ngoai

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

LU SO CIN ¢ oo
Nguoi dai dién:

mH O VA . oo

Théng bao vé viéc tiép nhin tai tro cia té chire, ¢ nhin nwéc ngoai voi
cac ndi dung sau:
Tén cua to chirc, ca nhan nudc ngoai tai trg (chit in hoa): .....o.ooovoveiveeeieeeeeeeee.
Tru sé cua td chire nude NEOAL TA1 TTQT ..o
Nguoi dai dién:
mH O VA . oo
= NAM SINN: L
- Tén goi trong ton ZIA0 (NEW CO): .....vveeeeeeeeeee oo

- Quéc CICI .

Muc dich tiép NN (A1 E10 . e
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Thot gian thuc hién tiép NRAN L1 T, e
Cach thuce thuc hién tiép NhAN LAL 10O, e
Hinh thtre tai tro (tién hay hi€n VAt): ...,
GHA L A IO O
Dur kién thoi gian sir dung cac khodn tai tro: ...

Phuong thire quan ly va str dung cac khoan tai tro: ...,

Tal AN AN ...
Hinh thirc t8 Chtre ..o
Vin ban kém theo gom: Ban cam két cta to chirc, ca nhan nudc ngoai tai trg vé
ngudn goc cac khoan tai tro da hoan thanh nghia vu vé thué va tuan thu quy dinh cua
phap luat ciia nude so tai trude khi thue hién hoat dong tai tro.

NGUOI PAI DIEN ©
(Chir ky, ddu)

D Pia danh noi ¢6 td chire ton gido hodc td chire ton gido truc thude.

) Co quan quan ly nha nude vé tin ngudng, ton gido & trung wong ddi voi viée
tiép nhan tai tro cia to chirc ton gido, tO chirc ton gido truc thude co dia ban hoat
dong o nhiéu tinh; co quan chuyén mén veé tin ngudng, ton gido cap tinh doi véi viée
tiép nhan tai tro cia to chirc ton gido, tO chirc ton gido truc thude co dia ban hoat
dong ¢ mét tinh.

@ T4 chire ton gido hodc t6 chire ton gido true thude tiép nhan tai tro.

@ Pon vi tinh Viét Nam dong.

®) Trye tiép hodc true tuyén; két hop ca truc tiép va truc tuyén.
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QUY TRINH 22
Tiing thwéong Ky niém chwong cia Chi tich Uy ban nhian din Thanh phd
(Ban hanh kém theo Quyét dinh s6 1112/0P-UBND ngay 21 thang 3 ndm 2025
ctia Uy ban nhdn déan Thanh pho)

I. THANH PHAN HO SO

STT Tén hd so 86 | Trye Tryc tuyén
luwgng tiep
T& trinh ctia cac co quan, don vi, Ban chup, ¢ day du
dia phwong thudc Thanh phd Ban chir ky, ddu cia co
01 |kem thqo danh sach ca nhan 01 chinh | Quan trinh hroac chir
dugec dé nghi xét tang, khen ky so
thuéng cap Thanh pho.
Bao cao thanh tich ctia c4 nhan Ban chup, ¢ day du
duoc d nghi xét khen thudng cé chir ky cua cac
0 xac nhan cua cap trinh Chu tich 01 Ban | thanh ph?m tham gia
Uy ban nhan dan Thanh pho chinh | trong mau, dau cia
(BM 01). co quan trinh hodc
chir ky so
Bién ban hop xét khen thudng va Ban chup, ¢ day du
két qua bo phiéu kin cua Hoi chit ky cua cac
03 dong Thi dua - Khen thudng cua 01 Ban | thanh ph?m tham gia
co quan, don vi, dia phuong dé chinh | trong mau, dau cua
nghi khen thuong. co quan trinh hodc
chir ky so

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

Noi tiép nhin va tra két qua

Thoi gian xir ly

Lé phi

1. Nop ho so:

Cong dan, to chirc d& nghi khen thuong nop

ho so theo cac hinh thirc sau day:

- Nop hd so truc tiép tai Bo phan Tiép nhan
va tra két qua S& Noi vu (s6 86B Lé Thanh
Tén, Phuong Bén Nghé, Quan 1, TP.HCM).

- Nop ho so dén Bo phan Tiép nhan va tra két
qua S¢& No61 vu théng qua dich vu buu chinh

Trong thot han 25 ngay
lam viéc tr ngay nhan
da hd so theo quy dinh
(trv khen thuwong dot
xuat), Ban Thi dua -
Khen thudéng (S& No6i
vu) tham dinh hod so
khen thudéng va tham

Khong
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cong ich. muu S& NO1 vu trinh
- Nop hd so truc tuyén trén Cong dich vu | Chu tich Uy ban nhan
cong cua Thanh phé: | dan Thanh pho.
dichvucong. hochiminhcity.gov.vn
2. Tra két qua:
Coéng dan, to chirc Iwa chon cach thirc nhan
két qua sau day:
- Nhan két quail truc tiép tai B phan Tiép
nhan va tra két qua Ban Thi dua - Khen
thuong.
- Nhan két qua thong qua dich vu buu chinh
cong ich.
- Nhan két qua Quyét dinh khen thuong true
tuyén trén Cong dich vu cong ctiia Thanh pho.
III. TRINH TU XU LY CONG VIEC
Bube | Nsidung | Trach | \hoiglan)  Bieu .
cong A en " (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
Chuan bi thanh
phan hé so theo
muc [. Nop hd so
‘ Té chite tai BO phan mot
Nop ho so 1A Theo Muc I |ctra - S& NO1 vu
Canhan 3 :
hodc qua mang tai
cong dich u cong
truc tuyén cua
B} thanh pho.
(Kiém LK R
tra, tiép 1/2 ngay rljl;ep nhan  tryc
A s N A tiep:
nhan va lam vigc . A
chuyén - Truomg hop ho
h6 SO’) SO déy du:
Kiém tra, B3 oha Lap Giay tiép nhan
tiép nhan O phah Theo Muc I h? 50 va hen tra
hd so Mot cura két qua; trao cho
ngudi nop hd so;
thuc  hién tiép
budc B2.
- Truong hop ho
so chwa day du:




CONG BAO/SH 265+266/Ngay 01-5-2025

83

Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian
(ngay lam
viéc)

Biéu
mau/Ket
qua

Dién giai

Huong dan bo
sung, hoan thién
hd so dén nguoi
ndp hd so va ghi
0 ly do.

- Truong hop tu
chdi tiép nhan ho
so: Lap Phiéu tur
chdi tiép nhan giai
quyét hd so.

Tiép nhin qua
Cong Dich vu
cong truc tuyén

- Kiém tra tinh
chinh xac, day du,
hop 1& cua ho so;
kiém tra thong tin
chit ky s6 dé dam
bao tinh xac thuec,
hop 1& (néu co).

- Sau khi kiém tra,
néu bao dam cac
dieu kién dé tiép
nhan, Coéng chirc
Bo phan Tiép nhan
va Tra két qua tiép
nhan, cap mi hd
so va xir ly ho so
theo quy trinh.

- Trudng hop hod
so chua day du,
ding quy dinh thi
théng bao cho to
chirc, ca nhan qua
tai khoan cua to
chirc, ca nhan qua
Céng Dich wu
cong va huéng dan
dﬁy du, cu thé dé




84 CONG BAO/S6 265+266/Ngay 01-5-2025
Bude | Noidung | Trach | [hoigian)  Bieu .
cong A en " (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
téﬁ churec, ‘cé nhan
b6 sung ho so theo
yéu cau.
* Thoi gian 1iép
nhdn chinh thirc
hodc  yéu  cdu
chinh sua, bo sung
khong mudn hon
08 gio lam viéc ké
te khi hé thong
tiép nhdn.
Tiép nhén hd SO’
va chuyén dén
Phong chuyén
mon gidi quyet.
Lanl‘l dao Lanh dao phong
phong . A
. Phong chuyén
B2 Phan 3 Phong moén chuyén hod so
(Thu ly aIAl cong cihuyenA 1‘/ 2 N8AY | Theo MucI |dén Chuyén vién
o ho so moén thudc | lam viéc . n
ho so) : Phong chuyén
Ban Thi A AR A 4
dua - Khen mon dé tham dinh,
) tham muu.
thudng
T‘hém dinh Chuyén 02 ngay |- Theo Muc | Chuyén vién
ho so, 1y y | vién Phong | lam viée I phong chuyén mén
kién cac co chuyén - Dy thao |tham dinh hé so,
quan lién | mon thudc van ban lay | 13y y kién hiép vy,
quan Ban Thi y kién ¢é¢ |de xuat két qua
dua - Khen khen giai quyét:
thuong thuong |- Truong hop ho
-Dy thao |0 can lay y kien
van ban lay | khen thuong cua
y kién cac co quan lién
thanh vién | quan, du thao van
Thi dua- |y kién thanh vién
Khen Hé61 dong Thi dua -
thuong | Khen thuong

Thanh phd (qua
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Bube | \idung | Trach | Lhoigian Biéu e
cong A o n " (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
Thanh phd | Buéce B2.3).
- Trudng hop hod
so dam bao theo
quy dinh, du thao
Bao c4o tham dinh
kém du thao To
trinh, Quyét dinh
khen thuong (qua
Budce B2.8).
- Trudng hop hod
so khong dam bao
theo quy dinh, du
thao Bao cdo tham
dinh kem du thao
Thoéng bao két qua
tham dinh  giai
quyét ho so ciia So
Né61 vu (qua Budce
B2.3).
- Theo Muc
I
- Du thao
van b:ém lafly
y kien dé Lanh dao phong
e e B xom
1A n . ho so, trinh két
Xem xét ho | thuoc Ban | 1/2ngay | - Dy thao e X
) Lo ; Y | qua giai quyét cho
SO Thi dua - lam viéc | vin ban 18y | [ anh dao ban: du
Kh? N ykien | a0 van ban 1y y
thuong thanh vién | 14,
Hoi dong '
Thi dua -
Khen
thudng
Thanh phé
Xem xét, Lanh dao 1/2 ngay |- Theo Muc | Duyét no61 dung
trinh duyét Ban Thi lam viéc I van ban lay y kién
dua - Khen dé khen thuong va

- Du thao
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian
(ngay lam
viéc)

Biéu
mau/Ket
qua

Dién giai

thudng

van ban lay
y kién de
khen
thudng
- Du thao
van ban lay
y kién
thanh vién
Hoi dong
Thi dua -
Khen
thudng
Thanh phé

ky tiat vin ban
trinh Lanh dao So
No6i vu ky duyét.

Ky duyét

Lanh dao
S& No1 vu

1/2 ngay
lam viéc

- Du thao
van ban lay
y kién khen
thudng cua
cac co quan

lién quan

- Du thao
van ban lay

y kién
thanh vién

Hoi dong

Thi dua -

Khen
thudng
Thanh phé

Lanh dao S& NO1
vu xem xét ho so,
ky duyét van ban
lay y kién dé khen
thudng

Phat hanh
van ban lay
y kién

Van thu S&
No61 vu

1/2 ngay
lam viéc

Vian ban
lay y kién
khen
thudng cua
cac co quan
lién quan
hoéac van
ban lay y
kién thanh
vién Ho1

Thwe hién phat
hanh dén t6 chic,
ca nhan lién quan
va luu hd so
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Bude | Noidung | Trach | [hoigian)  Bieu .
cong A en " (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
dong Thi
dua - Khen
thudng
Thanh phé
da duoc
Lanh dao
S& No1 vu
ky duyét
Lay y kién Phan hoi y kién dé
cua cac co Cac co . khen thuong doi
07 ngay e \
quan, don | quan, don Lo vo1 cac truong hop
R A lam viéc y ATAC A
vicolién | vilién quan do S& NoO1 vu dé
quan nghi
Hoan thién Chuyén 03 ngay |- Theo Muc | Thuc hién tham
hod sosau | vién Phong | lam viéc I dinh ho so, tong
khi lay y chuyén _Van ban | hop van ban ldy y
kién, bao | mén thudc cho y kién | kién khen thwong
cao Ho1 Ban Thi khen cua co quan co
dong thi | dua - Khen thuéng cua |li€n quan, y kién
dua khen thuong CAC cO cua thanh vién Hoi
thudng va quan, don dong Thi dua -
trinh vi Khen thudng
UBND ' Thanh phd, dé

xuat két qua giai
quyét trinh Lanh
dao phong chuyén
mon;

- Truwong hop da
qua thoi gian 1ay y
kién thanh vién
Hoi dong Thi dua -
Khen thuéng, lay
y  kién  khen
thudng cua cac co
quan c¢o6 lién quan
ma chua nhan
phuc dap, tam
ngung xu 1y hd so
dé cho lay y kién
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Bube | Nsidung | Trach | \hoiglan)  Bieu .
cong A e o n (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
khen thudng.
- Trudng hop hod
so dam bao theo
quy dinh, du thao
B4o cao tham dinh
kém du thao To
trinh, Quyét dinh
khen thudng.
- Trudng hop hod
so khong dam bao
theo quy dinh, du
thao Bao cao tham
dinh kem du thao
Thoéng bao két qua
tham dinh  giai
quyét ho so ciia So
No61 vu.
-TheoMuc | 1 5nh  dao phong
I Phong chuyén
Lanh dao -PU’ Fhélo mon xem xét ho
phOng TOAtrlr{h, S0, trinh ket qua
Phong Quyet d%nh, gidi quyét cho
Xem xét chuyén 1/2 ngay Bxao cao Lanh dao Ban: d i
X : A . SN tham dinh | thao B4o cao tham
ho so trinh | mon thude | lam viéc ) . \ .
Ban Thi _ Izu’ thap d{nh, dl:I thao 1:0
dua - Khen Thqng bao trmhA va du thE}O
thurong lgét qqé QuyeE C'hanl hO%lC
tham dinh | du thao Thong bao
hd so két qua tham dinh
ho so.
Xem x&t, Lanh dao 01 ngay | - Theo Muc | 1) Duyét n61 dung
trinh duyét Ban Thi lam viéc I va ky tit vao van
dua - Khen -Duythao |ban (du thao To
thuong Té trinh, | trinh, Quyét dinh
Quyét dinh, | khen thuong)
Bao cao | trudc  khi  trinh
thAm dinh | Lanh dao S& Noi

- Du thao

V.
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Bube | Nsidung | Trach | \hoiglan)  Bieu .
cong A en " (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
ThQng bdo |2) Duyeét ndi dung
kétqua |va ky tat vao van
thém dinh | ban (du thao Vép
ho so ban Théng bao ket
qua tham dinh ho
s0) trude khi trinh
Lanh dao S& NO1
vu.
- To trinh
cua S6 No1 | . aras
Xem xét, vu kém du Lanhergaoé tsg 5 I\igl
C ho thao Quyét | V¥ *em X ’
t1;1};1 Eocisl Lanh dao 01 ngay diglllly ky duyét T trinh
. S&é No1 vu | lam viéc - trinh Uy ban nhan
tich UBND - Thong A . <
Thanh phé bio két qua dan Thanh pho
u )
. khen th :
thdm dinh | o UOn8
hoé so
Lanh dao S& NO1
vu ky T trinh,
trinh UBND
Thanh pho: thuc
hién phat hanh To
. To trinh va | trinh va ho so dé
Ban hanh n A n A .
. 12 Chuyén ho so lién | nghi ctia cong dan,
van ban X . < X , X <
. \ vién 1/2 ngay quan dd [ t6 chic dén Van
trinh Chu < . N ~ .
. Van phong | lam viéc | duoc Lanh | phong UBND
tich UBND Y - , . £ y
Thanh phé S& Noi vu dao Ban ky | Thanh phé hodc
duyét Théng bao ket qua
tham dinh hé so:
thue hién phat
hanh 7 dén cong
dan, t6 chirc va luu
ho so.
B3 Kiém trahé| Chuyén 1/2 ngay |- Theo Muc |Kiém tra thanh
(Tham 50, tiép vién Phong | lam viéc I phan ho so, tai liéu
dinh | nhan ho so Hanh - Totrinh | lién quan trén HE
Van | trSOGNOL | chinh - TS cia Ban |thong:
phong vu chtrc Van Thidua- |- Truong hop
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Bude | Noidung | Trach | [hoigian)  Bieu .
cong A en " (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
Uy ban phong Khen thanh phan ho so
nhan UBND thuéng | dam bao theo quy
dan Thanh phé -Du thao | dinh, Chuyén vién
Thanh Quyét dinh | Phong Hanh chinh
phod) khen - T6 chire, Van
thuong | phong UBND
Thanh pho tiép
nhan hdé so va
chuyén hd so cho
Lanh dao phong
chuyén moén Van
phong UBND
Thanh pho.
- Truong hop
thanh phan hd so
chua dam bao theo
quy dinh, Chuyén
vién Phong Hanh
chinh - Té chuc,
Van phong UBND
Thanh phd tra ho
so0 cho Ban Thi
dua - Khen thuwong
trén Hé thong.
Tham dinh Chuyén 02 ngay |- Theo Muc | Chuyén vién
hd so vién phong | lam viéc I phong chuyén mon
chuyén -To trinh | Van phong UBND
mon Van ciaBan |Thanh phd xem
phong Thi dua- | Xét, tham dinh hd
UBND Khen SO
Thanh pho thuéng |- Truong hop hd
-Duy thao |so dam bao theo
Quyét dinh | quy dinh, trinh
khen Lanh dao phong
thwong | chuyén moén xem
- Vin ban | Xt trinh Lanh dao
chuyén tra Van phong UBND
hd so Thanh pho6 va Chu

tich UBND Thanh




CONG BAO/S6 265+266/Ngay 01-5-2025 91
Bubc | \sidung | Trach | \Doigian Biéu e
cong A en " (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
pho.
- Trudng hop hod
so chua dam bao
theo quy dinh,
trinh Lanh dao
phong chuyén mon
xem xét, trinh
Lanh dao Van
phong UBND
Thanh phd xem
xét, tra hd so cho
Ban Thi dua -
Khen thuong xur ly
lai.
Lanh dao phong
chuyén moén Van
phong UBND
- Theo Muc | Thanh phd xem
I xét ho so:
- To trinh |- Truwong hop ho
ciaBan |so dam bao theo
Thidua- |quy dinh, trinh
Lanh dao Kth Lianh dao Van
Xem xét, hone thuéng | phong UBND
trinh Lanh ph ong -Quyét |Thanh pho xem
dao Van “ u3${1 01 ngay dinh cua | xét, trinh Chu tich
phong moﬁlon A lam viéc Chi tich | UBND Thanh phd.
UBND | {h(l UBND |- Trutng hop hb
Thanh pho Thanh phé Thanh ph6 | so chua dam bao
-Van ban |theo quy dinh,
chuyén tra |trinh Lanh dao
ho so cho | Van phong UBND
Ban Thi | Thanh pho phé
dua - Khen |duyét van ban
thuéng | chuyén tra hd so
cho Ban Thi dua -
Khen thuong xur ly
lai.
Xem x&t, Lanh dao Ol ngay |-TheoMuc |Lanh dao Vian
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Bude | Noidung | Trach | [hoigian)  Bieu .
cong A en " (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
ky van ban | Van phong | lam viéc I phong UBND
chuyén tra UBND -To trinh | Thanh pho xem
ho so hodc | Thanh phd cua Ban | xét:
trinh Chu Thi dua- |- Truong hop hd
UCf{ UBNI? Khen so dam bao theo
Thanh pho thuéng |quy dinh, trinh
dinh caa | Thanh phd.
Chu tich |- Truong hop ho
UBND  [so chwa dam bao
Thanh pho | theo quy dinh, ky
- Van ban | van ban chuyén tra
chuyén tra | ho so cho Ban Thi
hd so cho | dua - Khen thuong
Ban Thi |xuly lai.
dua - Khen
thudng
Chu tich UBND
Thanh ph6é xem
x€t:
- Trudng hop hod
“Hbsg |50 dam bao theo
Lanhdao | | . khen |V ddulllh’ ky
Kyduyét | UBND | &Y | thuong Quyet dinh. .
Thanh ph ; _Quyét |- Truomg hop ho
B4 dinh so chwa dam bao
(Phé ' theo quy dinh,
duyét chuyén tra ho so
Quyét cho Ban Thi dua -
dinh) Khen thuong xur ly
lai.
Chuyén
vién Phong Phét hanh van ban
. Hanh chinh . A ) e 1A
Ban hanh A1 1/2 ngay I dién to, gui keét
. 12 - T6 chuc A Quyét dinh Y . ar A
van ban - . lam viéc qua dén So& Noi
Van phong
UBND Vi

Thanh phé
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Bube | Nsidung | Trach | \hoiglan)  Bieu .
cong chng vide nhiém (ngay lam | mau/Keét Dién giai
viéc : : viéc) qua
Chuyén vién
Phong T6 chuc -
Chuyén Hanh chinh Ban
B5 4 1~ | vién Phong Thi dua - Khen
Tk Ti€p nhan 2 1 , & A
(Tiép Bine khen T6 chuc - Gid hanh ‘ thuong tiép nhan
nhan i & Hanh chinh , Bang khen | Bang khen tr Van
K cua UBND . chinh .
ket Thanh ohé Ban Thi phong UBND
qua) P dua - Khen Thanh phé va
thuong chuyén dén B§
phan Tiép nhan va
Tra két qua.
- Tra két qua cho
Tra két Chuyén t6 chirc, ca nhan.
B6 | qua,luuhd | vién Bo y 4 - Thong ké thi tuc
, oy ~ % | Theo Gi4 &t dinh, g -
(Trakét | so,thong | phan Tiep el?en 4y %‘gleg klllrén hanh chinh da thuc
qua) | kévatheo |nhénvaTra ' hién vao S6 thong
doi ket qua ké ket qua thuc
hién TTHC.
IV. BIEU MAU
Cac Biéu mau str dung tai cac budc cong viéc.
STT | M4 hiéu Tén Biéu miu
1. BM 01 | Bao cao thanh tich ctia ca nhéan.

V. HO SO CAN LUU

TT | Ma hiéu Tén Biéu miu
1. // T& trinh cta cac co quan, don vi, dia phwong thude Thanh phd.
) /) Danhq sach ca nhan duoc dé nghi x¢t tang Béng khen cua Chu
) tich Uy ban nhan dan Thanh phd.
3 BM 01 Bao cao thanh tich cua ca nhan CT}IQ’C dé nghi xét khen thu’()’pg co
) xac nhan cua cap trinh Chu tich Uy ban nhan dan Thanh pho.
Bién ban hop x¢ét khen thuéng va két qua bo phiéu kin cua Ho1
4. // dong Thi dua - Khen thudng cua co quan, don vi, dia phuong dé
nghi khen thuong.
5. // Quyét dinh cua Chu tich Uy ban nhan dan Thanh phd.
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VL. CO SO PHAP LY
- Luat Thi dua, khen thuong ngay 15 thang 6 nam 2022;

- Nghi dinh s6 98/2023/ND-CP ngay 31 thang 12 nam 2023 ciia Chinh phu quy
dinh chi tiét thi hanh mot s diéu ctia Luat Thi dua, khen thudng;

- Thong tu s6 01/2024/TT-BNV ngay 24 thang 02 nam 2024 cia Bo truong Bo
Noi vu quy dinh bién phap thi hanh Luat Thi dua, khen thuéng va Nghi dinh s6
98/2023/ND-CP ngay 31 thang 12 nam 2023 cua Chinh phii quy dinh chi tiét thi hanh
mdt s6 diéu cua Luat Thi dua, khen thudng;

- Quyét dinh s6 65/2024/QD-UBND ngay 20 thang 9 nam 2024 cua Uy ban
nhan dan Thanh phd ban hanh quy dinh vé cong tac thi dua, khen thuwdng tai Thanh
pho H6 Chi Minh./.
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Mau s6 01

PON VI CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
------- Poc 1ap - Tu do - Hanh phuc

"Tinh (thamh phé), ngay ... théng... nam...

BAO CAO THANH TICH
PE NGHI TANG.......

(Mau bao cao nay ap dung doi véi ca nhan)

I. SO LUQC LY LICH

- Ho tén (Ghi diy du bang chit in thuong, khong viét tat): .........o.cocoveveveieeeeeeeenn.

QU QUAIL . oottt

= NOTTHEOIE T+ oot

- Co quan, dia phirong CONG tAC: ........ooviiiiiiiii et

- Chire vu (Pang, chinh quyén, G0an the): ............ocooeveieeieeeeeeeeeee e,

- Trinh d6 1y luan chinh tri, chuyén mén, nghi€p vir (N€u €O): ....ovvvveeeeeeeeeeeeen.

- Hoc ham, hoc vi, danh hi€u, gidi thudng: ................ocooviiiiiii e

II. THANH TiCH PAT bUQC"*

1. Quyén han, nhi¢m vu duoc giao hodc ddm nhan: ..o,

2. Thanh tich dat dwoc ctia A NNAN: ..o oo,

Dbi voi truong hop dé nghi khen thudng theo tiéu chuan hoan thanh xuat sic nhiém vy,
hoan thanh t6t nhiém vu thi ghi 10 $6 quyét dinh hodc s6 van ban xac nhan; ngay, thang,
nim cia quyét dinh hodc cua vin ban xac nhan; co quan ban hanh.

I1I. DANH HIEU THI PUA, HINH THUC KHEN THUONG DA PUQC NHAN®
1. Danh hi€u thi dua:

Sé, ngay, thang, nim cua quyét dinh céng nhan danh hiéu

Nam | Danh hi¢u thi dua thi dua; co’ quan ban hanh quyét dinh
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2. Hinh thirc khen thudng:

Hinh thirc khen |S4, ngdy, thing, nim cia quyét dinh khen thuwéng; co’ quan

Nam thudéng ban hanh quyét dinh

THU TRUONG DON VI NGUOI BAO CAO THANH TiCH
XAC NHAN, DE NGHI (Ky, ghi rd ho va tén)
(Ky, dong dau)

XAC NHAN CUA CAP TRiINH KHEN THUONG
(Ky, dong dau)

' Dia danh.

> Ghi 16 thanh tich dé nghi khen thudng

3 Pon vi hanh chinh: X& (phuong, thi trdn); huyén (quan, thi x4, thanh phd thudc tinh; quan,
thanh phd thudc thanh phd truc thude trung wong); tinh (thanh phd truc thudc trung wong).

* B4o c4o thanh tich lién tyc tir 10 nam tré 1én dén thoi diém dé nghi d6i véi Huan chuong
H6 Chi Minh, Huan chuong Poc 1ap, Huan chuong Quén cong; lién tuc tir 05 nim trd 1én
dén thoi diém ¢ nghi d6i v6i Huan chuong Bao vé T6 qubc, Hudn chuong Lao dong; lién

tuc tir 05 nam tr 1én dén thoi diém dé nghi d6i v6i Bang khen cua Tha tudng Chinh phu;
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06 nam lién luc ddi véi danh hiéu Chién si thi dua toan qudc, 03 niam lién tuc dbi véi danh
hiéu Chién si thi dua bd, ban, nganh, tinh; 02 nam lién tuc ddi véi Bang khen cta bd, ban,

nganh, tinh; 01 nim d6i v&i Chién si thi dua co s&, Lao dong tién tién va Gidy khen.

> Néu thanh tich ca nhan trong viéc thyc hi¢n nhi€ém vu duoc giao (két qua da dat duoc vé
ning suat, chat luong, hiéu qua thuc hién nhiém vy; cac bién phap, giai phap cong tac trong
viéc doi méi cong tac quan 1y, nhimg sang kién, dé tai nghién ctru khoa hoc; viéc d6i méi
cong ngh¢, ung dung khoa hoc, ky thuat vao thyc tién; viéc thuc hién cha treong, dudng 16
ciia Pang, chinh sach va phap luat cia Nha nudc; cong tac boi dudng, hoc tip ning cao
trinh 6 chuyén mon, phém chéat dao dirc; cham lo doi séng can b0, nhan vién; vai tro cua ca
nhan trong cong tac xdy dung Pang va cac doan thé; cong tac tham gia cac hoat dong x4
hoi, tir thién...).

- P6i v6i ngudi lam cong tac 1anh dao, quan 1y néu toém tat thanh tich caa don vi, riéng thi
truéng don vi kinh doanh 14p bang thong ké so sanh cac tiéu chi: Gia tri tong san luong,
doanh thu, 1gi nhuin, ndp ngan sach, dau tu ti san xuat, thu nhap binh quan; cac sang kién
cai tién k§ thuat, ap dung khoa hoc (gia tri 1am loi); phiic loi x hoi trong thoi gian tinh
thanh tich dé nghi khen thudng.

- Bdi voi trudong hoc: Bao céo phai thé hién 18 két qua vé cong tac t6 chirc va quan ly, quan
tr1 nha trudng; phat trién doi ngli; tai chinh, co s& vét chit va thiét bi day hoc; hoat dong
giao duc va két qua gido duc; nghién ciru khoa hoc, hop tac qubc té (ddi véi co s¢ dao tao),
c6 so sanh vdi giai doan trude khi khen thudng.

- P6i v6i bénh vién: Lap bang thong ké so sanh cac tiéu chi: Tong s6 nguoi kham, chita
bénh; téng $6 nguodi duoc diéu tri noi, ngoai tra; téng $6 giudng bénh dua vao sir dung; $6
nguodi dugce kham, diéu tri bénh, chita bénh mién phi; s6 dé tai nghién ctru khoa hoc, cac
sang kién, ap dung khoa hoc (gia tri 1am loi vé kinh té, x3 hdi...).

- Béi véi cac hoi doan thé, léy két qua thyc hién cac nhiém vu cong tac trong tdm va cac
chuong trinh cong tac cia trung wong hoi, doan thé giao.

- Péi v6i cac co quan quan Iy nha nudc, lay két qua thuc hién cac nhiém vu chinh trong
quan ly nha nudc, thuc hién nhi€ém vy chuyén mén va cong tic tham muu cho lanh dao
trong phat trién don vi, nganh, dia phuong...

® Néu cac hinh thirc khen thudng da duoc Pang, Nha nudc, b, ban, nganh, tinh ting hoac
truy ting (ghi rd s6 quyét dinh, ngay, thang, nim ky quyét dinh).
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- Ghi 15 $6 quyét dinh cong nhan danh hi¢u thi dua trong thoi gian 05 ndm trude thoi diém
dé nghi d6i voi Huan chuong Lao dong, Bang khen cua Thu tuéng Chinh pha v.v...

- DB6i v6i dé nghi tang danh higu “Chién si thi dua toan quoc”:

+ Ghi 16 s6 quyét dinh, ngay, thang, nam ky quyét dinh cia 02 1an lién tyc dugc ting danh
hiéu Chién si thi dua bd, nganh, tinh va 06 1an dat danh hiéu “Chién si thi dua co s6” trudc
thoi diém dé nghi;

+ Ghi 18 nd1 dung cac sang kién hoac dé tai khoa hoc, dé an khoa hoc, cong trinh khoa hoc
va cong nghé (tham gia 1a thanh vién hoac chi nhiém dé tai khoa hoc), co6 chung nhan hoac
xac nhan cta co quan, t6 chirc ¢ thim quyén (ghi rd vin ban, ngay, thang, nam) ddi véi
sang kién, dé tai khoa hoc, dé an khoa hoc, cong trinh khoa hoc va cong nghé kem theo ho

SO.

- Bdi voi bao cao dé nghi tang danh hiu “Chién si thi dua bg, ban, nganh, tinh, ghi 5 thoi
gian 03 1an lién tuc duogc ting danh hiéu “Chién si thi dua cip co so” trude thoi diém dé
nghi; cac sang kién hodc deé tai khoa hoc, dé an khoa hoc, cong trinh khoa hoc va cong nghé

duoc cap c6 tham quyén cong nhén.
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M3iu sb 02

CO QUAN PE NGHI KHEN  CONG HOA XA HQI CHU NGHIA VIET NAM
THUONG Doc 1ap - Tu do - Hanh phic

, ngay ... thang ... nam ...

BAO CAO THANH TiCH
PE NGHI TANG (TRUY TANG) «.uvvvurrnnirnnrenneeenneenne
(Ap dung d6i v6i ca nhan)

L. TOM TAT TIEU SU VA QUA TRINH CONG TAC:

1. Thong tin ca nhén:

mH O VA TN, e
-Ngay sinh: ..o Gigitinh: ..........ocoooeii
- Quéc BLC
TG VU e et
- Di1a chi N01 G hOAC tTU SO LAM VIEC: ...

2. TOM tat QUA NN CONEG TACT ..ot

1. CAC HINH THUC KHEN THUONG PA PUQC CO QUAN/TO CHUC CUA
VIET NAM GHI NHAN:

THU TRUONG CO QUAN
PE NGHI KHEN THUONG
(Ky tén, dong ddu)

XAC NHAN CUA CO QUAN TRINH KHEN THUONG



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



