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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHi MINH Pic 1ap - Tu do - Hanh phic

S6: 2163/QD-UBND Thanh phé Ho Chi Minh, ngéy 12 thang 6 ndm 2020

QUYET PINH
Vé viéc phé duyét quy trinh ndi bd giai quyét thi tuc hanh chinh
thudc thim quyén tiép nhan cia Uy ban nhan din phwong, xi, thi trin

CHU TICH UY BAN NHAN DAN THANH PHO HO CHI MINH

Cdan cir Ludt Té6 chikc chinh quyén dia phwong ngay 19 thdng 6 ndm 2013,

Cdn cie Nghi dinh s6 63/2010/ND-CP ngay 08 thdng 6 nam 2010 ciia Chinh phii
Vvé kiém sodt thi tuc hanh chinh; Nghi dinh s6 92/2017/ND-CP ngay 07 thdng 8 ndm
2017 cua Chinh phii sita doi, b6 sung mot s6 diéu ciia cdc Nghi dinh lién quan dén
kiém sodt thii tuc hanh chinh; Nghi dinh s6 61/2018/NP-CP ngay 23 thdng 4 ndm
2018 ciia Chinh phii vé thiec hién co ché mét cira, mot ciea lién théng trong gidi quyét
thu tuc hanh chinh;

Can cik Théng e s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Bo
trieong, Chii nhiém Vin phong Chinh phii huéng ddn thi hamh mét s6 quy dinh cia
Nghj dinh s6 61/2018/ND-CP ngay 23 thdng 4 ndm 2018 ciia Chinh phii vé thuec hién
co ché mot ciea, mot ciea lién thong trong gidi quyét thi tuc hanh chinh;

Theo dé nghi ciia S6 N6i vu tai To trinh s6 1512/TTr-SNV ngay 21 thdng 4 ndam
2020.

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh ndy 10 quy trinh ndi bd giai quyét thu
tuc hanh chinh trong linh vuyc ton gido va thi dua, khen thuong thudce tham quyén tiép
nhan cia Uy ban nhan dan phuong, x4, thi tran.

Danh muc va ndi dung chi tiét ciia cac quy trinh ndi bo duoc dang tai trén Cong
thong tin dién t¢ cia Van phong Uy ban nhan dan thanh phd tai dia chi
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https://vpub.hochiminhcity.gov.vn/portal/Kenh Tin/Quy-trinh-noi-bo-TTHC .aspx.

Piéu 2. Té chirc thue hién

1. Cac quy trinh ndi bd giai quyét thii tuc hanh chinh da duoc phé duyét 1a co so
dé xay dung quy trinh dién tir, thuc hién viéc tiép nhan, giai quyét va tra két qua thu
tuc hanh chinh trén Cong dich vu cong va Hé thong thong tin mot cira dién tir theo
Nghi dinh s6 61/2018/ND-CP tai céac co quan, don vi.

2. Co quan, don vi thuc hién thu tuc hanh chinh c6 trach nhiém:

a) Tuan thu theo quy trinh ndi bd d dugc phé duyét khi tiép nhan, giai quyét thi
tuc hanh chinh cho c4 nhan, t6 chirc; khong ty dat thém thu tuc, gidy to ngoai quy
dinh phap luat.

b) Thudong xuyén ra soat, cip nhat cac quy trinh nodi bd giai quyét thu tuc hanh
chinh dugc phé duyét moi, stra doi, bo sung, thay thé, hity bo, bai bo khi ¢6 bién dong
theo quy dinh phap luat.

Piéu 3. Hiéu luc thi hanh
Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.
Piéu 4. Trach nhiém thi hanh

Chanh Vin phong Uy ban nhan dan thanh phd, Giam déc S& Noi vu, Chu tich
Uy ban nhan dan quan - huyén, Chu tich Uy ban nhan dan phuong - x4 - thi trdn va
cac to chire, ca nhan co lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

CHU TICH

Nguyén Thanh Phong


https://vpub.hochiminhcity.gov.vn/portal/KenhTin/Quy-trinh-noi-bo-TTHC.aspx
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QUY TRINH NOI BQ GIAI QUYET THU TUC HANH CHIiNH
THUQC THAM QUYEN TIEP NHAN CUA
UY BAN NHAN DAN PHUONG, XA, THI TRAN
(Ban hanh kém theo Quyét dinh s6 2163/0D-UBND
ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

DANH MUC QUY TRINH NOI BO

STT

Tén quy trinh ngi bg

I. Linh vuc ton gido

1 | bang ky hoat déng tin nguong

2 | Pang ky bo sung hoat dong tin ngudng

3 | Pang ky sinh hoat ton gido tap trung

4 | bang ky thay dbi nguoi dai dién ciia nhom sinh hoat tén gido tap trung

5 | Bé nghi thay d6i dia diém sinh hoat ton gido tap trung trong dia ban mot xa
6 | Bé nghi thay doi dia diém sinh hoat ton gido tap trung dén dia ban xi khac

I1. Linh vyc thi dua, khen thuwong

Tang Gidy khen ciia Chii tich Uy ban nhan dan phuong, xd, thi tran vé

7 thanh tich d6t xuét

3 Tang Gidy khen ciia Chi tich Uy ban nhan dan phuong, xa, thi tran vé
thanh tich thi dua theo dot, chuyén dé

9 Tang Gidy khen ciia Chii tich Uy ban nhan dan phuong, xd, thi tran vé
thanh tich thuc hién nhiém vu chinh tri

10 | Tang danh hiéu Lao dong tién tién
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QUY TRINH 1
Pang ky hoat dong tin ngudng
(Ban hanh kém theo Quyét dinh s6 2163/0P-UBND
ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

STT | Tén hd so S6 lwong Ghi chua
Van ban dang ky hoat dong tin ngudng

01 (mau Bl, Phu luc Nghi dinh s6|01 Ban chinh
162/2017/ND-CP ngay 30/12/2017).

I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhén va tra két qua Thoi gian xir ly Lé phi
B6 phan mét cira - UBND phuong, | 1> 183y k& tr ngay nhan|
N o1 o A duoc ho so hop 1€ (twong | Khong
x4, thi tran DA

duong 11 ngay lam viéc)

III. TRINH TU XU LY CONG VIEC

Buéc
cong
viéc

Trach
nhiém

Noi dung

A ‘n Thoi gian
cong viéc

Ho6 so/Biéu
mau

Dién giai

To chirc,

Nophoso |, .
P ca nhan

G10 hanh

Bl chinh

B0 phén
mot cira

Kiém tra,
tiép nhan
ho so

Theo muc |

Thanh phan hd so
theo muc I

BM 01
BM 02
BM 03

- Truong hop hd so
day du va hop 1é:
Lap Giay tiép nhan
ho so va hen tra két
qua; trao cho nguoi
nop hd so theo BM
01, thwc hién tiép
B2.

- Truong hop hd so
chua dﬁy du hoac
chwa hop 1€: Hudong
dan ngudi nop hd so
bo sung, hoan thién
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Buoe | \oidung | Trach .. . | Hb so/Bidu
cong N on " Thoi gian x Dién giai
o n cong viec nhiém mau
viéc
ho so va ghi 13 1y do
theo BM 02.
- Truong hop tir choi
tiép,nhén ho 50 Lé}p
Phiéu tu chéi, tiép
nhan gidai quyét ho
so theo BM 03
Tiép nhan 1.5 ngay TheomucI | Chuyén hd so d&n
B2 ha 50’. quh?m 1am vide BM 01 cong chirc thu ly ho
mot cua SO
Cong phﬁ’c thu 1y ho
so tién hanh xem
x¢ét, kiém tra, tham
dinh ho so:
Thém dinh Theo myc I | - P01 Vo1 ho s tham
A A dinh du dieu kién
ho so, dé o BM 01 .
xubt két Coéng 06 ngay Du thi giali  quyét:  tham
B3 Ui eiai chire thu lm vide v thad  myu van ban trinh
qua g} ly ho so ‘ Quyet l1anh dao UBND phé
quyet dinh/vin duyét
TTHC an tra 1o . .
ban tralot | Doi vo1 ho so chua
du diéu kién: tham
muu van ban tra 1o1
trinh lanh dao
UBND xem xét
Theo muc |
Lanh BM 01
B4 Xem xét, dao 02 ngay Du thao |Lanh dao UBND
ky duyét | UBND | lam viéc Quyét xem ky duyét ho so
dinh/van
ban tra 1o1
Kiém tra, cho so,
1O so da déng dau cac tai liéu
BS Ban hanh | Vanthue | 0,5 ngay du’ooso haA lién quan; thue hién
vinban | UBND | lam viéc dﬁ(;épt © | sao luu (néu co)

Chuyén két qua vé
Bo phan Mot cira
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Bude | \sidung | Trach . .| Hb so/Biéu
cong N ‘n ‘n Thoi gian x Dién giai
‘n cong viec nhiém mau
viéc
q Eri}ul’{:th N - Tra két qua cho to
ua, W o\ ps bha ; : httc/ca nhan th
B6 | so, théng | Cophan | Olngay o pg . [ciroca nhan theo
n mot cra | lam viéc giay hen
ke va theo Théne ké. theo dai
déi - 1hong k€, theo ao1
IV. BIEU MAU

Cac biéu mau s dung tai cac bwéc cong viéce:

STT | Mi hiéu | Tén biéu miu
BM 01 Mau Giay tiép nhan ho so va hen tra két qua.
2 |BMO02 Mau Phiéu yéu cau b6 sung, hoan thién ho so
3 |BMO03 Mau Phiéu tir chéi tiép nhan giai quyét ho so
4 | BMo4 Van ban dang ky hoat dong tin ngudng (mau B1, Phu luc Nghi
dinh sé 162/2017/ND-CP ngay 30/12/2017).

V.HO SO CAN LUU

STT | Mi hiéu | Tén biéu miu
1 |BMO1 Mau Giay tiép nhan ho so va hen tra két qua.
2 |BMO02 Mau Phiéu yéu cau bo sung va hoan thién ho so
3 |BMO03 | Mau Phiéu tir choi giai quyét tiép nhan ho so
4 |// Thanh phﬁn ho so tai muc I
5 /] Quyét dinh hoac van ban tra 161
6 |// Céc thanh phan ho so khac theo quy dinh

V1. CO SO PHAP LY

- Luat Tin ngudng, ton gido (Luat sé 02/2016/QH14 ngay 18/11/2016).

- Nghj dinh s6 162/2017/ND-CP ngay 30/12/2017 cua Chinh phu quy dinh chi

tiét mot so diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Nghi dinh s6 61/2018/ND-CP ciia Chinh phu vé thuc hién co ché mot cira, mot
cira lién thong trong giai quyét thi tuc hanh chinh.

- Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 cia Vian phong Chinh phu
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hudng dan thi hanh mét s6 quy dinh cua Nghi dinh s6 61/2018/ND-CP ngay 23 thang
4 nam 2018 cua Chinh phu vé thuc hién co ché mét ctra, méot cia lién thong trong

giai quyét thu tuc hanh chinh.
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Mau B1

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

U ngay.. .. thang... ... nam.....
DPANG KY
Hoat dong tin nguwdng hiang nim hoic hoat dong tin ngudng bbd sung
Kinh gui: ........ @ .
Tén co s6 tin ngudng (chit 1N hoa): ...........ocooiiiiiii e
DA G e e
Nguoi dai dién®:
HoO VA 10 . Nam sinh: ..............
S6 CMND/S6 ho chi€u/S6 dinh danh cd NhAN: ..........coooviiiiiiiee e
NEAY CAP: v NOL CAP: et
Piing ky hoat dong tin ngudng ....".... véi cic ndi dung sau:
pr | Ténhoatdongtin | ooy o | Quy mé | Thoi gian [Pia diém| Ghi cha
nguong
1
2
3
N

NGUOI PAI DIEN®
(Ky, ghi vd ho tén)

) Pia danh noi ¢b co sé tin ngudng.

@ Uy ban nhan dén cap x4 noi co co sd tin ngudng.

® Trueong hop co so tin ngudng co ban quan 1y thi nguoi thay mat ban quan 1y ky ban
dang ky.

“ Hoat dong tin ngudng hing nam hoac hoat dong tin ngudng bd sung.
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QUY TRINH 2
Ping ky b6 sung hoat dong tin ngwdong
(Ban hanh kém theo Quyét dinh s6 2163/0P-UBND
ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)
I. THANH PHAN HO SO
STT Tén ho so S6 lwong Ghi chua
Van ban dang ky bo sung hoat dong tin
01 |ngudong (mau B1, Phu luc Nghi dinh s6 01 Ban chinh

162/2017/ND-CP ngay 30/12/2017).

I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhan va tra két

qui Thoi gian xwr ly L¢ phi
N A 15 ngay ké tir ngay nhan duoc ho
BOo phan mot cua - UBND| hop 1¢& (twong duwong 11 ngay Khong

phuong, x4, thi tran

lam viéc)

III. TRINH TU XU LY CONG VIEC

B,l\r o¢ Néi dung Trach Thoi | Ho so/Biéu R .
cong A on " . x Dién giai
o n cong viec nhi¢m gian mau
viée
T6 Thanh phan hé so theo
Nop hd so | chire, ca Theo muc I | muc [
nhan
- Trudong hop ho so day
du va hop 1&: Lap Giay
N tiép nhan hd so va hen
Gio tra két qua; trao cho
Bl Kidm tra B0 hanh BMOL 1 yousi nop hd so theo
o 1 phan | chinh 1 BMO02 | BM 01, thue hién tiép
tiep nhan ho | 1 5¢ i BMO03 |B2.
S0 - Trudong hop ho so chua
day du hodc chua hop 18
Hudng dan ngudi ndp ho
so bo sung, hoan thién
ho so va ghi 15 1y do
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B,l\r O¢l Nai dung Trach Thoi | HO so/Biéu X eon
cong N on " . x Dién giai
o n cong viec nhi¢m gian mau
viéc
theo BM 02.
- Trudng hop tir choi tiép
nhan ho so: Lap Phiéu
tr chéi tiép nhan giai
quyét ho so theo BM 03
Tiép nha 15 ngay | oMU o vén hé so dén oo
iép nhan A ,5 ngay uyén ho so dén cong
B2 hoso | BOPhAN | i viae | BMOL | e thu Iy hd so
mot cua
Cong chirc thu ly hd By
tién hanh xem xét, kiém
tra, tham dinh ho so:
2 . Theomuc I |- Pbi voi hd so thdm
Tham dinh . . A o
A Y R BM 01 dinh du di€u kién giai
ho s, de Cong 06 nga : uyét: tham muu vin
B3 xuat két qua | chuc thu | | g4y | Dy thao | quyet: ! N
< , 1A lam viéc Quyét ban trinh lanh dao
giai quyét | ly ho so , . hé duve
TTHC dmh/van UBND phe ‘uyet-
ban tralo1 | - Déi vo1 ho so chua du
diéu kién: tham muu van
ban tra lo1 trinh 1anh dao
UBND xem xét
Theo muc |
Lanh BM 01
B4 Xem xét, ky dao 02 ngay | Dy thao Lanh dao UBND xem
duyét UBND | lam viéc Quyét | xét, ky duyét ho so
dinh/van
ban tra 1o1
Kfiém tra, cho s6, dong
1O so da dau cac tai liéu lién
a5 Ban hanh | Van thu | 0.5 ngay du’oozo hz quan; thyc hién sao lyu
vin ban | UBND | lam viéc YCPAC 1 (néu co)
duyét A A , A A
Chuyén ket qua vé BO
phan Mot ctra
Tra két qua, - Tra két qua cho t0
lvu ho so, |Bo phan| 01 ngay .. . |chirc/cad nhan theo gidy
B6 thong ké va | Mot ctra | lam viée Ket qua hen
theo doi - Thong ké, theo ddi
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IV. BIEU MAU
Cac biéu mau str dung tai cac budc cong viéc:
STT | Mi 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, hoan thién ho so
3 BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so
A BM 04 | Van ban dang ky bo sung hoat dong tin ngudng (mau B1, Phy
luc Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017).

V.HO SO CAN LUU

STT | Ma hiéu

Tén biéu mau

1 BM 01 | Mau Gidy tiép nhan hd 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 choi giai quyét tiép nhan ho so

4 // Thanh phﬁn ho so tai muc I

5 // Quyét dinh hoac van ban tra 161

6 // Céc thanh phan ho so khac theo quy dinh

V1. CO SO PHAP LY

- Luat Tin ngudng, ton gido (Luat sé 02/2016/QH14 ngay 18/11/2016).

- Nghj dinh s6 162/2017/ND-CP ngay 30/12/2017 cua Chinh phu quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luét Tin ngudng, ton gido.

- Nghi dinh s6 61/2018/ND-CP ciia Chinh phu vé thye hién co ché mot cira, mot
cira lién thong trong giai quyét thi tuc hanh chinh.

- Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 cia Vian phong Chinh phu
hudng dan thi hanh mét s6 quy dinh cua Nghi dinh s6 61/2018/ND-CP ngay 23 thang
4 nam 2018 cua Chinh phu vé thuc hién co ché mét ctra, méot cia lién thong trong

giai quyét thu tuc hanh chinh.
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Mau B1

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

U ngay.. .. thang... ... nam.....
DANG KY
Hoat dong tin nguwdng hiang nim hoic hoat dong tin ngudng bbd sung
Kinh gui: ........ @ .
Tén co s6 tin ngudng (chit 1N hoa): ...........ocooiiiiiii e
DA G e e
Nguoi dai dién®:
HoO VA 10, Nam sinh: ............
S6 CMND/S6 ho chi€u/S6 dinh danh cd NhAN: ..........coooviiiiiiiee e
NEAY CAP: v NOL CAP: ettt
Ping ky hoat dong tin ngudng ....”.... véi cic ndi dung sau:
TT | Tén hoat dong tin ngudng | Noi dung | Quy mé | Thoi gian [Dia diém| Ghi cha
1
2
3
N

NGUOI PAI DIEN®
(Ky, ghi vd ho tén)

) Pia danh noi ¢b co sé tin ngudng.
@ Uy ban nhan dén cap x4 noi co co sd tin ngudng.

® Trueong hop co so tin ngudng co ban quan 1y thi nguoi thay mat ban quan 1y ky ban
dang ky.

“ Hoat dong tin ngudng hing nam hoac hoat dong tin ngudng bd sung.
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QUY TRINH 3

Pang ky sinh hoat ton gido tap trung
(Ban hanh kém theo Quyét dinh s6 2163/0P-UBND

I. THANH PHAN HO SO

ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

STT Tén ho so S6 lwong Ghi chua
Van ban dang ky sinh hoat ton gido tap trung
01 | (mau BS5, Phu luc Nghi dinh s6 162/2017/ND- 01 Ban chinh
CP ngay 30 thang 12 nam 2017).
0 Glé‘ly‘tO’ chu’ngAmm‘h, c6 dia diém hop phap dé lam 01 Ban sa0
noi sinh hoat ton giao.
03 So yell ly‘ }10hA cua nguol dai dién nhom sinh 01 Ban chinh
hoat ton gido tap trung.
Ban tom tit gido 1y, gido luat déi voi viée dang
04 | ky quy dinh tai khoan 2 Pi¢u 16 cua Luat tin 01 Ban chinh
ngudng, ton gido.
I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi
Noi tiép nhén va tra két qua Thoi gian xir ly Lé phi
B6 phan mét cira - UBND phuong, | 25 184y ke tir ngay nhan dugc \
XA, thi trén h6 so hop 1€ (twong duong 15 Khong

ngay lam viéc)

III. TRINH TU XU LY CONG VIEC

Buwéc A . L. Ho
cong | Nordung | drach 1 Thoi | g Didn giai
. n cong viec nhi¢m gian X
viée mau
Nop hd so Tb chur, Theo |Thanh phan hé so theo
: canhan mucl |[mucl
Bl . - Trudong hop hd so dy du
Kiém tra, | o | BMOL 1y3 nop 16: Lap Gidy tiép
tiép nhin ho métpcﬁ’a Q10 BM 02 |nhan hd so va hen tra ké}
SO ' haph BM 03 | qu4; trao cho ngudi ndp ho
chinh so theo BM 01, thuc hién




CONG BAO/SH 151/Ngay 01-7-2020 21
Buoc|  Ngidung | Trach | Thei | MO P
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
tiép B2.
- Trudng hop ho so chua
day du hoac chwa hop 1é:
Hudng dan nguoi ndp hod
so bd sung, hoan thién ho
so va ghi rd ly do theo BM
02.
- Trudong hop tir choi tiép
nhan ho so: Lap Phiéu tir
choi tiép nhan giai quyét
ho so theo BM 03
. X A LA A 1A 13‘5 Theo A A A A
B2 Tiép nhan ho BQA ph?n ngay muc I Ch}lyen hp S0 dén cong
SO’ mot ctra lgern BM 01 chtrc thu 1y ho so
viéc
Coéng chirc thu 1y ho so
tién hanh xem xét, kiém
Theo |tra, tham dinh ho so:
mucl |- Poi véi ho so tham dinh
Tham dinh ho 5 10 | BMOI |du diéu kién giai quyét:
PO Cong X ) LT
B3 sg’, de xuat chire thu ngay | Dy thao tl~1am muu van ban trmIAl
ket qua giai Iy h so lglm Quyét |lanh dao UBND phé
quyet TTHC Vi€e | dinh/van | duyét.
bantra |- D6i véi hd so chua du
lo1 diéu kién: tham muu van
ban tra lo1 trinh 1anh dao
UBND xem xét
Theo
muc I
N 02 BM 01
B4 Xem xét, ky LS%hN%O ngay | Dy thao | Lanh dao UBND xem x¢t,
duyét lam Quyét | ky duyét ho so
viéc | dinh/van
ban tra
lo1
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Bude|  \sidung | Trach | Thei | 1O N
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian X
viéc mau
. K A h A r A
0.5 H3 so iem "[1‘2‘1; cho s, dong dau
Ban hanh vi Van th : dad cac tai liéu lién quan; thuce
B5 an aqn van an thu ngay a u:()(: hién sao luu (néu cé)
ban UBND lam phé 2 < Ty
A ~ | Chuyén két qua vé BO
viéc duyét R N
phan Mot ctra
S VAo 01 . LA , 2
Tra két qua, . - Tra ket qua cho to
A ~ n ngay , , " “Z
lwu ho so, Bo phan N .., |chtc/ca nhan theo giay
B6 PP o lam | Két qua
thong ké va | Motewa | s hen
theo doi ' - Théng ké, theo dbi
IV. BIEU MAU
Cic biéu miu sir dung tai cic budc cong viée:
STT | Mi hiéu Tén biéu miu
1 | BMO1 |Mau Gidy tiép nhan ho so va hen tra két qua.
2 | BMO02 |Mau Phiéu yéu cau bo sung, hoan thién hd so
3 | BMO03 |Mau Phiéu tir chdi tiép nhan giai quyét ho so
4 | BMog | Van ban dang ky sinh hoat ton gido tap trung (mau B5, Phu luc
Nghi dinh s6 162/2017/ND-CP ngay 30 thang 12 nam 2017).
V.HO SO CAN LUU
STT | Ma hiéu Tén biéu miu
1 | BMO1 |Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so
3 | BMO03 | Mau Phiéu tir chdi giai quyét tiép nhan ho so
4 // Thanh phﬁn ho so tai muc I
5 // Quyét dinh hoac van ban tra 101
6 // Cac thanh phan ho so khac theo quy dinh
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VI. CO SO PHAP LY

- Luat Tin ngudng, ton gido (Ludt s6 02/2016/QH14 ngay 18/11/2016).

- Nghj dinh s6 162/2017/ND-CP ngay 30/12/2017 cua Chinh phu quy dinh chi
tiét mot so diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Nghi dinh s6 61/2018/ND-CP ciia Chinh phu vé thye hién co ché mot cira, mot
cira lién thong trong giai quyét thi tuc hanh chinh.

- Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 cia Vian phong Chinh phu
hudng dan thi hanh mét s6 quy dinh cua Nghi dinh s6 61/2018/ND-CP ngay 23 thang
4 nam 2018 cua Chinh phu vé thuc hién co ché mét ctra, méot cia lién thong trong
giai quyét thu tuc hanh chinh.
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Mau B5

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

.. -(])... .

DANG KY
Sinh hoat ton gido tap trung
Kinh gui: ....... @

Tén t6 chirc ton gido; to chirc duge cap ching nhan dang ky hoat dong ton giao hodc
nguoi dar dién nhém sinh hoat ton gido tdp trung (cht in hoa):

Trusé cuatd chire: ...
Thulc tON LA ...
Pang ky sinh hoat ton gido tip trung véi cac nfi dung sau:

Té&n nhom sinh hoat ton @IA0 tAP truUNE: ... e,

Nguoi dai dién cia nhom:

NOT CU TUL Lo
NO61 dung sinh hoat tON IA0: ...........oooii e
Dia diém sinh hoat tén 2140 U TT TSRS T STV TT TR TT VTRV
Thot gian sinh hoat tON E1A0: ...,

SO lwong nguoi tham Zia: .........ocooeeeveeeeeeeeeeeeeeeen,

Vin ban kém theo gdm: Gidy to chimg minh c6 dia diém hop phap dé 1am noi sinh
hoat ton gido; so yéu ly lich ciia nguoi dai dién nhém sinh hoat ton gido tip trung;
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ban tom tit gido 1y, gido luat, doi véi viée dang ky ciia nhom sinh hoat tén gido tap
trung theo quy dinh tai khoan 2 Diéu 16 cua Luét tin nguwdng, ton gido.

NGUOI PAI DIEN ©
(Chir ky, dau, ghi ro ho tén)

D Pia danh noi ¢o tru sé cua to chie ton gido; t6 chire duoc cip chimg nhan dang ky

hoat dong ton giao hodc noi du kién co dia diém hop phap dé sinh hoat tén gido tap
trung d6i voi nhom sinh hoat tén gido tap trung theo quy dinh tai khoan 2 Piéu 16
cua Luat tin ngudng, ton gido.

@ Uy ban nhan dén cap x4 noi ¢ dia diém hop phap dé sinh hoat ton gido.
® T4 chire ton gido hoic t6 chirc duoc cdp chimg nhan ding ky hoat dong ton gido.
“ Ghi 5 dia chi noi sinh hoat ton gido tip trung.

® Ngudi dai dién cia to chire ton gido, to chitc duwoc cip chung nhan dang ky hoat
dong tén giao hodc nguodi dai di€n cua nhom sinh hoat tén gido tap trung doi véi
nhém sinh hoat tén gido tap trung theo quy dinh tai khoan 2 Diéu 16 cua Luét tin
ngudng, ton gido. Doi voi ngudi dai dién cia to chirc ton gido phai ky tén va dong
dau cua t6 chirc.



26

CONG BAO/SH 151/Ngay 01-7-2020

QUY TRINH 4

Ping ky thay d6i nguwoi dai dién ciia nhém sinh hoat ton gido tip trung
(Ban hanh kém theo Quyét dinh s6 2163/0P-UBND
ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

STT Tén ho so SO lwong | Ghi cha
Vin ban Pang ky thay d6i nguoi dai dién cua
nhém sinh hoat ton gido tap trung (mﬁu B6, Phu , ,
Ol 11ic Nehi dinh s6 1622017/ND-CP ngay| °F | Banchinh
30/12/2017)
02 | So yéu ly lich ciia nguoi dai dién moi 01 Ban chinh
Van ban chép thuan cua to chirc ton gido hoic to
03 | Shire duoc cap chung mhan Cang Iy siph hoat 100 | 1| Ban chinh
gido ve€ vige thay doi nguot dai dién doi voi nhom
sinh hoat tén gido tap trung do t6 chirc dang ky
04 | Bién ban hop bau, ctr nguol dai dién méi (néu co) 01 Ban sao

I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua Thoi gian xir ly

Lé phi

B6 phan mo6t ctta - UBND
phuong, x4, thi tran

ngay lam viéc)

15 ngay ke tir ngay nhan duoc
ho so hop 1€ (twong duong 11 Khong

III. TRINH TU XU LY CONG VIEC

Buoc | Noidung cong | Trich | Thei | O, P
cong viée nhiém gian so/Biéu Dién giai
viéc : : mau
N6o hd so T6 chiec, Theo |Thanh phan hd so
P canhan mucl |theomucl
Gio - S

Bl B3 o hanh | BMO1 |- Truong hop ho so
Kiém tra, moétpc é‘:‘l chinh | BM 02 ?;32 du va hﬁ’]g le}:1 ALa]D
tiép nhan hd so | BM 03 | O1ay tiep nhan ho so
: va hen tra két qua,
trao cho ngudi nop ho
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Blr o¢ Noi dung cong Trach Thaoi H(.)x Y
cong o n oA . so/Biéu Dién giai
o n vieée nhi¢m gian x
viéc mau
so theo BM 01, thuc
hién tiép B2.
- Truong hop ho so
chua dﬁy du hoac
chwa hop 1¢: Hudng
dan ngudi nop ho so
bo sung, hoan thién
hd so va ghi 15 1y do
theo BM 02.
- Trudng hop tir chdi
tiép nhan hd so: Lap
Phiéu tir chdi tiép
nhan giai quyét hd so
theo BM 03
Ls | Theo | én hé so dé
A A . uyén ho so dén
B2 | Tidpuhnhbso | DOPMN | nedy | BHES oo ehitc thu Iy ho
viée 50
Cong chte thu 1y ho
so tién hanh xem xét,
kiém tra, thAm dinh
Theo |ho so:
mucl |- Péi voi ho so tham
Thim dinh hd so, Céng O§ BM 071 dinhA qﬁ dicu kién givéi
B3 dé xuit két qua chirc thu rigay Dy thao qI}yet. Fham mu van
5% TTHC | 19 1o so am Quyét |ban trinh lanh dao
glal quye y vi€éc | dinh/van | UBND phé duyét.
bantra |- D6i voi hd so chua
lon di diéu kién: tham
muu van ban tra 101
trinh 1anh dao UBND
xem xét
0 Theo
Lanh dao - muc | .
B4 | Xem xeét, ki duyét | UBND | T80 | gy i:tn ?{%?;;?EOD o
viee | Du thao

Quyét
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Bude | N\oidung cong | Trach | Thoi | 1O, .
cong C A oA . so/Biéu Dién giai
o n vieée nhi¢m gian x
viéc mau
dinh/van
ban tra
161
Kiém tra, cho sb,
0,5 Hd so | dong dau céc tai liéu
X . . | Vanthe | ngay | ddduoc |lién quan; thuc hién
B5 | Ban hanh van ban UBND lam phé sa0 luu (néu o)
vige duyét | Chuyén két qua vé
Bo phan Mot cura
Tra k&t qua. 1 01 - Tra két qua cho t6
ra két qua, luu N 1A . - A
A P ~ . | BOphan | ngay A ) ch}rc/ca nhan theo
B6 | ho SO’t, l:ll(?l&%ike va mat cira 1am Két qua gidy hen
viée - Théng ké, theo doi
IV. BIEU MAU

Cac biéu mau s dung tai cac bwéc cong viéce:

STT | Mi hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so
3 BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so
Van ban Dang ky thay doi nguoi dai dién cua nhom sinh hoat
4 BM 04 | ton gido tap trung (mau B6, Phu luc Nghi dinh s6 162/2017/ND-

CP ngay 30/12/2017).

V.HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so
3 | BMO03 | Mau Phiéu tir chdi giai quyét tiép nhan ho so
4 // Thanh phﬁn ho so tai muc I
5 // Quyét dinh hoac van ban tra 161
6 // Céc thanh phan ho so khac theo quy dinh
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VI. CO SO PHAP LY

- Luat Tin ngudng, ton gido (Ludt s6 02/2016/QH14 ngay 18/11/2016).

- Nghj dinh s6 162/2017/ND-CP ngay 30/12/2017 cua Chinh phu quy dinh chi
tiét mot so diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Nghi dinh s6 61/2018/ND-CP ciia Chinh phu vé thuc hién co ché mot cira, mot
cira lién thong trong giai quyét thi tuc hanh chinh.

- Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 cia Vian phong Chinh phu
hudng dan thi hanh mét s6 quy dinh cua Nghi dinh s6 61/2018/ND-CP ngay 23 thang

4 nam 2018 cua Chinh phu vé thuc hién co ché mét ctra, méot cia lién thong trong
giai quyét thu tuc hanh chinh.
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Mau B6

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

.o -(1)... .

DANG KY

Thay d6i ngudi dai dién ciia nhém sinh hoat ton gido tip trung

Dia diém sinh hoat ton 2140 tap trung cla NhOM: ...........ccoooiiiiiice e,
Ho va tén nguoi dai IN s
Thudc ton gido (hodc td chitc ton gido; to chirc duge cap ching nhan ding ky hoat dong ton
£140):

Ping ky thay d6i nguoi dai dién ciia nhém sinh hoat tén gido tip trung véi cac ndi
dung sau:

Nguoi dai dién cii cia nhém:

HoO VAN . oo Nam sinh: ..o,

TEN ZOi trong tON ZIA0 (NEU CO): ..vvreeeeeeeeeeee ettt

SO CMND/SH ho chiéu/S6 dinh danh ¢ nhAN: .........oovovoeeeeeeeeeeeeeeeeeeeeeeee

HO VA tEN: oo NAM ST e
TEN ZOi trong tON ZIA0 (MEU COYu...eereeeeeeeeeeeee et ee ettt
S6 CMND/S6 hé chi€u/S6 dinh danh cd NhAN:...........cooovriiiiiiies
NEAY CAP:..evevreeenn. NOT CAP: ittt et e e ae e e e e ae e e

N OT G BT ettt
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LY A0 thAY GOL: ..ottt
D Kién thoi GiEm thay 015 ..........c.ovevoeeeeeeeeeeeeeeeeeeee e,

Vin ban kém theo gdm: So yéu Iy lich ciia nguoi dai dién mdi; vin ban chap thuén cua t6
chtrc ton giao hodc t6 chic duoc cap ching nhan ding ky hoat dong ton gido vé viéc thay
d6i ngudi dai dién ddi véi nhom sinh hoat t6n gido tap trung do to chirc dang ky; bién ban

cudc hop bau, ctt nguoi dai dién méi (n€u o).

NGUOI PAI DIEN®
(Ky, ghi vd ho tén)

@ Pia danh noi ¢é dia diém sinh hoat t6n gido tap trung.
@ Uy ban nhan dén cap xa noi ¢ dia diém sinh hoat ton gido tip trung.

® Nguoi dai dién méi cua nhom sinh hoat ton gido tap trung.
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QUY TRINH 5

Pé nghi thay déi dia diém sinh hoat ton gido tip trung trong dia ban mét xa
(Ban hanh kém theo Quyét dinh s6 2163/0P-UBND
ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

STT

Tén ho so S6 lwong | Ghi cha

01

Vin ban Dé nghi tllay doi dia diém sinh hoat tér}
gido tap trung (mau B7, Phu luc Nghi dinh s6
162/2017/ND-CP ngay 30/12/2017)

01 Ban chinh

02

Giay to chimg minh c¢6 dia diém hop phap méi dé
lam noi1 sinh hoat ton giao

01 Ban sao

03

Vin ban chap thuan cia to chac ton gido hodc to
chitc duwoc cap chimg nhan dang ky hoat dong ton
2140 vé viée thay ddi dia diém dbi véi nhom sinh
hoat ton gido do to chtrc dang ky

01 Ban sao

I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi

tiép nhén va tra két qua Thoi gian xir 1y

Lé phi

B phan moét cita - UBND
phuong, x4, thi tran

ngay lam viéc)

15 ngay ké tir ngay nhén duoc
h6 so hop 1€ (twong duong 11 Khéng

III. TRINH TU XU LY CONG VIEC

SO

SWOC Noidung | Trich | Thoi | HS so/Bidu DiZn sidi
ne cong viéc nhiém gian mau &
viéc
Nop hd so TO, ChlfC, Theo muc I Thanh phan hé so
: ca nhan theo muc I
Bl - Truong hop ho so
Kiém tra BMOI day du va hop 1¢: Lap
G0 h B phén BM 02 | Gidy tiép nhan hd so
1P MAAN A0 | mot cira BMO03 |va hen tra két qua;

trao cho nguoi ndp ho
so theo BM 01, thuc
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BP’ o¢ N¢i dung Trach Thoi | HO so/Biéu K ens
cong A on " . x Dién giai
o n cong viec nhiém gian mau
viéc
hién tiép B2.
Gio - Truong hop hd so
hanh chwua day du hodc
chinh chwa hop 1&: Hudng
dan ngudi ndp hd so
bo sung, hoan thién
hd so va ghi 15 1y do
theo BM 02.
- Trudong hop tir choi
tiép nhan ho so: Lap
Phiéu tir choi tiép
nhan giai quyét ho so
theo BM 03
: ‘ L5 Chuyén hd so dé
Tiép nhan ho | Bophan | ngay | Theomucl | ™~ uyen ho s deh
B2 : e N cong chirc thu ly ho
SO’ mot cra la}m BM 01 SO
viéc
Cong chitrc thu 1y hod
so tién hanh xem xét,
kiém tra, tham dinh
hd so:
Theomuc I | Péi voi hd so tham
Tham dinh . : BM Ol | dinh du diéu kién giai
A AL % Cong 06 ngay i ' B
B3 hoﬂso; dfe X}Elt chire thu lam Du th;lo q?yet. Fham r~nu’u van
ket qua giai Iy h so viee Quyét ban trinh lanh dao
quyet TTHC ‘ dinh/van | UBND phé duyét.
ban traloi | - D6i voi hd so chua
di diéu kién: tham
muu van ban tra 1o1
trinh 1anh dao UBND
xem Xxét
Theo muc |
N . BM 01
Xem xét, ky | L dao | 02ngay | C L anh dao UBND xem
B4 duyét UBND - lam vt | xét, ky duyét hd
yé vide Quyét xét, ky duyét ho so
dinh/van
ban tra 101
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B,l\r oc Noi dung Trach Thoi | HO so/Biéu K ens
cong N ‘n ‘n . x Dién giai
" cong viéc nhiém gian mau
viéc
Kiém tra, cho s,
0,5 O so da dong dau cac tai liéu
BS Ban hanh van | Van thu | ngay p 050 hal lién quan; thuc hién
ban UBND | lam UOCPAC | a0 Tuu (néu co)
o duyét 214 s A TA
viece Chuyén két qua vé Bo
phan mot ctra
Tlll.:uklfi?‘) (Slia’ 01 nes - Tra két qua cho to
’ ) A A ngay , . ~
B6 | théng ké va BQA ph:c_ll'l lam Két qua chlrc/ca nhan theo
~- mot cira i giay hen
theo doi VIEC £ A -
' - Thong ké, theo doi
IV. BIEU MAU

Cac biéu mau s dung tai cac bwéc cong viéce:

STT | Mi hiéu Tén biéu miu
BM 01 |Mau Gidy tiép nhan ho so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so
BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so
Van ban Dé nghi thay doi dia diém sinh hoat ton giao tap trung
4 BM04 |(mau B7, Phu luc Nghi dinh s6 162/2017/ND-CP ngay
30/12/2017)

V.HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so
3 | BMO03 | Mau Phiéu tir chdi giai quyét tiép nhan ho so
4 // Thanh phﬁn ho so tai muc I
5 // Quyét dinh hoac van ban tra 161
6 // Céc thanh phan ho so khac theo quy dinh
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VI. CO SO PHAP LY

- Luat Tin ngudng, ton gido (Ludt s6 02/2016/QH14 ngay 18/11/2016).

- Nghj dinh s6 162/2017/ND-CP ngay 30/12/2017 cua Chinh phu quy dinh chi
tiét mot so diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Nghi dinh s6 61/2018/ND-CP ciia Chinh phu vé thye hién co ché mot cira, mot
cira lién thong trong giai quyét thi tuc hanh chinh.

- Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 cia Vian phong Chinh phu
hudng dan thi hanh mét s6 quy dinh cua Nghi dinh s6 61/2018/ND-CP ngay 23 thang
4 nam 2018 cua Chinh phu vé thuc hién co ché mét ctra, méot cia lién thong trong
giai quyét thu tuc hanh chinh.



36 CONG BAO/SH 151/Ngay 01-7-2020

Mau B7
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

L ngay.. . thang... .. nam.....
PE NGHI
Thay doéi dia diém sinh hoat ton gido tap trung
Kinh gui: ........ @ .

Tén nhom sinh hoat tON GIA0 tAP tIUN:........ccooiiiiiiiiiiie e
Ho vate€n ngudi dat di€n: ...........ooooiiiiiii e

Thudc ton gido (hodc td chitc ton gido; to chirc duge cap ching nhan ding ky hoat dong ton
£140):

Pé nghi thay doi dia diém sinh hoat ton gido tip trung véi cac ndi dung sau:

LY d0 thay @O0 .....ooovooeoeeeoeeoeeeoee e
Dia diém nhom dang sinh hoat ton GI40 tAP trUNE: .........ovivveeieeeeeeeeeeee e
Dy Kién dia GIEM MGT: ..o
D Kién thoi iEm thay 015 ..........c.oeveeeeeeoeeeeeeeee e,

Van ban kem theo gom Gidy to chimg minh ¢6 dia diém hop phap mai de lam noi sinh hoat
ton giao; van ban chap thuan cua t6 chirc ton giao hoac t6 chirc duoc cap chung nhan dang
ky hoat dong ton gido vé viéc thay doi dia diém d6i voi nhom sinh hoat ton giao do to chirc
dang ky; ban sao ¢ ching thuc van ban chap thuan dang ky sinh hoat ton gido tap trung cia
Uy ban nhan dan cap x4 noi dit dia diém sinh hoat t6n gido tap trung 1an dau ddi véi truong
hop thay ddi dia diém sinh hoat ton giao tap trung dén dia ban xa khac.

NGUOI PAI DIEN
(Ky, ghi vd ho tén)

D Pia danh noi ¢6 dia diém dang sinh hoat ton gido tip trung.

@ Uy ban nhan dan cap x4 noi du kién dit dia diém sinh hoat tén gi40 tap trung moi.
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QUY TRINH 6
Pé nghi thay déi dia diém sinh hoat ton gido tip trung dén dia ban xi khac
(Ban hanh kém theo Quyét dinh s6 2163/0P-UBND
ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua

Vin ban dé nghi tllay doi dia diém sinh hoat tér}
01 | gido tap trung (mau B7, Phu luc Nghi dinh s6 01 Ban chinh
162/2017/NB-CP ngay 30/12/2017)

Gidy to chimg minh c6 dia diém hop phap moi dé 01

. iy N Ban sao
lam noi sinh hoat ton giao

02

Vin ban chap thuan ciia to chirc ton gido hoic
to chire duoc cép chirng nhan dang ky hoat
dong ton giao vé viéc thay doi dia diém ddi voi
nhém sinh hoat ton gido do to chirc ding ky

03 01 Ban chinh

Vin ban chap thuan dang ky sinh hoat ton gido
tap trung cua Uy ban nhan dan cap xi noi dat
04 | dia diém sinh hoat ton gido tap trung lan dau 01
d6i véi truong hop thay doi dia diém sinh hoat
ton gido tap trung dén dia ban xa khac

Ban sao co
chirng thure

I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

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

20 ngay ke tir ngay nhén duwoc
ho so hop 1€ (twong duong 15 Khéng
ngay lam viéc)

B6 phan mot ctra - UBND
phuong, x4, thi tran
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III. TRINH TU XU LY CONG VIEC
BP’ o¢ N¢i dung cong | Trach | Thoi H(.)x K ens
cong oA oA . so/Biéu Dién giai
o n viée nhi¢m gian X
viéc mau
a1 A Tb chue, Theo muc | Thanh phan hd so theo
Nop ho so 1A
: canhan I muc |
- Trudmg hop ho so day
du va hop 1&: Lap Giay
tiép nhém hé so va hen
tra ket qua; trao cho
ngudi nop hé so theo
BM 01, thuc hién tiép
Bophan | Gig B2. ‘
B1 Kidm tra mot cta | hanh BMO1 |- Truong hop ho so chua
P 1,1A UBND | chinh | gpoo day du hoac chua hop
tiep nhan ho phuong, 1¢: Huéng dan nguoi
SO Xﬁ,,thi BM 03 nop hod S0 bo sung, hoan
tran thién hoé so va ghi 1o ly
do theo BM 02.
- Truong hop tur choi
tiép, nhan h@ 50 Lap
Phi€u tir choi tiép nhan
gidi quyet hd so theo
BM 03
Bo phan
mot cua 0,5
. 5 - > Theo muc .y .
5, | Tiépnhinhd | UBND | ngay 1% Chuyén hd so dén cong
SO’ phuwong, | lam BM 01 chirc thu ly ho so
x4, thi viéc
tran
. Cong chire thu ly hd so
f,oni Theo muc | tién hanh xem xét, kiém
2 . A c,u’ckt U 01 I " | tra, tham dinh ho so.
Tham dinh ho | 1y ho so nod ™ 0 ban xi
B3 | sovaxiny | UBND | "% | pmMmo] |}7am muu van ban xin
kién cip trén | phuong lgern Vian ban | kien UBND quan,
<A thi | VI€© S huyén; trinh 1anh dao
hn XY XN UBND phuong, x4, thi

tran xem xét
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BP’ o¢ N¢i dung cong | Trach | Thoi H(.)x R o
cong oA oA . so/Biéu Dién giai
o n viée nhi¢m gian X
viéc mau
Theo muc
Lanh dao 01 I Lanh dao UBND
Xem xét. k¢ UBND o4 BMOI | phuong, x4, thi tran xem
B4 du ét, y phuong, lgnfl - HO so|xét, ky xdc nhan ho S0
ye x4, thi .~ | trinh va ky van ban xin y kién
£ viéc A A
tran _ Vian ban | UBND quan, huyén
xin y kién
Van thu 0.5 Kjém tra, cho s, déng
Ban hanh vin UBND . 32‘1 Hdsodd |dau cac tai liéu lién
B5 bin phuong, lgnfl dugc phé | quan;
x4, thi vide duyét | Chuyén ho so dén phong
tran ' No&i vu quan, huyén
) Theo muc ' -
Ti€p nhan, I Chuyén vién thu ly tién
tham dinh ho | Chuyén BM o1 |hanh kiém tra ho so, dé
so tr UBND vién 0,5 Vin b? xuat két qua giai quyét:
B6 phuong, xa, Phong ngay van k’?‘? tham muu T trinh, van
thi trin; a8 | Noivy | lam | *"Y 5N iban tra 10 (chp thuén
xuat ket q}lﬁ quan, viéc Du’ thao hodc khong chap thuan
giai quyét huyén T(? tl‘lI}h, néu 18 ly do) trinh Lanh
TTHC van bap dao phong xem xét.
tra lot
Theo muc |- Xem xét ho so, ky To
[ |trinh va ky nhdy cac van
. ban lién quan trinh Lanh
Laﬁgfao 1.5 \];’}\431 dao UBND quén, huyén
Xem xét, trinh phong ngay van vai Chuyén chuyén vién
B7 Iy No1 vu 13 xin y kién ) A Tene e
y quan am hi phong cho s6 to trinh,
huyér’l vige | Dwthao 460 diu cac tai lién
' Totrinh, | uan va chuyén Van
vanban | 5hone HDND va UBND
tra lon quan, huyén
CPu{/éfl 05 Theo muc | Kiém tra, xem xét hd so.
vién Van I A A A
2 A . . - H6 so dat yéu cau:
Tham tra h nga '
B8 an; Ura 0 IE)I}EI)OIE]%) lgrrfl BMOl | trinh Lanh dao UBND
va viéc Vin ban | quan, huyén phé duyét
~ | xinykién |- Hd so chua dat yéu

UBND
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BP’ o¢ N¢i dung cong | Trach | Thoi H(.)x R o
cong oA oA . so/Biéu Dién giai
o n viée nhi¢m gian X
viéc mau
quan, To trinh, [ cau: chuyén  phong
huyén Du  thao | chuyén mon xur ly lai
van  ban
tra lot
Ho SO
trinh
Theo muc
I
BM 01
Lanh dao 01 x\i;a?/ i?épn
n n UBND | ngay | i . 1 Ar 1A
B9 Phé duyét quén, am | TO trln}l, Xem x&t, ky duyét ho so
huyén vieg |Du  thao
van  ban
tra lot
Ho so
trinh
Van thu 7 ,
Van Kiém tra, cho s0 va
phong 0,5 HA dong dau cdc tai liéu lién
Ban hanh vin | HDND | ngay 39 | quan.
B10 . . - duoc phé . P ) N
ban va lam Juve Chuyén két qua vé
A uyet . n A
UBND vige phong N6 vu  quan,
quan, huyén
huyén
o ., | Chuyén Thue hién sao luu ho so
Ti€p nhan ket vién 01 (néu ¢6)
qua tr Van phong ngay L X P ) N
BIL| hong HDND | Noive | lam | <etaud Sg‘g%n hk?t qua - ve
va UBND quan, viéc B phuong, xa, thi
huyén tran
. . Cong Theomuc | Tiép nhan hd so tir
Tiép nhan ho chirc thy 0,5 I phong Noi vu quén,
B2 | 8¢ tr UBND | |yhoso | ngdy | BM Ol |huyén; Du thao van ban
quan, huyén | UBND | lam | v, pan | trd 10i (chap thuan hoic
phuong, | viéc traloi | khong chap thuén néu 1o
x4, thi UBND |ly do) trinh Lanh dao
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BP’ ¢! Nai dung cong | Trach | Thoi H(.)x K ens
cong S A oA . so/Biéu Dién giai
o n viée nhi¢m gian X
viéc mau
tran quan, UBND phuong, xa, thi
huyén | tran xem xét
Du thao
két qua
Ho so
trinh
Theo muc
I
BM 01
Lo | | i
(1 UBND ’ Lanh dao UBND
Xem xét, ky . ngay UBND A N s A
B13 A phuong, N A phuong, x4, thi tran xem
duyét Y lam quan, 1A , N
: x4, thi . R x¢t ho so, ky duyét
£ VviEc huyén
tran
Du thao
két qua
Ho so
trinh
Van th Kiém tra, cho sb va
UaélNI;I 0.5 - dong dau cac tai lidu lién
Ban hanh van . ngay 089" | quan; thyc hién sao luu
B14 ) phuong, N duoc phé £
ban s lam K (néu co)
Xa, thl *A duyet A A 9 A ~
trén vige Chuyén két qua vé Bo
phan mot ctra
R N Bo phan
Tra ke,{ qua, mot ctra 01 - Tra ket qua cho to
ltu ho so, UBND ; chirc/ ca nhan theo gia
BIS | théngkéva | 0P T Kétqua |, sty
theo doi Phrong, |- 1am L ,
x4, thi viéc - Thong ké, theo doi

tran




42 CONG BAO/SH 151/Ngay 01-7-2020
IV. BIEU MAU
Cac biéu mau str dung tai cac budc cong viéc:
STT | Mi hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so
3 BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét ho so
Van ban dé nghi thay d6i dia diém sinh hoat ton giao tép trung
4 BM04 |(mau B7, Phu luc Nghi dinh s6 162/2017/ND-CP ngay
30/12/2017

V.HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so
3 | BMO03 |Mau Phiéu tir chdi giai quyét tiép nhan ho so
4 // Thanh phﬁn ho so tai muc I
5 // Quyét dinh hoac van ban tra 161
6 // Céc thanh phan ho so khac theo quy dinh

V1. CO SO PHAP LY

- Luat Tin ngudng, ton gido (Luat sé 02/2016/QH14 ngay 18/11/2016).

- Nghj dinh s6 162/2017/ND-CP ngay 30/12/2017 cua Chinh phu quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luét Tin ngudng, ton gido.

- Nghi dinh s6 61/2018/ND-CP ciia Chinh phu vé thye hién co ché mot cira, mot
cira lién thong trong giai quyét thi tuc hanh chinh.
- Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 cia Vian phong Chinh phu
hudng dan thi hanh mét s6 quy dinh cua Nghi dinh s6 61/2018/ND-CP ngay 23 thang
4 nam 2018 cua Chinh phu vé thuc hién co ché mét ctra, méot cia lién thong trong

giai quyét thu tuc hanh chinh.
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Mau B7

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

L ngay.. . thang... .. nam.....
] _ DPENGHI
Thay doéi dia diém sinh hoat ton gido tap trung
Kinh gui: ........ @ .

Tén nhom sinh hoat tON GIA0 tAP tIUN:........ccooiiiiiiiiiiie e
Ho vate€n ngudi dat di€n: ...........ooooiiiiiii e

Thudc ton gido (hodc td chitc ton gido; to chirc duge cap ching nhan ding ky hoat dong ton
£140):

Pé nghi thay doi dia diém sinh hoat ton gido tip trung véi cac ndi dung sau:

LY d0 thay @O0 .....ooovooeoeeeoeeoeeeoee e

Dia diém nhom dang sinh hoat ton GI40 tAP trUNE: .........ovivveeieeeeeeeeeeee e

Dy Ki€n dia GHEm MOIL: ...t

D Kién thoi iEm thay 015 ..........c.oeveeeeeeoeeeeeeeee e,

Van ban kem theo gom Gidy to chung minh c¢6 dia diém hop phap moi de lam noi sinh hoat
ton giao; van ban chap thuan cua t6 chirc ton giao hoac t6 chirc duoc cap chung nhan dang
ky hoat dong ton gido vé viéc thay doi dia diém d6i voi nhém sinh hoat ton giao do to chirc
dang ky; ban sao c¢6 chimg thuc vin ban chap thuin ding ky sinh hoat ton gido tap trung cia

Uy ban nhan dan cdp x4 noi dit dia diém sinh hoat t6n gido tip trung 1an dau ddi véi truong
hop thay d61 dia di€m sinh hoat ton giao tap trung dén dia ban xa khac.

NGUOI PAI DIEN
(Ky, ghi vd ho tén)

) Pia danh noi c6 dia diém dang sinh hoat ton gido tap trung.

) Uy ban nhan dan cr?ip x4 noi du kién dat dia diém sinh hoat ton giao tap trung mdoi.
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QUY TRINH 7

vé thanh tich dot xuat

(Ban hanh kém theo Quyét dinh s6 2163/0P-UBND
ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

Tiing Gidy khen ciia Chi tich Uy ban nhin din phwong, xi, thi trin

STT Tén ho so S6 lwong Ghi chu
Yan ‘ban dé nghi cua cac co quan, don 01 Ban chinh
01 | vi, dia phurong
Tém tit thanh tich cua tip thé, ca
nhan, trong dé ghi rd hanh dong, , ,
02 thanh tich, cong trang dé dé nghi khen 01 Ban chinh
thudng theo thu tuc don gian.

I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua Thoi gian xir 1y Lé phi
B phan Mot cira - UBND | | [ong thot han 10 ngay lam vicc, A

X o A ké tr ngay nhan duoc hd so day Khéng
phuong, x4, thi tran dii va hop 16

III. TRINH TU XU LY CONG VIEC
Budc | \sidung | Trach | Thoi X
cong | .’ on on . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
Nop T6 chirc, Theo Thanh phan hd so theo muc
hd so canhan muc | I
- Truong hop ho so day du
Gid va hop 1&: Lap Giay tiép
B1 . hanh BM O] nhan hd so va hen tra ké}
Kiém tra | B0 phan chinh BM 02 qua; trao cho nguoi nop ho
ho so Mot cira so theo BM 01, thuc hién
BMO3 | iép buse B2.
- Truong hop hd so chua
day du hodc chwa hop 1é:
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Buoe| \oidung | Trach | Thoi 5
cong | .’ on on . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
Hudng dan nguoi nop h@
so b6 sung, hoan thién ho
so va ghi r6 ly do theo BM
02.
- Truomg hop tur chéi, tiép
nha:m hé so: Lap Phié}l tl‘;
chdi ti€ép nhan giai quyét ho
so theo BM 03.
Tiép . |0lngay| Theo |Can bO BO phan Mot cua
~ o x | BOphan . scan ho so dir liéu, luu trir
B2 | nhan ho .~ lam muc I X A 2 1A
.s o Mot cura vide BM 01 ho so dién tir va Chuyén ho
' so cho Cong chirc thu ly
- Cong chirc thu ly qhé SO
tién hanh xem xét, kiém tra,
Theo thém, @inh h§ SO 7 |
dinh hd \ BMO1 | ™ Leh Slal quyet. 1S
Y Cong . \ hanh hoan thién ho so, lap
so, dé , 05 ngay | Du thao . X, 3 0%
B3 <ubt két chtrc lam Quyét du thao Quyét dinh va Giay
. eas thu ly . . 5 khen, trinh Lanh dao
qua gt 1 u5 5o vige | dinh/van | oy em xet
quyet ban tra 101 PN 7
TTHC +‘ ADOI.YOI ho SO Shu’a da
di€u kién giai quyét: tham
muu van ban tra 101 néu rd
ly do, trinh Lanh dao
UBND xem x¢ét.
Theo
muCl ok dao UBND '
) 02ngay | BMO1 | ann dao UBND xem xct
B4 | Ky duyét Lanh dao lam Du th ho so, ky duyét Quyet dinh
; UBND vide wtao | khen thuéng, Gidy khen
' Quyet | hozc van ban tra 1oi
dinh/van
ban tra 1o1
Ban hanh | __ 02 ngay | Kétqua | von thu thuc hien cho so,
< 1 Van thu . N déng dau, chuyén ho so, tai
BS5 van ban lam da duwoe | ;.. Z.. £ Ty A A
UBND A R ~. | l1€u lién quan dén B6 phan
viéc phé duyét

Mot cura
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Budc | \sidung | Trach | Thoi X
cong | .’ on on . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
Tra két
qua, luu B3 pha Theo - Tra két qua cho Tb
Be | Moso, | Bophan | qia | w4 qua | chito/cd nhan.
thong ké | Mot cua < . .
) hen - Thong ké, theo dbi.
va theo
doi
IV. BIEU MAU
Cac van ban st dung tai cac bwéc cong viéc
Stt | Ma hi¢u Tén van ban
1 BM 01 | Giay tiép nhan ho so va hen tra két qua
2 BM 02 | Phiéu yéu cau bd sung, hoan thién ho so
BM 03 | Phiéu tir chdi tiép nhan giai quyét ho so
V.HO SO CAN LUU
Stt | Ma hiéu Tén van ban
1 BM 01 | Giay tiép nhan ho so va hen tra két qua
2 BM 02 | Phiéu yéu cau bd sung va hoan thién hd so (néu co)
3 BM 03 | Phiéu tir chdi giai quyét tiép nhan ho so (néu co)
4 / Vin ban dé nghi cua cac co quan, don vi, dia phwong
5 // Tom tat thanh tich cta tap thé, ca nhan.
6 // Quyét dinh khen thuong
7 // Thanh phﬁn ho so theo phu luc I

V. CO SO PHAPLY

- Luat Thi dua, Khen thuéng ngay 26 thang 11 nam 2003, Luat sira doi, bo sung

mot s6 diéu ciia Luét Thi dua, Khen thuong ngay 16 thang 11 nam 2013;

- Nghi dinh s6 91/2017/ND-CP ngay 31 thang 7 nam 2017 ciia Chinh phi quy
dinh chi tiét thi hanh mot sb diéu cua Luat Thi dua, Khen thudng;

- Thong tu s6 08/2017/TT-BNV ngay 27 thang 10 nim 2017 cua Bo trudng Bo
No6i vu quy dinh chi tiét thi hanh mot s6 diéu cia Nghi dinh s6 91/2017/ND-CP ngay
31 thang 7 nam 2017 cua Chinh phu;
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- Quyét dinh s6 24/2018/QD-UBND ngay 20 thang 7 nam 2018 cua Uy ban
nhan dan thanh phé ban hanh quy dinh vé cong tac thi dua, khen thudng tai Thanh
ph6 H6 Chi Minh - Nghi dinh s6 61/2018/ND-CP cua Chinh phu vé thuc hién co ché
mot cira, mot cira lién thong trong giai quyét thu tuc hanh chinh;

- Théng tu 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cia Van phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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tich thi dua theo dot, chuyén dé

QUY TRINH 8
Tiing Gidy khen ciia Chi tich Uy ban nhin din phwong, x4, thi trin vé thanh

(Ban hanh kém theo Quyét dinh s6 2163/0P-UBND
ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

Stt Tén hd so S6 lwong Ghi cha
Vin ban dé nghi cua cac co quan, don vi, dia 01
01 | phwong Ban chinh
02 Tom tat thanh tich cua tap tllé, ¢4 nhan duoc dé 01
nghi xét khen thudng (theo mau) Ban chinh
Bién ban hop cua Hoi dong Thi dua — Khen thuong
03 | 2 4x . 01 . )
cap dé nghi Ban chinh
II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHI
Noi tiép nhén va tra két qua Thoi gian xir ly Lé phi
B6 phan Mot cira UBND IOAngay larri VIQC‘A ke qtu’ ‘ngay A
, 5 ol A nhan dugc ho so day da va hop Khong
phuong, x4, thi tran 18

III. TRINH TU XU LY CONG VIEC

Bwoc

A Noi dung Trach Thoi A R o
cong | .’ on " . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
Nop ho TQ Chlf’C, Theo muc I Thanh phan ho so theo
SO’ canhan muc |
- Trudong hop ho so day
_ du va hop 1é: Lap Giay
hanh iy B
Bl . Gt:(;linahn BM 01 ti€p nhan hd so va hen
Kiém tra | Bo phén BMO02 |tra két qua; trao cho
ho so Mot cura BM 03 nguwol nép hd so theo

BM 01, thyc hién tiép
bude B2.
- Truong hop hd so
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho so

Dién giai

chua dﬁy du hoac chua
hop 1&: Hudng dan
nguoi ndp hod so bo
sung, hoan thién hod so
va ghi 16 ly do theo BM
02.

- Truong hop tir chdi
tiép nhan hd so: Lap
Phiéu tir chéi tiép nhan
giai quyét hd so theo
BM 03.

B2

Tiép
nhan ho
SO

B0 phan
Mot cura

01 ngay
lam viéc

Theo muc |
BM 01

Chuyén ho so cho cong
chirc thu ly ho so

B3

Tham
dinh ho
SO, dé
xuat két
qua giai
quyét
TTHC

Cong chue
thu ly ho so

05 ngay
lam viéc

Theo muc |
BM 01
- Du thao

Quyét
dinh/van
ban tra lot

- Cong chuc thu ly ho
so tién hanh xem xét,
kiém tra, thAm dinh ho
SO

+ Pbi véi hd so tham
dinh du diéu kién gial
quyét: tién hanh hoan
thién ho so, 1ap du thao
Quyét dinh va Giay
khen, trinh Lanh dao
UBND xem x¢ét.

+ Pbi voi hd so chua
du diéu kién giai quyét;
tham muu van ban tra
101 néu 6 ly do, trinh
lanh dao UBND xem
x¢t.

B4

Xem xét,
Ky duyét

Lanh dao
UBND

02 ngay
lam viéc

Theo muc |
BM 01
Giay khen
Quyét
dinh/van
ban tra 1o1

Lanh dao UBND xem
xét hd so, ky duyét
Quyét dinh khen
thudng, Giéy khen hoéc
van ban tra o1
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Bude | \sidung | Tréch Thoi X
cong | .’ ‘n ‘n . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
Ban hanh | | Kétquada | n thu thie hién cho
< 1 Van thu 02 ngay ~ | s0, déong dau, chuyén
B5 van ban . .A duoc phé A NN
UBND lam viéc duvét hQ so, tai liéu lién quan
ye dén Bo phan Mot cira
Tra két
qua, luu - Tra két qua cho T8
X A qua cho To6
B6 ho so, BQApha;m zheo Két qua | chirc/ca nhan.
thong ké Moét ctra | Gidy hen A . ..
. - Théng ké, theo dai.
va theo
doi

IV. BIEU MAU

Cac Biéu mau sw dung tai cic bwéc cong viéc:

,?,T llz/i[gu Tén Van ban
1 | BMO1 | Giay tiép nhan ho so va hen tra két qua
2 | BM02 |Phiéu yéu cau bd sung, hoan thién ho so
3 | BM 03 |Phiéu tir chéi tiép nhan giai quyét ho so

V. HO SO CAN LUU

S]:l“ lll\i/{fi Tén Van ban

1 | BMO1 |Giay tiép nhan ho so va hen tra két qua

2 | BM 02 |Phiéu yéu cau bd sung, hoan thién ho so (néu co)

3 BM 03 | Phiéu tir chéi tiép nhan giai quyét hd so (néu co)

4 // Vin ban dé nghi cua cac co quan, don vi, dia phwong

5 /) Tém tit thanh tich cua tap thé, ca nhan duoc d nghi xét khen
thudng

6 // Bién ban hop cua Hoi dong Thi dua — Khen thudng cap dé nghi

7 // Quyét dinh khen thuong

8 // Thanh phﬁn ho so theo phu luc I
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VI. CO SO PHAP LY

- Luat Thi dua, Khen thuéng ngay 26 thang 11 nam 2003, Luat sira doi, bo sung
mot s6 diéu ciia Luét Thi dua, Khen thuong ngay 16 thang 11 nam 2013;

- Nghi dinh s6 91/2017/ND-CP ngay 31 thang 7 nam 2017 ciia Chinh phi quy
dinh chi tiét thi hanh mot sb diéu cua Luat Thi dua, Khen thudng;

- Thong tu s6 08/2017/TT-BNV ngay 27 thang 10 nim 2017 cua Bo truéng Bo
No61 vu quy dinh chi tiét thi hanh mét sd diéu cua Nghi dinh s6 91/2017/ND-CP ngay
31 thang 7 nam 2017 cua Chinh phu;

- Théng tu 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cia Van phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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QUY TRINH 9
Tiing Gidy khen ciia Chi tich Uy ban nhin din phwong, x4, thi trin vé thanh

tich thuc hién nhiém vu chinh tri
(Ban hanh kém theo Quyét dinh s6 2163/0P-UBND
ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

S]:l“ Tén ho so S6 lwong Ghi chu

1 Van ban dé nghi cia cac co quan, don vi, dia 01 Ban chinh
phuong

) Tom ta}t thanh thqh cua tap thé, ca nhan dwoc dé 01 Ban chinh
nghi xét khen thudng

3 Bler} banA hQP cua H61 dong Thi dua — Khen 01 Ban chinh
thudng cap dé nghi

I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhén va tra két qua Thoi gian xir 1y Lé phi
B6 phan Mot ,cfra - UBND |10 ngay lam yiéc ké tir ngay nhan Khén
phudng, x4, thi trdn duoc ho so dy di va hop 18 &

III. TRINH TU XU LY CONG VIEC

13:: ;| Noidung | Trich | Thoi Hb so Dién giai
ne cong viéc nhiém gian &
viéce
Nop hd so T6 chire, Theo muc | Thanh phﬁn hod so theo
op oS ca nhan I muc |
- Truong hop ho so day
Gid du va hop 1&: Lap Giay
B1 hanh BM 01 |tiép nhén ho so va hen
Kiém trahd | Bophan | chinh | BMO02 ggucfietna%u%é trao ﬂ‘iﬁg
SO Mot ctra BM 03 ' >

hién tiép budc B2.

- Trwong hop hd so
chua dﬁy du hoac chua
hop 1& Huoéng dan
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Buoe!  Noidung | Trich | Thoi 5 P
cong N on " . Ho so Dién giai
o n cong viec nhiém gian
viéc
nguoi ndp hd so bo
sung, hoan thién ho so
va ghi r6 ly do theo.
- Trudong hop tir chdi
tiép nhan hd so: Lap
Phiéu tir chdi tiép nhan
giai quyét hd so.
. K A A A \ Theo A1 A A
gy | Tiépnhin Bo phan | 01 ngdy | oop | Chuyén ho so cho cong
ho so Mot ctra | lam viée BM 01 chirc thu ly ho so
- Cong chtrc thu 1y ho
so tién hanh xem xét,
kiém tra, tham dinh hd
SO.
Theo muc |+ PO v6i hd so tham
Thim dinh I dinhA ‘dﬁ‘ fliéu ‘kién gi‘éli
hd so. d ‘ BMO] | quyét: tién hanh hoan
% Cong 05 ngay | thién ho so, du thao
p3 | Xuatket | thu [lamviée | ~Dwthao o s dinn va Gidy
quagial |8 Quyet |y hen. trinh lanh  dao
quyet dinh/van | yBND xem xét.
TTHC ban tra lon PR .
+ P61 v hé so chura du
diéu kién giai quyét:
tham muu van ban tra
101 néu 10 ly do, trinh
lanh dao UBND xem
x¢€t.
Theo muc
I Lanh dao UBND xem
B4 Xem xét, ky | Lanh dao | 02 ngay BM O} )dilertljh kkhye 0 Ctlﬁl};gtn Q(lgée t
duyét UBND | lam vide | -Dw thao | dt 1} o, oy
: Quyét | khen hoac van ban tra
dinh/van |loi
ban tra 101
BS Ban hanh Van the | 02 ngay derto(iuahdéa VAan dt,hu’ ElhAu’C }}leln CE?
vinbin | UBND |lamviéc| VP P1¢ |50, dong dau va fuu ho
duyét |so theo quy dinh;
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Bude | \sidung | Trach | Thoi X s
cong N on " . Ho so Dién giai
o n cong viec nhiém gian
viéc
chuyén ket qua duoc
duyét dén BO phan mét
cua.
]:r{‘ ket 3 | B&oha h - Tra két qua cho T6
B7 | 4% l’(u’u h(i O phan 0 Két qua | chire/ca nhan.
so, thong ké | Mot ctra | gidy hen A R ..
X ~: - Thong ké, theo doi.
va theo doi
IV. BIEU MAU

Cac Bi€éu mau stir dung tai cac budce cong viée:

Stt | Ma hiéu Tén biéu miu
1.| BMOIl |Giay tiép nhan ho so va hen tra két qua
2.| BMO02 |Phiéu yéu cau bo sung, hoan thién ho so
3.| BMO03 |Phiéu tir choi tiép nhan giai quyét ho so

V.HO SO CAN LUU

str| Ma Tén biéu miu
hi¢u

1. | BMO1 |Giay tiép nhan ho so va hen tra két qua

2. | BM 02 |Phiéu yéu cau bd sung, hoan thién ho so (néu cb)

3. BMO3 | Phiéu tir chéi tiép nhan giai quyét ho so (néu o)

4. // Vin ban dé nghi cua cac co quan, don vi, dia phuong

5 /) Tém tat thanh tich cua tap thé, ca nhan duoc dé nghi xét khen

' thudng

6. // Bién ban hop cia Hoi dong Thi dua — Khen thuéng cap dé nghi
Van ban xac nhan da hgém thanh nghia vu nop thué cua don yi

7. // thué c6 tham quyén (dé1 voi doanh nghi€p va nguoil dung dau
doanh nghiép)

8. // Quyét dinh khen thudng
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9. // Thanh phﬁn ho so theo phu luc I

VI. CO SO PHAP LY

- Luat Thi dua, Khen thuéng ngay 26 thang 11 nam 2003, Luét sira doi, bo sung
mot s6 diéu ciia Luét Thi dua, Khen thuong ngay 16 thang 11 nam 2013;

- Nghi dinh s6 91/2017/ND-CP ngay 31 thang 7 nam 2017 cua Chinh phu quy
dinh chi tiét thi hanh mot s diéu cua Luat Thi dua, Khen thudng;

- Thong tu s6 08/2017/TT-BNV ngay 27 thang 10 nam 2017 cta Bo truémg Bo
No&1 vu quy dinh chi tiét thi hanh mét sb diéu cua Nghi dinh s6 91/2017/ND-CP ngay
31 thang 7 nam 2017 cua Chinh phu;

- Quyét dinh s6 24/2018/QD-UBND ngay 20 thang 7 niam 2018 ctia Uy ban
nhan dan thanh phé ban hanh quy dinh vé cong tac thi dua, khen thudng tai Thanh
ph6 H6 Chi Minh

- Nghi dinh s6 61/2018/ND-CP ctia Chinh phu vé thye hién co ché mot cira, mot
cira lién thong trong giai quyét thu tuc hanh chinh

- Théng tw 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cia Van phong
Chinh phu hwéng dan thi hanh mot s6 quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nadm 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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QUY TRINH 10
Cong nhén danh hiéu “Lao ddng tién tién”
(Ban hanh kém theo Quyét dinh s6 2163/0P-UBND
ngay 12 thang 6 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

S]:l“ Tén ho so S6 lwong Ghi chu
1 Van ban dé nghi cia cac co quan, don vi, dia 01 Ban chinh
phuong
) TQm tat thanP tich cua ca nhan duoc dé nghi 01 Ban chinh
x¢ét khen thudng
3 Bler} ban qhop cua HO1 dong thA1 dua‘- khen 01 Ban chinh
thudng cua co quan, don vi dé€ nghi

I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua

Thoi gian xir ly L¢ phi

B6 phan Mot cira UBND phuong,

x4, thi tran

1¢

10 ngay lam viéc ké tir ngay
nhan duoc hd so day du va hop| Khong

III. TRINH TU XU LY CONG VIEC

Bwoc

A Noi dung Trach Thaoi A SR ens
cong N on " . Ho so Dién giai
o n cong viec nhi¢m gian
viéc
Nop hd so CAO’ quan, Theo Thanh phan h6 so theo
: t0 chure muc | muc |
- Truong hop ho so day
N du va hop 1¢: Lap Giay
Q10 ticp nhan ho so va hen tra
Bl Kidm tr B6 phan haph BMOL | két qua; trao cho nguoi
lem tra > PHIe chinh | BN 2 | ngp hd so, thue hién tidp
ho so mot cua .
BM 03 | budc B2.

- Trudmg hop ho so chua
day du hgac chura hop lé‘:
Hudéng dan nguol ndop ho
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Buoc | Ngidung | Trich | Thoi 5 s
cong N on " . Ho so Dién giai
o n cong viec nhi¢m gian
viéc
so bo sung, hoan thién ho
so va ghi 6 ly do.
- Truong hop tir chéi, tiép
nha:m h@ so: Lap Phiéu t}‘r
choi tiep nhan giai quyet
ho so theo.
. > Theo . .
Tiep nhian | Bo phan 01 neay Chuyén ho so cho cong
B2 hé so mot ctra lam e | chirc thu 1y ho so
0% ' vikc | BMOI gl
- Cong chuce thu ly hd SO
tién hanh xem xét, ki€ém
tra, tham dinh ho so.
Theo + Doi véi ho so tham dinh
Tham dinh muc I du dicu kién giai quyet:
ho EO’, (}e Céng chirc | 05 ngay | BM 01 tién Iianh hoanqthlen hAo
B3 xuat ket thu Iy h 3 lam Du thi so, lap du thao Quyét
qua giai g vise | ¥ thao | ginh, trinh lanh  dao
quyét - dQEB/Yef UBND xem xét.
TTHC VAL 4 PSi véi hé so chua di
ban tralol | ,.x A %,
diéu ki€n gia1 quyét:
tham muru van ban tra loi
néu r6 ly do, trinh 1anh
dao UBND xem xét.
Theo
muc |
Xem xét, | Lanh dao 02 ngay BM 01 L:fmh dao UBNDA xem Xit
B4 , N lam Du thao |ho so, ky duyét Quyéet
ky duyét UBND I v . SRR
vigc Quyét | dinh hodc van ban tra 101
dinh/van
ban tra 101
, Van thu’, thuc hién chg s,
Ban hanh | Van thu 02 ngay Két qua dAa déong dau ‘Va‘ luu leo SO
B5 S lam duoc phé | theo quy dinh; chuyén két
van ban UBND o n \ Ay 3K A
viéc duyét qua duoc duyét dén Bo
phan mét ctra.
Bo | Trakét | poopan | The0 | Kérqua |- Tra két qua cho T
qua, luu g1ay
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Bue | \sidung | Trach | Thoi X P
cong N on " . Ho so Dién giai
o n cong viec nhi¢m gian
viec
ho S0, mot cua hen chwre/ca nhan.
thong ké - Théng ké, theo dbi.
va theo doi
IV.BIEU MAU

Cac Biéu mau sw dung tai cic bwéc cong viéc:

Stt | Ma hiéu Tén biéu miu
1 BM 01 | Gidy tiép nhan hd so va hen tra két qua

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

V.HO SO CAN LUU

STT 111\14; Tén bidu miu
1. | BMO1 |Giay tiép nhan ho so va hen tra két qua
2. | BM 02 |Phiéu yéu cau bd sung, hoan thién ho so (néu cb)
3. | BM03 |Phiéu tir chdi tiép nhan giai quyét ho so (néu cd)
4. // Vin ban dé nghi cua cac co quan, don vi, dia phuong
5 /) Tém tat thanh tich cua tap thé, ca nhan duoc dé nghi xét khen
' thudng
6. // Bién ban hop cia Hoi dong Thi dua — Khen thuéng cap dé nghi
7. // Quyét dinh khen thudng
8. // Thanh phﬁn ho so theo phu luc I
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VI. CO SO PHAP LY

- Luat Thi dua, Khen thuong ngay 26 thang 11 nam 2003, Luét sira d6i, bo sung
mot s6 diéu ciia Luét Thi dua, Khen thuong ngay 16 thang 11 nam 2013;

- Nghi dinh s6 91/2017/ND-CP ngay 31 thang 7 nam 2017 cua Chinh phu quy
dinh chi tiét thi hanh mot s diéu cua Luat Thi dua, Khen thudng;

- Thong tu s6 08/2017/TT-BNV ngay 27 thang 10 nam 2017 cta Bo truéng Bo
No&1 vu quy dinh chi tiét thi hanh mét sb diéu cua Nghi dinh s6 91/2017/ND-CP ngay
31 thang 7 nam 2017 cua Chinh phu;

- Quyét dinh s6 24/2018/QD-UBND ngay 20 thang 7 niam 2018 ctia Uy ban
nhan dan thanh phé ban hanh quy dinh vé cong tac thi dua, khen thuéng tai Thanh
ph6 H6 Chi Minh - Nghi dinh s6 61/2018/ND-CP cua Chinh phu vé thye hién co ché
mdt cira, mot cira lién thong trong giai quyét thi tuc hanh chinh

- Théng tw 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cia Van phong
Chinh phu hwéng dan thi hanh mot s6 quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.



