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PHAN VAN BAN KHAC

UY BAN NHAN DAN THANH PHO

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHi MINH Pic 1ap - Tu do - Hanh phic
S6: 3871/QD-UBND Thanh phé Ho Chi Minh, ngéy 13 thang 9 ndm 2023
QUYET PINH

Vé viéc phé duyét quy trinh ndi bj giai quyét thi tuc hanh chinh
cac Iinh vue t6 chire phi chinh pha, thi dua - khen thwéng thudc thAm quyén
tiép nhan cia Uy ban nhin dan phuong, xa, thi trin

CHU TICH UY BAN NHAN DAN THANH PHO HO CHi MINH

Can cir Ludt TH chire chinh .:;ruyein dic phteong neay 19 thang 06
néim 2005 Ludt sira d6i, b6 sung mdt 56 didu ciio Lwdt T6 chite Chink pii vd
Ludt T3 chwre chinh qr,.r_vén dic phrwong neay 22 thang 11 ndam 2019

Can ot Nghi ginh s3 63/ 201/ND-CP nody 08 thang 6 ndam 20100 cuao
Chinh phii vé kidm soat thi tue hanh chink: Nohi dink 56 92/201 7/NB-CP ngéay
OF thdng 8 ndm 20 7 ctie Chink phttc siea A1, b SHHE MO 505 didu chia cie neity
dinhi {ién griar 480 kidm sodt thi teec hanh chink; Nehi dinh 50 61201 BINE-CP
nedy 23 thding 4 nam 20018 cia Chinkt phii vé thire hidn co ché mér cira, mot cira
lién théng trong gidl guyét thii tie hinh chinh: Nghi dink 56 I07/IND-CP HZay
06 thang 12 ndm 2021 cia Chinh phis vé sia 461, bo SHRE MOt 56 dién chict Neif
dinh 53 61/2018/NB-CF;

Can ctr Thing tw 56 GI/2018/TT-VPCP ngay 23 thang 11 ndm 2018 cuo
Fan phong Chinh phitt vé huecme dén thi hinh midt 56 guy dinh oo Nehi dinh 56
61201 8/NB-CP ngdy 23 thang 4 nam 2018 ciia Chind phi vé thue hién cor chi
/G cida, mdi cura {1én thong trong gial gie yé*::‘ tite tue fidnk chinf;

Can otf Ouydt dink 5§ SOZAOQELUBNEY ngdy 27 thang 5 ndm 20022 ove Chad fich
!’_:'y ban nhdn ddan Thanh p.ﬁq:"; vé phé duvét pluremg dn 1df odu tvtie, don gidn héa
thin thee Banh chinh;

Theo d6 nghi ciza Gidgm déc S NS v tal Tiv erind 56 3863/ TTr-SNV ngdy
26 thang 7 nam 2123,
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QUYET DINH:

Picu 1. Phé duvét kém theo Quyét dinh nay 10 quy trinh I:Hfli bd miai quyét
thi tuc hanh chinh sira d6i. boé sung, thay thé da diroc tai cio tric theo cac
phuong an tai Yuvét dinh =6 1802/0D-UBND ngay 27 thang 5 nam 2022 cia

thanh phn phudmg, xa, th! trin.

_ Danh muc +a ndi dung chi tidt cia cac quy trinh né b dugc dang ti trén
Céng thing tin dién ur cia Van phong Uy ban nhin din Thanh phd tal dia chi
http:/vpuob hochiminheity. gov. vn/portalfKenh Tin/Quy-trinh-noi-bo-TTHC . aspx.

Didu 2. To chare thue hién

1. Cac gquy trinh ndi bd giai quyét thd tuc hanh chinh d3 duoc phé duvét la
co s dé xdy dumg quy trinh dién tir, thurc hién vigc tié{p nhan, giai qu}'ét va 1ra
két qua thid tuc hanh chinh trén Hé thong théng tin giai quyét thi tuc hanh chinh
Thanh phé.

2. Co quan, don vi thee hién tha tuc hanh chinh co trach nhiém:

a) Tudn thi theo guy trinh ndi bd d3 duoc phé duyét khi tiép nhin, giai
quyét thi tuc hianh chinh cho ca nhin, td chirc khdng or dat thém tha e, gii’iy
to ngodl quy dinh phap lujt.

b) Thudmg xuvén ra soat, cdp nhit cic quy trinh ndi bé gial quvét thi we
hanh chinh duoc phé duyét méi, sita dai, bd sung, thay thé, iy bo, bii ba khi cé
bién déng theo quy dinh phap lnit.

Picu 3. Hi¢u hre thi hianh

Quyét dinh niy cd hiéu luc thi hanh ké ur ngav kv. Bai b cac Quyét dinh
truroc day tral von Quyét dinh nay.

Diiu 4. Trich nhiém thi hanh

Chanh Van phong [:Tj." ban nhan dan Thanh phai Giim ddc S& Thong tin ¥a
Truyén thing, Gidm déc S& Noi vu, Cha tich Uy ban nhén dan quin, huyén,

thanh phé Thia Burc, Chil tich LT},»' ban nhin din phudmg, x4, thi trAn va cac té chire,
ca nhin ¢é lién quan chiu trach nhigém thi hanh Quyet dinh nay./.

CHU TICH

Phan Van Mai
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHi MINH Pic lap - Tu do - Hanh phic

QUY TRINH NOI BQ GIAI QUYET THU TUC HANH CHINH

THUQC THAM QUYEN TIEP NHAN CUA
UY BAN NHAN DAN PHUONG, XA, THI TRAN

(Ban hanh kém theo Quyét dinh sé6 3871/0D-UBND ngay 13 thdng 9 ndm 2023

ctia Chui tich Uy ban nhdn ddn thanh pho)

DANH MUC QUY TRINH NOI BO

STT

TEN QUY TRINH NO1 BO

Linl virc ton gido chinit phi

Biing kv hoal déng tin ngudmg

2 Biang k¥ bd sung hoat dang tin ngurimg

3 Biing ky sinh hoat 160 wido tép trung

4 Bing ky thay d81 ngwdi dai diéo cia nhom sinh hoat thn giao tap trung

5 B¢ nghi thay déi dia diém sinh heat 6n gido tip trung trong dia ban mét xa
b B¢ nghi thay déi dia diém sinh heat 160 giao tip trung dén dia ban x3 khac

Link vire thi duic - Khen thiromg

Tang Gidy khen cia Uy ban nhin dan xa, phurémg, thi trin Ve chng trang va

7| thanh tich

R Tang Giéy khen cia I:Ij,f ban nhin din xa, phudng, thi trdn vé& thanh tich thi
dua theo dgt hoac chuyén dé

o |Tamg Gidy khen cfia Uy ban nhin dén xi, phudmg, thi wén vé thanh tich dat
Xuat

10 Céng nhin danh higu “Lao déng tién tidn”
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QUY TRINH NQI BO PA PUQC TAI CAU TRUC

ciia Chii tich Uy ban nhdn ddn Thamh phé Hé Chi Minh)

QUY TRINH 01

Pang ky hoat dong tin nguwong
(Ban himh kém theo Quyét dinh s6 3871/0P-UBND ngay 13 thang 9 ndm 2023

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua
Van ban dang ky hoat dong tin ngudng hang
01 | nam hodc hoat dong tin ngudng bo sung (BM 01 Ban chinh
04)

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
o st s b v o | 18 iy K& 1 iy
ong gudng nop q nhan dwoc ho so Khong

tru’c er tai BO phan Tlep nhan va Tra ket
qua Uy ban nhan dan phuong, x4, thi tran

hop 1€

III. TRINH TU XU LY CONG VIEC

Bube | \5i dung cong | Trach | Thoi Ho .
cong S A o . so/Biéu Dién giai
‘n vieée nhi¢m gian x
viéc mau
r N Glb’ <\ A A
A 1A Ca nhan, . Theo Muc | Thanh phan ho so
Nop ho so X 1, hanh
t0 chure , I theo Muc |
chinh
Bl Cong chirc Theo Myc |- Truong hop ho so
y . B0 phén I day du:
Kiém traho so, | Tiép nhan BMO1 |Lép Gidy tiép nhan
tiep nhan ho so | va Traket | 1/2 ngay ho so va hen tra két
\ X A 2 BM 02 . .
va chuyén ho so | qua UBND BM 03 qua; trao cho ngudi
Ighqu’ngz ndp ho so theo mau
x4, thi tran BM 01; thyc hién
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Buéc
cong
viéc

Noi dung cong
viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

tiép budc B2.

- Truong hop hd so
chwa day du:
Huong dan  bd
sung, hoan thién ho
so dén nguoi nop
hd so va ghi 18 1y
do theo mau BM
02.

- Truwong hop tur
chdi tiép nhan ho
so: Lap Phiéu tur
chdi tiép nhan giai
quyét ho so theo
mau BM 03.

=> thoi gian tiép
nhan chinh thac
hoac yéu cau chinh
stra, bo sung khong
mudn hon 08 gio
lam viéc ké tir khi
tiép nhan, tru tha
7, chu nhat.

Tiép nhan ho so va
chuyén cong chuec
thu ly hd so Uy
ban nhan dan
phuong, x3a, thi
tran

B2

Xem xét, tham
dinh ho so, dé
xuat két qua giai
quyét

Céng churc
thu 1y ho
so UBND
phuong,

x4, thi tran

11+1/2
ngay

Theo Muc
I

BM 01

Du thao
van ban
chap
thuan/Céng
van huong
dan

Coéng chuc thu ly
hd so tién hanh
xem xét, kiém tra,
tham dinh hd so:

- Dbi véi hd so du
dieu kién  giai
quyét: tham muu
van ban chép thuan
trinh 1anh  dao
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Buoe | i dung cong | Trach | Thoi Ho P
cong C A oA . so/Biéu Dién giai
o n vieée nhi¢m gian x
viéc mau
UBND phé duyét.
- D6i véi ho so
chua du diéu kién:
tham muu Coéng
van huwéng dan
trinh  1lanh  dao
UBND phé duyét.
Theo Muc | Lanh dao UBND
Lanh dao I phuong, xa, thi
Xem xét, ky UBND Van ban tran xem xéf, phé
B3 duyé{ phuong, | 02 ngay chap duyét ho so: van
: x4, thi tran thuan/Cong | ban  chap thuéan
vin huéng | hodc Qéng van
dan huéng dan.
Van thu UBND
Van thu A ~ pliu’(‘)’ng,, )fﬁ’ tvh !
Ban hanh van UBND . Ho so d% tr?n phatxhantl Var}
B4 ! . 1/2 ngay | duoc phé | ban chuyén két qua
ban phuong, n A DA n
4. thi tran duyét vé B0 phan Tlep
> nhan va Tra két
qua.
Céng churc Céng chic B
Bo phan phan Tiép nhan va
Tra két qua, luu | Tiép nhan Tra két qua thuc
B5 | hdso, thongké | vaTrakét | 1/2ngay| Kétqua |hién tra két qua
va theo doi qua UBND cho t0 chirc va tién
phuong, hanh luwu hd so,
x4, thi tran thong ké, theo ddi.
IV. BIEU MAU

Cac bi€u mau str dung tai cac budc cong viée

STT | M4 hiéu | Tén biéu miu
BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2. BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so.
BM 03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so.
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Van ban dang ky hoat dong tin ngudng hang nam hoic hoat

4. BM 04 déng tin ngudng bd sung.

V. HO SO CAN LUU
STT | Ma hiéu | Tén biéu miu

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

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

3. | BM03 |Mau Phiéu tir chdi giai quyét tiép nhan ho so.

Van ban dang ky hoat dong tin ngudng hang nim hoac hoat

4. BM 04 dong tin ngudng bd sung.
// Vin ban chap thuan hodc Cong vian hudng dan.

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

VI. CO SO PHAP LY

- Luat Tin ngudng, ton gido nam 2016.

- Nghi 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.

- 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 tha tuc hanh chinh.

- Quyét dinh s6 199/QD-BNV ngay 31 thang 01 nam 2018 cua B trudong Bo
N6i vu vé viéc cong b6 thu tuc hanh chinh trong linh vue tin ngudng, tén gido thudc
pham vi chirc nang quan ly cia B6 Noi vu.

- Quyét dinh s6 6038/QD-UBND ngay 28 thang 12 nam 2018 cta Chu tich Uy
ban nhan dan Thanh phé vé viée cong b6 danh muc thi tuc hanh chinh thudc pham vi
chirc nang quan ly cua S& No1 vu.
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BM 01

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Poc 1ap - Tu do - Hanh phiic
BO PHAN TIEP NHANVATRA
KET QUA

S6: /TNHS-TKQ ,ngay .. .. thang ... ... nam ... ..

B6 phan Tiép nhan va Tra két qua S& Noi vu

Tiép nhan ho SO CUA: ... ..o

Baa G
Sd dién thoai: ............................. Email: ...

NOi dung y&u Cau Ial QUYL ... .oove e

Thoi gian giai quyét hd so theo quy dinh 1a: .............. ngay
Thoi gian nhan hd so: ....gio.... phat, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét hd so:... gio..., phut, ngay ... thang...nam....

Pang ky nhan két qua tai: ..o

NGUOI NQP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho tén) (Ky va ghi vo ho tén)
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BM 02
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
~ XA/PHUONG/THI TRAN Poc 1ap - Tu do - Hanh phic
BO PHAN TI!EP NHéN VA TRA
KET QUA
6 EIDHS ............. , ngay ... ... thang ... ... nam ... ...
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUAL.....ooii e
NOi dung y&Uu CAU IAT QUYL ... .ooee e
Pia chi:
Sddiénthoai. ... Email:........ .
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
L
P EI
S
A
Ly Ao
Trong qua trinh hoan thién hd so néu ¢6 vudng mic, Ong/Ba lién hé v6i ............................. 5O
diénthoai .................. ... ... ... dé duoc hudng dan /.
NGUOI HUONG DAN

(Ky va ghi ro ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUCNG/THI TRAN Poc 1ap - Tw do - Hanh phiic
BQ PHAN TIEP NHAN VA
TRA KET QUA
S6: /TCTNGQHS ,ngay .. .. thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phén Tiép nhan va Tra két qua S Noi vu
Ti€p nhan hO SO CUA: ... ... o

Bia Gl oo

Qua xem xét, Bo phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so nay

véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba duoc biét va thyc hién./.

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

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc

PANG KY

Tén co s& tin ngudng (chlt in hoa): ..o
DA OO0 oo
Nguoi dai dién®:

Ho VAN o Nam sinh: ..............
SO CMND/SS ho chiéu/S6 dinh danh ca nhan: ...
NEAY CAP: oo NOT AP oo,

Ping ky hoat dong tin ngudng ....".... véi cic ndi dung sau:

TT | Tén hoat dfng tin ngudng dljl(l.)llg Quy mé | Théoi gian | Dia diém Ghi chua
1

2

3

N

NGUOI PAI DIEN®
(Ky, ghi ro ho tén)

() Dia danh noi ¢6 co sé tin ngudng.
@ Uy ban nhan dn cAp xd noi co co sé tin ngudng.
@ Truwong hop co sé tin ngudng c¢6 ban quan 1y thi nguoi thay mit ban quan Iy k¥ ban ding ky.

“ Hoat dong tin ngudng hing nam hodc hoat déng tin ngudng bd sung.
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QUY TRINH NQI BO PA PUQC TAI CAU TRUC

QUY TRINH 02
Pang ky b6 sung hoat dong tin nguwong

(Ban himh kém theo Quyét dinh s6 3871/0P-UBND ngay 13 thang 9 ndm 2023
ciia Chii tich Uy ban nhdn ddn Thamh phé Hé Chi Minh)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua
Van ban dang ky hoat dong tin ngudng hang
01 |nam hodc hoat dong tin ngudng bd sung (BM Ban chinh
04)

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
Cong dan, to chirc dé nghi dang ky bd 7
sung hoat dong tin ngudng nop ho so va | 15 ngay ké tir ngay
nhan két qué truc tqiép tai BO phan Tiép nhan | nhan duoc hd so Khong
va Tra két qua Uy ban nhan dan phuong, | hop 1¢
x4, thi tran
III. TRINH TU XU LY CONG VIEC
Bube | (si dung Trach | Thoi Ho .
cong A en o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
r A A Glb’ <\ A A
A 1A Canhan, t6 . Theo Muc | Thanh phan ho so
Nop ho so \ hanh
chuce , I theo Muc |
chinh
B1 ] } A ! Truone hoo h
Kidm trahd | €ong chuc Theo Muc |- - ruong hop ho so
SO Bo phan I day du:
tiép nhan hé so | 1PN 1/ ngay | BMOL |Lap Gidy tiép nhan
w1 a x| vaTrakét ho so va hen tra két
va chuyén ho \ BM 02 , ' ..
SO qua UBND BM o3 | duds trao cho ngudi
phuong, ndp ho so theo mau
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

x4, thi tran

BM 01; thuc hién
tiép budc B2.

- Truong hop ho so
chwa day  du
Hudng dan bo sung,
hoan thién hd so
dén nguodi nop ho
so va ghi 16 ly do
theo mau BM 02.

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

=> thoi gian tiép
nhan chinh thuc
hoac yéu cau chinh
stra, bo sung khong
mudn hon 08 gio
lam viéc ké tir khi
tiép nhan, trir thir 7,
chu nhat.

Tiép nhan hd so va
chuyén cong chuec
thu 1y ho so Uy ban
nhan dan phuong,
x4, thi tran

B2

Xem xét, tham

dinh hé so, dé
xuat két qua
gial quyét

Céng churc
thu 1y ho
so UBND
phuong,

x4, thi tran

11+1/2
ngay

Theo Muc
I
BM 01
Du thao
van ban
chap
thuan/Cong
van hudng
dan

Cong chirc thu 1y ho
so tién hanh xem
xét, kiém tra, tham
dinh ho so:

- D6i voi ho so di
dieu  kién  giai
quyét: tham muu
van ban chép thuan
trinh  1anh  dao
UBND phé duyét.
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Buoe | \oi dung Triach | Thoi Ho, e
cong A e o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
- Poi v6i ho so
chua du diéu kién:
tham muu  Cong
van hudéng dan trinh
lanh dao UBND
phé duyét.
Theo Muc N
Lanh dao I nggn da0~ t[IiBtNP
UBND < 1 p g, Xa, thl tran
Xem xét, ky , . Van P 4| xem xét, phé duyét
B3 A phudng, | 02 ngay chap A X
duyét 4. thi tran (huan/Co ho so: van ban chap
T ?ar}ll ONg | thuan hodgc  Cong
van uong | v an huéng dan.
dan
Van the UBND
Van thu A . | phuong, x4, thi tran
. < H6 so da 1 S
Ban hanh van UBND . ~ | phat hanh van ban
B4 ) . 1/2 ngay | duoc phé A 1A . A
ban phuong, duvét chuyén ket qua vé
x4, thi tran ye Bo6 phan Tiép nhan
va Tra két qua.
Céng churc Cong chirc BO phan
Tra két qua, B? phaP Tiep n?an va Tfa
luu o so Tiép nhap , két qua thuc hl@I}
B5 X A vaTrakét | 1/2ngay | Kétqua |tra két qua cho tb
thong ké va \ . N .
theo ddi qua UBND chirc va tien hanh
phu’(‘)’ng? lItu hé so, thong ké,
x4, thi tran theo dai.
IV. BIEU MAU

Cac biéu mau str dung tai cac budc cong viée

STT | Mi hiéu | Tén biéu miu
BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.
2. BM 02 | Mau Phiéu yéu cau bd sung, hoan thién ho so.
BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.
Van ban dang ky hoat dong tin ngudng hang nam hoic hoat
4. BM 04 NP N A
déng tin ngudng bd sung.
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V. HO SO CAN LUU
STT | Ma hiéu | Tén biéu miu

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

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

3. | BM03 |Mau Phiéu tir chdi giai quyét tiép nhan ho so.

Vin ban dang ky hoat dong tin ngudng hing nam hodc hoat
4. BM 04 N N 2
dong tin ngudng bd sung.

5. // Van ban chép thuan hodac Cong van huéng dan.
// Céc thanh phan ho so khac theo quy dinh.

VI. CO SO PHAP LY

- Luat Tin ngudng, ton gido nam 2016.

- Nghi 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.

- 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 tha tuc hanh chinh.

- Quyét dinh s6 199/QD-BNV ngay 31 thang 01 nam 2018 cua B trudong Bo
N6i vu vé viéc cong b6 thu tuc hanh chinh trong linh vue tin ngudng, tén gido thudc
pham vi chirc nang quan ly cia B6 Noi vu.

- Quyét dinh s6 6038/QD-UBND ngay 28 thang 12 nam 2018 cta Chu tich Uy
ban nhan dan Thanh phé vé viée cong b6 danh muc thi tuc hanh chinh thudc pham vi
chirc nang quan ly cua S& No1 vu.
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BM 01

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Péc 1ap - Tw do - Hanh phiic
BQ PHAN TIEP NHAN VA TRA
KET QUA

S6: / TNHS-TKQ ,ngay .. .. thang ... ... nam ... ..

GIAY TIEP NHAN HO SO VA HEN TRA KET QUA
M ho so: ......
B6 phan Tiép nhan va Tra két qua S& Noi vu
Tiép nhan ho SO CUA: ... ..o
Baa G
Sd dién thoai: ............................. Email: ...

NOi dung yeu cau Ial QUYL ... ..o

Thoi gian giai quyét hd so theo quy dinh 1a: .............. ngay
Thoi gian nhan hd so: ....gio.... phat, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét hd so:... gio..., phut, ngay ... thang...nam....

Pang ky nhan két qua tai: ..o

NGUOI NQP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho tén) (Ky va ghi vo ho tén)
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BM 02
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN, Poc 1ap - Tu do - Hanh phic
BQ PHAN TIEP NHAN VA
TRA KET QUA
6 /-HD s L , ngay ... ... thang ... ... nam ... ...
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ...
NG dung yeu CU IA1 QUYL ... oo
Bia chi: o
Sddiénthoai. ... Email:... ...
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
L
P EI
S
A
Ly Ao
Trong qua trinh hoan thién hd so néu ¢6 vudng mic, Ong/Ba lién hé v6i ............................. 5O
diénthoai .................. ... ... ... dé duoc hudng dan /.
NGUOI HUONG DAN

(Ky va ghi ro ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUGNG/THI TRAN DPoc l1ap - Tu do - Hanh phuc
BOPHANTIEPNHANVA s
TRA KET QUA
S6: /TCTNGQHS . ,ngay ... .. thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phén Tiép nhan va Tra két qua S& Noi vu
Ti€p nhan hO SO CUA: ... ... o

Bia Gl oo

Qua xem xét, Bo phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so nay

véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba duoc biét va thyc hién./.

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

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc

Y ngay. thang... ... nam.....

PANG KY

Hoat dong tin ngudng hing nim hoic hoat dong tin ngudng bd sung

Kinh gui: ....... @ ...
Tén co s& tin ngudng (chlt in hoa): ..o
DA OO0 oo
Nguoi dai dién®:
Ho VAN o Nam sinh: ...........
SO CMND/SS ho chiéu/S6 dinh danh ca nhan: ...
NEAY CAP: oo NOT AP .o,

Ping ky hoat dong tin ngudng ....".... véi cic ndi dung sau:

TT | Tén hoat dong tin nguomg | Noi dung | Quy mé | Thoi gian | Pia diém | Ghi chu
1

2

3

N

NGUOI PAI DIEN®
(Ky, ghi ro ho tén)

@ Pja danh noi ¢6 co sé tin ngudng.
@ Uy ban nhan dan cip x4 noi ¢6 co sd tin ngudng.
® Truong hop co sé tin ngudng ¢ ban quan 1y thi ngudi thay mit ban quan 1y ky ban ding ky.

® Hoat dong tin ngudng hing nim hoic hoat déng tin ngudng b sung.
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QUY TRINH NQI BO PA PUQC TAI CAU TRUC
QUY TRINH 03
Pang ky sinh hoat ton gido tip trung
(Ban himh kém theo Quyét dinh s6 3871/0P-UBND ngay 13 thang 9 ndm 2023
ciia Chii tich Uy ban nhdn ddn Thamh phé Hé Chi Minh)
I. THANH PHAN HO SO
STT Tén ho so S6 lwong | Ghi cha
01 Vian ban dang ky sinh hoat ton gido tap trung 01 Ban
(BM 04) chinh
02 Glé‘ly‘ to chun% muﬂl cd dia di€m hop phap dé lam 01 Ban sa0
noi sinh hoat ton giao.
So yéu ly lich cua nguoi dai dién nhém sinh hoat Ban
03 N 01 )
ton giao tap trung. chinh
Ban tom tat giao 1y, gido luat d6i véi viée dang ky Ban
04 | quy dinh tai khoan 2 Diéu 16 cua Luat tin 01 chinh
ngudng, ton gido.
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
Cong dan, t6 chirc dé nghi dang ky sinh 7
hoat ton gido tap trung ndp ho so tai Bd | 20 ngay ké tir ngay nhan Khong

phan Tiép nhan va Tra kétrqué Uy ban

nhan dan phuong, x4, thi tran

duoc ho so hop 1¢

III. TRINH TU XU LY CONG VIEC

Bube | i dung Trach | Thoi Ho N
cong A en oA . so/Biéu Dién giai
‘n cong viec nhi¢m gian x
viée mau
Nop ho so C4 nhan, hanh | Theo Muc | Thanh phan hé so
to chirc chinh I theo Muc |
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

Kiém tra ho
SO,
tiép nhan ho
so va chuyén
ho so

Céng churc
Bo phan
Tiép nhan
va Tra két
qua UBND
phuong,
x4, thi tran

1/2 ngay

Theo Muc
I

BM 01
BM 02
BM 03

- Truong hop ho so
day di:

Lap Giay tiép nhan ho
so va hen tra két qua;
trao cho nguoi nop ho
so theo mau BM 01;
thuc hién tiép budc
B2.

- Truong hop hd so
chwa day du: Huong
dan bo sung, hoan
thién ho so dén nguoi
ndp ho so va ghi rd ly
do theo mau BM 02.

- Trudong hop tir chdi
tiép nhan ho so: Lap
Phiéu tir choéi tiép
nhan giai quyét ho so
theo mau BM 03.

=> thoi gian tiép nhan
chinh thtc hoic yéu
cdu chinh stra, bd
sung khong mudn hon
08 gi0 lam viéc ké tir
khi tiép nhan, tru thuo
7, chu nhat.

Tiép nhan hd so va
chuyén cong chirc thu
1y hd so Uy ban nhan
dan phuong, x3, thi
tran

B2

Xem xét,
tham dinh h
so, dé xuat
két qua giai

Céng churc
thu 1y ho
so UBND
phuong,

16 +1/2
ngay

Theo Muc
|

BM 01
Du thao

Cong chirc thu ly ho
so tién hanh xem xét,
kiém tra, tham dinh
ho so:
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Buoe | Noidung | Trach | Thoi Ho P
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
quyét x4, thi tran vanban |- Déi voi hd so du
chap di€éu kién giar quyét:
thuan/Cong tham muu van ban
van huéng | chap thuan trinh 1anh
dan dao UBND phé duyét.
- PGi v6i ho so chua
du diéu kién: tham
muu Cong van hudng
dan trinh 1anh dao
UBND phé duyét.
Theo Muc N
UBND in b > X4, Tl
Xem x&t, ky , . Van P 4 | xem xét, phé duyét hd
B3 A phuong, 02 ngay chap _ - , £
duyét 4. thi tran hUAL/CS so:  van ban chap
T t Elaflll ONZ | thuan hodc Cong van
van iuong huéng dan.
dan
Van thv  UBND
Van thu A . | phuong, x3a, thi tran
. < Ho so da . . < \
Ban hanh van | UBND . ~ | phat hanh wvan ban
B4 \ , 1/2 ngay | duoc phé A 1A 2 A Tya
ban phu’O’ng? duvet chuyén kgt qua vé Bo
x4, thi tran ye phan Tiép nhan va
Tra két qua.
CorAlg C}Am’c Coéng chuc BO phan
. 1 A \ Bo phan 4 N 2 1A
Tra két qua, P R Tiép nhan va Tra két
A Tiép nhan . . .
luru ho so, 2 1 K . £ , qua thuc hién tra két
B5 X ~ . | vaTraket | 1/2ngay| K&t qua ! 2 . \
thong ké va ua UBND qua cho to chuc va
theodoi |0 tién hanh leu hd so,
xa. thi tran thong ké, theo dai.
IV. BIEU MAU

Cac bi€u mau str dung tai cac budc cong viée

STT | Mi hiéu | Tén biéu miu
1. | BMOl |Mau Giay tiép nhan ho so va hen tra két qua.
2. BM 02 | Mau Phiéu yéu cau bd sung, hoan thién ho so.
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BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.

BM 04 | Van ban dang ky sinh hoat ton giao tap trung.

V.HO SO CAN LUU
STT | M 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, hoan thién ho so.
3. | BM03 |Mau Phiéu tir chdi tiép nhan giai quyét ho so.
4. BM 04 | Van ban dang ky sinh hoat ton giao tap trung.
s, /) Gi:ély to chimg minh cé dia diém hop phap dé lam noi sinh hoat ton
gi30.
6. /) So yéu ly lich cua nguoi dai dién nhém sinh hoat ton giao tap
trung.
- /) Ban tom tafi@ gido ly, gido luat d6i voi viée déng ky quy dinh tai
) khoan 2 Diéu 16 cia Luat tin ngudng, ton giao.
// Vin ban chap thuan hodc Cong vian hudng dan.
// Céc thanh phan ho so khac theo quy dinh.

VI. CO SO PHAP LY
- Luat Tin ngudng, ton gido nam 2016.

- Nghi 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 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 tha tuc hanh chinh.

- Quyét dinh s6 199/QD-BNV ngay 31 thang 01 nam 2018 cua B trudong Bo
N6i vu vé viéc cong b6 thu tuc hanh chinh trong linh vue tin ngudng, tén gido thudc
pham vi chirc nang quan ly cia B6 Noi vu.

- Quyét dinh s0 6038/QD-UBND ngay 28 thang 12 nam 2018 cua Chu tich Uy
ban nhan dan Thanh pho vé viéc cong bé danh muc thu tuc hanh chinh thude pham vi
chirc nang quan ly cua S& No1 vu.
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BM 01

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Péc 1ap - Tw do - Hanh phiic
BQ PHAN TIEP NHANVATRA s
KET QUA

S6: / TNHS-TKQ ,ngay .. .. thang ... ... nam ... ..

B6 phan Tiép nhan va Tra két qua S& Noi vu

Tiép nhan ho SO CUA: ... ..o

Baa G
Sd dién thoai: ............................. Email: ...

NOi dung yeu cau Ial QUYL ... ..o

Thoi gian giai quyét hd so theo quy dinh 1a: .............. ngay
Thoi gian nhan hd so: ....gio.... phat, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét hd so:... gio..., phut, ngay ... thang...nam....

Pang ky nhan két qua tai: ..o

NGUOI NQP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho tén) (Ky va ghi vo ho tén)
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BM 02
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN, Poc 1ap - Tu do - Hanh phic
BQ PHAN TIEP NHAN VA
TRA KET QUA
6 EIDHS ............. , ngay ... ... thang ... ... nam ... ...
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ...
NOi dung y&Uu CAU IAT QUYL ... .ooee e
Pia chi:
Sddiénthoai. ... Email:... ...
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
L
P EI
S
A
Ly Ao
Trong qua trinh hoan thién hd so néu ¢6 vudng mic, Ong/Ba lién hé v6i ............................. 5O
diénthoai .................. ... ... ... dé duoc hudng dan /.
NGUOI HUONG DAN

(Ky va ghi ro ho tén)



CONG BAO/S6 242+243/Ngay 01-10-2023 27
BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUCNG/THI TRAN Poc 1ap - Tw do - Hanh phiic
BQ PHAN TIEP NHAN VA
TRA KET QUA
S6: /TCTNGQHS . ,ngay .. .. thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phén Tiép nhan va Tra két qua S& Noi vu
Ti€p nhan hO SO CUA: ... ... o

Bia Gl oo

Qua xem xét, Bo phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so nay

véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba duoc biét va thyc hién./.

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

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc

Y ngay. thang... ... nam.....

DANG KY
Sinh hoat ton gido tap trung

Kinh gui: ........ @

Tén t6 chiic t6n gido; to chirc duoc cap chimg nhan dang ky hoat dong t6n gido hodc ngudi dai dién

nhom sinh hoat ton gido tap trung (chit in hoa):

TrusGcuatd chic: ... O

TRUGC tON QLA ...
Dang ky sinh hoat ton gido tap trung véi ciac ngi dung sau:
Tén nhom sinh hoat ton GIAO tAP trUNG: ...

Nguoi dai dién cua nhém:

N O CU UL, oo

N&i dung sinh hoat tOn GIAO: ...

OSSOSO

Pia diém sinh hoat tén glao “

Thot gian sinh hoat tON GIAO: ..o
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S6 TUONG NGUOT thAIM ZIA: ...,

Vin ban kém theo gdm: Gidy to chirng minh ¢6 dia diém hop phap dé 1am noi sinh hoat tén giao; so
yéu ly lich ctia nguoi dai dién nhom sinh hoat ton giao tap trung; ban tom tit gido ly, gido luat, doi
véi viée dang ky cia nhom sinh hoat ton giao tap trung theo quy dinh tai khoan 2 Piéu 16 cia Luat
tin ngudng, ton gido.

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

@ Pia danh noi co tru s§ cia t6 chirc ton gido; t6 chirc duoc cip chimg nhan dang ky hoat déng t6n gido
hodc noi du kién c6 dia diém hop phap dé sinh hoat ton giao tip trung dbi v6i nhom sinh hoat ton gido tap
trung theo quy dinh tai khoan 2 Diéu 16 ciia Lut tin ngudng, t6n giao.

@ Uy ban nhan din cip x4 noi ¢ dia diém hop phap dé sinh hoat t6n gio.
®) T4 chuc ton gido hodc t6 chirc duoc cAp chig nhan ding ky hoat dong ton giao.
® Ghi 15 dia chi noi sinh hoat t6n gido tap trung.
©) Ngudi dai dién cia to chirc ton gido, t6 chirc dugc cip chiung nhan ding ky hoat dong ton giao hoidc nguoi
dai dién ciia nhom sinh hoat ton gido tap trung doi v6i nhom sinh hoat ton giao tap trung theo quy dinh tai
khoan 2 Piéu 16 cua Ludt tin ngudng, ton gio. Di voi ngudi dai dién cua t chirc t6n gido phai ky tén va

dong dau cua to chuec.
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QUY TRINH NQI BO PA PUQC TAI CAU TRUC

QUY TRINH 04

Ping ky thay d6i nguoi dai dién ciia nhém sinh hoat ton gido tip trung
(Ban himh kém theo Quyét dinh s6 3871/0P-UBND ngay 13 thang 9 ndm 2023

ciia Chii tich Uy ban nhdn ddn Thamh phé Hé Chi Minh)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua

Vin ban dang ky thay doi nguoi dai dién cua , ,

01 nhom sinh hoat ton gido tap trung (BM 04) 01 Ban chinh

02 | Soyéu ly lich cua ngudi dai dién méi 01 Ban chinh
\{én ban chép thgén cua to chire ton gido hoac
to chirc duge cap chung nhdn dang ky sinh

03 hqat ton gido v€ viéc thay doi nguotl dai diér} 01 Ban chinh
do1 véi nhom sinh hoat ton gido tap trung do to
chuc dang ky

04 Bién ban hop bau, cu nguot dai dién mdi (néu 01 Ban sa0

co)

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

Noi tiép nhén va tra két qua Thoi gian xir 1y Lé phi
Cong dan, to chirc dé nghi dang ky
thay dé1 nguoi dai dién cua nhém 7
sinh hoat ton gido tap trung ndp ho so | 15 ngay ké tr ngay nhan Khong

tai B6 phén Tiép nhén va Tra két qua
Uy ban nhan dan phuong, xa, thi

tran

duoc ho so hop 1¢

III. TRINH TU XU LY CONG VIEC

Bube | noi dung Trach | Thoi Ho N
cong A A ‘n . so/Biéu Dién giai
‘n cong viec nhiém gian X
viéc mau
Nophoso | Canhén, Theo Muc | Thanh phan hd so
Bl to chuc Giy I theo Muc [
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

hanh
chinh

Kiém tra ho
SO,
tiép nhan ho
so va chuyén
hd so

Coéng chirc
Bo phan
Tiép nhan
va Tra két
qua UBND
phuong,
x4, thi tran

1/2 ngay

Theo Muc
I

BM 01
BM 02
BM 03

- Truong hop ho so
day di:

Lap Giay tiép nhan
hd so va hen tra két
qua; trao cho nguoi
ndp ho so theo mau
BM 01; thuc hién tiép
budc B2.

- Truong hop ho so
chua day du: Huong
dan bo sung, hoan
thién ho so dén nguoi
ndp ho so va ghi 1 1y
do theo mau BM 02.

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

=> thoi gian tiép
nhan chinh thirc hoac
yéu cau chinh stra, bo
sung khong mudn
hon 08 gio lam viéc
ké tir khi tiép nhan,
trir thwr 7, chu nhat.
Tiép nhan hd so va
chuyén cong chirc thu
1y ho so Uy ban nhan
dan phuong, x3, thi
tran

B2

Xem x¢ét,
tham dinh hd
so, dé xuat
két qua giai

Coéng chirc
thu 1y ho
so UBND
phuong,

11+1/2
ngay

Theo Muc
I

BM 01
Du thao

Cong chuc thu ly ho
so tién hanh xem xét,
kiém tra, tham dinh
ho so:
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Bube | \si dung Trach | Thoi Ho P
cong A e o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
quyét x4, thi tran van ban | - Déi voi ho so du
chap di€u kién giai quyét:
thuan/Cong tham muu van ban
van huéng | chap thuén trinh lanh
dan dao UBND  phé
duyét.
- bbi v6i hoé so chua
du diéu kién: tham
muu Cong van hudng
dan trinh lanh dao
UBND phé duyét.
Theo Muc N
Lanh dao I Il;l?ggng da% tIIiBthé?l
UBND a0 b > Xa, 1l trat
Xem xét, ky , . Van P 4 | xem xét, phé duyét hd
B3 R phuong, 02 ngay chap ) - , A
duyét 4. thi tran thuan/Co so: van ban chap
T Elaflll ONE | thuan hogc Cong vén
van irong huéng dan.
dan
Van thu UBND
Van thu 1 so di phuong, xa, thi tran
Ban hanh van | UBND . ~ | phat hanh van ban
B4 \ X 1/2 ngay | duogc phé A1 A 2 A ya
ban phu’O’ng,, duvét chuyén k@t qua vé Bo
x4, thi tran ye phan Tiép nhan va
Tra két qua.
COIAlg C}Alu’c Coéng chuc BO phan
. 1A \ Bo phan 4 A s 1A
Tra két qua, - N Tiép nhan va Tra két
A Tiép nhan . . . 1A
luu ho so, 1 A . £ , qua thwc hién tra két
B5 X ~ + | vaTraket | 1/2ngay| Kétqua . A \ .
thong ké va ua UBND qua cho t0 chup va
theodoi | 1% % tién hanh hru hd so,
phuong,

x4, thi tran

thong ké, theo doi.
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IV. BIEU MAU

Cac bi€u mau str dung tai cac budc cong viée

STT | Mi hiéu | Tén biéu miu
1. | BMOl |Mau Giay tiép nhan ho so va hen tra két qua.
BM 02 | Mau Phiéu yéu cau bd sung, hoan thién ho so.
BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.
Van ban dang ky thay d6i ngudi dai dién cua nhém sinh hoat
4. BMO04 | o .
ton giao tap trung.

V. HO SO CAN LUU

STT | Ma hiéu | Tén biéu miu
BM 01 | Mau Giay 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 chdi tiép nhan giai quyét ho so.
Vin ban ding ky thay d6i nguoi dai dién ciia nhom sinh hoat ton
4. BM 04 A
£1a0 tap trung.
5. // So yéu ly lich ctia nguoi dai dién méi.
Vin ban chap thuén cia to chirc ton gido hodc to chirc dugc cap
6 /) ching nhén dang ky sinh hoat ton gido v€ vi€c thay doi nguoi
dai dién doi vé1 nhom sinh hoat ton gido tap trung do td chirc
dang ky.
// Bién ban hop bau, ctr nguol dai dién méi (néu co).
// Vin ban chap thuan hodc Cong vian hudng dan.
// Céc thanh phan ho so khac theo quy dinh.

VI. CO SO PHAP LY

- Luat Tin ngudng, ton gido nam 2016.

- Nghi 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 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 tha tuc hanh chinh.
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- Quyét dinh s6 199/QD-BNV ngay 31 thang 01 nam 2018 cua B trudong Bo
Nbi vu vé viée cong b6 thu tuc hanh chinh trong linh vue tin ngudng, tén gido thudc
pham vi chirc nang quan ly ciia B6 Noi vu.

- Quyét dinh s6 6038/QD-UBND ngay 28 thang 12 nam 2018 cta Chu tich Uy
ban nhan dan Thanh phé vé viée cong b6 danh muc thi tuc hanh chinh thudc pham vi

chirc nang quan ly cua S& No1 vu.
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BM 01

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Péc 1ap - Tw do - Hanh phiic
BQ PHAN TIEP NHAN VA TRA
KET QUA

S6: / TNHS-TKQ ,ngay .. .. thang ... ... nam ... ..

B6 phan Tiép nhan va Tra két qua S& Noi vu

Tiép nhan ho SO CUA: ... ..o

Baa G
Sd dién thoai: ............................. Email: ...

NOi dung yeu cau Ial QUYL ... ..o

Thoi gian giai quyét hd so theo quy dinh 1a: .............. ngay
Thoi gian nhan hd so: ....gio.... phat, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét hd so:... gio..., phut, ngay ... thang...nam....

Pang ky nhan két qua tai: ..o

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi ro ho tén)
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BM 02
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN, Poc 1ap - Tu do - Hanh phic
BO PHAN TIEP NHANVA e
TRA KET QUA
s /HbHS ,hgay ... .. thang ... ... nam ... ...
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO

HO SO CUA ...
NOi dung y&Uu CAU IAT QUYL ... .ooee e
Pia chi:
Sddiénthoai. ... Email:... ...
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
L,
PR
3
A
Ly Ao
Trong qua trinh hoan thién hd so néu ¢6 vudng mic, Ong/Ba lién hé v6i ............................. 5O
diénthoai .................. ... ... ... dé duoc hudng dan /.

NGUOI HUONG DAN
(Ky va ghi vo ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUGNG/THI TRAN DPoc l1ap - Tu do - Hanh phuc
BOPHANTIEPNHANVA s
TRA KET QUA
S6: /TCTNGQHS . ,ngay ... .. thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phén Tiép nhan va Tra két qua S& Noi vu
Ti€p nhan hO SO CUA: ... ... o

Bia Gl oo

Qua xem xét, Bo phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so nay

véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba duoc biét va thyc hién./.

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

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc

DANG KY
Thay déi ngudi dai dién ciia nhom sinh hoat tén gido tip trung

Kinh gui: ........ @

Pia diém sinh hoat tén €120 tap trung cla nhOM: ..o
Ho va tén nguoi dai I

Thudc t6n gido (hodc to chirc ton giao; td chire duoc cip ching nhan dang ky hoat dong ton giao):

Ping ky thay ddi ngudi dai dién ciia nhom sinh hoat tén gido tip trung véi cic ndi dung sau:
Nguoi dai dién ¢l cia nhom:

Hovaten: . ... Nam sinh: ..o

TN gOi trong t8N G40 (NEU COY: ....vv.eeeeeeee oo

SO CMND/SS ho chiéu/S6 dinh danh ca nhaAn: ...

N O CU UL, e

Nguoi dai dién mdi cia nhom:

HOVATeN: e NAM SINN: e
TN gOi trong t8N GIAO (NEU COY:......veeeeeeee oo
SO CMND/SS ho chiéu/S6 dinh danh ca nhaAn:.........
NEAY CAP:...ovoeeeeen.. INOT CAP: .o

N O CU UL, e
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LY dO thay @O0 .....ov.ooe oo

Du kién thoi diém thay AOT oo

Vin ban kém theo gdm: So yéu Iy lich cia nguoi dai dién moéi; van ban chép thuan cia td chirc ton
giao hodc t6 chic duoc cap chimg nhan dang ky hoat dong ton giao vé viéc thay ddi nguoi dai dién
d6i v6i nhom sinh hoat ton giao tap trung do t6 chirc dang ky; bién ban cudc hop bau, cir ngudi dai

dién méi (néu co).

NGUOI PAI DIEN®
(Ky, ghi 16 ho tén)

) Pja danh noi ¢ dia diém sinh hoat tén gido tip trung.
@ Uy ban nhan din cip x4 noi ¢ dia diém sinh hoat t6n gido tip trung.

® Nguoi dai di€én méi cia nhom sinh hoat ton gido tap trung.
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QUY TRINH NQI BO PA PUQC TAI CAU TRUC
QUY TRINH 05
Pé nghi thay d6i dia diém sinh hoat ton gido tap trung trong dia ban mét xa
(Ban hémh kém theo Quyét dinh s6 3871/0OD-UBND ngay 13 thang 9 ndm 2023
ciia Chii tich Uy ban nhdn ddn Thamh phé Hé Chi Minh)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua

Vin ban dé nghi thay ddi dia diém sinh hoat

01 ton gido tap trung (BM 04)

01 Ban chinh

Gidy to chimg minh ¢6 dia diém hop phap mai

02 dé 1am noi sinh hoat ton 2120

01 Ban sao

Vin ban chap thuan cia to chic tén gido
hodc to chtrc duge cap chung nhan dang ky
03 | hoat dong ton giao vé viée thay doi dia diém 01 Ban sao
ddi v&i nhom sinh hoat ton gido do to chire
dang ky

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

Cong dan, to chirc dé nghi thay doi dia

diém sinh hoat tén gido tip trung trong 15 ngay ké tir ngay nhan

diq ban mot xa nép hd so qtai Bo phan duroe o so hop 18 Khong
Tiép nhéan va Tra két qua Uy ban nhén ' op ¢
dan phurong, x4, thi tran
III. TRINH TU XU LY CONG VIEC

Budc | \oi dung cong | Trach | Thoi Ho, P
cong oA oA . so/Biéu Dién giai

o n vieée nhi¢m gian x
viéc mau

Nop ho so Cg’l nhan, Theo Muc | Thanh phﬁn ho so
B1 to chuce Giy I theo Muc |
hanh




CONG BAO/SH 242+243/Ngay 01-10-2023 41
Bube | \sidung cong | Trach | Thoi Ho .
cong o n oA . so/Biéu Dién giai
o n vieée nhi¢m gian x
viéc mau
chinh
- Truong hop ho so
day du:
Lap Giay tiép nhan
ho so va hen tra két
qua; trao cho nguoi
ndp ho so theo mau
BM 01; thyc hién
tiép budc B2.
- Truong hop hd so
chwa day du:
Huong dan  bd
sung, hoan thién ho
so dén nguoi nop
hd so va ghi 18 1y
Céng churc do theo mau BM
Bo phan Theo Muc | oo
Kiém tra ho so, T}ep r}haArl Bl\/i o1 |- Tmo;ng h(z’p tff
tiép nhan ho so e Tra ket 1/2 ngay chor ticp nhgn ho
va chuyén hd so s UBND BMO2 so: Lap Phicu fir
phuong, BM 03 |chéi tiép nhan giai
xa, thi tran quyét ho so theo

mau BM 03.

=> thoi gian tiép
nhan chinh thac
hoac yéu cau chinh
stra, bo sung khong
mudn hon 08 gid
lam viéc ké tir khi
tiép nhan, tru tha
7, chu nhat.

Tiép nhan ho so va
chuyén cong chuec
thu ly hd so Uy
ban nhan dan
phuong, x3a, thi
tran
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Budc | \oi dung cong | Trach | Thei Ho s
cong C A oA . so/Biéu Dién giai
o n vieée nhi¢m gian x
viéc mau
Cong chue thu ly
hé so tién hanh
xem xét, kiém tra,
Theo Muc tharil‘ d1r}h h? SO |
I - D41 voi ho so du
e LA Cong chuc BM 01 c‘heuA , kien — giai
Xem xé&t, tham thu IV hd 7 quyet: tham muu
dinh hd so, d& 4y 11+172 | Duwthao | s han chép thuan
B2 A1 A . ... | so UBND \ van ban \ ~
xuat két qua giai huon ngay A trinh  lanh  dao
quyét Phrone, E:hapA UBND phé duyét.
x4, thi tran thuan/Cong Ao e 1A
van huéng | - boi voi ho‘ SO
x chua du diéu kién:
dan n
tham muu Cong
van hudéng dan
trinh  lanh  dao
UBND phé duyét.
Theo Muc | Lanh dao UBND
Lanh dao I phuong, xa, thi
_ UBND Vian ban | tran xem xét, phé
B3 Xerguxeét{ ky phu’(‘)’ng,, 02 ngay chép duyét hd so: vin
Ye xd, thi tran thuan/Cong | ban  chdp  thuan
van huéng | hodc  Cong  van
dan hudng dan.
Van thu UBND
Vin thu . |phuong, xa, th
. < Ho6 soda |tran phat hanh van
Ban hanh van UBND . n \ A1 A ,
B4 ! . 1/2 ngay | duwoc phé | ban chuyén két qua
ban phuong, ~ A oA A £
4. thi trAn duyét vé B0 phan Tiép
> nhan va Tra két
qua.
Cong chirc Cong chae  BO
Bo phan phan Tjép nhan va
Tra két qua, luvu | Ti€p nhan , Tra két qua thyc
B5 | hoso,thongké | vaTrakeét | 1/2ngay | Keétqua |hién tra két qua
va theo doi qua UBND cho t6 chuc va tién
phuong, hanh luu hé so,
x4, thi tran thong ké, theo dai.
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IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viée
STT | Mi hiéu | Tén biéu miu
1. | BMOl |Mau Giay tiép nhan ho so va hen tra két qua.
2. BM 02 | Mau Phiéu yéu cau bd sung, hoan thién ho so.
3. | BMO03 |Mau Phiéu tir chéi tiép nhan giai quyét hd so.
4. BM 04 | Van ban d& nghi thay d6i dia diém sinh hoat ton gido tap trung.

V. HO SO CAN LUU

STT | Ma 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, hoan thién ho so.
3. | BM03 |Mau Phiéu tir chdi tiép nhan giai quyét ho so.
4. BM 04 | Vin ban dé nghi thay d6i dia diém sinh hoat ton gido tap trung.
s, /) C{iéy ‘t,(‘)f ching minh c6 dia diém hop phap méi dé 1am noi sinh hoat
ton giao
Vin ban chap thuén cia to chirc ton gido hodc to chirc dugc cap
6. // chung nhan dang ky hoat dong ton gido vé viéc thay doi dia
diém do1 vé1 nhdém sinh hoat ton gido do t6 chire dang ky
// Vin ban chap thuan hodc Cong vian hudng dan.
// Céc thanh phan ho so khac theo quy dinh.
VI. CO SO PHAP LY

- Luat Tin ngudng, ton gido (Ludt s6 02/2016/QH14 ngay 18/11/2016).
- Nghi 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 Luat Tin ngudng, ton gido.
- Nghi dinh s6 61/2018/ND-CP ctia Chinh phu vé thue hién co ché mot cira, mot
cira lién thong trong giai quyét thu tuc hanh chinh.
- Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 ciia Van phong Chinh phu
huéng dan thi hanh mot sé quy dinh ciua Nghi dinh s6 61/2018/ND-CP ngay 23 thang
4 nam 2018 cua Chinh phu vé thuc hién co ché mét ctra, mét cura lién thong trong

giai quyét thu tuc hanh chinh.
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- Quyét dinh s6 6038/QD-UBND ngay 28 thang 12 nam 2018 cta Chu tich Uy
ban nhan dan Thanh phé vé viée cong b6 danh muc thi tuc hanh chinh thudc pham vi
chirc nang quan ly cua S& No1 vu.
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BM 01
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN DPéc 1ap - Tu do - Hanh phic
BO PHAN TIEP NHAN VA TRA
KET QUA
S6: / TNHS-TKQ ,ngay ... .. thang ... ... nam ... ..

B6 phan Tiép nhan va Tra két qua S& Noi vu

Tiép nhan ho SO CUA: ... ..o

Baa G
Sd dién thoai: ............................. Email: ...

NOi dung yeu cau Ial QUYL ... ..o

Thoi gian giai quyét hd so theo quy dinh 1a: .............. ngay
Thoi gian nhan hd so: ....gio.... phat, ngay ... thang ..nam....

Thoi gian tra két qua giai quyét hd so:... gio..., phut, ngay ... thang...nam....

Pang ky nhan két qua tai: ..o
Vao S6 theo ddi hd so, Quyén sd:........................... Sdthirtu...................
NGUOINOQP HO SO NGUOI TIEP NHAN HO SO

(Ky va ghi vo ho tén) (Ky va ghi ro ho tén)
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BM 02
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN, Poc 1ap - Tu do - Hanh phic
BO PHAN TIEP NHANVA e
TRA KET QUA
6 /HbHS ,ngay .. .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ...
NOi dung y&Uu CAU IAT QUYL ... .ooee e
Pia chi:
Sddiénthoai. ... Email:... ...
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
L,
PR
3
A
Ly o
Trong qua trinh hoan thién hd so néu c6 vuéng mic, Ong/Balién hé véi ............................. 5O
diénthoai .................. ... ... ... dé duoc hudng dan /.
NGUOI HUONG DAN

(Ky va ghi ro ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUCNG/THI TRAN Poc 1ap - Tw do - Hanh phiic
BOPHANTIEPNHANVA s
TRA KET QUA
S6: /TCTNGQHS ,ngay .. .. thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phén Tiép nhan va Tra két qua S& Noi vu
Ti€p nhan hO SO CUA: ... ... o

Bia Gl oo

Qua xem xét, Bo phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so nay

véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba duoc biét va thyc hién./.

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

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc

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

Ho vatén nguot dai di€n: ...

Thudc t6n gido (hodc to chirc ton giao; td chire duoc cip ching nhan dang ky hoat dong ton giao):

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

LY dO thay @O0 ..o,
Dia diém nhom dang sinh hoat ton GI40 tAP trUNG: .....o.oooviveeeeeeeeee oo
Du Kién dia diem MGi: oo
Du kién thoi diém thay AOT oo

Vin ban kém theo gom: Gidy to chiing minh cé dia diém hop phap méi dé 1am noi sinh hoat ton
gido; van ban chdp thuan cua t6 chiic ton giao hodc té chuc duoc cip ching nhan ding ky hoat
dong ton giao vé viéc thay doi dia diém ddi véi nhém sinh hoat t6n gido do td chirc dang ky; ban
sao c6 chung thuc vin ban chap thuan ding ky sinh hoat ton giao tip trung cia Uy ban nhan dan
cAp x4 noi dit dia diém sinh hoat ton giao tap trung 1an dau ddi voi trudng hop thay ddi dia diém
sinh hoat ton giao tap trung dén dia ban x3 khac.

NGUOI PAI DIEN
(Ky, ghi 16 ho tén)

D Pia danh noi c6 dia diém dang sinh hoat ton gido tip trung,

@ Uy ban nhan dan cép x4 noi du kién dit dia diém sinh hoat ton giao tap trung moi.
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QUY TRINH NQI BO PA PUQC TAI CAU TRUC
QUY TRINH 06
Pé nghi thay d6i dia diém sinh hoat ton gido tdp trung dén dia ban xa khac
(Ban himh kém theo Quyét dinh s6 3871/0P-UBND ngay 13 thang 9 ndm 2023
ciia Chii tich Uy ban nhdn ddn Thamh phé Hé Chi Minh)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua

Vin ban dé nghi thay ddi dia diém sinh hoat \ ,

01 ton giao tap trung (BM 04) 01 Ban chinh

02 leay tor chupg minh c6 d}a} diém hop phap maoi 01 Ban sao
dé 1am no1 sinh hoat ton gido
\{én ban chép thyén cua td chire tén gido hoac
to chue dugce cap chimg nhan dang ky hoat

03 | dong ton gido v€ viec thay doi dia diém doi 01 Ban chinh
vo1 nhém sinh hoat toén gido do to chure dang
ky
Vin ban chap thuan dang ky sinh hoat ton

04 gido tap trung cua Uy ban nhan dén cap xa 01 Ban sao ¢o
noi ¢6 dia diém sinh hoat ton gido tap trung chirng thure
lan dau.

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

Cong dan, to chire dé nghi thay doi
dia diém sinh hoat ton gido tip trung | 20 ngay lam viée ké tur
dén dia ban xa khac ndp ho so tai B ngay nhan duoc ho so hop Khong
phan Tiép nhan va Tra két qua Uy |18
ban nhan dan phuong, x4, thi tran
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III. TRINH TU XU LY CONG VIEC

SO

x4, thi tran

Buoe | \6i dung Trich | Thoi Ho P
cong chng vide nhiém gian so/Biéu Dién giai
viéc : : mau
r N A Glb’ <\ A A
A 1A Canhan, t6 . Theo Muc | Thanh phan ho so
Nop ho so , hanh
chuce , I theo Muc |
chinh
- Trudmg hop ho so
day du:
Lap Giay tiép nhép
ho so va hen tra ket
qua; trao cho nguoi
ndp hd so theo mau
BM 01; thuc hién
ti€p budc B2.
- Trudmg hop hod so
chva  day  du
Hudéng dan bo sung,
Céng churc h?é‘n thi‘é‘n Ifé S?
B1 . R B6 phan Theo Muc | dén ngudi nop ho
Kiém tra ho Tiép nhan I s0° va ghi 10 ly do
. s?, . vaTrakét | 12 ngay BM 01 theo m?u BM 02. ‘
t1ep nhanxho SAO’ qua UBND | 1am viéc BM 02 - Iru’qu hop tur
va chuyén ho phuong, BM 03 chél tiep nhan ho

so: Lap Phiéu tir
chéi tiep nhan giai
quyét ho so theo

mau BM 03.
=> thoi gian tiép
nhan chinh thuc

hoac yéu cau chinh
stra, bo sung khong
mudén hon 08 gio
lam viéc ké tir khi
tiép nhan, trir thir 7,
chu nhat.

Tiép nhan hd so va
chuyén cong chuc
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Buoe | \6i dung Trach | Thoi Ho P
cong A e o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
thu ly ho so Uy ban
nhan dan phuong,
x4, thi tran
Cong chure thu ly ho
so tien hanh xem
xét, kiém tra, tham
Theo Muc dmhA ho ?@ N 7
I - Do1 vai ho so du
. i Céng churc BM 01 c‘heuA , kien — giai
Xem x¢t, tham thulv B | 16+ 12 7 quyet: tham muu
gy | dinhhéso e | N0 S Duthao yan ban chip thuan
xuat ket qua huon lamgv}i,éc van Pan trinh  1anh  dao
giai quyét phurone, ' i:hapA UBND phé duyét.
x4, thi tran thuan/Cong 5 v b
van huéng | bor vor ho so
x chua du diéu kién:
dan A
tham muu  Cong
van hudng dan trinh
lanh dao UBND
phé duyét.
Theo Muc .
Lanh dao I Lflmh da0~ t[IiBtNP
UBND o phuong, x3, thi tran
B3 Xem xét, ky phuong 02 ngay Varﬁ P an xem x¢ét, phé duyét
duyét <4 thi tréin lam viéc 0 N /a(]; ho so: van ban chap
T t ?ar}ll ONg | thuan hodgc  Cong
van uong | v an huéng dan.
dan
Van the UBND
Van thu 13 so di phuong, xa, thi tran
Ban hanh van UBND | 1/2 ngay ~ | phat hanh van ban
B4 \ . . A duoc phé A 4 . A
ban phu’O’ng? lam viéc duvét chuyén két qua vé
x4, thi tran ye Bo6 phan Tiép nhan
va Tra két qua.
) Cong chirc Coéng chirc B6 phan
Tra ket qua, B6 phan Tiép nhan va Tra
B5 lu;u ho Aso,‘ T‘jép I}héAIl 1{2 nga}y Két qua k%t uné tl}uc hiérxl
thongkéva | va Traket |lam viéc tra két qua cho to
theo doi qua UBND chitc va tién hanh

phuong,

lru ho so, thong keé,
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Bube | Noi dung Trach | Thoi Ho .
cong NI ‘n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
x4, thi tran theo dai.
IV. BIEU MAU

Cac biéu mau str dung tai cac budc cong viée

STT | Ma 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, hoan thién ho so.

3. | BM03 |Mau Phiéu tir chdi tiép nhan giai quyét ho so.

4. BM 04 | Vin ban dé nghi thay d6i dia diém sinh hoat ton gido tap trung.

V.HO SO CAN LUU
STT | Ma 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, hoan thién ho so.

3. | BM03 |Mau Phiéu tir chdi tiép nhan giai quyét ho so.

4. BM 04 | Vin ban dé nghi thay d6i dia diém sinh hoat ton gido tap trung.

s, /) C{iéy ‘t,(‘)f ching minh cé dia diém hop phap méi @ 1am noi sinh hoat
ton g1ao.
Vin ban chap thuén cia to chirc ton gido hodc to chirc dugc cap

6. // chung nhan dang ky hoat dong ton gido vé viéc thay doi dia
diém do1 vé1 nhém sinh hoat ton gido do t6 chirc dang ky.
Vin ban chap thuan dang ky sinh hoat t6n gido tap trung cua Uy

7. // b‘an qhén dan cap xa no1 cé dia di€m sinh hoat ton giao tap trung
lan dau.

8. // Vin ban chap thuan hodc Cong vian hudng dan.

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




CONG BAO/SH 242+243/Ngay 01-10-2023 53

VI. CO SO PHAP LY

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

- Nghi 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 ctia Chinh phu vé thue hién co ché mot cira, mot
cira lién thong trong giai quyét thu tuc hanh chinh.

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

- Quyét dinh s6 6038/QD-UBND ngay 28 thang 12 nam 2018 cta Chu tich Uy
ban nhan dan Thanh phé vé viée cong b6 danh muc thi tuc hanh chinh thudc pham vi
chirc nang quan ly cua S& No1 vu.
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BM 01

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Péc lap - Ty do - Hanh phic
BQ PHAN TIEP NHAN VA TRA
KET QUA

S6: / TNHS-TKQ ,ngay .. .. thang ... ... nam ... ..

B6 phan Tiép nhan va Tra két qua S& Noi vu

Tiép nhan ho SO CUA: ... e

Baa G
Sd dién thoai: ............................. Email: ...

NOi dung yeu cau Ial QUYL ... ..o

Thoi gian giai quyét hd so theo quy dinh 1a: .............. ngay
Thoi gian nhan hd so: ....gio.... phat, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét hd so:... gio..., phut, ngay ... thang...nam....

Pang ky nhan két qua tai: ..o

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi ro ho tén)
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BM 02
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
~ XA/PHUONG/THI TRAN Poc 1ap - Tu do - Hanh phic
BO PHAN TI!EP NHéN VA TRA
KET QUA
6 /-P-ID Hs L , ngay ... ... thang ... ... nam ... ...
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO

HO SO CUA ...
NOi dung y&Uu CAU IAT QUYL ... .ooee e
Pia chi:
Sddiénthoai. ... Email:... ...
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
L
P EI
S
A
Ly Ao
Trong qua trinh hoan thién hd so néu ¢6 vudng mic, Ong/Ba lién hé v6i ............................. 5O
diénthoai .................. ... ... ... dé duoc hudng dan /.

NGUOI HUONG DAN
(Ky va ghi vo ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUGNG/THI TRAN DPoc l1ap - Tu do - Hanh phuc
BQ PHAN TIEP NHAN VA
TRA KET QUA
S6: /TCTNGQHS . ,ngay ... .. thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phén Tiép nhan va Tra két qua S Noi vu
Ti€p nhan hO SO CUA: ... ... o

Bia Gl oo

Qua xem xét, Bo phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so nay

véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba duoc biét va thyc hién./.

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

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc

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

Ho vatén ngudi dat di€n: ...

Thudc ton gido (hodc t6 chirc ton giao; to chirc dugc cap chung nhan ding ky hoat dong ton gio):

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

LY dO thaY GO1: ....evoeeeeeeeeeee e

Dia diém nhom dang sinh hoat ton GI40 tAP trUNG: .........ooviveeeeieeeeee oo

Du Kién dia Giem mGi: oo

Du kién thoi diém thay AOT oo

Vian ban kém theo gém: Gidy to ching minh c6 dia diém hop phap méi dé lam noi sinh hoat ton
gi40; van ban chap thuan cua t6 chuc ton gido hoac to6 chic duoc cap chung nhan dang ky hoat
dong tén gido veé viéc thay doi dia diém do61 véi nhom sinh hoat ton gido do t6 chuc diang ky; ban
sao ¢O chung thuc van ban chap thuan dang ky sinh hoat ton gido tap trung cua Uy ban nhan dan

cap xd noi dat dia diém sinh hoat ton giao tip trung lan dau déi véi truong hop thay ddi dia diém
sinh hoat ton gido tap trung dén dia ban xa khac.

NGUOI PAI DIEN
(Ky, ghi 16 ho tén)

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

@ Uy ban nhan dan cép x4 noi du kién dit dia diém sinh hoat ton giao tap trung moi.



58 CONG BAO/S6 242+243/Ngay 01-10-2023

QUY TRINH NQI BO PA PUQC TAI CAU TRUC
QUY TRINH 07
Tiing Gidy khen cia Uy ban nhéin dén xa, phwong, thi trin
vé cong trang va thanh tich
(Ban hanh kém theo Quyét dinh s6 3871/0P-UBND ngay 13 thang 9 ndm 2023
ctia Chui tich Uy ban nhdn ddn Thanh phé Hé Chi Minh)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong | Ghi cha

1. Vin ban dé nghi cia cac co quan, don vi. 01 Ban chinh
Tom tit thanh tich cua tap thé, ca nhan duoc dé \ ,

2 | nghi xét khen thusng (BM 04, BM 05). 01 Ban chinh

3 Bién ban hop ctia Hé1 dong Thi dua - Khen 01 Ban chinh

thuong cap dé nghi

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

Noi tiép nhin va tra két qua Thoi gian xirly | L& phi

1. Nop ho so:

Cong dan, to chirc dé nghi tang Glay khen cua Uy
ban nhan dan x4, phuong, thi tran vé cong trang va
thanh tich ndp ho so theo cac hinh thuc sau day:

- Nép héq SO truc tiép tai B6 phan Tiép nhép va Tra
két qua Uy ban nhan dan phuong, x4, thi tran.

- Nop ho so dén Bo phan Tiép nhan va Tra két qua
Uy ban nhan dan phuong, xa, thi tran thong qua | 10 ngay lam viéc
dich vu buu chinh cong ich. ké tir ngay nhan du | Khong
- Nop hérso truc tuyén trén Cong dich vu cong | hd so hop 1é
Thanh phd: dichvucong.hochiminhcity.gov.vn

2. Tra két qua:

Coéng dan, to chire lwra chon céach thirc nhan két qua
sau day:

- Nhép két qué truc tiép tai BO phan Tiép nhér} va
Tra két qua Uy ban nhan dan phuong, x4, thi tran.

- Nhan két qua thong qua dich vu buu chinh cong
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ich.

- Nhan két qua truc tuyén trén Cong dich vu cong

ctia Thanh phd.

III. TRINH TU XU LY CONG VIEC

Bube | \si dung Trach | Thoi Ho .
cong cong vide nhiém gian so/Biéu Dién giai
viéc : : mau
’ A A Glb’ \ A A
A 1A Canhan, t6 . Theo Muc | Thanh phan hdé so
Nop ho so . hanh
chtre , I theo Muc |
chinh
Tiép nhén truc tiép:
- Trudong hop ho so
day du:
Lap Giay tiép nhép
ho so va hen tra két
qua; trao cho ngudi
ndp ho so theo mau
BM 01; thuc hién
ti€p budc B2.
Cong chirc - Truong hop ho so
Bl » R B6 phan Theo Muc | chua day du: Hudng
Kiém tra ho Tiép nhan I dan bo sung, hoan
. S?, . vaTrakét | 1/2 ngay | BMOI thlér‘l‘ hAG S0 dér‘l
tlep n}?anxhohskof qua UBND | 1am viéc BM 02 nﬁl‘l’OLI II}QCII) Itlg SO ;/a
va chuyén ho phu’(‘)’ng,, BM 03 ghi r6 ly do theo mau

SO

x4, thi tran

BM 02.

- Truong hop tir choi
tiép nhan hé so: Lap
Phiéu tir chdi tiép
nhan giai quyét ho so
theo mau BM 03.
Tiép nhin qua
Céng Dich vu cong
truc tuyén

- Kiém tra tinh chinh
xac, day du, hop 1é
cua hd so; kiém tra
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

théng tin chir ky sb
dé dam bao tinh xac
thue, hop 1& (néu c6).
- Sau khi kiém tra,
néu bao dam cac diéu
kién dé tiép nhan,
Coéng chic BO phan
Tiép nhan va Tra két
qua tiép nhan, cap
m4 ho so va xir ly hod
so theo quy trinh.

- Trudong hop hd so
chua day du, dung
quy dinh thi théng
bao cho t6 chtec, ca
nhan qua tai khoan
cua té chirc, ca nhan
qua Céng Dich wvu
cong va huodng dan
dﬁy du, cu thé dé to
chitc, ca4 nhan bb
sung ho so theo yéu
cau.

=> thoi gian tiép
nhan chinh thic hoac
yéu cau chinh sira, bo
sung khong mudn
hon 08 gi¢ lam viéc
ké tir khi hé thong
tiép nhan.

Tiép nhan ho so va
chuyén cong chiec
thu 1y hd so.

B2

Xem xét, tham

dinh hé so, dé
xuat két qua
giai quyét

Coéng chirc
thu 1y ho
so UBND
phuong,

x4, thi tran

06+1/2
ngay
lam viéc

Theo Muc
I

BM 01
Du th:élO
Quyet

Cong chirc thu 1y hd
so tién hanh xem xét,
kiém tra, tham dinh
ho so:

- Déi voi hd so di
diéu kién giai quyét:
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Buge | Noi dung Trach | Théi Ho, P
cong Ao o n . so/Biéu Dién giai
o n cong viec nhiém gian X
viéc mau
dinh/Cong | tham  muu Quyeét
van hNu’é’ng dinh tang Giay khen.
dan - Doi véi ho so chwa
du dieu kién: tham
muu  Coéng  van
huéng dan trinh 1anh
dao UBND  phé
duyét.
Lanh dao Theo Muc Lﬁnh da0~ UBNP
I phuong, xa, thi tran
X t, ky UBND Quyét em xét, phé duyét
em xet, ky huon \ uye xém Xet, - duye¢
B3 duyét PhUOne, 02 ngay dinh/Cong | h6 so: Quyét dinh
x4, thi tran - 3 2 .
van huéng | tang Gidy khen hodc
dan Cong van huéng dan.
Van the  UBND
Van thu 1 so di phuwong, xa, thi tran
Ban hanh van UBND | 1/2 ngay ~ | phat hanh van ban
B4 ) . . 2.7 | dugcphé A 1A A Tya
ban phuong, | lam viée duvét chuyen ket qua vé Bo
x4, thi tran ye phan ,Tiép nhan va
Tra két qua.
COIAlg C}Alu’c Coéng chic BO phan
s 1 A ) Bo phan - X A \ s 1 A
Tra két qua, - N Tiép nhan va Tra két
A Ti€p nhan 1/2 . N
Ity ho so, a1 A s 4, . | qua thuc hién tra ket
B5 X P va Tra két | ngaylam | Két qua . A .
thong ké va AUBND | viee qua cho t6 chup va
theodoi |90 o - tién hanh lwu hé so,
xa, thi tran thong ké, theo dai.
IV. BIEU MAU

Cac Bi€éu mau str dung tai cac budc cong viée

STT | 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 b6 sung va hoan thién ho so.
3. | BM03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.
4. BM 04 | Bao cdo tom tat thanh tich cua tap thé dé nghi xét khen thudng.
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5. BM 05 | Béo cdo tom tat thanh tich ciia ca nhan dé nghi xét khen thudng.

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

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

BM 02 | Mau Phiéu yéu cau b6 sung va hoan thién ho so.

BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.
BM 04 | Bao cdo tom tat thanh tich cua tap thé dé nghi xét khen thudng.

BM 05 | Béo cdo tom tat thanh tich ciia ca nhan dé nghi xét khen thudng.

// Van ban dé nghi cua cac co quan, don vi.

// Bién ban hop cia Hoi dong Thi dua - Khen thuong cap dé nghi
// Quyét dinh tang Giay khen.

LRI SN ||

// Ho so khac thyce hién theo quy dinh cua phap luat chuyén nganh.

VI. CO SO PHAP LY

- Luat Thi dua, Khen thuéng ngay 26 thang 11 nam 2003, Luat sira doi, bo sung
mot s6 diéu cua Luat Thi dua, khen thuong nam 2005, Luat stra doi, bo sung mot so
diéu ciia Luat 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 12/2019/TT-BNV ngay 04/11/2019 cua Bo truong Bo Noi vu quy
dinh chi tiét thi hanh mét s6 diéu cta Nghi dinh s6 91/2017/ND-CP.

- Théng tu s6 05/2020/TT-BNV ngay 09/11/2020 ciia Bo truéng Bo Noi vu bii
b6 khoan 7 Diéu 2 Thong tu s6 12/2019/TT-BNV.

- Théng tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 hudéng dan thi
hanh mot sb quy dinh ctia Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018
ciia Chinh phu vé thyc hién co ché mot ctra, mot cira lién thong trong giai quyét thu
tuc hanh chinh.

- 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.

- Quyét dinh s6 27/2019/QD-UBND ngay 11 thang 11 nam 2019 cua Uy ban
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nhan dan Thanh pho sira d6i khoan 4, Diéu 40 Quy dinh vé cong tac thi dua, khen
thuong tai Thanh phé H6 Chi Minh ban hanh kém theo Quyét dinh s6 24/2018/Qb-
UBND.

- Quyét dinh s6 5079/QD-UBND ngay 14 thang 11 nam 2018 cta Chu tich Uy
ban nhan dan Thanh phé vé viéc cong b6 thu tuc hanh chinh thudc pham vi churc
nang quan ly cia S& Noi vu.
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BM 01

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Péc 1ap - Tw do - Hanh phiic
BQ PHAN TIEP NHANVATRA e
KET QUA

S6: /TNHS-TKQ ,ngay ... .. thang ... ... nam ... ..

B6 phan Tiép nhan va Tra két qua S& Noi vu

Tiép nhan ho SO CUA: ... ..o

Baa G
Sd dién thoai: ............................. Email: ...

NOi dung yeu cau Ial QUYL ... ..o

Thoi gian giai quyét hd so theo quy dinh 1a: .............. ngay
Thoi gian nhan hd so: ....gio.... phat, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét hd so:... gio..., phut, ngay ... thang...nam....

Pang ky nhan két qua tai: ..o

NGUOI NQP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho tén) (Ky va ghi vo ho tén)
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BM 02
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUCONG/THI TRAN Poc 1ap - Tw do - Hanh phiic
BQ PHAN TIEP NHéN VATRA e
KET QUA
S6: /HbHS ,ngay ... .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ...
NOi dung y&Uu CAU IAT QUYL ... .ooee e
Pia chi:
Sddiénthoai. ... Email:... ...
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
L,
PR
3
A
Ly Ao
Trong qua trinh hoan thién hd so néu ¢6 vudng mic, Ong/Ba lién hé v6i ............................. 5O
diénthoai .................. ... ... ... dé duoc hudng dan /.
NGUOI HUONG DAN

(Ky va ghi ro ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUCONG/THI TRAN Poc 1ap - Tw do - Hanh phiic
BQ PHANTIEPNHANVATRA e
KET QUA
S6: /TCTNGQHS . ,ngay ... .. thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phén Tiép nhan va Tra két qua S& Noi vu
Ti€p nhan hO SO CUA: ... ... o

Bia Gl oo

Qua xem xét, Bo phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so nay

véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba duoc biét va thyc hién./.

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

PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
--------------- Doc 1ap - Tw do - Hanh phic

Tinh (thanh pho), ngay ... thang ... ndm .....

BAO CAO THANH TICH
PE NGHI KHEN .......

(Mau bao c4o nay ap dung d6i véi tap thé)
Tén tip thé dé nghi
(Ghi day du bang chit in thuong, khong viét tat)
I. SO LUQC PAC PIEM, TINH HINH
1. Pac diém, tinh hinh:
- Dia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tu;
- Qua trinh thanh 14p va phat trién;
- Nhiing déc diém chinh cua don vi, dia phuong (Vé diéu kién tu nhién, x3 hoi, co clu to chte,
co s& vt chat), cac to chirc dang, doan thé
2. Chtre nang, nhiém vu: Chic nang, nhiém vu dugc giao.
II. THANH TiCH PAT PUQC

1. Bao cao thanh tich can cr vao chuc nang, nhiém vu dugc giao cua co quan (don vi) va doi
tuong, tiéu chuan khen thudng quy dinh tai Luat thi dua, khen thudng, Nghi dinh s6 91/2017/ND-
CP ngay 31/7/2017 cia Chinh phti Quy dinh chi tiét thi hanh mét sé diéu cua Luat thi dua, khen
thudng.

N6i dung bao cao néu rd nhirng thanh tich xuét sic trong viéc thuc hién cac chi tiéu (nhiém
vu) cu thé vé ning suét, chat lugng, hidu qua cong tac so voi cac nam trude (hodc so voi 1an khen
thudng trude day); viéc ddi mai cong tac quan 1y, cdi cach hanh chinh; cac giai phap cong tac, sang
kién, kinh nghiém, dé tai nghién ctru khoa hoc va viéc tng dung vao thuc tién dem lai hiéu qua cao

vé kinh t€, xa hoi doi véi B, ban, nganh, dia phuong va cé nudc.

2. Nhiing bién phap hodc nguyén nhan dat dugc thanh tich; cac phong trao thi dua da duoc ap

dung trong thyc tién san xudt, cong tac.

3. Viéc thyc hién chu truong, chinh sach cua Péang, phap luat cia Nha nudc.
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4. Hoat dong cua t0 chuc dang, doan thé.

II1. CAC HINH THUC PA PUQC KHEN THUONG

1. Danh hiéu thi dua:

Nam

Danh hiéu thi
dua

S6, ngay, thang, nim ciia quyét dinh cong nhin danh hi¢u thi
dua; co quan ban hanh quyeét dinh

2. Hinh thtrc khen thuéng:

Nam

Hinh thic
khen thwéng

S6, ngay, thang, nim ciia quyét dinh khen thwong; co' quan ban
hanh quyét dinh

THU TRUONG PON VI CAP TREN THU TRUONG DON VI
TRU'C TIEP NHAN XET, XAC NHAN (Ky, dong ddu)
(Ky, dong dau)
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BM 05

PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM

Déc 1ap - Tw do - Hanh phuc

BAO CAO THANH TiCH'
PE NGHI TANG ....... 2

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

I. SO LUQC LY LICH
- Ho tén (Ghi day du bang chit in thuong, khong viét tat):

- Sinh ngay, thang, nam:

- Qué quan’:

- Tru quéan:

- Pon vi cong tac:

Gi6i tinh:

- Chure vu (Pang, chinh quyén, doan thé):

- Trinh d6 chuyén moén, nghiép vu:

- Hoc ham, hoc vi, danh hiéu, gidi thuéng:

IL. THANH TIiCH PAT PUQC

1. Quyén han, nhiém vu duoc giao hodc ddm nhén:

2. Thanh tich dat duoc cua ca nhan*:

1. CAC HINH THUC PA PUQC KHEN THUONG>
1. Danh hiéu thi dua:

Nam

Danh hiéu thi
dua

S6, ngay, thang, nim cia quyét dinh cong nhin danh hiéu thi
dua; co quan ban hanh quyét dinh

2. Hinh thtrc khen thudng:

Nam Hinh thic S6, ngay, thing, nim cia quyét dinh khen thuéng; co quan ban
khen thwéng hanh quyet dinh
THU TRUONG PON VI XAC NHAN, PE NGUOI BAO CAO THANH TiCH

NGHI

(Ky, ghi ro ho va tén)

(Ky, dong ddu)

THU TRUONG PON VI CAP TREN TRUC TIEP XAC NHAN

(Ky, dong ddu)
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' Bao c4o thanh tich 05 nam trude thoi diém dé nghi dbi véi Huan chuong Poc lap, Huan
chuong Quan cong, Huin chuong Lao dong hang nhat, hang nhi, 07 nim d6i véi Huan
chuong Bao vé T6 qudc, Huin chuong Lao dong hang ba, Huan chuong Chién cong; 05
nam ddi voi Bang khen cua Thu twéng Chinh phii, 06 nam d6i véi danh hiéu Chién sy thi
dua toan qudc, 03 nam ddi voi danh hiéu Chién s¥ thi dua cap bo, cap tinh; 02 nam dbi véi

Bang khen cap b, cap tinh; 01 nam d6i véi Chién si thi dua co sé va Gidy khen.
% Ghi 16 hinh thire dé nghi khen thuéng.

3 Pon vi hanh chinh: X (phudng, thi trin); huyén (quén, thi x4, thanh phé thudc tinh): tinh
(thanh phd truc thudc trung wong).

* Néu thanh tich c4 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 moi cong tac quan ly, nhitng sang kién kinh nghiém, dé tai nghién ctru khoa hoc;
viée d6i maoi cong nghé, ung dung khoa hoc, ky thuat vao thuc tién; viéc thuc hién cha
treong, dudng 16i cia Pang, chinh sach va phap luat ciia Nha nude; cong tac bdi dudng, hoc
tap nang cao trinh do chuyén mon, pham chat dao dirc; cham lo doi sdng can bd, nhan vién,
vai tro ctia ca nhan trong cong tac xay dung Pang va cac doan thé; cong tac tham gia cac
hoat dong xa hdi, tir thién ...).

- Pbi vdi can b 1am cong tac quan 1y néu tom tit thanh tich caa don vi, riéng thu trudng
don vi kinh doanh 14p bang thong ké so sanh cac tiéu chi: Gia tri tong san luong, doanh thu,
loi nhuan, ndp ngan sach, dau tu tai san xuat, thu nhap binh quan; cac sang kién cai tién k¥
thuat, ap dung khoa hoc (gia tri 1am loi); phuc loi x4 héi; thuc hién chinh sach bao hiém doi
vo1 nguol lao dong ... viéc thuc hi€n nghia vu ndp ngan sdch nha nudc; dam bao moi
trudng, an toan vé sinh lao dong, an toan vé sinh thuc phém (c6 trich luc va noi dung xéc

nhédn ciia co quan nha nudc c6 tham quyen).

- Pbi v6i truong hoc: Lap bang thong ké so sanh cac tiéu chi: Tong s6 hoc sinh, hanh kiém
va két qua hoc tap; s6 hoc sinh gidi cap truong, cap huyén (quén, thi x3, thanh phd thudc
tinh), cap tinh (thanh phé thudc Trung wong), cip qubc gia; sO gido vién gidi cac cap; sd dé
tai nghién ctru, . ..

- Péi v6i bénh vién: Lap bang thong ké so sanh cac tiéu chi: Tong s6 ngudi kham, chita
bénh; téng $6 nguodi duoc diéu tri noi, ngoai tra; téng $6 giudng bénh dua vao sir dung; $6
nguoi dugc 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, xa hoi, ...).

- Bo61 véi cac hdi doan the, lay két qua thyc hién cac nhiém vu cong tac trong tdm va cac
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chuong trinh cong tac ciia Trung wong hoi, doan thé giao.

- D61 vai cac co quan quan ly nha nudce, lay két qua thuc hién cac nhi€ém vu chinh trong
quan ly nha nudc, thuc hién nhi€ém vu chuyén mén va cong tac tham muu cho lanh dao

trong phat trién don vi, nganh, dia phuong ...

> Néu cac hinh thitc khen thudng da duoc Pang, Nha nude, B9, ban, nganh, doan thé Trung
wong, tinh, thanh phé truc thudc trung wong ting hodc phong ting (ghi 15 sd quyét dinh,
ngay, thang, nim ky quyét dinh).

- Ghi 18 s6 quyét dinh cong nhan danh hiéu thi dua trong 07 nam trudc thoi diém dé nghi ddi
v6i Huan chuong Lao dong hang ba, 05 nam dbi véi Bang khen cua Thi tuéng Chinh phu

V.V...
- DB6i voi d& nghi phong ting danh hiéu "Chién sy thi dua toan qudc":

+ Ghi 15 s6 quyét dinh, ngay, thang, nam, ky quyét dinh ciia 02 1an lién tuc duoc ting danh
hiéu "Chién s§ thi dua cip B9, nganh, tinh, thanh phd thudc Trung wong" va 06 lan dat danh
hiéu "Chién s¥ thi dua co s6" trude thoi diém dé nghi;

+ Ghi 15 ndi dung cac sang kién kinh nghiém, giai phap hitu ich trong quan ly, cong tac
hodic dé tai nghién ctru (tham gia 1a thanh vién hodc chu nhiém dé tai khoa hoc), ¢6 y kién
xac nhan cua Hoi dong sang kién, khoa hoc cap B9, cap tinh (ghi 18 van ban, ngay, thang,
nam) hodc phai c¢6 gidy chimg nhan ctia Hi dong kém theo hd so.

- P6i voi bao cao dé nghi phong ting danh hiéu "Chién si thi dua cip Bo, nganh, tinh, thanh
phé thudc Trung wong” ghi rd thoi gian 03 1an lién tuc duoc ting danh hiéu "Chién si thi

dua cap co s¢" trude thoi diém de€ nghi; cac sang kieén duoc cap ¢ tham quyén cong nhan.
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QUY TRINH NQI BO PA PUQC TAI CAU TRUC

QUY TRINH 08

Tiing Gidy khen ciia Uy ban nhéin dén xa, phwong, thi trin vé
thanh tich thi dua theo dot hoiic chuyén dé
(Ban hanh kém theo Quyét dinh s6 3871/0P-UBND ngay 13 thang 9 ndm 2023

ctia Chui tich Uy ban nhdn ddn Thanh phé Hé Chi Minh)

I. THANH PHAN HO SO

STT Tén hd so 50 Ghi chi
lwgng

o1 Vin ban dé nghi cua co quan, don vi. 01 Ban chinh

02 Tom tat thanh tich cua tap thé, ca nhan duoc dé 01
nghi xét khen thuéng (BM 04, BM 05). Ban chinh
Bién ban hop cua Héi déng Thi dua - Khen

03 ) A A : 01 ) )
thudng cap dé nghi. Ban chinh

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

1. Nop ho so:

Cong dan, to chirc dé nghi tang Gidy khen cia Uy
ban nhan dan x4, phuong, thi tran vé thanh tich thi
dua theo dot hoac chuyén dé nop hd so theo cac
hinh thirc sau day:

- Nop ho so truc tiép tai B6 phan Tiép nhan va Tra
két qua Uy ban nhan dan phuong, x4, thi tran.

- Nop ho so dén Bo phéan Tiép nhan va Tra két qua
Uy ban nhan dan phuong, x4, thi tran thong qua
dich vu buru chinh cong ich.

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

2. Tra két qua:

Coéng dan, to chire lwra chon cach thirc nhan két qua
sau day:

10 ngay lam viéc

ké tir ngay nhan du | Khong

hé so hop 1€
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- Nhén két quél truc tiép tai BO phan Tiép nhér} va
Tra két qua Uy ban nhan dan phuong, x4, thi tran.
- Nhan két qua thong qua dich vu buu chinh cong

ich.

- Nhan két qua true tuyén trén Cong dich vu cong

ctia Thanh phd.

III. TRINH TU XU LY CONG VIEC

Buoe | oi dung Trich | Thoi Ho .
cong cong viéc nhiém gian sU/Eleu Dién grai
viéc : : mau
A 1A Canhan, t6 Gio Theo Muc | Thanh phan ho so
Nop ho so chtrc hanh I theo MuIc): I
chinh
Tiép nhén trwe tiép:
- Trudong hop ho so
day du:
Lap Giay tiép nhan
ho so va hen tra két
qua; trao cho nguoi
ndp hod so theo mau
BM 01; thuc hién
Cong chitc tiép budc B2. ‘
Bl " . B phan Theo Muyc |- Truong hop hd so
Kiém tra ho Tiép nhan I chwa day di: Huong
. si)f, . va Tra két 1/2 ngay | BMOI déﬁ bo sung, hoa;m
tlep nhanxho §0 qua UBND | 1am viée BM 02 thler‘l‘ hAo SAO’ deg
va chuyén ho phuong, BM 03 ngurol ndp hd so va

SO

x4, thi tran

ghi 16 1y do theo mau
BM 02.

- Truong hop tir choi
tiép nhan hé so: Lap
Phiéu tir chdi tiép
nhan giai quyét ho so
theo mau BM 03.
Tiép nhin qua
Céng Dich vu cong
truc tuyén

- Kiém tra tinh chinh
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

xac, day du, hop 1é
cua hd so; kiém tra
thong tin chir ky so
dé dam bao tinh xac
thue, hop 1€ (néu co).
- Sau khi kiém tra,
néu bao dam cac diéu
kién dé tiép nhan,
Coéng chic BO phan
Tiép nhan va Tra két
qua tiép nhan, cap
m4 ho so va xir ly hod
so theo quy trinh.

- Trudong hop hd so
chua day du, dung
quy dinh thi théng
bao cho t6 chtec, ca
nhan qua tai khoan
cua té chirc, ca nhan
qua Céng Dich wvu
cong va huodng dan
dﬁy du, cu thé dé to
chitc, ca4 nhan bb
sung ho so theo yéu
cau.

=> thoi gian tiép
nhan chinh thic hoac
yéu cau chinh sira, bo
sung khong mudn
hon 08 gi¢ lam viéc
ké tir khi hé thong
tiép nhan.

Tiép nhan ho so va
chuyén cong chiec
thu 1y hd so.

B2

Xem xét, tham

dinh hé so, dé
xuat két qua
giai quyét

Coéng chirc
thu 1y ho
so UBND
phuong,

06+1/2
ngay
lam viéc

Theo Muc
I

BM 01

Cong chirc thu 1y hd
so tién hanh xem xét,
kiém tra, tham dinh
ho so:
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Buoe | \oi dung Trach | Thoi Ho, o
cong Ao o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
x4, thi tran Dy thao |- Doi véi ho so di
Quyét diéu kién giai quyét:
dinh/Céng | tham muu  Quyét
van hNu’é’ng dinh tang Giay khen.
dan - Doi véi ho so chwa
du dieu kién: tham
muu  Coéng  van
huéng dan trinh 1anh
dao UBND  phé
duyét.
Lanh dao Theo Muc Lﬁnh da0~ UBNP
I phuong, xa, thi tran
X t, ky UBND Quyét em xét, phé duyét
em xet, ky huon \ uye xém Xet, - duye¢
B3 duyét xg i ti‘;n 02 ngay dinh/Céng | ho so: Quyét dinh
S van hudng | tang Gidy khen hodc
dan Coéng van huéng dan.
Van the  UBND
Van thu 1 so di phuwong, xa, thi tran
Ban hanh van UBND 1/2 ngay ~ |phat hanh van ban
B4 ) . . 2.7 | dugcphé A 1A A Tya
ban phuong, | lam viée duvét chuyen ket qua vé Bo
x4, thi tran ye phan Tiép nhan va
Tra két qua.
COIAlg C}Alu’c Coéng chic BO phan
s 1 A ) Bo phan - A ~ \ s 1 A
Tra két qua, P N Tiép nhan va Tra két
A Ti€p nhan 12 . A a1k
luru ho so, 1 A <1 £ .| qua thuc hién tra két
B5 X o s va Tra két | ngaylam | Keét qua ! A \
thong ké va wa UBND | vidc qua cho to chuc va
theodoi | T - tién hanh luu hd so,
xa, thi tran thong ké, theo dai.
IV. BIEU MAU

Cac Bi€éu mau str dung tai cac budc cong viée

STT | Mai hiéu | Tén Biéu miu
1. BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.
BM 02 | Mau Phiéu yéu cau b6 sung va hoan thién ho so.
3. | BM03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.
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4. BM 04 | Bao cdo tom tat thanh tich cua tap thé dé nghi xét khen thudng.

BM 05 | Béo cdo tom tat thanh tich ciia ca nhan dé nghi xét khen thudng.

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

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

BM 02 | Mau Phiéu yéu cau b6 sung va hoan thién ho so.

BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.
BM 04 | Bao cdo tom tat thanh tich cua tap thé dé nghi xét khen thudng.

BM 05 | Béo cdo tom tat thanh tich ciia ca nhan dé nghi xét khen thudng.

// Vin ban dé nghi cia co quan, don vi.

// Bién ban hop cua Hoi dong Thi dua - Khen thuong cap dé nghi.
// Quyét dinh tang Giay khen.

L|FIX S| N

// Ho so khac thyce hién theo quy dinh cua phap luat chuyén nganh.

V1. CO SO PHAP LY

- Luat Thi dua, Khen thuéng ngay 26 thang 11 nam 2003, Luat sira doi, bo sung
mot s6 diéu cua Luat Thi dua, khen thuong nam 2005, Luat stra doi, bo sung mot so
diéu ciia Luat 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 12/2019/TT-BNV ngay 04/11/2019 cua Bo truong Bo Noi vu quy
dinh chi tiét thi hanh mét s6 diéu cta Nghi dinh s6 91/2017/ND-CP.

- Théng tu s6 05/2020/TT-BNV ngay 09/11/2020 ciia Bo truéng Bo Noi vu bii
b6 khoan 7 Diéu 2 Thong tu s6 12/2019/TT-BNV.

- Théng tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 hudéng dan thi
hanh mot sb 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 cira lién thong trong giai quyét thu
tuc hanh chinh.

- 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.
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- Quyét dinh s6 27/2019/QD-UBND ngay 11 thang 11 nam 2019 cua Uy ban
nhan dan Thanh pho sira d6i khoan 4, Diéu 40 Quy dinh vé cong tac thi dua, khen
thuong tai Thanh phé H6 Chi Minh ban hanh kém theo Quyét dinh s6 24/2018/Qb-
UBND.

- Quyét dinh s6 5079/QD-UBND ngay 14 thang 11 nam 2018 cta Chu tich Uy
ban nhan dan Thanh phé vé viéc cong b6 thu tuc hanh chinh thudc pham vi chirc
nang quan ly cia S& Noi vu.
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BM 01

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Péc 1ap - Tw do - Hanh phiic
BQ PHAN TIEP NHAN VA TRA
KET QUA

S6: / TNHS-TKQ ,ngay .. .. thang ... ... nam ... ..

B6 phan Tiép nhan va Tra két qua S& Noi vu

Tiép nhan ho SO CUA: ... ..o

Baa G
Sd dién thoai: ............................. Email: ...

NOi dung yeu cau Ial QUYL ... ..o

Thoi gian giai quyét hd so theo quy dinh 1a: .............. ngay
Thoi gian nhan hd so: ....gio.... phat, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét hd so:... gio..., phut, ngay ... thang...nam....

Pang ky nhan két qua tai: ..o

NGUOI NQP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho tén) (Ky va ghi vo ho tén)
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BM 02
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUCONG/THI TRAN Poc 1ap - Tw do - Hanh phiic
BQ PHAN TIEP NHéN VATRA o
KET QUA
S6: /HDbHS ,ngay ... .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ...
NG dung yeu CU IA1 QUYL ... oo
Pia chi:
Sddiénthoai. ... Email:... ...
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
L
P EI
S
A
Ly Ao
Trong qua trinh hoan thién hd so néu ¢6 vudng mic, Ong/Ba lién hé v6i ............................. 5O
diénthoai .................. ... ... ... dé duoc hudng dan /.
NGUOI HUONG DAN

(Ky va ghi ro ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN DPoc l1ap - Tu do - Hanh phuc
BQ PHAN TIEPNHANVATRA s
KET QUA
S6: /TCTNGQHS . ,ngay .. .. thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phén Tiép nhan va Tra két qua S& Noi vu
Ti€p nhan hO SO CUA: ... ... o

Bia Gl oo

Qua xem xét, Bo phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so nay

véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba duoc biét va thyc hién./.

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

PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
--------- Doc lap - Ty do - Hanh phuc

Tinh (thanh pho), ngay ... thang ... ndm ...

BAO CAO THANH TICH
PE NGHI KHEN .......

(Mau bao c4o nay ap dung d6i véi tap thé)
Tén tip thé dé nghi
(Ghi day du bang chit in thuong, khong viét tat)
I. SO LUQC PAC PIEM, TINH HINH
1. Pac diém, tinh hinh:
- Dia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tu;
- Qua trinh thanh 14p va phat trién;
- Nhiing déc diém chinh cua don vi, dia phuong (Vé diéu kién tu nhién, x3 hoi, co clu to chte,
co s& vt chat), cac to chirc dang, doan thé
2. Chtre nang, nhiém vu: Chic nang, nhiém vu dugc giao.
II. THANH TiCH PAT PUQC

1. Bao cao thanh tich can cr vao chuc nang, nhiém vu dugc giao cua co quan (don vi) va doi
tuong, tiéu chuan khen thudng quy dinh tai Luat thi dua, khen thudng, Nghi dinh s6 91/2017/ND-
CP ngay 31/7/2017 cia Chinh phti Quy dinh chi tiét thi hanh mét sé diéu cua Luat thi dua, khen
thudng.

N6i dung bao cao néu rd nhirng thanh tich xuét sic trong viéc thuc hién cac chi tiéu (nhiém
vu) cu thé vé ning suét, chat lugng, hidu qua cong tac so voi cac nam trude (hodc so voi 1an khen
thudng trude day); viéc ddi mai cong tac quan 1y, cdi cach hanh chinh; cac giai phap cong tac, sang
kién, kinh nghiém, dé tai nghién ctru khoa hoc va viéc tng dung vao thuc tién dem lai hiéu qua cao

vé kinh t€, xa hoi doi véi B, ban, nganh, dia phuong va cé nudc.

2. Nhiing bién phap hodc nguyén nhan dat dugc thanh tich; cac phong trao thi dua da duoc ap

dung trong thyc tién san xudt, cong tac.

3. Viéc thyc hién chu truong, chinh sach cua Péang, phap luat cia Nha nudc.
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4. Hoat dong cua t0 chuc dang, doan thé.

II1. CAC HINH THUC PA PUQC KHEN THUONG

1. Danh hiéu thi dua:

Nam

Danh hiéu thi
dua

S6, ngay, thang, nim ciia quyét dinh cong nhin danh hi¢u thi
dua; co quan ban hanh quyeét dinh

2. Hinh thtrc khen thudng:

Nam

Hinh thire
khen thwéng

S6, ngay, thang, nim ciia quyét dinh khen thwong; co' quan ban
hanh quyét dinh

THU TRUONG PON VI CAP TREN THU TRUONG DON VI
TRU'C TIEP NHAN XET, XAC NHAN (Ky, dong ddu)
(Ky, dong ddu)
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BM 05

PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM

Déc lap - Ty do - Hanh phic

BAO CAO THANH TICH?
PE NGHI TANG ....... 2

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

I. SO LUQC LY LICH
- Ho tén (Ghi ddy du bang chit in thuong, khong viét tat):

- Sinh ngay, thang, nam:

- Qué quan’:

- Tru quéan:

- Pon vi cong tac:

Gi6i tinh:

- Chure vu (Pang, chinh quyén, doan thé):

- Trinh d6 chuyén moén, nghiép vu:

- Hoc ham, hoc vi, danh hiéu, gidi thuéng:

IL. THANH TIiCH PAT PUQC

1. Quyén han, nhiém vu duoc giao hodc ddm nhén:

2. Thanh tich dat duoc cua ca nhan*:

1. CAC HINH THUC PA PUQC KHEN THUONG>

1. Danh hiéu thi dua:

Nam

Danh hiéu thi
dua

S6, ngay, thang, nim cia quyét dinh cong nhin danh hiéu thi
dua; co quan ban hanh quyét dinh

2. Hinh thtrc khen thudng:

Nam Hinh thwc S6, ngay, thang, nim ciia quyét dinh khen thuéng; co quan ban
khen thwong hanh quyet dinh
THU TRUONG PON VI XAC NHAN, PE NGUOI BAO CAO THANH TiCH
NGHI (Ky, ghi 1o ho va tén)

(Ky, dong ddu)

THU TRUONG PON VI CAP TREN TRUC TIEP XAC NHAN

(Ky, dong ddu)
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' B4o c4o thanh tich 05 nam trudc thoi diém dé nghi d6i voi Huan chwong Poc 1ap, Huan
chuong Quan cong, Huin chuong Lao dong hang nhat, hang nhi, 07 nim d6i véi Huan
chuong Bao vé T6 qudc, Huin chuong Lao dong hang ba, Huan chuong Chién cong; 05
nam ddi voi Bang khen cua Thu twéng Chinh phii, 06 nam d6i véi danh hiéu Chién sy thi
dua toan qudc, 03 nam ddi voi danh hiéu Chién s¥ thi dua cap bo, cap tinh; 02 nam dbi véi

Bang khen cap b, cap tinh; 01 nam d6i véi Chién si thi dua co sé va Gidy khen.
% Ghi 16 hinh thire dé nghi khen thuéng.

3 Pon vi hanh chinh: X (phudng, thi trin); huyén (quén, thi x4, thanh phé thudc tinh): tinh
(thanh phd truc thudc trung wong).

* Néu thanh tich c4 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 moi cong tac quan ly, nhitng sang kién kinh nghiém, dé tai nghién ctru khoa hoc;
viée d6i maoi cong nghé, ung dung khoa hoc, ky thuat vao thuc tién; viéc thuc hién cha
treong, dudng 16i cia Pang, chinh sach va phap luat ciia Nha nude; cong tac bdi dudng, hoc
tap nang cao trinh do chuyén mon, pham chat dao dirc; cham lo doi sdng can bd, nhan vién,
vai tro ctia ca nhan trong cong tac xay dung Pang va cac doan thé; cong tac tham gia cac
hoat dong xa hdi, tir thién ...).

- Pbi vdi can b 1am cong tac quan 1y néu tom tit thanh tich caa don vi, riéng thu trudng
don vi kinh doanh 14p bang thong ké so sanh cac tiéu chi: Gia tri tong san luong, doanh thu,
loi nhuan, ndp ngan sach, dau tu tai san xuat, thu nhap binh quan; cac sang kién cai tién k¥
thuat, ap dung khoa hoc (gia tri 1am loi); phuc loi x4 héi; thuc hién chinh sach bao hiém doi
vo1 nguol lao dong ... viéc thuc hi€n nghia vu ndp ngan sdch nha nudc; dam bao moi
trudng, an toan vé sinh lao dong, an toan vé sinh thuc phém (c6 trich luc va noi dung xéc

nhédn ciia co quan nha nudc c6 tham quyen).

- Pbi v6i truong hoc: Lap bang thong ké so sanh cac tiéu chi: Tong s6 hoc sinh, hanh kiém
va két qua hoc tap; s6 hoc sinh gidi cap truong, cap huyén (quén, thi x3, thanh phd thudc
tinh), cap tinh (thanh phé thudc Trung wong), cip qubc gia; sO gido vién gidi cac cap; sd dé
tai nghién ctru, . ..

- Péi v6i bénh vién: Lap bang thong ké so sanh cac tiéu chi: Tong s6 ngudi kham, chita
bénh; téng $6 nguodi duoc diéu tri noi, ngoai tra; téng $6 giudng bénh dua vao sir dung; $6
nguoi dugc 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, xa hoi, ...).

- Bo61 véi cac hdi doan the, lay két qua thyc hién cac nhiém vu cong tac trong tdm va cac
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chuong trinh cong tac ciia Trung wong hoi, doan thé giao.

- D61 vai cac co quan quan ly nha nudce, lay két qua thuc hién cac nhi€ém vu chinh trong
quan ly nha nudc, thuc hién nhi€ém vu chuyén mén va cong tac tham muu cho lanh dao

trong phat trién don vi, nganh, dia phuong ...

> Néu cac hinh thitc khen thudng da duoc Pang, Nha nude, B9, ban, nganh, doan thé Trung
wong, tinh, thanh phé truc thudc trung wong ting hodc phong ting (ghi 15 sd quyét dinh,
ngay, thang, nim ky quyét dinh).

- Ghi 18 s6 quyét dinh cong nhan danh hiéu thi dua trong 07 nam trudc thoi diém dé nghi ddi
v6i Huan chuong Lao dong hang ba, 05 nam dbi véi Bang khen cua Thi tuéng Chinh phu

V.V...
- DB6i voi d& nghi phong ting danh hiéu "Chién sy thi dua toan qudc":

+ Ghi 15 s6 quyét dinh, ngay, thang, nam, ky quyét dinh ciia 02 1an lién tuc duoc ting danh
hiéu "Chién s§ thi dua cip B9, nganh, tinh, thanh phd thudc Trung wong" va 06 lan dat danh
hiéu "Chién s¥ thi dua co s6" trude thoi diém dé nghi;

+ Ghi 15 ndi dung cac sang kién kinh nghiém, giai phap hitu ich trong quan ly, cong tac
hodic dé tai nghién ctru (tham gia 1a thanh vién hodc chu nhiém dé tai khoa hoc), ¢6 y kién
xac nhan cua Hoi dong sang kién, khoa hoc cap B9, cap tinh (ghi & van ban, ngay, thang,
nam) hodc phai c¢6 gidy chimg nhan ctia Hi dong kém theo hd so.

- P6i voi bao cao dé nghi phong ting danh hiéu "Chién si thi dua cip Bo, nganh, tinh, thanh
phé thudc Trung wong” ghi rd thoi gian 03 1an lién tuc duoc ting danh hiéu "Chién si thi

dua cap co s¢" trude thoi diém de€ nghi; cac sang kieén duoc cap ¢ tham quyén cong nhan.
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QUY TRINH NQI BO PA PUQC TAI CAU TRUC

QUY TRINH 09

Tiing Gidy khen cia Uy ban nhéin dén xa, phwong, thi trin

vé thanh tich dot xuat
(Ban hanh kém theo Quyét dinh s6 3871/0P-UBND ngay 13 thang 9 ndm 2023
ctia Chui tich Uy ban nhdn ddn Thanh phé Hé Chi Minh)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong | Ghi cha
o1 Vin ban dé nghi cia co quan, don vi. 01 Ban chinh
Tom t‘ét thanh tich cia tap thé, ca nhan, trong
o2 |8t don it g e 0| o1 |
(BM 04, BM 05).

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

1. Nop ho so:

Cong dan, t6 chie dé nghi ting Giay khen cua Uy
ban nhan dan x4, phuong, thi tran vé thanh tich dot
xuat ndp ho so theo cac hinh thuc sau day:

- Nop ho so truc tiép tai B6 phan Tiép nhan va Tra
két qua Uy ban nhan dan phuong, x4, thi tran.

- Nop ho so dén B6 phéan Tiép nhan va Tra két qua
Uy ban nhan dan phuong, x4, thi tran thong qua
dich vu buu chinh cong ich.

- Nop ho so truc tuyén trén Cong dich vu cong
Thanh phé: dichvucong hochiminhcity.gov.vn

2. Tra két qua:

Coéng dan, td chire lwra chon cach thirc nhan két qua
sau day:

- Nhan két qua truc tiép tai BO phan Tiép nhan va
Tra két qua Uy ban nhan dan phuong, x4, thi tran.

10 ngay lam viéc
ké tir ngay nhan du
ho so hop 1€

Khong
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- Nhan két qua thong qua dich vu buu chinh cong

ich.

- Nhan két qua truc tuyén trén Cong dich vu cong

ciia Thanh phd.

III. TRINH TU XU LY CONG VIEC

Bube | \si dung Trach | Thoi Ho N
cong A en " . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
r A A Glb’ <\ A A
A 1A Canhan, t6 . Theo Muc | Thanh phan hé so
Nop ho so . hanh
chtre , I theo Muc |
chinh
Tiép nhén trwe tiép:
- Trudong hop ho so
day du:
Lap Gidy tiép nhan
ho so va hen tra két
qua; trao cho ngudi
ndp ho so theo mau
BM 01; thuc hién
ti€p budc B2.
Cong chure - Trudong hop hd so
Bl ” . | Bophan Theo Muc | 1 va ddy di: Huén
Kiém tra ho £ A I . ay du. g
. Tiép nhén dan bo sung, hoan
oo s | vaTraket | 12ngay | BMOL iihign 1o so dén
tlep nh anxnohskor qua UBND | lam viéc | BMO02 |ngudi nop ho so va
va chuyen 1o |- phuong, BM 03 | ghi rd 1y do theo mau

SO

x4, thi tran

BM 02.

- Truong hop tir choi
tiép nhan hé so: Lap
Phiéu tir chdi tiép
nhan giai quyét ho so
theo mau BM 03.
Tiép nhin qua
Céng Dich vu cong
truc tuyén

- Kiém tra tinh chinh
xac, day du, hop 1é
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

cua ho so; kiém tra
thong tin chir ky so
dé dam bao tinh xac
thue, hop 1& (néu c6).
- Sau khi kiém tra,
néu bao dam cac diéu
kién dé tiép nhan,
Coéng chic BO phan
Tiép nhan va Tra két
qua tiép nhan, cap
m4 ho so va xir ly hod
so theo quy trinh.

- Trudong hop hd so
chua day du, dung
quy dinh thi théng
bao cho t6 chtec, ca
nhan qua tai khoan
cua té chirc, ca nhan
qua Céng Dich wvu
cong va huodng dan
dﬁy du, cu thé dé to
chitc, ca4 nhan bb
sung ho so theo yéu
cau.

=> thoi gian tiép
nhan chinh thic hoac
yéu cau chinh sira, bo
sung khong mudn
hon 08 gi¢ lam viéc
ké tir khi hé thong
tiép nhan.

SO va
chirc

Tiép nhan hd
chuyén cong
thu 1y ho so.

B2

Xem xét, tham

dinh hé so, dé
xuat két qua
giai quyét

Coéng chirc
thu 1y ho
so UBND

phuong,
x4, thi tran

06 +1/2
ngay
lam viéc

Theo Muc
|

BM 01
Du thao

Cong chirc thu 1y hd
so tién hanh xem xét,
kiém tra, tham dinh
ho so:

- D6i véi hd so di
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Bube | \oi dung Trach | Thoi Ho N
cong Ao o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
Quyét | diéu kién giai quyét:
dinh/Cong |tham muu Quyét
van huéng | dinh tang Gidy khen.
dan - Béi Vi hd so chua
du dieu kién: tham
muu Qéng van
huéng dan trinh 1anh
dao UBND  phé
duyét.
Lanh dao Theo Muc Lﬁnh da0~ UBNP
I phuong, xa, thi tran
X t, ky UBND Quyét em xét, phé duyét
em xet, ky huon \ uye xém Xet, - duye¢
B3 duyét 13 : gZ 02 ngay dinh/Cong | h6 so: Quyét dinh
x4, thi tran - 3 2 .
vin huéng | tang Giay khen hgac
dan Coéng van huéng dan.
Van thu UBND
Van thu 1 so di phuong, x4, thi tran
Ban hanh van UBND 1/2 ngay ~ | phat hanh van ban
B4 ) . . 2.7 | dugcphé A 1A A Tya
ban phuong, | lam viée duvét chuyén k@t qua vé Bo
x4, thi tran ye phan ,Tiép nhan va
Tra két qua.
COIAlg C}Alu’c Coéng chic BO phan
s 1 A ) Bo phan - A ~ \ s 1 A
Tra két qua, - N Tiép nhan va Tra két
A Ti€p nhan 12 . A a1k
luru ho so, a1 A <1 £ .| qua thuc hién tra két
B5 X o s va Tra két | ngaylam | Keét qua ! A \
thong ké va 4 UBND viee qua cho to chu’9 va
theo dai q‘;hu@ng ; tién hanh luu hd so,
xa. thi tran thong ké, theo dai.
IV. BIEU MAU

Cac van ban sir dung tai cac budc cong viéc

STT | Mai hiéu | Tén Biéu miu
BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.
2. BM 02 | Mau Phiéu yéu cau b6 sung va hoan thién ho so.
BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.
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4. BM 04 | Bao cdo tom tat thanh tich cua tap thé dé nghi xét khen thudng.

BM 05 | Béo cdo tom tat thanh tich ciia ca nhan dé nghi xét khen thudng.

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

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

BM 02 | Mau Phiéu yéu cau b6 sung va hoan thién ho so.

BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.

BM 04 | Bao cdo tom tat thanh tich cua tap thé dé nghi xét khen thudng.

BM 05 | Béo cdo tom tat thanh tich ciia ca nhan dé nghi xét khen thudng.

// Vin ban dé nghi cia co quan, don vi.
// Quyét dinh tang Giay khen.

Sl I N AN LN Il Il D

// Ho so khac thyce hién theo quy dinh cua phap luat chuyén nganh.

V1. CO SO PHAP LY

- Luat Thi dua, Khen thuéng ngay 26 thang 11 nam 2003, Luat sira doi, bo sung
mot s6 diéu cua Luat Thi dua, khen thuong nam 2005, Luat stra doi, bo sung mot so
diéu ciia Luat 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 12/2019/TT-BNV ngay 04/11/2019 cua Bo truong Bo Noi vu quy
dinh chi tiét thi hanh mét s6 diéu cta Nghi dinh s6 91/2017/ND-CP.

- Théng tu s6 05/2020/TT-BNV ngay 09/11/2020 ciia Bo truéng Bo Noi vu bii
b6 khoan 7 Diéu 2 Thong tu s6 12/2019/TT-BNV.

- Théng tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 hudéng dan thi
hanh mot sb 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 cira lién thong trong giai quyét thu
tuc hanh chinh.

- 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.
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- Quyét dinh s6 27/2019/QD-UBND ngay 11 thang 11 nam 2019 cua Uy ban
nhan dan Thanh pho sira d6i khoan 4, Diéu 40 Quy dinh vé cong tac thi dua, khen
thuong tai Thanh phé H6 Chi Minh ban hanh kém theo Quyét dinh s6 24/2018/Qb-
UBND.

- Quyét dinh s6 5079/QD-UBND ngay 14 thang 11 nam 2018 cta Chu tich Uy
ban nhan dan Thanh phé vé viéc cong b6 thu tuc hanh chinh thudc pham vi churc
nang quan ly cia S& Noi vu.
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BM 01

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Poc 1ap - Tw do - Hanh phic
BOQ PHAN TIEP NHAN VA TRA
KET QUA

S6: /TNHS-TKQ ,ngay ... .. thang ... ... nam ... ..

B6 phan Tiép nhan va Tra két qua S& Noi vu

Tiép nhan ho SO CUA: ... ..o

Baa G
Sd dién thoai: ............................. Email: ...

NOi dung yeu cau Ial QUYL ... ..o

Thoi gian giai quyét hd so theo quy dinh 1a: .............. ngay
Thoi gian nhan hd so: ....gio.... phat, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét hd so:... gio..., phut, ngay ... thang...nam....

Pang ky nhan két qua tai: ..o

NGUOI NQP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho tén) (Ky va ghi vo ho tén)
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BM 02
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
~ XA/PHUONG/THI TRAN Poc 1ap - Tu do - Hanh phic
BO PHAN TIEP NHANVATRA e
KET QUA
s /HDHS ,hgay .. .. thang ... ... nam ... ...
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ...
NG dung yeu CU IA1 QUYL ... oo
Pia chi:
Sddiénthoai. ... Email:... ...
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
L
P EI
S
A
Ly Ao
Trong qua trinh hoan thién hd so néu ¢6 vudng mic, Ong/Ba lién hé v6i ............................. 5O
diénthoai .................. ... ... ... dé duoc hudng dan /.
NGUOI HUONG DAN

(Ky va ghi ro ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN DPoc l1ap - Tu do - Hanh phuc
BQ PHAN TIEPNHANVATRA s
KET QUA
S6: JTCTNGQHS ... , ngay ... ... thang ... ... ndm ... ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phén Tiép nhan va Tra két qua S& Noi vu
Ti€p nhan hO SO CUA: ... ... o

Bia Gl oo

Qua xem xét, Bo phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so nay

véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba duoc biét va thyc hién./.

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

PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
------- Doc lap - Ty do - Hanh phuc

BAO CAO THANH TICH
PE NGHI KHEN .......

(Mau bao c4o nay ap dung d6i véi tap thé)
Tén tip thé dé nghi
(Ghi day du bang chit in thuong, khong viét tat)
I. SO LUQC PAC PIEM, TINH HINH
1. Pac diém, tinh hinh:
- Dia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tu;
- Qua trinh thanh 14p va phat trién;
- Nhiing déc diém chinh cua don vi, dia phuong (Vé diéu kién tu nhién, x3 hoi, co clu to chte,
co s& vt chat), cac to chirc dang, doan thé
2. Chtre nang, nhiém vu: Chic nang, nhiém vu dugc giao.
II. THANH TiCH PAT PUQC

1. Bao cao thanh tich can cr vao chuc nang, nhiém vu dugc giao cua co quan (don vi) va doi
tuong, tiéu chuan khen thudng quy dinh tai Luat thi dua, khen thudng, Nghi dinh s6 91/2017/ND-
CP ngay 31/7/2017 cia Chinh phti Quy dinh chi tiét thi hanh mét sé diéu cua Luat thi dua, khen
thudng.

N6i dung bao cao néu rd nhirng thanh tich xuét sic trong viéc thuc hién cac chi tiéu (nhiém
vu) cu thé vé ning suét, chat lugng, hidu qua cong tac so voi cac nam trude (hodc so voi 1an khen
thudng trude day); viéc ddi mai cong tac quan 1y, cdi cach hanh chinh; cac giai phap cong tac, sang
kién, kinh nghiém, dé tai nghién ctru khoa hoc va viéc tng dung vao thuc tién dem lai hiéu qua cao

vé kinh t€, xa hoi doi véi B, ban, nganh, dia phuong va cé nudc.

2. Nhiing bién phap hodc nguyén nhan dat dugc thanh tich; cac phong trao thi dua da duoc ap

dung trong thyc tién san xudt, cong tac.

3. Viéc thyc hién chu truong, chinh sach cua Péang, phap luat cia Nha nudc.
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4. Hoat dong cua t0 chuc dang, doan thé.

II1. CAC HINH THUC PA PUQC KHEN THUONG

1. Danh hiéu thi dua:

Nam

Danh hiéu thi
dua

S6, ngay, thang, nim ciia quyét dinh cong nhin danh hi¢u thi
dua; co quan ban hanh quyeét dinh

2. Hinh thtrc khen thuéng:

Nam

Hinh thic
khen thwéng

S6, ngay, thang, nim ciia quyét dinh khen thwong; co' quan ban
hanh quyét dinh

THU TRUONG PON VI CAP TREN THU TRUONG DON VI
TRU'C TIEP NHAN XET, XAC NHAN (Ky, dong ddu)
(Ky, dong dau)
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BM 05

PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
------- Doc 1ap - Tw do - Hanh phic

BAO CAO THANH TiCH®
PE NGHI TANG ....... 2
(MAu bao c4o nay ap dung ddi véi ca nhan)

I. SO LUQC LY LICH

- Ho tén (Ghi day du bang chit in thuong, khong viét tat):
- Sinh ngay, thang, nam: Gidi tinh:

- Qué quan’:

- Tru quéan:

- Pon vi cong tac:

- Chure vu (Pang, chinh quyén, doan thé):

- Trinh d6 chuyén moén, nghiép vu:

- Hoc ham, hoc vi, danh hiéu, gidi thuéng:

IL. THANH TIiCH PAT PUQC

1. Quyén han, nhiém vu duoc giao hodc ddm nhén:

2. Thanh tich dat duoc cua ca nhan*:

1. CAC HINH THUC PA PUQC KHEN THUONG>

1. Danh hiéu thi dua:

Nim | Danh hiéu thi S6, ngay, thang, niim ciia quyét dinh cong nhin danh hiéu thi
dua dua; co quan ban hanh quyeét dinh

2. Hinh thtrc khen thudng:

Nam Hinh thwc S6, ngay, thang, nim ciia quyét dinh khen thwong; co' quan ban
khen thwong hanh quyet dinh
THU TRUONG PON VI XAC NHAN, PE NGUOI BAO CAO THANH TiCH
NGHI (Ky, ghi 1o ho va tén)

(Ky, dong ddu)

THU TRUONG PON VI CAP TREN TRUC TIEP XAC NHAN
(Ky, dong dau)
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' Bao c4o thanh tich 05 nam trude thoi diém dé nghi dbi véi Huan chuong Poc lap, Huan
chuong Quan cong, Huin chuong Lao dong hang nhat, hang nhi, 07 nim d6i véi Huan
chuong Bao vé T6 qudc, Huin chuong Lao dong hang ba, Huan chuong Chién cong; 05
nam ddi voi Bang khen cua Thu twéng Chinh phii, 06 nam d6i véi danh hiéu Chién sy thi
dua toan qudc, 03 nam ddi voi danh hiéu Chién s¥ thi dua cap bo, cap tinh; 02 nam dbi véi

Bang khen cap b, cap tinh; 01 nam d6i véi Chién si thi dua co sé va Gidy khen.
% Ghi 16 hinh thire dé nghi khen thuéng.

3 Pon vi hanh chinh: X (phudng, thi trin); huyén (quén, thi x4, thanh phé thudc tinh): tinh
(thanh phd truc thudc trung wong).

* Néu thanh tich c4 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 moi cong tac quan ly, nhitng sang kién kinh nghiém, dé tai nghién ctru khoa hoc;
viée d6i maoi cong nghé, ung dung khoa hoc, ky thuat vao thuc tién; viéc thuc hién cha
treong, dudng 16i cia Pang, chinh sach va phap luat ciia Nha nude; cong tac bdi dudng, hoc
tap nang cao trinh do chuyén mon, pham chat dao dirc; cham lo doi sdng can bd, nhan vién,
vai tro ctia ca nhan trong cong tac xay dung Pang va cac doan thé; cong tac tham gia cac
hoat dong xa hdi, tir thién ...).

- Pbi vdi can b 1am cong tac quan 1y néu tom tit thanh tich caa don vi, riéng thu trudng
don vi kinh doanh 14p bang thong ké so sanh cac tiéu chi: Gia tri tong san luong, doanh thu,
loi nhuan, ndp ngan sach, dau tu tai san xuat, thu nhap binh quan; cac sang kién cai tién k¥
thuat, ap dung khoa hoc (gia tri 1am loi); phuc loi x4 héi; thuc hién chinh sach bao hiém doi
vo1 nguol lao dong ... viéc thuc hién nghia vu ndép ngan sach nha nudc; dadm bdo moi
trudng, an toan vé sinh lao dong, an toan vé sinh thuc phém (c6 trich luc va noi dung xéc

nhédn ciia co quan nha nudc c6 tham quyen).

- Pbi v6i truong hoc: Lap bang thong ké so sanh cac tiéu chi: Tong s6 hoc sinh, hanh kiém
va két qua hoc tap; s6 hoc sinh gidi cap truong, cap huyén (quén, thi x3, thanh phd thudc
tinh), cap tinh (thanh phé thudc Trung wong), cip qubc gia; sO gido vién gidi cac cap; sd dé
tai nghién ctru, . ..

- Péi v6i bénh vién: Lap bang thong ké so sanh cac tiéu chi: Tong s6 ngudi kham, chita
bénh; téng $6 nguodi duoc diéu tri noi, ngoai tra; téng $6 giudng bénh dua vao sir dung; $6
nguoi dugc 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, xa hoi, ...).

- Bo61 véi cac hdi doan the, lay két qua thyc hién cac nhiém vu cong tac trong tdm va cac
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chuong trinh cong tac ciia Trung wong hoi, doan thé giao.

- D61 vai cac co quan quan ly nha nudce, lay két qua thuc hién cac nhi€ém vu chinh trong
quan ly nha nudc, thuc hién nhi€ém vu chuyén mén va cong tac tham muu cho lanh dao

trong phat trién don vi, nganh, dia phuong ...

> Néu cac hinh thitc khen thudng da duoc Pang, Nha nude, B9, ban, nganh, doan thé Trung
wong, tinh, thanh phé truc thudc trung wong ting hodc phong ting (ghi 15 sd quyét dinh,
ngay, thang, nim ky quyét dinh).

- Ghi 18 s6 quyét dinh cong nhan danh hiéu thi dua trong 07 nam trudc thoi diém dé nghi ddi
v6i Huan chuong Lao dong hang ba, 05 nam dbi véi Bang khen cua Thi tuéng Chinh phu

V.V...
- DB6i voi d& nghi phong ting danh hiéu "Chién sy thi dua toan qudc":

+ Ghi 15 s6 quyét dinh, ngay, thang, nam, ky quyét dinh ciia 02 1an lién tuc duoc ting danh
hiéu "Chién s§ thi dua cip B9, nganh, tinh, thanh phd thudc Trung wong" va 06 lan dat danh
hiéu "Chién s¥ thi dua co s6" trude thoi diém dé nghi;

+ Ghi 15 ndi dung cac sang kién kinh nghiém, giai phap hitu ich trong quan ly, cong tac
hodic dé tai nghién ctru (tham gia 1a thanh vién hodc chu nhiém dé tai khoa hoc), ¢6 y kién
xac nhan cua Hoi dong sang kién, khoa hoc cap B9, cap tinh (ghi & van ban, ngay, thang,
nam) hodc phai c¢6 gidy chimg nhan ctia Hi dong kém theo hd so.

- P6i voi bao cao dé nghi phong ting danh hiéu "Chién si thi dua cip Bo, nganh, tinh, thanh
phé thudc Trung wong” ghi rd thoi gian 03 1an lién tuc duoc ting danh hiéu "Chién si thi

dua cap co s¢" trude thoi diém de€ nghi; cac sang kieén duoc cap ¢ tham quyén cong nhan.
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QUY TRINH NQI BO PA PUQC TAI CAU TRUC
QUY TRINH 10
Cong nhén danh hiéu “Lao ddng tién tién”
(Ban hanh kém theo Quyét dinh s6 3871/0P-UBND ngay 13 thang 9 ndm 2023
ctia Chui tich Uy ban nhdn ddn Thanh phé Hé Chi Minh)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua
1. Vin ban dé nghi cia cac co quan, don vi. 01 Ban chinh
Tém tat thanh tich ciia ca nhan duoc dé nghi , ,
2. xét khen thuéng (BM 04). 01 Ban chinh
3 Bler} banq hop cua Hoi c‘Io‘ngA thi dua - khen 01 Ban chinh
thudng cua co quan, don vi d€ nghi

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

Noi tiép nhén va tra két qua Thoi gian xirly | Lé phi

1. Nop ho so:

Coéng dan, té chure dé nghi cong nhan danh hiéu “Lao
dong tién tién” ndp ho so theo cac hinh thirc sau day:

- Nép ho so true tiép tai BO phan Tiép qhén va Tra két
qua Uy ban nhan dan phuong, x4, thi tran.

- Nop ho so d@n Bo phan Tiép nhan va Tra két qua
Uy ban nhan dan phuong, x4, thi tran thong qua dich

vu buu (:,hinh cong ich. 7 10 ngay lam

- Nop ho so truc tuyen trén Cong dich vu cong Thanh | viée ké tir ngay )
pho: dichvucong hochiminhcity.gov.vn nhan da hd so Khéng
2. Tra két qua: hop 1€

Coéng dan, to chirc Iwa chon cach thirc nhan két qua

sau day:

- Nhém lgét qua truc tiép tai BO phan Tiép qhén va Tra
két qua Uy ban nhan dan phuong, xa, thi tran.
- Nhan két qua thong qua dich vu buu chinh cong ich.

- Nhan két qua trye tuyén trén Cong dich vu cong cua
Thanh phd.
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III. TRINH TU XU LY CONG VIEC

Bube | noi dung Trich | Thoi Ho .
cong Ao o n . so/Biéu Dién giai
o n cong viec nhiém gian .
viéc mau
r A A Glb’ \ A A
A 1A Canhan, t6 . Theo Muc | Thanh phan hé so
Nop ho so , hanh
chtre , I theo Muc |
chinh
Tiép nhén trwe tiép:
- Truong hop ho so
day du:
Lap Gidy tiép nhan
ho so va hen tra két
qua; trao cho ngudi
nop hd so theo mau
BM 01; thuc hién tiép
budc B2.
- Trwong hop ho so
chua day du: Huong
Coéng chirc dé.ri b? S‘m% hOé}I}
B1 7 ‘ B6 phan Theo Muc | thién ho so dén nguot
Kiém tra ho Ti ép nhan I ndp ho so va ghi 16 ly
. sor,A | vaTra Két | 10 ngay| BMOI do the‘o mau BM 02}.
tiep ‘nhan hﬂo qua UBND | 1am viéc | BM 02 -‘;fI'lIO’Iig ho;p tur ch?1
so va chuyén phuong, BM 03 tiép nhan ho so: Lap

ho so

x4, thi tran

Phiéu tr choi tiép
nhan giai quyét hd so
theo mau BM 03.
Tiép nhin qua Cong
Dich vu cong truc
tuyén

- Kiém tra tinh chinh
xac, day du, hop 1é
cua hd so; kiém tra
thong tin chit ky so
dé dam bao tinh xéc
thue, hop 1€ (néu co).
- Sau khi kiém tra,
néu bao dam cac diéu
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

kién dé tiép nhan,
Cong chuac BS phan
Tiép nhan va Tra két
qua tiép nhan, cip ma
ho so va xt ly ho so
theo quy trinh.

- Trudng hop hd so
chua ddy du, dung
quy dinh thi théng
bao cho to chwrc, ca
nhan qua tai khoan
cua to chirc, ca nhan
qua Cdng Dich wu
cong va hudng dan
dﬁy du, cu thé dé t6
chitc, ca nhan bd
sung hd so theo yéu
cau.

=> thoi gian tiép
nhan chinh thuc hoac
yéu cau chinh stra, bo
sung khong mudn
hon 08 gio lam viéc
ké tir khi hé thong
tiép nhan.

Tiép nhan ho so va
chuyén cong chire thy
1y hd so.

B2

Xem xét,
tham dinh h
so, dé xuat
két qua giai
quyét

Coéng chirc
thu 1y ho
so UBND
phuong,

x4, thi tran

06+ 1/2
ngay
lam viéc

Theo Muc
I

BM 01
Du thao
Quyét
dinh/Céng
van hudng
dan

Cong chtrc thu ly ho
so tién hanh xem xét,
kiém tra, tham dinh
ho so:

- Dbi véi hd so du
diéu kién giai quyét:
tham muu Quyét dinh
cong nhan.

- Pdi véi ho so chua
diu diéu kién: tham
muu Cong van hudng
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Bude | \si dung Trach | Thoi Ho P
cong Ao o n . so/Biéu Dién giai
o n cong viec nhiém gian .
viéc mau
dan trinh 13nh dao
UBND phé duyét.
Lanh dao Theo Myc Lﬁnh da0~ UBNP
I phuong, x4a, thi tran
X it, ky UBND 8 t, phé duyét ho
B3 eMXCLXY | phuomg, | 02 ngay | | Quyet | Xem Xel, phe duyet ho
duyét X (1 o A dinh/Cong | so: Quyét dinh cong
x4, thi tran : R y R 5
van huéng | nhan hogc Cong van
dan huéng dan.
Van thu UBND
Van thu 13 so di phuong, xa, thi tran
Ban hanh van UBND 1/2 ngay ~ | phat hanh van ban
B4 ) . . A dugce phé A1 A . A A
ban phuong, | lam viéc duvet chuyen két qua vé Bo
x4, thi tran ye phan ,Tiép nhan va
Tra két qua.
COIAlg C}Alu’c Coéng chuc B6 phan
. 1 A \ Bo phan -z A a1 A
Tra két qua, - N Tiép nhan va Tra két
A Ti€p nhan 1/2 . A 1A
luru ho so, 1 A < 1a £ . | qua thue hién tra két
B5 X ~ + | vaTrakét | ngaylam | Két qua . A . .
thong ké va 4 UBND vide qua cho to chu’9 va
theodoi | T - tién hanh lwu hd so,
xa. thi tran thong ké, theo dai.
IV. BIEU MAU
Cac Biéu mau str dung tai cac budc cong viée
STT | Ma hiéu | Tén Biéu miu
1. BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.
2. BM 02 | Mau Phiéu yéu ciu b sung va hoan thién ho so.
3. | BM03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.
4, BM 04 | Bao cdo tom tit thanh tich cta ca nhan dé nghi xét khen thuong.
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V.HO SO CAN LUU

STT | 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 b6 sung va hoan thién ho so.

3. | BM03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so.

4. BM 04 | Bao cdo tom tat thanh tich ciia ca nhan dé nghi xét khen thudng.
5. // Vin ban dé nghi cua cac co quan, don vi.

6. // Bién ban hop ciia Hoi dong thi dua - khen thudng cia co quan,

don vi dé nghi
// Quyét dinh tang Giay khen.

// Ho so khac thyce hién theo quy dinh cua phap luat chuyén nganh.

V1. CO SO PHAP LY

- Luat Thi dua, Khen thuéng ngay 26 thang 11 nam 2003, Luat sira doi, bo sung
mot s6 diéu cua Luat Thi dua, khen thuong nam 2005, Luat stra doi, bo sung mot so
diéu ciia Luat 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 12/2019/TT-BNV ngay 04/11/2019 cua Bo truong Bo Noi vu quy
dinh chi tiét thi hanh mét s6 diéu cta Nghi dinh s6 91/2017/ND-CP.

- Théng tu s6 05/2020/TT-BNV ngay 09/11/2020 ciia Bo truéng Bo Noi vu bii
b6 khoan 7 Diéu 2 Thong tu s6 12/2019/TT-BNV.

- Théng tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 hudéng dan thi
hanh mot sb quy dinh ctia Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018
ciia Chinh phu vé thyc hién co ché mot ctra, mot cira lién thong trong giai quyét thu
tuc hanh chinh.

- 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.

- Quyét dinh s6 27/2019/QD-UBND ngay 11 thang 11 nam 2019 cua Uy ban
nhan dan Thanh pho sira d6i khoan 4, Diéu 40 Quy dinh vé cong tac thi dua, khen
thuong tai Thanh phé H6 Chi Minh ban hanh kém theo Quyét dinh s6 24/2018/Qb-
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UBND.

- Quyét dinh s6 5079/QD-UBND ngay 14 thang 11 nam 2018 cta Chu tich Uy
ban nhan dan Thanh phé vé viéc cong b6 thu tuc hanh chinh thudc pham vi churc
nang quan ly cia S& Noi vu.
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BM 01
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN DPéc 1ap - Tw do - Hanh phic
BO PHAN TIEP NHéN VATRA o
KET QUA
S6: / TNHS-TKQ ,ngay ... .. thang ... ... nam ... ..
GIAY TIEP NHAN HO SO VA HEN TRA KET QUA
Mai hd so......
B6 phan Tiép nhan va Tra két qua S& Noi vu
Tiép Nhan hO SO CUA o oo
Bia Chi:
Sd dién thoai: ............................. Email: ...
NOi dung yeu cau Ial QUYL ... ..o
Thanh phan hé so ndp gdm:
T
PR
S
A
S6 luong ho sot................ (bo)
Thoi gian giai quyét hd so theo quy dinh 1a: .............. ngay
Thoi gian nhan hd so: ....gio.... phat, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét hd so:... gio..., phut, ngay ... thang...nam....
Pang ky nhan két qua tai: ..o
Vao S6 theo ddi hd so, Quyén sd:........................... Sothatu...................
NGUOI NOP HO SO NGUOI TIEP NHAN HO SO

(Ky va ghi vo ho tén) (Ky va ghi ro ho tén)
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BM 02
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
~ XA/PHUONG/THI TRAN Poc 1ap - Tu do - Hanh phic
BO PHAN TIEP NHANVATRA e
KET QUA
6 /HDbHS ,ngay ... .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ...
NG dung yeu CU IA1 QUYL ... oo
Pia chi:
Sddiénthoai. ... Email:... ...
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
L
P EI
S
A
Ly Ao
Trong qua trinh hoan thién hd so néu ¢6 vudng mic, Ong/Ba lién hé v6i ............................. 5O
diénthoai .................. ... ... ... dé duoc hudng dan /.
NGUOI HUONG DAN

(Ky va ghi ro ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
XA/PHUCONG/THI TRAN DPoc l1ap - Tu do - Hanh phuc
BQ PHAN TIEPNHANVATRA e
KET QUA
S6: JTCTNGQHS ... , ngay ... ... thang ... ... ndm ... ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phén Tiép nhan va Tra két qua S& Noi vu
Ti€p nhan hO SO CUA: ... ... o

Bia Gl oo

Qua xem xét, Bo phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so nay

véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba duoc biét va thyc hién./.

NGUOINQP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)
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BM 04

PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
------- Doc 1ap - Tw do - Hanh phic

BAO CAO THANH TiCH*
PE NGHI TANG ....... 2
(MAu bao c4o nay ap dung ddi véi ca nhan)

I. SO LUQC LY LICH

- Ho tén (Ghi day du bang chit in thuong, khong viét tat):
- Sinh ngay, thang, nam: Gidi tinh:

- Qué quan’:

- Tru quéan:

- Pon vi cong tac:

- Chure vu (Pang, chinh quyén, doan thé):

- Trinh d6 chuyén moén, nghiép vu:

- Hoc ham, hoc vi, danh hiéu, gidi thuéng:

IL. THANH TIiCH PAT PUQC

1. Quyén han, nhiém vu duoc giao hodc ddm nhén:

2. Thanh tich dat duoc cua ca nhan*:

1. CAC HINH THUC PA PUQC KHEN THUONG>

1. Danh hiéu thi dua:

Nim | Danh hiéu thi S6, ngay, thang, niim ciia quyét dinh cong nhin danh hiéu thi
dua dua; co quan ban hanh quyeét dinh

2. Hinh thtrc khen thudng:

Nam Hinh thwc S6, ngay, thang, nim ciia quyét dinh khen thuéng; co quan ban
khen thwong hanh quyet dinh
THU TRUONG PON VI XAC NHAN, NGUOI BAO CAO THANH TiCH
DPE NGHI (Ky, ghi rd ho va tén)

(Ky, dong ddu)

THU TRUONG PON VI CAP TREN TRUC TIEP XAC NHAN
(Ky, dong ddu)
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' Bao c4o thanh tich 05 nam trude thoi diém dé nghi dbi véi Huan chuong Poc lap, Huan
chuong Quan cong, Huin chuong Lao dong hang nhat, hang nhi, 07 nim d6i v6i Huin
chuong Bao vé T6 qudc, Huin chuong Lao dong hang ba, Huan chuong Chién cong; 05
nam ddi voi Bang khen cua Thu twéng Chinh phii, 06 nam d6i véi danh hiéu Chién sy thi
dua toan qudc, 03 nam ddi voi danh hiéu Chién s¥ thi dua cap bo, cap tinh; 02 nam dbi véi

Bang khen cap b, cap tinh; 01 nam d6i véi Chién si thi dua co sé va Gidy khen.
% Ghi 16 hinh thire dé nghi khen thuéng.

3 Pon vi hanh chinh: X (phudng, thi trin); huyén (quén, thi x4, thanh phé thudc tinh): tinh
(thanh phd truc thudc trung wong).

* Néu thanh tich c4 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 moi cong tac quan ly, nhitng sang kién kinh nghiém, dé tai nghién ctru khoa hoc;
viée d6i maoi cong nghé, ung dung khoa hoc, ky thuat vao thuc tién; viéc thuc hién cha
treong, dudng 16i cia Pang, chinh sach va phap luat ciia Nha nude; cong tac bdi dudng, hoc
tap nang cao trinh do chuyén mon, pham chat dao dirc; cham lo doi sdng can bd, nhan vién,
vai tro ctia ca nhan trong cong tac xay dung Pang va cac doan thé; cong tac tham gia cac

hoat dong xa hdi, tur thién ...).

- Pbi vdi can b 1am cong tac quan 1y néu tom tit thanh tich caa don vi, riéng thu trudng
don vi kinh doanh 14p bang thong ké so sanh cac tiéu chi: Gia tri tong san luong, doanh thu,
loi nhuan, ndp ngan sach, dau tu tai san xuat, thu nhap binh quan; cac sang kién cai tién k¥
thuat, ap dung khoa hoc (gia tri 1am loi); phuc loi x4 héi; thuc hién chinh sach bao hiém doi
vo1 nguol lao dong ... viéc thuc hi€n nghia vu ndp ngan sdch nha nudc; dam bao moi
trudng, an toan vé sinh lao dong, an toan vé sinh thuc phém (c6 trich luc va noi dung xéc

nhédn ciia co quan nha nudc c6 tham quyen).

- Pbi v6i truong hoc: Lap bang thong ké so sanh cac tiéu chi: Tong s6 hoc sinh, hanh kiém
va két qua hoc tap; s6 hoc sinh gidi cap trudng, cap huyén (quén, thi x3, thanh phd thudc
tinh), cap tinh (thanh phé thudc Trung wong), cip qubc gia; sO gido vién gidi cac cap; sd dé
tai nghién ctru, . ..

- Péi v6i bénh vién: Lap bang thong ké so sanh cac tiéu chi: Tong s6 ngudi kham, chita
bénh; téng $6 nguodi duoc diéu tri noi, ngoai tra; téng $6 giudng bénh dua vao sir dung; $6
nguoi dugc 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, xa hoi, ...).

- Bo61 véi cac hdi doan the, lay két qua thyc hién cac nhiém vu cong tac trong tdm va cac
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chuong trinh cong tac ciia Trung wong hoi, doan thé giao.

- D61 vai cac co quan quan ly nha nudce, lay két qua thuc hién cac nhi€ém vu chinh trong
quan ly nha nudc, thuc hién nhi€ém vu chuyén mén va cong tac tham muu cho lanh dao

trong phat trién don vi, nganh, dia phuong ...

> Néu cac hinh thitc khen thudng da duoc Pang, Nha nude, B9, ban, nganh, doan thé Trung
wong, tinh, thanh phé truc thudc trung wong ting hodc phong ting (ghi 15 sd quyét dinh,
ngay, thang, nim ky quyét dinh).

- Ghi 18 s6 quyét dinh cong nhan danh hiéu thi dua trong 07 nam trudc thoi diém dé nghi ddi
v6i Huan chuong Lao dong hang ba, 05 nam dbi véi Bang khen cua Thi tuéng Chinh phu

V.V...
- DB6i voi d& nghi phong ting danh hiéu "Chién sy thi dua toan qudc":

+ Ghi 15 s6 quyét dinh, ngay, thang, nam, ky quyét dinh ciia 02 1an lién tuc duoc ting danh
hiéu "Chién s§ thi dua cip B9, nganh, tinh, thanh phd thudc Trung wong" va 06 1an dat danh
hiéu "Chién s¥ thi dua co s6" trude thoi diém dé nghi;

+ Ghi 15 ndi dung cac sang kién kinh nghiém, giai phap hitu ich trong quan ly, cong tac
hodic dé tai nghién ctru (tham gia 1a thanh vién hodc chu nhiém dé tai khoa hoc), ¢6 y kién
xac nhan cua Hoi dong sang kién, khoa hoc cap B9, cap tinh (ghi & van ban, ngay, thang,
nam) hodc phai c¢6 gidy chimg nhan ctia Hi dong kém theo hd so.

- P6i voi bao cao dé nghi phong ting danh hiéu "Chién si thi dua cip Bo, nganh, tinh, thanh
phé thudc Trung wong” ghi rd thoi gian 03 1an lién tuc duoc ting danh hiéu "Chién si thi

dua cap co s¢" trude thoi diém de€ nghi; cac sang kieén duoc cap ¢ tham quyén cong nhan.



