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VAN BAN PHAP LUAT KHAC

UY BAN NHAN DAN THANH PHO

UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHi MINH Pic lap - Tu do - Hanh phic
S6: 1114/QD-UBND Thémh pho Ho Chi Minh, ngay 21 thang 3 ndm 2025
QUYET PINH

Vé viéc phé duyét quy trinh ndi bd giai quyét thi tuc hanh chinh
cac linh vyec thi dua - khen thwéng va tin ngwong, ton giao
thudc thAm quyén tiép nhén caa Uy ban nhin din phwong, xa, thi trin

CHU TICH UY BAN NHAN DAN THANH PHO HO CHI MINH

Can cir Ludt Té chikc chinh quyén dia phwong ngay 19 thdng 06 ndm 2015; Ludt
stea doi, bé sung mot s6 diéu ciia Ludt T6 chikc Chinh phu va Ludt Tt 6 chikc chinh
quyén dia phwong ngay 22 thang 11 ndm 2019;

Cdn cir Nghi dinh s6 63/2010/NP-CP ngay 08 thang 6 ndm 2010 cua Chinh phii
vé kiém sodt thi tuc hanh chinh; Nghi dinh s6 92/2017/NP-CP ngay 07 thdng 8 ndm
2017 ciia Chinh phu siea doi, b6 sung mot s6 diéu ciia cdc nghi dinh lién quan dén
kiém sodt thi tuc hanh chinh; Nghi dinh s6 61/2018/ND-CP ngay 23 thdng 4 ndm
2018 ciia Chinh phii vé thyec hién co ché mot ciea, mét cira lién thong trong gidi quyét
thil tuc hanh chinh; Nghi dinh s6 107/ND-CP ngay 06 thdng 12 nam 2021 ciia Chinh
phi vé swa doi, bo sung mot s6 diéu cua Nghi dinh $6 61/2018/NP-CP;

Can cir Thong tw s6 01/2018/TT-VPCP ngay 23 thang 11 ndm 2018 cua Vin
phong Chinh phii vé huéng ddn thi hanh mét s6 quy dinh ciia Nghi dinh s6
61/2018/NP-CP ngay 23 thang 4 nam 2018 ciia Chinh phii vé thuc hién co ché mét

ctra, mot ciea lién thong trong gidi quyét thi tuc hanh chinh;

Can cir Quyét dinh s6 1802/0D-UBND ngay 27 thang 5 ndm 2022 ciia Chil tich
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Uy ban nhdn ddn Thanh phé vé phé duyét phirong dn tdi cdu tric, don gian héa thii
tuc hanh chinh;

Theo dé nghi cua Gidm doc S Noi vu tai To trinh s6 833/TTr-SNV ngay 11
thdang 02 nam 2023,

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay 04 quy trinh ndi bo giai quyét thi
tuc hanh chinh stra doi, bo sung, thay thé da duoc tai cau tric theo cac phwong an tai
Quyét dinh s6 1802/QD-UBND ngay 27 thang 5 nam 2022 cia Chi tich UBND
Thanh phé thudc tham quyén tiép nhan cia Uy ban nhan dan phuong, x4, thi tran.

Danh muc va n6i dung chi tiét ctia cac quy trinh ndi bd duoc dang tai trén Céng
thong tin dién to cia Van phong Uy ban nhan dan Thanh phd tai dia chi
http://vpub.hochiminhcity.gov.vn/portal/KenhTin/Quy-trinh-noi-bo-TTHC .aspx.

Piéu 2. T6 chirc thue hién

1. Cac quy trinh ndi bo giai quyét thi tuc hanh chinh da duoc phé duyét 1a co so
dé xay dung quy trinh dién tir, thue hién viéc tiép nhan, giai quyét va tra két qua thu
tuc hanh chinh trén Hé thong thong tin giai quyét thu tuc hanh chinh Thanh phd.

2. Co quan, don vi thuc hién thu tuc hanh chinh ¢6 trach nhiém:

a) Tuan thu theo quy trinh ndi bd d duoc phé duyét khi tiép nhan, giai quyét thi
tuc hanh chinh cho ca nhan, to chirc; khong ty dit thém thi tuc, gidy to ngodi quy
dinh phap luat.

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

Piéu 3. Hiéu hrc thi hanh

Quyét dinh nay co hiéu lyc thi hanh ké tir ngay ky. Bai bo cac Quyét dinh trude
day trai voi Quyét dinh nay.

Piéu 4. Trach nhiém thi hanh

Chanh Van phong Uy ban nhan dan Thanh phd, Giam déc So¢ Thong tin va
Truyén thong, Giam d6éc SO Noi vu, Giam déc Trung tdm Chuyén doi s6 Thanh phd,


http://vpub.hochiminhcity.gov.vn/portal/KenhTin/Quy-trinh-noi-bo-TTHC.aspx
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Chu tich Uy ban nhan dan quan, huyén, thanh phé Thu Dirc, Chii tich Uy ban nhan
dan phuong, x4, thi tran va cac to chirc, ca nhan c¢6 lién quan chiu trach nhiém thi

hanh Quyét dinh nay./.

KT. CHU TICH
PHO CHU TICH

Vo Van Hoan
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UY BAN NHAN DAN CONG HOA XA HOI CHU VIET NAM
THANH PHO HO CHi MINH Pic 1ap - Tu do - Hanh phic

QUY TRINH NOI BQ GIAI QUYET THU TUC HANH CHIiNH
THUQC THAM QUYEN TIEP NHAN CUA UY BAN NHAN DAN
PHUONG, XA, THI TRAN
(Ban hanh kém theo Quyét dinh s6 1114/0P-UBND ngay 21 thang 3 ndm 2025
ctia Chii tich Uy ban nhdn ddn Thanh phé)

DANH MUC QUY TRINH NOI BO

STT TEN QUY TRINH NOI BO

1. Thu tuc thong bao danh muc hoat dong ton giao ddi véi td chire ¢6 dia ban
hoat dong ton gido ¢ mdt xa

2. Thu tuc thong bao danh muc hoat dong ton gido bo sung doi voi to chirc
co dia ban hoat dong ton gido & médt xa

Thu tuc thong bao vé viéc thay do6i dia diém sinh hoat ton gido tap trung

4, Thu tuc thong bao to chirc quyén gop trong dia ban mot xa ciia co sé tin
ngudng, to chirc ton gido, t6 chirc ton giao truc thudc
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QUY TRINH NOI BQ
Théng bao danh muc hoat ddng ton gido doi véi to chire

c6 dia ban hoat dong ton gido ¢ mgt xa
(Ban hanh kém theo Quyét dinh s6 1114/0D-UBND ngay 21 thdng 3 ndm 2025
cua So Noi vu Thanh phé Hé Chi Minh)

I. THANH PHAN HO SO

TT Tén hé so

Sé Ghi chd

luong | Trye tiép

Truwe tuyén

01 | Van ban théng bao (theo mau)

01 Ban chinh

File scan ban
chinh hoac file
co chir ky s6

02 | Céc tai liéu kém theo (néu co)

01 Ban chinh

File scan ban
chinh hoac file
co chir ky s6

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

Noi tiép nhén va tra két qua

Thoi gian xwr ly

Lé phi

1. Nop ho so:

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

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

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

- Nop hd so trye tuyén trén Cong dich vu
cong cua Thanh pho:
dichvucong.hochiminhcity.gov.vn

15 ngay ké tir ngay
nhan du van ban
dang ky hop 1€

Khong
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III. TRINH TU XU LY CONG VIEC

Buéc | .. . Biéu
A NoOi dung Trach e x £ K s
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Bl Nop hd so | To chie, ca | 1/2 ngay | Theo Muc I | Thanh phan ho so
nhan lam viéc theo Muc 1.
Kiém trahd | Cong chirc -BM Ol |* Tiép nhin hd so
SO Bo phan -BM02 |Thu tuc hanh
Tiép nhan _BMO03 |chinh truc tiép:
Vé‘q Tra ket _BMO4 |- (zéng Shl’l’cq tai Bqé‘
qua UBND phan Mot ctra phai
phuong, xa, xem xét, kiém tra
thi tran tinh chinh xac day

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

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

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

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

* Tiép nhin hd so
Thu tuc hanh
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

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

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

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

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

diém t6 chuc, ca
nhan bd sung day du
hd so theo yéu cau
duoc xac dinh 1a thoi
diém ndp ho so hop
phap, hop 1€ (trir
treong hop phap luat
cé quy dinh khéc).

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

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

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

a) bang nhip HE
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Bude | Noidung | Trach e Bieu .
cong A en ‘A Thoi gian | mau/Keét Dién giai
‘n cong viec nhiém .
viéc qua

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

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

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

(Mau s6 BM02).

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

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

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

Chuyén hd
SO

Coéng chirc
Bo phan
Tiép nhan
va Tra két
qua UBND
phuong, xa,
thi trin

1/2 ngay
lam viéc

-Muc I
-BM 01

Théng bao duoc tiép
nhan va chuyén dén
bd phan van thu
UBND phuong, xa,
thi trin




12 CONG BAO/S6 269+270/Ngay 01-5-2025
Bube | \oidung | Trach o Bieu g s
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Van thu UBND
4 A Van thu phuong, x4, thi tran
Ti€p nhan . TN
1 UBND 1 ngay A . cho s0, vao so, luu
B2 vaxuly . = | 13 i Théng bao .
vin ban phu’qng? x4, | lam vige van ban va trinh
thi tran lanh dao UBND
phuong, xa, thi tran.
Théng bao dugc
Lanh dao chuyén dén bo phan
Phé duyét | . oonD | 0] nea van thu UBND
B3 an ll)lgn phu’(‘)’ng,, Xa, lam \%ié}(,: Thong bao | phuong, x4, thi tran
v thi tran ' sau khi lanh dao
UBND phuong, x4,
thi tran phé duyét.
Van thu UBND
Luu va phuong, x4, thi tran
chuyén van lvu van ban dong
bém‘ cho Van thu Thong béo thqu chuyven yaAn ba}n
phong UBND ‘ (giay hodc dién tu)
B4 chuyén | phuong, x4, 1‘2 ngay cho phong chuyén
mon theo thi tran lam viée mon theo phé duyét
doi cua Lanh dao Ban.
IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viée
STT| Maihiéu |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, hoan thién ho so.
BM 03 Mau Phiéu tir chéi tiép nhan giai quyét ho so.
Mau Théng bao danh muc hoat dong ton gido héng nam
4. BM 04 y NS
hoac danh muc hoat dong ton gido bo sung
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V. HO SO CAN LUU

STT| Mahiéu | 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. BM 03 Mau Phiéu tir chéi giai quyét tiép nhan ho so.

Mau Théng bao danh muc hoatqdéng ton giao héng nam hoéc
danh muc hoat dong tén gido bo sung

5. // Céc thanh phan ho so khac (néu c6).

4. BM 04

VI. CO SO PHAP LY

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

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

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

- Quyét dinh s6 491/QD-BNV ngay 10 thang 7 nam 2024 cua Bo trudng Bo Noi
vu vé viée cong b6 thu tuc hanh chinh trong linh vuc tin ngudng, ton gido thudc
pham vi chirc nang quan ly cia B6 Noi vu.

- Quyét dinh s6 3220/QD-UBND ngay 15 thang 8 nam 2024 cua Chu tich Uy
ban nhan dan Thanh phd vé viéc cong bd danh muc thu tuc hanh chinh linh vy tin
nguwdng, ton gido thudc pham vi chirc nang quan ly cia 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
BO PHAN TIEP NHANVATRA e
KET QUA
S6: / TNHS-TKQ ., ngay ... ... thang ... ... nam ... ..
GIAY TIEP NHAN HO SO VA HEN TRA KET QUA
M3 hd so......
B6 phan Tiép nhan va Trakétqua .............
Tiép NhAN RO SO CUAL ..o
DA Ol oo
SO dién thoai: ..o Email: ...
NOi dung yeu CAU IAL QUYEE: ... et
Thanh phan hd so ndp gom:
L
F PP
S
A
S6 luong hd so:................ (bo)
Thoi gian gidi quyét ho so theo quy dinh 1a: ............... ngay
Thoi gian nhan h so: ....gio.... phut, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét ho so... gio..., phut, ngay ... .thang....nam....
Ping ky nhan két quatai: .......................ooil
Vao $6 theo ddi ho so, Quyén SO Sothettu. ...
NGUOI NOP HO SO NGUOI TIEP NHAN HO SO

(Ky va ghi ro 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 phiic
BO PHAN TIEP NHANVATRA e
KET QUA
S6: /HDHS ,ngay .. .. thang ... ... nam ... ..

NOi dung YU CAU IAT QUYEE: ... oe ettt
DA O oo
SO AN thoai. ... Email:. .. ..o

Yé&u cau hoan thi¢n ho so gom nhiing ndi dung sau:

Ly O o

Trong qua trinh hoan thién hd so néu co6 vudng mac, Ong/Ba lién hé

VOL e, sodiénthoat ............................ de duogc 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 Poc 1ap - Tw do - Hanh phic
BOQ PHAN TIEP NHANVATRA e
KET QUA
S6: JTCTNGQHS ..., ngay ... .. thang ... ... ndm ... ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

B6 phan Tiép nhan va Trakét qua ............
Tiép nhan ho SO CUAT ... oo e

i Ch:

Qua xem xét, B6 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/Bét duoc biét va thuc hién./.

NGUOI NOP 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

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

.., ngay.....thang... ..nam... ..
THONG BAO
Danh muc hoat dong tén gido hing nim

hoic danh muc hoat ddng ton gido bd sung

U SO e

Théng bao danh muc hoat dong ....”*... véi cac ndi dung sau:

TT Tén cac hoat dong | Thoi gian to | Dia diém dién ra hoat

A ex . A A ex hi chi
ton giao chire dong ton giao Ghi chu

1

TM.TO CHU'C®
(Chir ky, ddu)

) Pia danh noi ¢6 tru sé cua t6 chic ton gido, to chic ton gido truc thude hodc to
chirc dugc cap chirng nhan ding ky hoat déng ton gido.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido & trung wong ddi véi viée thong
bao danh muc hoat dong tén gido (hodc hoat dong ton gido bd sung) cua to chirc ¢ dia ban

hoat dong ton gido ¢ nhi€u tinh; co quan chuyén mon vé tin ngudng, ton gido cap tinh doi
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v6i viée thong bao danh muc hoat dong ton gido (hodc hoat dong ton gido bd sung) cia to
chirc ¢6 dia ban hoat dong ton gido & nhiéu huyén thudc mot tinh; Uy ban nhan dan cr?ip
huyén dbi véi viéc théng bao danh muc hoat dong t6n gido (hodc hoat dong ton gido bd
sung) cua to chirc c6 dia ban hoat dong ton gido ¢ nhiéu x3 thudc mot huyén; Uy ban nhan
dan cép x4 d6i vdi viee thong bao danh muc hoat dong ton gido (hoac hoat dong ton gido bo

sung) cua td chirc c6 dia ban hoat dong ton giao & mdt xa.

3 T4 chac ton giao, to chirc ton giao truc thudc hodc to chire duoc cr?ip ching nhan

dang ky hoat dong ton gido.

@ Hoat dong ton gido hang nam hodc hoat dong ton gido bd sung.
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QUY TRINH NOI BQ
Théong bao danh muc hoat dng ton gido bd sung ddi voi to chire
c6 dia ban hoat dong ton gido & mgt xa
(Ban hanh kém theo Quyét dinh s6 1114/0D-UBND ngay 21 thdng 3 ndm 2025
cua So Noi vu Thanh phé Hé Chi Minh)

I. THANH PHAN HO SO

Sé Ghi chu

19

TT Tén ho so A £
luwgng Truec tiep Trwe tuyén

i File scan ban
01 | Van ban thong bao (theo mau) 01 Ban chinh | chinh hoac file
co chir ky s6

, File scan ban
02 | C4c tai liéu keém theo (n€u co) 01 Ban chinh | chinh hoac file
co chir ky s6

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

1. Nop ho so:

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

- Nop ho so truc tiép tai Bo phan Tiép
nhan va Tra két qua Uy ban nhan dan
phuong, x4, thi tran . 15 ngay ké tir ngay
- Nop hd so dén  Bo phan Tiép nhéan va |nhan du van ban Khoéng
Tra két qua Uy ban nhan dan phuong, x4, | dang ky hop 1¢
thi tran thong qua dich vu buu chinh cong

ich.
- Nop hd so trye tuyén trén Cong dich vu
cong cua Thanh pho:

dichvucong.hochiminhcity.gov.vn
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III. TRINH TU XU LY CONG VIEC
Buge | Ngidung | Trich o pieu, o
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Bl Nop hd so | To chie, ca | 1/2 ngay | Theo Muc I | Thanh phan ho so
nhan lam viéc theo Muc 1.
Kiém trahd | Céng chirc -BM Ol |* Tiép nhin hd so
SO Bo phan -BM02 |Thu tuc hanh
Tiép nhan _BMO03 |chinh truc tiép:
Vé‘lq Tra ket _BMO4 |- (zéng i:hl’l’Cq tai Bqé‘
qua UBND phan Mot ctra phai
phuong, xa, xem xét, kiém ftra
thi tran tinh chinh xac day

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

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

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

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

* Tiép nhin hd so
Thu tuc hanh
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

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

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

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

diém t6 chuc, ca
nhan bd sung day du
hd so theo yéu cau
duoc xac dinh 1a thoi
diém ndp ho so hop
phap, hop 1& (trur
treong hop phap luat
cé quy dinh khéc).

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

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

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

a) bang nhip HE
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

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

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

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

(Mau s6 BM02).

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

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

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

Chuyén hd
SO

Coéng chirc
Bo phan
Tiép nhan
va Tra két
qua UBND
phuong, xa,
thi trin

1/2 ngay
lam viéc

-Muc I
-BM 01

Théng bao duoc tiép
nhan va chuyén dén
bd phan van thu
UBND phuong, xa,
thi trin




CONG BAO/S6 269+270/Ngay 01-5-2025 25
Buoc | Ngidung | Trich o Bitu P
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Van thu UBND
4 A Van thu phuong, x4, thi tran
Ti€p nhan . TN
1 UBND 1 ngay A . cho s0, vao so, luu
B2 vaxuly , = | 1am via Théng bao R
vin ban phu’qng? x4, | lam vige van ban va trinh
thi tran lanh dao UBND
phuong, xa, thi tran.
Théng bao dugc
Lanh dao chuyén dén bo phan
Phé duyét | . onP | 01 nga van thu UBND
B3 an ll)lgn phuong, x&, lam \%ié}(,: Thong bado | phuong, x4, thi tran
v thi tran - sau khi 1anh dao
UBND phuong, x4,
thi tran phé duyét.
Van the UBND
Luu va phuong, x4, thi tran
chuyén van lvu van ban dong
B4 bém‘ cho Van thu Thong béo thqu chuyven yaAn ba}n
phong UBND ‘ (giay hoac dién tir)
chuyén | phuong, x4, 1‘2 ngay cho phong chuyén
mon theo thi tran lam vige moén theo phé duyét
doi cua Lanh dao Ban.
IV. BIEU MAU

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

STT| Maihiéu | 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 chéi tiép nhan giai quyét ho so.
Mau Théng bao danh muc hoat dong ton gido héng nam hoac
4. BM 04 TR TR
danh muc hoat dong tén gido b6 sung
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V.HO SO CAN LUU
STT| Maihiéu | 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 hd so.
3. BM 03 | Mau Phiéu tir chdi giai quyét tiép nhan ho so.
4 BM 04 Mﬁvu Thoéng bao danli muc hOElt d(?ng ton gido hing nam
hodc danh muc hoat dong ton giao bod sung
S. // Céc thanh phan ho so khac (néu c6).

VI. CO SO PHAP LY

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

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

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

thong trong giai quyét tha tuc hanh chinh.

- Quyét dinh s6 491/QD-BNV ngay 10 thang 7 nam 2024 cua Bo trudng Bo Noi
vu vé viée cong bd thu tuc hanh chinh trong linh vyc tin ngudng, ton gido thudc

pham vi chirc nang quan ly cia B6 Noi vu.

- Quyét dinh s6 3220/QD-UBND ngay 15 thang 8 nam 2024 cua Chu tich Uy
ban nhan dan Thanh phd vé viéc cong bd danh muc thu tuc hanh chinh linh vy tin

nguwdng, ton gido thudc pham vi chirc nang quan ly cia 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
BO PHAN TIEP NHANVATRA e
KET QUA
S6: / TNHS-TKQ ., ngay ... ... thang ... ... nam ... ..
GIAY TIEP NHAN HO SO VA HEN TRA KET QUA
Ma hd sor......
Bo phan Tiép nhan va Trakét qua .............
Tiép NhAN RO SO CUAL ..o
DA Ol oo
SO dién thoai: ..o Email: ...
NOi dung yeu CAU IAL QUYEE: ... et
Thanh phan hd so ndp gom:
e,
G
A,
S6 luong hd so:................ (bo)
Thoi gian gidi quyét ho so theo quy dinh 1a: ............... ngay
Thoi gian nhan h so: ....gio.... phut, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét ho so... gio..., phut, ngay ... .thang....nam....
Ping ky nhan két quatai: .......................ooil
Vao $6 theo ddi ho so, Quyén SO Sothettu. ...
NGUOI NOP HO SO NGUOI TIEP NHAN HO SO

(Ky va ghi ro 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 lap - Tu do - Hanh phiic
BO PHAN TIEPNHANVA
TRA KET QUA
Sé: /HDHS , ngay ... .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO

HO SO G .ottt e,
NOi dung YU CAU IAT QUYEE: ... oe ettt
DA O oo
SO AN thoai. ... Email:. .. ..o
Yéu cau hoan thién hd so gdm nhiing ndi dung sau:
L.
D
B e,
SRS UPRRRRUPPRRRUPPRIS
Ly O e
Trong qua trinh hoan thién hd so néu ¢6 vuéng mic, Ong/Ba lién hé
VO e, sO 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 Poc 1ap - Tu do - Hanh phiic
BO PHAN TIEP NHANVATRA e
KET QUA
S6: /TCTNGQHS ., ngay ... ... thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

B6 phan Tiép nhan va Trakét qua ............
Tiép nhan ho SO CUAT ... oo e

i Ch:

Qua xem xét, B6 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/Bét duoc biét va thuc hién./.

NGUOI NOP 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
CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap - Tu do - Hanh phuc
U ngay... . thang.....ndm... ...
THONG BAO
Danh muc hoat dong tén gido hing nim
hoic danh muc hoat ddng ton gido bd sung
Kinh gtri: .......... @
Tén t6 chirc (chit in hoa):......... ) e eteeeerere e sese s essesanen s ensessrnenenases
U SO e
Théng bao danh muc hoat dong ....”*... véi cac ndi dung sau:
TT Tén cac hqz.’lt dong | Thoi gian to | Dia dl’\em d:en ra hoat Ghi chi
ton giao chire dong ton giao
1
2
n
TM.TO CHU'C®

(Chir ky, ddu)
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) Pia danh noi ¢6 tru s cia to chirc ton gido, t6 chic ton gido truc thude hodc to chic

dugc cap chimg nhan ding ky hoat dong ton gido.

@ Co quan quan 1y nha nude vé tin ngudng, ton gido & trung wong ddi véi viée thong bao
danh muc hoat déng ton gido (hodc hoat dong t6n gido bo sung) cia td chic ¢ dia ban hoat
dong t6n gido ¢ nhiéu tinh; co quan chuyén mon vé tin ngudng, ton gido cap tinh ddi véi
viéc thong bao danh muc hoat dong t6n gido (hodc hoat dong t6n gido bd sung) cua to chirc
c6 dia ban hoat dong ton gido ¢ nhiéu huyén thuéc mot tinh; Uy ban nhan dan cap huyén dbi
v6i viée thong bao danh muc hoat dong ton gido (hodc hoat dong ton gido bd sung) cia to
chirc ¢6 dia ban hoat dong ton gido & nhiéu xa thudc mot huyén; Uy ban nhan dan cép xa
d6i v6i viéc thong bao danh muc hoat dong ton giao (hodc hoat dong ton gido bo sung) cua

to chirc ¢6 dia ban hoat dong ton gido & mot xa.

T4 chirc ton giao, to chirc ton giao truc thude hodc t0 chire duoc cr?ip ching nhan dang ky

hoat dong ton gido.

@ Hoat dong ton gido hang nam hodc hoat dong ton gido bd sung.
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QUY TRINH NOI BQ

Théng bao vé viée thay d6i dia diém sinh hoat ton gido tip trung
(Ban hanh kém theo Quyét dinh s6 1114/0D-UBND ngay 21 thdng 3 ndm 2025
cua So Noi vu Thanh phé Hé Chi Minh)

I. THANH PHAN HO SO

TT Tén hé so

Sé Ghi chu

lwong | Trye tiép

Truwe tuyén

Vin ban thong bao néu 1 tén to
chirc ton gido hoac to chirc duwoc
cap ching nhan dang ky hoat
dong tén gido; tén nhom; ho va
01 |tén nguoi dai dién cia nhém; thot
diém thay dbi; dia diém sinh hoat
ton gido tap trung moi; thoi diém
cham durt sinh hoat ton gido tai dia
diém cii

01 Ban chinh

File scan ban
chinh hoac file
co chir ky s6

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

Noi tiép nhén va tra két qua

Thoi gian xwr ly

Lé phi

1. Nop ho so:

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

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

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

- Nop hd so trye tuyén trén Cong dich vu
cong cua Thanh pho:
dichvucong.hochiminhcity.gov.vn

15 ngay ké tir ngay
nhan du van ban
dang ky hop 1€

Khong
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III. TRINH TU XU LY CONG VIEC
Bude | Naidung | Trach i Ditu P
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Bl Nop ho so | To chire, ca | 1/2 ngay | Theo Muc |Thanh phan hd so theo
nhan lam viéc I Muc I.
Kiém trahd | Cong chirc -BM 01 |* Tiép nhén hé so Thu
SO Bo phan -BM 02 |tuc hanh chinh truc
Tiép nhan _BMO03 [tiép:
va Tra ket - Cong chirc tai B6 phan
qua UBND Mot cira phai xem xét,
phuong, xa, kiém tra tinh chinh xac
thi tran day du cua ho so; quét

(scan) va luu trir hd so
dién tur, cap nhat vao co
s& dir liéu cua Hé théng
thong tin gidi quyét thu
tuc hanh chinh Thanh
pho;

- Néu hd so day du, hop
16, chuyén vién tiép
nhan 1ap Gidy tiép nhan
theo mau BM 01.

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

- Truong hop tir chdi
nhan hd so, chuyén vién
tiép nhan néu 8 ly do
theo mau BM 03.

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

- B6 phan Mot cura thuce
hién tiép nhan ho so thu
tuc hanh chinh do
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Bude |\ Noidung | Trach e Bieu .
cong A en ‘A Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua

doanh nghiép cung ung
dich vu buu chinh céng
ich chuyén dén theo
Quyét dinh
s6 45/2016/QD-TTg .

- Can bd, cong chire, tai
Bo phan Mot cura phai
xem xét, kiém tra tinh
chinh x4c, day du cua
hd so; quét (scan) va
lvu trit hd so dién tu,
cap nhat vao co sé dir
liéu cua Hé théng thong
tin giai quyét thi tuc
hanh chinh Thanh phé.

- Thoi diém xac dinh t6
chtrc, ca nhan da nop ho
so hop phap, hop 1€ tai
co quan ¢6 tham quyén
duoc tinh ké tir khi nhan
vién buu chinh va nguoi
tiép nhan hd so tai Bo
phan Mot cia lap va
cung ky Bién ban giao
nhan hd so theo quy
dinh. Truong hop c6 yéu
cau bo sung, hoan thién
hd so thi thoi diém to
chic, ca nhan bo sung
day di hd so theo yéu
cau duoc xac dinh la
thoi diém nop ho so hop
phap, hop 1€ (trir truong
hop phap luat cdé quy
dinh khac).

- B6 phan M6t ctra co
trach nhiém théng tin
cho t6 chirc, ca nhan vé
viéc tiép nhan hd so,
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

viéc yéu cau bo sung,
hoan thién hd so, tu
chdi giai quyét hd so
thu tuc hanh chinh.

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

Truong hop hdoso di
duge nop du cac thanh
phan va bao dam vé mat
ky thuat thi Hé théng
phan hoi tu dong xac
nhan to chic, ca nhan
di g thanh coOng.
Trong vong 04 gio lam
viéc ké tir khi Hé théng
xac nhan g thanh
cong, can bd, cong chirc
tai BO phan Mot cira
hoan thanh cac wviéc
sau:

a) Pang nhap Hé thong
va kiém tra hd so dién
ttr to chirc, c4 nhan g
dén. Noi dung kiém tra
duoc thue hién theo quy
dinh tai khoan 2 Diéu
11 Nghi dinh
50 45/2020/ND-CP .

b) Truong hop hd so
day du, chinh xac theo
quy dinh: tiép nhan hd
so va lap Giay tiép nhan
hd so va hen ngay
trakét qua BM 01,
théng bao cho to chic,
cad nhan thong qua tai
khoan cua té chuc, ca
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Bude |\ Noidung | Trach e Bieu .
cong A en ‘A Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua

nhan trén Hé thong, cac
kénh thong tin to chirc,
canhan dang ky.

¢) Truong hop hd so
chwa ddy du, chua
chinh xac theo quy
dinh: thong bao cho to
chirc, ca nhan thong qua
tai khoan cua to chuc,
ca nhan trén Hé théng,
cac kénh thong tin to
chtc, ca nhan dang ky
va huong dan to chirc,
c4 nhan bo sung mot 1an
day du, chinh xac, néu
13 ly do theo Phiéu yéu
cau bo sung, hoan thién
hd so (Mau s6 BM02).
d) Truong hop tir chdi
nhan ho so: théng bao
cho t6 chic, ca nhan
thong qua tai khoan cua
to chtc, ca4 nhan trén
Hé théng, cac kénh
théng tin t6 chirc, ca
nhan dang ky va néu 1o
1y do tr chdi ho so theo
Phiéu tir chdi giai quyét
hd so thi tuc hanh
chinh (Mau s6 BM 03).
Sau khi kiém tra, néu
bao dam céac diéu kién
dé xur ly, tiép nhan ho
so va chuyén cong chirc
thu 1y ho so.

Thot gian tiép nhan
chinh thirc hodc yéu cau
chinh stra, bo sung
khong mudn hon 04 gio
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Bude |\ Noidung | Trach e Bieu .
cq{\lg c6.n o vide nhiém Thoi gian mau/E(et Dién giai
viéc : : qua
lam viéc ké tir khi hé
théng tiép nhan, trir tha
7, chu nhat, ngay nghi
18.
Céng churc
Bo phan R . X
A A Tiép nhan \ Th? ne \ bdo C:\IIIQ’CA tle[3
Chuyén ho va Tra két 1/2ngay | -Mucl |nhin va chuyén dén bd
SO qua UBND lam viéc | -BM 01 |phan van thq.’ UBND
phurong, xa, phuong, x4, thi tran
thi trin
Van thue UBND
Tiép nhan Van thu phu’(‘)’ng, x4, thi tran cho
o UBND I ngay lam A . | s6, vao sb, Iuu van ban
B2 |vaxulyvan , N i Thong bao o1
ban phu’q’ng,, X4, viéce va trinh 1anh dao ‘
thi tran UBND phuong, x4, thi
tran.
Lanh dao Théng bao dwoc chuyén
UBND dén bo phan van thu
g3 | Pheduyet | o iomg, xa, | 0108 | ppsno pao | UBND phuong, xa, thi
van ban thi trdn lam viéc tran sau khi 1anh dao
' UBND phuong, x4, thi
tran phé duyét.
Van thu UBND
. phuong, x4, thi tran luu
Lu’g Vav van ban déng thot
B4 Chl;l yen van Vin thu A . _|chuyén vian ban (giay
an cho Thong bao |, 7 ... . 4
hong UBND 19 ot hodc Ac'hen tlr) cho phong
chlfyén mon | Phuong, xa, lamn\%{aé}c]: chuzlen mon t~heo phé
- thi tran - duyét cua Lanh dao
theo doi ; Ban.
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IV. BIEU MAU

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

STT| Maihiéu | Tén biéu miu

1. BM 01 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 chéi tiép nhan giai quyét ho so.

V. HO SO CAN LUU

STT| Mahiéu | 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. BM 03 Mau Phiéu tir chéi giai quyét tiép nhan ho so.

VI. CO SO PHAP LY

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

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

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

- Quyét dinh s6 491/QD-BNV ngay 10 thang 7 nam 2024 cua Bo trudng Bo Noi
vu vé viée cong b6 thu tuc hanh chinh trong linh vuc tin ngudng, ton gido thudc
pham vi chirc nang quan ly cia B6 Noi vu.

- Quyét dinh s6 3220/QD-UBND ngay 15 thang 8 nam 2024 cua Chu tich Uy
ban nhan dan Thanh phé vé viée cong bb danh muc thu tuc hanh chinh linh vuc tin
nguwdng, ton gido thudc pham vi chirc nang quan ly cia 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
BO PHAN TIEP NHANVATRA e
KET QUA
S6: / TNHS-TKQ ... ngay ... ... thang ... ... nam ... ..
GIAY TIEP NHAN HO SO VA HEN TRA KET QUA
M3 hd so......
Bo phan Tiép nhan va Trakét qua .............
Tiép NhAN RO SO CUAL ..o
DA Ol oo
SO dién thoai: ... Email: ...
NOi dung yeu CAU IAL QUYEE: ... et
Thanh phan hd so ndp gom:
L
F PP
S
A
S6 luong hd so:................ (bo)
Thoi gian gidi quyét ho so theo quy dinh 1a: ............... ngay
Thoi gian nhan h so: ....gio.... phut, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét ho so... gio..., phut, ngay ... .thang....nam....
Ping ky nhan két quatai: .......................ooil
Vao $6 theo ddi ho so, Quyén SO Sothettu. ...
NGUOI NOP HO SO NGUOI TIEP NHAN HO SO

(Ky va ghi ro 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 - Tw do - Hanh phic
BO PHAN TIEP NHANVATRA e
KET QUA
S6: /HDHS ,ngay .. .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO

HO SO G .ottt e,
NOi dung YU CAU IAT QUYEE: ... oe ettt
DA O oo
SO AN thoai. ... Email:. .. ..o
Yéu cau hoan thién hd so gdm nhiing ndi dung sau:
L
e
B
A
Ly O e
Trong qua trinh hoan thién hd so néu ¢6 vuéng mic, Ong/Ba lién hé
VO e, sO 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 Poc 1ap - Tu do - Hanh phiic
BO PHAN TIEPNHANVATRA e
KET QUA
S6: /TCTNGQHS .. ngay ... ... thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

B6 phan Tiép nhan va Trakét qua ............
Tiép nhan ho SO CUAT ... oo e

i Ch:

Qua xem xét, B6 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/Bét duoc biét va thuc hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)
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QUY TRINH NOI BQ
Théng bao t6 chirc quyén gép trong dia ban mdt xa ciia co sé tin ngudng,

t6 chirc ton gido, to chirc ton gido trwc thudce
(Ban hanh kém theo Quyét dinh s6 1114/0D-UBND ngay 21 thdng 3 ndm 2025
cua So Noi vu Thanh phé Hé Chi Minh)

I. THANH PHAN HO SO

TT Tén hé so

S6 Ghi chd

luong | Trye tiép

Truwe tuyén

01 | Van ban thong bao (theo mau)

01 Ban chinh

File scan ban
chinh hoac file
co chir ky s6

02 | Céc tai liéu kém theo (néu co)

01 Ban chinh

File scan ban
chinh hoac file
co chir ky s6

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

Noi tiép nhén va tra két qua

Thoi gian xwr ly

Lé phi

1. Nop ho so:

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

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

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

- Nop hd so trye tuyén trén Cong dich vu
cong cua Thanh pho:
dichvucong.hochiminhcity.gov.vn

15 ngay ké tir ngay
nhan du van ban
dang ky hop 1€

Khong




CONG BAO/S6 269+270/Ngay 01-5-2025

43

III. TRINH TU XU LY CONG VIEC

Buéc | .. . Biéu
A NoOi dung Trach e x £ K s
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Bl Nop hd so | To chie, ca | 1/2 ngay | Theo Muc I | Thanh phan ho so
nhan lam viéc theo Muc 1.
Kiém trahd | Cong chirc -BM Ol |* Tiép nhin hd so
SO Bo phan -BM02 |Thu tuc hanh
Tiép nhan _BMO03 |chinh truc tiép:
va Tra ket - Cong churc tai Bo
qua UBND phan Mot cta phai
phuong, xa, xem xét, kiém tra
thi tran tinh chinh xac day

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

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

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

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

* Tiép nhin hd so
Thu tuc hanh
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Buge | Ngidung | Trich o Ditu o
cong A en ‘A Thoi gian | mau/Keét Dién giai
o n cong viec nhi¢m N
viéc qua

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

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

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

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

diém t6 chuc, ca
nhan bd sung day du
hd so theo yéu cau
duoc xac dinh 1a thoi
diém ndp ho so hop
phap, hop 1€ (trir
treong hop phap luat
cé quy dinh khéc).

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

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

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

a) bang nhip HE
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Bude | Noidung | Trach e Bieu .
cong A en ‘A Thoi gian | mau/Keét Dién giai
‘n cong viec nhiém .
viéc qua

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

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

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Biéu
mau/Ket
qua

Dién giai

(Mau s6 BM02).

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

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

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

Chuyén hd
SO

Coéng chirc
Bo phan
Tiép nhan
va Tra két
qua UBND
phuong, xa,
thi trin

1/2 ngay
lam viéc

-Muc I
-BM 01

Théng bao duoc tiép
nhan va chuyén dén
bd phan van thu
UBND phuong, xa,
thi trin
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Buoe | o dung | Tréch o Bieu P
cong A A oA Thoi gian | mau/Keét Dién giai
. n cong viec nhiém .
viéc qua
Van thu UBND
4 A Van thu phuong, x4, thi tran
Ti€p nhan . TN
1 UBND 1 ngay A . cho s0, vao so, luu
B2 vaxuly . = | 13 i Théng bao N
vin ban phu’qng? x4, | lam vige van ban va trinh
thi tran lanh dao UBND
phuong, xa, thi tran.
Théng bao dugc
Lanh dao chuyén dén bo phan
Phé duyét | P | 01nga van the UBND
B3 van béyﬂ phu’(‘)’ng,, Xa, lam \%ié}(,: Thong bao | phuong, x4, thi tran
thi tran ' sau khi lanh dao
UBND phuong, x4,
thi tran phé duyét.
Van the UBND
Luu va phuong, x4, thi tran
chuyén van lvu van ban dong
B4 bém‘ cho Van thu Thong béo thqu chuyven yaAn ba}n
phong UBND ‘ (giay hodc dién tu)
chuyén | phuong, x4, 1‘2 ngay cho phong chuyén
mon theo thi tran lam viée mon theo phé duyét
doi cua Lanh dao Ban.
IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viée
STT| Maihiéu |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, hoan thién ho so.
BM 03 Mau Phiéu tir chéi tiép nhan giai quyét ho so.
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V. HO SO CAN LUU

STT| Mahiéu | 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. BM 03 Mau Phiéu tir chéi giai quyét tiép nhan ho so.

VI. CO SO PHAP LY

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

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

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

thong trong giai quyét tha tuc hanh chinh.

- Quyét dinh s6 491/QD-BNV ngay 10 thang 7 nam 2024 cua Bo trudng Bo Noi
vu vé viée cong bd thu tuc hanh chinh trong linh vyc tin ngudng, ton gido thudc

pham vi chirc nang quan ly cia B6 Noi vu.

- Quyét dinh s6 3220/QD-UBND ngay 15 thang 8 nam 2024 cua Chu tich Uy
ban nhan dan Thanh phé vé viée cong bb danh muc thu tuc hanh chinh linh vuc tin

nguwdng, ton gido thudc pham vi chirc nang quan ly cia 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
BO PHAN TIEP NHANVATRA e
KET QUA
S6: / TNHS-TKQ . ,ngay ... .. thang ... ... nam ... ..

B6 phan Tiép nhan va Trakét qua .............

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 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 Péc lap - Ty do - Hanh phic
BO PHAN TIEPNHANVATRA e
KET QUA
S6: /HDHS ,ngay ... .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUA ..o,
NOi dung y&Uu CAU IAT QUYL ... .ooee e
Pia chi:
Sddiénthoai. ... Email:... ...
Yéu cau hoan thién hd so gdm nhitng ndi dung sau:
Lo el
e
B el
B
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 HOQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Péc 1ap - Tw do - Hanh phiic
BO PHAN TIEP NHANVATRA e
KET QUA
S6: /TCTNGQHS . ,ngay ... .. thang ... ... nam ... ..

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

B phan Tiép nhanva Trakétqua ............
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 vo ho tén)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

THONG BAO

Ve viéc to chirc quyén gop

Théng bao vé viéc té chirc quyén gép véi cac ndi dung sau:
Muc dich qUYEn gOp: ...

Dia ban td ChlTc QUYEN ZOP: ... vt

NGUOI PAI DIEN®
(Chir ky, ddu)
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) Bia danh noi c6 co so tin ngudng, to chirc tén gido hodc t6 chirc ton gido truc thude.

@ Uy ban nhan dan cap tinh d6i véi truong hop t6 chirc quyén gop vuot ra ngoai dia
ban mét huyén; Uy ban nhan dan cip huyén ddi véi truomg hop t6 chirc quyén gop ngoai dia
ban mot xa nhung trong dia ban mot huyén, quan, thi xa, thanh phé thudc tinh, thanh phé
thudc thanh phd truc thudce trung wong; Uy ban nhan dan cap xd d6i vdi truong hop to chirc
quyén gdp trong dia ban mat xa.

) Co s tin ngudng, to chirc ton giao hodc t6 chirc ton gido truc thude. Di véi to chire
ton gido, t6 chirc ton giao truc thude, ngudi dai dién phai ky tén va dong dau.

@ Truc tiép hodc truc tuyén; két hop ca truc tiép va truc tuyén.



