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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: 6174/QD-UBND Thanh phé Ho Chi Minh, ngéy 31 thang 12 ndam 2024
QUYET PINH

Vé viéc phé duyét quy trinh ndi bd giai quyét thi tuc hanh chinh
cac linh vue thi dua - khen thwéng va tin ngudng, ton gido thudc thim quyén

tiép nhan cia Uy ban nhin din phwong, x4, thi trin

CHU TICH UY BAN NHAN DAN THANH PHO HO CHI MINH

Can cie Ludt T6 chitc chinh quyén dia phwong ngay 19 thang 6 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 thii tuc hanh chinh; Nghi dinh s6 92/2017/NP-CP ngay 07 thdng 8 ndm
2017 ciia Chinh phii sita d@6i, b6 sung mét sé diéu ciia cdc nghi dinh lién quan dén kiém
sodt thi tuc hanh chinh; Nghi dinh sé 61/2018/ND-CP ngay 23 thdng 4 ndm 2018
ctia Chinh phii vé thuec hién co ché mot cica, mét ciea lién théng trong gidi quyét thi
tuc hanh chinh; Nghi dinh s6 107/ND-CP ngay 06 thdng 12 ndm 2021 ciia Chinh phil
vé sita 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
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ctra, mot ciea lién thong trong gidi quyét thi tuc hanh chinh;

Cdn cir Quyét dinh s6 1802/0P-UBND ngay 27 thang 5 nam 2022 cia Chii tich Uy
ban nhdn ddn Thanh phé vé phé duyét phwong dn tdi cdu tric, don gian héa thii tuc
hanh chinh;

Theo dé nghi cua Gidm doc S¢ Noi vu tai To trinh s6 9863/TTr-SNV ngay 04
thdang 12 nam 2024,

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay 13 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
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day trai voi Quyét dinh nay.

Piéu 4. Trach nhiém thi hanh

Chanh Vin phong Uy ban nhan dan Thanh phd, Giam doc So Thong tin va
Truyén thong, Giam doc So Noi vu, Giam doc Trung tdm Chuyén doi sé6 Thanh pho,
Chu tich Uy ban nhan dan quan, huyén, thanh phé Thu Dirc, Chu 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./.

CHU TICH

Phan Van Mai
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHi MINH Pic lap - 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 6174/0D-UBND ngay 31 thdng 12 ndm 2024

ctia Chui tich Uy ban nhdn ddn thanh phd)

DANH MUC QUY TRINH NOI BO

STT TEN QUY TRINH NOI BO
1. | Tang Gidy khen ciia Chu tich Uy ban nhan dan phuong, x4, thi tran theo
cong trang.
2. | Tang danh hiéu T4p thé lao dong tién tién.
3. | Tang danh hiéu Chién si thi dua co sé.
4. Tang danh hiéu “Lao dong tién tién”.
5. | Tang Gidy khen ciia Chu tich Uy ban nhan dan phuong, x4, thi tran vé thanh

tich thi dua theo chuyén dé.

6. | Tang Giay khen cua Chu tich Uy ban nhan dan phuong, x4, thi tran vé thanh
tich dot xuat.

7. | Tang Giay khen cua Chii tich Uy ban nhan dan phuong, x4, thi tran vé khen
thudng cho ho gia dinh.

8. | Pang ky hoat dong tin ngudng.

9. | Pang ky bd sung hoat dong tin ngudng.

10. | Pang ky sinh hoat ton gido tap trung.

11. | Pang ky thay d6i ngudi dai dién cia nhém sinh hoat ton gido tap trung.

12. | Pé nghi thay ddi dia diém sinh hoat ton gido tap trung dén dia ban xa khac.

13. | Dé nghi thay d6i dia diém sinh hoat ton gido tap trung trong dia ban mot xA.
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QUY TRINH 01
Tiing Gidy khen ciia Chi tich Uy ban nhin din phwong, xi, thi trin
theo cong trang
(Ban hanh kém theo Quyét dinh s6 6174/0P-UBND ngay 31 thdng 12 ndm 2024
ctia Chui tich Uy ban nhdn ddn thanh pho)
I. THANH PHAN HO SO
STT Tén ho so S6 lwong | Ghi chu
1. | To trinh dé nghi khen thuong 01 Ban chinh
Bao cdo thanh tich cua cac truong hop dé nghi
2. | khen thudong cd xac nhan cua cap trinh khen 01 Ban chinh
thudng
Bién ban xét khen thuong cua Hoi dong Thi dua - , ,
3. Khen thuong cap trinh khen thudng 01 Ban chinh

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

Noi tiép nhén va tra két qua

Thoi gian xir ly

Lé phi

B phan Mot cira - UBND cép
huyén, cap xa

20 ngay lam viée ké tir ngay nhan
duoc hd so day da va hop 1€

Khong

III. TRINH TU XU LY CONG VIEC

Bube | Ngidung | Trach | Thei 5 s
cong A A ‘n . Ho so Dién giai
o n cong viec nhiém gian
viéc
a1 A Tb chur, Theo muc | Thanh phan ho so theo
Nop ho so 1A
: ca nhan I muc |
- Truong hop ho so day
Gio du va hop 1¢: Lap Gidy
Bl hanh | BMOTL 144, nhan hd so va hen
Kiém tra ho | Bo phan chinh BM 02 tra két qué;‘ trao cho
SO’ M6t ctra BM 03 |nguot nop hé so, thuc
hién tiép budc B2.
- Truong hop ho so chwa
day da hoac chua hop




CONG BAO/Sb 105+106/Ngay 15-02-2025 7
Buéc e . L.
A NoOi dung Trach Thoi A Y
cong N on " . Ho so Dién giai
o n cong viec nhiém gian
viéc
I¢: Huong dan nguoi
nop hd so bd sung, hoan
thién ho so va ghi 1o ly
do theo.
- Trwong hop tir choi
tiépr nhan hﬁ S0 Lap
Phicu tu ch@i ti€p nhan
giadi quyet ho so.
. K A A A \ Theo A1 A A
gy | Tiépnhin Bophan | 01ngay | 7 |Chuyén hd so cho cong
ho so Mot ctra | lam viéc BM 01 chirc thu ly ho so
- Cong chure thu 1y hd Ry
tién hanh xem xét, kiém
tra, tham dinh ho so.
+ Doi voi ‘h6 so tham
Theomuc | ginh da didu kién giai
Tham dinh ! quyet: tién hanh hoan
ho so, dé . 15 s BM Ol |thién hd so, du thao
, y a ; . s
xuat ket Cpng o neay Du thao | Quyét dinh va Gidy khen,
B3 o e chirc thu |lam viéc i 2 N
qua giai 19 hod Quyet trinh 1anh dao UBND
X Yy no SO . - .

quyet dinh/van | xem xét.

TTHC ban tra 101 | + Dbi véi ho so chua du
dieu kién giai quyét:
tham muu van ban tra
161 néu 1o ly do, trinh
lanh dao UBND xem
x¢€t.

Theo muc

I
BM 01 Lanh dao UBND xem
B4 Xem xét, ky | Lanh dao | 03 ngay 7 xet, ky duy€t Quyét dinh
duyét UBND | lam viéc | “P¥ tliao khen thuéng, Giay khen
Quyet hodc vin ban tra 1oi

dinh/van

ban tra 101
BS Ban hanh Van the | 01 ngay derto(iuahdéa me thu’ ghAu’c }‘Heln CE?
vinbian | UBND |lamvigc| “UocP1€ |50, dong dau va luu ho
duyét so theo quy dinh;
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Bude | \sidung | Trich | Thoi X P
cong N on " . Ho so Dién giai
o n cong viec nhiém gian
viéc
chuyén két qua duoc
duyét dén B phan mdt
cua.
]:r{‘ ket 3 | Bs oha h - Tra két qua cho T6
B7 | 94& l’(u’u hOA O phan |~ heo Két qua | chtrc/ca nhan.
so, thong ké | Mot ctra | gidy hen Théne ké. theo di
va theo doi - Lhong ke, theo dot.
IV. BIEU MAU
Cic Biéu miu sir dung tai cac budc cong viée:
Stt | Ma hiéu Tén biéu miu
1 BM 01 | Gidy tiép nhan ho so va hen tra két qua
2 BM 02 | Phiéu yéu cau bo sung, hoan thién hd so
3 BM 03 | Phiéu tir chdi tiép nhan giai quyét hod so
V.HO SO CAN LUU
STT | M hiéu Tén biéu miu
1. BM 01 | Gidy tiép nhn ho so va hen tra két qua
2. BM 02 | Phiéu yéu cau bo sung, hoan thién ho so (néu c6)
3. BMO3 | Phiéu tir chdi tiép nhén giai quyét ho so (néu cd)
4 // T& trinh dé nghi khen thudng
Bao cao thanh tich cua cac trudong hop dé nghi khen thudng cé
5. // . A A )
xac nhan cua cap trinh khen thudng
6 /) Bién ban xét khen thuong cia Hji dong Thi dua - Khen
' thwong cap trinh khen thwéng
Van ban xac nhan da hoan thanh nghia vu njp thué cia
7. // don vi thué c6 thim quyén (doi véi doanh nghiép va ngudi
ding dau doanh nghiép)
8. // Quyét dinh khen thuong
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9. // Thanh phﬁn ho so theo phu luc I

VL. CO SO PHAP LY
- Luat Thi dua, khen thuéng ngay 15 thang 6 nam 2022,

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

- Quyét dinh s6 1099/QD-BNV ngay 31 thang 12 nam 2023 cua Bo truong Bo
No6i vu vé viéc cong bd thi tuc hanh chinh quy dinh tai Nghi dinh s6 98/2023/ND-CP
ngay 31/12/2023 cta Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat Thi
dua, khen thudng.

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

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

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

- Mau Béo céao thanh tich theo Nghi dinh s6 98/2023/ND-CP ngay ngay 31
thang 12 nam 2023 ciia Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luét Thi
dua, khen thudng nhu sau:
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M3u s6 02
PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phuc

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

BAO CAO THANH TICH
PE NGHI KHEN.........2

(MAau bao co nay ap dung dbi vdi tap thé)

Tén tip thé dé nghi
(Ghi day di bang chit in thuong, khong viét tit)

I. SO LUQC PAC PIEM, TINH HINH

1. Bac diém, tinh hinh:

- Pia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tir;

- Qua trinh thanh 1ap va phat trién;

- Nhitng dic diém chinh cta don vi, dia phuong (vé diéu kién tu nhién, xa hoi, co ciu
t0 chirc, co s& vat chét), cac to chirc dang, doan thé’.

2. Chtre nang, nhi€ém vu: Chirc nang, nhiém vu duogc giao.

II. THANH TiCH PAT PUQC"*

1. Bao cao thanh tich can ct vao chitc nang, nhiém vu duoc giao cua co quan (don vi)
va db6i tuong, tiéu chuan khen thudng quy dinh tai Luat Thi dua, khen thuéng, Nghi dinh s6
98/2023/ND-ND ngay 31 thang 12 nam 2023 ciia Chinh pha. Doi véi tap thé nhé khong
thudc dbi twong ting Co thi dua ciia bd, ban, nganh, tinh thi ghi r6 ndi dung nay trong bao
cao thanh tich.

N1 dung bao céo néu rd nhiing thanh tich Xut sic trong vi¢c thuc hién céc chi ti€u
(nhiém vu) cu thé vé hiéu qud, nang suét, chat luong, Kkét qua cong tac so vdi cac nadm trude
(hodc so véi lan khen thudng trude day); viée doi méi cong tac quan 1y, cai cach hanh
chinh; sang kién, dé tai nghién ctru khoa hoc, cong nghé va viéc img dung vao thuc tién dem

. [N 5 A . A ~ A A 7 A \ . \ o 5
lai hi€u qua cao vé kinh t€, x4 hoi doi vdi bd, ban, nganh, dia phuong va ca nudc’.
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2. Nhiing bién phép hodc nguyén nhan dat dugc thanh tich; cac phong trao thi dua da
duoc thuc hién c6 hiéu qua trong thuc tién hoat dong, san Xuat, cong tac cua co quan, don
V1.

3. Viéc thuc hién chu truong, chinh sach cua Pang, phap luét ciia Nha nudc’.

4. Hoat dong cua t0 chirc dang, doan thé’.

I1I. DANH HIEU THI PUA, HINH THUC KHEN THUONG PA PUQC NHAN
%1. Danh hiéu thi dua:

S6, ngay, thang, nim caa quyét dinh céng nhin danh hiéu

Nam Danh hi¢u thi dua thi dua; co’ quan ban hanh quyét dinh

2. Quyét dinh cong nhén hodc van ban xac nhan hoan thanh xuat sac nhiém vu (doi véi

truong hop dé nghi khen thudng theo tiéu chuan hoan thanh xuit sic nhiém vu)

3. Hinh thtrc khen thudéng:

Nim | Hinh thic khen |S8, ngdy, thing, nim cia quyét dinh khen thudng; co’ quan
thudng ban hanh quyét dinh
XAC NHAN CUA CAP TRINH THU TRUONG DON VI
KHEN THUONG (Ky, dong dau)

(Ky, dong dau)



12 CONG BAO/S6 105+106/Ngay 15-02-2025

M3u s6 03
PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phuc

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

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 dii bang chit in thuong, khong viét tat): ........................

Pbi vai trudong hop dé nghi khen thuéng theo tidu chuan hoan thanh xuét sic nhiém
vy, hoan thanh tot nhiém vy thi ghi 10 $6 quyét dinh hodc s6 van ban xac nhan; ngay, thang,

nam cua quyét dinh hoac cia van ban xac nhéan; co quan ban hanh.
I1I. DANH HIEU THI PUA, HINH THUC KHEN THUONG PA PUQC NHAN®
1. Danh hiéu thi dua:

S6, ngay, thiang, nim caa quyét dinh cong nhin danh hiéu

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

. Hinh thirc khen |S4, ngdy, thing, nim cia quyét dinh khen thuwéng; co’ quan
Nam . X X, 1
thuong ban hanh quyét dinh
XAC NHAN CUA CAP TRINH THU TRUONG DPON VI
KHEN THUONG (Ky, dong dau)

(Ky, dong dau)

XAC NHAN CUA CAP TRINH KHEN THUONG

(Ky, dong dau)
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QUY TRINH 02
Tiing danh hiéu Tap thé lao dong tién tién
(Ban hanh kém theo Quyét dinh s6 6174/0P-UBND ngay 31 thdng 12 ndm 2024
ctia Chui tich Uy ban nhdn ddn thanh pho)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua
1. | To trinh dé nghi xét tang danh hiéu thi dua 01 Ban chinh
2. | Béo cao thanh tich cua tap thé 01 Ban chinh

Bién ban binh xét th1 dua cua Ho1 déng Thi . ,
3. dua - Khen thuong cap trinh khen thuong 01 Ban chinh

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

Noi tiép nhin va tra két qua Thoi gian xir ly Lé phi
A AL N AL X .| 20 ngay lam viéc ké tir ngay nhén n
B6 phan Mot cira UBND cap huyén duoc ho so dy di va hop 16 Khéng

III. TRINH TU XU LY CONG VIEC

Bwoc

A Noi dung Trach Thoi A K o
cong N on " . HO so Dién giai
o n cong viec nhiém gian
viéc
Nop hd so C;O quan, Theo Thanh phan hé so theo
to chuc muc | muc |
- Truong hop ho so day
du va hop 1€: Lap Giay
tiép nhém ho so va hen
Gio tra két qua; trao cho
BI hanh | BMO1 |Ngudl nop ho so, thuc
: BMo3 | Truomg hop ho so

chua dﬁy du hoac chua
hop 16: Hudéng dan
nguoi nop hd so bo
sung, hoan thién ho so
va ghi rd 1y do.
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Bude | Noidung | Trich | Thoi X s
cong A A ‘n . HO so Dién giai
o n cong viec nhiém gian
viéc
- Truong hop tir chdi
tiép nhan hd so: Lap
Phiéu tir chdi tiép nhan
giai quyét hd so theo.
Tiép nhdn | Bo phan 01 neay Theo Chuyén hd so cho cong
B2 hd so mot ctra la.uAn muc | chtrc thu 1y hd so
' VIEC BM 01 '
- Coéng chirc thu 1y ho
so tién hanh xem xét,
kiém tra, tham dinh hd
SO.
. Theo + Poi véi ‘h6 so tham
Th‘ﬁm dil}h muc I dinh du g’ﬁéu kién giai
ho 0 (}é Coéng chtrc | 15ngay | BM 01 qu;:ét: Aﬁén Iianh hoa:m
B3 xuat lfef thu Iy h 3 lam Dy thio thlenA ho S0, lap du thao
qua giai e viee i Quyét dinh, trinh 1anh
quyét ' Quyef dao UBND xem xét.
TTHC dinb/van | 560 v6i hd so chua
ban traloi | .. o a 1.a. :a 2.
du diéu kién giai quyét:
tham muu van ban tra
101 néu 16 ly do, trinh
lanh dao UBND xem
Xe€t.
Theo
muel | i dao UBND
. anh dao xem
B4 Xem xét, ky | Lanh dao 031;%121}, [])BM}?I xét }16 so, ky duyét
duyét UBND I wt a0 | Quyéet dinh hodc van
viee Quyet | ban tra 1oi
dinh/van
ban tra 101
Vg“m thu thuc hién chg
. 4 . 1~ | SO, dong dau va luu ho
BS Ban hanh | Van thu Ollgriay Iéitg(iushdéa so theo quy dinh;
van ban UBND viee dﬁyé ¢ chuyén két qua duoc
' ' duyét dén BO phan mot
cua.
B6 Trakét | Bophan | Theo | Kétqua |- Tra két qua cho Té
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Bude | Noidung | Trich | Thoi X s
cong N on " . Ho so Dién giai
o n cong viec nhiém gian
viéc
qua, luu hé | mot cua giay chirc/ca nhan.
s0, thong hen - Théng ké, theo di.
ké va theo
doi
IV. BIEU MAU

Cac Biéu mau sw dung tai cac bwéc cong viéc:

STT | M4 hiéu Tén biéu miu

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

2 BM 02 | Phiéu yéu cau bd sung, hoan thién ho so

3 BM 03 | Phiéu tir chdi tiép nhan giai quyét hod so

V. HO SO CAN LUU

Ma

STT hiéu

Tén biéu mau

1. | BMO01 |Giay tiép nhan ho so va hen tra két qua

2. BM 02 |Phiéu yéu cau bo sung, hoan thién hd so (néu co)

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

4 /] To trinh dé nghi xét ting danh hiéu thi dua

5. /] Bao c4o thanh tich cua tap thé

6 /) Bién ban binh xét thi dua caa Hji dong Thi dua - Khen
' thwong cap trinh khen thwéng

7. // Quyét dinh khen thudng

8. // Thanh phﬁn ho so theo phu luc I

VI. CO SO PHAP LY
- Luat Thi dua, khen thuéng ngay 15 thang 6 nam 2022,
- Nghi dinh s6 98/2023/ND-CP ngay 31 thang 12 nam 2023 ciia Chinh phu quy
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dinh chi tiét thi hanh mot s diéu ctia Luat Thi dua, khen thudng.

- Quyét dinh s6 1099/QD-BNV ngay 31 thang 12 nim 2023 ciia Bo trudng Bo
No6i vu vé viéc cong bd thi tuc hanh chinh quy dinh tai Nghi dinh s6 98/2023/ND-CP
ngay 31/12/2023 cta Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat Thi
dua, khen thudng.

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

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

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

- Mau Béo céao thanh tich theo Nghi dinh s6 98/2023/ND-CP ngay ngay 31
thang 12 nam 2023 ciia Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luét Thi
dua, khen thudng nhu sau:
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M3u s6 02
PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phuc

"Tinh (thanh phd), ngay... thdng... ndm...

BAO CAO THANH TiCH
PE NGHI KHEN.........2
(MAau bao co nay ap dung dbi vdi tap thé)

Tén tap thé dé nghi
(Ghi day du bang chir in thuong, khong viét tit)

I. SO LUQC PAC PIEM, TINH HINH

1. Pac diém, tinh hinh:

- Pia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tir;

- Qua trinh thanh 1ap va phat trién;

- Nhiing dic diém chinh cta don vi, dia phuong (vé diéu kién tu nhién, xa hoi, co ciu
to chtc, co s vat chét), cac to chirc dang, doan thé’.

2. Chure nang, nhiém vu: Chirc nang, nhiém vu duogc giao.

II. THANH TiCH PAT PUQC"*

1. Bao céo thanh tich can ctr vao chirc ning, nhiém vu dugc giao ciia co quan (don vi)
va d6i tuong, tiéu chuan khen thudng quy dinh tai Luat Thi dua, khen thuéng, Nghi dinh s6
98/2023/ND-ND ngay 31 thang 12 nam 2023 ciia Chinh pha. Doi véi tap thé nhé khong

thude doi teong ting Co thi dua cua bo, ban, nganh, tinh thi ghi r6 nd1 dung nay trong bao
cao thanh tich.

No1 dung bao cdo néu rd nhiing thanh tich Xut sic trong vi¢c thuc hién céc chi ti€u
(nhiém vu) cu thé vé hiéu qud, nang suét, chat luong, Kkét qua cong tac so vdi cac nadm trude
(hodc so véi lan khen thudng trude day); viée doi méi cong tac quan 1y, cai cach hanh
chinh; sang kién, dé tai nghién ctru khoa hoc, cong nghé va viéc img dung vao thuc tién dem

. [N 5 A . A ~ A A 7 A \ . \ o 5
lai hi€u qua cao vé kinh t€, x4 hoi doi vdi bd, ban, nganh, dia phuong va ca nudc’.

2. Nhitng bién phap hodc nguyén nhan dat dugc thanh tich; cac phong trao thi dua da
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duoc thuc hién c6 hi€u qua trong thuc tién hoat dong, san Xuat, cong tac cua co quan, don
V1.

3. Viéc thuc hién chu truong, chinh sach ciia Bang, phap ludt cua Nha nude’

4. Hoat dong cua t0 chirc dang, doan thé’.

I1I. DANH HIEU THI PUA, HINH THUC KHEN THUONG DA PUQC NHAN *

1. Danh hi¢u thi dua:

S6, ngay, thang, nim caa quyét dinh céng nhin danh hiéu

Nam |Danh hi¢u thi dua thi dua; co’ quan ban hanh quyét dinh

2. Quyét dinh céng nhin hoic vin ban xic nhin hoan thanh xuit sic nhiém vu
(d6i véi truomg hop dé nghi khen thudng theo tiéu chuin hoan thanh xuit sic nhiém

vu)

3. Hinh thirc khen thwong:

Nim | Hinh thic khen |S8, ngdy, thing, nim cia quyét dinh khen thudng; co’ quan
thudng ban hanh quyét dinh
XAC NHAN CUA CAP TRINH THU TRUONG DON VI
KHEN THUONG (Ky, dong diu)

(Ky, dong diu)
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QUY TRINH 03

Tiing danh hiéu Chién si thi dua co sé

(Ban hanh kém theo Quyét dinh s6 6174/0P-UBND ngay 31 thdng 12 ndm 2024
ctia Chui tich Uy ban nhdn ddn thanh pho)

I. THANH PHAN HO SO

“Chién si thi dua co s¢™

thanh xuit sic nhiém vu hodc muu tri,
sang tao trong chién dau, phuc vu chién
dau trong treong hop dé€ nghi danh hiéu

STT Tén ho so S6 lwong Ghi chua
1. | To trinh dé nghi xét tang danh hiéu thi dua 01 Ban chinh
2. | Bao cao thanh tich cia ca nhan 01 Ban chinh

Bién ban binh x¢ét thi dua va két qua bo
3. |phiéu cua HOi dong Thi dua - Khen 01 Ban chinh
thudng cap trinh khen thudng
Chirng nhénqhoac Xé‘C nhé}n cua co quan, Fé
churc cd tham quyén ‘déi vo1 sang kién
hodc dé tai khoa hoc, dé an khoa hoc, cong
4 trinh khoa hoc va cong nghé hodc hoan 01 Ban chinh

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

Noi tiép nhén va tra két qua Thoi gian xir 1y Lé phi
o A A + |20 ngay lam viéc ké tir ngay
Bo phan Mot cra UBND cdp | o300 hd so diy dit va hop | Khong
huyén, cap xa 18

III. TRINH TU XU LY CONG VIEC

Bube | \oidung | Trach | Thoi 5 S
cong n o n ‘n . HO so Dién giai
o n cong viec nhiém gian
viéc
Nop hé so %chléin, Gid IEIEOI g:in? phan ho so theo
Bl hanh i i
Kiém tra | Bophan | chinh BMO1 |- Truong hop ho so day
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Bude | Noidung | Trach | Thoi X P
cong N on " . Ho so Dién giai
o n cong viec nhiém gian
viéc
ho so mot cira BM 02 |[du va hop 1é: Lap Gidy
BM O3 |tiép nhan hd so va hen
tra két qua; trao cho
nguodi nop hd so, thyc
hién tiép budc B2.
- Truong hop hd so
chua dﬁy du hoac chua
hop 16 Hudng dan
nguoi ndp hod so bod
sung, hoan thién ho so
va ghi rd 1y do.
- Truong hop tir chdi
tiép nhan hd so: Lap
Phiéu tir chdi tiép nhan
giai quyét hd so theo.
Tiép nhan | B0 phan 01 neay Theo Chuyén ho so cho cong
B2 hd so mot ctra la.uAn muc | chtrc thu 1y hd so
' VIEC BM 01 ’
- Cong chire thyu ly ho
so tién hanh xem xét,
kiém tra, tham dinh ho
SO.
. Theo + D6i voi ‘h6 so tham
Th‘iim dil}h muc I dinh du diéu kién giai
ho 2 (}é Coéng chure | 15 ngay BM 01 q“Xét‘ Aﬁén }iémh hoa:m
B3 xuat lfef thu Iy h 3 lam Du thi thlenA ho 50, lap‘ du thao
qua gidi o vide Iao | Quyet dinh, trinh 1anh
quyét ' Quyet | 4ao UBND xem xét.
TTHC dinh/van | e 6i hé so chua
ban traloi | . < x q.a. .- o
da diéu kién giai quyét:
tham muu van ban tra
101 néu 6 ly do, trinh
lanh dao UBND xem
xet.
) . 03 ngay Theo L?mh ft 40 UBND xetm
Xem xét, Lanh dao . xét ho so, ky duyét
B4 | \yduyet | uBND | 1AM mue L) o wét dinh hode van
) VIEC BM 01 i ’

ban tra 101
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Bude | Noidung | Trach | Thoi X P
cong A A ‘n . HO so Dién giai
o n cong viec nhiém gian
viéc
Du th:élO
Quyet
dinh/van
ban tra 101
Van thu thuc hién cho
. 4 . .- |80, déng dau va luu hd
BS Ban hanh | Van thu Ollgriay Iéitoc(l:uahdéa so theo quy dinh;
vinbin | UBND | 0 o Ié)t chuyén két qua duoc
' ye duyét dén BO phan mdt
cua.
Tra két , 7
qua, hru hd o Theo - Tra két qua cho To
& B0 phén ” £ s 1A
B6 so, thong ot cira giay Két qua | chirc/ca nhan.
ké va theo ' hen - Thong ké, theo dai.
doi
IV. BIEU MAU
Cic Biéu miu sir dung tai cac budc cong viée:
STT | Ma hiéu Tén biéu méu
1. | BMOl |Giay tiép nhan ho so va hen tra két qua
2. BM 02 | Phiéu yéu cau bd sung, hoan thién ho so
3. BM 03 | Phiéu tir chdi tiép nhan giai quyét hod so
V.HO SO CAN LUU
STT | Ma hiéu Tén biéu miu
1. BM 01 | Gidy tiép nhan ho so va hen tra két qua
2. BM 02 | Phiéu yéu cau bo sung, hoan thién ho so (néu c6)
3. BM 03 | Phiéu tir chdi tiép nhan giai quyét ho so (néu co)
4 /] To trinh dé nghi xét ting danh hiéu thi dua
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5. /] Bao cdo thanh tich cua c4 nhan

6 p Bién ban binh xét thi dua va két qua bé phiéu cia Hyi dong
Thi dua - Khen thwéng cap trinh khen thwéong
Chl’l:ng n’hzfin hoic xzic’nhzfin cﬁq co' quan, to chl'r‘c ¢6 thAm
quyén doi vai sang kién hoac deé tai khoa hoc, dé an khoa

7 hoc, cong trinh khoa hoc va cong nghé hoac hoan thanh

' xuét siic nhiém vu hoidc muwu tri, sang tao trong chién dau,

phuc vu chién diu trong trwomg hop dé nghi danh hiéu
“Chién si thi dua co s6”

8. // Quyét dinh khen thudng

9. // Thanh phﬁn ho so theo phu luc I

VI.CO SO PHAP LY
- Luat Thi dua, khen thuéng ngay 15 thang 6 nam 2022,

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

- Quyét dinh s6 1099/QD-BNV ngay 31 thang 12 nam 2023 cua Bo truong Bo
No6i vu vé viéc cong bd thi tuc hanh chinh quy dinh tai Nghi dinh s6 98/2023/ND-CP
ngay 31/12/2023 cta Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat Thi
dua, khen thudng.

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

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

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

- Mau Béo céao thanh tich theo Nghi dinh s6 98/2023/ND-CP ngay ngay 31
thang 12 nam 2023 ciia Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luét Thi
dua, khen thudng nhu sau:
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M3u s6 03
PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phuc

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

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 dii bang chit in thuong, khong viét tat): ........................

Pbi vai trudong hop dé nghi khen thuéng theo tidu chuan hoan thanh xuét sic nhiém
vy, hoan thanh tot nhiém vy thi ghi 10 $6 quyét dinh hodc s6 van ban xac nhan; ngay, thang,

nim cia quyét dinh hodc ciia vin ban xac nhan; co quan ban hanh.
I1I. DANH HIEU THI PUA, HINH THUC KHEN THUONG PA PUQC NHAN®
1. Danh hiéu thi dua:

S6, ngay, thiang, nim caa quyét dinh cong nhin danh hiéu

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

. Hinh thirc khen |S4, ngdy, thing, nim cia quyét dinh khen thuwéng; co’ quan
Nam . X X, 1
thuong ban hanh quyét dinh
THU TRUONG DON VI NGUOI BAO CAO THANH TiCH
XAC NHAN, PE NGHI (Ky, ghi rd ho va tén)

(Ky, dong dau)

XAC NHAN CUA CAP TRINH KHEN THUONG

(Ky, dong dau)
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QUY TRINH 04

Tang danh hiéu “Lao dong tién tién”

(Ban hanh kém theo Quyét dinh s6 6174/0P-UBND ngay 31 thdng 12 ndm 2024
ctia Chui tich Uy ban nhdn ddn thanh pho)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua
Van bér} dé nghi kém theo danh sach ca nhan
1. dq.’ofc de r}ghi tang danh hiéu Lao ddng tién 01 Ban chinh
tién cua cap trinh khen
2. Bao cao thanh tich cua ca nhan 01 Ban chinh
3. Bién ban binh xét thi dua 01 Ban chinh

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

Noi tiép nhén va tra két qua Thoi gian xir 1y Lé phi
Bo phin Mot cia UBND chp |20 ngay lam viée ké tir ngay
P P | nhan duoc hé so ddy da va hop | Khéng
uyén, cap xa &

III. TRINH TU XU LY CONG VIEC

Bube | \sidung | Trich | Thoi \ .
cong N on " . HO so Dién giai
o n cong viec nhiém gian
viéc
Nop hd so C;O quan, Theo Thanh phan ho so theo
: to chuc muc | muc |
- Truong hop hd so
déy du yél hop 1€: ‘Lép
Gid Giay tiep nhan ho so
B1 . . hanh BM 0] |Vahen traket qua; trao
Kiém tra ho | BOphan | chinh cho ngudt nop ho so,
Ny BM 02 DN .
SO’ mot cura thuc hién tiép budc
BMO03 |ps
- Truong hop ho so
chwa day da hoac
chwa hop 1&: Hudng
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Buoc | Ngidung | Trach | Thei 5 s
cong N on " . Ho so Dién giai
o n cong viec nhiém gian
viéc
dan ngudi ndp ho so
bo sung, hoan thién ho
so va ghi 6 1y do.
- Truong hop tir choi
tiépr nhan ho so: Lap
Phi€u tr choi tiep
nhan giar quyét hd so
theo.
. ) Theo . .
Ti€ép nhan B6 phan 01 pgay Chuyén hé so cho
B2 hd so mot cira lam e 1 cong chtre thu 1y ho so
0s - viee | BMOI 8 'Y
- Cong chuc thu ly hd
so tién hanh xem xét,
kiém tra, tham dinh ho
SO.
0 | i i o i
Tham dinh muc [ - ‘ 1 dieu xieh gldl
P Y A , . quyét: tién hanh hoan
ho so, dé | Cong chg.’c I5ngay | BMOI thién hd so, 14p dur thao
B3 | xuatkeétqua| thulyho | 1am | -Dythao | quyét dinh, trinh lanh
glal quyet 50 VIEe | Quyet | dag UBND xem xet.
TTHC dinh/vin CNAs s 1A
. .. 1.. | T D01 vé1 hdé so chua
ban tralon | , A o
du dieu kién giai
quyét: tham muu van
ban tra 101 néu 10 ly
do, trinh lanh dao
UBND xem xét.
Theo
mucl 1 anh dao UBND
. anh dao xem
B4 Xem xét, ky | Lanh dao 031;%121}, BM Oql xEt hé so, ky duyét
duyét UBND " Du thflo Quyét dinh hodc vin
viee Quyet | ban tra 1oi
dinh/van

ban tra 1on
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Bude | Noidung | Trich | Thoi X P
cong N on " . Ho so Dién giai
o n cong viec nhiém gian
viéc
Van thu thuc hién cho
. 4 . .- | 80, déng dau va luu hd
BS Ban hanh Van thu Ollgriay Iéitoc(l:uahdéa so theo quy dinh;
van ban UBND viee du Ié)t chuyén két qua duoc
' ye duyét dén BO phan
mot cua.
Tra keE qua, B3 oha Theo - Tra két qua cho To
pe | Juuwhoso,  Bophan | e g qua | chire/ca nhan,
thong ké va | mot cua < . .
. hen - Thong ké, theo dbi.
theo doi
IV. BIEU MAU
Cic Biéu miu sir dung tai cac budc cong viée:
Stt | Ma hiéu Tén biéu miu
1.| BMO1 |Gidy tiép nhan ho so va hen tra két qua
2.1 BMO02 |Phiéu yéu cau bo sung, hoan thién hé so
3.| BMO03 |Phiéu tir chdi tiép nhan giai quyét ho so
V.HO SO CAN LUU
sTr| M4 Tén biéu miu
hi¢u
1. | BMOl |Gidy tiép nhan ho so va hen tra két qua
2. | BM02 |Phiéu yéu cau bo sung, hoan thién ho so (néu co)
3. | BMO03 |Phiéu tir chdi tiép nhan giai quyét hd so (néu co)
A /) Vin ban dé nghi kém theor danh sé}ch ¢4 nhan duoc dé nghi tang
' danh hi€u Lao dong tién tién cua cap trinh khen
5 /] Bao cdo thanh tich cua c4 nhan
6. // Bién ban binh xét thi dua
7. // Quyét dinh khen thuong
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8. // Thanh phﬁn ho so theo phu luc I

VI.CO SO PHAP LY
- Luat Thi dua, khen thuéng ngay 15 thang 6 nam 2022,

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

- Quyét dinh s6 1099/QD-BNV ngay 31 thang 12 nim 2023 ciia Bo trudng Bo
No6i vu vé viéc cong bd thi tuc hanh chinh quy dinh tai Nghi dinh s6 98/2023/ND-CP
ngay 31/12/2023 cta Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat Thi
dua, khen thudng.

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

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

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

- Mau Béo céao thanh tich theo Nghi dinh s6 98/2023/ND-CP ngay ngay 31
thang 12 nam 2023 ciia Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luét Thi
dua, khen thudng nhu sau:
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M3u s6 03
PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phuc

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

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 dii bang chit in thuong, khong viét tat): ........................

Pbi vai trudong hop dé nghi khen thuéng theo tidu chuan hoan thanh xuét sic nhiém
vy, hoan thanh tot nhiém vy thi ghi 10 $6 quyét dinh hodc s6 van ban xac nhan; ngay, thang,

nam cua quyét dinh hoac cia van ban xac nhéan; co quan ban hanh.
I11. DANH HIEU THI PUA, HINH THUC KHEN THUONG PA PUQC NHAN ¢
1. Danh hi€u thi dua:

S6, ngay, thiang, nim caa quyét dinh cong nhin danh hiéu

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

. Hinh thirc khen |S4, ngdy, thing, nim cia quyét dinh khen thuwéng; co’ quan
Nam . X X, 1
thuong ban hanh quyét dinh
THU TRUONG DON VI NGUOI BAO CAO THANH TiCH
XAC NHAN, PE NGHI (Ky, ghi rd ho va tén)

(Ky, dong dau)

XAC NHAN CUA CAP TRINH KHEN THUONG

(Ky, dong dau)
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I. THANH PHAN HO SO

QUY TRINH 05
Tiing Gidy khen ciia Chi tich Uy ban nhin din phwong, xi, thi trin
vé thanh tich thi dua theo chuyén dé
(Ban hanh kém theo Quyét dinh s6 6174/0P-UBND ngay 31 thdng 12 ndm 2024
ctia Chui tich Uy ban nhdn ddn thanh pho)

Stt Tén hd so 50 Ghi chi
luwgng
01 | To trinh d& nghi khen thuong 01 Ban chinh
02 Baq cao t,harrlh thP cua cac tm\.’ong hop dé {1gh1 khen 01 Ban chinh
thudng c6 xac nhan cua cap trinh khen thuong
Bién ban xét khen thudéng cia Hoi dong Thi dua - , ,
03 Khen thuong cap trinh khen thudng 01 Ban chinh

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

Noi tiép nhén va tra két qua

Thoi gian xwr ly

Lé phi

Bo phén Mot cira UBND cap
huyén, cap xa

20 ngay lam yiéc ké tir ngay nhan
dugce ho so day du va hop 1€

Khong

III. TRINH TU XU LY CONG VIEC

Bude | \sidung | Tréch Thoi X
cong | .’ on " . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
Nop ho TQ Chlf’C, Theo muc I Thanh phan h6 so theo
SO’ canhan muc |
- Truong hop hd so day
N du va hop 1&: Lap Giay
hanh - b Ty e
Bl . Gglinahn BM 01 tiép nhém ho so va hen
Kiém tra | B phan BMO02 |tra két qua; _trao cho
ho so Mot cura BM 03 nguwol ndp hdé so theo

BM 01, thuc hién tiép

budc B2.

- Truong hop hd so
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

HO so

Dién giai

chua dﬁy du hoac chua
hop 16: Hudéng dan
nguoi nop hd so bo
sung, hoan thién ho so
va ghi 1 ly do theo BM
02.

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

B2

Tiép
nhan ho
SO

Bo phan
Mot cura

01 ngay
lam viéc

Theo muc |
BM 01

Chuyén ho s0' cho cong
chirc thu ly ho so

B3

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

Cong chue
thu ly ho so

15 ngay
lam viéc

Theo muc |
BM 01
- Du thao

Quyét
dinh/van
ban tra lo1

- Cong chirc thu 1y ho
so tién hanh xem xét,
kiém tra, thAm dinh ho
SO

+ D6i véi hd so tham
dinh du diéu kién giai
quyét: tién hanh hoan
thién ho so, 1ap du thao
Quyét dinh va Giay
khen, trinh Lanh dao
UBND xem x¢ét.

+ Dbi véi hd so chua da
diéu kién giai quyét:
tham muwu van ban tra
101 néu o ly do, trinh
lanh dao UBND xem
XEt.

B4

Xem xét,
Ky duyét

Lanh dao
UBND

03 ngay
lam viéc

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

Lanh dao UBND xem
xét ho so, ky duyét
Quyét dinh khen
thudng, Giéy khen hoéc
van ban tra loi
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Bude | \sidung | Tréch Thoi X
cong | . .. oA . HO so Dién giai
.~_ | cong viec nhi¢m gian
viéc
Banhanh | | Két quaga | Van thu thue hién cho
< 12 Van thu 01 ngay ~ | s0, dong dau, chuyén ho
B5 | van ban AN dugce phé 1A 1iA £
UBND lam viéc duvet so, tai liéu lién quan dén
ye B phan Mot cira
Tra két
qud, luu _ Tra két qua cho Té
X N 1A qua cho To6
B6 ho so, Bo pha;m zheo Két qua | chirc/ca nhan.
thong ké Moét ctra | Gidy hen B R ..
. - Thong ké, theo ddi.
va theo
doi
IV. BIEU MAU

Cac Biéu mau sw dung tai cac bwéc cong viéc:

STT | Ma hiéu Tén Van ban
BM 01 | Giay tiép nhan hd so va hen tra két qua
2 BM 02 | Phiéu yéu cau bd sung, hoan thién ho so

BM 03

Phiéu tir choi tiép nhan giai quyét hod so

V.HO SO CAN LUU

STT | Ma hiéu Tén Van ban
1 BM 01 | Gidy tiép nhan ho so va hen tra két qua
2 BM 02 | Phiéu yéu cau bo sung, hoan thién ho so (néu c6)
3 BM 03 | Phiéu tir chdi tiép nhén giai quyét ho so (néu cd)
4 // T& trinh dé nghi khen thuong
5 Béo cdo thanh tich cua cac truong hop dé nghi khen thudng cé
// . A A )
xac nhan cua cap trinh khen thudng
6 / Bién bin xét khen thuéng cia Hi dong Thi dua - Khen
thwong cap trinh khen thwéng
7 // Quyét dinh khen thudng
8 // Thanh phﬁn ho so theo phu luc I
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VI.CO SO PHAP LY
- Luat Thi dua, khen thuéng ngay 15 thang 6 nam 2022,

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

- Quyét dinh s6 1099/QD-BNV ngay 31 thang 12 nam 2023 cua Bo truong Bo
No6i vu vé viéc cong bd thi tuc hanh chinh quy dinh tai Nghi dinh s6 98/2023/ND-CP
ngay 31/12/2023 cta Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat Thi
dua, khen thudng.

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

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

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

- Mau Béo céao thanh tich theo Nghi dinh s6 98/2023/ND-CP ngay ngay 31
thang 12 nam 2023 ciia Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luét Thi
dua, khen thudng nhu sau:
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Mau sb 08
PON VI CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
------- Poc 1ap - Tu do - Hanh phuc

"Tinh (thamh pho), ngay... thang...ndm...

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

Tén don vi hodic ¢4 nhén va chirc vu, don vi dé nghi khen thuwéng
(Ghi day da bang chit in thuong, khong viét tit)

I. THONG TIN CHUNG

- Pbi véi don vi: Pia diém tru so chinh, dién thoai, fax; dia chi trang tin dién tir; co

cau to chure, tong so can bg, cong chirc va vién chirc; chire nang, nhi€ém vu dugc giao.

- P6i v6i ca nhan ghi r6: Ho va tén (bi danh), ngay, thang, nim sinh; qué quan; noi

thuong tra; nghé nghiép; chirc vu, don vi cong téc...
IIl. THANH TICH PAT PUQC

Bao cao thanh tich phai can ctr vao muc ti€u (nhi€ém vu), cac chi tiéu vé nang suét, chat
luong, hiéu qua... d3 duoc thong nhat giao ude thi dua trong dot phat dong thi dua hodc thi
dua chuyén dé; cac bién phap, giai phap dat duoc thanh tich xuat sic, mang lai hiéu qua
kinh té, x4 hoi, din dau phong trao thi dua; nhiing kinh nghiém rat ra trong dot thi dua...”.

XAC NHAN CUA CAP TRINH THU TRUONG DON VI HOAC CA
KHEN THUONG NHAN BAO CAO*
(Ky, dong dau) (Ky, dong dau)
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QUY TRINH 06
Tiing Gidy khen ciia Chi tich Uy ban nhin din phwong, xi, thi trin
vé thanh tich dot xuat
(Ban hanh kém theo Quyét dinh s6 6174/0P-UBND ngay 31 thdng 12 ndm 2024
ctia Chui tich Uy ban nhdn ddn thanh pho)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chu

Van ban dé€ nghi cua cac co quan, don

vi, dia phurong 01 Ban chinh

01

Bao cdo tom tit thanh tich cua ca
nhan, tap thé lap duoc thanh tich hoac
co quan, to chirc, don vi quan 1y truc
tiép, trong d6 ghi rd hanh dong, thanh
02 |tich, cong trang, qua trinh cong tac 01
hodc tom tat két qua 1ap thanh tich doi
vol khen thudong thanh tich cé ndi
dung t6i mat, tuyét mat dé dé nghi
khen thudng theo thu tuc don gian.

Ban chinh

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

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

B6 phan Mot cira - UBND Trong thot Pan 07 ngay lam‘AV1ecq, kg A

huven. <3 tir ngay nhan duoc ho so day du va Khéng
uyén, xa hop 16

III. TRINH TU XU LY CONG VIEC

Bude | \sidung | Trach | Thoi X
cong | .’ on on . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
Nop T6 chire, . Theo | Thanh phan hd so theo muc
ho so canhan Gio muc | I
Bl hanh
Kiém tra | B0 phan chinh BMOl |- Trudomg hop hd so day du
ho so Mot clra BMO02 |va hop 1&: Lap Giay tiép
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Buoc| \oidung | Trich | Thoi 5
cong | .’ on on . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
BM 03 |nhan hd so va hen tra két
qua; trao cho ngudil ndp hod
so theo BM 01, thuc hién
ti€p budc B2.
- Truong hop hé so chua
day du hgac chua hop lé‘:
Huéng dan nguoi ngp ho
so bo sung, hoan thién ho
so va ghi 16 ly do theo BM
02.
- Truong hop tur chéi, tiép
nha:m hﬁ so: Lap Phié}l tf;
choi ti€ép nhan giai quyét ho
so theo BM 03.
Tiép o 1/2 Theo Can bQA Bo6 Izhgri Mot Cﬁ’?
~_x | BOphan ngay scan hé so dir liéu, lvu trir
B2 nhan ho Ar : muc | A R A 1A
o Mot ctra lam BM 01 ho so dién tir va Chuyén ho
viéc so cho Céng chire thu ly
- Cong chirc thy ly hd SO
tién hanh xem xét, ki€ém
Theo tra, t,hém dinh ho soiz
Thim muc [ + Déi‘ ‘Vé’i hﬁ SO Fh@m dir}h
dinh ho A BM 01 dlf dl‘eu klep giai qlgyet.
S A Cong . \ tién hanh hoan thién ho so,
so, dé , 03 ngay | Duthao |, , 2 ;
B3 | xuit két chirc lam Quyét lap, du thao Quyét dinh va
. .. thu ly A . .| Gidy khen, trinh Lanh dao
quagian s 5o viée | dinb/van | anem xet
quyet ban tra 101 PN 7
TTHC + ‘D01'v01 hq so chua du
diéu kién giai quyét: tham
muu van ban tra 101 néu rd
ly do, trinh Lanh dao
UBND xem xét.
Theo
02 noa mucl |Lanh dao UBND xem xét
.« | Lanhdao | 25| BMo1 |hd so, ky duyét Quyét dinh
B4 | Ky duyét lam ) £
: UBND A Du thao | Khen thuong, Gidy khen
viéc - e
' Quyét hodc van ban tra 161

dinh/van




CONG BAO/S6 105+106/Ngay 15-02-2025 39
Bude | \sidung | Trach | Thoi X
cong | . .. ‘A . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
ban tra 101
Ban hanh ] 1/2 Két qua V:Em th}\l’ thuc hxlen Acho sg?
< 1 Van thu ngay N dong dau, chuyén ho so, tai
B5S van ban - da duoc A A A A 1A
UBND lam . ~. | l1€u lién quan dén Bo phan
n phé duyét ar
viéc Mot cua
Tra két
q;llz:, lwu B6 pha Theo - Tra két qua cho To
B6 080, 1 BOPHAN | Gidy | Kétqua | chirc/ca nhan.
thong ké | Mot cua B R .
) hen - Thong ké, theo doi.
va theo
doi
IV. BIEU MAU

Cac van ban st dung tai cac bwéc cong viéc

STT | Ma hi¢u Tén van ban
BM 01 | Giay tiép nhan hd so va hen tra két qua
2 BM 02 | Phiéu yéu cau bo sung, hoan thién hé so
BM 03 | Phiéu tir chdi tiép nhan giai quyét ho so

V. HO SO CAN LUU

STT | Ma hi¢u Tén van ban

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

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

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

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

5 B4o cdo tom tit thanh tich ciia c4 nhan, tap thé lép,duoc thanh

tich hoac co quan, t6 chirc, don vi quan ly truc ti€p, trong do

/) ghi r6 hanh dong, thanh tich, cong trang, qua trinh céng tac

hodc tom tat két qua lap thanh tich d6i véi khen thuéng thanh
tich ¢c6 nd1 dung té1 mat, tuyét mat dé dé nghi khen thudng
theo thu tuc don gian.




40 CONG BAO/S6 105+106/Ngay 15-02-2025

6 // Quyét dinh khen thudng
7 // Thanh phﬁn ho so theo phu luc I

VI.CO SO PHAP LY
- Luat Thi dua, khen thuéng ngay 15 thang 6 nam 2022,

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

- Quyét dinh s6 1099/QD-BNV ngay 31 thang 12 nam 2023 cua Bo truong Bo
No6i vu vé viéc cong bd thi tuc hanh chinh quy dinh tai Nghi dinh s6 98/2023/ND-CP
ngay 31/12/2023 cta Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat Thi
dua, khen thudng.

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

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

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

- Mau Béo céao thanh tich theo Nghi dinh s6 98/2023/ND-CP ngay ngay 31
thang 12 nam 2023 ciia Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luét Thi
dua, khen thudng nhu sau:
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Mau s6 07
PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phuc

"Tinh (thamh pho), ngay ... thang...ndm...

TOM TAT THANH TiCH
PE NGHI TANG (TRUY TANG)........ !

(Vé thanh tich xut sic dot xuit trong. ... ... )
Tén don vi hodic c4 nhén, chirc vu va don vi dé nghi khen thuéng
(Ghi 5 day du khong viét tit)

I. SO LUQC PAC PIEM, TINH HINH

- D61 vo1 don vi ghi so luge nam thanh 13p, co cau to chirc, tong s6 can bo, cong chirc

va vién chirc. Chire nang, nhiém vu dugc giao.

- P6i v6i ca nhan ghi r6: Ho va tén (bi danh), ngay, thang, nim sinh; qué quan; noi

thuong tra; nghé nghiép; chirc vu, don vi cong tac...
IIl. THANH TICH PAT PUQC
B4o c4o néu ngin gon ndi dung thanh tich xuat sic dot xuat di dat duoc (trong chién

dau, phuc vu chién du; phong, chéng t6i pham; phong, chong bio lut; phong, chéng chay,

nd; bdo v¢€ tai san cia Nha nudc; bao v¢ tai san, tinh mang ctia nhan dan...).

XAC NHAN CUA CAP TRINH DPON VI HOAC CA NHAN
KHEN THUONG BAO CAO’
(Ky, dong dau) (Ky, dong dau)
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QUY TRINH 07
Tiing Gidy khen ciia Chi tich Uy ban nhin din phwong, xi, thi trin
vé khen thwéng cho hé gia dinh
(Ban hanh kém theo Quyét dinh s6 6174/0P-UBND ngay 31 thdng 12 ndm 2024
ctia Chui tich Uy ban nhdn ddn thanh pho)

I. THANH PHAN HO SO

S6 Ghi chi

Stt Tén ho so
luwgng

Vin ban dé nghi kém theo danh sach gia dinh dwuoc

dé nghi tang Gidy khen cua cap trinh khen 01 Ban chinh

01

Bao cao thanh tich do gia dinh dugc dé nghi khen
02 | thudng lam, trong d6 ghi o thanh tich dé dé nghi 01 Ban chinh
khen thudng

03 | Bién ban xét khen thudng 01 Ban chinh

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

Noi tiép nhin va tra két qua Thoi gian xir 1y Lé phi
Bo phan Mot cra UBND cap | 20 ngay lam viée ké tir ngay nhan A
~ A~ A by A ~ Khong
huyén, cap xa duoc ho so day du va hop 1€
IIL TRINH TU XU LY CONG VIEC
Bube | Noidung | Trach Thoi 5
cong | .. ‘A . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
Nop ho TQ Chlf’C, Theo muc I Thanh phan hé so theo
SO’ canhan muc |

- Truong hop hd so
B1 Giohanh | gy dﬁy du va hop 1¢: Lap
chinh BM 02 Giay tiép nhan hé so
va hen tra két qua; trao
cho ngudi nép hod so
theo BM 01, thuc hién
tiép budc B2.

Kiém tra Bo phan
ho so Mot cura BM 03
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43

Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho so

Dién giai

- Trudng hop hd so
chua dﬁy du hoac chua
hop 16 Hudng dan
ngudi ndp hd so bod
sung, hoan thién ho so
va ghi rd ly do theo
BM 02.

- Trudong hop tir choi
tiép nhan hd so: Lap
Phiéu tir choi tiép nhan
giai quyét ho so theo
BM 03.

B2

Tiép
nhan ho
SO

Bo phan
Mot cura

01 ngay
lam viéc

Theo muc |
BM 01

Chuyén hoé so _cho
cong chirc thu 1y ho so

B3

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

Cong chue
thu ly ho so

15 ngay
lam viéc

Theo muc |
BM 01
- Du thao

Quyét
dinh/van
ban tra lot

- Céng chuc thu 1y hd
so tién hanh xem xét,
kiém tra, tham dinh hd
SO

+ Dbi véi ho so tham
dinh du diéu kién giai
quyét: tién hanh hoan
thien ho so, lap du
thao Quyét dinh va
Giay khen, trinh Lanh
dao UBND xem x¢t.

+ Doi voi hd so chua
do  diéu kién giai
quyét: tham muu vin
ban tra 161 néu 16 ly
do, trinh lanh dao
UBND xem xét.

B4

Xem xét,
Ky duyét

Lanh dao
UBND

03 ngay
lam viéc

Theo muc |
BM 01
Giay khen

Quyét
dinh/van

Lanh dao UBND xem
xét hd so, ky duyét
Quyét dinh  khen
thuong, Gidy khen
hoac van ban tra lo1




44 CONG BAO/S6 105+106/Ngay 15-02-2025
Bude | \sidung | Tréch Thoi X
cong | .’ on " . Ho so Dién giai
.~_ | cong viec nhi¢m gian
viéc
ban tra 101
Van thu thuc hién cho
B h‘ h A 2 ~ A r A A
an han Vin thu 01 ngay Két qua dAa 0, déng ‘dau,' Achuy?n
B5 | vin ban UBND 14m viee dugcphé |hé so, tai licu lién
‘ duyét quan dén B6 phan Mét
cua
Tra két
qua, luu - Tra két qua cho T4
A A A qua cho To
B6 ho sor, BQApha;m zheo Két qua | chirc/ca nhan.
thong ké Mét ctra | Gidy hen B R .
X - Thong ké, theo doi.
va theo
doi
IV. BIEU MAU

Cac Biéu mau str dung tai cac budc cong viéc:

STT | Ma hiéu Tén Vin ban
1 | BMO1 |Giay tiép nhan hd so va hen tra két qua
2 BM 02 | Phiéu yéu cau bd sung, hoan thién ho so
BM 03 | Phiéu tir chdi tiép nhan giai quyét hod so

V.HO SO CAN LUU

STT | Ma hiéu Tén Van ban
1 BM 01 | Gidy tiép nhan ho so va hen tra két qua
2 BM 02 | Phiéu yéu cau bo sung, hoan thién ho so (néu cd)
3 BM 03 | Phiéu tir chdi tiép nhén giai quyét ho so (néu cd)
4 // To trinh dé nghi khen thuong
5 Bao cao thanh tich cia cac truong hop dé nghi khen thudng cé
// . R S )
xac nhan cua cap trinh khen thudng
6 /) Bién ban xét khen thuong cua Hoi dong Thi dua - Khen
thwong cap trinh khen thwéng
7 // Quyét dinh khen thuong
8 // Thanh phﬁn ho so theo phu luc I
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VI.CO SO PHAP LY
- Luat Thi dua, khen thuéng ngay 15 thang 6 nam 2022,

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

- Quyét dinh s6 1099/QD-BNV ngay 31 thang 12 nam 2023 cua Bo truong Bo
No6i vu vé viéc cong bd thi tuc hanh chinh quy dinh tai Nghi dinh s6 98/2023/ND-CP
ngay 31/12/2023 cta Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat Thi
dua, khen thudng.

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

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

- Théng tu 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cua Van phong
Chinh phu huéng dan thi hanh mot s6 quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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QUY TRINH 08
Pang ky hoat dong tin nguwong
(Ban hanh kém theo Quyét dinh s6 6174/0P-UBND ngay 31 thdng 12 ndm 2024
ctia Chui tich Uy ban nhdn ddn thanh pho)

I. THANH PHAN HO SO

TT Tén hé so

Sé Ghi chi

lwong | Tryec tiép

Truwe tuyén

01 | Van ban dang ky (BM 04)

01 Ban chinh

File scan ban
chinh hoac file
co chir ky so

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

Noi tiép nhin va tra két qua

Thoi gian xir ly

L& 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 B6 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

2. Tra két qua:

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

- Nhén két qua truc tiép tai Bo phan Tiép
nhan va tra két qua.

- Nhan két qua théong qua dich vu buu
chinh céng ich.

- Nhan két qua truc tuyén trén Cong dich

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

Khong
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vu cong cua Thanh phd.

III. TRINH TU XU LY CONG VIEC

Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho6 so/Biéu
mau

Dién giai

Bl

Nop hd so

Ca nhan,
to chure

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

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

1/2 ngay

Theo Muc

Thanh phan ho so theo
Muc I

Theo Muc
BM 01
BM 02
BM 03

* Tiép nhan hd so Tha
tuc hanh chinh truc
tiép:

- Cong chuc tai BoO
phan Mot ctra phai xem
xét, kiém tra tinh chinh
xac ddy du cua ho so;
quét (scan) va luu trir
hé so dién ti, cap nhat
vao co sO dit lifu cua
Hé thong thong tin giai
quyét thi tuc hanh
chinh Thanh phé;

- Néu ho so day du, hop
16, chuyén vién tiép
nhan 1ap Giéy bién
nhan va hen tra két qua
trao cho ngudi ndp ho
so theo mau BM 01.

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

- Truong hop tir chdi
nhan hd so, chuyén
vién tiép nhéan néu 1 ly
do theo mau BM 03.

* Tiép nhan hé so
Thu tuc hanh chinh
qua dich vu buu
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Bude | \sidung | Trach | Thoi | Hb so/Bidu
cong N ‘n ‘n . x Dién giai
vise | €omeg viée nhiém gian mau

chinh cong ich

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

- Can b0, cong chrrc, tai
Bo6 phan Mot cira phai
xem xét, kiém tra tinh
chinh xac, ddy du cia
hod so; quét (scan) va
lvu trir ho so dién tu,
cap nhat vao co sé dir
litcu cua Hé thong
thong tin giai quyét thu
tuc hanh chinh Thanh
pho.

- Thoi diém xac dinh t6
chure, ¢4 nhan da nop ho
so hop phap, hop 1€ tai
co quan c¢6 tham quyén
duoc tinh ké tir khi nhan
vién buu chinh va nguoi
tiép nhan ho so tai Bo
phan Mdt ctra 1ap va
cung ky Bién ban giao
nhan ho so theo quy
dinh. Truong hop ¢o
yéu cau bo sung, hoan
thién ho so thi thoi diém
t6 chure, ca nhan bo sung
day du ho so theo yéu
cau duwoc xac dinh la
thoi diém nop ho so hop
phap, hop 1€ (trr truong
hop phap luat cé quy




CONG BAO/S6 105+106/Ngay 15-02-2025 49

Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho6 so/Biéu
mau

Dién giai

dinh khac).

- BO phan Mot cua co
trach nhiém théng tin
cho t6 chtre, ca nhan vé
viéc tiép nhan hd so va
hen ngay tra két qua,
viéc yéu cau bo sung,
hoan thién hd so, tir
chdi giai quyét hod so
thu tuc hanh chinh.

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

Truong hop hoso di
duge nop du cac thanh
phan va bao dam vé
mat ky thuat thi Hé
thong phan hoi tu dong
xac nhan to chirc, ca
nhan da g1 thanh
cong. Trong vong 04
gio 1am viéc ké tur khi
Hé théng xac nhan g
thanh coéng, can b0,
cong chirc tai B6 phan
Mot cura hoan thanh cac
viéc sau:

a) Pang nhap Hé thong
va kiém tra hd so dién
ttr to chire, ca nhan gui
dén. Noi dung kiém tra
dugc thuc hién theo
quy dinh tai khoan 2
Piéu 11 Nghi dinh
56 45/2020/ND-CP .

b) Truong hop hd so
day du, chinh xac theo
quy dinh: tiép nhan ho
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Bude | \sidung | Trach Thoi | HO so/Bidu
cong N ‘n ‘n . x Dién giai
vise | €omeg viée nhiém gian mau

so va lap Giay tiép
nhan ho so va hen ngay
trakét qua BM 01,
thong bao cho to chue,
ca nhan thong qua tai
khoan cua to chuc, ca
nhan trén Hé thong, cac
kénh thong tin to chue,
canhan dang ky.

¢) Truong hop hd so
chwa day du, chua
chinh xac theo quy
dinh: théng bao cho t6
chttc, ca nhan thong
qua tai khoan cua to
chirc, ca nhan trén Hé
théng, cac kénh thong
tin t6 chic, ca nhan
dang ky va huéng dan
td chttc, cA nhan bd
sung mot lan dﬁy du,
chinh xac, néu r6 ly do
theo Phiéu yéu cau bd
sung, hoan thién ho so
(Mau s6 BM02).

d) Trudong hop tir choi
nhan ho so: thong bao
cho t6 chitc, cA nhéan
thong qua tai khoan cua
t6 chuc, ciA nhan trén
Hé théng, cac kénh
thong tin to chirc, ca
nhan dang ky va néu 1o
1y do tir chéi ho so theo
Phiéu tir chéi giai quyét
hd so thu tuc hanh
chinh (Mau s6 BM 03).
Sau khi kiém tra, néu
bao dam cac diéu kién
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Buoe | Noidung | Trich | Thoi | H so/Biéu
cong N on " . x Dién giai
o n cong viec nhi¢m gian mau
viéc
dé xur ly, tié'pqnhén hd
so va chuyén cong
chirc thu 1y ho so.
Thoi gian tiép nhan
chinh thuc hoag yéu
cau chinh stra, bo sung
khong mudén hon 04
gio lam viéc ké tur khi
hé théng ti€p nhan, trur
thee 7, chi nhat, ngay
nghi I€.
Cong chirc thu ly ho so
tién hanh xem xét,
kiém tra, tham dinh ho
Theo Muc I SO:A_ o o
Xem xét, | Cong chirc BM 01 l;ifé)r?l Vioéli hous%tqutg;erg
tham dinh | thuly hd Du thao van | o stat quyet. tha
A A 11+1/2 " R muu van ban chap
B2 ho SO, de so UBND \ ban Chap hua inh 13nh d
xuat két qua | phuong ngay thuan/ thuan trinh lan 40
gidi quyét | xa, thi tran .. | UBNDphé duyet.
T fo,ng VI |- i vei hé so chua di
uollg dan | 48, kién: tham muu
Cong van hudéng dan
trinh 1anh dao UBND
phé duyét.
Lanh dao Theo Muc 1 Lﬁ‘nh dao hUBtND
Xem xét, ky UBND \{én ban Eerlflo’?fc’)t XI?é c;u1 étrﬁg
B3 L XY | phuong, | 02 ngay | chap thuan/ | 5 Xt Pae cuyet i
duyét 4. thi tran . ~ | so: van ban chap thuan
o ang Val | hoge Cong van hudng
huéng dan | 43,
Vian thu UBND
Van thu A . | phuong, xa, thi tran
. Ho6 so da . . 3 .
Ban hanh UBND . ~ |phat hanh van ban
B4 - 1. , 1/2 ngay | duoc phé A 1A © A DA
van ban phuong, duvét chuyén ket qua veé Bo
x4, thi tran ye phan Ti€p nhan va Tra

két qua.
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Bubc | Ngidung | Trich | Thoi | Hb so/Bidu
cong N ‘n ‘n . x Dién giai
‘n cong viec nhi¢m gian mau
viéc
COIAlg C}Am’c Coéng chirc B0 phan
1 A Bo phan 4 A N
Tra két qua, P R Tiép nhan va Tra két
A Ti€p nhan . n .
luru ho so, 2 1 K \ £ , qua thuc hién tra két
B5 X ~ | vaTraket | 1/2ngay | K&t qua . A gLk
thong ké va ui UBND qua cho t6 chirc va tién
theo dsi | 1 -~ hanh lwu hd so, théng
phuong, ké, theo dai.
x4, thi tran
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 bo sung, hoan thién ho so.
3. BM 03 Mau Phiéu tir chéi tiép nhan giai quyét ho so.
" BM 04 Van ban dang ky hoat dong tin ngudng hang ndm hodc hoat

dong tin ngudng bd sung.

V. HO SO CAN LUU
STT| Maihiéu |Tén biéu miu

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

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

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

Vin ban dang ky hoat dong tin ngudng hing nam hoic hoat

4. BM 04 dong tin ngudng bo sung.
5. // Van ban chép thuan hoac Céng van huéng dan.
6. // Céc thanh phan ho so khac theo quy dinh.

VL. CO SO PHAP LY
- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot 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
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Chinh phu huéng dan thi hanh mot s6 quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thu 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 HOI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Poc 1ap - Tu do - Hanh phiic
BOPHAN TIEPNHANVA e
TRA KET QUA
Sb: / 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: ..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 lap - Tu do - Hanh phiic
BO PHAN TIEPNHANVA e
TRA KET QUA
So /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 o
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 HOQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Poc 1ap - Tu do - Hanh phiic
BO PHAN TIEPNHANVA e
TRA KET QUA
Sé: /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

i Ch:

Qua xem xét, B6 phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so

nay voily 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
LY ngay. L thang.. .. nam... ..
DANG KY
Hoat dong tin nguwdng hiang nim hoic hoat dong tin ngudng bbd sung
Kinh gui: ........ @
Tén co s6 tin ngudng (chit 1N hoa): ...,
DI1a G o
Nguoi dai dién®:
S H OO VA I, o
SO CMTND/CCCD: ..o
Ping ky hoat dong tin ngudng ... .... v&i cac ndi dung sau:
Tén hoat do 2
TT en hoat cong Noi dung | Q% | Thoi gian| Pia diém | Ghi cha
tin nguong mo

1

2

3

n

) Bia danh noi c¢6 co sd tin ngudng.

@ Uy ban nhan déan cip x4 noi ¢ co sé tin ngudng.

NGUOI PAI DIEN®

(Ky, ghi vd ho tén)

) Truong hop co sd tin ngudng co ban quan 1y thi ngudi thay mat ban quéan 1y ky ban dang

ky.

“ Hoat dong tin ngudng hang nam hoic hoat dong tin ngudng bd sung.
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QUY TRINH 09

Ping ky b6 sung hoat dong tin ngwdong

(Ban himh kém theo Quyét dinh s6 6174/0OP-UBND ngay 31 thang 12 ndm 2024
ciia Chii tich Uy ban nhdn dédn Thamh phé Hé Chi Minh)

I. THANH PHAN HO SO

TT Tén hé so

Sé Ghi chi

lwong | Tryec tiép

Truwe tuyén

Van ban dang ky hoat dong tin
01 | ngudng hang nam hodc hoat dong
tin ngudng bo sung (BM 04)

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 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 B phan Tiép
nhan va Tra két qua Uy ban nhan dan
phuong, x4, thi tran .

- Nop ho so d@én Bo 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

2. Tra két qua:

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

- Nhan két qua truc tiép tai B6 phan Tiép
nhan va tra két qua.

- Nhan két qua théng qua dich vu buu
chinh céng ich.

- Nhan két qua truc tuyén trén Cong dich

15 ngay ké tir ngay
nhan dua van ban
dang ky hop 1¢

Khong
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vu cong cua Thanh phd.

III. TRINH TU XU LY CONG VIEC

Buoc | \gidung | Trich | Thei Ho, P
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
Nop ho so Ca nhan, Theo Muc | Thanh phan hd so theo
' to chuc I Muc |
* Tiép nhin hd so
Thu tuc hanh chinh
truee tiép:
- Cong chuc tai Bo
phan Mot ctra phai
xem xét, kiém tra tinh
chinh xac day du cua
ho so; quét (scan) va
luu trit hd so dién tu,
cap nhat vao co s¢ dir
lieu cua Hé théng
théng tin giai quyét
Cong chue thu tuc hanh chinh
” » | Bophan Theo Muc | Thanh phé;
Kiém tra ho Tidp nha I PR N i
B1 SO 1Cp nhan - Néu hé so day du,
4 > | vaTrakét | 1/2ngay| BMOI hop 1€, chuyén vién
tiep nhan ho | 3,4 UBND BMO02 |[tiép nhan Iap Gidy
s0'va chuyen | ppyomg BMO03 |bién nhan va hen tra
ho so x4, thi tran két qua trao cho nguoi

ndp hd so theo mau
BM 01.

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

- Trudong hop tir choi
nhan ho so, chuyén
vién tiép nhan néu rd
ly do theo mau BM
03.
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Bude | Noidung | Trich | Thoi Ho .
cong NI A . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau

* Tiép nhin hd so
Thu tuc hanh chinh
qua dich vu buu
chinh cong ich

- B6 phan Mot cira
thuc hién tiép nhén ho
so thua tuc hanh chinh
do doanh  nghiép
cung ung dich vu buu
chinh cong ich chuyén
dén theo Quyét dinh
s6 45/2016/Qb-TTg .
- Can b9, cong chure,
tai BO phan Mét cua
phai xem xét, kiém tra
tinh chinh xac, day du
ctiia ho so; quét (scan)
va luu trir hd so dién
twr, cap nhat vao co so
dr liéu cua HE théng
thong tin giai quyét
thu tuc hanh chinh
Thanh pho.

- Thoi diém xac dinh to
chirc, ca nhan da nop
hé so hop phap, hop 18
tai co quan co tham
quyén duogc tinh ké tir
khi nhan wvién buu
chinh va nguodi tiép
nhan hd so tai BO phan
Mot ctra 1ap va cung ky
Bién ban giao nhan ho
so theo quy dinh.
Truong hop ¢6 yéu cau
bo sung, hoan thién ho
so thi thoi diém to
chtrc, ca nhan bo sung
day du ho so theo yéu
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

cau duoc xac dinh 1a
thoi diém nop hd so
hop phap, hop 1€ (trr
treong hop phap luat
cé quy dinh khéc).

- BO phan Mot ctra ¢o
trach nhiém thong tin
cho to chtrc, ca nhan
vé viée tiép nhan ho
so va hen ngay tra két
qua, viéc yéu cau bo
sung, hoan thién ho
so, tir choi giai quyét
hdé so thu tuc hanh
chinh.

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

Truong hop hod so da
duoc ndp du cac thanh
phan va bao dam vé
mat ky thuat thi Hé
thong phan hoi tu
dong xac nhan td
chtc, ca nhan da g
thanh cong. Trong
vong 04 gio lam viée
ké tir khi Hé thong xac
nhan gui thanh cong,
can b, cong chuc tai
Bo phan Mot cira hoan
thanh cac viéc sau:

a) DPang nhdp H¢
théng va kiém tra ho
so dién tr t6 chuc, ca
nhan gii dén. Noi
dung kiém tra duoc
thuc hién theo quy
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Bude | Noidung | Trich | Thoi Ho .
cong NI A . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau

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 Gidy tiép
nhan hd so va hen
ngay trakét qua BM
01, thong bao cho tb
chtrc, ca nhan thong
qua tai khoan cia to
chirc, ca nhan trén HE
thong, cac kénh thong
tin t0 chtrc, c4 nhan
dang ky.

¢) Trudong hop hod so
chwa ddy di, chua
chinh xac theo quy
dinh: thong bao cho to
chtrc, ca nhan thong
qua tai khoan cia to
chirc, ca nhan trén Hé
théng, cac kénh thong
tin td6 chirc, ca nhan
dang ky va hudng dan
t6 chic, ca nhan bd
sung mot lan day du,
chinh xac, néu o ly
do theo Phiéu yéu cau
bo sung, hoan thién ho
so (Mau s6 BMO02).

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

Sau khi kiém tra, néu
bao dam cac diéu kién
de xir ly, tiép nhan hd
so va chuyén cong
chirc thu ly ho so.
Thoi gian tiép nhén
chinh thic hodc yéu
cau chinh stra, bo sung
khéng muon hon 04
gio lam viéc ké tir khi
hé théng tiép nhan, trur
tha 7, chu nhat, ngay
nghi 18.

B2

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

Coéng chirc
thu 1y ho
so UBND
phuong,

x4, thi tran

11+1/2
ngay

Theo Muc
I

BM 01

Du thao
van ban
chap
thuan/Coéng
van hudng
dan

Cong chuc thu ly ho
so tién hanh xem xét,
kiém tra, tham dinh ho
SO’

- Poi véi hd so du
diéu kién giai quyét:
tham muu van ban
chép thuan trinh lanh
dao UBND phé duyét.
- Pbi véi hd so chua
du diéu kién: tham
muu Cong van hudng
dan trinh 13nh dao
UBND phé duyét.

B3

Xem xét, ky
duyét

Lanh dao
UBND
phuong,

x4, thi tran

02 ngay

Theo Muc
I
Van bén
chap
thuan/Coéng

Lanh dao UBND
phuong, x4, thi tran
xem xét, phé duyét ho
so: van ban chap
thuan hoac Coéng van
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Bude | Noidung | Trich | Thoi Ho .
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
van huéng | huéng dan.
dan
Van  thu UBND
Van thu 1 so di phuong, xa, thi tran
Ban hanh UBND . ~ | phat hanh van ban
B4 - 1. , 1/2 ngay | duogc phé A 1A © A A
van ban phuong, duvét chuyén ket qua vé Bo
x4, thi tran ye pl}én Tiép nhan va Tra
két qua.
COIAlg C}Alu’c Céng chuc B phan
s 1 A ) Bo phan - X ~ \ , 1 A
Tra két qua, P N Tiép nhan va Tra két
A Tiép nhan . D .
luu ho so, e 1 A . £ , qua thuc hién tra két
B5 X ~ « | vaTrakét | 1/2ngay| Keétqua . A \ .
thong ké va ui UBND qua cho t6 chirc va
theodoi |90} S tién hanh luu hé so,
xa. thi tran thong ké, theo dai.
IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viée
STT M3 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 chéi tiép nhan giai quyét ho so.
Vin ban dang ky hoat dong tin ngudng hang nim hoic
4. BM 04 N ~ 2
hoat dong tin ngudng bd sung.

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.
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.
Vin ban ding ky hoat dong tin ngudng hing nam hoic
4. BM 04 o N A
hoat dong tin ngudng bd sung.
5. // Vin ban chap thuan hodc Cong vian hudng dan.
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6. // Céc thanh phan ho so khac theo quy dinh.

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 HOI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Pic 1ap - Tu do - Hanh phic
BO PHAN TIEPNHANVA e
TRA KET QUA
Sé: / 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: ..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 HOI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Poc 1ap - Tu do - Hanh phiic
BO PHAN TIEP NHANVA e
TRA KET QUA
So ““H{-DHS ............. , ngay .. .. thang ... ... nam ... ..
PHIEU YEU CAU BO SUNG, HOAN THIEN HO SO
HO SO CUAT ...t
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
R
e
A
Ly 0 o
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 l1ap - Tu do - Hanh phic
BO PHANTIEPNHANVA
TRA KET QUA
Sé: /TCTNGQHS , ngay .. . thang ... ... nam ... ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

B6 phan Tiép nhan va Tra két qua .......
Tiép NRAN DO SO CUAL .o

i Ch:

Qua xem xét, B6 phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét hd so

nay voily 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 1ap - Tw do - Hanh phuc
LY ngay. L thang.. .. nam... ..

DPANG KY
Hoat dong tin nguwdng hiang nim hoic hoat dong tin ngudng bbd sung

Tén co s6 tin ngudng (chit 1N hoa): ...,

DI1a G o

Nguoi dai dién®:

S H OO VA I, o

m S0 OMTIND CCC D, . e

Ping ky hoat dong tin ngudng ... .... v&i cac ndi dung sau:

TT | Tén hoat dong tin nguwdmg | Noi dung [ Quy mé | Thoi gian |Pia diém| Ghi cha
1
2
3
n

NGUOI PAI DIEN®
(Ky, ghi vo ho tén)




70 CONG BAO/S6 105+106/Ngay 15-02-2025

) Bia danh noi c¢6 co sd tin ngudng.

@ Uy ban nhan déan cip x4 noi ¢ co sé tin ngudng.

) Truong hop co sd tin ngudng co ban quan 1y thi ngudi thay mat ban quéan 1y ky ban dang
ky.

@ Hoat dong tin ngudng hang nam hodc hoat dong tin ngudng b sung.
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QUY TRINH 10

Pang ky sinh hoat ton gido tap trung

(Ban himh kém theo Quyét dinh s6 6174/0OP-UBND ngay 31 thang 12 ndm 2024
ciia Chii tich Uy ban nhdn dédn Thamh phé Hé Chi Minh)

I. THANH PHAN HO SO

s Sé Ghi chu
TT Teén ho so v "
lwong | Tryec tiép Trwe tuyén
o 1a s o A s File scan ban
01 | Yan ban dang ky sinh hoat ton gido | o, | oy chinh | chinh hoac file
tap trung (BM 04) 1 A
co chir ky so
Gidy to chung minh c6 dia diém hop File scan ban
02 | phap dé lam noi sinh hoat tén gido. 01 Ban chinh | chinh hoac file
co chir ky so
So yéu Iy lich, phiéu Iy lich tur phap
(cap trudc thoi diém ndp hd so File scan ban
03 | khong qua 06 thang) cua nguot dai | 01 Ban chinh | chinh hoac file
dién nhém sinh hoat ton gido tap co chir ky so
trung.
P o i I i o 40
04 ' g Xy quy d ' 01 Ban chinh | chinh hodc file

khoan 2 Piéu 16 cua Luét tin
nguwdng, ton gido.

co chir ky so

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

Noi tiép nhin va tra két qua

Thoi gian xwr ly

L& 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 B6 phan Tiép nhan va
Tra két qua Uy ban nhan dan phuong,
x4, thi tran thong qua dich vu buu

20 ngay ké tir ngay nhan
dia ho so dang ky hop 1€

Khong
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chinh céng ich.

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

2. Tra két qua:

Coéng dﬁm, td chirc lwa chon cach thirc
nhan két qua sau day:

- Nhém két qua truc tiép tai B6 phan
Ti€p nhan va tra két qua.

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

- Nhan két qua truc tuyén trén Cong

dich vu cong cua Thanh pho.

III. TRINH TU XU LY CONG VIEC

Bude | Ngidung | Trich | Thei | MO P
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
Nop hd so Ca nhan, }gﬁl Theo |Thanh phan hd so theo
‘ to chtrc chinh Mucl |Mucl
* Tiép nhan ho so Thu
tuc hanh chinh truc
tiép:
- Cong chirc tai BO phan
B1 " R Cﬁf}g C}Alﬁc T Mot cira phai xem xét,
Kiém trah6 | B0 phan ©© | kiém tra tinh chinh xéc
SO, Tiép nhan Mycl day du cua hod so; quét
tiép nhan | va Trakét 1/2 ned BMOI | (scan) va luu trit hd so
hdsova |qua UBND 81 BM 02 dién tr, cap nhat vao co
chuyén hd Phu®gg BM 03 |s¢ dit liu cia Hé théng
SO xd, thi tran théng tin giai quyét thu
tuc hanh chinh Thanh
pho;
- Néu ho so day du, hop
1¢, chuyén vién tiép nhan
lap Giay bién nhan va hen
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tra két qua trao cho ngudi
ndp hd so theo mau BM
01.

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

- Truong hop tir chdi
nhan hd so, chuyén vién
tiép nhan néu 18 ly do
theo mau BM 03.

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

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

- Can b0, cong chirc, tai
B6 phan Mot ctra phai
xem xét, kiém tra tinh
chinh xac, day du cua ho
so;, quét (scan) va luu trir
hé so dién tu, cap nhat
vao co sO dir iéu cua Hé
thong thong tin giai quyét
thu tuc hanh chinh Thanh
pho.

- Thoi diém xac dinh to
chtrc, ca nhan di nop ho
so hop phap, hop 1€ tai co
quan ¢6 tham quyén duoc
tinh ké tir khi nhan vién
buu chinh va ngudi tiép
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Bude | \sidung | Trach | Thoi Ho .
cong NI A . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau

nhan hd so tai B phan
Mot cua 1dp va cung ky
Bién ban giao nhan ho so
theo quy dinh. Truong hop
co yéu cau bo sung, hoan
thién h so thi thoi diém t6
chtrc, ca nhan bo sung day
da hd so theo yéu cau
duge xac dinh 1a thoi diém
ndp hd so hop phap, hop
1€ (trir truong hop phap
luat c6 quy dinh khac).

- B6 phan MGt ctra c6
trach nhiém théng tin cho
to chirc, ca nhan vé viéc
tiép nhan hd so va hen
ngay tra két qua, viéc yéu
cau bo sung, hoan thién
ho so, tir choi giai quyét
ho so thu tuc hanh chinh.

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

Truong hop hoso da
dugec nop ducac thanh
phan va bao dam vé mat
ky thuat thi Hé thong
phan hoi tu déng xac
nhan té chirc, ca nhan da
g1 thanh coéng. Trong
vong 04 gior lam viéc ke
to khi Hé théng xac nhan
giri thanh cong, can bo,
cong chuc tar BO phan
Mot ctra hoan thanh cac
viéc sau:

a) Dang nhap Hé théng
va kiém tra hd so dién tur
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td chirc, ca nhan gui dén.
No6i dung kiém tra duoc
thuc hién theo quy dinh
tai khoan 2 Diéu 11 Nghi
dinh s6 45/2020/ND-CP .
b) Truong hop hod so day
da, chinh xac theo quy
dinh: tiép nhan hd so va
lap Giay tiép nhan ho so
va hen ngay tra két qua
BM 01, théng bao cho t6
chirc, ca nhan théng qua
tai khoan cta to chic, ca
nhan trén HEé théng, cac
kénh thong tin to chirc, ca
nhan dang ky.

¢) Trudong hop ho so chua
day du, chua chinh xac
theo quy dinh: théng bao
cho t6 chac, ca nhan
thong qua tai khoan cua
to chirc, ca nhan trén Hé
théng, cac kénh thong tin
td chirc, c4 nhan dang ky
va huong dan to chire, ca
nhan bo sung mot lan day
da, chinh xac, néu 10 ly
do theo Phiéu yéu cau bo
sung, hoan thién ho so
(Mau s6 BM02).

d) Truong hop tir choéi
nhan hd so: thong bao
cho t6 chac, ca nhan
thong qua tai khoan cua
to chirc, ca nhan trén Hé
théng, cac kénh thong tin
td chirc, c4 nhan dang ky
va néu 16 ly do tir chéi hd
so theo Phiéu tir choi giai
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Bubc | Ngidung | Trich | Thoi Ho, s
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
quyét ho so thu tuc hanh
chinh (Mau s6 BM 03).
Sau khi kiém tra, néu bao
dam cac diéu kién dé xu
ly, tiép nhan hd so va
chuyén coéng chirc thu ly
ho so.
Thoi gian tiép nhan chinh
thirc hodc yéu cau chinh
stra, bo sung khong mudn
hon 04 gio 1am viée ké tur
khi hé théng tiép nhan,
trir thir 7, chu nhat, ngay
nghi 18.
Cong chire thu 1y ho so
Theo tién hg‘lnh xem ?cét, kiém
Muc I tra, t,hém dmh ho so: ‘
BMoOl |- D61 vo1 ho so du dicu
Xem xét, | Cong chuc - |kién gia1 quyét: tham
tham dinh | thulyhd |, | PYHEO fmyu van ban chdp thugn
B2 ho so, 3¢ | so UBND . van Pan trinh 1anh dao UBND phé
xuat két qua | phuong, neay ctlap | duyét.
giai quyet | x4, thi tran thuan/CO | ps; v6i hé so chua dit
ng van X A
huéng dl?u klevn. tha,m muu
dén Coéng van hudéng dan
trinh 1anh dao UBND phé
duyét.
Theo
Lanh dao l\j[uc I Lanh dao UBND phuong,
Xem xétky| UBND VZ‘E ;aﬂ x, thi trin xem xét, phé
B3 d At) phu’q’ng,, 02 ngay hua })CA duyét ho so: van ban chap
uye x4, thi tran t UAVE0 | thudn  hodc Cong  vén
Iﬁi ;’;‘g huéng dan.
dan
Ban hanh | Van thu Ho so da | Van thu UBND phuong,
B4 vin ban UBND | 1/2 ngay | dugc phé | x4, thi tran phat hanh van
phuong, duy€t | ban chuyén két qua vé Bo




CONG BAO/Sb 105+106/Ngay 15-02-2025 77
Bude | \sidung | Trach | Thoi Ho .
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
x4, thi tran phan Tiép nhan va Tra
két qua.
Coéng chirc ,
Tra két qua, | B PIED Cong chitc B9 phan Tidy
luu hd so Tiép nhap , nhan va Trgl két qua thu’g
B5 théne ké \;21 vaTraket | 1/2ngay | Keétqua |hién tra két qua cho t6
e | qua UBND chite va tién hanh luu hd
phuong, so, thong ké, theo doi.
x4, thi tran
IV. BIEU MAU
Cac biéu mau sir 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. | BMO03 |Mau Phiéu tir chdi tiép nhan giai quyét ho so.
4. 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 b6 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 gido tap trung.
5 /) Gidy to chimg minh ¢6 dia diém hop phap dé 1am noi sinh hoat tén
) g130.
6 /) So yéu ly lich cua nguoi dai dién nhom sinh hoat ton giao tap
) trung.
Phiéu 1y lich tu phap (cap trudc thoi diem ndp ho so khong qua
7. // .
06 thang).
g /) Ban tém té@ gido ly, gido luat d6i véi viée dang ky quy dinh tai
) khoan 2 Diéu 16 cua Luat tin ngudng, ton giao.
9. // Vin ban chap thuan hodc Cong vian hudng dan.
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10. // Céc thanh phan ho so khac theo quy dinh.

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 HOI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Pic 1ap - Tu do - Hanh phic
BO PHAN TIEPNHANVA e
TRA KET QUA
Sb: / 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: ..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 HOQI CHU NGHIA VIET NAM

XA/PHUONG/THI TRAN Poc 1ap - Tu do - Hanh phic
BO PHAN TIEP NHANVA e
TRA KET QUA
So /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 HOQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Déc 1ap - Tu do - Hanh phac
BO PHANTIEPNHANVATRA e
KET QUA
Sé: /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

Daa 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
LY ngay. L thang.. .. nam... ..

DANG KY

Sinh hoat ton gido tap trung

Tén to chirc ton gido; to chire duge cap ching nhan dang ky hoat dong ton gido hodc ngudi

dai dién nhém sinh hoat ton gido tap trung (chit in hoa):

TrusG cua tO ChlC: ..o ) e,

TEN EOM ZIAO: ..ooviiieiiiceiie ettt ettt
Pang ky sinh hoat ton gido tap trung véi cac ndi dung sau:

Tén nhom sinh hoat ton G140 tAP tUNE: .......ooviiiiiiiii e
Nguoi dai dién ctia nhom:

mH O VA BTN, oo

- Tén gOi trong toN GIA0 (NEU CO): «...vveeeeeeee e,

c SO OMTINDCCC D . e e

N1 dung sinh hoat tOn G1A0: ...........ccociiiiiiiiiii e

Dia diém sinh hoat ton giao ).

Thot gian sinh hoat ton G1A0: ...........ooiiiiiiiiiie e

S6 Trong NEUOT thAM GIAT .........oeoeoeoe oo,
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Vin ban kém theo gém: Gidy to ching minh ¢6 dia diém hop phap dé lam noi sinh hoat t6n
gia0; so yéu Iy lich ctia nguoi dai dién nhém sinh hoat tén giao tip trung; ban tom tit gido
ly, gido luat, d6i voi viéc dang ky ciia nhom sinh hoat ton gido tap trung theo quy dinh tai

khoan 2 DPiéu 16 ciia Luat tin ngudng, t6n gido.

NGUOI PAI DIEN ©
(Chir ky, ddu, ghi ré ho tén)

) Pia danh noi c6 tru so cia to chirc ton gido; t6 chirc dugc cAp ching nhan ding ky hoat
dong ton giao hodc noi du kién c¢6 dia diém hop phap dé sinh hoat ton gido tap trung d6i voi
nhém sinh hoat t6n gido tip trung theo quy dinh tai khoan 2 Piéu 16 cia Lut tin ngudng,
ton gido.

@ Uy ban nhan dén cap x4 noi ¢ dia diém hop phap dé sinh hoat ton gido.

@) T§ chirc ton gido hodc t6 chirc dugc cap ching nhan ding ky hoat dong ton gido.

“ Pia chi noi sinh hoat ton giao tap trung (ghi rd s6 nha, dudng phd, thanh phd, x6m, thon,
x4, huyén, tinh).

) Tryc tiép hoac truc tuyén; két hop cé truc tiép va truc tuyén.

© Nguoi dai dién cia to chirc ton gido, to chirc dugc cip ching nhan dang ky hoat dong ton
g140 hodc ngudi dai dién cua nhém sinh hoat ton gido tap trung ddi véi nhom sinh hoat ton
giao tap trung theo quy dinh tai khoan 2 Piéu 16 cua Luét tin ngudng, t6n gido. Pbi véi

nguoi dai dién cua to chirc ton gido phai ky tén va dong dau cia to chuc.
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QUY TRINH 11
Ping ky thay ddi ngwoi dai dién ciia nhém sinh hoat ton gido tip trung
(Ban himh kém theo Quyét dinh s6 6174/0OP-UBND ngay 31 thang 12 ndm 2024
ciia Chii tich Uy ban nhdn dédn Thamh phé Hé Chi Minh)

I. THANH PHAN HO SO

5 Ghi chu
A A 0
TT Tén ho so .
luong | Trye tiép Tn‘fc
: tuyen
7 File scan
Van ban dang ky thay doi ngudi dai ban chinh
01 |dién cua nhém sinh hoat ton gido tap 01 Ban chinh | hoac file
trung (BM 04) co chir ky
sO
File scan
, ban chinh
02 | So yéu ly lich cua nguot dai dién méi 01 Ban chinh | hoac file
co ch}i’ ky
sO
Vin ban chap thuan cua to chuc ton .
. < A 1 A , A File scan
2140 hodc t6 chirc duoc cap chimg nhan , |
ding ky hoat dong ton gido vé viée ban Chl.nh
03 e Py SRR 01 Ban chinh | hodac file
thay déi nguot dai dién déi1 vl nhom c6 chit k
sinh hoat ton gido tap trung do td chirc 6 Y
dang ky
File scan
A 1. . N . o ban chinh
04 | Bien ban cuoc hop bau, cw nguot dat| oy | pay cpinh | hoac file
dién ma1 (n€u co) L et
co ch}r ky
sO
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
1. Nop ho so: 15 ngay ké tir ngay nhan Khong
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Cong dan, to chirc dé nghi ndp ho so
theo cac hinh thirc sau day:

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

- Nop ho so d&én BO phan Tiép nhan
va Tra két qua Uy ban nhan dan
phuong, x4, thi tran thong qua dich
vu buu chinh céng ich.

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

2. Tra két qua:

Coéng dan, td chirc lwa chon cach
thirc nhan két qua sau day:

- Nhan két qua truc tiép tai BO phan
Tiép nhan va tra két qua.

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

- Nhan két qua truc tuyén trén Cong
dich vu cong cua Thanh phé.

du ho so dang ky hop 1¢

III. TRINH TU XU LY CONG VIEC

Bude | Noidung | Trach | Thoi Ho, P
cong A en o n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
, A Glb’ <\ A A
A 1A Ca nhan, . Theo Muc | Thanh phan ho so theo
Nop ho so X 1, hanh
t0 chure , I Muc |
chinh
B y Cong chuc Theo M * Tiép nhan hd so Thu
Kiémtra | BO phan €0 MUC | tuc hanh chinh trwc
hdso, | Tiép nhan ! tiép:
tiéAp nhép va %%1;]% 1/2 ngay BM 01 - CAGng chirc tgi B6 phan
ho 50 va, qua : BM 02 MGét ctra phai xem xét,
chuyén ho Ighuqngz BM 03 |kiém tra tinh chinh xac
SO xd, thi tran day du ctia ho so; quét
(scan) va luu trir h6 so
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Bude | nNoidung | Trach | Thoi Ho .
cong NI ‘n . so/Biéu Dién giai
o n cong viec nhiém gian .
viéc mau

dién ttr, cap nhat vao co
s¢ dir liéu cua Hé théng
thong tin giai quyét thu
tuc hanh chinh Thanh
pho;

- Néu hd so day du, hop
16, chuyén vién tiép
nhan 1ap Giéy bién nhan
va hen tra két qua trao
cho ngudi ndp hd so
theo mau BM 01.

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

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

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

- B6 phan Mot cira thue
hién tiép nhan ho so thu
tuc hanh chinh do
doanh nghiép cung ung
dich vu buu chinh céng
ich chuyén dén theo
Quyét dinh
s6 45/2016/QD-TTg .

- Can b, cong chire, tai
B6 phan Mot cura phai
xem xét, kiém tra tinh
chinh x4c, ddy du cua
hd so; quét (scan) va
lvu trit hd so dién ti,
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

cap nhat vao co s¢ dir
liéu cua Hé théng thong
tin giai quyét thu tuc
hanh chinh Thanh phd.

- Thoi diém xac dinh to
chtrc, ca nhan di ndp ho
so hop phap, hop 1¢ tai
co quan c6 tham quyén
duoc tinh ké tir khi nhan
vién buu chinh va nguot
tiép nhan hd so tai Bo
phan Mot ctra 1ap va
cung ky Bién ban giao
nhan hd so theo quy
dinh. Truong hop ¢6 yéu
cau bd sung, hoan thién
hd so thi thoi diém t6
chtrc, ca nhan bo sung
day di hd so theo yéu
cau dwoc xac dinh 1a
thoi diém nop hod so hop
phap, hop 1€ (trtr truong
hop phap luat co6 quy
dinh khac).

- B6 phan Mot cira co
trach nhiém thong tin
cho t6 chuc, ca nhan vé
viéc tiép nhan hod so va
hen ngay tra két qua,
viéc yéu cau bo sung,
hoan thién hd so, tur
chdi giai quyét hd so
thu tuc hanh chinh.

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

Truong hop hdso di
duge ndp du cac thanh
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Bude | nNoidung | Trach | Thoi Ho .
cong NI ‘n . so/Biéu Dién giai
o n cong viec nhiém gian .
viéc mau

phan va bao dam vé mat
ky thuat thi Hé théng
phan hoi tu dong xac
nhan t6 chtc, ca nhan
di g thanh cong.
Trong vong 04 gio lam
viéc ké tir khi Hé thong
xac nhan g thanh
cong, can bo, cong chirc
tai BO phan Mot cua
hoan thanh cac wviéc
sau:

a) Dang nhap Hé thong
va kiém tra ho so dién
ttr to chirc, c4 nhan giri
dén. Noi dung kiém tra
dugce thuc hién theo quy
dinh tai khoan 2 Diéu
11 Nghi dinh
50 45/2020/ND-CP .

b) Trudong hop hé so
day du, chinh xac theo
quy dinh: tiép nhan hd
so va 1ap Gidy tiép nhan
hd so va hen ngay
trakét qua BM 01,
thong bao cho to chirc,
ca nhan thong qua tai
khoan cua té chuc, ca
nhan trén Hé théng, 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 théng qua
tai khoan cua to chuec,
ca nhan trén Hé théng,
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

cac kénh théong tin to
chtrc, cd nhan dang ky
va hudng dan t6 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 chtrc, ca nhan
thong qua tai khoan cua
t6 chirc, ca nhéan trén Hé
théng, cac kénh thong
tin t6 chitc, c4 nhan
dang ky va néu 10 ly do
ttr chdi hd so theo Phiéu
tir chdi giai quyét ho so
thu tuc hanh chinh
(Mau s6 BM 03).

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

Thoi gian tiép nhan
chinh thirc hoac yéu cau
chinh stra, bo sung
khéng mudn hon 04 gio
lam viéc ké tir khi hé
théng tiép nhan, trir thi
7, chu nhat, ngay nghi
1¢.

B2

Xem x¢ét,
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

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

- Pbi véi ho so du diéu
kién giai quyét: tham
muu vin ban chap
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Buoe | Noidung | Trich | Thoi Ho P
cong A e o n . so/Biéu Dién giai
o n cong viec nhiém gian .
viéc mau
thuan/Céng | thuan trinh 1anh dao
van huéng | UBND phé duyét.
dan |- Pdi voi ho so chua di
diéu kién: tham muu
Cong van hudng dan
trinh 1lanh dao UBND
phé duyét.
Theo Muc N
e
UBND in ba , X4, UL Al
Xem x&t, . . Van P aM | xem xét, phé duyét hd
B3 . R phuong, | 02 ngay chap s 12 % A
ky duyét 4. thi tran thudn/Co so: van ban chap thuan
T UAVLONE | hodc Cong van hudng
van huéng dan
dan '
Van thu UBND
Van thu 1 so da phuong, x3a, thi tran
Ban hanh UBND . ~ | phat hanh van ban
B4 - 1. , 1/2 ngay | duogc phé A 1A . A DA
van ban phuong, duvét chuyén két qua vé Bo
x4, thi tran ye phan Tiép nhan va Tra
két qua.
Céng churc A . n A
Trakét | Bo phan Cong chic BO phan
) £ n Tiép nhan va Tra két
qua, luu | Ticp nhan , ua thye hién tra két
BS hdso, | vaTrakét | 1/2ngay | Kétqua |dua 'huc nieh fra i
X o \ qua cho t6 chirc va tién
thong ké | qua UBND . A X
. o \ hanh luu ho so, thong
va theo dé1 | phuong, A x:
A ké, theo doi.
x4, thi tran
IV. BIEU MAU

Cac biéu mau str dung tai cac budc cong viée

STT M3 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, hoan thién ho so.
3. BM 03 Mau Phiéu tir chéi tiép nhan giai quyét ho so.
4. BM 04 Vin ban ding ky thay doi ngudi dai dién cua nhom sinh
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hoat ton gido tap trung.

V. HO SO CAN LUU

STT M3 hiéu | Tén biéu miu

BM 01 Mau Giay tiép nhan ho so va hen tra két qua.
BM 02 Mau Phiéu yéu cau bo sung, hoan thién ho so.
BM 03 Mau Phiéu tir chéi tiép nhan giai quyét ho so.
Vin ban ding ky thay doi nguoi dai dién cia nhom sinh
4. BM 04 NI
hoat ton gido tap trung.
5. // So yéu ly lich ctia ngudi dai dién moi.
Van bélp chép thuan cua td chirc ton gido hoac to chirc
6 /) dugc cap chung nhan dang ky sinh hoat ton gido vé viée
thay doi ngu’(‘):i dai dién doi vo1 nhém sinh hoat tén gido
tap trung do t6 chirc dang ky.
7. // Bién ban cudc hop bau, ctr nguol dai dién méi (néu co).
// Vin ban chap thuan hodc Cong vian hudng dan.
9. // Céc thanh phan ho so khac theo quy dinh.

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 viéc cong b6 danh muc thu tuc hanh chinh linh vue 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/PHUGNQ/THI TRAN Poc lap - Tu do - Hanh phuc
BO PHANTIEPNHANVA
TRA KET QUA
Sé: / TNHS-TKQ . ... , ngay .. . thang ... ... nam ... ...
GIAY TIEP NHAN HO SO VA HEN TRA KET QUA
Ma ho so......
B6 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:
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 S6 theo ddi ho so, Quyén sd:..........occevveivnn..... Sothrtu...................
NGUOI NQP 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 l1ap - Tu do - Hanh phiic
BO PHAN TIEPNHANVA
TRA KET QUA
So /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 l1ap - Tu do - Hanh phiic
BO PHAN TIEPNHANVA e
TRA KET QUA
Sé: /TCTNGQHS . , ngay .. . thang ... ... nam ... ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phan Tiép nhan va Trakét qua ..............
Tiép nhan ho SO CUAT ......oiie e

DA O oo

NGO dung YU CAU GIAL QUYEE: ..ot e

Qua xem xét, B phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét ho so

nay voily 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 1ap - Tw do - Hanh phuc

.o -(1)... .

DPANG KY
Thay doi nguwoi dai dién
cia nhéom sinh hoat ton gido tap trung la nguwoi Viét Nam

Dia diém sinh hoat ton 2140 tap trung cla NhOM: ...
Ho va tén nguoi dai I

Tén to chirc t6n gido hodc to chitc dwgc cdp ching nhan ding ky hoat dong ton gido:

Ping ky thay doi ngudi dai dién véi cac ndi dung sau:

Nguoi dai dién cii cia nhém:

S H OO VA I, . o
- Tén gOi trong tON IA0 (NEW CO): .....vveeeeeeeeeee et eee e,
= SO CMTND/CCCD: ...
SNOT U T e,
Nguoi dai dién méi cua nhom:

mH O VA BIY: oo

m S CMIIN D CCC D, e e

FNOT CE U s o

LY dO thay @011 ......oeeeoeeeeeeeeeeeeee e,
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D Kién thi diem thay GO0 ..........o.ovoveeeeeeeeeee e,

Vin ban kém theo gdm: So yéu 1y lich cuia nguoi dai dién méi; van ban chap thuin cua to
chirc ton gido hodc t6 chirc duoc cap ching nhan ding ky hoat dong t6n gido vé viéc thay
d6i ngudi dai dién di véi nhom sinh hoat ton gido tap trung do td chirc dang ky; bién ban

cudc hop bau, ct nguodi dai dién maéi (n€u o).

NGUOI PAI DIEN®
(Ky, ghi vo ho tén)

) Pia danh noi cé dia diém sinh hoat ton gido tip trung.
@ Uy ban nhan déan cip x4 noi c6 dia diém sinh hoat ton gido tap trung.
(3) Nguoi dai dién méi cua nhdém sinh hoat ton gido tap trung.

@ Ghi 15 s6 nha, duong phd, xom, thon, x&, huyén, tinh.
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QUY TRINH 12
Pé nghi thay déi dia diém sinh hoat ton gido tip trung dén dia ban xi khac
(Ban himh kém theo Quyét dinh s6 6174/0OP-UBND ngay 31 thang 12 ndm 2024
ciia Chii tich Uy ban nhdn ddn Thamh phé Hé Chi Minh)

I. THANH PHAN HO SO

Ghi chu
TT Tén hé so S6 lwgng B Truc
Truwe tiép P’
tuyen
7 File scan
01 Van ban dé nghi thay doi dia di€ém 01 Ban ban chinh
sinh hoat ton gido tap trung (BM 04) chinh | hodc file ¢6
chir ky so
File scan
02 Gidy to chumg minh c6 dia diém hop 01 Bain ban chinh
phap mé1 dé€ lam not sinh hoat ton gido chinh | hoac file ¢6
chir ky so
Van ban chép thuan cia to chuc tén .
. < A . 11 . File scan
gido hodc t6 chirc dwogce cap chung . . ,
A ax , n A X Ban ban chinh
03 | nhan dang ky hoat dong ton gido vé 01 , g .
A AT 2 ik Le o 2o, chinh | hoac file cé
viéc thay doi dia dlen} do1 vo1 nhoém ch.fr KV sé
sinh hoat tén gido do t6 chirc dang ky y
Vin ban chap thuan dang ky sinh hoat File scan
ton gido tap trung cua Uy ban nhan . ban chinh
04 dan cap xa noi ¢6 dia di€m sinh hoat 01 Ban sao hoic file cﬁ
ton gido tap trung lan dau chir ky so

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:
et S 80 OP 1 20 mgiy am vie K 1
Y ngay nhan da hd so d& nghi|  Khéng

- Nop hd so tryc tiép tai BO phan
Tiép nhan va Tra két qua Uy ban
nhan dan phuong, x4, thi tran .

hop 1€
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- Nop ho so dén BO phan 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 céng cua Thanh phé:
dichvucong.hochiminhcity.gov.vn

2. Tra két qua:

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

- Nhan két qua truc tiép tai BO phan
Tiép nhan va tra két qua.

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

- Nhan két qua truc tuyén trén Cong
dich vu cong cua Thanh phé.

III. TRINH TU XU LY CONG VIEC

Buoe | Ngidung | Trich | Thei Ho, P
cong n o n oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
A 1A Ca nhan, Theo Muc | Thanh phan hé so
Nop ho so 2 p
‘ t0 chure I theo Muc 1
* Tiép nhin hd so
Thu tuc hanh chinh
truc tiép:
Céng chirc -h(;én%v[ ,(\Jhl’l’Cq tai }]?6
B . B6 phéan Theo Muc phanl . th‘;cu’a p,aﬁ
{ Kiém tra ho | Tiép nhan ‘ I xem xet, kiem fra tin
B 50, va Tra két 1{2 ngay BM O] cIAnnh xac day du cua
0 nhin h qua lam viéc ho so; quét (scan) va
o sa Cfllu é?l UBND BM 02 lwu trit hd so dién tu,
hd soy phuong, BM 03 | cép nhét vao co so dir
XA, thi tran liéu cﬁ'a Hé théng
thong tin giai quyét
thu tuc hanh chinh
Thanh pho;
- Néu ho so day di,
hop 1€, chuyén vién




CONG BAO/S6 105+106/Ngay 15-02-2025 99

Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

tiép nhan lap Gidy
bién nhan va hen tra
két qua trao cho
nguodi ndp ho so theo
mau BM 01.

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

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

* Tiép nhin hd so
Thu tuc hanh chinh
qua dich vu buu
chinh cong ich

- B phan Mot cira
thuc hién tiép nhan
hd so thu tuc hanh
chinh  do  doanh
nghi¢p cung ung dich
vu buu chinh cong
ich chuyén dén theo
Quyét dinh
s6 45/2016/Qb-TTg .
- Can bd, cong chire,
tai BO phan Mdt cura
phai xem xét, kiém
tra tinh chinh xac,
day du cia ho so;
quét (scan) va luu trir
hd so dién tu, cap
nhat vao co so& dir
liéu cua HE théng
thong tin giai quyét
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Bude | Noidung | Trich | Thoi Ho .
cong AT A . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau

tha tuc hanh chinh
Thanh pho.

- Thoi diém xac dinh
td chirc, c4 nhan d3
nép hd so hop phép,
hop 1€ tai co quan co
tham quyén dugc tinh
ké tir khi nhan vién
buu chinh va nguoi
tiép nhan hd so tai Bd
phan Mot cua lap va
cung ky Bién ban giao
nhan hé so theo quy
dinh. Truong hop ¢o
yéu cau bd sung, hoan
thién hd so thi thoi
diém t6 chirc, ca nhan
bd sung day du ho so
theo yéu cau duoc xac
dinh 1a thoi diém nop
hd so hop phap, hop 1&
(tree trwong hop phap
ludt c¢6 quy dinh
khac).

- B6 phan Mot cura ¢o
trach nhiém théng tin
cho to chirc, ca nhan
vé viée tiép nhan ho
so va hen ngay tra két
qua, viéc yéu cau bd
sung, hoan thién hd
so, tir chdi giai quyét
hd so thu tuc hanh
chinh.

* Tiép nhan qua Hé
thong thong tin giai
quyét thit tuc hanh
chinh

Truong hop ho so da
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

dugc ndp ducac
thanh phan va bao
dam vé mat k§ thuat
thi Hé thong phan hoi
tw dong xac nhan td
chtrc, ca nhan da gui
thanh cong. Trong
vong 04 gid lam viéc
ké tir khi Hé thong
xac nhan gui thanh
cong, can bd, cong
chirc tai B phan Mot
cra hoan thanh cac
viéc sau:

a) bang nhap HE
théng va kiém tra ho
so dién tu to chuc, ca
nhan g dén. Noi
dung kiém tra duoc
thuc hién theo quy
dinh tai khoan 2 Diéu
11 Nghi dinh
50 45/2020/ND-CP .
b) Trudong hop ho so
day du, chinh xac
theo quy dinh: tiép
nhan hd so va lap
Gidy tiép nhan ho so
va hen ngay trakét
qua BM 01, thong
bao cho t6 chic, ca
nhan théng qua tai
khoan cua tb chirc, ca
nhan trén Hé thong,
cac kénh thong tin t6
chirc, ca nhan dang
ky.

¢) Truong hop ho so
chua ddy du, chua
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Bude | Noidung | Trich | Thoi Ho .
cong AT A . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau

chinh xac theo quy
dinh: théng bao cho
td6 chitc, c4 nhan
thong qua tai khoan
cia to chtc, ca nhan
trén Hé théng, cac
kénh thong tin to
chirc, ca nhan dang
ky va huéng dan to
chitc, ca nhan bod
sung mot lan day du,
chinh xac, néu 10 ly
do theo Phiéu yéu cau
bo sung, hoan thién
hd so (Mau so
BMO02).

d) Truong hop tur
chéi nhan hd so:
thong bao cho o
chtrc, ca nhan théng
qua tai khoan cua to
churc, ca nhan trén Hé
thong, cac kénh thong
tin t6 chic, ca nhan
dang ky va néu 16 ly
do tir chéi ho so theo
Phiéu tir chdi giai
quyét hd so thu tuc
hanh chinh (Mau so
BM 03).

Sau khi kiém tra, néu
bao dam cac diéu
kien dé& xu ly, tiép
nhan hd so va chuyén
cong chirc thy ly hd
SO.

Thot gian tiép nhan
chinh thirc hoic yéu
cdu chinh stra, bo
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Bude | Noidung | Trich | Thoi Ho .
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
sung khéng mudn
hon 04 gio lam viéc
ké tr khi hé théng
tiép nhan, tru tha 7,
chu nhat, ngay nghi
18.
Cong chuc thyu 1y hd
so tién hanh xem xét,
kiém tra, thim dinh
Theo Muc | hd so:
I - D6i voi ho so di
Xem xét, | Cong chirc BM 01 diéu kién giai quyét:
tham dinh hd | thulyhd | 16+ 1/2 | Dythao |tham muu van ban
B2 so, dé xuat | so UBND ngay vin ban | chap thuan trinh lanh
két qua giai | phuong, |lam viée chép dao UBND  phé
quyét x4, thi tran thuan/Céng | duyét.
van huong | - Doi voi hd so chua
dan diu diéu kién: tham
muu Cong van hudng
dan trinh lanh dao
UBND phé duyét.
Lanh dao TheOIMUC Lﬁmh da0~ ﬂ?B tNP
o phuong, x4, thi tran
B3 Xem xét, ky I}}JIEOI\,IHI; 02 ngay VZ‘E ; an xem x¢t, phé duyét
duyét <. thi tréin lam viéc 3 /(I:)A ho so: van ban chap
S ?a‘n Png thuan hodc Cong van
van huéng huéng dan.
dan
Van thu UBND
Vin thu Ho sy ds | Phuomg, xa, thi tran
Ban hanh UBND | 1/2 ngay ~ | phat hanh van ban
B4 1 . . A duoc phé 214 . A DA
van ban phu’otng,, lam viéc duvét chuyén ket qua vé Bo
x4, thi tran ye phan Tiép nhan va
Tra két qua.
Tra ké@ qua, | Cong chirc Cong chitc BO phan
BS luA;’u ho fO’,‘ B? phéP 1‘/2 nge;ly Két quéa Tié;p nhan YE‘ Trejt két
thong ké va | Tiép nhan | lam viéc qua thuc hién tra két
theo do1 va Tra két qua cho t6 chirc va
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Bude | Noidung | Trich | Thoi Ho .
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
qua tién hanh lwu ho so,
UBND thong ké, theo dai.
phuong,
x4, thi tran
IV. BIEU MAU

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

STT | Mi 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, hoan thién ho so.

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

4. BM 04 | Van ban dé nghi thay doi dia diém sinh hoat ton gido tip 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 doi dia diém sinh hoat ton gido tap trung.

s, /) (Eiéy ‘t,(‘)f cIAu'mg minh c6 dia diém hop phap méi @ lam noi sinh hoat
ton giao tap trung.
Vin ban chap thuan cua to chie ton gido hodc to chirc dugce cap

6. // ching nhén dang ky hoat dong tén gido vé viéc thay doi dia
di€m do1 vl nhdm sinh hoat ton gido do té chire dang ky.
Ban sao vin ban chap thuan dang ky sinh hoat ton gido tap trung

7. // ciia Uy ban nhan dan cap x4 noi ¢6 dia diém sinh hoat tén giao
tap trung lan dau.

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

9. // Céc thanh phan ho so khac theo quy dinh.
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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 mot 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 vyc tin

nguwdng, ton gido thudc pham vi chirc nang quan ly cia S& No1 vu.



106 CONG BAO/S6 105+106/Ngay 15-02-2025

BM 01
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA/PHUGNQ/THI TRAN Poc lap - Tu do - Hanh phuc
BO PHANTIEPNHANVA
TRA KET QUA
Sé: / 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: ..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 Sothertu. ...
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
So /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 HOQI CHU NGHIA VIET NAM
XA/PHUONG/THI TRAN Poc 1ap - Tu do - Hanh phiic
BO PHAN TIEPNHANVATRA
KET QUA
Sé: /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:

NGO dung YU CAU GIAL QUYEE: ..ot e

Qua xem xét, B phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét ho so

nay voily 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
LY ngay. L thang.. .. nam... ..

PE NGHI
Thay déi dia diém sinh hoat tdn gido tip trung

cia nhéom sinh hoat ton gido tap trung la nguwoi Viét Nam

Nguoi dai dién:

S H OO VA I, ..
- Tén goi trong trong ton Zi40 (NEU CO): ... ..vvneeee e
= SO CMTND/CCCD: e,
Pé nghi thay doi dia diém sinh hoat ton gido tip trung
v&i cdc ndi dung sau:
LY A0 thAY GOL: ..ottt
Pia diém nhém dang sinh hoat ton GiA0 tAP trUNG: ..........oevivereeeeeeeeeeeeeee e
Du Kién @i GIEM MGE: ..o
Dur Kién thoi GiEm thay @015 .........cooveeeeeeee oottt

Vian ban kém theo gdm: Gidy t& chimg minh ¢6 dia diém hop phap méi dé 1am noi sinh hoat
t6n gido; van ban chap thuan cua to chic ton gido hodc t6 chirc dugc cap ching nhan ding

ky hoat dong ton gido vé viéc thay doi dia diém d6i véi nhém sinh hoat ton giao do t6 chirc
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dang ky. Poi véi viée thay doi dia diém sinh hoat ton gido tip trung dén dia ban xa khac,
ngudi dai dién con c6 trach nhiém giri kém theo ban sao van ban chap thuan dang ky sinh
hoat ton gido tap trung ciia Uy ban nhan dan cép x4 noi c6 dia diém sinh hoat ton giao tap

trung 1an dau.

NGUOI PAI DIEN
(Ky, ghi vd ho tén)

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

) Uy ban nhan dan cr?ip x4 noi du kién dat dia diém sinh hoat ton g140 tap trung mai.
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QUY TRINH 13

Pé nghi thay déi dia diém sinh hoat ton gido tip trung trong dia ban mét xa
(Ban himh kém theo Quyét dinh s6 6174/0OP-UBND ngay 31 thang 12 ndm 2024

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

I. THANH PHAN HO SO

s S6 Ghi chu
TT Teén ho so v "
lwong | Tryctiép | Truc tuyén
File scan
Vin ban dé nghi thay ddi dia diém N , ban chinh
01 sinh hoat ton gido tap trung (BM 04) 01 Ban chinh hoic file ¢6
chir ky so
Gidy to chimg minh ¢c6 dia diém hop File scan
02 pAhap mai dé 1am noi sinh hoat ton gido 01 Ban chinh bavn chmh’
tap trung hoac file co
chir ky so
Van ban chép thuan cua té chirc tén .
. . LK . 11 . File scan
gido hoac t6 chue dugc cap ching ban chinh
03 | nhan dang ky hoat dong ton gido vé 01 Ban chinh

viéc thay doi dia diém ddi véi nhém
sinh hoat ton gido do t6 churc dang ky

hoac file co
chir ky so

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

Noi tiép nhén va tra két qua Théi 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 20 neav k& tir nes A

' gy ngay ké tor ngay nhan A

phuong, x4, thi tran . g4y £ay 0l Khong

- Nop ,h6 SO Qén Bo phan Tiép nhan va
Tra két qua Uy ban nhan dan phuong,
x4, thi tran théng qua dich vu buu
chinh céng ich.

- Nop hd so truc tuyén trén Cong dich

du ho so dé nghi hop 18




112

CONG BAO/Sb 105+106/Ngay 15-02-2025

vu

dichvucong.hochiminhcity.gov.vn

2. Tra két qua:

Coéng dﬁm, td chirc lwa chon cach thirc
nhan két qua sau day:

- Nhém két qua truc tiép tai B6 phan
Ti€p nhan va tra két qua.

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

- Nhan két qua truc tuyéq trén Cong
dich vu cong cua Thanh phd.

cong cia Thanh pho:

III. TRINH TU XU LY CONG VIEC

Buéce | \oidung | Trich | Thoi Ho .
cong | . o n . so/Biéu Dién giai
.~_ | cong viec nhiém gian X
viéc mau
Nop ho | Canhan, to Theo Muc | Thanh phan hd so theo
SO chirc I Muc I
* Tiép nhéin hé so Tha
tuc hanh chinh true tiép:
- Cong chuc tar BO phan
Mot cira phai xem xét,
kiém tra tinh chinh xac
day du cia ho so; quét
(scan) va luu trit ho so
Céng churc dién tr, cap nhat vao co
Kiém tra | B6 phan Theo Muc | 54 diy liéu cua Hé thong
Bl hd so, Tiép nhan I thong tin giai quyét thu
tidp nhan | va Trakét | 1/2ngay | BMOL | tuc hanh chinh Thanh pho;
hd so va | qua UBND BM02 |- Néu ho so day du, hop
chuyén phuong, BM 03 |1¢& chuyén vién tiép nhan
hdso | X4, thi tran lap Giay bién nhan va hen
tra két qua trao cho ngudi
ndp hé so theo mau BM
01.
- Néu ho so chua day du,
chuyén vién tiép nhan
huéng dan nguoi ndp ho
so bo sung, hoan thién ho
so theo mau BM 02.
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

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

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

- B phan Mot ctra thuc
hién tiép nhan hd so thu
tuc hanh chinh do doanh
nghi¢p cung tmg dich vu
buu chinh cong ich
chuyén dén theo Quyét
dinh s6 45/2016/QD-
TTg .

- Can bd, cong chuc, tai
B6 phan Mot cura phai
xem xét, kiém tra tinh
chinh xac, day du cia ho
so; quét (scan) va luu tri
hd so dién tu, cap nhat
vao co so dir liéu cua Hé
thong thong tin giai quyét
tha tuc hanh chinh Thanh
pho.

- Thoi diém xac dinh t6
chtrc, ca nhan da ndp ho so
hop phap, hop 1€ tai co
quan ¢6 tham quyén duoc
tinh ké tr khi nhan vién
buu chinh va ngudi tiép
nhan hd so tai Bo phan
Mot ctra 1ap va cung ky
Bién ban giao nhan ho so
theo quy dinh. Truong hop
cd yéu cau bo sung, hoan
thién ho so thi thoi diém to
chtrc, ca nhan bo sung day
du ho so theo yéu cau duogc
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Bude | \sidung | Trach | Thoi Ho .
cong | .0 L ‘n . so/Biéu Dién giai
.~_ | cong viec nhiém gian x
viéc mau

xac dinh 1a thoi diém nop
hd so hop phéap, hop 18 (trir
truong hop phap luat co
quy dinh khéc).

- B6 phan Mot cua co
trach nhiém thong tin cho
to6 chirc, ca nhan vé viéc
tiép nhan ho so va hen
ngay tra két qua, viée yéu
cau bd sung, hoan thién
ho so, tir choi giai quyét
ho so tha tuc hanh chinh.

* Tiép nhin qua Hé
thong théng tin giai
quyét thi tuc hanh chinh
Truong hop ho so d duge
ndp du cac thanh phan va
bao dam vé mit k¥ thuat
thi Hé théng phan hdi tu
dong xac nhan td chuc, ca
nhan da gui thanh cong.
Trong vong 04 gio lam
viéc ké tir khi Hé thong
xac nhan g thanh coéng,
can bo, cong chuc tai B
phan Mot ctra hoan thanh
cac vi€c sau:

a) bang nhap Hé thong va
kiém tra ho so dién tr to
chitc, c4 nhan gui dén.
No61 dung kiém tra duoc
thuwc hién theo quy dinh
tai khoan 2 Diéu 11 Nghi
dinh sb 45/2020/ND-CP .
b) Trudong hop ho so day
dia, chinh xac theo quy
dinh: tiép nhan hd so va
lap Giay tiép nhan hd so
va hen ngay trakét qua
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

BM 01, thong bao cho to
chirc, ca nhan thong qua
tai khoan cua to chic, ca
nhan trén Hé thdng, cac
kénh thong tin to chirc, ca
nhan dang ky.

¢) Truong hop ho so chua
day du, chua chinh xac
theo quy dinh: thong bao
cho t6 chac, ca nhan
thong qua tai khoan cua to
chirc, ca nhan trén HEé
thong, cac kénh thong tin
td chuc, ca nhan dang ky
va hudng dan to chue, ca
nhan b6 sung mot lan day
du, chinh xac, néu rd ly do
theo Phiéu yéu cau bo
sung, hoan thién hd so
(Mau s6 BM02).

d) Truong hop tir chdi
nhan ho so; thong bao cho
to chitc, cd nhan thong
qua tai khoan cua to chirc,
ca nhan trén Hé théng, cac
kénh thong tin to chire, ca
nhan dang ky va néu 10 ly
do tir chéi ho so theo
Phiéu tir chéi gidi quyét
ho so thu tuc hanh chinh
(Mau s6 BM 03).

Sau khi kiém tra, néu bao
dam cac diéu kién dé xir
ly, tiép nhan hd so va
chuyén cong chtc thu ly
hd so.

Thoi gian tiép nhan chinh
thirc hoac yéu cau chinh
stra, bo sung khong mudn
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hon 04 git 1am viée ké tir
khi hé thong ti€p nhan, trir
tha 7, chu nhét, ngay nghi
le.
Cong chirc thu ly hd SO
tién hanh xem xét, kiém
Theo Muc | tra, tham dinh ho so:
e xét I - Pbi véi h6, so du diéu
2 . | Cong chuc BMO1 | kién giai quyét: tham muu
tham dinh P A < , A A X
hd so. dé thu ly ho 16+ 1/ | Duwthao |van ban chap thuan trinh
B2 2,1 A so0 UBND . vinban |lanh dao UBND phé
xuat két , ngay h A
qua giai Ighuq’ngz chap duye,t. .
x| x&, thi tran thuan/Céng | - Dbi véi hd so chua du
quyct B ,
van hNu’é’ng dieu  kién: tham~ muu
dan Cong van hudng dan trinh
lanh dao UBND phé
duyét.
Theo Muc
Lanh dao I Lanh dao UBND phuong,
, UBND Vian ban | x3, thi tran xem xét, phé
Xem x¢ét, \ . X ne 1 A . 1. 4
B3 10 duvet phu’O’ng,, 02 ngay chap duyét hé so: van ban chap
Y QUYEL | <3, thi tran thuan/Céng | thudn hodc Coéng van
véan huéng hudng dan.
dan
Van thu \ | Van the UBND phuong,
\ Ho6 soda | x4a, thi tran phat hanh van
Ban hanh | UBND . n \ A1 A . A Ty
B4 . . 1/2 ngay | duoc phé | ban chuyén két qua vé Bo
van ban phuong, ~ - PO
N s X duyét phan Ti€p nhan va Tra két
x4, thi tran i
qua.
L1 X Céng churc
Tr? ket Bo phan Cong chic B phan Tiép
qua, luu £ . AT 1A ,
hd so Tiép nhap , nhan va Trgl két qua thu’g
B5 thén lié vaTraket | 1/2ngay| Kétqua |hién tra két qua cho t6
N8 5° | qua UBND chitc va tién hanh luu hd
va theo . X A ~
45 phuong, so, thong ké, theo doi.

x4, thi tran
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IV. BIEU MAU

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

STT M3 hiéu Tén biéu méu
1. BM 01 Mau Giay tiép nhan ho so va hen tra két qua.
BM 02 Mau Phiéu yéu cau bo sung, hoan thién ho so.
BM 03 Mau Phiéu tir chéi tiép nhan giai quyét ho so.
4 BM 04 t\rfsﬁgban de nghi thay déi dia diém sinh hoat tén gido tap

V. HO SO CAN LUU

STT M3 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 chéi tiép nhan giai quyét ho so.
n BM 04 Van ban dé€ nghi thay doi dia diém sinh hoat ton giao tap
trung.
Giy to ching minh co dia diém hop phap méi dé lam noi
5. /! . NN
sinh hoat ton gido tap trung.
Van bélp chép thuan cua to chirc ton gido hoac té‘Chl’l’C
6 /) duoc c:le chl'mg nhép dang ky hoat dong ton gido vé Viég
thay do1 dia diém doi va1 nhom sinh hoat tén gido do to
chirc 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 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 mot 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 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 viéc cong b6 danh muc thu tuc hanh chinh linh vue 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‘ Poc 1ap - Tu do - Hanh phuc
BO PHANTIEPNHANVA e
TRA KET QUA
Sé: /TNHS-TKQ , ngay ... .. thang ... ... nam .. ...

Bo phan Tiép nhan va Trakét qua .........

Tiép NhAN RO SO CUAL ..o

i G
SO dién thoai: ..o Email: ...

NOi dung yeu CAU IAL QUYEE: ... et

Thoi gian giai quyét hd 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

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 phuc
BO PHAN TIEPNHANVA e
TRA KET QUA
So /HbnHs , ngay ... .. thang ... ... nam ... ..

NOi dung YU CAU IAT QUYEE: ... oe ettt
DA Gl 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 l1ap - Tu do - Hanh phic
BO PHANTIEPNHANVA
TRA KET QUA
Sé: /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:

NGO dung YU CAU GIAL QUYEE: ..ot e

Qua xem xét, B phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai quyét ho so

nay voily 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
LY ngay. L thang.. .. nam.....

PE NGHI
Thay déi dia diém sinh hoat tdn gido tip trung

cia nhéom sinh hoat ton gido tap trung la nguwoi Viét Nam

TN tON GIA0: ... i

Tén to chirc t6n gido hodc to chitc dwgc cdp ching nhan ding ky hoat dong ton gido:

Nguoi dai dién:

S H OO VA I, ..
- Tén goi trong ton iAo (NEW COY: ....v'iee et
= SO CMTND/CCCD: ...t
P& nghi thay doi dia diém sinh hoat ton gido tip trung

v&i cdc ndi dung sau:

LY A0 thAY GOL: ..ottt
Pia diém nhém dang sinh hoat ton GiA0 tAP trUNG: ..........oevivereeeeeeeeeeeeeee e
Du Kién @i GIEM MGE: ..o
Dur Kién thoi GiEm thay @015 .........cooveeeeeeee oottt

Vin ban kém theo gdbm: Gidy to chimg minh c6 dia diém hop phap méi dé 1am noi sinh hoat
t6n gido; van ban chap thuan cua to chic ton gido hodc t6 chirc dugc cap ching nhan ding
ky hoat dong ton gido vé viéc thay doi dia diém d6i véi nhém sinh hoat ton giao do t6 chirc
dang ky. Pdi v6i viée thay doi dia diém sinh hoat ton gido tap trung dén dia ban xi khac,

ngudi dai dién con c6 trach nhiém giri kém theo ban sao van ban chap thuan dang ky sinh
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hoat ton gido tap trung ciia Uy ban nhan dan cép x4 noi c6 dia diém sinh hoat ton giao tap

trung 1an dau.

NGUOI PAI DIEN
(Ky, ghi vo ho tén)

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

) Uy ban nhan dan cr?ip x4 noi du kién dat dia diém sinh hoat ton g140 tap trung mai.



