UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

THANH PHO HA NOI Péc 1ap - Tu do - Hanh phiic
$6:3851 /QB-UBND Ha Noi, ngay 25 thiang 7 nam 2024
QUYET PINH

Vé viéc phé duyét phwong an tai cau tric quy trinh giai quyét cac thii tuc hanh

chinh dwoc lwa chon xiy dung dich vu cong trwc tuyén toan trinh tich hop trén

Cong Dich vu cong qudc gia thudc thAm quyén giai quyét cia Sé Noi vu, UBND
cAp huyén, UBND cép xa trén dia ban thanh phé Ha Ni

CHU TICH UY BAN NHAN DAN THANH PHO HA NOI

Can cir Luat To 6 chirc chinh quyen dia phuong ngay 1 9/6/201 5; Luat swa doi,
bé sung mot sé diéu cia Ludt Té chire chinh phit va Ludt Té chire chinh quyén dia
phuong ngay 22/11/2019;

Can cir Nghi dinh sd 61/2018/ND-CP ngay 23/4/2018 cua Chinh phu vé thuc
hién co ché mét civa, mét civa lién thong trong gidi quyét thii tuc hanh chinh; Nghi
dinh s6 1 07/2021/ND-CP ngay 06/12/2021 cua Chinh phu sita doi, bo sung mot s6
diéu ciia Nghi dinh so 61/2018/NP-CP ngay 23/4/2018 ciia Chinh phii vé thuc hién
co ché mot cira, mét civa lién thong trong gidi quyét thii tuc hanh chinh;

Can cir Nghi dinh s6 45/2020/NP-CP ngay 08/4/2020 ciia Chinh phii vé thuc
hién thu tuc hanh chinh trén moi truong dién tur;

Can cit Quyét dinh sé 31/2021/0D-TTg ngay 11/10/2021 cua Thii tuéng
Chinh phii vé ban hanh quy ché qudn 1y, vdn hanh, khai thdc Cong dich vu céng
quéc gia,

Can cir Thong tw s 01/2018/TT-VPCP ngay 23/11/2018 cua Van phong
Chinh phii huéng dan thi hanh mot s quy dinh ciia Nghi dinh s6 61/2018/ND-CP
ngay 23/4/2018 cua Chinh phu vé thire hién co ché mét cira, mét cira lién théng
trong gidi quyét thii tuc hanh chinh;

Can cir Théng tw s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh
phii quy dinh mét s6 néi dung va bién phdp thi hanh trong sé héa ho so, két qua gidi
quyét thu tuc hanh chinh va thyc hién thu tuc hanh chinh trén moi truong dién tu;

Can cir Quyét dinh sé 179/0P- -BNV ngay 15/3/2024 cua Bo Noi vu vé viéc
cong bo danh muc thii tuc hanh chinh cdp dia phwong thuéc pham vi quan Iy nha
nude cia Bé Noi vu dii diéu kién thuc hién dich vu cong truc tuyén toan trinh;

Theo dé nghi cua Giam déc S¢ Néi vu thanh pho Ha Noi tai To trinh
56 2215/TTr-SNV ngay 26/6/2024.

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay phuong 4n tai cau trac 56 quy
trinh giai quyét thu tuc hanh chinh linh vuc Tin ngudng, ton giao; T chirc phi chinh
phu; Cong tac thanh nién dugc lya chon xay dung dich vu cong truc tuyén toan trlnh
tich hop trén Cong Dich vu cong qudc gia, trong d6 47 quy trinh thudc tham quyen
giai quyét cia S6 Noi vu, 05 quy trinh thudc tham quyén giai quyét cia UBND cép



huyén; 04 quy trinh thudc thim quyén giai quyét cia UBND cép x3 trén dia ban
thanh phd Ha Noi.
(Chi tiét tai cdc phu luc kém theo)

Piéu 2. Giao S& Noi vu chi tri, phdi hop vi cac co quan, don vi ¢6 lién quan,
cin ctr Quyét dinh nay xdy dung quy trinh dién tr dé phuc vu viéc cung cap dich vu
cong tryc tuyén ciia Thanh phé va tich hop voi Cong Dich vu cong qubc gia theo
quy dinh.

Piéu 3. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Piéu 4. Chanh Vin phong Uy ban nhan dan Thanh phd; Giam ddc cac So;
Thu truong céc ban, nganh; Chu tich Uy ban nhan dan cac quan, huyén, thi xa; Chua
tich ij ban nhan dan xa, phuong, thi trin va céc t6 chuc, ca nhan co lién quan chiu
trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: KT. CHU TICH
- Nhu Piéu 4; :
- Cuc KSTTHC - Van phong Chinh phu;
- Chu tich, cac PCT HDND Thanh phd;
- Chu tich, cac PCT UBND Thanh phé;
- VPUBTP: CVP, PCVP C.N.Trang;
cac phong: KSTTHC, NC, HCQT, TTDT;
- Trung tdm béo chi thu do Ha Noi;
- Luu: VT, KSTTHC,

Ha Minh Hai



DANH MUC THU TUC JAS#EEE SN
GIAO; TO CHUC PHI [N m
TAI CAU TRUC QUY KR TR i

CAP HUYEN, UBND CAP ‘ TREN DIA BAN THANH PHO HA NOI
(Kém theo Quyét dinh so /OP-UBND ngay thang nam 2024

ciia Chii tich UBND thanh phé Ha Ngi)

STT Linh vuc/Tén quy trinh ngi b Ky hi¢u

A | TTHC CAP THANH PHO

| | LINH VUC TIN NGUONG, TON GIAO
Thu tuc dé nghi cong nhan t6 chirc ton gido co dia ban hoat dong & mot

1 i QT-01
tinh
Thii tyc dang ky sira doi hién chuong cua to chirc ton gido c6 dia ban

2 NV QT-02
hoat dong & mot tinh
Thu tuc dé nghi thanh lap, chia, tach, sip nhap, hop nhét to chirc ton

3 | ., N N QT-03
gido tryc thudc co6 dia ban hoat dong & mot tinh
Thu tuc dé nghi thay ddi tén cua to chirc tén gido, to chirc ton gido truc

4 A 4o s N QT-04
thudc co dia ban hoat dong & mot tinh
Thu tyc dé nghi cap diang ky phap nhan phi thuong mai cho to chirc

5 | W QT-05
ton gido truc thude co dia ban hoat dong & mot tinh
Thu tuc dang ky ngudi dugce bo nhiém, bau ct, suy cur lam chuc viéc

6 | dbi v6i cac trudng hop quy dinh tai khoan 2 Piéu 34 cua Luat tin | QT-06
ngudng, ton gido
Thu tuc dang ky ngudi duoc bd nhiém, bau ctr, suy cur lam chure viéc

7 | cta t6 chitc duge cip chimg nhan ding ky hoat dong ton gido co dia | QT-07
ban hoat dong & mat tinh

3 Thu tuc dang ky mé 16p bdi dudng vé t6n gido cho ngudi chuyén hoat QT-08
dong ton gido
Thu tuc dé nghi td chtre dai hoi cta td chirc ton gido, td chirc ton giao

9 | tryc thudc, to chirc dugc cap ching nhan diang ky hoat dong ton gido | QT-09
c¢6 dia ban hoat dong & nhiéu huyén thuéc mot tinh
Thu tuc dé nghi td churc cudc 18 ngoai co s¢ ton gido, dia diém hop

10 | phap da dang ky c6 quy md to chirc & nhiéu huyén thuéc mot tinh hozc | QT-10
& nhiéu tinh
Thu tuc dé nghi gidng dao ngoai dia ban phu trach, co s¢ ton gido, dia

11 | diém hop phap d3 dang ky c6 quy mo t6 chirc & nhiéu huyén thuoc mot | QT-11

tinh hodc ¢ nhiéu tinh




STT

Linh vuc/Tén quy trinh ngi b

Ky hi¢u

12

Thu tuc thong bao thay ddi tru s& ctia t6 chire ton gido, t6 chirc ton gido
true thudc

QT-12

13

Thu tuc thong bao vé viée da giai thé t chirc ton gido truc thudc cé dia
ban hoat dong & mot tinh theo quy dinh cua hién chuong cia to chire

QT-13

14

Thu tuc thong bao to chirc quyén gop khong thude quy dinh tai diém a
va diém b khoan 3 Diéu 19 ciia Nghi dinh s6 162/2017/ND-CP

QT-14

15

Thu tuc thong bao ngudi duoc phong phdm hodc suy ctr lam chire séc
d6i v6i cac trudong hop quy dinh tai khoan 2 Diéu 33 cua Luét tin
ngudng, ton gido

QT-15

16

Thu tuc thong bao hay két qua phong pham hoic suy cir chire sic doi
v6i cac truong hop quy dinh tai khoan 2 Piéu 33 cua Luat tin ngudng,
ton giao

QT-16

17

Thu tuc thong bao vé nguoi dugc b6 nhiém, bau ctr, suy cur [am chure
viéc ddi v6i cac truong hop quy dinh tai khoan 2 Diéu 34 cia Luat tin
ngudng, ton gido

QT-17

18

Thu tuc thong bao vé nguoi dugce bo nhiém, bau ctr, suy cu lam chuc
viéc cta to chirc dugc cap chimg nhan dang ky hoat dong t6n gido co
dia ban hoat dong & mot tinh

QT-18

19

Thu tyc thong bao két qua bo nhiém, bau cir, suy cir nhitng ngudi lanh
dao to chirc cua to chirc duoc cip chimg nhan dang ky hoat dong ton
gido co6 dia ban hoat dong & mdt tinh theo quy dinh tai khoan 7 Diéu
34 cua Luat tin ngudng, ton gido

QT-19

20

Thit tuc thong bao két qua bd nhiém, bau cir, suy cir nhitng ngudi lanh
dao to chire dbi vai to chire ton gido co6 dia ban hoat dong mot tinh theo
quy dinh tai khoan 7 Diéu 34 cta Luit tin ngudng, ton gido

QT-20

21

Thu tuc thong bao két qua bo nhiém, bau cir, suy cit nhitng ngudi lanh
dao t6 chirc dbi véi to chirc ton gido truc thudc cé dia ban hoat dong &
mot tinh theo quy dinh tai khoan 7 Diéu 34 cua Luat tin ngudng, ton
gido

QT-21

22

Thu tuc thong bao thuyén chuyén chire sic, chirc viéc, nha tu hanh

QT-22

23

Thu tyuc thong bao cach chuce, bai nhiém chuc sdc, chie viée ddi voi
cac trudong hop quy dinh tai khoan 2 Diéu 33 va khoan 2 Diéu 34 cua
Ludt tin ngudng, ton gido

QT-23

24

Thu tuc thong bdo céach chirc, bai nhi€ém chuc viéc cua td chire duoc
cép chuing nhéan dang ky hoat dong ton gido cé dia ban hoat dong & mdt
tinh

QT-24

25

Thu tuc théng bao danh muyc hoat dong ton gido dbi voi td chirc ¢6 dia
ban hoat dong ton gido & nhiéu huyén thugc mot tinh

QT-25

26

Thu tuc théng bao danh muc hoat dong ton gido bd sung dbi voi to
chtrc c6 dia ban hoat dong ton gido & nhiéu huyén thugc mot tinh

QT-26




STT Linh vuc/Tén quy trinh ngi b Ky hi¢u
Thu tuc thong bao t6 chirc hdi nghi thuong nién cua td chirc ton gido,
27 | t6 chire ton gido truc thude c6 dia ban hoat déng & nhiéu huyén thuoc | QT-27
mot tinh
Il | LINH VUC TO CHUC PHI CHINH PHU
1 | Thu tuc cong nhan ban van dong thanh lap hoi QT-28
2 | Thu tuc thanh 1ap hoi QT-29
3 | Thi tuc phé duyét diéu 1& hoi QT-30
4 | Tha tuc chia, tach; sap nhap; hop nhat hoi QT-31
5 | Thu tuc d6i tén hoi QT-32
6 | Thu tuc hoi tu giai thé QT-33
7 | Thia tuc bdo céo to chitc dai hoi nhiém ky, dai hoi bat thuong ciahoi | QT-34
8 | Thu tuc cho phép hoi dat van phong dai dién QT-35
9 | Thi tuc cap gidy phép thanh 1ap va cong nhan diéu 1& quy QT-36
10 Thu tgc cong nhan quy du diéu kién hoat dong va cong nhan thanh vién QT-37
Ho1 dong quan 1y quy
11 | Thu tuc cong nhan thay doi, bo sung thanh vién Hoi dong quan Iy quy | QT-38
1o | Thituc t{lay d6i gidy phép thanh lap va cong nhan diéu 18 (sira d6i, bd OT-39
sung) quy
13 | Thu tuc cép lai gidy phép thanh 1ap va cong nhan diéu 1& quy QT-40
14 Thu tu:: cho phép quy hoat dong trd lai sau khi bi dinh chi c¢6 thoi han QT-41
hoat dong
15 | Thu tuc hop nhat, sap nhap, chia, tich, mé rong pham vi hoat dong quy | QT-42
16 | Thu tuc d6i tén quy QT-43
17 | Thu tuc tu giai thé quy QT-44
111 | LINH VUC CONG TAC THANH NIEN
1 | Tha tuc thanh 1ap t6 chirc thanh nién xung phong & cép tinh QT-45
2 | Thu tuc giai thé to chirc thanh nién xung phong & cap tinh QT-46
3 | Thu tuc xac nhan phién hiéu thanh nién xung phong & cip tinh QT-47
B | THU TUC HANH CHINH CAP HUYEN
LINH VU'C TiN NGUONG, TON GIAO
1 Thu tuc th(t)ng bao md 16p bodi dudng vé ton gido theo quy dinh tai QT-48
khodn 2 Diéu 41 Luat tin ngudng, ton gido
, | Thii tuc thong béo danh muc hoat dng ton gido dbi voi to chirc ¢6 dia OT-49
ban hoat dong ton gido ¢ nhi€u xa thudc mot huyén
Thu tuc théng bao danh muc hoat dong ton gido bd sung dbi voi to
3 , ; as \ A A .. Y ~ A A A QT'SO
chtrc c6 dia ban hoat dong ton gido & nhi€u xa thudc mot huyén
Thu tuc thong bao t6 chirc hdi nghi thuong nién cua t6 chirc ton gido,
4 | . T QT-51
t0 churc ton gido truc thudc co6 dia ban hoat dong & mot huyén
5 Thi tuc théng bao to chirc quyén gop ngoai dia ban mot xi nhung QT-52

trong dia ban mgt huyén, quan, thi xa, thanh phé thudc tinh, thanh phé




STT Linh vuc/Tén quy trinh ngi b Ky hi¢u

thudc thanh phé tryc thudc trung wong cua co sé tin ngudng, to chirc
t6n gido, to chirc ton gido truc thude

C | THU TUC HANH CHINH CAP XA
Thu tuc thong bdo danh muc hoat dong ton gido dbi véi td chire c6 dia QT-53
ban hoat dong ton gido & mot xa
Thu tuc théng bao danh muc hoat dong ton gido bo sung dbi voi to

2 A A QT-54
chtrc c6 dia ban hoat dong ton gido & mot xa

3 | Thi tuc thong bao vé viée thay d6i dia diém sinh hoat ton gido tap trung | QT-55

4 Thu tuc théng bao td chirc quyén gop trong dia ban mot xi clia co sé QT-56

tin ngudng, to chirc ton gido, td chlrc ton gido truc thude




NOI DUNG PHUONG AN TAI CAU TRU¢
TiN NGUO‘NG TON GIAO TO CHU

(Kém theo Quyét dinh sé /OP-UBND ngay  thang

nam 2024 cua Chu t;ch UBND thanh phé Ha Noi)

1. QUY TRINH GIAI QUYET THU TUC HANH CHINH LINH TIN NGUONG, TON GIAO; TO CHUC PHI CHINH
PHU; CONG TAC THANH NIEN PUQC TAI CAU TRUC QUY TRINH, LUA CHON XAY DUNG DICH VU CONG
TRU'C TUYEN TOAN TRINH, TiCH HQP TREN CONG DICH VU CONG QUOC GIA THUQC THAM QUYEN GIAI

QUYET CUA SO NOI VU.
1. Quy trinh: Thi tuc dé nghi cong nhan to chirc ton gido c6 dia ban hoat dong & mot tinh (QT-01)
Budc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin ctr phap ly Ghi cha
- C4 nhan nop ho so truc tuyén tai Cong dich vu 2 .
cdng quéc gia (dia chi: dichvucong.gov.vn) hoic (:Cécr)lng&gil Vil';
Cong dich vu cong cua Thanh pho (dia chi: thu fhién dégn Ngudoi nop
dichvucong.hanoi.gov.vn); Hhan mot léng ho so phai
- Ngudi nop hd so ding ky tai khoan giao dich dién didy -}Er(,m- e | dangky tai
. tir, dang nhap tai khoan, Xac thuc dinh danh dién ti o tdigCé)i Nghi dinh s | khoan giao
NG Té chire, | (theo huong dan trén Cong Dich vy cong). Dici o £ | 95/2023/ND- | dich dién tu,
hd 'sp(r canhan |- Cong DVC ket noi voi CSDLDC dé khai thac cac Thanh phé dgé CP ngay 29 dang nhap
trurong thdng tin caa céng dan co6 trong CSDLDC thue hilén chc thang 12 nam | tai khoan,
(khi dugc ket noi). WS 2023 cua Xac thyuc
i oA A _ budc ti€p theo; , , )
- Nguoi nop ho so lya chon: Tai khodn edm Chinh phu quy | dinh danh
+ Djch vu cong truc tuyén Tén din nh%?l va dinh chi tiét dién tu
+ Chon S¢ Ngi vu i DY ] mot sd diéu va
+ Chon linh viee Tin ngudng, ton giao : ' bién phap thi




Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cit phap ly Ghi chd
+ Chon thi tuc: Pé nghi cong nhén to chirc ton hanh Luét tin
gido c6 dia ban hoat dong ¢ mot tinh ngudng, ton
- Ngudi nop ho so dién cac noi dung theo Biéu miu gido
dién tir (chi tiét tai Phu luc 1.1 kém theo).

(Trweong hop céc thdng tin trong Biéu mau dién tir di
c6 trong Co 56 dir liéu quoc gia Vé ddn cu, hé théng
thong tin cd lién quan, dugc dien tuw dong (neu CO)
- Tich hop thanh phan hd so theo mau tai Biéu miu g x e
dién tir (chi tiét tai Phu luc 1.2 kém theo); Biéu mau dién tr
A L ~ At b A b g 42 Thong bao vé
- Nguoi ndp kiém tra, cap nhat thong tin bao dam A 1A
R j , viéc da gui ho so
thong tin day d1‘1, chinh xac, hqp phap. ‘ thanh cong, chd
- Nguo1 ndp ho so truc tuyén lya chon gui ho so kiém tra, tlep
(ban gidy), nhan két qua giai quyét ho so (ban gidy) nhén, phan hdi
qua dich vu buu chinh cong ich.
(Trudng hop cong dan khong lua chon nhan két qua
qua dich vy buu chinh cong ich, Ban Ton gido s€
guri két qua file dién tir vao dia chi email cua cong
dan)
1. Nhan thong bao c6 ho so méi trén Hé thong; Vin ban tir chéi, | Biéu miu theo
2. Kiém tra ho so va céc thong tin. van ban hudng Thong tu
B$ phan Truong hop ho S0 can bo sung hodc ho so khong \ . dan; o 01/2018/T‘T—
Mot cica thugc tham quyen giai quyét: Giri Thong bao dén | %2 ngay Phleuvch.uyen XU VPCP ngay
) Nguoi ndp hd so (miu Théng bao Pién tir) néu rd 1y (Thé hién trong | 23/11/2018 cua
Iy do va c6 van ban huéng din nguoi yéu cau bd Phan meém bang Vin phong
sung hod so, hoan thién hd so, néu rd loai gidy to, 1énh chuyén) Chinh phu




Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cit phap ly Ghi chd

n6i dung can bo sung dé Ngudi ndp ho so bo sung,

hoan thién.

3. Truong hop Ngudi ndp hd so khong bd sung,

hoan thién dugc hd so, c6 vin ban tir chdi giai quyét

yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (Sb theo dbi

dién tir theo mau).

4.2. X4c nhan thong tin, giri thong bao tiép nhan

(ma ho so va ngdy gio tra két qua) vao tai khoan cta

Nguoi nop ho so.

Chuyén ho so téi Truéng B phan mot cira; Chuyén

hd so dén Lanh dao Ban Ton gido.

1. Truy cdp vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Linh dao | méi va tiép nhan ho 50. o ‘ 02 ngay Iy (Thé hién trong

Ban 2. Phén cong thu Iy ho so, chuyén ho so vé phong Phan mém bang

Nghiép vu. 1énh chuyén)

1. Truy cap vao H¢ thong nhan thong bao ¢ ho so

mdi va tiep nhan ho so. A e A TTA
Lanh dao | 2. Phan cong cho cong chuc thy 1y h6 so, tham muu Cap rilﬁ%tntr.en He

Phong, | gidi quyct ; : ) L x Yéu cau b%)’ sung/
Céng chire | 3. Cong chirc thu 1y hd so kiém tra hd so (Biéu miu, | 35 ngay C o s &
thu Iy hd | file dinh kém). fur ehol glal
. A g A A i Z,. quyét/Du thao
SO - Truong hop ho so chua du dic€u kién giai quyét: vin ban

du thao vian ban théng bao b sung hd so (Iinh dao
Ban ky); néu rd 1y do, ndi dung can bo sung.




10

Budc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cir phap ly

Ghi chu

- Trudng hop ho so khong du diéu kién giai quyét:
du thao van ban thong bao tra lai hd so (lanh dao
Ban ky), néu r6 ly do.

4. Trudng hop ho so day du, tiép nhan hd so:

- Tham muu vin ban xin ¥ kién cac co quan lién
quan (1anh dao Ban ky).

- Toéng hop ¥ kién cac co quan lién quan va thim
dinh cac ndi dung;

- Du thao van ban cua S¢ trinh Lanh dao UBND
Thanh phé; van ban cia UBND Thanh phd (quyét
dinh/y kién chi dao).

Lanh dao
Ban

Kiém tra hd so:

- Néu dong ¥: ky nhay du thao van ban caa So trinh
Lanh dao UBND Thanh phd; ky nhay du thao vin
ban ctia UBND Thanh phd.

- Néu khong dong y: Chuyén lai Chuyén vién Phong
Nghiép vu.

2 ngay

Cap nhat trén H¢
thong;

Lanh dao
S&

Xem xét ho so:

- Néu dong ¥: ky duyét van ban trinh Lanh dao
UBND Thanh phé; ky nhay dy thao van ban cua
UBND Thanh phd.

- Néu khong ddng ¥: Chuyén lai Ban Tén gido.

3 ngay

Céap nhat trén H¢
thong;

Lanh dao
UBND
Thanh

ph("i

Xem xét hd so:
- Néu dong V: ky duyét vin ban cia UBND Thanh
phd (Quyét dinh/y kién chi dao).

10 ngay

Cap nhat trén H¢
thong;

Quyét dinh
(Mau A2)/Vin
ban chi dao
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Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cit phap ly Ghi chd
- Néu khong ddng ¥: Chuyén lai S6 No6i vu, Ban Tén
gido.
Tiép nhan vin ban tra 10i cia UBND Thanh phd:
Lanh dao |- Néu UBND Thanh phé da ra quyét dinh: nhan & dinh
Phong, quyét dinh va tra vé B6 phan TN&TKQ dé ban giao Cap nhat trén H¢ (ﬁgyiz)ﬁ)u
Cong chirc két qua cho cong dan; 03 ngay thong; théouVén ban
thu ly ho | - Néu UBND Thanh phd ra y kién chi dao: du thao tra 153
SO van ban tra 10i t6 chirc/ca nhan t6n gido (Lanh dao
Phong ky nhay)
Lianh dao | Xem xét ky duyét vin ban tra 10i to chitc/ca nhan ton \ Cap nha_A}t tren He Q:uyet dmhv
: . 02 ngay thong; (Mau A2)/ Van
Ban giao 1
ban tra 101
Co?g chire Hoan thién Ho6 so, chuyén két qua vé Bo phan Ya Cap nhg;t tren He (guyet dmhw
phong thy TN&TKQ g thong; (Mau A2)/ Van
I hé so gay ban tra 1o
3.\ B§ phan Hogn thién
Hoan Mot cita/ ’ ’ cac quy
tlAn@n T(x; chitc | BO phan Mot cura tra két qua cho Tb chure, cong dan Tfa ket Tr? ng thong tn Q:uyet dmhv tr} nh l‘fet
ho so; R N S SRR . N qua trong dong bo Cong | (Mau A2)/ Van | thuc ho so
. cong dan, | (qua dia chi email hoac dich vu buu chinh cong ich) . : o s N N
Tra e A ngay Dich vu quoc gia ban tra 161 trén Phan
£ nguoi nép A )
ket A mém Dich
. ho so 0
qua vu cong
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PHU LUC 1.1: BIEU MAU PIEN TU

1. Tén t6 chuc ton gido (chit in hoa):
2. Tén giao dich qudc té (néu co):

3.
4
5

Tru sé cua td chuec:

. Tén tbn gido:

. Nguoi dai dién:

- Ho va tén:

- Tén goi trong ton giao (néu co):
- S6 CMTND/CCCD:

- Chtrc vy, pham vi (néu co):

6. S6 luong tin do:

7. Pia ban hoat dong cua td chure tai thoi diém dé nghi:

8. Co cau to chuec:



13

PHU LUC 1.2: THANH PHAN HO SO DPIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Diéu kién veé ky

TT Tén thanh phan ho so chup/bin dién tir bude dinh kém Nop ban chinh thuat
Vin ban dé nghi (theo mau B9). \ c 1o ad Van ban c6 chir ky
Ban scan van ban dé Loy LA L1 o«
1. : Bat budc Bat budc s0 hoac file scan
nghi \
mau
Vién ban tom tat qua trinh hoat dong Vian ban co6 chir ky
2. | cua t0 chuc tu khi dugc cap chung Ban scan Bat budc Bat budc sO hoac file scan
nhén dang ky hoat dong ton gido. mau
Danh sach, so yéu 1y lich, phiéu ly lich e
Oarh iy s 1 Ik i 5 | | Vinbin s ik
3. R phap, S, q e qea Ban scan Bat buoc Bat budc sO hodc file scan
dong ton giao cua nguoi dai dién va X
~ | T 2 ., mau
nhitng nguoi du kién lanh dao to chic.
Ban tom tat gido ly, gido luat, 1€ nghi. Vian ban co chit ky
4. Ban scan Bat budc Bat budc s0 hoac file scan
mau
Hién chuong cua t6 chuc. Vian ban co chit ky
5. Ban scan Bat buoc Bat budc sO hodc file scan
mau
Ban ké khai tai san hop phap cua to Van ban c6 chir ky
6. | chtc. Ban scan Bat buoc Bat budc sO hodc file scan
mau
Giay to chung minh c6 dia diém hop Vian ban c6 chit ky
7. | phap dé dat tru so. Ban scan Bat budc Bat budc sO hoac file scan
mau
8. | Tai liéu khéac kem theo (n€u co). Bén scan Khong Bat budc Khong Bat bude Ban scan




M4iu B9

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

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

DE NGHI
Cong nhén td chirc ton gido
Kinh gtri: .................. @
Tén t6 chtre dé nghi (chit in hoa): .........c..ccooeeveeeeii G

Dé nghi cong nhan t6 chirc ton gido véi cac ndi dung sau:

Vin ban kém theo gdm: Vin ban tom tit qua trinh hoat dong ciia t6 chire tir khi dugc cip chung nhéan ding ky hoat dong ton
gigo; danh sach, so yéu Iy lich, phiéu Iy lich tu phap, ban tém tit qué trinh hoat dong ton gido ciia ngudi dai dién va nhitng ngudi
du kién 1&nh dao t& chuc; ban tém tit gido 1y, gido luat, 1& nghi; hién chuong cua té chirc; ban ké khai tai san hop phap cia tb
chuc; gidy to chimng minh c6 dia diém hop phap dé dat tru sé.

TM. TO CHUC
(Ky, ghi rd ho tén, chirc vu)
® Pia danh noi co try so cia td chirc.

@ Co quan quéan Iy nha nude vé tin ngudng, ton gido & trung wong déi voi d& nghi cong nhan t6 chue ton gido cd dia ban hoat
dong & nhiéu tinh; Uy ban nhéan dan cép tinh d6i véi d& nghi cong nhan t6 chirc ton gido c6 dia ban hoat dong & mot tinh.

@ Tén tb chirc da duoc cip chimng nhén diang ky hoat dong ton gido.
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Miu A2
.................. ® CONG HOA XA HOI CHU NGHIA VIET NAM
------- Doc ldp - Tu do - Hanh phuc
S6: ... /QD-...@ ..® ..., ngay ... thang .... ndm....
‘ QUYET DINH
Ve viéc cong nhén to chirc ton gido

......... (4)
Can cir Piéu 21 va Piéu 22 ciia Ludt tin ngudng, tén gido ngay 18 thang 11 niam 2016;
CaN CUE oo O )
TREO @6 NGRE CUL.......co.oeeoeeeeeeeeeee e

QUYET PINH:
Diéu 1. Cong nhan tb chuc ton gido:
Tén t& chtrc t6n i40 (ChE iN HOAY:.........eeeeeeeeeeeeeee e e
Tén giao dich qUAC t& (NEU COY..vmveimeeeeeeeeeeeeee e
Tru §6 CUA 18 CHTC tON IA0: ..o eeeeeeee e een e
LA (o 40 Lo OO RRS
Nam hinh thanh tai VIEt Nami.......cooviiviiiiiieiceeeee et
TonN chi, muc dich hoat AONE:........ccoveiieiireireesee e
€O CAU O CIC: oo
Dia ban hoat AONE:.......ccooiiiiiiiiiie s
Pibu2. ..o ® dugc hoat dong ton gido theo quy dinh cta phap luat Viét Nam va Hién chuong cia td

chuc dd duge co quan nha nudce c6 thdm quyén chip thuan.

Diéu 3. (Hiéu lyc cia Quyét dinh; ghi tén co quan, té chirc, ¢4 nhan c6 lién quan trong viéc thi hanh Quyét dinh).

Noi nhén: LS S
- Nhu bidu 3; (Chit ky, ddu)
- Luu: VT,.........

@ Co quan quan 1y nha nude vé tin ngudng, ton gido & trung wong déi véi viée cong nhan td chirc co dia ban hoat dong & nhidu
tinh; Uy ban nhén dan cip tinh d6i vai viéc cong nhan td chirc co dia ban hoat dong & mét tinh.

@ Viét tt tén co quan ban hanh Quyét dinh.

@ Pja danh noi ban hanh Quyét dinh.

@ Thii treong co quan nha nude o thim quyén ban hanh Quyét dinh.

®) Vin ban quy dinh chiic nang, nhiém vu, quyén han va co ciu td chirc cua co quan ban hanh Quyét dinh.

®) Tén té chirc ton gido duoc cong nhan.



2. Quy trinh: Tha tuc ding ky sira déi hién chwong ciia té chirc ton gido cé dia ban hoat dong & mét tinh (QT-02)

Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Cé& nhan nop hd so truc tuyén tai Cong dich vu
cdng quéc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu cdng cua Thanh phd (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hi¢n dang
- Nguoi nop ho so ding ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap tai khoan, xac thuc dinh danh dién ta diéu huéng ngudi
(theo hudng dan trén Cdng Dich vu cong). dung t6i Cong L
- Cong DVC két ni voi CSDLDC dé khai thac cac Dich vu cong Nghi dinh s6 o
tredng thdng tin cua cong dan cé trong CSDLDC Thanh phd dé 95/2023/ND- | Ngudi nop
(khi duoc két ndi). thuc hién céc CPngay29 | ho so phai
- Nguoi nop hd so lua chon: budc tiép theo; thang 12 nam dan% ky tai
1 . | +Dichvycong truc tuyén 2023 cua | khodn giao
Nop | YOchie, | chon g Ngi vu Tai khoan gom | Chinh phu quy | dich dién tu,
hdso | 2 nhan |, Chon linh vuc Tin nguong, ton giao Tén dang nhap va d}nhfh,l;[let . d\apg nI}ap
+ Chon thii tuc: Piang ky sira doi hién chwong ciia mat khau. mot s d}eu va | tal khoan,
t0 chirc ton gido c6 dia ban hoat dong ¢ mot tinh bf(?n phaP ﬂ?l Xac thuc
- Ngudi nop ho so dién cac noi dung theo Biéu miu hanhNLuat :un dm'f] daf‘h
dién tir (chi tiét tai Phu luc 2.1 kém theo). L ngudng, ton dicn tu
Biéu mau dién tr glao

(Trwong hop céc thdng tin trong Biéu madu dién tir da
c6 trong Co 56 dir ligu quoc gia Vé ddn cu, hé thong
thong tin cd lién quan, dugc dien tu dong (neu co) _

- Tich hop thanh phan h6 so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 2.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

Thong bao vé
viéc da giri ho so
thanh cong, cho

kiém tra, tiép

nhén, phan hoi
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Bwoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chu

- Nguoi ndp hd so truc tuyén liwa chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vy buu chinh cong ich.

(Trudng hop cong dan khong lwa chon nhan két qua
qua dich vy buu chinh cong ich, Ban Ton gido s€
guri két qua file dién tir vao dia chi email cua cong
dan)

Tiép
nhan
va giai
quyét
hé so

1. Nhan thong béo co ho so méi trén Hé théng;

2. Kiém tra ho so va céc thong tin.

Truong hop ho Ny can bd sung hodc hd so khong
thudc tham quyen gidi quyét: Gui Thong bao dén
Nguoi ndp hé so (mau Thong bao Pién tir) néu rd
1y do va c6 van ban huéng dan nguoi yéu cau bd
sung ho so, hoan thién hd so, néu rd loai giéy to,
ndi dung can bd sung dé Ngudi ndp hd so bo sung,
hoan thi¢n.

3. Truong hop Nguoi nop hé so khong bd sung,
hoan thién dugc hé s0, ¢6 van ban tir chbi giai quyét
yéu cau ctiia Ngudi ndp ho so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (Sb theo ddi
dién tir theo mau).

4.2. Xac nhan thong tin, gui thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cua
Nguoi nop hd so.

Chuyén hd so téi Truéng B phan mot cira; Chuyén
hé so dén Lanh dao Ban Ton gido.

Y2 ngay

Vin ban tir chdi,
van ban hudéng
dan;

Phiéu chuyén xur
1y (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu miu theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Van phong
Chinh phu
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Buéc | Chi thé Quy trinh chi tiét ’;Il;(')‘]'l Trang thai Cin cll;,; phap Ghi chu
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao | méiva tiép nhan ho 50. o . 01 ngay ly (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cdp vao Hé thong nhan thong bao co ho so
m&i va tiép nhan ho so.
2. Phan cong cho cong chire thu 1y hd so, tham muu
giai quyét.
3. Cong chire thu 1y ho so kiém tra ho so (Biéu mau,
file dinh kém).
- Truong hop ho so chua du diéu kién giai quyét:
. du thao van ban thong bao bo sung ho so (lanh dao Cap nhat trén H¢
Lanh dao N A s n A 1A X
. | Ban ky); néu 10 ly do, ndi dung can bd sung. thong;
Phong, | "1réme hop hé so khong di didu kién gidi quyét: Yéu cAu bd sung/
Céng chiic ruong hop ho so khong du dicu ki¢n giai quyet: | 4 ngay €u cau bo sung
thu Iy hd du thdo van ban thong bao trd lai ho so (Ianh dao tir choi giai
: Ban ky), néu r6 ly do. quyét/Dy thao
i 4. Truong hop ho so day du, tiép nhan hd so: van ban
- Tham muu vin ban xin ¥ kién cac co quan lién
quan (lanh dao Ban ky).
- Tong hop ¥ kién cac co quan lién quan va thim
dinh cac ndi dung;
- Du thao van ban cua S¢& trinh Lanh dao UBND
Thanh phd; van ban ciia UBND Thanh phé (vin ban
tra 10i/y kién chi dao).
Kiém tra ho so: A Ae A TTA
Lanh dao |- Néu dong y: ky nhay dy the:10 van ban cua S¢ trinh 1 ngay Cap 11111%;1;@ He
Ban Lanh dao UBND Thanh pho; ky nhay du thao van ’

ban ctia UBND Thanh phd.
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Buéc | Chi thé Quy trinh chi tiét ’;Il;(:]'l Trang thai Cin cll;,; phap Ghi chu
- Néu khong ddng ¥: Chuyén lai Chuyén vién Phong
Nghiép vu.
Xem xét ho so:
Linh dao | - Néu dong y: ky duyét van ban trinh Lanh dao Cap nhat trén H¢
Sé UBND Thanh phé; ky nhay du thao van ban cta | 2 ngay thong;
UBND Thanh phd.
- Néu khong dong y: Chuyén lai Ban Ton gido.

Linh d Xem xét ho so: Cap nlﬁg}t tr.én H¢
anh d2o | \&, ddng ¥: ky duyét van ban ciia UBND Thanh thong;
UBND NSO S X Vin ban tra
Thanh pho (van ban tra 101/y kién chi dao). 5 ngay 15i/Van ban chi

phé - Néu khong dong ¥: Chuyén lai S& Noi vu, Ban Ton dao
gido. '
Tiép nhan vin ban tra 10i cia UBND Thanh phd:

Linh d - Néu UBND Thanh phd d3 ra vin ban tra 1oi: nhan o nhat trén Ha
anh €a0, | |4 ban tra 10 va tra vé Bo phan TN&TKQ dé ban ap nhat tren He

Cong chtre | . ;. . A \ thong; Dy thao

\ giao két qua cho cong dan; 01 ngay MR

phong thu ) . PR . . Vian ban tra 101

Iy hoso | Néu UBND Thqanh pho ra y kién chi dao: du thao
van ban tra 101 to chirc/ca nhan ton gido (Lanh dao
Phong ky nhay)
q Céap nhat trén H¢

Lanh dao | Xem xét ky duyét van ban tra 161 t6 chire/c4 nhan ton \ thong;

: -, 01 ngay Cpa e
Ban giao Vén ban tra 1o1

Cl(:z)lrgl c?lllr: Hoan thién HO so, chuyén két qua vé Bo phan Ya Cap néll%tntr'en He Vin ban trd 1o

prong ! | rNn&TKQ ngay &

1y hd so
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Buéc | Chi thé Quy trinh chi tiét rgll;:]’l Trang thai Cin cll;,; phap Ghi chu
3.\ B6 phan Ho?n thién
Hoan Mot cita/ ) cac quy
thién T4 chire Tra ket Trang thong tin trinh két
ho so; cona dan B§ phan Mot cura tra két qua cho To chirc, cong dan. | qua trong | dong bd Cong | Van ban tra 161 | thuc ho so
Tra " u’?)'i b ’ ngay Dich vu quoc gia trén Phan
két g U P mém Dich
. ho so 0
qua vu cong




1. Tén tb chirc ton gido (chit in hoa):

2. Tru s cua tb chic ton gi4o:

3. Nguoi dai dién:

- Ho va tén:

- Tén goi trong ton giao (néu co):
- S6 CMTND/CCCD:

- Chure vy, pham vi (néu co):
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4. Noi dung Pang ky stra do1 hién chuong véi cac ndi dung sau:

Noi dung sura doi:

Ly do stra doi:

PHU LUC 2.2: THANH PHAN HO SO PIEN TU

PHU LUC 2.1: BIEU MAU PIEN TU

A . A LA Co sé dir liu/ban Bat budc/khong bat Ay a , Dieu kién veé k¥
TT Tén thanh phan ho so chup/ban (iién ti bu(f)c. dinh kégm NoOp ban chinh thl.lz'j ¢ y
x Bén scan van ban . . Vn ban c6 chir ky
01 Vian ban dang ky (theo mau B10) ding ky Bat buoc Bat buoc s0 hodc fﬂe scan
mau
02 Hién chuong stra doi. Ban scan Bit budc Bit budc Ban san




M4iu B10

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 14p - Tu do - Hanh phic

O ngay ... thang ... nam....

DPANG KY
Sira doi hién chwong

Vin ban kém theo: Hién chwong stra doi.

TM. TO CHUC
(Chit ky, ddu)

) Pia danh noi ¢6 tru s& cua td chirc ton gido.

@ Co quan quan Iy nha nude vé tin ngudng, ton gido & trung wong ddi véi viée sira ddi hién chwong ciia t6 chire ton gido co dia ban
hoat déng & nhiéu tinh; Uy ban nhan dén cép tinh dbi v6i viéc stra dbi hién chuong cia td chirc ton gido co dia ban hoat dong & mot
tinh.



3. Quy trinh: Thi tuc dé nghi thanh 1ap, chia, tach, sap nhap, hep nhit té chikc tdn gido truc thude c6 dia ban hoat dong & mot

tinh (QT-03)

nhap, hop nhit to chirc ton gido trwe thude co
dia ban hoat dong ¢ mot tinh

- Nguoi nop ho so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 3.1 kém theo).
(Trmfng hop cac thong tin trong Bleu Mau dién e da
c6 trong Co sé dir ligu quéc gia Vé ddn cu, hé thong
thong tin 6 lién quan, duwoc dien tu dong (neu CO)

- Tich hop thanh phan hd so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 3.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

Biéu mau dién tur
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhan, phan hoi

s6 diéu va

bién phap
thi hanh
Luat tin
nguong,
ton giao

Budc Chii thé Quy trinh chi tiét Thaoi gian Trang thai sk?;pcll;/ Ghi chu

- Ca nhan ngp ho so tryc tuyen tai Cong dich vy

cdng quoc gia (dia chi: dichvucong.gov.vn) hoac 2 .

Ccong dich vu céng cua Thanh phé (dia chi: Cong Dich vu

dichvucong.hanoi.gov.vn); f}?£§§§§§§a

- Ngudi nop hd so dang ky tai khoan giao dich dién e 1ang

tir, dang nhap Eéli khoan, xac thyc dinh danh di¢n tur didu hrl)mn n 1;(‘)i Nghi dinh

(theo hudng dﬁ’n tr{en Cong Dich vu g()ng). dun téigcéi sO

- Cong DVC ket noi vai CSDLDC dé khai thac cac Dic% Vi oo & 05/2023/N

truong thong tin cua cong dan co trong CSDLDC Thanh ohé dgé D-CP ngay

(khi duoc ket noi). thue hil;n ChC 29thang | Ngudi nop hd

- Ngll'(‘)'l nép ho so llIa Chpn bu(')rc tlép theo: 12 nam SO phél déng

1 ] + Dich qucﬁqg tryc tuyen > | 2023 cna | ky tai khoan

Nép To chirc, |+ Chon So Ngi vu o Tai khoan gdm | Chinh phu | giao dich dién
hi“).so’ canhan |+ Chon lznfz vie 7:171 ng.u’an\g, torl glao . s . Tén dang nhap va quy ghnh tir, dang nhap

+ Chon thu tuc: dé nghi thanh 1ap, chia, tach, sap mAt Khiu chi tiét mot | tai khoan, xac

thuc dinh danh

dién tur
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Buéce Chii thé Quy trinh chi tiét Thaoi gian Trang thai Sf?élllpcll;r'/ Ghi cha
- Nguoi ndp hd so truc tuyén lwa chon gii ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.
(Truong hop cong dan khong lwa chon nhan két qua
qua dich vu buu chinh cong ich, Ban Tén gido s€
giri két qua file dién tir vao dia chi email cua cong
dan)
1. Nhén thong béo co ho so moi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bd sung hoic hd so khong
thudc tham quyén giai quyét: Guri Thong bao dén
Nguoi ndp hd so (miu Thong bao Bién tir) néu r6
Iy do va c6 van ban huéng dan nguoi yéu cau bd Biédu mau
sung ho s0, hoan thién hé so, néu 13 loai glay to, .. .. . |theo Thong
2 ndi dung can bd sung dé Ngudi nop hd so bd sung, ngn b?}n tu c’h01, tu
Tiko hoan thién. ‘ 7 vanban huong | 41 /5018/
nhan | B§phan | 3. Truong hop Nguoi nop ho so khong bo sung, by s P df‘ln’ . .| T-VvPCP
va gidi | M@t cira | hoan thién dugc ho so, c6 van ban tir choi gidi quyet | 7 ngay 11? wEACthen xu ngay
quyét yéu cau cua Ngu‘(‘)’l nép h(’\)‘SO’. ) }II)}(}-‘ ¢ genggong 23/11/2018
hd so 4. Truong hop ho so du diéu kién giai quyét: lgrr]lhn;}elﬁl éfll;lg cua Vin
4.1. Cap nhat thong tin vao Hé thong (S6 theo doi i Y phong
dién tir theo mau). Chinh phu

4.2. Xac nhan thong tin, giri théng béo tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cia
Nguoi nop hd so.

Chuyén ho so toi Truéng B phan mot cira; Chuyén
hd so dén Lanh dao Ban Ton gido.
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cw
phap ly

Ghi chu

Lanh dao
Ban

1. Truy cdp vao Hé thong nhan thong bao c6 ho so
m&i va tiép nhan ho so.

2. Phan cong thu 1y ho so, chuyén hd so vé phong
Nghiép vu.

02 ngay

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
1énh chuyén)

Lanh dao
Phong,
Cong chire
thu 1y ho
SO

1. Truy cap vao Hé thong nhan thong bao c6 ho so
méi va tiép nhan ho so.

2. Phan cong cho cong chire thu 1y ho so, tham muu
giai quyét.

3. Cong chire thu 1y ho so kiém tra hd so (Biéu mau,
file dinh kém).

- Trudng hop ho so chua du diéu kién giai quyét:
du thao vin ban théng bao bd sung hd so (Iinh dao
Ban ky); néu rd 1y do, ndi dung can bo sung.

- Truong hop ho so khong du didu kién giai quyét:
du thao van ban thong bao tra lai hd so (lanh dao
Ban ky), néu rd ly do.

4. Trudng hop ho so day du, tiép nhan ho so:

- Tham muu vin ban xin ¥ kién cac co quan lién
quan (lanh dao Ban ky).

- Tong hop ¥ kién cac co quan lién quan va tham
dinh cac ndi dung;

- Du thao van ban cua S& trinh Lanh dao UBND
Thanh phé; vin ban cia UBND Thanh phé (vin ban
tra 10i/y kién chi dao).

35 ngay

Cap nhat trén H¢
thong;

Yéu cau b sung/

tir chdi giai quyét

Lanh dao
Ban

Kiém tra hd so:

- Néu dong y: ky nhay du thao vin ban cua Sé trinh
Lanh dao UBND Thanh phd; ky nhay du thao vin
ban ctia UBND Thanh phd.

2 ngay

Cap nhat trén H¢
thong;
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Buéce Chii thé Quy trinh chi tiét Thaoi gian Trang thai Cﬁ,n cif Ghi cha
phap ly
- Néu khong dong y: Chuyén lai Chuyén vién Phong
Nghiép vu.
Xem xét hd so:
Linh dao | - Néu ddng ¥: ky duyét van ban trinh Lanh dao Cap nhat trén H¢
Sé UBND Thanh phé; ky nhay du thao vin ban cia | 3 ngay thong;
UBND Thanh phd.
- Néu khong dong y: Chuyén lai Ban Ton gido.
. Xem x¢ét ho so: Cap nhat trén Hé
Lanh dao A aA_ s A e 12 \ %
* | - Néu dong y: ky duyét van ban cua UBND Thanh thong;
UBND O A s S
Thanh phoy (Vén ban tra 161/y kleq chi dao). 10 ngay Yan ban tra
phé - Néu khong dong y: Chuyén lai S6 Noi vu, Ban Ton 161/Van ban chi
gido. dao
Tiép nhan vin ban tra 16i cia UBND Thanh phé:
Lanh d - Néu UBND Thanh phé d3 ra Vin ban tra 10i: nhan i nhat trén He
anh 029, | vin ban tra 10i va tra vé Bo phan TN&TKQ dé ban ap nhat tren He
Congchie | ., o 5 thong;
hone thu | £12° két qua cho cong dan; 03 ngay Du théo Van ban
ply h(‘% so |- Néu UBND Thanh pho ra y kién chi dao: dy thdo C tra 15i
vin ban tra 101 t chtrc/c4 nhan tén gido (Lanh dao
Phong ky nhay)
] Cap nhat trén Hé
Lanh dao | Xem xét ky duyét van ban tra 161 t6 chirc/ca nhan ton s thong; Van ban
: . 02 ngay 2 1
Ban giao tra 101
Cl(:;:lgl c?:: Hoan thién H6 so, chuyén két qua vé Bo phan Yo Cap riﬁ%;tr.en He Van ban
pOng ! | TN&TKQ ngay & tra 1o

1y hd so
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Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Sf?élllpcll;'/ Ghi chu
3 B¢ phan
Hoan | yAP Hoan thién cac
thién L Tra ket Trang théng tin — quy trinh keét
x To chire A 1A N 2 4 A A \ A A A Van ban S R
ho so; R N B6 phan Mot cura tra két qua cho To chire, cong dan. | qua trong | dong bd Cong 2 1 thtic ho so trén
. cong dan, . ) O tra 101 X N
Tra e A ngay Dich vu quodc gia Phan mém
X nguoi ngp . A
két Y Dich vu cong
. ho so
qua
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PHU LUC 3.1: BIEU MAU PIEN TU

I. P& nghi thanh lap

Tén t6 chure ton gido hodc t6 chirc t6n gido truc thude (chit in hoa):
Tru so:

Tén t6 chuc ton giao tryc thudc du kién thanh 1ap:

Dia diém du kién dit tru s cua to chirc ton gido truc thudc sau khi thanh 1ap:

o ~ w

Nguoi dai dién cua td churc ton gido tryc thudc du kién thanh 1ap:

- Ho va tén:

- Tén goi trong ton gido (néu co):

- S6 CMTND/CCCD:

- Chtre vy, pham vi (néu c6):

6. Dia ban hoat dong ton gido:

7. S6 lugng tin d6 cua to chirc ton gido truc thude tai thoi diém thanh lap:
8. Co cdu t6 chuc:

9. Ly do thanh lap:
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I1. D& nghij chia tach, sat nhap, hop nhit

1. Tén td chirc ton giao hoac td chuc ton gido truc thudc (chit in hoa):
2. Truso:

3. Ly do chia, tach, sap nhip hodc hop nhit:

4. Tb chirc t6n gido truc thudc trude khi chia, tach, sap nhip hodc hop nhit:
4.1. Tén t6 chuc:

4.2. Tru so:

4.3. bia ban hoat dong ton gido:

4.4. S6 luong tin do

4.5. Co cau to chuc:

4.6. Nguoi dai di¢n:

- Ho va tén:

- Tén goi trong ton gido (néu co):

- S6 CMTND/CCCD:

- Chtrc vu, pham vi (néu co):

5. TH chtrc ton gido tryc thudc sau khi chia, tach, sap nhap hoac hop nhat:
5.1. Tén td chirc:

5.2. Tru s6:

5.3. bia ban hoat dong ton gido:

5.4. S6 luong tin dd

5.5. Co ciu to chuc: .

5.6. Nguoi dai dién:

- Ho va tén:

- Tén goi trong ton gido (néu co):

- S6 CMTND/CCCD:

- Chire vy, pham vi (néu co):



PHU LUC 3.2: THANH PHAN HO SO PIEN TU
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A R A LA Co s6 dir liéu/ban Bat bugc/khong bat A , Diéu kién vé k¥
TT Tén thanh phan ho so chup/bin dién it bu(f)c. dinh kégm Nop ban chinh thfuj ¢ y
Vian ban dé nghi (theo miu B13 Ban scan vin ban dé , ’ Vin ban co chu ky
1. (thanh lap) hodc B14 (chia tach, sap nohi Bat budc Bat budc s0 hoac file scan
nhap, hop nhat)); gl mau
Van ban tom tat qua trinh hoat dong Viin ban c6 chit ky
2. Cua, o Qhuc_ top gla(? tm(i thuge Ban scan Bit budc Bit budc s6 hodc file scan
trwede khi chia tach, sap nhap, hop .
% mau
nhat;
Danh sach, so yéu ly lich, phiéu 1y
lich tu phap, ban tom tit qua trinh Vian ban c6 chir ky
3. hoat dong tbn giao cua nguoi dai Ban scan Bit budc Bit budc s6 hoic file scan
dién va nhiing nguoi dy kién lanh mau
dao t6 chirc ton gido truc thudc;
Hién chuong cua to chirc ton gido Van ban c6 chir ky
4. trye thudc (néu co); Ban scan Bit budc Bit budc s6 hoic file scan
mau
Ban ké khai tai san hop phap cua to Vin ban c6 chit ky
5. chure ton gido tryc thudc; Ban scan Bit budc Bit budc s6 hoic file scan
mau
Gidy to ching minh c6 dia diém hop Van ban c6 chir ky
6. phap dé dat tru so. Ban scan Bit budc Bit budc s6 hodc file scan
mau
1. Tai liéu khic kém theo (néu co). Ban scan Khong Bit budc Khong Bit budc Ban scan
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Miu B13

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 14p - Tu do - Hanh phuc

O ngay ... thang .... ndm....

PE NGHI
Thanh 14p t6 chirc ton gido truc thude

Vin ban kém theo gdm: Danh sach, so yéu 1y lich, phiéu Iy lich tu phéap, ban tém tit qua trinh hoat dong ton gido ciia ngudi dai dién
va nhiing ngudi du kién lanh dao td chirc ton gido truc thude; hién chuong cia td chirc ton gido truc thude (néu co); ban ké khai tai
san hop phap ctia té chirc ton gi4o truc thudc; gidy to ching minh c6 dia diém hop phap dé dit tru so.

TM. TO CHUC®
(Chit ky, dau)
® Pja danh noi c6 tru s¢ cua td chire ton giado hodc td chue ton gido truc thude dé nghi thanh lap td chuc ton gido truc thude.

@ Co quan quan Iy nha nudce vé tin ngudng, t6n gido & trung wong ddi véi d& nghi thanh 1ap t6 chire ton gido truc thude c6 dia ban
hoat déng & nhiéu tinh; Uy ban nhan dén cép tinh dbi véi d& nghi thanh 1ap & chirc ton gido trire thudc co dia ban hoat dong & mot
tinh.

® T4 chire ton giao hodc td chuc ton gido truc thudc.
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Miu B14

CONG HOA XA HOI CHU NGHIA VIET NAM
Péc 1ap - Tw do - Hanh phic

0. ngay ... thang .... nam....

PE NGHI
Chia, tach, sap nhiap hoic hop nhat t6 chirc ton gido truc thudc

1 4 T SO SO PSSRSO

Dé nghi chia, tach, sap nhip hoic hop nhit td chirc ton gido true thude véi cac ndi dung sau:

Van ban kém theo gém: Vin béan tom tit qua trinh hoat ddng cua t6 chire ton gido tryc thudce trude khi chia, tach, sap nhap, hop nhét;
danh sach, so yéu 1y lich, phiéu Iy lich tu phap, ban tom tit qué trinh hoat dong ton gido cia ngudi dai dién va nhitng nguoi dy kién
lanh dao t6 churc ton gido truc thudce; ban ké khai tai san hop phép cua td chirc ton gido truc thudc; gidy to ching minh c6 dia diém
hop phép dé dat tru so; hién chuwong cia td chire ton gido tryc thude (néu co).

TM. TO CHUC®
(Chi ky, ddu)

® Pia danh noi ¢6 tru s& cua td chirc ton gido hodc td chuc ton gido truc thudc dé nghi chia, tach, sap nhap hoac hop nhét t6 chirc ton
gido truc thudc.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido & trung wong ddi véi dé nghi chia, tach, sap nhap, hop nhét té chirc ton gido
truc thudc c6 dia ban hoat déng & nhiéu tinh; Uy ban nhén dén cip tinh dbi voi d& nghi chia, tach, sap nhap, hop nhit t6 chirc ton
gido truc thudc co dia ban hoat dong & mot tinh.

@ T4 chirc ton gido hodc té chirc tdn gido truc thudce dé nghi.
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4. Quy trinh: Thi tuc @@ nghi thay déi tén cia té chirc ton gido, té chirc ton gido truc thudc cé dia ban hoat déng & mat tinh

(QT-04)
Buéec Chii thé Quy trinh chi tiét Thoi gian Trang thai Can ct phap ly Ghi chu
- C& nhan nop ho so truc tuyén tai Cong dich vu
cong quéc gia (dia chi: dichvucong.gov.vn) hodc Céne Dich vu
Cong dich vu cbng cua Thanh pho (dia chi: ONg g VL
dichvucong.hanoi.gov.vn); f}i?égh?éf;gg;a
- Ngudi nop hd so dang ky tai khoan giao dich dién A 1§ng
tir, dang nhap tai khoan, x4c thyc dinh danh dién ti tide -}Em- s
(theo hudng dan trén Cong Dich vu cong). dun t(’)'igCé)%l
- Céng DVC két ndi véi CSDLDC dé khai thac cac DIk v cane | Nghi dinh s6
treong thong tin cua cong dan co trong CSDLDC Thanh phé dgé 95/2023/NDP- | Ngudi nop
(khi dugc ket noi). thue hilén cic CP ngay 29 hd so phai
- Nguoi nop ho so lya chon: bude tiéb theo: thang 12 nam | dang ky tai
. ? + Di]Ch V“7°6r19 truc tuyen ’ 2023 cua khoan giao
Nop T9 chlAl’c, : gh()n ZSNUhN.Ol VL}, N o Tai khoan gdm Ch.mh php guy d1cih dlc;nAtlr,
A ca nhan on linh vye Tin nguong, ton glao . Tén dane nhap va | dinh chi tiét dang nhap
ho so + Chon thu tuc: Pé nghi thay doi tén caa to chirc A tih‘ P mot sd diduva | tai khoan,
ton gido, toé chirc ton gido truc thudc cé dia ban mat xhat. bién phép thi xac thuc
hoat dong & mét tinh o hanh Luét tin dinh danh
- Nguoi nop ho so dien cac ndi dung theo Bi€u mau ngudng, ton dién tr
dién tir (chi tiet tai Phu luc 4.1 kém theo). gido

(Trwong hop céc thdng tin trong Biéu madu dién tir da
c6 trong Co 56 dir liéu quoc gia Vé dan cu, hé thong
thong tin cd lién quan, dugc dien ty dong (neu co) _

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 4.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

Biéu mau dién tur
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhan, phan hoi
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Budc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cir phap ly

Ghi chu

- Nguoi ndp hd so truc tuyén liwa chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Truong hop cong dan khéng lya chon nhan két
qua qua dich vu buu chinh cong ich, Ban Ton gido
s& guri két qua file dién tir vao dia chi email cua
cong dan).

Tiép
nhan
va gidi
quyét
hé so

1. Nhan thong béo co ho so méi trén Hé théng;

2. Kiém tra ho so va céc thong tin.

Truong hop ho Ny can bd sung hodc hd so khong
thudc tham quyen giai quyét: Gui Thong bao dén
Nguoi ndp hé so (mau Thong bao Pién tir) néu rd
1y do va c6 van ban huéng dan nguoi yéu cau bd
sung ho so, hoan thién hd so, néu rd loai giéy to,
ndi dung can b6 sung dé Ngudi nop ho so bo sung,
hoan thi¢n.

3. Truong hop Nguoi nop hé so khong bd sung,
hoan thlen duoc ho so, c6 van ban tir chdi giai quyét
yéu cau ctia Ngudi nop ho so

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (Sb theo doi
dién tir theo mau).

4.2. Xac nhan thong tin, gui thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cta
Ngudi nop hd so.

Chuyén hd so téi Truéng B phan mot cira; Chuyén
hé so dén Lanh dao Ban Ton gido.

Y% ngay

Vin ban tir chdi,
van ban hudéng
dan;

Phiéu chuyén xur
1y (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Van phong
Chinh phu

Lanh dao
Ban

1. Truy cip vao Hé thong nhan thong bio c6 ho so
mdi va tiep nhan ho so.

01 ngay

Phiéu vchuyén XU
1y (Thé hién trong
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Budc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cir phap ly

Ghi chu

2. Phan cong thu 1y ho so, chuyén hé so vé phong
Nghiép vu.

Phan mém bang
1énh chuyén)

Lanh dao,

Cong chire

phong thu
1y ho so

1. Truy cap vao Hé thong nhan thong bao c6 ho so
moi va tiép nhan ho so.

2. Phan cdng cho cong chire thu 1y ho so, tham muu
giai quyét.

3. Cong chire thy 1y ho so kiém tra hd so (Biéu mau,
file dinh kém).

- Truong hop ho so chua du diéu kién giai quyét:

du thao van ban théng bao bd sung hé so (1anh dao
Ban ky); néu r6 ly do, ndi dung can b sung.

- Trudng hop ho so khong du diéu kién giai quyét:
du thdo van ban thong bao tra lai hd so (lanh dao
Ban ky), néu rd ly do.

4. Truong hop ho so ddy du, tiép nhan ho so:

- Tham muu vin ban xin ¥ kién cac co quan lién
quan (lanh dao Ban ky).

- Toéng hop ¥ kién cac co quan lién quan va thim
dinh cac ndi dung;

- Du thdo van ban cua S¢ trinh Lanh dao UBND
Thanh phé; vin ban cia UBND Thanh phé (vin ban
tra 10i/y kién chi dao).

18 ngay

Cap nhat trén H¢
thong;

Yéu cau bo sung/

tir chdi giai quyét

Lanh dao
Ban

Kiém tra hd so:

- Néu ddng y: ky nhay du thao vin ban cia Sé trinh
Lanh dao UBND Thanh phé; ky nhay dy théo vin
ban ctia UBND Thanh phd.

- Néu khong ddng ¥: Chuyén lai Chuyén vién Phong
Nghiép vu.

1 ngay

Céap nhat trén H¢
thong;

Lanh dao
S&

Xem xét ho so:

2 ngay

Cap nhat trén H¢
thong;
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Budéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cit phap ly Ghi chd
- Néu ddng ¥: ky duyét vin ban trinh Lanh dao
UBND Thanh phé; ky nhay du thao vin ban cua
UBND Thanh phd.
- Néu khong dong y: Chuyén lai Ban Tén gido.
. Xem xét ho so: Céap nhat trén H¢
Lanh dao A aA g1 A s e \ Z
: - Néu dong y: ky duyét van ban caia UBND Thanh thong;
UBND IOy S 5 . e
Thanh pho, (van ban tra lo1/y klenqch1 dao). 5 ngay Yan ban tra
phé - Néu khong dong y: Chuyén lai S& Noi vy, Ban Ton 161/Van ban chi
gido. dao
Tiép nhan vin ban tra 10i cia UBND Thanh pho:
Lanh dao |- Néu UBND Thanh ph6 da ra van ban tra 1o1: nhan Cio nhat trén Ha
Phong, | van ban tra 10i va tra v& Bo phan TN&TKQ dé ban ap “th%n ren He
Cong chirc | giao két qua cho cong dén; 01 ngay Du thio Vge”;n ban
thu ly ho | - Néu UBND Thanh phd ra y kién chi dao: du thao A loi
SO’ van ban tra 10i t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
~ 1 S S Cap nhat trén H¢
Lanh dao | Xem xét ky duyét van ban tra 161 t6 chirc/cd nhan ton \ X < 1
: . 01 ngay thong; Van ban
Ban giao ed 1o
ra 101
Coflg chire Hoan thién HO so, chuyén két qua vé Bo phan Ya Cap nh%t tren He a1
phong thu TN&TK g thong; Van ban tra 101
I¥ hd so Q gay
3.‘ B§ phan HO?ll’l thién
Hoan Mot cita/ ’ cac quy
thién Té chire ’ Tra két Trang thong tin trinh ket
ho so; o dgn B6 phan Mot cura tra két qua cho To chure, cong dan. | qua trong | dong bo Cong | Vanban traloi | thuc ho so
Tra n mgﬁ 6 ’ ngay Dich vu quoc gia trén Phan
két g x p mém Dich
- ho so A
qua vu cong




PHU LUC 4.1: BIEU MAU PIEN TU

1. Tén tb chirc ton gido (chir in hoa):

2. Tru s cua to chirc tén gido:

3. Nguoi dai dién:

- Ho va tén:

- Tén goi trong ton gido (néu co):

- S6 CMTND/CCCD:

- Chirc vy, pham vi (néu co):

4. Ly do thay doi:

5. Tén cua to chiic trude khi thay d6i®:

6. Tén giao dich quéc té trude khi thay doi (néu co):
7. Tén ctia to chirc sau khi thay d6i®:

8. Tén giao dich qudc té sau khi thay doi (néu c6):
9. Dy kién thoi diém thay doi:



PHU LUC 4.2: THANH PHAN HO SO DIEN TU
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Co so dir ] ] . .
A X A 1A liéu/ban Bat bugc/khong bat A 1a , Dieu kién veé ky
TT Tén thanh phan ho so Chl.lp./bﬁn dién bu(f)c. dinh k(‘;gm Nop ban chinh thl.lﬁ:l ¢ y
tir
Vin ban dé nghi(theo mau B11); \ - Vian ban co
1 Ba}n scian Va,n Bit budc Bit budc chir ky s6 hodc
ban dang ky . X
file scan mau
- P6i voi trudng hop thay doi tén cia t6
chtrc ton gido: kém theo ban sao quyét
dinh cong nhén to chirc ton gido cua co
quan nha nudc co tham quyen
- Pbi vé6i trudong hop thay dbi tén caa to
chtrc ton gido truc thude: kém theo ban Van ban co
2 | sao vin ban chip thuan thanh lap, chia, Ban scan Bit budc Bit budc chir ky s6 hoic
tach, sap nhap, hop nhat td chirc ton gido file scan mau
tryc thudc cua co quan nha nudce co tham
quyén; vin ban thanh 1ap, chia, tach, sap
nhap, hop nhat t6 chirc ton giao tryc thude
ctia t6 chire t6n gido hoidc to chtrc ton gido
truc thudc quan 1y tryc tlep.
3 | Tai liéu khac kém theo (néu c6). Ban scan Khong Bit budc Khong Bit budc Ban scan
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CONG HOA XA HQI CHU NGHIA VIET NAM

Doc 14p - Tu do - Hanh phuc

O ngay ... thang .... ndm....

PE NGHI

Thay dbi tén ciia t6 chire ton gido hoic td chirc ton gido truc thude

Kinh gti: ............ @

Miu B11

Vin ban kém theo gdm: Ban sao quyét dinh céng nhén té chirc ton gido ciia co quan nha nude cé thim quyén di voi truong hop
thay ddi tén cua té chirc ton gi4o; ban sao vin ban chép thudn thanh 1ap, chia, tach, sap nhép, hop nhét td chirc ton gido truc thude
hodc van ban xac nhan cua co quan nha nudc céd thAm quyén; ban sao van ban thanh 1dp, chia, tch, sap nhap, hop nhét 6 chirc ton
gido tryc thude cia td chirc ton gido hodc td chirc ton gido truc thude quan 1y truc tiép di voi truong hop thay dbi tén cua td chire ton

giao truc thudce.

TM. TO CHUC
(Chit ky, déu)

@ Pja danh noi co try so cua td chire t6n gido hodc t6 chirc ton gido truc thudce.

@ Co quan quan Iy nha nudce vé tin ngudng, ton gido & trung wong ddi véi viée dé nghi thay di tén cuia té chirc ton gido hodc t chirc
t6n gido truc thude co dia ban hoat dong & nhidu tinh; Uy ban nhan dan cip tinh d6i voi viée dé nghi thay ddi tén cua té chirc ton gido
hodc té chirc ton gido truc thudc co dia ban hoat dong & mot tinh.

@ Tén td chirc ton gido hodc td chirc ton gido tryc thude.
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5. Quy trinh: Thi tuc dé nghi cip ding ky phap nhan phi thwong mai cho té chirc ton gido truc thudc cé dia ban hoat déng & mét
tinh (QT-05)

Budc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cwr phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hoac Céne Dich vu
Cong dich vu cbng cua Thanh pho (dia chi: Ong VIS VL
A - _ cong Quoc gia
dichvucong.hanoi.gov.vn); A s
i AR A < ,xs o . o thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhio mot 1An
tir, dang nhap tai khoan, Xac thuc dinh danh dién t _onap Thotfan, -
. X ea A2 . R diéu hudng nguoi
(theo hudng dan trén Cong Dich vu cong). June i Con
- Cong DVC ket noi vai CSDLDC dé khai thac cac ng N g Nohi dinh s
n . N A 2 Dich vu cong ght di
tredng thong tin cua cong dan ¢o trong CSDLDC Thanh phé dé 95/2023/ND- | Ngudi nop
(khl dll’UC ket nél) thuc hién cac CP ngé.y 29 ho so phél
- Nguol n(f)pAh(A) so lya chon: budc tiéi) theo: thang 12 ndm | dang ky tai
. + Dijch vy cong truc tuyen ’ 2023 cua khoan giao
. 4 , + % N Ai . \ r ” : ‘A ’
Nop To chikc, N guon [S~0hNQI VuT, o i Tai khoan gom | Chinh ph quy dlcih dlc_enAtu’,
A canhan on linh vuc Lin nguwong, ton glao Tén dsne nhap va | dinh chi tiét dang nhap
ho so + Chon thi tuc: d& nghj cip ding ky phap nhan en dang nap AU B A
on thu tuC. de nghi Cap dang Ky phap mat khau mot sO dieu va | tai khoan,
phi thwong mai cho to chirc ton gido truc thugc : ' bién phép thi Xac thuc
cé dia ban hoat dong ¢ mot tinh - hanh Luét tin dinh danh
- Nguoi ngp ho so dien cac ndi dung theo Bi€u mau ngudng, ton dign tir
dién tir (chi tiét tai Phu luc 5.1 kém theo). gido

(Truong hop cac thong tin trong Bleu Mau dién e da
cd trong Co so dir ligu quoc gia Vé ddn cu, hé thong
thong tin ¢ lién quan, dugc dien tie dong (neu co) _

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 5.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéc, hop phép.

Biéu mau dién tur
Thong béao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi




41

Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cir phap ly

Ghi chu

- Nguoi ndp ho so truc tuyén liwa chon gtri ho so
(ban giy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhén két
qua qua dich vu buu chinh cong ich, Ban Ton giao
s& guri két qua file dién tir vao dia chi email ctia
cong dan)

Tiép
nhin
va giai
quyét
hd so

1. Nhén thong béo co ho so m&i trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bd sung hoic hd so khong
thudc tham quyén giai quyét: Guri Thong bao dén
Nguoi nop hod so (miu Thong bao Dién tir) néu ro
Iy do va c6 van ban huéng dan nguoi yéu cau bd
sung ho s0, hoan thién hé so, néu 13 loai glay to,
ndi dung can bd sung dé Ngudi ndp ho so b sung,
hoan thién.

3. Truong hop Ngudi nop hd so khong bod sung,
hoan thién duogc hd so, c6 van ban tir chdi giai quyét
yéu cau ciia Ngudi ndp ho so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo ddi
dién tir theo mau).

4.2. Xac nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cia
Ngudi nop ho so.

Chuyén ho so toi Truéng B phan mot cira; Chuyén
ho so dén Lanh dao Ban Tén gido.

Y ngay

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Van phong
Chinh phu

Lanh dao
Ban

1. Truy cép vao Hé thong nhan thong béo c6 hd so
méi va tiep nhan ho so.

02 ngay

Phiéu chuyén xu
1y (Thé hién trong
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cir phap ly

Ghi chu

2. Phan cong thu 1y ho so, chuyén ho so vé phong
Nghiép vu.

Phan mém bang
1€nh chuyén)

Lanh dao
Phong,
Cong chire
thu 1y ho
SO’

1. Truy cap vao Hé thong nhan thong bao c6 ho so
moi va tiép nhan ho so.

2. Phan c6ng cho cong chire thu 1y hd so, tham muu
giai quyét.

3. Cong chire thu 1y ho so kiém tra hd so (Biéu mau,
file dinh kém).

- Trudng hop ho so chua du diéu kién giai quyét:
du thao vin ban théng bao bd sung hd so (Iinh dao
Ban ky); néu rd 1y do, ndi dung can b sung.

- Truong hop ho so khong du dicu kién giai quyét:
du thao vin ban thong béo tra lai ho so (linh dao
Ban ky), néu ro ly do.

4. Trudng hop ho so day di, tiép nhan ho so:

- Tham muu vin ban xin ¥ kién cac co quan lién
quan (lanh dao Ban ky).

- Tong hop ¥ kién cac co quan lién quan va thim
dinh cac ndi dung;

- Du thao van ban ctia S¢ trinh Lanh dao UBND
Thanh phé; vin ban ctia UBND Thanh phd (quyét
dinh/y kién chi dao).

35 ngay

Cép nhat trén H¢
thong;

Yéu cau bo sung/

tir chdi giai quyét

Lanh dao
Ban

Kiém tra hd so:

- Néu dong y: ky nhay du thao vin ban cua Sé trinh
Lanh dao UBND Thanh phd; ky nhay dy thao vin
ban ctia UBND Thanh phd.

- Néu khong dong y: Chuyén lai Chuyén vién Phong
Nghiép vu.

2 ngay

Cap nhat trén H¢
thong;
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cwr phap ly Ghi cha
Xem xét hd so:
Linh dao |~ Néu dong ¥: ky duyét vin ban caa So trinh L&nh Cap nhat trén H¢
S¢ dao UBND Thanh phé; ky nhay dy thao van banctua | 3 ngay thong;
UBND Thanh phd.
- Néu khong dong y: Chuyén lai Ban Ton gido.
Linh d Xem xét ho so:
?JIIIBNS 0 -Néu dong y: ky duyét van ban cia UBND Thanh Céap nhat trén Hé Quyét dinh
Thanh pho (Quyét dinh/y kién chi dao). 10 ngay thong; (Mau A3)/Van
phé - Néu khong dong ¥: Chuyén lai S Noi vu, Ban Ton ban chi dao
gido.
Tiép nhan vin ban tra 16i cia UBND Thanh phé:
Linh d - Néu UBND Thanh phd di ra quyét dinh: nhan ¢ dinh
anh €20, | uyét dinh va tra vé Bo phan TN&TKQ dé ban giao Cap nhat trén He | | Quyetdin
Cong chwre | .~ R A \ . (Mau A3)/Dy
\ két qua cho cong dan; 03 ngay thong; r re 1
phong thu Néu UBND Thanh ohé ra ¥ kién chi dao: du the thdo Van ban
Iy hé so —veuv ND ’ ;an porayA 16110.1 ao.Nutao tra 1o
van ban tra 101 t6 chire/cd nhéan ton gido (Lanh dao
Phong ky nhay)
- I S Cap nhat trén Hé | Quyét dinh
Lanh dao X_e,m xét ky duyét van ban tra 101 t6 chirc/cé nhan ton 02 ngay théng: (Miu A3)/ Vin
Ban giao ban tra 1o
an trd 101
C0{1g chure Hoan thién H6 so, chuyén két qua vé Bo phan Yo Cap nhe,}t tren He Q:uyet dmhv
phong thu TN&TKQ g thong; (Mau A3)/ Van
I¥ ho so gay ban tra 1o
3. 15[(:3?2; :/ ’ ’ Hoan thién
Hoan Té chire , 7 Tra ket Trang thdng tin Quyeét dinh cac quy
thién cona dan B6 phian Mot cura tra két qua cho T6 chure, cong dan. | qua trong | dong bo Cong | (Mau A3)/ Van | trinh keét
ho so; n lr?)‘i 6 ’ ngay Dich vu quoc gia ban tra 101 thue ho so
Tra g °p trén Phan

ho so
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cwr phap ly Ghi cha
két mém Dich
qua vu cong




PHU LUC 5.1: BIEU MAU PIEN TU

1. Tén t6 chuc ton gido (chit in hoa): .
2. Tru so:
3. Nguoi dai dién:
Ho va tén:
Tén goi trong ton gido (néu co):
S6 CMTND/CCCD:
Chtc vu, pham vi (néu co):
. Tén t6 chtic ton gido truc thudc dé nghi cap dang ky phap nhan phi thuong mai:

. Tén giao dich quoc té (néu co):

4

5

6. Tru s& cua to chirc ton giao tryc thudc:

7. Dia ban hoat dong cua td chure ton gido tryc thudc:

8. Co chu to chirc cua to chire ton gido truc thudc:

9. Sb luong tin dd, chire séc, chirc viée, nha tu hanh cua to chire ton gido tryc thudc tai thoi diém duoc dé nghi cép dang ky:
10. Nguoi dai dién:

Ho va tén:

Tén goi trong ton gido (néu co):

S6 CMTND/CCCD:

Chtrc vy, pham vi (n€u ¢0):
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PHU LUC 5.2: THANH PHAN HO SO DPIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Diéu kién veé ky

TT Tén thanh phan ho so chup/bin dién tir budc dinh kém Nop ban chinh thuat
Vin ban dé nghi (theo mau B15); \ C 1. aa Vian ban co6 chir ky
Ban scan van ban dé Zo1A LA L1 o«
1 i Bat budc Bat budc s0 hoac file scan
nghi 5
mau
Ban tom tit qué trinh hoat dong t6n e i,
an tom *at qua Hink 1oat Cons o Van ban co6 chit ky
gido cua to chuc ton giao tryc thude , : n ; n R
2 11 N . : Ban scan Bat budc Bat budc s0 hoac file scan
tur khi dugc thanh 1ap, chia, tach, sap .
A e mau
nhap, hop nhat;
Danh sach, so yéu 1y lich, phiéu 1y
lich tu phap, ban tém tat qué trinh Van ban co6 chir ky
3 hoat dong ton gido cuia nguoi dai Ban scan Bat budc Bat budc s0 hoac file scan
dién va nhirng nguoi 1anh dao cia td mau
chtrc ton gido truc thudc;
Ban ké khai va gidy to chimg minh Van ban c6 chir ky
4 | tai san hop phap cua t6 chic ton Ban scan Bat budc Bat budc s0 hodc file scan
giao truc thudc; mau
Hién chuong, diéu 1€ hoac cac van Van ban c6 chir ky
5 ban c6 ndi dung tuong tu cua tod Ban scan Bat budc Bat budc sO hoac file scan
chirc ton gido truc thudc. mau
6 | Tai liéu khac kém theo (n€u co). Ban scan Khong Bat budc Khong Bat bude Ban scan
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Miu B15

CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 14p - Tw do - Hanh phuc

0. ngay ... thang .... ndm....

DE NGHI
Cap dang ky phap nhan phi thwong mai cho to chirc ton gido truc thudc
Kinh gui: ............ @
Tén t& chirc t81 GIA0 (CHIE I NOA): ... cveevvervee e seeseess e st s st sessess s ss s s se e ss s s s s st s s
B 0 o £ S

Van ban kém theo gém: Ban tom tit qua trinh hoat ddng ton gido cia td chire ton gido truc thudc tir khi dugc thanh 1ap, chia, tach,
sap nhép, hop nhit; danh sach, so yéu 1y lich, phiéu 1y lich tu phap, ban tom tit qué trinh hoat dong ton gido clia nguoi dai dién va
nhitng ngudi lanh dao cia td chirc ton gido trire thudc; ban ké khai va gidy to chimng minh tai san hop phép coa td chire t6n gido truc
thudc; hién chuong, diéu 1¢ hodc céc van ban ¢6 nodi dung tuong tu cua td chuc ton gido truc thude.

TM. TO CHUC TON GIAO
(Chit ky, déu)

) Pja danh noi ¢6 tru s6 cua td chirc ton gido d& nghi cip dang ky phap nhan phi thuong mai cho té chirc ton gido truc thudc.

@ Co quan quan |y nha nudce vé tin ngudng, ton gido & trung wong déi véi dé nghi cap dang ky phap nhén phi thwong mai cho tb
chtre ton gido tryc thude ¢ dia ban hoat dong & nhiéu tinh; Uy ban nhan dan cép tinh ddi véi d& nghi cip ding ky phap nhén phi
thuong mai cho td chue ton gido truc thudc co dia ban hoat dong & mat tinh.
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Miu A3
........... ® CONG HOA XA HOI CHU NGHIA VIET NAM
------- Poc lap - Tu do - Hanh phuc
Sé: ... /Qb-........ @ ..® ... ngay ... thang .... nam....
QUYET PINH

V& viée cAp ding ky phap nhén phi thiong mai cho td chire ton gido trwc thude
Can cir Diéu 30 ciia Ludt tin nguéng, 16n gido ngay 18 thang 11 nam 2016;

Can cir Diéu ... Nghi dinh s6..../2023/ND-CP ngay ... thang.... ndm 2023 ciia Chinh phii quy dinh chi tiét mt sé diéu va bién phép
thi hanh Ludt tin nguong, ton gido;

Dia ban hoat dong ton gido............. LG

Pidu 2. ... ®__. dugc hoat dong ton gido theo quy dinh cta phap luat Viét Nam va hién chuong cua t chitc dugc co quan nha nude ¢6
thim quyén chép thuan.

Piéu 3. (Hiéu lyc ciia Quyét dinh; ghi tén co quan, td chirc, c4 nhan co lién quan trong viée thi hanh Quyét dinh).

Noinhgn: @
- Nhu Biéu 3; (Chit ky, ddu)
- Luu: VT,

M Co quan quéan 1y nha nudce vé tin ngudng, ton gido & Trung wong ddi VO’l viée cap dang ky phap nhén phi thuong mai cho t6 chirc
ton glao tryc thude c6 dia ban hoat déng & nhiéu tinh; Uy ban nhén déan cAp tinh dbi v6i viée cip dang ky phap nhéan phi thuong mai
cho t& chtre t6n gido tryc thude co dia ban hoat déng & mot tinh.

@ Viét tit tén co quan ban hanh Quyét dinh.

@ Pja danh noi ban hanh Quyét dinh.

@ Thi trudng co quan nha nude ¢6 thAm quyén ban hanh Quyét dinh.

®) Vin ban quy dinh chic nang, nhiém vu, quyén han va co cdu t chirc ctia co quan ban hanh Quyét dinh.

®) Tén td chirc ton gido truc thude dwoc cip dang ky phap nhan phi thuong mai.



6. Quy trinh: Thi tuc ding ky ngudi dwec bd nhiém, bau cik, suy cir [am chic viée ddi véi cac treong hop quy dinh tai Khoan 2 Piéu 34 cia
Luét tin ngwéng, ton gido (QT-06)

Buoc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can ctr phap ly Ghi chu
- Cé& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic
Cong dich vu cdng cua Thanh phd (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thue hién dang
tir, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,
(theo hudng dan trén Cong Dich vy cong). diéu huéng nguoi
- Cong DVC két néi véi CSDLDC dé khai thac cac dung t6i Cong L
truong thong tin cua céng dan co trong CSDLDC Dich vu cong Nghi dinh 56 o
(khi dwoc két néi). Thanh phé & | 93/2023/ND- | Ngusi nop
- Ngudi nop hé so lua chon: thue hién cac C,P ngay %9 hf) S0 Rhgf'_
+ Djch vu cong truc tuyén budc tiép theo; thang 12 Pam dang ky_ta1
1 . + Chon S¢ Ngi v 2023 cua KhOan Agla(?
Nop T(,) Ch‘f’c’ + Chon linh viee Tin nguong, ton giao Tai khoan gom Ch.mh php quy dl(ih dl@n}u’
hdso | 2 nhan |, Chon thi tuc: Ping ky nguoi dwge bo nhiém, Tén dang nhap va d}nhfh,l;“et . d‘a_ng nhqap
bau cik, suy cir lam chirc viéce ddi véi cac truong mat khau. mot s d}eu va | tai khoan,
hop quy dinh tai Khoan 2 Diéu 34 ciia Ludt tin bi¢n phap thi | xac thyc
ngudng, ton gido hanh~Luat :[m dm.fl daph
- Ngudi nop ho so dién cac ndi dung theo Biéu miu ngu’g;lé% ton dién tur

dién tir (chi tiét tai Phu luc 6.1 kém theo).
(Trwong hop cac thdng tin trong Biéu madu dién tir da
c6 trong Co 56 dir liéu quoc gia Vé dan cu, hé thong
thong tin cd lién quan, dugc dien ty dong (neu co) _

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 6.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Budc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cir phap ly

Ghi chu

- Nguoi ndp hd so truc tuyén liwa chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Truong hop cong dan khéng lya chon nhan két
qua qua dich vu buu chinh cong ich, Ban Ton gido
s& guri két qua file dién tir vao dia chi email cua
cong dan).

Tiép
nhan
va giai
quyét
ho so

1. Nhan thong béo co ho so méi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop hd so can bd sung hoic hd so khong
thudc tham quyén giai quyét: Gui Thong béo dén
Nguoi ndp hod so (miu Thong bao Dién tir) néu rd
ly do va c6 van ban hudng dan nguoi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to,
ndi dung can bd sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudng hop Nguodi ndp hd so khong bd sung,
hoan thién dugc ho so, c6 vin ban tir choi giai quyét
yéu cau ciia Ngudi ndp ho so.

4. Truong hop ho so di diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thdng (S6 theo doi
dién tir theo mau).

4.2. Xac nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cua
Ngudi nop hd so.

Chuyén hd so téi Truéng B phan mot cira; Chuyén
ho so dén Lanh dao Ban Tén gido.

Y2 ngay

Vin ban tir chdi,
van ban hudéng
dan;

Phiéu chuyén xur
1y (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Van phong
Chinh phu

Lanh dao
Ban

1. Truy cip vao Hé thong nhan thong bio c6 ho so
mdi va tiep nhan ho so.

02 ngay

Phiéu vchuyén XU
1y (Thé hién trong
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Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cit phap ly Ghi chd
2. Phén cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao Hé thong nhan thong bao cé ho so
moi va tiép nhan ho so.
2. Phan cong cho cong chire thu 1y ho so, tham muu
giai quyét.
3. Cong chirc thy 1y ho so kiém tra hd so (Biéu mau,
file dinh kem). ‘ ,
- Truong hop hd so chua du di€u kién giai quyét: A Ay A TYA
Linh dao | du thdo vin ban thong bao bo sung ho so (lanh dao Cap n?ﬁt tr'en He
Phong, | Ban ky); néu ré ly do, noi dung can bo sung. va t; ong
n . . A o g A 1A o X \ éu cau bo sung/
Cong chire | - Truong hop ho so khong du di€u kién giai quyet: | 15 ngay 0t chéi idi
thu ly ho | du thdo van ban thong bdo tra lai ho so (lanh dao &/D gth"
s¢ | Banky), néurd Iy do. quyetDu thao
4. Trudng hop ho so day du, tiép nhan hd so: van ban tra 16i
- Tham muu vin ban xin ¥ kién cac co quan lién
quan (lanh dao Ban ky).
- Toéng hop ¥ kién cac co quan lién quan va thim
dinh cac ndi dung;
- Dy thao van ban cta Ban tra 16i t6 chtrc/ca nhan
ton giao.
Kiém tra hd so:
Linh dao | I\Iéu fi@)ng,y: ky duyét van ban tra 10i to chirc/ca \ Cap nhat trén H¢
Ban | nhap ton giao. 7 2 ngay thong;
- Néu khong dong y: Chuyén lai Chuyén vién Phong Van ban tra 161
Nghiép vu.
ﬁl(::)lrglgc?lllr: Hoan thién HO so, chuyén két qua vé Bo phan Ya Cap néll%tn‘g'en He Vin ban trd 1o
* | TN&TKQ ngay ’

1y hd so
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Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cit phap ly Ghi chd
3. A 1A Hoan thién
\ B0 phan . i
Hoan Mot cita/ cac quy
thién T4 chire Tra ket Trang thong tin trinh két
ho so; cona dan B§ phan Mot cura tra két qua cho To chirc, cong dan. | qua trong | dong bd Cong | Van ban trda 161 | thuc ho so
Tra " u’?)'i 6 ’ ngay Dich vu quoc gia trén Phan
két g U P mém Dich
. ho so 0
qua vu cong




PHU LUC 6.1: BIEU MAU PIEN TU

1. Tén t6 chirc

2. Tru so:

3. Ho va tén nguoi dugce du kién bd nhiém, bau c, suy cuir
Tén goi trong ton gido

Nam sinh

Noi cu tra

4. Pham vi

5. Chtrc vu truée khi dugc bd nhiém, bau ctr, suy cu

6. Chirc vu sau khi duoc bd nhié¢m, bau ct, suy cir

7. bia ban phu trach trude khi dugc bd nhiém, bau ct, suy cu

8. bia ban phu trach sau khi dugc bo nhi¢m, bau cu, suy cu
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PHU LUC 6.2: THANH PHAN HO SO DPIEN TU

oy Ye A e Bat bugc/khon A A Ao
TT Tén thanh phin ho so Co'so d}r h(‘e.lf/bafl bit bli(f)c dinhg Nop ban chinh Dicu kle{l veky
chup/ban dién tir Kem thuat
x Ban scan van ban . . Vén bin c6 chir ky
1 Vin ban dang ky (theo mau B19); PR nghi Bat budc Bat budc sO hoac flle scan
) mau
So yéu Iy lich, phiéu Iy lich tu phap cua Vin ban c6 chir ky
2 nguoi dugc du kién bd nhiém, bau cu, Ban scan Bit budc Bit budc s6 hodc file scan
suy cir; mau
Ban tom tat qua trinh hoat dong ton Vin ban c6 chir ky
3 gido cua nguoi dugc du kién bo nhiém, Ban scan Bit budc Bit budc s6 hodc file scan
bau cir, suy ci. mau
4 | Tai liéu khac kém theo (néu c6). Ban scan Khong Bit budc Khong Bit budc Ban scan
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M4iu B19

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

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

PANG KY
Ngudi dwge bd nhiém, biu cir, suy cir 1am chire viée
Kinh guri: ............... @
Tén t& chirc (chit in hoa): ...........oveeeeeeeiiiiiiiee G
DI S TP RTOUR
bang ky nguoi dugc bd nhiém, bau ctr, suy ctr lam churc viée voi cac ndi dung sau:
Chitc vu trwde va sau [Pia ban phu trach truée
Ho va tén nguoi dwge| Tén goi khi dwgc bd nhi¢m, va sau khi dwgc bd
TT | dwkién b nhiém, | trongtdn |Nim sinh|Noi cw tri| Phim vi bau ci, suy cir nhi¢m, bau cw, suy cir
biu cit, suy cir gido
Truoc Sau Trudc Sau
1
2

Vin ban kém theo gdm: So yéu Iy lich, phiéu 1y lich tu phap ctia nguoi duge du kién bd nhiém, bau ctr, suy cir; ban tom tit qua trinh
hoat dong ton gido ctia nguoi dugc du kién bd nhiém, bau ctr, suy cu.

TM. TO CHUC ©
(Chir ky, dau)

® Pja danh noi c6 tru s¢ cua td chire ton gido, t chue ton gido truc thudc hodc td chuc dugc cép chung nhén dang ky hoat dong ton
gido.

@ Co quan quan ly nha nudce vé tin ngudng, ton gido & trung wong déi voi trudng hop bd nhiém, bau ct, suy cir chire viée theo quy
dinh tai khoan 1 Diu 34 cua Luét tin ngudng, ton gido; co quan chuyén mén vé tin ngudng, ton gido cip tinh ddi vai truong hop bd
nhiém, bau cir, suy cir chirc viée theo quy dinh tai khoan 2 Didu 34 ctia Luit tin ngudng, t6n gido; co quan nha nuée c6 thdm quyén
quy dinh tai khoan 3 Diéu 19 ciia Ludt tin ngudng, ton gido dbi véi truong hop bd nhiém, bau cir, suy cir chuc viée theo quy dinh tai
khoan 3 Diéu 34 cua Luét tin ngudng, t6n gido.

@ T4 chrc ton gido, t chirc ton gido truc thude hodc td chirc duoc cAp ching nhan diang ky hoat dong ton gido. Ddi vai td chirc ton
gido, tb chure ton gido trye thude nguoi thay mat td chire phéi ky tén va dong déu.



7. Quy trinh: Thi tuc ding ky nguoi dwoc bd nhiém, bau cik, suy cir 1am chic viéc cia té chire dwoc cAp chitng nhan ding ky hoat
dong ton giao c6 dia ban hoat dong ¢ mot tinh (QT-07)

Buoc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can ctr phap ly Ghi chu
- Cé& nhan nop hd so truc tuyén tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hodc 7
Cong dich vu cbng cta Thanh phd (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Quoc gia
- Nguoi nop ho so dang ky tai khoan giao dich dién thyc hién dang
tir, dang nhap tai khoan , xac thuyc dinh danh dién t nhap mot lan,
(theo hudng dan trén Cong Dich vu cong). diéu hudng ngudi Nehi dinh s6
- Cong DVC két noi vai CSDLDC dé khai thac cac dung téi Cong 9 5%202'3 ND- | Neusine
treong thong tin cua cong dan cé trong CSDLDC Dich vu cong X guo 99
. Ky o Ax \ £ 2R CP ngay 29 ho so phai
(khi dugc két noi). Thanh pho de , y 3 e
A A _ A thang 12 nam | dang ky tai
- Nguoi nop ho so lua Chpn. thyce hién cac 2023 ciia Khoan diao
1. 2 v + Djch vu cong truc tuyén budc tiep theo; , ! . .Ag .
Nop T9 chlAl’C, + Chon S& Néi Vu Ch}nh php quy d;cih d1¢nAtu:,
hdso | 2 nhan | Chon linh viee Tin nguéong, ton giao Tai khoan gom mql?hgcgil;neté fginl%hr(lj};?]p
+ Chon thi tyc: ding ky ngudi dwgc bd nhigm, Tén dang nhap va | o, >0 et i
Al o . A o SR Ay T A bién phap thi xac thuc
bau ci, suy ci lam chirc viéc cia té chire dwoc mat khau. . P )
X i A 2w , n NP hanh Luat tin dinh danh
cap chitng nhan diang ky hoat dgng ton gido co noudne. ton dien t
dia ban hoat dong & mot tinh g gié% :

- Nguoi nop ho so dién cac noi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 7.1 kém theo).
(Trweong hop cac thdng tin trong Biéu madu dién tir da
¢6 trong Co 56 dir ligu quoc gia Vé ddn cu, hé thong
thdng tin c6 lién quan, duroc dien tu dong (neu co) _

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 7.2 kém theo);

Biéu miu dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Budc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cir phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi ndp hd so truc tuyén liwa chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vy buu chinh cong ich. ’
(Trudong hop cong dan khong lya chon nhén két
qua qua dich vu buu chinh cong ich, Ban Tén gido
s€ gui két qua file dién tr vao dia chi email ctia
cong dan).

Tiép
nhan
va giai
quyét
hé so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bd sung hoidc ho so khong
thudc tham quyén giai quyét: Guri Thong bao dén
Nguoi ndp hd so (miu Théng bao Pién tir) néu rd
1y do va c6 van ban huéng dan nguoi yéu cau bd
sung hd so, hoan thién hd so, néu rd loai giéy to,
ndi dung can bd sung dé Ngudi nop ho so b sung,
hoan thién.

3. Truong hop Ngudi nop hd so khong bod sung,
hoan thién dugc hd so, c6 vin ban tir chdi giai quyét
yéu cau ciia Ngudi ndp ho so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo doi
dién tir theo mau).

4.2. Xac nhan thong tin, gul thong bao tlep nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.

Y2 ngay

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xur
1y (Thé hién trong
Phan mém bang
1énh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cit phap ly Ghi chd
Chuyén ho so téi Truéng B phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao | mdi va ti€p nhén ho so. o . 02 naa 1y (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong 98Y | Phin mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢ thong nhén thong bao c¢6 ho so
mai va tiep nhan ho so.
2. Phén cong cho cong chire thu 1y ho so, tham muu
giai quyeét.
3. Cong chuc thu Iy ho so kiém tra ho so (Bi€éu mau,
file dinh kém).
- Truong hop hd so chua du diéu kién giai quyét: A Ay A TTA
Linh dao | du thdo vin ban thong bao bo sung hé{ so (lanh dao Cap 111}11%‘[11trf3n He
Phong, | Ban ky); néu rd ly do, ni dung can bo sung. L Lons
n . . A A ) e A1 in s Z, \ Yéu cau bo sung/
Cong chirc | - Truong hop ho so khong du dicu kién giai quyét: | 15 ngay NP
. 1A 2 s 1z A a1 LA ~ tur choi gidi
thu ly ho | du thdo van ban thong bdo tra lai ho so (lanh dao P \
: SN At quyét/Du thao
SO’ Ban ky), néu ro ly do. vin ban 4 Io
4. Truong hop ho so day du, tiép nhan ho so:
- Tham muu van ban xin y kién céc co quan lién
quan (lanh dao Ban ky).
- Tong hop v kién cac co quan lién quan va tham
dinh cac ndi dung;
- Du thao van ban cua Ban tra 161 t6 chirc/ca nhan
ton giao.
. Kiém tra hd so: Céap nhat trén H¢
Lanh dao L ah 1 A e La en s A s \ X
Ban : - Néu dong y: ky duyét van ban tra 1oi té chirc/ca | 2 ngay thong;

nhan tén giao.

Van ban tra 161
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Chi thé

Buéc Quy trinh chi tiét Thoi gian Trang thai Can cwr phap ly Ghi cha
- Néu khong ddng ¥: Chuyén lai Chuyén vién Phong
Nghiép vu.
C0{1g chire Hoan thién HO SO, chuyén két qua vé Bo phéan Ya Cap nhg}t tren He a1
phong thu TN&TKQ ngay thong; Vin ban tra loi
1y ho so’

3.\ B§ phan HO?n thién
Hoan Mot cii’a/ ) cac quy
thién Té chire Tra ket Trang thong tin trinh két
ho so; cona dan B0 phan Mot ctra trd két qua cho T6 chirc, cong dan. | qua trong | dong bo Cong | Van ban tra 101 | thic ho so

Tra n lr?)’i b ’ ngay Dich vu quoc gia trén Phan

Kkét | MBI NOP mém Dich
- ho so A

qua vu cong
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PHU LUC 7.1: BIEU MAU PIEN TU

1. Tén t6 chirc

2. Tru so:

3. Ho va tén nguoi dugce du kién bd nhiém, bau c, suy cuir
Tén goi trong ton gido

Nam sinh

Noi cu tru

4. Pham vi

5. Chtrc vu truée khi dugc bd nhiém, bau ctr, suy cu

6. Churc vu sau khi dugc bo nhiém, bau ctr, suy ctr

7. bia ban phu trach trude khi dugc bd nhiém, bau ct, suy cu

8. bia ban phu trach sau khi dugc bo nhi¢m, bau cu, suy cu
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PHU LUC 7.2: THANH PHAN HO SO DPIEN TU

oy Ye A e Bat bugc/khon A A Ao
TT Tén thanh phin ho so Co'so d}r h(‘e.lf/bafl bit bli(f)c dinhg Nop ban chinh Dicu kle{l veky
chup/ban dién tir Kem thuat
x Ban scan van ban . . Vén bin c6 chir ky
1 Vin ban dang ky (theo mau B19); PR nghi Bat budc Bat budc sO hoac flle scan
) mau
So yéu Iy lich, phiéu Iy lich tu phap cua Vin ban c6 chir ky
2 nguoi dugc du kién bd nhiém, bau cu, Ban scan Bit budc Bit budc s6 hodc file scan
suy cir; mau
Ban tom tat qua trinh hoat dong ton Vin ban c6 chir ky
3 gido cua nguoi dugc du kién bo nhiém, Ban scan Bit budc Bit budc s6 hodc file scan
bau cir, suy ci. mau
4 | Tai liéu khac kém theo (néu c6). Ban scan Khong Bit budc Khong Bit budc Ban scan
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Miu B19
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 14p - Tw do - Hanh phuc
O ngay ... thang .... ndm....
PANG KY
Nguoi duge bd nhiém, biu cir, suy cir 1am chire viée
Kinh gri: ............... @
Tén t& chirc (chit in hoa): ....oovvvvveeeeeeeeeiieieee e
T8 SO ettt ettt et e e e e ete e ettt e ete e et e e etteeetteeeateeateeetbaeaateaas Eeeieeeesbesiabeeateeateeeateeatteeabeeabaeateeeabeeebee e tae heearres
bang ky nguoi dugc bd nhiém, bau cur, suy ctr lam chtrc viée voi cac ndi dung sau:
Ho va Chirc vu truée va Dia ban phu trach
tén sau khi dugc bo trude va sau khi
nguoi " . nhiém, bau cit, suy dugc b6 nhiém, bau
dwge duw Tén sol Nam Noi cu 2 cw cir, suy cir
TT £ % | trong ton - h Pham vi 2
kien bo 5 sinh tra :
nhiém glao
PO Trude Sau Trudc Sau
bau cir,
suy cir

Vin ban kém theo gdm: So yéu Iy lich, phiéu Iy lich tu phap ctia ngudi duoc dy kién bd nhiém, bau cir, suy cir; ban tom tit qué trinh
hoat déng ton gido ciia ngudi duoc du kién bd nhiém, biu cir, suy ci.

TM. TO CHUC @
(Chit ky, ddu)

() Pja danh noi co try so cia td chire ton gido, td chirc ton gido truc thude hodc td chirc duoc cip chimg nhén diang ky hoat dong ton
gido.

@ Co quan quan Iy nha nude vé tin ngudng, ton gido & trung wong ddi véi truong hop bd nhiém, bau cir, suy cir chirc viée theo quy
dinh tai khodn 1 Diéu 34 cua Luat tin ngudng, ton gido; co quan chuyén mén vé tin ngudng, ton gido cip tinh di v6i truong hop bd
nhiém, biu cir, suy ctr chtre viée theo quy dinh tai khoan 2 Diéu 34 cia Luat tin ngudng, ton gido; co quan nha nudc c6 thdm quyén
quy dinh tai khoan 3 Diéu 19 cua Luét tin ngudng, ton gido déi v6i truong hop bd nhiém, bau cir, suy ctr chire viée theo quy dinh tai
khoan 3 Diéu 34 cua Lut tin ngudng, ton gido.

@ T4 chirc ton gido, t& chirc ton gio truc thude hoidc td chirc dugc cip chung nhan ding ky hoat dong ton gido. Pbi vai td chure ton
gido, td chire t6n gido tryc thude ngudi thay mét t& chire phai ky tén va dong dau.



8. Quy trinh: Thi tuc ding ky mé 16p boi dwdng vé ton gido cho nguwdi chuyén hoat dong ton gido (QT-08)

Buéc | Chi thé Quy trinh chi tiét ";Il;;l Trang thai Can cll;,; phap Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu cbéng cua Thanh phd (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hi¢n dang
- Nguoi nop ho so ding ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap tai khoan, xac thuc dinh danh dién tu diéu hudéng ngudi
(theo hudng dan trén Cong Dich vu cong). dung t6i Cong L
- Cong DVC két ni voi CSDLDC dé khai thac cac Dich vu cong Nghi dinh so o
trudng thong tin cua cdng dan cé trong CSDLDC Thanh phé dé = 92/2023/ND- 1 Nguoi nop
(khi duoc két néi). thue hién céc CPngay29 | ho sophal
- Nguoi nop hé so lua chon: budc tiép theo; thang 12 flam dang ky-tal
1 . .|+ Dichvucong truc tuyén 2023 cia | khoan giao
Nop T(,) Chlfc’ + Chon So Ngi vu Tai khoan gom Ch}nh ph}l quy dl(ih dl@n}u’
hdso | 2 nhan | Chon linh viec Tin nguong, ton giao Tén dang nhap va d}nhfh_lxtlet . d\a_ng nI}ap
+ Chon tha tuc: Piang Ky mé 16p bdi dudng vé ton mat khau. mot s d}eu va | tal khoan,
giso cho ngudi chuyén hoat dong ton gido bi¢n phap thi | xac thuc
~Nguoi nop hd so dién céc noi dung theo Bidu mAu hanh Luat tin | dinh danh
dién tir (chi tiét tai Phy lyc 8.1 kém theo). o ngudng, ton dién tur
Bi¢u mau dién tu giao

(Trmfng hop cac thong tin trong Bleu Mau dién e da
c6 trong Co sé dir ligu quéc gia Vé ddn cu, hé thong
thong tin 6 lién quan, duwoc dien tu dong (neu CO)

- Tich hop thanh phan ho so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 8.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

Thong bao vé
viéc da giri ho so
thanh cong, cho

kiém tra, tlep

nhan, phan hoi
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Buéc | Chi thé Quy trinh chi tiét ;g(: Trang thai Can cll; phap Ghi chu
- Nguoi ndp hd so truc tuyén lwa chon gtri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.
(Truong hop cong dan khong lya chon nhan két
qua qua dich vy buu chinh cong ich, Ban Ton gido
s& guri két qua file dién tir vao dia chi email cta
cong dan)
1. Nhén thong béo co ho so moi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Gui Thong bao dén
Nguoi ndp hd so (miu Thong bao Bién tir) néu r6
Iy do va c6 van ban huéng dan nguoi yéu cau bd
sung hd 50, hoan thién hé so, néu 5 loai glay to, . L
2 ndi dung can bd sung dé Ngudi ndp ho so b sung, Van bé}n tr choi, | Biéu rPﬁu theo
Ti ép hoan thién. van balg hudng Thong tu
nhin | Bjphan | 3- Truong hop Nguoi ndp ho so khong bo sung, T . damg 01/2018/ TT-
va gidgi | M@t cira | hoan thién dugc ho so, c6 van ban tir choi giai quyet 72 ngay I”hleuxch‘uAyen xu | VPCPngay
quyét yéu cAu ctia Ngudi nop hd so. ly (”{he hgen trong 23/ 1,1/201‘8 cua
ho so 4. Trudng hop hd so da didu kién giai quyét: thm mem l:;)ang Var,l P hong
1énh chuyén) Chinh phu

4.1. Cap nhat thong tin vao Hé thdng (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, giri théng bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cia
Nguoi nop hd so.

Chuyén ho so toi Truong Bo phan mot cira; Chuyén
hd so dén Lanh dao Ban Ton gido.




65

Buéc | Chi thé Quy trinh chi tiét gll:;},l Trang thai Can cll; phap Ghi chu
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lianh dao | méi va tiép nhan ho 50. o ‘ 02 ngay ly (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao Hé thong nhan thong bao c6 ho so
méi va tiép nhan ho so.
2. Phan cong cho cong chire thu 1y ho so, tham muu
giai quyét.
3. Cong chire thu 1y ho so kiém tra hd so (Biéu mau,
file dinh kém). ‘ ’
- Truong hgp ho so chua du diéu kién giai quyét: A Ay A TTA
Linh dao | du thdo vin ban thong bao bd sung ho so (lanh dao Cap I}[E%t tr.en He
Phong, | Banky); néu 15 1y do, ndi dung can bo sung. Yeéu ci OI];g;’ /
Céng chire | - Truong hop hd so khong du didu kién giai quyét: | 15 ngay eu‘ca;‘; )0 Sung
thu ly ho | du thao van ban thong bao tra lai hd so (lanh dao tu’;: o1 gla%
N A xrs quyét/Dy thao
SO Ban ky), néu ro ly do. im ban 14 1
4. Truong hop ho so day du, tiép nhan ho so: van ban fra fon
- Tham muu vin ban xin ¥ kién cac co quan lién
quan (1anh dao Ban ky).
- Tong hop ¥ kién cac co quan lién quan va thim
dinh cac ndi dung;
- Du théo van ban cta Ban tra 101 t6 chtre/ca nhan
ton giao.
Kiém tra hd so:
Linh dao |~ I\Iéu Adéng,y: ky duyét van ban tra 10i to chirc/ca \ Cap nhé}t trén He
Ban nhan ton giéo. 2 ngay thong;

- Néu khong dong y: Chuyén lai Chuyén vién Phong
Nghiép vu.

van ban tra 161
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Buéc | Chi thé Quy trinh chi tiét ;g(: Trang thai Can cll; phap Ghi chu
Coflg chure Hoan thién HO so, chuyén két qua vé Bo phan Yo Cap nha_}t trén He a e qa
phong thu TN&TK g thong; van ban tra 101
I hé so Q gay
3.\ B6 phan Ho?n thién
Hoan Mot cfi’a/ , cac quy
thién Té chire , q Tra két Trang thong tin trinh ket
ho so; cona dan B§ phan Mot cura trd két qua cho T chire, cong dan. | qua trong | dong bo Cong van ban tra 101 | thuc ho so
Tra n ll’?)’i b ’ ngay Dich vu quoc gia trén Phan
ket 8 Y °p mém Dich
- ho so A
qua vu cong




1. Tén tb chic (chit in hoa):
2.Tru so:

3. Tén 16p bdi dudng vé ton gido:

4. bia diém mo 16p
5. Ly do mo 16p:
6. Thoi gian hoc:
7. Noi dung hoc:

8. Thanh phan, s6 luong tham du:

9. Hinh thiic mo 16p boi dudng
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PHU LUC 8.1: BIEU MAU PIEN TU
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PHU LUC 8.2: THANH PHAN HO SO DPIEN TU

e LAy Bit budc/khong A b en A
TT Tén thanh phin ho so Co'so d}r h(‘e.lf/bafl bit budc dinh Nop ban chinh Dicu kle{l veky
chup/ban dién tir Kem thuat
, < 1. L s N Van ban co6 chir ky
1 | Vanban dang ky (theo mau B27). Ban sean van ban Bit budc Xuat tl‘ll’ll,l/n(_)p ban s6 hoic file scan
de nghi chinh X
mau
Van ban co6 chir ky
2 Chuong trinh boi dudng. Ban scan Bat budc Bat budc s0 hoac file scan
mau
Van ban co6 chit ky
3 Danh sach giang vién. Ban scan Bat budc Bat budc s0 hoac file scan

mau
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MAu B27

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 14p - Tw do - Hanh phuc

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

) ) DPANG KY
Mé 16p boi dudng ve ton giao cho ngudi chuyén hoat dng ton giao
Kinh guri: ............... @
TN 8 CAIC (CHIT A MO ..veevecveecvee ettt s st en s s s sens eessess s sassssesssesssen s esssenssenssesssessseesseessen s eres
1 0 BT U O ST RP PP

DA QLM MO LGP @ittt essaenes esssessssss s s st e s s s s s es s s s e sttt e s st es st
LY 0 TG LOP: -ttt te okttt h e h R e R R s e R R R £ Ee R R e bbbt et enr s
TROT ZIAN ROC! ..ttt et e ehteh e et et et e bt e e sttt e b e e e b e e e e b b e e e e e b e E e A et es £h e b e e R e e b b eb e e he e R bbb eb et nb b ene s
INOT QUINEZ NOC: ...ttt ettt e hesbesbe st e b e eee s bt eb e e be e bt bt eb e e Ee s b e bt e bt e b e e b ekt ebeebe ek Sheeneenbeas e be b enbessenbebenbeanens

Hinh thirte M 1P BAT AUSNE B): ....voovviceecieeseeeiesseesiens ceesssesies s s sss s s esss s ss s st ssssssessssnsseess s s s ssenssessen s e en s s sensen

Vin ban kém theo gdm: Chuong trinh; danh sach giang vién.

TM. TO CHUC @
(Chit k, ddu)
@ Pja danh noi ¢6 tru s& cua td chirc ton gido hodc t6 chire ton gido tryc thudc.
@ Co quan chuyén mén vé tin ngudng, ton gido cip tinh noi mé 16p.
@ T4 chirc ton gido hodc td chuc ton gido tryc thudc.
@ Pdi vai cac 16p hoc truc tiép tai noi dién ra hoat dong bdi dudng.

®) Tryc tiép hodic truc tuyén; két hop ca tryc tiép va truc tuyén.



9. Quy trinh: Thi tuc dé nghi to chirc dai hdi ciia té chirc ton gido, td chitc tdn gido truc thude, té chire dwge cip chirng nhin ding
ky hoat dong ton gido c6 dia ban hoat déng & nhiéu huyén thudc mot tinh (QT-09)

Buéc | Chi thé Quy trinh chi tiét rgll;: Trang thai Can cll;,; phap Ghi chu
- Ca nhan ngp ho so tryc tuyen tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hodc
Cong dich vy cong cua Thanh pho (dia chi: Céne Dich vu
dichvucong.hanoi.gov.vn); on gQuéc i
- Ngudi nop hd so ding ky tai khoan giao dich g Ruoc g
A A an \ . g thyc hién dang
dién tr, dang nhap tai khoan, Xxac thuc dinh danh nhap mot Lin
dién tir (theo hudng dan trén Cong Dich vu cong). nap T " e X
2 Lo i . 2 o diéu hudéng nguoi | Nghi dinh so
- Cong DVC ket noi voi CSDLDC dé khai thac 2 A
. . n s . A A . dung t61 Cong 95/2023/Nb- | Nguoi nop
cac truong théng tin cua cbng dan cd trong : . X £ o
CSDLDC (khi dugc két ni) Dich vucong  CPngay29 | ho so phal
- Noudi nén hd so lua chon: ' Thanh pho dé thang 12 nam | dang ky tai
. L thuc hién céc 2023 cia | khoan giao
N N To chire, + Chon S& Néig Vi y budc tiep theo; | Chinh phu quy dich dién tu,
WP canhan e dinh chi tiét = dang nhap
ho so + Chon linh viec Tin nguong, ton giao .. A NI N ,
s e TA PN e L Ae o (X Tai khoan gom | mot so diéu va | tai khoan,
+ Chon thu tuc: De nghi to chirc dai héi cuaa to NP A T , : \
P O A Tén dang nhap va | bién phap thi Xac thuc
chure ton glao, to chire tOn giao truc thudc, to mat khiu hanh Lut tin dinh danh
chirc duge cap ching nhén diang ky hoat dong : ' noudne. ton dien tie
ton gido c6 dia ban hoat dong ¢ nhiéu huyén & gié% i

thudc mét tinh

- Nguoi nop ho so dién cac nodi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 9.1 kém theo).
(Trueong hop cé&c théng tin trong Biéu mau dién tir
dd c6 trong Co sé di liu quac gia vé ddan cu, hé
thdng théng tin c6 lién quan, dwoc dién tie dong (néu
cd)

Bicu mau dién tur
Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Bwoc

Chi thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chu

- Tich hop thanh phan ho so theo mau tai Bicu
mau dién tir (chi tiet tai Phu luc 9.2 kém theo);

- Ngudi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéc, hop phép.

- Ngudi ndp hd so truc tuyén lya chon gui ho so
(ban gidy), nhan két qua giai quyét ho so (ban
gidy) qua dich vu buu chinh cong ich. ’
(Truong hop cong dan khong Iya chon nhén két
qua qua dich vu buu chinh cong ich, Ban Tén
gido s€ gui két qua file dién tir vao dia chi email
cua cong dan)

Tiép
nhan
va giai
quyét
hd so

B¢ phan
Mot cira

1. Nhén thong béo co ho so méi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop hd so can bd sung hodc hd so khong
thudc thim quyén giai quyét: Gui Thong bao dén
Nguoi ndp hd so (mau Thong bao bién tir) néu rd
Iy do va co6 van ban huong dan ngudi yéu cau bd
sung hd s0, hoan thién hé so, néu rd loai glay to,
n6i dung can bo sung dé Ngudi ndp hd so b sung,
hoan thién.

3. Trudng hop Ngudi ndp hd so khong bo sung,
hoan thién dugc hd so, c¢6 van ban tir chdi giai
quyét yéu cau ctia Ngudi nop ho so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé théng (S6 theo ddi
dién tir theo mau).

Y ngay

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém béng
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Vian phong
Chinh phu
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Buéc | Chi thé Quy trinh chi tiét gll;;},l Trang thai Cin cll;,; phap Ghi chu
4.2. Xac nhan thong tin, gui thong bao tiép nhan
(ma hd so va ngay gio tra két qua) vao tai khoan
ctia Ngudi nop hd so.
Chuyén hé SO ,t(’yi Truong B0 phan mdt cura;
Chuyén ho so dén Lanh dao Ban Ton gido.
1. Truy cap vao H¢ thong nhan thong bao c6 ho so Phié'uqchuyén XU
Lanh dao | méi va tiép nhan ho so. o ‘ 02 naa Iy (Theé hién trong
Ban 2. Phan cong thy 1y ho so, chuyén ho so vé phong 98Y ' Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢ thong nhan thong bao co ho so
mai va tiép nhan ho so.
2. Phan cong cho cong chue thy ly ho so, tham
muu giai quyet. . i ‘ i
3. Cong chuc thu Iy ho so kiém tra ho so (Biéu
mau, file dinh kém).
- Trudng hop hd so chua du diéu kién giai quyét: A Ay A TTA
Lanh dao | du thao van ban thong bao b6 sung ho so (lanh dao Cap I}[}ﬁ%;tr.en He
Phong, | Banky); néurd ly do, ndi dung can bo sung. L Long
A . : A A oA AL ias Z.. s Yéu cau bo sung/
Cong chire | - Truong hop ho so khong du diéu kién gidi quyét: | 15 ngay © oy Ae e
1A NS A s 1ot LA ~ tur choi giai
thu ly ho | du thdo vdn ban thong bdo trd lai ho so (1anh dao Z ,
: N A ars quyét/Dy thao
SO Ban ky), néu r6 ly do.

4. Trudng hop ho so day du, tiép nhan ho so:

- Tham muu vén ban xin ¥ kién cac co quan lién
quan (lanh dao Ban ky).

- Tong hop ¥ kién cac co quan lién quan va thim
dinh céac ndi dung;

- Du thdo vin ban cua Ban tra 10 tO chtre/ca nhan
ton gido.

van ban tra 161
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Buéc | Chi thé Quy trinh chi tiét gll;;},l Trang thai Cin cll;,; phap Ghi chu
Kiém tra ho so:
i - Néu dong y: ky duyét vin ban tra 15i to chirc/ca Cap nhat trén Hé
Lanh dao A pA A 5 X
Ban nhar] ton giao. 7 2 ngay thong; _
- Néu khéng dong y: Chuyén lai Chuyén vién van ban tra 101
Phong Nghiép vu.
C0{1g chire Hoan thién Ho so, chuyén két qua vé BO phan Yo Cap nhg}t tren He e ka1
phong thu TN&TKO g thong; van ban tra 101
I¥ hd so gay
3.\ B§ phan Hogn thién
Hoan Mot cira/ ’ cac quy
thién 2 A 1A Ay o X 2 1 A Tra két Trang thong tin trinh ket
A To chitc | BO phan M{t cua trd két qua cho To chuc, cong \ A NP e Lr an 1 . 1A
ho so; A A A qua trong = dong b Cong van ban tra 161 | thlc ho so
N cbng dan, | dan. s . S A A
Tra neudi no ngay Dich vu quoc gia trén Phan
ket g X °p mém Dich
- ho so A
qua vu cong
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PHU LUC 9.1: BIEU MAU PIEN TU
. Tén to chirc

. Tru so:

. Ly do 6 chuc dai hoi :

. Thoti gian:

. bia diém:

. Thanh phan:

. NO1 dung:

. Hinh thtrc t6 chire

PHU LUC 9.2: THANH PHAN HO SO DPIEN TU

« vxrn . | Bat budc/khong A LA Ao
TT Tén thanh phin hd so Cosg dirlicwban | e 60 dinh Nép bén chinh Diéu kien ve ky
chup/ban dién tir Kém thuat
Vin ban dé nghi (theo mau B33); \ S Vian ban co6 chir ky
Ban scan van ban LA L1 A X1«
1 A i Bat budc Bat budc s0 hoac file scan
de nghi s
mau
Béo céo tong két hoat dong cua to Van ban c6 chir ky
2 chuec; Ban scan Bat budc Bat budc s0 hoac file scan
mau
Du thao hién chuong hodc hién chuong Vin ban c6 chir ky
3 stra doi (néu co). Ban scan Khong Bat budc Khong Bat budc s0 hodc file scan
mau




MAu B33

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

O, ngay...thang...ndm...

) PE NGHI
To chire dai hdi .............
Kinh gui: ......... @
Tén t& chirc (chit in hoa):............coeeeeeieeiiiiiieien ) ettt ettt ettt ettt s st s s an s erentenae e
1 0 BT OO PTTPRPPPTN

Dé nghi td chire dai hdi véi cac ndi dung sau:
LY 0 10 CHEIC: w.vvrveecveecveeseieseeeseess s iees s ss s s s s s sses s sssnesesssees eebssesssssssessseessesssessseessens s ee s et ssenssenss st n b s e s
TROT ZIAN: ittt et ettt et et aee e sheeb e b e ebeshe s b e b e abe SHebeebeebeeE e b e ebeebeeb £ b e eb e eh e e E £ b e eE e e Re e R e E e e R R e R e eh e et ente beeheebenbe bt nbenae e s
DA GIEIIL: vttt ettt ee et et e et e e ee et ettt e et ee st sttt et e eee 1ot et et e r e et et et et et ee e et et ettt ee b ettt ettt ettt ettt et
TRANN PRAN: ©ovvtoeeeeecveeeee st s st ss e ss e Senessessses st esssessseess e ss s s s b s s s e s n e ene s s s et st en st ne e
INOT QUINEE .ottt e et bt e bt e HeeEe e eE e R e R e R e R R e R R R R R R R R e R R Rt er s SRt er e n Rt n et
Hinh thirc t6 chire: ......................... ) ettt et et et R AR SRRttt

Van ban kém theo g@)m: Chuong trinh td chuc dai hoi; du kién thanh phén, $6 luong nguoi tham du; bdo cdo téng Kkét hoat dong cua
td chtre; du thao hién chuong hodc hién chuong sua ddi (néu co).

TM. TO CHUC @
(Ky, ghi 6 ho tén, dau)

® Pja danh noi ¢6 tru s¢ cua td chire ton giao, td chuc ton gido truc thudc hodc td chue dugc cép chung nhén dang ky hoat dong ton
gido.

@ Co quan quéan Iy nha nude vé tin ngudng, ton gido & trung wong ddi vai viée td chirc dai hoi cia td chire tdn gido, td chire ton gido
true thudc, t chire duge cép chtimg nhén dang ky hoat dong tén gido c6 dia ban hoat dong & nhiéu tinh; co quan chuyén mén v& tin
ngudng, ton gido cép tinh ddi v&i viée t6 chire dai hoi cua td chirc ton gido, td chire ton gido truc thudc, td chue duoc cép chung nhan
ding ky hoat dong ton gido c6 dia ban hoat déng & nhiéu huyén thuéc mét tinh; Uy ban nhan dan cip huyén déi vai viée td chirc dai
héi ciia td chirc ton gido truc thude co dia ban hoat dong & mot huyén.

@ T4 chirc ton gido, t& chirc ton gio trire thude hodc tb chirc dwoc cip chimg nhan ding ky hoat dong ton gido.

@ Tryc tiép hodc true tuyén; két hop ca truc tiép va truc tuyén.



10. Quy trinh: Thii tuc dé nghi té chire cudc 1€ ngodi co sé ton gido, dia diém hop phap da ding ky c6 quy mé té chirc & nhiéu
huyén thudc mét tinh hoic ¢ nhiéu tinh (QT-10)

Budc Chu thé Quy trinh chi tiét Thaoi gian Trang thai Cin cir phép ly Ghi cha
- Ca nhan nop hd so truc tuyén tai Cong dich vu
cong qudc gia (dia chi: dichvucong.gov.vn) hoic
Cong dich vu cbéng cua Thanh phd (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hién ding
tir, dang nhap tai khoan, xac thuc dinh danh dién tu nhap mot lan,
(theo hudng dan trén Cong Dich vu cong). diéu huéng ngudi
- Cong DVC két ndi voi CSDLDC dé khai thac cac dung t6i Cong Nghi dinh s6
truong thong tin caa céng dan co trong CSDLDC Dich vu céng 95/2023/NP- o
(khi duoc két ndi). Thanh phé dé CP ngay 29 Eﬁgw' nop
- Nguoi nop ho so lua chon: thuc hién cac thang 12 nam 0 80 Rhef',
+ Dijch vy cong truc tuyén budrc tiép theo; 2023 cua dang ky_tal
1. : .. +ChonSo Ngivy ‘ Chinh phii quy | <04 giao
Nop T‘,) Chlfc’ + Chon linh vuc Tin nguong, ton giado Tai khoan gom dinh chi tiét dl(ih dlen}u”
hdso | O nhan |, Chon thi tuc: Dé nghi td chirc cudc 1€ ngoai co Tén dang nhap va | mot sb diéu va d‘a_ng nl}ap
sé ton glao, dia diém ho’p phap da dang ky co mét khau. bién phap thi ta', khoan,
quy mo t6 chirc & nhiéu huyén thugc mét tinh hanh Luét tin )$ac thuc
hoac & nhiéu ‘tmh . o ngudng, ton dl(;”] daph
- Nguoi nop ho so dién cac ndi dung theo Bi€u mau gi4o 1en tu

dién tir (chi tiét tai Phu luc 10.1 kém theo).
(Trwong hop cac thdng tin trong Biéu mdu dién tir da
c6 trong Co sé dir ligu quéc gia Vé ddn cu, hé thong
thong tin 6 lién quan, duwoc dién tie dong (neu CO)

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 10.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xé&c, hop phép.

Biéu mau dién tir
Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Cin cir phép ly

Ghi chu

- Nguoi ndp hd so truc tuyén lwa chon gtri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, Ban Toén gido s€
giri két qua file dién tir vao dia chi email cta cong
dan).

Tiép
nhan
va giai
quyét
hé so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bd sung hoic hd so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp ho so (miu Thong bao Bién tir) néu r6
Iy do va c6 van ban huéng dan nguoi yéu cau bo
sung ho s0, hoan thién hé so, néu 13 loai glay to,
ndi dung can bd sung dé Ngudi ndp ho so b sung,
hoan thién.

3. Truong hop Ngudi ndp hd so khong bd sung,
hoan thién duogc ho so, c6 van ban tir chdi giai quyét
yéu cau ciia Ngudi ndp ho so.

4. Trudng hop hd so da didu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thdng (S6 theo doi
dién tir theo mau).

4.2. Xac nhan thong tin, giri théng bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cia
Ngudi nop ho so.

Chuyén ho so toi Truéng B phan mét cira; Chuyén
hd so dén Lanh dao Ban Ton gido.

Y ngay

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém béng
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu

Lanh dao
Ban

1. Truy cép vao Hé thong nhan thong béo c6 hd so
moi va ti€p nhan ho so.

02 ngay

Phiéu chuyén xur
1y (Thé hién trong
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Buée Chii thé Quy trinh chi tiét Thaoi gian Trang thai Cin cir phép ly Ghi cha
2. Phan cong thu 1y ho so, chuyén ho so vé phong Phan mém béng
Nghiép vu. 1€nh chuyén)
1. Truy cép vao H¢ thong nhan thong bao c6 ho so
moi va tiep nhan ho so. .
2. Phan c6ng cho cong chire thu ly ho so, tham muu
giai quyeét.
3. Cong chuc thu 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).
- Trudng hop ho so chua du diéu kién giai quyét: ~ A A TTA
Linh dao | du thdo vin ban thong bao bo sung ho so (1anh dao Cap rgll%tntr.en He
Phong, | Banky); néurd ly do, n6i dung can b sung. L Long
" i \ Yéu cau bo sung/
Céng chirc | - Trudng hop ho so khong du dicu kién giai quyét: | 15 ngay NP
1A tir choi gidi
thu ly ho | du thdo van ban thong bdo tra lai ho so (lanh dao X ,
: N At quyét/Du thao
SO’ Ban ky), néurd ly do. ) ‘ van ban r 1o
4. Truong hop ho so day du, tiép nhén ho so:
- Tham muu van ban xin y kién cac co quan lién
quan (lanh dao Ban ky).
- Tong hop ¥ kién céc co quan lién quan va tham
dinh céac ndi dung;
- Du thao van ban cua Ban tra 161 to6 chirc/ca nhan
ton giao.
Kiém tra ho so:
. - Néu dong y: ky duyét van ban tra 10i to chirc/ca Cap nhat trén HE
Lanh dao NP ; X .
Ban nhap ton giao. q 2 ngay thong; ‘
- Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tra 101
Nghiép vu.
Cl(:;)lrgl c?lllr: Hoan thién HO6 so, chuyén két qua vé Bo phan Yo Cap rilﬁ%tntr.en He vin ban tra 1o
e o TN&TKQ ngay &

1y hé so
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Ghi chu

Budc Chii thé Quy trinh chi tiét
Hoan thién
cac quy
trinh két

Cin cir phép ly

Thoi gian Trang thai

31 B¢ phan
Hoan | it ciras , o
thién T chire , 7 Tra ket Trang thdong tin ‘
B6 phan Mot cura tra két quéa cho To chirc, cong dan. | qua trong | dong bd Cong | van ban tra 161 | thuc ho so
ngay Dich vu qudc gia trén Phan
mém Dich

ho 507 cong dan
Tra n u’?)'i n(‘),
két g N .p
ho so

<

qua

vu cOng
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PHU LUC 10.1: BIEU MAU PIEN TU

. Tén t6 chuc:

. Tru so:

. Tén cuéc I&:

. Nguoi chu tri:

5. Thoi gian thuc hién:
6. Pia diém thuc hién:
7. No6i dung:

8. Quy mo: .

9. Hinh thire t6 chuc

WO N -

PHU LUC 10.2: THANH PHAN HO SO PIEN TU

. Bit budc/khong A rea Ao
TT Tén thanh phin hé so Co'so diliewban | = 0 50 dinh Nép bén chinh Diéu kign ve ky
chup/ban dién tir kém thuat
Vin ban dé nghi (theo mau B34); \ . 1. Van ban c6 chir ky
Ban scan van ban 1A L1 A L1~
1 A ! Bat buoc Bat buoc s0 hodc file scan
de nghi \
mau
Chuong trinh t6 chire cudc 1€; du kién Van ban co6 chir ky
2 thanh phan tham dy cudc 1€. Ban scan Bat buoc Bat buoc s0 hoac file scan
mau
Giay to lién quan dén dia diém t6 chirc
(Hop dong thué muon dia diém hode Vin bin c6 chit ky
ban dit coc, ghi nhd...; Giay to ching , L1 A L1 A 21 <
3 } A . . , Ban scan Bat budc Bat budc s0 hoac file scan
minh dia diém hgp phép, phu hop, dam \
5 Y . n 2 ., A X A mau
bao dicu kién to0 chirc cudc 1€ ton
giao(néu co)).
4 | Tai li€u khac kém theo (néu co). Bén scan Khong Bat budc Khong Bat budc Ban scan




MAu B34

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 14p - Tu do - Hanh phuc

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

DE NGHI
T chirc cude 1€ ngoai co so ton gido hodc dia diém hop phap da ding ky

Kinh guri: ............ @ .
Tén t& chirc (chit in hoa): «.....vveeeeeeeeeeiiiee B ettt ettt e a s reeeas
TP PRSPPI
Deé nghi td chire cude 12 ...@... véi cac ndi dung sau:
TEIL CUOC 181 et e +oeee st ete e e et et ee e et e et s e et et e e e et se e e et enenee s et s e e ee et et s e e et etsee st s e eetetsseee et ene e e et seene s e et et e et ettt et et en et et e ene et en e
INGUOT CHTL EITE ettt ettt et E e e b b E bR R e E e £ a s e b s e e e s e b b e b b s bbb e nb e bbb e enren s
TROT ZIAN TAIC NN ...eiviivieiieiieiei ettt ettt b et e st e te b e st e et e beeae b e ee e s ke be s £ eneesbea b eh e e e e n b e nb e be b enbesbe s benb et e sbesbenbenbenbe s
DA GIEM tAUC RIENI .ot ceieisiis ceeess st as et
INOT QUILE? .ttt bt ete £bteh e e bt bbbt h e b b eh £ e h e e b £ b e h e €4 b e b e b e 4 h €4 h oAb e b £ 4 b e A h e A b e 4R e R e R AR e R e R e AR e R e e Rt R bR b et b b r e an
(11112 OSSPSR
L 1 Rd 1 Co R o) 114 OO

Van ban kém theo gém: Chuong trinh td chire cude 1&; du kién thanh phﬁn tham dy cudc 18.

TM. TO CHUC®
(Chit ky, dau)

@ Pja danh noi co try s& cua td chire ton gido, td chire ton gido trire thude hodc td chirc duoc cip ching nhan ding ky hoat dong ton
gido.

@ Co quan chuyén mdn v& tin ngudng, ton gido cp tinh noi du kién té chirc cude 18 ddi véi cude 18 co quy mé t chirc & nhidu
huyén thudc mét tinh hodc & nhiéu tinh; Uy ban nhan dan cip huyén déi vai cudce 18 c6 quy mé té chirc & mot huyén.

@ T4 chirc ton gido, t chirc ton gido truc thude hodc t chirc duoc cip chimg nhén dang ky hoat dong ton gido. Ddi véi td chire ton
gido, tb chure ton gido tryc thude, ngudi thay mat tb chire phai ky tén va dong dau.

@ Tén cudc 18 ngoai co s& ton gido hodic dia diém hop phép da dang ky.

® Tryc tiép hodc truc tuyén; két hop ca truc tiép va truc tuyén.



11. Quy trinh: Tha tuc dé nghi giang dao ngoai dia ban phu trach, co sé tén gido, dia diém hop phap di ding ky ¢é quy md t6
chirc & nhiéu huyén thudc mét tinh hoiéic & nhiéu tinh (QT-11)

Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghi chu
- Ca nhan nop hd so truc tuyén tai Cong dich vu
cong qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hi¢n dang
tir, dang nhap tai khoan, xac thuc dinh danh dién tu nhap mot lan,
(theo hudng dan trén Cong Dich vu cong). diéu huéng ngudi | Nghi dinh sb
- Cong DVC két néi véi CSDLDC dé khai thac cac dung t6i Cong | 95/2023/ND- Nguoi nop
truong thong tin cua cong dan co trong CSDLDC Dich vy cong CP ngay 29 h§ <o bhai
(khi dugc két ndi). Thanhphd dé | thing 12nam | 0 kff e
- Nguoi nop ho so lua chon: thyc hién cac 2023 cua kho%n yiao
1. 2 + Djch vu cdng truc tuyéen budc tiep theo; Chinh pht quy | . .Ag \
N To chire, . Ny AS : .2 dich dién tu,
N()p ca nhan * Chon S~0 NoT vu , ~ A s . A dmh’ch}‘tlet dang nhap
ho so + Chon linh vuc T in nguong, ton giao Tai khoan gom | mot so diéu va t3i khoan
+ Chon thu tuc: Dé nghi giang dao ngoai dia ban Tén dang nhép va | bién phép thi WAC thu:c’
phu trach, co s6' ton gido, dia diém hop phap da mat khau. hanh Luat tin &inh danh
diang ky c6 quy md to chirc ¢ nhiéu huyén thugc ngudng, ton dien tir
mdt tinh hoac ¢ nhieu tinh. gido i

- Nguoi nop ho so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 11.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dién e da
c6 trong Co so dir ligu quoc gia Vé dan cu, hé thong
thong tin ¢ lién quan, dugc dien tu dong (neu CO)

- Tich hop thanh phan hd so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 11.2 kém theo);

Biéu mau dién tir
Thong béao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich. ’
(Truong hgp cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, Ban Té6n gido s&
guri két qua file dién tr vao dia chi email ctia cong
dan).

Tiép
nhan
va giai
quyét
ho so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp hod so (miu Thong bao Pién tir) néu rd
1y do va c6 van ban hudng din nguoi yéu cau bod
sung ho so, hoan thién ho so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi ndop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop hd so da didu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, gu:l thong bao tlep nhan
(ma hd so va ngay gio tra két qua) vao tai khoan ctia
Nguoi nop hd so.

Y2 ngay

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
Chuyén ho so toi Truéng Bo phan mét cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao K m&i va tiép nhan ho so. 02 naa 1y (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong 98Y | Phin mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢ thong nhan thong bao c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét.
3. Cong chtrc thu 1y ho so kiém tra ho so (Bi€éu mau,
file dinh kém).
- Truong hop ho so chua du diéu kién giai quyét: A Ay A TTA
Linh dao | du thdo vin ban thong bao bd sung ho so (lanh dao Cap I}[}ﬁ%;tr.en He
Phong, | Ban ky); néu 13 ly do, ndi dung can bo sung. L Long
n . . A N A £ X Yéu cau bo sung/
Cong chirc | - Truong hop ho so khong du diéu kién giai quyet: | 15 ngay © 4 Ae o
. 1A N A C 2 1.: 1A ~ tur choi giai
thu ly ho | du thao van ban thong bao tra lai ho so (lanh dao X .
: N A a1 quyét/Dy thao
SO’ Ban ky), néu ro ly do. vin ban 4 1o
4. Truong hop ho so day du, tiép nhan ho so:
- Tham muu van ban xin y ki€n céc co quan lién
quan (1anh dao Ban ky).
- Tong hop v kién céc co quan lién quan va tham
dinh céac ndi dung;
- Du thao van ban cua Ban tra 161 t6 chirc/ca nhan
ton giao.
Kiém tra hd so:
. - Néu dong y: ky duyét van ban tra 101 to6 chuc/ca Cap nhat trén H¢
Lanh dao NP s i X i
Ban nhan ton giao. 2 ngay thong;

- Néu khong dong y: Chuyén lai Chuyén vién Phong
Nghiép vu.

van ban tra 161
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
0 ] \ . A 2 1A s A Ty A LA ap nhat trén HE
Coflg chure Hoan thién HO so, chuyén két qua vé Bo phan Yo Capn %t Ten He e e g
phong thu TN&TKQ ngay thong; van ban tra 101
ly ho so
3. A 1A Hoan thién
R B0 phan .
Hoan Mot cfi’a/ cac quy
thién Té chire Tra ket Trang thong tin trinh két
ho so; cona dan B6 phan Mot cura tra két qua cho To chire, cong dan. | qua trong | dong bd Cong | van ban tra 161 | thuc ho so
Tra n ll’?)’i b ’ ngay Dich vu quoc gia trén Phan
két g Y °P mém Dich
- ho so A
qua vu cong
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PHU LUC 11.1: BIEU MAU PIEN TU

Ho va tén nguoi dé nghi

. Chirc vy, pham vi:

. Bia ban phu trach:

. Thudc td chire ton gido hoac td chirc ton gido truc thudc:
. Tru so:

. Ly do dang ky giang dao ngoai dia ban phu tréch....:

. Thoi gian dang ky giang dao ngoai dia ban phu trach:

. bia diém thuc hién:

. Hinh thire t6 chuc

PHU LUC 11.2: THANH PHAN HO SO PIEN TU

Y ALz Bit budc/khong A rea Ao
TT Tén thanh phin hé so Cosg dirliewban | e 50 dinh Nép bén chinh Diéu kien ve ky
chup/ban dién tir kem thuat
Vin ban ding ky (theo mau B35). q . Vin ban c6 chit ky
Ban scan van ban 1A Li1A L1«
1 X i Bat buoc Bat buoc s0 hoac file scan
de nghi 5
mau
Chuong trinh t6 chirc, ndi dung, thanh Van ban c6 chir ky
2 phan tham duy. Ban scan Bat buoc Bat buoc s0 hoac file scan
mau
Giay to lién quan dén nguoi giang dao Van ban c6 chir ky
3 (pham trat, chuc vy, dia ban hién dang Ban scan Bat budc Bat budc sO hoac file scan
hoat dong ton gido (n€u co)). mau
4 | Tai li€u khac kém theo (néu co). Bén scan Khong Bat budc Khong Bat budc Ban scan




Mau B35

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 14p - Tu do - Hanh phuc

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

DE NGHI
Giang dao ngoai dia ban phu trich, co sé ton gido hojc dia diém hop phap di ding ky

Kinh guri: ............ @
HO VA 1811 NEUOT A8 NN 1vvorvvrevvevee et iee s e st st ses e ssserss s s st ssseees sbssnsssesssesssaessessseessens s ss s st esssee s anssen s s ssesensssenssanes
Chire vu, phém VL. ettt ettt oottt oot oottt e ettt eeteeeieeas Aheeeebesebesieresesertesssssessssseitssestessesesetssestesietesestesetesintentetentesiateeiateeeateeeabetaateeeaeeeateeenreas
D T 0T 1) 1V (oo TSP
TRUGE 18 CHTC... 3% et iies eess s
5T PRSP URPPP
Ding ky gidng dao ...“... v6i cac ndi dung sau:
Ly 0. e st E R R R E R R R R R R R R R R R e R e R R R AR R e bR bRt
TROT ZIANT .. et sttt ea s ee e e bea b e es e bt eh 4R e R e b AR AR AR b e R SRR R SR e R AR e R e R R e AR e R R R R R R R e r e
DI GHEIM THUC RIBN: ovvevvvoeieeeiessiieeeieessies eosaiee e eess st
HINh thiEC 18 CHIEC B) 1....voviiecvse et ceieis evtseses st es st ss s s e s s e e s s as e es sese s s et s e s st en et ensen s se e ss s ensensnes

Van ban kém theo gém: Chuong trinh td chirc; noi dung; thanh phﬁn tham du.

NGUOI PE NGHI
(Ky, ghi rd ho tén, chitc vu)
) Pja danh noi chirc sic, chirc viéc, nha tu hanh hoat dong ton gido.

@ Co quan chuyén mén vé tin ngudng, ton gido cp tinh noi du kién giang dao déi vdi viée giang dao co quy mé t chirc & nhidu
huyén thuéc mét tinh hodc & nhiéu tinh; Uy ban nhan déan cip huyén dbi véi viée giang dao c6 quy moé tb chue & mot huyén.

@ T4 chirc ton gido, td chirc ton gido tric thude hodc td chirc duoc cip chimng nhén diang ky hoat dong ton gido.
@ Giang dao ngoai dia ban phuy trach, co s ton gido hodc dia diém hop phap da ding ky.

®) Tryc tiép hodc truc tuyén; két hop ca tryc tiép va truc tuyén.



12. Quy trinh: Thi tuc thong bao thay déi tru sé ciia té chirc ton gido, td chire ton gido true thude (QT-12)

Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng quédc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu céng cua Thanh phé (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap tai khoan, xac thuc dinh danh dién tu diéu hudéng ngudi
(theo hudng dan trén Cong Dich vu cong). dung t6i Cong
- Cong DVC két néi véi CSDLDC dé khai thac cac Dich vu cong ,
truong thong tin cia cong dan co trong CSDLDC Thanh pho dé Nghi dinh s6
(khi duoc két néi). thuc hign cac | 93/2023/ND- 1 oo
- Nguoi nop hd so lya chon: budrc tiép theo; CP ngay 29 hd so ph:éli
+ Dich vu c6ng truc tuyén thang 12 nam ding kY tai
+ Chon So Ngi vu Tai khoan gom 2023 cua khoan giao
1. T8 chie. | T Chon linh vuc Tin nguong, ton gi:’SlO . Tén dang nhap va Ch'inh ph_fl Uy | dich dien ti
NOp | inhan |+ Chonthii tuc: Thong béo thay doi tru sé caa to mat khau. dinh chi tiet diing nhap ’
ho so chiic ton gido, to chiic ton gido truc thuge mot s0 di€u va | i oo
- Nguoi nop ho so dién cac ndi dung theo Biéu mau bién phap thi X4C thu:c’
dién tir (chi tiét tai Phu luc 12.1 kém theo). hanh Luattin | ..o 40
(Truong hop cac thong tin trong Biéu Mdu dién tir da ngudng, ton dien i
cd trong Co so dir ligu quoc gia veé ddn cu, hé thong glao ’

thong tin 6 lién quan, duoc dien tie dong (neu co)
- Tich hop thanh phan h6 so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 12.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi ndp hd so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

Bicu miu dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

(Truong hop cong dan khong lya chon nhan két
qua qua dich vu buu chinh cong ich, Ban Tén giao
s& guri két qua file dién tir vao dia chi email cua
cong dan)

Tiép
nhan
va gidi
quyét
hé so

B6 phan
Mot cira

1. Nhan thong béo co ho so m&i trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong bao dén
Nguoi nop ho so (mau Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién ho so, néu 1o loai giéy to,
ndi dung can bo sung dé Nguoi nop ho so bo sung,
hoan thién.

3. Truong hop Ngudi ndp hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ciia Ngudi ndp ho so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo doi
dién tir theo mau).

4.2. Xac nhan thong tin, giri thong béo tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan ciia
Ngudi nop hd so.

Chuyén ho so toi Truéng Bo phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
1énh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Vian phong
Chinh phu

Lanh dao
Ban

1. Truy cap vao Hé thong nhan thong bao c6 ho so
m&i va tiép nhan ho so.

2. Phan cong thu 1y hd so, chuyén hd so vé phong
Nghiép vu.

Phiéu chuyén xur
Iy (Thé hién trong
Phan mém bang
1énh chuyén)
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Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghi chu
1. Truy cap vao Hé thong nhan thong béo c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chure thu Iy ho so, tham muu
giai quyet.
3. Cong chuc thu 1y ho so ki€ém tra ho so (Biéu mau,
file dinh kém).
- Tru’f)‘ng thp?ho 50 chu,a du; diéu klgn giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (1anh dao X
Lanh dao N A A 1o A A 12 thong;
. | Ban ky); néu 10 ly do, ndi dung can bd sung. Al X 17
Phong, : A A A A o X Yéu cau bo sung/
n . | - Truong hop ho so khong du diéu kién giai quyét: g Ae o
Cong chirc L e T A a1t LA ~ tr choi giai
, x| du thdo van ban thong bo tra lai ho so (lanh dao £ ,
thu ly ho N A1 quyét/Du thao
: Ban ky), néu ré ly do. o . .k A
SO \ X A e ik A 1A van ban tiép nhan
4. Truong hop ho so day du, ti€p nhan ho so: A ,
SR S A thong béo
- Tham muu van ban xin y ki€n céc co quan lién
quan (lanh dao Ban ky) (néu cén).
- Tong hop v kién céc co quan lién quan va tham
dinh céac ndi dung;
- Dy thao van ban ctia Ban tra 101 t6 chirc ton gido/to
chtrc ton gido truc thudc vé viéc tiép nhan thong
bao.
Kiém tra ho so: Céap nhat trén H¢
Lanh dao | - Néu dong y: ky duyét van ban tiép nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan
Nghiép vu. thong bao
Cﬁgﬁ cinl:r: Hoan thién HO so, chuyén két qua vé B phan Cap r}[lﬁ%tntr.en He Van ban tiép
ply h§ o | TN&TKQ & nhan théng bao
3. Bo phan Tra két Trang thong tin Vin ban tié Hoan thién
Hoan | Mot cira/ | BO phan M4t cura tra két qua cho To chure, cong dan. | qua trong |  dong b Cong an ban tep cac quy
‘A L R \ : 2 = | nhan thong bao . X
thién To chire ngay Dich vu quoc gia trinh két
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Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghi chu
ho so; cong dan, thic ho so
Tra | nguwoi nfp trén Phan
ket ho so mém Dich

A vu cOng

qua
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PHU LUC 12.1: BIEU MAU PIEN TU

1. Tén td chirc:

2. Nguoi dai dién:

- Ho va tén:.

- Tén goi trong ton gido (néu co):
- S6 CMTND/CCCD:

- Chirc vy, pham vi (néu co):

3. Tru s& ciia to chire trude khi thay doi:

4. Tru s¢ cua to chirc sau khi thay doi:
5. Dy kién thoi diém thay doi:
6. Ly do thay dbi:

PHU LUC 12.2: THANH PHAN HO SO PIEN TU

Co so dir ] ] . .
A . A LA liéu/ban Bat budc/khong bat A2 , Dieu kién veé k¥
TT Tén thanh phan ho so chl,lp./b{ln dién bu()c. dinh kégm NoOp ban chinh thl.l@ ¢ y
tir
Vin ban thong bao néu 6 tén to chirc ton
giao hodc t6 chirc ton giao truc thudc; ho Van ban co
1 va tén nguoi dai dién cua td chiec; 1y do, Ban scan Bit budc Bit budc chir ky s6 hodc
thoi diém thay doi; try s¢ ciia to chirc trude file scan mau
va sau khi thay doi;
Ban sao c¢6 chimg thyc vin ban chap thuan ,
2 Ban scan Bat budc Ban sao Ban scan

cua UBND cép tinh no1 dat tru so.




13. Quy trinh: Théng béo vé viéc da gii thé té chirc ton gido truc thude co dia ban hoat déng & mot tinh theo quy dinh ciaa
hién chwong cia té chirc (QT-13)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hi¢n dang
tir, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,
(theo hudng dan trén Cong Dich vy cong). diéu huéng nguodi | Nghi dinh sb
- Cong DVC két néi véi CSDLDC dé khai thac cac dung t6i Cong | 95/2023/ND- Newsi n
trudng thong tin cua cong dan c6 trong CSDLDC Dich vy cong CP ngay 29 h ég o héri)
(khi dugc két ndi). Thanhphédé | thang 12nam | 2 kp, Y
- Nguoi nop ho so lua Ch9n: thuc hi’én cac 2023 cua kho%n giao
1. ' + Dich vu cdng truc tuyen budc ti€p theo; | Chinhphuquy | ., .5 .
N To chirc, RN : % dich dién tir,
Nop ¢4 nhan + Chon S~0 Noi vu ) o ' ‘ dmh’ch'l‘tlet ding nhap
ho so + Chon linh vurc Tin nguéong, ton giao . Tai khoan gom | mot so diéu va 30 khoan
+ Chon thu tuc: thong bao ve viéc da giai the to Tén dang nhap va | bién phap thi YAC thu’C’
chire ton gido trye thudce c6 dia ban hoat dong & mat khau. hanh Luat tin &inh danh
mot tinh theo quy dinh cia hién chwong cia to ngu’()’pg, ton dien tir
chire giao i
- Ngudai nop ho so dién cac ndi dung theo Biéu mau Nghi dinh s6

dién tir (chi tiét tai Phu luc 13.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dien tw da
cd trong Co so dir ligu quoc gia Vé dan cu, hé thong
thong tin ¢ lién quan, dugc dien tie dong (neu co) _

- Tich hop thanh phan hd so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 13.2 kém theo);

Bicu miu dién tur
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich. ’
(Truong hgp cong dan khong lua chon nhan két qua
qua dich vu buu chinh cong ich, Ban Tén gido s&
guri két qua file dién tr vao dia chi email ctia cong
dan).

Tiép
nhan
va giai
quyét
ho so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp hod so (miu Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién hd so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi ndop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, gu:l thong bao tlep nhan
(ma hd so va ngay gio tra két qua) vao tai khoan ctia
Nguoi nop hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
Chuyén ho so toi Truéng Bo phan mét cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao K m&i va tiép nhan ho so. 1y (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢E thong nhan thong bao c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét.
3. Cong chtrc thu 1y ho so kiém tra ho so (Bi€éu mau,
file dinh kém).
- Tru*f)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao X
Lanh dao N A a1 - N thong;

.+ | Banky); néu rd ly do, ndi dung can bo sung. A A 1%
Phong, . A N DTN a2 £ Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae eas

Cong chure N A e s 1A ~ tur choi giai
, x| du thdo van ban thong bao tra lai ho so (lanh dao £ ,
thu ly ho N A 1 quyét/Dy thao
: Ban ky), néu rd ly do. S . .k A
SO \ X A e ik A 1A van ban tiép nhan
4. Trudong hop hoé so day du, tiép nhan ho so: o .
DY S A thong bao
- Tham muu van ban xin y ki€n céc co quan lién
quan (l&nh dao Ban ky) (néu can).
- Tong hop v kién céc co quan lién quan va tham
dinh céac ndi dung;
- Dy thao van ban ctia Ban tra 161 t6 chire ton gido/to
chuc ton gido tryc thudc veé viéce ti€ép nhan thong
bao.
Kiém tra hd so: Céap nhat trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiep nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan

Nghi¢p vu.

thong bao
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Trang thai

Can cu phap ly

Ghi chu

Budc Chii thé Quy trinh chi tiét Thoi gian
Cl(:z)lrgl dtlll:: Hoan thién HO so, chuyén két qua vé Bo phan Cap 11}ﬁgtntr.en He Van ban tiép
paong tht ' rN&TKQ & nhan thong bio
1y ho so
: A Hoan thié
3\ B0 phan oan thiehl
Hoan Mot cira/ , cac quy
tlﬁ'@“ T chire Bo phan Mot ctra tra két qua cho To chtre, cong dan Tfa ket Tiang thAong; tin tr} nh lfet
ho so; n A Cpa . X \ n qua trong = dong b Cong thuc ho so
. cong dan, | va ban giao ho so luu cho phong Nghiép vu. \ . SO n A
Tra e A ngay Dich vu quodc gia trén Phan
£ nguoi ngp X .
két Y mém Dich
. ho so A
qua vu cong




PHU LUC 13.1: BIEU MAU DIEN TU

1. Tén t6 chirc ton gido hoac td chure ton gi4o tryc thudc c6 trach nhiém thong bao (chir in hoa): @
2. Tru s& cua to chirc:.

3. Nguoi dai dién:

- Ho va tén:

- Tén goi trong ton gio (néu co):
- S6 CMTND/CCCD:

- Chirc vy, pham vi (néu co):

4.Tén to chirc ton giao tryc thudc bi giai thé:.

5. Tru s cua to chirc ton gido tryc thudc bi giai thé:.
6. Nguoi dai dién:

- Ho va tén:.

- Tén goi trong ton gido (néu co):.
- S6 CMTND/CCCD..

- Churc vu, phém Vi (néu coO):.

7. Thoi diém giai thé

PHU LUC 13.2: THANH PHAN HO SO PIEN TU

A rs X1 Co so dir liéu/ban | Bat budc/khong bat A Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir budc dinh kém NOp ban chinh thuat
x Van ban c6 chir ky
- 3 A , X 5 A , < A X a i h 0 : A -
01 | Van ban thong bao (theo mau B17) | Ban scan thong bao Bat budc uat tréﬁirﬁ]l()p ban s0 hodc file scan
mau
A LA L £ ; Khong Bit bud Khong Bét bud B:
02 Tai lidu khéc kém theo (néu c6). Bén scan ong Bat bugc ong Bat budc an scan




MAiu B17

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

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

THONG BAO
V& viéc di giai thé t6 chirc ton gido trye thudc

Tén té chtrc t6n gido hodc t6 chirc ton gido truc thude cb trach nhiém théng bao (chit in hoa): @

= (oI £ T 1< s LSS P PP UPR TP PRRUPIN
- T8N 01 trONG tON GIAO (U CO):..vrvvrveeveeeeens cvresssesssesssesssessssessesssesssnsssssssesssesssesssesssee s s s ssesseesssenssesenssenssess st sesssesssesssesssenssenssessensssns
= SO CMTIND/CCCD et seeessee e seeses Sesees e
= CHUC VU, PRAM VI (IEU COY:.voveeeeees vttt ees et s s sess st n st n s ns s ns s e en e en st en s senees

Cdn cir van bdn 6 ... ngay ... thang ... ndm ... cia .......... ... vé viée chdp thudn cho t6 chikc t6n gido gidi thé 16 chire tén gido

truc thuodc,

Cdn cir van ban s6 ... ngdy ... thang ... ndm ... ciia té chirc tén gido vé viéc gidi thé 16 chikc t6n gido triec thuge.

Théng bao vé viéc da giai thé ...... (ORI vé6i cac ndi dung sau:
Tén tb chire ton gido truc thudc bi giai B et ettt ettt ettt ettt ettt ettt ettt ettt ettt eee et
Tru s cla td chirc ton gido tryc thudc bi giai 8 et ee ettt ettt et ettt era et
Nguoi dai dién:
5 (IR 7 T (< s LSO PP PSRRP
- T8N GOi rONG TON ZIA0 (MEU COY:vvrvrveeereeee e s e eeeeee estiesessees s sssse s e seee s s e s e s se e ss s st en st es e s sesan st en e st snsnssaseseseneansennenes
= SO CMTND/CCCD: oetoeeeeraeeeesseeseessse s eees et ssse s sk e
= CHUC VU, PRAM VI (IEU COYorvereoeeeeeee e eeees eveesess st s s st st ss et as e sen st en st ss st n s ens s n s esesnes
TROT AEM GIAT TNE:.....voevteeeeiee ettt eessessee s es s ee s s e s s ss e ss b e et ss st n e s ees et s st es et s ntensen

TM. TO CHUC ®
(Chit ky, ddu)
® Pia danh noi ¢6 tru s¢ cua td chire ton gido hodc td chute ton gido truc thude dé nghi giai thé tb chire ton gido truc thudc.

@ Co quan quan ly nha nudce vé tin ngudng, ton gido & trung wong ddi voi thong bao giai thé td chire ton gido tryc thude co dia ban
hoat déng & nhiéu tinh; Uy ban nhan dén cAp tinh dbi véi théng bao giai thé td chirc ton gido truc thude cb dia ban hoat dong & mot
tinh.

@ Tén cia tb chire ¢6 trach nhiém thong béo viée giai thé.

@) Tén cua tb chirc ton gido truc thudce bi giai thé.



14. Quy trinh: Théng béo té chirc quyén gop khong thudc quy dinh tai diém a va diém b khoan 3 Piéu 19 cia Nghi dinh sé 162/2017/ND-CP

(QT-14)
Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng quédc gia (dia chi: dichvucong.gov.vn) hoic
Cong dich vu céng cua Thanh phé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so dang ky tai khoan giao dich dién thuc hién dang
tir, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,
(theo hudng dan trén Cong Dich vu cong). diéu huéng
- Cong DVC két ni voi CSDLDC dé khai thac cac ngudi dung t6i | Nghi dinh s
trrong thong tin caa cdng dan cé trong CSDLDC Cong Dich vu 95/2023/NP- o
(khi duoc két néi). cong Thanh phd | cp ngay 29 1;]1;5“0' nop
- Nguoi nop ho so lua chon: dé thyc hién cac | thang 12 nim 0 80 p,hgf',
+ Dich vu c6ng truc tuyén budc tiép theo; 2023 ciia dan% ky tai
1. + + . |+ ChonSo Ngivy | Chinh phi quy | <Noan giao
Nop To chwre, | 4 choy finh viee Tin nguong, ton giao Tai khoan gdm | dijnh chi tiét dl(ih dl@nﬂm’
hdse | €aNhan | chon thi tuc: Thong bao t chire quyén gop Tén dang nhdp | mot sb didu va dang nhap
khong thude quy dinh tai diém a va diém b vamitkhdu. | biénphap thi | o KNoaN
khoén 3 Diéu 19 ciia Nghi dinh s6 162/2017/ND- hinh Luattin | °C thuc
CP . . o ngudng, ton dl(?rl dap h
- Nguoi nop ho so dién cac ndi dung theo Bi€u mau gi4o 1en tu

dién tir (chi tiét tai Phu luc 14.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dién e da
cd trong Co so dir ligu quoc gia vé dan cu, hé thong
thong tin ¢ lién quan, dugc dien tie dong (neu co) _

- Tich hop thanh phan hé so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 14.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

Biéu miu dién
tu
Thong bao vé
viéc da guri hd
so thanh cong,
cho kiém tra,
tiép nhan, phan
hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cur phap ly

Ghi chu

- Nguoi ndp hd so truc tuyén lwa chon gtri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, Ban Toén gido s€
giri két qua file dién tir vao dia chi email cua cong
dan).

Tiép
nhan
va giai
quyét
hé so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bd sung hoic hd so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp ho so (miu Thong bao Bién tir) néu r6
Iy do va c6 van ban huéng dan nguoi yéu cau bd
sung ho s0, hoan thién hé so, néu 13 loai glay to,
ndi dung can bd sung dé Ngudi nop hd so bd sung,
hoan thién.

3. Truong hop Ngudi ndp hd so khong bd sung,
hoan thién duogc ho so, c6 van ban tir chdi giai quyét
yéu cau ciia Ngudi ndp ho so.

4. Trudng hop hd so da didu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thdng (S6 theo ddi
dién tir theo mau).

4.2. Xac nhan thong tin, giri théng bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cia
Ngudi nop ho so.

Chuyén ho so toi Truéng B phan mot cira; Chuyén
hd so dén Lanh dao Ban Ton gido.

Van ban tir chdi,
van ban hudng
dan;
Phiéu chuyén xur
Iy (Thé hién
trong Phin mém
bang lénh
chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu

Lanh dao
Ban

1. Truy cép vao Hé thong nhan thong béo c6 hd so
moi va ti€p nhan ho so.

Phiéu chyyén XU
1y (Thé hién
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Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghi chd
2. Phan cong thu 1y ho so, chuyén ho so vé phong trong Phan mém
Nghiép vu. bing 1énh
chuyén)
1. Truy cap vao Hé thong nhan thong béo c6 ho so
moi va tiép nhan ho so.
2. Phan c6ng cho cong chire thu 1y ho so, tham muu
giai quyét.
3. Cong chire thu 1y ho so kiém tra hd so (Biéu mau,
file dinh kém).
- Trudng hop ho so chua du diéu kién giai quyét: Cép nhat trén He
~ du thao vin ban théng bao bd sung hé so (lanh dao thong,
Lanh dao
s~ | Banky); néu rd ly do, ndi dung can b6 sung. Yéu cau bo
Phong, | " Trudng hop hé so khong di didu kié ét: / tir ch
Céng chiic ) rugngv op ho so khong di 1ep ien g1a~1 quyet: sung/ tir ¢ o1
thu Iy hd u tha,o van beln :[hong bao tra lai ho so (Ianh dao giai quyet/?u
e Ban ky), néurd ly do. ’ ‘ thao van ban
4. Truong hop ho so day du, ti€p nhan ho so: tiép nhan thong
- Tham muu vén ban xin y kién cac co quan lién béo
quan (lanh dao Ban ky) (néu céan).
- Tong hop ¥ kién céc co quan lién quan va thim
dinh cac ndi dung;
- Du thdo vén ban cua Ban tra 101 t6 chirc ton gido/td
chtrc ton giao truc thude vé viéc tiép nhan thong
bao.
Kiém tra hd so: Cap nhat trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiép nhan thong bao. théng; )
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép
Nghiép vu. nhan thong bao
ﬁl(::)lrglgc?lllr: Hoan thién HO so, chuyén két qua vé B phan Cap néll%tn‘g;en He Vin ban tiép

1y hé so

TN&TKQ

nhan thong bao
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Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghi chd
3. A 1A Hoan thién
Hoan Bg phan céc quy
< Mot cira/ L1k Trang thong tin N a y
thién L, A 1n N 2 1. A Tra két A A 2 trinh k&t
X To chire | BO phan Mot cura trd két qué cho To chirc, cong dan \ dong bo Cong . 1A
ho so; n A AN X A oA qua trong . X thic ho so
. cbng dan, | vaban giao ho so luu cho phong Nghi¢p vu. \ Dich vu quoc A A
Tra newdi né ngay ia trén Phan
két g A P g mém Dich
. ho so R
qua vu cong




1. Tén (chix in hoa):

2. bia chi:

3. Nguoi dai dién

- Ho va tén:.

- Tén goi trong ton gido (néu co):.
- S5 CMTND/CCCD..

- Chic vy, pham vi (néu co):.

4. Myc dich quyén gop:.

5. Pia ban té chic quyén gop:

6. Cach thirc quyén gop:

7. Thoi gian thyc hién quyén gop:
8. Phuong thuc quan ly va sir dung tai san duoc quyén gép
9. Hinh thuc t6 chuc

PHU LUC 14.1: BIEU MAU PIEN TU

PHU LUC 14.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phan hd so

Co s¢ dir liéu/ban
chup/ban dién tir

Bit budc/khong bit
bugc dinh kem

NOp ban chinh

Piéu kién vé ky
thuat

01

Vin ban thong bao (theo mau B49)

Ban scan thong bao

Bit budc

Bit budc

Van ban c6 chir ky
sO hoac file scan
mau

02

Tai liéu khac kém theo (néu co).

Ban scan

Khong Bit budc

Khong Bit budc

Van ban c6 chir ky
sO hoac file scan
mau




MAiu B49

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

O, ngay...thang...ndm...

THONG BAO
Ve viéc tb chirc quyén gop

Kinh gti: ............ @ i

NGUOI PAI DIEN @
(Chit ky, dau)
@ Pja danh noi co co sé tin ngudng, td chirc ton gido hodc td chirc ton gido truc thudce.

@ Uy ban nhén déan cép tinh dbi v6i truong hop t chirc quyén gép vuot ra ngoai dia ban mot huyén; Uy ban nhén dan cip huyén ddi
v6i truong hop t& chire quyén gop ngoai dia ban mot x& nhung trong dia ban mot huyén, quén, thi x&, thanh phé thudc tinh, thanh phd
thudc thanh phé truc thude trung vong; Uy ban nhéan dan cip xd dbi voi truong hop td chirc quyén gop trong dia ban mot x4.

@ Co so tin ngudng, td chirc ton gido hodc td chirc ton gido truc thude. Ddi vai td chirc ton gido, td chirc ton gido truc thude, nguoi
dai dién phai ky tén va dng déu.

@) Truc tiép hoac truc tuyén; két hop ca truc tiép va truc tuyén.



15. Quy trinh: Thong bao ngudi dwec phong pham hoic suy cir 1am chikc sic ddi véi cac truong hop quy dinh tai khoan 2 Diéu 33
cua Luat tin ngwong, ton giao (QT-15)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hi¢n dang
tir, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,
(theo hudng dan trén Cong Dich vy cong). diéu huéng nguodi | Nghi dinh sb
- Cong DVC két néi véi CSDLDC dé khai thac cac dung t6i Cong | 95/2023/ND- Newsi n
trudng thong tin cua cong dan c6 trong CSDLDC Dich vy cong CP ngay 29 h ég o héFi)
(khi dugc két ndi). Thanhphédé | thang 12nam | 2 kp, Y
- Nguoi nop ho so lua Chpn: thuc hi’én cac 2023 cua kho%n ;iao
1. ' + Dich vu cdng truc tuyen budc ti€p theo; | Chinhphuquy | ., .5 .
N To chirc, RN : % dich dién tir,
Nop ca nhan + Chon S~0 Noi vu ) o ' ‘ dmh’ch'l‘tlet ding nhap
ho so + Chon linh viec Tin nguong, ton giao Tai khoan gom | mot so diéu va 30 khoan
+ ghon thu tuc: thong bao nguoi dwoc phong Tén dang nhap va | bién phap thi 4G thu’c’
pham hodc suy cir lam chirc sac doi véi cac mat khau. hanh Luat tin dinh danh
truong hop quy dinh tai khodn 2 Dieu 33 cua ngu’()’pg, ton dien tir
Luat tin ngudng, ton gido gido '

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 15.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dien tw da
cd trong Co so dir ligu quoc gia Vé dan cu, hé thong
thong tin ¢ lién quan, dugc dien tie dong (neu co) _

- Tich hop thanh phan hd so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 15.2 kém theo);

Bicu miu dién tur
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich. ’
(Truong hgp cong dan khong lua chon nhan két qua
qua dich vu buu chinh cong ich, Ban Tén gido s&
guri két qua file dién tr vao dia chi email ctia cong
dan).

Tiép
nhan
va giai
quyét
ho so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp hod so (miu Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién hd so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi ndop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, gu:l thong bao tlep nhan
(ma hd so va ngay gio tra két qua) vao tai khoan ctia
Nguoi nop hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
Chuyén ho so toi Truéng Bo phan mét cira; Chuyén
h6 so dén Lanh dao Ban Ton gido.
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao K m&i va tiép nhan ho so. 1y (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢E thong nhan thong bao c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét.
3. Cong chtrc thu 1y ho so kiém tra ho so (Bi€éu mau,
file dinh kém).
- Tru*f)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao X
Lanh dao N A a1 - N thong;

.+ | Banky); néu rd ly do, ndi dung can bo sung. A A 1%
Phong, . A N DTN a2 £ Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae eas

Cong chure N A e s 1A ~ tur choi giai
, x| du thdo van ban thong bao tra lai ho so (lanh dao £ ,
thu ly ho N A 1 quyét/Dy thao
: Ban ky), néu rd ly do. S . .k A
SO \ X A e ik A 1A van ban tiép nhan
4. Trudong hop hoé so day du, tiép nhan ho so: o .
DY S A thong bao
- Tham muu van ban xin y ki€n céc co quan lién
quan (l&nh dao Ban ky) (néu can).
- Tong hop v kién céc co quan lién quan va tham
dinh céac ndi dung;
- Dy thao van ban ctia Ban tra 161 t6 chire ton gido/to
chuc ton gido tryc thudc veé viéce ti€ép nhan thong
bao.
Kiém tra hd so: Céap nhat trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiep nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan

Nghi¢p vu.

thong bao
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Trang thai

Can cu phap ly

Ghi chu

Budc Chii thé Quy trinh chi tiét Thoi gian
Cl(:z)lrgl dtlll:: Hoan thién HO so, chuyén két qua vé Bo phan Cap 11}ﬁgtntr.en He Van ban tiép
paong tht ' rN&TKQ & nhan thong bio
1y ho so
: A Hoan thié
3\ B0 phan oan thiehl
Hoan Mot cira/ , cac quy
tlﬁ'@“ T chire Bo phan Mot ctra tra két qua cho To chtre, cong dan Tfa ket Tiang thAong; tin tr} nh lfet
ho so; n A Cpa . X \ n qua trong = dong b Cong thuc ho so
. cong dan, | va ban giao ho so luu cho phong Nghiép vu. \ . SO n A
Tra e A ngay Dich vu quodc gia trén Phan
£ nguoi ngp X .
két Y mém Dich
. ho so A
qua vu cong
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PHU LUC 15.1: BIEU MAU PIEN TU

1. Tén t6 chirc ton gido:

2. Tru so:

3. Ho va tén ngudi dugce phong pham hodc suy cir chirc sic:

Tén goi trong ton gido

Nam sinh

Noi cu trt

4. Pham vi trude khi duge phong pham hodc suy cir

5. Pham vi sau khi duoc phong pham hodc suy cir

6. Dia ban hoat dong ton gido trudc khi dugc phong pham hodc suy cir

7. Pia ban hoat dong ton gido sau khi dugc phong pham hoic suy ctr

PHU LUC 15.2: THANH PHAN HO SO PIEN TU

Co sé dit liéu/ban | Bit budc/khong bat

Diéu kién ve ky

TT Tén thanh phan ho so chup/ban dién tir budc dinh kém NOp ban chinh thuat
Van ban c6 chir ky
01 | Van ban thong bao (theo mau B18) | Ban scan thong bao Bit budc Bit budc s6 hodc file scan
mau
02 | Tai liéu khac kém theo (néu co). Ban scan Khong Bit budc Khong Bit budc Ban scan
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MAiu B18

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

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

THONG BAO
Ngudi duge phong phidm hoic suy cir lam chire sic

Kinh guri: ............ @ .

1 o 2SR

Théng bao viée phong phdm hoic suy cir chire sic véi cac ndi dung sau:

Pham vi treée va sau | Dia ban hoat dong ton gido
Té . . Kkhi dwoc phong phim | truéce va sau khi duge phong
TT Ho va tén o g(_);it;c()mg 0N Nim sinh | Noi cur tri hodc suy cir phém hodc suy cir
Truoc Sau Trudc Sau
1
2
n

Vin ban kém theo gdm: Tém tit qua trinh hoat dong ton gido; so yéu 1y lich, phiéu 1y lich tu phép cia chrc sic.

TM. TO CHUC TON GIAO
(Chit ky, dau)

) Pja danh noi ¢6 tru s& cua td chirc ton gido.

@ Co quan quan Iy nha nudce vé tin ngudng, ton gido & trung wong dbi véi truong hop phong phim hodc suy cir pham vi theo quy
dinh tai khoan 1 Diéu 33 cua Luét tin ngudng, ton gido; co quan chuyén mén vé tin ngudng, ton gido cip tinh dbi v6i truong hop
phong phidm hodc suy ctr pham vi theo quy dinh tai khoan 2 Pién 33 cta Ludt tin ngudng, ton gido.



16. Quy trinh: Théng béo hity két qua phong pham hoic suy cir chirc sic ddi véi cac trudong hop quy dinh tai Khoan 2 Piéu 33 cia
Luat tin ngwdng, ton giao (QT-16)

Buéc | Chi thé Quy trinh chi tiét rgll;: Trang thai Can cll;,,/ phap Ghi chu
- Ca nhan nop ho so truc tuyén tai Cong dich vu
cong qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phdé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hién dang
tir, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,
(theo hudng dan trén Cong Dich vu cong). diéu huéng ngudi | Nghi dinh sb
- Céng DVC két néi véi CSDLDC dé khai thac cac dung téi Cong | 95/2023/ND- Nguoi nop
truong thong tin cua cong dan co trong CSDLDC Dich vy cong CP ngay 29 hég <o Dhai
(khi duoc két néi). Thanh phé @& | thang 12 ndm | o >0 Phal
i oA LA _ A \ dang ky tai
- Nguoi nop ho so lua chon: thyc hién cac 2023 cta khoan giao
1. ' + Dich vu cdng truc tuyen budc tiep theo; | Chinhphuquy | ., .7 .
A To chirc, RN : % dich dién tir,
Nép ¢4 nhan + Chon So Ngi vu o ‘ . dmh’ch‘l‘tlet ding nhap
ho so + Chon linh viee Tin ngudong, ton giao Tai khodn gom | mot so diéu va ti khoan
+ Chon thu tuc: théng bao hiy két qua phong Tén dang nhép va | bién phap thi WAC thuci
pham hoic suy cir chirc sic dbi v6i cac truwong mat khau. hanh Luat tin &inh danh
hop quy dinh tai Khoan 2 Diéu 33 ciia Luit tin ngu()’p,g, ton dien i
ngudng, ton glao glao i

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 16.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dién e da
cd trong Co so dir ligu quoc gia Vé dan cu, hé thong
thong tin ¢ lién quan, dugc dien tir dong (neu cO) _

- Tich hop thanh phan hd so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 16.2 kém theo);

Bicu miu dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Bwoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xé&c, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lwa chon nhan két qua
qua dich vu buu chinh cong ich, Ban Tén giao sé
gui két qua file dién tir vao dia chi email cua cong

dan).

Tiép
nhan
va giai
quyét
hé so

1. Nhan thong bao c6 ho so mdi trén Hé thong;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi nop hé so (mau Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung hd so, hoan thién ho so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi nop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop ho so di diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, gtri thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan ciia
Nguoi nop hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu




113

Bwoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chu

C‘huyén’h(k) s0 t6i Truong Bo phan mot ctra; Chuyén
ho so dén Lanh dao Ban Ton gido.

1. Truy cap vao Hé thong nhan thong bao co ho so

Phiéu chuyén xu

Lianh dao | méi va tiép nhan ho 50. o ‘ ly (Thé hién trong
Ban 2. Phan cong thu 1y hd so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cép vao H¢ thong nhan thong bao c¢6 ho so
moi va ti€p nhan ho so. ‘
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét. . 7 . o
3. Cong chuc thu 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).
- Truf)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao '
Lanh dao N A X T n A 1R thong;

. | Ban ky); néu 10 ly do, ndi dung can bd sung. A A 1R
Phong, : N R DTN a2 £, Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae o

Cong chure N A e 1s 1A ~ tur choi giai
, x| du thdo van ban thong bao tra lai ho so (lanh dao Z ,
thu ly ho N A xrs quyét/Dy thao
: Ban ky), néu r6 ly do. c 3 X A
so \ X A a4 A LA van ban tiép nhan
4. Truong hop ho so day du, tiép nhan ho so: R .
SRR S n thong béo
- Tham muu van ban xin y kién cac co quan lién
quan (lanh dao Ban ky) (néu can).
- Tong hop v kién céc co quan lién quan va tham
dinh cac ndi dung;
- Dy thao véan ban cua Ban tra 161 t6 chire ton giao/to
chtrc ton gido truc thudc veé viéc tiép nhan thong
bao.
Lanh dao Kiém tra hd so: Cap nhat trén H¢
Ban - Néu dong y: ky duyét vin ban tiép nhan thong bao. thong;
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Can cwr phap

Buéc | Chi thé Quy trinh chi tiét gll;;},l Trang thai Iy Ghi chu
- Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan
Nghiép vu. théng béo
Cl(:;)llgl cill:l: Hoan thién HO so, chuyén két qua vé B phan Cap r}[}ﬁ%;tr.en He Vin ban tiép
prong thit | rN&TKQ & nhén thong bao
ly ho so
3.\ B§ phan Hogn thién
Hoan Ny o cac quy
thign = gt U/ , v Trakét | Trang thang tin trinh két
hien 12 chire | BO phan Mot cira tra két qua cho Té chirc, cong dan | ang thong 1 X
ho so; A A AU X . n qua trong = dong b Cong thtc ho so
- cong dan, | va ban giao ho so luu cho phong Nghi¢p vu. X . FORE n A
Tra A ngay Dich vu quoc gia trén Phan
£ nguoi nép X .
két A mém Dich
. ho so 0
vu cong

qua
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PHU LUC 16.1: BIEU MAU PIEN TU

1. Tén tb chirc tén gido:
2. Tru so:
3. Ho va tén ngudi bi hity két qua phong pham hodc suy cir chirc sic:
Tén goi trong ton gido
Nam sinh
Noi cu tra
4. Pham vi trude khi bi huy két qua phong pham hodc suy cu
5. Pham vi sau khi bi huy két qua phong pham hodc suy ctr
6. Dia ban hoat dong ton gido trudc khi bi hiy két qua phong phdm hodc suy cir
7. Pia ban hoat dong t6n gido sau khi bj huy két qua phong pham hoic suy cir

PHU LUC 16.2: THANH PHAN HO SO PIEN TU

Co so dir liéu/ban | Bat budc/khong bat Picu kién vé ky

TT Tén thanh phan ho so Nop béan chinh

chup/ban dién tir budc dinh kéem thuat
Vi i g o O g
01 g quy ¢ | Ban scan thong bao Bat budc Bat budc sO hoac file scan

khoan 4 Diéu 33 cua Luat Tin

~ Al s mau
ngudng, ton giao)

02 | Tai liéu khac kém theo (néu co). Bén scan Khong Bit budc Khong Bit budc Ban scan
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17. Quy trinh: Thi tuc thong béo vé ngudi dwec bd nhiém, bau cik, suy cir |am chic viée dbi véi cac treong hop quy dinh tai Khoan
2 Piéu 34 cia Luit tin ngudng, ton gido (QT-17)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hi¢n dang
tr, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,
(theo hudng dan trén Cong Dich vy cong). diéu huéng nguodi | Nghi dinh sb
- Cong DVC két néi véi CSDLDC dé khai thac cac dung t6i Cong | 95/2023/ND- Newsi n
trudng thong tin cua cong dan c6 trong CSDLDC Dich vy cong CP ngay 29 h ég o héFi)
(khi dugc két ndi). Thanhphédé | thang 12nam | 2 kp, Y
- Nguoi nop ho so lua Chpn: thuc hi’én cac 2023 cua kho%n ;iao
1. ' + Dich vu cdng truc tuyen budc ti€p theo; | Chinhphuquy | ., .5 .
N To chirc, RN : % dich dién tir,
Nop ¢4 nhan + Chon S~0 Noi vu ) o ' ‘ dmh’ch'l‘tlet ding nhap
ho so + Chon linh viec Tin nguéong, ton giao . Tai khoan gom | mot so diéu va 30 khoan
+ Chon 'Ehd tuc: Thong bao vé nguoi dugc bo Tén dang nhép va | bién phap thi 4G thu’C’
nhiém, bau ci, suy cir lam chire viéc doi voi cac mat khau. hanh Luét tin &inh danh
truong hgp quy dinh tai Khoian 2 Dieu 34 cua ngu’()’pg, ton dien tir
Luat tin ngudng, ton gido gido '

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 17.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dien tw da
cd trong Co so dir ligu quoc gia Vé dan cu, hé thong
thong tin ¢ lién quan, dugc dien tie dong (neu co) _

- Tich hop thanh phan hd so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 17.2 kém theo);

Bicu miu dién tir
Thdng bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich. ’
(Truong hgp cong dan khong lua chon nhan két qua
qua dich vu buu chinh cong ich, Ban Té6n gido s&
guri két qua file dién tr vao dia chi email ctia cong
dan).

Tiép
nhan
va giai
quyét
ho so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp hod so (miu Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién ho so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi ndp hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop hd so da didu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan théng tin, gu’l thong bdo tlep nhan
(ma hd so va ngay gio tra két qua) vao tai khoan ctia
Nguoi nop hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
Chuyén ho so toi Truéng Bo phan mét cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao K m&i va tiép nhan ho so. 1y (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢E thong nhan thong bao c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét.
3. Cong chtrc thu 1y ho so kiém tra ho so (Biéu mau,
file dinh kém).
- Tru*f)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao X
Lanh dao N A A LA thong;
. 7 | Ban ky); néu 10 ly do, ndi dung can bd sung. A A 1%
Phong, : A N DT a2 £ Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae eas
Cong chure N A s 1s 1A ~ tur choi giai
, x| du thdo van ban thong bdo tra lai ho so (lanh dao £ ,
thu ly ho N A 1 quyét/Dy thao
: Ban ky), néu rd ly do. S . .k A
SO \ X A e ik A 1A van ban tiép nhan
4. Trudong hop hoé so day du, tiép nhan ho so: o .
DY S A thong bao
- Tham muu van ban xin y ki€n céc co quan lién
quan (lanh dao Ban ky) (néu cén).
- Tong hop v kién céc co quan lién quan va tham
dinh céac noi dung;
- Dy thao van ban ctia Ban tra 161 t6 chire ton gido/to
chuc ton gido tryc thudc veé viéce ti€ép nhan thong
bao.
Kiém tra hd so: Céap nhat trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiep nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan

Nghi¢p vu.

thong bao
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Trang thai

Can cu phap ly

Ghi chu

Buéc Chi thé

Quy trinh chi tiét

Cép nhat trén H¢

thong;

Vin ban tiép

nhan thong bao

Cong chire
phong thu | -6 Tk

Hoan thién H6 so, chuyén két qua vé Bo phan

Hoan thién
cac quy
trinh két

1y hé so

Hgén B9 phan
Mot cira/

ho so; cdng dan
Tra n ll’?)’i n6’
két g N .p
ho so

>

thi¢n Té chirc
B6 phan Mot cura tra két qua cho To chire, cong dan.

Trang théng tin

dong bo Qéng

Dich vu quodc gia

thuc ho so

trén Phan

mém Dich
vu cong

qua
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PHU LUC 17.1: BIEU MAU PIEN TU

1. Tén t6 chirc

2. Tru so:

3. Ho va tén nguoi dugce du kién bd nhiém, bau c, suy cuir
Tén goi trong ton gido

Nam sinh

Noi cu tru

Pham vi trude khi duoc bd nhiém, bau ctr, suy cu

4. Chirc vu duoc bd nhiém, bau cur, suy cu

5. bia ban phu trach

PHU LUC 17.2: THANH PHAN HO SO PIEN TU

Y VAL 1z Bat bugc/khon T
TT Tén thanh phin hd so Cosg dirligwban | - 0 o dinhg Nop bén chinh Diéu kien ve ky
chup/ban dién tir Kém thuat
R . x Bén scan van ban . . Vin ban ¢6 chir ky
1 | 1. Vanban Thong béo (theo mau B20); dé nghi Bat budc Bat budc sO hoac ﬁle scan
) mau
2 Tai liéu khac kém theo (néu co). Ban scan Khong Bit budc Khong Bit budce Ban scan




M4iu B20

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

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

THONG BAO
Két qua ngudi duge bd nhiém, biu cir, suy cir 1am chire viée
Kinh giri: ............... @
Tén té chirc (chit in hoa):.............oveveviiiiinnn... ) e
U SO ittt e et e et e et e et e et e e et e e etteeeta e e eateeetaeenaeas
Théng bio két qua ngudi duoc bd nhiém, bau ctr, suy cir lam chire vide v6i cac ndi dung sau:
Ho va tén ngudi duge bd Tén goi Chie vy duge b
TT 0 va ten ngwol Qe %01 trong ton | Namsinh [Noicwtrd| Phimvi |nhiém, biu cit, suy|Dia ban phy trich
nhiém, bau ct, suy cir . ' : . ' :
gido cir

1

2

n

TM. TO CHU'C®

(Chit ky, dau)

® Pja danh noi ¢6 tru s¢ cua td chire ton gio, td chuc ton gido truc thudc hodc td chute dugc cép chiing nhan dang ky hoat dong ton
gido.

@ Co quan quan 1y nha nudce vé tin ngudng, ton gido & trung wong ddi vai truong hop bd nhiém, bau cir, suy cir chire viée theo quy

dinh tai khoan 1 Diéu 34 cua Luét tin ngudng, ton gido; co quan chuyén mén vé tin ngudng, ton gido cip tinh dbi véi truong hop bd
nhiém, bau cir, suy cir chirc viée theo quy dinh tai khoan 2 Didu 34 cia Lut tin ngudng, tn gido; co quan nha nude cé thim quyén

quy dinh tai khoan 3 Diéu 19 ciia Ludt tin ngudng, ton gido déi vi truong hop bd nhiém, bau cir, suy cir chirc viée theo quy dinh tai
khoan 3 Diéu 34 cua Luét tin ngudng, t6n gido.

@ Tén cua tb chirc ton gido, td chirc ton gido truc thudce hodc td chirc duge cip chung nhan ding ky hoat dong ton gido. Déi vai td
chire ton gido, t chirc ton gido truc thudc ngudi thay mat td chirc phai ky tén va dong déu.



18. Quy trinh: Thi tuc Thong béo vé ngudi dwec bd nhiém, bau cir, suy cir lam chic viéc cia toé chire dwec cip chieng nhan ding
ky hoat dong ton gido co dia ban hoat dong ¢ mot tinh (QT-18)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hi¢n dang
tr, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,
(theo hudng dan trén Cong Dich vy cong). diéu huéng nguodi | Nghi dinh sb
- Cong DVC két néi véi CSDLDC dé khai thac cac dung téi Cong | 95/2023/ND- Newsi n
trudng thong tin cua cong dan c6 trong CSDLDC Dich vy cong CP ngay 29 h ég o héri)
(khi dugc két ndi). Thanhphédé | thang 12nam | 2 kp, Y
- Nguoi nop ho so lua Ch9n: thuc hi’én cac 2023 cua kho%n giao
1. ' + Dich vu cdng truc tuyen budc ti€p theo; | Chinhphuquy | ., .5 .
N To chirc, RN : % dich dién tir,
Nop ¢4 nhan + Chon S~0 Noi vu ) o ' ‘ dmh’ch'l‘tlet ding nhap
ho so + Chon linh viec Tin nguéong, ton giao . Tai khoan gom | mot so diéu va 30 khoan
+ Chon 'Ehd tuc: Thong béo ve nguwoi duwrgC bo Tén dang nhap va | bién phap thi YAC thu’C’
nhiém, pﬁu cir, suy cir lam chirc viéc cuia to chikc mat khau. hanh Luat tin dinh dénh
dwoc cap chitng nhan dang ky hoat dgng ton ngudng, ton dien tir
giao c6 dia ban hoat dgng & mét tinh giao i

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 18.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dien tw da
cd trong Co so dir ligu quoc gia Vé dan cu, hé thong
thong tin ¢ lién quan, dugc dien tie dong (neu co) _

- Tich hop thanh phan hd so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 18.2 kém theo);

Bicu miu dién tur
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thdng tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich. ’
(Truong hgp cong dan khong lua chon nhan két qua
qua dich vu buu chinh cong ich, Ban Tén gido s&
guri két qua file dién tr vao dia chi email ctia cong
dan)

Tiép
nhan
va giai
quyét
ho so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp hod so (miu Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién hd so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi ndop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, gu:l thong bao tlep nhan
(ma hd so va ngay gio tra két qua) vao tai khoan ctia
Nguoi nop hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
Chuyén ho so toi Truéng Bo phan mét cira; Chuyén
h6 so dén Lanh dao Ban Ton gido.
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao K m&i va tiép nhan ho so. 1y (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢E thong nhan thong bao c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét.
3. Cong chtrc thu 1y ho so kiém tra ho so (Bi€éu mau,
file dinh kém).
- Tru*f)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao X
Lanh dao N A a1 - N thong;

.+ | Banky); néu rd ly do, ndi dung can bo sung. A A 1%
Phong, . A N DTN a2 £ Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae eas

Cong chure N A e s 1A ~ tur choi giai
, x| du thdo van ban thong bao tra lai ho so (lanh dao £ ,
thu ly ho N A 1 quyét/Dy thao
: Ban ky), néu rd ly do. S . .k A
SO \ X A e ik A 1A van ban tiép nhan
4. Trudong hop hoé so day du, tiép nhan ho so: o .
DY S A thong bao
- Tham muu van ban xin y ki€n céc co quan lién
quan (l&nh dao Ban ky) (néu can).
- Tong hop v kién céc co quan lién quan va tham
dinh céac ndi dung;
- Dy thao van ban ctia Ban tra 161 t6 chire ton gido/to
chuc ton gido tryc thudc veé viéce ti€ép nhan thong
bao.
Kiém tra hd so: Céap nhat trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiep nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan

Nghi¢p vu.

thong bao
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Trang thai

Can cu phap ly

Ghi chu

Buéc Chi thé

Quy trinh chi tiét

Cép nhat trén He

thong;

Vin ban tiép

nhan thong bao

Cong chire
phong thu | -6 Tk

Hoan thién H6 so, chuyén két qua vé Bo phan

Hoan thién
cac quy
trinh két

1y hé so

Hgén B9 phan
Mot cira/

ho so; cdng dan
Tra n ll’?)’i n6’
két g N .p
ho so

>

thi¢n Té chirc
B0 phan Mot ctra tra két qua cho To chirc, cong dan

Trang théng tin

dong bo Qéng

Dich vu quodc gia

thuc ho so

trén Phan

mém Dich
vu cong

qua



PHU LUC 18.1: BIEU MAU DPIEN TU

1. Tén td chirc

2. Tru so:

3. Ho va tén nguoi duoce dy kién bd nhi€ém, bau ctr, suy cu

Tén goi trong ton gido

Nam sinh
Noi cu tra

Pham vi trude khi duge bd nhiém, bau ctr, suy cu

4. Chirc vu duoc bd nhiém, bau cur, suy cu
5. Dia ban phu trach

PHU LUC 18.2: THANH PHAN HO SO PIEN TU

Y ALz Bat budgc/khén A rea Ao
TT Tén thanh phin hd so Co'so dirliéuban |- 0 o0 dinhg Nép bén chinh Diéu kign ve ky
chup/ban dién tir kem thuat
R . x Bén scan van ban . . Vin ban ¢6 chir ky
1 1. Van ban Thong bao (theo mau B20); d& nghi Bat bude Bat bude sO hodc ﬁle scan
l mau
2 Tai liéu khic kém theo (néu co). Ban scan Khong Bit budc Khong Bit budc Ban scan




M4iu B20

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

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

THONG BAO
Két qua ngudi dwge bd nhiém, biu cir, suy cir 1am chirc viée
Kinh giri: ............... @
Tén té chtrc (chit in hoa):.............oveveviieinnn... ), e
U SO ettt et e et e e e et e e et e e e te e e te e et e e eateeeareaeas reeaares
Thong bao Kkét qua nguoi dugc bd nhiém, bau ct, suy ctr lam chirc viéc voi cac ndi dung sau:
Ho va tén ngudi duge bd Tén goi Chie vy duge b
TT - ‘Ag . *° 7| trong ton | Niam sinh |Noicwtri| Phimvi |nhiém, biu cir, suy| Pia ban phu trich
nhiém, bau ct, suy cwr . .
giao cir
1
2
n
TM. TO CHU'C®

(Chit ky, déu)

® Pia danh noi ¢6 tru s¢ cua td chire ton gio, td chuc ton gido truc thudc hodc td chute dugc cép chiing nhan dang ky hoat dong ton
gido.

@ Co quan quan 1y nha nude vé tin ngudng, ton gido & trung wong ddi vai truong hop bd nhiém, bau cir, suy cir chire viée theo quy

dinh tai khoan 1 Diéu 34 cua Luét tin ngudng, ton gido; co quan chuyén mén vé tin ngudng, ton gido cp tinh dbi véi truong hop bd
nhiém, bau cir, suy cir chirc viée theo quy dinh tai khoan 2 Didu 34 cia Luét tin ngudng, tn gido; co quan nha nude cb thdm quyén

quy dinh tai khoan 3 Diéu 19 ciia Ludt tin ngudng, ton gido déi vdi truong hop bd nhiém, bau cir, suy cir chirc viée theo quy dinh tai
khoan 3 Diéu 34 cua Lut tin ngudng, t6n gido.

@ Tén cia tb chirc ton gido, td chirc ton gido truc thude hodc td chirc duge cip chimg nhan ding ky hoat dong t6n gido. Déi vai t6
chire ton gido, t chirc ton gido truc thudc ngudi thay mat td chirc phai ky tén va dong diu.



19. Quy trinh: théng béo két qua bé nhiém, bau cir, suy cir nhitng ngudi lanh dao té chic cia té chire dwoc cAp chieng nhan ding
ky hoat ddng tén gido cé dia ban hoat dong & mét tinh theo quy dinh tai khoan 7 Piéu 34 cia Luit tin ngudng, ton gido (QT-19)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hoac
Cong dich vu cbng cua Thanh pho (dia chi: Cne Dich vu
dichvucong.hanoi.gov.vn); con gQuéc i
- Ngudi nop hd so dang ky tai khoan giao dich dién o fhién dégn
tir, dang nhap tai khoan, x4c thyc dinh danh dién tir PN
(theo hurng dan trén Cong Dich vy cong). didu iﬁmn'g nguoi | Nghi dinh s6
- Cong DVC ket noi vai CSDLDC dé khai thac cac dune t6i Con 95/2023/ND-
trudng thong tin cua cong dan c6 trong CSDLDC Dici VU obn gg CP ngay 29 Nguoi nop
fliln Sgioﬁékethgoslg. lua chon: Thénh bhé dé thang 12 ndm c?;nsgkp’hgi
+ Dgich Vu.(r:)()n truc tuyén | thuc hign cac 2023 cua khogn yiao
1. Té chi + Chon S¢ Né? Vit y budc ti€p theo; | Chinh phu quy dich diégn te
Nop o e S dinh chi tiét | o o0
N canhan | + Chon linh vuc Tin nguong, ton giao - . A ~ % a:A. . | dangnhap
ho so +Ch AN L 2 s 1Ay ea A Tai khoan gom | mot so dicu va ‘- \
on thu tuc: thong bao két qua bo nhiém, bau A s AR T f tai khoan,
, L e o1 2 4 2 Tén dang nhap va | bién phap thi .
cu, suy cu qhung nguoi lanh dao t6 chuc cua to mat khau hanh Luat tin xac thuc
churc duoc cap chirng nhan dang ky hoat dong ton : ’ noudne. tn dinh danh
giao c6 dia ban hoat dong & mot tinh theo quy dinh & giégo’ dién tr

tai khoan 7 Piéu 34 cta Luat tin ngudng, ton giao

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 19.1 kém theo).
(Trwong hop cac thdng tin trong Biéu mdu dién tir da
c6 trong Co s di liéu quéc gia Vé ddn cu, hé thong
thong tin ¢d lién quan, dwoc dien tir dong (neu co) _

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 20.2 kém theo);

Bicu miu dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich. ’
(Truong hgp cong dan khong lua chon nhan két qua
qua dich vu buu chinh cong ich, Ban Té6n gido s&
gui két qua file dién tr vao dia chi email ctia cong
dan).

Tiép
nhan
va giai
quyét
ho so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp hod so (miu Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién hod so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi ndop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop hd so da didu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, gu:l thong bao tlep nhan
(ma hd so va ngay gio tra két qua) vao tai khoan ctia
Nguoi nop hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
Chuyén ho so toi Truéng Bo phan mét cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao K m&i va tiép nhan ho so. 1y (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢E thong nhan thong bao c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét.
3. Cong chtrc thu 1y ho so kiém tra ho so (Bi€éu mau,
file dinh kém).
- Tru*f)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao X
Lanh dao N A A X 1A thong;
. 7 | Ban ky); néu 10 1y do, ndi dung can bd sung. A A 1%
Phong, : A N DTN A .o £ Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae eas
Cong chure N A e s 1A ~ tur choi giai
, x| du thdo van ban thong bao tra lai ho so (lanh dao £ ,
thu ly ho N A 1 quyét/Dy thao
: Ban ky), néu rd ly do. S . .k A
SO \ X A e ik A 1A van ban tiép nhan
4. Trudong hop hoé so day du, tiép nhan ho so: o .
DY S A thong bao
- Tham muu van ban xin y ki€n céc co quan lién
quan (1anh dao Ban ky) (néu can).
- Tong hop v kién céc co quan lién quan va tham
dinh céac ndi dung;
- Dy thao van ban ctia Ban tra 161 t6 chire ton gido/to
chuc ton gido tryc thudc veé viéce ti€ép nhan thong
bao.
Kiém tra hd so: Céap nhat trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiep nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan

Nghi¢p vu.

thong bao
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Trang thai

Can cu phap ly

Ghi chu

Buéc Chi thé

Quy trinh chi tiét

Cép nhat trén He

thong;

Vin ban tiép

nhan thong bao

Cong chire
phong thu | -6 Tk

Hoan thién H6 so, chuyén két qua vé Bo phan

Hoan thién
cac quy
trinh két

1y hé so
3 B¢ phan

thién 2 .
X To chue
ho so; cong dan
Tra n ll’?)’i n6’
két g N .p
ho so

>

Hoan Mot cira/ ’ 7
B§ phan Mot ctra tra két qua cho T6 chure, cong dan
va ban giao ho so luu cho phong Nghiép vu.

Trang théng tin

dong bo Qéng

Dich vu quodc gia

thuc ho so

trén Phan

mém Dich
vu cong

qua
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PHU LUC 19.1: BIEU MAU PIEN TU

1. Tén t6 chirc

2. Tru so:

3. Ho va tén nguoi dugc bd nhiém, bau ctr, suy cu
Tén goi trong ton gido

Nam sinh

Noi cu tru

4. Pham vi

5. Chtrc vu dugc bd nhiém, bau cu, suy cuir

6. Dia ban phu trach

PHU LUC 19.2: THANH PHAN HO SO PIEN TU

Co sé dir lifu/ban | Bat budc/khong bit Picu kién vé ky

TT Tén thanh phan ho so chup/ban dién tir buc dinh kém NOp ban chinh thuat
Van ban co chit ky
01 | Van ban thong bdo (theo mau B20) | Ban scan thong bao Bat budc Bat buoc sO hodc file scan
mau
2 | A A L £ B¢ Khong Bit bud Khéng Bit bud B3
0 Tai lidu khéc kém theo (néu c6). an scan ong Bat budc ong Bat budc an scan
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Maiu B20
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 14p - Tw do - Hanh phuc
.., ngay ... thang .... nam....
THONG BAO
Két qua ngudi duge bd nhiém, biu cir, suy cir 1am chire viée
Kinh gtri: ............... @
Tén té chirc (chit in hoa):.............ooveviviiiiinn... ) e
U SO ittt et ettt e et e et e et e et e e et e e etteeatt e e eateeetaeeaaeas
Théng bio két qua ngudi dugc bd nhiém, biu ct, suy ctr lam chirc viée véi cac ndi dung sau:
Ho va tén nguwoi dwoc bd Tén goi Chire vy duge bé
TT 0 va ten gwol Qo %01 trong ton | Namsinh [Noicwtrd| Phimvi |nhiém, biu cit, suy|Dia ban phy trich
nhi¢m, bau cik, suy cir > : : . : )
gido cir
1
2
n
TM. TO CHU'C®

(Chit ky, dau)

® Pia danh noi ¢6 tru s¢ cua td chire ton giao, td chuc ton gido truc thudc hodc td chute dugc cép chiing nhan dang ky hoat dong ton
gido.

@ Co quan quan 1y nha nudce vé tin ngudng, ton gido & trung wong ddi vai truong hop bd nhiém, bau cir, suy cir chire viée theo quy

dinh tai khoan 1 Diéu 34 cua Luét tin ngudng, ton gido; co quan chuyén mén vé tin ngudng, ton gido cip tinh dbi véi truong hop bd
nhiém, bau cir, suy cir chirc viée theo quy dinh tai khodn 2 Diéu 34 ciia Ludt tin ngudng, tn gido; co quan nha nude cb thdm quyén

quy dinh tai khoan 3 Diéu 19 ciia Ludt tin ngudng, ton gido déi vdi truong hop bd nhiém, bau cir, suy cir chirc viée theo quy dinh tai
khoan 3 Diéu 34 cua Luét tin ngudng, ton gio.

@ Tén cia tb chirc ton gido, td chirc ton gido truc thude hoidc td chirc duge cip chimg nhan ding ky hoat dong t6n gido. Déi vai t6
chire ton gido, t chirc ton gido truc thudc ngudi thay mat td chirc phai ky tén va dong déu.



20. Quy trinh: Thia tuc thdng béo két qua bé nhiém, bau cit, suy cir nhitng ngudi lanh dao té chire ddi véi té chirc ton gido cé dia
ban hoat dong é mét tinh theo quy dinh tai khoan 7 Piéu 34 cia Luit tin ngudng, ton gido (QT-20)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phé (dia chi: Céne Dich vu
dichvucong.hanoi.gov.vn); Ong S VL
- Nguwoi nop hd so dang ky tai khoan giao dich dién fﬁé‘fﬁ;ﬁéﬁa
tr, ding nhap tai khoan, xac thyc dinh danh dién tir A e 1§ng
(theo hudng dan trén Cong Dich vu cong). didu iffmn' n 1;& Nehi dinh s&
- Cong DVC ket noi vai CSDLDC dé khai thac cac dun tdigcéi 95%2623 /ND-
trudng thong tin cua cong dan c6 trong CSDLDC Dici VU obn gg CP ngay 29 Ngudi nop
flﬁggg?ﬁék; thgoslc)y. lya chon: Thanh pho d¢ thang 12 ndm c?;nsokp’hgi
+ Dijch vy cong truc tuyén | thyc hién céc 2023 cua kho%n g};,iao
L 1§ chire, |+ Chon S Ngi vy buce tiép theo; - Chinh phu quy |- 4; 1 gian 1
Nop C Al ST, A i dinh chi tiét R
hdso | 8 nhan | + Chon lznif vuee Tin izgu’ong, :ton giao ) o Tai khodn gdm | mét sb didu va d‘a_ng nl}ap
+ Chon thu tyc: Tha tuc thong bao ket qua bo A s AR T f tai khoan,
<A A L e s z Tén dang nhap va | bién phap thi .
nhiém, bau cir, suy cir nhirng nguoi lanh dao to mat khiu hanh Luat tin xac thuc
chirc doi voi to chire ton gido cé dia ban hoat : ' noudne. ton dinh danh
dong & mot tinh theo quy dinh tai khoan 7 Dieu & giég(; dién t

34 cua Luat tin ngudng, ton giédo

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 20.1 kém theo).
(Trwong hop cac thdng tin trong Biéu mdu dién tir da
c6 trong Co sé dir ligu quéc gia Vé ddn cu, hé thong
thong tin ¢d lién quan, dwoc dien tir dong (neu co) _

- Tich hop thanh phan ho so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 20.2 kém theo);

Bicu miu dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi




135

Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich. ’
(Truong hgp cong dan khong lua chon nhan két qua
qua dich vu buu chinh cong ich, Ban Té6n gido s&
guri két qua file dién tr vao dia chi email ctia cong
dan).

Tiép
nhan
va giai
quyét
ho so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Gui Thong bdo dén
Nguoi ndp hod so (miu Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién ho so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi nop hd so khong bod sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop hd so da didu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, gu:l thong bao tlep nhan
(ma ho so va ngay gio tra két qua) vao tai khoan ctia
Nguoi ndp hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu miu theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
Chuyén ho so toi Truéng Bo phan mét cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao K m&i va tiép nhan ho so. 1y (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢E thong nhan thong bao c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét.
3. Cong chtrc thu 1y ho so kiém tra ho so (Bi€éu mau,
file dinh kém).
- Tru*f)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao X
Lanh dao N A A LA thong;
. 7 | Ban ky); néu 10 ly do, ndi dung can bd sung. A A 1%
Phong, : A N DT a2 £ Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae eas
Cong chure N A e s 1A ~ tur choi giai
. x | du thdo van ban thong béo tra lai ho so (l1anh dao £ ,
thu ly ho N A 1 quyét/Dy thao
: Ban ky), néu rd ly do. S . .k A
SO \ X A e ik A 1A van ban tiép nhan
4. Trudong hop hoé so day du, tiép nhan ho so: o .
DY S A thong bao
- Tham muu van ban xin y ki€n céc co quan lién
quan (lanh dao Ban ky) (néu cén).
- Tong hop v kién céc co quan lién quan va tham
dinh céac ndi dung;
- Dy thao van ban ctia Ban tra 161 t6 chire ton gido/to
chuc ton gido tryc thudc veé viéce ti€ép nhan thong
bao.
Kiém tra hd so: Céap nhat trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiep nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan

Nghi¢p vu.

thong bao
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Trang thai

Can cu phap ly

Ghi chu

Buéc Chi thé

Quy trinh chi tiét

Cép nhat trén He

thong;

Vin ban tiép

nhan thong bao

Cong chire
phong thu | -6 Tk

Hoan thién H6 so, chuyén két qua vé Bo phan

Hoan thién
cac quy
trinh két

1y hé so
3 B¢ phan

thién 2 .
X To chue
ho so; cong dan
Tra n ll’?)’i n6’
két g N .p
ho so

>

Hoan Mot cira/ ’ 7
B§ phan Mot ctra tra két qua cho T6 chure, cong dan
va ban giao ho so luu cho phong Nghiép vu.

Trang théng tin

dong bo Qéng

Dich vu qudc gia

thuc ho so

trén Phan

mém Dich
vu cong

qua



1. Tén td chirc

2. Tru so:
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PHU LUC 20.1: BIEU MAU PIEN TU

3. Ho va tén nguoi dugc bo nhi¢ém, bau cu, suy cu

Tén goi trong ton gido
Nam sinh

Noi cu trt

4. Pham vi

5. Chtrc vu dugc bo nhiém, bau ct, suy cu

6. Dia ban phu trach

PHU LUC 20.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Diéu kién ve ky

Tai liu khac kém theo (néu co).

TT Tén thanh phan ho so chup/ban dién tir budc dinh kém NOp ban chinh thuat
Van ban c6 chir ky
01 | Van ban thong bao (theo mau B20) | Ban scan thong bao Bat budc Bat budc sO hoac file scan
mau
02 Ban scan Khéng Bit budc Khong Bit budce Bén scan




139

MAiu B20
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc
.., ngay ... thang .... nam....
THONG BAO
Két qua nguwoi dwoc bd nhiém, biu cir, suy cir lam chire viée
Kinh giri: ............... @
Tén té chirc (chit in hoa):.............oveveviiiiinnn... B e
U SO et e e e e et e ea e e et e e e et raeaeeerraeeannnes
Thong béo Kkét qua nguoi dugc bd nhiém, bau ct, suy ctr lam chirc viéc voi cac ndi dung sau:
Ho va tén nguoi dwogc bd Tén goi Chiic vy durge bé
TT A }g i T trong ton | Nim sinh |Noi cuw tra Pham vi nhiém, biu cir, suy | Pia ban phu trach
nhiém, bau ct, suy ciwr = ) ) . ) :
gido cr
1
2
n
TM. TO CHU'C®

(Chit ky, dau)

@ Pja danh noi co try s& cia td chue t6n gido, td chire ton gido trire thude hodc td chirc duoc cip chimng nhén ding ky hoat dong ton
gido.

@ Co quan quan Iy nha nudce vé tin ngudng, ton gido & trung wong ddi véi trudng hop bd nhiém, biu cir, suy cir chirc viée theo quy

dinh tai khoan 1 Diéu 34 cua Luét tin ngudng, ton gido; co quan chuyén mén vé tin ngudng, ton gido cip tinh dbi v6i truong hop bd
nhiém, biu cir, suy ctr chtre viée theo quy dinh tai khoan 2 Diéu 34 cia Luat tin ngudng, tdn gido; co quan nha nudc c¢6 thdm quyén

quy dinh tai khoan 3 Diéu 19 ciia Ludt tin ngudng, ton gido dbi voi trudng hop bd nhiém, bau ct, suy cir chirc viée theo quy dinh tai
khoan 3 Diéu 34 cua Lut tin ngudng, ton gido.

@ Tén cua tb chirc ton gido, td chic t6n gido truc thude hodc td chirc dugc cép chimg nhan dang ky hoat dong ton gido. Di vai t
chtre t6n gido, t& chire ton gido tryc thude ngudi thay mit td chirc phai ky tén va dong dau.



21. Quy trinh: Tha tuc thong bao két qua bé nhiém, biu ci, suy cir nhitng nguwdi lanh dao td chire ddi véi té chirc tdn gido truc
thudc ¢6 dia ban hoat dgng & mét tinh theo quy dinh tai khoan 7 Diéu 34 cia Luit tin ngudng, ton gido (QT-21)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phé (dia chi: Céne Dich vu
dichvucong.hanoi.gov.vn); c()nggQﬁéc i
- Ngudi nop hd so dang ky tai khoan giao dich dién PR dégn
tr, ding nhap tai khoan, xac thyc dinh danh dién tir A e 1§ng
(theo hudng dan trén Cong Dich vu cong). didu iffmn' n 1;& Nehi dinh s&
- Cong DVC ket noi vai CSDLDC dé khai thac cac dun tdigcéi 9 5%2623 /ND-
trudng thong tin cua cong dan c6 trong CSDLDC Dici VU obn gg CP ngay 29 Ngudi nop
flﬁggg?ﬁék; thgoslc)y. lya chon: Thanh pho d¢ thang 12 ndm c?;nsokp’hgi
+ Dijch vy cong truc tuyén | thyc hién céc 2023 cua kho%n g};,iao
L 1§ chire, |+ Chon S Ngi vy buce tiép theo; - Chinh phu quy |- 4; 1 gian 1
Nop C Al ST, A i dinh chi tiét R
hdso | 8 nhan | + Chon lznif vuee Tin izgu’ong, :ton glao ) o Tai khodn gdm | mét sb didu va d‘a_ng nl}ap
+ Chon thu tyc: Tha tuc thong bao ket qua bo A s AR T C tai khoan,
<A A L e s z Tén dang nhap va | bién phap thi .
nhiém, bau ci, suy cir nhu’_n,g nguwoi lanh dao to mat khiu hanh Luat tin xac thuc
chirc doi véi to chirc ton giao true thudc co dia : ' ngu&ng' ton dinh danh
ban hoat dfng ¢ mft tinh theo quy dinh tai gié(; dién tr

khoan 7 Piéu 34 ciia Luét tin ngwdng, ton glao

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 21.1 kém theo).
(Trwong hop cac thdng tin trong Biéu mdu dién tir da
c6 trong Co sé dir ligu quéc gia Vé ddn cu, hé thong
thong tin ¢d lién quan, dwoc dien tir dong (neu co) _

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 21.2 kém theo);

Bicu miu dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich. ’
(Truong hgp cong dan khong lua chon nhan két qua
qua dich vu buu chinh cong ich, Ban Té6n gido s&
guri két qua file dién tr vao dia chi email ctia cong
dan).

Tiép
nhan
va giai
quyét
ho so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp hod so (miu Thong bao Pién tir) néu rd
1y do va c6 vin ban hudéng dan ngudi yéu cau bd
sung ho so, hoan thién ho so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi ndop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop hd so da didu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, gu:l thong bao tlep nhan
(ma hd so va ngay gio tra két qua) vao tai khoan ctia
Nguoi nop hd so.

Trong
ngay

lam viéc

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cia
Van phong
Chinh phu
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
Chuyén ho so toi Trudéng Bo phan mét cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
1. Truy cép vao Hé thong nhan thong béo c6 ho so Phiéu chuyén xur
~ A ik A 1A Trong , PN
Lanh dao K m&i va tiép nhan ho so. nga 1y (Thé hién trong
Ban 2. Phan cong thu 1y hé so, chuyén ho so vé phong | ., g YA Phan mém bang
- lam viéc n 2
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢E thong nhan thong bao c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét.
3. Cong chtrc thu 1y ho so kiém tra ho so (Bi€éu mau,
file dinh kém).
- Tru*f)'ng thp?ho 50 chu”a duX diéu klg;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao X
Lanh dao N A A X 12 thong;

. 7 | Ban ky); néu 10 ly do, ndi dung can bd sung. A A 1%
Phong, : A N DT a2 £ Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae eas

Cong chure N A e s 1A ~ tur choi giai
, x| du thdo van ban thong bao tra lai ho so (lanh dao £ ,
thu ly ho N A 1 quyét/Dy thao
: Ban ky), néu rd ly do. S . .k A
SO \ X A e ik A 1A van ban tiép nhan
4. Truong hop hoé so day du, tiép nhan ho so: o .
DY S A thong bao
- Tham muu van ban xin y ki€n céc co quan lién
quan (lanh dao Ban ky) (néu cén).
- Tong hop v kién céc co quan lién quan va tham
dinh céac ndi dung;
- Dy thao van ban ctia Ban tra 161 t6 chire ton gido/to
chuc ton gido tryc thudc ve viée ti€p nhan thong
bao.
Kiém tra hd so: Céap nhat trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiep nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan

Nghi¢p vu.

thong bao
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Trang thai

Can cu phap ly

Ghi chu

Buéc Chi thé

Quy trinh chi tiét

Cép nhat trén He

thong;

Vin ban tiép

nhan thong bao

Cong chire
phong thu | -6 Tk

Hoan thién H6 so, chuyén két qua vé Bo phan

Hoan thién
cac quy
trinh két

1y hé so
3 B¢ phan

thién 2 .
X To chue
ho so; cong dan
Tra n ll’?)’i n6’
két g N .p
ho so

>

Hoan Mot cira/ ’ 7
B§ phan Mot ctra tra két qua cho T6 chure, cong dan
va ban giao ho so luu cho phong Nghiép vu.

Trang théng tin

dong bo Qéng

Dich vu quodc gia

thuc ho so

trén Phan

mém Dich
vu cong

qua
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PHU LUC 21.1: BIEU MAU PIEN TU

1. Tén t6 churc

2. Tru so:

3. Ho va tén nguoi dugc bd nhiém, bau ctr, suy cu
Tén goi trong ton gido

Nam sinh

Noi cu tra

4. Pham vi

5. Chtrc vu duge bd nhiém, bau cur, suy cu

6. Dia ban phu trach

PHU LUC 21.2: THANH PHAN HO SO PIEN TU

A X A LA Co s¢ dir liéu/ban Bat bugc/khong bat A pn , Pieu kién veé k¥
TT Tén thanh phan ho so chup/ban dién tir bu()c. dinh kégm NOp ban chinh thl.lé:l ¢ y
Van ban c6 chir ky
01 | Vin ban thong bao (theo mau B20) | Ban scan thong bao Bit budc Bit budc sb hodc file scan
mau
02 | Tai liéu khac kém theo (néu co). Ban scan Khong Bit budc Khong Bit budc Ban scan
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Maiu B20
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc
)...., ngay ... thang .... ndm
THONG BAO
Két qua ngudi duge bd nhiém, biu cir, suy cir 1am chire viée
Kinh giri: ............... @
Tén té chirc (chit in hoa):.............ooveviviiiiinn... ) e
T L PSPPSR
Thong bao Kkét qua nguoi dugc bd nhiém, bau ct, suy ctr lam chtrc viéc voi cac ndi dung sau:
Ho va tén nguwoi dwoc bd Tén goi Chire vy duge bé
TT T oa ‘Ag . *° 7| trong ton | Niam sinh |Noicwtri| Phimvi |nhiém, biu cir, suy| Pia ban phu trich
nhiém, bau ct, suy cwr > : : . : :
gido cir
1
2
n
TM. TO CHU'C®
(Chir ky, dau)

® Pia danh noi ¢6 tru s¢ cua td chire ton gido, t chuc ton gido truc thude hodc td chue dugc cép chung nhén dang ky hoat dong tén
gido.

@ Co quan quan Iy nha nudce vé tin ngudng, ton gido & trung wong ddi voi truorng hop bd nhiém, bau cu suy cur chire viéc theo quy

dinh tai khoan 1 Diéu 34 cua Luét tin ngudng, ton gido; co quan chuyén mén vé tin ngudng, t6n gido cip tinh déi voi tmong hop bo
nhiém, bau cir, suy cir chirc viée theo quy dinh tai khoan 2 Didu 34 cia Luét tin ngudng, tn gido; co quan nha nude cb thdm quyén
quy dinh tai khoan 3 Diéu 19 cua Luat tin ngudng, ton gido dbi voi trudong hop bd nhiém, bau ct, suy ctr chire viée theo quy dinh tai
khoan 3 Diéu 34 cua Luét tin ngudng, ton gido.

@ Tén cia tb chirc ton gido, td chic t6n gido truc thude hodc td chirc dugc cép chimg nhan dang ky hoat dong ton gido. Pbi véi td
chire ton gido, t chirc ton gido truc thudc ngudi thay mat td chirc phai ky tén va dong déu.



22. Quy trinh: Thii tuc thong bao thuyén chuyén chirc sic, chikc viéc, nha tu hanh

Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cit phap ly Ghi chu
- Ca nhan nop ho so truc tuyén tai Cong dich vu
cong qudc gia (dia chi: dichvucong.gov.vn) hoac Céng Dich vu
Cong dich vu cong cua Thanh pho (dia chi: cong Quéc gi'a
dichvucong.hanoi.gov.vn); thuc hién ding
- Nguoi nop ho so dang ky tai khoan giao dich nﬁép mét IAn
dién twr, dang nhap tai khpén, Xac th}_rc dinh danh didu 'hu('m.g ng&di
dién tr (theo hudong dan trén Cong Dich vu dung t6i Cong
Céng). Y x : Dich vu cong Nghi dinh 50
- Cong DVC két noi voi CSDLDC dé khai thac Thanh 15115 48 95/2023/ND- Newsi nd
, . n T A N guoi nop
cac truong thong tin cua cong dan co trong thue hién cac CP ngay 29 W hai
CSDLDC (khi dugc két noi). bude tiép theo; | théng 12 ndm d? S"kp, ta
- Nguoi nop ho so lya chon: ’ 2023 cua kﬁgin z:;,iaac;
Nlﬁ. Té chikc, : g;cohnvél (;ﬁg? \:::lwc tuyen Téi lEhoén %6m ‘ C(lilfrrllllll Eltlliut%iy dich dién tu,
WP 1 canhan S o tAN (A Téndangnhapva | “° " """ | ding nhap
hd so + Chon linh viec Tin ngudong, ton giao mat khiu mot so diéu va i Khoan
+ Chon thu tyc: Tha tuc thong bao thuyén : ' bién phép thi  Kioafl,
chuyén chirc sic, chikc viéc, nha tu hanh hanh Luat tin Xac thuc
- Nguoi nop ho S0 dién cac noi dung theo Biéu ngudng, ton chntl darlh
mau dién tr (chi tiét tai Phy lyc 22.1 kém theo). gido dién tu

(Trweong hop céc thdng tin trong Biéu mau dién tir
dd cé trong Co sé dir liéu quac gia vé dan cu, hé
thdng théng tin ¢6 lién quan, dwoc dién tw dong
(néu co)

- Tich hop thanh phan hé so theo mau tai Biéu
mau dién tir (chi tiét tai Phu luc 22.2 kém theo);
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thdng tin day du, chinh xéc, hop phép.

Biéu mau dién tur
Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cir phap ly

Ghi chu

- Ngudi ndp hd so truc tuyén lya chon giri hd so
(ban gidy), nhan két qua giai quyét hd so (ban
gidy) qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhén két
qua qua dich vu buu chinh cong ich, Ban Tén
gido s& gui két qua file dién tir vao dia chi email
cua cong dan).

Tiép
nhan
va giai
quyét
hé so

1. Nhén thong béo co ho so moi trén Hé théng;
2. Kiém tra ho so va cac thong tin.

Truong hop ho so can b sung hodc hd so khong
thudc tham quyén giai quyét: Giri Thong bao dén
Nguoi ndp hd so (miu Thong bao Dién tir) néu
rd ly do va c6 van ban hudng dan nguoi yéu cau
bd sung hd 50, hoan thién ho so, néu rd loai glay
t&, ndi dung can bd sung dé Nguoi ndp hd so bd
sung, hoan thién.

3. Trudng hop Nguoi ndp hd so khong bd sung,
hoan thién dugc hd so, co van ban tir chdi giai
quyét yéu cau ciia Ngudi nop ho so

4. Trudng hop hd so da didu kién giai quyét:
4.1. Cap nhat thong tin vao Hé théng (S6 theo
ddi dién tr theo mau).

4.2. X4c nhan thong tin, giri thong béo tiép nhan
(ma hd so va ngay gio tra két qua) vao tai khoan
ctia Nguoi nop hd so.

Chuyén hd so toi Truéng Bo phan mot cira;
Chuyén hd so dén Lanh dao Ban Ton gi4o.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém béng
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Vian phong
Chinh phu

Lanh dao
Ban

1. Truy cap vao Hé thong nhan thong bao c6 hd
so méi va tiép nhan hd so.

Phiéu chuyén xur
1y (Thé hién trong
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cwr phap ly Ghi cha
2. Phan cong thy 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢ thong nhan thong bao c6 hd
so md1 va tiép nhan ho so.
2. Phan cong cho cong chtrc thy 1y ho so, tham
muu gidi quyeét.
3. Cong chtrc thy 1y ho so kiém tra ho so (Biu
mau, file dinh kem).
- Truong hop ho so chua du di€u kién giai quyet: Cip nhat trén He
~ du thdo van ban thong bao bo sung hd so (Ianh p g i
Lanh dao N A 12 n A1 A thong;
. | dao Ban ky); néu ro 1y do, ndi dung can bo sung. Al X 1%
Phong, . \ A S O Yé&u cau bo sung/
n , | - Truong hop ho so khong du diéu kién giai o Ae o
Cong chire X . e 1 A DR tir choi gidi
. x| quyét: du thdo van ban thong bdo tra lai ho so P .
thu ly ho ~ N A s quyét/Du thao
: (lanh dao Ban ky), néu 10 ly do. « 1k A
SO’ . X X A A 1A van ban tiép nhan
4. Truong hop ho so day du, tiép nhan ho so: thond bao
- Tham muu van ban xin y kién cac co quan lién g
quan (1anh dao Ban ky) (néu can).
- Tong hop ¥ kién cac co quan lién quan va tham
dinh céac ndi dung;
- Du thao van ban cua Ban tra 161 t0 chirc ton
g140/t6 chure ton giao truc thude ve vige tiép nhan
thong bao.
Kiém tra hd so:
OMIANOSe Cap nhat trén He
Linh dao | - Néu dong y: ky duyét van ban tiép nhan thong théng;
: bao. NS S
Ban , \ , ) = van ban ti€p nhan
- Néu khong dong y: Chuyén lai Chuyén vién thdng b%o i
Phong Nghiép vu.
Coflg chire Hoan thién HO so, chuyén két qua vé Bo phan Cap nhe_}t wren He Vin ban tiép
phong thu thong;

1y hd so

TN&TKQ

nhan thong bao
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Budée Chu thé Quy trinh chi tiét Thoi gian Trang thai Can cwr phap ly Ghi cha
3. A pA Hoan thi¢n
R B0 phan . :
Hoan Ny cac quy
oA Mot cira/ ) 1A A . X
thién 2 A A PP SR X oy A Tra két Trang théng tin trinh két
X To chirc | BO phan Mot cura tra két qua cho To churc, cong \ N A A . 1A
ho so; n A NI A \ oy qua trong = dong b Cong thiic ho so
N cbng dan, | dan va ban giao ho so luu cho phong Nghiép vu. s : PO n A
Tra e A ngay Dich vu quodc gia trén Phan
£ nguoi nép X .
két U mém Dich
o ho so o
qua vu cong




1. Tén tb chirc (chit in hoa):

2. Tru so:

3. Nguoi duoc thuyén chuyén:

- Ho va tén:

- Tén goi trong ton gido (néu co):
- S6 CMTND/CCCD: .

- Chirc vy, pham vi (néu co):

4. Ly do thuyén chuyén:

150

PHU LUC 22.1: BIEU MAU PIEN TU

5. bia ban hoat dong ton gido trudc khi thuyén chuyén:

6. Dia ban hoat dong ton gido sau khi thuyén chuyén

7. Dy kién thoi diém thuyén chuyén

PHU LUC 22.2: THANH PHAN HO SO PIEN TU

A . A LA Co s6 dir li€u/ban Bat bugc/khong bat Ay , Diéu kién veé ky
TT Tén thanh phan ho so chup/ban (‘fién tir bu()c. dinh kégm NOp ban chinh thl.lé:l ¢ y
Van ban c6 chir ky
01 | Van ban thong bao (theo mau B21) | Ban scan thong bao Bit budc Bit budc s6 hodc file scan
mau
02 | Tai liéu khac kém theo (néu co). Ban scan Khong Bit budc Khong Bit budc Ban scan




M4iu B21

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

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

THONG BAO
Thuyén chuyén chiic séic, chirc viéc, nha tu hanh

Kinh guri: ............... @
Tén tb chirc (chirin hoa): ................................. ().t bbbttt ettt
T8 SO ittt ettt e et e et e e ete e e eteeeeteeeteeetteeeateeateeateeeateeeateeeataeaateee AheeeeEeeeeteeeeteeenteeantteeareeateeaateeebeenbeeate e eeanes
Théng bao thuyén chuyén chirc sic, chire viéc, nha tu hanh véi cic ndi dung sau:
Nguoi duge thuyén chuyén:
S HO VA TN ittt e R e LR bbb e
- TN O trONG tON ZIAO (TEU CO): .vvveeeereeeeeeeeeeeeeeseeeseeeeeeee e e se e seee aresesssssses s ee s ae s ee s sess s st ens s s en s as s sssnsss aessensensenens
= SO CMTIND/CCCD: eccvvveoivieaeeeeiessssseeeeess e 8848
- Chtre vu, phém vi (néu 1470 ATV PTOPORPRRRTON

LY O thUYBN CHUYEI: «....veooeoeeeeeeeeeeeeeee oo e e eeease eessaessssssessseessenssesssees s st e et es s es s es s e ss s e eee s en s s ess e

Dia ban hoat dong ton gido sau khi dwoc thuyen chuyEn GEN: .........oo.covvivvevvies oot s

Dy kién thoi di8m thUYBN CHUYEN: ......ovvoeveeveeeeeeeveeeeeeeeeese et ssssns sosetsessssssessss e s s e es st es s ensssess s s s en s enes essensenn

TM. TO CHUC®
(Chit ky, ddu)
) Pja danh noi ¢6 tru s6 cua td chirc ton gido hodc té chie ton gido truc thudc.
@ Co quan chuyén mén vé tin ngudng, ton gido cip tinh noi thuyén chuyén di va noi thuyén chuyén dén.

@ T4 chirc ton gido hodc td chire ton gido tryc thudc.



23. Quy trinh: Thi tuc thong béo cach chirc, bai nhiém chikc sic, chirc viée ddi véi cac treong hop quy dinh tai khoan 2 Diéu 33
va khoan 2 Diéu 34 cia Luit tin ngudng, ton gido (QT-23)

Buéc | Chi thé Quy trinh chi tiét rgll;: Trang thai Can cll;,,/ phap Ghi chu
- Ca nhan nop ho so truc tuyén tai Cong dich vu
cong qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phdé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hi¢n dang
tir, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,
(theo hudng dan trén Cong Dich vu cong). diéu huéng ngudi | Nghi dinh sb
- Céng DVC két néi véi CSDLDC dé khai thac cac dung téi Cong | 95/2023/ND- Nguoi nop
truong thong tin cua cong dan co trong CSDLDC Dich vy cong CP ngay 29 hég <o Dhai
(khi duoc két ndi). Thanhphédé | thing 12nam | 2 kp, Y
- Nguoi nop ho so lua chon: thyc hién cac 2023 cia khoin Z;]iao
1. Z ., + Djch vu cdng truc tuyen budc tiep theo; Chinh pht quy | . N
A To chirc, RN : % dich dién tir,
Nép ¢4 nhan + Chon S~0 Noi vu , ~ - ‘ . dmh’ch‘l‘tlet diing nhap
ho so + Chon linh viec Tin ngudong, ton giao Tai khoan gom | mot so diéu va 30 khoan
+ Chon thu tuC: Tha tuc th()r]g bao cach chire, bai Tén dang nhép va | bién phap thi WAC thuC’
nhiém chirc siac, chire viéc doi voi cac trueong hop mat khau. hanh Luat tin &inh danh
quy dinh tai khoan 2 Dieu 33 va khoan 2 Diéu 34 ngu’()’pg, ton &ién tr
cia Ludt tin ngudng, ton glao giao i

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 23.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dién e da
cd trong Co so dir ligu quoc gia Vé dan cu, hé thong
thong tin ¢ lién quan, dugc dien tir dong (neu cO) _

- Tich hop thanh phan hd so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 23.2 kém theo);

Bicu miu dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Bwoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thdng tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lwa chon nhan két qua
qua dich vu buu chinh cbng ich, Ban Tén giao s¢
gui két qua file dién tir vao dia chi email cua cong

dan).

Tiép
nhan
va giai
quyét
hé so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi nop hé so (mau Thong bao Pién tir) néu rd
1y do va ¢6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién hd so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi nop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, gtri thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan ciia
Nguoi nop hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Bwoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chu

C‘huyén’h(k) so t6i Truong Bo phan mot ctra; Chuyén
ho so dén Lanh dao Ban Ton gido.

1. Truy cap vao Hé thong nhan thong bao c6 ho so

Phiéu chuyén xu

Lianh dao | méi va tiép nhan ho 50. o ‘ ly (Thé hién trong
Ban 2. Phan cong thu 1y hd so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cép vao H¢ thong nhan thong bao c6 ho so
moi va ti€p nhan ho so. ‘
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét. . 7 . o
3. Cong chuc thu 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).
- Truf)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao '
Lanh dao N A X 1 n A 1R thong;

. | Ban ky); néu 10 ly do, ndi dung can bd sung. A A 1%
Phong, : A N DT a2 £, Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae o

Cong chure N A e 1s 1A ~ tur choi giai
, x| du thdo van ban thong bao tra lai ho so (lanh dao Z ,
thu ly ho N A xrs quyét/Dy thao
: Ban ky), néu r6 ly do. c 3 X A
so \ X A a4 A LA van ban tiép nhan
4. Truong hop ho so day du, tiép nhan ho so: R .
SRR S n thong béo
- Tham muu van ban xin y kién cac co quan lién
quan (lanh dao Ban ky) (néu can).
- Tong hop v kién céc co quan lién quan va tham
dinh cac ndi dung;
- Dy thao véan ban cua Ban tra 161 t6 chire ton giao/to
chtrc ton gido truc thudc veé viéc tiép nhan thong
bao.
Lanh dao Kiém tra hd so: Cap nhat trén H¢
Ban - Néu dong y: ky duyét vin ban tiép nhan thong bao. thong;
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Can cwr phap

Buéc | Chi thé Quy trinh chi tiét gll;;},l Trang thai Iy Ghi chu
- Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan
Nghiép vu. théng béo
Cl(:;)llgl cill:l: Hoan thién HO so, chuyén két qua vé B phan Cap r}[}ﬁ%;tr.en He Vin ban tiép
prong thit | rN&TKQ & nhén thong bao
ly ho so
3.\ B§ phan Hogn thién
Hoan Ny o cac quy
thign = gt U/ : v Trakét | Trang thang tin trinh két
hien |12 chire | BO phan Mot cira tra két qua cho Té chirc, cong dan | ang thong 1 X
ho so; A A AU X . n qua trong = dong b Cong thtc ho so
- cong dan, | va ban giao ho so luu cho phong Nghi¢p vu. X . FORE n A
Tra A ngay Dich vu quoc gia trén Phan
£ nguoi nép X .
két A mém Dich
. ho so 0
vu cong

qua




1. Tén tb chirc (chit in hoa):

2. Tru so:

3. Nguoi bi cach chirc, bai nhiém:

- Ho va tén:

- Tén goi trong ton gido (néu co):
- S6 CMTND/CCCD:

- Chure vy, pham vi (néu co):

4. Ly do céach chtrc, bai nhiém: .

5. Thoit diém cach chuc, bai nhiém:

156

PHU LUC 23.1: BIEU MAU PIEN TU

PHU LUC 23.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bat

Diéu kién ve ky

Tai liu khac kém theo (néu co).

TT Tén thanh phan ho so chup/bn dién tir bude dinh kém NOp ban chinh thuat
Van ban co chit ky
01 | Van ban thong bdo (theo mau B23) | Ban scan thong bao Bat budc Bat buoc sO hodc file scan
mau
02 Ban scan Khéng Bit budc Khong Bit budce Bén scan
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Miu B23

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 14p - Tu do - Hanh phuc

O ngay ... thang .... ndm....

THONG BAO
Cich chire, bii nhiém chire sic, chire viée

Kinh guri: ............... @
TN 0 CHUC (CAIE 1 HOA): ..o eetaseeseeseseeesss s es e eeese e s es e ee s te e se e seset e e en s et ee s eneeeeess s se s eneas
1 o 2RSS
Théng bao vé viéc cach chire, bdi nhiém chire sic, chire viée véi cac ndi dung sau:

Nguodi bi CACh ChUIC, DAL NG ...t ettt et b et b st eb et b b bt et b enn
5 (O 2 TR (< s LA TSRS RRRPPR

- T8N ZOi trONG tON ZIA0 (MEU COY: oo veeeeeee eeveeeeseseess s ss s st ess s s s s s ssee e e s e s enser et e s et en et es s ense e s s anssnsen
= S8 CMTIND/CCCD: ...oooieoroeesieseeesss st eees 2888818888888
= ChUC VU, PRAM VI (MU CO): oot etereees s ss st ss st s s st ns s ens e

Ly do cach chilrc, AT NIIEM. .....iiiiiiiiece it et bbb b b et b bbb e b e es e e e r s

Thoi GHEM CACH CRTC, DAL IIIGIIL vv.vvvsevsevs et eeeee e eare eeeteseesesesesseeseeseeseseseseessesseeseseeseeseeeseeeeees eeseseeseesseeseeseeneseseeeeeon

Vin ban kém theo: Vin ban ciia t& chirc ton gido, td chirc t6n gido truc thude vé viée cach chirc, bii nhiém.

TM. TO CHUC®
(Chit ky, ddu)

® Pia danh noi ¢6 tru s& cua td chire ton giao, td chuc ton gido truc thudc hodc td chire dugc cép chting nhén dang ky hoat dong ton
gido.

@ Co quan quéan ly nha nude vé tin ngudng, ton gido & trung wong déi voi viée cach chire, bai nhiém chuce séc, chirc viée theo quy
dinh tai khodn 1 Diéu 33, khoan 1 Didu 34 ctia Luit tin ngudng, t6n gido va dbi v6i viée cach chirc, bii nhiém chirc viée cua td chirc
dugc cip chung nhéan ding ky hoat dong ton gido ¢6 dia ban hoat dong & nhidu tinh; co quan chuyén mén vé tin ngudng, tén gido cap
tinh d6i voi viéc cach chirc, bdi nhiém chire sic, chuc viée theo quy dinh tai khoan 2 Diéu 33, khoan 2 Diéu 34 cua Lut tin ngudng,
t6n gido va dbi véi viée cach chire, bii nhiém chire viée cua td chire duge cp chimg nhén diang ky hoat dong ton gido ¢6 dia ban hoat
dong & mot tinh.

@ T4 chirc ton gido, t& chirc ton gio trire thude hodc td chire duge cip chung nhan ding ky hoat dong ton gido.



24. Quy trinh: Thi tuc théng bao cach chire, bdi nhiém chire viéc ciia to chire dwoge cip chirng nhan ding ky hoat déng ton gido co
dia ban hoat dong ¢ mot tinh (QT-24)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hi¢n dang
tr, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,
(theo hudng dan trén Cong Dich vy cong). diéu huéng nguodi | Nghi dinh sb
- Cong DVC két néi véi CSDLDC dé khai thac cac dung t6i Cong | 95/2023/ND- Newsi n
trudng thong tin cua cong dan c6 trong CSDLDC Dich vy cong CP ngay 29 h ég o héFi)
(khi dugc két ndi). Thanhphé dé  thing 12 nam | 0 kp, e
- Nguoi nop ho so lua Chpn: thuc hi’én cac 2023 cua kho%n ggliao
1. ' + Dich vu cdng truc tuyen budc ti€p theo; | Chinhphuquy | ., .5 .
N To chirc, RN : % dich dién tir,
Nop ¢4 nhan + Chon S~0 Ngi vu ) o ' ‘ dmh’ch'l‘tlet ding nhap
ho so + Chon linh vuc Tin nguong, ton giao Tai khoan gom | mot so dicu va 30 khoan
+ Chon thu tuc:?Th()ng bao c@ch chire, bai nhiém Tén dang nhap va | bién phap thi YAC thu’C’
chirc viéc ciia to chirc dwgc cap chirng nhin dang mat khau. hanh Luét tin &inh danh
ky hoat dong ton gido c6 dia ban hoat dong ¢ mot ngudng, ton dien ti
tinh giao i

- Ngudai nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 24.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dien tw da
cd trong Co so dir ligu quoc gia Vé dan cu, hé thong
thong tin ¢ lién quan, dugc dien tie dong (neu co) _

- Tich hop thanh phan hd so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 24.2 kém theo);

Bicu miu dién tur
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich. ’
(Truong hop cong dan khong lwa chon nhén két
qua qua dich vu buu chinh cong ich, Ban Ton gido
s€ guri két qua file dién tir vao dia chi email ctia
cong dan).

Tiép
nhan
va giai
quyét
ho so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp hod so (miu Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién ho so, néu rd loai giéiy to,
n6i dung can bo sung dé Ngudi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi ndop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop hd so da didu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo ddi
dién tir theo mau).

4.2. Xac nhan thong tin, gu:l thong bao tlep nhan
(ma hd so va ngay gio tra két qua) vao tai khoan ctia
Nguoi nop hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
Chuyén ho so toi Truéng Bo phan mét cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao K m&i va tiép nhan ho so. 1y (Thé hién trong
Ban 2. Phén cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢E thong nhan thong bao c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chirc thu 1y ho so, tham muu
giai quyeét.
3. Cong chtrc thu 1y ho so kiém tra ho so (Bi€éu mau,
file dinh kém).
- Tru*f)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao X
Lanh dao N A A LA thong;

. 7 | Ban ky); néu 10 ly do, ndi dung can bd sung. A A 1%
Phong, : A N DT a2 £ Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae eas

Cong chure N A e s 1A ~ tur choi giai
, x| du thdo van ban thong bao tra lai ho so (lanh dao £ ,
thu ly ho N A 1 quyét/Dy thao
: Ban ky), néu rd ly do. S . .k A
SO \ X A e ik A 1A van ban tiép nhan
4. Trudong hop hoé so day du, tiép nhan ho so: o .
DY S A thong bao
- Tham muu van ban xin y ki€n céc co quan lién
quan (lanh dao Ban ky) (néu cén).
- Tong hop v kién céc co quan lién quan va tham
dinh céac ndi dung;
- Dy thao van ban ctia Ban tra 161 t6 chire ton gido/to
chuc ton gido tryc thudc veé viéce ti€ép nhan thong
bao.
Kiém tra hd so: Céap nhat trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiep nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan

Nghi¢p vu.

thong bao
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Trang thai

Can cu phap ly

Ghi chu

Buéc Chi thé

Quy trinh chi tiét

Cép nhat trén He

thong;

Vin ban tiép

nhan thong bao

Cong chire
phong thu | -\ e Tk

Hoan thién HO so, chuyén két qua vé Bo phéan

Hoan thién
cac quy
trinh két

1y hé so
3 B¢ phan

thién 2 .
X To chue
ho so; cong dan
Tra n ll’?)’i n6’
két g N .p
ho so

>

Hoan Mot cira/ ’ 7
B§ phan Mot ctra tra két qua cho T6 chure, cong dan
va ban giao ho so luu cho phong Nghiép vu.

Trang théng tin

dong bo Qéng

Dich vu quodc gia

thuc ho so

trén Phan

mém Dich
vu cong

qua



1. Tén t6 chire (chit in hoa):

2. Tru so:

3. Nguoi bi cach chuce, bai nhiém:

- Ho va tén:

- Tén goi trong ton giao (néu co):
- S6 CMTND/CCCD:

- Chure vy, pham vi (néu co):

4. Ly do céach chtrc, bai nhiém: .

5. Thot diém cach chire, bai nhiém:
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PHU LUC 24.1: BIEU MAU PIEN TU

PHU LUC 24.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bat

Diéu kién ve ky

TT Tén thanh phan ho so chup/bn dién tir bude dinh kém NOp ban chinh thuat
Van ban co chit ky
01 | Van ban thong bdo (theo mau B23) | Ban scan thong bao Bat budc Bat buoc sO hodc file scan
mau
02 Ban scan Khéng Bit budc Khong Bit budc Ban scan

Tai liéu khac kém theo (néu co).
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M4iu B23

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

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

THONG BAO
Cach chire, bai nhiém chire sic, chire viée
Kinh guri: ............... @
TN 16 ChTC (CITE N HOA): ..ot sees tanstastseeses e st s ss e s s st es s st s s esssen s et ess e en s s e
1 DI S TP PT PP PPP
Théng bio vé viéc cach chire, bii nhiém chire séc, chire viée v6i cac ndi dung sau:

Ngudi bi CAch ChUC, DAT TNICIIL: ...ttt ettt r bbb bbb s bbb s sh e e e e b et
5 (oI T 7<) PRSPPIt

- TEN ZOi trONG tON ZIA0 (MEU COY: .o eeeeeeeee erveessssses e et estesss e s s s s e es b se e et s e s e et ess et e s e et ses s s en s e s ans st s an s ssenssnton
= SO CMTND/CCCD: eccvvveeersaaeseveessse e seeesss e ssesssss ot eees e B

= ChUC VU, PRAM VI (IEU CO): oottt ssies eevssessiess s s st s et n st s s ar s an s s ns st

LY do cAch Chilrc, DAT NIIEM ....eiiiiiiiiiii et cete ettt b e b e b es e s e e b et e st e s b e s b e sb et e s b e ne bbb ebs et e s e n b enb e e e bt enean

Thi FHEM CACH CRTC, DAL IIGIIL vv.vvevveveeveeeseeseeseeeeeeet et et etee eeeeaseseeseteeee et et e et e eee et et et e eeeee et eeeeseee et e st et eeee sevseseet et essereeteesesereet

Vin ban kém theo: Vin ban cta td chirc ton giao, td chirc ton giao truc thudc v& viéc cach chuc, bai nhiém.

TM. TO CHU'C®
(Chit ky, ddu)

() Pja danh noi co try so cua td chire ton gido, td chirc ton gido tryc thudc hodc td chirc dwoc cip chimg nhan dang ky hoat dong ton
gido.

@ Co quan quan Iy nha nude vé tin ngudng, t6n gido & trung wong ddi véi viée cach chire, bai nhiém chire séc, chire viée theo quy
dinh tai khodn 1 Diéu 33, khoan 1 Didu 34 ctia Luit tin ngudng, t6n gido va dbi v6i viée cach chirc, bii nhiém chirc viée cua td chirc
dugc cip ching nhan ding ky hoat dong ton gido c6 dia ban hoat dong & nhiéu tinh; co quan chuyén mén vé tin ngudng, t6n gido cip
tinh d6i voi viéc cach chirc, bdi nhiém chire sic, chic viée theo quy dinh tai khoan 2 Diéu 33, khoan 2 Diéu 34 cua Lut tin ngudng,
ton gido va dbi v&i viée cach chire, bai nhiém chire viée ctia td chire duoce cép chung nhén dang ky hoat dong ton gido c6 dia ban hoat
dong & mot tinh.

@ T4 chirc ton gido, t& chirc ton gio truc thude hodc t chirc dugc cip chung nhén ding ky hoat dong t6n gido.



25. Quy trinh: Thi tuc théng b4o danh muc hoat ddng tén gido ddi véi té chirc cé dia ban hoat dong ton gido ¢ nhidu huyén thudc
mot tinh (QT-25)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hoac 2 .
Cong dich vu cbng cua Thanh pho (dia chi: Ccé(:lng(ifg? Vil';
dichvucong.hanoi.gov.vn); g \UoC &
i A A < A o . A thuc hi¢n dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhan mét in
tir, dang nhap tai khoan, Xac thuc dinh danh dién t _onap Thotfan, -
. XA A2 . R diéu hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune &1 Can L p
- Cong DVC két néi vai CSDLDC dé khai thac cac Dici 1 B & Nghi dinh s6
treong théng tin caa cdng dan cé trong CSDLDC Thanh phé d% 95/ 202'?’/ND' Nguoi nop
Khi Kkét ndi anh pho de CP ngay 29 X "
(khi dugc ket noi). thue hidn c4 ; 8 ho so phai
- Nguoi nop hd so lya chon: ye ten cac thang 12 nam - . © .
S ' tUVEr budc tiep theo; 2023 ot ang Ky tal
+ Dich vu c6ng truc tuyén p theo; cua an ai
1 icn vy g tryec tuy Chinh pht quy khoan giao
Nop =~ Tochie, |+ ChonSoNoiww - Taikhoan gdm | dinh chi tiéc | C.ch dien t,
N canhan |+ Chon linh vire Tin nguéng, ton gido Tén dine nhap vi | A & 4ia s | dang nhap
ho so + Chon thi tuc: Thong bao danh muc hoat dong mat ihéﬁp m(')At 50 d}eu Va8 | tai khoan,
ton giao doi voi to chire co6 dia ban hoat dong ton : ' Efeip haP t1}1 X4c thuc
gi40 & nhidu huyén thudc mot tinh anh Lugttin- 400 4a0n
- Nguoi ngp ho so dien cac ndi dung theo Bi€u mau ngug%% ton dién tir

dién tir (chi tiét tai Phu luc 25.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dién e da
c6 trong Co so dir ligu quoc gia Vé ddn cu, hé thong
thong tin 6 lién quan, duwoc dien tu dong (neu CO)

- Tich hop thanh phan ho so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 25.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

Biéu mau dién tir
Thong béao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi ndp hd so truc tuyén lwa chon gtri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, Ban Toén gido s€
giri két qua file dién tir vao dia chi email cua cong
dan)

Tiép
nhan
va giai
quyét
hé so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bd sung hoic hd so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp ho so (miu Thong bao Bién tir) néu r6
Iy do va c6 van ban huéng dan nguoi yéu cau bd
sung ho s0, hoan thién hé so, néu 13 loai glay to,
ndi dung can bd sung dé Ngudi nop hd so bd sung,
hoan thién.

3. Truong hop Ngudi ndp hd so khong bd sung,
hoan thién duogc ho so, c6 van ban tir chdi giai quyét
yéu cau ciia Ngudi ndp ho so.

4. Trudng hop hd so da didu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thdng (S6 theo ddi
dién tir theo mau).

4.2. Xac nhan thong tin, giri théng bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cia
Ngudi nop ho so.

Chuyén ho so toi Truéng B phan mot cira; Chuyén
hd so dén Lanh dao Ban Ton gido.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém béng
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu

Lanh dao
Ban

1. Truy cép vao Hé thong nhan thong béo c6 hd so
moi va ti€p nhan ho so.

Phiéu chuyén xur
1y (Thé hién trong
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
2. Phan cong thu 1y ho so, chuyén ho so vé phong Phan mém l}ﬁng
Nghiép vu. 1€nh chuyén)
1. Truy cép vao H¢ thong nhan thong bao c6 ho so
moi va tiep nhan ho so. .
2. Phan cong cho cong chire thu 1y ho so, tham muu
giai quyeét.
3. Cong chuc thu 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).
- Truong hop ho so chua du diéu kién giai quyet: Cap nhat trén He
~ du thao van ban théng bao b6 sung ho so (lanh dao X
Lanh dao thong;
- | Banky); néurd ly do, ndi dung can b sung. A A 17
Phong, Yéu cau bo sung/
n , | - Truong hop ho so khong du diéu kién giai quyét: o Ae o
Cong chire tir choi gidi
.5 | du thao vin ban thong bao tra lai ho so (lanh dao P .
thu ly ho N At quyét/Du thao
: Ban ky), néu r6 ly do. NS A
SO . X A a0 ik A LA van ban ti€p nhan
4. Truong hop ho so day du, tiép nhan ho so: R .
. 2 A thong bao
- Tham muu van ban xin y kién cac co quan lién
quan (lanh dao Ban ky) (néu can).
- Tong hop ¥ kién cac co quan lién quan va thim
dinh céac ndi dung; , q
- Du thdo van ban cua Ban trd 161 t6 chire ton gido/to
chtrc ton gido truc thudc vé viéc tiép nhan thong
bao.
Kiém tra hd so: Cap nhé}t trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiép nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan
Nghiép vu. théng bao
Cong chire \ o n A 1A . A DA R Cap nhat trén H¢ e . A
phong thu Hoan thién HO so, chuyén két qua vé B9 phan théng: Vin ban tiép

1y hd so

TN&TKQ

nhan thong bao
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
3. A 1A Hoan thi¢n
R B0 phan . :
Hoan Mot cita/ cac quy
thién g N Ae A : .. .| Trakét | Trangthong tin trinh két
A ¢ To chire | BO phan Mot cura trd két qué cho To chirc, cong dan \ N g R q . 1A
ho so; n A AN X \ A qua trong = dong b Cong thlic ho so
N cbng dan, | va ban giao ho so luu cho phong Nghiép vu. s : IOl n N
Tra e A ngay Dich vu quodc gia trén Phan
£ nguoi nép X .
két Y mém Dich
o ho so o
qua vu cong
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PHU LUC 25.1: BIEU MAU PIEN TU

1. Tén t6 chure

2. Tru so:

3. Tén cac hoat dong ton gido

4. Thoi gian t6 chiic

5. DBia diém dién ra hoat dong ton giao

PHU LUC 25.2: THANH PHAN HO SO PIEN TU

Co sé dir lifu/ban | Bat budc/khong bit Picu kién vé ky

TT Tén thanh phan ho so chup/ban dién tir buc dinh kém NOp ban chinh thuat
Van ban co chit ky
01 | Van ban thong bdo (theo mau B30) | Ban scan thong bao Bat budc Bat budce s0 hodc file scan
mau
2 | ta LA b Iy Bs Khong Bit bud Khong Bit bud B3
0 Tai lidu khéc kém theo (néu c6). an scan ong Bat budc ong Bat budc an scan
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Miu B30
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc
O, ngay...thang...ndm...
THONG BAO
Danh muc hoat dong ton gido héng nam hodc danh muc hoat dong ton gido bd sung
Kinh guri: ............... @
Tén t& chirc (chit in hoa): .........oeeieei e G e
U SO et e e e e et e ea e e et e e e et raeaeeerraeeannnes
Thong bao danh muc hoat dong ...™... v&i cic ndi dung sau:
TT Tén cac hoat djng ton gido Thoi gian td chire Dia diem dleng:‘;lohoat dong ton Ghi chu
1
2
n

() Pja danh noi co try so cua td chire ton gido, td chirc ton gido truc thude hodc td chirc duoc cip ching nhan ding ky hoat dong ton

gido.

@ Co quan quan Iy nha nude vé tin ngudng, ton gido & trung wong ddi véi viée thong bao danh muyc hoat dong ton gido (hodc hoat
dong ton gido bd sung) ciia tb chire ¢6 dia ban hoat dong ton gido & nhidu tinh; co quan chuyén moén vé tin ngudng, ton gido cip tinh
dbi v6i viée thong bao danh muyc hoat dong ton gido (hodc hoat dong ton gido bd sung) cua té chie cé dia ban hoat dong ton gido &
nhidu huyén thudc mét tinh; Uy ban nhan dén cip huyén ddi vai viée théng bao danh muc hoat dong t6n gido (hodc hoat dong ton
gi4o bd sung) cua tb chirc ¢ dia ban hoat dong t6n gido & nhidu xa thudc mot huyén; Uy ban nhan dan cip x& déi vai viée thong bao
danh muc hoat dong ton gido (hoac hoat dong ton gido bd sung) cua td chtrc ¢6 dia ban hoat dong ton gido & Mot xa.

@ T4 chrc ton gido, td chirc ton gido tric thude hodc td chirc duoc cip ching nhan ding ky hoat dong ton gio.

@ Hoat dong t6n gido hidng nam hodc hoat dong ton gido bd sung.

TM. TO CHUC®
(Chit ky, ddu)




26. Quy trinh: Thi tuc théng bao danh muc hoat ddéng tén gido bé sung ddi véi té chikc co dia ban hoat dgng ton gido & nhiéu
huyén thugc mot tinh (QT-26)

Buéc | Chi thé Quy trinh chi tiét rgll;: Trang thai Can cll;,,/ phap Ghi chu
- Ca nhan nop ho so truc tuyen tai Cong dich vy
cdng quoc gia (dia chi: dichvucong.gov.vn) hoac 2 .
Cong dich vu cbng cua Thanh pho (dia chi: c((:s?]ng&glg Vil';
dichvucong.hanoi.gov.vn); g uoc &
i A A < A o . A thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mot Ln
tir, ding nhap tai khoan, Xac thuc dinh danh dién tir _hap motfan, e
. XA AR . A diéu huéng nguoi | Nghi dinh s6
(theo hudng dan trén Cong Dich vu cong). dune t5i Can 95/2023/ND-
- Céng DVC két néi véi CSDLDC dé khai thac cac Dici " cang op noav 09 | Ngudi nop
truong thong tin caa céng dan co trong CSDLDC 10 VU CONg . gay < ho so phai
s e Thanh pho dé thang 12 nam < s eas
(khi dugC ket not). thye hién céc 2003 cia | JAng kY i
1 - Nguoi nop ho so lua chon: buée tiéo theo: | Chinh ohit au khoan giao
N‘. To chire, | + Dich vi cong tryc tuyén p ’ dinh phi th ty dich dién tu,
thI:)' canhan | + Chon 5o Noi vu Tai khoan gdm mf;t sécdié ; a dang nhap
0S8 + Chon linh viee Tin ngudong, tbn giao Tén dan nh% 3| bien pha ut};l tai khoan,
+ Chon thu tuc: théng bao danh muc hoat dong mat ihéup v he‘lﬁhliuéa tin Xac thuc
ton giao bo sung doi voi to chire cé dia ban hoat : ' noudne. ton dinh danh
dong ton giao ¢ nhieéu huyén thudc mjt tinh & gié% dién tr

- Nguoi nop h6 so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 26.1 kém theo).
(Tmang hop cac thong tin trong Bleu Mau dién e da
¢6 trong Co sé dir ligu quéc gia Vé ddn cu, hé thong
thong tin co lién quan, duoC dien tu dong (neu CO)

- Tich hop thanh phan hd so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 26.2 kém theo);

Biéu mau dién tur
Thong béao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Bwoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xé&c, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lwa chon nhan két qua
qua dich vu buu chinh cong ich, Ban Tén giao sé
gui két qua file dién tir vao dia chi email cua cong

dan).

Tiép
nhan
va giai
quyét
hé so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi nop hé so (mau Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién ho so, néu rd loai giéy to,
n6i dung can bo sung dé Nguoi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi nop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo dbi
dién tir theo mau).

4.2. Xac nhan thong tin, gti théng bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan ciia
Nguoi nop hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Bwoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chu

C‘huyén’h(k) so t6i Truong Bo phan mot ctra; Chuyén
ho so dén Lanh dao Ban Ton gido.

1. Truy cap vao Hé thong nhan thong bao c6 ho so

Phiéu chuyén xu

Lianh dao | méi va tiép nhan ho 50. o ‘ ly (Thé hién trong
Ban 2. Phan cong thu 1y hd so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cép vao H¢ thong nhan thong bao co ho so
moi va ti€p nhan ho so. ‘
2. Phan cong cho cong chure thu 1y ho so, tham muu
giai quyeét. . 7 . L
3. Cong chtrc thy 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).
- Truf)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bo sung ho so (lanh dao '
Lanh dao N A X T n A 1R thong;

. | Ban ky); néu 10 ly do, ndi dung can bd sung. A A 1%
Phong, : A N DTN a2 £, Yéu cau bo sung/
n . | - Truong hop ho so khong du di€u kién gidi quyét: © 4 Ae eas

Cong chure N A e 1s 1A ~ tur choi giai
,va | Ou thao van ban thong bao tra lai ho so (lanh dao Z ,
thu ly ho N A xrs quyét/Dy thao
: Ban ky), néu r6 ly do. c 3 X A
so \ X A a4 A LA van ban tiép nhan
4. Truong hop ho so day du, tiép nhan ho so: R .
SRR S n thong béo
- Tham muu van ban xin y kién cac co quan lién
quan (lanh dao Ban ky) (néu can).
- Tong hop v kién céc co quan lién quan va tham
dinh cac ndi dung;
- Dy thao véan ban cua Ban tra 161 t6 chire ton giao/to
chtrc ton gido truc thudc veé viéc tiép nhan thong
bao.
Lanh dao Kiém tra hd so: Cap nhat trén H¢
Ban - Néu dong y: ky duyét vin ban tiép nhan thong bao. thong;
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Can cwr phap

Buéc | Chi thé Quy trinh chi tiét gll;;},l Trang thai Iy Ghi chu
- Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan
Nghiép vu. théng béo
Cl(:;)llgl cill:l: Hoan thién HO so, chuyén két qua vé B phan Cap r}[}ﬁ%;tr.en He Vin ban tiép
prong thit | rN&TKQ & nhén thong bao
ly ho so
3.\ B§ phan Hogn thién
Hoan Ny o cac quy
thign = gt U/ : v Trakét | Trang thang tin trinh két
hien |12 chire | BO phan Mot cira tra két qua cho Té chirc, cong dan | ang thong 1 X
ho so; A A AU X . A qua trong = dong b Cong thtc ho so
- cong dan, | va ban giao ho so luu cho phong Nghi¢p vu. X . FORE n A
Tra A ngay Dich vu quoc gia trén Phan
£ nguoi nép X .
két A mém Dich
. ho so 0
vu cong

qua
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PHU LUC 26.1: BIEU MAU PIEN TU

1. Tén t6 chure

2. Tru so:

3. Tén cac hoat dong ton gido

4. Thoi gian t6 chiic

5. bia diém dién ra hoat dong ton giao

PHU LUC 26.2: THANH PHAN HO SO PIEN TU

Co so dir liéu/ban | Bat budc/khong bat Piéu kién vé ky

TT Tén thanh phan ho so chup/bén dién tir bugc dinh kém NOp ban chinh thuat
Van ban c6 chir ky
01 | Vén ban thong bao (theo mau B30) | Ban scan thong bao Bat budc Bat budc sO hoac file scan
mau
. L : ong Bit bud Khong Bit bud Ba
02 Tai lidu khéc kém theo (néu c6). Ban scan Khong Bat bude ong Bat budc an scan
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Miu B30
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc
O, ngay...thang...ndm...
THONG BAO
Danh muc hoat dong ton gido héng nam hodc danh muc hoat dong ton gido bd sung
Kinh giri: ............... @
Tén t& chirc (chit in hoa): .........eeeeeeeei e G e e
DI S TP RTOUR
Thong bao danh muc hoat dong ...™... v&i cic ndi dung sau:
TT Tén cac hoat djng ton gido Thoi gian td chire Dia diem dleng:‘ZOhOat dong ton Ghi chu
1
2
n

) Pja danh noi co try so cia td chire ton gido, td chirc ton gido truc thude hodc td chirc duoc cip ching nhan ding ky hoat dong ton

gido.

@ Co quan quan Iy nha nuée vé tin ngudng, ton gido & trung wong ddi véi viée thong bao danh muc hoat dong ton gido (hoic hoat
dong ton gido bd sung) ciia tb chire ¢6 dia ban hoat dong ton gido & nhidu tinh; co quan chuyén moén vé tin ngudng, ton gido cip tinh
dbi v6i viéc thong bao danh muc hoat dong ton gido (hodc hoat dong ton gido bd sung) cua té chie cé dia ban hoat dong ton gido &
nhidu huyén thudc mét tinh; Uy ban nhan dén cip huyén ddi vai viée théng bao danh muc hoat dong t6n gido (hodc hoat dong ton
gido bd sung) cuia tb chirc c6 dia ban hoat dong t6n gido & nhidu xa thudec mot huyén; Uy ban nhan dan cip x& déi vai viée thong bao
danh muc hoat dong ton gido (hoac hoat dong ton gido bd sung) cua td chtrc ¢6 dia ban hoat dong ton gido & Mot xa.

@ T4 chirc ton gido, td chirc ton gido trirc thude hodc td chirc duwoc cip chirng nhén diang ky hoat dong t6n gido.

@ Hoat dong t6n gido hang nam hodc hoat dong ton gido bd sung.

TM. TO CHUC®
(Chit ky, ddu)




27. Quy trinh: Thi tuc thong béo té chikc hdi nghi thwong nién cia tdé chikc ton gido, té chirc ton gido truc thudc cé dia ban hoat
déng & nhiéu huyén thugc mot tinh (QT-27)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic
Ccong dich vu céng cua Thanh phé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hi¢n dang
tr, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,
(theo hudng dan trén Cong Dich vy cong). diéu huéng nguodi | Nghi dinh sb
- Cong DVC két néi véi CSDLDC dé khai thac cac dung t6i Cong | 95/2023/ND- Newsi n
trudng thong tin cua cong dan c6 trong CSDLDC Dich vy cong CP ngay 29 h ég o héri)
(khi dugc két ndi). Thanhphédé | thang 12nam | 2 kp, Y
- Nguoi nop ho so lua Ch9n: thuc hi’én cac 2023 cua kho%n giao
1. ' + Dich vu cdng truc tuyen budc ti€p theo; | Chinhphuquy | ., .5 .
N To chirc, RN : % dich dién tir,
Nop ¢4 nhan + Chon S~0 Noi vu ) o ' ‘ dmh’ch'l‘tlet ding nhap
ho so + Chon linh viec Tin nguéong, ton giao Tai khoan gom | mot so diéu va 30 khoan
+ Chon thu tuc: trlﬁng bao to chirc hoi nghi Tén dang nhap va | bién phap thi YAC thu’C’
thwong nién cua to chie ton gido, to chirc t@n mat khau. hanh Luat tin &inh dénh
gido truc thudc c6 dia ban hoat dgng ¢ nhieu ngudng, ton dien ti
huyén thudgc mot tinh giao i

- Ngudi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 27.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dien tw da
cd trong Co so dir ligu quoc gia Vé dan cu, hé thong
thdng tin c6 lién quan, dioc dien tie dong (neu co) _

- Tich hop thanh phan hd so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 27.2 kém theo);

Bicu miu dién tur
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Buéc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cu phap ly

Ghi chu

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop ho so truc tuyén lwa chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich. ’
(Truong hgp cong dan khong lua chon nhan két qua
qua dich vu buu chinh cong ich, Ban Té6n gido s&
guri két qua file dién tr vao dia chi email ctia cong
dan).

Tiép
nhan
va giai
quyét
ho so

1. Nhén thong béo co ho so moi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoic ho so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp hod so (miu Thong bao Pién tir) néu rd
1y do va c6 vin ban huéng din nguoi yéu cau bod
sung ho so, hoan thién ho so, néu rd loai giéy to,
n6i dung can bo sung dé Ngudi ndp ho so bd sung,
hoan thién.

3. Truong hop Ngudi ndop hd so khong bd sung,
hoan thién duoc hd so, c6 vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop hd so da didu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thdng (S6 theo ddi
dién tir theo mau).

4.2. Xac nhan thong tin, gu:l thong bao tlep nhan
(ma hd so va ngay gio tra két qua) vao tai khoan ctia
Nguoi nop hd so.

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xtr
Iy (Thé hién trong
Phan mém bang
lénh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Budée Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cu phap ly Ghi cha
Chuyén ho so toi Truéng Bo phan mét cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
1. Truy cap vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xtr
Lanh dao K m&i va tiép nhan ho so. 1y (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
1. Truy cap vao H¢E thong nhan thong bao c6 ho so
moi va ti€p nhan ho so.
2. Phan cong cho cong chure thy 1y ho so, tham muu
giai quyeét.
3. Cong chtrc thu 1y ho so kiém tra ho so (Bi€éu mau,
file dinh kém).
- Tru*f)'ng thp?ho 50 chu’a duX diéu kli;n giai quyét: Cap nhat trén He
~ du thdo van ban thong bao bd sung ho so (lanh dao X
Lanh dao N A A LA thong;
. 7 | Ban ky); néu 10 ly do, ndi dung can bd sung. A A 1%
Phong, : A n DTN a2 £ Yéu cau bo sung/
n . | - Truong hop ho so khong du diéu kién giai quyét: © 4 Ae eas
Cong chure N A e 1s 1A ~ tur choi giai
, x| du thdo van ban thong bao tra lai ho so (lanh dao £ ,
thu ly ho N A 1 quyét/Dy thao
: Ban ky), néu rd ly do. S . .k A
SO \ X A e ik A 1A van ban tiép nhan
4. Trudong hop hoé so day du, tiép nhan ho so: o .
DY S A thong bao
- Tham muu van ban xin y ki€n céc co quan lién
quan (lanh dao Ban ky) (néu cén).
- Tong hop v kién cac co quan lién quan va tham
dinh céac ndi dung;
- Dy thao van ban ctia Ban tra 161 t6 chire ton gido/to
chuc ton gido tryc thudc veé viéce ti€ép nhan thong
bao.
Kiém tra hd so: Céap nhat trén Hé
Lanh dao | - Néu dong y: ky duyét van ban tiep nhan thong bao. thong;
Ban - Néu khong dong y: Chuyén lai Chuyén vién Phong van ban tiép nhan

Nghi¢p vu.

thong bao
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Trang thai

Can cu phap ly

Ghi chu

Buéc Chi thé

Quy trinh chi tiét

Cép nhat trén He

thong;

Vin ban tiép

nhan thong bao

Cong chire
phong thu | -6 Tk

Hoan thién H6 so, chuyén két qua vé Bo phan

Hoan thién
cac quy
trinh két

1y hé so
3 B¢ phan

thién 2 .
X To chue
ho so; cong dan
Tra n ll’?)’i n6’
két g N .p
ho so

>

Hoan Mot cira/ ’ 7
B§ phan Mot ctra tra két qua cho T6 chure, cong dan
va ban giao ho so luu cho phong Nghiép vu.

Trang théng tin

dong bo Qéng

Dich vu quodc gia

thuc ho so

trén Phan

mém Dich
vu cong

qua



PHU LUC 27.1: BIEU MAU PIEN TU

1. Tén to chirc (chit in hoa):
2. Tru so:
3. Noi dung:
4. Thoi gian to chirc hoi nghi thuong nién:
5. Dia diém:
6. Hinh thic t6 chirc
PHU LUC 27.2: THANH PHAN HO SO PIEN TU
A 1s XA Co sé dir lifu/ban | Bat budc/khong bit Ao Picu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir buc dinh kém NOp ban chinh thuat
Van ban co chit ky
01 | Van ban thong bdo (theo mau B31) | Ban scan thong bao Bat budc Bat buoc sO hodc file scan
mau
02 Ban scan Khéng Bit budc Khong Bit budce Bén scan

Tai liéu khac kém theo (néu c6).
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Miu B31

CONG HOA XA HOI CHU NGHIA VIET NAM
Poéc 14p - Tu do - Hanh phuc

O, ngay...thdang...nam...

THONG BAO
Té chirc hdi nghi thwong nién

Kinh gui: ............ @
Tén t& chire (Chit in h0a):.....coeviieieiee e B e
U SOttt e e e et e e e et ae e e et ba e e e eatbae e e eatraeee e baaeeanees
Théng bio vé viéc td chirc hdi nghi thwdng nién véi cic ndi dung sau:
INOT QUIIEE ettt ettt et ee bbbt bbbt a bt bt et s bt et be et nes
TROT ZIANT .ceeiiiiiiii ettt ettt
DA GIEIIL: et et ettt
Hinh thirc t& chire: ................. ), e

Van ban kém theo gém: Du kién thanh phﬁn, sb luong nguoi tham dy; chuong trinh t chirc hoi nghi thuong nién.

TM. TO CHUC @
(Ky, ghi 18 ho tén, ddu)

() Pja danh noi co try s& cua td chie t6n gido hodc td chirc ton gido truc thudce.

@ Co quan quan Iy nha nudce vé tin ngudng, ton gido & trung wong ddi véi vide td chirc hoi nghi thuong nién cua té chirc ton gido, td
chure ton gido truc thude, td chute duoc cép chung nhén dang ky hoat dong ton gido cd dia ban hoat dong & nhiéu tinh; co quan chuyén
mén vé tin ngudng, ton gido cap tinh di véi viée té chirc hoi nghi thudng nién ciia té chirc ton gido, tb chirc ton gido truc thudc, tb chirc
dugc cip chung nhan ding ky hoat dong ton gido c6 dia ban hoat dong & nhidu huyén thudc mét tinh; Uy ban nhan dan cdp huyén dbi voi
viée td chtre hoi nghi thuong nién cua td chire ton gido truc thude co dia ban hoat ddng & mot huyén.

@ T4 chirc ton gido, t& chirc ton gio truc thude hodc tb chirc dwoc cip ching nhan diang ky hoat dong ton gido.

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



28. Quy trinh: Céng nhin ban vin dong thanh lap hdi cip tinh (QT-28)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Can cu phap ly Ghi chu
gian
- C4 nhan nop ho so truc tuyén tai Cong dich vy cong - Nghi dinh sb
quéc gia (dia chi: dichvucong.gov.vn) hoac Cong dich Cong Dichvu | 45/2010/ND-CP
vu cdng caa Thanh phd (dia chi: cong Qubc gia | ngay 21/4/2010
dichvucong.hanoi.gov.vn); thuc hién dang | ctia Chinh phu
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mot lan, quy dinh vé to
tur, dang nhap tai khoan, xac thuc dinh danh dién tir diéu hudng chirc, hoat dong
(theo huéng dan trén Cong Dich vu cong). nguoi dung téi | va quan 1y hoi;
- Cong DVC két ndi vai CSDLDC dé khai thac cac Cong Dich vu | Nghi dinh s
truong thong tin cua cong dan c6 trong CSDLDC cong Thanh phé | 33/2012/ND-CP Neudi no
(khi duoc két néi). dé thyc hién cac | ngay 13 thang 4 | 171 16 D
- Nguoi nop ho so lya chon: budc ti€p theo; | nam 2012 cua din lf i
+ Djch vu cdng truc tuyéen ‘ Chinh phu stra kho%n yiao
1 + Chon S¢ Ngi vy Tai khoan gom | ddi, bo sung mot | (o dign o
Nop hé | Canhan | + Linh vuc Té chuc phi chinh phu Tén dang nhdp | sO di€u cua Nghi d5ne nha ’
SO + Chgn thu tuc: Cong nhan ban van dong thanh 1ap va mat khau. dinh so i Ehoéhp

hoi cap tinh ‘ ‘ o 45/2010/ND-CP wac thue ’
- Nguoi nop ho so dien cac ndi dung theo Biéu mau ngay 21 thang 4 ginh danh
dién tur (chi tiét tai Phu lyc 28.1 kém theo). 7 N nam 2010 cua dien tir
(Truong hop cac théng tin trong Biéu mau dién tur da Bi€u mau dién | Chinh phu quy :

c6 trong Co sé di lidu quac gia vé dan cu, hé thong
thong tin c6 lién quan, dugc dien ty dong (néu co)

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 28.2 kém theo);

- Ngudi nop kiém tra, cap nhat thong tin bao dam
thdng tin day du, chinh xéac, hop phép.

- Nguoi ndp ho so truc tuyén lya chon giri ho so
(ban gidy), nhin két qua giai quyét hd so (ban gidy)

tu;

Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

dinh vé t6 churc,
hoat dong va
quan 1y hoi;

- Cac van ban co
lién quan cta co
quan c6 thAm
quyén theo quy
dinh.
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qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vy buu chinh cong ich, S& No1 vu s€ guri
két qua file dién tir vao dia chi email ciia cong déan).

2.
Tiép
nhén va
giai
quyét
hd so

1. Nhan thong bao c¢6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc thaim quyén giai quyét: Giri Thong bao dén
Nguoi ndp hd so (mau Thong bao Pién tir) yéu cau
bo sung ho so, hoan thién hd so, néu rd loai giéy to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudng hop ho so du diéu kién giai quyét:

Bo phan 3.1. Cap nhat thong tin vao Hé thong thong tin giai
Motewra | o\ & TTHC (S8 theo ddi dién tir theo mau),
3.2. Xac nhan thong tin, giri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi nop hd so.
Chuyén ho so t6i Trudng Bo phan mét cira; Chuyén
hd so dén Lanh dao phong chuyén mén thu 1y hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi B phén Mot cira c6 Thong bao Dién
tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.
Lanh
dao, 1. Truy cdp vao Phan mém Mot cira nhan thong bao
Cong | c6 ho so méi va tiép nhan ho so.
chirc 2. Phan cong cho cong chirc thu Iy hd so, tham muu
phong | giai quyét.
thu 1y hd | 3. Cong chirc thu Iy hd so kiém tra hd so.

SO’

01 ngay

25 ngay

Thong bao hen
tra két qua (hoac

Biéu mau theo

tr  chéi, hodc Thong tu
huéng dan); 01/2018/TT-
Phiéu chuyén xit |  VPCP ngay
ly (Thé hién | 23/11/2018 cua
trong Phdn mém | Vin phong Chinh
bang 1énh phu
chuyén).

Cép nhat trén H¢

thong;

Yéu ciu bo sung/

tr chdi giai

quyét
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4. Thém\dinh, trinh Lanh dao phong, S xem xet ho
so du diéu kién, khong du di€u kién cong nhan ban
van dong thanh 1ap hoi cap tinh

Lanh Ky Quyét dinh cong nhan Ban van dong thanh lap 03 nai Cép nhat trén H¢
dao Sé | HO1 hoac cho ¥ kién chi dao gidi quyét gay thong
B¢ phan
3 Mgt cira/ Hoan thién
Hoan To AChu’c 1. Tra két qua cho Tb chiic, cong dan, Ngudi ndp hd so. Trang thong tin eec quy trlnt]
en 2 A cong A \ s 17 TTAS ; A R 2 két thuc ho
thién ho A 2. Ban giao ho so luu cho Phong Quan Iy Hoi, Doanh | 01 ngay |dong bo Cong A A
. dan, A A : L. so trén Phan
so; Tra .. | nghi¢p va cong tac thanh nién. Dich vu quoc gia A .
£ - nguwoi mém  Dich
ket qua N 0
nop ho vu cong

SO




I. Thong tin ngudi nhip ho so
1. Ho va tén:
2. S6 dién thoai:
3. Email:
4. S6 CMND/CCCD:
5. Ngay cép:
6. Noi céap:
7. Pia chi:
II. Thong tin dé nghi
8. Pon vi d¢ nghi:
9. bia chi don vi:
10. N6i dung dé nghi:
11. Vin ban dé nghi sd:
12. Ngay ban hanh vén ban:

185
PHU LUC 28.1: BIEU MAU PIEN TU

- Ngu()i yéu cdu cam doan céc thong tin cung cép la ding sy thﬁt
- Biéu miu tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir cia nguoi yéu cau.
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PHU LUC 28.2: THANH PHAN HO SO PIEN TU

o 3 T AL b2 Bit budc/khong Xuit trinh/ ndp A LAl A e
T Tén thanh phin hdso | COSOdTliewban |5 e o dinh | banchinh khi | Pieukienveky
Chup/ban dién twr N A 1K - thuat
kem nhén ket qua
Scan ban chinh Pon
Pon dé nghi cong nhan ban van dé nghi cong nhan L1 A LA A
1 dong thanh 1ap hoi cép tinh ban van dong thanh Bat buge Bat buge Scan mau
12p hoi cap tinh
Danh sach va trich ngang ctia nhiing
nguoi du kién trong ban van dong
thanh lap hoi: ho, tén; ngay, thang,
nam sinh; tra quan; trinh d§ van
hoa; trinh do chuyén mon.
- Déi véi ngwoi dw kién la nguoi
ding dau Ban vdn déng thanh Idp
hoi phai co:
2 * S0 yéu 1 lich c6 xdc nhén cua co Scan tir ban chinh Bit budc Ban n(f)p/xuét trinh Scan mau

quan c6 tham quyén; Doi v6i ngudi
ding dau (Truéng ban) Ban van
dong thanh 1ap hdi thudc dién quan
1y clia co quan c6 tham quyén thi
phai ¢ van ban ddng ¥ cua co quan
c6 thim quyén theo quy dinh vé
phan qép quan ly cén bo;

+ Phiéu ly lich tu phép thuc hién
theo quy dinh ctia phap luat.




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

PON PE NGHI
Cong nhan Ban Van dong thanh lap Héi ...(1)...

Kinh gui: ...(2)....
Téi la ... dai dién nhiing nguoi sang 1ap (Ban Sang lap) Hoi ...(1)... tran trong dé nghi ...(2)...
xem xet, quyet dinh cong nhan Ban Van dong thanh 1ap Hoéi ...(1)... nhu sau:

I. Sw can thiét va co so cong nhian
1 SwcAn thibt. ..o

I1. Tén, ton chi, muc dich
1. Tén Ho1:

Thong tin khi can lién hé:
Ho va tén:

Ban Sang 1ap Hoi dé nghi ...(2)... xem xét, quyét dinh cong nhan Ban Van dong thanh 1ap Hoi
(D).

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

Noi nhin: BAN SANG LAP HOI
- Nhu trén; (Chit ky)
- Luu Ban Sang lap Hoi. Ho va tén

Ghi chu:

(1) Tén hoi duy kién thanh 1ap;

(2) Tén co quan nha nudc co tham quyén cong nhén ban van dong thanh 1ap hoi;

(3) Khai quat thyc trang linh vuc hoi dy kién hoat dong va su can thiét thanh 1ap hoi;

(4) Néu 10 viéc dé nghi cong nhan ban van dong thanh 1ap hoi phu hop quy dinh tai Dléu 2, Bidu
5 va Piéu 6 Nghi dinh sb 45/2010/ND-CP vé quy dinh ctia phap luit co lién quan (néu co);

(5) Tén goi bang tiéng Viét, tiéng nudc ngoai (néu cb), tén viét tit (néu cd) phu hop véi linh vue
hoi du kién hoat dong va quy dinh ctia phap luét;

(6) Xac dinh cu thé t6n chi, muc dich pht hop tén goi va quy dinh cta phép luat;

(7) Xac dinh cu thé pham vi, linh vyc hoat dong chinh, co quan quéan 1y nha nudc vé linh vuc hdi
du kién hoat dong phu hop tén goi, quy dinh ciia phap ludt;

(8) Ho so theo quy dinh tai Khoan 4 Piéu 6 Nghi dinh sé 45/2010/ND-CP va céc tai liéu co lién
quan (néu cd). Nhén su du kién 12 Truong Ban Van dong thanh lap hoi thyuc hién theo quy dinh tai
Khoan 1 Piéu 1 Thong tu nay.



29. Quy trinh: Thanh 1ap hdi cip tinh (QT-29)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin ci phaply | Ghichd
gian
- C4& nhan ndp ho so truc tuyén tai Cong dich vu cong Cong Dich vy |- Nghi dinh s
quéc gia (dia chi: dichvucong.gov.vn) hodc Cong dich vu cong Qudc gia | 45/2010/ND-CP
cong cua Thanh phé (dia chi: dichvucong.hanoi.gov.vn); thuc hién dang | ngay 21/4/2010
- Ngudi nop ho so diang ky tai khoan giao dich dién nhap mot lan, | cia Chinh phu
tir, dang nhap tai khoan, xac thuc dinh danh dién tir diéu huéng | quy dinh vé to
(theo hudng dan trén Cdng Dich vu cong). nguoi dung t6i | chitc, hoat ddng
- Cong DVC két néi véi CSDLDC dé khai thac céc Cong Dich vy |va quan 1y hoi;
truong théng tin cua cong dan cé trong CSDLDC cong Thanh phd | Nghi dinh s
(khi dugc két ni). dé thuc hién cac | 33/2012/ND-CP Newdi g
- Nguoi nop ho so lya chon: budc tiép theo; | ngay 13 thang 4 h§u0| nop
) A £ S , 0 so phai
+ Dich vu cong truc tuyen ‘ nam 2012 cua dine k¢ i
+ Chon So Ngi vu Tai khoan gdm | Chinh phu sua khofim giao
1. + Linh vuc To chic phi chinh phﬁ' Tén dang nhap | doi, bd sung mot dich dien tir
Nop ho | Canhan | + Chon thu tuc: Thanh lap hoi cap tinh va mat khau. sO0 diéu cua Nghi dine nha ’
- 3 3 — . Z ang nhap
Yy - Nguoi ngp ho so dién cac ndi dung theo Bieu mau dinh O | 3 khoan
dién tir (chi tiét tai Phu luc 29.1 kém theo). 45/2010/Nb-CP X4C thu’c,
(Truong hop cac thong tin trong Biéu mdu dién ti da L ngay 21 thang 4| .. . . .0
c6 trong Co so dir lieu quoc gia vé dan cu, hé thong Biéu mau dién | nam 2010 cua dien tir

thong tin 6 lién quan, duwoc dien ty dong (néu CO)
- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 29.2 kém theo);

- Ngudi nop kiém tra, cap nhat thong tin bao dam
thong tin ddy du, chinh xac, hop phép.

- Ngudi ndp hd so truc tuyén lya chon giri hd so (ban
gidy), nhan két qua giai quyét hd so (ban gidy) qua
dich vu buu chinh céng ich.

tu;

Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

Chinh phu quy
dinh vé to chiec,
hoat dong va quan
1y hoi;

- Céac van ban co
lién quan cua co
quan c6 thim
quyén theo quy
dinh
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(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi1 vu s€ gui két
qua file dién tir vao dia chi email ciia cong dan).

2.
Tiép
nhén va
gidi
quyét
hé so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén giai quyét: Giri Thong bao dén
Nguoi nop hd so (mau Thong bao Pién tir) yéu cau
bod sung hd so, hoan thién hd so, néu 1o loai giéy to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudong hop ho so du diéu kién giai quyét:

BO phan | 3 | 4 nhat thong tin vao Hé théng thong tin giai
Motewra | o0& TTHC (S8 theo ddi dién tir theo méu).
3.2. Xac nhan thong tin, guri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi nop hd so.
Chuyén hd so t6i Truong Bo phan mot cira; Chuyén
h so dén Lanh dao phong chuyén mén thu 1y ho so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi Bo phan Mot cira c6 Thong bao Dién
tir tir chdi giai quyét yéu cau ctia Ngudi ndp ho so.
~ 1. Truy cdp vao Phan mém Mot cira nhan thong bao
Lanh LA reoox A A A
dao c6 ho so moi va ti€p nhén ho so. ‘
Cé n,g 2: Phﬁn cong cho cong chire thu 1y ho so, tham muu
chite giai quyet. . . .
phong 3. Cong chﬁ:c thu Iy ho so kiém tra ho so. ‘
thu Iy h 3 4, Thém‘ dmh, trinh Lanh dg‘o phbng, S& xem xét }}6
: So so du diéu kién, khong du di€u kién thanh 13p hoi cap

tinh.

01 ngay

21 ngay

Thong bao hen
tra két qua (hoac

tr chdi, hodc
huéng dan);
Phiéu chuyén xur
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Vian phong Chinh
phu

Céap nhat trén
H¢ théng;
Yéu cau bd
sung/ tir chdi
giai quyét
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5. Xin y kién cac co quan cd lién quan; tong hop y
kién; du thao To trinh va Quyét dinh cua Chu tich
UBND Thanh pho (n€u du di€u kién).

Ky T& trinh va ky nhay du thao Quyét dinh cua Chu

Lanh ) . 7. LTk \ . Cap nhat trén
dao S& t1chAUBND Thanh ph6 hodc cho ¥ kién chi dao giai | 02 ngay H¢ thong
* quyet
Lanh ’ ’
dao Ky Ql}yetA(.ilnh th}anl.l larp h?l cap tinh hoqz_tc c6 van baq ‘ Cap nhat trén
UBND | gii S& No6i vu dé xin y kién bo sung cua cac don vi | 05 ngay A A
\ A H¢ thong
Thanh | lién quan
pho
B¢ phan
3 Mot cira/ Hoan thién
Hoan To AChu,c 1. Tra két qua cho T6 chirc, cong dan, Ngudi ndp ho so. Trang théng tin Ca;lc qU),/ trlntl
oA 1A cong N A . o A X A N két thic ho
thién ho R 2. Ban giao ho so luu cho Phong Quan Iy Hoi, Doanh | 01 ngay | dong bo Cong A A
- dan, e . A i L. so trén Phan
so; Tra .. | nghi¢p va cong tac thanh nién. Dich vu quoc gia A .
£ . ngwoi mém Dich
két qua NI 0
nop ho vu cong

SO’




I. Théng tin ngudi nhip ho so
1. Ho va tén:
2. S6 dién thoai:
3. Email:
4. S6 CMND/CCCD:
5. Ngay cap:
6. Noi céap:
7. Pia chi:
IL. Thong tin dé nghi
8. Pon vi dé nghi:
9. Dia chi don vi:
10. N6i dung dé nghi:
11. Vin ban dé nghi sd:
12. Ngay ban hanh van ban:
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- Ngu:c‘ri yéu cau cam doan céc thong tin cung cép la dung su thét
- Biéu miu tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm.
- Ban dién tir s& ty dong guri vé tai khoan, thu dién tir ctia ngudi yéu cau.
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PHU LUC 29.2: THANH PHAN HO SO PIEN TU

o 3 T AL b2 Bit budc/khong Xuit trinh/ ndp A LAl A e
TT Tén thanh phin hd so Coso dirliewban |- < 50 dinh ban chinh khi | Dicu kien veky
chup/ban dién twr N A 1K - thuat
kem nhén ket qua
Scan ban chinh Pon
1 | Don dé nghi thanh 14p hoi cdp tinh | dé nghi thanh 1ap Bat budc Bat budc Scan mau
hoi cap tinh
2 | Du thao diéu 1¢ hoi Scan tir ban chinh Bit budc Ban n(f)p/xuﬁt trinh Scan mau
Danh sach nhiing nguodi trong ban
3 van don‘g th,anh’ 1apx hoi d}I QCA €91 Scan tir ban chinh Bit budc Ban n(f)p/xuét trinh Scan mau
quan nha nudc c6 thim quyén cong
nhan
Phiéu 1y lich tu phap cia nguoi
4 dimg dau ban van dong thanh lap | Scan tir ban chinh Bat budc Ban ndp/xuat trinh Scan mau
hoi
5 Van ?barAl-xac nhén noi dy kien dit Scan tir ban chinh Bit budc Ban n(f)p/xuét trinh Scan mau
tru so hoi
6 Ban k& khai tai chinh, tai san (néu Scan tir ban chinh Bit budc Ban nop/xuét trinh Scan mau

co).




CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phlc

PON PE NGHI
Thanh 1ap Héi ...(1)...

Kinh gui: ...(2)...
Ban Van dong thanh 1ap Hoi ...(1)... trdn trong dé nghi ...(2)... Xem xét, cho phép thanh
1ap Hoi ...(1)... nhu sau:
I. Sw cin thiét va co sé thanh lap

1. Su cAn thiét

.............................................. (3) et
2. Co so

.............................................. (B) i
II. Tén hoi, ton chi, muc dich

1. Tén Ho1:

.............................................. (5) e
2. Ton chi, muc dich cia Hoi

.............................................. () S

I11. Pham vi, linh vwc hoat dong va nhiém vu, quyén han

1. Pham vi, linh vyc hoat dong

IV. Tai san, tai chinh va tru sé ban dau:
1. Tai san, tai chinh dONG gOP (81 COY: ....voieee e
2. Noi du Kién dat tru SG €8 HOL: . vn e

V. Ho so, g(“)m:

Thong tin khi can lién hé:

HoO VA B8 e
PIa G oo
SO QBN thOBT: et

Ban Van dong thanh 1ap Hoi dé nghi ...(2)... xem xét, quyét dinh cho phép thanh 1ap Hoi
..(1)....1.

Noi nhin: ..., ngay ... thang ... nam ...
- Nhu trén; TM. BAN VAN DONG
- Luu: ... TRUONG BAN
(Chir ky)

Ho va tén
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Ghi chu:

(1) Tén hoi du kién thanh 1ap;

(2) Tén co quan nha nude c6 thim quyén cho phép thanh lap hoi;

(3) Khai quat thyc trang linh vyc hdi du kién hoat dong va su can thiét thanh 1ap hoi;

(4) Bao dam theo quy dinh tai Khoan 1 Diéu 2 va Diéu 5 Nghi dinh s6 45/2010/ND-CP
va quy dinh phap luat co6 lién quan (néu c0);

(5) Tén goi bang tiéng Viét, tiéng nudc ngoai (néu co), tén viét tit (néu co) phu hop voi
linh vuc hoi du kién hoat dong va quy dinh cta phép luat;

(6) Xac dinh cu thé ton chi, muc dich phu hop tén goi va quy dinh caa phap luat;

@) Xép dinh cu thé pham vi, linh vuc hoat dong chinh, co quan quan 1y nha nuéc vé linh
vuc hdi du kién hoat dong phu hop tén goi, quy dinh cta phap luat;

i (8) Néu cac nhiém vu, quyén han cta hoi phu hop tén goi va quy dinh tai Diéu 23 va

Dbicu 24 Nghi dinh s6 45/2010/ND-CP va quy dinh ctia phap luat c6 lién quan (néu co);

(9) Theo quy dinh tai Diéu 7 Nghi dinh s6 45/2010/ND-CP va tai liéu lién quan (néu ¢6),
Truong ban Ban Van dong thanh 1ap hoi thuc hién theo quy dinh tai Khoan 1 Biéu 1 Thong tu
nay.



30. Quy trinh: Phé duyét Diéu 18 hdi cip tinh (QT-30)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin ci phaply | Ghichd
gian
- Cé nhan nop ho so truc tuyen tai Cong dich vu cong Coéng Dich wvu |- Nghi dinh s6
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu cong Qudc gia | 45/2010/ND-CP
cong cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); thuc hién dang | ngay 21/4/2010
- Nguoi nop ho so dang ky tai khoan giao dich di¢n nhap mot lan, | cia Chinh _phu
tu, dang nhap ~té\i khoénﬁ, xac thuc dinh danh dién tir diéu huéng | quy dinh vé to
(theo hudng dan trén Cong Dich vu cong). nguodi dung tdi | chire, hoat dong
- Cong DVC két noi véi CSDLDC dé khai thac céac Cong Dich vy |va quan ly hoi
truong thong tin cua cong dan c6 trong CSDLDC cong Thanh phd | Nghi dinh  s6
(khi duoc két ndi). dé thuc hién cac | 33/2012/ND-CP o
i oA LA ) Y \ . Nguol nop
- Nguoi nop ho so lya chon: budec tiép theo; | ngay 13 thang 4 ho -
) A £ S , 0 so phai
+ Dich vu cong truc tuyen nam 2012 cua dine k¢ i
+ Chon S¢ Ngi vu Tai khoan gdm | Chinh phi sta EXY
- 2 L , . . 2. 1R .. | khoan giao
1. + Linh vuc To chuec phi chinh pha Tén dang nhép | d6i, b6 sung mot dich dian ti
Nop ho | Canhan | + Chon thi tuc: Phé duyét Dieu 1€ hi cap tinh va mat khau. s0 dicu cua Nghi (;Iéng ﬁhép ’
SO - Nguoi nop h?) so dién cac nodi dung theo Biéu miu dinh 50 t3i khoéh,
dién tir (chi tiét tai Phu luc 30.1 kém theo). 45/2010/ND-CP w&C thuc
(Truong hop cac thong tin trong Biéu mau dién i da . _|ngay 21 thang 4| ..o ook
c6 trong Co so dit lieu quoc gia ve ddn cu, h¢ thong Bicu mau di¢n | nam 2010 cua dien tir

thong tin cd lién quan, dugc dien ty dong (néu co)
- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 30.2 kém theo);

- Nguoi nop kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xéac, hop phap.

- Ngudi ndp hd so truc tuyén lya chon giri hd so (ban
gidy), nhan két qua giai quyét ho so (ban gidy) qua
dich vu buu chinh cong ich.

tur;

Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

Chinh phu quy
dinh vé to chiec,
hoat dong va quan
1y hoi;

- Céac van ban co
lién quan cua co
quan c6 thim
quyén theo quy
dinh
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(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi1 vu s€ gui két
qua file dién tir vao dia chi email ciia cong dan).

Tiép
nhén va
gidi
quyét
ho so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va céc thong tin;

Truong hop ho 80 can bo sung hodc hoé so khong
thudc tham quyen giai quyét: Giri Thong bao den
Nguoi nop ho so (miu Thong bao Dién tir) yéu ciu
b6 sung ho so, hoan thién ho so, néu o loai gidy to,
ndi dung can bé) sung dé Ngudi nop ho so bo sung,
hoan thién.

3. Trudong hop ho so du diéu kién giai quyét:

BO phan | 3 | 4 nhat thong tin vao Hé théng thong tin giai
Motewra | o\ & TTHC (S8 theo ddi dién tir theo méu).
3.2. Xac nhan thong tin, guri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi nop ho so.
Chuyén ho so téi Truong Bo phan mot cira; Chuyén
hé so dén Lanh dao phong chuyén mén thu 1y ho so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi B phén Mot cira c6 Thong bao Dién
tir tir chdi giai quyét yéu cau ctia Ngudi ndp ho so.
~ 1. Truy cdp vao Phan mém Mot cira nhan thong bao
Lanh LA reoox A A A
dao co hoAso méi va th}B nhén ’ho so.
Cé n,g 2: l?han cong cho cong chure thu Iy ho so, tham muu
chire giai Eluyét' , 1A R A
phong 3. Cong chu:c thu Iy ho so kiém tra ho so. ‘
thu Iy hd 4. Thérr.l‘dmh, trinh Lanh dag phé?ng, S& xem Xét'l"l@
e so du diéu kién, khong du diéu kién phé duyét Diéu

1€ hoi cép tinh.

01 ngay

20 ngay

Thong bao hen
tra két qua (hoac

tr chdi, hodc
huéng dan);
Phiéu chuyén xu
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong Chinh
phu

Cap nhat trén
H¢ théng;
Yéu cau bd
sung/ tir chdi
giai quyét
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5. Xin y kién cac co quan cd lién quan; tong hop y
kién; du thao To trinh va Quyét dinh cua Chu tich
UBND Thanh pho phé duyé¢t Diéu 1€ hdi (néu du dicu
kién).

Ky T& trinh va ky nhay du thao Quyét dinh cua Chu

Lanh ) . 7 LTk , . Cap nhat trén
dao Sé tlchAUBND Thanh pho hodc cho y kién chi dao gidi | 02 ngay He th 6ng;
* quyet
Lanh
dao | ¥ ¢ Quyét dinh hodc c6 vin ban giri S& Noi vu dé xin .| Cap nhat trén
UBND r 1AL 1A , , . 1en 05 ngay A LA .
. v kién bo sung ctia cac don vi lién quan H¢ thong;
Thanh
pho
Bo phan Hoan thién
Mot cura/ .

3 T chire A : ) Trang thong tin cac quy
Hoan - 1. Tra két qua cho To chre, cong dén, Ngudi ndp hé so. d3ne bd Can trinh ket
thién ho g 2. Ban giao ho so Iuu cho Phong Quan Iy Hoi, Doanh | 01 ngay ne o LOnS thiic ho so
S dan, n T A , A Dich vu quoéc N P\
so; Tra .. | nghiép va Cong tac thanh nién. . trén Phan
o . | nguoi gia .
két qua NI meém Dich

nop ho A
vu cong

SO’




I. Théng tin ngudi nhip ho so
1. Ho va tén:
2. S6 dién thoai:
3. Email:
4. S6 CMND/CCCD:
5. Ngay cap:
6. Noi céap:
7. Pia chi:
IL. Thong tin dé nghi
8. Pon vi dé nghi:
9. Dia chi don vi:
10. N6i dung dé nghi:
11. Vin ban dé nghi sd:
12. Ngay ban hanh van ban:
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- Ngu:c‘ri yéu cau cam doan céc thong tin cung cép la dung su thét
- Biéu miu tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm.
- Ban dién tir s& ty dong giri vé tai khoan, thu dién tir ctia ngudi yéu cau.
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PHU LUC 30.2: THANH PHAN HO SO PIEN TU

o 3 T AL b2 Bit budc/khong Xuit trinh/ ndp A LAl A e
T Tén thanh phin hdso | COSOdTlewban |5 e o dinh | banchinh khi | Dieukien veky
chup/ban dién twr N A 1K - thuat
kem nhén ket qua
1 | Cong vin bao cdo két qua dai hoi | Scan tir ban chinh Bit budc Ban ndp Scan mau
Picu 1¢ hogc Dicu 1¢ hoi (sira doi
2 | va bd sung) va bién ban dai hdi | Scan tir ban chinh Bat budc Ban ndp Scan mau
thong qua Diéu 1€ hoi
Bién ban bau ban lanh dao, ban
3 |kiém tra (c6 danh sach trich | Scan tir ban chinh Bit budc Ban ndp Scan mau
ngang keém theo)
4 | Chuong trinh hoat dong cua H01i | Scan tur ban chinh Bit budc Ban ndp Scan mau
5 | Nghi quyét dai hoi Scan tir ban chinh Bit budc Ban ndp Scan mau
Ban sao quyét dinh vé viéc cho
phép thanh lap hoi (khong can
cong chung) (chi ap dung doi voi
6 | truong hop Hoi dwoc thanh ldp Scan Ban nop (néu co) Scan mau

trudc ngay hop nhat tinh Ha Tay
vé Thanh pho Ha Noi- ngay
01/8/2008).




Maiu - Cong viin bao cio két qua dai hoi
(D). CONG HOA XA HQI CHU NGHIA VIET NAM
----------- Poc 1ap - Tw do - Hanh phic
S6:/...2)... e
VIV bdo cdo két qud Pai héi ... ,ngay ... thang ... nam ...

Kinh gtri: ...(3)... ’
Ngay ... théngq... nam ..., Pai hdi thanh 1ap (Pai hoi nhiém ky ... hodc Pai héi bat thuong)
Hoi ...(1)... da duoc to chirc tai..., Pai hoi da thao luan va thong qua ndi dung sau:

- Tai liéu khac ¢6 lién quan (n€u co)

Hoi ...(1)... bao cao két qua Pai hoi vai ...(3)...va dé nghi xem xét, quyét dinh ...(6)..../.

Noi nhin: TM. BAN THUONG VU (7)
- Nhu trén; CHU TICH
- (Chit ky, dau)
-Luu ... Ho va tén
Ghi chu:
(1) Tén hoi;

(2) Viét tat tén hoi;

(3) Co quan nha nudc c¢d thim quyén cho phép thanh lap hoi;

(4) Nhitng n¢i dung da dugc Dai hoi thao luan, thong qua;

’ (5) Theo quy dinh tai Piéu 12 Nghi dinh s6 45/2010/ND-CP va Khoan 2 Piéu 10 Théng tu
nay doi voi truong hop doi tén Hox;

(6) Néu dai hoi thanh 1ap thi ghi phé duyét diéu 1¢; néu dai hoi nhigm ky hodc bt thuong ma
c6 stra doi, bo sung dicu 1¢ thi ghi phé duyét dicu 1€ (stra doi, bo sung) hodc c6 doi tén va phé duyét
diéu 1é th‘lrghi: Doi tén hoi va phf: duyét diéu Lé (stra doi, bo sung) cua hdi. Truong hop dai h(f)i nhiém
ky hodc bat thuong khong stra doi, bo sung di€u 1€ hodc khong doi tén thi bo cum tur: “va dé nghi xem
Xét, quyet dinh...",;

(7) Tén goi khéc quy dinh vé thAm quyén ghi trong diéu 18 hién hanh, doi voi dai hoi thanh
1ap thi chi can chir ky ctia Chu tich hoi da dugc ban l&nh dao bau.



31. Quy trinh: Chia, tich; sap nhip; hop nhit hdi cip tinh (QT-31)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin cw phap ly Ghi chu
gian
- Cé nhan nop ho so truc tuyen tai Cong dich vu cong Céno Dich - Nghi dinh s6
quéc gia (dia chi: dichvucong.gov.vn) hoac Céng dich vy ong el VU 45/2010/ND-CP
cong cua Thanh phé (dia chi: dichvucong.hanoi.gov.vn); C}i’ng }?POC dvg1a ngdy  21/4/2010
- Ngudi nop hd so dang ky tai khoan giao dich dién t hL{C en f‘f‘g cia  Chinh phu
tir, dang nhap tai khoan, xac thyc dinh danh dién tir g.f‘p m‘-)th A | quy dinh vé 3
(theo huéng dan trén Céng Dich vy cong). el " UYONE | chie, hoat dong
- Céng DVC két ndi véi CSDLDC dé khai thac cac ‘é%“‘“ s 1 va quan 1y hoi;
trudng thong tin cia cong dan c6 trong CSDLDC ong Th‘lch K‘f Nghi dinh s
(khi duoc két ndi). gﬁ’ni EF{ PRO | 33/7012/ND-CP Newsi 6
- Nguoi ngp ho so lua chon: be t ve lin C'ac ngay 13 thang 4 h§ o héri)
+ Dich vu cdng truc tuyén uoc tiep theos | =0 2012 cia | .o SO Phal
o N[ A . ., dang ky tai
+ Chon So Noi vu Tai khod s | Chinh phu sua Khoan diiao
1. + Linh viec Té chic phi chinh pha o Khoa B0 46, bd sung mot | . pian
Nop ho | Canhan | + Chon thi tuc: Chia, tach; sap nhip; hop nhat on cans AP s didu cua Nghj | oo %
Ae A o : : va mat khau. : ;| dang nhap
S0 hoi cap tinh ' dinh % | tai khoan
45/2010/ND-CP 2c th '
i 3 3 : 2 x ngay 21 thang 4 Xac thuc
- Nguoi nop ho so dien cac ndi dung theo Biéu mau m 2010 e dinh danh
dién tir (chi tiét tai Phu luc 31.1 kém theo). Bidu miu dion | o U dien tir

(Trwong hop cac thong tin trong Biéu mau dién tir da
6 trong Co s¢ di liéu quac gia vé dan cw, hé thong
thdng tin c6 lién quan, duroc dien ty dong (néu co)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 31.2 kém theo);

- Nguoi nop kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xéac, hop phép.

tu;

Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

Chinh phu quy
dinh vé to chiec,
hoat dong va quan
1y hoi;

- Céac van ban co
lién quan cua co
quan c6 thim
quyén theo quy
dinh
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- Ngudi ndp hd so truc tuyén lya chon giri hd so (ban
gidy), nhan két qua giai quyét ho so (ban gidy) qua
dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi vu s& gui két
qua file dién tir vao dia chi email ciia cong dan).

2.
Tiép
nhén va
giai
quyét
hd so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hoidc hd so khong
thudc tham quyén giai quyét: Giri Thong bao dén
Nguoi ndp hd so (mau Thong bao Pién tir) yéu cau
bod sung hd so, hoan thién hd so, néu 1o loai giéy to,
ndi dung can bd sung dé Ngudi ndp ho so bd sung,
hoan thién.

3. Trudng hop ho so du diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

3.2. Xac nhén thong tin, gui thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Ngu:01 nop hé so.

Chuyen hé so téi Trudong Bo phan mot ctra; Chuyen
hd so dén Lanh dao phong chuyén mén thu 1y hd so.

4. Truong hop Nguoi nop hé so khong bd sung, hoan
thién duoc ho so thi Bo phan Mot ctra ¢6 Thong bao Dién

eoe

tir tir chdi giai quyét yéu cau ctia Ngudi ndp ho so.

Lanh
dao,
Cong
chire

phong

1. Truy cdp vao Phan mém Mot cira nhan thong bao
¢6 ho so méi va tiép nhan hd so.

2. Phan cong cho cong chirc thy 1y ho so, tham muu
giai quyét.

3. Cong chirc thu Iy ho so kiém tra hd so.

01 ngay

20 ngay

Thong bao hen
tra két qua (hodc

Biéu mau theo

tr chdi, hodc Thong tu
huéng dan); 01/2018/TT-
Phiéu chuyén xur VPCP ngay
ly (Thé hién| 23/11/2018 cia
trong Phan mém | Van phong Chinh
bang 1énh phu
chuyén).
Cap nhat trén
He¢ thong,
Yéu cau bd

sung/ tur ch01
giai quyet
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thu Iy ho | 4. Tham dinh, trinh Lanh dao phong, S& xem xét ho
SO so du diéu kién, khong du diéu kién.

Cong chirc phong chuyén mén tong hop ¥ kién cua
cac co quan lién quan, dy thdo To trinh ciia S& Noi
vu va Quyét dinh ctia Cha tich UBND Thanh phé cho
phép chia, tach, sap nhap, hop nhat hoi néu du dicu
kién.

(Truong hop ¥ kién cac co quan khong dong y: tong
hop, tham muu van ban tra 161).

Ky To trinh va ky nhay du thiao Quyét dinh ciia Chu

Lanh ) . 2.« Y , X Cap nhat trén
dao Sé t1chAUBND Thanh phd hodc cho ¥ kién chi dao giai | 02 ngay He thong:
* quyet
Lanh
dao Ky Quyét dinh hodc c6 vin ban giri S& Noi vu dé xin X Cap nhat trén
UBND |,7.5 72 . Cpen 05 ngay N A
. v kién bo sung cua cac don vi lién quan H¢ thong;
Thanh
pho
B¢ phan
3 Mot cira/ Hoan thi¢n
Hoan To ACh“’c 1. Tra két qua cho T4 chirc, cong dan, Ngudi ndp hd so. Trang thong tin C&}C q“Y mnb
A A cong N \ s rAs \ A N két thuc ho
thién ho A 2. Ban giao ho so luu cho Phong Quén Iy Hoi, Doanh | 01 ngay |dong bd Cong A A
P dan, A O A , . s P so trén Phan
so; Tra .. | nghi¢p va Cong tac thanh nién. Dich vu quoc gia A .
két qua nguoi mém Dich

nop ho vu cong
SO’




I. Thong tin ngudi nhip ho so
1. Ho va tén:
2. S6 dién thoai:
3. Email:
4. S6 CMND/CCCD:
5. Ngay cép:
6. Noi céap:
7. Pia chi:
II. Thong tin dé nghi
8. Pon vi d¢ nghi:
9. bia chi don vi:
10. N6i dung dé nghi:
11. Vin ban dé nghi sd:
12. Ngay ban hanh vén ban:
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PHU LUC 31.1: BIEU MAU PIEN TU

- Ngu()i yéu cdu cam doan céc thong tin cung cép la dang sy thﬁt
- Biéu miu tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir cia nguoi yéu cau.
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PHU LUC 31.2: THANH PHAN HO SO PIEN TU

f Y AL IR Bat bu¢c/khon Xuat trinh/ ng A veA Ao
T Tén thanh phin hds¢ | CO SO dirlieuban | e e dinh | binchinh khi | Dicu Kién v Ky
chup/ban dién twr ke A 1K - thuat
em nhan két qua

y | Pondenghi chia, tich, sapnhp, | ¢ v ik Bit budc Bén nop Scan mau
hop nhat hoi
Pé 4n chia, tach, sap nhap, hop
nhat hoi, trong d6 c6 phuong an
giai quyét tai san, tai chinh, lao

2 |dong, phan dinh chitc nang, | Scan tir ban chinh Bit budc Ban nop Scan mau
quyén han, linh vuc hoat dong va
trach nhiém, nghia vu phai thuc
hién
Nghi quyét dai hoi cua hoi vé

3 | viéc chia, tach, sap nhap, hop | Scan tir ban chinh Bit budc Ban nop Scan mau
nhat hoi

4 Du tharo dlel} 1€ hoi ch)’l d? : chia, Scan tir ban chinh Bit budc Ban nopj Scan mau
tach, sap nhap, hop nhat hoi
Danh sach ban 1anh dao 1am thoi

5 |cua hoi thanh 13p méi do chia, | Scan tir ban chinh Bit budc Ban ndp Scan mau
tach, sap nhap, hop nhat hoi
So yéu 1y lich va phiéu 1y lich tu

6 |phap cua ngudi dimg dau ban | Scan tir ban chinh Bit budc Ban ndp Scan mau

lanh dao 1am thoi




MAiu - Pon dé nghi tach hdi

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

PON PE NGHI
Tach Hdi ...(1)... thanh Hi va Hdi ...(2)...

Kinh gui: ...(3)...

Theo quy dinh ctua Nghj dinh s6 45/2010/ND-CP ngay 21 thang 4 nim 2010 cta Chinh phu
quy dinh vé t6 chirc, hoat dong va quan 1y hoi va Nghi dinh s6 33/2012/ND-CP ngay 13 thang 4 nim
2012 ctia Chinh phu stra ddi, b6 sung mot sé diéu ctia 45/2010/ND-CP; Hbi ...(1)... théng qua viée
tach Hoi ...(1)... thanh Hi ...(1)... va Héi ...(2)... nhu sau:

1. Ly do tach hoi

- C4c tai liéu c6 lién quan (néu co).

Thong tin lién hé:

HoO VA N e
Daa CI: oo
SO BN thORT: .. e

Hoi ...(1)... d& nghi ...(3)... xem xét, quyét dinh cho phép tach Hoi ...(1)... thanh Hdi ...(1)...
va Hoi ...(2)..../.

Noi nhdn: ..., ngay ... thang ... nam ...
- Nhur trén; TM. BAN THUONG VU (6)
- CHU TICH

-Luu ... (Chir ky, ddu)

Ho va tén
Ghi chu:
(1) Tén hoi bi tach;
(2) Tén hoi dugc thanh 1ap maéi do tach hoi;
(3) Co quan nha nude c6 tham quyén cho phép tach hoi;
(4) Néu rd 1y do, su can thiét phai tAch hoi va viéc tach phi hop quy dinh ciia phap luat;

~(5) Theo Khoan 4 Piéu 1 Nghi dinh s6 33/2012/ND-CP ngay 13/4/2012 ctia Chinh phu sira
doi, bo sung mot so dicu ciia Nghi dinh so 45/2010/ND-CP;

(6) Tén goi khac quy dinh vé thim quyén ky van ban theo diéu 18 hoi bi tach.
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Mau - Pon dé nghi chia hoi

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

PON PE NGHI
Chia H@i ...(1)... thanh Hji ....(2)... va Hdi ...(3)...

Kinh giri: ...(4)...

Theo quy dinh ctua Nghi dinh s6 45/2010/ND-CP ngay 21 thang 4 nim 2010 cta Chinh phu
quy dinh vé t6 chirc, hoat dong va quan 1y hoi va Nghi dinh s6 33/2012/ND-CP ngay 13 thang 4 nim
2012 cua Chinh phu sira doi, bd sung mot sb diéu cua Nghi dinh sé 45/2010/ND-CP; Hoi ...(1)...
thong qua viéc chia Hoi thanh Hdi ...(2)... va HGi ...(3)... nhu sau:

1. Ly do chia hoi

- C4c tai liéu c6 lién quan (néu co).

Thong tin lién hé:

HoO VA 8N e
Daa Co: oo
SO GIBI tROBE: ..o

Hoi ...(1)... dé nghi ...(4)... xem xét, quyét dinh cho phép chia Hoi ...(1)... thanh Héi ...(2)...
va Hoi ...(3)..../.

Noi nhan: ..., nQay ... thang ... nam ...
- Nhu trén; TM. BAN THUONG VU (7)
- CHU TICH

- Luu: ... (Chir ky, diu)

Ho va tén
Ghi chu:
(1) Tén hoi bi chia;
(2) (3) Tén hdi dugc thanh 1ap méi do chia;
(4) Co quan nha nudc c¢6 thim quyén cho phép chia hoi;
(5) Néu rd Iy do, su can thiét phai chia hoi va viéc chia hoi pht hop quy dinh cta phap luat;

~(6) Theo Khodn 4 Piéu 1 Nghi dinh s 33/2012/ND-CP ngay 13/4/2012 ctia Chinh phi stra
do61, bo sung mot s6 dicu cua Nghi dinh s6 45/2010/ND-CP;

(7) Tén goi khac theo quy dinh diéu 1& hoi.
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Mau - Pon de nghi sap nhap hoi

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

PON PE NGHI
Sap nhap Héi ...(1)... vao Hoi ...(2)...

Kinh gii: ...(3)...

Theo quy dinh cua Nghi dinh s6 45/2010/ND-CP ngay 21 thang 4 nam 2010 cua Chinh phu
quy dinh vé t6 chirc, hoat dong va quan 1y hoi va Nghi dinh s6 33/2012/ND-CP ngay 13 thang 4 nam
2012 ciia Chinh phu sira ddi, b sung mot sé diéu ciia Nghi dinh s6 45/2010/ND-CP; Hoi ...(1)... va
Hoi ...(2)... da thong qua viée sap nhap Hoi ...(1)... vao Hoi ...(2)... nhu sau:

1. Ly do sap nhép hoi

- Cac tai liéu c6 lién quan (néu co)

Thong tin lién hé:

HoO VAt e
DA Ch: oo
Sd Lo 1S 0 11 1 To T2 ) LA

Dé nghi ...(3)... xem xét, quyét dinh cho phép sap nhap Hoi ...(1)... vao Hoi ...(2)..../.

Noi nhan: ., ngay ... thang ... nam
- Nhu trén; . .
- TM. BAN THUONG VU TM. BAN THUONG VU
- Luu: ... (6) (6)

HOI ...(1)... HOI ...Q2)...

CHU TICH CHU TICH

(Chi ky, diu) (Chi ky diu)

Ho va tén Ho va tén
Ghi cha:

(1) Tén hoi bi sap nhap;

(2) Tén hoi dugc sap nhap;

(3) Co quan c6 tham quyén cho phép sap nhap hoi;

(4) Néu rd 1y do, su can thiét sap nhap hoi va viéc sap nhap phu hop quy dinh ciia phap luat;

(5) Theo Khoan 4 Piéu 1 Nghi dinh sé 33/2012/ND-CP ngay 13/4/2012 ctia Chinh phu sira
ddi, bd sung mot s6 diéu cua Nghi dinh s6 45/2010/ND-CP;

(6) Tén goi khac theo quy dinh diéu 1é hoi.
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Miu - Pon dé nghi hop nhit hai

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

PON PE NGHI
Hop nhit Hji ...(1)... va Hdi ...(2)... thanh Hgi ...(3)...

Kinh gui: ...(4)...
Theo quy dinh ctia Nghi dinh s6 45/2010/NB-CP ngay 21 thang 4 niam 2010 cia Chinh phu

quy dinh vé t6 chirc, hoat dong va quan ly hoi va Nghi dinh s6 33/2012/ND-CP ngay 13 thang 4 nim
2012 cua Chinh phu s@a doi, bo sung mot so dicu cua 45/2010/ND-CP; Hoi ...(1)... va Hoi ...(2)... da
thong qua viéc hop nhat Hoi ...(1)... va Hoi ...(2)... thanh Hi ...(3)... nhu sau:

1. Ly do sap nhap hoi

- Cac tai li¢u c6 lién quan (néu co).

Thong tin lién hé:

HoO W t0: o
DA Ch: oo
SO QBN thOL: .....iieee et
Dé nghi ...(4)... xem xét, quyét dinh cho phép hop nhit Hoi ...(1)... va Hoi ...(2)... thanh Hoi
(3)....
Noi nhan: R . .
- Nhu trén; ..., ngay ... thang ... nam ...
e TM. BAN THUONG VU TM. BAN THUONG VU
- Luu: ...
(7) (7
HOI ...(1)... HOI ...(2)...
CHU TICH CHU TICH
(Chir ky, diu) (Chi ky, diu)
Ho va tén Ho va tén

Ghi chu:

(1) (2) Tén hoi bi hop nhét;

(3) Tén hoi thanh 1ap moi do hop nhét;

(4) Co quan nha nudc ¢6 tham quyén cho phép hop nhét hoi;

(5) Néu rd 1y do, su can thiét hop nhat hoi va viéc hop nhat phi hop quy dinh ctia phép luat;
(6) Theo Khoan 4 Piéu 1 Nghi dinh s6 33/2012/ND-CP ngay 13/4/2012 ctia Chinh phu sira

d6i, bo sung mot sd diéu cia Nghi dinh s6 45/2010/ND-CP;

(7) Tén goi khac theo quy dinh diéu 18 hoi.



32. Quy trinh: Ddi tén héi cap tinh (QT-32)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin ci phaply | Ghichd
gian
- Cé nhan nop ho so truc tuyen tai Cong dich vu cong Coéng Dich wvu |- Nghi dinh s6
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu cong Qudc gia | 45/2010/ND-CP
cong cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); thuc hién dang | ngay 21/4/2010
- Nguoi nop ho so dang ky tai khoan giao dich di¢n nhap mot lan, | cia Chinh _phu
tu, dang nhap ~té\i khoénﬁ, xac thuc dinh danh dién tir diéu huéng | quy dinh vé to
(theo hudng dan trén Cong Dich vu cong). nguodi dung tdi | chire, hoat dong
- Cong DVC két noi véi CSDLDC dé khai thac céac Cong Dich vy |va quan ly hoi
truong thong tin cua cong dan c6 trong CSDLDC cong Thanh phd | Nghi dinh  s6
(khi duoc két ndi). dé thuc hién cac | 33/2012/ND-CP o
i oA LA ) Y \ . Nguol nop
- Nguoi nop ho so lya chon: budec tiép theo; | ngay 13 thang 4 ho -
) A £ S , 0 so phai
+ Dich vu cong truc tuyen nam 2012 cua dine k¢ i
+ Chon S¢' Néi vu Tii khoan gdm |Chinh phi sia | | 8Ky
~ RN . . , A - A s 1A A oan glao
1. + Linh vuc To chuec phi chinh pha Tén dang nhép | d6i, b6 sung mot dich dian ti
Nop ho | Canhan | + Chon thu tuc: Poi tén hoi cap tinh va mat khau. s0 dicu cta Nghi dane nha ’
S0 . . . P dinh s6 | <angnndp
- Nguoi nop ho so dién cac ndi dung theo Biéu mau tai khoan,
45/2010/ND-CP ,
dién tir (chi tiét tai Phu luc 32.1 kém theo). \ . Xac thyuc
ngay 21 thang 4 .
(Tmoﬂg hop cac thong tin trong Bleu Mau dien tr da 2 X an v , dinh danh
Biéu mau dién |nam 2010 cua a e
¢6 trong Co s¢ di lidu quac gia vé ddn cu, hé thong dién tir

thong tin 6 lién quan, duoc dién tu dong (néu CO)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 32.2 kém theo);

- Nguoi ndp kiém tra, cap nhat thdng tin bao dam
thong tin day du, chinh xac hop phép.

- Nguoi nop hd so truc tuyén lua chon gui hd so (ban
gidy), nhan két qua giai quyét hod so (ban gidy) qua
dich vu buu chinh céng ich.

tur;

Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

Chinh phu quy
dinh vé to chiec,
hoat dong va quan
1y hoi;

- Céac van ban co
lién quan cua co
quan c6 thim
quyén theo quy
dinh
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(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi vu s€ gui két
qua file dién tir vao dia chi email ciia cong dan).

2.
Tiép
nhéan va
gidi
quyét
hd so

1. Nhan thong bao c¢6 ho so méi trén Hé thong;

2. Kiém tra ho so va céc thong tin;

Truong hop ho S0 can b sung hodc hé so khong
thudc tham quyen gidi quyét: Giri Thong bao den
Nguoi ndp hd so (mau Thong bao Pién tir) yéu cau
bod sung hd so, hoan thién hd so, néu 1o loai giéy to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudng hop ho so du diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo dai dién tir theo mau)

3.2. Xac nhén thong tin, gui thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.

Chuyén ho so t6i Trudng Bo phan mét cira; Chuyén
hd so dén Lanh dao phong chuyén mon thu Iy hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi Bo phan Mot ctra c6 Thong bao Dién

eo.

tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.

Lanh
dao,
Cong
chire
phong
thu 1y ho
SO’

1. Truy cdp vao Phan mém Mot cira nhan thong bao
c6 hd so méi va tiép nhan hd so.

2. Phan cong cho cong chirc thy 1y ho so, tham muu
giai quyét.

3. Cong chirc thu 1y ho so kiém tra hd so.

4. Tham dinh, trinh Lanh dao phong, S¢ xem xét hd
so du diéu kién, khong du diéu kién doi tén hoi cap
tinh.

01 ngay

20 ngay

Thong bao hen
tra két qua (hoic
tr chdi, hodc
huéng dan);
Phiéu chuyén xur
Iy (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Vian phong Chinh
phu

Céap nhat trén
Hé théng;
Yéu cau bd
sung/ tir chdi
giai quyét
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5. Xin y kién cac co quan co lién quan; tong hop v
kién.
6. Du thao To tlfinhrvé Quyét dinh cua Chu tich
UBND Thanh pho (n€u du di€u kién).
Lanh | 0 \UBNID Thinh phd hoge cho'§ kién i dao gidi | 02 ngay | CiP 7L wen
daoSo | © < : : H¢ thong
* quyet
Lanh , q ,
dao Ky Qtlye‘a thh (1201 j[en’ hQ.IA cap;tmh hoe,tc c6 van bag ‘ Cap nhat trén
UBND | gii S& No6i vu dé xin y kién bo sung cua cac don vi | 05 ngay A A
\ A H¢ thong
Thanh | lién quan
pho
B¢ phan
3 Mg:)t cira/ Hoan thién
Hoan To AChu,c 1. Tra két qua cho Tb chiic, cong dan, Ngudi ndp hd so. Trang thong tin Ca}c quy trmb
cn 1A cong N A \ s TrAs s A N két thuc ho
thién ho dan 2. Ban giao ho so luu cho Phong Quan Iy Hoi, Doanh | 01 ngay | dong by Cong <o trén Phin
so; Tra .. | nghiép va cong tac thanh nién. Dich vu quoc gia A .
£ . nguwoi mém Dich
két qua NI 0
nop ho vu cong
SO
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PHU LUC 32.1: NOI DUNG BIEU MAU PON PE NGHI POI TEN HOI

I. Théng tin ngudi nhip ho so
1. Ho va tén:
2. 86 dién thoai:
3. Email:
4. S6 CMND/CCCD:
5. Ngay cap:
6. Noi céap:
7. Pia chi:
IL. Thong tin dé nghi
8. Pon vi dé nghi:
9. Dia chi don vi:
10. N6i dung dé nghi:
11. Vin ban dé nghi sd:
12. Ngay ban hanh van ban:
- Ngu:c‘ri yéu cau cam doan céc thong tin cung cép la dung su thét
- Biéu miu tuong tac ghi nhan thoi gian hoan tat viée cung cip thong tin.
- Ban dién tir s& ty dong giri vé tai khoan, thu dién tir ctia ngudi yéu cau.
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PHU LUC 32.2: THANH PHAN HO SO PIEN TU

a v TS A R Bit budc/khong Xuit trinh/ ndp A i Ao
TT Tén thanh phin hd so Coso dirliewban |- < 50 dinh ban chinh khi | Dicu kien veky
chup/ban dién twr N A 1K - thuat
kem nhén ket qua
1 |Don dé nghi ddi tén hoi cap tinh Scan ban chinh Bit budc Ban ndp Scan mau
2 N.gim 9}1}/Aet dﬁl hoi cua hot v Scan tir ban chinh Bit budc Ban nop Scan mau
viéc doi tén hoi
3 ]S)ul’;éhao Dicu I¢ hot sira do1, bo Scan tir ban chinh Bit budc Ban nop Scan mau
Truong hop dong thoi co su thay
doi veé ban lanh dao hdi thi gui
kém bién ban bau ban lanh dao
(c6 danh sach kém theo);
Doi voi nhan sy la nguoi dung
ddau hoi phdi co:
+ So yéu ly lich ¢6 xac nhan ctua
co quan c6 tham quyén; D61 voi
4 | nguoi dimg dau (Trudng ban) Scan tlr ban chinh Bat budc Ban nop Scan mau

Ban véan dong thanh 1ap ho1
thuc dién quan 1y cua co quan
c6 tham quyén thi phai c6 van
ban dong ¥y cua co quan co tham
quyén theo quy dinh vé phan cép
quan ly can bg;

+ Phiéu 1y lich tu phap thuc hién
theo quy dinh cua phap luat.
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33. Quy trinh: Hdi tw giai thé cap tinh (QT-33)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin cit phap ly Ghi cha
gian
- Cé nhan nop ho so truc tuyen tai Cong dich vu cong i Dich o ,
quéc gia (dia chi: dichvucong.gov.vn) hoac Céng dich vy ong  Uieh  vd |- Nghi dinh s0
cong cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); :ﬁmg hQu ¢ dvgla 45{2010/ND'CP )
- Ngudi nop hd so ding k¥ tai khoan giao dich dién b e (| ngay 21/4/2010 cuia
tir, dang nhap tai khoan, xac thyc dinh danh dién tir E ap Mot an, 1 1€u | Chinh phu quy dinh
(theo huéng dan trén Cong Dich vu cong). t,u.og‘% ngug.l hung vé 1o chic, hoat
- Céng DVC két ndi véi CSDLDC dé khai thac cac ol O%‘ 1110 Zu dong va quan 1y
truong thong tin cua cong dan co trong CSDLDC cong 1hanh pho | hoi; Nghi dinh so
khi duroc két néi) dé thuc hién cac | 33/2012/ND-CP o
(khi uot ket 1101). budc tiep theo; v 13 tha 4 Nguot  nop
- Nguoi nop ho so lya chon: ’ ngg/ 2012angcﬁa ho so phai
+ Djch vu cdng truc tuyéen .- \ \ : 5 7 tai
+ Chon S& N 5?\,“' y Tai khoan gom | Chinh phu sira déi, gﬁng ky tai
~ 2 oy , Tén dang nhap va | pé At A A oan giao
1. | + Linh vuc T6 chirc phi chinh phu ertl ihi € Mhap Va | bo sung mot sO dicu | . - 4o
Nopho | Canhan |, chon thy tuc: H#i tu giai thé cap tinh fat dat 21512/12 (i\ll%)}/lliIDd 121;) Sl dang nhap
e - Nguoi nop ho so dién cac ndi dung theo Biéu mau v 21 th-' 4 tai  khoan,
dién tir (chi tiét tai Phy lyc 33.1 kém theo). ngay 201 Oang Tlxac  thuc
(Trurong hop cac théng tin trong Biéu Mau dién tur da Iéa;lm h pht d(.:uﬁ dinh  danh
cé trong Co sé dit ligu quoc gia vé ddn cu, hé thong Biéu mau dién tor; | 3 P AUY B ian tir
vé t0 chuc, hoat

thong tin cd lién quan, dugc dien ty dong (néu co)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 33.2 kém theo);

- Ngudi nop kiém tra, cap nhat thong tin bao dam
thong tin ddy du, chinh xac, hop phép.

- Ngudi ndp hd so tryc tuyén lya chon giri ho so
(ban gidy), nhan két qua giai quyét hd so (ban gidy)
qua dich vy buu chinh cong ich.

Thong bao vé viéc
da gtri ho so thanh

cong, cho kiém
tra, ti€p nhan,
phan hoi.

dong va quan ly
hoi;

- Cac van ban co
lién quan cua co

quan  ¢o tham
quyén theo quy
dinh
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(Truong hop cong dan khéng lya chon nhan két qua
qua dich vy buu chinh cong ich, S& N§i vu s€ gui
két qua file dién tir vao dia chi email cua cong dan).

2.
Tiép
nhén va
giai
quyét
hd so

1. Nhan thong bao c¢6 ho so méi trén Hé thong;

2. Kiém tra ho so va céc thong tin;

Truong hop ho S0 can b sung hodc hé so khong
thudc tham quyen gidi quyét: Giri Thong bao den
Nguoi ndp hd so (mau Thong bao Pién tir) yéu cau
bod sung hd so, hoan thién hd so, néu 1o loai giéy to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudng hop ho so du diéu kién giai quyét:

Bo phan 3.1. Cap nhat thong tin vao Hé thong thong tin giai
Motetra | o\ & TTHC (S8 theo ddi dién tir theo méu).
3.2. Xac nhén thong tin, gui thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.
Chuyén ho so téi Truong Bo phan mot cira; Chuyén
hd so dén Lanh dao phong chuyén mon thu 1y hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi Bo phan Mot ctra c6 Thong bao Dién
tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.
Lanh 1. Truy cap vao Phan mém Mot cira nhan thong bao
dao, ¢6 hd so méi va tiép nhan hd so.
Cong | 2. Phan cong cho cong chirc thy 1y hd so, tham muu
chirc giai quyét.
phong | 3. Cong chirc thy 1y ho so kiém tra ho so.
thu 1y hd | 4. Tham dinh, trinh Lanh dao phong, S6 xem xét ho
SO so di diéu kién, khong du diéu kién.

01
ngay

20
ngay

Thong bao hen tra
két qua (hodc tu

Biéu mau theo

chéi, hoic hudng Thong tu
dan); 01/2018/TT-VPCP
Phiéu chuyén xu | ngay 23/11/2018
Iy (Thé hién trong | cua Van phong
Phin mém bang Chinh phu
1énh chuyén).
Céap nhat trén H¢

thong;

Yéu cau b sung/
tr choi giai quyét
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5. Xin ¥ kién cac co quan cé lién quan; tong hopy
kién; du thao To trinh ctua S¢ Noi vu va Quyet dinh
ctia Chu tich UBND Thanh phé (néu du diéu kién).
(Truong hop v kién cic co quan khong dong ¥, can
giai trinh bo sung: céng chirc phong chuyén mén
tong hop, du thao bdo cdo UBND Thanh pho xem xét
chi dao).
~ Ky T& trinh va ky nhay du thao Quyét dinh ciia Chu A At A TTA
Lanh | i¢h UBND Thanh ph hodic cho  kién chi dao giai | 2 | 3P nhattrénHe
dao So X ngay thong
quyet
~ Xem xét, ky Quyét dinh vé viée giai thé hoi;
Lanh \ A A A A AR Iy
d Truong hop khong chap thuén (can phai xin y kién
a0 bd sung cac don vi lién quan), UBND Thanh pho c6 05 Cap nhat trén Hé
UBND . . 2 N x
Thanh van ban gui S& No1 vu dé tiép tuc ban hanh van ban | ngay thong
; dé nghi céac co quan, don vi lién quan nghién ctru ho
pho
s0, gop y kién gui vé S& Noi vu.
B6 phan
3 Mot ctra/ Hoan thién
Hoan To AChu,c 1. Tra két qua cho T6 chirc, cong dan, Ngudi ndp ho so. Trang thdéng tin Ca}c qU¥ trmb
A 1A cong N . T TTAS 01 A A 2 két thuc ho
thién ho A 2. Ban giao ho so luu cho Phong Quan Iy Ho1i, Doanh . dong bd Cong A A
oz dan, A DA . ngay : I so trén Phan
so; Tra .. | nghiép va cong tac thanh nién. Dich vu quoc gia A .
£ . nguwoi mém  Dich
két qua A 1A 0
nop ho vu cong
SO’




I. Thong tin ngudi nhip ho so
1. Ho va tén:
2. S6 dién thoai:
3. Email:
4. S6 CMND/CCCD:
5. Ngay cép:
6. Noi céap:
7. Pia chi:
II. Thong tin dé nghi
8. Pon vi d¢ nghi:
9. bia chi don vi:
10. N6i dung dé nghi:
11. Vin ban dé nghi sd:
12. Ngay ban hanh vén ban:
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PHU LUC 33.1: BIEU MAU PIEN TU

- Ngu()i yéu cdu cam doan céc thong tin cung cép la dang sy thﬁt
- Biéu miu tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm
- Ban dién tir s& ty dong gri vé tai khoan, thu dién tir cia nguoi yéu cau.
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PHU LUC 33.2: THANH PHAN HO SO PIEN TU

o 3 T AL b2 Bit budc/khong Xuit trinh/ ndp A LAl A e
T Tén thanh phin hdso | COSOdTlewban |5 e o dinh | banchinh khi | Dieukienveky
chup/ban dién twr N A 1K - thuat
kem nhén ket qua
1 | DPon dé nghi giai thé hoi Scan ban chinh Bit budc Ban np Scan mau
2 Nghy qtlyet de,}{ .th ;Cua ho1 v noi Scan tir ban chinh Bit budc Ban nop Scan mau
dung hdi tu giai thé
3 | Ban ké tai san, tai chinh Scan tir ban chinh Bit budc Ban ndp Scan mau
Du kién phuong thic xir 1y tai
4 | san, tai chinh va thoi han thanh | Scan tir ban chinh Bat budc Ban ndp Scan mau

toan cac khoan ng




Mau - Don deé nghj giai thé hoi ) i
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

DPON DE NGHI
Giai thé Hgi ...(1)...

Kinh gui: ...(2)...

Theo quy dinh ctia Nghi dinh s 45/2010/NB-CP ngay 21 thang 4 nam 2010
ctia Chinh phu quy dinh vé t6 chirc, hoat dong va quan 1y hoi va Nghi dinh sb
33/2012/ND-CP ngay 13 thang 4 ndm 2012 ctia Chinh phu sira d6i, bo sung mot sd
diéu ctia Nghi dinh s6 45/2010/ND-CP; Hoi ...(1)... da thong qua viéc giai thé nhu
Sau:

1. Ly do giai the hoi

................................... e @)
- Céc tai licu c6 lién quan (néu co).

Thong tin lién hé¢:

Ho va tén:

......................................................................................................

......................................................................................................

Hoi ...(1)... dé nghi ...(2)... xem xét, quyét dinh giai thé Hoi./.

..., Ngay ... thang ... nam ...

Noi nhgn: TM. BAN THUONG VU (5)
" Nhutren; CHU TICH
- Luu: ... (Chit ky, dong ddu)

Ho va tén

Ghi chu:

(1) Tén hoi dé nghi giai thé;

(2) Tén co quan nha nuée c6 tham quyén giai thé hoi;

(3) Néu rd 1y do giai thé hoi va viéc giai thé phu hop quy dinh cua phap luat;

(4) Theo Khoan 5 Diéu 1 Nghi dinh s 33/2012/ND-CP ngay 13/4/2012 ctia Chinh phu sira d6i, bo
sung mot sb diéu cua Nghi dinh sb 45/2010/ND-CP;

(5) Tén goi khac theo quy dinh diéu 1& hoi.



34. Quy trinh: Bio cao to chirc dai hdi nhiém ky, dai hgi bat thwong cap tinh (QT-34)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Can cu phap ly Ghi chu
gian
- C4 nhan nop ho so truc tuyen tai Cong dich vu cong Céne Dich vu
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu con & Quéc i | - Nghi dinh s
cbng cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); & WUt 45/2010/NP-CP
. ) : thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhip mot 1an ngdy 21/4/2010
tir, dang nhap tai khoan, x4c thyue dinh danh dién tu & éf  ono|cta Chinh phi
(theo hudng dﬁr) trén Cong Dich vu cong). noudi dim té‘(’; quy dinh v& td
- Cong DVC két noi vai CSDLDC dé khai thac cac C%n Dicl% chtc, hoat dong
treong théng tin cua cdng dan c6 trong CSDLDC ong Ul M va quan ly hoi;
: L o As cong Thanh pho ; . "
(khi duoc ket noi). dé thue hién cac | Nghi  dinh  s0 i oaa
- Nguoi nop hd so lua chon: © thyre hien cac | oo o Np-cp | Nguoi  nop
+ Dich vu cng truc tuyén bude ticp theo: | oy 13/4/2012 2‘? o pha
+ Chon So' Ngi vu . . 2| clia Chi 1 sira | S208 Kyt
1. + Linh vuc T4 chirc phi chinh phu ?é‘; kég;an r%t?é:n gua?,%}gnfuﬂzu;%i khoén . giap
N6p hoé | Canhan | + Chon thi tuc: Béo céo to chire dai hdi nhiém ky, on dang nhap | < tidu ciia Nehj | dich dién t,
o dai hdi bat thwong cap tinh va mat khau. dinh ® | dang  nhp
SO al Ng n SO | .- N
- Nguoi nop ho so dién cac ndi dung theo Biéu mau 45/2010/ND-CP ta,' kh%an,
dién tir (chi tiét tai Phu luc 34.1 kém theo). ngay 21/4/2010 xac thuc
(Truong hop céc thong tin trong Biéu mau di¢n tir da .« .. |cia Chinh pha dinh ~ danh
Biéu mau dién dién tuo

¢6 trong Co s¢ di lidu quac gia vé dan cu, hé thong
thong tin 6 lién quan, duoc dién tu dong (néu CO)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 34.2 kém theo);

- Nguoi nop kiém tra, cap nhat thdng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop hd so truc tuyén lira chon gt hd so (ban
gidy), nhan két qua giai quyét hd so (ban gidy) qua
dich vu buu chinh cong ich.

tu;

Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

quy dinh vé to
chuic, hoat ding
va quan ly hoi;

- Céc van ban co
lién quan cua co
quan c6 thim
quyén theo quy
dinh
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(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& N1 vu s€ gui két
qua file dién tir vao dia chi email ciia cong dan).

2.
Tiép
nhén va
giai
quyét
h so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén giai quyét: Giri Thong bao dén
Nguoi ndp hd so (mau Thong bao Pién tir) yéu cau
bod sung hd so, hoan thién hd so, néu 1o loai giéy to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudng hop ho so du diéu kién giai quyét:

3.1. Céap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

3.2. Xac nhén thong tin, gui thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi nop ho so.

Chuyen hé so t6i Truong BO phan mot cira; Chuyen
hd so dén Lanh dao phong chuyén mon thu 1y hd so.

4. Truong hop Nguoi nop hé so khong bd sung, hoan
thién duoc ho so thi Bo phan Mot ctra ¢6 Thong bao Bién

eoe

tir tir chdi giai quyét yéu cau ctia Ngudi ndp ho so.

Lanh
dao,
Cong
chire

phong

1. Truy cdp vao Phan mém Mot cira nhan thong bao
¢6 ho so méi va tiép nhan hd so.

2. Phan cong cho cong chirc thy 1y hd so, tham muu
giai quyét.

3. Cong chirc thu Iy ho so kiém tra hd so.

01 ngay

16 ngay

Thong bao hen
tra két qua (hodc

tr chdi, hodc
huéng dan);
Phiéu chuyén xur
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Vian phong Chinh
phu

Cap nhat trén
Hé théng;
Yéu cau bd
sung/ tir chdi
gidi quyét
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thu Iy hd | 4. Tham dinh, trinh Lanh dao phong, S& xem xét ho
SO’ so du dieu kién, khong du djéu kién chq phép to chirc
dai hoi nhi€m ky, dai hoi bat thuong cap tinh.
1. Ky van ban cho y kién vé viéc t6 churc dai hoi hoac
cho y kién chi dao giai quygt (doi voi hoi co pham vi
hoat dong trong Thanh pho).
Lanh 2. Ky T¢ trinh cua S¢ Noi vu va ky nhay Van ban 02 nad Cap nhat trén
dao Sé | cia UBND Thanh pho cho y kién vé viéc to chirc Dai gay H¢ thong
ho1 trinh’UBI\’ID Thanh pho hoac cho y kién chi dao
giai quyet (doi voi hoi 6 tinh chat dac thu co pham
vi hoat dong trong Thanh pho).
1. Xem xet ky Van ban cho y kién vé viéc to churc
~ bai ho1 (doi véi hoi co tinh chat dac thu co pham vi
Lanh . . y
dao hoat dong trong Thanh pho)
UBND . . 05 naa Céap nhat trén
R 2. Truong hop khong dong y (can phai xin y kién bo gay H¢ thong
Thanh . - . A oo
hé sung cac don vi lién quan), UBND Thanh ph6 c6 van
P ban giri S& Noi vu dé tiép tuc thuc hién xin y kién
cac co quan co6 lién quan
B¢ phan
3 Mot cira/ Hoan thi¢n
Hoan To AChu’c 1. Tra két qua cho T4 chirc, cong dan, Ngudi ndp hd so. Trang thong tin C&}C un trmb
cn 1A cong N A \ o TTAs s A A A két thuc ho
thién ho A 2. Ban giao ho so luu cho Phong Quan 1y Ho1, Doanh | 01 ngay | dong by Cong A A
S, dan, O , o i L. so trén Phan
so; Tra .. | nghi¢p va Cong tac thanh nién. Dich vu quoc gia A :
£ . nguoi mém  Dich
ket qua A 1A 0
nop ho vu cong

SO




I. Thong tin ngudi nhap hé so
1. Ho va tén:
2. S6 dién thoai:
3. Email:
4. S6 CMND/CCCD:
5. Ngay cap:
6. Noi cap:
7. Pia chi:
II. Théong tin dé nghi
8. Pon vi d& nghi:
9. bia chi don vi:
10. Nb6i dung dé nghi:
11. Vin ban dé nghi sb:
12. Ngay ban hanh van ban:
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PHU LUC 34.1: BIEU MAU PIEN TU

- Nguoi yéu cau cam doan cac théng tin cung cip 1a dung sy that.
- Biéu miu tuong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.

- Ban dién tur s€ tu dong gui vé tai khoan, thu dién tur cua ngudi yéu cau.



34.2.1. HO so bao cdo té chirc dai hdi nhiém ky:
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PHU LUC 34.2: THANH PHAN HO SO PIEN TU

Co sé dir Bat budc/khong | Xuat trinh/ ndp A LA AT
A X A 1A A2 Zov A - , " Diéu kién veé ky
TT Tén thanh phan ho so li¢u/ban bat bugc dinh ban chinh khi © A
v, . - N " X o thuat
chup/ban dién tw kem nhan két qua ‘
Nghi quyét cta ban lanh dao hoi vé viéc o Lo o 5
1 ;g ,f]uy ) li o L vevis Scan tur ban chinh Bat budc Ban nop Scan mau
to chirc dai hoi nhiém ky
Dy thdo bdo céo tong két cong tac
nhiém ky va phuong hudng hoat dong
2 | nhiém ky téi cia hdi. Bdo céo kiém Ban scan Bat budc Ban nop Ban scan
diém cua ban lanh dao, ban kiém tra va
bao c4o tai chinh ctaa hoi
Duy thao Piéu 1é stra d6i, bo ¢ : Lo . :
3 céL; do Dicu I¢ sira ddi, b6 sung (néu Ban scan Bat budc Ban ndp Ban scan
Danh sach du kién nhan sy, Ban Lanh
dao, Ban kiém tra hoi. D61 vo1 nhan su
du kién 1a ngudi dung dau hoi phai co
4 | soyéuly lich, phiéu Iy lich tu phap, van Ban scan Bat budc Ban ndp Ban scan
ban dong y cua co quan c6 tham quyén
theo quy dinh vé phan cap quan ly can
bd
5 | B4o cdo sb luong hoi vién trong d6 né < . 2 1A A A
NaoAcaE)‘so.A ,ng’ OIV, n \ © % 00U gcan tir ban chinh Bat budc Ban nop Scan mau
rd so hoi vién chinh thirc cia hdi
6 | Du kién thoi gian, dia diém t6 chirc dai
hoi, s6 1 i bicu moi, dai bié £ o q
01, s0 luong dai biéu mai, dai bicu Scan tir ban chinh Bat buoc Ban nop Ban scan

chinh thtc tham du dai héi, du kién
chuong trinh dai hdi




34.2.2. HO so bao cao dai hdi bat thuong:
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kién chuong trinh dai hoi

p 1 A h 2 Bit budc/khong Xuét trinh/ np A LAl A e
TT Tén thanh phin hd so Coso dirlicu/ban | =<0 o0 dinh ban chinh khi | Dieu kien ve ky
chup/ban di¢n tw N A 1K X thuat
kem nhén ket qua
Nghi qpyét cua ban lanh dao hoi vé
T o ,ChlAIC qal P.Ql bat ttluorr}g Scan tir ban chinh Bit budc Ban ndp Scan mau
trong d6 néu rd ndi dung s€ thao
luan va quyét dinh tai dai hoi
2 D‘u’ tha? nhu:ng n Ql.duRg thio Iugn Scan tir ban chinh Bit budc Ban ndp Scan mau
va quyét dinh tai dai hoi
Duy kién thoi gian, dia diém t6 chuc
dai hoi, s6 luong dai biéu moi, dai , .
3 | bidu chinh thitc tham du dai hoi, du Scan tur ban chinh Bat budc Ban nop Scan mau
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35. Quy trinh: Cho phép hdi @it vin phong dai dién cap tinh (chi ap dung déi véi hoi c6 pham vi hoat dong ca nuée hoic lién tinh.

(QT-35)
Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Can cu phap ly Ghi chu
gian
- C4 nhan nop ho so truc tuyén tai Cong dich vu cong - Nghi dinh s6
quéc gia (dia chi: dichvucong.gov.vn) hozc Cong dich vu Cong Dich vu | 45/2010/ND-CP
cong ctia Thanh phé (dia chi: dichvucong.hanoi.gov.vn); cong Qudc gia | ngay 21/4/2010 cua
- Ngudi nop ho so dang ky tai khoan giao dich dién thyc hién dang | Chinh phi quy dinh
tir, dang nhép tai khoan, xac thyc dinh danh di¢n tir nhap mot lan, diéu | vé t0 chirc, hoat
(theo hudng dan trén Cong Dich vy cong). huéng nguoi dung | dong va quan 1y
- Céng DVC két ndi véi CSDLDC dé khai thac cac téi Cong Dich vu | hdi; Nghi dinh sé
trrong thong tin cua céng dan co trong CSDLDC cong Thanh phd | 33/2012/ND-CP Neudi 1o
. e o Ax 2 n , \ p guol  Nop
(khi duogc ket r]ol). dé thuc hién cac | Ngay 13 thang 4 hd so phai
- Nguoi nop ho so lya chon: budc tiép theo; nam 2012 cua din k’p @i
+ Djch vu cong truc tuyén Cpinh phu sfrg d@i, kho§n ygiao
1. + Chon So Ngi vu Tai khoan gom | bosung motsodicu | . o 4o
Nop ho | Canhan | + Linh vuc To chic phi chinh phu Tén dang nhap va cua Nghi dinh so din 'nhép;
sO + Chon thi tuc: Cho phép héi dat van phong dai mét khau. 45/2010/ND-CP i 8 khoan
dién cap tinh. ngay 21 thang 4| .. e
- Nguoi nop ho so dién cac nodi dung theo Biéu miu nam 2010 cua dinh  danh
dién tir (chi tiét tai Phu luc 35.1 kém theo). Chinh phu quy dinh | 4. 4

(Trweong hop cac thong tin trong Biéu mau dién tir da
¢6 trong Co s¢ di lidu quac gia vé dan cu, hé thong
thong tin cd lién quan, dugc dien ty dong (néu co)

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 35.2 kém theo);

- Nguoi nop kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xéac, hop phép.

Bicu mau dién tt;
Thong bao vé viéce
da gtri ho so thanh

cong, cho kiém
tra, ti€p nhan,
phan hoi.

vé td churc, hoat
dong va quan ly
hoi;

- Cac van ban co
lién quan cua co
quan c6  tham
quyén theo quy
dinh
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- Nguoi nop hd so truc tuyén lira chon guri ho so (ban
gidy), nhan két qua giai quyét hd so (ban gidy) qua
dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi1 vu s€ gui két
qua file dién tir vao dia chi email ciia cong dan).

2.
Tiép
nhén va
gidi
quyét
ho so

1. Nhan thong bao ¢6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén giai quyét: Giri Thong bao dén
Nguoi ndp hd so (mau Thong bao Pién tir) yéu cau
bod sung ho so, hoan thién hd so, néu rd loai giéy to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudng hop ho so du diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyétTT}HZ(Sétheodﬁid@nt&theornﬁu)

3.2. Xac nhan thong tin, giri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.

Chuyen ho so t6i Truong B phan mot cira; Chuyen
ho so dén Lanh dao phong chuyén mon thy 1y hd so.

4. Truong hop Nguoi nop h6 so khong bd sung, hoan
thién dugc ho so thi B phan Mot ctra ¢6 Thong bao Dién

eo.

tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.

Lanh
dao,
Cong
chire
phong

1. Truy cap vao Phan mém Mot cira nhan thong bao
c6 hd so méi va tiép nhan hd so.

2. Phan cong cho cong chirc thy 1y hd so, tham muu
giai quyét.

3. Cong chirc thu Iy ho so kiém tra hd so.

01
ngay

08
ngay

Thong bao hen tra
két qua (hoic tir
chdi, hoic hudng
dan);

Biéu mau the(;
Thong  tu sO
01/2018/TT-VPCP

Phiéu chuyén xu | ngay  23/11/2018
1y (Thé hién trong | cia Van  phong
Phian mém bang | Chinh phu
1énh chuyén).
Cap nhat trén H¢

théng;

Yéu cau bd sung/
tur choi gidi quyet
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thu ly ho | 4. Tham dinh, trinh Lanh dao phong, S¢ xem x¢ét ho
SO’ so du dieu kién, khong du djéu kién chq phép to chirc
dai hoi nhi€m ky, dai hoi bat thuong cap tinh.
~ Lanh dao S¢ ky To trinh va ky nhdy du thao Quyét A Ay A TYA
Lanh | 4ioh ciia UBND Thanh phé hodc cho § kién chi dao | Or | Capnhattrén He
dao S¢ X ngay thong
glal quyet
L&nh 1. Xem xét, ky Quyét dinh chuyén So Néi vu
dao 2. Trudng hop khong chap thuan (can phai xin y kién A A A YA
UBND | b sung cac don vi lién quan), UBND Thanh phé c6 nog Cap nglgglfren He
Thanh | van ban gui Sé Noi vu dé tlep tuc xin y kién céc co gay g
phf') quan lién quan.
B¢ phan
3 Mgt cira/ Hoan thi¢n
Hoan To AChu,c 1. Tra két qua cho Tb chiic, cong dan, Ngudi ndp hd so. Trang thong tin cac quy i nt]
cn 1A cong N A \ s TrAs 01 A o 2 két thuc ho
thién ho A 2. Ban giao ho so luu cho Phong Quan Iy Ho1i, Doanh . dong bo Cong A X
. dan, A A, A ngay s I so trén Phan
so; Tra .. | nghi¢p va Cong tac thanh nién. Dich vu quoc gia A .
£ - nguoi mém  Dich
két qua NI 0
nop ho vu cong

SO’
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PHU LUC 35.1: BIEU MAU PIEN TU

I. Thong tin ngudi nhap hd so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cap:

7. Pia chi:
IL. Thong tin dé nghi

8. Pon vi dé nghi:

9. bia chi don vi:

10. N6i dung dé nghi:

11. Vin ban dé nghi sb:

12. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cic thong tin cung cép la dung su that.

- Biéu miu tuong tac ghi nhan thoi gian hoan tat viéc cung cép thong t1n.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia ngudi yéu cau.



CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

PON XIN PHEP
Dat Van phong dai dién

Kinh guri: Uy ban nhan dan ...(1)...
Hoi ...(2)... bdo céo Uy ban nhan dan ...(1)... xem xét, cho phép Hoi dit Vin phong dai dién cua

Hoi tai ...(1)... nhu sau:
1. Sw can thiet dat Van phong dai dién

Thong tin lién hé:
Ho va tén:

Hoi ...(2)... d& nghi Uy ban nhan dén ....(1)... xem xét, cho phép Hoi dat van phong dai dién./.

..., Ngay ... thang ... nam ...

Noi nhéin: TM. BAN THUONG VU (5)
- Nhu trén; CHU TICH

- (Chir kY, diu)

- Luu: ... Ho va tén

Ghi chu:

(1) Tén tinh hodc thanh phd tryc thudc Trung wong;

(2) Tén hoi dé nghi dit van phong dai dién;

(3) Néu rd su can thiét dit van phong dai dién va dia chi du kién noi dit vin phong dai dién;
(4) H6 so theo quy dinh tai Khoan 1 Piéu 6 Thong tu nay;

(5) Tén goi khac theo quy dinh diéu 18 hoi.



PHU LUC 35.2: THANH PHAN HO SO PIEN TU

Co so dir

A2 z A n z Xuét trinh/ np A ren Ao
TT Tén thanh phin hd so ll@ll/}) an Bat bAu (_)c/’khon‘g bat ban chinh khi Dicu klgl} veky
chup/ban dién budc dinh kém A 1K X thuat
. nhan két qua
tw
1 ?igg xin phép dat van phong dai Ban scan Bit budc Ban nop Ban scan
Du kién ndi dung hoat dong ctia vin , L1 A . A ,
2 phong dai dién tai Ha Noi Bén scan Bat budc Bén ndp Bén scan
Ban sao chung thuc Quyét dinh \ L4 A . A ,
3 thanh 1ap hoi, di 3u 16 hoi; Ban scan Bat budc Ban ndp Ban scan
Ban sao c6 chung thuc cac gidy to
4 hop I¢ lién quan dén quyén sir dung Ban scan Bit budc Ban ndp Ban scan mau

nha, dat noi du kién dat van phong
dai dién.
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36. Quy trinh: Cép gidy phép thanh lip va cong nhin diéu 1¢ quy (QT-36)

Buéc Chu Quy trinh chi tiét Thoi Trang thai Cin cu phap ly Ghi chu
thé gian
- C& nhan ndp ho so truc tuyén tai Cong dich vy cong quoc o i
gia (dia chi: dichvucong.gov.vn) hoic Cong dich vu cong Céng Dich vy |- Nehi dinh 6
cua Thanh phd (dia chi: dichvucong.hanoi.gov.vn); cong Quéc gia 93/\ 2019/NB',CP
- Ngudi nop hé so ding ky tai khoan giao dich dién ti, thuc hién dang |N9aY 25 thang 11
dang nhap tai khoan, xac thye dinh danh dién tir (theo nhap mot lan, didu | Ndm 2019 cua Chinh
huéng dan trén Cdng Dich vu cong). hudng ngudi ding | Pt V€ t0 chire, hoat
- Cong DVC két néi véi CSDLDC dé khai théc cac t6i Céng Dich vy | 4008 cua quy xa hoi,
truong théng tin cia cong dan ¢ trong CSDLDC (khi cong Thanh phd | quy tor thicn; .
duoc két ndi). dé thyc hién cac | 1hong  fw S0 Ngudi nop
- Ngudi nop hd so lya chon: budc tiép theo; 04{2020/ TT-?NV hd so pﬁéi
+ Djch vy cong truc tuyén ngay 13 thang 10 dang ky tai
+ Chon S& Néi v Tai khoan gom |DdM 2020 cua BO |0 Toin,
1 | + Linh vuc Té chirc phi chinh phu Tén ding nhap va | N1 vu quy dinh chi dich dién
Nop hd nﬁgn + 9h0r] ‘AthdAtuci Cép gidy phép thanh 1ap va cong mat khau. Eg;g;%‘f:g% i(ié?lnc%l; th, dang
SO nhén dieu 1¢ quy o Nehi  dinh 2 |nhap  tai
- Ngudi nop ho so dién cac ndi dung theo Biéu mau dién ghi ihl SO khoan. xac
tir (chi iét tai Phy lyc 36.1 kém theo), e | D32019MND-CP e T dinh
(Trwong hop cac thdng tin trong Biéu mdu dién i da co Bieumaudiént; |ngay 15 thang 11}, 0 4ian
trong Co'sc dit ligu qudc gia vé ddn cu, hé thong thong Thong bdo vé viéc | nam 2019 cua Chinh | '

tin ¢é lién quan, dwoc dién tw dong (neu co)

- Tich hgp thanh phan ho so theo mAu tai Biéu mau dién
tir (chi tiét tai Phu luc 36.2 kém theo);

- Nguoi nop kiém tra, cap nhat thong tin bao dam théng
tin day du, chinh xac, hop phap.

- Nguoi nop hé so truc tuyen lva chon gui ho so (ban
gidy), nhan két qua giai quyét ho so (ban gidy) qua dich
vu buu chinh cong ich.

da gtri hd so thanh

cong, cho kiém
tra, ti€p nhan,
phan hoi.

phu quy dinh vé t6
chuc, hoat dong cua
quy xa hoéi, quy tu
thién;

- C4c van ban c¢ lién
quan cua co quan co
thAm quyén theo quy
dinh.
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(Truong hop cong dan khong Iya chon nhan két qua qua
dich vu buu chinh céng ich, S& Noi vu s& giri két qua
file dién tr vao dia chi email ctia cong dan).

2.
Tiép
nhén va
gidi
quyét
ho so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so Va‘l cac thong tin;

Truong hop ho so can b6 sung hodc hd so khong thudc
tham quyen giai quyét: Gui Thong bao dén Nguoi nop
hé so (mau Thong bao bién tur) yéu cau bd sung ho SO,
hoan thién ho so, néu 13 loai gidy td, ndi dung can bo
sung dé Ngudi ndp hd so bo sung, hoan thién.

3. Trudong hop ho so du diéu kién giai quyét:

Bo
phan |3.1. Cap nhit théng tin vao Hé théng thong tin giai
Mot | quyet TTHC (S6 theo doi dién tir theo mau).
cra | 3.2. Xac nhan thong tin, giri thong bao tiép nhan (ma hd
s0 va ngdy gid tra két qua) vao tai khoan ctia Ngudi nop
hé so.
Chuyén ho so téi Trudéng Bo phan mot cira; Chuyén hd
so dén Lanh dao phong chuyén mén thy 1y hd so.
4. Truong hop Nguoi nop hé so khéng bd sung, hoan thién
duoc ho so thi B phan Mot ctra c6 Thong bao Dién tir tur
chdi giai quyét yéu cau ctia Ngudi ndp ho so.
Lanh 1. Truy c.';}p Va.O’ Phan mem Mot cira nhan thong bao c6
da0 hé so mai va tiép nhan ho so. ‘ N
Cé n,g 2. Phén c6ng cho cong chire thy 1y ho so, tham muu giai
chirc quyet. 5 2 )
phong 3. Cong chfrc thu Iy ho so kiém tra ho so. ‘
thy Iy 4, Th@m dmh, trinh Lanh .(‘iao ph(‘)ng’, Sc’)" xem x¢ét ho so
hd so du dicu kién, khong du diéu kién Cap gidy phép thanh

1ap va cong nhan diéu 1& quy:

01
ngay

29
ngay

Thong bao hen tra
két qua (hodc tu

Biéu mau theo

chdi, hodc hudng Thong tu
dan); 01/2018/TT-VPCP
Phi€u chuyén xir | ngay 23/11/2018 cia
ly (The hién trong | Van phong Chinh
Phan mém bang phu
lénh chuyén).
Céap nhat trén H¢

thong;

Yéu cau bd sung/
tur choi gidi quyet
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Cong chtrc phong chuyén mén tong hop ¥ kién cac co
quan lién quan, 1ap to trinh ctia S6 Noi1 vu va dy thao
Quyét dinh ctia Cha tich UBND Thanh phd trinh Lanh
dao Phong néu du diéu kién.

(Truong hop y kién cac co quan khong dong ¥ s can giai
trinh bd sung: cong chirc phong chuyén mén téng hop,
du thao bao cao UBND Thanh phd xem xét chi dao).

Lanh dao S¢ ky To trinh va ky nhay du thiao Quyét dinh

Lanh | 4a Chi tich UBND Thanh phé hodc cho ¥ kién chi dao | 0o | ©4p nhat trén He
dao So | ... X ngay thong
glal quyet
Xem xét, ky Quyét dinh cap giay phép thanh lap va
Lanh | cong nhan diéu 1& quy , ‘ o
dao | Truong hgp khong chap thudn (can phai xin ¥ kién bo A Ay A TYA
UBND | sung cac don vi lién quan), UBND Thanh phd c¢6 vin nog Cap ngfi;t tren He
Thanh | ban gii S& Noi vu dé tiép tuc ban hanh van ban d& nghi | 92 ong
phé | cac co quan, don vi lién quan nghién ctru hd so, gop ¥
kién giri vé S& Noi vu.
B
phan
Mot Hoan thi¢n
3. cira/ cac quy
Hoan | T6 | 1.Trakétquacho To chirc, cong dan, Ngudi ngp ho so. 02 Trang thong tin trinh keét
thién ho | chirc | 2. Ban giao ho so luu cho Phong Quan ly Hoi, Doanh ngay dong bo Cong thac ho so
so; Tra | cong | nghi¢p va cong tac thanh nién. Dich vu quoc gia trén Phan
két qua | dan, mém Dich
nguoi vu cong
ndp ho

SO’
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PHU LUC 36.1: NOI DUNG BIEU MAU PON PE NGHI THANH LAP QUY

I. Thong tin ngudi nhap hd so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cap:

7. Pia chi:
IL. Thong tin dé nghi

8. Pon vi dé nghi:

9. bia chi don vi:

10. N6i dung dé nghi:

11. Vin ban dé nghi sb:

12. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cic thong tin cung cép la dung su that.

- Biéu miu tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong t1n.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 36.2: THANH PHAN HO SO PIEN TU

oy VAL I 2 z n n < Xut trinh/ ndp A LAl A1 e
TT Tén thanh phin hd so Co's6 dirliéu/ban | Bat buge/khong bat | - = iy o Diéu ki¢n ve ky
chup/ban dién tir bugc dinh kém A 1A . thuat
nhan két qua
1 | Pon d& nghi thanh lap quy Scan ban chinh Bit budc Bén nop Scan mau
2 | Du thao Piéu 1¢ quy Scan tur ban chinh Bit budc Béan ndp Scan mau
3 T?l hgu ?hung m1n~h @i san dong Scan tir ban chinh Bit budc Ban ndp Scan mau
g6p dé thanh 13p quy
So yéu 1y lich, phiéu 1y lich tu phap
cua cac thanh vién ban sang lap quy,
sang lap vién thanh 13p quy néu
4 | thubc dién quan Iy cua co quan ¢6 | g . o pan chinh Béit bugc Ban nop Scan miu
tham quyén thi phai dugc sy dong y
bang van ban ctiia co quan c6 tham
quyén theo quy dinh vé phan cap
quan 1y can bo
B‘éln sao di chﬁc c6 ching thuc; qu , ‘
5 | dong uy quyén c6 cong ching (néu Scan tir ban sao Bat budc Ban ndp Scan mau

c0).




Miu- Pon dé nghi cip gidy phép thanh Iap va cong nhin Diéu 1§ quy

CONG HOA XA HOQI CHU NGHIA VIET NAM
Péc lap - Tw do - Hanh phic

PON PE NGHI
Cap giay phép thanh 14ap va cong nhin Diéu 1€ Quy ... ...

Kinh gui: ...2...

Ban sang 1ap Quy ... .... trén trong dé nghi ... 2.... xem xét, quyét dinh cap
Gidy phép thanh 1ap va cong nhén Piéulé Quy ........ nhu sau:
1. Sy can thiét va co sé phap Iy thanh lap Quy
a) Su can thiét

...................................................................................................

.
Q ~
................................................................................................

...................................................................................................

Thong tin khi can lién h¢ (truong hop nguoi duge Truong ban sang lap uy quyén
thi c6 gidy iy quyén kem theo):
Ho va tén:

...................................................................................................

SO QBN thOAT:. ... eeeee et e
Pé nghi ...2...xem xét, quyét dinh cip Gidy phép thanh lap va cong nhan Diéu 1¢
Quy...k..J.
Noi nhin: .8 ..ngay ... thang ... nam 20...
[ Pl e TM. BAN SANG LAP
o TRUONG BAN
(Chit ky)

Ho va tén
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Ghi chu:
1Tén quy du kién thanh 1ap: tén tiéng Viét, tén tiéng nudc ngoai va tén viét tit (néu co).
2Tén co quan c6 tham quyén cho phép thanh lap quy.
3Néu tom tat thuc trang linh vuc quy du kién hoat dong, su can thiét thanh 1ap quy, ton
chi, muc dich cua quy; kinh nghiém hoac nhitng cong viéc cua cac sang lap vién lién
quan dén linh vuc quy du kién hoat dong.
“Chi truong cua Pang; chinh sach, phap luat ctia Nha nude lién quan truc tiép dén linh
vuc quy du kién hoat dong.
5Tai san déng gop thanh 1ap quy bao gdm tién ddong Viét Nam va tai san quy dbi ra tién
dong Viét Nam theo quy dinh tai Diéu 14 Nghi dinh s6 93/2019/NP-CP.
Dy kién phuong huéng hoat dong ciia quy: to chirc bd may; phwong an trién khai céc
hoat dong cua quy theo timg nam va trong giai doan 5 nim dau cua quy; xay dung, ban
hanh cac vin ban trién khai thuc hién diéu 1& quy.
"Pam bao day du theo quy dinh tai Diéu 15 Nghi dinh s6 93/2019/ND-CP (riéng vin ban
xéac nhén try sé cta quy gdm: hop dong cho thué, cho muon va cac van ban khac theo
quy dinh cua phap luat).
& Pia danh.



37. Quy trinh: Cong nhin quy di diéu kién hoat dong va cong nhin thanh vién Hoi ddng quan ly quy (QT- 37)

Bwoc

Chi thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap ly

Ghi chu

Céa nhan

- Canhan nop ho so truc tuyén tai Cong dich vu cong
quédc gia (dia chi: dichvucong.gov.vn) hoic Cong
dich vu cong coa Thanh phd (dia chi:
dichvucong.hanoi.gov.vn);

- Ngudi nop hé so ding ky tai khoan giao dich
dién twr, dang nhap tai khoan, xac thuc dinh danh
dién tir (theo huong dan trén Céng Dich vy
cong).

- Cong DVC két ndi vi CSDLDC dé khai thac
cac truong thong tin cta céng dan co trong
CSDLDC (khi dugc két nbi).

- Nguoi nop hd so lya chon:

+ Dich vu c6ng truc tuyén

+ Chon So Noi vu

+ Linh vyc Té chirc phi chinh phu

+ Chon thi tuc: Cong nhan quy di diéu kién
hoat dong va cong nhan thanh vién Hji dong
quan ly quy

Céng Dich wvu
cong Qudc gia
thuc hién dang
nhap mot lan,
diéu huéng
nguoi dung téi
Cong Dich vu
cong Thanh pho
dé thuc hién cac
budc tiép theo;

Tai khoan gom
Tén dang nhép
va mat khau.

- Nghi dinh s6
93/2019/Nb-CP
ngay 25 thang 11
nam 2019 cua
Chinh phua vé t6
chic, hoat dong
cua quy xa hdi,
quy tu thién;
-Thong tu s
04/2020/TT-
BNV ngay 13
thang 10 ndm
2020 cua Bo Noi
vu quy dinh chi
tiét va huéng dan
thi hanh mot sb
diéu cia Nghi
dinh
93/2019/Nb-CP

Nguoi nop hod
so phai dang ky
tai khoan giao
dich dién tu,
dang nhap tai
khoan, xac thuc
dinh danh dién
tir
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- Ngudi nop ho so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 37.1 kém theo).
(Truong hop céc thong tin trong Biéu mdu dién tir
dd cé trong Co sé di liéu quac gia vé dan cu, hé
thdng thong tin ¢ lién quan, dwoc dién tw dong
(néu co)

- Tich hop thanh phan ho so theo mau tai Biéu
mau dién tir (chi tiét tai Phu luc 37.2 kém theo);
- Nguoi ndp kiém tra, cap nhat thdng tin bao dam
thong tin day du, chinh xéc, hop phép.

- Nguoi ndp ho so truc tuyén lya chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban
gidy) qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két
qua qua dich vu buu chinh céng ich, S& Noi vu
s& giri két qua file dién tir vao dia chi email cta
cong dan).

Biéu mau dién
tu;

Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

ngay 15 thang 11
nam 2019 cua
Chinh phu quy
dinh vé t6 chuec,
hoat dong cua
quy xa hoi, quy
tur thién;

- Céc van ban co
lién quan cua co
quan c6 thim
quyén theo quy
dinh.

Tiép
nhén va
gidi
quyét
hé so

B¢ phan
Mot cira

1. Nhan thong bao c6 ho so mdi trén Hé thong;
2. Kiém tra ho so va cac thong tin;

Truong hop ho so can bd sung hodc hd so khong
thudc tham quyén giai quyét: Giri Thong bao dén
Nguoi nop hd so (miu Thong bao Dién tir) yéu
cau b sung hd so, hoan thién hd so, néu rd loai
gidy 0, n6i dung can bd sung dé Nguoi ndp hd
so b sung, hoan thién.

3. Truong hop ho so di diéu kién giai quyét:
3.1. Cap nhat thong tin vao Hé thong thong tin
giai quyét TTHC (S6 theo di dién tir theo mau).

Thong bao hen
tra két qua (hoac

tr chdi, hoidc
huéng dan);
Phiéu chuyén xur
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu miu theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Van phong
Chinh phu
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3.2. X4c nhan thong tin, giri thong béo tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan
ctia Nguoi nop ho so.

Chuyén hd so téi Truéng Bo phin mot cira;
Chuyén ho so dén Lanh dao phong chuyén méon
thu 1y ho so.

4. Trudong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi Bo phan Mot cira ¢6 Thong bao
Pién tir tir chdi giai quyét yéu cau ciia Ngudi ndp ho
S0.

Lanh dao,

Cong chire

phong thu
1y hé so

1. Truy cap vao Phan mém Mdt cira nhan thong
béo c6 hd so méi va tiép nhan ho so.

2. Phan cong cho cong chic thu 1y hd so, tham
muu giai quyét.

3. Cong chirc thy 1y ho so kiém tra ho so.

4. Tham dinh, trinh Lanh dao phong, S¢ xem xét
hé so du diéu kién, khong du dleu kién.

Cong chtrc phong chuyén mén tong hop ¥ kién
cac co quan lién quan, 1ap to trinh cua S& Noi
vu va du thao Quyét dinh cua Chu tich UBND
Thanh phé trinh Lanh dao Phong néu du diéu
kién.

(Truong hop y kién cac co quan khong dong ¥,
can giai trinh bd sung: cong chic phong chuyén
mon tong hop, du thao bdo cao UBND Thanh
phd xem xét chi dao).

01 ngay

19 ngay

Cap nhat trén
H¢ thong,
Yéu cau bd
sung/ tir chdi
giai quyét

Lanh dao
S&

Léanh dao So ky To trinh va ky nhay du thao
Quyet diph cua Chu tich UBND Thanh pho hoac
cho y kién chi dao gidi quyét

02 ngay

Céap nhat trén
H¢ thong
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Xem xét, ky Quyét dinh Vé viéc cong nhan Quy
du diCu kién hoat dong va cong nhan thanh vién
Ho1 dong quan 1y Quy.

Lanh dao Truong hop khong chép thuan (cin phai xin ¥ A At (oA
UBND s Cap nhat trén
X kién b sung cac don vi lién quan), UBND | 05 ngay A o &
Thanh H¢ thong
hé Thanh phd c6 vin ban giri S¢ Noi vu dé tiép tuc
P ban hanh vin ban dé nghi cac co quan, don vi
lién quan nghién ctru ho so, gop ¥ kién gtri vé S&
Noi vu.
3 B9 phan £ x Hoan thién céc
R Mot cira/ | 1. Tra két qua cho To chirc, cong dan, Nguoi ndp Trang thong tin N
Hoan 2 . A A A A quy trinh két
.~ x| Tochirc |hoso. s dong bo Cong LA A
thién ho | N L. A \ .1 ra: | 02 ngay : X thuc ho so trén
. | congdan, | 2. Ban giao ho so luu cho Phong Quan ly Hoi, Dich vu qudc N A
s05 Tra ngwoi ngp | Doanh nghiép va cong tac thanh nién Ia Phan mém
két qua gud1 Nop ghiep & ' g Dich vu cong

ho so




I. Thong tin ngwdi nhap hd so
1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cap:

7. Pia chi:
IL. Thong tin dé nghi

8. Pon vi dé nghi:

9. bia chi don vi:

10. N6i dung dé nghi:

11. Vin ban dé nghi sb:

12. Ngay ban hanh van ban:
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PHU LUC 37.1: NOI DUNG BIEU MAU

- Nguoi yéu cau cam doan cic thong tin cung cép la dung su that.
- Biéu mau tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia ngudi yéu cau.
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PHU LUC 37.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phin ho so

Co s6 dir li€éu/ban
chup/ban dién tir

Bit budc/khdng bit
budc dinh kém

Xut trinh/ ndp
ban chinh khi
nhin két qua

Piéu kién vé ky
thuat

Tai liéu ching minh viéc hoan tat
cac thu tuc cong bd vé viéc thanh
1ap quy va chuyén quyén s¢ hitu tai
san dong gop thanh 1ap quy

Scan ban chinh

Bit budc

Ban ndp

Scan mau

Danh sach, dia chi, s6 dién thoai
lién hé, so yéu 1y lich va phiéu ly
lich tu phap cua cac thanh vién Hoi
ddéng quan 1y quy, néu thudc dién
quan ly cua co quan c6 thim quyén
thi phai dugc su dong v bang van
ban cua co quan c6 tham quyén theo
quy dinh vé phan cap quan 1y can bo
trudc khi bau Hoi dong quan 1y quy.
Truong hop thanh vién Hoi dong
quan ly quy la nguoi nudc ngoai
phai cung cap 1y lich c6 xac nhan
clia co quan c6 tham quyén cua
nude ngudi d6 mang qudc tich

Scan tir ban chinh

Bit budc

Ban nop

Scan mau

Van ban lién quan dén viéc bau
thanh vién va cac chirc danh Hoi
dong quan 1y quy

Scan ttr ban chinh

Bit budc

Ban nop

Scan mau




Miu- Pon dé nghi cip gidy phép thanh Iap va cong nhin Diéu 1§ quy

CONG HOA XA HOQI CHU NGHIA VIET NAM
Péc lap - Tw do - Hanh phic

PON PE NGHI
Cap giay phép thanh 14ap va cong nhin Diéu 1€ Quy ... ...

Kinh gui: ...2...

Ban sang 1ap Quy ... .... trén trong dé nghi ... 2.... xem xét, quyét dinh cap
Gidy phép thanh 1ap va cong nhén Piéulé Quy ........ nhu sau:
1. Sy can thiét va co sé phap ly thanh 1ap Quy
a) Su can thiét

...................................................................................................

.
Q ~
................................................................................................

...................................................................................................

Thong tin khi can lién h¢ (truong hop nguoi duge Truong ban sang 1ap uy quyén
thi c6 gidy iy quyén kem theo):
Ho va tén:

...................................................................................................

SO QBN thOAT:. ... eeeee et
Pé nghi ...2...xem xét, quyét dinh cip Gidy phép thanh lap va cong nhan Diéu 18
Quy...k..J.
Noi nhin: .8 ..ngay ... thang ... nam 20...
[ Pl e TM. BAN SANG LAP
o TRUONG BAN
(Chir ky)

Ho va tén
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Ghi chu:
1Tén quy du kién thanh lap: tén tiéng Viét, tén tiéng nudc ngoai va tén viét tit (néu co).
2Tén co quan c6 tham quyén cho phép thanh lap quy.
3Néu tom tat thuc trang linh vuc quy du kién hoat dong, su can thiét thanh 1ap quy, ton
chi, muc dich cua quy; kinh nghiém hoac nhitng cong viéc cua cac sang lap vién lién
quan dén linh vuc quy du kién hoat dong.
“Chi truong cua Pang; chinh sach, phap luat ctia Nha nude lién quan truc tiép dén linh
vuc quy du kién hoat dong.
5Tai san déng gop thanh 1ap quy bao gdm tién ddong Viét Nam va tai san quy dbi ra tién
d6ng Viét Nam theo quy dinh tai Diéu 14 Nghi dinh s6 93/2019/ND-CP.
Dy kién phuong huéng hoat dong cia quy: to chirc bd may; phuong an trién khai céc
hoat dong cua quy theo timg nim va trong giai doan 5 nim dau cua quy; xay dung, ban
hanh cac vin ban trién khai thuc hién diéu 1& quy.
"Pam bao day du theo quy dinh tai Diéu 15 Nghi dinh s6 93/2019/ND-CP (riéng vin ban
xéac nhén try sé cta quy gdm: hop dong cho thué, cho mugn va cac van ban khac theo
quy dinh cua phap luat).
& Pia danh.



38. Quy trinh: Cong nhén thay déi, bo sung thanh vién Hdi ddng quan ly quy (QT- 38)

Buée Chii thé Quy trinh chi tiét Thoi Trang thai Can cu phap ly Ghi chu
gian
- Ca nhan ndp ho so truc tuyén tai Cong dich vu cong C Nehi dinh <6
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich 93/ (g)l 9/ND-CP
va ¢bng cua Thanh pho (dia chi ngay 25 thang 11
dichvucong.hanoi.gov.vn); nim 2019 ota
- Nguoi nop ho so dang ky tai khoan giao dich dién Céne Dich vu | Chinh ohii vé &
tir, dang nhap tai khoan, x4c thyc dinh danh dién ti cong Quic gia | chito, hoat don
(theo hugng dan trén Cong Dich vu cong). e hicn dang | cia quj i BoL | Nauoi nop
- Céng DVC két ndi véi CSDLDC dé khai thac cac e S| o T O |
truong thdng tin cua céng dan co6 trong CSDLDC nhap - mot fan, 1 quy eh, | O SO pha
(khi duoc két ndi). dleu" ‘ huonrg -Thong tu  sO dang> ky tai
1 ) Ngu(‘yi. nop héd so lwa chon: nguoi dgng toi 04{2020/TT—BNV khOan - g|a?0
Nopho | Canhan |+ Djch Vu'céng truc tuyéh Cf) ne D}Ch e | hgay 13 tha[lg 19 d{Ch dien t}I ’
: Chon S& N&i Vi cong Thaph pho nam 2020 cua B(_) d‘qng nhap
i 1 Linh vue Té chire ohi chinh pha de thu:c, hién cac | Noi vu quy dinh | tai  khoan,
+ Chon 'thd tuc: C(E))ng nhﬁnpthay ddi, bod sung bude tiép theo; SLH tilé: Ka lllluéllfi g'élr?h éggﬁ
Ny en As A 2 Y e an thi hanh mot | di
thanh vién Hoi dong quan ly quy Tai khoan goém |sd diéu ctua Nghi | dién tur

Tén dang nhap
va mat khau.

dinh 93/2019/ND-
CP ngay 15 thang
I1 nam 2019 cua
Chinh phu quy
dinh vé t6 chic,
hoat dong cua qu¥y
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- Ngudi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 38.1 kém theo).
(Trwong hop cac thdng tin trong Biéu mau dién tir da
¢6 trong Co sé dir ligu quéc gia Vé ddn cu, hé thong
thong tin ¢6 lién quan, dwoc dien tir dong (neu co) _

- Tich hop thanh phan h6 so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 38.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéc, hop phép.

- Nguoi ndp hd so truc tuyén lua chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh céng ich.

(Trudng hop cong dan khong lua chon nhan két qua
qua dich vu buu chinh céng ich, S& Noi vu s& gui
két qua file dién tir vao dia chi email ctia cong dan).

Biéu mau dién
tu;

Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

xa hoi,
thién;

- Céac van ban co
lién quan cua co
quan c6 thim
quyén theo quy
dinh.

quy tu

2.
Tiép
nhan va
gidi
quyét
hé so

B¢ phan
Mot ctira

1. Nhan thong bao c6 ho so mdi trén Hé thong;

2. Kiém tra ho so va cac thong tin;

Truong hop ho so can bd sung hodc ho so khong
thudc tham quyen giai quyét: Gui Thong béo den
Nguoi nop hé so (miu Thong bao Dién tr) yeu cau
b sung ho 50, hoan thién ho so, néu rd loai gidy to,
ndi dung can bd sung dé Ngudi ndop hd so b sung,
hoan thién.

3. Truong hop ho so di diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thdng thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau).

3.2. Xac nhdn thong tin, giri thong béo tiép nhan
(ma hod so va ngay gio tra két qua) vao tai khoan ciia
Nguoi nop hd so.

01 ngay

Thong bdo hen
tra két qua (hodc
tr chdi, hodc
huéng dan);
Phiéu chuyén xur
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu miu theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Vian phong Chinh
phu
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Chuyén ho so toi Trudng B phan mét cira; Chuyén
hd so dén Lanh dao phong chuyén mén thy 1y ho
SO.

4. Trudong hop Ngudi nop hd so khong bo sung, hoan
thién duoc hd so thi Bo phan Mot cira c6 Thdng béo

4
c9. A

Pién tir tir chdi giai quyét yéu cau ctia Nguoi ndp ho so.

1. Truy cp vao Phan mém Mot cira nhan thong bao
¢6 ho so méi va tiép nhan ho so.

2. Phan cong cho cong chire thu 1y ho so, tham muu
giai quyét.

3. Cong chirc thu Iy ho so kiém tra ho so.

4. Tham dinh, trinh Lanh dao phong, S& xem xét ho

Cap nhat trén

Lanh dao, | 4 didu kién, khong dit didu kién. Hé théng;
Cong chue | . , \ A A A P A g A A LA
\ Cong chirc phong chuyén mon tong hop y kién céc Yéu cau bo
phong thu A Ao Y e NTA \ 1 Ae
IV he so | €O quan lién quan, 1ap to trinh cia S6 Noi vu va sung/ tir choi
YROS0 1 4y thao Quyét dinh cua Chii tich UBND Thanh \ giai quyét
pho trinh Lanh dao Phong néu du diéu kién. . 07 ngay
(Truong hop ¥ kién cac co quan khong dong y, can
giai trinh bo sung: cong chirc phong chuyén mén
tong hop, du thdo bao cao UBND Thanh phd xem
x¢ét chi dao).
« Lanh dao S& ky To trinh va ky nhay du thao Quyét A
Lanh 20 | 4 1 cia Cha tich UBND Thanh phé hogc cho § | 01ngay | C4Pmhattrén
Sé& Tk , o X H¢ thong
kién chi dao giai quyét
Linh dao 3(6(9{?; )c(litgri(i/y(g;}};et dinh Cong nhan thanh vién H)i
$E§] 'ﬁ Truomg hop khong chp thuan (cAn phai xin ¥ kién | 04 ngay Cagénggfen
phé bo sung cac don vi lién quan), UBND Thanh pho : &

c6 van ban gui S& Noi vu dé tiép tuc ban hanh van
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ban dé nghi cac co quan, don vi lién quan nghién
ctru ho so, gbp ¥ kién gir1 vé S6 Noi vu.

3.
Hoan
thién ho
so; Tra
két qua

B¢ phan
Mot cira/
Té chirc
cong dan,
nguwoi ngp
ho so

1. Tra két qua cho T6 chirc, cong dan, Ngudi nop hd
SO.

2. Ban giao hd so luu cho Phong Quan 1y Hoi,
Doanh nghiép va cong tac thanh nién.

02 ngay

Trang théng tin
dong bo Cong
Dich vu quéc

gia

Hoan thién
cac quy
trinh két

thuc ho so

trén Phan
mém Dich
vu cong




I. Thong tin ngwdi nhap hd so
1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cap:

7. Pia chi:
IL. Thong tin dé nghi

8. Pon vi dé nghi:

9. bia chi don vi:

10. N6i dung dé nghi:

11. Vin ban dé nghi sb:

12. Ngay ban hanh van ban:
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PHU LUC 38.1: NOI DUNG BIEU MAU

- Nguoi yéu cau cam doan cic thong tin cung cép la dung su that.
- Biéu mau tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong t1n
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia ngudi yéu cau.
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PHU LUC 38.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phin ho so

Co s6 dir li€éu/ban
chup/ban dién tir

Bit budc/khdng bit
budc dinh kém

Xut trinh/ ndp
ban chinh khi
nhin két qua

Piéu kién vé ky
thuat

Vin ban néu 15 1y do thay doi, bd
sung thanh vién Hoi dong quan 1y
quy, kém theo danh sach, dia chi, sb
dién thoai lién hé, so yéu 1y lich va
phiéu ly lich tu phap cua thanh vién
Hoi d6ng quan 1y quy duoc bo sung,
néu thudc dién quan 1y cua co quan
c6 thAm quyén thi phai duoc su
dong v bang van ban cta co quan co
tham quyén theo quy dinh v€ phén
cap quan ly can bd trudce khi bau
Hoi dong quan 1y quy.

Scan ban chinh

Bit budc

Ban ndp

Scan mau
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39. Quy trinh: Thay déi gidy phép thanh Iap va cong nhan diéu 1€ (sira ddi, b6 sung) quy (QT- 39)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Can cu phap ly Ghi chu
gian
- C4 nhan nop ho so truc tuyen tai Cong dich vu cong Céne Dich vu |- Nehi dinh $0
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu céng Quéc i 93/2019/NDb-CP
cbng cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); g WU ngay 25 thang 11
A 5 L L . . thuc hién dang | * , ,
- Nguoi nop ho so dang ky tai khoan giao dich dién nhip  mot [an. | HAm 2019 cua Chinh
tir, dang nhap tai khoénﬁ, xac thuc dinh danh dién tr e él? huon > | phu vé to chirc, hoat
theo huéng dan trén Cong Dich vu c6ng). s > | dong cua quy xa hoi,
(theo huong dan trén Cong Dich ong) nguoi dun togldg quy xa h
- Cng DVC két néi véi CSDLDC dé khai thac cac cgén Dicl% o | quy tir thién; ,
truong thong tin cua cong dan co trong CSDLDC c()ngThe‘{nh hé -Thong tu sO
(khi duoc két ndi). ong 1hanf pho | 54p020/TT-BNV | Ngudi  nop
- Ngudi nop ho so lya chon: de thue hién cac |00 13 thang 10 | hd so phai
g‘ 'pA : i budc tiep theo; 9 y ?g A | s ’p ..
+ Djch vu cong truc tuyén nam 2020 cua B¢ | dang ky tai
1 + Chon So Ngi vu Tai khoan gém Noi vu quy dinh chi | khoan giao
' LA + Li 5 chi i chi l n - . iét va hud an thi | dich dién tu,
Nop h | Cannan |y 48 ity phép thanh tgpa || Ton dine mp L HRE R e iy
i cong nhan didu 18 (sira déi, bo sung) quy ; | Nghi dinh | i khoan,
93/2019/ND-CP Xac thuc
- Nguoi nop h§ so dién cac nodi dung theo Biéu miu ngay 15 thang 11 [dinh  danh
dién tir (chi tiet tai Phu luc 39.1 kem theo). Biéu maiu dién | ndm 2019 cta Chinh | dién tu

(Trwong hop cac thong tin trong Biéu mau dién tir da
¢6 trong Co s¢ di lidu quac gia vé dan cu, hé thong
thdng tin c6 lién quan, duroc dien ty dong (néu co)

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 39.2 kém theo);

- Nguoi nop kiém tra, cap nhat thdng tin bao dam
thong tin day du, chinh xéac, hop phép.

tu;

Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hdi.

phi quy dinh vé t6
chuc, hoat dong cua
quy xa hoi, quy tur
thién;

- Cac van ban co lién
quan cua co quan cO
thAm quyén theo quy
dinh.
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- Nguoi nop hf) S0 truc tuyén lira chon gt ho so (ban
gidy), nhan két qua giai quyet ho so (ban gidy) qua
dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi1 vu s€ gui két
qua file di¢n tr vao dia chi email cua cong dan).

2.
Tiép
nhén va
giai
quyét
hé so

1. Nhan thong bao ¢6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (miu Thong bao Dién tir) yéu cau
b sung ho s0, hoan thién ho so, néu rd loai gidy 1o,
ndi dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudng hop ho so di diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyétTT}HZ(Sétheodﬁid@nt&theornﬁu)

3.2. Xac nhan thong tin, giri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.

Chuyén h6 so t6i Truong B phan mét cira; Chuyén
hd so dén Lanh dao phong chuyén mén thu 1y hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi B phén Mot cira c6 Thong bao Dién

e0.

tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.

Lanh
dao,
Cong
chirc

1. Truy cép vao Phan mém Mot cira nhan thong bao
c6 hd so méi va tiép nhan hd so. ‘
2. Phan cong cho cong chure thy 1y hé so, tham muu

giai quyet.

01
ngay

Thong bao hen
tra két qua (hodc

Biéu mau theo

tr chdi, hodc n
huong dan); Thong
01/2018/TT-VPCP
Phiéu chuyen XU . ,
ngay 23/11/2018 cua

ly (Thé hién : \ ,

A A Vian phong Chinh
trong Phan mém hi
bang 1énh phat
chuyén).
Cap nh@t trén Hé

thong;
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phong | 3. Cong chirc thy Iy ho so kiém tra ho so. Yéu cau bd
thu ly ho | 4. Thém‘ dinh, trinh Lanh dag phong, S¢ xem xét ho sung/ tur chéi
SO’ so du di€u kién, khong du diéu kién. , giai quyet
Cong chirc phong chuyén mon tong hop y kién cac
co quan lién quan, 13p to trinh ctia S& Noi vu va du 19
thao Quyét dinh cia Chu tich UBND Thanh ph6 ngay
trinh Lanh dao Phong néu du di€u kién.
(Trudong hop ¥ kién cac co quan khong dong y, can
giai trinh bo sung: cong chirc phong chuyén moén
tong hop, du thao bdo cdo UBND Thanh phd xem xét
chi dao).
~ Lanh dao S¢ ky To trinh va ky nhay du thao Quyét A A A YA
Lanh 1 4i0h ctia Cha tich UBND Thanh phé hodic cho ¢ kién | 02 | €3p nhat trén He
dao So , Z ngay thong
chi dao gidi quyét
Xem xét, ky Quyét dinh cong nhan dicu 1€ (stra doi,
Lanh | bo sung) cua quy. ’ . ,
dao Truong hop khong chap thuan (can phai xin y kién . A TTA
UBND | b6 sung cac don vi lién quan), UBND Thanh pho c6 nog Cap nt};f‘gfen He
Thanh | van ban gii S Noi vu dé tiép tuc ban hanh van ban | "9 g
pho de€ nghi cac co quan, don vi lién quan nghién ctru h6
s0, gop v kién gui vé So Noi vu.
Bo phan Hoan thién
Mot cura/ .
3 T chire A A ) Trang thong tin cac quy
Hoan A 1. Tra két qua cho T6 churc, cong dan, Ngudi ndp ho so. A A R trinh két
oA 1A cong N A . o A 02 dong bo Cong . 1A
thién ho R 2. Ban giao ho so Iuu cho Phong Quan Iy Ho1i, Doanh A . £ thuc ho so
o, dan, N , C ngay Dich vu quoc N N
so; Tra .. | nghi¢p va cong tac thanh nién. . trén Phan
£ . nguoi gia X )
két qua A 1A mém Dich
nop ho A
vu cong

SO




I. Thong tin ngwdi nhap hd so
1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cap:

7. Pia chi:
IL. Thong tin dé nghi

8. Pon vi dé nghi:

9. bia chi don vi:

10. N6i dung dé nghi:

11. Vin ban dé nghi sb:

12. Ngay ban hanh van ban:

257

PHU LUC 39.1: NOI DUNG BIEU MAU

- Nguoi yéu cau cam doan cic thong tin cung cép la dung su that.
- Biéu mau tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia ngudi yéu cau.
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PHU LUC 39.2: THANH PHAN HO SO PIEN TU

A VA I z A n ; Xuit trinh/ ndp A AL A Lo
TT Tén thanh phin hb so Co'sg dirliéu/ban | Bat buge/khong bat | - = iy i Diéu ki¢n ve ky
chup/ban dién tir bugc dinh kém A 1A . thuat
nhan két qua
bon dé nghi thay doi gidy phép va , ‘
1 cong nhan diéu 1€ (stra do1, bo sung) Scan ban chinh Bat budc Ban nop Scan mau
quy , ‘
Nghi quyét cua Hoi dong quan ly
2 ql.l;y heu r oly d © VeAVwC‘ Xlr} thay df) ! Scan ban chinh Bit budc Ban ndp Scan mau
gidy phép thanh 1ap va cong nhan
diéu I¢ quy
3 Du théao diéu 1é stra doi, bd sung Scan ban chinh Bit budc Ban ndp Scan mau




MAu- Pon dé nghi thay déi gidy phép thanh lip va cong nhén diéu 1€ (sira ddi, bosung) quy

CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

PON PE NGHI
Thay d6i Gidy phép thanh Iap va cong nhan Diéu 1¢ (sira doi, b6 sung)
Quy...k...
Kinh gui: ....2...

Theo quy dinh tai Nghi dinh 50 93/2019/ND-CP ngay 25 thang 11 nam 2019
ctia Chinh phu vé to chirc, hoat dong ctia quy x4 h01 quy tur thién va quy dinh cua
phap luat co lién quan; Hoi ddéng quan Iy Quy ..1.... dé nghi ... xem xét, quyét
dinh viéc thay d6i Gidy phép thanh 1ap va cong nhan Diéu 1¢ (stra ddi, bd sung) cla
Quy nhu sau:

1. Mt s6 thong tin co ban vé Quy

........................................................
........................................................
........................................................

5. Cac tai liéu c6 lién quan (néu co)

Thong tin khi can lién hé:

Ho va tén:

Dia chi lién lac:

S dién thoai:

Noi nhin: .., ngay ... thang ... nam 20...

- Nhw trén, TM. HQI PONG QUAN LY QUY

(Chirc vu, chir ky, ddu)
Ho va tén

- Luu: ...

Ghi chu:

1 Tén quy theo quyet dinh cap gidy phép thanh l4p va céng nhan diéu 1 quy.
2Tén co quan co thAm quyén cho phép thanh 1ap quy.

3Pam bao day du theo quy dinh tai Diéu 20 Nghi dinh s6 93/2019/ND-CP.
“ Pia danh.



40. Quy trinh: Cép lai gidy phép thanh lap va cong nhan diéu 1¢ quy (QT- 40)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin cw phap ly Ghi chu
gian
- Cé nhan ngp ho so truc tuyen tai Cong dich vu cong Cine Dich - Nghi dinh s6
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu con & Quéc Vil'al 93/2019/NDb-CP
cbng cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); g Kuoc & ngay 25 thang 11
e AL ~ o L 2 , o thuc hién dang | * , ,
- Nguoi nop ho so dang ky tai khoan giao dich di¢n nhin mot lan. | Mam 2019 cua Chinh
tw, ding nhap tai khoan, xac thuc dinh danh dién ti sar 9L o | phi vé t6 chuc, hoat
(theo hudng dan trén Cong Dich vu cong). noudi din tégi dong ctuia quy xa hai,
- Cong DVC két ndi véi CSDLDC dé khai thac cac Car Dick va | QUY tir thién; ,
treong thong tin cua cong dan co trong CSDLDC c()ngTha‘{nh hé -Thong tur sO
(khi duoc két néi). Q8 ThAn PO 1 6040020/TT-BNV | Ngudi  nop
- Ngudi nop ho so lya chon: de thuc hién cac |00 13 thang 10 | hd so phai
£} P P budec tiep theo; 9 y , g A | ax pha’
+ Djch vu cOng truc tuyén nam 2020 cua B¢ | dang ky tai
1 + Chon So N,o:i Vu Tai khoan gém Noi vu quy dinh chi | khoan giao
. ) ) + ~ R ’ - s 2 . . N - A \ r X . . [N 5 ’
Niphi | Canvin || IO I || T ding thap reyd e 0 0vn e
S0 cong nhan didu I¢ quy ' vamatkhau. o dinh | tai  khoan,
93/2019/NDb-CP Xac thuc
- Nguai nop hrc}i so dién cac ndi dung theo Biéu mau ngay 15 thang 11 |dinh  danh
dién tr (chi tiet tai Phu luc 40.1 kem theo) Biéu mau dién | ndm 2019 cua Chinh | dién ta

(Truong hop cac thong tin trong Bleu Mau dien tr da
co rrong Co so di ligu quoc gia vé dan cw, hé thong
thong tin cd lién quan, dugc dien ty dong (néu co)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 40.2 kém theo);

- Nguoi nop kiém tra, cap nhat thong tin bao dam
thdng tin day du, chinh xéac, hop phép.

tu;

Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hdi.

phi quy dinh vé t6
chuc, hoat dong cua
quy xa hoi, quy tur
thién;

- Cac van ban co lién
quan cua co quan cO
tham quyén theo quy
dinh.
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- Nguoi nop hf) S0 truc tuyén lira chon gt ho so (ban
gidy), nhan két qua giai quyet ho so (ban gidy) qua
dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi1 vu s€ gui két
qua file di¢n tr vao dia chi email cua cong dan).

2.
Tiép
nhéan va
gidi
quyét
ho so

1. Nhan thong bao ¢6 ho so méi trén Hé thong;

2. Kiém tra ho so va céc thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (miu Thong bao Dién tir) yéu cau
b sung ho 50, hoan thién ho so, néu rd loai gidy 1o,
ndi dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudong hop ho so du diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyétTT}HZ(Sétheodﬁid@nt&theornﬁu)

3.2. Xac nhan thong tin, giri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.

Chuyén hd so téi Truong B phan mét cira; Chuyén
hd so dén Lanh dao phong chuyén mén thu Iy hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi B phén Mot cira c6 Thong bao Dién

e0.

tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.

Lanh
dao,
Cong
chirc

1. Truy cdp vao Phan mém Mdt cira nhan thong bao
c6 hd so méi va tiép nhan hd so.

2. Phan cong cho cong chirc thu Iy hd so, tham muu
giai quyét.

01
ngay

07
ngay

Thong bao hen
tra két qua (hodc

Biéu mau theo

tr chdi, hodc n
huong dan); Thong
01/2018/TT-VPCP
Phiéu chuyen XU . ,
ngay 23/11/2018 cua

ly (Thé hién : \ ,

A A Vian phong Chinh
trong Phan mém hi
bang 1énh phat
chuyén).
Cap nh@t trén Hé

thong;
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phong | 3. Cong chirc thy Iy ho so kiém tra ho so. Yéu cau bd
thu ly ho | 4. Thém‘ dinh, trinh Lanh dag phong, S¢ xem xét ho sung/ tur chéi
SO’ so du diéu kién, khong du dicu kjén. , giai quyet
Cong chirc phong chuyén mon tong hop y kién cac
co quan lién quan, 13p to trinh ctia S& Noi vu va du
thdo Quyét dinh cua Ch1:1 tich UBND Thanh pho
trinh Lanh dao Phong néu du di€u kién.
(Trudong hop ¥ kién cac co quan khong dong y, can
giai trinh bo sung: cong chirc phong chuyén moén
tong hop, du thao bdo cdo UBND Thanh phd xem xét
chi dao).
~ Lanh dao S¢ ky To trinh va ky nhay du thao Quyét A A A YA
Lanh 1 4i0h ctia Cha tich UBND Thanh phé hodic cho y kién | 0L | €ap nhat trén He
dao So , Z ngay thong
chi dao gidi quyét
Xem xét, ky Quyét dinh cap giay phép thanh 1ap va
Lanh | cong nhén di€u 1€ quy. .
dao Truong hop khong chap thudn (can phai xin y kién . A TTA
UBND | b6 sung cac don vi lién quan), UBND Thanh phé c6 nog Cap nt};f‘gfen He
Thanh | van ban gii S Noi vu dé tiép tuc ban hanh van ban | "9 &
pho de€ nghi cac co quan, don vi lién quan nghién ctru h6
s0, gop v kién gui vé So Noi vu.
B9 phan Hoan thién
Mot cira/ .
3 Té chirc , : ; Trang thong tin cac quy
Hoan A 1. Tra két qua cho T6 churc, cong dan, Nguodi ndp ho so. A A R trinh két
oA 1A cong N A . A, 01 dong bo Cong . 1A
thién ho R 2. Ban giao ho so Iuu cho Phong Quan Iy Ho1i, Doanh \ . £ thuc ho so
- dan, A A ngay Dich vu quoc o A
so; Tra .. | nghi¢p va cong tac thanh nién. . trén Phan
£ . nguoi gia X )
két qua A 1A mém Dich
nop ho A
vu cong

SO




I. Thong tin ngwdi nhap hd so
1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cap:

7. Pia chi:
IL. Thong tin dé nghi

8. Pon vi dé nghi:

9. bia chi don vi:

10. N6i dung dé nghi:

11. Vin ban dé nghi sb:

12. Ngay ban hanh van ban:
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PHU LUC 40.1: NQI DUNG BIEU MAU

- Nguoi yéu cau cam doan cic thong tin cung cép la dung su that.
- Biéu mau tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia ngudi yéu cau.



264

PHU LUC 40.2: THANH PHAN HO SO PIEN TU

A VA I z A n ; Xuit trinh/ ndp A AL A Lo
TT Tén thanh phin hd so Co'so dirligwban | Bat buge/khong bat | -y . oy iy e Dicu kien ve ky
chup/ban dién tir bugc dinh kém A 1A . thuat
nhan két qua
1 DBon dé nghi cap lai gidy phép thanh Scan ban chinh Bit budc Béan nop Scan mau

13p va cong nhan dicu 1€ quy




41. Quy trinh: Cho phép quy hoat dong tré lai sau khi bi dinh chi c6 thoi han hoat dong (QT- 41)

265

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Can cu phap ly Ghi chu
gian
- C4 nhan nop ho so truc tuyen tai Cong dich vu cong Céne Dich vu |- Nehi dinh $0
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu con & Quéc i 93/2019/NDb-CP
cbng cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); g WU ngay 25 thang 11
A 5 L L . . thuc hién dang | * , ,
- Nguoi nop ho so dang ky tai khoan giao dich dién nhip  mot [an. | HAm 2019 cua Chinh
tir, dang nhap tai khoénﬁ, xac thuc dinh danh dién tr e él? huon > | phu vé to chirc, hoat
theo huong dan trén Cong Dich vu cong). o > | dong cia quy xa hoi,
(hvh'gd’ ngDh vg) ngudi dun togldg quy xa h
- Cong DVC két ndi véi CSDLDC dé khai thac cac Ca Die v | QY tir thién; ,
truong thong tin cua cong dan co trong CSDLDC c()ngThe‘{nh hé -Thong tu sO
(khi dwoc két néi). ong 1han pho g, p020/TT-BNV | Ngudi  nop
- Ngudi nop ho so lya chon: de thue hién cac |00 13 thang 10 | hd so phai
g‘ 'pA : i budc tiep theo; 9 y \ g A | s ’p ..
+ Djch vu cong truc tuyén nam 2020 cua B¢ | dang ky tai
1 + Chon So Ngi vu Tai khoin gdm Noi vu quy din~h chi | khoan giao
Noép hd | Cénhan + Linh vuc 7T0 C!’lu’c phi Cf}lnh pfju A o Tén dang nhap tlf:t va IluorA’lg ian t}ll d{ch dién tAu’,
+ Chon thu tuc: Cho phép quy hoat dong tré lai va mat khau hanh mot s6 di€u cua | dang nhap
i sau khi bi dinh chi cé théi han hoat dong j ' Nghi dinh | tai  khoan,
93/2019/ND-CP Xac thuc
- Nguoi nop h§ so dién cac nodi dung theo Biéu miu ngay 15 thang 11 [dinh  danh
dién tir (chi tiet tai Phu luc 41.1 kem theo). Biéu maiu dién | ndm 2019 cta Chinh | dién tu

(Trwong hop cac thong tin trong Biéu mau dién tir da
¢6 trong Co s¢ di lidu quac gia vé dan cu, hé thong
thdng tin c6 lién quan, duroc dien ty dong (néu co)

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 41.2 kém theo);

- Nguoi nop kiém tra, cap nhat thdng tin bao dam
thong tin day du, chinh xéac, hop phép.

tu;

Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hdi.

phi quy dinh vé t6
chuc, hoat dong cua
quy xa hoi, quy tur
thién;

- Cac van ban co lién
quan cua co quan cO
thAm quyén theo quy
dinh.
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- Nguoi nop hf) S0 truc tuyén lira chon gt ho so (ban
gidy), nhan két qua giai quyet ho so (ban gidy) qua
dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi1 vu s€ gui két
qua file di¢n tr vao dia chi email cua cong dan).

2.
Tiép
nhén va
giai
quyét
hd so

B6 phan
Mot cira

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén giai quyét: Giri Thong bao dén
Nguoi nop ho so (miu Thong bao Dién tir) yéu cau
bd sung ho s0, hoan thién hd so, néu rd loai giay to,
ndi dung can bd sung dé Ngudi ndp ho so bd sung,
hoan thién.

3. Truong hop ho so da diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyétTTTﬂ:(sétheodaid@nt&theornau)

3.2. Xac nhan thong tin, guri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Ngudi nop hd so.

Chuyén hd so t6i Truong Bo phan mét ctra; Chuyén
ho so dén Lanh dao phong chuyén mén thy 1y hd so.
4. Trudong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi B phan Mot cira c6 Thong bao Dién

eoe

tir tir chdi giai quyét yéu cau ctia Nguoi ndp ho so.

Lanh
dao,
Cong
chirc

1. Truy cdp vao Phan mém Mot cira nhan théng bao
¢6 ho so méi va tiép nhan hd so.

2. Phan cong cho cong chie thy Iy hd so, tham muu
giai quyét.

01
ngay

07
ngay

Thong béo hen
tra két qua (hodc

Biéu mau theo

tr chdi, hoidc N
hudng dan) Thong tu
01/2018/TT-VPCP
Phiéu chuyen XU . ,
ngay 23/11/2018 cua

ly (Thé hién o \ .

XA Van phong Chinh
trong Phan mém hi
bang 1énh phu
chuyén).
Cap nhé}t trén HE

thong;
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phong | 3. Cong chirc thy Iy ho so kiém tra ho so. Yéu cau bd
thu ly ho | 4. Thém‘ dinh, trinh Lanh dag phong, S¢ xem xét ho sung/ tur chéi
SO’ so du di€u kién, khong du di€u kién. , giai quyét
Cong chirc phong chuyén mon tong hop y kién cac
co quan lién quan, 13p to trinh ctia S& Noi vu va du
thdo Quyét dinh cua Ch1:1 tich UBND Thanh pho
trinh Lanh dao Phong néu du di€u kién.
(Trudong hop ¥ kién cac co quan khong dong y, can
giai trinh bo sung: cong chic phong chuyén mén
tong hop, du thao bdo cdo UBND Thanh phd xem xét
chi dao).
~ Lanh dao S¢ ky To trinh va ky nhay du thao Quyét A A A YA
Lanh | 4ioh cila Ch tich UBND Thanh phé hodc cho § kién | OF | Cap nhat rén He
dao So , Z ngay thong
chi dao gidi quyét
Xem xeét, ky Quyét dinh cho phép quy hoat dong tré
Lanh lai sau khi bi dinh chi qé thoi han hoat dong.
dao Truong hop khong chap thudn (can phai xin y kién . A TTA
UBND | bo sung cac don vi lién quan), UBND Thanh phd o nog Cap nt};f‘gfen He
Thanh | van ban gii S Noi vu dé tiép tuc ban hanh van ban | "9 &
pho de€ nghi cac co quan, don vi lién quan nghién ctru h6
s0, gop v kién gui vé So Noi vu.
B0 phan Hoan thién
Mot cira/ ;
3 Té chirc , : ; Trang thong tin cac quy
Hoan A 1. Tra két qua cho To churc, cong dan, Ngudi ndp ho so. A A R trinh két
oA 1A cong N A . A, 01 dong bo Cong . 1A
thién ho R 2. Ban giao ho so Iuu cho Phong Quan Iy Ho1i, Doanh \ . £ thuc ho so
. dan, A n ngay Dich vu quoc N A
so; Tra .. | nghi¢p va cong tac thanh nién. . trén Phan
£ . nguoi gia X .
két qua A 1A mém Dich
nop ho A
vu cong

SO




I. Thong tin ngwdi nhap hd so
1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cap:

7. Pia chi:
IL. Thong tin dé nghi

8. Pon vi dé nghi:

9. bia chi don vi:

10. N6i dung dé nghi:

11. Vin ban dé nghi sb:

12. Ngay ban hanh van ban:
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PHU LUC 41.1: NQI DUNG BIEU MAU

- Nguoi yéu cau cam doan cic thong tin cung cép la dung su that.
- Biéu mau tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 41.2: THANH PHAN HO SO PIEN TU

A VA I z A n ; Xuit trinh/ ndp A AL A Lo
TT Tén thanh phin hb so Co'sg dirliéu/ban | Bat buge/khong bat | - = iy i Diéu ki¢n ve ky
chup/ban dién tir bugc dinh kém A 1A . thuat
nhan két qua
1 E?n de nghi cho quy hoat dong trd Scan ban chinh Bit budc Ban ndp Scan mau
Béo cao ciia Hoi dong quan 1y quy
2 | va céac tai liéu ching minh quy da Scan ban chinh Bat budc Béan nop Scan mau

khic phuc sai pham




Miu - Pon dé nghi quy dwogc hoat dong tré lai

CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap - Tw do - Hanh phic

Quy ...L... dwge hoat dong tré lai
Kinh gui: ....2...
Ngay ... thang ... ndm ..., ...2... dd c6 Quyét dinh s ... ngdy... vé viéc dinh chi

hoat dong 06 thang ddi véi Quy... k... Dén nay, Quy di khic phuc dugc céac sai
pham dan d&én Quy bi dinh chi hoat dong. Can cir Nghi dinh s6 93/2019/ND-CP
ngay 25 thang 11 nam 2019 ctia Chinh phu vé t6 chirc, hoat dong cia quy x4 hdi,
quy tir thién va quy dinh ctia phap luat c6 lién quan; Hoi dong quan 1y Quy xin bao
cao nhu sau:

1. Tém tit ndi dung sai pham va két qua khic phuc cac sai pham ciia Quy

3. Céc tai liéu kém theo (néu cé)

Thong tin khi can lién hé:

Ho va tén:

Dia chi lién lac:

S6 dién thoai:

Hbi déng quan 1y Quy dé nghi ...2... xem xét, quyét dinh cho phép Quy ....... duoc
hoat dong trd lai./.

Noi nhn: Aongay ... thang ... nam 20...
- Nhu trén; TM. HOI PONG QUAN LY QUY
- Luou: (Chitc vu, chit ky)
Ho va tén
Ghichu:
! Tén quy dé nghi.

? Tén co quan c6 tham quyén cho phép thanh lap quy. ,
$ Pam bao day du theo quy dinh tai khoan 3 Diéu 40 Nghi dinh s6 93/2019/ND-CP
4 Pia danh



42. Quy trinh: Hop nhét, sap nhap, chia tach, mé rong pham vi hoat dong quy (QT- 42)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin cix phap 1y Ghi cha
gian
- Cé nhan ngp ho so truc tuyen tai Cong dich vu cong Cine Dich - Nghi dinh s6
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu con & Quéc Vil'al 93/2019/NDb-CP
cbng cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); g Kuoc & ngay 25 thang 11
e AL ~ o L 2 , o thuc hién dang | * , ,
- Nguoi nop ho so dang ky tai khoan giao dich di¢n nhin mot lan. | Mam 2019 cua Chinh
tw, ding nhap tai khoan, xac thuc dinh danh dién ti gar 9L o | phi vé t6 chuc, hoat
(theo hudng dar) trén Cong Dich vu cc}ng). noudi din tégi dong ctuia quy xa hai,
- Cong DVC két ndi véi CSDLDC dé khai thac cAc Car Dick va | QUY tir thién; ,
treong thong tin cua cong dan co trong CSDLDC c()ngTha‘{nh hé -Thong tu sO
(khi duoc két néi). Q8 ThAN PO 1 640020/TT-BNV | Ngudi  nop
- Ngudi nop ho so lya chon: de thuc hién cac |\ 00" 13 thang 10 | hd so phai
£} P P budec tiep theo; 9 y qg A | ax pha’
+ Djch vu cOng truc tuyén nam 2020 cua B¢ | dang ky tai
1 + Chon So N,o:i Vu Tai khoan gém Noi vu quy dinh chi | khoan giao
. ) ) + ~ R ’ - s 2 . . N - A \ r X . . [N 5 ’
Nép hd | Canhan Linh vu’ci To f:hu’c phi Ehlnf’l phu A o ] Tén dang nhap tl?t va hAu0'rA’1g ian t}ll d{ch dién t}l’
o + Chon thu tuc: Hop nhat, sap nhap, chia tach, mé va mat khau hanh mot s6 di€u cua | dang  nhap
> rong pham vi hoat dong quy : ' Nghi dinh | tai  khoan,
93/2019/ND-CP Xac thuc
- Nguai nop hrc}i so dién cac ndi dung theo Biéu mau ngay 15 thang 11 |dinh  danh
dién ttr (chi tiét tai Phu luc 42.1 kém theo). Biéu mau dién | ndm 2019 cua Chinh | dién ta

(Truong hop cac thong tin trong Bleu Mau dien tr da
c6 trong Co so dir lieu quoc gia vé dan cw, hé thong
thong tin cd lién quan, dugc dien ty dong (néu co)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 42.2 kém theo);

- Nguoi nop kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xéac, hop phép.

tu;

Thong bao vé
viéc da guri ho so
thanh cbng, cho
kiém tra, tiép
nhén, phan hdi.

phi quy dinh vé t6
chuc, hoat dong cua
quy xa hoi, quy tur
thién;

- Cac van ban co lién
quan cua co quan cO
tham quyén theo quy
dinh.
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- Nguoi nop hf) S0 truc tuyén lira chon gt ho 50 (ban
gidy), nhan két qua giai quyéet ho so (ban gidy) qua
dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi1 vu s€ gui két
qua file di¢n tr vao dia chi email cua cong dan).

2.
Tiép
nhén va
giai
quyét
hé so

1. Nhan thong bao ¢6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (miu Thong bao Dién tir) yéu cau
b sung ho s0, hoan thién ho so, néu rd loai gidy 1o,
ndi dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudong hop ho so du diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyétTT}HZ(Sétheodﬁid@nt&theornﬁu)

3.2. Xac nhan thong tin, giri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.

Chuyén hd so téi Truong B phan mét cira; Chuyén
hd so dén Lanh dao phong chuyén mén thu 1y hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi B phén Mot cira c6 Thong bao Dién

e0.

tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.

Lanh
dao,
Cong
chirc

1. Truy cap vao Phan mém Mot cira nhan thong bao
c6 hd so méi va tiép nhan hd so. ‘
2. Phan cong cho cong chure thy 1y hé so, tham muu

giai quyet.

01
ngay

Thong bao hen
tra két qua (hodc

Biéu mau theo

tr chdi, hodc n
huong dan); Thong
01/2018/TT-VPCP
Phiéu chuyen XU . ,
ngay 23/11/2018 cua

ly (Thé hién : \ ,

A A Vian phong Chinh
trong Phan mém hi
bang 1énh phat
chuyén).
Cap nh@t trén Hé

thong;
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phong | 3. Cong chuc thu ly ho so kiém tra ho so. Yéu cau bd
thu ly ho | 4. Thém‘ dinh, trinh Lanh dag phong, S¢ xem xét ho sung/ tur chéi
SO’ so du di€u kién, khong du di€u kién. , giai quyét
Cong chirc phong chuyén mon tong hop y kién cac 19
co quan lién quan, lap to trinh cua S Noi vu va du ngay
thdo Quyét dinh cua Ch1:1 tich UBND Thanh pho
trinh Lanh dao Phong néu du diéu kién.
(Truong hop ¥ kién cac co quan khong dong ¥, can
giai trinh bo sung: cong chirc phong chuyén moén
tong hop, du thao bdo cdo UBND Thanh phd xem xét
chi dao).
~ Lanh dao S¢ ky To trinh va ky nhay du thao Quyét A A A YA
Lanh 1 4i0h ctia Cha tich UBND Thanh phé hodic cho y kién | 00 | €ap nhat trén He
dao So , Z ngay thong
chi dao gidi quyét
Xem xét, ky Quyet dinh cho phép chia quy; Quyet
~ dinh cho phép tach quy; Quyét dinh cho phép hop
Lanh A ~. A, 2 Lo A ~
dao nhat quy; Quyét dinh cho phep sap nhap quy. ,
: Truong hop khong chap thudn (can phai xin y kién 05 Cép nhat trén H¢
UBND N z
. b6 sung cac don vi lién quan), UBND Thanh phé co | ngay thong
Thanh
P van ban giri S Noi vu dé tiép tuc ban hanh vin ban
PhO | 43 nghi don vi lié hién ctru hd
ghi cac co quan, don vi lién quan nghién ciru ho
s0, gop ¥ kién guri vé So Noi vu.
BO phan Hoan thién
3 Mot cira/ c4c quy
Hoan To AChu’c 1. Tra két qua cho Té chite, cong dan, Nguoi ndop hd so. Tr;a ng ﬂlong tin trinh két
cn 1A cong N A . o TrAs 02 dong bo Cong , A
thién ho R 2. Ban giao ho so luu cho Phong Quan Iy Ho1i, Doanh A . £ thuc ho so
N dan, A A ngay Dich vu quoc ] A
so; Tra .. | nghiép va cong tac thanh nién. . trén Phan
£ | nguoi gia O,
két qua ~ A mém Dich
nop ho A
vu cong

SO’




I. Thong tin ngwdi nhap hd so
1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cap:

7. Pia chi:
IL. Thong tin dé nghi

8. Pon vi dé nghi:

9. bia chi don vi:

10. N6i dung dé nghi:

11. Vin ban dé nghi sb:

12. Ngay ban hanh van ban:
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PHU LUC 42.1: NQI DUNG BIEU MAU

- Nguoi yéu cau cam doan cic thong tin cung cép la dung su that.
- Biéu mau tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm
- Ban dién tir s& ty dong gri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 42.2: THANH PHAN HO SO PIEN TU

o Y TeA 1 z A n ; Xuit trinh/ ndp A AL A Lo
TT Tén thanh phin hb so Co'sg dirliéu/ban | Bat buge/khong bat | - = iy i Diéu ki¢n ve ky
chup/ban dién tir bugc dinh kém A 1A . thuat
nhan két qua

bPon dé nghi hop nhat, sap nhap,

1 CI}la’ taCNh » Mo Tong p har~n Vi hoa‘t Scan ban chinh Bit budc Ban nop Scan mau
dong quy, trong dé néu 1o 1y do va
tén goi moi cua quy

2 | Dy thao diéu 1é quy Scan ban chinh Bit budc Béan nop Scan mau
Nghi quyet cua Hoi dong quan ly
quy vé viéc hop nhat, sap nhép,

3 Cl}la’ tacP ’ m Of A’r(_)ng; pha_}m ;Vl hovat Scan ban chinh Bit budc Ban nop Scan mau
dong quy; y kién dong y bang van
ban cua sang lap vién hodc nguoi
dai dién hop phép cta sang 13p vién

4 qle;klen nhan sy Hoi dong quan 1 Scan ban chinh Bit budc Ban ndp Scan mau
Tai liéu chig minh tai san d6i véi

5 | quy muon mé rong pham vi hoat Scan ban chinh Bat budc Ban ndp Scan mau
dong
Phuong an gidi quyét tai san, tai

6 | chinh, lao dong khi hop nhat, sap Scan ban chinh Bat budc Béan nop Scan mau

nhap, chia, tdch quy




MAu - Pon dé nghi tich quy 3 . 3
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

Tach Quy ... 1... thanh Quy ....... va Quy ...2...
Kinh gui: ....5. ..

Theo quy dinh tai Nghi dinh s6 93/2019/ND-CP ngay 25 thang 11 nim 2019
ctia Chinh phu vé to chirc, hoat dong ctia quy x4 hoi, quy tir thién va quy dinh cta
phap luat c¢6 lién quan; Hoi dong quan 1y Quy ...%... dd c6 Nghi quyét vé viéc tach
Quy ...1....thanh Quy ....%....vaQuy ....2....

1. Mt s6 thong tin co ban vé Quy

................................
................................

4. Céc tai liéu c6 lién quan (néu c6)
Thong tin khi can lién hé:

Ho va tén:

Dia chi lién lac:

S6 dién thoai:

Hoi dong quan Iy Quy ..*.... d& nghi ....%.... xem xét, quyét dinh cho phép tich
Quy ... '.... thanh Quy ....".... va Quy ....%.... va cong nhan Diéu I¢ (sira doi, bo
sung) cua Quy ...1.... va Diéu 1é ciia Quy ....2... /.
Noi nhn: ..., ngay ... thang ... nam 20...
- Niw trén; TM. HOI PONG QUAN LY QUY
- Luau: (Chuec vu, chir ky, dau)
Ho va tén
Ghicha:
! Tén quy dé nghi.

> Tén clia quy dugce tach méi.

$Tén co quan c6 thdm quyén cho phép thanh 1ap quy. ’

“Pam bédo day du theo quy dinh tai khoan 3 Diéu 39 Nghi dinh s6 93/2019/ND-CP.
5Pia danh.
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MAu - Pon dé nghi chia quy

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

PON PE NGHI
Chia Quy ....... thanh Quy ... ... va Quy ....5....
Kinh gui: .....5 ...

Theo quy dinh tai Nghi dinh 6 93/2019/ND-CP ngay 25 thang 11 nam 2019
ctia Chinh phui vé t chirc, hoat dong ctia quy xa hoi, quy tir thién va quy dinh cua
phap luat c6 lién quan; Hoi dong quan 1y Quy ....1... d3 c6 Nghi quyét vé viéc chia
Quy ....1....thanh Quy ....2.... va Quy ..5...

1. Mt s6 thong tin co ban vé Quy:
2. Ly do chia Quy:
3. H6 so giri kém theo Pon nay, gom:
5
4. Cac tai liéu khac c6 lién quan (néu cé)
Thong tin khi can lién hé:
Ho va tén:
Dia chi lién lac:
S6 dién thoai:
Hoi dong quan Iy Quy ..%.... d& nghi ....% ... xem xét, quyét dinh cho phép chia
Quy ....L....thanh Quy ....%.... va Quy ....3.... va cOong nhan Diéu I¢ cua Quy

L2 ovaQuy LBl
Noi nhn: 8., ngay ... thang ... nam 20...
- Nhu trén; TM. HQOI PONG QUAN LY QUY
L oo ,
(Chuee vu, chir ky, dau)
Ho va tén
Ghi cha:

1 Tén quy dé nghi.

23 Tén quy méi sau khi chia.

4 Tén co quan c6 thim quyén cho phép thanh 1ap quy.

5 Pam bao day du theo quy dinh tai khoan 3 Diéu 39 Nghi dinh s 93/2019/ND-CP.
¢ Pia danh.
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Mau - Don dé nghj hgp nhit quy_ ] i
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

, DPON DE NGHI
Hop nhat Quy ...%....va Quy ...%....thanh Quy ...5.....
Kinh guri: ...*

Theo quy dinh tai Nghi dinh s6 93/2019/ND-CP ngay 25 thang 11 nam 2019
ctia Chinh phu vé to chirc, hoat dong ctia quy xa hoi, quy tur thién va quy dinh cua
phap luét c6 lién quan; Hoi ddng quan Iy Quy ...%... va Quy ....2... dd c6 Nghi
quyét vé viée hop nhat hai Quy thanh Quy ..."°...

1. Mot s6 thong tin co ban vé cac Quy hop nhat
2. Ly do hop nhit Quy:
3. H6 so giri kém theo DO’n nay, gom:

4. Cac tai ligu co lien quan (neu co).

Thong tin khi can lién hé:

Ho va tén:

Dia chi lién lac:

S6 dién thoai:

Chung ti xin dé nghi ....%.. .. xem xét, quyét dinh cho phép hop nhit Quy ....1...
va Quy ...2... thanh Quy ....%.... va cong nhan Piéu 18 cua Quy ....5..../.

Noi nhn: .8, ngay ... thang ... nam 20...
- Nhu trén; TM. HPQL QUY TM. HPQL QUY
- 1 2
-Luu: ...  eees sss . eeeese ,
(Chuec vu, chir ky, dau) (Chuee vu, chir ky, dau)
Ho va tén Ho va tén
Ghi cha:

12 Cac quy dé nghi hop nhat.

3 Tén quy méi sau khi hop nhat.

4 Tén co quan c6 thim quyén cho phép thanh 1ap quy.

5 Pam bao day du theo quy dinh tai khoan 3 Diéu 39 Nghi dinh s 93/2019/ND-CP.
¢ Pia danh
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MAu - Pon dé nghi sip nhap quy

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

PON PE NGHI
Sap nhap Quy ...l... vao Quy ... ...
Kinh gtri: ...5...

Theo quy diqh tai Nghi dinh s6 93/2019/ND-CP ngay 25 thang 11 nam 2019
cua Chinh phu vé t6 chuc, hoat dong cia quy xa hoi, quy tur thién va quy dinh cua

phap luét c6 lién quan; Hoi dong quan ly Quy ...".... va Ho1 dong quan 1y Quy
....2.... 43 c6 Nghi quyét vé viéc sap nhap Quy ....%..vao Quy ...2... Hoi dong quan
1y Quy ...2... xin b4o c4o nhu sau:

1. Mot s6 thong tin co ban vé cac Quy

a) Quy bi sap nhap

..................................................................

4. CAc tai liéu 6 lién quan (néu cé)

Thong tin khi can lién hé:

Ho va tén:

Dia chi lién lac:

S6 dién thoai:

Chuing t6i xin dé nghj ...3.... xem xét, quyét dinh cho phép sap nhap Quy ........ vao

Quy ...2.. va cong nhan Piéu 1¢ (stra ddi, bo sung) cua Quy ...%... sau khi sap nhap./.
Noi nhgn: 2., ngay ... thang ... nam 20...
:Nh‘f tren; TM. HPQL QUY TM. HDQL QUY

(Chure vu, chir ky, dau) (Chure vu, chir ky, dau)
Ho va tén Ho va tén
Ghi cha:
1 Quy bi sap nhap.

2 Quy duoc sap nhap.

3 Tén co quan c6 tham quyén cho phép thanh lap quy.

4 Pam bao day du theo quy dinh tai khoan 3 Diéu 39 Nghi dinh s6 93/2019/ND-CP.
® Pia danh
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Miu- Pon dé nghi cip gidy phép thanh Iap va cong nhan Diéu I quy

CONG HOA XA HOQI CHU NGHIA VIET NAM
Péc lap - Tw do - Hanh phic

PON PE NGHI
Cap giay phép thanh 14ap va cong nhin Diéu 1€ Quy ... ...

Kinh gui: ...2...

Ban sang 1ap Quy ... .... trén trong dé nghi ... 2.... xem xét, quyét dinh cap
Gidy phép thanh 1ap va cong nhén Piéulé Quy ........ nhu sau:
1. Sy can thiét va co sé phap ly thanh 1ap Quy
a) Su can thiét

...................................................................................................

.
Q ~
................................................................................................

...................................................................................................

Thong tin khi can lién h¢ (truong hop nguoi duge Truong ban sang lap uy quyén
thi c6 gidy iy quyén kem theo):
Ho va tén:

...................................................................................................

SO QBN thOAT:. ... eeeee et e
Pé nghi ...2...xem xét, quyét dinh cip Gidy phép thanh lap va cong nhan Diéu 1¢
Quy...k..J.
Noi nhin: .8 ..ngay ... thang ... nam 20...
[ Pl e TM. BAN SANG LAP
o TRUONG BAN
(Chit ky)

Ho va tén
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Ghi chu:
1Tén quy du kién thanh 1ap: tén tiéng Viét, tén tiéng nudc ngoai va tén viét tit (néu co).
2Tén co quan c6 tham quyén cho phép thanh lap quy.
3Néu tom tat thuc trang linh vuc quy du kién hoat dong, su can thiét thanh 1ap quy, ton
chi, muc dich cua quy; kinh nghiém hoac nhitng cong viéc cua cac sang lap vién lién
quan dén linh vuc quy du kién hoat dong.
“Chi truong cua Pang; chinh sach, phap luat ctia Nha nude lién quan truc tiép dén linh
vuc quy du kién hoat dong.
5Tai san déng gop thanh 1ap quy bao gdm tién ddong Viét Nam va tai san quy dbi ra tién
dong Viét Nam theo quy dinh tai Diéu 14 Nghi dinh s6 93/2019/NP-CP.
Dy kién phuong huéng hoat dong ciia quy: to chirc bd may; phwong an trién khai céc
hoat dong cua quy theo timg nam va trong giai doan 5 nim dau cua quy; xay dung, ban
hanh cac vin ban trién khai thuc hién diéu 1& quy.
"Pam bao day du theo quy dinh tai Diéu 15 Nghi dinh s6 93/2019/ND-CP (riéng vin ban
xéac nhén try sé cta quy gdm: hop dong cho thué, cho muon va cac van ban khac theo
quy dinh cua phap luat).
& Pia danh.



43. Quy trinh: Ddi tén quy (QT- 43)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Can cw phép ly Ghi chu
gian
- C4 nhan nop ho so truc tuyen tai Cong dich vu cong Cong Dich vu|- Nghi dinh sb
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu cong Quoc gia | 93/2019/NP-CP
cbng cua Thanh‘phé (dia chi: dichvucong.hanoi.gov.vn); thyc hién dang | ngay 25 thang 11
- Nguoi nop ho so dang ky tai khoan giao dich dién nhdp mot lan, | ngm 2019 cua Chinh
tir, dang nhap tai khoan, xéc thuc dinh danh di¢n tir diéu huéng | phi vé té chire, hoat
(theo hudng dan trén Cong Dich vu cong). nguodi dung t6i | dong ctia qui xa hoi,
- Cong DVC ket noi voi CSDLDC dé¢ khai thac cac Cong Dich vu | quy tir thién;
truong théng tip cua céng dan cé trong CSDLDC cong Thanh phd | -Théng tu 36
(khi dugc ket noi). d€ thuc hién cac | 04/2020/TT-BNV | Nguoi  nop
- Nguoi nop ho so lya chon: budc tiep theo; | ngay 13 thang 10 | hd so phai
+ Dich vy cong tryc tuyen .| ndam 2020 cua BO |dang ky tai
1 +Chon SoNgivy Tai khoan gbm | N6i vu quy dinh chi | khoan giao
. .~ | T Linh vuc To chic phi chinh phu Tén dang nhdp | tiét va huéng dan thi | dich dién ti,
Nopho | Canhan | Chon tha tuc: Poi tén quy va mat khau. hanh mot s6 diéu cua | dang  nhap
S0 - Nguoi nop ho so dién cac ndi dung theo Biéu mau Nghi dinh | tai  khoan,
dién tir (chi tiét tai Phu luc 43.1 kém theo). 93/2019/ND-CP xac  thuc
(Tmo"ng hop céc thdng tin trong Biéu mdu dién tir dd 2 x .. | ngay 15 thang 11 |dinh danh
¢6 trong Co s¢ di lidu quac gia vé dan cu, hé thong Biéu mau dicn ndm 2019 cta Chinh | dién tr

thong tin 6 lién quan, dwoc dién tu dong (néu CO)

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 43.2 kém theo);

- Nguoi ndp kiém tra, cap nhat thdng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop hd so truc tuyén luya chon gui hd so (ban
gidy), nhan két qua giai quyét hd so (ban gidy) qua
dich vu buu chinh céng ich.

tu;

Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

phi quy dinh vé t6
chuc, hoat dong cua
quy xa hoi, quy tur
thién;

- Cac van ban co lién
quan cua co quan cO
tham quyén theo quy
dinh.
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(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi vu s& gui két
qua file dién tir vao dia chi email ciia cong dan).

Tiép
nhin va
gidi
quyét
ho so

1. Nhan thong bao ¢ ho so méi trén Hé thong;

2. Kiém tra ho so va céc thong tin;

Truong hop ho S0 can b sung hodc hd so khong
thudc tham quyen gidi quyét: Giri Thong bao den
Nguoi ndp hd so (mau Thong bao Pién tir) yéu cau
bo sung ho so, hoan thién hd so, néu rd loai giéy to,
ndi dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudng hop ho so du diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyétTTTﬂ:(sétheodaid@nt&theornau)

3.2. Xac nhan thong tin, giri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.

Chuyén ho so t6i Truong Bo phan mét cira; Chuyén
hd so dén Lanh dao phong chuyén mén thu Iy hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi Bo phan Mot ctra c6 Thong bao Dién

e0.

tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.

Lanh
dao,
Cong
chire
phong

1. Truy cdp vao Phan mém Mot cira nhan thong bao
c6 hd so méi va tiép nhan hd so.

2. Phan cong cho cong chirc thy 1y hd so, tham muu
giai quyét.

3. Cong chirc thu Iy ho so kiém tra hd so.

01
ngay

07
ngay

Thong bao hen
trd két qua (hoac

Biéu mau theo

tr chéi, hodc )
hudéng dan); Thong tu
£ ., | 01/2018/TT-VPCP
Phiéu chuyén xu A ,
I : ngay 23/11/2018 cua
y (Thé hién : \ ;
Van phong Chinh
trong Phin mém hi
bang 7 1énh phat
chuyén).
Cap nh@t trén Hé
thong;
Yéu cau bd
sung/ tur choi

gidi quyet
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thu Iy ho | 4. Tham dinh, trinh Lanh dao phong, S& xem xét ho
SO’ so du diéu kién, khong du dicu kjén. ’
Cong chirc phong chuyén mon tong hop y kién cac
cO quan li,én quan, 1ap to trinh ctua S& Noi vu Va‘ll du
thdo Quyét dinh cia Chu tich UBND Thanh pho
trinh Lanh dao Phong néu du di€u kién.
(Truong hop y kién cac co quan khong dong y, can
giai trinh bd sung: cong chic phong chuyén moén
tong hop, du thao bado cdo UBND Thanh phd xem xét
chi dao).
~ Lanh dao S¢ ky To trinh va ky nhay du thao Quyét A Ay A TYA
Lanh 1 4i0h ctia Cha tich UBND Thanh phé hodic cho ¢ kién | OF | ¢3p nhat trén He
dao So , X ngay thong
chi dao giai quyét
Xem xet, ky Quyet dinh cho phép doi tén va cong
Lanh | nhan diéu 18 (stra d6i, bd sung) ctia quy.
dao Truong hop khong chap thuan (can phai xin y kién A Ay A TTA
UBND | b sung cac don vi lién quan), UBND Thanh phd co nog Cap ntl;fgrfren He
Thanh | van ban gui S& Noi vu dé tiép tuc ban hanh van ban gay &
pho dé nghi cac co quan, don vi lién quan nghién ctru ho
s0, gop ¥ kién guri vé S Noi vu.
B('l ph? n Hoan thién
Mot cura/ .
3 Té chite £ 2 3 Trang thong tin cac quy
Hoan A 1. Tra két qua cho To6 chirc, cong dan, Ngudi ndp ho so. X g . 9 trinh két
A 1A cong N \ o TrAs 01 dong bo Cong . 1A
thién ho A 2. Ban giao ho so luu cho Phong Quéan Iy Hoi, Doanh . : X thac ho so
- dan, NN , o ngay Dich vu quoc n A
so; Tra .. | nghi¢p va cong tac thanh nién. . trén Phan
J4 - ngwol gla A .
két qua A 1A mém Dich
nop ho A
vu cong

SO’




I. Thong tin ngwdi nhap hd so
1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cap:

7. Pia chi:
IL. Thong tin dé nghi

8. Pon vi dé nghi:

9. bia chi don vi:

10. N6i dung dé nghi:

11. Vin ban dé nghi sb:

12. Ngay ban hanh van ban:
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PHU LUC 43.1: NQI DUNG BIEU MAU

- Nguoi yéu cau cam doan cic thong tin cung cép la dung su that.
- Biéu mau tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm
- Ban dién tir s& ty dong gri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 43.2: THANH PHAN HO SO PIEN TU

A VA I z A n ; Xuit trinh/ ndp A AL A Lo
TT Tén thanh phin hb so Co'sg dirliéu/ban | Bat buge/khong bat | - = iy i Diéu ki¢n ve ky
chup/ban dién tir bugc dinh kém A 1A . thuat
nhan két qua
1 | Pon d& nghi d6i tén quy Scan ban chinh Bit budc Bén nop Scan mau
2 Ng~h ! ;quyAe ¢ C}l.a AH o1 <E0ng quan 1y Scan ban chinh Bit budc Ban ndp Scan mau
quy vé viéc doi tén quy
3 | Du thao diéu 1¢ sira doi, bd sung Scan ban chinh Bit budc Ban ndp Scan mau
Y kién dong y bang vin ban cua ) .
4 sang lap vién hoac nguoi dai dién Scan ban chinh Bat budc Ban ndp Scan mau

hop phap ctia sang 1ap vién (néu co)




MAu- Pon dé nghi ddi tén quy va cong nhin Piéu 1 quy

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

PON PE NGHI
Poi tén Quy ... ... thanh Quy ....2....
va cong nhan Piéu 1 Quy.....2....
Kinh gui: .....5....

Theo quy dinh tai Nghi dinh s6 93/2019/ND-CP ngay 25 thang 11 nam 2019
ctia Chinh phii vé t6 chirc, hoat dong cia quy xa hoi, quy tir thién va quy dinh cua
phép luat c6 lién quan; Hoi dong quan 1y Quy ...1... 3 c6 Nghi quyét vé viéc doi
tén Quy... ... thanh Quy ..%...

1. Mt s6 thong tin co ban vé Quy

.......................................

4. Céc tai liéu c6 lién quan (néu c6)

Thong tin khi can lién hé:

Ho va tén:

Dia chi lién lac:

S6 dién thoai:

Hbi déng quan 1y Quy ...1.... dé nghi ...3.... xem xét, quyét dinh cho phép dbi tén
Quy ...~.... thanh Quy ...2.... va cong nhan Diéu 18 (stra d6i, bd sung) Quy ...2..../.

Noi nhn: ..., ngay ... thang ... nam 20...
- Nhu trén; TM. HQI PONG QUAN LY QUY
Luu: . (Chuee vu, chir ky, dau)

Ho va tén

Ghi chu:

1 Tén quy dé nghi.

2 Tén quy sau khi doi.

3 Tén co quan c6 thim quyén cho phép thanh 1ap quy.

4 Pam bao day du theo quy dinh tai diém b khoan 4 Diéu 39 Nghi dinh s6 93/2019/ND-
CP.

® Pia danh.



44. Quy trinh: Ty giai thé quy (QT- 44)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin cix phap 1y Ghi cha
gian
- Cé nhan ngp ho so truc tuyen tai Cong dich vu cong Céne  Dich - Nghi dinh sb
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu con & Quéc Vil'; 93/2019/ND-CP
cbng cua Thanh‘phé (dia chi: dichvucong.hanoi.gov.vn); thuf hién dégn ngay 25 thang 11
- Nguoi nop ho so dang ky tai khoan giao dich dién nhao mot 1An diéﬁ nim 2019 cua Chinh
tir, dang nhap ~tc’}li khoénﬁ, xac thuc dinh danh dién t hu61131 N u:éi, dine | PhU vé to chirc, hoat
(theo hudng dan trén Cong Dich vu cong). JONg NEO! £ dong cua quy xa hoi
2 Lo o A: .. 2 i toi Cong Dich vu | ©* i o
- Cong DVC két noi véi CSDLDC dé khai thac cac cone Thanh ohé | quy tur thién;
treong théng tin cua cong dan co6 trong CSDLDC e L ph -Thong tu sb
(khi duoc két néi). de thue Wen ¢ 042020/ TT-BNY | Neusi nd
News N o sor 1 hon: budc tiep theo; . - §u0 QP
-+ [Sg}rgl nop ho io u? chon: ngay 13 thaf]g 19 h? SO ’phe‘t!
N Ci]C Vsuvcﬁr]g ryC tuyen Tai khoan gdm | Ndm 2020 cua Bg dang ky tai
L ~Qn o gl Vu’ o 7 Tén ding nhdp va N?l vu quy dm:h ch¥ k'hOan.A gIa?O
A . . .| +Linh vuc To chuc phi chinh phu At khi tiet va hudng dan thi | dich dién ta,
Nop ho | Canhan | 4 chon thy tuc: Tu gidi thé quy mat Xhau. hanh mot s didu cia | ding  nhap
S0 - Nguoi nop h?) so dién cac noi dung theo Biéu mau Nghi dinh | tai  khoan,
dién tir (chi tiet tai Phy luc 44.1 kem theo). 93/2019/ND-CP xac  thuc
(Truong hop cac thong tin trong Biéu Mdau dién t da ngay 15 thang 11 |dinh  danh
c6 trong Co so dir lieu quoc gia vé ddn cu, h¢é thong Biéu miu dién tr; | ndm 2019 cta Chinh | dién t

thong tin cd lién quan, dugc dien ty dong (néu co)

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 44.2 kém theo);

- Nguoi nop kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xéac, hop phép.

- Ngudi ndp ho so truc tuyén lwra chon g hé so (ban
gidy), nhan két qua giai quyét hd so (ban gidy) qua
dich vu buu chinh cong ich.

Thong bio vé viéc
da gui ho so thanh

cong, cho ki€ém
tra, ti€p nhan,
phan hoi.

phi quy dinh vé t6
chuc, hoat dong cua
quy xa hodi, quy tu
thién;

- Céc van ban c6 lién
quan cua co quan co
thAm quyén theo quy
dinh.




289

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, S& Noi vu s& gui két
qua file dién tir vao dia chi email cua cong dan).

Tiép
nhin va
gidi
quyét
ho so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va céc thong tin;

Truong hop ho S0 can b sung hodc ho so khong
thudc tham quyen giai quyét: Giri Thong bao den
Nguoi nop ho so (miu Thong bao Dién tir) yéu cau
b sung ho s0, hoan thién ho so, néu rd loai gidy to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudong hop ho so du diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

3.2. Xac nhan thong tin, guri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.

Chuyén ho so t6i Trudng Bo phan mét cira; Chuyén
ho so dén Lanh dao phong chuyén mén thy 1y hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi B phén Mot cira c6 Thong bao Dién

e0.

tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.

Lanh
dao,
Cong
chire
phong
thu 1y hod
SO’

1. Truy cap vao Phan mém Mot cira nhan thong bao
c6 hd so méi va tiép nhan hd so.

2. Phan cong cho cong chire thy Iy hd so, tham muu
giai quyét.

3. Cong chirc thu 1y ho so kiém tra hd so.

4. Tham dinh, trinh Lanh dao phong, S& xem xét hd
so dii diéu kién, khong du diéu kién.

01
ngay

07
ngay

Thoéng bao hen tra
két qua (hodc tir
chéi, hodc hudng
dan);

Phiéu chuyén XU

Biéu mau theo
Thong tu
01/2018/TT-VPCP
ngay 23/11/2018 cua

ly (The hién trong | Van phong Chinh
Phan mém bang phu
lénh chuyén).
Cap nhé}t trén Hé
thong;

Yéu cau bd sung/
tur choi giai quyét
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Cong chuc phong chuyén mon tong hop y kién cac
co quan lién quan, 13p to trinh ctia S& Noi vy va du
thao Quyét dinh ctia Chu tich UBND Thanh phé
trinh Lanh dao Phong néu du diéu kién.

(Truong hop ¥ kién cac co quan khéng déng ¥, can
giai trinh bo sung: céng chic phong chuyén mén
tong hop, du thao bao cao UBND Thanh phd xem xét
chi dao).

Lanh dao S¢ ky To trinh va ky nhay du thao Quyét

Lanh 1 4i0h ctia Cha tich UBND Thanh phé hodic cho § kién | 0L | ¢4pnhat trén He
dao So , Z ngay thong
chi dao gidi quyét
x Xem xét, Ky Quyét dinh giai thé quy.
Lanh \ A £ A A ae e 1 s A
dao Truong hop khong chap thuédn (can phai xin y 1,(1611
: bd sung cac don vi lién quan), UBND Thanh pho c6 | 05 Cap nhat trén Hé
UBND .l NTAS 2 \ < 1a A X
Thanh | van ban giri S6 No1 vu dé tiép tuc ban hanh van ban | ngay thong
,< deé nghi cac co quan, don vi lién quan nghién ctru ho
pho Y S Y
s0, gbp y kién gui vé S& Noi vu.
B?\ ph? " Hoan thién
Mot cira/ .

3 T6 chirc : : ; cac quy
Hoan con 1. Tra ket qua cho To chirc, cong dan, Ngudi ndp ho so. 01 Trang thong tin trinh ket
thién ho déng 2. Ban giao ho so luu cho Phong Quéan Iy Hoi, Doanh nad dong bd Cong thuc ho 80
so; Tra .. | nghi¢p va cong tac thanh nién. gay Dich vu quéc gia trén Phan
A o nguwol A .
ket qua 060 ho mém Dich

°P vu cong

SO’




I. Thong tin ngwdi nhap hd so
1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cap:

7. Pia chi:
IL. Thong tin dé nghi

8. Pon vi dé nghi:

9. bia chi don vi:

10. N6i dung dé nghi:

11. Vin ban dé nghi sb:

12. Ngay ban hanh van ban:
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PHU LUC 44.1: NQI DUNG BIEU MAU

- Nguoi yéu cau cam doan cic thong tin cung cép la dung su that.
- Biéu mau tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia ngudi yéu cau.
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PHU LUC 44.2: THANH PHAN HO SO PIEN TU

TT Tén thanh phin hb so Co s6 dit ligu/bdn | Bit bujc/khdng bit )i:f: 2;1111111111/1?1(:11) Diéu kign vé ky
chup/ban dién tir bugc dinh kém A 1A . thuat
nhan két qua

1 | Don d& nghi giai thé quy Scan ban chinh Bit budc Bén nop Scan mau
Nghi quyét caa Hoi dong quan 1y

2 | quy vé tu giai the, trong d6 néu rd 1y Scan ban chinh Bit budc Ban nop Scan mau
do giai thé quy
Ban kiém ké tai san, tai chinh cua
quy c6 chit ky cua Chu tich Hoi

3 |dong quan 1y quy, Truéong Ban Scan ban chinh Bit budc Ban nop Scan mau
Kiém tra, Giam d6c va phu trach ké
toan
Dy kién phuong thic xur 1y tai san,

4 | tai chinh, lao dong va thoi han thanh | Scan béan chinh Bit bugc Ban nop Scan mau
toan cac khoan no
Thoéng bao thoi han thanh toan ng
(néu ¢6) cho céc t6 chirc va ca nhan

5 COAheI‘l quan th§0 quy dinh cua b haI;) Scan ban chinh Bit budc Ban ndp Scan mau
luét va thong béo lién tiép trén 03 so
bdo viét hodc bao dién tir ¢ dia
phuong
Céc tai liéu chung minh viéc hoan

6 | thanh nghia vu tai san, tai chinh cta Scan ban chinh Bit budc Ban nop Scan mau

quy




MAu - Pon dé nghi gii thé quy

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

DPON PE NGHI
Giai thé Quy...l...

Kinh gui: ....2. ..

Theo quy dinh tai Nghi dinh s6 93/2019/ND-CP ngay 25 thang 11 nam 2019
ctia Chinh phui vé t chirc, hoat dong cia quy x4 hoi, quy tir thién va quy dinh cua
phap luat c6 lién quan; Hoi dong quan 1y Quy ...%... da c6 Nghi quyét vé viéc giai
thé Quy.

1. Mt s6 thong tin co ban vé Quy

....................................................

4. Céc tai liéu c6 lién quan (néu c6)

Thong tin khi can lién hé:

Ho va tén:

Dia chi lién lac:

S6 dién thoai:

Hoi déng quan 1y Quy ....~.... dé nghi ....2.. ... xem xét, quyét dinh giai thé Quy
theo quy dinh cua phap luat./. yd

Noi nhn: Ao ngay ... thang ... nam 20...
- Nhu trén; TM. HQI PONG QUAN LY QUY
Luu: . (Chuee vu, chir ky, dau)

Ho va tén

Ghi chu:

1 Tén quy dé nghi.

2 Tén co quan c6 tham quyén cho phép thanh lap quy.

3 Pam bao day du theo quy dinh tai khoan 3 Diéu 41 Nghj dinh s6 93/2019/ND-CP (tai
diém ¢ “Truong Ban Kiém tra” duoc xac dinh 1a “Truong Ban Kiém soat”).

4 Pia danh.



45. Quy trinh: Thanh lp to chitc thanh nién xung phong (QT- 45)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin cit phap ly Ghi cha
gian

- Cé nhan nop ho so truc tuyen tai Cong dich vu cong Céne Dich vu

quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu con g Quéc i |- Nghi dinh sd

cbng cﬁaThanh‘phé (dia chi: dichvucong.hanoi.gov.vn); thuf hidn déi 12/2011/ND-CP

- Nguoi nop ho so dang ky tai khoan giao dich dién nhin mot 14 ng ngay 30 thang 01

tir, dang nhap ~tai khoan, xac thuc dinh danh dién tr di élf huon > | nam 2011 caa Chinh

(theo hudng dan trén Céng Dich vy cong). o din t@% phii v& t chic va

- Cong DVC két noi vai CSDLDC dé khai thac cac C%n Dicl% vy | chinh séch déi voi

treong théng tin cua cdng dan c6 trong CSDLDC ong Ul % | thanh nién  xung

(khi duoc két néi). cong Thanh pho | 1o

- Ngudi nop hd so Iua chon: de thyc hién cac | * Tﬁ@ng w <6 | Ngwot  nop

+ Djch vu cong truc tuyén bude tiep theo: | 1) 51 1/ND-CP g‘:’ o ,pli‘f‘!

+ Chon S Ngi vu . s : 4 am | g Ky tal
1 + Linh viec Té chiec phi chinh pha ?; kél;lan o 2011 ii;hlgggl\?o?avrﬁ Khoan = giao

Nop hé | Canhan | + Chon thu tuc: Thanh 14p td chirc thanh nién on cars mhep huéng dan thi hanh dich dién tr,

L «und bhon va mat khau. At < iy ciia Nehi dang nhap
SO’ g p Ag . S S mot 50 diéu ciia Nghi | .. khoan,

- Nguoi nop hp so dién cac nd1 dung theo Bi€éu mau dinh s0 12/2011/NDb- | h

dién tir (chi tiét tai Phy luc 45.1 kém theo). CP ngay 30 théang 01 X?‘Ch ; “’rC]

(Truong hop cac thong tin trong Biéu mdu dién tir da -~ |nam 2011 cta Chinp | 4inh  dan

Biéu mau dién dien to

¢6 trong Co s¢ di lidu quac gia vé dan cu, hé thong
thong tin co lién quan, dugc dién tu dong (néu CO)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 45.2 kém theo);

- Nguoi ndp kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop hd so truc tuyén lua chon gui hd so (ban
gidy), nhan két qua giai quyét ho so (ban gidy) qua
dich vu buu chinh céng ich.

tur;

Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

phu vé t6 chuc va
chinh sach dbi véi
thanh  nién xung
phong.

- Céc van ban c6 lién
quan cua co quan co
thAm quyén theo quy
dinh.
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2.
Tiép
nhén va
giai
quyét
hd so

B¢ phan
Mot ctira

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va CéC thong tin;

Truong hop hd 80 can bd sung hodc hd so khong
thudc tham quyen giai quyét: Guri Théng bao den
Nguoi nop ho so (miu Thong bao Dién tir) yéu cau
b sung ho s0, hoan thién hd so, néu rd loai giay to,
n6i dung can bo sung dé Nguoi ndp ho so bod sung,
hoan thién.

3. Trudong hop ho so du diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

3.2. Xac nhan thong tin, gui thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi nop hd so.

Chuyén hd so t6i Truong Bo phan mot cira; Chuyén
h so dén Lanh dao phong chuyén mén thu 1y ho so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thien duoc ho so th1 Bo phan Mot ctra co Thong bao Dién

.....

Lanh
dao,
Cong
chirc
phong
thu 1y hod
SO’

1. Truy cdp vao Phan mém Mot cira nhan thong bao
¢6 ho so méi va tiép nhan hd so.

2. Phan cong cho cong chire thy Iy hd so, tham muu
giai quyét.

3. Cong chirc thu 1y ho so kiém tra ho so.

4. Tham dinh, trinh Lanh dao phong, Sé xem xét hd
so di diéu kién, khong du diéu kién.

a) Truong hop hd so khong du diéu kién: cong chirc
phong chuyén mon duy thao théng bao bang vin ban
néu rd 1y do ho so khong du diéu kién giai quyét trinh
Lanh dao Phong va Lanh dao S& xem xét, ky duyét.

01
ngay

05
ngay

Thong bao hen
tra két qua (hodc

Biéu mau theo

tr chdi, hodc A
huéng dan); Thong o

8 01/2018/TT-VPCP
Phiéu chuyen XU < ,

ngay 23/11/2018 cua
ly (Thé hién : \ .
XA Vian phong Chinh

trong Phan mém he
bing 1énh phu
chuyén).
Cap nhé}t trén Hé

thong;

Yéu cau bd
sung/ tur choi
giai quyét
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b) Trudong hop ho so can bd sung: cong chirc phong
chuyén mon thong bao bang vin ban néu 3 1y do hd
so can bo sung trinh Lanh dao Phong va Lanh dao S&
xem x¢ét, ky duyét.

¢) Trudng hop ho so du diéu kién: Cong chirc phong
chuyén mon tong hop hd so, du thao td trinh UBND
Thanh phd cho y kién bang van ban vé viéc chap
thuan hay khong chap thuan viéc thanh 1ap to chirc
thanh nién xung phong trinh Lanh dao phong.

Lanh Lanh dao So ky To trinh V}l ky nhay van ban hoac 01 Cap nhat trén He
dao S¢ | cho y kién chi dao gidi quyét. ngay thong
~ 1. Truong hop chap thuan, Lanh dao UBND Thanh
Lanh
dao phd co ¥ kién dong ¥ bang vin ban va chuyen cho S¢
UB.ND Noi vy, Boan thanh men’CQng san H6 Chi Minh. ) 05 Cap nhé:[ trén HE
. 2. Truong hop khong chap thuan, UBND Thanh pho | ngay thong
Thanh PRSI SR . 2 - NA :
hé ¢6 van ban chi dao va ghuyen cho Sg’ No1 vu, Poan
pho thanh nién Cong san HO6 Chi Minh d¢€ thyc hi¢n.
;é[('ltph? n/ 1. Doan thanh nién Cong san H6 Chi Minh Thanh 02 Hoan thién
3. pteuall hé Ha Noi ky Quyét dinh thanh 1ap t6 chirc thanh | ngay - cac quy
. To chirc Trang théng tin . Z
Hoan con nién xung phong trong truong hop dugc UBND ddne bo Con trinh két
thién ho g Thanh pho Ha Noi chap thuan va guri So Noi vu. e o oS thic ho so
. dan, Dich vu quoc N A
so; Tra nowoi 2. Tra két qua cho T6 chire, cong dan, Nguoi ndp hd so. ia trén Phan
két qua S0l 13 Ban giao ho so luu cho Phong Quan Iy Hoi, Doanh 01 g mém Dich
nop ho A , A A A
nghiép va cong tac thanh nién. ngay vu cong

SO’




I. Thong tin ngudi nhip ho so
1. Ho va tén:
2. 86 dién thoai:
3. Email:
4. 86 CMND/CCCD:
5. Ngay cap:
6. Noi céap:
7. Pia chi:
IL. Thong tin dé nghi
8. Pon vi dé nghi:
9. Dia chi don vi:
10. N6i dung dé nghi:
11. Vin ban dé nghi so:
12. Ngay ban hanh van ban:
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- Ngu:c‘ri yéu cau cam doan céc thong tin cung cép la dung su thét
- Biéu miu tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.



298

PHU LUC 45.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phan hd so

Co s6 dir
liéu/ban
chup/ban dién
tir

Bit budc/khong
bat bugc dinh
kem

Xuit trinh/ ndp
ban chinh khi
nhan két qua

Diéu kién vé ky
thuat

Vian ban cua Doan Thanh nién Cng san
Ho6 Chi Minh thanh phd Ha Noi giri S& Noi
vu dé nghi cho y kién vé viéc thanh lap to
chtrc thanh nién xung phong

Scan ban chinh

Bit budc

Ban ndp

Scan mau

Vin ban chap thuan cua Ban Tcx)v chtrc
Thanh ty Ha Noi vé viéc thanh 1ap t6 chire
thanh nién xung phong

Scan ban chinh

Bit budc

Ban ndp

Scan mau

Pé an thanh 1ap to chirc thanh nién xung
phong gdom céc nodi dung sau:

+ Loai hinh t6 chtrc can thanh 1ap thanh
nién xung phong;

+ Sy can thiét va co so phap 1y thanh lap
t6 chtrc thanh nién xung phong;

+ Muyc tiéu, chirc ndng, nhi€ém vy ctua to
chirc thanh nién xung phong

+ Co ciu cua t6 chirc thanh nién xung
phong;

+ Nguén luc va cac diéu kién can thiét
khac bao dam dé t6 chtic thanh nién xung
phong méi dugc thanh 1ap hoat dong.
Trong do, du kién vé nhan su, bién ché,
kinh phi hoat dong, tru s¢ lam viéc va
trang thiét bi, phuong tién can thiét cia to
chirc thanh nién xung phong;

+ Thoi gian du kién ké hoach hoat
dong cua t6 chtrc thanh nién xung phong;

Scan ban chinh

Bit budc

Ban nop

Scan mau
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+ Kién nghi cta co quan xay dung dé
an thanh lap t6 chuc thanh nién xung
phong (néu co)

Dai1 voi viée thanh 13p Trung tdm, Truong
gido duc lao dong xa hoi, ngoai cac ndi
dung néu trén dé& an con phai cé y kién
bang vin ban cua cic co quan quan ly
chuyén nganh lién quan, gom: S¢ Gido
duc va Pao tao, S6 Lao dong Thuong binh
va Xa hoi, S& Ké hoach va Dau tu, S¢ Tai
chinh

Scan ban chinh

Bit budc

Ban ndp

Scan mau

Tai lidéu chimg minh diéu kién dé dugc
thanh 1ap to chuc thanh nién xung phong
theo quy dinh tai Diéu 4 Nghi dinh s6
12/2011/ND-CP

Scan ban chinh

Bit budc

Ban nop

Scan mau

Céc tai liéu khac c6 lién quan (néu c0)

Scan ban chinh

Bit budc

Ban ndp

Scan mau
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46. Quy trinh: Giai thé to chirc thanh nién xung phong (QT- 46)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin cit phap ly Ghi cha
gian
- Cé nhan nop ho so truc tuyen tai Cong dich vu cong Céne Dich vu
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu ong e .~ |- Nghi dinh s
cbng cua Thanh‘phé (dia chi: dichvucong.hanoi.gov.vn); f}il;f h?éur?c dagr; a 12/2011/ND-CP
- Nguoi nop ho so dang ky tai khoan giao dich dién nhip mot 14 f ngdy 30 thang 01
tw, dang nhap tai khoan, xac thyc dinh danh di¢n tur di élf huon > | nam 2011 cua Chinh
(theo hudng dan trén Cong Dich vy cong). Sido t’g' phia v& t& chic va
- Cong DVC két néi véi CSDLDC dé khai thac céc Iég;um Dl%n}% oV chinh séch déi véi
trwrong théng tin caa céng dan cé trong CSDLDC ong et vy thanh  nién  xung
(khl duoc két nél) c?ng Thal’l}l phO phong ]
- Ngudi nop hd so lya chon: de thuc hién cic | 7 Tﬁ@ng w56 | Nguol nap
+ Dich vu cong truc tuyén bude tiep theos |1 o1 1/ND-CP 2‘:’ o ,plff‘!
+ Chon Sé Noi vu .. . > 5 5 ang Ky tai
1. + Linh vuc T6 chirc phi chinh phu %Z; kélé(;an fl?gn ;g?ll ig;h]gggl\?@?zgz khoén | 91ao
Nop hd | Canhan ;—h%:w]gn tha tuc: Giai thé to chirc thanh nién xung va mat kﬁgéu. 23 hu;(:ngA ;?;n t}}i gglr;lh gg;dleght;[;
SO mot SO dicu cua 1 \ - N
- Nguoi nop ho so dién cac ndi dung theo Biéu miu diflh s 12/2011 /N%—)-' ta,' khoan,
dién tir (chi tiét tai Phy luc 46.1 kém theo). CP ngay 30 théng 01 | <2¢ thuc
(Truong hop cac thong tin trong Biéu mau dién tir da .~ | nim 2011 ctia Chinh | 40 danh
Biéu mau dién dien to

¢6 trong Co s¢ di lidu quac gia vé dan cu, hé thong
thong tin 6 lién quan, duwoc dién tu dong (néu CO)

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 46.2 kém theo);

- Nguoi ndp kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop hd so truc tuyén lua chon gui hd so (ban
gidy), nhan két qua giai quyét hd so (ban gidy) qua
dich vu buu chinh céng ich.

tur;

Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

phu vé t6 chuc va
chinh sach dbi véi
thanh  nién xung
phong.

- Céc van ban c6 lién
quan cua co quan co
thAm quyén theo quy
dinh.
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2.
Tiép
nhén va
giai
quyét
hd so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va céc thong tin;

Truong hop hd 80 can bd sung hodc hd so khong
thudc tham quyen giai quyét: Guri Théng bao den
Nguoi nop ho so (miu Thong bao Dién tir) yéu cau
b sung ho s0, hoan thién hd so, néu rd loai giay to,
n6i dung can bo sung dé Ngudi nop hd so bo sung,
hoan thién.

3. Trudong hop ho so du diéu kién giai quyét:

BO phan | 5 | 4 nhat thong tin vao Hé théng thong tin giai
Mot cira quyét TTHC (S theo dai dign tir theo mau)
3.2. Xac nhan thong tin, gui thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi nop hd so.
Chuyén hd so t6i Truong Bo phan mot cira; Chuyén
h so dén Lanh dao phong chuyén mén thu 1y ho so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi B phan Mot ctra ¢6 Thong bao Dién
tir tir chéi giai quyét yéu cau ctia Ngudi ndp ho so.
1. Truy cdp vao Phan mém Mot cira nhan thong bao
¢6 ho so méi va tiép nhan hd so.
Lanh 2: Phﬁn cong cho cong chure thy ly hé so, tham muu
dao giai quyét. . y .
Cé n,g 3. Cong chirc thu 1y ho so kiém tra ho so. ‘
i 4. Tham dinh, trinh Lanh dao phong, S& xem xét ho
chire YN R e E
phong so; du dle’u leI‘l, khong (Aiu dl?u k}@n. .
thu Iy hd Cong chirc phong chuyén moén tong hop ho so, du
e thao to trinh Uy ban nhan dan Thanh pho cho y kién

bang vin ban vé viée chép thuan hay khong chip
thuan viéc giai the to chue thanh nién xung phong
Thanh phd trinh Lanh dao Phong.

01
ngay

05
ngay

Thong bao hen
tra két qua (hodc

Biéu mau theo

tr chdi, hodc A
hudng dan); Thong tu
01/2018/TT-VPCP
Phiéu chuyen XU < ,
ngay 23/11/2018 cua

ly (Thé hién z \ .

XA Vian phong Chinh
trong Phan mém he
bing [énh ph
chuyén).
Cap nhé}t trén Hé

thong;

Yéu ciu bd
sung/ tur choi
giai quyet
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Lanh dao S¢ ky To trinh va ky nhdy du thao Quyét

Lanh | 4ih ctia Cha tich UBND Thanh phé hodic cho ¢ kién | OF | ¢p nhat trén He
dao Sé e £ ngay thong
chi dao giai quyét
~ 1. Truong hop chap thuan, Lanh dao UBND Thanh
Lanh
da phd c6 ¥ kién ddng ¥ bang vin ban va chuyen cho S¢&
UB.I\(I) D Noi vy, Boan thanh nién Cong san Hb Chi Minh. 05 Cép nhat trén H¢
\ 2. Truong hgp khong chap thuan, UBND Thanh pho | ngay thong
Thanh RS . . 2 - NTA: \
hé ¢o van ban chi dao va ghuyen cho Sg Noi1 vu, Poan
pho thanh nién Cong san H6 Chi Minh dé€ thyc hién.
ﬁgfh? n/ 1. Poan thanh nién Cong san H6 Chi Minh Thanh 02 Hoan thién
3. ot cua pho Ha Noi ra quyét dinh giai thé t6 chirc thanh nién A A cac quy
R To chirc . ) ngay | Trang thong tin . X
Hoan R xung phong trong truong hop dugc UBND Thanh X A R trinh két
A 1A cong LT NAS AL A A dong by Cong . A
thién ho A pho Ha N1 chap thuan. . £ thiic ho so
S dan, 1 Ao PO R A LA Dich vu quoc N P\
so; Tra .. | 2. Traket qua cho To chure, cong dan, Ngudi ndp ho so. . trén Phan
Y nguoi N . 01 gla .
ket qua 160 ha 3. Ban giao ho so luu cho Phong Quan 1y Hoi, Doanh nga mém Dich
op ho nghi¢p va cong tac thanh nién. gay vu cong

SO’




I. Théong tin ngudi nhip ho so
1. Ho va tén:
2. 86 dién thoai:
3. Email:
4. S6 CMND/CCCD:
5. Ngay cap:
6. Noi céap:
7. Pia chi:
IL. Thong tin dé nghi
8. Pon vi dé nghi:
9. Dia chi don vi:
10. N6i dung dé nghi:
11. Vin ban dé nghi so:
12. Ngay ban hanh van ban:

303
PHU LUC 46.1: NOI DUNG BIEU MAU

- Ngu:c‘ri yéu cau cam doan céc thong tin cung cép la dung su thét
- Biéu miu tuong tac ghi nhan thoi gian hoan tat viéc cung cip thong tm.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 46.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phin ho so

Co s6 dir li€éu/ban
chup/ban dién tir

Bit budc/khdng bit
budc dinh kém

Xut trinh/ ndp
ban chinh khi
nhin két qua

Diéu kién vé ky
thuat

Van ban cia PDoan Thanh nién Cong
san H6 Chi Minh thanh phd Ha Nbi
gtri So Noi vu Ha Noi dé nghi cho y
kién viéc giai thé to chirc thanh nién
xung phong

Scan ban chinh

Bit budc

Ban ndp

Scan mau

Vin ban chap thuan cia Ban Tb
chic Thanh ty Ha N1 vé viéc giai
thé to chirc thanh nién xung phong

Scan ban chinh

Bit budc

Ban ndp

Scan mau

Phuong 4n giai thé to chirc thanh
nién xung phong, trong d6 néu ro:

- Ly do giai thé t6 chirc thanh
hién xung phong;

-Pé xuat phuong an giai quyet vé
nhan sy, to chitc bo may, bién che
tai chinh, tai san, dat dai va cac van
dé khac c6 lién quan.

- Quy dinh trdch nhiém cua to
chtre, ca nhan thyc hién phuong an
giai thé t6 chirc va thoi han xtr Iy cac
van dé khac co lién quan

Scan ban chinh

Bit budc

Ban nop

Scan mau

Do6i voi viéc giai thé Trung tam,
Truong Gido duc lao dong xa hoi,
ngodi cac ndi dung trén day, ho so
dé nghi giai thé con phai liy y kién
bang vin ban clia cac co quan quan
ly chuyén nganh lién quan

Scan ban chinh

Bit budc

Béan nop

Scan mau
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D61 véi truong hop giai thé quy
dinh tai Khoan 3, Pi¢u 6 Thong tu
SO 11/2011/TT-BNV ngay

26/9/2011 ctia BO Ndi vy, hd so con Scan ban chinh Bit budc Ban nop Scan mau
cO6 van ban cia co quan c6 tham
quyén xu ly vi pham cua to chirc
thanh nién xung phong

ac tai liéu khac co lién quan (né LA A A
C U q (néu Scan Bat budc Ban ndp Scan mau

co).
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47. Quy trinh: Xac nhin phién hi¢u thanh nién xung phong (QT- 47)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin ci phaply | Ghichd
gian
1. T6 chire, c4 nhan dé nghi xac nhan phién hi¢u don 01 nad - Nghi dinh $0
V1 than}} nién xung phong co6 trach nhiém gui 01 b(f? gay 12/2011/NDB-CP
ho so dén Hoi Cuu Thanh nién xung phong thanh pho ngay 30 thang 01
Ha Noi. nam 2011 cua
2. Hoi Cyu Thanh nién xung phong thanh phd Ha Chinh phu vé to
NOoi1 ¢ trach qhiém tiép nhan, hudng dan, bo sung dé 07 naa Céne Dich vu chue , va chinh
hoan chinh ho so va c6 van ban bao cao guri S¢ Noi gay con & Quéc i sach doi véi thanh
vu xem xé&t, trinh UBND Thanh pho xac nhan phién g a B hian xung phong. . .
e ) A thuc hién dang o 2 | Nguol nop
hiéu don vi thanh nién xung phong. aha 5t n | Thong tu so ho hai
ap mot 1an, |4y Ho1/Np-cp |10 SO phal
3. C& nhan nop hod so truc tuyén tai Cong dich vu cong dieu —  huong ngay 26 thang 9 ding ky tai
PSR o A nguoi dung toi | , >~ | khoan giao
1. quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu 2 . nam 2011 cua B | . A
a LA A - \ N Lo o S . i Cong Dich wvu |, .. , x| dich dién tu,
Nop ho | Canhan | cdng cta Thanh pho (dia chi: dichvucong.hanoi.gov.vn); . X x | Noi vu hudng dan | . .
i oA LA g N L . o cong Thanh pho | 7 . 2z |dang nhap
SO - Nguoi nop ho so dang ky tai khoan giao dich di¢n 2 .., | thi hanh mdt so | ;. \
.o N \ p : a dé thuc hién cac | ..x \ .| tai  khoan,
tur, dang nhap tai khoan, xac thuc dinh danh dién tir Y diéu cua Nghi|
. X oA R . N budc tiep theo; : Z | Xac thuc
(theo hudng dan trén Cong Dich vu cong). dinh O | 4inh danh
- Cong DVC két noi vai CSDLDC dé khai thac cac .. , x| 12/2011/ND-CP A e
Tai khoan gom dién tir

trurong thong tin caa céng dan cé trong CSDLDC
(khi duoc két nbi).

- Nguoi nop hd so lua chon:

+ Dich vu c6ng truc tuyén

+ Chon So Noi vu

+ Linh vuc T6 chirc phi chinh pha

+ Chon thi tuc: Xac nhan phién hi¢éu thanh nién
xung phong

Tén dang nhap
va mat khau.

ngay 30 thang 01

nam 2011 ‘cﬁa}
Chinh phu vé to
chtc va chinh

sach ddi véi thanh
nién xung phong.

- Cac van ban c6
lién quan cua co
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- Nguoi nop ho so dién cac noi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 47.1 kém theo).
(Trwong hop cac thong tin trong Biéu mau dién tir da
6 trong Co s¢ di liéu quac gia vé dan cu, hé thong
thong tin c6 lién quan, duoc dien tu dong (néu co)

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 47.2 kém theo);

- Ngudi nop kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nop hd so truc tuyén lya chon gui hd so (ban
gidy), nhan két qua giai quyét hod so (ban gidy) qua
dich vu buu chinh cong ich.

Biéu mau dién
tu;

Thong bao vé
viée di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

quan  co tham
quyén theo quy
dinh.

2.
Tiép
nhéan va
gidi
quyét
ho so

1. Nhan thong bao c6 ho so méi trén Hé thong;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bd sung hodc hd so khong
thudc thaim quyén giai quyét: Giri Thong bao dén
Nguoi ndp hd so (mau Thong bao Pién tir) yéu cau
bd sung ho so, hoan thién hd so, néu rd loai gidy to,
ndi dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thi¢n.

3. Trudng hop ho so du diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

3.2. Xac nhan thong tin, giri thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.

Chuyen ho so t6i Truong B phan mot cira; Chuyen
hd so dén Lanh dao phong chuyén mén thu Iy hd so.

01 ngay

Thong bao hen
tra két qua (hodc

tr chdi, hodc
hudng dan);
Phiéu chuyen XU
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong Chinh
phu
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4. Truong hop Nguoi nop ho so khong bd sung, hoan
thién duoc ho so thi B phan Mot ctra ¢6 Thong bao Dién

eoe

tir tir chdi giai quyét yéu cau ctia Nguoi ndp ho so.

1. Truy c4p vao Phan mém Mot cira nhin thong bao
c6 ho so mai va tiép nhan ho so.

2. Phan cong cho cong chire thy 1y hd so, tham muu | 09 ngay
giai quyeét.
Lanh 3. Cong chire thu Iy ho so kiém tra ho so. ‘
.. | 4. Tham dinh, trinh Lanh dao phong, S& xem xét ho
dao S¢, s A 1A R s A 1en
L anh so du dicu kién, khong du diéu kién.
a) Truong hop ho so khong du di€u kién: cong chure
dao, \ N n \ n L1 C 1.
R phong chuyén mon dy thdo thong bao bang van ban
Cong A~ 17 A A TS e SN e A
hi néu ro 1y do ho so khong du diéu kién giai quyét
ch;]c trinh Lanh dao Phong va Lanh dao Sé. Céap nhat trén
P , g » | b) Truong hop ho so can bo sung: cong chirc phong Hé¢ thong,
thu ly ho A A 1A (13 < la A~
e chuyén mon thong bao bang van ban néu rd ly do Yéu cau bd
hé so can bo sung trinh Lanh dao Phong va Lanh sung/ tu ch01
dao So. ‘ ‘ 7 giai quyéet
¢) Truong hop ho so du di€u kién: S6 Noi vu tham
dinh ho so, xac minh thuc té tai dia diém va bao cao .
ciia Hoi Cyu Thanh nién xung phong, du thao To | 13 ngay
trinh cua SG NoO1 vu va d}_I thao Van ban cia UBND
Thanh phd xem xét, quyét dinh xac nhan phién hi¢u
don vi thanh nién xung phong (601 voi truong hop ho
so du, hop 18) hodc tra 10i bang van ban (d6i véi
truong hop khong du hd so).
5. Lanh dao S¢ ky To trinh, ky nhay dy thao van ban
cua UBND Thanh phd.
Lanh 1. UBND Thanh pho Ha No6i xem xét, quyét dinh A Ay A
N n A 1n : . . Cap nhat trén
dao viéc xac nhan phan hi¢u don vi thanh nién xung 10 ngay Hé thén
UBND | phong, giri viin ban cho S& Noi vu dé tra két qua » thong
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Thanh | cho t6 chic, ca nhan va Hoi Cyu Thanh nién xung
pho phong TP Ha Noi dé luu, tong hop.
2. Truong hop khong chap thuan, UBND Thanh phd
cO van ban chi dao va chuyén cho S& No6i vu, Hoi
Cyu Thanh nién xung phong TP Ha N61 dé thuc hién.
BQA phf'l n Hoan thién
3. Mot cua/ A cac quy
Hoan . T(():ﬁc;urc 1. Tra két qua cho T6 chire, cong dan, Nguoi ndp hd so. 'I;Trg 1219 lt)fcl)og%;m trinh két
thienhd | 29 | 2. Ban giao hd so luu cho Phong Quan Iy Hoi, Doanh | 02 ngay ng bo LOong thic hd so
. dan, A T , A Dich vu quoc N A
so; Tra .. | nghi¢p va cong tac thanh nién. . trén Phan
£ o | nguoi gia PO
két qua A 1A mém Dich
nop ho o
vu cong

SO’




I. Théong tin ngudi nhip ho so
1. Ho va tén:
2. 86 dién thoai:
3. Email:
4. 86 CMND/CCCD:
5. Ngay cap:
6. Noi céap:
7. Pia chi:
IL. Thong tin dé nghi
8. Pon vi dé nghi:
9. Dia chi don vi:
10. N6i dung dé nghi:
11. Vin ban dé nghi so:
12. Ngay ban hanh van ban:
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- Ngu:c‘ri yéu cau cam doan céc thong tin cung cép la dung su thét
- Biéu miu tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tm.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 47.2: THANH PHAN HO SO PIEN TU

A VA I z A n < Xuit trinh/ ndp A AL A Lo
TT Tén thanh phin hb so Co's dirliéu/ban | Bat buge/khong bat | - =y iy i Diéu ki¢n ve ky
chup/ban dién tir bugc dinh kém A 1A . thuat
nhan két qua
Van ban cua to6 chuc, ca nhan dé , ‘
1 nghi xac nhan phién hiéu don vi Scan ban chinh Bat budc Ban nop Scan mau
thanh nién xung phong
Vén ban chap thuan cua Ban To , ‘
2 | chuc Thanh uy Ha Noi vé viéc giai Scan ban chinh Bat budc Béan nop Scan mau

thé t6 chtrc thanh nién xung phong
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I1. QUY TRINH GIAI QUYET THU TUC HANH CHINH LINH TIN NGUONG, TON GIAO PUQC TAI CAU TRUC
QUY TRINH, LUA CHON XAY DUNG DICH VU CONG TRUC TUYEN TOAN TRINH, TICH HQP TREN CONG
DICH VU CONG QUOC GIA THUQC THAM QUYEN GIAI QUYET CUA UBND CAP HUYEN.

1. Quy trinh: Thii tuc thong bao mé 16p bdi dudng vé ton gizo theo quy dinh tai khoan 2 Diéu 41 Luit tin nguéng, ton gido (QT-48)

Buwéc | Chii thé Quy trinh chi tiét ;’;‘r’;‘ Trang thai  |Cin et phap ly | Ghichd
- Ca nhan, to chic nop ho so tryc tuyen tai Cong
dich vu cbng quoc gia (dia chi: dichvucong.gov.vn) 7
hoac Cong dich vu cong cua Thanh pho (dia chi: Cong Dich vu
dichvucong.hqnoi.gov.vn); cong Quoc gia
- Nguoi nop ho so dang ky tai khoan giao dich di¢n thue hién déng ’ Nousi
tur, dang nhap E&i khoan . xac thuc dinh danh dién tr nhap mét lan, Nghi dinh so 6 gh 3 so
(theo hudng dan trén Cong Dich vu cong). diéu huong nguoi | 95/2023/Nb- ﬁgi din
- Cong DVC két noi véi CSDLDC dé khai thac cac dung téi Cong CP ngay 29 P KV tai &
truong thong tin cua cong dan co trong CSDLDC Dich vu cong thang 12 ndm kr){oén
1 (khi dugc ket noi). Thanh pho de 2023 cua i20 dich
Nio | T chire, | - Ngudingp ho so lya chon: thuc hién cic | Chinh pha quy gdién o
h;(')p canhan | + Dich vy cbng truc tuyen ‘ budc tiép theo; dinh’chi‘tiét dén '
0 s + Chon UBND qudn, huyén, thi x& (noi mé 16p boi mot s didu va ang
~ . . A n L nhap tai
duong) Tai khoan gom bién phap thi Khoan
+ Chon linh viee Tin ngudng, ton giao Tén dang nhap va | hanh Luét tin . ’
Y LA . o Lo L As 4m P nr D1 R ~ . Xac thuc
+ Chon thu tuc: thong bdo mé lép boi dwdng ve mat khau. ngudng, ton )
A g . . . A n . dinh danh
ton giao theo quy dinh tai khoan 2 Pieu 41 Luat giao dian tir

tin ngwdng, ton giao

- Ngudi nop hd so dién cac noi dung theo Biéu miu
dién tir (chi tiet tai Phu luc 48.1 kem theo).

Biéu mau dién tir
Thong bao vé
viéc da guri ho so
thanh cong, cho
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Chu thé

Quy trinh chi tiét
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Can cwr phap ly

Ghi chu

(Trwong hop cac thdng tin trong Biéu mau dién tir da
¢6 trong Co sé dir ligu quoc gia Vé ddn cu, hé thong
thong tin 6 lién quan, dugc dien ty dong (neu co) _

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 48.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi ndp ho so truc tuyén lua chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Trudong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, UBND cép huyén
(Phong Noi vu) s& gui két qua file dién tir vao dia
chi email cuia cong dan)

kiém tra, ti€p
nhan, phan hoi

Tiép
nhan
va giai
quyét
ho so

1. Nhén thong béo co ho so méi trén Hé théng;

2. Kiém tra ho so va céc thong tin.

Truong hop ho Ny can bd sung hodc hd so khong
thudc tham quyen gidi quyét: Gui Thong bao dén
Ngudi nép hd so (mau Thong bao Pién tir) néu rd
Iy do va c6 van ban hudng dan nguoi yéu ciu bd
sung ho so, hoan thién hd so, néu rd loai giéy to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thi¢n.

3. Truong hop Nguoi nop hd so khong bd sung,
hoan thién dugc hd s0, ¢6 van ban tir chdi giai quyét
yéu cau ctia Ngudi nop ho so

4. Truong hop ho so du diéu kién giai quyét:

Trong
ngay lam
viéc

Van ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xur
1y (Thé hién trong
Phan mém béng
1énh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Vian phong
Chinh phu
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Thoi

Buéc | Chii thé Quy trinh chi tiét gian Trang thai  |Cian et phap ly | Ghi chua
4.1. Cap nhat thong tin vao Hé thong (S6 theo ddi
dién tir theo mau).
4.2. Xac nhan thong tin, gui thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cta
Nguoi nop ho so.
4.3. Tiép nhan hd so, chuyén Ho so t6i Lanh dao
Phong No¢i vu Huyén.
1. Truy cap vao H¢ thong nhan thong bao c6 ho so
. moi va ti€p nhan ho so. Phiéu chuyén xur
IEJ}?(‘:lnh ?\?:3)1 2. Kiém tra h6 SO N Tgngm 1}'/ (Thé hién tI“OHg
R _Néu ddng y: Phan cong cho chuyén vién thu Iy Hb g YA Phan mém bang
vu Huyén viéc o 2
SO. 1énh chuyén)
- Néu khong dong y: Chuyén lai B phan Mot cira.
Thu Iy ho so:
- Truong hop hd so chua du diéu kién thi yéu cau
bo sung hé so (bang van ban), giri t6i B phan
TN&TKQ dé théng bao cho cong dan; o
- Trudng hop hd so khong du diéu kién thi lap thong Cép nhat trén He
Chuyén | béokhong du diéu kién (bang van ban) va gui ho so Athorklg; .
vien | t6i Bo phan TN&TKQ dé tra cong dan; Trong Yéucaubd
Phong Noi | - Truong hop hd so di diéu kién thi: ngay lam | sung/tir choi giai
: viéc quyét/dy thao van

vu Huyén

+ Néu hd so khong co tinh chit vu viéc phic tap,
chuyén vién thu 1y bao céo lanh dao phong va thyc
hién xtr Iy ho so theo phan cong nhiém vu. Dy thao
van ban xac nhan da tiép nhan théng bao, tra 16 t6
chirc/ca nhan ton gido trinh Lanh dao Phong ky
duyét.

ban tiép nhan
Thoéng bao
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Buéc | Chii thé Quy trinh chi tiét ;g?;l Trang thai  |Cian et phap ly | Ghi chua
+ Néu ho so c6 tinh chat vu viéc phuc tap, chuyén
vién thy ly xin y kién ldnh dao phong va giri vin
ban xin y kién cac co quan lién quan, téng hop y
kién va tham dinh c4c noi dung. Sau d6 dy thao vin
ban tra 10i, bao cao lanh dao phong dé trinh I13nh
dao UBND cap huyén.
;Jl?;;lg(ﬁgi Xem xet, ky duy¢t van ban xac nhan da tiép nhan n;;;?agm Cép nht trén H¢
.- | thdng bao, tra 161 td chirc/ca nhan ton giao . thong
vu Huyén VIEC
Chuyén
Vién Hoan thién HO so, chuyén két qua vé Bo phan Cap nhat trén Hé
Phong Noi | TN&TKQ thong
vu Huyén
Hoan
3.\ B§ phan thién (‘:éc
Hoan Mot civa/ , o quy trinh
thién T4 chire ’ 7 Tra két Trang thong tin ket thue
ho so; cong dan B6 phan Mot cira tra két qua cho T6 chure, cong dan. | qua trong | dong bo Cong ho so trén
Tra e AL ngay Dich vu quoc gia Phan
X nguwoi nop A
ket hd so mem
qua Dich vu

cong
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PHU LUC 48.1: BIEU MAU PIEN TU

. Tén t6 chuc:

. Tru so:

. Tén 16p bdi dudng vé ton gido cho ngudi chuyén hoat dong tén gido:
. Pia diém mo 16p:

. Ly do ma 1op:

. Thoi gian hoc:

. NO1 dung, chuong trinh hoc:

. Thanh phan:

. S6 lugng tham dur:

0. Danh s&ch giang vién:

P OO0 ~NO Ol WN -

PHU LUC 48.2: THANH PHAN HO SO PIEN TU

N (ljig;/ﬁ: Bat bujc/khdng Pidu kién v k§
TT Tén thanh phin hd so ¥ A bét budc dinh Nop ban chinh en ve Ky
chup/ban dién \ thuat
. kem
tw
Vian ban thong bdo néu 14 tén 16p, dia
diém, 1y do, thoi gian hoc, ndi dung, | Ban scan van ban ‘ R ‘ R . .
1 chuong trinh, thanh phan tham du, thong béo Bat buge Bat buge File scan mau
danh séch gidng vién




2. Quy trinh: Thi tuc théng bao danh muc hoat dong tén gido ddi véi té chirc ¢é dia ban hoat dong ton gido & nhiéu x& thude

mét huyén (QT-49)

Buéc | Chii thé Quy trinh chi tiét rgll:: Trang thai Can cll; phap Ghi chu
- Ca nhan, to chirc nop ho so truc tuyen tai Cong
dich vu cdng quoc gia (dia chi: dichvucong.gov.vn)
hodac Cong dich vu cdng cua Thanh pho (dia chi: Céne Dich vu
dichvucong.hanoi.gov.vn); con gQuéc e
- Ngudi nop hd so dang ky tai khoan giao dich dién g uoc g
 ax N n: , . . A, thyc hién dang
tur, dang nhap tai khoan , Xac thuc dinh danh dién tur nhan mat [an
(theo hudng dan trén Cong Dich vy cong). didu hI:I Sne n U’:bi Nehi dinh s&
- Céng DVC két néi véi CSDLDC dé khai thac cac o téigCé)i 0 557’2(-)23 /Nfs)‘f Neudi nop
trrong thdng tin cua céng dan co6 trong CSDLDC ne ong . ho so phai
: L A Dich vu cong CP ngay 29 y L ns
(khi dugc ket noi). hanh phé d& . b dang ky tai
- Ngudi nop hé so lya chon: Thanh pht dé thing 12 ndm | 100, giao
. A P thuc hién cac 2023 cua . o
1. T4 chi + Djch vy cong truc tuyéen , buée tidn theo: Chinh phi au dich dién
Nop cg rclhg;, + Chon UBND qudn, huy_ép, thi xa (doi voi viéc p ’ dinh phi tfl‘ty tu, dang
hd so thong bao DMHDTG cua t6 chite ¢6 dia ban hoat T khodn edm | mét < dide va | Nhap tai
dong ton giao ¢ nhiéu xa thugc mgt huyen) Tén din nh% va b?A;oh,elilza khoan, xac
+ Chon linh viec Tin ngudong, ton giao mat %{hé b h‘¢ hli ag t,l thuc dinh
+ Chon thu tuc: Thong bdo danh muc hoat dgng : v r?nufmua t@ﬁl danh dién
ton giao doi voi to chirc co dia ban hoat dgng ton & gia% tu

gi4o & nhiéu xa thugc mot huyén

- Nguoi nop ho so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 49.1 kém theo).
(Triong hop cac thong tin trong Biéu mau dién tir da
cO trong Co s¢ dit lidu quéc gia vé dan cu, hé thong
théng tin cé lién quan, dwoc dién t dong (néu co)

Biéu mau dién tir

Thong bao vé
viéc da guri ho so
thanh cong, cho

kiém tra, tiép

nhan, phan hoi
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- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tir (chi tiet tai Phu luc 49.2 kem theo);

- Nguoi ndp kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi ndp ho so truc tuyén lua chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, UBND cap huyén
(Phong Noi vu) s& gui két qua file dién tir vao dia
chi email ciia cong dan).

Tiép
nhan
va giai
quyét
hé so

1. Nhén thong béo co ho so méi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bd sung hoic hd so khong
thudc tham quyén giai quyét: Guri Thong bao dén
Nguoi ndp ho so (miu Thong bao Dién tir) néu rd
Iy do va c6 van ban hudng dan ngudi yéu cau bd
sung ho s0, hoan thién hé so, néu 13 loai glay to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Trudng hop Nguoi ndp hod so khong bd sung,
hoan thién dugc hd so, cé vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thong (S6 theo doi
dién tir theo mau).

Trong
ngay lam
viéc

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xur
1y (Thé hién trong
Phan mém bang
1énh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Van phong
Chinh phu
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Buéc | Chii thé Quy trinh chi tiét ;g?;l Trang thai Cin cll; phap Ghi chu
4.2. Xac nhan thong tin, gui thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.
4.3. Tiép nhan hd so, chuyén HO so t¢i Lanh dao
Phong No¢i vu Huyén.
1. Truy cép vao H¢ thong nhan thong bao c6 ho so
_ mai va tiép nhan ho so. Phiéu chuyén xur
I}ila(‘:;lh d;f‘gi 2. Kiém tra ho so: ‘ n&??sm Iy (Thé hién trong
RO _Néu dong y: Phan cong cho chuyén vién thu 1y H6 A Phan mém bang
vu Huyén viéc n 2
SO. 1énh chuyén)
- Néu khong dong y: Chuyén lai B phan Mot cira.
Thu Iy ho so:
- Truong hop ho so chua du diéu kién thi yéu cau
bo sung ho so (bang van ban), giri t6i B phan
TN&TKQ dé théng bao cho cong dan;
- Truong hop hd so khong du diéu kién thi 1ap
thong bao khong du diéu kién (k}@ing ban ban) va gui Cap nhat trén Hé
Chuvén ho so t61 B phian TN&TKQ dé tra cdng dan; thong,
Vié¥\ - Trlfongkhqp hoA SO dl,} d}eu klin thi: ~ ’ Trong Yéu ciu bd
. .. | ¥ Neu ho so khong ¢ tinh chat vy viéc phirc tap, | ngay lam | sung/tir chéi giai
Phong NOi | oy van vign thy 1 béo céo 1anh dao phong va th i¢ & A0 Vi
1 1y bdo céo lanh dao phong va thuc viéc quyét/dy thdo van

vu Huyén

hién xtr Iy ho so theo phan cong nhiém vu. Dy thao
vin ban xac nhan d4 tiép nhan thong béo, tra 10i t6
chirc/ca nhan ton giao trinh Lanh dao Phong ky
duyét.

+ Néu hd so c6 tinh chat vy viéc phic tap, chuyén
vién thy ly xin y kién ldnh dao phong va giri vin
ban xin y Kién cac co quan lién quan, tong hop y

ban tiép nhan
Thoéng bao
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Buéc | Chii thé Quy trinh chi tiét ;g?;l Trang thai Cin cll; phap Ghi chu
kien va tham dinh c4c ni dung. Sau d6 du thao van
ban tra 161, bdo cao 1anh dao phong d¢ trinh lanh
dao UBND cap huyén.
La‘nh da? . | Xem xét, ky duyét vin ban xac nhan di tiép nhan Trong Cap nhat trén H¢
Phong Noi | ., - A ngay lam 2
~- | thdng b&o, tra 101 to chirc/ca nhan ton gido A thong
vu Huyén viée
Chuyén ‘ S ‘
Vién Hoan thién HO so, chuyén két qua vé B phan Cap nhat trén H¢
Phong Nogi | TN&TKQ thong
vu Huyén
3.\ B6 phan Holan thién
Hoan Mot cita/ ’ cac quy
thién O A o1a Ay o a VA A Tra két Trang thong tin trinh két
x To chitc | BO phan Mot cua tra két qua cho To chire, cong \ A A~ . 1A
ho so; R A A quatrong | dong bd Cong thiic ho so
. cbng dan, | dan. N i IO n A
Tra nowsind ngay Dich vu quobc gia trén Phan
ket g X °p mém Dich
X ho so n
qua vu cong
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PHU LUC 49.1: BIEU MAU PIEN TU

1. Tén t6 chure

2. Tru so:

3. Tén cac hoat dong ton gido:

4. Thoi gian t6 chuc:

5. Pia diém dién ra hoat dong ton gi4o:

PHU LUC 49.2: THANH PHAN HO SO PIEN TU

A 1 XA Co sé dir litu/ban | Bit budc/khong bit N Piéu kién vé ky
T Tén thanh phan ho so chup/ban dién tit | bugc dinh kem | 0P ban chinh thudt
01 | Van ban thong bao (theo mau B30) | Ban scan thong bao Bat budc Bat budc File scan mau
02 Tai lidu khac kém theo (néu c6). Ban scan Khong Bat budc Khong Bat budc File scan mau
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MAiu B30

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

B ngay...thang...nam...

~ THONG BAO 7
Danh myc hoat dong ton gido hang nam hoac danh muc hoat dong ton gido b6 sung

Kinh gtri: ............... @
Tén t6 chtrc (chit in hoa): .........covuveiiiiiiie e B, e,
0 o S PPN
Thong bao danh muc hoat dong ...™... véi cdc nodi dung sau:
T Tén cac h()_g}t dong ton | Thoi gian to | Dia daem dAlen ra hoat Ghi chi
glao chure dong ton glao

1

2

n

TM. TO CHUC®
(Chit ky, ddu)

() Pja danh noi ¢ tru sé cua td chire ton gido, t chirc ton gido truc thudc hodc to chic
duoc cap chung nhan dang ky hoat dong ton gido.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido & trung wong déi v6i viée thong bao
danh muc hoat dong ton giao (hodc hoat dong ton giao bd sung) cua to chue co dia ban hoat
dong t6n gido & nhiéu tinh; co quan chuyen mOn vé tin ngudng, ton gido cap tinh dbi Vol
vige thong bao danh muc hoat dong ton gido (hodc hoat dong ton gido b sung) cua t6 chtrc
c6 dia ban hoat dong ton gido & nhiéu huyén thuéc mot tinh; Uy ban nhan dan cép huyén doi
Véi viée thong bao danh muc hoat dong ton gido (hodc hoat dong ton gido bd sung) cua t6
chire c6 dia ban hoat dong t6n gido & nhicu xa thudc mot huyén; Uy ban nhan dan cap

x4 dbi voi viee thong bao danh muc hoat dong ton gido (hoac hoat dong ton gido bod sung)
ctia to chirc ¢6 dia ban hoat dong ton gido & Mot xa.

®) T6 chirc ton gido, t6 chire ton gido truc thudc hoic t6 chire duge cap ching nhan ding ky
hoat dong ton giao.

) Hoat dong ton gido hang ndm hodc hoat dong ton gido bo sung.



3. Quy trinh: Thi tuc théng bao danh muc hoat dong ton gido bd sung dobi véi to chire cé dia ban hoat dong ton gido ¢ nhiéu x& thudc mot

huyén (QT-50)

Buéc | Chi thé Quy trinh chi tiét ’;Il;(: Trang thai Cin cll; phap Ghi chu
- Ca nhan, to chirc nop ho so tryc tuyen tai Cong
dich vu cbng quoc gia (dia chi: dichvucong.gov.vn)
hpac Cong dich vu cong F:ua Thanh pho (dia chi: Céng Dich vu
dichvucong.hanoi.gov.vn); cong Québc gia
- Ngudi nop hd so dang ky tai khoan giao dich dién £ eU0C &
s S \ p . A, thuc hién dang
tur, dang nhap tai khoan, xac thuc dinh danh dién tir A A 1A
, X en 2 ) A nhdp mot 1an,
(theo hudng dan trén Cong Dich vu cong). didu huéne newsi
- Céng DVC két ni véi CSDLDC dé khai thac cac o t@igcéi Nghi dinhs6 |\ ..
truong thong tin cua cong dan co trong CSDLDC s ong 95/2023/Nb- 4 P
. Lo As Dich vu cong N ho so phai
(khi dugc két noi). N X 4k CP ngay 29 N s a
A _ Thanh pho dé . y dang ky tai
- Nguoi nop ho so lua chon: . thang 12 nam > Y
. R 7 thuc hién cac \ khoan giao
1 + Dich vu cong truc tuyen , buée tién theo- 2023 cua dich dian
Noo | Téehire, |+ Chon UBND qudn, huyén, thi x& (ddi voi viec PHICO 1 Chinh phit quy h;f daf
NP | canhan | théng bdo DMHPTG bé sung cua té chire co dia o dinh chi tiét > Cang
ho so X S . Tai khoan gom N nhap tai
ban hoat dong ton gido o nhiéu xa thugc mgt huyeén) A ax > . | motso diéu va o
- > ~ A s Tén dang nhap va Cn . ... | Khoan, xac
+ Chon linh viee Tin nguong, ton gido mat khu bién phép thi thue dinh
+ Chon thu tuc: thong bao danh muc hoat dong : ' hanh Luat tin DA
A . s x Ko o ps 2R , , e N ~ ~ danh dl@n
ton giao bo sung doi véi to chirc co dia ban hoat ngudng, ton t

dong ton gido & nhidu xa thugc mat huyén

- Ngudi nop ho so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 50.1 kém theo).
(Trwong hop cac thdng tin trong Biéu madu dién tir da
c6 trong Co 56 dir liéu quoc gia Vé dan cu, hé thong
thong tin cd lién quan, dugc dien ty dong (neu co) _

- Tich hop thanh phan hd so theo miu tai Biéu miu
dién tir (chi tiét tai Phu luc 50.2 kém theo);

Biéu miu dién tur
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhan, phan hoi

giao
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- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi nép ho so truc tuyén lua chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vy buu chinh cong ich.

(Truong hop cong dan khong Iya chon nhan két qua
qua dich vu buu chinh céng ich, UBND cip huyén
(Phong Noi vu) s& gui két qua file dién tir vao dia
chi email cuia cong dan).

Tiép
nhan
va giai
quyét
hé so

1. Nhan thong bao c6 ho so mai trén Hé thong;

2. Kiém tra ho so va cac thong tin.

Truong hop ho 8o can bo sung hodc ho so khong
thudc tham quyen giai quyét: Gui Thong bao dén
Nguoi ndp hd so (miu Thong bao Dién tir) néu rd
1y do va c6 van ban huéng dan ngudi yéu cau bd
sung ho so, hoan thién hd so, néu rd loai giéy to,
ndi dung can bd sung dé Ngudi ndp ho so bd sung,
hoan thién.

3. Truong hop Nguoi nop hd so khong bd sung,
hoan thién dugc hd so, ¢6 van ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so.

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thdng (S6 theo ddi
dién tir theo mau).

4.2. Xac nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.

Trong
ngay lam
viéc

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xur
1y (Thé hién trong
Phan mém bang
1énh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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4.3. Tiép nhan ho so, chuyén Ho so t6i Lanh dao
Phong Noi vu Huyén.
1. Truy cap vao H¢ thong nhan théng bao c6 ho so
. mai va tiep nhan ho so. Phiéu chuyén xur
I{Jl?‘nl:l (;??l 2. Klém tra ho so: In T{;OTagm |y (Thé hlél’l tI"ong
ong ol | _Néu dong y: Phan cong cho chuyén vién thu 1y HO g YA Phan mém bang
vu Huyén viéce n 2
SO. 1énh chuyén)
- Néu khong dong y: Chuyén lai B6 phan Mot cira.
Thuly ho so: ‘ ‘
- Truong hop ho so chua du dicu kién thi yéu cau
bo sung ho so (bang van ban), gui t6i B phan
TN&TKQ dé thong bao cho cong dan;
- Truong hop ho so khong du dicu kign thi 1ap thong
bao khong du dieu kién (bang van ban) va gui ho so
toi BO phan TN&TKQ dé tra cong dan; o
- Truong hop hd so da didu kién thi: Cép nhat trén HE
Chuyén |+ Néu hd so khong c6 tinh chat vy viéc phic tap, Athor‘}g, .
. A A o 1a ;s 5 Trong Yéu cau bd
vién chuyén vién thu 1y bao cao lanh dao phong va thuc C o 4 Keape
X ns | Rigm v IV R A A o . | ngay lam | sung/tr choi giai
Phong Ni | hién xtt ly ho so theo phan cong nhiém vu. Dy thao n z , O
viéc quyét/dy thao van

vu Huyén

van ban xac nhan da tiép nhan thong bdo, tra 101 td
chirc/ca nhan ton giao trinh Lanh dao Phong ky
duyét.

+ Néu ho so ¢o tinh chat vy viéc phic tap, chuyén
vién thy ly xin y kién lanh dao phong va gui van
ban xin y kién cac co quan lién quan, téng hop y
kién va tham dinh c4c noi dung. Sau d6 dy thao vin
ban tra 10i, bio cao lanh dao phong dé trinh I1anh
dao UBND cap huyén.

ban tiép nhan
Thoéng bao
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l{i:l‘n;l ?fi‘?i Xem xét, ky duyét7 van ban xac nhan da tiép nhan N Tarorllgm Cap nhé} trén HE
ong ™o thdng bao, tra 101 t6 chirc/ca nhan ton gido 9ay thong
vu Huyén VigC
Chuyén . o .
Vién Hoan thién HO so, chuyén két qua vé B phan Cap nhat trén H¢
Phong Nogi | TN&TKQ thong
vu Huyén
3.\ B§ phan Hogn thién
Hoan Mot cita/ ) cac quy
thién Té chire Tra ket Trang thong tin trinh két
ho so; cona dan B0 phan Mot cura tra két qua cho To chue, cong dan. | qua trong | dong bo Cong thiic ho so
Tra " ll’?)’i 6 ’ ngay Dich vu quoc gia trén Phan
Kkée | MBIV NOP mém Dich
. ho so 0
qua vu cong
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PHU LUC 50.1: BIEU MAU PIEN TU

1. Tén t6 churc:

2. Tru so:

3. Tén cac hoat dong ton gido:
4. Thoi gian t6 chic :

5. Pia diém dién ra hoat dong ton gi4o:

PHU LUC 50.2: THANH PHAN HO SO PIEN TU

. tor a a2 | Xuittrinh/ ndp A r A A
TT Tén thanh phin hd so Co'so dir ligwban | Bat buge/khong bat | . ooy cpi Diéu ki¢n ve ky
chup/ban dién tir bufc dinh kém A 1K - thuat
nhan két qua
01 | Vin ban thong bio (theo mau B30) | Ban scan thong bao Bit budc Kudt tféﬁ?rfﬁop ban File scan mau
02 Tai liu khac kém theo (néu c6). Ban scan Khong Bat budc Khong Bat budc File scan mau
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

B ngay...thang...nam...

~ THONG BAO 7
Danh myc hoat dong ton gido hang nam hoac danh muc hoat dong ton gido b6 sung

Kinh gtri: ............... @
Tén t6 chtrc (chit in hoa): .........covuveiiiiiiie e B, e,
5 1T T
Thong bao danh muc hoat dong ...™... véi cdc nodi dung sau:
T Tén cac ho_z.}t dong ton | Thoi gian to | Dia dlﬂem d:en ra hoat Ghi chi
glao chure dong ton giao

1

2

n

TM. TO CHUC®
(Chit ky, ddu)

1) Pia danh noi ¢6 tru sé cta té chic tdn giao, to chure ton giao tryc thudc hoac td churc
duoc cap chung nhan dang ky hoat dong ton gido.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido & trung wong déi vai viée thdng bao
danh myc hoat dong ton giao (hodc hoat dong ton gido bd sung) cua to chtrc c6 dia ban hoat
dong t6n gido ¢ nhiéu tinh; co quan chuyén mon vé tin ngudng, ton gido cap tinh doi voi
vigc thong bao danh muc hoat dong ton gido (hodc hoat dong ton gido bd sung) cua t6 chuc
c6 dia ban hoat dong ton gido & nhiéu huyén thuéc mot tinh; Uy ban nhan dan cép huyén doi
vé6i viée thong bao danh muc hoat dong ton gido (hodc hoat dong tén gido bd sung) cua to
chtic ¢6 dia ban hoat dong ton giao ¢ nhiéu xa thudc mot huyén; Uy ban nhan déan cap

x& d6i v&i viéc thong bao danh muc hoat dong ton gido (hodc hoat dong ton gido bod sung)
ctia to chirc ¢6 dia ban hoat dong ton gido & Mot xa.

@) T6 chire ton gido, t chirc ton gido truc thudce hodc t6 chic duge cip chirng nhan ding ky
hoat dong ton giao.

“) Hoat dong ton gido hang nim hoic hoat dong ton gido bod sung



4. Quy trinh: Thii tuc théng bzo té chirc hdi nghi thudng nién cia to chirc tén gido, té chirc ton gido truc thudc cé dia ban hoat
dong 6 mot huyén (QT-51)

Buéc | Chi thé Quy trinh chi tiét rgll;:]’l Trang thai Cin cll;,; phap Ghi chu
- Ca nhan, to chirc nop ho so tryc tuyen tai Cong
dich vu cdng quoc gia (dia chi: dichvucong.gov.vn)
hodac Cong dich vu cdng cua Thanh pho (dia chi: Céne Dich vu
dichvucong.hanoi.gov.vn); on gQuéc i
- Ngusi nop hd so dang ky tai khoan giao dich dién AN
e N n Lo . A i thuc hién dang
tur, dang nhap tai khoan, xac thuc dinh danh dién tir nhap mat [an
(theo hudng dan trén Cong Dich vu cong). didu 'hl; $ne n U;éi Nehi dinh sé
- Cng DVC két ndi véi CSDLDC dé khai thac cac | UONg N8 gl ¢ Neudi nop
\ A L A A 2 dung t61 Cong 95/2023/Nb- X "
truong thong tin cua cong dan co trong CSDLDC Dich vu ¢on CP naay 29 ho so phai
(khi dugc két ndi). Thonpard g | Y ) | dang ky tai
- Nguoi nop ho so lya chon: thue hilgn cAc 20‘(”23 , khoan giao
1. T4 chi + Djch vu cong truc tuyén 7 bude tiép theo: | Chinh }f}la dich dién
Nop 9 ¢S | + Chon UBND qudn, huyén, thi xa (té chuzrc tdn giao p ’ nipht quy tu, dang
A ca nhan o al PSSR . dinh chi tiét NN
ho so truc thudc co dia ban hoat dong ¢ mgt huyén) .. i A NS nhap tai
- , ~ N Tai khoan gom | mdt s6 diéu va s
+ Chon linh viee Tin ngudng, ton giao Tén diine nhap va | bién ohap thi khoan, xac
+ Chon thu tuc: Théng bdo to chwc héi nghi métihéuip héih}i fitin thuc dinh
thwong nién cuaa to chwc ton giao, to chac ton : ' " uanu' ton danh dién
giao truc thugc co6 dia ban hoat dong ¢ maot & gié% tu

huyén

- Ngudi nop ho so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 51.1 kém theo).
(Trwong hop cac thdng tin trong Biéu madu dién tir da
c6 trong Co s6 dir liéu quéc gia vé dan cu, hé thong
thdng tin o lién quan, duwoc dién tu dong (néu cd)

Biéu mau dién tur
Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Bwoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chu

- Tich hop thanh phan ho so theo mau tai Biéu mau
dién tr (chi tiet tai Phu luc 51.2 kem theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi ndp ho so truc tuyén lua chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.

(Trudng hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, UBND cap huyén
(Phong Noi vu) s& gui két qua file dién tir vao dia
chi email cua cong dan).

Tiép
nhan
va giai
quyét
hé so

1. Nhan thong béo co ho so méi trén Hé théng;

2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bd sung hoidc hd so khong
thudc tham quyén giai quyét: Guri Thong bao dén
Nguoi ndp ho so (miu Thong bao Dién tir) néu rd
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung ho s0, hoan thién hd so, néu rd loai glay to,
n6i dung can bo sung dé Ngudi ndp hd so b sung,
hoan thién.

3. Trudng hop Nguoi ndp hd so khong bd sung,
hoan thién dugc hd so, cé vin ban tir chdi giai quyét
yéu cau ctiia Ngudi ndp hd so

4. Trudng hop ho so du diéu kién giai quyét:

4.1. Cap nhat thong tin vao Hé thdng (Sb theo ddi
dién tir theo mau).

Trong
ngay lam
viéc

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xur
1y (Thé hién trong
Phan mém bang
1énh chuyén)

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Van phong
Chinh phu
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4.2. Xac nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.
4.3. Tiép nhan hd so, chuyén HO so téi Lanh dao
Phong No§i vu Huyén.
1. Truy cap vao H¢ thong nhan thong bao ¢ ho so
_ mai va tiép nhan ho so. Phiéu chuyén xur
;Jl?;nh ?\ﬁ}lgi 2. Kliém‘ tra h so: ‘ n;é:;/)rllgm ly (Thé hién trong
5 _Néu dong y: Phan cong cho chuyén vién thu 1y HO A Phan mém bang
vu Huyén viéc n 2
SO. 1énh chuyén)
- Néu khong dong y: Chuyén lai B phan Mot cira.
Thu Iy ho so:
- Truong hop hd so chua du diéu kién thi yéu cau
bo sung ho so (bang van ban), giri t6i B phan
TN&TKQ dé théng bao cho cong dan;
- Truong hop ho so khong di diéu kién thi 1ap thong
bao khong di diéu kién (l}éng van ban) va giri ho so Cap nhat trén Hé
Chuvén t6i BO phan TN&TKQ dé tra cong dan; théng;
Vié);\ - Trli:ongkh(_)p hoAso dU: d}eu kl@{l thi: - , Trong Yéu ciu bé
. .. | T Neu ho so khong co tinh chat vy viéc phic tap, | ngay lam | sung/tir chéi giai
Phong NOi | oy \van vign thy 1 béo céo 1anh dao phong va th i¢ & A0 Vi
1 1y bdo céo lanh dao phong va thuc viéc quyét/dy thdo van

vu Huyén

hién xtr Iy ho so theo phan cong nhiém vu. Dy thao
vin ban xac nhan d4 tiép nhan thong béo, tra 10i t6
chirc/ca nhan ton giao trinh Lanh dao Phong ky
duyét.

+ Néu ho so ¢o tinh chit vy viéc phic tap, chuyén
vién thy ly xin y kién ldnh dao phong va giri vin
ban xin y Kién cac co quan lién quan, tong hop y

ban tiép nhan
Thoéng bao




333
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kien va tham dinh c4c ni dung. Sau d6 du thao van
ban tra 161, bdo cao 1anh dao phong d¢ trinh lanh
dao UBND cap huyén.
La‘nh da’(\). Xem xét, ky duyét vin ban xac nhan di tiép nhan Trong Cap nhat trén H¢
Phong Néi | ., - A ngay lam 2
~- | thdng béo, tra 101 to chirc/ca nhan ton gido A thong
vu Huyén viée
Chuyén . o .
Vién Hoan thién HO so, chuyén két qua vé BO phan Cap nhat trén H¢
Phong Nogi | TN&TKQ thong
vu Huyén
3.\ B6 phan Hogn thién
Hoan Mot cita/ ’ cac quy
thién Té chn Tra két Trang thong tin trinh két
ho so; Cﬁr(: ¢ dlérrc1 B¢ phan Mot cura tra két qua cho To chue, cong dan. | qua trong | dong bo Cong thuc ho so
Tra ?)’1 n ngay Dich vu quoc gia trén Phan
két ngu’k nep mém Dich
. ho so 0
qua vu cong
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. Tén to chuc
. Tru so:

. Tén hdi nghi thudong nién:

. NO1 dung:

. Thoi gian t6 chice

. Dja diém:

. Hinh thirc t6 chtrc

. Thanh phan, s6 luong nguoi tham du:
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PHU LUC 51.1: BIEU MAU PIEN TU

PHU LUC 51.2: THANH PHAN HO SO PIEN TU

Co s¢ dir li€éu/ban

Bit budc/khong bat

Diéeu kién ve ky

TT Tén thanh phan ho so chup/ban dién tir budc dinh kém NoOp ban chinh thuat
01 | Van ban thong bao (theo mau B31) | Ban scan thong bao Bat budc Bat budc File scan mau
02 | Tai liéu khac kém theo (néu c6). Bén scan Khong Bit budc Khong Bit budc File scan mau
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

LW ngay...thang...ndam...

~ THONG BAO
To chirc hgi nghi thwong nién
Kinh gti: ............ @
Tén td chitc (chit i hoa):......vveeeeee e G,
U SO ettt ettt e et e e e e e e e e e e et e e e e e e e e e a e e eererrraa———_
Théng bio vé viéc to chirc hdi nghi thwdng nién véi cac ndi dung sau:

INOT QUINE: o
TROT ZIAN: ..ottt e et e e st e e e sabeeeetaeeesasaeeesnsaeeensseeenns
DA GIEIII: .ottt ettt ettt et e ettt ettt en et
Hinh thirc t0 ChtrC: ......vvvenieie e ), s

Vin ban kém theo gdm: Dy kién thanh phan, sé luong ngudi tham dy; chuwong trinh t6 chic
héi nghi thuong nién.

TM. TO CHUC @
(Ky, ghi r0 ho tén, dau)

(1) Pia danh noi c6 try s& cia to chirc ton gido hodc to chirc ton gido truc thuoc.

@ Co quan quan Iy nha nudce vé tin ngudng, ton gido ¢ trung wong d01 Vi viée t6 chuire hoi
nghi thuong nién cta to chire ton gido, t6 chirc ton gido truc thudce, to chie dugc cip ching
nhén dang ky hoat dong tén gido c6 dia ban hoat dong ¢ nhiéu tinh; co quan chuyén mon vé
tin ngudng, ton gido cap tinh 601 véi vige to chtrc hoi nghi thudng nién cia to chire ton gido,
t6 chtrc ton gido truc thudce, to chire duoc cp chirng nhén dang ky hoat dong ton giao co dia
ban hoat dong & nhiéu huyén thugc mot tinh; Uy ban nhan dan cap huyén ddi véi viéc to
chtrc hdi nghi thudng nién cua t6 chuc tén gido truc thudc cé dia ban hoat dong & mat
huyén.

@) T4 chire ton gido, t chirc ton gido truc thudce hodc to chire dugc cip ching nhan ding ky
hoat dong ton gido.

™ Truc tiép hodc truc tuyén; két hop ca truc tiép va tryc tuyén.



5. Quy trinh: Thii tuc théng bso to chirc quyén goép ngoai dia ban mét xa nhung trong dia ban mét huyén, quén, thi xi, thanh phé
thudc tinh, thanh phé thudc thanh phd truc thude trung wong ciia co sé tin ngwdng, to chirc ton gido, té chirc ton gido trwc thude

(QT-52)
Buéc | Chii thé Quy trinh chi tiét E.';‘i? Trang thai | C°0 °|‘; Phap | i chy
- C4 nhan, t6 chac nop ho so truc tuyén tai Cong
dich vu cdng quoc gia (dia chi: dichvucong.gov.vn)
hodac Cong dich vu cdng cua Thanh pho (dia chi:
dichvucong.hanoi.gov.vn); 2 :
- Ngudi nop hd so dang ky tai khoan giao dich dien f&ng&gg Vi‘-;
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir £ eU0C &
. X oA A2 . R thuc hién dang . £
(theo huéng dan trén Cong Dich vu cong). nhap mét 1An Nghi dinh s6 Neusi N6
- Cong DVC két noi vai CSDLDC dé khai thac cac didu 'hl?rc’rn. n ui"oi 95/2023/Nb- hﬁg h?
truong théng tin cua cdng dan cé trong CSDLDC X nens CP ngay 29 © S0 phal
: LA dung t61 Cong . ) dang ky tai
(khi dugc ket noi). . o thang 12 nam S o
) AN ) Dich vu cong , khoan giao
1 Nguoi nop ho so luya Chpn. Thanh phé da 2023 cua dich dien
NA. T6 chire, | + Dich vu cdng truc tuyén N thue hign chc Chinh phu quy tr. din
P | canhan |+ Chon UBND qudn, huyén, thi xd (noi dién ra hoat e S dinh chi tiét > Cang
ho so . A budc tiép theo; NS nhap tai
dong quyén gop) mot soO diéu va KhO&n. XAC
+ Chon linh viec Tin nguong, ton g iao Tai khodn edm bién phap thi thu éﬁnh
+ Chon thu tuc: Thong bao to chic quyén gop Tén din nh%i va hanh Luat tin dai’l(l’:l dien
ngoai dia ban mjt xa nhung trong dia ban mot mat %{héﬁp nguong, ton W
huyén, quan, thi xa, thanh pho thugc tinh, thanh : ' gido
pho thugc thanh pho truc thudc trung wong cua
co s6 tin ngwong, to chirc ton gido, to chac tén
giao truc thugc
- Nguoi nop h(f) so dién cac noi dung theo Biéu mau Bl;ﬁéﬁaigéc‘r;ém
dién tir (chi tibt tai Phu luc 52.1 kém theo). 1ONS Ba0 ¥
viéc da gui ho so
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(Truong hop cac thong tin trong Bi‘é?u Mau dién tir d thanh cong, cho
cé trong Co so dit lieu quoc gia ve dan cu, hé thong kiém tra, tlep
thong tin 6 lién quan, dugc dien ty dong (neu co) _ nhan, phan hdi
- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 52.2 kém theo);
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phap.
- Nguoi ndp ho so truc tuyén lua chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vu buu chinh cong ich.
(Trudong hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, UBND cap huyén
(Phong Noi vu) s& gui két qua file dién tir vao dia
chi email ciia cong dan).
1. Nh§1n théng bao ¢6 ho so moi trén Hé théng;
2. Kiém tra ho so va céc thong tin.
Truong hop ho Ny can bd sung hodc hd so khong
5 thudc thim quyen g1a1 quyét: Gui Thong bao dén Vin ban tir chdi, | Biéu mau theo
Ti ép Ngu01 r‘1()p, hovso (}nau Thong}bao D}ejn t}l:) nkeu r? vén ban huong Thong tu
- . Iy do va c6 van ban hudng dan nguoi yéu cau bd Trong dan; 01/2018/TT-
nhan B0 phan sung ho so, hoan thién hd so, néu rd loai giéy to, | ngay lam Phiéu chuyén XU VPCP ngay
vaglai | Motewa | ;5; qung cin bd sung d& Ngudi ndp hd so bo sung, | vise | 1y (Thé hién trong | 23/11/2018 cua
(lllgysi: hoan thi¢n. Phan mém l?éng Van phong
3. Truong hop Nguoi nop hd so khong bd sung, 1énh chuyén) Chinh phu

hoan thién dugc hd s0, ¢6 van ban tir chdi giai quyét
yéu cau ctia Ngudi nop ho so

4. Truong hop ho so du diéu kién giai quyét:
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4.1. Cap nhat thong tin vao Hé thong (S6 theo ddi
dién tir theo mau).
4.2. Xac nhan thong tin, gui thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cta
Nguoi nop ho so.
4.3. Tiép nhan hd so, chuyén Ho so t6i Lanh dao
Phong No¢i vu Huyén.
1. Truy cap vao H¢ thong nhan thong bao c¢6 ho so
. moi va ti€p nhan ho so. Phiéu chuyén xur
I{ii‘(‘:lnhg?\?gi 2. Klém tra hd so: ‘ n;;;?gm ly (Thé hién tI“ong
vu Hllyél.l - Néu dong y: Phan cong cho chuyén vién thu 1y HO vide Phan mém bang
: T | so. i 1énh chuyén)
- Néu khong dong y: Chuyén lai B phan Mot cira.
Thu Iy ho so:
- Truong hop hd so chua du diéu kién thi yéu cau
bo sung hé so (bang van ban), giri t6i B phan
TN&TKQ dé théng bao cho cong dan; o
- Trudng hop hd so khong du diéu kién thi lap thong Cép nhat trén He
Chuyén | béokhong du diéu kién (bang van ban) va gui ho so Athorklg; .
vien | t6i Bo phan TN&TKQ dé tra cong dan; Trong Yéucaubd
Phong Noi | - Truong hop hd so di diéu kién thi: ngay lam | sung/tir choi giai
: viéc quyét/dy thao van

vu Huyén

+ Néu hd so khong co tinh chit vu viéc phic tap,
chuyén vién thu 1y bao céo lanh dao phong va thyc
hién xtr Iy ho so theo phan cong nhiém vu. Dy thao
vian ban xac nhan da tiép nhan thong bao, tra 161 t6
chirc/ca nhan ton gido trinh Lanh dao Phong ky
duyét.

ban tiép nhan
Thoéng bao
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Buée | Chi thé Quy trinh chi tiét E.‘;‘E}' Trang thai Cin cl‘;,; Phap | Ghicha
+ Néu ho so co tinh chat vy viéc phic tap, chuyén
vién thy ly xin y kién ldnh dao phong va giri vin
ban xin y kién cac co quan lién quan, téng hop y
kién va tham dinh c4c noi dung. Sau d6 du thao vin
ban tra 10i, bao cao lanh dao phong dé trinh I13nh
dao UBND cap huyén.
;Jl?;;lg?\?gi Xem x¢ét, ky duyétv van ban xac nhan da tiép nhan n;z;;?égm Cap nhé:[ trén Hé
~ | théng bao, tra 101 t6 chirc/ca nhan ton gido ’ n thong
vu Huyén VIEC
Chuyén
Vién Hoan thién HO so, chuyén két qua vé Bo phan Cap nhat trén Hé
Phong Noi | TN&TKQ thong
vu Huyén
3.\ B6 phan Hog‘m thién
Hoan Mot cf;’a/ ) o cac quy
thién Té chire ’ 7 Tra ket Trang thong tin trinh ket
ho so; cong dan B0 phan Mot cura tra két qua cho To chue, cong dan. | qua trong | dong bo Cong thuc ho so
Tra P ngay Dich vu quoc gia trén Phan
két | "8UYInop mém Dich
- ho so A
qua vu cong
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PHU LUC 52.1: BIEU MAU PIEN TU
1. Tén t6 chirc

2. Pia chi:
3. Nguoi dai dién
- Ho va tén
- Tén goi trong ton giao (néu co):
- S6 CMTND/CCCD:
- Chire vy, pham vi (néu co):
. Muc dich quyén gép

. Pia ban to chitc quyén gop:

. Thoi gian thyc hién quyén gop:

4

5

6. Cach thirc quyén gop:

7

8. Phuong thurc quan 1y va st dung tai san dugc quyén gop:
9

. Hinh thirc t6 chtre:



PHU LUC 52.2: THANH PHAN HO SO PIEN TU

Co s6 dit liéu/ban

Bit budc/khdng bit

Dieu kién ve k¥

TT Tén thanh phan ho so chup/ban dién tir buc dinh kém NOp ban chinh thuat
01 | Vin ban thong bao (theo mau B49) | Ban scan thong bao Bit budc Xudt tréﬁ?élﬁop ban File scan mau
02 Bén scan Khong Bit budc Khong Bit budc File scan mau

Tai liéu khac kém theo (néu c6).




Mau B49

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

LW ngay...thang...nam...
~ THONG BAO
Ve viéc to chirc quyén gop
Kinh gui: ............ @
Tén (chit in hoa):..........coooiiiiiiiieein, ) s
DA Chic e e
NGUOT QA1 QIN....ecueiieiiieieeieeeieee ettt e e sne e
= HO VA Tt
- Tén Oi trong ton ZIA0 (NEU COY:...uvuveeieeeeeeeeeeeeeeeee e e er st ese s
= SO CMTND/CCCD: oottt ne st
= ChC VU, PRAM VI (NEU COY:rervveeeeeeeeeee e
Théng bio vé viée to chirc quyén gop véi cac ndi dung sau:

MUC GICH QUYEN ZOP ettt ettt ettt ettt e et eesbeessaeensaesaneens
Dia DAN tO CHTC QUYBI OP:..e.veveeeeeeeeeeeeeeeeeeeeeee s eeresse s s ss st nee s eanenes
CACh thUC QUYBN GOP: . veieitiieieiie ettt ettt sbe e
Thot gian thue hi€n qUYEN ZOP:...couiiieiiieiee e

Phuong thire quan 1y va stir dung tai san Guoc qUYEN gOP:..ccveeerveeerieeeieeeieeeeeeenn

NGUOI PAI DIEN ©
(Chir ky, ddu)

@) Pija danh noi co co so tin ngudng, to chirc ton giao hodc to chirc ton gido truc thudc.

@ Uy ban nhan dan cap tinh ddi voi truong hop to chtrc quyén gop vugt ra ngoai dia ban mdt huyén;
Uy ban nhan dan cdp huyén déi véi truong hop t6 chirc quyén gop ngoai dia ban mot xa nhung trong
dia ban mot huyén, quan, thi x&, thanh phd thudc tinh, thanh pho thudc thanh pho truc thudc trung
wong; Uy ban nhan dan cip xa dbi voi trudng hop td chirc quyén gop trong dia ban mot xa.

® Co SO tin ngudng, t6 chirc t6n gido hodc to chirc t6n gido truc thude. Di véi to chirc ton
gido, t6 chtrc ton gido truc thude, ngudi dai dién phai ky tén va dong dau.

@ Tryc tiép hodc tryc tuyén; két hop ca truc tiép va truc tuyén.



111.QUY TRINH GIAI QUYET THU TYC HANH CHINH LINH TiN NGUONG, TON GIAO PUQC TAI CAU TRUC
QUY TRINH, LUA CHON XAY DUNG DICH VU CONG TRUC TUYEN TOAN TRINH, TICH HQP TREN CONG
DICH VU CONG QUOC GIA THUQC THAM QUYEN GIAI QUYET CUA UBND CAP XA,

1. Quy trinh: Thii tuc théng bao danh muc hoat ddng ton gido ddi véi té chirc c6 dia ban hoat dong ton gido & mot xa (QT-53)

Buwéc | Chi thé Quy trinh chi tiét gg‘: Trang thai Cin cit phap ly |  Ghichd
- C& nhan, t6 chac nop ho so truc tuyén tai Cong
dich vu c¢bng qudc gia (dia chi:
dichvucong.gov.vn) hozc Cong dich vy céng cua Cong Dich vu
Thanh phé (dia chi: dichvucong.hanoi.gov.vn); cong Qudc gia
- Ngudi nop hd so ding ky tai khoan giao dich thue hién ding
dién tur, dang nhap tai khoan, xac thuc dinh danh nhap mot lan, Nehi dinh s&
dién tir (theo hudng dan trén Cong Dich vu diéu huong nguoi 95 /5502'3 /ND-CP Nguoi nop
cong). o 7 dung téi Cong a3y 29 than ho so phai
- Cong DVC két ndi véi CSDLDC dé khai thac Dichvucong | 'OV 0S| dang ky tai
1 ] cac truong thong tin cua cong dan co trong Thanh pho d¢ ctia Chinh phi khoan giao
Nﬁ. To chire, | CSDLDC (khi dugc ket not). thyc hién cac uv dinh chli) it dich dién tir,
h(‘A)‘Sl:r canhan | - Nguoi nop ho so lya chon: budc tiép theo; qm}é,)t <6 didu va dang nhap
+ Djch vu cong truc tuyén ’ ‘ bian phép thi tai khoan,
+ Chon UBND xa, phwong, thj tran Tai khoan gom héhh}iuéﬂ tin Xac thuc
+ Chon linh viee Tin ngudng, ton giao Tén dang nhap va . oA dinh danh
+ Chon thi tuc: Thong bdo danh muc hoat mat khau. ng“ginég(; ton dien tir

dong ton gidao doi voi to chirc c6 dia ban hoat
dong ton giao & mot xa

- Ngudi nop ho so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 53.1 kém theo).
(Trweong hop céc thdng tin trong Biéu mdu dién tir
dd cé trong Co s diF liéu quac gia vé dan cu, hé

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
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Bwoc

Chi thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap ly

Ghi chu

thé:ng théng tin c6 lién quan, dwge dien tr dong
(neu co) o N q

- Tich hop thanh phan ho so theo mau tai Biéu
mau dién tir (chi tiéet tai Phu luc 53.2 kem theo);
- Nguoi nop kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xéac, hop phép.

- Nguoi ndp ho so truc tuyén lya chon giri ho so
(ban gidy), nhan két qua giai quyét hd so (ban
gidy) qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhan két
qua qua dich vu buu chinh cong ich, UBND cap
xa s& gui két qua file dién tir vao dia chi email
cua cong dan).

kiém tra, ti€p
nhan, phan hoéi

Tiép
nhan
va giai
quyét
ho so

1. Nhan thong béo co ho so moi trén Hé théng;
2. Kiém tra ho so va cac thong tin.

Truong hop ho so can bo sung hoidc hd so khong
thudc thAm quyén giai quyét: Giri Thong bao dén
Nguoi ndp hd so (miu Thong bao Dién tir) néu
10 ly do va c6 véan ban hudng dan nguoi yéu cau
b6 sung hd s0, hoan thi¢n hd so, néu 15 loai glay
t&, ndi dung can bo sung dé Nguoi ndp hd so bd
sung, hoan thién.

3. Trudng hop Ngudi nop hd so khong bo sung,
hoan thién duoc hd so, co van ban tir chdi giai
quyét yéu cau cta Nguoi nop ho so

4. Trudng hop hd so du diéu kién giai quyét:

Trong
ngay lam
viéc

Vin ban tir chdi,
van ban hudng
dan;

Phiéu chuyén xur
Iy (Thé hién trong
Phan mém bang
1énh chuyén)

Bi¢u mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong
Chinh phu
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Thoi

Buéc | Chii thé Quy trinh chi tiét gian Trang thai Can cuw phap ly Ghi chu

4.1. Cap nhat thong tin vao Hé thong (S0 theo

ddi dién tir theo mau).

4.2. Xac nhén thong tin, gui thong bao tiép nhan

(ma hd so va ngay gio tra két qua) vao tai khoan

ctia Ngudi ndp ho so.

4.3. Tiép nhan ho so, chuyén Ho so tdi Lanh dao

UBND cip xa.

1. Truy cap vao H¢ thong nhan thong bao ¢ ho

SO mdi va tlep nhan ho so. .; P
Lanh dao | 2. Kiém tra hd so: Trong | Fliéu chuyen xu

UBND c.?ip - Néu dong y: Phan cong cho cong chirc thu Iy HO | ngay 1am 1y (The hicn trong
~ ’ i A Phan mém bang
xa S0 \ . viee 1énh chuyén)

- Néu khong dong y: Chuyén lai Bo phan Mot i

cua.

Thu ly ho so:

- Trudng hop hd so chua du diéu kién thi yéu cau

bo sung ho so, gtri toi Bo phan TN&TKQ;

- Truong hop ho so khong du diéu kién thi lap Cap nhat trén Hé

thong bao khong du dicu kién va gui tra ho so toi thong,

Cong | BOphan TN&TKQ dé tra cong dan; Trong Yéu cau bd

chire thy | - Truong hop hé so du diéu kién thi: ngay lam | sung/tir chdi giai
Iy hd so0 | + Neu ho so khong c6 tinh chat vy viéc phuc tap, viéc quyét/du thao vin

codng chirc thu 1y bao céo lanh dao UBND cip x4
va thyuc hién xir Iy hd so theo phan cong nhiém
vu. Dy thao vin ban xac nhan da tiép nhan thong
b&o, tra 101 t6 chirc/ca nhan ton giao trinh Lanh
dao UBND cap x4 ky duyét.

ban tiép nhan
Thoéng bao
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Buéc | Chii thé Quy trinh chi tiét g:;: Trang thai Can cuw phap ly Ghi chu
+ Neu ho so ¢6 tinh chat vu viéc phac tap, cong
chuc thy ly xin y kien lanh dao UBND cap xa va
guri van ban Xin y kién cac co quan lién quan,
tong hop y kién va tham dinh cac noi dung. Sau
do du thao van ban tra 101, trinh 1anh dao UBND
cap xa.
I?];lll\lllll)dc%o Xem x¢t, ky duyét van ban xac nhan da tiép nhan N 'I;orllgm Cap nhat trén He
D €4P | thang béo, tra 10i t6 chirc/ca nhan ton gido gay théng
xa viéc
Cong \ ‘ n A 2 A A DA A A Ap 1A A
i Hoan thi¢n HO so, chuyén két qua vé BO phéan Cap nhat trén H¢
chure thu | 1y eTKQ thén
Iy hd so £
31 Bo phan Hoan thién
Hoan Mt cira/ ; : cac quy trinh
thién | & e | Bo phan Mot cira tra két qua cho Té chirc, cong | L@ Ket | Trang thong tin Kkét thiic hd
ho so; N N A qua trong | dong b Cong n A
.~ | congdan, |dan. \ . JO so trén Phan
Tra e A ngay Dich vu quodc gia A )
£ nguoi nop mém Dich
ket A A
ho so vu cong

>

qua
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PHU LUC 53.1: BIEU MAU PIEN TU

1. Tén 6 chirc

2. Tru so:

3. Tén cac hoat dong ton gido
4. Thoi gian to chirc

5. bia diém dién ra hoat dong ton gi4o

PHU LUC 03.2: THANH PHAN HO SO PIEN TU

A s XA Co sé dir liéu/ban | Bit budc/khong bit A Diéu kién vé ky
TT Tén thanh phan ho so chup/bin dién tir | buge dinh kém Nop ban chinh thujt
01 | Vin ban thong bao (theo mau B30) | Ban scan thong bao Bit budc Bit budc File scan mau
02 Tai lidu khéc kém theo (néu c6). Ban scan Khong Bat budc Khong Bat budc File scan mau




Mau B30

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

B ngay...thang...nam...

~ THONG BAO 7
Danh myc hoat dong ton gido hang nam hoac danh muc hoat dong ton gido b6 sung

Kinh gtri: ............... @
Tén t6 chtrc (chit in hoa): .........covuveiiiiiiie e B, e,
U SO ettt e e e e et e e e e e e e e e eee i ————
Thong bao danh muc hoat dong ...™... véi cdc nodi dung sau:
T Tén cac hqg}t dong ton | Thoi gian to | Dia dlﬂem dAlen ra hoat Ghi chi
glao chure dong ton giao

1

2

n

TM. TO CHUC®
(Chit ky, ddu)

1) Pia danh noi ¢6 tru sé cta té chic tdn giao, to chure ton giao tryc thudc hoac td churc
duoc cap chung nhan dang ky hoat dong ton gido.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido & trung wong déi véi viée thong bao
danh myc hoat dong ton giao (hodc hoat dong ton gido bd sung) cua to chtrc c6 dia ban hoat
dong t6n gido ¢ nhiéu tinh; co quan chuyén mon vé tin ngudng, ton gido cap tinh ddi voi
viéc thong bao danh muc hoat dong ton giao (hodc hoat dong ton gido b sung) cua t6 chiic
c6 dia ban hoat dong ton gido ¢ nhiéu huyén thudc mot tinh; Uy ban nhan dan cap huyén doi
V61 viée thong bdo danh muc hoat dong ton gido (hodc hoat dong ton gido bod sung) cua t0
chtic ¢6 dia ban hoat dong ton giao ¢ nhiéu xa thudc mot huyén; Uy ban nhan déan cap

x& d6i v4i viéc thong bao danh muc hoat dong ton gido (hodc hoat dong ton gido bod sung)
ctia to chirc ¢6 dia ban hoat dong ton gido & Mot xa.

@) T4 chire ton gido, t6 chirc ton gido truc thudce hodc to chire dugc cdp ching nhan ding ky
hoat dong ton giao.

“) Hoat dong ton gido hang ndm hodc hoat dong ton gido bd sung.



2. Quy trinh: Thi tuc théng bao danh muc hoat dong ton gido bd sung ddi véi td chire c6 dia ban hoat dong ton gido & mét xi (QT-54)

Buéc | Chii thé Quy trinh chi tidt Thoi Trang thai Caner | i chg
gian phap ly
- Ca nhan, to chic nop hd so tryc tuyén tai Cong
dich vu cbng quoc gia (dia chi: dichvucong.gov.vn) 2 .
hoac Cong dich vu cong cua Thanh phé (dia chi: qong leh Vi
dichvucong.hanoi.gov.vn); f}i?fh?élr?gag;a
- Ngudi nop hd so ding ky tai khoan giao dich dien e 1§ng
tir, diing nhap tai khoan, x4c thyc dinh danh dién tu it 'hl:x AN -
(theo huong dan trén Cong Dich vu cong). din tc’wigcéi Nghi din
- Cong DVC ket noi véi CSDLDC dé khai thac cac D i ong SO o
tredng thdng tin cua cong dan cé trong CSDLDC 1eh vu cong | 95/2023/NB | Nguol ngp
(khi duoc két néi). Thanh pho d& | -CP ngay 29 | ho so phai
- Nguoi nop ho so lya chon: tm:IC l.nfn cac thang 12 | ding ky.tal
+ Dich vu cong truc tuyén bude tiép theo; nam 2023 khoan giao
1; Té chire, |+ Chon UBND xa, phuong, thi tran Tai khodn o cua thh d{Ch c}1¢n
1\191’ canhan | + Chon linh vuc Tin nguong, ton gido L1 xhoan gom . 'phu quy. tu’gdaf{g
ho so + Chon thii tuc: Thong bso danh muc hoat dong Ten di‘“iﬁ?’f‘p va | dinhchitiet | nhap tai
ton gido bod sung ddi véi té chire c6 dia ban hoat mat khau. n‘qot. S0 dle,u khoan, xac
dong ton gido & mot xa va b%e;n‘ phap | thyc dl_rlh
“Ngudi nop hd so dién céc ndi dung theo Bidu mau thihanh | danh dién
dién tir (chi tiét tai Phy luc 54.1 kém theo). o~ . | [Luattin tir
(Trwong hop céc thdng tin trong Biéu mdu dién tir di Biéu mau di¢n tir | ngudng, ton
Thong béao ve giao

c6 trong Co 56 dir liéu quoc gia vé dan cu, hé thong
thong tin 6 lién quan, dwoc dién tu dong (neu CO)

- Tich hop thanh phan ho so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 54.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

viéc da giri ho so

thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Caner | i ohg
gian phap ly
- Nguoi ndp hd so truc tuyén liwa chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vy buu chinh cong ich.
(Trudng hop cong dan khong lya chon nhan két qua
qua dich vu buu chinh cong ich, UBND cép xa s&
guri két qua file dién tir vao dia chi email cta cong
dan).
1. Nhan thong béo co ho so méi trén Hé théng;
2. Kiém tra ho so va céc thong tin.
Truong hop ho Ny can bd sung hodc hd so khong
thudc tham quyen gidi quyét: Gui Thong bao dén
Nguoi ndp hé so (mau Thong bao Pién tir) néu rd
1y do va c6 vian ban hudng dan ngudi yéu cau bod o
sung ho so, hoan thién hd so, néu rd loai giéy to, ) Biéu mau
2 ndi dung can bd sung dé Ngudi nop ho so bd sung, VEEH béfn tur C’héi» theo Thong
Tidp hoan thién. van ban huéng tur
nhin | B phan | 3. Truong hop Nguoi ndp hé so khong bd sung, Trong y dan; . 01/2018/ T‘T'
va gidi | M@t cira | hoan thién duoc hé so, ¢6 vin ban tir chdi gidi quyét ngaYAlam Phi€u chuyén xur | VPCP ngay
quyé ¢ yéu cAu ctia Ngudi nop hd so viéc ly ("{he h:e_:n tlgong 23/711/2918
hé so 4. Truomg hop hd so du didu kién giai quyé: Plf;‘;ﬁﬁ@‘gﬁ% Cgﬁ OVn ;n
4.1. Cap nhat thong tin vao Hé thong (S6 theo doi i Chinh phi

dién tir theo mau).

4.2. Xac nhan thong tin, gui thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cua
Nguoi nop hd so.

4.3. Tiép nhan hd so, chuyén Ho so t6i Lanh dao
UBND cap x4.




351

I > 2 < o 4ok Thoi re Can ctr . ,
Buée | Chu thé Quy trinh chi tiet gian Trang thai ohap Iy Ghi cha
1. Truy cép vao H¢ thong nhan thong bao ¢ ho so
mai va tiép nhan ho so. T &n XU
Tong | Mo
UBND cap o A , o A , rITA ngay lam y X X3 &
~ - Néu dong y: Phan cong cho cong chuc thu 1y HO =" Phan mém bang
xa viéc N 2
SO. i 1énh chuyén)
- Néu khong dong y: Chuyén lai B phan Mot cira.
Thuly ho so: ‘ ‘
- Truong hop ho so chua du dieu kién thi yéu cau
bo sung ho so, gui téi Bo phan TN&TKQ;
- Truong hop ho so khong du dieu kién thi 1ap thong
béao khong du dieu ki¢n va gui tra ho so tdi Bo phan
TN&TKQ dé tra cong dan; o
- Truong hop hd so du diéu kién thi: Cép nhat trén HE
- 4|+ Néu ho so khong c6 tinh cht vy viéc phicc tap, | }hofgg;b;
Cong chire | 50 chirc thu Iy béo cdo 1anh dao UBND chp xava | | 1ONd Yeucaubo
thu ly ho A 1 A A " ngay lam | sung/tir choi giai
thuc hién xur ly ho so theo phan cong nhiém vu. Dy  n z , S
SO S ., N oam oS R , j vige quyét/dy thao van
thao van ban xac nhan da ti€ép nhan thong bao, tra ban tiép nhan
lc‘fi t6 ~chl'Ic/cél nhan ton gido trinh Lanh dao UBND Thong b4o
cap xa ky duyét. ’
+ Neu ho so ¢ tinh chat vy viéc phuc tap, cong
chtrc thu ly xin y kién 1anh dao UBND cap xa va
guri van ban xin y kien cac co quan lién quan, tong
hop y kién va tham dinh cac noi dung. Sau d6 du
thao van ban tra o1, trinh 1anh dao UBND cap xa.
Lanh da;o Xem xét, ky duyét vin ban xac nhan di tiép nhan Trong Cap nhat trén H¢
UBND cap | ., A . AN S SN ngay lam £
A thong bao, tra 101 to chirc/ca nhan ton gido vide thong
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Buéc | Chi thé Quy trinh chi tiét T.hm Trang thai Ca,n o Ghi chu
gian : phap ly
(ii)lngl dllllfc Hoan thién HO so, chuyén két qua vé Bo phan Cap nhafl:c trén Hé
‘-‘Sg % | TN&TKQ théng
3.\ B6 phan Ho?n thién
Hoan Mot cfi’a/ ) cac quy
thién T4 chire ’ Tra ket Trang thong tin trinh két
ho so; cona dan B¢ phan Mot cura tra két qua cho To chuc, cong dan. | quatrong | dong bo Cong thuc ho so
Tra n ll’?)’i b ’ ngay Dich vu quoc gia trén Phan
két g N P mém Dich
. ho so 0
qua vu cong
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PHU LUC 54.1: BIEU MAU PIEN TU

1. Tén t6 chure

2. Tru so:

3. Tén cac hoat dong ton gido

4. Thoi gian t6 chiic

5. bia diém dién ra hoat dong ton giao

PHU LUC 54.2: THANH PHAN HO SO PIEN TU

Co s6 dir litu/ban | Bit budc/khong bit

TT Tén thanh phan ho so chup/ban dién tir bue dinh kém NoOp ban chinh

Picu kién vé ky
thuat

01 | Vin ban thong bao (theo mau B30) | Ban scan thong bao Bit budc Bit budc

File scan mau

02 | Tai liéu khac kém theo (néu c6). Ban scan Khong Bit budce Khéng Bit budc

File scan mau




MAiu B30

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

B ngay...thang...nam...

THONG BAO
Danh myc hoat dong ton gido hang nam hodc danh muc hoat dong ton gido bo sung
Kinh gtriz ............... @
Tén to chirc (chit in hoa): «...vvvvneeeeeieeie e G e,
0 o S PPN
Théng bao danh muc hoat dong ...™... v4i cac nodi dung sau:
T Tén cac h‘?‘.}t dong ton | Thoi g}an to | Dia dlﬂem dAlen ra hoat Ghi ch
glao chure dong ton giao
1
2
n

TM. TO CHUC®
(Chit ky, ddu)

() Pja danh noi ¢ tru sé cua td chire ton gido, t chirc ton gido truc thudc hodc to chic
duoc cap chung nhan dang ky hoat dong ton gido.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido & trung wong d01 v6i viée thong bao
danh myc hoat dong ton giao (hodc hoat dong ton gido bd sung) cua to chtrc c6 dia ban hoat
dong ton giao ¢ nhiéu tinh; co quan chuyén mon vé tin ngudng, ton gido cap tinh d6i VOl
vigc thong bao danh muc hoat dong ton gido (hodc hoat dong ton gido b sung) cua t6 chtrc
c6 dia ban hoat dong ton gido & nhiéu huyén thuéc mot tinh; Uy ban nhan dan cép huyén doi
Véi viée thong bao danh muc hoat dong ton gido (hodc hoat dong tén gido bo sung) cua to
chire ¢ dia ban hoat dong t6n gido ¢ nhidu xa thudc mot huyén; Uy ban nhan dan cép

x4 dbi voi viee thong bao danh muc hoat dong ton gido (hoac hoat dong ton gido bod sung)
ctia to chirc ¢6 dia ban hoat dong ton gido & Mot xa.

®) T6 chirc ton gido, t6 chire ton gido tryc thudc hoic t6 chirc duge cap ching nhan ding ky
hoat dong ton giao.

) Hoat dong ton gido hang ndm hodc hoat dong ton gido bd sung.



3. Quy trinh: Thi tuc théng bao vé viéc thay doi dia diém sinh hoat tén gido tap trung (QT-55)

Buéc | Chii thé Quy trinh chi tidt Thoi Trang thai Caner | i chg
gian phap ly
- C4 nhan, t6 chac nop ho so truc tuyén tai Cong
dich vu cong qudc gia (dia chi: dichvucong.gov.vn) Cong Dich vu
hoac Cong dich vu cong cua Thanh phé (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hién dang
- Nguoi nop ho so ding ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap Eéli khoan . xac thuyc dinh danh dién ti diéu huéng nguoi | Nghi dinh
(theo hudng dan trén Cong Dich vu cong). dung téi Cong sd
- Cong DVC két ndi voi CSDLDC dé khai thac cac Dich vu cong | 95/2023/ND | Ngudi nop
truong thﬁng tin cua cdng dan co6 trong CSDLDC Thanh pho de -CP ngay 29 | ho so phai
(khi dugc ket r‘léi). thyuc hién cac thang 12 dang ky tai
- Nguoi nop ho so lua Chpn: budc tiep theo; nim 2023 | khoan giao
1, — + Dijch vu cong truc tuyen ) . ‘ ciia Chinh | dich dién
Nop ) W 1+ Chon UBND xd, phwong, thi tran Tai khoan gom phu quy tir, dang
hd so canhan | Chon linh viee Tin nguédng, ton giao Tén dang nhap va | dinh chi tiét nhap tai
+ Chon ths tuc: Thong bao vé viéc thay doi dia mat khau. mot sé didu | khoan, xac
diém sinh hoz.!t ton giz’w tap trung - va bién phap | thuc dinh
- Nguoi nop ho so dién cac ndi dung theo Biéu mau thi hanh danh dién
dién tir (chi tiét tai Phu luc 55.1 kém theo). . Luat tin tar
(Trurong hop cac thdng tin trong Biéu madu dién tir da Bicu mau STI@HJ'I ngudng, ton
c6 trong Co 56 dir ligu quoc gia Vé ddn cu, hé thong Thong bao ve gi4o

thong tin co lién quan, dugc dien ty dong (neu CO)
- Tich hop thanh phan h6 so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 55.2 kém theo);

- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.

viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Caner | i ohg
gian phap ly
- Nguoi ndp hd so truc tuyén liwa chon giri ho so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vy buu chinh cong ich.
(Trudng hop cong dan khong lwa chon nhan két qua
qua dich vu buu chinh cong ich, UBND cép xa s&
guri két qua file dién tir vao dia chi email cua cong
dan).
1. Nhan thong béo co ho so méi trén Hé théng;
2. Kiém tra ho so va céc thong tin.
Truong hop ho Ny can bd sung hodc hd so khong
thudc tham quyen gidi quyét: Gui Thong bao dén
Nguoi ndp hd so (mau Thong bao Pién tir) néu rd
1y do va c6 vin ban hudng dan nguoi yéu cau bod o
sung ho so, hoan thién hd so, néu rd loai giéy to, ) Biéu mau
2 ndi dung can bd sung dé Ngudi ndp hd so bo sung, VEEH béfn tur C’héi» theo Thong
Tidp hoan thién. van ban huéng tur
nhin | B phan | 3. Truong hop Nguoi ndp hé so khong bd sung, Trong y dan; . 01/2018/ T‘T'
va gidi | M@t cira | hoan thién duoc hé so, ¢6 vin ban tir chdi gidi quyét ngaYAlam Phi€u chuyén xur | VPCP ngay
quyé ¢ yéu cAu ctia Ngudi nop hd so viéc ly ("{he h:e_:n tlgong 23/711/2918
hé so 4. Truomg hop hd so du didu kién giai quyé: Plf;‘;ﬁﬁ@‘gﬁ% Cgﬁ OVn ;n
4.1. Cap nhat thong tin vao H¢ thong (So6 theo doi i Chinh phai

dién tir theo mau).

4.2. Xac nhan thong tin, gui thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cua
Nguoi nop hd so.

4.3. Tiép nhan hd so, chuyén Ho so t6i Lanh dao
UBND cap x4.
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I > 2 < o 4ok Thoi re Can ctr . ,
Buée | Chu thé Quy trinh chi tiet gian Trang thai ohap Iy Ghi cha
1. Truy cép vao H¢ thong nhan thong bao ¢ ho so
mai va tiép nhan ho so. T &n XU
Tong | i chuin
UBND cap o A , o A , rITA ngay lam y X X3 &
~ - Néu dong y: Phan cong cho cong chuc thu 1y HO =" Phan mém bang
xa viéc N 2
SO. i 1énh chuyén)
- Néu khong dong y: Chuyén lai B phan Mot cira.
Thuly ho so: ‘ ‘
- Truong hop ho so chua du dieu kién thi yéu cau
bo sung ho so, gui téi Bo phan TN&TKQ;
- Truong hop ho so khong du dieu kién thi 1ap thong
bao khong du dieu kién va gui tra ho so toi Bo phéan
TN&TKQ dé tra cong dan; o
- Truong hop hd so du diéu kién thi: Cép nhat trén HE
- 4|+ Néu ho so khong co tinh chit vy viéc phicc tap, | }hoﬁlg;b;
Cong chire | 50 chirc thu Iy béo cdo 1anh dao UBND chp xava | | 1ONd Yeucaubo
thu ly ho A 1 A A " ngay lam | sung/tir choi giai
thuc hién xur ly ho so theo phan cong nhiém vu. Dy  n z , S
SO S ., N oam oS A , j vige quyét/dy thao van
thao van ban xac nhan da ti€ép nhan thong bao, tra ban tiép nhan
lc‘fi t6 ~chl'Ic/cél nhan ton gido trinh Lanh dao UBND Thong b4o
cap xa ky duyét. ’
+ Neu ho so ¢o tinh chat vy viéc phuc tap, cong
chtrc thu ly xin y kién 1anh dao UBND cap xa va
guri van ban xin y kien cac co quan lién quan, tong
hop y kién va tham dinh cac noi dung. Sau d6 du
thao van ban tra o1, trinh 1anh dao UBND cap xa.
Lanh da;o Xem xét, ky duyét vin ban xac nhan di tiép nhan Trong Cap nhat trén H¢
UBND cap | ., A . AN S SN ngay lam £
A thong bao, tra 101 to chirc/ca nhan ton gido vide thong
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Buéc | Chi thé Quy trinh chi tiét T.hm Trang thai Ca,n o Ghi chu
gian : phap ly
(ii)lngl dllllfc Hoan thién HO so, chuyén két qua vé Bo phan Cap nhafl:c trén Hé
‘-‘Sg % | TN&TKQ théng
3.\ B6 phan Ho?n thién
Hoan Mot cfi’a/ ) cac quy
thién T4 chire ’ Tra ket Trang thong tin trinh két
ho so; cona dan B0 phan Mot cura tra két qua cho To chuc, cong dan. | qua trong | dong bo Cong thuc ho so
Tra n ll’?)’i b ’ ngay Dich vu quoc gia trén Phan
két g N P mém Dich
. ho so 0
qua vu cong




1. Tén nhoém sinh hoat ton gido tap trung:

Tén ton giao:
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PHU LUC 55.1: BIEU MAU PIEN TU

Tén t6 chtrc ton gido (hodc t6 chirc duoc cAp ching nhan ding ky hoat dong t6n gido):

2. Ho va tén Nguoi dai dién:

3. Thoi diém thay ddi dia diém sinh hoat ton gido tap trung:

4. Pia diém sinh hoat ton gio tip trung méi:

5. Thoi diém cham dut sinh hoat ton gido tip trung tai dia diém cii:

PHU LUC 55.2: THANH PHAN HO SO PIEN TU

Co s6 dir li¢u/ban

Bit budc/khong bit

Didu kién vé ky

dai dién ciia nhom; thoi diém thay

d6i; dia diém sinh hoat ton gido tap

trung méi; thoi diém cham dut sinh
hoat ton gido tai dia diém cii)

TT Tén thanh phan hd AUAp—— op ban chinh s
¢n thanh phan ho so chup/ban dién tir bugc dinh kém Nop ban chin thuat
Vian ban thong bao (néu ro tén cua
tQ chtrc ton gido hoac t6 churc duoc
cap chirng nhan dang ky hoat dong
On giao; tén nhom; ho va té Ol , A , L1 A L1 A . 3
01 ton glao; ten nhom; ho va ten nguol Ban scan thong bao Bat budc Bat budc File scan mau




4. Quy trinh: Thii tuc théng bao tb chirc quyén gop trong dia ban mét xi ciia co' sé tin nguwdng, to chirc ton gido, to chirc tén gido
true thugc (QT-56)

Budc | Chi thé Quy trinh chi tiét Thot Trang thai Caner | G chy
gian phap ly
- C4 nhan, t6 chac nop ho so truc tuyén tai Cong
dich vu cdng quoc gia (dia chi: dichvucong.gov.vn) 7
hoac Cong dich vu cong cua Thanh pho (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Quoc gia
- Nguoi nop ho so dang ky tai khoan giao dich di¢n thuc hién dang
tir, dang nhap tai khoan , xac thuyc dinh danh dién t nhap mot lan, Nghi dinh
(theo hudng dan trén Cong Dich vu cong). diéu hudng ngudi sO
- Cong DVC két noi vai CSDLDC dé khai thac cac dung téi Cong | 95/2023/ND | Nguoi nop
treong thong tin cua cong dan co trong CSDLDC Dich vu cong -CP ngay 29 | ho so phai
(khi dugc ket noi). Thanh pho dé thang 12 | dang ky tai
- Nguoi nop ho so lua chon: thue hién cac nam 2023 | khoan giao
1. Té cht + Djch vu cdng truc tuyéen ’ N budc tiep theo; cua Chinh dich dién
Nop cg rclhg;’ + Chon UBND xd, phwong, thi tran (noi dien ra ‘ phu quy tu, dang
hd so hoat déng ton gi&o) Tai khoan gom | dinh chi tiét | nhap tai
+ Chon linh vuc Tin nguéong, ton giao Tén dang nhap va | mot s6 diéu | khoan, xac
+ Chon thu tuc: Thong bao to chirc quyén gop mat khau. va bién phap | thuc dinh
trong dia ban mgt xa cua co' sé tin ngudng, to thi hanh danh dién
chire ton gido, to chire ton gido truc thugc Luat tin tor
- Ngudi nop ho so dién cac ndi dung theo Biéu miu 2% a.._ ., | ngudng, ton
dién tir (chi tiét tai Phu luc 56.1 kém theo). Biu mau dién tr gi4o
. o bA N Thong béao vé
(Truong hop cac thong tin trong Biéu mau dién tu da A A
. R ‘ viéc da gtri ho so
c6 trong Co so dir lieu quoc gia vé ddan cu, hé thong
thanh cong, cho
thdng tin 6 lién quan, dioc dien ty dong (neu co) _
kiém tra, tlep
- Tich hop thanh phan hd so theo miu tai Biéu miu nhan. ohan hoi
dién tir (chi tiét tai Phu luc 56.2 kém theo); . p




361

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Caner | i ohg
gian phap ly
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
- Nguoi nép ho so truc tuyén lua chon giri hd so
(ban gidy), nhan két qua giai quyét ho so (ban gidy)
qua dich vy buu chinh cong ich.
(Truong hop cong dan khong Iya chon nhan két qua
qua dich vu buu chinh cong ich, UBND cép x4 s&
guri két qua file dién tir vao dia chi email cta cong
dan).
1. Nhan thong bao c6 ho so méi trén Hé thong;
2. Kiém tra ho so va cac thong tin.
Truong hop ho 8o can bo sung hodc ho so khong
thudc tham quyen giai quyét: Gui Thong bao dén
Nguoi ndp hd so (miu Thong bao Bién tir) néu rd L
1y do va c6 van ban huéng dan nguoi yéu cau bd . Bicu mflu
2 sung ho 50, hoan thién qh(*) 50, néu 13 loai giéy to, V%n béfn tur C,h()l» theo Thong
Tiép ndi dung can b6 sung dé€ Ngudi nop ho so bo sung, van bar; huong tu
nhan | B phan hoan thién. Trong y dan; L 01/2018/T‘T-
va giai | M¢tecira |3. Truong hop Nguoi nop hd so khong bo sung, ”ga}ﬁ'am Phi€u chuyén xur | VPCP ngay
quyét hoan thi¢n duoc hd so, ¢6 van ban tir chdi giai quyét viee ly (The hg@n trong 23/ 711/ 2918
hé so yéu cdu cua Nguoi ndp hd so thln mem lgang cua \Van
4. Truong hop hd so dii didu kién giai quyét: [énh chuyen) phong
C : Chinh phu

4.1. Cap nhat thong tin vao Hé thdng (S6 theo ddi
dién tir theo mau).
4.2. Xac nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.
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Buéc | Chi thé Quy trinh chi tiét ’;Il;(:]'l Trang thai gﬁ;pcll; Ghi chu
4.3. Tiép nhan ho so, chuyén Ho so t6i Lanh dao
UBND cép xA.
1. Truy cap vao H¢ thong nhan thong bao ¢ ho so
. moi va ti€p nhan ho so. Phiéu chuyén xur
I?];l;l]l)izg; 2. K’iém‘tra h6 SO ‘ n;;;?gm 1}'/ (Thé hién tI“OHg
~ - Néu dong y: Phan cong cho cong chuc thu 1y HO =" Phan mém bang
xa viéc N 2
SO i 1énh chuyén)
- Néu khong dong y: Chuyén lai B6 phan Mot cira.
Thu Iy ho so:
- Truong hop hd so chua du diéu kién thi yéu cau
bd sung hd so, giri toi Bo phan TN&TKQ;
- Truong hop ho so khong du diéu kién thi 1ap théng
bao khong du diéu kién va guri tra ho so tdi Bo phan
TN&TKQ dé tra cong dan;
- Trudng hop hd so du diéu kién thi: Cap nhg}t trén He
) | + Néu hd so khong cé tinh chat vu viéc phuc tap, }hOfgg; .
Cong chire | .50 chirc thy Iy béo cdo 1anh dao UBND cAp xava | 11oNd Yeucaubo
thu ly ho A 1 A A A ngay lam | sung/tir choi giai
thuc hién xur ly ho so theo phan cong nhiém vu. Dy . 7 , O
SO viée quyét/du thao van

thao van ban xac nhan da tiép nhan thong béo, tra
10i to chirc/ca nhan ton gido trinh Lanh dao UBND
cap xa ky duyét.

+ Néu hd so c6 tinh chat vu viéc phuc tap, cong
chuac thu Iy xin y kién 1anh dao UBND cap x4 va
giri van ban xin y kién cac co quan lién quan, tong
hop ¥ kién va tham dinh cac noi dung. Sau d6 du
thao van ban tra 101, trinh lanh dao UBND cép x4.

ban tiép nhan
Thoéng bao
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Buéc | Chi thé Quy trinh chi tiét T.hm Trang thai Ca,n o Ghi chu
gian : phap ly
I?];l;l]l)d? Xem xét, ky duyét7 van ban xac nhan da tiép nhan N Tarorllgm Cap nhé} trén HE
- ¢ap thdng bao, tra 101 t6 chirc/ca nhan ton gido 9ay thong
xa viéc
(i;)lﬁgl ,c?llgc Hoan thién HO so, chuyén két qua vé Bo phan Cap nhé:[ trén Hé
o | TN&TKQ théng
3.\ B6 phan Hogn thién
Hoan Mot cfi’a/ ) cac quy
thién Té chire ’ 7 Tra ket Trang thong tin trinh ket
ho so; cona dan B0 phan Mot ctra trd két qua cho T6 chtic, cong dan. | qua trong | dong bd Cong thic ho so
Tra n ll’?)’i 6 ’ ngay Dich vu quoc gia trén Phan
kée | MENVINOP mém Dich
- ho so A
qua vu cong




PHU LUC 56.1: BIEU MAU PIEN TU

1. Tén 6 chirc

2. Pia chi:

3. Nguoi dai dién
- Ho va tén
- Tén goi trong ton giao (néu cé):
- S5 CMTND/CCCD:
- Chirc vu, phiam vi (néu co):

4. N6i dung t6 chire quyén gop:
Muc dich quyén gop
Dia ban t6 chtrc quyén gop:
Cach thirc quyén gop:
Thoi gian thyc hién quyén gop:
Phuong thirc quan 1y va st dung tai san dugc quyén gop:
Hinh thtic t6 chiic

PHU LUC 56.2: THANH PHAN HO SO PIEN TU

Co s¢ dir li€éu/ban

Bit budc/khong bat

Diéu kién veé ky

TT Tén thanh phan ho so chup/ban dién tir buge dinh kém NoOp ban chinh thuat
01 | Van ban thong bdo (theo mau B49) | Bén scan thong bdo Bat budc Bat budc File scan mau
02 Ban scan Khong Bit budce Khéng Bit budc File scan mau

Tai liéu khac kém theo (néu c6).




MAiu B49

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

D ngay...thang...nam...

~ THONG BAO
Ve viéc to chirc quyén gop

Kinh gt ............ @

Tén (chit inhoa):.........cooviiiiiiiiiiii, ) e,
DA Chiiaec e
NEUOT QA1 QICN....eeiiiiiiiiiiie et et e e sbee e e eaee e s sneeeenneee
il 5 (U2 1 1< o SRR PP
- Tén gOi trong tOn ZIA0 (NEU CO):..evereeeeeeeeeeeeeeeeeeeeeeeeee e eeee s s eer e
T X 1Y I |9 (010701 5 L3O
- ChEC VU, PhAM Vi (U COY:uorvieeieeeeeeeeeeeeeeeee e

Théng bao vé viéc té chire quyén gép véi cac ndi dung sau:
MUC AICh QUYEI OP: . eeiieeiiieeiie ettt et e e bbb
Dia DAN t0 CHTC QUYL ZOP . eveeveeeeeeeeeee e ee e
CACh thUIC QUYEN GOP: e ieiiieii ittt sttt sb e e e
Thoi gian thuc hi€n QUYEN ZOP:....ccviiieiiiieeiie ettt e e

Phuong thirc quan 1y va st dung tai san dugc quyen gop:......cccveeeeieeeeiieeerveeennnen.

NGUOI1 PAI DIEN @
(Chit ky, ddu)

) Pia danh noi c6 co s tin ngudng, to chirc ton gido hodc to chirc ton gido truc thudc.

@ Uy ban nhan dan cap tinh déi véi truong hop t6 chirc quyéen gOp vuot ra ngoai dia ban mot
huyén; Uy ban nhan dan cip huyén ddi véi treong hop t6 chic quyén gop ngoai dia ban mot
xa nhung trong dia ban mdt huyén, quan, thi xa, thanh phd thudc tinh, thanh pho thude

thanh pho truc thudc trung wong; Uy ban nhan déan cap xa ddi véi truong hop t6 chirc quyén
gop trong dia ban mot xa.

®) Co s6 tin ngudng, t6 chic ton gido hodc td chirc t6n gido truc thudc. Pdi véi to chire ton
gido, to chirc ton gido truc thudc, nguoi dai dién phai ky tén va ddng dau.

™) Tryc tiép hodc truc tuyén; két hop ca truc tiép va truc tuyén.
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