
UY BAN NHAN DAN 	CONG HOA 'CA HO CHU NGHIA VIET NAM 
THANH PHO HA NCH 	 DOc lap - Tkr do - Hanh phtic 

s6: 5-44 /QD-UBND 	 Ha Noi, ngay 34- thang Oinam 2020 

QUYET DINH 
Ye vfiec he du et cac guy trinh not bogiai quyet thu tuc hanh chinh link vkre 
cong chin, vi'en chirc, to chin hanh chinh, dun vi sty nghiep, chinh quyen dia 
piritrung thuOc pham vi attic 'tang quail 157 cita So. 	thanh pito Ha Ni 

CHU TICH iTY BAN NHAN DAN THANH PHO HA NOI 

Can cir Lulat To chirc chinh quyL-idia phucmg ngay 19/6/2015; 
Can cir Nghi Binh so 61/2018ND-CP ngay 23/4/2018 cua Chinh ph-Ci thvc. 

hie-:m co.  the mOt cira, mot dm lien thong trong giai quyet thu tuc hanh cis nh;  
Can cu Thong to so 01/2018/TT-VPCP ngay 23/11/2018 cila Van phOng 

Chinh phd huang dan thi hanh mot so quy dinh ciia Nghi dinh so 61/2018/ND-CP 
ngay 23/4/2018 dm Chinh phil v&' thgc hien co ch6' mot cira, mot cira lien thong 
trong giai quyet thu tuc hanh chinh, 

Xet cue nghi cUa Giam d6c So NOi vu tai To trinh so 3058/TTr-SNV ngay 
11/12/2019, 

QUYET DINH: 

DVeu 1. Phe duy -t kern theo Quyet dinh nay 16 quy trinh not b() giai quye't this  
tuc hanh chinh link vtrc cong cht:rc, vien chirc, to chin hanh chinh, coon vi sv 

chinh quyen dia phuang thu()c pham vi chin Wang quan ly cua Sff NOi 
thank pho Ha NOi. (Chi tiet tai cac Phu lyc kern theo). 

Dieu 2. Giao Van phong Uy ban nhan dan Thanh ph/6 chu tri, ph/6i hop voi Sc  
Nik) vu va cac co quan, dan vi co lien quan, can cir Quyet dinh nay xay dung guy 
trinh din tir giai quyet thd tuc hanh chinh tai phan mem ctla He thong thong of 
mot dra 	Thanh pho theo quy dinh. 

lieu 3. Quye't dinh nay có hieu lArc thi hanh tir ngay k. 
Di&J. 4. Chanh Van phOng Uy ban nhan dan Thanh ph& Giam d6c cac 

Thu truong cac Ban, Nganh thu()c Thanh ph/6; Chu tick Uy ban nhan dan cac 
va cac to chin, ca nhan có lien quan chiu track nhie:m thi hanh Quyet 

clinh nay.A> 

Noi nhirn: 
- Mar Di&I 4; 
- Van phOng Chinh phti; 
- Thuo.ng trirc: TU, HDND Thanh pho; 
- Chit tich UBND Thanh ph6; 
- Cac PCT UBND Thanh ph6; 
- VP UBTP: CVP, PVP L.T.Ltrc, 
cac phong: TKBT, KSTTHC, HCTC, THCB; 
- SO Thotig till vh Truyen thong 
(de xOy clung quy trinh dien tti); 
- Luu: VT, SNV, KSTTHC. w.  
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Phu luc 01 
(Ban hank kern theo Quyit clinh so: 5-44 /QD-UBND ngay (34 thcingafneim 2020 cita 

Chu tick UBND thanh pha Ha MO 
DANH WC CAC QUY TRINH NOI BO QUYET THU TUC HANH CHINH 

LINH VVC CONGIfrC, VIEN CHtt, TO CliffC HANH CHINH, DON VI Sid  
NGHIEP, CHINH QUYEN DIA PHVONG THUQC PHAM VI CHtt NANG 

QUAN LY CUA NOI VU THANH PHO HA NOI 

TT Ten quy trinh niii bi) K57 liqu 

A 
QUY TRINH NO 130 GIAI QUYET THU TUC HANH CHINH THUQC 
PHAM VI Clitt NANG QUAN LIT NHA NU'OC CUA Sei NOI VIJ 
THANH PHO HA NOI 

I LINH VVC CONG CHE'C, VIEN CI-WC 

1 Thi illy& cong chirc QT-01 

2 Tip nh4n cac tnxong hop cllac b* trong tuy6n dung Ong chirc QT-02 

3 Thi nang ngach ding chirc QT-03 

4 Xet chuyeAn can b0, cong chirc capxa thanh cong chirc cap hu)*1 
trer len 

QT-04 

5 Thi tuy6n vien chirc QT-05 

6 Xet tuy6'n vien chirc QT-06 

7 Xet tuy6n clac cach vien chirc QT-07 

8 Thang hang chfrc danh nghe nghi0 vien chirc QT-08 

II LINH VTTC TO ClifrC HANH CHINH, DON VI Sil NGHIEP 

1 Tham dinh v* thanh lap don vi sir nghi0 cong lap QT-09 

2 Thamdinh vi& to' chile lai don vi sir nghi0 cong lap QT-10 

3 ThAm dinh vi& giai th6 dan vi sir nghi0 cong lap QT-11 

III LINH VUC CHINH QUYEN DIA PHITONG 

1 Phan loci don vi hanh chink cap xd QT-12 

2 Thanh lap thee mai, to dan 016 mai QT-13 

B 
QUY TRINH NO BO GIAI QUYET THU TUC HANH CHINH LINH 
VVC TO CHITC HANH CHINH, DON VI SIB NGHIEP THUQC THAM 
QUYEN MAI QUYET CUA UBND CAP HUYtist 

1 Tham dinh v* thanh lap don vi six nghi0 cong lap QT-14 

2 ThAm dinh v* to chirc lai don vi su nghi0 con 16p QT-15 

3 ThAm dinh v* giai th6 don vi str nghi0 cong lap QT-1.6 
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Phu luc 02 
(Ban hanh kern then Quyelt dinh so: 	/QD-UBND ngay 34 thang(antim 2020 cita 

Chit tich UBND thanh pho Ha N0i) 
NQI DUNG CAC QUY TRiNH NQI BO GIAI QUYET THU TUC HANH CHINH 

LINH VVC CONG 	VIEN 	TO ClitrC HANH CHiNH, DON VI SIX 
NGHIEP, CHINH QUYEN DIA PHTYONG THUQC PHAM VI CHITC NANG 

QUAN CUA NQI vv THANH PHO NQI 

A. QUY TRINH NQI BO GIA.' I QUYET THU TUC HANH CHINH THUCPC THAM 
QUYEN GIAI QUYET CUA SO NOI VU THANH PHO NQI. 
I. LINH VVC CONG CHtfC, VIEN 
1. Quy trinh thi tuyeAn cong chtic (QT-01) 

1 Muc dfch: 
Quy dinh v'e trinh tu va cach thirc awe hi4'n thii tuc thi tuy6n cong chirc thuOc 
thanh pH') Ha NOi. 

2 Phalli vi: 
Cac to chirc, ca nhan lien quan an thii tuc thi tuy6n cong chirc thuOc thanh ph6 
Ha NOi. 

3 Niii dung quy trinh 
3.1 Cos so' phap 1ST 

1. Luat Cant* cong chirc s6 22/2008/QH12 ngay 13/11/2008 dm Que)c h0i, 
2. Nghi dinh so 24/2010/ND-CP ngay 15/3/2010 dm Chinh phi' quy dinh ve 
tuyeAn dung, sir dung va quan VT cong chirc; 
3. Nghi dinh s6 93/2010/ND-CP ngay 31/8/2010 dm Chinh phil sfra d6i mot so 
diL dm Nghi dinh s6 24/2010/ND-CP; 
4. Nghi dinh so 161/2018/ND-CP ngay 29/11/2018 sira d61, bt; sung mot s6 quy 
dinh NT' tuye'n dung cong chirc, vien chirc, nang ngach cong chfrc, thang hang vien 
chirc va thirc hiO the do hop cl6ng mot s6 loci cong v* tong co.  quan hanh 
chinh nha nuac, don vi six nghi0 cong lap; 
5. Thong tu s6 13/2010/TT-BNV ngay 30/12/2010 dm BO truong BO NOi vu quy 
dinh chi tit mot s6 diL N4 tuy'en dung va nang ngach cong chirc dm Nghi dinh 
so 24/2010/ND-CP ; 
6. Thong tu se, 05/2012/TT-BNV ngay 24/10/2012 dm BO twang BO Nii vu sera d6i, 
b6' sung mot s6 di6).1 oh Thong tu so 13/2010/TT-BNV ngay 30/12/2010 dm BO 
truong BO NOi vu quy dinh chi tit mot s6 diau N4' tuye'n dung va nang ngach cong 
chile dm Nghi dinh so 24/2010/ND-CP ngay 15/3/2010 dm Chinh phil quy dinh v6' 
tuy6n dung, sir dung NIA quan1S,  cong chfrc; 
7. Thong tu s6 03/2015/TT-BNV ngay 10/3/2015 dm BO twang BO NOi vu sira 
doi, b6 sung DiL 9 Thong tu so 13/2010/TT-BNV ngay 30/12/2010 dm BO 
twang BO NOi vu quy dinh chi tit mot so di&I N4 tuy6n dung va nang npch ding 
chirc dm Nghi dinh so 24/2010/ND-CP ngay 15/3/2010 dm Chinh phil quy dinh 
v'e tuy6n dung, sir dung va pan 1ST cong chirc; 
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8. Thong tu s6 03/2019/TT-BNY ngdy 14/5/2019 dm BO truong BO NOi vu sera , 	- 	• 	.vo**-=,- -4:-  
doi, bo sung mOt so quy dinh ye to en dung cong chfrc, \Tien chirc, nang ngach 
cong chirc, thang hang chirc danh ngh6' nghi0 \Tien chirc va thtrc hin ch6 dO ho 
d6ng mot se') loai ding y* trong ca quan hanh chinh nha nuac, don vi sir nghi0 
cong lap; 
9. Thong tu s6 11/2014/TT-BNV ngdy 09/10/2014 dm BO truong BO NOi Yu quy 
dinh chirc danh, ma s6 ngach va lieu chuAn nghi0 vu chuyen mon cac ngach 
cong chirc chuyen nganh hanh chinh; 
10. Thong tu so 05/2017/TT-BNV ngay 15/8/2017 dm BO twang BO NOi vu sira 
d6i, 136 sung mot s6 di&I dm Thong tu so 11/2014/TT-BNV ngdy 09/10/2014 va 
Thong tu s6 13/2010/TT-BNV ngay 30/12/2010 caa BO truong BO NOi vu ve tieu 
chuin nghi0 vu chuyen mon, bt) nhi'm ngach va A) luau d6i yai cac ngach cong 
chirc chuyen nganh hanh chinh ya v* to chirc thi nang ngach ding chirc; 
11. Thong tu s6 228/2016/TT-BTC ngay 11/11/2016 cua BO twang BO Tai chinh 
quy dinh mix thu, ch6 do thu, nOp, quan VT va sir dung phi dutuy6n dung, du thi 
nang ngach, thang hang cong chirc, \Tien chfrc; 
12. Quyet dinh §o' 546/QD-BNV ngay 12/7/2019 ciia BO tnromg BO NOi vu; 
13. Quye't dinh s6 15/2017/QD-UBND ngdy 13/4/2017 cila UBND thank ph6 Ha 
NOi v&' yi& ban hanh quy dinh NT&' phan cap quail 1)",  to chfrc b0 may, can 130, cong 
chirc, lao dOng hop ding trong cac ca quan hanh chinh thuck thanhph6 Ha NOi. 

3.2 Thanh phan ho so': Ban chinh Ban sao 
Giai doan 1 (du tuyen): Mau phi6u clang 14 du tuy6n (theo 
Nghi dinh 161/2018/ND-CP). 

x 

Giai doan 2 (Sau khi trimg tuy6n): Nguoi trong tuy6n hoan 
thi'e'n116 sa. 

x 

3.3 St; prong ho so.  
01 (mot) b0/1 giai clop 

3.4 Thai gian xir 15T 
T6i da 190 ngay 

3.5 No'i tie'r• nh4n va tra ke't qua 
BO phan tip nhan va tra k6t qua tuy6n dung cong chfrc Sei NOi vu Ha NOi. 
- Giai clop 1: N1-14.n phi'eu clang lcci du tuy6n cong chirc va thong bao ket qua ft-tang 
tuyen. 
- Giai clop 2: Nhan 116 sa dm nguoi trung tuyL va tra Quyet dinh tuye'n dung. 

3.6 14 phi: 
a) Phi du thi tuyen 
- Duai 100 thi sinh mirc thu 500.000 dtmg/thi sinh/lAn du thi; 
- Tir 100 an &Poi 500 till sinh mirc thu 400.000 deing/thi sinlillan du thi; 
- Tir 500 thi sinh tra len mirc thu 300.000 cl6ng/thi sinh/lan du thi. 
b) Phi pink khao bai thi: 150.000 dtmg/bai thi 

3.7 Quy trinh mi.15,  cong vi0c 

TT Trinh tv 	 Trach Thai Bie4u mAu/ 
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nhqm gian Ket qua 

B1 

- Thong bao tuy6n dung. 

So.  NOi vu 
va co.  

quan có 
chi tieu 
tuy 6n 
dung 

30 ngay 

-Thong bao kern 
theo (Mau phi6u 
dAngl4, Phu ltic 
ma s6 nhom vi tri 
vilec lam tuy6n 
dung, Danh mix 
tai HO on tap 

, 
mon keen thirc 
chung, mon 
nghi0 vu chuyen 
nganh theo nhOm 
vi tri vi'& lam) 
- Phiiu dang14 
du tuy6n 

- Thu phieu clangl<3',  du.  tuye'n SO.  NOi vci 

- Xet du)* danh sach ngtroi du dreu kin 
du tuyeAn va trinh UBND Thanh ph6 Phe 
duyi't 

SO.  NOi vki 
(phong To 
chirc bien 
ch6 tong 
hop kh6i 

cac So., ban, 
nganh; 

Phong Xay 
dung chinh 
quyen tong 
hop khi 

qu4n, 
hu)*1; 

Phong Cong 
chirc vien 
chirc tong 

hop chung) 

7 ngay Danh sach 

- Phe duyet danh sach ngireri do di'eu kin 
du tuy6n 

UBND 
Thanh phe• 

10 
ngay 

Quyet dinh pile 
duya danh 

sach 
- Thong bao danh sach ngtroi du diet' kin 
du tuy6n (niern yet, thong bao ten trang 
Website ...)  

So.  NOi vu 14 ngay 
Mau danh sach 

theo QD 

- Thanh lap HOi d6ng thi to en (20 ngay k6 
tir ngay thong bao to en dung) 

UBND 
Thanh pho 

Quyet Binh 
thanh lap HD 

- Thanh 14p cac ban giiip v* (sau khi 
thanh lap HD 2 ngay) 

BM gong 
thi tuyen 

Quye't dinh 
thanh lap ban 
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ginp v* 

B2 

- Khai mac kST thi; hoc tap guy ch6, n(ii quy 
thi (1 ngdy tnrac ngdy thi yang 1). 
- V6ng 1: Thi trac nghi@n ten may vi tinh 
(60 ngay 1c6 to ngay thong  bao tuyen 
dung) 

HOi do
, ng  

thi tuye'n 

5 ngay 
Danh sach ket 

qua vong 1 

- Thong bao triu tap thi sinh yang 2 (sau 
khi có 1(.6t qua yang 1) 

15 ngay 
ThOng bao DS 
thi sinh yang 2 

- VOng 2: Thi mon nghi0 vu chuyen nganh 
(15 ngay 1c6 to ngay thong  bao tri0 tap thi 
sinh vong 2) 

1 ngay 
Ho sa thi yang 

2 

- Lam phach (sau k& thuc thi vong 2) 

- ChAm thi yang 2 

- Tong hop kat qua thi tuyen 

5 ngay 

5 ngay 

3 ngay 

HO' sa lam 
phach 

H6 sa chAm thi 
DS diem thi 

viet 

B3 

- Thong bao ket qua thi tuyen cong chirc 
(ngay sau tong hop ket qua thi tuyen), nhan
don phfic khao. 

Hoi d,ong  

thi tuyen 

15 ngay 
DSKQ thi 

tuyen yang 2, 
dan PK ,  

- T6 chirc cham phitc khao, thong bao ket 
_ qua phiic khao. 

10 ngay 
Ke't qua chArn 

phtic khao 

- Pile du)* ket qua 
UBND 

Thanh pho 
n, 	5 gay 

QD kern DS 
nguoi &mg tuyen 

- Thong bao ngtrai tang tuyen Si NOi vu 5 ngay 

Thong bao 
nguoi trung 

tuyen d6 hoan 
than h6 so.  

B4 

- Hoan thi 	ho sa dm nguai tang tuyen 
Nguoi 

,
trfing 

tuyen 
30 ngay 

H6 sa theo quy 
dinh 

- ThAm dinh h6 so.  Soy NOi vu 15 ngay 
Ho sa ngtrei 

tang tuyen theo 
DS 

B5 
Ra Quye't dinh tuyen dung, tra k6t qua tai 
ca quan sir dung ngtred cong chirc va. ngiroi 
tang tuyen cong chirc. 

Si NOi vu 10 ngay 
Quye't dinh 

A tuyen dung 

B6 Luu h'o sa So.  NOi vu 
Gitr hanh

chinh 
Quyet dinh 
tuyen dung 

4 Bgu man 
Mk phi6u clang 1ky dix tuy6n (theo Nghi dinh 161/2018/ND-CP). 
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MAU PHIEU BANG KY TUYEN 
(Kern theo Nghi clinh so 161/2018/ND-CP ngay 29 timing 11 nom 2018 cua Chinh pH) 

COG HO A XA HOI CHU NGHIA VITT NAM 
DOc 1;ap - Ty. do - Hanh phtic 

 

ngay 	thong 	nom .• • ... • . • 

PHIEU BANG KY DV TUYEN 
Vi tri dir tuyen(i). 	  
Dan vi der tuy.e'n(2). 	  

(Dan anh 
4x6) 
(3) 

I. THONG TIN CA NHAN _ 
1-19 va ten- 	 Ngay, thong, nam. sinh. 	Nam o 
Dan ti)c. 	 Ton giao. 	  
S6 CMND holac The can mac cong don. 	 Ngay cap: 	 
S6 din thoai di dOng a boo tin. 	 
Email. 	  

Nu o 

Nai cap. 	 

Que quarr 	  
HO lchAu thuong trii. 	  
Ch8 6( hin nay (de' boo tin). 	  
Tinh tram six lchoe. 	  , Chifeu cao. 	, Can nOng.  kg _ 
Thanh phan ban than h*-1 nay. 	 
Trinh do van hem- 
Trinh (145 chuyen mon: 	  Loai hinh dao taw 
II. THONG TIN DAO TAO 
Ngay, pang, 
/lam cap van , 
bang, cluing 
chi 

Ten truirng, 
ccr so5.  dao tao 
cap 

Trinh di) 
van bang, 
chfrng chi 

SO hieu ctia 
van bang, 
clu'rng chi 

Chuyen nginh 
dao tao (ghi 
theo  bang diw  

Neinhllinh - ciao 
tao 

, 	, trc 
dao tao 

Xep  loan 
Wang, 
chung chi 

III. MIEN THI NGOAI NGIY, TIN HQC 
(Thi sinh thuOc di4n mien thi ngoai ngir, tin h9c can ghi ro 1S,  do mien thi a Inuc nay) 
Mign thi ngoai ngfr do: 	  
Mign thi tin hoc do: 	  
IV. BANG KY DU' THI MON NGOAI NGIT 
(TM sinh 	chon va ghi. rid clang thi mOt trong Warn thir ti.6ng: A.nh, Phap, Nga, Trung Qu6c, 
Durc hoc ngoai ngu khac theo yeu c'au cua vi tri du tuy6n. TM sinh dugc mien thi mon ngoai 
ngfr khong phai dien thong tin a muc nay). 
Dang IcST du thi ngoai ngfr. 	  
V. DOI TONG UV TIEN (n6u co 

Toi,xin cam doan nhang led khai ten dm tOi 	sir that. Sau 'chi nh4n clugc thong boo tritng 
to en toi hoan thin ho so theo quy dinh. Neu sai that thi ket qua to en dung dm toi se bi 
ca quan co tham quyen tuyen dung huy bo, toi se chiu trach nh.i#em tnxac phap 1u4t va cam ket 
khong clang tham gia lc-Sr to en dung ke tie p tai co. quan tuyen dung./. 

NGlien VIET PHIEU 
ghi ra ho ten) 

Ghi chn: 
(1) Ghi clung vi tri viec lam clang dir tuyen, 
(2) Ghi dung ten ca quan, to chirc, don vi co chi lieu to en dung; 
(3) Ngten vik phieu tich dau X vao 8 tuang img 8 Nam, Nil. 
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2. Quy trinh tiep nh4n cac truteng hop dOc bit trong tuyen dung cong chfrc (QT-02) 
. 	- ;,-,`,7:), 	7-. 	,7 	- 

1 Muc dich: 
Quy dinh .NT' trinh tix va each thirc thvc hientie'p nhan cac throng hop d'O.c bit 
trong to en dung cong chirc thuOc thank ph6 Ha NOi. 

. , 
2 Pham vi: 

Cac to chirc, ca nhan lien quan den thii tuc tip nhlan cac twang hap d4c bit trong 
tuy6n dung cong chirc thuOc thanh pho Ha NOi. 

3 Niii dung quy trinh 
3.1 Co' so.  phap 1ST' 

1. Lust Can Ix), cong chirc so' 22/2008/QH12 nga.Y 13/11/2008 dm Qu6c hOi; 
2. Nghi dinh so' 24/2010/ND-CP ngdy 15/3/2010 dm Chink phi' quy dinh N4 tuy6'n 
dung, sir dung va quan ly cong chirc; 
3. Nghi dinh s6 93/2010/ND-CP ngay 31/8/2010 dm Chinh pha sim cfo'i mot s6 
di'eu dm Nghi dinh se") 24/2010/ND-CP, 
4. Nghi dinh so 161/2018/ND-CP ngay 29/11/2018 sirscl6i, b6 sung mot so quy 
dinh v&' tuyie'n dung cong chirc, vien chfrc, nang ngach cong chirc, thang hang vien 
chirc va dive hi."0 the dO hop d6ng mot s6" loai cong v* trong co. quan hanh chinh 
nha mac, don vi six nghi0 cong lap; 
5. Thong tu so 13/2010/TT-BNV ngay 30/12/2010 dm BO tnzong BO Ni vu quy 
dinh chi ti let mot se') di'6'u N/' tuyeAn dung va nang ngach cong chile dm Nghi dinh so 
24/2010/ND-CP; 
6. Thong tu so 03/2019/TT-BNV ngay 14/5/2019 dm BO twang BO Ni vu sira 
d6i, 13(') sung mot s6 quy dinh v6' tuy6n dung cong chirc, vien-chfrc, nang ngach 
cOng chirc, than hang chirc danh ngha nghi0 vien chirc va thlic hn the do hop 
dong mot so loai cong vic trong ca quan hAnh chinh nha nuac, don vi sir nghi4 
cong lap; 
7. Thong tu so 11/2014/TT-BNV ngay 09/10/2014 dm BO tnrong BO Ni vu quy 
dinh chirc danh, ma so ngach va tieu chan nghi0 vg chuyen mon cac ngach cong 
chirc chuyen nganh hanh chinh; 
8. Thong tu se) 05/2017/TT-BNV ngay 15/8/2017 dm BO tniong BO NOi vu sera 
de)i, 136 sung mot s6 di&i. dm Thong tu s6 11/2014/TT-BNV ngay 09/10/2014 va. 
ThOng tu s6 13/2010/TT-BNV ngay 30/12/2010 dm BO tniong BO N(ii vu v'e tieu 
chan nghi4 vu chuyen mon, 136 nh*n ngach va xe'p luang clo'i vai cac ngach 
cong chirc chuyen nganh hanh chinh va v* to chirc thi nang ngach cong chirc; 
9. Thong tu s6 79/2005/TT-BNV ngay 10/8/2005 dm BO Ni vu huong clan 
chuyeAn xe'p loan 	&Si voi can bC), cong chirc, vier' chirc khi thay,d6i cong v* va 
cac twang hop cluvc chuy6n cong tac tit lire luong vu trang, co.  yeu va. cong ty nha. 
nuac vacs lam vi.'c trong cac co. quan 'Ala nuac va cac don vi six nghi4 dm nha. 
mac; 
10. Thong tu s6 13/2018/TT-BNV ngay 19/10/2018 ctia BO tn.rong BO NOi vu sira 
cit)i d6i khoan 8 muc III Thong tu s6 79/2005/TT-BNV ngay 10/8/2005 dm BO 
truong BO NOi vu liming clan chuy6n xe'p luan.g d6i voi can b(5, ding chfrc, vien 
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chirc khi thay d6I cong vic va cac trtamg hop ducfc chuyen cong tac tit hre luong 
vu trang, cor yeu va cong ty nha nu& vao lam vi& trong cac co quan nha mac va 
cac clan vi six nghi0 dm Nha mac; 
11. Quyet dinh se') 15/2017/QD-UBND ngay 13/4/2017 dm UBND thanh pho Ha NOi 
ve vi# ban hanh quy dinh va phan cap quail VT to chirc 13.0 may, can i), cong chirc, 
lao clOng hop d6ng trong cac co.  quan hanh chinh thut)c thanh pho Ha NOi. 

3.2 ThanhphAn hoso.: 
H6 so dm nguoi ducic & nghi tiep nhan khong qua thi tuyien -do 
cong chirc &ITN thirc hin theo quy dinh -s/' h6 sa cong chirc 
Khoan 4 Di&i. 10 Thong tu so 13/2010/TT-BNV ducyc Rits d6i, 
b6 sung tai Khoan 3 DiL 1 ThOng tu s6 03/2019/TT-BNV). 

Ban 
chinh 

Ban 
sao 

3.3 SO luvng ho so': 01 (met) b() 

3.4 Thai gian xir 157: T6i da 65 ngay/dot 
3.5 Noi titp nh4n va tra kit qua: 

BO ph4n tip nhan ho so.  va tra ke't qua giai quy6t thil tuc hanh chinh So.  NOi vu 
thanh ph6 Ha NOi; Dia chi: S6 18B Le Thanh Tong, phu6ng Phan Chu Trinh, quan 
Hoan Ki6m, thanh ph6 Ha NOi: Nhan h6 so.  va. tra Quyet dinh 

3.6  L? phi: Khong quy dinh 

3.7 Quy trinh xirlS7 cong AO 

TT Trinh Ai. 
Trach 
nhqm 

Thai 
gian 

Bile'u mAu/ 
Kit qua 

B1 

- Tip nhan lib so.  

SO.  Noi vu 

7 ngay  Theo muc 3.2 
- Ra sok phan loai lit) sa: 

7 ngay Danh 	sach 
+ D61 tugng khong phai thanh lap 	g HOi dtm 
lci6m tra, 	sat hach. , 
+ D6i tuong phai thanh lap lied d6ng ldi'm tra, ♦ 
sat hach (31An/narn thang 4,7,10). 
- D6i Wong khong phai thanh lap HOi &mg 
ki6m tra, sat hach (thirc hien theo quy trinh 
tie'p nh'On cong eh& theo quy dinh). 

SO.  NOi vu 
Quyet dinh 

A tuyen dung 

- Doi twang phai thanh lap HOi d6ng ki6m 
tra, sat hach: 
+ Thanh lap HOi d6ng ki6m tra, sat hach (co 
th6 thanh lap HD theo nam) 

UBND 
Thanh ph6 

Quyet dinh 
thanh lap HD 

+ Xet du)* danh sach nguefi. du di'eu ken 
tham chr kiem tra, sat hach. Trinh UBND 
T hanh pho pile du)* danh sach ngucn dil 
dreu kien va hinh thirc, not dung sat hach. 

. 
HOi dong 

.A 
hem tra, 
sat hach 

11 ngay Danh sach 

+ Phe duyet danh sach ngueci dudiL kin va 
hinh thfrc, not dung sat hach. 

Lanh dao 
UBND 

;, 
_ Thanh ph 

5 ngay 
Quyet dinh 
phe duyt 
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+ Thong bao thi sinh dpi di'eu ki0.406.i gian, 
dia diem, non dung sat hachr'' - — ' 

+ To chuc 	ki6m tra, sat hach 

+ T6ng hop ket qua ki6rnitti.,:sat hach: ' . ' ' 

HOi don g 
ki.6rn tra,  
sat hach 

15 ngdy 

3 ngdy 

1 ngdy 

Thong bao 

H6 sct KTSH 

Danh sach 

B2 

- Trinh UBND Thank ho con nhanic6t qua 
kiem tra, sat hach.  

Giam d6c 
So.  NOi vu 

2 	,. 
ngay 

Tor trinh, du 
thao QD 

- Phe duyt ket qua kiem tra, sat hach 
	 Thank pho 

Lanh dao 
UBND 7 ngay 

. 

Quyet dinh phe 
du)* ke't qua. 

- Raquyet dinh to en dung, tra k6t qua tai 
cor quan sir dung nguai cong chuc va nguo.i 
	 tang tuyen cong chuc. 

Si NOi vu 7 ngay 
Quyet dinh 
tuyeAn dung 

B3 Luu ho so.  

BO ph4n 
MOt dm, 

Cong chuc 
thu 13 

Gie.  
hanh 
chinh 

"/  

Quyet dinh 
tuyen dung 

4 Billi mail 

. 
Mau 2C - BNV/2008 ban hanh kern theoQuye't dinh s6 

_ 06/10/2008 dm BO twang BO NOi vu 

02/2008/QD-BNV ngay 
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MAu 2C - BNV/2008 ban hanh kem theo Quytt dinh so 02/2008/QD-BNV ngay 
, 06/10/2008 ciia BO truirng 

Ca quan, don vi c6 tham quyen quail ly CBCC 	So h*n can bt), cong chic: 	 
Co.  quan, dan vi sir dung CBCC 	  

YEU LIT LICH CAN BO, CLING CHITC 

1) Ho va ten khai sinh (vi& chit in hoa). 	  
2) Ten goi khac. 	  
3) Sinh ngay. 	th5ng 	nam 	, 	tinh (nam, nu). 	 
4) Nai sinh: Xd 	 ., Huye'n 	  
Tinh 	 
5) Que 	Xd 	 , Huyen 	 , Tinh 	 

6) Dan tOc- 	 7) Ton gido. 	  
8) Nai clang 14 110 khAu thithng fru- 
(So nha, citrong ph& thanh pith; xom, then, xa, huyn, tinh) 
9) Nai 	nay: 	  
(So nha, throng pho, thanh ph6; xom, them, xa, hu)*1, tinh) 
10) NgWe nghi0 khi diro.c tuy6'n dung. 	  
11) Ngay tuy6'n dung. 	/ 	/ 	, Ca quan tuyen dung- 
12) Chirc vu (chirc danh) hien tai: Ngay thang nam be 	(Ve chinh quyen ho;ac 
Dang, doan th& ke ca chirc vu kiem nhirri) 
13) Cong vi& chinh du-gc giao: 
14) Ngach cong chirc cvien chirc). 	 Ngay thong ram bp nhiem ngach. 	, 	ngach:... 
Bac Krung- 	, He so- 	NO)/ htrong:.../.../..., Phu cap chirc vw ...Phu cap khac: 
15.1-Trinh deo gido due ph6 thong (dä tot nghi0 loop may/thuOc he nab). 	  
15.2-Trinh do chuyen mon cao nhat. 	  
(TSKH, TS, Ths, cir nhan, ky six, cao clang, trung cap, so cap; chuyen nganh) 
15.3-14T luan chinh tit 	 15 4-Quan 1ST nha ntrac. 	 
(Cao cap, trung cap, sa cap va. Wang duang) (Chuyen vien cao cap, chuyen vier' chinh, 
chuyen vien, can sit 	) 
15.5-Ngoai ngft- 	  15.6-Tin hoc: 	  
(Ten ngoai ngir + Trinh do A, B, C, D,...) (Trinh 010 A, B, C 	) 
16) Ngay vao Dang COng san Viet nam. 	/ 	/ 	, Ngay chinh thfrc- 	/ 	/ 
17) Ngay tham gia to chirc chinh 	hOi- 
(Ngay tham gia to chirc: Doan, HOi,.... va lam vi4'c gi trong to chirc do) 
18) Ngay nhap 	/ 	/ 	, Ngay xuAt 	.... /.../..., Quail ham cao nhAt: 
19) Danh hien ductc phong tang cao nhat. 	  
(Anh hung lao Ong, anh hung li.xc luoing vu trang; nha giao, thAy thu6c, nghe si nhan dan 
va tru 
20) So. trirZyng cong tac- 
21) Khen thtrong. 	 22) KS/ 1u4t- 
(Hinh thirc cao nhAt, nam nab) (.‘/' clang, chinh quyen, doan th6 hinh thirc cao nhAt, nam 
nab) 
23) Tinh trang ale khoe. 	Chi&I cao- 	, Can nang- 	kg, Nhom mau: 
24) LA thuang binh hang: 	/ 	, Là con gia dinh chinh sach- 
(Con thtrang binh, con 1* sT, ngtroi nhiem chat dOc da cam Dioxin) 
25) S6 chirng minh nhan clan- 	Ngay cap: 	/ 	/ 	 26) S6 so BHX1-1. 	 
27) DAO TAO, BOI DLTONG VE CHUYEN MON, NGHIEP VV, LY LUAN CHINH 

NGOAI NG0', TIN HQC 

Anh mau 
(4 x 6 cm) 
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Que quan, nghe nghiO, chic danh, 
chirc Yu, clan vi cong tac, hoc tap, nai 
6-  (trong, ngoai nuac); thanh \Tien cac 

to chirc chinh tri-xa. hOi ? 

M6i 
quan he  

Ho va. ten Nam 
sinh 

• • • 	 • • • •• 

b) Ve 	_ ben v (hoac cho'n : Cha, Me, anh chi em runt 

• • • 

Ten truang Chuyen,nganh dao tao, 
boi clang' 	' 

Tir thang, 
nam- Den 

thang, nam 

. 
Hinh thilc 

dao tao 
Van bang, 
chirng chi, 
trinh do gi 

• • • • • • 
/ 	...- 

.../... 

• • • • • • 
/ 	...- 

.../... 
- _ 

Ghi chit: Hinh thirc ciao tao: Chinh qui, tai chirc, chuyen tu, ben &rang .../ Van bang: 
TSKH, TS, Ths, Cir nhan, Ky su 

28 TOM TAT OUA TINH CONG  TAC 
Tir thang, 
nam den 
thang, nam 

Chirc danh, chirc vu, dan vi cong tac (clang, chinh quyen, doan th6, to chirc 
x5.110), ke ca thOi gian duqc ciao tao, boi dung ye chit en mon, nghi0 yu, 
... 

• • • • • • 

29) DAC DIEM LICH SLr B NT N: 
- Khai rO: bi bat, bi to (tir ngay thang nam nao den ngay thang nam nap, cla.u), dad khai 
bao cho ai, nhang van de gi? Ban than ce• 	trong the dO (ca quan, clan vi nao  
dia di6m, chirc danh, chirc vu, thOi gian lam NT* ...) 

- Tham gia hoac co quan 	cac to chirc chinh tri, kink t6, xa hOi nao & nuac ngoai 
(lam gi, to chirc nap, dat tru 	dau 

- Co than nhan (Cha, Me, Voi, Chtmg, con, anh chi em runt) nuac ngoai (lam gi, dia chi 
? 

30) QUAN HE GIA DiNH 
a) Ve ban than: Cha, Me, Ver (hoac ch6ng), cac con, anh chi em mit 

M6i 
quan 

hi 

Ho va ten Nam 
sinh 

Que quan, nghe nghiO, chirc danh, chirc 
vu, clan vi cong tac, hoc tap, nai a (trong, 
ngoai nuac); thanh yien cac to chirc chinh 

tri-lad hOi ... ? 

N BO, C NG CHIC 
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Thang/nam 

Ma 
ngach/bac 
He se) lucmg 

32) NHAN XET, DANH GIA CUA CO QUAN, DON VI QUAN LY VA SL J' 
CAN BO, CONG CHI:Jt 

, • 

Nguiri khai 
Toi xin cam doan nhang loci khai ten 

day la dung six that 
(KS/ ten, ghi rO ho ten) 

Ngdy 	thang 	nam 20 	 
Thii truirng co' quail, don vi quail IST 

va sir dung CBCC 
(1‹.)',  ten, gong clau) 
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3. Quy trinh thi nfing ngach cong chirc (QT-03) 

1 Muc dich 
Quy dinh NT'' trinh to va cach thirc thirc hien TTHC thi nang ngach cong chirc thuOc 
thArn quy'Ll dm UBND thanh ph6 Ha NOi 

2 Pham vi 
Ap dung cho cac cong chirc lam vile'c tai BO phan tie p nhan lit) sa va tra k6t qua; 
Phong Cong chirc, vien chirc (Si N(5i vu) va cac ca nhan, to chirc lien quan. 

3 Niii dung quy trinh 
3.1 Co' so' phi') 1ST 

- Lu4t Can b0, cong chirc so 22/2008/QH12 ngay 13/11/2008 dm Qu6c hOi; 
- Nghi dinh so 24/2010/ND-CP ngay 15/3/2010 dm Chinh philquy dinh -Nr` to en 
dung, sir dung va quail IS,  cong chirc; 
- Nghi dinh so 93/2010/ND-CP ngay 31/8/2010 dm Chinhphil sira c161 mot s6 diL 
cilia Nghi dinh s6 24/2010/ND-CP; 
- Nghi dinh s6 161/2018/ND-CP ngay 29/11/2018 sira d6i, 136 sung mot s6 quy dinh 
ve tuy6n dung cong chirc, vier' chirc, nang ngach cong chirc, thang hang vien chirc va 
thkrc hi.'n ch6 c10 hop c/64 ng mot se') loci cong vic trong ca quan hanh chinh nha woe, 
dan vi six nghi:0 cong lap; 
- Thong to so 13/2010/TT-BNV ngay 30/12/2010 dm BO truang BO NOi vu quy dinh 
chi tit mot se; di'eu -N,"' tuy6n dung va nang ngach cong chirc dm Nghi dinh 
so 24/2010/ND-CP; 
- Thong to s6 05/2012/TT-BNV ngay 24/10/2012 dm BO tnrong 13t) NOi vu sira d6i, 
b6 sung mot s6 di'eu ctla Thong to so 13/2010/TT-BNV ngay 30/12/2010 dm BO 
truang BO NOi vu quy dinh chi ti& mot s6 diL v6 tuy6n dung va nang ngach cong 
chirc dm Nghi dinh s6 24/2010/ND-CP ngay 15/3/2010 dm Chinh phi quy dinh Nia 
tuy6n dung, s* dung va quanb'T cong chirc; 
- ThOng to so 03/2015/TT-BNV ngay 10/3/2015 dm BO twang BO NOi vu sira clo'i, 
bi) sung DiL 9 Thong tu.  so  13/2010/TT-BNV ngay 30/12/2010 dm BO trtremg BO 
NOi vu quy dinh chi tit mot s6 diL v&' tuy 'en dung va nang ngach cong chirc dm 
Nghi dinh so 24/2010/ND-CP ngay 15/3/2010 dm Chinh phi quy dinh -s/' tuy6n 
dung, six dung va wan 1ST cong chirc; 
- Thong to so 03/2019/TT-BNV ngdy 14/5/2019 dm BO truang BO NiO vu sira d6i, 
b '6 sung mot s'6 quy dinh NT&' tuy6n dung cong chirc, vien chirc, nang ngach cong chirc, 
thang hang chirc danh ngh'e nghi'0 vien chirc va thuc hi.'n che 0:10 hop 611g mot se; 
loci cong vilec trong ca quan hanh chinh nha ntroc, horn vi six nghip cong lap; 
- Thong to s6 11/2014/TT-BNV ngay 09/10/2014 dm BO tnrong BO NOi vu quy dinh 
chirc danh, ma so ngach va tieu chuAn nghi0 vu chuyen mon cac ngach cong chirc 
chuyen ngach hanh chinh; 
- Thong to s6 05/2017/TT-BNV ngay 15/8/2017 dm BO truang BO NOi vu soca d6i, 
1)6 sung mot so die&I dm ThOng tu. so 11/2014/TT-BNV ngay 09/10/2014 va Thong 
to s6 13/2010/TT-BNV ngay 30/12/2010 dm BO truang BO NOi vu v6' tieu chuAn 
nghi0 vu chuyen mon, 1)6 nhi4'm ngach va xe'p lixcmg do'i voi cac ngach cong chirc 
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chuyen nganh hanh chinh va vi& to eh& thi nang ngach cong chirc, 
- ThOng to s6 228/2016/TT-BTC ngay 11/11/2016 dm BO tnrong BO Tai chinh quy 
dinh mirc thu, the (10 thu, Op, quail lYT va sfr dung phi du tuyeAn dung, du thi nang 
ngach, thang hang ding chirc, vier' auk.  

3.2 Thinh phAn ho soy Ban 
chinh  

Ban sao 

3.2.1 Van ban dm ca quan, dan vi bao cao ca cau, nhu cau, 
chi lieu Wang ngach, cu cong chirc du dieu kin thi nang 
noch cong chirc 

3.2.2 H6 sa ca nhan dm cong chirc du di&I kin dg thi 
Ban sa y6u VT lich dm cong ch*c theo madu 2c, co xac 
nhidn dm co quan sir clung cong eh&  

x 

Ban nliki xet, dank is cong chirc dm ngued dim du 
ca quan six dung cong chirc theo yeu cac tieu chan, dieu 
kin quy dinh tai lchoan 3 	DiL 29 Nghi dinh 
s6 24/2010/ND-CP 

x 

Cac van bang chirng chi theo yeu cau dm ngach clang V 
du thi dugc ca quan co thAm quyLl chung dux; 

x 

GiAy chung nil:an sac kh6e do ca quan y to có thAm 
quyen cap trong thed han 30 ngay, tinh an ngay nOp h6 
sa du thi nang ngach; 

x 

Cac yeu au Ichac theo quy dinh dm filet' chuAn nghi0 
vu ngach cong chfrc du thi. 

x 

3.3 So lining ho sa 
01 (m001340 

3.4  Thai gian xir 1.57: 
Theo guy dinh tai Quyet dinh s6 546/QD-BNV ngay 12/7/2019 dm BO NOi vu 

3.5 Novi tika nh4n va tra k6t qua 
- Cach 1: NOp 116 sa trvc tip tai BO phlan Tip nhki h15 sa va tra, k6t qua. - So. NOi vu 
thanh ph6 Ha NOi; dia chi: s6 18B Le Thanh Tong - Hoan Kim - Ha NOi. 
- Cach 2: Qua hi th6ng buu chinh: Nai tip nh4n d6i voi cac h6 sa giri qua buu 
chinh: Se( NOi vu thanh ph6 Ha NOi. Dia chi: S6 18B- Le Thanh Tong - Hoan Kim -
Ha NOi. DT: 024.39335176 (may le 101). 

3.6 L? phi 
1. Nang noch chuyen vien, chuyen vien chinh va twang duang: 
- Du6i 100 thi sinh: 700.000 citmg/thi sinh/lAn du thi; 
- Tir 100 an cluoi 500 thi sinh: 600.000 d6ng/thi sinh/fan du thi; 
- Tir 500 tra len: 500.000 d6ng/thi sinh/lAn du thi. 
2. Pink khao: 150.000 dZingibai thi. 

3.7 Quy trinh xir 157 cong viec 
TT Trinh ttr  

nhqm 
Thai gian 

_ 
ma u/ Bieu mau/ 

Ke't qua 
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Bl. Xfiy Ellyng De an thi Hang ngach cong 
.•.-,:,„4.0.•,44,,,,,,, 

chfrc 

Dt an 

- Thong bao to chirc kS,  thi nang nang 
ngach, d6i tugng, di&I ki.'e'n, tieu chuAn, h6' 
so.  clang k-$,  thi nang ngach 

So.  Nloi vu Cong van 

- Chuan bi. day du ho so.  theo quy dinh. • 
- NOp h6 so.  taiblO ph4n 	MOt cora. 

To chuc, ca 
nha'n 

Toi da 30 
ngay 
(theo 

Thong 
bao dm 
S' o,  MN 

vu) 

Theo mix 
3.2 

- Tiep nir4'n ho sa 
- K.)",  giaova nh'*1 Ho sa. 

BO phan 
MOt cua va 

To chuc 

Gik,  tierp 
nhan ho sa 
va hen tra 

ket qua 

Chuye'n ho sa cho phong chuyen mon (1/2 
ngay) 

Truoing b() 
ph6n1■4(it 
cira va 
Lanh dao 
Phong 
Cong chuc, 
vien chfrc 

. 
Phieu ki.6'm 

sok qua 
trinh giai 

guy& 116 so.  

L'anh dao phOng chuyL 116 so. cho cong 
chirc thub",  h6 sa (1/2 ngay) 

I.,5nh dao 
Phong 

Cong chirc, 
vier' chuc 

PhiL ki6'm 
sok qua 
trinh giai 

quy6t lit) so. 
Giai quy6t h6 sa: 
- Truang hop h6' sa chua du diL kin giai 
quy6t: Cong cht"rc bao cao lank dao phong 
tra lai HS kern theo thong bao bAng Van ban 
(lanh dao So.  V) va neu 115 V,  do, not dung 
can b6 sung 
- 	Truang hop ho sa Id-long du dieu ki.@.1 
giai quy6t: Cong chirc bao cao larrh dao 
phong tra lai h6 sa, thong bao bang van ban 
(l'anh dao Rilc5,) trong do neu rO 151 do 
- Twang hop h6 sa day dil: Bao cap Lath" 
dao Phong Ice't qua thu V,  lit) sa 

Cong chirc 
phong 
chuyen 

mon 

Thong bao 

Ti.6'n hanh xay dung 	du thao D6' an thi 
nang ngach cong chuc (Khoan 6 Dieu 1 
Thong to s6 03/2019/TT-BNV); Ti trinh 
D6 an, Dix thao Van ban UBND Thanh 
pho xin 3,  keen thong nhat dm BO Nicii vu 

Phong 
Cong chirc, 
vien chuc 

Dix thao: De' 
an 

To.  trinh 
Cong van 

Trinh UBND Thanh ph6 ban hanh 13&' an 
thi nang ngach 

Lanh dao 
So.  Ni vu 

Tor trinh 
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UBND Thanh phi ban hanh: De an, Van 
ban xin )", kien thong nhAt dm BO NOi vu 

Lanh dao 
UBND 

Thanh ph6 

De an, 
COng van 

BO NOi vu ban harsh van ban th6ng nhAt 
1)&' an va giao chi tieu  

BO Ni)i vu Cong van 

B2 To chfrc 14 thi 'ling ngach cong chic T6 chirc kS7 

- 	
thi 

- Ban harsh K6 hoach thi nang ngach, 
thanh 14 11.(5i ding thi nang noch, thanh 
14 Ban Giam sat 

UBND 
Thanh ph6 

05 ngay 
tir ngay 

BO NOi vu 
th6ng 
nhAt 

, 
Ke hoach 

Quy6t dinh 

- Thanh 14 cac ban giup vi'&; thong bao 
not dung, hinh thik, di6u kien, tieu chan, 
to chuc thu phi, tiled gian, dia diem thi, 
cong b6 not dung on tap  

HOi ang 
thi rang 
ngach 

Truck 
ngay thi 
30 ngay 

B3 .To chfrc cfic mon thi fling ngach 
Khai mac IcS7 thi; hoc Va) quy chi, not quy 
thi (1 ngay tnrac ngay thi yang 1). 
- Yong 1: Thi trac nghi@n ten may vi tinh 
(60 ngay k6 tir ngay thong bao tuyin dung) 
- Thong bao tri."0 tap thi sinh \Tong 2 (sau 
khi co ke't qua von g 1) 
- \Tong 2: Thi mon nghi0 vu chuyen nganh 
(15 ngay 1(6 tir ngay thong bdo triu tap thi 
sinh vOng 2)  

HOi cl6ng 
thi nang 

ngach, Ban 
Giam sat 

Tang 18 
ngay 

2 ngay 

15 ngay 

01 ngay 

DS ice't qua 
yang 1 

Thong bao 
DS thi sinh 

von g 2 
I-16 so.  thi 
yang 2 

B4 Xfic dinh ngtroi trting tuyen 14 thi nang 
ngach (Khoan 16 Dieu 1 Nghi dinh s6 
161/2018/ND-CP): 

Du. 	kien 
75 ngay 

A d Quyet inh 

- Lam phach (sau Ice't thilc thi \Tong 2) 
- ChAm thi yang 2 
- Tong hop ket qua thi tuy6n 

1-10i 	d6ng 
thi 	nang 
ngach, Ban 
Giam sat 

3 ngay 
4 ngay 
3 ngay 

, 

HS 	lam 
phach 
HS chAm thi 
DS diem thi 

- Th6ng bac, k6t qua thi nang ngach cong 
chirc yang 2 

10 ngay Thong bao 

- Nh4n clan phuc khd.o. 
15 ngay Dan philc 

khdo 

- Chacopink Ichao 
15 ngay HS chA rn  

phuc khdo 

- Thong bao di6m phuc Ichao 
02 ngay Thong bao 

Ice't qua phuc 
khdo 
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- Tong hop ket qua thi, baQ oda,UBND 
Thanh ph6 

03 ngay Cong van 
kern theo 
danh sach 

- Phe duy't ket qua thi nang ngach cong 
-:,. 	- 	' 	' 

chirc len ngach chuyen vier' va tuang duang 
UBND 

, 
Thanh pho 10 ngay 

Quyet dinh 
kern theo 
danh sach 

- D' nghi BO NOi vu phe du)* kat qua thi 
nang ngach cong chirc len ngach chuyen 
vien chinh va Wang duang 

Cong van 
kern theo 
danh sach 

- Phe duy't kat qua thi nang ngach cong 
chirc len ngach chuyen vier' chinh va tuang 
duang 

BO N's;;.Ii vu Dv kin 
10 ngay 

Quy6t dinh 

B5 
ThOng 	bao 	kik 	qua 	thi 	ning 
ngach (Khoan 16 Di'L 1 Nghi dinh s6 
161/2018/ND-CP): 05 ngay, tir ngay co 
Quy6t dinh phe du)* kat qua 

I-1()1 d6ng 
thi 'fang 
ngach 

05 ngay 
Thong bao 
danh sach 

trung tuyen 

B6 
B6 nhi?ni ngach va x6p ltrang dtd silfri 
cong chic triing tuyen lcr thi nang 
ng#ch (Khoan 7 Di6u 1 Thong to s6 
03/2019/TT-BNV):15 ngay Ic6 tir ngdy 
Quyet dinh phe du)* danh sach nguad 
trung tuy6n) 

UBND 
Thanh ph6, 
Si NOi vu 

Tiing 15 
ngay 

Quyet dinh 
bti nhi?in 
vao ngach 

Tip n1-4n van ban dm cac ca quan vti, thay 
d6i vi tri cong tac, tin luang dm nguoi 
trung tuy6n 

BO ph4n 
MOt dm, 

Phong 
Cong chirc, 
vien chfrc 

05 ngay 

_ 

Cong van, 
quy6t dinh 
nang lucmg 

Xay dung To.  trinh., Dv did° Quyet dinh b6 
nh*n ngach 

Phong 
C6ng chuc, 
vier' chirc 

5 ngay Tor trinh, du 
thao Quyet 

 dinh 
Ban hanh Quye't dinh b6 nhirri ngach 
Chuyen vier' chinh 

Lanh dao 
UBND 

Thanh ph6 
05 ngay Quyet dinh 

Ban hanhQuye't dinh b6 nh*n ngach 
Chuyen vien chinh 

Giarn d6c 
SO.  NOi vu 

B7 
KST giao va nhan tra lc& qua Phial kiern 
sok. 

Phong 
CCVC va 
BO phOn 
MCA dm 

1/2 ngay 

Phi6u ki6m 
soat qua 
trinh giai 

quyet 116 'so.  

B8 Luu h6 sa. 
BC) ph:an 
MOt dm, 

COng chuc 
Quye't dinh 
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Anh mau 
(4 x 6 cm) 

6) Dan tOc. 	  
8) Noi clang 14/ 110 khAu thuong 
(So nha, duo.ng ph& thanh pho; tom, then, xa, huyn, tinh) 
9) Noi ey hien nay: ,  
(So TIM, throng pho, thanh pho; xom, them, xA, huye'n, tinh) 
10) Nghe nghilep khi &Nov tuy6n dung. 	  
11) Ngay tuyen dung. 	/ 	/ 	, Co.  quan tuyAn clung. 	  
12) Chirc vu (chirc danh) 	Ngay thang nam be, nhi4'm: (Ve chinh quyen hoac 
Dang, doan th6,1c6 ca chirc vu kiem nhim) 
13) Cong vilec chinh cluac giao: 
14) Ngach cong chirc (\Tien chfrc). 	NO)/ thang nam 136 nhiem ngach. 	, Ma ngach:... 
Bac lucmg. 	, 	so. 	NO)/ 	 Phu,* chirc vu: 	cap khac: 
15.1-Trinh (10 giao duc ph6 thong (da tot nghi0 	may/thuk he nao). 	  
15.2-Trinh dO chuyen mon cao nhat- 
(TSKH, TS, Ths, cu nhan, ky su, cao ctang, trung cap, so. cap; chuyen nganh) 
15.3-14 luan chinh tri. 	 15 4-Quan 15T nha nuoc. 	 
(Cao cap, trung cap, sa cap va tucmg ducmg) (Chuyen vier' cao cap, chuyen vien chinh, 
chuyen vier', can su. 	) 
15.5-Ngoai ngir. 	  15.6-Tin hoc. 	  
(Ten ngoai ngir + Trinh d() A, B, C, D,...) (Trinh dO A, B, C 	) 
16) Ngay vao Dang COng san Viet nam. 	/ 	/ 	Ngay chinh thirc. 	/ 	/ 
17) Ngay tham gia to chirc chinh tri-xä hOi: 	  
(NO)/ tham gia to chfrc: Doan, H0i,.... va lam v* gi trong to chuc clO) 
18) Ngay nh4 ngfr 	/ 	/ 	, Ngay xuAt ngfi: .... /.../..., Quan ham cao nhAt: 
19) Danh 	cluo.c phong tang cao nhat. 	  
(Anh hung lao dOng, anh hung hrc ltrong vii trang; nha gido, thay thu6c, ngN si nhan clan 
va uu 
20) So.  twang cong tac. 	  
21) Khen thuemg. 	 22) KST lu'O.t. 	  
(Hinh thirc cao nhAt, nam nao) (v'e clang, chinh quy&i, doan th6 hinh fink cao nhdt, nam 
nao) 

Mau 2C - BNV/2008 ban hanh kem theo Quytt chinh so 02/2008/QJJ-BNV ngay 
06/10/2008 ciia BO trithng BON0i vu  

Cu quan, don vi có tham quyen quanbrf CBCC 	So hi0 can bei, cong chfrc. 	 
Ca quan, don vi sir dung CBCC 	  

SOS YEU L'i" LICH CAN BO, CONG CHITC 

1) Ho va ten khai sinh (vie't chit in hoa): 	  
2) Ten goi khac. 	  
3) Sinh ngay. 	thang 	nam 	, Giai tinh (nam, nir). 	 
4) Noi sinh: 	 ., Huyn 	  
Tinh 	 
5) Que quan: Xft 	 , Hu)*1 	 , Tinh 	 

7) Ton gido. 	  

thul$7 
4. Bitu mau 

Mau 2C - BNV/2008 ban hanh kem theo Quyet Binh se 
06/10/2008 dm BO tnrong BO NOi vu 

02/2008/QD-BNV ngay 
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23) Tinh tang sfrc khOe. 	Chieu cap. 	, Can nlang. 	kg, Nh6m mau: 
24) LA thuang binh hang. 	/ 	, LA con gia dinh chinh sach. 	  
(Con thucmg binh, con 1* si, ngtthi nhigm,chAt clOc da cam Dioxin) 
25) So chirng minh nhan clan. 	Ngay cap. 	/ 	/ 	 26) So so BHXH. 	 
27) DAO TAO, BOI DUONG VE CHUYEN MON, NGHIEP VV, 1.,\"7  LUAN CHINH 
TRI, NGOAI NGfi, TIN HOC 

Ten trong Chu en nganh ciao tao, 
b6i. &rang 

lir thang, 
nam- Den 

thang, nam 

Hinh thirc 
ciao tao 

Van bang, 
chirng chi, 
trinh dO gi 

• • • • . • 
/ 	...- 

.../... 

• • • . • • 
/ 	...- 

.../... 
Ghi 	Hinh thirc Tao tao: Chinh qui, tai chirc, chuyen tu, boi during .../ Van bang: 
TSKH, TS, Ths, Cr nhan, Ky six .... 

28) TOM TAT OUA TRNH CONG TAC 
Ur thang, 
nam den 
thang, nam 

Chirc danh, chirc vu, don vi cong tac (Tang, chinh quy6'n, doan the, to chfrc 
xd hi)i), ke ca thoi gian dugc ciao tap, bOi dung ve chuyen mon, n hi 	u, 
... 

• • • • • • 

29) DAC DIEM LICH S B NT N: 
- Khai rO: bi bat, bi (-Ur ngdy than nam nao 	ngay than nam nao, Tau da dä khai 
bao cho ai, nhang van de gi? Ban than có lam vi& trong the dO cu (co quan, don vi nao, 
dia di6m, chirc danh, chirc vu, thOi gian lam vi& ...) 

Tham gia hoc co quan he vori cac to chirc chinh tri, kink te, xa hOi nao a nuo.c ngodi 
(lam gi, to chirc nao, clat tru so.  a clau 9).  

- Co than nhan (Cha, Me, Vo., Chong, con, anh chi em runt) a nu& ngodi (lam gi, dia chi 
)? 

30) QUAN HE GIA DINH 
a) Vt ban than: Cha, Me, Von (hoac chl5ng), cac con, anh chi em runt 

Moi. 	 Ho va ten 
	

Nam 
	

Que quan, ngh6' nghiO, chirc danh, 
quan h 
	

sinh chirc vu, don vi cong tac, hoc tap, nai 
or (trong, ngodi mac); thanh vien cac 

to chirc chinh tri-x5 hOi ? 

• • 	 • • • 

b) "S4 ben v (ho ac eh& : Cha, Me, anh chi em runt 
M6i Ho va  ten 

_ 
Nam 

_ 
Que quan, nghe nghiO, chirc danh, chirc 

quan sinh vu, don vi cong tac, hoc tap, nai o. (trong, 
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he 	 ngoai mac); thanh vien cac to chirc chinh 
hOi ? 

31) DIEN BIEN QUA TRINH LUONG CUA CAN Bo, CONG CHUt 
Thang/nam 
Ma 
ngach/b4c 
He se) luang 

32) NHAN XET, DANH GIA CUA CO QUAN, DON VIQUAN LY1  VA sff DUNG 
CAN BO, CONG CHUt 

Ngu.Zri khai 
Toi xin cam Joan nhfing led khai tren 

day là cifIng sg that 
(KS,  ten, ghi ro ho ten) 

Ngay 	thang 	nam 20 	 
Thu truirng ca quail, don vi quail 1ST 

va sit'. dung CBCC 
(KS,  ten, dung au) 
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4. Quy trinh xet chuy& can 	cong chirc 	xi thanh cong chirc cap huy0 troy len 
(QT-0 
1 Muc dich: 

Quy dinh NT&' trinh tir va cach tithe thgc hi@lthil tuc xet chuy6n can bei, cong chirc 
cap xa thanh cong chirc cap huy'n to len thuOc thanh ph6 Ha NOi. 

2 Phalli vi: 
Cac to chdc, ca nhan lien quan an thfi tue xet chuy6n can b0, cong chirc cap xa 
thanh cong chirc cap huy#0 troy len thuicic thanh pith' Ha NOi. 

3 NCli dung quy trinh 
3.1 Cu so.  phap 1S,  

1. Luat Can N., cong chirc s6 22/2008/QH12 ngay 13/11/2008 dm Qu6c hOi; 
2. Nghi dinh se) 24/2010/ND-CP ngay 15/3/2010 dm Chinh phil quy dinh N/' 
tuy6n dung, sir dung va quan 1ST cong chirc; 
3. Nghi dinh so' 93/2010/ND-CP ngay 31/8/2010 dm Chinh phil sira cl6i mot s6 
diL dm Nghi dinh se) 24/2010/ND-CP ; 
4. Nghi dinh s6 161/2018/ND-CP ngay 29/11/2018 sira d6i, 13 .6 sung mot s6 quy 
dinh ve tuy6n dung cong chirc, vien chi re, nang ngach cong chfrc, thang hang vien 
chirc va thvc hien ch6 dO hop dong mot s6 loci cong v* trong co.  quan hanh 
chinh nha nuo.c, don vi six nghi0 cong lap; 
5. Th6ng fir s6 13/2010/TT-BNV ngay 30/12/2010 cila BO tnzong BO NOi vu quy 
dinh chi tit mot s6 di&T N4' tuy& dung va. 'fang ngach cong chirc dm Nghi dinh 
so 24/2010/ND-CP; 
6. Thong tu s6 05/2012/TT-BNV ngay 24/10/2012 dm BO tnrOng BO NOi vu sira cl6i, 
136 sung mot s6 dieu dm Thong tu.  s6 13/2010/TT-BNV ngay 30/12/2010 dm BO 
tnxong BO NOi vu quy dinh chi tit mot s6 di&I ve tuy6n dung va 'fang ngach cong 
chirc cila Nghi dinh s6 24/2010/ND-CP ngay 15/3/2010 eila Chinh phil quy dinh NT&' 
tuy6n dung, s* dung va quan VT cong chirc; 
7. ThOng tu s6 03/2015/TT-BNV ngdy 10/3/2015 dm BO truong BO NOi vu sira 
cl6i, b6 sung DiL 9 Thong tu so 13/2010/TT-BNV ngay 30/12/2010 dm BO 
tnreyng BO NOi NT quy dinh chi tie't mot s6 diL \I'd tuy6n dung va nang ngach cong 
chile dm Nghi dinh se; 24/2010/ND-CP ngay 15/3/2010 dm Chinh phii quy dinh 
v'e tuy6n dung, sir dung va quan VT cong chirc; 
8. Thong tu so 03/2019/TT-BNV ngdy 14/5/2019 dm BO twang BO NOi vu sira 
(16i, 1) .6 sung mot s6 quy dinh v6' tuye'n dung cong chirc, vien chirc, nang ngach 
cong chirc, thang hang chirc danh nghe nghi0 vier' chfrc va thirc hi0 ch6 c10 hop 
cl6ng mot se') loci cong vi& trong co.  quan hanh chinh nha ntrac, don vi six nghi0 
cong lap; 
9. Thong tu so 11/2014/TT-BNV ngay 09/10/2014 dm BO truong BO NOi vu quy 
dinh chirc danh, ma so ngach va .tieu chuan nghi0 vu chuyen mon the ngach 
cong chfre chuyen nganh hanh chinh, 
10. Thong to so 05/2017/TT-BNV ngay 15/8/2017 dm BO truong BO NOi vu sira d6i, 
1)6 sung mot s6 diu dm Thong tu so 11/2014/TT-BNV ngay 09/10/2014 NIA Thong 
tx so 13/2010/TT-BNV ngay 30/12/2010 dm BO twang BO Nie vu v6' tieu chuAn . 
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nghi0 vu chuyen mon, b6 nhi@li ngach va x6p Krung do'i vOi cac ngach cong chirc 
chuyen ngach hanh chinh va vi& to chirc thi nang ngach cong chirc, 
11. Quy6t dinh so 15/2017/QD-UBND ngay 13/4/2017 dm UBND thanh pho Ha 
NOi v'e vi& ban hanh quy dinh va phan ch. quan 1)",  to chirc b0 may, can b0, cong 
chirc, lao dOng hop d6ng trong cac ca quan hanh chinh thuOc thanh ph6 Ha Ni. 

3.2 Thanh phAn ho scr Ban 
chinh 

Ban sao 

- Don de nghi xet chuyen thanh cong chfrc tir cap hu)*). troy 
len; 
- Ban danh gia, nhan xet qua trinh cong tac va. )"/ kien citmg Si 

cho chuy6n cong tac dm nguO.i dirng clA.'u co quan co thAm 
quyen quail bri can b(), cong chirc cap xa; 
- Ban sa yeu 1S'i lich dm can Ix), cong chirc theo mau so 2c, 
co xac nhan dm Uy ban nhan clan cap xa nai nguoi a nghi 
xet chuyen gang cong tac; 

♦ - Ban sao cac van bang, chirng chi theo tieu chan nghi0 
vu dm ngach cong chirc dugc ca quan có thArn quyen chirng 
thvc, 
- GiAy chimg nhan sirc khoe do ca quan y t6 co thArn quyen 
cap trong tiled han 30 ngay, tinh an ngay nOp 116 sa de nghi 
xet chuy6n. 

X 

X 

X 

X 

X 

3.3 So lining ho scr: 01 Wngued. 
3.4 TWA han OM quyet: T6i da 65 ngay/dcit 
3.5 No'i tie p nh4n va tra kik qua: Si NOi vu thanh ho Ha NOi (Dia chi: So' 18B Le 

Thanh Tong, phu6ng Phan Chu Trinh, quan Hoan Ki6m, thanh ph6 Ha Ncli: Ho 
sa xet chuy6n va Quye't Binh xet chuy6n thanh cong chfrc. 

3.6 Lie phi: Khong. 
3.7 Quy trinh xir 1ST cong AO: Theo Khoan 1, Khoan 2 Dieu 13 Thong to s6 

13/2010/TT-BNV (Trinh Ar/thoi gian/trach nhim/lce't qua) 

TT Trinh tv 
Trach 
nh*n 

Thai 
gran 

Biiu mAu/ 
Ket qua 

B 1 

Tiep nhan 116 sa va to chirc sat hach: 
- Tip nhan h6 so.  

- Thanh lap H(51 gong kiem tra, sat hach (co 
the thanh lap HD theo nam) 

Si NOi vu 
7 ngay H6 sa 

Quyet dinh 
thanh lap 

HD 
- Xet duet 4  danh sach nguoi du (lieu kin 
tham du 	k iem tra, sat hach. Trinh UBND 
Thanh pho phe du)* danh sach ngued dil 
di'eu kien va hinh thin, not dung sat hach. 

HOi d6ng 
, 

kiem tra, 
sat hach 

14 ngdy Danh sach 

- Phe duy4't danh sach nguo.i du dieu ki4'n va 
hinh thirc, not dung sat hach. 

UBND 
Thanh pho 

xi, 	5 	gay 
Quy6t dinh 
phe du)* 
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- Thong bao thi sinh du diet' 'den (thei gian, 
dia di6m, nOt dung sat hach) t 

- To chirc ki6m tra, sat hach 

- T6ng hop ke't qua kith tra, sat hach 

HOi (long 
- A hem tra, 

sat hach 

15 ngay 

3 ngay  

1 ngay 

Danh sach 

' HO so. 
KTSH 

Danh sach 

B2 

- Trinh UBND Thanh ph6 cong nhan k6t qua 
ki6m tra, sat hach. 

Giam d6c 
So.  Ned vu 

2 ngay 

- Phe du)* ke'tqua kie'm tra, sat hach 
Lanh ciao 
UBND 

Thank pho 
5 ngdy 

Quyet dinh 
phe du)* ket 

qua 
- Ra quyet dinh xet chuyen, tra ket qua tai 
co.  quan sir dung nguoi cong chirc va ngtroi
trung tuyen cong chirc. 

Giam 	d'oc 
So.  Noi vu 

7 ngay 
Quyet dinh 
xet chuyen 

B3 Lufruh6 so. 

BO phan 
MCA dm, 

Cong chirc 

bT 

Gib.  
hanh 
chum 

Quyet dinh 
xet chuyen 

4 Biiu mAu 

Mau So.  y6u VT lich can b0, cong chirc (mau 2C - BNV/2008 ban hanh kern theo 
Quyet dinh s6 02/2008/QD-BNV ngay 06/10/2008 dm BO truang BO NOi vu). 
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Mau 2C - BNV/2008 ban hanh kem theo Quytt chinh so 02/2008/QD-BNV ngay 
06/10/2008 ciia BO truirng BO Noi vy 

Co.  quan, don vi có thAm quyen quail ly CBCC 	S6 WO can bt), cong chile. 	 
Ca quan, dan vi sir dung CBCC 	  

SOS YEU IS' LICH CAN BO, CONG CHITC 

1) Ho va ten khai sinh 	chit in hoa): 	  
Anh mau 2) T8n goi khac. 	  
(4 x 6 cm) 3) Sinh ngay. 	thang 	nam 	, Giai tinh (nam, nit). 	 

4) Nai sinh:   Huy*. 	  
Tinh 	 
5) Que quan: Xa 	 , Huy'n 	 , Tinh 	 

6) Dan tOc.  	 7) Ton giao. 	  
8) Nai clang 14T 110 khAu thuong 
(S6 nha, throng ph6, thanh ph6; xom, then, xa, huy0, tinh) 
9) Nai a hien nay- 
(Se; nha, clue.ng phO, thanh ph6; 'corn, them, xd, huyn, tinh) 
10) Nghe nghi4 khi dugc tuy6'n dung. 	  
11) NO)/ tuy6n dung. 	/ 	/ 	, Co.  quan tuytn dung. 	  
12) Chirc vu (chirc dank) hien tai: Ngay thang nam be 	(Ve chinh quyen ho4c 
Dang, down the, Ice ca chirc vu kiem nhibn) 
13) Cong viec chinh cluo.c giao: 
14) Ngach cong chile (vien chirc). 	Ngay thang nam b6 nhiem ngach. 	, Ma noch:... 
Bac luo.ng. 	, He s6. 	Ngay 	 Phu cap chirc vv: 	cap kha.c:... 
15.1-Trinh dO giao duc ph6 thong (da tot nghi0 lap may/thuoc he nap). 	  
15.2-Trinh do chuyen mon cao nhAt. 	  
(TSKH, TS, Ths, cir nhan, ky su, cao dAng, trung cap, sa cap; chuyen nganh) 
15.3-14/ luan chinh tri- 	 15 4-Quan ly nha ntroc- 
(Cao cap, trung cap, so.  cap \fa tuang &rang) (Chuyen vien cao cap, chuyen vier' chit-1h, 
chuyen vien, can six 	) 
15.5-Ngoai ngir. 	  15.6-Tin h9c. 	  
(Ten ngoai ngir + Trinh dO A, B, C, D,...) (Trinh di) A, B, C 	) 
16) Ngay \Tao Dang COng san Viet nam. 	/ 	/ 	, Ngay chinh thirc. 	/ 	/ 
17) Ngay tham gia to chirc chinh tri-xa 
(Ngay tham gia to chfrc: Doan, HOi,.... va lam vi& gi trong to chirc dO) 
18) Ngay nhap ngfi. 	/ 	/ 	, Ngay xuAt 	.... /.../..., Quail ham cao nhdt: 
19) Danh hien cluck phong tang cao 
(Anh hung lao dOng, anh hung fkrc him vu tang; nha giao, thay thu6c, ngh.e si nhan dan 
va u.0 	.) 
20) So.  truong cong tac- 
21) Khen thu.ang. 	 22) KS/ luat. 	  
(Hinh thirc cao nhAt, nam nao) (v7e clang, chinh quy&i, doan the hinh thirc cao nhdt, nam 
nao) 
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23) Tinh tang sirc khoe- 	ChiL caw 	, Can Ong- 	kg, Nhom mau: 
24) La thuang binh hang- 	/ 	, La. con gia dinh chinh sach- 
(Con thuang binh, con 1* sT, nguoi nhi6m chdt dOc da cam Dioxin) 
25) S6 chirng minh nhan dan- 	NO)/ cap: 	/ 	/ 	 26) So s6 BHX1-1- 	 
27) DAO TAO, BO' DUONG VE CHUYEN MON, NGHIEP VV, 1ST LUAN CHiNH 

NGOAI NGfi, TIN HOC 

Ten tnrong Chuyen nganh ciao tao, 
bo' i &Pang 

Tir thang, 
nam- Den 

thang, nam 

Hinh thirc 
ciao tao 

Van bang, 
chirng chi, 
trinh do gi 

• • • • • • 
/ 	...- 

.../... 

• • • • • • 
/ 	...- 

.../... 

Ghi 	Hinh thirc ciao tao: Chinh qui, tai chirc, chuyen tu, bt\i duping .../ Van bang: 
TSKH, TS, Ths, Cir nhan, Ky su 

28) TOM TAT QUA TRiNH CONG TAC 

Tix thang, 
nam den 
thang, nam 

Chirc danh, chirc vu, don vi cong tac (clang, chinh quyL, doan th& to chirc 
x'd W), ke ca thei gian ducic ciao tao, boi durdng ye chuyen mon, nghi0 vu, 

 ... 

• • • • • • 

29) DAC DIEM LICH Sfr BAN THAN: 
- Khai rO: bi bat, bi to (tir ngay thang nam nao den ngay thang Warn nao, of dau), dad khai 
bap cho ai, nhfing van de gl? Ban than có lam 	trong the dO (co quan, don vi nao, 
dia diem, chirc danh, chirc vu, thoi gian lam viec ...) 

- Tham gia ho4c có quan h 	cac to chirc chinh tri, kink t re, xa hOi nao a nuerc ngodi 
(lam gi, to chirc nao, clat tru 	Mu 9)-  

- Co than nhan (Cha, Me, Vo-, Ch6ng, con, anh chi em runt) & nu& ngoai (lam gi, dia chi 
)? 

30) QUAN HE GIA DINH 
a) V'e ban thin: Cha, Me, \Ty (ho:dc chtmg), cac con, anh chi em rut 

M6i 
quan h 

Ho va ten Nam 
sinh 

Que quan, nghe nghiO, chirc danh, 
env vu, don vi cong the, hoc tap, noi 
o (trong, ngoai nuo-c); thanh vien cac 

to chirc chinh tri-xa hOi ? 

• • • • • • 

4t- 
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b) Nit ben v ho ac chtm : Cha Me, anh chi em mot 

Mo'i 
quan 
N 

Ho \TA ten 
-- 

Nam 
sinh 

- 	- 	- 
Que quan, nghe nghiO, chirc danh, chirc 
vu, don vi cong tac, hoc tip, nai 6.  (trong, 
ngoai mac); thanh vien cac to chirc chinh 

tri-xa. hOi ... ? 

•••• O 	  
	  . 

• 
31) DIEN BIEN QUA TR1NH LUZiNG CUA CAN BO, CONG CHU'C 

Thang/nam 

Ma 
ngachibac 

He so luang 

32) KHAN XET, DANH GIA. CUA CO QUAN, DON VI QUAN L\"7  VA StJ' ' DUNG 
CAN BO, CONG CHOt 

Ngtroi khai 
Ten xin cam doan nhang loci khai ten 

day la dung six that 
(KST ten, ghi rO ho ten) 

Ngay 	thang 	nam 20 	 
Thu truirng quan, c on vi quail 157 

va sir dung CBCC 
(KST ten, dung clAu) 
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5. Quy trinh thi tuy.e'n vien chirc (QT-05) 
1 Muc dich: Quy dinh vi trinh to va each thirc thirc hi.@1 thin tuc thi tuy6n vien chirc 

thu(ic thanhph6 Ha Nai. 
2 Pham vi: Cac t"6 chirc, ca nhan lien quan an thil tic thi tuy6n vier' chirc thuOc 

thanh ph6 Ha NOi. 
3 Niii dung quy trinh 
3.1 Co so.  phap 1.57 

1. Ludt Vier' chirc se') 58/2010/QH12 ngay 15/11/2010 dm Qu6c hOi; 
2. Nghi dinh s6 29/2012/ND-CP ngay 12/4/2012 dm Chinh phii -‘,-'' tuy6n dung, sir 
dung va. quail 15/ vier' chirc; 
3. Nghi dinh s6 161/2018/ND-CP ngay 29/11/2018 sira d6i, b6 sung mot so quy 
dinh .NT' tuy6n dung cong chirc, vien chirc, nang ngach cong chirc, thang hang vien 
chirc va thtrc hi4'n che c10 hop cit\ng mot s6 loai cong v* trong co.  quan hanh chinh 
nha nu.o.c, dun vi sir nghi'0 cong lap; 
4. Thong tu.  se) 15/2012/TT-BNV ngay 25/12/2012 dm BO NOi vu twang dan N4' 
tuyehn dung, 14 Ice't hop d6ng lam v* va cfen bil chi phi dao tao, 136i duCing d'cSi voi 
vien chirc; 
5. ThOng tu.  so 03/2019/TT-BNV ngay 14/5/2019 sira d6i, 1)6 sung mot so quy dinh 
ve tuy6n dung ding chirc, vier' chirc, nang ngach cong chile, thang hang chirc danh 
ng11.6' nghi0 vien chirc va thtre hien the dO hop cl6ng mot se) loai cong v* trong 
co.  quan hanh chinh nha nude, dun vi su nghi0 cong lap; 
6. Thong tu. so 228/2016/TT-BTC ngay 11/11/2016 dm BO tnxong BO Tai chinh 
quy dinh Daft thu, the di) thu, nOp, quail 1S,  va sir dung phi tuy6n dung, du thi nang 
ngach, thang hang cong chirc, vien chirc; 
7. Quy6t dinh so 14/2017/QD-UBND ngay 13/4/2017 dm UBND thanh ph/6 Ha 
NOi NT' v* ban hanh quy dinh Nt'' phan cap quan 1$,  to chirc be, may, can 'DO, cong 
chirc, lao dOng hop cl6ng trong cac don vi six nghi0 cong lap thuOc thanh pith Ha 
NOi.  

3.2 Thanh phAn 116 sa Ban 
chinh 

Ban sao 

Phie'u clang 14,  du tuy6n theo Nghi dinh s6 161/2018/ND-CP x 
3.3  SO' hiring ho so*: 01 (met) b(l5 
3.4 Thlri gian xi? 1ST: 

- Trix?mg hop thi yang 1 ten may tinh: T6i da 145 ngay; Thi phong van va Thi 
thtrc hanh: T4Si da 125 ngay 
- Trirong hop thi yang 1 ten giAy: Thi viet T6i da 190 ngay; Thi phOng van va Thi 
thtrc hanh: T6i da 170 ngay. 
(Theo quy dinh tai Quye't dinh so 546/QD-BNV ngay 12/7/2019 dm BO tru&ng BO 
NOi IT) 

3.5 Novi tie') nh4n Ara tra ket qua: 
Co.  quan, don vi co thAm quyL tuy en dung. 
(N -Op trine tielp ho is girl theo clurrng bleu chinh) 

28 



3.6 1,§ phi: 
a) Phi du thi tuyen 
+ Dual. 100 thi sinh mirc thu 500.000 d6ng/thi sinh/lAn du thi; 
+ Tir 100 d6n dual. 500 thi sinh mirc thu 400.000 d6ng/thi sinh/fan du thi; 
+ 'MX 500 till sinh troy len mirc thu 300.000 ding/thi sinh/lAn du thi. 

b) Phi phfrc Ichao bai thi: 150.000 dong/bai thi 
3.7 Quy trinh xii 157 cling AO 

TT Trinh ttr 
Trach 
nhiOm 

Thai 
gran 

Biiu ma& Ket 
qua 

B1 

Thong bao to en dung va tie') nhlan Phieu dAng k chi tuyen 

- Thong bao tuyen dung 
- Thu phi6u darigkST du tuyen 

Ca quan, 
don vi 

duck plan 
cap tuyen 
dung vien 

chuc 

30 ngay 

_ 

- ML phi6u clang 
14,  du tuyen. 
- Danh muc tai 
HO on tap (mon 
kin thuc chung 
va. mon nghi0 vu, 
chuyen nganh). 

- Xet du)* danh sach ngtreyi du diL keen 
du tuyenva trinh cap co thAm quyL 

BO ph4n t6 

chirc dm co 
quan, don vi 

7 ngay 

, 

Danh sach nguoi 
du diet' ki'n 
(kern Oleo phieu 
du tuyen) 

- Phe duyet danh sach ngtrogi du dieu kin  
du tuy6'n. 

Cap co tham' 
quyen tuyen 

dung VC 
7 ngay 

Quye't dinh he 
duyt danh 
sach  

- Thong bao danh sach ngueri du dial kin 
du tuyen. 

Ca quan, 
don vi 

14 ngay 
ML danh sach 

theo QD 
- Thanh.101-10i d6ng thi tuyen (20 ngay ke 
tir ngay thong bao tuy6n dung) 

Ca quan, 
 don vi 

Quy6t dinh 
thanh lap HD 

- Thanh 14 cac ban gifip vi'c (sau lchi. 
thanh 10 HD 2 ngay) 

HOi d6ng 
thi tuy6n 

Quyet dinh 
thanh 14 

B2 

To chfrc thi tuyen 
- Khai mac Ic-ST thi,  ho bin quy the, not quy 
(tnrac ngay thi yang 1 mot ngay) 

HOi d6ng 
thi tuy6n 

- Thi yang 1: (60 ngay k6 tir ngay thOng 
bao tuy6n dung): 02 tru6ng hop 

110i dOn
,
g 

thi tuyen 
5 ngay 

15 ngay 

Danh sach ket 
qua thi yang 1 
Thong bao DS 
till. sixth yang 2 

TH1: Thi trac nghi.1e'm tren may vi tinh. 

+ Thong bao tr* tap thi sinh yang 2 (sau 
khi cólcet qua vong 1) 
TH2: Thi trac nghim ten giay (Khoan 3, 
Dieu 2 Nghi dinh 161/2018/ND-CP) 

. 
HOi gong 
thi tuyen 

1 ngay Ho so.  thi yang 1 

Lam phach (sau ket thirc thi) 5 ngay Ho so. lam phach 
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Chacothi TN 	 ,. . 5 ngay 
H6 so.  chArn 

TN 
T6ng hop k6t qua thi yang 1 3 ngay Danh sach KQ 
Thong bao ket qua, nh'On don phirc khao 10 ngay DSTBKQ, don 
To chrk chArn phfre khao, Thong bao ket qua. 
phirc khao. 

15 ngay KQ cham PK 

- Thong bac) tri.@.1 tap thi sinh vong 2 (sau 
khi co ket qua yang 1) 

- Thi vong 2: Thi mon nghip vu chuyen 
nganh, not dung va hinh thfrc: 
* Thi vie't tren gib: 
+ Thi vie't HOi dong 

• ^ thi tuyen 

15 
ngay 

1 ngay 

Danh sach 

Ho' so thi vret 
+ Lam phach (sau k& dr& thi yang 2) 
+ ChArn thi yang 2 
+ Tong hop ket qua thi yang 2 
* Thi phOng Van: 
+ T6 chirc ph6ng van 30 plult/ thi sinh 
* Thi thvc hanh: 
+ T6 chirc dive hanh 180phut/ thi sinh 

5 ngay 
5 ngay 
3 ngay 

10 ngay 

10 ngay 

HO so lam phach 
Ho so.  dram V2 
Danh sach diem 

HZ) so. thi PV 
Danh sach di6m 

H6 so.  thi TH 
Danh sach di'm 

B3 
Xic dinh ngutri trong tuyen trong liST thi tuyin vien chin 

- Xac dinh ngroi tang to en (theo Khoan 4 
Dieu2 Nghi dinh 161/2018/ND-CP). 

Hesi d6ng 
thi tuy6n 

5 ngay Danh sach V2 

B4 

Thong bac) lik qua tuyien dung 

* Thi viet tren giAy: 

- Thong bao danh sach 1c6t qua tuy6n dung, 
danh sach du.  kin ngtrei triing tuy6n, nhan 
don phirc khao. 

- To chirc dram pink khao, thong bao ket 
qua phirc khao. 

* Thi phong van: Thong bao danh sach ket 
qua tuyen dung, danh sach derki6n ngiroi 
trung tuy6n 
* Thi tkrc hanh: Thong bao danh sach ket 
qua tuy6n dung, danh sach dv.  kin nguen 
tang tuy6n 

HOi do ng 
thi tuyen 

a 
 

10 ngay 

15 ngay 

10 ngay 

10 ngay 

Danh sach, don 
phirc khao, Giay 

thong bao KQ 
H6 so.  chAm, DS 
ket qua PK, Giay 

thong bao KQ 

DS ket qua, Gray 
thong bao KQ 

DS ket qua, Giar y 
thong bp KQ 

B5 

KST k6t hop dting tuye"'n dung 

- Phe duy'41(6t qua tuyen dung (sau khi có 
ket qua cham phfic khao, xac dinh nguoi 
tang tuye4n). 

Ca quan, 
don vi 

7 ngay 
Quyet dinh 

kern DS ngueci 
tang tuy6n 
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- Thong bac, bang van ban den nguoi trung 
tuyen, Hoan thin ho so, Tham dinh ho so. 

Ca quan, don 
vi va. Ngtroi 
trung tuyen' •  

20 ngay 
lam vi'e'c 

Gidy thong 
bao, HO so. theo 

quy dinh, DS 
trung tuy6n. 

KS hop gong tuyen 
 

dung. 

Nguoi dfmg 
fau dcm vi six 
nghi0 cong 

lap 

HD lam vi& 
theo mau BNV 

B6 Luu hit\ so.  
Co.  quan, don 

vi 
Gio. hanh 

chinh 
Quye't dinh 
trung tuyen 

4 Bi'e'u m'Au 
Mau Phi6u clang 141 clux tuyen theo Nghi dinh s6 161/2018/ND-CP 
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MAU PHIEU BANG KY DU TUYEN 
(Kem theo Nghi clinh so 161/2018/ND-CP ngay 29 tiding 11 /lam 2018 cita Chinh phis) 

LONG Hem )(A EH CHU NGHIA VIVI' NAM 
DOc 14p - Tu. do - Hph phfic 

•••••............., ngay 	thong •••   neim 

(Dan anh 
4x6) 

(3) 

PHIEU BANG 10? DIY TUYEN 

Vi tri der tuyinu). 	  

Dan vi dw tuyL(2). 	  

I. THONG TIN CA NHAN 

Ho va ten. 	 Ngay, thong, nam sinh• 	Nam o 

Dian*. 	 . Ton giao. 	  

s6 CMND ho4c The can mac cong don. 	 Ngdy cap: 	 

St') d*-1 thoai di dOng de" boo tin- 
Email. 	 

Nil o 

Novi ch. 	 

Que quail. 	  

Ho khAu thixeng tru. 	  

Ch8 o.  hien nay (c16 boo tin). 	 

Tinh tr4ng sire khoe. 	  , Chieu cao.  , Can n:ang.  kg 

Thanh phan ban than hien nay. 	 

Trinh do van how 	  

Trinh (10 chuyen mon: 	  Loai hinh dao tao. 	 

IL THONG TIN DAC) TAO 

Ngay, thing, 
.. 

n4'n  ciA13 van 
bang, chu'ng 
chi 

Teni 	truirng 
coy soy olio tai cAp  

Trinh di) 
van bang, 
chting chi 

So hieu cua 
van bang, 
chting chi 

Chuyen ng,nh 
(ghi    ta 

bang then 
diem) 

Nginhilinh 
ciao 
tao 

fink 
ciao tao 

,Op loaf 
bang, 
chling chi 

III. MIEN THI NGOAI NGO', TIN HQC 

(Thi sinh thuOc din mien thi ngoai ngfr, tin hoc can ghi re5 13"/ do mien thi a mix nay) 

Mign thi ngoqi ngfr do. 	  

Mign thi tin hoc do: 	  

IV. BANG KC THI MON NGOAI NGtf 
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(Thi sinh lua chon va ghi ro clang ky thi mot tong nam thin tieng: Anh, Phap, Nga, Trung Quick, 
Dire hoc ngoai ngit khac theo yeu cAu cua vi tri dg tuyen. Thi sinh duot mien thi mon ngoai 
ner khong phai dien thong tin muc nay). 

Dang ky du thi ngoai ngfr. 	  

V. DOI TUVNG UV TIEN (nau co) 

Toi,xin cam loan nhiingalei khai teen cua toi là dung sg that. Sau khi nh'a'n,dtrac thong bao trung 
tuyen toi se hoan thin ho sox theo quy dinh. Neu sai sir that thi ket qua tuyen dung dm toi sebi 
ca quan co tham quyen tuyen dung buy Ix% Vol chiu trach nhim tnxeic phap 14t \TA cam ket 
khong clang l(ST tham gia ky tuyen dung ke tiep tai co. quan tuyen dung./. 

NGIrdI VIET PHIEU 
(1(f), ghi r5 ho ten) 

Ghi chit: 

(1) Ghi dung vi tri viec lam clang kSi du tuy6'n., 

(2) Ghi dung ten cox quan, to chfrc, darn vi có chi tieu tuy6'n dung; 

(3) Nguei vi6t phieu tich d'Au X vao o tucing ung 6 Nam, Nfr. 
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6. Quy trinh xet tuye'n vien chfrc (QT-06) 

1 Muc dich: Quy dinh .NT' trinh tlx va cach thfrc thtrc hi@.1 thin tuc xet tuy6n vien 
chfrc thuOc thanh ph6 Ha. NOi. 

2 Phalli vi: Cac fizo chirc, ca. nhan lien quan an thil tuc xet tuye'n vien chuc thuOc 
thanh pho Ha Nioi. 

3 N(li dung quy trinh 
3.1 Co' so' phap 1ST 

1. LI* Vien chirc so 58/2010/QH12 ngay 15/11/2010 cila Qu6c hOi, 
2. Nghi dinh so 29/2012/ND-CP ngdy 12/4/2012 dm Chinh phil v&' tuy6n dung, sir 
dung va. guar' 13'T vien chfrc; 
3. Nghi dinh s6. 161/2018/ND-CP ngay 29/11/2018 sira d6i, b6 sung mOt s6 quy 
dinh ve tuy6n dung cong chirc, vien chirc, nang ngach cong chirc, thang hang vien 
chirc va thgc hi0 ch6 dO hgp cl6ng mot se) loaf cong vi& trong ca quan hanh 
chinh nha nuck, dan vi six nghi'0 cong lip; 
4. Thong tu s6 15/2012/TT-BNV ngdy 25/12/2012 dm BO truang BO NOi vu 
huong clan v'e tuy6n dung, 14 1c6t hop clemg lam v* va cl& bit chip hi ciao tao, b6i 
during d6i vai vien chfrc, 
5. Thong tu s6 04/2015/TT-BNV ngdy 31/8/2015 dm BO truangNiBO NO vu sira 
d6i, b6 sung DiL 6 Thong tu so 15/2012/TT-BNV ngdy 25/12/2012 dm BO 
tnrong BO Ni vu htrang dan v&' tuy6n dung, Icy/ kat hop cist\ng lam viec va an NI 
chi phi dap tao, b6i duang d& voi vien chirc; 
6. Thong tu s6 228/2016/TT-BTC ngdy 11/11/2016 cila BO truang BO Tai chinh 
quy dinh mfrc thu, the dO thu, nOp, quan VT va sir dungphi cr to en, du thi nang 
ngach, thang hang cong chirc, vien chirc; 
7. Quye't dinh se) 14/2017/QD-UBND ngay 13/4/2017 dm UBND thanh ph6 Ha 
NOi v&' vic ban hanh quy dinh NT.' phan ca'p quail 13'T to chirc Ns may, can b0, cong 
chirc, lao dOng hap cfong trong cac dan vi sir nghi4 cong lap thuOc thanh ph6 Ha. 
NOi. 

3.2 Thanh phan 116 so% Ban 
chinh 

Ban 
sao 

Phi6u dang 1(3'T du tuy6n kern theo Nghi dinh so161/2018/ND- 
CP. 

x 

3.3 So lulyng 114 so': 01 (met) b(5 
3.4 Thai gian xtr 1ST: Tie) da 135 ngay 
3.5 No'i tier) nh4n va tra kik qua: 

NOp trtrc tip Phie'u clang 14 clu tuye'n tai dia di6m tie p nh;an Phieu clang 14 clu 
tuy6n ho4c giri theo duemg him chinh (Khoan 8 DiL 2 Nghi dinh se; 
161/2018/ND-CP) 

3.6 Le phi: 
a)Phi du tuy6n dung vien chirc: 
- DuO.i 100 thi sinh mire thu 500.000 ding/thi sinh/lAn du thi; 
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- Tir 100 an duoi 500 thi sinh mire thu 400.000 d'ong/thi sinlillan du thi; 
- Tir 500 thi sinh tra len mfrc thu 300.000 cfong/thi sinh/lan du.  thi. 
b) Phiic Ichdo bai thi: 150.000 citmg/bai thi 

3.7  Quy trinh xii. 1ST cling vi?c 

TT Trinh tir 
Trach 
nhqm 

Th?ri 
gran 

Bielu mAu/ 
Ket qua 

B1 

Thong bao tuy& dung va tiep nh4n Phitu ding 14 thy tuyen vien chin 

- Thong bao tuyet‘n dung 
- Thu phiau clang kSi du tuy6n 

Ca quan, 
don vi 

30 ngay 

- Thong bao 
kern mau 
phieu clang 

A 4/ du tuen, 
danh mix tai 
lieu on tap. 
- Phieu clang 
ky du.  tuy'L 

- xet duy'e't danh sach ngireci du diL kin 
du tuy6n va. trinh cap có thAm 	quyL phe 
du)* 

BO phan to 
chirc dm ca 
quan, don vi 

7 ngay 

Danh sach 
nguei dudie" u 
kin (kern theo 

phi6u du 
tuy&I) 

Quy6t dinh 
phe du)* 

DS 

- Co.  quan, don vi to en dung vien chirc 
phe duy'e't danh sach ngtroi du di&I ki@.1 
du tuyen . 

Co quan, 
darn vi 

7 ngay 

- Thong bao danh sach ngtrai dil dieu kin 
du tuyen 

Ca quan, 
don vi 

14 ngay 
ThOng bao 

DS theo QD 

B2 

TO chin xet to en  

- Thanh lap Haiclang xet tuyen (20 ngay 
ic'e to ngay thong bao tuyen dung) 

Ca quan, 
don vi 

Quy6t dinh 
thank lap 

HD 
- Thanh lap cac ban gin') vi'e'c (sau khi co 
Quye't dinh thanh lap HD 2 ngdy) 

HOi Tong xet 
tuyen 

Quy6t dinh 
tharth 14p 

- Vong 1: Kiem tra dieu kien, tieu chuan 
dm ngucn du tuyen slang ky tai Phieu 
clang ky du tuyen theo yeu cau vi tri v* 
lam. 

H( 5i cl6ng xet 
tuyen 

05 ngay 

-Phiiu clang 
kY du tuyen 
-DS ngired 
du DK xet 

A tuyen 

- Thong bao 	tri0 tap  thi sinh tham du 
vong 2 (sau ngay ket thuc yang 1) 

15 ngay 
- TB DS 

tri@.itap thi 
sinh V2 

- Vong 2: Phong van ho4c time harsh kifrem 
tra nang hrc, trinh &) chuyen mon, nghi0 
vu dm ngtroi du.  tuye'n. 

10 ngay 
I-16 sa xet 

tuyen 
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- Tong hop k& qua xet tuyen 	- t 3 ngay 
DSKQ 

 
vOng2 

B3 

Xic dinh ngtrei trung tuy& trQng lry xet tuyen vien chIrc 

-Xac dinh ket qua tang 	tnyen vien chuc 
H()1 gong xet 

A tuyen 
5 ngay 

Danh sach ket 
qua tuyen 

dung 

B4 

Thong bao ket qua tuyen dung vier' chfrc 

- Phe duyt ke't qua, 
Co quan, 

den vi 
10 ngay 

QD phe 
du)* kern 
DS nguoi 

A trung tuyen, 
H6 sa theo 
quy dinh 

- Thong bao nguen trung tuyen va ten 
Website, them dinh va hoan thin ho' so. 
dm ngtroi trung tuye'n. 

Ca quan, don 
vi va ngtrad 
trang tuye, 

20 ngay 
la 1 m vi.'c 

B5 

Ky hop dilng va nkan vi0c 

K.3"/.  hop dong lam viie'c (trong died hen 20 
ngay lam vi& tir ngay thong bac, ket qua) 

Nguoi clfmg 
, 

clau don vi sp.  
nghip CL 

Hop d6ng 
lam vi& 
theo mL 

dm BO Nt;)i 
vv 

Nhan vi& (20 ngay to ngaylc9-  HD). 
Nguoi tang 

A tuyen 

B6 Ltru h6 so.  
Ca quan, 

don vi 

Gia• 
hanh 
chink 

Quyet dinh 
trung tuyen 

4 Bieu mall 
Mau Phi6u clang l(ST dir tuy6n kern theo Nghi dinh se) 161/2018/ND-CP. 
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MAU PHIEU BANG KY DV' TUYEN 
(Kern theo Nghi clinh so 161/2018/ND-CP ngay 29 timing 11 nom 2018 ciia Chinh phi) 

CQNG HO A )(A HO CHU NGHIA VIET NAM 
Boc lap - Tv do - Hanh phfic 

••• ••• •••••• ••• ••• •••, ngi;iy 	 thong 	nom 

(Dan anh 
4x6) 
(3) 

PHIEU BANG KY DV TUYEN 

Vi tri dir tuyen(1). 	  

Dan vi dir tuyen(2). 	  

I. THONG TIN CA NHAN 

Ho va ten- 	 Ngay, thong, nom sinh. 	Nam o 

Dan tOc. 	 Ton gido. 	  

St) CMND hoc The can cuac cong clan. 	 Ngay cap: 	 

S6 din thoai di dOng a boo tin- 
Email. 	  

Na o 

Noi ch. 	 

Que quail- 

HO IchAu thuong till. 	  

Ch8 a hien nay (d6 boo tin). 	 

Tinh trang sfrc khoe. 	  , Chi'eu cao.  , Can n4ng.  kg 

Thanh phAn ban than hin nay. 	 

Trinh c/0 van hoa. 	  

Trinh c/0 chuyen mon: 	  Loai hinh dao tao. 	 

II. THONG TIN DAO TAO 

Ngay, pang, 
nom nam cap van 
bang, chiing 
chi 

trir?mg, 
co• sik ciao tao 
cap 

Trinh do 
van bang, 
chfrng chi 

SO hq,u ciia 
van bang, 
chtimg chi 

Chuyen nginh 
no tao (ghi 
theo bang di6)  

isleinhHinh - 
ciao 
to 

, thin 
ciao tao 

Xtp loaf  
bang,,  	i  
cluing chi  

_ .. 
III. MIEN THI NGOAI NGfi, TIN HQC 

(Thi sinh thuOc din mien thi ngoai ngir, tin hoc can ghi rei 1ST do mien thi muc nay) 

Mi8n thi ngoai ngfr do: 	  

Mign thi tin hoc do: 	  

IV. BANG Ki? D' THI MON NGOINI NGff 
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(Thi sinh Iva chon va ghi ro gang ky thi mot tong nam thin ti6ng: Anh, Phap, Nga, Trung Qu6c, 
holac ngoai ngU khac theo yeu cau cua vi tri dg tuyen. Thi sinh ducyc mien thi mon ngoai 

ngu khong phai Tien thong tin a muc nay). 

bang ky dux thi ngoai ngtr. 	  

V. DOI TONG UV TIEN (n6u co) 

Toi,xin cam doan nhang,16.i khai teen 	toi là dung sv that. Sau khi nhan,duac thong bao trung 
tuyen toi se' hoan thin ho so.  theo quy dinh. Neu sai sir that till ket qua tuyen dung dm toi se,bi 
ca quan co tham quyen tuyen dung tiny 136, toi se chili trach nhina tuft phap luat va cam ket 
khong da.'ng IcY tham gia kST tuyen dung Ice tie p tai ca quan tuyen dung./. 

VIET PHIEU 
(Kg ghi r5 ho ten) 

Ghi 

(1) Ghi dung vi tri viec lam Tang ky der tuy6n; 

(2) Ghi dung ten ca quan, to chirc, dan vi có chi tieu tuy6n dung; 

(3) Nguoi vik phi6u tich clAu X vao o tuang img o Nam, Nil. 
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7. Quy trinh xet tuyeln dlac each vien chtic (QT-07) 

1 Muc dich: Quy dinh v'' trinh ttr va each thirc thiic hi:en thin tvc xet to en dac cach 
vien chirc thuOc thanh ph6 Ha NOi. 

2 Pharr vi: Cac to chirc, ca nhan lien quan an thin tijc xet to en dac cach vien chfic 
thu0o thanhph6 Ha NOi. 

3 NOi dung quy trinh 
3.1 Ca so.  phap 15r 

1. Luat Vien chirc so"' 58/2010/QH12 ngay 15/11/2010 dm Qu6c., 
2. Nghi dinh so 29/2012/ND-CP ngay 12/4/2012 dm Chinhphii v'e to en dpng, sir 
dung va. quan VT vien chfrc., 
3. Nghi dinh. s6 161/2018/ND-CP ngay 29/11/2018 sira d6i, bl) sung mOt s6 quy 
dinh ve tuy'L dung cong chirc, vien chfrc, nang ngach cong chirc, thang hang vien 
chirc va thIrc hin the del h9p d6ng mot s6 loai cong vi& trong coquan hanh 
chinh nha nuetc, dcm vi six nghi0 cong lip, 
4. Thong tir s6 15/2012/TT-BNV ngay 25/12/2012 dm BO truOng BO NOi vu 
huang da.n NT'' tuy6n dung, 14 ke't hop d6ng lam vii& va den ba chip hi dao tao b6i 
during do'i vai vien chirc; 
5. Thong to s6 228/2016/TT-BTC ngay 11/11/2016 dm BO tnrang Elt) Tai chinh 
quy dinh mirc thu, ch6 do thu, neop, quan 1)",  va sir dung phi to en dung, dg thi 
nang ngach, thang hang cong chirc, vien chirc; 
6. Quye't dinh s6 14/2017/QD-UBND ngay 13/4/2017 dm UBND thanhph6 Ha 
NOi v'e vi& ban hanh quy dinh ve phan cap quan IST to chirc b0 may, can 13.0, cong 
chirc, lao dOng hap d6ng trong cac don vi sir nghi0 cong 14 thuOc thanhph6 Ha 
NOi.  

3.2 ThanhphAn ho so': Ban 
chinh 

Ban 
sao 

1. Don clang 14 du to en vien chirc theo mau s6 01 ban hanh 
kern theo Thong to so' 15/2012/TT-BNV; 

x 

2. Ban so y6u 15,  lich Ar thu'Ot theo Ink co xac nhan dm co.  
quan có thAm quy'en trong thOi han 06 thang, tinh an ngay 
nap h6 sor dlx tuy6n, 

x 

3. Ban sao cac van bang chin 	chi va Ice't qua h9c top theo yeu 
cau dm vi tri. du to en duck co. quan co thArn quyan chin th-krc. 
Twang he ip co Van b'ing do co so. dao tao nu& ngoai cap phai 

, duo.c cong chfrng dich thuat sang ti6ng V*; 

x 

4. GiA.y chimg nhan sfrc khoe con gia tri sir dung do cor quan y 
t6 du dieu kin duryc khan' sire khoe chimg nhan theo quy dinh 
tai Thong to so 13/2007/TT- BYT ngay 21/11/2007 oh BO Y 
te' ve v* huang clan kham sfrc khoe;  

x 

5. Ban to nhan xet, dank is dm ngtroi duo.c a nghi xet to en 
dac cach ve phAm chit chinh tri, dao dim, trinh dO va nang ltrc 

x 
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chuyen mon, ngh4 vu, qua trinh cong tac va cac hinh thfrc 
khen thlrong (n6u co); ban nhan xet va xac nh'0.n dm nguoi 
climg cfau ca quan, t67,' chirc, dan vi nth ngtrad dO cong tac citSi 
voi truong hop tip nhan theoquy dinh tai Diem a Khoan 1 
DiL 14 Nghi dinh stY29/2012/ND-CP . 

3.3 se; prong hill so': 01 bOingu.o.i. 
3.4 Th?ri gian xii 1ST: To'i da 65 ngay  
3.5 Noi ti6p 	nhan va tra k6t qua: 

NOT tru.c tip ho so du tuy6n tai ca quan, don vi có thAm quy&'n to en dung. 
5.6 14' phi: Khong 
3.7 Quy trinh xir 157 cong viec  

TT Trinh to Trach nhi@n 
Thai 
gian 

Bi6u mau/ 
Ket qua 

Bl 

Truilmg hop xem xet tip nkan vao vienchfrc 

- Tip nhan ho sa (31aninam). 
Cu quan, 

dan vi 
7 ngay 

Ho so. theo 
quy dinh 

Can cir diet' k*1 clang V du tuyen wen 
chirc theo yeti au dm vi tri v* lam can 
tuyen dung, ng-troi dung dau ca quan, don 

có tham quyen tuyen dung vien chfrc 
cluvc xem xet tip nhOn vao vien chirc d6i 
vai cac truong hop: 

kern theo ho  

Ca quan, 
dam vi &roc 

phan cap 

tharn quyL 
tuyen dung 

Danh sach 

sa xet tuyen 

- Xet duye't danh sach nguOi du diet' kin 
du tuy6n va trinh cap co thAm quyen pile 
du)* 

BO phan to 
chirc dm co.  
quan, don vi 

7 ngay 
Danh sach 
(kern 116 so 
du tuy6n) 

- Ca quan, don vi tuyen dung vier' chirc
phe du)* danh sach nguai dudieu kin 
du tuyen 

Co  quan, 
don vi 

7 ngay 
Quyet dinh 
phe du)* 

DS 
- Thong bao danh sach ngtred du di'du 
kin du.  tuyen, thai gian, dia di6m kiem 
tra, sat hach. 

Co quan , 
don vi 

14 ngay 
Thong bao 

DS theo QD 

B2 

Thanh lb H(li dtmg sat hach 

- Thanh lap HOi long ki6m tra, sat hach 
(co the thanh lap theo nam) 

Co. quan, 
don vi 

4 
 

Quye't dinh 
thanh l

;, 

HD 
- Ki6m tra vel  cac diZ'u k*i, tieu chdn, 
van bang, chimg chi cilia ngtrei dtrac a 
nghi tip nhan theo yeti cau dia vi tri 
vi& lam can tuyen. 

TriOi dong 
kiem tra, sat 

hach 
5 ngay Danh sach 
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NT 	 t chung ya - Sat hach 	' trinh dO hi6u 	bie' 
nang lvc chuyen mon, nghi0 vu dm 
ngtreYi dugc a nghi tip nhan. Hinh thirc 
va. not dung sat hach do I-10i gong ki6m 
tra, sat hach can cir vao yeu cau dm vi tri 
vi& lam can tuyen, bao cao ngithi dung 
cfau co. quan, dam vi co thAm quy'en tuy6n 
dung vien chuc xem xet, quy6t dinh 
truac khi to cink sat hach; 

Quyet' dinh 
phe du)* 
Thong bao 

I-16 so' 
KTSH 

Danh sach 

- T6ng hop 1c6t qua kiim tra, sat hach, 
xac dinhic6t qua kiim tra, sat hach 

2 ngay 
Danh sach lc& 

qua KTSH 
- Bao cao Sey NOi vu trinh UBND Thanh 
phe phe du)* ket qua 

Co. quan, 
don vi_ 

2 ngay 
Bao cao Ice't 

qua xet tuyen 

- Trinh UBND Thanh pith phe duyet ket 
qua. xet tuyeAn 

Giam cloc So,  
NOi vu 

3 ngay 

, 

Ti trinh, chi 
thao Quyet 

dinh phe duyt 

' - UBND Thanh pith phe du)* ket qua 
xet tuyeAn 

. Lanh ciao 
UBND 

Thanh pho 
7 ngay 

Quyet dinh 
phe duyt 

B3 

ICST ket hop dOng lam viec 

, 
- TO chirckyiket hop (long lam vi& 

Ngtred dimg 
Mu don vi six 

nghi0 CL 
10 ngay 

Hop cfong lam 
vi& theo mau 
dm BO NOi vu 

6 Bileu mau 
Mau Don clang 14 dix to en vien chirc theo mau so 01 ban -hanh kern theo Thong 
to s6 15/2012/TT-BNV 



Mau so 1 

LONG Hem XA HO CHU NGHIA VIET NAM 
DOc lap - Tv do - Hanh phtic 

, ngay thong nam 20 

DON BANG KY TUYEN VIEN CH-ft 

(Ban hanh kern theo Thong tic se) 15/2012/TT-BNV ngay 25 tiding 12 nam 2012 cita BO ATOi 
vu) 

Ho va ten: 	 Nam, Nil: 

Ngdy sinh: 

Que quan: 

HO khAu thuong 

Ch8 e hi@-1 nay: 

Dien thoai lien lac: 

Dan tOc: 

Trinh dO va chuyen nganh dao tao: 

Den Wong tru tier). (n6u c6): (1) 

Sou khi nghien dru dieu kin clang 14-  chr tuy6n vien chirc 
cua 	 (2), toi thAy có 	di'L kin de' tham du.  kS7thi to en 
(ho4c xet tuy6n) vien chirc a vi tri   (3). Vi vjy, Vol lam don 
nay clang if dkx tuyen vien chirc theo thong boo cua quy ca quan, don vi. 

1\16u trungtuy6n toi se ch6p hanh cac quy dinh cua Nha nuerc va cua ca quan, don vi co thArn 
quyen tuyen dung. 

TOi gin kern theo don nay h6 sa tuy6n, Om: 

1. Ban so.  y6u 1ST lich tax thu:at; 

2. Ban chup cac van bang, cht:rng chi va k6t qua hoc tap, g6m. 	 (4) 

3. GiAy chirng nhlan si:rc khoe; 

4. 02 phong bi (ghi ft') dia chi lien lac), 02 anh c(3.  4 x 6. 

Toi cam doan 116 sa dux tuy6n cua toi là dung sir that. 1\16u sai six that, kik qua tuy6n dung dm 
toi hity bo va toi chiu trach nhiem truo.c phap 

Kinh clan 
(KST va ghi rO ho ten) 

Ghi 

(1) Ghi rO doi tugng filen theo quy dinh; 

(2) Ghi dung ten don vi nghi:0 có thong boo tuy6n clung vien chile; 

(3) Ghi clang vi tri vie;c lam can tuy6n cua dan vi sir nghie.p tuy6n dung; 

(4) Ghi ro ten dm cac ban chup, duo.c co quan co thAm quy&1 chung thvc, giri kern don clang 
ky du tuy6n. 
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8. Quy trinh thing hang auk danh nghe nghqp viers chile (QT-08) 

1 Muc Bich 
Quy dinh NT` trinh ttr va cach thirc thuc hin TTHC than 	hang chirc danh ngh.6 
nghi0 viers chirc tuang duang chuyen viers chinh troy xuo'ng 

2 Ph#m vi 
Ap dicing cho cac cong chirc lam vie tai BO phan tie p nhan h6 so va tra ket qua, 
Phony; Cong chirc, viers chic, SO.  NOi vu va cac ca nhan, to chirc lienquan. 

3 NOi dung quy trinh 
3.1 Co.  sir phap 1s,  

- Luat Vien chic so 58/2010/QH12 ngay 15/11/2010 dm Qu6c., 
- Nghi dinh so 29/2012/ND-CP ngay 12/4/2012 dm Chinh phil N4' to en dvng, 
sir dung va. quan VT vien chirc; 
- Nghi dinh so 161/2018/ND-CP ngay 29/11/2018 siia d6i, b6 sung meot so quy 
dinh N/. ' tuy6n dung cong chirc, vien chirc, nang ngach cong chirc, thing 114ng 
vien chirc va thgc hin the do hap  d6ng mot s6 loai cong vic trong ca quan 
hanh chinh nha nuo.c, clan vi sir nghi0 cong lap; 
- Thong to s6 12/2012/TT-BNV ngay 18/12/2012 dm BO Nii vuguy dinh NT# 
chirc danh nghe nghi0 va thay d6i chirc danh nghe nghieT do`i vii vien chirc; 
- Thong to so 03/2019/TT-BNV ngay 14/5/2019 sira d6i, b6 sung mot so guy 
dinh NT' tuy6n dung cong chirc, vien chirc, nfing np.ch ding chic, than 	hang 
chirc danh nghe nghi0 vien chirc va thi c hi.en the do h9.p d6ng mat s6 loai cong 
vi& trong co quan hanh chinh nha mac, don vi str nghi0 cong lap; 
- Thong to so' 228/2016/TT-BTC ngay 11/11/2016 dm BO tnrong BO Tai chinh 
quy dinh mix thu, ch6 c10 thu, n0p, quan 1Y va va. sir dung phi to en dung, du.  thi 
nang ngach, thing hang cong chirc, vien chirc. 

3.2 ThanhphAn ho soi Ban 
chinh _ 

Ban sao 

3.2.1 Van ban Oa co quan, don vi bao cao co cAu, nhu cAu, 
chi tieu thing hang; dr vial chirc du di'eu kin thi thing 
hang 

3.2.2 H6 so ca nhan dm m8i vien chirc (Vi& nOp, luu frit, 
quanly/ h6 so,  theo Thong bao dm So,  NOi vu.) 
- Dan clang 14 du thi hoc xet thing hang chirc danh 
ngll'&` nghiO, 

x 

- Ban so. y6u 13'T lich dm vien chirc theo Mau s6 2 ban 
hanh kern theo Thong tu.  so 12/2012/TT-BNVngay 
18/12/2012 cita BO NOi vv, co xac nhan dm co quan 
sir dung hoc quan IST vial chic; 

x 

- Ban nhan xet, danh is dm nguei dimg cia.‘u co quan 
sir dung vien chirc khong giir chirc vu quan 1Si hoc 
cila ngtrei dung d'Au cot quan, to chic có thAmquy'dn 

x 
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bo nhi'm vien chirc quan 1S7; •,,,..,_.,.._ 	, 
- Van bang, chi mg chi theo yeu cau dm chirc danh 
ngh6 nghi0 clang 14 du thi hoac xet dtrac co.  quan co 
thAm quy&n chimg thuc; 

x 

- Cac yeu eau khacitheo quy dinh v'' tieu chan dm 
hang chirc danh ngh'e nghi0 ma vien chirc du thi 
hoc xet thang hang. 

x 

3.3 S6 luvng hi) so.  
01 (met) b() 

3.4 TWA gian xir 157 
Theo quy dinh tai Quy6t dinh se) 546/QD-BNV ngdy 12/7/2019 dm BO Ni vu 

3.5 No'i tiep nh4n Ara tra ktt qua 
1\14 ht) so. tn,rc tie 	tai BC) phan Tie 	nh6n 116 soy va. tra lc& qua — Si NOi • vu 
thanhpht) Ha MO; dia chi: so 18B Le Thanh Tong - Hoan Kim - Ha. Ni. 

3.6 Lie' phi 
ThAng hang chirc danh nghe nghi4 vien chirc hang II, hang III: 
- Duai 100 thi sink: 700.000 dong/thi sinh/ran 
- Tix 100 den clued. 500 thi sinh: 600.000 c16'ng/thi sinh/lAn 
- Tix 500 troy len: 500.000 d'ong/thi sinh/lAn c) Pink khdo 150.000 citmg/bai thi 

3.7 Quy trinh xir 1ST cong AO 
TT Trinh ttr Trach 

nhqm 
Thud 
gian 

BieAu mau/ 
Ke't qua 

Bl. Xfiy cityng I:0' an thang hang cink 
danh nght nghqp vien chic 88 ngay 

De an 

- Thong bao to chirc thang hang chirc 
danh ngli'd nghi0 vien chirc, d6i Wong, 
diu kin, tieu chuan, ho so.  clang k s i thang 
hang  

Ser1\16i vu Cong  van 

• - Chuan bi day du ho so.  theo quy dinh. 
- N0p1-16 so.  tai 1340 ph:an MIOt cira. 

To chuc, 
ca nhan 

Toi da 30 
ngay 
(theo 

Thong 
bao dm 
SO.  MO 

v1:1) 

Theo muc 
3.2 

- Tiep nhan ho so 
-1(3'T giao va nhan Ho so. 

BO phan 
MCA dm 

So. NO vt.1 
va To 
chuc 

Giayr 	tiep' 
nhan ho so.  
va hen tra 

ket qua 

Chuye'n ht) so cho phong chuyen mon 
(1/2 ngay) 

BO phan 
MOt dm 

Phieu kiem 
soat qua 
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. Phong 
Cong 
chirc, 
vien chirc 

trinh giai 
quyat 116 sa 

Lanh dao phong chuyen ho so cho cong 
chirc giai quy6th6 sa (1/2 ngay) 

Lanh dao 
Phong 
Cong 
chirc, 

vien chuc 

Phie"u kiem 
soat qua 
trinh giai 

guy& lit) sa 

Giai quy6th6 sa: 
- Truoing 119116 sa chua du dieu kin giai 
quy6t: Cong chirc bac, cao lAnh dao phong 
tra lai HS kern theo thong bao bang van 
ban (lanh dao So,  V) \fa neu ro 13"/ do, nOi 
dung can bo sung 
- Tnraing hcfp ho sa khong du diet' kin 
giai quyet: Cong chirc bap cao lanh dao 
phong tra lai ho sa, thong bao bang van 
ban (lanh dao Si lcSr) trong do neu 1Z 1.3,  
do 
- Truang hop 116 so day dil: Bao cao Lanh 
dao Phong ke't qua thub'T h6 sa 

Cong 
chirc 

phong 
Cong 

chirc vien 
chirc 

10 ngay 
Thong bao 

Ti6n hanh )(ay dung f30' an to chirc thang 
hang chirc danh nghe nghi10 doi voi vien 
chirc (Khoan 2 Di.&1 2 Thong to _ so 
03/2019/TT-BNV): To.  trinh W an, Du 
thao Van ban UBND Thanh ph6 xin 3",  
kin th6ng nhAt dm BO Ni vu doi vOi 
thang hang twang duang chuyen vier' 
chinh 

Phong 
Cong 
chirc, 

vien chirc 

20 ngay 
Dix thao: De 

an 
To' trinh 

Cong van 

Trinh UBND Thanh ph6 ban hanh De an 
thang hang tuang duang chuyen vier', 
chuyen vien chinh 

Lanh dao 
So.  NOi 

vu 

03 ngay Tor trinh 

UBND Thanh ph6 ban hanh: D6' an, Van 
ban xin 5/ kin th6ng nhAt dm BO NOi vu 
v&' De an thang hang tuang &rang 
chuyen vien chinh 

Lanh dao 
UBND 
Thanh 

ph6 

10 ngdy D6' an, 
Cong van 

BO NOi vu ban hanh van ban th6ng nhAt 
De an thang hang tucmg duang chuyen 
vier' chinh  

BO NOi 
vu 

Mx kin 
15 ngay 

Cong van 

B2 T6 chirc  kY thi hoc xet thang hang 
chfre danh ngh'i nghqp (Khoan 3 Dieu 

UBND 
Thanh 

To chirc thi 
hoac xet 
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2 Thong tu.  s6 03/2019/TT-$NV): cong , 	• 	- 
ta,c to chirc trien khai 14 thi trong 40 
ngdy sau khi có 57kie'n cila BO NOi vu 

ph& Si 
Ni vu, 
Phong 
CCVC 

40 ngdy 

than hang 

B3 Thanh 1;ap HO ding thi ho0c xet thang 
hang chfic danh ngh't nghqp (Khoan 4 
Di'eu 2 Thong tut s6 03/2019/TT-BNV): 
Cham nhAt 10 ngdy tir ngay UBND 
Thanh ph/6 ban hanh 134' an, BO NOi vu 
thtmg nhdt De an thang hang Wang 
tuung chuyen vien chinh. 
HOi cl6ng thang hang thgc hi0 nhirn vu 
quy&'n Ilan to chuc thang hang theo quy 
dinh dm phap luat 

UBND 
Thanh 
phi 

Quy6t dinh 

B4 Mc dinh nguiri thing tuy& trong 14 
thi hoac xet thang hang chfic danh 
ngh'e nghqp (Khoan 5 Dieu 2 Thong to 
s6 03/2019/TT-BNV): 
(D6 xac dinh ngtreyi trimg tuy6n, can thg c 
hi@-1 cac quy trinh to chirc thi ho;dc xet 
thang hang chirc danh ngli.e nghi0 theo 
quy dinh, htrong clan dm BO NOi vu \fa 
cac be• quan 13'T chuyen nganh: Lam 
phach, chAm thi, tong hop di&n, thong 
bao k& qua thi; pinIc khao thi thang 
hang; r6ng hop ket qua thi, xet thang 
hang, trinh cap co thAm quyen phe du)* 
ket qua; Thong No ket qua thang hang) 

HOi dog 
thang 
hang 
chirc 
danh 
nghe 

nghi0 

Tt)i da 
khong 
qua 80 

ngay ke' 
tir ngay t6 
chirc thi 
hoac xet 

thang 
hang 

. 

I-16 so., danh 
sach, ket 
qua thang 

hang; Quye't 
dinh phe 
du)* k6t 

qua; Thong 
bac) ket qua 
thang hang 

B5 B6 nhiem \TA xtp 	'twang auk danh 
ngh'i nghqp cliii voi vien chirc trting 
tuyen 1(5T thi ho4c xet thang hang chirc 
danh nght nghi0 (Khoan 6 Di6'u 2 
Thong tu.  so 03/2019/TT-BNV): 15 ngay 
Ic6 tir ngay co Quye't dinh phe duy'e't ket 
qua, IcS7thi dm cap co tham quy&i. 

Chu tich 
UBND 
Thanh 

ph6,Giam 
cliSc So.  
NOi vu, 
Phong 
CC,VC  

15 ngay Quye't dinh 
b6 nhirn va. 
xep prong 
chirc danh 

nghe nghi0 

B6 MT giao va. ni-f4n tra ke't qua Phi6u kika 
soat. 

Phong 
Cong 
chirc, 

vien chirc 
va BO 

phan1\40-t 
dm 

1/2 ngay PhiL ki6m 
soat qua 
trinh gidi 

quy6th6 so 
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B7 Lim he) so.. 
.- 

Th?c hin 
theo quy 
dinh dm 
phap luat 
va phan 

cong cita 
UBND 
Thanh 

ph6 

Gies hanh 
chinh 

Quyet dinh 

4. Bieu mau 
Mau So y6u13'T lich vier' chirc ban hanh kern theo Thong 
ngay 18/12/2012 dm BO truang BO NOi vu (Mau so 02) 

tu s6 12/2012/TT-BNV 
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Mau so 2 

Mazc SYLLVC ban hanh kern theo Thong tu. so 12/2012/TT-BIVV ngay 18/12/2012 ciia BO N'Oi 
V Z1 

    

Ca quan, don vi c6 thAm quy&I quan ly vier' 
chirc 	 

Co.  quan, don vi stir dung vier' chirc 

s6 hien vien chic: 

   

      

Anh mau 
(4 x 6 
cm) 

SCi YEU 111"( LICH VIEN CH1fC 

1) Ho va ten khai sinh (vik chir in hoa): 

2) Ten goi khac. 	  

3) Sinh ngay. 	thong 	nam 	tinh (nam, na).  

4. Nai sinh: Xa. 	 , Huyn 	., Tinh 

5) Que quan: Xa 	, Huyie'n 	., Tinh 	  

6) Dan teoc. 	  ., 7) Ton gido. 	  

8) Nai clang 1c3'T h0 khAu thuang 

(Se) nha, &rang ph6, thanh ph6; xam, then, xd, huyen, tinh) 

9) Nai hi10 nay: 	  

(Se) nha, &rang ph6, thanh ph6; xom, them, xd, huye'n, tinh) 

10) Ngh6 	khi clucyc tuy6n dung. 	  

11) Ngay tuy6n dung. 	/ / 	, Co quan tuy6n dung- 

12) Chirc vu (chirc danh) hien tai: 	  

chinh quy'n ho4c Dang, down th6, ke ca chirc vu kiern nh*Ti) 

13) Cong viec chinh cluo.c giao: 	  

14) Chirc danh nglfe nghi'0 vien chf.rc. 	  Ma. s& 	  

B4c luang. 	, He s#6. 	, Ngay huong: ...../. ..... / ...... , Phu cap chirc vu:... Phu cap 
khac: 

15.1- Trinh dO giao due ph6 thong (da tot nghip lop mAy/thuOc h" nao). 	  

15.2- Trinh do chuyen mon cao nhAt. 	  

(TSKH, TS, Ths, cunhan, ksfr 	cao clang, trung cap, so.  clap; chuyen nganh) 

15.3- 14 lu;dn chinh tri. 	 ....15.4-   Quail.' ly nha nuot. 	  

(Cao cap, trung cap, so cap va tuang dm:mg) (Chuyen vien cao cap, chuyen vien chinh, 
chuyen vien, can six, 	) 

15.5- 1315i dung theo tieu chuAn chirc danh nghe nghi4 
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15.6- Ngoai ngir-   	.15.7- Tin hoc- 

(Ten ngoai ngil + Trinh c10 A, B, C, D,... ) 	(Trinh c10 A, B, C,...) 

16) Ngay \Tao Dang COng san V* Nam- 	/ / 	, Ngay chinh thirc- 	.1...../ 	 

17) Ngay tham gia to chuc chinh tri-xa hOi- 

(Ngay tham gia to chuc: Doan, HOi,.... va lam vi& gi trong to chirc do) 

18) Ngay nhap ngii- 	/ 	 / 	., Ngay xuAt net- 	/ / , Quan ham cao nhAt- 

19) Danh hien duoic phong tang cao nhAt: 	  

(Anh hung lao dOng, anh hung hie lugng via trang; nha gido, thay thu6c, nghe si nhan dan va 
uu PI) 

20) Sa truong cong tac- 

21) Khen thuong-  	22) KST1u4t- 

(Hinh thirc cao nhAt, nam nao) 
nhAt, nam nao) 

23) Tinh tang sire ichoe- 	 , Chi'u caw , Can Ong- 	kg, Nhom mau: 

24) LA thuong binh hang:..../....., LA con gia dinh chinh sach- 

(Con thucmg binh, con li.'t si, nguoi nhigm eh& cli5c da cam Dioxin) 

25) S6 chdng minh nhan dan: 	Ngay cap:...../...../..... 26) S6 s6 
BHXH: 	  

27) DAO TAO, BOI DUONG VE CHUYEN MON, NGHIEP VIJ, L LUAN CHINH TRI, 
NGOAI NGO', TIN HOC 

Ten tnxong Chuyen nganh ciao 
tao, 13,6i during 

Tit 
thang, 
Wain-
136n 

thang, 
nam 

Hinh thfrc 
ciao tao 

Van bang, chung 
chi, trinh c10 gi 

	 . ...... 

.../... 
. . 

	  . . .../...- 

.../... 

	 •• 

Ghi chic: Hinh thirc ciao tao: Chinh qui, tai chili; chuyen tu, b6i during.../ Van bang: TSKH, 
TS, Ths, Cu nhan, Ky su 	 

28) TOM TAT QUA TRINH CONG TAC 

Tex thang, 
Warn d6n thang, 
nam 

Chirc danh, chile vu, don vi cong tac (clang, chinh quyet n, clown th6, to , 	• 
chile xa. h0i), ke ca thei gian clugc ciao tao, boi du.O.ng y6' chuyen 

mon, nghip vu, ... 

	  . •• 

(v'e clang, chinh quy&i, down the hinh thirc cao 
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,' 	 29) DIEN BIEN QUA TRINH LONG CUA VIEN CHfrn 

Thang/ndm 

Ma. CDNN/b4c 

He s6 luang 

30) NHAN XET, DANH GIA CUA Ca QUAN, DON VI QUAN IS( 1104.0 Sfr DUNG 
VIEN CHtt 

NguiYi. khai 	 ........., Ngay....thang......nam 20 ... ... 
Toi xin cam doan nhang lei khai ten day 	Thii truii.ng co. quan, dom. vi  quan 1ST 

là dung sir that 
	

hoac sir dung vien chirc 
(Kf, ten, ghi r5 ho ten) 
	

(ici ten, gong cau) 
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II. LINH VVC TO ClitrC HANH CHINH, DON VI Sir NGHIEP. 
1. Quy trinh thAm chinh vi c thanh lap dun vi sir nghiep cons lap T-09 

1 Mtn Bich: 
Quy dinh -s/' trinh to va cach thirc thgc hi.41 TTHC thAm dinh vi& thanh lap 
mai dan vi su nghi0 cong 14p tren dia ban thanh ph6 Ha NOi. 

2 Pham vi 
Ap dung d6i vai cac ca quan, to chile co nhu cAu thanh lap mai don vi su.  
nghi0 cong lap. Cong chirc lam vi& tai b() phan tip nh6n 116 so., tra Ice't qua 
giai quyet thit tuc hanh chinh; Phong T6 chfrc, Nen the thui)c So.  NOi vu va cac 
ca nhan, to chirc lien quan. 

3 NOi dung quy trinh 
3.1 Ca so.  phap 1ST 

- Nghi dinh so 41/2012/ND-CP ngay 08/5/2012 dm Chinh phii quy dinh v'' vi 
tri vi& lam trong don vi su nghi0 ding lap; 
- Nghi dinh so 55/2012/ND-CP ngay 28/6/2012 dm Chinh .NT phil 	' vi& thanh 
lap, to chirc lai, giai th6 dan vi su nghi0 cong lap; 
- ThOng to s6 14/2012/TT- BNV ngay 18/12/2012 dm BO NOi vu huang an 
thgc hien Nghi dinh s6 41/2012/ND-CP ngay 08/5/2012 dm Chinh phii; 	' 
- Van ban huang clan dia. cac BO chuyen nganh. 

3.2 Thanh phan ho so' 
Ban 

chinh 
Ban sao 

1. De an NT" thanh 14'p don vi su nghi0 cong lap; x 
2. Van ban a nghi, to trinh thanh lap don vi sir 
nghi0 cong lap, du did() quy6t dinh thanh 14 dan vi 
str nghi0 cong lap, du thdo quy the to chirc va hog 
dicing dm dan vi su nghi0 cong lap va cac tai HO 
khac co lien quan (giAy to da't dai, kinh phi, ngutm 
nhan lu.c);  

x 

3. *\"7  kin bang van ban dia cac ca quan co lien quan 
v&' vi& thanh lap dan vi su nghi0 cong lap; 

x 

4. Bao cao giai trinh vi& tip thu 51 ki6n dm cac ca 
quan co lien quan. 

x 

3.3 So luvng ho so' 
01 (m0t) b0 

3.4 Thai gian xii 15T 
15 (muoi lam) ngay lam vi& keh  tir kW nhan 116 so.  hop l'. 

3.5 Noi tiip nkan va tra ketqua 
- Cach 1: Ni5p h6 sa tru.c tip tai BO phan Tip nhan 116 sa hanh chinh — So.  NOi 
vu Ha Noi; dia chi: s6 18B Le Thanh Tong, P. Phan Chu Trinh, Q. Hohn Kie'm, 
Ha NOi. 
- Cach 2: Qua he th6ng buu chinh: Noi tip nhan ci6i vai cac 116 sa giri qua bull 
chinh: So.  NOi vu Ha NOi; dia chi: s6 18B Le Thanh Tong, P. Phan Chu Trinh, 
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Q. Hoan Ki6m, Ha NC)i. 
- Cach 3: No 	116 so.  tryc tu3.6i-i: tai dng dich vu con 	truc to en thank 	ho Ha 
N(')i (dichvucong.hanoi.gov.vn)  

3.6 Lie' phi 
Chua quy dinh 	s 

3.7 Quy trinh /dr 157 cling AO 

TT Trinh tkr 
Trach 
nhqm 

Thin 
gran 

Bieu mau/ 
Ket qua 

B1 
- Chun bi d'ay du ho sa theo quy dinh. 
- N'Op ho so.. 

To chirc, 
ca nhan 

Gio.  hanh 
chinh 

Theo nwc 
3.2 

B2 
- Ti6p nhan ho sa 
- KS/ giao nhan Ho so., ghi giay tiep nhan, 
hen ngay. 

BO p1-14'n 
MCA dm — 
So.  NOi vu 

Gib. hanh 
chink 

GiAy tie p 
nhan ho sa 
va hen tra 

1c6t qua 

B3 

- 

Chuy6n ho sa cho phong chuyen mon 
Throng 
be. pNn 
MOt dm 

1 ngay 
ai 

 

Phi6u ki6rn 
sok qua 
trinh giai 

quyet ho so.  

B4 
Lanh ciao phong chuyen ho sa cho chuyen 
vien thul.ST 11C) so 

Lanh dap 
P. TCBC 

12 ngdy 

Phi6u ki6m 
sok 	qua 
trinh 	giai 
quye't Wo so.  

B5 

Giai quy6t ho so: 
- Twang hop ho sa chua du di&I kin giai 
quy6t: du thao van ban thong bac) 136 sung 
ht) so (lanh dap So.  14); neu ro'fi VT do, not 
dung can bo sung. 
- Truong hop lib sa khong du diL kin 
giai quyet: clix did() van ban thong bac, tra 
lai lit) sa (lanh ciao Se). 14), neu rti 1ST do. 
- Truaing hop 116 sa clAy dil: sop To.  
trinh va du.  thao Quye't dinh trinh UBND 
Thanh pile) guy& dinh. 

Chuyen 
vien giai 

quyet 

Phi6u yeu 
cAsu b6 

sung, hoan 
thin 116 sa; 

Phi6u tix 
choi tiep 
nhan giai 
quy& 116 

sa; 
Phi6u kiem 

soat qua 
trinh giai 

guy& ht) sa 

B6 

Kim trahZ5 sa: 
- Neu Bong ST: 14 nhay van ban, trinh 
Lanh dap Ser. 
- 1\16u khong gong y: Chuy6n lai B5. 

Lanh d4o 
Phong 
TCBC 

1/2 ngay 

1-16 so kern 
theo du 
than van 

ban 

B7 
Phe duy't not dung van ban: 
- Neu (fang ST: KS/ du)* van ban; 
- Neu khong d6ng ST: Chuy6n lai B6. 

Lanh dao 
SO.  

01 ngay 
Van ban 

tharn dinh 
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B8 Phat hanh van ban, hoan thi.'n ho so.. 

Chuyen 
vier' giai 

A quyet, 
Van thu 

1/4 ngay 
Phieu kiem 

sok qua 
trinh giai 

guy& lib so.  

B9 
Giri 1-16 sa trinh lanh ciao UBND Thanh 
pho phe duyit 

Van thu 
Soy Nt5i vu 

1/4 ngay 
Phi61.1 kiem 

soat qua 
trinhgiai 

quy6t lib so.  

B10 

Tho'ng ke va theo clOi 
Chuyen vier' So.  NC)i vu co trach rihim 

, 
tilting ke cac TTHC th?c hin tai dan vi 
vao Si') thong ke k et qua thvc hin TTHC 

Chuyen 
vien BO 

pNn mot 
dm 

Gies hanh 
chInh 

Phi6u ki6m 
sok qua 
trinh giai 
quyet 116 

so; S6 theo 
clOi lib sa 

4. Bieu mAu 
GiAy tie p nh'On lit) sa va hen tra k& qua; Phi 6u yeu cAu b6 sung, hoan thin  ho 
sa; Phi6u tir chi tie p nhan giai guy& h.(;)' so; Phi6u xin liii va hen lai ngay tra 
ke't qua; Phiiu ki.6'm sok qua trinh giai quy6t ht) sa; S6 theo clOi 11.6 sa. (Can cir 
theo ca ch6 mot dm, mot dm lien thong duck ban hanh kern theo Thong to s6 
	 01/2018/TT-VPCP ngay 23/11/2018) 



2. Quy trinh thim dinh viec to chirc lai don vi sir nghib cong 14p (QT-10) 

1 Muc dich 
Quy dinh ..‘' trinh tic va cach thirc thirc hien TTHC thAm dinh vi& to chirc lai 
don vi sir nghi0 cong 14 ten dia ban thanh pith' Ha NOi. 

2 

_ 

Phan' vi 
Ap dung d6i viii cac coquan, to chirc có nhu au to chfrc lai don vi sirnghi0 
cong lap. Cong chirc lam vi& tai be, phan tie p nhan 116 so., tra ke't qua giai quyet 
thin ttic hanh chinh; Phong T6 chirc, Nen the thuOc So.  NOi vu va cac ca. nhan, 
to chirc lien quan. 

3  NOi dung quy trinh 
3.1 Co so.  phap 1S7 

- Nghi dinh s6 41/2012/ND-CP ngay 08/5/2012 dm Chinh phil quy dinh NT' vi 
tri vi& lam trong clan vi sir nghi'e'p cong lip; 
- Nghi dinh s6 55/2012/ND-CP ngay 28/6/2012 dm Chinh phil v'' vi& thanh 
lap, to chirc lai, giai th6 don vi six nghi0 cong lap; 
- Thong tu.  so 14/2012/TT- BNV ngdy 18/12/2012 dm BO NOi vu huang an 
thirc hin Nghi dinh se) 41/2012/ND-CP ngay 08/5/2012 dm Chinh phtl; 
- Van ban huang clan dm cac BO chuyen nganh. 

3.2 Thanh phan ho so' 
Ban 

chinh 
Ban sao 

1. De an ve to chirc lai clan vi six nghi0 cong lap; x 
2. T6 trinh 6 an to chirc lai don vi six nghi0 cong 
lap va du.  thao quyet dinh to elide lai don vi six 
nghi0 cong lap; 

x 

3. Cac van ban dm co. quan co thAm quy&I xac nhan 
vi& hoan thanh nghia vu .‘1' tai chinh, tai san, d'At dai, 
cac khoan vay, no.  phai tra. va cac van de khac có lien 
quan (neu có); 

x 

3.3 St) luvng ho soy 
01 (m0t) N. 

3.4  Th?ri gian xir 1ST 

15 (mixed lam) ngay lam vi&lc6 tir khi nh4n 116 so.  hop 1.. 
3.5 No'i ti6p nh4n va tra kitqua 

- Cach 1: No h6 so.  trixc tie tai BO phan Tie nhan 116 so.  hanh chinh — So.  Ni 
IT Ha NOi; dia chi: so 18B Le Thanh Tong, P. Phan Chu Trinh, Q. Hoan Kie'm, 
Ha NOi. 
- Cach 2: Qua h thong bull chinh: Noi tip nh4n cl6i vii cac h6 so. giri qua buil 
chinh: So.  Ntii vu Ha. NOi; dia chi: so 18B Le Thanh Tong, P. Phan Chu Trinh, 
Q. Hoan Kie'm, Ha NOi. 
- Cach 3: NOp 116 so tnxc tuy6n tai ang dich vu cong tivc tuy'en thanh ph6 Ha 
NOi (dichvucong.hanoi.gov.vn) 
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3.6 1.4? phi 
Chua quy dinh 

3.7 Quy trinh xir 1S,  cling vi0 

TT Trinh ttr 
Trach 
nhqm 

Thai 
gian 

BleAu man/ 
Ket qua 

B1 
- Chuan bi day dil ho sa theo quy dinh. 
- NOp he) sa. 

To chirc, 
6.'11)&1 

Gib.  hanh 
chinh 

Theo muc 
3.2 

B2 
- Tiep nhan ho sa 
- ICYT giao va. nhan H6 so.. 

BO plca'n 
Mot dm 

va To 
chirc 

Gia.  hanh 
chinh 

Giay tiep 
Wan h6 so.  
va hen tra 

ket qua 

B3 Chuy6n 116 sa cho phong chuyen mon 
Truemg 
b(i phan 
Mot cira 

1 ngdy 

Phi6u ki6m 
sok qua 
trinh giai 

quyet ho sa 

B4 
Lanh ciao phong chuy6n ht) sa cho 
chuyen vien thu 1S,  116 sa 

Lanh dao 
P. TCBC 

12 ngdy 

PhiL kiem 
soatqua 
trinhgiai 
quyk 116' so.  

B5 

Giai quyet ht) sa: 
- Tnrong hop ht) sa chua ciii di'eu kin 
giai quy6t: du did° van ban thong bac) 1) .6 
sung ho sa (lanh dao So 147); neu rO 1ST 

do, not dung can 136 sung. 
- Truerng hop 116 sa khong du die''u kin 
giai quyet: du thao van ban thong bac) tra 
lai 116 sa (lanh dao SO. 14), neu rO VT do. 
- TnrZyng hop 1115 sa ay dil: soar]. To.  
trinh va du did() Quy6t dinh trinh UBND 
Thanh ph6 guy& dinh. 

Chuyen 
vien gidi 

quyet 

Phi6u yell 
cau bt') 

sung, hoan 
thinia)' so; 

Phi6u tit.  
choi tie p 
nhangiai 
quy6t ho 

sa; 
Phi6u ki6m 

sok qua 
trinhgiai 

quy6t lib so. 

B6 

Kim tra h6 so: 
- Neu &rig 3"7: 14 nhay van ban, trinh 
Lanh dao Sey. 
- Wu khonggong3.: Chuyen lai B5. 

Lath" dao 
Phong 
TCBC 

1/2 ngay 

I-16 sa kern 
theo du 

_thao van 
ban 

B7 
Phe duye;t not dung van ban: 
- Neu gong yT: KyT du)* van ban; 
- Neukhong gongy: Chuyen lai B6. 

Lanh dao 
Si 

01 ngay 
Van ban 

tham dinh 

B8 Phat hanh van ban, hoan thin ht) sa 
Chuyen 
vien thy 
VT, Van 

1/4 ngay 
Ti trinh, 
duthao 

Quy6t dinh 
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thu 

B9 
Giri We) so trinh lanh ciao UBND Thanh 

, 
pho pile du)* 

Van dux 
SO.  Mali vu 

1/4 ngdy 
Phi6u ki6m 

soat qua 
trinh giai 

guy& 116 so.  

B10 

Th6ng ke va theo clOi 
Chuyen vien Si NC)i vu co trach nhi'm 

, 
thong Ice cac TTHC thgc hin tai clan vi 
vao s6 th6ng ke ke't qua dux hin TTHC 

Chuyen 
vien BO 

pl.* mot 
dm 

Phi6u ki6m 
soat qua 
trinh giai 
quy6t h6 

so; So theo 
d'Oi lit) sa 

4. Bi&ii mau 

GiAy tie p Wan 116 sa va hen tra k6t qua; Phieu yeti caub6 sung, hoan thin ht) 
sa; Phi6u tir chi tip nhan giai guy& ht) sa; Phi6u xin 18i va hen lai ngay tra 
k& qua; Phiieu ki6rn soat qua trinh giai guy& 116 so.; S6 theo dbi 116 so.. (Can dr 
theo ca ch6 mot dm, mot dm lien thong cltrac ban hanh kern theo Thong tit s'(') 
01/2018/TT-VPCP ngay 23/11/2018) 

56 

Av 



3. Quy trinh tham dinh viecgiai th".  don vi sty nghqp cling 14p (QT-11) 

1 Muc dich 
Quy dinh v'e trinh to va cach thfrc thgc hien TTHC thAm dinh vi&  giai th6 dan 
vi sur nghi0 ding 14 tren dia ban thanh ph6 Ha NOi. 

2 Pham vi 
Ap dung cre)i voi cac ca quan, to chirc co nhu cu giai th6 dem vi sir nghi0 
cong lap. Cong chirc lam v* tai 1g) phan tip nhan ho?)' so, tra ke'tqua giai quy6t 
thin tic hanh chinh, Phong To chirc, bien the thutic Sa NOi vu va cat ca nhan, 
to chirc lien quan.  

3 N(ii dung quy trinh 
3.1 Ca say phap 1ST 

- Nghi dinh se") 41/2012/ND-CP ngay 08/5/2012 dm Chinhphi' quy dinh v6' vi 
tri v* lam trong don vi six nghi0 cong lap; 
- Nghi dinh s(''; 55/2012/ND-CP ngay 28/6/2012 dm Chinhphil NT& vi''c thanh 
lap, to chirc lai, giai th6 dan vi spr nghi.0 cong lap; 
- Thong to so 14/2012/TT- BNV ngay 18/12/2012 dm BO NOi vu htrang an 
thvc hi4'n Nghi dinh s6 41/2012/ND-CP ngay 08/5/2012 dm Chilli).phii; 
- Van ban htging clan dm cac BO chuyen nganh. 

3.2 Thanh phan ho so.  
Ban 

chinh 
Ban sao 

1. D an OE th6 don vi sir nghi0 cong lap; x 
2. Ti trinh de an giai th6 don vi sir nghi0 cong lap 
vaclg thao quy6t  dinh giai the corn vi su nghi0 cong 
lap; 

x 

3. Cac van ban oh ca quan có thAm quy6'n xac nhan 
vi& hoan thanh nghia vu ve tai chinh, tai san, at dai, 
cac khoan vay, no,  phai tra va cac van de khac có lien ♦ 
quan (neu c()) 

x 

3.3 So ltroang ho so.  
01 (Met) be. 

3.4 Thtri gian xir 15T 
15 (mtrori lam) ngay lam vie 1(6 tir khi nhan 116 so.  hop 14'. 

3.5 No'i tiip nh4n va tra litt qua 
- Cach 1: No 	ho so. tryc tie tai BO p1-14'n Tie nhan hA so hanh chinh — So. Ni5i 
vu Ha NOi; dia chi: so 18B Le Thanh Tong, P. Phan Chu Trinh,Q. Hoan Ki6m, 
HA NC)i. 
- Cach 2: Qua he thong bull chinh: Nai tip nhan cloi vOi cac ht) sagiri qua bull 
chinh: SC),  NC)i vu Ha NOi; dia chi: so 18B Le Thanh Tong, P. Phan Chu Trinh, 
Q. Hoan Ki6m, Ha Ni.I 
- Cach 3: NOp 1115 so,  trvc tuyen tai ang dich vu cong trkic to en thanh ph6 Ha 
NOi (dichvucong.hanoi.gov.vn).  
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3.6 I.4 phi 
Chua quy dinh 	„,.- 	.,,, 

3.7 Quy trinh xir 1ST ding vqc 
TT Trinh tty Trach 

nhi;ern 
ThZvi 
gian 

Bie'u mau/ 
Ket qua 

B1 
- Chun bi dAy du ho sa theo quy dinh. 
- NC)p ho so.. 

To chirc, 
ca nhan 

Gio. hanh 
chinh 

Theo mix 
3.2 

B2 
- Tip nhan ho sa 
- KST giao va nhan Ho so.. 

BO  phan 
MOt dm 

va To 
chirc 

Gibr hanh 
chinh 

Gidy tie 
nhan ho so.  
va hen tra 

ket qua 

B3 Chuyen 1113 sa cho phong chuyen mon 
Trucxng 
blo phan 
MOt dm  

1 ngay 

Phi6u ki6m 
sok qua 
trinh giai  

quyet ho sa 

B4 
Lanh ciao phong chuyen ho sa cho chuyen 
vien thu 1$7 he) so 

Lanh ciao 
P. TCBC 

12 ngay 

Phieu ki6m 
sok 	qua 
trinh 	giai 
quyet Wo so.  

B5 

Thu 1ST lit) sa: 
- Threw hop 116 so chua du di&T k*-1.giai 
quy6t: chr than van ban thong bac) 13.6 sung 
116 sa (tanh dao So.  147); neu rO 1S7 do, not 
dung can bo sung. 
- Tnroang hop ho sa khong szlii dieu kin 
giai quyet: dv than van ban thong bac) tra 
lai 116 sa (lanh dp S6147), neu r6 1ST do. 
- Twang hop 116 sa dAy dii:.  sop To.  trinh 
va du than Quye't dinh trinh UBND 
Thanh plit') quy6t dinh. 

Chuyen 
viers thu 

157 

Phi6u yeu 
au b#6 

sung, hoan 
thin he) sa; 

Phi6u tir 
chi tie 
nhangiai 
quye't 116 

sa; 
Phi6u kie'm 

sok qua 
trinhgial 

quye't 116 sa _ 

B6 

Kim tra ht) sa: 
- Neu dong : 14 nhay van ban, trinh 
Lanh dap Sat. 
- 1\16u khong long S/: Chuyen lai B5. 

Lanh dao 
Phong 
TCBC 

1/2 ngay 

HZ') sa kern 
theo du 
thao van 

ban 

B7 
Phe duyet nt)i dung van ban: 
'o - Neu dt)ng ST: Ky duyie't van ban; 

- Neu khong gong ST: Chuyen lai B6. 

Lanh ciao 
SO.  

01 ngay 

To.  trinh, 
du.  tha 

Quy let dinh 

B8 Phat hanh van ban, hoan th*1 ho sa 
Chuyen 
vien thu 

1/4 ngay 
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• 
Vi, Van 

thu 

B9 
Gfri ho sor trinh lank clao UBND Thanh 
pho phe duy't 

Van thu 
Si NOi vu 

1/4 ngay 
Phi6u ki6rn 

sok qua 
trinhgiai 

quye't 116 so. 

B10 

Tho'ng Ice va theo cleji 
Chuyen via Si NOi vu co trach nhile'rn 

, 
thong Ice cac TTHC thcrc hi@n tai don vi 
vao So thong ke ket qua thvc hinTITIC 

Chuyen 
vien BO 

phan mat 
dm 

Phieu kiem 
soat qua 
trinh giai 
guy& ho 

so., S6 theo 
clOi h6 so.  

4. Bi"e'u mAu 
GiAy ti6p nhan 116 so.  va hen tra ke't qua; Phi6u yeu c'au b6 sung, hoan thi'en fit) 
so.; Phial' tir che')i tiep nhan giai guy& 116 so., Phi6u xin 18i va hen lai ngay tra 
Ice't qua; PhiL ki6m sok qua trinh giai quy& ht) so.; St) theo clOi ho so.. (Can dr 
theo co.  ch6 mot dm, mot dm lien thong duoic ban hanh kern theo Thong to so 
01/2018/TT-VPCP ngay 23/11/2018) 
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III. Linh vvc ChInh qu34n dia plitrang 
1. Quy trinh: Phan loai don vi hanh chinh cap xi (QT-12) 

1 Muc Bich 
Quy dinh v'e trinh ttr va cach thirc thtrc hi@.1 phan loai clan vi hanh chinh cap xa 
tren dia ban thanh phti Ha NOi. 

2 Phalli vi 
Ap dung d6i voi xa, plitrang, thi trAn ten dia ban thanhph6 Ha NOi 

3 Nii dung quy trinh 
3.1 Co' ar phap 157 

Nghi quy6t so 1211/2016/UBTVQH13 ngay 25/5/2016 dm Uy ban Thuong vu 
Quo'c h(ii va vi& tieu chuAn dm dan vi hanh chinh NIAphan loai dun vi hanh 
chinh. 

3.2 Thinh phAn ho so' Ban 
chinh 

Ban sao 

1. T6 trinh dm UBND ca
r
p xa 

2. Nghi quye't cila HDND cap xa cl6i voi vi& phan 
loai dan vi hanh chinh cap xa 
3. Bao cao thuye't minh danh gia cac tieu chan phan 
loai don vi hanh chinh 
4. Bang th6ng Ice so lieu tieu chu'An lam ca soy xac 
dinh cac tieu chuAn 
5. Ban do xac dinh vi tri dan vi hanh chinh duo.c 
ph'On loai 
6. Cac van ban dm co.  quan có thAm quyen quye't 
dinh hoc xac nhan -NT' tieu chan dm y6u to cto.c thin 

X 
X 

X 

X 

X 

X 

3.3 so luvng hi) soy 
02 (hai) IN) 

3.4 Thai gian xii. 1ST 
- Thad han to chirc thAm dinh là 15 ngdy k6 tir ngay nhan du lit) sor phan loai 
dan vi hanh chinh cap xa‘ do UBND huy'n giri ,den. 
- Thai han Chu tich UBND cap tinh xem xet, quye't dinh phan loai dan vi hanh 
chinh cap xa. là 15 ngay k6 tir ngay nhan &wilt) so.  trinh dm Se').  NOi vu 

3.5 No'i titp nh;an va tra kit qua 
NOp h6 so.  trkrc tip tai Bon Tip nhan ht) sa hanh chinh --So.  NOi vu Ha 
NOi; dia chi: s6 18b Le Thanh Tong-Hoan Kim - Ha Ni. 

3.6 Lae' phi 
Kh8ng 

3.7 Quy trinh mi. 1ST cling viec 
TT Trinh tv Trach 

nhie:rn 
TWA 
gian 

Bi'e'u maul 
Ket qua 

B1 - Chun bi dAy dilli6 sa theo quy dinh. UBND Gio.  hanh Theo muc 
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- NOp fib sa tai 13.0 phan 1\40-t cfra. cap 
huye'n, 
UBND 

cap xd co 
lien quan 

chinh 3.2 

B2 
- Tier) nh."0 ho so.  
- KS,  giao va nh4n Ho so.. 

BO phlan 
Mot cira 

va To 
chirc 

1/2 ngay 

Giay tip 
nh4n hO so.  
va hen tra. 

ket qua 

B3 Chuyen lit) sa cho phong chuyen mon 

Truing 
b(i pl.* 

MCA dm; 
Truing 
phong 
XDCQ 

Gio,  hanh 
chinh 

Phieu kiem 
soat qua 
trinh giai 

quy6t hi) sa 

B4 
Lank dao phong chuyen 116 sa cho chuyen 
vien 	OM quyet ht) so.  

Trueing 
phong 
XDCQ 

1/2 ngay 

B5 

Giai guy& lit) so.: 
- Throng hop 116 so chua du diki kin giai 
quyet: der thao van ban thong bac) be) sung 
118 sa (lanh ciao Sc 14); neu re5 VT do, n()1 
dung can be) sung. 
- Truing hop 118 sa khong dudieu kin 
giai quyet: (Ty thao van ban thong bao tra 
lai ht) sa (lanh dap So.  14), neu di 13"/ do.  
- Truing hop 116 so.  day du. tham dinh, du 
thao Van ban cila Soy bap cao UBND 
Thanh phi. 

Chuyen 

vien 
phong 

Xay dung 
chinh 
quyen 

11 ngay 

Ho sa kem 
theo van 

ban 

B6 

Kim tra ho so: 
- Neu (long 	: 147 nhay van ban, trinh 
Lahti dap So.. 
- Neu khong gong y: Chuyen lai B5. 

Truing 
phong 
XDCQ 

01 ngay 

1-16 so kern 
theo chr 
than van 

ban 

B7 
Phe duye't not dung van ban: 
- Neu ding S/: KS,  du)* van ban; 
- Neu khong gong 5/: Chuyen la.i B6. 

Lanh dao 
Sey 

01 ngay 

H6 sa kem 
theo du 
thao van 

ban 

B8 
Phat ha.nh 'an ban, hoan thin ho so.  ba.o 
cap UBND Thanh phi 

Chuyen 
vier). giai 

A quyet, 
Van thu 

1/2 ngay 
Ho" sa kern 

theo van 
ban 



B9 
Chil tick UBND Thanh ph6.  • xem xet, 
quyet dinh 

Chil tich 
UBND 
Thanh 

pho' 

15 ngay Quyet dinh 

B10 

Th6ng ke va theo clai 
Chuyen vien So.  N'Oi vki co trach nhi'm 

, 
thong ke cac TTHC thvc h*-1 tai don vi 
vao So thtmg ke Ice't qua thvc hi'0 TTHC 

Chuyen 
vien BO 

phan mot 
dm 

Gior hanh 
chinh 

Phi6u ki6m 
soat qua 
trinh giai 
quyeth6 

so.; So theo 
crodi h6 so.  

4. Bi6'u mau 
GiAy ti6p nh4n 116 so.  va hen tra ke't qua; Phi6u yeu c'au 1)6 sung, hoan thi@llih 
so.; PhiL ter cht)i tipnhan giai guy& h'6 so.; PhiL xin 18i va hen lai ngdy tra 
Ice't qua; Phi6u ki6m soat qua trinh giai guy& Wo so., So theo clai h6 soy. (Can cd 
theo co. ch6 mot dm, mot dm lien thong dugc ban hanh kern theo ThOng to s'6 
01/2018/TT-VPCP ngay 23/11/2018) 
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2. Quy trinh thinh 14p them mei, to dan ho 	(QT-13) 

1 Muc Bich 
Quy dinh va trinh tu.  VA each thirc thirc h*1. thanh 14 thOn, to dan ph6 ten dia 
ban thanh ph6 HA NOi. 

2 Pham vi 
Ap dung cho cac them, to dan pho thu(ic xa, phuon 	a. g thi tr'n ten dia ban thanh 
ph6 Ha NOi 

3 N(ii dung quy trinh 
3.1 Co' soi phap 1Sr 

- Nghi quy& lien tich s6 09/2008/NQLT-CP-UBTWMTTQVN ngay 
17/4/2008 dm Chinh phi' - Uy ban Not tan To qu6c V* Nam huang dan thi 
hanh cac Di'eu 11, DiL 14, Di'eu 16, Dieu 22 va. DiL'u 26 ciia Phap l'nh thirc 
hi4'n dan dui O. xd, phuting, thi tr'An; 
- Thong tu.  s6 04/2012/17-BNV ngay 31/8/2012 cila BO truang BO NOi vu huong an 
.NT' to chirc va hog clOng cila then, to dan ph6;Thong tax 14/2018f1T-BNV ngay 
03/12/2018, sua d61, b6 sung mot s6 dieu cila Thong tu se) 04/2012/TT-BNV 
ngay 31/8/ 2012 dm BO truang BO NiE vu. 

3.2 Thinh ha ho so. 
Ban 

chinh 
Ban sao 

a) Ti trinh dm Uy ban nhan dan cap huy10, cap xa v6' 
thanh 14 them mai, to dan ph6 mai; 
b) De an thanh lap then mot to dan ph6 mai. NOi dung 
chic yeu dm De an g6m: 
- Sg can thi6t thanh 14 then mai, to dan ph6 mai; 
- Ten goi cila them mai, to dan ph6 mai; 
- Vi tri dia VT, ranh giai dm them mai, to dan ph6 mai 
(co so.  c164  th6 hi4'n vi tri dia VT); 
- Dan so (s6 h0 gia dinh, so nhan khAu) dm them mai, to 
dan ph6 mai; 
- D*n tich ttr nhien dm then mai, to dan ph6 mai (c16i 
vai them phai thi tiet s6 lieu v'e din tich ddt a, ddt san 
xua.'0, don vi tinh là hecta; 
- Cac di6'u kin khac quy dinh tai Khoan 2 Diu 7 
ThOng tu s6 02/2012/TT-BNV , 

X 

X 

X 

X 

- D6' xat, kin nghi. 
c) T6ng hop ke't qua lb 5/ kin va. Wen ban thy )'T kin 
dm toan the dr tri ho;dc dr tri ciai din 110 gia dinh trong 
khu v-krc thanh lap them mai., to dan ph6 mai N4 1)' an 
thanh 16p then mot to dan ph6 mai. 
d) Nghi quyet dm 110'i d'6'ng nhan dan cap la ve v* 
thong qua De an thanh 14 then mai, to dan pht) mai. 
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• 3.3 S6 linyng ho so' 
02 (hai) b'c) 

3.4 Th?ri gian xii. 1ST 

15 ngay lam vi& k6 dr ngdy nhan duo.c Tor trinh va 116 sa dAy dil hop phap dm 
e 	trinh HDND Thanh UBND cap huyri (thdm 	dinh, bao cap UBND Thanh ph6 

pile)) 
3.5 Nal ti6p nhlan va tra kh qua 

NOp 116 sa trvc tip tai BO phan Tip nhan IDS' sa hanh chinh — So.  NOi vu Ha 

Ni;t) 	dia chi: s6 18bLe Thanh Tong-Hoan Kim - Ha NOi. 
3.6 14 phi 

Khong 
3.7 Quy trinh xir 157 cong vqc 
TT Trinh tir Trach 

nhqm 
Thai 
gian 

Bgu m'au/ 
Ket qua 

B1 
- Chuan bi day du ho sa theo quy dinh. 
- NC)p ho sa tai b()' phan1\4(it cora. 

UBND 
cap huy'n 

Gio.  hanh 
chinh 

Theo muc 
3.2 

B2 
- Tiep nh6n ho so.  
- IC$Igiao va nhan Ho' sa. 

BO phlan 
MOt dm. 

, 
va To 
chirc 

1/2 ngay 

, 

Gidy tip 
nhan ho sor 
va hen tra 

ket qua 

B3 Chuy6n ho so.  cho phong chuyen mon 

Tnzang 
bi) phlan 
MOt dm 

va 
Tnrang 
phong 
XDCQ 

Gior hanh 
chinh 

Phiau ki6m 
sok qua 
trinh giai 

guy& h6 sa 

B4 
Tniang phong chuyen ho sa cho chuyen 
vien giai quyet ho sa 

Throng 
phong 
XDCQ 

1/2 ngay 

B5 

Giai guy& h6 sa: 
- Tnxemg hop ho sa chua du di'eu kin giai 
quy6t: dix thao van ban thong bao bt) sung 
he) sa (lanh dao Si 14); neu rC) VT do, not
dung can bo sung. 
- Truamg hop ho sa ichong du diZ'u kin 
giai quy6t: dux thao van ban thong bac) tra 
lai he. so. (lanh dao SO, Ic), neu rei VT do. 
- Throng hop ht) sa clAy dii: thAm dinh, chr 
than Van ban dm So.  bao cao UBND 
Thanh ph6 a trinh HDND Thanh phe) ( 

Chuyen 
vien 

phong... 

HZ)' sa kern 
theo van 

ban 

B6 Kim tra he) sa: Truemg 1/2 ngay Ho sa kern 
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- N6u clemg 3'/: k* nhay van ban, trinh 
Lanh dao Si. 
- N6u khong citmg)'/: Chuy6n lai B5. 

Phong 
XDCQ 

theo cltr 
thao van 

ban 

B7 
Phe du)* not dung Van ban: 
- Neu ci6ng 	K3'7 duye't van ban; 
- N6u ichong dtmg 3'/: Chu en lai B6. 

Lanh dao 
o.  

01 ngay 

I-16 so kern 
theo du 
than van. 

ban 

B8 
Phat hanh Van ban, hoan th*). ho so.  bac, 
cap UBND Thanh ph6 

Chuyen 
vien thu 
IST, Van 

thu 

1/4 ngay 
Ho" so.  kern 

theo van 
ban 

B9 

Thong ke va theo 'Mi. 
Chuyen vien Si Ni vu co trach nh*n 
thong Ice cac TTHC thgc hien tai don vi 
vac) S6 th6ng ice 1c6t qua thgc hi.'n TTHC 

Chu en 
vien BO 

ph4n mot 
dm 

Gio. hanh 
chinh 	.. , 

Phi611 ki6m 
soat qua 
trinh giai 

. 	quy6t 116 
so; S6 theo 
clOi 116 so.  

4 Bile"u nau 
Gia  	nhan 11.6 so. va hen tra ket qua; Phieu yeu cau bo sung, hoar thin ho 
so; Phi6u tir chi tip nhan giai quye't 116 so'; Phi611 xin 1.6i vA hen lai ngay tra 
ice't qua; Phieu kii'm sok qua trinh giai quyet 116 so; S6 theo croi 116 so. (Can cir 
theo co. the mot cira, mot dm lien thong cluo.c ban hanh kern theo Thong to s6 
01/2018/TT-VPCP ngay 23/11/2018) 
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B. QUY TRINH NQI BQ GIAI QUYET THU TUC HANH CH1N11 LINH VVC TO 
CHIC HANH CHINK DON VT SIX NGHIEP THUQC THAM QUYEN Gal 
QUYET CUA UBND CAP HIJYtN. 
1. Quy trinh thin' dinh viec thanh lap dun vi sir nghqp cong lap (QT-14) 

1 Muc dich: 
Quy dinh ve trinh tir va cach thirc thirc hi.'n TTHC thAm dinh vii& thanh lap 
mai dan vi sir nghi0 cong lap cap hu* tren dia ban thanh ph6 Ha NOi. 

2 Phan' vi 
Ap dung d6i yai cac ca quan, to chirc co nhu au thanh lap mai dan vi sir 
nghip cong 14 cap hu3*. Cong chirc lam y* t4i. Phong NOi vu thuOc UBND 
cap huy"e'n va cac ca nhan, to chirc lien quan. 

3 NOi dung quy trinh 
3.1 Co.  so.  phap 1ST 

- Nghi dinh s6 41/2012/ND-CP ngdy 08/5/2012 dm Chinh phil quy dinh ye vi 
tri yi& lam trong dan vi sir nghi4 cong lap; 
- Nghi dinh so 55/2012/ND-CP ngdy 28/6/2012 dm Chinh phil -‘,' yi& thanh 
lap, to chirc lai, giai th6 don vi sir nghi0 cong lap; 
- Thong tu so 14/2012/TT- BNV ngay 18/12/2012 dm BO NOi vu huong cign 
thirc hi'n Nghi dinh s6 41/2012/ND-CP ngay 08/5/2012 dm Chinh phil; 
- Van ban huang clan dm cac BO chuyen nganh. 

3.2 Thinh phan lit, so. 
Ban 

chinh 
Ban sao 

1. De an ye thanh lap dan vi sir nghi0 cong lap; x 
2. Van ban a nghi, ter trinh thanh lap dan vi sir 
nghi0 cong 14, dir thao quy6t dinh thanh 14 don vi 
six nghi0 cong lip, dir thao quy ch6 to chirc va ho4t 
dOng dm don vi six nghi0 cong lap va cac tai lieu 
khac co lien quan (giay tor dat dai, kink phi, nguon 
nhan lvc);  

x 

3. )"( kin bang van ban cilla cac co quan CO lien quan 
NT` y* thanh lap an vi sir nghi0 cong lap; 

x 

4. Bao cdo giai trinh y* ti6p 	thu ST kin cila cac co 
quan co lien quan. 

x 

3.3 Soluvng ho so.  
01 (Met) b0 

3.4  TWA gian xir 1ST 
lam yic lc' tir khi nlidn ho sa hap 1. 15 (mum lam) ngaye 

3.5 Noi tip nh4n va tra kk qua 

_ 

- Cach 1: NIOp h6 sa trtrc tie p tai Phong NOi vu thuOc UBND cap huy0. 
- Cach 2: Qua N thong buu chinh: Nai tiep nhan d6i vai cac 116 sa giri qua buu 
chinh: Phong NOi vu thucx UBND cap huy'n. 
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- Cach 3: No ht) so trtrc to en tai Can dich vu cong trtrc tuy6n thanh ph6 HA 
NOi (dichvucong.hanoi.gov.vn) 

3.6 LO phi 
Chua guy dinh 

3.7 Quy trinh xir 15T cong vit§c 	 . 

TT Trinh ttr 
Traci' 
nhqm 

Th?ri 
gran 

Bieu mill/ 
Ket qua 

B1 
- Chuan bi day du ho so.  theo quy dinh. 
- NOp ho so.. 

T6 chirc, 
 ca nhan 

Gief hanh 
chinh 

Theo muc 
3.2 

B2 
Tiep nh4n ho' so 

- KST giao nh4n Ho so, ghi giay tiep When, 
hen ngay. 

-  
Phong 

. 
NO1 vu 

Gia hanh 
chinh 

Gib ti6p 
nhan ho so 
va hen tra. 

ket qua 

B3 
Lanh dao phong chuyen hoa‘ so cho chuyen 
vien giai quyet ho so 

Lanh dao 
Phong 
NOi vu 

1 ngay 

PhiL ki6rn 
sok qua 
trinh gia'i 

quyet h6 so.  

B4 

Giai quy6t h6 so: 
- Tnrong hop he) so chua dii diau kin giai 
quyet: dtr thao van ban thong bao bo" sung 
ht) so (lanh dao Phong 14., trinh lanh dao 
UBND cap huyn), lieu ro 1ST do, not dung 
can be, sung. 
- Truing hop ho so khong du dial kin 
giai quyet: dkr than van ban thong bac) tra 
lei ho so (lanh dao Phong 14, trinh lanh 
dao UBND cap huy0), neu To 15/ do. 
- TnRing hop hi)' so dAy dil: sop. Ti 
trinh va. (Iv thao Quyet dinh bao cap cap 
co thAm quy& ra quy6t dinh. 

Chuyen 
vien 

phong 
NC)i vu 

12 ngay 

PhiL kie'rn 
soatqua 
trinh giai 
quye't h 
so, To.  

trinh; Du.  
did° Quy6t 

dinh 

B5 

Kim tra h6' so: 
- Neu gong $T: 14 nhay van ban, trinh 

A Lanh dao UBND cap huy'n. 
- Neu khong d6ng y: Chuy6n lei B4. 

Lanh dao 
Phong 
NOi vv. 

1/2 ngay 

H6 so kern 
theo dv 
thao van 

ban 

B6 

Phe duy@ not dung van ban: 
- Neu d6ng $/: 1C3"/ du)* van ban theo 
them quyen hoc bac) cao co quan co 
tharn quyen ra quyet dinh, 
- Ne"u khOng dtmg 	$/: Chuyen lei B5. 

Lanh dao 
UBND 

cap huyn 
01 ngay 

Van ban 
them dinh 

B7 Phat hanh van ban, hoan thin lit) so 
Chuyen 

vien 
phong 

1/4 ngay 

67 



a NOi vu, 
Van thu 

B8 
KS/ giao va thentra ket qua Pineu kiem 
soat 

Phong 
NOi vu 

1/4 ngay 

PhiL kiem 
soat  qua 
trinh giai 

guy& 116 so.  

B9 

Thong ke va theo clOi 
vien Phong NOi vu co trach 

nhi@n thong ke cac TTHC thgc hin tai 
dcm vi vao So thong ke ket qua thirc hien 
TTHC 

Chuyen 
vi en  

phong 
NOi vu, 

' 
BO ph6n 
MCA dm 

So theo clOi 
116 sor 

4. Biiu mau 
Gray tiep nh4n 116 sor va hen tra ket qua; Phi6u yeu ca,  u 136 sung, hoan thin ho 
so.; Phi6u dr chi tip nhan giai quy6t 116 so.; PhiL xin 18i va hen lai ngdy tra 
ket qua; Phi6u ki6m soat qua trinh giai quy6t h6 so.; St; theo ddi 1115 so.. (Can cir 
theo co.  ch6 mot dm, mot dm lien thong duo.c ban hanh kern theo Thong to s6 
01/2018/TT-VPCP ngay 23/11/2018) 



2. Quy trinh thAm dinh viec to chtic lai dun vi sty nghib cling 	(QT-15) 
	• 

1 Muc dich 
Quy dinh NT' trinh to va cach fink thgc hin TTHC thAm dinh vi4'c to chirc lai 
don vi str nghi0 ding 14 cap huyn ten dia ban thanhph6 Ha NOi. 

2 Pham vi 
Ap dung doi viii cac co quan, to chuc có nhu cau to chirc lai don vi su nghi0 
cong 14p cap huy10. Cong chirc lam v* tai Phong Ne)i vu thuOc UBND cap 
huyn va cac ca nhan, to chirc lien quan. 

3 NOi dung quy trinh 
3.1 Ca so.  phap 1ST 

- Nghi dinh s6 41/2012/ND-CP ngdy 08/5/2012 dm Chinh phu quy dinh Ni-'' vi 
tri vi& lam trong don vi sir nghi0 cong lap; 
- Nghi dinh s6 55/2012/ND-CP ngdy 28/6/2012 dm Chinh phfi ve vi'& thanh 
lap, to chirc lai, giai th6 don vi sir nghi0 cong lap; 
- Thong to se; 14/2012/TT- BNV ngay 18/12/2012 dm BO NOi vu huong dan 
thkrc hien Nghi dinh se; 41/2012/ND-CP ngay 08/5/2012 dm Chinh phil; 
- Van ban huang clan dm cac BO chuyen nganh.  

3.2 Thanh phan ho so' 
. 

Ban 
chinh 

Ban sao 

1. De an v'e to chirc lai do'n vi St' nghi.0 cong lap; . 	x , 
2. Tor trinh a an to chirc lai dun vi six nghi0 cong 
14 va dix than guy& dinh to chfrc lai don vi sir 
nghi0 cong lap; 

x 

3. Cac van ban dm co quan có thAm quy'n xac &lb 
vi& hoan thanh nghia vu -s/' tai chinh, tai san, da't dai, 
cac khoan vay, nor phai tra va cac van (16' khac có lien 
quan (n6u co) 

x 

3.3 So luvng lai so' 
01 (m0t) bC) 

3.4 Thai gian xii. 1ST 

15 (muoi lam) ngay lam v*Ic6 tit khi nhb 116 so.  hop l'.  
3.5 Noi tiep nh4n va tra ke't qua 

- Cach 1: NOp 116 so. truc tiep tai Phong NOi vu thuOc UBND cap huyn. 
- Cach 2: Qua he thong buil chinh: Noi tiep nhan dOi viii cac 116 so giri qua buil 
chinh: Phong NOi vu thuOc UBND cap huyn. 
- Cach 3: NOp lib so tivc tuy6n tai ang dich vu cong trtrc tuy6n thanh pH') Ha 
NOi (dichvucong.hanoi.gov.vn) 

3.6 L§ phi 
Chua quy dinh 

3.7 Quy trinh xir 1.57.  cong AO 
_ TT  Trinh ttr Teach Thai 	BieAu mau/ 
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• nhiern gian Kik qua 

B1 
- Chunbi dAy du ho sa theo quy dinh. 
- NO 1-16 s a. 

To chfrc, 
 ca nhan 

Gio.  hanh 
chinh 

Theo muc 
3.2 

B2 
- Tiep nhan he) so. 	. 	: 	. 

- 1“/ giao va, nhan Ho sa. 
Phong 
NOi vu 

Giesr hanh 
chinh 

Gidy tie'p 
nh4n he) sa 
va hentra 

ket qua 

B3 
Lanh dao phong chuyen ho so. cho 
chuyen vien thu VT ho sa 

Lftnh dao 
Phang 
NOi vu 

1 ngay 

PhiL kiern 
sok qua 
trinh giai 

quy6t 116 so.  

B4 

Giai guy& 116 sa: 
- Tnrong hop hb sor chum du dieu kin giai 
quy6t: dtr thao van ban thong bao b6 sung 
lit) so. (lath cl4o Phong 1(5/, trinh lanh dap 
UBND cap huy'0); neuri5V,  do, not dung 
can bo sung. 
- Twang hop ho so.  khong du die' u kin 
giai quyet: dir thao van ban thong bao tra. 
Mai ho sa (Minh dao PhOng l(ST, trinh lanh 
dao UBND cap huy'0), neu rO VT do. 
- Twang hop h6 sor day du: sop Ti 
trinh va thy thao Quy'et dinh bao cap cap 
có thAni quy6'n ra guy& dinh. 

Chuyen 
vier' 

phong 
NOi vg 

12 ngay 

B5 

Kiem tra 116 so.: 
- Neu (long 3"/: 14 nhay van ban, trinh 
Lanh dao SO.. 
- Neu khong gongChuy6n 14i B5. 

Lath dao 
Phong 

vp 
1/2 ngay 

NOi 

116 sa kern 
theo dix 
thao van 

ban 

B6 
Phe du)* not dung van ban: 
- Neu gong 3'7: KS/ du)* van ban; 
- Neu khong gong y: Chuyen Mai B6. 

Lanh dao 
UBND 

cap huy@-1 
01 ngay 

Van ban 
thArn dinh 

B7 Phat hanh van ban, hoar' thi.@-1116 sa 

Chuyen 
vien 

phong 
NOi vv, 
Van thu 

1/4 ngdy 

B8 
IC3'T giao va nhia'n tra. k6t qua Phi6u kie'm 
soat 

Phong 
No vv  ♦1/4 ngay 

PhiL kiem 
sok qua 
trinh giai 

guy& 116 so.  , 

B9 
Thong ke va theo cleii 
Chuyen vien Phong NOi vu co trach 

Chuyen 
vien 

SO theo clOi 
ho so.  
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nhirn th6ng ke cac TTHC thiic hi@.1 tai 
don vi \Tao S6 th6ng ke ke't qua dive hi'n 
TTHC 

phong 
NOi vu, 
BO 01'0 
I

n 
MI't cira 

4. Bleu mail 

Gia'y tie p nhan ho so va hen tra ket qua; Phial yeu can bo sung, hoan thin ho 
sa; Phi6u tir choc i tipnhan giai guy& h6 so?, Phi6u xin 18i NIA hen lai ngay tra 
ke'tqua; Phi6u ki6rn sok qua trinh giai quy& hoso; Si) theo clOi 116 sa. (Can cir 
theo ca ch6 mot dm, mot dm lien thong clucfc ban hanh kern theo Thong to so 
01/2018/TT-VPCP ngay 23/11/2018) 
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• 3. Quy trinh thim dinh 	giai t14 don vi sty nghqp cling 	(QT-16) 

1 Muc dich 
Quy dinh v"' trinh Ar va cach thirc thirc hi.0 TTHC thAm dinh vi&giai th6 dan 
vi six nghi0 cong 14p cap huy0 ten dia ban thanh ph6 Ha NOi. 

2 Pham vi 
Ap dung d6i vai cac ca quan, to chfrc co nhu cAu giai th6 dan vi sir nghi0 
cong lap cap huy'n. Cong chirc lam vi& tai Phong NC)i vu thuOc UBND cap 
huy0 va cac ca nhan, to chirc lien quan. 

3 N(ii dung quy trinh 
3.1 Co.  siY phap 157 

- Nghi dinh se) 41/2012/ND-CP ngay 08/5/2012 dm Chinh phil quy dinh v6' vi 

tri vi& lam trong don vi sir nghi4) cong lap; 
- Nghi dinh s6 55/2012/ND-CP ngay 28/6/2012 dm Chinh phi.' ve v* thanh 
14), to chirc lai, giai th6 dan vi sir nghi0 cong lip; 
- Thong to so 14/2012/TT- BNV ngay 18/12/2012 dm BO Ncli vu huang clan 
thirc hi0 Nghi dinh se) 41/2012/ND-CP ngay 08/5/2012 cila Chinh. phil; 
- Van ban huang clan dm cac BO chuyen nganh. 

3.2 Thanh phan ho soy 
Ban 

chinh 
Ban sao 

1. De an giai th6 dan vi sir nghi0 ding lap; x 
2. Tor trinh a an giai th6 dan vi six nghi4 cong 14 
va dir thao quyet dinh giai th6 dan vi sir nghi0 ding 
14); 

X 

3. Cac van ban dm ca quan c6 thAm quy& xac nh4n 
vi& hoan thanh nghia vu •NT' tai chinh, tai sari, clAt dai, 
cac khoan vay, ng phai tra va cac van a khac có lien 
quan (n6u co) 

x 

3.3 S6 luvng ho so' 
01 (met) bC) 

3.4 Thlri gian xir 157 
15 (moon lam) ngay lam vies ke tir khi nh4n lit) sa hop lie'. 

3.5 No'i ti6p nh4n va tra kik qua 
- Cach 1: NC)p h'o sa trirc tip tai Phong Nie vu thuOc UBND cap huy0. 
- Cach 2: Qua he thong buu chinh: Nai tip nhlan d6i vai cac ht) sa giri qua buu 
chinh: Phong NOi vu thuOc UBND cap huy0. 
- Cach 3: NC)p h6 sa trvc tuy6n tai dng dich vu cong trvc tuy6n thanh ph6 Ha 
NOi (dichvucong.hanoi.gov.vn) 

3.6 1,§ phi 
Chua quy dinh 

3.7 Quy trinh xir 15,  cong AO 
TT Trinh ttr 	 - Trach Thoi 	Bi'u mau/ 
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nhi§m gian It qua 

B1 
- ChuAn bi dy du ht) sa theo quy dinh. 
- NOp ho sa. 

T6 chfrc, 
ca nhan 

Giar hank 
chinh 

Theo muc 
3.2 

B2 
- Tiep nNn ho sa 
- IT giao va than Ho so. 

Phong 
NOi vu 

Gief hanh 
chinh 

GiAy ti6p 
nhan ht) sa 
va hen tra 

kk qua 

B3 
Lanh dao phong chuyen ho sa cho 
chuyen vien thu IST hi) sa 

Lanh dao 
Phong 
NOi vu 

1 ngay 

Phi6u ki6rn 
soat qua 
trinh giai 

quy6t 116 so.  

B4 

Giai guy& 116 sa: 
- Tnrong hop 116 sa chua du dreu kin giai 
quy6t: cltr thao van ban thong bac. 136 sung 
116 so (lanh dao Phong icy, trinh lanh dap 
UBND cap huy'n), neu r6 1ST do, not dung 
can 136 sung. 
- Tnzong hop 116 sa khong du die"u k*. 
giai quyet: du tan van ban thou g bac, tra 
lai ho sa (lath ciao Phong 14, trinh lanh 
dao UBND cap huy0), neu re,' VT do. 
- Truerng hop 116 sa day du: soan Ti 
trinh va du than Quyat dinh bac) cao cap 
co thArn quy&I To guy& dinh. 

Chuyen 
vien 

phong 
NOi IN 

12 ngay 

B5 

Kim tra 116 sa: 
- Neu gong ST: 14 nhay van ban, trinh 
Lanh dao Sa. 
- 1\16u khong citmg ST: Chuy6n lai B5. 

Lanh dao 
Phong 
1\10i vtj 

1/2 ngay 

I-16 sa kern 
theo du.  
than van 

ban 

B6 
Phe du)* not dung van ban: 
- 1\16u gong 5T: KS/ du)* van ban; 
- Neu khong gong ST: Chuyen lai B6. 

Lanh dao 
UBND 

cap huyen 
01 ngay 

Van ban 
tharn dinh 

B7 Phat hanh van ban, hoan thin h6 sa 

Chuyen 
vien 

phong 
NOi vu, 
Van thu 

1/4 ngay 

B8 
KS/ giao va nh'On tra kat qua Phieu kiern 
soat 

Ph6ng 
NOi vu 1/4 ngay 

Phi6u ki&n 
sok qua 
trinh giai 

quyet ho sa , 

B9 
Thong ke va theo clOi 
Chuyen vial Phong NOi vu có trach 

Chuyen 
vien 

S6 theo doi 
Wo so 
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111 nhilem then 	ke cac TTHC thvc hin tai 
dun vi vao S6 thou g ke ke't qua thirc hi.'n 
TTHC 

hen 
NOi vv, 
BO phan 
MOt cfra 

4. BieAu mau 
GiAy ti6p nhan Wo so.  va hen tra ke't qua; Phi6u yeu cAubl') sung, hoan thi.@.11-16 
so.; Phi6u tir chi ti6p nhan giai quye't 116 so.; Phi6u xin 18i va hen lai ngay tra 
1(6t qua; Phi6u ki6m soat qua trinh gial quye't lit) so., St') theo clOi ht) so.. (Can cir 
theo co.  the mot dm, mot dm lien thOng duvc ban hanh kern theo Thong to s(') 
01/2018/TT-VPCP ngay 23/11/2018) 
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