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

THANH PHO HA NOI Poc 1ap - Tw do - Hanh phiic
S6:6481 /QD-UBND Ha Néi, ngay20 thang /2nam 2023
QUYET PINH

V& viéc phé duyét phwong 4an tai ciu tric quy trinh gidi quyét cac thi tuc hanh

chinh dwgc la chon xiy dung dich vu cong trwe tuyén mét phan tich hop trén

Cong Dich vu cong qudc gia thudc thAm quyén gidi quyét ciia S& Noi vu, UBND
cAp huyén trén dia ban thanh phé Ha Ni

CHU TICH UY BAN NHAN DAN THANH PHO HA NOI

Can civ Ludt T6 chire chinh quyén dia phirong ngay 19/6/2015; Ludt sira doi,
b6 sung mot s6 diéu ciia Ludt Té chire chinh phii va Ludt T6 chire chinh quyén dia
phwong ngay 22/11/2019;

Can cir Nghi dinh s6 61/2018/NP-CP ngay 23/4/2018 ciia Chinh phii vé thuc
hién co ché mot cira, mét cira lién théng trong gidi quyét thii tuc hanh chinh; Nghi
dinh s6 107/2021/NP-CP ngay 06/12/2021 ciia Chinh phii sira doi, bé sung mét so
diéu ciia Nghi dinh s6 61/2018/ND-CP ngay 23/4/2018 ciia Chinh phii vé thiee hién
co ché mét cira, mot cira lién théng trong gidi quyét thii tuc hanh chinh;

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

Can cit Quyét dinh s6 31/2021/0D-TTg ngay 11/10/2021 cia Thii tudng
Chinh phii vé ban hanh quy ché qudn Iy, van hanh, khai thic Cong dich vu céng
quéc gia,

Can cir Théng tw s6 01/2018/TT-VPCP ngay 23/11/2018 ciia Vin phong
Chinh phii hwéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/NP-CP
ngay 23/4/2018 cia Chinh phii vé thuc hién co ché mét cira, mot cira lién thong
trong gidi quyét thii tuc hanh chinh;

Can cir Thong tw s6 01/2023/TT-VPCP ngay 05/4/2023 cia Van phong Chinh
phit quy dinh mét s6 néi dung va bién phdp thi hanh trong sé héa hé so, két qua gidi
quyét thu tuc hanh chinh va thuc hién thu tuc hanh chinh trén moi truwong dién ti;

Cdn cir Quyét dinh s6 4239/0D-UBND ngady 24/8/2023 ciia UBND thanh phé
Ha Ngi vé viéc phé duyet danh muc danh muc cdc thu tuc hanh chinh dap ung yéu
cau trién khai tdi cau truc quy trmh cung cdp dich vu céng triec tuyén toan trinh,
mot phan trong tiép nhdn, gidi quyét thi tuc hanh chinh

Theo dé nghi cua Giam doc S& Noi vu thanh phé Ha Noi tai To trinh
6 3615/TTr-SNV ngay 24/11/2023.

QUYET PINH:



Piéu 1. Phé duyét kém theo Quyét dinh nay phuong an tai ciu tric 79 quy
trinh giai quyét thu tyc hanh chinh linh vuc Cong chuc, vién chirc; To chic hanh
chinh, don vi su nghiép; Su nghiép cong 1ap; Gido duc nghé nghiép; Béo tro xa hoi;
Té chitc phi chinh phu; Thi dua, khen thuong; Tin ngudng, ton gido; Van thu, luu
trir dugc lya chon xay dung dich vu cong tryc tuyén mot phan tich hop trén Cong
Dich vu cong quéc gia, trong d6 68 quy trinh thuc tham quyén giai quyét cia So
Noi vu, 11 quy trinh thudc tham quyén giai quyét cia UBND cip huyén trén dia ban
thanh phd Ha Noi.

(Chi tiét tai cdc phu luc kem theo)

Piéu 2. Giao S& Noi vu chu tri, phéi hop véi cac co quan, don vi c6 lién quan,
can cir Quyét dinh nay xay dung quy trinh dién tir dé phuc vu viéc cung cap dich vu
cong truc tuyén cta Thanh phd va tich hop véi Cong Dich vu cong quoc gia theo
quy dinh.

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

Piéu 4. Chanh Vin phong Uy ban nhan dan Thanh phé; Giam déc cac So;
Thu trudng cac ban, nganh; Chu tich Uy ban nhan dan cac quin, huyén, thi x3 va
cac t6 chirc, c4 nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: KT.CHU TICH

- Nhu Dicu 4; PHO CHU TICH -
- Cuc KSTTHC - Van phong Chinh phu;

- Chu tich, cac PCT HPND Thanh pho; .

- Chu tich, cac PCT UBND Thanh phé; N /W

- VPUBTP: CVP, PCVP C.N.Trang; [,/
cac phong: NC, HCTC, KSTTHC, TTPT;

- Trung tdm bao chi thu d6 Ha Noi; 7

- Lanu: VT, KSTTHC ey 7 Lé Hong Son
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Phu luc 1
DANH MUC THU TUC HANH CHINH LINH VU'C CONG CHUC, VIEN
CHU'C; TO CHUC HANH CHINH, PON VI SU'NGHIEP; SU'NGHIEP CONG
LAP; GIAO DUC NGHE NGHIEP; BAO TRQ XA HOQI; TO CHUC PHI CHINH
PHU; THI PUA, KHEN THUONG; TIN NGUONG, TON GIAO; VAN THU,
LUU TRU PUQC TAI CAU TRUC QUY TRINH, LUA CHON XAY DUNG
DICH VU CONG TRUC TUYEN MOT PHAN TiCH HQP TREN CONG DICH
VU CONG QUOC GIA THUQC THAM QUYEN GIAI QUYET CUA SONQI VU,

UBND CAP HUYEN
TREN DPIA BAN THANH PHO HA NOI
(Kém theo Quyét dinh sé /OBb-UBND ngay thang nam 2023
ciia Chii tich UBND thanh phé Ha Néi)
STT Linh vwe/Tén quy trinh ni bo Ky hi¢u

A | TTHC CAP THANH PHO
| | LINH VUC CONG CHUC, VIEN CHUC
1 | Xét tuyén cong chirc QT-01
2 | Tiép nhan vao lam cong chirc QT-02
3 | Thi ndng ngach céng chirc QT-03
4 | Thang hang chtrc danh nghé nghiép vién chiic QT-04
5 | Thi tuyén vién chiic QT-05
6 | Xét tuyén vién chirc QT-06
7 | Tiép nhan vao lam vién chic QT-07
Il | LINH VUC TO CHUC HANH CHIiNH, PON VI SU NGHIEP
1 | Tham dinh thanh l14p méi don vi su nghiép cong lap QT-08
2 | Tham dinh t6 chire lai don vi su nghiép cong 1ap QT-09
3 | Tham dinh giai thé don vi su nghiép cong 1ap QT-10
4 | Tham dinh thanh lap t6 chirc hanh chinh QT-11
5 | Tham dinh t6 chtic lai to chirc hanh chinh QT-12
6 | Tham dinh giai thé t6 chirc hanh chinh QT-13
7 | Tham dinh dé an vi tri viéc 1am QT-14
111 | LINH VUC SUNGHIEP CONG LAP
1 | Tham dinh d@ 4n vi tri viéc lam ctia don vi su nghiép cong lap QT-15
2 | Tham dinh S6 luong ngudi lam viée trong don vi sy nghiép cong 1ap QT-16

Tham dinh diéu chinh sb luong nguoi lam viée trong don vi sy nghiép
3 N QT-17

cong lap
IV | LINH VUC BAO TRQ XA HOI
1 Thanh 1ap co s¢ trg giup xa hoi cong lap ’thu(f)c UBND thanh phd, Co QT-18

quan chuyén mon thugc UBND thanh pho




STT Linh vwe/Tén quy trinh ni bo Ky hi¢u
5 T6 chuc lai, giai thé co so trg gitip x4 hoi cong 14p thudéc UBND thanh QT-19
phd, co quan chuyén mén thuéc UBND thanh phé
V | LINH VUC GIAO DUC NGHE NGHIEP
Thanh 14p hoi ddng trudng cao ding cong lap truc thuoc UBND cép
1 , QT-20
tinh
Thay thé chu tich, thu ky, thanh vién hoi dong truong cao dang cong
2 A A 2. QT-21
1ap truc thuoc UBND céap tinh
3 Mién nhiém, cach chirc cha tich, thu ky, thanh vién hoi dong trudong oT-22
cao dang cong lap truc thuoc UBND ciap tinh
VI | LINH VUC TO CHUC PHI CHINH PHU
1 | Cong nhan ban van dong thanh 1ap hoi cap tinh QT-23
2 | Béo cdo t6 chiic dai hoi nhiém ky, dai hoi bat thudng cap tinh QT-24
Thu tuc cho phép hoi dit vin phong dai dién cap tinh (chi ap dung doi
3 e . . . e QT-25
v61 hdi ¢6 pham vi hoat dong ca nudce hodc lién tinh)
4 | Thanh l1ap hoi cap tinh QT-26
5 | Phé duyét diéu 1¢ hoi cip tinh QT-27
VIl | LINH VUC THI PUA, KHEN THUONG
1 Thu tuc tang thudng Bé“mg khen cép bo, ban, nganh, doan thé Trung QT-28
wong, tinh, thanh phd truc thudc Trung wong
5 Thu tuc tang Co thi dua cép b0, ban, nganh, doan thé Trung wong, tinh, QT-29
thanh phé tryc thudc Trung wong
3 Thu tuc tang danh hiéu Chién sy thi dua cﬁp b0, ban, nganh, doan thé QT-30
Trung wong, tinh, thanh phd truc thudc Trung wong
4 | Tha tuc ting danh hiéu Tap thé lao dong xuit sic QT-31
Thu tyuc ting thudng Bang khen cp bo, ban, nganh, doan thé Trung
5 N \ X A o A X QT'32
uong, tinh, thanh phd truc thudc Trung vong theo dot hodc chuyén dé
Thu tuc tang Co thi dua cép bo, ban, nganh, doan thé Trung vwong, tinh,
6 N X A - A X QT'SS
thanh pho truc thudc Trung wong theo dot hoac chuyén dé
Thi tuc ting thuong Bang khen cap bg, ban, nganh, doan thé Trung
7 , \ e A A 1A , A A QT'34
uvong, tinh, thanh pho truc thugc Trung wong ve thanh tich dot xuat
8 Thii tuc ting thuong Bang khen cap bg, ban, nganh, doan thé Trung QT-35
uong, tinh, thanh phé truc thuoc Trung wong cho gia dinh
9 Thu tyuc ting thudng Bang khen cip B, ban, nganh, doan thé Trung wong, QT-36
tinh, thanh phé truc thudc Trung wong vé thanh tich dbi ngoai
VIII | LINH VUC TiN NGUONG, TON GIAO
Thu tuc dé nghi cong nhan to chirc ton gido co dia ban hoat dong & mot
1 , QT-37
tinh
5 Thu tuc ding ky sira doi hién chuwong cua to chuc ton gido c¢6 dia ban QT-38

hoat dong & mot tinh




STT Linh vwe/Tén quy trinh ni bo Ky hi¢u

Thu tuc dé nghj thanh lap, chia, tach, sip nhap, hop nhét t6 chirc ton

3 | NP N QT-39
gido tryc thudc co dia ban hoat dong & mat tinh
Thu tyc ding ky thuyén chuyén chirc sic, chtrc viée, nha tu hanh 1a

4 . AN o QT-40
nguoi dang bi budc tdi hoac nguoi chua dugce x6a an tich

5 Thu tuc dé nghi sinh hoat ton gido tip trung clia ngudi nudc ngoai cir QT-41
tra hop phép tai Viét Nam

6 Thu tuc dé nghi moi td chirc, c4 nhan nuée ngoai vao Viét Nam thuc QT-42
hién hoat dong ton gido & mot tinh
Thu tyc dé nghi moi chire sic, nha tu hanh 13 ngudi nudc ngoai dén

7 | giang dao cho t6 chirc dugc cip chiung nhan dang ky hoat dong ton | QT-43
gido & mot tinh
Thu tuc dé nghi thay ddi tén cua to chirc ton gido, to chirc ton gido truc

8 NP N QT-44
thudc co dia ban hoat dong & mot tinh
Thu tuc dé nghi thay ddi tru so cta to chic t6n gido, to chirc ton gido

9 . QT-45
truc thudc
Thi tuc dé nghi cap ding ky phap nhan phi thwong mai cho to chire

10 | M QT-46
ton gido truc thude co dia ban hoat dong & mot tinh
Thu tuc dé nghi tu giai thé t6 chirc ton gido co6 dia ban hoat dong & mot

11 | . ek QT-47
tinh theo quy dinh cta hién chuong
Thu tuc dé nghi giai thé t6 chuc ton gido truc thudc co dia ban hoat

12 N : Lk LA 1 QT-48
dong & mat tinh theo quy dinh cua hién chuong ctia t6 chirc
Thu tuc thong bao vé viéc da gidi thé to chirc ton gido truc thudc c6 dia

13 . N . ek N QT-49
ban hoat dong & mat tinh theo quy dinh cua hién chuong cua t6 chirc

14 Thu tuc thong bao to chirc quyén gop khong thude quy dinh tai diém a QT-50
va diém b khoan 3 Diéu 19 cuia Nghi dinh s6 162/2017/ND-CP
Thi tuc dé nghi cp chimg nhan ding ky hoat dong ton gido cho to

15 QT-51
churc ¢6 dia ban hoat dong & mot tinh
Thii tyc thong bao nguoi duge phong pham hoic suy ctr lam chirc sac

16 | dbi v6i cac trudng hop quy dinh tai khoan 2 Diéu 33 cua Luat tin | QT-52
ngudng, ton gido
Thu tuc thong bao hay két qua phong pham hoic suy ctr chuc sic doi

17 | véi cac truong hop quy dinh tai khoan 2 Diéu 33 cia Luat tin ngudng, | QT-53
ton giao
Thu tuc dang ky ngudi dugc bd nhiém, bau ctr, suy cu lam chuc viée

18 | dbi v6i cac trudng hop quy dinh tai khoan 2 Diéu 34 cua Luat tin | QT-54
ngudng, ton gido
Thu tuc ding ky ngudi duoc bd nhiém, bau cir, suy cir lam chire viée

19 | cua t6 chirc dugc cip chimg nhan ding ky hoat dong ton gido c6 dia | QT-55

ban hoat dong & mot tinh




STT

Linh vuc/Tén quy trinh ngi b

Ky hi¢u

20

Thu tuc thong bao két qua bd nhiém, bau cir, suy cir nhitng ngudi lanh
dao to chirc cua to chirc duoce cAp ching nhin ding ky hoat dong ton
gido co dia ban hoat dong & mdt tinh theo quy dinh tai khoan 7 Piéu
34 cua Luat tin ngudng, ton gido

QT-56

21

Thii tyc thong bao két qua bd nhiém, bau cir, suy cir nhitng ngudi lanh
dao t6 chirc dbi vai to chirc ton gido co dia ban hoat dong & mot tinh
theo quy dinh tai khoan 7 Piéu 34 cta Luit tin ngudng, ton gido

QT-57

22

Thu tyc thong bao két qua bo nhiém, bau ci, suy cir nhitng ngudi lanh
dao to chtrc dbi véi t chire ton gido tryc thudc cé dia ban hoat dong &
mot tinh theo quy dinh tai khoan 7 Piéu 34 cta Luat tin ngudng, ton
gido

QT-58

23

Thu tuc thong béo cich chire, bai nhi¢m chire sdc, chiic viée dbi véi
cac truong hop quy dinh tai khoan 2 Piéu 33 va khoan 2 Diéu 34 cia
Luat tin ngudng, ton gido

QT-59

24

Thu tuc thong bao cach chire, bai nhiém chirc viéc cua t6 chtrc duoc
cép chirng nhan dang ky hoat dong ton giado c6 dia ban hoat dong & mat
tinh

QT-60

25

Tha tuc ding ky mo 16p boi dudng vé tén gido cho ngudi chuyén hoat
dong ton gido

QT-61

26

Thu tuc thong bdo danh muc hoat dong ton gido ddi vai to chire ¢6 dia
ban hoat dong ton gido & nhiéu huyén thudc mot tinh

QT-62

27

Thu tuc théng bao danh muc hoat dong ton gido bo sung dbi voi to
chirc c6 dia ban hoat dong ton gido ¢ nhiéu huyén thudc mot tinh

QT-63

28

Thu tuc thong bao t6 chuc hoi nghi thuong nién cua t6 churc ton giao,
td chirc ton giao tryc thudc c6 dia ban hoat dong & nhiéu huyén thude
mot tinh

QT-64

29

Thu tuc dé nghi td chtrc dai hoi cta td chirc ton gido, td chirc ton giao
true thudce, to chire duge cép chirng nhan dang ky hoat dong ton giao
co dia ban hoat dong & nhiéu huyén thugc mot tinh

QT-65

30

Thu tuc dé nghi td churc cudc 18 ngoai co s¢ ton gido, dia diém hop
phap da ding ky c6 quy mé to chirc & nhiéu huyén thuéc mot tinh hozc
& nhiéu tinh

QT-66

31

Thu tuc dé nghi giang dao ngoai dia ban phu trach, co s ton gido, dia
diém hop phap di diang ky c6 quy mé t6 chirc & nhiéu huyén thudc mot
tinh hodc & nhiéu tinh

QT-67

LINH VU'C VAN THU, LUU TRU

Cép, cp lai ching chi hanh nghé luu trir

QT-68

TTHC CAP HUYEN

_W'_‘

LINH VUC VIEN CHUC




STT Linh vwe/Tén quy trinh ni bo Ky hi¢u
1 | Thi tuyén vién chirc QT-69
2 | Xét tuyén vién chirc QT-70
3 | Tiép nhan vao lam vién chirc QT-71
Il | LINH VUC TO CHUC HANH CHIiNH, PON VI SU NGHIEP
1 | Thu tyc tham dinh thanh 14p don vi su nghiép cong lap QT-72
2 | Tha tuc thdm dinh t6 chirc lai don vi su nghiép cong lap QT-73
3 | Tha tuc thdm dinh giai thé don vi su nghiép cong lap QT-74
4 | Thu tyc tham dinh thanh 1ap t0 chirc hanh chinh QT-75
5 | Thu tuc thim dinh t6 chic lai t6 chirc hanh chinh QT-76
6 | Thu tuc tham dinh giai thé t6 chtrc hanh chinh QT-77

111 | LINH VUC TO CHUC PHI CHiNH PHU
1 | Thu tuc cong nhan ban van dong thanh 1ap hoi cip huyén QT-78
2 | Thi tuc bao cdo to chirc dai hoi nhiém ky, dai hoi bat thuong cip huyén | QT-79




Phu luc 2
NOQI DUNG PHUONG AN TAI CAU TRUC CAC QUY TRINH GIAI QUYET THU TUC HANH CHINH LINH VUC
CONG CHUTC, VIEN CHUC; TO CHUC HANH CHINH, PON VI SU NGHIEP; SUNGHIEP CONG LAP;
GIAO DUC NGHE NGHIEP; BAO TRQ XA HOQI; TO CHUC PHI CHINH PHU; THI PUA, KHEN THUONG;
TIN NGUONG, TON GIAO; VAN THU, LUU TRU PUQC TAI CAU TRUC QUY TRINH, LUA CHON XAY DUNG
DICH VU CONG TRUC TUYEN MOT PHAN, TICH HQP TREN CONG DICH VU CONG QUOC GIA THUQC THAM
QUYEN GIAI QUYET CUA SO NQI VU, UBND CAP HUYEN TREN PIA BAN THANH PHO HA NOI
(Kém theo Quyét dinh sé /OD-UBND ngdy thang  ndm 2023 ciia Chii tich UBND thanh phé Ha Ngi)

I. QUY TRINH GIAI QUYET THU TUC HANH CHINH LINH VUC CONG CHUGC, VIEN CHUC; TO CHUC HANH
CHINH, PON VI SU NGHIEP; SU NGHIEP CONG LAP; GIAO DUC NGHE NGHIEP; BAO TRQ XA HOI; TO CHUC
PHI CHINH PHU; THI PUA, KHEN THUONG; TIN NGUONG, TON GIAO; VAN THU, LUU TRU DUQC TAI CAU
TRUC QUY TRINH, LUA CHON XAY DUNG DICH VU CONG TRUC TUYEN MQT PHAN, TiCH HQP TREN CONG
DICH VU CONG QUOC GIA THUQC THAM QUYEN GIAI QUYET CUA SO NOI VU.

1. Quy trinh: Xét tuyén coéng chirc (QT-01)

Buéc | Chiu thé Quy trinh chi tiét Thoi Trangthai | Cinciphaply | Ghichd
gian
- Canhan nop hé so truc tuyén tai Cong dich vu cong quoc Cong Dich vu | Nehi dinh <&
gia (dia chi: dichvucong.gov.vn) hoic Cong dich vu cong cong Quéc gia ght A S0 Noyrdi nop
caa Thanh phd (dia chi: dichvucong.hanoi.gov.vn); thuc hién dang | 138/2020/ND-CP | 15 < phai
- Ngudi nop hd so ding ky tai khoan giao dich dién ti, nhdp mot lan, | NGAY 27/11/2020 | dang ky tai
1 . dang nhdp tai khoan, xac thuc dinh danh dién tt (theo diéu hudng | cuia Chinh phu | khoan giao
Nop T@ chlf’c, huc’);ng dan trén A’Cén;g_ D{?h vu cong). . S n%uc‘n dQng téi | quy dinh vé tuyén | dich d1énAtfr,
hdso | G2 nhan | - Cong DVC ket noi véi CSDLDC dé khai thac cac Cong D;ch\vu dung, st dung va d‘ﬁ_ng nhap
trueong thong tin cua cong dan cé trong CSDLDC (khi cong  Thanh quan Iy cong tai khoan,
duogc két noi). pho dé thuc hirc: xac thuc
- Nguoi nop hd so lua chon: hién cac budbc ¢ u?’ a0 ban o dinh danh
+ Dich vu c6ng truc tuyén tiép theo; 1AC ac van ban o dién tur
+ Chon S¢ Néi vu 1én quan cua co




+ Linh vuwc CCVC 9
+ Chon thu tuc: Xét tuyén cong chuic

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 1.1 kém theo).

(Trueong hop cac thdng tin trong Biéu mau dién tir da cé
trong Co s dir ligu quac gia ve dan cu, hé thong thong
tin ¢é lién quan, dwoc dién tw dong (néu co)

- Tich hop thanh phan hd so theo miu tai Biéu méiu
dién tir (chi tiét tai Phu luc 1.2 kém theo);

- Ngudi ndp kiém tra, cap nhat thong tin bao dam thdng
tin day du, chinh xac, hop phap.

Tai khoan gom
Tén dang nhap
va mat khau.

Biéu mau dién
tu;

Thong bao vé
viéc dd guri hd
so thanh cong,
cho kiém tra,
tiép nhan, phan
hoi.

quan  ¢6 tham
quyén theo quy
dinh

Tiép
nhan
va
giai
quyét
hé so

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

2. Kiém tra ho so va cac thong tin;

Truong hop ho so cén bd sung hodc ho so khong thude
tham quyén giai quyét: Gui Thong bao dén Nguoi nop
hd so (miu Thong bao Dién tir) yéu cau bd sung ho SO,
hoan thién hd so, néu rd loai gidy to, ndi dung can bd
sung dé Ngudi ndp hd so bd sung, hoan thién.

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

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau).

3.2. Xac nhan thong tin, giri thong bao tiép nhan (ma
hd so va ngay gid tra két qua) vao tai khoan ctiia Nguoi
ndp hd so.

Chuyén ho so t6i Truéng BO phian mét cira; Chuyén
hd so dén Lanh dao phong chuyén mén thu 1y hd so.

30 ngay

Thong bao hen
tra  két qua
(hodc tir chdi,
hoac hudng
dan);

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

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Van phong Chinh
phu
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4. Truong hop Nguoi ndp h6 so khong bo sung, hoan thién
duoc hd so thi B phan Mot ctra c6 Thong bao Bién tur tir

eoe

chdi giai quyét yéu cau cua Ngu’O’l nop hd so.

Lanh 1. Truy cap vao Phan mém Mot cira nhan thong bio
dao, c6 hd so méi va tiép nhan hd so. Cap nhat trén
Cong 2. Phan cong cho cong chirc thy Iy ho so, tham muu H¢ thong;
chirc giai quyet. ‘ 7 ‘ 15 ngay Yéu cau bo
phong | 3. Cong chtrc thu 1y ho so ki€ém tra ho so. sung/ tir choi
thu ly ho | 4. Tham dinh, trinh Hi dong thi tuyén xem xét ho so giai quyeét
SO’ du diéu kién, khong du diéu kién du tuyén Cong chirc.
Lanh Phé duyét danh sach du di€u kién, khong du dicu kién 1 naix Cap nhat trén
dao S¢& | du tuyén Cong chirc. gay H¢ thong;
3. B0 phan o a
Hoan | Mot cial Holn thién
thién | To chirc Trang thong tin trinhqu/t
ho cong 1. Tra két qua cho T6 chirc, cong dan, Nguoi ndp ho so. 7 noi dong bo Cong thiic hd so
SO’ dan, 2. Ban giao ho so luu cho Phong CCVC. gay Dich vu quoc n A
- \ . . trén Phan
Tra nguoi gla A .
£ A 1A mém Dich
ket nop ho A
! vu cong
qua SO’




PHU LUC 1.1: NOI DUNG BIEU MAU PANG KY XET TUYEN CONG CHUC

(1) Ho va tén:

(2) Ngay, thang, ndm sinh:

(3) Dan toc:

(4) Gioi tinh:

(5) Trinh d6 chuyén mén dang ky dy tuyén:

(6) Nganh hoic chuyén nganh ding ky dy tuyén:
(7) Vi tri dang ky du tuyén:

(8) Phong ban ding ky dy tuyén:

(9) Pi twong wu tién:

(10) bi¢n thoai di dong:
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PHU LUC 1.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

TT Tén thanh phan ho so chup/bén dién tir budc dinh kem chinh kl(;:l ghan ket | Diéu kién veé ky thuat
1 | Phiéu dang ky du tuyén Scan ban chinh Phi¢u Bit budc Nop ban chinh File ky s P odc Scan

dang ky du tuyén

mau




CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

(DGR G A X 6) | +eereeeeeeeesssss
(Scan anh néu
nop qua internet)

I. THONG TIN CA NHAN

Ho vatén: ............oooeiiiiiiiiin, Ngaysinh ..................... Nam o0 Nir o

DAN tOC: +.vieieiieee e TON GIAO: .

S6 CMTND: ..., Ngay CAP: ..ovvveeeeeeeninnnn, NOT CAP: oveveevevevereeeer e
Dién thoai 1i8n hé dé bA0 tiN: «....veee et Email: ....cccooovveiiiiiiiieccn,

QUE GUAN: ..ottt e ettt et e et e e teeseeneese et esestasreaneereaneeneeneeneeneens

HO KDAU thUONE tU: .voveoeeeeeeeeeeseeeeeeessesseseeseensesssseseeensessesesnesessssseenssnsensseseeseass

Chd & hien Nay (A€ DAO tN): .....veoverereereeeeeeeeeeeeeeeeeeeeeeees s ee s seeneeses s s eeneeneneenen.

Tinh trang sicc khoe: .......................... ,Chiducao ........................ , Can nang: .............. kg

Thanh phan ban thaAn N8N NAY: c........cc.vveeveeeeeeeeererereeeeeeeeeresreereeessesseeseessessesseesesesenseesesneass

Trinh dQ VAN NOA: .....vviiiiiiic e e e

Trinh d6 chuyén mon cao nhat: ............................. Loai hinh dao tao: .............cocceeeeveennnn.

’ II. HOAN CANH GIA DINH
1. BO me:

-Hovaténbd: .................... Tuéj: ................... Ngh& nghi8p:......vvecvrreererereieerereenene,
Trudc cach mang Thang 8 1am g@i? O dAu? .......cooeiiiiiiiiiee e
Trong khang chién chéng thyc dan Phap 1am gi? O dAu2.......ccovvevveveeceereeeeeeeieees

-Hovaténme: ..................... e Tudit....ooevnn..... Nghé nghiép: .....covvvvvrrrrennns
Trudc cach mang Thang 8 1am gi? O GAU? .....ceiiiiiiiiiee e



- Noi LA VIGC: weriiiiiiiii ettt ettt e e et e e e e et e e e e s bt e e e e e et te e e e e br e e e e e abreeeeaaarreaeeannes
- ChO G hi€n NAy: ..o
3. Vo hoac chong:

= NEHE NGRIEP: cvvveeeeecvieeeee et s et s e en st n s s ene e e
= INOT LAIM VIEC: ittt et e e e e e e e s s e bbb e e e e e e e s s s saab bbb aeeeeeeessaanrees
= ChO G MBI NAY: co.voveveicecteeee ettt
4. Céac con:

B N YR Y1 (Y1) s TN
= NOT LAM VIGC: 1eiiiiiiiiii ettt e e e e et e e e e et e e e e e bb e e e e e sabeeeeesbaeeeesaanreeeeenres

- Chd & hién nay: .....ccooevevvevriercrnnn, S s T
III. POI TUQNG UU TIEN (NEU CO)

IV. QUA TRINH PAO TAO

Chuyén nganh |Hinh thirc dao| Xép loai bang /Ching
dao tao tao® chi

Tur thang, nam

£ . N Tén co sé dao tao
dén thang, nam

V. THANH TiCH HQC TAP, NGHIEN CUU KHOA HQC

Tén cudc thi, cong trinh Két qua cuc thi, cong

ot nghién ciru That gian®® trinh nghién ceu® Ghi chu
1
2
3
4

T6i xin cam doan nhiing 15i khai trén ciia toi 1a dang sy that. Sau khi nhan dugc thong bao trang tuyén
t61 s& hoan thién hd so theo quy dinh. Néu sai sy that thi két qua tuyén dung cuia t6i s€ bi co quan co
tham quyén tuyén dung huy bo va t6i s& chiu trach nhiém trudc phap luat vé viéc ké khai thong tin
khong dung su that./.

NGUOI VIET PHIEU
(Ky, ghi ro ho tén)

WGhi dung vi tri viée lam dang ky du tuyén.

) Ghi dung tén co quan, t6 chirc, don vi c6 thong bao tuyén dung.

®) Ghi 5 hinh thirc dao tao: Chinh quy, tai chirc, ddo tao tir xa, boi dudng.... /Vin bang TSKH, TS,
Ths, Cir nhan, K¥ su..../Chimg chi tin hoc dat Chuan k¥ nang st dung cong nghé thong tin theo quy
dinh ctia Bo Thong tin va Truyén thong; Chig chi ngoai ngit theo khung ning lyc ngoai ngit 6 bac
dung cho Viét Nam theo quy dinh ctia B6 Gido duc va DPao tao.

“)Ghi 15 thoi gian tham gia cudc thi, thoi gian thyc hién cong trinh nghién ctru.

®) Ghi 15 da dat giai thuong gi trong cac cude thi; cdng trinh nghién ciru khoa hoc va duoc cap nao
cong nhan; két qua nghién ciru khoa hoc da duge dang trén cac tap chi khoa hoc chuyén nganh nao &
trong hoac ngoai nudc.



2. Quy trinh: Tiép nhin vao lam cong chire (QT-02)

Thoi

Can cw

Bwéc | Chi thé Quy trinh chi tiét : Trang thai L Ghi cha
gian phap ly
- Co quan, t6 chirc ndp hd so truc tuyén tai Cong dich vu cong Cong Dich vu
qudc gia (dia chi: dichvucong.gov.vn) hodc Cong dich vu cong cong Qudc gia
ctia Thanh phé (dia chi: dichvucong.hanoi.gov.vn); thyc hién ding | - Nghj dinh
- Nguoi nop ho so dang ky tai khoan giao dich dién ti, nhap moét lan, | &
dang nhap tai khoan, xac thuc dinh danh dién tir (theo diéu hudng
. oA AR . N N = | 138/2020/N

hudng dan trén Cong Dich vy cong). nguoi dung téi .
- Céng DVC két ndi voi CSDLDC dé khai théc cac truong Cong Dich wu|P-CP ngay
théng tin cua cong dan ¢ trong CSDLDC (khi dwoc két cong Thanh phé | 27/11/2020
ndi). dé thuc hién cac | cua  Chinh ‘
- Ngudi nop hé so lya chon: buéc tiép theo; | phui quy dinh | Ngudi nop ho so
+ Dich vu cong truc tuyén ~ |v&  tuyén | phai dang ky tai

,\1' . | Co quan, + Cp.on So Nl vu Tin khwoan gOm | qung, Sip khgftn glaovd1ch

Nop ho 4 chi + Linh vuc CCVC Tén dang nhap .| dién tu, dang
0 chirc L o x tne A , NV dung va NI )
SO’ + Chon thu tuc: Tiép nhan vao lam cong chuc va mat khau. A nhap tai khoan,
. . i quan ly cong | y4c thuc dinh

- Ngudi nop ho so dién cac ndi dung theo Biéu mau dién chuc; danh dién tu
tir (chi tiét tai Phu luc 2.1 kém theo). Biéu maiu dién |- Céc van
(Truong hop cac thong tin trong Bieu mdu dién tir da c6 tu; ban co6 lién
trong Co so dir ligu quOc gia vé dan cu, hé thong thdng tin Thong bao vé | quan cua co
co lién quan, dugc dz\eﬂ tw dong (néu co) o viéc da giri hd so | quan co
- Tich hop thanh phan h6 so theo mau tai Bi€u mau dién thanh cong, cho tham quyén
tir (chi tiet tai Phu luc 2.2 kém theo); kiém tra, tiép |theo quy
- Nguoi nop kiém tra, cap nhat thdng tin bao dam thong tin nhan, phan hdi. | dinh
day du, chinh xéc, hop phép.

Tize“;sp B¢ phan | 1. Nhﬁln théng béo c6 hd so méi.trén Hé théng; 03 ngay Th6ng bao hen tﬁggqrrﬁlgﬁg

nhén va Mot ctra | 2. Kiém tra ho so va cac thong tin; tra két qua (hodc o
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giai Truong hop hd so can b6 sung hodc hd so khong thudc tur Chéi» hodc | 01/2018/TT-
quyét tham quyén giai quyét: Guri Thong bao dén Nguoi nop ho huéng dan); VPCP ngay
ho so SO (mau Thong bao Dién tu) yéu cau bd sung hd so, hoan Phiéu chuyén xu 23/11/2018
thién ho so, néu 13 loai gidy td, ndi dung can bd sung dé ly (Thé hién| cua Van
Nguoi ndp hd so bd sung, hoan thién. trong Phan mém phong
3. Trudng hop hd so di diéu kién gidi quyét: bang Ignh | Chinh phu
3.1. Cap nhat théng tin vio Hé théng thong tin giai quyét chuyén).
TTHC (S6 theo ddi dién tir theo mau).
3.2. Xé4c nhén thong tin, giri thong bao tiép nhan (ma ho
S0 va ngady gio tra két qua) vao tai khoan ciia Nguoi ndp
hé so.
Chuyén hd so téi Truong Bo phan mot ctra; Chuyén ho so
dén Lanh dao phong chuyén mon thu Iy ho so.
4. Trudong hop Ngudi ndp ho so khong bo sung, hoan thién
duoc hd so thi Bo phan Mot ctra ¢6 Thong bao Dién tur tir
chéi giai quyét yéu cau ctiia Nguoi nop hd so.
Lanh 1. Truy CE_Alp. yéo Phan mém Mot ctra nhan thong béao co hd
dao so mdi va ti€p nhan ho so. ‘ Cap nhat trén
x 2. Phan cong cho cong chtrc thu 1y ho so, tham muu giai A X
Cong X H¢ thong;
chure quyeAt. , ;1A 2 A Yéu cau bd
phong 3. Cong chirc thu 1§ h6 so kiém tra ho so. .. | 20ngay | sung/ tir chdi
thu Iy h 4. Tham d}ph, t.rlnh Hoi dong Klerr} tra sat hach xem xét oidi quyét
: o ho so du dieu kién, khong du dicu kién du tuyén tiép nhan
vao lam Cong chirc.
Lanh | Phé duyét danh sach du, khong di diéu kién tham gia sat Cép nhat trén
dao Sé& | hach vao lam Cong chuec. Hé théng;
3. B¢ phan A Hoan thién cac
. e Trang thong tin - X
Hoan | Mot cwra/ s A 2 1A 1A A A ~R quy trinh két
thién hd | Té chirc 1. Tr‘a keF qua ;:ho co quan, to (fhuc ndp ho so. 3 ngay dqng bd C0£1g thiie hd so trén
- ~ 1A | 2.Ban giao ho so luu cho Phong CCVC. Dich vu quéc A A )
so; Tra | ngp ho gia Phan mém Dich
két qua SO’ vu cong




PHU LUC 2.1: NOI DUNG BIEU MAU PANG KY TIEP NHAN CONG CHUC

(1) Ho va tén:

(2) Ngay, thang, ndm sinh:

(3) Dan toc:

(4) Gioi tinh:

(5) Co quan, don vi c6 ngudi dang ky sat hach tiép nhan vao lam cong chirc:
(6) Dién thoai di dong:



PHU LUC 2.2: THANH PHAN HO SO PIEN TU
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o Y TS AL Bat bugc/khon Xuat trinh/ ng U
TT Tén thanh phin hd so Co'sodir lieu/ban | <oy o ginh | bn chinhkhi | PRU kign ve ky
chup/ban dién tw A A1 A - thuat
kem nhén két qua ,
1 | Cong vin dé nghi tiép nhan vao lam cong chirc. Scan ban chinh Bit budc Nop ban chinh Fllgéia};lsrzgllf%
So yéu Iy lich ngudi dang ky sat hach dé tiép nhan
vao lam céng chtrc theo quy dinh hi¢n hanh d‘u*qc ) File k¢ s6 hoic
2 | lap chdm nhat 1a 30 ngay trudc ngay ndp ho so | Scan ban chinh Bat budc Nop ban chinh ch; mAu
ti€ép nhan, c6 xac nhan cta co quan, td chirc, don
vl no1 cOng tac
3 B_én ,Saf)ACé(f Vénkbalmg, Ehﬁng chi theo yéu cau cia Scan ban chinh Bt bude Nop bén chinh File ky s6 Poéc
vi tri viéc lam can tuyén Scan mau
Giﬁy ching nhan stc khoe do co quan y té co ) File kv s6 hodic
4 | thAm quyén cap chdm nhat la 30 ngay trudc ngay | Scan ban chinh Bat budc Nop ban chinh Sczzl mAu
ndp ho so ti€p nhan
Ban tu nhan xét, danh gia cua nguoi duoc dé nghi
tiép nhén vé phém chét chinh tri, phém chat dao ) File k¥ s hoic
5 | dtc, trinh d6 va nang luc chuyén mon, nghiép vu, | Scan ban chinh Bat budc Nop ban chinh 8023;1 miu :

qué trinh cong tac c6 xac nhdn cua nguoi dung
dau co quan, t6 churc, don vi noi cong tac
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3. Quy trinh: Thi ning ngach cong chirc (QT-03)

Buéc | Chi thé Quy trinh chi tiét rgll:;l Trang thai Can cu phap ly Ghi chu
- C4 nhan ndp ho so truc tuyén tai Cong dich vu cong Cong Dich vu
quéc gia (dia chi: dichvucong.gov.vn) hoic Cong dich vu cong Qudc gia
cong cuia Thanh phé (dia chi: dichvucong.hanoi.gov.vn); thuc hién dang
- Ngudi nop ho so dang ky tai khoan giao dich dién nhiap mot lan,
tir, dang nhap tai khoan, xac thuc dinh danh dién tir diéu hudng
(theo huéng dan trén Cong Dich vu cong). nguoi ding toi| o g
- Cdng DVC két néi véi CSDLDC dé khai thac cac Cong Dich vu gt
treong théng tin cua cdng dan c6 trong CSDLDC cong Thanh phd 138/2020/ND-CP Neudi né
(khi duoc két néi). dé thye hién cic | NGay 27/11/2020 | > g‘ig' 'L‘;‘I’
- Ngudi nop hd so lya chon: bude tiép theo; | cia Chinh phit | o250 BIEL
+ Dich vu c6ng truc tuyén | quy dinh vé tuyén kho%én giao
L | Té chie, | T Chon So-Ni vu Tai khoan gom | dung, sir dung va | gich dien tu,
Nop ho L A + Linh vuc CCVC Tén dang nhap : , A - A
SO ca nhan + Chon thu tuc: Thi ndng ngach cdng chic va mat khau quan Iy cong | dang nhap
: = : - : chtrc; tai khoan,
- Nguoi nop hd so dién cac ndi dung theo Biéu miu - Céac van bén ¢6 | XdcC thuc
dién tir (chi tiét tai Phu luc 3.1 kém theo). Bidu mau dien lién quan cua co d;n.fl daph
(Trueong hop cac thong tin trong Biéu mau dién tir da tir; " |quan  c6  tham | dién tu
¢6 trong Co s¢ di lidu quac gia vé ddn cu, hé thong Thong bao vé quyen theo quy
thong tin cd lién quan, dugc dien tur dong (néu CO) viéc da gui ho so dinh
- Tich hop thanh phan hd so theo mau tai Biéu mau thanh cong, cho
dién tir (chi tiét tai Phu luc 3.2 kém theo); kiém tra, tiép
- Nguoi nop kiém tra, cap nhat thdng tin bao dam nhan, phan hoi.
thong tin day du, chinh xac, hop phép.
2. N T C LA e A TTA LA R . Biéu mau theo
< B0 phan | 1. Nhan thong bdo c¢6 ho so mdi trén HE thong; \ Thong bdo hen A
Tiep Mot cira | 2. Kiém tra hd so va cac thong tin; > ngay tra két qua (hoic Thong
nhén va : ’ ’ : 01/2018/TT-
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giai Truong hop ho Ny can bo sung hoac hd so khong tr  choi, hoac VPCP ngay
quyét thudc tham quyen gidi quyét: Guri Théng bao den huéng dan); 23/11/2018 cua
ho so Nguoi nop ho so (miu Thong bao Dién tir) yéu cau Phiéu chuyén xur | Van phong Chinh
bd sung ho s0, hoan thién hd so, néu rd loai giay to, ly (Thé hién phu
ndi dung can bd sung dé Ngudi ndp hod so bo sung, trong Phan mém
hoan thién. bang Iénh
3. Truong hop hd so du didu kién giai quyét: chuyén).
3.1. Cép nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo dai dién tir theo méu)
3.2. Xac nhan thong tin, gui thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan cua
Nguoi nop ho so.
Chuyén hd so téi Truong B phan mét ctra; Chuyén
hd so dén Lanh dao phong chuyén mén thu Iy hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién dugc ho so thi Bo phan Mot ctra c6 Thong bao Dién
tir tir chéi giai quyét yéu cau cta Ngudi ndp ho so.
~ 1. Truy cap vao Phan mém Mot cira nhin thong bao
Lanh 1A Py A 1A
¢6 ho so moi va ti€p nhan ho so. A At
dao, A ~ . ;1A Cap nhat trén
2 2. Phan cong cho cong chirc thu 1y ho so, tham muu ALK
COl,qg giai quyét. X HA@ th? e,
pcr:l;]cg 3. Cong chﬁ:c thu Iy ho so kiém tra h@g SO. ‘ 40 ngay szrfg/iiruci%i
thy Iy h 3 4, Th@m d}ﬂh, trinh UBNQ Thé.mh pho xem xét ho so gidi quy &
: so dua di€u ki¢n, khong du di€u kién dy thi nang ngach
cong chirc
dI;?)nSh& Trinh Dé 4n t6 chirc thi nang ngach cong chic 02 ngay C%)énglggr;[;en
Lanh o Cap nht trén Nghi dinh
dao Phé duyét Bé an to chuc thi ndng ngach cong chuc 10 ngay ﬁé thén 138/2020/NDb-CP
UBND » thong cita Chinh phu
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Thanh
pho
Cong - £ A = 12 \ 4 \ ‘a A Ag 1r
, Ti€p nhan van ban cuia UBND Thanh pho, hoan thién . Cap nhat trén
chirc thu | A A nl 02 ngay 1A
, x| hoso guri bd phan mot ctra H¢ thong
ly ho so
3. B¢ phan NP
Hoan | Mgt cira/ Hg;‘é‘ tﬂ“?n
thién ho | To chirc , 7 ‘ Trang thong tin trinhqut
so; Tra cong 1. Tra két qua cho T6 churc, cong dan, Ngudi ndp ho so. 03 naa dong bo Cong thiic hd so
két qua dan, 2. Ban giao ho so luu cho Phong CCVC. gay Dich vu quoc n N
nguoi ia trén Phan
swo1 9 mém Dich
nop ho A
Vu cong

SO
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PHU LUC 3.1: NOI DUNG BIEU MAU PANG KY THI NANG NGACHCONG CHUC

Théng tin nguwoi Ndp hd so
. Ho va tén:

. S6 dién thoai:

. Email:

. S6 CMND/CCCD:
. Ngay cap:

. Noi cép:

. P1a chi:

IL. Théng tin dé nghi
1. Pon vi dé nghi:

2. Noi dung dé nghi:

U= VI NUURE SR
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PHU LUC 3.2: THANH PHAN HO SO PIEN TU

Bit Xuit trinh/ ‘ ‘
Tén thanh phan hd so Co s& dfr lié.ll/bﬁ?n bu(.'zc/kh(:)ng n(f)p.béll chi?h Diétl kiél} veé
chup/ban dién tir bat bufc khi nhan két ky thuat
i dinh kém qua
Soyéuly ljcl} can bg, cong chure, vién chuc ‘Eheo quy dinh hién hanh, dugc , File ky s
1ap cham nhat la 30 ngay trudc thoi han cudi cung ndop ho so du thi nang Scan ban chinh Bat budc Nop ban chinh hodac Scan
ngach mau
Bén nhan xét, d?inh gia cua nguoi ding d?17u co quan, t6 chirc sir dung can File ky s
b, cong chirc ve viéc dap ung céc tiéu chuan, dicu kién dang ky du thi theo Scan ban chinh Bit budc Nop ban chinh hodc Scan
quy dinh mau
Ban sao vin bang, ching chi theo yéu ciu ciia ngach dy thi;
Truong hop cong chire cd bang tot nghiép chuyén mon di chuan dau ra ’
vé ngoai ngir hodc tin hoc theo quy dinh ma twong tmg voi yéu ciu cta Khéng bét File ky so
ngach du thi thi khong phai ndp chung chi ngoai ngtr, tin hoc. Scan ban chinh bubde Nop ban sao hoac ‘AScan
Truong hop cong chitc duge mién thi mon ngoai ngit hodc mon tin hoc ' mau
quy dinh tai khoan 6, khoan 7 Diéu 37 Nghi dinh nay thi khong phai nop
chung chi ngoai ngft, tin hoc.
Cac yéu cau khac theo quy dinh vé tiéu chuén nghié¢p vu cua ngach cong , , Khong bét N Fﬂf: ky s
chire du thi, Scan ban chinh budc Nop ban sao hoac ‘Scan

mau
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DANH SACH CONG CHUC CO PU TIEU CHUAN, PIEU KIEN PUQC CU DU THI NANG NGACH

TUNGACH.................. LENNGACH ...........uuee.. NAM ............
tT]g?]y Chie | Co | Thei Mikc lwong hién| Viin bang, chirng chi theo yéu ciu ciia Puoc mién
nang . . huéng ngach du thi thi
nam sinh | vu |quan|gian giir : : Neoai
hoac | don | ngach ng & | Ghi
TT|Ho va tén chire | vi | (kécd |y Trinh dine | oha
danh |dang| ngach ~ % |[Trinh dd| @oly | Trinh | Trinh |Trinh do . . ang
| A . : ngach | Heé so N A n A e . Tin| Ngoai | ky thi
Nam |Nir| cong | lam | twong s A : chuyén | luan do |[dotin| ngoai -
. hién | lwong A Bk hoc| ngir
tac | viéc | dwong) i mon | chinh |QLNN| hoc ngir :
g tri
O] @ @@ 6 (6 O (@) 9) (10) | A1 | 12) | 13) | (14) (16)| 17 | 18) | (19
......... ,ngay...... thang...... ndm......

Thi truedng co quan, don vj
(Ky tén, dong dau)




4. Quy trinh: Thing hang chitc danh nghé nghiép vién chirc (QT-04)

Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- CF nhan nop h? 80’ tryc tuyen tai Cong 9'10h Vu cong Céng Dich vu
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich A L.
R \ X / . .. cong Quoc gia
vu cong cua Thanh pho (dia chi: A ax
; . _ thyc hién dang
dichvucong.hanoi.gov.vn); ~ Ar 1A
N - . L. . o nhap mot lan,
- Nguoi nop ho so dang ky tai khoan giao dich dién s A .
.o Y NN : ... | 15ngay |dicu hudng
tur, dang nhap tai khOan,q xac thuc dinh danh dién tir 1A tr noudi dine 61 o .
(theo hudng din trén Céng Dich vu cong). OAv &6 C%n Dicl% v | Nghi dinh 50
- Cdng DVC két néi véi CSDLDC dé khai thac cac I?ug’ng o gg Thanh phé 138/2020/ND-CP
tméfng th()ng ti?. cua cong dan co trong CSDLDC dinnép | dé thuc hién cac ngay  27/11/2020 | Nguoi nop hd
(khi dugc ket noi). hdso | budc tip theo; | €Ua Chinh phu quy | so phai dang
L , ;_ NI:)g}I(;I nQpAho so lua Ch;Qn: dinh vé tuyén dung, l_(y tél. khogjm
Nop C? /Ch Vi Cong truc tyen Tai khoan gdm | st dung va quan ly | 9120 dich di¢n
N nhan | + Chon So Ngi vu A i R . , tir, ding nhap
ho so ~ Tén dang nhép | cong chir; o .
+ Linh vuc CCVC va mat khiu Céc vi ’ ban cd tai khoan, xac
+ Chon thyi tuc: Théng hang CDNN vién chirc - B ac van ban co thuc dinh
- Nguoi nop ho so dien cac ndi dung theo Bi€u mau fen quan :ﬁl aco danh dién ta
dién tir (chi tiét tai Phy luc 4.1 kém theo). Biéu miu dien| I Cﬁ am
(Truong hop céc thong tin trong Biéu mau dién ti da ti; quyerg lelo quy
co trong Co so dir lieu quoc gia veé dan cu, hé thong Thong bao vé n
théng tin co lién quan, duwoc dien ty d‘ong (neu co) viéc da gui ho so
- Tich hop thanh phan hd so theo mau tai Biéu miu thanh cong, chor
dién tur (chi tiét tai Phu luc 4.2 kém theo); kiém tra, t1ep
- Nguoi nop kiém tra, cap nhat théng tin bao dam nhan, phan hoi.
thong tin day du, chinh xéc, hop phép.
2. B0 1. Nh?ln th()ng bao c6 hd so méi trén Hé théng; Thong bdo hen Biéu mau theo
Tiép | phan | 2.Kiém tra ho so va cic thong tin; tra keét qua (hoac Thong tu
nhin | M@t | Truong hop hod so can bo sung hodc hd so khong tr chdi, hogic | 01/2018/TT-VPCP
vagidi | ctra | thudc thAim quyén giai quyét: Giri Thong bao dén hudng dan); ngay 23/11/2018
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
ql‘lyét Nguoi nop hé so (mau Thong bao Dién tr) yu cau Phiéu chyyén XU cua Van phong
ho so b sung ho 50, hoan thién ho so, néu rd loai giay to, ly (The hién Chinh phu
ndi dung can bd sung dé Ngudi ndp ho so b sung, trong Phan mém
hoan thién. 5 ngay bang Iénh
3. Trudng hop ho so du diéu kién giai quyét: chuyén).
3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyétTTTﬂS(Sétheodﬁidﬁnt&theornﬁu)
3.2. Xac nhan thong tin, gui thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cta
Nguoi nop ho so.
Chuyén }16 so t&1 Truong B phan mot clra; Chuyér‘l
hd so dén Lanh dao phong chuyén mon thu ly ho
SO.
4. Truong hop Nguoi nop ho so khong bo sung, hoan
thién duoc ho so thi B phan Mot ctra ¢6 Thong bao
Pién tir tir chi giai quyét yeu cau ctia Nguoi ndp ho so.
~ 1. Truy cdp vao Phan mém Mot cira nhan thong béo
Lanh L 1A Y A 1A
c6 ho so mai va tiép nhan ho so. A At A TTA
dao, A A N , S 1A Cép nhat trén H¢
R 2. Phan cong cho cong chuc thu 1y ho so, tham muu X
Cong aidi quyét thong;
cﬂgg 3.Cépgchﬁcthulyhésoﬂdénluah6§0. ‘ 40 ngay ;Z:iiii;gi
fhu 19 4. Tham dinh, trinh UBND Thanh phé xem xét hé oy
WY so du didu kién, khong da didu kién dy thi nang glatquy
ho so A ,
nghach cong chuc
3. ~ A e oA TTA
Trinh Lanh .. | Trinh D& 4n t6 chtrc thang hang CDNN vién chiic | 02 ngay Cap nhr{’t tren He
dao S¢& thong

Pé an
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
Lanh
4.Phé | dao . Ae TOA o R 1o 1 A . ot n TTA Nghi dinh
duyét | UBND Sttllzcduyet D¢ an t6 chirc thang hang CDNN vién 12 ngay Cap n&:_g: ntren H¢ 1382020 cila
pé an | Thanh & Chinh phu
pho
1. Tiép nhan van ban tr UBND Thanh pho, trinh
con Lanh dao S& ban hanh Thong bao danh sach thi sinh
"9 | qu didu kién, khong di diéu kién tham dy thing N
chire A , X Cép nhat trén H¢
thu I¥ hang CDNN vién chtrc. ‘ 05 ngay thén
L wy 2. Hoan thién danh séch thi sinh du didu kién, khong &
5 du diéu kién tham du thang hang CDNN vién chirc
| gur1 bd phan mot cura.
Hoan ~
oA B0
thién N
hd so phan
0505 1 Mapt
Tra L Hoan thién
két cura/ ; : ) Trang théng tin cac quy trinh
- To 1. Tra két qua cho T6 chure, cong dan, Ngudoi nop hod A A R L, opr 1A
qua , \ dong by Cong két thac ho so
chire ) so. ) 03 ngay Dich vu quéc trén Phan
cong | 2. Ban giao ho so Iuu cho Phong CCVC. I vig A .
dan gia mém Dich vu
\ cong
nguoi
nop ho
SO
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PHU LUC 4.1: NOI DUNG BIEU MAU PANG KY THI HOAC XET THANG HANG CDNN VIEN CHUC

I. Théng tin ngudi ndp hd so
1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:
5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi
1. Pon vi d& nghi:

2. Noi dung dé nghi:
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PHU LUC 4.2: THANH PHAN HO SO PIEN TU

Co s& dir Biit Xuit trinh/
n ) A LA liéu/ban budc/khdng | ndp ban chinh | Piéu kién vé k¥
i Tén thanh phan ho sor chup/bén dién | batbujc | khinhin két thuat
twr dinh kem qua
So yéu ly lich vién chtric theo quy dinh hién hanh dugc 1ap cham
nhat 14 30 ngay trude thoi han cubi ciing ndp hd so du thi hodc xét . ile k¥ s6 hod

. s s Tl CHRE TIOP 70 59 L ‘ Scanban chinh | Batbuoc | Nop ban chinh | 1S KV 0 hode
thang hang chirc danh nghé nghiép, c6 x4c nhén cia co quan, don Scan mau
vi sit dung vién chuc
Ban nhan xét, danh gia cta nguoi ding dau don vi su nghiép cong
1ap st dung vién chirc hodc cta nguoi dimg dau co quan c6 tham o

2 | quyén quan ly don vi su nghiép cong 1ap vé céc tidu chudn, diéu | Scan ban chinh Bit budc Nop ban chinh File ky so P 0ac

A ae , S , A n i i Scan mau
kién dang ky du thi hodc xét thing hang chuc danh nghé nghiép
cua vién churc theo quy dinh
Ban sao cac vin bang, chimg chi theo yéu cau cua chirc danh
nghé nghi¢p du thi hodc xét thang hang;
Truong hop vién chirc ¢6 bang tot nghiép chuyén mén da chuan )

3 dau ra vé ngoai ngtt, tin hoc theo quy dinh ma twong tng véi yéu Scan ban chinh Bét budc N(_)P ban sao File ky so Poac
cau ctia chtre danh nghé nghiép du thi hoic xét thang hang thi chung thuc Scan mau
dugc su dung thay thé chung chi ngoai ngfr, tin hoc;

Trudng hop vién chuce dugce mién thi mon ngoai ngir, mon tin hoc
quy dinh thi duoc mién ching chi ngoai ngit, chirng chi tin hoc
Céc yéu cau khac theo quy dinh cta tiéu chuan chirc danh nghé \ . Khong bit Nop ban sao File ky sb hoic

6 o S s Scan ban chinh X A A

nghiép du thi hoac xét thang hang. budc chung thuc Scan mau
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DANH SACH VIEN CHU'C CO PU CAC TIEU CHUAN, PIEU KIEN DU THI HOAC XET THANG HANG CHUC DANH NGHE NGHIEP
TU CHUC DANH ... LEN CHUC DANH ... NAM

Thoi |Mikc lwong hién| Vin bang, chirng chi theo yéu ciu ciia

Puwgc mién Ghi
gian giir hwéong hang du thi thi chu
Chic | Co | CDNN
\ vu |quan| (ke ca .
Ho [ N9 hodc | don |thoi gian M sb \ Co ab Ngoai
< [thang ~ ; . oo , Trinh | . n LA ngir
TT|va| . °[Nam|Nir| chic | vi giir chure . A | 4~ 1. |Trinh dO| . . ~|an, cong o
~ | ndm A £ Trinh d9 | do ly .+ |Trinh(Trinh d§| . . . | dang
tén| . danh |dang| ngach | HE¢ so6 | danh A ~° |quanly |.. .. .| trinh | Tin | Ngoai | . ..°.
sinh A \ < x» | Chuyén | luan " |do tin| ngoai -~ | ky thi
cong | lam | hoac |lwong| nghe : k nghé > hoc | ngir
. in on mon | chinh .~ | hoc | ngir :
tac | viéc | hang nghiép tri nghiép
tuwong hién giir ’
duong)

W@ G @ [G € (O] @© © | 10 1) | 129 | (13) |14 | (15 | (18 (A7) | (18) | (19) |(20)

.......... ngay ... thang ... nam ...
Thu trwéng co quan, don vi
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5. Quy trinh: Thi tuyén vién chirc (QT-05)

Buée Chii thé Quy trinh chi tiét Thoi gian Trang thai gf?élllpcll;/ Ghi chu
- Canhan nop ho so truc tuyen tai Cong dich vu cng quéc gia Cong Dich vu|-  Nghi
(dia chi: dichvucong.gov.vn) hoac Cong dich vu cbng cua cong Quoc gia | dinh  sé
Thanh phé (dia chi: dichvucong.hanoi.gov.vn); thye hién dang | 115/2020/
- Nguoi nop ho so dang ky tai khoan giao dich dién ti, nhap mot lan, ND-CP
dang nhap tai khoan, xac thuc dinh danh dién tir (theo diéu hudng .
hwéng dan trén Cng Dich vy cong). nguoi dung t6i | N9
- Cbng DVC két ndi véi CSDLDC dé khai thac cac truong Coéng Dich vu | 25/9/2020
thdng tin cia cong dan c6 trong CSDLDC (khi duoc ket cong Thanh phé | cua Chinh
noi). de thyc hién céc | phu  vé Ay
- Nguoi nop hé so lya chon: buéc tiép theo; tuyén Ijg‘;?llé?odgr?go
* Dich vy cOng trc tuyen | . |dung, sir| Ky tai khoan
1. + Chon So Noi vu Tai khoan gom dung va| giao dich dién
Nop ho | Canhan | + Linh vuc CCVC Tén dang nhap | 7 |t dine nha
50 + Chon th tuc: Thi tuyén vién chiic vimatkhau, | QUM 1Y) R OEP
vién 1
- Ngudoi nop hé so dién cac noi dung theo Biéu mau dién chuc; thye d}nh d anh
tir (chi tiét tai Phu luc 5.1 kém theo). Biéu miu dién | - Cac vin dién tu
(Triong hop cac thdng tin trong Biéu mdu dién tir da co tir; ban  cb
trong Co' s¢ dit liéu quoc gia vé dan cu, hé thong thdng tin Thong bao vé |lién quan
¢d lién quan, dugc dién w dong (neu co) . viécda grihdso | cla  co
- Tich hqp thanh phan ho so theo mau tai Biéu mau dién thanh cong, cho | quan co
- Nguoi nop kiém tra, cap nhat thong tin bao dam thong tin nhan, phan hdi. | quyén
day du, chinh xéc, hop phap. theo quy
dinh
2 B0 phin | 1. Nhan thong bao co ho6 so méi trén Hé thong; 30 ngay Thong bao hen Biéu mau
' Mot cira | 2. Kiém tra ho so va cac thong tin; trd két qua (hodc theo
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Tiep Truong hop hd so can bd sung hoidc hd so khong thudce tu  choi, hodc | Thong tu
nhén va tham quyén giai quyét: Guri Thong bao dén Nguoi nop ho hudng dan); 01/2018/
giﬁi’ SO (mau Thong bao Dién tu) yéu cau bod sung hd so, hoan Phiéu chyyén xu | TT-VPCP
quyeét thién hd so, néu 13 loai gidy td, ndi dung can bd sung dé ly (Thé hién ngay
ho so Ngu‘o’l nop ho SO bo sung, hoan thién. trpng Phan mém | 23/11/201
3. Trudng hop hd so di diéu kién gidi quyét: bang Iénh | 8 cua Van
3.1. Cap nhat théng tin vio Hé théng thong tin giai quyét chuyén). phong
TTHC (S theo doi dién tir theo mau). Ch}'lr]h
3.2. Xé4c nhén thong tin, giri thong bao tiép nhan (ma ho phu
S0 va ngady gio tra két qua) vao tai khoan ciia Nguoi ndp
hd so.
ChuyélhésotéiTYangIBéphanantc&a;Chuyélhéso
dén Lanh dao phong chuyén mon thu Iy ho so.
4. Truong hop Nguoi nop hd so khong bd sung, hoan thién
duoc hd so thi Bo phan Mot ctra c6 Thong bao Pién tir tir chéi
giai quyét yéu cau ctia Nguoi ndp hd so.
1. Truy cép vao Phan mém Mot cira nhan thong bao c6 hd
Linh dao. | %° m&i va tiép nhan ho so. . N Cap nhat trén
Cong ch.l’ré 2. Phan cong cho cong chire thy 1y ho6 so, tham muu giai \ He¢ thong;
phong thy quyét. ‘ . ‘ 15 ngay 'YéucéubQ‘
¥ ho so' 3. Cong chirc thu 1y ho so kiém tra ho so. ‘ sung/ tir choi
y 4. Tham dinh, trinh Hi dong thi tuyén xem xét ho so du giai quyet
diéu kién, khong du diéu kién dy tuyén vién chic.
Lanh dao | Phé duyét danh sach du diéu kién, khong du diéu kién du . Cap nhat trén
. PR . 1 ngay A o1 A
Sé tuyén vién chirc. H¢ thong;
B¢ phan A s
}4§én Mot cira/ ’ ? ‘ Trang thong tin Iiﬁi?é?ﬁiléic
.~ x| Tochie |1.Trakétquacho To chirc, cong dan, Nguoi ndp ho so. \ dong bo Cong 1A A
thién ho | A N A \ 7 ngay : X thic ho so trén
“.. | congdan, |2.Ban giao ho so luu cho Phong CCVC. Dich vu quoc XA
so; Tra neuding gia Phanrnmn
két qua g °p Dich vu cong

ho so
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PHU LUC 5.1: NOI DUNG BIEU MAU PANG KY THI TUYEN VIEN CHUC

(1) Ho va tén:

(2) Ngay, thang, ndm sinh:

(3) Dén toc:

(4) Gidi tinh:

(5) Trinh d6 chuyén moén dang ky du thi:
(6) Nganh hodc chuyén nganh dang ky dy thi:
(7) Vi tri dang ky du thi:

(8) Phong ban dang ky du thi:

(9) Ngoai nglr dang ky du thi:

(10) Pugc mién thi ngoai ngit:

(11) Péi twong wu tién:

(12) bién thoai di dong:
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PHU LUC 5.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

Pidu kién vé ky

Il Ten thanh phan ho so chup/ban di¢n tir budc dinh kém chinh khi nhén két qua thuat
e : an chinh Phié L N File ky s6 hod
1 | Phiéu dang ky du tuyén Scafl ban’c fh Fied Bat budc Nop ban chinh 110 Xy 80 103¢
dang ky du tuyén Scan mau




MAu s6 01

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

.............. ngay.... thang.... nam ... ...
PHIEU PANG KY DU TUYEN
Vitridu tuy@n O:
Pon vidr tuyén @:
I. THONG TIN CA NHAN

(Dan anh 4x6)

HoO VA B0 oo
Ngay, thang, nAm sinh: ............................ Nam @ Nit

DAntoc: .oevviiiiii TON GIAO: .t
S6 CMND hoidc Thé cin cudc cong dan: ............. Ngay cip: ............ NoOi Cap: ..o,

S dién thoai di dong dé bao tin: .............................. Email: ...

Qué quan:

Ch & hidn nay (A8 BAO tI): ...t

Tinh trang suc khoe: ............... , Chiéu cao: ................. ,Canndng: ..., kg

Thanh phan ban thAn KiBN NAY: ..........oooiii e

Trinh G0 VAN NOA: .. .

Trinh G0 ChUYEN MON: L..o.ui e e aeaa

1. THONG TIN CO BAN VE GIA PINH
Nga . Qué quan, nghé nghiép, chirc danh, chirc vu, don vi
£ n DR gay, thang, n . a st N X

Moi quan hé Ho va tén nim sinh cong tac, hoc tap, noi ¢ (trong, ngoai nwérc); thanh

vién cac to chirc chinh tri - xa hdi .........

)

I11. THONG TIN VE QUA TRINH PAO TAO

Ngay, ghéng,
nam cap van

Chuyén nganh

Tén truwong, | Trinh do So hi€u cia dio tao (ghi [Nganh dio

co sé dao tao| van bang, van bang,

Hinh | Xép loai
thuc dao| bang,

bang, chirng X , ’ , ’ theo bang tao , .
chi cap ching chi ching chi diém) tao |chung chi

IV. THONG TIN VE QUA TRINH CONG TAC (néu c6)

Tir ngy, thang, nim dén

\ . < Co quan, tb chire, don vi cong tic
ngay, thang, nim quan, ’ reong
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V. MIEN THI NGOAI NGU, TIN HQC

(Thi sinh thuoc di¢n mién thi ngoai ngit, tin hoc can ghi 18 1y do mién thi & muc nay)
MiEn thi NEOAT NEIE 0T ....v ettt ettt
MIBN thi tN HOC AO% .+t

VL. PANG KY DU THI MON NGOAI NGU
(Thi sinh Iya chon va ghi & dang ky thi mot trong nam thu tleng Anh, Nga, Phap, Duc, Trung Qudc hodc ngoai
ngir khac theo yéu cau ctia vi tri viéc 1am tai Thong bao tuyén dung. Thi sinh dwoc mién thi mon ngoai ngi
khong phai dién thong tin & muyc nay).
bang ky du thi ngoai ngli: ...
VIL POI TUQNG UU TIEN (néu co)
T6i xin cam doan nhitng 101 khai trén cta t6i la dang sy that. Sau khi nhan dugc thong bao tring tuyén 101 sé
hoan thién hd so theo quy dinh. Néu sai sy that thi két qua tuyén dung cua t6i s€ bi co quan, don vi co thAm
quyén tuyén dung huy b, ti s& chiu trach nhiém trudc phap luat va cam két khong dang ky tham gia ky tuyén
dung ké tiép tai co quan tuyén dung./.

NGUOI VIET PHIEU
(Ky, ghi ro ho tén)
Ghi chu:
1. Ghi dung vi tri viéc lam ddng ky du tuyén;
2. Ghi ding tén co quan, td chire, don vi ¢6 chi tiéu tuyén dung;
3. Ngudi viét phiéu tich ddu X vao 6 trong tmg 6 Nam, Ni.



6. Quy trinh: Xét tuyén vién chirc (QT-06)

(Trirong hop céc thdng tin trong Biéu mau dién tir
da co trong Co so dir ligu quéc gia‘vé‘ dan cu, hé
thong thong tin co lién quan, duwoc dién tw dong (neu
co

- %ich hop thanh phan hd so theo miu tai Biéu
mau dién tir (chi tiét tai Phu luc 6.2 kém theo).

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

t;

Thong bao vé
viéc da giri ho so
thanh coéng, cho
kiém tra, tiép
nhan, phan hoi.

tuyén dung, st
dung va quan ly
vién chuc;

- Céc van ban co
lién quan cua co
quan c6 tham
quyén theo quy
dinh

Budée Chii thé Quy trinh chi tiét rgll:;l Trang thai Can cu phap ly Ghi chu
- Canhan nop ho so tryc tuyeén tai Cong dich vu cong Céne Dich vy | NGi  dinh s6
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich con gg Quéc gié 140/2017/ND-
?Jlnii:hvu((::grr]\g han%lili]ov \;I;:;?nh o (A thye hi¢n dang | CP ngay 05/12/
- Nguoi nop hd so ding ky tai khoan giao dich ‘;?ealf m‘-’thué?’ 2017 cua Chinh
dién tir, dang nhap tai khoan, xéc thyc dinh danh ot diin té% phu ve ,Ch'”h
dién tir (theo hugng dan trén Cong Dich vu cong). C%n Dicl% sach thu hut tao
- Cong DVC két néi v6i CSDLDC dé khai thac c@ngThe{nh ;‘; ngudn can bo tir
cac truong théng tin cua cong dan cd trong 4 i hia PU%\ sinh  vien  tét Ngudi nop
CSDLDC (khi duoc két ndi) © thye hien cac | .. Ut s e ek
Neudi nan o so Lua ch 4 bude tiép theo; | NGNICP Xuat sac, | ho so phai
N [;gz}éﬁlvrllogéno i?wg?uc é%n. ~ | can bo khoa hoc | dang ky tai
N + Chom syt Tai khoan gdm | tré; khoan giao
Nop hd | CAnhan | & [inh vec CCVC Tén Adéﬁlfx nhdp | - Nghi dinh sé dﬁgﬁ;g’
S0 + Chon thai tuc: Xét tuyén vién chic va mat khau. 115/2020/ND- t3i khoan
‘ ‘ 7 CP ngay | 4 ’
- I:Iguc‘ri nop ho so dién cac ndi dung theo Bicu 25/9/2020  cua Xa(f:] t(;“-rch
mau dién tir (chi tiét tai Phu luc 6.1 kém theo). L ) . 5| dinhdan
Biéu mau dién | Chinh phu vé dién tr
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1. Nhan thong bao c6 ho so méi trén Hé théng;

2. Kiém tra ho so va cac thong tin;

Truong hop ho S0 can bo sung hodc hd so khong
thudc thim quyen giai quyét: Guri Thong bao dén
Nguoi nop hd so (miu Thong bao Dién tir) yéu
cau bd sung hod s0, hoan thién ho so0, néu rd loai
glay t&, ndi dung can bd sung dé Nguoi ndp ho so
b sung, hoan thién.

Thong bao hen
tra két qua (hoac

Biéu mau theo

3. Trudng hop ho so du diéu kién giai quyét: tr chdi, hodc Théng tur
B4 phan 3.1. ACélp nhat thc;)ng tin V:a‘o I'-IAé thﬁéng th6n§ tin giai ‘ hu’é’pg dén)% 01/2018/TT-
Mot cira quyét TTHC (S6 theo doi dién tir theo mau) 30ngay | Phiéu chuyén .xfr VPCP ngay
9, : 3.2. Xac nhan thong tin, g thong bao tiép nhan Iy (Thé hién | 23/11/2018 cua
Tiép (mé ho so va ngay gio tra két qua) vao tai khoan tr?ng Phéan mAém Vﬁl”l ph(‘mg
nhan va cua Ngu:m ‘nop hé so. bangx 1énh Chinh phu
g'i:ii Chuyén ho so t6i Truong BO phdn mot cua; chuyén).
quyét Chuyén h6 so dén Lanh dao phong chuyén mon
hd so thu 1y ho so.
4. Trudng hop Nguoi ndp hd so khong bo sung, hoan
thién duoc ho so thi Bd phan Mot ctra ¢6 Thong bao
Dién tir tir chéi giai quyét yéu cau ctia Nguoi ndp hd
SO.
1. Truy cdp vao Phan mém Mot ctra nhan thong
bao ¢6 hd so méi va tiép nhan ho so. ‘ Cap nhat trén He
Lanh dao, | 2. Phan cong cho cong chirc thy ly h6 so, tham : théng' i
Cong chirc | muu giai quyeét. ‘ 7 ‘ 15 ngay Yéu c éu’b 5
phong thu | 3. Cong chuc thu 1y ho so kiém tra ho so. < 1A
Iy ho so¢ | 4. Tham dinh, trinh Hoi dong xét tuyén xem xét sung/ tw C?Ol
hd so du didu kién, khong dii diéu kién xét tuyén giat quyct
vién churc.
Lanh dao | Phé duyét danh sach du diéu kién, khong du dicu 1 ngay Cap nhit trén Hé
So kién xét tuyén vién chirc. thong;
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B$ phan HO,al’l thién
3 Mot cira/ ; : 5 Trang théng tin cac quy
Hoan 2o 1. Tra két qua cho To chure, cong dan, Nguo1 ndop ho X A ~R trinh két
.~ x| Tochire \ dong b Cong . 1A
thién ho cona dan. | 5 ‘ 7 ngay Dich vu aude thic ho so
so; Tra g ~_ | 2. Ban giao ho so luu cho Phong CCVC. Iehvig trén Phan
£ . | nguwoi ndp gia X )
két qua A mém Dich
ho so A
vu cong
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PHU LUC 6.1: NOI DUNG BIEU MAU PANG KY XET TUYEN VIEN CHUC

(1) Ho va tén:

(2) Ngay, thang, ndm sinh:

(3) Dan toc:

(4) Gidi tinh:

(5) Trinh d6 chuyén moén dang ky duy thi:
(6) Nganh hodc chuyén nganh dang ky dy thi:
(7) Vi tri dang ky du thi:

(8) Phong ban dang ky du thi:

(9) Ngoai nglr dang ky du thi:

(10) Pugc mién thi ngoai ngit:

(11) Péi tuong wu tién:

(12) Bién thoai di dong:
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PHU LUC 6.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

Pidu kién vé ky

Il Ten thanh phan ho so chup/ban di¢n tir budc dinh kém chinh khi nhén két qua thuat
e : in chinh Phié L N File ky s6 hod
1 | Phiéu dang ky du tuyén Scafl ban’c fnh Fied Bat budc Nop ban chinh 110 Xy 80 103¢
dang ky du tuyén Scan mau




Mau s6 01

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic
.............. ngay.... thang.... nam
PHIEU PANG KY DU TUYEN
Vitridw tuy@n O:
Pon vidurtuyén @:
I. THONG TIN CA NHAN

(Dan anh 4x6)

HoO VAt L
Ngay, thang, nAm sinh: ............................ Nam @ Nt

DAntoc: .o TON GIAO: .ottt
S6 CMND hoic Thé cin cudc cong dan: ............. Ngay cip: ............ NOi CAp: oo,

S dién thoai di dong dé bao tin: .............................. Email: ...
Qué quan:

Chd & hidn nay (A8 BAO tI): ...t
Tinh trang suc khoe: ............... , Chiéu cao: ................. ,Cannang: ..., kg
Thanh phan ban thAn hiN NAY: ..o e
Trinh G0 VAN NOA: ..
Trinh G0 ChUYEN MON: ...t et ea e

II. THONG TIN CO BAN VE GIA PINH

Ngay, thang,

Moi quan hé <
: nam sinh

Ho va tén
vién cdac to chirc chinh tri - xa hdi .......... )

Qué quan, nghé nghiép, chirc danh, chirc vu, don vi
cong tac, hoc tip, noi & (trong, ngoai nudc); thanh

I11. THONG TIN VE QUA TRINH PAO TAO

N? &y, E harlg, Tén trwong, | Trinh dd | So hiéu cia Ch‘u yen ngar]h . . | Hinh | Xép loai
nam cap van . % 1L < v X dao tao (ghi [Nganh dao|, . = _. 3
3 , co s¢ dao tao| van bang, van bang, <, thirc dao| bang,
bang, chirng £ , 8 , s theo bang tao , 5
chi cap chirng chi chirng chi diém) tao |chung chi

IV. THONG TIN VE QUA TRINH CONG TAC (néu c6)

Tir ngay, thing, nim dén
ngay, thang, nim

Co quan, té chirc, don vi cong tic
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| |
V. MIEN THI NGOAI NGU, TIN HQC

(Thi sinh thudc di¢n mién thi ngoai ngit, tin hoc can ghi 16 1y do mién thi & muc nay)
MiEn thi NEOAT NEIE 0T ....ueiee ittt
MIBN thi tN HOC AO% + ettt

VL. PANG KY DU THI MON NGOAI NGU
(Thi sinh lya chon va ghi rd dang ky thi mot trong nam tha tleng Anh, Nga, Phap, Duc, Trung Qudc hodc ngoai
ngir khac theo yéu cau ctia vi tri viéc 1am tai Thong bao tuyén dung. Thi sinh dwoc mién thi mon ngoai ngi
khong phai dién thong tin & muc nay).
bang ky du thi ngoai ngli: ...
VIL POI TUQNG UU TIEN (néu co)
T6i xin cam doan nhitng 10 khai trén cua t6i 1a dung su that. Sau khi nhan duoc thong béo trung tuyén toi s&
hoan thién hd so theo quy dinh. Néu sai sy that thi két qua tuyén dung cua t6i s€ bi co quan, don vi co tham
quyén tuyén dung huy b, t6i s& chiu trach nhiém trudc phap luat va cam két khong dang ky tham gia ky tuyén
dung ké tiép tai co quan tuyén dung./.

NGUOI VIET PHIEU
(Ky, ghi ro ho tén)
Ghi cha:
1. Ghi ding vi tri viéc lam dang ky du tuyén;
2. Ghi ding tén co quan, t6 chirc, don vi co chi tiéu tuyén dung;
3. Nguoi viét phiéu tich dau X vao 6 twong tng 6 Nam, Nit.



7. Quy trinh: Tiép nhin vao lam vién chirc (QT-07)

Buéc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cll;,; phap Ghi chu
- Canhan nop ho so tryc tuyén tai Cong dich vu cong Céne Dich vu
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich céng Quéc a
vu c¢cong cua Thanh pho (dia chi: & WHOC
; . _ thuyc hién dang
dichvucong.hanoi.gov.vn); nhin mot lin
- Ngudi nop hd so dang ky tai khoan giao dich diélf cbms ,
dién tur, dang nhap tai khoan, xac thuc dinh danh newdi dim té{(’; - Nghi dinh so
dién ti (theo huong din trén Céng Dich vu cong). C o Diek v | 115/2020/ND
- Céng DVC két néi véi CSDLDC dé khai thac ong N M o naa
. \ N L N cong Thanh phd gay v
cac truong thong tin cua cbng dan cd trong 2 A : Ngudi nop
) Lo o A dé thuc hién cac | 25/9/2020 cua X -
CSDLDC (khi dugc két noi). Y . ] . x| ho so phai
i A A : budc tiép theo; | Chinh pha ve | . L on
- Nguoi nop ho so lua chon: . dang ky tai
+ Dich vy cong truc tuyén . |tuyén  dung, | hoan giao
L |+ Chon So Neivu Tai khoan gom | s dung va | gich dign ti
Nop ho | Canhéan + Linh vre CCVC Tén dang nhép quan 1y vién dine nha ’
SO M Vit .1 e a A n , va mat khau. , ang Jp
+ Chon thu tyc: Tiép nhan vao lam vién chuc : chuc; tai khoan,
- Nguoi nop hd so dién cac nodi dung theo Biéu B ,Cé‘fAVén ban )fa(r:] t(;]uch
méu dién tir (chi tiét tai Phy lyc 7.1 kém theo). . . . |co lien quan dl(;‘ﬂ an
(Triong hop céc thdng tin trong Biéu mau dién tir Bol_eu mau dién cua co quan 1 tu
da c6 trong Co so dit lieu quoc gia ve ddn cu, hé tus ) NN tham
thong thong tin o lién quan, dwoc dién tu dong (néu T.IlondgN tfe_l(;ﬁ ve quye; N theo
c6) vice da gui ho so | quy din
- Tich hop thanh phén hd so theo méu tai Biéu the}mh cong, 0,1}0
mau dién tir (chi tiét tai Phu luc 7.2 kém theo); kffn ;{aa hfl,ep
- Ngudi nop kiém tra, cap nhat thdng tin bao d¢am fthan, phan hot.
thong tin day du, chinh xé&c, hop phép.
5 B0 phan | 1. Nhan thong béo ¢6 hd so mi trén Hé thong; 30 naa Thong bao hen | Biéu miu
' Mot ctra | 2. Kiém tra hd so va cac thong tin; gay trd két qua (hodc | theo Thong tu
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Tiép
nhan va
giai
quyét
hd so

Truong hop hd so can bd sung hodc hd so khong
thudc thim quyen giai quyét: Guri Thong béo dén
Nguoi nop hd so (mau Théng bao Pién tir) yéu
cau bd sung hd s0, hoan thién hd so, néu rd loai
gidy to, ndi dung can bd sung dé Ngudi ndp hd so
bd sung, hoan thién.

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

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

3.2. Xac nhén thong tin, gui thong bao tiép nhan
(mi ho so va ngay gio tra két qua) vao tai khoan
ctia Nguoi nop ho so.

Chuyén hd so téi Truong BO phin mdt cua;
Chuyén ho so dén Lanh dao phong chuyén mén
thu 1y ho so.

4. Truong hop Ngudi ndp ho so khong bo sung, hoan
thién duoc hd so thi B6 phan Mot cira ¢ Théng bao
Dién tir tir chi giai quyét yéu cau ctia Ngudi ndp hd
SO.

tr chéi, hodc
huéng dan);
Phiéu chuyén xu
ly (Thé hién
trong Phan mém
béng 1énh
chuyén).

01/2018/TT-
VPCP ngay
23/11/2018
cua Van
phong Chinh
phu

1. Truy cap vao Phan mém Mot ctra nhan thong
bao c6 ho so mdi va ti€ép nhan ho so.

Cap nhat trén

Lanh dao, | 2. Phan cong cho cong chirc thu 1y hd so, tham A o1 K
o X Y £ H¢ thong;
Cong chure | muu giai quyét. . i . 15 ngay Yéu ciu bd
phong thu | 3. Cong churc thy 1y ho so kiém tra ho so.  chdi
Iy hé so | 4. Thim dinh, trinh Hoi ddng thi tuyén xem xét hd sung/ tir choi
so dit didu kién, khong du diéu kién du tuyén vién glal quyet
chu:c
Lanh ago | {18 vt e 0 K ipe i || ot
So H¢ thong;

hach
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B$ phan HO,al’l thién
3 Mot cira/ ; . ) Trang thoéng tin cac quy
Hoan 2, 1. Tra két qua cho To chure, cong dan, Nguo1 nop ho A A R trinh két
.~ x| Tochie \ dong bo Cong . 1A
thién ho cona dan. | 5% ‘ 7 ngay Dich vu qude thic ho so
so; Tra gaan. | 5 Ban giao ho so luu cho Phong CCVC. I vl g trén Phan
£ . | ngwoi ngp gia X )
két qua A mém Dich
ho so A
vu cong
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PHU LUC 7.1: NOI DUNG BIEU MAU PANG KY TIEP NHAN VIEN CHUC

(1) Ho va tén:

(2) Ngay, thang, ndm sinh:

(3) Dan toc:

(4) Gidi tinh:

(5) Trinh d6 chuyén moén dang ky duy thi:
(6) Nganh hodc chuyén nganh dang ky dy thi:
(7) Vi tri dang ky du thi:

(8) Phong ban dang ky du thi:

(9) Ngoai nglr dang ky du thi:

(10) Pugc mién thi ngoai ngit:

(11) Péi tuong wu tién:

(12) Bién thoai di dong:
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PHU LUC 7.2: THANH PHAN HO SO PIEN TU

T Tén thinh ohin hd so Co sé dir liéu/ban Bit budc/khdng bat | Xuét trinh/ nép ban Diéu kién vé ky
P chup/ban dién tir budc dinh kém chinh khi nhan két qua thuat
£ . Scan ban chinh Don : ;
bon dang ky tiép nhan vao vién - A A s L1 A1z . File ky s6 hodc
1 . £ Ky ticp nfian vao v dang ky ti€p nhan vao Bat budc Nop ban chinh Y 50 108
chtrc A . Scan mau
vién chuc
Ban so yéu 1y lich ty thuat theo
inh hién hanh 12 , . X LT S
Yy d ey d13:qc 4P| Scan ban chinh So yéu L1 A A 1z . File ky so hoac
2 | cham nhat 30 ngay trudc ngay . ~ Bat budc Nop ban chinh N
A 1A X T, N 1y lich tu thuéat Scan mau
ndp ho so ti€p nhan c6 xac nhan
clia co quan, to chirc noi cong tac
Ban Ac van bang, chu hi n ban an ban L1 A A 1n File ky s hoa
3 a seio caic VE} bg g, c u’ngA c Scan ba §a0 Vaq bang, Bt budc Nop ban sa0 e ky soA oac
theo yéu cau cua vi tri du tuyén chung chi Scan mau
Gidy ching nhan strc khoe do co
ny t€ c6 thim quyén ca n Gidy chitng nhan £ N File ky s6 hoa
g4 |duany tf ot am quyen cap Scan G ay chuing nia Bat budc Nop ban chinh © Xy 80 104¢
cham nhat 30 ngay trudc ngay suc khoe Scan mau
ndp ho so tiép nhan
Ban tu nhan xét, danh gia ctua
ngudi dugce de nghi tiép nhén vé
ham chat chinh tri ' 7 .
pham chat Chini i, dao du;c, Scan Ban tu nhan xét, o
trinh d0 va nang luc chuyén . o, o L1 A A 1 , File ky so hoac
5 n n o A danh gia ctia nguoi Bat budc Nop ban chinh A
mon, nghiép vu, qua trinh cong Scan mau

tdc co xac nhan cua nguoi ding
dau co quan, t6 chuc, don vi noi
nguoi do cong tac

dugc dé nghi tiép nhan




8. Quy trinh: Tham dinh thanh Iap don vi sw nghiép cong lap (QT-08)

Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Ca nhan nop hd so truc tuyén tai Cong dich vu
cdng quédc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu céng cua Thanh phé (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hi¢n dang
- Nguoi nop ho so ding ky tai khoan giao dich dién nhip mot lan,
tir, dang nhap tai khoan, xac thyuc dinh danh dién tir diéu huéng
(theo hudng dan trén Cong Dich vu cong). ngudi dung t6i
- Cong DVC két ni voi CSDLDC dé khai thac cac Cong Dich vu
truong thong tin caa céng dan co trong CSDLDC cdng Thanh phd
(khi duoc két néi). dé thyce hién cac Nghi dinh Nguoi nop hd
- Nguoi nop ho so lua chon: budc tiep theo; 120/2020/ND-CP | so phai ding
. T§ |+ Dichvu cong truc tuyen . ‘ ngay 07/10/2020 | ky tai khoan
| chire, |+ ChonSo Ngivy Tai khoan gom | cjja Chinh phit quy | giao dich dién
Nop c4d | + Linh vuc To chitc hanh chinh, don vi sy nghiép Tén dang nhap | dinh v& v& thanh 1ap, | tir, ding nhap
hoso | a0 |+ Chon thi tuc: Tham dinh thanh lgp don vi su vamatkhau. | (§ chirc lai, gidi thé | tai khoan, xAc
nghiép cong ldp I don vi sy nghiép thue dinh
- Nguoi ngp ho so dien cac ndi dung theo Bi€u mau cong 1ap danh dién tir
dién tir (chi tiet tai Phu luc 8.1 kéem theo). 2
(Truong hop cac thdng tin trong Biéu madu dién ti da Bicu mau dién tur;
c6 trong Co s¢ dix liéu quéc gia Vé dan cu, hé thong Tl;lOIlgN bap_ ve
thong tin c6 lién quan, duwoc dien tie dong (neu co) vige fia gul ho
- Tich hop thanh phan ho so theo mau tai Biéu miu SO t‘hal.l? cong,
dién tir (chi tiét tai Phu luc 8.2 kém theo); cho kiém tra,
- Ngudi ndp kiém tra, cap nhat théng tin bao dam tep nliff?’ phan
théng tin ddy d, chinh xac, hop phép. ol
9 B0 1. Nhan thong bao c¢6 hd so méi trén Hé thong 01 ngay Thong bao hen Biéu mau theo

2. Kiém tra ho so va cic thong tin

tra két qua (hodc

Thong tu
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
Tiép Mot | Truong hop hd S0 can bd sung hogc ho so khong vin ban tir chdi, | 01/2018/TT-VPCP
nhin cra | thugc thim quyen giai quyét: Gui Thong bao dén van ban huong ngay 23/11/2018
va giai Nguoi ndp hd so (mau Thong bao Pién tir) néu rd _dan) cta Van phong
quyeét Iy do va c6 van ban huéng din ngudi yéu cau bd Phiéu chuyén xtr Chinh phu
ho so sung ho so, hoan thién hd so, néu rd loai gidy to, ly (The hién
n6i dung can bd sung dé Ngudi ndp ho so bo sung, trong Phan mém
hoan thién. bang I¢nh
3. Trudng hop ho so du diéu kién giai quyét: chuyén)
3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau).
3.2. Xé4c nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cia
Nguoi ndp hd so.
Chuyén ho so dén Lanh dao phong chuyén mén thu
1y ho so.
4. Truong hop Ngudi nép hd so khong bod sung,
hoan thién duoc ho so thi Bo phan Mot ctra c6 van
ban tir chéi giai quyét yéu cau ctia Nguoi ndp ho so.
1. Truy cap vao H¢ thong thong tin giai quyet TTHC
L&nh | nhan théng bao c6 hd so méi va tiép nhan ho so.
dao, |2.Phén cong cho cong chirc thy 1y hd so, tham muu Cép nhat trén H¢
Cong | giai quyét. thong;
chire | 3. Cong chirc thu Iy hd so kiém tra hd so (Biéu mau, | 6 ngay Yéu cau bd
phong | file dinh kém). sung/ tir chdi
thu ly | - Trudong hop hd so chwa du didu kién giai quyét: giai quyét
hé so | du thao vin ban thong bao bd sung h6 so (lanh dao

S6 ky); néu rd 1y do, ndi dung can bo sung.
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Trudng hop ho so khong du diéu kién giai quyét:
du thao vdn ban thong bao tra lai hd so (lanh dao
So ky), néu 1o 1y do.
4. Trudng hop hd so day du, tiép nhan hd so: Tham
dinh
Lanh Kiérp tra} hd so: Cap riﬁ%;t;_en He
d - Néu dong y: ky nhay van ban, trinh Lanh dao Sé. 1 nas A A2
a0 X n Ao PO A . ngay Yéu cau bo
Phong | - Néu khong dong y: Chuyén lai Chuyén vién Phong sung/ tir chéi
TCBC. giai quyét
Phé duyét ndi dung van ban: Cap I}[}ﬁat tren He
Lanh |- Néu dong ¥: Ky duyét van ban; 1 ngay Yeu (::zﬁ’bo
dao S¢' | - Néu khong dong y: Chuyén lai Lanh dao Phong sung/ tix chéi
TCBC. giai quyét
B
phan
Hg . x‘; | Hoan thién
" % < 1 . 1 Trang thong tin cac quy trinh
thién To 1. B6 phan Van thu phat hgnh van ban; dong bd Cong 1ét thie hd so
ho so; | chirc | 2. B§ phan Mot ctra Tra két qua, 1 ngay Dich vu quéc trén Phin
Tra cdng | 3. Ban giao hd so luu cho Phong TCBC thy Iy hd so. L N :
Két dan. gia mém I?;ch vu
qua nguoi cong
ndp ho

SO
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PHU LUC 8.1: BIEU MAU PIEN TU

I. Thong tin ngudi nhap ho so

1. Ho va tén:

2. 86 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi céap:

7. Pia chi:

I1. Théng tin dé nghj

1. Pon vi dé nghi:

2. bia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi s6:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cap thdng tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.



53

PHU LUC 8.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A ors X1 Co so dir liéu/ban | Bit budc/khong bit : e e Piéu kién vé ky
TT Tén thanh phan ho so chup/bin dién tir buge dinh kém chinh kg:lghan két thuat
1 | Van ban d& nghi thim dinh Vn ban c6 chir ky Bt bugc Nop ban chinh | ¥an ban co chirky
sO cua don vi trinh SO
2 Du FlAlao Eo tr113h thanh 1ap don vi sy VAan qban co c.hu:‘ ky Bt bude Nop ban chinh Van ban CA,O chir ky
nghiép cong lap sO cua don vi trinh sO
3 Du .tilao Ade ar3 thanh 1ap don vi su VAanqban co c.hu‘ ky Bt bude Nop bén chinh Van ban (io chir ky
nghié¢p cong lap sO cua don vi trinh sO
Dy thdo van ban cia co quan co
tham quyén quyét dinh thanh lap
i hiép cong lap; ha an ban c6 chit ky 2 1A A1 , an ban co chit ky
4 don vi su nghiép cong lap; qu’ t a0 VAanqban c6 chir ky Bt bude Nop ban du théo Vin ban c6 chir ky
quy ché t6 chuc va hoat dong cuia | s6 cua don vi trinh sO
don vi sy nghiép cong lap va céc tai
li¢u khac cd lién quan
Y kién bang vin ban cla c4 S e
en Rbang: van ban cua ac ©9'1 Vin ban c6 chit ky L1 A A1 . Vian ban co6 chir ky
5 | quan, t6 chuc lién quan vé viéc 'O oy Bat budc Nop ban chinh J
A . . A A an sO cua don vi trinh sO
thanh 13p don vi su nghiép cong lap
Bao céo cua co quan, t0 chuc dé
6 nghi thanh lap v€ viéc tiép thu, giai | Van ban c6 chir ky Bt bude Nop bén chinh Vian ban c6 chir ky

trinh y kién ctia cac co quan, to chiic
lién quan

sO cua don vi trinh

SO




9. Quy trinh: Tham dinh t6 chirc lai don vi sw nghiép cong lap (QT-09)

C hu

Buée thé Quy trinh chi tiét Thoi gian Trang thai Can cwr phap ly Ghi cha
- Ca nhan nop hd so truc tuyén tai Cong dich vu
cong qudc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu cbéng cua Thanh phd (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hi¢n dang
- Nguoi nop hd so ding ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap tai khoan, xac thyuc dinh danh dién tir diéu huéng
(theo hudng dan trén Cong Dich vu cong). nguoi dung t6i
- Cong DVC két ndi voi CSDLDC dé khai thac cac Cong Dich vu
treong théng tin caa cdng dan cé trong CSDLDC cong Thanh phd
(khi dugc két noi). dé thyc hién cac Naghi dinh Ngudi nop hd
- Nguoi nop ho so lua chon: budc tiép theo; 120/2020/ND-CP | so phai ding
. T§ |+ Dichvu cong tryc tuyen o ngay 07/10/2020 | ky tai khoan
Nop | chic +Chon SoNoivy , _ 3 Tai khoan gom | cjja Chinh pha quy | giao dich dién
N ca | T Linhvuc To chircc hanh chinh, don vi sw nghiép Tén dang nhdp | dinh vé v& thanh 1ap, | tir, ding nhap
hoso | a0 | + Chon thi tuc: Tham dinh 6 chire lai don vi su vamatkhau. | 4 chuec lai, giai thé | tai khoan, Xac
nghiép cong lap don vi sy nghiép thuc dinh
- Nguoi nop ho so dién cac ndi dung theo Biéu mau cong lap danh dién tu
dién tir (chi tiét tai Phu luc 2.1 kém theo). 2
(Truong hop cac thong tin trong Biéu mdu dién tir da Bicu mau dién tur;
co trong Co so dir ligu quoc gia Vé dan cu, hé théng TIEOIlgN baf’_ ve
thong tin co lién quan, duoc dien tu dong (neu co) Vige fia gul ho
- Tich hop thanh phan hd so theo miu tai Biéu miu SO t‘hath cong,
dién tir (chi tiét tai Phu luc 2.2 kém theo); cho kiém tra,
- Ngudi ndp kiém tra, cap nhat théng tin bao dam tiep n};‘ﬁnf phan
thong tin day du, chinh xé&c, hop phép. ot
9 Bo 1. Nhan thong bao c¢6 hd so méi trén Hé thong 01 ngay Thong bao hen Biéu mau theo

2. Kiém tra ho so va cic thong tin

tra két qua (hodc

Thong tu
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Buoc Cﬂ:léu Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
Tiép | Mot | Truong hop hd so cin bd sung hoic hd so khong van ban tir chdi, | 01/2018/TT-VPCP
nhan cra | thudc thim quyén giai quyét: Guri Thong bao dén van ban huong ngay 23/11/2018
va giai Ngudi nép hd so (miu Thong bao Bién tir) néu ro ) dan) . cua Van phong
quyét ly do va c6 van ban huong dan ngudi yéu cau bd Phiéu chuyén xtr Chinh phu
ho so sung ho so, hoan thién hd so, néu rd loai gidy to, ly (The hién
n6i dung can bd sung dé Ngudi ndp ho so b sung, trong Phan mém
hoan thién. bang I¢gnh
3. Trudng hop ho so du diéu kién giai quyét: chuyén)
3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau).
3.2. Xé4c nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cia
Nguoi nop ho so.
Chuyén ho so dén Lanh dao phong chuyén mén thu
1y ho so.
4. Truong hop Ngudi nép hd so khong bod sung,
hoan thién duoc ho so thi Bo phan M{t ctra c6 van
ban tir chdi giai quyét yéu cau cuia Ngudi n6p hd so.
1. Truy cap vao H¢ thong thong tin giai quyet TTHC
Lanh | nhan thong bao c6 hd so méi va tiép nhan ho so.
dao, |2.Phan cong cho cong chirc thy 1y hd so, tham muu Cép nhat trén H¢
Cong | giai quyét. théng;
chire | 3. Cong chirc thu 1y ho so kiém tra hd so (Biéu mau, | 6 ngay Yéu cau bd
phong | file dinh kém). sung/ tir chdi
thu ly | - Trudong hop hd so chwa du diéu kién giai quyét: giai quyét
hé so | du thao vin ban théng bao bd sung hd so (Iinh dao

S6 ky); néu 13 1y do, ndi dung can bo sung.
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Buoc Cﬂ:léu Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Trudng hop ho so khong du diéu kién giai quyét:
du thao vdn ban thong béo tra lai hd so (lanh dao
S6 ky), néu 1o 1y do.
4. Trudng hop hd so ddy du, tiép nhan hd so: ThAm
dinh
Lanh Kiém tra} ho so: Cép Iﬁi%tng_en He
d - Néu dong y: ky nhay van ban, trinh Lanh dao Sé. 1 nas Yeu ci ’b;
a0 X A Ao PO A n . ngay €u cau bo
Phong | - Néu khong dong y: Chuyén lai Chuyén vién Phong sung/ tir chéi
TCBC. giai quyét
Phé duyét ndi dung van ban: Cap r}f}t tr.en He
Lanh |- Néu dong ¥: Ky duyét van ban; 1 ngay Yeu (;glgl’b 8
dao S¢' | - Néu khong dong y: Chuyén lai Lanh dao Phong sung/ tir chéi
TCBC. giai quyét
B
phan
Hon | et - Hoin thién
" Z A LA s 1 < 1 Trang thong tin cac quy trinh
thién To 1. B phén Van thu phat hanh vén ban; dong bo Cong 1t thie hd so
ho so3 | chire | 2. BO phan Mot cura Tra két qua; ‘ 1 ngay Dich v quéc trén Phin
Tra cong | 3. Ban giao ho so Iuu cho Phong TCBC thy 1y ho so. T A :
K&t dan gia mém PlCh vu
qua | nguoi cong
ndp ho

SO’
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PHU LUC 9.1: BIEU MAU PIEN TU

I. Théng tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 9.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A rs X1 Co so dir liéu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky

TT Tén thanh phan ho so chup/ban dién tir buc dinh kém chinh kl(;:l l{:han ket thuat

1 | Van ban d& nghi thim dinh Vn ban c6 chir ky Bt bugc Nop ban chinh | ¥ an ban da co chi
sO cua don vi trinh ky s6

9 DAe an Ato chtrc lai don vi sy nghi¢p Vﬂanqban co c.hu:‘ ky Bt bude Nop ban chinh Van ban,daA c6 chir
cong 1ap sO cua don vi trinh ky sO

3 Tfy trlnAh to chire lai don vi su nghiép VAan qban co c.hu‘ ky Bt bude Nop bén chinh Van ban,daA cO chir
cong 1ap sO cua don vi trinh ky sO

Du thdao van ban cua co quan co C e S 1 ax o 1o

4 | tham quyén quyét dinh to chirc lai Vn ban c6 chir ky Bit budc Nop ban du thao Vén ban da c6 chr

don vi su nghiép cong lap

s0 cua don vi trinh

ky sb




10. Quy trinh: Tham dinh giai thé dom vi sw nghiép cong lap (QT-10)

Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Ca nhan nop hd so truc tuyén tai Cong dich vu
cdng quédc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu céng cua Thanh phé (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hi¢n dang
- Nguoi nop ho so ding ky tai khoan giao dich dién nhip mot lan,
tir, dang nhap tai khoan, xac thyuc dinh danh dién tir diéu huéng
(theo hudng dan trén Cong Dich vu cong). ngudi dung t6i
- Cong DVC két ni voi CSDLDC dé khai thac cac Cong Dich vu
truong thong tin caa céng dan co trong CSDLDC cong Thanh phd
(khi duoc két néi). dé thyc hién cac Nghi dinh Nguoi nop hd
- Nguoi nop ho so lua chon: budc tiep theo; 120/2020/ND-CP | so phai ding
. T§ |+ Dichvu cong truc tuyen o ngay 07/10/2020 | ky tai khoan
Nop | chie, | T Chon S Noi vu . _ Tai khoan gom | ¢jja Chinh phii quy | giao dich dién
op ca | T Linhvuc To chircc hanh chinh, don vi sw nghigp Tén dang nhdp | dinh vé vé thanh lap, | tir, ding nhap
hoso | a0 |+ Chon thi tuc: Tham dinh gidi thé don vi su vamatkhau. | 4 chiec lai, giai thé | tai khoan, Xac
nghiép cong ldp I don vi sy nghiép thue dinh
- Nguoi ngp ho so dien cac ndi dung theo Bi€u mau cong 1ap danh dién tir
dién tir (chi tiét tai Phu luc 10.1 kém theo). P
(Truong hop cac thdng tin trong Biéu madu dién ti da Bicu mau dién tur;
c6 trong Co s¢ dix liéu quéc gia Vé dan cu, hé théng Tl;lOIlgN bap_ ve
thong tin c6 lién quan, duwoc dien tie dong (neu co) vige fia gul ho
- Tich hop thanh phan ho so theo mau tai Biéu miu SO t‘hal.l? cong,
dién tir (chi tiét tai Phu luc 10.2 kém theo); cho kiém tra,
- Ngudi ndp kiém tra, cap nhat théng tin bao dam tep nliff?’ phan
théng tin ddy d, chinh xac, hop phép. ol
9 B0 1. Nhan thong bao c¢6 hd so méi trén Hé thong 01 ngay Thong bao hen Biéu mau theo

2. Kiém tra ho so va cic thong tin

tra két qua (hodc

Thong tu
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
Tiép Mot | Truong hop hd S0 can bd sung hodc hd so khong vin ban tir chdi, | 01/2018/TT-VPCP
nhin cra | thugc thim quyen giai quyét: Gui Thong bao dén van ban huong ngay 23/11/2018
va giai Nguoi ndp hd so (mau Thong bao Pién tir) néu rd _dan) cta Van phong
quyeét Iy do va c6 van ban huéng din ngudi yéu cau bd Phiéu chuyén xtr Chinh phu
ho so sung ho so, hoan thién hd so, néu rd loai gidy to, ly (The hién
ndi dung can bd sung dé Ngudi ndp ho so b sung, trong Phan mém
hoan thién. bang I¢nh
3. Trudong hop ho so du diéu kién giai quyét: chuyén)
3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau).
3.2. Xé4c nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cia
Nguoi ndp hd so.
Chuyén ho so dén Lanh dao phong chuyén mén thu
1y ho so.
4. Truong hop Ngudi nép hd so khong bod sung,
hoan thién duoc ho so thi Bo phan Mot ctra c6 van
ban tir chéi giai quyét yéu cau ctia Nguoi ndp ho so.
1. Truy cap vao H¢ thong thong tin giai quyet TTHC
L&nh | nhan théng bao c6 hd so méi va tiép nhan ho so.
dao, |2.Phén cong cho cong chirc thy 1y hd so, tham muu Cép nhat trén H¢
Cong | giai quyét. thong;
chire | 3. Cong chirc thu Iy hd so kiém tra hd so (Biéu mau, | 6 ngay Yéu cau bd
phong | file dinh kém). sung/ tir chdi
thu ly | - Trudong hop hd so chwa du diéu kién giai quyét: giai quyét
hé so | du thao vin ban thong bao bd sung h6 so (lanh dao

S6 ky); néu rd 1y do, ndi dung can bo sung.
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Trudng hop ho so khong du diéu kién giai quyét:
du thao vdn ban thong bao tra lai hd so (lanh dao
So ky), néu 1o 1y do.
4. Trudng hop ho so day du, tiép nhan hd so: Tham
dinh
Lanh Kiérp tra} hd so: Cap riﬁ%;t;_en He
d - Néu dong y: ky nhay van ban, trinh Lanh dao Sé. 1 nas A A2
a0 X n Ao PO A . ngay Yéu cau bo
Phong | - Néu khong dong y: Chuyén lai Chuyén vién Phong sung/ tir chéi
TCBC. giai quyét
Phé duyét ndi dung van ban: Cap I}[}ﬁat tren He
Lanh |- Néu dong ¥: Ky duyét van ban; 1 ngay Yeu (::zﬁ’bo
dao S¢' | - Néu khong dong y: Chuyén lai Lanh dao Phong sung/ tix chéi
TCBC. giai quyét
B
phan
Hg . x‘; | Hoan thién
" % < 1 . 1 Trang thong tin cac quy trinh
thién To 1. B6 phan Van thu phat hgnh van ban; dong bd Cong 1ét thie hd so
ho so; | chic | 2. B§ phan Mot ctra Tra két qua; 1 ngay Dich vu quéc trén Phin
Tra cdng | 3. Ban giao hd so luu cho Phong TCBC thy Iy hd so. L N :
Két dan. gia mém I?;ch vu
qua nguoi cong
ndp ho

SO
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PHU LUC 10.1: BIEU MAU PIEN TU

I. Théng tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

I1. Thong tin dé nghj

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 10.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuit trinh/ ndp ban

Diéu kién veé ky

TT Tén thanh phan ho so chup/bin dién tir budc dinh kém chinh kgL ghan ket thuat
1 | Vén ban d nghi thim dinh Van ban c6 chir ky Bit buoc Nop ban chinh Van ban da c6 chir
sO cua don vi trinh ky s6
9 f?é an giai thé don vi su nghiép cong VAén qbén co c'hfr‘ ky Bit bugc Nop ban chinh Van bén,dﬁA’ c6 chir
lap sO cua don vi trinh ky sO
3 Tfr trerlh giai thé don vi su nghiép VAanqban co c.hu‘ ky Bét bude Nop bén chinh Vian banldaA’ c6 chir
cong lap s0 cua don vi trinh ky so
Dy thdo van ban cia co quan co - ~ N
2 A A, a- coe 1 R a : 5 chir ky z ~ ~ 5 , a : 5 ch
4 | tham quyén quyét dinh giai thé don \Can qban €0 cht Ky Bat budc Nop ban du thao van banldaA co cit
. NP s0 cua don vi trinh ky so
vi su nghiép cong lap
Céc van ban cua co quan, t6 chuc co
tham quyén xac nhan viéc hoan
5 thanh nghia vu vé tai chinh, tai sdn, | Van ban c6 chit ky Bét bude Nop bén chinh Van ban da c6 chir

dat dai, cac khoan vay, ng phai tra
va cac van dé khac c6 lién quan (néu
cd)

s0 cua don vi trinh

ky sb
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11. Quy trinh: Tham dinh thanh lip td chirc hanh chinh (QT-11)

Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Ca nhan nop ho so truc tuyén tai Cong dich vu q
cong quoc gia (dia chi: dichvucong.gov.vn) hoac Cong Dich vu
Cong dich vu cbng cua Thanh pho (dia chi: cong Quoc gia
dichvucong.hqnoi.gov.vn); thye hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap tai khoén,ﬂ xac thuc dinh danh dién tir dicu hudng
(theo hudng dan trén Cong Dich vu cong). ngudi dung t6i
- Cong DVC két noi vai CSDLDC dé khai thac cac Cong Dich vu
truong thong tin caa céng dan co trong CSDLDC cong Thanh pho
(khi dugc ket noi). dé thyc hién cac N i Nguoi nop hd
- Nguai nop ho so lva chon: budc tiép theo; Nghi di hai d3
5 ' 158/2018/ND-Cp | b0 Pd! Hang
Té | + Dich vu cong truc tuyen - kv tai khoa
1 0 - ~ ‘ ay 221172018 | [ tal khoan
= | chite, | + Chon So Ngi vy Tai khoan gom | NOay 222212 giao dich dién
NQP ca | +Linhvuc To chirc hanh chink, don vi su nghiép Tén dang nhap | ‘Y4 CPm}} phququ tu, déflg nhép
hoso | o | + Chon thi tuc: Tham dinh thanh Igp t6 chirc hanh vamatkhdu, | dinhvéthanhlap, 16| 7\ ot
chinh chure lai, giai thé to thue dinh
vy ST NSO F— hire hanh chinh we din
- Nguol nop hg so dién cac ndi1 dung theo Biéu mau ¢ : danh dién tu
dién tur (chi tiet tai Phy luc 11.1 kém theo). 2
(Trirong hop céc thong tin trong Biéu Mau dién i d BleuAmau qlﬂl u;
c6 trong Co s dif ligu quoc gia ve ddn cu, hé thong Tl;lOIlgN bap_ ve
thong tin c6 lién quan, duwoc dien tie dong (neu co) vige fia gul ho
- Tich hop thanh phan ho so theo mau tai Biéu miu SO ‘Ehal}? cong,
dién tir (chi tiét tai Phu luc 11.2 kém theo); cho kiém tra,
- Ngudi ndp kiém tra, cap nhat théng tin bao dam tep nliff?’ phan
thong tin day du, chinh xéc, hop phép. ot
Tfé Bo 1. Nhén théng bao c6 hd so méi trén Hé thong 01 naa t;lajlhlgc;g Ezo(}?ggc Ble;lhrglr?u t‘ileo
P phan | 2. Ki€m tra ho so va cac thong tin gay d : &

nhan

van ban tir choi,

01/2018/TT-VPCP
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
vagidi | Mot | Truong hop hd SO can bd sung hoac hé so khong van ban huong ngay 23/11/2018
quyeét cra | thugc thim quyen giai quyét: Gui Thong bao dén ~ dan) cua Van phong
ho so Ngudi nop ho so (miu Thong bao Pién tir) néu rd Phi€u chuyén xtr Chinh phu

1y do va ¢6 vin ban huéng din nguoi yéu cau bod Iy (Thé hién

sung ho so, hoan thién hd so, néu rd loai gidy to, trong Phan mém

ndi dung can bd sung dé Ngudi ndp ho so b sung, bang 1énh

hoan thién. chuyén)

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

3.1. Cap nhat thong tin vao Hé thong thong tin giai

quyét TTHC (S6 theo ddi dién tir theo mau).

3.2. Xé4c nhan thong tin, giri thong bao tiép nhan

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

Nguoi ndp hd so.

Chuyén ho so dén Lanh dao phong chuyén mén thu

1y ho so.

4. Truong hop Ngudi ndp hd so khong bod sung,

hoan thién duoc ho so thi Bo phan Mot ctra c6 van

ban tir chéi giai quyét yéu cau ctia Nguoi ndp ho so.

1. Truy cap vao H¢ thong thong tin giai quyet TTHC
L&nh | nhan théng bao c6 hd so méi va tiép nhan ho so.
dao, | 2. Phan cdng cho cong chirc thy 1y hd so, tham muu Cép nhat trén H¢
Cong | giai quyét. thong;
chire | 3. Cong chirc thu Iy hd so kiém tra hd so (Biéu mau, | 6 ngay Yéu cau bd
phong | file dinh kém). sung/ tir chdi
thu ly | - Trudong hop hd so chwa du didu kién giai quyét: giai quyét
hé so | du thao vin ban thong bao bd sung ho so (lanh dao

S6 ky); néu rd 1y do, ndi dung can bo sung.




66

Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Trudng hop ho so khong du diéu kién giai quyét:
du thao vdn ban thong bao tra lai hd so (lanh dao
So ky), néu 1o 1y do.
4. Trudng hop ho so ddy du, tiép nhan hd so: Tham
dinh
Lanh Kiérp tra} hd so: Cap riﬁ%;t;_en He
d - Néu dong y: ky nhay van ban, trinh Lanh dao Sé. 1 nas A A2
a0 X n Ao PO A . ngay Yéu cau bo
Phong | - Néu khong dong y: Chuyén lai Chuyén vién Phong sung/ tir chéi
TCBC. giai quyét
Phé duyét ndi dung van ban: Cap I}[}ﬁat tren He
Lanh |- Néu dong ¥: Ky duyét van ban; 1 ngay Yeu (::zﬁ’bo
dao S¢' | - Néu khong dong y: Chuyén lai Lanh dao Phong sung/ tix chéi
TCBC. giai quyét
B
phan
Hg . x‘; | Hoan thién
" % < 1 . 1 Trang thong tin cac quy trinh
thién To 1. B6 phan Van thu phat hgnh van ban; dong bd Cong 1ét thie hd so
ho so; | chirc | 2. B§ phan Mot ctra Tra két qua, 1 ngay Dich vu quéc trén Phin
Tra cdng | 3. Ban giao hd so luu cho Phong TCBC thy Iy hd so. L N :
Két dan. gia mém I?;ch vu
qua nguoi cong
ndp ho

SO
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PHU LUC 11.1: BIEU MAU PIEN TU

I. Théng tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 11.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A rs X1 Co so dir liéu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir buc dinh kém chinh kl(;:l l{:han ket thuat
1 | Van ban d& nghi thim dinh Van ban c6 chix ky Bt bugc Nop ban chinh | ¥an ban da c6 chu
s0 cua don vi trinh ky s0
2 Du: thaq to trinh thanh lap t6 chuc Vﬂanqban co c.hu:‘ ky Bt bude Nop ban chinh Vin ban,daA co chir
hanh chinh sO cua don vi trinh ky so
3 Du’ thacz deé an thanh 13p t6 chuc VAan qban co c.hu‘ ky Bt bude Nop bén chinh Vian ban,daA c6 chi
hanh chinh sO cua don vi trinh ky so
Du thdo van ban cua co quan co C C e a1
4 | tham quyén quyét dinh thanh 1ap t6 VAan qban €0 c.hu‘ ky Bit budc Nop ban du thao Van ban’daA c6 chir
1 g s0 cua don vi trinh ky so
chtrc hanh chinh
Y kién bang van ban cua cac co C e o, S 1 ax o 1o
2 A X A Van ban co6 chir ky L1 A A s , Van ban da c6 chir
5 | quan, t6 chuc lién quan vé viéc s6 ciia don vi trinh Bat budc Nop ban chinh 10 $6
thanh 13p t6 chirc hanh chinh - Y
Bao céo cua co quan, t0 chuc dé
5 nghi thanh lap v€ viéc tiép thu, giai | Van ban c6 chir ky Bt budc Nop ban chinh Van ban da c6 chir

trinh y kién ctia cac co quan, to chtic
lién quan

sO cua don vi trinh

ky s6




12. Quy trinh: Tham dinh t6 chirc lai to6 chirc hanh chinh

Buéc | Chi thé Quy trinh chi tiét Thoi gian Trang thai Cin cit phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cong qudc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu cbéng cua Thanh phd (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hién dang
- Nguoi nop hd so ding ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap tai khoan, xac thuc dinh danh dién tu diéu huéng
(theo hudng dan trén Cong Dich vu cong). nguoi dung t6i
- Cong DVC két néi véi CSDLDC dé khai thac cac Cong Dich vu
treong théng tin caa cdng dan cé trong CSDLDC cong Thanh phd
(khi duoc két noi). dé thyc hién cac o Ngudi nop hd
- Ngudi nop ho so lya chon: bude tiép theo; Nghi dinh so phai dang
Té |+ Dich vu cdng truc tuyén I58/2018/ND-CP-1 ) o khoan
Al' chire, | + Chon So Noi vu Tai khoan gdbm ngay 2,2/ 11/ 2918 giao dich dién
Nop ca | + Linh vuc T chicc hanh chinh, don vi sw nghiép Tén dang nhgp | Y4 C!}m}} phquuy; ttr, dang nhap
hoso | a0 |+ Chonthituc: Tham dinh 16 chirc lai t6 chirc hanh vamat khay, | dinhvethanhlap, t6 | .5 0 o
chinh chire lai, gidi the to thuc di’nh
- Nguoi nop hd so dién cac ndi dung theo Biéu mau chirc hanh chinh. danh dién tir
dién tr (chi tiét tai Phu luc 12.1 kém theo). . '
(Triong hop cac thdng tin trong Biéu mdu dién tir da Bleufna‘l él@n u;
c6 trong Co s¢ dix liéu quéc gia Vé dan cu, hé thong T.l}ongN baqo‘ ve
thong tin c6 lién quan, dugc dien tu dong (neu CO) VIge Eia gul ho
- Tich hop thanh phan hd so theo miu tai Biéu miu SO t‘hath cong,
dién tir (chi tiét tai Phu luc 12.2 kém theo); ﬁho klfm tra,
- Ngudi ndp kiém tra, cap nhat théng tin bao dam tiep n};‘ﬁnf phan
thong tin day du, chinh xé&c, hop phép. ot
9 Bo 1. Nhan thong bao c¢6 hd so méi trén Hé thong 01 ngay Thong bao hen Biéu mau theo

2. Kiém tra ho so va cic thong tin

tra két qua (hodc

Thong tu
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
Tiép Mot | Truong hop hd S0 can bd sung hodc hd so khong vin ban tir chdi, | 01/2018/TT-VPCP
nhin cra | thugc thim quyen giai quyét: Gui Thong bao dén van ban huong ngay 23/11/2018
va giai Nguoi ndp hd so (mau Thong bao Pién tir) néu rd _dan) cta Van phong
quyeét Iy do va c6 van ban huéng din ngudi yéu cau bd Phi€u chuyén xu Chinh phu
ho so sung ho so, hoan thién hd so, néu rd loai gidy to, ly (The hién
ndi dung can bd sung dé Ngudi ndp ho so b sung, trong Phan mém
hoan thién. bang I¢nh
3. Trudong hop ho so du diéu kién giai quyét: chuyén)
3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau).
3.2. Xé4c nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cia
Nguoi ndp hd so.
Chuyén ho so dén Lanh dao phong chuyén mén thu
1y ho so.
4. Truong hop Ngudi nép hd so khong bod sung,
hoan thién duoc ho so thi Bo phan Mot ctra c6 van
ban tir chéi giai quyét yéu cau ctia Nguoi ndp ho so.
1. Truy cap vao H¢ thong thong tin giai quyet TTHC
L&nh | nhan théng bao c6 hd so méi va tiép nhan ho so.
dao, |2.Phén cong cho cong chirc thy 1y hd so, tham muu Cép nhat trén H¢
Cong | giai quyét. thong;
chire | 3. Cong chirc thu Iy hd so kiém tra hd so (Biéu mau, | 6 ngay Yéu cau bd
phong | file dinh kém). sung/ tir chdi
thu ly | - Trudong hop hd so chwa du diéu kién giai quyét: giai quyét
hé so | du thao vin ban thong bao bd sung h6 so (lanh dao

S6 ky); néu rd 1y do, ndi dung can bo sung.
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Trudng hop ho so khong du diéu kién giai quyét:
du thao vdn ban thong bao tra lai hd so (lanh dao
So ky), néu 1o 1y do.
4. Trudng hop ho so ddy du, tiép nhan hd so: Tham
dinh
Lanh Kiérp tra} hd so: Cap riﬁ%;t;_en He
d - Néu dong y: ky nhay van ban, trinh Lanh dao Sé. 1 nas A A2
a0 X n Ao PO A . ngay Yéu cau bo
Phong | - Néu khong dong y: Chuyén lai Chuyén vién Phong sung/ tir chéi
TCBC. giai quyét
Phé duyét ndi dung van ban: Cap I}[}ﬁat tren He
Lanh |- Néu dong ¥: Ky duyét van ban; 1 ngay Yeu (::zﬁ’bo
dao S¢' | - Néu khong dong y: Chuyén lai Lanh dao Phong sung/ tix chéi
TCBC. giai quyét
B
phan
Hg . x‘; | Hoan thién
" % < 1 . 1 Trang thong tin cac quy trinh
thién To 1. B6 phan Van thu phat hgnh van ban; dong bd Cong 1ét thie hd so
ho so; | chirc | 2. B§ phan Mot ctra Tra két qua, 1 ngay Dich vu quéc trén Phin
Tra cdng | 3. Ban giao hd so luu cho Phong TCBC thy Iy hd so. L N :
Két dan. gia mém I?;ch vu
qua nguoi cong
ndp ho

SO
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PHU LUC 12.1: BIEU MAU PIEN TU

I. Théng tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 12.2: THANH PHAN HO SO PIEN TU

TT Tén thanh phin ho so Co sé dir litu/ban | Bit budc/khong bat | Xuét trinh/ ndp ban Piéu kién vé ky
chup/ban dién tir bugdc dinh kém chinh khi nhin ket thuat
qua

1 | Van ban d& nghi thim dinh Vn ban c6 chir ky Bt bugc Nop ban chinh | ¥ an ban da co chi
sO cua don vi trinh ky s6

2 | P& 4n té chirc lai tb chitc hanh chinh | vam Pan €0 chir ky Bit budc Nop ban chinh | Va0 ban da co chi
sO cua don vi trinh Ky so

3 TO’, trinh t6 chtrc lai t6 chuc hanh VAanqban co c.hu‘ky Bt bude Nop bén chinh Vian ban,daAco chir
chinh sO cua don vi trinh ky so

Du thdao van ban cua co quan co C S 1 ax o 1o

4 | tham quyén quyét dinh to chirc lai Vn ban c6 chir ky Bit budc Nop ban du thao Vén ban da c6 chr

td chtre hanh chinh

s6 ctia don vi trinh

ky sb




13. Quy trinh: Tham dinh giai thé té chirc hanh chinh (QT-13)

Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Ca nhan nop hd so truc tuyén tai Cong dich vu
cdng quédc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu céng cua Thanh phé (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hi¢n dang
- Nguoi nop ho so ding ky tai khoan giao dich dién nhip mot lan,
tir, dang nhap tai khoan, xac thyuc dinh danh dién tir diéu huéng
(theo hudng dan trén Cong Dich vu cong). ngudi dung t6i
- Cong DVC két ni voi CSDLDC dé khai thac cac Cong Dich vu
truong thong tin caa céng dan co trong CSDLDC cong Thanh phd
(khi duoc két néi). dé thyc hién cac o Nguoi nop hd
- Ngudi nop ho so lya chon: budc tiép theo; Nghi dinh so phai dang
T4 | + Dich vy cong truc tuyén ‘ 153/2018/ND'CP ky tai khoan
L | chie, |+ Chon So Ngi vu Tai khoan gom | MOy 22/1U2018 gy o ian
NQP ca | + Linh vuc T chic hanh chinh, don vi s nghiép Tén dang nhgp | ‘Y4 CPm}} phququ tir déﬁg nhéip
hoso | o |+ Chon thi tuc: Thdam dinh gidi thé t6 chirc hanh va mat khgu, | dinhvéthanhlap,t6 | .7\ o
chinh chuec lai, giai thé to thue di’nh
- Nguoi nop ho so dién cac ndi dung theo Biéu mau chic hanh chinh. |, et
dién tir (chi tiét tai Phu luc 13.1 kém theo). L. ’
(Truong hop cac thdng tin trong Biéu madu dién ti da Bicu mau dién tur;
c6 trong Co s¢ dix liéu quéc gia Vé dan cu, hé théng Tl;lOIlgN bap_ ve
thong tin c6 lién quan, duwoc dien tie dong (neu co) vige fia gul ho
- Tich hop thanh phan ho so theo mau tai Biéu miu SO t‘hal.l? cong,
dién tir (chi tiét tai Phu luc 13.2 kém theo); cho kiém tra,
- Ngudi ndp kiém tra, cap nhat théng tin bao dam tep nliff?’ phan
théng tin ddy d, chinh xac, hop phép. ol
9 B0 1. Nhan thong bao c¢6 hd so méi trén Hé thong 01 ngay Thong bao hen Biéu mau theo

2. Kiém tra ho so va cic thong tin

tra két qua (hodc

Thong tu
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
Tiép Mot | Truong hop hd S0 can bd sung hodc hd so khong vin ban tir chdi, | 01/2018/TT-VPCP
nhin cra | thugc thim quyen giai quyét: Gui Thong bao dén van ban huong ngay 23/11/2018
va giai Nguoi ndp hod so (mau Thong bao Dién tir) néu rd _dan) cta Van phong
quyeét Iy do va c6 van ban huéng din ngudi yéu cau bd Phiéu chuyén xtr Chinh phu
ho so sung ho so, hoan thién hd so, néu rd loai gidy to, ly (The hién
ndi dung can bd sung dé Ngudi ndp ho so b sung, trong Phan mém
hoan thién. bang I¢nh
3. Trudng hop ho so du diéu kién giai quyét: chuyén)
3.1. Cap nhat thong tin vao Hé thdng thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau).
3.2. Xé4c nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngdy gio tra két qua) vao tai khoan cia
Nguoi ndp hd so.
Chuyén ho so dén Lanh dao phong chuyén mén thu
1y ho so.
4. Truong hop Ngudi nép hd so khong bod sung,
hoan thién duoc ho so thi Bo phan Mot ctra c6 van
ban tir chéi giai quyét yéu cau ctia Nguoi ndp ho so.
1. Truy cap vao H¢ thong thong tin giai quyet TTHC
L&nh | nhan théng bao c6 hd so méi va tiép nhan ho so.
dao, | 2. Phén cong cho cong chirc thy 1y hd so, tham muu Cép nhat trén H¢
Cong | giai quyét. thong;
chire | 3. Cong chirc thu Iy hd so kiém tra hd so (Biéu mau, | 6 ngay Yéu cau bd
phong | file dinh kém). sung/ tir chdi
thu ly | - Trudong hop hd so chwa du didu kién giai quyét: giai quyét
hé so | du thao vin ban thong bao bd sung ho so (lanh dao

S6 ky); néu rd 1y do, ndi dung cin bo sung.
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Trudng hop ho so khong du diéu kién giai quyét:
du thao vdn ban thong bao tra lai hd so (lanh dao
So ky), néu 1o 1y do.
4. Trudng hop ho so ddy du, tiép nhan hd so: Tham
dinh
Lanh Kiérp tra} hd so: Cap riﬁ%;t;_en He
d - Néu dong y: ky nhay van ban, trinh Lanh dao Sé. 1 nas A A2
a0 X n Ao PO A . ngay Yéu cau bo
Phong | - Néu khong dong y: Chuyén lai Chuyén vién Phong sung/ tir chéi
TCBC. giai quyét
Phé duyét ndi dung van ban: Cap I}[}ﬁat tren He
Lanh |- Néu dong ¥: Ky duyét van ban; 1 ngay Yeu (::zﬁ’bo
dao S¢' | - Néu khong dong y: Chuyén lai Lanh dao Phong sung/ tix chéi
TCBC. giai quyét
B
phan
Hg . x‘; | Hoan thién
" % < 1 . 1 Trang thong tin cac quy trinh
thién To 1. B6 phan Van thu phat hgnh van ban; dong bd Cong 1ét thie hd so
ho so; | chirc | 2. B§ phan Mot ctra Tra két qua, 1 ngay Dich vu quéc trén Phin
Tra cdng | 3. Ban giao hd so luu cho Phong TCBC thy Iy hd so. L N :
Két dan. gia mém I?;ch vu
qua nguoi cong
ndp ho

SO
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PHU LUC 13.1: BIEU MAU PIEN TU

I. Théng tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 13.2: THANH PHAN HO SO PIEN TU

TT Tén thanh phin ho so Co sé dir litu/ban | Bit budc/khong bat | Xuét trinh/ ndp ban Piéu kién vé ky
chup/ban dién tir bugdc dinh kém chinh khi nhin ket thuat
qua
< 1. A A e Vian ban c6 chit ky L1 A A 1z . Van ban da c6 chir
1 | Van ban dé nghi tham dinh Aanq an co e Ky Bat budc Nop ban chinh an an’ a; coc
s0 cua don vi trinh ky s0
Y- O ST , an ban c6 chir ky c n A1 , an ban da co chii
2 | bé an giai thé to chtrc hanh chinh VAan qban co chu Ky Bat budc Nop ban chinh Van ban,daA co chu
sO cua don vi trinh ky sO
s T O U , Van ban c6 chir ky . . o ] 3n ban da c6 chit
3 | To trinh giai thé t6 chirc hanh chinh An ban €o ¢t Ky Bat budc Nop ban chinh Van an,daA coc
s0 cua don vi trinh ky so
Du thdao van ban cua co quan co C C e a1
2 N 2 o  quan €O \an ban 6 chit ky L1 A A1 \ Van ban da c6 chir
4 | thim quyén quyét dinh giai thé to o s Bat budc Nop ban du thao X
1 . s0 cua don vi trinh ky so
chtrc hanh chinh
Céc van ban cua co quan, to chirc c6
tham quyén xic nhan viéc hoan
thanh nghia vu vé tai chinh, tai san, | Van ban c6 chit ky ‘ R A La , Van ban da co chir
5 & : ’ Y Bat budc Nop ban chinh

dat dai, cac khoan vay, no phai tra
va cac van dé khéc co lién quan (néu
cd)

sO cuia don vi trinh

ky sd




14. Quy trinh: Tham dinh dé an vi tri viéc lam (QT-14)

Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Ca nhan nop hd so truc tuyén tai Cong dich vu R .
cdng quédc gia (dia chi: dichvucong.gov.vn) hoic qong leh Vi
Cong dich vu céng cua Thanh phé (dia chi: f}?élcgh?éfgég;a
dichvucong.hanoi.gov.vn); nhap mét léng
- Ngudi nop hd so dang ky tai khoan giao dich dién digu o
tir, ding nhap tai khoan, xac thuc dinh danh dién te L %, .
(theo huéng dan trén Céng Dich vu cong). Iég}r o D@E ol
- Céng DVC két ndi véi CSDLDC dé khai thac cac - On%h“ch My
truong thong tin cua cong dan co trong CSDLDC gzri}gmc }?inénlzéz Nausi nop hd
: A n&i e hig gudi nop ho
(li;;gg?gok; he oy g chon: budc ticp theo; Nghi dinh so phai dang
1 To | + Djch vy coNg truc tuyén o 62/2020/ND-CP | Ky tai khoan
Nop | ChUC |+ Chon SoNgi vu ?}1 kélvoan g}gm ngay 01/6/2020 ciia | giao dich dién
hd so Cd | + Linh vuc To chic hanh chinh, don vi su nghiép e;mzltii llllé 4P| Chinh ph quy dinh | i, dang nhap
Nhan |+ Chon thi tuc: Tham dink dé an vi tri viéc lam vams U Ve V1 il viee lam va tal khOan, Xac
- Ngudi nop hd so dién cac ndi dung theo Biu mau bién che cong chire | thuc dinh
dién tr (chi tiét tai Phu luc 14.1 kém theo). P danh di¢n tr
(Triong hop cac thdng tin trong Biéu mdu dién tir da BleuAmau qlﬂl t;
c6 trong Co s¢ dix liéu quéc gia Vé dan cu, hé théng TIEOIlgN baf’_ ve
thong tin co lién quan, duoc dien tu dong (neu co) _ Vige fia gul ho
- Tich hop thanh phan hd so theo miu tai Biéu miu SO ‘Ehag? cong,
dién tir (chi tiét tai Phu luc 14.2 kém theo); cho kiém tra,
- Nguoi nop kiém tra, cap nhat théng tin bao dam tiep nI}l?%’ phan
thong tin day du, chinh xé&c, hop phép. ot
?A B0 1. Nhan thong bao c¢6 hd so méi trén Hé thong \ "l:ho? g bz}o h¢£1 Bicu au theo
Tiep han | 2. Kiém tra hd so va cac thong tin O1ngay | tra ket qua (horac Thong
nhan | P™ ' & vin ban tir chdi, | 01/2018/TT-VPCP
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
vagidi | Mot | Truong hop hd SO can bd sung hoac hé so khong van ban huong ngay 23/11/2018
quyeét cra | thugc thim quyen giai quyét: Gui Thong bao dén ~ dan) cua Van phong
ho so Ngudi nop ho so (miu Thong bao Pién tir) néu rd Phi€u chuyén xtr Chinh phu

1y do va ¢6 van ban huéng din nguoi yéu cau bod Iy (Thé hién

sung ho so, hoan thién hd so, néu rd loai gidy to, trong Phan mém

ndi dung can bd sung dé Ngudi ndp ho so b sung, bang 1énh

hoan thién. Chuyén)

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

3.1. Cap nhat thong tin vao Hé thdng thong tin giai

quyét TTHC (S6 theo ddi dién tir theo mau).

3.2. Xé4c nhan thong tin, giri thong bao tiép nhan

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

Nguoi ndp hd so.

Chuyén ho so dén Lanh dao phong chuyén mén thu

1y ho so.

4. Truong hop Ngudi ndp hd so khong bod sung,

hoan thién duoc ho so thi Bo phan Mot ctra c6 van

ban tir chéi giai quyét yéu cau ctia Nguoi ndp ho so.

1. Truy cap vao H¢ thong thong tin giai quyet TTHC
L&nh | nhan théng bao c6 hd so méi va tiép nhan ho so.
dao, | 2. Phan cdng cho cong chirc thy 1y ho so, tham muu Cap nhat trén Hé
Cong | giai quyét. thong;
chire | 3. Cong chirc thu Iy hd so kiém tra ho so (Biéu mau, | 34 ngay Yéu cau bd
phong | file dinh kém). sung/ tir chdi
thu ly | - Trudong hop hd so chwa du didu kién giai quyét: giai quyét
hé so | du thao vin ban thong bao bd sung ho so (lanh dao

S6 ky); néu rd 1y do, ndi dung can bo sung.
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Trudng hop ho so khong du dicu kién giai quyét:
du thao vdn ban thong bao tra lai hd so (lanh dao
So ky), néu 1o 1y do.
4. Trudng hop ho so ddy du, tiép nhan hd so: Tham
dinh
Lanh Kiérp tra} hd so: Cap riﬁ%;t;_en He
d - Néu dong y: ky nhay van ban, trinh Lanh dao Sé. 1 nas A A2
a0 X n Ao PO A . ngay Yéu cau bo
Phong | - Néu khong dong y: Chuyén lai Chuyén vién Phong sung/ tir chéi
TCBC. giai quyét
Phé duyét ndi dung van ban: Cap I}[}ﬁat tren He
Lanh |- Néu dong ¥: Ky duyét van ban; 1 ngay Yeu (::zﬁ’bo
dao S¢' | - Néu khong dong y: Chuyén lai Lanh dao Phong sung/ tix chéi
TCBC. giai quyét
B
phan
Hg . x‘; | Hoan thién
" % < 1 . Trang thong tin cac quy trinh
thién To 1. B6 phan Van thu phat hgnh van ban; dong bd Cong 1ét thie hd so
ho so; | chirc | 2. B§ phan Mot ctra Tra két qua, 1 ngay Dich vu quéc trén Phin
Tra cdng | 3. Ban giao hd so luu cho Phong TCBC thy Iy hd so. L N :
Két dan. gia mém I?;ch vu
qua nguoi cong
ndp ho

SO
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PHU LUC 14.1: BIEU MAU PIEN TU

I. Thong tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 14.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A rs X1 Co so dir liéu/ban | Bit budc/khong bit ; . AT Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir buc dinh kém chinh kl(;:l l{:han ket thuat
1 | Vin ban d& nghi thim dinh Vn ban c6 chir ky Bét bugc Nop ban chinh | ¥ an ban da co chi
sO cua don vi trinh ky s6
s AN g e ea 14 an ban co chir ky L1 A A 12 , an ban da co chi
2 | Du thao dé an vi tri viéc lam VAan qban coc u:‘ Y Bat budc Nop ban du thao Van ban,daA co chu
sO cua don vi trinh ky sO
Céc van ban quy dinh chic nang,
nhiém vy, quyén han va co cau to
ht ) 2 hire: inh q ; X X q ) < ) % c6 chii
5 | chlccuaco quan, to chirc; quy trin Bin chup Bét buge Nop ban chinh Vin ban da c6 chir

quan 1y chuyén mon, nghi¢p vu theo
quy dinh cua phdp ludt chuyén
nganh

ky sb
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15. Quy trinh: Tham dinh d& 4n vi tri viéc 1am thudc thAm quyén quyét dinh clia nguoi dirng diu Bo, nganh, Uy ban nhéan dén
cap tinh (QT-15)

Buéc | Chi thé Quy trinh chi tiét Thoi gian Trang thai Cin cit phap ly Ghi chu
- Ca nhan nop ho so truc tuyén tai Cong dich vu cong
quéc gia (dia ch1:7d|chvuco‘ng.gov.vn2 hoac (;ong dlch Céng Dich vu
vu cong cua Thanh  pho  (dia  chi: cong Quéc gia
dichvucong.hanoi.gov.vn); 5 UOc &
i AR RA < ;x N . A thuc hién dang

- Nguoi nop ho so dang ky tai khoan giao dich dién tir, nhan mét in
dang nhap tai khoan, xac thuc dinh danh dién tir (theo nap motian,

. X A AR . ~ di€u hudng nguoi
hudng dan trén Cong Dich vu cong). June t6i Cén
- Cong DVC két néi véi CSDLDC dé khai thac cac Dich v cone | Nghi dinh s6
trueong thong tin cua cong dan c6 trong CSDLDC (khi Thanh i)hé dgé 106/2020/ND-
duoc ket noi). | thre hién cdc CP ngay Nguoi nop ho
- Nguoi nop ho so lya chon: Y 10/9/2020 ctia | so phai ding

2 : A X budc tiép theo ; ; P .

. Té6 |+ Dichvu cong truc tuyen Chinh pht quy | ky tai khoan
Nop | e e Sy nohicp cong lap Taikhoingbm |l o | O ing i
hé so 0 | L Chon th tac: Thim dink 48 dn vi tvi vide lim thud Tén dang nhap va | Vieéc lamvaso | tu, dang nhap

nhan on Nu WwC: Tham dinh de an vl Iri viec lam thuoc luong nguoi | tai khoan, xac

t{chm quyén quyét dinh ciia nguoi dirng dau B, nganh,
Uy ban nhdn dan cap tinh

mét khau

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 15.1 kém theo).

(Trurong hop céc thoéng tin trong Biéu mau dién tir da c6
trong Co s¢ di liéu quac gia vé dan cu, hé thong théng
tin ¢é lién quan, dwoc dién i dong (néu co)

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

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

Biéu mau dién tur
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hdi

lam viéc trong
don vi su
nghiép cong
lap;

thuc dinh
danh dién tu
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cwr phap ly Ghi chu
1. Nhan thong bao c6 ho so méi trén Hé thong
2. Kiém tra ho so va cac thong tin
Truong hop ho so can bd sung hodc hd so khong thude
tham quyén giai quyét: Guri Thong bao dén Ngudi nop
hd so (mau Thong bao Dién tir) néu rd 1y do va c6 van
ban hudng dan nguoi yéu cau bd sung ho s0, hoan thién
hd so, néu rd loai gidy t0, ndi dung can bd sung dé T}Arléngqbéo 13cn 'Eré Biéu mau theo
Ngudi ndp hd so bo sung, hoan thién. ket qua (hQ?:lC van Thong tu P& nghi hop
B8 13 Truomg hop hd so du diéu kién giai quyét: ban ttr chOL, Van | o1 5018/TT- | nhét Cong
ph:;ln 3.1. Cap nhat thong tin vao Phan mém Mot ctra (Sé) 01 ngay ba.nA, huéng ;dan), VPCP ngay Dich vu va
MOt | 00 ddi dién tir theo mau). II,’ theEchl:}{yen U1 23/11/2018 | Mét cira dién
2. U130 Xac nhan thong tin, giri théng bao tiép nhan (ma %ﬁﬁn;égl];gzng ctia Van phong | tir Thanh phd
Tiép ho so va ngay gio tra két qua) vao tai khoan ciia Ngudi 1enh chuvé & Chinh phu
A A1 A énh chuyén)
nhan ndp ho so.
va giai Chuyén ho so t6i Truong Bo phan mét cira; Chuyén ho
ql‘}yét so dén Lanh dao phong chuyén mén thu 1y hé so.
ho so 4. Truong hgp Ngudi ngp hd so khong bd sung, hoan
thién duoc ho so thi BO phan Mot ctra 6 van ban tur
chdi giai quyét yéu cau ciia Ngudi ndp hd so.
1. Truy cap vao Phan mém Mot ctra nhan thong bao co
Lanh | ho so méi va tiép nhan hd so. ‘
d?o’ 2: ql?han Apong cho cong chure thu 1y ho so, tham muu Cap nhat trén He
COng | giai quyét. ‘ . ‘ L \ théng:
chire | 3. Cong churc thu 1y ho so ki€ém tra ho so (Bi€u mau, | 34 ngay Al A 1R
A . \ Yéu cau bo sung/
phong | file dinh kém). ’ 0 chdi eidi quvét
thu ly | - Trudong hop ho so chua du diéu kién giai quyét: dy chot glat quy
hé so | thao vin ban thong bao bd sung hd so (Idnh dao So ky);

néu ro 1y do, ndi dung can bo sung.
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cwr phap ly Ghi chu
- Trudng hop ho so khong du dicu kién giai quyét: du
thado van ban thong bao tra lai ho so (Ianh dao S¢ ky),
néu rd ly do.
4. Truong h0’p ho so day du, tieép nhan ho so: dy thao
Van ban tham dinh cia S& No1 vu.
Lanh Kiém tra ho so: Cap nhat trén He
dao - Néu dong y: ky nhay van ban, trinh Lanh dao So. 1 ngay thong;
Phs - Néu khong dong y: Chuyén lai Chuyén vién Phong Yéu cau bo sung/
ong « 4 Ze g 2
TCBC. tur choi giai quyét
Phé duy¢t ndi dung van ban: Cép nhat trén H¢
Lanh |- Néu ddng y: Ky duyét vin ban; 1 ngay thong;
dao S¢' | - Néu khoéng dong y: Chuyén lai Lanh dao Phong Y&u cau b sung/
TCBC. tur choi giai quyét
B
phan
3 | Mot Hoan thién
Hoan | cira/ | 1. B§ phan Van thu phat hanh van ban. ‘ cac auv trinh
thién | T& |2. Tra két qua cho Té chuc, cong dan, Ngudi nop hd Trang thong tin ac quy
A . \ A A A két thuc ho so
ho so; | chue | so. 1 ngay dong bd Cong A A
- R N A \ \ ;LA . IS trén Phan
Tra cong | 3. Ban giao ho so luu cho Phong thuong tryc thy 1y ho Dich vu quédc gia A :
P " mém Dich vu
ket dan, |so. A
. \s cong
qua | nguoi
nop ho

SO
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PHU LUC 15. 1: BIEU MAU PIEN TU

I. Thong tin ngwdi nhap hd so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cép:

6. Noi cap:

7. Pia chi:

II. Théong tin @& nghi

1. Pon vi dé nghi:

2. DPia chi don vi:

3. Noi dung dé nghi:

4. Van ban dé nghi sé:

5. Ngay ban hanh van ban:

- Ngu()i yéu cu cam doan céc thong tin cung cép la dang sy thét

- Biéu méu twong tac ghi nhan thoi gian hoan tat viéc cung cip thong tin.
- Ban dién tir s& ty dong gri vé tai khoan, thu dién tir cia nguoi yéu cau.
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PHU LUC 15.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

Diéu kién veé ky

TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kl(;:l ghan ket thuat
e a) C A e XL v A, Van ban da co6 chir
Van ban dé nghi tham dinh B¢ &n vi | Van ban co6 chit ky Z A N , LA«
1 . en 1a L . o Bat budc Nop ban chinh ky s6 hodc file scan
tri viéc lam sO cua don vi trinh N
mau
Vin ban ¢6 chit ke Van ban da co6 chir
2 | B¢ an vi tri viéc lam L, o Y Bat buoc Bat buoc ky s6 hoac file scan
s0 cua don vi trinh N
mau
Bén sao cac van ban cua co quan c6 Vian ban da c6 chiv
tham quyén quy dinh chuc ning, \ : R N ky sb hodc file scan
3 A quy qu S X gA Ban chup Bat budc Nop ban sao y i
nhiém vy, quyén han va co cau to mau
chtrc cuia don vi su nghi¢p cong 1ap
Céc van ban khéc c6 lién quan dén Van ban da c6 chir
4 | viéc xay dung d€ an vi tri viéc lam Ban chup Bat budc Nop ban chinh ky s6 hoac file scan

(néu cb)

mau
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16. Quy trinh: Tham dinh s6 lwong ngwdi 1am viéc thudc thim quyén quyét dinh ciia bd, nganh, dia phwong (QT-16)

Buéc | Chi thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghi chu
- Ca nhan nop hod so truc tuyén tai Cong dich vu cong
qudc gia (dia chi: dichvucong.gov.vn) hoic Céng dich vu Cong Dich vu
cbng cua Thanh phé (dia chi: dichvucong.hanoi.gov.vn); cong Qudc gia
- Ngudoi nop ho so ding ky tai khoan giao dich dién tir, thuc hién dang
dang nhap tai khoan, xac thuc dinh danh dién tir (theo nhap mot 1an,
hudng dan trén Cdng Dich vu cong). diéu hudéng ngudi
- Cong DVC két ndi véi CSDLDC dé khai thac cac dung t6i Cong
trurong thong tin caa céng déan co6 trong CSDLDC (khi Dich vu cong o
duoc két néi). Thanh phé dé Nghi dinh so R
- Nguoi nop hd so lua chon: thuc hién cac 106{2020/ND'CP Nguolﬁo[} ho
. | + Dich vy cong truc tuyén budc tidp theo | N9y 10/9/2020 | so phai dang
1 T’0 + Chon S¢ Ni v cua Chml}A pl}u , I_<y tal. kh0§1[1
Nop chie, | 4 75k e Sy nghigp cong ldp Tai khoan gom | quy dinh vé vitri | giao dich dicn
hd so €d | + Chon thu tuc: Tham dinh s6 heong nguwoi lam viéc Tén dang nhap va | V1¢© lam va so tu, daf{g nhr;}p
nhan thudc tham quyén quyét dinh cua bg, nganh, dia mat khau h,Ifmg nguol lam_ tai khOan, Xac
phitong viéc tropjg do;n Vi thuc ('Iznh q
- Nguoi nop hod so dién cac ndi dung theo Biéu mau su ngh1¢p cong danh dién tr
dién tur (chi tiét tai Phu luc 16.1 kém theo). L. lap;
(Trurong hop céc thoéng tin trong Biéu mau dién tir da c6 Biéu mau dién tir
trong Co s¢ di liéu quac gia vé dan cu, hé thong théng Thorig l?a}o ve
tin c6 lién quan, dwroe dién tir dong (néu co) vice da gui ho so
- Tich hop thanh phan ho so theo miu tai Biéu mau tha_I}h cong,'gho
dién tit (chi tiét tai Phu luc 16.2 kém theo): kim tra, tiep
- Ngudi ndp kiém tra, cap nhat thong tin bao dam thong nhan, phan hoi
tin day di, chinh xac, hop phap.
2, Bo | 1. Nhan thong bao c6 hd so mai trén Hé théng | Thong béo hen tra | '¢u mau theo
Tiep hin | 2 Kidm tra he 3 cac thone i 01 ngay két qua (hodc va Thong tu
Ilhé:lll pha . K1€m tra ho SO va cac thong tin €t qua (noac van 01/2018/TT-
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Budc

Chii thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can ctr phap ly

Ghi chu

va giai
quyeét
ho so

Mot
cuwra

Truong hop ho so can b6 sung hoic hd so khong thudce
thAm quyén giai quyét: Guri Thong bao dén Ngudi ndp
hd so (mau Thong bao Dién tir) néu 10 1y do va co van
ban huéng dan nguoi yéu cau bo sung ho s0, hoan thién
hd so, néu rd loai gidy t&, ndi dung can bd sung dé
Nguoi ndp hd so bd sung, hoan thién.

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

3.1. Cap nhat thong tin vao Phan mém Mot ctra (SO
theo ddi dién tir theo mau).

3.2. X4c nhén thong tin, gii thong bao tiép nhan (ma
hd so va ngay gio tra két qua) vao tai khoan ctia Ngudi
nop ho so.

Chuyén ho so téi Trudng BO phan mot cura; Chuyén hd
so dén Lanh dao phong chuyén mén thu 1y ho so.

4. Truong hop Ngudi ndp hd so khong bd sung, hoan
thién duoc hd so thi Bo phan Mot cura c6 van ban tu
chdi giai quyét yéu cau ciia Ngudi ndp hd so.

ban tir chdi, van
ban hudng dan)
Phiéu chuyen XU
Iy (Thé hién trong
Phan mém bang
1énh chuyén)

VPCP ngay
23/11/2018 cua
Van phong Chinh
phu

Lénh
dao,
Céng
chire
phong
thu ly
ho so

1. Truy cap vao Phan mém Mot cira nhan thong bao c6
h6 so méi va tiép nhan ho so.

2. Phan céng cho cong chirc thu 1y hd so, tham muu
giai quyét.

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

- Truong hop hd so chua du diéu kién giai quyét: du
thdo van ban thong bao bo sung hé so (Ianh dao So ky);

néu 13 1y do, ndi dung can bd sung.

- Truong hop hd so khong du diéu kién giai quyét: du
thao vin ban thong béo tra lai hd so (Iinh dao S¢ ky),
néu rd ly do.

66 ngay

Cap nhat trén H¢
thong;

Yéu cau b sung/

tir chdi giai quyét
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Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
4. Truong h0’p ho so déy du, tiép nhan ho so: du thao
Vin ban tham dinh cua S& No1 vu.
Lanh Kiém tra ho so: Cap nhat trén He
dao - Néu dong y: ky nhay van ban, trinh Lanh dao So. 1 ngay thong;
e - Néu khoéng dong y: Chuyén lai Chuyén vién Phong Yé&u cau bo sung/
Phong Y S 2
TCBC. tur choi giai quyét
Phé duyét ndi dung van ban: Cép nhat trén H¢
Lanh | - Néu dong y: Ky duyét vin ban; 1 naz thong;
- £ ~ A , 2 C T~ \ ngay A A 12
dao S¢ | - Néu khong dong y: Chuyén lai Lanh dao Phong Y€u cau bo sung/
TCBC. tu choi giai quyét
B
phan
3 Mot Hoan thién
Hoan | cira/ | 1. B§ phan Van thu phat hanh van ban. ‘ cac auv trinh
thién To | 2. Tra két qua cho To chirc, cong dan, Nguoi nop hod Trang thong tin it tﬂﬁ?:/ h so
ho so; | chire | so. 1 ngay dong bo Cong A X
X R o A \ \ ;1A . SO trén Phan
Tra cong | 3. Ban giao ho so luu cho Phong thuong tryc thu Iy ho Dich vu quoc gia A .
’ " mém Dich vu
ket dan, |so. ~
- . cong
qua | nguoi
nop ho

N
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PHU LUC 16.1: BIEU MAU PIEN TU

I. Théng tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cap thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 16.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

Diéu kién veé ky

TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kl(;:l ghan ket thuat
e a) C A e £ C e, e, Van ban da co6 chir
Van ban dé nghi tham dinh s6 lugng | Van ban co6 chit ky L4 A . SN
1 T L . o Bat budc Nop ban chinh ky s6 hodc file scan
nguoi lam viée s0 cua don vi trinh mau
Ké hoach sb lugng ngudi 1am viée C e a1
\ T PIE NEWOTL am Vie C ra o i~ Van ban da c6 chir
cua don vi sy nghi¢p cong lap, kém | Van ban c6 chit ky Loy A1 , SN
2 TR .o < ' o Bat buoc Nop ban chinh ky s6 hoac file scan
theo van ban lam co sé xac dinh s6 | so0 cua don vi trinh maL
luong nguoi lam viée
Baén sao c4c van ban ctia co quan co
tham quyén quyét dinh hoac phé
duyét s6 lugng nguoi lam viéce trong Vian ban da c6 chiv
3 | don vi su nghiép cong lap cua don Ban chup Bat budc Nop ban sao ky s6 hoac file scan
vi hoac cta bg, nganh, dia phuong mau
cua nam trudc lién ké vo1 nam ké
hoach.
Van ban da co6 chix
4 | C4c van ban lién quan (néu co) Ban chup Khong bat budc Nop ban chinh ky s6 hodc file scan

mau
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17. Quy trinh: Tham dinh diéu chinh s6 hrong ngwoi 1am viéc thudc thim quyén quyét dinh ciia b9, nganh, dia phwong (QT-17)

Buéc | Chi thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghi chu
- Cé nhan ndp ho so tryc tuyén tai Cong dich vu cong 7
quoc gia (dia chi: dichvucong.gov.vn) hodc Cong dich vu Cong Dich vu
cong cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); cong Quoc gia
- Nguoi nop ho so dang ky tai khoan giao dich dién tir, thyc hién dang
dang nhap tai khoan, xac thuc dinh danh dién tur (theo nhap mot lan,
huéng dan trén Cong Dich vu cdng). dicu hudng nguoi
- Cong DVC ket noi véi CSDLDC dé khai thac cac dung t6i Cong
truong }horjg tin cua cong dan c6 trong CSDLDC (khi D;c‘:h v cong Nghi dinh s
dugc ket noi). Thanh pho dé A LA
R . S 106/2020/NB-CP | Ngudi nop ho
- Nguoi nop ho so lua chon: thuc hién cac . A
: A £ L ngay 10/9/2020 so phai dang
2 + Djch vy cong truc tuyéen budc tiép theo , . \ s \
To N A ctua Chinh phu ky tai khoan
L] chige, | T Chen SoNot vu dinh vé vi tri | giao dich dién
Nop .| + Linh vuc Su nghiép cong lap Tai khoan gom qu}.ﬁ T v ‘V' z gq o N
N ca A 2 , ) . NP A viéc lam va so tu, dang nhap
ho so A + Chon thu tuc: Tham dinh diéu chinh so lwong nguoi Tén dang nhap va ey .. ; ,
nhan | ,. ~ 7. Nz A £ B A LA luong nguoi lam | tai khoan, xac
lam viéc thuoc tham quyén quyét dinh cua bg, nganh, mat khau A ) .
. viéc trong don vi thuc dinh
dia phirong su nghi¢p con danh dién to
- Nguoi nop ho so dién cac ndi dung theo Biéu mau ' glé'l? & i
dién tur (chi tiét tai Phu luc 17.1 kém theo). G x e P>
. A e N Biéu mau dién tir
(Truong hop cac thdng tin trong Biéu mau dién tir da co o . A
PR PN R g A A Thong bao vé
trong Co so dir lieu quoc gia vé dan cu, hé thong thong A aa A
L A . J viéc da gui ho so
tin co lién quan, diroc diéen tu dong (neu co) \ ~ \
. \ A A x A% thanh cong, cho
- Tich hop thanh phan hé so theo mau tai Bi€éu mau Kidm tra. &
dién tir (chi tiét tai Phy lyc 17.2 kém theo); A hl(?i)i
- Nguoi ndp kiém tra, cap nhat thong tin bao dam théng M, P
tin day du, chinh xac, hop phap.
2 Bd | 1. Nhan thong bdo c6 hd so méi trén Hé théng .| Thong béo hen tra | D16y mau theo
Tiep han | 2. Kiém tra ho so va cac thong tin 01 ngay két qua (hodc vin Thong tu
nhan | PT#M |~ & q ; 01/2018/TT-
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Buoc

Chi thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can ctt phap ly

Ghi chu

va giai
quyét
ho so

Mot
cwra

Truong hop ho so can b6 sung hodc hd so khong thude
tham quyén giai quyét: Guri Thong bao dén Ngudi ndp
hé so (mau Thong bao bién tir) néu 16 1y do va c6 van
ban huéng dan ngudi yeu cau b sung ho s0, hoan thién
hd so, néu rd loai gidy to, ndi dung can bd sung dé
Ngudi ndp hd so bd sung, hoan thién.

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

3.1. Cap nhat thong tin vao Phan mém Mot ctra (S6
theo ddi dién tir theo mau).

3.2. Xé4c nhén thong tin, gt thong bao tiép nhan (ma
ho so va ngay gio tra két qua) vao tai khoan ctia Ngudi
nop ho so.

Chuyén ho so téi Truong B phan mot ctra; Chuyén hd
so dén Lanh dao phong chuyén mén thy 1y hd so.

4. Truong hop Ngudi ndp hd so khong b sung, hoan
thién duge hod so thi Bo phan M{t cura c6 van ban tu
chéi giai quyét yéu cau ctia Nguoi ndp hd so.

ban tir chdi, van
ban hudng dan)
Phiéu chuyen XU
ly (The hién trong
Phin mém bang
1énh chuyén)

VPCP ngay
23/11/2018 cua
Van phong Chinh
phu

Lanh
dao,
Céng
chire
phong
thu ly
hd so

1. Truy cap vao Phan mém Mot ctra nhan thong bao co
h6 so m&i va tiép nhan ho so.

2. Phan cong cho cong chirc thu Iy hd so, tham muu
giai quyét.

3. Cong chuc thu 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).

- Trudng hop ho so chua du diéu kién giai quyét: du
thdo van ban thong bao bo sung hd so (Ianh dao S ky);
néu 13 1y do, ndi dung can bod sung.

- Truong hop hd so khong du diéu kién giai quyét: du
thao vin ban thong béo tra lai hd so (lanh dao Sé ky),
néu rd ly do.

20 ngay

Cap nhat trén H¢
thong;

Yéu cau b sung/

tir chdi giai quyét
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Buée | Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
4. Truong hop ho so day du, tiép nhan hd so: dy thao
Vin ban tham dinh cua S& NoO1 vu.
Lanh Kiém tra ho so: Cap nhé}t trén He
dao - Néu dong y: ky nhay van ban, trinh Lanh dao Sé. 1 ngay thong;
Phon gl: Néu khong dong y: Chuyén lai Chuyén vién Phong Y&u cau bo sung/
TCBC. tir choi gidi quyeét
Phé duyét ndi dung van ban: Cap nhat trén H¢
Lanh |- Néu dong y: Ky duyét vin ban; 1 N thong;
2 X A A , 2 s s \ ngay A A A
dao S6 | - Néu khong dong y: Chuyén lai Lanh dao Phong Yéu cau bo sung/
TCBC. tur choi giai quyét
B
phan
3 Mat Hoan thién
Hoan | cira/ | 1. B§ phén Van thu phat hanh van ban. ‘ cac auv trinh
thién To | 2. Tra két qua cho To churc, cong dan, Nguoi ndp ho Trang thong tin £ q,y \
A . \ A N két thuc ho so
ho so; | chire | so. 1 ngay dong bo Cong A A
- R . A \ \ 1A . Lo trén Phan
Tra cong | 3. Ban giao ho so Iuu cho Phong thuong truc thu 1y ho Dich vu quéc gia A :
R A mém Dich vu
ket dan, |so. -
. 2 cong
qua | nguoi
nop ho

N
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PHU LUC 17.1: BIEU MAU PIEN TU

I. Théng tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cap thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 17.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A rs X1 Co sé dir liéu/ban | Bit budc/khong bit ; Al % Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir buc dinh kém chinh kl(;:l ghan ket thuat
c 1a A e , X < a4 i Van ban da co6 chir
1 Van‘bafl de .righl diéu chinh s6 luong V;an 7ban ©0 c_hu‘ ky Bit budc Nop ban chinh ky s6 hoic file scan
nguoi lam vige sO cua don vi trinh maL
Pé 4n diéu chinh sd luong nguoi ot g s Van ban da co chir
\ i . A Van ban co6 chir ky LA A1 , ;A1 <
2 | lam viéc trong don vi sy nghiép L o Bat budc Nop ban chinh ky so hoac file scan
N s0 cua don vi trinh N
cong lap. mau
CAc tai li€u lién quan dén diéu chinh \{anibanvda c6 chir
sd luong ngudi 1am viée quy dinh . ky s6 hodc file scan
. 2 T T Ban dién tt Kho at bud Op ba ;
3 tai khoan 2 Didu 4 Nghi dinh s6 an dién tuor ong bat budc Nop ban sao mau
106/2020/ND-CP.
Quyét dinh cia co quan c6 tham Van ban da c6 chir
4 | quyeén vé thanh lap, t6 chirc lai don Ban dién tur Bat budc Nop ban sao ky s0 hodc file scan

vi su nghiép cong lap

mau




18. Quy trinh:

phé (QT-18)
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Thanh Iap co sé tro gitip x& hdi cong 1ap thugc UBND Thanh phé, Co quan chuyén mén thugc UBND Thanh

Buoc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can ctr phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich vu
cong quéc gia (dia chi: dichvucong.gov.vn) hodc Céne Dich vu
Céng dich vy cong caa Thanh phé (dia chi: Ong VL
dichvucong.hanoi.gov.vn); flflﬁf}ggﬁgég;a
- Ngudi nop hd so diang ky tai khoan giao dich dién A 1;ang
tir, dang nhap tai khoan, x4c thyc dinh danh dién ti p épu o
(theo hudng dan trén Cong Dich vy cong). Sid %
- Céng DVC két ndi véi CSDLDC dé khai thac cac neyol D‘?nf o1
trrong thong tin cua cong dan cé trong CSDLDC ACong eV, L
(khi duoc kit néi). cong Thanh phd | Nghj dinh s o
~Ngudi nop hd so lya chon: de thyc hién cdc | 103/2017/ND-CP | Ngudi ngp hd
+ Djch vy ¢dng truc tuyén budc ticp theo; | ngay 12/9/2017 | so phai ding
1 . + Chon Sé Néi vu . o cua Chinh phu Ky tai khoan
Nop | Toehie, | L rh v Bao tro xa hi Tai khoan gom | quydinhvé | giao dich dien
heso | 2 nhan | 4 chon thi tuc: Thanh ldp co s tro giup xd hoi Te‘n de}niﬁlx b tpénh lap, Ea t}ql} dénig nhé}p
cong ldp thuoc UBND Thanh phd Co quan chuyén va mat khau. ch.u:'c, hoat dong; | tai khOan, Xac
mén thuéc UBND Thanh phé g}éu :[hé va guén thuce fi}nh q
- Ngudi nop hd so dién cac ndi dung theo Biéu miu ly cac o so trg danh dién tir
dién tir (chi tiét tai Phy luc 18.1 kém theo). '« x .. .| etipxdhdi
(Trwong hop cac thong tin trong Bleu mau dién tw da Bleufnau Qlen 'fu’
c6 trong Co s dif ligu quoc gia Vé ddn cu, hé théng Thong bao ve

thong tin cd lién quan, dugc dien ty dong (neu co) _

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

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

viéc da gui ho
so thanh cong,
cho kiém tra,
tiép nhan, phan
hoi




100

Buoc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can ctr phap ly Ghi chu
1. Nhén thong bdo ¢6 hd so mdi trén Hé thong
2. Kiém tra ho so va cac thong tin
Truong hop ho so can bd sung hoic hd so khong
thudc thdm quyén giai quyét: Gui Thong bao dén
Nguot ngp ho so (mau Thoéng bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd Théng bao hen
sung hd s0, hoan thién hd so, néu rd loai glay to, tra két qua (hodc L
IlQl‘ dung can bo sung dé Ngudi ndp hd so bo sung, van ban tir ché.i, Biéu mau theo
hoan thién. van ban huéng Thoéng tu
B§ phan | 3. Truong hop ho so du diéu kién giai quyét: . dan) 01/2018/ T‘T'
Mt cita | 3.1. Cap nhit thong tin vao He théng thong tin gii | °+ "9 | phiéu chuyén xir | " CF 93y
: z 2 <o aia s x , 27 A 23/11/2018 cta
quyét TTHC (S0 theo doi dién tir theo mau). 1y (Thé hién < \
2. . A o : LA LA A A Vian phong
Tié 3.2. X4ac nhan thong tin, giri thong bdo tiép nhén trong Phan mém . .
1€p 1 A N Y . X Chinh phu
nhén (ma ho so va ngay gio trd ket qud) vao tai khodn cua bang lénh
va g.izii Nguoi ndp ho so. chuyén)
quyét Chu;lén hd so dén Lanh dao phong chuyén mén thu
hd so 1y ho so. ‘ 7
4. Truong hop Nguoi nop ho so khong bod sung,
hoan thiél,l duoc ho Ny thi BO phan Mét ctra cé‘vén
ban tir choi giai quyét yéu cau ctia Nguoi nép ho so.
1. Truy cap vao Hé thong thong tin giai quyet TTHC
Lanh | nhan théng bao c6 hd so méi va tiép nhan ho so.
dao, 2. Phan cong cho cong chirc thu 1y ho so, tham muu Cép nhat trén H¢
Cbng | giai quyeét. ‘ 9 ‘ o thong;
chire 3. Cong chtrc thu 1y ho so kiém tra ho so (Biéu mau, | 10 ngay Yéu cau bo
phong | file dinh kém). sung/ tir choi
thu ly ho | - Truong hop ho so chua du diéu kién giai quyét: giai quyeét
SO du thao van ban thong bao bd sung ho so (lanh dao

S6 ky); néu 6 1y do, ndi dung can bo sung.
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Buoc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can ctr phap ly Ghi chu
- Truong hop ho so khong du diéu kién giai quyét:
du thdo van ban thong bao tra lai ho so (lanh dao
So ky), néu 10 1y do. q
4. Truong hop ho so day du, ti€p nhan ho so: Tham
dinh
Lanh Kiém tra hd so: Cap rilﬁ%tntr.en He
- Néu dong y: ky nhay van ban, trinh Lanh dao Sé. \ JIONEs
dao Néu khone ddne v Chuvén lai Chuvén vién Phe 1 ngay Yéu caubq
Phong - Néu khong dong y: Chuyén lai Chuyén vién Phong sung/ tir chéi
TCBC. 2. X
glal quyet
Phé duyét ndi dung van ban: Cap nh%t tren He
~ LA o Ay s 1a thong;
L&nh - Néu dong y: Ky duyét van ban; 1 ngay Veéu ciu bd
dao So - Néu khong dong y: Chuyén lai Lanh dao Phong e
sung/ tur choi
TCBC. .. z
glal quyet
UBND | Phé duyet hd so
. Lanh dao UBND Thanh phd ra Quyét dinh thanh lap. .| Cap nhat trén Hé
Thanh . N 20 ngay o
phé Tru’o*r}g hop khong dong v viéc thanh 1ap thi thong thong;
bao bang van ban.
Cop g Tiép nhan van ban tir UBND Thanh phé, hoan thién . Cap nhat trén Hé¢
chire thy |} 5 so chuyén bo phan mét ct 1 ngay théng:
Iy hé so 0 so chuyén bo phan mot cura g;
3 B¢ phan
N Mot cira/ Hoan thién
Hoan Té chire Trang thong tin cac quy trinh
thién R 1. B6 phan Van thu phat hanh van ban; A A ~A £y 1t 1A
X cong N Ay o LUK, \ dong bo Cong két thac ho so
ho so; dan 2. Bo phan Mot cura Tra két qua ‘ 1 ngay Dich vu quéc trén Phan
Tra " | 3. Ban giao hd so luu cho Phong TCBC thu 1y hé so. I vl g Lon
K&t nguoi gla mém Dich vu
. nép ho cong
qua

SO’
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PHU LUC 18.1: BIEU MAU PIEN TU

I. Théng tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung d& nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong guri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 18.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A rs X1 Co so dir liéu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir buc dinh kém chinh kl(;:l l{:han ket thuat
T C 1A . < ra i~ Van ban da co chir
Du thao to trinh thanh 1ap co s¢ tro | Van ban co6 chir ky LA A 1o , LA«
1 S ae A a £ o Bat budc Nop ban chinh ky s6 hoac file scan
gitp xa hoi cong 1ap s0 cua don vi trinh maL
» 2 s \ A . < 1a o~ Vién ban da c6 chir
Du thdo dé an thanh 1ap co sé tro | Van ban co6 chir ky L1 A A 1o , LA«
2 At A 1A L . o Bat budc Nop ban chinh ky so hoac file scan
gitp xa hdi cong lap s0 cua don vi trinh maL
Dy thdo van ban cia co quan co Vién ban da c6 chir
tham quyén quyét dinh thanh 1ap co ky so hoac file scan
sO trg giup xa hoi cong 1ap; du thao | Van ban ¢ chir ky 2 1A N . mau
3 ) SIUP xa ol cong “ab, d'q z UKy Bat budc Nop ban chinh
quy ché t6 chirc va hoat dong cia co | so6 cuia don vi trinh
sO tro giup xa hdi cong 1ap va cac
tai liéu khac cé lién quan
Y kién bang van ban cua cac co Van ban da co chir
uan, t0 chirc lién quan vé& viéc | Vin ban co chir ky LA N , ky s6 hoic file scan
4 | duan. b X _Juan ve vie O Uy Bat budc Nop ban chinh y "
thanh 1ap co s& trg giup xa hdi cong | s6 cua don vi trinh mau
lap
Bao céo cua co quan, t0 chuc dé Vién ban da c6 chir
nghi thanh 18p vé viéc tiép thu, gidi | Van ban c6 chit ky L N ky s6 hodc file scan
5 g ap Ve viee fep T, 8 Van ban c6 chir ky Bat budc Nop ban chinh y 80 10a¢ e s¢

trinh y kién ctia cac co quan, to chiic
lién quan

s0 cua don vi trinh

mau




Mau s6 01
TEN CO QUAN, PON VIQUANLY  CONG HOA XA HQI CHU NGHIA VIET

(NEU CO)... ‘ NAM
TEN CO QUAN, DON VI DE Doc 1ap - Tw do - Hanh phiic
NGHI THANHLAP COSO = e

TGXH...
sé: /TTe-... L ngay .... thang .... nam 20 ...
~ TO TRINH
Ve VIEC cuvvrniinniinninnnnn.
Kinh glii...ooooii

V. KIEN NGHI CUA CO QUAN, PON VI XAY DUNG DE AN THANH LAP CO SO
TRQ GIUP XA HQI (NEU CO)

PAI DIEN CO QUAN, PON VI PE NGHI
THANH LAP
(Ky, ghi ro ho tén)
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Mau s6 02
TEN CO QUAN, PON VI CONG HOA XA HOQI CHU NGHIA VIET
QUAN LY (NEU CO)... NAM
TEN CO QUAN, PON VI Péoc 1ap - Tu do - Hanh phiic
PE NGHI THANHLAP et
CO SO TGXH...

v, NGAY ... thang .... nam 20 ...
PE AN THANH LAP
(Tén co s trg giup xa hoi dé nghi thanh 1ap)............
1. Tén co s6, dia chi, diaban hoat AONG: ........coiiiiiiii e
2. Su can thiét va co sé phap 1y thanh 13p co so trg giup xa hoi: ......oooooeeiiiiniiiini,

3. Muc tiéu va pham vi, tén goi doi tugng phuc vu ctia co sé trg giup xa hoi:

4. L0a1 DINN CO SO: .ottt e
5. Vi tri, chlrc nang, nhiém vu va quyén han:

6. CO CAU 1O CHTIC DO MAY: ...t
7. Co ché tai chinh, co ché hoat QoM. e

8. Phuong an vé nhan sy, sd luong nguoi lam viéc theo vi tri viée lam:

10. Tru s& 1am viéc, co s& vat chat va trang thiét bi, phuong ti¢n can thiét dé bao dam cho co
sO trg gitp xa hoi hoat dong sau khi dugc thanh lap

11. Phuong an t6 chirc va 19 trinh trién khai hoat dong ctia co s& trg giup xa hoi; quy mo, cong
suat quan 1y truong hop ...oovv

DPAI DIEN CO QUAN, PON VI
PE NGHI THANH LAP
(Ky, ghi ro ho tén)
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Mau sb 03 a

TEN CO QUAN, BON VI CONG HOA XA HOQI CHU NGHIA VIET

QUAN LY (NEU CO)... NAM
TEN CO SO TGXH ... Poc 1ap - Tw do - Hanh phuc
...... ngay ..... thang ...... nam 20

QUY CHE HOAT PONG CUA CO SO TRQ GIUP XA HOI
(Tén co s& trg giup xa hoi dé nghi thanh 1ap)

6. Nhig quy dinh ¢4 tinh cht hanh chinh va nhiing van d¢ lién quan khac, phu hop véi dic
diém cua loai hinh co s¢ trg gitp xa hoi

NGUOI PAI DIEN THEO PHAP
LUAT
CUA CO SO TRQ GIUP XA HOI
(Ky, ghi ro ho tén)



19. Quy trinh:

T6 chirc lai, giai thé co sé tro' gitip xa hdi cong 1ap thuoc UBND Thanh phd, co quan chuyén mén thugc UBND

Thanh phd (QT-19)
Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghi chd

- Cé& nhan nop hd so truc tuyén tai Cong dich vu

cong quoc gia (dia chi: dichvucong.gov.vn) hodc Céne Dich vu

Cong dich vu cong cua Thanh pho (dia chi: oo gQuéc S

dichvucong.hanoi.gov.vn); thu’cghién dégn

- Ngudi nop hd so dang ky tai khoan giao dich dién Ao s 1éng

tir, dng nhap tai khoan, x4c thyc dinh danh dién tu 4 él)u o

(theo hudng dan trén Cong Dich vu cong). noudi dun %éri

- Cong DVC két noi vai CSDLDC dé khai thac cac Cgén Dicl% vu

truong thong tin cua céng dan co6 trong CSDLDC oong AO1 VL Nehi dinh s6

: e cong Thanh pho ght di
(khi dugc ket noi). 48 thue hin cde | 103/2017/ND- A La
- Nguoi nop ho so lya chon: O > Nguai nop ho
g P ra CNe budc tiép theo; CP ngay hai d
+ Djch vy cong tryc tuyén | 120912017 cua | 59 PI d2n
1. . + Chon So Ndi vu Tai N Chinh phi <y tai khoan
A Chih N , L ae ai khoan gom phu quy A

N@p T(,) c}I'l]lfc’ + Linh vuc Bao trq xa hoi ) Tén déng Ilghﬁp dinh vé thanh g!ao ?ICh il?n
hd so canhan | + Chon thi tuc: T6 chirc lai, gidi thé co so tro gitip ' lap, td chi, tir, dang nhap

xa hoi cong lap thuoc UBND Thanh phé, co quan
chuyén mon thuéc UBND Thanh pho

va mat khau.

- Ngudi nop ho so dién cac ndi dung theo Biéu miu
dién tr (chi tiét tai Phu luc 19.1 kém theo).
(Truong hop cac thong tin trong Bleu Mau dién tur da
c6 trong Co so dir lieu quoc gia Vé ddn cu, hé théng
thong tin 6 lién quan, dwoc dien ty dong (neu CO)

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 19.2 kém theo);

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

Biéu mau dién tir;

Thong bao vé
viéc da guri ho
so thanh cong,
cho kiém tra,
tiép nhan, phan
hoi

hoat dong; giai

thé va quan ly
cac co so tro
gitp xa hoi

tai khoan, xac
thuc dinh
danh dién to
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Buoc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
1. Nhan thong bao c6 ho so méi trén Hé thong
2. Kiém tra ho so va cac thong tin
Truong hop ho so can bd sung hoic hd so khong
thudc tham quyén giai quyét: Guri Thong béo dén
Nguoi ndp hod so (miu Thong bao Dién tir) néu rd
ly do va c6 van ban hudng dan ngudi yéu cau bd Théng bao hen
sung hd s0, hoan thién hd so, néu rd loai glay to, tra két qua (hodc Bidu mau
IlQl‘ dun% can bo sung dé Ngudi ndp hd so bd sung, van ban tir chéi, | theo Thong tu
hoan thien. ‘ , van ban huéng | 01/2018/TT-
B¢ phan | 3. Truong hop ho so du dicu kién giai quyét: . dan) VPCP ngay
Mt cira | 3.1. Cap nhat thong tin vao He théng thong tin giai | 91 "9% | phidy chuyénxir | 23/11/2018
) quyét TTHC (S6 theo ddi dién tir theo mau). 1y (Thé hién ctiia Vin
Tiép 3.2. Xac nhén thong tin, gii thong bao tiép nhan tron% Phﬁr} mém | phong C}hinh
nhan (ma h§ s0'va ngay gio tra két qua) vao tai khoan cua bang lgnh phu
va gidi Nguoi nop ho so. chuyén)
quyét Chuyén ho so dén Lanh dao phong chuyén mon thy
hd so 1y ho so.
4. Truong hop Ngudi ndp hd so khong bod sung,
hoan thién duoc ho so thi Bo phan Mot ctra c6 van
ban tir chdi giai quyét yéu cau cia Ngudi nép hd so.
1. Truy cap vao Hé thong thong tin giai quyet TTHC
nhan thong bao c6 hd so méi va tiép nhan ho so.
Lanh dao, 2: Phan (iong cho cong chire thu 1y ho so, tham muu Cap nha.:}t trén He
Cong chire | 8131 quyet. s " N L . AthO{Alg; .
phong thy 3. COflg ch}rc thu Iy ho so kiém tra ho so (Bi€éu mau, | 10 ngay Yéu cau b(z'
Iy ho o file dinh kem). sung/ tur choi

- Truong hop hd so chua du diéu kién giai quyét:
du thao van ban thong bao b6 sung ho so (lanh dao
S ky); néu rd 1y do, ndi dung can bo sung.

giai quyeét
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Buoc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- Truong hop ho so khong du diéu kién giai quyét:
du thdo van ban thong bao tra lai ho so (lanh dao
So ky), néu 10 1y do. ’ q
4. Truong hop ho so day du, ti€p nhan ho so: Tham
dinh
Kiém tra hd so: Cap rilﬁ%tntr.en He
Lanh dao | - Néu dong y: ky nhay vin ban, trinh Lanh dao Sé. \ JIONEs
\ £ R Ao, 2 R . 1 ngay Yé&u cau bo
Phong - Néu khong dong y: Chuyén lai Chuyén vién Phong < 1A
sung/ tir choi
TCBC. 2. X
glal quyet
Phé duyét ndi dung van ban: Cap 111}112tntr.en He
Linh dao | - Néu dong y: Ky duyét vin ban; 5 N
2 X o N PO . 1 ngay Yéu cau bo
So - Néu khong dong y: Chuyén lai Lanh dao Phong © 1A
sung/ tur choi
TCBC. .. z
glal quyet
UBND Phé duyét ho so
. Lanh dao UBND Thanh phd ra Quyét dinh thanh lap. .| Cap nhat trén Hé
Thanh : A 25 ngay £
phé Tru’o*r}g hop khong dong v viéc thanh 1ap thi thong thong
bao bang van ban.
3 fljl(:lnlgy chhélrc Tiép nhan vin ban tir UBND Thanh phé, hoan thién 1 ngay Cép nhat trén H¢
Hoan s0'. ho so chuyén bo phan mét cura thong
thién | B phan Hoan thién
ho ot Mg t cu:a/ 1. B phén Van thu phat hanh van ban; TEang thAong; tin C? ¢ ql,Jy tr;mh
Tra To chire A LA NAAL C 1A \ dong bo Cong ket thc ho so
két cong dan 2. BO phan Mot ctra Tra ket qua ) 1 ngay Dich vu quéc trén Phan
- v~ | 3.Ban giao ho so luu cho Phong TCBC thu 1y ho so. Y A :
qua | nguwoindp gia mém Dich vu
ho so cong




I. Thong tin ngwdi nhap hd so
1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cép:

6. Noi cap:

7. Dia chi:

II. Théong tin @& nghi

1. Pon vi dé nghi:

2. DPia chi don vi:

3. Noi dung dé nghi:

4. Van ban d& nghi so:

5. Ngay ban hanh van ban:
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PHU LUC 19.1: BIEU MAU PIEN TU

- Ngu()i yéu cu cam doan céc thong tin cung cép la dang sy thét
- Biéu miu twong tac ghi nhan thoi gian hoan tat viéc cung cap thong tin.
- Ban dién tir s& ty dong gri vé tai khoan, thu dién tir cia nguoi yéu cau.
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PHU LUC 19.2: THANH PHAN HO SO PIEN TU

N Co'sé ditligubin | Bit bupc/khong bit | uattrinh/nopban | oo b Vo k§
Tén thanh phan ho so 2 ea P 3 chinh khi nhan két A
chup/ban dién tw bufc dinh kém qui thuat
N 2 Al qes as g R \ C e, i, Van ban da co6 chir
D¢ an t6 chuec lai, giai thé co s& trg | Van ban c6 chit ky LA A 1o , ;A «
AR £, o Bat budc Nop ban chinh ky s6 hoac file scan
gitp xa hoi cong 1ap s0 cua don vi trinh maL
e I C . 2R \ C e, i, Van ban da co chir
To trinh t6 chuc lai, giai thé co sé | Vian ban co6 chir ky L1 A N , LA«
A N £ C Bat budc Nop ban chinh ky so hoac file scan
trg giup xa hdi cong lap s0 cua don vi trinh ML




Mau sb 05

TEN CO QUAN, BON V] CONG HOA XA HOQI CHU NGHIA VIET
QUAN LY (NEU CO)... NAM
TEN CO SO TGXH ... Poc 1ap - Tw do - Hanh phuc

..... , ngay .... thang ..... nam 20...
PE AN TO CHUC LAI, GIAI THE
(tén co s tro giup xa hoi dé nghi t chirc lai, giai thé) .......................
1. Tén co s0, dia chi, dia ban hoat dong va loai hinh hoat dong: ..............................
2. Chtric ndng, nhi¢ém vu va ddi trong phuc VU CUa CO SO .viiii et
3. Su can thiét t6 chirc 1ai/ly do GIAi the: ........ooiee it
4. Phuong an to chirc lai, @iai the: ... ..ot
5. To chirc thuc hién phuong an t6 chirc lai va giai thé:
- Xac dinh trach NhiCm: ...
- L0 trinh thure MIn: ..

6. Céac van ban cua co quan c6 tham quyén xac nhan vé tai chinh, tai san, dat dai, cac khoan
vay, ng phai trd va cac van dé khac co lién quan (néu co)

7. Noi dung khac (néu can thibt): .......oooeiieet e

NGU:OI DAI D}EN THEO PHéP LUAT
CUA CO SO TRQ GIUP XA HOI
(Ky, ghi ro ho tén)
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Mau sb 04a
TEN CO QUAN, BON VI CONG HOA XA HOQI CHU NGHIA VIET
QUAN LY (NEU CO)... NAM
TEN CO SO TGXH ... Poc 1ap - Tw do - Hanh phuc
..... , ngay .... thang ..... nam 20...
_TO TRINH
Ve viéc c.oeunannnn.
Kinh glic....oooooiiiiii

4. Phuong an xur ly cac van dé€ v€ nhan sy, t6 chirc by may, tai chinh, tai san, dat dai va cac van
de khac c6 lién quan

5. Trach nhiém cua nguoi ding dau co s¢ va cac ca nhan ¢ lién quan doi voi viée thuc hién
phuong an t6 chuec lai, giai thé don vi va thoi han xtr 1y

NGUOI PAI DIEN THEO PHAP LUAT
CUA CO SO TRQ GIUP XA HOI
(Ky, ghi ro ho tén)



20. Quy trinh:

Thanh lap hdi ddng truong cao ding cong lap trwe thuoc UBND cip tinh (QT-20)

Buéc Chii thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghi chu
- Cé& nhan nop hd so truc tuyén tai Cong dich vu
cdng qudc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu coéng caa Thanh phd (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hién dang
- Nguoi nop ho so ding ky tai khoan giao dich dién nhap mot 1an,
tir, dang nhap tai khoan, xac thuc dinh danh dién ta diéu huéng
(theo hudng dan trén Cong Dich vy cong). nguoi dung téi
- Cong DVC két néi véi CSDLDC dé khai thac cac Cong Dich vu ) ,
trurong thdng tin cua céng dan c6 trong CSDLDC cong Thanh phd Thong tu so
(khi duoc két néi). dé thye hign cac | 15202UTT= 0 i nan o
- Nguoi nop hé so lva chon: buéc tiép theo; BLDTBXH so phai &éng
+ Djch vy cOng truc tuyén 98y | kg tai khoan
Al' Té chire, | + Chon So Néi vu Tai khoan gébm 21{10/202} U | giao dich dién
Nop canhan |+ Link vic Gido duc nghé nghiép Tén dang nhap | BOLaodong- 5, " o hap
ho so + Chon thu tuc: Thanh ldp héi dong truong cao va mt khau, | Thuong b}nh Va | khoan. Xac
dang céng ldp truc thugc UBND cdp tinh Xahot thue dinh
- Nguoi nop ho so dién cac ndi dung theo Biéu mau quy th ve danh dién tir
dién tir (chi tiét tai Phy luc 20.1 kém theo). . . . | biculetruong '
(Trweong hop cac thdng tin trong Biéu mdu dién tir da Bicu mau @wn t; cao dang
c6 trong Co 56 dir liéu quoc gia Vé ddn cu, hé théng T'lzongl baf). ve
thong tin cd lién quan, dugc dién tu dong (neu CO) Vvige fia gul ho
- Tich hop thanh phan hd so theo miu tai Biéu miu SO t‘har.l? cong,
dién tir (chi tiét tai Phu luc 20.2 kém theo); ,CAhO' klfm tra,
- Ngudi nop kiém tra, cap nhat théng tin bao dam tiep nl;%n,’ phan
thong tin day du, chinh xéac, hop phap. o
5 B0 phan | 1. Nhan thong béo c6 hd so méi trén Hé thong 1 ngay Thong bao hen | Biéu mau theo

2. Kiém tra ho so va cic thong tin

tra két qua (hoic

Thong tu
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Buoc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
Tiép Truong hop ho so can bo sung hodc hd so khong van ban tir chdi, | 01/2018/TT-
nhin thudc tham quyen giai quyét: Gui Thong bao dén van ban huong VPCP ngay
va giai Ngudi ndp hd so (miu Thong bao Dién tir) néu rd _ dan) 23/11/2018 cua
quyeét Iy do va c6 vin ban huéng dan ngudi yéu cau bd Phiéu chuyén xtr | Vén phong
ho so sung hd so, hoan thién hd so, néu rd loai gidy to, 1y (Thé hién Chinh phu
ndi dung can bd sung dé Ngudi ndp ho so bd sung, trong Phan mém
hoan thién. bang I¢gnh
3. Trudng hop ho so du diéu kién giai quyét: chuyén)
3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau).
3.2. Xé4c nhan thong tin, giri thong bao tiép nhan
(ma ho so va ngay gio tra két qua) vao tai khoan cia
Nguoi nop ho so.
Chuyén ho so dén Lanh dao phong chuyén mon thu
1y ho so.
4. Truong hop Ngudi nép hd so khong bod sung,
hoan thién dugc hd so thi Bo phan Mét ctra c6 van
ban tir chéi giai quyét yéu cau ctia Nguoi ndp hé so.
1. Truy cap vao Hé thong thong tin giai quyet TTHC
nhén thong bao c6 hd so méi va tiép nhan hé so.
Lanh dao, 2: ?han (iong cho cong chire thu 1y hd so, tham muu Cap nhg}t trén HE
Cﬁng chire gl 9uyet' . F LA -2 X -3 X N AthOI:g; A
phong thy 3. Cong chure thu 1y ho so kiém tra ho so (Biéumau, | 5 ngay Y¢éu cau bQ.
.~ | file dinh kem). sung/ tur choi
ly ho so X

- Truong hop hd so chua du diéu kién giai quyét:
du thao van ban théng bao bo sung hd so (Ianh dao
S& ky); néu 13 1y do, ndi dung cin bd sung.

giai quyeét
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Buoc Chii thé Quy trinh chi tiét Thaoi gian Trang thai Can cw phap ly Ghi chu
- Truong hop ho so khong du diéu kién giai quyét:
du thdo van ban thong bao tra lai ho so (lanh dao
So ky), néu 10 1y do. q
4. Truong hop ho so day du, ti€p nhan ho so: Tham
dinh
Kiém tra hd so: Cap rilﬁ%tntr.en He
Lanh dao | - Néu dong y: ky nhay vin ban, trinh Lanh dao Sé. \ JIONEs
\ £ R Ao, 2 R . 1 ngay Yé&u cau bo
Phong - Néu khong dong y: Chuyén lai Chuyén vién Phong < 1A
sung/ tir choi
TCBC. 2. X
glal quyet
Phé duyét ndi dung van ban: Cap 111}112tntr.en He
Linh dao | - Néu dong y: Ky duyét vin ban; 5 N
2 X o N PO . 1 ngay Yéu cau bo
So - Néu khong dong y: Chuyén lai Lanh dao Phong © A
sung/ tur choi
TCBC. .. %
glal quyet
UBND Phé duyét ho so
Thanh Lanh dao UBND Thanh phd ra Quyét dinh thanh lap. Engay | Cap nhat trén He
phé Truong hop khong dong ¥ viée thanh lap thi thong gay thong
bao bang van ban.
Cong' Ch;\lrc Tiép nhan vin ban tir UBND Thanh phé, hoan thién X Cép nhat trén H¢
thu ly ho A 2 LA otA A 1 ngay X
o ho so chuyén bo phan mot cura thong
Hgén B¢ phan Hoan thién
thién Mot ctra/ | 1. B phan Van thu phat hanh van ban; Trang thong tin cac quy trinh
'O To chirec | 2. B phan Mot cira Tra két qua (To trinh cia S& \ dong bo Cong két thac ho so
ho so; A A ae N 1 ngay . X A A
Tra cong dan, | Noi vu); ‘ Dich vu quoc trén Phan
Két ngudindp | 3. Ban giao ho so luu cho Phong TCBC thuy 1y h6 so. gia mém Dich vu
ho so cong

>

qua
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PHU LUC 20.1: BIEU MAU PIEN TU

I. Théng tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 20.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A rs X1 Co so dir liéu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir buc dinh kém chinh kl(;:l l{:han ket thuat
Vin ban cua trudng cao diang dé
nghi thanh 13p hdi dong truong < ra i~ Van ban da c6 chir
‘A aAA A1 < , , Van b hir k < A A , , ;A1
1 | nhiém ky dau tién hodc van ban cua A0 Dan €o it Ky Bat budc Nop ban chinh ky so hoac file scan
as 2A . A C n sO cua don vi trinh X
hoi dong truong dé nghi thanh lap mau
héi dong truong nhiém ky ké tiép
Vién ban ct dai di¢n tham gia hoi . te ax s 1
dong truong cia cac to chirc quy | Vian ban cé chit ky . Van ban da c6 cha
2 ) R \ A , L. L Bat bud Op ban chinh ky so hodc fil
dinh tai diem a khoan 3 Bi€u 11 cia | s0 cua don vi trinh t buge Nop ban chin Y 80 02.1(5 tie scan
Ay s A A mau
Luat Gido duc nghé nghi¢p
Van ban ct dai di¢n tham gia hoi
A \ 5 h 5 5 5 i N . .
dor}g tmOT}g cua €o quan ¢ quan i et Vin ban da c6 chir
truong hodc van ban cu dai dién | Van ban c6 chit ky ‘ R N , S
3 AN \ , \ L o Bat budc Nop ban chinh ky so hoac file scan
tham gia hdi dong trudng cia co s¢ | sO cua don vi trinh mAu
san xuat, kinh doanh, dich vu c6 lién
quan
Vién ban da c6 chir
4 | Bién ban hop bau hoi dong truong Bén chuyp Bat budc Nop ban chinh ky s0 hodc file scan
mau
Bén sao van bang, ching chi cua Van ban da co chir
5 | nguoi duge dé nghi gitt chue danh Ban chup Bat budc Nop ban sao ky s0 hodc file scan

chu tich hoi ddng truong

mau
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21. Quy trinh: Thay thé chi tich, thw ky, thanh vién hdi dong trudng cao dang cong Iap truc thugc UBND cép tinh

(QT-21)

Buoc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can ctr phap ly Ghi chu
- Canhan nop ho so tryc tuyen tai Cong dich vu cdng
quoc gia (dia chi: dichvucong.gov.vn) hodc Coéng Céne Dich vu
dich vu coéng cua Thanh phé (dia chi: ONg IVt

; : . cong Quoc gia
dichvucong.hanoi.gov.vn); A A X
NS - s . . o thyc hién dang Thong tu s
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mét lan 15/2021/TT- Ngudi nop hd
tu, dang nhap ~téli khoan, xac thuc dinh danh dién tir didu hﬁc’mg ’ BLDTBXH ngay | so phai &Emg
(theo hudng dan trén Cong Dich vucong). -~ ngudi dung t6i | 21/10/2021 cia | Ky tai khoan
- Cong DVC ket noi véi CSDLDC dé khai thac cac Céne Dich vu B5 Lao done - i20 dich dién
trudng thong tin cua cong dan co trong CSDLDC con %hé'nh 16 | Thuon bihhgva gt]u’ dine nha
(khi duoc két ndi). ong hanh ph g ol I, cang nhap
- Neudi nép hd so lua chon: dé thuc hlcn cac Xa hQI o | tai khoan, xac
guol Nop. e CTon. budc tiép theo; | quy dinh vé& Pidu |  thuc dinh
+ Dich vy cong tryc tuyen 1€ trudng cao danh dién ta
1 T6 chi * Chon So Noi vu A Tai khoan gom . din '
Nop O €T, | 1 Iinh vuc Gido duc nghé nghiép i1 Khoan gol &
N ca nhan i £ 23 C s . Tén dang nhap
hd so + Chon thu tuc: Thay the chu tich, thu ky, thanh vién

hoi do”‘ng’ trwong cao dang céng ldp triec thudc
UBND cap tinh

va mat khau.

- Ngudi nop hé so dién cac nodi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 21.1 kém theo).
(Truong hop cac théng tin trong Biéu mdu dién tir da
c6 trong Co s¢ di liéu quac gia vé dan cu, hé thong
thong tin ¢ lién quan, dugc dien tie dong (néu c0)

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

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

Biéu mau dién tir;

Thong bao vé
viéc da guri ho
so thanh cong,
cho kiém tra,
tiép nhan, phan
hoi
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Buoc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can ctr phap ly Ghi chu
2. Bo phan | 1. Nhan thong bao c6 ho so méi trén Hé thong 1 ngay Thong bao hen | Biéu mau theo
Tiép | Mot cira | 2. Kiém tra ho so va céc thong tin tra két qua (hodc Thong tu
nhén Truong hop hd so can bd sung hodc hd so khong vén ban tr choi, | 01/2018/TT-
va giai thudc thAm quyén giai quyét: Guri Thong bao dén van ban huong VPCP ngay
quyeét Ngudi nop hd so (mau Thong bao Dién tir) néu rd ly ~dan) 23/11/2018 cua
ho so do va co6 van ban huong dan nguoi yéu cau bd sung Phi€u chuyén xu Van phong
ho s0, hoan thién hod so, néu rd loai gidy to, ndi dung 1y (The hién Chinh phu
can bd sung dé Nguoi ndp hd so b sung, hoan thién. trong Phan mém
3. Trudong hop ho so du diéu kién giai quyét: bang l?nh
3.1. Cap nhat thong tin vao Hé thong thong tin giai chuyén)
quyét TTHC (S6 theo ddi dién tir theo méu)
3.2. Xac nhan thong tin, guri thong bao tiép nhan (ma
ho so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.
Chuyén hd so dén Lanh dao phong chuyén mén thu
1y ho so.
4. Trudng hop Ngudi ndp ho so khong bo sung, hoan
thién duoc ho so thi BO phan MGt ctra c6 van ban tur
chéi giai quyét yéu cau ctia Nguoi ndp hd so.
Lanh | 1. Truy cap vao Hé thong thong tin giai quyét TTHC | 5ngdy | Cap nhat trén Hé
dao, nhan thong bao c6 hd so méi va tiép nhan ho so. théng;
Cong | 2. Phan cong cho cong chirc thu Iy ho so, tham muu Yéu cau bo
chirc giai quyét. sung/ tir chbi
phong | 3. Céng chirc thu Iy ho so kiém tra hd so (Biéu mau, giai quyét
thu Iy ho | file dinh kém).
S0 - Trudng hop ho so chua di diéu kién giai quyét: du

thao vin ban théng bao bd sung }16 so (Ianh dao S&
ky); néu r6 1y do, ndi dung can bo sung.
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Buoc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can ctr phap ly Ghi chu
- Truong hop ho so khong du diéu kién giai quyét:
du thdo van ban thong bao tra lai ho so (lanh dao So
ky), néu rd ly do.
4. Truong hop ho so dy du, tiép nhan hd so: Tham
dinh
Lanh Kiém tra ho so: 1ngay |Cép nhat trén H¢
dao - Néu dong y: ky nhéy vin ban, trinh Lanh dao Sé. thong;
Phong - Néu khong ddng y: Chuyén lai Chuyén vién Phong Yéu cau bo
TCBC. sung/ tir choi
gidi quyét
Lanh Phé duyét ndi dung van ban: 1ngay | Capnhattrén Hé
dao 8¢ | - Néu dong y: Ky duyét vin ban; thong;
- Néu khong dong y: Chuyén lai Lanh dao Phong Yeéu cau bo
TCBC. sung/ tur choi
giai quyét
UBND | Phé duyét ho so 5ngay | Céap nhat trén Hé
Thanh | Lanh dao UBND Thanh ph ra Quyét dinh thanh lap. thong
pho Trudng hop khong dong ¥ viéc thanh 1ap thi théng bao
bang van ban.
cong Tiép nhén van ban tr UBND Thanh phd, hoan thién | 1ngay | Cap nhat trén H¢
chirc thu | h6 so chuyén bo phan mot cira thong
1y ho so
3. Bo phan | 1. Bo phan Van thu phat hanh van ban; 1 ngay Trang thong tin Hoan thién
Hoan | Mot cira/ | 2. Bo phan Mot ctra Tra két qua (To trinh ctia So Noi déng bo Cong cac quy trinh
thién | To chirc | vu); Dich vu quéc két thuc ho so
hd so; cobng 3. Ban giao hd so Iuu cho Phong TCBC thy Iy ho so. gia trén Phan
Tra dan, mém Dich vu
két nguoi cong
qua ndp ho

SO’
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PHU LUC 21.1: BIEU MAU PIEN TU

I. Théng tin ngudi nhap ho so

1. Ho va tén:

2. S6 dién thoai:

3. Email:

4. S6 CMND/CCCD:

5. Ngay cap:

6. Noi cép:

7. Dia chi:

IL. Théng tin dé nghi

1. Pon vi dé nghi:

2. Pia chi don vi:

3. Noi dung dé nghi:

4. Vian ban dé nghi sé:

5. Ngay ban hanh van ban:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 21.2: THANH PHAN HO SO PIEN TU

. < A A < Xuit trinh/ ndp ban U
TT Tén thanh phin hd so Cosg dirliéu/ban | Batbuge/khong bat | = oy ypinpan kée | Dieu kién veky
chup/ban dién tw bufc dinh kém qui ‘ thuat
Vin ban cia hoi dong truong dé Vin ban c6 chit k Van ban da c6 chir
1 | nghi thay thé chu tich, thu ky, thanh | 2, Uy Bat budc Nop ban chinh ky s6 hoac file scan
AP . sO cua don vi trinh X
vién hoi1 dong truong mau
Bién ban hop hoi dong truong veé Vin ban ¢6 chit k Vién ban da c6 chir
2 | viéc thay thé chu tich, thu ky, thanh L . o Y Bat budc Nop ban chinh ky so hoac file scan
BN . s0 cua don vi trinh X
vién hgi1 dong truong mau
Ban sao vin bang, chimg chi cia
nguoi duge dé nghi gitr chirc danh Van ban da co chir
3 | chu tich hoi dong truong (Truong Bén chuyp Bat budc Nop ban sao ky s0 hoac file scan

hop thay thé chu tich hoi dong
truong)

mau
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22. Mié&n nhiém, cach chic chii tich, thw ky, thanh vién hgi dong trudng cao dang cong lap truc thugc UBND cép tinh (QT-22)

Buéc | Chii thé Quy trinh chi tiét rgll:;l Trang thai Can cw phap ly Ghi chu
- C4 nhan nop ho so truc tuyén tai Cong dich vu cong
quéc gia (dia chi: dichvucong.gov.vn) hoic Cong Céne Dich vy
dich vu coéng cua Thanh phé (dia chi: Ong IVt
dichvucong.hanoi.gov.vn); fﬁfﬁgfgfﬁa Thone fur s
- Nguoi nop hd so ding ky tai khoan giao dich dién e 1ang 15 /20527’1 T | Neusi noo h
ttr, dang nhap tai khoan, x&c thuc dinh danh dién tir | BLDTBXH nedy | oot &‘3
(theo hudng dan trén Cong Dich vu cong). teuiwong ngay | so phal ¢ang
- Cdng DVC két néi véi CSDLDC dé khai thac cac nguoi dung t6i | 21/10/2021 cua | kytai khoan
truong thong tin cua céng dan cé trong CSDLDC Sjong D}Ch Ve B0 Lao d.Q e g!ao EhCh dl? n
(khi dugc két néi). cong Thanh pho | Thuong binhva | ttr, dang nhap
. Ngu:(‘yi. nop ho so lya chon: de thug hién cac Xa hoi . tai khOan, Xac
+ Dich Vu.cf)ng trurc tuy n ' budc tiep theo; | quy dinh vé Diéu thuc ghnh

1 . + Chon Sé Néi v .. . A ¢ m?ng a0 danh di¢n tir
Nop | TOchic, | rih vuc Gido duc nghé nghiép ?ﬁ’ ké{"an s dang
h(‘A). SO’ canhan |, Chon tha tuc: Mién nhiém, cdch chire chii tich, thu n dang nhap

ky, thanh vién héi dong truong cao dang céng ldp
truc thuoc UBND cap tinh

va mat khau.

- Ngudi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 22.1 kém theo).
(Truong hop cac thoéng tin trong Biéu mdu dién tir da
c6 trong Co s¢ dit lidu quac gia vé dan cu, hé thong
théng tin cé lién quan, dwge dien tir dong (néu co)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 22.2 kém theo);

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

Biéu mau dién tr;
Thong bao vé
viéc da guri ho
so thanh cong,
cho kiém tra,

tiép nhan, phan
hoi
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Buwéc | Chii thé Quy trinh chi tiét Eg‘;}" Trang thai | Cinci phaply | Ghicha
2. Bo phan | 1. Nhan thong bao c6 ho so méi trén Hé thong 1 ngay Thong bao hen | Biéu mau theo
Tiép | Mot cira | 2. Kiém tra ho so va cac thong tin tra két qua (hodc Thong tu
nhan Truong hop hd so can bd sung hodc hd so khong vdn ban tir choi, | 01/2018/TT-
va giai thudc thAm quyén giai quyét: Guri Thong bao dén van ban huong VPCP ngay
quyeét Ngudi nop hd so (mau Thong bao Dién tur) néuro ly ~dan) 23/11/2018 cua
ho so do va co6 van ban hudng dan nguoi yéu cau bd sung Phi€u chuyén xu Van phong
ho s0, hoan thién hod so, néu rd loai gidy to, ndi dung 1y (The hién Chinh phu
can bd sung dé Nguoi ndp hd so b sung, hoan thién. trong Phan mém
3. Trudong hop ho so du diéu kién giai quyét: bang l?nh
3.1. Cap nhat thong tin vao Hé thong thong tin giai chuyén)
quyét TTHC (S6 theo ddi dién tir theo méu)
3.2. Xac nhan thong tin, guri thong bao tiép nhan (ma
ho so va ngay gio tra két qua) vao tai khoan cua
Nguoi ndp hd so.
Chuyén hd so dén Lanh dao phong chuyén mén thu
1y ho so.
4. Trudng hop Ngudi ndp hd so khong bd sung, hoan
thién dugc ho so thi Bo phan Mét ctra c6 van ban tir
chéi giai quyét yéu cau ctia Nguoi ndp hd so.
L&nh 1. Truy cép vao H¢ thong thong tin giai quyet TTHC | 5ngay | Cap nhattrén Hé
dao, nhan thong bao c6 hd so méi va tiép nhan ho so. théng;
Cong | 2. Phan cong cho cong chirc thu Iy hd so, tham muu Yéu cau bd
chirc giai quyét. sung/ tir chdi
phong | 3. Cong chirc thu Iy ho so kiém tra hd so (Biéu mau, giai quyét
thu Iy ho | file dinh kém).
S0 - Trudng hop ho so chua du diéu kién giai quyét: du

thao vin ban thong bao bd sung }16 so (lanh dao S¢&
ky); néu rd 1y do, ndi dung can bd sung.
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Buwéc | Chii thé Quy trinh chi tiét Eg‘;}" Trang thai | Cinci phaply | Ghicha
- Trudng hop ho so khong di didu kién giai quyét:
du thdo van ban thong bao tra lai ho so (lanh dao So
ky), néu rd ly do.
4. Truong hop ho so ddy du, tiép nhan ho so: Thim
dinh
Lanh Kiém tra hd so: 1ngay |Cép nhat trén H¢
dao - Néu dong y: ky nhay vin ban, trinh Lanh dao Sé. thong;
Phong - Néu khong dong y: Chuyén lai Chuyén vién Phong Yéu cau bo
TCBC. sung/ tur choi
giai quyét
Lanh Phé duyét ngi dung van ban: 1ngay | Capnhattrén Hé
dao S¢ - Néu ddng y: Ky duyét vin ban; thong;
- Néu khéng dong y: Chuyén lai Lanh dao Phong Yéu cau bo
TCBC. sung/ tir choi
gidi quyét
UBND | Phé duyét ho so 5ngay | Céap nhat trén Hé
Thanh | Lanh dao UBND Thanh phd ra Quyét dinh thanh Iap. thong
pho Trudng hop khong dong ¥ viéc thanh lap thi thong bao
bang van ban.
cong Tiép nhén van ban tr UBND Thanh phd, hoan thién | 1ngay | Cap nhat trén H¢
chirc thu | h6 so chuyén bo phan mot cira thong
1y ho so
3. Bo phan | 1. B6 phan Van thu phat hanh van ban; 1 ngay Trang thong tin Hoan thién
Hoan | Mot cira/ | 2. Bo phan Mot ctra Tra két qua (To trinh ctia So Noi déng bo Cong cac quy trinh
thién | To chirc | vu); Dich vu quéc két thuc ho so
hd so; cobng 3. Ban giao hd so Iuu cho Phong TCBC thy Iy ho so. gia trén Phan
Tra dan, mém Dich vu

nguoi

cong
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Thoi

Buéc | Chi thé Quy trinh chi tiét :
gian

Trang thai

Can cw phap ly

Ghi cha

két ndp hd
qua SO

PHU LUC 22.1: BIEU MAU PIEN TU

Théng tin nguwoi nhap ho so
. Ho va tén:

. Sb dién thoai:

. Email:

. S6 CMND/CCCD:

. Ngay cap:

. Noi cép:

. Pi1a chi:

IL. Thong tin dé nghi

1. Pon vi dé nghi:

2. DPia chi don vi:

3. Noi dung dé nghi:

4. Van ban d& nghi so:

5. Ngay ban hanh van ban:

U= VI NURE SR

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.
- Biéu mu twong tac ghi nhan thoi gian hoan tat viéc cung cap thong tin.
- Ban dién tir s& ty dong gri vé tai khoan, thu dién tir ciia nguoi yéu cau.
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PHU LUC 22.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

Diéu kién veé ky

TT Tén thanh phan ho so chup/ban dién tir buc dinh kém chinh kl(;:l l{:han ket thuat
Vin ban cia hoi dong truong dé
nghi mién nhi¢m, cich chuac chu e Van ban da co6 chir
: R A 1as aX Van ban co6 chir ky s 1A N , L A1«
1 |tich, thu ky, thanh vién hdi dong L o Bat budc Nop ban chinh ky so hoac file scan
. L Ao . sO cua don vi trinh X
truong, trong dé néu rd 1y do mien mau
nhiém, cach chirc
Bién ban hop hdi don ong ve . te ax s 1
N ba}: op 110 do, & tru:(,y g Ve o g a1, Van ban da co6 chir
o | Viéc mien nhiém, cach chuc ghu Van ban c6 chit ky B4t bude No6p ban chinh 19 s6 hodic file scan
tich, thu ky, thanh vién hoi dong | soO ctuia don vi trinh i P Y n'lau
truong
Cac van ban, gidy to ching minh Van ban da c6 chir
3 » 813 g Ban chup Bat budc Nop ban sao ky so hoac file scan

lién quan

mau




23. Quy trinh: Céng nhin ban vin ddng thanh lap hoi cp tinh (QT-23)
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Buéc | Chii thé Quy trinh chi tiét Thoi Trang thai Cin ctr phap | Ghichu
gian ly
- Ca nhan nop ho so tryc tuyén tai Cong dich vu 7
cong quoc gia (dia chi: dichvucong.gov.vn) hoac Cong Dich wvu
Cong dich vu cbng cua Thanh pho (dia chi: cong Quoc gia
dichvucong.hanpi.gov.vn); thyc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich nhap mot lan,
dién tr, dang nhap téli~ khoan, >§éc thuc dinh danh dicu hudng
dién tu (theo husng dan trén Cong Dich vu cong). ngudi dung t6i | Nohi dinh sb
- Cng DVC két néi véi CSDLDC dé khai thac Cong Dich wy| 8% ¢
cac truong thong tin cua cong dan co trong cong Thanh pho 45/ 2010/ND" Ngudi nop
CSDLDC (khi dugc két ndi). dé thyc hién cac | CP ngay | SO
- Nguoi nop ho so lya chon: budc tiep theo; | 21/4/2010 cua ding kp, e
+ Djch vu cong truc tuyén ‘ Chinh phu quy khoan z]]iao
1. + Chon So Noi vu Tai khoan g0M | dinh vé&t6 chirc. | a:ar 4:an 4o
R . A N . _— , N . B . ! > | dich dién tu,
Nop ho | Canhan | + Linh vuc Toé chuc phi chinh phu Ol ngay |Tén dang nhap A ; - A
, - . s X 1 hoat dong va | dang nhap
SO + Chon thu tuc: Cong nhgn ban vdn dong thanh va mat khau. 1 19 hoi: t3i khoa
lgp hi cap tinh quan 1y hoi; al Khoan,
o N ] - - C4c van ban | Xxac thuc
- Nguoi nop ho so dién cac ndi dung theo Biéu c6 lien quan | dinhdanh
mau dlén tr (Chi tiet ti.li Phl.l ll.lc 23.1 kem theO) cua co quan cO dlén ta

(Truong hop céc thong tin trong Bieu mau dién tir
da co trong Co so dir ligu quoc gia ve ddn cu, hé
thong thong tin co lién quan, duoc diéen tu dong (neu
co

- %ich hop thanh phén hd so theo miu tai Biéu
mau dién tir (chi tiet tai Phu luc 23.2 kém theo).
- Ngudi nop kiém tra, cap nhat thdng tin bao d¢am
thong tin day du, chinh xéac, hop phép.

Biéu mau dién
tu;

Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hdi.

tham quyén
theo quy dinh
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1. Nhan thong béo co hd so m&i trén Hé théng;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bd sung hodc ho so khong
thudc thim quyen giai quyét: Guri Thong bao dén
Nguoi nop hd so (miu Thong bao Dién tir) yéu
cau bd sung hod s0, hoan thién ho so, néu rd loai
glay td, ndi dung can bo sung dé Nguoi ndp ho so
bd sung, hoan thién.

Thong bao hen
tra két qua (hoac

Biéu mau theo

3. Trudng hop hd so da diéu kién giai quyét: tr chdi, hodc Thong tu
Bo phan 3.1. A’Ceflp nhat th(;)ng tin VNE‘l'O I‘-Iﬂé thq(‘)ng th6n§ tin giai hu’é’pg dén)% 01/2018/TT-
Mot cira quyét TTHC (S6 theo doi dién tir theo mau) Phi€u chuyén xu | VPCP ngay
5 ’ 3.2. Xac nhan thong tin, g thong bao tiép nhan Iy (Thé hién | 23/11/2018 cua
Tiép (ma hd so va ngay gio tra két qua) vao tai khoan tr?ng Phan mAém Vél:l phc‘)nig
nhan va cua Ngu’m ‘nop hé so. \ bangx 1énh Chinh phu
g.iz”li Chuyén ho so t6i Truong BO phan mot cura; 22 ngay | chuyén).
quyét Chuyén ho6 so dén Lanh dao phong chuyén mon
hd so thu 1y ho so.
4. Truong hop Ngudi ndp hd so khong bd sung, hoan
thién duoc hd so thi B6 phan Mot cira ¢ Thong bao
Dién tir tir chdi giai quyét yéu cau cua Nguoi ndp hd
SO.
1. Truy cép vao Phan mém Mot cira nhan thong
b4o ¢6 hd so mdi va tiép nhan ho so. ‘ Cép nhit trén
Lanh dao, | 2. Phan cong cho cong chic thy ly ho so, tham He théng'
Cong chire | muu giai quyét. ‘ 7 ‘ Yéu ciu b’é
phong thu | 3. Cong churc thu Iy ho so kiém tra ho so. < 1A
Iy hd so | 4. Tham dinh, trinh Lanh dao phong, S& xem xét sung/ tir choi
hd so di didu kién, khong da didu kién cong nhan giat quyct
ban van dong thanh 1ap hoi cép tinh
Lanh dao Phé duyét cong nhan ban van dong thanh 1ap hoi 1 ngay Cap nhé}t trén
Sé cap tinh H¢ thong;
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B$ phan HO,al’l thién
3 Mot cira/ ; : 5 Trang théng tin cac quy
Hoan 2, 1. Tra két qua cho To6 chirc, cong dan, Nguoi ndp ho X A ~R trinh két
.~ x| Tochie \ dong b Cong . 1A
thién ho cona dan. | 5 ‘ 5 ngay Dich vu aude thic ho so
so; Tra gaan. | 5 Ban giao ho so luu cho Phong TCPCP&CTTN. I viq trén Phan
£ . | ngwoi ngp gia X )
két qua A mém Dich
ho so A
vu cong




132
PHU LUC 23.1: NQI DUNG BIEU MAU PIEN TU PE NGHI CONG NHAN BAN VAN PONG THANH LAP HQI

(1) Ho va tén:

(2) S6 CCCD/CMTND/HC:
(3) Ngay cap:

(4) Noi cép:

(5) bia chi:

(6) S6 dién thoai:

(7) Su cén thiét:

(8) Co s& cong nhan:

(9) Tén Hoi:

(10) Ton chi, muc dich cua Hoi:
(11) Pham vi hoat dong:

(12) Linh vuc hoat dong chinh:
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PHU LUC 23.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A rs X1 Co so dir liu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir buc dinh kém chinh kl(;:l l{:han ket thuat
Scan ban chinh Pon

1 Dfrn de‘ ngh} cong Anhz%n ban van | dé ngAh1 cong nh‘an Bt bugc Nop ban chinh File ky so ‘Ahoac

dong thanh 1ap hoi cap tinh ban van dong thanh Scan mau

12p hoi cap tinh

Danh sach va trich ngang cua nhirng

nguoi du kién trong ban van dong

thanh lap hoi: ho, tén; ngay, thang,

nam sinh; trd quan; trinh d§ van

hoéa; trinh d§ chuyén mon.

- Doi voi nguoi dy kién la nguoi

dung dau Ban vdn dong thanh lap

hoi phai co:

+ A ’ o1 J ’ A 5 . ) ) . . A i ) . r A -
2 S0 y(?u I}Z lich C? xac ?.harrl'cua CO Scan tir ban chinh Bat budc Nop ban chinh File ky 0 Ahoac

quan c6 tham quyén; D61 voi nguoi Scan mau

dung dau (Truong ban) Ban van
dong thanh 1ap hdi thudc dién quan
Iy ctia co quan c6 thim quyén thi
phai c6 van ban dong ¥ cua co quan
c6 thim quyén theo quy dinh vé
phan cép quan 1y can bo;

+ Phiéu 1y lich tu phap thyuc hién
theo quy dinh cia phdp luét.




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

PON PE NGHI
Cong nhan Ban Van dong thanh lap Hoi ...(1)...

Kinh gui: ...(2)....

T6i 14 ... dai dién nhitng ngudi sang 1ap (Ban Sang 1ap) Hoi ...(1)... tran trong dé nghi ...(2)... xem xét,
quyét dinh cong nhan Ban Van dong thanh lap Hoi ...(1)... nhu sau:

I. Su cin thiét va co sé cong nhan

1 SW AN thibt. ... eee e

I1. Tén, ton chi, muc dich
1. Tén Ho1:

Thong tin khi can lién hé:

HoO VA I8N o
DA Chi: Lo

SO GIBI thOBL: .ot
Ban Sang lap Hoi dé nghi ...(2)... xem xét, quyét dinh cong nhan Ban Van dong thanh 1ap Hoi ...(1)..../.

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

Noi nhin: BAN SANG LAP HOI

- Nhu trén; (Chir ky)

- Luu Ban Séang lap Hoi. Ho va tén
Ghi chu:
(1) Tén hoi duy kién thanh 1ap;
(2) Tén co quan nha nudc c6 thim quyén cong nhan ban van dong thanh 1ap hoi;
(3) Khai quét thyc trang linh vuc hoi du kién hoat dong va sy can thiét thanh lap hoi;
(4) Néu 1o vige dé nghi cong nhan ban van dong thanh lap hoi phu hop quy dinh tai Diéu 2, Piéu 5 va
Diéu 6 Nghi dinh 50 45/2010/ND-CP vé quy dinh cta phap ludt c6 lién quan (néu co);
(5) Tén goi bang tiéng Viét, tiéng nude ngoai (néu co), tén viét tit (néu c6) phu hop véi linh vue hoi du
kién hoat dong va quy dinh ctia phap luat;
(6) Xéc dinh cu thé ton chi, muc dich phu hop tén goi va quy dinh caa phap luat;
(7) Xac dinh cu thé pham vi, linh vyc hoat dong chinh, co quan quan 1y nha nudc vé linh vuc hoi du
kién hoat dong phu hop tén goi, quy dinh cta phép luat;
(8) Ho so theo quy dinh tai Khoan 4 Piéu 6 Nghi dinh s6 45/2010/ND-CP va céac tai liéu c6 lién quan
(néu c6). Nhan sy du kién 1a Truéng Ban Van dong thanh 1ap hoi thuc hién theo quy dinh tai Khoan 1
Diéu 1 Thong tu nay.



24. Quy trinh: Bio co to chirc dai hdi nhiém ky, dai hi bat thuong cip tinh (QT-24)

Buée Chii thé Quy trinh chi tiét Thoi Trang thai Can cw phap ly Ghi chu
gian
- C4 nhan nop hd so truc tuyén tai Cong dich vu cong
qudc gia (dia chi: dichvucong.gov.vn) hodc Cong dich Cong Dich vu
va c¢dng coa Thanh phé (dia  chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hién dang
- Nguoi nop hd so ding ky tai khoan giao dich nhiap mot lan,
dién tir, dang nhap tai khoan, xac thuc dinh danh diéu hudng
dién tir (theo hu,c’rng,dén trén Cong Dich vu cong). ngudi dung toi | Nghi dinh sb
- Cong DVC két noi véi CSDLDC dé khai thac Cong Dich vy 45 /201'0 /ND- cp
cac truong théng tin cua cbng dan cé trong cong Thanh pho . .
CSDLDC (khi dugc két néi). 8 thuc hién cac | "9y 21/4/2010 | Nguoi nop ho
- Ngudi nop ho so lya chon: bude tiép theo; | cua Chinh phu o pb_éi dang
1 + Dich vu c6ng truc tuyén ‘ quy dinh vé to I.(y ta'_ khoé[‘
Nop hd Ca nhan + Chon So NQi Vu 01 ngay Tai khodn gom | chirc, hoat dong g!ao ?ICh dl?n
SO + Linh vuc To chure phi chinh phu Tén dang nhép | va quan 1y hoi; tu, danig nhap
+ Chon thii tuc: B&o c&o t6 chire dai hgi nhigm ky, vamatkhau. | . C4c van ban co | 1@ Knoan, xac
dai hoi bat thuong cap tinh lién quan cia co | e dinh
- Nguoi nop hd S0 dién cac nodi dung theo Biéu quan c6 thim danh dién tir
mau dién tir (Chi tiet t%_li Phl} ll}C 241~kém thEO). Bléu mau dién quyén theo quy
Truong hop cac théng tin trong Biéu mau dién tir da tu; dinh
c6 trong Co sé dir liéu quoc gia vé dan cur, hé thong Thong bao vé
théng tin c6 lién quan, dwege dien tie dong (néu co) viéc da gui hod so
- Tlch hop thanh phan hd so theo mau tai Biéu thanh cong, Cho’
mau dién tir (chi tiét tai Phu luc 24.2 kém theo). kiém tra, tiép
- Ngudi nop kiém tra, cap nhat thdng tin bao dam nhan, phan hoi.
thong tin day du, chinh xac, hop phép.
2 Bo phan 1. Nh?ln théng béo c6 hd so mai trén Hé théng; 18 ngay Thén’g bdo hen | Biéu mau theo
' Mot cira | 2. Kiém tra ho so va cdc thong tin; trd két qua (hodc Thong tu
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Tiép
nhan va
giai
quyét
hd so

Truong hop hd so can bd sung hodc hd so khong
thudc thim quyen giai quyét: Guri Thong béo dén
Nguoi nop hd so (mau Théng bao Pién tir) yéu
cau bd sung hd s0, hoan thién hd so, néu rd loai
gidy to, ndi dung can bd sung dé Ngudi ndp hd so
bd sung, hoan thién.

3. Trudong hop ho so du diéu kién giai quyét:

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau).

3.2. Xac nhan thong tin, giri thong béo tiép nhan
(mi ho so va ngay gio tra két qua) vao tai khoan
ctia Nguoi nop hd so.

Chuyén hd so téi Truong B0 phan mdt cira;
Chuyén ho so dén Lanh dao phong chuyén mén
thu 1y ho so.

4. Truong hop Ngudi ndp ho so khong bo sung, hoan
thién duoc hd so thi B6 phan Mot cira ¢ Théng bao
Dién tir tir chi giai quyét yéu cau ctia Ngudi ndp hd
SO.

1. Truy cap vao Phan mém Mot cira nhan thong
bao c6 ho so mdi va ti€ép nhan ho so.
2. Phan céng cho céng chirc thu 1y ho so, tham

tr chéi, hodc
huéng dan);
Phiéu chuyén xu
ly (Thé hién
trong Phan mém
béng 1énh
chuyén).

01/2018/TT-
VPCP ngay
23/11/2018 cua
Vian phong
Chinh phu

Cap nhat trén

Lanh dao, P N 1K
Cong chiic muu giai quyeét. . B . Hf; thi)ng;;
phong thy 3. Cong chuc thy Iy ho so kiém tra ho so. Yéu cau bq.
IV he so 4. Tham dinh, trinh Lanh dao phong, S¢ xem xét sung/ tur choi
y ho so du diéu kién, khong du diéu kién cho phép giai quyet
td chirc dai hoi nhiém ky, dai hoi bat thuong cap
tinh.
Lanh dao | Phé duyét cho phép t6 chtrc dai hoi nhiém ky, dai 01 ngay Cap nhét trén
S& hoi bat thuong cip tinh. H¢ thong;
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Hoan thién
cac quy trinh

Trang thoéng tin

két thuc ho so

B¢ phan
3 Mot cira/ X . . 3
H Pan . Té chire 1. Tra két qua cho T6 chure, cong dan, Ngudi ndp hod \ ddng bo Cong
thign ho cong dan, |3 ) 05 ngay Dich vu quéc trén Phan
so; Tra g ~_ | 2. Ban giao ho so Iuu cho Phong TCPCP&CTTN. iehvuq A :
£ . | nguwoindp gla mém Dich vu
két qua x N
ho so cong
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PHU LUC 24.1: BIEU MAU PIEN TU

I. Théng tin ngwdi nhap hd so
1. Ho va tén:
2. S6 dién thoai:
3. Email:
4. S6 CMND/CCCD:
5. Ngay cap:
6. Noi céap:
7. Dia chi:
I1. Thong tin dé nghi
8. Pon vi dé nghi:
9. bia chi don vi:
10. Noi dung d& nghi:
11. Van ban dé nghi sé:
12. Ngay ban hanh van ban:
- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.
- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.



24.2.1. HO so bo cao té chirc dai hdi nhiém ky:
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PHU LUC 24.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phin ho so

Co s6 dir liéu/ban
chup/ban dién tir

Bit budc/khong bat
bugc dinh kéem

Xuit trinh/ ndp ban
chinh khi nhan két
qua

Piéu kién vé ky
thuat

Nghi quyét ctia ban lanh dao hoi vé
viéc to chirc dai hdi nhiém ky.

Scan tir ban chinh

Bit budc

Nop ban chinh

Scan tir ban chinh

Dy thao bdo céo tong két cong tac
nhiém ky va phuong hudng hoat
dong nhiém ky t&i cua hoi. Bao cdo
kiém diém cua ban lanh dao, ban
kiém tra va bao céo tai chinh cua
hoi.

Ban scan

Bit budc

Nop béan chinh

Ban scan

Dy thao bicu 1€ sua doi, bd sung
(n€u o).

Ban scan

Bit budc

Nop béan chinh

Ban scan

Danh sach du kién nhan su, Ban
Lanh dao, Ban kiém tra hoi. DPéi vai
nhan su du kién 13 nguoi dung dau
hoi phai c6 so yéu 1y lich, phiéu ly
lich tu phap, vin ban dong y cua co
quan c6 thdm quyén theo quy dinh
vé phéan cdp quan 1y cén bd.

Ban scan

Bit budc

Nop ban chinh

Ban scan

Bao céo so lugng hoi vién trong do
néu rdo sO hoi vién chinh thirc cua
hoi;

Scan ttr ban chinh

Bit budc

NOop ban chinh

Scan tir ban chinh

Dy kién thoi gian, dia diém t6 chuc
dai hoi, s6 luong dai biéu moi, dai
biéu chinh thirc tham du dai hoi, du
kién chuong trinh dai hdi.

Scan tir ban chinh

Bit budc

Nop ban chinh

Scan tir ban chinh




24.2.2. HO so bao cao dai hdi bat thuong:
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Co sé dir liéu/ban

Bit budc/khong bit

Xuit trinh/ ndp ban

Pidu kién vé k§y

TT Tén thanh phan ho so chup/bin dién tir bude dinh kém chinh kgL ghan ket thuat
Nghi quyét cua ban ldnh dao hoi vé
iéc to chirc dai hoi bét thue in ban c6 chir ky £ PSPPI in ban da c6 chir
1| Vvige torc 13:c (?a NQ bat t~u01}g VAa qba coc u:‘ y Bt bude Ban nop/xudt trinh Van ba ’daicoc o
trong do néu rd ndi dung s€ thdo | so6 cua don vi trinh ky so
luan va quyét dinh tai dai hoi.
Du thao nhirng ndi dung thao luan an ban co6 chir ky L1 A . A Lo an ban da co chii
2 }‘It ag Nhung no .duA 'gt 40 g \Ca qba €0 chl Ky Bat budc Ban ndp/xuat trinh Van ba ’da;co chd
va quyét dinh tai dai hoi. s0 cua don vi trinh ky so
Duy kién thoi gian, dia diém t6 chuc
dai hoi, sb luong dai biéu moi, dai | vap ban c6 chit k¢ e
S g ‘ > He an ban c6 chit k L1 A A Lo Van ban da co6 chir
3 Y Bat budc Ban ndp/xuat trinh

biéu chinh thirc tham dy dai hoi, du
kién chuong trinh dai hoi.

s0 cua don vi trinh

ky s6
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25. Quy trinh: Cho phép héi diit vin phong dai dién cip tinh (chi &p dung ddi véi hi c6 pham vi hoat ddng ca nwéc hoic lién
tinh (QT-25).

Bwéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin ci phaply | Ghichd
gian
- Cé& nhan nop hd so truc tuyén tai Cong dich vu
cdng quéc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu céng cua Thanh phd (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hién dang
- Nguoi nop hd so ding ky tai khoan giao dich nhiap mot lan,
dién tir, dang nhap tai khoan, xac thuc dinh danh diéu hudng
dién tir (theo hudng dan trén Cong Dich vy cong). nguoi dung toi ,
- Cong DVC két ndi véi CSDLDC dé khai thac Cong Dich vy |- Nghi dinh so
cac truong thong tin cia cong dan co trong cong Thanh phd | 45/2010/ND-CP Ngudi nop
CSDLDC (khi dugc ket noi). dé thyc hién cac | ngay  21/4/2010 | ho so phai
- Nguoi nop ho so lua chon: budc tiep theo; | cia  Chinh phu | ding ky tai
+ Dich vy cong tryc tuyen . | quy dinh v& té| khoan giao
Lo | | +ChonSeNgivu .| Tai khoan gém | © Ty o | dich dién i,
Ngp ho | Canhan | 4 ;7. vuc T4 chirc phi chinh pha 01Nngay | Ten dang nhap | oo Toar CON8 dang nhap
so + Chon thu tuc: cho phép hoi dat van phong dai va mat khau. va quan}y hoi; tai khoan
dién c dp tinh - C4c van ban co6 WAC thu’c’
- Ngu’(‘yi nop hd so dién cac ndi dung theo Biéu lién quan, cua ;CO dinh da{nh
mau dién tir (chi tiét tai Phy luc 3.1 kém theo). quan  c6  tham | T

(Truong hop céc thong tin trong Bieu mau dién tir
da co trong Co so dir liéu quoc gia vé dan cu, hé
thdng thong tin cé lién quan, dwoc dién te dong (néu
o)

- %ich hop thanh phén h6 so theo miu tai Biéu
mau dién tir (chi tiet tai Phu luc 3.2 kém theo);

- Ngudi nop kiém tra, cap nhat thdng tin bao d¢am
thong tin day du, chinh xé&c, hop phép.

Biu miu dién
tu;

Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hdi.

quyén theo quy
dinh
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2.
Tiép
nhan va
gidi
quyét
hé so

B¢ phan
Mot cira

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

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bd sung hodc hd so khong
thudc thim quyen giai quyét: Guri Thong bao dén
Nguoi nop hd so (miu Thong bao Dién tir) yéu
cau bd sung hod s0, hoan thién ho so, néu rd loai
glay td, ndi dung can bo sung dé Nguoi ndp ho so
bd sung, hoan thién.

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

3.1. Cap nhat thong tin vao Hé théng thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mﬁu)

3.2. Xac nhan thong tin, g thong bao tiép nhan
(mi ho so va ngay gio tra két qua) vao tai khoan
ctia Nguoi nop hd so.

Chuyén hd so téi Truong B0 phin mdt cua;
Chuyén ho so dén Lanh dao phong chuyén mén
thu 1y hd so.

4. Truong hop Ngudi ndp hd so khdng bd sung, hoan
thién duoc hd so thi B6 phan Mot cira ¢ Thong bao
Dién tir tir chdi giai quyét yéu cau cua Nguoi ndp hd
SO.

Lénh
dao,
Cong
chire
phong
thu 1y ho
SO

1. Truy cép vao Phan mém Mot cira nhin thong
b4o ¢6 hd so mdi va tiép nhan ho so.

2. Phan cong cho cong chirc thy 1y hd so, tham
muu giai quyét.

3. Cong chirc thu 1y ho so kiém tra ho so.

4. Tham dinh, trinh Lanh dao phong, S& xem xét
ho so du diéu kién, khong du diéu kién cho phép
t6 chtrc dai hoi nhiém ky, dai hoi bat thuong cap
tinh.

10 ngay

Thong bao hen
tra két qua (hoac

Biéu mau theo

tr chdi, hodc Thong tu
huéng dan); 01/2018/TT-
Phiéu chuyén xur VPCP ngay
ly (Thé hién| 23/11/2018 cia
trong Phan mém | Vian phong Chinh
bang 1énh phu
chuyén).
Cap nhat trén
H¢ thong,
Yéu cau bd

sung/ tur ch01
giai quyet
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Lanh Phé d}lyét cho p}}ép td chtrc dai hoi nhiém ky, dai 1 nad Cap nhé}t trén
dao S& | hoi bat thudng cép tinh. gay Hé thong;
B(': phf’l n Hoan thién
3 Mot cira/ _ cAc quy
Hoan To AChu,c 1. Tra két qua cho T6 chirc, cong dan, Ngudi ndp hd Tr? ng tflongj tin trinh két
cn 1A cong 5 dong by Cong . 1A
thién ho dan SO. ‘ 3 ngay Dich vu quéc thic ho so
so; Tra .. | 2. Ban giao ho so luu cho Phong TCPCP&CTTN. Vi g trén Phan
£ 2 ngwol gla A .
két qua A 1A mém Dich
nop ho A
SO vu cong




PHU LUC 25.1: NOI DUNG BIEU MAU PON PE NGHI PAT VAN PHONG DPAI DIEN

(1) Ho va tén:

(2) S6 CCCD/CMTND/HC:

(3) Ngay cap:

(4) Noi cép:

(5) Dia chi:

(6) S6 dién thoai:

(7) Su can thiét dat van phong dai dién:
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PHU LUC 25.2: THANH PHAN HO SO PIEN TU

Co's6 dir Xuit trinh/ ndp ban
TT Tén thanh phin hd so licu/ban | Batbugc/khong batbuge | ooy yi nhan két Diéu kien ve ky
chup/ban dién dinh kém . thuat
i qua
tw
1 fl)icejﬁ xin phép dat van phong dai Ban scan Bit budc Ban n(f)p/xuét trinh Ban scan
2 Dl‘l: kien iy .c}ung .hoa.‘lt d?pg cuavan Bén scan Bit budc Ban ndp/xuit trinh Bén scan
phong dai dién tai Ha Noi
3 BE}II 520 C?}mg; thlfc AQuyet dinh Bén scan Bit budc Ban ndp/xuit trinh Bén scan
thanh 1ap hoi, diéu 1€ hox;
Ban sao c¢6 chimg thuc cac gidy to
4 hQP leﬁhen quan dﬁ’:n q‘fyerl su dl:mg Ban scan Bit budc Ban n(f)p/xuét trinh Ban scan mau
nha, dat no1 du kién dat van phong
dai dién.




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

PON XIN PHEP
Dat Van phong dai dién

Kinh giri: Uy ban nhan dan ...(1)...
Hoi ...(2)... bao céo Uy ban nhan dan ...(1)... xem xét, cho phép Hoi dit Vin phong dai dién cia Hoi tai

...(1)... nhu sau:
1. Su can thiet dat Van phong dai dién

Ho va tén:

HOoi ...(2)... d& nghi Uy ban nhan dén ....(1)... xem xét, cho phép Hoi dat van phong dai dién./.

..., Ngay ... thang ... nam ...

Noi nhéin: TM. BAN THUONG VU (5)
- Nhu trén; CHU TICH

- (Chit ky, dau)

- Luu: ... Ho va tén

Ghi chu:

(1) Tén tinh hodc thanh phd tryc thudc Trung uong;

(2) Tén hoi dé nghi dat van phong dai dién;

(3) Néu rd su can thiét dit van phong dai dién va dia chi du kién noi dit vin phong dai dién;
(4) H6 so theo quy dinh tai Khoan 1 Piéu 6 Thong tu nay;

(5) Tén goi khac theo quy dinh diéu 18 hoi.
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26. Quy trinh: Thanh l4p hdi cép tinh (QT-26)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin ci phaply | Ghichd
gian
- C4 nhan nop ho so truc tuyén tai Cong dich vu cong Cong Dich vu
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu cong Quoc gia
cbng cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap tai khoénﬁ, xac thuc dinh danh dién tir diéu hudng
(theo hudng dan trén Cong Dich vy cong). nguoi dung t6i
- Cbng DVC két néi véi CSDLDC dé khai thac cac Cong Dich vy |- Nghi dinh sb
truong thong tin cua céng dan cé trong CSDLDC cong Thanh pho | 45/2010/ND-CP Neusi né
. £ e 2 “n , glIOl nop
(khi duoc ket noi). dé thuc hién cac 5 X ¥
N N St ngay 21/4/2010 ho so phal
- Ngudi nop ho so lua chon: budc tiep theo; \ . , < s n
: ~ £ cua Chinh pha | dang ky tai
+ Djch vu cong truc tuyén ‘ . ve 4| khoan giao
1, + Chon So Ngi v Tai khoan gom | AUy dinh ve 10 CRXE I
Nop hd | Canhan | + Link vuc Té chirc phi chinh pha Tén dang nhap | chirc, hoat dong e ohin
) 5 s A, N NP ang nhap
SO’ + Chon thu tuc Thanh Idp hgi cap tinh va mat khau. va quan ly hoi; t3i khoan
. . o - Cé4c van ban co “c th ’
- Nguoi nop ho so dién cac ndi dung theo Biéu mau lién quan cua co d)?a(r:] q LICh
dién tir (chi tiét tai Phy lyc 26.1 kém theo). Bidu mdu dién|quan c6 thim 1(;‘ an
(Truong hop cac thong tin trong Biéu mdu dién tir da tir: quyén theo quy 1en tu
co trong Co so dir liéu quoc gia vé dan cu, hé thong Thong bao vé | dinh
thong tin cd lién quan, dugc dien tur dong (néu CO) viéc da gui ho so
- Tich hop thanh phan hd so theo mau tai Biéu mau thanh cong, cho
dién tir (chi tiét tai Phu luc 26.2 kém theo). kiém tra, tiép
- Nguoi nop kiém tra, cap nhat thdng tin bao dam nhan, phan hoi.
thong tin day du, chinh xac, hop phép.
?A B§ phan | 1. Nhan thong bao c¢6 hd so méi trén Hé thong; \ Thong bdo hen Bicu au theo
Tiep Mot cira | 2. Kiém tra hd so va cac thong tin; 01 ngay tra két qua (hoic Thong
nhanva | = ° ‘ &t d i 01/2018/TT-
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giai
quyét
ho so

Truong hop hd S0 can bd sung hodc hd so khong
thudc tham quyen gidi quyét: Guri Théng bao den
Nguoi nop ho so (miu Thong bao Dién tir) yéu cau
bd sung ho s0, hoan thién hd so, néu rd loai giay to,
ndi dung can bd sung dé Ngudi ndp hd so bo sung,
hoan thién.

3. Truong hop ho so du diéu kién giai quyét:

3.1. Cép nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo dai dién tir theo méu)

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

Chuyén hd so téi Truong B phan mét cira; Chuyén
hd so dén Lanh dao phong chuyén mén thu Iy hd so.
4. Trudong hop Nguoi ndp hd so khong bd sung, hoan
thien duoc ho so th1 Bo phan Mot cua co Thong bao Dién

.....

tr chdi, hodc
huéng dan);
Phiéu chuyén xur
ly (Thé hién
trong Phan mém
bang 1€nh
chuyén).

VPCP ngay
23/11/2018 cua
Van phong Chinh
phu

1. Truy cap vao Phan mém Mot ctra nhan thong bao

Lanh L LA rr s A A 1A
¢6 ho so moi va ti€p nhan ho so. A At
dao, A ~ . ;1A Cap nhat trén
2 2. Phan cong cho cong chirc thu 1y ho so, tham muu A K
Cong gidi quydt H¢ thong;
cr:l;]c 3. Cong chuce thu ly hé so kiém tra hd so. . 21 ngay szgu/iﬁrucigi
tlE)u v g(;) 4. Thém dinh, trinh Lanh da‘o phong, S& xem xét 1}6 igi uvét
- sg so du diéu kién, khong dt didu kién thanh 1ap hoi cip gat quy
tinh
Lanh Phé gluyét van ban trinh UBND Thanh phé hoac 1 nad Cap nhé} trén
dao Sé& | chuyén lai Lanh dao phong tham muu gay H¢ thong
Lanh Céap nhat trén
dao Ky Quyét dinh thanh 1ap hoi hodc van chi dao 5 ngay Hg thong

UBND
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Thanh
pho
Cong £ A e e s N L1 = Cap nhat trén
chie thu Tiep nhan \;/an lzan t}r UBANDq Thanh pho, hoan thién 1 ngay He th 5 ng
. x| hosochuyén by phan mot ctra.
ly ho so
3. B¢ phan NP
Hoan | Mt cira/ foan thien
thién ho | To chirc , 7 ‘ Trang thong tin trinhqut
so; Tra cong 1. Tra két qua cho T6 churc, cong dan, Ngudi ndp ho so. 1 na dong bo Cong thiic hd so
kétqua | dan, |2.Ban giao hd so luu cho Phong TCPCP&CTTN. 98 | Dich vu quéc o DLAS
n’fgu’mX gla mém Dich
nop ho A
vu cong

SO




(1) Ho va tén:

(2) S6 CCCD/CMTND/HC:

(3) Ngay cap:

(4) Noi cép:

(5) bia chi:

(6) S6 dién thoai:

(7) Su can thiét:
(8). Tén Hoi:
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PHU LUC 26.1: NQI DUNG BIEU MAU DPIEN TU
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PHU LUC 26.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A rs X1 Co so dir liu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir buc dinh kém chinh kl(;:l ghan ket thuat
Ny ot 1a as File ky sb hodc S
1 Dc;n de nghi thanh 1ap hot (theo scan mau tir ban Bit budc Nop ban chinh File ky s ‘Ahoac
mau); . scan mau
chinh
A 1A A x S Lo A File ky sb hoic
2 | Dy thao diéu 1€ hoi (theo mau); File ky s0 hodc Bat budc Nop ban chinh N
scan mau
Danh sach nhiing nguodi trong ban
van dong thanh 13p hdi dugc co scan mau tur ban ‘ o N . ) LA o
3 NI A . Bat budc Nop ban chinh File ky so hodc
quan nha nudc c¢6 thim quyén cong chinh
nhan;
Phiéu ly lich tu phip ctia nguoi
4 | ding dau ban van dong thanh lap File ky s0 hodc Bat budc Nop ban chinh scan mau
hoi;
5 Van ?bar}.xac nhan noi du kién dat scan mau tr ban Bt bude Nop ban chinh File ky s é hoic
tru so hoi; chinh
6 Ban ke khai tai chinh, tai san (néu File ky s6 hoic Khéng bat budc Nop ban chinh scan mau

c0).
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MAu - Pon cong din Viét Nam ding ky tham gia hoi

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc
PON PANG KY
Tham gia Hi...(1)...
Kinh gui: ...(2)....

Sau khi nghién ctru ton chi, muc dich, linh vuc du kién hoat dong, pham vi hoat dong ciua Hoi ..

t6i tan thanh va ty nguyén lam don nay dé dang ky tham gia Hoi.

L.Hovatén: .........oovviiiiiii.n. P P PP
2.Sinhngay: ........cooooeenenin s Nghe nghip: ..o
3.Dia chi thuong trll: ...

T 5 1<, o 11 o T Y- 5 A
6. Pia Chi 118N M. ..o o

Tran trong dé nghi ...(2).... xem xét, dong y dé toi tham gia Hoi./.

.., NgAy ... thang ... nam ...

NGUOI VIET PON
(Chit ky)

Ho va tén

Ghi chu: ’
(1) Tén hoi du kién thanh lap; i ‘
(2) Tén ban van dong thanh lap hoi dugce co quan nha nudce c6 tham quyén cong nhan.

(1)..

*
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. M?luq- Pon t6 chire Viét Nam ding ky tham gia hoi
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

DON DANG KY
Tham gia Hi...(1)...

Kinh gui: ...(2)....
Sau khi nghién ctru ton chi, muc dich, linh vuc du kién hoat dong, pham vi hoat dong cua Hoi ...(1)...,
chung t6i tan thanh va tu nguyén lam don nay dang ky tham gia Hoi.
1. Thong tin co ban vé t chirc
) T, i
[0 I .22 T 4
¢) S6 Gidy phép hoat dong (diéu 18): ..................... do .o cip ngay ... thang ... nim
d) Nguoi dai dién theo phap TUt: ... e
2. Nguoi dai dién t6 chtc tham gia Hoi
a)Hovatén: ... SChUC VUL o
D) Dia Ci: oo e
C) SO GIEN thOGL: ..ot
Tran trong dé nghi ...(2)... xem xét, dong y dé ching toi tham gia Hoi./.

.., NEAY ... thdang ... nam ...

Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI
- Nhu trén; KY

- (Chir ky, ddu)

- Luu: VT, ... Ho va tén

Ghi chu: ’
(1) Tén hoi du kién thanh lap; ] ‘
(2) Tén ban van dong thanh 1ap hdi dugc co quan nha nudc co tham quyén cong nhan.
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Miu - Pon dé nghi thanh 13p hdi ]
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

PON PE NGHI
Thanh 13p Hoi ...(1)...
Kinh gui: ...(2)...
Ban Van dong thanh 1ap Hoi ...(1)... trAn trong dé nghi ...(2)... xem xét, cho phép thanh 1ap Hoi
...(1)... nhu sau:
I. Sw cin thiét va co sé thanh lap
1. Su cAn thiét

.............................................. (B) ettt
2. Co so

.............................................. (B) e
II. Tén hoi, ton chi, muc dich

1. Tén Ho1:

.............................................. () ettt
2. Ton chi, muc dich cta Hoi

.............................................. () T

I11. Pham vi, linh vic hoat dong va nhiém vu, quyén han
1. Pham vi, linh vyc hoat dong

PP () e
2. Nhiém vy, quyén han

.............................................. ()t
IV. Tai san, tai chinh va tru sé ban dau:

1. Tai san, tai chinh d0Ng gOp (MU CO): ...vneiee e

2. Noi dur Kién A8t tru SO €U HOL: o vn e e,

V. Ho so, gf‘)m:

................... eremeeeeeneee (9
Thong tin khi can lién h¢:
HoO W a0 .o
Daa G Lo,
S8 GHEN thOG: ... e,
Ban Vén dong thanh 1ap Hoi dé nghi ...(2)... xem xét, quyét dinh cho phép thanh 1ap Hai ...(1)..../.

.., NEAY ... thang ... nam ...

Noi nhin: TM. BAN VAN DONG

- Nhu trén; TRUONG BAN

- Luu: ... (Chir ky)

Ho va tén

Ghi chu:

(1) Tén hoi du kién thanh 1ap;

(2) Tén co quan nha nude c6 tham quyén cho phép thanh 1ap hoi;

(3) Khai quat thyuc trang linh vuc hoi dy kién hoat dong va su can thiét thanh 1ap hoi;

(4) Bao dam theo quy dinh tai Khoan 1 Piéu 2 va Piéu 5 Nghi dinh s6 45/2010/ND-CP va quy dinh
phap luat c6 lién quan (néu cd);

(5) Tén goi bang tiéng Viét, tiéng nudc ngoai (néu c6), tén viét tat (néu co) phu hop vai linh vuc hoi du
kién hoat dong va quy dinh cua phép luat;

(6) Xac dinh cu thé ton chi, muc dich phu hop tén goi va quy dinh cua phap luat;
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(7) Xac dinh cu thé pham vi, linh vuc hoat dong chinh, co quan quan 1y nha nudc vé linh vuc hoi du

kién hoat dong phu hop ten goi, quy dinh cua phap luat;

(8) Néu céc nhiém vu, quyén han ctia hoi phu hop tén goi va quy dinh tai Diéu 23 va Diéu 24 Nghj dinh
$0 45/2010/ND-CP va quy dinh cua phap luat c6 lién quan (néu c);

(9) Theo quy dinh tai Diéu 7 Nghi dinh s6 45/2010/ND-CP va tai liéu lién quan (néu c6), Truéng ban

Ban Van dong thanh 1ap hdi thuc hién theo quy dinh tai Khoan 1 Piéu 1 Thong tu nay.
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Mau - Diéu 1¢ hoi (*) o , 3
(... CONG HOA XA HQI CHU NGHIA VIET NAM
_______ Doc lap - Tw do - Hanh phiic

PIEU LE HOL...(2)...
(Phé duyét kem theo Quyét dinh so /OD-... ngay ... thang ... nam

Chuong |
QUY PINH CHUNG

Diéu 1. Tén goi, biéu twong
1. Tén tieng Viét:

3. Tén viét tat (néu co):

4. Biéu tugng (néu co):

Diéu 2. Ton chi, muc dich

Hoi ...(2)... (sau day goi tat 1a Hoi) 12 t6 chuc ...(3)... cha ...(4)..., tw nguyén thanh 1ap, nhim muc dich
tap hop, doan két hoi vién, bao vé quyén, loi ich hop phap cta hoi vién, hd tro nhau hoat dong c6 hiéu
qua, gop phan vao viéc phat trién kinh té - xa hoi ctia dat nude.

Diéu 3. Pia vi phap Iy, tru sé

1. HGi ¢6 tu cach phap nhan, con dAu, tai khoan riéng; hoat dong theo quy dinh phap luat Viét Nam va
Diéu 1¢ Hoi duoc co quan nha nude ¢d tham quyén phé duyét.

2. Trusd clla HOT AAt tal ..o e e
Diéu 4. Pham vi, linh vire hoat dong

1. Hoi hoat dong trén pham vi ...(5)..., trong linh vuc...(6)...

2. Hoi chiu su quan 1y nha nuée cua ...(7)... va ...(8)... ¢ lién quan dén linh vyuc hoat dong ctia Hoi
theo quy dinh cta phép luat.

Piéu 5. Nguyén tic to chirc, hoat dong

1. Tu nguyén, tu quan.

2. Dan chu, binh déng, cong khai, minh bach.

3. Tu bao dam kinh phi hoat dong.

4. Khong vi muc dich lgi nhuan.

5. Tuan thii Hién phap, phap luat va Diéu 1¢ Hoi.

Chwong 11

QUYEN HAN, NHIEM VU
Di¢u 6. Quyén han
1. Tuyén truyén muc dich cua Hoi.
2. Pai di¢én cho hdi vién trong mbi quan h¢ dbi noi, dbi ngoai cd lién quan dén chue nang, nhi¢m vu cua
Hoi.
3. Bao vé quyén, loi ich hop phap cta hoi vién pht hop vé6i ton chi, muyc dich ctia Hoi theo quy dinh cia
phap luat.
4. Tham gia chwong trinh, du an, dé tai nghién clru, tu Van phan bién va giam dinh xa hdi theo de nghi
cua co quan nha nudc; cung cap dich vu cong vé cac van dé thudc linh vuc hoat dong cua Hoi, t chirc
day nghé, truyén nghé theo quy dinh ciia phap luat.
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5. Tham gia ¥ kién vao céc van ban quy pham phap luat cé lién quan dén ndi dung hoat dong ctua Hoi
theo quy dinh ciia phéap luat. Kién nghi v&i co quan nha nudc co thim quyén ddi véi cac van dé lién
quan tdi sy phat trién Hoi va linh vue Hoi hoat dong. Puoc td chirc dao tao, bdi dudng, td chirc cac hoat
dong dich vu khéc theo quy dinh cua phap luat va duoc cip ching chi hanh nghé khi c6 da diéu kién
theo quy dinh cua phap luat.

6. Phoi hop véi co quan, td chire ¢6 lién quan dé thuc hién nhiém vu caa Hoi.

7. Thanh 1ap phap nhan thudc Hoi theo quy dinh cua phap luét.

8. Pugc gay quy Hoi trén co sd hoi phi cua hoi vién va cac nguén thu tir hoat dong kinh doanh, dich vu
theo quy dinh ctia phép luat dé tu trang trai vé kinh phi hoat dong.

9. Pugc nhan cic ngudn tai trg hop phép cua cac t6 chirc, ca nhan trong va ngoai nudc theo quy dinh
cua phap luat. Puoc Nha nudc hd tro kinh phi ddi véi nhiing hoat dong gén v61 nhiém vu ctia Nha nudce
giao.

10. Puoc gia nhip cac t6 chic qudc té trong tmg va ky két, thuc hién thoa thuan quéc té theo quy dinh
cua phap ludt va bao cao co quan quan ly nha nude ve€ nganh, linh vie Hoi hoat dong, co quan quyét
dinh cho phep thanh lap Hoi vé viée gia nhap t6 chirc qudc té tuong tmg, ky két, thuc hién thoa thuan
quéc té. (doi véi hi c6 pham vi hoat déng cd nuée).

Diéu 7. Nhiém vu

1. Chap hanh céac quy dinh ctia phap ludt ¢6 lién quan dén t6 chirc, hoat dong ctia Hoi. T6 chirc, hoat
dong theo biéu 1¢ Hoi di duge phé duyét. Khong duoc loi dung hoat dong cua Hoi dé 1am phuong hai
dén an ninh qudc gia, trat tu xa hoi, dao duc, thuan phong my tuc, truyén théng cua dan toc, quyén va
loi ich hop phép cua ca nhan, t6 chuc.

2. Tap hop, doan két hoi vién; to chirc, phdi hop hoat dong giira cac hoi vién vi loi ich chung cta Hoi;
thuc hién ding ton chi, muc dich cia Hoi nham tham gia phat trién linh vuc lién quan dén hoat dong cta
Hoi, gop phan xay dung va phat trién dat nudec.

3. Phé bién, hudn luyén kién thac cho hoi vién, hudng dan hoi vién tuan thi phap luat, ché @6, chinh
sach ctia Nha nude va Diéu 1¢, quy ché, quy dinh ctia Hoi.

4. Pai dién hoi vién tham gia, kién nghi vdi cac co quan c6 tham quyén vé cac chu truong, chinh sach
lién quan dén linh vuc hoat dong cua Hoi theo quy dinh cta phap luét.

5. Hoa giai tranh chép, giai quyet khiéu nai, t& co trong noi bd Hoi theo quy dinh ctia phap luat.

6. Xay dung va ban hanh quy tic dao duc trong hoat dong ctia hoi.

7. Quén 1y va sir dung cac ngudn kinh phi ctia Hoi theo diing quy dinh ciia phap lut.

8. Thuc hién cac nhiém vu khéc khi co quan c6 tham quyén yéu cau.

Chwong 111
HOI VIEN

Dicu 8. Hoi vién, tiéu chuin hdi vién

1. Hoi vién ctia Hoi gom hoi vién chinh thirc, hoi vién lién két va hoi vién danh duy:

a) Hoi vién chinh thic (9): Cong dan, to chic Viét Nam hoat dong trong linh vuc ...(6)..., c6 du tiéu
chuén quy dinh tai Khoan 2 Diéu nay, tdn thanh Diéu 1é Hoi, tu nguyén gia nhap Hoi, co thé tré thanh
hoi vién chinh thirc ciia Hoi.

b) Hoi vién lién két (néu ¢6) ... (10) . e,
¢) Hoi vién danh dy (n€u €0)............ooiiiiiiiii (0
2. Tiéu chuan hoi vién chinh thire: ......................... (12) e,

Diéu 9. Quyén ciia hdi vién

1. Pugc Hoi bao vé quyén, loi ich hop phap theo quy dinh ctia phép luat.

2. Pugc Hoi cung cép thong tin lién quan dén linh vuc hoat dong cua Ho1, dugc tham gia cac hoat dong
do Hdi t6 churc.

3. Buoc tham gia thao luén, quyét dinh cac chu truong cong tac cua Hoi theo quy dinh cua Hoi; duoc
kién nghi, dé xuét y kién véi co quan c6 tham quyén vé nhiing van d& c6 lién quan dén linh vyc hoat
dong cua Hoi.

4. Puoc dy bai hdi, ung cu, dé cu, bu cur cac co quan, cac chirc danh lanh dao va Ban Kiém tra Hoi
theo quy dinh ctuia Hoi.
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5. Puoc gioi thiéu hoi vién moi.
6. Bugc khen thuong theo quy dinh cua Hoi.
7. Puoc cip thé hoi vién (néu c0).
8. Puoc ra khoi Hoi khi xét thay khong thé tiép tuc 1a hoi vién.
9. Ho1 vién lién két, hoi vién danh dyu duoc huong quyén va nghia vu nhu hoi vién chinh thue, trir quyén
biéu quyét cac van dé cua Hoi va quyén tng ctr, d& ctr, bau cir Ban Lanh dao, Ban Kiém tra Hoi.
Diéu 10. Nghia vu ciia hdi vién
1. Nghiém chinh chap hanh chu truong, dudng 16i ciia Pang, chinh sach, phap luat cta Nha nude; chap
hanh Diéu 1, quy dinh cua Hoi.
2. Tham gia cac hoat dong va sinh hoat ctia H6i; doan Két, hop tac voi cac hoi vién khac dé xay dung
Hoi phat trién vitng manh.
3. Bao v¢ uy tin cia Hoi, khong dugc nhan danh Hoi trong cac quan hé giao dich, trir khi duogc 1anh dao
Hoi phan cong bang vin ban.
4. Thyc hién ché do thong tin, bdo céo theo quy dinh cua Hoi.
5. Déng hoi phi day du va dung han theo quy dinh caa Hoi.
Piéu 11. Thi tuc, thAm quyén két nap hoi vién; thi tuc ra hoi

Chwong IV

TO CHUC, HOAT PONG
Piéu 12. Co céu t6 chirc ctia Hji
1. Pai héi.
2. Ban Chap hanh (hodc tén goi khéc).
3. Ban Thuong vu (hodc tén goi khac).
4. Ban Kiém tra.
5. Van phong, cac ban chuyén mén (néu cd).
6. Cac t6 chirc thudc Hoi (néu co).
Diéu 13. Pai hoi
1. Co quan ldnh dao cao nhat ctia Hoi 1a Dai hoi nhiém ky hodc Pai hoi bat thuong. Dai hoi nhiém ky
dugc to chirc ...(14)... mot 1an. Pai hoi bat thudng dugc triéu tap khi it nhit ¢6 2/3 (hai phan ba) tong s6
lly vién Ban Chap hanh hodc c¢6 it nhat 1/2 (m6t phan hai) tong s6 hoi vién chinh thirc dé nghi.
2. bai hoi nhiém ky hoac Pai hdi bat thuong dugc t6 chitc dudi hinh thirc Pai hdi toan thé hoic Pai hoi
dai biéu. Pai hoi toan thé hodc Pai hoi dai biéu dugc td chirc khi ¢6 trén 1/2 (mdt phan hai) sb hoi vién
chinh thtrc hodc c6 trén 1/2 (mot phan hai) sé dai biéu chinh thirc c6 mit.
3. Nhiém vu cua Dai hoi:
a) Thao luan va thong qua Bao co tong két nhiém ky; Phuong hudng, nhiém vy nhiém ky méi ctia Hoi;
b) Thao luan va thong qua Diéu 1¢; biéu 1& (sura ddi, bd sung); ddi tén, chia, tach, sap nhap, hop nhét,
giai thé Hoi (néu co);
¢) Thao luan, gop ¥ kién vao Béo cio kiém diém ctia Ban Chép hanh va Bao cdo tai chinh ctia Hoi;
d) Bau Ban Chép hanh va Ban Kiém tra;
d) Céac ndi dung khac (néu cd);
e) Thong qua nghi quyet Pai hoi.
4. Nguyén tic biéu quyet tai Dai hoi:
a) Dai hoi co thé b1eu quyét bang hinh thirc gio tay hodc bo phiéu kin. Viéc quy dinh hinh thirc biéu
quyét do Dai hoi quyet dinh;
b) Viéc biéu quyét thong qua cac quyét dinh ctia Pai hoi phai dugce qua 1/2 (mot phan hai) dai biéu chinh
thirc c6 mat tai Pai hdi tan thanh.
Diéu 14. Ban Chap hanh Hoi (hoac tén goi khac)
1. Ban Chép hanh Hoi do Dai hoi bau trong s cac hoi vién ciua Hoi. SO lwong, co ciu, tiéu chuan uy
vién Ban Chép hanh do Pai hoi quyét dinh. Nhiém ky ctia Ban Chap hanh ciing voi nhiém ky Dai hoi.
2. Nhiém vy va quyén han ctia Ban Chap hanh:
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a) T chire trién khai thuc hién nghi quyét Pai hoi, Diéu 1¢ Hoi, 1anh dao moi hoat dong cua Hoi gitra
hai ky Pai hoi;

b) Chuan bi va quyét dinh triéu tap Pai hoi;

c) Quyet dinh chuong trinh, ké hoach cong tac hang nam cua Hoi;

d) Quyét dinh co cdu t6 chirc bo may ciia Hoi. Ban hanh Quy ché hoat dong cua Ban Chép hanh, Ban
Thuong vu; Quy ché quan 1y, str dung tai chinh, tai san ciia Hoi; Quy ché quan 1y, sir dung con dau cua
Hoi; Quy ché khen thudng, ky luat; cic quy dinh trong ndi bd Hoi phit hop véi quy dinh cua Diéu 18 Hoi
va quy dinh cua phap luét;

d) Bau, mién nhiém Chu tich, cac Pho Chu tich, uy vién Ban Thuong vy, bau bd sung ty vién Ban Chép
hanh, Ban Kiém tra. S6 iy vién Ban Chip hanh bau bd sung khong duoc qua ...(15)... so véi sb luong
liy vién Ban Chép hanh d3 duoc Dai hoi quyét dinh.

3. Nguyén tic hoat dong ctia Ban Chap hanh:

a) Ban Chip hanh hoat dong theo Quy ché ctia Ban Chap hanh, tuan thi quy dinh cta phap luat va Diéu
1€ Hoi;

b) Ban Chap hanh mdi nim hop .. . 1an, c6 thé hop bt thudng khi c6 yéu cau ciia Ban Thudng vu hoic
trén... tong sd Gy vién Ban Chap hanh;

¢) Céc cudc hop ciia Ban Chap hanh 1a hop 1& khi ¢6 ... iy vién Ban Chap hanh tham gia du hop. Ban
Chép hanh c6 thé biéu quyét béng hinh thirc gio tay hodc bé phiéu kin. Viéc quy dinh hinh thirc biéu
quyét do Ban Chap hanh quyét dinh;

d) Céac nghi quyét, quyet dinh cua Ban Chép hanh duoc thong qua khi c6 trén . .. tong sb ty vién Ban
Chap hanh du hop biéu quyet tan thanh. Trong truong hop s6 ¥ kién tan thanh va khong tan thanh ngang
nhau thi quyét dinh thudc vé bén co ¥ kién ctua Chu tich Hoi.

Piéu 15. Ban Thuwong vu Hoi (hodc tén goi khac)

1. Ban Thuong vu Hoi do Ban Chép hanh bau trong s6 cac iy vién Ban Chap hanh; Ban Thuong vu Hoi
gdém: Chu tich, cac Phé Chu tich va cac uy vién. S6 lugng, co ciu, tiéu chuan Uy vién Ban Thuong vu
do Ban Chap hanh quyét dinh. Nhiém ky cua Ban Thudng vu ciing v6i nhiém ky Dai hoi.

2. Nhiém vu va quyén han cua Ban Thuong vu:

a) Giup Ban Chép hanh trién khai thuc hién nghi quyét Dai hoi, Piéu 1¢ Hoi; t6 chirc thuc hién nghi
quyét, quyét dinh ctia Ban Chép hanh; 1anh dao hoat dong cua Hdi gitra hai ky hop Ban Chép hanh;

b) Chuan bi ndi dung va quyét dinh triéu tap hop Ban Chap hanh;

C) Quyét dinh thanh 1ap céac t6 chuc, don vi thuoc Hoi theo nghi quyét cua Ban Chép hanh; quy dinh
chtrc nang, nhiém vy, quyén han co céu td chic; quyét dinh b6 nhiém, mién nhiém 1anh dao céc t6 churc,
don vi thuoc Hoi.

3. Nguyén tic hoat dong cuia Ban Thudng vu:

a) Ban Thudng vy hoat dong theo Quy ché do Ban Chap hanh ban hanh, tuan thi quy dinh ctia phap luat
va Diéu 1¢ Hoi;

b) Ban Thuong vu moi... hop... lan, c6 thé hop bét thuong khi c6 yéu cau ctiia Chu tich Hoi hodc trén ...
tong sb Uy vién Ban Thuong vy;

¢) Cac cudc hop cua Ban Thuong vu 1a hgp 1€ khi c6 ... Gy vién Ban Thuong vu tham gia du hop. Ban
Thudng vu c6 thé biéu quyét bang hinh thirc gio tay hodc bo phiéu kin. Viéc quy dinh hinh thtc biéu
quyét do Ban Thudng vu quyét dinh;

d) Céc nghi quyét, quyet dinh cua Ban Thuong vu dugc thong qua khi co6 trén . . tong s uy vién Ban
Thudng vu dy hop biéu quyet tan thanh. Trong truong hop s0 y kién tan thanh va khong tan thanh ngang
nhau thi quyet dinh thudc vé€ bén c6 y kién cta Chu tich Hoi.

DICU 16. ..o, (1B e

Piéu 17. Ban Kiém tra Hoi

1. Ban Kiém tra Hoi gdm Trudng ban, Pho trudng ban (néu c6) va mot s6 iy vién do Dai hoi bau ra. S6
luong, co cau, tiéu chuan ty vién Ban Kiém tra do Pai hoi quyét dinh. Nhiém ky ctia Ban Kiém tra cliing
v6i nhiém ky Pai hoi.

2. Nhiém vu va quyén han ciia Ban Kiém tra:
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a) Kiém tra, giam sat viéc thuc hién Piéu 1& Hoi, nghi quyét Pai hoi; nghi quyét, quyét dinh cua Ban
Chép hanh, Ban Thuong vy, cac quy ché cua Hoi trong hoat dong cua cac td chirc, don vi truc thude
Ho1, hoi vién;

b) Xem xét, giai quyét don, thu kién nghi, khiéu nai, td céo cua to chirc, hoi vién va cong dan gui dén
Hoi.

3. Nguyén tic hoat dong ctia Ban Kiém tra: Ban Kiém tra hoat dong theo quy ché do Ban Chap hanh
ban hanh, tuan thu quy dinh cta phép luat va Diéu 1& Hoi.

Piéu 18. Chi tich, Pho Chiu tich Hoi (hodc tén goi khac)

1. Chu tich Ho1 la dai dién phap nhén cua Hoi trude phap luat, chiu trach nhiém trudc phap luat vé moi
hoat dong ciia Hoi. Chu tich Hoi do Ban Chap hanh bau trong s cac ty vién Ban Chap hanh Hoi. Tiéu
chuan Chu tich Hdi do Ban Chap hanh Hoi quy dinh.

2. Nhiém vy, quyén han ctia Chu tich Hoi:

a) Thyc hién nhiém vu, quyén han theo Quy ché hoat dong cua Ban Chép hanh, Ban Thuong vu Hoi;

b) Chiu trach nhiém toan dién trudc co quan c6 thim quyén cho phép thanh lap Hoi, co quan quan ly
nha nudce vé linh vuc hoat dong chinh cua Hoi, trudec Ban Chap hanh, Ban Thudng vu Hoi v€ moi hoat
dong ctia Hoi. Chi dao, diéu hanh moi hoat dong ctia Hoi theo quy dinh Piéu 18 Hoi; nghi quyét Pai hoi;
nghi quyét, quyét dinh ctia Ban Chép hanh, Ban Thuong vu Hoi;

¢) Chu tri cac phién hop ctua Ban Chap hanh; chi dao chuén bi, triéu tap va chi tri cic cudc hop ciia Ban
Thuong vu;

d) Thay mat Ban Chap hanh, Ban Thudng vu ky cac van ban cta Hoi;

d) Khi Chu tich Hoi Vrfmg mit, viée chi dao, diéu hanh gidi quyét cong viéc cuia Hoi dugc uy quyén béng
van ban cho mdt Pho Chu tich Hoi.

3. Pho Chu tich Hoi do Ban Chép hanh bau trong s6 cac uy vién Ban Chép hanh Hoi. Tiéu chuin Pho
Chu tich Hoi do Ban Chap hanh Héi quy dinh.

Phé Chu tich giap Chu tich Hoi chi dao, diéu hanh cong tac cua Hoi theo sy phan cong cua Chu tich
Hoi; chiu trach nhiém trudc Chi tich Hoi va trude phap luat vé linh vyc cong viée duge Cha tich Hoi
phan cong hodc uy quyén. Phoé Chu tich Hoi thue hién nhiém vu, quyén han theo Quy ché hoat dong cta
Ban Chép hanh, Ban Thuong vu Hoi phu hop véi Diéu 18 Hoi va quy dinh cta phap luét.

Diéu 19.

] ] Chuong Vv ) A . ) )
CHIA, TACH; SAP NHAP; HQP NHAT; POI TEN VA GIAI THE

Piéu 20. Chia, tach; sap nhip; hop nhat va ddi tén va giai thé Hoi
Vigc chia, tach; sap nhap; hop nhat; d6i tén va giai thé Hoi thuc hién theo quy dinh cua B9 luit Dan su,
quy dinh ctia phép luat vé hoi, nghi quyét Dai hoi va cac quy dinh phap luat c¢6 lién quan.
Chwong VI

TAI CHINH VA TAI SAN
Piéu 21. Tai chinh, tai san cia Hi
1. Tai chinh ctua Hoi:
a) Nguon thu ctia Hoi:
- L& phi gia nhap Hoi, hoi phi hang ndm cta hdi vién;
- Thu tir cac hoat dong cua Hoi theo quy dinh cua phap luét;
- Tién tai trg, ung hd cua t6 chtrc, c4 nhan trong va ngoai nudce theo quy dinh cua phap luét;
- Hd tro ciia Nha nudce gin voi nhiém vu duoce giao (néu co);
- Cac khoan thu hop phap khac;
b) Cac khoan chi cua Hoi:
- Chi hoat dong thuc hién nhi€ém vu ctia Hoi;
- Chi thué tru s& lam viéc, mua sém phuong ti¢n lam viéc;
- Chi thuc hién ché do, chinh sach ddi véi nhitng ngudi 1am viée tai Hoi theo quy dinh ctia Ban Chip
hanh Hoi phu hop v6i quy dinh cta phép luat;
- Chi khen thudng va cac khoan chi khac theo quy dinh ctia Ban Chap hanh.
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2. Tai san cua Hoi: Tai san cua Hoi bao gém tru s&, trang thiét bi, phuong tién phuc vu hoat dong ctuia
Hoi. Tai san ciia Hoi dugc hinh thanh tir ngudn kinh phi ctia Hoi; do cac to chire, ¢4 nhan trong va ngoai
nuée hién, ting theo quy dinh cua phap luat; dugc Nha nuée hd tro (néu c).

Diéu 22. Quan ly, sir dung tai chinh, tai san ciia Hji

1. Tai chinh, tai san ctia Hoi chi duoc sir dung cho cac hoat dong cua Hoi.

2. Tai chinh, tai san ctia Hoi khi chia, tach; sap nhap; hop nhit va giai thé duoc giai quyét theo quy dinh
cua phap luat.

3. Ban Chap hanh Hoi ban hanh Quy ché quan 1y, sir dung tai chinh, tai san ciia Hoi dam bao nguyén tic
cong khai, minh bach, tiét kiém phu hop v6i quy dinh ctia phap luat va ton chi, muc dich hoat dong cua
Hoi.

Chuwong VII )
KHEN THUONG, KY LUAT

Diéu 23. Khen thuéng

1. T6 chuc, don vi thude Hoi, hoi vién c6 thanh tich xuat sic duge Hoi khen thuong hodc duoc Hoi dé
nghi co quan, to chirc ¢6 thim quyén khen thuéng theo quy dinh ctia phap lut.

2. Ban Chap hanh Héi quy dinh cu thé hinh thirc, thAm quyén, thu tuc khen thudng trong noi bo Hoi theo
quy dinh cua phép luat va Diéu 1& Hoi.

Diéu 24. Ky luat ‘ ’
1. T6 chirc, don vi thudc Hoi, hoi vién vi pham phép ludt; vi pham Diéu 1€, quy dinh, quy ché hoat dong
cua Hoi thi bi xem xét, thi hanh ky ludt bang cac hinh thac: ..., (18)

2. Ban Chap hanh Hoi quy dinh cu thé tham quyén, quy trinh xem xét ky luat trong noi bo Hoi theo quy
dinh cua phap luat va DBiéu 1€ Hoi.

. Chuong VIII
PIEU KHOAN THI HANH

Diéu 25. Sira doi, b6 sung Piéu 18 Hoi

Chi c6 Pai hoi Hoi ...(2)... mbi co quyén sira doi, bd sung Diéu 18 nay. Viéc sira ddi, bo sung Piéu 1¢
Hoi phai dugc ... s6 dai biéu chinh thirc 6 mit tai Pai hoi tan thanh.

Piéu 26. Hiéu e thi hanh

1. Piéu 1& Hoi ...(2)... gdm ... Chuong, ... Piéu di duoc Dai hoi ...(19)... Hoi ...(2)... thong qua ngay ...
thang ... ndm ... tai ... va c6 hiéu lyc thi hanh theo Quyét dinh phé duyét cua ...

2. Can cir quy dinh phap luat vé hoi va Diéu 1¢ Hoi, Ban Chap hanh Hbi ...(2)... ¢6 trach nhiém hudng
dan va t6 chuc thuc hién Diéu 1é nay./.

QUYEN HAN, CHUC VU NGUOI KY
(Chit ky, dau)

Ho va tén
Ghi chu:
*) Mau nay huéng dan noi dung chinh cua diéu 1& hoi; néu sira ddi, bd sung thi ghi: Diéu 18 (sira doi,
b sung). Can ctr quy dinh cua phap luat vé hoi va phap ludt c6 lién quan; can ctr tinh chét, pham vi, linh
vuc hoat dong, t chirc.. ctia hoi, hoi co thé bo sung quy dinh cho phu hop;
(1) Tén co quan nha nudc c6 thim quyén phé duyét diéu 18;
(2) Tén hoi;
(3) Ghi 5 hoi 1a to chtrc chinh tri - xa hoi hodc chinh tri - x4 hoi - nghé nghiép hodc xa hdi - nghé nghiép
hodc x4 hoi...;
(4) Ghi 5 dbi twong tap hop cua hoi;
(5) Ghi rd pham vi hoat dong cua hoi: Ca nude hodc lién tinh hodc trong tinh ..., trong huyén ..., trong
Xa...;
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(6) Ghi 10 linh vuc hoat dong chinh ctia hoi;

(7) Co quan nha nudc quan ly linh vyc hoat dong chinh cua hoi;

(8) Co quan nha nudc c¢6 lién quan;

(9) Quy dinh cu thé hi vién t6 chirc (néu co);

(10) (11) Quy dinh cu thé hoi vién lién két, hoi vién danh dy (néu cd) phu hop véi quy dinh tai Diéu 17
Nghi dinh s6 45/2010/ND-CP;

(12) Quy dinh cu thé tiéu chuén hoi vién chinh thic cua hoi;

(13) Quy dinh cu thé thii tuc, thim quyén két nap hoi vién; thi tuc ra hoi dbi voi hoi vién;

(14) Quy dinh cu thé nhiém ky dai hoi cia hdi nhung khong qua 05 (nam) nam;

(15) Quy dinh cu thé sb uy vién Ban Chip hanh dugc bau bd sung: 1/3, 20%, 30%...;

(16) Céc t6 chirc khac: Thuong truc hoi, ban thu ky... (néu co);

(17) Céc chirc danh khac: Tong thu ky, thu ky... (néu co);

(18) Ghi 10 cac hinh thuce ky luat: Khién trach, canh céo, khai trtr...;

(19) Pai hoi thanh 14p hodc dai hoi toan thé hoic dai hoi dai biéu 1an thu... hodc dai hoi bat thuong.
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Mau - Quyét dinh cho phép thanh Iap hgi i ] i
(D). CONG HOA XA HOQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phic

Sé: /Qb-... ..., NQAY ... thang ... nam

QUYET PINH
Vé viéc cho phép thanh 1ap Hoi .. (2)...
THAM QUYEN BAN HANH ...(3)...

Can ctr Nghj dinh sb 45/2010/ND-CP ngay 21 thang 4 nam 2010 ctua Chinh phu quy dinh vé to chu:c
hoat dong va quan ly héi; Nghi dinh s6 33/2012/ND-CP ngay 13 thang 4 nam 2012 cua Chinh phu sua
ddi, bd sung mot sd diéu cuia Nghi dinh s6 45/2010/ND-CP;

(OF: 111 | S () TS ;

Xét dé nghi ciia Trudng Ban Van dong thanh lap Hoi ...(2)... va ...(6)...,

QUYET PINH:
Piéu 1. Cho phép thanh lap Hoi ...(2)...
Piéu 2. Hoi ..(2)...1a td chuc (7)., td chire va hoat dong theo biéu 1¢ duge ...(3)... phé duyé¢t, tuan
thu quy dinh cta phép luat, chiu sy quan ly nha nudc cua ...(8)... va cac b (s06...), nganh c6 lién quan
dén linh vuc hoat dong cua Hoi.
Hoi ...(2)... c6 tu cach phap nhan, con dau va tai khoan riéng, tu bao dam kinh phi, try s¢ va phuong
tién hoat dong.
Piéu 3. Quyét dinh nay co hiéu luc ké tir ngay ky.
Diéu 4. Trudng Ban Van dong thanh 1ap Hoi, Chu tich Hoéi ...(2)..., ...(6)... va Chanh Van phong
...(1)... chiu trach nhiém thi hanh Quyét dinh nay./.

QUYEN HAN, CHUC VU NGUOI KY
Noi nhin: (Chir ky, dau)
- Nhu Diéu 4; Ho va tén

-Luu: ...
Ghi cha:
(1) Tén co quan nha nude ban hanh quyét dinh;
(2) Tén hoi;
(3) Ngudi ding dau co quan, to chire ban hanh van ban;
(4) Can ct tryc tiép dé ban hanh quyét dinh (vin ban thanh 1ap, quy dinh chirc nang, nhiém vy, quyén
han ctia co quan, t6 chirc);
(5) Cin cir khac lién quan dén tham quyén ban hanh quyét dinh (néu c6);
(6) Thi1 truong don vi dé nghi ban hanh quyét dinh;
(7) Xac dinh rd hoi 14 to chirc x4 hoi - nghé nghiép, to chirc x4 hoi, to chire kinh té; to chirc chinh trj -
x4 hoi - nghé nghiép ...
(8) Tén co quan quan ly nha nudc vé linh vyc hoat dong chinh cta hi.
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27. Quy trinh: Phé duyét diéu 18 hoi cap tinh (QT-27)

Buéc | Chii thé Quy trinh chi tiét Thoi Trang thai Cin ci phaply | Ghichd
gian
- C4 nhan nop ho so truc tuyén tai Cong dich vu cong Cong Dich vu
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu cong Quoc gia
cbng cua Thanh pho (dia chi: dichvucong.hanoi.gov.vn); thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap tai khoénﬁ, xac thuc dinh danh dién tir diéu hudng
(theo hudng dan trén Cong Dich vy cong). nguoi dung t6i
- Cong DVC két noi vai CSDLDC dé khai thac cac Cong Dich vu |- Nghi dinh s6
truong thong tin cua céng dan cé trong CSDLDC cong Thanh pho | 45/2010/ND-CP Neusi né
. L e 2 A , glIOl nop
(khi duoc ket noi). dé thuc hién cac 5 X ¥
A X Y ngay 21/4/2010 ho so pha|
- Ngudi nop ho so lua chon: budc tiep theo; \ . , < s n
: ~ £ cua Chinh pha | dang ky tai
+ Djch vu cong truc tuyén ‘ . ve 4| khoan giao
1, + Chon Sé Néi vu Tai khoan gom | AUy dinh ve 10 CRXE IS
Nop hd | Canhan | + Link vuc Té chirc phi chinh pha Tén dang nhap | chirc, hoat dong e ohin
, A R T S NV s a1 1A, ang nhap
so + Chon thu tuc Phé duyét dieu lé héi cap tinh va mat khau. va quan ly hoi; t3i khoan
. . o - Cé4c van ban co “c th ’
- Nguoi nop ho so dién cac ndi dung theo Biéu mau lién quan cua co d)?a(r:] q LICh
dién tir (chi tiét tai Phy lyc 27.1 kém theo). Bidu mdu dién|quan c6 thim 1(;‘ an
(Truong hop cac thong tin trong Biéu mdu dién tir da tir: quyén theo quy len
co trong Co so dir liéu quoc gia vé dan cu, hé thong Thong bao vé | dinh
thong tin cd lién quan, dugc dien tur dong (néu CO) viéc da gui ho so
- Tich hop thanh phan ho so theo mau tai Biéu mau thanh cong, cho
dién tir (chi tiét tai Phu luc 27.2 kém theo). kiém tra, tiép
- Nguoi nop kiém tra, cap nhat thdng tin bao dam nhan, phan hoi.
thong tin day du, chinh xac, hop phép.
2. " R R Y S N , Biéu mau theo
Y B0 phan | 1. Nhan thong bdo c6 ho so maéi trén H¢ thong; \ Thong bdo hen A
Tiep Mot cira | 2. Kiém tra hd so va cac thong tin; 01 ngay tra két qua (hoic Thong
nhanva | = ° ‘ gt d i 01/2018/TT-
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giai
quyét
ho so

Truong hop hd S0 can bd sung hodc hd so khong
thudc tham quyen gidi quyét: Guri Théng bao den
Nguoi nop ho so (mau Thong bao Dién tur) yéu cau
bd sung ho s0, hoan thién hd so, néu rd loai giay to,
ndi dung can bd sung dé Ngudi ndp hod so bo sung,
hoan thién.

3. Truong hop ho so du diéu kién giai quyét:

3.1. Cép nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo dai dién tir theo mau)

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

Chuyén hd so téi Truong B phan mét cira; Chuyén
hd so dén Lanh dao phong chuyén mén thu Iy hd so.
4. Truong hop Nguoi nop hd so khong bd sung, hoan
thien duoc ho so th1 Bo phan Mot cua co Thong bao Dién

.....

tr chdi, hodc
huéng dan);
Phiéu chuyén xur
ly (Thé hién
trong Phan mém
bang 1€nh
chuyén).

VPCP ngay
23/11/2018 cua
Van phong Chinh
phu

1. Truy cap vao Phan mém Mot ctra nhan thong bao

Lanh £ LA reo x4 e A A A
¢6 ho so moi va ti€p nhan ho so. A At
dao, A ~ . LA Cap nhat trén
2 2. Phan cong cho cong chirc thy 1y hé so, tham muu A K
Cong gidi quydt H¢ thong;
cr:l;]c 3. Cong chuce thu ly hé so kiém tra hd so. . 21 ngay szgu/iﬁrucigi
ﬂfu o gé 4. Thém dinh, trinh Lanh dao phong, S& xem xét h A
-sg so di diéu kién, khong du didu kién phé duyét diéu gat quy
1€ hdi cap tinh
Lanh Phé gluyét van ban trinh UBND Thanh pho hodc 1 nad Cap nhé} trén
dao Sé& | chuyén lai Lanh dao phong tham muu gay H¢ thong
Lanh Céap nhat trén
dao Ky Quyét dinh phé duyét diéu 1€ hoi hodc van chidao | 5 ngay H¢ thong

UBND
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Thanh
pho
Cong £ A e e s N L1 = Cap nhat trén
chie thu Tiep nhan \;/an lzan t}r UBANDq Thanh pho, hoan thién 01 ngay He th 6ng
, x| ho so chuyén bo phan mdt cura.
ly ho so
3. B¢ phan A
Hoan | Mt cira/ foan thien
thién ho | To chirc , 7 ‘ Trang thong tin trinhqut
507 Tra cong 1. Tra két qua cho T6 chirc, cong dan, Nguoi ndp ho so. 01 naa dong bo Cégg thiic hd so
kétqua | dan, |2.Ban giao hd so luu cho Phong TCPCP&CTTN. 99 | Dich vu quéc e DhA
n’fgu’mk gia mém Dich
nop ho A
vu cong

SO




(1) Ho va tén:

(2) S6 CCCD/CMTND/HC:

(3) Ngay cap:

(4) Noi cép:

(5) bia chi:

(6) S6 dién thoai:
(7). Tén Hoi:
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PHU LUC 27.1: NQI DUNG BIEU MAU PIEN TU



PHU LUC 27.2: THANH PHAN HO SO PIEN TU
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Co sé dir liéu/ban chup/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

Diéu kién veé ky

TT Tén thanh phan ho so dién tir bugc dinh kém chinh kl(;l ghan ket thuat
1 Cong van bdo cdo két qua dai hoi Fllekky 80 ?oac ’ Bit bugc Nop bén chinh File ky sokhoac
(theo mau); scan mau tur ban chinh scan mau
Diéu 18 hodc Diéu 18 hoi (stra d6i va File k¢ s hodc
2 | bo sung) va bién ban dai hoi thong File ky s6 hoac Bat budc Nop ban chinh Y 50 1108
X At A scan mau
qua bicu I¢ hoi;
Bién ban bau ban lanh dao, ban File kv s6 hoiic
3 | kiém tra (c6 danh sich trich ngang scan mau tur ban chinh Bat budce Nop ban chinh Y 50 1108
X scan mau
kém theo);
4 | Chuong trinh hoat dong cta Hoi; File ky sb hodc Bit budc Nop ban chinh | [116 k¥ s0 hoge
scan mau
5 | Nghi quyét dai hoi; scan mau tir ban chinh Bit budc Nop ban chinh File ky so ‘Ahoac
scan mau
Ban sao quyét dinh ve viéc
Ban sao quyét dinh vé viéc cho phép Ch? phel? thaAnh lap ,h(')l
\ A N . XA (khong can cong chirng)
thanh 18p hoi (khong can cong et Ao .
chtng) (chi dp dung déi véi treon (chi dp dung doi vor File ky s6 hoic
6 g) \WI\L dp GUng ot vot WO |y 500 hop Hei diroc Khong bt budc Nop bén sao Y 50 1108
hop Hoi dwoc thanh ldp truoc ngay scan mau

hop nhdt tinh Ha Tay vé Thanh pho
Ha Néi- ngay 01/8/2008).

thanh lap trucc ngay hop
nhdt tinh Ha Tay vé Thanh
phé Ha Ngi- ngay
01/8/2008).




MAiu - Cong vin bio cio két qua dai hoi

(D). CONG HOA XA HOQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phic

86:/.(2)... L , ngay ... thang ... ndm
VIV bao céo két qua Dai hoi

Kinh gui: ...(3)...

Ngay ... thang ... nam ..., Pai h¢i thanh 1ap (Pai hoi nhiém ky ... hodc Pai hoi bAt thuong) Hoi ..

da duoc t6 chuc tai..., Dai hoi da thao luan va thong qua ndi dung sau:

- Tai liéu khac c6 lién quan (néu co)
Hoi ...(1)... bao cao két qua Dai hoi véi ...(3)...va dé nghi xem xét, quyét dinh ...(6)..../.

TM. BAN THUONG VU (7)
Noi nhin: CHU TICH
- Nhu trén; (Chir ky, ddu)
- Ho va tén
-Luu ...
Ghi chu:

(1) Tén hoi;

(2) Viét tat tén hoi;

(3) Co quan nha nude ¢6 thim quyén cho phép thanh lap hoi;
(4) Nhitng noi dung da dugc Pai hoi thao luan, thong qua;

(D).

(5) Theo quy dinh tai Diéu 12 Nghi dinh s 45/2010/ND-CP va Khoan 2 Piéu 10 Thong tu nay ddi véi

truong hop doi tén Hoi;

(6) Néu dai hoi thanh 1ap thi ghi phé duyét diéu 1¢; néu dai hoi nhiém ky hodc bét thudng ma co stra doi,
b6 sung diéu 1é thi ghi phé duyét diéu 16 (stra d6i, bo sung) hodc c6 d6i tén va phé duyét diéu 18 thi ghi:
Doi tén hoi va phé duyét diéu 1¢ (sua d6i, bd sung) cua hoi. Trudng hop dal hoi nhiém ky hodc bat
thuo’ng khong sira d6i, bo sung diéu 1é hodc khong doi tén thi bo cum tir: “va dé nghi xem xét, quyét

dinh...

7 Tén goi khac quy dinh vé thim quyén ghi trong diéu 1¢ hién hanh, d6i voi dai hoi thanh lap thi chi

can chir ky cua Chu tich hoi da dugc ban lanh dao bau.
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MAu - Piéu 18 hoi (*) ‘ i ] i
(D). CONG HOA XA HQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phic
PIEU LE HOL...(2)...
(Phé duyét kem theo Quyet dinh so /QD-... ngay ... thang ... nam

Chuong |
QUY DINH CHUNG

Diéu 1. Tén goi, biéu twong
1. Tén tiéng Viét:

3. Tén viét tat (néu co):

4. Biéu tugng (néu co):
Diéu 2. Ton chi, muc dich

.+(2)... (sau day goi tat 1a Hoi) la t6 chuc ...(3)... cia ...(4)..., tu nguyen thanh 14p, nhim muc dich
tap hop, doan két hoi vién, bao vé quyen loi ich hop phap cua h01 vién, hd tro nhau hoat dong c6 hicu
qua, gop phan vao viéc phat trién kinh té - x4 hoi cua dat nuée.
Diéu 3. Pia vi phap Iy, tru sé
1. HGi ¢ tu cach phap nhan, con dAu, tai khoan riéng; hoat dong theo quy dinh phdp luédt Viét Nam va
Diéu 1¢ Hoi duoc co quan nha nude ¢d tham quyén phé duyét.
2. Trusd clla HOT AAt tal ..o e e
Diéu 4. Pham vi, linh vire hoat dong
1. Hoi hoat dong trén pham vi ...(5)..., trong linh vuc...(6)...
2. Hoi chiu su quan 1y nha nuée caa ...(7)... va ...(8)... ¢ lién quan dén linh vyuc hoat dong ctia Hoi
theo quy dinh cta phép luat.
Piéu 5. Nguyén tic to chirc, hoat dong
1. Tu nguyén, tu quan.
2. Dan chu, binh déng, cong khai, minh bach.
3. Tu bao dam kinh phi hoat dong.
4. Khong vi muc dich lgi nhuan.
5. Tuan thii Hién phap, phap luat va Diéu 1¢ Hoi.

Chuong 11
QUYEN HAN, NHIEM VU

Diéu 6. Quyén han
1. Tuyén truyén myc dich ctia Hoi.
2. Pai dién cho hoi vién trong mdi quan hé d6i noi, ddi ngoai c6 lién quan dén chirc ning, nhiém vu cua
Hoi.
3. Béo vé quyén, loi ich hop phap cta hoi vién pht hop véi ton chi, muyc dich ctia Hoi theo quy dinh cua
phap luat.
4. Tham gia chuong trinh, dy an, dé tai nghién clru, tu Van phan bién va giam dinh xa hoi theo de nghi
clia co quan nha nudc; cung cap dich vu cong vé cac van dé thudc linh vuc hoat dong ciia Hoi, to chirc
day nghé, truyén nghe theo quy dinh cua phap luat.
5. Tham gia ¥ kién vao cac van ban quy pham phap luét c6 lién quan dén noi dung hoat dong cua Hoi
theo quy dinh cta phap luat. Kién nghi véi co quan nha nuée cé thim quyén ddi véi cac van dé lién
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quan tdi1 sy phat trién Hoi va linh vuc Hoi hoat dong. Puoc td chirc dao tao, bdi dudng, td chirc cac hoat
dong dich vu khéc theo quy dinh cua phap luat va duoc cdp ching chi hanh nghé khi c6 du diéu kién
theo quy dinh cua phap luat.

6. Phoi hop véi co quan, td chire ¢6 lién quan dé thuc hién nhiém vu caa Hoi.

7. Thanh 1ap phap nhan thudc Hoi theo quy dinh cua phap luat.

8. Pugc gy quy Hoi trén co s hoi phi cta hoi vién va cac ngudn thu tir hoat dong kinh doanh, dich vu
theo quy dinh cua phap luét dé tu trang trai vé kinh phi hoat dong.

9. Bugc nhén cac nguon tai trg hop phap cua cac t6 chiric, c4 nhan trong va ngoai nude theo quy dinh
cta phap luat. Puoc Nha nudc hd tro kinh phi ddi véi nhiing hoat dong gan v&i nhiém vu ciia Nha nudce
giao.

10. Puoc gia nhip cac td chic qudc té trong timg va ky két, thuc hién thoa thuan quéc té theo quy dinh
cta phap ludt va bao cao co quan quan ly nha nude v€ nganh, linh vie Hoi hoat dong, co quan quyét
dinh cho phep thanh lap Hoi vé viée gia nhap t6 chirc qudc té tuong tmg, ky két, thuc hién thoa thuan
quoc té. (doz voi hoi ¢ pham vi hoat dong cad nudc)

Diéu 7. Nhiém vu

1. Chap hanh cac quy dinh ctia phap luat c6 lién quan dén t6 chirc, hoat dong cua Hoi. To chire, hoat
dong theo biéu 1¢ Hoi di duge phé duyét. Khong duoc loi dung hoat dong cua Hoi dé 1am phuong hai
dén an ninh qudc gia, trat tu x4 hoi, dao dic, thuan phong my tuc, truyén thong cua dan tdc, quyén va
loi ich hop phéap cua ca nhan, t6 chuc.

2. Tap hop, doan két hoi vién; to chirc, phdi hop hoat dong giira cac hoi vién vi loi ich chung ctua Hoi;
thyc hién dang ton chi, myc dich cua Hoi nham tham gia phat trién linh vuc lién quan dén hoat dong cia
Hoi, gop phan x@y dung va phat trién dat nude.

3. Phé bién, huan luyén kién thirc cho hoi vién, huéng dan hoi vién tuan thu phap luat, ché do, chinh
sach ciia Nha nude va Diéu 1¢, quy ché, quy dinh ctia Hi.

4. Pai dién hoi vién tham gia, kién nghi vdi cac co quan co tham quyén vé cac chu truong, chinh sach
lién quan dén linh vuc hoat dong cua Hoi theo quy dinh cta phap luét.

5. Hoa giai tranh chép, giai quyet khiéu nai, t6 céo trong ndi bo Hoi theo quy dinh ctia phap lut.

6. Xay dung va ban hanh quy tac dao duc trong hoat dong cua hoi.

7. Quan 1y va sir dung cac ngudn kinh phi ciia Hoi theo dung quy dinh cua phap luét.

8. Thuc hién cac nhiém vu khéc khi co quan c6 tham quyén yéu cau.

Chuong 111
HOI VIEN

Diéu 8. Hoi vién, tiu chuén hdi vién

1. Hoi vién ctiia Hoi gdm hoi vién chinh thtrc, hoi vién lién két va hoi vién danh du:

a) Hoi vién chinh thic (9): Cong dan, to chic Viét Nam hoat dong trong linh vuc ...(6)..., c6 du tiéu
chuan quy dinh tai Khoan 2 Diéu nay, tan thanh Diéu 1¢ Hoi, ty nguyén gia nhap Hoi, ¢6 thé tré thanh
hoi vién chinh thirc ciia Hoi.

b) Hoi vién lién két (néu c6)

¢) Hoi vién danh dy (néuco).................... (L11) e
2. Ti€u chuan hoéi vién chinh thirc:

Piéu 9. Quyén ciia hdi vién

1. Pugc Hoi bao vé quyén, loi ich hop phap theo quy dinh cta phap luat.

2. Pugc Hdi cung cép thong tin 1ién quan dén linh vuc hoat dong cua Hoi, dugc tham gia cac hoat dong
do Hoi t6 chirc.

3. Bugc tham gia thao luén, quyét dinh cic chu truong cong tac cua Hoi theo quy dinh cua Hoi; duge
kién nghi, d& xuét y kién voi co quan c6 thAm quyén vé nhimg van dé ¢ lién quan dén linh vuc hoat
dong cua Hoi.
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4. Puoc dy Dai hoi, ung ctr, dé cur, bu cir cac co quan, cac chirc danh lanh dao va Ban Kiém tra Hoi
theo quy dinh ctia Hoi.

5. Pugc gioi thi€u hoi vién moi.

6. Buogc khen thuong theo quy dinh cua Hoi.

7. Puoc cap thé hoi vién (néu co).

8. Puoc ra khoi Hoi khi xét thay khong thé tiép tuc 1a hoi vién.

9. Ho1 vién lién két, hoi vién danh dyu duoc huong quyén va nghia vu nhu hoi vién chinh thiec, trir quyén
biéu quyét cac vin dé cua Hoi va quyén tng ctr, dé ctr, bau cir Ban Lanh dao, Ban Kiém tra Hoi.

Diéu 10. Nghia vu ciia hdi vién

1. Nghiém chinh chap hanh chu truong, dudng 16i ciia Pang, chinh sach, phap luat ciia Nha nudc; chap
hanh Diéu 1¢, quy dinh cua Hoi.

2. Tham gia cac hoat dong va sinh hoat ctia Hoi; doan Két, hop tac voi cac hoi vién khac dé xay dung
Hoi phat trién vitng manh.

3. Bao v¢ uy tin cia Hoi, khong dugc nhan danh Hoi trong cac quan hé giao dich, trir khi dugc 1anh dao
Hoi phan cong bang vin ban.

4. Thyc hién ché do thong tin, bao cdo theo quy dinh cta Hoi.

5. Pong hoi phi day du va ding han theo quy dinh cta Hoi.

Piéu 11. Thi tuc, thim quyén két nap hdi vién; thi tuc ra hi

Chuong IV
TO CHUC, HOAT PONG
Piéu 12. Co céu to chirc ciia Hji
1. Dai hoi.
2. Ban Chip hanh (hoic tén goi khéc).
3. Ban Thuong vu (hodc tén goi khéc).
4. Ban Kiém tra.
5. Vian phong, cc ban chuyén mén (néu co).
6. Cac to chirc thudc Hoi (néu co).
Piéu 13. Pai hoi
1. Co quan ldnh dao cao nhat ciia Hoi 1a Pai hoi nhiém ky hodc Dai hoi bat thuong. Dai hoi nhiém ky
dugc to chic ...(14)... mot lan. Dai hoi bat thuong duoc triéu tap khi it nhat ¢6 2/3 (hai phan ba) tong s6
Uiy vién Ban Chap hanh hoic c6 it nhat 1/2 (mot phan hai) tong s6 hoi vién chinh thie dé nghi.
2. Pai hoi nhiém ky hoic Dai hoi bat thuong duoc to chirc dudi hinh thirc Dai hoi toan thé hodc Dai hoi
dai biéu. DPai hoi toan thé hodc Pai hoi dai biéu dugc to chirc khi co trén 1/2 (mdt phan hai) s6 hoi vién
chinh thtrc hodc c6 trén 1/2 (mot phﬁn hai) s6 dai biéu chinh thic c6 mit.
3. Nhiém vu cua Dai hoi:
a) Théao ludn va thong qua Béo céo téng két nhiém ky; Phuong huéng, nhiém vu nhiém ky méi cua Hoi;
b) Thao luan va thong qua Diéu 18; Piéu 1 (sira doi, bd sung); doi tén, chia, tach, sap nhap, hop nhit,
giai thé Hoi (néu co);
¢) Thao luén, gop y kién vao Béo cdo kiém diém ctua Ban Chap hanh va Béo cdo tai chinh cua Hoi;
d) Bau Ban Chép hanh va Ban Kiém tra;
d) Cac noi dung khéac (néu co);
e) Thong qua nghi quyét Dai hoi.
4. Nguyén tac biéu quyét tai Dai hoi:
a) Pai hoi c6 thé biéu quyét bang hinh thirc gio tay hodc bo phiéu kin. Viéc quy dinh hinh thic biéu
quyét do DPai hdi quyét dinh;
b) Viéc biéu quyét thong qua cac quyét dinh cta Pai hoi phai duoc qua 1/2 (mdt phan hai) dai biéu chinh
thirc ¢6 mat tai Pai hoi tan thanh.
Diéu 14. Ban Chip hanh Hgi (hoic tén goi khac)
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1. Ban Chap hanh Hoi do Pai hoi bau trong s6 cac hoi vién cua Hoi. SO luong, co cAu, tiéu chuin uy
vién Ban Chap hanh do Dai hoi quyét dinh. Nhiém ky ctia Ban Chap hanh cting v6i nhiém ky Dai hoi.
2. Nhiém vu va quyén han ctia Ban Chip hanh:

a) T chue trién khai thuc hién nghi quyét Dai hoi, Diéu 1¢ Hoi, lanh dao moi hoat dong cua Hoi gitta
hai ky Dai hoi;

b) Chuén bi va quyét dinh triéu tap Dai hoi;

¢) Quyét dinh chuong trinh, ké hoach cong tac hang nam cta Hoi;

d) Quyét dinh co ciu t6 chirc b may cua Hoi. Ban hanh Quy ché hoat dong ctiia Ban Chip hanh, Ban
Thudng vu; Quy ché quan 1y, st dung tai chinh, tai san ctia Hoi; Quy ché quan 1y, sir dung con diu cua
Hoi; Quy ché khen thudng, ky luat; cic quy dinh trong ndi bd Hoi pht hop véi quy dinh cia Didu 1¢ Hoi
va quy dinh cta phap luat;

@) Bau, mién nhiém Chu tich, cac Pho Chi tich, oy vién Ban Thuong vy, bau bo sung ty vién Ban Chép
hanh, Ban Kiém tra. S6 ty vién Ban Chép hanh bau bb sung khong dugc qué ...(15)... so v6i sb luong
Uiy vién Ban Chap hanh d3 dugc Dai hoi quyét dinh.

3. Nguyén tic hoat dong ctia Ban Chap hanh:

a) Ban Chip hanh hoat dong theo Quy ché ctia Ban Chap hanh, tuan thi quy dinh ctia phéap luat va Diéu
1€ Hoi;

b) Ban Chap hanh mdi nam hop ... 1an, c6 thé hop bat thuong khi c6 yéu cau cua Ban Thudng vu hodc
trén... tong sb Gy vién Ban Chap hanh;

¢) Cac cudc hop ctia Ban Chap hanh 13 hop 18 khi ¢6 ... iy vién Ban Chap hanh tham gia du hop. Ban
Chap hanh c¢6 thé biéu quyét bang hinh thurc gio tay hoac b6 phiéu kin. Viée quy dinh hinh thirc biéu
quyét do Ban Chap hanh quyét dinh;

d) Cac nghi quyét, quyét dinh ctia Ban Chap hanh dugc thong qua khi ¢6 trén ... tong sé Gy vién Ban
Chép hanh du hop biéu quyét tan thanh. Trong trudng hop s6 ¥ kién tan thanh va khong tan thanh ngang
nhau thi quyét dinh thudc vé bén co y kién cuia Chu tich Hoi.

Piéu 15. Ban Thuong vu Hoi (hoac tén goi khac)

1. Ban Thuong vu Hoi do Ban Chép hanh bau trong sO cac uy vién Ban Chap hanh; Ban Thuong vu Hoi
gdém: Chi tich, cac Pho Chu tich va cac uy vién. S6 luong, co céu, tiéu chuan ty vién Ban Thuong vu
do Ban Chap hanh quyet dinh. Nhiém ky cua Ban Thuong vu cung véi nhiém ky Pai hdi.

2. Nhi¢m vu va quyén han cua Ban Thuong vu:

a) Giup Ban Chap hanh trién khai thuc hién nghi quyét Dai hoi, Dicu 1é Hoi; t6 chirc thuc hién nghi
quyét, quyet dinh cta Ban Chap hanh; lanh dao hoat dong ctua Hoi gitra hai ky hop Ban Chap hanh;

b) Chuan bi noi dung va quyet dinh triéu tp hop Ban Chap hanh;

c) Quyet dinh thanh 1ap cac td chirc, don vi thudc Hoi theo nghi quyét cua Ban Chap hanh; quy dinh
chure ndng, nhiém vy, quyén han co cau t6 chuc; quyét dinh bd nhiém, mién nhiém lanh dao cac td chirc,
don vi thugc Hoi.

3. Nguyén tic hoat dong ctia Ban Thuong vu:

a) Ban Thuong vu hoat dong theo Quy ché do Ban Chéap hanh ban hanh, tuin tha quy dinh cta phap luat
va Diéu 1¢ Hoi;

b) Ban Thuong vu mdi... hop... 1an, c¢6 thé hop bat thudng khi c6 yéu cau cua Chu tich Hoi hodc trén ...
téng sO iy vién Ban Thudng vu;

¢) Cac cudc hop cua Ban Thuong vu 1a hop 1€ khi ¢6 ... iy vién Ban Thuong vu tham gia du hop. Ban
Thuong vu ¢6 thé biéu quyét bang hinh thirc gio tay hodc bo phiéu kin. Viéc quy dinh hinh thic biéu
quyét do Ban Thuong vu quyét dinh;

d) Cac nghi quyét, quyet dinh cua Ban Thuong vu dugc thong qua khi co6 trén .. . tong sb iy vién Ban
Thuong vu du hop biéu quyet tan thanh. Trong truong hop s6 y kién tan thanh va khong tan thanh ngang
nhau thi quyét dinh thudc vé bén c¢6 ¥ kién ciia Chii tich Hoi.

PiCu16. ..o (1B .o

Piéu 17. Ban Kiém tra Hoi

1. Ban K1em tra Ho1 gom Truéng ban, Pho trudng ban (néu c0) va mot s6 uy vién do Dai hoi bau ra. S6
luong, co ciu, tiéu chuan Uy vién Ban Kiém tra do Dai hoi quyét dinh. Nhiém ky ctia Ban Kiém tra ciing
v61 nhiém ky Pai hoi.
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2. Nhiém vu va quyén han ctua Ban Kiém tra:

a) Kiém tra, giam sat viéc thyc hién Diéu 1¢ Hoi, nghi quyét Dai hoi; nghi quyet quyét dinh ciia Ban
Chép hanh, Ban Thuong vy, cac quy ché cua Hoi trong hoat dong cua céac td chire, don vi truc thudce
Ho1, hoi vién;

b) Xem x¢ét, giai quyét don, thu kién nghi, khiéu nai, t6 céo cta td churc, hoi vién va cong dan gui dén
Hoi.

3. Nguyén tic hoat dong ctia Ban Kiém tra: Ban Kiém tra hoat dong theo quy ché do Ban Chap hanh
ban hanh, tuan tht quy dinh cua phap luat va Diéu 18 Hoi.

Piéu 18. Chi tich, Phé Chii tich Hi (hodc tén goi khac)

1. Chu tich Hoi 1a dai dién phap nhan cua Hoi trudce phap luat, chiu trach nhiém trudc phap luat vé moi
hoat dong cua Hoi. Chu tich Ho1 do Ban Chép hanh bau trong sb cac uy vién Ban Chép hanh Héi. Tiéu
chuén Chu tich Hoi do Ban Chap hanh Hoi quy dinh.

2. Nhiém vu, quyén han cta Chu tich Hoi:

a) Thyc hién nhiém vy, quyén han theo Quy ché hoat dong cua Ban Chap hanh, Ban Thuong vu Hoi;

b) Chiu trach nhiém toan dién trudc co quan co thAm quyén cho phép thanh lap Hoi, co quan quan ly
nha nudc vé linh vuc hoat dong chinh cta Hoi, trudec Ban Chap hanh, Ban Thudng vu Hoi v€ moi hoat
dong cua Hoi. Chi dao, diéu hanh moi hoat dong cuia Hoi theo quy dinh Diéu 1é Hoi: nghi quyet Pai hoi;
nghi quyét, quyét dinh ctia Ban Chap hanh, Ban Thudng vu Hoi;

¢) Chu tri cac phién hop cua Ban Chép hanh; chi dao chuén bi, triéu tap va chu tri cac cudc hop ctiia Ban
Thuong vu;

d) Thay mat Ban Chép hanh, Ban Thuong vu ky cac van ban cua Hoi;

d) Khi Chu tich Hoi vang mit, viéc chi dao, diéu hanh giai quyét cong viéc ciia Hoi dugc iy quyén bang
van ban cho mot Phé Chu tich Hoi.

3. Pho Chu tich Hoi do Ban Chap hanh bau trong s cac uy vién Ban Chap hanh Hoi. Tiéu chuan Ph
Chu tich Hoi do Ban Chap hanh Hoi quy dinh.

Phé Chu tich gitip Chu tich Hoi chi dao, diéu hanh cong tac ciia Hoi theo su phan cong cua Chu tich
Hoi; chiu trach nhiém trude Chu tich HGi va trude phap luat vé linh vuc cong viéc dugc Chu tich Hoi
phan cong hoic ty quyén. Pho Cha tich Hoi thyc hién nhiém vu, quyén han theo Quy ché hoat dong cia
Bap Chép hanh, Ban Thuong vu Hoi phu hop véi Piéu 18 Hoi va quy dinh cua phép luét.

Pbiéeu 19.

] ] Chuong V ) ) A . . )
CHIA, TACH; SAP NHAP; HQP NHAT; POI TEN VA GIAI THE

Diéu 20. Chia, tach; sap nhap; hop nhit va déi tén va giai thé Hoi
Viéc chia, tach; sap nhap; hop nhét; doi ten va giai thé Hoi thyc hién theo quy dinh cta B luat Dan sy,
quy dinh ctia phép luat vé hoi, nghi quyét Dai hoi va cac quy dinh phap luat c¢6 lién quan.

ChuongVi
TAI CHINH VA TAI SAN

Diéu 21. Tai chinh, tai sin cia Hoi

1. Tai chinh cua Hoi:

a) Nguon thu ctia Hoi:

- L¢ phi gia nhap Hoi, hoi phi hang nam cua hdi vién;

- Thu tir cac hoat dong cua Hoi theo quy dinh cia phap luat;

- Tién tai trg, ung ho cta to chirc, ca nhan trong va ngoai nude theo quy dinh cta phép luat;
- HO tro ctia Nha nude gén v6i nhiém vu dugce giao (néu co);

- Cac khoan thu hop phap khac;

b) Cac khoan chi cua Hoi:

- Chi hoat dong thuc hién nhi€ém vu ctia Hoi;
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- Chi thué tru s lam viéc, mua sim phuong ti¢n lam viéc;

- Chi thyc hién ché @6, chinh sach dbi v6i nhitng nguoi lam viée tai Hoi theo quy dinh cia Ban Chap
hanh Hoi phu hop véi quy dinh cua phap luat;

- Chi khen thudng va cac khoan chi khac theo quy dinh ctia Ban Chép hanh.

2. Tai san cia Hoi: Tai san cua Hoi bao gém tru s&, trang thiét bi, phuong tién phuc vu hoat dong ctuia
Hoi. Tai san ciia Hoi dugc hinh thanh tir ngudn kinh phi cia Hoi; do cac to chire, ¢4 nhan trong va ngoai
nuée hién, ting theo quy dinh cua phap luat; dugc Nha nude hd tro (néu cb).

Diéu 22. Quan ly, sir dung tai chinh, tai san cia Hji

1. Tai chinh, tai san cia Hoi chi dugc sur dung cho cac hoat dong cia Hoi.

2. Tai chinh, tai san ctia Hoi khi chia, tach; sap nhap; hop nhét va giai thé duoc giai quyét theo quy dinh
cua phap luat.

3. Ban Chip hanh Hoi ban hanh Quy ché quan 1y, sir dung tai chinh, tai san caa Hoi dam bao nguyén
tic cong khai, minh bach, tiét kiém phu hop v6i quy dinh cta phép luat va ton chi, muc dich hoat dong
cua Hoi.

Chuong VII
KHEN THUONG, KY LUAT

Piéu 23. Khen thuéng
1. TH chire, don vi thudc Hoi, hoi vién ¢ thanh tich xuit sic duoc Hoi khen thuong hoac dugc Hoi dé
nghi co quan, to chirc c6 tham quyén khen thudng theo quy dinh cta phap luat.
2. Ban Chép hanh Héi quy dinh cu thé hinh thirc, thAm quyén, thu tuc khen thudng trong ndi by Ho1
theo quy dinh ctia phap luat va Diéu 1¢ Hoi.
Pitu 24. Ky luat
1. T6 chire, don vi thude Hoi, hoi vién vi pham phap luat; vi pham Diéu 18, quy dinh, quy ché hoat
dong cua Hoi thi bi xem xét, thi hanh ky luat bfmg cachinhthle: ... (18)
2. Ban Chép hanh Héi quy dinh cu thé tham quyén, quy trinh xem xét ky luat trong ndi by Hoi theo
quy dinh ctia phép luat va Diéu 18 Hoi.

Chuong VIII

PIEU KHOAN THI HANH
Diéu 25. Sira doi, bo sung Diéu 1¢ Hoi
Chi c6 Pai hoi Hoi ...(2)... mdi co quyén stra d6i, bo sung Diéu 1¢ nay. Viéc stra d6i, bd sung Diéu 1¢
Hoi phai duogc .. .8 dai biéu chinh thuc cd mat tai Pai hoi tan thanh.
Diéu 26. Hiéu lyc thi hanh
1. Piéu 1& Hoi ...(2)... gdm ... Chuong, ... Piéu da duoc Pai hoi ...(19)... Hoi ...(2)... théng qua ngay ...
thang ... ndm ... tai ... va c6 hi¢u lyc thi hanh theo Quyét dinh phé duyét cua ...
2. Can ctir quy dlnh phap luat vé hoi va Diéu 1¢ Hoi, Ban Chap hanh Hoi ...(2)... ¢6 trach nhiém hudng
dan va to chirc thuc hién Diéu 16 nay./.

QUYEN HAN, CHUC VU NGUOI KY
(Chir ky, ddu)

Ho va tén
Ghi cha:
(*) Mau nay huéng dan noi dung chinh cua diéu 1& hoi; néu sira doi, bd sung thi ghi: Piéu 18 (sira doi,
bd sung). Can ctr quy dinh cua phap luét vé hoi va phap luat c6 lién quan; cin ctr tinh chat, pham vi, linh
vuc hoat dong, to chirc.. cta hoi, hoi co thé bd sung quy dinh cho phu hop;
(1) Tén co quan nha nude c6 tham quyén phé duyét diéu 1¢;
(2) Tén hoi;
(3) Ghi rd hoi 13 t6 chire chinh tri - xa hoi hodc chinh tri - x3 hoi - nghé nghiép hodc xi hoi - nghé nghiép
hoac xa hdi...;
(4) Ghi 15 d6i tuong tap hop ciia hoi;
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(5) Ghi rd pham vi hoat dong ctia hoi: Ca nudce hodc lién tinh hodc trong tinh ..., trong huyén ..., trong
xa...;

(6) Ghi r@ linh vuc hoat dong chinh cua hoi;

(7) Co quan nha nudc quan ly linh vyc hoat dong chinh cia hoi;

(8) Co quan nha nudc c¢6 lién quan;

(9) Quy dinh cu thé hoi vién t6 chic (néu co);

(10) (11) Quy dinh cu thé hoi vién lién két, hoi vién danh du (néu c6) phu hop véi quy dinh tai Diéu 17
Nghi dinh s6 45/2010/ND-CP;

(12) Quy dinh cu thé tiéu chuén hoi vién chinh thic cua hoi;

(13) Quy dinh cu thé thi tyc, thim quyén két nap hoi vién; thi tuc ra hoi dbi voi hoi vién;

(14) Quy dinh cu thé nhiém ky dai hoi cia hdi nhung khong qua 05 (nam) nam;

(15) Quy dinh cu thé sb uy vién Ban Chap hanh dugc bau bd sung: 1/3, 20%, 30%...;

(16) Céc t6 churc khac: Thuong truc hoi, ban thu ky... (néu co);

(17) Céc chirc danh khac: Tong thu ky, thu ky... (néu co);

(18) Ghi rd cac hinh thirc ky luat: Khién trach, canh cdo, khai trir...;

(19) Pai hoi thanh 1ap hodc dai hoi toan thé hodc dai hoi dai bicu 1an thu... hodc dai hoi bat thuong.
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Bién ban Hop Ban chip hanh

, CONG HOA XA HOI CHU NGHIA VIET NAM
So: [oviiiiiniann, Poc 1ap — Tw do — Hanh phic

Ha Noi, ngay ...... thang ...... nam 20...

BIEN BAN
HQP BAN CHAP HANH KHOA .........
(V/v Hiép thwong danh sach nhéan sw bdau vao BCH khoa ............. )
Vao hoi 1...., ngdy .... Thang.... nim 20...., Ban Chip hanh khéa ..... - Hoi .... t6 chirc hoi
* Pia diém: ....

* Chu tri hoi nghi: .....

* Thu ky hoi nghi: ...

1. Thanh phan hi nghi gdm: Toan thé Ban Chap hanh khoa ....

-Sb lugng tri€u tap 1a .... ngudi; c6 mat ....nguoi dat ...%

2. Hoi nghi thuc hién cac ndi dung nhu sau:

Tiéu ban nhan sy da bao cao két qué do céc hdi vién gidi thiu duogc ....nguoi du kién dua vao

danh sach bau BCH khoa ...

gom .

3.Véco cauBCH: ...........
4. Hiép thwong danh sach nhén su du kién trinh Pai hdi bau vao Ban Chap hanh khoa ....,

... ngudi, toan thé hoi nghi nhat tri chdt danh sach ... nguoi (C6 danh séch kém theo).

5. Ban Thwong vu: Ban Chap hanh nhét tri gidi thiéu danh sach .... ngudi trong Ban Chap hanh

tham gia Ban Thuong vu va céc chire danh 1anh dao Hoi, cu thé nhu sau:

- Chirc danh Chu tich Hoi: .....
- Cgic Pho Chu tich Hoi: .........
- Tong thu ky Hot: ...........

Toan b cac 6ng, ba co tén trén da dugc Ban Chip hanh tin nhiém biéu quyét thong qua

....% ddng y tan thanh.

Cudc hop két thic vao hoi .............. clng ngay./.

CHU TOA HQI NGHI THU KY HQI NGHI CHU TICH
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Mau - Quyét dinh phé duyét diéu 1¢ hdi (*)

(D). CONG HOA XA HQI CHU NGHIA VIET NAM
------- Déc 1ap - Tu do - Hanh phic
Sb: /QD-... ..., NQAY ... thang ... nam
QUYET PINH

Phé duyét Biéu 1¢ (*) Hoi ...(2)...
THAM QUYEN BAN HANH ...(3)...

Cin ctr Nghi dinh s6 45/2010/ND-CP ngdy 21 thang 4 nam 2010 cua Chinh phu quy dinh vé tb chuc
hoat dong va quan ly hoi; Nghi dinh s6 33/2012/ND-CP ngay 13 thang 4 nam 2012 cta Chinh phu sira
d6i, bd sung mot sd diéu cua Nghi dinh s6 45/2010/ND-CP;
Canclr.......ooooviininnnn.. (B) e ;
Xét dé nghi ciia Chu tich Hoi ...(2)... va ...(6)...,

QUYET DINH:
Piéu 1. Phé duyét Diéu 18 (*) Hoi ...(2)... d8 duogc Pai hoi ...(7)... cia Hoi théng qua ngdy ... thang...
nam ...
Piéu 2. Quyét dinh nay co hiéu luc ké tir ngay ky.
Piéu 3. Chu tich Hoi ...(2)..., ...(6)... va Chanh Vin phong ...(1)... chiu trach nhiém thi hanh Quyét
dinh nay./.

QUYEN HAN, CHUC VU NGUOI KY

Noi nhén: (Chir ky, ddu)
- Nhu Diéu 3; Ho va tén
-Luu: ......

Ghi cha:

(*) Néu 1a diéu 18 sira ddi, bd sung thi ghi: Diéu 1& (sira d6i, bo sung);

(1) Tén co quan nha nudc ban hanh quyét dinh;

(2) Tén hoi;

(3) Nguoi dimg dau co quan, t6 chirc ban hanh vin ban;

(4) Can ctr truc tiép dé ban hanh quyét dinh (vin ban thanh 1ap, quy dinh chirc ning, nhiém vu, quyén
han ctia co quan, t6 chirc);

(5) Can ctr khéc lién quan dén thim quyén ban hanh quyét dinh (néu c6);

(6) Thu trudng don vi d& nghi ban hanh quyét dinh;

(7) Dai hoi thanh 1ap hoic Dai hoi toan thé hodc Pai hoi dai biéu lan thy..., Pai hoi bat thudng.
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28. Quy trinh ting thuwéng Bing khen cip bd, ban, nganh, doan thé Trung wong, tinh, thanh phd truc thudc Trung wong (QT-28)

- Cong DVC két ndi vai CSDLDC dé khai thac
cac truong théng tin caa cong dan co trong
CSDLDC (khi dugc két ndi).

- Ngudi nop hé so lua chon:

+ Djch vu cbng truc tuyén

+ Linh vuc Thi dua - Khen thuong

+ Chon thi tuc: Quy trinh tang thuéng Bang
khen cd'p bo, ban, nganh, doan thé T rung
wong, tinh, thanh phé truc thuéc Trung wong

cong Thanh phd dé
thuc hién cac budce tiép
theo;

Tai khoan goébm Tén

dang nhdp va mat
khau.

- C4c van ban
cé lién quan
cua co quan co
tham quyén
theo quy dinh

Buéc | Chii thé Quy trinh chi tiét Thoi Trang thai Cin cir phap Ghi chd
gian ly
1 Té chire, |- Ca nhén nop ho S0 truc tuyén tai Cong dich vu -Nghi dinh s Nguoi nop hd
n £ b cong quoc gia (dia chi: dichvucong.gov.vn) hoac 91/2017/NDb-CP A
Nop canhan 2 ) - ) X PP ) . so phai dang
Y Cong dich vu cong cua Thanh pho (dia chi: ngay 31/7/2017 S \
Ho : . 2 : A 5 . . | Ky tai khoan
So dichvucong.hanoi.gov.vn); Cong Dich vu cong | cua Chinh phu giao dich
- Ngudi nop ho so dang ky tai khoan giao dich Quoc gia thyc hién | quy dinh chi tiet dién tir, dang
dign tir, dang nhép tai khoan, xéc thuc dinh dang nhap moét lan, thi hanh mot so .nhép, @
danh dién tir (theo huéng dan trén Céng Dich didu huéng nguoi | dicw cua Ludt 4
vu cong) ding t6i Céng Dich vy | Thi dua, Khen | khoan, xac
u cong). : 2 | thuong. thuc dinh

danh dién to

- Nguoi nop ho so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 28.1 kém
theo).

(Truong hop cac thdng tin trong Biéu mau dién
tir déi c6 trong Co s6 dir liéu quac gia vé dan cu,
hé thong théng tin cé lién quan, dwoc dién ty
dong (néu c6)

Biéu mau dién tu;
Thong bao vé viéc da
giri ho so thanh cong,
chd kiém tra, tiép
nhén, phan hoi.
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- Tich hop thanh phan h so theo mau tai Bicu
mau dién tir (chi tiet tai Phu luc 28.2 kem
theo).

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

Tiép
nhan
va
giai
quyét
ho so

B¢ phan
Mot cira

1. Nhén thong bao c6 hd so méi trén Hé théng;
2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bd sung hodc hd so
khong thudc tham quyén giai quyét Gui
Thong bao dén Nguoi nop h6 so (mau Thong
bao Dién tir) yéu cau b sung hd so, hoan thién
ho s0, néu rd loai gidy to, ndi dung can bd sung
dé Nguoi ndp ho so bo sung, hoan thién.

3. Trudng hop ho so du diéu kién giai quyét:
3.1. Cap nhat thong tin vao Hé thong thong tin
giai quyét TTHC (S6 theo ddi dién tur theo
mau).

3.2. Xac nhén théng tin, guri thong bao tiép
nhan (mi ho so va ngay giotra két qua) vao tai
khoan ctia Ngudi ndp ho so.

Chuyén hd so téi Truong BO phan mot cua;
Chuyén ho so dén Lanh dao ban; Chuyén ho so
dén lanh dao phong chuyén mén thu 1y ho so.
4. Truong hop Nguoi ndp hd so khong bo sung,
hoan thién duoc hd so thi Bo phan Mot cira ¢6
Théng bao Dién tir tir chdi giai quyét yéu cau ctia
Ngudi ndp hd so.

2 ngay

Thoéng bao hen tra két
qua (hodc tu chdi, hodc
huéng dan);

Phiéu chuyén xu ly
(The hién trong Phan
mém  bang  lénh
chuyén).

Lanh dao,
Cong chirc

1. Truy cap vao Phan mém M&t ctra nhan thong
bao c6 ho so mai va tiép nhéan ho so.

13 ngay

Cép nhat trén H¢
thong;

Biéu mau theo
Thong tu
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phong thu
ly Ho so

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

3. Cong chirc thu 1y ho so tién hanh tham dinh
ho so, thuc hién cac quy trinh theo quy dinh:

- Ho so du dleu kién giai quyét: Cong chirc thy
Iy ho so tién hanh tham dinh va du thao To
trinh, Quyét dinh dé nghi khen thuéng kém hd
so d3 duoc tham dinh trinh ldnh dao phong,
lanh dao Ban phu trach xem xét, théng qua.

- Hd so khong du diéu kién giai quyét: Cong
chtc thuy 1y ho so tra lai hd so va tham muu
van ban thong bdo trinh 1anh dao phong, 1anh
dao Ban phu trach ph¢ duyét (ghi 15 ly do theo
mau Phleu tir chdi giai quyét hd so) dé giri cho
dai dién to chirc, c4 nhan thong qua B phan
Mot cura

- P6i v6i hd so qua han giai quyét hodc phai
gia han: Cong chuc thy ly tham muu van ban
trinh 1anh dao phong, Ianh dao Ban phu trach
phé duyét (ghi ro 1y do qua han, gia han) guri
cho dai dién t6 chirc, c4 nhan théng qua Bo
phan Mot cura.

Yéu cau bd sung/ tir
choi giai quyét

01/2018/TT-
VPCP ngay
23/11/2018 cua
Vian phong
Chinh phu

Lanh dao
Ban

Truéng ban xem xét, ky duyét To trinh; ky tat
vao du thao Quyét dinh khen thuong; ky Phiéu
kiém soat thoi gian xtr 1y hd so thu tuc hanh
chinh thudc tham quyén giai quyét cia UBND
Thanh phd, Chu tich UBND Thanh phd

1.5 ngay

Cap nhat trén H¢
thong;

Du thao Quyét
dinh

Bo phan
Mot cira

Ban TDKT

Luan chuyén hd so dén UBND thanh phé

1/2 ngay

Céap nhat trén H¢
thong;

Dy thao Quyét
dinh
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Tiép nhan hd so trinh
Ra soat thé thirc van ban, thua tuc ho so theo

quy dinh; s a1 | Quyétdinh
e ohé | Ch tich UBND Thanh phd ky duyét vao dy | 5 ngay Cap nggnt;en He 1 Banh chinh

thao Quyét dinh khen thudng.

Chuyén Quyét dinh vé S Noi vu (Ban Thi dua

— Khen thudng)

3 |Bophin | Khico Quyétdinh cia Chu tich UBND Thanh | 4, ngdy Quyét dinh
Hoan | Mot cira/ pho: L Hanh chinh
thién To chire - B6 phan TN&TKQ chuyén ho so cho cong

ho cong fja';‘, chue thy ly ho so dé cap nhat tinh hinh, két qua

s0; E%“’m NOP | xtr Iy ho so lién thong vao HE thong va luu ho Cép nhét trén H¢
ra | 0% so theo quy dinh; , thong
Két - B0 phan TN&TKQ chuan bi hiéq vat khen
qué thuong, in an bang khen cac tap the, ca nhan
dugc khen thuong, chuyén Van phong UBND
Thanh phé dong dau.
Vian thw 5 Quyét dinh
Vin phong 1/2 ngay Hanh chinh va
%?::l[l)l phé; DPoéng dau Bing khen cho céc tap thé, ca nhan ?ﬁilégat khen
> | dwoc khen thuong Cép nhat trén He g
Bo phan n LN g A , A 1. A A thong;
N &'I:KQ Thong bao va trd két qua cho t6 chuc, cong dan
cua Ban

TDKT




(1) Ho va tén:

(2) Ngay, thang, ndm sinh:

(3) Dan toc:

(4) Gidi tinh:

(5) bia chi Co quan:

(6) Bon vi cong tac:

(7) Pon vi nop hod so:

(8) bién thoai di dong:

(9) Noi dung yéu cau giai quyét
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PHU LUC 28.1: NOI DUNG BIEU MAU PANG KY NOP HO SO
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PHU LUC 28.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A s A Co sé dir ligu/ban | Bit bujc/khong . oo % | Didu kign vé k
Il Ten thanh phan ho so chup/bén dién tir | bit bujc dinh kem | MMP kghgh’i‘“ ket thuat
Vian ban C}é nghi kem theo danh sach
cua tap thé, ca nhan dugc dé nghi tang
Bang khen cap B9, nganh, doan thé )

1 Trung uong, tl?h’ thanh pho :[ e t%luog Scan tir ban chinh Bit budc Nop ban chinh File ky s khoac
Trung wong cuia don vi thudc quan ly scan mau
cua cap B0, nganh, doan thé Trung
uong, tinh, thanh pho truc thudc Trung
uong;

Bao cdo thanh tich cua tap thé, c4 nhan

o | duoc dénghi tang Bang khen cap BO, | g . pan chinh Bét bugc Nop bén chinh File ky s0 hoge
ban, nganh, doan thé Trung wong, tinh, scan mau
thanh pho tryc thudc Trung vong;

‘ File k}:/ s6 hodc

3 Bién ban xét cua Hi dong Thi dua - Scan tir ban chinh Bt budc Nop ban chinh scan mau (co xac

Khen thudng cép trinh khen.

nhén cda cap
trinh khen)
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TEN PON VIl CONG HOA XA HQI CHU NGHIA VIET
S6: /TTr- . NAM
Doc 1ap — Tw do — Hanh phuc®

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

‘ TO TRINH
Ve viéc de nghi xét tang Bang khen ... 5.....

Kinh guri: ’
- Uy ban nhan dan thanh pho Ha Ngi; ,
- Ban Thi dua - Khen thudng thanh pho Ha Néi.

Can ctr Luat Thi dua, Khen thuong ngdy 26 thang 11 nim 2003, Luat stra doi, bo
sung mot s6 diéu cua Luat Thi dua, Khen thuong ngdy 14 thang 6 nam 2005 va Lut stra
d6i, bo sung mot s6 diéu ctua Luat Thi dua, Khen thuong ngay 16 thang 11 nam 2013;

Cin ctir Nghi dinh s6 91/2017/ND-CP ngay 31 thang 7 ndm 2017 cta Chinh phu quy
dinh chi tiét thi hanh mot sd diéu ctua Luat Thi dua, Khen thuong;

Cancu... °....

Canctr...... T 8 ... Kinh trinh UBND Thanh phé ting Bang khen cho .... tap
the, .... c4 nhan.

DPacothanhtich ...

Cac truong hop dé nghi khen thudng trén dam bao dung quy dinh vé ho so, thu tuc,
diéu kién tiéu chudn theo quy dinh hién hanh (c6 danh sach va hd so kém theo).

Tran trong cam on./.

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY

R (chit ky cua nguoi co tham quyén, dau, chir ky so cua co
- Nhu trén; qu an)
-Luu VT, NV.

Ho va tén

! Tén co quan trinh khen

2 Chir viét tit ctia co quan

3 P6i v6i cac Ban dang thé

4Pia danh

% hinh thtrc khen thudng

6 cac danh hiéu thi dua

" vin ban quy dinh chirc niing, nhiém vu, quyén han ctia don vi trinh khen
8 Ghi 10 cin ctr khen thuong
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Mau s 01

e, CONG HOA XA HOQI CHU NGHIA VIET NAM
TENDON VI ....... Poc lap - Tw do - Hanh phuc

Ha Nogi, ngay thang nam 202...
BAO CAO THANH TICH
PE NGHI TANG ...............
(MAu bao cdo nay ap dung d6i voi tap thé)
Tén tap thé dé nghi
(Ghi day dii bang chir in thuong, khéng viét tdt)

I. SO LUQC PAC PIEM, TINH HINH

1. Pic diém, tinh hinh:

- Pia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tu;
- Qué trinh thanh 1ap va phat trién;

- Nhitng dac diém chinh cua don vi:

+ Co cau t6 chuc: Tong s6 ...

+ Co s& VAt chat.

+ Cac to chire dang, doan thé.

2. Chtric nang, nhiém vu: Chirc nang, nhiém vu dugc giao.

II. THANH TiCH PAT PUQC

Bao cdo thanh tich can cir vao chirc nang, nhiém vu duoc giao cua co quan (don vi) va
d6i twong, tiéu chuan khen thudng quy dinh tai Luét thi dua, khen thuong, Nghi dinh s6  ngay
thang nam 202....

No6i dung bdo cdo néu rd nhitng thanh tich Xuat sic trong vi¢c thyc hién cac chi tiéu
(nhiém vu) cu thé vé nang suat, chat lugng, hi€u qua cong tac so voi cac nam trude (hodc cac
lan khen thuong trudce day); viéc doi moi cong tac quan ly, cai cach hanh chinh; sang kién, kinh
nghiém, dé tai nghién ctru khoa hoc va viéc tmg dung vao thuc tién dem lai hiéu qua cao vé kinh
té, xa hoi d6i véi cac don vi

2. Nhirng bién phap hoac nguyén nhan dat dwgc thanh tich; cac phong trao thi dua
da dwge ap dung trong thure tién san xuat, cong tac.

2.1. Nhirng bién phap hodc nguyén nhan dat dugc thanh tich:

2.2. Céc phong trao thi dua da duogc ap dung hi¢u qua trong thuc tién cua don vi.

3. Viéc thue hién chi truwong, chinh sach ciia Pang, phap luat cia Nha nuéc:

- Tap thé ..... ludn doan két, thong nhét, tich cuc thuc hanh tiét kiém, chong lang phi,

tham nhiing va cac te nan xi hoi. 100% .... Trong co quan guong mau chap hanh tét chu truong
chinh sach cua Pang, phap luat cia Nha nudc va cac quy dinh cua nganh, dia phuong, don vi.
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- ludn quan tdm cham lo nang cao doi song cong chirc, vién chirc, nhan vién....
- Tich cuc tham gia cac hoat dong xa hoi, tir thién.... (can c6 so6 li¢u cu the)

4. Hoat dong cia td chirc dang, doan thé: (Néu Val tro, két qua hoat dong va xép loai
ctia to chirc dang, doan thé trong ndm xét khen kém theo gidy chtrng nhan hodc quyét dinh cong
nhan)

I1I. CAC HINH THU'C PA PUQC KHEN THUONG
1. Danh hiéu thi dua:

Nim | Danh hi¢u thi dua | S6, ngay, thang, nim ciia quyét dinh cong nhin danh
hi€u thi dua; co’ quan ban hanh quyét dinh

2. Hinh thtrc khen thuong

Nam Hinh thac S6, ngay, thang, nim ciia quyét dinh khen thuéng; co
hoc khen thuéng guan ban hanh quyét dinh
XAC NHAN CUA CAP TRINH THU TRUONG PON VI

KHEN THUONG (Ky, dong déu)
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X L ) ~M?lu bao cao 02
UBND QUAN (HUYEN) CONG HOA XA HOI CHU NGHIA VIET NAM
TENDON VI ....... Poc lap - Tw do - Hanh phuc

.., ngay  thang  nam 202..

BAO CAO THANH TICH
DE NGHI TANG ........
(mau bao céo ca nhan)

I. SO LUQC LY LICH

- Ho va tén: (Ghi bang chit in thudng, khong viét tat): .................

- Ngay thang ndm sinh: Gioi tinh: ...
-Quéquan: Xa... huyén....tinh.....

-Traquan: ...l

- Bon vi cong tac:

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

- Trinh d chuyén moén, nghiép vu:

- Hoc ham, hoc vi, danh hi¢u, giai thudng:

II. THANH TiCH PAT PUQC

1. Quyén han, nhiém vu dwoc giao (Ghi cu thé nhiém vu, quyén han dwoc giao theo
phéan cong cbng tac)

2. Thanh tich dat dugc:

2.1. So lugc thanh tich cua tap thé: (D6i voi ca nhan 1a 1anh dao quan 1y tir Pho Giam ddc
trd 1én)

Néu khai quat thanh tich chung cta tap thé ..... trong giai doan xét khen thuong; do dai
khoang 01 trang A4

2.2. Thanh tich dat dugc cia cd nhan: (Bao céo theo chirc trach, nhiém vu duoc phan
cong trong giai doan xét khen thudng)

a) Trong cong tac quan ly lanh dao chi dao: (Dbi voi ca nhan 12 lanh dao quan 1y tir Pho
Giam doc trd 1én va theo mang, linh vue dugce phan cong quan 1y)

- V& chuyén mon: (c6 biéu so sanh s liéu)

- V& co s& vat chat; cong tac chiam lo doi séng .......

- Cac hoat dong khac cua .....

b) Trong cong tac ...., thyc hi¢n nhi€ém vy chuyén mon: (co biéu so sanh s6 liéu vé chit
lugng dai tra, miii nhon)

¢) Céc bién phap, giai phap trong viéc d6i méi ...... (cAn néu rd két qua dat duoc)

d) V& tham gia cac phong trao thi dua, cudc van dong ciia cac cip:

e) Cac sang kién, dé tai dugc cong nhan va ap dung vao thyc tién :
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- Sang kién 1: (Tén sang kién; scf) Quyét dinh va ngay, thang, nam c6ng nhén pham vi anh
huong, hiéu qua ap dung cua sang ki€n; co quan ra quyét dinh cong nhan pham vi anh huong,
hiéu qua ap dung cua sang kién)

+ Tom tit ndi dung, giai phap thuc hién
+ Hiéu qua ap dung:
+ Pham vi anh huong:
- Sang kién 2 (thuwec hién tuwong tir nhir sang kién 1)
3. Viéc thue hién chi trwong, dwong 18i ciia Pang, chinh siach phap luit cia Nha
nuwoéc
4. Cong tac boi dwdng, hoc tip ning cao trinh dé chuyén mén, pham chit dao dirc
5. Vai tro ciia c4 nhan trong cdng tic cac doan thé, hoat dong xi hoi tir thién
III. CAC HINH THU'C PA PUQC KHEN THUONG (Luu y thong ké theo niim)

1. Khen thwéng ciia tip thé (Ap dung doi véi cd nhan la lanh dao quan 1y tie Phé Gidm
doc tro lén)

1.1. Danh hiéu thi dua:

S6, ngay, thang, nim ciia quyét dinh cong
Nam hoc Danh hiéu thi dua nhan danh hi€u thi dua; co’ quan ban
hanh

1.2. Hinh thirc khen thuong

S6, ngay, thang, nim ciia quyét dinh khen

Nam hoc Hinh thirc khen thuéng thwéng; co' quan ban hanh

2. Khen thwéng ciia ca nhan:
2.1. Danh hiéu thi dua:

S0, ngay, thang, nim ciia quyét dinh cong
Nam hoc Danh hi¢u thi dua nhin danh hi¢u thi dua; co’ quan ban
hanh

2. Hinh thirc khen thwéng

S0, ngay, thang, nim cia quyét dinh khen

Nam hoc Hinh thirc khen thuéng thwéng; co' quan ban hanh
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Vi nhitng két qua dat dugc, trong .....ndm ........ , ca nhan duoc cép c6 tham quyén danh
gid x€p loai: (ghi theo thuc tién cua ca nhan: Hoan thanh xudt sac nhiém vu hodac Hoan thanh
tot nhiem vy, ...)

THU TRUONG DON VI NGUOI BAO CAO THANH TiCH
(Ky, dong dau) (Ky, ghi ro ho tén)

XAC NHAN CUA CAP TRINH
KHEN THUONG
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29. Quy trinh ting C¢ thi dua cip bd, ban, nganh, doan thé Trung wong, tinh, thanh phé truc thudc Trung wong (QT - 29)
Buéc | Chii thé Quy trinh chi tiét Thoi Trang thai Can cwr phap Ghi chu
gian ly
1 Canhan. |- Canhanndp ho so truc tuyén tai Cong dich vu cang -Nghi dinh sé Nguoi nop hd
Nop t& chie | 9UOC gia (d;aA chi: d[chvucopg.gov.vr!) h0gc Cong Céng Dich vu 91/2017/ND- | phéi ding
Hb dich vu cdng cua Thanh pho (dia chi: cong Québc gia CP ngay Ky tai khoan
dichvucong.hanoi.gov.vn); A B18131/712017 cua S
So ong.nanol.g : , . ) thuc hién dang ; , giao dich
- Nguoi ngp ho so dang ky tai khoan giao dich nhap mot lin g’hl}lllhhr')hl:l" qi}{ dién tir, ding
dién tu, déng nhap tai khoan, xac thuc dinh danh didu hué.n'g ngu@i hl‘nhc LAt 'nhép’ tai
dién tir (theo huéng dan trén Cong Dich vu cong). ding 16i Cong d?é‘r:lu lelr;QtLuSgi Khodn, XAc
- Cong DVC ket noi voi CSDLDC dé khai thac Dich vu cong | Thi dua, Khen| thuc dinh
cac truong théng tin cua cbng dan co trong Tha Tk 2% o S
e anh pho dé | thuéng. danh di¢n ta
CSDLDC (khi dugc két néi). ot R e s ;

- Nguoi nop ho so Iya chon:
+ Djch vu cdng truc tuyen
+ Linh vuc Thi dua - Khen thuong

+ Chon :[hd tuc: Co thi dua ccfp bo, bqn, nganh,
doan thé Trung wong, tinh, thanh pho tryc thuoc
Trung wong

budc tiép theo;

Tai khoan gbm
Tén dang nhap va
mat khau.

- Cac van ban
cé lién quan
cua co quan

c6 tham
quyén theo
quy dinh

- Nguoi nop ho so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 29.1 kém theo).
(Trueong hop cac thdng tin trong Biéu mau dién tir
dd c6 trong Co sé dir liéu quoc gia vé dan cu, hé
thong théng tin ¢6 lién quan, dwge dién tw dong
(néu co)

- Tich hop thanh phan hd so theo mau tai Biéu
mau dién tir (chi tiét tai Phu luc 29.2 kém theo);
- Nguoi ndp kiém tra, cap nhat thdng tin bao dam
thong tin day du, chinh xé&c, hop phép.

Biéu mau dién tu;
Thong bao vé
viéc dd guri hd so
thanh cong, cho
kiém tra, tiép
nhan, phan hdi.




192

Tiép
nhan
va
gidi
quyét
hd so

B¢ phan
Mot cira

1. Nhan thong béo co hd so méi trén Hé théng;
2. Kiém tra ho so va céc thong tin;

Truong hop hd so can bd sung hoidc hd so khong
thuc tham quyén giai quyét: Giri Thong béo dén
Nguoi nop hd so (mAu Thong bao Pién tir) yéu
cau bd sung hd s0, hoan thién hd so, néu 13 loai
gidy t0, ndi dung can bd sung dé Ngudi ndp ho so
bd sung, hoan thién.

3. Trudong hop ho so du diéu kién giai quyét:

Thong bao hen
trd két qua (hodc
tir choi, hoac

3.1. Cap nhat thong tin vao Hé thong thong tin huéng dan).
giai quyét TTHC (S6 theo ddi dién tir theo mau). | 2 ngdy | Phiéu chuyén xtr
3.2. Xac nhan thong tin, giri thong béo tiép nhan ly (Thé hién
(ma hd so va ngay gio tra két qua) vao tai khoan trong Phan mém
cua Ngudi ndp ho so. bang {énh
Chuyén hd so téi Truéong B phan mot cua; chuyén).
Chuyén hd so dén Lianh dao ban; Chuyén hd so
dén lanh dao phong chuyén mon thu Iy ho so.
4. Trudng hop Nguoi ndp hd so khong bo sung, hoan
thién duoc hd so thi B phan Mot cira c6 Thong béo
Dién tir tir chéi giai quyét yéu cau cia Ngudi ndp hd
SO.
Linh dao, 1.’ Trl%y (iélp Vé,O, Phén A}némAM(f)‘g ctra nhan thong
Cong chirc bao c6 ho S0 moi VaAtlep nl}an ho s0. Bidu mau theo
phong thu 2. Phapq .congicho cong chuc thu ly ho so, tham Cap nhé} trén HE Thong tu
ly Hoso | MU glaiquyet. - o 7 .| 13 ngay thong 01/2018/TT-
3. Cong chure thy ly ho so tién hanh tham dinh ho Yéu cau bo sung/ | \/PCP ngay
so, thuc hién cac quy trinh theo quy dinh: tur choi gidi quyét | 23/11/2018
- Ho so du diéu kién giai quyét: Cong chuc thy 1y cua Vin

hd so tién hanh thim dinh va dy thao T¢ trinh,




193

Quyét dinh dé nghi khen thuong kém ho so da
duoc thdm dinh trinh 1anh dao phong, lanh dao
Ban phu trach xem xét, thdng qua.

- Hd so khong du didu kién giai quyét: Cong chirc
thu ly hd so tra lai hd so va tham muu van ban
thong bao trinh ldnh dao phong, lanh dao Ban phu
trach phé duy¢t (ghi r6 1y do theo mau Phleu tur
chéi giai quyét ho so) dé giri cho dai dién t6 churc,
ca nhan thong qua Bo phan Mot cura

- P6i v6i ho so qua han giai quyét hodc phai gia
han: Cong chtrc thu Iy tham muu van ban trinh
lanh dao phong, 1anh dao Ban phuy trach phé duy¢ét
(ghi 1 1y do qua han, gia han) giri cho dai dién t6
chure, cd nhan thong qua Bo phan Mot ctra.

phong Chinh
phu

Lanh dao
Ban

Trudng ban xem xét, ky duyét T trinh; ky tat vao
du thao Quyét dinh khen thuong; ky Phiéu kiém
soat thoi gian xur Iy ho so thu tuc hanh chinh thudc
tham quyén giai quyét cia UBND Thanh phd,
Chu tich UBND Thanh phd

1.5 ngay

Cap nhat trén H¢
thong

Du thao
Quyét dinh

Bo phan
Mot cira

Ban TDKT

Luan chuyén ho so dén UBND thanh ph

1/2 ngay

Cap nhat trén H¢
thong

Du thao
Quyét dinh

UBND
Thanh pho

Tiép nhan ho so trinh

Ra soat thé thirc van ban, thu tuc hd so theo quy
dinh;

Chu tich UBND Thanh phd ky duyét vao du thao
Quyét dinh khen thudng.

Chuyén Quyét dinh vé S& Noi vu (Ban Thi dua —
Khen thuong)

5 ngay

Céap nhat trén He
thong

Quyét dinh
hanh chinh
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Hoan
thién
ho so;

>

Tra
keét

o

qua

B¢ phan
Mot cira/
Té chirc
cdng dan,
nguoi ngp
ho so

Khi c¢6 Quyét dinh ctia Chil tich UBND Thanh
phé:

- Bo phan TN&TKQ chuyén hd so cho cong chire
thu 1y hd so dé cap nhat tinh hinh, két qua xir ly
hé so lién thong vao Hé thdng va luu hd so theo
quy dinh;

- Bo phan TN&TKQ chuin bi hién vét khen
thuong, in co don vi dugc tang co.

- Thong bao va tra két qua cho t6 chic

1 ngay

Cap nhat trén H¢
thong

Quyét dinh
Hanh chinh va
hién vat




(1) Ho va tén:

(2) Ngay, thang, ndm sinh:

(3) Dan toc:

(4) Gidi tinh:

(5) bia chi Co quan:

(6) Bon vi cong tac:

(7) Pon vi nop hod so:

(8) bién thoai di dong:

(9) Noi dung yéu cau giai quyét
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PHU LUC 29.1: NOI DUNG BIEU MAU PANG KY NOP HO SO



PHU LUC 29.2: THANH PHAN HO SO PIEN TU
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<~ en . | Bat budc/khdng | Xuit trinh/ ndp A vea A
A 5 A LA Co s6 dir li€éu/ban Zov A o R , " Diéu kién vé
TT Tén thanh phan ho so . . . | batbudc dinh ban chinh khi “ 1A
chup/ban dién tir N A 1 A . ky thuat
kem nhan két qua
Van ban dé nghi kém theo danh sach tap
thé duoc dé ng}}i tang co thi dua cap Bo,
nganh, doan thé Trung uvong, tinh, thanh File k¢ s6 hodc
1 | pho tryc thudc Trung uwong cua don vi Scan ban chinh Bat budc Nop ban chinh y X
A VAR S v A scan mau
thudc quan ly cua cap Bg, nganh, doan thé
Trung uwong, tinh, thanh phd truc thudc
Trung vong;
Bio cdo thanh tich cua tap thé duoc dé nghi
taing Co thi dua cip bo, ban, nganh, doan , , L1 A N , File ky s hoic
2 thé Trung wong, tinh, thanh phd tryc thudc Scan ban chinh Bat buoe Nop ban chinh scan mau
Trung vong;
‘ File k}:/ s6 hodc
3 Bién ban xét cuia Hoi dong Thi dua - Khen Scan ban chinh Bt bude Nop ban chinh scan mau (co xac

thudng cap trinh khen.

nhan cta cip trinh
khen)
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Co quan trinh khen thuwéng CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tu do - Hanh phic

Sé: / eveeeeee s, HEAY  thdang  nam

TO TRINH
Pé nghi xét ting Co thi dua cia UBND Thanh phé

Kinh gui: Uy ban nhan dan thanh phé Ha Noi;
(Qua Ban Thi dua - Khen thudng thanh phé Ha Noi)

Can ctr Luét thi dua, khen thuéng .....;

Can cu Nghi dinh ........ cua Chinh phu quy dinh chi tiét thi hanh mot sd diéu cua Luat
thi dua, Khen thudng;

Cin ctr Quyét dinh s6 ....... cia UBND Thanh ph6 vé viéc ban hanh Quy dinh vé cong
tac thi dua khen thudng trén dia ban thanh pho Ha Noi;

Cancu....
Can ctr Bién ban hop .......

Trén co so thanh tichcua ................ X

Thanh phd cho .......... sau
l.......
2..
(Thanh tich cua cic ..... ddm bao theo tiéu chuan tai diéu khoan ....
Hb so dé nghi khen thudng cua ..... ddm bao theo quy dinh tai ...... ....... )
Kinh trinh UBND Thanh ph6 xem xét, quyét dinh./.
Noi nhin: PON VI TRINH KHEN
- Nhu trén; (Ky, ghi 16 ho tén, dong ddu)
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Mau s6 01

..................... CONG HOA XA HQI CHU NGHIA VIET NAM
TEN PON VI Doc lap - Tw do - Hanh phiic

Ha Noi, ngay thang nam 202...

BAO CAO THANH TICH
PE NGHI TANG CO THI PUA CUA THANH PHO (CHINH PHU)

Tén tap thé dé nghi

(Ghi day dii bang chiv in thwong, khéng viét tdt)
I. SO LUQC PAC PIEM, TINH HINH
1. Pic diém, tinh hinh:
- Pia diém tru s& chinh, dién thoai, fax; dia chi trang tin di¢n tu;
- Qué trinh thanh 1ap va phat trién;
- Nhitng dic diém chinh cua don vi:
+ Co cau t6 chuc: Tong s6 ...
+ Co s6 vit chat.
+ Cac to chire dang, doan thé.
2. Chirc nang, nhiém vu: Chirc nang, nhiém vu dugc giao.
II. THANH TiCH PAT PUQC

Bao cdo thanh tich can ctr vao chirc nang, nhiém vu duoc giao cua co quan (don vi) va
d6i twong, tiéu chudn khen thudng quy dinh tai Luat thi dua, khen thuong, Nghi dinh sé  ngay
thang nam 202....

Noi dung bao cdo néu rd nhitng thanh tich xuat sic trong viéc thuc hién cac chi tiéu
(nhiém vu) cu thé v€ nang suat, chat lugng, hi€u qua cong tac so voi cac nam trude (hodc cac
lan khen thudng trude day); viéc doi mdi cong tdc quan ly, cai cdch hanh chinh; sang kién, kinh
nghiém, d¢ tai nghién ctru khoa hoc va viéc irng dung vao thuc tién dem lai hiéu qua cao vé kinh
té, xa ho1 do1 voi cac don vi

2. Nhirng bién phap hoac nguyén nhan dat dwgc thanh tich; cac phong trao thi dua
da dwge ap dung trong thure tién san xuat, cong tac.

2.1. Nhiing bién phép hodc nguyén nhan dat dugc thanh tich:

2.2. Céc phong trao thi dua da duogc ap dung hi¢u qua trong thuc tién cua don vi.

3. Viéc thwe hién chu truwong, chinh sach cia Pang, phap luit ctiia Nha nuéc:
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- Téap thé ..... ludn doan két, thong nhat, tich cuc thuc hanh tiét kiém, chéng lang phi,
tham nhiing va cac té nan xa h¢i. 100% .... Trong co quan guong mau chap hanh tot cha truong
chinh sach cua Pang, phap luat cua Nha nudc va cac quy dinh cia nganh, dia phuong, don vi.

-, ludn quan tAm chim lo ning cao doi sdng cong chirc, vién chirc, nhan vién....

- Tich cyc tham gia cac hoat dong xa hoi, tir thién.... (can co s liéu cu thé)

4. Hoat dong ciia td chirc dang, doan thé: (Néu Val tro, két qua hoat dong va xép loai

ctia to chirc dang, doan thé trong ndm xét khen kém theo gidy chtrng nhan hodc quyét dinh cong
nhan)

I11. CAC HINH THUC PA PUQC KHEN THUONG (Chi théng ké trong giai doan
xét khen)

1. Danh hiéu thi dua:

Nim | Danh hi¢u thi dua | S, ngay, thiang, niim ciia quyét dinh cong nhan danh
hi€éu thi dua; co' quan ban hanh quyét dinh

2. Hinh thtrc khen thuong

Nam Hinh thac S6, ngay, thang, nim ciia quyét dinh khen thuéng; co
hoc khen thuéng quan ban hanh quyét dinh
XAC NHAN CUA CAP TRINH THU TRUONG PON VI

KHEN THUONG (Ky, dong déu)
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30. Quy trinh ting danh hi¢u Chién sy thi dua cip bd, ban, nganh, doan thé Trung wong, tinh, thanh phé truc Trung wong (QT - 30)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin cit Ghi cha
gian phap Iy
1 Té chire, | ACé nhéﬂn ncf_>p hQ SO tru:c tuyen tai Cong dich \fu -Nghi dinh sb Ngudi nop hd
Nop canhan | €0ng quoc gia (dia chi: dichvucong.gov.vn) hoac 912017/ND- | phai ding
Hb Cong dich vu cong cua Thanh pho (dia chi: CP ngay ky tai khoan
So dichvucong.hanoi.gov.vn); Cong Dich vu cong | 31/7/2017 cla giao dich dién

- Nguoi nop hé so dang ky tai khoan giao dich
dién tu, dang nhap tai khoan, xac thuc dinh
danh dién ttr (theo hudng dan trén Cong Dich
vu cong).

- Cong DVC két ndi voi CSDLDC dé khai thac
cac truong thong tin cua cong dan cé trong
CSDLDC (khi dugc két ndi).

- Nguoi nop hd so lya chon:

+ Dich vu c6ng truc tuyén

+ Linh vuc Thi dua - Khen thuong

+ Chon thii tuc: Tang danh hiéu Chién sy thi
dua cdp b, ban, nganh, doan thé Trung wong,
tinh, thanh pho truc Trung wong

Quéc gia thuc hién
ding nhap mot lan,
diéu hudng nguoi
dung toi Cong Dich
vu cong Thanh phd
dé thuc hién céc
budc tiép theo;

Tai khoan gdm Tén

dang nhap va mat
khau.

Chinh  phu
quy dinh chi
tiét thi hanh
mot sd diéu
cua Luat Thi
dua, Khen
thudng.

- Céac van
ban c6 lién
quan cua co

guan co
thim quyén
theo quy
dinh

tu, dang nhap

tai khoan, xac
thuc dinh

danh dién tu

- Nguoi nop ho so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 30.1 kém
theo).

(Trwong hop c&c thong tin trong Biéu mdu dién
tir déi c6 trong Co sé diF ligu quac gia vé dan cu,
hé thong théng tin cé lién quan, dwoc dién tie
dong (néu co)

- Tich hop thanh phan hd so theo mau tai Biéu
mau dién tr (chi tiét tai Phu luc 30.2 kém
theo);

Biéu mau dién tu;

Thong bao vé viéc
dd guri hd so thanh
cong, chd kiém tra,
tiép nhan, phan hoi.
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- Nguoi nop kiém tra, cap nhat thong tin bao
dam thong tin day du, chinh xac, hop phap.

Tiép
nhan
va
giai
quyét
ho so

B¢ phan
Mot cira

1. Nhan thong bao co hd so méi trén Hé théng;
2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bd sung hoic hd so
khong thudc tham quyén giai quyét Gui
Thong bao dén Nguoi nop hd so (mau Thong
bao Dién tir) yéu cau bd sung ho so, hoan thién
hé so, néu 16 loai gidy to, ndi dung can bo sung
dé Nguoi ndp ho so bd sung, hoan thién.

3. Trudng hop ho so du diéu kién giai quyét:
3.1. Cap nhat thong tin vao Hé thong thong tin
giai quyét TTHC (S6 theo doi dién tir theo
mau).

3.2. X4c nhéan thong tin, giri thong bao tiép
nhan (ma ho so va ngay gid tra két qua) vao tai
khoan ctia Nguoi ndp hd so.

Chuyén ho so t6i Truong BO phan mot cua;
Chuyén hd so dén Lanh dao ban; Chuyén hd
so dén lanh dao phong chuyén mén thu 1y ho
SO.

4. Trudong hop Nguoi nop hd so khong bd sung,
hoan thién duoc hd so thi Bo phan Mot ctra co
Théng bao Dién tir tir chdi giai quyét yéu cau cia
Ngudi ndp hd so.

2 ngay

Thong bao hen tra
két qua (hoic tur
chéi, hoic hudng
dan);

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

Lanh dao,

Cong chirc

phong thu
ly Ho so

1. Truy cdp vao Phin mém Mot clra nhan
thong bao c¢6 hd so méi va tiép nhan ho so.

2. Phan cong cho cong chirc thy 1y hd so, tham
muu giai quyét.

14 ngay

Céap nhat trén H¢
thong;
Yéu cau b sung/ tir
chéi giai quyét

Biéu mau
theo Théng
tu
01/2018/TT-
VPCP ngay
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3. Cong chirc thu 1y ho so tién hanh tham dinh
hd so, thuc hién cac quy trinh theo quy dinh:

- H so du diéu kién giai quyét: Cong chirc thy
1y hd so tién hanh tham dinh va dy thao TS
trinh, Quyét dinh dé nghi khen thuong kém ho
so da duoc tham dinh trinh 1anh dao phong,
lanh dao Ban phu trach xem xét, thong qua.

- Ho so khong du diéu kién giai quyét: Cong
chtc thu 1y hd so tra lai hd so va tham muu
van ban thong bao trinh 1anh dao phong, lanh
dao Ban phu trach phé duyét (ghi 10 1y do theo
mau Phiéu tir chéi giai quyét ho so) dé giri cho
dai dién to churc, c4 nhan thong qua B phan
Mot cira

- Pbi voi hd so qua han giai quyét hodc phai
gia han: Cong chtrc thu 1y tham muu van ban
trinh 1anh dao phong, lanh dao Ban phu trach
phé duyét (ghi 16 1y do qua han, gia han) gui
cho dai dién t0 chtrc, c4 nhan thong qua Bo
phén Mot cura.

23/11/2018
cua Van
phong Chinh
phu

Lanh dao
Ban

Truéng ban xem xét, ky duyét To trinh; ky tat
vao du thao Quyét dinh khen thuong; ky Phiéu
kiém soat thoi gian xu ly ho so thu tuc hanh
chinh thudc thim quyén giai quyét cia UBND
Thanh phd, Chu tich UBND Thanh phé

1.5 ngay

Cap nhat trén H¢
thong;

Du thao
Quy¢ét dinh

B¢ phan
Mot cira
Ban TDKT

Luén chl}yén h6 so dén Vian phong UBND
thanh pho

1/2 ngay

Cap nhat trén H¢
thong;

Du thao
Quyeét dinh
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Tiép nhan ho so trinh
Ra soat thé thirc van ban, thu tuc ho so theo
quy dinh;

Cap nhat trén H¢

VBND Jhé | Chi tich UBND Thanh phd k§ duyét vo d | 5 ngay théng Sa‘mfzgllﬁﬁ
thao Quyét dinh khen thudng.
Chuyén Quyét dinh vé S& Néi vu (Ban Thi dua
— Khen thuéng)
3 | Bophin | Khico Quyétdinh cia Chu tich UBND Thanh | 4, ngly
Hoan | Mot cira/ pho: o
thién To chire - Bo phén TN&TKQ chuyén ho so cho cong
hd s 0; cong .dar), chure thu Iy h6 so d€ cap nhat tinh hinh, két qua ’
Tra Eg“’m noP | xtr Iy ho so lién thong vao H¢ thong va Iuu ho Cap nhat trén H¢ | Quyét dinh
Két 0 50 so theo quy dinh; q thong; Hanh chinh
qui - B phan TN&TKQ chuan bi hiéq vat khen
thuong, in an bang khen cac tap thé, cad nhan
duoc khen thudng, chuyén Vian phong UBND
Thanh phé dong dau.
Van thr 1/2 ngay
Van phong , . . )
UBND bong dau Bang khen cho céc tap thé, ca nhan Quyét dinh
Thanh phd; | dugc khen thuéng Cap nhat trén HE | Hanh chinh
B0 phén théng; va hién vat
TN&TKQ | Thong bao va tra két qua cho to chtrc, cong dan khen thudng
cua Ban

TDKT




(1) Ho va tén:

(2) Ngay, thang, nam sinh:

(3) Dan toc:

(4) Gioi tinh:

(5) bia chi Co quan:

(6) Bon vi cong tac:

(7) Bon vi ndp ho so:

(8) Di¢n thoai di dong:

(9) Noi dung yéu cau giai quyét
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PHU LUC 30.1: NOI DUNG BIEU MAU PANG KY NQP HO SO
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PHU LUC 30.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phin ho so

Co s6¢ dir li€éu/ban
chup/ban dién tir

l}flt budc/khéng
bat bugc dinh kem

Xuét trinh/ ndp
ban chinh khi
nhan ket qua

Picu kién vé ky thuat

Vin ban dé nghi kém theo danh
sach ca nhan dugc dé nghi tang
danh hiéu Chién sy thi dua cip
Bo, nganh, doan thé Trung
wong, tinh, thanh phé tryc thuoc
Trung wong cua don vi thudc
quan ly cua cap Bo, nganh, doan
thé Trung wong, tinh, thanh phé
truc thugc Trung wong

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do

Bao cao thanh tich ctia ¢4 nhan
dugc dé nghi ting danh hiéu
Chién sy thi dua cép B9, nganh,
doan thé Trung wong, tinh,
thanh phé truc thudc Trung
uong

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do

Bién ban binh xét clia Hoi dong
Thi dua - Khen thudng cta cap
trinh khen

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau dé (c6 xac
nhén cua cap trinh khen)
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~ TEN PON VI* CONG HOA XA HQI CHU NGHIA VIET
So: /TTr-...2 ... NAM
Doc 1ap — Tw do — Hanh phuc®

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

Vé viéc dé nghi xét ting Bang khen ... 5....
Kinh guri:
- Uy ban nhan dan thanh phd Ha Noi;
- Ban Thi dua - Khen thuéng thanh phd Ha Noi.

Can 91’1 Luét Thi dua, Khen thudng ngay 26 thang 11 nam 2003, Luat stra doi, bd
sung mot sO di€u cua Ludt Thi dua, Khen thuong ngay 14 thang 6 ndm 2005 va Luat sua
doi, bo sung mot s diéu cuia Luat Thi dua, Khen thudng ngay 16 thang 11 nam 2013;

Can cir Nghi dinh s6,91/‘2017/ND—CP ngay 31 thang 7 ndm 2017 ctia Chinh phu quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Thi dua, Khen thudng;

Cancu... S....

- Cancu...... [ 8 .... Kinh trinh UBND Thanh phé ting Bing khen cho .... tip
thé, .... ca nhan.

Dacothanhtich ... ..o

Cac truong hop dé nghi khen thuong trén dam bao dung quy dinh vé ho so, thu tuc,
di¢u kién ti€u chuan theo quy dinh hién hanh (c6 danh sach va ho so kem theo).

Tran trong cdm on./.

Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
- Nhur trén; (chit ky ciia nguoi ¢o tham quyén, dau, chir ky sé cia co
-Luu VT, NV. quan)

Ho va tén

! Tén co quan trinh khen

2 Chir viét tit cia co quan

3 Pbi voi cac Ban dang thé

4Pia danh

® hinh thirc khen thudng

6 cac danh hiéu thi dua

7 van ban quy dinh chtrc nang, nhiém vu, quyén han cta don vi trinh khen

8 Ghi rd cin ctr khen thuéng
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PON VI CAP TREN CONG HOA XA HOQI CHU NGHIA VIET NAM
------- Déc 1ap - Tu do - Hanh phic
Tinh (thanh pho), ngay... ... thang....... nam........

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

(MAu bao céo nay ap dung ddi v6i ca nhan)
I. SO LUQC LY LICH
- Ho tén (Ghi day du bang chit in thuong, Khong Vit tat): .........coeeveeeeieeeeieseeeseseeeseesesens

I11. DANH HIEU THI PUA, HINH THUC KHEN THUONG PA PUQC NHAN®
1. Danh hiéu thi dua:

S6, ngay, thiang, nim ciia quyét dinh cong nhan danh hiéu thi

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

2. Quyét dinh cong nhan hoac van ban xac nhan hoan thanh xuat sac nhi¢ém vu hodc hoan thanh tot
nhiém vu (n€u co)

3. Hinh thuc khen thuong;

S6, ngay, thang, nim ciia quyét dinh khen thwéng; co quan

Niam | Hinh thirc khen thwéng ban hanh quyét dinh

THU TRUONG PON VI NGUOI BAO CAO THANH TiCH
XAC NHAN, DE NGHI (Ky, ghi ré ho va tén

(Ky, dong dau)
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31. Quy trinh ting danh hiéu Tip thé lao dong xuit sic (QT- 31)

Buwéc | Chii thé Quy trinh chi tiét Thoi Trang thai Cin cit phap Ghi cha
gian ly
1 Té chirc, cd |~ Ca nhén nop ho so truc tuyen tai Cong dich vu -Nghi dinh s Ngudi nop
n A cong quéc gia (dia chi: dichvucong. gov.vn) hodc 91/2017/NDb-CP X 2
Nop nhan Céng. dich Thanh bhd. (dia chi 7 nadv 31/7/2017 ho so phai
Hé Oﬂg ich cong cua Thanh pho (dia chi: Céng Dich vu cong | "9 SUIOLTI - gang 1 tai
So dic Vufx_mgA anQAI -gov. an)’ oo o Quoc gia thuc hién dinh h.p-; khoan giao
- Nguoi nop ho so dang ky tai khoan giao < A A 1A~ | Quy dinh chiuet| . L
_ AN e " . , didng nhap mot 1an, | " hanh mot <6 | dich dién ti,
dich dién tir, dang nhap tai khoan, xac thuc ‘A : R e s oL S0 P
1h danh dien tir (theo huéna dan trén Cé diéu huong nguoi | 4idy coa Luat Thi | ddng nhap tai
([i)m hdan Adl@ﬂ tur (theo hudng dan tren Cong dung t6i Cong Dich | qua, Khen | khoan. Xac
ich vu cong). vu cong Thanh phd | thuéng. thuc dinh

- Cong DVC két ndi véi CSDLDC dé khai
thac cac trueong thdng tin cua cong dan co
trong CSDLDC (khi duoc két néi).

- Nguoi nop hd so lua chon:

+ Dich vu c6ng truc tuyén

+ Linh vuc Thi dua - Khen thuong

+ Chon tha tuc: Tdang danh hiéu Tap thé lao
dong xudt sac

dé thuc hién céc
budc tiep theo;

Tai khoan gém Tén

dang nhdp va mat
khau.

- C4c van ban
cé lién quan
cua co quan co
tham quyén
theo quy dinh

danh dién tur

- Ngudi nop hd so dién cac ndi dung theo
Biéu mau dién tir (chi tiét tai Phu luc 31.1
kem theo).

(Triong hop cé&c thdng tin trong Biéu mdu dién
tir dd cé trong Co sé dir lidu quac gia vé dan
cu, hé thong thong tin c6 lién quan, dwoc dién
tir dong (néu co)

- Tich hop thanh phan hd so theo mau tai
Biéu mau dién tir (chi tiét tai Phu luc 31.2
kém theo);

Biéu mau dién tu;

Thong bao vé viéc
dd guri hd so thanh
cong, chd kiém tra,
tiép nhan, phan hoi.
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- Ngudi nop kiém tra, cap nhat thong tin bao
dam thong tin day du, chinh xac, hop phap.

1. Nhan thong bao c¢6 hd so méi trén Hé
thong,
2. Kiém tra ho so va cac thong tin;

Truong hop ho so can bo sung hodc ho so
khong thudc thdm quyén giai quyet Gui
Théng bao dén Nguoi nop hd so (mau Thong
bao Pién tir) yéu cau bd sung hd so, hoan
thién ho so, néu rd loai glay t&, ndi dung can
b6 sung dé Ngudi ndp hd so bo sung, hoan
thién.

3. Trudng hop ho so du diéu kién giai quyét:
3.1. Cap nhat thong tin vao Hé thdng thong
tin giai quyét TTHC (S6 theo ddi dién tir theo
mau).

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

Chuyén hé so téi Truong Bo phian mot cira;
Chuyén ho so dén Lanh dao ban; Chuyén ho
so dén lanh dao phong chuyén mon thu 1y hd
SO.

4. Trudng hop Ngudi ndp hd so khong bo sung,
hoan thién duoc hd so thi B phan Mot cira cd
Thong bao Dién tir tir chéi giai quyét yéu cau ciia
Ngudi ndp ho so.

2 ngay

Thong bao hen tra
két qua (hodc tur
chdi, hodc huong
dan);

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

Lanh dao,
Cong chirc

1. Truy cap vao Phan mém Mot ctra nhéan
thong bdo c6 ho so maéi va tiép nhan ho so.

13 ngay

Cap nhat trén H¢
thong;

Biéu mau theo
Thong tu
01/2018/TT-
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phong thu ly
Ho so

2. Phan cong cho cong chirc thy 1y ho so,
tham muu giai quyét.

3. Cong chirc thy Iy ho so tién hanh tham dinh
ho so, thuc hién cac quy trinh theo quy dinh:
- Hd so du diéu kién giai quyét: Cong chirc
thu 1y ho so tién hanh tham dinh va dy thao
T& trinh, Quyét dinh dé nghi khen thudng
kém hd so dd dwoc tham dinh trinh lanh dao
phong, lanh dao Ban phu trach xem xét,
thong qua.

- Ho so khong du diéu kién giai quyét: Cong
chtrc thu ly ho so tra lai hd so va tham muu
van ban thong béo trinh lanh dao phong, lanh
dao Ban phuy trach ph¢ duyét (ghi 16 ly do
theo mau Phiéu tu chdi giai quyét ho so) dé
gui cho dai dién t6 chirc, ca nhan thong qua
B6 phan Mét ctra

- Bdi véi ho so qua han giai quyét hodc phai
gia han: Cong chtrc thy 1y tham muu van ban
trinh 1anh dao phong, lanh dao Ban phu trach
phé duyét (ghi r0 1y do qua han, gia han) gtri
cho dai dién t6 churc, ca nhan thong qua Bo
phén Mot cura.

Yéu cau bo sung/ tir
choi giai quyét

VPCP ngay
23/11/2018 cua
Van phong
Chinh phu

Lanh dao
Ban

Trudng ban xem xét, ky duyét To trinh; ky
tat vao du thao Quyét dinh khen thudng; ky
Phiéu kiém soat thoi gian xir Iy ho so thu tuc
hanh chinh thudc tham quyén giai quyét caa
UBND Thanh phd, Chu tich UBND Thanh
pho

1.5 ngay

Céap nhat trén H¢
thong

Du thao Quyét
dinh
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B9 phan Mot 1/2 nga o s s s | Duthao Quyét
cira Luan chuyén ho so dén UBND thanh phé Y Cap nlll:{'t tren He din}? g
Ban TDKT thong
Tiép nhan hd so trinh
Ra soat thé thirc van ban, thi tuc hd so theo
. quy dinh; Cap nhat trén H¢ L, s
;’%ND Thanh | G tich UBND Thanh phé ky duyét vao du | 5 ngay théng Sa‘ﬁyhezgllﬁﬁ
thao Quyét dinh khen thudng.
Chuyén Quyét dinh vé S Noi vu (Ban Thi
dua — Khen thudng)
3 | Bophin Mgt [Khi co Quyét dinh cia Chi tich UBND | 4/ o3 Quyét dijnh
: A \ X gay X .
Hoan | €ia/ To chire Thanh pho: o Hanh chinh
thien | €ON9 fja?’ - B6 phan TN&TKQ chuyén ho so cho cong
hd s " ngwoingp hd | chirc thy ly ho so dé cap nhat tinh hinh, két
Tra SO qua xu ly ho so lién thong vao H¢ thong va Cap nhat trén He
Két luu ho so theo quy dinh; thong
qui - B phan "I:N&TKQ chuan bi hiéq vat khen
thudng, in an bang khen cac tap thé, ca nhan
dugc khen thuong, chuyén Vian phong
UBND Thénh phd déng dau.
Van thuw Van
,F;,Tl(;?l% zﬁ gf D Pong ddu Bing khen cho cac tap thé, ¢4 nhan Quyét dinh
> | duoc khen thuéng kA T Hyet dinit
o 1/2 ngay Cap nhaﬂt trén HE HEﬂh (Ehlnh va
Bo phan Thong bao va tra két qua cho to chirc, cong thong hién vat khen
TN&TKQ dan ’ thudng
cua Ban

TDKT




(1) Ho va tén:

(2) Ngay, thang, nam sinh:

(3) Déan toc:

(4) Gioi tinh:

(5) bia chi Co quan:

(6) Bon vi cong tac:

(7) Bon vi ndp ho so:

(8) Di¢n thoai di dong:

(9) Noi dung yéu cau giai quyét
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PHU LUC 31.1: NOI DUNG BIEU MAU PANG KY NQP HO SO
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PHU LUC 31.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phin ho so

Co s& dir liéu/ban
chup/ban dién tir

Bit budc/khong
bat bugc dinh
kem

Xuét trinh/ ndp
ban chinh khi
nhan ket qua

Picu kién vé k§
thuat

Vin ban dé nghi kém theo
danh sach c4 nhan duoc dé
nghi ting danh hiéu tap thé
Lao dong xudt sic cua don vi
thudc quan 1y cia cip BO,
nganh, doan thé Trung uong,
tinh, thanh phé truc thudc
Trung vong;

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do

Bién ban xét ciia Hoi dong
Thi dua - Khen thudéng cap
trinh khen.

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do

Bao céo thanh tich cua tap
thé dugc dé nghi ting danh
hiéu Tap thé lao dong xuét
sac;

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do (co
xac nhan cua cap
trinh khen)




214

~ TEN PON VI* CONG HOA XA HQI CHU NGHIA VIET
So: /TTr-...2 ... NAM
Doc 1ap — Tw do — Hanh phuc®

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

Vé viéc dé nghi xét ting Bang khen ... 5....
Kinh guri:
- Uy ban nhan dan thanh phd Ha Noi;
- Ban Thi dua - Khen thuéng thanh phd Ha Noi.

Can 91’1 Luét Thi dua, Khen thudng ngay 26 thang 11 nam 2003, Luat stra doi, bd
sung mot sO di€u cua Ludt Thi dua, Khen thuong ngay 14 thang 6 ndm 2005 va Luat sua
doi, bo sung mot so diéu cua Luat Thi dua, Khen thudng ngay 16 thang 11 nam 2013;

Can cir Nghi dinh s6,91/‘2017/ND—CP ngay 31 thang 7 ndm 2017 ctia Chinh phu quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Thi dua, Khen thudng;

Cancu... S....

- Cancu...... [ 8 ... Kinh trinh UBND Thanh ph ting Béang khen cho .... tip
thé, .... ca nhan.

Dacothanhtich ... ..o

Cac truong hop dé nghi khen thuong trén dam bao dung quy dinh vé ho so, thu tuc,
di¢u kién tiéu chuan theo quy dinh hién hanh (c6 danh sach va ho so kém theo).

Tran trong cdm on./.

Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
(chit ky cua nguoi co tham quyén, dau, chir ky so cua co

- Nhu trén; u an)

-Luu VT, NV. g

Ho va tén

! Tén co quan trinh khen

2 Chir viét tit cia co quan

3 Pbi voi cac Ban dang thé

4Pia danh

® hinh thirc khen thudng

6 cac danh hiéu thi dua

7 van ban quy dinh chtrc nang, nhiém vu, quyén han cta don vi trinh khen
8 Ghi rd cin ctr khen thuéng
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i CONG HOA XA HOI CHU NGHIA VIET NAM
TENDON VI ....... Poc 1ap - Tw do - Hanh phuc

Ha Nogi, ngay thang nam 202...

‘ BAO CAO THANH TiCH -
PE NGHI TANG DANH HIEU “TAP THE LAO PONG XUAT SAC”

Tén tap thé dé nghi
(Ghi day dii bang chir in thuong, khéng viét tdt)

I. SO LUQC PAC PIEM, TINH HINH

1. Pic diém, tinh hinh:

- Dia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tu;
- Qua trinh thanh 1ap va phat trién;

- Nhitng dac diém chinh cua don vi:

+ Co cau t6 chic: Tong s6 ........

+ Co s vat chat.

+ Céc t6 chirc dang, doan thé.

2. Chtrc nang, nhiém vu: Chirc nang, nhiém vu dugc giao.

II. THANH TiCH PAT PUQC

Nam ....., Pon vi da sang tao, vugt kho hoan thanh xudt sic nhiém vu duoc giao. Thanh
tich cu thé nhu sau:

1. Thanh tich trong thuc hién nhi€ém vu:_(Lwu y: Bao cdao danh gia toan dién cdc nhiém
vu dwoc giao, néu cdc gidi phap cu thé deé dat dwoc két qua)........

2. Nhirng bién phap hoac nguyén nhan dat dwgc thanh tich; cac phong trao thi dua
di dwoc ap dung thwong xuyén, thiét thue, hiéu qua:

2.1. Nhiing bién phép hoac nguyén nhan dat dugc thanh tich:

2.2. Cac phong trao thi dua di dugc 4p dung thuong xuyén, thiét thuc, hiéu qua trong
nam hoc:

3. Viéc thue hién chi truwong, chinh sach ciia Pang, phap luat cia Nha nuéc:

- Tap thé cong ........ ludn doan két, théng nhat. 100% ..... co quan mau chdp hanh tét
chu truong chinh sach cia Bang, phap luat ctia Nha nudc va cac quy dinh cua nganh, dia phuong,
don vi.

- Co quan luén quan tdm cham lo nang cao doi song ........
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- Tich cuc tham gia cac hoat dong xa hoi, tur thién.... (cﬁn 6 s6 lidu cu thé)

4. Hoat ddng cia td chirc dang, doan thé: (Néu vai trd, két qua hoat dong va xép loai
ctia to chirc dang, doan thé trong ndm xét khen kém theo gidy chtrng nhan hodc quyét dinh cong

nhan)

I11. CAC HINH THUC PA PUQC KHEN THUONG (Chi théng ké trong giai doan
xét khen)

1. Danh hi¢u thi dua

Nam
hoc

Danh hi¢u thi dua

S0, ngay, thang, nim cia quyét dinh cong nhan danh
hi€u thi dua; co' quan ban hanh quyét dinh

2. Hinh thwre khen thuwéng

Nam Hinh thac S6, ngay, thang, nim ciia quyét dinh khen thudéng; co
hoc khen thuwéng quan ban hanh quyét dinh
XAC NHAN CUA CAP TRINH THU TRUONG DON VI
KHEN THUONG (Ky, dong dau)

Cdc minh chung: Van ban HTXS, cac danh hiéu thi dua, hinh thirc khen thuong la ban

do hodc ban cong chirng dong vao cuoi quyén bao cao thanh tich.
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32. Quy trinh ting thuéng Biang khen cip bd, ban, nganh, doan thé Trung wong, tinh, thanh phé true thudc Trung wong theo
dot hodc chuyén de (QT-32)

Buéc | Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cwr phap ly Ghi chu
1 T chite, d Cﬁ nhan nQp ho so Eruc tL_Jyén (’;gl Céﬂg -911\1/%1(1)11 7/Nd1—)in2P S0 Ngudi nop h 3 so
Nop | canhan |dich vu cong quoc gia (dia chi : “CP | phai ding ky tai
H dichvucong.gov.vn) hogc Cong dich vu ngdy 31/7/2017 cla | | poan giao dich
So cong cua Thanh pho (dia chi: Chinh phu quy dinh dién tu, déﬁg

dichvucong.hanoi.gov.vn);

- Nguoi nop ho so diang ky tai khoan
giao dich dién tu, dang nhap tai
khoan, xac thuc dinh danh dién tw
(theo huéng dan trén Cong Dich vy
cong).

- Cong DVC két ndi véi CSDLDC dé
khai thac cac truong théng tin cua
cong dan co trong CSDLDC (khi
duogc két ni).

- Nguoi nop hd so lya chon:

+ Dich vu c6ng truc tuyén

+ Linh vuc Thi dua - Khen thuwong

+ Chon thi tuc: Tang thudng Bang
khen ccfp bo, ban, nganh, doan thé
Trung wong, tinh, thanh phé truc
thuoc Trung wong theo dot hodc
chuyén dé

Cong Dich vu céng Qudc
gia thuc hién dang nhap
mot 1an, diéu huéng ngudi
ding t6i Cong Dich vu
cong Thanh phd dé thuc
hién cac budc tiép theo;

Tai khoan gém Tén ding
nhap va mat khau.

chi tiét thi hanh mot
sO diéu cua Luat Thi
dua, Khen thuong.

- Cac van ban co
lién quan cua co
quan c6 thim
quyén theo quy
dinh

nhap tai khoan,
xac thuc dinh
danh dién to

- Nguoi nop ho so dién cac ndi dung
theo Biéu mau dién tir (chi tiét tai
Phu luc 32.1 kem theo).

(Trwong hop cac thdng tin trong Biéu
Mdu dién tir di c6 trong Co s dir ligu

Biéu mau dién tu;

Thong bao vé viéc da giri
hd so thanh cong, chd
kiém tra, tiép nhén, phan
hoi.
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quéc gia vé dan cur, hé thong théng tin
cé lién quan, dwge dién tw déng (néu
co)

- Tich hop thanh phan hé so theo mau
tai Biéu mau dién tir (chi tiét tai Phu
luc 32.2 kem theo);

- Nguoi ndp kiém tra, cap nhat théng
tin bao dam thong tin day du, chinh
xac, hop phap.

Tiép
nhan
va
giai
quyét
hd so

B¢ phan
Mot cira

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

2. Kiém tra ho so va céc thong tin;
Truong hop ho so can bo sung hoic
h6 so khong thudc thim quyén giai
quyét: Giri Thong bao dén Nguoi ndp
h6 so (mau Thong bao Pién tir) yéu
cau bd sung hd so, hoan thién hd so,
néu rd loai gidy to, ndi dung cin bd
sung dé Nguoi ndp hd so bod sung,
hoan thién.

3. Truong hop hd so du diéu kién giai
quyét:

3.1. Cap nhat thong tin vao Hé thong
thong tin giai quyét TTHC (S6 theo
ddi dién tir theo mau).

3.2. Xac nhan thong tin, gui thong
bao tlep nhan (mi hd so va ngay gio
tra két qua) vao tai khoan ctua Nguoi
nop hd so.

Chuyén ho so ti Truong BO phan
mot cura; Chuyén hd so dén Lanh dao

2 ngay

Thong bao hen tra két qua
(hoac tur chdi, hodc huong
dgtn)

Phiéu chuyen xu ly (The
hién trong Phan mém bang
1énh chuyén).
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ban; Chuyén hd so dén lanh dao
phong chuyén mén thy 1y ho so.

4. Trudng hop Nguoi ndp hd so khong
bd sung, hoan thién duoc hd so thi Bo
phan Mot ctra c6 Thong bao Dién tr tir
chdi giai quyét yéu cau ciia Ngudi nop
hé so.

Lanh dao,

Cong chure

phong thu
ly Ho so

1. Truy cip vao Phan mém Mot cira
nhan thong bao cé hd so méi va tiép
nhén hd so.

2. Phan cong cho cong chirc thy 1y hd
s0, tham muu giai quyét.

3. Cong chire thu 1y ho so tién hanh
tham dinh hd so, thuc hién céc quy
trinh theo quy dinh:

- H6 so du diéu kién giai quyét: Cong
chtrc thu 1y ho so tién hanh thim dinh
va du thao To trinh, Quyét dinh dé
nghi khen thuong kém hé so di dugc
tham dinh trinh 1anh dao phong, lanh
dao Ban phu trdch xem xét, thong
qua.

- H6 so khong du diéu kién giai
quyét: Cong chirc thy 1y ho so tra lai
h6 so va tham muu vin ban thong
bao trinh lanh dao phong, lanh dao
Ban phu trach phé duyét (ghi o 1y do
theo mau Phiéu tir chdi giai quyét ho
s0) dé giri cho dai dién to chuc, ca
nhan thong qua Bo phan Mdt cura

14 ngay

Cap nhat trén H¢ théng;
Yéu cau bo sung/ tir choi
giai quyet

Biéu mau theo
Thong tu
01/2018/TT-VPCP
ngay 23/11/2018
cua Van phong
Chinh phu
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- P6i v6i hd so qua han giai quyét
hodc phai gia han: Céng chtrc thu ly
tham muu van ban trinh lanh dao
phong, lanh dao Ban phu trach phé
duyét (ghi r6 1y do qué han, gia han)
gui cho dai dién t6 chirc, c4 nhan
thong qua B6 phan Mot cura.

Trudéng ban xem xét, ky duyét To

Larél;r(]i 20 trinh; ky tit vao du thao unyét dinh 1.5 ngay Dy th&aiz}? uyet
khen thudng; ky Phi€u kiém soat thot '
gian xu ly ho so tha tuc hanh chinh Cép nhat trén H¢ théng;
thudc tham quyén giai quyét cua
UBND Thanh phd, Chu tich UBND
Thanh phd
B¢ phan . . 3 . A
Mot cira L}lllfm chuyén ho so dén UBND thanh 1/2 ngay Cap nhat trén He th 6ng; Dy th(;licl)ﬂ?uyet
Ban TDKT | P"°
Tiép nhan ho so trinh
Ra soat thé thirc van ban, thi tuc hod ’
so theo quy dinh; A N A TTA o1 A uyét dinh hanh
UBND | Chil tich UBND Thanh phé ky duyét | 5 ngay Cap nhat trén HE thong ?mﬁh
anh pho . s L. a ,
vao du thao Quyét dinh khen thudng.
Chuyén Quyét dinh vé S¢ Noi vu
(Ban Thi dua — Khen thudng)
3 |Bophin | Khi co Quyét dinh cua Chu tich | 4/ ngdy Quyét dinh Hanh
Hoan | Mot cira/ UBND Thanh pho: o chinh
thién Tj‘) Chl'l’AC - Bo phan TN&TKQ chuyén ho so )
hd s 0; conq fja[‘, cho cong churc th}} 1y ho so dé‘cép Cép nhat trén He thong;
Tra | "8YC'MOP | nhat tinh hinh, ket qua xu 1y ho so
ho so

lién thong vao Heé thong va luu ho so
theo quy dinh;
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- B phan TN&TKQ chuan bj hién
vat khen thuéng, in 4n bang khen cac
tap thé, ca nhan dugc khen thudng,
chuyén Vin phong UBND Thanh
phé dong dau.

Van thuw
Van phong
UBND
Thanh phd;

B¢ phan
TN&TKQ
cia Ban
TPKT

DPong diu Bang khen cho cac tap thé,
ca nhan dugc khen thuong

Thong béo va tra két qua cho t chc,
cong dan

1/2 ngay

Cép nhat trén H¢ théng;

Quyét dinh Hanh
chinh va hién vat
khen thuong




(1) Ho va tén:

(2) Ngay, thang, ndm sinh:

(3) Dan toc:

(4) Gidi tinh:

(5) bia chi Co quan:

(6) Bon vi cong tac:

(7) Pon vi nop hod so:

(8) bién thoai di dong:

(9) Noi dung yéu cau giai quyét
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PHU LUC 32.1: NOI DUNG BIEU MAU PANG KY NOP HO SO
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PHU LUC 32.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phin ho so

Co s dir li€éu/ban
chup/ban dién tir

Bit budc/khong
bat bugc dinh
kem

Xuét trinh/ ndp
ban chinh khi nhian
két qua

Picu kién vé k¥ thuat

Vin ban dé& nghi kém theo danh
sach cua tap thé, c4 nhan dugc dé
nghi ting Bang khen cap BO,
nganh, doan thé Trung wong, tinh,
thanh phd truc thudc Trung wong
vé thanh tich thi dua theo dot hodc
chuyén dé cta don vi thudc quan ly
ctia cap B0, nganh, doan thé Trung
uvong, tinh, thanh phé truc thudc
Trung vwong;

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do

Bao céo thanh tich cua tap thé, ca
nhan dugc dé nghi ting Bang khen
cép B9, ban, nganh, doan thé Trung
wong, tinh, thanh phéd truc thudc
Trung uong theo dot hodc chuyén
de;

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do (c6 xac nhan
cua cap trinh khen)

Bién ban xét cua Hoi dong Thi dua
- Khen thudng cap trinh khen.

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do




224

~ TEN PON VI* CONG HOA XA HQI CHU NGHIA VIET
So: /TTr-...2 ... NAM
Doc 1ap — Tw do — Hanh phuc®

............... , ngay... thang ..... nam .....
TO TRINH
Vé viéc dé nghi xét ting Bang khen ... 5....
Kinh guri:
- Uy ban nhan dan thanh phd Ha Noi;
- Ban Thi dua - Khen thuéng thanh phd Ha Noi.

Can 91’1 Luét Thi dua, Khen thudng ngay 26 thang 11 nam 2003, Luat stra doi, bd
sung mot sO di€u cua Ludt Thi dua, Khen thuong ngay 14 thang 6 ndm 2005 va Luat sua
doi, bo sung mot so diéu cua Luat Thi dua, Khen thuéng ngay 16 thang 11 ndm 2013;

Can cir Nghi dinh s6,91/‘2017/ND—CP ngay 31 thang 7 ndm 2017 ctia Chinh phu quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Thi dua, Khen thudng;

Cancu... S....

- Cancu...... [ 8 .... Kinh trinh UBND Thanh phé ting Bing khen cho .... tip
thé, .... ca nhan.

Dacothanhtich ..... ..o

Cac truong hop dé nghi khen thuong trén dam bao dung quy dinh vé ho so, thu tuc,
di€u kién ti€u chuan theo quy dinh hién hanh (cé danh sach va ho so kém theo).

Tran trong cdm on./.

Noi nhin: QUYEN HAN, CHUC VU CUA NGUOI KY
(chit ky ciia nguwoi cé tham quyén, ddu, chit ky s6 cia co
- Nhu trén;
quan)
- Luu VT, NV.

Ho va tén

! Tén co quan trinh khen

2 Chir viét tit cia co quan

3 Pbi voi cac Ban dang thé

“Pia danh

® hinh thirc khen thudng

® cac danh hiéu thi dua

’ viin ban quy dinh chitc ning, nhiém vu, quyén han cua don vi trinh khen
8 Ghi 15 cin cir khen thuéng



225
Mau sb 01
BAO CAO THANH TiCH

e, CONG HOA XA HOQI CHU NGHIA VIET NAM
TENDON VI ....... Poc lap - Tw do - Hanh phuc

Ha Nogi, ngay thang nam 202...
PE NGHI TANG ...............
(MAu bao cdo nay ap dung d6i véi tap thé)
Tén tap thé dé nghi
(Ghi day dii bang chit in thuong, khéng viét tdt)

I. SO LUQC PAC PIEM, TINH HINH

1. Dic diém, tinh hinh:

- Pia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tu;
- Qué trinh thanh 1ap va phat trién;

- Nhitng dic diém chinh cua don vi:

+ Co cau t6 chuc: Tong s6 ...

+ Co s vat chat.

+ Céc t6 chirc dang, doan thé.

2. Chtrc nang, nhiém vu: Chirc nang, nhiém vu dugc giao.

II. THANH TiCH PAT DPUQC

Bao cdo thanh tich can cir vao chirc nang, nhiém vu duoc giao cua co quan (don vi) va
d6i twong, tiéu chudn khen thuéng quy dinh tai Luat thi dua, khen thuong, Nghi dinh sé  ngay
thang nam 202....

Noi dung bao cao néu rd nhimg thanh tich xuét sic trong viéc thuc hién cac chi tiéu
(nhiém vy) cu thé vé ning suit, chit luong, hidu qua cong tac so véi cac nim trudc (hodc cac
1an khen thuong trude day); viee d6i méi cong tac quan 1y, cai cach hanh chinh; sang k1en kinh
nghiém, dé tai nghién ctru khoa hoc va viéc rng dung vao thuc tién dem lai hiéu qua cao vé kinh
té, xa ho1 do1 voi cac don vi

2. Nhirng bién phap hoac nguyén nhan dat dwgc thanh tich; cac phong trao thi dua
da dwgc ap dung trong thure tién san xuat, cong tac.

2.1. Nhiing bién phép hodc nguyén nhan dat dugc thanh tich:

2.2. Céc phong trao thi dua da dugc ap dung hi¢u qua trong thuc tién cua don vi.

3. Viéc thue hién chi truwong, chinh sach cia Pang, phap luat cia Nha nudc:

- Téap thé ..... luon doan két, thong nhat, tich cuc thuc hanh tiét kiém, chéng lang phi,
tham nhiing va céc t¢ nan xa héi. 100% .... Trong co quan guong mau chap hanh tot chu truong
chinh sach cua DPang, phap luat cua Nha nudc va cac quy dinh cia nganh, dia phuong, don vi.

- e luén quan tdm cham lo nang cao doi song cong chire, vién churc, nhan vién....
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- Tich cuc tham gia cac hoat dong x4 hoi, tir thién.... (can c6 sb liéu cy thé)

4. Hoat dong ciia td chirc dang, doan thé: (Néu Val tro, két qua hoat dong va xép loai
ctia to chirc dang, doan thé trong ndm xét khen kém theo gidy chtirng nhan hodc quyét dinh cong
nhan)

I1I. CAC HINH THU'C PA PUQC KHEN THUONG Danh hiéu thi dua:

Nim | Danh hiéu thi dua | S§, ngay, thang, nim ciia quyét dinh céng nhan danh
hiéu thi dua; co quan ban hanh quyét dinh

2. Hinh thtrc khen thudng

Nam Hinh thiic S6, ngay, thang, nim cia quyét dinh khen thuéng; co
hoc khen thuéng quan ban hanh quyet dinh
XAC NHAN CUA CAP TRINH THU TRUONG PON VI

KHEN THUONG (Ky, dong déu)
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Mau bao céo 02

TENDON VI ....... CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

.., ngay  thang  nam 202..

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

(mau bao cdo ca nhan)

I.SOLUQC LY LICH

- Ho va tén: (Ghi bang chit in thudng, khong viét tat): .................

- Ngay thang nam sinh: G161 tinh: ...
-Quéquan: Xa..., huyén....tinh.....

-Traquan: ...l

- Bon vi cong tac:

- Chirc vy (Pang, chinh quyén, doan thé):

- Trinh d chuyén mon, nghiép vu:

- Hoc ham, hoc vi, danh hi¢u, giai thudng:

II. THANH TiCH PAT PUQC

1. Quyén han, nhiém vu dwoe giao (Ghi cu thé nhiém vu, quyén han dwoc giao theo
phan céng cbng tac)

2. Thanh tich dat dugec:

2.1. So luoc thanh tich cua tap thé: (Dbi véi ca nhan 1a 1anh dao quan 1y tir Phé Giam dbc
trd 1én)

Néu khai quat thanh tich chung cua tap thé ..... trong giai doan xét khen thuong; do dai
khoang 01 trang A4

2.2. Thanh tich dat dugc cua c4 nhan: (Bdo céo theo chuc trach, nhi¢ém vy dugc phan
cong trong giai doan xét khen thudng)

a) Trong cong tac quan 1y lanh dao chi dao: (D4i v6i ca nhan 1a 1anh dao quan 1y tir Pho
Giam doc trd 1én va theo mang, linh vue dugce phan cong quan 1y)

- Vé chuyén mon: (c6 biéu so sanh so li¢u)
- V€ co s vat chat; cong tac chdm lo doi song .......
- Cac hoat dong khac cua .....

b) Trong cong tac ...., thuc hi€n nhi€ém vy chuyén moén: (c6 bi€u so sanh so li¢u ve chat
lugng dai tra, miii nhon)
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¢) Céc bién phap, giai phap trong viéc d6i méi ...... (cAn néu rd két qua dat duoc)
d) V& tham gia cac phong trao thi dua, cudc van dong cia cac cip:
e) Cac sang kién, dé tai duoc cong nhan va 4ap dung vao thuc tién :

- Sang kién 1: (Tén sang kién; scf) Quyét dinh va ngay, thang, nam coéng nhan pham vi anh
huong, hi¢u qua ap dung cua sang ki€n; co quan ra quy¢t dinh cong nhan pham vi anh huong,
hiéu qua ap dung cua sang kién)

+ Tém tat ndi dung, giai phap thuc hién

+ Hi€u qua 4p dung:

+ Pham vi anh huodng:

- Sang kién 2 (thuec hién tuwong tr nhir sang kién 1)

3. Viéc thwe hién chii trwong, dwong 16i ciia Pang, chinh siach phép luit cia Nha
nuwoc

4. Cong tac boi dudng, hoc tip nang cao trinh @9 chuyén mon, pham chat dao dic
5. Vai tro ciia ca nhin trong cong tac cac doan thé, hoat dong xa hoi tir thi¢n

III. CAC HINH THU'C PA PUQC KHEN THUONG (Luu y thong ké theo nim)
1. Khen thuéng cia tap thé

1.1. Danh hiéu thi dua:

S0, ngay, thang, nim ciia quyét dinh cong
Nam hogc Danh hi¢u thi dua nhin danh hi¢u thi dua; co’ quan ban
hanh

1.2. Hinh thirc khen thuong

S0, ngay, thang, nim ciia quyét dinh khen

Nam hogc Hinh thirc khen thuéng thwéng; co' quan ban hanh

2. Khen thuwéng cia ca nhan:
2.1. Danh hiéu thi dua:

S0, ngay, thang, nim ciia quyét dinh cong
Nam hogc Danh hi€u thi dua nhin danh hi¢u thi dua; co’ quan ban
hanh

2. Hinh thirc khen thuwéng
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S6, ngay, thang, nim ciia quyét dinh khen

Nam hoc Hinh thirc khen thuéng thuéng; co quan ban hanh
b

V61 nhiing két qua dat dugc, trong .....ndm ........ , ca nhan duoc cép c6 tham quyén danh
gid x€p loai: (ghi theo thuc tién cua ca nhan: Hoan thanh xudt sac nhiém vu hodac Hoan thanh
tot nhiem vy, ...)

THU TRUONG PON VI NGUOI BAO CAO THANH TiCH
(Ky, déng diu) (Ky, ghi ro ho tén)

XAC NHAN CUA CAP TRINH
KHEN THUONG



33. Quy trinh ting C& thi dua cip bd, ban, nganh, doan thé Trung wong, tinh, thanh phd truc thudc Trung wong theo dot hodc

chuyén dé (QT - 32)
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- Ngudi nop ho so lya chon:
+ Djch vy cong truc tuyéen
+ Linh vuc Thi dua - Khen thuong

+ Chon thu tuc: Tang Co thi dua cép bo,
ban, nganh, doan thé Ti rung wong, tinh,
thanh phé truc thude Trung wong theo dot
hodc chuyén dé

Tai khoan gém Tén
dang nhdp va mat
khau.

Buéc | Chii thé Quy trinh chi tiét Thoi Trang thai Can cw phap ly Ghi chu
gian
1 T4 chige. | - CA&nhan nop hd so truc tuyén tai Cong dich -Nghi  dinh s Ngudi nop
Nﬁ'p cA nhén, vu cOng quoc gia (dia chi: dichvucong.gov.vn) 91/2017/ND-CP ngay | & - phﬁ i
Hb hoac Cong dich vu cdng cua Thanh pho (dia 31/7/2017 cua Chinh ding ky
chi: dichvucong.hanoi.gov.vn); 2 . .| phit quy dinh chi tiet | . ° "
> - Ngudi ngp hé so dang ky tai khoan giao cong Dich 4 6O | thi hinh mot s6 diéu | 4 KNOAD
. AR N , , Quoc gia thuc 180 | cia Luat Thi dua, | 9120 diC
dich dién tir, dang nhap tai khoan, xac thuc ding nhap mét lin . dien ti
dinh danh dién ta (theo hudng dan trén oo LD oL "aT | Khen thudng. e
2 : N diéu hudéng nguoi L dang nhap
Cong Dich vy cong). 0y dung t6i Cong Dich | Cacvanbanco | i 1ihoan
- Cong DVC két noi v6i CSDLDC @é khai vu cong Thanh p'hé lién quan cta co WAC thuc’
thac céc truong thong tin cua cong dan co d& thue hién cac | duanco thdm quyen | eop jonn
trong CSDLDC (khi dugc ket noi). bude tiép theo: theo quy dinh dién tir

- Nguoi nop ho so dién cac ndi dung theo
Biéu mau dién tir (chi tiét tai Phu luc 33.1
kem theo).

(Trwong hop cac thdng tin trong Biéu mdu
dién tir dé ¢6 trong Co sé dix liéu quoc gia vé
ddn cu, hé thong thong tin ¢6 lién quan, diroc
dién tir dong (néu co)

Biéu mau dién tu;

Thong bao vé viéc
dd giri hd so thanh
cong, chd kiém tra,
tiép nhan, phan hoi.
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- Tich hop thanh phan ho so theo mau tai
Biéu mau dién tur (chi tiet tai Phu luc 33.2
kem theo).

- Nguoi nop kiém tra, cap nhat thong tin bao
dam thong tin day du, chinh xac, hop phap.

Tiép
nhan
va
gidi
quyét
ho so

B¢ phan
Mot cira

1. Nhan thong bao cé hd so méi trén Hé
thong;

2. Kiém tra ho so va céc thong tin;

Trudong hop ho so can bo sung hoac ho so
khong thudc thim quyén giai quyet Gui
Thong bao dén Nguoi nop hd so (mau
Thong béo Pién tir) yéu cau bd sung hd so,

hoan thién hd so, néu rd loai gidy to, noi
dung can b6 sung dé Ngudi nop hod so bd
sung, hoan thién.

3. Truong hop ho so du diéu kién giai quyét:
3.1. Cap nhat thong tin vao Hé thong thong
tin giai quyét TTHC (S6 theo ddi dién tir
theo mau).

3.2. Xac nhan thong tin, gui thong bao tiép
nhan (mi ho so va ngay gio tra két qua) vao
tai khoan ctia Nguoi ndp hd so.

Chuyén ho so toi Truong Bo phan mot cira;
Chuyén ho so dén Lanh dao ban; Chuyén hd
so dén lanh dao phong chuyén mon thy Iy
hd so.

4. Trudng hop Ngudi ndp hd so khong bo sung,
hoan thién dugc hd so thi BO phén Mot cura co
Théng bao Dién tir tir chdi giai quyét yéu cau
ctia Ngudi nop ho so.

2 ngay

Thong bao hen tra
két qua (hoic tur
chéi, hodc hudng
dan);

Phiéu chuyén xu 1y
(Thé hién trong
Phan mém bang
1énh chuyén).
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Lanh dao,

Cong chire

phong thu
ly Ho so

1. Truy cap vao Phin mém Mot ctra nhan
thong bao c6 hd so méi va tiép nhan ho so.

2. Phan cong cho cong chirc thyu 1y hd so,
tham muu giai quyét.

3. Céng chirc thu Iy ho so tién hanh thim
dinh hd so, thuc hién cac quy trinh theo quy
dinh:

- H6 so du diéu kién giai quyét: Cong chirc
thu 1y ho so tién hanh tham dinh va du thao
T trinh, Quyét dinh dé nghi khen thudng
kém ho so da duge tham dinh trinh 1anh dao
phong, 1anh dao Ban phuy trach xem xet,
thong qua.

- H6 so khong du diéu kién giai quyét: Cong
chuc thy ly h so tra lai ho so va tham muu
van ban thong bdo trinh 1anh dao phong,
lanh dao Ban phu trach phe duyét (gh1 o ly
do theo mau Phiéu tir ch01 giai quyét ho so)
dé guri cho dai dién t6 chirc, c4 nhan thdng
qua B phan Mot cura

- Dbi v6i ho so qué han giai quyét hodc phai
gia han: Cong chuc thu ly tham muu van
ban trinh lanh dao phong, lanh dao Ban phu
trach phé duyé¢t (ghi 0 1y do qué han, gia
han) giri cho dai dién t6 chirc, ca nhan thong
qua B phan Mdt cura.

14 ngay

Cap nhat trén H¢
thong;
Yéu cau bo sung/ tir
chéi giai quyét

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

Lanh dao
Ban

Truong ban xem xét, ky duyét To trinh; ky
tat vao du thao Quyét dinh khen thuong; ky
Phiéu kiém soat thoi gian xuly ho so thu tuc
hanh chinh thudc thAm quyén giai quyét ciia

1.5 ngay

Céap nhat trén H¢
thong;

Dy thao Quyét dinh
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UBND Thanh phé, Chii tich UBND Thanh
phd

By phin 1/2 ngay Du thao Quyét di
 ph3 L , o nhat wen t | Dt yét dinh
Motcira | 1 uan chuyén hd so dén UBND thanh phé Cap Tﬁ%tn“?n He
Ban TDKT &
Tiép nhan thA) so trinh
Ra soat thé thirc van ban, thu tuc ho so theo
quy dinh; ’ Cap nha,t trén HE L, s N
UBND .| Cha tich UBND Thanh phé kj duyét vio du | 5 ngay théng Quyét dinh hanh
anh pho \ X s ) chinh
thao Quy¢t dinh khen thuong.
Chuyén Quyét dinh vé S& No61 vu (Ban Thi
dua — Khen thudng)
B) phin Khi c6 Quyét dinh cia Chu tich UBND 3 Quy¢t dinh Hanh
3. 0 phi : ) 1 ngay SRR
Hoan Mot cira/ Thanh pho: o chinh va hién vat
thién TAﬁ chl'l’f - B6 phan TN&TKQ chuyén ho so cho cong khen thuong
A © | cong dan, chtrc thu Iy ho so @€ cap nhat tinh hinh, két . Nt A TTA
ho so; ngudi np - SR . rrA A X Cap nhat trén Hé
Tra |5 L qua xu ly ho so lién thong vao He thong va théng:
kée | 0S¢ luu ho so theo quy dinh; ’
qu - B6 phan TN&TKQ chuéan bi hién vat khen

thuong, in co
- Thong bao va tra két qua cho to chirc.
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PHU LUC 33.1: NOI DUNG BIEU MAU PANG KY NOP HO SO
(1) Ho va tén:
(2) Ngay, thang, nam sinh:
(3) Dan toc:
(4) Gioi tinh:
(5) bia chi Co quan:
(6) Bon vi cong tac:
(7) Pon vi nop hd so:
(8) bién thoai di dong:
(9) Noi dung yéu cau giai quyét
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PHU LUC 33.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phin
ho so

Co s6¢ dir liéu/ban
chup/ban dién tir

Bz‘tf budc/khéng
bat budc dinh
kem

Xuit trinh/ nop
ban chinh khi nhén
két qua

Piéu kién vé
ky thuat

Vin ban d& nghi kém theo danh
sach tap thé duoc dé nghi tang Co
thi dua cép Bo, nganh, doan thé
Trung uong, tinh, thanh phé truc
thudc Trung wong vé thanh tich thi
dua theo dot hodc chuyén dé cua
don vi thudc quan ly cua cép Bo,
nganh, doan thé Trung uong, tinh,
thanh pho tryc thudc Trung wong;

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do

Bao cdo thanh tich cua tap thé duoc
dé nghi tdng Co thi dua cép Bo,
ban, nganh, doan thé Trung wong,
tinh, thanh phé tryc thudoc Trung
wong theo dot hoic chuyén dé;

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do (co
xac nhan cua cap
trinh khen)

Bién ban xét cua Hi dong Thi dua
- Khen thudng cap trinh khen.

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do
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Co quan trinh khen thwéng ~ CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phiic

Sb: [ ,ngay thang  nam

TO TRINH
Pé nghi xét ting Co thi dua cia UBND Thanh phé

Kinh giri: Uy ban nhan dan thanh phd Ha Noi;
(Qua Ban Thi dua - Khen thudng thanh phé Ha Noi)

Can ctr Luét thi dua, khen thuéng .....;

Can cu Nghi dinh ........ cua Chinh phu quy dinh chi tiét thi hanh mot s6 diéu cua Luat
thi dua, Khen thudng;
Cin ctr Quyét dinh 6 ....... ctia UBND Thanh phd vé viéc ban hanh Quy dinh vé cong

tac thi dua khen thudng trén dia ban thanh phé Ha Noi;
Cancu....
Cén ctr Bién ban hop .......

Trén co so thanh tichcua ................ X

Thanh phd cho .......... sau

l.......

2..

(Thanh tich cua cic ..... ddm bao theo tiéu chuan tai diéu khoan ....
Hb so dé nghi khen thudng cua ..... ddm bao theo quy dinh tai ...... ....... )

Kinh trinh UBND Thanh ph6 xem xét, quyét dinh./.

Noi nhin: PON VI TRINH KHEN

- Nhu trén; (K, ghi r& ho tén, déng déu)
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Mau s6 01

..................... CONG HOA XA HQI CHU NGHIA VIET NAM
TEN PON VI Doc lap - Tw do - Hanh phiic

Ha Noi, ngay thang nam 202...

BAO CAO THANH TICH
PE NGHI TANG CO THI PUA CUA THANH PHO (CHINH PHU)

Tén tap thé dé nghi

(Ghi day dii bang chiv in thwong, khéng viét tdt)
I. SO LUQC PAC PIEM, TINH HINH
1. Pic diém, tinh hinh:
- Pia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tu;
- Qué trinh thanh 1ap va phat trién;
- Nhitng dic diém chinh cua don vi:
+ Co cau t6 chuc: Tong s6 ...
+ Co s6 vit chat.
+ Cac to chire dang, doan thé.
2. Chtric nang, nhiém vu: Chirc nang, nhiém vu dugc giao.
II. THANH TiCH PAT PUQC

Bao cdo thanh tich can ctr vao chirc nang, nhiém vu duoc giao cua co quan (don vi) va
d6i twong, tiéu chudn khen thudng quy dinh tai Luat thi dua, khen thuong, Nghi dinh sé  ngay
thang nam 202....

Noi dung bdo cédo néu rd nhitng thanh tich xuat sic trong viéc thuc hién cac chi tiéu
(nhiém vu) cu thé v€ nang suat, chat lugng, hi€u qua cong tac so voi cac nam trude (hodc cac
lan khen thudng trude day); viéc doi mdi cong tdc quan ly, cai cdch hanh chinh; sdng kién, kinh
nghiém, d¢ tai nghién ctru khoa hoc va viéc rng dung vao thuc tién dem lai hiéu qua cao vé kinh
té, xa ho1 do1 voi cac don vi

2. Nhirng bién phap hoac nguyén nhan dat dwgc thanh tich; cac phong trao thi dua
da dwgc ap dung trong thure tién san xuat, cong tac.

2.1. Nhiing bién phép hodc nguyén nhan dat dugc thanh tich:

2.2. Céc phong trao thi dua da duogc ap dung hi¢u qua trong thuc tién cua don vi.

3. Viéc thwe hién chu truwong, chinh sach cia Pang, phap luit ctiia Nha nuéc:



238

- Tap thé ..... luon doan két, thong nhat, tich cuc thuc hanh tiét kiém, chéng ling phi,
tham nhiing va cac té nan xa h¢i. 100% .... Trong co quan guong mau chap hanh tot cha truong
chinh sach cua Pang, phap luat cua Nha nudc va cac quy dinh cia nganh, dia phuong, don vi.

-, ludn quan tdm chim lo nang cao doi sdng cong chirc, vién chirc, nhan vién....

- Tich cyc tham gia cac hoat dong xa hoi, tir thién.... (can co s liéu cu thé)

4. Hoat dong ciia td chirc dang, doan thé: (Néu Val tro, két qua hoat dong va xép loai

ctia to chirc dang, doan thé trong nim xét khen kém theo gidy chtrng nhan hodc quyét dinh cong
nhan)

I11. CAC HINH THUC PA PUQC KHEN THUONG (Chi théng ké trong giai doan
xét khen)

1. Danh hiéu thi dua:

Nim | Danh hi¢u thi dua | S, ngay, thiang, niim ciia quyét dinh cong nhén danh
hi€éu thi dua; co' quan ban hanh quyét dinh

2. Hinh thtrc khen thuong

Nam Hinh thac S6, ngay, thang, nim ciia quyét dinh khen thuéng; co
hoc khen thuéng quan ban hanh quyét dinh
XAC NHAN CUA CAP TRINH THU TRUONG PON VI

KHEN THUONG (Ky, dong déu)



thanh tich dot xuét (QT - 34)
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34. Quy trinh ting thuwéng Bing khen cip bd, ban, nganh, doan thé Trung wong, tinh, thanh phd truc thudc Trung wong vé

- Ngudi nop hé so lua chon:
+ Djch vu cong truc tuyén
+ Linh vuc Thi dua - Khen thuong

+ Chon thu tuc: Tang thuong Bang khen
cap bé, ban, nganh, dodn thé Trung uong,
tinh, thanh phé truc thuoc Trung wong ve
thanh tich dot xudt

budc tiép theo;

Tai khoan gbm
Tén dang nhap va
mat khau.

Buéc Chii thé Quy trinh chi tiét Thoi Trang thai Can cw phap ly Ghi chu
gian
1 Té chitc, ca nhan | CaAnhan Q@p _h6 50 truC tu_yén tai Cong dich -Nghi  dinh §6 Ngudi nop
Nop Vu cong quoc gia (dia chi: dichvucong.gov.vn) 91/2017/ND-CP ngay | & - phii
X hoac Cong dich vu cong cia Thanh pho (dia 2 : 31/7/2017 cta Chinh < ,
Ho . . Cong Dich wvu , : ..z | dangky
chi: dichvucong.hanoi.gov.vn); A x .~ | phtt quy dinh chi tiét | .. ;
So O 9 LA L. cong Quoc gia hi hanh mot s6 did tai khoan
- Nguoi nop hd so dang ky tai khoan giao A < | thi hanh mot so dieu | . =
) AN o . . thuc hién dang | .pa Luat Thi dua. | 9120 dich
dich dién tir, dang nhap tai khoan, xac thuc nhip mot lin Khen thud | dien to
; A, . x A 2 : > en thudng. - :
d}?h daph dlenA tor (theo hudng dan trén didu huéng ngudi ©° | dang nhap
Cong Dich vu cong). \ i 2 - Cac van ban co s ,
2 o 2 . dung t61 Cong o : tai khoan,
- C;onq DV(? ket nol véi CSPLI}C deA khaJ Dich vu cong lién quan cua co XA thuc
thac cac truong tho_ng tin cua cong dan co Thanh phé d& | quancé tham quyen | 4inh danh
trong CSDLDC (khi duoc két noi). thye hién  cac theo quy dinh dién tir

- Nguoi nop hd so dién cac ndi dung theo
Biéu mau dién tir (chi tiét tai Phu luc 34.1
kem theo).

(Truong hop cac théng tin trong Bleu mau
dién tr da cé trong Co so di ligu quac gia vé
ddn cu, hé thong thong tin ¢6 lién quan, duroc
dién ti dgng (néu co)

Biéu mau dién tu;
Thong bao vé
viéc da gui ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hdi.




240

- Tich hop thanh phan ho so theo mau tai
Biéu mau dién tir (chi tiet tai Phu luc 34.2
kem theo);

- Nguoi ndp kiém tra, cap nhat thong tin bao
dam thong tin ddy du, chinh xac, hop phap.

Tiép
nhan
va
gidi
quyét
ho so

B0 phan Mot cira

1. Nhan thong bao co hd so méi trén Hé
thong;

2. Kiém tra ho so va céc thong tin;

Truong hop hd so can bo sung hoac ho so
khong thudc thim quyén giai quyet Gui
Thong bao dén Nguoi nop ho so (mau
Thong bao Pién tir) yéu cau bd sung hd so,
hoan thién hd so, néu rd loai gidy to, noi
dung can bd sung dé Nguoi nop hod so bo
sung, hoan thién.

3. Truong hop ho so du diéu kién giai quyét:
3.1. Cap nhat thong tin vao Hé thong thong
tin giai quyét TTHC (S theo doi dién tir
theo mau).

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

Chuyén ho so toi Truong Bo phan mot cira;
Chuyén ho so dén Lanh dao ban; Chuyén ho
so dén lanh dao phong chuyén mén thy Iy
hd so.

4. Truong hop Ngudi ndp hd so khong bo sung,
hoan thién duoc hd so thi B phan Mot cira co
Thong bao Pién tir tir chdi giai quyét yéu cau
ctia Ngudi nop ho so.

2 ngay

Thong bao hen tra
két qua (hodc tir
chéi, hodc hudng
dan);

Phiéu chuyén XU
NG (The hién trong
Phin mém bang
1énh chuyén).
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Lanh dao, Cong
chirc phong thu ly
Ho so

1. Truy cap vao Phin mém Mot ctra nhan
thong bao c6 hd so méi va tiép nhan ho so.
2. Phan cong cho cong chic thy 1y hd so,
tham muu giai quyét.

3. Cong chirc thu Iy ho so tién hanh thAm
dinh hd so, thuc hién cac quy trinh theo quy
dinh:

- Ho so du diéu kién giai quyét: Cong chirc
thu 1y ho so tién hanh tham dinh va du thao
T trinh, Quyét dinh dé nghi khen thudng
kém hé so da dugc tham dinh trinh 1anh dao
phong, lanh dao Ban phu trach xem xét,
thong qua.

- H6 so khong du diéu kién giai quyét: Cong
chtrc thu 1y ho so tra lai hd so va tham muu
van ban thong bdo trinh 1anh dao phong,
lanh dao Ban phu trach phe duyét (ghl 0 ly
do theo mau Phiéu tir ch01 giai quyét hd so)
dé gui cho dai di¢n t6 chirc, ca nhan thong
qua Bo phan Mdt cura

- Dbi v6i ho so qua han giai quyét hoic phai
gia han: Cong chtc thyu ly tham muu van
ban trinh 1anh dao phong, lanh dao Ban phu
trach phé duyét (ghi ro 1y do qua han, gia
han) gtri cho dai dién t6 chirc, c4 nhan thong
qua Bo phan Mét cura.

3 ngay

Cap nhat trén H¢
thong;

Yéu cau bo sung/

tir chdi giai quyét

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

Lanh dao Ban

Truong ban xem xét, ky duyét To trinh; ky
tat vao du thao Quyét dinh khen thuong; ky
Phiéu kiém soat thoi gian xu ly ho so thu tuc
hanh chinh thudc thAm quyén giai quyét ciia

1.5 ngay

Céap nhat trén H¢
thong;

Du thao Quyét dinh
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UBND Thanh phé, Chi tich UBND Thanh
pho

B0 phan Mot cira
Ban TDKT

Luan chuyén ho so dén UBND thanh phé

1/2 ngay

Cap nhat trén H¢
thong;

Dy thao Quyét dinh

UBND Thanh phé

Tiép nhan hd so trinh

Ra so4t thé thirc vin ban, thi tuc hd so theo
quy dinh;

Chu tich UBND Thanh phé ky duyét vao du
thao Quyét dinh khen thuong.

Chuyén Quyét dinh vé S& Noi vu (Ban Thi
dua — Khen thuong)

5 ngay

Cap nhat trén H¢
thong

Quyét dinh hanh
chinh

Hoan

thién

ho SO’;
Tra
két

>

qua

B phan Mot cira/
To chirc c(‘)ng dan,
nguwoi ngp ho so

Khi c6 Quyét dinh cua Cha tich UBND
Thanh phé:

- Bo phan TN&TKQ chuyén hd so cho cong
chue thy 1y hod so dé cap nhat tinh hinh, két
qua xtr 1y ho so lién thong vao Heé théng va
Iru ho so theo quy dinh;

- Bo phan TN&TKQ chuan bi hién vat khen
thudng, in 4n bang khen cac tap thé, ca nhan
dugc khen thudng, chuyén Vin phong
UBND Thanh ph déng dau.

1/2 ngay

Cap nhat trén H¢
thong;

Quyét dinh Hanh
chinh

Van thw Van
phong UBND
Thanh phd;

Bo phan TN&TKQ
cua Ban TDKT

Pong diu Bang khen cho céc tap thé, ca
nhan dugc khen thuong

Thong bao va tra két qua cho t6 chtrc, cong
dan

1/2 ngay

Cap nhat trén H¢
thong;

Quyét dinh Hanh
chinh va hién vat
khen thuong
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PHU LUC 34.1: NOI DUNG BIEU MAU PANG KY NOP HO SO
(1) Ho va tén:
(2) Ngay, thang, nam sinh:
(3) Dan toc:
(4) Gioi tinh:
(5) bia chi Co quan:
(6) Pon vi cong tac:
(7) Pon vi nop hd so:
(8) bién thoai di dong:
(9) Noi dung yéu cau giai quyét



PHU LUC 34.2: THANH PHAN HO SO PIEN TU
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TT

Tén thanh phin hé so

Co s6 dir liéu/ban
chup/ban dién tir

Bit budc/khdng bit
bugc dinh kém

Xuét trinh/ ndp
ban chinh khi
nhén két qua

Piéu kién vé
ky thuat

Vin ban dé nghi kém theo danh
sach cua tap thé, c4 nhan duoc dé
nghi ting Bang khen cdp B9,
nganh, doan thé Trung wong, tinh,
thanh phd tryc thudc Trung uong
vé thanh tich dot xuit cua don vi
thudc quan ly cua cép B9, nganh,
doan thé Trung wong, tinh, thanh
phd truc thudc Trung uong;

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do

Bao cdo thanh tich cua tap thé, ca
nhan dugc d& nghi ting thudng
Bang khen cip Bo, nganh, doan thé
Trung wong, tinh, thanh phd truc
thuoc Trung wong vé thanh tich dot
Xuat;

Scan ban chinh

Bit budc

Nop ban chinh

Scan ban dau do
(c6 xac nhan cua
cap trinh khen)

Bién ban xét ctia Hoi dong Thi dua
- Khen thudng cap trinh khen.

Scan ban chinh

Bit budc

Scan ban dau do

Céc gidy to khac lién quan (néu c6)

Scan ban chinh

Khéng bit budc

Scan ban dau do
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~ TEN DPON VI! CONG HOA XA HQI CHU NGHIA VIET NAM
So: /TTr-...% ... Doc 1ap — Tw do — Hanh phic?
......... 4......, ngay... thang ..... nim .....
TO TRINH

V& viéc dé nghj xét ting Bang khen ... 5.....
Kinh gui:
- Uy ban nhan dan thanh ph Ha Noi;
- Ban Thi dua - Khen thudng thanh phé Ha Noi.

Cin ctr Luét Thi dua, Khen thuéng ngay 26 thang 11 ndm 2003, Luat stra doi, bo
sung mot sO di€u cua Ludt Thi dua, Khen thuong ngay 14 thang 6 ndm 2005 va Luat sua
doi, bd sung mot s6 dieu cuia Luat Thi dua, Khen thudng ngay 16 thang 11 nam 2013;

Can cir Nghi dinh 56, 91/2017/ND-CP ngay 31 thang 7 nam 2017 cua Chinh phu quy
dinh chi tiét thi hanh mét s6 diéu cua Luat Thi dua, Khen thuong;

Cancu... 6....
Canctu...... [ 8 ... Kinh trinh UBND Thanh phé ting Bang khen cho .... tap

thé, .... ca nhan.
DA COthANN HCN oo,

Cac truong hop dé nghi khen thudng trén dam bao dung quy dinh vé ho so, thu tuc,
di€¢u kién ti€u chuan theo quy dinh hi¢n hanh (c6 danh sach va ho so kem theo).

Tran trong cam on./.

Noi nhdn:

- Nhu trén;

QUYEN HAN, CHUC VU CUA NGUOI KY

(chit ky ciia nguoi ¢é tham quyén, ddu, chit ky sé ciia co
quan)

~Luu VT, NV.

Ho va tén
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35. Quy trinh ting thuéng Bing khen cip bd, ban, nganh, doan thé Trung wong, tinh, thanh phé truc thudc Trung wong gia
dinh (QT - 35)

Bwéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin ctt phap 1y Ghi cha
gian
L] T T it | N Do
N§ canhan |G Wt © ,\dia L “~r g hai ding ky tai
H,? dichvucong.gov.vn) hoac Cong dich vu 31/7/2017 cua Chinh khp” . gd‘};l gia
it ong cia Thanh phd (dia chi: phit quy dinh chi tige | O 120 LIS EIET
So cong - cua P : ' . tir, dang nhap tai

dichvucong.hanoi.gov.vn);

- Ngudi nop ho so dang ky tai khoan
giao dich di¢n tu, dang nhap tai
khoan, xac thuc dinh danh dién to
(theo huéng dan trén Céng Dich vu
cong).

- Cong DVC két ndi voi CSDLDC dé
khai thac cac truong thong tin caa
cébng dan co6 trong CSDLDC (khi
dugc két noi).

- Nguoi nop hd so lua chon:

+ Djch vu cbng truc tuyén

+ Linh vuc Thi dua - Khen thuong

+ Chon thu tuc: Tang thieéong Bang
khen cdp bo, ban, nganh, doan thé
Trung wong, tinh, thanh phé truc
thuoc Trung wong gia dinh.

Cong Dich vu cong
Qubc gia thuc hién
diang nhap mot lan,
diéu hudng ngudi
ding t6i Cong Dich
vu coéng Thanh phd
dé thuc hién céc
budc tiép theo;

Tai khoan gom Tén

dang nhdp va mat
khau.

thi hanh mot sé diéu
cia Luat Thi
Khen thudng.

dua,

- Cac van ban co
lién quan cua co
quan c6 tham quyén
theo quy dinh

khoan, xac thuc dinh
danh dién tor

- Nguoi nop ho so dién cac ndi dung
theo Bi€u mau dién tir (chi tiet tai
Phu luc 35.1 kem theo).

Bicu mau dién ti;
Thong bdo vé viée
da guri hd so thanh
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(Trwong hop cac thong tin trong Biéu
Mdau dién tir di c6 trong Co s dir ligu
quac gia vé ddn cu, hé thang thdng tin
c6 lién quan, dwoc dién tw dong (néu
c0)

- Tich hop thanh phan hd so theo mau
tai Biéu mau dién tir (chi tiét tai Phu
luc 35.2 kem theo);

- Nguoi ndp kiém tra, cap nhat thong
tin bao dam thong tin day du, chinh
Xac, hop phap.

cong, cho kiém tra,
ti€ép nhan, phan hoi.

Tiép
nhin
va
giai
quyét
hd so

1. Nhan thong bao ¢6 hd so méi trén
Hé théng;

2. Kiém tra ho so va cac thong tin;
Truong hop hd so can bd sung hoic
ho so khong thudc tham quyén giai
quyét: Giri Thong bao dén Nguoi ndp
hd so (miu Thong bao Pién tir) yéu
cau bd sung ho so, hoan thién ho so,
néu rd loai gidy to, ndi dung can bod
sung dé Nguoi nop hd so bd sung,
hoan thién.

3. Truong hop hd so du didu kién giai
quyét:

3.1. Cap nhat thong tin vao Hé thong
thong tin giai quyét TTHC (S6 theo
ddi dién tir theo mau).

3.2. Xé4c nhan thong tin, g thong
bao tiép nhin (mi hd so va ngay gio
tra két qua) vao tai khoan ciia Nguoi
nop ho so.

2 ngay

Thong bao hen tra
két qua (hodc tur
chéi, hoic hudng
dan);

Phiéu chuyén xu 1y
(Thé hién trong
Phian mém bang
1énh chuyén).
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Chuyén ho so toi Truéng Bo phan
mot cura; Chuyén hd so dén Lanh dao
ban; Chuyén ho so dén linh dao
phong chuyén mén thu Iy hd so.

4. Trudong hop Nguoi ndp hd so khong
bd sung, hoan thién duogc hd so thi Bd
phan Mot cira c6 Thong bao Dién tir tir
chdi giai quyét yéu cau cua Ngudi ndp
h6 so.

Lanh dao,

Cong chirc

phong thu
1y Ho so

1. Truy cép vao Phan mém Mot cira
nhan thong bao c6 hd so méi va tiép
nhén hd so.

2. Phan cong cho cong chirc thy 1y ho
s0, tham muu giai quyét.

3. Cong chirc thu 1y ho so tién hanh
tham dinh ho so, thuc hién cac quy
trinh theo quy dinh:

- Ho so du diéu kién giai quyét: Cong
chtrc thy 1y ho so tién hanh tham dinh
va du thao To trinh, Quyét dinh dé
nghi khen thuong kém ho so di dugc
tham dinh trinh 13nh dao phong, lanh
dao Ban phu trach xem xét, thong
qua.

- HO so khong du diéu kién giai
quyét: Cong chirc thu 1y hd so tra lai
h6 so va tham muu vin ban thong
bao trinh 1anh dao phong, 1anh dao
Ban phu trach phé duyét (ghi ro 1y do
theo mau Phiéu tir chdi giai quyét hd

14 ngay

Cap nhat trén H¢
thong;
Yéu cau b sung/ tir
chéi giai quyét

Biéu mau theo
Thong tu
01/2018/TT-VPCP
ngay 23/11/2018
cua Van phong
Chinh phu
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so) dé gui cho dai dién to chuc, ca
nhan thong qua Bo phan Mot cira

- P6i voi hd so qua han giai quyét
hodac phai gia han: Cong chtrc thu 1y
tham muu van ban trinh lanh dao
phong, lanh dao Ban phu trach phé
duyét (ghi 106 1y do qué han, gia han)
guri cho dai dién td chuc, c4 nhan
thong qua B6 phan Mot cura.

Truong ban xem xét, ky duyét To

Lanh dao , / 1.5 nga Dy th ét dinh
Ban . trinh; ky tat vao du thao Quyét dinh gay r thao Quyet din
khen thuong; ky Phiéu kiém soat thoi A A A YA
. 1 LA , \ , Cap nhat trén H¢
gian xur 1y ho so tha tuc hanh chinh '
A X X [ , thong;
thugc tham quyén giai quyét cua
UBND Thanh pho, Chu tich UBND
Thanh pho
B9 phan s , : ; &t di
Moteia | Luan chuyén hd so dén UBND | Y29 | cap nnat tren g | DV thao Quyet dinh
Ban TDKT Thanh pho thong;
Tiép nhan ho so trinh
Ra soat thé thirc van ban, tha tuc ho
so theo quy dinh; Cap nhat trén H¢ X, 4 X
UBND y PN X1 . \ : P " | Quyét dinh hanh
Thanh phé Chu tich UBND Thanh pho ky duyét | 5 ngay thong chinh

vao dy thao Quyét dinh khen thuong.
Chuyén Quyét dinh vé S& Noi vu
(Ban Thi dua — Khen thuong)
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3 |Bophin | Khi c6 Quyét dinh cia Chu tich | 4/ ngdy Quyét dinh Hanh
Hoan | Mot cira/ UBND Thanh pho: o chinh
thién TA6 chire - Bo phén TN&TKQ chuyén hé so
hd s 0; cong .darJ, cho cong chuc thy Iy ho so dé cap
Tra I}:%“""‘ MOP | nhat tinh hinh, két qud xur 1y ho so
K&t 0 so lién thong vao Hé thong va luu ho so Cap nhat trén H¢
qui theo quy dinh; 7 thong;
- BO phan TN&TKQ chuan bi hién
vat khen thuéng, in an bang khen cac
tap thé, c4 nhan duoc khen thudng,
chuyén Vin phong UBND Thanh
pho dong dau.
Vian thw 5 Quy¢t dinh Hanh
Vin phong 1/2 ngay chinh va hién vat
UBND | Dong dau Bang khen cho céc tap thé, khen thuong
Thanh pho; | c4 nhan duoc khen thudong Cap nhit trén He
B{ phén Thong béo va tra két qua cho t6 chic, thong;
TN&TKQ | cbng dan
cua Ban
TDKT
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PHU LUC 35. 1: NOI DUNG BIEU MAU PANG KY NQP HO SO
(1) Ho va tén:
(2) Ngay, thang, nam sinh:
(3) Dan toc:
(4) Gioi tinh:
(5) bia chi Co quan:
(6) Pon vi cong tac:
(7) Pon vi nop hd so:
(8) bién thoai di dong:
(9) Noi dung yéu cau giai quyét



PHU LUC 35.2: THANH PHAN HO SO PIEN TU
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T 1A ez Z A A Xuit trinh/ nop A LA Ao
TT Tén thanh phin hd so Co'so dirligwban | Batbuge/khong | =L oy oy | Dieukién ve ky
chup/ban dién tir | bat bugc dinh kém A VK - thuat
nhan két qua
Vin ban dé nghi kém theo danh sach
cua gia dinh dugc d€ nghi ting Bang
khen cap B9, nganh, doan thé Trung
p | uong, tinh, thanh pho truc thudc | g . por pinp Bt budc Nop ban chinh | Scan ban d4u dé
Trung vong cuia don vi thude quan ly
cua cap Bo, nganh, do?m thé Trung
uvong, tinh, thanh phd truc thude
Trung vong;
Bao cao thanh tich cua gia dinh dugc Y S
dé nghi ting Bang khen cip B . Scan ban dau do
2 \ £l . & 2 g p g Scan ban chinh Bat budc Nop ban chinh (c6 xac nhan cua
nganh, doan thé Trung uong, tinh, c&p trinh khen)
thanh pho tryc thudc Trung vong; p
3 Bién ban xét cua Hoi dong Thi dua - Scan ban chinh Bit budc Nop ban chinh Scan ban dau do

Khen thudng cép trinh khen.
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CONG HOA XA HQI CHU NGHIA VIET NAM

~ TEN PON VI! Poc 1p — Tw do — Hanh phuc?
So: /TTr-...2% ...
......... 4..eee., NgAY... thang ..... ndm .....
TO TRINH
V& viéc dé nghj xét ting Bang khen ... 5.....
Kinh guri:

- Uy ban nhan dan thanh phd Ha Noi; ’
- Ban Thi dua - Khen thudng thanh pho Ha Noi.

Can ctr Luat Thi dua, Khen thuong ngdy 26 thang 11 nam 2003, Luat stra d6i, bd
sung mot s6 diéu cua Luat Thi dua, Khen thudng ngay 14 thang 6 nam 2005 va Luat stra
d6i, bo sung mot s6 diéu ctua Luat Thi dua, Khen thudong ngay 16 thang 11 nim 2013;

Cin ctir Nghi dinh s6 91/2017/ND-CP ngay 31 thang 7 ndm 2017 cta Chinh phu quy
dinh chi tiét thi hanh mot sb diéu ctia Luat Thi dua, Khen thudng;

Cancua... S....

Canctu...... [ 8 ... Kinh trinh UBND Thanh ph ting Béang khen cho .... tip
the, .... cd nhan.

DPacoOthanh tich ...

Céc truong hop dé nghi khen thudng trén dam bao ding quy dinh vé ho so, thi tuc,
di€u kién ti€u chuan theo quy dinh hi¢n hanh (c6 danh sach va ho so kem theo).

Tran trong cam on./.

Noi nhgn: QUYEN HAN, CHUC VU CUA NGUOI KY
(chit ky cua nguoi co tham quyén, dau, chir ky so cua co

- Nhu trén; qu an)

-Luu VT, NV.

Ho va tén
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Mau s6 07
CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

- BAO CAO THANH TICH
PE NGHI TANG THUONG............... 1

Tén don vi hodc ca nhan va chirc vy, don vi dé nghj khen thwéng
(Ghi day du bang chit in thuong, khong viét tat)

I. THONG TIN CHUNG

- B6i voi Gia dinh: Ho va tén Gia dinh, qué quan, noi thuong tra,

II. THANH TiCH PAT PUQC

Bao cdo thanh tich phai cin ctr vao muc tiéu (nhiém vu), cac chi tiéu vé ning sut, chat luong, hiéu qua...
da dugc dang ky trong dot phat dong thi dua hodc thi dua chuyén d8; cac bién phap, giai phap dat duoc
thanh tich xuat sac, mang lai hiéu qua kinh té, x4 hoi, dan dau phong trao thi dua; nhiing kinh nghiém

rut ra trong dot thi dua...

XAC NHAN CUA CAP TRINH THU TRUONG DON VI*
KHEN THUONG?® (Ky, déng dau)
(Ky, dong dau)
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36. Quy trinh ting thuwéng Bing khen cip B9, ban, nganh, doan thé Trung wong, tinh, thanh phd truc thugc Trung wong vé
thanh tich doi ngoai (QT- 36)

dichvucong.hanoi.gov.vn);

- Nguoi nop hd so dang ky tai khoan
giao dich dién tu, dang nhap tai
khoan, Xac thuc dinh danh dién t
(theo huéng dan trén Cong Dich vy
cong).

- Cong DVC két ndi véi CSDLDC dé
khai thac cac trueong théng tin cua
céng dan co trong CSDLDC (khi
duogc két ni).

- Ngudi nop hé so lya chon:

+ Dich vu c6ng truc tuyén

+ Linh vuc Thi dua - Khen thuong

+ Chon thi tuc: Tang thudng Bang
khen cdp Bé, ban, nganh, doan thé
Trung wong, tinh, thanh phé truc
thudc Trung wong vé thanh tich doi
ngoai

Cong Dich vy cong
Quéc gia thuc hién
dang nhap mot lan,
diéu hudng ngudi
dung téi Cong Dich
vu cong Thanh phd
dé thuc hién cac
budrc tiép theo;

Tai khoan gom Tén

dang nhap va mat
khau.

Luét Thi dua, Khen thudng.
- Cac van ban co lién
quan cua co quan c6 tham
quyén theo quy dinh

Buéc | Chii thé Quy trinh chi tiét Thoi Trang thai Can cw phép ly Ghi chu
gian
1. Té chikc, d Cﬁ nhan nop ho so Ert_rC tuyen (';'g}l Coﬂg CNP ghi dinh 5361?1//22(())11 7/ND- Nguoi nop hd so
Nop c4 nhan ich vu cong QUOCV glaR ( ia chi: ngay 7/2017 cua phai dang ky tai
H dichvucong.gov.vn) hoiic Céng dich vu Chinh phu quy dinh chi tiet | | giao dich
So cong cua Thanh pho (dia chi: thi hanh mot s6 diéu cua dien déﬁg

nhap tai khoan,
xac thuc dinh
danh dién to

- Nguoi nop ho so dién cac ndi dung
theo Biéu mau dién tir (chi tiet tai
Phu luc 36.1 kem theo).

Biéu mau dién tu;
Thong bao vé viéc
da gui hé so thanh
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(Trwong hop cac thdng tin trong Biéu
Mdu dién tir dé c6 trong Co s dir liéu
quaéc gia vé ddn cur, hé thang thdng tin
c6 lién quan, dwoe dién tw déng (néu
co)

- Tich hop thanh phan hd so theo mau
tai Biéu mau dién tir (chi tiét tai Phu
luc 36.2 kem theo);

- Nguoi ndp Kiém tra, cap nhat théng
tin bao dam thong tin day du, chinh
Xac, hop phap.

cong, cho kiém tra,
ti€p nhan, phan hoi.

Tiép
nhan
va
gidi
quyét
hé so

B¢ phan
Mot cira

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

2. Kiém tra ho so va cac thong tin;
Truong hop hod so can bd sung hoic
hé so khong thudc tham quyén giai
quyét: Giri Thong bao dén Nguoi ndp
hd so (mau Thong bao Pién tir) yéu
cau bo sung ho so, hoan thién hd so,
néu o loai gidy to, noi dung can bd
sung dé Nguoi nop hd so bd sung,
hoan thién.

3. Truong hop hd so du diéu kién giai
quyét:

3.1. Cap nhat thong tin vao Hé thong
thdng tin giai quyét TTHC (S6 theo
ddi dién tir theo mau).

3.2. Xé4c nhan thong tin, g thong
béo tiép nhan (mi hd so va ngay gio

2 ngay

Thong bao hen tra
két qua (hodc tur
chbi, hoic hudng
dan);

Phiéu chuyén xir Iy
(Thé hién trong
Phan mém bang
1énh chuyén).
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tra két qua) vao tai khoan ciia Nguoi
nop ho so.

Chuyén ho so téi Truéong Bo phan
mot cua; Chuyén hd so dén Lanh dao
ban; Chuyén hd so dén lanh dao
phong chuyén mén thy Iy hd so.

4. Trudng hop Nguoi ndp hd so khong
bd sung, hoan thién duoc hé so thi Bo
phan Mot ctra c6 Thong bao Dién tur tir
chdi giai quyét yéu cau ciia Ngudi nop
ho so.

Lanh dao,

Cong chire

phong thu
1y Ho so

1. Truy cap vao Phan mém Mot cira
nhan thong bao c6 hd so méi va tiép
nhén hd so.

2. Phan cong cho cong chirc thy 1y hd
s0, tham muu giai quyét.

3. Cong chire thu 1y ho so tién hanh
tham dinh ho so, thuc hién cic quy
trinh theo quy dinh:

- Ho so du diéu kién giai quyét: Cong
chtrc thu 1y ho so tién hanh tham dinh
va du thao T trinh, Quyét dinh dé
nghi khen thudng kém ho so da dugc
tham dinh trinh 1anh dao phong, lanh
dao Ban phu trdch xem xét, thong
qua.

- Ho so khong du diéu kién giai
quyét: Cong chirc thu 1y hd so tra lai
h6 so va tham muu van ban thong
bao trinh 1anh dao phong, 1anh dao
Ban phuy trach phé duyét (ghi r6 1y do

3 ngay

Cép nhat trén H¢
thong;
Yéu cau bo sung/ tir
chéi giai quyét

Biéu mau theo Thong tu
01/2018/TT-VPCP ngay
23/11/2018 ctia Van

phong Chinh phu
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theo mau Phiéu tir chdi giai quyét ho
s0) dé giri cho dai dién to chuc, ca
nhan thong qua Bo phan Mdt ctra

- Di v6i hd so qua han giai quyét
hodc phai gia han: Céng chtrc thu ly
tham muu van ban trinh lanh dao
phong, lanh dao Ban phu trach phé
duyét (ghi rd 1y do qué han, gia han)
gui cho dai dién t6 chirc, ca nhan
thong qua B6 phan Mét cua.

Trudéng ban xem xét, ky duyét To

Lagl;r? 20 trinh; ky tit vao du thao unyét dinh 1.5 ngay Dy thio Quyet dinh
khen thudng; ky Phi€u kiém soat thot A Ay A TTA
. 1 TA , \ ] Cép nhat trén H¢
gian xur Iy h6 so thu tuc hanh chinh théng:
thudc tham quyén gidi quyét cua ’
UBND Thanh phd, Chu tich UBND
Thanh ph
f/f)@fl;z: Lu@n Chuyén ho so dén UBND thanh 1/2 ngay Cap nhef}t trén He Dy thio Quyet dinh
Ban TKT | PP thong;
Tiép nhan ho so trinh
Ra soét thé thirc van ban, thu tuc hod
UBND SO thep quy dinh; ’ \ Cap nha:[ trén Hé . ‘ )
Thanh phé Chu tich UBND Thanh phd ky duyét | 5 ngay thong Quyeét dinh hanh chinh

vao du thao Q}lyét dinh khen thuong.
Chuyén Quyét dinh vé S& Noi vu
(Ban Thi dua — Khen thuong)
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3 |Bophin | Khi c6 Quyét dinh cia Chu tich | 45 s Quyét dinh Hanh chinh
: A \ 2 gay
Hoan | Mot cira/ UBND Thanh pho: o
thién TA(“) chl'rAc - B0 phan TN&TKQ chuyén ho so
hd s 0; cong fja[‘, cho cong chue thy Iy ho so dé cap
Tré E%“’m MOP | nhat tinh hinh, két qua xtr Iy ho so
K&t 0 s0 lién thong vao Hé thong va luu ho so Cap nhat trén H¢
qui theo quy dinh; 7 thong;
- BO phan TN&TKQ chuan bi hi¢n
vat khen thuéng, in 4n bang khen cac
tap thé, c4 nhan duogc khen thudng,
chuyén Vin phong UBND Thanh
phd dong dau.
Vin thw 5 Quye¢ét dinh Hanh chinh
Vin phong L 7 1/2 ngay va hién vat khen thuong
UBND | Déng déu Bang khen cho céc tap the,
Thanh pho; | c4 nhan dugc khen thudng Cap nhat trén H
B§ phén Thong béo va tra két qua cho t chc, thong;
TN&TKQ | cdng dan
cua Ban

TDKT




(1) Ho va tén:

(2) Ngay, thang, nam sinh:

(3) Dan toc:

(4) Gioi tinh:

(5) bia chi Co quan:

(6) Bon vi cong tac:

(7) Pon vi nop hod so:

(8) bién thoai di dong:

(9) Noi dung yéu cau giai quyét
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PHU LUC 36.1: NOI DUNG BIEU MAU PANG KY NOP HO SO
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PHU LUC 36.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

R \ A LA Co s6 dir liéu/ban | Bat bugc/khong , e LA 1A Diéu kién ve ky
T Ten thanh phan ho so chup/bén di¢n tir | bit bujc dinh kem | SHnh kl;lgh*-‘“ ket thuat
Vin ban dé nghi kém theo danh sach
cua tap thé, c4 nhan duogc dé nghi
tdng Béng khen cép B9, nganh, doan
thé Trung uong, tinh, thanh phd truc
1 | thudc Trung wong vé thanh tich d6i | Scan ban chinh Bit budc Nop ban chinh Scan ban ddu do
ngoai cua don vi thudc quan 1y cua
cap B0, nganh, doan thé Trung wong,
tinh, thanh phé tryc thudc Trung
uong;
Bao cdo thanh tich cua tap thé, ca
nhan duoc dé nghi ting Bang khen Scan ban ddu do (c6
2 cép B, nganh, doan thé Trung vong, Scan ban chinh Bit budc Nop ban chinh xac nhan cta cép
tinh, thanh phé truc thudoc Trung trinh khen)
wong vé thanh tich d6i ngoai;
3 Bién ban xét cua Hoi dong Thi dua - Scan ban chinh Bit budc Nop ban chinh Scan ban diu do

Khen thudng cép trinh khen.




TEN PON VI! CONG HOA XA HQI CHU NGHIA VIET
So: /TTr-...°% ... NAM
DPoc 1ap — Ty do — Hanh phic?

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

TO TRINH
Vé viéc dé nghi xét tang Bang khen ... 5.....
Kinh gui:
- Uy ban nhé4n dan thanh phd Ha Noi;
- Ban Thi dua - Khen thuéng thanh phd Ha Noi.

~Can ctr Luat Thi dua, Khen thuong ngay 26 thang 11 nam 2003, Luat stra déi, bé) sung
mot so dicu cia Luat Thi dua, Khen thudng ngay 14 thang 6 nam 2005 va Luat stra d6i, b6 sung
mot sO di€u cua Luat Thi dua, Khen thuong ngay 16 thang 11 nam 2013;

~ Cén cir Nghi dinh ‘sf') 91/2017/ND-CP ngay 31 thang 7 nam 2017 cua Chinh phu quy dinh
chi tiét thi hanh mét s6 di€u cta Luat Thi dua, Khen thuong;

Cancu... ...

Canct...... T 8 ... Kinh trinh UBND Thanh ph ting Bang khen cho .... tip thé, ....

DPacOthanh tiCh . ..o

Céc trudng hop dé nghi khen thudng trén ddm bao ding quy dinh vé ho so, thi tuc, diéu kién
tiéu chuén theo quy dinh hién hanh (c6 danh sach va ho so kem theo).

Tran trong cam on./.

Noi nhén: QUYEN HAN, CHUC VU CUA NGUOI KY
(chit ky ciia nguoi ¢é tham quyén, ddu, chit ky s6 ciia co
- Nhu trén;
guan)
- Luu VT, NV.

Ho va tén

! Tén co quan trinh khen

2 Chir viét tit cia co quan

3 P6i v6i cac Ban dang thé

“Pia danh

® hinh thirc khen thudng

6 cac danh hiéu thi dua

’ viin ban quy dinh chitc ning, nhiém vu, quyén han cua don vi trinh khen
8 Ghi 15 cin cir khen thuéng
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TEN PON VI CONG HOA XA HQOI CHU NGHIA VIET NAM
------- Déc 1ap - Tu do - Hanh phic

~ BAO CAO THANH TICH
Dé nghi tang thuéng ..................

(Ap dung dsi véi t6 chirc)

Tén t6 chirc: ............. T T Y et
(Ghi ré day du bang chir in thuong, khéng viet tat)

I. SO LUQC PAC PIEM, TINH HINH:

- PiEn thoai: ....cooovviiiiiii FaX

- Pia chi, vin phong dai dién tai Viét Nam (N8U CO): ovvuvveiveeieeiieeseeeeeieeisee s,

III. CAC HINH THU'C KHEN THUONG PA PUQC CO QUAN VA TO CHUC CUA VIET
NAM GHI NHAN:

THU TRUONG CO QUAN
DPE NGHI KHEN THUONG
(Ky tén, dong dau)

XAC NHAN CUA CO QUAN TRINH KHEN THUONG



37. Quy trinh: Thii tuc P& nghi cong nhén té chirc ton gido cé dia ban hoat dong & mot tinh (QT-37)

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cu phap ly Ghi chu
- Ca nhan ngp hd so tryc tuyén tai Cong dich vy
céng quoc gia (dia chi: dichvucong.gov.vn) hoac 2 :
Cong dich vu cébng cta Thanh phd (dia chi: CCécl)lngéDJg? Vil';
dichvucong.hanoi.gov.vn); g uoc &
i A A < A N . A thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhan mat [an
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir nap motian,
. X A AR : A diéu hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune t6i Con
- Cong DVC két noi vai CSDLDC dé khai thac cac Dic‘% VU oo £
trrong thong tin cua cong dan cé trong CSDLDC 1 Vil CONG Nghi dinh s6 ) .
(khi dugc két ndi) Thanh pho &, o 5 31 7/Np-cp | Newdi nop ho
- Ngubi' nop hod so Ia chon: thyc hign cac noa 30/12/2(-)17 so phai dang
1 ) + Djch vu cong truc tuyén bute ticp theo; S "ZChinh hi ky tai khoan
" | T chic e N ALy Tai khoan gom ua MR PAY | giao dich dién
Nop . .~ | +Chon So Ngi vu A A% A~ vy | quy dinh chi tiét g ’ :
N ca nhan 8 , A Tén dang nhap va 2 o . | to, dang nhap
hd so + Chon linh viee Tin nguong, ton giao mat khiu mot sO diéu va L ° Y
+ Chon thu tuc: Dé nghi cong nhan té chire ton gido : ' bién phap thi tai khoan, xac

co dia ban hoat dong o mot tinh

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 37.1 kém theo).
(Trurong hop cac thdng tin trong Biéu madu dién ti da
c6 trong Co sé dir ligu quéc gia Vé ddn cu, hé thong
thong tin cd lién quan, dugc dien ty dong (neu co)

- Tich hop thanh phan ho so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 37.2 kém theo);

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

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

hanh Luat tin
ngudng, ton gido

thuc dinh
danh dién tu
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Thoi

Bwéc | Chi thé Quy trinh chi tiét gian Trang thai Cin cit phap 1y Ghi cha
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bd sung hoic hd so khong
thudc thdm quyén giai quyét: Gui Thong bao dén
Nguoi nop ho6 so (mau Thong bao Bién tir) néu rd
ly do va co van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to, o .. R
n6i dung can bd sung dé Nguoi ndp hd so bo sung, Van ban tir ch6i, | Bi€u mau theo
hoan thién. van ban hudng Thong tu
B phan | 3. Truong hop ho so du diéu kién giai quyét: . _, dan; 01/2018/TT-
S o A A LAt x TTA A 2 ~. | 0l ngay | Phiéu chuyén xur VPCP ngay
Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (So6 theo doi , 21 n \
: A x 1y (Thé hién trong | 23/11/2018 cua
2. dién tr theo mau). N A > - \ ,
<X , . . , Yo A . R Phan mém bang | Van phong Chinh
Tiep 3.2. Xac nhan thong tin, gui thong bao ti€p nhan A X ;
A <A NI YN . 1énh chuyén) phu
nhin (ma ho so va ngay gio tra két qua) vao tai khoan cua
va giai Ngudi nop ho so.
quyét C‘huyén’hé so toi Truong Bo phan mot ctra; Chuyén
ho so h6 so dén Lanh dao Ban Tén gido.
4. Truong hop Ngudi nop hd so khong bd sung,
hoan thién duoc hd s0, ¢6 van ban tir chdi giai quyét
yéu cau cua Ngudi ndp hd so.
1. Truy cap vao H¢ thong nhan théng bao co ho so Phiéuqchuyén XU
Lanh dao | mdi va ti€p nhan ho so. 02 nad 1y (The hién trong
Ban 2. Phan cong thu ly ho so, chuyén ho so vé phong 98| "Phin mém bang
Nghiép vu. 1énh chuyén)
~ 1. Truy cap vao H¢ thong nhan thong bao c6 ho so Cap nhat trén H¢
Lanh dao m&i va tiép nhan ho so thong;
Phong, p s ) 33 ngay &

Cong chirc

2. Phan cong cho cong chirc thu 1y ho so, tham muu
gidi quyét.

Yéu cau bd sung/
tur choi giai quyét
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap ly

Ghi cha

thu 1y ho
SO

3. Cong chirc thy 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).

- Truong hop ho so chua du diéu kién giai quyét:
du thao vian ban théng bao bd sung hd so (lanh dao
Ban ky); néu r6 ly do, ndi dung can b6 sung.

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

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

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

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

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

Lanh dao
Ban

Kiém tra hd so:

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

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

2 ngay

Cap nhat trén H¢
thong;

Yéu cdu bo sung/

tir chdi giai quyét

Lanh dao
S&

Xem xét ho so:

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

- Néu khong dong y: Chuyén lai Ban Ton gido.

3 ngay

Cap nhat trén H¢
thong;
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Bwéc | Chi thé Quy trinh chi tiét Ell;‘;]" Trang thai Cin cit phap 1y Ghi cha
Linh d Xem xét hd so:
G‘ENSO - Néu ddng y: ky duyét vin ban ctia UBND Thanh Cap nhat trén Hé | Quyét dinh (MAu
Thanh pho (Quyét dinh/y kién chi dao). 10 ngay thong; A2)/Van ban chi
phé - Néu khong dong ¥: Chuyén lai S Noi vu, Ban Tén dao
gido.
Tiép nhan vin ban tra 10i cia UBND Thanh pho:
Lanh dao |- Néu UBND Thanh phé da ra quyét dinh: nhan
Phong, | quyétdinh va tra vé B phan TN&TKQ dé ban giao Cap nhat trén Hé | Quyét dinh (Mau
Cong chire | ket qua cho cong dan; 03 ngay thong; A2)/Dy thao Van
thu 1y ho | - Néu UBND Thanh phd ra y kién chi dao: du thao ban tra 101
SO’ van ban tra 101 t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
Lanh dao | Xem xét ky duyét van ban tra 161 t6 chirc/ca nhan ton . Cap nh%t trén He | Quyct dth fMa?
: . 02 ngay thong; A2)/ Van ban tra
Ban glao 15
Co?g chure Hoan thién HO so, chuyén két qua vé Bo phan . Cap nhg:t tren He | Quyet th W(Mafl
phong thu 01 ngay thong; A2)/ Van ban tra
Y TN&TKQ ..
ly ho so 101
31 B¢ phan Hoan thién
Hoan MGt cira/ X x | C&cquy trinh
thign | o W Trang thong tin | Quyét dinh (MAu | 8¢ Uy I
A To chire A 1A Ar ) 1 A , RN A A N A A A <1, . | két thac ho so
ho so; R A B phan Mot ctra tra két qua cho To chtic, cong dan. | 01 ngay dong bd Cong A2)/ Van ban tra n A
X cong dan, : IS .. trén Phan
Tra e A Dich vu quobc gia 101 A .
I nguoi nop mém Dich vu
két A 0
. ho so cong

qua
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PHU LUC 37.1: BIEU MAU PIEN TU

1. Tén t(f) chtrc dé nghi (tén t6 chire di dugc cap chimg nhan ding ky hoat dong ton gido)
2. Tén t6 chuc ton gido:

3. Tru s cta td chire:

4. Thudce ton giao:

5. Nguoi dai dién:

Ho va tén:

Nam sinh:

Tén goi trong ton gido (néu co):

Chtrc vu, pham vi (néu co):

S6 CMND/S6 ho chiéu/Sé dinh danh c4 nhan (Ngay cip; Noi cip)

Noi cu tri:

6. S6 luong tin do:

7. Dia ban hoat dong ctia t6 chirc tai thoi diém dé nghi:

8. Co ciu to chirc:
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PHU LUC 37.2: THANH PHAN HO SO PIEN TU

TT Tén thanh phin hd so Co s6 dir ligu/bin | Bat buge/khdng bt )iﬁf;l:ﬁ?ilﬁgﬁ ﬂiﬁ' Dicu kién vé ky
chup/ban dién tir buc dinh kém qui thuat
3 . x Ban scan vin ban dé . Van bin c6 chir ky
1. | Van ban dé€ nghi (theo mau). nghi Bat budc Nop ban chinh s0 hoac flle scan
’ mau
Vin ban tom tit qua trinh hoat dong Vian ban co6 chir ky
2. | cua to chire tir khi duge cép ching Ban scan Bit budc Nop ban chinh s6 hodc file scan
nhan dang ky hoat dong tdn gido. mau
Danh sach, so yéu 1y lich, phiéu 1y
lich tu phap, ban tom tat qua trinh Vin ban c6 chir ky
3. | hoat dong tbn giao cua nguoi dai Ban scan Bit budc Nop ban chinh s6 hodc file scan
dién va nhiing nguoi dy kién lanh mau
dao to chuc.
. Lo 1, . A 1X Van ban c6 chit ky
4, Ban. tom tat gido ly, gido luat, I¢ Ban scan Bit budc Nop ban chinh s6 hodc file sc:any
nghi. s
mau
Van ban c6 chir ky
5. | Hién chuong cua to chtrc. Ban scan Bit budc Nop ban chinh s6 hodc file scan
mau
LA s L R Van ban c6 chir ky
6. CBSECke khal 2l san hop phép cia to Ban scan Bit budc Nop ban chinh s6 hodc fﬂe scan
mau
N . L oar . 4R Van ban co chir ky
7. Gla}y to;ch}r ne mlvn h c6 dia diém hop Ban scan Bit budc Nop ban chinh s6 hodc file scany
phap dé dat tru sé. mau




Tén t6 chtrc dé nghi (chu: N hoa)i..ccceeeeiieieeeee. (B

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

.(l)..., ngay......thang......nam......

PE NGHI
Cong nhan té chirc ton giao

Kinh gui: .......... 2)eeennn...

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

Tén t6 chtc ton glao (chtr in hoa):
Tén giao dich qudc té (néu co):
TIU SO CUA 10 CHUC vt eeeee e e e ee e e e e e aeseeeeeeeeeeeeeeseeeeeeeeen.
TRUQC tON ZIAO: ..ottt
Nguoi dai dién:

Tén goi trong ton gido (néu co):
Chtre vu, pham Vi (neu (o0 ) SO RP PSRRI
S6 CMNDY/S6 ho chiéu/SH dinh danh ca Nhan: ............cc.cooevveeeveeeeereeenseeinenn,

S6 lugng tin do:
Dia ban hoat dong ctia to chuc tai thoi diém dé nghi:
Co cu t6 churc:

Mau B9

Vin ban kém theo gdbm: Vin ban tom tit qua trinh hoat dong cua to chire tir khi dugc cap ching
nhan ding ky hoat dong ton gido; danh sach, so yéu 1y lich, phiéu 1y lich tu phap, ban tom tat
qua trinh hoat dong ton giao cua nguoi dai dién va nhiing nguoi du kién 13nh dao t6 churc; ban
tom tat gido ly, gido luat, 1& nghi; hién chwong ciia to chirc; ban ké khai tai san hop phap cia to
chtic; gidy to chimg minh c6 dia diém hop phap dé dit tru so.

TM. TO CHUC

(Ky, ghi ro ho tén, chirc vu)

(1) Pia danh noi c6 try s& cua t6 chirc.

(2) Co quan quan 1y nha nudc vé tin ngudng, ton gido & trung uong ddi vaidé nghi cong nhén to chirc
ton gido c6 dia ban hoat dong ¢ nhi€u tinh; Uy ban nhan dan cap tinh d61 voi dé nghi cong nhén t6 chirc
ton gido co6 dia ban hoat dongd mot tinh.

(3) Tén to chirc da dugc cap ching nhan ding ky hoat dong ton gio.
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o ] i Mau A2
......... (1) CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic
So:...... /Qb-...... (2)
3)...... ngay...... thang... ... nam... ...
‘ QUYET PINH
Vé viéc cong nhan to chirc ton gido

...... 4)......
Can cir Didu 21 va Piéu 22 cia Luat tin ngudng, ton giao ngay 18 thang 11 nim 2016;
Canclr ..o (5) e ;
X6t A8 NENT CUA. ...t ,

QUYET PINH:

Piéu 1. COong nhan td chirc tON GIA0: ... ovvwe et
Tén t6 chirc ton gido (Chit in hoa): ...... ..ot
Tén giao dich qUOC t& (NEU CO): ...vvviee it
Try s6 clla t0 Chirc tON IA0: «.....evee e
ThuQc tON GIA0: ..oveiii e e
Nam hinh thanh tai VIiet Nam: ... e
Ton chi, muc dich hoat dOng: ...
CO CAU O CRTIC: .. ove et
Piaban hoat dong: ...
DU 2. ..o (6) dugc hoat dong ton giao theo quy dinh cua phap luat Viét Nam

va Hién chuong cua t6 chirc da duoc co quan nha nude c6 thim quyén chip thuan.

Diéu 3. (hi¢u lyc cua Quyét dinh; ghi tén co quan, td chirc, c4 nhan co lién quan trong vié¢c thi
hanh Quyét dinh)./.

Noi nhgn: 4)......
- Nhu Diéu 3; (Chit ky, déu)

- Luu: VT,.....

(1) Co quan nha nude co thAm quyén ban hanh Quyét dinh.

(2) Viét tit tén co quan ban hanh Quyét dinh.

(3) Pia danh noi ban hanh Quyét dinh.

(4) Thu trudng co quan nha nude ¢ thim quyen ban hanh Quyet dinh.

(5) Van ban quy dinh chtic ning, nhiém vu, quyén han va co cu t6 chirc ctia co quan ban hanh Quyét
dinh.

(6) Tén to chirc ton gido duoc cong nhan.



38. Quy trinh: Thii tuc diing ky sira doi hién chwong cia to chirc tén gido c6 dia ban hoat ddong & mat tinh (QT-38)
. \ g R \ . Lok Thoi ‘e « v s
Budc Chu the Quy trinh chi tiét gian Trang thai Can cwr phap ly Ghi cha
- Cé& nhan nop hd so truc tuyén tai Cong dich vu
cdng quéc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu cdng cua Thanh phd (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hi¢n dang
- Nguoi nop ho so ding ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap tai khoan, xac thuc dinh danh dién ta diéu hudéng ngudi
(theo hudng dan trén Cdng Dich vu cong). dung t6i Cong
- Cong DVC két néi véi CSDLDC dé khai thac cac Dich vu cong L
truong thong tin cia cong dan co trong CSDLDC Thanh pho dé Nghi dinh s6 o
(khi dugc két ni). thuc hién cac 162/ 2017{ND' Ngu’olqn(_)[v) ho
- Nguoi nop hd so lua chon: budc tiép theo; CP ngay ) SO ph_al dar}g
1 . + Djch vy cong truc tuyén 30/’12/20177 cua I_<y ta|. khOa}El
Nop | LOChUC |4 chon S Ngi vu Tai khoan gom | Chinhphiquy | giao dich dién
hdso | 2 nhan | Chon linh viee Tin nguong, ton giao Tén dang nhap va dinh chi tiét mot | tur, dang nhap

+ Chon thi tuc: Pang ky sira doi hién chwong ciia
1o chirc tON giao co dia ban hoat dong ¢ mot tinh

mat khau.

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 38.1 kém theo).
(Trurong hop cac thdng tin trong Biéu madu dién ti da
c6 trong Co sé dir ligu quéc gia Vé ddn cu, hé thong
thong tin cd lién quan, dwgc dien ty dong (neu co) _

- Tich hop thanh phan h6 so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 38.2 kém theo);

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

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

s6 diéu va bién
phép thi hanh
Luat tin ngudng,
ton giao

tai khoan, xac
thuc dinh danh
dién tor
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Thoi

Bwéc | Chi thé Quy trinh chi tiét gian Trang thai Cin cix phap ly Ghi cha
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bd sung hoic hd so khong
thudc thdm quyén giai quyét: Gui Thong bao dén
Nguoi ngp ho so (mau Thong bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so bo sung, Van ban tr choi, | Bi€u mau theo
hoan thién. van ban hudng Thong tu
B phan | 3. Truong hop ho so du diéu kién giai quyét: . _, dan; 01/2018/TT-
S A Ay A et X TTA A 2 ~. | 1/2ngay | Phicéu chuyén xir VPCP ngay
Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (SO theo doi , 21 n \
: A x 1y (Thé hién trong | 23/11/2018 cua
2. dién tr theo mau). X A 3 - \
X , . . , e A Lz R Phan mém bang Vian phong
Tiep 3.2. Xac nhan thong tin, gui thong bao ti€p nhan A X , ;
X N NS N Lo 1énh chuyén) Chinh phu
nhin (ma ho so va ngay gio tra két qua) vao tai khoan cua
va giai Ngudi nop ho so.
quyét C‘huyén’hé so toi Truong Bo phan mot ctra; Chuyén
ho so h6 so dén Lanh dao Ban Tén gido.
4. Truong hop Nguoi ndp hd so khong bd sung,
hoan thién dugc h6 so, c6 van ban tir choi giai quyet
yéu cau cua Nguoi ndp ho so.
1. Truy cap vao H¢ thong nhan théng bao co ho so Phiéuqchuyén XU
Lanh dao | mdi va ti€p nhan ho so. 01 nad 1y (The hién trong
Ban 2. Phan cong thu ly ho so, chuyén ho so vé phong 98| "Phin mém bang
Nghiép vu. 1énh chuyén)
~ 1. Truy cap vao H¢ thong nhan thong bao c6 ho so Cap nhat trén H¢
Lanh dao m&i va tiép nhan ho so thong;
Phong, p s ) 15 ngay &

Cong chirc

2. Phan cong cho cong chirc thu 1y ho so, tham muu
gidi quyét.

Yéu cau bd sung/
tur choi giai quyét
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw phap ly

Ghi chua

thu 1y ho
SO

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

- Truong hop ho so chua du diéu kién giai quyét:
du thao vian ban théng bao bd sung hd so (lanh dao
Ban ky); néu r6 ly do, ndi dung can b6 sung.

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

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

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

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

- Du thao van ban cua S¢ trinh Lanh dao UBND
Thanh phé; vin ban cia UBND Thanh phé (vin ban
tra 16i/y kién chi dao).

Lanh dao
Ban

Kiém tra hd so:

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

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

01 ngay

Cap nhat trén H¢
thong;

Yéu cdu bo sung/

tir chdi giai quyét

Lanh dao
S&

Xem xét hd so:

- Néu ddng ¥: ky duyét vin ban trinh Lanh dao
UBND Thanh phd; ky nhay du thio vin ban cta
UBND Thanh phd.

- Néu khong dong y: Chuyén lai Ban Ton gido.

02 ngay

Cap nhat trén H¢
thong;
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Bwéc | Chi thé Quy trinh chi tiét Ell;‘;]" Trang thai Cin cix phap ly Ghi cha
. Xem xét hd so:
LE‘JII‘BhNdSO - Néu déng §: ky duyét van ban cia UBND Thanh Cap nht trén Hé |  Vin ban tra
Thanh ph6, (van ban t{é 161/y kiénﬁchi dao). 05 ngay thong; 161/Van ban chi
phé - Néu khong dong y: Chuyén lai S& Noi vy, Ban Ton dao
gido.
Tiép nhan vin ban tra 10i cia UBND Thanh pho:
. - Néu UBND Thanh phé d3 ra vin ban tra 1oi: nhan
(Ifs::; £89 | van ban tra 101 va tra v& BG phan TN&TKQ dé ban | CapnhattenHe | Vanbantra
phong thu giaq két qua cho cong dé}n; , 01 ngay thong; ldi/Qu th:éto\\fa‘m
Iy ho s o | - Néu UBND Thanh pho ra y kién chi dao: dy thao ban tra 101
van ban tra 101 t6 chirc/ca nhan ton gido (Lanh dao
Phong ky nhay)
Lanh dao | Xem xét ky duyét van ban tra 161 t6 chirc/ca nhan ton . Cap nhg:t trén He et
: . 01 ngay thong; Vin ban tra 101
Ban glao
ﬁl‘:gﬁgc't‘l:": Hoin thién H so chuyén két qua vé Bo phin | 1) Cap “tﬂztnge“ He in b 1o
1y hé so TN&TKQ
3. A A
Hoan 13[%1?21: :/ Hoan thién cac
thién T4 chire ’ 7 ‘ Trang thong tin ‘ quy trinh ket
ho so; cong dan B phan Mot ctra tra két qua cho To chtic, cong dan. | 01 ngay Q6ng bd Qéng Van ban tra o1 | thic ho so trén
Tra ngwdi nﬁl; Dich vu quoc gia l?hén mém
kéli hd s0’. Dich vu cong

qua




276
PHU LUC 38.1: BIEU MAU PIEN TU

1. Tén tb chirc ton gido:

2. Tru s cua td chic ton gido:

3: N6i dung stra doi hién chuong:

4. Ly do stra d6i hién chuong:

5. Vian ban kém theo: Hién chuong stra d6i.
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PHU LUC 38.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

Diéu kién veé ky

TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kl(;l ghan ket thuat
Ban scan van ban Vén bin c6 chir ky
01 Bat budc Nop ban chinh s0 hoac file scan

Vin ban dang ky (theo mau B10)

dang ky

mau




Mau B10
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

.(l)..., ngay......thang......nam......

DANG KY
Sira doi hién chuong

Kinh gui: .......... 2)eeennn...

Tén t6 chirc t0n giao (Chif in hoa): ...
TrU SO CUA 0 CRUC tON ZIAO . .v.vvervrieeereecesceseeessese st tesssneess st es s sesssssssse s ses s s senaenens
Ping ky stra d6i hién chuong véi cac ndi dung sau:

Noi dung sira doi:

Van ban kém theo: Hién chuong stra doi.

TM. TO CH}'I C
(Chit ky, ddu)

(1) Pia danh noi c6 try s& clia td chuc ton gido.
(2) Co quan quan ly nha nuéc vé tin ngudng, ton gido & trung wong d6i vl vige sua dbi hién chuong

ctia t6 chirc ton giao co dia ban hoat dong 6 nhiéu tinh; Uy ban nhan dan cép tinh dbi voi viéc stra doi
hién chuong cta to chirc t6n gido co dia ban hoat ddng ¢ mdt tinh.



39. Quy trinh: Thii tuc dé nghi thanh 1ap, chia, tich, sap nhip, hop nhét té chiic ton gido true thudc cé dia ban hoat déng & mét tinh (QT-39)

dién tir (chi tiét tai Phu luc 39.1 kém theo).
(Trweong hop cac thdng tin trong Biéu mau dién tir di
c6 trong Co 56 dir lidu quoc gia Vé dan cu, hé thong
thong tin 6 lién quan, dwoc dien ty dong (neu CO)

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 39.2 kém theo);

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

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

Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Cé& nhan nop hd so truc tuyén tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hoac 2 .
Cong dich vu cébng cta Thanh phd (dia chi: (:Cécr)lng&g? Vil';
dichvucong.hanoi.gov.vn); g \UOC &
A - . o . o thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mot [An
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir nap motian,
. XA AR . n diéu hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune t6i Con
- Cong DVC két noi voi CSDLDC dé khai thac cac Dici VU obn g o .
truong thdng tin cua cong dan c6 trong CSDLDC Thanh ohé d% Nghi dinh s6 Ngudi nop
khi duoc két néi). phode 162/2017/ND- X -
(khi dug thuc hién cac 3 ho so phai
- Ngudi nop hd so lwa chon: WS CP ngay ane kv tai
guol nop ra CNe budc tiép theo: | 30/12/2017 ot dang ky tai
. + Dich vu cng tryc tuyén ’ Chinh phi (;;1; khoan giao
Ngp | Tochwe, |+ ChonSolloiwe Tai khoan gdm | dinh chi tiét | Clch diEn I
N canhan |+ Chon linh vuc Tin nguong, ton giao Ten dine nhap va | mas <& 4ia s | dang nhap
ho so + Chon thu tuc: Bé nghi thanh ldp, chia, tach, sap mat ihéﬁp m(:):[ SO d}eu Va | khoan,
nhdp, hop nhat té chirc tOn gido truc thudc co dia : ' b{f;n PhaP ﬂ,n Xac thuc
ban hoat dong o mét tinh - hanhNLuatt:un dinh danh
- Nguoi nop ho so dién cac ndi dung theo Biéu mau ngug?é% on dién tir
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
1. Nh§1n théng béo c6 hd so mai trén Hé théng;
2. Kiém tra ho so va céc thong tin.
Truong hop ho Ny can bd sung hodc hd so khong
thudc tham quyen giai quyét: Gui Thong béo dén
Nguoi ndp hé so (mau Thong bao Pién tir) néu rd
ly do va c6 van ban huong dan nguoi yéu cau bo
sung ho 50, ho:éln thién vh() S0, néu r6‘loai gjﬁy to, . . .
ndi dung can b6 sung d€ Ngudi nop ho so bo sung, Van ban tr choi, | Biéu mau theo
hoan thién. van ban hudéng Thong tu
Bj phan | 3 Trudng hop hd so di diéu kién giai quyét: \ | dam 01/2018/TT-
Sl A A At N TTA LA 2 ~. | Olngay | Phi€u chuyén xur VPCP ngay
Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (So6 theo doi , P \
2. : Ao x 1y (The hién trong | 23/11/2018 cua
"V dién tur theo mau). A a1 < .
Tiep Phan mém bang Van phong
A 3.2. Xac nhén thong tin, gui thong bao tiép nhan A 2 . .
nhan 1énh chuyén) Chinh phu
va gidii (ma ho so va ngay gio tra két qua) vao tai khoan cta
quyét Nguoi ndp hd so.
hd so C‘huyén’hé so toi Truéng Bo phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
4. Truong hop Nguoi nop hd so khong bd sung,
hoan thién dugc hd so, c6 vin ban tir chdi giai quyét
yéu cau cua Ngudi nop hd so.
1. Truy cap vao H¢ thong nhan théng bao c6 ho so Phié’uvchuyén XU
Lanh dao | mdi va tiép nhan ho so. 02 naa 1y (The hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong 98Y | Phan mém bang
Nghiép vu. 1énh chuyén)
Lanh dao Ao A 1 A A o LA A At A TTA
Phong, 1. Truy cép vao H¢ thong nhén thong bao c6 hé so 33 ngay Céap nhat trén H¢

Cong chirc

mai va tiep nhan ho so.

thong;
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chua

thu 1y ho
SO

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

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

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

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

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

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

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

- Du thdo van ban cua S¢& trinh Lanh dao UBND
Thanh phé; vin ban cia UBND Thanh phé (vin ban
tra 101/y kién chi dao).

Yéu cau bo sung/
tur cho1 giai quyét

Lanh dao
Ban

Kiém tra ho so:

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

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

2 ngay

Cap nhat trén H¢
thong;

Yéu cau bo sung/

tir chdi giai quyét

Lanh dao
S&

Xem xét ho so:

- Néu dong ¥: ky duyét vin ban trinh Lanh dao
UBND Thanh phd; ky nhay du thio van ban cta
UBND Thanh phd.

3 ngay

Cap nhat trén H¢
thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Néu khong dong y: Chuyén lai Ban Ton gido.
Linh d Xem xét ho so:
END | - Néu dong y: ky duyét van ban clia UBND Thanh Cap nhat trén He | Van ban tra
Thanh phoé (Van ban tra 101/y kién chi dao). 10 ngay thong; 161/Van ban chi
pho - Néu khong dong y: Chuyén lai S& Noi vu, Ban Ton dao
gido.
Tiép nhan van ban tra 15i ciaa UBND Thanh ph:
Linh d - Néu UBND Thanh phé da ra Vin ban tra 10i: nhan
Cane or | Vn bn tré 101 va tré v& BY phin TN&TKQ dé bén Cap nhit trén He | Van ban tr
l(:(‘ngl ¢ ﬂ:f giao két qua cho cong dan; 03 ngay thong; 161/Dy thao
ply he ¥ | - Néu UBND Thanh phé ra y kién chi dgo: dy thio Vin ban tra 15
van ban tra 101 t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
~ 1 T S S Cap nhat trén H¢
Lanh dao | Xem xét ky duyét van ban tra 161 t6 chire/cé nhan ton . X C la a1
: . 02 ngay thong; Vin ban tra 101
Ban glao
C01‘1g chire Hoan thién HO so, chuyén két qua vé Bo phan . Cap nhg}t trén He e ks 1as
phong thu 01 ngay thong; Van ban tra 1o1
1y ho so TN&TKQ
3. B6 phan Hoan thién
Hoan M;‘)tpcfi’a/ cac quy
thién T4 chire Trang théng tin trinh ket
ho so; c6na dan B0 phan M6t ctra tra két qua cho To chire, cong dan. | 01 ngay dong bd Qéng Van ban tra 161 | thic ho S0
Tra n u’?)’i 6 ’ Dich vu quoc gia trén Phan
ket gh(“) so’.p mém Dich
qua vu cong
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PHU LUC 39.1: BIEU MAU PIEN TU

1. Tén tb chirc t6n gido hoic t6 chuc ton gido tryc thudc:
2. Tru s¢:

3. Ly do thanh lap:

4. Tén t6 chic tdn gido truc thudc du kién thanh lap:

5. Dia diém du kién dit try s¢ cua t chuc ton giéo truc thugc sau khi thanh 1ap:
6. Nguoi dai dién cua to chire trude khi thanh lap:

Ho va tén:

Nam sinh:

Tén goi trong tén gido (néu cd):

Chtic vu, pham vi (néu co):

S6 CMND/S6 ho chiéu/Sé dinh danh cé nhan:

Ngay cap:

Noi cap:

7. Nguoi dai dién cua td chac sau khi thanh lap:

Ho va tén:

Nam sinh:

Tén goi trong tdn gido (néu co):

Chuc vu, pham vi (néu co):

S6 CMND/S6 ho chiéu/Sé dinh danh cé nhan:

Ngay cap:

Noi cap:

8. Bia ban hoat dong tbn giao:

9. S6 luong tin d6 cua to chirc ton gido truc thudc tai thoi diém thanh lap:
10. Co c4u t6 chuc
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PHU LUC 39.2: THANH PHAN HO SO PIEN TU

N rs YA ez < A A < Xuit trinh/ ndp ban S S
TT Tén thanh phin hd so Co'so dirligwban | Bat buge/khong bat | oy i nhan kée | Dicu kién veky
chup/ban dién tw bufc dinh kém qui : thuat
Vin ban dé& nghi (theo miu B13 Ban scan vin ban d& Van ban co6 chir ky
1. (thanh 1ap) hodc B14 (chia tach, sap nohi Bat budc Nop ban chinh s0 hodc file scan
nhap, hop nhat)); s mau
an ban tom tat qua trinh hoat don o
\{an b;an to, tatAqua .t,l ogt do Ag Van ban co6 chir ky
cua to chac ton gido truc thudc \ L1 A A 1z . 2 <
2. ; . , A Ban scan Bat budc Nop ban chinh sO hoac file scan
trudc khi chia tach, sap nhap, hop .
Zs. mau
nhat;
Danh sach, so y¢u 1y lich, phiéu ly
lich tu phap, ban tom tat qua trinh Vin ban c6 chir ky
3. hoat dong ton giao cua nguoi dai Ban scan Bat budc Nop ban chinh s0 hodc file scan
dién va nhiing nguoi dy kién lanh mau
dao t0 chirc ton giao truc thudc;
Hién chuong cua to chuc tén gido Vén ban c6 chir ky
4, N g; , & Ban scan Bat budc Nop ban chinh s0 hoac file scan
truc thude (n€u co); A
mau
A . : Van ban c6 chir ky
Ban ké khai tai san h hap cua t0 \ A N . 2y«
5. a’ eA 6.1, tai sa QP phap Cua to Ban scan Bat budc Nop ban chinh s0 hoac file scan
chtrc ton gido truc thudc; A
mau
iy : ez Van ban c6 chir ky
ay to chu h cé ém h \ A N . 2y«
6. Gle}y to;c }I ne m1qn c6 dia diém hop Ban scan Bat budc Nop ban chinh s0 hoac file scan
phap dé dat tru sé. ML
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

.(l)..., ngay......thang......nam......
PE NGHI
Thanh lap to chirc ton giao truc thugc
Kinh giri: .......... () R

Tén t6 chuc ton gi4o hoic té chie ton gido truc thudc (chit in hoa): ..........c.cccee.......
T SO, ttttieeie e e e e e e i ettt e e e e e e et e et e e e e e s et e bbb b e e e eeeeeee e e e e b bbb rreeeeeeeeeaaaarrarreeeeeeenaanarres
beé nghi thanh lap t6 chire ton gido truc thudc véi cac nodi dung sau:
LY dO thanh 1A ..o
Tén t6 chure ton gido truc thudc du Kien thanh 1ap: ...

Dia diém dy kién dit tru so cta to chuc tén gido truc thudc sau khi thanh l1ap:

Nguoi dai dién cta to chie trude khi thanh 1ap:

Hovatén:..............oooiiii, NAM SINN covvvvvviiiiiiiiiii,

(O e 1O I (o X011 <o

Mau B13

Vin ban kém theo gom: Danh sich, so yéu ly lich, phiéu Iy lich tu phap, ban tém tat qué trinh
hoat dong ton gido cua nguoi dai dién va nhitng nguoi du Kién 1anh dao t6 chac tdn giao truc
thuoc; hién chuong cua to chac ton giao truc thudc (néu cd); ban ké khai tai san hop phép cua

t6 chuc ton gido truc thudc; gidy to chirng minh ¢ dia diém hop phap dé dat tru so.

TM. TO CHUTC (3)
(Chir ky, ddu)

(1) Dia danh noi c6 tru so cua to chuc tén gido hodc to chuc tén gido truc thude dé nghi thanh 1ap to

chuc ton gido truc thudc.

(2) Co quan quan ly nha nudc vé tin ngudng, t6n giéo ¢ trung wong ddi véi dé nghi thanh lap té chirc
ton giao truc thudc co dia ban hoat dong ¢ nhiéu tinh; Uy ban nhan dan cap tinh doi véi dé nghi thanh

lap to chirc ton gido truc thude co dia ban hoat dong & mot tinh.
(3) To chirc tdn giao hoac to chare ton giao truc thudc.
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N ] Mau B14
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

PE NGHI
Chia, tach, sdp nhap hoac hop nhat to chirc ton giao truc thudc

Kinh gtri: .......... @
Tén t6 chie ton gi4o hoac td chirc ton gido truc thudc (chit in hoa):

Pé nghi chia, tach, sap nhap hoic hep nhatté chic ton gido truc thudc véi cac ndi
dung sau:

1. Ly do chia, tAch, s4p Nhap hoaC NOP NNAL: .......vieeeeececeee e,
2. T6 chire t6n gido truc thude trude khi chia, tach, sap nhap hoac hop nhét:

TBN O CRTC ..ttt e sttt ee s n et en st en et s s een s
B I SRS PPPPRPPR
Dia ban hoat AONQ tON GIAO: ...c.veeieeie e
SO TUONZ tN AO: 1.rvvvecvrereeveeseseeteeieeeset et es et es ettt s st
CO CAU EO CITIC 1+ttt ettt et ee e e et eeee et et et et et et et et et et et et et et et eneeeeseeeeeeeeeeeneeneens
Nguoi dai dién:

Hovatén:..............oooiiiii, Nam sinh: ....ccocvviiiiiiii,
TEN goi trong toN GIA0 (NEU CO):....vvvvvecereeereeeesesevereeetesee s sesees st es e
ChUC VU, PRAM Vi (NEU CO):.vvvvvereeceeceeee et esae st en st n s sesses e nees s
S6 CMND/S6 ho chiéu/Sé dinh danh CANNAN: ......vveeeeeeeeeeeeeeeeeeee e,
NQGAY CAP:..evveeeenn. NOT CAP: oottt
3. T6 chiic ton gido truc thudc sau khi chia, tach, sap nhap hoac hop nhat:

TN O CRTIC: vt e et e ettt et e e e e e e e e e ee e e et et et ee e e e enenens
I PP
Dia ban hoat dONQ tON QIA0: .....ccveiiiiee e
SO TUONY TN BO: ettt ettt r st en et ene s een s
CO CAU O CRUCT ...ttt sttt sttt en e,
Nguoi dai dién:

Hovatén:............oooo, Nam sinh: ...,
TEN gOi trong tAN GIA0 (NEU COY:..uvvvrrerieereseeeeieeee st
ChUC VU, PRAM VI (NEU COY: .ot
S6 CMND/S6 ho chiéu/S6 dinh danh CANNAN: ...,
NQGAY CAp:....evvevennnn.. NOT CAP: . evveveeese sttt ettt en et eneesees

Vin ban kém theo gom: Vin ban tém tat qué trinh hoat dong cua to chic ton gido tryc
thudce trudc khi chia, tach, sdp nhap, hop nhat; danh sach, so yeu ly lich, phiéu ly lich tu phap,
ban tom tat qua trinh hoat dong ton gido cta nguoi dai dién va nhirng nguoi du kién 1anh dao
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t6 chirc ton gido truc thudc; ban ké khai tai san hop phap cua to chuc ton gido truc thudc; gidy
to chung minh o dia diém hop phap dé dit tru s&; hién chuong cta té chire ton gido truc thudc
(néu co).

TM. TO CHUC®
(Chi ky, ddu)

@) Pja danh noi ¢o tru s¢ cua to chirc ton gido hoic té chirc ton gido truc thudcdé nghi chia, tach, sap
nhap hoic hop nhét té chirc tén gido truc thugc.

@ Co quan quan 1y nha nude vé tin ngudng, ton gido & trung wong dbi véi dé nghi chia, tach, sap nhap,
hop nhét té chtrc ton gi4o truc thude co dia ban hoat dong ¢ nhiéu tinh; Uy ban nhan dan cip tinh dbi
Vvé6i dé nghi chia, tach, sap nhap, hop nhét té chuc ton gido truc thude co dia ban hoat dong & mot tinh.
®) T4 chwe t6n gido hoic td chuc ton gido truc thude dé nghi.



40. Quy trinh: Thi tuc ding ky thuyén chuyén chitc sac, chikc viéc, nha tu hanh 1a ngwdi dang bi budc tdi hodic nguwoi chwa dwoc x6a an
tich (QT-40)

Bwéc | Chi thé Quy trinh chi tiét Ell;‘;]" Trang thai Cin cix phap ly Ghi cha
- Ca nhan ngp ho so truc tuyén tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hodc Céne Dich vu
Cong dich vu cong cua Thanh pho (dia chi: con gQuéc i
dichvucong.hanoi.gov.vn); g uoc &
A - ). L. ) n thyc hién ding
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mét 1An
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir hap motfan,
. X A AR : A di€u hudng nguoi
(theo huéng dan trén Cong Dich vu cong). dune t6i Con
- Céng DVC két néi véi CSDLDC dé khai thac cac Dici oo & | Nghi dinh sb ‘
truong thong tin cua cong dan cé trong CSDLDC Thanh phé dgé 162/2017/NB- | Nguoi nop ho
(khi dugc két ndi). e hilgn ” CP ngay so phai dang
1 . - Nguoi nop ho so lya chon: buée tidn theo: 30/12/2017 cta | Ky tai khoan
N(‘; To chue, | + Dich vu cong truc tuyen P ’ Chinh phu quy | giao dich dién
P 1 canhan | + Chon Sé Néi vu .. . x| dinhchitiétmot | tw, ding nhap
ho so Tai khoan gom

+ Chon linh viee Tin nguong, ton giao

+ Chon thii tuc: Bdang ky thuyén chuyén chirc sdc,
chire viéc, nha tu hanh la nguwoi dang bi bugc toi
hodc nguoi chia diroc x0a an tich

Tén dang nhap va
mat khau.

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 40.1 kém theo).
(Trweong hop cac thdng tin trong Biéu madu dién tir da
c6 trong Co 56 dir lidu quoc gia Vé dan cu, hé thong
thong tin cd lién quan, dwgc dien ty dong (neu co) _

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 40.2 kém theo);

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

s6 diéu va bién
phép thi hanh
Luat tin ngudng,
ton giao

tai khoan, xac
thuc dinh danh
dién tu
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Thoi

Bwéc | Chi thé Quy trinh chi tiét gian Trang thai Cin cix phap ly Ghi cha
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nhan thong bao c6 hd so méi trén Hé thong;
2. Kiém tra ho so va cac théng tin.
Truong hop hd Y can bd sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (mau Thong bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung ho 50, hoan thién ho so, néu 1o loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so b sung, Van ban tir choi, | Bi€u mau theo
hoan thién. van ban huong Thong tu
Bo phan | 3. Truong hop ho so du diéu kién giai quyét: . _, dan; 01/2018/TT-
Sy A A LAt x TTA A 2 ;| 0lngay | Phi€u chuyén xu VPCP ngay
2. Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (So6 theo doi ,
.; : A x ly (The hién trong | 23/11/2018 cua
Tiep dién tir theo mau). 5 |
A , . N , e A Lz R Phin mém bang Van phong
nhan 3.2. Xac nhan thong tin, gtri thong bdo tiép nhén . .
N Y N YN T , 1énh chuyén) Chinh phu
va gidi (ma ho so va ngay gio tra két qua) vao tai khoan cua
quyeét Nguoi ndp ho so.
ho so C‘huyén’hé so toi Trudng Bo phan mot ctra; Chuyén
ho so dén Lanh dao Ban Tén gido.
4. Truong hop Nguoi ndp hd so khong bd sung,
hoan thién dugc ho so, c6 van ban tir choi giai quyet
yéu cau cua Ngudi ndp ho so.
1. Truy cép vao H¢ thong nhan théng bao c6 ho so Phié’uqchuyén XU
Lanh dao | mdi va ti€p nhén ho so. L ‘ 01 nad 1y (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong 98Y | Phan mém bang
Nghiép vu. 1énh chuyén)
Lanh dao | 1. Truy cap vao H¢ thong nhan thong bao c6 ho so X Cap nhat trén H¢
A Ny A 1A 14 ngay %
Phong, | mdi va ti€p nhan ho so. thong;
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw phap ly

Ghi chua

Cong chirc
thu ly ho
SO’

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

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

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

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

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

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

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

- Du thdo van ban cua S¢ trinh Lanh dao UBND
Thanh phé; vin ban cia UBND Thanh phé (vin ban
tra 101/y kién chi dao).

Yéu cau bo sung/
tur choi giai quyét

Lanh dao
Ban

Kiém tra ho so:

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

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

1 ngay

Cap nhat trén H¢

thong;

Yéu cau bo sung/
tur choi gidi quyét

Lanh dao
So

Xem xét ho so:

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

2 ngay

Cap nhat trén H¢

thong;
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Bwéc | Chi thé Quy trinh chi tiét Ell;‘;]" Trang thai Cin cix phap ly Ghi cha
- Néu khong dong y: Chuyén lai Ban Ton gido.
Linh d Xem xét ho so:
UEND | - Néu dong y: ky duyét van ban ctia UBND Thanh Cap nhat trén Hé | Van ban tra
Thanh pho (van ban tra 161/y kién chi dao). 5 ngay thong; 161/Van ban chi
pho - Néu khéng dong y: Chuyén lai S& Noi vu, Ban Ton dao
gido.
Tiép nhan van ban tra 15i ciaa UBND Thanh ph:
Linh d - Néu UBND Thanh phé d3 ra van ban tra 1oi: nhan
Cilrl: ;l'l 9> | vin ban tra 10i va tra vé B6 phan TN&TKQ dé ban Cap nhat trén Hé Vin ban tra
l(:(‘ngl ¢ tl:r: giao két qua cho cong dan; 01 ngay thong; 161/Dy thao Vin
ply h(‘% so | Néu UBND Thanh pho ra y kién chi dao: du thao ban tra 1oi
van ban tra 101 t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
~ 1 T S S Cap nhat trén H¢
Lanh dao | Xem xét ky duyét van ban tra 161 to chirc/ca nhan ton X z Cva ot
: . 01 ngay thong; Vin ban tra 101
Ban glao
Co?g chire Hoan thién HO so, chuyén két qua vé Bo phan . Cap nhg}t trén He e ks 1as
phong thu 01 ngay thong; Van ban tra 1o1
1y ho so TN&TKQ
3. A pa
Hoan ﬁ%fi‘i :/ Hoan thién cac
thién Té chire 7 Trang thong tin quy trinh két
ho so; cona dan B0 phan M6t ctra tra két qua cho To chire, cong dan. | 01 ngay dong b Cong Van ban tra o1 | thic ho so trén
Tra n u’?)’i 6 ’ Dich vu quoc gia Phan mém
két gh 3 s0'.p Dich vu cong

>

qua
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PHU LUC 40.1: BIEU MAU PIEN TU

1. Tén to chic:

2. Tru so:

3. Ho va tén ngudi dugc thuyén chuyén:

Tén goi trong tén gido (néu co):

Churc vu:

Pham vi:

4. Ly do thuyén chuyén:

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

6. bia ban hoat dong ton gido sau khi duoc thuyén chuyén dén:
7. Thoi diém duy kién thuyén chuyén:
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PHU LUC 40.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

Diéu kién veé ky

TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kl(;:l ghan ket thuat
Ban scan van ban Vén ban c6 chir ky
1 Bat budc Nop ban chinh sO hodc file scan

Vin ban ding ky (theo mau B22)

dang ky

mau
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Mau B22

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

.(l)..., ngay......thang......nam......

PANG KY
Thuyén chuyen chirc sac, chikc viéc, nha tu hanh
1a nguoi dang bi bugc t9i hoac chwa dwec x6a &n tich

Kinh giti .......... ).

LI 10 S OO P PP UPPTOPRPOPRTOP
Ping ky thuyén chuyén chic sic, chirc viéc, nha tu hanh vai cac noi dung sau:

Ho va tén ngudi duoC thUYBN CRUYEN: ..ottt
TN goi trong tON GIA0 (NEU CO): w.evvuveeeieeeseeee ettt
ChUuC VU .« S PRAM VI oottt

Thoi diém du Kién thUYBN CAUYEN: .......c.eveeeeeeeeesee et

TM. TO CHUTC (3)
(Chir ky, ddu)

(1) Dia danh noi c6 try s cua to chirc ton gido hodc t6 chic ton gido truc thudc. o
(2) Uy ban nhan dan cap tinh noi du kién chirc sac, chirc viéc, nha tu hanh thuyén chuyén den.
(3) To chuec tén gido hoac t6 chuc ton gido truc thudc thuyén chuyén chirc sac, chuc viéc, nha tu hanh.



41. Quy trinh: Thia tuc dé nghi sinh hoat ton gi4o tap trung cia ngwdi nwéc Ngoai cw trd hop phap tai Viét Nam (QT-41)

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu

- Ca nhan ngp hd so tryc tuyén tai Cong dich vy

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

Cong dich vu cébng cta Thanh phd (dia chi: CCécl)lngéDJg? Vil';

dichvucong.hanoi.gov.vn); thu cghién dégn

- Nguoi nop ho so dang ky tai khoan giao dich di¢n nhan mét lﬁng

tir, dang nhap tai khoan, x4c thuc dinh danh dién tir nap motian,

. X A AR : A diéu hudng nguoi

(theo hudng dan trén Cong Dich vu cong). dune t6i Con

- Cong DVC két noi vai CSDLDC dé khai thac cac Dic‘% VU oo £ o

truong théng tin cua cong dan c6 trong CSDLDC 1 Vi €ONG Nghi dinh s6

(khi duoc két néi). Thanh pho d& | 162/2017/ND- ‘

- Neudi nop hd so lua chon: thyc hién cdc CP ngay Nguai ngp ho so

+ Dich v cong truc tuyén bude tiép theo; | 30/12/2017 cta | phai ding ky tai

1. Té chire. | + Chgn Sg Ngi vu. T Khodn o8 Chjnh ph}"l quy khgén glaovdich

NOP | <nhan |+ Chon linh viee Tin ngwéng, ton giao TAal P Oanh‘%om‘ d}nhfh,lflet‘ dicn tw, dang
ho so + Chon thi tuc: Pé nghi sinh hoat ton giao tdap on %ni}?; ap va m(:):[ 50 dicu va nh,ap tai khgan,

trung cua nguoi nudc ngoai cu trl hop phap tai mat khau. b}(;n phaP ﬂ?l xac thu.cAquh

viet Nam hanh Luat tin danh dién tu

- Ngudi nop hd so dién céc ndi dung theo Biéu mau ng“g%gc; ton

dién tir (chi tiét tai Phu luc 41.1 kém theo).
(Tmang hop cac thong tin trong Bleu Mau dién tur da
¢6 trong Co 56 dir ligu quoc gia Vé ddn cu, hé thong
thong tin co lién quan, dugc dien ty dong (neu CO)

- Tich hop thanh phan h6 so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 41.2 kém theo);

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

Biéu mau dién tr
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
1. Nhén thong bao co h6 so méi trén Hé thong;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bd sung hoic hd so khong
thudc thdm quyén giai quyét: Gui Thong bao dén
Nguot ngp ho so (mau Thoéng bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so b sung, Van ban tir choi, | Bi€éu mau theo
hoan thién. van ban hudng Thong tu
B§ phan 3. Truong hop ho so da diéu kién giai quyét: . y dan; 01/2018/TT-
S o A A LAt x TTA A 2 ~. | 0l ngay | Phiéu chuyén xur VPCP ngay
Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (So6 theo doi , 21 n ,
: A x 1y (Thé hién trong | 23/11/2018 cua
2. dién tr theo mau). N A > - \
. £ . A N 1A .k . Phan mém bang Van phong
Tiep 3.2. Xac nhan thong tin, gui thong bao ti€p nhan A X . ;
A <A NI YN . 1énh chuyén) Chinh phu
nhin (ma ho so va ngay gio tra két qua) vao tai khoan cua
va giai Ngudi nop ho so.
quyét C‘huyén’hé so toi Truong Bo phan mot ctra; Chuyén
ho so h6 so dén Lanh dao Ban Tén gido.
4. Truong hop Ngudi nop hd so khong bd sung,
hoan thién duoc hd s0, ¢6 van ban tir chdi giai quyét
yéu cau cua Ngudi ndp hd so.
1. Truy cap vao H¢ thong nhan théng bao co ho so Phiéuqchuyén XU
Lanh dao | mdi va ti€p nhan ho so. 01 nad 1y (The hién trong
Ban 2. Phan cong thu ly ho so, chuyén ho so vé phong 98| "Phin mém bang
Nghiép vu. 1énh chuyén)
~ 1. Truy cap vao H¢ thong nhan thong bao c6 ho so Cap nhat trén H¢
Lanh dao SN Lk n X Z
+._ | médiva tiep nhan ho so. s thong;
Phong, 16 ngay

Cong chirc

2. Phan cong cho cong chirc thu 1y ho so, tham muu
gidi quyét.

Yéu cau bd sung/
tur choi giai quyét
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chua

thu 1y ho
SO

3. Cong chirc thy 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).

- Truong hop ho so chua du diéu kién giai quyét:
du thao vian ban théng bao bd sung hd so (lanh dao
Ban ky); néu r6 ly do, ndi dung can b6 sung.

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

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

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

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

- Du thao van ban cua S¢ trinh Lanh dao UBND
Thanh phé; vin ban cia UBND Thanh phé (vin ban
tra 16i/y kién chi dao).

Lanh dao
Ban

Kiém tra hd so:

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

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

1 ngay

Cap nhat trén H¢
thong;

Yéu cdu bo sung/

tir chdi giai quyét

Lanh dao
S&

Xem xét ho so:

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

- Néu khong dong y: Chuyén lai Ban Ton gido.

2 ngay

Cap nhat trén H¢
thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Linh d Xem xét hd so:
G‘ENSO - Néu ddng ¥: ky duyét vin ban ciia UBND Thanh Cap nhat trén Hé | Van ban tra
Thanh pho (van ban tra 161/y kién chi dao). 5 ngay thong; 161/Van ban chi
phé - Néu khong dong ¥: Chuyén lai S Noi vu, Ban Tén dao
gido.
Tiép nhan vin ban tra 10i cia UBND Thanh pho:
Linh d - Néu UBND Thanh phd da ra van ban tra 1oi: nhan
c 3:11 cfzé van ban tra 101 va tra vé Bo phan TN&TKQ dé ban Cap nhat trén H | Van ban tra
h(‘ngl thu giao két qua cho cong dén; 01 ngay thong; 161/Dy thao
ply ps % | -Néu UBND Thanh phé ra y kién chi dao: dy thao Vin ban tra 16
van ban tra 101 t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
~ 1 R A Cap nhat trén H¢
Lanh dao | Xem xét ky duyét van ban trd 161 to chirc/cé nhan ton X X C la a1
: . 01 ngay thong; Vin ban tra 101
Ban glao
Cong chire \ n A 21k s A YA LA Cap nhat trén H¢
phong thu Hoan thién HO so, chuyén két qua vé BO phan 01 ngay théng: Vin ban trd 15i
1y hé so TN&TKQ
3. A A
Hoan 15[%?25:/ Hoan thién cac
thién T4 chire 7 Trang thong tin quy trinh keét
ho so; cona dan B0 phan Mot ctra tra két qua cho To chire, cong dan. | 01 ngay dong bo Cong | Vanbantra 161 | thuc ho so trén
Tra n u’(g)’i 6 ' Dich vu quobc gia Phan mém Dich
ket ghf“) s0’.p vu cong

qua
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PHU LUC 41.1: BIEU MAU PIEN TU

1. Nguoi dai dién:

Ho va tén:

Tén goi khac:

Nam sinh:

Qudc tich:

Tén giao:

2. Tén nhom sinh hoat ton gido tap trung ctia ngudi nudce ngoai cu tra hop phap tai Viét Nam:
3. Ly do:

4. N6i dung sinh hoat ton giao:

5. Thoi gian:

6. Co s¢ ton gido hodc dia diém du kién sinh hoat ton g140:

7. S6 luong nguoi tham gia:
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PHU LUC 41.2: THANH PHAN HO SO PIEN TU

STT

Tén thanh phan ho so

Co sé dir liéu/ban
chup/ban dién tir

Bit budc/khong bit
budc dinh kem

Xuét trinh/ ndp
ban chinh khi
nhan ket qua

Pidu kién vé ky thuat

Vin ban dé nghi (theo mau

Ban scan van ban

Vin ban co6 chir ky so

1 ) B\Ct A BJ A
B36); dang ky t bude t buge hodc file scan mau
Ban sao c6 ching thuc gidy
to chiing minh viéc cu tra Vin ban co chit k¥ s6
2 ! . VIG ! , L1 A Zov A an ban co chir ky so
hop phap tai Viét Nam cua Ban scan Bat budc Bat budc hodic file scan mau
nguoi dai dign;
Vin ban dong ¥ cia ngudi
dai dién co s¢ ton giao hoac Vin ban o6 chit kb <&
3 gidy to ching minh c6 dia Ban scan Bit budc Bit budc an ban co Chr Xy s

diém hop phap dé sinh hoat
ton gido tap trung.

hoac file scan mau
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. ) N Mau B36
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

.(l)..., ngay......thang......nam......

PE NGHI
Sinh hoat ton giao tap trung cia ngwoi nwéc Ngoai
cu tra hgp phap tai Viét Nam

Kinh gui: .......... (2)eeiinnn.n.
NEUOT A1 AICN: oottt e e s bb e e e st e e e nabe e nnes
Hovatén: ............. Tén goi khac: ........... NAM SINN: covvviiiiiiiiicccceeeeeeeeee e
Quoc tich: ............... TON ZIA0: i

Dé nghi sinh hoat ton gi4o tap trung ctia nguoi nudc ngoai cu tra hop phap tai Viét Namvdi cac
ndi dung sau:

Y (o USSR PSRORPRIN

NO1 dung sinh hoat tOn IA0: ....ccviiiiiiiiiie s

B ST e T LA PP PP PR PRI

Co s6 ton gido hoac dia diém du kién sinh hoat tén IA0: i

SO IUQONE NGUT hAIM GIA: cv.vevvevereierevceeeeeseeses sttt s e ss st sneneas

Vin ban kém theo gdm: Ban sao ¢ chimg thuc gidy to chimg minh viéc cu tra hop phap tai Viét
Nam cua ngudi dai dién; van ban dong y ctia ngudi dai dién co sd ton gido hoic gidy to chiing
minh c6 dia diém hop phap dé sinh hoat ton giao tap trung.

NGUOI PAI DIEN
(K, ghi ro ho tén)

(1) Dia danh noi ¢6 co so ton gido hodc dia diém hop phéap dé sinh hoat ton gido tap trung.
(2) Uy ban nhan dan cap tinh noi c6 co s¢ ton gido hodc dia diém hgp phap dé sinh hoat ton gido tap
trung.



42. Quy trinh: Thi tuc dé nghi méi té chikc, ¢4 nhan nwéc ngoai vao Viét Nam thuc hién hoat dgng ton gido & mét tinh (QT-40)

Bwéc | Chi thé Quy trinh chi tiét Ell;‘;]" Trang thai Cin cix phap ly Ghi cha
- Ca nhan nop ho so truc tuyén tai Cong dich vy
cong quoc gia (dia chi: dichvucong.gov.vn) hodc Céne Dich vu
Cong dich vu cbng cua Thanh pho (dia chi: on gQuéc e
dichvucong.hanoi.gov.vn); g UOC &
AT - . o . o thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhao mot An
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir hap motfan,
. X A AR : A di€u hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune t&i Con
- Cong DVC két noi vai CSDLDC dé khai thac cac Dici VU obn &
truong thong tin cua cong dan cé trong CSDLDC Thanh phé dgé Nghi dinh s6
(khi dugc ket noi). thue hign chc 162/2017/ND- | Ngudi nop hd
- Nguoi nop ho so lya chon: oA CP nga hai da
&} A Py budce tiép theo; gay i SO phal dang
) ] + Djch V“7°°Q9 truc tuyen 30/12/2017 cua ky tai khoan
hd so ca nhan ¢ ) guong, g Tén ding nhap va dinh chi tiet mot | tu, dang nhap

+ Chon thi tuc: Bé nghi moi té churc, cd nhdn nwdc
ngoai vao Viét Nam thyc hién hoat dong ton gido o
mot tinh

mat khau.

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 42.1 kém theo).
(Trweong hop cac thdng tin trong Biéu madu dién tir di
c6 trong Co 56 dir lidu quoc gia Vé dan cu, hé thong
thdng tin c6 lién quan, duroc dien ty dong (neu co) _

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 42.2 kém theo);

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

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

s6 diéu va bién
phap thi hanh
Luat tin ngudng,
ton gido

tai khoan, xac
thuc dinh danh
dién tu
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Thoi

Bwéc | Chi thé Quy trinh chi tiét gian Trang thai Cin cix phap ly Ghi cha
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bd sung hoic hd so khong
thudc thdm quyén giai quyét: Gui Thong bao dén
Nguot ngp ho so (mau Thoéng bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so bo sung, Van ban tr choi, | Bi€u mau theo
hoan thién. van ban hudng Thong tu
B phan | 3. Truong hop ho so du diéu kién giai quyét: . _, dan; 01/2018/TT-
S o A A LA i x TTA A 2 ~. | 0l ngay | Phiéu chuyén xur VPCP ngay
Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (So6 theo doi , 21 n \
: A x 1y (Thé hién trong | 23/11/2018 cua
2. dién tr theo mau). X A 3 - \
X , . . , e A Lz R Phan mém bang Vian phong
Tiep 3.2. Xac nhan thong tin, gui thong bao ti€p nhan A X , ;
X N NS N Lo 1énh chuyén) Chinh phu
nhin (ma ho so va ngay gio tra két qua) vao tai khoan cua
va giai Ngudi nop ho so.
quyét Chuyén ho so t6i Truong BO phan mot cira; Chuyén
ho so h6 so dén Lanh dao Ban Tén gido.
4. Truong hop Ngudi ndp hd so khong bd sung,
hoan thién dugc h6 so, c6 van ban tir choi giai quyet
yéu cau cua Nguoi ndp ho so.
1. Truy cap vao H¢ thong nhan théng bao co ho so Phiéuqchuyén XU
Lanh dao | mdi va ti€p nhan ho so. 01 nad 1y (The hién trong
Ban 2. Phan cong thu ly ho so, chuyén ho so vé phong 98| "Phin mém bang
Nghiép vu. 1énh chuyén)
~ 1. Truy cap vao H¢ thong nhan thong bao c6 ho so Cap nhat trén H¢
Lanh dao m&i va tiép nhan ho so thong;
Phong, p s ) 16 ngay &

Cong chirc

2. Phan cong cho cong chirc thu 1y ho so, tham muu
gidi quyét.

Yéu cau bd sung/
tur choi giai quyét
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw phap ly

Ghi chua

thu 1y ho
SO

3. Cong chirc thy 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).

- Truong hop ho so chua du diéu kién giai quyét:
du thao vian ban théng bao bd sung hd so (lanh dao
Ban ky); néu r6 ly do, ndi dung can b6 sung.

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

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

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

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

- Du thao van ban cua S¢ trinh Lanh dao UBND
Thanh phé; vin ban cia UBND Thanh phé (vin ban
tra 16i/y kién chi dao).

Lanh dao
Ban

Kiém tra hd so:

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

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

1 ngay

Cap nhat trén H¢
thong;

Yéu cdu bo sung/

tir chdi giai quyét

Lanh dao
S&

Xem xét ho so:

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

- Néu khong dong y: Chuyén lai Ban Ton gido.

2 ngay

Cap nhat trén H¢
thong;
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Bwéc | Chi thé Quy trinh chi tiét Ell;‘;]" Trang thai Cin cix phap ly Ghi cha
Linh d Xem xét hd so:
BN | - Néu déng §: ky duyét van bin ctia UBND Thinh Cap nhat trén He | Van ban tra
Thanh pho (van ban tra 161/y kién chi dao). 5 ngay thong; 161/Van ban chi
phé - Néu khong dong ¥: Chuyén lai S Noi vu, Ban Tén dao
gido.
Tiép nhan vin ban tra 10i cia UBND Thanh phd:
Linh d - Néu UBND Thanh phd da ra van ban tra 1oi: nhan
Camed €A% | van ban trd 151 va trd vé B9 phan TN&TKQ dé ban Cap nhat trén He | Van ban tra
l(:(‘ngl ¢ tl:r: giao két qua cho cong dén; 01 ngay thong; 161/Dy thao Vian
ply h(‘% o |- Néu UBND Thanh pho ra y kién chi dao: du thao ban tra 101
van ban tra 101 t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
~ 1 R A Cap nhat trén H¢
Lanh dao | Xem xét ky duyét van ban tra 161 t6 chirc/ca nhan ton X X Cva ot
: . 01 ngay thong; Vin ban tra 101
Ban glao
Cong chirc \ A A 2 LA A Céap nhat trén He
phong thu Hoan thién HO so, chuyén két qua vé B§ phan 01 ngay théng: Vin ban trd 15i
1y hé so TN&TKQ
3. A A
Hoan 15[%?25:/ Hoan thién cac
thién T4 chire 7 Trang thong tin quy trinh két
ho so; cona dan B0 phan Mot ctra tra két qua cho To chire, cong dan. | 01 ngay dong b Cong Van ban tra o1 | thic ho so trén
Tra n u’(g)’i 6 ’ Dich vu quobc gia Phan mém
ket gh 3 s0’. P Dich vu cong

qua




1. Tén td chirc:

2. Tru so:

3. Tén t6 chuc, ca nhan dugc moi:

4. Muc dich:
5. Noi dung cac hoat dong:
6. Thoi gian t6 chuc:

7. Pia diém to chc:
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PHU LUC 42.1: BIEU MAU PIEN TU
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PHU LUC 42.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A 5 A 1A Co sé dir liéu/ban Bat budc/khon , . LA A Diéu kién ve k¥

T Ten thanh phan ho so chup/bén dién tic | bit bue dinh ki | Chinb kl(;lghan ket thuat '

; . x Ban scan van ban . Vn ban c6 chr

1 | Van ban d¢€ nghi (theo mau B37); ding ky Bat budc Nop ban chinh ky so hoafu\: file
SCan mau

Ban gidi thi¢u tom tat cac hoat dong Van ban co chir

2 | chil yéu cua to chirc, ca nhan nudc Bén scan Bit budc Nop ban chinh ky s6 hodc file
ngoai; scan mau

Vian ban ching minh chire danh hoat . Van ban ¢6 chi

3 : Ban scan Bat budc Nop ban chinh ky s hoac file

dong ton gido cua ngudi duge moi.

scan mau
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Mau B37

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

.(l)..., ngay......thang......nam......

PE NGHI
Mai to chirc, ca nhan nwéc ngoai vao Viét Nam thuc hién
hoat dong ton gido hoac hoat dgng quan hé quoc te ve ton gido

Tén t6 chtc (chit in hoa):.... .....ooevvueeven. (3) toreiiere e

I8 U PESRRR

Dé nghi mai t6 chirc, ca nhan nudc ngoai vao Viét Nam thuc hién ...(4)... véi cac noi dung sau:
Tén t6 chuc, ca nhan dugc Moi: .................. ) T

IVHIC GO +vvvvee et s e s e e e e ee s e s ee s ee s e s ee s e s ee s eessee s eeseeee e ee s

AN TS o [T g T T oF: ol g To TR A (6] T A SRR

TROT GIAN 10 CNUIC: ...v.vevvececeeeeeeee ettt sttt st s s st naen s

DA GIEMEO CRTIC: .ottt ettt ettt ettt ettt ettt et e et et et ee et et et e s et e eneeeeeeens

Vin ban kém theo gdm: Danh sach khach moi; du kién chuong trinh; ban giéi thiéu tom tat cac
hoat dong chii yéu cua to chuc, ca nhan nudc ngoai; van ban chizng minh chtc danh hoat dong
ton gido cua nguoi dugc moi.

TM. TO CHUTC (3)
(Chir ky, ddu)

(1) Bia danh noi c6 try s cua to chirc ton gido hodc to chic ton gido truc thudc.

(2)Co quan quan Iy nha nuée vé tin ngudng, ton giao ¢ trung wong doi V6i truong hop moi t6 chuc, ca
nhan la ngudi nudce ngoai vao Viét Nam dé thuc hién hoat dong québc té vé ton giao hoic hoat dong ton
gi4o ¢ nhiéu tinh; Uy ban nhan dan cip tinh ddi vai truong hop mai to chic, ca nhan la nguoi nudc
ngoai vao Viét Nam dé thuc hién cac hoat dong ton giao & mot tinh.

(3) T6 chirc tn gi&o hoic t6 chirc ton gido truc thudc.

(4) Hoat dong ton giao hoac hoat dong quan hé qudc té vé ton giao.

(5) Béi véi t6 chirc duge mai can néu rd: Thude nudce nao, nam thanh 1ap, hoat dong trong linh vuc gi;
d6i véi ca nhan dugc mai can néu rd: Ho va tén; tén goi khac, nam sinh, quéc tich, ton gido (néu co).
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ky hoat dong tdn giao & mét tinh (QT-43)

43. Quy trinh: Thi tuc dé nghi mai chitc sic, nha tu hanh la ngwdi nwéc ngoai dén giang dao cho té chire dwoc cip chitng nhin ding

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu

- C& nhan nop hd so truc tuyén tai Cong dich vu

cdng quéc gia (dia chi: dichvucong.gov.vn) hoic

cong dich vu céng caa Thanh phd (dia chi: Cong Dich vu

dichvucong.hanoi.gov.vn); cong Qudc gia

- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hién dang

tur, dang nhap tai khoan, xac thuc dinh danh dién tur nhap mot lan,

(theo hudng dan trén Cdng Dich vu cong). diéu hudéng ngudi

- Cong DVC két ndi véi CSDLDC dé khai thac cac dung téi Cong | Nghi dinh sd

trurong thong tin caa céng dan co trong CSDLDC Dich vu cong 162/2017/Nb-

(khi duoc két nbi). Thanh phé dé CP ngay Nguoi nop ho so

- Nguoi nop hd so lua chon: thuc hién céac 30/12/2017 cha | phai dang ky tai

1. T4 chire + Dich vu cﬁng truc tuyén budc tiép theo; Chinh phu quy khoan giao dich

Nop ca nhén’ + Chon So Ngi vu ‘ dinh chi tiet dién tir, dang
ho so + Chon linh viee Tin ngudong, ton giao Tai khoan gom | moét so diéu va | nhap tai khoan,

+ Chon thui tuc: Pé nghi moi chizc sdac, nha tu hanh Tén dang nhap va | bién phap thi xac thuc dinh

la nguwoi nwéc ngodi dén gidng dao cho té chirc mat khau. hanh Lut tin danh dién tur

diroC cap ching nhdn ddang ky hoat déng ton giéo ¢ ngudng, ton

m¢t tinh gido

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 43.1 kém theo).
(Truéng hop cac thong tin trong Biéu mau dién tur da
c6 trong Co 56 dit ligu quoc gia Vé ddn cu, hé thong
thong tin 6 lién quan, dwoc dien ty dong (neu CO)

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 43.2 kém theo);

Biéu méu dién tr
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nhan thong bao c6 hd so méi trén Hé thong;
2. Kiém tra ho so va cac thong tin.
Truong hop ho Y can bb sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (mau Thong bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung ho 50, hoan thién ho so, néu 1o loai glay to, . L
ndi dung can bd sung dé Ngudi nop ho so b sung, Van ban tir choi, | Bi€u mau theo
hoan thién. van ban huong Thong tu
Bo phan | 3. Truong hop ho so du diéu kién giai quyét: . _, dan; 01/2018/TT-
Sy A A LAt x TTA A 2 ;| 0lngay | Phi€u chuyén xu VPCP ngay
2. Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (So6 theo doi )
.; : A x ly (The hién trong | 23/11/2018 cua
Tiep dién tir theo mau). 5 ‘
" ] . . ) o o . Phan mém bang Vién phong
nhan 3.2. Xac nhan thong tin, gtri thong bdo tiép nhén . .
N Y N YN T , 1énh chuyén) Chinh phu
va gidi (ma ho so va ngay gio tra két qua) vao tai khoan cua
quyeét Nguoi ndp ho so.
ho so C‘huyén’hé so toi Trudng Bo phan mot ctra; Chuyén
ho so dén Lanh dao Ban Tén gido.
4. Truong hop Nguoi ndp hd so khong bd sung,
hoan thién dugc ho so, c6 van ban tir choi giai quyet
yéu cau cua Ngudi ndp ho so.
1. Truy cép vao H¢ thong nhan théng bao c6 ho so Phié’uqchuyén XU
Lanh dao | mdi va ti€p nhén ho so. o ‘ 01 nad 1y (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong 98Y | Phin mém bang
Nghiép vu. 1énh chuyén)
Lanh dao | 1. Truy cap vao H¢ thong nhan thong bao c6 ho so X Cap nhat trén H¢
. N LR 16 ngay T
Phong, | mdi va ti€p nhan ho so. thong;
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SO’

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

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

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

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

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

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

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

- Du thdo van ban cua S¢ trinh Lanh dao UBND
Thanh phé; vin ban cia UBND Thanh phé (vin ban
tra 101/y kién chi dao).

Yéu cau bo sung/
tur choi giai quyét

Lanh dao
Ban

Kiém tra ho so:

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

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

1 ngay

Cap nhat trén H¢

thong;

Yéu cau bo sung/
tur choi gidi quyét

Lanh dao
So

Xem xét ho so:

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

2 ngay

Cap nhat trén H¢

thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Néu khong dong y: Chuyén lai Ban Ton gido.
Linh d Xem xét ho so:
E‘J‘ENS" - Néu ddng ¥: ky duyét vin ban ctia UBND Thanh Cap nhattrén Hé |  Van ban tra
Thanh pho (van ban tra 161/y kién chi dao). 5 ngay thong; 161/Van ban chi
pho - Néu khong dong y: Chuyén lai S& Noi vu, Ban Ton dao
gido.
Tiép nhan van ban tra 15i ciaa UBND Thanh ph:
Linh d - Néu UBND Thanh phé d3 ra van ban tra 1oi: nhan
c ;‘:}‘ ;‘" vin bén tra 101 va tra vé Bo phan TN&TKQ dé ban Capnhattrén H¢ | Vin ban trd
h(‘ngl ¢ tl:r: giao két qua cho cong dan; 01 ngay thong; 161/Dy thao
ply h(‘% so | Néu UBND Thanh pho ra y kién chi dao: du thao Vin ban tra 1oi
vin ban tra 10i t6 chirc/ca nhan ton gido (Lanh dao
Phong ky nhay)
~ 1 T S S Cap nhat trén H¢
Lanh dao | Xem xét ky duyét van ban tra 161 t6 chire/c4 nhan ton . X C la a1
: . 01 ngay thong; Vin ban tra 101
Ban glao
Co?g chire Hoan thién HO so, chuyén két qua vé Bo phan . Cap nhg}t trén He e ks 1as
phong thu 01 ngay thong; Van ban tra 1o1
Iy hé so TN&TKQ
3. A A
Hoan ;é[%tpil{?:/ Hoan thién cac
thién Té chire 7 Trang thong tin quy trinh két
ho so; cona dan B0 phan M6t ctra tra két qua cho To chure, cong dan. | 01 ngay dong bo Cong | Vanbantra 161 | thuc ho so trén
Tl"fl n u’?)’i 6 ' Dich vu quoc gia Phan mém Dich
ket gh 3 s0'.p vu cong

qua
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PHU LUC 43.1: BIEU MAU PIEN TU

1. Tén tb chuc:

2. Tru so:

3. Ho va tén chuc sic, nha tu hanh duoc moi:
Nam sinh:

Quéc tich:

Tén gido:

4. Thudc t6 chuc ton gido:
Tru so tai:

5. Muc dich moi:

6. Noi dung cac hoat dong:
7. Thoi gian t6 chuc:

8. bia diém tb chuc:
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PHU LUC 43.2: THANH PHAN HO SO PIEN TU

Bit budc/khong bit

Xuét trinh/ ndp ban

Diéu kién veé ky

A . A 1A Co s¢ dir liu/ban , e LAk
TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kl(;:l ghan ket thuat
Vian ban dé nghi (theo mau Ba in b3 , Van bé,n cd
1 B38); an seatl vah ban Bat budc Nop ban chinh chir ky s6 hoac
' dang ky . X
file scan mau
Ban gio1 thiéu tom tat cac hoat Van ban co
2 dong chu yéu cua chuc sac, nha Ban scan Bat budc Nop ban chinh chir ky s6 hodc
tu hanh 1a nguoi nude ngoai; file scan mau
Vian ban chung minh chtrc danh Vin ban co
3 hoat dong ton gido cua nguoi Bén scan Bat budc Nop ban chinh chir ky so hodc
duoc moi. file scan mau
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) ) ] Mau B38
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

.(1)..., ngay......thang......nam......

PE NGHI
Ve vigc cho to chire dwgc cap ching nhan dang ky hoat dgng ton giao
maoi chirc sac, nha tu hanh la ngwoi nwéc ngoai giang dao

Kinhguti: ..................... () PR

TN 16 CHUC (CRTE IN NOA): .ottt

I8 USSR

Dé nghi moi chire sic, nha tu hanh la ngudi nude ngoai giang dao véi cac noi dung sau:

Ho va tén chirc sac, nha tu hanh dwgC Moi........coevveenn.... Nam sinh. .....ccooeeveviieeiiieee.
QUAC tich:. ..o TON ZIAO: 1vvviiiiie et
TRUAC tO CRTEC tON GIAO: w.v.vvveeeeeeeeeeeee ettt sttt

LI T2 72T LSOOI

Y O Tea e 1o o 1 1 11 1 O ORURR

AN TS o [T T oF: ol g To TR A (6] T AP

TROT GIAN 10 CITC: ..ottt ettt

DA GEEM T0 CNTIC: 1.ttt ettt ettt et et et et et et et e e et et et et et et et et ettt ee e e e e eeeeneens

Vin ban kém theo gom: Danh sach khach moi; dy kién chuong trinh; ban gidi thiéu tom tat cac
hoat dong chu yéu caa chuc sic, nha tu hanh 14 nguoi nudc ngoai; van ban chiang minh chuac
danh hoat dong ton gido cta nguoi dugc moi.

TM. TO CHUC
(Ky, ghi r6 ho tén, chic vi)

(1) Pia danh noi dit tru s¢ cua to chirc dugc cip chitng nhan diang ky hoat dong ton gido.

(2) Co quan quan ly nha nuéc vé tin ngudng, ton giao ¢ trung wong ddi véi truong hop maoi chirc sac,
nha tu hanh la ngudi nudc ngoai giang dao cho té chire duoc cap ching nhan dang ky hoat dong ton
gido co dia ban hoat dong & nhiéu tinh; Uy ban nhan dan cap tinh d6i véi truong hop moi chic sic, nha
tu hanh 12 ngudi nuéc ngoai giang dao cho td chie dugc cip chitng nhan diang ky hoat dong tén gi&o co
dia ban hoat dong & mat tinh.



44. Quy trinh: Thi tuc dé nghi thay déi tén caa té chirc ton gido, toé chic ton gido truc thudc cé dia ban hoat ddong & mat tinh

(QT-44)
Bwéc | Chi thé Quy trinh chi tiét E'l;;l Trang thai Can cll; phap Ghi chu
- Ca nhan ngp ho so truc tuyén tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hodc Céne Dich vu
Cong dich vu cbng cua Thanh pho (dia chi: on gQ Sc oin
dichvucong.hanoi.gov.vn); £ eUoC &
A LA g s . . . thyc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mot in
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir nap motian,
. X A AR . A di€u hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune t5i Con
- Cbng DVC két ndi véi CSDLDC dé khai thac cac Dici oo £ o
truong théng tin cua cong dan c6 trong CSDLDC 10 VUl 6ONg Nghj dinh s6
(khi duoc két néi). Thanh pho d& | 1162/2017/Nb- ‘
- Ngudi nop hé so lya chon: thyc hién cdc CP ngay Nguai ngp ho so
+ Dich vy cong trurc tuyén budc tiep theo; | 30/12/2017 cua | phai dang ky tai
L T chie, |+ Chon So Ngi vu i ko oy | Coinhph quy | khoan giao dich
1\1913 canhan | + Chon linh vuc Tin nguong, ton gido Ta al &3 oanthom . d}nhfhktlet . dlfn tu:, daqg
ho so + Chon thii tuc: Dé nghy thay doi tén cua t6 chirc enmzlsiﬁléjp V& | motsodicuva | nhap tai khoan,
ton gido, té chuc ton gido truc thugc cé dia ban ; ' bién phap thi | xac thuidlr‘?h
hoat déng & mét tinh hanh Luat tin danh dién to
- Ngudi nop hd so dién cac ndi dung theo Biéu miu ngug%%, ton

dién tir (chi tiét tai Phu luc 44.1 kém theo).
(Trurong hop cac thdng tin trong Biéu madu dién ti da
c6 trong Co s¢ dit ligu quéc gia Vé ddn cu, hé thong
thong tin cd lién quan, dugc dien ty dong (neu co)

- Tich hop thanh phan h6 so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 44.2 kém theo);

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

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhén, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bd sung hoic hd so khong
thudc thdm quyén giai quyét: Gui Thong bao dén
Nguot ngp ho so (mau Thoéng bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so b sung, Van ban tir choi, | Biéu mau theo
hoan thién. van ban hudng Thong tu
B§ phan 3. Truong hop ho so da diéu kién giai quyét: . y dan; 01/2018/TT-
S o A A LAt x TTA A 2 ~. | 0l ngay | Phiéu chuyén xur VPCP ngay
Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (So6 theo doi , 21 n ,
: A x 1y (Thé hién trong | 23/11/2018 cua
2. dién tr theo mau). N A > - \
. £ . A N 1A .k . Phan mém bang Van phong
Tiep 3.2. Xac nhan thong tin, gui thong bao ti€p nhan A X . .
A <A NI YN , 1énh chuyén) Chinh phu
nhin (ma ho so va ngay gio tra két qua) vao tai khoan cua
va giai Ngudi nop ho so.
quyét C‘huyén’hé so toi Truong Bo phan mot ctra; Chuyén
ho so h6 so dén Lanh dao Ban Tén gido.
4. Truong hop Ngudi ndp hd so khong bd sung,
hoan thién dugc h6 so, c6 van ban tir choi giai quyet
yéu cau cua Nguoi ndp ho so.
1. Truy cap vao H¢ thong nhan théng bao co ho so Phiéuqchuyén XU
Lanh dao | mdi va ti€p nhan ho so. 01 nad 1y (The hién trong
Ban 2. Phan cong thu ly ho so, chuyén ho so vé phong 98| "Phin mém bang
Nghiép vu. 1énh chuyén)
Lanh dao, | 1. Truy cdp vao H¢ thong nhan thong bdo c6 ho so Cap nhat trén H¢
Cong chire | mai va tiép nhén ho so. ‘ 16 nai thong;
phong thu | 2. Phén cong cho cong chirc thu Iy h6 so, tham muru 98 | Yeu cau bd sung/

ly ho so

gidi quyét.

tir chdi giai quyét
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3. Cong chirc thy 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).

- Truong hop ho so chua du diéu kién giai quyét:
du thao vian ban théng bao bd sung hd so (lanh dao
Ban ky); néu r6 ly do, ndi dung can bd sung.

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

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

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

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

- Du thao van ban cua S¢ trinh Lanh dao UBND
Thanh phé; vin ban cia UBND Thanh phé (vin ban
tra 16i/y kién chi dao).

Lanh dao
Ban

Kiém tra hd so:

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

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

1 ngay

Cap nhat trén H¢
thong;

Yéu cau bd sung/

tir chdi giai quyét

Lanh dao
S&

Xem xét ho so:

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

- Néu khong dong y: Chuyén lai Ban Ton gido.

2 ngay

Cap nhat trén H¢
thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
. Xem xét hd so:
Lanh dao A aA 1 1A, < ln \ N As A TTA 1 s
: - Néu dong y: ky duyét van ban caia UBND Thanh Cap nhat trén Hé Vin ban tra
UBND I , Y « ) N ’ Z ’ Ny ) )
Thanh phol (van ban tra 161/y klenqchl dao). 5 ngay thong; 161/Van ban chi
phé - Néu khong dong y: Chuyén lai S6 N6i vy, Ban Ton dao
gido.
Tiép nhan vin ban tra 10i cia UBND Thanh pho:
Lanh dao |- Néu UBND Thanh ph6 da ra van ban tra 161: nhan
Phong, | van ban tra 16i va tra vé Bo phan TN&TKQ dé ban Cap nhat trén Hé | Vin ban tra
Cong chire | giao két qua cho cong dan; 01 ngay thong; 161/Dy thao
thu 1y ho | - Néu UBND Thanh pho ra y kién chi dao: dy thao Vin ban tra 10
SO’ van ban tra 101 t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
~ 1 R A Cap nhat trén H¢
Lanh dao | Xem xét ky duyét van ban tra 161 t6 chirc/ca nhan ton X X C la a1
: . 01 ngay thong; Vin ban tra 101
Ban glao
Cong chire \ n A 21k s A YA LA Cap nhat trén H¢
phong thu Hoan thién HO so, chuyén két qua vé BO phan 01 ngay théng: Vin ban trd 15i
Y TN&TKQ
ly ho so
3. A A
Hoan B(‘l ph? n Hoan thién cac
<A Mot cura/ N . p
thién T4 chire ’ 7 Trang thong tin quy trinh két
ho so; R A B0 phan Mot ctra tra két qua cho To chure, cong dan. | 01 ngay dong bd Cong | Van ban tra 161 | thic hod so trén
. cong dan, . o X a )
Tra e A Dich vu quobc gia Phan mém Dich
£ nguwoi nfp A
ket hd so vu cong

qua
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PHU LUC 44.1: BIEU MAU PIEN TU

1. Tén t6 chuc ton gido:

2. Tru sé cua t chuc ton giéo:

3. Nguoi dai dién:

Ho va tén:

Nam sinh:

Tén goi trong tdn gido (néu co):

Chtc vu, pham vi (néu co):

S6 CMND/S h¢ chiéu/Sé dinh danh c& nhan:

Ngay cap:

Noi cap:

Noi cu tra:

4. Ly do thay doi:

5. Tén cua to chuc (t6 chuc ton gido hoic to chirc ton gido truc thudc) trude khi thay doi:
Tén giao dich qudc té trudce khi thay doi (néu co):

6. Tén cua to chuc (t6 chuc tn gido hoic to chirc ton gido truc thudc) sau khi thay doi:
Tén giao dich qudc té sau khi thay d6i (néu cd):

7. Dy kién thoi diém thay doi:



PHU LUC 44.2: THANH PHAN HO SO PIEN TU
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Coso dir Xuét trinh/ ndp ban
A rs X1 liéu/ban Bit budc/khdng bit ; . a0 %0 | Diéu Kién vé ky
TT Tén thanh phan ho so chup/biin dién budc dinh kém chinh khi I}han ket thuat
N qua
tw
Ban scan van Van ban c6
1 Vin ban dé nghi(theo mau B11); Bat budc Nop ban chinh chir ky s6 hodc

ban dang ky

file scan mau
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Mau B11

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

w(l)..., ngay......thang......nam.......
PE NGHI
Thay d6i tén ciia toé chirc ton gido hoic to chirc tén gido truc thugc
Kinh gti:.......... 2)enennn..

TEN t6 Chic tON GIA0 (CHIT N N0A): ....veeviieceeeeece ettt
TrY S& CUA 1O CRTIC TN GIAO:......vecveeeeeeeeseeeeeee ettt sttt
Nguoi dai dién:

Hovatén:...........oooiiiii NAM SINK: oo
Tén goi trong ton glao (LTI ) LR
Chtrc vy, pham Vi (neu C0)
S6 CMND/S6 ho chiéu/S6 dinh danh CANNAN: ...t
NQGAY CAP:..evveeeenn.. NOT CAP: ottt
B0 T2 5§ SRR
Dé nghi vé viéc thay doi tén cua té chuc ...(3) ... vai cac noi dung sau:

LY O thay GO0 cvvvvueereereereesiesetceesssse e ss et s st sss st es s s st s st eneas
Téncaatd chic ......vvveeeennn.. (3) trurdc khi thay dOI: ..o.veveeeeeeeeeeeeee e
Tén giao dich qudc té trudc khi thay doi (NEU COY: .uvvervveeereereeereeee e,
Ténchatd chirc........cooevvveieei .. (3) sau khi thay 0]
Tén giao dich qudc té sau khi thay d0i (NEU CO): w...ceveieeeceeeteeeee e
Dy Kién thoi diem thay GO1: ......cv.evveeeeeeeeeeeseesee ettt n st

Vin ban kém theo gom: Ban sao ¢6 ching thuc quyét dinh cong nhan t6 chirc ton giéo cua co
quan nha nudc cd tham quyén ddi véi truong hop thay ddi tén cua to chuc ton giéo; ban sao cé
chang thuc vin ban chip thuan thanh 1ap, chia, tach, sap nhap, hop nhat té chic ton gido truc
thudc ctia co quan nha nudc ¢ tham quyén va van ban thanh 1ap, chia, tach, sap nhap, hop nhat
t6 chirc tén gi4o truc thudc cua to chirc tdn gido hoic to chic ton gido truc thudc quan Iy truc
tiép d6i voi truong hop thay ddi tén cua to chirc ton gido truc thudc.

TM. TO CHUC

(Cha ky, ddu)

(1) Pia danh noi c6 try o cua to chuc ton gido.
(2) Co quan quan 1y nha nudc vé tin ngudng, t6n gido ¢ trung wong ddi véi viéc dé nghi thay doi tén
cuatd chuce ton gido hoac t6 chirc ton giao tryc thuge co dia ban hoat dong ¢ nhiéu tinh; Uy ban nhan
dan cap tinh d6i véiviéc dé nghi thay doi tén cua té chuc ton gido hoic to chuc ton gido truc thudc cd
dia ban hoat dong & mot tinh.
(3) Tén t6 chuc ton gido hoic té chirc tn gido truc thudc.
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45. Quy trinh: Thi tuc dé nghi thay ddi tru sé cia té chirc ton gido, té chirc ton gido truc thudc (QT-45)

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu
- Cé& nhan nop hd so truc tuyén tai Cong dich vu
cdng quéc gia (dia chi: dichvucong.gov.vn) hoic Cong Dich vu
Cong dich vu cdng cua Thanh phd (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hi¢n dang
- Nguoi nop ho so ding ky tai khoan giao dich dién nhap mot lan,
tir, dang nhap tai khoan, xac thuc dinh danh dién ta diéu hudéng ngudi
(theo hudng dan trén Cdng Dich vu cong). dung t6i Cong
- Cong DVC két ndi véi CSDLDC dé khai thac cac Dich vu cong L
truong thong tin cia cong dan co trong CSDLDC Thanh pho dé Nghi dinh s6 Ngudi nop
(khi dugc két ni). thuc hién cac 162/ 2017{ND' hd so phai
- Nguoi nop hd so lua chon: budc tiép theo; CP ngay ) dang ky tai
+ Dich vu cong truc tuyén 3071272017 cua | )02 giao
L1 74 chike, |+ Chon S&Ngi vu Tai khoan gom | Chinhphu quy o gien tr
1\1911 canhan | + Chon linh vuc Tin nguwéng, ton gido Tén ding nhap va d}nhfh_lflet . &éng ﬁhﬁp
ho so + Chon thii tuc: Dé nghi thay déi tru sé cua té chirc mat khau. mot s d}eu Va | 3 khoan,
tén gi&o, té chirc ton gido truc thugc b}‘?n phaP ﬂ?‘ Xac thuc
- Nguoi nop hd so dién cac nodi dung theo Biéu mau hanh~Luat :un dinh danh
dién tir (chi tiét tai Phu luc 45.1 kém theo). nguong, ton dien tir
(Truong hop cac thdng tin trong Biéu mdu dién ti da g1ao '

c6 trong Co sé dir ligu quéc gia Vé ddn cu, hé thong
thong tin cd lién quan, dugc dien ty dong (neu co) _

- Tich hop thanh phan ho so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 45.2 kém theo);

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

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bd sung hoic hd so khong
thudc thdm quyén giai quyét: Gui Thong bao dén
Nguoi ngp ho so (mau Théng bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so bo sung, Van ban tr choi, | Biéu mau theo
hoan thién. van ban hudng Thong tu
B phan | 3. Truong hop ho so du diéu kién giai quyét: . _, dan; 01/2018/TT-
S o A A LAt x TTA A 2 ~. | 0lngay | Phiéu chuyén xur VPCP ngay
Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (S6 theo doi , 21 n ,
: A x 1y (Thé hién trong | 23/11/2018 cua
2. dién tr theo mau). N A > - \
. £ . A N 1A .k . Phan mém bang Van phong
Tiep 3.2. Xac nhan thong tin, gui thong bao ti€p nhan A X . ;
A <A NI YN . 1énh chuyén) Chinh phu
nhin (ma ho so va ngay gio tra két qua) vao tai khoan cua
va giai Ngudi nop ho so.
quyét C‘huyén’hé so toi Truong Bo phan mot ctra; Chuyén
ho so h6 so dén Lanh dao Ban Tén gido.
4. Truong hop Ngudi ndp hd so khong bd sung,
hoan thién dugc ho so, c6 van ban tir choi giai quyet
yéu cau cua Nguoi ndp ho so.
1. Truy cap vao H¢ thong nhan théng bao co ho so Phiéuqchuyén XU
Lanh dao | mdi va ti€p nhan ho so. 01 nad 1y (The hién trong
Ban 2. Phan cong thu ly ho so, chuyén ho so vé phong 98| "Phin mém bang
Nghiép vu. 1énh chuyén)
~ 1. Truy cap vao H¢ thong nhan thong bao c6 ho so Cap nhat trén H¢
Lanh dao m&i va tiép nhan ho so thong;
Phong, p s ) 16 ngay &

Cong chirc

2. Phan cong cho cong chirc thu 1y ho so, tham muu
gidi quyét.

Yéu cau bd sung/
tur choi giai quyét
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Chu thé

Quy trinh chi tiét
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Can cwr phap
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Ghi chua

thu 1y ho
SO

3. Cong chirc thy 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).

- Truong hop ho so chua du diéu kién giai quyét:
du thao vian ban théng bao bd sung hd so (lanh dao
Ban ky); néu r6 ly do, ndi dung can b6 sung.

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

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

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

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

- Du thao van ban cua S¢ trinh Lanh dao UBND
Thanh phé; vin ban cia UBND Thanh phé (vin ban
tra 16i/y kién chi dao).

Lanh dao
Ban

Kiém tra hd so:

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

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

1 ngay

Cap nhat trén H¢
thong;

Yéu cdu bo sung/

tir chdi giai quyét

Lanh dao
S&

Xem xét ho so:

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

- Néu khong dong y: Chuyén lai Ban Ton gido.

2 ngay

Cap nhat trén H¢
thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Linh d Xem xét hd so:
ﬁJIIlBN[?O - Néu ddng ¥: ky duyét vin ban ciia UBND Thanh Cap nhat trén Hé | Van ban tra
Thanh pho (van ban tra 161/y kién chi dao). 5 ngay thong; 161/Van ban chi
phé - Néu khong dong ¥: Chuyén lai S Noi vu, Ban Tén dao
gido.
Tiép nhan vin ban tra 10i cia UBND Thanh pho:
Linh d - Néu UBND Thanh phd da ra van ban tra 1oi: nhan
c 3:11 cfzé van ban tra 101 va tra vé Bo phan TN&TKQ dé ban Cap nhat trén H | Van ban tra
h(‘ngl thu giao két qua cho cong dén; 01 ngay thong; 161/Dy thao
ply ps % | -Néu UBND Thanh phé ra y kién chi dao: dy thao Vin ban tra 16
van ban tra 101 t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
~ 1 R A Cap nhat trén H¢
Lanh dao | Xem xét ky duyét van ban tra 161 t6 chirc/ca nhan ton X X C la a1
: . 01 ngay thong; Vin ban tra 101
Ban glao
Cong chirc \ A A 2 LA 2 X TIA A Céap nhat trén He
phong thu Hoan thién HO so, chuyén két qua vé BO phan 01 ngay théng: Vin ban trd 15i
1y hé so TN&TKQ
3. A 1A Hoan thién
Hoan ﬁ%ﬂlg:/ cac quy
thién T4 chire 7 Trang thong tin trinh két
ho so; cona dan B0 phan Mot ctra tra két qua cho To chire, cong dan. | 01 ngay dong bd Qéng Van ban tra 161 | thic ho S0
Tra n lr?)’i 6 ’ Dich vu quobc gia trén Phan
ket gh(‘A) s0’.p mém Dich
qua vu cong
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PHU LUC 45.1: BIEU MAU PIEN TU

1. Tén t6 chuc:

2. Nguoi dai dién:

Ho va tén:

Nam sinh:

Tén goi trong tén gido (néu co):

Chtc vu, pham vi (néu co):

S6 CMND/S6 h¢ chiéu/Sé dinh danh c nhan:
Ngay cép:

Noi cap:

Noi cu tra:

3. Ly do thay doi:

4. Tru sd cua to chirc trudce khi thay doi:
5. Tru s& ciia to chirc sau khi thay doi:
6. Dy kién thoi diém thay doi:



PHU LUC 45.2: THANH PHAN HO SO PIEN TU

328

Coso dir Xuit trinh/ ndp ban
A rs X1 liéu/ban Bit budc/khong bit : . a0 | Ditu Kién vé ky
TT Tén thanh phan ho so chup/biin dién budc dinh kém chinh khi ?han ket thuat
N qua
tw
Ban scan van Van ban c6
1 Vin ban dé nghi (theo mau B12); Bat budc Nop ban chinh chir ky s0 hoac

ban dang ky

file scan mau
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Mau B12

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

.(l)..., ngay......thang......nam......

PE NGHI
Thay doi tru sé caa to chikc tdn gido hoac to chirc ton giao truc thugc

Kinh giti .......... ).

Tén t6 chtc (Chit in hoa):......covvvveeeeeene, (B) tooee s
B4 o I« Y o 1T o SRS
Ho VA ten:....ccoooviiiiieeeeeeeee e, NAM SINN: oo
Tén goi trong ton glao (LTI ) LR
Chtrc vy, pham Vi (neu C0)
S6 CMND/S6 hé chiéu/Sé dinh danh ca phan. .....................................................................

B0 T2 5§ SRR
Dé nghi thay d6i tru sé cua to chic ...(3) ...vdi cac ndi dung sau:

LY dO thay GOI: wevvuvvrereeseeieseteciestese st es st estsss sttt sses sttt s et neneas
Tru SO cta to Chuctrudc Khi thay i .......v.veeveevereseseeeeeeeeesesss st sessssss s
Try 56 cia t6 Chiresau Khi thay dO: ......c..cvveeiieeeeceeeieess ettt
Dur Kién thoi dim thay Q00T ......cceveeeeeeeieeeeeeeeeee ettt

Vin ban kém theo gébm: Ban sao ¢d chiing thuc quyét dinh cdng nhan to chirc ton gido ddi véi
truong hop thay doi tru s¢ cua to chirc ton gido dén dia ban tinh khac hogc ban sao c6 ching
thuc van ban chap thuan thanh lap, chia, tach, sap nhap, hop nhat té chirc ton gido truc thudc caa
€O quan nha nudc ¢d tham quyén va van ban thanh Iap, chia, tich, sap nhap, hop nhat to chuc
tén gi4o truc thudc cuatd chic ton gido hoic té chirc ton gido truc thudc quan ly truc tiép doi
Vvéi truong hop thay doi tru s cua té chac tén gido truc thude dén dia ban tinh khac; van ban
chap thuan cuaa to chire ton gido hoic to chuc tén gido truc thudc quan Iy truc tiép to chuc tén
gido truc thudc vé viée thay dbi dia diém; gidy to ching minh c6 dia diém hop phap dé dat tru

SO Mai.

TM. TO CHUTC (3)
(Chir ky, dau)

(1) Dia danh noi cé tru sé cua t chuc ton gido hoic td chirc ton gigo truc thudce.
(2) Uy ban nhan dan cap tinh noi dat try s6 moi.
(3) To chuc tén gido hoac t6 chuc ton giao truc thudc.
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46. Quy trinh: Thii tuc d& nghi cip diing ky phap nhan phi thwong mai cho té chirc ton gido true thudce c6 dia ban hoat dong & mot tinh (QT-46)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Can ci phip Ghi chd
gian ly
- Ca nhan ngp ho so truc tuyén tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hodc Céne Dich vu
Cong dich vu cbng cua Thanh pho (dia chi: on gQuéc i
dichvucong.hanoi.gov.vn); g uoc &
i A A < e s A thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mot 1an
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir hap ot an,
. X A AR : A di€u hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune t6i Con
- Cong DVC két ndi véi CSDLDC dé khai théc cac Dioh o oo o
treong thdng tin caa céng dan c6 trong CSDLDC 1h Vi CONg Nghi dinh s5
(khi duoc két néi). Thanh ph6 dé 1 162/2017/ND- ‘
- Ngudi nop hd so lua chon: thyc hién cdc CP ngay Ngudi ngp ho so
+ Dich vy cong truc tuyén budc tiép theo; | 30/12/2017 cua | phai dang ky tai
L1 18 chite. | + Chon So Ngi v T Khodn o Chinh phu quy | khoan giao dich
N , ( Ol Vi ) Lk S
l\i()p canhan | + Chon linh vuc Tin nguong, ton giao TAaldv oanthom \ d}nhACh.l ;tlet . dlAcn tu:, dalig
ho so + Chon thu tuc: Bé nghj cdp dang ky phap nhan phi enmzrtliﬁléfp Va | motso dieu va | nhap tai khoan,
thwong mai cho té chic ton gido truc thugc cé dia ; ' b{f-’n phap thi | xac th‘-",‘idlnﬁ
ban hoat déng ¢ mét tinh hanh Luat tin danh dién to
- Nguoi nop hd so dién cac ndi dung theo Biéu mau ng"—’g;’égo» ton

dién tir (chi tiét tai Phu luc 46.1 kém theo).
(Trwong hop cac thdng tin trong Biéu madu dién tir da
c6 trong Co 56 dir lidu quoc gia Vé dan cu, hé thong
thong tin cd lién quan, dugc dien ty dong (neu co) _

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 46.2 kém theo);

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

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va céc thong tin.
Truong hop ho Ny can bd sung hodc hd so khong
thudc tham quyen giai quyét: Gui Thong béo dén
Nguoi ndp hé so (mau Thong bao Pién tir) néu rd
ly do va c6 van ban huong dan nguoi yéu cau bo
sung ho 50, ho:éln thién vh() S0, néu r6‘loai gjéy to, . . .
ndi dung can b6 sung d€ Ngudi nop ho so bo sung, Van ban tr choi, | Biéu mau theo
hoan thién. van ban hudéng Thong tu
Bo phan | 3- Truomg hop hd so du didu kién giai quyét: \ | dam 01/2018/TT-
S A At A i TTA A 2 ~:- | 0l ngay | Phi€u chuyén xur VPCP ngay
Mot ctra | 3.1. Cap nhat thong tin vao H¢ thong (S6 theo doi , P \
2. : Ao x 1y (The hién trong | 23/11/2018 cua
"V dién tur theo mau). A A1 < .
Tiep Phan mém bang Van phong
A 3.2. Xac nhén thong tin, gui thong bao tiép nhan o 2 . ;
nhén 1énh chuyén) Chinh phu
VA oidi (ma ho so va ngay gio tra két qua) vao tai khoan cta
qugfé' ¢ Nguoi ndp hd so.
hd so C‘huyén’hé so toi Truéng Bo phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
4. Truong hop Nguoi nop hd so khong bd sung,
hoan thién duoc ho so, c6 vin ban tir chdi giai quyét
yéu cau cua Ngudi nop hod so.
1. Truy cap vao H¢ thong nhan théng bao c6 ho so Phié’uvchuyén XU
Lanh dao | mdi va tiép nhan ho so. 02 naa 1y (The hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong 98Y | Phan mém bang
Nghiép vu. 1énh chuyén)
Lanh dao Ao A1 A A o LA A At A TTA
Phong, 1. Truy cép vao H¢ thong nhén thong bao c6 hé so 33 ngay Céap nhat trén H¢

Cong chirc

mai va tiep nhan ho so.

thdng;




332

Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chua

thu 1y ho
SO

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

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

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

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

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

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

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

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

Yéu cau bo sung/
tur choi giai quyét

Lanh dao
Ban

Kiém tra ho so:

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

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

2 ngay

Cap nhat trén H¢
thong;

Yéu cau bo sung/

tir chdi giai quyét

Lanh dao
So

Xem xét ho so:

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

3 ngay

Cap nhat trén H¢
thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Néu khong dong y: Chuyén lai Ban Ton gido.
Linh d Xem xét ho so:
E‘J‘ENS" - Néu ddng ¥: ky duyét van ban cia UBND Thanh Capnhattrén Hé | Quyét dinh
Thanh pho (Quyét dinh/y kién chi dao). 10 ngay thong; (Mau A3)/Van
phé - Néu khong dong y: Chuyén lai S& Noi vu, Ban Ton ban chi dao
gido.
Tiép nhan van ban tra 15i ciaa UBND Thanh ph:
Linh d - Néu UBND Thanh phd da ra quyét dinh: nhan & dinh
anh €20, | o,vét dinh va tra vé B phan TN&TKQ dé ban giao Cap nhat trén He | Quyetdin
Cong chue | .~ A A \ : o " | (Mau A3)/Du
hone thu két qua cho cong dan; 03 ngay thong; thio Van ban
ply h(‘% so |- Néu UBND Thanh pho ra y kién chi dao: du thao trd 1o
van ban tra 101 t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
Linh dao | Xem xét ky duyét vin bén tra 101 té chirc/cé nhan ton | Capnhatuén HE | Quyet dinh
: . 02 ngay thong; (Mau A3)/ Van
Ban giao P
ban trd 101
Co?g chire Hoan thién HO so, chuyén két qua vé B phan . Cap nhg}t trén He guyet dmhv
phong thu TN&TK 01 ngay thong; (Mau A3)/ Van
Iy hé so Q ban trd 104
3. A A
Hoan ;é[%tpil{?:/ ’ Hoan thién cac
thién Té chire 7 Trang thong tin Quyét dinh quy trinh két
ho so; cona dan B0 phan M6t ctra tra két qua cho To chire, cong dan. | 01 ngay dong bo Cong | (Mau A3)/ Van | thuc hé so trén
Tra n u’?)’i 6 ' Dich vu quoc gia ban tra 1o1 Phan mém Dich
ket gh 3 s0'.p vu cong

qua
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PHU LUC 46.1: BIEU MAU PIEN TU

1. Tén tb chic ton giéo:

2. Tru so:

3. Nguoi dai dién:

Ho va tén:

Nam sinh:

Tén goi trong tén gido (néu cd):

Chtc vu, pham vi (néu co):

S6 CMND/S6 ho chiéu/Sé dinh danh cé nhan:
Ngay cap:

Noi cap:

Tén giao dich qudc té (néu co):

5. Nguoi dai dién t6 chuc ton gigo truc thudce dé nghi cap dang ky phap nhan phi thwong mai:
Ho va tén:

Nam sinh:

Tén goi trong tén gido (néu co):

Chuc vy, pham vi (néu co):

S6 CMND/S6 ho chiéu/Sé dinh danh cé nhan:

Ngay cap:

Noi cap:

6. Tru sé cua td chic ton gi4o truc thudc:

7. bia ban hoat dong cua t chirc ton gido truc thudc:

8. Co cau td chirc cua td chirc ton gido truc thudc:

9. S6 luong tin dd, chire séc, chirc viéc, nha tu hanh tai thoi diém dé nghi:
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PHU LUC 46.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khdng bit

Xuét trinh/ ndp ban

Pidu kién vé k§y

TT Tén thanh phan ho so chup/ban dién tir buc dinh kem chinh kl(;:l ghan ket thuat
1 Ban scan vin ban dé Vén ban c6 chir ky
Vin ban dé nghi (theo mau B15); Bat budc Nop ban chinh sO hodc file scan

nghi

mau
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_ ) Mau B15
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

.(l)..., ngay......thang......nam......
, PENGHI
Cap dang ky phap nhan phi thwong mai cho to6 chirc ton giao truc thugc
Kinh gui: .......... ) R

TEN t6 Chirc tON GIA0 (CHIT N N0A): ..v.ceeviieceeieeee ettt
LI T SO OUTPPPPPPRRN
Nguoi dai dién:

Hovatén:...........oooiiiinl. NAM SINN: coiiiiicc
Tén goi trong ton giao LTV SLe) O
Chtrc vy, pham Vi (neu co) .....................................................................................................
S6 CMND/So ho chiéu/So d;nh,danh CANNAN: ..o
Ngay Cap:.......ceovvnnne. INOT CAP: ittt ettt ettt e et e e st e s anre e nnes

Dé nghi cap dang ky phap nhan phi thuong mai cho t6 chirc ton gi4o truc thudc véi cac ndi dung
sau:

TN t6 CATC tON GIAO tIIC tNUBC, ...ttt ee et e e eneens
TN gia0 diCh QUAC T& (NEU COY: w.vvveeeeeeeeese ettt ettt s sttt
Nguoi dai dign:

HOo VA ten:.....ooooiiiiiiiieeeeeeeeee NAM SINN: (oo
Tén goi trong ton glao (LTI ) LT
Chuc vy, pham Vi (neu co) .....................................................................................................
S6 CMND/So ho chiéu/S6 dinh danh CANNAN: ...t
NGAY CAP:.veeeeeeeeeeeeeeeeeeeeeeeeeae. NOT CAP: oottt
Tru SO €A tO ChUC tON GIAO TIIC TNUGC: ...t
Dia ban hoat dong ctia té Chirc tON GIA0 truC tNUAC: .....veveeeeceeeeeeeeee s
Co cau t6 chirc ctia to ChiTC tON GiA0 trrC thUOC: ......cv.cveeeeceeeeeeee s,
S6 luong tin do, chuc sic, chac viéc, nha tu hanh tai thoi diém dé nghi: ......c.cvvveveeveeenee,

Vin ban kém theo gdm: Ban tom tat qua trinh hoat dong ton gi4o cua to chuc tén giéo truc thuoc
tir khi duoc thanh 1ap, chia, tach, sap nhap, hop nhat; danh sach, so yéu ly lich, phiéu Iy lich tu
phap, ban tom tit qua trinh hoat dong ton giao cua ngudi dai dién va nhitng nguoi 1anh dao cua
t6 chuc ton gido truc thuoc; ban ké khai va gidy to ching minh tai san hop phap cua té chic ton
giao truc thudc; hién chuong, diéu 16 hoic cac van ban ¢ noi dung twong tu cua td chirc ton gido
truc thudc.
TM. TO CHUC TON GIAO
(Chit ky, ddu)

(1) Pia danh noi c6 tru so cua to chic ton gido dé nghi cap diang ky phap nhan phi thuong mai ddi véi
t6 chic ton gi4o truc thudc.

(2) Co quan quan ly nha nu6c vé tin ngudng, ton gido ¢ trung wong d6i voi dé ngh1 cap dang ky phép
nhan phi thuvong mai cho t6 chuce ton gido truc thudc co dia ban hoat dong ¢ nhiéu tinh; Uy ban nhan
dan cap tinh d6i véi dé nghi cap dang ky phap nhéan phi thuong mai chotd chic ton gido truc thudc co
dia ban hoat dong & mot tinh.
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Mau A3

......... (1) CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

QUYET PINH
Ve viéc cap dang ky phap nhan phi thwong mai
cho to chwrc ton gido truc thugc

Cin ctr Diéu 30 cua Luat tin ngudng, ton gido ngay 18 thang 11 nim 2016;

Can cir Biéu 9 cua Nghi dinh s6 162/2017/NB-CP ngay 30 thang 12 ndm 2017 cta Chinh pha
quy dinh chi tiét mot sb diéu va bién phap thi hanh Luat tin ngudng, ton gi&o;

Cancl ..oovviiiii (5) et ;

D R Lol 110 T WS ,

QUYET PINH:

Piéu 1. Cap dang ky phap nhan phi thuong mai cho ......(6)..cccooviiiiii
TRUAC tO CRTC tON GIAO: ..veveveeeeeeeeeeeeeteee ettt ettt ettt

THU SO CUA ..ot (0] ettt ettt et b et e e et e e s ab e e s bneenbneennreereeas

Dia ban hoat dONQ tON IA0 CUA ..... (0): . cieieeiiiiiiee e

Piéu 2. ....(6)... duoc hoat dong ton glao theo quy dinh cua phap luat Viét Nam va hién chuong
cua t6 chireduge co quan nha nudc ¢ tham quyén Chap thuan.

Piéu 3. (Hiéu luc cua Quyét dinh; ghi tén co quan, to chirc, ca nhan co lién quan trong viéc thi
hanh Quyét dinh)./.

Noinhgn: ) T
- Nhu Diéu 3; (Chir ky, dau)
- Luu: VT, ...

(1) Co quan nha nuéc ¢6 tham quyén ban hanh Quyét dinh.

(2) Viét tat tén co quan ban hanh Quyét dinh.

(3) Pia danh noi ban hanh Quyét dinh.

(4) Thu trudng co quan nha nudc ¢ tham quyen ban hanh Quyet dinh.

(5) Vin ban quy dinh chirc ning, nhiém vy, quyén han va co ciu té chirc ciia co quan ban hanh Quyét
dinh.

(6) Tén t6 chirc ton gido truc thude dugc cap dang ky phap nhan phi thuong mai.



47. Quy trinh: Thi tuc dé nghi tw giai thé té chirc tén gido c6 dia ban hoat déng & mét tinh theo quy dinh cia hién chwong (QT-47)

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu
- Ca nhan ngp hd so tryc tuyén tai Cong dich vy
céng quoc gia (dia chi: dichvucong.gov.vn) hoac 2 :
Cong dich vu cébng cta Thanh phd (dia chi: CCécl)lngéDJg? Vil';
dichvucong.hanoi.gov.vn); g uoc &
oA A < A N . A thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich di¢n nhan mat [an
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir nap motian,
. X A AR : A diéu hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune t6i Con
- Cong DVC két noi vai CSDLDC dé khai thac cac Dic% VU obn &
trrong thong tin cua cong dan cé trong CSDLDC Thanh bhé dgé Nghi dinh s6
(k£1 dl‘I'QCAkethQOI).l . thye hién cac | 162/2017/ND- o
- Nguoi nop ho so lua chon: budc tiép theo; CP ngay 7 Ng}]{()l nop hro s0
+ Dich vu cong truc tuyen 30/12/2017 cha | phai dang ky tai
ST B A —.
1\i()p ca nhan j s A &t 9, . 9 X s aA iz Tén dang nhap va d}nhfh,l;tlet . dlf?n tu’, dar{g
hd so + Chon thu tuc: Pé nghi tu gidi thé to chuc ton giao mat khu mot so diéu va | nhap tai khoan,
co dia ban hoar dong o mgt tinh theo quy dinh cua : ’ bién phép thi xac thuc dinh
hien chuong hanh Luat tin danh dién to
- Nguoi nop h(f) so dién cac ndi dung theo Biéu mau ngudng, ton
dién tir (chi tiét tai Phu luc 47.1 kém theo). gi4o

(Trweong hop cac thdng tin trong Biéu madu dién tir di
c6 trong Co 56 dir liéu quoc gia Vé ddn cu, hé thong
thong tin 6 lién quan, dwoc dién tu dong (neu CO)

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 47.2 kém theo);

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

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bd sung hoic hd so khong
thudc thdm quyén giai quyét: Gui Thong bao dén
Nguoi ngp ho so (mau Thong bao Dién tur) néu r6
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so bo sung, Van ban tr choi, | Biéu mau theo
hoan thién. van ban hudng Thong tu
B phan | 3. Truong hop ho so du diéu kién giai quyét: . _, dan; 01/2018/TT-
S o A A LAt n TR LA 2 ~. | O0lngay | Phiéu chuyén xur VPCP ngay
Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (SO theo doi , 21 n ,
: A x 1y (Thé hién trong | 23/11/2018 cua
2. dién tr theo mau). N A > - \
. £ . A N 1A .k . Phan mém bang Van phong
Tiep 3.2. Xac nhan thong tin, gui thong bao ti€p nhan A X . .
A <A NI YN . 1énh chuyén) Chinh phu
nhin (ma ho so va ngay gio tra két qua) vao tai khoan cua
va giai Ngudi nop ho so.
quyét C‘huyén’hé so toi Truong Bo phan mot ctra; Chuyén
ho so h6 so dén Lanh dao Ban Tén gido.
4. Truong hop Ngudi ndp hd so khong bd sung,
hoan thién dugc ho so, c6 van ban tir choi giai quyet
yéu cau cua Nguoi ndp ho so.
1. Truy cap vao H¢ thong nhan théng bao co ho so Phiéuqchuyén XU
Lanh dao | mdi va ti€p nhan ho so. 02 nad 1y (The hién trong
Ban 2. Phan cong thu ly ho so, chuyén ho so vé phong 98| "Phin mém bang
Nghiép vu. 1énh chuyén)
~ 1. Truy cap vao H¢ thong nhan thong bao c6 ho so Cap nhat trén H¢
Lanh dao m&i va tiép nhan ho so thong;
Phong, p s ) 20 ngay &

Cong chirc

2. Phan cong cho cong chirc thu 1y ho so, tham muu
gidi quyét.

Yéu cau bd sung/
tur choi giai quyét
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi chua

thu 1y ho
SO

3. Cong chirc thy 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).

- Truong hop ho so chua du diéu kién giai quyét:
du thao vian ban théng bao bd sung hd so (lanh dao
Ban ky); néu r6 ly do, ndi dung can b6 sung.

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

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

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

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

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

Lanh dao
Ban

Kiém tra hd so:

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

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

2 ngay

Cap nhat trén H¢
thong;

Yéu cdu bo sung/

tir chdi giai quyét

Lanh dao
S&

Xem xét ho so:

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

- Néu khong dong y: Chuyén lai Ban Ton gido.

3 ngay

Cap nhat trén H¢
thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
. Xem xét hd so:
Lanh dao A aA s 1. A < 1n \ R oA R L s
UBND |~ Néu dong y: ky duyét van ban caia UBND Thanh Cap nhat trén Hé Quyét dinh
Thanh phd (Quyét dinh/y kién chi dao). 8 ngay thong; (Mau A4)/Vin
phd - Néu khong déng ¥: Chuyén lai S No6i vu, Ban Tén ban chi dao
giao.
Tiép nhan vin ban tra 10i cia UBND Thanh pho:
Linh d - Néu UBND Thanh phé di ra quyét dinh: nhan & dinh
anh 420, | vét dinh va tra v& Bo phan TN&TKQ dé ban giao Cap nhat trén He | Juyetdin
Cong chuce | 7 A A 5 : % " | (Mau A4)/Du
hone thu két qua cho cong dan; 03 ngay thong; thio Vin ban
ply h(‘% so |- Néu UBND Thanh pho ra y kién chi dao: du thao tra 10
van ban tra 101 t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
- Lt A At e T a Tad fA A 1A A Cap nhat trén H¢ |  Quyét dinh
Lanh dao Xgm xet ky duyét van ban trd 101 t6 chire/cd nhan ton 02 ngay théng: (Mau A4)/ Van
Ban giao e T
ban trd 101
Cong chirc A 1y S U G Cap nhat trén Hé |  Quyét dinh
phong thu ?ﬁl?T:Lll@n HO so, chuyén ket qua vé Bo phan 01 ngay théng; (Mau A4)/ Vian
Iy hé so Q ban tra 10i
3. A A
Hoan 15[%?25:/ ’ Hoan thién cac
thién T4 chire ’ 7 Trang thong tin Quyét dinh quy trinh keét
ho so; R A B0 phan Mot ctra tra két qua cho To chire, cong dan. | 01 ngay dong bd Cong | (Mau A4)/ Van | thtc ho so trén
N cong dan, : IS T XA
Tra e A Dich vu quobc gia ban tra 101 Phan mém Dich
£ nguwoi nfp A
ket hd so vu cong

qua
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PHU LUC 47.1: BIEU MAU PIEN TU

1. Tén tb chirc tn gi4o hoic t6 chuc ton gido tryc thudc:

2. Tru so:

3. Tén td chirc tdn giao hoic td chic tén gido truc thude dé nghi duoc giai thé:

4. Tru s& cua td chirc t6n gido hoic t6 chuc ton gido truc thude dé nghi duoc giai thé: ......
5. Nguoi dai dién cua to chic ton giao hoic td chirc ton gido truc thude dé nghi duogc giai thé
Ho va tén:

Nam sinh:

Tén goi trong tén gido (néu cd):

Chtic vy, pham vi (néu co):

S6 CMND/S6 ho chiéu/Sé dinh danh ca nhan:
Ngay cap:

Noi cap:

6. Ly do giai thé:

7. Du kién thoi diém giai thé:
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PHU LUC 47.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

Diéu kién veé ky

TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kl(;:l ghan ket thuat
1 Bén scan van ban dé Vin ban c6 chir ky
Vian ban dé nghi (theo mau B16); Bat budc Nop ban chinh s0 hodc file scan

nghi

mau
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Mau B16
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

.(l)..., ngay......thang......nam......

PE NGHI
Giai thé to chwrc ton gido hodc to chirc ton gido truc thugc
theo quy dinh caa hién chwong cia to chac ton giao

Kinh gui: .......... () T

Tén t6 chuc ton giao hoac to chic ton gido tric thudc (Chit in h0A): .......cvvvveeeereceeeieieenae,
LI T SO OUTPPPPPPRRN
Dé nghi giai thé to chuc ton giao hoic t6 chire ton gido truc thudce theo quy dinh caa hién chuong
cua to chuc ton gido vai cac ndi dung sau:

Tén t6 chuc ton giao hoac to chic tdn gido truc thudc dé nghi duoc giai theé:............c.........
THEU SO CUA O CHUIC: .veveveeeeeeeeeeeee ettt ettt et et et ettt es et et et e e et et ee e es et ee et e ee et et ee e e eeeeeeene
INGUOT QAL GIEN: .t b et b bt e b et e b et et e e e e b nbeeneas
HO VA TBN: oo Nam sinh: .....ccoccoovviiieeiiee e,
TEN GO troNg tON GIA0 (NEU COY: w.vvvvvveieeieeeeieeee ettt ettt
CHUC VUL, PRAM VI (NEU CO ..ottt
S6 CMND/S6 ho chiéu/S6 dinh danh C& NNAN: .........cvvvveevecevveeeee e

LY 0O AT TNE: oovoeeeeeeeee ettt ettt sttt

Dur Kién thot diM QAT TNE: ...ttt

Vin ban kém theo gom: Ban ké khai tai san, tai chinh; phuong thirc xtr ly tai san, tai chinh va
thoi han thanh toan céc khoan no (néu c6); danh sach to chic ton giéo truc thudc thudc to chire
t6n gido ddi véi viéc giai thé to chire ton gido hoic danh sach to chuc ton giéo truc thudc thudc
t6 chirc ton gido truc thudc bi giai thé ddi véi viéc giai thé to chic tén gido truc thudc.

TM. TO CHUC(3)
(Chir ky, dau)

(1) Bia danh noi 6 try s cia to chic ton gido hodc to chirc ton gido truc thue dé nghi giai the.

(2) Co quan quan 1y nha nuéc vé tin ngudng, ton gido ¢ trung uong d6i véi dé nghi giai thé to chuc ton
gido, to chirc ton gido truc thude ¢ dia ban hoat dong & nhiéu tinh; Uy ban nhan dan cip tinh ddi voidé
nghi giai théto chic ton giao, t6 chuc ton gido truc thudc cé dia ban hoat dong & mét tinh.

(3) T6 chirc ton gi4o hoic té chirc ton gido truc thude dé nghi.
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Mau A4
......... (1) CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc
So:...... /QD- ...(2)
w(3)... ngay ...... thang ... ... nam ... ...
QUYET PINH

Vé viéc chap thuan cho to chirc ton gido hogc to chirc ton gio truc thugc giai thé
theo quy dinh caa hién chwong cia to chac ton giao

Can ctr Di;éu 31 cua Luat tin ngudng, ton giao ngay 18 thang 11 nam 2016;
Cén ctr Bieu 10 cua Nghi dinh so 162/2017/ND-CP ngay 30 thang 12 nam 2017 cua Chinh phu
quy dinh chi tiét mét so dieu va bién phap thi hanh Luat tin ngudng, ton giéo;

CAN CU oo (5) coee e ;
D R Lol 110 T WS ,
QUYET PINH
Piéu 1. Chap thuan Cho .......cccoveeveeeeeeeeee e, ()
BT 2RO OUPPPPPRRRR
CO CAU T CRUIC, vttt ettt et ettt et et et ee et et ettt eee e e et et et ees et et et e ee et esen e eeesesee e eeeens
Dia ban hoat GONQ tON GIAO: ....c..eoiuiiiece e s
Puoc giai thé theo hién chuong cua té chic tir ngay ...... thang ...... NAM oo
Piéu 2. ....... (6) c6 trach nhiém thyc hién viéc giai thé té chic theo hd so dé nghi giai thé ngay

.. thang ... ndm .... cua td chuc.
bieu 3. (Hiéu lyc cua Quyet dinh; ghi tén co quan, to chic, ca nhan co lién quan trong viéc thi
hanh Quyét dinh)./.

Noinhgn: 4).........
- Nhu Bidu 3; (Chiz ky, dau)

- Luu: VT, .....

(1) Co quan nha nuéc ¢ tham quyén ban hanh Quyét dinh.

(2) Viét tit tén co quan ban hanh Quyét dinh.

(3) Pia danh noi ban hanh Quyét dinh.

(4) Thu truong co quan nha nude ¢o tham quyen ban hanh Quyet dinh.

(5) Van ban quy dinh chtrc niang, nhiém vu, quyén han va co cau to chirc cta co quan ban hanh Quyét
dinh.

(6) Tén td chuc ton gido hoic té chirc tn giéo truc thudc.



48. Quy trinh: Thi tuc dé nghi giai thé toé chirc ton gido truc thudc cé dia ban hoat déng & mét tinh theo quy dinh cia hién chwong cia to

chwc (QT-48)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Can ci phip Ghi chd
gian ly
- Cé& nhan nop hd so truc tuyén tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hodc Céne Dich vu
Cong dich vu cbng cta Thanh phd (dia chi: on gQuéc b
dichvucong.hanoi.gov.vn); g UOC &
A - . o . i thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mét 1An
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir nap motian,
. XA AR . n diéu hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune t6i Con
- Cong DVC ket noi véi CSDLDC deé khai thac cac Dici VU obn £ g
truong théng tin cua cdng dan co6 trong CSDLDC 1 Vi Cong Nghi dinh s6
(khi duoc két ni). Thanh ph6 de 1 162/2017/ND- ‘
- Ngudi nop hd so lua chon: thyee hi€n cac CP ngay Ngudi nop ho so
+ Dich vu cong truc tuyén bude tip theo; | 30/12/2017 cia | phai dang ky tai
1. T4 chie. | + Chon So NGi Vu' T Khodn o Ch.inh ph}i quy khqén giao dich
l\i()p canhan | + Chon linh vuc Tin nguéong, tén?gigo Té;u dénoarlzhgaon‘llé d}nhACh.l ;tlet . dlAcn tu:, dalig
ho so + Chon tha tuc: Pé nghi gidi thé té chic ton gido e ihéﬁp mot 50 dicu va | nhap tai khoan,
tryec thugc ¢g dia ban hogt dgng ¢ mét tinh theo quy : ' bién phap thi | Xac thue dinh
dinh cua hiéen chuong cua to chuc hanhNLuat :un danh di¢n tr
- Nguoi nop hd so dién cac ndi dung theo Biéu mau ng"—’g;’égc; ton

dién tir (chi tiét tai Phu luc 48.1 kém theo).
(Trweong hop céc thdng tin trong Biéu mau dién tir di
c6 trong Co 56 dir liéu quoc gia Vé dan cu, hé thong
thong tin 6 lién quan, dwoc dien ty dong (neu CO)

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 48.2 kém theo);

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

Biéu mau di¢n tir
Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va céc thong tin.
Truong hop ho Ny can bd sung hodc hd so khong
thudc tham quyen giai quyét: Gui Thong béo dén
Nguoi ndp hé so (mau Thong bao Pién tir) néu rd
ly do va c6 van ban huong dan nguoi yéu cau bo
sung ho 50, ho:éln thién vh() S0, néu r6‘loai gjéy to, . . .
ndi dung can b6 sung d€ Ngudi nop ho so bo sung, Van ban tr choi, | Biéu mau theo
hoan thién. van ban hudéng Thong tu
Bo phan | 3- Truomg hop hd so du didu kién giai quyét: \ | dam 01/2018/TT-
S A At A i TTA A 2 ~:- | 0l ngay | Phi€u chuyén xur VPCP ngay
Mot ctra | 3.1. Cap nhat thong tin vao H¢ thong (S6 theo doi , P \
2. : Ao x 1y (The hién trong | 23/11/2018 cua
"V dién tur theo mau). A A1 < .
Tiep Phan mém bang Van phong
A 3.2. Xac nhén thong tin, gui thong bao tiép nhan A 2 . .
nhan 1énh chuyén) Chinh phu
VA oidi (ma ho so va ngay gio tra két qua) vao tai khoan cta
qugfé' ¢ Nguoi ndp hd so.
hd so C‘huyén’hé so toi Truéng Bo phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
4. Truong hop Nguoi nop hd so khong bd sung,
hoan thién dugc hd so, c6 vin ban tir chdi giai quyét
yéu cau cua Ngudi nop hod so.
1. Truy cap vao H¢ thong nhan théng bao c6 ho so Phié’uvchuyén XU
Lanh dao | mdi va tiép nhan ho so. 02 naa 1y (The hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong 98Y | Phan mém bang
Nghiép vu. 1énh chuyén)
Lanh dao Ao A1 A A o LA A At A TTA
Phong, 1. Truy cép vao H¢ thong nhén thong bao c6 hé so 20 ngay Céap nhat trén Hé

Cong chirc

mai va tiep nhan ho so.

thdng;
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
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Trang thai

Can cwr phap
ly

Ghi chua

thu 1y ho
SO

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

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

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

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

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

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

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

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

Yéu cau bo sung/
tur choi giai quyét

Lanh dao
Ban

Kiém tra ho so:

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

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

2 ngay

Cap nhat trén H¢
thong;

Yéu cau bo sung/

tir chdi giai quyét

Lanh dao
So

Xem xét ho so:

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

3 ngay

Cap nhat trén H¢
thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Néu khong dong y: Chuyén lai Ban Ton gido.
. Xem xét ho so:
Lanh dao A AR 1 4 A, < ln \ kA tin L s
UBND |~ Néu dong y: ky duyét van ban caia UBND Thanh Cap nhat trén Hé Quyét dinh
N pho (Quyét dinh/y kién chi dao). 8 ngay thong; (Mau A4)/Vin
Thanh DA X, 2t e A N . :
phé - Néu khong dong y: Chuyén lai S6 Noi vy, Ban Tén ban chi dao
giao.
Tiép nhan van ban tra 15i ciaa UBND Thanh ph:
Linh d - Néu UBND Thanh phd da ra quyét dinh: nhan & dinh
anh €20, | o,vét dinh va tra vé Bo phan TN&TKQ dé ban giao Cap nhat trén He | Quyetdin
Cong chue | .~ A A \ : o " | (Mau A4)/Du
hone thu két qua cho cong dan; 03 ngay thong; thio Vin ban
ply h(‘% so |- Néu UBND Thanh pho ra y kién chi dao: du thao trd 1o
van ban tra 101 t6 chirc/ca nhan tén gido (Lanh dao
Phong ky nhay)
Linh dao | Xem xét ky duyét vin bén tra 101 té chirc/cé nhan ton | Capnhatuén HE | Quyét dinh
: . 02 ngay thong; (Mau A4)/ Van
Ban giao e T
ban trd 101
Co?g chire Hoan thién HO so, chuyén két qua vé B phan . Cap nhg}t trén He guyet dmhv
phong thu TN&TK 01 ngay thong; (Mau A4)/ Van
Iy hé so Q ban trd 104
3. A A
Hoan ;é[%tpil{?:/ ’ Hoan thién cac
thién Té chire 7 Trang thong tin Quyét dinh quy trinh két
ho so; R A B0 phan M6t ctra tra két qua cho To chire, cong dan. | 01 ngay dong bd Cong | (Mau A4)/ Van | thtc ho so trén
. cong dan, i FOR N X \ )
Tra e A Dich vu quoc gia ban tra 1o1 Phan mém Dich
£ nguwoi nfp A
két hd so vu cong

>

qua
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PHU LUC 48.1: BIEU MAU PIEN TU

1. Tén tb chirc tn gi4o hoic t6 chuc ton gido tryc thudc:

2. Tru so:

3. Tén td chirc tdn giao hoic td chic tén gido truc thude dé nghi duoc giai thé:

4. Tru s& cua td chirc t6n gido hoic t6 chuc ton gido truc thude dé nghi duoc giai thé: ......
5. Nguoi dai dién cua to chic ton giao hoic td chirc ton gido truc thude dé nghi duogc giai thé
Ho va tén:

Nam sinh:

Tén goi trong tén gido (néu cd):

Chtic vy, pham vi (néu co):

S6 CMND/S6 ho chiéu/Sé dinh danh ca nhan:
Ngay cap:

Noi cap:

6. Ly do giai thé:

7. Du kién thoi diém giai thé:
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PHU LUC 48.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

Diéu kién veé ky

TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kl(;:l ghan ket thuat
1 Bén scan van ban dé Vin ban c6 chir ky
Vian ban dé nghi (theo mau B16); Bat budc Nop ban chinh s0 hodc file scan

nghi

mau
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Mau B16
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

.(l)..., ngay......thang......nam......

PE NGHI
Giai thé to chwrc ton gido hodc to chirc ton gido truc thugc
theo quy dinh caa hién chwong cia to chac ton giao

Kinh gui: .......... () T

Tén t6 chuc ton giao hoac to chic ton gido tric thudc (Chit in h0A): .......cvvvveeeereceeeieieenae,
LI T SO OUTPPPPPPRRN
Dé nghi giai thé t6 chuc ton gio hoic t6 chire ton gido truc thudce theo quy dinh caa hién chuong
cua to chuc ton gido vai cac ndi dung sau:

Tén t6 chuc ton giao hoac to chic tdn gido truc thudc dé nghi duoc giai theé:............c.........
THEU SO CUA O CHUIC: .veveveeeeeeeeeeeee ettt ettt et et et ettt es et et et e e et et ee e es et ee et e ee et et ee e e eeeeeeene
INGUOT QAL GIEN: .t b et b bt e b et e b et et e e e e b nbeeneas
HO VA TBN: oo Nam sinh: .....ccoccovviieiiee e,
TEN GO troNg tON GIA0 (NEU COY: w.vvvvvveieeieeeeieeee ettt ettt
CHUC VUL, PRAM VI (NEU CO ..ottt
S6 CMND/S6 ho chiéu/S6 dinh danh C& NNAN: .........cvvvveevecevveeeee e

LY 0O AT TNE: oovoeeeeeeeee ettt ettt sttt

Dur Kién thot diM QAT TNE: ...ttt

Vin ban kém theo gom: Ban ké khai tai san, tai chinh; phuong thirc xir ly tai san, tai chinh va
thoi han thanh toan céc khoan no (néu c6); danh sach to chic ton giéo truc thudc thudc to chire
t6n gido ddi véi viéc giai thé to chire ton gido hoic danh sach to chuc ton giéo truc thudc thudc
t6 chirc ton gido truc thudc bi giai thé ddi véi viéc giai thé to chic tén gido truc thudc.

TM. TO CHUC(3)
(Chir ky, dau)

(1) Bia danh noi 6 try s cia to chic ton gido hodc to chirc ton gido truc thue dé nghi giai the.

(2) Co quan quan 1y nha nuéc vé tin ngudng, ton gido ¢ trung uong d6i véi dé nghi giai thé to chuc ton
gido, to chirc ton gido truc thude ¢ dia ban hoat dong & nhiéu tinh; Uy ban nhan dan cip tinh ddi voidé
nghi giai théto chic ton giao, t6 chuc ton gido truc thudc cé dia ban hoat dong & mét tinh.

(3) T6 chirc ton gi4o hoic té chirc ton gido truc thude dé nghi.
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Mau A4
......... (1) CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc
So:...... /QD- ...(2)
w(3)... ngay ...... thang ... ... nam ... ...
QUYET PINH

Vé viéc chap thuan cho to chirc ton gido hogc to chirc ton gio truc thugc giai thé
theo quy dinh caa hién chwong cia to chac ton giao

Can ctr Di;éu 31 cua Luat tin ngudng, ton giao ngay 18 thang 11 nam 2016;
Cén ctr Bieu 10 cua Nghi dinh so 162/2017/ND-CP ngay 30 thang 12 nam 2017 cua Chinh phu
quy dinh chi tiét mét so dieu va bién phap thi hanh Luét tin ngudng, ton gido;

CAN CU oo (5) coee e ;
D R Lol 110 T WS ,
QUYET PINH
Piéu 1. Chap thuan Cho .......cccoveeveeeeeeeeee e, ()
BT 2RO OUPPPPPRRRR
CO CAU T CRUIC, vttt ettt et ettt et et et ee et et ettt eee e e et et et ees et et et e ee et esen e eeesesee e eeeens
Dia ban hoat GONQ tON GIAO: ....c..eoiuiiiece e s
Puoc giai thé theo hién chuong cua to chic tir ngay ...... thang ...... NAM oo
Piéu 2. ....... (6) c6 trach nhiém thyc hién viéc giai thé t chic theo hd so dé nghi giai thé ngay

.. thang ... ndm .... cua td chuc.
bieu 3. (Hiéu lyc cua Quyet dinh; ghi tén co quan, to chic, ca nhan co lién quan trong viéc thi
hanh Quyét dinh)./.

Noinhgn: 4).........
- Nhu Bidu 3; (Chiz ky, dau)

- Luu: VT, .....

(1) Co quan nha nuéc ¢ tham quyén ban hanh Quyét dinh.

(2) Viét tit tén co quan ban hanh Quyét dinh.

(3) Pia danh noi ban hanh Quyét dinh.

(4) Thu truong co quan nha nude co tham quyen ban hanh Quyet dinh.

(5) Van ban quy dinh chtrc niang, nhiém vu, quyén han va co cau to chirc cta co quan ban hanh Quyét
dinh.

(6) Tén td chuc ton gido hoic té chirc tn giéo truc thudc.



49. Quy trinh: Thong béo ve viée da giai thé to chirc ton gido truc thude cé dia ban hoat dgng & mdt tinh theo quy dinh ciia hién chwong
cua to chwc (QT-49)

Budc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cir phap ly Ghi cha
- Ca nhan ngp ho so truc tuyén tai Cong dich vu
cong quoc gia (dia chi: dichvucong.gov.vn) hodc Céne Dich vu
Cong dich vu cbng cua Thanh pho (dia chi: -ong UIeh Vi
. . _ cong Quoc gia
dichvucong.hanoi.gov.vn); A s
A LA g s . . . thyc hién ding
- Nguoi nop ho so dang ky tai khoan giao dich dién nhap mét 1n
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir hap ot fan,
. X A AR : A di€u hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune t6i Con
- Cdng DVC két ndi véi CSDLDC dé khai thac cac Dici o £
truong thong tin cua cong dan cé trong CSDLDC Thanh bhé dgé Nghi dinh sb
(khi du:gc ket not). thuc hién cac 162/2017/ND- N
- Nguoi nop ho so lya chon: budc tidp theo: CP ngay Nguoi nop ho so
+ Dijch vu cong tryc tuyen " 130/12/2017 ctia | phai dang ky tai
. + Chon So Néi vu .. . x i ] 2N ai '
1; Té chite, | 4 opn gt ot i Tai khoan gdm Ch.mh ph'u quy khgfln glaovdlch
Nop . A on linh vuc Iin nguong, ton giao Tén d hap VA dinh chi tiét dién tu, dang
N ca nhan + Ch hi; - Thona bao Vé vide da aigi thé 16 en dang nhap va NI AR RN ;
ho so on thu tyc: ThOng Dao ve viéc da glai the to mat Khiu mot s6 diéu va | nhap tai khoan,
chike tONn Qido truc thudc co ’d‘,ia ban hoat déng o : : bién phép thi x4c thue dinh
mot tinh theo quy dinh cua hién chwong cua to chirc hanh Luét tin danh dién tu
- Nguoi nop h(:) so dién cac ndi dung theo Biéu mau ngudng, ton
dién tit (chi tiét tai Phu luc 49.1 kém theo). gi4o

(Trurong hop cac thdng tin trong Biéu madu dién ti da
c6 trong Co 56 dir liéu quoc gia Vé ddn cu, hé théng
thong tin cd lién quan, dugc dien ty dong (neu co) _

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 49.2 kém theo);

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

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhén, phan hoi
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Budc Chu thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghicha
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bd sung hoic hd so khong
thudc thdm quyén giai quyét: Gui Thong bao dén
Nguot ngp ho so (mau Thoéng bao Dién tir) néu ro
ly do va c6 van ban hudng dan nguoi yéu cau bd
sung hd 50, hoan thién hd so, néu 13 loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so bo sung, Van ban tr choi, | Biéu mau theo
hoan thién. van ban hudng Thong tu
By phan | 3. Truong hop ho so du diéu kién giai quyét: Trong y dan; . 01/2018/ T‘T'
Mét cira | 3.1. Cap nhat thong tin vao Hé thong (S6 theo doi | | ngayA l?hleuxch.uAyen xu VPCP ngayq
: A x lam viéc | 1y (Thé hién trong | 23/11/2018 cua
dién tur theo mau). A A 13 < \

2. , R n : e A . A . Phan mém bang Van phong
Tiép 3.2. Xac nhan thong tin, giri thong bao tiép nhan 1énh chuyén) Chinh phtt
nhan (ma ho so va ngay gio tra két qua) vao tai khoan cua i
\ Cens Ngudi nop ho so.

va giai Ly . .
quybt Chuyén ho so to1 Truong B phan mét cura; Chuyén
hd so ho so dén Lanh dao Ban Ton gido.
4. Truong hop Nguoi nop ho so khong bd sung,
hoan thién dugc h6 so, c6 van ban tir choi giai quyet
yéu cau cua Nguoi ndp ho so.
1. Truy cap vao H¢ thong nhan thong bao ¢ ho so Tron Phiéuqchuyén XU
Lanh dao | mdi va ti€p nhén ho so. 7 . g g 1y (Theé hi¢n trong
Ban 2. Phéan cong thu 1y hd so, chuyén ho so vé phong | ., g YA Phan mém bang
" lam viéc o 2
Nghiép vu. 1énh chuyén)
L;;:gndao 1. Truy cap vao H¢ thdng nhan thong bao ¢ hd so Tron Cap nhat trén H¢
Cén Clgl’l’l’c mai va tiep nhan ho so. naa g thong;
8 .+ x| 2. Phan cong cho cong chirc thy 1y ho so, tham muu | |, g YA Yéu cau bo sung/
thu ly ho X lam viéc

SO

giai quyet.

tir chdi giai quyét




356
Budc Chu thé Quy trinh chi tiét Thoi gian Trang thai Cin cir phap ly Ghicha
3. Cong chirc thy 1y ho so kiém tra hd so, trinh ban
hanh van ban da ti€p nhan Thong bao.
3.

\ B¢ phan <A
Hoan M.ﬁ tpc ll’ a/ Hoan thién céc
thién L A N AL e s . . .| Trakét | Trang thong tin trinh két

A To chire | BO phén M0t cura tra két qua cho To chtic, cong dan \ A g o q any = A
ho so; n A N X . i quatrong | dong bd Cong thiic ho so trén
. cbng déan, | va ban giao ho so Iuu cho phong Nghiép vu. 5 . IO X a .
Tra e A ngay Dich vu quoc gia Phan mém Dich
£ nguoi nop n
ket P vu cong
- ho so
qua
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PHU LUC 49.1: BIEU MAU PIEN TU

1. Tén tb chic tn gido hoic to chire tdn gido truc thudc co trach nhiém théng bao:

2. Tru s cua to chac:

3. Tén t6 chirc tdn giao truc thudc bi giai thé:

4. Tru s& cua td chirc tén gi4o truc thudc bi giai thé:

5. Nguoi dai dién:

Ho va tén:

Nam sinh:

Tén goi trong tén gido (néu cd):

Chtic vy, pham vi (néu co):

S6 CMND/S6 ho chiéu/Sé dinh danh ca nhan: Ngay cap: Noi cap:
6. Thoi diém giai thé:

7. Giai thé theo van ban so...... ngay...... thang......ndm .....cua ......... vé Viéc giai thé to chic ton gido truc thudc.
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PHU LUC 49.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phan ho so

Co sé dir liéu/ban
chup/ban dién tir

Bit budc/khong bit
bugc dinh kém

Xuét trinh/ ndp ban
chinh khi nhin ket
qua

Piéu kién vé ky
thuat

01

Vin ban thong bao (theo mau B17)

Ban scan thong bao

Bit budc

Nop ban chinh

Van ban co6 chir ky
s0 hodc file scan
mau

02

Tai liéu khac kém theo (néu co).

Ban scan

Khong Bit budc

Van ban c6 chir ky
s0 hodc file scan
mau
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Mau B17

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

.(l)..., ngay......thang......nam......

‘ THONG BAO
Ve viéce da giai the to chirc ton giao truc thugc

Kinh guti: .......... ).
Tén t6 chc tén gi4o hoic td chuc tén gido truc thudc co trach nhiém théng bao (chit in hoa):
................................... ) T
THU SO CUA O CRUIC: 1.ttt ettt ettt et ettt es et ettt e et et ee e es et eeen e ee et et ee e e eeeeneens
Thong bao vé viéc da giai thé .....(4) ...... véi cac ndi dung sau:
Tén to chirc ton gido truc thudC bi GIAT thé: ........ceeeieeeeeeeeee s
Tru 56 cua to chirc tdn gido truc thudC bi GIAl thé: ........cveieeeeeeeeeeeee s
Nguoi dai dién:
Hovatén:..............oooiiii, NAM SINN: covviviiiiiiiiiccieeeeeeeeeee e
TN goi trong tON GIA0 (NEU CO): w.vvvuveeeeieeeseeee ettt
ChUC VUL, PRAM VI (NEU CO) .ottt sttt
S6 CMND/S6 ho chiéu/S6 dinh danh CA NNAN: .........c.ocvcvceeeeeeeeee e
NQAY CAP:....evveeeene... NOT CAP . coeeeeeeee ettt ettt ettt en ettt en st s st enens
TROT AEM GIAT TNE: .v.eveeeeeeeeeee ettt ettt ettt n et nen e
Giai thé theo vin ban so...... ngay...... thang......ndm .....cua ......... 2).oenn.n. vé Viéc giai

thé t6 chuc ton giéo truc thudc.

TM. TO CHUTC (3)
(Chiz ky, dau)

(1) Pia danh noi c6 tru s& caa to chirc ton gido hoic to chic ton gido truc thude dé nghi giai thé to chirc
ton gido truc thudc.

(2) Co quan quan 1y nha nudc vé tin ngudng, ton gido & trung wong d6i véi thong bao giai thétd chirc
t6n gidotruc thudc cé dia ban hoat dong ¢ nhiéu tinh; Uy ban nhan dan cap tinh di véi thdng béo giai
thé t6 chuc ton gidotruc thude cé dia ban hoat dong & mét tinh.

(3) Tén cua to chirc co trach nhiém théng bao viéc giai thé.

(4) Tén caa td chirc ton gi4o truc thugc bi giai thé.



50. Quy trinh: Théng béo té chitc quyén gop khong thude quy dinh tai diém a va diém b khoan 3 DPiéu 19 ciaa Nghi dinh sé 162/2017/ND-
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CP (QT-50)
Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Cin cll;,; phap Ghi chu
- Ca nhan ngp hd so tryc tuyén tai Cong dich vy
céng quoc gia (dia chi: dichvucong.gov.vn) hoac 2 :
Cong dich vu cbng cta Thanh phd (dia chi: Ccf)?lng(%gg Vil';
dichvucong.hanoi.gov.vn); g uoc &
i A A < A L . A thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich dién Nhap mét lin
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir L ap motian,
. X A AR : A diéu hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune t6i Con Nehi dinh sé
- Cong DVC két noi vai CSDLDC dé khai thac cac Dic‘% VU oo £ ) 6§ 17017/ND-
trurong thong tin caa céng dan co trong CSDLDC 1 Vi €ONG \ A
(khi duoc Két ndi). Thanh.pho de CP ngay Nguoi nop ho so
N u:(‘)i' 16D hd so lua chon: thuc hlrén cac 30/12/2017 cua | phai dang ky tai
O N s Vu-fﬁn e budc tiép theo; | Chinh phu quy | khoan giao dich
NOP | cinhan |+ Chon So NOA?Vu. ! ‘ dinh chi tiet | dicn tw, dang
ho so + Chon linh vire Tin newdnd. BN dido Tai khoan gom | mot so diéu va | nhap tai khoan,
+ Chon thii tuc: Th()(;g’lg bg;) to gchd’c quyén gop Tén dang nhap va | - bién phdp thi Xac thye dinh
khﬁ‘ng. thuoc qz.ly dinh tai diém a va diém b khodn 3 mat khau. ILanhNLuattAth danh dien tu
Diéu 19 ciia Nghi dinh s6 162/2017/ND-CP g“g?égc; ©

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 50.1 kém theo).
(Tmoﬂg hop cac thong tin trong Bleu Mau dién t da
c6 trong Co 5o dir ligu quoc gia Vé ddn cu, hé thong
thong tin co lién quan, dugc dien ty dong (neu CO)

- Tich hop thanh phan h6 so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 50.2 kém theo);

Biéu mau dién tir
Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho Y can bo sung hodc ho so khong
thudc tham quyen giai quyét: Gui Thong béo dén
Nguoi nép ho so (miu Thong bao Dién tir) néu rd
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu rd loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so bo sung, Van ban tir choi, | Bi€éu mau theo
hoan thién. van ban hudng Thong tu
2. B¢ phan | 3. Truong hop hd so du diéu kién giai quyét: Tro\ng y dan; 01/2018/ T‘T'
Tiép | Métcira |3.1. Cap nhat thong tin vao He théng (S6 theo doi | 9% | Phiéu chuyénxir 1 VPCP ngay
A : A x lam viéc | 1y (The hién trong | 23/11/2018 cua
nhén dién tir theo mau). e
N , R R : e A .z R Phan mém bang Vian phong
va gidi 3.2. X4ac nhan thong tin, gtri thong bdo tiép nhén . .
£ <A NI YN . 1énh chuyén) Chinh phu
quyét (ma ho so va ngay gio tra két qua) vao tai khoan cua
ho so Nguoi ndp ho so.
C‘huyén’hé 50 t6i Trudng Bo phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
4. Truong hop Ngudi nop hd so khong bd sung,
hoan thién dugc hd s0, ¢6 van ban tir chdi giai quyét
yéu cau cua Ngudi ndp hd so.
1. Truy cdp vao Hé thong nhan thong béo c6 ho so Phiéu chuyén xtr
~ reo N LA A 1A Trong , X 1A
Lanh dao | mdéi va tiép nhan ho so. 7 nad 1y (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong | .. gay Phan mém bang
" lam viéc N 2
Nghiép vu. 1énh chuyén)
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Linh dao 1. Truy cgp vao H@\A thong nhan thong bdo c6 ho so A -
L maoi va tiép nhan ho so. Cap nhat trén H¢
Phong, A N , 1A Trong .
n . | 2. Phan cong cho cong chuc thu Iy ho so, tham muu s thong;
Cong chue | ... X ngay Al A 1%
thy Iy hé gidi quyét. ‘ 7 ‘ 1am viec Y&u cau bo sung/
e 3. Cong chirc thy ly ho so kiém tra ho so, trinh ban i tur choi giai quyét
hanh van ban da tiép nhan Thong bao.
3- A A
Hoan ﬁ%?iﬁ :/ , Hoan thién cac
t?lgn T chire Bo phan Mot ctra tra két qua cho To chirc, cong dan Tfa ket Tiang thAongx tin damy t{lnh ke:[
ho so; R A s A . A qua trong | dong bd Cong thiic ho so trén
. cong dén, | va ban giao ho so Iuu cho phong Nghiép vu. X . O X )
Tra e A ngay Dich vu quoc gia Phan mém Dich
£ nguoi nfp A
ket P vu cong
- ho so
qua
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PHU LUC 50.1: BIEU MAU PIEN TU

1. Tén:

2. bia chi:

3. Nguoi dai dién:

Ho va tén:

Nam sinh:

Tén goi trong tén gido (néu cd):

Chtc vu, pham vi (néu co):

S6 CMNDY/S6 ho chiéu/Sé dinh danh ca nhan: Ngay cap: Noi cap:
4. Myc dich quyén gop:

5. Pia ban té chic quyén gop:

6. Cach thirc quyén gop:

7. Thoi gian thuc hién quyén gop:

8. Phuong thurc quan ly va str dung tai san dugc quyén gop:
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PHU LUC 50.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phan ho so

Co sé dir liéu/ban
chup/ban dién tir

Bit budc/khong bit
bugc dinh kém

Xuét trinh/ ndp ban
chinh khi nhin ket
qua

Piéu kién vé ky
thuat

01

Vin ban thong bao (theo mau B47)

Ban scan thong bao

Bit budc

Nop ban chinh

Van ban co6 chir ky
s0 hodc file scan
mau

02

Tai liéu khac kém theo (néu co).

Ban scan

Khong Bit budc

Khéng Bat budc

Van ban c6 chir ky
s0 hodc file scan
mau
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Mau B47
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

.(l)..., ngay......thang......nam......

~ THONG BAO
Ve viéc to chirc quyén gop

Kinh gui: .......... () T

Tén (Ch@r iN h0a): ..veeveecieceeceece e, (B) oo
3 ) T: Wl 1 APPSR
INGUOT QA1 TIEN: .ottt b ettt e et e et e et e et e nnesneesnne e
HO VA teN: ..., NamM SINK: oo
Tén goi trong ton glao (LTI ) LR
Chac vy, pham Vi (neu co) .....................................................................................................
S6 CMND/S6 hé chiéu/Sé dinh danh ca nhan; .....................................................................

Théng bao vé viéc td chirc quyén gop vai cac ndi dung sau:

MUC AICHh QUYEN SOP: ettt
Dia DAN 10 CNTC QUYBN GOP: ..ottt ettt n sttt
(OF: Tod o {010 (oo 0= 0 o o o LSRR
Thoi gian thuc hién QUYBN QOP: ..c.veivieieececc e
Phuong thirc quan ly va st dung tai san dugC qUYEN GOP: ..ovveveeverieneeie e

NGUOI bAI DIEN (3)
(Chiz ky, ddu)

(1) Pia danh noi ¢6 co so tin ngudng, to chirc ton gido hoic to chirc ton giao truc thuoc.

(2) Uy ban nhan dan cp tinh déi voi truong hop t6 chirc quyén gop vuot ra ngoai dia ban mot huyén;
Uy ban nhan dan cap huyén di voi truong hop t6 chirc quyén gop ngoai dia ban mot xa nhung trong dia
ban mot huyén, quan, thi xa, thanh phé thudc tinh, thanh phé thudc thanh phd truc thude trung wong; Uy
ban nhan dan cap xa ddi véi truong hop t6 chic quyén gop trong dia ban mot xa.

(3) Co so tin ngudng, t6 chic ton gido hoac to chic ton gido truc thude. DI voi to chac ton gido, t6
chtc ton gio truc thudc, nguoi dai dién phai ky tén va dong dau.
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51. Quy trinh: Tha tuc dé nghi cap chitng nhan ding ky hoat dong ton gido cho té chirc c6 dia ban hoat déng & mat tinh (QT-51)

Buée Chii thé Quy trinh chi tiét gll;;l Trang thai Can cuw phap ly Ghi chu
- Ca nhan nop hd so tryc tuyén tai Cong dich
vu cong quoc gia (dia chi: dichvucong.gov.vn) q
hodac Cong dich vu cdng caa Thanh pho (dia Cong Dich vu
chi: dichvucong.hanoi.gov.vn); cong Quoc gia
- Nguoi nop ho so dang ky tai khoan giao dich thyc hién dang
dién tu, dang nhap tai khOfln, Xac thuc dinh nhap mot lan,
danh dién tur (theo hudng dan trén Cong Dich dieu hudng nguoi
vu cong). o q dung téi Cong ’
- Cong DVC két noi véi CSDLDC dé khai thac Dich vu cong Nghi dinh s6 Neusi nop hd
cac truong thong tin cua cong dan cé trong Thanh pho dé 162/2017/NB-CP Sguiéi ('c)TgnO
CSDLDC (khi duoc két ndi). thuc hién cac | ngay 30/12/2017 | SO Plaldans
i A LA _ ik . , . , ky tai khoan
1. z oy - Ngudi nop ho so lya chon: budc tiep theo; cua Chinh phu . : "
n To chire, : A X . . .4 giao dich di¢n
Nop ho . LA + Djch vu cong truc tuyén quy dinh chi tict e .
: canhan N . . A e A A tu, dang nhap
SO’ + Chon So Ngi vu Tai khoan gom mot soO diéu va <. ‘ )
- , N A, A g A S , . tai khoan, xac
+ Chon linh vuec T in nguong, ton giao Tén dang nhép va bién phéap thi thue dinh danh
+ Chon thu tuc: Pé nghj cap chung nhan dang mat khau. hanh Luét tin ucdi éln e

ky hoat d@éng ton gido cho té chic cé dia ban
hoat dong ¢ m¢t tinh

- Nguoi nop ho so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 51.1 kém
theo).

(Trweong hop céc thdng tin trong Biéu mau dién
tir dd c6 trong Co sé dix liéu quac gia vé dan cu,
hé théng théng tin cé lién quan, dwoc dien tw
dong (néu co)

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

ngudng, ton gido
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw phap ly

Ghi chua

- Tich hop thanh phﬁp ho so theo miu tai Biéu
mau dién tur (chi tiet tai Phu luc 51.2 kém
theo);

- Nguoi nop kiém tra, cap nhat théng tin bao
dam thong tin ddy du, chinh xac, hop phap.

2.
Tiép
nhéan va
giai
quyét hd
SO’

1. Nhan thong bao c6 hd so moi trén Hé thong;
2. Kiém tra ho so va cac thong tin.

Truong hop hod so can bd sung hodc hd so
khong thudc tham quyén giai quyét: Guri Thong
bao dén Ngudi ndp ho so (mau Thong bao Dién
ttr) néu 1 1y do va co vin ban huéng dan ngudi
yéu cau bo sung ho so, hoan thién ho so, néu rd
loai gidy to, ndi dung can bo sung dé Ngudi ndp
hd so bd sung, hoan thién.

3. Truong hop ho so da diéu kién giai quyét:
3.1. Cap nhat théng tin vao Hé¢ théng (Sé theo
ddi dién tir theo mau).

3.2. Xac nhan thong tin, gui thong bao tiép
nhan (ma ho so va ngay gio tra két qua) vao tai
khoan ctia Ngudi ndp ho so.

Chuyén hd so téi Truong Bo phan mot cira;
Chuyén hd so dén Lanh dao Ban Tén gido.

4. Trudng hop Ngudi ndp ho so khong bo sung,
hoan thién duoc ho so, ¢ van ban tir chdi giai
quyét yéu cau ctia Ngudi nop ho so.

01 ngay

Vin ban tir chdi,
van ban hudng
dan;

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

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

Lanh dao
Ban

1. Truy cap vao H¢ thong nhan théng bao c6 hd
so méi va tiép nhén ho so.

02 ngay

Phiéu ochuyén XU
1y (The hién trong
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw phap ly

Ghi chua

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

Phan mém bang
1€nh chuyén)

Lanh dao
Phong,
Cong chirc
thu Iy ho
SO’

1. Truy cap vao H¢ thong nhan thong bao c6 hd
so moi va tiép nhén ho so.

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

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

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

- Truong hop hd so khong du diéu kién giai
quyét: du thao vin ban thong béo tra lai ho so
(1anh dao Ban ky), néu 0 ly do.

4. Truong hop hd so day du, tiép nhan hd so:

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

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

- Du thao vian ban cua Ban tra 16i t6 chuc/ca
nhan ton gido (Gidy chtng nhan Ping ky hoat
dong ton gido Mau Al).

51 ngay

Cép nhat trén H¢
thong;

Yéu cau bo sung/

tir chdi giai quyét

Gidy chimg nhan
(Mau A1)

Lanh dao
Ban

Kiém tra hd so:

- Néu ddng ¥: ky duyét van ban tra 1o to chutc/ca
nhan t6n gido (Gidy ching nhan Ping ky hoat
dong ton gido Mau Al).

2 ngay

Cap nhat trén H¢
thong;

Yéu cau b sung/

tir chdi giai quyét

Gidy ching nhan
(Mau A1)
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Bué'c Chii thé Quy trinh chi tiét Ell;‘;]" Trang thai Cin cit phap ly Ghi cha
- Néu khéng ddng y: Chuyén lai Chuyén vién
Phong Nghiép vu.
Cl(:;)llgl cill:l: Hoan thién H so, chuyén két qua vé B phan 01 nai Cap ﬁ}ﬁ%;tr.en He Gidy chung nhan
phong ! | rNn&TKQ gay & (Mau Al)
ly ho so
3. B('l phf’l n Hoan thién cac
Hoan | Motcua/ . . Trang thong tin . quy trinh két
Y To chire | BO phén Mot cura tra két qua cho To chire, cong \ A A A Giay chiing nhan LA A
thién ho A N A 01 ngay dong bo Cong x thiic ho so trén
. | cbngdan, |dan. : FOR (Mau Al) XA
507 Tra neuding Dich vu quodc gia Phan mém
két qua g °p Dich vu cong

ho so
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PHU LUC 51.1: BIEU MAU PIEN TU

1. Tén tb chirc:
2. Ho va tén nguoi dai dién:
3. Tén t chirc ding ky cdp ching nhan hoat dong tén gido:
Tén giao dich qudc té:
4. Tru s6 cta to chuc:
5. Thudc ton giao:
6. Nguoi dai dién t6 chirc dang ky cap ching nhan hoat dong ton gido:
Ho va tén:
Nam sinh:
Tén goi trong ton gido (néu co):
S6 CMND/S6 ho chiéu/Sb dinh danh c4 nhan: Ngay cép: Noi cép:
Noi cu tru:
7. Ngudn gbc hinh thanh, qua trinh phat trién ¢ Viét Nam:
8. Ton chi, muc dich:
9. Noi dung hoat dong:
10. Dia ban hoat dong:
11. S6 lwong ngudi tin theo:
12. Co ciu to chirc:

13. Dia diém du kién dit try so:
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PHU LUC 51.2: THANH PHAN HO SO PIEN TU

| ecnrieniss | Cosditubin | bitbugokaong i | TR T o i
chup/ban dién tir buc dinh kém qui thuat
1 x Ban scan vin ban dé . Vén bin c6 chir ky
Vian ban dang ky (theo mau B8); nghi Bat budc Nop ban chinh s0 hoac flle scan
! mau
Danh sach, so yéu 1y lich, phiéu 1y
lich tu phap, ban tom tat qua trinh Vin ban c6 chir ky
2 | hoat d@ong tbn giao cua nguoi dai Ban scan Bit budc Nop ban chinh s6 hoic file scan
dién va nhiing nguoi dy kién lanh mau
dao t6 chuc;
T T Van ban co6 chir ky
3 Ban. .tom tat gido Iy, gido luat, Ie Ban scan Bit budc Nop ban chinh s6 hodc file scan
nghi; .
mau
Van ban co6 chir ky
4 Quy ché hoat dong cua to chrc; Ban scan Bit budc Nop ban chinh s6 hodc file scan
mau
N S : L oa 2R Van ban c6 chir ky
5 Gidy w, chu;ngvmmh C,O dia diém Ban scan Bit budc Nop ban chinh s6 hodc file scan
hop phap dé dat tru sé. mau




372

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

.(l)..., ngay......thang......nam......

DANG KY
Cap ching nhan hoat dong ton giao

Kinh gui: .......... () P

Mau B8

K< o e 116 (oL TSR

Ho va tén nguoi dai
bang ky cap chung

L6 1157 5 R

nhan hoat dong ton giao vdi cac ndi dung sau:

Ten tO chlrc (ChTF 1N ROA): ..eiiiiiie e
Tén giao dich QUOC 1€ (NEU CO): wovvrvervievercieeeetesese et es e ees s st es st
TIU SO CUA 1O CHUICT ov.vvievcvceieeee ettt sttt s et an st ansesas
B L To o o) s a1 Lo PP TPRPRPI

Nguoi dai dién:
Ho va tén:..............

............................... NaAM SINH: oo,

Tén goi trong ton gido (neu (670 ) TS T PP PR TR UPRRTPRO
So CMND/ SO ho chiéu/So6 dinh danh c4 nhan: PP TP TR

NOi CE Il s, e s
Nguon goc hinh thanh, qua trinh phat trien & VIt Nam: ...,
TOn chi, MUC QICH: ...uuiiiii i —————

Noi dung hoat dong:

D12 bAN hoat QONE: ..oiiiiiii i
SO Trong NEUOT tIN thEO: ..iiviiiiiiiiic i
LT o et 10 IR I o] 4L (o SRR

bia diém du kién dat tru sé:

Vin ban kém theo gom: Danh sach, so yéu 1y lich, phiéu 1y lich tu phap, ban tom tat qua trinh
hoat dong ton giéo~cf1a nguoi dai, dién va nhiing qgudi du kjén lanh dao t0 chuc; ban :c()m tat
gido ly, gido luat, 1€ nghi; quy che hoat dong cua to chuc; giay to chimg minh ¢ dia di€ém hop

phép dé dat try so.

NGUOI PAI DIEN
(Ky, ghi ro ho tén)

(1) Pia danh noi dy kién c6 try so cua t6 chirc.
(2) Co quan quan Iy nha nuée vé tin ngudng, ton giao & trung wong d6i véi to chure c6 dia ban hoat dong
& nhiéu tinh; co quan chuyén mén vé tin ngudng, ton giao cap tinh dbi vai to chirc c6 dja ban hoat dong

& mot tinh.
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Mau Al
............. @ CONG HOA XA HOI CHU NGHIA VIET NAM
------- Poc 1ap - Tu do - Hanh phic
So: ....... /CN-.... @ @) ..., ngay..... thang..... nam.....
GIAY CHUNG NHAN
Pang ky hoat dong ton gido
............. O iiiiiiiiiiiiiooi........ching nhan:
Tén t6 chirc (Chif in hoa): i
Tén giao dich qUOC t& clia td CHTC (U COY:uvrvrreeeeeeeeeeee e
B 4T TSPt
THUC 0N GIAO: «.vvvervsvsiriiiisinsissiciiiiisssi ittt sstsessssssssasesstssess s
Ngudn gbe hinh thanh, qua trinh phat trién & Vit Naml.....o.oveeeveveeeeeeeeeeeeeeeeeee e,
Ton chi, muc dich hoat GONE: .......ccviiiiiiiieeee e e
Dia b,éln l}oat 4 (0] 4 VO RPPUPPPPOTPRPR
CO CAU O CHUIC: ittt e et e e et e e e staee e essaeeessaeeeensaeeennsnes

Buoc hoat dong t6n gido theo quy dinh cta phap luat Viét Nam va theo ndi dung dang ky da
duoc chap thuan ké tir ngay dugc cap chirng nhan dang ky hoat dong ton giao./.

4
Noi nhin: (Chit ky, ddu)
- Luu: VT,

W Co quan quan ly nha nudc vé tin ngudng, ton giao ¢ trung uong d6i véi to chure c6 dia ban hoat
dong & nhiéu tinh; co quan chuyén mén vé tin ngudng, ton gido cap tinh d6i voi td chirc ¢ dja ban
hoat dong & mat tinh.

@) Viét tat tén co quan cap ching nhan ding ky hoat dong ton gido.

®) Pia danh noi cap ching nhan dang ky hoat dong ton giao.

™) Thu trudng co quan nha nude co tham quyén cip chimg nhan ding ky hoat dong ton gido.
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52. Quy trinh: Thong b&o nguoi dwgc phong pham hoic suy cir [am chikc sidc ddi véi cac truong hep quy dinh tai khoan 2 Piéu 33 caa
Luat tin ngwdng, ton giao (QT-52)

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu
- Cé& nhan nop hd so truc tuyén tai Cong dich vu
cdng quéc gia (dia chi: dichvucong.gov.vn) hoic
Cong dich vu cdng cua Thanh phd (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hién dang
tir, dang nhap tai khoan, xac thuc dinh danh dién ta nhap mot lan, R
. XA . A A . . Nguoi nop ho so
(theo hudng dan trén Cong Dich vu cong). dicu hudng nguoi .| phii dang ky tai
- Cong DVC két noi vai CSDLDC dé khai thac cac dung téi Cong Nghi dinh so Khoan giio é]ich
treong thong tin cua cong dan co trong CSDLDC Dich vu cong 162/2017/Nb- dian tir. dan.
(khi dugc két ndi). Thanh phé dé CP ngay hap G ’khoégn
- Nguoi nop ho so lua Chpn: thyuc hién cac 30/12/2017 cua WAC thue dinh’
1. T4 chire + Dich vu cﬁng truc tuyen budc tiep theo; Chinh phu quy danh (.iién.tfr
Nop c4 nhén’ + Chon So Noi vu ‘ dinh chi tiet i
ho so + Chon linh vuc Tin ngudong, tbn giao Tai khoan gom | mot s6 diéu va
+ Chon thu tuc: Thong bdo nguoi dwgc phong pham Tén dang nhap va | bién phap thi
hodc suy cir [am chite sdc doi véi cdc truong hop mat khau. hanh Luét tin
quy dinh tai khodn 2 Piéu 33 ciia Ludt tin nguéng, ngudng, ton
ton gido gido

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 52.1 kém theo).
(Trweong hop céc thdng tin trong Biéu mau dién tir di
c6 trong Co 56 dir liéu quoc gia Vé dan cu, hé thong
thong tin 6 lién quan, dwoc dien ty dong (neu CO)

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 52.2 kém theo);

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Ngudi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nhan thong bao c6 hd so méi trén Hé thong;
2. Kiém tra ho so va cac thong tin.
Truong hop hd Y can bd sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (mau Thong bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung ho 50, hoan thién ho so, néu 1o loai glay to, . L
ndi dung can bd sung dé Ngudi nop hd so bd sung, Van ban tir choi, | Bi€u mau theo
hoan thién. van ban huong Thong tu
Bo phan | 3. Truong hop ho so du diéu kién giai quyét: Tro\ng _, dan; 01/2018/ T‘T'
2. Mot cira | 3.1. Cap nhat thong tin vao Hé thong (S0 theo doi | ., ngayA Phicu chuyén xu VPCP ngayq
X : Ao x lam viéc | 1y (The hién trong | 23/11/2018 cua
Tiep dién tir theo mau). 5 ‘
A . oA A .k . Phan mém bang Vian phong
nhan 3.2. Xac nhan thong tin, gtri thong bdo tiép nhén . .
N Y N YN T , 1énh chuyén) Chinh phu
va gidi (ma ho so va ngay gio tra két qua) vao tai khoan cua
quyeét Nguoi ndp ho so.
ho so C‘huyén’hé so toi Truéng B phan mot cira; Chuyén
ho so dén Lanh dao Ban Tén gido.
4. Truong hop Nguoi ndp hd so khong bd sung,
hoan thién dugc ho so, c6 van ban tir choi giai quyet
yéu cau cua Ngudi ndp ho so.
1. Truy cdp vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xir
~ reo N LA A 1A Trong , X 1A
Lanh dao | mdi va ti€p nhén ho so. o . Nga 1y (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong | ., g YA Phan mém bang
- lam viéc n 2
Nghiép vu. 1€nh chuyén)
Lanh dao | 1. Truy cép vao H¢ thong nhan thong bao co hé so | Trong Cap nhat trén He
Phong, | mdi va tiép nhan ho so. ngay thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Cong chirc | 2. Phan cong cho cong chire thu ly ho so, tham muu | lam viée | Yéu cﬁu bd sung/
thu ly ho | gidi quyeét. ‘ q ‘ tur cho1 giai quyét
SO’ 3. Cong chire thy ly ho so kiém tra ho so, trinh ban
hanh van ban da ti€p nhan Thong bao.
3. A A
Hoan 15[%??1? :/ , Hoan thién c’éc
tl}ngn Té chire Bo phan Mot ctra tra két qua cho To chirc, cong dan Tfa ket Tl;ang thAong; tn quy trgnh keAt
ho so; A A N X . A qua trong | dong bd Cong thiic ho so trén
N cong dan, | va ban giao ho so luu cho phong Nghiép vu. \ . O N,
Tra e A ngay Dich vu quoc gia Phan mém Dich
£ nguoi ngp A
ket P vu cong
- ho so
qua
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PHU LUC 52.1: BIEU MAU PIEN TU

1. Tén t6 chirc ton gido:

2. Tru so:

3. Ho va tén ngudi dugc phong pham hoidc suy cir chirc sic:

Tén goi trong ton gido

Nam sinh

Noi cu trt

4. Pham vi trude khi dugc phong pham hodc suy ctr

5. Pham vi sau khi dugc phong pham hodc suy ctr

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

7. Pia ban hoat dong ton gido sau khi duoc phong phim hodc suy ctr
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PHU LUC 52.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A 1 X1 Co so dir liu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kzil ghan ket thuat
Van ban co6 chir ky
01 | Van ban thong bao (theo mau B18) | Ban scan thong bao Bat budc Nop ban chinh s0 hodc file scan

mau
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Mau B18
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

.(l)..., ngay......thang......nam......

THONG BAO '
Nguwoi dwge phong pham hodc suy cir lam chire sac

Kinh gui: .......... () P

Tén td chirc tOn 140 (ChTT 1N NOA): ..viiiiviiiiiiie i
I o S
Thong bao viéc phong pham hodc suy cur chire sac véi cac ndi dung sau:

Pham vi trudc Dia ban hoat dong

Tén goi < . va sau khi dugc | ton gido trude va sau
\ oA - Nam | Noicu 2 :
TT | Hovatén | trong ton . . phong pham khi dugc phong
> sinh trd < , 2 < ,
giao hodc suy cu pham hodc suy cu
Truéc | Sau Trudce Sau
1
2

Vin ban kém theo gom: Tom tat qua trinh hoat dong ton gido; so yéu 1y lich, phiéu 1y lich tu
phap cua chitrc sac.

TM. TO CHUC TQN GIAO
(Chir ky, dau)

(1) Pia danh noi c6 try s& clia td chuc ton gido.

(2) Co quan quan ly nha nudce vé tin ngudng, ton gido & trung wong ddi véi trudng hop phong pham
hogc suy cu pham vi theo quy dinh tai khoan 1 Piéu 33 cua Luat tin ngudng, ton gido; co quan chuyén
moén ve tin ngudng, ton gido cap tinh dbi véi truong hop phong phdm hodc suy cir pham vi theo quy
dinh tai khoan 2 Diéu 33 cta Luét tin ngudng, ton giio.
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ngudng, ton gido (QT-53)

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu

- Cé& nhan nop hd so truc tuyén tai Cong dich vu

cdng quéc gia (dia chi: dichvucong.gov.vn) hoic

Cong dich vu cdng cua Thanh phd (dia chi: Cong Dich vu

dichvucong.hanoi.gov.vn); cong Qudc gia

- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hién dang

tir, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,

(theo hudng dan trén Cdng Dich vu cong). diéu hudéng ngudi

- Cong DVC két ni voi CSDLDC dé khai thac cac dung toi Cong Nghi dinh s6

trurong thong tin caa céng dan co trong CSDLDC Dich vu cong 162/2017/Nb-

(khi duoc két nbi). Thanh phé dé CP ngay Nguoi nop ho so

- Nguoi nop hd so lya chon: thuc hién cac 30/12/2017 cua | phai dang ky tai

1. T4 chire + Dich vu cﬁng truc tuyén budc tiép theo; Chinh phu quy khoan giao dich

NOP | 4 nan |+ Chon So Ngivu ‘ dinh chi tiét dien tu, dang
ho so + Chon linh vuc Tin nguéong, tén giao Tai khoan gom | moét so diéu va | nhap tai khoan,

+ Chon thu tuc: Thong bao hiy két qud phong Tén dang nhap va | bién phap thi Xac thuc dinh

phdam hodc suy cir chire sdc ddi véi cde truong hop mat khau. hanh Luat tin danh dién ta

quy dinh tai Khodn 2 Piéu 33 ciia Ludt tin nguéng, ngudng, ton

ton gido gido

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 53.1 kém theo).
(Trweong hop céc thdng tin trong Biéu mau dién tir di
c6 trong Co 56 dir liéu quoc gia Vé dan cu, hé thong
thong tin 6 lién quan, dwoc dien ty dong (neu CO)

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 53.2 kém theo);

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Ngudi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nhan thong bao c6 hd so méi trén Hé thong;
2. Kiém tra ho so va cac thong tin.
Truong hop hd Y can bd sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (mau Thong bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung ho 50, hoan thién ho so, néu 1o loai glay to, . L
ndi dung can bd sung dé Ngudi nop hd so bd sung, Van ban tir choi, | Bi€u mau theo
hoan thién. van ban huong Thong tu
Bo phan | 3. Truong hop ho so du diéu kién giai quyét: Tro\ng _, dan; 01/2018/ T‘T'
2. Mot cira | 3.1. Cap nhat thong tin vao Hé thong (S0 theo doi | ., ngayA Phicu chuyén xu VPCP ngayq
X : Ao x lam viéc | 1y (The hién trong | 23/11/2018 cua
Tiep dién tir theo mau). 5 ‘
A . oA A .k . Phan mém bang Vian phong
nhan 3.2. Xac nhan thong tin, gtri thong bdo tiép nhén . .
N Y N YN T , 1énh chuyén) Chinh phu
va gidi (ma ho so va ngay gio tra két qua) vao tai khoan cua
quyeét Nguoi ndp ho so.
ho so C‘huyén’hé so toi Truéng B phan mot cira; Chuyén
ho so dén Lanh dao Ban Tén gido.
4. Truong hop Nguoi ndp hd so khong bd sung,
hoan thién dugc ho so, c6 van ban tir choi giai quyet
yéu cau cua Ngudi ndp ho so.
1. Truy cdp vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xir
~ reo N LA A 1A Trong , X 1A
Lanh dao | mdi va ti€p nhén ho so. o . Nga 1y (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong | ., g YA Phan mém bang
- lam viéc n 2
Nghiép vu. 1€nh chuyén)
Lanh dao | 1. Truy cép vao H¢ thong nhén thong bao co hé so |  Trong Cap nhat trén He
Phong, | mdi va tiép nhan ho so. ngay thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Cong chirc | 2. Phan cong cho cong chire thu ly ho so, tham muu | lam viée | Yéu cﬁu bd sung/
thu ly ho | gidi quyeét. ‘ q ‘ tur cho1 giai quyét
SO’ 3. Cong chire thy ly ho so kiém tra ho so, trinh ban
hanh van ban da ti€p nhan Thong bao.
3. A A
Hoan 15[%??1? :/ , Hoan thién cac
tl}ngn Té chire Bo phan Mot ctra tra két qua cho To chirc, cong dan Tfa ket Tl;ang thAong; tn quy trgnh keAt
ho so; A A N X . A qua trong | dong bd Cong thiic ho so trén
N cong dan, | va ban giao ho so luu cho phong Nghiép vu. \ . O N,
Tra e A ngay Dich vu quoc gia Phan mém Dich
£ nguoi ngp A
ket P vu cong
- ho so
qua
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PHU LUC 53.1: BIEU MAU PIEN TU

1. Tén t6 chirc ton gido:

2. Tru so:

3. Ho va tén ngudi bi hity két qua phong pham hodc suy cir chirc sic:

Tén goi trong ton gido

Nam sinh

Noi cu trt

4. Pham vi trudc khi bi hity két qua phong pham hodc suy ctr

5. Pham vi sau khi bi huy két qua phong pham hoic suy ctr

6. Dia ban hoat dong t6n gido trudc khi bi hity két qua phong pham hodc suy ctr
7. Pia ban hoat dong t6n gido sau khi bj huy két qua phong pham hoic suy cir
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PHU LUC 53.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A 1 X1 Co so dir liu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kzil ghan ket thuat
Vo i e i 030 e 3
01 Khodn 4 gDi Ay 33 c1f11a yLu:cfl ¢ Tin Ban scan thong bao Bat budc Nop ban chinh SO hoér(;] glde scan

ngudng, ton giao)




54. Quy trinh: Thi tuc ding ky ngwoi dwoc bd nhiém, bau cir, suy cir lam chirc viée ddi véi cac truong hep quy dinh tai Khoan 2 Diéu 34

385

cua Luat tin ngwong, ton giao (QT-54)

Buwéc | Chi thé Quy trinh chi tiét gg‘: Trang thai Cin cix phap 1y Ghi cha
- Ca nhan nop ho so tryc tuyén tai Cong dich
vu cdng qudc gia (dia chi: dichvucong. gov.vn)
hodc Cong dich vu cdng cia Thanh phé (dia Céne Dich
chi: dlchvucon‘g hanoi.gov.vn); con gQ bc Vil';
- Ngudi nop hod so dang ky tai khoan giao dich oy
RS N \ , . thuc hién dang
dién tu, dang nhap tai khoan, xac thl_J:c dinh nhan mét [An
danh dién tir (theo hudng din trén Céng Dich hap motian,
vu cong). diéu hqug nguoi
- Cong DVC két ndi vai CSDLDC dé khai thac %ﬁ%?& S@?rlllg Nehi dinh s& ‘
cac truong théng tin cua cong dan co trong 10 VU EONg £l CI SO Nguoi nop ho
CSDLDC (khi duoc két néi) Thanh pho & 1 162/2017/ND-CP | " © ) i gy
. e ' huc hién cac | ngay 30/12/2017 P &
- Ngudi nop hd so lya chon: thue i gay Ky tai khos
1 ) guol NOp Mo solua Chion. buéc tiép theo; | cta Chinhpha | Y ‘& K1040
Né To chire, ca | + Dich vu cdng tryc tuyen ’ dmh ChII) it giao dich di¢n
hé'spo- nhan | + Chon So Noi vu Tai khodn gdm ql?l}(])t sb diduva | W dang nhap
+ Chon linh vyc Tin nguong, ton gido Tén din nh% va bidn pha l{[ﬁ,l tai khoan, xac
+ Chon thu tuc: Dang ky nguoi dicoc bo nhiém, ~ & 2 4P N P P . thuc dinh
mat khau. hanh Luat tin

badu cit, suy cik lam chire viéc doi véi cdc truong
hop quy dinh tai Khoan 2 Diéu 34 cua Ludt tin
nguong, ton gido

- Nguoi nop hod so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 54.1 kém
theo).

(Triong hop céc thong tin trong Biéu mau dién
tir dé ¢6 trong Co so dir liéu quoc gia vé dan cu,
hé thong théng tin cé lién quan, dwoc dien te
dong (néu co)

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

ngudng, ton gido

danh dién tu
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw phap ly

Ghi cha

- Tich hop thanh phan ho so theo mau tai Biéu
mau dién tir (chi tiét tai Phu luc 54.2 kém
theo);

- Nguoi nop kiém tra, cap nhat théng tin bao
dam théng tin day du, chinh xac, hop phap.

Tiép
nhan
va giai
quyét
hé so

1. Nhan thong bao cé ho so méi trén Hé théng;
2. Kiém tra ho so va cac thong tin.

Truong hop hd so can bo sung hodc hd so
khong thudc tham quyén giai quyét: Guri Thong
bao dén Ngudi ndp ho so (miu Thong bao Dién
tir) néu 1o 1y do va c6 vin ban hudng dan ngudi
yéu cau bo sung hd so, hoan thién ho so, néu rd
loai gidy to, ndi dung can bo sung dé Ngudi nop
ho so bo sung, hoan thién.

3. Truong hop ho so du diéu kién giai quyét:
3.1. Cap nhat thong tin vao Hé théng (S6 theo
ddi dién tr theo mau).

3.2. Xéac nhéan thong tin, giri thong bao tiép
nhan (ma hod so va ngay gio tra két qua) vao tai
khoan ctia Nguoi ndp hd so.

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

4. Trudong hop Ngudi ndp hd so khong bo sung,
hoan thién dugc hd so, c6 vin ban tir chdi gidi
quyét yéu cau ctia Nguoi nop ho so.

01 ngay

Vin ban tir chdi,
van ban hudng
dan;

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

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

Lanh dao
Ban

1. Truy cap vao Hé thong nhan thong bao c6 hd
so mdi va ti€p nhan ho so.

02 ngay

Phiéu ochuyén XU
1y (The hién trong
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Thoi

Buwéc | Chi thé Quy trinh chi tiét gian Trang thai Cin cix phap ly Ghi cha
2. Phan cong thu 1y hd so, chuyén hd so vé Phan mém bang
phong Nghiép vu. 1énh chuyén)

1. Truy cap vao H¢ thong nhan théng bao c6 hd
so méi va tiép nhén ho so.
2. Phan cdng cho cong chirc thu 1y ho so, tham
muu giai quyét.
3. Cong chire thy 1y ho so kiém tra hd so (Biéu
mau, file dinh kém).
- Trudng hop hod so chua du diéu kién giai
quyét: du thao van ban thong bao bo sung ho so
Lanh dao | (Ianh dao Ban ky); néu 5 1y do, ndi dung can Cap nhat trén Hé
Phong, bd sung. ‘ ‘ 13 ngay t}léng;
Cong chire | - Truong hop hd so khong du dicu kién giai Yéu cau bo sung/
thu 1y ho so' | quyét: dy thao vin ban thong bao tra lai ho so tir choi giai quyét
(lanh dao Ban ky), néu 10 ly do.
4. Trudng hop ho so day di, tiép nhan ho so:
- Tham muu vin ban xin ¥ kién céc co quan
lién quan (1anh dao Ban ky).
- Tong hop ¥ kién cac co quan lién quan va
tham dinh cac ndi dung;
- Dy thao vian ban cua Ban tra 16i to chuc/ca
nhén ton gido.
Kiém tra hd so: A At A TTA
- - Néu dong y: ky duyét vin ban tra 10 to chtc/ca Cap nhe,}t tren He
Lanh dao nhan tén gido 2 ngay thong;
Ban ' Yéu cau bo sung/

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

tir chdi giai quyét
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Ghi cha

Trang thai

Can cw phap ly

Buéc | Chua thé Quy trinh chi tiét
Coflg chire Hoan thién Hob so, chuyén két qua vé BO phan Cap nha.}t tren He
phong thu TN&TKQ thong;
1y ho so
31 B¢ phan Hoan thién
Hoan e . N
thién Mot cura/ . : Trang thong tin cac quy trinh
A To chite | BO phan Mot ctra tra két qua cho To chire, cong A g N q két thic ho so
ho so; n A o dong bd Cong R A
. cong dan, | dan. . FOR trén Phan
Tra e A Dich vu quodc gia A .
X nguwoi nop mém Dich vu
két A A
ho so cong

>

qua
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PHU LUC 54.1: BIEU MAU PIEN TU

. Tén tb chuc

. Tru s¢:

. Ho va tén nguoi duogc dy kién bd nhiém, bau cu, suy cuir
. Tén goi trong ton gido

. Nam sinh

. Noi cu tra

. Pham vi trude khi duge bd nhiém, bau ct, suy cur

. Pham vi sau khi dugc bé nhi€m, bau ctr, suy ctir

O 00 ~N O »n B~ W N~

. Churc vu trude khi duge bd nhiém, bau cir, suy cir
10. Chure vu sau khi dugc b nhiém, bau cu, suy cu
11. Bia ban phu trach trude khi dugc boé nhi¢m, bau cu, suy cu

12. Bia ban phu trach sau khi dugc bo nhiém, bau cir, suy ctr
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PHU LUC 54.2: THANH PHAN HO SO PIEN TU

o <~ ven | Bitbudc/khong £, o Az
TT Tén thanh phin hd so Coso dirliwban | = <) e dinh Xuat trinh/ ngp bin | poa ian V3 1o thugt
chup/ban dién tw Kem chinh khi nhin két qua : :
1 Vin ban dang ky (theo mau B19); Ban Scan vanl ban Bit budc Nop ban chinh Vanvban ¢o chix k}‘] 50
dé nghi hoac file scan mau
So yéu Iy lich, phiéu Iy lich tu phap cua v e,
- P A o 1a X ) ) “ A A 5 p hir k
2 nguoi duge du kién bd nhiém, bau ctr, Ban scan Bat budc Nop ban chinh Vanvban co chu y 50
, hoac file scan mau
suy cu;
Ban tom tit qua trinh hoat dong ton N I
o N K 1R Tea \ L1 A A1 . Vian ban co6 chir ky so
3 gido cua nguoi duge du kién bo nhiém, Ban scan Bat budc Nop ban chinh . .
A , hoac file scan mau
bau cu, suy cu.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

Mau B19

.(l)..., ngay......thang......nam....
] PANG KY
Nguwoi dwgc bo nhiém, bau ci, suy cir lam chirc viéc
Kinh gii: .......... 2)eeee..
TEn t6 chtc (Chit iN h0A): ..vevveececeeeee e, (<) ST

Tru sé:

Ping ky ngudi dugce bd nhiém, bau cir, suy cir 1am chuc viéc véi cac noi dung sau:

. , Pia ban phu
Cen Pham vi Chuirc vu ', p, :
Ho va tén I s trach trudc
nguoi duoc | Tén goi trugC vasau | truac va sau |, oo\ khi
gL Cuo 90! | Nam | Noicu | khi dugc bd | khi dugc bd :
TT | dukienbo trong . . " N o N duoc bo
. A a sinh tra nhiém, bau nhiém, bau - A
nhiém, bau | ton giao , \ \ \ nhiém, bau
, , cu, suy cur ctr, suy cu \ ,
ctr, suy cu cur, suy cur
Trudc | Sau | Truoc | Sau | Trudc | Sau
1
2

Vin ban kém theo gdm: So yéu ly lich, phiéu Iy lich tu phap cua ngudi duoc du kién bo nhiém,
bau ct, suy ctr; ban tdm tat qua trinh hoat dong ton gido ctia nguoi dugc du kien boé nhiém, bau
cu, suy cu.

TM. TO CHUC (3)
(Chiz ky, ddu)

(1) Bia danh noi ¢6 tru sé cia td chirc ton gido, to chc ton gido truc thudc hoic to chire dugc cap chung
nhan dang ky hoat dong ton giao.

(2) Co quan quan 1y nha nudc vé tin ngudng, tén gido ¢ trung wong dbi voi truong hop bd nhiém, bau
ctr, suy cir chtc viée theo quy dinh tai khoan 1 Piéu 34 cua Luat tin ngudng, ton gido; co quan chuyén
mon Ve tin ngudng, ton giéo cap tinh doi véi truang hop bo nhiém, bau ci, suy cir chic viée theo quy
dinh tai khoan 2 Diéu 34 cua Luat tin ngudng, ton gido; co quan nha nudc ¢ tham quyén quy dinh tai
khoan 3 Piéu 19 cua Luat tin ngudng, ton gido ddi vai truong hop bd nhiém, bau cu, suy cir chirc viéc
theo quy dinh tai khoan 3 Diéu 34 cua Luat tin ngudng, ton giao.

(3) T6 chirc ton glao t6 chuc ton glao truc thudc hoic té chirc dwoc cip chiing nhan diang ky hoat dong
ton gido. Déi véi to chuc ton gido, to chic ton gido truc thude ngudi thay mit to chire phai ky tén va
dong dau.
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55. Quy trinh: Thi tuc ding ky nguwoi dwec bd nhiém, bau cir, suy cir [am chirc viéc caa té chire dwoc cAp chieng nhan ding ky hoat dong
ton giao co dia ban hoat dong & mot tinh (QT-55)

Buéc Chii thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu
- Ca nhan ngp hd so tryc tuyén tai Cong dich vy
céng quoc gia (dia chi: dichvucong.gov.vn) hoac
Cong dich vu cbng cta Thanh phd (dia chi: Cong Dich vu
dichvucong.hqnoi.gov.vn); cong Quoc gia
- Nguoi nop ho so dang ky tai khoan giao dich di¢n thuc hién dang
tir, dang nhap Eéli khoan . xac thuyc dinh danh dién t nhap mot lan,
(theo hudng dan trén Cong Dich vu cong). dicu hudng nguoi Nehi dinh s&
- Cong DVC két noi vai CSDLDC dé khai thac cac dung téi Cong 1 6% 7017/ND Nguoi nop
treong thong tin cua cong dan co trong CSDLDC Dich vu cong “CP naa ho so phai
(khi duoc két ndi). Thanh phé dé | Lo /2901’7 dang ky tai
- Nguoi nop ho so lua Chpn: thyuc hién cac va Chinh khoan giao
1. T4 chite. c4 + Djch vu cdng truc tuyéen budc tiep theo; ﬁu dinh dich dién
Nop hd 16 €2 | 4 Chon Sé Néi v DU Quy S0 | tw, ding
: nhan . A s . ) chi tiet mot so N
SO + Chon linh vuc Tin ngudng, ton gido 9 Tai khoan gom didu va bien nhap tai
+ Chon thu tuc: Dang ky nguoi duot bo nhigm, bau Tén dang nhép va héu ;]hi hanh khoan, xac
Cur, Suy ci lam chuc viéc cua to chire duoc cap mat khau. P Lp At tin thuc dinh
ching nhdn dang ky hoat dong tén gido co dia ban " ulé’ﬁ ton danh dién
hoat dong ¢ m¢t tinh & ié% tu
- Nguoi nop h(:) so dién cac ndi dung theo Biéu mau Bidu miu dién tir g
dién tir (chi tiét tai Phu luc 55.1 kém theo). f Ty
. P S Thong béao vé
(Trurong hop cac thong tin trong Biéu mau dién tur da A an a1 A
, . PR ‘ viéc da gtri ho so
co trong Co s dir lidu quoc gia vé ddan cu, hé thong
thanh cong, cho
thong tin 6 lién quan, dwoc dién tu dong (neu CO)
kiém tra, tlep
- Tich hop thanh phan h so theo mau tai Biéu mau nhan, phan hoi
dién tir (chi tiét tai Phu luc 55.2 kém theo); M, P
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Buéc Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thdng tin day du, chinh xéac, hop phép.
1. Nhan thong bao co ho so méi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho Y can bo sung hodc ho so khong
thudc tham quyen giai quyét: Gui Thong béo dén
Ngudi nép ho so (miu Thong bao Dién tir) néu rd
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to, . Bidu mau
ndi dung can bd sung dé Ngudi ndp ho so b sung, Van ban tu choi, theo Thong tu
hoan thién. van ban huong |- o1 201g/77-
2. B¢ phan Mt | 3. Truong hop ho so du diéu kién giai quyét: . _, dan; VPCP ngay
< TR : A A A i x TTA A 2 ;| 0lngay | Phi€u chuyén xur
Tiep cira 3.1. Cép nhat thong tin vao H¢ thong (S6 theo doi 1% (Thé hién ¢ 23/11/2018
nhan va dién tir theo mau). 31')1(1 © lenbrong clia Van
giai 3.2. Xac nhan thong tin, giri thong béao tiép nhan lan mem dang phong Chinh
£, 1 A ~ 1 A NI NN . @nhchuyen) ,
quyét ho (ma ho so va ngay gio trd két qua) vao tai khoan ctia phu
SO Ngudi ndp hd so.
Chuyén hd so téi Truéng B phan mot cira; Chuyén
hd so dén Lanh dao Ban Ton gido.
4. Truong hop Ngudi ndp hd so khong bd sung,
hoan thién dugc hd s0, ¢6 van ban tir chdi giai quyét
yéu cau cua Ngudi ndp hd so.
1. Truy cdp vao Hé thong nhan thong bao co ho so Phiéu chuyén xtr
Lanh dao | mdi va tiép nhan ho so. o ‘ 02 ngay Iy (Thé hién trong
Ban 2. Phan cong thu ly ho so, chuyén ho so vé phong Phan mém bang
Nghiép vu. 1énh chuyén)
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi cha

Lanh dao
Phong, Cong
chirc thu ly
ho so

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

2. Phéan cong cho cong chirc thy 1y ho so, tham muu
giai quyét.

3. Cong chirc thy 1y ho so kiém tra ho so (Biéu mau,
file dinh kem).

- Truong hop ho so chua du diéu kién giai quyét:
du thao van ban théng bao bd sung hé so (1anh dao
Ban ky); néu r6 ly do, ndi dung can b sung.

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

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

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

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

- Dy thao van ban cta Ban tra 16i t6 chtrc/ca nhan
ton gido.

13 ngay

Cap nhat trén H¢
thong;

Yéu cau bd sung/

tir chdi giai quyét

Lanh dao
Ban

Kiém tra hd so:

- Néu dong ¥: ky duyét van ban tra 10i t6 chutrc/ca
nhan tén giéo.

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

2 ngay

Cap nhat trén H¢
thong;

Yéu cau bo sung/

tir chdi giai quyét

Cong chire
phong thu ly
ho so

Hoan thién Ho6 so, chuyén két qua vé Bo phan
TN&TKQ

01
ngay

Céap nhat trén H¢
thong;
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Buéc Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Hoan thién
3. B phan M{t cac quy
Hoan | cira/ T6 chirc Trang thong tin trinh két
thién hd cong dan, | Bo phan Mot ctra tra két qua cho T6 chire, cong dan. | 01 ngay ddng bo Cong thiac ho so
so; Tra | nguwoi ndp ho Dich vu quéc gia trén Phan
két qua SO mém Dich

vu cong
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PHU LUC 55.1: BIEU MAU PIEN TU

1. Tén td chirc

2. Tru so:

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

Nam sinh

Noi cu tra

4. Pham vi trude khi dugc bo nhiém, bau ct, suy cur

5. Pham vi sau khi dugc bo nhiém, bau ctr, suy cu

6. Chirc vu trude khi duge bd nhiém, bau cir, suy cu

7. Chirc vu sau khi duoc bd nhiém, bau ctr, suy cu

8. Dia ban phu trach trude khi duoc bd nhiém, bau ctt, suy cu

9. bia ban phu trach sau khi duogc b6 nhiém, bau ct, suy cui
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PHU LUC 55.2: THANH PHAN HO SO PIEN TU

o <~ ven | Bitbudc/khong £, o Az
TT Tén thanh phin hd so Coso dirliwban | = <) e dinh Xuat trinh/ngp ban | s 1i6n V3 Ky thuat
chup/ban dién tw K ém chinh khi nhin két qua : :
1 Vin ban dang ky (theo mau B19); Ban Scan vanl ban Bit budc Nop ban chinh Vanvban ¢o chix k}‘] 50
dé nghi hoac file scan mau
So yéu Iy lich, phiéu Iy lich tu phap cua v e,
‘- P - A X ) ) “ A A 5 p hir k
2 nguoi duge du kién bd nhiém, bau ctr, Ban scan Bat budc Nop ban chinh Vanvban co chu y 50
, hoac file scan mau
suy cu;
Ban tom tit qua trinh hoat dong ton N I
o N K 1R Tea \ L1 A A1 . Vian ban co6 chir ky so
3 gido cua nguoi duge du kién bo nhiém, Ban scan Bat budc Nop ban chinh . .
A , hoac file scan mau
bau cu, suy cu.




398

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

Mau B19

.(l)..., ngay......thang......nam....
] PANG KY
Nguwoi dwgc bo nhiém, bau ci, suy cir lam chirc viéc
Kinh gii: .......... 2)eeee..
TEn t6 chtc (Chit iN h0A): ..vevveececeeeee e, (<) ST

Tru sé:

Ping ky ngudi dugce bd nhiém, bau cir, suy cir 1am chuc viéc véi cac noi dung sau:

. , Pia ban phu
Cen Pham vi Chuirc vu ', p, :
Ho va tén I s trach trudc
nguoi duoc | Tén goi trugC vasau | truoc va sau | s oo\ khi
gL Cuo 90! | Nam | Noicu | khi dugc bd | khi dugc bd :
TT | dukienbo trong . . " N o N duoc bo
. A a sinh tra nhiém, bau nhiém, bau - A
nhiém, bau | ton giao , \ \ \ nhiém, bau
, , cu, suy cur ctr, suy cu \ ,
ctr, suy cu cur, suy cur
Trudc | Sau | Truoc | Sau | Trudc | Sau
1
2

Vin ban kém theo gdm: So yéu ly lich, phiéu Iy lich tu phap cua ngudi duoc du kién bo nhiém,
bau ct, suy ctr; ban tdm tat qua trinh hoat dong ton gido ctia nguoi dugc du kien boé nhiém, bau
cu, suy cu.

TM. TO CHUC (3)
(Chiz ky, ddu)

(1) Bia danh noi ¢6 tru sé cia td chirc ton gido, to chc ton gido truc thudc hoic to chire dugc cap chung
nhan dang ky hoat dong ton giao.

(2) Co quan quan 1y nha nudc vé tin ngudng, tén gido ¢ trung wong dbi voi truong hop bd nhiém, bau
ctr, suy cir chtc viée theo quy dinh tai khoan 1 Piéu 34 cua Luat tin ngudng, ton gido; co quan chuyén
mon Ve tin ngudng, ton giéo cap tinh doi véi truang hop bo nhiém, bau ci, suy cir chic viée theo quy
dinh tai khoan 2 Diéu 34 cua Luat tin ngudng, ton gido; co quan nha nudc ¢ tham quyén quy dinh tai
khoan 3 Diéu 19 cua Luat tin ngudng, ton gido ddi vai truong hop bd nhiém, bau cu, suy ctr chirc viéc
theo quy dinh tai khoan 3 Diéu 34 ciia Luat tin ngudng, ton giao.

(3) T6 chirc ton gi4o, t6 chuc tén gido truc thudc hoidc té chirc dwoc cp chiing nhan diang ky hoat dong
ton gido. DO voi to chirc ton gido, to chirc tn gido truc thude nguoi thay mat to chirc phai ky tén va
dong dau.
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56. Quy trinh: thong bao két qua bd nhiém, bau ci, suy cir nhitng ngwoi linh dao td chic caa té chire dwoc cip chieng nhan ding ky hoat
dong ton gido cé dia ban hoat déng & mat tinh theo quy dinh tai khoan 7 Piéu 34 cia Luat tin ngwéng, ton gido (QT-56)

Buéc | Chi thé Quy trinh chi tiét Thoi gian Trang thai Can cll;,; phap Ghi chu

- Cé& nhan nop hd so truc tuyén tai Cong dich vu

cdng quéc gia (dia chi: dichvucong.gov.vn) hoic

Cong dich vu cdng cua Thanh phd (dia chi: Céng Dich va

dichvucong.hanoi.gov.vn); Ong VIS VL

- Ngudi nop hd so ding k¥ tai khoan giao dich dién f}?é‘f}g;fgagéa

tw, dang nhap tai khoan, x4c thyc dinh danh dién ti e 1§ng

(theo hudng dan trén Cong Dich vu cong). d{él)u huén ’

- Cong DVC két noi vai CSDLDC dé khai thac cac Sid % Nehi dinh s&

trurong thong tin caa céng dan co trong CSDLDC Ig}ml anf(f ol ght ¢in 5o

(khi duoc két ndi). Cong Dichvu 1 162/2017/ND- |-\ s 60 1

i A A _ cong Thanh pho CP ngay Y
- Nguoi nop ho so lua chon: 2 a \ so phai dang
. N p dé thuc hién cac | 30/12/2017 cua S \
+ Dich vu cong truc tuyen LA . , , ky tai khoan
1. z AN budc tiép theo; | Chinh phu quy . : .

Nop | Yochire, | +ChonSoNgive = dinh chi tig | 912 dich dién
hdso | @ nhan | + Chon linh vuc Tin nguong, ton giao ‘ Tai khodn gdm | m ot s6 didu v tu, dang nhap

+ Chon thu tuc: Thong bao ker qua bo nhiém, bau Tén dine nha bién phap thi tai khoan, xac

cir, suy cuwr nhitng nguoi lanh dao to chirc cua to ©h dang nap ien phap thi thuc dinh danh

chire dwoc cdp chitng nhdn dang kY hoat déng t6n va mat khau. hanhNLuat :[m dién tr

gido ¢o dia ban hoat dong o mét tinh theo quy dinh neuons, ton

tai khoan 7 Diéu 34 ciia Ludt tin ngudng, tén gido glao

- Nguoi nop h(ii so dién cac ndi dung theo Biéu mau Bidu miu dicn

dién tu (chi tiét tai Phu luc 56.1 kem theo). o

(Truong hop cac théng tin 'grong Bi‘éu Mdu dien tur da Thone béo vé

c6 trong Co so dir lieu quoc gia vé ddan cu, hé thong A dg~ T he

thong tin cd lién quan, dugc dien ty dong (neu co) Vle(;l‘ ahgu’} ©

- Tich hop thanh phan h6 so theo miu tai Biéu mau sorht‘ il.lx cons,

dién tir (chi tiét tai Phu luc 56.2 kém theo); cho kiem tra,
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Buéc | Chu thé Quy trinh chi tiét Thaoi gian Trang thai Can cll;,/ phap Ghicha
- Nguoi nop kiém tra, cap nhat théng tin bao dam tiép nhan, phan
thong tin day du, chinh xac, hop phap. hoi
1. Nhén thong bao co6 hd so méi trén Hé thong;
2. Kiém tra ho so va cac thong tin.
Truong hop hd Y can bd sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi ndp ho so (mau Thong bao Dién tir) néu r6
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung ho 50, hoan thién ho so, néu 1o loai glay to, Vin ban tir chi L
ndi dung can bd sung dé Ngudi ndp hd so b sung, van ban hu:c’rng, Bicu mau theo
hoan thién. dn: Thong tu
) B¢ phan | 3. Truong hop ho so du diéu kién giéi quyét: Trong ngay | Phiéu chuyén xir O\]/-Ié ZC(Z) é'?]/T‘T'
% | Mbtcira |3.1. Cap nhat thong tin vio Hé théng (Sb theo di |  1am vide Iy (Thé hién gay
Tiep : a2 x i X x| 23/11/2018 cta
- dién tr theo mau). trong Phan mém - .
nhan , R n . e A LA . XA Vian phong
N 3.2. Xac nhan théng tin, gri théng bao ti€p nhan bang Iénh ] :
va giai N A NS . 2 Chinh phu
uyét (ma ho so va ngay gio tra két qua) vao tai khoan cua chuyén)
ﬂﬁsa Ngudi nop ho so.
Chuy&QhésotéiTTuéng]B@phénrn@tc&a;Chuyén
ho so dén Lanh dao Ban Tén gido.
4. Truong hop Nguoi ndp hd so khong bd sung,
hoan thién dugc ho so, co van ban tir choi giai quyét
yéu cau cua Ngudi ndp ho so.
1. Truy cip vao Hé thong nhan thong bio c6 ho so Phl?u ch?y§£1 xu
~ RNy A 1A 5 1y (Thé hién
Lanh dao | mdi va ti€p nhan ho so. Trong ngay A a
A A ;1A 2 1A A s o trong Phan mém
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong | lam viéc bang Iénh

Nghiép vu.

chuyén)
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Bwéc | Chi thé Quy trinh chi tiét Thoi gian Trang thai Can cll;,/ phap Ghi chu
Lanh dao 1. Truy cgp vao H@\A thong nhan thong bdo c6 ho so Cap nhat trén
Phong moi \ia tnzp nhan h(3 SO. , . \ He théng'
Cong chirc é.i;i}gﬁly%?ng cho cong chuc thu 1y ho so, tham muu T{;)rr:lgvrilg?y Yéu ciu ba
thl'lslg ho 3. Cong chtrc thu ly hd so kiém tra hd so, trinh ban . su1}§{ tlflcgtm
hanh van ban da tiép nhan Thong bio. glat quy
3. A 1A
Hoan BQA phf‘l n A Hoan thién cac
thién Mot cira/ , q , Trang thong tin quy trinh két
A To chire | BO phén M0t cura tra két qua cho To chtic, cong dan | Tra két qua | dong bd Cong A A
ho so; cong dan, | va ban giao ho so luu cho phong Nghiép vu trong ngay Dich vu quéc thic ho so trén
Tra nguoi n(‘)’ ¢ PROnE TEHED T ) iéq Phan mém
két g ' P g Dich vu cong
- ho so
qua
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PHU LUC 56.1: BIEU MAU PIEN TU

1. Tén t6 chirc

2. Tru so:

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

Nam sinh

Noi cu tra

4. Pham vi

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

6. Dia ban phu trach
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PHU LUC 56.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

TT Tén thanh phan ho so chup/bén dién tir bujc dinh kem chinh kzil ghan ket Dieu kién vé ky thuat
A x : N L1 v Vin ban c6 chit ky s6
1 | Van ban thong bao (theo mau B20) | Ban scan thong bao Bat budc Nop ban chinh

hoac file scan mau
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Poc lap - Tw do - Hanh phuc

CONG HOA XA HOI CHU NGHIA VIET NAM

Két qua ngwoi dwoc bd nhiém, bau cir, suy cir lam chikc viéc

Tén t6 chie (chix in hoa):

.(l)..., ngay......thang......
THONG BAO
Kinh gtri: .......... 2)...

Mau B20

LI T SO OUTPPPPPPRRN
Thong béo két qua ngudi duoc bd nhiém, bau cir, suy ctr [am chirc viéc voi cac ndi dung sau:

Ho va tén

nguoi duoc : Chirc vy
TT bgé nhiem Téngoitrong | Nam | Noicu | Pham duoc bo Dia ban
X ton gido sinh tra Vi nhiém, bau phu trach
bau ct, suy i, SUY Cir
cu ’
1
2
N

TM. TO CHUTC (3)
(Chiz ky, dau)

(1) Bia danh noi ¢6 tru sé cia td chirc ton gido, to chic ton gido truc thudc hoic to chire duoc cap chung
nhan dang ky hoat dong ton gido.
(2) Co quan quan 1y nha nuéc vé tin ngudng, ton gido ¢ trung wong d6i véi truong hop bo nhiém, bau
cu, suy cur chirc viée theo quy dinh tai khoan 1 Piéu 34 cua Luat tin ngudng, ton gido; co quan chuyén
mén Vé tin ngudng, ton gido cip tinh d6i véi truong hop bd nhiém, bau cu, suy cir chirc viéc theo quy
dinh tai khoan 2 Diéu 34 cua Luat tin ngudng, ton gido; co quan nha nudc ¢ tham quyén quy dinh tai
khoan 3 Diéu 19 ctia Luat tin ngudng, ton gidoddi véi truong hop bd nhiém, bau cir, suy cir chuc viée
theo quy dinh tai khoan 3 Diéu 34 cia Luat tin ngudng, ton giao.
(3) Tén cua to chic ton gi4o, to chuc ton giéo truc thudc hoic to chice dugc cap ching nhan dang ky
hoat dong ton gido. D4i véi td chire ton gido, to chic tn gido truc thudc nguoi thay mit té chie phai ky

tén va dong dau.




57. Quy trinh: Tha tuc théng bao két qua bé nhiém, bau cir, suy cir nhitng nguoi lanh dao té chire ddi véi té chirc ton gido cé dia ban hoat
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dong & mot tinh theo quy dinh tai khoan 7 Piéu 34 cta Luit tin ngudng, tén gido (QT-57)

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu
- Ca nhan ngp hd so tryc tuyén tai Cong dich vy
céng quoc gia (dia chi: dichvucong.gov.vn) hoac
Cong dich vu cbng cta Thanh phd (dia chi: Céne Dich vu
dichvucong.hanoi.gov.vn); on gQuéc b
- Ngusi nop héd so dang ky tai khoan giao dich dién g uoc g
s N s \ : A thuc hién dang
tu, déng nhap tai khoan , Xac thuc dinh danh dién tu nhap mot 1an
(theo hudng dan trén Cong Dich vu cong). didu hlirén' n U;bi
- Cong DVC két noi vai CSDLDC dé khai thac cac nens e X
) A e A A dung t61 Cong Nghi dinh s6
treong thong tin cua cong dan cé trong CSDLDC . o
(khi duoc két néi). Dich vu cong | 162/2017/ND- s
) Ngubi' nop héd so lya chon: Thanh pho dé CP ngay Nguoi nop ho so
+ Dich v cna truc tuveén ' thue hién cac 30/12/2017 cua | phai dang ky tai
1. Té chite. | + Chon S¢ NoAigVu. y budce tiép theo; | Chinh phu quy | khoan giao dich
Nop L A T, - N dinh chi tiét di¢n tu, dang
A canhan | + Chon linh vuc Tin nguong, ton giao . . A N N A
ho so A N s 1A an p Tai khoan gom | mdt so diéu va | nhap tai khoan,
+ Chon thu tuc: Thong bao két qua bo nhiém, bau A s A Ta - , )
L N 2o, a2 Tén dang nhap va | bién phap thi xac thuc dinh
cir, suy cur nhitng nguwoi lanh dao té chirc doi voi to mat khu hanh Luat tin danh dien ti
chure ton giao co dia bén‘ hoat dong ¢ mot tinh theo : ' N u’()’nu. ton i
quy dinh tai khoan 7 Piéu 34 cua Ludt tin nguong, & gié%

tbn giao

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 57.1 kém theo).
(Trwong hop cac thdng tin trong Biéu madu dién tir da
c6 trong Co 56 dir liéu quéc gia vé dan cu, hé thong
thong tin cd lién quan, dugc dien ty dong (neu co)

- Tich hop thanh phan h6 so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 57.2 kém theo);

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhén, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho Y can bo sung hodc ho so khong
thudc tham quyen giai quyét: Gui Thong béo dén
Nguoi nép ho so (miu Thong bao Dién tir) néu rd
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to, . L
ndi dung can bd sung dé Ngudi nop hd so bd sung, Van ban tir choi, | Bi€éu mau theo
hoan thién. van ban hudng Thong tu
2. B¢ phan | 3. Truong hop hd so du diéu kién giai quyét: Tro\ng y dan; 01/2018/ T‘T'
Tiép | Métcira |3.1. Cap nhat thong tin vao He théng (S6 theo doi | 9% | Phiéu chuyénxir 1 VPCP ngay
A : A x lam viéc | 1y (The hién trong | 23/11/2018 cua
nhén dién tir theo mau). e
N , R R : e A .z R Phan mém bang Vian phong
va gidi 3.2. X4ac nhan thong tin, gtri thong bdo tiép nhén . .
£ <A NI RN . 1énh chuyén) Chinh phu
quyét (ma ho so va ngay gio tra két qua) vao tai khoan cua
ho so Nguoi ndp ho so.
C‘hUyén’hé 50 t6i Trudng Bo phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
4. Truong hop Ngudi nop hd so khong bd sung,
hoan thién dugc hd s0, ¢6 van ban tir chdi giai quyét
yéu cau cua Ngudi ndp hd so.
1. Truy cdp vao Hé théng nhan thong bao co ho so Phiéu chuyén xtr
~ reo N LA A 1A Trong , X 1A
Lanh dao | mdi va ti€p nhén ho so. . g 1y (Thé hién trong
Ban | 2. Phan cong thu 1y hd so, chuyén hd so vé phong | . 9% | Phin mém bing
. lam viéc N 2
Nghiép vu. 1énh chuyén)
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Linh dao 1. Truy cgp vao H@\A thong nhan thong bdo c6 ho so A -
L maoi va tiép nhan ho so. Cap nhat trén H¢
Phong, D N , Y Trong %
n . | 2. Phan cong cho cong chuc thu Iy ho so, tham muu s thong;
Cong chue | ... X ngay Al A 1%
thy Iy hé gidi quyét. ‘ 7 ‘ 1am viec Y&u cau bo sung/
e 3. Cong chirc thy ly ho so kiém tra ho so, trinh ban i tur choi giai quyét
hanh van ban da tiép nhan Thong bao.
3- A A
Hoan ﬁ%?iﬁ :/ , Hoan thién cac
t?lgn T chire Bo phan Mot ctra tra két qua cho To chirc, cong dan Tfa ket Tiang thAongx tin damy t{lnh ke:[
ho so; R A s A . A qua trong | dong bd Cong thiic ho so trén
. cong dén, | va ban giao ho so Iuu cho phong Nghiép vu. X . O X )
Tra e A ngay Dich vu quoc gia Phan mém Dich
£ nguoi nfp A
ket P vu cong
- ho so
qua
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PHU LUC 57.1: BIEU MAU PIEN TU

1. Tén td chirc

2. Tru so:

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

Nam sinh

Noi cu tra

4. Pham vj

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

6. bia ban phu trach
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PHU LUC 57.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A 1 X1 Co so dir liu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kzil ghan ket thuat
Van ban co6 chir ky
01 | Van ban thong bao (theo mau B20) | Ban scan thong bao Bat budc Nop ban chi s0 hodc file scan

mau
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Mau B20
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

.(l)..., ngay......thang......nam......

, THONG BAO
Ket qua nguwoi dwoc bo nhiém, bau ci, suy cir lam chirc viéc
Kinhgui: .......... () P
Tén t6 chtc (Chit in hoa):......cvveeeeeeeeeene (B) e

LI T SO OUTPPPPPPRRN
Thong béo két qua ngudi duoc bd nhiém, bau cir, suy ctr [am chirc viéc voi cac ndi dung sau:

Flovaten Chuc Vu

TT E%u’m nr:iigrc,:]c Tén goi trong | Nam Noi cu | Pham | duoc b6 bia ban
Au cir suy | 1Ongiao sinh | trd vi nhiém, bau | phu trach
bau cu, suy o sy ol
cu )

1

2

N

TM. TO CHUTC (3)
(Chir ky, ddu)

(1) Bia danh noi ¢6 tru sé cia td chirc ton gido, to chc ton gido truc thudc hoic to chire dugc cap chung
nhan dang ky hoat dong ton giao.

(2) Co quan quan 1y nha nudc vé tin ngudng, tén gido ¢ trung wong dbi voi truong hop bd nhiém, bau
cir, suy cir chtc viée theo quy dinh tai khoan 1 Piéu 34 cua Luat tin ngudng, ton gido; co quan chuyén
mon Ve tin ngudng, ton gido cap tinh doi véi truang hop bo nhigm, bau cir, suy cir chic viée theo quy
dinh tai khoan 2 Diéu 34 cua Luat tin ngudng, ton gido; co quan nha nudc ¢ tham quyén quy dinh tai
khoan 3 Diéu 19 ciia Luat tin ngudng, ton gidoddi véi truong hop bd nhiém, bau cir, suy cir chuc viée
theo quy dinh tai khoan 3 Diéu 34 cia Luat tin ngudng, ton giao.

(3) Tén cua to chic ton gi&o, to chuc ton gi4o truc thudc hoic to chie dugc cap ching nhan dang ky
hoat dong ton gido. D4i véi t6 chire ton gido, to chic tn gido truc thudc nguoi thay mat t chire phai ky
tén va dong dau.



58. Quy trinh: Thii tuc théng bao két qua bé nhiém, bau cit, suy cir nhirng ngwdi linh dao té chire ddi véi té chirc ton gido truc thude 6 dia
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ban hoat dong é mét tinh theo quy dinh tai khoan 7 Piéu 34 cia Luit tin ngudng, ton gido (QT-58)

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu
- Ca nhan ngp hd so tryc tuyén tai Cong dich vy
céng quoc gia (dia chi: dichvucong.gov.vn) hoac
Cong dich vu cbng cta Thanh phd (dia chi: Céne Dich vu
dichvucong.hanoi.gov.vn); on gQuéc b
- Ngusi nop héd so dang ky tai khoan giao dich dién g uoc g
s N s \ : A thuc hién dang
tu, déng nhap tai khoan , Xac thuc dinh danh dién tu nhap mot 1an
(theo hudng dan trén Cong Dich vu cong). didu hlirén' n U;bi
- Cong DVC két noi vai CSDLDC dé khai thac cac dun tc’wigcéi Nehi dinh s6
trurong thong tin caa céng dan co trong CSDLDC ne ong g ¢l
(khi duoc két néi). Dich vu cong | 162/2017/ND- s
) Ngubi' nop héd so lya chon: Thanh pho dé CP ngay Nguoi nop ho so
+ Dich v cna truc tuveén ' thue hién cac 30/12/2017 cua | phai dang ky tai
1. Té chite. | + Chon S¢ NoAigVu. y budce tiép theo; | Chinh phu quy | khoan giao dich
Nop . A PR . A s dinh chi tiét dién twr, dang
A canhan | + Chon linh vuc Tin nguong, ton giao . . A N N A
ho so + Chon thi tuc: Thii tuc thong bao K&t aud bé Tai khoan gom | mdt so diéu va | nhap tai khoan,
on A k. T e ] A0 et qua oo Tén dang nhap va | biénphapthi | Xac thuc dinh
nhiém, bau cw, suy cw nhitng nguoi lanh dao to mat khiu hanh Luat tin danh dién to
chikc doi voi to chire tON giao truc thudce co dia bé}n : ' lf u’()’nuatén a et
hoat dong o mét tinh theo quy dinh tai khodn 7 Diéu g gié%

34 cua Ludt tin ngudng, tdn giao

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 58.1 kém theo).
(Trwong hop cac thdng tin trong Biéu madu dién tir da
c6 trong Co 56 dir liéu quéc gia Vé dan cu, hé thong
thong tin cd lién quan, dugc dien ty dong (neu co)

- Tich hop thanh phan h6 so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 58.2 kém theo);

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhén, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nh§1n théng bao c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho Y can bo sung hodc ho so khong
thudc tham quyen giai quyét: Gui Thong béo dén
Nguoi nép ho so (miu Thong bao Dién tir) néu rd
ly do va c6 van ban hudng dan ngudi yéu cau bo
sung hd s0, hoan thién hd so, néu 13 loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so bo sung, Van ban tir choi, | Bi€éu mau theo
hoan thién. van ban hudng Thong tu
2. B¢ phan | 3. Truong hop hd so du diéu kién giai quyét: Tro\ng y dan; 01/2018/ T‘T'
Tiép | Métcira |3.1. Cap nhat thong tin vao He théng (S6 theo doi | 9% | Phiéu chuyénxir 1 VPCP ngay
A : A x lam viéc | 1y (The hién trong | 23/11/2018 cua
nhén dién tir theo mau). e
\ Ceae . N A e A . X . Phan mém bang Vian phong
va gidi 3.2. Xac nhan thong tin, gtri thong bdo tiép nhén . .
£ <A NI RN . 1énh chuyén) Chinh phu
quyét (ma ho so va ngay gio tra két qua) vao tai khoan cua
ho so Nguoi ndp ho so.
C‘huyén’hé 50 t6i Trudng Bo phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
4. Truong hop Ngudi nop hd so khong bd sung,
hoan thién dugc hd s0, ¢6 van ban tir chdi giai quyét
yéu cau cua Ngudi ndp hd so.
1. Truy cdp vao Hé théng nhan thong bao co ho so Phiéu chuyén xtr
~ reo N LA A 1A Trong , X 1A
Lanh dao | mdéi va tiép nhan ho so. 7 nad 1y (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong | .. gay Phan mém bang
" lam viéc N 2
Nghiép vu. 1énh chuyén)
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Linh dao 1. Truy cgp vao H@\A thong nhan thong bdo c6 ho so A -
L maoi va tiép nhan ho so. Cap nhat trén H¢
Phong, D N , Y Trong %
n . | 2. Phan cong cho cong chuc thu Iy ho so, tham muu s thong;
Cong chue | ... X ngay Al A 1%
thy Iy hé gidi quyét. ‘ 7 ‘ 1am viec Y&u cau bo sung/
e 3. Cong chirc thy ly ho so kiém tra ho so, trinh ban i tur choi giai quyét
hanh van ban da tiép nhan Thong bao.

3- A A
Hoan ﬁ%?iﬁ :/ , Hoan thién cac
t?lgn T chire Bo phan Mot ctra tra két qua cho To chirc, cong dan Tfa ket Tiang thAongx tin damy t{lnh ke:[
ho so; R A s A . A qua trong | dong bd Cong thiic ho so trén

. cong dén, | va ban giao ho so Iuu cho phong Nghiép vu. X . O X )
Tra e A ngay Dich vu quoc gia Phan mém Dich
£ nguoi nfp A
ket P vu cong
- ho so
qua
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PHU LUC 58.1: BIEU MAU PIEN TU

1. Tén t6 chirc

2. Tru so:

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

Nam sinh

Noi cu tra

4. Pham vj

5. Chttc vu duge bd nhiém, bau cu, suy cu

6. bia ban phu trach
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PHU LUC 58.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A 1 X1 Co so dir liu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir buc dinh kem chinh kzil ghan ket thuat
Van ban co6 chir ky
01 | Van ban thong bao (theo mau B20) | Ban scan thong bao Bat budc Nop ban chinh s0 hodc file scan

mau




Mau B20
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

Két qua ngwoi dwgc bd nhiém, bau cir, suy cir lam chikc viéc

Tén t6 chuc (chit in hoa):

.(l)..., ngay......thang......nam......
THONG BAO
Kinh gui: .......... 2)......

I8 USSR
Thong béo két qua ngudi duoc bo nhiém, bau cir, suy ctr [am chic viéc voi cac ndi dung sau:

Ho va tén

ngudi  dugc . |Choc vy

T b% Thisr | Tén goi trong | Nam | Noi cu | Phdm | dugc b6 | Biaban
X , -’ |tbn gido sinh tra Vi nhiém, bau | phu trach
bau cu, suy Git, SUy Gir
cu '

1

2

N

TM. TO CHUTC (3)
(Chiz ky, dau)

(1) Bia danh noi ¢6 tru sé cia td chirc ton gido, to chic ton gido truc thudc hoic to chire duoc cap chung
nhan dang ky hoat dong ton giao.
(2) Co quan quan Iy nha nudc vé tin ngudng, ton gio & trung wong ddi véi trudng hop bd nhiém, bau
cir, suy cir chtc viée theo quy dinh tai khoan 1 Piéu 34 cua Luat tin ngudng, ton gido; co quan chuyén
mon Ve tin ngudng, ton gido cap tinh doi véi truang hop bo nhigm, bau cir, suy cir chic viée theo quy
dinh tai khoan 2 Diéu 34 cua Luat tin ngudng, ton gido; co quan nha nudc ¢ tham quyén quy dinh tai
khoan 3 Diéu 19 ctia Luat tin ngudng, ton gioddi véi truong hop bd nhiém, bau cir, suy cir chuc viée

theo quy dinh tai khoan 3 Diéu 34 cia Luat tin ngudng, ton giao.

(3) Tén caa to chic ton gi4o, to chuc ton giéo truc thudc hoic to chie dugc cap ching nhan dang ky
hoat dong ton gido. Doi vai to chire ton gido, to chirc ton gido truc thudc nguoi thay mat to chuc phai ky

tén va dong dau.
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59. Quy trinh: Thi tuc thdng bao cach chikc, bdi nhiém chic sic, chirc viée ddi véi cac treong hop quy dinh tai khoan 2 Diéu 33 va
khoan 2 Piéu 34 cia Luat tin ngudng, ton gido (QT-59)

Buée Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi cha

- Cé& nhan nop hd so truc tuyén tai Cong dich vu

cdng quéc gia (dia chi: dichvucong.gov.vn) hoic

Cong dich vu cdng cua Thanh phd (dia chi: Cong Dich vu

dichvucong.hanoi.gov.vn); cong Qudc gia

- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hién dang

tir, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,

(theo hudng dan trén Cdng Dich vu cong). diéu hudéng ngudi

- Cong DVC két ni voi CSDLDC dé khai thac cac dung toi Cong Nghi dinh s6

trrong thong tin caa céng dan co trong CSDLDC Dich vu cong 162/2017/ND-

(khi duoc két nbi). Thanh phé dé CP ngay Nguoi nop ho so

- Nguoi nop ho so lya chon: thuc hién cac 30/12/2017 cua | phai dang ky tai

1. T8 chire. | ™ Dich vy cong tryec tuyén budc tiép theo; | Chinh phu quy | khoan giao dich

NOP | arnan |+ Chon So Ngi vu ‘ dinh chi tiét dién tu, dang
ho so + Chon linh viee Tin ngudong, ton giao Tai khoan gom | moét so diéu va | nhap tai khoan,

+ Chon thu tuc: Thu tuc thong bao cach chue, bai Tén dang nhap va | bién phéap thi xac thuc dinh

nhiém chire sdc, chire viéc déi véi céc truong hop mat khau. hanh Luat tin danh dién tor

quy dinh tai khoan 2 Diéu 33 va khodn 2 Piéu 34 ngudng, ton

cua Ludt tin ngudng, t0n gido giao

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 59.1 kém theo).
(Trweong hop cac thdng tin trong Biéu madu dién tir da
c6 trong Co 56 dir lidu quoc gia Vé dan cu, hé thong
thong tin cd lién quan, dugc dien ty dong (neu co) _

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 59.2 kém theo);

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhén, phan hoi
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Budc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop hd 80 can bd sung hodc hd so khong
thudc tham quyen giai quyét: Gui Thong béo dén
Nguoi ndp ho so (miu Thong bao Dién tir) néu rd
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thi¢n hé so, néu 1o loai glay to, w .. L s
n6i dung can b6 sung dé Ngudi ndp ho so bo sung, Van ban tir choi, | Bi€u mau theo
hoan thién. van ban hudéng Thong tu
B¢ phan | 3. Truong hop hd so du diéu kién giai quyét: Tro‘ng hié din; . (i% 2(5);8/ T‘T'
2. | M@teira |3.1. Cap nhat thong tin vio Hé théng (S6 theo doi | | 98y | Phiéu chuyén xir ngay
X : A x lam viéc | 1y (The hién trong | 23/11/2018 cua
Tiep dién tr theo mau). 5 \
A . N A e A .k . Phan mém bang Vian phong
nhin 3.2. Xac nhan thong tin, giri thong bdo tiép nhén . >
\ Cene <A NI YN . 1énh chuyén) Chinh phu
va giai (ma ho so va ngay gio tra két qua) vao tai khoan cua
quyét Ngudi nop ho so.
ho so C‘huyén’hé so toi Truéng Bo phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
4. Truong hop Nguoi nop ho so khong bd sung,
hoan thién dugc ho so, c6 van ban tir choi giai quyet
yéu cau cua Nguoi ndp ho so.
1. Truy cdp vao Hé thong nhan thong bao co ho so Phiéu chuyén xtr
~ re v A A 1A Trong , X 1.:A
Lanh dao | mdi va tiép nhan ho so. L ‘ g 1y (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong | .. g YA Phan mém bang
" lam viéc o 2
Nghiép vu. 1énh chuyén)
Lanh dao | 1. Truy cép vao H¢ thong nhan thong bdo c6 ho so | Trong Cap nhat trén H¢
Phong, | mdi va tiép nhéan ho so. ngay thong;
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Budc Chii thé Quy trinh chi tiét Thoi gian Trang thai Can cw phap ly Ghi chu
Cong chirc | 2. Phan cong cho cong chirc thy 1y ho so, tham muu | 1am viée | Yéu ciu bo sung/
thu ly ho | gidi quyeét. tur cho1 giai quyét
SO’ 3. Cong chuc thu Iy ho so kiém tra ho so, trinh ban
hanh vin ban da ti€ép nhan Thong bao.
3.

\ B¢ phan N
Hoan M;'itpc li‘il / Hoan thién cac
thién L P SR 2 4 A . Tra ket Trang thong tin quy trinh két

A To chire | BO phan Mot ctra trd két qua cho To chirc, cong dan \ N A A LA R
ho so; A A N X \ A qua trong | dong b Cong thic ho so trén
. cong dén, | va ban giao ho so Iuu cho phong Nghiép vu. X . O X )
Tra e A ngay Dich vu quoc gia Phan mém Dich
) nguoi ngp A
ket P vu cong
X ho so
qua
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PHU LUC 59.1: BIEU MAU PIEN TU

1. Tén t6 chirc

2. Tru so:

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

Nam sinh

Noi cu tra

4. Pham vi

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

6. Dia ban phu trach
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PHU LUC 59.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

TT Tén thanh phan ho so chup/bén dién tir budc dinh kem chinh kl(;l ghan ket Dicu kié¢n veé ky thuat
01 Van ban thong bao (theo mau Bin scan thong bao Bt bugc Nop bén chinh Van ban co6 chir ky so

B20)

hoac file scan mau
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Mau B20
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

.(l)..., ngay......thang......nam......

, THONG BAO
Ket qua nguwoi dwoc bo nhiém, bau ci, suy cir lam chirc viéc
Kinhgui: .......... () P
Tén t6 chtc (Chit in hoa):......coveeeveeeeeeen, (B) e

LI T SO OUTPPPPPPRRN
Thong béo két qua ngudi duoc bd nhiém, bau cir, suy ctr [am chirc viéc voi cac ndi dung sau:

Flovaten Chuc Vu

TT E%u’cn nr:iilgrc,:]c Tén goi trong | Nam Noi cu | Pham | duoc b6 bia ban
Au cir, suy | N 9ia0 sinh | trd Vi nhiém, bau | phu trach
bau cu, suy o sy ol
cu )

1

2

N

TM. TO CHUTC (3)
(Chir ky, ddu)

(1) Bia danh noi ¢6 tru sé cia td chirc ton gido, to chc ton gido truc thudc hoic to chire dugc cap chung
nhan dang ky hoat dong ton gido.

(2) Co quan quan 1y nha nudc vé tin ngudng, tén gido ¢ trung wong dbi véi truong hop bd nhiém, bau
cir, suy cir chtc viée theo quy dinh tai khoan 1 Piéu 34 cua Luat tin ngudng, ton gido; co quan chuyén
mon Ve tin ngudng, ton gido cap tinh doi véi truang hop bo nhigm, bau cir, suy cir chic viée theo quy
dinh tai khoan 2 Diéu 34 cua Luat tin ngudng, ton gido; co quan nha nudc ¢ tham quyén quy dinh tai
khoan 3 Diéu 19 ctia Luat tin ngudng, ton gidoddi véi truong hop bd nhiém, bau cir, suy cir chuc viée
theo quy dinh tai khoan 3 Diéu 34 cia Luat tin ngudng, ton giao.

(3) Tén cua to chic ton gi4o, to chuc ton gi4o truc thudc hoic to chie dugc cap ching nhan dang ky
hoat dong ton gido. DAi véi td chirc ton gido, to chic tn gido truc thudc nguoi thay mit té chire phai ky
tén va dong dau.



60. Quy trinh: Thi tuc thong béo cach chike, bai nhiém chire viéc ciia té chirc dwoc cip chirng nhan ding ky hoat dong ton gido c6 dia ban
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hoat dong & mot tinh (QT-60)

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu

- Cé& nhan nop hd so truc tuyén tai Cong dich vu

cdng quéc gia (dia chi: dichvucong.gov.vn) hoic

Cong dich vu cdng cua Thanh phd (dia chi: Cong Dich vu

dichvucong.hanoi.gov.vn); cong Qudc gia

- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hién dang

tir, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,

(theo hudng dan trén Cdng Dich vu cong). diéu huéng ngudi

- Cong DVC két ni voi CSDLDC dé khai thac cac dung toi Cong Nghi dinh s6

trurong thong tin caa céng dan co trong CSDLDC Dich vu cong 162/2017/Nb-

(khi duoc két nbi). Thanh phé dé CP ngay Nguoi nop ho so

- Nguoi nop hd so lya chon: thuc hién cac 30/12/2017 cua | phai dang ky tai

1. T4 chire + Dich vu cﬁng truc tuyén budc tiép theo; Chinh phu quy khoan giao dich

NOP | arnan |+ Chon So Ngi vu ‘ dinh chi tiét dién tir, dang
ho so + Chon linh viee Tin ngudong, ton giao Tai khoan gom | moét so diéu va | nhap tai khoan,

+ Chon thu tuc: Thdng bao cach chize, bai nhiém Tén dang nhap va | bién phap thi xac thuc dinh

chike viée cia té chire dwoc ccfp chitng nhan dang mat khau. hanh Luat tin danh dién tr

ky hoat dong ton gido co dia ban hoat dong ¢ mot ngudng, ton

tinh gido

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 60.1 kém theo).
(Trweong hop céc thdng tin trong Biéu mau dién tir di
c6 trong Co 56 dir liéu quoc gia Vé dan cu, hé thong
thong tin 6 lién quan, dwoc dien ty dong (neu CO)

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 60.2 kém theo);

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Ngudi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nhan thong bao c6 hd so méi trén Hé thong;
2. Kiém tra ho so va cac thong tin.
Truong hop hd Y can bd sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (mau Thong bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung ho 50, hoan thién ho so, néu 1o loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so b sung, Van ban tir choi, | Bi€u mau theo
hoan thién. van ban huong Thong tu
Bo phan | 3. Truong hop ho so du diéu kién giai quyét: Tro\ng _, dan; 01/2018/ T‘T'
2. Mot cira | 3.1. Cap nhat thong tin vao Hé thong (S0 theo doi | ., ngayA Phicu chuyén xu VPCP ngayq
X : A x lam viéc | 1y (The hién trong | 23/11/2018 cua
Tiep dién tir theo mau). 5 ‘
A . oA A .k . Phan mém bang Vian phong
nhan 3.2. Xac nhan thong tin, gtri thong bdo tiép nhén . .
L s Y N YN T , 1énh chuyén) Chinh phu
va gidi (ma ho so va ngay gio tra két qua) vao tai khoan cua
quyeét Nguoi ndp ho so.
ho so C‘huyén’hé so toi Truéng B phan mot cira; Chuyén
ho so dén Lanh dao Ban Tén gido.
4. Truong hop Nguoi ndp hd so khong bd sung,
hoan thién dugc ho so, c6 van ban tir choi giai quyet
yéu cau cua Ngudi ndp ho so.
1. Truy cdp vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xir
~ reo N LA A 1A Trong , X 1A
Lanh dao | mdi va ti€p nhén ho so. o . Nga 1y (The hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong | ., g YA Phan mém bang
- lam viéc n 2
Nghiép vu. 1€nh chuyén)
Lanh dao | 1. Truy cép vao H¢ thong nhan thong bao co hé so |  Trong Cap nhat trén He
Phong, | mdi va ti€p nhan ho so. ngay thong;
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Cong chirc | 2. Phan cong cho cong chire thu ly ho so, tham muu | lam viée | Yéu cﬁu bd sung/
thu ly ho | gidi quyeét. ‘ q ‘ tur cho1 giai quyét
SO’ 3. Cong chirc thy 1y ho so kiém tra ho so, trinh ban
hanh van ban da ti€p nhan Thong bao.
3. A A
Hoan ;é[?’itp(l:li :/ ’ Hoan thién cac
tl}ngn T(R; chirc | BO phan Mot cura tra két qua cho Tb chire, cong dan Tfa ket Tl;ang thAong; tin q}ly trgnh keAt
ho so; A A N X . oA qua trong | dong bd Cong thiic ho so trén
N cong dan, | va ban giao ho so luu cho phong Nghiép vu. \ . O N,
Tra e A ngay Dich vu quoc gia Phan mém Dich
£ nguoi ngp A
ket P vu cong
- ho so
qua
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PHU LUC 60.1: BIEU MAU PIEN TU

1. Tén t6 chirc

2. Tru so:

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

Nam sinh

Noi cu tra

4. Pham vi

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

6. Dia ban phu trach
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PHU LUC 60.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A x 1 Co so dir liu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kzil ghan ket thuat
Van ban co6 chir ky
01 | Van ban thong bao (theo mau B20) | Ban scan thong bao Bat budc Nop ban chinh s0 hodc file scan

mau
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) ] Mau B20
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

.(l)..., ngay......thang......nam......

' THONG BAO
Ket qua ngwoi dwgc bo nhiém, bau ci, suy cir lam chiic viéc
Kinh gui: .......... () P
Tén t6 chtc (Chit iN hoa):......cvvecveeeeeeien, (B) oo

I8 USSR
Théong béo két qua ngudi duoc bd nhiém, bau cir, suy ctr [am chirc viéc véi cac noi dung sau:

Ho va tén Chtrc vu

T B%um ntﬁgr(ilc Tén goi trong | Nam | Noi cu | Pham | duoc bo Dia ban
X , - | tbn gido sinh tra Vi nhiém, bau | phu trach
bau cur, suy Gir, SUy Cir
cu '

1

2

N

TM. TO CHUTC (3)
(Chir ky, dau)

(1) Pia danh noi c6 try s& cua to chire ton gido, to chic ton gido truc thudc hoic t6 chire duoc cap chang
nhan dang ky hoat dong ton giao.

(2) Co quan quan 1y nha nudc vé tin ngudng, tén gido ¢ trung wong dbi voi truong hop bd nhiém, bau
ctr, suy cir chtc viée theo quy dinh tai khoan 1 Piéu 34 cua Luat tin ngudng, ton gido; co quan chuyén
mon vé tin ngudng, ton giéo cap tinh doi véi truang hop bo nhigm, bau ci, suy cir chic viée theo quy
dinh tai khoan 2 Diéu 34 cua Luat tin ngudng, ton gido; co quan nha nudc ¢ tham quyén quy dinh tai
khoan 3 Diéu 19 ciia Luat tin ngudng, ton gidoddi véi truong hop bd nhiém, bau cir, suy cir chuc viée
theo quy dinh tai khoan 3 Diéu 34 cia Luat tin ngudng, ton giao.

(3) Tén cua to chic ton gi4o, to chuc ton gi4o truc thudc hoic to chie dugc cap ching nhan dang ky
hoat dong ton gido. Doi véi t6 chire ton gido, to chic tn gido truc thudc nguoi thay mat t chire phai ky
tén va dong dau.



429

61. Quy trinh: Thi tuc diing ky mé |6p bodi duwdng vé tén gide cho ngwoi chuyén hoat dong ton gido (QT-61)

Buéc Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich
vu ¢cbng quéc gia (dia  chi:
dichvucong.gov.vn) hoic Céng dich vu cong Cong Dich vu
cua Thanh phd (dia chi: cong Qudc gia
dichvucong.hanoi.gov.vn); thuc hién dang
- Ngudi nop hé so ding ky tai khoan giao dich nhap mot lan,
dién tu, dang nhap tai khoan, xac thuc dinh diéu huéng nguoi
danh dién tir (theo huéng dan trén Cong Dich dung t6i Cong | Nghj dinh sb
vu cong). Dich vu cong 162/2017/ND- Neusi non h
- Céng DVC két ndi véi CSDLDC dé khai Thanh phé dé CP ngay g“‘;'f“é? ©
thac cac trwong thong tin cua cong dan c6 thuc hién cac | 30/12/2017 cuia T‘(", P! M hons
1. : .. . |trong CSDLDC (khi duoc két ni). budc tiép theo; | Chinh phu quy N4 t?jl. oan
Nop ho To Chl}’c’ @ . Nguoi nép hd so la chon: dinh chi tiét g!ao N ich dl?n
nhéan : A £ .. . A ~ A 1A | tir,dang nhap
SO’ + Djch vu cong truc tuyén Tai khoan gom | mot so diéu va 3 khoan. XAc
+ Chon So Néi vu Tén dang nhép va | bién phap thi thue dinh ’ danh
+ Chon linh viee Tin nguong, tén giéo ‘ mat khau. hanh Luat tin " dien ti
+ Chon thu tuc: Bang ky mo lop boi dudng vé ngudng, ton :
ton gidao cho nguoi chuyén hoat déng tbn gido giao

- Ngudi nop ho so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 61.1 kém
theo).

(Truong hop cac thdng tin trong Biéu mdu dién
tir ddi 6 trong Co sodir liéu quac gia veé dan cu,
hé thong théng tin cé lién quan, dwoc dién ty
dong (néu co)

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

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi cha

- Tich hop thanh phan ho so theo mau tai Bicu
mau dién tir (chi tiét tai Phu luc 61.2 kém
theo);

- Ngudi nop kiém tra, cap nhat thong tin bao
dam thong tin ddy du, chinh xac, hop phap.

2.
Tiép
nhén va
giai
quyét hd
SO’

B¢ phan Mot

1. Nhén thong bao c¢6 ho so méi trén Hé thong;
2. Kiém tra hd so va céc thong tin.

Truong hop hd so can bo sung hoac ho so
khong thudc tham quyén giai quyet Gui
Thong bao dén Ngudi nop hod so (mau Thong
bao Di¢n tir) néu 10 1y do va c¢6 van ban hudng
dan nguoi yéu cau bod sung hd so, hoan thién
h6 so, néu rd loai gidy to, ndi dung can bo
sung dé Ngudi nop ho so bod sung, hoan thién.
3. Truong hop ho so da diéu kién giai quyét:

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

3.2. Xac nhan thong tin, gui thong bao tiép
nhan (mi ho so va ngay gio tra két qua) vao
tai khoan ctia Nguoi ndp hd so.

Chuyén hd so téi Truong Bo phan mot cira;
Chuyén hd so dén Lanh dao Ban Tén gido.

4. Truong hop Nguoi np h6 so khong bo
sung, hoan thién dugc hé so, c6 vin ban tir
chéi giai quyét yéu cau cia Ngudi ndp ho so.

01 ngay

Vin ban tir chdi,
van ban hudng
dan;

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

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

Lanh dao
Ban

1. Truy cép vao Hé thong nhan thong bao c6
ho so mdi va ti€ép nhan ho so.

02 ngay

Phiéu qchuyén XU
1y (The hién trong
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr phap
ly

Ghi cha

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

Phan mém lgéng
1énh chuyén)

Lanh dao
Phong, Cong
chirc thu ly
hd so

1. Truy cap vao Hé théng nhan thong bao co
hd so méi va tiép nhan ho so.

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

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

- Truong hop hd so chua du diéu kién giai
quyét: dy thao van ban thong bao bo sung ho
so (lanh dao Ban ky); néu 10 1y do, ndi dung
can bo sung.

- Truong hop ho so khong du diéu kién giai
quyét: du thao van ban thong bao tra lai ho so
(1anh dao Ban ky), néu 0 ly do.

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

- Tham muu vin ban xin ¥ kién céc co quan
lién quan (l1anh dao Ban ky).

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

- Du thao van ban cta Ban tra 101 to chirc/ca
nhén ton giéo.

13 ngay

Cap nhat trén H¢
thong;

Yéu cau bd sung/

tir chdi giai quyét

Lanh dao
Ban

Kiém tra hd so:

- Néu dong y: ky duyét van ban tra 10i to
chure/cé nhan ton gido.

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

02 ngay

Céap nhat trén H¢
thong;

Yéu cau bo sung/

tir chdi giai quyét
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Buéc Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
C?ng chu’c, Hoan thién Hd so, chuyén két qua vé Bo phan X Cap nha_}t tren He
phong thu ly 01 ngay thong;
3 TN&TKQ
ho so
3. B¢ phan Mgt Hoan thién céc

Hoan | eura/ To chire | o o0 Mot cira tra két qua cho Té chitc, _ | Trang thong tin quy trinh ket

thién ho cong dan, A A 01 ngay dong bd Cong thtc ho so trén
2 . .+ | cong dan. . SO X2

so; Tra | nguwoi ngp ho Dich vu quoc gia Phan mém
két qua SO’ Dich vu cong
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PHU LUC 61.1: BIEU MAU PIEN TU

. Tén t6 chic

. Tru so:

. Tén 16p bdi dudng vé ton gido cho ngudi chuyén hoat dong tén gido:
. bia diém mo 16p:

. Ly do mo 1op:

. Thoi gian hoc:

. Noi dung hoc:

. Thanh phan

. S6 lugng tham duy
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PHU LUC 61.2: THANH PHAN HO SO PIEN TU

o = ven | Bitbudc/khong £, o Az
TT Tén thanh phin hd so Coso dirliwban | =y <0 e dinh Xuat trinh/ ngp bin 1 poa a3 16 thuat
chup/ban dién tw Kem chinh khi nhin két qua * :
1 Vin ban dang ky (theo mau B27). Ban Scan vanl ban Bit budc Nop ban chinh Vanvban ¢o chix k}" 50
dé nghi hoac file scan mau
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Mau B27
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

.(l)..., ngay......thang......nam......
‘ ‘ PANG KY
M& lop boi duwdng ve ton giao cho ngwai chuyén hoat dgng ton gido
Kinh gii: .......... 2)eeee..
TEn t6 chtc (Chix iN h0a):...v.vveeeeeeeeeeeees (3) ettt

0T PRSPPI
Ping ky mo 16p bdi dudng vé ton gido cho nguoi chuyén hoat dong ton giéo vai céc ndi dung
sau:

LI L USSR

DA GIEM MG IO 1ottt ettt n et n st en et enens

TROT GIAN NOC: .o et e st e s re e s reenreenreenres
AN T 10 [T T oSSR

Thanh phan, $6 TUoNQ tham AU ........vvvveeecreveces e
Van ban kem theo gom: Chuong trinh; danh sach giang vién.

TM. TO CHUTC (3)
(Chir ky, ddu)

(1) Dia danh noi c6 tru sé cua td chuc tdn gido hoic td chirc ton giéo truc thugce.
(2) Co quan chuyén mdn ve tin ngudng, ton giao cap tinh noi m& 16p.
(3) To chuc tén giao hoac t6 chuc ton giao tryc thudc.



62. Quy trinh: Thi tuc thdng b4o danh muc hoat déng tén gido ddi véi td chirc cé dia ban hoat ddng tén gido & nhiéu huyén thugc mét tinh
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(QT-62)
. R . . Lok Thoi ‘e « ‘v s
Budc Chu the Quy trinh chi tiét gian Trang thai Can cwr phap ly Ghi cha
- Ca nhan ngp hd so tryc tuyén tai Cong dich vy
céng quoc gia (dia chi: dichvucong.gov.vn) hoac 2 :
céng dich vu céng ctia Thanh phé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); f}i?fh?éfgag;a
- Ngudi nop hd so dang ky tai khoan giao dich dién PR
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir _onap motian, |
. X A AR : A diéu hudng nguoi
(theo hudng dan trén Cong Dich vu cong). dune t&i Con ’
- Cng DVC két ndi véi CSDLDC dé khai thac cac Dic% NP & | Nghi dinh sb ‘
treong thong tin cua cong dan co trong CSDLDC Thanh phé dgé 162/2017/ND- | Nguoi nop ho
(khi duoc két ni). e hi}én ) CP ngay so phai dang
1 . - Nguoi nop ho so lua chon: buée tiéb theo: 30/12/2017 cta | Ky tai khoan
Nﬁ.p T@ chire, | + Dich vu cﬁng truc tuyen ’ Chinh phu quy | giao dich dién
hé.sa canhan |+ Chon So Noi vu 3 Tai khoan gdm dinh chi tiet mot tu: dang nhap
+ Chon linh viee Tin ngudong, ton giao Tén dine nhao va sO diéu va bién | tai khoan, xac
+ Chon thu tuc: Thong bdo danh muc hoat dong tdn n ih; P phap thi hanh | thuc dinh danh
gido do6i véi té chire ¢ dia ban hoat déng ton giéo ¢ mat Khau. Luét tin nguong, dién ta
nhiéu huyén thudc mot tinh ton gido
- Nguoi nop h(f) so dién cac ndi dung theo Biéu mau Bidu mu dién tir
dién tu (chi tiét tai Phu luc 62.1 kem theo). Théne bio vé
(Tmoﬂg hop cac thong tin trong Bleu Mau dién tur da A d~g i hd so
c6 trong Co 5o dir ligu quoc gia Vé ddn cu, hé thong ‘f[f‘c ha & he
thong tin co lién quan, dugc dien ty dong (neu CO) I?irémc'gggéig N
- Tich hop thanh phan h6 so theo miu tai Biéu mau ha h”’ hlg.
dién tir (chi tiét tai Phu luc 62.2 kém theo); fhan, phan fiot
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Thoi

Bwéc | Chi thé Quy trinh chi tiét gian Trang thai Cin cix phap ly Ghi cha
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nhan thong bao c6 hd so méi trén Hé thong;
2. Kiém tra ho so va cac thong tin.
Truong hop hd Y can bd sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (mau Thong bao Dién tir) néu r6
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung ho 50, hoan thién ho so, néu 1o loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so b sung, Van ban tir choi, | Bi€u mau theo
hoan thién. véan ban hudéng Thong tu
Bo phan | 3. Truong hop ho so du diéu kién giai quyét: Tro\ng _, dan; 01/2018/ T‘T'
2. Mot cira | 3.1. Cap nhat thong tin vao Hé thong (SO theo doi | . ngayA Phicu chuyén xu VPCP ngayﬁ
X : A x lam viéc | 1y (The hién trong | 23/11/2018 cua
Tiep dién tir theo mau). 5 |
A . oA A .k . Phan mém bang Vian phong
nhan 3.2. Xac nhan thong tin, gtri thong bdo tiép nhén , ;
N Y N YN T , 1énh chuyén) Chinh phu
va gidi (ma ho so va ngay gio tra két qua) vao tai khoan cua
quyeét Nguoi ndp ho so.
ho so C‘huyén’hé so toi Truéng B phan mot cira; Chuyén
ho so dén Lanh dao Ban Tén gido.
4. Truong hop Nguoi ndp hd so khong bd sung,
hoan thién dugc ho so, c6 van ban tir choi giai quyet
yéu cau cua Ngudi ndp ho so.
1. Truy cdp vao Hé thong nhan thong bao c6 ho so Phiéu chuyén xir
~ RN Y Trong . P
Lanh dao | mdi va tiép nhén ho so. o ‘ naa Iy (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong | ., g YA Phan mém bang
- lam viéc n 2
Nghiép vu. 1€nh chuyén)
Lanh dao | 1. Truy cép vao H¢ thong nhan thong bao co hé so |  Trong Cap nhat trén He
Phong, | mdi va ti€p nhan ho so. ngay thong;
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. oy R . . oK Thoi ‘e « (v R
Bwéc | Chu the Quy trinh chi tiet gian Trang thai Cin cw phap ly Ghi chu
Cong chirc | 2. Phan cong cho cong chire thu ly ho so, tham muu | lam viée | Yéu cﬁu bd sung/
thu ly ho | gidi quyeét. ‘ q ‘ tur cho1 giai quyét
SO’ 3. Cong churc thy ly ho so kiém tra ho so, trinh ban
hanh van ban da ti€p nhan Thong bao.
3. A A
Hoan ;é[?’itp(l:li :/ ’ Hoan thién cac
tl}ngn T(R; chirc | BO phan Mot cura tra két qua cho Tb chire, cong dan Tfa ket Tl;ang thAong; tin q}ly trgnh ke}
ho so; A A N X . oA qua trong | dong bd Cong thiic ho so trén
N cong dén, | va ban giao ho so Iuu cho phong Nghiép vu. s . S A
Tra e A ngay Dich vu quoc gia Phan mém
£ nguoi ngp . A
két A Dich vu cong
- ho so
qua
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PHU LUC 62.1: BIEU MAU PIEN TU

1. Tén t6 chire

2. Tru sé

3. Tén cac hoat dong ton giao

4. Thoi gian t6 chirc

5. Dia diém dién ra hoat dong ton giao
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PHU LUC 62.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

TT Tén thanh phan ho so chup/bén dién tir bujc dinh kem chinh kzil ghan ket Dieu kién vé ky thuat
A x : N L1 v Vin ban c6 chit ky s6
01 | Van ban thong bao (theo mau B30) | Ban scan thong bao Bat budc Nop ban chinh

hoac file scan mau
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) ) 7 Mau B30
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc
.(l)..., ngay......thang......nam......
THONGBAO
Danh muc hoat dong ton giao hingqném
hoac danh muc hoat dong ton giao bo sung
Kinh gui: .......... () T
Tén t6 chtc (Chit iN hoA): ... (3) e
I8 USSR
Thong bao danh muc hoat dong ...(4)... v6i cac noi dung sau:
TT Tén cac hoat Thdi gian Dia diém dién ra hoat Ghi chu
dong tén gido to chac dong ton giao
1
2
N

TM. TO CHUTC (3)
(Chiz ky, ddu)

(1) Pia danh noi c6 try s& cua to chire ton giao, to chic ton gi4o truc thudc hoic t6 chire duoc cap chang
nhan déng ky hoat dong ton giao.

(2) Co quan quan ly nha nuéc vé tin ngudng, ton giao & trung wong dbi véiviéc théng béo danh muc
hoat dong ton giao (hoac hoat dong ton giao bd sung) cua t6 chirc c6 dia ban hoat dong ton giao & nhiéu
tinh; co quan chuyén mén vé tin ngudng, ton giao cap tinh ddi vai viéc théng bao danh muc hoat dong
ton gido (hoac hoat dong tén gido bo sung) cuatd chic co dia ban hoat dong ton giao ¢ nhiéu huyén
thudc maot tinh; Uy ban nhan dan Cap huyén ddi véi viéc théng bao danh muc hoat dong ton giao (hoac
hoat dong ton gido bd sung) cua t6 chirc c6 dia ban hoat dong ton giao & nhiéu xa thudc mot huyeén; Uy
ban nhan dan cip xa déi véiviéc thong bao danh muc hoat dong ton giéo (hoic hoat dong ton giao bd
sung) cua td chuc co dia ban hoat dong ton giao & mot xa.

(3) T chuc ton giao, to chirc tén gi4o truc thudc hodc to chie duoc cap chung nhan dang ky hoat dong
ton giao.

(4) Hoat dong ton gido hang nam hoic hoat dong tén gido bo sung.



63. Quy trinh: Thi tuc théng bao danh muc hoat déng ton gido bé sung ddi véi té chirc c6 dia ban hoat dong ton gido é nhiéu huyén thuac

mét tinh (QT-63)
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Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu

- Ca nhan ngp hd so tryc tuyén tai Cong dich vy

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

Cong dich vu cbng cta Thanh phd (dia chi: Ccf)?lng(%gg Vil';

dichvucong.hanoi.gov.vn); g uoc &

i A A < A N . A thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich di¢n nhan mat [an
tir, dang nhap tai khoan, x4c thuc dinh danh dién tir nap motian,
. X A AR : A diéu hudng nguoi

(theo hudng dan trén Cong Dich vu cong). dune t6i Con Nehi dinh sé

- Cong DVC két noi vai CSDLDC dé khai thac cac Dic‘% VU oo £ ) 6§ 17017/ND-

trurong thong tin caa céng dan co trong CSDLDC 1 Vi €ONG \ A

(khi duoc k&t néi) Thanh pho dé CP ngay Nguoi nop ho so

- Neudi nép hd sol lua chon: thue hién cac 30/12/2017 cha | phai dang ky tai

N s Vu-fﬁn e budc tiép theo; | Chinh phu quy | khoan giao dich
NOP | armar |+ Ohon S Né?\/u' y ‘ dinh chi tiét | dién tir, dang
ho so + Chon linh vire Tin newdnd. BN dido Tai khoan gom | mot so diéu va | nhap tai khoan,
or i i in ngirong, ton g o Tén dang nhap va | bién phap thi | xAc thuc dinh

+ Chol’! thu tuC.’thong @ao danh muc hoat déong ton mat khi hanh Luat t danh dién i

gido bo sung doi voi 10 chirc c6 dia ban hoat dong : v nan N uatAEl anh cieh tr

tdn gido ¢ nhiéu huyén thuéc mot tinh gug%% °

- Ngudi nop hd so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 63.1 kém theo).
(Tmoﬂg hop cac thong tin trong Bleu Mau dién t da
c6 trong Co 5o dir ligu quoc gia Vé ddn cu, hé thong
thong tin co lién quan, dugc dien ty dong (neu CO)

- Tich hop thanh phan h6 so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 63.2 kém theo);

Biéu mau dién tir
Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho Y can bo sung hodc ho so khong
thudc tham quyen giai quyét: Gui Thong béo dén
Nguoi nép ho so (miu Thong bao Dién tir) néu rd
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu rd loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so b sung, Van ban tir choi, | Bi€éu mau theo
hoan thién. van ban hudng Thong tu
2. B¢ phan | 3. Truong hop hd so du diéu kién giai quyét: Tro\ng y dan; 01/2018/ T‘T'
Tiép | Métcira |3.1. Cap nhat thong tin vao He théng (S6 theo doi | 9% | Phiéu chuyénxir 1 VPCP ngay
A : A x lam viéc | 1y (The hién trong | 23/11/2018 cua
nhén dién tir theo mau). e
N , R R : e A .z R Phan mém bang Vian phong
va gidi 3.2. X4ac nhan thong tin, giri thong bdo tiép nhén . .
£ <A NI YN , 1énh chuyén) Chinh phu
quyét (ma ho so va ngay gio tra két qua) vao tai khoan cua
ho so Nguoi ndp ho so.
C‘huyén’hé 50 t6i Trudng Bo phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
4. Truong hop Ngudi nop hd so khong bd sung,
hoan thién dugc hd s0, ¢6 van ban tir chdi giai quyét
yéu cau cua Ngudi ndp hd so.
1. Truy cdp vao Hé théng nhan thong béo c6 ho so Phiéu chuyén xtr
~ reo N LA A 1A Trong , X 1A
Lanh dao | mdéi va tiép nhan ho so. 7 nad 1y (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong | .. gay Phan mém bang
" lam viéc N 2
Nghiép vu. 1énh chuyén)
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Linh dao 1. Truy cgp vao He‘A thong nhan thong bdo co6 ho so A -
L maoi va tiép nhan ho so. Cap nhat trén H¢
Phong, D N , Y Trong %
n . | 2. Phan cong cho cong chuc thu Iy ho so, tham muu s thong;
Cong chue | ... X ngay Al AR 1R
thy Iy hé gidi quyét. ‘ 7 ‘ 1am viec Yeu cau bo sung/
e 3. Cong chirc thy ly ho so kiém tra ho so, trinh ban i tur choi giai quyét
hanh van ban da tiép nhan Thong bao.

3- A A
Hoan ﬁ%?iﬁ :/ , Hoan thién cac
t?lgn T chire Bo phan Mot ctra tra két qua cho To chirc, cong dan Tfa ket Tiang thAongx tin damy t{lnh ke:[
ho so; R A s A . A qua trong | dong bd Cong thiic ho so trén

. cong dén, | va ban giao ho so Iuu cho phong Nghiép vu. X . O X )
Tra e A ngay Dich vu quoc gia Phan mém Dich
£ nguoi nfp A
ket P vu cong
- ho so
qua




1. Tén t6 chire

2. Tru so:

3. Tén cac hoat dong ton giao
4. Thoi gian t6 chirc

5. bia diém dién ra hoat dong ton giao
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PHU LUC 63.1: BIEU MAU PIEN TU
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PHU LUC 63.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

TT Tén thanh phan ho so chup/bén dién tir bujc dinh kem chinh kzil ghan ket Dieu kién vé ky thuat
A x : N L1 v Vin ban c6 chit ky s6
01 | Van ban thong bao (theo mau B30) | Ban scan thong bao Bat budc Nop ban chinh

hoac file scan mau
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) ) 7 Mau B30
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc
.(l)..., ngay......thang......nam......
THONGBAO
Danh muc hoat dong ton giao hingqném
hoac danh muc hoat dong ton giao bo sung
Kinh gui: .......... () T
Tén t6 chtc (Chit iN hoA): ... (3) e
I8 USSR
Thong bao danh muc hoat dong ...(4)... v6i cac noi dung sau:
TT Tén cac hoat Thdi gian Dia diém dién ra hoat Ghi chu
dong tén gido to chac dong ton giao
1
2
N

TM. TO CHUTC (3)
(Chiz ky, ddu)

(1) Pia danh noi c6 try s& cua to chire ton giao, to chic ton gi4o truc thudc hoic t6 chire duoc cap chang
nhan déng ky hoat dong ton giao.

(2) Co quan quan ly nha nuéc vé tin ngudng, ton giao & trung wong dbi véiviéc théng béo danh muc
hoat dong ton giao (hoac hoat dong ton giao bd sung) cua t6 chirc c6 dia ban hoat dong ton giao & nhiéu
tinh; co quan chuy&n mon vé tin ngudng, ton giao cap tinh ddi vai viéc théng bao danh muc hoat dong
ton gido (hoac hoat dong tén gido bo sung) cuatd chic co dia ban hoat dong ton giao ¢ nhiéu huyén
thudc maot tinh; Uy ban nhan dan Cap huyén déi véi viéc théng bao danh muc hoat dong ton giao (hoac
hoat dong ton gido bd sung) cua t6 chirc c6 dia ban hoat dong ton giao & nhiéu xa thudc mot huyeén; Uy
ban nhan dan cip xa déi véiviéc thong bao danh muc hoat dong ton giéo (hoic hoat dong ton giao bd
sung) cua td chuc co dia ban hoat dong ton giao & mot xa.

(3) T chuc ton giao, to chirc tén gi4o truc thudc hodc to chie duoc cap chung nhan dang ky hoat dong
ton giao.

(4) Hoat dong ton gido hang nam hoic hoat dong tén gido bo sung.



65. Quy trinh: Thi tuc thong béo té chirc hdi nghi thwong nién cia té chirc ton gido, toé chikc tén gido truc thudc cé dia ban hoat déng &
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nhiéu huyén thugc mét tinh (QT-65)

Buéc | Chi thé Quy trinh chi tiét gll;;l Trang thai Can cll;,; phap Ghi chu

- Cé& nhan nop hd so truc tuyén tai Cong dich vu

cdng quéc gia (dia chi: dichvucong.gov.vn) hoic

Cong dich vu cdng cua Thanh phd (dia chi: Cong Dich vu

dichvucong.hanoi.gov.vn); cong Qudc gia

- Nguoi nop ho so ding ky tai khoan giao dich dién thuc hién ding

tir, dang nhap tai khoan, xac thyc dinh danh dién tir nhap mot lan,

(theo hudng dan trén Cdng Dich vu cong). diéu huéng ngudi

- Cong DVC két ni voi CSDLDC dé khai thac cac dung toi Cong Nghi dinh s6

trurong thong tin caa céng dan co trong CSDLDC Dich vu cong 162/2017/Nb-

(khi duoc két nbi). Thanh phé dé CP ngay Nguoi nop ho so

- Nguoi nop hd so lya chon: thuc hién cac 30/12/2017 cua | phai dang ky tai

1. T4 chire + Dich vu cﬁng truc tuyén budc tiép theo; Chinh phu quy khoan giao dich

NOP | arnan |+ Chon So Ngi vu ‘ dinh chi tiét dién tu, ding
ho so + Chon linh viee Tin nguéong, ton giao Tai khoan gom | moét so diéu va | nhap tai khoan,

+ Chon thu tuc: Thui tuc thong bao té chitc héi nghi Tén dang nhap va | bién phap thi xac thuc dinh

thwong nién Ciia t6 chire 10N gido, té chirc toN gido mat khau. hanh Lut tin danh dién tur

truc thuéc co dia ban hoat dong o nhiéu huyén ngudng, ton

thuéc mot tinh gido

- Nguoi nop ho so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 65.1 kém theo).
(Trweong hop céc thdng tin trong Biéu mau dién tir di
c6 trong Co 56 dir liéu quoc gia Vé dan cu, hé thong
thong tin 6 lién quan, dwoc dien ty dong (neu CO)

- Tich hop thanh phan hé so theo miu tai Biéu mau
dién tir (chi tiét tai Phu luc 65.2 kém theo);

Biéu mau dién tir
Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tlep
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
- Nguoi nop kiém tra, cap nhat théng tin bao dam
thong tin day du, chinh xéac, hop phép.
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop ho so can bd sung hoidc ho so khong
thudc thdm quyén giai quyét: Gui Thong bao dén
Nguoi ngp ho so (mau Thoéng bao Dién tir) néu ro
ly do va c6 van ban hudng dan ngudi yéu cau bd
sung hd s0, hoan thién hd so, néu 13 loai glay to, . L
ndi dung can bd sung dé Ngudi ndp hd so bo sung, Vin ban tir choi, | Biéu mau theo
hoan thién. van ban hudng Thong tu
2. B¢ phan | 3. Truong hop hd so du diéu kién giai quyét: Tro\ng y dan; 01/2018/ T‘T'
Tiép | Métcira |3.1. Cap nhat thong tin vao He théng (S6 theo doi | "9%Y | Phiéu chuyénxir 1 VPCP ngay
A : A x lam viéc | 1y (The hién trong | 23/11/2018 cua
nhén dién tir theo mau). e
N , R R : e A .z R Phan mém bang Vian phong
va gidi 3.2. X4ac nhan thong tin, gtri thong bdo tiép nhén . .
£ <A NI RN . 1énh chuyén) Chinh phu
quyét (ma ho so va ngay gio tra két qua) vao tai khoan cua
ho so Nguoi ndp ho so.
C‘huyén’hé so toi Truéng Bo phan mot cira; Chuyén
ho so dén Lanh dao Ban Ton gido.
4. Truong hop Ngudi nop hd so khong bd sung,
hoan thién dugc hd s0, ¢6 van ban tir chdi giai quyét
yéu cau cua Ngudi ndp hd so.
1. Truy cdp vao Hé théng nhan thong bao co ho so Phiéu chuyén xtr
~ reo N LA A 1A Trong , X 1A
Lanh dao | mdéi va tiép nhan ho so. 7 nad 1y (Thé hién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé phong | .. gay Phan mém bang
" lam viéc N 2
Nghiép vu. 1énh chuyén)
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll; phap Ghi chu
Linh dao 1. Truy cgp vao H@\A thong nhan thong bdo c6 ho so A -
L maoi va tiép nhan ho so. Cap nhat trén H¢
Phong, D N , Y Trong %
n . | 2. Phan cong cho cong chuc thu Iy ho so, tham muu s thong;
Cong chue | ... X ngay Al A 1%
thy Iy hé gidi quyét. ‘ 7 ‘ 1am viec Y&u cau bo sung/
e 3. Cong chirc thy ly h6 so kiém tra ho so, trinh ban i tur choi giai quyét
hanh van ban da tiép nhan Thong bao.

3- A A
Hoan ﬁ%?iﬁ :/ , Hoan thién cac
t?lgn T(R; chitc | BO phan Mot cura tra két qua cho Tb chire, cong dan Tfa ket Tiang thAongx tin q}ly t{lnh ke:[
ho so; R A s A . in qua trong | dong bd Cong thiic ho so trén

. cong dén, | va ban giao ho so Iuu cho phong Nghiép vu. X . O X )
Tra e A ngay Dich vu quoc gia Phan mém Dich
£ nguoi nép A
ket P vu cong
- ho so
qua
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PHU LUC 65.1: BIEU MAU PIEN TU

1. Tén t6 chirc

2. Tru so:

3. No6i dung hoi nghi thuwong nién:

4. Thoi gian t6 chtc hoi nghi thudng nién:

5. Pia diém t6 chac hoi nghi thuong nién:

6. Dy kién thanh phan, sé luong ngudi tham du
7. Chuong trinh t6 chtrc hoi nghi thudng nién
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PHU LUC 65.2: THANH PHAN HO SO PIEN TU

Xuét trinh/ ndp ban

A 1 X1 Co so dir liu/ban | Bit budc/khong bit ; Ay Piéu kién vé ky
TT Tén thanh phan ho so chup/ban dién tir bugc dinh kém chinh kzil ghan ket thuat
Van ban co6 chir ky
01 | Van ban thong bao (theo mau B31) | Ban scan thong bao Bat budc Nop ban chinh s0 hodc file scan

mau
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N ] Mau B31
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

.(l)..., ngay......thang......nam......

~ THONG BAO
To chirc hgi nghi thwong nién

Kinh giri: .......... () R
TEn t6 chtc (Chi iN N0A): ..., (B) e
LI T SO OUTPPPPPPRRN
Théng bao vé viéc td chire hoi nghi thudng nién véi cac noi dung sau:
AN 1o 1o 10 o A OSSPSR
TROT QIAN: o e e et e e s r et e et e e te e e te e e aeennaeenneeenree s
0TI 1112 AT

Vin ban kém theo gém: Dy kién thanh phan, s6 luong nguoi tham du; chuong trinh t6 chtc hoi
nghi thuong nién.

TM. TO CHUTC (3)
(Ky, ghi rd ho tén, dau)

(1) Bia danh noi c6 try s cua to chirc ton gio hodc to chic ton gido truc thuoc.

(2) Co quan quan ly nha nudc vé tin ngudng, ton giao ¢ trung wong dol véi viéc to chie hoi nghi thuong
nién cua t6 chuc ton gido, td chic ton gido truc thudc, to chire dugc cap ching nhan dang ky hoat dong
ton gido co dia ban hoat dong ¢ nhiéu tinh; co quan chuyén mén vé tin ngudng, ton giao cap tinh ddi Vi
viéc to chirc hoi nghi thuong nién caa t chirc ton gido, t6 chic ton gido truc thudc, t chirc dugc cap
chtng nhan dang ky hoat dong ton gido co dia ban hoat dong & nhiéu huyén thudc mot tinh; Uy ban nhan
dan cap huyén dbi véi viéc td chic hoi nghi thuong nién caa to chire ton gido truc thude co dia ban hoat
dong ¢ mat huyén.

(3) T6 chirc ton gi4o, to chirc ton gi4o tryc thudc hoic té chie dugc cip ching nhan dang ky hoat dong
ton gido.
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65. Quy trinh: Thi tuc dé nghi té chirc dai hdi cia tdé chirc ton gido, to chirc ton gido truc thuge, té chire dwoc cap chieng nhan ding ky
hoat dgng ton gido c6 dia ban hoat dong ¢ nhieu huyén thugc mét tinh (QT-65

Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll;,/ phap Ghi chu
- C4 nhan nop hd so tryc tuyén tai Cong dich
vu cong quéc gia (dia chi: dichvucong. gov.vn)
hodc Céng dich vu cdng caa Thanh phd (dia q
chi: dichvucong.hanoi.gov.vn); Cong Dich vu
- Nguoi nop ho so dang ky tai khoan giao dich cong Quoc gia
dién tir, dang nhap tai khoan, xac thue dinh thyc hién dang
danh dién t (theo hudng dan trén Cong Dich nhap mot lan,
vu cong). diéu hudng nguoi . 2
- Céng DVC két ndi voi CSDLDC dé khai thac dung toi Cong | | eni dinh s
, \ A A A s . N 162/2017/ND- A A
cac truong thong tin cua cong dan co trong Dich vu cong CP naa Nguoi nop ho
CSDLDC (khi dwoc két néi). Thanh phé dé 98 | 5o phai dang
A LA : A 30/12/2017 cuaa S ,
- Nguoi nop ho so lua chon: thuc hién cac , , ky tai khoan
1. z 4. . a £ X Chinh phu quy . . .
A To chwre, | + Dich vy cOng tryc tuyen budc tiep theo; : .z giao dich dién
Nop . LA N dinh chi tiét ) ax ]\
hd so canhan | + Chon So Ngi vu ‘ mot sb didu va tu, dang nhap
+ Chon linh vuc Tin nguong, ton giao 9 Tai khoan gdom bicn phio thi tai khoan, xac
+ Chon thii tuc: Pé nghi t6 chirc dai héi ciia t6 Tén ding nhapva | Jion PPAP YL e dinh danh
A, ; N % n T hanh Luat tin A e
chirc 10N glao, to churc tON giao truc thugc, to mat khau. neudne. 0 dién tu
chirc dwoc cap chirng nhdn dang ky hoat dong g ié% °
tén gido c¢6 dia ban hoat dong & nhiéu huyén g
thuodc mot tinh
- Nguoi nop hd so di'én cac ndi dung theo Biéu B?ﬁén;aigfsém
mAu dién tir (chi tiét tai Phu luc 65.1 kém JONE B30}
theo) viéc da gui ho so
y A R thanh cong, cho
(Truong hop céc thong tin trong Biéu mau dién .2 "
L 4~ 7 o LA A R, kiém tra, ti€p
tur da co trong Co so dir ligu quoc gia ve dan cu, . ISP
nhan, phan hoi
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll;,/ phap Ghi chu
hé théng théng tin cé lién quan, dwoc dien tw
dong (neu co) o i 9
- Tich hop thanh phan hé so theo mau tai Biéu
mau dién tir (chi tiet tai Phu luc 65.2 kem
theo);
- Nguoi ndp kiém tra, cap nhat thong tin bao
dam thong tin ddy du, chinh xac, hop phap.
1. Nhgln théng béo ¢4 hd so méi trén Hé théng;
2. Kiém tra ho so va cac thong tin.
Truong hop hod so can bod sung hoic hod so
khong thugc tham quyén giai quyét: Gui Thong
bao dén Nguoi ndp ho so (mau Thong bao Dién
tr) néu rod 1y do va c6 van ban huéng dan nguoi
yéu cau bo sung ho so, hoan thién ho so, néu rd . U
2 loai gidy t0, ndi dung can b6 sung d€ Nguoi ndp Van ban tu choi, | Bi€u mau theo
< & ho so bo sung, hoan thién. van ban hudng Thong tu
Tiep ; e gidi auvd dan; 01/2018/TT
nhan | B phan | 3. Trudong hop ho so du di€u kién giai quyet: . L dans )
\ Ceas e o A At A i o3 TTA A 2 0l1ngay | Phiéu chuyén xu VPCP ngay
va gidi | Mot cira | 3.1. Cap nhat thong tin vao H¢ thong (S6 theo ,
£ : N gan X NG (The hién trong | 23/11/2018 cua
quyét doi1 dién tur theo mau). 5 |
hd so 32 Xéc nhin thone fi théne bio fi Phan mém bang Vian phong
ac nhan thong tin, gui théng bao iép Iénh chuyén) Chinh phi

nhan (ma hd so va ngay gio tra két qua) vao tai
khoan ctia Ngudi ndp hd so.

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

4. Trudng hop Ngudi ndp hd so khong bo sung,
hoan thién duoc ho so, ¢ van ban tir chdi giai
quyét yéu cau ctia Ngudi nop ho so.
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll;,/ phap Ghi chu
1. Truy cap vao H¢ thong nhan thong bao c6 hd Phiéu chuyén xtr
Linh dao | so méi va tiép nhan ho so. o .| 02ngay ly (Thé hién trong
Ban 2. Phan cong thu 1y hd so, chuyén hd so vé Phan mém bang
phong Nghiép vu. 1énh chuyén)
1. Truy cap vao Hé théng nhan thong bao c6 hd
so moi va tiép nhan ho so.
2. Phan cong cho cong chitc thu 1y ho so, tham
muu giai quyét.
3. Cong chirc thu 1y ho so kiém tra hd so (Biéu
mau, file dinh kém).
- Trudong hop hd so chua du diéu kién giai
Linh dao qliyét: du thao Vé’n béIAl th(zng; bao béi sung ho S0 A -
Ph(‘)ng. (lilnh dao Ban ky); néu 6 ly do, ndi dung can Cap nha_A}t trén He
Cong ch’l'rc bo sung. ) A1 ... | 13 ngay thong;
thu Iy hd | Truong hop ho so khong du di€u klén giai Yéu qé}u b6 sung/
e quyét: du thdo van ban thong bao tra lai ho so tur choi giai quyét
(lanh dao Ban ky), néu r6 1y do.
4. Truong hop ho so day du, tlep nhan hd so:
- Tham muu van ban xin ¥ kién cac co quan
lién quan (lanh dao Ban ky).
- Tong hop v kién cac co quan lién quan va
tham dinh céc noi dung;
- Du thdao van ban cua Ban tra 16i t6 chirc/ca
nhan tén gido.
. Kiém tra ho so: Cap nhg}t trén HE
Lanh 420 1 Néudéng y: ky duyét van ban tra 10i 6 chire/cé | 2 ngdy thong;
Ban ) i Yéu cau bo sung/

nhan tén giéo.

tir chdi giai quyét
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Bwéc | Chi thé Quy trinh chi tiét ';Il;(: Trang thai Can cll;,/ phap Ghi chu
- Néu khéng ddng y: Chuyén lai Chuyén vién
Phong Nghiép vu.
Coflg chire Hoan thién Ho so, chuyén két qua vé Bo phan X Cap nha_}t trén He
phong thu 01 ngay thong;
IV ho TN&TKQ
y ho so
3! A A
Hoan B“l phf‘l n Hoan thién cac
thign | Motcua/ Trang thong tin uy trinh két
A To chire | BO phan Mot ctra trd két qua cho To chire, cong . A g R q q, y A R
ho so; A A A 01 ngay dong bo Cong thic ho so trén
. cong déan, | dan. . o XA
Tra . A Dich vu quoc gia Phan mém
I nguoi ngp . A
két A Dich vu cong
X ho so
qua
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PHU LUC 65.1: BIEU MAU PIEN TU
1. Tén to chire
2. Tru so:
3. Bé nghi vé& viéc td chire dai hoi véi cac ndi dung sau:
4. Ly do t6 chirc dai hoi:
5. Noi dung dai hoi: Thoi gian dai hoi:
6. Dia diém dai hoi:
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PHU LUC 65.2: THANH PHAN HO SO PIEN TU

T Tén thanh ohin hd so Co sé dir liéu/ban B;l ; tbl:lli)(“)cékdhizllllg Xuit trinh/ nép ban Piéu kién vé ky
P chup/ban dién tir kem chinh khi nhan két qua thuat
Ban scan van ban Vén bin c6 chir ky
1 Vin ban dé nghi (theo mau B33); 48 nehi Bat budc Nop ban chinh s0 hoac file scan
g mau
ST % A . L2 Van ban co6 chit ky
2 ]:;,(I)C.cao tong ket hoat dong cua 6 Ban scan Bit budc Nop ban chinh s6 hodc file scan
’ mau
s 1A . 1A Vian ban co6 chir ky
3 Du th? N hl;e " chu’cmg hodc hién chuong Ban scan Bit budc Nop ban chinh s6 hodc file scan
stra do1 (n€u co). maL
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Mau B33
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

.(1)..., ngay......thang......nam......
~ DENGHI
Ve viéc to chire dai hoi
Kinh gui: .......... () T

Tén t6 chtc (Chit iN h0A): c..eeveeeeeeeeeeeeee e, (<) VTS
T(u SO ST P PP P PP P PP
be ngh;vé Viéc to chirc dai hoi vai cac noi dung sau:
LY 00 0 CNIC: .ottt ettt b et ne e e e
AN 1O 1o 10 o A PSRRI
TROTGIANT Lo
8D 1 -1« 1< 1 LSO OPPPRPP

Vian ban kémvtheo gém: Chuong trinh to chure dai hoi du kién thanh phér}, s6 luong ngu(‘)j tham
du; bao cao tong ket hoat dong cua to chirc; du thao hieén chuong hoac hién chuong sira d6i (néu
co).

TM. TO CHUTC (3)
(Ky, ghi rd ho tén, dau)

(1) Pia danh noi c6 try s& cua to chire ton giao, to chic ton gi4o truc thudc hoic t6 chire duoc cap chang
nhan déng ky hoat dong ton giao.

(2) Co quan quan ly nha nuéc vé tin ngudng, ton gido ¢ trung wong d6i voi viéc to chirc dai hoi cua to
chuc ton giéo, to chuc ton gido truc thudc, t6 chire dugc cap ching nhan dang ky hoat dong ton giao co
dia ban hoat dong ¢ nhiéu tinh; co quan chuyén mén vé tin ngudng, ton giao cap tinh d6i véi viéc to
chuc dai hoi cua to chuctdn gio, to chic ton gido truc thudc, to chie dugc cip ching nhén déng ky hoat
dong ton gido co dia ban hoat dong & nhiéu huyén thuoc mét tinh; Uy ban nhan dan cap huyén ddi véi
viéc td chirc dai hoi cua td chuc ton gido truc thude co dia ban hoat dong & mot huyén.

(3) T chuc ton giao, t6 chuc ton giao truc thudc hoic té chirc dugc cap chiing nhan dang ky hoat dong
ton giao.
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66. Quy trinh: Thii tuc d& nghi to chirc cudc I& ngoai co' sé' ton gido, dia diém hep phap di ding ky ¢6 quy mé to chirc & nhiéu huyén
thugc mot tinh hoic ¢ nhiéu tinh (QT-66)

Buée Chii thé Quy trinh chi tiét rgll;: Trang thai Can cu phap ly Ghi chu
- C& nhan nop hd so truc tuyén tai Cong dich
vu cdng quéc gia  (dia  chi
dichvucong.gov.vn) hodc Cong dich vu cong
cua Thanh phé (dia chi: Cong Dich vu
dichvucong.hanoi.gov.vn); cong Qudc gia
- Ngudi nop hé so ding ky tai khoan giao dich thuc hién ding
dién tu, dang nhap tai khoan, xac thuc dinh nhap mot lan,
danh dién tir (theo huéng dan trén Cong Dich diéu huéng ngudi
vu cOng). dung t&i Cong e X
- Cong DVC két néi véi CSDLDC dé khai Dich vy cong fgzg}’zl()df;l};%‘;_ Nowsi nab hd
thac cac truong thdng tin cua cdng dan co Thanh pho dé CP nas & hai dE)
trong CSDLDC (khi duoc két nbi). thuc hién cac ngay , SO phal cang
NS _ LA i 30/12/2017 cta ky tai khoan
1. oy, - Nguoi nop ho so lua chon: budc tiep theo; , , . ) A
n To chirc, : A £ Chinh phu quy | giao dich dién
Nopho | o4 gy |+ Dich vu cong truc tuyen « | dinh chi tiétmt | tir, dang nha
S0 + Chon Sé Ngi vu Tai khoan gdm | & : > dang nhiap

+ Chon linh viee Tin nguong, ton giao

+ Chon thi tuc: d@é nghi té chirc cude Ié ngoai
co s ton gido, dia diém hop phdp da dang ky
c6 quy mé t6 chirc & nhiéu huyén thudc mot
tinh hodc & nhiéu tinh

Tén dang nhap va
mat khau.

- Ngudi nop ho so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 66.1 kém
theo).

(Truong hop cac thdng tin trong Biéu mdu dién
tir ddi 6 trong Co so dir liéu quac gia vé dan cu,
hé thong théng tin cé lién quan, dwoc dién ty
dong (néu c6)

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

s6 diéu va bién
phép thi hanh
Luat tin ngudng,
ton giao

tai khoan, xac
thuc dinh danh
dién tur
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw phap ly

Ghi cha

- Tich hop thanh phan ho so theo mau tai Bicu
mau dién tir (chi tiét tai Phu luc 66.2 kém
theo);

- Ngudi ndp kiém tra, cap nhat thong tin bao
dam thong tin ddy du, chinh xac, hop phap.

2.
Tiép
nhén va
giai
quyét hd
SO’

1. Nhén thong bao c¢6 ho so méi trén Hé thong;
2. Kiém tra hd so va céc thong tin.

Truong hop hd so can bo sung hodc ho so
khong thudc tham quyén giai quyet Gui
Thong bao dén Ngudi nop hod so (mau Thong
bao Di¢n tir) néu 10 1y do va c¢6 van ban hudng
dan nguoi yéu cau bod sung hd so, hoan thién
h6 so, néu rd loai gidy to, ndi dung can bo
sung dé Nguoi nop ho so bo sung, hoan thién.
3. Truong hop ho so da diéu kién giai quyét:
3.1. Cap nhat thong tin vao Hé thng (S6 theo
ddi dién tir theo mau).

3.2. Xac nhan thong tin, gui thong bao tiép
nhan (mi ho so va ngay gio tra két qua) vao
tai khoan ctia Nguoi ndp hd so.

Chuyén hd so téi Truong Bo phan mot cira;
Chuyén hd so dén Lanh dao Ban Tén gido.

4. Truong hop Nguoi np h6 so khong bo
sung, hoan thién dugc hd so, c6 vin ban tir
chéi giai quyét yéu cau cia Ngudi ndp ho so.

01 ngay

Vin ban tir chdi,
van ban hudng
dan;

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

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

Lanh dao
Ban

1. Truy cép vao Hé thong nhan thong bao c6
ho so mdi va ti€ép nhan ho so.

02 ngay

Phiéu ochuyén XU
1y (The hién trong
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw phap ly

Ghi cha

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

Phan mém bang
1€nh chuyén)

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

1. Truy cap vao Hé théng nhan thong bao co
hd so méi va tiép nhan ho so.

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

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

- Truong hop hd so chua du diéu kién giai
quyét: dy thao van ban thong bao bo sung ho
so (lanh dao Ban ky); néu 10 1y do, ndi dung
can bo sung.

- Truong hop ho so khong du diéu kién giai
quyét: du thao van ban thong bao tra lai ho so
(1anh dao Ban ky), néu 0 ly do.

4. Truong hop hd so day du, tiép nhan hd so:
- Tham muu vin ban xin ¥ kién céc co quan
lién quan (l1anh dao Ban ky).

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

- Du thao van ban cta Ban tra 101 to chirc/ca
nhén ton giéo.

13 ngay

Cap nhat trén H¢
thong;

Yéu cau bo sung/

tir choi giai quyét

Lanh dao
Ban

Kiém tra hd so:

- Néu dong y: ky duyét van ban tra 10i to
chure/cé nhan ton gido.

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

2 ngay

Céap nhat trén H¢
thong;

Yéu cau b sung/

tir chdi giai quyét
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Bué'c Chii thé Quy trinh chi tiét Eg‘: Trang thai Cin cix phap 1y Ghi cha
Coflg chire Hoan thién Hd so, chuyén két qua vé Bo phan . Cap nha.}t tren He
phong thu TN&TKQ 01 ngay thong;
1y ho so
3, Bo phan Hoan thién cac
Hoan | Motcua/ : : Trang thong tin quy trinh két
cA 1A To chite | BO phan Mot ctra tra két qua cho To chuec, X N A A LA A
thién ho n A R A 01 ngay dong bd Cong thic ho so trén
. | congdan, | cong dan. : PO XA
so; Tra e A Dich vu quéc gia Phan mém
£ . | nguwoi nop . A
ket qua hd so Dich vu cong




1. Tén tb chic:
2. Tru so:

3. Tén cuoc Ié:
4, Nguoi cha tri:
5. Noi dung:

6. Thoi gian thuc hién:
7. Pia diém thuc hién:

8. Quy mod
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PHU LUC 66.1: BIEU MAU PIEN TU
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PHU LUC 66.2: THANH PHAN HO SO PIEN TU

. vxn .| Batbudc/khong £ o N X Tea X
A X A LA Co s¢ dir liéu/ban Lo A Xuat trinh/ ndp ban Dicu kién veé ky
T Ten thanh phan ho so chyp/bin dign tir | 2 DU AR ching khi nhgn két qua thuat
1 Ban scan van ban Vén ban c6 chir ky
Van ban dé nghi (theo mau B34); d& nghi Bat budc Nop ban chinh s0 hodc file scan
' mau
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Mau B34
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

.(l)..., ngay......thang......nam......

PE NGHI
To chirc cugc I€ ngoai co sé ton gido hoac dia diem hop phap da dang ky

Tén t6 chtc (Chi iN h0A): ..., (B) e
BT SO PPTPPPPPRRR
Dé nghi vé viéc to chirc cudc 18 ...(4)... véi cac noi dung sau:

TN CUDC 18: .ottt ettt et et e ettt et et et et et e e et et et et et e et et ee et et ese e e enesesereneeens
INGUOT CNU T, Lottt e bbb e
AN 1S 10 [T ST
Thot gian thuC NEEN: ... e ae e e nree s
DA GIEM TNUC NIEN: oottt ettt ettt ettt ettt ettt et ee et et ee et ettt es et ee e e e eeeeens

(@ 11 Y 1 10 OSSPSR
Vin ban kém theo gom: Chuong trinh t6 chac cuoc I€; dy kién thanh phan tham dy cudc 1€.

TM. TO CHUTC (3)
(Chiz ky, ddu)

(1) Pia danh noi c6 try so cua to chire ton giao, to chic ton giao truc thudc hoic t6 chire duoc cap chang
nhan déng ky hoat dong ton giao.

(2) Co quan chuyén mon vé tin ngudng, tdn giao cap tinh noi dy kién to chic cudc I8 dol véi cudc 1€ co
quy md té chirc & nhiéu huyén thuoc mét tinh hodc ¢ nhiéu tinh; Uy ban nhan dan cap huyén di véi
cudc 18 ¢ quy md td chirc & mot huyeén.

(3) T6 chirc ton giao, t6 chuc tén giao truc thudc hoidc té chirc dwoc cip chiing nhan diang ky hoat dong
t6n gido. DI vai t6 chic ton gido, to chic tén gido truc thudc, nguoi thay mat té chic phai ky tén va
dong dau.

(4) Cudc I8 ngoai co sé ton gido hoic dia diém hop phap di dang ky.
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67. Quy trinh: Thii tuc dé nghj gidng dao ngoai dia ban phu trich, co sé ton gido, dia diém hop phap da ding ky c6 quy mb to chirc &
nhieu huyén thugc mot tinh hoic ¢ nhiéu tinh (QT-67)

Buéc | Chi thé Quy trinh chi tiét rgll;: Trang thai Can cu phap ly Ghi chu

- C& nhan nop hd so truc tuyén tai Cong dich vu

cdng quéc gia (dia chi: dichvucong.gov.vn) hoic

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

dichvucong.hanoi.gov.vn); Ong IS VL

- Ngudi nop ho so ding ky tai khoan giao dich f}?élfggfgégéa

dién tir, dang nhap tai khoan, x4c thuc dinh danh P A &

dién tir (theo hudng dan trén Cong Dich vu _nap motian, |

cong). diéu huqng nguoi

- Cong DVC két néi véi CSDLDC dé khai thac (]gl.nitm Cong Nehi dinh s

cac truong thdng tin cua céng dan cd trong 1 VU CONE g1 G 50 i A A

CSDLDC (khi duoc két néi). Thanh pho d& | 162/2017/ND- | Ngudi nop ho

- Ngudi nop hé so lya chon: thuc hign cac CP ngay so phai dang

1 . + Dich Vu'cﬁng truc tuyé’h budc ti€p theo; 30/12/2017 cta l_<y tal' khOzjm

Nop | Tochue, |, chonSe Nei v .., | Chinhphuquy | giaodichdicn
ho .s0’ ca nhan 4 Chén Tinh "MC Tz’n ngudng, ton giao Tai khoan gobm | dinh chi tiet mét | t&, dang nhap

+ Chon thii tuc: dé nghi giang dao ngodi dia ban
phu trach, co so ton gido, dia diém hop phap da
dang ky ¢6 quy mé t6 chirc ¢ nhiéu huyén thudc
mot tinh hodc & nhiéu tinh.

Tén dang nhap va
mat khau.

- Ngudi nop hd so dién cac ndi dung theo Biéu
mau dién tr (chi tiét tai Phu luc 67.1 kém theo).
(Trweong hop céc thong tin trong Biéu mau dién tir
dd cé trong Co s dir liéu quac gia vé dan cu, hé
théng thong tin ¢ lién quan, dwoc dién tw dong
(néu co)

- Tich hop thanh phan hé so theo mau tai Biéu
mau dién tir (chi tiét tai Phu luc 67.2 kém theo);

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

s6 diéu va bién
phép thi hanh
Luat tin ngudng,
ton giao

tai khoan, xac
thuc dinh danh
dién tur
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Thoi

Bwéc | Chi thé Quy trinh chi tiét gian Trang thai Cin cix phap 1y Ghi cha
- Nguoi ndp kiém tra, cap nhat thong tin bao dam
thdng tin day du, chinh xéac, hop phép.
1. Nh§1n théng béo c6 hd so mdi trén Hé théng;
2. Kiém tra ho so va cac théng tin.
Truong hop ho Y can bo sung hodc ho so khong
thudc tham quyen gidi quyét: Giri Thong bao dén
Nguoi ndp hd so (miu Thong bao Dién tir) néu
10 ly do va c6 véan ban hudng dan ngudi yéu cau
b6 sung hd s0, hoan thién hé s0, néu rd loai glay . L
t&, ndi dung can bo sung dé Nguoi ndp hd so bd Van ban tur choi, | Bi€u mau theo
sung, hoan thién. van ban huong Thong tu
2. B¢ phén 3. Truong hop ho so du diéu kién giai quyét: . » dan; , 01/2018/TT-
X o A Ay LA oy A (1A 2 Olngay | Phi€u chuyén xur VPCP ngay
Tiép Mot cira | 3.1. Cap nhat thong tin vao HE thong (SO theo ,
- s gia X ly (The hién trong | 23/11/2018 cua
nhin doi dién tir theo mau). 5 |
y Ceos A A e Al A Phan mém bang Vién phong
va gidi 3.2. Xé4c nhan thong tin, gui thong bao ti€ép nhan , ;
£ 1A NN : 1énh chuyén) Chinh phu
quyét (ma ho so va ngay gio tra két qua) vao tai khoan
ho so cua Ngudi ndp ho so.
Chuyén hé so to1 Truong BO phan mét cura;
Chuyén ho so dén Lanh dao Ban Ton giao.
4. Truong hop Nguoi ngp ho so khong bo sung,
hoan thién duoc ho so, ¢6 van ban tir chdi giai
quyét yéu cu cia Ngudi ndp ho so.
1. Truy cap vao H¢ thong nhan thong bao c6 hd Phié’uqchuyén XU
Linh dao | so méi va tiép nhan ho so. W ‘ 02 nad Iy (The hién trong
Ban 2. Phan cong thy 1y ho so, chuyén ho so vé phong 98 | "Phin mém bang

Nghiép vu.

1énh chuyén)
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Bwéc | Chi thé Quy trinh chi tiét Eg‘: Trang thai Cin cix phap 1y Ghi cha
1. Truy cap vao H¢ thong nhan thong bao c6 hod
so méi va tiép nhan ho so. .
2. Phan cong cho cong chure thu 1y ho so, tham
muu giai quyét. W ‘
3. Cong chuc thy Iy ho so kiém tra ho so (Biéu
mau, file dinh kém).
- Trudong hop ho so chua du diéu kién gidi quyeét:
Lanh dao | du thdo van ban thong bdo b6 sung ho so (lanh A At A TTA
\ N A s 1s n XA Cép nhat trén H¢
Phong, | dao Banky); néu 6 1y do, ndi dung can bo sung. X
n , . A . X Al e 5 thong;
Cong chirc | - Truong hop ho so khong du dieéu kién gidi | 13 ngay Al X 17
1A £ e 14 o e 1os 1A Yéu cau bo sung/
thu ly ho | quyét: du thao van ban thong bao tra lai ho so t chéi idi quvat
so | (lanh dao Ban ky), néu 15 1y do. ‘ glal aily
4. Truong hop ho so day du, ti€p nhan ho so:
- Tham muu van ban xin y kién cac co quan lién
quan (lanh dao Ban ky).
- Tong hop ¥ kién céc co quan lién quan va tham
dinh cac ndi dung; 7
- Du thao van ban cua Ban tra 161 t6 chirc/ca nhan
ton gido.
Kiém tra hd so: Cip nhat trén He
i - Néu ddng ¥: ky duyét vin ban tra 1i t6 chirc/ca ap nhat tren He
Lanh dao N \ thong;
: nhan ton giéo. 2 ngay A A 12
Ban A > N , 2 ) A Yéu cau bo sung/
- Néu khong dong y: Chuyén lai Chuyén vién ttr chéi widi Z
. S ur choi gidi quyét
Phong Nghiép vu.
Cong chirc \ - A 24k r A DA LA Céap nhat trén H¢
phong thy Hoan thi¢n HO6 so, chuyén két qua vé Bo phan 01 ngay théng:

1y hd so

TN&TKQ
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Bwéc | Chi thé Quy trinh chi tiét Eg‘: Trang thai Cin cix phap 1y Ghi cha
3 B6 phan
Hoan | =9 P14 Hoan thién céc
thign | Mt cua/ : » Trang théng tin uy trinh két
N To chirc | BO phan M{t ctra tra két qua cho To chirc, cong \ A g A q auy 1 A
ho so; n N ]\ 01 ngay dong bo Cong thtic ho so trén
N cong dan, | dan. : FOR A
Tra e A Dich vu quodc gia Phan mém
X ngudi nop . A
két A Dich vu cong
- ho so
qua
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PHU LUC 67.1: BIEU MAU PIEN TU

1. Ho va tén ngudi dé nghi

2. Chic vy, pham vi:

3. bia ban phu trach:

4. Thugc t6 chuc tén gido hoic to chuc ton gido truc thudc:
5. Tru so:

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

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

8. bia diém thuc hién:
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PHU LUC 67.2: THANH PHAN HO SO PIEN TU

. vxn .| Batbudc/khong £ o N X Tea X
R . A 1A Co sé dir liéu/ban Loy Ta o, Xuat trinh/ ngp ban Diéu kién vé ky
T Tén thanh phan ho so chyp/bin dign tir | 2 DU AR ching khi nhgn két qua thuat
1 Ban scan van ban Vén bin c6 chir ky
Vian ban dang ky (theo mau B35). d& nghi Bat budc Nop ban chinh s0 hodc file scan
' mau




474

) ) ] Mau B35
CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

.(l)..., ngay......thang......nam......

PE NGHI
Giang dao ngoai dja ban phu trach, co sé ton giao
hoac dia diém hop phap da ding ky

Kinh giriz(2)...ceeeeeiecee e

HO VA t81 NEUSGT A8 NONL.....veveeeeeeeeeeees ettt s ettt
CRUC VU, PRAM Voot et en et ee e en e s eneneeeans
Dia ban Phu trACH: ..o e e
B TTTR TR G A1 <o (<) OO
BT SO OUTPPPPPPRTN
bang ky giang dao ...(4)... vai c&c ndi dung sau:

I o [0 LT TP PO PP PR PPRPRPRON
TROT QIAN: e e e et e et e e e te e et e e aeennaeennaeenree s
DA GIEM TNUC NIEN oottt ettt ettt ettt ettt ettt et ee e et et e et et et es et es e e eeeeeens
Vin ban kém theo gdm: Chuong trinh t6 chtc; noi dung; thanh phan tham du.

NGUOI PE NGHI
(Ky, ghi rd ho tén, churc vu)

(1) Pia danh noi chtic sac, chic viéc, nha tu hanh hoat dong ton giéo.
(2) Co quan chuyén mon vé tin ngudng, ton gio cap tinh noi dy kién giang dao ddi véi viéc giang dao
c6 quy md to chirc ¢ nhiéu huyén thuoc mét tinh hodc & nhiéu tinh; Uy ban nhan dan cap huyén d6i voéi
viéc giang dao c6 quy md té chirc & mot huyén.
(3) T6 chuc ton giao, to chirc tn gi4o truc thudc hodc to chie duoc cap chung nhan dang ky hoat dong
ton giao.

(4) Giang dao ngoai dia ban phuy trach, co so ton gi4o hoic dia diém hop phap da ding ky.



68. Quy trinh: CAp, cap lai Chirng chi hanh nghé hru trir (QT-68)

Buéc Chii thé Quy trinh chi tiét rgll:;l Trang thai gf?élllpcll; Ghi chu
- Ca nhan nop ho so truc tuyén tai Cong dich vy
cdng quoc gia (dia chi: dichvucong.gov.vn) hodc Céne Dich vu
Céng dich vu cong caa Thanh phé (dia chi: o gQ P
dichvucong.hanoi.gov.vn); £ H0¢ £
i A A < as A . thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich nhap mot Lin
dién tu, dang nhap tai khoan, xac thue dinh danh d{élju huén ’
dién tir (theo huéng dan trén Cong Dich vu i .
cong). nguoi dgng to1
- Cong DVC két néi véi CSDLDC dé khai thac ?cmg D}Ch VY
, . N A N cong Thanh pho
cac truong thong tin cua cong dan co trong 44 thue hien cac .
CSDLDC (khi dugc két néi). e hic Nghidinh 100 5i nep hd so
: bude tiép theo; suol NOp
- Nguoi nop ho so lua chon: uoc tcp theo; | 01/2013/ND-CP hai ding kv tai
1. . + Djch vu'c()ng trmﬁ tuyé'h .- . A ngay 03/01/2013 Ehoén giga%to %I]ich
Nop | Tochire, ¢d | 4 cponas Nsi vy Tai khoan gom | cna Chinh phu dion tor. dAn
N nhan - L o Téndangnhdp | quydinhchitiét | S 1 ¢ane
hd so + Linh vuc Van thu va Luu trit nha nuwoc Y o2 LA . . | nhap tai khoan
+ Ch_on thu tuc: Cdp, cdp lai Chitng chi hanh va mat khau. tg‘, Péml} n}f)tAs() X4C thuc dinh’
nghé heu trik. leilui‘:i‘r& Uat 1 danh dién ti

- Ngudi nop hé so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 68.1 kém theo).
(Trueong hop cac thdng tin trong Biéu mdu dién tir
dd cé trong Co sé dir liéu quac gia vé dan cu, hé
thong théng tin ¢6 lién quan, dwoc dien tw dong
(néu cd)

- Tich hop thanh phan ho so theo mau tai Biéu
mau dién tir (chi tiét tai Phu luc 68.2 kém theo);
- Nguoi nop kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xac, hop phép.

Biéu mau dién tir;
Thong bao vé
viéc da giri hd
so thanh cong,
cho kiém tra,

tiép nhan, phan
hoi
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Buéc | Chii thé Quy trinh chi tiét Thoi Trang thai Can cir Ghi chd
gian phap ly

1. Nhan thong bao c6 h6 so méi trén Hé thong

2. Kiém tra ho so va cac thong tin

Truong hop ho so can bd sung hodc hd so khong

thudc tham quyén giai quyét: Gui Thong bao dén

Nguoi nop hd so (miu Thong bao Dién tir) néu

10 ly do va c6 van ban hudng dan ngudi yéu cau

bd sung hod 50, hoan thién ho s0, néu o loai glay Thong bao hen

to, ndi dung c.an bd sung dé Nguoi nop hd so bd tf?j ketq qua (hoﬂa‘c Bidu mau theo

2. sung, hoan thién. van ban tur choi, Théng tu
Tﬁgp B ona 3. Trudng hop ho so du diéu kién gidi quyét: van bgg huéng | o1 5018/TT-
nhan M"f A | 3.1. Cap nhat théng tin vao Hé thdng thong tin | 01 ngay Phié f‘l“) . .| VPCPngay
va glal oteua | oiai quyét TTHC (S theo ddi dién tir theo mau). 19U CUYEN XU 9311172018 cua
quyet R S, 1y (Thé hién e
A 3.2. Xac nhan thong tin, gui thong bao ti€p nhan A A Vian phong

ho so Y SN NN ' trong Phan mém , ;

(ma ho so va ngay gio tra két qua) vao tai khoan bing Iénh Chinh phu

cua Ngudi ndp ho so. Py

chuyén)

Chuyén ho so dén Lanh dao phong chuyén mén
thu 1y ho so.

4. Truong hop Nguoi ndp ho so khong bo sung,
hoan thién duogc hd so thi Bo phan Mgt cura c6 van
ban tir chdi giai quyét yéu cau cia Ngudi ndp hd
SO.
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw
phap ly

Ghi cha

Lanh dao,

Cong chirc

phong thu
1y hé so

1. Truy cép vao H¢ thong thong tin giai quyét
TTHC nhan théng bao ¢6 ho so méi va tiép nhan
ho so.

2. Phan cong cho cong chirc thu Iy ho so, tham
muu giai quyét.

3. Cong chuc thy Iy hd so kiém tra hd so (thanh
phan, biéu mau, file dinh kem).

- Trudng hop hd so chwa du diéu kién giai quyet
(khong dung d6i tuwong, khong du tiéu chuan,
khong du ho so hodc vi pham phép luat): Chuyén
tra ho so cho B9 phan Mot cira, néu 13 1y do.

- Truong hop hd so khong phu hop theo yéu cau
hodc can giai trinh va bd sung thém: Théng bao
cho Bo phan Mot ctra; néu 1o 1y do, ndi dung bo
sung.

4. Truong hop hd so dy du, tiép nhan ho so:
Tham dinh

6 ngay

Cép nhat trén H¢
thong;
Yéu cau bd
sung/ tir chdi
giai quyét

Lanh dao
phong

Kiém tra ho so:
- Néu ddng y: Trinh Lanh dao So.
- Néu khong dong y: Chuyén lai Chuyén vién

1 ngay

Cép nhat trén H¢
thong

Lanh dao
So

Phé duyét Chung chi:

- Néu ddng y: Ky duyét Ching chi;

- Néu khong ddng y: Chuyén lai phong Vin thu -
Luu trtr.

4 ngay

Cép nhat trén H¢
thong
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Buéc | Chii thé Quy trinh chi tiét Thoi Trang thai Can cir Ghi chd
gian phap ly
3 B6 phan
Hoan ? P - Hoan thién cac
thién Mgt cira/ , Trang thong tin uv trinh két
N To chirc 1. B6 phan Mdt cura Tra két qua cho ca nhan. 5 dong bo Cong auy 1 A
ho 503 | cong dan, | 2. Théng ké va theo doi 1098y | Dich vy quéc thuc ho so trén
Tra n lr?)’i 6 ' ' g ' : i;’;l q Phan mém Dich
ket sud1 nop g vu cong
- ho so
qua




PHU LUC 68.1: BIEU MAU PIEN TU

I. Trudng hop cAp méi chieng chi hanh nghé hru triv

(1) Ho va tén:

(2) Ngay, thang, nam sinh:

(3) Noi dang ky ho khau thuong tri:

(4) Chirng minh nhan dén sé:

(5) Ngay cap:

(6) Noi cap:

(7) Dién thoai:

(7) Email (néu c6):

(8) Bang tot nghiép chuyén nganh va Chung chi bdi dudng (néu cb):
(9) Linh vyc dang ky hanh nghé luu trir:

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.

- Biéu mau tuong tac ghi nhan thoi gian hoan tat viéc cung cap thong tin.
II. Truwong hop cap lai chirng chi hanh nghe lvu triv

(1) Ho va tén:

(2) Ngay, thang, nam sinh:

(3) Noi dang ky ho khau thuong tri:
(4) Chirng minh nhan dén sé:

(5) Ngay cap:

(6) Noi cap:

(7) Bién thoai:

(7) Email (néu c):
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(8) Bang tot nghiép chuyén nganh va Ching chi bdi dudng (néu c6):
(9) Thoi gian da cAp Chung chi hanh nghé:
(10) Ly do xin cap lai Ching chi hanh nghé:
- Hét thoi han st dung
- B6 sung ndi dung hanh nghé
- Bi hu hdong
- Bi mat

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.
- Biéu méu twong tac ghi nhan thoi gian hoan tat viéc cung cip thong tin.



PHU LUC 68.2: THANH PHAN HO SO PIEN TU

oy VAL I 2 z n n g Xuét trinh/ ndp A LA Ad e
TT Tén thanh phin hd so Coso dirlicu/ban | Bat bugc/khong bat | oo cop 1pi phan | Pieu Kién ve ky
chup/ban dién tir bugc dinh kém ,< . thuat
két qua
I Ho so cap Chung chi hanh nghe
luu triv
1 Dornk de ng}l 1 cap Chimg chi hanh V%n ba}n Y Chl‘I ky Bit budc Nop ban chinh Scan mau
nghé luu trit cta cd nhan trinh
9 GlayA ching nha~n két qua ki€ém tra Vafl ban co.ch\u: ky Bt bude Nop ban chinh Scan mau
nghiép vu luu trir cua don vi trinh
Giay xac nhan thoi gian lam viéce tu
3 0§ nam trd lén tlxrong ,lmh vuc lu'u tfu Vafl ban co.ch‘u: ky Bt bude Nop ban chinh Scan mau
cua co quan, to chirc noi c4 nhan cua don vi trinh
lam viéc
Ban sao chirng thyc Bang tot nghiép ) .
4 | chuyén nganh phu hop tung linh Bén scan Bat budc Nop ban sao Scan mau
vuc hanh nghé
So yéu ly lich ¢6 xac nhén cua Uy , ‘
5 | ban nhan dan gﬁ, phuong, thi tran not Ban scan Bat budc Nop ban chinh Scan mau
dang ky hd khau thuong tra
Hai anh 2 x 3 cm (chup trong thoi , 21 A . A
6 han khong qua 6 théng) Ban chup Bat budc File anh mau
. Ho so cip lai Ching chi hanh
nghe luu trir
Pon dé nghi cap lai Chung chi| . .. ., ..
1 | hanh nghé luu trit ndp tai noi da cap V%n ba}n Y Chlf: ky Bit budc Nop ban chinh Scan mau
. 1 X N cua ca nhan trinh
Ching chi hanh nghé luu trit cti
2 Chimg chi hanh ngh€ luu trir i (tri Ban scan Bit budc Nop ban chinh Scan mau

truong hop Chimg chi bi mat)
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o Y TS AL b2 < A A :, Xuét trinh/ nop A g AT~
TT Tén thanh phin hb so Co'so dir ligwban | Bat buge/khong bat [ L o coy i ppan | Dieu kién ve ky
chup/ban dién twr bugc dinh kém £ - : thuat
két qua
Ban sao ching thyc van bang,
ching chi va Gidy xac nhan thoi
3 |84 laA’m VAl.e ¢ trong hrih Ve 1‘1en Ban scan Bit budc Nop ban sao Scan mau

quan dén nd1 dung xin bé sung hanh

nghé (ddi véi truong hop xin bo
sung ndi dung hanh ngh¢)




Maiu s6 10

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

e, NQAY L thang ...... nam 20
PON PE NGHI
Cap Chirng chi hanh nghé luu triv
Kinh giri: S& Noi vu tinh (thanh phd) ............cooeeiiiiienein...
| 0TV T 1< o T RTRT
Ngay, thang, NaAm SINN: ..o
Noi dang ky ho KhAu thUONE U ......veeveeeceeeees e sesessesiessesees e s essessssesssess s senssneanes
Chtng minh nhan dan s6: .................ccooeeiiiiiinn, NEAY CAP: covvveieeeieeeeee e
NOT CAP? ovoeveteeees ettt et ee sttt s st e st n st ensanees et eanes
Dién thoai: ..........ccocoovevieiiiiii Email (08U CO): w.vovvvieeeeieeee e,
Bang tot nghiép chuyén nganh va Ching chi boi dudng (€U €6) ...vevvvevvrveereerrreesreenans
Linh vic dang ky hanh ngh@ Tu i ..o..eeveeves ettt eresneenes

Toi xin giri kém theo don nay bo ho so gom cac giay to sau:

Ban sao ¢6 chimg thuc Bang t6t nghiép chuyén nganh va Chimg chi bdi dudng
(néu co)

2. Gidy xac nhan thoi gian 1am viéc trong linh vuc hanh nghé
3.  Gidy Chtng nhan két qua kiém tra nghiép vu luu trix

4. Soyéuly lich

5. Hai (02) 4nh 2x3 cm

Kinh dé nghi Quy co quan xem xét va cap Chimg chi hanh nghé luu trit cho t6i./.

NGUOI LAM PON
(Ky va ghi 10 ho, tén)
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MAiu s6 11

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

DPON PE NGHI
Cap lai Chirng chi hanh nghé luu triv

Kinh giri: S& N6i vu tinh (thanh phd) ..........cooveiieeiiei. ..

| oIz T 1< o SRR
Ngay, thang, NAM SINN: ......cciiiiicii e sreeneas
ChO G hIBN NAY: ...oeeevveeeieecte ettt ettt ess sttt sttt s s s te s s
Chtng minh nhan dan s6: ................ccooeeiiiiiinn, NEAY CAP: covveeeereseeeseeeeeeens
NOT CAP? vt et teste st es et s et s et s sttt n e s e st en s st enee s
Dien thoai: ....ovveeeeeieiieieeieeien, Email (NEU CO): wevoeeeeeeeeeeeeeee e,
Bang tot nghiép chuyén nganh va Ching chi boi dudng (€U €6) ...vevvvevvveerverrreesrreias
Thoi gian da cAp Ching chi hanh Nh&: ........ccoveveveveieeeeeeee e,
Ly do xin cap lai Ching chi hanh nghé:
1. Hét thoi han str dung |
2. BO sung noi dung hanh nghé O
3.  Bihuhong O
4. Bimat |
Tbi xin giri kém theo don nay bo hd so gdm cac gidy to sau:
1. Ban sao c6 chung thuc vin bang, ching chi mi

Gidy xac nhan thoi gian 1am viée trong linh vire hanh nghé (trudng hop b
sung ndi dung hanh nghe)

3. Hai(02)anh 2 x3cm |

2.

Kinh d& nghi Quy co quan xem xét va cip lai Ching chi hanh nghé luu trir cho t6i.

NGUOI LAM PON
(Ky va ghi 1o ho, tén)
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MAiu s6 13

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

‘ ] GIAY XACNHAN ‘
THOI GIAN LAM VIEC TRONG LINH VUC HANH NGHE LUU TRU

|. Phén tw khai

3 oI T 1< o SRS
Ngay, thang, NAmM SINN: ....c.ooooiiiii
ChO & RGN DAY .ttt ettt ettt sttt e et ettt et ettt sttt en s s s e e e
Noi ddng k¥ ho Khau thUONE tr: c..c.veeveeeeeeeeieeees et s s enessneans
Bang tot nghip chuy8n NGANN: ..o e
Nam t6t nghiep: ..ovvevervrevenen,

ba thuc hién cong viéc chuyén mon ve Iinh VUC: ...ooviiiiiiiiii e

I1. Phin co quan, t6 chirc xac nhan

CO QUAN, 10 CHTIC ... vttt ne et xac nhan:
ONGIDA: .ottt
1. Thot gian cONG tac: Tt ...oenviieiiiii i AEN oo,
2. NO1 dung cong viéc da thue hi€n: .......ccceeiiiiiiii e

3. Ning lyc chuyén mon va dao dic nghé nghidp: ....oovevveeveeveeeeieeceeeeeee e

NGUOI KHAI XAC NHAN CUA CO QUAN, TO CHUC
(Ky va ghi 10 ho, tén) (Ky, ghi 0 ho, tén va dong dau)



II. NOI DUNG PHUONG AN TAI CAU TRUC CAC QUY TRINH GIAI QUYET THU TUC HANH CHINH LINH VUC VIEN
CHUC; TO CHUC HANH CHINH, PON VI SU NGHIEP; TO CHUC PHI CHINH PHU PUQC TAI CAU TRUC QUY TRINH,
LUA CHON XAY DUNG DICH VU CONG TRUC TUYEN MQT PHAN TiCH HQP TREN CONG DICH VU CONG QUOC GIA

THUQC THAM QUYEN GIAI QUYET CUA UBND CAP HUYEN NAM 2023
1. Quy trinh: Thi tuyén vién chitc - cap huyén (QT-69)

Buéc | Chi thé Quy trinh chi tiét Thoi gian Trang thai Can cll; phap Ghi chu
- Ca nhan nop ho so truc tuyen tai Cong dich vu cong _ Nahi dinh s
quoc gia (dia chi: dichvucong.gov.vn) hoac Cong dich vu Céne Dich vu ghi i
cong cia Thanh pho (dia chi: dichvucong.hanoi.gov.vn); on & Quéc B 115/ 2020/N?
- Ngudi nop hd so ding ky tai khoan giao dich dién o Cg e déi -CP ngay
tir, dang nhap tai khoan, xac thyc dinh danh dién tir VA 1§ng 25/9/2020 cua
(theo hudng dan trén Cong Dich vu cong). diéﬁ) 'hu:én’ Chinh phu vé Neusi non hd so
- Cong DVC két noi vai CSDLDC dé khai thac cac e s tuvén dun sro’ ] P s ens
\ N A A 2 ngudi ding toi | Y NG, | phai dang ky tai
1. o truong thonAg tlA,n_ cua cong dan co trong CSDLDC Céng Dich vu | St dung Va|  khoan giao dich
N(.)Spo'ho Cé nhan fliln Sg;)ﬁékethgo;(); e cong Thanh pho | quan ly vién | dién tir, ddng nhap
+ [;gich Vu'gﬁng trie tuy n ' d€ thuc hién cac | chuc; tai khoan, xac thuc
+ Ch_on éé’ NG Vu. budec tiep theo; - 'Cé|C-AVén ban | dinh danh dién tir
+ Linh vuc Cong churc, vién chuc , Tai Khodn gbm o lien quan
+ Chon thu tuc: Thi tuyén vién chic (cap huyén) Tén ding nhip cua co gl‘ﬁan
~ A C CcO am
+ Chon |\10p ho SO: . . va mat khau. quyén theo
+Chon cap thuc hién: cap huyén 1
+ Chon co quan thuc hién quy din
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- Nguoi nop ho so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 69.1 kém theo).
(Trieong hop cac thong tin trong Biéu mdu dién tir da
6 trong Co s¢ di liéu quac gia vé dan cu, hé thong
thong tin cd lién quan, dugc dién tuw dong (néu CO)

- Tich hop thanh phan ho so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 69.2 kém theo).

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

Biéu miu dién
tu;

Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

2.
Tiép
nhén va
giai
quyét
hd so

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

2. Kiém tra ho so va céac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén giai quyét: Giri Thong bao dén
Nguoi nop ho so (miu Thong bao Dién tr) yéu cau
b sung ho 50, hoan thién ho so, néu rd loai giay to,
ndi dung can bd sung dé Ngudi ndp ho so bd sung,
hoan thién.

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

3.1. Cap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo dai dién tir theo mau)

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

Chuyén hd so t6i Truong Bo phan mot cira; Chuyén
hd so dén Lanh dao phong chuyén mén thu Iy hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi B phén Mot cira c6 Thong bao Dién

ege

tir tir chdi giai quyét yéu cau ctia Ngudi ndp ho so.

30 ngay

Thong bao hen
tra két qua (hodc

tr chdi, hodc
hudng dan)
Phiéu chuyen XU
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau
theo Thong tu
01/2018/TT-
VPCP ngay
23/11/2018
cua Van
phong Chinh
phu
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Lanh | 1. Truy cap vao Pl}én mém Mot cira nhén thong bao
dao, c6 ho so moi va ti€p nhan ho so. ‘ Cap nhat trén
Cong | 2. Phan cong cho cong chirc thu 1y ho so, tham muu H¢ thong;
chirc | giai quyét. ‘ 7 ‘ 15 ngay Y¢éu cau bo
phong | 3. Cong chure thu Iy ho so ki€m tra ho so. ‘ sung/ tir choi
thu 1y ho | 4. Tham dinh, trinh Ho1 dong thi tuyén xem xét ho so giai quyét
SO’ du diéu kién, khong du di€u kién du tuyén vién chirc.
Lanh | s dquyét danh séch di didu kién, khong dit didu \ Cap nht trén
dao A X en , 1 ngay A 1 K
o kién dy tuyén vién chuec. H¢ thong;
Huyén
B¢ phan
3 Mgt cira/
Ho;'}ln To chirc Trang thong tin Hoan thién cac quy
oA 1A cong 1. Tra két qua cho T6 chirc, cong dan, Nguoi1 ndp ho so. \ dong by Cong trinh két thuc ho so
thién ho A \ . A \ e 7 ngay . £ A X A
so- Tra dan, 2. Ban giao ho so luu cho Phong Noi vu. Dich vu quoc trén Phan mém
£ . | nguoi gia Dich vu cong
két qua A1 A
nop ho

SO’
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PHU LUC 69.1: NOI DUNG BIEU MAU PANG KY THI TUYEN VIEN CHUC

(1) Ho va tén:

(2) Ngay, thang, ndm sinh:

(3) Dan toc:

(4) Gidi tinh:

(5) Trinh d6 chuyén moén dang ky duy thi:
(6) Nganh hodc chuyén nganh dang ky dy thi:
(7) Vi tri dang ky du thi:

(8) Phong ban dang ky du thi:

(9) Ngoai nglr dang ky du thi:

(10) Pugc mién thi ngoai ngit:

(11) Péi twong wu tién:

(12) Bién thoai di dong:
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PHU LUC 69.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bat

Xuét trinh/ ndp ban

Pidu kién vé k§y

Il Ten thanh phan ho so chup/ban dién tir budc dinh kém chinh khi nhén két qua thuat
e : in chinh Phié L N File ky s6 hod
1 | Phiéu dang ky dy tuyén Scafl ban’c fnh Fied Bat budc Nop ban chinh He Ky 80 203C
dang ky du tuyén Scan mau




Mau s6 01

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic
.............. ngay.... thang.... nam ... ...
PHIEU PANG KY DU TUYEN
Vitridw tuy@n O:
Pon vidurtuyén @:
I. THONG TIN CA NHAN

(Dan anh 4x6)

HoO VAt L
Ngay, thang, nAm sinh: ............................ Nam @ Nit

Dantoc: ..oeiiiiiii TON GIAO: .o
S6 CMND hoic Thé cin cudc cong dan: ............. Ngay cip: ............ NOi CAp: oo,

S dién thoai di dong dé bao tin: .............................. Email: ...
Qué quan:

Chd & hidn nay (A8 BAO tI): ...t

Tinh trang suc khoe: ............... , Chiéu cao: ................. ,Cannang: ..., kg

Thanh phan ban thAn hiN NAY: ..o e

Trinh G0 VAN RO ..o

Trinh d§ chuyénmoén: ...................occi P PP OV RPPPRPERPPPPPOTS

1I. THONG TIN CO BAN VE GIA DINH
R . Qué quan, nghé nghiép, chirc danh, chirc vu, don vi
£, " A Ngay, thang, " R A T, N |
Moi quan hé Ho va tén o, cong tac, hoc tap, noi & (trong, ngoai nwéc); thanh
nam sinh I S ; AR
vién cac to chirc chinh tri - xa hgi .......... )
I11. THONG TIN VE QUA TRINH PAO TAO
Ngay, ghang, Tén truomg, | Trinh dd | S6 hiéu caa Chuyén nganh Hinh | Xép loai

nam cap van
bang, chirng
chi

dao tao (ghi |[Nganh dao
theo bing tao
di€m)

co' s dao tao| van bang, | vin bang,
cap chirng chi | chirng chi

thirc dao| bing,
tao |ching chi

IV. THONG TIN VE QUA TRINH CONG TAC (néu cé)

Tir ngay, thing, nim dén

X . < Co quan, t6 chirc, don vi cong tac
ngay, thang, nim quan, ’ reong
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| |
V. MIEN THI NGOAI NGU, TIN HQC

(Thi sinh thudc di¢n mién thi ngoai ngit, tin hoc can ghi 16 1y do mién thi & muc nay)
MiEn thi NEOAT NEIE 0T ....ueiee ittt
MIBN thi tN HOC AO% + ettt

VL. PANG KY DU THI MON NGOAI NGU
(Thi sinh lya chon va ghi rd dang ky thi mot trong nam tha tleng Anh, Nga, Phap, Duc, Trung Qudc hodc ngoai
ngir khac theo yéu cau ctia vi tri viéc 1am tai Thong bao tuyén dung. Thi sinh dwoc mién thi mon ngoai ngi
khong phai dién thong tin & muc nay).
bang ky du thi ngoai ngli: ...
VIL POI TUQNG UU TIEN (néu co)

T61 xin cam doan nhiing 161 khai trén cua toi 1a dung su that. Sau khi nhan dugc thong bao trang tuyén toi s&
hoan thién hd so theo quy dinh. Néu sai su that thi két qua tuyén dung cua toi s& bi co quan, don vi c6 tham
quyén tuyen dung huy bo, t61 s& chiu trach nhiém trudc phap luat va cam két khong dang ky tham gia ky tuyén
dung ké tiép tai co quan tuyén dung./.

NGUOI VIET PHIEU
(Ky, ghi ro ho tén)
Ghi cha:
1. Ghi dang vi tri viéc lam dang ky dy tuyén;
2. Ghi ding tén co quan, t6 chirc, don vi ¢ chi tiéu tuyén dung;
3. Nguoi viét phiéu tich dau X vao 6 twong tng 6 Nam, Nit.



2. Quy trinh: Xét tuyén vién chirc - cap huyén (QT-70)

Buéc | Chi thé Quy trinh chi tiét Thoi gian Trang thai Cin cw phap ly Ghi chu
- C4 nhan nop ho so truc tuyén tai Cong dich vu cong o .
quéc gia (dia chi: dichvucong.gov.vn) hoic Cong dich vy Céne Dich vu Nghi dinh  so
cong ctia Thanh pho (dia chi: dichvucong.hanoi.gov.vn); céng Quéc B 140/2017/ND-
- Nguoi nop hd so ding ky tai khoan giao dich dién o Cg A dégn CP ngay 05/12/
tir, dang nhap tai khoan, xac thuc dinh danh dién ta " *n o Gang 2017 caa Chinh
X oA 2 ) o nhap mot lan
(theo hudng dan trén Cong Dich vu cong). N o . A 1
P , ’. R . . , , diéu hu’o’ng phu vé chinh
- Cong DVC két noi véi CSDLDC dé khai thac cac noudi dine 61 | séch thu hit tao
truong thong tin cua cong dan co trong CSDLDC C%ng Dicl% vu | ngudn can bo tu’
fklill;gggfﬁékpethgos% Iya chon: cong Thinh pho | sinh  vien  tét
+ Djch v cong truec tuyén . gé thue hiin C.éc nghiép xuat sac, | Neudi nop hd
+ Chon So Ngi vu woe tep theo; | w4 ho khoa hoc | so phai ding
1 + Linh vu’c7C6ng ghp%c, \A{ién_ghp}c o ) Tai khoan gom tré: I_()’/ tadi‘ k}r:o:;l[]
Nop hd | Canhan I gﬂ_on T\I?u t@rt]c;. Xeét tuyen vién chuc (cap huyén) Tén dang nhap |- Nghi dinh sé %1!;;&(21 51110 nilécn
o onNophoso vamatkhau. | 1152020/ND- | b Cansmhep
+Chon cap thuc hién: cap huyén cp ngay tai khqan, Xac
+ Chon co quan thuc hién 2519/2020  cua thucddmh danh
en ta

- Nguoi nop ho so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 70.1 kém theo).
(Trweong hop cac thong tin trong Biéu mau dién tir da
c6 trong Co s¢ di liéu quac gia Vé dan cu, hé thong
thong tin 6 lién quan, duwoc dién tu dong (néu CO)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 70.2 kém theo);

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

Biéu mau dién
tr;

Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hdi.

Chinh phu vé
tuyén dung, st
dung va quan ly
vién chtc;

- C4c van ban co
lién quan cta co
quan c6 tham
quyén theo quy
dinh
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1. Nhan thong bao c6 ho so méi trén Hé théng;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc thAm quyén giai quyét: Giri Théng bao dén
Nguoi nop hé so (miu Thong bao Dién tir) yéu cau
b6 sung ho 50, hoan thién ho so, néu 6 loai giay to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

Thong bao hen
trd két qua (hoac

Biéu mau theo

. . . tr chdi, hodc Thong tu
B6 vhi 3. Truong hgp ho so du diéu kién giéi quyét: huéng dan); 01/2018/TT-
NFA? an-i3. Cép nhat thong tin vao H¢ thong thong tin giai | 30 ngay Phiéu chuyén xu VPCP ngay
) QLEta | quyét TTHC (Sé theo dbi dién tir theo méu) Iy (Thé hién | 23/11/2018 cla
Tié 3.2. Xac nhén thong tin, gui thong bao tiép nhan (ma trong Phan mém Vian phong
nhﬁnpvﬁ hd so va ngay gio trd két qua) vao tai khoan cua bang 1énh Chinh phu
g.iﬁi Ngudi nop hd so. chuyén).
quyét Chuyen hé so téi Truong B phan mot cira; Chuyen
hd so hd so dén Lanh dao phong chuyén mén thu Iy hd so.
4. Truong hop Nguoi nop ho so khong bo sung, hoan
thién duge ho so thi Bo phan Mot ctra ¢6 Thong bao Dién
tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.
Lanh 1. Truy cap vao Pl}an mém Mot ctra nhan thong bao
¢6 ho so moi va ti€p nhan ho so. A A A TTA
dao, n A n , LA Cap nhat trén H¢
Co 2. Phén cong cho cong chirc thu 1y ho so, tham muu '
ong giai quyét thong;
crl]l;]c 3. Cong chirc thu ly hd so kiém tra hd s0. 15 ngay sZrTu/i?rucE((z)i
tlf)u IV ?1 3 4. Tham dinh, trinh Ho1 df)ng‘ x€t tuyén xem x¢t ho i§i wvét
-sg so dit didu kién, khong du diéu kién xét tuyén vién glat quy
chtec.
Lanh A ~ , s asA . n A~ o e A A Ap 1A A
Phé duyét danh sach du dicéu ki¢n, khong du diéu . Céap nhat trén H¢
dao 1 ngay

Huyén

kién xét tuyén vién churec.

thong;
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3.
Hoan
thién hd
so; Tra
két qua

B¢ phan
Mot ctra/
T6 chirc
cong
dan,
nguoi
ndp ho
SO

1. Tra két qua cho T6 chirc, cong dan, Nguoi ndp hd so.
2. Ban giao ho6 so luu cho Phong Noi vu.

7 ngay

Trang thdng tin
dong bo Cong
Dich vu quéc

gia

Hoan thién cac
quy trinh két
thac hd so trén
Phan mém
Dich vu cong
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PHU LUC 70.1: NQI DUNG BIEU MAU PANG KY XET TUYEN VIEN CHUC

(1) Ho va tén:

(2) Ngay, thang, nam sinh:

(3) Dan toc:

(4) Gidi tinh:

(5) Trinh d6 chuyén moén dang ky duy thi:
(6) Nganh hodc chuyén nganh dang ky dy thi:
(7) Vi tri dang ky du thi:

(8) Phong ban dang ky du thi:

(9) Ngoai nglr dang ky du thi:

(10) Pugc mién thi ngoai ngit:

(11) Péi twong wu tién:

(12) Bién thoai di dong:
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PHU LUC 70.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bat

Xuét trinh/ ndp ban

Pidu kién vé k§y

Il Ten thanh phan ho so chup/ban di¢n tir budc dinh kém chinh khi nhén két qua thuat
e : in chinh Phié L N File ky s6 hod
1 Phiéu dang ky du tuyén Scafl ban’c fnh Fied Bat budc Nop ban chinh He Ky 80 203C
dang ky du tuyén Scan mau




MAu s6 01

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic
.............. ngay.... thang.... nam ... ...
PHIEU PANG KY DU TUYEN
Vitridu tuy@n O:
Pon vidr tuyén @:
I. THONG TIN CA NHAN

(Dan anh 4x6)

HoO VA B0 oo
Ngay, thang, nAm sinh: ............................ Nam @ Nit

Dantoc: ..ooeiiiiiii TON GIAO: .
S6 CMND hoic Thé cin cudc cong dan: ............. Ngay cip: ............ NoOi Cap: ..o,

S dién thoai di dong dé bao tin: .............................. Email: ...

Qué quan:

Ch & hidn nay (A8 BAO tI): ...t

Tinh trang suc khoe: ............... , Chiéu cao: ................. ,Canndng: ..., kg

Thanh phan ban thAn KiBN NAY: ..........oooiii e

Trinh G0 VAN NOA: .. .

Trinh G0 ChUYEN MON: L..o.ui e e aeaa

1. THONG TIN CO BAN VE GIA DINH
R . Qué quan, nghé nghiép, chirc danh, chirc vu, don vi
£. " A Ngay, thang, " , ~ T Ny |

Moi quan hé Ho va tén nim sinh cong tac, hoc tap, noi ¢ (trong, ngoai nwdrc); thanh

vién cac to chirc chinh tri - xa hdi .......... )

I11. THONG TIN VE QUA TRINH PAO TAO

Ngay, thang,
nam cap van

Chuyén nganh

Tén truwomg, [ Trinh do | So hiéu cia dao tao (ghi |[Nganh dao

co sé dao tao| van bang, van bang,

Hinh | Xép loai
thirc dao| bang,

bang, chirng £ , > i > theo bang tao . .
chi cap chirng chi chirng chi diém) tao |chung chi

IV. THONG TIN VE QUA TRINH CONG TAC (néu c6)

Tir ngy, thang, nim dén

\ . < Co quan, t6 chirc, don vi cong tac
ngay, thang, nim quan, ’ reong
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V. MIEN THI NGOAI NGU, TIN HQC

(Thi sinh thudc dién mién thi ngoai ngi, tin hoc can ghi rd Iy do mién thi & muc nay)
MiEn thi NEOAT NEIE 0T ....veiee et
MIBN thi tN HOC AO% .+t

VL. PANG KY DU THI MON NGOAI NGU
(Thi sinh lya chon va ghi rd dang ky thi mot trong nam tha tleng Anh, Nga, Phap, Duc, Trung Qudc hodc ngoai
ngir khac theo yéu cau ctia vi tri viéc 1am tai Thong bao tuyén dung. Thi sinh dwoc mién thi mon ngoai ngi
khong phai dién thong tin & muyc nay).
bang ky du thi ngoai ngli: ...
VIL POI TUQNG UU TIEN (néu co)
T61 xin cam doan nhitng 101 khai trén cta t6i 1a ding sy that. Sau khi nhan dugc thong bao trung tuyén 101 sé
hoan thién hd so theo quy dinh. Néu sai sy that thi két qua tuyén dung cua t6i s€ bi co quan, don vi co tham
quyén tuyén dung huy b, t6i s& chiu trach nhiém trudc phap luat va cam két khong dang ky tham gia ky tuyén
dung ké tiép tai co quan tuyén dung./.

NGUOI VIET PHIEU
(Ky, ghi ro ho tén)
Ghi chu:
1. Ghi dung vi tri viéc lam ddng ky du tuyén;
2. Ghi ding tén co quan, td chire, don vi ¢6 chi tiéu tuyén dung;
3. Ngudi viét phiéu tich ddu X vao 6 trong tmg 6 Nam, Ni.



3. Quy trinh: Tiép nhan vao lam vién chirc (thudc tham quyén giai quyét cia UBND cap huyén) (QT-71)

Buéc | Chi thé Quy trinh chi tiét rgll:;l Trang thai Can cu phap ly Ghi chu

- C4 nhan ndp ho so truc tuyén tai Cong dich vu cong

quéc gia (dia chi: dichvucong.gov.vn) hoic Cong dich vu

cong cuia Thanh phé (dia chi: dichvucong.hanoi.gov.vn); Coéng Dich vu

- Ngudi nop ho so dang ky tai khoan giao dich dién cong Qudc gia

tir, dang nhap tai khoan, xac thuc dinh danh dién ta thuc hién dang

(theo hudng dan trén Cong Dich vy cong). nhap mot lan,

- Cong DVC két ndi vi CSDLDC dé khai thac céc diéu hudng ,

truong thong tin cua cong dan cé trong CSDLDC nguoi dung t6i |- Nghi dinh s6

(khi duoc két nbi). Cong Dich vy | 115/2020/ND-

- Ngudi nop hd so lwa chon: cong Thanh phd | CP ngay

+ Djch v cong truc tuyén dé thyc hién cac | 25/9/2020  cua | Ngusi nop hd so

+ Chon So Néi Vu B budc tiep theo; Chinh phu vé | phai dang ky tai
1. + Linh vuc CONg churc, vién chirc tuvén d .~ | khoan giao dich

, T 4 A A 1A n , £ \ , A yen dung, Su :
Nop hd | Canhan |+ Chon thu tuc: Tiep nhan vao lam vién chirc (cap Tai khodn gom duna VA quan [y | dién ti, dang

S0 huyén) Tén dang nhap | “4"9 V& QUAN V1 pan i khodn,

+ Chon N’_o”p ho so ,
+Chon cap thuc hién: cap huyén
+ Chon co quan thuc hién

- Nguoi nop ho so dién cac ndi dung theo Biéu miu
dién tir (chi tiét tai Phu luc 71.1 kém theo).
(Trwong hop céc thong tin trong Biéu mdu dién tr da
6 trong Co s¢ di liéu quac gia vé dan cu, hé thong
thong tin cd lién quan, dugc dien ty dong (néu co)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 71.2 kém theo).

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

va mat khau.

Biu mau dién
tr;

Thong bao vé
viéc da guri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

vién chuc;

- Céc van ban co
lién quan cua co
quan c6 thim
quyén theo quy
dinh

xac thuc dinh
danh dién tu
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1. Nhan thong bao c6 ho so méi trén Hé théng;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc thdm quyén giai quyét: Giri Théng bao dén
Nguoi nop ho so (miu Thong bao Dién tir) yéu cau
bd sung ho s0, hoan thién hd so, néu rd loai giay to,
n6i dung can bo sung dé Ngudi ndp hd so bo sung,
hoan thién.

Thong bao hen
tra két qua (hodc

Biéu mau theo

. . . tr chéi, hodc Thong tu
| 3. Truong hop ho so du di€u kién giai quyét: huéng dan); 01/2018/TT-
ffﬁ?lclg; 3.1. Cép nhat thong tin vao Hé thong thong tin giai | 30 ngay | Phiéu chyyén xu | VPCP ngay
2. : quyét TTHC (So6 theo doi dién tir theo méu) Iy (Thé hién | 23/11/2018 cua
Tiép 3.2. Xac nhan théng tin, gui thong bao tiép nhan (ma trong Phan mém Van phong
nhén va hd so va ngay gio tra két qua) vao tai khoan ciia bang I¢nh Chinh phu
giai Ngudi nop hd so. chuyén).
quyét Chuyen hé so téi Truong B phan mot cira; Chuyen
ho so hd so dén Lanh dao phong chuyén mén thu Iy hd so.
4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi Bo phan Mot ctra c6 Thong bao Bién
tir tir chdi giai quyét yéu cau ctia Ngudi ndp hd so.
Lanh 1. Truy cdp vao Phan mém Mot cira nhan thong bao
dao, | c6hd so méi va tiép nhan hd so. Cap nhat trén
Céng 2. Phan cong cho cong chirc thu 1y hd so, tham muu Hé thong;
chire | giai quyét. 15 ngay Yéu cau bd
phong | 3. Cong chirc thu Iy ho so kiém tra hd so. sung/ tir chdi
thu Iy ho | 4. Tham dinh, trinh Hoi dong thi tuyén xem xét hd so giai quyét
SO du diéu kién, khong du diéu kién dy tuyén vién chic.
Lanh | pps duyet danh séch d didu kién, khong da didu \ Cap nhit trén
dao 1 ngay

Huyén

kién dy tuyén, thoi gian, dia diém kiém tra, sat hach.

Hé théng;
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3.
Hoan
thién hd
so; Tra
két qua

B¢ phan
Mot ctra/
T6 chirc
cong
dan,
nguoi
ndp ho
SO

1. Tra két qua cho T6 chirc, cong dan, Nguoi ndp hd so.
2. Ban giao ho6 so luu cho Phong Noi vu.

7 ngay

Trang thong tin
dong bo Cong
Dich vu quoc

gia

Hoan thién cac
quy trinh két
thiic hd so trén
Phan mém Dich
vu cong
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PHU LUC 71.1: NOI DUNG BIEU MAU PANG KY TIEP NHAN VIEN CHUC

(1) Ho va tén:

(2) Ngay, thang, ndm sinh:

(3) Dan toc:

(4) Gidi tinh:

(5) Trinh d6 chuyén moén dang ky duy thi:
(6) Nganh hodc chuyén nganh dang ky dy thi:
(7) Vi tri dang ky du thi:

(8) Phong ban dang ky du thi:

(9) Ngoai nglr dang ky du thi:

(10) Pugc mién thi ngoai ngit:

(11) Péi twong wu tién:

(12) Bién thoai di dong:
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PHU LUC 71.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bat

Xuét trinh/ ndp ban

Pidu kién vé k§y

Il Ten thanh phan ho so chup/ban dién tir budc dinh kém chinh khi nhén két qua thuat
Don ding ky tiép nhan vao vién s co A File ky s6 ho
1 ° dang ky tiép nhan vao vie Ban dién tu Bat budc Nop ban chinh © Ky 80 hoae
chtrc scan mau
Ban so yéu 1y lich ty thuat theo
inh hién hanh duoc 1a I S
quy d X, Af \ dl,I' P iAo L1 A1 . File ky s0 hodc
2 | cham nhat 30 ngay trudc ngay Ban dién t Bat budc Nop ban chinh A
A 1A £ A s A scan mau
ndp ho so ti€p nhan c6 xac nhan
clia co quan, to chirc noi cong tac
Ban ic vin bang, chimg chi s f s File ky s6 ho
3 2 S%O ce:c Ve} b.a g’ ¢ ungA ¢ Ban dién tir Bat budc Nop ban sao © Ky SO; ode
theo yéu cau cua vi tri du tuyén scan mau
Gidy ching nhén stic khoe do co
an y t& c6 tham én ca A L1 A A1 . File ky s6 hoic
4 quA y £ \ qu}’I ‘p Ban dién tir Bat budc Nop ban chinh y X
chdm nhat 30 ngay trudc ngay scan mau
ndp ho so tiep nhan
Ban tu nhan xét, danh gia ctua
nguoi dugc de nghi tiép nhan vé
pham chat chinh tri, dao dtrc,
trinh d0 va ndng lyc chuyén s fo N File ky s6 hod
5 R do Y § uc chuye Ban dién tir Bat budc Nop ban chinh © Xy SO‘A 0ac
mon, nghi¢p vu, qua trinh cong scan mau

tdc co6 xac nhan cua nguoi ding
dau co quan, t6 chtrc, don vi noi
nguoi do cong tac.




505

4. Quy trinh: Thim dinh thanh 1ap don vi sy nghiép cong lap thudc thAim quyén quyét dinh cia UBND cap huyén (QT-72)

Buée Chii thé Quy trinh chi tiét Thoi Trang thai Can cwr phap Ghi chu
gian ly
- T6 chtrc, ¢4 nhan nop hd so truc tuyén tai Cong dich vu
céng qudc gia (dia chi: dichvucong.gov.vn) hoic Cong
dich wvu c¢dng coa Thanh phd (dia chi: -Nghi dinh
dichvucong.hanoi.gov.vn); Cong Dich vu | 120/2020/ND-
- Nguoi nop hod so dang ky tai khoan giao dich dién tu, cong Quoc gia CP ngay
dang nhap tai khodn, xac thuc dinh danh di¢n ttr (theo thyc hién déng | 7/10/2020 cua | NgUOi NOp
huéng dan trén Cong Dich vu cong). nhap mot lan, Chinh pht quy ho so phai
- Cong DVC két noi voi CSDLDC dé khai thac cac dicu huéng | . U dang ky tai
truong théng tin caa cong dan cé trong CSDLDC (khi ngudi ding toi | dinhvé thanh khoan giao
1. Té chire, | dugc két ndi). Cong Dich vy | 1ap, to chuc lai, | gich dien ti,
Nop hd so | canhan | - Ngudi nop hd so lya chon: cong Thanh pho | gidi thé donvi | dang nhap
+ Dich vu c6ng truc tuyén dé thuc hién cac | su nghiép cong | tai khoan,
+ Chon So Néi Vu budc tiép theo; lap; xac thuc
+ Linh vuc Té chic hanh chinh, don vi s nghiép céng - Cac vin ban | dinhdanh
ldp cdp huyén. Tai khoan gom dien tur

+ Chon thi tuc: Tham dinh thanh ldp don vi su nghiép
cong lap (cdp huyén)

+ Chon Ngp ho so

+Chon cdp thyc hién: cdp huyén

+ Chon co quan thuc hién

Tén dang nhap
va mat khau.

céd lién quan
cua co quan co
tham quyén
theo quy dinh
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- Ngudoi nop hd so dién cac ndi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 72.1 kém theo).

(Triong hop cac théng tin trong Biéu mau dién tir da cé
trong Co s¢ dir liéu quac gia vé ddn cu, hé thong thong
tin ¢é lién quan, dwoc dién tw dong (néu co)

- Tich hop thanh phan hd so theo mau tai Biéu mau
dién tir (chi tiét tai Phu luc 72.2 kém theo).

- Ngudi ndp kiém tra, cap nhat théng tin bao dam thong
tin day du, chinh xac, hop phap.

Biéu miu dién
t;

Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

2.
Tiép nhén
va gidi
quyét ho
so

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

2. Kiém tra ho so va céc thong tin;

Truong hop ho so cén bo sung hodc ho so khong thude
tham quyén giai quyét: Gui Thong bao dén Nguoi nop
hé so (mau Thong bao bién tur) yéu cau bd sung ho SO,
hoan thién ho so, néu rd loai gidy to, ndi dung can bo
sung dé Nguoi ndp ho so bd sung, hoan thién.

Thong bao hen
trd két qua (hoac

Biéu mau theo

3. Trudng hop ho so du diéu kién giai quyét: oL gy tr chodi, hogc Thong tu
R . N A TTA A N hudng dan); 01/2018/TT-
B¢ phan | 3.1. Cap nhat thong tin vao H¢ thong thong tin giai Phidu chuvén xit | VPCP naa
Mt cira | quyét TTHC (S theo ddi dién tir theo mau). » (Théy b | 2301120 1% gﬁa
3.2. Xac nhén thong tin, guri thong bao tiép nhan (ma tl}‘long Phin mém | Vin phong
ho so va ngay gio tra két qua) vao tai khoan cua Nguoi bing lénh Chinh phi
nop h(:) 59 , chuyén). .
Chuyén ho so té1 Truong Bo phan mot ctra; Chuyén
hd so dén Lanh dao phong Noi vy thu ly ho so.
4. Trudng hop Ngudi ndp hd so khong bo sung, hoan thién
duoc hd so thi Bo phian Mot ctra c6 Thong bao Dién tir tir
chdi giai quyét yéu cau cia Ngudi ndp hd so.
Lanh | 1. Truy cdp vao Phan mém Mot cira nhan thong bdo 31 ngay Cap nhat trén

dao,

c6 ho so madi va ti€p nhan ho so.

Hé théng;
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Cong | 2. Phan cong cho cong chirc thu 1y h6 so, tham muu Yéu cau bé
chire giai quyét. ‘ q ‘ sung/ tir choi
phong | 3. Cong chirc thu 1y ho so kiém tra ho so. giai quyeét
Noi vu | 4. Tham dinh, trinh Lanh dao phong, Lanh dao UBND
cap huyén xem x¢ét ho so du di€u kién, khong du dicu
ki€n thanh 13p don vi su nghiép cong 1ap cap huyén.
Lanh
dao Phé duyét ndi dung van ban: ) A
y LA, A < 1a 2 N - X Cap nhat trén
UBND | - Neu dong y: Ky duyét van ban theo tham quyén hoac | 01 ngay Hé thong
cap b4o c4o co quan c6 tham quyén ra quyét dinh. )
huyén
Cong ~ s \ Cap nhat trén
chire thu | Hoan thién ho so, chuyén két qua vé bd phan mot cira | 01 ngay ab N
;3 A H¢ thong
ly ho so
B“l phf'l n Hoan thién
3 Mot cra/ CAC OU
R To chirc Trang théng tin N a y
Hoan A » 1 A ) 2 1 LA A LA A A R trinh két
oA 1A cong 1. Tra két qua cho To chirc, ca nhan, Nguoi ndp ho so. 5 dong bd Cong . A
thién ho A N A \ a 01 ngay : X thic ho so
. dan, 2. Ban giao ho6 so luu cho Phong Noi vu. Dich vu quéc N N
so; Tra newdi ia trén Phan
két qua 8ol g mém Dich
nop ho A
vu cong

N
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PHU LUC 72.1: NOI DUNG BIEU MAU DIEN TU
(1) Ho va tén:
(2) S6 CCCD/CMTND/HC:
(3) Ngay cap:
(4) Noi cép:
(5) bia chi:
(6) S6 dién thoai:
(7) Su cén thiét:
(8) Co so thanh lap:
(9) Tén Don vi su nghiép cong lap duoc thanh lap:
(10) Pham vi hoat dong:
(11) Linh vuc hoat dong chinh:
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PHU LUC 72.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

TT Tén thanh phan ho so chup/bin dién tir buge dinh kém chinh kzil gh@n két | Diéu Kkién vé k¥ thuit
Vin ban d& nghi thim dinh dwoc ky tén, L a
. £ . 2 12X : 1 , L1 A , File ky s6 hodc
1 | dong dau cua co quan, t6 chic dé nghi | Scan tir ban chinh Bat budc Nop ban chinh N
A . scan mau
thanh 13p theo quy dinh.

2 | To trinh thanh 1ap don vi sy nghi€p cong | Scan tir ban chinh Bit budc Nop ban chinh File ky s hodc
lap scan mau

3 | Pé an thanh lap don vi sy nghiép cong lap | Scan tir ban chinh Bit budc Nop ban chinh File ky s6 hodc

scan mau

4 | Dy thao Quyét dinh ciia cap c6 tham quyén | Scan tir ban chinh Bit budc Nop ban chinh File ky s hoic
thanh 13p don vi su nghiép cong 1ap scan mau

5 | Dy thdao van ban quy dinh chic nang, | Scan tir ban chinh Bit budc Nop ban chinh File ky s6 hodc
nhiém vu, quyén han va co ciu t6 chirc cua scan mau
don vi su nghiép cong 1ap hodc quy ché to
chtrc va hoat dong cua don vi sy nghiép
cong lap va céc tai liéu khac co6 lién quan
(gidy td dat dai, kinh phi, nguon nhan luc)

6 | Y kién bang vin ban cua cac co quan lién | Scan tir ban chinh Bit budc Nop ban chinh File ky s6 hoic
quan vé viéc thanh lap don vi su nghiép scan mau
cong lap

7 | Bao céo cua co quan, t6 chic dé nghi thanh | Scan tir ban chinh Bit budc Nop ban chinh File ky sb hoic
lap vé viéc tiép thu, giai trinh y kién cua cac scan mau

co quan lién quan.




5. Quy trinh: Thim dinh t6 chirc lai don vi sw nghiép cong lap thudc thim quyén quyét dinh ciia UBND cip huyén (QT-73)

Buée Chii thé Quy trinh chi tiét Thoi Trang thai Can cw phap ly Ghi chu
gian
- T chtrc, ca nhan ndp hd so truc tuyén tai Cong dich
vu cong quéc gia (dia chi: dichvucong.gov.vn) hoic
Coéng dich vu cong cua Thanh phd (dia chi:
dichvucong.hanoi.gov.vn); Cong Dich vu | -Nghi dinh
- Nguoi nop ho so dang ky tai khoan giao dich dién cong Qudc gia | 120/2020/ND-CP
tir, dang nhap ~téli khoan, xac thuc dinh danh dién tir thyc hién déng ngay 07/10/2020 Ngu(‘yi nop
(theo hudng dan trén Cong Dich vu cong). nhap mot lan, cia Chinh phi ho so phai
- Cong DVC két noi vai CSDLDC dé khai thac cac dieu hudng . X s dang ky tai
truong thdng tin cua céng dan cé trong CSDLDC ngudi ding toi | 4uY dinh vé than_h khoan giao
1. T chire, | (khi duoc két ndi). Cong Dich wy |1ap, t0 chue lai, | gich dign tir,
Nop hd so | canhan | - Ngudi nop hd so lya chon: cong Thanh pho | gidi the don vi su | dang nhap
+ Dich vu c6ng truc tuyén dé thuc hién cac | nghiép cong lap; tai khoan,
+ Chon S¢ Néi vu budc tiép theo; | - Cac vin ban c6 | Xac thuc
+ Linh viec Té chic hanh chinh, don vi sw nghiép lién quan ctia co| dinhdanh
cong ldp cdp huyén. Tai khoan gom | quan c¢6 thidm |  dién tir

+ Chon thi tuc: Tham dinh t6 chirc lai don vi su
nghiép céng ldp (cap huyén)

+ Chon Ngp ho so

+Chon cdp thyc hién: cdp huyén

+ Chon co quan thuc hién

Tén dang nhap
va mat khau.

quyén theo quy
dinh




511

- Ngudi nop hé so dién cac nodi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 73.1 kém theo).
(Triong hop cac thong tin trong Biéu mau dién tir da
c6 trong Co s¢ di liéu quac gia Vé din cu, hé thong
thong tin cé lién quan, dugc dien tu dong (néu CO)

- Tich hop thanh phan ho so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 73.2 kém theo);

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

Biéu miu dién
tu;

Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

2.
Tiép nhén
va gidi
quyét ho
SO’

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

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (miu Thong bao Dién tur) yéu cau
b sung ho s0, hoan thién ho so, néu rd loai giay to,
ndi dung can bd sung dé Nguoi ndp hd so bd sung,
hoan thién.

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

3.1. Céap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

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

Chuyén hd so téi Truong Bo phan mét ctra; Chuyén
hd so dén Lanh dao phong N6i vu thu 1y hd so.

4. Truong hop Nguoi nop hd so khong bd sung, hoan
thién duoc hd so thi B phén Mot cira c6 Thong bao Dién

cge

tir tir chdi giai quyét yéu cau ctia Ngudi ndp ho so.

01 ngay

Thong bao hen
tra két qua (hodc

tr chdi, hoidc
huéng dan)
Phiéu chuyen XU
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Vian phong Chinh
phu
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1. Truy cdp vao Phan mém Mdt cira nhan thong bao

Lanh | c6 hd so m&i va tiép nhan ho so. A Ay en
A A n , LA Cap nhat trén
dao, 2. Phan cong cho cong chirc thu 1y ho so, tham muu Hé théne:
cong | gidi quyet o \ 31 nga Yéu chu b
chire 3. Cong chure thu Iy ho so kiém tra ho so. gay sune/ tir chdi
phong | 4. Tham dinh, trinh Lanh dao phong, Huyén xem xét i§i avét
Noi vy | ho so du didu kién, khéng du diéu kién t0 churc lai slatquy
don vi su nghi€p cong lap thuoc UBND cap huyén
Lanh
dao Phé duyét ndi dung van ban: . o
’ LA s A e 12 2 A . \ Cap nhat trén
UBND | - Néudong ¥: Ky duyét van ban theo tham quyén hodc | 01 ngay H¢ théng
cap b4o c4o co quan c6 tham quyén ra quyét dinh. ’
huyén
Cong \ g ‘ Cap nhit trén
chirc thu | Hoan thién ho so, chuyén két qua vé bd phan mot ctra | 01 ngay b Mg
1A H¢ thong
ly ho so
B('l phf’l n Hoan thién
3 Mot cira/ cac qu
R To chire Trang thong tin ac quy
Hoan A s A A 1 1A A 1A X A 3 trinh két
oA 1A cong 1. Tra két qua cho To chirc, ca nhan, Nguoi ndp ho so. \ dong bd Cong . 1A
thién ho A N A . A 01 ngay : £ thiic ho so
P dan, 2. Ban giao ho so luu cho Phong Noi vu. Dich vu quéc N A
so; Tra newdi ia trén Phan
két qua SOl g mém Dich
nop ho o
vu cong

SO’
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PHU LUC 73.1: NQI DUNG BIEU MAU PIEN TU

(1) Ho va tén:

(2) S6 CCCD/CMTND/HC:
(3) Ngay cap:

(4) Noi cép:

(5) bia chi:

(6) S6 dién thoai:

(7) Su cén thiét:

(8) Co s6 to chuc lai:

(9) Tén Don vi su nghiép cong td chuc lai:
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PHU LUC 73.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

TT Tén thanh phan ho so chup/bdn dién tir budc dinh kem chinh kzil ghan két | Diéu kién vé ky thuat
Vin ban dé nghi thim dinh duogc ky tén, P
. £ 2 1 2 R 1 , L1 A , File ky s6 hodc
1 | déong dau cua co quan, t6 chirc d€ nghi to6 | Scan tir ban chinh Bat budc Nop ban chinh N
Lo . scan mau
chure lai theo quy dinh.
T& trinh t6 chire lai don vi su nghiép cong . ISR
A : o i N , L1 A N . File ky so h
2 |lap Scan tir ban chinh Bat budc Nop ban chinh © XY S0 10ac
scan mau
S A o : e e Lo A NP File ky s6 hoic
3 | bé an t6 chuc lai don vi sy nghi¢p cong 1ap | Scan tir ban chinh Bat budc Nop ban chinh scan mau
4 I?u’ th’ao Quyet dl.nh cua cap €0 tharAn dUYEN 1 Scan tir ban chinh Bit budc NoOp ban chinh File ky s0 Ahoac
t6 chirc lai don vi su nghiép cong lap scan mau
Dy thdo van ban quy dinh chic nang,
nhiém vu, quyén han va co cau to churc cia
don vi su nghiép cong lap hoac quy ché to . . L1 A A1 . File ky s0 hoac
5 o . > s .~ | Scan tur ban chinh Bat budc Nop ban chinh A
chtrc va hoat dong cua don vi sy nghiép scan mau
cong lap va cac tai li€u khac co6 li€n quan
(giady to dat dai, kinh phi, nguén nhan lyc)
Cac van ban cua co quan, to chirc ¢ tham
quyén xac nhan viéc hoan thanh nghia vu I S
ATnt g NS f . , L1 A N . File ky s0 hoac
6 | ve tai chinh, tai san, dat dai, cac khoan vay, | Scan tir ban chinh Bat budc Nop ban chinh scan mAu

no phai tra va cac van dé khac khéc c6 lién
quan (néu co).
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6. Tham dinh gidi thé don vi su nghiép cong lap thudc thim quyén quyét dinh ciia UBND cép huyén (QT-74)

Buée Chii thé Quy trinh chi tiét Thoi Trang thai Can cur phap Ghi chu
gian ly
- T6 chue, ca nhan nop hd so truc tuyén tai Cong dich
vu cdng quoc gia (dia chi: dichvucong.gov.vn) hogc
C_ong dich vu cong (.:ua Thanh pho (dia chi: . . . Nghi dinh
dichvucong.hanoi.gov.vn); Cong Dich wu
e A A g L U A L .0 1120/2020/ND-
- Nguoi nop ho so dang ky tai khoan giao dich di¢n cong Quoc gia cp nad
tir, dang nhap tai khoan, xac thuc dinh danh dién tu thuc hién dang g qy Ngudi nop
. X A 2 ) o A ~ 1x- [ 07/10/2020 cta £ -
(theo hudng dan trén Cong Dich vu cong). nhap mot lan, Chinh bhil au ho so phai
- Céng DVC két néi véi CSDLDC dé khai thac cac didu  huong | oo REE AW qang ky tai
. N A A e = | dinh vé thanh - .
treong théng tin cua cong dan co trong CSDLDC nguoi dung toi|,. .z .. .. | Khoangiao
1. z . Lo A 2 . lap, to chuc lai, | . N
A LA To chire, | (khi dugc két noi). Cong Dich wvu | 57 2 > | dich dién tu,
Nop ho L pa A LA _ A . z | giai thé don vi 9 A
S0 canhan | - Nguoinop ho so lya chon: cong Thanh pho 1 nehip con dang nhap
+ Djch vy cdng truc tuyen de thuc’ hién cac lan: gniep 9| tai khoan,
+ Chon So Ngi vu budc tiep theo; | %éc vin ban Xac thuc
+ Linh vuc To chic hanh chinh, don vi su nghiép L A dinh danh
- o 4 . .. \ x| co lien quan A
cong lap cap huyén. Tai khoan gdm dién tu

+ Chon tha tuc: Tham dinh gidi thé don vi sur nghiép
cong lap thugc UBND cdp huyén

+ Chon Ngp ho so

+Chon cdp thyc hién: cdp huyén

+ Chon co quan thuc hién

Tén dang nhap
va mat khau.

cua co quan cé
tham quyén
theo quy dinh
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- Ngudi nop hé so dién cac nodi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 74.1 kém theo).
(Triong hop cac thong tin trong Biéu mau dién tir da
c6 trong Co s¢ di liéu quac gia Vé din cu, hé thong
thong tin cé lién quan, dugc dien tu dong (néu CO)

- Tich hop thanh phan ho so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 74.2 kém theo).

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

Biéu miu dién
tu;

Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

2.
Tiép
nhéan va
giai
quyét ho
SO

B¢ phan
Mot cira

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

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop hé so (miu Thong bao Dién tir) yéu cau
b sung ho s0, hoan thién ho so, néu rd loai giay to,
ndi dung can bd sung dé Nguoi ndp hd so bd sung,
hoan thién.

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

3.1. Céap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

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

Chuyén hd so téi Truong Bo phan mét ctra; Chuyén
hd so dén Lanh dao phong Noi vy thu ly ho so.

4. Truong hop Nguoi nop hd so khong bd sung, hoan
thién duoc hd so thi B phén Mot cira c6 Thong bao Dién

cge

tir tir chdi giai quyét yéu cau ctia Ngudi ndp ho so.

01 ngay

Thong bao hen
tra két qua (hodc

tr chdi, hoidc
huéng dan)
Phiéu chuyen XU
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

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




517

Lanh dao,
Cong chirc

1. Truy cdp vao Phan mém Mdt cira nhan thong bao
c6 hd so méi va tiép nhan hd so.

2. Phan cong cho cong chtc thu Iy ho so, tham muu
giai quyét.

15 ngay

Cap nhat trén
H¢ thong;
Yéu cau bo

phong Noi | 3. Cong chuc thy ly hd so kiém tra hd so. sune/ tir chdi
vu 4. Tham dinh, trinh Lanh dao phong, Huy¢n xem xét i§i uvét
hé so du diéu kién, khong du diéu kién giai thé don slatquy
vi sy nghié¢p cong lap thudc UBND cap huyén
Lanh dao | Phé duyét ndi dung van ban: X o
VA Lo N 2 A - X Cap nhat trén
UBND cap | - Néu dong y: Ky duyét van ban theo tham quyén hodc | 02 ngay Hé thong
huyén b4o c4o co quan c6 tham quyén ra quyét dinh giai thé. )
Cong chitc : A Cap nht trén
thu ly ho | Hoan thién ho so, chuyén két qua vé by phan mot ctra | 01 ngay b Mg
sor H¢ thong
, | mopuan o i
Ho;"in Mot cira/ , q ‘ Trang thong tin trinhqut
cn 1A To chire | 1. Tra két qua cho T6 chirc, ca nhan, Nguoi ndp ho so. s dong bo Cong . A
thién ho R A N A . a 01 ngay : X thuc ho so
. | cong dan, | 2. Ban giao ho so luu cho Phong Noi vu. Dich vu qudc A A
so; Tra neudi né ia trén Phan
ket qua sud1 nop g mém Dich
ho so

vu cong
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PHU LUC 74.1: NOI DUNG BIEU MAU GIAI THE PON VI SU NGHIEP

(1) Ho va tén:

(2) S6 CCCD/CMTND/HC:

(3) Ngay cip:

(4) Noi cép:

(5) bia chi:

(6) S6 dién thoai:

(7) Su can thiét viéc giai thé don vi su nghiép:
(8) Co s& phap 1y viéc giai thé don vi sy nghiép:

(9) Tén vi su nghiép viéc giai thé:
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PHU LUC 74.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuit trinh/ ndp ban

TT Tén thanh phan ho so chup/bin dién tir buge dinh kém chinh kgi, ghan két | Dieu kién veé ky thuat
< 1a . a) C oA .o N , L1 A N . File ky s6 hoic
1 | Van ban d€ nghi tham dinh duogc ky tén, | Scan tir ban chinh Bat budc Nop ban chinh scan mau
dong dau cua co quan, to6 churc dé nghi giai
thé theo quy dinh
N oo 1 2 . A A a 1 . L1 A N . File ky s6 hoic
2 | To trinh giai thé don vi su nghi€p cong lap | Scan tir ban chinh Bat budc Nop ban chinh scan mau
PTT . A T Co N File ky s6 hod
3 | Bé an giai theé don vi sy nghiép cong 1ap Scan tir ban chinh Bat budc Nop ban chinh ! esca}rll igéuoac
4 D‘l,?r‘thaxo Quye.t dinh eua cap co tAham AUYEN 1 Scan tir ban chinh Bit budc Nop ban chinh File ky s }l oac
gidi thé don vi su nghiép cong lap scan mau
Céc van ban cua co quan, to chic c6 tham
quyén xac nhan viéc hoan thanh nghia vu T S
A Al NPT . N . L1 A A1 . File ky s0 hoac
5 | vé tai chinh, tai san, dat dai, cac khoan vay, | Scan tir ban chinh Bat budc Nop ban chinh scan mAu

no phai tra va cac van dé khac khéc co lién
quan (néu co).




7. Quy trinh: Thim dinh thanh lap t6 chirc hanh chinh thudc thim quyén quyét dinh ciia UBND cap huyén (QT-75)

Buée Chii thé Quy trinh chi tiét Thoi Trang thai Can cw phap ly Ghi chu
gian
- T chtrc, ca nhan ndp hd so truc tuyén tai Cong dich
vu cong quéc gia (dia chi: dichvucong.gov.vn) hoic
Coéng dich vu cong cua Thanh phd (dia chi:
dichvucong.hanoi.gov.vn); Cong Dich vu|- Nghi dinh
- Nguoi nop ho so dang ky tai khoan giao dich dién cong Qudc gia | 158/2018/NP-CP Neudi N
tr, diing nhap tai khoan, x&c thuc dinh danh dién ti thye hién dang | noav 22/11/2018 | po aer ot
. X LA A2 . A o Ar 1A 0 so phai
(theo hudng dan trén Cong Dich vu cong). nhap mot lan, cia Chinh phi | dang ky tai
- Cbng DVC két néi véi CSDLDC dé khai thac cac didu huéng o b kho%n yiao
truong thdng tin cua céng dan cé trong CSDLDC ngudi ding toi | 4uY dinh vé than_h g ?1 gl
1. T6 chire, | (khi dugc két ndi). Cong Dich vu lap, t67 Ch}i’c lai, t{c dcvhe;n
Nop hd so | canhan | - Ngudi nop hd so lya chon: cong Thanh phd | gidi thé t0 chirc U;] a?\g.
+ Dich vu c6ng truc tuyén dé thuc hign céc | hanh chinh; kﬂozﬁ )?zl'ic
+ Chon So Néiﬁ Vi budc tiep theo; | - Cac van ban ¢o thue &inh
+ Linh vuc To chic hanh chinh, don vi su nghiép ‘ lién quan cua CO | qanh dien
cong ldp cap huyén. Tai khodn gom | quan c¢6 tham e

+ Chon thu tuc: Thdam dinh thanh Idp té chirc hanh
chinh

+ Chon Ngp ho so

+Chon cdp thyc hién: cdp huyén

+ Chon co quan thuc hién

Tén dang nhap
va mat khau.

quyén theo quy
dinh
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- Ngudi nop hé so dién cac nodi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 75.1 kém theo).
(Triong hop cac thong tin trong Biéu mau dién tir da
c6 trong Co s¢ di liéu quac gia Vé din cu, hé thong
thong tin cé lién quan, dugc dien tu dong (néu CO)

- Tich hop thanh phan ho so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 75.2 kém theo)

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

Biéu miu dién
tu;

Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

2.
Tiép nhén
va gidi
quyét ho
SO’

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

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (miu Thong bao Dién tur) yéu cau
b sung ho s0, hoan thién ho so, néu rd loai giay to,
ndi dung can bd sung dé Nguoi ndp hd so bd sung,
hoan thién.

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

3.1. Céap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

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

Chuyén hd so téi Truong Bo phan mét ctra; Chuyén
hd so dén Lanh dao phong Noi vy thu ly ho so.

4. Truong hop Nguoi nop hd so khong bd sung, hoan
thién duoc hd so thi B phan Mot ctra ¢6 Thong bao Dién

cge

tir tir chdi giai quyét yéu cau ctia Ngudi ndp ho so.

01 ngay

Thong bao hen
tra két qua (hodc

tr chdi, hoidc
huéng dan)
Phiéu chuyen XU
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Van phong Chinh
phu
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1. Truy cdp vao Phan mém Mdt cira nhan thong bao

Lanh | c6 hd so m&i va tiép nhan ho so. A Ay A
A A - , 1A Cap nhat trén
dao, 2. Phan cong cho cong chure thu 1y hé so, tham muu Hé théne:
cong | gl quyet. T 1Sngay | Yéu ciu b
chire 3. Cong chure thu Iy ho so kiém tra ho so. gay sune/ tir chdi
phong | 4. Tham dinh, trinh Lanh dao phong, Huyén xem xét i§i avét
Ngi vy | ho so di diéu kién, khong di diéu kién thanh 1ap t6 slatquy
chtrc hanh chinh cap huyén
Lanh
dao Phé duyét ndi dung van ban: R A
’ LA s A e 12 2 A . \ Cap nhat trén
UBND | - Néudong ¥: Ky duyét van ban theo tham quyén hodc | 02 ngay H¢ théng
cap b4o c4o co quan c6 tham quyén ra quyét dinh gidi thé. ’
huyén
Cong \ g ‘ Cap nhat trén
chirc thu | Hoan thién ho so, chuyén két qua vé bd phan mot ctra | 01 ngay b Mg
1A H¢ thong
ly ho so
B('l phf,ln Hoan thién
3 Mot cira/ cac qu
R To chire Trang thong tin ac quy
Hoan ~ LA 2o o A 1A X A~ trinh ket
A 1A cong 1. Tra két qua cho To chirc, ca nhan, Nguoi ndp ho so. \ dong bd Cong . A
thién ho A N A . n- 01 ngay : X thuc ho so
P dan, 2. Ban giao ho so luu cho Phong Noi vu. Dich vu quéc n N
so; Tra newdi ia trén Phan
két qua SOl g mém Dich
nop ho o
vu cong

SO’
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PHU LUC 75.1: NQI DUNG BIEU MAU THANH LAP TO CHUC HANH CHINH

(1) Ho va tén:

(2) S6 CCCD/CMTND/HC:

(3) Ngay cap:

(4) Noi cép:

(5) bia chi:

(6) S6 dién thoai:

(7) Su can thiét viéc thanh 1ap t6 chtic hanh chinh:
(8) Co s& phap 1y thanh 1ap t6 chirc hanh chinh:
(9) Tén t6 chirc hanh chinh thanh lap
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PHU LUC 75.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

TT Tén thanh phan ho so chup/bin dién tir budc dinh kém chinh kl(;l ghan két | Dieu kién veé ky thuat
1 V,a n bzin d? nghi thaml dm,h dlgqc ky 1ien, Scan tir ban chinh Bit budc Nop ban chinh File ky s Ahoac
dong dau ctia co quan, to6 chire d€ nghi thanh scan mau
1ap theo quy dinh.
N T S . 1 . L1 N , File ky s6 hoic
2 | To trinh thanh 1ap t6 chtrc hanh chinh Scan tir ban chinh Bat budc Nop ban chinh scan mAu
3 | D& an thanh lap t6 chirc hanh chinh Scan tir ban chinh Bit budc Nop ban chinh File ky 50 hode
scan mau
4 | Dy thao Quyet dinh cta cdp ¢6 tham quyen | ¢ . v ban chinh Bt bude Nép ban chinh File ky 50 hodc
thanh 1ap to chirc hanh chinh scan mau
5 | Y kién bang van ban cta céc co quan lién | ¢ o pan chinh Bét budc Nop ban chinh File ky s0 hodc
quan ve viéc thanh Iap té chac hanh chinh scan mau
Béo c40 cua co quan, to chirc dé nghi thanh SN
X ea ik N ST N , L4 A . File ky s0 hoac
6 | lap vé viéc tiep thu, giai trinh y kién ctia cac | Scan tir ban chinh Bat budce Nop ban chinh scan mau

co quan lién quan.




8. Quy trinh: Thim dinh td chirc lai to chirc hanh chinh thugc thAm quyén quyét dinh ciia UBND cap huyén (QT-76)

Buée Chii thé Quy trinh chi tiét Thoi Trang thai Can cw phap ly Ghi chu
gian
- T chtrc, ca nhan ndp hd so truc tuyén tai Cong dich
vu cong quéc gia (dia chi: dichvucong.gov.vn) hoic
Coéng dich vu cong cua Thanh phd (dia chi:
dichvucong.hanoi.gov.vn); Cong Dich vu | Nehi  dinh
- Nguoi nop ho so dang ky tai khoan giao dich di¢n cong Quoc gia 158/20% R/ND-CP
tir, dang nhap ~téli khoan, xac thuc dinh danh dién tir thyc hién déng noadv  22/11/2018 Ngu(‘yi nop
(theo huéng din trén Cdng Dich vu cong). nhip mot lan, | 9% e | ho so pha
- Céng DVC két ndi véi CSDLDC dé khai thac cac didu  huéng | d.chm; thl? E dang ky tai
truong thong tin cua céng dan cé trong CSDLDC nguoi dung toi ?Auy th ;’le Ein. khoan giao
1. Té chire, | (khi duoc két néi). Céng Dich wvu| P tﬁ; ¢ t}m h‘i“’ dich dién tir,
Nop hd so | canhan |- Ngudinop ho so lya chon: cong Thanh phd ﬁ;l”llh Chel'nh(') chue dang nhap
+ Djch vy cdng truc tuyen de thuc’ hi¢n céc | - Céc van 1bén 6 tai khoan,
+ Chon So Néiﬁ Vi budc tiép theo; lién quan cia co xac thuc
+ Linh vuc Té chirc hanh chinh, don vi s nghiép quan €tia L9 inh danh
cong ldp cap huyén. Tai khoan goém | "% ¢ tham dien tu

+ Chon thi tuc: Tham dinh t6 chirc lai t6 chirc hanh
chinh thuéc UBND cdp huyén

+ Chon Ngp ho so

+Chon cdp thyc hién: cdp huyén

+ Chon co quan thuc hién

Tén dang nhap
va mat khau.

quyén theo quy
dinh
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- Ngudi nop hé so dién cac nodi dung theo Biéu mau
dién tir (chi tiét tai Phu luc 76.1 kém theo).
(Triong hop cac thong tin trong Biéu mau dién tir da
c6 trong Co s¢ di liéu quac gia Vé din cu, hé thong
thong tin cé lién quan, dugc dien tu dong (néu CO)

- Tich hop thanh phan ho so theo mau tai Biéu miu
dién tir (chi tiét tai Phu luc 76.2 kém theo).

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

Biéu miu dién
tu;

Thong bao vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

2.
Tiép nhén
va gidi
quyét ho
SO’

1. Nhan thong bao cé ho so mdi trén Hé théng;

2. Kiém tra ho so va cac thong tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (miu Thong bao Dién tur) yéu cau
b sung ho s0, hoan thién ho so, néu rd loai giay to,
ndi dung can bd sung dé Nguoi ndp hd so bd sung,
hoan thién.

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

3.1. Céap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

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

Chuyén hd so téi Truong Bo phan mét ctra; Chuyén
hd so dén Lanh dao phong Noi vy thu ly ho so.

4. Truong hop Nguoi nop hd so khong bd sung, hoan
thién duoc hd so thi B phén Mot cira c6 Thong bao Dién

cge

tir tir chdi giai quyét yéu cau ctia Ngudi ndp ho so.

01 ngay

Thong bao hen
tra két qua (hodc

tr chdi, hoidc
huéng dan)
Phiéu chuyen XU
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Vian phong Chinh
phu
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1. Truy cdp vao Phan mém Mdt cira nhan thong bao

Lanh | c6 hd so m&i va tiép nhan ho so. A Ay A
A A - , 1A Cap nhat trén
dao, 2. Phan cong cho cong chure thu 1y hé so, tham muu Hé théne:
cong | giai quyet. T 1Sngay | Yéu ciu b
chire 3. Cong chure thu Iy ho so kiém tra ho so. gay sune/ tir chdi
phong | 4. Tham dinh, trinh Lanh dao phong, Huyén xem xét i§i avét
Ndivy | hd so du diéu kién, khong du diéu kién to chuc lai t6 slatquy
chtrc hanh chinh thugc UBND cap huyén
Lanh
dao Phé duyét ndi dung van ban: . o
’ L iAo A e 12 2 A . \ Cap nhat trén
UBND | - Néudong ¥: Ky duyét van ban theo tham quyén hodc | 02 ngay Hé théng
cap b4o c4o co quan c6 tham quyén ra quyét dinh gidi thé. ’
huyén
Cong . At en
chirc thu | Hoan thién ho so, chuyén két qua vé bo phan mot ctra | 01 ngay CapAnhaAt tren
1A H¢ thong
ly ho so
B('l phf’l n Hoan thién
3 Mot cira/ cac qu
R To chire Trang thong tin ac quy
Hoan A s A A 1 1A A 1A X A 3 trinh két
oA 1A cong 1. Tra két qua cho To chirc, ca nhan, Nguoi ndp ho so. \ dong bd Cong . 1A
thién ho A N A . n- 01 ngay : X thuc ho so
P dan, 2. Ban giao ho so luu cho Phong Noi vu. Dich vu quéc N A
so; Tra newdi ia trén Phan
két qua SOl g mém Dich
nop ho o
vu cong

SO’
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PHU LUC 76.1: NQI DUNG BIEU MAU TO CHUC LAI TO CHUC HANH CHIiNH

(1) Ho va tén:

(2) S6 CCCD/CMTND/HC:

(3) Ngay cap:

(4) Noi cép:

(5) Dia chi:

(6) S6 dién thoai:

(7) Su can thiét viéc to chire lai to chirc hanh chinh:
(8) Co s& phap 1y viée t6 chirc lai to chirc hanh chinh:

(9) Tén t6 chtrc hanh chinh t6 chirc lai:
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PHU LUC 77.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuét trinh/ ndp ban

TT Tén thanh phan ho so chup/bdn dién tir budc dinh kem chinh kzil ghan két | Diéu kién vé ky thuat
1 | To trinh t6 chire lai to chirc hanh chinh Scan tir ban chinh Bit budc Nop ban chinh Fllzclz}r]l Srg E‘A::l 0ac
X s LR s CL R 1 1x , 1 , c A A 12 , File k¥ s hod
2 | Bé an t0 churc lai to chirc hanh chinh Scan tir ban chinh Bat budc Nop ban chinh ! :ca}l; ig éanC
g | Dw thao Quyet dinh cia UBND Thanh pho | g . o pan chinh Bét budc Nop ban chinh File ky s6 hoge
t6 chuc lai to chirc hanh chinh scan mau
Cac van ban cua co quan, to chirc ¢ tham
quyén xac nhan viéc hoan thanh nghia vu I SN
A 135 AR NSRS 7 — , L1 a A1 . File ky s6 hodc
4 | vé tai chinh, tai san, dat dai, cac khoan vay, | Scan tir ban chinh Bat budc Nop ban chinh scan mAu

no phai tra va cac van dé khac khéc co lién
quan (néu co).
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9. Quy trinh: Tham dinh giai thé t6 chirc hanh chinh thugc thAm quyén quyét dinh ciia UBND cap huyén (QT-77)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Can cu phap ly Ghi chu
gian
- T6 chire, ca nhan nop hd so truc tuyén tai Cong
dich vy cdng quoc gia (dia chi: dichvucong.gov.vn)
hoac Cong dich vu céng cta Thanh pho (dia chi:
dichvucong.hanoi.gov.vn); 2 . - Nghi dinh
- Ngudi nop hé so ding ky tai khoan giao dich Cong Dich V|| 5 018/ND-
<5 , cong Quoc gia
dién tir, dang nhap tai khoan, xac thuc dinh <. S CP >
danh dién tir (theo huéng din trén Cong Dich thye hién dang i
anh dién tir (theo huéng dan trén Cong Dic nhip moét Iin, | 22/11/2018 ciia o
vacona). : didu  huong | Chinh phii quy | NELOrNOP RO SO
- Cong DVC két néi véi CSDLDC dé khai thac s din t(,f{ IR PAY Uy phai dang ky tai
1. T& chire. | C4€ trudng thong tin cua cong dan cO trong C%n Dicl% v d}nh e ,thanh khoan giao dich
Nophd | . = | CSDLDC (khi duoc két néi). cangThg‘{nh 12| 18, 10 chire lai, | dien ti, dang
SO - Nguoi nop ho so lua chon: g p giai thé t6 chirc | nhap tai khoan,

+ Djch vy cong truc tuyéen

+ Chon Sé Ngi vu

+ Linh vuc To6 chic hanh chinh, don vi su
nghiép cong ldp cdp huyén.

+ Chon thi tuc: Tham dinh gidi thé té chirc
hanh chinh thuéc UBND cdp huyén

+ Chon Ngp ho so

+Chon cdp thuc hién: cdp huyén

+ Chon co quan thuc hién

dé thuc hién cac
budc tiep theo;

Tai khoan gom
Tén dang nhap
va mat khau.

hanh chinh;

- Cac van ban ¢6
lién quan cua co
quan c6 thdm
quyén theo quy
dinh

xac thuc dinh
danh dién to
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- Nguoi nop hod so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 77.1 kém
theo).

(Truong hop céc thdng tin trong Biéu mdu dién
tir déi ¢6 trong Co sé di liéu quoc gia vé dan cu,
hé thong théng tin cé lién quan, dwoc dien e
déng (néu co)

- Tich hop thanh phan ho so theo mau tai Biéu
mau dién tir (chi tiét tai Phu luc 77.2 kém
theo).

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

Biéu mau dién
tr;

Thong bao vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hdi.

2.
Tiép
nhan va
giai
quyét
hé so

B¢ phan
Mot cira

1. Nhan thong bao cé ho so méi trén Hé théng;
2. Kiém tra ho so va cac thong tin;

Truong hop ho so cém b sung hodc ho so
khong thugc thAm quyen giai quyét: Guri Thong
béo dén Nguoi nop ho so (miu Thong bao Pién
twr) yéu cau b6 sung ho so, hoan thién ho so, néu
15 loai gidy to, ndi dung can bd sung dé Nguoi
nop ho so bod sung, hoan thién.

3. Truong hop ho so du diéu kién giai quyét:
3.1. Céap nhat thong tin vao Hé thong thong tin
giai quyét TTHC (So theo doi dién tir theo
mau).

3.2. Xac nhén thong tin, gii thong bao tiép
nhan (ma hd so va ngay gio tra két qua) vao tai
khoan ctia Nguoi ndp hd so.

Chuyén hd so toi Truong Bo phan mét cira;
Chuyén hd so dén Lanh dao phong Noi vu thu
1y ho so.

01 ngay

Thong bao hen
tra két qua (hodc

tr chdi, hoidc
huéng dan);
Phiéu chuyén xur
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cua
Vian phong
Chinh phu
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4. Truong hop Nguoi nop ho so khong b sung,
hoan thién dugc hd so thi Bo phan Mot ctra 6
Théng bao Dién tir tir chdi giai quyét yéu cau cta
Ngudi ndp hd so.

1. Truy cép vao Phan mém Mot cira nhan thong

Lanh | bdo c6 hd so méi va tiép nhan hd so. A
A A n , s A Cép nhat trén
dao, 2. Phéan cong cho cong chirc thu Iy ho so, tham Hé théne:
Cbng | muu giai quyeét. 15 naa Yéu ciu %’6
chire 3. Cong chuc thu Iy ho so kiém tra ho so. gay sune/ tir chdi
phong | 4. Tham dinh, trinh Lanh dao phong, Huyén i§i uvét
Noi vu | xem xét ho so du diéu kién, khong du diéu kién stat quy
gidi thé t6 chirc hanh chinh
Ldanh Phé duyét ndi dung van ban:
ao - Néu dong ¥: Ky duyét vin ban theo tham X Cap nhat trén
UBND A o , , , 2 A 02 ngay A A
chp quyén hodc bdo c4do co quan c6 tham quyén ra H¢ thong
huyén quyét dinh giai the.
Cong Hoan thién ho so, chuyén két qua vé bo phan . Cap nhat trén
chirc thu N ’ TR 01 ngay CA g A
, LA . | moQtcua H¢ thong
ly ho so
B¢ phan
3 h”;“lg tc::’li/ X 2 Trang thong tin Hoan thién cac
Hoan A 1. Tra két qua cho To6 chure, cd nhan, Nguoi ndp X g n 9 quy trinh két thac
oA 1A cong N 5 dong bo Cong X n N
thién ho dan ho so. 01 ngay Dich vu qudc hoé so trén Phan
503 Tra n u’(‘)”i 2. Ban giao ho6 so luu cho Phong Noi vu. : ié d mém Dich vu
ket qua suol g cong
nop ho

SO
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PHU LUC 77.1: NOI DUNG BIEU MAU GIAI THE TO CHUC HANH CHINH

(1) Ho va tén:

(2) S6 CCCD/CMTND/HC:

(3) Ngay cap:

(4) Noi cép:

(5) bia chi:

(6) S6 dién thoai:

(7) Su can thiét viéc giai thé to chirc hanh chinh:
(8) Co s& phap 1y viéc giai thé td chirc hanh chinh:
(9) Tén t6 chirc hanh chinh dé nghi giai thé:
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PHU LUC 77.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong bit

Xuit trinh/ ndp ban

TT Tén thanh phan ho so chup/bin dién tir bue dinh kém chinh kgi, ghan két | Diéu kién veé ky thuat
s N O U , N , < n A1 , File ky sb ho
1 | To trinh giai thé t6 chirc hanh chinh Scan tur ban chinh Bat budc Nop ban chinh ! an}rll Srg éanC
Az eas 1 AR 1 1 , N , z n N , File ky s6 hoa
2 | B¢ an giai thé t6 chirc hanh chinh Scan tir ban chinh Bat budc Nop ban chinh ! :ca}rll Sn(iéuoac
Dy tha ét dinh ct n c6 tham e c N File ky s6 hod
3 ¥ E a0 unyAe t ;d' } cua €O quan €o tha Scan tir ban chinh Bat budc Nop ban chinh © Ky 50 104c
quyén gidi the to chuc hanh chinh scan mau
Cac van ban cua co quan, to chirc ¢ tham
quyén xac nhan viéc hoan thanh nghia vu I S
A8 AR NSO , 1 . L1 A A , File ky s0 hodc
4 | vé tai chinh, tai san, dat dai, cac khoan vay, | Scan tir ban chinh Bat budc Nop ban chinh scan mAu

no phai tra va cac van dé khac khéc co lién
quan (néu co).
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10. Quy trinh: Céng nhin ban vin ddng thanh 1ap hdi cip huyén (QT-78)

Buéc | Chi thé Quy trinh chi tiét Thoi Trang thai Can cuw phap ly Ghi chu
gian
- C4 nhan nop hd so truc tuyén tai Cong dich vu cong
quéc gia (dia chi: dichvucong.gov.vn) hoic Cong dich vu
cong caa Thanh phé (dia chi: dichvucong.hanoi.gov.vn); Cong Dich vu oL .
- Ngudi nop ho so dang ky tai khoan giao dich dién cong Qudc gia |~ Nghi dinh s6
tir, dang nhap tai khoan, xac thuc dinh danh dién tir thuc hién dang | 49/2010/ND-CP | Ngusi ngp
(theo hudng dan trén Cong Dich vu cong). nhap mot lan, | Ngay  21/4/2010 | ho so phai
- Cong DVC két néi vi CSDLDC dé khai thac céc diéu huéng | cia  Chinh phu | ding ky tai
1 . tméfng thﬁnA’g tiA’n. cua cdng dan co trong CSDLDC ng:rc‘wi df%ng t6i | quy dinh vé& td lfhoérhgia(?)
Nop hd T9 chlArc, (khi dI‘I-(.)'C Aket Qol). | Cf)ng D;ch VU | chite, hoat déng d1cvh dl@ﬂ}u’,
o canhan |- Nguoi nQpAho so Iya chon: cong Thaph pho va quan Iy hoi; d\a_ng nhap
+ Djch vu cOng truc tuyéen de thu:c, hién céc | Céc vin bér’l 6 tai khoan,
+ Chon So N,oji Vi budc tiép theo; lidn quan ciia co xac thuc
+ Linh vuc To chuc phi chinh phu qtian hA dinh danh
+ Chon thu tuc: Cong nhdn ban vdn dong thanh ldp Tai khoan goém quan — co tham dién tu

héi cdp huyén.

+ Chon Ngp hé so

+Chon cdp thuc hién: cdp huyén
+ Chon co quan thuc hién

Tén dang nhap
va mat khau.

quyén theo quy
dinh
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- Ngudi nop hd so dién cac nodi dung theo Biéu mau
dién tir (chi tiét tai Phuy luc 78.1 kém theo).

(Triong hop cac thong tin trong Biéu mau dién tir da
c6 trong Co s¢ di liéu quac gia Vé din cu, hé thong
thong tin ¢ lién quan, dugc dien tu dong (néu CO)

- Tich hop thanh phan ho so theo mau tai Biéu miu
dién tir (chi tiét tai Phuy luc 78.2 kém theo);

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

Biéu mau dién
tu;

Thong bao vé
viée di giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi.

2.
Tiép
nhén va
giai
quyét
hé so

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

2. Kiém tra ho so va cac théng tin;

Truong hop hd so can bo sung hodc hd so khong
thudc tham quyén gidi quyét: Giri Thong bao dén
Nguoi nop ho so (miu Thong bao Dién tur) yéu cau
bd sung ho s0, hoan thién ho so, néu rd loai giay to,
ndi dung can bd sung dé Nguoi nop hd so bd sung,
hoan thién.

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

3.1. Céap nhat thong tin vao Hé thong thong tin giai
quyét TTHC (S6 theo ddi dién tir theo mau)

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

Chuyén hd so téi Truong Bo phan mét ctra; Chuyén
hd so dén Lanh dao phong N6i vu thu 1y hd so.

4. Truong hop Nguoi ndp hd so khong bd sung, hoan
thién duoc hd so thi Bo phén Mot cira c6 Thong bao Dién

cge

tir tir chdi giai quyét yéu cau ctia Ngudi ndp ho so.

01 ngay

Thong bdo hen
tra két qua (hoac

tr chdi, hodc
hudng dan);
Phiéu chuyen XU
ly (Thé hién
trong Phan mém
bang 1énh
chuyén).

Biéu mau theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018 cta
Vian phong Chinh
phu
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1. Truy cap vao Phan mém Mdt cira nhan thong bao

Lanh | c6 hd so m&i va tiép nhan ho so. A e A
A A - , 1A Cap nhat trén
dao, 2. Phan cong cho cong chure thu 1y hé so, tham muu Hé théne:
cong | gidi quyet e 26ngay | Youchubd
chue 3. Cépg chtrc thu Iy ho so ki€ém tra ho so. gay sune/ tir chéi
phong | 4. Tham dinh, trinh Lanh dao phong, Huyén xem xét igi avét
Noi vy | ho so dit diéu kién, khong du diéu kién cong nhan S
ban van dong thanh 13p hdi cap huyén.
Lanh
dao Phé duyét cong nhan ban van dong thanh 1ap hoi cip \ Cap nhat trén
UBND n 01 ngay A
£ huyén. H¢ thong
cap
huyén
cong \ I Cap nhat trén
chirc thu | Hoan thién ho so, chuyén két qua vé bd phan mot ctra | 01 ngay pnne
1A H¢ thong
ly ho so
B9 phan Hoan thién
3 Mot cura/ CAC QU
R To chire Trang thong tin ac quy
Hoan R 1 Ae s 2 1 A . A 1A X A 2 trinh két
oA 1A cong 1. Tra két qua cho To6 chirc, cong dan, Nguoi ndp ho so. \ dong bo Cong . 1A
thién ho A N X . - 01 ngay . £ thuc ho so
S a dan, 2. Ban giao ho so luu cho Phong Noi vu. Dich vu quoéc A A
so; Tra newdi ia trén Phan
két qua | "SU g mém Dich
nop ho A
vu cong

SO’
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PHU LUC 78.1: NQI DUNG BIEU MAU PON PE NGHI CONG NHAN BAN VAN PONG THANH LAP HQI CAP HUYEN

(1) Ho va tén:

(2) S6 CCCD/CMTND/HC:
(3) Ngay cap:

(4) Noi cép:

(5) bia chi:

(6) S6 dién thoai:

(7) Su cén thiét:

(8) Co s& cong nhan:

(9) Tén Hoi:

(10) Ton chi, muc dich cua Hoi:
(11) Pham vi hoat dong:

(12) Linh vuc hoat dong chinh:
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PHU LUC 78.2: THANH PHAN HO SO PIEN TU

Co so dir z A A ; Xuét trinh/ ndp ban A rea Ao
TT Tén thanh phin h so ligu/ban Batbugc/khong bat | -\ oy nhan kée | Dl kign veky
. den o budc dinh kem . thuat
chup/ban dién tir i qua :

1 Dgn de: ngP; gong nAhan ban van dong Scan tu: ban Bt bugc Nop ban chinh File ky so ‘Ahoac
thanh 1ap hoi cap huyén chinh scan mau

2 | Danh sach va trich ngang cua nhiing Scan tir ban Bit budc Nop ban chinh File ky sb hoic
nguoi du kién trong ban van dong thanh chinh scan mau

1ap hoi: ho, tén; ngay, thang, nam sinh; tra
quan; trinh do van hoa; trinh d§ chuyén
mon.

- D6i vé6i ngueoi dw kién la nguoi dieng dau
Ban van dong thanh lap hoi phai co:

+ So yéu 1y lich c6 xac nhan cua co quan
c6 thAm quyén; Péi v6i nguoi ding dau
(Trudng ban) Ban van dong thanh 1ap hoi
thudc dién quan 1y cta co quan c6 thim
quyén thi phai c6 vin ban dong ¥ cta co
quan c6 thdm quyén theo quy dinh vé
phan cap quan 1y can bg;

+ Phiéu 1y lich tu phép thyc hién theo quy
dinh cua phép luit.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

PON PE NGHI
Cong nhan Ban Van dong thanh lap Héi ...(1)...

Kinh gui: ...(2)....

T6i 14 ... dai dién nhitng ngudi sang 1ap (Ban Sang 1ap) Hoi ...(1)... tran trong dé nghi ...(2)... xem xét,
quyét dinh cong nhan Ban Van dong thanh lap Hoi ...(1)... nhu sau:

I. Su cin thiét va co sé cong nhan

1. Su can thiét....... (3

2 G0 SO (A ettt

I1. Tén, ton chi, muc dich

Lo TN HOI: (5). e e

2. Ton chi, muc dich cia HO1 (6).....oovvviiiiiiiiii e

I11. Pham vi, linh vye hoat dfng chinh.... (7)...................

IV. Ho so gOm:.......... (8)...

Thong tin khi can lién hé:

HOO VAt e

Daa Chi: Lo,

SO GIBN thOBL: ..ot

Ban Sang lap Hoi dé nghi ...(2)... xem xét, quyét dinh cong nhan Ban Van dong thanh 1ap Hoi ...(1)..../.

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

Noi nhin: BAN SANG LAP HOI
- Nhu trén; (Chir ky)
- Luu Ban Séang 1ap Hoi. Ho va tén

Ghi cha:

(1) Tén hoi duy kién thanh 1ap;

(2) Tén co quan nha nudc c¢6 tham quyén cong nhan ban van dong thanh 1ap ho;

(3) Khéi quét thyc trang linh vuc hoi du kién hoat dong va sy can thiét thanh 1ap hoi;

(4) Néu 16 viéc dé nghi cong nhén ban van dong thanh 1ap hoi phu hop quy dinh tai Piéu 2, Pidu 5 va
Diéu 6 Nghi dinh 50 45/2010/ND-CP vé quy dinh ctia phap lut 6 lién quan (néu co);

(5) Tén goi bang tiéng Viét, tiéng nudc ngoai (néu co), tén viét tit (néu cd) phu hop véi linh vuc hoi
du kién hoat dong va quy dinh ctia phap luat;

(6) Xéc dinh cu thé ton chi, muc dich phu hop tén goi va quy dinh cua phap luat;

(7) Xac dinh cu thé pham vi, linh vuc hoat déng chinh, co quan quan 1y nha nudc vé linh vuc hoi du
kién hoat dong phti hop tén goi, quy dinh cta phap luat;

(8) HO so theo quy dinh tai Khoan 4 Diéu 6 Nghi dinh s6 45/2010/ND-CP va céc tai lidu c¢6 lién quan
(néu c6). Nhan su dy kién 13 Truong Ban Van dong thanh 1ap hoi thuc hién theo quy dinh tai Khoan 1
Diéu 1 Thong tu nay.
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11. Quy trinh: B4o cdo td chirc dai hdi nhiém ky, dai hdi bat thuwong cip huyén (QT-79)

Bwéc | Chi thé Quy trinh chi tiét Thoi Trang thai Cin ctx phap 1y Ghi cha
gian
- Canhan nop ho so truc tuyen tai Cong dich vu cdng
quoc gia (dia chi: dichvucong.gov.vn) hodc Cong Céne Dich vu
dich vu cong cia Thanh phé (dia chi: cang Quée gia
dichvucong.hanoi.gov.vn); £ HOC £
. o N L. L ) thuc hién dang
- Nguoi nop ho so dang ky tai khoan giao dich nhip  mot lan
dién tir, dang nhap tai khoan, xac thuc dinh danh P T
A 4o . X srn 2 . diéu hudng
dién tir (theo hudong dan trén Cong Dich vu P =
cong). nguoi dqng to1 © Nehi dinh s§
- Céng DVC két ndi véi CSDLDC dé khai thac chr?g Tgﬁ: ;’12 45/2010/ND-CP
cac truong thong tin cua céng dan cd trong o ni ph s
: JARYY dé thuc hién cac | ngay 21/4/2010 D
CSDLDC (khi dugc ket noi). buc tiép theo: - peh ohe Nguoi nop hd so
- Ngudi nop hb so lya chon: N §~ Ln kpt‘j phai dang ky tai
1. P + Djch vu cdng truc tuyéen .. \ 3 | quy dinh Ve 10| Khoan giao dich
Noo ha | TOehte, | o chon 6 NG vy Tai khoan €0m | oo hoat dong | gien i, dan
op ca nhan - 2 b _ , Tén dang nhap - ’ g
SO + Linh vuc To chuec phi chinh pha ~ | va quan ly hoi; nhap tai khoan,

+ Chon thii tuc: B&0 céo to chirc dai hgi nhiém
Ky, dai hoi bat thiong cap huyén.

- Ngudi nop ho so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 79.1 kém theo).
(Trurong hop cac thdng tin trong Biéu mdu dién ti
dd cé trong Co s diF liéu quac gia vé dan cu, hé
théng thong tin ¢ lién quan, dwoc dien tw dong
(néu co)

- Tich hop thanh phan ho so theo mau tai Biéu
mau dién tir (chi tiét tai Phy luc 79.2 kém theo);
- Nguoi ndp kiém tra, cap nhat thong tin bao dam
thong tin day du, chinh xac, hop phép.

va mat khau.

Biéu miu dién
tr;

Thong béo vé
viéc di giri ho so
thanh cong, cho
kiém tra, tiép
nhén, phan hoi.

- Cac van ban c6
lién quan cua co
quan c¢6 tham
quyén theo quy
dinh

xac thuc dinh
danh dién to
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2.
Tiép
nhan va
gidi
quyét
hé so

1. Nhan thong bao c6 ho so méi trén Hé théng;
2. Kiém tra ho so Va‘l cac thong tin;

Truong hop ho S0 can bd sung hoac hd so khong
thudc thAm quyen giai quyét: Giri Thong bao dén
Nguoi nop hd so (miu Thong bao Dién tir) yéu
cau bd sung hd so, hoan thién hd so, néu rd loai
gidy t0, n6i dung can bd sung dé Nguoi nop hd
so bd sung, hoan thién.

Thong bao hen
tra két qua (hoac

Biéu mau theo

3. Trudng hop ho so du diéu kién giai quyét: tr chdi, hodc Théng tu
B phin 3.1. Cap nhat thong tin vao H¢ thong thong tin huéng d?m)% 01/2018/TT-
M.ﬁi)c G giai quyet TTHC (S6 theo doi dién tir the9 mau). | 01 ngay | Phiéu chuyén xu VPCP ngay

i 3.2. Xac nhan thong tin, giri thong bao tiép nhan ly  (Thé hién | 23/11/2018 cua
(ma ho so va ngay gio tra két qua) vao tai khoan trong Phan mém | Van phong Chinh
ctia Nguoi ndp hd so. bang 1énh phu
Chuyén hd so téi Truéng Bo phan mot cira; chuyén).
Chuyén ho so dén Lanh dao phong Noi vu thy 1y
ho so.
4. Trudng hop Ngudi ndp hd so khong bo sung, hoan
thién duoc ho so thi Bo phén Mot ctra c6 Thong bao
Dién ttr tir chdi gidi quyét yéu cau ciia Ngudi ndp ho
SO.
1. Truy cap vao Phan mém Mdt cira nhan thong

Lanh bao CES h(A)Aso maoi Vé; tiép nhan ho so. .

dao 2. Phap cong cho cong chuc thy ly ho so, tham Cap nhat trén

Cé n’g muu giai quyet. ‘ . ‘ ‘ H¢ thong,

chie 3. Cong chﬁ:c thu Iy ho so kiém tra ho 50. 21 ngay Yéu cau bo

phong 4. Tham g‘hnh, trinh Lanh daq phong, Ifgnh fiao sung( tur ch01

No6i vu UBND céap huyén xem xét h6 so du diéu kién, giai quyet

khong du diéu kién cho phép t6 chirc dai hoi
nhiém ky, dai hoi bat thuong cip huyén.




543

Lanh
dao Ky véan ban cho y kién vé viée to chirc dai hoi Cin nhat trén
UBND | nhiém ky, dai hi bat thwong hoac cho y kién chi | 01 ngay 'pA z
£ . X H¢ thong
cap dao giai quyét
huyén
Ccong A AL
chirc thu | Hoan thién ho so 01 ngay CapAnha} tren
;3 A H¢ thong
ly ho so
B¢ phan
3. 1\{%) tc:ll:'li/ , \ Trang thong tin Hoan thicn cac
Hoan R 1. Tra két qua cho T6 chirc, cong dan, Ngudi ndp A g n 9 quy trinh két thuc
A 1A cong A \ dong bo Cong X R A
thién ho dan ho so. 01 ngay Dich vu quéc ho so trén Phan
so; Tra . 2. Ban giao ho so luu cho Phong Noi vu. : vq mém Dich vu
£ 2 nguwol gla A
két qua NI cong
nop ho

SO’




I. Théng tin ngudi nhap ho so
1. Ho va tén:
2. S6 dién thoai:
3. Email:
4. S6 CMND/CCCD:
5. Ngay cap:
6. Noi cap:
7. Dia chi:
IL. Théng tin dé nghi
8. Pon vi dé nghi:
9. Dia chi don vi:
10. Noi dung d& nghi:
11. Vian ban dé nghi sé:
12. Ngay ban hanh van ban:
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PHU LUC 79.1: BIEU MAU PIEN TU

- Nguoi yéu cau cam doan cac thong tin cung cip 1a dung sy that.
- Biéu méu twong tac ghi nhan thoi gian hoan tit viéc cung cip thong tin.
- Ban dién tir s& ty dong gtri vé tai khoan, thu dién tir ciia nguoi yéu cau.



79.2.1. HO so bao cao té chirc dai hdi nhiém ky:
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PHU LUC 79.2: THANH PHAN HO SO PIEN TU

TT

Tén thanh phin ho so

Co s6 dir liéu/ban
chup/ban dién tir

Bit budc/khong bat
bugc dinh kéem

Xuit trinh/ ndp ban
chinh khi nhan ket
qua

Piéu kién vé k§
thuat

Nghi quyét ctia ban lanh dao hoi vé
viéc to chirc dai hdi nhiém ky.

Scan tir ban chinh

Bit budc

Nop ban chinh

Scan tir ban chinh

Dy thao bdo céo tong két cong tac
nhiém ky va phuong hudng hoat
dong nhiém ky t4i cua hoi. Bao cdo
kiém diém cua ban lanh dao, ban
kiém tra va bao céo tai chinh cua
hoi.

Ban scan

Bit budc

Nop ban du thao

Ban scan

Dy thao bicu 1€ sua doi, bd sung
(néu cd). Ban giai trinh nhiing ndi
dung stra do1, b sung cua Diéu I¢.

Ban scan

Bit budc

Nop ban du thao

Ban scan

Danh sach du kién nhan su, Ban
Lanh dao, Ban kiém tra, trong do
néu rd tiéu chuén, co cu, sb lugng
thanh vién ban lanh dao, ban kiém
tra Hoi. D4i v6i nhan sy duy kién 1a
nguoi ding dau hoi phai co so yéu
Iy lich, phiéu 1y lich tu phap, vin
ban dong y clia co quan co tham
quyén theo quy dinh vé phan cép
quan 1y can bo.

Ban scan

Bit budc

Nop ban du thao

Ban scan

Bao cao so6 lugng hoi vién trong do
néu ro sO hoi vién chinh thirc cua
hoi;

Scan ttr ban chinh

Bit budc

Nop ban chinh

Scan tur ban chinh
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Dy kién thoi gian, dia diém t6 chuc
dai hoi, sé luong dai biéu moi, dai
biéu chinh thtrc tham dy dai hoi, du
kién chuong trinh dai hoi.

Scan tur ban chinh

Bit budc

Nop ban chinh

Scan tur ban chinh

79.2.2. HO so bao cao dai hdi bat thuong:

Xuit trinh/ ndp ban

A s XA Co s6 dir liu/ban | Bit budc/khong bit ; A Piéu kién vé ky
TT Tén thanh phan ho so chup/bin dién tir buge dinh kém chinh kl(;l ghan ket thuat
Nghi quyét ctia ban lanh dao hoi vé e i
01 qHyct ctia ban fanh €ao 101 v < ta i~ Vian ban co6 chir ky
viéc t6 chuc dai hoi bat thuong | Van ban cé chit ky 1A A L L1 o«
1 A A ~ i1 a £ o Bat budc Béan nop/xuat trinh s0 hoac file scan
trong do néu rd ndi dung s€ thdo | so6 cua don vi trinh A
X o 2 4 e A mau
luan va quyét dinh tai dai hoi.
. ~ A . A < pa o~ Van ban c6 chir ky
Du thao nhitng ndi dung thdo luédn | Van ban c6 chir ky L1 A . A X, s G oan oy Gk Ky
2 . L, g e et L o Bat budc Ban ndp/xuat trinh s0 hoac file scan
va quyét dinh tai dai hoi. sO cua don vi trinh mAu
Du kién thoi gian, dia diém t6 chiic
dai hoi, 0 lugng dai bieu moi, dai | v7sn ban c6 chit k¢ Vin ban c6 chit ky
3 Van ban c6 chir ky Bat budc Ban ndp/xuat trinh s0 hodc file scan

biéu chinh thirc tham du dai hoi, du
kién chuong trinh dai hoi.

sO cua don vi trinh

mau






