
UY BAN NHAN DAN
TiNH KHANH HoA

s6:)10 /eE-IIBND Khdnh Hda, nCay/H thdng0''l ndm 2025

QUYTTDINH
Ph6 duyQt quy trinh nQi bQ gini quy6t tnn tgc hhnh chinh linh vr;c quin lf

nhir nufc vA quf thuQc thAm quydn gi6i quy5t cfra UBND tinh,
UBND c6p huyQn tr6n tlia bin tinh Khinh Hda

cnu rICH rry BAN mrANoAN riNn KrrAM{ HoA

Cdn cilr Luqt Tii ch*c chinh quyin dia phrong ngdy 19/6/20 t 5 ;

Cdn c* Luqt s*a aAi, UA sung mQt tii aii, cua Luqt T6 ch*c Chinh phfi vd

Lwit Td chic chinh quyin dia phuong ngay 22/1 1/2019;

Cdn c* Nshi dinh sii OS.ZO|OIUO-CP ngay 08/6/2010 cila Chinh phi vi
ki€m sodt thti tttc hdnh chinh; Nshi dinh td gZlZOtZtttp-CP ngdy 07/8/2017 ct)a

Chinh phi s*a di5l, bii, sung m7t s6 diiu cia cdc nghi dinh li€n quan ddn biim

sodt thi tuc hdnh chinh;

Cdn cti Th6ng tu tii OZ|ZOtZtft-VPCP ngay i1/10/2017 cila Vdn phdng

Chinh phi hubng ddn vi nghigp vu bidm sodt thi tuc hdnh chinh;

Cdn c* Th6ng tu tii OttzOtAnf-VPCP ngay 2 j/|1/20t8 cila Vdn phdng

Chinh phi htrdng din thi hdnh m\t sii diiu cia Nghi dinh tA OtnOtttttp-Cp

ngdy 2 j/4/2018 cila Chinh phit vi thvc hiQn co chii m\t ciea, mQt cira hAn th6ng

trong gidi quydt thil tuc hdnh chinh;

Theo di nghi c{ta Gidm diic Sd Nr/i vy tqi Td tinh sli 5287/TTr-SNV ngay

2s/12/2024.

QUYtTDINH:

Ei6u l. PhO duyQt kdm theo Quyiit dintr niry quy trinh nQi bQ gi6i quyiSt

tht tuc hinh chinh linh vgc quin lf nhi nu6c vi qu! thuQc thAm quy6n giii
quy6t cta UBND tinh, UBND c6p huyQn tren dia bdn tinh Kh6nh Hda dugc

c6ng b6 tai Quy6t ttinh si5 3 l00/QD-UBND ngiry 2911112024 cua Chri tich UBND

tinh.

DiAu 2. quyiit ttinh ndy c6 hiQu lyc thi hdnh k€ tt ngiy kf vd b6i b6 09

quy trinh nQi bQ gi6i quytit tir,i tpc hdnh chinh linh vlrc t5 chric phi chinh phri

(v5 qu!) thu6c thAm quy6n gi6i quylit cira UBND tinh <lugc ban hinh kdm
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theo Quyr5t dinh s6 31I5/QD-UBND ngdy lSlll/2022 cria Chri tich LIBND
rinh.

Didu 3. Chenh Ven phdng UBND tinh, Gi6m d6c S0 NQi vp, Thri
tru&ng c6c so, ban, ngdnh; Chrl tich UBND c6c huy$n, thi xe, thenh ph6 vA

c6c t6 chric, c6 nhdn c6 li6n quan chiu tr6ch nhiQm thi hanh Quy5t dinh ndy./.

Noi nhQn: (VBDT)
- Nhu DiAu 3;
- Cpc Ki6m soet TTHC (VPCP);
- a5iliiniti,h, ca"i rrof'ccHc ,i"n,
- Trung tim PVHCC tinh;
- Trung tim C6ng brio;
-Lru:VT,PT,HL. lL,.

NguySn TAn Tuin
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Phg lgc

uAxscuixltLINHWc QUAN r,f unAxUdc vE QUVrr{uQcTIYTRiNH NOIBQ GIAI QUYE
trrAvr errvtN crAr euvEt CUA

T TIIU TUC
rirs,unuo cArrurEr rntN DIA BAN rtru rcl,(mr ndaI]BND

@an hdnh kDm theo Quydt dinh s6 /,t/9 /oE-wND nsdy .,lH / o,( /2025 cia chi tich wND tinh Khdnh Hda)

I. crriNH (rTHc) Trruoc TrrAM qurrx GIAI QuvET ciIAUBND TiNH
thinh l$p vi cOng nh$n -.: ,^

oreu Ie quy
- Mi TTHC: 1.013017;
- Thli gian gi6i quy6u 60 ngdy ldm viQc, k6 ttr ngdy nh6n ttri hd so hqp l€.

1.

Don vi
th
Trung titm
Phuc vU
hnnh
chinh
c6ng tinh
Kh6nh
Hda (vi6t
tfuta
Trung tiim
PVHCCT)

Budc TGn
rh th

Tr{ch nhiQm
thuc hiGn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thdti gian

nhan so vi hgn tri 0,5 ngiy
k6t qua theo mdu s5 ot ban henh

tu sri
ngey

kdm theo Th6ng
OI/20I8/TT-VPCP
2311112018 cria Vdn Phdng Chinh
phri (vi6t tlt la m6u sii o1);
- Hd so crla ban s6ng lfp qu!.

sd
(2) N
lQ:

so chua dri hoflc chua hgp

c6 nh6n, t6 chrlc

ycu
so

sung, hoi.,n
s6 02 banuugn no theo m6u

Huong d6n, in
ciu b6

vi gui hAnh kdm theo Th6ng
8/TT-VPCP

.ttu so
ngey

Chinh
Phi6u yOu sung, hointhiQn hd so; 0 t120I
Ktitthric quy tinh. 23lt t/20 1 B cta VIn

tit lam6u 02

tir nhAn
s6 ol

(3) N
Tt) ctr6i quytit h6 so theo

hanh kdm theoIn va tu

glal
ban

,,
so

Bu6c 1 r lep
nhfln
hd so

C6ng chrlc
mQt crla ctia
S&NOi v.u
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Don vi
thrrc hi0n

Bur6,c

thuc hi€n
TGn budc
th

Trdch nhiQm
thuc hi6n NQi dung c6ng vi$c thgc hiQn Bi6u mfiu, kdt qui

01/2018/TT-VPCP
23lt 1120 cta VInr.:1

ngey
Chlnh

tit tdmSu 03
- Dp thio ven bnn grli 3,0 ngiy
co quan li€n quan;
- H6 so cria ban srlng lfp qu!.

vSdN0i vu

nhfn gini so;
- r6t thfc quy trlnh.

Bu6c2 Tham
mlm

vdn ban
gti 6y
f ki6n

C6ng chrlc
chuy6n m6n
S0NOiw

LAnh deo

w

- Tham muu vEn ban gui so

Phdng chuy€n
m6n SdNQi

v
co quan li6n quan;
- Chuy6n h6 so trinh d6n Lenh dso Phdng
chuy6n mdn SdNQi vs @u6c 3).

ta so hinh;

4

- Xdt duyQt, tinh I-Anh dao Sd NQi v.u ky
duyQt v[n ban gti 6y 1t k6n co quan li6n
quan;
- Chuy6n h6 so trtnh d6n Lenh rlao Sd NQi

Budc 3
ha, xdt

duyQt h6
so grii
tay y
kiiln

co gwm li6n quan;
- H6 so cria ban s6ng lflp qu!.

- Dg thrio ven briur grli ! 2,0 ngdy

Bu6c 4 K)?

duyQt h6
so grii
layy
kii5n

Ldnh tl4o Sd
NQi vu

tra so hinh;

u6c 5s6

- Kf duyQt v6n bAn grii 6V I ki6n co quan
li6n quan;
- Chuy6n h6 so diSn c6ng chtc chuy€n m6n

- Ven ban gti co quant
li6n quan (dd duqc Ltuh dqo Sd
W);.
- H6 so cria ban s6.ng lgp qui.

1,5 ngiy

Budc 5

so 6y
ki6n

Gui h6

t
C6ng chrlc

chuy6n m6n
S0NOi vu

vdi Ven thu vio
vin bri.n gti Hy j co qurod6u

liOn quan;
- Grii h6 so d6n co li€n u6c

hqp dinh so vor nor

7).
dung dugc dd nghi;
- Gui vf,n briur tl6n SdNQi vg @uoc

li6n $ai (dd duqc vdo s6 vd
diiu/bi sii);
- H6 so crla ban sri.ng lOp qug.

- Ven ban gui t6v y ki6n co qurul
ddng

1,0 ngiy

Co quan
dusc gui
lay y Klen

Bu6c 6 GFY.
ki€n v6
SdN6i

Co quan duo. c
gt{ 6y j ki6n

ban

dinh kem

V[n voI nor
duqc dA ngti @A drqc vdo

q*c
so va

kis0;
-H6so

!

1,0 ngdy

16,0

SdNQi vp Budc 7 r lep
nhAn

vin ban

C6ng chric
mQt crla c0a
SdNOiw

nhin ven bin g6p tr) co quan dugc
ki6n;
hd so <ttin c6ng chrlc chuy€n m6n

- rreP
gui l6y

- Ven bam thAm dinh cria co quan
li€n quan;
- H6 so dinh kdm fudu c6).
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Dolvi
thuc hi6n

Budc
flil

TGn bufc
thuc hi6n

Tr{ch nhiQm
thuc hi6n

NQi dung c6ugviQc thgc hiQn Bi6u miu, k6t qui Thtri gian

ebpf S&NOi vu @udc 8).

C6ng chfc
chuy€n m6n
SdNOi vu

(1)N so thi ki-6n gidi - Du tbAo v6n ban trinh Chl tich
LIBND tinh c6p giiV ph6p thnnh
l6p vd cdng nh6n di€u lQ qul;
- Du thao quy6t dinh cua Chri tich
UBND tinh c6p gi6y ph6P thanh
lflp vn c6ng nhQn <Ii,iiu lQ qui;
- VAn ban tham dinh cria co quan

12,0

- Tham muu vln ban trinh Chri tich IIBND
tlnh cAp gt6y phdp thnnh Ep vi c6ng nhfln
aie;r-rc qtts, @inh kZm du thdo qnyiit dinh);
- Chuydn hd so tinh d6n Lanh d4o Phdng
chuy€n m6n Sd NQi vU (Budc 9).

li6n quan;
- H6 so cia ban

(2) so chua ou kiC.n Cini DU th6o van ban nchi

Tham muu vIn ben dd nghi
hoan thifu h6 so;

ban s6ng lflp sung, hodn
- Ven bAm

1i0n quan;

thi€n h6 so;

quy b6.sungp
- Chuy€n h6

AAm ai*r cria co quan

so tlnh d6n Lenh tlao Phdng
m6n Sd - H6 so cta ban

so kh6ng tttl

ven benffih6

kiQn giei -DU
quy6t

thAo th6ng b6o tir gini
ha so;

Tham muu so cho ban sring Ven ben tham dlnh cua co quan

lgp qu! @au rd $, do tn ctuii gta ryyiit);
- Chuy6n h6 so ninh den Lenh d4o Phdng

li6n quan;
- Hd so cua ban sring l{P qu}.

m6n Sd
Lenh d4o
Phdng
chuy6n m6n
SdNOi vu

(1) dti kiQn giei 0 ngiyso
- Trtnh Lanh tlao Sd NQi vu ky duyQt vnn

ben tinh Chri tich UBND tinh.cdp gi6y
phdp thanh $p vd c6ng nhfn iti€u IQ qu!
(dinh kim dr tluio quyAt dinh);
- Chuy6n h6 so tinh d6n Lenh dao Sd NOi
vu @uoc 10).

li6n quan;
- Hii so cria ban

Budc 8 T
hqp,
thfun

dinh hd
sd

t4
duyQt
so

xdt
llo

Bu6c 9
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Don vi
thuc hi€n

Buri,c
thuc hi6n

TOn budc
thuc hi6n

Trdch nhiQm
thuc hiGn

NQi dung c6ng viQc thgc hiQn Bi6u mAu, k6t qui Thdi gian

a) so chua dir
tleo S0

kiQn giAi Dg thAo vdn
hoan thi-€n
ben thAm

ben nghi
Trinh Lenh NOi vu ty

b6
duyQt v[n

sung, hoAn
sung, h6 so;

dfnh cuaDan oe ngnl
thiOn h6 so;

ban sdng lfp qu! Ven co quan

Chuy6n h6 so ninh d6n Lanh dao Sd NQi
li6n quan;
- H6 so cia ban s6ng lflp quf.

1

so kh6ng thi kiQn gi4i -Dg
quy6t

th6o th6ng b6o ttr giai
no so;

- Trinh L.[nh dao Sd NQi vu lcy duyQt ven
ban tre h6 so cho ban s6ng lip qaj @Au rd
U, do t* ch6i gidi quyAt);
- Chuyen h6 so trinh <il5n Lanh <tao sd NQi

- VAn ban fiAm dinh crla co quan
liOn quan;
- H6 so cua ban sring l$p qu!.

I
Ky
duyQt
s0

Lanh dao Sd
NOi vu

(l) so ou kiQn giei - Ven ben tinh Cht tich UBND
tinh c6p gi6y phdp tfrinh t6p va
c6ng nhfn diAu lQ qu! @A Aryc
Lanh ilqo Sd W);
- DU thio quy6t ai*r cua Cht tich
UBND tinh cdp gray phdp thnnh
lfp vd c6ng nhfln didu p qu!;
- VAn ban tham dinh cria co quan

no - Kj duyQt vin ban trinir Cht tich UBND
tq,h .6p giAy ph6p thdnh lflp vi c6ng nh{n
did,nlQ, qg (iilnh kim d6 tluio quy* dinh);
- Chuy6n h6 so d5n c6ng chtCchuy6n m6n
SeNOi vu @uoc 11).

li€n quan;
- H6 so cua ban

Ven barn nghi sung, hoan
thi-€n hO so (ild tfuqc Ldnh tlqo Sd

Sd NQi vu @u6c 1 1).

w);
- VIn ben thAm ai*r cria co quan
li6n quan;
- H6 so cria ban sring lflp qu$.

Bu6c 10 2,0 ngiy
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Dol vi
thuc hi6n

Bufc
th

TGn
rh

Trdch nhiQm
NQi dung c6ng viQc thgc hiQn Bi6u mfru, kdt qui

th
kh6ng ou kiQn g1al Th6ng b6o ttr Ciaiso

so (dti tfuqc Ldnh dqo
ben thAm dinh

S6 tE)
K), duyQt van ban tre no so cho ban s6ng Vln cua co quan

le.lp qu!.(nAt1
- Chuy€n h6

rd ti do tb cnol gidi Cttyiit); li6n quan;
- H6 so cuaso d6n c6ng chr?c chuy6n m6n ban sAng l0p quy

sd l1
COng chrlc
chuyOn m6n
SdNOi vtt

(1) so dt ki-n Ciei - Vln ban hinh Chi tich UBND
tinh c6p gi6y phep thAnh lflp vn
c6ng r_rh$n di6u IQ qui (dd Aryc
vdo s6 vd il6ng ddu/W sO);

- Du thio quy6t ai*r cua Cht tich
UBND tinh c6p giSV ph6p thnnh
lfp vd c6ng nhfln di€u lQ qu!;
- Ven ban them dinh ctia co quan

s& N0i vu (Buoc 12).

li€n quan;
- Hd so cta ban

sd chua (Iu Vnn ban nghi sung, hodn,:vao so vahqp vdi VIn
t ,1.

so ool vol van
thu d6ng thi-6n ho so (dd drqc

aAun'y ben da nghi b6 sung, d6ng diiu/lc!
,4.

so).

hoin thien no so;
I

unuyen h6 so den cdng chr?c m0t crla cua

SdNOiw@u6c 1);
- Sau khi ti6p nhin h6 so b6 sung tir c6

nhen, t6 chrlc, c6ng chr?c mOt crla Sd NOi
vu chuy6n h6 so- d6n c6ng chrlc chuy6n
m6n Sd NQi vu tl6 ti6p tUc gi6i quy€t theo

ki0n ThOng b6o tir ciei
sO

so kh6ng di
( anroc

vdri Vdn thu vio slS vd

91at
so aa vao va ddng

Thdi gian

1,0 ngiyBu6c 11 Hoan
uugn no
so tinh
Chri tich
I]BND
tinh
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Don vi
thuc hiOn

Budc
th

TGn bufc
thuc hi€n

Tr6ch nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t quA

vdi th6ng b6o ttr giAi
so;
no so il6n c6ng chtc mQt cua cria

sdN 20
dt kiQn giai - Vln.ben tinh Chri tich UBND

tinh cip gidy phdp thdnh lflp vn
c6ng nhfn didu IQ qu! (dti ctro.c
vdo sii vd d6ns ddu/tci sii\;
- DU thao quy6t Cintr cria Cht tich
UBND tinh cdp gi6y phdp thnnh
lSp vd c6ng nhgn didu Q qu!;
- Ven ban thAm dinh oia co quan

so
h6 so trinh diSn Vnn phdng UBND

tinh @udc 13)

li€n quan;
- H6 so crla ban

(2) N so chua dt ki€n - Ven ben
thiQn h6 so
so).

nghi hodn
vd lcyGti c6 nh6n, t6 chrlc vin

hoin thiQn h6 so;
bAn DO

ca

lda atqc
sung,

Sau khi ti6p nhfln hd so ttr
nhen, t6 chric thi chrlc

m6n Sd

Buoc 12 Gli h6
so tinh
Chirtich
UBND

tinh

c6ng chrlc mQt
qla cta Sd

NOi vu

1,0 ngiy

Vdn
phdng
I]BND
tinh, Chri
tich
UBND
tinh

Budc 13 Titip
nhAn h6
so trinh
Chi tich
UBND
tinh

C6ng chuc
clugt ph6n
^ ,.,'cong uep

nhfln hd so
cria VAn
phdng UBND
tinh

so trinh cua SdNQi vg,
chuy6n m6n
so crla Vtrn

+ Vdn ben trinh Cht tich UBND
ttnh c6p gi6y phep thnnh Iflp vd
c6ng nhfn <tidu 16 quf;
+ Dythio quytit dlnh cua Chri dch
UBND tinh cdp gi{y phrlp thdnh
lfp vd c6ng nhfn tli6u lQ qu!;
+ Ven ban thAm dinh cta co quan

phdng LIBND tinh @u6c l4).

li€n quan;
+ H6 so crla ban

1,0 ngdy
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Dolt
thuc hi6n

But6tc

thuc hiOn
TGn bu0c
thuc hi6n

Trich nhiQm
thrrc hi6n

NQi dung cdng viQc thgc hiQn

v6i so trlnh cta Sd(l)
NOiw:
- Br{o c6o, dA xu6t x6t duyQt hd so trinh cria

Sd NOi vu;
- Chuy6n h6 so tinh d6n Lanh dgo Phdng
chuy6n m6n V[n phdng UBND tlnh xdt
duyQt @udc 15).

Bi6u miu, k6t qui Thli gian

Bu6c 14

Buoc 15

I netm
tra,
tham
muu

etei.
quy€t
so

no

C6ng chrtc
chuyEn m6n
tlugc pqAn

c6ng tham
ta hd so cta
Ven phdng
UBNDtinh

Lenh deo
Phdng
chuy6n m6n
Ven phdng
IJBND tinh

so trinh cua Sd NOi vu,
+ ven ban trinh cht tich LIBND
tinh c6p gi6y phdp thdnh lflp vi
c6ng nhfln di€u lQ qu!;
+ DU thio quy6t dinh cua Cht tich
UBND tinh c6p gi6y phdp thnnh

$p vn c6ng nhfn <li6u lQ qu!;
+ Van ban ftAm dinh cta co quan

li€n quan;
+ H6 so cta ban srlng lfp qu!.
- Van ban b6o c6o, dd xrdt gini

8,0 ngdy

(2) N6u kh6ng th6ng nhAt vdi h6 so trlnh
cta SdNOi vU:
- 86o c6o, ad xu6t t4 trd so dd nehi Sd NOi
vu ttrAm Ainn hi, b6 sung hO sq tir ch5i;
- Chuy6n h6 so trtnh d6n Lenh dao Phdng
chuy€n m6n Vdn phdng UBND tinh x6t
duyQt @udc 15).

sotoinh cria SdNQi vg
+ VAn ban tdnh Chti tich UBND
ttnh cAp gi6y phrip thnnh $p vd
c6ng nhdn didu l€ qu9;
+ Ven ban thfun dinh ctla co quan

li6n.quan;
+ H6 so cria ban s6nC lap qlY. 

.
- VAn ban b6o c6o, tl6 xudt th6.m

dinh la1, b6 sung h6 sq ttr chtii

so tuinh cria S0 NOi vu,
+ Ven ban trinh Cht tich UBND
ttnh c6p gi6y phdp thenh lip vn
c6ng nh4n didu E quf;
+ Dutheo quy6t dinh cua Chi tich
UBND tinh cdtp giiiy ph6p thanh
lflp vd c6ng nhfln diAu tQ qu};
+ Van ban tham dinh cta co quan

1i6n

tm,
duyQt
so

xdt
no

1t),Fu thOng nhfu voi h6 so trinh cria Sd
NOi vu:
- Xdt duyQt b6o c6o, AA xu6t ty duyQt h6 so
trinh cua Sd NOi vU;
- Chuy&r h6 so tinh d5n Lanh deo Vdn
phdng UBND tinh @u6c 16).

2,0 ngdy
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Eon vi
thuc hi0n

Budc
thuc hi6n

TGn buric
thuc hi€n

Tnflch nhiQm
thuc hi6n

NQi dung cdng viQc thgc hiQn Bi6u miu, ktit qui Thdi

+ so cta ban s6ng Ep quY.
d6 xuitVen ban b6o c6o, Ciai

so trinh crla Sd N$i vU
+ VAn ben finh Cht tfch UBND
tinh cAp gi6y phdp thanh l{p vd
c6ng nhfln didu g qu!;
+ Van ben thArn dinh cria co quan
li€n quan;
+ H6 so cria ban sdng lgp qu!.
- Van ben b6o c6o, AA xu6t tfrAm
dinh l+i, b6 srmg h6 so, tu ch6i

(2) N6u kh6ng th6ng nh6t vOi h6 so trinh
cta SdNQi vU:
- X6t duy-6t 86o c6o, aA xu6t t6 hd so d6
nghi Sd N$i vu thAm dinh lei, b6 sung h6
so, tu chtii;
- Chuyiln h6 so tinh d6n LAnh &o Vln
phdng UBND tinh (Budc 16).

Buoc 16 Xdt
duyQt h6
so

Lanh d4o VIn
phdng UBND
tinh

(1) N6u th6ng nh6t voi h6 so trinh cia Sd
NOi vu:
- X6t duyQt b6o crio, Ad xu6t ky duyQt h6 so
tinh crla Sd NOi vu;
- Chuy6n h6 so trinh d6n Lanh deo UBND
tlnh (Budc l7).

so trinh cua Sd NQi vU,
+ V[n ban trinh Cht tich UBND
tinh c6p gi6y ph6p thnnh lflp vd
c6ng nhfn diAu lQ qu!;
+ DuthAo quy6t dinh crla Chri tich
LIBND tinh cAp giir phdp thanh
lflp vn c6ng nhfn di6u lQ qu!;
+ Van ban them dinh cta co quan
li€n.quan;
+ H6 so cria ban sdng lflp qu!.
- V[n ben b6o c6o, <tA xu6t ciei

sotinh cta S&NQi vp,

2,0 ngdy

(2) N6u kh6ng th6ng nhAt v0i hd so ninh
cua SdNOi vu:
- Xdt duyQt 86o c6o, aA xu6t tri hd so dd
nghi Sd NQi vu thAm dinh lei, b6 sung hd
so, tu ch6i;



9

Don vi
thuc hi6n

Burfc
thuc hiOn

TOn bur5tc

thuc hi6n
Trich nhiQm

NQi dung c6ng viQc thqc hiQn Bi6u miu, k6t qui Thdri
fil

so trinh Lenh ttao LIBND li€n quan;
+ H6 so cria ban sreng {6p q}ry. 

,
- VIn ban b6o c6o, tl€ xuit th6m
dinh lei, b6 sung hd sq ttr ch6i

tinh @u6c l7).

( I) vdi so hinh cua sd dinh cua Chri tich IJBND 2,0 rgity
tinh N0i vu: tinh ftenh lap a

K), ban henh quy6t dinh cdp
.!,

$ay phdp c6ng quy (aa dto. c

thnnh Ep
- Chuy€n

vi c6ng
kCt qua

nhan dleu lQ qu9;
oen cong

LAnh dqo UBND tinh lry);

ciei
ti6p

quy6t chrlc H6 so hinh cua Sd N0i vu.

duo. c phen c6ng nhan no sd cua VAn
UBNDtinh u6c 1

(2) N kfi6ng voi so trinh - Ven ban cua Chri tich IIBND
tinh vA viQc kh6ng c6p gi6y ph'5p

thnnh Qp vA kh6ng c6ng nhfn
didu lQ qu! (dd dto.c Ldnh dqo
UBND tinhbit);
- Ven ban cta Chri tich UBND
tinh vd viQc yOu cAu thritn dinh lai,
b6 sung h6 so (dA duqc Ldnh dqo

cta SdNOi vu:
- Kf van brim vA vi€c l*r6ng cip gitiy ph6p
thAnh 10p vi kh6ng c6ng nhQn didu lQ qui;
hoac ky' tan nao\ vin ban de nghi tham
dinh l?r, b6 sung h6 so;
- Chuy6n t6t qure giA quy6t trd so/van ben
d6n c6ng chrlc-duqc phan cdng tiiip nhfu h6
so cria Vin UBNDtinh u6c I UBND tinh

C6ng
ttugc

chftc tre qui glal so dinh cua Chtl tich UBND 1,0 ngAy

phAn
ti6p

hd so

Trung tam PVIICCT (c6ng chrlc mot crla
cua Sd N0i w) (Buoc 1 e).

VAn
I'BND

- Van ban cua Chtl tich UBND
tinh vdi viQc kh6ng cAp giAy phdp

thanh hp vi kh6ng c6ng nhAn
(diAu le quy cla drqc vac) so va

Budc 17 K'
duyQt h6
s(}

Bu6c l8 unuyen
fie ket
qua gidi
quy6t/trd
so
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Don vi
thrrc hi€n

Budc
thuc hi0n

T6n bufc
thuc hiOn

Trich nhiQm
thuc hiGn

NQi dung c6ng viQc thgc hiQn Bi6u m6u, k6t qui Thdd gian

Trung tAm
PVHCCT

Bu6c 19

Budc 20

- VAn
tinh vA

ban cua Cht tich UBND
y6u cAu thAm dinh 1+1,

so (dd ifugc vdo s6 vdb6

C6ng chfc
mQt cua cua
SdNOi vu

(l) qua h phdp dinh cta Ch$ tich UBND
qu!/vin ban

thanh l{p vn

hqp ki6t qua

tinh
c6ng

cAp gi6y ph6p thnnh
nhfn diAu lQ qu!;

Qp vn

UBNDVen ben cua Chri dch

kiSt quA gi6i quyiit di5n bu6c trd

tinh vA
thenh
oreu le

viQc kh6ng c6p gi6y phdp
lfp vn kh6ng c6ng nhfn
quy;

H6 so trinh cria Sd
a) qua h v:an bam

h6 so:
nghi - VAn ben cua Chri tich IJBND

tinh vA viQc y6u cAu thAm dinh lai,
b6 sung hd so;
- H6 sotinh cua SdNQi vU.

dinh 1?i, b6 sung
- I lep
tinh v€
hr5 so;

nhin vEn ban qia Cht tich LIBND
vifu y€u cAu thAm dinh lar, b6 sung

Chuy6n vln ban <tiin c6ng

Dde
chtic chuy€n

mOn
muu

Sd NOi vu @u6c ti6p tuc tham
theo

nhAn t6t
qui gi6i
quy6trrrd
so

Trd
quigini
quy6t h6

so

1,0 ngiy

COng chuc
m6t cua cta
SdNQi vu

- Vio s6 theo d6i ti6p nhfn h6 so;
- Kf s6 h6 so, kiSt qui giAi quyiit vi chuydn
vio kho luutrttheo quy dinh;
- Chuy6n k6t qui giAi quy6t, tr6 so d6n c6ng
chr?c chuy6n m6n Sd NQi vU d6 luu theo
quy.dlnh;
- K6t ttlic quy trinh (sau kti trle k6t qua).

- Quy6t dinh crla Chri tich UBND
tinh c6p gi6y phdp thanh lgp vn
cdng nhin didu lQ qu!;
- Ven ban cta Chri tich UBND
tinh vd viQc kh6ng c6p gr6y phdp
thdnh lfp vi kh6ng c6ng nh{n
di€u lQ qui;
- Th6ng b6o ttr chiii gini quy5t h6
so cta SdNQi qr.



ll
Dol vi

thuc hi6n
Budc

thuc hi6n
TOn burfc
thuc hiOn

Trich nhiQm
NQi dung c6ng viQc thgc hiQn

th
Bi6u miu, k6t qui di

so duo. c luu tai S& NOi vu theo quy dinh hiQn hanL co
- H6 so da tii5p nh{n cria ban s6ng lfp qu};
- H6 sq tai fieu phAt sinh trong qu6 trinh gini quytit;
- Kiit qua eiai quv6t.

2. Tht tgc c6ng nhgn qui tti ili6u kiQn hogt tlQng vi c6ng nh{n thinh vi6n HQi ildng quin I qui; c6ng nh$n thay
d6i, bO sung thirnh vi6n HQi tldng quin $ qui

- M6fiHC: 1.013018;

- C6 02 quy trinh.

2.1. Quy trinh giii quy5t thri tgc cOng nhfln qui iti tlilu kiQn hogt ilQng vi c6ng nh$n thlnh vi6n HQi tldng quin $
quy; cOng nn$n tnaie6i, U6 sung thinh vi6n ffqi tltng quin ry quy 6ruirni nqp cOng nl$n quf tlt di6u kiQn hogt tlQng vA

c6ng nh$n thinh vi6n HQi tldng quin $ qui)
- Md quy trinh: 1.013018-01;

- Thdi gian gi6i quyiit: 60 ngdy lim viQc, kr3 tt ngdy nhAn dt h6 so hqp lQ.

Don vi
thuc hi6n

Bufc
thuc hi6n

TOn bu6tc Trich nhiQm
th th itl

NQi dung c6ng viQc thqc hiQn Bi6u mAu, ktit qui Thtri gian

Trung tAm
PvtICCT

Bu6c I
nhan
hd so

C6ng chfc mQl
ota cta Sd NOi
vu

(1) N6u h6 so tliy dri vi hcp lQ:

- Ki6m ta, srl dpng dt
d6n d6 kiiSm trath6ng tin
- Cdp nh0t thdng tin ci
Phfln mAm;

liQu c6n cudc c6ng
ngudi nQp h6 so;
nhen, t6 chrlc vao

^.4- I lep nhAr\ in vd grli Gi6y ti6p nhfn h6 so
vi he.n trd
- Qudt phan h6 so;

chrlc chuy6n m6n
SdN6i vu (Buoc 2).

nhan so vi hgn trd
01;theo mau so

cua quy.

0,5 ngiy



t2

Eon vi
thuc hiGn

Butrc
rh ril

TGn
th

Tr6ch nhiQm
th

C6ng chlc
chuy€n m6n Sd

NQi vu

tleo
chuyOn m6n S0

NQi vs

NQi dung cdng viQc thgc hiQn Bi6u mAu, k6t qui
(2) N
l9:

so chrra dt hoac chua hqp yeu hoin
thiQn hd so theo m6u

Hudng dan, in vA gui c6 nhdrU t6 chric
b6 sung, hoan thiC.n hd so;
trinh.

Phi6u yeu cau
K6t thric

(3) tr! nhfn gini
03.lu quy& trO so theo m6u

kr
ti6p.nhfln
- K€t thfc

giii quyiit hd so;
trinh.

- Tham muu ven bdn grli t - Dg thio vAn bnn gui
co guan li6n quan;
- H6 so cta qu!.

! 3,0 ngdyso
co quan li€n quan;
- Chuy6n h6 ss tlnh den Lenh d4o Phdng
chuy€nm6n SdNQi 4r @u6c 3).

tra so tinh; - Dg th6o v[n bnn gui
co guan liOn quan;
- H6 so cria qu!.

! 2,0 rgdy
- X6t duyQt, tinh Lanh dao Se Noi vu lcj
duyQt vtrn bAn gui 6y j ki6n co quan li€n
quan;
- Chuy6n h6 so trinh <l6n Lnnh d?o Se NQi

tt6c 4

Sd NOi vu BuOc2

Bu0c 3

Tham
muu

vdn ban
gui 6y
. , .l
v Kren
r.lem

tra, x6t
duy€t h6

so srii
b'Y i,
ki6n

Buoc 4 Ki
duy6t h6

so grii
t6'v.!'
ki6n

Lanh dao Sd
NOi vu

- Ki6m trah6 sotinh;
- Kf duyQt vin brin gui 6y f kiiSn co quan
li6n quan; .
- Chuy0n h6 so d€n c6ng chrlc chuyEn m6n
S&NOi vu Guoc fl.

- Ven ben g0n lAy y ki6n co quan
li€n quan (dd tuw Ldnh dqo Sd
w);
-H6 so cria qu!.

1,5 ngiy

Bu6c 5 Gti h6
sodyf

, .A
l<ren

C6ng chric
chuy6n m6n Sd

NOi vu

voi VAn thu vao ky Ven ben gui co qrum
vd cl6ngd6u

li€n
vdn b6n Sin #iy ! kii5n co quan dtqc vdo so

quan;
Grli hO so d6n co liOn

1,0 ngdy
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Don vi
thuc hiOn

But6tc

thuc hi0n
T6n bufc
thuc hi0n

Trich nhiPm
N$i dung c6ng viQc thgc hiQn Bi6u m6u, k6t qui Thdi

th
voi n0i VAn ban t voi n0i d]r"g

s6 vd
16,0Co quan

.t .,ayy
duo. c
kiiln

dinh sd 1

Crli dung ,grri;
tl6n Sd

tluo. c (1e nghi @a ihto. c vao

Gui van ban N0i vu (Bu6c 7) n;, sg);
-H6so dinh kdm

C6ng chrlc nhan van ben g6p tir co quan duo. c Ven ban dinh cua co quan 1,0 ngdy

m0t cta cua gui Kren; li€n quan;
- H6 so dinhsd NQr vu no so d6n c6ng chrlc chuy€n m6n kdm @6u ai).

SdNOi w @uoc 8).

C6ng chr?c (1) so chi kiQn gini - DU thao vtrn ban hinh Chtl tich
UBND tinh c6ng nhfln qu! tlti
diAu kiQn hoat dOng vi c6ng nhfn
thanh vi€n HQi it6ng quan li qu};
- DU thao quy6t ai*r cua Chir tich
IIBND tinh c6ng nhfln qu! dti
<li€u kign ho+t dQng vi c6ng nhfn
thinh vi€n HQi ddng qu,frm li qu!;
- Ven ban thAm dinh cia co quan

L2,0

chuy€n m6n
SdN0i vu

- Tham muu vin bAn trinh Cht tich UBND
tinh c6ng nh6n qug dri diAu kiQn ho4t dQng

vd c6ng nhfn thanh vi€n Hli ddng quan I
qg (d{ryh kim dr thdo ryyAt dinh);
- Chuy6n h6 so trinh den Lanh tl4o Phdng
chuy6n m6n SdNQi vU @u6c 9).

li€n quan;
- .hro so cua

a) N so chua (Iu kiQn giei DU thio vln ban nghi
Tham muu van ben oe nghi quy srmg, sung, hoan thi€n h6 s0;

hodn thi€n no so; Vdn ban tham dinh cria co quan

- Chuy6n hd so ninh d6n Lenh dao Phdng li€n quan;
- H6 so criam6n Sd

(3) N
quy6t:

so lfi6ng dtt kiQn glar Th6ng b6o ttr Crai
so;

Tham muu van ban re no so cho quy @au Vdn ban thAm dinh cria co quul
rd li' do * chifi gtai quYdtl;
- Chuy6n h6 so trinh tt6n Lenh d4o Phdng

li6n quan;
- Hd so cria qu!.

m6n Sd

Co quan
tluo. c gui
ray y K1en

Bu6c 6 Gui y
kitin vd
sdNoi

nhan
v6n ban

e6p!

hqp,
thAm
dinh hd
so

SdNOi vu Buoc 7

Buoc 8
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Don vi
thuc hiOn

Bufc
thuc hiOn

TGn bufc
th

tra, xdt
duyQt h6
so

Tr6ch nhiQm
thqc hi0n

N$i dung cdng viQc thu. c hiQn Bi6u m6u, k6t qui

2,0 ngiy

Thdri

Budc 9

Buoc 10

Ldnh dpo Phdng
lhuy€n m6n Sd

NOi vu

(l) N6u h6 so <ill di6u kiQn giii quy6t:
- Trinh Lenh dao Sd NQi vu lcy duyQt ven
ban hinh Chri tich UBND tinh c6ng nhgn
qu! rtri diAu kiQn ho4t dQng vd c6ng nh{n
thnnh vi€n H$i d6ng quan $ qu! (dlnh kim
dr tkio quyAt dinh);
- Chuy6n h6 so tinh d6n Lanh deo Sd NOi
w @uoc 10).

- Dg thio vdn bAn tinh Chri tich
UBND tinh c6ng nhfln qu! dri
di6u kiQn ho4t dQng vi c6ng nhfn
thenh vi6n HQi d6ng quAn lj qu!;
- DUthAo quy6t ainh cria Chri tich
IIBND tinh c6ng nhfn qu! dri
tli6u kiQn hoat tlQng vi c6ng nhgn
thinh vi6n HQi d6ng quan g qu!;
- VEn ben tlrAm ai*r cria co quan
li€n quan;
- H6 so cria qug.

gi6i

co quan

du

(2)N so chua dri kiQn gini D1r thio vtrn ban nghi
hoan thiQn h6 so;
bAn thArn <linh cia co quan

- Trtnh Lenh dao Sd N$i vp kf duyQt vnn
ban dd nghi qu! b6 sung, hoan thi€n h6 so;
- Chuydn h6 so tinh d6n Lenh <l4o Sd NQi

sung,
VAn

(3) N
quy6t:

so kh6ng <lti

u6c 10
(l) so dri kiQn gini

li€n quan;
- H6 so crla

kiQn giAi thdo th6ng b6o ttr
I

-Du
quyet no so;
Ven ben tham dinh crla

UBND tinh

li6n quan;
- H6 so cria qu!.

- Ven ban ttnh Chi tlch UBND
tinh c6ng nhfln qug dri di6u kiQn
hogt tlQng vd c6ng nhAn ftanh
vi0n HQi <l6ng quAn l! q8 @d
Aryc Ldnh dqo Sd hi);
- DU thio quy6t ai*r cua Chri tich

- Trinh Lanh d?o Se NQi vU ky duyQt vdn
ben M hd so cho qu! @Au rd lj'do til chiii
sidi quydi;
- Chuy6n h6 so trinh d6n LAnh dao S& NQi

- Kf duyQt vEn ban hinh Cht tich UBND
tinh c6ng nh6n qug dri didu ki€n hoat dQng
vd c6ng nhfln thdnh vi6n HQi ddng quAn Iy
qt! (diyh kbm &t thdo qtty& d!nh);
- Chuy6n h6 so d6n c6ng chr?c chuy6n m6n
Sd u6c 11

K),
duyQt h6
so

Ldnh deo Sd
NQi vs

2,0ngiry
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Don vi
thuc hi6n

But6tc

thuc hi6n
TGn bufc
thuc hi6n

Tr6ch nhiQm
th

NQi dung cOng viQc thgc hiQn Bi6u miu, kdt qui Thdi gian

Q) so chua du ki$n giai
K), duyQt vin bnn dd nghl qu!

thiOn h6 so;
sung,

hoan
- ChuyAn h6 so d6n c6ng chrlc chuy6n m6n
SeNQi 4r @uoc 11).

(3) so lfi6ng ihi ki€n gidi
quyiSt:

- Kf duyQt veg bnn tri h6 so cho q,ti (nAu

rd li do tir chdi giAi quyAt);
- Chuy&r h6 so tltin c6ng chuc chuy6n m6n
sd u6c 11

nhAn
quy;
quan

1i6n quan;
- Hd so cria
- Ven ban nchi sung, hodn
thiQn hd so Qlti drqc Ldnh dqo Sd

w);
- Ven ban tham dinh cria co quan

Ii€n quan;
- H6 so cta
- Th6ng b6o tt giei
so (ild drqc Ldnh dqo So W);
- Ven ban thArn dinh cria co quan

li€n quan;
--.1- tro so cua quy.

- VAn ban tinh Cht tich UBND
tinh c6p gi6y.ph6p thinh lfp vd
c6ng rlhan di6u lQ qu! (dii dto. c
vdo s6 vd d6ng ddu/lcj, s6);
- DU thio quy6t dinh cua Chri tlch
UBND tinh c6ng nh{n qu! ilti
ttiAu kiQn hoat d0ng vi cdng nhfn
thanh vi6n HQi tl6ng quan I qu];
- VAn ban thAm dinh cria co quan

li6n quan;
- Hd so cua

Bu6c 11 Hoan
thiQn h6
so trinh
Chri tich
I]BND
tinh

C6ng chrlc
chuy6n m6n
Sd NOi vu

(1) N6u h6 so thl t!i6u kiQn giAi quy6t:

- Ph6i hap voi VIn thu vdo s6 vi d6ng
a6usi so dtSi voi van ban tinh chri tich
i-rSND tinh c6ng nhfln qui <tri diAu kiQn
hoat dQng vi c6ng nhAn thAnh vi6n HQi
<I6ng quan I qui;.
- Chuy&r h0 so tl6n c6ng chrlc mQt cua cta
SdNOi w @u6c 12).

1,0 ngiy

(2) N6u hd so chua ttri didu kiQn gi6i quy6t:
- Ph5i hsp voi V[n thu vdo s6 vi d6ng

- Ven ban
hd so

nchi 'Tc,1oTvao so va
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Don vi
thuc hiOn

Bufc
thuc hi0n

TOn burlc
thuc hi0n

Trdch nhiQm
thuc hi€n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thdi

v6i v[n bin nghi sung, cl6ng
hoan thi€. n h6 so;
- Chuy6n h6 so d6n c6ng chrlc m6t crla cta
SdNOivu@udc l);
- Sau lfii ti6p nhin hd so b6 sung tir cd
nhen, tO chrtc, c6ng chrlc mQt cria S0 NQi
vg chuyEn h6 so. d5n c6ng chrlc chuy6n
m6n Sd NQi vu dE tiiip tUc giAi quy6t theo

(3) )r6u h6 so kh6ng dri didu kifu erei
quy6t:
- fh6i hgp vdi VIn thu vdo s6 vi. t16ng
ddu&y sO tltii vdi th6ng beo fi ch6i giei
quy6t trd so;
- Chuy6n h6 so dtin c6ng chrlc mgt cria cria
S&NOi vu Gu6c 20).

- Th6ng b6o tir chtii gi6i quy6t h6
ss (dA Arqc vdo s6 vd itdng
aiiuttcl siil.

Bu6c 12 cui
so trinh
Chri tich
UBND
tinh

C6ng chric
mQt cta cta
SdNOi vu

(1) so ou kiQn Ciai - VIn ban hinh Cht tich IJBND
tinh c6ng nhfn qu! thi diAu kiQn
ho4t tlQng vi c6ng nhAn thenh
vi€n HQi tt6ng quan ry q$ @a
dtto. c vdo s6vd d6ng ai*1 s61;
- Dg thdo quy6t Cintr cria Chi tich
UBND tinh c6ng nhfn qu! dri
tli6u kiQn hoat dQng vi c6ng nhQn
thinh vi6n HQi d6ng qutn lj qu!;
- VAn ban them dinh cria co quan

Chuydn h6 so trinh d6n Ven
ttnh (Buoc l3).

phdng UBND

li€n quan;
- H6 so cria

1,0 ngdy

(2) N6u h6 so chua dri didu kiQn giii quyiSt:.
- Grli ci nhen, t6 chrlc vin ban dA nehi bo

- Ven ban <td nghi b6 sung, hoin
thi€n h6 so (tlti tfuo. c vdo s6 vd bi'
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Don vi
thrrc hiOn

Bu16'c

thuc hiGn
TGn bufc
thuc hi€n

Trich nhiQm
thuc hi€n

NQi dung c6ng viQc thqc hiQn Bi6u mfiu, k5t qui Thdi gian

Bu6c 13

Budc 14

nhan no
so trinh
Chi tich
UBND
tinh

sung, hoan thi€n so;
Sau khi ti6p nhin hd so DO

oen
sung tt c6
c6ng chr?cnhan, t6 chric thi

mon s& thArn

VAn
phdng
IIBND
tinh, Cht
tfch
UBND
tinh

C6ng chrlc
<luq,c ph4n
c6ng ti6p
nhan h6 so
cria Ven
phdng IIBND
tinh

- Ti6p nhAn, ki6m tra h6 so;
- Chuy6n h6 so d6n.c6ng chrlc chuyGn m6n
duo.c phin c6ng thAm ta hO so cta V[n
phdng UBND tinh @uoc 14).

so trinh cua Sd NQi vU,
+ Ven ban trinh Chn tich UBND
tinh c6ng nh6n qu} dri diAu kiQn
ho+t dOng vi c6ng nhAn thnnh
vi€n HQi ddng quan lj qu!;
+ DU theo quy6t ai*r cua Chri tich
IIBND tinh c6ng nhfln qu! dti
di6u kiQn hoat dOng vd c6ng nhfln
thnnh viOn HQi tl6ng quan lj qu!;
+ VAn ban thArn dinh c0a co quan

li6n quan;
+ Hd so cua

1,0 ngdy

I nam
tra,
tham
muu
sini
quy6t tro
so

C6ng chrlc
chuyOn m6n
ttugc . phdn
c6ng th0m tra
hd so cria Vdn
phdng UBND
tinh

ttlmu-6ng ntrtit v6i h6 so tinh cua S&

NOi vu:
- B6o c6o, d6 xu6t x6t duyQt hO so tinh cria
SdNOi vu;
- Chuyiin h6 so trinh <l6n Lenh <t4o Phdng
chuy6n m6n Vdn phdng UBND tlnh xdt
duy_ct (Bu6c l5).

so trinh cua Sd NOi w,
+ Ven ban trinh Chri tich UBND
tinh cdng nh$n qu! dri didu ki€n
ho4t dQng. vi c6ng nhan thenh
vi€n HOi <l6ng quan lj qui;
+ Du thdo quytit tlinh cua Chn tich
UBND tinh c6ng nhdn qui dt
<li€u kiQn ho4t dQng vi c6ng nh{n
thanh vi6n HOi d6ng qu,Am ry qui;
+ Vdn ban tham dinh ctia co quan

li€n quan;
--t+ tlo so cua quy.

- Vfn ban b6o crio, il€ xudt giai

8,0 ngiy
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Don vi
thuc hi€n

Budc
thuc hi0n

TGn budc
thuc hi6n

Trich nhiQm
thuc hi0n

N$i dung c6ng viQc thgc hiQn Bi6u miu, k6t qui

Bu6c 15 <leo

chuyCn m6n'
Vdn phdng
IIBND tinh

a) kh6ng voi so trlnh sotrinh cta SdNQi vg,
qla SdN0i vu:
- B6o crio, AA xu6t m n6 so dd nghi Sd NQi
w trAm dinh lei, b6 sung h6 sq ttr ch6i;
- Chuy€n h6 so trinh d&r LAnh <l4o Phdng
chuy€n m6n Vln phdng UBND tlnh xdt
duyQt (Bu6c 15).

+ Ven ban trinh Cht tich UBND
tinh c6ng nhfln qu} iili di6u kiQn
hoAt vi c6ng nhAn thanh
vi€n HQi quan If qui;
+ Vdn briLn ttinh crla co quan
li€n quan;
+ H6 so cta qu!.
- Ven ban b6o c6o, dA xu6t ttrAm
tlinh lai, b6 sung h6 sq tt ch6i

K.lem

tla, x6t
duyQt hd

so

(l) vdi so trinh cria Sd
NQi vu:
- Xdt duyQt b6o c6o, dd xu5t ky duyQt hd so
hinh cta SdNOi vu;
- Chuy6n h6 so tinh d6n Lanh <leo Vin
phdng UBND tinh @u6c 16).

- H6 sotrinh crla SdNQi vB, g6m:
+ VAn ben toinh Chri tich UBND
tinh c6ng nh6n qug dri di6u kiQn
ho4t <lQng vi c6ng nhAn ftanh
vi€n HQi d6ng quan lj quf;
+ DU thio quytit dlnh cua Chri tich
UBND tlnh c6ng nhfln qu! <tri

tli€u kiQn hoat tl$ng vd cdng nh6n
thdnh vi6n HQi <l6ng quan ry qu!;
+ Vdn ben thfun dinh cta co quan
li€n quan;
+ H6 so crla qu!.
- Ven ben b6o c6o, dA xudt giai
quy6t.

2,0 ngiry

(2) N€u kh6ng th6ng nhAt vdi h6 so trinh
cua SdNQi vr,r:

- X6t duyQt 86o c6o, AA xu6t tra hd so dA
nghi Sd NQi vu thAm dinh lar, b6 sung hd
so, tir ch6i;
- Chuyi5n hd so tinh d6n LAnh dao Vln

- H6 sotlnh cria SdNQi vp, g6m:
+ Ven ben trinh Chi tich UBND
tinh c6ng nhfln qug dri di6u kiQn
ho4t vi c6ng nhan thenh
vi€n HQi qudn V qu};
+ Vln ban dinh cua co quan
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Dont
thuc hi6n

Bufc
thrrc hi6n

T0n bufc
th

Tnflch nhiQm
th

NQi dung c6ng viQc thgc hiQn Bi6u mAu, k6t qui Thdi giar

phdng UBND tinh @u6c 16). li6n quan;
+ Hd so cria qu!.
- Van ban b6o c6o, <IA xult thAm
dinh lal, b6 sung hd sq tr) chiii

Bu6c 16 x6t
duyQt h6

so

Ldnh ilao Vin
phdng UBND

tinh

(1) N v6i so trlnh cia Sd sohinh cria SdNOi vu,
NQi vs:
- X6t duyQt b6o c6o, CA xu6t fy auypt trO so

+ VAn ban trtnh Chti tich UBND
tinh c6ng nh6n qui <hi diAu kiQn
ho+t dQng vd c6ng nhan thenh

.^ --^. -tvren tl9r oong quan ly quy;
+ Du theo quyet dinh cua Cht tich
UBND tinh c6ng nhfn qu! dti
diAu kiQn hoat d0ng vi cdng nh6n
thenh vien HOi d6ng qutur lj qu!;
+ Van ban thArn dinh ctia co quan

li6n quan;
. -'.:+tlo SOCUaqUy. .
- V[n ban birc cdo, dO xudt giai

tinh qla SdN$i 4r;
- Chuy6n h6 so trlnh d6n LAnh d4o IIBND
tinh (Bu6c 17).

a)
cta

1ft6ng v6i so trinh so trinh cua Sd NOi vU,

SO NOi vu:
aA xu6t tra hd so ild
dinh ler, b6 sung h6

+ Ven ban trinh Cht tich UBND
tinh c6ng nh@n qu! dri <ti€u ki€n- Xdt duyQt 86o cilo,

th.imnchi S0 NOi vu ho4t vi c6ng nhAn thanh

so, tir cnor; vi6n HOi quan $ qui;
- Chuyiin h6 so ninh itiSn Lanh dao UBND
tinh (Budc l7).

+ VAn ban tlinh cta co quan

li6n quan;
+ H6 so cria qu!.
- vIn b6n bio c6o, dA xu6t tham
dinh 1+r, b6 sung hd so, tU ch6i

2,0 ngiy
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Don vi
thuc hi0n

Bufc
thuc hiOn

TGn
th

Ky.
duyet h6

so

Trich nhiQm
th
Ldnh dao

UBND tinh

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui

Budc l7 (1) N6u th6ng ntrAt vdi h6 so trinh cua Sd
NOi vu:
- Kf ban henh quy6t Ai*r cOng nhfn qu! <tt
di€u kiQn hoat d0ng vi c6ng nhan thanh
vi€nHOi d6ng quan V qu9;
- Chuytin t6t qua giai quy6t d6n c6ng chric
tlugc phdn cdng tiiip nhfn hd so cria Vin
phdng IIBND tinh (Budc 18).

dinh cfia Chl tich UBND 2,0ngiry
tinh c6ng nh{n qug dri diAu kiQn
ho4t dQng vi c6ng nhAn thenh
vi6n HQi ddng quen l! qtg @A
ttuqc Ldnh ilqo UBND tinh lcj));
- H6 so trinh cta Sd NQi vU.

- Ven bam cua Chi tich LIBND
tinh v€ viQc kh6ng c6ng nhin qu}
<hi didu kiQn hoat dQng, thanh vi€n
HQi d6ng Suen ly qtt! (dA Atqc
Ifrnh deo UBND tinh bJD',

- Ven bAn cua Cht dch UBND
tinh vA viQc y6u cAu thAm dinh lei,
b6 sung hd ;o (da drqc Lc;h dqo
UBND tinh

dinh cua Chrl tich UBND 1,0 ngiy
tinh c6ng nh$n qu} dt diAu ki€n
ho4t <lQng vi c6ng nhan thenh
vi6n HQi ddng quan l! quj (dd
&ryc vdo sii vd it6ng aifutlcy si\;
- Vln ben cua Cht dch UBND
tinh vA viQc kh6ng c6ng nhin qu}
dri <fiAu kiQn hoat dQng, thnnh
vi&r HQi tl6ng quan 1! qtg.@A
d*qc vdo sii vd il6ng Aiu/bi sii);
- VAn ben cua Chi tich UBND
tinh vA viQc y€u cAu thAm dinh lai,
b6 sung hd so (da dro. c vdo s6 vd

a) kh6ng voi so trlnh
ola SdNOi vu:
- Kf vAn ban vA viQc kh6ng c6ng nhfln qu!
dri <ti6u ki-6n hoat d0ng, thnnh vi6n HOi
ddng .qu,iLn lj.qufl hoflc ky ban hanh vdn
ben dd nghithAm dinh lei, b6 sung h6 so;
- Chuy6n t6t qua giai quy6t hO so/v[n ban
diSn c6ng chrlc <tuo. c phdn c6ng ti6p nhAn h6
so cta Vln UBND tinh I

tre qui giAi so
Trung t6m PVHCCT (c6ng chtrc mQt cta
cria S&NOi vu) (Buoc 19).

Bu6c 18 C6ng chric
dugc ph6n
c6ng ti6p nhfn
hd so cua Vdn
phdng UBND
tinh

tre
qui.gi6i
quyOt/h6

so
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Bi6u miu, k6t quiNQi dung c6ng viQc ttrgc hiQn
Tr6ch nhiQm

th
Do:r vi

rh
Bufc

rh
TGn buritc

ho4t itQng. vd c6ng nhAn thenh
vi6n HQi <l6ng quan I qu];
- Vnn ban cria Chri tich LJBND
tinh vE vigc lfi6ng c6ng nhfn qu!
dri diAu ki€n ho4t tlQng, thinh vi€n
HQi ddng quAn I qu];
- H6 sotinh cua Sd

tichChticua UBNDdinh
du ttidutinh kiQnqnhAn u!cOng

k6t

1,0 ngiy

- VAn ben cua Chl tich UBND
tinh vd viQc y6u cAu thAm itinh lai,
b6 sung hd so;
- H6 so trinh cria S& Noi vu.

- Ti6p nhin vin ban cua Chri tich UBND
tinh vA viQc y6u cAu thfun dinh lgi, b6 sung
h6 so;
- Chuy6n viin b6n diSn c6ng chr?c chuy6n
m6n Sd NQi vu @uoc 2) d6 ti6p tuc tham

nghi
so:lei,

h bilnvtrnquaQ)
nobodinh sung

theomrru

Bu6c 19

qua giAi
quy6titr6
s0

nhan trit cria 56 N
chtc

hoat d0ng vi cdng nhan Otenh

vi€n HQi d6ng quan I qu];
- VAn ban cua Chrl tich IIBND
tinh vd vi€c kh6ng c6ng nhfln qu}
rfti di6u kiQn hopt dQng, thanh
vi6n HOi diing quan If qu};

Th6ng tao tu ctr6i giai quydt trd
so cria Sd N

tichdinh
ki

UBNDcua cht
<li6udntinh e.nnh$n quyc6ng

vdo ltro luu trt theo quy dinh;
- Chuy6n k6t qun giai quyiSt, h6 so d6n c6ng
chrlc chuyEn mOn SO NQi vu d6 luu theo
quy dinh;
--Ki5t thric quy tinh (sau ktri tre k6t qua).

Vdo so;
so, gral

d6itheo nhAn
vanoso k6t chuyGnqua quytitKy

Trung tflm
PVHCCT

Bu6c 20
qui gi6i
quy6t trd

so

Tri C6ng chuc mQt
cria cua Sd NQi

w

-H6
-H6

co
so dE titip nh{n cua qu};

tdi sinh

so duga luu t4i Sd NQi vU theo quy tlinh hien hen},

tinh
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2.2. Quy trinh girii quytit thri tgc c6ng nhQn qui .Ifr tti6u kiQn ho4t tlQng vi cOng nhin thinh vi6n HQi ddng quin lf quS;
c6ng nhgn thay tl6i, b6 sung thinh vi0n HQi tl6ng quin $ qui (truhg hgrp cdng nhsn thay d6i, b6 sung tnUn viOn U-Ei
tliing quin V quf)
- ME quy trinh: 1.013018-02;

t6 ttr- Thdi 60 ldm ttrl hd so

Don vi
thuc hiOn

Bufc
thuc hiOn

TGn bu6tc
thuc hi€n

Tr6ch nhiQm
thuc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Iil"*"
- filt qua giai quyiit.

rlga:

Don vi
thuc hi6n

Bufc
thuc hiGn

TGn Trdch nhiQm
th m iI NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thdi gian

Trung tiim
PVHCCT

Bu6c I r lep
nhan
hd so

C6ng chr?c

mQt crla cria
S&NOi vu

(l) N6u hd so <t6y drt vi hqp lQ:

- Ki6m tra, srl dung dt li€u cEn cudc c6ng
Aan C6 ti6m ta th6ng tin nguli n$p hd so;
- Q4n rqtgt th6ng tin c6 nhdn, t6 chr?c vdo
Ph6n m6m;
- Ti6p nhin, in vi grli Gi6y ti6p nh6n h6 so
vi he.n trd k6t quA;
- Qudt (scan), kli s6 thanh phan hd so;
- Chuy6n h6 so d6n c6ng chrlc chuy6n m6n
SdN6i vu @udc 2).

- Gi6y ti6p nhan h6 so vi he.n tri
kiSt qua theo m6u sti 0l;
- H6 so cta qu9.

0,5 ngdy

(2) N6u h6 so chua <tdy drl ho[c chua hgp
1€:

- Huong d6n, in va gui cA fien, t6 chrlc
Phitiu y€u cAu b6 sung, hoan thiQn h6 so;
- K€t thric quy trinh.

- Ven ban <td nghi b6 sung, hoan
thiQn h6 so.

(3) N6ut6 so kh6ng tlung quy dinh:
- Tir ch6i ti€p nhfn h6 so (nOu 16 V do);
- In vi gui c6 nhdru t6 chfc phitiu tu ctrOi
ti6p nhfn gini quy6t h6 so;
- K6t thtc quy tinh.

- Plri6q ttr ch6i ti6p_nhfn gini
quy€t h6 so theo m6u sO 03.

SdNOi vu Bu6c2 Tham C6ne chfc - Tham muu vin ban gui h6 so ldy f ki6n thAo vin bin 3,0 neiy
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Don vi
thuc hi6n

Bufc
th

TGn bufc
th

Tnflch nhiQm
thuc hi0n

N$i dung c6ngviQc thgc hiQn Bi6u mlu, k5t qui Thdi gian

mlru
v6n bin
grli 6y
v Kren

chuy6n m6n
SdNOi vu

co quan li6n quan;
- Chuyi5n h6 so trinh <l6n Lenh tlao Phdng
chuyEn m6n SdNQi vu (Bu6c 3).

co quan li6n quan;
- Hd so cria qu!.

Bu6c 3 LAnh d+o
Phdng chuydn
m6n SdNOi

w

ta, x6t
duyQt hd
sg eui
l6v V
ki6n

ta so trinh; - DU th6o vnn ban grli
co quan li€n quan;

- -).- fro so cua quy.

2,0 neilyv
- X6t duyQt, tinh Lanh tt+o Sd Noi vu lcj
duyQt vIn ban $li l6y f kiOn co quan liOn
quan;
- Chuy6n h6 so trinh den L^Anh dao Sd NOi

Bu6c 4 K),
duyQt hd

so gui
tay y
ki6n

Budc 5 Gui
sodyj

ki6n

Lenh d4o Sd
NOi vu

- Ki6m tra hO so trinh;
- Kf duyQt vdn ban glii 6V f ki6n co quan
li6n quan;
- Chuytin h6 so ii5n c6ng chr?c chuy6n m6n
Sd NOi vu (Budc 5).

- V[n ban grti l6y f ki6n co quan

li€n quan (dd fuqc LZmh dqo Sd

b):,
- HO SO cua quy.

1,5 ngdy

C6ng chrfu
chuy€n m6n
SdNOi vu li6n quan;

- Gti hO so diin co quan liOn

:T[5i hsp vdi vdn thu vio s6, hj s6/tl6ng
d6u d6i voi vin bAn crii 6y y ki6n co quan

(Budc 6).

Ven ban gii co quan
vd ddngcfirdc vao so

1,0 ngdy

16,0 ngiyCo quan
<lusc gui
layy Klen

Bu6c 6 Gui V
. .t !
Klen ve
seNoi

Co quan dugc
,. ,r , t .tgtn ray y Kren

lPh6i hqp ffin dinh ho so tltii voi nOi

dung dugc dA nghi;
- Grli vdn ban d6n SdN0i vu @udc 7).

Ven bAm v voi nQi dung
dugc 116 nchi (dd ifuo. c vdo s6 vd
rE s!)i
- H6 so tlinh kdm

1,0 ngiySdN0i vu Bu6c 7 I lep
nhAn

vin bAn

e6p f

C6ng chric
m6t crla cta
SdNOi vu

nhfu vdn bin g6p tir co quan ttugc
grli ki5n;

hd so d6n c6ng chrlc chuy€n m6n
SdN0iw@udc 8).

- VEn ban <linh cua co quan

li€n quan;
-Hd sodinhkdm (nduc6).
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Don vi
thuc hi0n

Bu6,c
thuc hiOn

TOn bufc
thrrc hiOn

Trich nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hi$n Bi6u miu, k6t qui Thli giar

Bu6c 8 T6ng
hop,
tham
dinh
so

hd

C6ng chrlc
:huy€n m6n
SdNOi vu

(l) N6u hd so dt diOu kiQn giii quy6t:
- Tham muu vdn ban trinh Chrl tich UBND
tinh c6ng nhfln thay d6i, b6 sung thanh vi6n
HQi ddng quan I qu] hoflc c6ng nhAn HOi
ddng quan I qu] nhiQm lc] ti6p theo (diinft
lim dq thdo.quyit dinh);
- Chuy€n h6 so trinh tlOn LEnh tl4o Phdng
chuy6n m6n Sd NQi vU @u6c 9).

- DU th6o vln bAn trinh Chrl tiph
UBND tinh c6ng nh{n thay d6i,
b6 sung thAnh vi6n HQi d6ng quan
lf qui hoac c6ng nhfln.HQi rl6ng
qunn I qu] nhiQm k] ti6p theo;
- DU thio quyet dlnh cria Chri tlch
UBND tinh c6ng nhfn ttray d6i,
b6 sung thdnh vi6n HQi it6ng qu,im

$ qu! ho{c c6ng nhfn.HQi d6ng
quin lf qu! nhiQm kj ti6p theo;
- Vnn ban tham dinh crla co quan
li€n quan;
- H6 so cta quV.

L2,0 ngdy

- DU theo vnn b.an d6 nghl b6
smg, hodn thiQn h6 so;
- Ven bam *rArn ai*r cria co quan
li€n,quan;
- H6 so cria
- Ds thao
quytit h6 s
- Ven ben

thdng b6o tu
o;

gi6i

thim dinh crla co quan
li€n quan;
- H6 so cua qu!.

Bu6c 9 Ki6m
tra, xdt

duyQt hd
so

LEnh d4o

Phdng chuy€n
m6n SdNOi

vu

(1) dtl kiQn giniso
- Trinh LEnh &o Sd NOi vu kf duyQt vdn

theo kim thao

- DU th6o vdn brin trinh Chri tich
UBND tinh c6ng nh$n thay d6i,
b6 sung thanh vi6n HQi d6ng quan
lj qu! ho{c c6ng nhfn HQi tt6ng
quAn lj qu! nhiQm k) titip theo;
- DU thAo quyiit dinh cria Chrl tich

2,0ngdy
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Don vi
thuc hi0n

Budc
thrrc hiOn

TGn bufc
thuc hi0n

Trich nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hiQn Bi6u m6u, k6t qui

UBND tinh c6ng nh4n thay
b6 sung thinh vi€n HOi d6ng quen

d6nglj qu! ho4c c6ng nhan HOi
quin lj qu! nhiQm lcj
- Ven ban tham dinh

tii5p theo;
crla co quan

Ii6n quan;
- .hro so cua
- Du thdo vln ban nghf
sung, hoan thi€n h6 so;
- VEn ban them dinh cta co quan

li6n quan;
- H6 so cua

Thiri gian

);
trinh tt6n Lenh tt+o Sd NOihd so

w @udc 10).

(2) NiSu h6 so chua ctrt tli6u kiQn giii quy6t:

- Trinh I-6nh tlao Sd NOi vu hj duy€t vin
ban dd nghi qu} b6 sung, hoan thi-6n h6 so;
- Chuy6ri hO so tinh d6n Lanh deo Sd NOi
w Guoc 10).
(3) so kh6ng ttri kiQn gini
quy5t:
- Trinh LEnh <teo Sd NOi vu ky duyQt vdn
ban ffi hO so cho qu! @Au rd t!, do tn chiit

sidi quyd);
- Chuyiin hd so tinh tl6n Lanh dao Sd NOi

1

-Du
quy6t
- VAn

th6o th6ng b6o
hd so;
ben thfun dinh

ttr glal

cua co quan

li€n quan;
- H6 so cria qu!.

- Ven ban tlnh Cht tich UBND
tinh c6ng nh{n thay AOi, t6 sung
thinh vi6n H$i d6ng qunn lf qu!
hoic c6ng nhan HQi d6ng quan $
qu! nhiQm k) ti6p theo (cld cluo.c

2,0ngiry

Ldnh deo
- DUthio

Sd tcl)
quyOt dinh cua Chri tich

UBND tinh c6ng
bti sung thanh vi6n

nhan ihay
HOi d6ng

doi,
quan
d6ngH0ilj qu! ho{c c6ng nhin

theo

Bu6c 10 K),
duyQt h6
so

Lanh dao Sd
NOi vu

(1) so dri kiQn giriri

- Kf duy9t vEn ban hinh Chti tich UBND
tinh c6ng nhin thay il6i, b6 sung thinh vi€n
H$i d6ng qu,im lj qui ho{c c6ng nhAn HQi

aOng quanlf W ohiQm k! ti6p theo (dinh
klm dtt thdo quyAt dinh);
- Chuy6n h6 so diSn c6ng chric chuyEn m6n
SdNOi vu @uoc 11).
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Don vi
thrrc hi0n

Buritc
thuc hi6n

T6n bur6,c

thuc hiOn
Trich nhiQm

thuc hiGn
NQi dung c6ng viQc thyc hiQn Bi6u m6u, k6t qui Thdi gian

- Ven b6n dinh cua co quan
li6n, quan;
- H6 so cria

(2)N
- K),
hodn

so chua du kiC.n giai
duyQt van ban tt€
thiOn hd so;

nghi quy sung,

- ChuyAn hd so diSn c6ng chric chuy6n m6n
SdNOivu@u6c l1).

tc!);
- VAn ban ftAm dinh cria co quan
lifu quan;
- H6 socria quy.

- VEn bin dd nehi b6 sung, hoin
thiQn h6 so (tld ttuqc Ldnh dqo S0

(3) yeu h6 so kh6ng <tri ili6u kiQn gini
quy€t:
- Kj duyQt vdn ban tni h6 so cho qtg @Au
rd li' do ti chiii gidi quyd\;
- Chuy6n hd so d6n c6ng chric chuy€n m6n
SdNOivuGuoc 11).

- Th6ng b6o tu chiii giail@ trt
so (tld clu.oc Ldnh dqo Sd loh;
- Ven ban thArn dinh cta co quan
li6n quan;
- H6 so cta qu!.

Bu6c 11 Hoin
thiQn hd
so trinh
Chi tich
UBND
tinh

C6ng chuc
chuy€n m6n
SdN6i vu

(1) N6u h6 so thi tli6u kiQn giii quyiSt:
-.Ph6i hgp voi Vin thu vio st5 vi <l6ng
deu/kj s6 <l6i voi Vnn bAn tinh Chri tich
UBND tinh c6ng nhfu ttray <t6i, br5 sung
thanh vi6n HQi <l6ng qurin lf qu! ho{c c6ng
nhAn HOi it6ng quin lf qu! nhiQm kj ti6p
theo;
- Chuy6n h6 so d6n c6ng chric mQt crla cria
SdNOi vu @udc l2).

- Van ban tinh Chri dch UBND
tinh c6ng nhan qay a6i, t6 sung
thinh vi€n HQi tl6ng qunn g qu!
hofu cdng nhAn HQi <l6ng quAn I
qu! nhiQm lcjt ti6p theo (dd drqc
vdo si5 vd ddng diiutbj, sifi;
- Du thio quy6t C6tr cua Cht tich
UBND tinh c6ng nhfln thay d6i,
b6 srmg thinh vi€n HQi ddng qruin
lf qu! hoflc c6ng nh{n HQi ddng
quan lf qu! nhiQm k! ti6p theo;
- Ven ban tfrAm Ainfr cria co quan
liOn quan;
- H6 so cta

1,0 ngdy

(2) N6u h6 so chua thi <li6u ki€n gidi quy6t: - VAn bAn d6 nghi b6 sung, hoan
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Don vi
thuc hi0n

Bu6tc
thuc hiOn

TGn bur5tc

thuc hiGn
Tr6ch nhiQm

thuc hi6n
NQi dung c6ng viQc thgc hiQn Bi6u m6u, kiit qui Thiri gian

cui
so trinh
Chri tich
UBND
tinh

- ?h6i hap.v6i V[n thu vdo s6 vi tl6ng
d6uns), s6 d6,i voi v6n bin dA ngfi b6 sung,
hoin thiQn h6 so;
- Chuy€n hd so d6n c6ng chrlc mQt crla crla
SdNQi vu (Budc 1);
- Sau ltri ti6p nhin hd so b6 sung tt c6
nhert t6 chrlc, c6ng chrlc mQt crla Sd NOi
vu chuyin h6 so dtin c6ng chrlc chuy€n
m6n Sd NQi vu d6 tiOp tuc gi6i quy6t theo
quv dinh.

thi€n so (ild drqc vdo va
ASns diiu/W sd).

(3) N6u h6 so kh6ng thi didu ki€n giai
!,.quJ.l'.. r . _.- Ph6i hqp voi Vin thu vAo s6 vd tl6ng

d6u/.i s5 d6i voi th6ng b6o tir ch6i giei
quyiit h6 so;
- Chuy6n h6 so d6n c6ng chrlc mQt cua cria
SdNOi w Gudc 20).

- Th6ng b6o ttr
so (dd cfuqc
ai*isq.

vao
glal:
so vd ddng

- Ven ban trinh Chri tich UBND
tinh c6ng nh{n thay d6i, b6 sung
thanh vi€n HQi d6ng quan li qu!
ho{c c6ng nhan HQi d6ng quan lf
qu! ni-riQm k! tit;g theo .(dd dwc
vdo sO vd ddng ddu/bj,sO):
- DU thao quy6t Ai*r cua Cht tich
UBND tinh c6ng nhfn thay d6i,
b6 sung thanh vi6n HQi d6ng quin

$ qu! ho4c c6ng nhfln.HQi d6ng
quan lj qu! qhi€.m k! ti6p theo;
- VAn ban tham dinh cria co quan'

liOn quan;
- HO Sd CUa

Bu6c 12 C6ng chrlc
mQt cr?a cria
SdNQi vu

(1) Ni6u hO so ttrl di6u ki6n giii quy6t:
Chuy6n h6 ss trinh d6n Vnn phdng UBND
tinh @udc 13).

1,0 ngiy
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Don vi
thuc hi€n

Bufc
thrrc hiGn

TGn bufc
thuc hi€n

Trich nhiQm
thuc hiGn

NQi dung cdng vi$c thqc hiQn Bi6u miu, k5t qui Thli giar

a) so chua ou kiC.n VAn ben nghi hoin
va byGrfi c6 nhin, t6 chrlc vin

hodn thiOn h6 so;
kni ti6p nh{n hd so

bAn DO

cL

thiQn h6 so
s6.

\da c&rqc

sung,
Sau tt

nhaq t6 chrlc thi chic
mon s6

C6ng chrlc
tlugc ph?n
c6ng tiep
nhin h6 so
cria VIn
phdng
UBNDtinh

tra so; so trinh cria Sd NQi vu, ,0 ngdy
chuyEn m6n
so cta VAn

+ Ven ban tdnh Cht flch UBND
tinh cOng nhfn thay tt6i, U6 sung
thdnh vi€n HQi tt6ng quen lf qui
ho{c c6ng nhan.HQi tl6ng quan I
quf nhiQm kj ti6p theo;
+ DUtheo quy6t dinh cria Chri tich
UBND tinh c6ng nhfn ttray <t6i,
b6 sung thinh vi€n HQi ddng quan
lj qui hoac c6ng nhfln HQi d6ng
quan $ quf nhiQm lcj tifo theo;
+ Ven ben thArn dinh cta co quan

tlugc phin
phdng LIBND tinh (Budc 14).

li6n quan;
+ H6 so cria

Cdng chrlc
chuy6n m6n
ilugc phen
c6ng thAm
tra hi5 so crla
Ven phdng
UBNDtiNh

(1) N vdi so trinh cria Sd so trinh cria Sd NQi vu, 8,0 ngiy
NQi vp:
- 86o crlo, dA xu6t xdt duypt hd so trinh cria
SdN0i vu;
- Chuy6n h6 so trlnh diSn Lanh <t4o Phdng
chuy€n m6n V[n phdng UBND tinh x6t
duyet (Budc l5).

+ Van ban trtnh Cht tiph UBND
tlnh c6ng nhfln thay d6i, U6 sung
thinh vi6n HQi <t6ng quen lf qui
hoflc c6ng nhan.HQi tt6ng quan $
qu! nhiQm kj ti€p theo;
+ DU theo quy6t dinh cUa Cht tlctr
UBND tlnh c6ng nhfn ttray d6i,
b6 sung thdnh vi€n HQi ddng qunn

$ qu! ho4c c6ng nhfn HQi d6ng
theo

Vln
phdng
I.'BND
tinh, Chi
tich
UBND
tinh

Buoc 13

nhAn hd
so trinh
Chri tich
I.JBND
tinh

Bu6c 14 I nam
tra,
tham
mtru
gidi.
quy6t h6
so
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Don v!
thuc hi6n

Bufc
thuc hiGn

T0n burfc
thuc hiGn

Tnf,ch nhiQm
thuc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u m6u, k6t qui

+ VEn ban dinh cua co quan

li€n quan;
--l+ flo so cr]a quy.

- Ven ban b6o c6o, dO xudt gi6i

so trinh cua Sd NOi vu,
+ Ven ban trinh Cht tich UBND
tinh c6ng nhan qray a6i, bO sung

thanh vi€n HQi d6ng quen lf qui
ho{c c6ng nhAn.HQi ll6ng quan $
quf nhiQm kj ti6p theo;
+ Ven ban tham dinh cria co quan

li6n.quan;
+ H6 so cta qu!.
- Ven ban b6o c6o, dA xuit tham
dinh lat, bti sung hd sc tt ch6i

Thtri gian

dao

chuy6n m6n
phdng
tinh

(2) kh6ng voi so tinh
crla SdNOi vU:
- 86o c6o, CA xu6t m nO so dA nghi Sd NQi

ru tnAm ainfr hi, bd sung h6 so, ttr ch5i;
- Chuy6n h6 so tinh d6n Lanh tl4o Phdng
chuy6n m6n Vln phdng UBND tinh x6t
duyQt @udc 15).

Bu6c 15

ka, xdt
duyQt h0
so

(1) N6u th6ng nh:At voi hd so trinh cua Sd
NOi vu:
- Xdt duyQt b6o c6o, dd xu6t hj duyQt hd so

tinh cua SdNOi vU;
- Chuy6n hd so trinh d6n Lanh dao Vdn
ph0ng UBND tinh @udc 16).

so trinh cria Sd NOi vu,
+ VEn ban trinh Chi tich UBND
tinh c6ng nhan t$y aOi, b6 sung

thinh viOn HOi d6ng quan lf qu!
hoflc c6ng nhan.H0i <tdng quan ry
qu! nhiQm kj ti6p theo;
+ DU theo quy6t dinh cria Chri tich
UBND tinh tong nhin thay d6i,
bti sung thanh vi6n HQi ddng quan

V qu! hoic c6ng nhfln.HQi d6ng
quan lj qui nhiQm k! ti6P theo;
+ Ven ban them dinh cria co quan

1i0n quan;
+ H6 so cria

2,0 ngiry
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Don v!
thuc hi6n

Budc
thuc hiGn

TOn bufc
thuc hiGn

Trich nhiQm
thuc hiGn

NQi dung cOng viQc thgc hi$n Bi6u miu, k6t qui

2,0 nglyxdt
duyQt h6
s0

- VAn ben b6o c6o, glal

so trinh cta Sd NQi vp,
+ VAn ban trlnh Chri tich UBND
tinh c6ng nh6n Qay dOi, bO sung
thdnh vi6n HQi tl6ng quan lf qu!
holc c6ng nhan.HQi d6ng quin g
qu! nhi-€m lcjr ti6p theol
+ VIn ben thAm dinh cta co quan
li€n quan;
+ H6 so crla quy

V5n ben b6o cao dA xu6t thAm
<linh lai, b6 sung h6 sq tir chtii

sotinh cta S&NQi 4r,
+ VAn ben hinh Cht tich UBND
tinh c6ng nhfn thay a6i, b6 sung
thdnh vi€n HQi ttdng quAn g qu!
hofu c6ng nhAn HQi d6ng quAn If
qu! nhiQm lc) tii5p theo;
+ Duthio quytit dinh cua Chrl tich
UBND tinh c6ng nhfln thay d6i,
b6 sung thAnh vi€n HQi ddng quin
$ qu! ho{c c6ng nhfn HQi d6ng
quan lj qu! nl-ri6m kj tii5p theo;
+ VAn ban them dinh cria co quan
li6n quan;
+ H6 so cta qu!
- VIn ban bdo c6o, dd xuSt gidi

(2) N6u kh6ng th6ng nhAt vdi h6 so trinh
cua SdNoi vU:
- Xdt duy-6t 86o c6o, d6 xu6t te h6 so dA
nghi Sd |0i vu thAm <tnh lai, b6 sung h6
sq tt ch6i;
- Chuy6n hd so trlnh d6n Lanh d4o Vln
phdng UBND tinh @udc 16).

Buoc 16 dao V[n (1) vdi so hinh cta Sd
I]BND NOi vu:

- Xdt duyQt b6o c6o, dA xrl5t kf duyQt hd so
tinh cua SdNOi vU;
- ChuyAn hd so trinh d6n LAnh <tso UBND
tinh @udc l7).
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Don vi
thuc hi6n

Butitc
thuc hiOn

TGn butrc
thuc hi6n

Tnlch nhiQm
thuc hiOn

NQi dung cOng viQc thgc hiQn Bi6u mdu, k6t qui Thdri gian

Q) kh6ng v(,t so trinh so trinh cria Sd NQi vu
crla Sd N6i vu:
- Xdt duv€t S6o 

"ao. 
dA xu6t tra h6 so dA

nchi Sd NiOi vu trrAm Enh ler, b6 sung h6
sq tt chiii;
- Chuy&r hd so trinh d6n Lanh dao UBND
tinh @udc l7).

+ Van ban trinh Chi tich IJBND
tinh c6ng nhfn thay <I6i, U6 sung
thinh vi€n HQi d6ng quan $ quY

ho{c c6ng nhan.HQi <t6ng quan $
qu! nhiQm 1c!.ti6p theo;
+ VEn ben tham dinh cia co quan

1i6n quan;
+ Hd so cria quy.

Ven ban b6o c6o, aA xu6t aAm
dinh lal, bt5 srmg hd sq tt ch6i

LInh dao
UBNDtinh

(1) v6i so hinh cua Sd 2,0 ngiry

NOi vu:
- 5f lan nanh quyilt dinh c6ng nhfn thay
a6L M sung thdnh vi6n HOi d6ne quriln Iy
qu! ho{c c6ng nhfn HQi d6ng qunn V qu}
nhiQm ki ti6p theol
- ChuyiSn k6i que gpl q"y6t {eo c6ng chrlc
<tugc phAn c6ng ti6p nhan hO so cria Vdn

Ldnh deo UBND tinh bit);
- H6 so trinh cua S& NOi vu.

UBND tlnh u6c I
a) kh6ng voi so trinh - Van ben cua Chri tich UBND

tinh vA viQc l*r6ng c6ng nhfn thaY

d6i, b6 sung thinh vi6n HQi d6ng
quin lj qui hoflc kh6ng c6ng
nhan HOi d6ng quan lf qui nhiQm

k! tiiSp theo (dd dro. c Ldnh dso
UBND tinh bi,);

cua SdNOi vU:
- lef vfn ben vO viQc kh6ng c6ng nhfln thay
dOi, b6 sung thinh vi6n HQi d6ng Suan ly
qu!, HQi ddng quan lj qu! nhiQm () ti6p
tleo; ho6c klr ban henh vin ban dC nghi
thAm dinh hi, b6 sung h6 so;
- Chuy6n t6t qua gia quy6t trO so/ven ban
d6n c5ng chric <tuqc phan c6ng ti6p nhfn h6

VAn cira
ycu

Chri tich
cAu th6rn

UBND
tinh vO dinh

so crla Vin UBNDtinh u6c 18 bo

ban

so da Ldnh
lar,

Bu6c 17 K),
duyQt h6

so
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Don vi
thuc hiOn

Bur6,c

thuc hi6n
TOn bufc
thuc hiOn

Trich nhiQm
thuc hi6n NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui

UBND tinh
dinh cua Chl tich UBND

tinh c6ng nhfn thay d6i, b6 sung
thinh vi€n HQi tt6ng quan lj qu!
hofu cdng nhan HQi d6ng quan g
qu! nlriQm k! ti€:p theo .(dd tuqc
vdo s6 vd d6ng dlu/lcj, sO);

- Vnn ban cta Chri tich UBND
tinh vd viQc kh6ng c6ng nhfn thay
tl6i, b6 sung thdnh vi€n HQi <l6ng
quiur $ qui ho{c kh6ng c6ng
nhan HOi d6ng quan lf qu! nhiQm
lci ti6p theo (dd d^to. c vdo sii vd
ddns dtiu/bj sii);
- VEn
tinh vA

ban cta Cht tich UBND
y€u cAu thAm dinh 1+i,

so (dd ittqc vdo s6 vdDO

<linh crta Cht tlch UBND
tinh c6ng nhan qay A6i, t6 sung
thanh vi6n HQi d6ng quan lf qu!
hofu c6ng nhAn.HQi <l6ng qurin lj
qu! nhiQm k! ti€p theo;
- Ven ben cua Chri tich UBND
tinh vd viQc kh6ng c6ng nhfln ttray
<t6i, b6 sung thinh vi6n HQi <I6ng
qudn lj qu! ho4c
nhan HOi d6ng qurim

kj ti6p theo;
- H6 so trinh cna Sd

kh6ng c6ng
lf qu! nhiQm

ThM gian

tre k6t
qui.gidi
quyCt/hd

so

Buoc 18 C6ng chfc
<luo. c phdn

cQng ti6p nhfu
h6 so cta V[n
phdng UBND

tinh

Chuy6n tre k6t que giii quy6t/h6 so diSn

Trung t6m PVHCCT (c6ng chrlc mQt crla
cta SdNQi vq) @uoc 19).

1,0 ngAy

1,0 ngiyTrung tllrn
PVHCCT

Buoc l9 I rep
nhan k6t
qud giii
quyiiVtr6

so

C6ng chuc
mQt cua cua
SdNOi vu

(l) N6u k6t qui lA quy6t dinh c6ng nhSn
tfray tt6i, b6 sung thinh vi€n HQi d6ng qurin
lf qu! ho{c c6ng nhfn HQi d6ng quen ry
qu! nhiQm kj ti6p theo/vin bAn lfi6ng c6ng
nh{n thay a6i, U6 sung thinh vi€n HOi ddng
quen ly qu! ho{c kfidng c6ng nhan HQi
d6ng quin l1t qu| nhiQm k).ti6p theo: .
- Ti6p nh|q ki6m ta vi t6ng hqp k€t qud
giii quy6t h6 so;
- Chuy6n k6t qui gini quy6t di5n budc ti
k6t qud @u6c 20).
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3. Thri tgc c6ng nhgn ili6u $ (srfra d6i, b6 sung) qui; d6i t6n quy

- ME TTHC: 1.013019;

- Cb 02 quy trinh.

ThliBi6u miu, k6t quAN$i dung cOng viQc thgc hiQnDon vi
th

Budc
th

T0n
th

Trfch nhiQm
th

- Ven ban cria Cht tlch UBND
tinh vE viQc y€u cAu thAm dinh lai,
b6 sung h6 so;
- H6 so trinh cua Sd NOi vu.

h6 so;
- Chuy6n vEn ban d6n c6ng chric chuy&r
m6n Sd NQi vp @udc 2) dC tiep tuc tham

nghi
so:

lar,

la bamv6n
no

cua chl UBNDben tich
rlocau thAm dinh sung

theomuu

thay di5i, b6 sung
ddng quim lf quf
HQi <l6ng quan V

- Ven ban cua Chri tich UBND
tinh vd viQc kh6ng c6ng nhfu thaY

COi, b6 sung thinh viOn HQi ddng
quen ly qu! ho{c kh6ng c6ng
nhan HOi tl6ng quan lf quf nhiQm

k) ti6p theo;
- Th6ng b6o tu chtii giai quy6t tr6

so cria Sd

H0i

theo;ti6p

chi UBNDcua tichdinh
tinh nhAnc6ng

vi€nftnnh
nhAnc6ngho{c

nhiQm kyquy

C6ng chuc
mQt cua ctia
SdNOi vu vio kho luu trt theo quy d!nh;

- Chuy6n kiSt qun giAi quy6t, h6 so d6n c6ng

ch?c ihuy6n mOn SO NOi vu d6 luu ttreo
quy dinh;
--K6t ttlic quy tlnh (sau lfii tre k6t que).

Vdo
giei

doltheo nhan so;
vlk6tnoso so, quy6t chuy6nKy qua

Bu6c 20
qun gi6i
quyiit h6

so

Trd

-Hd
-H6
-K6t

c6:
cua qui;
sinh trong qui tinh giii quyiSt;tai liQu

oaso nhanti6p
so,

so ttuo. c luu tai Sd NOi vu theo quy ttinh hiQn henh,
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Quy trinh gi6i quy5t thri tgc c6ng nh$n tlilu lQ (sua d6i, b6 sung) qui; a6i tOn quf (trudng hgp c6ng nhgn di6u tQ

b6 sung qui)
- ME quy trinh: 1.013019-01;

- Thdi gian giai quy6t: 60 ngdy ldm vi€c, t6 tt ngay nl4n thi hd so hqp 10.

Don vi
th
Trung tAm
PVHCCT

Burirc
thuc hiOn

TGn budc
thuc hiGn

Tr{ch nhiQm
NQi dung c6ng viQc thqc hi$nth Bi6u miu, k6t qui

0,5 ngiyBu6c 1 COng chr?c

mQt cta cria
SdNOi vu

( so dt vi hqp lQ:

dt liQu cln cu6c
scy vd he. n tri

nhan
hd so

U4 st dung s5 ot;
den de ki6m
- Cip nhflt
Phdnmdm;

ta th6ng tin ngudi
thOng tin c6 nh0n,

no. p no sg;
t6 chr?c vdo

oia qui.

sd ttbc 2

Q)
l€:

so chua tfii hofu chua hqp yeu hoan
thiQn hd so theo m5u

- Hu6ng
Phiiiu y€u
- fiit thric

d6n,
Icau

in vd gui c6 nh6n, t6 chrlc
b6 sung, hoan thi_€n h6 so;
trinh.

ttr nhfn giei
03.quy6t tr6 so theo m6u

Tham
mrru

vdn ban

C6ng chrlc
chuy€n m6n
Sd NOi vu

- Tham muu vdn ban gti so t - Dtt thio vdn ban gli
co quan lifu quan;
- H6 so cria qu!.

!
co quan li€n quan;
- Chuy6n h6 so trinh <I6n LEnh dao Phdng
chuy€n m6n Sd NQi vr,r (Bu6c 3).

SdNOi vu Bu6rc 2 3,0 ngiy
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Don vi
thuc hi6n

Butlc TGn Tr6ch nhiQm
NQi dung c6ng viQc thgc hiQn BiSu m6u, k5t qui ThM

rh th th h
Bu6c 3 Ldnh dao tra so tinh; - DE thao vdn ban gui ! 2,0ngiry

ta, x6t
duyQt h6

sg sui
tdv !,
Kren

Phdng chuy€n
m6n SdNOi

- X6t duyQt, trinh Lenh deo Sd NOi vU W
duyQt vdn brim grli 6y f ki6n co quan li€n

co guan liGn quan;
- HO so cua qu!.

vu quan;
- Chuy6n h6 so tinh den Lanh deo Sd NOi

Budc 4 K), .
duyQt h6

so gui
Lay y
kii5n

Lanh dao s0 tra so tinh; V[n ban gui v co quan
dqo Sd

1,5 ngiy
N0i w Ky duyQt v[n ban grn liiy 9 ki6n c,o quan li6n quan (dd tfugc Ldnh

li€n quan;
- Ctruv6n trd so d6n c6ng chuc chuy€n m6n

$,_
- H6 so cta quf.

SO

Bu6c 5 Gui C6ng chric
chuy€n m6n

thu vao V[n bnn cti ! co quan
vd cl6ng

1,0 ngdy

so I6y
ki6n

t d6u gui Lay ! o(, quan tfugc vao so

SdNOi vu li6n quan;
- Gui h6 so d&r co li€n u6c

dinh vor n9r Ven ban ! v6i nQl dung,(.so va
16,0Budc 6 Grii Y

ki6n v6
Co quan dugc
gfi hyf kicn

so
dung nghi;

d6n SdNQi qr @uoc 7).
ttugc oe nchi @a fuqc vcn

sdNoi - Gui vdn ban rys!;
- tI6 so tlinh kBm

Budc 7 C6ng chrlc
mQt crla cria
SdNQi u1

nh{n vnn briur g6p tr} co quan duo. c - Ven bAn dinh cua co quan 1,0 ngdy

nhAn
vin ban

grli ki6n;
h6 so diSn c6ng chr?c chuy6n m6n

li6n- qua4
- H6 ss dinh kdm @Au c6).

sd

Co quan
duqa gui
ray y Klen

SdNQi4t
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Dol vi
thuc hiOn

Bufc
thuc hi0n

TGn b
th

hqp,
thAm

dinh h6
sd

tra, xdt
duyQt h6

so

Trdch nhiQm
thuc hiOn

N$i dung c6ng viQc thgc hi$n Bi6u mAu, k6t qui Thdi gian

Budc 8 C6ng chtc
chuyOn m6n
SdNQi vs

(1) NEu h6 so dt <li6u kiQn giii quy6t:
- Tham muu vin bin trinh Chri tich UBND
tinh c6ng nhin di6u l€ srla d6i, b6 sung quy
(dinh kdm dr.r thAo quyAt d!nh);
- Chuy6n h6 so trinh d6n Lanh dao Phdng
chuy€n m6n SdNOi vu (Bu6c 9).

- DU tlio vtrn ban trinh Chri tich
UBND tinh c6ng nhin diAu lQ srla
r;.. i ,l.
oor, oo sung quy;
- Dg thio quy6t ai*r cua Chl tich
UBND tinh c6ng nhfn didu tQ sua
d6i, b6 sung qu9;
- VAn ban tdm Ai*r crla co quan
li6n quan;
- H6 so crla qug.

12,0 ngiy

Tham mrru

Q) so chua dri
- Tham muu vAn ban ttd
hoan thiQn hd so;
- Chuy6n h6 so tinh d6n Lanh <tpo Phdng

m6n Sd 9
so lfi6ng thi

v[n ben tre hd quul

- Dg thao VAn ban nchi
sung, sung, hoan thien h6 so;

- VAn ben thfu dinh ctia co quan
li6n quan;
- H6 so cua

ki0n siei thao th6ng b6o ttr
h6 so;

-DU
quyi5t

so cho qu! @Au ben tidm dinh cuaVnn

glal

co
rd li, do fi chiii gi,iti quYd\
- Chuy6n h6 so trinh <t6n Lanir aao rrrong

li€n quan;
- H6 so cua qu!.

1i6n quan;
- Hd so cria

m6n Sd uoc
(1) so dri ki-6n giai - DU th6o vdn ban trinh Chl tich

IIBND tinh cdng nh$n aieu lp srla
d6i, b6 sung quy;
- Dg thio quy6t <linh cua Cht tich
UBND tinh c6ng nhfn diAu lQ sria
d6i, b6 sung gu!;
- Vln ben them dinh cria co quan

- Trinh Lenh dao Sd NOi vu kj duy€J vin
ban uinh Chri tich UBND tinh c6ng nh$n

thao quydt d!nh);
- Chuy6n hd so tinh d6n Lanh deo Sd NOi
vu (Budrc 10).

Bu6c 9 Ldnh dpo
Phdng chuy6n
m6n SdNQi

vu

2,0ngiry
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Dol vi
thuc hi0n

Bufc
thuc hi6n

TGn bud,c
thuc hiOn

Trdch nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui

(2) N so chua drl kiQn gidi DU th6o van ban nghi
- Trlnh LEnh d+o Sd NQi vg hj duyQt vdn
ban dd nghi qu! b6 sung, hoin thi€n hd so;
- Chuy&r h6 so tinh <t6n Lanh <I+o Sd NQi

sung, hodn thiQn hd so;
VAn bAn fiAm dlnh cua co quan

uoc 1

li€n quan;
- H6 so cua

so kh6ng tttl ki9n giai - Drr
t_

quyel
- VAn

thio th6ng b6o ttr gi6i

quan
h6 so;

- Trinh Ldnh tleo Sd NOi vp ky duyQt vin
ben tre hd so cho qu! @Au rd $, do tb ch6i
gtdi quyiit);
- ChuyrSn h6 so tinh <Iiin Lanh it+o Sd NOi

ben tham dinh cua co
1i6n quan;
- Hd so cua qu!.

uoc 1

Thdri gian

Buoc 10 K),
duyQt h6

sd

Lanh d4o Sd
NOi vu

(1) so drl kiQn gini
- KI duy€t vdn b6n ttnh CFi tich UBND
tlnh c6ng nh4n tlidu E sua d6i, b6 sung qu!
(dinh kim dt thdo quyiit dinh);
- ChuyiSn hO so d6n c6ng chrlc chuy6n m6n
SdNOi vu @u6c ll).

- Vnn ban trinh Chti tich UBND
tinh c6ng nh{n di6u IP srh d6i, b6
sung qu! (dd Aryc Ldnh deo Sd

w);
- DU th6o quy6t ainn cria Cht tich
UBND tinh c6ng nh4n di6u lQ sta
-1. , I
ool, Do sung guy;
- Vdn ban them dinh cria co quan

li6n quan;
- H6 so cta

2,0 ngty

?) NA hd so chua &i didu kiQn giai quy6t:
- Kf duyQt vin ban dA nghi qu! b6 sung,

hoan thiQn hd so;
- Chuy6n hd so tt6n c6ng chrlc chuyOn m6n
SdNOivu@uoc 11).

- Ven ban dd nghi b6 sung, hodn

thien h6 so Qld ittt.oc Ldnh dqo Sd

w);
- VAn ban tham dinh cia co quan

1i6n quan;
- H6 so cria qu9.

{3t-N6 Eilso kh6ng dri didu kiQn gini
quv6t:

- Th6ng b6o tr) glal
so Ldnh Sd
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Don v!
thuc hiOn

Bufc
thuc hiOn

TGn bufc
thuc hiGn

Tnflch nhi$m
thuc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u mfiu, k5t qui Thti
- Kf duv6t vin
rd lj,do.tn ch6i
- Chuy6n h6 so

ben tre so cho quy (neu - Ven ban dinh cta co quan
gidi
d6n

suv6ii li€n. quan;
- H6 so cta qu!.c6ng chrlc chuy€n mon

s0 1l
( I so (lu kien grar - Ven ben finh Cht tich UBND

tinh c6ng nhgn diAu le sria d6i, b6
sllmgqtf:f (dd dtqc vdo sii vd il6ng
diiu/W s0;
- Du theo quy6t Ai*r cua Chri tich
UBND tinh c6ng nh$n didu IQ sua
tl6i, b6 sung quf;
- Vin ben thAm dhh cria co quan

1,0 ngiy
va tl6ng

d6u/c, Chrt tich
UBND tinh c6ng nhAn diBu lQ srla col, DO

sung qu!;
- Chuy6n h6 so d6n c6ng chrlc mQt crla cria
SdNQivu@uoc l2).

li€n quan;
- H6 so cua

a) so chua du kiQn Ven ban nghi sung, hoin
vcto so yaPh5i hqp.vdi Vln

s6 <l6i voi vin
thu vdo d6ng thien no so (ild tfuo. c

ddu/cj, ben dA nghi
,.1
bo sung, il6ng dii,r/tti ,(.

so).
hoin thi€n no so;
- Chuy6n hd so <t6n c6ng chric mQt cta cfia
SdNQi vu (Budc l);
- Sau lhi ti6p nhfu h6 so bi5 sung tu c6
nhirL t6 chr?c., c6ng chfc mQt crla Sd NQi
qr chuy6n h6 so cl6n c6ng chrlc chuy€n
m6n Sd NQi vU d6 ti6p tpc giri'i quy6t theo

so kh6ng ou ki€n giti ThOng b6o tir gr?,
soso (dd dwc vcto va il6ng

hgp vdi V
s6 d6i voi

[n thu vao so vd cl6ng
cnol glar

aawEy so).

no
th6ng b6o ta

Bu6c I I Hoan
thi€n hd
so tinh
Chn tich
UBND
tinh

C6ng chuc
chuyEn m6n
SdNOi vu
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Dol vi
thuc hiGn

Bm&c
th

ten
rh

Tr6ch nhiQm
thrrc hi6n

NQi dung cdng viQc thgc hiQn Bi6u miu, k6t qui Thdri gian

crla
NOiw

so c6ng chr?c mQt cria cta
sdN uda

1,0 ngiyBu6c 12 Gui
so trinh
Chri {ch
UBND
tinh

nhan h6
so trlnh
Chri tich
UBND
tinh

so drn kiQn giAi - Ven ban trinh Chri tich IIBND
tinh c6ng nh6n tliriu tP srl.a d6i, b6
sung quY (dd Arqc vdo s6 vd d6ng
diiu/br s6;
- Du thao quy0t dinh cuaCht tich
IJBND tinh c6ng nh6n <li6u l0 sta
d6i, b6 sung quY;
- VAn ban ttrAm ainir cta co quan

li€n quan;

hd so trinh d6n Van phdng UBND
tinh @u6c l3).

- Hd so cua

(2) so chua dt ki€n Vdn ban nghf hodn
vd kyGui c6 nhAn, t6 chrlc v6n b6n

.!.
DO

ca

thiQn h6 so
so).

(dd tuqc
sung, hodn thiQn h6 so;

Sau khi tiep nhAn h6 so b6 sung tir
nhaq t6 chuc thi d6n c6ng chtlc

mon Sd tham
tra so trinh cua S&NOi vu,so;

so tt6n c6ng chric chuydn m6n
so cria Viin

+ VEn ban trinh Cht tich UBND
tluqc phen c6ng thAm tra hd tinh c6ng nhOn didu E srla d6i, b6

phdng IIBND tinh @u6c l4). sung qu!;
+ Dg th6o quy6t dintr ciacht tich
UBND tinh c6ng nhfn <li€u 10 sla
d6i, b6 sung qu9;
+ Ven ban thAm dinh ctia co quan

li6n quan;
+ H6 so cta

(1) N so trinh cua Sd NOi vu,

N
vdi so trlnh cria Sd

+ Ven ban trinh Chri I]BND

Vnn
phdng
UBND
tinh, Chi
tich
I]BND
tinh

Budc 13 C6ng chr?c

lu-o. c ph6n
36ng ti6p nhan
hd so cria Vdr:
phdng UBND
linh

1,0 ngdy

Buoc 14 ThAm
tra,

C6ng chrlc
chuy6n m6n

8,0 ngiy
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Don v!
thrrc hi€n

BurStc

thuc hi6n
TGn
th
tham
muu
gini.
quy6t h6
so

Tr6ch nhiQm
thuc hi€n

NQi dung c6ng viQc thgc hiQn Bi6u mAu, k6t qut Thli gian

c[uo. c phin
c6ng ttrAtn tra
hd so cta Vin
phdng UBND

tinh

- 86o c6o,
SdNOi vu;

x6t duyQt so trinh crla

- Chuy6n hO so trinh d6n Lanh il4o Phdng
chuy€n m6n Vnn phdng UBND tinh x6t
duyet (Budc l5).

(2) N kh6ng v6i so trinh
cua SdNQi vU:
- 86o c6o, aA xu6t tra n6 so dd nghi Sd NQi
vu thAm dpl,r lai, b6 sung h6 sq tt ch6i;
- Chuy6n h6 so trinh d€n Ldnh ilao Phdng
chuy6n m6n Vdn phdng UBND tinh x6t
duyQt @uoc 15).

tinh c6ng nhfln di6u lQ srla d6i, b6
sung qu};
+ Dtr theo quyilt dintr cria Chri tictr
qBNP tinh c6ng nhfn diAu lQ sria
tl6i, b6 sung qu!;
+ Ven ben tham dinh cria co quan
li€n.quan;
+ H6 so cta quy.
- Vdn ban b6o c6o, dd xu6t giai
quy6t.
- H6 sotrinh cua SdNQi vrl, gdm:
+ VAn ben tdnh ChU tfch UBND
tinh c6ng nhfln didu le sua d6i, b6
sung qu};
+ Vtrn ban thAm dinh cta co quan
li6n.quan;
+ H6 so cfia qu!.
- Vdn bren b6o c6o, AA xuAt tfrAm
<tr-rh lcr,. b6 sung h6 sq tt ch6i
eiii quy6t.

Bu6c 15 Ki€m
tra, x6t
duyQt h6
so

Lanh <lao

Phdng
chuydn m6n
Ven phdng
UBNDtinh

(1) N6u ttr6ng nilit vdi h6 so trinh cua Sd
NOi vu:
- Xdt duyQt b6o c6o, a6 xu6t tcy duyQt hd so
trinh qla SdNOi vu;
- Chuy6n h6 so trinh d6n LAnh <l+o VIn
phdng UBND tinh @udc 16).

- H6 sotrinh cria SdNQi vU, g6m:
+ VAn ban hinh Cht tich UBND
tinh c6ng nh$n tliAu rc sna d6i, b6
sung qu9;
+ DUtheo quy6t dinh cta Chrl tich
IIBND tlnh c6ng nhin diAu le srU
-1. , I
ool, Do sung quy;
+ VAn ban them dinh cta co quan
li€n quan;
+ HO so ola qu!.
- VAn ban b6o c6o, dd xuAt eiai

2,0ngdy
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Don vi
thuc hiGn

Bufc
thuc hiGn

TOn bufc Tr6ch nhiQm
th

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui

so trinh cua SdN0i w,
+ VAn ban trhh Chti tich UBND
tinh c6ng nh0n diAu P sria d6i, b6
sung qu!;
+ Van ban them dinh cria co quan

li€n quan;
+ H6 so cia qu!.
- Vln ban b6o c6o, d0 xu6t thdm
diDh lar, b6 sung h6 sq ttr ch6i

Thli giar

ilao V

(2) N kh6ng voi so trinh
cua SdNOi vU:
- Xdt duv6t B6o c6o. aE xrdt tra hd so dA

ngtri so iriOi vu thAm dinh l+r, b6 srurg hd
so, ttr chtSi;

- Chuy6n h6 so trinh d6n Lenh dao Ven
phdng UBND tinh (Bu6c 16).

(1) voi so trinh cta Sd
NOi vu:
- X6t duy-6t b6o c6o, dA xu6t ky duy-6t h6 so
trinh cua SdNOi vu;
- Chuytin h6 so trlnh d6n Lanh d4o UBND
tffi@uoc l7).

Buoc 16 x6t
duyQt h6
so

so trinh crla Sd NQi vu,
+ VAn ban trinh Cht tich UBND
tinh c6ng nh4n <li6u tq sta a6i, b6
sung qu!;
+ DU thao quytSt dinh criaCht tich
UBND tinh cdng nhdn di6u lQ stla

it6i, b6 sung quY;
+ V[n ban them dinh cta co quan

li6n quan;
+ H6 so cua qu!.
- VAn ban b6o c6o, d€ xu6t giAi

so trinh crla Sd NQi vq,
+ Ven ban hinh Cht tich UBND
tlnh c6ng nh4n diAu le sta e6i, b6
sung qu};
+ Ven ban thAm dinh cta co quan

li€n quan;
+ H6 so cua

2,0ngiry

(2) kh6ng nh5t voi hd so tinh
cua S&NOi vU:
- X6t duv6t 86o c6o. ad xu6t tra hd so ttd
nghi Sd lriQi vu thAm dinh ler, b6 sung h6
sq tir chtii;
- Chuy6n h6 so trinh d6n Lenh dao UBND
tinh (Bu6c l7).
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Don vi
thuc hi0n

Burfc
thuc hiGn

TOn budc
thuc hiGn

Trich nhiQm
thuc hiGn

NQi dung c6ng viQc thgc hiQn Bi6u mAu, k6t qui Thli gian

- Ven ban b6o c6o,
ilinh lei, b6 sung hd sq tr) chiii

tlinh cria Cht tich UBND
srfa A6i, U6

sung quy (ild tfuo. c Ldnh dqo
UBND tinh w)|
- H6 so trlnh cua S& NOi vu.

- V[n ban cta Chri tich UBND
tinh vA viQc kh6ng c6ng nhfln diAu
lQ sta il6i, b6 sung $8 (dd drqc
Ldnh dqo UBND tinh W);
- Ven bdm cta Chri tich UBND
tinh vA vi€c y€u ciu thAm dinh lai,
b6 sung hd so (tld Aryc Ldnh dqo
UBND tinh w).

tinh c6ng nhfu <ti6u E
Bu6c 17 Kr.

duy-€t h6
s0

Lenh ttao
UBNDtinh

(1) voi so trinh cta Sd
NOi vu:

UBND tinh udc I

- Kf ban hnnh quyi5t Ai*r c6ng nhan didu rc, ,1. ,I
sua coL Do sung quy;
- Chuy6n t6t qua giA quyiSt dtSn c6ng chric
duo.c phin c6ng ti6p nhan h6 so cta VEn

2,0 ngdy

(2) N6u kh6ng th6ng nhAt vdi h6 so trinh
cua SONOi vu:
- Ky v[n ban vA viQc kh6ng c6ng nh$n didu
lQ sria d6i, b6 sung quf; ho{c lcf ban hnnh
vin ban dd nghi thim dinh lei, b6 sung h6
so;
- Chuy6n t6t qua girlri quy6t trd so/vdn ban
<li5n c6ng chrlc duEc ph6n c6ng tiiSp nhan ho
so cria VEn phdng UBND tinh (Bu6c 18).

Bu6c 18 Chuy6rl
txa ket
qud gi6i
quy6tnro
s0

C6ng chrlc
tugc ph6n
:6ng ti0p nhfn
[6 so cta Vin
phdng UBND
linh

Chuy6n tre k6t qua gini quy6t/h6 so tlth
Trung tiim PVHCCT (c6ng chrlc m$t crla
cua SdN0i vu) @u6c 19).

- Quy6t dinh crra Chi tich UBND
tinh c6ng nhfn di6u lQ srfa d6i, b6
swrg qtg .(dd duo. c vdo sii vd ddng
dau/hj s6);
- Ven bam cua Chri tich UBND
tinh vA viec ktrdng c6ng nhfln di€u
lQ sta d6i, bO sulC qu!.(dd drqc
vdo s6 vd tl6ng ddu/lc! sO);

- Ven ban cria Cht tich UBND
tffi vA viQc y€u cAu thAm dinh lai,
b6 sune hb so Glii ifuoc vdo sii vd

1,0 ngdy
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ThdiBi6u miu, k6t quiNQi dung c6ng viQc thgc hiQnDor vi
th

Budc
th

T0n
th

Trdch nhi6m
lirl

tich
didu oo1,

cht UBNDctadinh
b6suzlnhAn rc

tich
dleu

UBNDbanVen cua Chtf
nhan

tinh c6ng
sung quy;

20ket

1,0 ngiy

- Van ben cua Chri tich IIBND
tinh vE viQc y€u ciu thAm dinh lai,
b5 sung hd so;
- Hd sotrinh cua SdNQi 4t.

Bu6c 19

qua.ciei
quy6t/h6

so

nhan
C6ng chtlc

mQt cua crla
SdNOi vu

- Chuy€n vtrn ban diin c6ng chric chuyOn

m6n Sd NOi vu (Bu6c 2) de tiep tuc tham

nghi
so:dinh l?i,

tich
lfli,vlec

so;

ld bAnvanN quaQ)
h6bo sung

UBNDbanvtrn cria chtnhAn^.tI rep
bocAu thimtinh vA dinh sungyeu

hd

theomuu

sung quf;
- Vdn ban cua Chri tich UBND
tinh vd viQc kh6ng c6ng nhin diAu

lQ sria d6i, b6 sungqu!;
- Th6ng b6o tir ch6i giai quY,6t h6
so cria Sd

tich UBNDcua chtdinh
srla b6diAutinh d6i,1enhanc6ngqud gi6i

quy,6t hO

so

Tra C6ng chrlc
mQt cua cta
Sd NOi vu vio kho luu tr0 theo quy ttinh;

- Chuydn k6t qun gini quy6g h6 so d6n c6ng

chrlc chuy€n m6n Sd NOi w d6 luu theo
quy dinh;
--K6t thric quy hinh (sau ldri trA k6t qun).

Vno so;

Ciei

d6itheo dt0n
vit6tnoso so, chuy6nKy quy6tqua

Trung tlim
PVHCCT

Budc 20

c6hiQntai

sinhli-€u giai

sd luu NS6 I theo hAnh,duo. c 0 vll dinhquy
H6 oaso cuanhan quyti6p

trinhtaiHd so, qu.itong quyiit;
Ket

3.2. Quy trlnh gif,i quy5t thrl tgc c6ng nhsn di6u le (sfta .I6i, b6 sung) quf; tt6i tOn qui (truong trqrp a6i tOn qui)
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- ME quy trinh: 1.013019-02;

- Thdi 60 ldm k6 dr ttt h6 so
TOn bufc
thuc hiGn

Trich nhiQm
thuc hi6n

Bufc
th

Don v!
th NQi dung cdng viQc thgc hiQn Thdi gian

(1) N6u h6 so ddy dri vi hqp lQ:

- Ki6m ha, st dgng dt liQu cen cudc c6ng
den dA ki6m ta th6ng tin ngudi nQp h6 so;
- C6p nh{t th6ng tin c6 nhdn, t6 chrlc vio
PhAn mAm;
- Ti6p nhfa in vi gui ci6y ti6p nhfn h6 so
vi hgn td k6t qui;
- Quet (scan), tay s5 ttrantr phan m so;
- Chuy€n h6 so tl6n c6ng chuc chuy€n m6n
SdNOi w Gudc 2).

Bi6u mAu, k6t qui

so vd hep ti
01;

nhan
mautheo s6

cua quy

IE:

- Huong df,n, in va gui cA nhAn, t6 chrlc
Phi5u y6u ciu b6 sung, hoan thiQn hd so;

nhfln giAi
03.

ttr
mauso theonoquyet

- K6t thfc trinh.

cnol

(2) N so chua dt ho{c chua hgp
thiQn

hoinyeu
no theoso mdu

Ti6p
nhan
h6 so

C6ng chrlc
mQt crla cria
SdNOi vu

Trung tlim
PVHCCT

Budc 1 0,5 ngdy

3,0 ngdy

2,0ngdy

C6ng chuc
chuy6n m6n
SdNOi vu

co quan li€n quan;
- Chuy6n h6 so trinh d6n Lanh d4o Phdng

!- Tham muu v6n bnn gfi - Dg thio vin bAn guiso v
co guan li6n quan;
- H6 so cria qu}.

chuy6n m6n SdNQi vg @u6c 3).

Buoc 2 Tham
muu

vEn bin
grii lly
f ki6n

S0NOi vu

Buoc 3 ls-lem

ha, xdt
duv€t hd

LEnh <lao

Phdng chuy€n
mdn SdNOi

so trinh;
finh LAnh co quan

-H6so

!
li6n quan;xdt NsdduyQt, tl4o o vu ky

li€nki6n co cfiav[n ban

tra - DU thAo vdn ban gui
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Don vi
ttruc hi0n

Buritc T6n budc
iIil th

Tn[ch nhiQm
thuc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u mf,u, k5t quA Thid gian

sg g'n
rev 9
ki6n
Ky.

duyQt h6
so gti
tay y
ki6n

vu quan;
- Chuy6n hd so trinh d6n Lenh dao S& NOi

- Vdn ban gti t co qum
li6n qnan (dii duqc Ldnh dqo Sd

W);.
- H6 so cua qu}.

1,5 ngiyBudc 4 Lanh dao Sd
NOiw

ha so trinh;
- Kj duyft vdn bAn g,ii 6V f ki6n co quan

li€n quan;
- Chuy6n hd so d6n c6ng chrlc chuy€n m6n
sd I udc

Budc 5 cui C6ng chtlc
chuy€n m6n
SdNQi v9

so I6v f
ki6n

-Th5i hqp *ri v[n thu vgo s6, tsit s6iaong
d6u tl6i vdi vdn ban eti 16y f ki€n co quan

li€n quan;
- Gti h6 so d6n co quan li6n (Budc 6).

Ven ban gui ! co quan
vd ddngch.rqc vcn so

Ven ban y i voi nOi dung
s6 vd<tugc <td nghi @d duo. c vdo

rys.O;
-H6 so dinh kBm neu

1,0 ngdy

16,0 ngiyCo quan
dusc gui
my y Klen

Bu6c 6

Bu6c 7

Guiy
ki6n vE
sdNoi

nhan
vln bdn

Co quan duo. c
". .l . , .tgut lay y Kren

dinh v6i nQiso
dung nghi;

d6n SdNOi w @udc 7).- Gui vln ban

- VAn ban <linh cua c0 quan 1,0 ngdy

li€n quary
- Hd so dinh kdm @Au cd).

SdNOi vu C6ng chtlc
mOt cta Sd

NOi vtt

ban g6p ttr co quan dugc
gui

h6 so d6n c6ng chr?c chuy6n m6n
Sd u6c
(l) so drl ki€n giii DU thdo vdn ban hinh Chri tich
- Tham muu v6n bin trinh Chri tich UBND
tinh cho phr5p d6i t&r vi c6ng nhdn didu E
sria <t6i, bii smg ctr-ry! (dinh kim du thAo

quyiit dinh);
- Chuyiin hd so trtnh d6n Lanh d4o Phdng
chuy0n m6n Sd NQi W (Budc 9).

UBND tinh cho
c6ng nhdn didu l€

phr5p g6
srla tl6i,

i t6n vd
b6 sung

cua qu!;
- DU thdo quy6t dinh cua-Cht tich
UBND tinh cho phdp d6i t€n vd

c6ng nh0n <ti6u lQ sria tt6i, b6 sung

cua qu!;
- V[n ban tham dinh cira co quan

li6n

l2,0 rgityBudc 8 C6ng chr?c

chuy6n m6n
SdNOi vu

hq,p,

tham
diDh ho

s0
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Don vi
thuc hiOn

Buric
thuc hi€n

TGn budc
thuc hi0n

Trich nhiQm
thuc hiGn

NQi dung cdng viQc thgc hiQn Bi6u miu, k6t qui
so cta quy.

(2) so chua dt ki€n glal DU th6o vEn ben nghi
Tham mtru vEn bdn dd nehi quy sung, sung, hodn thiQn hd so;

- Ven ban mAm C6tr crtahoan thiQn h6 so; co quan
Chuy6n h6 so hinh d6n LAnh d4o Phdng li6n quan;

- Hd so crlamon Sd N
(3) )i
quy6t:

so kh6ng thl

v6n bAn hi hd

kiQn giai -Du
quy6t

thio th6ng b6o tir ciei

quan
no so;

Tham mIru so cho quy (nAu V5n ben thArn dinh crjra co
rd tj, do ti chiii gidLi quyit);
- Chuy6n h6 so trinh t10n LEnh tl4o Phdng

Ii€n quan;
- H6 so cta qu!

m6n Sd

Thdti gian

Bu6c 9 KICM
tra, xdt

duyQt h6
so

L6nh tl4o
Phdng chuy6n
m6n SdNQi

w

(1) N6u h6 so dri di6u kiQn giii quy6t:
- Trinh Lflnh tl4o Sd NQi vu kj duyQt ven
ban tdnh Chrl tich UBND tinh cho ph6p d6i
t6n vi c6ng nhin diBu g srla d6i, b6 sung
cua qu! (dinh klm fu th,na quyiit dinh);
- Chuy6n h6 so trinh d6n LAnh dao Sd NOi
w@uoc l0).

- DU thao vdn ban ttnh Chri tich
UBND tinh cho ph6p d6i t6n ve
c6ng nh{n diAu l€ srh d6i, b6 sung
cta qu!;
- Dtr thao quy6t aint cua Chri tich
UBND tlnh cho ph6p it6i t€n ve
c6ng nhfln di6u E sua d6i, b6 r,n g
cta qu!;
- Ven ban thAm dinh cria co quan
li€n quan;

2,0rgity
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Dolvi
tluc hiOn

Budc
thuc hi6n

TGn bufc
thuc hi6n

Tr{ch nhiQm
thrrc hiOn

NQi dung c6ng viQc thqc hiQn Bi6u miu, kiit qui Thdti giar

Budc l0 LEnh dao Sd
NOiw

so cta qui.

(2)N so chua dt kiQn giai
- Trinh Lenh dao Sd NOi vU Ly duyQt vAn

ban dA nghi qu! bti sung, hodn thiQn h6 so;
- Chuy6n hd so tinh d6n Lenh <lao Sd NOi

uoc I
kiOn giai(3) so kh6ng ttti

quy6t:
- Trinh LEnh dao Sd NOi w kf duyQt vdn
ben tre hd so cho qu! @Au rd $, do ti chiSi

sidi ryydi;
- Chuy6n h6 so trinh d6n LAnh dao Sd NOi

10
(l) so drl kiQn giAi
- Kj duyQt vin bin uinh Chti tlch UBND
tintr cho-ph6p dtii ten vi c6ng nhfu diAu lQ
srira tl6i, b6 srmg cua qu! (dinh lim &r thdo
qrry* ai*);
- Chuy6n h6 so diSn c6ng chrlc chuy€n m6n
SdNOi vu @u6c 1l).

Q) so chua ou kiQn glar

Ky duyQt vln brim d0 nghi qu]
thiQn h6 so;

srmg,

hoan
- ChuylSn h6 so di5n c6ng chr?c chuy6n m6n
sd u6c ll

- Du thio vdn ban nghi
sung, hoan thiQn h6 so;
- Ven ban ttrAm ai*r cria co quan

li6n quan;
- Hd so cua
-DU
quy6t

thdo th6ng b6o
hO so;
ban fifun dinh

ttr giiri

Ven cua co quan

li€n quan;
- H6 so cua qu!.

- VAn ban trlnh Chri tich UBND
tinh 

"hg 
phdp d6! tOn vd c6ng

nh4n di6u lQ srla tl6i, b6 sung cria
q8(ddAryc LdnhdaoSdhD;
- Du thio quy6t dinh cua.Chri tich
UBND tinh gho phdp cl6i t6n vd

c6ng nh0n di6u lQ srla tl6i, b6 sung

cua qu!;
- Ven ban tham dinh cira co quan

li6n quan;
- Hd so cria qu}.

2,0ngiryK),
duyQt h6

so
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Don vi
thuc hi€n

Bufc
thuc hi6n

TGn bufc
thuc hiOn

Tnflch nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qut ThM gian

Buoc 11

so kh6ng thl ki0n glal

- Kf duyCJ vdn ban
rd l! dg* chdi gidi
- Chuy&r hd so tt€n

ti h6 so

Suyiit);

cho qrgr (nAu

c6ng chr?c chuy6n m6n
sdN ll

- H6 so crla qug.

1,0 ngdy

- Th6ng b6o ttr ch6i girni quy6t h6
so (tlii ttuo. c L.tinh dqo S& h!);
- Vln ban tham dinh cta co quan
1i6n quan;
- H6 so cta qu!.

Hodn
thi€n h6
so trinh
Chri tich
UBND

tinh

C6ng chfc
chuyEn m6n
Sd NQi 4r

Vln ban tinh Chtl tich UBND
tlnh cho
nh6n diAu

phdp dol t0n vi cdng
srmg cria
vd il6ng

IQ srla ool, DO

soqlry (dd ilrqc vdo
ai*is6;

NQi vs @u6c 12).
- DB thio quy6t Ainfr cua Chri tich
UBND tinh cho phdp d6i t6n ve
c6ng nhgn di6u le sua d6i, b6 sung
cria qui;
- VIn ban tfrAm ainfr cria co quan
li6n quan;
- H6 so cta

so chua dir kiQn
vAo

gr.ei g
so va

Viln ben nghf sung, hoin
r,(vao so va

daw
hqp v6i Vin thu
s6 a6i voi vdn ban

<l6ng
sung,

thiQn h6 so
dti,l$

laa dwc
,4.

so).dd nghi b6 cl6ng
honn thiQn hd so;
- Chuy6n h6 so diin c6ng chrlc mQt cria S0
NOi vu @uoc 1);
- Sau khi ti6p nh6n hd so b6 sung ttr c6
nher1 t6 chrlc, c6ng chrlc mQt crla Sd NQi
v9 chuy6n hd so dtin cdng chrlc chuyEn
m6n Sd NQi vu d6 ti6p tsc gi6i quy6t ttreo
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Don vi
thuc hi0n

Bufc
thuc hi0n

TGn budc
thuc hiGn

Trich nhiQm
thuc hi0n

NQi dung cdng viQc thgc hiQn Bi6u miu, k5t quA Thdi gian

kiQn gi6i(3) so klr6ng tlti
l.quyel

- Ph6i
oawKy

hgrp voi Vdn thu vio si5 vd. <l6ng

sii-aiii voi th6ng b6o ttr choi giei
quytit hi5 so;

-Chuy6n h6 so diSn c6ng chric m$t crla S&

N 1 udc20

- Th6ng b6o tt)
so (dd cfugc

gtat
vdo i6 vd d6ng

aii*is6.

- Van ban trinh Cht tich UBND
tinh cho ph6p d6i t€n vi c6ng
nhfln ttidu l€ sua d6i, bO sung cria
qt! (dd dto.c vdo s6 vd d6ng
diu/hi sir;
- Du thao quy6t A6t cria Chri tich
UBND tinh c6ng nhAn tli€u l€ sta
tt6i, b6 sung quY;
- Ven ban thAm dinh cria co quan

li€n quan;
- Hi5 so cua quI

1,0 ngiyBu6c 12 Liln no
so trinh
Chri tich
UBND
tinh

C6ng chrlc
mOt cta Sd
NOiw

(l) N so dt kiQn giii qu
Chuy6n h6 so trinh
tinh @u6c l3).

diSn Van phdng UBND

@iquy5t.
- Gui c6 nhan, tO chrlc vln brim tl€ nghl bd
sung, hoin thi€n hO so;

Sau
.. . _.tknr uep nhan hd so bti sung tt c6

nhe& t6 chuc thi
chuy6n m6n Sd N0

chuy6.n
i vu ti6p

di5n c6ng chr?c

thAm dinh.

- V[n ban
thiQn h6 so

nghi sung, hodn
do s6 vd bi'lcla drqc v

so).

Ven
phdng
I]BND
ttnh, Chri
tich
UBND

Budc 13 -.Ir lep
nhan hd
so tinh
Chri tich
UBND
tinh

Cdng chrlc
tluqc plBn
c6ng ti6p
nhfln h6 so
cria VEn
phdng

-Ti6 nhfir,*igm tra hd so;
- Chuy6n hd so di5n.c6ng chrl.c chuy6n mdn
tlugc phin c6ng th6m tra h6 so cua V[n
phdng UBND tinh (Budc 14).

1,0 ngiy-H5 sotrlntr cira SdNQi vu, g6m:
+ VAn ban trinh Chi tich IIBND
tinh cho ph6p d6i ten ve c6ng
nh4n di6u lQ sria d6i, b6 sung cria

quyl
+ Du thdo quyet dinh cua Chri tich
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Don vi
thrrc hiOn

Bufc
th

TGn budc
thuc hi6n

Tnlch nhiQm
thuc hi6n

NQi dung c6ng vipc thgc hiQn Bi6u miu, k6t qufl Thli gian

tinh UBNDtinh

C6ng chuc
chuy€n m6n
<lugc phan
c6ng. thArn
tra h6 sc cria
VAn phdng
UBNDtinh

UBND tlnh cho
c6ngnhflndidu Q
cua qu!;

i ten ve
b6 sungi,

+ VAn ben thAm dinh crla co quan
li6n quan;
+ Hd so crla

Bu6c 14 I nam
tra,
tham
mtru
gidi.
quy€t h6
so

(l) N6u th6ng nir6t voi hO so trinh cta Sd
NQi vu:
- 86o c6o, dA xu6t xet duyQt h6 ss hinh cta
SdNQi vp;
- Chuy6n h6 so tinh d6n Lanh d4o Phdng
chuyen m6n V[n phdng UBND tinh xdt
duyQt @udc l5).

- HO sotinh cria sdNqi vu@
+ VAn bAn trinh Chl tich UBND
tlnh 

"h9 
ph6p d6i t6n vi c6ng

nh6n diAu lQ srla d6i, bii sung cria
quy;
+ D1r thio quyiSt dlnh cua Chri tich
UBND tinh cho ph6p it6i tCn ve
c6ng nhfn didu lQ srfa d5i, bti sung
cta qu};
+ VAn ban thArn dinh cia co quan
li€n quan;
+ Hd so crla qu!.
- Vdn ban b6o crio, dd xu6t giai
quyet.

8,0 ngdy

(2) N6u kh6ng th6ng nh6t voi h6 so trtntr
cua SdNOi vu:
- B4o c6o, dd xu6t te hd so dd nehi Sd NQi
vu AAm ai*r tei, b6 sung h6 sq tt ch6i;
- Chuy6n h6 so trinh tt6n Lturh d4o Phdng
chuy6n m6n VAn phdng UBND tinh xet
duyet (Budc l5).

- H6 sotinh cua SdNQi vU, g6m:
+ Ven ben trinh Cht dch UBND
tinh cho phep <t6i t6n vd c6ng
nhfn didu lQ sua d6i, b6 sung cua
quy;
+ VAn ben thAm dlnh cua co quan
li6n quan;
+ Hd so cua qu!.
- van Mn b6o c6o, CA xult ttrAm
dinh ler, b6 sung hd sq tu ch6i
gi6i quy6t.



51

Don vi
thuc hi6n

Bufc
thuc hiOn

TGn butrc
thuc hiGn

Trfch nhiQm
l!'l

NQi dung c6ng viQc tlgc hifn

(1) vd so trlnh cua Sd
NOi vu:
- X6t duyQt b6o c6o, dA xudt kf duyQt h6 so

tinh cta SdNOi vu;
- Chuy6n hd so tinh d6n Lenh dgo Vdn
phdng UBND tinh (Bu6c 16).

Bi6u m6u, k6t qui Thdi gian

so trinh cua Sd NOi w, 2,0 ngiy
+ Ven ban trinh Cht tich UBND
tinh cho phr5p d6i t6n vd c6ng
nh0n di6u lQ sua d6i, b6 sung cta
quy;
+ Du thdo quy6t ai*r cua.Cht tich
UBND tinh gho ph6p d6i t6n vi
c6ng nhfln di6u lQ srla <I6i, b6 sung

cua qu!;
+ Vdn ban them dinh cria co quan

li6n quan;
+ H6 so cua qu!.
- VEn ban b6o c6o, d€ xudt giii

sotrinh cria SdNOi W,
+ Ven ban hinh Chri tich IJBND
tinh cho phrip d6i t6n vd c6ng

nhin didu lQ sta tt6i, b6 sung cta
quy;
+ VAn ban ftem dinh cia co quan

li6n quan;
+ Hd so cria qu!.
- Ven ban b6o c6o, <l€ xudt thAm

dinh lar, b6 sung h6 sq tt ch6i

so trinh cria Sd NQi vu, 2,0 ngdy
+ V[n ban trinh Cht tich UBND
tinh cho phdp d6! t6n vi c6ng
nhdn di6u lQ srla d6i, b6 sung cria

quy;
+ th6o cta Cht

Bu6c 15
tra,
duyQt
s0

xdt
no

x6t
duyQt hd

so

Lenh d?o
Phdng
chuyEn mdn
Vdn phdng
UBNDtinh

a) kh6ng voi h6 so hinh
cria Sd N6i vu:
- X6t duv€t i6o c6o. aA xrdt tra h6 so dA

nghi Sd I.iOi w thAm dinh lai, b6 sung h6
so, tt ch6i;
- Chuy6n hd so tinh d6n Lenh dao Van
phdng IJBND ttnh @u6c 16).

Bu6c 16 Ldnh dao VEn
phdng UBND

tinh

(1) voi so trinh cta Sd
NOi vu:
- X6t duyQt b6o c6o, t10 xuft kf duyQt h6 so

hinh crla SdNOi vu;
- Chuy6n hd so trinh d6n Lanh dao UBND
tinh u6c 1
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Don vi
thuc hiGn

Bufc
thuc hi6n

TGn Trich nhiQm
NQi duug c6ng viQc thgc hiQn Bi6u miu, k6t quith th

UBND tinh cho phep i t6n vd
bO sungc6ng nhfln

ctn qu!;
diAu le sta d6i,

+ VIn ben tfrArn Ai*r cria co quan
fien quan;
+ H6 so cua qu!.
- Ven ban b6o c6o, aA xu6t Ciei

Q) kh6ng v6i so toinh so trinh cua Sd NQi vr,r,
cua SdNQi vq:
- X6t duyQt 86o c6o, ad xu6t m h6 so dA
nghi Sd NQi vu ttrAm dinh lel b6 sung h6
so, ttr ch6i;
- Chuy6n hd sotinh d6n Lanh dao IIBND

+ Ver ben tdnh Cht tich UBND
tinh cho ph5p d6i t6n vi c6ng
nhin di6u le sta d6i, b6 sung crla
quy;
+ Ven ban thAm dinh cta co quan
liOn quan;
+ H6 so cria qui.
- VAn ban b6o c6o, de xu6t ttrAm

tlnh @u6c l7).

dinh lal, b6 srmg hd sq ttr ch6i

K),
duyQt h6
so

(l) vdi so trinh cria S& dinh cria Cht tich UBND
tinh NQi vu:

- Kj ban hdnh quy6t dinh cho phdp d6i ten
vd c6ng nhfln diAu lQ sua d6i, b6 sung cua

tirh 
"h9 

ph6p d6i t€n vd c6ng
nh$n diAu le sua d6i, b6 sung crla
q8 @d tluqc Ldnh ilao UBND

quy;
- ChuyiSn t<6t qua gpi quy6t qen c6ng chric
clugc phin c6ng ti6p nhfu h6 so cria Vdn

ttn\W);
- H6 so trinh cria Sd N6i vu.

UBI.{D tinh uoc 18

Q) kh6ng voi so trlnh - Ven ban cria Chri tich UBND
cua SdNQi vu: oor t€n

van Dan ve cho d6i
tinh vA vlec cho phdp

(lleu sua
va

ThM gian

Budc 17 2,0 ngdy
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Don v!
thuc hi€n

Bm6tc

thuc hiOn
TGn bufc
thuc hiGn

Tnflch nhiQm
rh

NQi dung c6ng viQc thgc hiQn Bi6u mliu, k6t qui Thli gian

sung cria 98 @A tfu.oc Ldnh
dqo UBND tinh W);
- VAn ban cria Chrl tich IJBND
tinh vd viQc y€u ciu thim dinh lei,
b6 sung h6 so (dd AQc LAnh dlo
UBND tinhso crla Vin UBND dnh u6c I

1,0 ngiyBu6c 18 Chuy6n
tra ket
que.Cr+
quy6t/h6
s0

C6ng chrlc
<lugc phAn

^ ..tcong uep
nhdn h6 so
cta Vln
phdng UBND
tinh

re qu,n giAi so
Trung tAm PVHCCT (c6ng chrlc mQt crta

cua SdNOi vu) @u6c l9).

(1)
t6n
cria

qu.i ld
nhanvd cdng

qu!/vin bin kh6ng
nhdn diAulfidng c6ng

tra vn t6ng hqp k6t qun

grli quy6t diin budc td

dinh cua Chri tich UBND
tlnh cho
nh0n <li6u

phdp c6i tcn vi cdng
sung cta
vd ddng

lQ sua -1.dol, b6
SOq$ (dd .tuo. c vdo

diu/bj sO);

- Ven ban cta Chri tich IIBND
tinh vd viQc khdng cho phr5p d6i
t€n vd kh6ng c6ng nhfln didu lQ

sAa d6i, b6 sung cria qu! (dd dtro. c

vao sii vd d6ns ddu/hi sil);

- Ven ban cua Chri tich UBND
thh vA y6u cAu thAm dinh lai,
.l
DO so dd tluqc vdo so va

dinh crla Cht tich UBND
tinh cho
nhfu di6u

ph6p d6i ten vd c6ng
l0 sua a6i, bii sung cua

quy;
- VAn ben cua Chir tich UBND
tinh vd viec }*r6ng cho Phdp d6i
t6n vi kh6ng c6ng nhdn tli€u IQ

srta dt5i, b6 sung cua qu!;
- H6 sotrinh cua SdNOi vu.

1,0 ngiyTrung tim
PVHCCT

Budc 19 I lep
nhan k6t
qua gi6i
quy6tnr6

so

C6ng chrlc
m$t crla cta
SdNOi vu
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4. Th0 tgc cdp [i gidy ph6p thinh l$p vi c6ng nhfn tli6u g qui
- ME TTHC: 1.013020;

- Thdi :60 Bm kA tDr drl h6 so

Don vi
thuc hiOn

Budrc
thuc hiGn

TGn budc
thuc hiGn

Trich nhiQm
NQi dung c6ng viQc thgc hifnth

(2) N qun li ven ban nghi
dinh lar, b6 sung h6 so:
- t rep
tinh vA
h6 so;

nhfln vdn ban cua Chri tich UBND
viQc y€u cAu thAm dinh lai, bi5 sung

Chuyiin ven bin tt6n c6ng

Dde
chfc chuy€n

mon
muu

Sd NOi vu @u6c ti6p tuc tham
theo

Bi6u miu, k6t qui Thdi gian

- VAn ban cta Chri tlch UBND
tinh vA viQc y€u cAu thAm dinh lai,
b6 sung h6 so;
- H6 sodnh crla SdNQi vU.

Bu6c 20 lra Ket
qua giii
quy6t tro
so

C6ng chrlc
mQt cua cria

SdNOi vu

- Vio s6 theo d6i ti6p nhfln h6 so;
- ry s5 hd sq k6t qua giii quy6t vi chuy6n
vio kho luu tril theo quy dinh;
- Chuy6n k6t qui gidi quy6t, trO so d6n c6ng
chr?c chuy€n m6n Sd NQi vg <t6 luu theo
quy dinh;
- Ktit thric quy hinh (sau khi tni k6t que).

tlinh cua Chri tich UBND
tinh cho phSp d6i t€n vd c6ng
nhfn di€u lQ sta d6i, b6 sung crla
quy;
- Ven ben cua Chri tich UBND
tlnh vA viQc kh6ng cho phdp d6i
tOn vi c6ng nhAn dieu le sua d6i,
b6 sung crla qu!;
- Th6ng b6o ttr ch6i giai quy6t h6
so cta Sd

H6 so tlugc luu tai Sd NQi vu theo quy dinh hiQn han[ g6m c6:
cua qu!;
sinh hong qtui trinh gi6i quy6t;

-H6sodE ti6p nhfln
-H6sq tii liQu
- r6t

Dcn vi
thuc hiGn

Bu6,c
thuc hi0n

TOn but6,c

thuc hiGn
Tnflch nhiQnr

thuc hiGn
NQi dung c6ng viQc thgc hiQn Bi6u m6u, k6t qui Thtri gian
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Do:r 4
thuc hi6n

Bufc
thuc hi€n

TOn bur6,c

thuc hiOu
Tnf,ch nhiQm

th
C6ng chric
mQt ct}a Sd

NOi vu

NQi dung c6ng viQc thgc hiQn Bi6u m6u, k6t qui Thiri giar

nhAn so vi hgn trd
01;theo mau so

cua qu!

yeu hoan

thi€n h6 so theo mau

ttr nhdn giai
03.quy6t t d so theo miu

- DU thao v6n ban gui
co quan li€n quan;
- Hd so cua qu!.

t

- DU thio vdn ban gui
co guan li€n quan;
- H6 so cua qu!.

!

0,5 ngnyTrung tAm
P\rHCCT

Bu6c 1 TiCp
nhan
hd so

tfii vi hqp 10:(t) so

SO u6c2
a) so chua thi hodc chua hgp
lQ:

- Huong
Phi6u y6u
- K6t thrlc

dan,
cau

in ve gui c6 nh6n, t6 chlc
b6 sung, hoan thiQn h6 so;
trinh.

t, N6u trdsoPrOng itring quy <tinh:

- rtr ch6i tii5p nb4n hd so (n6u rd f do);
- F ve $i c6 nh6n, t6 chrlc Phi6u ttr ch6i
ti6p nhfln giai quyet h6 so;
- K5t thric quy tlnh.

Sd NOi vu Bufic2 Tham
mlru

vdn ban

tra, xdt
duyQt h6

so grli

C6ng chrlc
chuy6n m6n
SeNQi vu

- Tham muu vdn ban gui hd so 6y j ki6n
co quan li6n quan;
- Chuy6n h6 so tinh d€n L6nh tlao Phdng
chuy6n m6n Sd NOi w (Budc 3).

3,0 ngiy

Budc 3 LAnh deo
Phdng chuy6n
m6n SdNQi

w

tra so tinh;
- X6t duy€t, ttnh Lanh <l+o Sd Noi w lcf
duyQt vln ban griri 6y j ki6n co quan li6n
quan;
- Chuy6n hi5 so trinh den Larh dao Sd NOi

2,0 ngdy
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Don vi
thuc hiOn

Bur6,c

thuc hi6n
TOn b
th

K)? .
duyQt h6

so gui
ldv {
ki6n

so l6v f
ki6n

Gui

Tnich nhiQm
thuc hiOn

NQi dung cdng viQc thgc hiQn Bi6u mfiu, k6t qui Thdri gian

vq @udc 4).
Budc 4 LAnh d4o Sd

NOi vu - Kj duyQt vdn bin gui 6y j ki6n co quan
li€n quan;
- ChuyiSn hd so d6n c6ng chrtc chuy0n m6n

ha so trinh;

sdN u6c

- Ven ban g,fi hy y ki6n co quan
li6n quan (dd duqc Ldnh dqo Sd
w);
- H6 so cria qu!.

1,5 ngdy

Budc 5 C6ng chtc
chuyEn m6n
SdNQi vp

- !tr6i. trcp v6i Vin thu vdo s6, hii s6faOng
diu d6i vdi vin ban gui 16y f ki6n co quan
li€n quan;
- Gti hd so d6n co quan liOn quan (Bu6c 6).

- Ven ben $i 6y
li€n quan (dd cfuqc
ai*!'s6;
- H6 so cria quV.

y Klen co quan\ : . -.yao so ya dong
1,0 ngiy

Co quan

{uo.c grli
ldy f kiOn

Bu6c 6 G'ii V

ki€n vO

sdNoi
w

C6ng chrlc
mOt cua Sd

NOi vu

C6ng chuc
chuy6n m6n
SeNQi v1r

I

dung
- Gui vdn ban

Co quan dugc
gui 6y f ki6n nehi;

d6n SdNQi w (Buoc 7).

dinh so voi nQi

gui
nh6n v[n bin g6p ttr co quan duo. c

ki6n;
h6 so <tiin c6ng chric chuy€n m6n

(1)N so drl ki€n giai
Sd

- Tham muu vEn ban trinh Chri tich UBND
finh c6q hi cdy phdp thnnh gp vi c6ng
nhfln tli6u lQ q8 @inh kAm dr thao quyAt
dinh);
- Chuyiln hd so ttnh d6n Lanh ttqo Phdng
chuy6n m6n SdNQi vg @u6c 9).

van ben vol nol 16,0dung
J.so vatluo. c <lii ngi @A itusc vdo

lc;, sp);
-H6so dinh kAm neu
- VEn ben tlinh cua co quan 1,0 ngiy
li6n quan;
- Hd so dinh kEm (niiu c6).

SdNOi vu Budc 7

Buoc 8

Ti6p
nhan

vtrn ban
e6p V
T6ng
hqp,
thAm

dinh hd
so

li6n quan;
- H6 so cta

12,0 ngdy- DU th6o vIn ban trinh Cht tich
UBND tinh c6p lai Gi6y phdp
thenh $p vd c6ng nh4n diEu l€
quy;
- Dg thao quy6t Cintr cua Cht tiph
IIBND tinh cdp tai Gi6y phdp
thnnh Bp vd c6ng nhdn di6u l0
quy;
- VAn ben tfrArn Ai*r cta co quan
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Don v!
th

Bufc
th

TGn budc
thuc hi0n

Trrich nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hiQn

Q) so chua dt kiQn gini
Tham muu vdn bin dA nghi quy sun&

hodn thi€n hr5 so:
- Chuye; hd so tinh <t6n Lanh d4o Phdng

m6n Sd
kiQn eini(3) N so kh6ng dt

quy5t
- Tham muu v6n ban tue hO so cho qui (nOz

rd lj,do ti chdi ciai quyiit);
- Chuy6n hd so tinh <t6n Lanh tt+o Phdng

m6n Sd

Bi6u mfiu, kdt qun Thti

Du thio van ban nghi
su8' hoin thiQn hd so;

Ven ben th6rn tlinh cua co quan

li€n quan;
- H6 so cria
-Du
quytit

thao th6ng b6o tir
no so;

giai

VAn ben ftArn dinh cia co quan

li6n quan;
--l- tto so cu:r quy.

tra, xdt
duyQt h6

so

(1)N so dri kiQn gini DU thio van ban tinh Cht tich
- Trinh Lanh dao Sd NQi w lci.duyQt vnn
ban trinh Chri tich UBND tinh cap lai Gi6y
ph6p thdnh l6p vi c61g nhfn di6u lQ qu!
(dinh k)m drthdo quyAt ilinh);
- Chuy6n h6 so tinh d6n Lffi rleo Sd N$i
vu (Buoc 10).

UBND tinh
thnnh $p vd

c6p $i Gi6y phrsp
c6ng nh4n tli6u lQ

quyl
- Du thio quy6t ai*r cua Chri tlch
UBND tinh cAp I4i GiAY PhdP
thnnh hp vi c6ng nhin diAu lQ
quy;
- Ven ban them dinh cta co quan

li6n quan;
- Hd so cria

a) so chua drl kiQn giii - Du thio vin ban nghi

- Trinh Ldnh deo.Sd NQi vB k, duyet vdn
bAn dd nghi qu! b6 swrg, hodn thi-€n h6 so;
- Chuy6n hd so tinh d6n Lanh <lao Sd NOi

sung, hoan thi-€n h6 so;
- V[n ban tham dinh cta co quan

I
1i6n quan;

,-l
- tlo so cua

(3) so kh6ng ttrl kiQn giai -DU
quy6t

th6o th6ng b6o tir gLal

quy6t:
,l
no so;

- Trinh Lanh sdN v[n V[n ban tharn cua co

2,0 rgdyBu6c 9 Lanh dao
Phdng chuy6n
m6n S&NQi

w
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Don vi
th

Bu0c
thuc hi6n

TOn burfc
thuc hiGn

Trfch nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hiQn BiSu miu, k6t qui Thiri

li€n quan;
- H6 so cua qu!.

ben tre h6 so cho qu! @Au rd lj, do tb chiii
Sidi quydt);
- Chuy6n hd so trtnh ddn Lanh dao Sd NQi
vu (Budc 10).

Budc 10 K), 
.

duyQt h6
so

I^anh d4o Sd
NOi vu

(l)N
- K),

so &i kiQn ciei VAn ban tinh Chri dch UBND 2,0 ngdy
duyQt v6n bin tinh Chti tiph UBND tinh c6p

vi c6ng
lal Ltrav

nh0n tli€u
phdp thdnh lfp
lQ q8 (dd dro. ctinh

nhan
c6p hi
oleu le

GiAy ph6p thdnh lfp ve
qaj (dinh kDrn fo thdo

c6ng
quyAt Ldnh dqo Sd b!);

- Dg thao quy6t apn cua Chri tich
UBND tlnh c6p l4i Gi6y ph6p
thanh lflp vd cdng nhfln diAu lQ

quy;
- Ven ben *rim eint cia co quan

drnh);
Chuy6n h6 so d6n c6ng ch0c chuyEn m6n

SdNQi vu @uoc 11).

li6n quan;
- H6 so cria

a) so chua dri kiQn siei VIn ban nghi sung, holn
Ky duyQt vtrn bin

thien h6 so;
de nghi qul slmg, thiQn h6 so (dd tuqc Ldnh dao Sd

hoin w);
- Chuy6n hd so d6n c6ng chrtc chuy6n m6n
Sd NQi vu Guda 1 1).

Vnn ban thAm dinh qia co quan
li6n quan;
- HO so crla

(3) N
quy€t:

so kh6ng chi kiQn ciei Th6ng b6o tir giai so
(dd dno. c Ldnh dqo Sd kv);

- Kj duyQt vIn
rA l! do tb ch6i
- Chuyiin hd so

ben
gtdi
oen

hd h6 so

Suyiit)i

cho qg @Au - Van ban thfun dinh
li€n quan;
- H6 so cta qu!.

cta co quan

c6ng chric chuy6n m6n
sdN ll
(l so dti kiQn giAi Ven ben trinh Chrl tich IIBND 1,0 ngiy

vd <t6ng tinh c6p [i
Chri va

ph€p thAnh l6p
Budc l1 Hodn

thiQn h6
so trinh

36ng chrlc
:huy6n m6n
S&NOi vu



59

Dol vi
thuc hi€n

Budc
thuc hiGn

TOn burlc
thtrc hi0n

Trich nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t quA Thdri gian

Chrl tich
UBND
tinh

I,BND tinh lei ph6p thiah lflp vn yao va
DIr thAo dinh cua cht tich

chr?c mot crla S6 UBND tinh
thinh lfp vn

c6p fui ci6y phrip
c6ng nhin di6u lQNOi vu @uoc 12).

quy;
- VAn ban tham dinh cria co quan

li€n quan;
- H6 so crla

(2)N so chua drt kiQn
vdo

Ven ban nchi 'TC,1'Tvaa so vaPh6i hqp v6i Vdn
!. -r.so oor vol van

thu <l6ng
sung,

thi€n h6 so Gld ituqc
d6ng diiu/bi sii).aAuW ben dA nehi b6

hodn thiQn hO so;
- Chuy6n h6 so <t6n c6ng chrlc mOt crla Sd

NOi vu @uoc l);
- Sau khi ti6p nhfn hd so b6 sung tir c6

nherL t6 chrlc, c6ng chrtu mOt crta Sd NQi
vu chuyiSn h6 so d6n c6ng chrlc chuy6n
mdn Sd NQi vu <t6 tiiSp tgc giii quy6t theo

kiQn gral - Th6ng b6o ttr
so GIA ihrqc
aiiuttri s6.

gi6i:
sovao vd cl6ng

s5 vd d6ng
fi ch6i giai

mQt crla Sd
N ubc20

du ki-6n g1al Vdn ban trinh Chri tich LIBND 1,0 ngdyso
cua h6 so trinh d6n Ven phdng UBND phrSp thanh lfp

(dd drqcQl vu tinh @u6c l3). rc

Budc 12 Gti h6
so tinh
Chri tich
UBND
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Don vi
thuc hiOn

Bur6,c

thrrc hi6n
TOn bu6tc
thuc hiOn

Trdch nhiQm
thuc hiOn

NQi dung c6ng viQc thqc hiQn Bi6u m6u, k6t qui Thli
tinh - D1r thio quy6t Ainh cila Chri tich

IIBND tlnh c6p l4i Gi6y phdp
thnnh l{p vi c6ng nh6n diAu l€
quy;
- Ven ban thAm dinh cria co quan
1i6n quan;
- H6 so cria qui.

(2) N6u hd so chua thl tli6u kiQn gini quy6t:
- Grli c6 nhan, t6 chlc vin ben dA nghi b6
sung, hoin thiQn hd so;
- Sau ktri ti6p nhan hd so b6 sung ttr c6
nhan, t6 chric thi chuydn <ttin c6ng chr?c
chuyEn m6n Sd NOi vU ti6p tuc ttrAm ainfr.

- Ven ben dd nghi b6 sung,
thiln h6 so (itd ituqc vdo si5

hoan
vdw

Bu6c 13Vdn
phdng
UBND
ttnh, Chri
tich
IJBND
tinh

Bu6c 14

nhan
so toinh
Chri tich
UBND

tinh

tra,
tham
mlru

no

C6ng chrlc
tlugcphdn

c6ng ti€p nh6n
h6 so cta VIn
phdng UBND

tinh

- Ti6p nhgn, ki6m ta h6 so;
- Chuy&r h6 so d€n c6ng chric chuy6n m6n
duo. c ph6n c6ng th6.m tra h6 so cria Vin
phdng UBND tlnh @u6c 14).

- H6 so tinh cua Sd NQi vg, g6m:
+ Ven ban trinh Cht tfch UBND
tinh cdp hi Gi6y phep thnnh gp
vd c6ng nhfln $du lQ qu!;
+ DU theo quyet dinh cua Chri tich
UBND tlnh c6p [i Gi6y ph6p
thanh l{p vd c6ng nhin didu lQ

quy;
+ Ven ben thAm dinh cta co quan
li€n quan;
+ Hd so crla quY.

1,0 ngdy

C6ng chuc
chuy€n m6n
duo. c phin

c6ng thAm tra
h6 so cria V[n
phdne UBND

(l)
NOiw:
- B6o c6o, ad xuit xet duyQt h6 so trinh cria
SeNQi vu;
- Chuy6n h6 so trinh <t6n Lenh d4o Phdng

voi so trinh crla Sd sotrinh cta SdNQi vu,
+ VAn brin trinh Chri tich UBND

phdp thanh lflp
10 qu9;

+Dutheo dinh cua Chrl tlch
m6n VEn UBND tinh xdt IIBND tinh

8,0 ngiy



6t

Dold
thrrc hi6n

Buritc
thuc hi6n

TOn Tr6ch nhiQm
NQi dung c6ng viQc thgc hiQn Bi6u mdu, kdt qui Thli

th th
sd tinh duy€t (Buoc 15). thdnh 10p vi c6ng nhfn re

quy;
+ Ven ban them dinh ctia co quan

li6n quan;
+ Hii so cria quV.

- Van ban bio c6o, dd xu6t gini

a) kh6ng vdi so trinh so trinh cua Sd NQi vu,

cua S0N0i W:
- B6o crlo, eA xu6t ti trd so dd nghi Sd NOi
vu tfrAm ai*r tai, b6 sung hd sq ttr chiii;
- Chuy6n h6 so trinh d6n Lanh <lao Phdng
chuy€n m6n Vdn phdng UBND tinh x6t
duyet (Budc l5).

+ VAn ban trinh Cht tich UBND
tffi c6p hi Gi6y phCp thanh l$P

vd c6ng nh4n tli6u lQ qu9;
+ Ven ban thArn dinh cta co quan

li6n quan;
+ Hd so cta quy

Ven bAn b6o cao de xu6t thAm

lai, b6 h6 tir ch6dinh sung so, 1

Lenh dao (1 ) vbi so trinh cua sd so trinh cua sd N9l vu, 0 ngiy

tra, xdt Phdng N0i vtl: + VEn ban trtnh cht tich UBND

duyQt no chuy6n mon x6t duyQt b6o c6o, de xuAt ky duyQt h6 so tinh c6p hi Gi6y phdp thanh l$P

vi c6ng nhdn tli€u lQ qui;
+ Dg thio quy51 ainfr cUa gtli tictr
UBND tinh cdP l4i Gi6Y Ph6P
thnnh $p vi c6ng nh6n di6u l€

so Ven phdng trinh cua sd N0i w;
I.JBND tlnh Chuy6n no so tlnh tliin Lenh deo Vnn

phdng UBND tinh @u6c I6)

quy;
+ Ven ban tham dinh cria co quan

li6n quan;
+ H6 so cua qu!.
- V[n ban b6o c6o, dO xu6t giii

Buoc 15
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Don vi
thuc hiOn

Bufc
thuc hiOn

TGn but6,c

thuc hiOn
Tr{ch nhiQm

thuc hiGn
NQi dung cdng viQc thgc hiQn Bi6u mAu, k5t qui Thli

Q) khdng voi so trinh so trinh cta S0 NQi vU,
cua SdNQi vg:
- X6t duyQt 86o c6o, dd xu6t te h6 so dd
nghi Sd NQi vu thlm dinh lai, b6 srmg hd
so, ttr ch6i;
- Chuy6n h6 so finh d6n Lenh dao Vdn
phdng UBND ttnh (Bu6c 16).

+ VAn ben trinh Cht tich UBND
tinh c6p lei ci6y phep thenh Hp
vi c6ng nhfn diOu lQ qug;
+ V[n ban thAm dinh cria co quan
li6n.quan;
+ H6 so crla qu!.
- Van ben b6o c6o, dA xuSt ttrAm
dinh lai, b6 sung h6 sq tt chiSi

(l) vdi so tinh cta Sd sotinh cua SdNQi vU, 2,0 ngiry
NQi vp:
- X6t duyQt brio c6o, d0 xu6t hj duyQt h6 so
tinh cua S& NQi v\r;
- Chuy6n hd so trinh d6n Lenh ttao UBND
tinh (Budc l7).

+ vdn ben trinh cht tich UBND
tinh c6p Qi ciAy ph5p thnnh gp
vi c6ng nhgn ilidu lQ qu!;
+ Du thio quyiit dffi cua Chri tich
IIBND tinh c6p fui ciiiy ph6p
ttrdnh lflp vi c6ng nh4n <tiAu lQ
quy;
+ VAn ban thAm dinh ctra co quan
li6n quan;
+ H6 so cria qu!.
- Vnn ban b6o c6o, dd xu6t giei

Q) kh6ng v6i so trinh sotinh cta SdNQi vg,
cua SdNoi vU:
- X6t duyQt 86o c6o, <td xu6t ti h6 so dA
nghi Sd NQi vu thdm dinh l?i, b6 sung ho
sq ttr chtii;
- Chuy6n h6 so trinh d6n Lanh tt4o UBND
tinh @udc 17).

+ Vln ban trinh Cht tich UBND
tinh c6p hi ci6y phdp thanh lflp
vd c6ng nhfn tli€u lQ qu!;
+ Ven bren thAm dinh cria co quan
1i6n quan;
+ H6 so cta qu!.
- VIn ban b6o dA xuit tham

Buoc 16 x6t Ldnh d4o VEn
duy€.t h6 phdng UBND

s0 tinh
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Don vi Buritc
th

TGn bufc
thuc hiOn

Trdch nhiQm
thuc hi6n

NQi dung c6ng vi$c thgc hiQn Bi6u miu, k6t qui Thdri

dinh lal, sung so, ttr

( 1) voi so rinh cua S6 dinh cua Chti tich UBND 2,0 ngty
NOi vu:
- Kj ban hnnh quy6t <tirfrc6p hi Gi6y
thinh l6p vi c6ng nhfln dieu lQ qu!;
- Chuydn t6t qua gi6i quy6t diSn c6ng
auqc 

-phan 
c6ng tiep nhfln h6 so cria

tinh ph6p thanh Bp
phdp va cOng le quy (dd cfuqc

Ldnh dqo UBND tinh w)
chrlc H6 so trinh cta s6 N0i vu.
VIn

UBND tinh uoc I
Q) ld6ng voi so trinh Vdn ban cua cht tich UBND

"6p 
tai ci6ycua SdNQi vu:

- Kf van ban vd viQc ktr6ng cAp tc, 96Y
phdp thanh lfp vn k*r6ng c6ng nhfn di6u lQ

quf; hoac lci ban hnnh v6n bin d6 nghi
them dinh lai, b6 sung h6 so;
- Chuy6n t6t qua gia quy6t trO so/vin ban
d6n c5ng chrtc ttuf phin c6ng ti6p nhfln hd

tinh ve viQc kh6ng
ph6p thenh l6p va kh6ng c6ng
nhan didu le quy @a aryc Ldnh
tlqo UBND tinh tE)

Ven ban cta Chti tich
cAu thAm

I]BND
tinh vA viQc

b6 sung h6
yeu dinh l?i,
so (dti dro. c Ldnh tlqo

so cria VIn LJBND tinh u6c 1 UBND tinh
trA qua gi6i so dinh ctla cht tich IjBND 1,0 ngiy

Trung tem PVHCCT (c6ng chrlc mot cua
crla Sd N0i vu) (Buoc 1 e)

- Ven ban qla Chi tich IIBND
tinh v€ viQc kh6ng cAp hi Gi6Y
phdp thnnh Qp vd c6ng thfln ai€u

lQ q9 @d dto. c vdo s6 vd d6ng
aiiutti s6;

V[n ban cria Cht tich
ciu thAm

UBND
tinh yeu dinh Iei,
b6

I
ve

so da vao so ya

Buoc 17

Budc 18

Kr.
duyQt h6

so

Lanh d+o
UBNDttnh

Chuy6n
he kct

quegai
quyCt/h6

so

C6ng chrlc
duo. c ph6n

c6ng ti6p nh,6n

h6 so cria Viin
phdng UBND

tinh
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Don vi
thrrc hiOn

Bufc
thuc hi€n

TGn brrritc
thuc hiGn

Trich nhiQm
thuc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thli gian

Trung tiim
PVHCCT

Buoc 19 I rep
nhAn k6t
qui.giii
quy6t/tr6

so

C6ng chrlc
m6t cta cria
SdNQi qt

(l) N6u k6t qua h quy6t aph c6p [i ci6y
ph€p thenh $p vd c6ng nhAn di6u lQ

qu/vdn bin kh6ng c6p fui ci6y phdp thenh
lfp vn kh6ng c6ng nhfu di6u lQ qu]:
- Ti6p nhArL ki6m tra vi t6ng liqp kOt qun
giei quyCt hO so;
-.Chuy6n k6t qun giii quy6t d6n buoc hi
k6t qua (Bu6c 20).

- Quy6t ttinh cria Cht tich UBND
ttnh c6p hi Gi6y phdp thanh lQp
vi c6ng nhfn di€u lQ qu!;
- V[n ben cria Chri tich UBND
tinh vri viQc kfr6ng c6p [i ciAy
phdp thdnh lQp vn
nh6n iti6u lQ qug;
- H6 so trinh cua Sd

kh6ng c6ng

NOi vu.

1,0 ngdy

(2) N qud
dinh Ifl,oo sung

ld vdn bin
hd so:

Chuy6n van ban d6n chrlc chuyCn

nhfn vIn ban cria Chri tich UBND
viQc y6u ciu thAm dinh lai, b6 sung

Sd NOi vu
cOng

Dd.A

nghf

^.t- I rep
tinh vA
h6 so;

m6n
mlnt

@u6c tiSp tuc tham
theo

vao theo d6i nhan so;
Kf s6 h6 sq k6t qua crei quy6t va chuyAn

vio kho luu trt theo quy dinh;
- Chuy6n k6t qui gui,i quy6q hd so diin c6ng
chrlc chuy€n m6n Sd NQi W <t6 luu theo
quy.dinh;
- Ktit ttuic quy tinh (sau khi tra k6t qua).

- Ven ban cua Chri tich UBND
tinh vd viQc y6u cAu thAm dlnh lai,
b6 sung h6 so;
- H6 so trinh cria Sd N6i vu-

Bu6c 20 Tri k6t
quA giii
quy6t tr6

so

C6ng chtc
mQt cua cta
SdNOi vu

- Quy6t dlnh cua Chrl tich UBND
tinh c6p fui Gi6y ph6p thanh tfp
vd c6ng nhfln di€u lQ qu!;
- VEn ben cria Chri tich UBND
tinh vA viQc khOng c6p hi cr6y
ph6p thdnh lgp vi c6ng nh{n ttidu
l€ qu9;
- Th0ng b6o ttr chtSi giai quy6t h6
so cta Sd NOi vu.

H6 so dugc luu tai Sd NQi vp theo quy clinh hi-6n hanlu g6m c6:
- Hi5 so tlfl tiiSp nhfln cua qu};
- H6 so, tai liQu sinh trong qu.i trinh giAi quy6t;
-ri5t
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5. Thri tUc cho ph6p qui hopt ilQng tr0 l4i sau khi bi t4m ilinh chi ho4t tlQng

- Md TTHC: 1.013021;

- Thdi 60 ldm k6 dr tffi h6 so

Bi6u m6u, k6t quA Tht/iNQi dung c6ng viQc thgc hiQnTGn bufc
thuc hi6n

Trich nhiQm
thuc hiOn

Don vi
thuc hi6n

Cdng chuc
mQt cta Sd

NOi vu

nhan so vdr he. n hA

k€tqua theo mdu
- tlo so cua quy.

s6 ol;

s0 2

a) N so chua dt ho[c chua hqp ycu sung, hoan

rc thiQn no so theo rnau so 02

Huong dAn, ln va gui ch nhan, to chrlc

Phi6u yeu cdu bo sung, hoAn thi-6n ho so;

KCt thric trinh.
tt nhan gtal

quy6t h6 so theo mau 03

ctr5i

- DU th6o vdn ban gui tben gui tC6ng chtc
chuy6n m6n
SdNOi vu

Tham mlru vln so
co quan li6n quan;
- Chuydn hd so ninh <l6n Lenh tl4o Phdng "g_g* 

li6n quan;
- HO so cua quy.

chuy€n m6n S&NQi vs (Budc 3).

Lanh deo ta so tinh; - Du th6o vdn ban

0,5 ngiyTrung tdm
PVHCCT

Butrc

Buoc 1

Budc 2

th
-,Ir 1ep

nhan
hd so

3,0 ngiy

gur rly
V ki€n

Tham
muu

v2tur bAn

2,0

S&NOi vu

Bu6c 3 l1.1em
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Don vi
thuc hi€n

Bu6rc
thuc hiOn

TGn budc
thuc hi€n

Trdch nhiQn
thuc hiOn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thli

Buoc 4

tra, x6t
duyQt hd

so grli

Phdng chuy€n
m6n SdNQi

vu
tayy
ki6n

- Xdt duyQt, trinh I^enh <tpo Sd NQi qr lcj
duyQt v[n ban grli 6y f ki6n co quan liOn
quan;
- Chuydn h6 so trinh d6n LAnh deo Sd NQi
vu @u6c 4).

co guan li6n quan;
- H6 so cria qu!.

K), .
duyQt h6
sg erii
lav v
ki€n

I^Anh d4o Sd
NOi vu

tra so tinh; Ven ban gti t 1,5 ngiyco quzrn

dqo SdKf duyQt vln bin g Hy j ki6n co quan li€n quan (dd dryc Ltuh
w):,
- rlo s0 cua quy.

li6n quan;
- Chuy6n h6 so d{in c6ng chrlc chuyOn m6n
Sd

thu vdo
gui I6y

Ven ban gui !, co quan
tl6ng

I 0 ngdy
dAu co quan &.eqc vdo

.!.
so va

li€n quan;
- Gui h6 so d&r co li6n u6c

Bu6c 5 cri h6
soEyj

ki€n

C6ng chuc
chuy6n m6n
S&NQi 4r

Co quan

{u-qc grli
l6y f ki€n

Budc 6 Gui y
ki6n vd
seNoi

v.u

Co quan dugc
gui 6y f ki6n

dinh so vor nol Ven ban ! vol nor dung
,4.so vadung nghi;

d6n SSNQi v1r @u6c 7)
ttuo. c d€ nghi @A drqc vdo

- Gui vdn bim tcy sp);
-H6so dinh kdm neu

16,0 ngdy

S0 NOi vu Busc 7 Ti6p
nhAn

vdn ban

s6p Y

C6ng chrlc
mOt cua Sd

NOi vu

nh$n van ban g6p ttr co quan tlugc Ven bAn ttinh oia co quan
gui ki6n;

h6 so
li6n quan;
- Hd so dlnh kdm (niu c6)tltin c6ng chrlc chuy€n m6n

sd

1,0 ngdy
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Don vi
thuc hi0n

Budc
thuc hi6n

T0n
th

hgp,
thAm

dinh h6
so

Trdch nhiQm
thuc hiOn

NQi dung c6ng viQc thr;c hiQn Bi6u miu, k5t qui Thdi gian

Buoc 8 C6ng chrlc
chuy6n m6n
SdNOi vu

LAnh dao
Phdng chuy6n
m6n SdNOi

vtr

(1) N6u hd so tfil iti€u kiQn giii quy6t:
- Tham mtru vln ban trlnh Chi dch LIBND
tinh cho ph6p qui ho4t tlQng trd lai sau khi
bi tam dinh chi c6 thli han hoat dQng(dinh
klm du thao quyi* ainhl;
- Chuy6n hd so tlnh d6n Lenh ttqo Phdng
chuy€n m6n S0NQi vu (Bu6c 9).

- DU thio vdn ban tinh Chti tich
UBND tinh cho phdp qu! ho4t
<lQng trd lqi sau khi bi t?m dinh
chi c6 thdi h4n hoat tlOng;
- DU th6o quy6t ai*r cua Chri tich
UBND tinh cho ph6p quY hoat
<IQng td lai sau khi bi tem dinh
chi c6 thdi h4n hoat tlOng;
- Vnn ban thArn dinh cta co quan

li6n quan;
- Hd so cria

12,0 ng|y

- Tham muu vEn
hoin thiQn h6 so;
- Chuydn hO so trinh d6n LAnh d4o Phdng

m6n Sd
so kh6ng ctrl

ven ban ti h6

kiQn eini

(2)N so chua drl kiQn gini
bAn dB nghi qu! sung,

Tham muu so cho qg (nAu

(3) N
quy6t:

rd Li do ti chiii gi,ii q,tyiit);
- Chuy6n hd so tinh d6n Lanh tl4o Phdng

m6n Sd u6c

Du thAo vdn ban nchi
sung, hoin thiQn h6 so;

Ven bam thfun dinh cua quanco
li6n quan;
- Hd so cria
-DU
quyOt
- VEn

thao th6ng b6o
hd so;
ben thAm dinh co quan

ttr gili

cua

li€n quan;
- H6 so ola qu!.

Budc 9 Klem
ta, xdt

duyQt hd
so

(trN6 h6 so dt di6u kign giii quy6t:
- Trtnh Lanh d+o Sd NOi vu ky duyQt ven
bAm finh Chri tich IJBND dnh cho Ph6P
qu! ho4t <lQng trd lai sau l*ri bi Cm dinh
chi c6 thoi hen hoat derlig @inh lin 4t
tlaito quyiit dinh);
- Chuy6n h6 so tinh d6n Lanh d+o Sd NOi
vu CBu6c 10).

- DU thao vdn ban trinh Chi tich
UBND tlnh cho ph6p quY hoet
ttQng trd 14i sau khi bi tam dinh
cht c6 thhi han hoat d0ng;
- DU thao quyiit Cintr cua Chir tich
UBND tinh cho phdp qui ho4t

itOng trd lei sau khi bi t4m dinh
chi c6 thoi

2,0 ngdy
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Eom vi
thuc hi6n

Bufc
thuc hiOn

TGn bufc
thuc hiGn

Tnlch nhiQm
thuc hi€n

NQi dung c6ug viQc thgc hiQn Bi6u miu, k6t qut Thli gian

Bu6c 10

- Vln bAn thAm dinh cria co quan
1i6n quan;
- Hd so cria qu}.

@tN6u hd so chua dri kiQn grni
- Trlnh LAnh <l+o Sd NQi vU ky duy_et vdn
ban dA nghi qu! b6 sung, hoan thiQn hd so;
- Chuy6n h6 so tinh tt6n Lanh tl+o Sd NQi

udc I
(3) so kh6ng thl ki9n giii
quy6t:
- Trinh LEnh tlao S& NQi vp kf duyQt vnn
ben tre h6 so cho qu! @Au rd lj, do nb chiii
eidi quyAt);
- Chuy6n h6 so trinh d6n Lenh rleo Sd NQi
vu @u6c 10).

- Dg thAo vin ban nchi
sung, hodn thiQn h6 so;
- VAn ben thAm dinh cua co quan
li6n quan;
- H6 so crla
-Du
quy6t

thio th6ng b6o tr) gi6i
hd so;

- Van ban th6m dinh cia co quan
li€n quan;
- Hd so cua qu!.

K)t .
duyQt hO

so

Lanh dao Sd
NOi ru

(1) N6u h6 so dri tli€u kiQn gi6i quy6t:
- Kj duyQt vtrn ban fiinh Chri tich UBND
tinh cho ph6p qui ho+t dQng trd l4i sau khi
bi t4m dinh chi c6 thdi han hoAt dQng(dinh
kdm dv thao qryi* dinh);
- Chuy6n hd so d6n c6ng chrtc chuy€n m6n
S0NOi w @uoc ll).

- V[n ben hinh Chl tich UBND
tinh cho ph6p qu! ho4t dQng trd
lai sau khi bf tam ttinh chi c6 thdi
h4n ho4t ddng(dA dtqc Ldnh dqo
sdb);
- DU thdo quy6t Ai*r cta Chrl tich
UBND tinh cho phdp qu! ho4t
dQng td lai sau khi bi tam tltnh
chi c6 thoi h4n ho4t dQng;
- Van ban thfun dinh cria co quan
li6n quan;
- H6 so cta

2,0 ngiy

(2)N
-Ky
hoin

so chua dt ki€n gidi Ven ban nghi srmg, hoan
duy-€t vdn bnn dA thiQn h6 so

no
nghi quy sung, (dd tuqc Ldnh dqo Sd
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Dsr v!
thuc hi0n

Bu0c
thuc hi0n

TOn bu6tc
fhuc hi6n

Trich nhiQm
thuc hi0n

NQi dung c6ngviQc thgc hiQn Bi6u miu, kdt qui Thtri giar

- Chuy6n hd so tl6n c6ng chrlc chuyEn m6n
SdNQivu@uda 1l).

- Ven ban dinh cua co quzrn

li€n quan;
- H,5 so cria
- Th6ng b6o tt gi6i q s0
(dd dno. c Ldnh deo Sd b!);
- Van tnn tfrAm ai*r cta co quan

li€lOuan;
- HO so cua quy.

(3) N so kh6ng <Itl kiQn giai
quyOt:
- Ky duyQt vdnbin trd h6 so cho q$ (nAu

rd li do ti ch6i gidi quyAt);

- Chuyi5n h6 so d6n c6ng chr?c chuy6n m6n

sdN I uda 1l
(1) N so dt kiQn gini
- Ph6i hqp v6i VEn thu vio vd tl6ng

d6u/d s6 d6i voi Ven ban tinh Cht tich
IIBND tinh cho phdp quf ho4t <lQng k& lei
sau l*ri bi t4m dir:h cht c6 thoi han hoat

dOng;
- Chuy6n hd so d6n c6ng chrlc mQt crla Sd

NOi w (Buoc l2).

- Van ban tlnh Chri tich UBND
tlnh cho ph6p qui ho4t ilQng tr&
lai sau khi bi tam dinh chi c6 thdi
han hoet dlng @A Aryc vdo sd vd

ddns diht/hi sii);
- Du thao quy6t dinh cua Chri tich
UBND tinh cho PhdP quf hoet

tlQng trd lei sau khi bi tam dinh
chi c6 thoi hen hoet d0ng;
- VAn ban thArn dinh ctia co quan

1i6n quan;
- HO so cua

1,0 ngiyBu6c 1l Hoan
thien hd
so tinh
Chri tich
UBND

tinh

Cdng chuc
chuy6n m6n
SdNOi vu

Q chua dri kiQnso
i hgrp vdi van thu vio d6ng

sung,., - . l,
darvKy so
honn thiQn

d6i
no

01 vin bin dd nghi b6
so

unuyen tro so ct6n c6ng chr?c mot qla Sd

NOi vu @u6c l);
- Sau khi tiiSp nh$n hd so b6 sung ttr c6

c6ng chrlc mQt cta Sd Noinhen, t6
so tt6n chrlc ch

VEn ban nghi sung, hodm
vao so vathiQn h6 so @a

sii).

ifuqc
tl6ng dtw
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Don vi
thuc hi0n

Buritc
thuc hiGn

TGn bufc
thsc hiQn

Tnflch nhiQm
thuc hiOu

NQi dung c6ng viQc thgc hiQn Bi6u m6u, k5t qui Thli gian

m6n SO NQi vu d6 ti6p
quy dinh.

tgc giei quy6t theo

(3) N6u h6 so kh6ng dri ffi kiC.n giei
quy€t:
- ?h6i hqp vdi Vin thu vio s6 vd. d6ng
diu/lrj s6 d6i vdi th6ng b6o tu ch6i giei
quy€t h6 so;
- Chuy6n h6 so d6n c6ng chrtc mQt crla Sd
NQi v1r @udc 20).

- Th6ng b6o ttr ch6i gini quy6t hd
so. (ild ifuqc vdo s6 vd d6ng
diiu/ki s6.

Buoc 12 cri h6
so trinh
Chri tich
UBND

tinh

Cdng chric
mQt cta Sd

NQi vu

(l)Nluh6i@
Chuytin h6 so tinh d6n VAn phdng LIB-ND
tlnh (Buoc l3).

- VAn ban ttnh Cht tlch UBND
tinh cho ph6p qu! ho4t <tQng tr&
14i sau khi bi t4m dinh chi c6 thdi
han hoat dQng (dd Aryc ydo sii vd
ddns diiu/hi sii);
- Dg thAo quy€t <linh cua Chri tich
IIBND tinh cho phdp qui hogt
dQng td lai sau khi bi Am dinh
chi c6 thoi h4n ho4t <tQng;
- VAn ban thArn dinh cta co quan
li€n quan;
- H6 so cta quy

1,0 ngdy

(2)N so chua dt di ki0n
cui c6 nh6n, tli chrtc

hoin thiOn h6 so;
vtrn ban bo

srmg,
sau khi ti6p nhfn h6 so bi5 sung tr) cil

nhan, t6 chia ftt chuy6n diSn cOne chrlc
m6n S0 NI I ti thArn dinh.

VAn ben dd nchi sung, hodn
thiQn hd so
sii).

. ,a ...
\cn atqc vao so ya try

Vfn
phdng
UBND

Buoc 13 Ti6p.
nhan h6
rotirh

C6ng chrlc
duo. c ph6n

c6ng ti6p nh6n

- Ti6p nh{n, ki6m tra h6 so;
- Chuy6n h6 so <liln c6ng chrtc chuy6n m6n
ttuqc phan c6ng thim tra hO so cua Vdn

- H6 so trinh crla Sdtl6i vr,r,
+ VAn ban tdnh Cht tich UBND
tinh cho phdp qu! ho4t tlQng td

1,0 ngiy
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Don v!
thurc hi0n

Budc
thuc hiOn

TGn bufc
thuc hiOn

Trich nhiQm
thqc hiQn

NQi dung cdng vipc thgc hiQn Bi6u mAu, k6t qui Thtri giar

tinh, Cht
tich

UBND
tinh

Chritiph
UBND

tinh

hr5 so cua VEn
phdng UBND

tinh

phdng UBND ttnh (Buoc l4). lAi sau khi bi tam dinh chi c6 thdi
han hoat tt0ng;
+ Dutheo quyft alnfr cria Ch[ tich
UBND tinh cip lai Gi6Y ph6P
thanh l4p vi c6ng nhdn di6u lQ

quy;
+ Ven ban tham dinh cira co quan

li6n quan;
+ H6 so crla
-Fsotrinh cua SdNOi vU, g6m:

+ Vdn ban trinh Chri tich UBND
tinh cho phdp qu! ho4t dQng trd
l4i sau khi bi t4m dinh chi c6 thdi
han hoat dOng;
+ DU theo quy6t ai*r cUa Ctli tictr
UBND thh cho PheP qu! ho4t
dQng hd l4i sau khi bl tam dinh
chi c6 thdi han hoat t[Ong;
+ VAn ban thArn dinh crla co quan

li€n quan;
+ H6 so cria qu!.
- Ven ban b6o c6o, d€ xu6t gi6i
quy6t.

8,0 ngiyBudc 14 rnam
tra,

tham
mtru

ciei .
quy6t h6

so

C6ng chrlc
chuyEn m6n
duo. c phAn

c6ng thAm tra
h6 so cua VIn
phdng IIBND

tinh

(1) N v6i h so tlnh cria Sd
NOi vu:
- Brio c6o, dd xu6t xdt duyQt h6 so tinh cta
Sd NOi vu;
- Chuy6n hO so tinh d6n Lenh tt4o Phdng
chuy€n m6n Vnn phdng UBND tinh xet
duyQt (Budc 15).

(2) N kh6ng voi so tlnh
cua SdNOi vu:
- B6o c6o, ad xu6t tra nO so <tA nghi Sd NOi
,u ttrAm dinh lai, b6 sung hd sq ttr ch6i;
- Chuy6n h6 so hinh d6n Lenh ttao Phdng
chuy6n m6n Vin phdng UBND tinh xet
duyet (Budc 15).

so trinh cua Sd NQi vu,
+ VAn ban trinh Cht tich UBND
tinh cho phdp qu! hoat dQng trd
l4i sau khi bi tam dinh chi c6 thoi
han hoat d0ng;
+ Ven ban tham dinh cia co quan

li€n quan;
+ H6 so cua
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Don vi
thrrc hi0n

Bufc
thrrc hiOn

TGn burfc
thuc hi0n

Tr{ch nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hign Bi6u m6u, k6t qui Thdri gian

- Ven ban b6o c6o, dd xu6t ttrffi
ttinh lei,. b6 sung h6 sq tir ch6i
giAi quy6t.

Bu6c l5 r.rem
tra, xdt

duyQt hd
so

LAnh dao
Phdng chuy€n

m6n Vdn
phdng UBND

tinh

(l) N6u thiing nhAt v6i hd so trinh cria Sd
NOi vu:
- X6t duyQt b6o c.lo, dA xr.il5t kj duyQt hd so
tinh cua SdNQi q;
- Chuy&r h6 so tinh d6n LAnh tleo Vtrn
phdng LIBND tlnh @udc 16).

- H6 sotrinh cta SdNOi vu, g6mi
+ Vdn ben Hnh Chl dch UBND
tinh cho ph6p qu! ho4t tlQng t&
l4i sau khi bi t4m dinh chi c6 thdi
han hoat dQng;
+ DU theo quy6t dinh cta ChU tiph
UBND tinh cho ph6p qu! ho4t
tlQng trd l4i sau khi bi t+m dinh
chi c6 thdi hqn hoat dQng;
+ Vdn ben thAm dinh cria co quan
li6n quan;
+ H6 so cria qu!.
- VIn ban b6o c6o, ad xu6t gHi
quyCt.

2,0 rgity

(2) N6u ltr6ng th6ng nh6t v6i hd ss trtnh
cta SdNQi vU:
- X€t duyQt 86o c6o, Ad xu6t m hd so dB
nghi Sd |.{0i w ttrAm dinh lel b6 sung h6
so, tr! ch6i;
- Chuytin h6 so trinh d6n Lanh d4o Vln
phdng UBND tinh (Bu6c 16).

- H6 sotrinh cua SdNQi v1r, gdm-
+ Ven ben tdnh Chi tich UBND
tinh cho ph6p qu! ho4t dQng tr&
l4i sau khi bi tarn dinh chi c6 thdi
han hoat tlong;
+ Ven ban tham dinh cria co quan
li6n quan;
+ H6 so cua qu$.
- Ven ben b6o c6o, aE xu6t tfrAm
dinh lel, b6 sung h6 sq tir chiii
giAi quy6t.

Budc 16 xdt
duyQt h6

LAnh dao VAn
phdng UBND

(1) N6u th6ng nh6t voi h6 so trlnh crla Sd
NOi vu:

- H6 sotrinh cua SdNQi vr,r, gdm:
+ Ven ban tinh Chi tich UBND

2,0ngdy
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Don vi
thuc hiOn

Budc
thuc hi0n

TOn bufc
thuc hi€n

Trich nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hiQn Bi6u m6u, k6t qun Thdi gian

so tinh - X6t duyQt b6o cao, aEEt tql duy0t h6 so
trinh cua Sd NOi w;
- Chuyih h6 so trinh <ltin Lanh <lao UBND
tinh @udc 17).

tinh cho ph6p qu! hoat dQng trd
l4i sau khi bi tam dinh chi c6 thoi
han hoat dOng;
+ DU theo quy6t <tinh cia Chri tich
UBND tinh cho PhdP qu! ho4t
dOng td l4i sau khi bi t+m dinh
chi c6 thdi han ho+t tt0ng;
+ Van ben tnAm ai*r cria co quan

li€n quan;
+ Hd so cta qu!.
- VEn ban b6o c6o, dC xuit giii

@ Ndu kh6ng ttr-ng nh6t v6i h6 so tinh
cta Sd NOi vu:
- X6t duv6t Beo ceo. AA xu6t ta h6 so d6

nghi Sd r.iOi w tf,A- dinh lai, b6 sung h6

sq ttr ch6i;
- Chuy6n h6 so trinh d6n Lanh d4o UBND
tinh @udc 17).

sotrinh cria SdNOi w,
+ Ven ban tlnh Chti tich UBND
tinh cho ph6p qui hoat dQng trd
l4i sau khi bi tem dinh chi c6 thdi
han hoat dOng;
+ VAn ban thAm dinh cta co quan

li€n quan;
+ H6 so cua qu!.
- VAn ban b6o c6o, d6 xuAt thflm
<Iinh lar, b6 sung hd so, tir ch6i

- Quy6t dinh cria Chri tich IIBND
tinh cho ph6p qu! hoet dQng trd
l4i sau khi bi t4m dinh chi c6 thoi
han hoat dQng (dd Aro. c Ldnh ilso
UBND tinh bi);
- Hd sotrinh cua S0NQi vu.

2,0ngiryBu6c 17 Ky.
duyft hd

so

Lenh d4o
UBNDtinh

(l) vdi so hinh clia Sd

NOiw:
- Kj ban hanh quyiSt <tinh cho ph6p qu!
hoat ttOng td l+i sau k*ti bi t+m ttinh chi c6

thoi han hoat dOng;

- Chuyi5n t6t qua giai quy6t q6n c6ng chrlc
ttuo. c phdn 

"Ong 
ti6p ntan n6 ss cria Van

UBND tinh udc 18



74

Dor d
thuc hi€n

Bu6,c
thuc hiOn

TOn bufc
thUc hi0n

Trdch nhiQm
thuc hiOn

NQi dung cdng viQc thgc hiQn Bi6u mlu, k6t qui Thli gian

so cta Vin phing UBND tinh @udc 18).

(2) N6u kh6ng th6ng nh6t vOi hd so rinh
cua S0NQi vg:
- Kj vEn bin v6 viQc kh6ng cho ph6p qui
ho4t tlQng td 14i sau khi bl tam <linh chi co
thoi han ho4t dQng; hoflc kf ban hinh vin
ben dd nghittrAm ttinh lei, b6 sung h6 so;
- Chuy€n k6t qua gi6i quy6t hO so/vdn bin
dih c6ng chric ttuEc ph6n c6ng ti6p nhfn h6

UBND tinh 0.

- Ven ban cta Chrl tich UBND
tlnh vd viQc kh6ng cho phdp qu!
ho4t <lQng trd l4i sau khi bi t4m
dinh chi c6 thdi han ho4t <tQng (dd
cluqc Ltinh dso UBND tinhlqD;
- VEn ben cua Chri tich UBND
tinh v€ viQc y€u cAu thdm dinh lai,
b6 sung hii so (dd A.cqc Ltuh dqo

Budc 18 Chuy6n
tre k6t

que.giAl
quy€t/tr6

so

C0ng chrtrc

<luo. c phdn
cdng tiiip nhfn
h6 so cua VEn
phdng UBND

tinh

Chuy6n tA ktit qua giei quyffi io-AEn
Trung tdm PVHCCT (c6ng chrlc mQt crla
cta SdNQi v1r) @udc 19).

I.JBND
tinh cho phrip qu! ho4t dQng td
lai sau khi bi t4m dinh chi c6 thdi
han hoet dQng (dd (fuq c vdo s6 vd
d6ng diiu/h! s$;
- Ven ban cria Chri tich UBND
tinh v€ vi€c kh6ng cho ph6p qu!
ho4t dQng td lai sau khi bi Cm
<linh chi c6 thoi h4n ho4t dQrrg(dd
chto. c vdo sd vd il6"g diit /bi s61;
- Ven ban cria Chrl tich UBND
tinh vA viQc y€u cAu thAm finh lai,
b6 sung. h6 so Qld iluo. c vdo sd vd
d6ng dAffi sO).

- Quy6t <tinh cria Chtli.ch 1,0 ngiy

Trung tim
PVHCCT

Bu6c l9 Ti6p.
nhan k6t
qua.gini
quy6t/tr6

s0

C6ng chric
mol cua cua
SdN0i vu

(1) N6u t6t qua H quy6a di.nh cho ph6p qu!
ho4t <lQng td lAi sau kfii bi tAm dinh cht c6
thoi hCn hoat tlQng/vnn ban kh6ng cho ph6p
quy hoat d6.ng rd lAi sau khi bi tam <linh
chi c6 thdi h4n ho4t dQng:

-.4 , .l
r lep nn?n, Klem tra vd t6ng hqp k6t qrxe'

h6 so;
k6t quA giai quytit d5n bu6c tri

glal quyet
- unuyen

- Quyiit dlnh ola Chri ti.ch IIBND
tinh cho phdp qu! ho4t tlQng hd
Iai sau khi b! tam tlinh chi c6 thdi
h4n ho4t <lQng;

- Ven ban cua Chri tich UBND
tinh vA vi6c kh6ng cho ph6p qu!
ho4t dQng tr& I4i sau khi bi tam
dinh chi c6 thoi han hoat dOne;

1,0 ngdy
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ThiriBi6u m6u, kiit quiNQi dung c6ng viQc thgc hiQnBud,tc
th

budc Trich nhiQm
th

Don vi
th

so trinh cria Sd NOi vU.qun (Buoc 20).

- Ven ban cria Chri tich LJBND

tinh vA viQc y6u ciu thAm dinh lai,
bi5 sung hd so;
- HO sotrinh cua SdNOi w.

- Ti6p nhfn vln lan clia Cht tich UBND
tirr, Ja 

"id" 
yc" .A" tr,Ann di"h lii, b6 sung

nghi
so:I?i,

le bamvdnN qua)a
nobodinh sung

so;
c6ng

Dd.A ti6pN0i

hd
chrlcdiinvln ben chuy€nChuy6n

thamu6cs& tucw (B
theo

m6n
muu

<linh cia Chi tich UBND
tinh cho phdp qu! ho4t tlQng trd
lqi sau khi bi tam dlnh chi c6 thdi
h4n hopt tlQng;
- Ven ban crla Chrl tich UBND
tinh vd viQc ltr6ng cho PhdP quf
ho?t <lQng trd l4i sau khi b! t4m
dinh chi c6 thdi han hoet dOng;

- Thong Mo ttr chtii gini quy6t hO

so cria Sd

vio kho luu trt theo quy dinh;
- Chuy6n ktit qun gidi quy5q h6 so d6n c6ng
chrlc chuyCn mOn SO NQi vu d6 luu theo
quy dinh;
--K6t thric quy tinh (sau khi ffi k6t que1.

d5iVio so;
so' Clei

theo nhAn
vah6 t6tso chuy6nquy6tquaK),qui giii

quy6t trd
so

Tri C6ng chuc
mQt cua cta
SdNOi vu

Bu6c 20

-Hd
-H6
- K6t

co
ti6p quy;

sinhai ciei1i€u

oaso cuanhAn
hinhso' quyist;tong qu.i

so dugc luu tai SdNQi vU theo quy tlinh hiQn hdnh,

6. Thri tgc hgp nh6t, sdp nhflp, chia, tdch, mO rQng ph4m vi hogt ilQng qui

- ME TTHC: 1.013022

- C6 02 quy trinh.
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- 6.1. Quy trinh giii quy6t thri tBc hqp nhit, sdp nh$p, chia, t6ch, mO rQng ph4m vi ho4t tlQng qui (trrdng hqp hAD
nh6t, sdp nhfp, chia, t{ch qui)

- ME quy trinh: 1.013022-01;

60 ldm kE ttr dt hd so- Thli
Don v!

thuc hiOn
Budc

thuc hi€n
TGn buritc Tr6ch nhiQm
th th NQi dung cdng viQc thgc hiQn Bi6u m6u, kdt qui Thdi gian

so vd hgn tA
01;

nhan
mAutheo s6

cua quy

S6 I

rQ: thi6n
- Huong
Phii5u y€u
- K6t thric

thi€n so;

N chuaso ou chua hoAn)a ho{c hqp ycu
m6uso theono

ln vi ca chrlct6dAn, nhan,gui
DOcAu hoin nosung,
tinh.

K.tem li-Cu

ki6m ngudi
tin- C0p nh6t

Phin mdm;

I N dtso vd( ) r0:hqp
srl dr cu6acEnha, dung

dedan ta tinth6ng
cbth6ng nhan,

2

Trung tam
PVHCCT

Bu6c 1 Ti6p
nhAn
h6 ss

Cdng chuc
mot cta Sd

NOi vu

co quan li6n quan;
- Chuyen h6 so tinh <l6n Ldnh d4o Phdng

nhfn gi6i
03.

tt
so mAutheonoquy6t

- Tham mrru v[n ban gui vso t gurvdnthdo banDE
co quan liOn quan;
- Hd so cta qu!.

chuy€n m6n SdNQi vu (Bu6c 3).

0,5 ngiy

SdNQi qr BuOc2 Tham
mtru

vnn ban

C6ng chuc
chuy6n m6n
Sd NOi vu

3,0 ngiy
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Don vi
thuc hiQn

Budtc
thuc hiOn

TGn bufc
thuc hiOn

Trdch nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thdi gian

Budc 3
--, AI(rem

tra, xdt
duyQt h6

sg sui
Hvf
. .t
Klen

Lenh dao
Phdng chuy6n
m6n SdNOi

vtr

-Ki ta so hinh;
- X6t duyQt, trinh Innh dao Sd NOi vU ky
duyQt vdn ben gli 16y i ki6n co quan li6n
ouan:
-'Chuy6n h6 so trinh d6n LAnh <l+o Sd NOi

4
-Ki ha so trinh;
- Kf duyQt vin ban glli 6y I kiiSn co quan

1i6n quan;

- ChrivAn h6 so diin c6ng chric chuy6n m6n

S0N0i vu u6c
v6i VEn thu
vdn bAn gui

vio
tay

hjs d6ng
quandAu f ki6n co

li€n quan;
- Gui h6 so <l&t co uan li€n udc 6

dinh vdl noli hsp so
dung ttuo. c aA nglu;
- Gui v5n ban tt6n SdN$i vu @uoc 7).

- Du thao vln ban
co guan 1i6n quan;
- Hd so cua qu!.

gui vyki 2,0 rgity

- VEn ben gui yki co quan

li6n quan (dd duqc Ldnh dqo Sd

YrIl ,o 
",i" 

q,y.

1,5 ngiy
Budc 4 Ky.

duyQt h6
sg gui
t6'v !
ki6n

LEnh dao Sd
NQi vu

- V[n ban i ki i voi n$i dung
ild drgc vdo s6 vdttuqc dA nghi (

ey so);
- Hd so dinh kdm neu

1,0 ngny
Bu6c 5 Gli h6

so l6v f
ki6n

Cdng chuc
chuy6n m6n
SdNOi vu

16,0 ngiy
Co quan

{uoc g'.Ii
l6y j ki6n

Buoc 6 GFY.
ki6n vC

s&Noi
vu

Co quan dugc
grli lAy f ki€n

1,0 ngiy
SdNOiw Bu6c 7 r lep

nhan
vln ban
e6p,

C6ng chuc
mOt qla Sd

NQi vu

-T
gui

nh6n vin ben g6p tir co quan duo. c

ki6n;
h6 so d6n cdng chtc chuY€n m6n

sdN 1 udc

Vnn ban gti ! quan
d6ng

co,(,
so vadtqc vdo

- Vdn ben <linh cua co quan

li€n quan;
- Hd so dinh kdm (nAu c6).
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Don vi
thUc hi0n

Bufc
thuc hiOn

TOn budc
thuc hiGn

Trdch nhi$m
thwc hiGn

NQi dung cdng viQc thgc hiQn Bi6u m6u, k6t qui Thdi gian

Budc 8 T6ng
hop,
tham

dinh h6
so

C6ng chrlc
chuy6n m6n
SdNQi vu

(1) N6u h6 so drn didu kiQn giai quy6t:
- Tham muu v6n bin trinh Chrt tich UBND
tinh cho ph6p hqp nft5t, sap onap, chia, t6ch
hQi(dinh kim dtrthao qryiit d!nh);
- Chuy€n h6 ss tinh dCn LAnh dgo Phdng
chuy€n m6n SdNQi vU (Bu6c 9).

- Dg thio vEn bin trinh Chri tich
UBND tinh cho phdp h"-p nhAt,
s6p nh$p, chia, tdch hQi;
- Dg thio quy6t A6t cua Cht tich
IIBND tinh cho phdp hqp nhAt,
s6p nhfp, chia, t6ch hQi;
- Vnn ben thfun dinh cta co quan
li6n quan;
- H6 so cria quy.

12,0 ngdy

chuy6n m6n Sd NQi vu (Budc 9).

(3) Ntiu hd so t<tOng d,ri-r tie.n giei
quyet:
- Tham muu vin ban tre h6 so cho qu! (nOz
rd lj' do t* chiii gtAi quyit);
- Chuy6n h6 so trinh d€n Linh d4o Phdng

(2) N6u hO so chua tfii didu kiQn gi,iri
- Tham muu ven bin dd
hoan thiQn hd so;

nghi quy b6-sung,

- Chuy6n hO so tinh d6n LAnh tlgo Phdng
chuy€n m6n SdNOi vu (Bu6c 9).

- Dg thdo ven ban ed nghi bt
sung, hoan thiQn h6 so;
- Vdn ban ftAm dinh cta co quan
li6n quan;
- H6 so cta
- Dy tl$o th6ng b6o tir
quy€t h6 so;

giai

- ven bfu AArn ai*r cta co quan
li€n quan;
- H6 so cria qu!.

Budc 9 ls.lem
tra, xdt

duyQt h6
so

LEnh dao
Phdng chuy6n
m6n SdNQi

w

(1) N6uh6 sotlrt<lidukiQn giA q@:
- Trlnh Ldnh <lao Sd NQi vU ky duy-6t ven
ben fiinh Chrl tich I}BND tinh cho phdp
hgp nhAt, s6g nhfp, chia, trich hQi @tni *An
ds thdo quyAt d!nh);
- Chuy6n h6 so tinh d6n Lanh dao S0 N$i
vu (Buoc l0).

- DU thao vdn ban tinh Cht tich
UBND tinh cho ph6p hgp nh6t,
s6p nhfp, chia, t6ch hQi;
- Dg thdo quy6t Cinfr cua Chri tich
IIBND tinh cho ph6p hgp nh6t,
s6p nhip, chia, t-lch hQi;
- V[n ban thfun dinh cta co quan
li6n quan;
- H6 so crla qu!.

2,0 ngdy
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Don vi
thuc hi0n

Bufc
th

Bu6c l0

Ttn Trich nhiQm
NOi dung c6ng viQc thqc hiQn Bi6u miu, k6t qui

th lltl
(2)N so chua dri kiQn giai Du thAo van ban nchi

- Trinh Ldnh <lao Sd NOi vu kf duyQl v6n
brim tIA nghi qu! b6 sung, hoin thi€n h6 so;
- Chuy6n hd so tinh d6n Lanh deo Sd NOi

sung, hoin thi0n hd so;
V6n ba'n adm dinh crla co quan

udrc 1

li6n quan;
- Hd so cria

so kh6ng ttri kiQn giii -DU
quy6t

th6o th6ng b6o ttr giei
no so;

- Trinh Lenh dao Sd NQi vs lcf duyQt vdn
ben tre h6 so cho qui @2u rd l!, do tb ch6i

Si,Ai quydi;
- Chuy6n hd so tinh d6n Lanh deo Sd NOi

Vfn ban thAm dinh cta cd quan

li€n quan;
- H6 so cua qu!.

I
K),

duyQt h6
sd

Lenh tleo Sd ( I ) so di kiQn gral VAn ban trinh cht t!ch UBND

N0i vu - Kf duyQt vdn ban trintt Chi tich UBND
tinh cho phdp hgp nh6t, s6p nhQp, chia trich

hQi (dinh kim dr thdo quyAt dinh);
- ChuyiSn hA so d6n c6ng chrlc chuy6n m6n

tinh cho phdp hqp nhAt, sap nhAp,

chia, tech h0i (dd dto. c Ldnh dqo

Sd w);
DU thAo quytit dinh cua Chri tich

Sd N0i vu @udc 1 1). IJBND tinh cho phdp hqp nrr6t,

sap nhdp, chia, t6ch hOi;

Vnn ban thlirn dinh cta co quan

li€n quan;
- H6 so cria

a) N so chua dti kiQn sini Vln ban nghi sung, hoan

Ki duy-Ct vin bAn
thiQn h6 so;

de nghi quy sung, thi-n no so @a cfuqc Ldnh dqo Sd

hodn lcv)

Chuy&r hd so oen c6ng chrlc chuy6n m6n V6n ben thArn dinh cta co quan

s& No1 w (Bu0c I I) li6n quan;
- tlo so cua

b6o ttr glat(3) so kh6ng (lu ki0n glal ThOng
Ldnh sn

so

Thli giar

2,0 ngdy
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Don v.i

thuc hi0n
Bufc

thuc hiOn
TOn bufc
thuc hi0n

Trich nhiQm
thrrc hi0n NQi dung cdng vi$c thgc hiQn Bi6u m6u, k6t qui Thdi gian

- Kf duyQt vdn b6n trA h6 so cho qg (nAu
rd li' do t* ch6i Stii quydi;
- Chuy6n h6 so tl€n c6ng chric chuy6n m6n
SdNQivu@uoc ll).

- Ven ban thAm dinh cua co quan
li€n quan;
- H6 so cria qu!.

Bu6c 11 Hoin
thiQn hd
so trinh
Cht tich
iIBND

tinh

C6ng chrlc
chuy6n m6n
Sd NQi v1r

(1) N.eu h6 so <lir tli6u kiQn giAi quy6t:
- !h6i h9p voi V[n thu vio sii vd d6ng
d6u&j, s6 d6i v6i ven ben finh ct,i tictr
UBND tinh cho ph6p hqrp nhAt, s6p nhgp,
chia, t6ch hOi;
- Chuy6n h6 so it6n c6ng chric mQt crla Sd
NQi vs @uoc 12).

- Ven ban tinh Chri tich IIBND
tinh cho phdp hqp nh6t, sap *rflp,
chia, t6ch hQi (dd dto. c vdo sd vd
d6ns diilt/hi s6;
- Dtr thio quy6t Apl crla Chi tich
UBND tinh cho phdp hqp n}l6t,
s6p nhflp, chia, tlch hQi;
- VIn ben th6m dinh cta co quan
li€n quan;
- H6 so cria quy.

1,0 ngiy

(2) N6u hd so chua <tri di6u kiQn giii quyiSt:
- Ph5,i hqp v6i Vtrn thu vdo sO "a dOng
a6umit sO dtii vdi ven ban dd nehi b6 sung,
hodn thi€n hd so;
- Chuy6n hd so dtin c6ng chrlc mQt crla Sd
NOi w (Bu6c l);
- Sau khi ti6p nhgn h6 so b6 sung ttr cri
nhan, tO chr?c, c6ng chr?c mQt crla Sd NQi
vU chuy6n h6 so diSn c6ng chrlc chuy€n
mdn Sd N$i w tt6 ti€p tu" giriLi quyiit theo
quy dinh.

- Ven ban d€ nghi bd sung, hoen
thiAn hi so (dd dto.c vdo s6 vd
d6ng diu/lq! sO).

(3) |6u h6 so kh6ng rti di6u kiQn giei
quy6t:
- .PhOi hgp vdi Vdn thu vio sii vd. d6ng
a6u/si s6 di5i v6i th6ng b6o ttr ch6i giai
quy6t h6 so;

- Th6ng b6o ttr chiSi giei qffi hd
so (tld chrqc vdo si| vd il6ng
ai*1s61.
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Don vi
thuc hiOn

Budc
thuc hiOn

TGn bufc
thuc hiGn

Tnflch nhiQm
thuc hi0n

NQi dung c6ng viQc thqrc hiQn Bi6u m6u, k6t qui Thtri gian

-ch so c6ng chrlc mOt crla Sd
u6c 20

- Van ban trinh Chn tich UBND
tinh cho ph6p hqp ntr6t, saP nh6P,

chia, tach hQi (dd dto. c vdo sO vd

d6ng difu/hi so);

- Du thio quy6t dintr cua Cht tich
UBND tinh cho PhdP hqP nhet,

s6p nh6p, chia, t6ch hOi;

- VAn ban tham dinh cta co quan

li0n quan;
- tlo so cua

1,0 ngiyBu6c 12 Gri h6
so trinh
Chtitiph
IJBND

tinh

C6ng chrlc
mQt ola Sd

NQi vu

(l) N dtl kiQn giei qso
Chuy€n hd so tinh
tinh @u6c 13).

d6n Van phdng UBND

(2)N so chua dri ki€n
Griri cd nhin, t6 chrtc vdn

hoan thiQn h6 so;
ben DO

slxlg,
Sau khi ti6p

chrlc
nh0n h6 so b6 sung tir cd

nharL t6 thi ch- d6n c6ng chrlc

chu mon so N ti thAmI w
-Ti nhan, tra so;

hd so diin c6ng chr?c chuyEn m6n
duo. c ph6n c6ng thAm tra h6soc tia Ven
phdng UBND tinh (Bu6c l4).

sotrinh cta SdNOi w,
+ Vdn ban trinh Cht tich UBND
tlnh cho ph6p hqp nir6t, saP *r4P,
chia, trich hOil
+ DU thdo quy6t dinh cta Chri tich
UBND tinh cho ph6P hqp nh6t,

sep nh{p, chia, t6ch hQi;

+ Vdn ban thdm ttinh cta co quan

li€n quan;
+ Hii so cta

sotinh cua SdNQi vu,
+ VAn ban trinh Cht ch UBND

1,0 ngiyVAn
phdng
T]BND

tinh, Chi
tich

IIBND
tinh

Buoc 13 I rep
nhAn hd
so trinh
Cht tich
UBND

tinh

C6ng chtc
tlugc phin

c6ng tiiSp nhfn
hd so cria Vdn
phdng UBND

tinh

8,0 ngiyBudc 14 Iharn
fua,

C6ng chtc
chuy6n m6n

(l)
vu:

v6i so trinh qia Sd

VAn bAn nghi hoan
vdwthiQn hd so Qtd ihto. c

sii).
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th hi
Don vi

th
Buritc

hi th hi
TGn bufc

th h
Trich nhiQm

NQi dung c6ng viQc thgc hiQn Bi6u mEu, k6t qun Thd'i gi

- Chuy6n hd so trinh <t5n Lenh d4o Phdng
chuy€n m6n VIn phdng UBND tinh x6t
duyQt @uoc 15).

x6t duyQt so trinh cta- 86o c6o,
SdNOivu;

tlnh cho phdp hqp
chi4 t6ch hQi;
+ D1r th6o quy6t Ainh cua Chti tictr
UBND tinh cho phdp hgp nhdt,
s6p nh$p, chia, t6ch hQi;
+ VEn ben thAm dinh cta co quan
li6n quan;
+ Hd so cta qu!.
- Ven ban b6o c6o, dd xu6t

s6p nhfp,

gi,eri

gini
quy6t tr6

so

tham
mtru

duo. c phdn
c6ng thArn tra
h6 so cria Vtrn
phdng I{BND

tinh

ctia SdNQi vu:
- B6o c6o, AE xu6t m h6 so dA nghi Sd NQi
w thAm dinh 14i, b6 sung h6 sq ttr chtii;
- Chuy6n h6 so tinh d6n Lenh <l4o Phdng
chuy6n m6n Vnn phdng UBND tinh x6t
duyQt (Budc l5).

vdi so trinh(2) N kh6ng sotrinh cua SdNQi 4r,
+ Ven ban trinh Cht fich UBND
tinh cho ph6p hqp ntdt, sap *r4p,
chia, t6ch hQi;
+ VAn ban thfun dinh cria co quan
li€n.quan;
+ H6 so cia qu!.
- Ven ban b6o c6o, dd xu6t thAm

sung h6 so, tir ch6idinh lei, b6

Bu6c 15

tra, x6t
duyQt h6

s0

Lanh d4o
Phdng chuy€n

m6nVIn
phdng UBND

tinh

NOi vu:
- X6t duyQt b6o c6o, AA xudt tcy duyQt hd so
trinh cua S&NQi vU;
- Chuyiin h6 so tinh d6n l^enh d+o VIn
phdng UBND tinh @u6c 16).

voi so trinh cta S0(l) N ttr
+ Vdn ben trinh Chri tich UBND
tlnh cho phdp hqp nh6t, sap nh4p,
chia, t6ch hQi;
+DU thio quytit tlffi cua Chidch
UBND tinh cho phdp trqp nh6t,
s6p nhfp, chia, tich hQi;
+ Ven ban ftArn dinh cta co quan
li€n quan;
+ H6 so cua qu!.
- Ven ban b6o c6o

so trinh cua S0 NOi vu,

dA xu6t

2,0 ngly
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Don vi
thgc hi$n

Bmitc
thuc hi0n

TGn budc
thuc hi€n

Trfch nhiQm
thrrc hi0n

NQi dung c6ng viQc thgc hiQn Bi,6u miu, k6t qui Thdi gian

@sotrinh
cria SdNQi vU:
- xdt duyet 86o c6o, CA xuAt m hd so dA

nghi SA NOi vu ttrim dinh l4r, b6 sung hO

so, tir chtSi;

- Chuy6n hd so trinh <il5n Lanh dao V[n
phdng UBND tinh @udc 16).

so trinh crla Sd NQi vP,
+ VAn ban trtnh Cht tich UBND
tinh cho phep hqp ntrit, saP ntr6P,

chia, tdch h0i;
+ Ven ban thAm dinh cta co quan

li€n quan;
+ Hd so cua qu!.
- Ven ban b6o c6o, d6 xu6t th6m
dinh 1?r, b6 sung h6 sq tir ch6i

FsoninhcuaSoNOivu, gdm:

+ v[n ban rtnh cht tich UBND
tinh cho phep hsp ntr'6t, sap *r6P,
chia, tich hQi;
+ Du thao quytit APh c,la Chi tigh
IIBND tinh cho ph6p hqp nh6t,

s6p nh6p, chia, t6ch hOi;
+ VIn ban them dinh cta co quan

Ii6n quan;
+ H6 so cua qu!.
- Ven ban b6o c6o, dE xuAt giAi
quyi5t.

2,0 ngiryBu6c 16 x6t
duyQt h6

so

I^Anh <lao Vnn
phdng UBND

tinh

(1) N voi so trinh cua Sd
NOi vu:
- X6t duyQt b6o c6o, dA xu6t hi duyQt hd so

trinh cua Sd NOi vu;
- Chuyih hd so trinh diSn Lanh dao UBND
tinh @udc l7).

@INfu kfiong th6ng ffiivoi h6 so tinh
cua SdNOi vu:
- X6t duv6t B6o c6o. dd xrdt tra hd so dA

nehi SO IiOi vu *rAm dinh lai, b6 sung h6

so, ttr chiii;
- Chuy6n h6 so trinh d6n Lanh dao UBND
tinh (Bu6c 17).

so trinh cta Sd NOi w,
+ VAn ban trinh ChU tich UBND
tinh cho ph6p hq'p nh6t, saP *6P,
chia, t6ch hOi;
+ Ven ban thAm dinh cta co quan

li6n quan;
+ HO so crla



84

Don vi
thuc hi6n

Burfc
thuc hi6n

TGn bu0c
thuc hi6n

Trdch nhiQm
thuc hi€n

NQi dung cdng viQc thgc hiQn Bi6u miu, k6t qui Thdi gian

- Ven ban b6o c6o,
dinh l?i, b6 srmg hd sq tir ch6i

Buoc 17 Ky.
duyQt h6

so

Innh d4o
UBNDttnh

vol so trinh crla S&

UBND tinh 18

dinh cua Chri tich UBND(1)
NOi vu:
- 4I tan hinh quy6t dinh cho phdp hq,p
nh6t, sap nh|p, chia, t6ch hQi;
- ChuyiSn t<6t qua girm quyiSt d6n c6ng chric
tluo. c phhn c6ng tiiSp nhfu h6 so cria Vdn

tinh cho ph6p hgp ntr6t, sap nhfp,
chia, trich hQi (dd tuqc Ltuh dqo
UBND tinh w);
- Hd so trinh cua Sd NOi vu.

2,0 ngly

(2) Neu Hr6ng th6ng nh6t vdi h6 so trinh
cua SdNQi vU:
- Kj vin ban v6 viQc kh6ng cho phCp hqp
nh6t, s6p nh{p, chia, t6ch hQi; ho{c kf ban
hanh vdn bnn dA nghi ttrAm Ai*r tai, U6
sung hd so;
- Chuy6n t6t qura giai quy6t hO so/vin ban
<t6n c6ng chrlc ctup ph6n c6ng tiiip nhan ho
so crla Vln phdng UBND ttnh (Bu6c 18).

- Vdn bAn cua Chri tich UBND
tinh vd viQc lfidng cho ph6p hqp
nhdt, sdp nh$p, chia, tAchh}i @A
ttuqc LAilh dqo UBND tinh hi);
- VAn ban cua Chri tich UBND
tinh v0 viQc y€u cAu thAm dinh lai,
b6 sung hd so (dd dtqc Ltinh dgo
UBND tinhw).

Buoc l8 Chuy6n
ra ket

qui.giii
quy6t/h6

so

C6ng chtrc
duo. c ph6n

c6ng titip nhfn
h6 so cria Vdn
phdng UBND

tinh

Chuy6n ra k6t que giii quy6t/tr6 so tltin
Trung tnm PVHCCT (c6ng chuc mQt crla
cua SdNQi vp) @u6c l9).

- Quy6t dinh cua Cht tich UBND
tinh cho ph6p hgp nh6t, sap nir$p,
chia, t6ch hQi (dd tuqc vdo s6 vd
d6ng diiu/W sii);
- Vdn ban qia Chir tich UBND
tinh vd viQc kh6ng cho ph6p hgp
nhit, s6p nhfp, chia, tAchhQi @A
&tqc vdo sii vd il6ng aii*i s6;
- V[n ban cua Chri tiph UBND
tinh vd viQc y6u cAu thAm dinh lai,
b6 sung hi) so (dd dto. c vdo sd vd

1,0 ngiy
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diBi6u miu, k6t quiNQi dung c6ng viQc thr;c hiQnTrich nhiQm
th

Don vi
th

Buritc
th

TGn bu0c
th

tlinh cria Chri.tich UBND
phdp hq'p nhdt, s6p nhflP,

chia, t6ch hOi;
- Ven ban cria Chri tich UBND
tinh v6 viQc kh6ng cho PhtiP hqp

ntr6t, sap nfr4p, chia" tich hQi;

- Hd so trinh cria sd NOi vu.

tinh cho

trich h6i:
- Ti6p +4l:. ki6m tra vd t6ng hqp k6t qua

giii quy6t h6 so;
- ctr.rv6o k6t qui grei quy6t diSn buoc ti

chia, hQi/vin
chia,

chole dinh hqpphepqun
bantirchnh4p,s6p

cho nhap,ntrdt, s6phgtpkh6ng phdp

t6t u6c

1,0 ngiy

- Van ban cta Chri tich UBND
tinh vO viQc y6u cdu thAm dinh lai,
b6 sung h6 so;
- H6 so trinh cua Sd NOi vu.

- Ti6p nh0n vln ban cua Chrl tich LIBND
tinh vd viQc y€u ciu ttLArn ainn 14i, b6 sung

h6 so;

nghiqua
so:lai,

le benvana)
hdb6 sungdinh

tiepN0i
c6ng

2) d6
chuctl{inv5n barn chuy€nChuy6n

thamSd tucvq @udc
theo

mon
muu

quagidi
quy6t/tr6

so

nhAn
C6ng chrlc

mQt cta qia
SdNOi vu

Bu6c 19

chia, t6ch hOi;
- Vdn ban cua Cht tich UBND
tinh vA vipc kh6ng cho Ph6P hqp

nfr6t, sap nn$p, chia, t6ch hQi;

- Th6nC b6o tt ch6i giai quY6t h6

dinh crla Chri tich UBND
ph6p hqp nh6t, sap nh6P,

so crla Sd N

tinh cho

vdo kho luu tr0 theo quy dinh;
- Chuy6n kiit que giei-quy6g hd so <t6n c6ng

chrtc chuy€n mOn SO NOi vu dA luu theo
quy tlinh;
- K6t ttnic quy tinh (sau klri ffi k6t qua).

Vio ool so;
so, glat

theo nhAn
vino t6tso chuy6nquytitqu6Kyqua.giai

quy6t h6
so

Trd C6ng chrlc
mQt cta cta
S&N0i vu

Trung tdm
PVHCCT

Budc 20

-H6
-H6
- r6t

co:
quy;

sinhtai Ciei1i-6u quytit;
crladeso nhAnti6p

tinltso, trong qua

so duo. c luu tei Sd NOi w theo quy dlnh hiQn hanll
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6.2. Quy trinh giii quySt tnrfi tgc hgp nhdt, sip nh$p, chia, t{ch, mO rQng phgm vi ho4t ilQng qu} (truong hgp mO
rQng phgm vi ho4t tlQng qufl

- M6 quy trinh: 1.013022-02;

- Thd'i 60 ldm k6 tir drl h0 soquyr
Dol t

thuc hiOn
Bu6c

th
Bu6c I

TGn butfitc
thuc hiGn

Trdch nhiQm
thuc hi6n

NQi dung cOng viQc thgc hiQn Bi6u miu, k6t qun Thli
(l) so dt vd hqp lQ:

dtr liQu ctrn cuoc
nhan so vi hen tni

01;
0,5 ngiy

- Kitim ta,
den d6 ki6m

st dgng theo miu
cua quy.

s5
ta th6ng tin ngudi

- Cdp nh0t
Ph0n mdm;

th6ng tin c6 nhAn,

^.t- r lep
vi hgn
- Qu6t

Sd

Q)
r€:

so chua thi hoflc chua hgp ycu hoan
thien h6 so theo m6u

in vd gui c6 nhaq t6 chrlc
b6 sung, hoin thiQn hd so;
tinh.

tir nhQn gini
03.quy6t hO so theo mdu

- Tham muu vAn b6n gti 9 - DU thAo vIn ban grli
co quan li6n quan;

r-l
- rlo so cua quy.

! 3,0 ngiyso
co quan li€n quan;
- Chuytin h6 so trinh d6n LAnh <t4o Phdng
chuy6n m6n Sd NQi 4r (Budc 3).

Trungtlim
PVHCCT

r lep
nhan
h6 so

C6ng churc

mQt cta Sd
NOiw

S0N0i vu BuOc2 Tham
muu

v5n ban
gul IpV

f ki€n

C6ng chrlc
chuy6n m6n
S0NOiw
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Don vi
thuc hi0n

Burfc
th

Budc 3

TGn bufc
thuc hiGn

Tnflch nhiQm
thuc hi6n

NOi dung c6ng viQc thqc hiQn

ha so hinh;

Bi6u mAu, k6t qui

- Xdt duyQt, trinh Lenh deo Sd Noi vu ki
duyQt vdn bAn gui 6y f ki6n co quan li€n
quan;
- Chuy6n h6 so tinh <t6n Lenh <lao Sd NOi

- Du thio vEn ban gui
co quan li6n quan;
- Hd so cria qu!.

v

4

Thdi gian

2,0 ngiry

tra, xet
duyQt hd

sg gui
r6'v !,
Klen
K)t .

duyQt h6
sg gti,i
liv f
ki6n

Gui
so 6y

ki5n

Lenh dao
Phdng chuyOn
m6n SdNOi

w

tra so trinh; - Vnn ban gui co qum 1,5 ngiyt
- Kf duyQt vln ban griri 6y j ki6n co quan

li6n quan;

- ChuVAn hi5 so diin c6ng chrlc chuy6n m6n

li6n quan (dd A$c Ldnh dqo Sd

?l ,o 
",ln 

qoy.

1sdN u6c

Bu6c 4 Larh dao Sd
NOi vu

!'Ven ban gti
atoc vcn SO

co qwm
vd d6ng

ty tii);
- H6 so <tinh kdm

Ven ban t voi nOi

duqc d€j rtehi @d drqc vdo
dung,{.so va

1,0 ngdyBu6c 5 C6ng chtrc
chuyOn m6n
SdNOi vu

thu vio
gui 6y co quandAu

1i6n quan;
- GrHh6 sod(h co Ien u6c

t

16,0 ngiyCo quan
<luo. c grli
lay y Klen

Buoc 6 Guii
kiiin vd
sdNoi

w

Co quan du-o. c
,. ,l . , .tgrn lay y Klen dung

- Gti vnn ban

-T
gui

nhin vin bAn g6p tir co quan dugc

dinh so

Klenl
h6 so d6n cdng chrlc chuy0n m6n

udc

nghi;
d6n SdN0i vu @udc 7).

vol no1

Sd

- Ven bin thdm dinh cria co quan

li6n quan;
- H6 so tlinh kdm @Au cd).

1,0 ngdySdNOi vu Budc 7 Ti6p
nhan

vin ban
e6p f

C6ng chtrc
mQt cta Sd

NOi vu
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Don vi
thuc hi6n

Budc
thuc hiOn

TOn bufc
thuc hi€n

Trich nhiQm
th in

C6ng chrlc
chuyCn m6n
S&NQi vp

NQi dung c6ng viQc thgc hiQn Bi6u mAu, k6t qui
- DU thio viin ban trtnh Chri tich
UBND tinh cho phdp md rQng
phqm vi ho4t <lQng qu!;
- DU thAo quy6t ainh cua Chrl tich
UBND tinh cho ph6p md rQng
ph4m vi ho4t tlQng qu!;
- Vln ban ttrArn Ai*r crla co quan

-[r
quy6t

li6n quan;
- H6 so cria
- DU thio vdn ban nchi
sung, hoin thiQn h6 so;
- VAn ben thArn dinh cria co quan
1i6n quan;
- H6 so crla

th6o th6ng b6o tir
no so;

VAn ben tham dinh cria

gi4i

co quan
li€n quan;
- H6 so cua qu!.

Thdri gian

Bu6c 8 T6ng
hop,
thAm

dinh h6
so

(1) N6u h6 so dri di6u ki-€n giii quy6t:
- Tham muu vdn bdn trinh Chri dch UBND
tffi cho ph6p md rQng ph4m vi hoqt dQng
qu! (dinh lcim dUthdo quy& dinh);
- Chuy6n hO so tinh d6n Lanh d4o Phdng
chuy6n m6n SdNQi vU @udc 9).

12,0

2,0 ngity

(2) Neu h6 so chua thi di6u kiQn giii quy6t:
- Tham mrru vtrn bnn dd nghi qui bdsung,
hoin thiQn h6 so;
- Chuy6n h6 so trtnh d6n LAnh d4o Phdng

m6n Sd
(3) so khdng thi kiC.n giAi
quy6t:

m6n SdN u6c

- Tham muu vin bin trn h6 so cho qu! (n€z
rd lj, do ti chiii gidi quyiit);
- Chuy6n h6 so trlnh ddn Lanh d+o Phdne

Buoc 9 ls.lem
tra, xdt

duyQt h6
so

LAnh deo
Phdng chuy€n
m6n SdN0i

w

(l)N so dri kiQn giad

- Trinh LEnh dao S& NQi vU kf duyQt vIn
ban finh Chri tlch UBND tinh cho phdp m&
rQng phag vi ho+t <lQng qg (d{nh kOm dv
thao quyAt dinh);
- Chuy6n h6 so tinh <t6n Lanh d4o S0 NQi
vu(Buoc l0).

- DU ttf'o v[n ban trinh Chri ti.ch
UBND tinh cho ph6p m0 rQng
ph4m vi ho4t dpng qui;
- Dg thAo quy6t dinh cua Chri tich
UBND tinh cho phdp md rQng
ph4m vi ho4tdQng qu!;
- Van ban them dinh cta co quan
li6n quan;
- H6 so cria
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Don vi
thuc hi€n

Budc
thuc hiOu

TGn
rh

Trich nhiQm
th NQi dung c6ng viQc thgc hifn

Q) so chua dri kiQn grai
- Trinh Lenh dao.S0 NOi vu kf duyQt vnn
bAn dA nghi qu! b6 sung, hoan thiQn h6 so;
- Chuy6n h6 so tlnh d6n Lanh d?o Sd NOi

1

(3) N
quy6t:

so lh6ng tltl ki€n eiAi

- Trinh LAnh d+o Sd NQi vU hj duyQt ven
ben tre hd so cho qui @Au rd li, do ti ch6i
gidi quy-60;.

- Chuy6n h6 so tinh d6n L6nh dao Sd NOi
uoc I

Bi6u m6u, k6t quA Thli gian

- Du thio vdn ban nchi
sung, hodn thi€n hd so;
- Vdn ban tham dinh cta co quan

li6n quan;
- H6 socta
- Dtr
quy6t

thio thdng b6o tir
no so;

glal

Ven ben thAm dinh cua co quan

li6n quan;
- H6 so crla qu!.

2,0n€:ily- Vln ban trinh Chi tich IIBND
tinh cho ph6p md rQng PhPm vi
hoat dOng qt! (dA tuqc Ldnh dqo
sd w);
- Du thao quy6t dinh cua Chri tich
UBND tinh cho phdp md rQng

pham vi hoetdQng qu!;
- VEn ban tham dinh cta co quan

li€n quan;
- Hd so cria
- Ven ban nghi sung, hodn
ftien h6 so (dd tuqc Ldnh dqo Sd

w);
- Ven ban tham dinh cria co quan

li€n quan;
- Hd so cta
- Th6ng b6o tir gini

Ldnh sn
sd

Budc 10 Ki
duyQt hd

so

Lenh dao Sd
NOiw

(1)N so dri ki€n giai
- Kf duyQt v6n b6n trinh chi tiph UBND
tinh cho ph6p md rQng ph4m vi hoqt <lQng

wl (dinh kim futhdo WyAt dinh);

-Chuy6n hd so d6n c6ng chrlc chuy€n m6n
S&NOi vu @udc 11).

?tNEu h6 so chua thl diriu kiQn gidi quy6t:

- fy duyet vdn bin d6 nghi qu! b6 sung,

hoan thiQn h6 so;
- Chuy6n hd so d6n c6ng chric chuy6n mdn
Sd NOi vu @u6c 1 1).

(3t NE"-86 so kh6tg du di6u kiQn giAi
quv6t:
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Don vi
rh

Budc
thuc hiOn

TGn budc
thurc hi€n

Tnich nhiQm
NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qut Thdirh

- Kf duyQt v6n
rd li do t* ch6i
- C[ruy6n trO so

ban
gidi
oen

ra so cho qu! (z€z Vin ban <tlnh cua co quan

Suyiit); li6n quan;
- H6 so crlac6ng chrlc chuy6n m6n quy.

s&N 11

HoAn
thiQn h6
so trinh
Chri tich
UBND

tinh

Bu6c 1l C6ng chuc
chuyEn m6n
S0N0i vu

(l) Neu h6 so dri <li6u kiQn giii quy6t:
- Ph6i ha'p v6i Vdn thu vio sii vi tt6ng
a6u/qt s6 d6i voi Ven ben hinh Ctli ticl
UBND tlnh cho ph€p mdrQng ph+m vi hoAt
dQng qu!;
- Chuy6n hd so d6n c6ng chrtc mQt crla Sd
NOi vu Gudc 12).

- Ven ban trinh Chri tich LIBND
tinh cho ph6p md rQng pfum vi
ho4t dSng qt:{y (dd Aryc vdo sd vd
ddng diu/bj sii);
- DU th6o quy6t Cinfr cua Chri tlch
LIBND tinh cho phdp md rQng
phgm vi ho4t dQng qu!;
- Ven ban thAm Cintr crla co quan

1,0 ngiy

li6n quan;
- H6 so crla

VIn bAn nch! srmg, hodn
vao so yathiQn hd so (cld tluo. c

ddns dii@ sii).

- Th6ng b6o tir
so (tld iht.oc
arirrt$ sO.

glar
I

SOyao vd d6ng

(2) N6u h6 so chua drl di6u ki€n giii quy6t:
- Ph6i hap voi V[n thu vio si5 vd d6ng
d6u/si s5 d6i voi van ben dA nghi b6 sung,
hodn thiQn h6 so;
- Chuy6n h6 so ttiin c6ng chr?c mQt cr?a Sd
NOi vu (Buoc 1);
- Sau khi ti6p nh{n h6 so b6 sung tu c6
nher\ t6 chrlc., c6ng chric mQt crla S& NQi
vu chuy€n h6 so <t€n c6ng chric chuy€n
m6n Sd NQi vU d6 titip tuc giai quy6t theo
quy dinh.
(3) fCu h6 so kh6ng ttt di6u kiQn gini
quy€t:
- Ph6i hqp vcri Vin thu vAo sii vd d6ng
d6u/lci s6 d6i voi th6ng b6o ru ch6i giei
quy0t h6 sol
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Dol vi
thuc hi€n

Budc
thuc hi0n

TGn bu0c
ttruc hiOn

Trdch nhiQm
thuc hiOn

NQi dung cdng viQc thgc hiQn Bii6u mllu, k6t qui Thdti gian

so c6ng chric m$t cta Sd
NOi w Gudc 20).

Budc 12 ciri hd
so trinh
Chrl flch
UBND

tinh

C6ng chrlc
mQt crla Sd

NOi vu

(1) N6u h6 so drl
Chuy&r h6 so trinh

<li6u kiQn gifi quy6t:

d6n VEn phdng UBND
tinh @u6c 13).

- Ven ban hinh Cht tich UBND
tinh cho ph6p md rQng Pham vi
hoat <tOng quY (dd drqc vdo sii vd
done diitr/bj s6;
- D\r thao quy6t A6n cua Chri tich
UBND tinh cho phdp md rQng

pfum vi hoatdQng qu};
- Van ban them dinh cria co quan

li€n quan;
- H0 so cua

1,0 ngdy

(4ffih6 soch1rtdri <tiAu kiQn gini quy6il.
- Gti 

"a 
nhan, t6 chrlc vdn ban dB nghi b6

sung, hoan thi€n hd so; .
- Sau khi ti6p nhfn hd so b6 sung tu c6

nhen, t6 chrri thi chuy6n d6n c6ng chr?c

chuy6n m6n Sd NOi vu ti6p tuc thfun dinh.

VEn ban nghi sung, hodn

thien hd so Qlti thtgc
,4.

so),

. : \ t,
vao so va &y

VAn
phdng
UBND

tinh, Cht
tlch

UBND
tinh

Bu6c 13

Bu6c 14

Ti6p
nhan hd
so tlnh
Cht tich
I]BND

tinh

C6ng chtrc
<lugc phin

c6ng ti6p nhfn
h6 so cta V[n
phdng UBND

tinh

: ri6-p nnan, ki6m ta h6 so;
- Chuy6n h6 so dain c6ng chrlc chuy€n m6n
ttugc phdn c6ng thAm tra hd so crla Vdn
phdng UBND tinh @udc 14).

so trinh cua S0N0i w,
+ Vin ban tinh Chri tich UBND
tinh cho ph6p md rQng Ph4m vi
hoat tlOng qu9;.
+ Du thio quyet dinh cua Chti tich
UBND tinh cho ph6p md rQng

ph4m vi hopt dQng qui;
+ Ven ban them dinh cta co quan

li6n quan;
+ Hd so cta

1,0 ngiy

I nam
ta,

Cdng cht?c
chuy€n m6n

(D N6 th5ng nh6t voi h6 so trinh cua sd
NOi vu:

so trinh cta Sd NOi vu,
+ VAn ban trinh Chfi I]BND

8,0 ngiy
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Do:t vi
thuc hiOn

Bufc
thuc hiOn

T6n bufc
thuc hi6n

Trich nhiQm
thu. c hi0n

NQi dung cdng viQc thgc hiQn Bi6u m6u, k6t qui
tham
mrru
gini

quy6t trd
so

iluo. c phdn
c6ng thAm tra
hd so cua VIn
phdng IIBND

tinh

- 86o c6o, tt6 xu6t xdt duygt h6 so trinh qia
SdNOiw;
- Chuy6n hO so tinh <tiin LAnh tt4o Phdng
chuyEn m6n Vdn phdng UBND tinh xdt
duy-6t (Buoc 15).

tlnh cho ph6p m0 rQng pfum vi
ho4t tlQng qu!;
+ DU theo quy6t dinh cria Chri tlch
IIBND tinh cho ph6p md rQng
ph4m vi hoat dQng qu!;
+ Ven ban ftArn dinh cfia co quan
li6n quan;
+ H6 so cria qu!.
- Ven ban b6o c6o, dd xuSt gini
quytit.

(2) N6u lh6ng th6ng n16t v6i h6 so trinh
cua SON0i w:
- 86o c6o, Ad xu6t ta td so tld nghi S& NQi
vU thAm dinh lai, b6 sung hd sq ttr ch6i;
- Chuy6n hO so tinh <t6n Lenh dao Ph0ng
chuy€n m6n V[n phdng UBND tinh xdt
duyet (Buoc l5).

- H6 sotrinh cua SdNQi vU, g6m:
+ Ven ban hinh Cht tich UBND
tinh cho ph6p m0 rQng phqrn vi
ho4t dQng qu!;
+ VEn ben ftAm dinh cria co quan
li6n.quan;
+ H6 so cta qu!.
- Vnn ban b6o c6o, AA xult AAm
dinh ler, b6 sung hd sq tt ch6i
eiii quy6t.

Bu6c 15 .ts.lem

tra, xet
duyQt hd

sd

Lanh dao
Phdng chuy€n

m6n Vin
phdng UBND

tinh

(1) N6u th6ng nh6t vdi h6 so trinh cua Sd
NQi4r:
- X6t duyQt b6o c6o, Ad xuAt kf duyQt hd so
trinh cua Sd NOi vU;
- Chuyi3n hd so ninh tt6n Lenh deo Vnn
phdng UBND tinh (Bu6c 16).

sotrinh crla S0N$i vu, 2,0 ngiry
+ Ven ban trinh Cht tich UBND
tinh cho ph6p md rQng ph4m vi
ho4t <lQng qu!;
+ DU theo quyiSt Ainh cria Chri tich
UBND tinh cho phdp md rQng
ph4m vi ho4t $0ne eug;
+ Ven ban them dinh cta co quan
Ii6n.quan;
+ HO so cria qu!.
- Vdn ban b6o dd xu6t
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Dmvi
thuc hiGn

But6'c
thuc hi0n

TGn bu0c
thuc hi€n

Tr6ch nhiQm N$i dung c6ng viQc thgc hiQn
rTi't

Bi6u m6u, k5t qui Thdi gian

Bu6c 16 x6t
duyQt h6

so

Q) k*r6ng vd h6 so trinh
cua SdNQi vp:
- X6t duv6t 86o c6o. eA xuAt tra h6 so dd

nghi Sd r.iOi 
"u 

tfd. dinh lei, b6 srmg hd
sq ttr chtii;
- Chuy6n h0 so trinh d6n Lanh ilao Vin
phdng UBND tinh @udc 16).

so trinh crla Sd NQi vu
+ Ven ban trinh Cht tich LIBND
tlnh cho phdp md rQng Ph4m vi
hoat <lOng qu9;
+ Vln ban thAm dinh ctia co quan

li6n quan;
+ Hd so cta ouV.
- Vln ban b6o-c6o, dA xu6t rhAm

<linh lai, bO sung h6 so, tt ch6i

2,0ngiryLdnh dqo VIn
phdng UBND

tlnh

(1) N voi so trinh cua Sd
NOi vu:
- Xdt duyQt b6o c6o, d0 xu6t kf duyQt h6 so
tinh cta SdNOi vu;
- Chuy6n h6 ss trinh d6n Lenh d+o UBND
tinh @udc 17).

so trinh cua S0 NQi vU,
+ Ven ban hinh Cht ti.ch IIBND
tinh cho ph6p md rQng Ph4m vi
hoat tlOng quf;
+ Dg thdo quy6t aint cua Ctli tich
UBND tinh cho phdp md rong
ph4m vi hopt tt$ng qu!;
+ V[n ban tham dinh cria co quan

li€n quan;
+ H6 so cria ouV.
- vln ban blo c6o, <tA xu6t giai

Q) kh6ng ildt voi hd so tinh
cua SdNOi vu:
- x6t duy$t 86o c6o, aA xu6t tA h6 so dd

nshi Se NiOi vu tfrAm dinh lai, b6 sung hO

sq tir cht5i;
- Chuy6n hd so trinh d6n Lanh <tao UBND
tinh (Budc 17).

so trinh cria S0 NOi vu,
+ Ven ban trinh Cht tich IIBND
tinh cho ph6p md rQng Ph4m vi
hoqt dQng quf;
+ Ven ban thdm dinh cta co quan

1i6n quan;
+ H6 so cria
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Don vi
thuc hiGn

Budc
thuc hiGn

TGn budc
thuc hiGn

Tnich nhiQm
thuc hiGn

NQi dung c6ng viQc thgc hi-Gn Bi6u m6u, k6t qui Thtri gian

- Van ban b6o c6o, <td xu6t ttrAm
drnh l+r,, b6 sung hd so, tir ch5i
gi6i quy6t.

Bu6c 17 Ky
duyQt hd

so

LEnh dao
UBNDtinh

(l) N6u th6ng nhAt voi h6 so trinh cua Sd
NQiv1r:
- Kf ban hinh quy6t dlnh cho phdp mdrQng
phgm vi ho4t tlQng qu!;
- Chuy6n k6t qua giAi quy6t dtin c6ng chrtc
ttugc ph6n c6ng ti6p nhan h6 so cria Vdn
phdng UBND tinh (Budc 18).

- Quy6t dinh cua Chri tich UBND
tinh cho ph6p md r6ng phqm vi
ho4t dQng qtlf (dd duqc Ldnh dso
UBND tinh w);
- H6 sotrinh cua SdN$i vu.

2,0 ngiy

(2) N6u kh6ng th6ng nh6t vdi h6 so trinh
cta SdNOi vu:
- Kj vln b6n vd viQc kh6ng cho ph6p md

ho4t tlQng quf; hoflc lcf ban
dA nghi ttrAm Ai*r tai, t6

- Chuy6n tilt qrua giai quy6t trO so/vln bAn
cti5n c6ng chric tluga phdn c6ng ti6p nhan h6
so cta V[n phdng UBND tinh (Bu6c l8).

rQng ph4m vi
hanh v[n ban
sung hd so;

- VAn ban cua Chri tich UBND
tlnh vA viQc kh6ng cho phdp mO
rQng ph4n vi ho4t dQng qu! @A
ituqc Ldnh ilqo UBND tinh kj');
- Ven ban cua Chi tich I-IBND
tinh vA viQc y6u ciu th6rn dinh lei,
b6 sung h6 so (dA dttqc LAnh dqo
UBND tinh b!).

tinh cho ph6p md rQng pfum vi
ho4t ttQng qtj (dd fuqc vdo sd vd
d6ns diiu/bi s61
- Vln bam cua Chi tich UBND
tinh v€ viQc kh6ng cho ph6p md
rQng pham.vi ho4t dQng qtg.(dA
ifuqc vdo s6 vd tl6ng ddu/hj, sd);

dinh qia Cht tich IIBND

- Ven
tinh vA

ban cta Cht tich UBND
y€u ciu thAm dfuh lai,

bo so vcn so va

qud.gi6i
quyOt/h6

Budc 18 Ch
tra

so

C6ng chrlc
duqc phan

c6ng tiiip nhfn
hd so cua VIn
phdng UBND

tinh

Chuy6n tre k6t qu6 giii quy6t/tr6 so d6n
Trung t/im PVHCCT (c6ng chrlc mQt crla
cua SdNQi vu) @u6c 19).

1,0 ngdy
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ThdiBi6u m6u, k6t quiNQi dung c6ng viQc thgc hi$nDo:r vi
th

Bufc
th

TOn
th

Tnflch nhiQm
th

tlinh cta Chrl tich UBND
tinh cho ph€p md rQng Ph4m vi
hoat dOng qul;
- Ven ban cua Cht tich UBND
tinh vA viQc kh6ng cho ph6p md

ph4m vi ho4t <lQng qu!;r0nF
-H6 so trinh cria Sd N

rQng pfum vi ho4t <lQng qui/vdn ban kh6ng
ttinh cho phdp md(1) qui ld 1,0 ngdy

- Ven ben cua Chi tich UBND
tinh vd viQc y6u ciu thAm dinh lai,
bti sung hd so;
- H6 so trinh cua S0 NOi w.

nghi
s0:lai,

- r lep
tinh vd l+i,vlQc

so;

ti6pN0i
cdng

Ddi-

ld benvanquiQ)
nobodinh sung

cua chl UBNDbrnv5n 4chnhAn
rx)cAu thAm dinh sungyeu

h6
chrlcdenvln ban chuy6nChuy6n

thamsd u6c tucw (B
theo

mon
muu

Bu6c 19

qua gi6i
quy6ta6

so

nhAn
C6ng chtlc

mQt crla cta
SdNOi vu

ttinh cria Chri tich UBND
tinh cho ph6p md rQng Ph4m vi
ho4t dQng qu!;
- Ven ban crla Chrl tich UBND
tinh vO vipc kh6ng cho PhdP md
r0ng pham vi hoat d0ng qu9;

-'rf,6ng hao flr ch6i giai quy6t h6

so crla Sd N

C6ng chuc
mQt cta qia
SdNQi 4t vdo kho luu tril theo quy dinh;

- Chuy6n k5t que gini-quy5g h6 so diin c.6ng

chric chuy€n mOn SO NQi vU <tA luu theo
quy_<linh;
--Krit ttnic quy tinh (sau l*ri trn kiit qun).

aov d6itheo so;nhAn
vat6th6sO s0, quytit chuyEnK)t qua giei

Trung tltrn
PVHCCT

Buoc 20
qui giai
quv6t tr6

so

Tra

co:t+i Q1 quy
nep quy;

sinh gru

lrru oS N theoso hi€.n hnnh,clugc vu dinh
H6 oso cuanhan

tai tinhHd liQuso' qu6tong quy6t;
- r6t

7. Tht tgc qui tr3 giii th6



96

- Md quy trinh: 1.013023;

- Thdi 60 Idm k6 dr ttri hd so
Don v! Butic

th
TGn Trich nhiQm

NQi dung c6ng viQc thfrc hiQn Bi6u miu, k6t quirh th
C6ng chric
mQt crla Sd

NOi vu

( dri vd hqp lQ:

dt liQu cdn cuoc
nhan so vi he. n td

0l;
so

nhan
hd so

ha, st dqng theo mdu
cua quy.

so
aan a6 n6m tathdng tin ngudi
- C6p nhflt
PhAnmAm;

th6ng tin c6 nhAn,

sd
Q) so chua dri hogc chua hqp yeu sung, hoan
le: thi€n hd so theo m6u s6 02

in vd grli c6 nhdn, t6 chrlc
b6 srmg, honn thiQn h6 so;
finh.

tir nhfn giAi
03.

ch6i
quy6t hO so theo m6u

quy6t hd so;
trinh.

Thdi gian

Trung tiim
PVHCCT

Buoc 1 0,5 ngiy

SdNOi vu Buoc2 Tham
mtru

vin ban
-. ,lgu lay

i ki6n

C6ng chuc
chuy6n m6n
SdN0i vu

- Tham muu vdn ban gui h6 so lAy j ki6n
co quan li€n quan;
- Chuytin h6 so finh d6n Lanh <l4o Phdng
chuy6n m6n S0NQi vs (Budc 3).

- DU th6o vnn ban grli
co guan li€n quan;
- H6 so crla qu!.

v

- DU thao vdn bin grli !
li6nco quan

-H6so cria
quan;

3,0 ngiy

Bu6c 3 Ki€m
tra, xdt

duv€t h6

Lenh dpo
Phdng chuy€n

tra so trlnh;
Xdt duy9t, tinh IAnh dao Sd NOi vu ky

s&mon N van ban ki6n co li6n

2,0 ngdy
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Dmvi
thuc hi€n

Bu6'c
flil

TGn bufc
thuc hi0n

Trrlch nhiQm
NQi dung c6ug vifc thgc hiQn

th
Bi6u m6u, k6t qun Thdi gian

sg eui
Iev!
ki6n

vu quan;
- Chuy6n h6 so trinh den Lenh dao Sd NOi

tra so trinh;
Kf duyQt ven ben gui 6y j kitin co quan

li€n quan;
- Chuy6n h6 so tilSn c6ng chrlc chuy6n m6n
SdN u6c

Budc 4 Ky.
duyQt h6

so grli
layy
ki6n

I^dnh itao Sd
NOiw

- Ven ban gui ,!, ki6n co quan

li6n quan (dd tuqc Ldnh dqo Sd
lcv);

- Hd so cua qu!.

1,5 ngdy

cui C6ng chuc
chuy6n m6n
SONOi vu

hqp vdi Ven thu vao Ven ben gui ! co quan
d6ngso 6y

kii5n
t d6u a6i voi van ben gui 6y f co quan li€n quan (dii chro. c vdo

*i,rtti t6'
so va

li€n quan;
- Gui h6 so d6n co li0n --ltlo so cua

Gui
kiiil ve

Co
grn

quan dugc
lay y Klen

dinh so vo1 n91 Ven ban y voi nQi dung

dung nghi;
d6n S&NOi

ttuo. c dd nchi (dd ifuo. c vdo sd vd

s6Noi cui van ban vu @u6c 7) *y'0;
-H6so dinh kdm

C6ng chtlc
mOt cta Sd

NOiw

nhdn v6n ban g6p tir co quan dugc - Vdn ben dinh cta co quan

nhan
vdn ban

gui ki6n;
h6 so d6n c6ng chrlc chuy6n m6n

h6n_ quan;
- H6 so <linh kdm (n€u c6).

Sd

C6ng chrlc
chuy&r m6n
SdNOiw

(l) so dri kiQn giAi - Du thao vdn ban tinh Chti
UBND tinh giai the vA thu

tich
no1hqp,

thArn
- Tham muu vin ban trinh Chri tich UBND
tinh giii th6 vi thu trdi gi6y phdp thenh $p
vi cdng nh4n tti6u lQ qui Qlinh kdn dt thao
quydt d!nh);.
- Chuy6n h6 so trinh d€n LEnh d4o Phdng

gi6y phtip thanh $p vd cdng nh$n
(ueu le quy;
- D{ thao quy6t dlnh-cta Chri tic}r
uniro tinir-gidi th6 vd thu trdi
gi6y phdp thnnh Bp vi c6ng nh{n
didu 1€ qu9;
- VAn ban tham dinh crla co quan

dinh h6
so

chuyCn m6n Sd NQi vU (Budc 9).

li€n

1,0 ngiyBu6c 5

16,0

1,0 ngdy

Co quan
<tuoc eryi
16y j ki6n

Bu6c 6

S0N0i vu Buoc 7

12,0 ngdyBu6c 8
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Don vi
thuc hi0n

Bur6,c

thrrc hiGn
TOn bur6'c

thrrc hiOn
Trdch nhiQm

thuc hi€n
NQi dung c6ng viQc thgc hi$n Bi6u m6u, k6t qui ttl

so cia quy.

a) so chua dt kiQn gini Du thio van bAn ngh!
- Tham muu ven ban dd
hoin thi€n h6 so;

nghi quy sun& sung, hoin thi-Cn h6 so;
- VAn ben thAm Ainh cria co quan

Chuy6n h6 so finh d6n Lanh <I4o Phdng li€n quan;
- Hd so ctamon s0 N u6c

(3) so kh6ng tlt

vin bin tri hd

kiQn giAi -Du
quytit

thio th6ng b6o tir gini
quy6t:
- Tham mrru

no so;
so cho quf(r,au Ven ben thArn dinh cia c0 quan

rd l!, do.ti chiii gidi qlryd\;
- Chuy6n h6 so tinh tl6n L6nh tlao Phdng

li€n quan;
- H6 so crla quy

m6n Sd 9
Lanh d4o (1) so drl ki-Cn giAi - Dg th6o v[n ban tinh Cht tlch

UBIID tinh giei th6 vi thu hdi
gidy phdp thdnh lfp vi c6ng nhfn
tli6u lQ qu!;
- Du th.io quy€t dinh cua Chi tich
UBND tinh giai th6 vn thu hdi
erQf nhdp thdnh l4p vd c6ng nhfn
di6u lQ qu9;
- Ven ban ttrAtn Ai*r cria co quan

Phdng chuy6n
m6n SdNQi

vu

- Trinh Lffi tlao Sd NQi vu lcj duyQt vdn
ben ttnh Chri tich UBND tinh giai th6 vn
thu hdi gi6y phrlp thdnh l6p vd c6ng nhin
dieu lQ qui (dinh k:em dr thdo quyiit dinh);
- Chuy6n h6 so trlnh d6n Lanh dqo SO NQi
vu @uoc l0).

li€n

Budc 9 Ki6m
tra, xdt

duyQt h6
so

2,0 ngity
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Do:r vi
thuc hiGn

Bufc
thuc hiOn

TGn Trdch nhiQm
th th

NQi dung c6ng viQc thgc hiQn Bi6u m6u, k6t qui Thtti gian

Fsocnaqul.

Q) so chua dri kiQn giai
- Trinh Ldnh ttao.Sd NQi w kf duyqt ven
brim dd nghi quf b6 sung, hoan thiQn h6 so;
- Chuydn hd so tinh d6n Lenh dao Se NOi

1

(3) so kh6ng tlt kiQn gi6i
quyiSt:

- Trlnh Lanh dao S& NQi qr lcf duyQt vln
ben tra hd so cho qu! @au rd li' do t* chiii

sidi quydi;
- Chuy6n hd so trinh tl6n Lanh dao Sd NOi

1

- DU th6o
sung, hodn
- Ven ban
Ii6n quan;

van ban nchi
thi-€n h6 so;
thim dinh cria co quan

- Hd so cua
-Du
quy6t

thio th6ng b6o
h6 so;
ben thfun dinh

tir giai

V[n cira co quan

li6n quan;
- H6 so cua qu!.

(l)N so dri kiQn giii - Vdn ban hinh Cht tich UBND
tinh giii th6 vi thu h6i giAYPhdP

tm*r Bp vi c6ng nh{n didu tQ

q'tl (dti dtqc Ldnh dqo Sd W);
- Du thao quyiit dinh-cua Cht tich
UBi.ro tinir 

-giai 
th6 vn thu h6i

gi6y ph6p thnnh lflp vi c6ng nh4n

oleu r9 quy;
- Vln ban thAm dinh cria co quan

- Kf duyQt vdn ban tinh Cht tich UBND
tinh gi6i th6 vi thu nOi gi6y phdp thnnh $p
vd c6ng nh4n diAu lQ qu! (dinh kdm dr thao
andt dinh\:
-' it uv6n tr6 so a6n c6ng chr?c chuy€n m6n
S&NOivu@u6c ll).

1i6n quan;
- H6 so cua
- Ven ban
thiQn hd so

nghi sung, hoan
(dd duqc Ldnh dqo Sd

w);
Ven

llSd li0n
ben tham dinh cua co quan

2,0 ngiryBuoc 10 Ky
duyQt h6

so

Ldnh dao S0
NOiw
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Don v!
thuc hi€n

Bu6'c
thuc hiOn

TOn bu0c
thuc hi0n

Trich nhiQm
thuc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k5t qui
so cta

- Th6ng b6o ttr giAi s0
(dd tuo. c Ldnh d7o Sd hj,);
- Ven ban ttrArn aint cria co quan
li€n quan;
- H6 so cta qu!.

- Ven ban trinh Chri tich UBND
tinh giii thiS vd thu h6i gi6y phdp
thanh Qp vi c6ng nhdn <tiAu lQ
ql;f (dA tuqc vdo sii vd it6ng
aiutty siil;
- Dg thAo quy6t apt cua Chri tich
UBND tinh giAi th6 vi thu h6i
gi6y phgp thanh lfp vi c6ng nhfn
di€u lQ qu!; 

.
- VAn ben them dinh cria co quan
li€n quan;
- H6 sc crla

Thli giar

(3) N6u h6 so kh6ng dri didu kQn giei
quyOt:

- Kj duy-et vln ban td h6 so cho qui (nAu
rd lj' do tir ch6i si,ii Etyiit);
- Chuy6n hd so d6n c6ng chtc chuy6n m6n
sd w (Bu6c I l).

Bu6c 1 1 Hoan
thiQn h6
so trinh
Chri tich
UBND

tinh

C6ng chuc
chuy€n m6n
SdNOi vu

(l) N6u h6 so tfii di6u kiQn giai quy6t:
- Ph6i hAp v6i Vin thu vio s6 vd d6ng
a6uti s6 d6i vdi Ven ban trinh Ctni tictr
UBND tinh gini th6 vi ttru h6i gi6y ph6p
thAnh lf.p vi c6ng nhfn didu lQ qu!;
- Chuy€n h6 so tt€n cdng chrlc mQt crla Sd
NOi vu (Bu6c l2).

1,0 ngiy

so chua ou ki€n
vdo

Ven ben nghi sung, hoin
vto so vd

aa*l
hqp v6i VAn thu
sti c5i voi van ban

<l6ng
sung,

thi€n h6 so
dihlw

@aJ.
so).

ifuo. c
oe ngnl oo tlong

hoan thiQn hd so;
- Chuy6n h6 so diSn c6ng chric mQt cta Sd
NQi vr,r @uoc l);
- Sau khi ti6p nh{n h6 so b6 sung ttr c6
nhaq t6 chr?c, c6ng chrlc mQt crla Sd NQi
vp chuy6n h6 so dtin c6ng chrlc chuy6n
m6n Sd NQi vu d6 ti6p ec giai quytSt theo
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Don vi
thuc hi0n

But6,c
thuc hiGn

TGn Tr{ch nhiQm
NQi dung cdng viQc tlgc hi$n

th th
kiQn Crei

s6 vd <t6ng

tir ch6i giai

mQt crla Sd

Bi6u miu, k6t qui Thli giar

- Thdng bdo tir
so (ild A$c
*iws6.

giAi
.,!vao so va aong

C6ng chfc
mQt ula Sd

NOi vu

so du kiQn glal - Ven ban hinh Cht tlch UBND
tinh giai th6 vi thu h6i gi6Y.PhdP

thnnh- lfp vd c6ng nhfln di6u lQ

qu! (da.fuoc vdo sb vd ddng

d,Au/h! sO):

- Du thio quy6t dlnh.crla Cht tich
Uei.ID tinil 

-giii 
th6 vn thu h6i

+1V nhrSP thanh $P vd c6ng nhfln

tli6u lQ qu!; 
.

- VIn ban tham dinh cta co quan

h6 so hinh <t6n Ven phdng UBND
tinh @udc 13).

li€n quan;
- Hd so cua

(2) chua du kiQn - Ven ban
thiQn hd so

,4.
so).

nchi sung, hoanso
- ,: \ 1,

vao so va r))Gui c6 nhdn, t6 chrlc vln ban

bo
den

bo

ca

lcla dro. c

sung, hoan thi-€n h6 so;
Sau kfri ti6p nh0n h6 so sung ttr

nhen, t6 chrlc thi c6ng chrlc
m6n sd ftfun

C6ng chuc tra so trinh cua SdNOi vU,so;
dugc chuy6n m6n

so cria Vin
+ ven ban trinh Cht tich UBND

ttuo.c phtn tinh giai th6 vd thu
thdnh 10p vd c6ng

h6i gi6y phdp
,,.1

n-nan oleu l9cua Vlnno so
UBND

phdng UBND tinh (Bu6c 14).

1,0 ngdyBuoc 12

Bu6c 13

cri h6
so tinh
Chri tich
UBND

tinh

1,0 ngiyVen
phdng
I]BND

tinh, Chti
tich

r lep
nhAn h6
so tinh
Chri tich
UBND



t02

Don vi
thuc hi€n

Bur6,c

thuc hi€n
TOn buritc
thuc hi0n

Trich nhiQm
rh h

tinh

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thdi gian

UBND
tinh

tinh + DU thao quy6t dinh cua Chri tlch
UBIID tinh giai th6 vd thu h6i
etQf rhip thnnh $p vd cdng nhfn
di€u lQ qu!;
+ VAn ben tham dinh cria co quan
li6n.quan;
+ H6 so cria qug.

Buoc 14 I nam
tra,

tham
muu

ciei .
quyet ho

so

C6ng chric
chuy6n m6n
tluo. c phdn

cdng thAm tra
h6 so cria Vdn
phdng UBND

tinh

(1) N6u th6ng nhAt voi h6 so trinh cua Sd
NOi vu:
- 86o c6o, d6 xult xdt duyQt h6 so tinh crla
S&NOiw;
- Chuy6n hd so trinh <t6n LAnh <l4o Phdng
chuy6n m6n Ven phdng UBND tlnh xdt
duyQt @u6c 15).

- H6 sotrinh cria SdNQi 4r, g6m:
+ Vnn ban trinh Cht tich UBND
tinh giai th6 vi thu h6i gi6y ph6p
thenh l{p vi c6ng nh6n diAu t€
quy;
+ Duthio quyiit a6l cUa Ctlli tictr
UBND tinh giei th6 vn thu hdi
gi6y phep thAnh lfp vi cdng nhdn
di€u lQ qu!;
+ VAn baln thArn dinh cta co quan
li€n.quan;
+ H6 so cua qu!.
- VAn ban b6o c6o, <16 xu6t giAi
quyist.

8,0 ngdy

(2) N6u lfi6ng th6ng nhAt vdi h6 so tinh
cua S&Noi vu:
- 86o c6o, Cd xu6t tra td so dd nghi Sd NQi
vs UAm Aint tai, b6 sung h6 sq tr} chtii;
- Chuy€n h6 so trinh tl€n Lflnh d4o Phdng
chuyCn m6n VEn phdng UBND tinh x6t
duyQt (Bu6c l5).

- H6 sotinh cria SdNQi vu gdm:
+ Ven ban trinh Cht tich UBND
tinh giAi th6 vd thu hdi gi6y phdp
thanh lQp vi c6ng nh{n diOu lQ

quy;
+ Ven ban ftam dinh cria co quan
li6n quan;
+ Hd so cta qu!.
- Van ban b6o c6o, dd xu6t tham
dinh lai, b6 sung h6 so, tir chiii
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Dol vi
thuc hiGn

Budc
th

TGn bufc
th

Tnlch nhiQm
rh

NQi dung cOng vi$c thqc hiQn Bi6u miu, k5t qui Thdi gian

Bu6c 15 lllem
tra, xdt

duyQt h6
so

Lenh d?o
Phdng chuy6n

m6nV[n
phdngUBND

tinh

(t) N v6i trlnh cria sd so trinh cua Sd N0i w,so
NOi vu: + VAn ben trinh Cht tich UBND

X6t duy-€t b6o c6o, dA xu6t kf duyQt hd so tinh giAi th6 vd thu hdi gidyphdP
thanh- l4p vd c6ng nhdn di6u lQ

quy;
+ Dgth6o quy6t dinh-cta Chi ti+
ffSl.ID tioh giai th6 vi thu hdi
gi6y phdp thnnh Ep vi c6ng nh{n
diAu lQ qu!;
+ Ven ban thern dinh cta co quan

trinh cua SdNOi vU;
- Chuy6n hd so tinh d6n Lanh dao Vin
phdng UBND tinh @u6c 16).

1i6n quan;
+ Hd so cria qu!.
- Ven ban b6o c6o, <16 xuit giii

Q)
cria

N kh6ng v6i so trinh so trinh cua SdNOiw,
SdNOi vu: + Ven bAn trinh Chri tich UBND

X6t duyQt B6o c6o, dd xu6t trn hd so dd tinh giAi th6 vd thu
thanh 16p vi c6ng

h6i ei6y phep
-.;nh4n oreu r9nghi S0 NOi vu thAm dinh

.. ,l
l+1, Do

Lenh

sung h6
so, tir cnol; quy;

ben tham dinh cuaChuydn h6 so trinh d6n deo V[n + VEn co quan

phdng UBND tinh @u6c 16). li6n,quaq 
"+ H0 so cua quy.

- Vdn ben b6o-c6o, aA xu6t tfrAm

dinh lar, b6 sung h6 sq tir chiii

Lenh dao V[n
phdng UBND

tinh

(1) voi tinh cria S6 so trinh cua SdN0iw,so
NOi vu: + V5n ban trinh cht tich UBND

X6t duyQt b6o c6o, d6 xu6t kf duy-€t hd so tinh gidi the vd thu trOi gi6y

trlnh cua S& thenh va

2,0 ngny

2,0 ngdyBuoc 16 x6t
duyQt h6

so
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Don vi
thuc hi6n

Bufc
thuc hi€n

TGn budc
thuc hiGn

Tnf,ch nhiQm
NQi dung cdng viQc thqc hiQnrh Bi6u miu, k6t quA Thli gian

- Chuy6n h6 so trinh <t6n Lanh <lao UBND
tinh (Budc l7).

quy;
+ DuthAo quy6t dlnh cua Chri tich
UBND tinh gini th6 vn thu hdi
gi{y nh6R thnnh $p vi c6ng nhSn
tli6u lQ qu!;
+ VAn ben tham dinh cta co quan
li0n quan;
+ H6 so cria qu!.
- Ven ban b6o c6o, <tA xu6t gini

so trinh crla S& NQi vu,
+ VAn ben finh Cht tiph UBND
tinh giai thiS vi thu trdl gi6y pnep
thnnh l|p vd c6ng nhfln diAu lQ
quy;
+ VAn ben thArn dinh cria co quan
liOn quan;
+ H6 so crla qui.
- VAn ban b6o c6o, Ad xu6t *rAm
dinh lai, b6 sung hO sq ttr chtii

(2) N6u kh6ng th6ng nh6t vdi h6 so trinh
cua SdNQi vu:
- Xdt duyft 86o c6o, dd xu6t tra h6 so tIA
ngh! Sd NQi vu thAm dinh lai, b6 sung hd
so, tir chtii;
- Chuy6n hd so trinh d6n Lanh d+o UBND
tinh @u6c l7).

Budc 17 K), 
.

duyQt h6
s0

L6nh dao
UBNDtinh

(1) N voi so trinh cfia Sd <linh qla Cht tich UBND
NOi vu:
- Kf ban hinh quy6t a6n giai tfr6 ve ftu h6i
gi6y phdp thAnh Ep vi c6ng nhfln di6u l0
quy;
- Chuy6n k6t qun gini quy6t d3n c6ng chrlc
tlugc phAn c6ng tiiip nhan h6 so cria VEn

tinh gi6i thiS vi thu rr6i gi6y prcp
nhOn diAu l9thnnh hp vA c6ng

q$ @A iluqc Ldnh dqo UBND
ti"h W);
- H6 sotrinh cta SdNOi vu.

UBNDtinh I

2,0 rgdy

(2) N6u kh6ng th6ng nllAt vdi h6 so trinh - Ven ban cua Chri tich UBND



l0s

Don vi
thrrc hiOn

Bw6'c TEn bufc
rh th

Trdch nhiQm
thuc hiOn

NQi dung c6ng viQc thyc hiQn Bi6u m6u, k6t qui Thiri gian

Buoc 18

cua SdNOi vu:
- Kj vln bdn vd viQc kh6ng giii ft6 q,]Y;

ho{c lcj tan nan\ vin ban d6 nghi tham
dinh lar, bd sung h6 so;
- Chuyiin t6t qure giei quyet hd so/vln bAn

dlSn c5ng chtctuqc phen c6ng ti6p nhan h6

tinh viQc kh6ng giii quy
tinh(ild ituqc Ldnh

lcv);
dqo UBND

Ven ban cua
yeu

Chri tlch
cAu thAm

IIBND
tinh v6 viQc
b6 sung h6
UBND tinh

dinh lai,
so (dd ifuo.c Ldnh dqo

so crla VEn IJBND tiNh I
tra qua gi6i so <lM cta Cht tich IIBND

Trung tdm
cta SdNOi

PVHCCT (c6ng chrlc mQt crla

w) @uoc l9).
tinh giai th6 vd thu hdi gi6yphdp

nh0n tli6u lQ

so va aong
thnnh lfp vd c6ng
q$ (dd.dwc vdo
ddn/bj sO);

- VAn ban cua Chri tich IIBND
tinh vd viQc kh6ng gi6i th6 vi thu
trdi gi6y ph6p thAnh l{p vi c6ng-

nfran-a?u te quY (dd dio. c vdo sii
vd ddns ddu/b! sii);

- Ven
thh vd

ban cria Chri tich UBND
y6u cAu thAm dinhlai,
so (dd Aryc vdo sd vdb6

qur;
- Ven
tinh v0

ban cua Chri tich UBND
viQc khdng giai thO qu!;

k6t H6 so trinh cfia Sd

(2) N qua ld vIn ban
hd so:

- Vdn ban cua
tinh v6 viQc y€u

Cht tich
ciu thAm

T]BND

dinh lai, bo sung
nchi

dinh lai,

1,0 ngiyChuy6n
tre k6t

qui grai
quy6ttrd

so

C6ng chric
duo. c

no so crla Vnn
phdng UBND

tinh

C6ng chtc
mQt cua cria
SdNOi vu

1,0 ngdyTrung tAm
PVHCCT

Budc 19 l lep
nhAn k6t
qun.gidi
quyOt/tr6

so
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rr. TTHC THUec ruAvr euvEx cr,Lr quvfr ciia usxo cAr nuvDx
1. Tht tsc 

"6p 
gi6y ph6p thlnh lip vn c6ng nhgn tlilu tQ qui

- M6 TTHC: 1.013024;

Don vi
thuc hi6n

Bufc
thuc hi6n

TOn budc
thuc hi0n

Tr6ch nhiQm
rh

COng chuc
mol cua cua
SdN0i vu

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thdi

so;
trinh cua SdNQi vu.

dinh qla Chi tich UBND
tlnh giai thd vd thu h6i giAy phdp
thnnh lfp vA c6ng nh6n didu lQ

quy;
- VAn ban cia Chrl tich IIBND
tinh vG viQc kh6ng giAi th6 qu!;
- Th6ng b6o ttr ch6i giai quv6t hO
so cria Sd

Bu6c 20

- Ti6p nhfln vdn ban crta Chri tich IJBND
tinh vA viQc y6u cAu ftAm dinh l4i, b6 sung
h6 so;
- Chuy6n vdn bin diSn c6ng chrlc chuyEn
m6n Sd NQi vu @udc 2) dC tiCp tpc tham
muu giii quyiSt ttreo quy dinh.

TrA k6t
qua.giei
quy€t h6

so

- Vdo s6 theo ddi ti6p nh{n h6 so;
- fy sO hd sq kiit qua gi6i quy6t vi chuy6n
vdo kho luu trt theo quy dinh;
- Chuy6n t6t qua giai quyet, h6 so d6n c6ng
chr?c chuy&r m6n Sd NQi vU tt6 luu theo
quy <linh;
- K6t ttlic quy tinh (sau khi trA ki5t qua).

H6 so dugc lrru tai Sd N$i vU theo quy dinh hiQn hanlu g6m c6:
- H6 so c[6 ti6p nh{n cria qui;
-Hdsq tai li_€u ph6t sinh trong qu6 tinh giai quy6t;
- r6t

- Thdi :60 ldm k6 tir thi hd so
Dtrn vi

thuc hiGn
Budc

thuc hiGn
TGn budtc
thuc hiOn

Tr6ch nhiQm
thuc hiGn

NQi dung c6ng viQc thqc hiQn Bi6u miu, k6t qui
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Don vi
thuc hiQn

Bur6tc
thuc hiOn

TOn bufc
thqc hi0n

Trich nhiQm
thuc hiQn

NQi dung cdng viQc thlPc hiQn Bi6u miu, k6t qui ThM gian

Pg. pl,P
rrep nnan
va lra KeI
qui thuQc
T'BND
cap nuy9n
(vi6t t6t u
B0 phan
MOt crla
c6p huyQn)

Bu6c I ^.1l lep
nhan
h6 so

C6ng chtrc
mOt crla

Phdng NOi vu

(l)N so dri vi hqp lQ:

- fi6m tra, sr! dung dt liQu cdn cu6c c6ng
aan A6 ki6m tra th6ng tin nguli nQp h6 so;

- Cflp nhdt th6ng tin c6 nhin, t6 chrlc vdo

PhAnmAm;
- Tiep nh$n, in vn grli Gi6y ti6p nhfn h6 so va
he.n ti k6t qu6;
- Qu6t (scarD, tci s5 *Ann phAn trO so;
- Chuy6n h6 so d6n cdng chrlc chuydn m6n
PhdngNQi vs @ud'c 2).

nh4n h so vd he. n tri
01;ti5t qua theo mEu si5

- Hd so cta ban s6ng l$p qu!.

0,5 ngdy

(2)N so chua tftlho4c
c6 nh6r1

chua hqp lQ:

t6 chrlc Phitiu- Hu6ng d6n, in ve gui
y6u c6u b6 sung, hoin thiQn h6 so;
- K6t thric tinh.

ycu- Phi
thi-n

b
h6 so theo m6u

syng, hoan
s6 02.

(3) N so khdng tfiing quy dinh:
Tt ctr5i ti6p nhan hO so (n6u rO lj
In vd grli c6 nhan, t6 chr?c Phi6u tir

nhan giei quy6t h6 so;
r6t thric tinh.

do);
chtii ti6p

lFtri6-tir-ffii16 nrrAn eiai
quyilt tr6 so theo miu sti 03.

co quan li€n quan;
- H6 so cria ban srlng lflP qu!.

- DU thio vln ban grli Iay y Klen 3,0 ngdyPhdng NQi
vu

BuOc2 Tham
mlru

vdn ban
gn gY
j ki6n

C6ng chtlc
chuy6n m6n

Phdng NQi v1t

- Tham muu vin bAn gui so ! co
ouan li6n ouan:
-'Chuy6n id .o t i"f, d6n Lanh dao Phdng

NQi vu @u6c 3).

Buoc 3 K), .
duy-6t h6

sg gtli
tav !,
kiiin

Ldnh dao
Phdng N$i vs

Phdng NOi vu (Budc 4).

- KGm tra h6 sotrinh;
- Kf duyQt vdn ban g,fti 6y I kiSn co quan

li6n quan;

- Chuy6n h6 so d6n c6ng chrlc chuy6n m6n

li€n quan (dd fuqc LAnh deo

Phong bj);
- Hd so cta ban sring lflP qu!.

- VAn ban gui co quant 2,0ngiry
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Don vi
thuc hiOn

Budc
thuc hi0n

TGn bufc
thuc hi0n

Trdch nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t quA Thli gian

Buoc 4 Glii h6
sodyj

ki0n

C6ng chrlc
chuy6n m6n

Phdng NOi vu

- Ph6i hq'p v6i Vdn thu vio s6, ky stVAOng
*iu diii voi vin bAn gui 6y j kii5n co quan
1i6n quan;
- Gti hd so d6n co quan li6n quan (Bu6c 5).

- VAn ben gui l6y j ki6n co gual
li€n quan (dd duo. c vdo sO vd
d6ng afu/bi sii);
- H6 so cria ban s6ne l6p quV.

1,0 ngAy

Co quan
duqc gui
,1, , , .t
tay y Klen

Budc 5 Gli Y.
ki6n vC

Phdng
NOi vu

Co quan tluo. c
,.,t ., .tgw lay y Kren

- Ph5i lsp ttrAin aintr tr6 so E6i
duo. c tl6 nghi;
- Gui van ban diSn Phdng NQi 4r @uoc 6).

vdi nQi dung

- H6 so <linh kdm (niiu c6).

- Ven ban 1t ki6n t!6i vii n6j
dnng <tugc tl0 nghi (dd Aryc vdo
s6 vd lcj, s6);

14,0 ngiy

Phdng NQi
vu

Budc 6 Ti6p
nhan

vdn ban

c6p Y

C6ng chrlc
mQt cria

PhdngNQi vq

- Ti6p nhfn ven ban g6p j tir co quan euo.c
,. rt , , .t

gtn ray y Klenl
- Chuyth hd so d6n cdng chric chuy€n m6n
Phdng NQi w (Buoc 7).

- Vln ban thArn tlinh cua co quan
li€n quan;
- H6 so dinh klm @Au c6).

1,0 ngdy

Budc 7 T6ng
hq,p,

thim
dinh hd

s0

Cdng chrlc
chuy6n m6n

Phdng NOi vu

(l) N6u h6 so drl di€u kiQn gidi quy6t:
- Tham muu van ban tuinh Cht tich LIBND
hyV-€n,.thi xa, thanh ph5 (gqi chung h huyQn)
cdp gi6y phdp thenh Qp vi c6ng nh4n dieu lQ

quj (dinh kim dltthao quyiit dinh);
- ChuyiSn h6 so trinh d6n Lenh d4o Phdng
NQi vu @udc 8).

- DU thAo vdn ban trinh Chri tlch
UBND huyQn c6p gi6y ph6p
thanh lflp vd c6ng nhdn di6u lQ

quy;
- Du thio quy6t Apt cua Chri
tich UBND huy-6n cdp giAy ph6p
thdnh I6p vi c6ng nhin tli6u lQ

quy;
- VAn ben thAm dinh crla co quan
li6n quan;
- Hd so crla ban s6ng lflp qu$.

20,0 ngiy

(2) Ni5u h6 so chua dt di6u kiQn giei quy6x
- Tham muu vtrn ban d6 nghi ban s6ng lfp
qu! b6 sung, hoin thiQn h6 so;
- Chuy6n h6 so trinh d6n LEnh d4o Phdng
ItQr vu@Sqc t).

- Tham muu vin ban trd h6 so cho ban sring

- Du th6o ven ban dE nghi bil
sung, hoan thiQn h6 so;
- Vdn ben thim dinh cta co quan
li6n quan;
- H6 so crla ban s
- Dy th{o th6ng brio tir
quy6t h6 so;

I glar
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Dorrt
thuc hiGn

Butitc
thuc hiOn

TGn bufc
thUc hiOn

Tnflch nhi$m
thuc hi0n

NQi dung cdug viQc thgc hiQn Bi6u miu, k6t qui Thiti gian

l$p qg lnAu-rd lit do tt
- Chuy6n h6 so trinh

c i gidi
d6n Lenh tl4o Phdng

N0i uoc 8

- Ven ban dinh cua co quan

li6n quan;
- H6 so cua ban sin
- Ven ban trinh Cht tich UBND
huy€-n c6p gi6y plr6p thanh QP

vd c6ng nhin <li€u lQ q!! (dd
ituo. c Ldnh dqo Phdng bi);
- DU thdo quy6t dgrh cria Chri
tich UBND huyQn cdP giaY phdP

thdnh l4p vi c6ng nhfln tti€u l€
quy;
- Ven ban tham dinh cta co quan

li6n quan;
- Hd so cua bang!4g!4Pgg[,--

2,0ngdyBudc 8 Ki.
duyQt h6

so

Lanh d+o
PhdngN0i w

(1) so dri kiQn gini
- Kf duyQt vin bin trinh Chl dch UBND
huyQn iip gi6y phrip thanh l6p vd-c6ng nhfln
diAu IQ qu! (dinft kdm dr thao quyit dinh);
- Chuy6n h6 so dtln c6ng chrirc chuyOn m6n
PhdngNOi vu (Buoc 9).

@t:
- Kf duyQt vIn ban dd nghi ban s6ng lfp qu!
b6 sung, hodn thiQn h6 so;
- Chuy6n h6 so <t6n c6ng chrlc chuy0n m6n
PhdngNQi vp (Buoc 9).

- VAn ban nghi sung, hoan

thi€n hd so Qlti dtro. c Ldnh dqo

Phdng hi);
- Ven ban them dinh cua co quan

li€n quan;
- Hd so cta ban
- Th6ng b6o tir i giai
hd so (da du-o. c Ldnh tt4o Phdng

W) @A ituo.c Ldnh clgo Phdng
kv);
- VAn ban tham dinh cua co quan

li6n quan;
- H6 so crla ban

(3) N soklr6ng iti
vin b6n tri h

kiQn gi6i
Kf duyQt d so cho ban sring lfp

qug @au rd l!,do tn ch6t gldi quyiit);
chrlc chuy6n m6nChuy6n h6 so d5n c6ng

Phdng NQi ve @u6c 9).

Bu6c 9 Hoan
thiQn hA
so trinh

C6ng chtlc
chuyGn m6n

Phdng NOi vu

ntffihd;td,tdtekte" giai quyiit:
.Ivao so vaPh6i Vin thu tt6ng

dAu/W
hqp voi
sti d5i v6i Ven ban tinh Chri tich

- Ven ban tinh Cht tich UBND
huyQn c6p gi6y ph6p thanh lip
va oleu r9

1,0 ngiy
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Don vi
thuc hiOn

Bufc
thuc hi0n

TGn bufc
thuc hiOn

Tr6ch nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qun ThM gian

Chri tich
UBND
huyQn

UBND huyQn cAp CrAy phep thanh lQp vd
c6ng nh{n tliAu lQ qr};
- Chuy€n h6 so d6n Vln phdng HEND vi
UBND huyQn @udc 10).

tiph UBND huyQn c6p giAy
thanh lfp vd c6ng nhAn di
quy;

dro. c vdo s6 vd tl6ng diiu/hi sil-
- Du thio quy6t ai*r cria Chrl

phdp
eu tQ

- VAn ban thArn dinh cua co quan
li6n quan;
- Hd so cia ban sring l6p qug.

(2) Npu h6 so chta clir di6u kiQn giei quy6t:
-.Ph6i hqp.v6i VIn thu vio s6 vi d6ng
d6u/ci s6 d5i vdi ven ban dd nehi b6 sung,
hoan thi€n h6 so;
- Chuy6n hO so d6n cdng chrlc mQt crla
Phdng NQi vp @u6c 1);
- Sau kfii ti6p nhdn h6 so bti sung tir c6 nhAn,
t6 chr?c, c6ng chfc mQt cta Phdng Ngi vU
chuy6n hd so d6n c6ng chrlc chuy€n m6n
Phdng NQi vu a6 ti6p tqc giAi quy6t theo quy
dinh.

- Ven ban <td nghi b6 sung, hoan
thiQn h6 so (dd Aryc vdo sii vd
d,fins diiu/W s6.

p) N6u h6 so kh6ng thi di6u kiQn gi6i quyi5t:
- Ph6i hqp vdi Vdn thu vdo sd vd tl6ng
AIuAc, s5 d6i vdi th6ng b6o ttr chtii giai quy6t
h6 so;
- Chuydn h6 so d6n c6ng chrlc mQt crla
Phdng NOi vu (Budc 15).

- Th6ng b6o tr: chtii giai quy6i
h6 so (dA dro. c vdo sii vd d6ng
ai*i sO;
- H6 so cria ban sing l{p qu}.

Vdn phdng
IDND vi

T]BND
huyQn, Chi
tich LIBND

Bu6c 10 I rep
nhan ho
so trinh
Cht tich
I]BND

C6ng chr?c

tluo. c phdn
c6ng tiiip nhfn
hd so cria Vdn
phdng IDND

- Tiep nhfn,.ki€m tra h6 so;
- Chuy6n h6 so d&r c6ng chric chuy6n mdn
tlugc ph6n c6ng thAm tra hd so cria Vtrn
phdng IDND va UBND huyQn @u6c 1l).

- $6 so trinh cua Phdng NQi v1r,
g6m:
+ Ven ban ttnh Chi tich IIBND
huyQn c6p gi6y ph6p thanh gp

i^ r.t ,^
va cong nnen oleu lg quyl

1,0 ngiy



lll
Dol d

thuc hiGn
Bur6tc

thuc hiOn
TOn bufc
thuc hiOn

Tr6ch nhiQm
thuc hiOn

NQi dung c6ng viQc thqc hiQn Bi6u miu, k5t qui Thli gian

huy-6n huy0n viUBND
huyQn

+ DU thio
tich UBND
thanh l$p v

q tlinh cua Chu
huyQn
i c6ng

c6p giSy phdp
nh0n di€u lQ

qur;
+ Ven ban thAm <linh cria co
quan li0n quan;
+ H6 so cria ban

8,0 ngdyBu6c 11 rnam
tra,

tham
mtru

ciei .
quyOt hO

s0

C6ng chtlc
chuy€n m6n
duo. c phdn

c6ng thAm tra
h6 so cua Vin
phdng IDND

viUBND
huy-6.n

(l) vdi so trinh cria Phdng

NOi vu:
- 86o c6o, dA xrl6t xdt duyQt h6 so tinh cria

Phdng NOi vU;

- Chuy6n h6 so trinh d6n LAnh d4o Vdn
phdng IDND vi UBND huy-6n x6t duy-6t

@uoc l2).

so trinh cria Phdng NQi vu,
g6m:
+ Ven ban trinh Chri tich UBND
huyQn c6p gr6y. ph6p thanh BP
vi c6ng nh6n tli6u l€ qu9;
+ Du theo quy€t di+ + Chi
tlch UBND huyQn cdP giaY phdP

thanh 14p vi c6ng nh0n di€u lQ

quy;
+ Vdn ban tWi'm itinh cria co
quan li€n quan;
+ H6 so cira ban sreng 14p qgl.
- Ven bam b6o c6o, d6 xudt giai

so trinh cria Phdng NQi v9,
g6m:
+ VAn ban trinh Cht tich UBND
huyQn c6p gi6y. ph'5p thenh hP
vd c6ng nhfln di€u l€ qu};
+ Ven ban thAm <linh cua co
qual
+Ho

1Ien quan;
so cua ban sdne.lan 9uY..

t16 xuit thdmban b60Ven
b6s

cao
h6 so ttr chtii

(2) kh6ng v6i so tinh cria

Phdns N6i w:
- B6o-c6o, Ab xu6t tra hO so dA nghi Phdng

NOi vq thAm dinh I+r, b6 sung hd so hoac ttr
ch6i;
- Chuy6n h6 so tinh d6n LAnh dao Vin
phbng IDND vi UBND huyQn x6t duyQt

@udc l2).
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Don vi

thuc hiGn
Budc

thrrc hiOn
TGn budc
thuc hi0n

Tnlch nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thdri gian

$ar quyer.
Budc 12 x6t

duyQt h6
so

Lanh d4o VAn
phdng IDND

vdUBND
huy-€n

(l) N6u th6ng nh6t vOi hd so tinh cria mong
NQi vu:
- Xdt duyQt b6o c6o, Ad x#t tci duyQt h6 so
trinh cua PhdngNQi vg;
- Chuy6n h6 so trinh d6n Lanh d4o UBND
huyQn @uoc l3).

-H6
g6m

so trinh cua Phdng Noi vU,

+ Ven ban finh Chri tich LJBND
huyQn c6p gi6y. phdp ttranh lfp
vd c6ng nh{n tliQu lQ qu};
+ Dg thio quyet dinh cua Chri
tich UBND huyQn c6p gi6y phdp
thenh lfp vd c6ng nhfln didu l€
quy;
+ Vln ben thAm dinh cua co
quan li€n quan;
+ HO so cria ban s6ng lflp qu!.
- Vin ben b6o c6o, CA xu6t giai
quy€t.

2,0 ngiry

(2) N6u kh6ng thiing ntr6t vOi tr6 so trinfr cua
PhdngNQi 4r:
- X6t duyQt b6o c6o, dA xu6t tra h6 so dE nghi
Phdng NQi w thAm dinh lar, b6 sung hd so
hodc tir ch6i;
- Chuy6n h6 so tinh d5n Lenh dao UBND
huyQn @uoc 13).

- $6 so trinh cua PhOng N6j vU,
g6m:
+ Ven ban trinh Chi tfch {JBND
huyQn cdp gr6y. ph6p thanh lQp
vi c6ng nhfn <li6u lQ qu!;
+ VAn ban thAm dinh cta co
quan li6n quan;
+ H6 so cria ban s6ng lfp qu!.
- VAn ben b6o c6o, dE xu6t thAm
dinh lai, b6 sung hO sq tir ch6i
girni quv6t.

Budc 13 Ki,
duyQt hd

so

LEnh dao
UBND huyQn

(1) N6u th6ng nhAt vdi h6 so tinh cria Pl6ng
NQi vrr:
- Kf ban hnnh quyiit <linh c6p gi6y phdp
thanh l{p vi c6ng nhfn didu lQ qu};

- Quy6t dinh clia Chri tich
UBND huyQn c6p gi6y phdp
thenh $p vi c6ng nhfn <li6u lQ
q8 @d dtgc Ldnh dqo UBND

2,5ngdy
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Don vi
thuc hiOn

Budc 6n bufc Trich nhiQm
th th

Budc 14 VdLo thu
d9ne
dau/$
so va lra
k6t qua
giii
quy6tnd
so

huyQn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qufl

qua gini Vdn thu huyQn bi,);
- Hii so trinh criaUBND 14

(2) N kh6ng voi so tinh cta - V[n ban cua Chri tich UBND
huyQn hh6ng c6p gi6Y PhdP
thnnh hp vi kh6ng c6ng nhin
di6u lQ qui (dd ifit.oc Ldnh dqo
UBND huyQn h!);
- Ven ban crla Chri tich UBND
huy-€n vd viQc y6u cAu tlAm alnn
lai, b6 sung hd so (dd fuo. c Ldnh
dqo UBND huyQn bj,);

Phdng NOi vu:
- Ky bu" hinh vEn bAn ltr6ng c{p gi6y phdp

thanh l0p vi ltr6ng c6ng nh0n didu lQ qu9;
- Chuydn k6t qua giei quy6t d6n V[n thu
UBND huyQn @uoc l4).

- Hd so trinh crla N
tre quri giAi bam ffi tlinh cua Chi tich 1,0 ngdy

so dtin B0 ph$n MQt crla c6p huyQn (c6ng

chrlc mQt crla cta Phdng NQi vu) (Bu6c l5).

- Ven ban cua Chri tich UBND
huyQn vA viQc kh6ng ciip giiiY

phdp thtnh l{p vd kh6ng c6ng,

nh6n tli6u lf'Wi (dd &roc vdo s6

vd ddng ddu/W s6);

Ven ban cria Chti tich UBND
lerl
s6

b6
va

(1) qu.i h phdp 1,0 ngiy
va c6ng nhAn r9 qu!/vln ban

.l
gray phdp thenh Ep va kh6ng c6ng

B0 phdn
MOt cta

cap nuye. n

Bu6c 15 Ilep.
nhan kCt
que.eni
quy6t/h6

C6ng chr?c

mQt crla cta
Phdng NOi w
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Don v! Bufc
th h

TGn bur5tc

thuc hi6n
Trich nhiQm

thuc hi6n
NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thdi gian

s0 nh6n, tra vi hqp quA giAi - VAn
huy-€n
thanh
(ueu le

bAn cua
kh6ng

Chrl tich UBND
no c6p gi6y phdp

c6ng nhflnqua gini quy6t di5n budc ti kt5t $p vn kh6ng
quy;quA (Budc 16).

H6 trinh criaso
(2) N qui li vln bin

hA so:
nchi dinh - Ven ban cua Chri tich UBND

huyQn v€ viQc y6u cAu tfrAm ai*r
hi, b6 sung h6 so;
- H6 so trinh cua Phdng NQi vs.

viln bin crla Chri tich UBND tinh
cAu thAm Ai*r fui, b6 sung h6 so;

vdn bAn d6n c6ng chric chuyEn m6n
2) ti6p tUc tham mrruPhdng NOi vu (Buoc

theo
C6ng chrlc

m6J crla cia
PhdngNQi qr

VAo theo d6i nhAn dinh crla Chri tichso;
Kf s6 hd so, kiit t- . , Iqua gn1 quyer va cnuyen UBND huyQn cdp gray phdp

thdnh lflp vi c6ng nhfln ili6u l0
quy;

vdo kho luutriltheo quy dinh;
- Chuy6n t6t qua giei quy6t, td
chric chuy€n m6n Phdng NQi vU

so oen cong
d6 ltru theo Vln ban cua Cht tich IJBND

quy dinh;
- K6t thric quy trinh (sau ltri trA kiit qua).

huy-€n vA viQc kh6ng cdp gi6y
phdp
<tiAu

thinh Ifp vn cong nhAn
lQ qu9;

tu ch6i giai quytit

Buoc 16 I ra Ket
qua gidi
quv6t h6

so

Hi5 so duo. c luu tai Phdng NQi vu theo quy ttinh hiQn hnnh, g6m c6:
-H6soda ti6p nhfn cria ban s6ng lflp qul;
-Hdsq tAi liQu sinh trong qu6 trinh gini quy6t;
- r6t

2. Thfr tgc c6ng nh$n qui tlrfi ili6u kiQn ho4t ttQng vA cOng nhfn thinh vi6n HQi rl6ng quin If qui; c6ng nhgn thay d6i, b6 sung
thinh viGn HQi il6ng quAn lf qui

- ME TTTIC: 1.013025
- C6 02 quy trinh gi6i quyiit.
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2.1. Quy trinh gini quy6t thf, tgc c6ng nh6n qui ilt ilidu kiQn ho1t ilQug vi c6ng nh$n thinh vi6n HQi ildng quin $ qui; cdng

nhin thayd6i, b6 sung thinh viGn HQi d6ng quin If qu! (trudmg hgp c6ng nh$n qui alft tli6u kiQn hoqt ilQng vi c6ng nh$n thinh
vi6n IIOi tl6ne quin If quf)

- ME quy
- Thti

trinh:1.013025-Ol
60 Bm kA tir <tri h6 so

Thdri gianBi6u miu, k6t qui

nhan so vi he. n hi
m6u sti ot;

quy.
theo
cta

thi€n
y€u

theo mauno so
sung, hoan
s6 02.

NQi dung c6ng viQc thgc hiQn

- Ki6m tra, srt dung dt li€u cdn cudc c6ng
dAn dr5 ki6m tra th6ng tin ngud nQp hO so;
- Cdp nhit th6ng tin c6 nhAn, t6 chr?c vio
PhAnm6m;
- TiCp nhfn, in vd grti Gi6y ti6p nhfn hd so vn
he.n tA k6t quA;

- Qu6t (scan), t<y s6 Aanrr ptan t6 so;
- Chuy6n hd so <ltin c6ng chrlc chuy€n m6n
Phdng NQi vrl @u6c 2).

(1) ttu vi hsp lQ:so

l4 N6 trilso chua <tAy dri ho{c chua hqp lQ:
j ftr$g a6n, in va grli c6 nhdru t6 chric PhiiSu

y6u cdu b6 sung, hoan thiQn h6 so;
- K6t thfc quy tuinh.

0,5 ngiy

- Phi6u tu chtii ti6p nh{n giai
quy6t hd so theo m6u sti 03.

Don vi

B0 phdn
MQt cta

c6p huyQn

Bur6tc

Bu6c 1

th
TGn b
th

Tnlch nhiQm
rh

nhAn
h6 so

C6ng chrlc
mQt crta

PhdngNOi vu

ti6p

- K6t thric quy tinh.
3,0 ngiy- DU thio ven ban gli

co quan li6n quan;
--!- HO SO cua quy.

tTham
muu

vln bin

C6ng chric
chuy6n m6n

Phdng NQi vr,r

Bubc2 - Tham muu vtrn b6n gui h6 so lAy f ki6n co
quan li6n quan;
- ChuyiSn h6 so trinh den Lanh d4o Phdng

NQi vu @u6c 3).

2,0neiLy- Ven ban co

Ph6ng NQi

w

Bu6c 3 KV LEnh dao - Ki6m tua h6 sotrinh;



ll6
Eon v!

thuc hiOn
Bufc

thuc hi6n
TGn bmfc
thuc hi6n

Trich nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hiQn Bi6u m6u, k6t qui Thli gian

Co quan
dugc giri
,t ., .t
lay y Klen

Budc 4

duyQt h6
so gui
lay y
klen

li€n quan;
- Chuy6n hd so d6n c6ng chrtc chuy6n m6n

Phdng NOi vu - Kf duyQt vln bin gfii

udc 4

v co quan 1i6n quan (dti duo. c Lttnh dqo
Phong W);
- HO so cfia qu!.

Gui ho
sodyf

kitin

C6ng chuc
chuy6n m6n

Phdng NOi w
qco urul

51i€n

hqp vdi VIn thu vao
d6u d6 v6i v[n ben grl}i 6y fI
li€n quan;
- cti h6 so d6n co

- VAn ban gti l6y f ki6n co guan
li6n quan (dd dtto.c vdo s6 vd
d,ins diiu/bi sii);
- Hd so crla qu}.

1,0 ngdy

14,0Budc 5 dinh socYii.
ki6n vC

Phdng

Co quan duo. c

eui I6y f ki6n duo. c
vdi nQi dung

@udc 6).
N

cui vtrn ben d6n Phdng NQi vp

. t .a It.- Vdn ban f ki€n tl6i voi nQi
dung dugc dA nghi(7,d dtgc vdo
s6 vd lcj, s6);
- H6 so <tinh k0m (ntiu c6\.

Phdng NQi
vu

Bu6c 6 r rep
nhan

vdn bAn

s6p V

C6ng chrlc
m$t crla

PhdngNOi qr
gui ki6n;

nhSn vln ban g6p y ttr co quan dugc Ven tlinh cta co quan 1,0 ngdybAn

hd so tiSn c6ng chric chuy6n m6n
li€n quan;
- H6 so <Ilnh kOm @6u c6).

u6c
Bu6c 7 r ong

hgp,
thAm

dinh hd
so

C6ng chrfu
chuy6n m6n

Phdng NOi vu

(l) N6u h6 so <hi <li6u kiQn gi6i quy6t:
- Tham muu vln ban hinh Cht tich IJBND
huyQn c6ng nhfln qu} <hi diAu kiQn hoat <tQng

vd c6ng nhAn thenh vi6n HQi d6ng quan $
qty (din! kim d1r thdo quyiit dinh);
- Chuyen h6 so trinh <l€n Ldnh ct4o Phdng
NQi vu @uoc 8).

- DU th6o vin ban trinh Chri tich
UBND huyQn c6ng nhfn qu! ihi
diAu kiQn hoet dQng vi c6ng
nhfln thanh vi6n HQi d6ng quin
lj qul;
- DU thAo quy6t C6h cua Chi
tich UBND huyQn c6ng nhfn ban
v6n dOng thanh l0p hOi;
- Ven ben thArn tlinh cua co quan
li0n, quan;
- H6 so cta

20,0 ngdy

(2) N6u h6 so chua dt di6u kiQn giai quy6t:
- Tham muu vdn ban rtd nghi qui b6 sung,
hodn thi€.n h6 so:

- DU thio v6n ban <td nghi M
sung, hoAn thiQn hd so;
- VAn ban thAm dinh cua co quan
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Don vi
thuc hiOn

Budc
thuc hiOn

TGn budc
thuc hi0n

Tnfich nhiQm
thuc hi6n

NQi dung cdng viQc thgc hiQn Bi6u miu, k6t qui

li€n quan;
- Hti so crla

- DB thAo th6ng b6o ttr gini
quy6t trd so;.
- Ven ban them tfnh cua co quan

li6n quan;
- H6 so cua

fhiri giar

Bu6c 8 Ki
duyQt hd

so

(1) N6 h6 so dt rliAu kiQn giii quy6t:
- Kf duyQt vdn ban tinh.Cht tich UBND
huyQn c6ng nhan qu! ttu di6u kiQn hoat dong
vi c6ng nhan thanh vi6n HQi ddng qurim ti
qti (dinh kdm d,t thdo quy1t dinh);
- Chuy6n hd so dtin c6ng chrlc chuy6n m6n
Phdng NOi vp (Buoc 9).

Lanh <l4o

Phdng NOi vu
- VEn ban trinh Chti tich UBND
huyQn c6ng nhan quY <It tti6u
kiQn hoat clOng vA c6ng nh{n
thanh vi6n HQi <t6ng qu,iLn lf qu!
(dd tuqc Ldnh dqo Phdnq bh;
- Du thio quy6t dinh cta Cht
tich UBND huyQn c6ng nhfn
qui thi <IiAu kiQn hoat tlQng.vd
c^Ong nh{n thinh vi€n HQi d6ng
quan lf qu!;.
- VAn ben tham dinh cua co quan

1i0n quan;
- H6 so cua

2,0ngiry

?tN6 h6 so chua drl ili6u kiQn gidi quy6t:

- KY duyet vin ban dA nehi qui b6 sung,

hoan thiQn h6 so;
- Chuy6n h6 so d5n cdng chr?c chuy€n m6n
Phdng NOi vu (Buoc 9).

- Ven ban nghi sung, hoi,n
thien hd so (tld ctuqc Ldnh deo

Phdng bD;
- Vdn ban thdm dinh cua co quan

li€n quan;
- H6 so crla
- Th6ng b6o tir g1al

h6 so (da &rqc Ldnh dqo Phdng

w);
- Ven ban them cria co

glal quyer:
q,$ (nAu rd

mon
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Dom vi

thuc hiOn
Budc

th
TOn burfc
thuc hi6n

Tnich nhiQm
thuc hi6n

NQi dung cdng viQc thgc hiQn Bi6u miu, k6t qui Ihli gian

C6ng chuc
chuy6n m6n

PhdngNQi vu

Phdng NOi vu (Buoc 9). li&r.quan;
- H6 so cria quV.

1,0 ngdyBuoc 9 Hoan
thign h6
so trinh
Chri tich
UBND
huyQn

(1) N6u h6 so drl <ti6u kiQn giai quy6t:
- Ph6i hqp vdi Vdn thu vio si5 vi d6ng
dAu/ry sO C6i vOi Van ban trinh Chrl tich
UBND huy-€n c6ng nhfn qu! dri didu kiQn
hoat ttQng vi c6ng nhAn thanh vi6n HQi <l6ng
quan ryqufl.
- Chuy6n h6 ss d6n Ven phdng IDND vd
IJBND huy-€n @udc l0).

- Ven ban trinh Cht tich UBND
huyQn c6ng nhfln qui dir didu
kiQn hoqt dQng vi c6ng nhQn
thdnh vi€n HQi tl6ng quan g qu!
(dg d"qc vdo sd vd ddng diiu/W
s6);
- Du thio quyiit a6h cua Cht
tich UBND huyQn c6ng nh{n
qu! rfii di6u kiQn hoet dQng vi
c6ng nhfn thinh vi6n HQi d6ng
quin Ij qu!;
- Ven ben thArn <tinh cria co quan
li6n, quan;
- H6 so cria qu9.

(2) N6u h6 so chua ttri didu kiQn giai quy6t:
-.fh5i hqp.voi Ven thu veo s6 ve d6ng
d6u&y s6 doi voi ven ben dA nghi b6 sung,
hoan thi-6n h6 so;
- Chuy6n h6 so dtin c6ng chtc mQt cta
Phdng NQi vu (Buoc 1);
- Sau khi ti€p nhAn hd so b6 sung tt c6 nhAn,
t6 chric, c6ng chrlc m6J cta Phdng NQi vg
chuy6n hd so d6n c6ng chrtu chuy€n m6n
Phdng NQi vu tt6 ti6p trlc gi6i quy6t theo quy
dinh.

- Ven ben d6 nghi b6 sung, hoin
ftie.n hO so (itd cfuqc vao sii vd
ddng diiu/hjt sii).

(3) N6u h6 so kh6ng dri <li6u kiQn giii quy6t:
- .Ph6i hqp. voi VEn thu vio sti vd <l6ng
d6u/sf si5 <lt5i v6i ttr6ne b6o ttr ch5i eiai quytit

- Ih6rrg b6o tu ch6i giii quy6t
h6 so (dd droc vdo s6 vd d6ng
aihttbi sii\;
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Don vi
thuc hiOn

Bur5,c

thuc hi0n
TGn bufc
thuc hiOn

Trich nhiQm
thuc hiGn

NQi dung c6ng viQc thgc hiQn Bi6u mAu, k5t qui fhli giar

nhan no
so trinh
Chri tich
UBND
huyQn

so: so cta quY.

- Chuy6n hd so ttiSn c6ng chrlc mQt crla
N 1

C6ng chtlc nhAn, tra so trinh cua Phdng NQi vp, 1,0 ngiyso;
<lugc
c6ng
nhan

phen
ti6p

hd so

chuy6n m6n
so cria Vdn

g6m:
+ V[n
huyQn

clugc
phdng HDND viUBND huyQn @u6c t l).

ban trinh Chri tich UBND
c6ng nhfn qu! dt didu

cia Ven
phdng
IDND vd
UBND
huy€n

kiQn hoat
thinh vi€n

d0ng vi c6ng nhfn
d6ng quin IH0i

quy;
+ DU thAo quyet dinh cua Chri

tich IIBND huyQn c6ng nhfn
qu! dri diAu kiOn hoat tlQng.vi
c-6ng nhdn thinh vi6n HQi d6ng
quan lf qu!;
+ Ven ban thim tlinh cua co
quarl
+H6

li€n quan;
so cua

Vnn phdng
IDND vi
T]BND
huyQn, Chir
tich UBND
huyQn

Bu6c 10

Buda 11 I nam
ta,

tham
mtnr
clei .

quy6t h6
so

C6ng chuc (l) vol so tinh cua Phdng
chuy€n m6n
dugc phdn

c6ng thAm tra

NOi vu:
- 86o c6o, ttA xult xdt duyQt h6 so trinh cta
Phdng NOi vu;
- Chuy6n h6 so trinh <l6n L6nh d+o Vdnsd cua

phdng IDND
viUBND

huyQn

phdng HDND vi IIBND huyQn xdt duYQt

@u6c l2).

so trinh cua Phdng NQi vU,

g6m:
+ Ven ban trinh Chi tich IJBND
huyQn c6ng nh0n qul <fii <li6u

ki€n hoat tl0ng vi c6ng nhfn
thdnh vi6n HQi d6ng quan l,
quy;
+ DU theo quy€t dinh cua Cht
tich UBND huyQn c6ng nhfln
qui thi di€u kiQn hoat <tQng.vd

c-6ng nhdn thdnh vi€n HQi tt6ng
quan lf qu!;
+ Vln ban thdm cta co

8,0 ngdy
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Do:r vi
thuc hi0n

Bufc
ill

TGn bu0c
thuc hiOn

Trdch nhiQm
thuc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qun Thdi gian

Ldnh dao Vdn
phdng HDND

vdUBND
huyQn

quan li€n quan;
+ H6 so crla qu!.
- Ven b6n b6o c6o, de xu6t gini
quy6t.

(2) N6u khdng th6ng nhet voi h6 so tlnh crla
Phdng NOi vp:
- B6o c6o, CA xu6t m h6 so dA nghi Phdng
NQi w thAm dinh lai, b6 sung hd so ho{c ttr
cnol;
- Chuy6n h6 so trinh d6n Lanh dao Vnn
phdng HDND vi UBND huyQn x6t duyQt
(Buoc 12).

- $6 so trinh cia Phdng NQi vU,
g6m:
+ VAn ban trinh Chri dch UBND
huyQn c6ng nhfn qui <hi diAu
ki€n hoat tlQng vd c6ng nhfn
thdnh vi€n Hgi d6ng quan tj
quy;
+ VAn ban thAm dinh cua co
quan li€n quan;
+ H6 so cta qu!.
- Ven ban b6o c6o, dA xu6t th6m
dinh l+r, b6 sung hd sq tu ch5i
eiei quyist.

Buoc 12 x6t
duyQt h6

so

(1) NOu th6ng nhit v6i h6 so hinh cna Phdng
NOi vu:
- Xdt duyQt b6o c6o, aE xuAt hy duyQt hO so
tinh cua Phdng NOi vu;
- Chuy6n h6 so tinh d6n Lanh dao IIBND
huyQn @uda 13).

- $6 so trinh crla Phdng NQi vg
g6m:
+ Vdn ban tinh Chri tich IIBND
huy-6n c6ng nhfln qui dri <tiAu

kiQn hoat d$ng vr{ c6ng nhfn
thdnh viOn HQi <l6ng quen ly
quy;
+ DU thio quy5t dintr cua Chri
tich UB\D huyQn c6ng nhfn
qui <hi tli6u kiQn ho4t ilQng vi
c6ng nhfn thanh vi6n HQi ddng
quan lF qu};
+ VAn ban thAm dinh cria co
quan li€n quan;

2,0 ngdy



t2l
Dmvi

th
Budc

thu. c hiOn
6n budc Tr{ch nhiQm

NQi dung c6ng viQc thgc hi$n Bi6u miu, k6t qui
th th

+ so cria quy
Van ban b6o c6o, da xuAt glat

(2) N kh6ng voi so kinh cua so trinh cua Phdng NQl vu,

Phdns N6i vu:
- xdtiuyet b6o cfuo,ad xu6t tra m so itA nghi
phOng NOi w thAm <tinh lai, b6 sung hO so
hodc ttr ch6i;
- Chuy6n h6 so trinh d6n Lanh dao UBND

gdm
+ VAn b6n trinh Chti tich UBND
huy-6n c6ng nhan quy &i didu
kiQn ho4t d0ng va cOng nhan
thenh vi6n H0i d6ng quan tt

huy-6n @udc l3). quy;
+ VEn ban thiim dinh cua co
quan li6n quan;
+ H6 so cta qu!.
- V[n ban be; tao, AA xu6t ttrA-
dinh lai, bi5 sung h6 so, ttr chtii

K), LAnh tl4o ( 1) vdi so tinh cua Phdng dinh cua cht tich

duyQt no I]BND huyQn N0i vu: UBND huyQn cdng nhan quy dri

so - K),
didu

ban henh quy6t dinh c6ng nh6n quy dri didu kiQn ho4t <lQng vi
HQi ddng

c6ng

ki€n hoat <l0ng va c6ng nhAn thenh vlen nhan thanh vlen quan

tlQr oong
- Chuy6n

quin
k6t

ry quy; tt quy @a tlwc Ldnh dqo

qua glar quyiit den VAn thu UBND huy€n w)
H6 trinh cuaI.]BND u6c I4 so

Q) kfi6ng vdi so tinh cria Ven ban cua cht tich UBND

Phdng N0i w: huyQn kh6ng c6ng nhfn qui dt
diAu ki€n hoat d0ng, thanh vi€n- Kj ban hdnh vin bin kh6ng

dri didu ki€n hoat ilOng, thinh
c6ng nhfn gu!

HOi tl6ne d6ng (dd ifuo.cvi6n H0i quan ri quy

quan $gu!;.
- Chuy6n k6t

Ltinh dqo UBND huy€n til;
que g1al ban chi tich IJB

IUBND udc
quv& ddn Ven thu Vin

ve
cua

cAu thAm
ND

Ihdri giar

2,5 ngiryBu6c 13
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Don vi
thuc hi6n

Budc
thuc hiOn

TGn buritc Trdch nhi6m
th th NQi dung c6ng viQc thgc hiQn Bi6u miu, kiit qui Thli gian

I?i,
dso

sung so (clti cfuqc LAnh
UBND huyAn W):

H6 so trlnh cua
Budc 14 Vio Vinthu

UBND huyQn46ne
dau/k

s6 vd trA
kilt qui

ciei .
quy€t/tr6

so

tre qui gidi ban tre ttinh cua Chrl tich
so B0 phfln MOt crla c6p huyQn (c6ng UBND huyQn cOng nhfln qu! dri

tti€u kiQn ho4t dQng vi c6ng
nh$n thenh vi6n HQi d6ng quin
1!.ry| @Q drqc vdo sii vd ddng
aiws6;
- V[n ben cua Chri tich UBND
huyQn v6 viQc ktr6ng cOng nhfn
qui dri <Ii6u kiQn ho4t rlQng,
thinh vi€n HQi d6ng quen ry qu!
(dd duqc vdo sii vd d6ng diiu/bi
sd);
- VAn ban cta Chri tfch UBND

chtc mQt crla cta Phdng Ngi 4r) (Bu6c l5).

lci,
so

oo
ya

1,0 ngdy

B0 phdn
MQt cta
t.

cap nuyQn

Bu6c 15 C6ng chrlc
mQt crla cria

PhdneNOi w
nhan
quigiAi
quy0t/tr6

so

(1) N6u k6t qua ld quy6t Cintr c6ng nhfn qu!
dri diBu kiQn ho4t dQng vi c6ng nhgn thanh
vi6n HQi <I6ng quan I qu/vAn bAn kfi6ng
c6ng nhfn qu! dri di6u kiQn hogt dQng, thanh
vi€n HQi d6ng quin l1i qu!:
- Tiep nhan, ki6m m vi t6ng hgp k6t qun giAi
quy6t h6 so;
- Chuy6n t6t qua giA quy6t dtin budc tA k6t
quA (Bu6c 16).

Quy6t <linh cta Cht tich
UpND huy-6n c6ng nhfln qu! dri
<Ii6u ki€n ho4t tl6.ng vi c6ng
nhan thdnh vi6n HQi ddng quan
lj qul;
- Ven ban cua Chri tich IJBND
huyQn khdn8 c6ng nhfln qu! till
<li€u kiQn ho4t tlQng, thanh vi6n
HQi tt6ng quin $ qu!;
- H6 so tinh cta Phdng NOi vu.

1,0 ngAy
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Bi6u mdu, k5t quiNQi dung c6ng viQc thgc hiQnTGn
th

Tr6ch nhiQm
th

Dorrd
rh

Budc
th

- Ven ban cta Cht tich
huyQl vA viQc.y€u cAu *rAm Ainfi
lai, b6 sung h6 so;
- H6 so tinh cua Phdng NQi vP.

UBNDdinh

tinh
sc[
m6n
mlru

c6ng chrlc chuydn
2) ti6p tgc tham

theo

nchiqua ld
h6 so:

tfch
lar,

N0i

van ben

UBNDchtcrlabdnvIn
b6 nothimcdu dinh sung

banvin oenChuy6n
vu (BuocPhdng

rlinh cua Chri dch
UBND huyQn c6ng nhfln qu! dtl
didu kiOn hoat d0ng vd c6ng

nhfu thenh vi6n FIQi <I6ng quan

lj qu9;
- VAn ban cua Chrl tich UBND
huyQn vA viQc kfr6ng c6ng nhfn
qui dt di€u kiQn hoat ttQng,

thinh vi6n HOi d6ng quan $

glar
quy

. t.
chortr} quyi5t

N

qud gi6i
quy6t tro

sd

TrA C6ng chrlc
mQt crla cria

Phdng NOi w vdo khg luu-trfttheo quy <lryh;
- Chuy6n k6t qun giei quy6t, trd so-ttiSn c6ng
chrlc chuy6n mOn fnOog NOi vu d6 luu theo
quy <linh;
--f6t m,t quy trlnh (sau khi tra k& qua).

- Vio
- K), chuy6ngini

d6itheo nhan
vAh6sii t<6tso, qua

Budc 16

- H6 so de ti6p nh{n cria qui;
- Hd sq tai liiu ph6t sinh trong qu6 trinh gi6i quy6t;

co:so dugc luu tai Phdng NOi vu theo quy dinh hiQn hanl;

- Ket

2.2. etry trinh giii quy6t tnt tgc cdng nhgn qui tlrn dilu kiQn hog ilQng vi c6ng nh$n thimh vionllQi d6.ng g3:.rI qu!; cdng

nhgn thay d6i, b6 sung thinh vi6n HQi ddng quin g quf (trudmg hgp c6ng nh$n thay ddi, bO sung thinh vien ttQt oong quan ry

quy)
- Md quy trinh: 1.013025-02
- Thdi 60 hm kA fir &l hd so

Bi6u m6u, k6t quiTn{ch nhiQm
thuc hi€n

NQi dung c6ng viQc thgc hi$nDon vi
thuc hiOn

Budc
th

a::L:::--:--:-
TGn bufc
thuc hiGn
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Don v!
thuc hiOn

Bur5,c

thuc hi€n
TGn budc
thuc hiGn

Trdch nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t quA Thdi giar

B0 ph&
MOt cta

cdp huy-€n

Buoc 1 I lep
nhan
h6 so

COng chlrc
mQt crla

Phdng NOi vu

( so dri vi hqp lg:
dt liQu cln cu6c

nhfln so vi he. n tri
0l;ta, st dung c6ng theo m6u

cta qu!.
so

aan e6 u6m
- Cip nh6t
Phdn m6m;

ta th6ng tin nguoi
th6ng tin c6 nhin,"oPt0

no so;
chr?c vao

- Ti6p nhia in vi grli Gi6y tiSp nh{n h6 so vi
he.n te ket qua;
- Quet (scan), tci; sti ma*r pnan m so;
- ChuyiSn h6 so ddn c6ng chrlc chuy6n m6n

a

0,5 ngdy

(2) N6u h6 so chua ilAy till ho{c chua hqp lQ:

- Huong d6n, in vi gui cd nhfln, t6 chrlc Phi6u
y6u.cAu b6 sung, hoan thiQn h6 so;
- K€t thric quy toinh.

- Phi6u y6u cAu b6 sung, hodn
ftien hO so theo mdu sii 02.

(3) N6u h6 so kh6ng ctring quy tlinh:
- Tir ch6i ti6p nh{n hd so (n€u 16 lf do);.
- In vi grti .6 ++,t6 chrlc Phi6u ttr ctriSi titip
nhin gi6i quyCt h6 so;
- K6t thrlc quy trlnh.

- Phi6u tu ch6i tiiip nhfn gini
quy6t trO so theo miu si5 03.

Phdng N$i
vu

Bubc2 Tham
mtru

vdn ban
gu lay
f ki6n

C6ng chrlc
chuy6n m6n

Phdng NOi vu

- Tham muu vdn bin gti !, - DU th6o vIn b4n gui
co quan 1i6n quan;
- HO so cta qu!.

vso co
quan li6n quan;
- Chuy6n h6 so trinh <t6n Lanh <l4o Phdng
NQi vu @udc 3).

tra so trinh; Vdn bdn gfti co quan
dqoKj duyQt viin ban gti 6y f kii5n co quan li6n quan (dd dtqc Ldnh

Phdng h!);
- H6 so cua qu!.

li6n quan;
- Chuy6n hd so ttiin c6ng chrlc chuy€n m6n

4N

3,0 ngiy

2,0ngdyBu6c 3 K), .
duyQt h6

igcytav v
ki6n

LAnh dao
PhdngNQi 4r
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Don vi
th

Bur6,c

thuc hiOn
TGn bufc
thuc hi0n

Tr6ch nhiQm
thrrc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u mAu, k6t qui Thli gian

1,0 ngdyVen ban gui 9
li6n
il6ng
-H6

quan (dd, ifuqc
dru/bj' s6);

so cua
Ven bam J

de
v6i nQi 14,0

dung,(.
so va

dugc
ky tii);

Hd so dinh kdm neu

Bu6c 4 cri h6
sodyj

ki6n

C6ng chtic
chuy6n m6n

PhdngNQi vu

Co quan duo. c
,. ,r , I .r,

$n lay y Klen

hqp v6i VEn thu vio lc,
aAu a6i voi vtrn ban grti t5y f kiiin co quan

li€n quan;
- cfi hd so d6n co li6n

vdi nQi dung

(Buoc 6).

dinh so

dugc
- Gui vin ban d6nPhdngNOiw

Co quan
d.uoc erli
Iny f ki€n

Budc 5 GFY.
ki€n vC

Phdng
NOiw

- Ven ban dinh cua co quan

li6n quan;
- H6 so dffi kdm (ndu c6).

1,0 ngiy

,0

Phdng NQi
vu

Bu6c 6 Tiep
nhan

vdn ban
e6p f

C6ng chtc
mQt crla

Phdng NOi w

nhin v6n ban g6p f tir co quan tlugc

$n kiiin;
hd so d6n c6ng chrlc chuy€n m6n

N u6c
- DU thdo vdn ban trinh Cht tich
UBND huy-6n c6ng nhfn thaY

a6i, u6 sung trranrr vien u6i d6ng
quan ry qu! hof,c cdng nhfu HPi
ddng quan tf qu! nhiQm lcj tiCP

theo;
- Du thao quy5t dinh cira Chri

ti.ch UBND huYQn c6ng nhfn
ttray <16i, b6 sung thanh vi6n HQi

<l6ng quan lj qu! ho{c c6ng

nhan HOi d6ng quan li qu!
nhiQm kj ti6p theo;
- Ven ban them dinh cua co quan

li€n quan;
- Hd so cria qu9.

Buoc 7 r ong
hqp,
thAm

dinh h6
so

C6ng chtlc
chuy6n m6n

PhdngNOi vU

(l)N so <hi kiQn giAi
- Tham muu vin ban trinh ChU tich UBND
huyQn c6ng nhfln thay d6i, b6 sung thdnh vi€n
HQi ddng quan $ qui hoflc c6ng nh{n HQi

a6ng qnan iy euy ftiem ki ti6p theo (dinh
kim dvthdo quyAt d!nh);
- Chuy6n h6 so trinh d6n Lanh d4o Phdng
NQi vu @uoc 8).

(2) so chua dt kiQn gini
Tham muu

hoin ho
vdn ban dA nghi qu! sung,
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Don vi
thuc hiOn

Budc
thuc hi€n

TGn buric
thuc hi6n

Tnich nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Ihli gian

Budc 8

- Chuy6n h6 so trinh den LAnh d4o Phdng
NQi vu @u6c 8).

1i6n quan;
- Hd so cria

2,0 ngdy

(3) so khdng thi kiQn siei
Tham muu v6n ban ra h6 so cho qu! (nAu

rd l!, do^ti
- Chuy6n

cniii giat quyiitl;
h6 so trinh it6n Lenh d4o Phdng

- Og ttto th6ng b6o tt
quy6t h6 so;

Ciai

- VEn ban tnArn Ai*r cria co quan
li6n quan;
- H6 so crla

Ki
duyQt hd

so

LAnh d4o
PhdngNQi 4r

(1) N6u hO so <lt di€u kiQn gi6i
- Kj duyQt vdn bin toinh Cht tich UBND
huyQnc6ng nhfln thay d6i, b6 sung thinh vi6n
Hpi <t6ng qunn lf qu! ho[c c6ng nhfu HQi
<l6ng quan $ qui nhiQm kj tilp theo (dinh
kim dy thdo.quyAt dinh);
- Chuy6n h6 so tt€n c6ng chrlc chuy€n m6n
PhdngNQi w @udc 9).

- VAn ben finh Cht tlch UBND
huyQn c6ng nhfn thay d6i, b6
sung thinh vi€n HQi ttdng quan

$ qu! ho{c c6ng nhfln HQi tt6ng
quen ry qu! nhiQm k) ti6p theo
(dd Aryc Ldnh dgo Phdng gi);
- Dg thao quy6t dlnh cua Chri
tich I{BNp huyQn c6ng nh$n
th3f t16i, b6 sung thanh vi6n HQi
d6ng quan lf CuI ho{c c6ng
nhAn HQi .d6ng quan g qu!
nhiQm lci ti6p theo;
- VAn ben tfrAm a6fr cua co quan
li€n quan;
- H6 so cta qu}.

(2) so chua dt kiQn giii
K), duyet ven

thiQn h6 so;
ben dd nghi qu! sung,

hoin
- Chuy6n h6 so d6n c6ng chr?c chuyEn m6n
Phdng NQi vu @uoc 9).

so kh6ng dt ki9n grai(3)
van ban ha no so cho neu ro

Ven ben nchi sung, hodn
Ltuh dqothiQn h6 so

Phone W);
lcta cfirqc

- VAn ben thArn dinh cua co quan
li€n quan;
- Hd so cua
- Th6ng b6o tt ch6i giai quy6-
h6 so (dd &tqc Ldnh ilao Phdns
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Don vi
thrrc hi0n

Bufc
thuc hi6n

TOn budc
thuc hiGn

Trdch nhiQm
thuc hiOn

NQi dung cdng viQc thgc hiQn BiSu miu, k5t qui Thdi gian

C6ng chrlc
chuy6n m6n
Phdne NOi
vu

ti da tb gidi
so

W);
- Ven bAn thAm dinh crla co quanChuy6n h6 oen c6ng chrlc chuy€n m6n

Phdng NOi vu (Bu6c 9). li6n quan;
- H6 so cta
- Vnn ban tinh Cht tich UBND
huyQn c6ng nhfln thay. d6i, b6
sung thdnh vi6n HQi d6ng quan

lj qu! ho[c c6ng nh6n HQi tl6ng
quan ly qu! nhi-Cm kj ti€P theo
(d! Aoc vdo s6 vd Aing dAt/hi
so);
- DU thao quy€t dinh cua Cht
tich UBND huyQn c6ng nhin
ttray tl6i, b6 sung thinh vi6n HOi

ddng quan I ou] ho& c6ng

nhfln HQi d6ng quan If qu!
nhiQm k) tii5p theo;
- Ven bam tham dinh cua co quan

theo;
- Chuy6n ho
UBND huyQn

so diin Ven phdng HDND vi
@udc 10).

li6n quan;
- H6 so cua

a so chua dti kiQn
vio

glal
so

Vdn ban nchi sung, hoan.,(\
vao so vahgp voi VIn

s5 dtii vdi ven
thu vd tl6ng thiQn h6 so

dti"/ki
(dI
so).

dro. c

d6u/k)t ban dd nghi b6 sung, ddng
hoin thiQn
- Chuy6n

h6 so;
hd so dtin c6ng chric mQt crla

PhdngNOivu(Budc l);
- Sau ktri titip nh0n h6 so b6 sung tr) c6 nhAn,

t6 chrtc, c6ng chrtc mQt crla Phdng NQi vu
chuy6n h6 so d6n.c6ng chr?c chuy6n m6n
Phong NOi vu a6 tiSp tl,lc giAi quy6t theo quy

Bu6c 9 Hodn
thi€n hd
so trinh
Cht tich
IJBND
huyQn

1,0 ngdy
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Don vi
thuc hiGn

Budc
thuc hiOn

TGn bur6'c

thuc hi0n
Tr6ch nhiQm

thuc hiGn
NQi dung cdng viQc thgc hiQn Bi6u miu, k6t qui Ihli gian

Bu6c 10 C6ng chrlc
duo. c

so cta VEn
phdng IDND

vdUBND
huyQn

(3) so kh6ng ttri ki€n - Th6ng b6o tir
rtno so lda atqc
diiu/ti' s61;
- H6 so cua qu!.

- Ph5i
aAu/cy
h6 so;

hqp vdi
st5 ciSi voi

Vln thu
th6ng b6o

vao <l6ng
quyist

vao vd d6ng
IU CnOl grar

- ChuyAn h6 so d6n c6ng chric mOt cira
N u6c 1

nh{n, tra so; so trinh cua Phdng NQi vU,
chuyEn m6n
so qia V[n

:gom:
duo. c + VAn ben trinh Chi {ch UBND

huy-€n c6ng nhfln thay d6i, b6
sung thdnh vi€n HQi d6ng quan

I qui ho[c c6ng nh{n $0i d6ne
quin If qu! nhiQ.m ki ti6p theo;
+ Dr,r thdo quy6t finh cua Cht
tich UBND huyQn c6ng nhfln
ttray d6i, b6 sung thanh vi6n HQi
tl6ng quan lj qu! ho4c c6ng
nhan HOi tl6ng quan Ij qu!
nhiQm lc! titip theo;
+ Ven ban thAm <linh cria co

phdng HDND vi UBND huy_€n (Budc I l).

qual
+H6

li6n quan;
so cta

(1) voi so trinh cria Phdng so trinh cta Phdng NQi vU,
N$i vu:
- 86o c6o, d€ xrdt xdt duyQt h6 so hinh crla
Phdng NOi vu;
- Chuy&r hd so trinh d€n Lanh d+o V[n
phdng IIDND vd IIBND huyQn x6t duyQt

@u6c 12).

gdm:
+ V[n ban trinh Chi tich UBND
huy-6n c6ng nh$n thay. d6i, b6
sung thdnh vi6n HQi d6ng quan
ly qu! ho{c c6ng nhgn HQi d6ng
qu,6m lf qu! nhiQm lcjz ti€p theo;
+ Du thAo quyet dinh cta Chi

I'BND

1,0 ngiyVEn phdng
IDND vi
UBND
huyQn, Chri
tich UBND
huy9n

r lep
nhAn hd
so trinh
Chi tich
I]BND
huyQn

Budc 11 Them
tra,

tham
mtru
ciui .

quy€t h6
so

C6ng chrlc
chuy€n m6n
dugc phin

c6ng thAm tra
h6 so cia Vin
phdng IDND

viUBND
huyQn

8,0 ngdy
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Don vi
thuc hiOn

Budc
thrrc hiOn

TGn bufc
thuc hi0n

Trdch nhiQm
thuc hiGn

NQi dung c6ng viQc tlgc hiQn Bi6u mAu, k6t qui Thdti gian

qual li6n quan;
+ H6 so cia qu!.
- Ven ban b6o c6o, d€ xuAt giAi
quyist.

(2) N kh6ng v6i hd so tlnh cria
Phdns N6i vu:
- B6o"c6o, A'd xu6t tra h6 so dO nghi Phdng
NOi vu ttrAm dinh lfl, b6 sung hd so ho{c tir
chiSi;

- Chuydn hd so tinh d6n Lanh <l4o Vdn
phdng HDND vi UBND huyQn xdt duyQt

@udc l2).

so trinh cua Phdng NQi vu,
Igom:

+ VAn ben finh Chri tich IJBND
huy€n cdng nhin tfraY. d6i, b6
sung thdnh viOn HQi d6ng quan

Ij qu! ho{c c6ng nhfn f-I$i tl6ng
quan lj qui nhiQm ki ti6p theo;
+ Van ban thAm rlinh cua co
quan li6n quan;
+ H6 so cria qu!.
- Ven ban b6o c6o, <16 xudt thAm

<tinh lai, bt5 sung h6 so, ttr ch6i

Bu6c 12 x6t
duyQt hd

so

Lanh d+o Vdn
phdng IDND

vdUBND
huyQn

(1) voi so tinh cta Phdng

N6i vu:
- xet i"yqt b6o c6o, aA xu6t 6r duyQt h0 so
trinh cua Phdng NOi vu;
- Chuy6n h6 so trinh d6n Lanh dao LJBND
huyQn @uoc l3).

so trinh cua Phdng N$i vu,
g6m:
+ Ven ban toinh Cht tich UBND
huyQn c6ng nhfln ttray. <t6i, b6

sung thinh vi€n HQi tl6ng quan

If qu! hoflc c6ng nhfn HQi tt6ng
quan lj qui nhi-6m ki ti6p theo;
+ Du theo quy6t dinh cua Chri

UBND

2,0 ngty
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Don v!
thuc hi€n

Bufc
thuc hi6n

TOn burlc
thtrc hiOn

Tn[ch nhiQm
NQi dung c6ng viQc thrSc hiQnth Bi6u miu, k6t qui Thli giar

Lanh <lao

UBND huyQn

quan li6n quan;
+ Hd so cria qu!.
- Ven ban b6o c6o, dd xuAt gi6i

so trinh cua Phdng NQi vU,
Igom:

+ v[n ben finh Chi tich UBND
huyQn c6ng nhfn thay. d6i, b6
sung thdnh vi6n HQi <l6ng quan

$ qu! ho{c c6ng nh$n Hgi tl6ng
quan lf qu! nhi-Qm tcj ti6p theo;
+ VIn ban th6m tlinh cria co
quan li€n quary
+ H6 so cria qu!.
- VAn ban b6o crio, AA xu6t ttrAm
dinh lai, b6 sung h6 sq tr) ch6i

(2) N6u kh6ng th6ng nh6t v6i hd so trinh cua
Phdng NQi vp:
- Xdt duyft Mo c6o, dd xu6t tra hd so dA nghi
Phdng NQi W them dinh l+r, b6 srmg h6 so
ho{c tt ch6i;
- Chuy6n h6 so finh d6n Lenh it4o UBND
huyQn @uoc 13).

Bu6c l3 Ky
duyQt h6

so

(1) N6u th6ng nh6t v6i h6 so trinh cua Phdng
NQi vu:
- Kj ban hanh quy6t dinh c6ng nh$n ttray d6i,
b6 sung thdnh vi6n HQi ddng quin lf qu!
hofu c6ng nhAn HOi <t6ng quan lf qu! nhiQm
ki ti6p theo;
- Chuy6n k6t quri gi6i quy6t d6n Vdn thu
UBND huy-€n (Buoc 14).

- Quy€t <Iinh cua Chri tich
I]FNP t,rl'An c6ng nhoin thay
d6i, b6 sung thanh vi€n HQi d6ng
quen I qui ho{c c6ng nhAn Hpi
tl6ng quan lj qu! nhiQm k! ti6p
theo (dd iluqc Ldnh dqo UBND
huyQn ky);
- H6 so tlnh cria Phdng NOi vu.

2,5 ngdy
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Don vi
thuc hi0n

Bufc
thuc hiOn

T0n bufc
thwc hiOn

Trdch nhiQm
thyc hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t quA Thtri gian

(2) N kh6ng voi so tuinh cta
Phdng NQi qr:
- Kj ban hinh vdn bAn khdng_c6ng nhQn thay
O6i, b6 sung tnanh vi6n HQi <tQng quim $ qui
ho{c lft6ng.c6ng nhan HOi <tdng qu,irn lf qui
nhi€m ki ti€p theo;
- Chuy€n t6t qua gi6i quy6t diin VEn thu
UBND huyQn (Budc 14).

- Van Uan cua Chri tich UBND
huyQn kh6ng c6ng nhfn thaY cl6i,

b6 sung thinh vi6n HQi d6ng
quen ly qu! ho4c khoog c6ng

nhan HOi d6ng quan $ qu!
nhiQm lci ti6p theo (dd dtgc
Ldnh ilqo UBND huyQn bi');
- Ven ban cua Chri tich UBND
huyQn vd vi€c y6u ciu ttrAm Ainfr

hi, b6 sungh6 so (dddrgc Ldnh
dqo UBND huy€n W);
- H6 so trinh cria N0i
- quy6't dinh crla Cht tich
UBND huyQn c6ng nh{n thaY

A6i, t6 sung tnanfr vi6n HQi d6ng
qunn I qu] ho{c c6ng nhAn HQi

d6ng quan lj qui nhiQ.m lcj ti€P

theo (dd ifuo. c vdo s6 vd d6ng
aiws6;
- Ven ban cua Chri tich LJBND

huyQn vB viQc kh6ng c6ng nh$n

ttray <t6i, b6 sung thdnh vi6n HQi

d6ng quan I qui ho{c c6ng
nhAn HQi tl6ng quan I qui
nliQm ki ti6p.theo (ild ilusc vdo

s6 vd d6ng ddu/hi, s6);

Ven ban cua Cht tich T]BND
hi, b6
so va

1,0 ngiyBu6c 14 Vdo s6,

46ng
dau/sir..

so va ra
k6t que

giAi
quy6tihd

so

Vtrn thu
UBND huyQn

fiit qua glar ban re
so d6n BQ phan MQt crla c6p huyQn (cdng

chtc mQt crla crla Phdng N$i vU) (Bu6c l5).
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Don vi
thuc hiOn

Bufc
thuc hiGn

TGn bufc
thuc hiGn

Trdch nhiQm
thuc hi0n N$i dung cdng viQc thgc hiQn Bi6u miu, t<6t qui

dinh cua Ch'i tich
I.JBND
oo1, bo

huyQn c6ng nhfu thav
tt6ngsung thnnh vi6n HQi

quan
d6ng
theo;

$ qu! ho{c c6ng nhfln Hgi
quan lj quY nhiQm lci ti6p

- VAn ben cua Chri tich UBND
huyQn kh6ng c6ng nhfn ttray <t6i,
b6 sung thinh vi6n HQi d6ng

qui(Buoc 16).
cOng
quy

- Ven
huyQn
lal, Do

bAn cua chr tich IJBND
I .^

ve vl9c yeu
sung hd so;

cAu ttrAm dinh

H6 so tinh cua Phdng NQi vU.

theo

1,0 ngdyB0 phin
M6J cta

cap nuy9n

Budc 15

nhAn
qua gini
quy6tn6

so

Tri
qui gidi
quy6t trd

so

C6ng chrlc
mQt crla cria

PhdngNQi vq

Budc 16 C6ng chuc
mQt crla cria

Phdng NOi vu

- Vio theo ddi nhan
- Kf s5 h6 so, k6t qui gidi vd chuy6n
vdo kho luu trt theo quy dinh;
- Chuy&r t<6t qua giai quy6t, tr6 so d6n c6ng
chr?c chuy€n m6n Phdng NQi W d6 luu theo
quy dinh;
- Klit thric quy hinh (sau khi he k& qu6).

- Quy6t dinh cua Chi ti.ch
I{BNp huyQn c6ng nhfn thay
d6i, b6 sung ttranh vi6n HQi it6ng
quan $ qu! ho{c c6ng nhan HQi
d6ng quan If qu! nhiQm k, ti6p
theo;
- Vdn ban cta Chri tich UBND
huy-6n.r6 viQc kh6ng c6ng nh{n
thay d6i, b6 sung thnnh vi6n HQi
tl6ng quan lj qu! ho{c c6ng
nhAn HOi ddne quan li quV



hliBiSu miu, k6t quiNQi dung cdng viQc thgc hiQn
rh hi
Dol vi

th h
Buritc

rh hi
TGn bufc Tr6ch nhiQm

th
nhi-em lci
- Th6ng
no so cua

theo;
ttr chtii giai quyiitb6o

NOi vu.

-H0
-H6
-K6t

c6
ti6p

tdi sinh ei quyiSt;liQu
de cuaso nhan uiq

so tinhtrong qu.l gr

so dugc luu tai Phdng NOi vq theo quy tlinh hiQn hanlL g

- Mi TTHC: 1.01,3026;
- C6 02 quy tinh giai quy6t.
3.1. Quy trinh gini quy6t tn

b6 suug quf)
- Md quy trinh: 1.013026-01;
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3. Thfr tgc c6ng nhgn di6u $ (srfra d6i, b6 sung) qui; d6i tOn qui

rii tgc c6ng nhgu iti6u rc (s&a d6i, b6 sung) quy; d6i tan qui (trudmg hgrp c6ng nh$n tli6u l0 srfra il6i,

- Thoi la1 :60 lim , ke rir dri h6 so

Thiri gianBi6u m6u, k6t quf,NQi dung c6ng viQc thgc hi$nDond
thrrc hi0n

Bufc
th

T6n budc
thuc hi0n

Tnflch nhiQm
thuc hiOn

so vi he. n tri
01;

ti nhAn
oskiit qui theo mdu

- Hd so crta qu!.

udc2N lw

liKi
ki6m so;ngudi

tin- Q4n q4t
PhAnm€m;

Gi6y ti6pgtli- I lep nn4rl,
he.n tri k6t que;

so;Qu6t (scan)
Chuy6n h6 chuy6n

vadtsoNI lehqp( )
cu6c c6srl ud canem ngeuta, dung

nod6 ta tind,tn th6ng
viochrlc

n0p
t6ci nhen,th6ng

os vanoIn vi nhAn

.t
noo thnnlts phAnky

m6nchrlcd5nso c6ng

0,5 ngiy

hoanPtri6u srmg,
s6 02.

yeu
mdu

id-u bo
thiQn hd so theo-Huongd6n, invegti

y6u c6u b6 sung, hodn
- f6t thric quy hinh.

chuahqp l-6:

t6 chrlc Phi6u
-ctrua Cf,y Ari no4c(2)N6uh6 s

c6 nhin,
thiQn h6 so;

B0 ph4n
MOt cta
,1

cap nuy9n

Bu6c I -.rr lep
nhAn
hd so

C0ng chrlc
mQt crla

Phdng NOi w
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Do:r vi
th

Phdng NQi

w

Burfc
thuc hiGn

TOn burfc
thuc hi0n

Trfch nhiQm
NQi dung c6ng vipc thqc hiQn Bi6u m6u, t6t qui

trr Ciai
quyiit hd so theo m6u

co Dy thio van ban grli

(3)N so
I U CnOr Uep
In vi gui ci

kh6ng dfing quy dinh:
nhfln hd so (n6u 16 lf do);
nhan, t6 chrlc Phi6u tt ch5i

nh4n
sri o:.

tifu
nhan
- r6t

gidi quy6t hd so;
thlrc tinh.

C6ng chric
chuy€n m6n

Phdng N$i vu

Tham mtru vln ban gui !so
quan li6n
- ChuylSn
NQi vs @u6c 3).

qusu
h6 so trinh tl€n Ldnh d4o Phdng

co guan
-H6so oia qu!.

li€n quan;

Thdti gian

Budc2 Tham
muu

vin ban
gui lfr
f ki6n

3,0 ngiy

Buoc 3 K),
duyQt hd

so gui
tav y
ki€n

LEnh tlao
Phdng NQi vu

- Ki6m ta h6 so hinh;
- Kf duyQt v[n bin g,rii 6y j kiiin co quan
li€n quan;
- Ch"yAn h6 so diin c6ng chric chuy6n m6n
Phdne NOi vu (Budc 4).

- Ven bAn gti co quan
li6n quan (dd tuqc Ltuh dqo
PhdnsW);
- H6 so cria qu!.

!, 2,0 ngdy

- Ph6i hqp
d5u d6i voi

v6i Vln thu vio s5, w
vin bin grii 6y f kitSn co qllan

li€n quan;
- Grii h6 so d6n co quan li6n quan (Budc 5).

Bu6c 4 cri h6
sodyf

kitin

Cdng chuc
chuy€n m6n

Phdng NQi vp

vVnn bin gui
li6n
ddng
-H6

qrm (dti
aifuiw sii)

ifuo. c
;

so cua
Ven

clugc
ben

di
vgl nol

dung
so va tcy so);

nehi @d ifuo. c vdo

H6 dinh kdmso

1,0 ngdy

Bu6c 5Co quan
duo. c grli
ray y Klen

GYi Y.
ki€n v0
Phdng
NOi vu

Co quan duo. c
gui 6y j ki6n

- Ph6i hgp thAm dinh hO so tltii voi ngi dung
dusc dA nghi;
- Gui vln ban tl6n Phdng NQi 4r (Buria 6).

14,0 ngiy

Phdng NQi
vu

Bu6c 6 r rep
nhan

v6n ban

e6p Y

Cdng chuc
mQt crla

Phdng NQi vs

- Ti6p nh$n. ven brim g6p f tr) co quan tlugc
gui ldy j ki€n;
- Chuy6n h6 so d6n c6ng chric chuyOn m6n
Phdng NOi vu (Bu6c 7).

- Ven bAn dinh cta co qruul 1,0 ngdy
liOn quan;
- H6 so ttinh kdm @Au c6).
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Don vi
thuc hi0n

Budc
thuc hiGn

TGn budc
thuc hi6n

Trdch nhiQm
thuc hi€n

NQi dung c6ng viQc thqc hiQn Bi6u miu, k6t quA Thli giar

Bu6c 7 T6ng
hop,
tham

dinh hd
so

C6ng chtlc
chuy€n m6n

PhdngNQi 4t

(l) so tltr kiQn giai - DU th6o v[n ban trinh Chti. tich
UBND huyQn c6ng nhin di6u l€
srla d6i, b6 sung quY;

- Dg thio quy6t ai*r cua Chri
tiph UBND huy-0n c6ng nh6n

diAu 19 srla d6i, b6 sung qu!;
- Ven ben tham dinh cua co qrxm

- Tham muu v6n bin trinh Cht tich UBND
huy-€n cdng nh$n didu lQ srla d6i, b6 sung quy
(dinh kdm &t thao quyAt dinh);
- Chuy6n h6 so ttnh d6n Lenh tl4o Phdng
NOiw@u6c 8).

liOn quan;
- .hro so cua

(2) so chua dt kiQn giii Du th6o van ban nghi

- Tham muu vin
hodn thiQn h6 so;

ban dd nghl qui sung, sung, hoan thi€n h6 so;
ban thAm dinh cuaV[n co quan

Chuy6n hti so trinh rtiin Lenh d4o Phdng li6n quan;
- H6 so cuaudc

(3) so lfi6ng tltl ki9n Ciei DU thio th6ng b6o tir glat

Tham mlru van ben tra h6 so cho qt! @Au quy6t trO so;

rA $ do.tn
- Chuy6n

chiii giai ryydt);
h6 so trinh rt6n Lanh

V[n bam thAm finh cua co quan

dao Phdng li6n quan;
- H6 so cuaN u6c

20,0 ngiy

Buda 8 K)? .
duyQt h6

so

Ldnh d4o
PhdngNOi vu

(D NEuh-so&ldlcu kiQn giai quyiSt:

- Kf duy-6t v6n ban tinh Cht tich UBND
huyin cong nhAn diAu lQ srla d6i, b6 sung qu!
(dinh kdm dr thdo quyAt dinh);
- Chuy6n hd so d6n c6ng chr?c chuy6n m6n
Phdng NQi vs @u6c 9).

- Ven ban trinh Cht tich UBND
huy€n c6ng nh6n rtiAu lQ srla d6i,
br5 sung qu! @A dtqc Ldnh dso
Phong hj);
- DU thao quyet dinh cta Cht
tich UBND huyQn cOng nh$n

diriu 1€ srla d6i, b6 sung quY;

- Ven ban thAm dinh cua co quan

li€n quan;
- H6 so cua

2,0 igily

Zl N5 trilsoitrua dri <ti6u ki€n eiai quyit: - Ven ban hoan
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Don v!
thuc hi€n

Budc Gn bmlc Tr6ch nhiQm
NQi dung cdng vi$c thgc hiQnth Bi6u miu, kdt qui

thi-6n so (ild clugc Ldnh iteo
Phong bj);
- Ven ben tham dinh cua co quan
li€n quan;
- H6 so crla

fhli gian

- Kf duy_€t vdn bin
hoAn thiQn h6 so;
- Ch"ye, h6 so d6n c6ng chrlc chuy6n m6n
Phdng NQi vu Gudc 9).

ki€n giAi

nghi qu} srmg,

so cho qu! (nAu rd

chrlc chuy€n m6n
Phdng NQi vq @uoc 9).

- Jh6rg b6o ttr ch6i giei quy6t
h6 so (da &tqc Ldnh ilqo Phdng

w);
- VEn ben thArn dinh crla co quan
li6n quan;
- H6 so oia qu!.

Bu6c 9 Hoan
..^ . t

mr9n no
so trinh
Chri tich
UBND
huyQn

C6ng chtc
chuyCn mdn

Phdng NQi vU

(1) N6u h6 so drl tli€u kiQn giii quy6t:
- .Ph(5i hap voi Vin thu vdo sti vi tl6ng
dflu&f s6 d6i v6i Ven ben tinh Chri tfch
UBND huyQn c6ng nhfn didu lQ sta d6i, b6
sung qui;
- Chuy6n h6 so diSn VEn phdng HDND vi
IJBND huyQn @u6c l0).

- VAn ban trinh Cht tich UBND
huy-6n c6ng nhdn di6u lQ srh d6i,
bti sung qE @d ihtgc vdo s6 vd
d6ng diiu/W sii);
- DU thio quy6t Ainh cua Chri
tich ITBND. huy.-6n c6ng nhfu
tli€u lQ srla d6i, bd sung quf;
- Van ban thfun dinh cua co quan
li€n quan;
- H6 so cria quV.

1,0 ngny

(2) N6u h6 so chua ttri <lidu kiQn giii quyiSt:
- Ph6i hqp voi Vln thu vio s6 vi cl6ng
ddu/si s5 d5i voi van ban dA nghi hi sung,
hodn thi_€n h6 so
- Chuy6n h6 so d6n c6ng chrlc mQt crla
PhdngNOi vu (Bu6c 1);
- Sau khi ti6p nhan hO so b6 sung tir c6 nh6n,
t6 chr?c, q6ng ctl?c mQt crla Phdng NQi vu
chuy€n h6 so d6n cdng chuc chuy€n m6n

- VIn b.en d6 nghi b6 sung, hodn
thien h6 so (ctd dtqc vdo sd vd
dang diu/tci si;1.
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Do:r v!
th

Bu6c
th

6n budc
th

Trrflch nhiQm
NQi dung c6ng viQc thgc hiQn Bi6u mdu, k6t qun

th
Phdng NOi vu tuc giii theo quy

- Th6ng b6o tir(3) N so kh6ng dri
PhSi hqp vdi

s6 aoi voi
Ven thu <l6ng

quy0t
h6 so (dd dtqc vdo
aiirrtt i sO);

- H6 so cua qu!.

va d6ng

dfutkt
h6 so;

th6ng b6o tir ctr6i Cia,i

Chuy6n no so den c6ng chrlc m0t cira
N u6c I

C6ng chtlc nhAn, tra so; so trinh cua Phdng NOi vu, 1,0 ngiy

duo. c chuyEn m6n g6m:
+ VAn ban tinh Cht tich IJBND
huyQn c6ng nhfn tli6u lO sria d6i,
b6 sung qu!;
+ Du theo quy6t tlinh cria Chir

tich UBND huyQn cOng nhdn

diAu lQ srla d6i, b6 sung qu!;
+ Vdn ban thAm dinh cria co

duo. c so cua VEn

h6 so cua Vln
phdng HDND

vdUBND
huyQn

phdng HDND vi UBND huYQn @uoc 1 1).

qual
+Ho

li6n quanl
so crla

C6ng chtrc
chuyEn m6n
<lugc ghdn

c6ng th6m tra

(1) voi so trinh cua Phdng so trinh cua Phdng NQi vP, 8,0 ngiy

no s0 cua

NOi vu:
- B6o c6o, dA xuAt x6t duyQt h6 so tinh cia
Phdng NOi vu;
- Chuy6n h6 so ttnh d6n Lanh dao Vin
phdng HDND vd UBND huy-€n x6t duyQt

@udc l2).

Igom:
+ Vdn ban trinh Chi tich UBND
huyQn c6ng nhfln diAu lQ sta d6i,

br5 sung qul;
+ Du theo quy6t dlnh cta chri
tich LIBND huy9n c6ng nhdn

diAu IQ srla d6i, bO sung qu!;
+ VAn ban th.im dinh cua co

phdng IDND
vdUBND

huyQn

1i6n quan;que't
+H6 so cua

VIn phdng
IDNDvi

UBND
huyQn, Chrl
tichUBND

huyQn

Bu6c 10 Ti6p.
nhan h0
so trinh
Chrl tich
UBND
huyQn

Budc 11

tra,
tham
mrru

siei
quy6t trd

so
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Don vi
thuc hiOn

Bu6,c
thuc hi€n

TGn bufc
thuc hi6n

Tr6ch nhiQm
NQi dung cbng vi$c thgc hiQnth Bi6u miu, k6t qui

- VEn ban b6o c6o, giAi

(2) N6u kh6ng th6ng nhAt vdi h6 so trinh cria
PhdngNQi v.u:
- B6o c6o, dA xu6t m hd so dd ngh! Phdng
NQi vu thAm dinh lar, b6 sung h6 Jo ho& tir
chtii;
- Chuy6n hd so trinh d6n Lenh dao V[n
phdng HDND vd IIBND huy_6n x6t duy6t
(Budc l2).

- [16 so hinh cua Phdng NSi vp,
g6m:
+ VAn ban trinh Chri tich LJBND
huyQn c6ng nhan di6u lQ srla d6i,
b6 sung quf;
+ Vdn ban thAm <!nh cria co
quan li6n quan;
+ H6 so cria qu!.
- VIn ban b6o cito, dd xuAt thAm
<tinh lai,. b6 sung h6 sq tir chiSi
gtAi quy€t.

Budc 12 xdt
duyQt h6

so

Ldnh il4o (1)N vdi so tinh cua Phdng
phdng IDND

vdUBND
huyQn

NQiqr:
- X6t duyQt b6o c6o, Ad xuAt tcy duyQt hd so
tinh oia Phdng NQi vu;
- Chuy6n h6 so trinh <I6n LAnh dao UBND
huyQn @u6c 13).

Q) kh6ng voi so trinh cria
Phdng NQi vu:

b6o c6o, dA x*it tre h6 soXdt duyQt
thAm DO

so trhh cua Phdng Noi vU
gdm:
+ Vtrn ban ttnh Chri tich UBND
huyQn c6ng nhfn diAu IQ srla d6i,
b6 sung qu!;
+ Dr,r thAo quy6t dinl cria Chri
tich UBND huyQn c6ng nhfn
didu lQ sria <t6i, b6 sung qu!;
+ Ven ban thAm dinh cua co
quan li€n quan;
+Hdso cua qu!.

Ven bin b6o c6o, dd xu6t giei

so trinh cua Phdng NQi vU,
gom:
+ Van ban trinh Chri tich UBND

diAu srla

2,0ngiry
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Do:r vi
thuc hi6n

Buri,c
thuc hi6n

TGn brrfc
thuc hi0n

Tnlch nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k5t qui Thli giar

Ldnh dao
UBND huyQn

hoic ttr
- Chuy6n h6 so
huyQn @uoc l3).

trlnh diSn Lenh dao UBND

(t)N v6i so tdnh cta Phdng

N6i vu:
- iy i* hnnh quy6t dinh c6ng nh6n di6u lQ

sua tl6i, b6 sung qu!;
- Chuy6n ket qrd gini quy6t tftin V[n thu
TJBND u6c 1

a) kh6ng v6i so tinh cta
PhdngNQi vy:
- Kf ban hanh v[n ban kh6ng c6ng nhfn diAu

16 sla t16i. b6 suns ouV
- Chuy6n t6t qri iiai q"y6t d6n van ttru
LJBND huyQn (Budc l4).

tre quA gini ban re
so d6n SO phfu MOt crla c6p huyQn (c6ng

chrlc mQt crla crla Phdng NOi vu) @uoc 15).

sung quf;
VAn ban thAm dinh cria co+

quan 1i0n quan;
, --.!+ tlo so cua quy.
- Ven ban b6o c6o, ae xu6t *rAm
dinh lar, b6 srmg h6 sq tu chtii

UBND
srta d6
Ldnh d.ao UBND huyQn bi);
- H6 so trinh cua Phdng NQi vu.

2,5 ngiryBu6c 13 Ky.
duyQt h6

so

Vdo
116ng

oarvKy
so va lra
n5t qua

siii
quyOt/lr6

so

- Ven ban cua Chri tich IIBND
huy-€n kh6ng c6ng nhfln rtidu lQ

sta <t6i, b6 sung qu! (dd &ro.c

Ldnh ilqo UBND huy€n bi);
- Van ban cua Chri tich UBND
huyQn vA viQc y€u cAu *rAm cintr
lai, b6 snng hd so (dCi tluqc Ldnh
dqoUBNDhuyAn bi);
- Hd so tinh cua
I qffi Ai*, cua Chri.tich
IJBND huyQn c6ng nh$n <tiOu 1€

sria d6i, bO sung Wl (dd &rqc
vdo sii vd d6ng fufu/lci, sii);

- Ven ban cua Chi tich IJBND
huy0n
dleu le

c6ng nhfn

cfiroc vao sii vd
quy da

1,0 ngdyBu6c 14 Vdn thu
UBND huyQn
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Don vi
thuc hi6n

BuOc
thqc hi€n

T6n buritc
thuc hiGn

Trdch nhi$m
thuc hiOn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui

- Ven ben cua Chl tich UBND
lei,
so

b6
!a

B0 ph4n
MOt qla

cap nuy9n

Bu6c 15

Bu6c 16

C6ng chuc
mQt ctra

Phdng NQi vu

tlinh cta Chri tich
nhan I]BND

srla d6i,
hu.yen c6ng nh6n
b6 sung qu!;

didu lQ

UBND
oleu r9

qua gidi
quy6vtr6

s0
VAn ben cua Cht tich

I
a)
lai, b6 sung

qud li vin ban
h6 so:

nchi dinh - VAn ban cua Chi tich UBND
huy-6n vd viQc. y€u cAu ttrAm dinh
l4i, b6 srmg h6 so;
- H6 so tinh cua Phdng NQi vU.

theo

1,0 ngiy

Tri kiit
qua giai
quy€t h6

so

C6ng chuc
mQt cta

Phdng NQi 4r

- Vao s6 theo ddi ti€ip nhfn h6 so;
- Kf st5 hd so, ki5t quA giii quyiSt'*,e chuy€n
vio khg lrru trt theo quy d!nh; .
- Chuy€n k6t qui giii quyet, h0 so.d6n c6ng
chuc chuy6n m6n Phdng NQi vu d6 luu theo
quy.<linh;
- Ktit ttrtc quy tinh (sau khi tri k5t qua).

<llnh cua Chri dch
UBND huyQn c6ng nh{n <liAu lQ
sta d6i, b6 sung qu!;
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3.2. Quy trinh giAi quy6t thri tgc c6ng nhgn ili6u g (srla d6i, b6 sung) qufi d6i t6n quf (trudmg hqp il6i tOn quy)

-Meq
- Thoi

uytinh: 1.013026-02;
60 hm k6 rir dri h6 so

Thli gianBi6u mAu, k6t quiTr{ch nhiQm
thuc hi€n

NQi dung c6ng viQc thgc hiQnDox vi
thuc hiGn

nhan so vi he. n tri
0sti Imautheo

cta quy

(tjFfu h6 so <tAy drl vi hqp lQ:

- Ki6m tra, sri dqng dt liQu cEn cudc c6ng
den d6 ki6m ta ttr6ng tin nguoi nQp h6 so;
- Cip nhflt th6ng tin c6 nhAn, t6 chtic vio
PhAnmAm;
- Tiep nhAn, in ve gti Gi6y ti6p nhfn h6 so ve
hen trA k€t oui:
- budt GcarD, ky s6 ttrantr ptrin trd so;
- Chuy6n hO so it6n c6ng chrlc chuy6n m6n
Phdng NOi vu (Btbc2

- Phiilu ydu cAu b6 sung, hoan

thiQn h6 so theo m6u s6 02.
chuahgp l-6:

t6 chrlc Phi€u
tfii hoic

c6 nhin,
thifuhO so;

- flSt thric quy trinh.

0,5 ngiy

3,0 ngiy

quy6t tro so theo mau
ti6ptr) nh4n eiai

sti ol.

C6ng chrlc
mQt cta

PhdngNOi vu

ti6p

B0 phfln
MOt cta

cAp huyQn

Budc 1

Butrc TGn bu6c
th

nhan
h6 so

- DU th6o van ban grli
co quan li€n quan;
- H6 so crla qu!.

l6y f ki6nCOng chr?c

chuy6n m6n
Phdng NQi vr,r

- Tham muu vdn bdn gui h6
quan li€n quan;

- Ctry6o h6 so trinh d6n Lanh d4o Phdng
NQi vu @uoc 3).

so Hy f ki6n coBuOc2

etiiriy
f ki6n

Tham
muu

vdn bin

2,0 ngdy- Vln ban gli
li6n quan (ilti drqc Ldnh tleo
P

co quan!
- Kj duyQt vdn bin SUi liiy ! kii5n co quan

so trinh;

lien quan;

tra

Phdng NQi

w

Bu6c 3 K)7 
.

duyQt h6
so gui

Lenh dao
Phdng NQi vu
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Don vi
thuc hi6n

Budc
thuc hi0n

TOn budc
thuc hiOn

Tr6ch nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thdi gian

tiiy !'
ki6n

- Chuy6n h6 so d6n c6ng chtc chuy6n m6n
Phdne NOi vu Gudc 4).

- H6 so cua qu!.

Bu6c 4 Gui h6
so 6y

ki6n
t

C6ng chrlc
chuy€n m6n

PhdngNQi vp

hqp v6i Ven thu vao s VAn bdn gui t
a6u d5l voi vdn bin grti 6y j co quan
li6n quan;
- cti h6 so d6n co fien

1,0 ngiy

Co quan
tluoc srii
l6y f ki6n

Phdng N$i
w

Bu6c 5 GFY.
ki6n vC

Phdng
N6i vu

Co quan clugc
,. ,{ . , .tgln lay y Klen

- Ph6i hap th6m dinh h6 so diii vdi nQi dung
<Iuqc dd nghi;
- Gui ven bAn d6n Phdng NQi 4r @udc 6).

Vln ban Y
de

vol nol 14,0
dY"g
s6 vd

dugc nghi (dd Aryc vdo
ky tii);

H6 s0 dinh kdm
Budc 6 COng chuc

mQt cta
Phdng NOi vu

nnan van bam g6p f ttr co quan dugc Van ban ttinh cta co quan
nhAn

vdn ban
gui Kren; li6n quan;

- H6 so dffi kdm (niiu c6)hd so d6n c6ng chrlc chuy6n m6n

T C0ng chrlc (l) so thi ki€n gi6i - Dg thio v5n bdn tinh Cht tich
UBND huyQn cho ph6p d6i t&r
vd c6ng nhfln di6u Q sria tl6i, b6
sung cta qu!;
- DU thio quyiit dinh cua Chrl
tich UBND huyQn cho phdp d6i
t6n vi c6ng nhQn di6u le sua d6i,
b6 sung cria qu!;
- Vnn ben thArn dinh cua co quan

hqp,
thArn

chuyEn m6n
Phdng NOi vU

- Tham muu vln bin trtnh Cht tich UBND
huy€.n.cho.phdp d6i t€n vd c6ng nhfln di6u lQ

sua tl6i, bO sung crla qu! (dinh kim dqt thdo
quyiit dinh);
- Chuy6n h6 so trinh d6n Lanh i14o Phdng
NQi vU @uoc 8).

dinh hd
s0

li€n quan;
- H6 so cria

Q) s(, chua drl ki€n Ciai
quy

Dg thAo vdn ban nghi
Tham mtru v[n bAn dA nghi sung, sung hoan thi6n h6 so;

- V[n ben thAm dinh cuahoan thi€n hd so;
- Chuy6n h6 so

co quan
li€n quan;
- H6 ss criau6c

trinh <il5n Ldnh ttao Phdng

1,0 ngiy

Bu6c 7 20,0 ngiy
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Don vi
thuc hi6n

Budc
thuc hi6n

TGn buri,c
thuc hi0n

Tnich nhiQm
thu c hiOn

NQi dung c6ng viQc thqc hiQn Bi6u miu, kiit qui

- DU thao th6ng b6o
quy5t hd so;.
- VAn ban tham dinh

tir glal

crla co quan

li€n quan;
- Hd so cua

Ihdri giar

Kr.
duy-6t h6

so

quy6t:(3) soktr6ng dt kiQn gai
- Tham muu vdn bin tri h6 so cho qu! (zEz
rd lj, do t* cniit giat ryyiit1;
- ChuyAn hd so trinh d{in
N6i w Gu6c 8).

LEnh d4o Phdng

Buoc 8 Lenh <l+o

PhdngNQi 4t
(t) N6 hilo dri dGu kiQn giai quy6t:

- Kj duyQt vdn ban trinh Chri tich UpND
huyin ctro phrip d6i t€n vd c6ng nh6n didu E
sua d6i, b6 sung cua qu! (dinh kim dtr thao
quyiit dinh);
- Chuy6n h6 ss d6n c6ng chrlc chuyEn m6n
Phdng NOi vu (Budc 9).

- Ven ban tinh Cht tich UBND
huyQn qho phdp dii tOn vd c6ng

nh6n tti€u lQ srla d6i, b6 sung cria
qry (dd itugc Ldnh dqo Phdng
til;
- Du thao quyet dinh cua Cht
tich UBND huyQn 9ho phdp d6i
t€n vd c6ng nh4n ilidu lQ sria <16i,

b6 sung cta gu!;
- VAn ban tham dinh cua co quan

li6n quan;
- H6 so cria

2,0 ngdy

Ia N6 h6 .o'Aua d,l drF kiQn giii quy6t:

- KY duyQt vin ban dA nehi qui b6 sung,

hoan thiQn hd so;
- Chuy6n h6 so dtin c6ng chrlc chuy6n mdn
Phdng NQi vs (Budc 9).

- V[n ban nchi sung, hoan

thi€.n h6 so (dd tluqc Ldnh ilgo
Phdng h!);
- Ven ban tham dinh cua co quan

li6n quan;
- H6 so cria

gini
dqo Phdng

Yalt o* *a,, dinh cua co quan

li6n quan;
- Hd so cria

(, N6h-sokh6ng ilt di6u kiQn gidi quy6t:
- Kf duyQt van ben q hO so cho qn! (nAu rd
li do tir ch6i Sidi quyOt);

- Chuy6n h6 so dtSn c6ng chrlc chuyOn m6n
PhdngNQi vp @uoc 9).

Bu6c 9 Hoin chuc I so dt - Ven ban trinh Chti UBND 1,0 ngiy
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Dorr t
thuc hiOn

Bufc
th

TGn bu6,c
thuc hi6n

Tr6ch nhiQm
th

chuy6n m6n
Phdng NOi vu

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui IhM giar

thiQn
so trinh
Chri tich
UBND
huyQn

nhan

- Ph6i hqp voi Vdn thu vio si5 vi tt6ng
d6u/ky s6 d6i vdi ven ben trlnh Chri tich
UBND huyQn cho phdp tt6i t6n vi c6ng nhfln
diAu lQ srla <16i, bti sung cua qu!;
- Chuy€n h6 so d€n Ven phdng IDND vd
UBND huyQn @u6c 10).

huyQn cho ph6p tOn
b6

vi c6ng
sung cta
vd tl6ng

nhOn didu lQ sta d6i,
q,t! (dd .duqc vdo sii
d,Au/hi s6);
- DU thao quy6t apn cua Chri
tich IIBND huyQn cho ph€p d6i
t6n vi c6ng nh6n <tidu lQ srta d6i,
b6 sung cria qu!;
- Ven ban thAm dinh cua co quan
li6n quan;
- Hd so crla
Vln ban nchi sung, hodn

v(x) so vaftiQn h6 so
driu/W

\da arqc
sii).d6ng

(2) N6u h6 so chua dri di6u kiQn giii quy6t:
- Ph6i hap vdi V[n thu vio s5 vd <t6ng

dduihi s5 d6i vdi van brim <tA nghi b6 sung,
hoin thi6.n hO so;
- Chuy6n h6 so d6n c6ng chrlc mQt crla
Phdng NQi 4r (Budc J);
- Sau ldri ti€p nh$n h6 so b6 sung tir c6 nhdn,
t6 chrlc, c6ng chric mQt crla Phdng N$i vp
chuy6n h6 so ttiin c6ng chr?c chuy€n m6n
Phdng NQi 4r A6 ti6p tpc gidi quyiSt theo quy
dinh.
(3 sokh6ng drl kiQn

hqp. vdi
s6 tl6i v6i

Vin thu
thdng b6o

vio <16ng

quy€toauKy
h6 so;

IU CnOr glar

- Chuy6n h6 so rltin c6ng chrlc mQt crla
u6c I

- Th6ng b6o tt ch6i gini quy6t
h6 so (dA iluqc vdo sii vd d6ng
ai*i, sd1;
- H6 so cria qu!.

Vdn phdng
IDND vd

Bu6c 10 C6ng chrlc
tIuo. c ph6n

- Ti6p nh0n, ki6m tra h6 so;
- ChuyiSn hd so d6n c6ng chrlc chuy6n m6n

- Hi5 so trlnh cua Phdng NQi vU,
gdm:

1,0 ngiy
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Don vi
thuc hi€n

Burfrtc

thuc hi0n
T6n bu6c
thuc hiOn

Trich nhiQm
thuc hi-6n

NQi dung cdng viQc thu,c hi$n Bi6u m6u, k6t qui Thdi gian

+ Vnn ban ttnh Chti tich UBND
huyQn cho phdp d6i t6n vi c6ng
nhin didu lQ srta d6i, b6 sung cria
qur
+ DU theo quyet dinh cua Cht
dch UBND huyen cho phdP <t6i

t6n vi c6ng nfr6n AiAu l€' sria d6i,
b6 sung cua qui;
+ VAn ban ttrAm dinh cua co
qrum
+H6

1i6n quan;
so cua

UBND
huyQn, Chir
tichUBND

huyQn

so trinh
Chri tich
UBND
huyQn

c6ng tii5p nh$n
hd so cria VEn
phdng IDND

viUBND
huy-6n

duo. c phin c6ng tra so cria V[n
phdng HDND vn UBND huye-n @uoc 11).

so trinh cua Phdng NOi vu,
g6m:
+ Ven ban tinh Chri tich UBND
huyQn cho ph6p tl6i t€n vi c6ng

nhdn di6u lQ sua <t6i, M sung cria
quy;
+ Dtt theo quyet dinh cua Cht
tich UBND lruyQn cho phrip d6i
tin vi c6ng *rAn aid, te srfi a6i,

b6 sung cua qui;
+ Ven ban ttlA.m tlinh cua co
quan li€n quan;
+ Hd so cta qu!.
- Van ben bin cin, d6 xuAt giAi
quy6t.

8,0 ngiyBu6c ll INAIN
fra,

tham
muu
ciei

quy6t h6
so

C6ng chtlc
chuy€n m6n
duo. c qhdn

c6ng thdm tra
h6 so cua Vdn
phdng IDND

vi IIBND
huyQn

(l) v6i so tinh cua Phdng
NOi vu:
- 86o c6o, tlii xu6t x6t duyQt h6 so tinh cta
Phdng NOi vu;
- Chuy&r hd so trinh d6n LAnh <lao Van
phdng IDND vi IIBND huyQn x6t duyQt

@uoc 12).

(2) N kh6ng v6i so trinh cta so trinh cria Phdng NQi vg,

Phdns N6i vu:
- B6o"c6o, Cb xu6t tra h6 so dd nghl Phdng
NOi vu ttrArn dinh 1?i, b6 sung hd so ho4c ttr

Igom:
+ Vln ban tinh

ph6p
Chri tich IIBND

vi c6ng
srla

,t.
ool ten

b6 cua
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Don vi
thuc hi€n

Bur6,c

thuc hiOn
TGn buritc
thuc hi€n

Trich nhiQm
thuc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u mdu, k6t qui
so trinh Lenh dao Ven quy;

+ Van ben ilrAm dinh cua co
quan li6n quan;
+ H6 so cua qu!.
- Ven ben b6o c6o, ad xu6t tfrAm

phdng HEND vi UBND huyQn x6t duyQt

@udc 12).

dinh lai, b6 sung h6 so, ttr ch6i

( 1) N vdi so trinlt cria Phdng so trinh ctla Phdng N0i w, 2,0 ngay
N0i vu g6m:

x6t duyQt b6o c6a, (Ie xudt ky duyQt no so + VAn ban tinh Chi tich UBND
huyQn qho ph6p d6i t6n vd c6ng
nhfn tileu IQ srla <16i, b6 sung crla
quy;
+ Dy thio quy6t Cintr cria Chri
tiph IIBND huy-6n cho phdp d6i
t€n vd c6ng nhin di6u lQ sria d6i,
b6 sung cria qu!;
+ VEn ban thAm ttinh cria co

toinh cua Phdng NQi vU .
- Chuydn h6 so tinh <l6n Ldnh <leo UBND
huyOn @uoc l3).

quan
+H6

liOn quan;
s0 CTIII quy

VEn ben b6o c6o, (le xu6t Ciei

a) kh6ng voi so trinh cua so trinh cta Phdng NQl vu,
Phdng N0i vu g6m
- Xdt duy-6t b6o o6o, dA xu6t trd h6 so <tA nghi
Phdng NQi w thAm dinh ler, b6 sung hd so
ho{c tr} ch6i;
- Chuy6n h6 so trinh tl6n LAnh <t4o UBND

+ Ven ban tinh Chri dch I]BND
huyQn qho phrip dpi t6n vi c6ng
nh$n <tieu IQ srla tl6i, b6 sung cria
quy;
+ Ven ban ttrAm dinh cria co
quan li6n quan;

huyQn @uoc 13).

+ H6 so cua

Bu6c 12 xdr
duyQt hd

so

LAnh dao Vin
phdng IDND

viUBND
huyQn
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Do:r vi
thuc hi6n

Budc
thuc hiGn

TGn budc
thuc hi0n

Trfch nhiQm
thuc hiGn

NQi dung c6ng viQc thgc hiQn Bi6u mfiu, kdt qui

Bu6c 13

V5n ban b6o c6o,
dinh lei, b6 sung hd so, ttr ch6i

K), .
duy-6t h6

so

Ldnh deo
UBND huyQn

(1) N6u thiing nhAt v0i h6 so trinh cria Phdng
NOi vu:
- Kf ban hdnh quytSt diqh 

"hg 
phdp tt6i t6n vn

c6ng nh0n tli€u l0 sua d6i, b6 sung ctia qu!;
- Chuy6n t6t qua giAi quyiit tl6n VEn thu
UBND huy€n (Buoc 14).

ttinh cta Chri tich
IIBND huy0n cho ph6p

vd c6ng nh4n di0u lQ sua
a6i ten
d6i, b6

sung cria q8 (dd dwc Ldnh tleo
UBND huy€n bj,);
- H6 so trinh cua

2,5ngiry

Q) kh6ng voi so tinh cta - VIn ban cua Chi tich UBND
huyQn kh6ng cho ph€p <16i tCn vA

kh6ng c6ng nhdn diAu IQ srla tl6i,
b6 sung cua qu! (dd Aec Ldnh

Phdng NQi vs:
- Ki ban hinh vnn ban kh6ng cho phdp d6j
t€n vi lh6ng c6ng nhin di6u lQ sta d6i, b6
sung cua qu!.;
- Chuy6n-k6t qua gi6i quyiit d6n Vdn thu
UBND huyQn @uoc l4).

dqo UBND huy€n hi);
- V[n ban cua Chri tich UBND
huyQn vA viQc y6u cAu tfrAm ainfr

hi, b6 sung h6 so (dd tuqc Ldnh
deo UBND huyQn bj,);

H6 so trinh cua N
tra qui giii ben tre dinh cua Chi tich

so B0 phan Mot cta c6p huyQn (c6ng UBND huyQn
vd c6ng nhfu

cho ph6p
diAu E srla

d6i ten
ool, oochrlc mQt cta cta Phdng NOi vp) @udc l5).

dtqc vao so vasung
tl6rg

ctnqu! (dd
ai*isO;

- Vnn ban cua Chri tich UBND
hgyQn vA viQc kh6ng cho ph6p

tttii t6n va kh6ng c6ng nhfln diriu
lQ srla d6i, bti sung ctn q$ (dd
ituqc vdo s6 td d6ng dfu/hi s6;
- Vln ban cua Cht UBND

Bu6c 14 Vdo Vinthu
UBND huyQn46ne

dau/ry
so va ra
nit qua

ciai .
quyCt/h6

s0

1,0 ngiy
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Dol vi
thuc hi6n

Bufc
thuc hi6n

TOn burfc
thuc hiGn

Trich nhiQm
thuc hi€n

NQi dung c6ng viQc thgc hiQn Bi6u mdu, k6t qui Thdi gian

Bu6c 15 C6ng chuc
mot cta

PhdngNOi vu

(l)
t6n

que D
nhan vd c6ng nhin cria
qua gi6i
quy6vtr6

quliv[n bin kh6ng
kh6ng c6ng nh{n <li6u

va
cua

so quyi
- Ti6p nh6n, ki6m tra vd t6ng hap kiit qui giei
quy6t h6 so;
- Chuy6n kiit quf, gidi quy6t d6n buoc ti ki5t

1

theo
Tri C6ng chuc

mQt crla
Phdng NOi vu

- Vio
- K),

theo d6i nhan
quagi6i
quy6t h6

sO trO sq t<6t qu6 gini vd chuy6n

so
vdo ltro luu tril theo quy tlinh;
- Chuy6n k6t qu4 giei quy6t, trO so.d&r c6ng
chrlc chuy€n m6n Phdng NQi vp d0 luu theo
quy <linh;
- K6t thtc quy trinh (sau k*ri tA k6t que).

huyQn y€u cdu ttrA'm <linh lai, b6
snng hd so Qld ihto. c vdo si| vd
ddne diiu/tci si;\.

1,0 ngdyB0 phfln
MQt ola

cap nuy9n

tlinh cria Cht tich
UBND huyQn cho phdp d6i t€n
vi c6ng nhin didu le sua d6i, b6
sung cta qu!;
- Ven ban cria Cht tich UBND
huyQn lh6ng cho phdp d6i t6n vd
c6ng nhfln <tiAu 16 srla <t6i, b6
sung
-H6

cua qu!;
so trinh cria

- Van ban cua Cht tich IIBND
huyQn vA viQc y€u ciu *rarn ainl
hi,.b6 sung hd so;
- H6 so trinh cria Phdng NQi vU.

tlinh cua Chi tich
UBND huyQn cho phdp d6i t&r
vi c6ng nh,en didu le $la d6i, b6
sung cta qui;
- VAn ban cua Chl tich UBND
hgV€n vC viQc ktr6ng cho ph6p
<l6i t€n vd kh6ng c6ng nhin di6u
lQ sria d6i, b6 sung cta qu};

ttr chOi giai quy6t
N

Bu6c 16

so duo. c luu t4i Phdng NQi vu theo q dinh hiQn hdnh, co:
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4. Tht tsc cdp [i gi6y ph6p thnnh I$p vi cdng nh$n ili6u $ qu]
- Md TTHC: 1.013027;

60 ldm ke ru <hl hd so- Thdi

Bi6u m6u, k6t quiNQi dung c6ng viQc thgc hi$n6n budc Tr6ch nhiQm
rh

Donvi
th

Bu&c
fi]

cta qu};
sinh trong qu6 trinh giii quy6t;

so oa nhan
taiH6 so' liQu

riSt

Thli gianBi6u mdu, k5t qunDon vi
thuc hiOn

Bur6,c

thuc hi€n
so vd he. n tr6nhan

somau I0theo
cta quy

NQi dung cdng viQc thgc hiQn

2
c_hua hqp lQ;

t6 chrlc Phi€u
thiQn so;

duso chua ho&a)
ca nheq

h6

: Phi6u y6u aAu b6 sung, hoan
thitu h6 so theo miu s6 02.

0,5 ngiy

ti6p

- Kt5t thric trinh.

quy6t tr6 so theo m6u
hr nhfn gini

s6 ol.

B0 phdn
MQt crla

c6p huy-Cn

Bu6c I

Tr{ch nhi$m

C6ng chr?c

mQt crla
PhdngNOi w

TGn
th th

nhan
h6 so

3,0 ngdy- DU thio v5n ban gti
co quan li€n quan;
- Hr5 so cia qu9.

lay y KlenTham
mlru

vdn b6n

C6ng chtlc
chuyOn m6n

PhdneNOi w

- Tham muu v6n ban gui
quan;
hd so trinh d6n LAnh

cotso
1i€nquan

Phdng NQi
vu

Bttbc2
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rh
Dol vi Bur6,c

thuc hiOn
TGn budc
thuc hi6n

Trich nhiQm
thuc hi0n

NQi dung c6ng viQc thqc hiQn

NOi vu (Bu6c 3).

tra so trinh;
- Kf duyQt vdn ban gni iiy ! kiiSn co quan
li€n quan;
- Chuy6n h6 so tl6n c6ng chrlc chuy6n m6n

v6i Ven thu vdo
vdn bdn grli 6y f co quan

4

ddu
li€n quan;
- cti hd so d6n co li6n

Bi6u miu, k6t qui

2,0ngiry

1,0 ngny

sui tiy
V ki€n

Budc 3 K), 
.

duyQt h6
so gui
r6'v!
kiiin

Ldnh tleo
Phdng NQi vrr

- VAn ban gti
li6n quan (dd dtqc LAnh deo
Phdng bD;
- Hd so cua qu!.

VAn bdn gti

co quan

qtan (dd dtro.c
airy sii);

clla

li6n
ilong
-Hd s0

Budc 4

Busc 5

crli h6
sol6y !

ki6n

Cdng chuc
chuy€n m6n

Phdng NQi 4r

Co quan
<luqc gui
lay y Klen

Grri \,
Klen ve
Phdng
NOi vu

Co quan tlugc
gui lAy f kiOn

- Ph6i hqp tham dinh h6 so d6i v6i nQi dung
<luo. c dE nghi;
- Griri vnn ban d6n Phdng NQi vs @udc 6).

- Van ban y ki6n d6i v6i nQi
dung tlugc. tlO ng[ @d ihto. c vdo
s6 vd h!, s6);
- HO so <tinh kdm fuiiu c6\.

14,0 ngdy

Phdng NQi

w
Budc 6

BudcT

Tiep
nhan

vin ban

s6p V

C6ng chuc
mot cta

Phdng NOi vu

nhfln vnn ban g6p j tir

Cdng chrlc (t)

co quan dugc

chuy6n m6n
Phdng NQi vs

grli ki6n;

- Tham muu vin bin hinh Cht tich UBND
huy-6n c6p hi ci6y phep thanh lip vi c6ng
nhfln <tiEu lQ q,g (dinh lcDm dt thao quydt
dinh);
- Chuydn h6 so trinh d6n Lanh dqo Phdng
N$i vu @uoc 8).

h6 so diSn c6ng chr?c chuy0n m6n

so dri ki-6n giai

- Ven ben <linh cua co quan 1,0 ngiy
li6n quan;
- H6 so tlinh kdm @Au c6).

T6ng
hqp,
thAm

dinh hd
so

- DU thdo vln ban trinh Chri tich
UBirrD huypn c6p fui Giriy phfu
thenh Qp vd c6ng nhin di6u lQ

quy;
- DU th6o quy6t ai*r cria Chri
tich UBND huyQn c6p gi Gi6y
phdp thnnh $p vd c6ng nhfn
di6u lQ qu!; .
- Ven ban them dinh crla co quan
li€n quan;
- H6 so cria qu9.

20,0 ngiy
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Don vi
thuc hiGn

Bufc
thuc hiGn

TOn budc
thuc hiOn

Trich nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hiQn

Q) so chua dt kiQn glal
Tham mlru vin ban dd nghi qu! sung,

hoan thiQn hd so;
- Chuy6n hd so trinh d5n Ldnh d4o Phdng

(3) so kh6ng chi ki€n ei6i
Tham mtru van ban ra h6 so cho qu! @Au

rd li do tir
- ituv6"

cn6i siai quyi1D;

h6 so trlnh den Lenh dao Phdng

Bi6u mdu, k6t qui Thli gian

Du thdo van ban nghi
sung, hodn thiQn hd so;
- VAn ban
Ii€n quan;

ftAm dinh cua co quan

- HO so crla
DU thdo th6ng b6o tir gi6i

quy6t trd so;
Ven bam tAm Ainfr cria co quan

li6n quan;
- Hd so cua

Buoc 8 K), .
duy-6t h6

so

LEnh <lao

PhdngNQi 4r
(1) so dri kiQn giii - Ven ban tuinh Cht tich UBND

huyQn c6p hi Gi6y. phdp thanh
lfp vd c6ng nhfn tli6u lQ qu! (dA

duqc LAnh dqo Phdrg lE);
- Du thdo quyet dinh cua Chit
tich UBND huyQn c6p lei Gi6y
ph6p thnnh $p vd c6ng nhfn
didu lQ qu9;
- VAn ban thAm ilinh cua co quan

li6n quan;

2,0ngiry
- Kf duy€t ve" Fn trinh Chti tich UBND
huyQn cAp lai GiAy ph6p thanh l$p vn c6ng
nhfln <tiAu lQ qtg (d{nh kin dtt thdo quyAt

dinh);
- Chuy6n h6 so <t6n c6ng chrlc chuy6n m6n
PhdngN0i vu (Budc 9).

- H6 so cua

Q) s0 chua dt kiQn gini Vdn ban nchi sung, hodn
Ldnh dqoKi duyQt v6n

thi€n h6 so;
bnn da nghi qu9 sung, thiQn h6 so \da atqc

hoan Phdng bi,);
- VAn ben thim dinh cua- Chuy6n h6 so d6n c6ng chrlc chuy6n m6n

Phdng NOi vu (Budc 9).

cd quan

li6n quan;
- H6 so cta

kiQn gini Th6ng b6o tt gini(3) so kh6ng du
Ki h6 ss (da &tqc Ldnh dqo Phdng

do
ban tre hd socho qu! (nAu16
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Eon vi
thuc hi0n

Buritc
thuc hi6n

TOn bufc
thuc hi6n

Trdch nhiQm
thuc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thli giar

so c6ng chrlc chuy€n m6n - VAn ban dinh cua co quan
Phdng NQi v.u @uoc 9). li6n quan;

- H6 so cria
C6ng chrlc

chuy€n m6n
Phdng NQi vu

- Ven ban trinh Cht tich UBND
huyQn cAp fui Gi6y ph6p thnnh
l{p vd c6ng nhin di6u lQ q8 @d
cfuqc vdo s6 vd il6ng d,irr/bi siil;
- Du thio quy6t Cinfr cua Chrl
tich UBND huyQn c6p hi Gi6y

UBND huyQn @udc 10). phdp thanh l$p vi c6ng nhQn
<li6u lQ qu!;
- Ven ben thArn <linh cua co quan
li6n quan;
- H6 so cria

Q) so chua &i kiQn
vao

glal
so

Ven bAn nchi sung, hoan
vao so ya- Ph6i

oarvEy
hqp voi Vin thu
s6 diil voi vtrn ban

va tt6ng
sung,

thien hd so
ai"ftY

\aa atqc
s6.<td nghi b6 d6ng

hodn thi-6n h6 so;
- Chuy6n h6 so itiin c6ng chric mQt crla
PhdngNQi 4r @udc 1);
- Sau l*ri ti6p nhfln hO so b6 sung tU c6 nhen,
t6 chrlc, c6ng chrlc mQt crla Phdng NQi vg
chuy6n h6 so d6n c6ng chrlc chuy6n m6n
Phdng NQi vu <t6 ti6p 4rc giAi quy6t theo quy

(3 so kh6ng dt - Th6ng b6o tu,}.no so lcla dtqc
aii*is6;
- Hd so crla qu!.

hqp voi
s6 a6i voi

Vdn thu
th6ng b6o

d6ng
quy6t

vctt) vd ddng
ddu/hi
h6 so;

tt ch6i giei

h6 so d6n chric crla

Bu6c 9 Hoan
thiQn hd
so trinh
Chi tich
UBND
huyQn

1,0 ngdy
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Don vi Buritc TGn budc
thuc hiGn

Trich nhiQm
thuc hiGn

NQi dung cdng viQc thgc hiQn Bi6u miu, k6t qui fhiri giar

N udc I
so trinh cria Phdng NQi vu,

g6m:
+ Ven ban tinh Cht tich IIBND
huyQn c6p fui Gi6y phdp thnnh
lfp vi c6ng nhfln tli6u lQ qu!;
+ Du thio quy6t einl cua Chri
tish UBND huyQn cip lai GinY
phdp thnnh Qp vd c6ng nhfn
di€u l0 qu9;
+ Ven ban th,am dinh cia co
quarl
+H6

li6n quan;
so cta

1,0 ngiyVEn phdng
IDNDvd

UBND
huy-6n" Chri
tichuBND

huyQn

Bu6c 10 TiCp.
nhan h6
so hinh
Chri tich
UBND
huyQn

C6ng chrlc
duo. c phin

s6.ng ti6p nhan
h6 so crla Vdn
phdng IDND

viUBND
huyQn

tm so;
so oen cong chric chuy6n m6n

so cta Vinilugc phin c6ng thAm tra no
phdng HDND ve LJBND huyQn @uoc l l).

(1)N voi so tinh cua Phdng
NQi vu:
- B6o c6o, dA xuit x6t duyQt h6 so tinh cria

Phdng NOi vu;
- Chuy6n hd so trinh d6n Lenh dao Vnn
phdng TIDND vd UBND huyQn xdt duYQt

@uoc 12).

Budc 1l I nam
ta,

tham
muu
CiALi

quy6t tr6
so

C6ng chuc
chuyCn m6n
ttugc phAn

c6ng thAm tra
h6 so qla Vdn
phdng IDND

vi IIBND
huyQn

so trinh cua Phdng NQi vu,
Igom:

+ VAn ban trinh Chi tich UBND
huyQn c6p [i Gi6y ph6p thdnh

lfp vA c6ng nhfn di6u l9 quF;
+ Drr thdo quyet di+ cua Cht
tich'UBND 

-huyen 
cAp fui Gi6y

phdp thinh lfp vd c6ng nhfn
oleu re quy;
+ Vdn ban thAm dinh cria co
quan li€n quan;

--l+ HO sO ctul quy.
- Vdn ban b6o c6o, d€ xu6t gi6i

8,0 ngiy

(2) kfi6ng nh6t voi h6 so tinh cua
Phdng NQi
- 86o c6o,

vu:
CA xu6t ta h6 so ttd nghi Phdng

so tinh cria Phdng NQi vu,
Igom:

+ Ven ban tinh Chti UBND
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Don vi
thuc hiGn

Bu0c
thuc hiGn

TOn bufc
thuc hi€n

Tr{ch nhiQn
thsc hi6n

NQi dung cdng viQc thgc hiQn Bi6u miu, k6t quA

NOi vu
chtii;

<linh lai, so ho{c ttr huy€n
lSp vi

lai ph6p thnnhsung
c6ng nhfln lQ qui;

Chuy6n h6 so trinh tttin Lanh tl4o Van + Vdn ban thAm
quan 1i6n quan;
+ Hd so cua qu!.

ilinh qla co
phdng IDND vi UBND huyQn xdt duyQt

@u6c 12).

- Vin ben b6o c6o, Ad xuAt ttrirn
<tinh lai, b6 sung h6 so, tir chtii

Budc 12 Xdt
duyQt h6

so

Ldnh d4o VEn
phdng IDND

viUBND
huyQn

(l) N vdi so hinh cta Phdng
NOi vu:
- Xdt duyQt b6o c6o, dA xu6t tcy duyQt hO so
tinh cua PhdngNOi vU;
- Chuydn h6 so tinh d6n Lenh dao UBND
huyQn @u6c l3).

- [16 so tinh cua Phdng NQi 4r,
g6m:
+ Van ban trinh Cht dch IIBND
huy-6n c6p hi Gi6y phdp thanh
l$p vd c6ng nhfn di6u lQ quS;
+ Dr,r thdo quy6t ei*r cua Chri
tich UBND huyQn cAp lei GiAy
phdp thdnh lflp vd c6ng nhSn
<li6u lQ qu};
+ Van ban thArn dinh cua co
quan li6n quan;
+ H6 so cua qu!.
- Van ben b6o c6o, dd xuAt giei
quy6t.

2,0 ngiry

(2) N€u kh6ng th6ng nhAt voi h6 so trinh ctra
Phdng NOi w:
- Xdt duyQt b6o c6o, de xuat tA hO so d6 nghf
Phdng NQi w thAm dinh l+r, bd sung h6 so
hoic tir chSi;
- Chuydn h6 so tinh d6n LAnh tt4o UBND
huyQn @u6c 13).

- 
|16 

so trinh crla Phdng NQi vs,
gom:
+ Van ban trinh CFi tich UBND
huyQn cdp lai Gidy phtip thnnh
lfp vd c6ng nh6n di6u lQ qu!;
+ Ven ban ttrAm dinh cua co
quan li€n quan;
+ H6 so cia qu!.
- VIn ban b6o c6o, dA xu6t thAm
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Don v!
thuc hiOn

Bufc
thuc hi€n

TGn bufc
thuc hi6n

Tnich nhiQm
thuc hiGn

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui Thiri gian

Ky
duyC.t h6

so

Lenh d4o
UBND huyQn

(1)N v6i so tinh cta Phdng
NOiw:
- Kf ban hanh quyi5t ttp{ c6p l4i Gi6y phdp

thinh lflp vd c6ng nhfln diOu lQ qu!;
- Chu#n k6t qui giii quy& A6n Van ttru
UBND udc I
(2) kh6ng voi so tinh cta
PhdngNOi vu:
- Kjban hdnh v6n ban kh6ng c6p fui Gi6y
ph6p thnnh l{p vn kh6ng c6ng nhin di€u lQ

quy;
- Chuy6n t6t qua giai quyiSt d6n Vdn thu
IIBND huyQn (Budc 14).

dinh lfl, sung so, tir
giAi

Bu6c 13 dinh cua Chri tich
UBND huyQn

thAnh l{p ve

I
cap

c6ng

. . ^.4B1 L,lay pnep
r..l r ^nnan oreu rE

qa! @A duqc Ldnh dqo UBND
huypn hi,);
- H6 so trinh cta N

2,5 ngty

- V[n ban cua Chir tich 1JBND
huy€n ltr6ng c6p hi Gi6Y PhrSP

thnnh hp vi kh6ng c6ng nhfn
di6u lQ qu! (dd dwc Ldnh dso
UBND huyQn bj,);
- VAn ban cua Chrl tich UBND
huy€n vd viQc y6u cAu ttrAm ai*r
lai, bd sung h6 so (dd dtq c Ldnh
dqoUBNDhuy€n W);
- Hd so trinh cua N

1,0 ngiyBu6c 14 vao so,

<l6ng

96.,/{'
s6 va tre
#t qu,a

giAi
quy6trnd

so

VEnthu
UBND huyQn

tre qui gi6i ben tra
so B0 ph4n MOt cta clp huyQn (c6ng

chric mQt crla cria Phdng NQi vg) (Buoc 15).

- VIn ban cria Cht tich UBND
huyQn vd viQc kh6ng c6p l4i
GiAy phrrp thenh Bp vd kh6ng
c6ng nhfn <ti€u lQ qu! (dd Aryc
vdo s6 vd ddng ddu/b! sA);

cua Cht tich UBNDVen ban
cAu thAm b6
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Don vi
thuc hi€n

Bufc
thuc hiGn

TGn bufc
thuc hi6n

Tr6ch nhiQm
thuc hi6n

N{i dung c6ng viQc thgc hipn Bi6u miu, k6t qui Thtri giar

sung h6 so (da cfuo. c vdo s6 vd
diiu/hi s6.

B0 phin
MOt crla

c6p huyQn

Bu6c 15 I rep
nhin k6t
quA giii
quy6vnd

so

C6ng chr?c

mQt crla
Phdng NQi vlr

<linh cta Chri tich
UBND huyQn c6p
thanh pp vd c6ng

I . ^.tlar ulay pnep
nhAn tli6u 16

quy;
VAn ben cua Cht tich IIBND

huyQn kh6ng c6p Qi Gi6y phdp
ld6ng c6ng nhin

qun @udc 16).
thenh
di6u lQ

lfp vi
quy;

Hd so trinh cria N

1,0 ngiy

qui li vdn bAn
h6 so:

nghi dinh - VAn ban cua Chrl tlch UBND
huy-On vA viQc y6u ciu tlAm a6fr
hi, b6 sung hd so;
- H6 so tinh crla Phdng NQi vg.

vln bin cria Cht tich UBND tinh
ciu tmrn dinh lai, b6 sung hd so;

vln ban tliin c6ng chrlc chuy€n m6n
2) ti6p tpc tham muuPhdng NOi w @u6c

theo
vao theo d6i nh6n s tlinh qla Chin tich
ry s5 h6 sq k6t qua glal va cnuyen UBND huyQn

thdnh lfp vd
quy;

c6p
c6ng

hi Gi6y phr5p

nhAn diAu levio kho luu trft theo quy dinh;
- Chuy6n t<6t qua giai quy6t, tr6
chrlc chuy€n m6n Phdng NQi vu

so oen cons
dE luu theo V[n ben cua Cht tich UBND

quy dinh;
- K6t thrlc quy trinh (sau kfii te k6t qua).

Bu6c 16 Tri k6t
qui giai
quy6t hd

so

C6ng chuc
mQt cria

Phdng NQi vU

H6 scv tlu. c luu tai Phdng NOi vp theo quy ctlnh hiQn hAnh, g6m c6:
- H6 so di ti6p nhAn cua qu9;



t57

5. Thri tgc cho ph6p qui ho4t ilQng tr& l4i sau khi bi t4m ilinh chi ho4t tlQng
- ME TTHC: 1.013028;
-Thd 60 hm k6 fir dri hd so

Bi6u m!lu, k6t quiNQi dung c6ng viQc thgc hiQnBurfc
th

TGn bufc Trfch nhiQmDom vi
th

tai sinh glarli0u trinhso, trong qu6
K6t

Thdri gianNQi dung c6ng viQc thqrc hiQn Bi6u miu, k6t quiTrich nhiQm
th

Dou t
ttruc hi6n

-len
rh

Budc
th

nhan so vi hgn tri
k6t qua theo mdu
- H6 so cua qu!.

sii o t;- Ki6m tra, srl dung dt liQu cln cuoc c6ng
ddn d6 ki6m tra th6ng tin nguoi nQp h6 so;
- Cip nhflt th6ng tin c6 nhin, t6 chrlc viro

PhAnmdm;
- Ti6p n}.rAn, in ve gui Gi6y ti6p ntr4n hd so va
he.n fia k€t qua;
- Quet (scan), tci sti ma*r plan nO so;
- Chuy6n h6 so d6n c6ng chrlc chuyEn m6n
Phdng NOi vu (Bu6c 2).

(1)N s0 dt vn hqp lQ:

(2) chuahqp lQ:

t6 chrlc Phi6u
so;

chua dtiso hoEc sung, hodn
sri oz.thi€n

y6u
theo mEuno so

0,5 ngiy

3,0 ngiy

quy6t trO so theo mdu
nh4n gi6i

s6 ol.
tir

ti6p

B0 phdn
MOt cta

cap nuy9n

Bu6c I r lep
nhan
h6 so

C6ng chtlc
mQt cta

Phdng NOi vu

- Du thio vdn ban grli
co quan li€n quan;

- HO so cua qu9.

lay y Klen- Tham muu ven briln gti
quSu
h6 so trinh d6n Ldnh

co!so
li€nquan

Phdng NQi
vu

Bu6c 2 Tham
mlru

vdn bAn

C6ng chtc
chuy&r m6n

Phdne NOi vu
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Dol vi
thuc hiOn

Bur5,c

thuc hi0n
TGn Trdch nhiQm

NQi dung c6ng viQc thgc hiQn Bi6u rnAu, k6t quAth th
gtn NQi q @u6c 3).

. .,
kren
K), .

duyQt h6
Ldnh dao

Phdng NQi vU

tra so tinh; - VAn ban gti ! co quan 2,0 ngdy

so gui
layy
ki6n

- Kf duyQt vin ban grli 6y y ki6n co quan
li6n quan;
- Chuy6n h6 so d6n c6ng chrlc chuy6n m6n

li6n quan (dd dqc Ldnh dqo
Phdng b!);
- H6 so cua qu!.

4
cui C6ng chric v6i Ven thu vdo VIn ban gul 1,0 ngdy
so 6y

ki6n
! chuy€n mon dAu van bam eti Lay ! co quan li€n quan (dd drqc

diiu/\ci sii)iPhdng N0i vu li€n quan;
- Gui hd so

d6ng
-H6-tden co li6n so cta

Gti ),
kiiSn vA

Phdng

Co quar duo. c
gti 6y j ki6n

dinh voi nQi dung

@udc 6).

- Ven ban ),
dung dugc dd
sii vd hj si$;

vor nQr 14,0 ngiyso
dugc n$ti (dd ttuqc vdo
cui vln ban tltin Phdng N0i vu

- H6 so tlinh kdm
C6ng chtc nhAn v[n bAn c6p ! tt co quan ttugc - V[nben dinh cua co quan 1,0 ngdy

nhan m0t cua gui ki6n; li€n quan;
- Hd so dinh kdm (niiu cd).vin ban Phdng N9l W no so den cong chrlc chuy6n mOn

N udc
C6ng chuc (1) so dt kiQn gini - DU thio vdn bAn trinh Chri tiph

UBND huyQn cho ph6p qu! ho4t
dQng trd lai sau khi bi Cm dinh
chi c6 thdi h4n ho4t <lQng;

- DU thdo quy6t tlinh cua Chrl
flch UBND huyQn cho phdp qu!
ho4t tlQng td lpi sau khi bi tpm
dtnh chi c6 thbi h4n ho4t tlQng;
- Ven ben thArn dinh cua co quan

,0
hgp,
thArn

chuyOn mdn - Tham muu v6n brfur trinh Chti tich UBND
huyQn cho phdp qu! hoet tlQng t0 lai sau khi
bi t4m dinh chi c6 thoi han hoat dQng (dinh
lcim dsthdo quydt dinh);
- ChuyAn hO so trinh d6n LEnh <l4o Phdng
NQi vu @u6c 8).

Phdng NOi w
dinh h6

so

li6n quan;
- H6 so cria

Buoc 3

Bu6c 4

Co quan
<luo. c grli
lay y Klen

Budc 5

Phdng NQi
vu

Buoc 6

Budc 7
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Don vi
thrrc hiOn

Bufc
thuc hi0n

TGn bufc
thuc hiOn

Trdch nhiQm
NQi dung c6ng viQc thgc hiQn Bi6u mllu, k5t qui

th
Q) so chua dri ki0n gru Du th6o van ban nghi

Tham muu van ban oe nghi quy sung, sung, hoin thiQn ho so;

hoan thi€n hd so;
- Chuy6n h6 so uinh d6n Lenh <tpo Phdng

VAn ban tham dinh crla cd quan

udc 8
1i0n quan;
- H6 so cua
- Du thio th6ng b6o ttt giei(3) N so kh6ng du kiQn giei

Tham mrnr vdn bdn tla h6 so cho quy (neu quy6t trd so;.
- Ven ban tham dinh cua co quanrd fi, do.tb

- Chuy&t
cn& giai quyiitl;
h6 so trinh d&r Lenh d+o Phdng li6n quan;

- H6 so cuaN u6c
Ldnh d4o

PhdngNQi vs
(t) so dri kiQn giAi - Ven ban tinh Cht tich UBND

huyQn cho phdp qu! ho4t dQng

trd lai sau khi bi tam dinh chi c6

thdi han hoat dong (ilii duo.c

Ldnh dqo Phdng b!,);

- Du thio quy6t ainh cria Chri
tich UBND huyQn cho Ph6P qu!
hoat d0ng td l4i sau khi bi t4m
ttinh chi c6 thdi han hoat d0ng;

- Ven ban thAm <lffi cua co quan

2,0ngiry
- Kf duy-6t vdn ban tinh Chri dch IJBND
huyQn cho phdp qu! hoat dQng rd lai sau khi
bi tam dinh chi c6 thoi hen hoet dQng (d{nh

kim d$ thdo quyiit dinh);
- Chuydn h6 so d6n c6ng chrlc chuyEn m6n
Phdng NQi 4t @u6c 9).

li6n quan;
- Hd so crla

(2) so chua &i kiQn gru Vnn ban nchi sung, hoin

K), duyQt vEn
thiQn h6 so;

ban dd nghi quy sung, thiQn h6 so (dd dto. c Ldnh dqo

hoan Phdns W);
- Vln ban th6mChuy6n h6 so oen c6ng chtc chuy€n m6n dinh cua co quan

Phdng N0i vu (Budc 9). li€n quaul;

H6 so cria

Th6ng ttrso kh6ng dt kiQn
P

(3)
van ban tri hd so cho

Crei
neu ro h6 so

b6o
Ldnh

glal

Bu6c 8 K), .
duyQt h6

so
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Eon vi
thuc hi€n

Burfc
th

TGn bufc
thuc hiGn

Trdch nhiQm
thuc hiGn

NQi dung c6ng viQc tlgc hi$n Bi6u m6u, k6t qui ifi
li do ti ch6i gidi quyiit);
- Chuy6n h6 so d6n c6ng chtc chuy6n m6n
Phdng NQi vu (Budc 9).

td;
- VAn ben thAm dinh cua co quan
li6n quan;
- HO so cria quV.

Bu6c 9 Hoin
thiQn h6
so trinh
Chri tich
I]BND
huyQn

C6ng chuc
chuy6n m6n

PhdngNOi vU

(1 so du kiQn ci6i
vd tl6ng
Cht ticha6u*y

UBND huyQn cho ph6p qu! ho4t dQng t& lar
sau khi bi tam <linh chi c6 thdi h4n ho4t <lQng;

- Chuy6n h6 so <t6n Vln phdng IDND ve
UBND huyQn @u6c l0).

- Ven ban binh Cht tich tiBND
huy?n cho ph6p qu! ho4t dQng
trd l4i sau khi bi tem dinh chi c6
thdi hen ho4t tlQng (ild tfuo. c vdo
si5 vd d6ng diiu/tc! s$;
- DU thio quy6t tlinh cua Chri
tich UBND huy€n cho ph6p qui
hoqt dQng trd l4i sau khi bi tem
ttinh chi c6 thoi h4n ho4t dQng;
- Vtu ban thfun <linh cria co quan
liOn quan;
- H6 so cta

1,0 ngiy

chua du kiQn
vio

eiT
s6

so
hgp.vdi Vdn thu
so ool vol van Dan

vA tl6ng
sung,aiu*y dA nehi b6

hoAn thiQn
- Chuyih

h6 so;
h6 so di5n c6ng chrlc mQt crla

Phdng NQi vu @udc l);
- Sau khi ti6p nhfln h6 so b6 sung tt c6 nhdn,
t6 chuc, q6ng chlc mQt crla Phdng NQi vU
chuy6n h6 so den c6ng chrtc chuy6n m6n
Phdng NQi vp dA tiep tsc giii quy6t theo quy

- VIn ban <t€ nghi b6 sung, hoin
thiQn h6 so (dti ttuqc vdo sii vd
ddns&iWsir.

(3) so tfidng thi kiQn
thu vaoPh6i hqp vdi

,, - !..so col vol
VAn

b6o tu chtii
vcto vd d6ng
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Don vi
thuc hi€n

Budc
thuc hiGn

TOn bufc
thuc hiOn

Tr6ch nhiQm
thuc hiOn

NQi dung c6ng viQc thqc hiQn Bi6u miu, k6t qui Thtri giar

C6ng chrlc
nhAn du-o. c
so trinh
Chri tich
UBND
huy-0n

so cua
phdng IDND

vdUBND
huyQn

h6 so;
- Chuy&r h6 so d6n c6ng chrlc m6J crla
Phdne NOi vu (Bu6c l5).

so cua qu!.

nhAn, tra so; so trinh cua Phdng NOi vu,

h6 so cen cong chric chuy6n m6n
so cria VEn

g6m:
+ VAn ban trinh Chi tch UBND
huyQn cho ph6p qu! hoat tl0ng
t0 lei sau khi bi t4m dinh chi c6

thdi han hoat <l0ng;
+ Du thAo quy6t dinh cua Chi
dch IIBND huyQn cho phdP qui
hoat dOng trd l?i sau khi bi tam
tlinh chi c6 thoi han hoat d0ng;
+ VAn ban thAm dinh cria co

tlugc ph6n c6ng thAm tra h6
phdng HDND viUBND huyQn (Bu6c 11).

qua{
+H6

Ii€n quan;
so cua

(l) voi so trinh crla Phdng so trinh crla Phdng NQi vu,

NOi vu:
- B6o c6o, <Id xrrlt x6t duyQt h6 so trinh cria

Phdng NOi vu;
- Chuy6n h6 so trinh ddn Ldnh dao Vrn
phdng HDND vi UBND huYQn xdt duY-Ot

@uoc l2).

gdm:
+ Ven ban trinh Cht tich UBND
huyQn cho phdp qu! hoat dQng

td lai sau khi bi tam dinh chi c6

thdi hcn hoet d0ng;
+ Du thao quy6t aidr cua Cht
tich IJBND huyQn cho PhdP qui
hoet d0ng trd lgi sau khi bi tam
ttinh chi c6 thdi han hoat dOng;
+ Ven ban thim tlinh cta co
quan li€n quan;
+ H6 so cua qu!.
- Vdn ban b6o c6o, d€ xuAt giai

1,0 ngiy

8,0 ngiy

Vdnphdng
IDNDvd

UBND
huyQn, Chri
tichUBND

huyQn

Bu6c l0

Bu6c 11

ta,
tham
muu
giAi

quy6t tr6
so

C6ng chtrc
chuy6n m6n
clugc p,hdn

c6ng t}6m tra
h6 so cria Vdn
phdng HDND

vi IIBND
huyQn
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Don vi
thuc hi0n

Budc
thuc hiOn

Gn bufc Trich nhiQm
NQi dung c6ng viQc thgc hiQnrh th

a) kh6ng voi so trlnh cria
PhdngNQi vs:
- 86o c6o, Cd xu6t m hd so dd nghi Phdng
NQi vU tham dinh I+1, b6 sung hd so ho{c tir
cht5i;
- Chuy6n hd so trinh d6n Lanh dao Vin
phdng TIDND vd UBND huyQn x6t duyft
(Buoc l2).

Bi6u m6u, k6t qui

so trinh cta Phdng NQi vU,:gom:
+ Vdn ban tinh Chri tich UBND
huyQn cho ph6p qu! ho4t tlQng
td lAi sau khi bi t?m tlinh chi c6
thdi han ho4t
+ Ven bAn

tlQng;
thArn finh cria co

quan li€n quan;
+ H6 so cta qu!.
- VAn ben b6o c6o, Cd xu6t AAm
dinh lai, b6 sung h6 so, tir chtii

Bubc 12 Xet
duyQt hd

so

L6nh <l4o Vdn
phdng IDND

viUBND
huyQn

(1)N v6i so trinh crla Phdng so tinh cua Phdng NQi vU,
NOi vu:
- Xdt duyQt b6o c6o, Ci5 xuAt ty duyQt hO so
trinh cua Phdng NOi vu;
- ChuyiSn hd so tinh diin LAnh dao UBND
huyQn @u6c l3).

gom:
+ Van ben finh Cht tich IIBND
huyQn cho ph6p qu! ho4t ilQng
hd l4i sau ltri bi tem dinh chi c6
thoi h4n hoat tlQng;
+ Dtr thao quy6t e6ir cua Chri
tich IIBND huyQn cho phep quy
ho4t <lQng trd lpi sau khi bi t4m
tlinh chi c6 thli hen ho?t dQng;
+ Ven ban ttrAm dinh cria co
quan liOn quan;
+ H6 so cua qu!.
- Ven ban b6o c6o, dA xu6t gi6i

2,0ngdy

(2) N6u ltr6ng th6ng nh6t vdi h6 so tinh cua
Phdng NQi q:
- Xdt duyQt b6o c6o, itd xu,lt trd h6 so tI6 nghi
Phdne NOi vu thAm dinh lai. b6 sune hd so

- |16 so tinh cua Phdng NQi vU,
g6m:
+ VEn ban tinh Chi tich UBND
huy6n cho phdp quV hoat d6ns
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Don vi
thuc hi0n

Budc
thgc hi$n

TOn bufc
thuc hiGn

Trdch nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hiPn Bi6u mAu, k5t qufl Thli gian

so trinh tti5n Lanh d4o UBND
huyQn @udc l3).

td lei sau khi bi tam dinh chi c6

thdri han hoat tlOng;
+ VAn ban ttrAm dinh cria co
quan li€n quan;
+ H6 so cta qu!.
- Ven ban b6o c6o, dd xu6t thAm

dinh lai, b6 sung hd so, tt ch6i

itinh cna Chi dch
UBND huyQn cho Ph6P qu! ho4t

tlQng trd l4i sau khi bi tam dinh
chi c6 thoi han hoat dQng @A
ifuo. c Ldnh dqo UBND huYAn

W);.
- H6 so tinh cria

2,5 rgiryBudc 13 K), .
duyQt h6

so

LAnh <lao

UBND huyQn
(1)N v6i so trinh cria Phdng

NOi vu:
- Kj ban hanh quy6t <tlnh cho ph6p quf ho4t

d0ne td l4i sau khi bi tem dinh chi c6 thoi
han hoat dOng;
- Chuy6n tdt qua giAi quytit tt6n Ven thu
UBND l4
(2) kfiOng v6i hd so tinh cua

Phdng NOi vu:
- Kf ban hinh vdn bAn kh6ng cho ph6p qui
ho4t dQng td l4i sau khi bi tam tlinh chi c6

thoi han hoet tl0ng;
- Chuydn k6t qG giii quy6t a6n ven ttru
UBND huyQn @uoc l4).

- Ven ban cua Cht tich I]BND
huyQn kh6ng cho Ph6P quY hoat

ilQng trd lpi sau khi bi t4m dinh
chi c6 thdi han hoat dQng (dti
ttuqc Ldnh dqo UBND huY€n

til;
- VEn ban cta Chri tich UBND
huyQn vE viQc y€u cdu ttrAm ainn

hi, b6 sung hi) so (dd tugc Ltuh
dqo UBND huYQn bi');
- Hd so trinh cua

rlinh cria Chri tich
UBND huy-€n cho Ph6P quf ho4t

dOng trd lai sau khi bi t4m dinh
chi c6 th&i

1,0 ngiyBu6c 14 Vdo s6,
d6ng
aLu*y

sO vA tre

Vinthu
UBND huyQn

fra qud giii ben tre
so B0 phin MQt cta d6p huyQn (c6ng

chrtc mQt crta crla Phdng NOi vu) @udc l5).
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Don v!
thuc hi6n

Burfc
thuc hiGn

TGn buri'c
thuc hiOn

Trdch nhiQm
thuc hiOn

NQi dung c6ng viQc thgc hi$n Bi6u miu, k6t quA IhM gian

k6t qui
eiai

quy6t/h6
so

drqc vdo s6 vd tl6ng diin/hi siil;
- VIn ban cua Chri tich UBND
huy-6n vA viQc kh6ng cho phdp
qu! ho4t <lQng trd l4i sau khi bi
t4m dinh chi c6 thdi hqn ho4t
d6._ng @A dtqc vdo sii vd ddng*i*i s6;
- VIn ben cria Chrl tich UBND
huyQn y6u cAu thAm dinh l?i, b6
sung h6 so (ild itno. c vdo sii vd
ddns diiu/lc,i sii).

B0 ph{n
MQt cta

c6p huyQn

Bu6c 15

Budc 16

Tiep
nhan k6t
qua gi4i
quy6vtrd

so

C6ng chric
mQt cta

PhdngNQi 4r

(1) N6u k6t qun ln quy6t A6h cho phdp qui
hoat dQng td l4i sau khi b! t4m tlinh chi c6
thdi han ho4t tlQng/v6n bAn ltr6ng cho phdp
qu! ho4t tlQng td l4i sau khi bi tam <linh chi
c6 thdi h4n ho4t <lQng:

- Ti6p nhfln, ki6m tu vd t6ng hqp k6t que giai
quytit h6 so;
- Chuy6n t<6t qure giai quy6t diSn buoc ti k6t
qui (Btr6c 16).

<ltnh cua Chrl tich

- VIn ban cua Chri tich UBND
huyQn vA viQc y€u cAu ttrAm ainn
[i,b6 sung hd so;
- H6 so tinh cta Phdng NQi 4r.

UBND huyQn cho ph6p qu! ho4t
<lQng trd l4i sau khi bi em dinh
chi c6 thdi h4n hoat <lQng;

- Vln ban cta Chri tich UBND
huyQn kh6ng cho phdp quf ho4t
dQng tro l4i sau khi bi t4m dinh
chi c6 thdi han hoqt tlQng;
Hd so tinh cua

1,0 ngiy

(2) N6u k6t qui ld vdn ban <16 nghi ttrAm dinh
hi, b6 sung h6 so:
- Ti6p nh{n vEn ban cua Chri tich UBND tinh
vd viQc.y6u cAu mq Ont lai, bti sung h6 so;
- Chuy€n v6n bin tl6n c6ng chrlc chuyCn m6n
Phdng NQi vU (Bu6c 2) ti6p tuc tham mtnr
giriLi quy6t theo quy dinh.

Tri k6t
qungiAi
quy€t h6

C6ng chrlc
mQt crla

Phdne NOi vu

- Vio s6 theo ddi ti6p nhdn h6 so;
- Kf s6 hd so, k6t qui giAi quyiSt ve chuy6n
vio kho luu trE theo quy dinh;

- Quy6t dinh crla Chri tich
UBND huyQn cho ph6p quy ho+t
d0ng tr& lai sau khi bi t4m dinh
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6. Thri tgc hgrp nhdt, s6p nhfp, chia, t6ch, mO rQng ph6m vi hogt ilQng qui
- MdTTHC: 1.013029;
- C6 02 quy trinh giAi quy6t.

6.1. euy trinh giii qryCiit,l tgc hgp nhdt, sip nhgp, chia, tich, mO rQng phgm vi ho4t tt$ng qui (trudmg hqp hAP nl6t, sap

nh$p, chia, t6ch qui)
- MEquy trinh: 1.013029-01;

Bi6u miu, k6t quiNQi dung cdng viQc thgc hiQn6n brnitc Trich nhiQm
th

Don v!
lrrl

Bu6c

chi c6 thdi han hoat d0ng;
- VEn ban cua Chi tich IIBND
huyQn v6 viQc kh6ng cho PhdP
qu! ho4t dQng trd lai sau lJri bi
t4m dinh chi co thoi h4n ho4t

gral
<IOng;

. t.choltir quytit
N

so

quy dinh;
- f6t ttruc quy trinh (sau ktri M k6t quil).

cOng
theo

qui glal
N0i

so
de luumonchrlc vuPhdngchuy€n

- Hd so de tiSp nhan cua qu!;
- H6 sq tei fieu ph6t sinh trong qu6 trlnh giai quyiSt;

coso ttugc luu tei Phdng NOi vU theo quy dinh hiQn hAnh,

- KCt

- Thoi 60 Dm ke flr ttri h6 so

Bi6u miu, k6t qui ho"N$i dung c6ng vi$c thgc hi$nTr6ch nhiQm
thuc hiGn
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Don v!
th

B0 ph6n
MQt cta

cap nuy9n

Bufc
thuc hi€n

TGn bufc
thuc hi0n

Trdch nhiQm

Cdng chric
mQt cta

PhdngNQi vp

NQi dung c6ng vi$c thgc hiQn Bi6u m6u, k6t qui
Bu6c 1 r lep

nhAn
hd so

( so dri vi hqp lQ:

dt liQu cin cu6c
nh$n so vd he. n tri

01;ta, st dgng cOng theo miu
cta qu!.

so
dan dAki6m
- Cflp nhit
Ph6n mAm;

ta th6ng tin nguoi
th6ng tin c6 nhin,

,"f
t6

no so;
chric vdo

- Ti6p nh{n, in vn gi Gi6y titip nh{n hd so vd
hgn tri ktit qua;
- Qudt (scan), toii s6 ma*r phan 16 so;
- Chuy6n h6 so d6n c6ng chrlc chuy€n m6n

2

0,5 ngiy

(2) N so chua dri hotc chua hqp IQ:

t6 chrlc Phi6ucd nh6rt
thiQn h6 so;

- PhiiSu y6u cdu bd sung, hodn
thi€n hd ss theo mfiu s6 02.

(3) N6u.h6 so kh6ng ttung quy dinh:
- Tfr ch6i ti6p nhQn h6 so (n0u 16 lf do);
- kr vd grli c6 nhdn, t6 chric Phi6u tt ctrOi ti6p
nh4n gini quy6t h6 so;
- fiit thric quy trinh.

- PF6". tu chiSi ti6p $An siei
quy€t h6 so theo miu s6 03.

Phdng NQi
vu

Budc 2 Tham
mrru vdn
bAn gii

lay y Klen

C6ng chr?c

chuy6n m6n
PhdngNOi vu

LEnh dao
Phdng NOi vu

- Tham muu vdn ban gui ! - DU thao vin bin gui
co quan li€n quan;
- H6 so cua qu!.

9 3,0 ngiyso co
quan li6n quan;
- Chuy6n hd so trinh tt6n LAnh <l4o Ph6ng

u6c 3
Bu6c 3 K)7 .

duy€t hO

so gui
l'6'v!,
ki6n

tra so trinh; Vnn ban gli 2,0ngiryco qu:ul
dqoKj duy-6t vtrn bdn $n 6y ! ki6n co quan li€n quan (dd fuqc Ldnh

Phdng b!);
- H6 so cia qu!.

li6n quan;
- Chuydn hd so d6n c6ng chrtc chuy6n m6n

I 4
hqp voi Vdn thu vio VAn b6n gui yki

A6u AOi voi v6n bin hv !' co quan li6n (dd dwc
1,0 ngiyBu6c 4 Liln no

so l6y j
C6ng chuc

chuyOn m6n
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Don v! Burfc
th

TGn budc
thuc hi6n

Tnich nhiQm
NQi dung c6ng viQc thgc hiQn

rh
Bi6u miu, k6t quf,

ki6n Phdng NOi vu

Co quan dugc
eui lAy f ki6n

li€n quan;
- GrH hd so d6n co

d6ng
-H6li6n udc 5). so cia

vdi nOi dung Ven ban J
oe

v6i nOidinh so
dugc dung

,4.
so va

duo. c ryhi@d dt.oc vdo

Gri vln ben d6n Phdng NOi vu @uoc 6). tEt6;
tlo so olnn kdm neu

14,0 ngiyCo quan
d.uoc eryi
16y f ki6n

Budc 5 Gui y
kiiin vd
Phdng
NOi vu

1,0 ngiyPhdng NOi
vu

Bu6c 6 I lep
nhan

vdn ban
e6p f

COng chuc
mQt ctia

Phdng NOi w

- TiSp nhan vln ban g6p i tu co quan duo.c
,. ,t ., .t

grn ray y Klen;
- Chuy6n h6 so d6n c6ng chrlc chuy6n m6n
Phdne NOi vu (Bu6c 7).

- Ven ban dinh cua co quan

li6n quan;

- H6 so dinh kdm (niiu cd).

BubcT Tting
hqp,
fiam

dinh h6
so

C6ng chuc
chuyOn m6n

Phdng NOi vu

tt)M tr6 so ari didu kiQn giai quy€t:

- Tham muu vdn bin tinh Cht tich UBND
huyQn cho phdp hqp nhAt, s6p nhfp, chia,
Lich qu! (dinh kim &r thao quydt dinh);
- Chuydn hd so thh <t6n Lanh rt4o Phdng

NQi w @uoc 8).

- Dg th6o vdn bAn trinh Chti tich
UBND huyQn cho phdp hsP

nh6t, sdp nhfp, chia, Lich qui;
- DU thio quy6t dlnh cta Chri
tich IIBND huyQn cho PhdP hqP

nfr6t, sap nfr6p, chia, trich qu!;
- VAn ban them dinh cua co quan

Ii6n quan;
- Hd so cua
- Du thAo vdn ban
sung, hoan thiQn hd s
- VAn bAn them dinh

nghi
o;
cria co quan

li6n quan;
- Hri so cua
- DU thAo th6ng b6o tu gtal
quyiSt hd so; .
- Ven ban tham <Iinh cua co quan

li€n quan;
- Hti so cta

0

0

Q) so chua dri ki6.n giAi

Tham muu v6n ban dA nghi qu! Do sung,

hoan thi€n h6 so;
- Chuy6n hd so trinh d6n Lenh dao Phdng

(3) so kh6ng ttri kiQn giAi
- Tham muu vdn ban tA hd so cho q,t! (nAu

rd li' do tie cnih giai quYdtl;
- Chuy6n hd so trinh d6n Lanh d4o Phdng
N a

Budc 8 KV Ldnh dao I so dri - Ven ban tdnh Chtir UBND
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Don vi
thuc hi6n

Budc
thrrc hiOn

TOn bufc
thuc hi6n

Trdch nhiQm
thuc hi6n

NQi dung c6ng viQc thyc hiQn Bi6u m6u, k6t qui

huyQn cho ph6p hqp s6p
nh$p, chia, t6ch qu! (dd duo.c
ldnh dqo Phdng hi);
- Du thio quy6t Ainfr crla Chri
tich IIBND huyQn cho phdp hq'p
nhdt, s6p nhdp, chia, t6ch qui;
- Ven ben tham dinh cua co quan
1i6n quan;
- H6 so crla

duyQt h6
so

PhdngNOi vu - Kf duyQt vdn bAn trinh Cht tich UBND
huyQn cho phdp hqp nh6t, sag nhgp, chia,
t6ch quf (dinh kAm.fu tluia quyAt dinh);
- Chuy6n h6 so dfu cdng chrlc chuy6n m6n
PhdngNQi vs @udc 9).

bnn dd nghl
(2) so chua du kiQn gini
- Kj duyQt v6n
hoan thiPn h6 so;
- Chuy6n hd so

quy sung,

d6n c6ng chrtc chuy6n m6n
Phdng NQi qr (Budc 9).

VIn nchiban
(dd tuqc

- V[n ban thAm dinh cta co quan

thiQn h6 so
Phdne W);

li€n quan;
- H6 so crla

Ii6n quan;
- H6 so cta

sung, hoin
Ldnh dqo

gini
dao Phdng

w):
- VIn ban thAm dinh ctra co quzur

(3) N6u h6 so kh6ng dri di6u kiQn giii quy6t:
- Kf duy-6t vnn bAn tri hd so cho qg (nAu rd
ti do t* chiii giai quyiit);
- Chuy6n h6 so tt6n c6ng chrlc chuy6n mdn
Phdng NQi vu (Bu6c 9).

Bu6c 9 Hoan
thi€n hd
so trinh
Chri tich
UBND
huyQn

C6ng chric
chuy6n m6n

PhdngNOi vu

(1) N6u h6 so <hi di€u ki-€n gif,i quytit:
-.Ph6i hap voi Vdn thu vio si5 vi cl6ng
dltu/lry s6 d6i vdi Ven ban toinh Chri tich
UBND huyQn cho ph6p hsp nh6t, s6p nhAp,
chia, tdch qu};
- Chuy6n h6 so diin Vdn phdng IIDND vd
UBND huyQn @udc 10).

- VAn ban trinh Cht tich UBND
huyQn cho ph6p hqp nh6t, sap
nh$p,.chia, t6ch.qu! (dd dwc
vdo s6 vd dong dfu/hj, s6);
- Dtr th6o quy6t Ai*r cria Chri
tich UBND huyQn cho phdp hqp
nhdt, s6p nhflp, chia, tlch qu!;
- V[n bAn tham dinh cua co quan
li6n quan;

1,0 ngey
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Don vi
thrrc hiOn

Budc
thuc hiOn

TGn bufc
thuc hiOn

Tnflch nhiQm
th NQi dung c6ng viQc thgc hiQn

so chua iti kiQn giii
vao soh9p.v6i Vnn

s6 tl6i vdi vln
thu vd <l6ng

DO SUng,aii*Y brim <td nghi
hoan thiOn h6 so;
- Chuy6n h6 so di5n c6ng chrlc mQt ola
Phdng NQi vu @u6c 1);
- Sau khi ti6p nhan hd so b6 sung tir c6 nhdn,

t6 chrlc, c6ng chrlc mQt crla Phdng NQi vq
chuyAn h6 so d6n.c6ng chrlc chuy€n m6n
Phong NOi vu a6 ti6p tsc giii quy6t theo quy

Bi6u miu, k6t qut Thdi gian

Vdnphdng
IDNDvd

I]BND
huyQn, Cht
tichUBND

huyQn

so crla

1,0 ngiy

- Ven ban nshi sung holn
vdo so vaftiQn hd so Qld ihtsc

d,6ns diiu/ki s6.

(S) N6u hO so kfi6ng tlt tti€u kiQn giai quy6t:

- Ph6i hqp voi V[n thu vio s6 vd d6ng
d6ury s6 d6i vdi th6ng b6o ttr chtii giii quy6t
h6 so;
- Chuy€n h6 so diSn c6ng chric mQt crla
Phdne NOi w Guoc 15).

- Th6ng b6o tu ch6i gi6i quY€t

h6 so (da ifuo. c vdo s6 vd cl6ng

aihrtti s6;
--l- Ho so cul quy.

C6ng chuc tra so trinh cua Phdng NQi vp,so;
duo. c so d6n c6ng chr?c chuy6n m6n

so cria Vdn
g6m:
+ Ven ban hinh Chri tich LJBND
huyfu cho phep ho-p nh6t, sap

nh$p, chia, tich qu};
+ Du theo quyet dinh cua Cht
tich UBND huyQn cho ph6P hqP

nh6t, sAp nh6p, chia, trich qu!;
+ Ven ban thdm tlinh cua co

tluo. c phin c6ng thAm ta no
h6 so cria phdngIIDND vi I]BND huyQn @uoc 11).

phdng IDND
viUBND

huyQn

quan
+Hd

li€n quan;

so cua

1chric vdi so trinh crla so trinh cria

Bu6c 10 r lep .
nhAn h6
so trinh
Chri tich
UBND
huyQn

8,0 ngdyBudc 1l lnam
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Do:r t
thuc hi€n

Buritc
thuc hiOn

TGn budc
thuc hiGn

Tr6ch nhiQm
thuc hi6n

NQi dung c6ng vipc thqc hiQn Bi6u miu, k5t qui

+ VAn ben hinh Cht tich UBND
huyQn cho phdp hqp nh6t, s6p
nhip, chia" tach qu!;
+ Du theo quy6t dintr cua Chrl
tich UBND huyQn cho phdp hqp
nhit, s6p nhflp, chia trlch qu!;
+ Vdn ban thAm tlinh cria co

NQi vp:
- 86o c6o, dA xu6t xdt duyQt hd so trinh cta
Phdng NQi vp;
- Chuy6n hd so fftnh d6n l^anh deo V[n
phdng IDND vi UBND huyQn xdt duyQt

@uoc 12).

a)

quan li6n quan;
+ H6 so cria qu!.
- Vdn ban b6o c6o, <Id xult gini

kh6ng v6i so cta trtnh cua Phdng NQi vU,tinh so
PhdngN0i vu:
- 86o c6o, dE xu6t tra hd so d6 nghj Phdng
N$i vU thAm dinh lei, b6 sung h6 so ho{c tir
cnol;

gdm:
+ VAn
huyQn

ben finh Cht tich UBND
cho ph6p hqp nh6t, s6p

Chuydn hd sa trinh d6n Lanh deo Vdn
nhflp, chia, t6ch qu!;
+ Ven ban ttrAm dinh cua co

phdng HDND vd UBND huyQn xdt duyQt

@udc l2).
quan li6n quan;
+ H6 so cta qu!.
- Vnn ben b6o crio, eA xuAt tlAm
<linh lei, b6 sung hd sq ttr chiii

tra,
tham
mlru
giei

quy6t tr6

so

chuy6n m6n
duqc qhen

c6ng thdm tra
h6 so crla Vln
phdng IDND

vdUBND
huyQn

Budc 12 xdt
duyQt h6

s0

Ldnh <lao Vin
phdng HDND

vdUBND
huy6n

(1) N6u th6ng nh6t vdi hO so tlnh cria Phdng
NOi vu:
- X6t duyft b6o c6o, ed xudt tcy duyQt h6 so
toinh cua PhdngNQi vU 

.
- Chuy€n h6 so trinh tl6n LEnh <l4o UBND
huy€.n @uoc 13).

- ]16 so trinh cua Phdng NQi vU,
g6m:
+ VAn ban tinh Cht dch UBND
huyQn cho phep hAp nhAt, s6p
nhflp, chia, t6ch qu!;
+ Du thAo quy6t dinh cua Cht
tich UBND huyQn cho phdp hqp
nh6t, s6p nhdp, chia, t6ch quV;

2,0 rgity
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Dmvi
thuc hiOn

Bufc
thuc hi6n

TOn bufc
thuc hi6n

Trich nhiQm
thuc hiOn

NQi dung cdng viQc thgc hiQn Bi6u mdu, k5t qui Thli gian

LAnh dao
UBND huyQn

+ Ven ban tlinh cta co
quan lien quan;
+ Hd so cria qu!.
- VAn ban b6o c6o, <l€ xudt giAi

so trinh cua Phdng NQi vp,
:gom:

+ Ven ban trinh Cht tich UBND
huyQn cho phdp hgp nhet, sAP

nhfp, chi4 t6ch.qu!;
+ Van ban thdm itinh cta co
quan li0n quan;
. --l+ llo so cua quy.
- Van ban b6o c6o, de xuat tham
dinh lai, b6 sung hd sq tir ch6i

(2) kh6ng vol so trinh cta
Phdns N6i vu:
- Xdtiuyc1 b6o c{o, c6 xu6t tra nO so <td nghl
Phdng NOi vu th6m dinh l?t, b6 srmg hO so
ho4c ttr chiii;
- Chuy6n hr5 so trinh tt6n Lenh <tao UBND
huyQn @udc 13).

(1) N v6i so tinh cria Phdng
NOiw:
- Kf ban henh quy& Cintr cho phdp hqp nh6t,
s6p nhfp, chi,a, t6ch qui;
- 

-CtryEn 
t6t qua giai quy6t d6n Vdn thu

UBND u6c I

Bu6c 13 K), .
duyQt h6

so

dinh cta Chi tich
UBND huyQn cho ph6P hgP

nh6t, sap nhQp, chia, t6ch qu!
(dd tuqc Ldnh dqo UBND huY€n

w):
- H6 so trinh cua Phdne NOi vu.

2,5 rgity

(2) l&6ng vdi so tdnh cua Vdn ban cua Chri tich UBND
Phdng NOi vu:
- Kj ban hnnh
ntr6t, s6p nhflp,
- Chuy€n k6t

huyQn kh6ng cho ph6p hqp nh6t,

vdn bAn kh6ng cho ph6p hep

VEn thu

sap nhOp, chia, t6ch quy (dd

chia, ticlr
qui giii

quy;
quyiit d6n

cluqc

w);
- Vhn

Ldnh clao

ban cua Ch

UBND huy€n

ri tich I-IBND
ciu ttrAm dinir

UBND huyQn @udc l4).
ve

Ldnh
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Dmv!
thuc hiGn

Burfc
thuc hiGn

TGn bur5,c

thuc hi€n
Trich nhiQm

thuc hi€n
NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui

dqo.UBND huyQn bj,);
- H6 so tinh cfia Phdng NOi vu.

Budc 14 Vdo s6,

96ng
dau/lci

s6 vi tri
t6t qua

ciai .
quyCtlh6

so

Vdn thu
UBND huy-6n

tre qud giAi ban tre dinh crla Cht tich
so d6n B0 phdn MOt cua c6p huyQn (c6ng I]BND huy-6n cho phdp hqp
chtc mQt cta cia Phdng NQi vU) (Bu6c 15). ntLAt, s6p nhap,

.t
vcto so

chia, tich qu!
vd d6ng difu/hjtvM atqc

,4.
so );
- VAn ben cua Chrl tich UBND
huyQn v6 viQc kh6ng cho phdp
hqp nhdt, s6p nhfp, chia, tr{ch
qttl (dd .dro. c vdo sii vd itdng
d,Au/hlt sO);

- VEn ben cua Chri tich UBND
ler?

s6
DO

va

1,0 ngiy

B0 ph6n
MQt crla

c6p huyQn

Budc 15 Ti6p
nhfln k6t
qud giAi
quy6ta6

s0

C6ng chuc
mQt crla

Phdng NOi vu

qui ld tllnh cho ph6p hqp

cho

u6c I
qui ld vdn ban
hti so:

nchi dinh

tinh
so;

vin ben crla Chri tich IIBND
cau tham dinh lai, b6 sung hd

- Chuy6n vin bnn d6n
Phdng NQi vu (Budc

c6ng chric chuy6n m6n
2) tr€p tgc tham muu

theo

<linh cua Chri tich 1,0 ngdy
UIND huyQn cho ph6p hgrp
nhdt, s6p nhQp, chia trich qu};
- VAn ban cua Chri tich UBND
huyQn l*r6ng cho ph€p hqp nh6t,

quy;
N

- Ven ban cua Chi tich UBND
I '^ ^ I -, I

huyQn v0 viQc y6u ciu thAm tlinh
l4i, b6 sung hd so;
- H6 so trinh cta Phdng NQi vtl.
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6.2. Quy trinh giii quy6t tnt tUc hSD nhdt, sip nhfp, chia, tich, mfi rQng ph4m vi ho4t tlQng qui (trutmg hqp m& rQng ph4m

vi ho4t ilQng qui)
- Md quy trinh: 1.013029-01;
- Thoi 60 Iem k6 tit dri h6 so

Don vi
thuc hiOn

Budc
thuc hiGn

TGU bufc
thuc hi0n

Trich nhiQm
thuc hi€n

N$i dung c6ng viQc thgc hiQn Bi6u m6u, k6t qun fhli giar

Bu6c 16 Tri C6ng chuc
mQt crla

PhdngNOi w

- Vio
-Ky

theo ool nhan
que.giai
quy€t h6

s6 h6 so, k6t qu6 giai va cnuyen

so
vdo lho luu tril theo quy dinh;
- Chuytu t6t qure giai quy6t, tr6 so-ttdn c6ng
chrlc chuy€n mOn fhdng NQi vu d6 luu theo
quy dinh;
--K6t thric quy trinh (sau ltri ffi k6t que).

dinh cia Cht tich
UBND huy€-n cho ph6p hqP
nh6t, s6p ntr6p, chia, trlch qu!;
- Vdn ban cua Chir tich LiBND
huyQn v6 viQc kh6ng cho Ph6P
hq'p nh6t, s6p nhfp, chia., t6ch
quy;

ttr ch6i giai quy6t
N

so du-o. c luu tai Phdng NOi vu theo quy dinh hiQn hlnh, co
H6 so
Hd sq

oa trep nhfln cta qui;
quy6t;tni li€u sinh trong qu6 trinh giai

r6t

driBi6u mfiu, k6t quiDo:r t
th

Butrc
th

T6n br6c Trdch nhiQm
NQi dung cdng viQc thgc hiQn

0,5 ngiynhan so vi he.n tri
ktit qua theo mdu
- H6 so cua qu!.

s5 ot;
Bu6c 1

nhAn
h6 so

C6ng cht?c

mQt crla
PhdngNOi w

- Kiiim tra, su dung dt liQu ctrn cu6a c6ng
den a6 ki6m ta th6ng tin nguoi nQp hd so;
- C0p nh4t thdng tin c6 nh6n, t6 chrlc vio
Phdn m6m;
- Ti6p nhAn, in vn gui Gi6y ti6p nh$n h6 so vn
hgn tri k6t qud;
- Quet (scan), ld sO thinh phAn h6 so;
- Chuyen hd so d6n c6ng chrlc chuy6n m6n

a

(t)N so thl vi hgtp lQ:B0 phdn
MOt cta

cap nuye. n
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Dol t
thuc hi0n

Buritc
thuc hiOn

TOn bufc
thuc hiOn

Tr6ch nhiQm
thuc hi0n

NQi dung c6ng viQc thgc hi$n Bi6u miu, k6t qui Thli giar

C6ng chrlc
chuy€n m6n

PhdngNQi qr

(2) N6u h6 so chua tl6y <ili ho{c chua hqp lQ:

- Huong d6n, in vi grti c6 nhdn, t6 chrlc Phii5u
yOu clu b6 sung, hoin thiQn h6 so;
- KiSt ttllc quy tinh.

mrQn no
ycu
so theo m6u

srmg, hodn
s6 02.

ttr
quy5t h6 so theo

Ftu eiei
s6 03.

(3) N6u h6 so ldr6ng drlng quy t[nh:
- Tr) ch6i ti6p nhfln h6 so (n€u 16 lj do);
- In vd grli c6 nhen, tti chuc Phi6u tir ctr6i ti6p
nhdn giai quy6t h6 so;
- f6t thric quy tinh.

Phdng NQi
vu

Budc 2

Bu6c 3

Tham
muu

vdn ban

eui lly
f ki6n

- Tham muu v6n ban grli h6 so l6y f ki6n co
quan liOn quan;
- Chuy6n hd so finh den Lanh d4o Phdng
NQi 4r @u6c 3).

li€n quan (dd duqc Ldnh ilqo
Phnns W);
- H6 so cua qu!.

- DU thio vAn bAn grli
co guan li€n quan;
- H6 so cta qu!.

!

- Vdn bdm gui

Ven ben gui

co quan

li€n
,lorg
-H6 so crla

qtaa (clti clto. c
ai*i s6;

VIn
dugc

ban v
dA ne[ @d duqc vdo

vor nol
dung,(.
so va ky tiil;

H6 so dinh kdm neu

li€n quan;
-H6 sottinhkdm

- Ven ban dinh cta co qrvrn

neu

3,0 ngdy

K),
duyQt h6

so gti
tay y
ki6n

LEnh <lao

PhdngNQi qr
- Ki6m tra h6 so trinh;
- Kf duyft vtrn ban grfi 6y f ki6n co quan
li€n quan;
- Chuy6n hd so <ttin c6ng chrlc chuy6n m6n
Phdne NOi vu (Bu6c 4).

2,0 ngdy

Bu6c 4 cri h6
soHyj

ki6n

C6ng ch?c
chuy€n m6n

PhdngNOi vu

- !tr6i. trop v6i Vdn thu vdo s6, kf s6/d6ng
d6u d6i v6i vdn ban gui Hy f ki6n co quan
li€n quan;
- cti h6 so d6n co quan li€n quan (Budc 5).

1,0 ngiy

Co quan
duo. c grii
., ,, .l
lay y Klen

Budc 5 cui y
ki6n vO

Phdng

Co quan duo. c
,.1t ".^$n ray y ruen

- Ph6i hqp tham dinh h6 so d6i v6i nQi dung
duo. c dA nghi;
- Gui van ban d6n Phdng NQi u; (Buoc 6).

14,0 ngiy

Phdng NQi
vu

Bu6c 6 I lep
nhan

vdn ban

C6ng chric
mQt cta

Phdne NOi vu

- Ti6p nhfn.ven ban g6p j tt co quan duo.c
gui l6y j ki€n;
- Chu#n h6 so dtin c6ng chric chuy6n m6n

1,0 ngdy
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Do:r vi Budc
rh

TOn budc
thuc hi0n

Trich nhiQm
NQi dung c6ng viQc thgc hiQn Bi6u miu, kdt qui

N u6rc

C6ng chrlc (1)N so dri kiQn giai - DU thao vdn bin trinh Cht tich
UBND huy-6n cho ph6p md rQng
phgm vi ho4t <lQng qui;
- DU thao quyet dinh cta Chri
tich UBND huyQn cho ph6p md
r0ng phem vi hoat dOng qui;
- VAn ban thAm dinh cua co qwm

,0
chuyOn m6n - Tham muu vin bln tinh Cht tich UBND

Phdng NOi vu huyQn cho phep md rQng ph4m vi hoat <tOng

qj (dinh klm dpthao Ety& d!nh);
- Chuy6n hd so tinh d6n Lanh dqo Phdng
NQi v.u @udc 8).

li€n quan;
- H6 so cua

(2) so chua dt kiQn gi6i - Du th6o vdn ban nghi
- Tham muu vdn ban dA nghi qu! bti sung,
hoan thiQn hd so;
- Chuy6n hd so trinh d6n Lanh d4o Phdng

sung, hoan thi-6n h6 so;
- VAn ban tham dinh cua co quan

N udc 8
li€n quan;
- H6 so crla

(3) so lfi6ng <hi ki€n gifi - DU thao th6ng b6o tit giei
- Tham muu v6n ban tr6 h6 so cho qu! @Au
rd tj, do tlr chiii siat quyiit);
- Chuy6n h6 so trinh <t6n Ltuh d4o Phdng

quytit hO so;.
- VAn ban them dinh cua co qwm
li6n quan;
- Ht5 so crla

Lanh dao
Phdng NOi vu

(1) so ttri kiQn gidLi - Ven ban trinh Cht tlch IJBND
huyQn cho phdp md rQng ph4m

vi hoat dQng qg (dd ituo.c Ldnh
dqo Phdns W);
- DU thio quy6t ai*r crla Chri
tich UBND huy-6n cho ph6p md
rOng phem vi hoat dOng qu9;
- Vnn ban thAm dinh crla co quan

2,0 ngdy

- Kf duyQt vdn ban tinh Chl tich UBND
huy0n cho phdp md rQng pfum vi ho4t dQng
qg (dinh kin d.tthio qttyiit dinh);
- ChuyrSn hd so <t6n c6ng chr?c chuy6n m6n
Phdng NOi vrr (Budc 9).

li6n quan;
- H6 so cria

gop Y
Bu6c 7 I Ong

hqp,
ftAm

dinh ho
sd

Bu6c 8 K)t 
.

duyQt h6
so
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Don vi
thuc hiOn

Buritc
thuc hi0n

TGn bu6,c
thuc hi6n

Tnlch nhiQm
thuc hi€n

N$i dung c6ng viQc thgc hiQn Bi6u mf,u, k6t qun

(2) N6u h6 so chua thl <li€u kiQn giii quyiit:
- Kf duyQt v6n ban dA nghi qu! b6 smg,
hoan thiQn h6 so;
- Chuy6n hd so drSn cdng chrlc chuy6n m6n
PhdngNQi qr @uoc 9).

- Vdn ben dd nghi b6 sung, hodn
thi€n hd so (dd ituqc Ldnh dqo
Phdng h!t);
- VIn ben thAm dinh cia co quan
li6n quan;
- H6 so cria qui.

(3) so kh6ng &1 kien giei Ciai
Kf duyQt vIn ban trAL h6 so cho qg @Aurd dqo Phdns

U do tn chdi siai ryv6il;
tt(5n c6ng chrlc

w);
- Ven ben thAm <tinh ctaChuyiin h6 so chuyCn m6n co qwul

Phdng NQi vlt @uoc 9). li6n quan;
- H6 so crla

Bu6c 9 Hoin
thiQn hd
so trinh
Chri tich
UBND
huyQn

Cdng chric
chuy6n m6n

PhdngNQi vp

(r so dt kiQn Ciei - Ven ban finh Cht tich UBND
huyQn cho phdp md rQng ph4m
vi ho4t <lQng quj @A duo.c ydo
sii vd ddng diiu/lcj, sii);
- Dg thio quy6t A6h cua Chri
tich IIBND huy-€n cho ph6p md
rOng pham vi hoat dOng qull
- Vln ben thfun ttlnh cria co quan

vi d6ng
Chri tichA6r*y

UBND huy-On cho ph6p m& rQng ph4m vi
hoat tlQlg qqi;
- Chuy€n h6 so <l6n Vdn phdng IIDND vd
UBND huy6n (Bu6c 10).

li6n quan;
- H6 so qla

(2) so chua dti kie.n
vio

gm VAn bArt nchi sung, hodn.,(.vao so vaPh5i hqp voi Ven
s6 d6i voi ven

thu so va <l6ng
sung,

thi-€n hd so
cloll/lcy

@aL
so).

thto. c
diutk-f ben dd nehi b6 tl6ng
hoan thiQn
- ChuyiSn

hd so;
h6 so dtSn c6ng chric mQt cta

Phdng NOi vu (Bu6c I );
s0Sau nh$n h6 b6 sung tir c6 nhdn,

t6
lfii ti6p

cht?c cua N

1,0 ngiy
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Do:rvi Bufc T6n bulitc Trdch nhiQm
NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui

th th th th
so chrrc chuy€n mon

Phdng N0i vB (1e grar quy6t theo quy

(3 so lfi6ng dri - Th6ng b6o ttr
hOp. vdi

s6 <l6i voi
Ven thu <l6ng

quy6t
h6 so (dd drqc vdo
dtfu/bj, s6;
- Hd so cua qu!.

va ddng

d6u/ci
h6 so;

th6ng b6o tu ch6 $alI

- Chuy6n hd so diSn c6ng chirc mQt crla
udc I

Vdn phdng
IDNDvi

IIBND
huyQn, Chri
tichIJBND

huYe'

Bu6c l0 C6ng chrlc so trinh cua Phdng NQi vU
nhan duo. c chuy€n m6n

Igom:
+ Vdn ban tinh Cht tich UBND
huyQn cho ph6p md rQng pfum
vi hoat <I0ng qu9;
+ Du thao quy6t Aint cua Chri
tich UBND huy€n cho phdp md
rQng ph4m vi ho4t dQng qu!;
+ Van ban th6m dinh cta co

trinh dugc cria Venso so
cht tich h6 so cua phdng HDND vd UBND huyQn @uoc 11).

I]BND phdng HDND
huyQn vdUBND

huyQn

quan
+Hd

1i€n quan;
so cua

Bu6c l1 C6ng chric (1) v6i so tinh cua Phdng so trinh cua Phdng NOi vu,

fra,
tham
muu
gi6i

chuy6n mon NOi vu:
- B6o c6o, dE xtdt x6t duyQt hd so trinh cta
Phdng NOi vu;
- Chuy6n h6 so trinh d€n Ldnh tl+o Vin

g6m:
+ Ven ban trinh Cht tich IIBND
huyQn cho phdp md rQng ph4m
vi hoat dOng qu};
+ DU theo quy6t ai*, cua Chri
tich UBND huyQn cho Ph6P md
rQng ph4m vi hoat dQng qu};
+ Ven ban thAm tlinh cia co

quytit tro phdng IDND phdng HDND vi UBND huyQn x6t duYQt

so vAUBND @uoc l2).
huyQn

li6n

Thdri gian

1,0 ngiy

8,0 ngdy
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Don vi
thuc hi6n

Budc
th

TOn bufc
thuc hi0n

Tr6ch nhiQm
thuc hi€n

NQi dung c6ng viQc thgc hiQn Bi6u mAu, k6t qut fhli gian

+ H6 so crla qu!.
- Ven ban b6o c6o, dA xu6t gidi
quy6t.

2,0 ngiry

(2) N6u kh6ng th6ng nhAt vdi h6 so trinh cria
Phdng NQi vU:
- B6o c6o, dA xu6t ti h6 so dA nghi Phdng
NQi vU tfrArn dinh l?r, b6 sung h6 so ho{c tt
cnor:
- Chuy6n h6 so trinh d6n LAnh ttao Vdn
phdng HDND vd UBND huyQn xdt duyQt

@udc 12).

- H6 so trinh cua Phdng NQi vg,
g6m:
+ V[n bin finh Cht tich UBND
huy-Gn cho phdp md rQng ph4m
vi ho4t dQng qu!;
+ Ven bAn ttrAm dinh ota co
quan li6n quan;
+ Hd so cua qu!.
- Van ban b6o c6o, aA xu6t tfrim
dinh l?i,. bO sung hd so, tu chtii
glai quy6t.

Bu6c 12 x6t
duyQt h6

so

Lenh dao Ven
phdng IDND

vdUBND
huyQn

(l) N6u th6ng nhifu voi h6 so tinh cua Phdng
NQi vu:
- Xdt duyQt b6o crio, Ad xuAt tcy duy-6t h6 so
trinh cta Phdng NOi vu; .
- Chuy6n h6 so trinh d€n LEnh d+o UBND
huy-€n (Bu6c 13).

- |16 so trinh cua Phdng NQi vu"
g6m:
+ VAn ban tinh ChU tich IJBND
huyQn cho ph6p m& rQng ph4m
vi ho4t dQng qu!;
+ DU thao quy6t dinh cua Chri
tich UBND huyQn cho ph6p md
rQng ph4m vi hoAt dQng quf;
+ Ven ben thAm dinh cua co
quan li6n quan;
+ Hd so cria qu!.
- Van ban b6o c6o, dd xu6t giAi
quv6t.

(2) N6u kh6ng th6ng nhAt vdi h6 so tinh crla
Phdng NOi vu:
- Xdt duyet b6o c6o, d0 xuit trA h6 so 116 nshi

- H6 so ttnh cua Phdng N$i vp,
g6m:
+ VIn ben hinh Chti tich UBND
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Don vi
th

Bu6tc
thuc hi0n

TGn bmlc
thuc hi0n

Trdch nhiQm
NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui

rh
dinh 1ai, sung so huy-6n cho ph6p mo r0ng Ph+m

ho4t tl0ng quy;
thAm

v1

trinh diSn Lenh dao UBND + 6n ban dinh cta co

huy€.n @uoc 13). quat
+H6

li6n quan;
so cua quy

Ven ban b6o c6o de xu6t ftArn
dinh lai, b6 h6 ttr chtSsung so, I

Lenh cleo ( I) v6i so tinh cria Phdng dinh cua cht tich

UBND huyQn N0i vtt I]BND huyQn cho ph6p md r0ng

Ki ban hdnh quy6t dinh cho ph6p md rong pharn v1 ho4t d0ng quy (dd dro. c

ph4m vi ho4t tlQng
- Chuy6n k€t qui

quyl Ldnh dqo UBND huy€n w)
Etat quyiit d6n Ven thu Hd so trinh cua Phdng NQl vt].

T]BND uoc I
Q) kh6ng voi so tinh cia - V[n ban cua Cht tich UBND

PhdngNQi qt:
- Kf ban hdnh v6n ban kh6ng cho ph6p md
rOng ph+m vi ho4t dQng qu!;
- ctruv6n t6t qua giii quv6t <t6n VEn thu
UBND huyQn (Buoc l4).

huyQn khOng cho ph6p md rQng

phqm vi hoet <tQng qg (dd AQc
Ldnh dqo UBND huy€n W);
- VAn ban cira Chri tich UBND
huy-6.n vA viQc y6u cAu ttrAm ai*r
hi, b6 sung hd so (dd Aryc Ldnh
deo UBND huy€n W);
- H6 so hinh cua N

VAn thu tra qua glal ban re tlinh cria Chri tich

UBND huyQn so B0 phan M0t cta cap huyQn (c6ng UBND huyQn cho Ph6P md rQng

ph4mvi ho+t clQng qu! (/ddroc
vao s6 vd d6ng ddu/W sO);

- VIn ban cua Chri tich UBND
huyQn vd vi6c kh6ng cho Ph6P

chric mOt crla cria Phdng NOi vu) (Buoc I5).

md v1

fhtri giau

2,5 ngdyBu6c 13

Bu6c 14

Ky
duyQt hd

so

Vdo
d6ns

dau/ki
s6 vi trA
kiit qui

1,0 ngiy
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Don vi
rh

Bu6,c
thuc hi6n

TOn bufc
thuc hi6n

Tnflch nhiQm
thuc hiOn

NQi dung c6ng viQc thqc hiQn Bi6u mfiu, k6t qui
(cld cht.oc vdo
sd);

vd cl6ng

- Vnn ban cua Chri tich IIBND
huy-6n y0u cAu thAm dinh lai, b6
sung h6 so (dii ifuo. c vdo sii vd

fhdi gian

so

B0 phfln
MQt cta

cap nuyen

Budc 15 C6ng chr?c

m6t cta
Phdng NQi vu

nhAn
qui gi6i
quyi5t/h6

so

(1) qui ld tlinh cho ph6p md <ltnh cua Cht tlch
rQng phgm vi ho4t ttQng qu!/vdn ban kh6ng UBND huyQn cho ph6p md rQng

pfum vi ho4t ttQng qu!;
- Ven ben cua Chri tich IIBND

cho phdp md rQng
- Tiep nhfln, ki€m

,<- r ;.quyer no so;
- Chuy6n kiSt qua

Pham
ta vd

vj hoqt <lQng

t6ng hqp k€t
quy:
qua gftu

huy-6n kh6ng
ph4m vi hogt
- H6 so trlnh

cho phdp md rQng
ilQng qu!;gini quy6t <il6n buoc tri ki5t

udc I cua

1,0 ngiy

- VAn ban cua Chrl tich UBND
huyQn v€ viQc.y6u cAu thAm dinh
l?i, b6 sung h6 so;
- Hd so trinh cua Phdng NQi vlr.

Bu6c 16 Tri C6ng chrlc
mQt cta

Phdng NQi vu
qui gidi
quy6t tr6

so

- Vio
.K'

theo d6i nhAn so; tlinh cua Chri tlch
so trd sq t6t l. . , Iqua gl quyer va cnuyen UBND huy_6n cho phdp md rQng

vio kho luu trii theo quy dinh;
- Chuy6n k6t quraL giai quy6t, trO so d6n c6ng
chric chuy€n m6n Phdng NQi vU d6 luu theo
quy tlinh;
- Kiit thric quy ftinh (sau khi tr6 k6t qua).

phgm vi hoat dQng qu!;
- Ven ben cua Chl tich UBND
huy-€n vd viQc l*r6ng cho phdp
mdrQng phqm vi ho4t d$ng qu!;

ch6i giai quy6ttt
N

H6 so cluo. c luu tai Phdng NQi vU theo quy itlnh hiQn hanh, gdm c6:
- Hd so ild ti€p nhdn cria quf;



7. Thfr tBc qui tq giii
- Mfl TTHC: 1.013030;
- Thoi
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lirn kd rL dri h6 so60

Bi6u miu, k6t quiNQi dung c6ng viQc thgc hiQnButrc
th

6n bufc
th

Trrflch nhi$m
rlil

Don v!
th

sinh tong qu6 ninh giiitei liQuso,
KCt

Bi6u miu, k6t qui
0,5 ngdy

3,0 ngiy

Dol vi
th

B0 ph4n
MOt cta

c6p huyQn

Bufc
thuc hi6n

TGn budtc
thuc hi€n

Tnlch nhiQm
thuc hi€n

NQi dung c6ng vi$c thqc hiQn

Bu6c I I lep
nhan
h6 so

C6ng chfc
mQt crta

PhdngN0i vu

2

so vd he. n tr6nhfin
theo miu sti ol;

quy.cua

(2) so chua rftl hodc chua hqp lQ:

tO chr?c Phitiuci nhin,
thi€n h6 so;

tirip

- Tham muu vin ban gtii 9so co
ouan 1i6n ouan:
I cn y6n 116 so trinn d5n Lanh dao Phdng

udc 3

yeu b6 sung, hoin
s6 02.thiQn h6 so theo mdu

tir nhan
s5 ol.

Ciei
quyiit h6 so theo

- Dg thio vAn ban gti
co__quan li€n quan;

- H0 so cua quy.

,Phdng NQi
vtl

Bu6c 2 Tham
muu

vin bin
e,fti l6y

COng chrlc
chuydn m6n

PhdngNQi vs
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Don vi
thuc hiOn

Buritc
thqc hi€n

TGn budc
thuc hi6n

Tnich nhiQm
thuc hi€n

NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t quA Thtri giar

Co quan
duo. c grli
Iay y Kren

V ki6n
Bu6c 3 Ki.

duyot ho
sg gui
ldv.!'
ki6n

Lffidao
Phdng NQi vu

- Ki6m tra h6 so hinh;
- Kf duyQt vln bAn g,rii 6y f kitin co quan
1i6n quan;
- Chuy6n h6 so d6n cdng chfc chuy6n m6n
Phdng NOi vu (Bu6c 4).

- Ven bdLn gli
liOn quan (dd dtqc Ltuth dqo
Phdnq lcjt);

- Hd so cua qu!.

co quan 2,0rqlyv

Bu6c 4 nocrii
so 6y

ki€n
v

C6ng chuc
chuyCn m6n

Phdng NQi vtr

vdi Vdn thu vio s

v[n ban etilily !
VAn bnn gui

v6i nQi

!
dAu

liCnquln;
- Gui h6 so d6n co 1i€n udc

dinh so vdi nQi dung

co quan

V[n ban
didugc

- Gui van ban <t6n Phdng NQi vu (Budc 6).
d}"q
so va lry t6);

dugc rqhi (dd fuqc vao

- Hd so dinh kdm

1,0 ngiy

Bu6c 5 Gri y
kiiin vA
Phdng
NOi vu

Co quan duo. c
,. ,r .. .!.gtn ray y Klen

14,0 ngdy

Phdng NQi
vu

Budc 6 TiCp
nhAn

vln ban
s6pt

COng chr?c
mQt cta

PhdngNOi vU

- Ti6p nh{n.vln bAn g6p ! ttr co quan <luqc
gui l6y f ki6n;
- Chuy6n h6 so <t6n c6ng chrlc chuyCn m6n
Phdng NOi vu @udc 7).

- VAn ben thArn dinh cua co quan
li6n quan;
- H6 so ttlnh kdm @du c6).

1,0 ngdy

Bu6c 7 T6ng
hoB,
tham

dinh ho
so

C6ng chuc
chuy6n m6n

Phdng NQi vp

(1) N6u h6 so dri di6u kiQn giii quy{it:
- Tham muu vtrn ban trinh Cht tich UBND
huyQn gidi th6 vd thu tr6i gi6y ph6p thenh gp
vi c6ng nh4n didu lQ q8 @tnh klm dr thao

wy*ai*);
- Chuy&r h6 so trinh d6n Lenh d4o Phdng
NQi vu @udc 8).

- DU thAo v5n ban hinh Chri tich
UpND huyQn giei th6 vril thu hdi
CreV phdp thanh lflp vi c6ng
nh{n tli€u lQ qu};
- DB thio quy6t Cintr cua Chtr
tich UBND huyQn gidi thiS vA thu
trOi gi6y phdp thdnh l{p vn cdng
nhfn di€u lQ qu$;
- VAn ben thAm dinh crla co quan
li6n quan;
- H6 so cta qu9.

20,0 ngiy
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Don vi
th

Budc
rh

Trich nhiQm
thuc hiQn

NQi dung c6ng viQc tlgc hiQn Bi6u miu, k6t qui Thdi gian

DU thdo v[n ban nghi
sung, hoin thiQn hd so;
VIn ben thim dinh cua co quan

1i6n quan;
- H6 so cta
- DU thAo th6ng b6o ti: glal
quy6t h6 so;.
- Ven ban them dinh cua co quan

li6n quan;
- H6 so cua

Q) so chua &i ki0n eitn
quyTham muu vdn bAn ttd nehi sung,

hoan thien h6 so;
- Chuy6n hd so trinh <tdn LAnh tt4o Phdng
N u6c 8
(3) so kh6ng tltl ki-6n gifi

Tham muu vin ban tre hd so cho qt! @Au
rd tj, do * chdi giai quydtl;
- Chuy6n h6 so trinh d6n Lanh dao Phdng

udc
- Ven ban trinh
huyQn giii thiS

Chri tich IJBND
vn thu h6i gi6y

ph6p thnnh Ep vi c6ng nhfln
di0u lQ qu! (dd dto. c Ltuh dqo

Phdng h!);
- Du thAo quy6t dinh cta Cht
tich UBND huyQn gi6i th6 vd thu

trOi giAy ph6p thanh lfP vd c6ng

nh-in <li€u l0 qu9;
- Ven ben thAm dinh cua c0 quan

li6n quan;
- Hd so cua
- Ven ben nchi sung, hoi,n

thien hO so (tld ctuo. c Ldnh ilao
Phdng hD;
- Ven bam them dinh cua co quan

1i6n quan;
- H6 so cua
- Th6ng b6o ttr
hd so Liinh

giei

2,0ngdyBu6c 8 K),
duyQt h6

so

Lenh dao
Phdng NOi vu

(1) so dri kiQn giai
- K{ duv6t vin bin trinh ChU tich UBND
r,rve, giiitr,a ra tr," r,6l gi6v phtip thanh lflp
vi c6ng nhAn dieu Q qu! (dinh kdm At thdo
quyiit dinh);
- Chuy6n h6 so d6n c6ng chr?c chuyGn m6n
Phdng NQi vs (Buoc 9).

(2) so chua (lu ki€n giAi

K), duy-€t v6n
thiQn hd so;

brim dA nghi qui smg,
hoin

Chuy6n hO so itiSn c6ng chrlc chuy6n mdn

Phdng NOi w @uoc 9).

(3) N so kh6ng dri kiQn giii
van ben tra hd so cho ro
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Don vi
thuc hiOn

Budc TGn budc
th

Bu6c 9 Hoan
thiQn h6
so trinh
Chri tich
UBND
huyQn

Trich nhiQm
thuc hi€n

NQi dung c6ng viQc thqc hiQn Bi6u m6u, k6t qui Thli gian

ry do tn chi5i gidi quyiit);
- Chuy6n h6 so d6n c6ng chrlc chuy€n m6n
Phdng NQi vp @udc 9).

w);
- VAn ben thArn tlinh cua co quan
li€n quan;
- H6 so cria
- VAn ban trinh Chri tich UBND
huyQn giai th6 vi thu trOi gi6y
phdp thenh $p vd c6ng nhgn
di6u lQ qu! (dd ituqc vdo s6 vd
d6ng&WsO;
- Du thao quy6t a6n cria Chri
ti.ctr U.ANO huyQn giii thiS vA thu
h6i giey phdp thanh lfp vi c6ng
nh{n <ti6u lQ qu};
- Ven ben tham dinh cria co quan

1,0 ngdy

li6n quan;
- H6 so cria
Vln ben nchi sung, hoin

vcto so yathiQn no s0 @a ifuo. c
ddng dtiu/kt so).

- Th6ng b6o tir
hd so (dd Arqc vao va cl6ng

COng chuc
chuy6n m6n

Phdng NQi vu

UBND huyQn @udc 10).

a) so chua dti kiQn c?1
so

q
Ph6i hqrp voi VAn

s5 d6i vdi ven
thu vio va tl6ng

oau/Ky ben d6 nchi b6 sung,
hoan thiQn no SO

- Chuy6n h6 so d6n c6ng chr?c mQt crla
PhdngNQivu@udc l);
-.Sau l*ri ti6p nhan h6 so b6 sung ttr c6 nhdn,
t6 chric, q6ng c$tc mQt crla Phdng NQi vp
chuy€n h6 so tt0n.c6ng chrlc chuy6n m6n
Phdng NQi vp d6 tit6p tuc girii quyiit theo quy

(3 so kh6ng dri
vol thuhqp

so ool voi
Ven

b6o tri ctr6i
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Don v!
thuc hiGn

Budc
thuc hi€n

TGn bufc
tluc hiGn

Trich nhiQm
thuc hi0n

NQi dung cdng viQc thgc hi$u Bi6u miu, k6t qui

so; so cua qu!.
- Chuy6n hd so dtin c6ng chrtc mQt crla

1

nhan, tra so; so trinh cua Phdng NOi vu, 1,0 ngiy

duo. c
phdng

chuy6n m6n
so crla VIn

g6m:
+ Vdn
huyQn

ban trinh Cht dch UB}ID
HDND va LJBND huyQn @uoc 11). giei th6 vi thu h6i

.t
gtay

nhAnph6p
diAu

thnnh Ep vi c6ng
lQ qu9;

+ DU theo
tichUBND

quy6t ainfr cua Chri
huyQn giii th6 vi thu

tr6i giAy phdp thanh lfp vi c6ng
nh0n tti6u lQ qu9;
+ Vdn ban ttrAin dinh cfia co
qual
+H6

1i6n quan;
so cria

(1
N

) vol so trinh ola Phdng so trinh cua Phdng NQi vU, 8,0 ngny

01 vu:
xu,it x6t duyQt h6 so

d6n Lenh

:
gom:
+ Ven
huyQn

tinh Cht tich IJBNDB6o c6o, dd trinh cua ban

Phdng NOi vu;
- Chuy6n h6 so
phdng HDND vd

@u6c 12).

giai th6 vd ttru h6i ei6ry
nhantrinh <lao Vdn phsp

tli6u
thnnh hp vd c6ng

IJBND huyQn x6t duYQt lQ qu};
+ DU thao
tichIJBND

qu#t ai*, cPa Cht
huyQn gi6i th6 vi thu

trOi gi6y ph6p thanh lfP vi c6ng

nhdn di6u E qu9;
+ Ven ben thAm dinh cria cs
quan li6n quan;
+ H6 so cua qui.
- Van ban b6o c6o, dC xudt gidi

Vin phdng
IDNDvi

UBND
huyQn, Chri
tichUBND

huyQn

Bu6c 10

Bu6c 11

I lep
nhan h6
so hinh
Chri tich
UBND
huyQn

C6ng chtc
duo. c ph6n

c6ng tiiip nh{n
h6 so cua V[n
phdng IDND

viUBND
huyQn

lnam
tra,

tham
mtru

ciai
quy6t tro

so

C6ng chrlc
chuy6n m6n
duo. c phdn

c6ng thdm tra
h6 so cua V[n
phdng IDND

viUBND
huyQn
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Don vi
rh

Budc
thuc hiGn

TOn burS'c

thuc hiOn
Trdch nhiQm

th NQi dung c6ng viQc thyc hiQn Bi6u m6u, k6t qui
(2) kh6ng v6i so trinh cria so trinh cta Phdng NQi vU,
Phdng NOi w:
- 86o c6o, C6 xu6t t6 h6 so dd nghi Phdng
NQi vu thAm dinh lar, b6 sung hd so hoflc tt
chtii;
- Chuy6n hd ss trinh d6n Lenh d4o Vln
phdng IDND vi UBND huyen xdt duyet
(BuOc 12).

lgom:
+ Ven ben trinh ChU tich IIBND
huyQn gidi th6 vi thu tr6i giAy
phdp thnnh gp vi c6ng nhgn
tli6u lQ qu!;
+ Ven ben thAm dinh cta co
quan li6n quan;
+ H6 so cua qu!.
- Vln ben b6o c6o, Ae xu6t ttrAm
dinh lai, b6 sung h6 sq tir ch5i

(t) vdi so hinh cua Phdng so trinh cta Phdng NQi vU
NQi vp:
- X6t duy-6t hio c6o, de xu6t toy duyft h6 so
trinh cua Phdng NQi vU; .
- Chuy€n h6 so trinh tl€n Lflnh <l4o UBND
huy€n (Bum l3).

Igom:
+ Vln ban trinh Cht tich IIBND
huyQn giai th6 vd thu trOi gi6y
ph15p thenh lfp vi cdng nh{n
tli6u lQ qu!;
+ Du th6o quy6t ai*r cua Cht
tich UBND huy-€n giai th6 vithu
trdi gi6y ph6p thAnh lflp vi c6ng
nh4n tli6u lQ qu};
+ VEn ban ttrAm dinh c0a co
quq li€n quan;
+ H6 so cta qu!.
- Vnn ben b6o c6o, dA xu6t gidi

(2) kh6ng vdi so trinh cua so hinh c0a Phdng NQi vu,
Phdng N0 :gom:

+ Ven
I vu:

brio c6o, <IA xu6t trA h6 so d6 nghi ban trinh Cht tich IIBNDXdt duyQt
thAm DO hd so th6 vn thu h6i

Thli giar

2,0ngdyBu6c 12 x6t
duyQt h6

so

LEnh dao Vnn
phdng IDND

vi IIBND
huyQn
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Don vi
th

Buritc
ilil

TGn butitc
th

Trich nhiQm
th

NQi dung cdng viQc thgc hiQn Bi6u m6u, k5t qufl Ihli gian

phep ftnnh
tli€u tQ qu};
+ Vdn ban

lfp vd c6ng nhfln

thAm dinh cria co
quan li€n quan;
+ H6 so cua qu!.
- VAn ben b6o c6o , <td xu6t

hd so, tir
thAm

dinh lei, b6 sung ctr5i

dinh ctia Chri tfch
I.]BND huyQn gi6i thii vi thu h6i

.r,
gtay
nhAn

p-hep

di€u
thAnh l6p vd c6ng

l€ qu} (dd ifuo. c Liinh
dqo UBND huy€n W);
- Hd so trinh cua N

2,5 ngdy

1,0 ngiy

Kr.
duyQt h6

so

hoic tir
- Chuyi5n h6 so trinh
huyQn @udc 13).

d6n Lenh tleo UBND

Bu6c 13 Lanh <leo

UBND huyQn
(1) vdi so tinh cta Phdng

NOi vu:
- Kj ban hinh quytit tlinh giai th6 ve thu hdi
gi6y ph'5p thanhlflp vn c6ng nhfln.d;Au lQ qu!;
- ifiy6i, t6t qua giai quyiit d6n van thu
UBND u6c 14

(2) kh6ng voi so trinh cria

Phdng NOi vu:
- Kj ban hnnh ven bin l*r6ng.giailtr0 qu!;
- ituv6n k5t qu6 giei quy6t d6n Vdn thu
UBND huyQn @u6c l4).

- VAn ban cria Chri tich UBND
huyQn kh6ng giei ft6 q$ @A
tfuqc Ldnh dqo UBND hilYQn

w):
- VAn ban cua Cht tich UBND
huyQn vd viQc y6u cAu ttrAm ainfr

hi, b6 sung hd so (dd tuot Ldnh
dqo UBND huy€n W);
- Hd so tinh crla Phdng NQi q.

dinh cria Chi tich
UBND huy€n giii th6 vn thu h6i
gidy ph.ep thanh lfp vi c6ng,

vd d6ng di@ s6);

- VEn ban cua Chl tich UBND
huy6n vA viQc kh6ns gifi th6 qq[

Bu6c 14 Vio Vdnthu
UBND huyQndPng

deu/si
s6 vi trA
t6t qua

tre qu,n giAi ben tra
so B0 ph6n MOt ctla c6p huyQn (c6ng

chr?c mOt crla cta Phdng NOi vu) @uoc 15).
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Don vi
th

Bufc
thuc hiGn

TOn budc
thuc hiGn

Tr6ch nhiQm
rh NQi dung c6ng viQc thgc hiQn Bi6u miu, k6t qui

so (ild ifuqc vdo
,4,

so ):
vd il6ng

- Ven ban cua Cht tich UBND
lai,
so

DO

va

<ltnh cua Cht tfch
vi thu h6i
vd cdng

I ,0 ngiy
I]BND huyQn gi6i th6

14p
.A

glay
nhan

ph6p
oleu le

thenh
quy;

Ven bre.Ln cria Cht tich UBND
huy.-6n kh6ng
- H6 so trinh

giei th6 qu!;
u6c I cta N

qui li vln ban
h6 so:

nchi dinh - V6n ban cta Chri tich UBND
huyQn vd viQc.y6u cAu ttrAm ai*r
19.i, P6 sung h6 so;
- H6 so tinh cia Phdng NQi vg.

vdn bAn cria Chri tich UBND tinh
cAu tham dinh lei, b6 sung hd so;

van bin d6n c6ng chrlc chuy€n m6n
2) ti6p tr,rc tham muuPhdng NOi vu (Bu6c

theo
Vio theo oor nh6n <linh cta Chri dch

vi thu hdi
vi c6ng

so;
Kf s6 h6 sq k6t quA gi6i quyiit ve chuy€n I]BND huyQn giai th6

Epvdo kho luu trt theo quy tlinh;
- Chuy6n t5t qua giai quy6t, trd
chttc chuy6n m6n Phdng Ngi vp

ei6v
nhan

ph6p
oleu le

thi'nh
quy;so oen cong

tlii luu theo Vln ban cta Chi tich UBND
quy.tlinh;
- K6t tllic quy ttnh (sau khi ta kiit qua).

huy-€n vd viQc ltr6ng giei th6
quy;
-.ft6rg brlo tir ch6i gi6i quy6t
h6 so cria Phdng NQi vu.

B0 phan
MOt cria
cAp huyQn

Bu6c l5 Tii5p
nhdn k6t
qud.giaj
quyOt/tr6
s0

C6ng chuc
mQt cta
Phdng NQi
vu

Bu6c 16 Trd
qud 

. 
giAj

quy€t h6
so

NOi vu
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Bi6u miu, k6t quiGn bufc Trdch nhiQm
th

NQi dung c6ng viQc thgc hiQnDon vi
th

Bufc
th

- H6 so da ti6p nh{n cria qu!;
- Hd so, tai li€u ph6t sinh trong qu6 trinh gidi quyiit;

co:so atugc luu tai Phdng NOi vu theo quy <linh hiQn hnnh

- r6t


