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31-12-2024- Quyét dinh s6 6175/QD-UBND vé viéc phé duyét quy
trinh ndi bo giai quyét thu tuc hanh chinh linh vire cong
chirc, vién chirc, quan ly nha nudc vé hoi, quan ly nha
nude vé quy, thi dua - khen thwong va linh vuc tin
ngudng, ton gido thudc tham quyén quan ly cua S& Noi
vu.

(Pang tir Cong bao s6 119 + 120 dén sd 137 + 138)
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(Tiép theo Cong bdo s6 127 + 128)
QUY TRINH 25
Tiing Co Truyén thong cia Uy ban nhin dian Thanh phé
(Kem theo Quyét dinh s6 6175/0P-UBND ngay 31 thang 12 ndm 2024

ctia Chui tich Uy ban nhdn ddn Thanh phé Hé Chi Minh)

I. THANH PHAN HO SO

STT Tén hd so S6 | Trye | Tryctuyén
lwgng tiep
T& trinh cua cac co quan, don vi, Ban chup, c6 day
dia phuong thudoc Thanh qphé kem Ban du chir ky, dau
01 |theo danh sach cac tap thé duoc dé 01 chinh cua co quan trir}h
nghi xét tang, khen thudng cap hoac chir ky s6
Thanh pho.
Bao cao thanh tich ciia cac tap the Ban chup, c6 day
duoc dé nghi xét khen thudng co du chir ky cua cac
xac nhan cua cép trinh (;hﬁ tich Uy Ban thanh phﬁn tl~1am
02 | ban nhan dan Thanh ph6 (BM 01). 01 chinh gia trong mau,
dau cia co quan
trinh hodc chir ky
50
Bién ban hop xét khen thudng va Ban chup, co day
két qua bo phiéu kin cua Hoi dong du chir ky cua cac
Thi dua - Khen thuwong cua co \ thanh phan tham
Ay X . Ban : X
03 | quan, don vi, dia phwong dé nghi 01 ) gia trong mau,
) chinh 2.
khen thuong. dau cia co quan
trinh hodc chir ky
50

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

Noi tiép nhin va tra két qua

Thoi gian xir ly

Lé phi

1. Nop ho so:

Cong dan, to chirc dé nghi ting Co Truyén
thong ctia Uy ban nhan dan Thanh pho n6p
ho so trure tuyén trén Cong dich vu cong cua

Thanh pho:

dinh.

1) Truong hop khen
thuong thong thuong:

25 ngay lam viéc tir ngay
nhan da hé so theo quy

Khong
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2. Tra két qua:

Coéng dan, t6 chire lwa chon cach thirc nhan

két qua sau day:

- Nhan két qua truc tiép tai BO phan Tiép

nhan va tra két qua.

- Nhan két qua thong qua dich vu buu chinh
cong ich.
- Nhan két qua truc tuyén trén Cong dich vu

cong cua Thanh pho.

2) Truwong hop khen
thirong dot xudt:

15 ngay lam viéc tir ngay
nhan du hod so theo quy

dinh.

III. TRINH TU XU LY CONG VIEC

1. Poi véi trweong hop khen thwéng thong thwong

Buéc | . . Thoi gian | Biéu
A NoOi dung Trach “ 1 X £ K s
cong A en o n (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
Bl Noo b s | TO chite, | Giohanh | Theo Muc | Chuan b thanh phén
op 1o Canhan chinh I ho6 so theo Muc |
Kiém tra, Cong 0,5ngay | Theo Muc | Tiép nhan hd so Thi
ti€ép nhan | chuc BQ lam viéc I tuc hanh chl:nh truc
ho so phan Tiép tiep hoac tiép nhan
nhan ya‘l ho so Thu tuc hanh
Tra ket chinh qua dich vu
qua Ban bwu chinh cong ich:
Thi dua - Coéng chuc Bo phan
Khen Tiép nhan va Tra két
thuong qua Ban Thi dua -

Khen thudéng hudng
dan cong dan, to chic
ndp ho so trén Cong
dich vu céng Thanh
pho.

Tiép nhin qua H@
thong thong tin giai
quyét thi tuc hanh
chinh:

Truong hop hd so di
duwge ndp du cac thanh
phan va bao dam vé
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian
(ngay lam
viéc)

Biéu
mau/Ket
qua

Dién giai

mat k¥ thuat thi H
thong phan hodi tu
dong xac nhan td
chtrc, cd nhan da gui
thanh céng. Trong
vong 08 gio lam viéc
ké tir khi Hé thong xac
nhan gui thanh cong,
cong chirc BO phan
Tiép nhan va Tra két
qua Ban Thi dua -
Khen thuéng hoan
thanh cac viéc sau:

a) Dang nhap HE
théng va kiém tra hod
so dién tir to chuc, ca
nhan gui dén. Noi
dung kiém tra duogc
thuc hién theo quy
dinh tai khoan 2 Diéu
11 Nghi dinh
50 45/2020/ND-CP.

b) Truong hop héd so
chwa day du, chua
chinh xac theo quy
dinh: théng bao cho t6
chttc, ca nhan thong
qua tai khoan cia to
churc, ca nhan trén Hé
théng, cac kénh thong
tin t6 chic, ca nhan
dang ky va huéng dan
t6 chtc, ca nhan bo
sung mot lan dﬁy du,
chinh xac, néu r6 ly do
theo Phiéu yéu cau bd
sung, hoan thién ho so
(Mau s6 02 ban hanh
kém theo Thong tu sb
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian
(ngay lam
viéc)

Biéu
mau/Ket
qua

Dién giai

01/2018/TT-VPCP).
¢) Truong hop tir chodi
nhan hé so do khéng
co tham quyén gidi
quyét: thong bao cho
td chuc, ca nhan thong
qua tai khoan cia to
churc, ca nhan trén Hé
théng, cac kénh thong
tin t6 chic, ca nhan
dang ky va néu 1o ly
do tir chdi ho so theo
Phiéu tr choi giai
quyét hd so thi tuc
hanh chinh (Mau s6
03 ban hanh kém theo
Thoéng tur 5O
01/2018/TT-VPCP).
d) Truong hop hd so
day du, chinh x4c theo
quy dinh, tiép nhan ho
so va thuc hién cac
Bude sau:

- Cong chirc B6 phan
Tiép nhan va Tra két
qua Ban Thi dua -
Khen thwong chuyén
hoé so dén lanh dao
Ban Thi dua - Khen
thudng.

- Lanh dao Ban Thi
dua - Khen thuong
chuyén ho so dén
chuyén vién thu ly cuia
phong chuyén mobn
Ban Thi dua - Khen
thudng.

Thot gian tiép nhan
chinh thirc hoac yéu




CONG BAO/S6 129+130/Ngay 01-3-2025

Buéc a . Théigian | Biéu
A NOi dung Trach <1 x A K o
cong cong viée | nhiém (nng): lam mau/E(et Dién giai
viéc : : vi€c) qua
cau chinh stra, bo sung
khong muén hon 08
gio lam viéc ké tir khi
hé théng tiép nhan, tru
tht 7, chu nhat, ngay
nghi 18.
B2 Tham Cong 12,5ngay | -Theo |Coéng chuc phong
dinh ho chirc lam viéc Muc I chuyén mén Ban Thi
so, dé phong -Du thao | dua - Khen thuong
xuat chuyén két qua |tham dinh ho so dé
kétqua | moén Ban giai quyét |xuat ket qua giai
giai quyéet | Thi dua - quyét:
Khen 1) Trudong hop hd so
thudng khéng dam bao theo

quy dinh, duv thao
Phiéu trinh kém Cong
van huéng dan cia Ban
Thi dua - Khen thuwong.
2) Truomg hop hd so
dam bao theo quy
dinh, cong chirc phong
chuyén mén Ban Thi
dua - Khen thuong
tham dinh hd so nhu
sau:

- Lay y kién ciia cac co
quan, don vi lién quan
trén phan mém quan ly
chuyén nganh.

- Tong hop gdp vy cua
cac co quan, don wvi
lién quan.

- Tham muu két qua
gidi quyét sau khi cin
cir cac quy dinh hién
hanh va tong hop gép ¥
cua cac co quan, don vi
lién quan:
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Bube | \oidung | Trach | [hoigian Biéu e
cong A o n o n (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua

+ Truong hop ho so
khong dam bao theo
quy dinh, du thao Bao
c4o tham dinh kém duw
thao Thong bao két
qua tham dinh giai
quyét hd so cia SO
No61 vu.

+ Truong hop hd so
dam bao theo quy
dinh, du thao Bao cao
tham dinh kém du
thao To trinh, Quyét
dinh khen thudng.
Lanh dao  phong
chuyén mén Ban Thi
dua - Khen thuong
xem xét hd so, trinh

-Theo | két qua giai quyét cho

Mucl | Lanh dao Ban:
-Du thao |- Truwong hop ho so
Lanh dao To trir:h, khong dam bao theo
hone Quyet | quy dinh, phé duyét
Xem xét, ph N dinh, Bao | Phiéu trinh kém du
ky hd so cauyen 0,5ngay | cdotham |thiao B4o cdo tham
trinh Lanh | MO" Ban lam viéc dinh dinh, du thao Thong

, Thi dua - . , A 5 R .
dao So Khen - Du thao bgg két una t{lam dH}h
thuong Thong | giai quyét ho so cua
bao két | SO NoO1 vu.

qua tham |- Truong hop hd so
dinh ho so | d@dm bao theo quy

dinh, phé duyét Phiéu
trinh kem du thao Bao
c4o tham dinh, du thao
To trinh, Quyét dinh
khen thudng.
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Buéc a . Théigian | Biéu
A NoOi dung Trach “ 1 X £ K s
cong con o viée | nhiém (nng): lam mau/E(et Dién giai
viéc : : vi€c) qua
Lanh dao Ban Thi dua
- Khen thuong xem
xét hd so, trinh két
qua giai quyét cho
- Theo |Lanh dao S& No1 vu:
Mucl |- Truong hop hd so
- Du thao | khong dam bao theo
To trinh, | quy dinh, phé duyét
Lanh dao Quyét |Phiéu trinh kém du
Ban Thi 01 nga dinh, B:éo thao Bdo cao tham
dua- | . S| cdothdm |dinh, du thio Thong
Khen ' dinh bao két qua tham dinh
thudng -Du thao | gidi quyét hd so cua
Tfléng S& No1 vu.
baokét |- Truong hop hod so
quatham |dam bao theo quy
dinh hd so | dinh, phé duyét Phiéu
trinh kem du thao Bao
c4o tham dinh, du thao
To trinh, Quyét dinh
khen thudng.
Xem xét, | Lanh dao | 01 ngay | - To trinh | Lanh dao S& No1 vu
phé duyét | S6 Noi vu | lam viéc cua S& | xem xét hd so:
két qua Néive |- Truong hop hd so
giai quyet kemdu | khong dam bao theo
thao | quy dinh, ky duyét
Quyet | Phiéu trinh kém du
dinh thao Bao cao tham
- Thong | dinh, du thao Thong
bao két |bao két qua tham dinh
qua tham | giai quyét hd so cia
dinh ho so | S& Noi vu.

- Truong hop ho so
dam bao theo quy
dinh, ky duyét Phiéu
trinh kem du thao Bao
c4o tham dinh, du thao
To trinh, Quyét dinh
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Bube | Noidung | Trach | [Doigian)  Bieu .
cong | o vice | nhiém (ngay lam | mau/Keét Dién giai
viée VIS - viéc) qua
khen thudng.
Thuc hién quy trinh
phat hanh van ban
dién tu:
- Truong hop ho so
khéng dam bao theo
-Theo |4quy dinh, phat hanh
MucT |Thong bao két qua
s thaim dinh ho so dén
. - To trinh, | . N 2 , A
Coéng . cong dan, to chirc dé
, R du thao ; ]
. chic Bo . X nghi khen thuong.
Ban hanh han Van 0,5 ngay Quyet . N
van ban | Phan Vi lam viéc dinh - Truong hop ho so
thu So - Thén dam bao theo quy
Noi vu ONE | dinh, chuyén hd s
bao két A SRR .
ud tham dién ta deén Phong
dion b oo | Hanh chinh - T6 chirc
‘ Van phong UBND
Thanh pho, hd so
gobm: To¢ trinh, Béo
cao ket qua tham dinh
ho so, du thao Quyét
dinh khen thudng.
B3 Copg Coéng chuc Phong
chirc - Theo ‘ , 2o
, Hanh chinh - T6 churc
Phong Muc I Ny .

y Hanh _Té trinh Van phopg‘,UBND
Tiép nhan , A . > . | Thanh phd tiép nhan
X - | chinh-T6 | 0,5 ngay cua S& N 2 .
ho so tu chire Van | lam vide | Nai q ho so, chuyén chuyén
S& Noi vu : ' Ol VIL AU | visn thu 1y phong

phong thao A . .

UBND X chuyén moén thude

Thanh le.lyﬁt Van thng UBND

£ n Thanh pho
phd

Tham Coéng 02 ngay -Theo |Cong chuac phong
dinh ho chirc lam viéc Mucl |chuyén moén thude
s0, dé phong -To trinh | Van phong  UBND
xuat ket chuyén cia S¢ | Thanh phd tham dinh
qua giai | mén thude Noi vy, dy | ho so, dé xuat két qua
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Bube | \oidung | Trach | [hoigian Bidu g
cong A o n o n (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
quyét Van thao giai quyét:
phong Quy€t |- Truong hop hd so
UBND dinh dam bao theo quy
Thanh dinh, du thao Phiéu
pho trinh kem du thao
Quyét dinh.
- Truong hop ho so
khong dam bao theo
quy dinh, duv thao
Phiéu trinh kém van
ban chuyén tra hd so
cho S& No1 vu.
Lanh dao  phong
chuyén mo6n thudc
Van phong UBND
Thanh phé xem xét ho
Lanh dao 50, trinh két qua giai
phong -Theo |quyét:
Xem xét | chuyén MucI |- Truong hop hd so
ho 50, mon thuodc 01 ned - du thao |dam bao thgo quy
winhkét | Van | o P8 | Quydt |dinh, ky Phiéu trinh
qua giai phong ' dinh/Cong | kem du thao Quyét
quyét UBND van tra ho | dinh.
Thanh SO - Truong hop ho so
pho khéng dam bao theo
quy dinh, ky Phiéu
trinh kém van ban
chuyén tra hd so cho
Sé& No1 vu.
Duyét hd | Lanh dao | 02 ngay - Theo |Lanh dao Van phong
so trinh Vin lam viéc Mucl |UBND Thanh phé
Lanh dao phong - dy thao |xem x&t hd so, phé
UBND UBND Quyét |duyét két qua giai
Thanh Thanh dinh/Céng | quyét:
pho pho van trahd |- Truomg hop hd so
SO dam bao theo quy

dinh, ky ,T(‘)f trinh, du
thao Quyét dinh.




CONG BAO/S6 129+130/Ngay 01-3-2025 11

Buéc | o n i Théi gian | Biéu
A NoOi dung Trach “ 1 X £ K s
cong A en o n (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
- Truong hop ho so
khong dam bao theo
quy dinh, ky van ban
chuyén tra hd so cho
S& No61 vu. Thue hién
tiep dn budc phat
hanh van ban
Lanh dao - Theo .
Ky duyét | UBND | 02ngay | Mucl |Lanh  dao ~ UBND
A . NN <. | Thanh pho phé duyét
ho so Thar}h lam viéc - Quyét Qu &t dinh
phé dinh yer S
Thuc hién quy trinh
phat hanh vin ban
dién tor va chuyén Thu
khen:
Cong - Truong hop ho so
chirc khong dam bao theo
R - Theo . X A
phong Mucl | 9w dinh, chuyén ho so
Hanh T dién tr den BO phan
Phét hanh | chinh - T& | 0.5 ngay | .- Qe | Tiép nhan va Tra két
vanban | chirc Van | lam viée dmh/fbng qua Ban Thi dua -
phong VE}II ) Khen thwong.
UBND chuyeg tra
Thanh SoNotvu ) ;
; - Truong hop ho so
pho dam bao theo quy
dinh, chuyén két qua
giai quyét dén BO
phan Van thu Ban Thi
dua - Khen thwong.

B4 - Cong chirc B6 phan
Tiép nhan | - Cong Van thu Ban Thi dua -
két quatlr | chirc Bo -Theo |Khen thuong tiép

Vin phan Van 0.5 noi MucI |nhan hd so tr Vian
phong thu Ban . é;m \;giéz - Quyét |phong UBND Thanh
UBND Thi dua - ' dinh, Thu | pho6 va chuyén dén Bo
Thanh Khen khen phan Tiép nhan va Tra

pho thuong két qua Ban Thi dua -

Khen thuéng.




12 CONG BAO/S6 129+130/Ngay 01-3-2025
Bude | \sidung | Trich | \poigian|  Bitu .
cong A en o n (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
Cong
Tk | e |
qua va phan 11ep . Tra két qua theo dang
p A nhan va 0,5 ngay A . . o A X
thong keé \ N Kétqua |ky cua cong dan, td
tra Ban lam viéc ,
theo quy : chire.
dinh Thi dua -
' Khen
thudng
2. P6i véi trueomg hop khen thuong dot xuat
Bube | \sidung | Trach | \noigian Bieu .
cong A en oA (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
Bl NoD hd so T6 chite, | Gio hanh | Theo Muc Chuén bi thanh phﬁn
op Ca nhan chinh I ho6 so theo Muc |
Kiém tra, | Cong chitc | 0,5ngay | Theo Muc | Tiép nhin hé so
ti€p nhan BQ phan lam viéc I Thu tuc hanh chiqh
ho so Tiép nhép truc tif?p hoiac tiep
va Tra két nhan ho so Thu tuc
qua Ban hanh chinh qua
Thi dua - dich vu buwu chinh
Khen cong ich:
thudng Cong chuc BO phan

Tiép nhan va Tra két
qua Ban Thi dua -
Khen thudéng huong
dan cong dan, to
chirc nop ho so trén
Cong dich vu cong
Thanh phé.

Tiép nhin qua Hé
thong thong tin giai
quyét thit tuc hanh
chinh:

Truong hop ho so di
dugc ndp ducac
thanh phan va bao
dam vé mat k¥ thuat
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian
(ngay lam
viéc)

Biéu
mau/Ket
qua

Dién giai

thi H¢ thoéng phan
hoi tw déng xac nhan
to chirc, ca nhan da
gt thanh  cong.
Trong vong 08 gio
lam viéc ké tur khi
Hé théng xac nhan
gt thanh cong, cong
chitc Bo phan Tiép
nhan va Tra két qua
Ban Thi dua - Khen
thudéng hoan thanh
cac viéc sau:

a) Dang nh3p HE
thong va kiém tra hd
so dién tir t6 chirc,
ca nhan g dén. Noi
dung kiém tra dugc
thuc hién theo quy
dinh tar khoan 2
Piéu 11 Nghi dinh
50 45/2020/ND-CP.
b) Trudong hop hd so
chua day du, chua
chinh xac theo quy
dinh: thong bao cho
td chtc, ca nhan
thong qua tai khoan
cua to chirc, ca nhan
tréen Hé thong, cac
kénh thong tin to
chtrc, ¢4 nhan dang
ky va huéng dan to
chirc, ca nhan bd
sung mot 1an day du,
chinh xac, néu 10 ly
do theo Phiéu yéu
cau bo sung, hoan
thién hod so (Mau s6
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Bube | Noidung | Trach | \hoigian Bieu .
cong NI A (ngay lam | mau/Keét Dién giai
o n cong viec nhi¢m A .
viéc vi€c) qua

02 ban hanh kém
theo Thong tu sb
01/2018/TT-VPCP).
c) Truong hop tur
chbi nhan hd so do
khong c¢6  tham
quyén giai quyét:
thong bao cho tb
chtrc, cd nhan théng
qua tai khoan cua to
chirc, ca nhan trén
Hé théng, cac kénh
thong tin to chtec, ca
nhan dang ky va néu
16 1y do tir chdi hd
so theo Phiéu tir chdi
giai quyét ho so thu
tuc hanh chinh (M?lu
s0 03 ban hanh kém
theo Thong tu sb
01/2018/TT-VPCP).
d) Truong hop ho so
day i, chinh xac
theo quy dinh, tiép
nhan hd so va thuc
hién cac Budce sau:

- Cong chuc BO
phan Tiép nhan va
Tra két qua Ban Thi
dua - Khen thudng
chuyén hd so dn
lanh dao Ban Thi
dua - Khen thuong.

- Lanh dao Ban Thi
dua - Khen thudng
chuyén hd so dn
chuyén vién thu ly
cua phong chuyén
mon Ban Thi dua -
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Buéc a . Théigian | Biéu
A NoOi dung Trach “ 1 X £ K s
cong A en oA (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
Khen thuéng.
Thoi gian tiép nhan
chinh thirc hodc yéu
cau chinh sta, bd
sung khong mudn
hon 08 gio lam viéc
ké tir khi hé thong
tiép nhan, trr thir 7,
chu nhat, ngay nghi
€.
B2 Tham dinh | Cong chirc | 2.5 ngay -Theo |Cong chuac phong
ho so, dé phong lam viéc Muc I | chuyén mon Ban Thi
xuat chuyén - Dy thao |dua - Khen thuong
két qua giai | mon Ban két qua thé;n dinh hd so dé
quyet Thi dua - giai quyét |xuat ket qua giai
Khen quyeét:
thuong 1) Truong hop hd so

khong dam bao theo
quy dinh, du thao
Phiéu trinh  kém
Cong van huéng dan
cua Ban Thi dua -
Khen thuéng.

2) Truong hop ho so
dam bao theo quy
dinh, c¢ong chire
phong chuyén moén
Ban Thi dua - Khen
thuong tham dinh hd
so nhu sau:

- Lay y kién cia cac
co quan, don vi lién
quan trén phan mém

quan ly  chuyén
nganh.
- Tong hop gop v cua

cac co quan, don vi
lién quan.
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Bude | Noidung | Trach | \hoigian | Bieu .
cong A en oA (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N

viéc : : vi€c) qua
- Tham muu két qua
giai quyét sau khi can
ctir cac quy dinh hién
hanh va téng hop gop
y cua cac co quan,
don vi lién quan:

+ Truong hop hd
so khong dam bao
theo quy dinh, du
thao Bao cdo tham
dinh kém du thao
Thong bao két qua
tham dinh giai quyét
ho so ciia S& Noi vu.

+ Truong hop hd
so dam bao theo
quy dinh, du thao
B4o cdo thadm dinh
kém du thao To
trinh, Quyét dinh
khen thudng.

Xem xét, | Lanh dao | 0,5 ngay -Theo |Lanh dao phong
ky ho so phong lam viéc Mucl | chuyén mén Ban Thi
trinh Lanh chuyén -Du thao | dua - Khen thuong
dao S¢& mon Ban T‘O"trinh) xem xét hd so, trinh
Thi dua - Quyét két qua giai quyét

Khen dinh, B4o | cho Lanh dao Ban:
thuong cdo tham |- Trudong hop ho so
dinh khéng dam bao theo
- Du thao | quy dinh, phé duyét
Thoéng Phiéu trinh kém du
bao két | thao Bao cdo tham
qua tham | dinh, du thao Thong
dinh hd so | bdao ket qua tham

dinh giai quyét hd so
cua S& NoO1 vu.

- Truomg hop ho so
dam bao theo quy
dinh, phé duyét
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Buéc a . Théigian | Biéu
A NoOi dung Trach “ 1 X £ K s
cong con s vige nhiém (nng): lam mau/{(et Dién giai
viéc : : vi€c) qua
Phiéu trinh kém du
thao Bao cao tham
dinh, duy thao To
trinh, Quyét dinh
khen thudng.
Lanh dao Ban Thi
dua - Khen thudng
xem xét ho so, trinh
két qua giai quyét
cho Lanh dao S&
- Theo | No1 vu:
Mucl |- Trudng hop ho so
- Du thao | khong dam bao theo
To trinh, | quy dinh, phé duyét
Lanh dao ‘Quyé’t Phiéu trinh kém du
o . dinh, Bao |thao Bao cao tham
Ban Thi 01 ngay Y : i A
dua - Khen | lam viéc a0 ‘tham c'h,nh, d}r thaq Thoﬂn &
thuéng ' dinh bgo k‘et‘ qua tham
- Du thao | dinh giai quyét ho so
Tfléng cua S¢ No1 vu.
bao két |- Truong hop hd so
quatham |dam bao theo quy
dinh ho so | dinh, phé  duyét
Phiéu trinh kéem du
thao Bao cao tham
dinh, duy thao To
trinh, Quyét dinh
khen thudng.
Xem xét, Lanh dao 01 ngay | - To trinh | Lanh dao S& No1 vu
phé duyét | S& Noivu | lam viée cua S& | xem xét hd so:
ket qua giai Noivu |- Truong hop hd so
quyet kém du | khong dam bao theo
thao | quy dinh, ky duyét
Quy€t | Phiéu trinh kém du
dinh thao Bao cao tham
- Thong | dinh, du thao Thong
baokét |bao két qua tham

qua tham

dinh giai quyét hd so
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Bude | Noidung | Trach | \hoigian | Bieu .
cong A en oA (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua
dinh hd so | cua S& Néi vu.
- Truomg hop ho so
dam bao theo quy
dinh, ky duyét Phiéu
trinh kém du thao
Bao cao tham dinh,
du thao To trinh,
Quyét dinh  khen
thudng.
Thuc hién quy trinh
phat hanh van ban
dién tu:
- Truomg hop ho so
khéng dam bao theo
quy dinh, phat hanh
- Theo | Théng bao két qua
Muc I tham dinh hd so dén
- T¢ trinh, | cong dan, to chic dé
Coéng chirc du thao | nghi khen thudng.
Ban hanh | B phan 0,5 ngay Quyét | . Truong hop ho so
van ban Van thu lam viéc dinh dam bao theo quy
S6 Noi vu - Théng | dinh, chuyén hd so
bao két | dién ti dén Phong
qua tham |Hanh chinh - T6
dinh ho so | chitc  Van  phong
UBND Thanh phé,
ho so gom: To trinh,
Biao cdo két qua
tham dinh hd so, du
thao Quyét dinh
khen thudng.
B3 Tiép nhan | Céng chire | 0,5 ngay -Theo |Coéng chuc Phong
hdsotir S| Phong lamviéc | MucI |Hanh chinh - Tb
Né61 vu Hanh - T& trinh | chitc Van  phong
chinh - TH ciaS¢ | UBND Thanh phd
chtrc Van Noi vu, du tiép nhan ho so,
phong thao chuyén chuyén vién
UBND Quyét | thu ly phong chuyén
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Buéc a . Théigian | Biéu
A NOi dung Trach <1 x A K o
cong A o n oA (ngay lam | mau/Keét Dién giai
o n cong viec nhiém A N
viéc : : vi€c) qua

Thanh phé dinh mén  thuoec  Van
phong UBND Thanh
phé
Cong chuc phong
chuyén mon thudc
Van phbng, UBND
Thanh pho tham
dinh ho so, dé xuat

. ) - Theo K&t qua oidi Ay
Coéng chirc M €t qua giai quyét:
A . \ uc | . N
Tham dinh phong A - Trudong hop ho so
A A o - To trinh | 4. \
ho so, d¢ chuyén 02 ned "y dam bao theo quy
xudtkét | mén thuoe | . " e 2¢ | dinh, dy thao Phiéu
qua giai | Van phong ‘ o1 }Y}l’ u trinh kém du thao
quyét UBND Qt aoét Quyét dinh.
\ A u \

Thanh ph§ S |- Truomg hop hd so

' khong dam bao theo
quy dinh, du thao
Phicu trinh kém van
ban chuyén tra ho so
cho S& No1 vu.
Lanh dao phong
chuyén mon thudc
Van phong UBND
Thanh phé xem xét
ho so, trinh két qua

Lanh dao - Theo | gidi quyet:

. 3 Mucl |- : O
em xét hd phonAg uc 7 qTru’O’r}g hop ho so
, chuyén . - du thao |dam bao theo quy
s, trinh A A 01 ngay S ) LA e
1t qua gidi mon thuodc 14m viee Quyét dinh, ky Phicu trmh
vt Van phong " | dinh/Coéng | kém dy thao Quyét
aw UBND van tra ho | dinh,

Thanh phd S0 - Truong hop hd so
khong dam bao theo
quy dinh, ky Phiéu
trinh kém van ban
chuyén tra ho so cho
Sé& No1 vu.

Duyét hd | Lanh dao 02 ngay - Theo | Lanh dao Van phong
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Bube | \sidung | Trach | 1h0igian Biéu e
cong chng vide nhiém (nng): lam mau/{(et Dién giai
viéc : : vi€c) qua
so trinh | Van phong | lam viéc Mucl |UBND Thanh phd
Lanh dao | UBND - du thao |xem xét ho so, phé
UBND | Thanh phé Quyét |duyét két qua giai
Thanh ph6 dinh/Céng | quyet:
van trahd | - Truong hop ho so
SO dam bao theo quy
dinh, ky To trinh, du
thao Quyét dinh.
- Trudong hop ho so
khong dam bao theo
quy dinh, ky van ban
chuyén tra ho so cho
S& No61 vu. Thue hién
tiep dén budc phat
hanh van ban
- Theo
Lanh dao Lanh dao UBND
Ky duyét ' 02 nga Muc I . L .
i,lé sg' UBND lam \%ié}(,: - Quyét Thanh p,ho' phé
Thanh pho ' oy duyét Quyét dinh.
dinh
Thuc hién quy trinh
phat hanh van ban
dién tir va chuyén
Thu khen:
- Trudong hop ho so
) ) khong dam bao theo
Cong chre -Theo |quy dinh, chuyén ho
%laorrllhg Muc I so dién ,tfr dén Bo
Phat hanh | chinh - T | 0,5 ngay | - Quyet [phan Ti¢p nhan va
1 o ;=7 | dinh/Cong | Tra ket qua Ban Thi
van ban Chlic‘ Van | lam viéc van dua - Khen thuong.
SBOIE]% chuyén tra
Thanh phé S& Noivu | - Truong hop ho so

dam bao theo quy
dinh, chuyén két qua
giai quyét dén Bo
phan Van thu Ban
Thi dua - Khen
thudng.
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Bude | Noidung | Trach | \hoigian | Bieu .
cong A A " (ngay lam | mau/Keét Dién giai
‘A cong viec nhiém Sn N
viéc : : vi€c) qua
B4 - Cong chuc BO
- Céng phan Van thu Ban
Tiép nhan | chic Bo - Theo Thlq duah ) AK herAl
IO A s thudng tiép nhan ho
két quatr | phan Vin ‘ Muc I 2 s ‘
Van phong |  thu Ban 0,5 ngay _Quyét so tr Van phong
. lam viec | X"Y® | UBND Thanh phd
UBND Thi dua - dinh, Thu | _, A 1k o
. £ I va chuyén dén BO
Thanh pho Khen khen A i A .
thusn phan Tiép nhan va
& Tra két qua Ban Thi
dua - Khen thwong.
Coéng chirc
.1 4 . | BOphan
T‘ra kf t qua Tiép nhan . Tra két qua theo
vathongké | .7, 0,5 ngay A 3 . n
va tra Ban e Kétqua |dang ky cua cong
theo quy . lam viéc A LA
. Thi dua - dan, t6 chrrc.
dinh
Khen
thudng
IV. BIEU MAU

Cac Bi€éu mau str dung tai cac budce cong viée.

STT | M4 hiéu Tén Biéu miu
1. | BMO1 |Bao cao thanh tich cua cac tap thé.
V.HO SO CAN LUU
TT | Ma hiéu Tén Biéu miu
1. // T& trinh cta cac co quan, don vi, dia phwong thude Thanh phd.
) /) Danh séch} cac tap thé dwoc dé nghi xét tang Co Thi dua cua
) Chu tich Uy ban nhan dan Thanh pho.
Bao cdo thanh tich cua cac tap thé duoc dé nghi xét khen
3. BMO1 |thuong CQ xac nhan cua cap trinh Chu tich Uy ban nhan dan
Thanh phd.
Bién ban hop x¢t khen thuong va két qua bo phiéu kin cia Hoi
4. // dong Thi dua - Khen thudng cua co quan, don vi, dia phuwong dé
nghi khen thuong.
5. // Quyét dinh cua Chu tich Uy ban nhan dan Thanh phd.
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VL. CO SO PHAP LY
- Luat Thi dua, khen thuéng ngay 15 thang 6 nam 2022;

- Nghi dinh s6 98/2023/ND-CP ngay 31 thang 12 nam 2023 cia Chinh phu quy
dinh chi tiét thi hanh mot sb diéu cua Luat Thi dua, khen thudng;

- Théng tu s6 01/2024/TT-BNV ngay 24 thang 02 nam 2024 cia Bo truong Bo
N6i vu quy dinh bién phap thi hanh Luat Thi dua, khen thuong va Nghi dinh so
98/2023/ND-CP ngay 31 thang 12 nam 2023 cua Chinh phii quy dinh chi tiét thi hanh
mdt s6 diéu cua Luat Thi dua, khen thudng;

Trong thoi han 25 ngay lam viée tir ngay nhan du hd so theo quy dinh (trir khen
thudng dot Xuét), Ban Thi dua - Khen thudng (S& Noi vu) thAm dinh ho so khen
thuwong va trinh Chii tich Uy ban nhan dan Thanh pho./.
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BM 01

PON VI CAP TREN CONG HOA XA HQI CHU NGHIA VIET NAM
------- Doc lap - Ty do - Hanh phuc

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

BAO CAO THANH TiCH
PE NGHI TANG ............... 2

Tén don vi dé nghi khen thuwéng
(Ghi day du bang chir in thuong, khong viét tit)

I. THONG TIN CHUNG

bia diém tru sé chinh, dién thoai, fax; dia chi trang tin dién tur; co cau to chirc, tong
sO can bd, cong chirc va vién chirc; chirc nang, nhiém vu duoc giao.

II. THANH TiCH PAT PUQC

Bdo cao thanh tich phai can ctr vao muc ti€u (nhi¢m vu), cac chi tiéu vé nang suét,
chat lwong, hiéu qua... d3 dugc thong nhat giao ude thi dua trong dot phat dong thi
dua hoic thi dua chuyén dé; cac bién phap, giai phap dat duoc thanh tich xuat sic,
mang lai hiéu qua kinh té, xa hoi, dan dau phong trao thi dua; nhimg kinh nghiém rat
ra trong dot thi dua..’.

XAC NHAN CUA CAP TRINH THU TRUONG DON VI
KHEN THUONG (Ky, dong dau)
(Ky, dong dau)

'Pia danh

2 Ghi hinh thic dé nghi khen thudng. Chi ap dung cac hinh thirc khen thuéng thude thim quyén cua
bd, nganh, dia phuong; truong hop xuit sic, tiéu biéu mai dé nghi Thu tudng Chinh phu ting Co thi
dua cua Chinh phu, Bang khen cia Tha tudéng Chinh phii, truong hop dic biét xuat sic trinh Thu
tuong Chinh pht dé nghi Chu tich nuéc ting Huan chuong.

3 Néu la tap thé hodc thu trudng don vi san xuit, kinh doanh phai néu viéc thuc hién nghia vu ndp

ngan sach nha nudc; dam bao mdi truong, an toan v¢ sinh lao dong, an toan vé sinh thuc pham.
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QUY TRINH 26
Pé nghi cip ching nhin ding ky hoat dong ton gido cho t6 chirc

c6 dia ban hoat dong 6 mét tinh

(Ban himh kém theo Quyét dinh s6 6175/0P-UBND ngay 31 thang 12 ndm 2024

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

I. THANH PHAN HO SO

TT Tén ho so S0 Truc tiép Truc tuyén
lwgng
01 Va;n ban dang ky (theo 01 Ban chinh F{le scan jban ~ch1r,1hA
mau). hoac file ¢o6 chir ky s6
Danh sach, so yéu ly
lich, phicu ly lich tu phap
(cap trudce thoi diem ndp
hd so khoéng qua 06 . o
02 |thang), ban tom tit qua| Ol | Béanchinh | 1. Scan ban chinh
. o N hoac file ¢o6 chir ky s6
trinh hoat dong ton giao
cua nguoi dai dién ya
nhiing nguoi du kién
lanh dao t6 chtre.
Ban tom tit gido ly, gido \ , File scan ban chinh
03 luat, 1 nghi. 01 Ban chinh hodc file ¢o chir ky sb
04 Qu,y ché hoat dong cua t6 01 Ban chinh F{le scan jban ~ch1r,1hA
chuec. hoac file ¢o6 chir ky s6
Giay to ching minh co . . ,
. TR C 3R s \ , File scan ban chinh
05 ?rllil Sd(;em hop phap dé dat 01 Ban chinh hodic file c6 chi kY s 5

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

Noi tiép nhin va tra két qua

Thoi gian xwr ly

Lé phi

1. Nop ho so:

Cong dan, to chirc dé nghi ndp ho so

theo cac hinh thirc sau day:

- Nop ho so truc tiép tai BO phan
Ti€p nhan va Tra két qua Ban Ton

60 ngay ké tir ngay nhan
da hé so hop 1€ (twong Khong
duong 44 ngay lam viéc)
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gidgo TP.HCM, dia chi: 177 Ly
Chinh Théing, phuong V5 Thi Sau,
Quan 3.

- Nop ho so dén B6 phan Tiép nhan
va Tra két qua Ban Ton gido
TP.HCM théng qua dich vu buu
chinh céng ich.

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

2. Tra két qua:

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

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

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

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

III. TRINH TU XU LY CONG VIEC

Buge | Ngidung | Trach | Thei | D,
cong A e oA . mau/Ket Dién giai
o n cong viec nhi¢m gian N
viéc qua
B1 Nop hd so | Té chirc, ca Theo | Thanh phan hd so theo
nhan Mucl |Mucl.
Kiém tra hd B0 phan BM 01 |* Tiép nhéin hd so Tha
SO Tiép nhan BM 02 |tuc hanh chinh trye
va I}Oém }ré BMO03 |tiép:
ket qua 19 - Cong chuc tai Bo
: phan Mot ctra phai xem
Iigay x¢ét, ki€m tra tinh chinh
am xac day du cua hod so;
viéc

quét (scan) va luu trir
ho so dién tir, cap nhat
vao co sO dit liéu cua
Hé thong thong tin giai
quyét thu tuc hanh
chinh Thanh phé;

- Néu ho so day du, hop
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Buge | Ngidung | Trach | Thei | DY,
cong NI A . mau/Ket Dién giai
o n cong viec nhi¢m gian N
viéc qua

16, chuyén vién tiép
nhan lap Giéy bién
nhén va hen tra két qua
trao cho nguoi ndp ho
so theo mau BM 01.

- Néu ho so chua day
du, chuyén vién tiép
nhan hudng dan nguol
ndop hd so bo sung,
hoan thién ho so theo
mau BM 02.

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

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

- B6 phan M6t ctra thue
hién tiép nhan ho so
thu tuc hanh chinh do
doanh nghiép cung tng
dich vu buu chinh cong
ich chuyén dén theo
Quyét dinh
s6 45/2016/Qb-TTg .

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

- Thoi diém xéc dinh t6
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Dién giai

chuc, ¢4 nhan da nop ho
so hop phap, hop 1€ tai
co quan c¢6 tham quyén
duoc tinh ké tir khi nhan
vién buu chinh va nguoi
tiép nhan hd so tai BO
phan Mot ctra 1ap va
cung ky Bién ban giao
nhan hé so theo quy
dinh. Truong hop cob
yéu cau bo sung, hoan
thién ho so thi thoi diem
t6 chue, ca nhan bo sung
day du ho so theo yéu
cau duoc xac dinh la
thoi diém nop ho so hop
phap, hop 1€ (trr trwong
hop phap luat c6 quy
dinh khac).

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

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

Truong hop hoso di
duoc ndp du cac thanh
phan va bao dam vé
mat ky thuat thi Hé
thong phan hoi tu dong
xac nhan to chic, ca
nhian di g thanh
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Bube | \sidung | Trach | Thoi | D,
cong A ‘n A . mau/Ket Dién giai
o n cong viec nhi¢m gian N
viéc qua

cong. Trong vong 04
gid lam viéc ké tir khi
Hé théng xac nhan gui
thanh coéng, can bo,
cong chirc tai B6 phan
Mot ctra hoan thanh cac
viéc sau:

a) Dang nhap Hé thong
va kiém tra hd so dién
ttr to chirc, ca nhan gui
dén. Noi dung kiém tra
duvgc thuc hién theo
quy dinh tai khoan 2
biéu 11 Nghi dinh
50 45/2020/ND-CP .

b) Truong hop hod so
day du, chinh xac theo
quy dinh: tiép nhan ho
so va lap Giay tiép
nhan ho so va hen ngay
trakét qua BM 0l,
thong bao cho to chirc,
ca nhan thong qua tai
khoan cua té chirc, ca
nhan trén Hé théng, cac
kénh thong tin to chirc,
ca nhan dang ky.

¢) Truong hop hd so
chwa day du, chua
chinh xac theo quy
dinh: théng bao cho t6
chtcc, ca nhan théng
qua tai khoan cia to
chirc, ca nhan trén HE
théng, cac kénh thong
tin t6 chirc, ca nhan
dang ky va huéng dan
to chic, c4 nhan bd
sung mot lan ddy du,
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Dién giai

chinh xac, néu r6 ly do
theo Phiéu yéu cau bd
sung, hoan thién ho so
(Mau s6 BM02).

d) Truong hop tir choi
nhan hoé so: thong bao
cho t6 chitc, cad nhan
thong qua tai khoan cua
t6 chirc, ca4 nhan trén
Hé théng, cac kénh
thong tin to chirc, ca
nhan dang ky va néu ro
1y do tir chéi ho so theo
Phiéu tir choi giai quyét
hd so thu tuc hanh
chinh (Mau s6 BM 03).
Sau khi kiém tra, néu
bao dam cac diéu kién
dé xu ly, tiép nhan ho
so va chuyén cong
chirc thu ly ho so.

Thot gian tiép nhan
chinh thirc hodc yéu
cau chinh sira, bo sung
khéng mudén hon 04
gid lam viéc ké tir khi
hé thong tiép nhan, trir
thr 7, chu nhat, ngay
nghi 18.

Chuyén hd
SO

Chuyén
vién BO
phan Tiép
nhan va Tra
két qua Ban
Ton gido

1/2
ngay
lam
viéc

- Theo
Muc I
-BM 01

Ho so duoce tiép nhan
va chuyén dén cong
chirc phong chuyén
mon thu ly

Chuyén
vién phong
chuyén mén

Ban Ton

I ngay
lam
viéc

HoO sova
van ban
lay y kién

Chuyén wvién phong
chuyén moén tham muu
To trinh kem du thao
van ban 1y y kién céac
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Buge | Ngidung | Trach | Thei | D,
cong A e oA . mau/Ket Dién giai
o n cong viec nhi¢m gian N
viéc qua
2140 co quan, don vi lién
quan trinh 1anh dao
phong chuyén modn
xem Xe€t.
Lanh dao Lanh dao phong
. 172 A . A N .
phong i Ho sova | chuyén moén xem xét,
chuyén mén g Y vanban |ky To trinh kém du
~ lam A 1A ) o ) A 1 -k
Ban Tén vide lay y kién | thao van ban lay y kién,
2140 ' trinh 1anh dao Ban.
Lanh dao O% 1. Lanh dao Ban xem xét,
n ngay | Vanban |, . T, X
Ban To6n N 1.4 | ky van ban lay y kién
. lam |layykién | .
2140 A cac co quan, don vi.
viéc
Chuyén vién phong T6
chirc - Hanh chinh Ban
o Toén giao cho s, vao
‘(Ajhuye‘n s0, dong dau, phat hanh
vién Phong 12 g , C A
2 1 . . 1. |van ban (ban gidy va
T6 chuc - ngay | Vanban |, A T 2k
. . ; 1.4+ | ban dié€n tir) g1 dén
Hanh chinh | lam |layy kién | Clia
o . cac co quan, don vi lién
Ban Ton ViEc \ X A
0 quan va chuyén dén
Xem xét ho 8 chuyén vién phong
s0; 1dy ¥ chuyén mén phu trach
kién cac de theo dai.
B2 don vi 11§n - Céac co quan, don vi
quank(neuA lién quan c6 van ban
c0); dé xuat g6p v va gii vé Ban
ket qua giai Ton gido dé chuyén
quyet vién phong chuyén
Cac co ' 3% Van ban rr}onA Ban Tonv g1a9 Xu’
quan, donvi| ngay 0D ¥ ly ho so (trtr van ban co
lién quan lam lién quan dén yéu t6 Bi
viéc mat nha nudc phai gui
truec ti€p Ban Ton gido
de xir Iy ho so).
- Truong hop da qua
thot gian lay y kién cac
don vi ¢o6 lién quan ma
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Buge | Ngidung | Trach | Thei | D,
cong A e oA . mau/Ket Dién giai
o n cong viec nhi¢m gian N
viéc qua
chwa nhan du y kién
phuc dap, chuyén vién
phong chuyén moén Ban
Ton gido tam ngung xir
ly ho so dé cho nhéan du
y kién, sau dé tiép tuc
thuce hién cac budce sau.
Cong chire thy 1y ho so
tiép nhan van ban gop y
cua cac co quan, don vi
tién hanh xem xét,
kiém tra ho so, lay y
kién cac don vi lién
quan (néu cd), tong
- Theo |hop, hoan thién hd so,
Muc lépq to tr‘inh, du~.’ thao két
Cong chfrc 03 _BMOI qua trinh 1anh da_}o
thu ly ho so | ngay N phong xem xét, chuyén
phong lam - HO SO | thuc hién tu buée 4 tré
nghiép vu viée trinh. di
- Du thao | - Truong hop hd so sau
Xem xét, ket qua. | khi 14y y kién khong du
B3 \ ’ 5 A s oe A
trinh ky co s& dé giai quyét,
chuyén vién du thao
van ban tra 101 trinh
lanh dao phong chuyén
moén va lanh dao Ban
xem xét va chuyén thyc
hién sang budc 5 tro di.
- Theo
Muc I . .
Lanhdao | °1 | -Bmop |LAh ~ dao  phong
phong ngay _Hb sq cliuyen mon  xem Xe}
nghiép vu lgern ep h‘oq S0, trAmh ky két qua
o VIEC . gial quyet.
- Du thao
két qua.
B4 Lanh dao Lanh dao 02 Th - Lanh dao Ban kiém
\ - 1hCo — NP
Ban xem Ban ngay tra lai ho so va ky van




32 CONG BAO/S6 129+130/Ngay 01-3-2025
Bude | Noidung | Trich | Thei | DU
cong Ao oA . mau/Ket Dién giai
o n cong viec nhi¢m gian N
viéc qua
xét, lam Mucl |ban chép thuan.
phé duyét viéc | -BMO1 |- Néu sau khi xem xét,
- To trinh | h0 so khong dam bao
kém Dy | V€ néi dung, tra lai
thao két | phong chuyén mon xu
qua giai |1y lat.
quyet
Coéng chirc 1/2 HO so di
Ban hanh Phong ngay 080921 ho $6, vao sb, dong
B5 . L, - duge phé | . .
van ban To6 chuc - lam duvet dau, ban hanh van ban.
Hanh chinh | Viéc Ye
Tra két qua B? phafl 1/2 2 1A ) 2
. A Tiép nhan ngay «, . | Trakét quachotod
B6 |valuuhoso| ... 7, N Keét qua . 1A
: va hoan tra lam chirc, ca nhan.
theo doi X n
két qua viéc
IV. BIEU MAU
Cac Biéu mau str dung tai cac budc cong viéc.
TT | Ma hiéu Tén Biéu miu
1. |BMOI Mau Giay tiép nhan ho so va hen tra két qua.
2. BM 02 Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. |BMO3 Mau Phiéu tir chéi giai quyét tiép nhan ho so.
4. BM 04 Vin ban dang ky cap chirng nhan hoat dong ton gio.
V.HO SO CAN LUU
TT | Mai hiéu Tén Biéu miu
1. |BMO1 Mau Giay tiép nhan ho so va hen tra két qua.
2. |BMO02 Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. |BMO3 Mau Phiéu tir chéi giai quyét tiép nhan ho so.
4. BM 04 Vin ban dang ky cap ching nhén hoat dong ton gido.
5. // Danh sach, so yeu ly lich, phiéu ly lich tu phap (cap trudc
thoi diém nop ho so khong qua 06 thang), ban tom tit qua
trinh hoat dong ton gido cua ngudi dai dién va nhitng ngudi
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du kién 1anh dao t6 chire.
6. // Ban tom tat gido ly, gido luat, 1& nghi.
7. // Quy ché hoat dong cua to chire.
8. // Giay to chirmg minh c6 dia diém hop phap dé dit tru so.
9. // Cac ho so khac néu co theo vin ban phap quy hién hanh.

VL. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot sO diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thii tuc hanh chinh./.
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BM 01

UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
SONOIVU
BO PHAN TIEP NHAN VA
TRA KET QUA

Sé: / TNHS-TKQ ... , ngay ... .. thang ... ... nam .. ...

Bo phan Tiép nhén va Tra két qua Ban Tén gido

Tiépnhémhésocﬁa:
DA O o
Sodiénthoai: ... Emails

NOi dung yeu CAU ZIA1 QUYEL ... ..o oo e e e e

Thanh phan ho so ndp gom:

= W

Thoi gian giai quyét ho so theo quy dinh Ia: .............. ngay

Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....
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Thoi gian tra két qua giai quyét ho so:... gio..., phut, ngay ... .thang...nam....

Pang ky nhan két qua tai: .............cooeeveeiriiiiiin,

Vao S6 theo dai hd so, Quyén SO . Sbtheetw.................

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 02

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
SONOIVU e
BO PHAN TIEP NHAN VA
TRA KET QUA

HO SO CUA .o
No6i dung yéu cau giai

QUYL o

DA Cha: o

S6 dién

thoat..............o o Ematl

Yéu cau hoan thién hé so gom nhitng ndi dung sau:

Ly A0 o
Trong qua trinh hoan thién ho so néu c¢6 vudng mic, Ong/Bahen hé
VOL ..o, 5O dién thoai . .. d¢ dugc hudng dan./.

NGUOI HUONG DAN
(Ky va ghi ro ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
SONOIVU e
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS . , ngay ... .. thang ... ... nam .. ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phan Tiép nhén va Tra két qua Ban Tén gido

Tiépnhémhésocﬁa:
Dia

SO diénthoai: ... Emails

NOi dung yéu cau giai QUYEt: ... ......ooooeie i,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi ly do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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CONG HOA XA HOI CHU NGHIA VIET NAM

Déc lap - Tw do - Hanh phuc

PANG KY

Cép chirng nhéin hoat dong ton gido

Kinh gui: ........."7 ... ...

BM 04

TEN 10 CIC: ... oo e e e e,

Hovaténngudidai di€n:........ ... .. .. . .

Ping ky cap chirng nhin hoat dong ton gido véi cac ndi dung sau:

Tén t0 chire (Chif N H0A): ... .. vt e e e,

Tén giao dich quOCtE (MU CO):. ..o e

Tru sG cUAt0 ChC: ... oo e e

Nguoi dai dién:

- HOO VAN .

- Tén goi trong ton ZiA0 (NEW CO):...ovvvn e iee e e e e,

=S8 CMTND/CCCD: .

-Chl'rcvu,phémvi (néu CO ) e

Nguon goc hinh thanh, qua trinh phét trién & Viét Nam: .........................

Ton chi, muc QiCh: ... ..

SO lrong NEUOL tin the0 . ... ..o ot e

Co AU L0 CUTC: ... o e e e

Dia diém du Kién A8t tru SO ... oo
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Vin ban kém theo gom: Danh sach, so yéu ly lich, phiéu 1y lich tu phap, ban tém
tat qua trinh hoat dong ton giao cua ngudi dai dién va nhitng nguoi du kién 1anh dao t6
chie; ban tom tit gido ly, gido luat, 1& nghi; quy ché hoat dong cia to chic; gidy to
ching minh c6 dia diém hop phap dé dit tru so./.

NGUOI PAI DIEN
(Ky, ghi ro ho tén)

1 . . c A r - 3 A ’

D' Pia danh noi du kién ¢o tru sé cia td chirc.

2 5 v \ r A g7 ~ A e 5 A re LA

) Co quan quan ly nha nuwde vé tin ngudng, ton gido & trung wong d6i voi to
chitc ¢ dia ban hoat dong & nhiéu tinh; co quan chuyén mon vé tin ngudng, ton gido
cap tinh do1 vai to chirc co dia ban hoat dong & mot tinh.
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QUY TRINH 27
Ping ky nguoi dwge bé nhiém, biu cir, suy cir 1am chire viée

ciia t6 chire dwoc cAp ching nhan diing ky hoat dong ton gido

c6 dia ban hoat dong ¢ mot tinh

(Ban himh kém theo Quyét dinh s6 6175/0P-UBND ngay 31 thang 12 ndm 2024
ciia Chii tich Uy ban nhdn ddn Thamh phé Hé Chi Minh)

I. THANH PHAN HO SO

5 . Ghi chu
TT Tén ho so So lugng v "
Trwec tiep Trwe tuyén
01 Va;n ban dang ky (theo 01 Ban chinh F{le scan jban ~ch1r,1hA
mau). hoac file co chir ky s6
So yéu Iy lich, phicu ly
lich tw phap (cap trudce
thoi diém nop hd so o File scan ban chinh
02 khéng qua 06 thang) cua 01 Ban chinh hodc file co chit ky s6
nguolr dwge du kién bo
nhiém, bau cu, suy cu.
Ban tom tit qua trinh hoat
déng ton gido cua nguoi , , File scan ban chinh
03 dqoc du kién bd nhiém, 01 Ban chinh hoac file co6 chit ky sb
bau cir, suy ctr.

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

Noi tiép nhin va tra két qua

Thoi gian xwr ly

Lé phi

1. Nop ho so:

Cong dan, to chirc dé nghi ndp ho so
theo cac hinh thirc sau day:

- Nop ho so truc tiép tai Bo phan
Tiép nhan va Tra két qua Ban Ton
gido TP.HCM, dia chi: 177 Ly
Chinh Théang, phuong V& Thi Sau,
Quan 3.

- Nop ho so dén B6 phan Tiép nhan
va Tra két qua Ban Ton gido
TPHCM théng qua dich vu buu

20 ngay ke tir ngay
nhan du ho so dang ky
hop 1€ (twong duong

15 ngay lam viéc)

Khong
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chinh céng ich.

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

2. Tra két qua:

Coéng dan, }6 chac lua chon cach
thirc nhan két qua sau day:

- Nhan két qua truc tiép tai BO phan
Ti€p nhan va tra két qua.

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

- Nhan két qua truc tuyén trén Cong

dich vu cong cua Thanh phd.

III. TRINH TU XU LY CONG VIEC

Bube | \si dung Trach Thei | DU
cong A e o n . mau/Ket Dién giai
. n cong viec nhiém gian N
viéc qua
Nophoso | td chire, ca Theo | Thanh phan hb so
Bl A
nhan Muc 1 |theo Muc L.
Kiém trahd | Bo phan Tiép BMO1 |* Tiép nhin hd so
SO nhan va hoan BM 02 |Thu tuc hanh chinh
tra két qua BM 03 | true tiép:
- Coéng chuc tai BO
phan Mot cua phai
xem xé€t, kiém tra tinh
chinh xac day du cua
172 Ao .
: ho so; quét (scan) va
ligay luu trit hé so dién tu,
am cap nhat vao co so dir
viéc

litu cia Hé thong
théng tin giai quyét
thu tuc hanh chinh
Thanh pho;

- Néu ho so day du,
hop 1€ chuyén vién
tiép nhan lap Giay
bién nhan va hen tra
két qua trao cho nguoi
ndp hd so theo mau
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Bube | nsi dung Trach Thoi | bt
cong NI ‘n . mau/Ket Dién giai
. n cong viec nhiém gian N
viéc qua

BM 01.

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

- Trudong hop tir choi
nhan hd so, chuyén
vién tiép nhan néu 16
ly do theo mau BM
03.

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

- B6 phan Moét cira
thuc hién tiép nhén ho
so thu tuc hanh chinh
do doanh  nghiép
cung ung dich vu buu
chinh cong ich chuyén
dén theo Quyét dinh
s6 45/2016/Qb-TTg .

- Can bo, cong chire,
tai BO phan Mot cira
phai xem xét, kiém tra
tinh chinh xac, day du
ctia hd so; quét (scan)
va luu trir hd so dién
twr, cap nhat vao co s¢
dir liéu cua Hé théng
thong tin giai quyét
thu tuc hanh chinh
Thanh pho.

- Thoi diém xac dinh
td chuc, ca nhan da
nép ho so hop phap,
hop 1€ tai co quan co
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Dién giai

tham quyén duoc tinh
ké tir khi nhan vién
buu chinh va nguoi
tiép nhan hd so tai Bd
phan Mot ctra 1ap va
cung ky Bién ban giao
nhan hod so theo quy
dinh. Truong hop ¢o
yéu cau bo sung, hoan
thién ho so thi thoi
diém t6 chirc, ca nhan
bd sung day du hd so
theo yéu cau duoc xac
dinh 1a thoi diém nop
hd so hop phap, hop 1¢
(tree trwong hop phap
luat c6 quy dinh khac).
- B6 phan Mdt ctra co
trach nhiém théng tin
cho to chirc, cA nhan
vé viée tiép nhan hd
so va hen ngay tra két
qua, viéc yéu cau bo
sung, hoan thién ho
so, tir choi giai quyét
hdé so tha tuc hanh
chinh.

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

Truong hop ho so da
duoc ndp du cac thanh
phan va bao dam vé
mat ky thuat thi Hé
thong phan hoi tu
dong xac nhan td
chtc, ca nhan da gui
thanh cong. Trong




0 ay 01-3-
44 CONG BAO/SG 129+130/Ngay 01-3-2025
Bube | nsi dung Trach Thoi | bt
cong NI ‘n . mau/Ket Dién giai
. n cong viec nhiém gian N
viéc qua

vong 04 gi¢ lam viéc
ké tu khi Hé thong
xac nhan gui thanh
cong, can bd, cong
chirc tai B6 phan Mot
cra hoan thanh cac
viéc sau:

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

¢) Truong hop hd so
chwa day du, chua
chinh xac theo quy
dinh: thoéng bao cho t6
chtic, ca nhan thong
qua tai khoan cua to
chirc, ca nhan trén Hé
thong, cac kénh thong
tin t6 chtc, ca nhan
dang ky va huéng dan
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Dién giai

t6 chuc, ca nhan bo
sung mot lan day du,
chinh xac, néu 1o ly
do theo Phiéu yéu cau
bo sung, hoan thién ho
so (Mau s6 BMO02).

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

Sau khi kiém tra, néu
bao dam cac diéu kién
de xtr ly, tiép nhan ho
so va chuyén cong
chirc thy 1y ho so.
Thot gian tiép nhan
chinh thirc hodc yéu
cdu chinh sta, bd
sung khong mudn hon
04 gid lam viéc ké tur
khi hé thong tiép
nhan, trir the 7, chu
nhat, ngay nghi 1&.

Chuyén hd
SO

Bo phan Tiép
nhan va hoan
tra két qua

1/2
ngay
lam
viéc

- Theo
Muc I
-BM 01

Ho so duoc tiép nhan
va chuyén dén cong
chic phong chuyén
mon thu ly

B2

Xem xét ho
so; lay y kién
cac don vi

Chuyén vién
phong
chuyén mon

1/2
ngay
lam

HO so va
van ban
lay y

Chuyén vién phong
chuyén moén  tham
muu To trinh kém du
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Bube | nsi dung Trach Thoi | DU,
cong A e o n . mau/Ket Dién giai
. n cong viec nhiém gian N
viéc qua
lién quan | Ban Toén gido | vige kién |thao vin ban lay vy
(néu co); dé kién cac co quan, don
xuat két qua vi lién quan trinh 1anh
giail quyet dao phong chuyén
mon xem X&t.
Lanh dao  phong
Lanh dao 1/2 H6 so va | chuyén moén xem xét,
phong ngay | vanban |ky T¢ trinh kém du
chuyén mon lam layy |thao van ban lay y
Ban Tén gido viéc kién kién, trinh lanh dao
Ban.
. . .. |Lanh dao Ban xem
N Olngay | Vanban |~ . . . .z
Lanh dao . x| xét, ky van ban lay y
Y lam lay y K,
Ban To6n gido A 7k kién cac co quan, don
VviEc kién .
V1.
Chuyén vién phong
T6 chirc - Hanh chinh
Ban To6n gido cho so,
Chuyén vién vao s, (?0ng c}au, ph? t
. A 1/2 ... |hanh van ban (ban
Phong T6 . Vanban | .« . T
, . ngay e gidy va ban dién tir)
chtrc - Hanh ; lay y oD A
, lam 'k g1 dén cac co quan,
chinh Ban " kién DA .
Ton 2ido viéc don wvi lién quan va
& chuyén dén chuyén
vién phong chuyén
mon phu trach dé theo
doi.
- Cac co quan, don vi
lién quan c6 van ban
gop y va gut vé Ban
Céc co quan, ‘ o Tgn giao de chuy?n
don vi lien | 07 ngay | Van ban | vién phong chuyén
' lam gopy | modn Ban Tén gido xu
quan . n 1A
viéc ly ho so.

- Truong hop di qua
thoi gian ldy y kién
cac don vi c¢6 lién
quan ma chwa nhan du
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Bude | \ai dung Trach Thoi | DU,
cong A o o n . mau/Ket Dién giai
. n cong viec nhiém gian N
viéc qua
y kién phic dap,
chuyén vién phong
chuyén mén tam
ngtng xir Iy hod so dé
cho nhan du y kién.
Cong chirc thu 1y ho
SO tiép nhan van ban
gop y cua cac co
quan, don vi tién hanh
xem xét, kiém tra hd
so, lay y kién cac don
vi lién quan (néu co),
- Theo |tong hop, hoan thién
Muc I h67 so,Alép tfy t‘rinh,~du’
Cone chite _BMOI thao ket‘ qua trinh lar}h
sone i |oaneay | B0 pans nem
N o lam -HO SO | chuyén thyc hién tir
phong nghiép viéc trinh. | puge 4 tré di.
Vi -Du |- Truomg hop hd so
thao k8t | sau khi ldy y kién
B3 Xem xét, qua. khoéng du co so de giai
trinh ky quyét, chuyén vién du
thao van ban tra loi
trinh 1anh dao phong
chuyén moén va lanh
dao Ban xem xét va
chuyén thwe hién sang
budc 5 tro di.
- Theo
Muc I
Ladao |7 chuyén mon xem aé
P On%/ Eg 1ep lé.l{n trinh. hé 50, trinh ky két qua
' VigC - Du gia1 quyét.
thao két
qua.
B4 Lanh dao Lanh dao | 01 ngay Th - Lanh dao Ban kiém
; \ - 1hco 1A N
Ban xem xét, Ban lam tra lai ho so va ky van
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Bube | \ai dung Trach Thei | DU
cong A en o n . mau/Ket Dién giai
. n cong viec nhiém gian N
viéc qua
phé duyét viée MucI |ban chap thusn.
-BM 01 |- Néu sau khi xem xét,
-To | ho so khong dam bao
trinh | v€ no1 dung, tra lai
kéem Dy | phong chuyén mon xir
thao két | Iy lai.
qua giai
quyet
cong chirc 1/2 A N A o A
Ban hanh Phong nedy Ho so da} CPO sO, vao §0, dor}g
B5 . R - duge phé | dau, ban hanh van
van ban T6 chire - lam duvét ban
Hanh chinh viée Ye '
T N LA A 1/2
Traketqua | Bo phan Tiep nga . Tra két qua cho to
B6 | viluuhdso |nhanvahoan | "% | Kétqua | o ctdual
- A ) lam churc, ca nhan.
theo doi tra két qua .
viéc
IV. BIEU MAU

Cac Biéu mau str dung tai cac budc cong viée.

TT |Maihiéu |Tén Biéu miu
1. |BMOI Mau Giay tiép nhan ho so va hen tra két qua.
2. BM 02 Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. |BMO3 Mau Phiéu tir chéi giai quyét tiép nhan ho so.
4. BM 04 Vin ban dang ky ngudi duge bo nhiém, bau cir, suy cir lam
chtrc viéc.

V. HO SO CAN LUU

TT |Maihiéu |Tén Biéu miu
1. |BMO1 Mau Giay tiép nhan ho so va hen tra két qua.
2. |BMO02 Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. |BMO3 Mau Phiéu tir chéi giai quyét tiép nhan ho so.
4. BM 04 Vin ban dang ky ngudi duge bo nhiém, bau cir, suy cir lam
chtrc viéc.
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5. // So yéu 1y lich, phicu ly lich tu phap (cap truée thoi diém
nop ho so khong qua 06 thang) cia ngudi duge du kién bo
nhiém, bau cu, suy cu.

6. // Ban tom tit qua trinh hoat ddng tén gido cua nguol duoc du
kién bé nhi€m, bau cu, suy cir.

7. // Cac ho so khac néu co theo vin ban phap quy hién hanh.

VL. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot sO diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién

thong trong giai quyét thii tuc hanh chinh./.
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BM 01

SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA

Sé: / TNHS-TKQ ... , ngay ... .. thang ... ... nam .. ...

Bo phan Tiép nhén va Tra két qua Ban Tén gido

Tiépnhémhésocﬁa:

Dia

Sodiénthoai: ... Emails
Noi dung yéu cau giai

quyét:

Thanh phan ho so ndp gom:

VS N\

Thoi gian giai quyét ho so theo quy dinh Ia: .............. ngay
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Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....
Thoi gian tra két qua giai quyét ho so:... gio..., phut, ngay ... .thang...nam....
Pang ky nhan két qua tai: .............cooeeveeiriiiiiin,

Vao S6 theo dai hd so, Quyén SO . Sbtheetw.................

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)
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BM 02

SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA

No6i dung yéu cau giai
quyét:
Dia

Sédiénthoai...............oooie o CEmaile

Yéu cau hoan thién hé so gom nhitng ndi dung sau:

Ly A0 o

Trong qué trinh hoan thién hd so néu c6 vudng mic, Ong/Ba lién hé
VOL ..o, 8O dién thoai . .. d¢ duoc hudng dan./.

NGUOI HUONG DAN
(Ky va ghi ro ho tén)
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BM 03
~ SONOIVU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Pjc lap - Tw do - Hanh phiic
BANTONGIAO
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS , ngay .. . thang ... ... nam ... ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

Bo phan Tiép nhan va Tra két qua Ban Tén gido
Ti€p NhAN DO SO CUAL ... ... et e e e e e e e
Dia

Sodiénthoai: ... Emails

NOi dung yéu cau giai QUYEt: ... ......ooooeie i,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi 1y do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 04
CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phuc
Y ngay.. . thdang....ndm... ..
DANG KY
Ngwoi dwoce bd nhiém, biu cir, suy cir lam chire viée
Kinh gri: ............... @
Tén t6 chirc (chitinhoa) : ....................90.
U SO o
Ping ky nguoi dwoe bé nhiém, bu cir, suy cir
lam chirc viéc vo6i cac ndi dung sau:
Dia ban
Ho va tén Chirc vu o

I trudc va phy t rac‘h

nguwol | an goi Khi truwdc va

duoc du i : sau Kl sau khi

A trong | Nam | Noi R . d bo S

TT kieén bo n . ., | Pham vi ugc (‘) d bd

hia ton sinh | cw tru " | nhiém, biu }1’(.” ¢ bo
nauem, gido cit. Suv i nhiém, bau
bau cw, » Sy Clr, suy cw

suy cur
y Truoc | Sau | Trude | Sau
2

Vin ban kém theo gém: So yéu ly lich, phiéu 1y lich tu phap cua nguoi duoc du

kién bo nhiém, bau ctr, suy ctr; ban tém tat qua trinh hoat dong tén gido ciia nguol

duge du kién boé nhiém, bau cir, suy cir./.

T™. TO CHI’JjC @
(Chit ky, ddu)
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) Pia danh noi ¢ tru sé cua to chirc ton gido, to chic ton gido truc thude hodc to

chirc dugc cap chirng nhan ding ky hoat déng ton gido.

@ Co quan quan Iy nha nude vé tin ngudng, ton gido ¢ trung wong d6i voi trudng hop
b6 nhiém, bau ct, suy cir chirc viéc theo quy dinh tai khoan 1 Piéu 34 cua Luét tin ngudng,
ton giao; co quan chuyén mén vé tin ngudng, tén gido cap tinh dbi véi truomg hop bd
nhiém, bau cir, suy ctr chitc viéc theo quy dinh tai khoan 2 Piéu 34 ciia Luat tin ngudng, ton
gi40; co quan nha nudc c6 thim quyén quy dinh tai khoan 3 Piéu 19 cia Luat tin ngudng,
ton giao d6i v6i trudng hop bo nhiém, bau ctr, suy cir chie viée theo quy dinh tai khoan 3
Piéu 34 cia Luat tin ngudng, t6n gido.

®) T chirc ton giao, to chirc ton gido truc thudc hodc to chirc duoc cr?ip ching nhan
dang ky hoat dong t6n gido. Pbi véi to chire ton gido, to chirc ton gido truc thudc ngudi thay

mit to chie phai ky tén va dong dau.
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QUY TRINH 28
Ping ky nguoi dwge bé nhiém, biu cir, suy cir 1am chire viée

d6i véi cac trwong hop quy dinh tai Khoan 2 Diéu 34

cua Luat Tin ngwdng, ton giio
(Ban himh kém theo Quyét dinh s6 6175/0P-UBND ngay 31 thang 12 ndm 2024

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

I. THANH PHAN HO SO

5 . Ghi chu
TT Tén ho so So lwgng . z
Truwec tiep Trwe tuyén
File scan ban
01 | Van ban ding ky (theo mau). 01 Ban chinh | chinh hodc file
c6 chit ky sb
So yéu 1y lich, phiéu ly lich tu
phép (cap trude thoi diem nop ho File scan ban
02 | so khong qua 06 thang) cua 01 Ban chinh | chinh hoic file
ngudi duoc du kién bo nhiém, c6 chit ky sb
bau ctr, suy cir.
Ban tém tat qua trinh hoat dong File scan ban
03 | ton giao cua ngudi duoc du kién 01 Ban chinh | chinh hoéc file
bo nhiém, bau cir, suy cir. c6 chit ky sb

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

Théng, phuong V5 Thi Sau, Quén 3.

- N6p ho so dén B6 phan Tiép nhan
va Tra két qua Ban Tén gido TP.HCM
thong qua dich vu buu chinh cong ich.
- Nop ho so tryc tuyén trén Cong dich
vu cong cia  Thanh  phd:

duong 15 ngay lam

vige)

Noi tiép nhin va tra két qua Thoi gian xir 1y Lé phi
1. Nop ho so:
Cong dan, to chirc dé nghi ndp ho so
theo cac hinh thirc sau day:
- Nop ho so truc tiép tai BO phan Tiep | 5y 1 os0 14 tir nos
; o A S ngay ké tur nga
nhan va Tra két qua Ban Ton gido nhéngdl}i, hé so dgné
TP.HCM, dia chi: 177 Ly Chinh ky hop 1& (twong Khéng
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dichvucong. hochiminhcity.gov.vn

2. Tra két qua:

Coéng dan, to chirc lwa chon cach thire

nhan két qua sau day:

- Nhan két qua truc tiép tai B phan

Tiép nhan va tra két qua.

- Nhan két qua théng qua dich vu buu

chinh céng ich.

- Nhan két qua truc tuyén trén Cong

dich vu cong cua Thanh pho.

III. TRINH TU XU LY CONG VIEC

Bude | Nai dung Trach Thoi | D',
cong Ao o n . mau/Ket Dién giai
o n cong viec nhiém gian -
viéc qua
Nop hdso | 4 chic, ca Theo | Thanh phan hé so theo
Bl A
nhan Mucl |Mucl
Kiém tra hd | B phan Tiép BMO1 |* Tiép nhin hd so
SO nhan va hoan BM 02 |Thia tuc hanh chinh
tra két qua BM 03 | true tiép:
- Coéng chuc tar BO
phan Mot ctra phai
xem x¢&t, kiém tra tinh
chinh xac day du cua
ho so; quét (scan) va
1/2 lru trir ho so dién tu,
ngay cap nhat vao co s¢ dir
lam lifu cua HE thong
viéc thong tin giai quyét thu

tuc hanh chinh Thanh
pho;

- Néu ho so day di,
hop 1€, chuyén wvién
tiép nhan 1ap Giéy bién
nhén va hen tra két qua
trao cho ngudi nop hd
so theo mau BM 01.

- Néu ho so chua day
du, chuyén vién tiép
nhan hudng dan ngudi
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Bude | Ngidung |  Trach Thoi | p'e",
cong AT ‘n . mau/Ket Dién giai
‘n cong viec nhiém gian N
viéc qua

ndop hd so bo sung,
hoan thién hd so theo
mau BM 02.

- Truong hop tir choi
nhan hd so, chuyén
vién tiép nhan néu 1o
1y do theo mau BM 03.
* Tiép nhin hd so
Thu tuc hanh chinh
qua dich vu buu
chinh cong ich

- BO phan Mot cira
thuc hién tiép nhan hd
so thu tuc hanh chinh
do doanh  nghiép
cung ung dich vu buu
chinh cong ich chuyén
dén theo Quyét dinh
s6 45/2016/Qb-TTg .

- Can bd, cong churc,
tai BO phan Mot cta
phai xem xét, kiém tra
tinh chinh xéc, day du
ctia hd so; quét (scan)
va luu trit hd so dién
twr, cap nhat vao co s¢
dix liéu cua HE théng
thong tin giai quyét thu
tuc hanh chinh Thanh
pho.

- Thoi diém xéc dinh t6
chirc, ¢4 nhan di nop
hd so hop phap, hop 18
tai co quan co tham
quyén duoc tinh ké tir
khi nhan wvién buu
chinh va nguoi tiép
nhan ho so tai Bd phan
Mot cira 1ap va cung ky
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Dién giai

Bién ban giao nhan ho
so theo quy dinh.
Truong hop ¢ yéu cau
bd sung, hoan thién ho
so thi thoi diém t6
chic, ca nhan bo sung
day du ho so theo yéu
ciu duoc xac dinh 1a
thoi diém nop ho so
hop phap, hop 1€ (trur
treong hop phap luat co
quy dinh khéc).

- B6 phan Mét cura c6
trach nhiém thoéng tin
cho t6 chirc, caA nhan
vé viée tiép nhan hé so
va hen ngay tra két
qua, viéc yéu cau bo
sung, hoan thién ho so,
tr choi giai quyét ho
so thu tuc hanh chinh.
* Tiép nhin qua Hé
thong théng tin gidi
quyét thi tuc hanh
chinh

Truong hop hd so da
duoc ndp du cac thanh
phan va bao dam vé
mat ky thuat thi H
thong phan hdi ty dong
xac nhan to chirc, ca
nhan di g thanh
cong. Trong vong 04
gio lam viéc ké tir khi
Hé théng xac nhan gui
thanh coéng, can bo,
cong chirc tai B6 phan
Mot cwa hoan thanh
cac viéc sau:
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Bube | \oi dung Trich Thoi | D'ev,
cong A ‘n ‘n . mau/Ket Dién giai
‘n cong viec nhiém gian N
viéc qua

a) Pang nhap Hé thong
va kiém tra hd so dién
ttr to chire, ca nhan giri
dén. Noi dung kiém tra
dugc thuc hién theo
quy dinh tai khoan 2
Piéu 11 Nghi dinh
50 45/2020/ND-CP .

b) Trudng hop ho so
day du, chinh xac theo
quy dinh: tiép nhan ho
so va lap Giay tiép
nhan hd so va hen
ngay trakét qua BM
01, théng bao cho to
chtc, ca nhan thong
qua tai khoan cua to
chuc, ca nhan trén Hé
théng, cac kénh thong
tin t6 chirc, c4 nhan
dang ky.

¢) Truong hop hd so
chwa day du, chua
chinh xac theo quy
dinh: thong bao cho to
chtc, ca nhan thong
qua tai khoan cua to
chuc, ca nhan trén Hé
théng, cac kénh thong
tin t6 chirc, c4 nhan
dang ky va huéng dan
t6 chirc, ca nhan bd
sung mot lan day du,
chinh xac, néu rd ly do
theo Phiéu yéu cau bo
sung, hoan thién ho so
(Mau s6 BMO02).

d) Truong hop tir choi
nhan ho so: thong bao
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Dién giai

cho t6 chirc, ca nhan
thong qua tai khoan
cia to chic, ca nhan
tréen Hé thong, cac
kénh thong tin to chirc,
ca nhan dang ky va
néu 14 ly do tir chdi ho
so theo Phiéu tir choi
giai quyét ho so thu
tuc hanh chinh (Mau
s6 BM 03).

Sau khi kiém tra, néu
bao dam cac diéu kién
de xu ly, tiép nhan ho
so va chuyén cong
chirc thu ly ho so.

Thoi gian tiép nhan
chinh thurc hodc yéu
cau chinh stra, bo sung
khéng mudn hon 04
gio lam viéc ké tir khi
hé théng tiép nhan, tru
tha 7, chu nhat, ngay
nghi 18.

Chuyén hd
SO

Bo phan Tiép
nhan va hoan
tra két qua

1/2
ngay
lam
viéc

- Theo
Muc I
-BM 01

Ho so dugc tiép nhan
va chuyén dén cong
chitc phong chuyén
mon thu ly

B2

Xem xét hd
so; lay y
kién cac

don vi lién

quan (néu
c6); dé xuat
két qua giai
quyét

Chuyén vién
phong
chuyén mon
Ban Tén gido

1/2
ngay
lam
viéc

HO6 so va
van ban
lay y
kién

Chuyén wvién phong
chuyén mo6n tham muu
To trinh kem du thao
van ban lay y kién cac
co quan, don vi lién
quan trinh lanh dao
phong chuyén mobn
xem Xe€t.
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Bude | Nai dung Trach Thoi | DY,
cong Ao o n . mau/Ket Dién giai
‘n cong viec nhiém gian N
viéc qua
‘ Lanh  dao  phong
Lanh dao 1/2 Ho6 so va | chuyén moén xem xét,
phong ngdy | vanban |ky T¢ trinh kém du
chuyén mon lam layy |thao van ban lay y
Ban Tén gido viéc kién kién, trinh lanh dao
Ban.
Lanh dao 01 ngay VaP b?n L'fmhvdao qBanA xem X.St’
Y lam layy |ky van ban lay y kién
Ban Ton giao A % . :
viéc kién cac co quan, don vi.
Chuyén vién phong To
chirc - Hanh chinh Ban
Tén gido cho so, vao
Chuyén vién 12 s0, dong dau, phat
Phong T6 ned Van ban | hanh van ban (ban giay
chic - Hanh | "% | 1dyy |va ban dién tir) giri dén
, lam % . .
chinh Ban A kién cac co quan, don vi
N viéc A ; A
Ton giao lién quan va chuyén
dén chuyén vién phong
chuyén mon phu trach
de theo doi.
- Cac co quan, don vi
lién quan c6 van ban
gop y va gui vé Ban
Ton gido dé chuyén
vién phong chuyén
. mon Ban Tén gido xur
Cac co quan, 07 neay | Van ban |1y ho so
don vi1 lién neay ol . L
quan lgern 8OPY | - Trudng hop da qua
viee thon gian lay y kién cac

don vi ¢6 lién quan ma
chra nhan du y kién
phuc dap, chuyén vién
phong chuyén mon
tam nging xir ly ho so
dé cho nhan du y kién.
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Bude | Nai dung Trach Thoi | DY,
cong Ao o n . mau/Ket Dién giai
‘n cong viec nhiém gian N
viéc qua
Cong chtre thu 1y ho so
tiép nhan vin ban gop
y cua cac co quan, don
vi tién hanh xem xét,
kiém tra ho so, lay y
kién cac don vi lién
quan (néu co), tong
- Theo |hop, hoan thién hd so,
Muc I lé}) t(‘yq tri9h, c~1u’ thao
. ) két qua trinh 1anh dao
Cong C}‘}u’C 02 ngay | BM 01 phong xem xét, chuyén
th}l [y ho S? lam - HO so thuc hién tur buée 4 tro
phongnghiép |\ .o | trinh. | g
Vi -Du |- Truong hop hd so
thao k8t | sau khi 14y y kién
B3 Xem xét, qua. khong di co so dé giai
trinh ky quyét, chuyén vién du
thao van ban tra loi
trinh 1anh dao phong
chuyén moén va lanh
dao Ban xem xét va
chuyén thwe hién sang
budce 5 tro di.
- Theo
Muc I
Ladao | TN ehuyen mon se
PRONE NEMED | 1am trinh. | ho so, trinh ky két qua
Vi viée - Du giai quyét.
thao két
qua.
- Theo |- Léanh dao Ban kiém
Lanh dao ‘ Muc I tr? lai }AIO SO Ava ky van
Ban xem Lanh dao 01 ngay | BM O] ban,chap thua:m.
B4 xét, Ban lgern . - Néu sau khi xem xét,
phé duyét VIEC 'TO ho so khong dam bao
' trinh v€é no1 dung, tra lai
kém Du

phong chuyén mén xur
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Bube | \(si dung Trach Thei | DU
cong Ao o n . mau/Ket Dién giai
‘n cong viec nhiém gian N
viéc qua
thao két |1y lai.
qua giai
quyet
cong chirc 1/2 A ~
Ban hanh Phong ngay Ho so da} Cho sb, vao so, dong
B5 1 R - duge phé | [« . SR
van ban To6 chuece - lam duvet dau, ban hanh van ban.
Hanh chinh viée ye
1 Ae N AL A 1/2
Tra ket qua | BO phan Tiép nga . Tra két qua cho to
B6 |valuuhdso|nhanvahoan | "8 | Kétqua | ‘3¢ aua
- 1 A \ lam churc, ca nhan.
theo doi tra két qua "
viéc
IV. BIEU MAU
Cac Biéu mau str dung tai cac budc cong viéc.
TT |Mahiéu | Tén Biéu miu
1. |[BMO1 Mau Giay tiép nhan ho so va hen tra két qua.
2. |[BMO02 Mau Phiéu yéu cau bo sung va hoan thién ho so.
3. |BMO03 Mau Phiéu tir chéi giai quyét tiép nhan ho so.
4. |BM04 Vin ban dang ky ngudi duge bo nhiém, bau cir, suy cir lam
chtrc viéc.

V. HO SO CAN LUU

TT |Mahiéu | Tén Biéu miu

1. |[BMO1 Mau Giay tiép nhan ho so va hen tra két qua.

2. |[BMO02 Mau Phiéu yéu cau bo sung va hoan thién ho so.

3. |BMO03 Mau Phiéu tir chéi giai quyét tiép nhan ho so.

4. |BM04 Vin ban dang ky ngudi duge bo nhiém, bau cir, suy cir lam
chtrc viéc.

5. // So yéu ly lich, phiéu ly lich tu phap (cap trudc thot djém nop
ho so khong qua 06 thang) cua nguot dugc du kién bo nhié€m,
bau cu, suy ctr.

6. // Ban toém tit qua trinh hoat dong tén gido cua nguoi duge du
kién bd nhiém, bau cur, suy cu.
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7. // Céac ho so khac néu co theo van ban phap quy hién hanh.

VL. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot sO diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP

ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét tha tuc hanh chinh./.
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BM 01

SO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTON GIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA

Sé: / TNHS-TKQ .. , ngay ... .. thang ... ... nam .. ...

B6 phan Tiép nhan va Tra két qua Ban Tén giao

Tiépnhémhésocﬁa:

DA Ca:
Sodiénthoai: ... Emails

NOi dung y&u CAU ZIAL QUYEL ... ..o ore oo et e e

Thanh phan ho so ndp gom:

VS N\

Thoi gian giai quyét ho so theo quy dinh Ia: .............. ngay

Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....
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Thoi gian tra két qua giai quyét ho so:... gio..., phut, ngay ... .thang...nam....

Pang ky nhan két qua tai: .............cooeeveeiriiiiiin,

Vao S6 theo dai hd so, Quyén SO . Sbtheetw.................

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 02

SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO e
BO PHAN TIEP NHAN VA
TRA KET QUA

No6i dung yéu cau giai
quyét:
Dia

Sédiénthoai....................... . Email:.. ... ..

Yéu cau hoan thién hé so gom nhitng ndi dung sau:

Ly A0 o

Trong qué trinh hoan thién hd so néu c6 vudng mic, Ong/Ba lién hé
VOL ..o, 5O dién thoai . .. d¢ dugc hudng dan./.

NGUOI HUONG DAN
(Ky va ghi ro ho tén)



CONG BAO/S6 129+130/Ngay 01-3-2025 69

BM 03
SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO s
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS . , ngay ... .. thang ... ... nam .. ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

B6 phan Tiép nhan va Tra két qua Ban Tén giao

Ti€p NhAN DO SO CUAL ... ... wee et et e e e e e,
DA O o
S6 dién

thoat: ... o Emarl

NOi dung yéu cau giai QUYEt: ... ......ooooeie i,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi 1y do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 04
CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap - Tw do - Hanh phuc
Y ngay.. . thdang....ndm... ..
DANG KY
Ngwoi dwoce bd nhiém, biu cir, suy cir lam chire viée
Kinh gtei: ......... %0 ...
Tén t6 chirc (chitin hoa): ..........................9.
U SO o
Ping ky nguoi dwoe bé nhiém, bu cir, suy cir
lam chirc viéc vo6i cac ndi dung sau:
2 . , ia ban ph
H('i va Chirc vu truéc })’!a ban phe
tén X 1. trach trwéc va
R va sau khi dwoc . z
ngudi | Tén bé nhi¢m, bu | S30 khi duec bo
L3 . . 9 A A il
d“"-’f? 82 | Nam Noi Pham vi cir, suy cur nhi¢m, baﬂu a
TT du kién | trong sinh cw ; suy cw
bo ton tru Truce | Sau | Trudc | Sau
nhiém, | glao
bau cw,
suy cwr
2

Vin ban kém theo gém: So yéu ly lich, phiéu 1y lich tu phap cua nguoi duoc du
kién bo nhiém, bau cir, suy ctr; ban tém tit qua trinh hoat dong ton gido cia nguoi
duoc du kién bo nhiém, bau ctr, suy cur./.

T™. TO CHI’JjC @
(Chit ky, ddu)
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) Pia danh noi ¢ tru sé cua to chirc ton gido, to chic ton gido truc thude hodc to

chirc dugc cap chirng nhan ding ky hoat déng ton gido.

@ Co quan quan Iy nha nude vé tin ngudng, ton gido ¢ trung wong d6i voi trudng hop
b6 nhiém, bau ct, suy cir chirc viéc theo quy dinh tai khoan 1 Piéu 34 cua Luit tin ngudng,
ton giao; co quan chuyén mén vé tin ngudng, tén gido cap tinh dbi véi truomg hop bd
nhiém, bau cir, suy ctr chitc viéc theo quy dinh tai khoan 2 Piéu 34 ciia Luat tin ngudng, ton
gi40; co quan nha nudc c6 thim quyén quy dinh tai khoan 3 Piéu 19 cia Luat tin ngudng,
ton giao d6i v6i trudng hop bo nhiém, bau ctr, suy cir chie viée theo quy dinh tai khoan 3
Piéu 34 cia Luat tin ngudng, t6n gido.

®) T chirc ton giao, to chirc ton gido truc thudc hodc to chirc duoc cr?ip ching nhan
dang ky hoat dong t6n gido. Pbi véi to chire ton gido, to chirc ton gido truc thudc ngudi thay

mit to chie phai ky tén va dong dau.
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QUY TRINH 29
Ping ky mé 16p boi duwdng vé ton gido cho ngudi chuyén hoat dong ton giso
(Ban himh kém theo Quyét dinh s6 6175/0P-UBND ngay 31 thang 12 ndm 2024
ciia Chii tich Uy ban nhdn ddn Thamh phé Hé Chi Minh)

I. THANH PHAN HO SO

A A X Ghi chu
TT Tén ho so SO lugng — z
Trwc tiep Trwe tuyén
Van ban dang ky \ , File scan ban chinh
01 (theo mau) 01 Ban chinh hodc file co chit ky s6
0 C,hu.’O’n‘g_:,7 trmhi danh 01 Ban chinh File scan !aan ~ch1r,1hA
sach giang vién hoac file co chir ky s6

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

Noi tiép nhin va tra két qua

Thoi gian xwr ly L¢ phi

1. Nop ho so:

Cong dan, t6 chirc d nghi ndp ho so theo
cac hinh thire sau day:

- Nop hd so truc tiép tai Bo phan Tiép
nhan va Tra két qua Ban Toén gido
TP.HCM, dia chi: 177 Ly Chinh Théng,
phuwong VO Thi Sau, Quéan 3.

- Nop ho so dén Bo phan Tiép nhan va
Tra két qua Ban Tén gido TP.HCM thong
qua dich vu buu chinh c¢o6ng ich.

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

2. Tra két qua:

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

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

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

- Nhan két qua truc tuyén trén Cong dich

30 ngay ké tir ngay
nhan du van ban

dang ky hop 1€ Khong

(twong duwong 22
ngay lam viéc)
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vu cong cua Thanh phd.

III. TRINH TU XU LY CONG VIEC

BP’ o¢ Noi dung cong | Trach Thaoi ? eu R o
cong o n oA . mau/Ket Dién giai
o n vieée nhi¢m gian -
viéc qua
Nophoso | T chue, Theo | Thanh phan ho so
Bl 1A
ca nhan Muc 1 |theo Muc L.
Kiém trahd so | B¢ phan BMO1 |* Tiép nhin ho so
Tiép nhan BM 02 | Thu tuc hanh chinh
va hoan BM 03 |truc tiép:

tra ket qua - Cong chuc tai Bo
phan Mot ctra phai
xem xét, kiém tra
tinh chinh xac day
du cua ho so;, quét
(scan) va luu trit hd
so dién tur, cap nhat
vao co s& dir liéu cua
Hé théng thong tin
12 giai quyét thu tuc
ngdy hélr}h chinh Thanh

lam pé:
vide - Néu hé so day du,

hop 1€, chuyén vién
tiép nhan lap Giay
bién nhan va hen tra
két qua trao cho
nguodi nop ho so theo
mau BM 01.

- Néu hd so chua
day du, chuyén vién
tiép nhan hudng dan
nguoi ndp hd so bo
sung, hoan thién ho
so theo mau BM 02.
- Truong hop tir chdi
nhan hd so, chuyén
vién tiép nhan néu rd
ly do theo mau BM
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BP’ o¢ Noi dung cong | Trach Thoi ? eu R o
cong on A . mau/Ket Dién giai
‘n vieée nhi¢m gian -
viéc qua

03.

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

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

TTg .

- Can bd, céng chire,
tai BO phan Mot ctra
phai xem xét, kiém
tra tinh chinh xac,
day du cua hd so;
quét (scan) va luu
trir hd so dién tu,
cap nhat vao co so
dir liéu cua Hé théng
thong tin giai quyét
thu tuc hanh chinh
Thanh pho.

- Thoi diém xac dinh
td chirc, ca nhan da
nép hod so hop phap,
hop 1€ tai co quan co
tham quyén duoc
tinh ké tir khi nhan
vién buu chinh va
ngudi tiép nhan hod so
tai BO phan Mot ctra
lap va cung ky Bién
ban giao nhan ho so
theco quy  dinh.
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Buwéc
cong
viéc

Noi dung cong
viéc

Trach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Dién giai

Treong hop cé yéu
cau bo sung, hoan
thién hd so thi thoi
diém t6 chac, ca
nhan bo sung day du
hd so theo yéu cau
duoc xac dinh la thot
diém ndp ho so hop
phap, hop 1€ (trur
treong hop phap luat
cé quy dinh khéc).

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

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

Truong hop ho so da
duoc ndp ducac
thanh phan va bao
dam vé mat k¥ thuat
thi H¢ théng phan
hoi tw dong xac nhan
to chirc, ca nhan da
gui  thanh  cong.
Trong vong 04 gio
lam viéc ké tir khi
Hé théng xac nhan
gui thanh cong, can
b0, cong chirc tai BO
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BP’ o¢ Noi dung cong | Trach Thoi ,P eu R o
cong on A . mau/Ket Dién giai
‘n vieée nhi¢m gian -
viéc qua

phan Mot ctra hoan
thanh cac viéc sau:
a) Dang nhiap HE
théng va kiém tra hd
so dién to tO chirc,
c4 nhan giri dén. Noi
dung kiém tra duogc
thuwc hién theo quy
dinh tar khoan 2
Piéu 11 Nghi dinh
50 45/2020/ND-CP .
b) Truong hop hd so
day du, chinh xac
theo quy dinh: tiép
nhan ho so va lap
Gidy tiép nhan ho so
va hen ngay tra két
qua BM 01, théng
bao cho to chirc, ca
nhan théng qua tai
khoan cia to chuc,
ca nhantrén HE
thong, cac kénh
thong tin to chuc, ca
nhan dang ky.

¢) Trudong hop ho so
chwa day du, chua
chinh xac theo quy
dinh: thong bao cho
td chtc, ca nhan
thong qua tai khoan
cua to chirc, ca nhan
trén Hé thong, cac
kénh théng tin tb
chirc, cd nhan dang
ky va huéng dan to
chitc, ca nhan bd
sung mat 1an dﬁy du,
chinh xac, néu 10 ly
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Buwéc
cong
viéc

Noi dung cong
viéc

Trach
nhiém

Thoi
gian

Biéu
mau/Ket
qua

Dién giai

do theo Phiéu yéu
cau bo sung, hoan
thién ho so (Mau s6
BMO02).

d) Truong hop tu
chéi nhan hd so:
thong bao cho tb
chtrc, cd nhan théng
qua tai khoan cua to
churc, ca nhan trén
Hé théng, cac kénh
thong tin to chuc, ca
nhan dang ky va néu
6 1y do tir chdi hd
so theo Phiéu tir choi
giai quyét ho so thu
tuc hanh chinh (M?lu
s6 BM 03).

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

Thoi gian tiép nhan
chinh thirc hoac yéu
cdu chinh stra, bd
sung khong mudn
hon 04 gi¢ lam viéc
ké tir khi hé thong
tiép nhan, trir thir 7,
chi nhét, ngdy nghi
1¢.

Chuyén ho so

Bo phan
Tiép nhan
va hoan
tra két qua

1/2
ngay
lam
viéc

- Theo
Muc I
-BM 01

HO so dugc tiép
nhan va chuyén dén
phong chuyén mén
thu ly
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BP’ o¢ Noi dung cong | Trach Thaoi ? eu K ens
cong viée nhiém ian mau/Ket Dién giai
viéc : : g qua
Chuyén vién phong
Xem xétrhé so; | Chuyén chuyer%‘ rriqnh tﬁgm
lay y kién cac vién . Ho sova [0y 10 TR KO
don vi lién hon I ngay van ban du thao van ban lay
B2 ’ phong lam . y kién cac co quan
quan (néu co); chuyén 3 lay y don vi lie ’
de xuat két qua | mon Ban VIee kién . Yl wen qyan
gidi quydt Tén gido trinh 1anh dao phong
chuyén moén xem
Xe€t.
Lanh dao ‘ Lanh dao phong
hone 1/2 Hésova | chuyén mo6n xem
fhu é%l ngay van ban |xé&t, ky To trinh kém
SePan | lam | layy [ dy thao van ban ldy
Tén eido viéc kien |y kién, trinh lanh
& dao Ban.
Lanh dao | 01 ngay | Van ban L§1nh ,da? Ba}n rem
Ban Tén lam 1Ay v xet, ky van ban lay y
Yy A .
oido vide lién kién cac co quan,
‘ don vi1.
Chuyén vién phong
T6 chirc - Hanh
Chuven chinh Ban Ton giao
vi é}; cho s0, vao so, dong
Phong T6 | V2 | Van ban | 98U phdt hanh van
hi ngay 1Ay v ban (ban gidy va ban
o | lam | Y| dien tw) gui dén cac
Hanh " kién - gl deil o8
chinh Ban | V1€ co quan, don vi lién
Tén gido quan va chuyén dén

chuyén vién phong
chuyén moén  phu
trach dé theo doi.
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BP’ O¢ | Noi dung cong | Trach Thoi ? eu R o
cong C A oA . mau/Ket Dién giai
o n vieée nhi¢m gian -
viéc qua
- Cac co quan, don
vi lién quan cé van
ban goép y va gui vé
Ban Ton gido dé
chuyén vién phong
chuyén mén Ban
CAc oa Tén gido xir ly hod
quan, don | 12 ngay | Véan ban 50 . N
vilién | lam | gopy |- Trwomg hop da
quan vide qua th(?’l gian lgy y
kién cac don vi co
lién quan ma chua
nhan di y kién phuc
dap, chuyén vién
phong chuyén modn
tam ngimg xir ly hod
so dé cho nhan du y
kién.
Xem xét, trinh | Cong chitc | 02 ngay | - Theo | Céng chirc thu 1y hd
ky thu 1y hd lam Mucl |so tiép nhan vin ban
so phong viée _BMO] | 80p ¥ cua cac co
nghiép vu 1B so gl}an, don vi leen
. anh xem xét, kiém
trinh. A A o1k
tra ho so, lay y kién
3 D‘-IA, cac don vi lién quan
thao }<et (néu co), tépg hop,
qua. hoan thién ho so, 1ap
to trinh, dy thao két
B3 qua trinh lanh dao

phong xem  x&t,
chuyén thuc hién tu
budc 4 tro di.

- Trudng hop ho so
sau khi lay y kién
khong du co s& de
giai quyét, chuyén
vién du thao van ban
tra o1 trinh 1anh dao
phong chuyén modn
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BP’ o¢ Noi dung cong | Trach Thaoi ? eu K ens
cong o n oA . mau/Ket Dién giai
o n vieée nhi¢m gian -
viéc qua
va lanh dao Ban xXem
x¢t va chuyén thuc
hién sang budc 5 tro
di.
- Theo
Muc I
Lanh dao | 01 ngay | = BM 01 LanhA daAO phong
. . -Hb so | chuyén mén xem xé&t
phong lam A . 1A
A A trinh. | ho so, trinh ky két
nghiép vu VviEc L B
- Du qua giai quyet.
thao két
qua.
- Theo |- Lanh dao Ban kiém
Mucl |tra lai ho S0 va ky
-BM 01 | van ban chap thuan.
Lanh dao Ban Lanh dao | 02088y | _Tg |- Néu sau khi xem
B4 xem Xét, Ban lam trinh | xét, hd so khong
phé duyét viéc | kem Dy |dam bao veé ndi
thao két |dung, tra lai phong
qua giai | chuyén moén xu ly
quyét | lai.
Céng churc 2
L Phong : Hb so da | Cho sd, vao sb, dong
Ban hanh van L ngay ~ | 14 N <
B5 ban T6 chuc - 1am duoc phé | dau, ban hanh van
Hanh . duyét | ban.
) viéc
chinh
Ira két qua va T]?éo prllll?;n nl/az . Tra két qua cho to
B6 ltru hoé so theo °P e 8aY | k4t qua L KeLqua
45 va hoan lglm churc, ca nhan.
trakét qua | wviéc
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IV. BIEU MAU

Cac Biéu mau str dung tai cac budc cong viée.

TT | Ma hiéu | Tén Biéu miu

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

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

BM 03 | Mau Phiéu tir choi giai quyét tiép nhan hd so.

Lol ol B A B

BM 04 Vin ban dang ky mo 16p boi dudng vé tén gido cho ngudi
chuyén hoat dong tén gido.

V. HO SO CAN LUU

TT | Ma hiéu | Tén Biéu miu
1. BM 01 |Mau Giay tiép nhan ho so va hen tra két qua.
2. BM 02 | Mau Phiéu yéu cau b6 sung va hoan thién ho so.
3. BM 03 | Mau Phiéu tir chéi giai quyét tiép nhan ho so.
4. BM 04 | Van ban ding ky md 16p boi dudng vé ton gido cho nguoi
chuyén hoat dong tén gido.
5. // Cac ho so khac néu ¢6 theo vin ban phap quy hién hanh.

VL. CO SO PHAP LY

- Luat Tin ngudng, ton gido ngay 18 thang 11 nam 2016.

- Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phu quy dinh chi
tiét mot sO diéu va bién phap thi hanh Luat Tin ngudng, ton gido.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thii tuc hanh chinh./.
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BM 01

SO NOI VU CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTON GIAO
BO PHAN TIEP NHAN VA
TRA KET QUA

Sé: / TNHS-TKQ ... , ngay ... .. thang ... ... nam .. ...

B6 phan Tiép nhan va Tra két qua Ban Tén giao

Tiépnhémhésocﬁa:

DA Ca: o
Sodiénthoai: ... Emails

NOi dung y&u CAU ZIAL QUYEL ... ..o ore oo et e e

Thanh phan ho so ndp gom:

= W

Thoi gian giai quyét ho so theo quy dinh Ia: .............. ngay
Thoi gian nhan ho so; ....gio.... phat, ngay ... thang ..nam....

Thoi gian tra két qua giai quyét ho so:... gio..., phut, ngay ... .thang...nam....
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Pang ky nhan két qua tai: .............cooeeveeiriiiiiin,

Vao S6 theo dai hd so, Quyén SO . Sbtheetw.................

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi vo ho tén) (Ky va ghi vo ho tén)
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BM 02

SO NOI VU CONG HOA XA HOQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
BANTONGIAO e
BO PHAN TIEP NHAN VA
TRA KET QUA

NOi dung yeu CAU ZIA1 QUYEL ... ..o ve oo e e e e
Dia

Sédiénthoai................... o Email

Yéu cau hoan thién hé so gom nhitng ndi dung sau:

Ly A0 o

Trong qué trinh hoan thién hd so néu c6 vudng mic, Ong/Ba lién hé
VOL ..o, 8O dién thoai . .. d¢ duoc hudng dan./.

NGUOI HUONG DAN
(Ky va ghi ro ho tén)
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BM 03
UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Poc 1ap - Tu do - Hanh phiic
SONOIVU
BO PHAN TIEP NHAN VA
TRA KET QUA
Sé: /TCTNGQHS .. , ngay .. . thang ... ... nam ... ...

PHIEU TU CHOI TIEP NHAN GIAI QUYET HO SO

B6 phan Tiép nhan va Tra két qua Ban Tén giao

Ti€p NhAN DO SO CUAL ... ...t e et e e e e e
DA Ca:
Sodiénthoai: ... Emails

NOi dung yéu cau giai QUYEt: ... ......ooooeie i,

Qua xem xét, Bd phan Tiép nhan va Tra két qua thong bao khong tiép nhan, giai
quyét ho so nay véi 1y do cu thé nhu sau:

Xin thong bao cho Ong/Ba dugc biét va thue hién./.

NGUOI NOP HO SO NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho tén) (Ky va ghi vo ho tén)
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BM 04

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

PANG KY
Mé 16p boi dudng vé ton gido cho ngudi chuyén hoat dong ton gio

Kinh gui: ................. @

U SO o
Ping ky mé 16p boi dudng vé ton gido
cho nguwdi chuyén hoat dong ton gido véi cac ngi dung sau:

TN IO .o
Dmc‘hémmolopw
Ly domO lOp: .
Thot gian hoc: ...,
NOLdung hoc: ... o
Tha‘mhphﬁn,sélu’o’ngthamdu’:.................................................................
Hinh thire m& 10p boi dudmg® ... oo e
Vin ban kém theo gom: Chwong trinh; danh sach giang vién./.

T™. TO CHI’JjC @
(Chit ky, ddu)
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D Pija danh noi ¢o tru sé cua to chire ton gi40 hoac to chire tén gido truc thudc.
) Co quan chuyén mén vé tin ngudng, ton gido cip tinh noi mé 16p.

@ T chire ton gido hodc td chirc ton gido trwe thude.

D Pbi véi cac 16p hoc truc tiép tai noi dién ra hoat dong boi dudng.

®) Trye tiép hoic true tuyén; két hop ca truc tiép va truc tuyén.

(Xem tiép Cong bdo sé 131 + 132)



VAN PHONG UBND THANH PHO HO CHi MINH
bia chi: 86 L& Thanh Ton, quan 1
Dién thoai: 38.233.686
Fax: (84.8) 38.233.694
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In tai Xi nghiép Ban d6 Pa Lat - B6 Qudc phong



