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UY BAN NHAN DAN QUAN 12

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
QUAN 12 Doc 1ap - Tu do - Hanh phiic
S6: 03/2010/QD-UBND Qudn 12, ngay 29 thang 4 nam 2010
QUYET PINH

V& viéc ban hanh Quy dinh vé thi tuc gidi quyét hd so hanh chinh
theo co ché mét cira ddi véi linh vue Tw phap - H§ tich,
Kinh té va Quan Iy lao dong

UY BAN NHAN DAN QUAN 12

Can ctr Luat T6 chtrc Hoi ddng nhan dan va Uy ban nhan dan ngay 26 thang 11
nam 2003;

Can ctt B6 Luat Lao dong nam 1994, Luat sura ddi, bod sung mot s6 diéu cua Bo
Luat Lao dong nam 2002, 2006, 2007,

Can ctt Quyét dinh s 93/2007/QD-TTg ngay 22 thang 6 nam 2007 cta Thu
tudng Chinh phu vé viéc ban hanh Quy ché thuc hién co ché mot cira, co ché mét cia
lién thong tai co quan hanh chinh nha nuéc & dia phuong;

Can ctr Nghi dinh s6 196/CP ngay 31 thang 12 nim 1994 ctua Chinh phu quy
dinh chi tiét va hudéng dan thi hanh mét s diéu cta BO Luét Lao dong vé thoa uéc
lao dong tap thé;

Can c&t Nghi dinh s 41/CP ngay 06 thang 7 nim 1995 ctia Chinh phu quy dinh
chi tiét va huodng din thi hanh mot sb diéu cua B Luat Lao dong vé ky luat lao dong
va trach nhiém vat chat;

Can ctr Nghi dinh sb 75/2000/ND-CP ngay 08 thang 12 niam 2000 cua Chinh
phu vé cong chung, chimg thuc;

Can ctr Nghi dinh s6 93/2002/ND-CP ngay 11 thang 11 nam 2002 cua Chinh
phu stra d6i, bo sung mot sd diéu cua Nghi dinh s6 196/CP ngay 31 thang 12 nim
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1994 ctia Chinh phti quy dinh chi tiét va hudng dan thi hanh mot sé diéu cia Bo Luat
Lao dong vé thoa udc lao dong tap thé.

Can ctr Nghi dinh sé 33/2003/ND-CP ngay 02 thang 4 ndm 2003 ctia Chinh phu
stra d6i, bd sung mot s6 diéu cua Nghi dinh s6 41/CP ngay 06 thang 7 nam 1995 cua
Chinh phti quy dinh chi tiét va hudng dan thi hanh mét s6 diéu ctia Bo Luat Lao dong
vé ky luat lao dong va trach nhi¢m vat chat;

Can clr Nghi dinh s6 39/2003/ND-CP ngay 18 thang 4 ndm 2003 ctia Chinh phu
vé tuyén lao dong;

Can clr Nghi dinh sé 44/2003/ND-CP ngay 09 thang 5 ndm 2003 ctia Chinh phu
vé hop dong lao dong;

Cin ct Nghi dinh s6 158/2005/ND-CP ngay 27 thang 12 nam 2005 cta Chinh
phu vé dang ky va quan 1y ho tich;

Can clr Nghi dinh sé 88/2006/ND-CP ngay 29 thang 8 ndm 2006 ctia Chinh phu
vé ding ky kinh doanh;

Cian ctr Nghi dinh s6 119/2007/ND-CP ngay 18 thang 7 nim 2007 cua Chinh
phtl vé san xuat kinh doanh thudc 14; Thong tu s6 14/2008/TT-BCT ngay 25 thang 11
nam 2008 cua Bo Cong Thuong hudng din thuc hién mot sé quy dinh tai Nghi dinh
s6 119/2007/ND-CP ngay 18 thang 7 nim 2007 cta Chinh phii vé& san xuét kinh
doanh thudc 14;

Can clr Nghi dinh sé 79/2007/ND-CP ngay 18 thang 5 ndm 2007 ctia Chinh phu
vé cap ban sao tir s6 goc, chimg thyuc ban sao tir ban chinh, chimg thuc chir ky;

Can clr Nghi dinh sé 40/2008/ND-CP ngay 07 thang 4 ndm 2008 ctia Chinh phu
vé san xuét, kinh doanh ruou;

Can cit Thong tu s6 03/2008/TT-BTP ngay 14 thang 3 ndm 2001 ctia B6 Tu phap

huéng dan thi hanh Nghi dinh s6 75/2000/ND-CP ngay 08 thang 12 niam 2000 cta
Chinh phu vé cong chtng, chung thuc;

Cin ctr Thong tu s6 19/2003/TT-BLDTBXH ngay 22 thang 9 nam 2003 ciia Bo
Lao dong - Thuong binh va X4 hoi hudng dan thi hanh mot s6 diéu cua Nghi dinh s6
41/CP ngay 06 thang 7 nam 1995 ctia Chinh phu quy dinh chi tiét va huéng dan mot
sb diéu cua BO Luét Lao dong vé ky luat lao dong va trach nhi€m vat chit da duoc
stra doi, bo sung tai Nghi dinh s6 33/2003/ND-CP ngay 02 thang 4 nim 2003 cua
Chinh phu;
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Can ctr Thong tu sb 21/2003/TT-BLDTBXH ngay 22 thang 9 nim 2003 cua Bo
Lao dong - Thuong binh va Xa hoi huéng dan thi hanh mot s6 diéu cua Nghi dinh )
44/2003/ND-CP ngay 09 thang 5 nam 2003 cua Chinh phu vé hop dong lao dong;

Can ct Thong tu sb 03/2006/TT-BKH ngay 19 thang 10 nim 2006 cua Bo Ké
hoach va Pau tu vé hudng dan mot sb noi dung vé hd so, trinh ty, thi tuc dang ky
kinh doanh theo quy dinh tai Nghi dinh s6 88/2006/ND-CP ngay 29 thang 8 nim
2006 ciia Chinh phu vé dang ky kinh doanh;

Can cir Thong tu sb 01/2008/TT-BTP ngay 02 thang 6 nim 2008 cua B Tu
phap hudng dan thi hanh mot sd didu ciia Nghi dinh s6 158/2005/ND-CP ngay 27
thang 12 ndm 2005 ciia Chinh phu vé dang ky va quan 1y ho tich;

Can ctr Thong tu s6 10/2008/TT-BCT ngay 25 thang 7 nam 2008 cua Bo Cong
Thuong hudng dan thuc hién mot s6 diéu cua Nghi dinh sb 40/2008/ND-CP ngay 07
thang 4 nam 2008 ctuia Chinh phu vé san xuét, kinh doanh ruou;

Can ci Thong tu lién tich s6 92/2008/TTLT-BTC-BTP ngay 17 thang 10 nim
2008 ctia B Tai chinh va Bo Tu phap hudng dan vé mirc thu, ché do ndp, quan 1y va
st dung 1€ phi cép ban sao, 1€ phi chung thuc;

Can ct Thong tu sb 01/2009/TT-BKH ngay 13 thang 01 nim 2009 cua Bo Ké
hoach va Pau tu vé stra d6i, bo sung Thong tu s6 03/2006/TT-BKH ngay 19 thang 10
nam 2006 cua B Ké hoach va Pau tu vé huéng dan mot s6 noi dung vé ho so, trinh
tu, tha tuc dang ky kinh doanh theo quy dinh tai Nghi dinh sé 88/2006/ND-CP ngay
29 thang 8 nim 2006 cuia Chinh pht vé ddng ky kinh doanh;

Can ctr Quyét dinh s6 82/2009/QD-UBND ngay 26 thang 10 nim 2009 cua Uy
ban nhan dan thanh phé vé ban hanh muc thu, ché d6 thu, ndp va quan ly st dung I¢
phi cp ban sao tir s6 gdc, 18 phi ching thuc ban sao tir ban chinh va chimg thyc chir
ky trén dia ban thanh phd H6 Chi Minh;

Can ctr Quyét dinh s6 3492/QD-UBND ngay 21 thang 7 nim 2009 cta Uy ban
nhan dan thanh phé vé viéc cong bd bo tha tuc hanh chinh chung 4p dung tai Uy ban
nhan dan quan - huyén trén dia ban thanh phé) HO Chi Minh;

Xét @& nghi cua Chanh Van phong Uy ban nhan dan quan, Truéng Phong Tu
phap va Truong Phong Noi vu,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh vé thu tuc giai quyét hd so
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hanh chinh theo co ché mot cira ddi vé6i linh vuc Tu phap - HO tich, Kinh té va Quan
Iy lao dong tai Uy ban nhan dan quan 12.

Piéu 2. Quyét dinh nay c6 hiéu luc sau 7 ngay, ké tir ngay ky.

Piéu 3. Quyét dinh nay thay thé mot phan ndi dung cua Quyét dinh sb
174/2006/QD-UBND ngay 28 thang 6 nam 2006 cta Uy ban nhin dan quén 12 vé
viéc ban hanh Quy dinh vé trinh ty, thii tuc giai quyét ho so hanh chinh theo quy trinh
“mdt clra, mot dau” tai Uy ban nhan dan quan va bai bé cac quy dinh vé tht tuc hanh
chinh c¢6 lién quan do Uy ban nhan din quin ban hanh trai v6i Quy dinh nay.

Piéu 4. Chanh Vin phong ij ban nhan dan quan, Truéng Phong Noi vy, Thu
trudng cac don vi ¢6 lién quan va Chi tich Uy ban nhan dan phudng chiu trach nhiém
thi hanh Quyét dinh nay./.

™. UY BAN NHAN DAN
CHU TICH

Tran Ngoc Ho
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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
QUAN 12 Poc 1ap - Tu do - Hanh phic
QUY PINH

V/v ban hanh Quy dinh vé thii tuc giai quyét ho so hanh chinh theo co' ché mét
cira d6i v6i linh vuee Tw phap - H tich, Kinh té va Quan Iy lao dong
(Ban hanh kém theo Quyét dinh sé 03/2010/0D-UBND
ngay 29 thang 4 nam 2010 ciia Uy ban nhén déan qudn 12)

Phén I
NHUNG QUY PINH CHUNG

Chwong I
NHUNG QUY PINH CHUNG

Piéu 1. Viéc hudéng dan, tiép nhan va giao tra hd so hanh chinh thudc thim
quyén giai quyét cta cap quan duoc thuc hién theo co ché mot cira tai Bo phan Tiép
nhan va tra két qua thudéc Van phong Uy ban nhan din quan (goi tit 1a B phan
TN&TKQ).

Piéu 2. B6 phan TN&TKQ thudéc Vin phong Uy ban nhan dan quén co trach
nhiém phéi hop véi cac phong chuyén mén giai thich, huéng dan, nhan va giao tra ho
so cho to chuc, ca nhan ding nguyén tic “mdt 1an”, trudng hop hod so can bo sung,
diéu chinh, trong thoi gian sdm nhit co quan chuyén mon c6 huéng din day du mot
lan béng van ban cho to chtc, cong dan dé thuc hién. Thoi gian hen lan sau la thoi
gian giai quyét ho so theo quy dinh trir thoi gian da giai quyét 1an dau.

Piéu 3. Can bo tiép nhan va tra két qua co trach nhiém kiém tra du thanh phan
hd so trude khi nhan, thoi gian hen nguoi dan bt ddu ngay ké tiép ciia ngay nhan hod
so, ngay két thuc quy trinh giai quyét 13 ngay phong chuyén mén ban giao két qua
giai quyét cho bo phan TN&TKQ.

Piéu 4. Cac phong chuyén mon c¢6 trach nhiém phdi hop voi Vin phong Uy ban
nhan dan quén trong viéc giai quyét va trao tra ho so; kip thoi ra soat quy trinh tha
tuc giai quyét hd so; tham muu Uy ban nhan dan quin ban hanh quy dinh, hudng dan
vé quy trinh giai quyét hd so, thudng xuyén hodc dinh ky t6 chirc tap huan nghiép vu
cho can bo tiép nhan va tra két qua trén timg linh vuyc.



S658-01-6-2010 CONG BAO 13

Piéu 5. Truong hop t6 chirc, cong dan dén ndp ho so thay phai co gidy gidi
thiéu ctia don vi hodc gidy uy quyén c6 ching thuc ciia co quan c6 thim quyén;
nguoi truc tiép dén ndp ho so hodc duge gidi thiéu hay ty quyén phai mang theo ban
chinh gidy chtirng minh nhan din hodc cac gidy to c6 dan anh khac. Cac truong hop
ngudi gia yéu, tat nguyén duoc xem xét wu tién giai quyét trong qué trinh tiép nhan

va tra két qua.

Phin II
THU TUC, THOI GIAN GIAI QUYET, PHi - LE PHi

Chwong 11
LINH VUC TU PHAP - HQ TICH

Muc 1
CHUNG THUC HQP PONG, CHU KY CUA CONG DAN VIET NAM
TRONG CAC LOAI GIAY TO PHUC VU CHO VIEC THUC HIEN
CAC GIAO DICH DAN SU O TRONG NUOC

Piéu 6. Chirng thwe hop ddng, giao dich lién quan dong sin c6 gia tri dwéi
50 triéu dong

1. Thanh phan hd so gom:
a) Phiéu yéu cau chtng thuc van ban hop dong, giao dich;

b) Gidy to ching minh quyén so hitu, quyén sir dung dbi véi tai san d6 néu hop
ddng, giao dich lién quan dén tai san ma phap luat quy dinh phai ding ky quyén so
hitu, quyén sir dung;

¢) Xuit trinh gidy chimg minh nhan dan (hoic gidy to tiy than co anh).
2. S6 lwong ho so: 03 bo.

3. Thoi gian giai quyét: 03 ngay lam viéc

4. Lé phi: 20.000 dong/truong hop ddi véi hop dong, giao dich.

Piéu 7. Chirng thuc vin ban théa thuin phan chia di san, vin ban khai
nhén di san (d6i véi dong san c6 gia tri duéi 50 triéu dong)

1. Thanh phén hé so gom:

a) Phiéu yéu cau chtng thuc;
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b) Du thao van ban phan chia tai san thira ké hodc du thao vin ban nhan tai san
thira ké (néu co);

¢) Ban sao ching minh nhan dan hoic ho chiéu hodc cac gidy to tiy than khac
néu 1a c4 nhan;

d) Gidy dang ky hoat dong/kinh doanh (ddi véi to chirc);

e) Ban sao gidy to chirng minh thim quyén cta ngudi dai dién (néu 13 ngudi dai
dién);

g) Ban sao gidy chimg nhan quyén s¢ hitu tai san;

h) Gidy chung tir ctia nguoi dé lai di san;

i) Gidy to ching minh méi quan hé giita ngudi dé lai di san va ngudi duoc
huong di san (trudng hop thira ké theo phap luat);

k) Di chiic (trudng hop thira ké theo di chuc).

2. S6 lwong ho so: 03 bo.

3. Thoi gian giai quyét: 35 ngay lam viéc

4. Lé phi: 50.000 dong/truong hop.

Piéu 8. Chirng thuc hop dong hiy bé hop dong giao dich lién quan dén
dong san co6 gia tri dwoi 50 triéu dong; hop dong hily bé hop dong iy quyén;
chirng thye vin ban don phwong dinh chi thue hién hop dong iy quyén

1. Thanh phén hd so gom:

a) Hop dong da dugc ching thyuc (ban chinh);

b) Phiéu yéu cau chung thuc (theo mau);

¢) Du thao hop dong hodc van ban can céng chung, chimg thuc.
2. S6 lwong ho so: 03 bo.

3. Thoi gian giai quyét: 03 ngay lam viéc.

4. Lé phi: 10.000 dong/1 trudong hop.

Piéu 9. Chirng thue ban sao tir ban chinh cac gidy to, viin biang, chirng chi
bang tiéng nwéc ngoai hoic song ngir

1. Thanh phén hd so gom:

Ban chinh va ban sao gidy to, van bang, chiing chi can chig thuc.
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2. S6 lwgng ho so: 02 bo (tuy theo yéu cau cua t6 chiic, ca nhan)
3. Thoi gian giai quyét: trong ngay lam viéc.

4. Lé phi: 2.000 dong/trang; tir trang thtr 3 tro 1én thi mdi trang thu 1.000 dong,
t6i da khong thu qua 100.000 dong/ban.

Picu 10. Chirng thuc chir ky ciia nguoi dich trong cac gidy to, vin ban tir
tiéng nuwéc ngoai sang tiéng Viét hoic tir tiéng Viét sang tiéng nwréc ngoai

1. Thanh phan hd so gom:
a) Xuat trinh chimg minh nhan dan, ho chiéu hoic gidy td tuy than khéc;

b) Gidy to ma duong su phai ky vao, ddi véi viée ching thuc chir ky ctia nguoi
dich thi phai c6 vin bang chimg chi chimg minh trinh d6 ngoai ngir ctia ngudi dich.

2. S6 lwong ho so: 02 bo (tuy theo yéu cau cua t6 chiic, ca nhan)

3. Thoi gian giai quyét: trong ngay lam viéc.

4. Lé phi: 10.000 dong/truong hop.

Piéu 11. Chirng thuc chir ky trong cac gidy to, vin ban bang tiéng nuwéc
ngoai va cac van ban giay to song ngir.

1. Thanh phan hd so gom:

a) Xuat trinh chimg minh nhan dan, ho chiéu hoic gidy td tiy than khéc;

b) Gidy to ma dwong su phai ky vao.

2. SO lwong ho so: 02 bo (theo yéu cau cua duong su)

3. Thoi gian giai quyét: trong ngay lam viéc.

4. Lé phi: 10.000 dong/truong hop.

Piéu 12. Ching thwe viin ban ity quyén

1. Thanh phin hd so gom:

a) Phiéu yéu cau chung thuc (theo mau);

b) Xuét trinh gidy to tiy than (chimg minh nhan dan, ho khau);

¢) Du thao vin ban uy quyén.

2. SO lwong ho so: 02 bo

3. Thoi gian giai quyét: 02 ngay lam viéc.

4. Lé phi: 10.000 dong/truong hop.
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Piéu 13. Chirng thuc cac viée khac theo quy dinh phap lut
1. Thanh phan hd so gom:

a) Phiéu yéu cau chtng thuc (theo mau);

b) Gidy to c6 lién quan dén yéu cau can dugc ching thuc;

¢) Du thao vin ban can chimg thyc.

d) Xuat trinh gidy t& tity than (chtimg minh nhéan dén.)

2. SO lwong ho so: 03 bd

3. Thoi gian giai quyét: 03 ngay lam viéc.

4. Lé phi: 10.000 dong/truong hop.

Muc 2
HO TICH

- Pbi véi truong hop xac dinh lai gidi tinh thi phai ¢ van ban két luan cua to
chtic y té da tién hanh can thiép dé xac dinh lai gidi tinh 14 cin ct cho viéc xac dinh
lai gi61 tinh.

- Viéc thay d6i, cai chinh ho tich, xac dinh lai dan toc, xac dinh lai gidi tinh, bo
sung hd tich cho ngudi chua thanh nién hoac nguoi mét nang lyc hanh vi dan sy duoc

thuc hién theo yéu cau ctua cha, me hoac nguoi gidm ho.

- P6i v6i viée thay doi ho, tén cho nguoi du 9 tudi tré 1én va xac dinh lai dan toc
cho nguoi chua thanh nién tir da 15 tudi tré 1én thi phai c6 sy dong ¥ cia nguoi do.

Diéu 14. Cép lai ban chinh gidy khai sinh
1. Thanh phan hd so gom:
a) Nguoi yéu cau cép lai ban chinh Gidy khai sinh phai nop To khai (theo mau).

b) Ban chinh gidy khai sinh cii (néu cd) hodc ban sao gidy khai sinh dugc cap
m&i nhat hodc ban trich lyc y.

¢) Xuét trinh ching minh nhan déan ciia nguoi xin cép lai gidy khai sinh.
2. S6 lwong ho so: 01 bo.
3. Thoi gian giai quyét: 05 ngay lam viéc.

4. Lé phi: 10.000 dong/1 trudng hop.
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A

lén

tinh;

Piéu 15. Ping ky viéc thay ddi, cai chinh hd tich cho nguoi tir 14 tudi tré

1. Thanh phan hd so gom:

a) To khai dang ky viéc thay ddi, cai chinh ho tich (theo mau);

b) Gidy khai sinh ban chinh ctia ngudi can thay doi, cai chinh ho tich;

¢) Cac gidy to co lién quan dé 1am can cr cho viée thay d6i, cai chinh ho tich;
d) Xuat trinh chimg minh nhan dan.

2. SO lwong ho so: 01 bo

3. Thoi gian giai quyét: 05 ngay lam viéc.

4. Lé phi: 25.000 dong/truong hop.

Picu 16. Ping ky viéc xac dinh lai dan tc, xac dinh lai giéi tinh

1. Thanh phén hé so gom:

a) To khai dang ky viéc xac dinh lai dan tdc, xac dinh lai gidi tinh (theo mau);

b) Gidy khai sinh ban chinh ctia ngudi can xac dinh lai dan toc, xac dinh lai giéi

¢) Cac giay to c6 lién quan dé€ lam can cur cho viéc xac dinh lai dan toc, xac dinh

lai gi61 tinh.

2. S6 lwgng ho so: 01 bo

3. Thoi gian giai quyét: 05 ngay lam viéc.

4. Lé phi: 25.000 dong/truong hop.

Diéu 17. B6 sung hd tich (cho moi trudng hop khong phan biét d tudi)
1. Thanh phan hd so gom:

a) To khai ding ky viéc bo sung ho tich (theo mau);

b) Gidy khai sinh ban chinh ctia ngudi can bd sung ho tich;

¢) Cac gidy to o lién quan dé 1am can cr cho viée bd sung ho tich;
d) Xuét trinh chtirng minh nhan déan, ho khau thudng trd.

2. S6 lwgng ho so: 01 bo

3. Thoi gian giai quyét: 05 ngay lam viéc.

4. Lé phi: 25.000 dong/truong hop.
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Picu 18. Piéu chinh hd tich cho moi trwong hop khong phan biét do tudi
(Piéu chinh ndi dung di dwoc ding ky trong sé hé tich va cdc gidy to hg tich khdc
khéng phii Sé ding ky khai sinh va bin chinh gidy khai sinh)

1. Thanh phén hd so gom:
a) To khai dang ky viéc diéu chinh hé tich (theo mau) hoic tu khai;

b) Gidy khai sinh ban chinh ctua ngudi can diéu chinh ho tich (néu viéc diéu
chinh c6 lién quan dén noi dung Gidy khai sinh);

¢) Cac gidy to khac c6 lién quan phuc vu cho viéc diéu chinh ho tich (néu viéc
diéu chinh khong c6 lién quan dén ndi dung Gidy khai sinh).

2. SO lwong ho so: 01 bo

3. Thoi gian giai quyét: 05 ngay lam viéc.

4. Lé phi: 25.000 dong/truong hop.

Piéu 19. Cap ban sao gidy to hd tich tir s6 goc (khai sinh, khai tir, két hon)
1. Thanh phén hd so gom:

* P6i voi truong hop con gidy to lién quan (gidy khai sinh, khai tir, két hon): chi
ndp 01 ban photocopy hodc 01 ban sao clia gidy to can sao luc.

* Poi v6i trudng hop khong co gidy to lién quan dén viée sao luc: ndp 01 don
yéu cau can sao luc.

2. S6 lwgng ho so: 01 bo

3. Thoi gian giai quyét: 04 ngay lam viéc ddi véi truong hop co gidy to lién
quan, trudng hop can xac minh c6 thé kéo dai thém nhung khong qua 05 ngay lam
viéc.

4. Lé phi: 3.000 dong/ban sao.

Chuwong 111
LINH VUC QUAN LY LAO PONG

Piéu 20. Ping ky khai trinh tinh hinh sir dung lao dong
1. Thanh phan hd so gom:
B4o c4o khai trinh tinh hinh sir dung lao dong (theo mau).

2. S6 lwong ho so: 04 bo



S658-01-6-2010 CONG BAO 19

3. Thoi gian giai quyét: 07 ngay lam viéc.

4. L¢ phi: khong thu

Piéu 21. Ping ky bao cdo tiing, giam lao dong

1. Thanh phén hé so gom:

B4o c4o khai trinh tinh hinh str dung lao dong (theo mau).
2. S6 lwong ho so: 04 bo

3. Thoi gian giai quyét: 07 ngay lam viéc.

4. L¢ phi: khong thu

Piéu 22. Piing ky khai trinh tinh hinh sir dung lao dong trong linh vuc nha
hang - cira hang iAn udng - vii trudng - massage - karaoke - khach san - nha tro

1. Thanh phan hd so gom:

a) Bao c4o khai trinh str dung lao dong (theo mau);

b) Gidy dang ky kinh doanh ho kinh doanh c4 thé (ban sao);

¢) 01 ban so yéu 1y lich hodc gidy dang ky tam trd, tam vang/1 tiép vién.
2. S6 lwong ho so: 04 bo.

3. Thoi gian giai quyét: 07 ngay lam viéc.

4. L¢ phi: khong thu

Piéu 23. Ping ky bdo cdo ting, giam lao dong trong linh vire nha hang - cira
hang fin udng - vii trueong - massage - karaoke - khach san - nha tro

1. Thanh phan hd so gom:

a) Bao c4o khai trinh str dung lao dong (theo mau);

b) Gidy dang ky kinh doanh ho kinh doanh c4 thé (ban sao);

¢) 01 ban so yéu 1y lich hodc gidy dang ky tam trd, tam vang/1 tiép vién.
2. SO lwong ho so: 04 bo.

3. Thoi gian giai quyét: 07 ngay lam viéc.

4. L¢ phi: khong thu

Piéu 24. Ping ky hé thong thang lwong, bang hrong

1. Thanh phén hé so gom:
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a) Vin ban dé nghi ding ky thang luong, bang luong;
b) Hé thdng thang bang luong, phu cip luong do don vi xdy dung;

¢) Ban quy dinh chi tiét cac tiéu chuan va diéu kién ap dung dbi véi timg chirc

danh hoic nhém chic danh nghé, cong viéc trong thang luong, bang luong;

d) Y kién ciia Ban chap hanh Céng doan co s& ddi v6i hé thong thang bang
lwvong (néu co) hodc bang xac nhin cua Lién doan Lao dong quan vé doanh nghiép

chua du diéu kién thanh 1ap Cong doan.
2. S6 lwong ho so: 03 bo.
3. Thoi gian giai quyét: 10 ngay lam viéc.
4. L¢ phi: khong thu
Diéu 25. Ping ky ndi quy lao dong
1. Thanh phin hd so gom:
a) Van ban dé nghi dang ky ndi quy lao dong;
b) Quyét dinh ban hanh noi quy lao dong;
¢) Ban ndi quy lao dong;

d) Céac vin ban quy dinh cua don vi lién quan dén ky luat lao dong va trach

nhiém vt chit (néu co).
2. S6 lwong ho so: 04 bo.
3. Thoi gian giai quyét: 10 ngay lam viéc.
4. L¢ phi: khong thu
Piéu 26. Ping ky théa wéc lao dong tap thé
1. Thanh phén hd so gom:
a) Vin ban ding ky thoa udc lao dong tap thé;
b) Bién ban lay y kién tap thé nguoi lao dong;
¢) Ban thoa uéc lao dong tap thé.
2. S6 lwong ho so: 04 bo.
3. Thoi gian giai quyét: 10 ngay lam viéc.

4. L¢ phi: khong thu.
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Chuong IV
LINH VUC KINH TE

Diéu 27. Ho so cAp méi gidy ching nhian diang ky kinh doanh hd kinh
doanh

1. Thanh phin hd so:
a) Gidy dé nghi dang ky kinh doanh ho kinh doanh (theo mau);

b) Gidy chiing minh nhan dan cua cé nhan hoac nguoi dai di¢n ho gia dinh (ban
sao y hodc ban sao kém ban chinh dé doi chiéu);

¢) Chung chi hanh nghé d6i voi nhitng nganh nghé phai c¢6 chtng chi hanh nghé
(ban sao y);

d) Ban sao hop 18 van ban xac nhan von phéap dinh cua co quan to chtrc ¢6 tham
quyén d6i voi nhitng nganh nghé phai c6 von phap dinh (ban sao y).

2. S6 lwong ho so: 01 bo.

3. Thoi gian giai quyét: 05 ngay lam viéc.

4. Lé phi: 30.000 d/ho so.

Diéu 28. Ho so ding ky thay ddi ndi dung ding ky kinh doanh

1. Thanh phin hd so:

a) Thong bao thay doi noi dung dang ky kinh doanh cua ho kinh doanh (theo
mau);

b) Gidy ching nhan dang ky kinh doanh (Ban chinh).

2. S6 lwong ho so: 01 bo.

3. Thoi gian giai quyét: 05 ngay lam viéc.

4. Lé phi: 20.000 d/h6 so.

Diéu 29. Ho so cép lai gidy chirng nhéin ding ky kinh doanh hd kinh doanh

1. Thanh phin hd so:

a) Gidy dé nghi dang ky kinh doanh ho kinh doanh (theo mau);

b) Pon ¢é mit gidy ching nhan ding ky kinh doanh c6 xac nhin cua cong an
phuong noi bi mat gidy chimg nhan dang ky kinh doanh.

2. S6 lwong ho so: 01 bo.
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3. Thoi gian giai quyét: 05 ngay lam viéc.

4. L¢ phi: 30.000 d/h6 so.

Piéu 30. H6 so tam ngirng kinh doanh hd kinh doanh
1. Thanh phén hé so gom:

a) Thong bdo tam ngimg hoat dong kinh doanh ctia ho kinh doanh (theo mau)
d6i voi truong hop ngimg kinh doanh trén 1 thang dén dudi 1 nam;

b) Ban sao gidy ching nhan ding ky kinh doanh.

2. S6 lwong ho so: 01 bo.

3. Thoi gian giai quyét: Trong ngay lam viéc.

4. L¢ phi: khong thu

Piéu 31. Hd so ngirng kinh doanh h kinh doanh

1. Thanh phan hd so gom:

a) Thong bao ngimg hoat dong kinh doanh ctia ho kinh doanh (theo mau);

b) Ban chinh gidy ching nhan dang ky kinh doanh.

2. S6 lwgng ho so: 01 bo.

3. Thoi gian giai quyét: 05 ngay lam viéc.

4. L¢ phi: khong thu

Piéu 32. H6 so cap Giay phép kinh doanh ban 1é hoiic dai Iy ban 1é rugu
1. Thanh phan hd so:

a) Pon dé nghi cap Gidy phép kinh doanh ban 1é hoidc dai 1y ruou (theo miu);
b) Gidy ching nhan dang ky kinh doanh va gidy dang ky ma s thué (ban sao y);
¢) Vin ban gi6i thiéu hodc hop ddng ban 1¢, hop dong dai 1y ban 1é;

d) H so vé dia diém kinh doanh gom:

- Gidy chimg nhan quyén so hitu hodc déng so hitu, hoic hop dong thué st dung
dia diém thoi han t6i thiéu 1a 01 nam (ban sao);

- Bang ké thiét bi kiém tra va diéu chinh nhiét do, 46 am;
- So db khu vuc kinh doanh ruou;

e) Cam két bao vé moi trudng (ban sao);
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g) Gidy chimg nhan tiéu chuan san pham ruou;

h) Ban cam két thuc hién cac quy dinh vé phong chay chita chay.
2. S6 lwong ho so: 01 bo.

3. Thoi gian giai quyét: 15 ngay lam viéc.

4. L¢ phi:

- Phi thim dinh:
+ Pbi voi doanh nghiép  : 300.000 d/diém kinh doanh.
+ Ddi v6i ho ca thé - 100.000 d/diém kinh doanh.

- Lé phi cip gidy phép kinh doanh ban 1¢ ruou: 50.000 d/giay.

Diéu 33. Ho so cp lai Gidy phép kinh doanh bén 1é hodc dai 1y ban 1é ruou
1. Thanh phan hd so:

a) Pon dé nghi cip Gidy phép kinh doanh ban 1& hoidc dai 1y ruou (theo miu);

b) Gidy chtng nhan ding ky kinh doanh va gidy ching nhan ding ky ma s thué
(ban sao y);

¢) Vin ban gi6i thiéu hodc hop ddng ban 1¢, hop dong dai 1y ban 1é;

d) Ho so vé dja diém kinh doanh gém:

- Gidy chimg nhan quyén so hitu hodc déng so hitu, hoic hop dong thué st dung
dia diém;

- Bang ké thiét bi kiém tra va diéu chinh nhiét do, 46 am;

- So db khu vuc kinh doanh ruou;

e) Cam két bao vé moi trudng (ban sao);

g) Gidy chimg nhan tiéu chuan san pham ruou;

h) Ho so vé phong chay, chita chay.

2. S6 lwong ho so: 01 bo.

3. Thoi gian giai quyét: 15 ngay lam viéc.

4. L¢ phi:

- Phi tham dinh:

+ Pbi voi doanh nghiép  : 300.000 d/diém kinh doanh.
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+Ddi v6i ho ca thé - 100.000 d/diém kinh doanh.
- Lé phi cip gidy phép kinh doanh ban 1¢ ruou: 50.000 d/giay.

Piéu 34. Ho so cap lai Gidy phép kinh doanh ban 1é hoiic dai ly ban 1é ruou
(trwong hop gidy phép kinh doanh bi mit, bi rach, bi chay, bi tiéu hity dwéi hinh
thirc khac)

1. Thanh phan hd so:
a) Vin ban dé nghi cap lai;

b) Ban gbc hoic ban sao gidy phép kinh doanh ban 1¢ hodc dai 1y ban 1é ruou da
cap (néu cd).

2. S6 lwong ho so: 01 bo.
3. Thoi gian giai quyét: 15 ngay lam viéc.
4. Lé phi: 50.000 d/gidy.

Diéu 35. Ho so cip Gidy phép san xuit rwou thi cong nhim muc dich kinh
doanh

1. Thanh phan hd so:

a) Pon dé nghi cip Gidy phép san xuit ruou thu céng nhdm muc dich kinh
doanh (theo mau);

b) Gidy ching nhan dang ky kinh doanh va gidy chimg nhan dang ky ma sb thué
(ban sao);

¢) Ho so diang ky chit luong, ban cong bd tiéu chuin chit luong, ban cam két
dam bao vé sinh an toan thuc pham (ban sao y).

d) Cac gidy t& xac nhan quyén s& hitu hodc quyén st dung hop phap nhin hiéu
hang héa cho cac san phim rugu (ban sao v).

Déi véi to chite, ca nhan san xuat ruou tha céng cung cap cho cic co sd khac
ché bién lai phai c6 ban sao hop ddng mua ban gitta hai bén. Trudng hop ca nhan, ho
gia dinh xin phép san xuat ruou nhim muc dich kinh doanh thi phai c6 gidy cam két
thuc hién cac quy dinh vé phong chay, chira chay, bao vé moi trudng.

2. S6 lwong ho so: 01 bo.

3. Thoi gian giai quyét: 15 ngay lam viéc.

- Phi thim dinh:
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+ Pbi voi doanh nghiép  : 300.000 d/diém kinh doanh.

+ Pdi v6i ho cé thé : 100.000 d/diém kinh doanh.

- Lé phi cap gidy phép kinh doanh ban 1¢ ruou: 50.000 d/giay.

4. L¢ phi:

- Phi thdm dinh: mic thu 100.000 d/diém kinh doanh 1 ho kinh doanh.

- Lé phi cip gidy phép san xuét rugu thi cong nham muc dich kinh doanh:
50.000 d/gidy.

Piéu 36. Ho so' cAp méi Gidy phép kinh doanh bzn 1é hoic dai Iy ban 16 sin
pham thubc 14

1. Thanh phan hd so:

a) Pon dé nghi cap Gidy phép kinh doanh ban 1é hodc dai 1y ban 1& san pham
thudc 14 (theo miu);

b) Ban photo gidy chtng nhan ding ky kinh doanh (thwong nhan phai mang theo
ban chinh dé can b tiép nhan hd so ddi chiéu, xac nhan vao ban photo 1a da d6i chiéu
v6i ban chinh; riéng hd so da ching thuc ban sao thi nop ban sao, khong can doi
chiéu ban chinh);

¢) Vin ban gidi thiéu ctia thuong nhan ban budn san pham thudc 14, trong dé ghi
rd dia diém kinh doanh;

d) Tai liéu chimg minh tinh hop phap vé dia chi, dia diém kinh doanh bén 1é.

2. S6 lwong ho so: 01 bo.

3. Thoi gian giai quyét: 15 ngay lam viéc.

4. Lé phi: Lé phi cip gidy chimg nhan du diéu kién kinh doanh: 50.000 dong/gidy.

Piéu 37. Ho so cap Gidy phép kinh doanh thudc 14 d6i véi ho kinh doanh ca
thé (cAp méi, gia han)

1. Thanh phan hd so:

a) Pon dé nghi cap Gidy phép kinh doanh ban 1é hodc dai 1y ban 1& san pham
thudc 14 (theo mau);

b) Gidy chung nhan ding ky kinh doanh (ban sao y);

¢) Vin ban gidi thiéu ctia thuong nhan ban budn san pham thudc 14, trong dé ghi
rd dia diém kinh doanh;
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d) Tai liéu ching minh tinh hop phép vé dia chi, dia diém kinh doanh ban 1¢.

2. S6 lwong ho so: 01 bo.

3. Thoi gian giai quyét: 15 ngay lam viéc.

4. Lé phi: Lé phi cip gidy ching nhan du diéu kién kinh doanh: 50.000 dong/giay.

Diéu 38. Ho so cip bd sung, sira d6i Gidy phép kinh doanh ban 1é hoiic dai
1y ban 1é sin pham thuoc 14

1. Thanh phan hd so:
a) Van ban dé nghi sura ddi, bd sung;

b) Gidy phép kinh doanh ban 1¢ (hodc dai 1y ban 1¢) san pham thudc 14 d cap
(ban sao hop 18);

c¢) Céc tai li¢u ching minh nhu cau stra doi, bd sung.

2. S6 lwong ho so: 01 bo.

3. Thoi gian giai quyét: 15 ngay lam viéc.

4. Lé phi: Lé phi cip gidy chimg nhan du diéu kién kinh doanh: 50.000 dong/gidy.

Piéu 39. Hb so cap lai Giay phép kinh doanh ban 1é hoic dai Iy ban 1é san
phim thudc 14 (trwong hop gidy phép kinh doanh bi mit, bi rach, bi chay, bi tiéu
hiy dudi hinh thire khac)

1. Thanh phan hd so:

a) Vin ban dé nghi cap lai;

b) Gidy phép kinh doanh bén 1¢ hoic dai Iy ban 1¢ san pham thudc 14 di cip (néu
co).

2. S6 lwong ho so: 01 bo.

3. Thoi gian giai quyét: 15 ngay lam viéc.

4. Lé phi: Lé phi cip gidy chimg nhan du diéu kién kinh doanh: 50.000 dong/gidy.

Phén 111
TO CHUC THUC HIEN

Piéu 40. Thu trudng cac phong, ban chuyén mén thudc quin cin ctr Quyét dinh
nay ban hanh Hudng dan cic don vi lién quan, Uy ban nhan dan phuong va ngudi
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dan thyc hién; ban hanh quy trinh ndi nghiép dé kiém soét tién trinh giai quyét ho so

tai don vi.

Piéu 41. Trong qua trinh thuc hién gip kho khin vudng mic, cac don vi phan
anh vé Phong Noi vu dé c6 tong hop dé xuat Uy ban nhan dan quan xem xét./.

™. UY BAN NHAN DAN
CHU TICH

Trén Ngoc H6



