
UY BAN NHAN DAN 	LONG HOA XA HOI CHU NGHIA VIET NAM 
HUYEN BAU BANG Di)c lap - Tu. do - 1-14nh phtic 

S6: A t/QD-UBND 	 Bau Bang, ngay /(3 thang g nam 2018 

. QUYET DINH 
Ban hanh BO quy trinh giai guy& thu tic hanh chinh theo tirng 

linh virc trong ph#rn vi ip dung cua He thong quan 157 chat luvng 
phi' hop \Teri tieu chufin quOc gia TCVN ISO 9001 

thuOc Phong Noi vu 

UY BAN NHAN DAN HUYEN BAU BANG 

Can cu Luat to chic chinh quy'en dia phucmg nam 2015; 

Can Cu Nghi chinh so 63/2010/ND-CP ngay 08 thang 6 nam 2010 dm 
Chinh phu ve ki6m soat flan tic hanh chinh va Nghi chinh so 48/2013/ND-CP 
ngay 14 thang 5 nam 2013 cua Chinh phu v'e sira doi, b6 sung mot so diL cua 
cac nghi chinh lien quan den kiem soat thu tic hanh chinh; 

Can Cu Quye't chinh so 19/2014/QD-TTg ngay 05 thang 03 nam 2014 cua 
Thu Wong Chinh 	ye dp dung111  thong quan VT chat luting theo tieu chan 
quoc gia TCVN 9001: 2008 \Tao hog Reg 	cac co.  quan, , claim thuOc he 
thong hanh chinh nha nuerc; 

Can ca. Thong to s6 02/2017/TT-VPCP ngay 31 thang 10 nam 2017 dm 
Chinh phu huang dan ve nghi4 vi ki6m soat thu tic hanh chinh; 

Can cif Nghi chinh so 61/2018/ND-CP ngay 23 thang 04 nam 2018 dia. 
Thu Wang Chinh phu ye viec thgc hien co the snot cua, co the mot cua lien 
thong trong giai quyet thu tic hanh chinh; 

Can cu Quy6t chinh se') 1556/QD-UBND ngay 13 thang 6 nam 2018 cua Uy 
ban ,nhan dan tinh Binh Duang ye vi& cong be) thutvc hanh chinh thuloc tham 
quyen giai quyet cua So NOi vu, Uy ban nhan dan cap huyn, cap xa tren dia ban 
tinh Binh Duang; 

Xet cue nghi cua Truong Phong NOi vi tai To trinh s6 350/TTr-PNV ngay 
thang 9 nam 2018, 

QUYET DINH: 

Dieu 1. Cong bo kern theo Quy6t dinli nay danh mvc thu tic hanh chinh 
theo ding linh vuc trong plagm vi op dung cua he thong quan 1)'T chat luting phu 
hop voi tieu chudn qu6c gia TCVN ISO 9001 thuOc Phong NOi 

Dieu 2. Phong Nie vi can dr theo chic nang, nhim vi, quyLi han va nOi 
dung trong danh mvc thu tic hanh chinh theo tong linh vuc thuOc pham vi ap 
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dung cua h" th6ng quan cha't luvng phii hop vai tieu chuAn qu6c gia TCVN 
ISO 9001 de thgc hien dAy du va chinh xac nhang yeu cau cu the dm he th6ng 
quan ly chdt luvng. 

Dieu 3. Chanh Van phong HOi dong nhan dan va Uy ban nhan dan 
Truong phong NOi vu va Thu truemg cac don vi có lien go chiu trach nhiem 
thi hanh Quyet dinh nay. 

Quye't dinh nay có hien luc thi hanh ke -Ur ngay l<ST vrth*V- Ip Quyect dinh 
so 1663/QD-UBND ngay 03 thang 8 nam 2017 dm Uy bajl ns  an huyen ve 
vil& ban hanh BO quy trinh giai rquyet thu tuc hanhchinh~lI ea .ng 1 	vuc 
trong plagm vi ap dung cua He thong quan 13'T chat lucmg pff) 	eu chuan 
qu6c gia TCVN ISO 9001:2008 thu(ic Phong NOi vu ./. N3.1 

No'i nizezn: 	 TM. UY BAN N 
- Nhu diau 3; 
- TT.HU, TT.HDND; 
- CT, cac PCT UBND Huyan; 
-Ban chi dap ISO; 
- Luu: VT. 

V6 Thanh Giau 
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UY BAN NHAN DAN 	LONG H6A XA HO CHU NGHIA VIET NAM 
HUYEN BAU BANG 	 DO lap - Tkr do - 1-14nh ph& 

PHIJ LVC 
Danh muc thu tuc hanh chinh theo tirng linh vtrc trong phm vi ap dung 

dm 14 thong quail 1.57 chat luvng phu hop 	tieu chuan quOc gia 
TCVN ISO 9001:2008 thui)c Phong Noi vu huyen 
(Ban hanh kern theo Quyit clinh so SP/QD-UBND 

Ngay/I3 thang g neim 2018 cilia Uy ban nhan dan huyN 

TOng so: 32 thii tuc thuiic 04 linh vitt; c 

STT Linh vtrc/Thii tic 
Tiing thoi 
gian giai 

quyet (ngay) 

I. Linh vtrc Quan 1ST nha ntro'c vt hi)i 

1 1 Thu tic COng nhlan Ban Van dOng thanh 14 1-10i 30 

2 2 Thu tic Thanh 14p I-10i 30 

3 3 ThU tuc Phe duyt Di'e'u11-1.i. 30 

4 4 ThU tuc Chia, tach, sap nh4p, hgp nhlat Fit)i 30 

5 5 Thu tuc Doi ten F-10i 30 

6 6 Thu tic HOiL tuc giai th6 30 

7 7 Thu tuc Bao ca.() to chdc DO hOi nhini. kST, 1).i 
h'sz)i bat thdong dm FlOi 

25 

II. Linh vtrc Quan 1ST nha ntro'c NT'' qua xfi h'cli, quy tfr thin 

8 1 
Thu tuc cap gib phep thanh 14 va cong nhan 
die‘u1" quy 

40 

9 2 
Thu tic Cong nhan guy/ du dieu ki*i hot dOng 
va cong nh4n thanh vi en H, ii dung quanqf quy 

30 

10 3 
Thu We Cong nhan thay doi, bo sung thanh vier 

• 1-1 1-1()i gong quan 13'7 quy 
15 

11 4 
Thu We Thay d6i gib phe'p thanh 14 va cong 
nhan dieu 1.' (Stra do' i, bo9  sung) quy 

30 
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12 5 
Thu tic Cap lgi giay phep thanh 14p va cong 
nhlan dieul" quy 

15 

13 6 
Thu tic Cho pile') quy hogt dOng tr& lai sau khi 
bi tam dinh chi hogt Ong 

15 

14 7 Thu tic Hgp nhAt, sap nhlap, chia, tach quy 30 

15 8 Thu tic D6i ten guy 15 

16 9 Thu tic Quy tax giai th6 15 

III. Linh vtyc Thi dua khen thu'&ng 

17 1 
Thu tic tang GiAy khen cua Chu tich UBND cap 
huye:n ye thanh tich thgc hien nhim vu chinh tri 

10 

18 2 
Thu tic Tang danh hi." -LT T4p the lao Ong tier' 

• 
tien 

10 

19 3 
Thu tic Tang danh hi.0 thon, AID, ban, lang, khu 
phor  van hoa 

10 

20 4 Thil tic Tkig danh hi'Ll Chien si thi dua co só.  10 

21 5 Thu tic rcing danh hi@J. Lao d(ing tien tien 10 

22 6 
Thu tic Tang Giay khen cua Chu tich UBND cap 
huy'n .v.  thanh tich thi dua theo dgt, chuyen a 

10 

23 7 
Thu tic Tang Giay khen cua Chil tich UBND car p 
huyn thanh tich dOt xuar t 

10 

24 8 
Thtl tic Tang Giay khen cua ChU tich UBND car p 
huyIn ye khen thuong doi ngogi 

10 

IV. Linh yip Tin nguro'ng, Ton giao 

25 1 
Thu tic Thong bao mo' lop b6i &fang ye ton gido 
theo quy dinh tai Khoan 2 Diki 41 cua Lu4t Tin 
ngutng, ton gido 

20 

26 2 
Thu tic Thong bao danh mvc hot Ong ton gido 
doi vii to chU:c co dia ban hot d(ing ton gido 6' 
nhieu xd thuOc mot huy'0 

30 

27 3 
ThU tic Thong bao danh mic hot dOng ton gido 
bo sung doi voi to chiirc co dia ban hot ding ton 
gido & nhieu xd thulac snot huy@i 

20 
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28 4 
Thu tic Thong bao to chi'rc hOi nghi thdeIng nien 
dia to chdc ton gido, to chdc ton gido trgc thu(ic 
c6 dia ban hot Bongo' mot huyn 

20 

29 5 

Thu Ale 1D' nghi to chdc d4i h(5i dm to chdc ton 
giao, to chdc ton gido trgc thu'Oc, to claim duvc 
, cap chdng nhian dang14 hot Ong ton gido c6 

dia ban hot dOng & mot huyn 

25 

30 6 
Thu tvc De nghi to chdc cuOc ig ngoai co so' ton 
giao, dia di6m hop phap a.. clang 1‹.)',  c6 quy mo to 
chdc & mot huy 

.
n  

• 25 

31 7 
Thu tic De nghi giang d4o ngoai dia ban phi 
trach, ca so ton gido, dia. diem hgp phap da. gang 
1.(3',  c6 quy mo to chdc 0• mot huyn  

' . to 
, 

.„,„ 	25 
.V 

32 8 

Thu tic Thong bao to chdc nguyen gop ngoai dia 
ban mot x.a nhung trong dia ban mot huy'ri, thi 

, xa, thanh pith' thuOc tinh cua Ca so• tin nguang, to 
chtk ton giao, to chdc ton gido trgc thuQc 

10 
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DAN 	 QUY TRiNH 
NG Tilt TUC: DE NGHI CONG NHAN BAN VAN BONG THANH 

LAP HO 

PHAN HO SO (Se; luvng ho so': 02 b(i) 

- Don xin cong nhan ban van dOng thanh lap h6i, trong don neu it ten h6i, ton chi, mvc dich 
cua h6i, linh vuc ma hOi du kien hoat dOng, pham vi hoat dOng, du kien thoi gian tit bi thanh lap 
h6i va not tam thei lam dia diem h6i hop (theo Mau 3 Phu lvc I Thong to 03/2013/TT-BNV). 

- Danh sach va trich ngang ctia nhang nguai du kien trong Ban van dOng thanh lap HOi: h9, 
ten; ngay, thang, nam sinh; trtl quan; trinh d6 van h6a; trinh d6 chuyen mon. 

Yeu can, dieu kien thgc hien thii tic hanh chinh: 

a) Neu dugc Chu tich Uy ban nhan dan cap tinh uy quyen. 

b) Uy ban nhan dan cap huyen guy& dinh cong nhan ban van dOng thanh lap h6i c6 pham vi 
hog dicing trong xa. 

c) Ngueyi dirng dau ban van dOng thanh lap h0i la cong dan Viet Nam, song thuong tria tai 
Viet Nam c6 nang luc hanh vi dan sv day dti, c6 sire khoe va c6 uy tin trong link vuc h6i du kien 
hoat d6ng. 

d) Doi voi h6i c6 pham vi hoat dOng trong xa, ban van dOng thanh lap h6i phai CO it What ba 
thanh vien. 

e) Ban van d'Ong thanh lap h6i to giai the khi dai h6i bau ra ban lank dao cua h6i. 

H. QUY 

Th?ri gian thiyc hi.0: 30 ngay. 

STT 
BO phan thwc 

MO 
Ni)i dung cong viec 

Th?ri gian 
chufin 

1 

BO phan tiep 
nhan va tra ket 
qua Phong NOi 

vti. 

- Xem xet thanh phan h6 so' theo Danh invc h6 so can n6p. 

_ Neu h6 so chtra day du: 'Dieing clan true tiep ye viec b6 tuc 
A ho so. 

- Neu h6 so day dti: tiep nhan, ghi bien nhan va chuyen den 
lanh dao Phong N6i vv. 

1 ngay 

2 

Phong NOi Iry 
huyen 

(Chuyen vien 
phv track thu 
l*, tham dinh 

h6 so) 

- Van thu Phong N6i vv chuyen h6 so den Lanh dao phong 
phan cong chuyen vien thu li. 

- Chuyen vien thu 1)'/: tien hanh tharn dinh (Kir l)",  h6 so) 

- Neu ho so day du dieu kien: 

+ Chuyen vien du thao To' trinh, Quyet dinh cong nhan Ban 
van d6ng thanh lap H6i; 

+ Lanh dao Phong 14 trinh UBND huyen xem xet va phe 
chuan lc& qua. 

- Neu h6 so chua day du dieu kien: lap van ban tra lei viec 
khong chip thuan trinh Chil tich UBND huyen ley ban hanh. 

25 ngay 
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- Xem xet va 14 Quy'et dinh. 

A 	4 	, - Chuyen ket qua cho Van thu Van phang HDND - UBND 
huyen. 

02 ngay 

Van thu Van 
ph6ng HDND 

va UBND 
huyen 

401 Vao so, gong da'u ye, chuyen k'et qua. cho Van thu phong 
N6i vu huyen 

ngay 

5 

B6 ph4n ti6p,  
Wan va tra ket 
qua Phong N6i 

vv 

Vao so theo dOi va tra k'et qua cho to chdc yeu cau theo 
phieu hen va yeu cau 14 nhan 

01 ngay 

III. BIEU MAU AP DUNG/ HO SO MX TRU' 

Stt Ten bieu man/ 116 so• No'i lull trit chinh 
Thai gian 
lu'u hi0 

hanh 

1 Phie.0 huong dan hoan thienh6 so Phong N6i vu huyen 05 nam 

2 S6 theo Mi he) so• Phong N6i vu huyen 05 nam 

3 Giay tip nhan 116 so va hen tra ke't qua Phong NOi vu huyen 05 nam 

4 
Phi'L kihn soat qua trinh giai guy& h6 so (kern 
theo b6 h6 so') 

Phong Noi vu huyen 05 nam 

5 H6 so• can n6p Phong N6i vu huyen 
Den khi het 

hien lire 

6 TO trinh UBND huyen Phong Ni6 vv huyen 05 nam 

Quye't dinh cong nhan Ban van d6ng thanh lap 
H6i 

Phong N6i vu huyen 05 nam 
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QUY TRINH 
THU 	THANH LAP HQI 

I. T 	PHAN HO SO (S6 luvngh6 so': 01 b0) 

- Don xin phep thanh lap hOi (theo Mau 4 Phi,' hic I Thong in 03/2013/TT-BNV). 

- Du thao DiL le (theo ML 9 P1411pc I Thong to 03/2013a-r-BNv). 

Danh sach nhang nguai trong Ban van Ong thanh lap HOi duvc co quan Nha nuac có tham 
quyen ding nhan. 

- Ly lich to phap ngtrai dimg Au Ban van Ong thanh lap HOi. 

- Van ban xac nhan not du kin (Tat tru so. dm HOi. 

- Ban ke khai tai san do cac sang lap vien to nguyen (long gop (nL co). 

- Yeu cau, dieu kin tlavc hien thU tvc hanh chinh: 

a) Can cu tinh hinh thvc to dia phuong, Chu tich Uy ban nhan dan cap tinh uy quyen de Chu 
tich Uy ban nhan dan cap huy'en cho phep thanh lap hOi CO pharn vi hoat Ong trong 

b) Dieu kiL thanh lap hOi: 

- Co mvc dich hoat Ong khong trai vai phap luat, khong trUng lap ye ten g9i va linh vgc hoat 
dOng chinh vai hOi da dugc thanh lap hgp phap truac do tren ding dia ban lanh tho; 

- Co diet' ls; 

- Co till soy; 

- HOi co pham vi hoat Ong trong xa có it nil& muai tong dan, to claim trong xa co du di'eu 
kien, tir nguyL, co don gang ky tham gia thanh lap hOi. 

c) Phai co ban van Ong thanh lap hOi dugc co quan quan 1/ nha mrac ve nganh, linh vgc 
chinh ma hOi dg kien hoat dOng tong nhan. 

d) Trong thai han 90 ngay ke to ngay quy& dinh cho phep thanh lap hOi co hien lire, ban van 
Ong thanh lap hOi phai to chirc 	hOi. 

d) Neu qua thai han ten ban van Ong thanh lap hOi khong to chirc dai hOi, thi trong thai han 
15 ngdy ke tir ngay het thai han to chat dal hOi, ban van Ong thanh lap hOi có van ban giri co 
quan nha nuac 	

s 
quyet dinh cho phep thanh lap hOi nghi gia han. Thai gian gia han khong qua 

30 ngay, neu qua thai gian duac gia han ma ban van Ong thanh lap,h0i khong to chirc dai hOi thi 
quyet dinh cho phep thanh lap hOi het hien lac. Neu co nhu cau tiep t-vc thanh lap hOi, ban van 
dOng thanh lap hOi phai xin phep thanh lap lai hOi, trinh tir thU tvc nhu.  mai bat dau. 

II. QUY TRINH: 

T6ng thb'i gian chuAn : 30 ngay. 

STT 
WO ph4n thtyc 

hien 
Noi dung cling viec 

Thai gian 
chufin 

1 

„ 	. A BO phan tiep, 
nhan va tra ket 
qua Phong NOi 

vv. 

- Xem xet thanh phAn hQ so theo Danh mw ho so can Op. 

_ N'eu13.6 so chua day du: huang dan truc tiep ye viec1:16 dic 
h6, so. 

- Neu h6 so day du: tip nhan, ghi bien nhan va chuyen den 
l'anh dao Phong NOi vv. 

1 ngay 
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Phong NOi vu 
huyn 

(Chuyen vier' 
phi,' trach thu 
1ST, thdm dinh 

ho sa) 

- Van thu Phong N6i vu chuyen ho sa den Lanh dp ph6ng 
phan cong chuyen vien tip,' 1ST. 

- Neu h6 sa ddy cau diL k*: 

+ Chuyen vien du thao Tey trinh, Quy6t dinh thanh 14 HOi. 

+ Lanh dao Ph6ng V trinh UBND huyn xem xet va phe 
chuan ket qua. 

- Neu h6 sa khong cau diL kisn: ldp van ban tra 16.i -NTs vi* 
khong chdp thudn trinh Chu tich UBND huyn V ban hanh. 

25 ngay 

3 UBND huyn 

- Xem xet va V Quy6t dinh. 

_ Chuyenk6t qua cho Van thu Van pi-long HDND - UBND 
huy 'O. 

02 ngay 

4 
Van phong 
HDND va 

UBND hu3*-1 

 ,,, 	, 	A 	. Vao so, gong dau va chuyen ket qua cho Van thu phong 
NOi vu hu3  * 

01 ngay 

5 

B6 phdn ti6p,  
ni4n va tra ket 
qua Phong NOi 

vu 

Vao so theo dOi va tra ket qua cho to chirc yeu cau theo 
phieu hp va yeu cau 1(.3"T nhdn 

01 ngay 

III. BIEU MAU AP DUNG/ HO SO LUU TRU- 

Stt Ten biteAu matt/ 11 .6 so' NO lull tr.& chinh 
Th?ri gian 
luu hien 

hanh 

1 PhiL hung dan hoan thin h6 sa Phong NOi vu huyn 05 nam 

2 S6 theo d'Oi h6 sa Phong NOi v1.1 huyn 05 nam 

3 Gidy tip nhan h6 sa va hp tra k6t qua Phong N6i vu huyn 05 nam 

4 
Phi6u kieAm soat qua trinh giai quyet ho sa (kern 
theo b6 ho sa) 

phong Noi vu huyen 05 nam 

5 H6 sa can n6p Phong NOi vu huyn 
Den khi h6t 

hiL lire 

6 Tei trinh UBND huyn Phong N6i vu huyn 05 nam 

7 Quy6t dinh thanh 1dp Phong NOi vu huyn 05 nam 
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'r.---THANtrf.HAN HO so (So luvngho so.: 01 130) 

- Cong van bao cao k'et qua 4i hOi (theo Mau 5 Phy lvc I Thong tu.  03/2013/TT-BNV). 

- Di8u le va bien ban thong qua Di8u 18 HOi (theo Mau 9 Phy hjc I Thong to 03/2013/TT-
BNV). 

- Van ban d8 nghi phe duy'et di8u le H'6i. 

- Bien ban bau Ban lanh dp, Ban ki8m tra, (co danh sach kern theo) va. 17 lich ngued climg 
clau 110i. 

- Chuang trinh hot dung dm. 1-F6i. 

- Nghi quy8t Dai hOi. 

- Yeu cau, di8u kin thuc hien thu tvc hanh chinh: 

a) Truang,hgp dieu 18 hOi c6 not dung chua phu hup 	quy dinh 	phap luat thi ca quan 
nha. nuac c6 tham quyen c6 quyen tir choi phe duy'et va yeu cau, huang dan ban lanh dap hOi bean 
chinh di8u 18 hOi phu hup voi quy dinh cUa phap luat. 

b) Di8u 18 hOi c6 hi'eu luc k8 tir ngay ca quan nha nu& co tha.'m quy'en quy8t dinh phe duy'et. 

Thai gian thtrc hi0: 30 ngay. 

STT 
13§ ph4n thkrc 

hien chufin NOi dung cong vie:c 
Thoi gian 

1 

tie BO phapp 
nhan va tra ket 
qua Phong NOi 

vu 

- Xem xet thanh phanh6 sa theo Danh mpc 116 so can nOp. 

_ Neu ho sa chua day dti: huong dan trkrc tip .‘,' v* b6 toc 
• 

ho sa. 

- N8u 116 sa day du: tiep nhan, ghi bien nhan va chuyen den 
lanh d4o Phong NOi v‘.1. 

1 ngay 

2 

Phong N'Ui vg. 
huye‘n 

(Chuyen vien 
phv trach tilt,' 
1T, th.'m dinh 

ho sa) 

- Van thu Phong NOi vv chuy8n 116 sa cle'n Lanh dao phong 
phan cong chuyen vien this 1y. 

- Neu ho sa day dU dieu ki8n: 

+ Chuyen vien du thao To. trinh, Quyet dinh pile duy'et Di8u 
le Hoi. 

+ Lanh da.o Phong 1c)"/ trinh UBND huy'en xem xet va phe 
chuan k8t qua. 

- Neu h6 sa khong du di8u ki'en: lap van ban tra leyi v8 viesc 
khong chip thuan trinh Chil tich UBND huye‘n k)',  ban hanh. 

25 ngay 

3 UBND huy'en 

- Xem xet va lqi Quy8t dinh. 

_ Chuy8n k8t qua cho Van thu Van phong HDND - UBND 
huy8n. 

2 ngay 

QUY MINH 
THU TUC: PHE DUMP DIEU LE MN 
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3 ...TOVE,:1:4;,-•'.  , 	'' 	''. 

6) 	,...,..7,N,D . 	.- . A bit) 	. 
D huyen 11 —  

Vao so, long dau va chuyen ket qua cho Van thu.  phong 
NOi vv huyen. 

1 ngdy 

5 

BO phan tiep 
nhan va tra. ket 
qua PhOng NOi 

vu 

Vao so theo dOi va tra ket qua cho to chirc yeu eau theo 
phieu hen va yeu caulgi nhan. 

1. ngay 

III. BIEU MAU AP DUNG/ HO SO LU'U TRU' 

Stt Ten bieu maul ho so' Noi lu'u frit' chink 
Thiri gian 
itru hi0 

hanh 

1 Phieu hurting clan hoan thien I-16 sa Phan NOi vv. huyen 05 nam 

2 SO theo d'cii he) so.  Phong NOi vv huyen 05 nam 

3 GiAy tiep nhan hO sa va hen tra ket qua Phong NOi vv huyen 05 nam 

4 
Phieu kiem soat qua trinh giai quyet ho sa (kern 
theo 1:10 ho so) 

Phong Noi vu huyen 05 nam 

5 Ho so can flop Phong NOi vu huyen 
Den lchi het 

hieu hrc 

6 To. trinh UBND huyen Phong NOi vv huyen 05 nam 

7 Quyat dinh phe duyet Dieu le HOi Phong NOi vv huyen 05 nam 
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QUY TRINH 
THU TUC: CHIA, TACH, SAP NHil3; HQP NHAT HOI 

• 

* c3‘ 
I.  '41-/kW FIA.N HO SO' (S6 luvng ho so': 01 WO) 

- Dan a nghi chia tach, sap nhap, hgp nhlat (ban chinh) (theo Mau 10, 11, 12, 13 Phi,' lgc 1 
Thong to so 03/2013/TT-BNV). 

- De an chia tach; sap nhap; hgp nhAt HOi; trong a an phai c6 phuang an giai guy& tai san, 
tai chinh, lao dOng, phan dinh chirc nang, quyen han, linh vgc hoat dOng va trach nhi*n nghia vv 
phai thgc hien (ban chinh). 

- 	Nghi quyet dai hOi cua hOi v& chia, tach; sap nhap; hop nhdt HOi (ban chinh). 

- 	Dg thao DiL le HOi mai do chia tach; sap nhap; hop nh& hOi. 

- Danh sach ban lanh d4o lamsthaicila HOi thanh lap mai do chia tach; sap nhap, hop nhAt. 
Ban lanh dao lam thai do d4i bieu bau, so luong thanh vien do dai hOi quyet dinh, ban lanh dap tg 
giai the sau khi dai hOi bau ban lanh dao cua hOi. 

- So' y6u ly lich va phi6u ly lich 	phap cua nguai dUng au ban lanh dao lam thai (ban 
chinh). 

- Van ban xac nhan nai dg kin dat tru so' dm HOi hinh thanh mo'i do chia, tach; sat nhap 
ho-ac hgp nialat hOi (ban chinh) 

- Yeu cL, diL kin thgc hiL thu tgc ha.nh chinh: 

a) Trong thai han 30 ngay 1(6 tir khi c6 quyk dinh chia, tach; sap nhap; hap nhAt hOi, case hOi 
mo'i dugc hinh thanh phdi to chirc dai hOi de thong qua cac nOt dung dugc quy dinh tai Dieu 11 
Nghi dinh s6 45/2010/ND-CP. 

b) Cac hOi mai dugc hinh thanh do chia, tach; sap nhap; hop nhAt lap 01 bOs h6 sa theo quy 
dinh Dieu 12 Nghi dinh so' 45/2010/ND-CP 	ca quan nha nuac c6 tham quyen theo Dieu 14 
Nghi dinh s6 45/2010/ND-CP de xem xet, phe du)* dieu le. 

II. QUY TRiNH: 

TWA gian thiyc hi0: 30 ngily. 

STT 
BO ph4n thu'c 

hien 
Mil dung cling viec Mil  

Thai gian 

1 

. 	, 
BO phan tielj, 

nhan va tra ket 
qua Phong NOi 

vg 

- Xem xet thanh phAnh6 sa theo Danh mgc h6 sa can nOp. 

_ N'L ho sa chua dAy du: huang an tru'c tiep v'e v* b6 tuc 
• 

ho sa . 

- Neu h6 sa dAy du: tip nhan, ghi bien JAW va chuy'L den 
lanh dao Phong NOi vv. 

1 ngay 
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NOi dung cong viec Thai gian 
chuan 

2  
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• - .. 	e-‘ 
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- Van thu Phong N8i vu chuyen ho so.  den Lanh d4o phong 
phan cong chuyen vien thijl. 

- Neu hos  so day dil di6u kien: 

+ Chuyen vien du thao To' trinh, Quyet dinh chia, tach; sap 
nhap; hop nhAt Hoi. 

+ Lanh d4o PhOng lg./ trinh UBND huyen xem xet va phe 
chuAn Vet qua. 

- Ne'u Wo so khong du di8u kien: lap van ban huang dgn nguei 
lanh d4o h8i di6su chinh cho phi' hgp, 

25 ngdy 

Phong N8i vu 
huyen 

(Chuyen vien 
phu track thu 
15/, th'm dinh 

ho so) 

3 UBND huyen 

- Xem xet va k* Quy8t dinh. 

_ Chuyen k8t qua cho Van thu Van phOng HDND - UBND 
huyen. 

2 ngdy 

4 
Van phong 
HDND va 

UB ND huyen 

Vao so, long dau va chuy8n Vet qua cho Van thu ph6ng 
Noi  vi'llni** 

1 ngay 

5 

BO ph4n fib,.  
nhan va. tra ket 
qua PhOng N8i 

vu 

Vao so theo dai va tra k8t qua cho to chirc yeu cas u theo 
phieu hen va yeu caul4 nhan. 

1 ngay 

III. III. BIEU MAU AP DUNG/ HO SO Lift] TRAY 

Stt Ten bieu mau/ ho so' Noi lu'u trU' chinh 
Thai gian 
lu'u hien 

hanh 

1 Phi.8u huang an hoan thin 118 so' PhOng NOi vu huyen 05 nam. 

2 S8 theo d'Oi he) so Phong NOi vu huyen 05 nam 

3 GiAy tip nh4n Wo so va hen tra klet qua Phong N8i vv huyen 05 nam 

4 
Phi8u ki8m soat qua trinh giai quyet h6 so (kern 
theo bO ho so) 

Phong Noi vu huy8n 05 nam 

5 H8 so can flop  Phong NOi vu huyen 
hi  D8n khi et 

 hieu hie 

6 To trinh UBND huyen PhOng N8i vu huyen 05 nam 

7 Quy8t dinh chia, tach; sap nhap; hgp nhAt HOi PhOng NOi vu huyen 05 nam 
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QUY TRiNH 
THU TUC: DOI TEN HOI 

* PHAN HO SO' (Si; luvng ho so': 01 bQ) 

- Don de nghi d8i ten h6i, trong do neu ro 1S,  do, sty can thik phai d8i ten h6i; 

- Nghi quy'k dai h6i caa. H'6i ve viec d6i ten h'6i; 

- thy thao didu le sira doi, b8 sung; 

Truang h9p d8ng that co thay d8i ve ban Lanh dao h6i thi gui kern theo bien ban Watt ban 
lanh dao (co danh sach kern theo), doi voi nguai dimg dau h6i thkrc hien theo quy dinh tai khoan 2 
Dikt 8 Thong to 03/2013/TT-BNV) 

- Yeu c'au, di6u kien thirc hien thit tkic hanh chinh: 

a) Ten dm h6i dugc vie't bang tiLg Viet, co the dugc phien am, dick 

	

	 L ,ra ti6ng dan t6c thi 
so, tieng nue(c ngoai; ten, bieu tugng cua hOi khong dugc trung lap, gay nham lan vci ten dm h6i 
khac da dugc thanh lap hgp phap; khong vi pham dao duc xa h6i, than phong my tkic va truyen 
thong van Ma dan t0c. 

b) Ten mai cua h6i va dikl le (sira doi, b6 sung) hOi có hieu lkrc ke fix ngay co quan nha nu& 
c6 tharn quykt quyk dinh phe duyet. 

II. QUY TRINH: 

T(ing th?ri gian chmin : 30 ngay. 

STT hiQn 
BQ ph4n thkrc TM 

Nidi dung cong viQc 
gian 

chufin 

1 

,, 	. A B6 phan -Liu: 
nhan va tra ket 
qua Ph6ng N6i 

vv. 

- Xem xet thanh phan h8 so theo Danh mix 118 so an nOp. 

_ N'L WO so chua day dit: huang dan trkfc tip ve vi'c b6 tue 
h6 

• 
so. 

- Neu h6 so day du: tip nhan, ghi bien nhan va chuyen den 
lanh  dap Phong N6i vu. 

1 ngay 

2 

Phong N6i vu 
huyen 

(Chuyen vien 
Ow trach thu 
1Sf, tham dinh 

he) so) 

- Van thu Phong NOi vu chuy'L 118 so an Lanh dao phong 
phan cong chuyen vien thu 1)"/. 

- N6u 118 so day du di6u kien: 

+ Chuyen vien city thao To'trinh, Quyet dinh D8i ten H6i. 

+ Lanh dao PhOng l(ST trinh UBND huyen xem xet va phe 
chuan ket qua. 

- N'6u h8 so' ld-iong du dikt lcien: lap van ban tra lai va neu Ai 1S7 
do. 

25 ngay 

3 UBND huyen 

- Xem xet va. lcS7 Quy'k dinh. 

_ Chuyen ket qua cho Van thu Van phong HDND - UBND 
huyen. 

2 ngay 
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NI dung cong vice 
Thoi iang 

chufin 

4 

4 	0-  c. 
-„.___‘ Nan-pwng 

Vao so, dong dau va chuyen ket qua cho Van thtr ph6ng 
NOi vuhuyn. 1 ngay HDND va 

UBND huylen 

5 

BO phasn ti6p 
nh4riva tra. ket 
qua Phong NOsi 

vv 

Vao so theo d'Oi va tra 1(6t qua cho to chirc yeu cau theo 
phieu hen va yeu cau ky nh4n. 

1 ngay 

III. BIEU MAU AP DUNG/ HO SO LUU TRU' 

Stt Ten bite'u 'au/ ho so' Noi km fru' chinh 
Thai gian 
hru MO 

hanh 

1 Phi6u lureyng dan hoan thi@l116 so' Phong NOi vu huy@1 05 nam 

2 S6 theo &Si h6 so' Phong Ni vu huy'n 05 nam 

3 Gil)/ tiep nil:an 116 so va hp tra k6t qua Phong NOi vu huy'n 05 nam 

4 Phi6u kie'm soat qua trinh gidi quyet hos so (kern 
theo bO ho so) 

Phong Noi vu huyen 05 nam 

5 H6 so can flop  Phong NOi vu huy'n 
Den khi het 

hi@i 11rc 

6 T? trinh UBND huy@1 Phong NOi vu hu)*. 05 nam 

7 Quye't dinh D6i ten 1-101 Phong NOi "VV huye;n 05 nam. 
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BA' 	AN 
titiktK 

I. THANH PHAN HO SO' (So luvng ho so': 01 b(i) 

- Dan a nghi giai th6 h6i (ban chinh) (theo Mau 14 Phu lye 1 Thong to s6 03/2013/TT-
BNV). 

- Nghi quye't giai th6 h'6i (ban chinh). 

- Ban ke tai san, tai chinh (ban chinh). 

- Dir kin phuang thirc xir lY tai san, tai chinh va then Ilan thanh town cdc khoan nog (ban 
chinh). 

- Th6ng bao then gian thanh town not (n6u co). 

- Yeu cau, di'eu kien thirc hien thu tvc hanh chinh: 

a) Thong bao then han thanh toan ng (n6u co) cho cdc to chirc va ca nhan có lien quan theo 
quy dinh cua phap luldt tren nam so lien tiep o bdo dia phu'ang. 

b) Giai quy6st tai san, tai chinh theo quy dinh tai Khoan 1 Dikl 31 Nghi dinh 45/2010/ND-CP 
va quy dinh cua phaplu4t có lien quan, 

c) Trong then han 30 ngay lam visc ke tir ngay h6i to gidi th& hOi that hien cac quy dinh teen 
va g ri mot b6 ho so' den Uy ban nhan  dan cap huy0 va co quan quan ly nha nuac ye linh vac hoat 
d6ng chinh cua h6i. 

II. QUY 

Tiing thei gian chuAn : 30 ngay. 

STT 
BO phlan thurc 

hien 
NOi dung cong vi0 

Thoi gian 
chufin 

1 

. A BO phan tiep,  
nhan va tra ket 
qua Phong N6i 

vu 

- Xem xet thanh phan h6 so' theo Danh mac h6 sa can n6p. 

_ Neu h6 sa chua day du: huaing dan true tip v6s v* b6 tut 
• 

ho sa. 

- Neu ho sa day dil: tip nh4n, ghi bien nh4n va chuyen den 
lanh ciao Phong N6i vu. 

1 ngay 

Phong NOi NT 
huy'0 

(Chuyen vien 
phv track thy 
ly, tham dinh 

h6 so.) 

- Van thu Phong N6i vu chuy'L h6 sa an Ldnh dao phong 
phan tong chuyen vien thy 1Y. 

-1\16u h6 sa day du diki ki0: 

+ Chuyen vien dy thao To' trinh, Quyet dinh H6i tir giai the. 

+ Ldnh ciao Phong ky trinh UBND huy'0 xem xet va phe 
chuan ket qua. 

- N'L h6 sa khong da diki kie;n: lip van ban tra led va neu r6 lY 
do. 

25 ngay  

3 UBND huy'0 
- Xem xet va kY Quyet dinh. 

- ChuyL kk qua cho Van thu Van phong HDND - UBND 

2 ngay 

QUY TRiNH 
THUTIJC: HOI TV' GIAI THE 

1/2 
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B. Thaoth,wco4 //;,. 	,. 	.7.j.t. 	..xl-s. 	:I,„ 
..T  • 4 	felt 	\ 0 	.. 

\\ \ 	 Ni)i dung cong viec 
.,ke.;\ 

Thai gian 
chufin 

•::.-.;: 	. 	''''t-.. 	
.9- 

' cu 
i - 	en. 
 

4 

Vts, --Yoc, Van-ho 
HDRD va 

UBND huy'n 

, 	A  Vao so, dung dau va chuyen ket qua cho Van thu• ph6ng 
NOi vuhuyen. 

• 
1 ngay 

5 

BO phasn ti6p 
nh'dn va tra. ket 
qua Ph6ng NOi 

IT 

Vac) so theo doi va tra ket qua cho to chirc yeu cau theo 
phi6u hen va yeu cau 14.  nh4n. 

1 ngay 

III. BIEU MAU AP DUNG/ HO SO' Lilt TRU' 

Stt Ten bleu maul ho so' No'i lum tilt chinh 
Thai gian 
hru hien 

hanh 

1 Phi6u hung d'an hoan thin hO so' PhOng NOi vu huyen 05 nam 

2 Si theo d'Oi hO so' Phong NOi vv huyen 05 nam 

3 Giay tip nha.n 116 sot va hen tra k'k qua Phong NOi vu huy'0 05 nam 

4 
PhiL ki6m soat qua trinh giai quye't ho' so' (kern 
theo bO ho so.) 

Phong Noi vu huyen 05 nam 

5 I-16 so.  can nOp PhOng NOi vuhuyenDen 
khi het 

hien hrc 

6 To trinh UBND huyen Phong NOi vu huysn 05 nam 

7 Quy6t dinh HOi to gial 111;6 Phong NOi viii huy'0 05 nam 
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UY 
HU 

6.4 
QUY TR1NH 

THU TUC: BAO CAO TO CHITC DA' HOI NHItM Kt DAI 
HOI BAT THUbNG 

; , 	• 
• ), 

I. THAIWYJELA. HO SO (So luvng ho su: 01 be) ban chinh) 

- H6 so bao cap to chixc dai h6i nhiem 

+ Nghi quy& cua ban lanh ciao hOi -ye viec to cluk dai h6i nhiem kSi; 

+ Du thao bao cao tong ket cong tac nhiem ky va phuang hurting hoat d6ng nhiem kST tad 
cua h6i. Bao cap kiem diem cua ban lanh dao, ban kiem tra va bao cao tai chinh cua h6i; 

+ Du thao dieu le sira d6i, b6 sung (neu có); 

+ Danh sach dLr kien nhan sir ban lanh dao, ban kiem tra, trong do neu ro tieu chuan, co call, 
so lugng thanh vien ban lanh dao, ban kiem tra hOi. Dois voi nhan sv du kien nguati dung dau h6i 
phai có so' yeuy 	phieu 1)'T 	to phap, van ban Tong y cua co' quan có tham quyen theo quy 
dinh ye phan cap quan l)'T can b6; 

+ Dv kien thai gian, dia diem t6 chirc 	h6i, s6 lugng 	bieu 	dai bieu chinh thirc ,  
tham du dai h6i, du kien chuang trinh dai hOi; 

+ Bao cap s6 lugng h6i vien, trong do lieu ro s6 h6i vien chinh thirc cua h6i; 

+ Cac not dung khac thu6c tham guy& cua dai hOi theo quy dinh cua dieu le h6i va quy 
dinh cua phap luat (neu có). 

- H6 so bao cao dai h6i bat thuong: 

+ Nghi quy& cua ban lanh dao h6i ve viec to chirc dai h6i bat thuang trong do neu ro not 
dung thao Juan va quyet dinh tai dai h6i; 

+ Dv thao nhung not dung thao Juan va quy& dinh tai dai 110i; 

+ Du kien thai gian, dia diem to chirc dai h6i, s6 lugng dal bieu mai, dai bieu chinh thirc 
tham dv dai h6i, du kien chuang trinh dai 

- Yeu cau, dieu kien,thvc hien flail tvc hanh chinh: H'6i claire 	h'6i nhiem 	dai h6i bat 
thuong sau khi có kien bang van ban cua co quan nha nu& co tham quyen. Truang hgp h6i to 
chuc dai h6i ma ldiong bao cao theo quy dinh thl co quan nha nu& co tham quyen khong phe 
duyet dieu le h6i da dugc thong qua. 

IL QUY TRINH: 

Ding thoi gian chuAn : 25 ngay. 

STT hien 
BO ph4n tht,rc Thai 

NQi dung cong viec 
gian 

chuan 

1 h6 

B6 phan tiep• 
nhan va tra ket 
qua Phong N61

. 

vv. 

- Xem xet thanh phan h6 so theo Danh mvc h6 so can n6p. 

- Neu h6 so chua day du: huong dan trvc tiep ye viec b6 tuc 
• sem.  

- Neu h6 so day da: tiep nhan, ghi bien nhan va, chuyen den 
lanh dao Phong N6i vv. 

g y 1 nd 

1/2 



STT 
„,,,.._.N BA /\)._ 

13! ,phmt tre9.47  ,,,,o 	- 
"T • Arent 

%, 
N(ii dung Ong AO 

Thai gian 
chufin 

2 

I z • 41"

,1 

	” 
' ' 	Ai 	4,1  
.r4.-:'4-..r,;,T4-'• 

-* oN4Q' 
7 	--="------" Phong.--  	81.-v-cr 

huyen 
(Chuyen vien 
phu track thu 
19, th,am dinh 

ho so') 

 _ 
an thu Phong N'8i vvuchuyen ho so den Lanh do phong 

: an con g chuyen vien thu 19. 

- N611.118 so day dU dieu kien: 

+ Chuyen vien dd thao To.  trinh, Cong van chap thudn viec 
7, 	, 	. 	,,. 	.,, 	_ 	. 	A 	. to chuc dar hal nhrem k9, dar hoi bat thdang. 

+ Lanh do Phong k9 trinh UBND huyen xem xet va. phe 
chudn ket qua. 

- Neu h8 so khong dil dieu kien: lap van ban -Ira lai va neu rO 19 
do. 

20 ngay 

3 UBND huyen 

- Xem xet va k9 Quyet dinh. 

_ Chuyen ket qua cho Van thu Van phong HDND - UBND 
huyen. 

2 ngay 

4 
Van phong 

UBND huyen 
HDND va 1 Vao so, (long ddu va chuyen ket qua cho Van thu phong 

N8i vv huyen. 
ngay 

5 

BO phdn tiep,  
nhdri va tra ket 
qua Phong N'Oi 

Nql. 

Vac) s8 theo d'oi va tra ket qua cho to chdc yeu cdu theo 
phieu hen WI yeu cau k9 nhan. 

1 ngay 

III. BIEU MAU AP DUNG/ HO SO L'U'U TRU' 

Stt Ten bieu miiu/ ho so' No'i lu'u frit chinh 
Thoi gian 
Wu hien 

hanh 

1 Phieu huong dan hoan thien he) so Phong NOi vu huyen 05 nam 

2 So theo ddi he) so Phong N8i vu huyen 05 nam 

3 Gidy tiep nhdn he) so va hen tra ket qua Phong N8i vu huyen 05 nam 

4 
Phieu kiem soar qua trinh giai quyet h8 so (kern 
theo 1)8 ho so) 

Phong Nia vu huyen 05 nam 

5 H8 so can no Phong NOi vvhuyen 
Den khi het 

hien hp 

6 To.  trinh UBND huyen Phong N8si vv huyen 05 nam 

Cong van chdp thu'an viec to chdc di 11.8i nhiem 
k9, di hOi bat thuang 

Phong Noi vu huyen 05 nam 
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QUY TRINH 
THU TUC: CAP GIAY PHEP THANH LAP VA CONG NHAN 

IE DU q 
1 

.A 
'-ft,---T-fr NH PHAN HO SO' (S6 luvng 116 so': 01 WO 

- Dan a nghi thanh lap quy (theo Mau 1 Phy lyc I Thong tu.  s6 02/2013/TT-BNV); 

- Thy thao dieu le quy (theo Mau 2 Phy lyc I Thong tu.  s6 02/2013/TT-BNV); 

- Tai lieu chi ng minh tai san clang gop de thanh lap quy; 

- So yeu ly lich, phieu 13",  lich tu phep cua cac thanh vier ban sang lap quy, sang lap vien 
thanh lap quy neu thu9c dien quan 17 ctia. ca quan co thamquyen thi phai dugc stx Tong y bang 
van ban dm ca quan co them quyen theo quy dinh ye phan cap quan J.T can b9; 

- Ban sao di chile có chdng thyc; Hop Tong uy quyen co cong chUng (neu co). 

- Yeu cau, dieu kien thyc hien thil tyc laanh chinh: 

a) Can dr dieu kien cu the, Chu tich t1)  y ban nhan dan cap tinh co the Uy quyen cho Chit tich 
Uy ban nhan dan cap huyen cap giay phep thanh lap va cong nhan dieu le; cho phep hop nhk, sap 
nhap, chia, tech, giai the, doi ten; dinh chi, tarn dinh chi hog d9ng; cho phep quy hog dOng tr .& lei 
sau khi bi tam dinh chi; cong nhan quy Tu dieu kien boat Ong; cong nhanthanh vien HOi Tong 
quan 1)'T 	cho phep thay, 	hoac cap lei gidy 	thanh lap; thu h6i giay phep thanh lap; gia. i 
quyet khieu nai, to coo doi voi quy có pham vi hog d6ng trong huyen, xa; trir truang hop quy co to 

ca nhan nuac ngoai gop tai san Te thanh lap, hog d'6ng trong pham vi huyen, xa. 
b) Dieu kien thanh lap quy: 
- CO myc dich hog dOng phu hop: H6 trg va lchuyen khich phat trien van hoa, gido dye, y 

te, the dyc the thao, lchoa hoc, lir thien, nhan deo va cac myc dich phat trien cong d6ng, khong vi 
muc dich lgi nhuan; 

- Sang lap vien thanh lap quy phai là cong dan, to chirc Viet Nam va có It nhat 03 sang lap 
vien. Dieu kien d6i vai sang lap vien là cong dan Viet Nam: CO dil, nang lye hanh vi dan sy va 
khong có an tich; doi vai sang lap vien la to chirc Viet Nam: CO dieu le hoac van ban quy dinh 
chirc nang, nhiern vu cua to chirc; nghi,quyet cUa Ban lanh deo to elide ve viec tham gia thanh lap 
quy; quyet dinh ngued doi dien dm to chirc tham gia tu each sang lap vien thanh lap quy; 

- Ban sang lap quy co da s6 tai san Tong gap de thanh lap guy; 
- CO ho soy thanh lap quy. 
c) Quy do cong dan, to chirc Viet Nam thanh lap, Ban sang lap phai dam boo s6 tai san 

&rig g6p thanh lap quy quy d6i ra tien d6ng Viet Nam nhu sau: Quy hog d6ng trong pham vi cap 
huyen: 100.000.000 (m6t tram trieu); Quy boat d9ng trong pham vi cap xa: 20.000.000 (hai mtrai 
trieu). Trong do s6 tien der kien chuyen vac,  tai khoan cua quy tai thieu bang 50% tong gia tri tai 
san quy 

d) Tai san clang gop thanh lap quy phai dugc chuyen quyen so hi:ru cho quy trong thai flan 
45 ngay lam viec Ice tix ngdy quy dugc cap giay phep thanh lap va cong nhan  dieu le. 

e) Sau khi dugc cap giay phep thanh lap va cong nhan dieu le quy nhung quy khong thgc 
hien diing quy dinh ve viec chuyen quyen so.  hire tai san cho quy, thi giay phep thanh lap va cong 
nhan ,dieu quy het hieu lyc. Truang hgp vi do lchach quan ma quy chua tlayc hien dugc viec 
chuyen quyen saf huu tai san, thi trong thai Ilan 10 ngdy tru.O.c,khi het tiled hen theo quy dinh, Ban 
sang lap quy phai co van ban giri ca quan nha mrac da cap giay phep thanh lap va cong nhan cledu 
re de nghi gia hen. Thai gian gia ban chi thyc hien mOt,lan va. tai da khong qua 20 ngay, neu qua 
thai gian gia hen ma quy van khong thyc hien viec chuyen quyen so• hint tai san thi giay phep thanh 
lap va cong nhan dieu le quy bet hieu lyc. 

g) Trong thai hen 30 ngay lam viec Ice tit ngdy dugc cap giay phep thanh lap va cong nhan 
dieu le quy, quy phai cong b6 ye viec thanh lap quy lien tiep tren 03 si boo viet hoac bap dien tir 
dia phuang doi vai quy do ChU tich Uy ban nhan dan cap huyen cho phep thanh lap ve cac nOt 
dung chili yeu sau day: 

- Ten quy; 
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S46„\dla 	quy, Bien thogi, email hoac website (neu co) cua quy; 
A 
y1,fr  m 	ic13 cora quy; 

thailib,4(Z.4 	cua guy; 
Arc"Irc?-a 	g chinh cua guy; 

dia chi ngan hang nai qu.y mo• tai khoan, 
- H9 ten, cila chi thuemg tria, quoc tich, so giay chirng minh nhan dan hoac hO chieu cua 

ngued dai dien theo phap luat cua quy; 
- So, ley hieu, ngdy, thang, nem va ea quan cap giay phep thanh lap va cong nhan dieu le 

quy; 
- S6 tai san clang gop thanh lap quy cua cac sang lap vien. 
II. QUY TRINH: 

Th?ri gian thtrc hi0: 40 ngay. 

STT hien 
I38 ph4n thkrc TWA 

Ni clungvice cong 
gian 

chufin 

1 

BO phan tiep, 
nhan va tra. ket 
qua PhOng NOi 

vu 

- Xem xet thanh phAn 116 sa theo Danh muc he) sa can Op. 

- Neu ho sa chua dAy du: huong den true tiep ye viec be) tilc 
• 

ho sa. 

- Neu ho sa day dil: tiep nhan, ghi bien nhan va chuyen den 
lanh dap Pheng NOi vu. 

05 ngay 

2 

Phong NOi vu 
huyen 

(Chuyen vien 
phy track thy 
li, them dinh 

he) sa) 

- Van thu Pheng NOi vu chuyen he) sa den Lan11 dao ph6ng 
phan cong chuyen vien thy 1/. 

- Chuyen vien thy 1): den hail therm dinh (xir 1y he) sa) 

- Neu ho sa day dU dieu kien: 

+ Chuyen vien dir thao T6 trinh, Quyet dinh cap gi'Ay phep 
thanh lap va cong nhan dieu le quy; 

+ Lanh dao Pheng k trinh UBND huyen xem xet va phe 
chuan ket qua. 

- Neu h6 so' chua dAy du dieu kien: lap Van ban tra 16i viec 
khong chap thuan tinh Chil tich UBND huyen V ban harsh. 

30 ngay 

3 UBND huyen 

- Xem xet va V Quyet dinh. 

_ Chuyen kik qua cho Van thu Van phong HDND - UBND 
huyen. 

03 ngay 

4 

Van thu Van 
phong HDND 

va UBND 
huyen 

, 	, 
Vac) so, clang dau va chuyen ket qua cho Van thu phong 
NOi vu huyen 

01 nga,  y 

BO phan tiep,  
nhan va tra ket 
qua Pheng NOi 

vu 

501 Vao so theo dOi va tra ket qua cho to chirc yeu cau theo 
phieu hen va yeu cau 14 nhan 

ngdy 
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DUNG/ HO SO LU'U TRU' 

Stt 

,. .as  

-X 	. 	.....-,:.--:-.-tf:i 	/ft./ 
,. 	ta-7,1- ---,43) 	- bieu maul ho so' 
s;`----- 	-- 	- 	va, 

-S2 *2 
No'i lu'u trii. chinh 

DIM gian 
Itru hiOt 

hanh 

1 PhiL hu:ong clan hoan thien h8 so' Phong NOi vv. huyen 05 nam. 

2 S8 theo d'oi h8 sa Phong NOi v1,1 huyen 05 nam 

3 Gidy tip nhan h8 sa va hen tra ket qua Phong NOi vv. huyen 05 nam 

4 
Phi6u kie7 m soat qua trinh gial quyet ho sa (kern 
theo bo ho sa) 

Phong NOi vu huyen 05 nam 

5 H8 so.  can Op Phong NOi vuhuyen 
Den khi het 

hien lgc 

6 To.  trinh UBND huyen Phong NOi vv. huyen 05 na.m. 

Quyet dinh cap giay phep thanh lap va cong 
nhan dieu le quy 

Phong Ni vu huyen 05 nam 
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16.Y B 	 QUY TRINH 
THU TUC: CONG NHAN QUY DU DIEU KIEN HOAT BONG 

1 I  VA CONG NHAN THANH VIEN HO' BONG QUAN LY QUI? 

9 0 
I. T

,4 	
AN HO SO(S6 luvng11' so': 01 4) 

- Tai lieu chUng minh viec hoan tat cac thu tic cong b6 ye viec thanh lap guy va chuyen 
quyen so.  hau tai san dong gop thanh lap guy; 

- Danh sach, dia chi, s6 dien thoai lien he, so yeu ly lich va. phieu 19 lich to phap cua cac 
thanh vien H6i dong quan 1.9 quy, neu thu6c dien quan 19 dm co' quan c6 tham quyen thi phai 
duo.c six dong 9 bang van ban dm ca quan c6 tham quyen theo quy dinh ye phan cap quan 19 can 
b0 truov khi bau HOi dong quan ly quy. Truang hop thanh vien Hoi dong,  quan 19 guy là nguoi 
nuot ngoai phai cung cap 19 lich c6 xac nhan dm co quan c6 tham quyen 	nuac ngubi do 
mang quoc tich; 

- Van ban lien quan den viec Wau thanh vien va cac claim dank H6i d6ng quan ly quy. 

- Yeu cau, dieu kien thi,rc hien thii tic hanh chinh: 
+ Co gia'y phep thanh lap va cong nhan dieu le do co quan nha nuac co tham quyen cap. 
+ Da cong bo ye viec thanh lap guy. 
+ Co van ban xac nhan cua ngan hang not guy clang k9 m6: tai khoan ye so tien ma sang lap 

vien dong,g6p a thanh lap quy da. CO trong tai khoan 	quy. D6i 	tai san khac, da thvc hien 
viec chuyen quyen ser hitu tai san theo quy dinh. 

+ Quyet dinh cua co quan nha nuac c6 tham quyen cong nhan quy du dieu kien hoat d6ng 
va cong nhan thanh vien H6i Tong quan 19 guy. 

II. QUY TRINH: 

ThOi gian tinic WO: 30 ngay. 

STT BO phan thip Th6i 
hien chufin NOi dung cong 	vi* 

gian 

1 

BO phan tip
nhan va tr a. 

ng 
vv 

qua Pho 	Ni
05 

- Xem xet thanh phAn h6 so theo Danh rnvc h6 so can n6p. 

A  
- 
	,`, ep ve viec b6 tc Neu ho so clam day di l: huang dan trvc ti 	e 	u 
• 

ho so.  

-1\16u he) so ay dil: tier) nhan, ghi bien nhan va chuyen den 
lanh dap Phong N6i vi. 

ngay 

2 

Phong NOi vi 
huyen 

(Chuyen vien 
phi). trach thv 
VT, tham dinh 

ho so) 

- Van thu Phong NOi IT chuyen 1.16 so den Lanh dao phOng 
phan cong chuyen vien till,' 19. 

- Chuyen vien dip 19: tien hanh tham dinh (xir VT 1-16 so) 

- Neu h6 so day du dieu kien: 

+ Chuyen vien du tlaao Toy trinh Quyet dinh cong nhan guy 
dii. dieu kien hoat dOng va cong nhan thanh vien H6i dong 
guar' VT guy"; 

+ Lanh dao Phong k9 trinh UBND huyen xem xet va phe 
chuan ket qua. 

- Neu h6 so chua day du dieu kien: lap Van ban tra lei viec 
khong chip thuan trinh Chu tich UBND huyen k9 ban hanh. 

20 ngay 
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STT B'`  

	

Brig/hall:It 	.. i 'a • 4•YA 	-.,;,-2  
I 	Igen 11°‘ 

\ I- 
&' c' 	 NO dung cong viec Thoi gian 

chuan 

3 

' m 	',,;1; *\( •,• V.V 
rr::,-i:,-.-i- 

UB = -4alyele ..,,_. 

-̀ ii , 	em xet 	kyya"' Quyet dinh. 

- Chuye'n ket qua cho Van thu Van phang HDND - UBND 
huyen. 

03 ngay 

Van thu Van 
phong HDND 

va UBND 
huyen 

401 \Tao so, (tong dau va chuy6n ket qua cho Van thu pheng 
NiO vv huyen 

ngdy 

5 

BO phan ti6p 
nhan va tra ket 
qua Ph6ng NOi. 

vv 

\Tao so theo doi va tra ket qua cho to chic yeu cau theo 
phieu hen va yeu cau 14 nhan 

01 ngay 

III. BIEU MAU AP DUNG/ HO SO LIIU TRU 

Stt Ten bieu mau/ ho so' Noi lull till' chinh 
Thai gian 
km hien 

hanh 

1 Phi'L huong clan hoar' thien ho so Phong N'Oi v1,1 huyen 05 nam 

2 S6' theo d'Oi h',:,) so Ph6ng N'Oi vv huyen 05 nam 

3 Giay tip nhan h6 so va hen -Ira ket qua Phong NOi viii huyen 05 nam 

4 
A 	s PhiL ki6m soat qua trinh giai quyet 116 so (kern 

theo 13,0 ho so) 
Phong Noi vu huyen 05 nam 

5 Ho so can nop Phong NOi vu huyen 
Den khi h6t 

hieu hrc 

6 To.  trinh UBND huyen Phong NOi vv huyen 05 nam 

7 
Quye't dinh cong Wan quy du di'eu kien hoat 
d'Ong va cong nh4n thanh vien HOi dong quan l 
quy 

Phong NOi vu huyen 05 nam 

2/2 



QUY TRINH 
THU TUC: CONG NHAN THAY DOI, BO SUNG THANH 

VIEN HOT BONG QUAN L' QUIT 
S.  

n ;t  ov'v  
I. *NH PHAN HO SO (S6 luvng ho so': 01 130) 

- Van ban nen lb' 1T do thay ai, bi sung thanh vien HOi ding quan lY quy, kern theo danh 
sach, dia chi, so dien thoai lien he, so yeu lY lich va phieu 1ST lich tu phap cua thanh vien HOi (long 
quan ly quy dugc bo sung, neu thuOc dien quail lY dia co quan có tham quyen thi phal dugc su 
Tong, bang van ban cila co quan có tham quyen theo quy dinh ye phan cap quan 1ST can WO truOc 
khi bau HOi dong quan lY quy. 

- Yeu cdu, dieu kien thgc hien thU tyc hanh chinh: 
Hoi ding quan 1ST quy là co quan quan ly cua quy, phan danh quy de quy& dinh, thvc hien 

cac quyen va nghia vu cua quy. HOi dong quan ly quy có toi thieu 03 thanh vien do sang lap vien 
de dr, truing hop khong có de dr dm sang lap vien thanh lap quy, HOi dong quan lY quy phiem ky 
truck bau ra HOi dong quan 13'T quy nhiem kS,  tiep theo va dugc co quan nha nuac có tham quyen 
cong nhan. Nhiem 1(T HOi Tong quan 1ST quy khong qua 05 nam. HOi dong quan 1ST quy 	Chu 
tich, cac Pho Chu tich va cac thanh vien. 

II. QUY TRINH: 

Thai gian thtrc hilen: 15 ngay. 

STT 
BO phan dive 

hien 
Noi dung cong viec 

Mei gian 
chuan 

1 

A 	. A BO phan n en 
nhan va. tra ket . 
qua Phong NO1 

vu 

-`Neu 

- Xem xet thanh phdn hi so theo Danh mix hi so can nip. 

_ 	hi so chua ddy du: hueing an. true tiep ve viec bi tile 
• ho so. 

- Neu ho so day dil: tiep nhan, ghi bien nhan va chuyen den 
lanh dao Phong NOi vu. 

01 ngay 

2 

PhOng Ni vu 
huyen 

(Chuyen vien 
Ow trach thu 
1Y, thdm dinh 

ho so) 

- Van thu Phong NOi vu chuyen hi so den Lanh dao phong 
phan cong chuyen vien thy ly. 

- Chuyen vien thu 1ST: tien lianh tham dinh (xir 1ST hi so) 

- Neu hi so day du dieu kien: 

+ Chuyen vien du thao Ta trinh, Quyet dinh cong nhan quy 
du dieu kien hot Ong va cong nhan thanh vien HOi dong 
quan lY quy; 

+ Lanh. dap Phong 14 trinh UBND huyen xem xet va phe 
chuan ket qua. 

- Neu hi so chua ddy du dieu kien: lap Van ban tra lai viec 
khong chdp thuan trinh Chu tich UBND huyen kST ban harsh. 

10 nga
,
y 

3 UBND huyen 

- Xem xet va kS7Quyet dinh. 

_ Chuyen ket qua cho Van thu Van phong HDND - UBND 
huyen. 

02 ngay 
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ST11( 

_ 

Zt h  A  t 1r ‘C-  

	

' 	i. 	': T. , 	,,•t\ 	, : 
( 3 	 Nei dung cong viec 

7. 

Thai Sian 
chuan 

4 

7',„ • , 	'tvii il'A'''' '''''  ' -1 VI- ntr ,a cN 

P 	(4 
Vao so, ciOng dau va chuyen ket qua cho Van thu phong 
NOi vu huyen 

01 ngay 
va I :ND 

huyen 

5 

BO phan tik 
nhan va tra ket 
qua Ph6ng NOi 

vu 

Vao so theo d'Oi va tra ket qua cho to chirc yeu can theo 
phieu hen va yeu caul4 nhan 

01 ngay 

III. BIEU MAU AP DUNG/ HO SO' LIAT TRU' 

Stt Ten bi'e'u maul ho so' No'i lu'u trir chinh 
Thai gian 
lu'u hien 

hanh 

1 Phi'eu huerng dan hoan thien 118 so' Phong NOi vu huyen 05 nam 

2 S8 theo dai he) so' Phong NOi vv huyen 05 nam 

3 GiAy tip nh&1116 so' va hen tra ket qua Phong NOi vu huyen 05 nam 

4 
Phieu kiern. soat qua trinh giai quyet ho so' (kern 
theo lx) ho so') 

Phong N8i vu huyen 05 nam 

5 H8 so' can nop Phong NOi vu huyen 
Den khi het 

hieu lirc 

6 T6' trinh UBND huyen Phong NOi vu huyen 05 nam 

7 
Quy& climh cong nhan guy di:i di'L kien hog 
dOng va cong nhan thanh vien HOi Tang quan13'T 
quy 

Phong NOi vv huyen 05 nam 
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8  4LN A 
QUY TRINH 

ANG THU TUC:V  THAY DoI GIAY PHEP THANH LAP VA CONG 
N112%N.. N DIEU LE(SITA DOI, BO SUNG) QUI 

HAN HO SO (Sti luvng 116 so': 01 bi)) 

- Dan d8 nghi thay d6i gidy phep va cong nhan di8u le (sfia doi, b6 sung) quy (then Mau 5 
Phu hie 1 Thong to so 02/2013/TT-BNV); 

- Nghi quy8t cua H6i d6ng quail 13',  quy neu r'6 ly do v8 vi8c xin thay d6i gidy phep thanh lap 
va cong nhan dieu18 quy; 

- Du thao di8u 18 sira doi, b6 sung. 

- Yeti cau, di8u kin thuc hi8n thu tuc hanh chinh: 
Trong truang hop thay doi not dung gidy phep thanh lap va cong nhan dieu le 	t quy, quy ph,ai 

cong 136 not dung nhang thay doi do trongtheri,han 30 ngay lam vi8c ke tir ngay dirge cap giay 
phep thanh 	va cong nhan dieu 18 (sira TOL bo sung) quy lien tiep teen 03 so bao viet hoc bao 
din tCr air dia phuang. 

II. QUY TRINH: 

Thin gian tinic hi0: 30 ngay. 

STT 
B§ ph4n thirc 

hien 
NOi dung cong vi0 

Thai gian 
chuan 

1 

B6 phan tiep 
nhan va tra ket 
qua Phong N6i 

vu 

- Xem xet thanh phan h6 so then Danh muc h6 so can nOp. 

A 	X - 	 c Neu ho so chua day du: huong an trvrc tip v8 vi8c b6 tii 
h6 so. 

- N8u h6 so day du: tip nhan, ghi bien nhan va chuy8n an 
lanh dao Phong N6i vv. 

01 ngay 

2 

Phong NOi vu 
huy8n 

(Chuyen vien 
phu tr,ach thu 
VT, tham dinh 

h6 so) 

- Van thu Phong NOi vu chuy8n h6 so den Lanh dao phong 
phan cong chuyen vien thu 15,. 

- Chuyen vien thu 1y: tin hanh thdm dinh (xi 13',  h6 so) 

- Neu h6 so day du di6su ki8n: 

+ Chuyen vien du thao To' trinh, Quy8t dinh cong nhan di8u 
18 (sira d6i, b6 sung) quy; 

+ Ldnh dao Phong k3",  trinh UBND huy'8n xem xet va phe 
chuan ket qua. 

- N8u h6 so chu:a day dil di8u ki8n: lap Van ban tra lai vi8c 
khong chdp th* trinh Chii tich UBND huy8nk ,  ban hanh. 

25 ngay 

3 UBND huy'8n 

- Xem xet yak)",  Quylet dinh. 

_ Chuy8n1(8t qua cho Van thu Van phong HDND - UBND 
huy8n. 

02 ngay 

4 
Van thu Van 
phong HDND 

va UBND 

Vao s6, clang ddu va chuy8n 1c8t Cilia cho Van thu phong 
Noi vu huy'8n 01 ngay 
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 Noi dung ding videc 
1 

Thei gian 
chufin 

' ' P 

4Z:t.
..  

' ; 	• ' ' 	.Y. 	. 	1 z 
3 

5 

B9_, 	a_ jr,tto , 
Vao so theo dOi va tra ket qua cho to chirc yeu can theo 
phieu hen va yeu cau' 	ky' nhan 01 ngay nhan va tra ket 

qua Phong NO'i. 
V11 

III. BIEU MAU AP DUNG/ HO SO LIX TRU' 

Stt Ten bilLi. mall/ 116 so' No'i lull trit chinh 
Tho'i gian 
lu'u hien 

hanh 

1 Phieu hu:ong clan hoan thien h6 so' PhOng Nii vv. huyen 05 nam 

2 S6 theo dOi h6 so' Phong NOi vv huyen 05 nam 

3 Giay t* nhan h6 so' va hp tra lc& qua Phong NOi vu huyen 05 nam 

4 
Phreu krem soat qua trinh gidi quyet ho so' (kern 
theo b0 ho sa) 

Phong NOi vv. huyen 05 nam 

5 H6 so'can nOp Phong Ni vv. huyen Den khi ha 
hieu luc 

6 To• trinh UBND huyen Phong NOi vv. huyen 05 nam 

Quyet dinh cong nhan (lieu le (s.fra dor, bo sung) 
quy 

Phong NOi vv huyen 05 nam 
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t 
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• 

QUY TRINH 
THU TUC: CAP LAI GIAY PHEP THANH LAP VA. CONG 

NHAN DIEU LE QUY 

PHAN HO SO (So ltryng ho so': 01 130) 

- Dan de nghi. cap 10 gidy phep thanh lap va cong nhan dieu le quy (theo Mau 6 Php 11x 1 
Thong to so 02/2013/TT-BNV). 

- Yeu cau, dieu kien thvc hien thfi tvc hanh chinh: 
Trong trtremg hop thay doi nOi dung gidy phep thanh lap va cong nhan dieu le quy, quy phai 

c6ng be ,not dung nhang thay doi do trong thed han 30 ngay lam viec ke tir ngay dugc cap giay 
phep thanh lap va cong nhan dieu le quy lien tiep ten 03 so bao viet hoac bao dien 	dia 
phuong. 

II. QUY 

Thai gian thirc hi0: 15 ngay. 

STT 
BO phan than N(li dung cong viec

hien chulan 
Thai gian 

1 

BO phan tiep 
nhan va tra ket 
qua Phong Nii 

vu 

A, Neu118 

- Xem xet thanh pi-IL-1118 soy theo Danh mix 1-18 so an n8p. 

- • 
	

so chtra day du: htrong clan trirc tiep ye viec b Io tic 
ho sa. 

- Neu ho so day dill: tiep nhan, ghi bien nhan va chuyen den 
lanh dao Phong NOi vv. 

01 ngay 

Phong Ni8 vg. 
huyen 

(Chuyen vien
2 phu trach thy' 

VT, tham dinh 
h6 soy) 

- Van thu Ph6ng N8i IT chuyen he) so den Lanh dap phong 
phan ding chuyen vien thu VT. 

- Chuyen vien thu VT: tien hanh tham dinh (xir VT WO so) 

- Neu ho so day du dieu kien: 

+ Chuyen vien du than Te• trinh, Quyet dinh cap 10 gidy 
phep thanh lap va cong nlian dieu le quy; 

+ Lanh dao Ph6ng k trinh UBND huyen xem xet va phe 
chuan ket qua. 

- Neu 118 soy chtra day du dieu kien: lap Van ban Ira lei viec 
khong chdp thuan tinh Chu tich UBND huyen 14 ban hanh. 

10 ngay 

3 UBND huyen 

- Xem xet va l4 Quyet dinh. 

_ Chuyen ket qua cho Van thu.  Van phong HDND - UBND 
huyen. 

02 ngay 

4 

Van thu Van 
phong HDND 

va UBND 
huyen 

Vac) so, dung ddu va chuyen ket qua cho Van thu phong 
NOi vu huyen 

01 ngay 

5 B8 phan tiep 
nhan va tra ket 

\Tao s6 theo dOi -va tra ket qua cho to chin yeu cdu theo 
phieu hen va yeu caul4 nhan 

01 ngay 
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hien 	.*'s, 

'1, 1:c' 
, \ 
	 Nei dung cong viec 
, z 

Thai gian 
chuan 

i 1 - 	izt;;;K:9t.-4;,,  ; -C 

III. BIEU MAU AP DUNG/ HO SO LUIU TRU' 

Stt Ten bie'u m'au/ 116 so' No'i lull tar chinh 
Thai gian 
hru hien 

hanh 

1 PhiL htramg an hoan thien he) so' Ph6ng NC)i vu huyen 05 nam 

2 So theo ded he) so.  Phong NOi vu huyen 05 nam 

3 GiAy tip nhan h('-'.) so' va hen tra ke't qua Pheng Ni vu huyen 05 nam 

4 
Phieu kiem soat qua trinh giai quy6t ho so (kern 
theo b() ho so') 

Pheng Nc)i vv. huyen 05 nam 

5 He, sa can nc)p Phang NOi vu huyen 
Den kill het 

hien luc 

6 Tey trinh UBND huyen Phang NOi vu huyen 05 nam 

Quyet dinh Cap lai gia'y phep thanh lap vd cong 
nh4n dieu le quy 

Pheng NC)i vu huyen 05 nam 

2/2 



i!.040 
• A ri:X 

NHANIDAN 	 QUY TRiNH 
"BA 	 THU TUC: CHO PHEP QUY HOAT BONG TRO LAI SAU 

z  KHI BI TAM DINH CHI HOAT BONG 

• b.- • sc„) 
PHAN HO SO (Soi luvng h6 so': 01 13(1) 

- Dan de nghi cho quy hog d'8ng to.  lai (theo Mau 14 Phylpc 1 Thong to s8 02/2013/TT-
BNV); 

- Bao cao cua WO Ong quan ly quy va cac tai lieu chUng minh quy da khac phtic sai pham. 

Yeu cAu, dieu kien thgc hien thil tic hanh chinh: 
a) Quy bi tam dinh chi hog Ong tir 03 den 06 thang khi vi pham mot trong nhung quy dinh 

- Hog dicing sai mite dich, khong dUng dieu le cua quy da dugc co quan nha nuac c6 tham 
quyen cong nhan; 

- Vi pham cac quy dinh cua Nha nu& ye quart ly tai san, tai chinh; 
- Six ding sai cac khoan tai trg co muc dich cua cac to chirc, ca nhan tai try cho quy; 
- To claire van dOng tai trg khong dUng 	dich doge quy dinh trong dieu le; 
- Khong hog Ong lien tic trong thai ban 06 thang; 
- Kh6ng thvc hien day du the do bac) cao ye tinh hinh to chdc, hog dOng va bao cao tai 

chinh hang nam va da doge ca quan nha nuarc c6 tham quyen c6 van ban don d8c nhung qua thai 
han 30 ngay lam viec ke to khi nhan,dugc van ban don doe quy van khong khac phgc; 

- Khong bao cao viec thay doi dia chi tri sa chinh, thanh vien H8i Tong quan 1Y, Giam doc 
quy. 

b) Trong thai hp 15 ngay lam viec, ke tir ngay co ket luan sai pham tai quy co quan nha 
nuetc c6 tham quyen ra guy& dinh tam dinh chi hog Ong cua quy. Ngoai viec bit tam dinh chi hog 
dOng, toy theo tinh chat va mdc do vi pham, quy c6 the bit xi:r phg hanh chinh, neu gay thiet hai thi 
phai boi thuan.g thiet hai va nhfing nguai co trach nhiem quart 1y quy bit xir lY theo quy dinh cua 
phap luat. 

c) Het thai han tarn dinh chi ma quy khong khac plaix dugc vi pham, thai han tam dinh chi 
hog Ong keo dai them 01 thang, qua then Ilan keo dai them ma quy van khong khac phvc dugc sai 
pham, co quan c6 tham quyen quyet dinh giai the quy. 

d) Ca quan co tham quyen cho phep thanh lap quy guy& dinh xir phg hanh chinh; chuyen 
ho so va yeu cau co quan co tham quyen xu ly vi pham. 

II. QUY MINH: 

TWA gian thuT hilen: 15 ngay. 

STT 
Bo phan thirc 

• hien 
N(ii dung cong viec  

Thai gian 

1 

BO phan tieP, 
nhan va tra ket 
qua Phong MO 

vIt A 

- Xem xet thanh phAnh8 so theo Danh mix 118 so can nOp. 

- Neu 118 so clam. dAy du: huang dran true tiep ye viec b8 tuc 
• 

h8 so . 

- Neu h8 so day dU: tip nhan, ghi Nen nhan va chuyen den 
lanh dao Phong N8i vp. 

01 ngay 

sau: 

1/3 
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chufin 

\1 /4\  

2 

;- \'Af:: '-.'-.1'.k:4711 , 
'6) 	'----- -- N.-0 -...., 

/ - Van thu Phong NOi vu chuy6n h6 so.  d6n Lanh dao phong 
Oar). con chuyen vien thy VT. 

- Chuyen vien thy li: an hanh tharn dinh (xfx lf h6 sa) 

- Neu ho so' day dU dieu kin: 

+ Chuyen vien du than To' trinh, Quy6t dinh cho phep quy 
boat dicing tra lai sau khi bi tam dinh chi boat dOng; 

+ Lanh dao Phong k)'T trinh UBND huyn xem xet va phe 
chuan ket qua. 

- Ne'u h6 so' chua dAy du diL kin: lap Van ban tra led vic 
khong chAp thuan trinh Chi' tich UBND huy@a kT ban hanh. 

10 ngdy 

Phong NOi vu 
huy'n 

(Chuyen vien 
phy trach thy 
157., tham dinh 

h6 so) 

3 UBND huyn 

- Xem xet va k.51Quy6t. dinh. 

_ Chuy6n k6t qua cho Van thu Van phong HDND - UBND 
huyen. 

02 ngay 

Van thu Van 
phong HDND 

va UBND 
huyn 

401 Vao so, dong dau va chuy6n ket qua cho Van thu phong 
Ni0 vu huy'n 

ngdy 

5 

BO phan ti6p,  
nhan va tra ket 
qua Phong Ne)i 

vu 

, 
Vao so theo ddi va tra ket qua cho to chirc yeu cau theo 
phieu hen va. yeu cauk)'/ nhan 

01 ngdy 

III. BIEU MA-  U AP DUNG/ HO SO' Lilt TRU' 

Stt Ten biCu mall/ 116 so' No'i lull tar chinh 
Thai gian 
ltru hi?n 

hanh 

1 Phi6u huong din hoan thien 116 sa Phong NiO y1.1huyen 05 nam 

2 Se) theo dal h6 sa Phong NOi vv huyen 05 nam 

3 Gib tip nhan he) sa va hen tra k6t qua Phong Nie NT huyen 05 nam 

4 
Phi6u kie'rn soat qua trinh giai quyet ho so' (kern 
theo be) h6 sa) 

Phong 1\16I vu huyen 05 flam 

5 H6 sa can nOp Phong NOi vv. huyen 
Den khi het 

hieu lgc 

6 To' trinh UBND huyen Phong Ne)i vu huyen 05 nam 

Quye't dinh cho phep quy hog dOng tr6.  lai sau 
khi bi tam dinh chi hog dcing 

phong Ni(') v.. ] huyen 05 nam 
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QUY TRINH 
THU TUC: QUY TV' GIAI THE 

'PHAN HO SO (SO' luvng ho so': 01 b(1) 

- Dan a nghi giai the quy (theo Mk 8 Phy lyc 1 Thong to so 02/2013/TT-BNV); 

- Nghi guy& ciia HOi dong quan ly quy ve tir giai the, trong dO neu ro 1ST do giai the quy; 

- Ban kiem ke tai san, tai chinh cua guy có chtt kY ctia Chu tich HOi d6ng quan 1Y quy, 
Truong Ban Kiem tra, Giam doe vas phy trach ke toan; 

- Dy kien phuang thirc xir 1Y tai san, tai chinh, lao dOng va thud han thanh toan cac khoan 
no; 

- Thong bao thOi han thanh toan ng (net' co) cho cac tO,  chirc va nhan có lien quan theo 
quy dinh 	phap IL* va thong bac, lien tiep tren 03 so bao viet hoc bao dien 	Trung uang; 

- Cac tai lieu chthag mink viec hoan thanh nghia vu tai san, tai chinh cua quy. 

- Yeu cau, dieu kien Uwe hien thil tyc hanh chinh: 
Quy chasm dirt hoat dOng ke tit ngay guy& dinh giai the quy cua ca quan nha ntrac có tham 

quyen có hieu 
II. QUY TRINH: 

Thai gian thtyc hi0: 15 nay. 

STT 
BO phlan thu'c NOi dung cong viec

hien chufin 
Thai gian 

1 

BO phan  tiep 
 

nhan va tra kat 
qua Phong NOi 

vu 

- Xem xet thanh phan WO sa theo Danh myc h6 sa can nOp. 

- Neu ho so' chua day du: huong dan true tiep ye viec b6 tile 
• 

ho so'. 
  

- Neu ho so' day dU: tiep nhan, ghi bien nhan vas chuyen den 
lanh dap PhOng NOi vu. 

01 ngay 

Phong NOi vu 
huyen 

(Chuyen vien 
phi trach thy 
15T, tham dinh 

h'6 so') 

210 

- Van thu Ph6ng NOi vu chuyen 116 sa den L'anh dao ph6ng 
phan cong chuyen vien thy 17. 

- Chuyen vien thy 157: tien hanh tham dinh (xir 15/ ho so') 

- Neu ho so' day di.'t dieu kien: 

+ Chuyen vien dy thao To.  trinh, Quyet dinh giai the guy; 

+ Lanh dao Phong k3'1 trinh UBND huyen xem xet va phe 
chuan ket qua. 

- Neu WO sa chua day du dieu kien: lap Van ban tra loi. viec 
khong chap thuan trinh Chi' tich UBND huyen lcY ban hanh. 

ngdy 

3 UBND huyen 

- Xem xet va. l'T Quyet dinh. 

_ Chuyen ket qua cho Van thu Van phong HDND - UBND 
huyen. 

02 ngay 
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B 	'hall 	tr. 
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\ \ 
Nloi dung cong vic 

Thai gian 
chufin 

4 
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V0 
of vu 

so, dong ddu va chuyen ket qua cho Van thu.  phong 
huyen 

01 ngay 

huya-=.---  

5 

BO phdn tip  
nhdn va tra ket 
qua Phong NOi 

v11 

, 	, 	, 
Vao so theo d`cii va tra ket qua cho to chirc yeu cdu theo 
phieu hen va yeu cdu k ,  nhdn 

01 ngay 

III. BIEU MAU AP DVNG/ HO SO LIX TRU 

Stt Ten bitu maul 1)13 so' 
' 

Noi lum tar chinh 
Thai gian 
Itru hi0 

hanh 

1 Phi6u hu.ong dan hoan thien h'6 so' Phong NOi vu huyen 05 nam 

2 SO theo dOi ho so' Phong NOi Nqihuyen 05 nam 

3 Gidy tip nhian 116 so' va hen tra ket qua Phong NiO vu huyen 05 nam 

4 
Phi6u ki'em soat qua trinh giai quyet ha so' (kern 
theo 1DO ho sa) 

Phong Noi vu buyer). 05 nam 

5 1-16 so' can clop hieu Phong NOi vv huyen 
Den khi het 

h,rc 

6 To. trbah UBND huyen Phong NOi vv huyen 05 nam 

7 Quyect dinh giai the quy Phong NOi vu huyen 05 nam 
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QUY TRINH 
THU 	DOI TEN QUY 

I. T 	PH) 	HO SO (Soi lu'o'ng 116 so': 01 bO) 

- Dan de Mi ten guy (theo ML 9 Phy lvc 1 Thong to so 02/2013/TT-BNV). 

- Nghi quy6t cua HOi dong quan ly guy v6 vi& d6i ten quy; 

Dkx flak, diL 1e su.a doi, b6 sung; 

- c7  kin dungy bang van ban caa sang lap vial ho4c nguari dai d*1 hgp phap dm sang lap 
vien (neu co). 

- Yeu cL, di6'u kien thvic hien din tic hanh chinh: 
Trong twang hop thay d6j not dung gidy phep thanh lap va cong nhan di6u le guy, gig ph,ai 

cong 1)6 not dung nlaring thay 	do trongt1a6ihan 30 ngdy lam vi.'& ke ngay dupe cap giay 
phep thanh lap va cong nhan dieu 	

, 
(sfra 	1)6 sung) guy lien tiep tren 03 so bao viet hoac bao 

dien tiro dia phuang. 
II. QUY 

TWo'i gian thtyc hien: 15 ngay. 

STT 
Bo Wan thin 

' 	:„n 	' hie 
NOi dung cong vie'c 

Th?ri gian 
chufin 

1 

B6 phan tip • 
nhan va tea ket 
qua Pheng NO1 

. 

vij 9 

- Xem xet thanh phAn h6 so theo Danh mix h6 so can n6p. 

_ 	
uN6 	116 so chua dAy dii: huong cIL trvc ti6p .\/ v* b6 tiic 

x 
ho so. 

A 
- N61-1116 so day dil: tip nhan, ghi bien nhan va chuyen den 
lanh dao Pinang N6i vv. 

01 ngay 

2 

Phong NOi vv 
hu)*1 

(Chuyen vien 
phi teach thu 
ly, tham dinh 

h6 so) 

- Van thu Phong N6i vu chuy6n h6 so an Lanh ciao phong 
phan cong chuyen vien thu ly. 

- Chuyen vien thu ly: tin hanh thdm dinh (xir ly h6 so) 

• x 	x 	, 	• x 	• A - Neu ho so day du dieu kip: 

+ Chuyen vien thy. thao To.  trinh, Quy6t dinh cho phep ai 
ten va cong nhan di6'ul' (sfra d6i, b6 sung) dm quy; 

-I- Lanh dao Phong kY trinh UBND huyn xem xet va phe 
chuan ket qua. 

- N6u h6 so chua ddy dii di6u kisn: lap Van ban tra lei v* 
Thong chdp thuan trinh Chu tich UBND hu*i ky ban hanh. 

10 ngay 

3 UBND huy'ri 

- Xem xet va. kY Quy6t dinh. 

_ Chuy6n ke't qua cho Van thu Van phong HDND - UBND 
huy'n. 

02 ngay 

4 
Van thu Van 
phong HDND 

va UBND 

Vao s6, &mg dL va chuy6n 1(6t qua cho Van thu ph6ng 
Noi vu huy'  ri 

01 	,y ngay  

1/2 
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z, 

5 

B9 	' 5  '1.  A 
nhdn va tra ket 
qua Phong NOi 

vv 

Vao so theo doi va tra ke't qua cho to chirc yeu cau theo 
phiL hen va yeu cau k3"/ nhlan 

01 ngay 

III. BIEU MAU AP DUNG/ HO SO LU'U TRU 

Stt Ten Wen mall/ 116' so' No'i hru frit chinh 
Thai gian 
lu'u hi0 

hanh 

1 Phi6u huong clan hoan thien hO so.  Phong NOi v.v. huyen 05 nam 

2 SO theo MI he) sa Phong NOi NT huyn 05 nam 

3 GlAy tip nhdn hO so' va hen tra kik qua Phong NOi NT huyn 05 nam 

4 
Phieu kiem soat qua trinh gidi guy& ho so' (kern. 
theo b0 ho so.) 

Phong NiO vu huyen 05 flan) 

5 HO so c'an nOp Phong NOi vuhuyenDen 
kin ha 

hiullrc 

6 Ter trinh UBND huyen 	 . . Phong NiO NT huyen 05 nam 

Quy6t clinh cho phap dOi. ten va cong nhlan diL 
lie (siva doi, be) sung) cad quy 

Phong NOi IT huyen 05 nam 
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QUY TRINH 

THU TUC: TANG GIAY KHEN CUA CHU TICH 
UBND HUYEN YE THANH TiCH THI1C HIEN 

NHIEM VU CHiNH TRI 

I. THANH PHAN HO SO (St; luvng 114 so': 01 1)(1) 

- Van ban a nghi kem theo danh sach tap th6, ca nhan duvc Te nghi tang GiAy khen 
ciia cap trinh khen; 

- Bao coo thanh tich do tap the, ca nhan Tugs Te nghi khen thuong lam, trong do ghi ro 
hanh dOng, thanh tich de de nghi khen thuong; 

- Bien ban xet khen thuong. 

II. QUY TRiNH: 

Tiing thOi gian chuAn: 10 ngay. 

STT 
BO ph4n 
dive MO  

Nil dung cong AO 
Thai 
gian 

chufin 

1 

B9 phan tiep 
nhan 116 so va 
tra ket qua 
Phong N9i vv 

- Nguai yeu cAu n9p h6 so tai B9 phan Tip nhan va tra 
ket qua Phong N9i vv, Can b9 plw trach kiem tra tinh 119p 
le cua ho so 
„ 	 x 

+,Neu ho so chua day dii thanh phan: huong dan Mit tiep 
ve v* bo tuc ho so. 

+ 1\16u h6 so day dil thanh ph'an: Tip nhan, ghi Wen nhan, 
hp ngay tra ket qua. 

+ ChuyP 116 so an chuyen vien phti trach. 

01 
ngay 

2 
Phong Ni vu 
huyti 

- Chuyen vial phi trach: Ti6n hail Tham dinh h6 so.: 

+ N6u 116 so khong dil di&tki"P. khen thuong (hoac chira dam 
boo yeu edit can &du chinh, bó sung:Lap Van ban tra ,led ye 
v* killing dfl diet' k*.i hoc yeu cau dial chinh, bo sung 
[ket qua]. 

+ 1\16u h6 so dii di'eu kien khen thuong: T6ng h9p danh 
sach VA Tang 14 lich h9p H9i &Ong Thi dua, khen thuong 
huyP de h9p xet thong qua. 

02 
ngay 

3 
H9i &rig Thi 
dua, khen 
thuong huy"P 

H9p xet thong qua timg truong hop cu the ducyc de nghi 
khen thuong theo quy dinh. 

01 
ngay 

4 Phong N9i IT 

Hoan thin 116 so (Du' thao quyit dinh, in Gay khen, lap 
danh Rich khen thuong). 

Lanh Tao 14 TO.  trinh trinh Chu tich UBND huyn quyect 
dinh khen thuong. 

02 
ngay 
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Tho'i 
gian 
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5 

-- 

UBND huyen 
' 

Xem xet va quyet dinh khen thong.
02  

ngay 

6 
Van phong 
HDND va 

UBND huyen 

Dong dau ket qua va chuyen ho so.  den Phong NOi vu 
huyen 

01 
ngay 

7 Phong Ni vu 
Phong NOi vu tiep nh4n, cap 111-* thong tin theo doi No 
so then doi, chi tien thtrovg) va chuyen ket qua den BO 
ph4n tiep nhlan ho so.  va tra ket qua. 

01 
ngay 

8 
BO ph4n tiep 
nhlan ho so va 

tra ket qua 
Tra ket qua theo Phi'L hen va yeu c'au 14 nh4n. -- 

III. BIEU MAU AP DUNG/ HO SO LU'U TRU' 

Stt Ten bieu maul ho so Noi lull tar chinh 
Thai gian 
luru hi0 

hanh 

1 Phieu hirang an hoan thien ho so Phong NOi IT huyen 05 nam 

2 SO theo doi h6 so Phong Ni vu huyen 05 nam 

3 Gia'y tiep nh4n ho so va hen tra ket qua Phong NOi vu huyen 05 nam 

4 
Phi'e'u kiem sok qua trill giai guy& ho so 
(kern theo 13.0 ho so) 

Phong Noi vu huyen 05 nam 

5 Ho so can Op Phong Ni vu huyen 
Den khi 
het hieu 

lgc 

6 TO trinh UBND huyen Phong NOi vu huyen 05 nam 

7 Quye't dinh khen Phong NOi vu huyen 05 nam 



QUY TR1NH o 	, 
NBrA „13A 

	

Wk( 	, 	 THU TUC: TANG DANH HIEU TAP THE LAO 
- 	 BONG TIEN TIEN 

I. THA PHAN HO SO' (So luvng ho so': 01 bi)) 

- Van ban a nghi kern theo danh sach tap the &roc Te nghi tang danh hieu Tap the lao 
Ong tien tien; 

- Bao cao thanh tich do tap the throe Te nghi khen thuang lam, trong do ghi ro hanh 
dOng, thanh tich de de nghi tang danh hieu Tap the lao Ong tien tien; 

- Bien ban binh xet thi dua. 

II. QUY TR1NH: 

Tiing thoi gian chuAn: 10 ngay. 

BO p phan 
 thkrc  hien 

MN dung cong viec Tian g 	
i

ian 7, 
chuan 

1 

BO phan tiep 
nhan 118 so va 
tra ket qua 
Phong N9i NT 

- Ngueri yeu can n9p h8 so.  tai B9 phan Tie') nhan va tra 
ket qua Phong N9i. NT; Can b9 php trach kiem tra tinh hop 
le dm ho sa 
 x 

+,Neu ho so chin day dii thanh phan: 1-nro.ng dan trgc tiep 
ye viec bo tuc h8 so. 

+ Neu ho so day dii thanh phan: Tiep nhan, ghi bien nhan, 
hen ngay tra ket qua. 

+ Chuyen ho so den chuyen vien php trach. 

01 
ngdy 

2 
Phong Noi vu 
huyen 

- Chuyen vien phi trach: Tien harih Main dinh WO so: ve viec 
khong dii dieu kien hoac yeu cau 

+ Neu ho so khong dii dieu kien khen thtfang (hock chtra dam 
hero ye"u cott can didu c hinh, ho sung:L4p Van ban tra lei u 
dial chinh, bo sung [ket qua]. 

+ Neu WO so dii dieu kien khen thuong: T8ng h9p danh 
sach va clang kST lich h9p H9i Tong Thi dua, khen finking 
huyen de hop xet thong qua. 

02 
ngay 

H9i gong Thi 
dua, khen 
thuemg huyen 

3 3  
H9p xet thong qua timg trueing h9p cv the &roc de nghi 
khen thuemg theo quy dinh. 

01 
ngay 

4 Phong N9i NT 

Hoan thien WO so (Dtr Mao quyit dinh, in Giefy khen, lap 
danh sach khen thtrang). 

Lanh ciao 14 To trinh trinh Chi' tich UBND huyen quyet 
dinh khen thuamg. 

02 
ngay 

5 UBND huyen Xem xet va quyet dinh khen thuong. 02 
ngay 
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UBND huyen 

Do'ng dau ket qua va chuyen ho so den Phong NOi vu 
huyen 

01 
ngay 

7 Phong NOi IT 
PhOng Ni vu tiep nhan, cap nhat thong tin theo doi (veto 

so theo ch3i, chi tien thiremg) va chuyen ket qua den BO 
phan tiep nhan ho so va tra ket qua. 

01 
ngay 

8 
BO phan tiep 

nhan 116 so va 
tra ket qua 

Trak& qua theo Phi6u hen va yeu eau 1() nhan. -- 

III. BIEU MAU AP DUNG/ HO SO WU TRff 

Stt Ten bleu mAu/ ho so' No'i lull tril chinh 
Thai gian 
lull hien 

hanh 

1 Phieu htrang dan hoan thien ho so.  Phong NOi IT huyen 05 nam 

2 S6 theo doih6 sa Phong NOi vv huyen 05 nam 

3 Giay tiep nhan 116 so va hen tra ket qua Phong NOi IN huyen 05 nam 

4 
Phial kiern soat qua trinh giai quyet ho so.  
(kern theo b0 WO so) 

Phong NOi vti huyen 05 nam 

5 H6 so can nOp Phong NOi vv huyen 
Den khi 
het hieu 

luc 

6 To.  trinh UBND huyen Phong NOi vu huyen 05 nam 

7 Quy'e't dinh khen Phong NOi IT huyen 05 nam 
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QUY TRINH 

THU TUC TANG DANH HItU THON, AP, BAN, LANG, 
KHU PH0 VAN HOA 

AN HO SO (Si; luvng ho so': 01 b0) 

- Van ban a nghi kern theo danh sach tap the &pc Te nghi tang danh 10u thon, dp, 
ban, lang, khu pho van hoa; 

- Bao cao thanh tich do tap the duac Te nghi khen timing lam, trong do ghi ro hanh 
Ong, thanh tich de de nghi khen thuong; 

- Bien ban binh xet thi dua. 

II. QUY TR1NH: 

Tiing thei gian chuAn: 10 ngay. 

STT BO phan thu'c 
hi?n NOi dung citing vi"0 

Thoi 
gian 

chuAn 

1 

BO ph4n ti6p 
nhan ho sa va 
tra ket qua 
Phong NOi vg 

- Ngubi yeu cdu nOp h6 so tai BO phan Tip nhan va tra 
ket qua Phong NOi vu; Can Ix) php trach kiem tra tinh h9p 
le dm ho so 

+Neu 116 so chtsra day du thanh phan: lnrOng dan trot tie'p 
e 	i c bo toe ho  v 	v 	t 	so. 

+ Neu h6 so day du thanh phdn: Ti6p nhan, ghi bien nhan, 
hen ngay tra ket qua. 

+ Chuy'L he) so a'n chuyen vien php trach. 

01 ngay 

2 Phong Ni0 vu 
huy'n 

- Chuyen vien phi trach: TiL harth Thdm dinh he) so: 

+ Neu h6 so khong du diL kin khen thuong (hoer.-  c chica dam 
bd.° yeu catt can dieu chink, bó sung:L4p Van ban tra 16i ye 
vi& khong du dieu kin hoc yeu cau diet.' chinh, bo sung 
[ket qua]. 

+ 141_1116 so dil dieu kin khen thuong: T6ng h9p danh 
sach va gang IcS,  lich hop WO Tong Thi dua, khen thuong 
huyL de h9p xet thong qua. 

02 ngay 

3 
HOi (long Thi 
dua, khen 
thuang huyen 

Hop xet thong qua tirng twang hop CU the &pc de nghi khen 
thuong theo quy dinh. 01 ngay 

4 Phong NOi vu 

Hoan thin he) so (Du' thao quyit dinh, in Giciy khen, lap 
danh sach khen thuovg). 

Lanh dao 14 To trinh trinh Chu tich UBND huyL quyet 
dinh khen thuong. 

02 ngay 

5 UBND huyL Xem xet va quyect dinh khen thuong. 02 ngay 

6 Van phong bong ddu k6t qua va chuyL 116 so d6n Phong MO vu 01 ngay 



S 

' 

• ....,. 

..,  ,,...- 
i• 	\ Gl k\ 

90 p 'an irc --, 
. 	1 . 	L' .",, ...,,, 	i } 	cr. 

" e" 	z 

	

4      	.1„ 

‘ Niii dung eking vi0 
Thai 

gian 
• chuan 

\ .  nyki 
• — - q, 
jcgDzayen 

huyen 

7 PhOng NOi vu 
Phong NOi vu tiep nhan, cap riNt thong tin theo dai (vao 
so theo doi, chi tin thtrang) va chuyen ket qua den BO 
phan tiep nhan 116 so va tra ket qua. 

01 ngay 

8 
BO phan tiep 

nh4n 116 so.  va 
tra ket qua 

Tra ket qua theo Phieu hen va yeu cau k9 nhan. -- 

III. BIM MAU AP DUNG/ HO SO LITU MIT 

Stt Ten bleu matt/ ho so' Nai ltru tilt chinh 
Thai gian 
Inv hien 

hanh 

1 Phieu huang dan hoar' thien WO sa Phong NOi vv huyen 05 Warn 

2 SO theo doi ho so Phong NOi vv huyen 05 nam 

3 Giay tiep nhan WO so' va hen tra ket qua Phong NOi vu huyen 05 nam 

4 
Phieu kiem soat qua trinh giai quyet ho so 
(kern theo 1)0 ho so) 

Phong NOi vu huyen 05 nam 

5 Ho so can nOp Phong NOi vu huyen 
Den khi 
het hieu 

lgc 

6 TO trinh UBND huyen Phong NOi vu huyen 05 nam 

7 Quyet dinh khen Phong NOi vv huyen 05 nam 



QUY TRIENH 
pv-B-Auds 

THU TUC: TANG DANH HIEU CHIEN Si THI DUA 
co SO 

il'HANI;;P AN HO SO luvng ho so': 01 KO 

- V 	Fah d nghi (kern theo danh sach cac nhan dligc nghi tang danh hieu Chien 
si thi dua co so cua cap trinh khen; 

- Bao cao thanh tich cua cac ca nhan thrgc de nghi fang danh hieu ChiL si thi dua co 
so (trong bao cao thanh tich phai neu ro not dung Oat minh, sang kien, cai tien, ung dung 
khoa h9c, cong nghe, sang tac hoac sang tap dem tai hieu qua thiet thgc); 

- Bien ban binh xet cua H6i dong Thi dua - Khen thuang cap trinh khen; 

Chthig nhan ciia co quan quan ly nha nuoc c6 tham quyen hoac Quyet dinh cong 
nhan doi vai phat minh, sang che, sang kien, cai tien dng dung khoa h9c cong nghe, sang tac 
hoac sang tao. 

II. QUY TRiNH: 

Tong thoi gian chuAn: 10 ngay. 

STT 
B phn O 	la 
thkre hien

NOi dung cong viec 
Thai 
gian 

chuan 

1 

B6 phan tiep 
nhan 116 so va 
tra ket qua 
Phong N6i vv 

- Nguti yeu cau n6p 116 so tai B6 phan T* nhan va tra 
ket qua Phong N6i vu; Can b6 phv trach kiem tra tinh 119p 
le cua ho so 
„ 	 x 	7: +,Neu ho so chua day dil thanh phan: huong dan -Live tiep 

ve viec WO tac ho so. 

+ Neu h6 so ay du thanh phAn: Tip nhan, ghi Nen nhan, 
hen ngay tra ket qua. 

+ Chuyen 116 so den chuyen vien phv trach. 

01 
ngay 

2 
Phong N6i vu 
huyen 

- Chuyen vien phi trach: Tien harih Tham dinh hos so: 

+ Neu h6 so khong du dieu kien khen thuang (hock chtta dam 
bao yeu cau can dieu chinh, bó swig:Lap Van ban tra tai ye 
viec khong du dieu kien hoac yeu cau dieu chinh, bo sung 
[ket qua]. 

+ N6u h6 so du dieu kien khen thuang: T6ng h9p danh 
sach va dang kSi lich h9p H6i &rig Thi dua, khen thuang 
huyen de h9p xet thong qua. 

02 
ngay 

3 
H6i dong Thi 
dua, khen 
thuang huyen 

H9pxet thong qua tang trublig hop cuthe duos de nghi 
khen thuOng theo quy dinh. 

01 
ngay 

4 Phong N6i vu lap 
Hoan thien h6 so (Dv tha o guy& dinh, in Gay cong nhan, 

danh sach khen thudeng). 
, 

Lanh dao 14 To.  trinh trinh Chu tich UBND huyen quyet 

02 
ngay 
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NOi dung cling viec 
Thai 
gian 

chulin 

,,,,,'4.:-; el3c-c-VoC°  y 40  dinh khen thisOng. 

5 UBND huyen Xem xet va guy& dinh khen thuolig. 2 ngay 

Van phong 
FIDND va 

UBND huyen 

Dong dau ket qua va chuyen ho so den Phong WO vu
6 

huyen 
0  1 ngay 

7 Phong NOi vu so 
Phong NOi vu tiep nhan, cap nhat thong tin theo doi (vao 

theo doi, chi tin thtrang) va chuyen ket qua den BO 
phan tiep nhan ho so va tra ket qua. 

01 
ngay 

8 
BO phan tiep 
nhan ho so va 

tra ket qua 
Tra ket qua theo PhiL hp va yeu cau ky nhan. -- 

III. BIEU MAU AP DUNG/ HO SO WU TRIJ' 

STT Ten bieu tau/ ho so.  No'i lull tar chinh 
Thai gian 
lull hien 

hanh 

1 Phial htrang clan hoan thien ho so Phong NOi vu huyen 05 nam 

2 S6 theo doi h6 so Phong NOi vv huyen 05 nam 

3 Giay tie') nhan ho so va hp -Ira ket qua Phong NOi vu huyen 05 nam 

4 
Phi'L kie''m soat qua trinh giai quyet ho so 
(kem theo b0 ho so) 

Phong NOi vu huyen 05 nam 

5 Ho so can nOp Phong NOi vu huyen 
Den khi 
het hieu 

lgc 

6 To.  trinh UBND huyen Phong NOi vv huyen 05 nam 

7 Quyet dinh khen Phong N0i vu huyen 05 nam 



Ck 

Vy:'.‘t3-1(kf 

II\RETCAN-AlciT AN HO SO (So' Immo-  ho so: 01 130) - 	 . 
*,c) 

-de nghi kern theo danh sach ca nhan duvc de nghi tang danh hieu Lao gong 
tien tier cfia cap trinh khen; 

/53- 
WiNv 

., A
N 	 QUY TRINH 

11,SWANG THU TUC: TANG DANH HIEU LAO BONG TIEN TIEN 

- Bien ban binh xet thi dua. 

II. QUY TR1NH: 

TtIng thoi gian chain: 10 ngay. 

STT BO ph4n thtrc 
hi0 NOi dung cling v* 

Thai 
gian 

chufin 

1 nhan 116 so va 
tra ket qua 
Phong NOi vu 

BO ph'dn tie'p .:,  

- Ngtred yeu au nap ha so.  tai BO phan Tip nhan va tra 
ket qua Phong NOi vii; Can ba phi trach kiem tra tinh hop 
le dm ho so 

tNeu ho so dm. 	hy du thanh phan: huang dan true help 
ve viec bo bac ho so. 

+ N6u WO so day dil thanh phAn: Tip nhan, ghi Wen nhan, 
hen ngdy tra ket qua. 

+ Chuyen ha so an chuyen vien phti trach. 

01 ngay 

2 Phong NOi vu 
huysn 

- Chuyen vien php trach: TiL hanh Tham dinh ha so: 

+ Neu ha so khong dil dieu kien khen thubng (ho ac chtra dam 
bao yeti can can dieu chink, bó sung:Lap Van ban tra jai ye 
vi& khong da dial kien hoc yeu eau dieu chinh, be) sung 
[ket qua]. 

+ N6u h6 so du dieu kien khen thuong: Tang hgp danh 
sach va clang kS,  lich hop HOI clang Thi dua, khen thuang 
huyen de hop xet thong qua. 

02 ngay 

3 
HOi cong Thi 
dua, khen 
thtran 	hu g 	y0  

Hop xet thong qua tung trirong hop cu the duvc de nghi khen 
Hwang theo quy dinh. 

01 nga
,
y 

4 Phong NiO IT 

Hoan thin ht) so (Dy' thcio guy& dinh, in Giciy cong nhan, 
lap danh sach khen among). 

Lanh ciao ky TO trinh trinh Chu tich UBND huyen quyet 
dinh khen thtrang. 

02 ngay 

5 UBND huyen Xem xet va quy6t dinh khen thtrang. 02 ngay 

6 Van phong 
HDND va 

Dong dau ket qua va chuyen ho so den Phong NiO vu 
huyn 

Olngay 
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7 Phong NOi vu 
Phong NOi vu tiep nhan, cap nhCrt thong tin theo doi (vao 
so theo doi, chi tin thtrang) va chuyL ket qua den BO 
phan t4 nhan hO so va tra ket qua. 

01 ngay 

8 
BO phan ti6p 
nh4n ho so va 

tra ket qua 
Tra ket qua theo Phier u hen va yeu ca‘ u 14 nhan. -- 

III. BIEU MAU AP DUNG/ HO SO LIX TRU' 

STT Ten bleu matt/ 116' so' Noi luu tril chinh 
Thai gian 
hru hien 

hanh 

1 Phial htrong an hoan thien ho so Phong NOi NT huyen 05 nam 

2 SO theo doi ho so Phong NOi vu huyen 05 nam 

3 Gia'y tip nhan Ito so va hp tra ket qua Phong NOi vg huyen 05 nam 

4 
Phie'u kie'rn soat qua trinh giai quye't hO so 
(kern theo 17.0 ho so) 

Phong NOi vv huyen 05 nam 

5 HO so can nOp Phong NOi vu huyen 
Decn khi 
het hieu 

ltit 

6 To.  trinh UBND huyen Phong NOi vu huyen 05 nam 

7 Quye't dinh khen Phong NOi vu huyen 05 nam 



B111,  AN'G 

'1-k\ 
/N AN 

THU TUC: TANG GIAY KHEN CUA CHU TICH 
QUY TRiNH 

UBND CAP HUYCN VE THANH TiCH THI DUA 
THEO Ka, CHUYEN DE 

nan--4 , 

I. T1IEN:lc-PHAN HO SO (S6 luvng ho so': 01 b(1) 

- Van ban de nghi kern theo danh sach tap the, ca nhan duvc cte nghi tang GiAy khen 
cila cap trinh khen; 

- Bac) cao thanh tich do tap the, ca than dugc de nghi khen thuang lam (trong do ghi 
ro hanh d'Ong, thanh tich de de nghi khen thuang); 

- Bien ban binh xet khen thuang. 

II. QUY TRiNH: 

T6ng thb'i gian chuAn: 10 ngay. 

STT BO ph4n thtic 
hi0 Oi 	

T hai 
N 	dungtong vi0 gian 

A chuan 

1 

BO phan tie'p 
nhan h6 so va 
tra k6t qua 
Phong Ni vu 

- Ngubi yeu cAu nap h6 so tai BO phan Tiep nhan va tra ket 
qua Phong NOi vu; Can b0 phv trach kiem tra tinh hop le 
cila ho so 

+,Neu ho,  so chLra day da thanh phan: huOng clan trtrc ti6p 
ve viec bo tac ho so. 

+ NIL 116 so day du thanh ph'an: Tip nhan, ghi lien nhan, 
hp ngay tra ket qua. 

+ Chuy'en h6 so den chuyen vien phi trach. 

01 ngay 

2 Phong NOi vu 
huyn 

- Chuyen vial Ow trach: Tien hanh Thlarn dinh h6 so: 

+ Neu h6 so khong dit dieu kien khen thtrong (hock chew dam 
bao yeti coat con &du chinh, bo sung:Lap Van ban tra,lai ve 
viec khong du dial kien hoc yeu cau dia.' chinh, bo sung 
[ket qua]. 

+ N6u h6 so dil di'eu kien khen thuang: TOng hop danh 
sach va dang kST lich h9p HOi clung Thi dua, khen thuang 
huyen de h9p xet thong qua. 

02 nga
,
y 

HOi cl6ng Thi 
dua, khen 
thuong huyenthuang 

Hop xet thong qua timg twang hop cu the dirge de nghi khen 
theo quy dinh. 

01 ngay  

4 Phong NOi vu 

Hoan thien h6 so (Dv thao quyit dinh, in Giciy khen, 1 'ap 
danh sach khen thvong). 

Lanh ciao k 	TO trinh trinh Chu tich UBND huyen quy6t 
dinh khen thuang. 

02 ngay 

5 UBND huyen Xem xet va guy& dinh khen thuang. 02 ngay 
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V Jong' 
---N-12_  Dong dau ket qua va chuyan ho‘ sa den Phong NiO vii 

huy'en 
 

01 ngay 
UBND huyan 

7 Phong NOi vu 
Phong NOi vu tiap nh4n, cap rill4t thong tin theo doi (vao 
sa theo doi, chi tien thuorg) va chuyan ket qua den BO 
phan tiap n1f4n h6 sa va tra ket qua. 

01 ngay 

8 
BO phan tiap 

nha'n 116 sa va 
tra kat qua 

Tra kat qua theo Phiau hen va yeu cAu 14 rilf4n. -- 

III. BIEU MAU AP DUNG/ HO SO LUt TRU' 

Stt Ten bieu man/ ho so' No'i lull tar chinh 
Thai gian 
lull hi0 

hanh 

1 Phiau hu.o.ng clan hoan thin ho so.  Phong NOi vu huyan 05 nam 

2 So theo doi ho so. Phong NOi vu huyan 05 nam 

3 Gidy flap nNn ho sa va hen tra ket qua Phong NOi vu huyan 05 nam 

4 Phiau kiam soat qua trinh giai guy& ho sa 
(kern theobO ho sa) 

Phong NOi vu huyen 05 nam 

5 Ho sa can nop Phong NOi Vuhuyan 
Den khi hat 

hiaultrc 

6 To.  trinh UBND huyan Phong NOi vu huyan 05 nam 

7 Quyat dinh khen Phong NOi vti huyan 05 nam 



' 	 T 

-cPQ  
I. THA 	AN HO SO (S6 Imyng ho so': 01 bi)) 

- Van ban a nghi kern theo danh sdch tap th6, ca nhan throe de nghi tang GiAy khen 
cua cap trinh khen; 

- Bdo cdo thanh tich do tap th6, ca nhan dtroc de nghi khen thtrong lam, trong do ghi ro 
thanh tich de de nghi khen thtrong; 

I 	 - Bien ban xet khen thtrong. 

II. QUY TRiNH: 

Ttong thei gian chuAn: 10 ngay. 

STT Bo phan4  thu'c 
WO NiN dung cong vi0 

Thi'yi 
gian A chuan 

1 

BO phan tie'p 
nhan 116 so.  va 

Phong NOi vg 
tra. ket q ua 

- Ngtrai yeu cau n'Op WO so tai BO phan Tip nhan va tra 
ke't qua Phong NOi vu; Cdn 130 phIci trdch kiLl tra tinh hop 
l' cua ho so 

+1\18u ho so chtra day clu thanh phan: htrang c111 trtrc tiep 
ve v* bo tuc ho so. 

+ N6u 1115 so day du thanh phAn: Tip nhan, ghi bien nhan, 
hen ngay tra ket qua. 

+ Chuy6n WO so clan chuyen vien phi trdch. 

01 ngay 

2 Phong NOi vu 
huyen 

- Chuyen vien php trdch: Ti6n hanh Tham dinh hO so: 

+ N6u hO so khong du di6u kin khen thtrong 00 'cic chtra dam 
biro yeu cau con di& chinh, be3 sung:Lap Van ban tra joi ve 
vic khong du dieu kin hoac yeu cau diet' chinh, bo sung 
[Icet qua]. 

+ N6u hO so du diL kin khen thtrong: TOng hop danh 
sdch va clang lcS,  lich hop HOi dung Thi dua, khen thtrong 
huy@i de hop xet thong qua. 

02 nga
, 
 y 

3 
HOi (long Thi 
dua, khen 
thLrong huyen 

Hop xet thong qua tisng trubng hop cu the &roc de nghi khen 
thuo'ng theo quy dinh. 01 ngay 

4 Phong NOi vu 

Hoan thin 116 so (Dy• thao guy& dinh, in Gay khen, lap 
danh sach khen thtrang). 

, 
Lanh dao 14 To trinh trinh Chft tich UBND huy0 quyet 
dinh khen thutng. 

02 ngay 

5 UBND huy0 Xem xet va quy6t dinh khen thtrong. 02 ngay 

QUY TRINH 

TIM TUC TANG GIAY KHEN CUA CHU TICH 
UBND CAP HUYEN VE THANH TiCH DOT XUAT 
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N8i dung c8ng viec 
.7 	\ I 
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Thai 
gian 

A chuan 

6 
1110M /) 

't r p va. --0N-‘ * 
UBND 1 en 

iji-  
ng da.0 ket qua va chuyen ho so den Phong NiO vu 

luyen 
 

01 ngay 

7 Phong NOi vu 
Phong NOi vu tiep nhan, cap nhat thong tin theo doi (veto 
so theo d5i, chi tin thtrang) va chuyen 1(6't qua d6n BO 
phan tip nhanh6 so va tra k6t qua. 

01 ngay 

8 
BO phan tip 
nhan ho so va 

tra ket qua 
Tra ket qua theo Phie"u hen va yeu cau 14 nhan. -- 

III. BLEU MAU AP DUNG/ HO SO MX TRU' 

STT Ten bieu man/ ho so' No'i lu'u frit chinh 
Thai gian 
lu'u hien 

hanh 

1 PhiL htrang clan hoan thien ho so Phong NOi vu huyen 05 nam 

2 SO theo doi 116 so Phong NOi vu huyen 05 nam 

3 Gia'y tip nhan WO so va hen -Era ket qua Phong NOi vu huyen 05 nam 

4 
Phieu kiem soat qua trinh giai quyet 116 so 
(kern theo bO ho so) Phong NOi vu huyen 05 nam 

5 HO so can nOp Phong NOi vu huyen 
D6n khi 
het hieu 

luc 

6 To.  trinh UBND huyen Phong Ni vu huyen 05 nam 

7 Quye't dinh khen Phong NOi vu huyen 05 Warn 



N 7-3 4 

UY 	sT,1:6 
llh 
	 QUY TRINH 

HU q3A16B 
THU TUC: TANG GIAY KHEN CUA CHU TICH UBND 

/-1. 	CAP HUYtN VE KHEN THUtiNG DOI NGOAI 
/g) 

Ns<, cr) 
I. THAN-IPPHAN HO SO' (S6 luvng ho so.: 01 4) 

- Van ban a nghi kern theo danh sach tap the, ca nhan &Ivy cue nghi tang Gia'y khen 
cila cap trinh khen; 

- Bac) cao thanh tich do tap th6, ca nhan duvc cue nghi khen tinrong lam, trong do ghi rO 
thanh tich de de nghi khen thuong; 

- Bien ban xet khen tinrong. 

II. QUY TRiNH: 

Tong th4:ii gian chufin: 10 ngay. 

BO phan thu'c 
hien STT NOi dung eking vice 

TWA 
gian 

7, chuan 

1 

BO phan ti6p 
nhan ht) sa va 
tra ket qua 
Phong NOi vg 

- Ngubi yeu cAu nOp h6‘ so.  tai BO phan Tip nhan va tra 
ket qua Phong NOi vu; Can 13,0 Op trach kiem tra tinh hop 
le dm ho so 

+,1\1L ho so chua dAy da thanh phan: inrong clan -film tie"p 
ye vi'ec bo tac ho so.. 

+ Neu 116 so dAy du thanh phAn: Tip nhan, ghi bien nhan, 
hp ngay tra ket qua. 

+ Chuy'L 116 so d6n chuyen vien phtf trach. 

0 1 ngay 

2 Phong NOi vu 
huyen 

- Chuyen vial phi trach: TiL hanh ThAm dinh h6 so.: 

+ Neu h6 so khong dil diL kin khen thuong (hocic chtra dam 
boo At cdu can diL chinh, hd sung:Llap Van ban tra loi ye 
vie'c kbong dit diL kin hoac yeu cau dieu chinh, bo sung 

' [ket qua]. 

+ Neu 116 so da diL kin khen thuong: T'Ong hop danh 
sach va gang kS,  lich h9p HOi dl mg Thi dua, khen tinrong 
huy'n de h9p xet thong qua. 

02 ngay 

3 
HOi (long Thi 

thuong huyen 
dua, khen 01 

Hop xet thong qua tiing truong hap cu the dugc de nghi khen 
among theo quy dinh. ngay 

4 PhOng N6i IT , 

Hoan thin WO so (Dy. thao guy& dinh, in Gid'y khen, lap 
danh sach khen thu.ang). 

Labh ciao k) Ter trinh trinh Chu tich UBND huyn quyet 
dinh khen thuong. 

02 ngay 

5 UBND huy'ri Xern xet va quy6t dinh khen thuong. 02 ngay 
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UBND huyen 

, 
Dong dau ket qua va chuyen ho so.  den Phong NO vv 

huyen 
01 ngay 

7 Phong NOi vti 
Phong NOi vu tiep nhan, cap that thong tin theo doi. (veto 

sa theo cidi, chi tin thtrang) va chuyen k6t qua den BO 
phan tiep nhan h6 sa va tra k6t qua. 

01 ngay 

8 
BO phan tiep 
nhan h6 so va 

tra ket qua 
Tra ket qua theo PhiLt hen va yeu cAul4 nhan. -- 

III. BIEU MAU AP DUNG/ HO SO LU'U TRU 

STT Ten bieu matt/ h4 so' No'i ltru frit chinh 
Thai gian 
hru hien 

hanh 

1 Phi6u htrong clan hoan thien h6 sa Phong Ni vu huyen 05 nam 

2 So theo doi ho so' Phong NOi vu huyen 05 nam 

3 Giay tiep nhan ho so.  va hen tra ket qua Phong NOi vu huyen 05 nam 

4 
Phieu kiem soat qua trinh giai quyet ho so.  
(kern theo bO ho sa) 

Phong NOi vu huyen 05 nam 

5 Ho sa can nOp Phong NOi vu huyen 
Den khi 
het hieu 

lu'c 

6 Tei trinh UBND huyen Phong NOi vu huyen 05 nam 

7 Quy6t dinh khen Phong NOi vv huyen 05 nam 



QUY TRINH 
THU TUC: THONG BAO MO LOP BOI DU'ONG VE TON 

GIAO THEO QUY DINH TAI KHOAN 2 DIEU 41 CUA LUAT 
TIN NGU'ONG, TON GIAO 

I. THANH PHAN HO SO (St) luvng ho so': 01 b(1) 

- Van ban thong bao (trong do neu r6 ten lap, dia. diem, 17 do, thai gian hoc, nOi dung, 
chuong trinh, thanh phan tham dg). 

- Danh sach giang vien. 

- Yeu cau, dieu kien thgc hien thu tic hanh chinh: 

a) Cham nhat id 20 ngay truaec ngdy khai giang, to chirc ton gido, to chirc ton gido true 
thuOc có trach nhiem thong bao. 

b) Trueng hgp viec 	b6i du.6.ng ve ton gido vi pham quy dinh tai Dieu 5 dm Luat tin 
ngifang, ton giao, Uy ban nhan dan cap huyen có van ban yeu c'au to chirc ton giao, to chirc ton 
gido true thuOc khong to chtirc hoac dixng viec mo' lop boi duOng. 

II. QUY TRiN 

fling thoi gian chutin: 20 ngay lam viec ke tir ngay nhan du h6 so hglo 

Stt 
BO ph0 ' 

hien chufin Ni dung cong viec
thgc 

Thai gian 

1 
BO phan tiep 
nhan ho so' vet 
tra ket qua 

- Xem xet thanh ph'an h6 so theo Danh mac h6 so can nOp. 

-1-,Neu h6 so chua day du thanh phan: Imang dan trite tiep 
ve viec bo tAc ho so. 

+ Neu ho so day du thanh phan: Tiep nhan, ghi bien nhan, 
hen ngay tra ket qua. 

+ Chuyen h6 so' den Phong NOi vu. 

1 ngay 

2 
Phong NOi vu 
hu n ye  

- Van Thu Phong NOi vu tiep nhan h6 so \fa chuyen den 
lanh phan ding chuyen vien thu 17. 

+ Neu,h6 so 	u 	(hoac khong du. 	kien (ho 	chua dam bao yeu 
can can dieu chinh, bo sung): Lap Van ban thong bao ve 
viec khong di.i dieu kien hoac yeu cau dieu chinh, bo sung 

• 
dieu kien (NOi dung nay Uy quyen cho Truang Phong Neji 
vu V van ban thong bao). 

+ Neu,  h6 so du dieu kien: Dg thao van ban xac nhan ve 
viec tiep nhan thong bao ma lap b6i duang ve ton gido theo 
quy dinh tai khoan 2 Dieu 41 caa Luat Tin ngu'ang, ton gido 
va lap to' trinh trinh Uy ban nhan dan huyen k. 

15 ngay 

3 UBND huyen 

Xem xet 14 van ban xac nhan ve viec tiep nhan thong bac, 
ma lop boi duOng ve ton gido theo quy dinh tai khoan 2 
Dieu 41 dm. Luat Tin nguOng, ton gido theo not dung trinh 
cUa Phong NOi vu. 

3 ngay 

1 
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OD ma °'-‘ 
UBND huyen 

Dong dau ket qua., chuyen Phong NOi vu huyen 

4 
Phon Noi vu g 
huyn 

Vandux Phong NOi vu huyen chuyen cho Chuyen vien php 
trach vao so theo dol. va tra ket qua cho tocluirc yeu cau 
theo phieu hen va yeu ca.'u Ig7nhan. 

1 ngay 

III. BIEU MAU AP DUNG/ HO SO LIX TRU' 

Stt Ten lieu maul ho so' Noi lu'u fru. chinh 
Thai gian 
bru hi0 

hanh 

1 Phieu hu'ang dan hoan thien h6 so' Phong NOi vv huyen 05 nam 

2 S6 theo doi h6 so' Phong NOi vu huyen 05 nam 

3 Gia'y tip nhan ho so' va hen tra ket qua Phong NOi vu huyen 05 nam 

4 
Phi6u ki6m soat qua trillh giai guy& h6 so' (kern theo 
bt) 116 so') 

Phong Mil vu huyen 05 nam 

5 I-16 so' dung 1‹.)1 Phong NOi v1,1 huyen 05 nam 

6 To trinh UBND huyen Pilot-1g NOi IT huyen 05 nam 

7 
Van ban xac,  nhan ve viceth nhan thong bac) m.O.  lop 
b6i dtfa'ng ve ton gido theo quy dinh tai khan 2 Dieu 
41 cilia. Luat Tin ngtOng, ton gido 

Phong NOi vu huyen 05 nam 

2 



QUY TRINH 
THU TUC: THONG BAO DANH MIX HOAT BONG TON 

CIAO DOI VOI TO CHU'C CO DIA BAN HOAT BONG TON 
GIAO NHIEU XA THUCIC MOT HUYtN 

I. THANH PHAN HO SO' (S6 luvng 116 so': 01 KO 

- Van ban thong bao (theo Mau B30, Phu lvc Nghi dinh s6 162/2017/ND-CP ngdy 
30/12/2017). 

- Yeu eau, dieu kien thvc hien thti tvc laanh chinh: 

a) Cham nhdt ld 30 ngdy ke tix ngdy dugc cong nhan, chdp thuan hoc dugc cap chi:mg nhan 
clang 14 hoat dOng ton giao, to chirc ton giao, to chirc ton giao trvc thu0c, to elide dugc cap chung 
nhan dang 14 hog Ong ton giao co dia ban hog dOng ton giao e'r nhieu xa thuOc mot huyen co 
trach nhiem giri van ban thOng bao danh invc hog dOng ton giao dien ra hang nam. denPhong NOi 
vu. 

b) Chain nhat ld 30 ngdy ke tir ngay Lug tin ngu'dng, ton giao c6 hieu lvc, to chdc ton giao, 
to chdc ton giao trii'c thu0c, to chtrc dal dupe cap chimg nhan dang 14 hog Ong ton giao co dia ban 
hog dOng ton giao a nhieu xd thuec met huyen truo.c ngdy Luat c6 hieu lvc co trach nhiem thong 
bao danh mvc holt Ong ton giao dien ra hang num den Phong NOi vv. 

c) Viec thong bao danh mvc hog Ong ton giao dien ra hang num chi thvc hien mot Fan. D6i 
vai cac hoat dOng ton giao khOng c6 trong danh mpc da th8ng bao thi ngued dui dien to chdc CO 
trach nhiem gtri van ban thong bao 1)6 sung den Phong NOi vv. 

II. QUY TRINH 
•A 

T6ng thoi gian chulin: 30 ngay lam viec ke td ngdy nhan du h6 sa hap 

Stt 
B0 ph4n 
thtyc hien 

Noi dung cong viec 
Thai gian 

chufin 

1 
BO phan tiep 
nhanh6 so.  vd 
trd ket qua 

- Xem xOt thanh phanh6 sa theo Danh MVC 116 so' can Op. 

+ Neu h6 sa chda day du thanh phan: huong dan trvc tier) 
ve viec b6 tucho sa. 

--1- Neu 116 sa day du thanh phan: Tie') nhan, ghi bien nhan, 
hen ngay tra ket qua. 

+ Chuy3n ho so' den Phong NOi vp, 

1 ngdy 

2 1 Phong NOi v1 
huysn 

- Win Thu Phong Nei vv tiep nhan h6 sa ya chuyen den 
ldnh phan cong chuyen vien thv li. 

+ Neu hosa kh8ng du dieu kien (hoft chwa dam bao yeu 
eau can dieu chinh, 1)6 sung): Lap Van ban thong bao ve 
viec khong dudial kien ho4c yeu cau dieu chinh, b6 sung 

., dial kien (N'Oi dung nay Uy quye'n cho Tnco'ng Phong N'Oi 
vii /f) van ban thong bao). 

+ Neu , h6 sa du dieu kien: Dv did° van ban xac nhan ve 
viec tiep nhan thong bao danh nape hog dOng ton giao doi 
vai to chirc co dia ban hog Ong ton giao 0. nhieu xd thuOc 
mot huyen va lap to trinh trinh Uy ban nhan dan huyen 14. 

24 ngdy 

1 
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tr 	I• r 	• 
em xet k)",  van ban xdc nhan ve viec tip nhan thong bdo 

danh muc hog Ong ton gido do'i voi to chirc co. dia. ban 
hog dOng ton gido 6. nhieu xa thuOc mot huyen theo not 
clung trinh cu'.a PhOng NOi vu. 4 ngay 

Van phong 
HDND va 
UBND huyen 

Dong dau k6t qua, chuye'n Phong NOi vv huyen 

4 
Phong NOi V1.1 
hu yen  

Van thu Phong NOi vv huyen chuyen cho Chuyen vien phu 
trash vao so theo MI va tra lc& qua cho ftoclaim yeu cau 
theo phieu hen va yeu ca.0 ky nhan. 

1 ngay 

III. BIEU MAU AP DUNG/ HO SO' LUt TRU 

Stt Ten bieu mil-  u/ ho so' No'i lu'u &II chinh 
Thin gian 
lu'u hi0 

hanh 

1 Phi6u huang an hodn thien ho so• Phong NOi vv huyen 05 nam 

2 S6 theo dOi hO sa Phong NOi vv huyen 05 nam 

3 Giay tip nhan ho so va hen tra ket qua Phong NOi vv huyen 05 nam 

4 
PhiL kie'm sodt qua trinh gi , quy6t hO so' (kern theo 
13.0 ho so') 

Phong MO vv huyen 05 nam 

5 Ht) so' gang 14 Phong NOi vv huyen 05 nam 

6 To.  trinh UBND huyen Phong NOi vv huyen 05 nam 

7 
Van ban xac nhan ve viec tip nhan thong bdo danh 
rap ho4t dOng ton gido dOi vai to chirc có dia ban hog 
dOng ton gido 6.  nhieu xa thu.;;: met huyen 

Phong Ni vv huyen 05 nam 

2 



QUY TRINH 
THU TUC: THONG BAO DANH MUC HOAT BONG TON 
GIAO BO SUNG BOI VOI TO CHIC CO DIA BAN HOAT 
DOING TON GIAO O NHIEU XA THUOC MOT HUYEN 

I. THANH PHAN HO SO' (St; luvng ho so': 01 bi)) 

- Van ban thong bao (theo Mau B30, Phu lvc Nghi dinh s8 162/2017/ND-CP ngay 
30/12/2017). 

- Yeu can, dieu kien thuc hien thit tic hanh chinh: Cham nhat la 20 ngay truarc khi din ra 
boat dOng ton gido khong c6 trono, danh 1111.1C da thong bdo hang nam, ngtrei dal dien cua to chirc 
ton gido, to chirc ton gido true thuOc, to chirc dugc cap chUng nhan clang 4 hoat dOng ton gido c6 
die ban hoat Ong ton gido x nhieu xa thuOc mot huyen c6 trach nhiem giri van ban thong bao bo 
sung den Phong NOi 

II. QUY TRiNH 

Tong tho.i gian chuan: 20 ,gay lam viec ke tir ngay nhan dilb.6 so.  hop le. 

Stt 
BO phan 

114,1n 
NOi dung cong vice 

 
Thai gian 

chuan 

1 
BO phan tiep 
nhan ho sa va 
tra ket qua 

- Xem xet thanh phan h6 so' theo Danh mvc 116 sa can nOp. 

+s Neu h6 so chu'a day du thanh phan: huong cfan -live tiep 
ve viec bo dic hO sa. 

+ Neu ha Ay day du thanh phan: Tie') nhan, ghi bien nhan, 
hen ngay ti 	ket qua. 

+ Chuyen ha sa den Phong NOi vv. 

1 ngay 

2 Phong N8i vu 
huysn 

- Van Thu Phong NOi vu tiep nhan ho sa va chuyen den 
lanh phan cong chuyen vien thy 1Y. 

	

hong du 	kien (hoCtc chtra darn bao yeu + Neu, h6 so.  k 	it 
cou can (lieu chinh, bo sung): Lap Van ban thong bap ye 
viec khanil du dieu kien hoc yeu cau dial chinh, bo sung 
dieu kien (.W3i dung nay Uy quy'dn cho Trtrong Phong NOi 
vu k-) vein brin thong bao). 

+ Neu ,h') sa dO dieu kien: Dutha.o van ban xac nhan. ve 
viec tiep nhan thong bao danh mve hoat dOng ton gido bo 
sung d6i voi to chirc c6 dia ban hoat dOng ton gido el nhieu 
xa thuOc mot huyen va lap to. trinh trinh Uy ban nhan dan 
huyen k. 

15 ngay 

3 

UBND huyen 

Xem xct L'.: van ban xac nhan ve viec tiep nhan thong bao 
danh wive noat Ong ton gido bo sung doi voi to chirc co dia. 
ban boat ding ton gido 6• nhieu xa thuOc mot huyen theo not 
dung trinh cita Phong NOi vu. 

Dong dau ket qua, chuyen Phong NOi vv huyen 

 	3 ngdy 

Van phong 
I-IDND WI 
UBND huyen 

1 
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\ bogg 	1 
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an thu.  Phong NOi. IN. huyen chuyen cho Chuyen vien 	h P  V 
trach vao so thco dor va tra ket qua cho to chirc you cau 
theo phieu hen vet yeu cau k5fnhan. 

1 ngay 
- 	.- 

III. BICU MAU AP DUNG' 116 SO MX TRU' 

Stt Ten bieu mil-u/ ho so' No'i lull trfr chinh 
Thai gian 
Lau hien 

hanh 

1 Phieru huang clan hoan thien ho so' Phong NOi IT huyen 05 nam 

2 S8 theo clai ho so Phong NOi vu huyen 05 nam 

3 Gidy tip nh4n ho so \fa hp tra ket qua Phong NOi IT huyen 05 nam 

4 
Phi6u kiem soat qua trinh giai quyet ho so' (kern theo 
bO ho so') 

Phong NOi vu huyen 05 nam 

5 Ho so gang 14 Phong NOi IT huyen 05 nam 

6 To trinh UBND huyen Phong Ni vu huyen 05 nam 

7 
Van ban xk nl-qin \i' vikl.c ticp nhn thong bao danh 
mvc hot dOng ton gido 1)8 sung doi vai to claire c6 dia. 
ban hot clOng ton gido & nlii.su xa thuOc mot huy'0 

Phong NOi vv huyen 05 nam 

2 



QUY TRINH 
Tilti TUC: THONG BAO TO CHIC HOI NGHI THUtiNG 
NI EN Ci:JA TO Clitt TON GIAO, TO CHUC TON GIAO 

TR THUOC CO DIA BAN HOAT BONG O MOT HUYtN 

I. THANH PHAN HO SO (Si; lacing ho so': 01 b(i) 

-Van ban thong bao(thcoMAuB31, Phu lyc Nghi dinh se) 162/2017/ND-CP ngay 
30/12/2017). 

Ca..c tai lieu kern theo (n6u co)g6m: DU ki6n thanh phan, so lugng nguoi tham dir; chuomg 
trinh to chile hal nghi thueng nia. 

- Yeti eau, dieu kien thtyc hien thi:i tic hanh chinh: Cham nhat la 20 ngay truac ngay to chuc 
hoi nghi, to chirc ton giao, to chuc tan giao true thuac co dia ban hoat dang,ton gido 	huyen huy' 
có trach 	givi van ban thong bao ye vice to chirc hai nghi thuOng nien den Phong Nai vv. 

II. QUY TRINH 

Tong thoi gian chain: 20 ngay lam viec ke tit ngay nhan d* he) so' hop 

Stt 
BO phc.in 
thirc hien 

N(ii dung cong viec 
Thai gian 

chuan 

1 
BC? phan tiep 
nhan ho so' va 
tra la. qua 

- Xem xt.'t tlidnh phan hO so' theo DanhITIVC he) so' can nap. 

+ Neu 116 su chu'a day du thanh phan: huerng dan true tiep 
ye viec bo ti:ic ha so.. 

+ Neu he) so' day du thanh phan: Tie') nhan, ghi bien nhan, 
hen ngdy tra ket qua. 

+ Chuyen ha so' den Pheng Nai vv. 

1 ngay 

Pheng NOi vu 
huyn 

2 15 

- Van thu' Pheng Nal vu tiep nhan he) so' va chuyen den lath 
phan cang chuyen vien thy l$T. 

- Chuy3n \'13n thy 15/: Tien hanh Tham dinh h6 so': 

+ 1\13.0 ha so khong du dieu kien (hock chu'a dam bao yeu 
cat' can dicu chinh, ba sung): Lap Van,  ban thong bap ye 
viec khong du dieu kien hoac yeu Call diet' chinh, be) 
sung(Ncji dung nay Uy quyen cho Trtrong Phong N.oi V1,1 kJ' 
van bear !hong bao). 

+ Neu ha so' du dieu kien: thy thao Van ban xac nhanve 
viec tiep nhan thong baoto chuc hai nghi thuOng nien eta to 
chdc tan gido, to chirc ton giao trtyc thuac c6 dia ban hoat 
clang & mat huyen WI lap to' trinh trinh Uy ban nhan dan 
huyen k}'. 

ngay 

3 

UBND huyen 

Xem xet 1:)/ Van ban xac nhanye viec tiep nhan thong baot6 
chuc h(f i nghi thuOng nien cila to chirc ton gido, to chirc ton 
giao tryc thuOc co dia ban hodt clang O. mat huyentheo not 
dung trinh cila PhOng Nal vu. 

3 ngay 

Van phong 
HDND va 
UBND huyen 

Dung (.1:1,i ik3t qua], chuyenPhOng Nia 	vu huyen cap nhat 
thong tin thco clOi va chuyen [ket qua] den BO phan tiep 
nhan ha so' va tra ket qua. 

1 
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?4 h an thu.  l'hOng NOi vu huyen chuyen cho Chuyen vien phu 
, 

tr a ch 	vao so theo doi va tra ket qua cho to chirc yeu cau 
theo phial hen va yeu cau lc.f nhan. 

1 ngay 

III. BIEU MAU AP Dk, NG/ 116 SO LU'U TRU' 

Stt Ten bieu milt/ hos  so' No'i ltru tar chinh 
Thoi gian 
ltru hien 

hanh 

1 Phi6u huong an hoan thic‘n ho so' Phong NOi vu huyen 05 nam 

2 So theo dai he) so' Phong NOi vu huyen 05 nam 

3 
I 	 r 

Giay tiep nhan ho so' va hen tra ket qua Phong NOi vu huyen 05 nam 

4 
Phi6u ki4rn soat qua trinh giai quyet ho sa (kern theo 

bo ho sa) 
Phong NOi vu huyen 05 nam 

5 
Ho so de nghi to chirc hOi nghi thtrong nien, d?a hOi 

cita to chirc ton gido 
Phong NOi NT huyen 05 nam 

6 To trinh UBND huyen Phong NOi vu huyen 05 nam 

Van ban xac nhanv6' vi& ti,6p nhan thong baoth chic 

hOi nghi thlreyng nien dm to chirc ton gido, to claim 
ton giao trgc thu9c có dia ban hoat Ong oe mot 

huyen 

Phong NOi vv. huyen 05 nam 

2 



QUY TRiNH 
THU TUC: BE NGHI TO CHITC DAI HOI CUA TO Clitt 
TON GIRO, TO CHIJ'C TON GIRO TRIYC THUOC, TO CI-WC 
MAK CAP CHUNG NHAN BANG K' HOAT BONG TON 
CIAO CO DIA BAN HOAT BONG d MOT HUYEN 

I. THANH PHAN HO SO' (S6 luvng ho so': 01 b(I) 

- Van bUn de nghi (theolVILI333, Phu luc Nghi dinh s6 162/2017/ND-CP ngdy 30/12/2017). 

- Bao coo tong ket hoot Ong ctita to chtirc. 

- Thy thao hien chuang hoc hien chuang sfra d6i (neu co). 

II. QUY TRINH 

Ttong thoi gian chuAn: 25 ngay lam viec ke to ngdy nhan du 116' so hod le. 

Stt 
BO ply,lin 
thkre hien 

Noi dung cong vice 
Thai gian 

chufin 

1 
BO phan tiep 
nh4n ho so va 
tra ket qud 

- Xem x.C.t thanh phan h'6 so' theo Danh mix 116 so' can nOp. 

+,Neu li) so' chua day dU thanh phan: htrang clan trgc tiep 
ye viec bo tiic ho sa. 

+ Nell 113 Sa day di thanh phan: Tie') nhan, ghi bien nhan, 
hen ngay Ira ket qua. 

+ Chuyen ho sa den Phong NOi vl.l. 

1 ngay 

2 
Phong N()i vu 
huyen 

- Van thu Phong NOi vu tiep nhan ho so va chuyen den lanh 
phan c6ng chuyen yien thu 19. 

- Chuyi.'n via thu 19: Tien hanh Tham Binh 1-16 so: 

+ Neu 11() so khong du dieu kien (hock dam darn bao yeu 
cau can clit"311 chinh, ba sung): Lap Van ban thong MD y6 
yiec khan? du dieu kien hoc yeu cau dieu chinh, bO' 
sung(N3i dung nay Oy quyen cho Tru.o.ng  Phong Nat vu V 
van ban :hing biro). 

+ Neu 11C, so du dieu kien: Du. tlaao Van ban tra 16.i chap 
thuan ho.-.::: khong chap thuan ye yiec to ch-cre dal hOicua to 
chtirc ton jao, to chtirc ton gido truc thu0c, to chtirc duvc cap 
chtimg nliOn clang k9 hoot dOng ton gido c6 dia ban hoot 
Ong & mOt huyen va. lap tee trinh trinh Uy ban nhan dan 
huyen k9. 

20 ngay 

3 

UBND huyen 

Xem xk:st 1:9.  Van ban tra 16.i. chap ,thuan hoc khong chap 
thuan \7.' viC;c to chtirc dal hOictila to ,chtirc ton gido, to chtirc 
ton gido 1;ve thuOc, to chirc &rat cap chtirng nhan gang 1(9 
hoot Ong'  tC)n gido co dia. ban hoot dOng 6.  mot huyntheo 
nOi dung 	i.11111 ctila Phong NOi Yu. 

Dong &ILI I ket qua], chuyen Phong NOi vu huyen cap nhat 
thong tin theo c161 WI chuyen [ket qua] den BO phan tiep 
nhanh(') so va tra ket qua. 

3 ngay 

Van phong 
HDND va 
UBND huyen 

4 Phong NOi vu 
Van thu I); long NOi vu huyen chuyen cho Chuyen yien phu 
trach 	v < <., :C) theo ddi va tra ket qua cho to chtirc yeu cau 

1 ngay 

1 
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III. BIPU MAU AP DV N,;.7 HO SO LU'U TRU' 

Stt Ten bieu miiu/ hos so.  No'i hru WI' chinh 
Thoi gian 
lum hiO 

hanh 

1 Phi6u htrang dan hoar thin ho sa Phong N8i vu huyen 05 nam 

2 So theo dOi ho soy Phong N8i Iry huyen 05 nam 

3 Gia.'y tip nhan ho so' va hen Ira ket qua Phong N8i vu huyen 05 nam 

4 
Phie'u kie'rn sok qua. trinh giai quyet ha so' (kern theo 
13o ho so) 

Phong N8i vu huyen 05 nam 

5 
Ho so' de nghi to chirc 118; :Thi thtrang nien, claih8i 
cua to chirc ton gido 

Phong NOi vv huyen 05 nam 

6 Ta trinh UBND huyen Phong N8i vu huyen 05 nam 

7 

Van ban Ira lai chap thuanh.);.:ic khOng chap thuan 
ye viec to chirc dai h8i et:Kt t3 chirc ton gido, to chirc 
ton giao true thu8c, to chir2 dtrgc cap chirng nhan 
clang 14 hoat &sing ton giao có dia ban hoot clOng 6. 
mot huy'n 

Phong N8i viii huyen 05 nam 

2 



f(tPd 

tY BAN , 
HUYEpt, 'BA ItIAA 

t..` 

;) 

QUY TRINH 
TUC: DE NGHI TO CHU'C CUOC LE NGOAI CO S6 

TON GIAO, DIA. DIEM HOP PHAP DADANG KY CO QUY 
MO 'lb CfliTC O' WIT HuYt N 

I. THANH PHAN HO SO (St) luvng 116 so': 01 bi)) 

- Van ban a nghi. (theoMh1334, Phylvc Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017). 

- Chuang trinh to claim cu6c IL 

- Dg kien thanh phan tham cuOc 

II. QUY TRINH 

Tiing thOi gian chuAn: 25 ngay lam viec ke tir ngay nhan dU h6 sa hop le. 

Stt 
BO pli4n 
thus hien 

Ni)i dung cong viec 
TWA gian 

chuan 

1 
Bo phan tiep 

tra ket qua 
nhan hos sa va 1 

- Xem x(:‘.t thanh phan h6 so' theo Danh myc h6 so' an nOp. 

+1\leu 116 so.  chLra day dU thanh phan: huong dan true tiep 
ye viec b.> tuc ho sa. 

+ Neu ho so day du thanh phan: Tiep nhan, ghi bien nhan, 
hp ngay tra ket qua. 

+ Chuyen 116 sa den Phong N6i vu. 

ngay 

PhOng Noi vu 
huyen 
220 

- Van thu Phong N6i vu tiep nhan h6 so' va chuyen den lanh 
phan c6ng chuyen vien thy 17. 

- Chuyer. vi3n thy 19: Tien hanh Tham dinh h6 so': 

+ Neu 11, so khong du dieu kien (hock chwa dam bao yeu 
cau con diclu chinh, bo sung): Lap Van,  ban thong bao ye 
viec khong du dieu kien hoac yeu eau dieu chinh, 1)6 
sung(NOi clung nay Uy quyen cho Truong Phong N'Oi vu V 
van ban th(ng boo). 

+ Neu 116 so.  du dieu kien: Du thao Van ban tra led chip 
thuan hoc,c khong chap thuan ye viec to chdc cu6c 16 ngoai 
co' s& ten giao, dia diem hop phap dadang k9 có quy mo to 
Chic CY na-.4 huyenva lap teY trinh trinh Uy ban nhan dan 
huyen 1(.9. 

nga y  

3 

UBND huyen 

Xem x.Lt k'' Van ban tra lbi chip thuan hoac khong chip 
thuan ve viec tO chirc cu6c 18 ngoai co' s& ton gido, dia diem 
hop phap Ziclang ky co quy mo to chtirc 6.  mot huyen theo 
not dung tri.th cita Phong N6i vu. 

Dong d',Th (Let qua], chuyen PhOng N6i vg huyen cap nhat 
thong tin theo dOi ,va chuyen [ket qua] den B6 phan tiep 
nhan ho S, i va tra ket qua. 

3 ngay 

Van phOng 
HDND va 
UBND huyen 

4 
Phong N6i vu 
huyen 

Van dm l'iiOng N6i vu huyen chuyen cho Chuyen vien phy 
trach 	vao s:) theo dOi va tra ket qua cho to chug yeu cau 
theo phi3, ..,,..n va yeu cau ky nhan. 

1 ngay 

1 



TG/ HO SO Lilt] TRU' 

Stt 

	

LI iig 	z, , 	.,_, 	., 	- 	..)„ 

	

2',.. 	,2' 	- 	• 

	

\4-ts><_—__ 	1.1 i...,iii he) so' 1, No'i lull trit chinh 
Thai gian 
lu'u hi0 

hanh 

1 Phie"u htrang clan hoan thicn ha sa Phong NOi vg. huy'n 05 nam 

2 S6 theo cidi he) so' Phong NOivv huy'41 05 nam 

3 
/ 	 I 

Giay tiep nhan ho so' ya hen u-a ket qua Phong NOi vu huy'n 05 nam 

4 
Phial kiem soat qua trinh gx,1 quyet ho sa (kern theo 

Ns ho so') 
Phong NOi vv huyn 05 nam 

5 
Ho so de nghi to chic h(ii nghi thdemg nien, dai h(yi 
dm to chic ton giao 

Phong MO Iry huyn 05 nam 

6 TO.  trinh UBND huyn Phong NOi v1,1 huy@i 05 nam 

7 

Van ban tra loci chdp thu.:— hoc khong chap thuan 
ye yi'ec to chic cuOc 16 ngodi co so' ton gido, dia. 
diem hop phap dadang kY,y CO quy mo to chic a mot 
huyen 

Phong NOi vu huyn 05 nam 

2 
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QUY TRiNH 
TIE ITC: BE NGHI GIANG DA0 NGOAI DIA BAN PHU 
TRACH, CO' SO TON GIAO, DIA DIEM HQP PHAP D'ADANG 
K\' CO QUY MO TO CHeC O MOT HUYt- N 

\ d> 

I. THA 	AN HO SO' So ltnyng ho so': 01 WO 

- Van ban de nghi. (theoMau1335, Phu lgc Nghi dinh se3, 162/2017/ND-CP ngdy 30/12/2017). 

- Chuang trinh to chirc. 

- NOi dung to 

- Du kien thanh phan tharn clic cuOc 16. 

II. QUY TRiNH 

Tiing thei gian chain: "?...) nv.ay lam viec ke tLr ngay nhan du 116 so hgp le. 

Stt 
BO phi-j'n 
thu'c hien 

NOi dung cong v* 
Thoi gian 

chuan 

1 
BO phan tiep 

y e 
nhan ho so va ,  
tra kt qui 

- Xem xet thanh phan he) so' theo Danh mych'o so' can nOp. 

+,Neu hO so' chtia day dpi thanh phan: huOng dan trot tiep 
viec bO ttic ho so. 

+ Neu 111 /4") :L).  clay du thanh phan: Tiep nhan, ghi bien nhan, 
hp ng;:ty L1- 1 ket qua. 

+ Chuyen ho so den Pheng NOi vv. 

1 ngay 

PhOng Noi vu 
huyen 
220 

- Van thu !'hong NOi vv tiep nhan ho so va chuyen den lanh 
phan con. Auyen vien thu 13'7. 

- Chuyen vien thu li: Tien hanh Tham dinh he) so: 

+ Neu h') so.  khong du,dieu kien (hoac chu'a dam bao yeu 
tali Coll a i,:3 1,1 chinh, ho sung): Lap Van ban thong bac! ye 
viec khOill! du dieu kien hoac yeu cau dieu chinh, bo 
sungAji dung nay Uy quyen cho Trtra.ng Phong N'Oi IT V 
van hcin au;ng bao). 

+ Neu l'..•. 	;o dfi dieu,  kien: Dv.  thao Van ban tra loci chip 
thuan ho .,:le khong chap thuan ve viec giang dap ngoai dia 
ban pl iv :1,e11, co' s6.  ton gido, dia diem hop phap dadang 14 
c6 quy ni3 16 chirc 6.  mot huyenva lap tO trinh trinh Uy ban 
nhan dein lluyen lgi. 

ngay 

UBND huyen 

33 

Xem xet :- :, Van ban tra lOi chip thuan hoac khong chap 
thuan ve viec giang dao ngodi dia ban phu trach, co se( ton 
gido, diu tli'em hgp phap dadang 14 co quy mo to chirc 6.  
mot huy.,:‘1.• :leo nOi clung trinh ciia Phang NOi vu. 

Dang Jilu I ket qua], chuyenPheng NOi vv huyen cap nhat 
thong tin theo cloi va chuyen [ket qua] den BO phan tiep 
nhanh) so• va tra ket qua. 

ngdy 

Van phOng 
HDND va 
UBND huyen 

4trach 
Phong NOi vu 
huyen 

van Ulu V.Ong NIOi vuhuyen chuyen cho Chuyen vien phu 
vnu sO Oleo dOi va tra ket qua cho to chirc yeu cau 

theo phiec len va yeu caulq nhan. 
1 ngay 

1 
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HO so' taut TRU' 

Stt 

-1-i Waal :1)AV 1 

	

1, ', 	- -17; &. mot: , 	/ •Z' 

	

a. , 	"/c) 	.,  
9,( -----------0 	ii..'u li -7,u/ ho so' 0 	oeA 

— 
Noi lu'u tat chinh 

Thin gian 
hru MO 

hank 

1 Phi6u haang dan hoan thin ho so Phong NOi vu huyn 05 nam 

2 S6 theo ddi h6 so.  Phong NOi vv. huyn 05 nam 

3 Gia.'y tie)) nhan ho sa va hcil Ira k3t qua Phong Ni vu huyn 05 nam 

4 
Phieu kiem sok qua trinh Llii guyet ho sa (kern theo 
b6 h6 so) 

PhOng NOi IT huy@a 05 nam 

5 
HO so' de nghi to chirc hOi nghi thuang nien, 4.i hOi 
cua to chirc ton giao 

Phong N6i vv huyn 05 nam 

6 Ti trinh UBND huyn Phong N6i Iry huyn 05 nam 

7 

Van ban tra 16.i chAp tht.i. 	hoac khong chttp thuan 
v'e viesc giang dao ngoai dia ban 1)4 trach, co so' ton 
giao, Oa diem hop phap dadang 14 co quy mo Co 
chtirc a mOt huyn 

PhOng NOi vu huysn 05 nam 

2 



QUY TRiNH 
THU TUC: THONG BAO TO CHITC QUYEN GOP NGOAI 
DIA BAN MOT XA NHUNG TRONG DIA BAN MOT HUYtN, 
TII XA, THANH PHO THUQC TINH CUA CO Si3 TIN 
NGIXING, TO CHITC TON GIAO, TO CHtiC TON GIAO 
TRE.IC THUOC 

I. THANH PHAN HO SO (Se; luvng ho so': 01 bO) 

- Van ban thong bac, (theoMLB47, Phu lvc Nghi dinh s8 162/2017/ND-CP ngay 
30/12/2017). 

- Yeu c'au, dieu kien thuc hien thU tuc hanh chinh: 

a) Truerc khi to chdc quyen g6p 10 ngay, co so• tin ngutng, to eh& ton gib:), to chIrc ton 
gido trirc thuOc to cladc quyen gOp ngoai dia ban mot xa nhung trong dia ban mot huyen, quan, thi 
xa, thanh pho thuOc tinh, thanh p16 thuOc thanh pho true thuOc trung uang c6 trach nhiem thong 
bao bang van ban den Phong NOi vy nai to chdc quyen gOp. 

b) Hoa.t dOng quyen gop cOa ca so• tin ngutng, to chdc ton gido, to chdc ton gido trip thuOc 
phai có so sach thu, chi bao darn c3ng khai, minh bach. Tai san 	quyen gop phai dugc quan 1Y, 
sir dung dung muc dich dd thong bao, phvc vU cho hoat dOng tin ngutng, hog dOng ton gido va tir 
thien xa hOi. 

c) Khong duxc lgi dung !;t111-1 nghia 	ser tin ngutng, to chdc ton gido, to oh& ton gido 
trkrc thuOc de quyen gop nham trttc 1qi hoc trai mite dich quyen gop. 

II. QUY TRINH 

Tiing thiYi gian chuiin: 10 ngdy lam viec ke tir ngdy nhdn dU h6 so h9p 1e. 

Stt 
BO phan .,, Thai 
thkrc hien chufin 

NOi dung cong vt 
gian 

1 
BO phdn tiep 
nhan ho sa va , 	. 
tra ket qu 

- Xem N(.' t thanh phlin ho sa theo Danh mvc ho so• can nOp. 

+,Neu IlL. sa chua day dO thanh phAn: hutng an trip tiep 
ye viec b6 tuc ho so.. 

+ Neu 118 sa da y du thanh Oran: Tiep nhdn, ghi bien nhdn, 
hen ngay u. 	ket qua. 

+ Chuyen he) sa den Phong NOi vv. , 

1 ngay 

Phong N8i vu
2 

huyen 

- Van thu Phong NOi vu tiep nhdn ho so va chuyen  den lanh 
phan cone chuyen \Tien thy 1Y. 

- Chuyel \'ien thy ly: Tien hanh ThAm dinh 118 so: 

+ Neu 11C) so• khOng du dieu kien (hojc chwa darn bao yeu 
cats CC;11 jiCitt chinh, h'd sung): Ldp Van ban thong bao ye 
yiec 	kh6;,1.1 du dieu kien hodc yeu cull dieu chinh, bo 
sungAji dung nay Uy quyen cho Trtrang Phong AIN vu 4 
van ban ti';‘;ng Mu). 

+ Neu 116 so• dU dieu kien: Dv thao Van ban xac nhdn ye 
yiec tiep nlidnihOng bao t6 ch(rc quyen gap ngoai dia ban 
mot xd if :Jong, trong dia ban mOt huyen, thi xa, thanh pho 
thuOc tiri: dm co s6 tin ngutng, to chdc ton giao, to chdc 
ton giao '.1-krc thuOcva ldp tey trinh trinh Uy ban nhdn dan 
huyen Ly. . 

6 ngay 

1 



Stt Ten bieu 

1 Phiau huang Can hoan th 

2 So theo ddi ho so' 

3 Giay tiep nhan ho so ya 1' 

4 
Phiau kiem soat qua trinl; 
bO 1-16 sa) 

Ho so' de nghi to chirc hO 
cua to chirc ton gido 

6 Ti trinh UBND huyen 

7 

Van ban xac nhan N/( 'H 

chirc quyen g6p ngoai d 
dia ban inOt huyen, thi x; 
co so' tin ngutng, to cht'r, 
truc thuOc 

:iu/ hos' so' No'i lu'u tr.& chinh 
Thai gian 
ltru hien 

hanh 

116 so' Phong NOi vu huyen 05 nam 

Phong NOi vu huyen 05 nam 

tra ket qua Phong NOi vu huyen 05 nam 

Lii quyet ho so' (kern theo 
Phong NOi vv huyen 05 nam 

Oi thuong nien, dal hOi 
Phong NOi vu huyen 05 nam 

PhOng, NOi vu huyen 05 nam 

tiep nhan thong bao to 
ban mot xd nhung trong 
.hanh pho thuOc tinh cUa 
-)n giao, to chdc ton gido 

Pilot-1g NOi viii huyen 05 nam 

t;1 

ILL 

t. 

Stt 9.1n*io,,, 
4thirfhTe. 1\ 

(--) 7.r.) 	__4,:. Ni),\ 
Nt)ii dung cong viee 

0 \ 

Thai gian 
chat' 

3 

1.., / g... 	;''''', 
1 	.'X -' m 
( 

i \ 	-..5 ,̀:3,-.._(7- --__'- ,- 	/ 1-• • 	t,4;,..ir 	/ (-) 
b.̀,VVD- huy oC>,,ban 

.N.1...-.7.1 	'fr 2,-..." 

)1m xet :•: 	Van bun xac nhan ye yiec tiep nh:anthong bao 
-.1tfi chirc cuyen Op ngoai dia ban mot xa nhung trong dia. 

! 
mot iluyen, thi xd, thanh pho thuoc tinh cua co' so( tin 

nguang. t '') cht'rc ton giao, to chdc ton gido true thuOctheo 
nOi dung trinh cita Phong NOi vu. 

Dang dCtu [ket qua], chuyen Phong NOi Yu huyen cap nh4t 
thong tin theo deii ya chuyen [ket qua] den BO phian tiep 
nhan hO so' ya tra kat qua. 

2ngay 

Van phOng 
HDND ya 
UBND huyen 

4huyen 
Pilot-1g NOi vu 

Van Ulu.  Hong NOi vuhuyen chuyen cho Chuyen vien phu 
trach 	\'ll) so theo doi va tra ket qua cho to chtirc yeu cau 

. 	4 

theo pilict; hen va yeu cau icy nhan. 
1 ngay 

III. BIEU MAU AP DkriN ;/ HO SO WU TRU' 

2 



0  

//1,C;<\ 	

\ 

• \ 
\ -7 

PHO 

NO1 Vl) 

JgNG-T13 

17JY BAN NH DAN 
HUYtN BAU BANG 

DANH MUC BItU MAU/ HO SO' AP DUNG 
PHONG NOI VU 

Stt Ten  bieu mau/ho so' 
Co.  quan 
ban hanh 

Noi hru tar 
chinh 

TWA 
gran ltru 

toi da 

1  

2 

3 

Gidy tip nhan 11.6 so va hen tra. ke't 
qua 

BO Wo soy can nop 

Chinhphil Phong NOi vu 

Phong NOi vu 

Phong NOi vv 

05 nam 

D6n khi 
ha hiu 
hic 

Ha so 

Van ban phap 
14t quy dinh  

Chinh phi l S6 theo deii ho so 

4 

5 

Phi6u huang dan hoan thin bh so 

Phial kiem soat qua trinh giai 
quyet ho so 

Chinh phu 

Chinhphu 

Phong NOi vu 

Phong NOi vu 

05 nam 

05 nam 

6 Te/ trinh Phong NOi vu Phong NOi vu 05 nam 

7 COng van 

Quy6t dinh 

UBND hu)*-1 Phong Ni)i vv. 

Phong NOi Iry 

05 nam 

C"nam 8 UBND huyn 

Bau Bang, ngay A o thang g nam 2018 

VI? TRUbNG PHONG 
PHO TRIJ6NG PHONG 

Nguyen Minh Tam 

Bau Bang, ngay/g thang • nein? 2018 

TM. fTY BAN NHAN AN HUYEN 
ra. CHU T H 
PHO C TICH 

V5 Thanh Giau 



LONG HOA XA HOI CHU NGHIA ViET NAM 
D(ic 14p - Tar do - Hph phtic 

H MIX VAN BAN QUY PHAM PHAP LU :AT VA VAN BAN LIEN QUAN 
PHONG NQI V•  U 

Stt 
Lo0 van 

ban 
So van ban Trich ytu not dung van ban 

Ngay ban 
hanh 

Co.  quan ban 
hanh 

Ngay hieu laic 

I. LINH VVC THI DUA - KHEN THU'ONG 

1 Lust 15/2003/QH11 Quy dinh v.6 thi dua, khen thuong 26/11/2003 Que)c hOi 7/01/2004 

2 LI* 47/2005/QH11 
Sira d6i, be) sung mot s6 di.'6u dm LuSt thi 
dua, khen thuarng 

14/06/2005 Quoc hOl 27/06/2005 

3 Lust 39/2013/QH13 
LuSt sira d6i, 1)6 sung mot s6 di'eu dm LuSt 
thi dua khen thixo , 	ng 

16/11/2013 Quoc hOi 6/01/2014 

4 Nghi dinh 42/2010/ND-CP 

Quy dinh chi fi let thi hanh mot se) di6u caa 
LuSt Thi dua, Khen thuarng va Lust sira 

, 	, 	• 	• 
doi, bo sung mot so dieu dm Lust Thi dua, 
Khen thithng 

15/04/2010 Chinh pith 6/01/2010 

5 Nghi dinh 39/2012/ND-CP 

Sira d6i, b6 sung mot s6 diL dm Nghi 
dinh s6 42/2010/ND-CP ngay 15 than 4 
nam 2010 oh Chinh pha quy dinh chi tit 
ngay 15 thang 4 nam 2010 dm Chinh phi] 
quy dinh chi tit thi hanh mot s6 di&L dm 
LuSt thi dua, khen thtre'eng \fa LuSt 

27/04/2012 Chinh phil 20/06/2012 



6 
7

q:-/- 1 
„-4-,--/ 

Ngli .• 

0-. , \:k 	, A z  

• 
'.s.. 

, 	14/ND-CP 

: ' 	./- 

quy dinh chi tiet thi hanh Luat sira ai, b6 
sung mot so di'L dia. Luat thi dua, khen 
thuong nam 2013 

01/07/2014 Chinh phil 20/08/2014 

7 

-.11---.' ‘,:\-1,6, - 	--- 	
-; -.-.''' ?. -i. 
r Huang clan vi& trich lap, quanl'y va six 

dicing Quy thi dua, khen thuang theo Nghi 
dinh so 42/2010/ND-CP ngay 15/4/2010 
cua Chinh phi). quy dinh chi tiet thi hanh 
mot so di'eu dm Lust Thi dua, Khen 
thuong 

/05/2011 BO Tai chinh 08/07/2011 

8 Thong to 07/2014/TT-BNV 

Huong clan thi hanh mot so di'eu dm nghi 
dinh se) 42/2010/ND-CP ngay 15 thang 4 
nam 2010 dm chinh phil quy dinh chi tiet 
thi hanh mot WC') dikt cua luat thi dua, khen 
thuang va 111'4 sira de)i, bo sung mot so 
di'L dm luat thi dua,khen thuang, nghi 
dinh so 39/2012/ND-CP ngay 27 thang 4 
nam 2012 ciia chinh phil sira ai, be) sung 
mot so diL dm nghi dinh so 
42/2010/ND-CP ngay 15 thang 4 nam 
2010 cila chinh phu va nghi dinh s'('') 
65/2014/ND-CP ngay 01 thang 7 nam 
2014 dm chinh phil quy dinh chi tiet thi 
hanh luat sira d6i, b6 sung mot soc  diki dm 
luat thi dua, khen thu*ng nam 2013 

29/08/2014 BO NOi IT 15/10/2014 
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_?.V 

V6 v* ban hanh Quy the cong nhan cac 
danh hi'eu van boa, dat chuAn van boa, dat 
chuAn van minh do thi tren dia ban tinh 
Binh Duong 

01/08/2016 UBND tinh 10/08/2016 

10 Quyet dinh 23/2015/QD-UBND 
Quy dinh v.6' tong tat Thi dua

' 
 khen 

thuang tren dia ban tinh Binh Duang 
6/01/2015 UBND tinh 08/06/2015 

II. LINH VIVC TON GIRO 

1 Phap lenh 
21/2004/PL- 
UBTVQH11 

Quy dinh ve Tin nguang, Ton gido 18/06/2004 UBTVQH11 15/11/2004 

2 N hi dinh 92/2012/ND-CP 
k va bien phap thi hanh quy dinh chi ti 

• 	 • 
Phap lenh tin nguong, ton giao. 

18/11/2012 Chinh phi]. 01/01/2013 

3 ThOng tax 01/2013/TT-BNV 
huong clan sir dung biL mau v6' tha tvc 
hanh chinh trong link vvc tin nguong, ton 
gido. 

25/03/2013 BO NOi vu 15/05/2013 

III. LINH VIVC I-101N.T BONG TO CHlifC 110I 

1 Nghi dinh 45/2010/ND-CP 
Quy dinh v6' t6 elide, boat Ong va quan 13'T 
1104i 

21/4/2010 Chinh phi]. 01/7/2010 

2 Nghi dinh 33/2012/ND-CP 

Sim d6i, b6 sung mot se) diL dm Nghi 
dinh 45/2010/ND-CP ngay 21/4/2010 cua 
Chinh phi' quy dinh ye to chic, hoat dOng 
va quan IST ht5i 

13/4/2012 Chinh phil 01/6/2012 

3 Quyet dinh 3499/QD-UBND 

ty quy6'n d6 Chi' tich tJ' y ban nhan dan 
huye'n, till. x'a cho phep thank lap hOi co 
pham vi boat gong trong xa, phuang, thi 
trdn tinh Binh Ducmg. 

11/09/2010 UBND tinh 11/09/2010 
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Quy dinh chi tik thi hanh Nghi dinh so 
45/2010/ND-CP ngay 21/4/2010 
cua Chinh phu quy dinh yd to ch*c, hog 
gong va quan 13'T h(')i va Nghi dinh so 
33/2012/ND-CP ngay 13 thang 04 na'm 
2012 sua doi,b6 sung mot se) di'L dm 
Nghi dinh s6 45/2010/ND-CP. 

16/4/2013 BO NOi iry. 01/6/2013 

5 Thong tux 03/2014/TT-BNV 

Sira doi thong tux so 03/2013/TT-BNV 
ngay 16/4/2013 dm BO trueyng BO NOi vii 
quy dinh chi filet thi hanh Nghi dinh se') 
45/2010/ND-CP ngay 21/4/2010 dm 
Chinh phil quy dinh v'e to chi:rc, hog d'Ong 
va quail. Vi.  hOi va Nghi dinh so 
33/2012/ND-CP ngdy 13/4/2012 dm 
Chinh phii sira d6i, b6 sung mot so di'eu 
nghi dinh so 45/2010/ND-CP 

19/06/2014 BO NOi vv. 08/08/2014 

IV. LINK VVC TO ClItt HANH CHINA, DON VI S NGHIEP CONGLO 

1 Nghi dinh 55/2012/ND-CP 
Quy dinh v6 thanh 14, to chirc lqi, giaith6 
dun vi six nghi0 cong 14p. 

28/6/2012 Chinh phii 
Co hien lcrc tit ngay 

15/8/2012 

2 Nghi dinh 55/2012/ND-CP 
Quy dinh ve thanh14, to chirc 14i, giai the 
dun vi sir nghi0 cong lap. 

28/6/2012 Chinh phil 
Co hien lvc tir ngay 

15/8/2012 

3 Nghi dinh 55/2012/ND-CP 
Quy dinh ve thanh lap, to chircl4i, giai the 

u dn vi sty nghi0 congl4p. 
28/6/2012 Chinh phtl 

Co hien lirc tir ngay 
15/8/2012 



Vo Thenh Giau 

Ngay 	thang 9 am 2018 
TM. UY BAN NHAN AN HUYEN 

CHU T CH 
PHO C TICH 

Ngay /(C) Mang g Wain 2018 
TRIfaNG PHONG 

PHO TRUING PHONG 

Nguy8n Minh Tam 

4 Nghi dinh 55/2012/ND-CP 
Quy dinh v'e thanh lap, to chirc lai, giai th6 
don vi six nghi0 tong lap. 

28/6/2012 Chinh phit 
Co hi@l1pc tit ngay 

15/8/2012 

IV. VAN BAN LIEN QUAN 

1 Quyet dinh 3181/QD/UBND 

Cong b6 thil tpc hanh chinh mot thil tpc 
hanh chinh sira doi, b6 sung thut)c thAm 
quy6'n giai guy& dm UBND cdp huyn, 
cap xa ten dia ban tinh Binh Dtrung 

16/11/2016 
UBND tinh 
BInh Duung 

Co hie.ulpc tir ngay 
16/11/20 
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