I. LINH VUC THI PUA KHEN THUONG (05 tha tuc)
1. Thu tuc tang gidy khen ctia Chi tich UBND cap xa vé thuc hién nhiém

vu chinh trij
Tén thu tuc

Linh vuc
Co quan
thuc hién
Cach thire
thwe hién
Péi twong
thue hién

Trinh tw
thuc hién

Thoi han
giai quyeét
Phi

Lé Phi

Thanh phan
ho so

S6 lwong hs
Yéu cau -
dieu kién

Can cwr phép
ly

Biéu miu
dinh kem
Két qua TH

Thii tuc ting gidy khen ciia Chii tich UBND cép x4 vé thuc hién
nhiém vu chinh tri
Thi dua - khen thudng

UBND cép x4, phuong, thi tran.

Nop hd so truc tiép tai UBND cép x4 hodc thong qua hé thong buu
chinh.

To chue

Budc 1. Can bo 1am cong tac thi dua, khen thudng tiép nhan dé nghi
khen thudng cua cac don vi tryc thudc.

Budc 2. Tham dinh ho so, béo cao Hoi dong thi dua khen thuéng cing
cap, tong hop trinh Chu tich UBND cép x4 quyét dinh khen thudng.
Budc 3. Khi ¢6 Quyét dinh ctia Chi tich UBND cap x4, can bo lam
cong tac thi dua, khen thudng viét bang, déng dau va cip phat cho don
v1 trinh khen.

Co quan thi dua, khen thuong tham dinh ho so khen thudng va trinh cap
c¢6 tham quyén trong thoi han 20 ngay lam viéc, ké tir ngay nhan do ho
so theo quy dinh.

Khdng co.
Khéng cé.

- Vin ban dé nghi kém theo danh sach tap thé, ca nhan duoc dé nghi
ting Gidy khen;

- Béo cdo thanh tich do tap thé, c4 nhan duoc dé nghi khen thudng lam,
trong d6 ghi rd thanh tich dé dé nghi khen thuong;

- Bién ban xét khen thudng.

01 bo

Chu thé 1a tap thé, ca nhan c6 thanh tich dugc dé nghi khen thudng.

- Ludt thi dua, khen thuong ngay 26 thang 11 nam 2003;

- Lut stra d6i, bd sung mot s6 diéu cua Luat thi dua, khen thudng ngay
14 thang 6 nam 2005;

- Lut stra d6i, bd sung mot s6 diéu cua Luat thi dua, khen thuong ngay
16 thang 11 nam 2013;

- Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 cta Chinh pha quy dinh
chi tiét thi hanh mot sé diéu cua Luat thi dua, khen thudng;

- Thong tu s6 02/2017/TT-VPCP ngay 31 thang 10 ndm 2017 ciia Van
phong Chinh pht huéng dan vé nghiép vu kiém soat thi tuc hanh chinh.

Quyét dinh ctia Chu tich UBND cép x4 ting Gidy khen.
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2. Thi tuc ting Giay khen cia Chi tich UBND cap x& vé thanh tich thi
dua theo dot hoac chuyén de.

Tén thi tuc
Linh vuc

Co quan thuc
hién

Cach thuc thuce
hién

Péi twong thuc
hién

Trinh tw

thue hién

Thoi han giai
quyét

Phi

Lé Phi

Thanh phéan hd
SO

S6 lwong HS

Yéu cau PK

Cian cir phép ly

Bi¢u miu PK
Keét qua thue
hién

Thii tuc ting Giy khen ciia Chii tich UBND cap xa vé thanh
tich thi dua theo d¢t hoac chuyén de
Thi dua - khen thudng

UBND cép x4, phuong, thi tran.

Nop hd so truc tiép tai UBND x3 hoic thong qua hé théng buu
chinh

To chuce

Budce 1. Can b 1am cong tac thi dua, khen thudng tiép nhan dé nghi
khen thudng cua cac don vi truc thudc.

Budc 2. Tham dinh ho so, bao cdo Hoi déng thi dua khen thudng
cung cp, tong hop trinh Chu tich UBND cép xi quyét dinh khen
thudéng

Budc 3. Khi c6 Quyét dinh ciia Chu tich UBND cip x3, can bo lam
cong tac thi dua, khen thuong viét bang, dong dau va cip phat cho
don vi trinh khen.

Co quan thi dua, khen thuong tham dinh ho so khen thuong va trinh
cap c6 tham quyén trong thdi han 20 ngay lam viéc, ké tir ngdy nhan
da ho so theo quy dinh.

Khong

Khdng

- Vin ban dé nghi kem theo danh sach tap thé, ca nhan dugc dé nghi
ting Gidy khen;

- Bdo cao thanh tich do tap thé, c4 nhan duogc dé nghi khen thuéng
lam,trong d6 ghi rd thanh tich dé d& nghi khen thudng;
- Bién ban xét khen thudng.

01 bo

Chu thé 1a tap thé, ca nhan co thanh tich duoc dé nghi khen thudng.
- Luat thi dua, khen thuong ngay 26 thang 11 nam 2003;

- Luét stra d6i, bd sung mot s6 diéu cua Luat thi dua, khen thudng
ngay 14 thang 6 nam 2005;

- Luat stra doi, bd sung mot sb diéu cua Luat thi dua, khen thudng
ngay 16 thang 11 nam 2013;

- Nghj dinh s6 91/2017/ND—CP ngay 31/7/2017 ctia Chinh phu quy
dinh chi tiét thi hanh mot s6 diéu cua Ludt thi dua, khen thuong;

- Thong tu s6 02/2017/TT-VPCP ngay 31 thang 10 nim 2017 cua
Vin phong Chinh phi huéng dan vé nghiép vu kiém soat thil tyc
hanh chinh.

Quyét dinh ctia Chu tich UBND cap xa ting Giy khen.
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3. Thi tuc ting Giay khen ciia Chii tich UBND cép xa vé thanh tich dot xuat

Tén thu tuc
Linh vuc

Co quan thuc hién
Céch thwee TH
Péi twong TH

Trinh tu thuc
hién

Thoi han giai
quyet

Phi

Lé Phi

Thanh phan hé so

S6 lwong bd HS
Yéu cau - PK

Can cu phap ly

Biéu mau DK

Két qua thue hién

Thi tuc ting Gidy khen ciia Chi tich UBND cip x4 vé thanh
tich dot xuat

Thi dua - khen thuong

UBND cép xA.

Nop h so truc tiép tai UBND cép x4 hodc thong qua hé thong buu chinh.
T6 chirc

Budc 1. Can bo 1am cong tac thi dua, khen thudng tiép nhan dé nghi
khen thuong ctia cac don vi truc thudc.

Budc 2. Tham dinh ho so, bao cdo Hoi déng thi dua khen thudng
cung cp, tong hop trinh Chu tich UBND xa quyét dinh khen
thudng.

Budc 3. Khi ¢6 Quyét dinh ctia Chi tich UBND cip x4, can bo lam
cong tac thi dua, khen thudng viét bang, dong dau va cip phat cho
don vi trinh khen.

Co quan thi dua, khen thuong tham dinh ho so khen thuong va trinh
cap c6 tham quyén trong thoi han 20 ngay lam viéc, ké tir ngay nhan
da ho so theo quy dinh.

Khong

Khdng

- Van ban dé nghi kém theo danh sach tap thé, ca nhan dugc dé nghi
tang Gidy khen;

- Bé4o céo thanh tich do tap thé, ca nhan duoc dé nghi khen thudng
1am, trong d6 ghi 1 thanh tich dé dé nghi khen thudng;

- Bién ban xét khen thudng.

01 bo

- Chu thé 1a tap thé, ca nhan c6 thanh tich dugc dé nghi khen thudng.

- Lut thi dua, khen thuong ngay 26 thang 11 nam 2003;

- Lut stra d6i, bd sung mot s6 diéu cta Luat thi dua, khen thudng
ngay 14 thang 6 nam 2005;

- Luét stra d6i, bd sung mot sé diéu cua Luat thi dua, khen thudng
ngay 16 thang 11 nam 2013;

- Nghi dinh s6 91/2017/NB-CP ngay 31/7/2017 ctia Chinh phu quy
dinh chi tiét thi hanh mdt s6 diéu ciia Luat thi dua, khen thudng;

- Thong tu s6 02/2017/TT-VPCP ngay 31 thang 10 nam 2017 cua
Vin phong Chinh phii huéng dan vé nghiép vu kiém soat thu tuc
hanh chinh.

- Co quan thi dua, khen thuong tham dinh hd so khen thuong va
trinh cap c6 thdm quyén trong thoi han 20 ngay lam vige, ke tir ngay
nhén du ho so theo quy dinh



4.Thi tuc ting Giay khen ciaia Cha tich UBND x4 cho gia dinh

Tén thi tuc
Linh vuc

Co quan thuc
hién

Cach thire thuce
hién

Péi twong TH

Trinh ty thye
hién

Thoi han giai
quyét

Phi
Lé Phi

Thanh phan HS

S6 lwong bd HS

Yéu cau PK

Can cu phap ly

Biéu miu dinh
kem

Két qua thue
hién

Thii tuc ting Gidy khen ciia Chii tich UBND cép x4 cho gia dinh
Thi dua - khen thudng

UBND cap x4.

Nop hd so truc tiép tai UBND cip xa hoic thong qua hé théng buu
chinh.

T6 chirc

Budc 1. Can bo lam cong tac thi dua, khen thuong tiép nhan dé nghi
khen thudéng cua cac don vi tryc thudc.

Budc 2. Tham dinh ho so, bdo cao Hoi dong thi dua khen thudng cling
cap, tong hop trinh Chu tich UBND x4 quyét dinh khen thudng.

Budc 3. Khi ¢6 Quyét dinh ciia Cha tich UBND cap x4, can bd lam cong
tac thi dua, khen thuong viét bang, dong dau va cap phat cho don vi
trinh khen.

- Co quan thi dua, khen thudng tham dinh ho so khen thuéng va trinh
cap c6 tham quyén trong thoi han 20 ngay lam viéc, ké tir ngay nhan du
hd so theo quy dinh.

Khong

Khéng

- Vian ban dé nghi kém theo danh sach gia dinh duoc dé nghi tang Gidy
khen;

- Bao céo thanh tich do gia dinh duoc dé nghi khen thuong 1am, trong
d6 ghi rd thanh tich dé dé nghi khen thuong;

- Bién ban xét khen thuong.

01 bd

- Chu thé 1a gia dinh c6 thanh tich duoc dé nghi khen thuong.

- Luat thi dua, khen thudng ngay 26 thang 11 nam 2003;

- Luat stra d6i, bd sung mot sb diéu ciia Luat thi dua, khen thuéng ngay
14 thang 6 nam 2005;

- Luat stra d6i, bd sung mot s6 diéu cua Luét thi dua, khen thudng ngay
16 thang 11 nam 2013;

- Nghi dinh s 91/2017/ND-CP ngay 31/7/2017 ctia Chinh phu quy dinh
chi tiét thi hanh mot s diéu ctia Luat thi dua, khen thudng;

- Thong tu s6 02/2017/TT-VPCP ngay 31 thang 10 nim 2017 cia Vin
phong Chinh pht hudng din vé nghiép vu kiém soat thu tuc hanh chinh.

- Quyét dinh cta Chu tich UBND cép xa tang Gidy khen.
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5. Tha tuc xét tang danh hiéu Lao dong tién tién

Tén thi tuc
Linh vuc

Co quan thuc
hién

Cach thire thuce
hién

Péi twong thuc
hién

Trinh ty thye
hién

Thoi han giai
quyét

Phi

Lé Phi

Thanh phan hb so
S6 lwong bd hd so

Yéu ciu - diéu
kién

Can cu phap ly

Biéu miu dinh
kem

Két qua thue hién

Thii tuc xét ting danh hiéu Lao déng tién tién
Thi dua - khen thuong

UBND cép xA.

- Nop hd so truc tiép tai UBND x4 hodc thong qua hé théng buu
chinh

T4 chirc

Budc 1. Can bo 1am cong tac thi dua, khen thudng tiép nhan dé
nghi khen thudng cua cac don vi tryc thudc.

Budc 2. Tham dinh hd so, bio cdo Hoi dong thi dua khen
thudng cung cap, tong hop trinh Chu tich UBND x4 quyét dinh
khen thudng.

Budc 3. Khi ¢6 Quyét dinh ctia Chu tich UBND cap x4, can bo
lam cong tac thi dua, khen thuong viét bang, dong dau va cap
phat cho don vi trinh khen.

Co quan thi dua, khen thudng tham dinh hd so khen thudng va
trinh cdp c6 tham quyén trong thoi han 10 ngay lam viéc, ké tir
ngay nhan du hd so theo quy dinh

Khong

Khong

- Vin ban dé nghi kém theo danh sach ca nhan dugc dé nghi
tdng danh hiéu Lao dong tién tién;

- Bién ban binh x¢ét thi dua.

01 bo

- Chu thé 1a c& nhan c6 thanh tich duoc dé nghi khen thuong.
- Luét thi dua, khen thuong ngay 26 thang 11 nam 2003;

- Lut stra d6i, bd sung mot s6 diéu cua Luat thi dua, khen
thuong ngay 14 thang 6 nam 2005;

- Lut stra d6i, bd sung mot s6 diéu cua Luat thi dua, khen
thudéng ngay 16 thang 11 nam 2013;

- Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 cta Chinh phu
quy dinh chi tiét thi hanh m6t s6 diéu ctia Luét thi dua, khen
thuong;

- Thong tu s6 02/2017/TT-VPCP ngay 31 thang 10 nim 2017
ctia Vian phong Chinh phii hudng dan vé nghiép vu kiém soét
thu tuc hanh chinh./.

Quyé't,dinh cua Chu tich UBND céip xa tang danh hi¢u Lao dong
tién tién.



1. LINH VUC PHO NG CHONG THAM NHUNG (04 thii tuc)
1. Thi tuc ké khai tai san, thu nhap

Tén thi tuc
Linh vuc

Co quan thuc
hién

Cach thire
thwe hién

Poi twong TH

Trinh tu thue
hién

Thoi han
gidi quyet

Thu tuc Ké khai tai san, thu nhap

Phong, chdng tham nhiing

Co quan hanh chinh nha nuéc cac cap, cac don vi su nghiép cong 1ap
thudc co quan hanh chinh nha nudc, cac doanh nghi€p nha nudc phai
thuc hién t6 chuc trién khai viée ké khai tai san, thu nhap.

Vi¢c ké khai tai san, thu nhap duogc tién hanh tai co quan, don vi cua
nguoi co6 nghia vu phai ké khai.

T6 chirc hodc c4 nhan

- Buoc 1: Co quan, t6 chirc, don vi ban hanh vin ban t6 chuc trién khai viée
ké khai;

- Bude 2: B phan phu trach cong tac td chirc, can bd tién hanh trién khai viéc ké
khai:

+ Lap danh sach Ngudi c6 nghia vy ké khai cua co quan, t6 chuc, don vi
minh, trinh nguoi ding dau co quan, t6 chtrc, don vi phé duyét; danh sach
phai x4c dinh rd dbi tuong thudc cap uy quan ly, d6i tuong thudc cap trén
quan 1y, d6i tuong thudc co quan, to chirc, don vi quan 1y;

+ Gui danh sach Nguoi co nghia vy ké khai dén cac co quan, TC, don vi truc
thudc;

+ Gri mu Ban ké khai tai san, thu nhap (sau ddy goi 1a Ban ké khai), huéng dan
va yéu cau nguoi cd nghia vu ké khai thuc hién viéc ké khai tai san, thu nhap.
- Budc 3: Nguoi c6 nghia vu ké khai phai hoan thanh viéc ké khai trong thoi
gian 10 ngay ké tir ngdy nhan duoc miu ban ké khai, nép 01 ban vé bo phan
phu trach cong tac TC, can by va luu c4 nhan 01 ban. Truong hop tai thoi
diém ké khai, nguoi c6 nghia vu ké khai khong thé tién hanh ké khai ding
thoi han vi Iy do khach quan thi viéc ké khai c6 thé dugc thuc hién trudc hoac
sau thoi diém quy dinh cua co quan, TC, BV (voi thoi gian gan nhat).
- Bude 4: Bo phan phuy trach cong tac to chitc, can bo tiép nhan, kiém tra, sao
luc, gui, luu, quan 1y Ban ké khai nhu sau:

+ Trong thoi han 07 ngay lam viéc (ké tir ngdy nhan duoc Ban ké khai)
kiém tra tinh day dii vé noi dung phai ké khai; truong hop Béan ké khai chua
dung quy dinh (theo mau) thi yéu cau ké khai lai, thoi han ké khai lai 1a 03
ngay lam viéc ké tir ngdy nhan duoc yéu cau;

+ Sao luc, gui va luu Ban ké khai nhu sau: Gui ban chinh dén Ban t6 chirc

bang, 01 ban sao dén co quan Uy ban kiém tra cua cap uy DPang quan ly
nguoi ké khai, néu ngudi d6 13 can bo thudce dién cap uy quan ly (theo phan
cap quan ly can bg). Gui ban chinh dén co quan to chie cép trén d6i vOi
nguoi ké khai do cip trén quan 1y (hodc giri ban sao néu ngudi d6 thude cap
iy quan 1y). Giri ban sao dén co quan, t6 chitc, don vi noi s& cong khai Ban
ké khai dé thuc hién viéc cong khai theo quy dinh; sau khi cong khai, luu ban
nay cung ho so ctia ngudi c6 nghia vu ké khai tai co quan minh.
Thoi gian ké khai cham nhat 1a ngay 30 thang 11 hang niam; viéc ké khai tai
san, thu nhap phai hoan thanh cham nhét 1a ngay 31 thang 12 hang nim. Viéc
giao nhan Ban ké khai phai hoan thanh chim nhat vao ngay 31 thang 03 cia
nam sau.



Phi

Lé Phi
Thanh phin
ho so

S6 lwong bd
ho so

Yéu cau -
dieu kién

Can cir phép
ly

Biéu miu
dinh kém

Két qua
thuc hién

Hb so gdm co:

1. Céc vén béan chi dao to chire trién khai thyc hién viéc ké khai;

2. Danh sach ddi tuong phai ké khai theo quy dinh;

3. Ban ké khai tai san, thu nhap, ban sao ban ké khai theo quy dinh;
4. S6 theo ddi viéc giao, nhan Béan ké khai;

5. Danh sach nhimg ngudi di ké khai, bao céo két qua ké khai.

01 bd

1. Nguoi c6 nghia vu ké khai tai san, thu nhép phai ké khai trung thuc,
dﬁy du, ro rang, dang thoi han cac thong tin vé s luong, gia tri tai san,
thu nhap va nhitng bién dong vé tai san phai ké khai va tu chiu trach
nhiém vé nhiing thong tin da ké khai.

2. Tai san, thu nhap phai ké khai gém tai san, thu nhap thudc so hiru
hoac quyén st dung cua ban than, ciia vg hoac chéng va con chua thanh
nién (con dé, con nudi theo quy dinh ctia phap luat) tai thoi diém hoan
thanh ban ké khai tan san, thu nhap

3. Gia tri tai san, thu nhap ké khai dugc tinh béng tién phai tra khi mua,
khi nhan chuyén nhuong, xay dung hodc gia tri wéc tinh khi dugc cho,
tang, thira ké.

4. Viéc ké khai, giai trinh nguon gdc tai san tang, giam thyc hién theo
mau Ban ké khai tai san, thu nhap (phu luc IT) va Huéng dan ké khai tai
san, thu nhap (phu luc IIT) ban hanh kém theo Thong tu s6 08/2013/TT-
TTCP.

Nghi dinh s6 78/2013/ND-CP ngay 17/7/2013 ctia Chinh phu vé minh
bach tai san, thu nhap; Thong tu s6 08/2013/TT-TTCP ngay 31/10/2013
ctia Thanh tra Chinh pht huéng dan thi hanh cic quy dinh vé minh bach
tai san, thu nhap.

File mau:

Ban hanh kém theo Thong tu s6 08/2013/TT-TTCP ngay
31/10/2013 cua Thanh tra Chinh phit huéng dan thi hanh cac quy dinh
vé minh bach tai san, thu nhap. | Tai vé

Ban ké khai tai san, thu nhap.


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2018_09/1537064931_Phu_luc_cac_mau_van_ban-PCTN_-_TT08-.doc

2. Thi tuc xac minh tai san, thu nhap

Tén thu tuc
Linh vuc

Coquan TH

Cach thioe TH
Péi twong TH

Trinh ty thuc
hién

Thi tuc Xac minh tai san, thu nhép
Phong, chdng tham nhiing

Co quan thanh tra nha nudc cac cip, bd phan phu trach cong tac
thanh tra ndi bo, td chirc can bd trong cac doanh nghiép nha nudc.

Xéc minh tai san, thu nhap dugc thuc hién tai cac co quan, t6 chuc, PV

T6 chirc hodc c4 nhan
- Buée 1: Co quan, tO chirc ¢6 thim quyén ban hanh quyét dinh
xac minh:

1. Ban thuong vu cip iy cac cap quyét dinh xac minh d6i v6i nguoi
du kién dugc xac minh la can bo thude dién cap minh quan 1y theo
quy dinh vé phan cap quan ly can by cua Dang. Ban thuong vu dang
iy cap huyén quyét dinh xac minh d6i v6i ngudi du kién duoc xéac
minh la can bg thudc dién Dang uy xd, phuong, thi trAn quan ly.

2. Nguoi dimg dau co quan, to chirc, don vi co thAm quyén quan
ly can by, cong chirc, vién chirc (theo phan cAp quan 1y can bo)
quyet dinh xac minh d6i voi nguoi dy kién dugce xdc minh thude
tham quyen quan 1y ciia minh. Cha tich Uy ban nhan dan cap
huyén quyét dinh Xac minh d6i voi nguoi du kién duge xac minh 13
can bo, cong chirc cip xa.

- Buée 2: Tién hanh xac minh. Trong qua trinh xdc minh tai san,
thu nhép, nguoi xac minh tién hanh cac hoat dong sau:

+ Nghién ctru hd so, tai liéu co lién quan dén ndi dung xac minh.

+ Lam viéc truc tiép voi ngudi duoc xac minh.

+ X4c minh tai chd ddi véi tai san, thu nhip dugc xac minh.

+ Lam viéc véi co quan, td chuc, don vi quan 1y, luu trir ho so,
tai liéu vé tai san, thu nhap duoc xac minh.

+ Lam viéc v6i co quan, t6 chiic, ca nhan c6 chuyén mén - k¥
thuat vé tai san, thu nhap duoc xac minh dé danh gia, giam dinh tai
san, thu nhap do.

+ Lam viéc voi co quan, to chirc, ca nhan co lién quan khac dé
phuc vu cho viéc xac minh tai san, thu nhap.

+ Hoat dong khac can thiét cho viéc x4c minh tai san, thu nhap.

- BuGe 3: Béo cdo két qua xac minh tai san, thu nhap. Trong thoi
han 05 ngay lam viéc, ké tir ngay két thuc xac minh, ngudi xéac
minh phai c¢6 bao céo két qua xac minh tai san, thu nhap giri ngudi
ban hanh quyét dinh xac minh.

- Bude 4: Két luan vé sy minh bach trong ké khai tai san, thu nhap.

Trong thoi han 05 ngay lam viéc, ké tir ngay nhan dugc bdo cao
két qua xac minh hodc nhan dugc giai trinh di rd rang, hop 1y céac
ndi dung yéu cau ciia ngudi dy kién duoc xac minh thi nguoi da
ban hanh quyét dinh xac minh hodc ngudi ding dau co quan, t6
chtic, don vi c6 thim quyén quan 1y Nguoi co nghia vu ké khai

8



Thoi han giai
quyeét
Phi
Lé Phi

Thanh phan ho
SO’

S6 lrgng b HS

Yé&u cau - diéu
kién

Cian cir phép ly

Biéu miu dinh
kem

Két qua thue
hi¢n

phai ban hanh Két luan vé sy minh bach trong ké khai tai san, thu
nhdp (sau day goi la Két luan vé sy minh bach).Két luan vé su
minh bach phai dugc giri cho co quan, t6 chirc, ca nhan cé tham
quyén yéu cu xac minh va ngudi duge xac minh.

- Buoc 5. Cong khai két luan vé sy minh bach trong ké khai tai san
thu nhéap.

Trong thoi han 05 ngay lam vigc, ké tir ngdy nhan duoc yéu cau
cong khai ban Két luan vé sy minh bach cua co quan, t6 chuc da
yéu cau xac minh, ngudi di ban hanh Két luan xac minh phai cong
khai ban Két luan do.

Thot han xac minh 1a 15 ngay lam vi¢c, truong hop phtc tap thi
thoi han t6i da khong qua 30 ngay lam viéc.

Hb so xac minh gdm co:

1. Quyét dinh x4c minh; bién ban lam viéc; giai trinh ctia nguoi
duge xac minh; béo cdo két qua xac minh.

2. Két luan vé sy minh bach trong ké khai tai san, thu nhap.

3. Van ban yéu cau, kién nghi cia nguoi ban hanh quyét dinh xac
minh, nguo1 xac minh.

4. Két qua danh gia, giam dinh trong qua trinh xac minh (néu co).
5. Cac tai li€u khac c6 lién quan dén viéc xac minh.

01 bo

1. Khi ¢6 td céo vé viéc khong trung thuc trong ké khai tai san, thu
nhép cua nguoi c6 nghia vu ké khai.

2. Khi xét thay can thém thong tin phyc vu cho viée bau cir, miénnhiém,
bai nhiém, bo nhiém, ky luat d6i véi nguoi co nghia vu ké khai.

3. Khi ¢6 cin ctr cho rang viéc giai trinh vé ngudn gdc tai san ting
thém khong hop 1y.

4. Khi c6 yéu cau clia CO quan, t6 chirc, ca nhan cé tham quyén quy dinh
tai Bi€u 12 Thong tu s6 08/2013/TT-TTCP.

Nghi dinh s6 78/2013/ND-CP ngay 17/7/2013 ctia Chinh phu vé
minh bach tai san, thu nhap; Thong tu s6 08/2013/TT-TTCP ngay
31/10/2013 ciia Thanh tra Chinh phti huéng dan thi hanh cac quy
dinh vé minh bach tai san, thu nhép.

File méu:

Ban hanh kém theo Théng tu s6 08/2013/TT-TTCP ngay
31/10/2013 cua Thanh tra Chinh phi huéng dan thi hanh cac quy
dinh vé& minh bach tai san, thu nhap. ‘Tai vé
- Bao céo két qua xac minh tai san, thu nhap.

- Két luan sy minh bach trong ke khai tai san, thu nhap.


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2018_09/1537064931_Phu_luc_cac_mau_van_ban-PCTN_-_TT08-.doc

3. Thi tuc tiép nhan yéu ciu giai trinh

Tén thi tuc
Linh vuc

Co quan thuc hién

Céch thirc thue hién
Poi twgng thue hién

Trinh ty thuc hién

Thoi han giai quyét

Phi
Lé Phi

Thanh phan hb so

S6 lwong bd hd so

Thi tuc Tiép nhan yéu cau giai trinh

Phong, chéng tham nhiing

Co quan hanh chinh nha nuéc cac cip, cac don vi su nghiép
cong 1ap thudc co quan hanh chinh nha nudc va nguodi co trach
nhiém thyc hién viéc giai trinh.

Truc tiép hodc guri bang van ban.

T6 chuc hodc ca nhan
- Buoc 1: Nguoi yéu cdu giai trinh giri vin ban yéu cau giai
trinh hodc truc tiép dén co quan nha nude cé trach nhiém giai
trinh.
- Budc 2: Can bg, cong chire thue hién viée tiép nhan va vao sb
tlep nhan yéu cau giai trinh. Truong hop nhiéu nguoi dén yéu
cau giai trinh tryc tiép thi co quan c6 tham quyén hudng din
nguoi yéu cau giai trinh cir dai dién dé trinh bay ndi dung yéu
cau. Nguoi dai dién phai 12 nguoi c6 yéu cau giai trinh. Viée cir
ngudi dai dién duoc 1ap thanh vin ban (theo Mau s6 01-GT ban
hanh kém theo Thong tu 02/2014/TT-TTCP ngay 29/4/2014).
Vi¢c ctir nguoi dai dién duge thuc hién nhu sau:

+ Truong hop c6 tir 05 dén 10 ngudi yéu cau giai trinh thi cir
01 hodc 02 nguoi dai dién;

+ Truong hop o tir 10 nguoi yéu cau giai trinh trd 18n thi co
thé ctr thém nguoi dai dién, nhung khong qua 05 nguoi
- Budc 3: co quan nha nudce ra thong bao tiép nhan yéu cau giai
trinh hodc tir chdi giai trinh va néu 18 1y do (MAu sd 04 ban
hanh kém theo Thong tuw 02/2014/TT-TTCP ngay 29/4/2014).
Truong hop yéu cau giai trinh khong thugc trach nhiém thi
hudng din ngudi yéu cau giri dén ding co quan c0 trach nhiém
giai trinh. Truong hop ndi dung yéu cau da duoc giai trinh
nhung c6 nguoi khic yéu cau giai trinh thi cung cdp ban sao
van ban da giai trinh cho ngudi do.
Thoi han ra thong bao tiép nhan hodc tir chdi giai trinh: 05
ngay ké tir ngdy tiép nhan yéu cau giai trinh (Mau sd 02, 03
ban hanh kém theo Thong tu 02/2014/TT-TTCP ngay
29/4/2014).

Khéng
Khéng

1. Van ban yéu cau giai trinh ctia ca nhan, t6 chuc.
2. Théng tin, tai liéu lién quan dén yéu cau giai trinh.
3. Thong bao ddng ¥ hodc tir chdi giai trinh cta co quan nha
nudc co trach nhiém giai trinh.
01 bo
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Yéu cau - dieu kién

Cian cw phéap ly

Biéu miu dinh kém

Két qua thye hién

Theo quy dinh tai Piéu 6 Nghi dinh s6 90/2013/ND-CP ngay
08/8/2013:

1. C4 nhan yéu cau giai trinh phai c6 ning luc hanh vi dan sy
day du hodc thong qua nguoi dai dién hop phap; co quan, to
chttc yéu cau giai trinh phai thong qua ngudi dai dién hop
phap.

2. N6i dung yéu cau giai trinh lién quan truc tiép dén quyén va
loi ich hop phap cua co quan, to chtic, ca nhan c6 yéu cau giai
trinh.

3. Noi dung yéu cau giai trinh thudc pham vi trach nhiém quan
1y cta co quan duoc yéu cau.

Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013 ctia Chinh phu
quy dinh trach nhiém giai trinh cua co quan nha nudc trong
viéc thuc hién nhiém wvu, quyén han duogc giao; Thong tu )
02/2014/TT-TTCP ngay 29/4/2014 cta Thanh tra Chinh phu
quy dinh chi tiét, huong dan thi hanh mot sé diéu cta Nghi
dinh s6 90/2013/ND-CP ngay 08/8/2013.

File miu:
Mau s6 01,02,04 ban hanh kém theo Thong tu sé
02/2014/TT-TTCP ngay 29/4/2014 cia Thanh tra Chinh
phu. [Tai vé
Van ban tiép nhan yéu cau giai trinh hodc van ban tir chéi yéu
cdu giai trinh ctia co quan c6 tham quyén.
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https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2018_09/1537065144_Phu_luc_cac_mau_van_ban-PCTN_-_Mau_1-2-4_TT02-.doc

4. Thi tuc thyc hién giai trinh

Tén thu tuc
Linh vuc

Co quan thue
hién

Cach thire thuce
hién

Poi twong thuc
hién

Trinh ty thue
hién

Thoi han giai
quyét

Phi
Lé Phi

Thu tuc Thye hién vige gidi trinh

Phong, chong tham nhiing ,

Co quan hanh chinh nha nudc céc cap, cac don vi su nghiép cong
1ap thudc co quan hanh chinh nha nudc c6 trach nhiém thuc hién
viéc giai trinh.

- Nguoi giai trinh thyuc hién giai trinh truc tiép va ngudi yéu cu
giai trinh ky hodc diém chi xac nhan vao bién ban thuc hién viéc
giai trinh.

- Nguoi gidi trinh ¢6 trach nhiém cong khai van ban giai trinh theo
mot trong cac hinh thirc sau day:

+ Niém yét tai tru so 1am viéc hodc noi tiép cong dan cua co quan,
don vi thyc hi¢n giai trinh;

+ Thong béo trén phuong tién thong tin dai ching;

+ Piang tai trén cong thong tin dién tir ctia co quan, don vi thuc
hién giai trinh.

T6 chuc

- Buéc 1: Nghién ciru ndi dung yéu cau giai trinh.

- Buoc 2: Thu thap, xac minh thong tin c6 lién quan.

- Bu6e 3: Lam viée tryc tiép v6i ngudi yéu cau gii trinh dé lam rd
nhimng nodi dung cé lién quan khi thiy can thiét. Noi dung lam viéc
dugc lap thanh bién ban co chit ky cua céac bén.

- Buoc 4: Ban hanh van ban giai trinh véi cac ndi1 dung sau day:
Tén, dia chi ngudi yéu cau giai trinh; ndi dung yéu cau giai trinh;
két qua lam vi¢c truc tiép véi to chire, ca nhan (néu c0); cac can cur
phap 1y dé giai trinh; ndi dung giai trinh cy thé theo timg yéu cau.
(MAu s6 07-GT ban hanh kém theo Thong tu s6 02/2014/TT-TTCP
ngay 29/4/2014).

- Buéc 5: Giri van ban giai trinh dén ngudi yéu cau giai trinh.
Trong trudng hop can thiét thi cong bd cong khai vin ban giai trinh
theo quy dinh cua phap luat.

Thot han thyc hién viée giai trinh khong qua 15 ngay ké tir ngdy ra
thong bao tiép nhén yéu cau giai trinh. Truong hop c6 ndi dung
phure tap thi c6 thé gia han thot gian gidi trinh. Thoi gian gia han
thue hién vi€e giai trinh khong qua 15 ngay, ke tur ngay gia han va
phai thong bao bang van ban dén nguoi yéu cau giai trinh.
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Thanh phin hé
SO’

S6 lwong b hd
SO

Y&u ciu - diéu
kién

Can cir phép ly

Biéu miu dinh
kém

Két qua thue
hién

1.Vin ban yéu cau giai trinh hodc ban ghi 15i yéu cau giai trinh;
2. Van ban cu nguoi dai dién (néu co);

3. Thong tin, tai liéu lién quan dén ndi dung viéc giai trinh;

4. Bao cédo thu thap, xac minh thong tin, tai li¢u;

5. Van ban giai trinh;

6. Cac tai liéu khac co lién quan.

01 bo

1. Noi dung yéu cau giai trinh lién quan tryc tiép den quyen va loi
ich hop phap cua co quan, t chtrc, ca nhan co yéu cau giai trinh.
2. Noi dung, yéu cau giai trinh thuéc pham vi trach nhiém quan ly
ctia co quan duoc yéu cau

3. Noi dung gidi trinh khong thudc mdt trong cac truong hop sau
day:

a) Noi dung thong tin lién quan dén bi mat nha nudc;

b) Nhitng ndi dung lién quan dén viéc chi dao, t6 chirc thyuce hién
nhiém vy, cong vu trong ndi bd co quan nha nudc; trong chi dao,
diéu hanh ctia co quan hanh chinh cip trén v6i co quan hanh chinh
cap dudi;

¢) Noi1 dung thong tin thudc bi mat doi tu;

d) No1 dung thong tin thudc bi mat kinh doanh;

d) Cac né1 dung da duoc giai trinh hodc da duoc co quan co tham
quyén thy 1y giai quyét;

e) Céac yéu cau giai trinh sau 90 ngay, ke tir ngay co quan, t chire,
c4 nhan nhan dugc hodc biét duoc quyet dinh, hanh vi cua co quan
nha nudc tac dong truc tiép dén quyén, loi ich hop phap ctia minh.
Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013 ctia Chinh phu quy
dinh trach nhiém giai trinh cua co quan nha nudc trong vi¢c thuc
hién nhiém vu, quyén han duogc giao; Thong tu s6 02/2014/TT-
TTCP ngay 29/4/2014 ctia Thanh tra Chinh phu quy dinh chi tiét,
huéng dan thi hanh mot s6 diéu ciia Nghi dinh s6 90/2013/ND-CP
ngay 08/8/2013.

File m?u~1: , ,
Mau s6 5,6,7,8 ban hanh kém theo Thong tu s6 02/2014/TT-
TTCP ngay 29/4/2014 cia Thanh tra Chinh phu. ‘Fai vé

Van ban giai trinh.

13


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2018_09/1537043042_Phu_luc_cac_mau_van_ban_-PCTN-5-6-7-8_TT02-.doc

II.LINHVUCTONGIAO
1. Thi tuc dang ky hoat dong tin ngwdng

Tén thi tuc
Linh vuc

Co quan thuc
hién

Cach thire thuce
hién

Poi twong thuc
hién

Trinh ty thye
hién

Thoi han giai
quyét

Phi

Lé Phi

Thanh phén hd
Yig

So lwgng bo HS

Yéu cau - diéu
kién

Thi tuc dang Ky hoat dong tin nguwdng
Ton gido Chinh phu

- Uy ban nhan dan cap xa noi c6 co so tin ngudng.

- Nop van ban dang ky truc tiép tai Uy ban nhan dan cap xa noi c6
co s tin ngudng; qua duong buu chinh hoac thong qua dich vu
cong truc tuyén.

- Van ban phai c6 xac nhan cua Uy ban nhan déan cip x3 noi ¢6 co
80 tin ngudng va co gidy hen tra két qua. Néu giri qua duong buu
chinh, ngay tiép nhan vin ban duoc tinh theo ngay ghi trén dau
cong vin dén.

To chuc

- Budce 1: Nguoi dai dién hodc ban quan ly co so tin ngudng co
trach nhiém giri van ban dang ky dén Uy ban nhan dan c4p X3 noi
CO co sO tin ngudng.

- Budc 2:Uy ban nhan dan cap Xa Xem xét van ban dang ky, truong
hop vin ban chua day du, hop 1é, Uy ban nhan dan cap x& thong
b4o qua mang Internet hodc vian ban cho co sd tin ngudng dé hoan
chinh van ban.

- Budc 3. Uy ban nhan dan cép xa tra 10i bang vin ban. Truong
hop tir chdi ding ky phai tra 10i bang van ban va néu rd 1y do.

- 15 ngay ké tir ngay Uy ban nhdn dan cip x3 noi c6 co sd tin
nguong nhan dugc van ban dang ky hop I¢.

- Khdng co.

- Khéng co.

- Vin ban ding ky (theo mau).

01 bd

- Nguoi dai dién hodc ban quan 1y co sé tin ngudng c6 trach nhiém
guri vin ban diang ky hoat dong tin ngudng hang nimcham nhét 13
30 ngay trudc ngdy co s& tin ngudng bat dau hoat dong tin ngudng.
- P6ivdi co s6 tin ngudng da thong bao hoat dong tin ngudng hang
nam trudce ngdy Luat tin ngudng, ton gido ¢ hiéu lyc, chim nhat 1a
30 ngay ké tir ngdy Luat c6 hiéu luc co trach nhiém guri vin ban
dang ky dén Uy ban nhan dan cip xi noi c¢6 co so tin ngudng.

- Viéc dang ky hoat dong tin ngudng hang nam chi thuc hién mot
lan. Béi véi hoat dong tin ngudng khong co trong van ban da dang
ky thi nguoi dai dién hodc ban quan 1y co sé tin ngudng co trach
nhiém ding ky bo sung.
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Can cir phép ly

Biéu miu dinh
kem

Két qua thue
hién

-Luat tin ngudng, ton gido (Luat s 02/2016/QH14 ngay
18/11/2016).
-Nghi dinh s6 162/2017/NB-CP ngay 30/12/2017 ctia Chinh phu
quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat tin
ngudng, ton giao.
- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cua Van phong
Chinh pha huéng dan vé nghiép vu kiém soat thu tuc hanh chinh.
File miu:

Vin ban dang ky | Tai vé
- Van ban tra 161 chip thuén hodc khong chip thuin vé viée ding
ky hoat dong tin ngudng.

15


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2019_06/1560715429_van_ban_dang_ky.doc

2. Thii tuc ding ky bé sung hoat dong tin ngudong

Tén thi tuc
Linh vuc

Co quan thuc
hién

Cach thire
thuc hién

Poi twong
thue hién

Trinh ty thye
hién

Thoi han giai
quyét

Phi

Lé Phi
Thanh phan
ho so

S6 lwong bd
ho so

Yéu cau -
dieu kién

Can cwr phép
ly

Biéu miu
dinh kem
Két qua thue
hién

Thi tuc ding ky b6 sung hoat ddng tin ngudng
Ton gido Chinh phu

Uy ban nhan dan cap xa noi ¢6 co s tin ngudng.

- Nop van ban ding ky bo sung truc tiép tai Uy ban nhan dan cap xa
noi ¢6 co sO tin ngudng; qua duong buu chinh hoac thong qua dich
vu cong truc tuyén

- Van ban dang ky bd sung phai ¢ xac nhén cua Uy ban nhan dan
cap x3 noi ¢ co so tin ngudng va co gidy hen tra két qua. Néu giri
qua duong buu chinh, ngay tiép nhan van ban dugc tinh theo ngay
ghi trén dau cong van dén.

T6 chuc

- Budce 1: Nguoi dai dién hodc ban quan 1y co sé tin ngudng co6 trach
nhiém gtii vin ban dang ky bd sung hoat dong tin ngudng dén Uy
ban nhan dan cap xa noi co co so tin ngudng.

- Budc 2: Uy ban nhan dan cip x3 xem xét van ban ding ky bo sung
hoat dong tin ngudng, trudng hop van ban ding ky bo sung chua
day du, hop 1¢, Uy ban nhan dan cip xi thong bao qua mang Internet
hodc van ban cho co s& tin ngudng dé hoan chinh vin ban.

- Buéc 3: Uy ban nhan déan cép X4 tra 10i bang vin ban. Truong hop
tir choi dang ky phai tra loi bang vin ban va néu 3 ly do.

- 15 ngay ké tir ngay Uy ban nhan dan cép x4 noi c¢6 co so tin
nguong nhan dugc van ban dang ky hop I¢.

Khong co.
Khong co.
Vin ban dang ky (theo mau).

01bo

Cham nhét 20 ngay trudc ngay dién ra hoat dong tin ngudng.

- Ludt tin ngudng, ton gido (Ludt sd 02/2016/QH14 ngay
18/11/2016).
Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 cua Chinh phu
quy dinh chi tiét mot sb diéu va bién phap thi hanh Lut tin ngudng,
ton giao
- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cia Vin phong
Chinh phti huéng dan vé nghiép vu kiém soat thi tuc hanh chinh.
File miu:

Vin ban ding ky (theo mau). [Tai vé
- Vin bén tra 10i chap thuan hoac khong chap thuan vé viéc dang ky
hoat dong tin ngudng bo sung.

16


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2019_06/1560821625_van_ban_dang_ky.doc

3. Thi tuc dang ky sinh hoat tdn giao tap trung

Tén thi tuc
Linh vuc

Co quan thuc
hién

Cach thire thuce
hién

Péi twong TH

Trinh ty thye
hién

Thoi han giai
quyét

Phi

Lé Phi

Thanh phén hd
SO

S6 lwong bo HS

Yéu cau - diéu
kién

Thi tuc ding ky sinh hoat ton gido tap trung.

Ton gido Chinh phu

- Uy ban nhan dan cdp xa noi du kién c6 dia diém hop phap dé
sinh hoat ton giao tap trung.

- Nop ho so tryc tiép tai Uy ban nhan dan c4p xa; qua duong buu
chinh hoic thong qua dich vu cong truc tuyén.

- Ho so phai c6 xac nhan ctia Uy ban nhan dan cip x4 noi c6 dia
diém hop phap dé sinh hoat ton gido tép trung. Néu giri qua
duong buu chinh, ngay tiép nhan ho so duogc tinh theo ngdy ghi
trén du cong van dén

T6 chuc

- Budc 1: To chirc ton gido, t chic duoc cap chung nhan ding
ky hoat dong ton giao hodc nguoi dai dién cua nhom ngudi theo
ton giao ddi voi truong hop quy dinh tai khoan 2 Piéu 16 cia
Luat tin ngudng, ton gido giri hd so dang ky sinh hoat ton giao tap
trung dén Uy ban nhan dan cap xa noi co dia diém hop phap dé
sinh hoat ton giao.

- Budc 2:Uy ban nhan dan cap xa xem xét ho so ding ky, truong
hop hd so chwa day du, hop 18, Uy ban nhan dan cip xa thong bao
qua mang Internet hodac van ban cho t6 chirc hodc nguoi dai di¢n
ctia nhém dé hoan chinh hd so.

- Budc 3: Uy ban nhan dan cdp x3 tra 101 bang van ban.Trudong
hop tir chéi dang ky phai tra 101 bang van ban va néu 16 ly do.

- 20 ngay ké tir ngdy Uy ban nhan déan cap x4 noi c6 dia diém hop
phap dé sinh hoat ton gidotap trung nhan du ho so ding ky hop 18.

Khéng cé.

Khéng cé.

+ Vin ban ding Ky (theo mau).

+ Gidy to chirmg minh ¢ dia diém hop phap dé 1am noi sinh hoat
ton gido.

+ So yéu 1y lich cta nguoi dai dién nhom sinh hoat ton gido tap
trung.

+ Ban tom tat giao ly, gido luat dbi voi viée diang ky quy dinh tai
khoan 2 Diéu 16 ctia Luat tin ngudng, ton gido.

01 bo

- T6 chirc t6n gido dang ky sinh hoat ton gido tap trung cho tin do
tai nhitng noi chua du diéu kién thanh lap t6 chirc ton giao truc
thudc; t6 chuc duoc cap ching nhan dang ky hoat dong toén giao
dang ky sinh hoat tdn giao tap trung cho nhitng nguoi thudc to
chtrc khi dap ung du cac diéu kién sau day:

+ C6 dia diém hop phap dé sinh hoat t6n gido.

+ Nhom sinh hoat ton gido tap trung c6 nguoi dai dién 1a cong
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Cian cw phéap ly

Biéu miu dinh
kém

Két qua thue
hi¢én

dan Viét Nam thuong tra tai Viét Nam, c6 nang lyc hanh vi dan
su day du; khong trong thoi gian bi 4p dung bién phap xtr Iy hanh
chinh trong linh vuc tin ngudng, ton giao; khong c6 an tich hoac
khong phai l1a nguoi dang bi budce tdi theo quy dinh cta phap luat
vé tb tung hinh su.
+ N1 dung sinh hoat ton gido khong thudc truong hop quy dinh
tai Diéu 5 ctia Lut tin ngudng, ton gido.
- Nhiing nguoi theo ton giao khong thudc truong hop quy dinh tai
khoan 1 Diéu 16 cua Luat tin ngudng, t6n gido dugc ding ky sinh
hoat ton gido tap trung khi dap tng du cac diéu kién néu trén va
cac diéu kién sau day:
+ Co giao ly, gido luat.
+ Tén cua nhom sinh hoat ton giao tap trung khong trung voi tén
t6 chutrc ton gido hodc to chirc da dwoc cap ching nhan dang ky
hoat dong ton gido, tén td chuc chinh tri, to chirc chinh tri - xa hoi
hodc tén danh nhan, anh hung dan tdc.
- Luét tin ngudng, t6n gido (Luat s6 02/2016/QH14 ngay
18/11/2016).
-Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh phu
quy dinh chi tiét mot s6 dicu va bién phéap thi hanh Luat tin
ngudng, ton gido.
- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cua Vin
phong Chinh phii hudng dan vé nghiép vu kiém soat thu tuc hanh
chnh.
File miu:

Gidy dang ky [Tai vé

- Vin bén tra 10i chap thuan hoic khong chéap thuan vé viéc dang
ky sinh hoat ton gido tap trung.
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4. Thi tuc thdng béo danh muc hoat déng tén gido doi véi té chic co dia
ban hoat dong ton giao & mot xa

Tén thi tuc

Linh vuc
Coquan TH

Céch thire thue
hién
Péi twong TH

Trinh ty thye
hién

Thoi han giai
quyét

Phi

Lé phi

Thanh phan hé so
S6 lwong bd HS

Yéu cau - diéu
kién

Cian cir phép ly

Biéu miu dinh kém

Két qua thue hién

Thi tuc thong bao danh muc hoat ddng ton giao doi véi to
chire ¢ dia ban hoat dong tbn giao & mt xa

Ton giao Chinh phu

Uy ban nhén dan cép x4.

Gui van ban thong bao truc tiép tai Uy ban nhan dan cap xi; qua
duong buu chinh hoic théng qua dich vu cong truc tuyén.
Van ban thong bdo phai c6 xac nhan cuaUy ban nhéan dan cip xa.
Néu guri qua duong buu chinh, ngdy tiép nhan vin ban thong bao
dugc tinh theo ngay ghi trén dau cong van dén.
T6 chirc
T6 chirc ton gido truc thude co6 dia ban hoat dong ton gido & mat
X3 giri van ban thong bao vé danh myc hoat dong ton gido dién ra
hang nam dén Uy ban nhan dan cip xa.
Ngay sau khi Uy ban nhan dan cip x4 nhan duoc vin ban thong
bao hop I¢.

Khdng

Khong
Thanh phan ho so: Vin ban théng bao (theo miu) va cac tai liéu
kém theo (néu co).

01 bo

- Cham nhét 1a 30 ngay ké tir ngdy duogc chip thudn,td chirc ton
giao truc thude co6 dia ban hoat dong ton giao & mot xa co trach
nhiém giri viin ban thong bao danh muc hoat dong ton giao dién ra
hang nim dén Uy ban nhan dan cip xa.

- Cham nhat 1 30 ngay ké tir ngay Luat tin ngudng, ton gido c6
hiéu luc, to chuc ton giao truc thudc cé dia ban hoat dong ton
gido & motxa trude ngay Luat ¢ hiéu luc co6 trach nhi¢m thong
bao danh muc hoat dong ton gido dién ra hang nim dén UBND x&
- Viéc thong bao danh muc hoat dong t6n gido dién ra hing ndm chi
thuc hién mot 1an. D61 véi cac hoat dong ton gido khéng cé trong
danh muc da thong bao thi nguoi dai dién td chirc ¢ trach nhiém
gtri van ban thong béo bd sung dén Uy ban nhan dan cap xa.

- Luét tin ngudng, ton gido (Luat s6 02/2016/QH14 ngay 18/11/2016).
- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh phu
quy dinh chi tiét mot s diéu va bién phap thi hanh Luat tin
ngudng, ton gido.

- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cia Van phong
Chinh pht huéng dan vé nghiép vu kiém soat thu tuc hanh chinh.

File mau: Vin ban théng béo [Fai vé

- Vian ban x4c nhan ctia Uy ban nhan din cip xa vé viée tiép nhan thong bao.

- Van ban thong bao duoc luu tai Uy ban nhan dan cap x4 dé thuc
hién cong tac quan Iy nha nude vé tin ngudng, ton gido.
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5. Thi tuc thong bao danh muc hoat déng ton gido bé sung ddi véi to chic
cé dia ban hoat dong tén giao & mgt xa

Tén thu tuc
Linh vue

Co quan thuc hién

Cach thirc thue
hi€én

Poi twong TH
Trinh tw thye hién

Thoi han giai
quyet

Phi

Lé phi

Thanh phan hé so
S6 lwong bd ho so

Y&u cau - diéu
kién

Cin cw phap ly

Biéu miu dinh kém

Két qua thyc hién

Thii tuc thong bdo danh muc hoat djng ton giao bo sung
doi voi to chire cO dia ban hoat dong ton gido & mot x&
Ton gido Chinh phu

Uy ban nhan dan cép xa

- Gui vin ban thong bao tryc tiép tai Uy ban nhan dan cap xa;
qua duong buu chinh hoic théng qua dich vu cong truc tuyén.
Vin ban thong bao phai co xac nhan cuaUy ban nhan dan cap
xd. Néu gtii qua dudng buu chinh, ngay tiép nhan vin ban
thong bao dugc tinh theo ngay ghi trén dau cong van dén.

T6 chuc

- Cham nhét 1a 20 ngay trudc khi dién ra hoat dong ton gido
khong co trong danh muc di théng bao hing nim,ngudi dai
dién cua to chirc ton gido truc thudc co dia ban hoat dong ton
gido & mot xa gui van ban thong bao danh muc hoat dong ton
gido bo sung dén Uy ban nhéan déan cap xa.

- Ngay sau khi Uy ban nhén dan cap xi nhin dugc vin ban
thong bao hop 1€.

Khdng

Khdng

- Thanh phan ho so: Vin ban thong bao (theo mau) va céc tai
liéu kém theo (néu cb).

01 bo

Cham nhat 1a 20 ngay trudc khi dién ra hoat dong ton gido
khéng c6 trong danh muc di théng bao hing nam, ngudi dai
dién cta t6 chuc ton gido truc thudcco dia ban hoat dong ton
gido & mot xa co trach nhiémgti van ban thong bao bd sung
dén Uy ban nhéan dan cép x4.

- Luat tin ngudng, ton gido (Luat sé6 02/2016/QH14 ngay
18/11/2016).

- Nghi dinh sé 162/2017/ND-CP ngay 30/12/2017 ctia Chinh
phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat tin
nguong, ton gido.
- Thong tu sé 02/2017/TT-VPCP ngay 31/10/2017 cta Vin
phong Chinh pha huéng din vé nghiép vu kiém soat thi tuc
hanh chinh.

File miu: Vin ban thong béo. [Tai vé

- Vian ban xac nhan cua Uy ban nhan dan cip xa vé viéc tiép
nhan thong béo.

- Vin ban thong béo duoc luu tai Uy ban nhan dan cap xa dé
thue hién cong tac quan 1y nha nudc vé tin ngudng, ton gido.
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6. Thi tuc ding ky thay d6i ngwoi dai dién cia nhom sinh hoat tén giéo

tap trung

Tén thi tuc

Linh vue

Co quan thuc hién

Cach thirc thuc hién

Poi twong thue hién

Trinh tw thye hién

Thoi han giai quyét
Phi

Lé phi

Thanh phan HS

S6 lwgng bo ‘h(‘“) SO
Yéu cau - diéu kién

Cian cw phap ly

Biéu mau dinh kém

Két qua thyc hién

Thi tuc diing ky thay doi ngudi dai dién ciia nhom sinh
hoat ton gido tap trung

Ton gido Chinh phu

- Uy ban nhan dan cip x4 noi c6 nhém sinh hoat t6n gido tap
trung dang ky thay doi nguoi dai dién ctia nhom.

- Nop ho so tryc tiép tai Uy ban nhan dan c4p Xa noi c6 dia
diém sinh hoat ton gido tap trung; qua duong buu chinh hoic
thong qua dich vu cong truc tuyén.
Hb so phai c6 xac nhan ctia Uy ban nhan dan cip xa noi co
dja diém sinh hoat ton gido tap trung va co gidy hen tra két
qua. Néu gui qua duong buu chinh, ngay tiép nhan ho so duoc
tinh theo ngay ghi trén dau cong vin dén.

T6 chuc

- Bude 1: Nhom sinh hoat ton giao tap trung gui ho so ding
ky thay d6i nguoi dai dién dén Uy ban nhan dan cap xa noi co
dia diém sinh hoat ton gido tap trung

- Buéc 2: Uy ban nhan dan cap xi xem xét ho so ding ky,
truong hop hd so chwa day du, hop 18, Uy ban nhan dan cap
xa théng b&o qua mang Internet hodc van ban cho nhém sinh
hoat ton gido tap trung dé hoan chinh hd so.
- Budc 3. Uy ban nhan dan cip x4 tra 161 bang van ban. Truong
hop tir chbi dang ky phai tra 161 bang van ban va néu 10 ly do.

- 15 ngay ké tir ngay Uy ban nhan dan cp xa noi c6 dia diém
sinh hoat ton gido tap trung nhan dugc van ban dang ky hop 1¢.
Khong

Khong

Vin ban ding ky (theo mau)

01 bd

Khéng

- Luat tin ngudng, ton gido (Luat sd 02/2016/QH14 ngay
18/11/2016).

- Nghi dinh sé 162/2017/ND-CP ngay 30/12/2017 ctia Chinh
pht quy dinh chi tiét mot s diéu va bién phap thi hanh Luat
tin ngudng, ton gido.

- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cta Vin
phong Chinh phii huéng dan vé nghiép vu kiém soéat thu tuc
hanh chinh.

File mau: Vin ban dang ky (theo mau). Al vé

- Vin ban tra 1oi chap thuan hodc khong chap thuan vé viéc
dang ky thay d6i ngudi dai dién cia nhém sinh hoat t6n giao
tap trung.
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7. Thi tuc dé nghi thay déi dia diém sinh hoat tén gido tap trung trong

dia ban xa
Tén thi tuc

Linh vuc

Co quan thuc
hién

Céch thire thue
hién

Poi twong TH

Trinh ty thye
hién

Thoi han giai
quyét

Phi

Lé phi

Thanh phan HS
S6 lwong bd HS

Yéu ciu - diéu
kién

Can cw phap ly

Biéu miu dinh kém

Két qua thue hién

Thi tuc dé nghi thay doi dia diém sinh hoat ton gi4o tip trung
trong dia ban mgt xa

Ton gido Chinh phu

- Uy ban nhan déan cip xi noi c6 dia diém sinh hoat ton gido tap
trung.

- Nop ho so tryc tiép tai Uy ban nhan dan c4p xa; qua duong buu
chinh hogc théong qua dich wvu cong truc tuyen
- H6 so phai c6 xac nhan cua Uy ban nhan dan cép xi va co gidy
hen tra két qua. Néu giri qua duong buu chinh, ngay tiép nhan ho
so dugc tinh theo ngdy ghi trén dau cong vin dén.

T6 chuc

- Budc 1: Nguoi dai dién cua nhom sinh hoat ton gido tap trung
giri ho so d& nghi thay doi dia diém sinh hoat ton gido tap trung
dén Uy ban nhan dan c4p 4.

- Bu6c 2: Uy ban nhan dan cap xa xem xét ho so, truong hop hd
so chua day du, hop 18, Uy ban nhan dan cap x4 thong bao qua
mang Internet hodc van ban cho nguoi dai dién cua nhom dé hoan
chinh hd so.

- Budc 3. Uy ban nhan dan cép x4 tra 1oi bang vin ban. Trudng
hop tirchdi dang ky phai tra 101 bang van ban va néu 10 ly do.

- 15 ngay ké tir ngay Uy ban nhan dan cip xi nhan du ho so dé
nghi hop €.

Khdng

Khong

- Vian ban dé nghi (theo miu).

01 bo

Cham nhét 13 10 ngay ké tir ngay duoc chap thuan dia diém moi,
nhom sinh hoat ton gido tdp trung phai chdm dut sinh hoat ton
gido tai dia diém cii va c6 trach nhiém thong bao bang van ban
dén Uy ban nhéan dan cép x4.

- Luat tin ngudng, ton gido (Luat sé 02/2016/QH14 ngay
18/11/2016).

- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh phu
quy dinh chi tiét mot s diéu va bién phap thi hanh Luat tin
ngudng, ton giao.

- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cua Van
phong Chinh pht huéng din vé nghiép vu kiém soét thu tuc hanh
chinh.

File mau: Vin ban dé nghi [l vé

- Van ban tra 101 chép thuan hodc khong chép thuan vé viéc dé
nghi thay doi dja diém sinh hoat ton gido tip trung.
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8. Pé nghi thay doi dia diém sinh hoat t6n gido tap trung dén dia ban xa khac.

Tén thu tuc

Linh vuc
Co quan thuc
hién

Cach thire thuce
hién

Péi twong TH

Trinh ty thye
hién

Thoi han giai
quyét

Phi

Lé phi

Thanh phan HS
So luwgng by HS

Yé&u ciu - didu
kién

Pé nghi thay d6i dia diém sinh hoat ton gi4o tap trung dén dia
ban xa khac

Ton giao Chinh phu

- Uy ban nhan dan cip xa noi duy kién dit dia diém moi.

- Nop hd so truc tiép tai Uy ban nhan dan cip xa; qua dudng buu
chinh  hoac théong qua dich vu cong truc tuyen
- H6 so phai c6 xac nhan cua Uy ban nhén dan cap x4 va co giay
hen tra két qua. Néu giri qua duong buu chinh, ngay tiép nhan ho
so dugc tinh theo ngay ghi trén dau cong van dén.

T6 chuc

- Budc 1: Nguoi dai dién ctia nhdm sinh hoat ton gido tap trung
gui ho so dé nghi thay doi dia diém sinh hoat t6n gido tap trung
dén dia ban xa khac dén Uy ban nhan dan cap xa noi du kién dit
dia diém méi.

- Budc 2: Uy ban nhan dan c4p xa Xxem xét ho so, truong hop ho
so chua ddy du, hop 18, Uy ban nhan dan cap x4 thong bao qua
mang Internet hoac van ban cho ngudi dai dién cia nhom dé hoan
chinh hd so.

- Budce 3. ny ban nhan dan cdp xa tra 16i bang vin ban. Trudong
hop tir chéi ding ky phai tra 161 bang van ban va néu 16 ly do.

20 ngay ké tir ngay Uy ban nhan déan cip xi nhan duoc ho so dé
nghi hop 1¢, cu thé:

UBND cap x4 noi du kién dit dia diém moi dé sinh hoat ton gido
tap trung, trong thoi han 05 ngdy 1am viéc ké tir ngay nhan du hod
so dé nghi hop 1& c6 trach nhiém xin y kién Uy ban nhan déan cép
huyén vé viéc thay doi dia diém sinh hoat ton gio tap trung.
Trong thdi han 10 ngay ké tir ngay nhan dugc van ban xin y kién
hop 1& ctua Uy ban nhan déan cip xa, Uy ban nhan dan cip huyén
c6 trach nhiém tra 101 bang van ban.

Trong thot han 05 ngay lam viéc, ké tur ngay co y kién cta Uy ban
nhan dan cip huyén, Uy ban nhan dan cap xa co trach nhiém tra
101 bang van ban vé viéc thay do6i dia diém.

Khéng

Khéng

- Vin ban dé nghi (theo mau).

01 bo

- Cham nhat 13 10 ngay ké tir ngay duoc chap thuan dia diém méi,
nhom sinh hoat ton gido tap trung phai cham dut sinh hoat ton
gido tai dia diém cii va c6 trach nhiém thong bao bang van ban
dén UBND cip x4 noi c¢6 dia diém sinh hoat tén gido tap trung cii
kém theo ban sao c6 ching thuc van ban chp thuin cia UBND
cap x4 noi c6 dia diém sinh hoat tén gido tip trung méi.
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Cin cu phap ly

Biéu mau dk

Két qua thye hién

- Luat tin ngudng, ton gido (Luat sé 02/2016/QH14 ngay
18/11/2016).

- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh phu
quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat tin
ngudng, ton giao.

- Thong tu sb 02/2017/TT-VPCP ngay 31/10/2017 ciua Vin
phong Chinh pha huéng dan vé nghiép vu kiém soat thi tuc hanh
chinh.

File mau: Vin ban dé nghi [Tl vé

Vin ban tra 10i chdp thuan hoic khong chip thuan vé viéc thay
d6i dia diém sinh hoat ton gido tap trung.
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9. Thii tuc thong béo vé viée thay doi dia diém sinh hoat tn gi4o tap trung

Tén thi tuc

Linh vuc
Co quan thue hién

Céch thirc thue hién

Poi twong thuce hién
Trinh ty thyc hién
Thoi han giai quyét

Phi
Lé phi

Thanh phan hb so

S6 lwong bd hd so

Yéu cau - dieu kién

Can cu phap ly

Biéu miu dinh kém

Két qua thie hién

Thii tuc thong béo vé viée thay déi dia diém sinh hoat ton
gido tap trung

Ton gido Chinh phu

- UBND cép x4 noi c6 dia diém sinh hoat t6n gido tap trung cil.

- Gri van ban thong bao tryc tiép tai UBND cap xa; qua duong
buu chinh hodc théng qua dich vu cong truc tuyén.
- Vin ban théng bao phai co xac nhan ctua Uy ban nhan dan cap
x3.Néu guri qua duong buu chinh, ngay tiép nhan vin ban thong
b&o dugc tinh theo ngdy ghi trén ddu cong van dén.

To chirc

Cham nhét 1 10 ngay ké tir ngdy duoc chap thuan dia diém méi,
nhom sinh hoat t6n gido tap trung phai chdm dut sinh hoat ton
gi4o tai dia diém cii va thong béo bang van ban dén UBND cip
x3 noi c6 dia diém sinh hoat ton gido tap trung cil.

- Ngay sau khi UBND cép x4 nhan dugc van ban théng bao hop 18.
Khong

Khong

- Vin ban thong bao néu rd tén cia to chic ton gido hodc to
chtrc duoc cap chimg nhan diang ky hoat dong ton gido; tén
nhém; ho va tén ngudi dai dién cia nhom; thoi diém thay doi;
dia diém sinh hoat t6n gido tap trung mdi; thoi diém cham dut
sinh hoat ton giao tai dia diém cil.

- Truong hop nhém sinh hoat ton gido tap trung chuyén dia
diém sinh hoat ton g1do dén dia ban xa khac, nguoi dai dién cua
nhoém con ¢é trach nhi¢m giri kém ban sao c6 chung thuc van
ban chip thuan cta Uy ban nhan din cép xi noi c6 dia diém
sinh hoat ton gido tp trung moi.

01 bo

- Cham nhét 13 10 ngay ké tir ngdy duoc chap thuan dia diém moi,
nhém sinh hoat ton gido tap trung phai chdm dit sinh hoat t6n gido
tai dia diém cii va c6 trach nhiém thong béo bﬁng van ban dén
UBND cap xa noi c6 dia diém sinh hoat ton gido tap trung ci.

- Luat tin ngudng, ton gido (Luat sé6 02/2016/QH14 ngay
18/11/2016).

- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh
phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat tin
ngudng, ton giao.

- Thong tu sb 02/2017/TT-VPCP ngay 31/10/2017 ctia Vin
phong Chinh phu huéng din vé nghiép vu kiém soat THHC

- Vin ban x4c nhan ciia UBND cap xa vé viée tiép nhan thong nbéo.
- Van ban thong bao dugc luu tai UBND cap xa dé thuc hién
cong tac quan ly nha nudc vé tin ngudng, ton gido.
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10. Thi tuc thong béo t6 chirc, quyén gop trong dia ban mdt xa ciia co' sé'
tin ngwdng, to chirc ton giao, to chire toNn gido true thude

Tén thi tuc
Linh vuc

Co quan thue hién

Cach thire thuce
hién

Poi twong TH
Trinh ty thyc hién

Thoi han giai
quyét

Phi

Lé phi

Thanh phan hb so

S6 lwgng bd hd so

Y&u cau - diéu kién

Cin cu phap ly

Thi tuc thdng béo to chire quyén gop trong dia ban mot xa
cua co sé tin ngu’O’ng,to chire ton giao, t6 chirc ton giao truc
thuoc

Tén giao Chinh phu

Uy ban nhan dan cép x4 noi t6 chtrc quyén gop.

- Gui vin ban thong béo truc tiép tai Uy ban nhan dan cép xi;
qua duong buu chinh hoic théng qua dich vu cong truc tuyén.

- Van ban thong bao phai c6 xac nhan cua Uy ban nhan dan cép
xa.Néu giri qua dudng buu chinh, ngay tiép nhan vin ban thong
béo dugc tinh theo ngay ghi trén ddu cong vin dén.

T6 chuc

- Trude khi t6 chirc quyén gop 05 ngay lam viéc,co so tin
ngudng, to chuc ton giao, t6 chirc ton gido truc thudc to chirc
quyén gop trong dia ban mot xa giri van ban thong bao dén Uy
ban nhén dan cép x4 noi to chic quyén gop.

- Ngay sau khi Uy ban nhin din cdp xd nhan dugc van ban
thong bao hop 1¢.

Khong

Khong

- Thanh phan hd so: Vin ban thong bao (theo mau) va céc tai
liéu kém theo (néu cb).

01 bo

- Trudce khi t6 chirc quyén gop 05 ngay lam vi€c, co s¢ tin
ngudng, to chirc t6n gido, t6 chirc ton gido truc thudc co trach
nhiém thong bao bang vin ban dén Uy ban nhan dan cip xa noi
t6 chtrc quyén gop.

- Hoat dong quyén gdp cia co so tin ngudng, to chirc t6n gido,
t6 chic ton giao truc thudc phai co sd sach thu, chi bao dam
cong khai, minh bach. Tai san dugc quyén gdp phai dugc quan
1y, st dung dung muc dich da thong bao, phuc vu cho hoat dong
tin ngudng, hoat dong ton gido va tu thién xa hoi.
- Khong duoc lgi dung danh nghia co sé tin ngudng, t6 chiic ton
gi4o, to chic ton giao truc thudc dé quyén goép nham truc loi
hodc tradi muc dich quyén gop.

- Luat tin ngudng, ton gido (Luat s6 02/2016/QH14 ngay
18/11/2016).

- Nghi dinh s& 162/2017/NB-CP ngay 30/12/2017 cua Chinh
pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat tin
ngudng, ton giao.

- Théng tu s6 02/2017/TT-VPCP ngay 31/10/2017 cua Vin
phong Chinh phu huéng din vé nghiép vu kiém soat TTHC
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Biéu miu dinh
kem

Két qua thye hién

File miu:

Vin ban dé nghi [Tai vé
- Vin ban xac nhan cta Uy ban nhan dan cip xi vé viéc tiép
nhan thong bao.
- Vin ban thong bao duoc luu tai Uy ban nhan dan cip xa dé
thue hién cong tac quan 1y nha nude vé tin ngudng, ton gido va
kiém tra viéc thuc hién cac ndi dung trong van ban thong bao
clia co sé tin ngudng, td chirc ton gido, to chic ton gido truc
thudc.
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https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2019_06/1560832563_van_ban_de_nghi_.doc

