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1. MUC PiCH

Quy dinh trinh ty tiép nhan, cip nhap, giai quyét va theo dbi thu tuc Pang ky hoat
dong tin ngudng dam bao thuc hién dugc nhanh chong, chinh xéac, kip thoi

2. PHAM VI AP DUNG

Ap dung d6i véi hoat dong Pang ky hoat dong tin ngudng

pén bo, cong chirc thude bd phén tiép nhan va tra két qua va bo phan co lién quan
thuoc Uy ban nhan dan phuong chiu trach nhiém thuc hién ndi dung nay

3. TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN ISO 9001:2015

- Cac van ban phap quy lién quan dé cép tai muc 5.8

4. PINH NGHIA/VIET TAT

- UBND: Uy ban nhan dan

- TTHC: Thu tuc hanh chinh

- TN&TKQ: B6 phan tiép nhan va tra két qua.

- TG: T6n giao

5. NOI DUNG QUY TRINH

5.1 | Piéu kién thue hién Thii tuc hanh chinh

- Nguoi dai dién hodc ban quan ly co s tin ngudng c6 trach nhiém guri van ban
dang ky hoat dong tin ngudng hing ndmcham nhat 1a 30 ngdy trudc ngdy co s&
tin ngudng bat dau hoat dong tin ngudng.

- P6ivoi co so tin ngudng da thdng bao hoat dong tin ‘ngudng hing nim trudc
ngay Luat tin ngudng, ton gido c6 hiéu luc, cham nhat 1a 30 ngay ké tir ngay
Luat c6 hiéu luc cO trach nhiém giri vin ban dang ky dén Uy ban nhan dan cip
Xa noi co co so tin ngudng.

- Viéc dang ky hoat dong tin ngudng hang nam chi thuc hién mot lan. Bdi voi
hoat dong tin ngudng khdong c6 trong van ban da dang ky thi nguoi dai dién hodc
ban quan 1y co so tin ngudng c0 trach nhiém ding ky b sung.

5.2 | Thanh phan ho so Bin | Bin
chinh | sao

Van be:ln ding ky hoat dong tin ngudng (mau B1, Phy luc Nghi
dinh s 162/2017/ND-CP ngay 30/12/2017)

5.3 | S6 lwong ho so

01 bo
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5.4 | Thoi gian xur ly

15 ngay ké tir ngay nhan dugc hd so hop Ié (tuong duong 11 ngay 1am viéc)

5.5

Noi tiép nhin va tra két qua

Tiép nhan tai B6 phan Tiép nhén va Tra két qua giai quyét TTHC

5.6

5.7

Quy trinh xir ly cong viéc

TT

Trinh ty

Tréach
nhiém

Thaoi
gian

Biéu mau/Ket

qua

Bl

Céac co so tin ngudng chuan bi ho
so day du theo quy dinh cua phap
luat nop vé bo phan TN&TKQ (ndp
hé so truc tiép hodc truc tuyén hoic
qua duong buu dién)

Co s tin
nguong

Gio hanh
chinh

Theo muc 5.2

B2

B6 phan tiép nhan va tra két qua
kiém tra tinh hop 1& va ndi dung
ctia hd so:

+ Néu hd so khéng hop 1¢, hudng
dan cong dan hoan thién ho so bang
phiéu huéng dan hoan thién ho so
+ Néu hd so khong dugc hoan
chinh theo huéng dan, cong chirc
tiép nhan tir chdi tiép nhan ho so

+ Néu hf) s0 hop 18, cong chirc Lap
gidy tlep nhan ho6 so va hen tra két
qua - mau s6 01 trao cho ngudi nop
hd so; nhap dir liéu thong tin hd so
vao phén mém; quét scan va luu trir
hé so dién tir; lap phleu klem soat
qua trinh giai quyet ho so - mau sb
05, luan chuyén dén cong chirc phu

B6 phan
TN&TKQ

1,5 ngay
lam viéc

Mau s6 01, 02,
03, 05, 06
(Thong tu s6
01/2018/TT-

VPCP)
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QUY TRINH

Dang ky hoat dong tin ngudng

Ma hiéu:

QT -0UTG

LAn ban hanh 01

Ngay ban hanh:  21/7/2023

trach cong tac ton giao dé giai
quyét

Ghi chG: Viéc phan hoi dén TCCD
phu hop theo mot trong cac hinh
thire nop ho so tai buoc 1

B3 | Tién hanh tham dinh hd so theo Méu s6 02, 05
quy dinh: (Thong tu so
- Truong hop hd so khong dap tng 01/2018/TT-
yéu cau, can giai trinh va b6 sung VPCP)
thém, thong bao cho t0 chue, ca
nhan biét bé sung ho so theo quy
dinh Cong chtic | 06 ngay HO so
- Trudng hop ho so dat yéu cau: chuyén mon | lam viéc
Hoan thién ho so, 1ap to :crinh, du Dur thio k&
thio van ban tra 10i chép thuin \r thao ket
hoic khong chdp thuin vé viéc qua%‘%?;‘éuyet
dang ky hoat dong tin ngudng, trinh
lanh dao UBND phuong xem Xét
ky duyét
B4 L?mh daq UBND phuong xem xét Van !Jén tra 101
ho so, néu dong y: ky van ban tra chap thuan
loi chap thuan Lanh dao . hodc khong
/ \ UBND 02 ngay X A A
Néu khong dong y: Ky van ban Jam viee | Chap thuan ve
khong chap thuén (néu ro Iy do) Phuong ' viéc dang ky
hoat dong tin
nguong
B5 | - Chuyén ho so di ky duyét cho bo Y2 ngay Mau s6 06 ’
phén Van thu dong dau van ban, so lam viéc | (Thong tu so
hoa két qua, pha,t hanh van ban Vin thu 01/2018/TT-
Ky ban giao két qua vé bd phéan VPCP)
TN&TKQ
- Luu ho so theo di Két qua
B6 | Tra két qua cho cong dan theo qu Két qus
i J WY1 cong chie | 01 ngay cLqua
L TN&TK lam vi¢
Théng ké theo doi Q | lamvice

Ghi chii: Néu hé so bi chdm mudn thi can bé thy Iy bdo cdo lanh dao va phdi ¢6 phiéu
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Dang ky hoat dong tin ngudng

Ngay ban hanh:  21/7/2023

xin 16i theo mau sé 04 (Théng tw 01/2018/TT-VPCP) trd cho TCCN

5.8 | Co sé phap ly
-Luat tin ngudng, ton gido (Luat s6 02/2016/QH14 ngay 18/11/2016).
-Nghi dinh scf) 162/2017/NDB-CP ngay 30/12/2017 cta Chinh pha quy dinh chi
tiet mot so dicu va bién phép thi hanh Luat tin ngudng, ton gido.
- Thong tu 56 02/2017/TT-VPCP ngay 31/10/2017 cua Van phong Chinh phu
hudng dan vé nghiép vu kiém sodt thu tuc hanh chinh.
- Nghi dinh s6 61/2018/ND-CP ctia Chinh phii v& thyc hién co ché mot cira, mot
ctra lién thong trong giai quyét thu tuc hanh chinh.
- Thong tu 5O 01/2018/TT-VPCP ngay 23/11/2018 cua Van phong Chinh phu
huong dan thi hanh mét s6 quy dinh cua Nghi dinh s6 61/2018/ND-CP ngay 23
thang 4 nam 2018 c,ﬁa Chinh phu vé thuc hién co ché mdt cira, mgt ctra lién
thong trong giai quyét thu tuc hanh chinh.

- Quyét dinh 2163/QD-UBND ngay 12/6/2020 vé viéc phé duyét quy trinh ndi
bo giai quyét thu tyc hanh chinh thudc thAim quyén tiép nhan cia UBND
phuong, x4, thi trin.

6. BIEU MAU
TT | Tén Biéu méu
1. bang ky hoat dong tin ngudng hing nim hodc hoat dong tin ngudng bd sung

(mau B1, Phu luc Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017).

2. Cac biéu miu theo co ché mot cira, mot cira lién thong dugc ban hanh kém theo

thong tu 01/2018/TT-VPCP ngay 23/11/2018

7. HO SO LUU: Ho so lvu bao gdm céc thanh phén sau

TT | Ho so lwu (ban chinh hoic ban sao theo quy dinh)
1. Thanh phﬁn h so can ndp theo muc 5.2
2. Két qua giai quyét tha tuc hanh chinh
Cac ho so khac phat sinh trong qua trinh thyc hién
3. Céc biéu miu theo co ché mot cira, mot cira lién thong duoc ban hanh kém theo

thong tu 01/2018/TT-VPCP ngay 23/11/2018

HO so duoc luu tai Bo phan chuyén mon va by phan mot ctra theo quy dinh
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Mau B1
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phlc

DANG KY
Hoat dong tin ngudong hiang nim hoic hoat dong tin nguwdng bo sung

Kinh gtri: .......... @
Tén co s¢ tin ngudng (chir in hoa):.........coooiiiiiiiii i
DA Chic o e
Nguoi dai dién ©:
Hovatén:............oooiiiiiii. . Namsinh:.........ooooiiiiii
S6 CMND/S6 h¢ chiéu/Sé dinh danh cd nhan: ...............ccoovvveenn,
NQGAY CAP:..evveerenn. NOT CAP: et

Ding ky hoat dong tin nguéng ...“... véi cAc ndi dung sau:

TT Té? hoat~d(f)ng Noi dung Quy mé | Thoi gian | Dia diém Gh,i
tin nguong cha
1
2
3
N

NGUOI PAI DIEN ©
(Ky, ghi rd ho tén)
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() Pia danh noi c6 co s& tin ngudng.

@ Uy ban nhan dan cip xi noi c¢6 co so tin ngudng.

® Truong hop co sé tin ngudng c6 ban quan 1y thi ngudi thay mit ban quan 1y ky ban
dang ky.

) Hoat dong tin ngudng hing nim hodc hoat dong tin ngudng bd sung.




