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SUA POI TAI LIEU

Al A Trang / Phan o
Yéu cau swra | .. o Az As L R A . 2z, | Ngay stra

ey R lién quan viéc | Mo ta ngi dung swra doi | Lan swra doi Z .
doi/ bo sung doi

stra doi
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QUY TRINH M3 hiéu: QT-02/HGCS
Ilfglﬁ(D; E;gg’ggg s . . Lan ban hanh 01
Bau To truwéng To hoa giai - -
Ngay ban hanh:  21/7/2023
1. MUC DiCH

Quy trinh dugc xay dung nham quy dinh trinh tw, phuong phap tiép nhan va cach

thire xur Iy ho so d6i vai tha tuc Bau T6 trudong T6 hoa giai, dam bao can b, cdng chirc
thuc hién dang voi nhiém vy, quyén han duoc giao

2. PHAM VI AP DUNG
Ap dung d6i véi hoat dong Bau T truong To hoa giai

Can bg, cong chuc thudc bo phan tiép nhan va tra két qua, c4c bo phan cé lién
quan thugc Uy ban nhan dan phuong chiu trach nhiém thuc hién quy trinh 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: Tiép nhan va tra két qua

- HGCS: Hoa giai co so

- CC: Cong chtrc

- TP-HT: Tu phap ho tich

5.NOI DUNG QUY TRIiNH
5.1 | Piéu kién thye hién Thii tuc hanh chinh
- Viéc bau t6 trudng to hoa giai duoc thue hién trong cac truong hop sau day:
+ Thanh 13p t6 hoa giai moi;
+ T6 truong to hoa giai thoi 1am hoa giai vién, thoi lam to truong to hoa giai
hodc khong thé tiép tuc lam t6 truong t6 hoa giai.
- Nguoi duge dé nghi cong nhan 1a to trudong to hoa giai phai dat trén 50% s
hoa giai vién cua td hoa giai dong v va la ngudi co s6 phiéu bau cao nhat.
5.2 | Thanh phan ho so Bin | Ban
chinh | sao
Vin ban d& nghi cong nhan t6 truéng t6 hoa giai; X

Bién ban kiém phiéu hodc bién ban vé két qua bi€u quyét vé viéc
bau t6 trudng td hoa giai.




UBND PHUONG
LONG TRUONG

QUY TRINH

Bau To6 truong To hoa giai

Ma hiéu:

QT-02/HGCS

LAn ban hanh

01

Ngay ban hanh:

21/7/2023

5.3

S6 lwong ho so

01 bo

5.4

Thoi gian xiwr ly

Trong thoi han 05 ngay lam viéc

5.5

Noi tiép nhin va tra két qua

B0 phén tiép nhan va tra két qua cia UBND phuong

5.6

Phi/Lé phi

Khong

5.7

Quy trinh xir ly cong viéc

TT

Trinh tu

Trach nhiém

Thot gian

Bi¢u mau/Ket
qua

Bl

Nép hd so: Chuan bi hd so theo
quy dinh va ndp tai bd phan tiép
nhan va tra két qua ctia UBND
phuong

Trudng ban
cong tac Mat
tran

Gio hanh
chinh

Theo muc 5.2

B2

Tiép nhan va kiém tra tinh chinh
xéac, diy du cia hd so: cong chuc
mot cira tiép nhan va tién hanh
kiém tra diu muc hd so:

- Néu ho so chua day du, chinh xac
theo quy dinh: Thong bao va hudng
dan nguoi nop ho so bo sung, hoan
thién theo mau s6 02

- Néu tir chdi nhan hd so: Gui
théng bao va néu rd ly do theo mau
56 03

- Néu ho so déy dua, chinh xac theo
quy dinh: Tiép nhén hd so theo
mau s6 01, nhap thong tin vao phan

B6 phan
TN&TKQ

Y ngay
lam viéc

Mau s6 01, 02,
03, 05, 06
(Thong tu

01/2018/TT-
VPCP)
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mém, quét (scan) va luu trit hd so

dién tr, 1ap phiéu kiém soat theo

mau sb 05, cap nhat vao s6 theo ddi

theo mau s6 06 va chuyén hd so

dén 1anh dao UBND phudng

B3 | Phan cong thu Iy ho so: Lanh dao | | .. Mau s6 05
UBND phuong phan cong cong UBND 01 ngay (Thoéng tur
chire thu 1y ho so. . lam viéc | 01/2018/TT-

il VPCP)

B4 | Tham dinh hd so: Céng chirc TP-

HT tiép nhan héhso va thyc hién M s 02, 03,

xem er; la},/ y kién don vi c6 lién 05 (Thong tur

quan (néu c6): 01/2018/TT-

- Neu hd so chua dap img yéu cau, VPCP)

can giai trinh va bod sung, cong A . .

chitc TP-HT c6 van ban yéu cau bo ccfiﬁngncﬁl%cn 191 ng.aty \ £

sung hoic 1y do tir chdi. y amviee | Dy ‘.thao Quyet
£ 1A o TG A ) A dinh cong

- Néu ho so dam bao yéu cau: Cong nhan hodc van

chirc TP-HT hoan thién quyét dinh ban tir chbi

cong nhan hoac thong bao tir choi,

chuyén trinh 1anh dao UBND

phuong.

B5 | Phé duyét két qua:

Lanh dao UBND phuong tlep nhan | s g00 Quyét dinh
két qud, xem xét, yéu cau diéu UBND QZ ngay cong nhan
chinh (néu can), ky phé duyét quyét phuong lam viéc | hodc van ban
dinh cong nhan hodc vin ban tir tir choi
chdi.

B6 | Dong diu & sao luu: - Quyét dinh
Cong chirc TP-HT tiép nhan két cong nhan
ggﬁ,vgh&lgfnd\;n thu lay sO, nhan Céng chirc 1 ngay hogtlf(; Zialréiban

; e ‘ TP-HT | lam viéc
SO hdéa va chuyén két qua vé Bo
phan TN&TKQ va thyc hién luu - Mau sb 06
trit theo quy dinh. (Thong tu
01/2018/TT-
B7 | Tra két qua: Cong chtrc Theo VPCP)
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Bau To6 truong To hoa giai

Ngay ban hanh:  21/7/2023

Thong bao va tra két qua cho | TN&TKQ phiéu hen
TCCN, thong ké theo doi ho so.

Ghi chii: Néu ho so bi chgm mugn thi cdan bg thu Iy bio cdo lanh dao va phdi ¢6 phiéu
xin [0i theo mau so 04 (Thong tw 01/2018/TT-VPCP) tra cho TCCN

5.8 | Cosé phap ly

- Luat Hoa giai & co sé nam 2013 (c6 hiéu lyc ké tir ngay 01/01/2014);
- Nghi quyét lién tich sb 01/2014/NQLT/CP- -UBTUMTTQVN ngay 18/11/2014
ciia Uy Ban Trung uwong Mat tran T6 quoc Viét Nam va Chinh phu hudng dan
phéi hop thuc hién mot sé quy dinh ciia phap luat vé hoa giai & co sé (co hiéu
luc ké tir ngay 10/01/2015).
- Nghi dinh 61/2018/ND-CP vé thuc hién co ché mét cira, mot cira lién thong
trong giai quyét thi tuc hanh chinh.
- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nim 2018 cta Vin phong
Chinh pht hudng dan thi hanh mét sé quy dinh ctia Nghi dinh s6 61/2018/ND-
CP ngay 23 thang 4 nam 2018 ctia Chinh phu vé thuc hién co ché mot cira, mot
ctra lién thong trong giai quyét thu tuc hanh chinh.

- Quyét dinh sb 4827/Qb-UBND ngay 11 thang 11 nam 2019 cta Chu tich Uy
ban nhan dan thanh phé Ve viéc phé duyét quy trinh ndi bo giai quyet thu tuc
hanh chinh thuc thAm quyén tiép nhan ciia UBND phuong, x4, thi tran.

6. BIEU MAU

TT | Tén Biéu miu

1. | Hé thdng biéu mau theo Thong tu 01/2018/TT-VPCP ngay 23/11/2018:
* MAu s6 01 — Gidy tiép nhan hd so va hen tra két qua

* MAu s6 02 — Phiéu yéu ciu bo sung, hoan thién ho so

* MAu s6 03 — Phiéu tir chéi tiép nhén giai quyét ho so

* MAu s6 04 — Phiéu xin 161 va hen lai ngay tra két qua

* Mau s6 05 — Phiéu kiém soat qua trinh giai quyét ho so

* Mau s6 06 — S6 theo ddi ho so

2. | Van ban dé nghi cong nhan to truéng t6 hoa giai

7. HO SO LU'U: Ho so luu bao gdm cac thanh phan sau
TT Hé so lru (ban chinh hoic ban sao theo quy dinh)

1. | Thanh phﬁn ho so can ndp theo muc 5.2

2. | Két qua giai quyét thu tuc hanh chinh
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LONG TRUONG Lan ban hanh 01

Bau To6 truong To hoa giai

Ngay ban hanh:  21/7/2023

Cac ho so khac phat sinh trong qua trinh thuc hién

3. | Cac biéu miu theo co ché mot cira, mot cira lién thong duoc ban hanh kem theo
thong tw 01/2018/TT-VPCP ngay 23/11/2018

Ho so duoc luu tai Bo phan chuyén moén va b phan mot cira (cac biéu mau theo Thong
tu 01/2018/TT-VPCP ngay 23/11/2018) theo quy dinh

BM 04

Xa, phwong, thi tran: CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

..., NEAy ... thang ... nam....

GIAY PE NGHI
C6ng nhan té trudng té hoa giai
Kinh guri: Chu tich Uy ban nhan dan xa/phudng/thi tran
~ Can ctr ket qua bau to truong to hoa giai (c6 bién ban gui kém), Ban cdng tac Mit tran
to dan pho............... JRPTR dé nghi Chu tich Uy ban nhan dén xa/phuong/thi
tran................. xem xét, quyéet dinh cong nhan to trudng t6 hoa giai doi vai ong (ba) co
tén sau day:

Stt Ho va tén bia chi Ty le% hoa giai vién
cua to hoa giai dong y

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi rd ho tén)

BM 05
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X4, phwong, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
............................... boc lap - Tw do - Hanh phuc
Tédanphe: TTTTC
BIEN BAN
VE KET QUA BIEU QUYET BAU TO TRUONG TO HOA GIAI
Hom nay, vao.......... gio......... ,ngay..... thang........ nam......
I 1 SRR
T hOQ Gidi..eveeeeeeeeeeeeeeeean, t AN PhO. .. eeee e

t6 chuc cudc hop bau to trudng to hoa giai bang hinh thirc biéu quyét cong khai.

S6 lwong hoa giai Vien tham dur CUGC NOP ...
Két qua biéu quyét bau to trudng té hoa il NWw SAU........eveveeeeeeeeeeee e,
Stt Ho va tén S6 ngudi biéu Ty 18 % hoa giai vién

quyet dong y cua To6 hoa giai dong y
Cudc hop két thic vao..... gid..... ngdy.... thang..... nam.......

Bién ban nay duogc doc cong khai tai cuoc hop.
TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi rd ho tén)
Xa, phwong, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

BIEN BAN
KIEM PHIEU BAU TO TRUONG TO HOA GIAI
Hom nay, vao...... gio...... ,ngay....thang....nam...........
LI 1O
TONOA QIAL v t0 AN PhO.eeeeieeeeeeee e,

t6 chuc cudc hop bau té trudng to hda giai bang hinh thic bo phiéu kin.
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UBND PHUONG
LONG TRUONG

Bau To6 truong To hoa giai

QUY TRINH Ma hiéu: QT-02/HGCS

LAn ban hanh 01

Ngay ban hanh:  21/7/2023

T4 kiém phiéu bao gdm céc 6ng (ba) co tén sau day:

ONG (BA):. ettt - T6 Trudng
O To T (=1 SRR - Thanh vién
(O] To T (=1 ST - Thanh vién
S6 luwong hoa giai VIen cia to hOA GIdii........covcveeeeveeeeeieeeeeeee e,

Két qua kiém phiéu bau t6 trueng t6 hda giai nhu sau:
- Tong s6 phiéu phét ra:
- Tong sb phiéu thu vé:
- Sb phiéu hop lé:

- Sb phiéu khéng hop 1é:
- Két qua kiém phiéu:

Stt Ho va tén S6 nguoi biéu | Ty 18 % hoa giai vién
quyet dong y cua to hoa giai dong y
Cudc hop két thic vao..... gio..... ngdy...... thang..... nim......

Bién ban nay duogc doc cong khai tai cuoc hop.

TRUONG BAN CONG TAC MAT

TRAN

(Ky va ghi rd ho tén)

TM. TO KIEM PHIEU

TO TRUONG
(Ky va ghi rd ho tén)




