UBND PHUONG
LONG TRUONG

quyén vé viéc

chdng My ciru

QUY TRINH
Chirng thyc chir ky Gidy uy

khai hwéng chinh sach theo

Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nim
2005 cia Thu twdng Chinh
phu vé ché do, chinh sach

doi V0’l mot soO déi twong truc
tlep tham gia khang chién

chwa dwgc hwong chinh sach
cua Dang va Nha nwéce (ap
dung ca trong truong hop
chirng thue diém chi khi
ngudi yéu ciu chirng thuc
chir ky khong ky dwgc va
trueong hop nguoi yéu cau
chirng thue khong thé ky,
diém chi dwuorc)

Ma hi¢u: QT-05/CT

LAn ban hanh 01

ding tén ké | Ngay ban hanh:  21/7/2023

nwéc nhung

MUC LUC

SUA POI TAI LIEU

1. MUC bicH

2. PHAM VI AP DUNG

3. TAILIEU VIEN DAN

4. DINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU

Trach nhiém Soan thao

Xem xét

Phé duyét

Ho tén

Nguyén Thi Thu

L& Minh Phuong

Nguyén Hoang Vil

Chit ky

Chtrc vu

Cong chtiec TP-HT | Pho Chu tich UBND

Chu tich UBND
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UBND PHUONG
LONG TRUONG

QUY TRINH

Ma hiéu:

QT-05/CT

Ching thue chir ky Gidy iy

LAn ban hanh

01

quyén vé viéc dirng tén ké
khai hwéng chinh sach theo
Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nam
2005 cua Thu twéng Chinh
phii vé ché d§, chinh sach doi
v6i mot so ddi twong truc tiép
tham gia khang chién chong
My ctru nwéc nhung chua
dwgc hwéng chinh sach cua
Dang va Nha nuwoce (ap dung
ca trong truwong hop chirng
thiee diém chi khi nguoi yéu
ciu chimg thwe chir ky khong
ky dwgc va truwong hop nguoi
yéu cau chirng thwe khong thé
ky, diém chi dworc)

Ngay ban hanh:

21/7/2023

SUA POI TAI LIEU

Yéu cau sira
doi/ bo sung

Trang / Phan
lién quan viéc | Mo ta n¢i dung sira doi
stra doi

Lan stra doi

Ngay sira
doi
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QUY TRINH M3 hiéu: QT-05/CT

Chiing thuc chir ky Gidy iy |Lanbanhanh 01

quyén ve vigc ding tén k& | Ngay ban hanh:  21/7/2023
khai hwéng chinh sach theo
Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nam
2005 cua Thu twéng Chinh
phu veé ché do, chinh sach doi
UBND PHUONG v6i mot s6 ddi tuong tryc tlep
LONG TRUONG tham gia khang chién chong
My ctru nwéc nhung chua
dwgc hwéng chinh sach cua
Dang va Nha nuwoce (ap dung
ca trong truwong hop chirng
thiee diém chi khi nguoi yéu
ciu chimg thwe chir ky khong
ky dwgc va truwong hop nguoi
yéu cau chirng thwe khong thé
ky, diém chi dworc)

| | | |

1. MUC PiCH

Xay dung quy trinh nham quy dinh trinh ty, phuong phap tiép nhan va cach thuc
xu Iy ho so ddi vai thu tuc Chung thue chir ky Gidy iy quyén vé viéc dung tén ké khai
huong chinh sach theo Quyet dinh s 290/2005/Qb-TTg ngay 08 thang 11 ndm 2005 cua
Thu tuéng Chinh phu vé ché d6, chinh sach dbi v6i mot sd ddi twong truc tiép tham gia
khang chién chdong My ciru nudc nhung chua dugc hudong chinh sach ctia Pang va Nha
nuéce (ap dung ca trong truong hop ching thuc diém chi khi ngudi yéu cau chimg thuc
chit ky khong ky dugc va truong hop ngudi yéu ciu ching thuc khong thé ky, diém chi
duoc), dam bao thu tuc thyc hién nhanh chong, kip thoi, dang quy dinh

2. PHAM VI AP DUNG

Ap dung d6i voi hoat dong Chuing thuc chir ky Gidy uy quyén vé viéc dung tén ké
khai hudng chinh séch theo Quyet dinh s 290/2005/Qb-TTg ngay 08 thang 11 nam
2005 cua Thu tuéng Chinh phu ve ché d6, chinh sach d6i véi mot s6 dbi tugng truc tiép
tham gia khang chién chéng My ctru nudc nhung chua duoc huéng chinh sach cua Dang
va Nha nudc (ap dung ca trong truong hop ching thuc dlem chi khi ngudi yéu cau ching
thue chir ky khong ky duoc va trudng hop ngudi yéu cau ching thuc khong thé ky, diém
chi duogc)

Can bo, céng chic thudc bo phan tiép nhan va tra két qua, cac bd phan cé lién
quan thudc Uy ban nhan dén phuong chiu trach nhi¢m 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 cap tai muc 5.8

4. PINH NGHIA/VIET TAT

- UBND: Uy ban nhén dan

- TTHC: Thu tuc hanh chinh
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UBND PHUONG
LONG TRUONG

QUY TRINH

Ching thue chir ky Gidy iy
quyén vé viéc dirng tén ké
khai hwéng chinh sach theo
Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nam
2005 cua Thu twéng Chinh
phii vé ché d§, chinh sach doi
v6i mot so ddi twong truc tiép
tham gia khang chién chong
My ctru nwéc nhung chua
dwgc hwéng chinh sach cua
Dang va Nha nuwoce (ap dung
ca trong truwong hop chirng
thiee diém chi khi nguoi yéu
ciu chimg thwe chir ky khong
ky dwgc va truwong hop nguoi
yéu cau chirng thwe khong thé
ky, diém chi dworc)

M3 hiéu: QT-05/CT
Lanbanhanh 01
Ngay ban hanh:  21/7/2023

- TN&TKQ: Tiép nhan va tra két qua

- CT: Ching thuc

5.NOI DUNG QUY TRINH

5.1 | Piéu kién thue hién Thii tuc hanh chinh

Nhitng truong hop khong dugce chung thuc chir ky:

- Tai thoi diém ching thuc, nguoi yéu cau ching thuc chit ky khong nhan thic
va lam chu duoc hanh vi ciia minh.
- Ngudi yéu cau chimg thuc chir ky xuat trinh Gidy chrng minh nhan dan hoic
Ho chiéu khong con gia tri st dung hodc gid mao.

5.2 | Thanh phan hd so Bin | Bin
chinh | sao
- Xuét trinh ban chinh hodc ban sao co chimg thuc Gidy chimg
minh nhan dan hodac HS chi€u con gia tri st dung.
- Nop Giéy uy quyén vé viéc dimg tén ké khai huong chinh sach
theo Quyét dinh s6 290/2005/QD-TTg ngay 08 thang 11 nam «

2005 cua Thu tudéng Chinh phu ma nguoi yéu cau chiing thuc s€
ky vao (theo mau).
* Truong hop ching thuc ngoai tru sé thi ngudi yéu cau chimg
thuc phai ndp van ban yéu cau ching thuc ngoai try so.

5.3 | S6 lwong ho so
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UBND PHUONG
LONG TRUONG

QUY TRINH

Ching thue chir ky Gidy iy
quyén vé viéc dirng tén ké
khai hwéng chinh sach theo
Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nam
2005 cua Thu twéng Chinh
phii vé ché d§, chinh sach doi
v6i mot so ddi twong truc tiép
tham gia khang chién chong
My ctru nwéc nhung chua
dwgc hwéng chinh sach cua
Dang va Nha nuwoce (ap dung
ca trong truwong hop chirng
thiee diém chi khi nguoi yéu
ciu chimg thwe chir ky khong
ky dwgc va truwong hop nguoi
yéu cau chirng thwe khong thé
ky, diém chi dworc)

M3 hiéu: QT-05/CT
Lanbanhanh 01
Ngay ban hanh:  21/7/2023

01 bo

5.4 | Thoi gian xur ly

- Tra ngay trong ngdy lam viéc hodc trong ngay 1am viéc tiép theo, néu tiép nhan
yéu cau sau 15 gio.

5.5 | Noi tiép nhéan va tra két qua

B0 phén tiép nhan va tra két qua cia UBND phuong

5.6 | Phi/Lé phi

10.000 ddng/truong hop (truong hop duoc tinh 1a moét hodc nhiéu chir ky trong
mot gidy to, van ban)

5.7 | Quy trinh xi ly cong viéc

TT Trinh tu Trach nhiém | Thoi gian Biéu maw/Két
qua
B1 | Tiép nhén qéi chiéu kiém tra tinh Cong dan Miu s6 01, 02,
hop 1€ cua ho so: 0,5 gio 03, 05, 06
Cong dan nop hd so tai bo phan lam viée (Thong tu
mot cira 01/2018/TT-
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UBND PHUONG
LONG TRUONG

QUY TRINH

Ching thue chir ky Gidy iy
quyén vé viéc dirng tén ké
khai hwéng chinh sach theo
Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nam
2005 cua Thu twéng Chinh
phu veé ché do, chinh sach doi
v6i mot s6 doi tuong tryc tlep
tham gia khang chién chong
My ctru nwéc nhung chua
dwgc hwéng chinh sach cua
Dang va Nha nuwoce (ap dung
ca trong truwong hop chirng
thiee diém chi khi nguoi yéu
ciu chimg thwe chir ky khong
ky dwgc va truwong hop nguoi
yéu cau chirng thwe khong thé

Ma hiéu:

QT-05/CT

LAn ban hanh

01

ky, diém chi dworc)

Ngay ban hanh:

21/7/2023

Cong chire tiép nhan ho so kiém tra
tinh phép 1y va noi dung hé so.

- Trudng hop hod so day da va hop
16 va nhan thay nguoi yéu cau
chtrng thuc minh man, nhan thirc va
lam chu duwoc hanh vi cia minh,
ddng thoi viéc ching thuc khéng
thuoc cac truong hop khong duoc
ching thuc chir ky theo quy dinh,
thi dé nghi nguoi yéu cau chang
thuc ky hodc diém chi (néu nguoi
yéu Cau ching thuc khong ky dugc)
vao gidy to can chung thyc trudce
mat c¢éng chtc tiép nhan hd so va
chuyén cho ngudi thuc hién ching
thuc;

- Truong hop. hd so day du, hop 1¢,
ngu’OI yéu cau ching thuc minh
man, nhan thic va lam chu dugc
hanh vi cua minh thi can bo tiép
nhan ghi nhan va chuyén hé so
dong thoi bao cao truong hop cua
ngudi yéu cau chuang thuc cho
nguoi thuc hién chang thuc

- Trudng hop hd so thiéu, khong
hop 1¢ thi cong chirc tiép nhan ho

B6 phan
TN&TKQ

VPCP)

HO so
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QUY TRINH M3 hiéu: QT-05/CT
Chimg thyc chit ky Gidy ity |Lanbanhanh 01
quyén ve vigc ding tén k& | Ngay ban hanh:  21/7/2023
khai hwéng chinh sach theo
Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nam
2005 cua Thu twéng Chinh
phu veé ché do, chinh sach doi
UBND PHUONG v6i mot s6 ddi tuong tryc tlep
LONG TRUONG tham gia khang chién chong
My ctru nwéc nhung chua
dwgc hwéng chinh sach cua
Dang va Nha nuwoce (ap dung
ca trong truwong hop chirng
thiee diém chi khi nguoi yéu
ciu chimg thwe chir ky khong
ky dwgc va truwong hop nguoi
yéu cau chirng thwe khong thé
ky, diém chi dworc)
so hudng dan cho nguoi dén ndp ho
so hoan thién ho so theo quy dinh
hoac huéng dan nop hd so dén co
quan co thAm quyén chimg thuc,
néu nop ho so khong ding co quan
c¢6 tham quyén
B2 | Kiém tra ho so va cac diéu kién | Cong chirc 02 gio Vién ban lién
theo quy dinh: chuyén mon | lam viéc quan
Trudng hop hod so dat yéu cau: Tién
hanh chirng thuc theo quy dinh Mau sb 02, 03,
Truong hop tir chdi chimg thuc 05 (Thong tu
phai gidi thich & 1y do bang vin 01/2018/TT-
ban cho nguoi yéu cau chimg thuc VPCP)
B3 | Xem xét, ky phé duyét van ban lién Lanh dao 01 Gio Vin ban lién
quan UBND lam viéc quan
B4 T:ep Anh%n ketA qud, chuyén van thu Céng chirc MauA s0 06
lay s6 dong dau thuly hdso | 0.5 Gic (Thong tu
Phat hanh vin ban va chuyén vé bo ' lam iléo 01/2018/TT-
phan TN&TKQ am viee VPCP)
Luu hd so theo doi
B6 | Tra két qua cho cong dan theo quy B phéin Theo Két qua
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UBND PHUONG v6i mot s6 ddi twgng truc ’tié'p
LONG TRUONG tham gia khang chién chong

QUY TRINH M3 hiéu: QT-05/CT

Chitng thye chit ky Gidy @ty | Lan ban hanh 01

quyén vé vi¢e ding tén k& | Ngay ban hanh:  21/7/2023
khai hwéng chinh sach theo
Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nam
2005 cua Thu twéng Chinh

phii vé ché d§, chinh sach doi

My ctru nwéc nhung chua
dwgc hwéng chinh sach cua
Dang va Nha nuwoce (ap dung
ca trong truwong hop chirng
thwee diém chi khi ngudi yéu

ciu chimg thwe chir ky khong

ky dwgc va truwong hop nguoi

yéu cau chirng thwe khong thé
ky, diém chi dworc)

dinh TN&TKQ | phiéu hen

Ghi chii: Néu ho so bi chgm mugn thi can b 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

Co sé phap ly

- Nghi dinh sé 23/2015/ND-CP ngay 16 thang 02 nim 2015 ctia Chinh phu vé
cap ban sao tir ban chinh, ching thuc chit ky va ching thuc hop dong, giao dich
(c6 hiéu luc thi hanh ké tir ngay 10 thang 4 nim 2015);

- Théng tu s6 01/2020/TT-BTP ngay 03 thang 03 nam 2020 cta Bo truong Bo
Tu phap Quy dinh chi tiét va huéng dan thi hanh mot sé didu ctia Nghi dinh sb
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir s6
gbc, chimg thyc ban sao tir ban chinh, chimg thyc chit ky va ching thuc hop
dong, giao dich;

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 ndm 2016 cua Bo Tai chinh
quy dinh mac thu, ché do thu, nop, quan 1y va st dung phi chiing thuc (cé hiéu
luc ké tir ngay 01 thang 01 nim 2017);

- Théng tu lién tich s6 191/2005/TTLT-BQP-BLDTBXH-BTC 07 thang 12 nim
2005 cua lién Bo truong Bo Quéc phong, Bo truong Bo Lao dong Thuong binh
va Xa hoi, Bo truong Bo Tai chinh huéng dan thyc hién Quyét dinh 5O
290/2005/Qb-TTg ngay 08 thang 11 nam 2005 cua Thu tudéng Chinh phu vé ché
d6, chinh sach d6i v6i mot sd dbi twong truc tiép tham gia khang chién chdng
My§ ctru nudc nhung chua duge hudng chinh sach cua Bang va Nha nude (co
hi€u luc tir ngay 25 thang 01 nam 2006);

- Nghi dinh 61/2018/NDb-CP vé thuc hién co ché mét cira, mot cira lién thong
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UBND PHUONG v6i mot s6 ddi twgng truc ’tié'p
LONG TRUONG tham gia khang chién chong

QUY TRINH M3 hiéu: QT-05/CT

Chiing thuc chir ky Gidy iy |Lanbanhanh 01

quyén vé vi¢e ding tén k& | Ngay ban hanh:  21/7/2023
khai hwéng chinh sach theo
Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nam
2005 cua Thu twéng Chinh

phii vé ché d§, chinh sach doi

My ctru nwéc nhung chua
dwgc hwéng chinh sach cua
Dang va Nha nuwoce (ap dung
ca trong truwong hop chirng
thiee diém chi khi nguoi yéu

ciu chimg thwe chir ky khong

ky dwgc va truwong hop nguoi

yéu cau chirng thwe khong thé
ky, diém chi dworc)

trong giai quyét thi tyc hanh chinh.
- Thong tu 01/2018/TT-VPCP ngay 23/11/2018 huéng dan thi hanh mot s6 quy
dinh cta nghi dinh s6 61/2018/ND-CP ngay 23/04/2018 ctiia Chinh phi vé thuc
hién co ché mét cira, mot cira lién thong trong giai quyét thi tuc hanh chinh.
- Quyét dinh s6 2700/QD-UBND ngay 29 tthang6 nim 2018 cia UBND thanh
phd Ho Chi Minh vé viéc cong bd thi tuc hanh chinh méi ban hanh, duoc sira
d6i, bd sung, thay thé va bii bo thudc pham chuan héa tai Thanh phé Ho Chi
Minh.

- Quyét dinh s6 1114 /QD-UBND ngay 30 thang 3 nam 2020 cua Chu tich Uy
ban nhan dan thanh phd 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 ho so va hen tra két qua
* MAu s6 02 — Phiéu yéu ciu bo sung, hoan thién hd so
* MAu s6 03 — Phiéu tir chéi tiép nhén giai quyét hd so
* MAu s6 04 — Phiéu xin 11 va hen lai ngay tra két qua
* MAu s6 05 — Phiéu kiém soat qua trinh giai quyét ho so
* Mau s6 06 — S6 theo d&i ho so

2. | Mau Glay uy quyen Vvé viéc dung tén ké khai huong chinh sach theo mau sb 04 tal

Quyét dinh s6 290/2005/QD-TTg ban hanh kém theo Thong tu lién tich s
191/2005/TTLT-BQP-BLDTBXH-BTC ngay 07/12/2005 cua lién Bo truong Bo
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UBND PHUONG v6i mot s6 ddi twgng truc ’tié'p
LONG TRUONG tham gia khang chién chong

QUY TRINH M3 hiéu: QT-05/CT

Chiing thuc chir ky Gidy iy |Lanbanhanh 01

quyén vé vi¢e ding tén k& | Ngay ban hanh:  21/7/2023
khai hwéng chinh sach theo
Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nam
2005 cua Thu twéng Chinh

phii vé ché d§, chinh sach doi

My ctru nwéc nhung chua
dwgc hwéng chinh sach cua
Dang va Nha nuwoce (ap dung
ca trong truwong hop chirng
thiee diém chi khi nguoi yéu

ciu chimg thwe chir ky khong

ky dwgc va truwong hop nguoi

yéu cau chirng thwe khong thé
ky, diém chi dworc)

Quoéc phong, B truong Bo Lao dong Thuong binh va X4 hoi, B truong Bo Tai
chinh.

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

TT Ho so' lwu (ban chinh hodc ban sao theo quy dinh)
1. | Thanh phan hd so can ndp theo myc 5.2
2. | Két qua giai quyét thu tuc hanh chinh
Cac hd so khac phat sinh trong qua trinh thuc hién
3. | Cac biéu mau theo co ché mot cira, mot cira lién thong dwgc ban hanh kém theo

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

HO so duoc luu tai Bo phan chuyén mon va luu trtr theo quy dinh

Mau 04
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc
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QUY TRINH M3 hiéu: QT-05/CT

Chiing thuc chir ky Gidy iy |Lanbanhanh 01

quyén ve vigc ding tén k& | Ngay ban hanh:  21/7/2023
khai hwéng chinh sach theo
Quyét dinh s6 290/2005/QD-
TTg ngay 08 thang 11 nam
2005 cua Thu twéng Chinh
phii vé ché d§, chinh sach doi
UBND PHUONG v6i mot s6 ddi twgng truc ’tié'p
LONG TRUONG tham gia khang chién chong
My ctru nwéc nhung chua
dwgc hwéng chinh sach cua
Dang va Nha nuwoce (ap dung
ca trong truwong hop chirng
thiee diém chi khi nguoi yéu
ciu chimg thwe chir ky khong
ky dwgc va truwong hop nguoi
yéu cau chirng thwe khong thé
ky, diém chi dworc)

GIAY UY QUYEN
Veé viée dirng tén ké khai huwéng chinh séch
theo Quyet dinh so 290/2005/QD-TTg ngay 08/11/2005
cua Tha twéng Chinh phu

Kinh gai: Uy ban nhan dan x3 (phuong).........
huyén.................. tinh (thanh phd)...............
Tento1 la:. ... Namsinh @ .....cccoeovvnnneee,
(@ 1= o[- TSP S USSR
Noi dang ky ho KNau thuong trU:.......c.veeveeeeeeeeeseeeeeeees e
La.....coooo..... CUA ONG (BA) ..ot

thudoc ddi tuwong dugc thuc hién theo Quyét dinh sé 290/2005/QD-TTg ngay
08/11/2005 cua Thu tuéng Chinh pha.

Nay uy QUYEN ho ONE (BA)....ceveneiis e, quan
LYo W (o3 10 (o 0T - TSRS
Ho khau thuwong trd tai Xa8 (phudng)...........cooo huyén
(Quan)..........ooeiiis e tinh (thanh Pho) .....cocvviiee e

Chiu trach nhiém dimg tén ké khai dé huong ché do, chinh sach.
Xac nhan Nguoi iy quyén
cia Uy ban nhéan dén xi (phwong) (Ky, ghi rd ho, tén)




