QUY TRINH M4 hiéu: QT-13/NCC
ESE(D; I;glégNNg Cép gifiy xac nhan than LEHT banhanh 01
nhén cua nguoi cé cong Eégnafz ban 217112023
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Trach nhiém Soan thao Xem xét Pllé duyét
Ho tén Nguyén Thi Lé Thu L& Minh Phuong Nguyén Hoang Vii
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Chtrc vu Cong chirc VH-XH | Pho Chu tich UBND Chu tich UBND
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QUY TRINH Ma hiéu: QT-13/NCC
UBND PHUONG Cho ik xde nhan than nha Lan ban hanh 01
LONG TRUONG ap giay xac nhan than nhan R
ciia nglr(‘ri co cﬁng N\gay ban 21/7/2023
hanh:
SUA POI TAI LIEU

Trang / Phan
lién quan viéc | Mo t4 nfi dung sira doi | Lan sira doi
stra doi

Yéu cau stra

; Ngay stra
doi/ bo sung

doi
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QUY TRINH Ma hiéu: QT-13/NCC
UBND PHUONG ] Lanbanhanh 01

LONG TRUONG Cap giéy xac nhan than nhan

ciia ngudi cé cong Ngay ban 21/7/2023

hanh:

1. MUC PiCH

Quy dinh trinh tu, trich nhiém va phuong phap tiép nhén, xir 1y ho so lién quan
viéc Cap gidy xac nhan than nhan cta ngudi c6 cong.

2. PHAM VI AP DUNG

Ap dung ddi v6i hoat dong Cap gidy xac nhan than nhin cua ngudi cd cong.

Can b9, cong chirc thudc bo phan tiép nhan va tra két qua, bd phan chuyén mén va
cac bg phan c6 lién quan thudc Uy ban nhén 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 cap tai muc 5.8

4. PINH NGHIA/VIET TAT

- UBND: Uy ban nhan dan

- TTHC: Thu tuc hanh chinh

- NCC: Nguoi c6 cong

- LbXH: Lao dong Thuong binh va Xa hdi

5. NOI DUNG QUY TRINH

5.1 | Piéu Kkién thuwc hién Thi tuc hanh chinh

Khéng
5.2 | Thanh phan ho so Bin | Ban
chinh | sao
Pon dé nghi cip gidy xac nhan than nhan clia ngudi c6 cong X
X

Ban sao dugc ching thuc tir mot trong cac gidy td sau:

+ Gidy ching nhin nguoi co cong hodc Ky niém chuwong nguoi
hoat dong cach mang, khang chién, bao vé T6 qubc, 1am nghia vu
quéc té bi dich bat tu, day; Huan chwong, Huy chuong khang
chién; Huan chuong, Huy chuwong chién thing; ky niém chuong
“Tb qudc ghi cong”; bang “Cé cong voi nudc”.

+ Gidy to do co quan c6 thim quyén ban hanh, xac nhan moi
quan hé véi ngudi c6 cong gdm: cin cude cong dan

5.3 | S6 lwong ho so

01 bo
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QUY TRINH Ma hiéu: QT-13/NCC

UBND PHUONG Lin ban hanh 01

LONG TRUONG Cé’ip giéy xac nhan than nhan

ciia ngu’(‘)’i cé cﬁng N\géy ban 21/7/2023
hanh:
5.4 | Thoi gian xur ly
05 ngay lam viéc
5.5 | Noi tiép nhan va tra két qua
B phén Tiép nhan va Tra két qua giai quyet TTHC
Bo phan tiép nhan va tra  két qua tai Cong Dich wvu cong:
https://dichvucong.hochiminhcity.gov.vn (d6i véi tiép nhan truc tuyén -néu co)
5.6 | Phi/Lé phi
Khong
5.7 | Quy trinh xir ly cong viéc
TT Trinh ty Trach nhiém | Thoi gian | Biéu mau/Két
qua
B1 | 1. Tiép nhén truc tlép Mau s6 01, 02,
- Truong hop hd so day du: 03, 05, 06
Lap Gidy tiép nhan hd so va hen tra (Thong tu
két qua; trao cho ngum,nop hd so 01/2018/TT-
theo BM 01; thyc hién tiép bude B2 VPCP)
- Truong hop ho so chua day du: Y2 ngay ‘
Huoéng dan bo sung, hoan thién ho lam viéc HO so

so dén ngudi nop ho so va ghi 16 1y
do theo BM 02.

- Trudng hop tir chdi tiép nhan ho | Bo phan tiép
so: Lap Phiéu tr chdi tiép nhan | nhan va tra
giai quyét hd so theo BM 03 két qua

2. Tiép nhin qua Cong Dich vu
cong truee tuyén

- Kiém tra tinh chinh xéc, dﬁy du,
hop 18 ctia hd so; kiém tra théng tin
chit ky sb dé dam bao tinh xéc
thuc, hop 18 (néu co).

- Sau khi kiém tra, néu bao dam céc
diéu kién de tiép nhan, Cong chirc
Mot cira tiép nhan, cdp ma ho so va
xtr 1y ho so theo quy trinh.

- Truong hop hd so chua day du,
dung quy dinh thi thong bao cho to



https://dichvucong.hochiminhcity.gov.vn/

QUY TRINH Ma hiéu: QT-13/NCC
UBND PHUONG Cho ik xde nhan than nha Lan ban hanh 01
. ap giay xac nhan than nhan
LONG TRUONG Y gcﬁ); ngudi o cong N\gay ban 21/7/2023
hanh:
chtrc, c4 nhan qua tai khoan cua to
chtrc, ca nhin qua Céng Dich vu
cong va hudng dan diy du, cu thé
dé to chirc, ca nhan bd sung hd so
theo yéu cau
Ghi chu: thoi gian tiép nhan chinh
thirc hodc yéu ciu chinh sira, bd
sung khong mudén hon 08 gid lam
viéc ké tir khi hé théng tiép nhan,
trir thir 7, chu nhat.
- Can b tiép nhan ho so thuc hién
scan dir liéu ho so, litu trit hd so
dién tir va chuyén hd so cho cong
chtrc chuyén mon xur 1y
B2 | Cong chirc phu trach kiém tra, thim Du thao gidy
dinh hd so; du thao giéy xac nhan xac nhan than
than nhan ctia nguoi cé cong 03 ngay nhan cua
Chuyén trinh lanh dao UBND R . lam viéc | nguodi cd cong
: Cong chuce x4
phuong hu trach theo mau s6 4§
pht phu luc I Nghi
dinh sb
131/2021/Nb-
CP
B3 | Lanh dao UBND phuong kiém tra | Lanh dao 01 ngay Gidy xac nhan
lai hd so, ky duyét gidy xac than UBND IAm viec than nhan cua
nhan cua nguoi c6 cong phuong . nguoi co cong
- - theo mau sb 45
B4 | Van thu thuc hién cho s6, vao so, phu luc I Nghi
dong dau s Y5 ngay dinh s6
Chuyén két qua dén bo phan Van thu lam viéc | 131/2021/ND-
TN&TKQ CP
B5 | Tra ket qua cho TCCD Bophan | Theo gidy | Ketqua gidi
Luu ho so theo doi TN&TKQ hen quyét TTHC

Ghi chii: Néu ho so bi chgm mugn thi can bg thu Iy bdo cdo lanh dao va phdi ¢6 phiéu
xin 10i theo mau so 04 (Thong tw 01/2018/TT-VPCP) tra cho TCCN

5.8

Co sé phap ly
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QUY TRINH Ma hiéu: QT-13/NCC
UBND PHUONG Cho ik xde nhan than nha Lan ban hanh 01
LONG TRUONG ap giay xac nhan than nhan N
ciia nglr(‘ri co cﬁng rl:'\gar?/ ban 21/7/2023
ann:

- Phap 1énh s 02/2020/UBTVQH14 Phap 1énh wu dii ngudi co cong véi cach
mang nam 2020;

- Nghi dinh 131/2021/ND-CP ngay 30 thang 12 nam 2021 quy dinh chi tiét va
bién phap thi hanh Phap 1énh wvu dai nguoi c6 cong voi cach mang;

- Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu ve stra 601 bd
sung mot s6 diéu cua cac nghi dinh lién quan dén viéc nop, xudt trinh s6 ho
khau, sb tam tra glay khi thyuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Nghi dinh 61/2018/ND-CP vé thuc hién co ché mot cira, mot cira lién thdng
trong giai quyét thu tuc hanh chinh;

- Thong tu 01/2018/TT-VPCP hudng dan thi hanh mét sé quy dinh ctua Nghi
dinh 6 61/2018/ND-CP ngay 23/11/2018.

- Quyét dinh s6 627/QD-LDTBXH ngay 12 thang 5 nam 2023 cua B¢ truong Bo
Lao dong — Thuong binh va Xa hoi vé viéc cong b thu tuc hanh chinh stra doi,
bd sung vé linh vuc ngudi co cong thudc pham vi chire ning quan 1y nha nudc
cua Bo Lao dong — Thuong binh va Xa hoi.

Quyét dinh s6 1068/QD-UBND ngay 28 thang 3 nam 2023 cua UBND thanh
phé H6 Chi Minh v€ viéc phé duyét quy trinh noi bo giai quyet thu tuc hanh
chinh thugc tham quyén tiép nhan ctia UBND x4, phuong, thi tran.

6. BIEU MAU

T

Tén Bicéu mau

1.

Hé thdng biéu mau theo Théng 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 cau bo sung, hoan thién ho so

* Mau s6 03 — Phiéu tir chéi tiép nhan giai quyét ho so

* MAu s6 04 — Phiéu xin 151 va hen lai ngay tra két qua

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

* Mau s6 06 — S6 theo ddi ho so

7. HO SO LUU: Ho so luu bao gdm céc thanh phan sau

TT

Ho so luu (ban chinh hodc ban sao theo quy dinh)

1. | Thanh phan ho so can ndp theo myc 5.2
2. | Két qua giai quyét thu tuc hanh chinh
Céc ho so khac phat sinh trong qua trinh thuc hién
3. | Cac biéu mau theo co ché mot cira, mot cira lién thong duwgc ban hanh kém theo

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

Ho so duoc luu tai BO phan chuyén mén va bd phan mot cira (cac biéu mau theo Thong
tu 01/2018/TT-VPCP ngay 23/11/2018) theo quy dinh
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QUY TRINH Ma hiéu: QT-13/NCC
UBND PHUONG Cho ik xde nhan than nha Lan ban hanh 01
LONG TRUONG ap giay xac nhan than nhan N
ciia nglr(‘ri co cﬁng rl:l\gaﬁ/ ban 21/7/2023
ann:




