UY BAN NHAN DAN ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TINH QUANG TRI Doc 1ap - Tw do - Hanh phuc
S6: 889 /QDP-UBND Quang Tri, ngay 12 thang 8§ nam 2025
QUYET PINH

Phé duyét quy trinh thuc hi¢n dich vu cong truc tuyén‘trong linh vuc
Cong tac dan toc va Tin ngudng, ton gido thugc tham quyen gidi quyet cia
UBND cap xa trén dia ban tinh Quang Tri

CHU TICH UY BAN NHAN DAN TINH QUANG TRI
Can cir Ludt Té chirc Chinh quyén dia phirong ngay 16/6/2025;

Can cir Nghi dinh sé 45/2020/ND-CP ngay 08/4/2020 ciia Chinh phui vé thuc
hign thu tuc hanh chinh trén moi truong dién tu,

Can cir Nghi dinh s6 42/2022/ND-CP ngay 24/6/2022 cua Chinh phu Vé viéc
cung cap thdng tin va dich vu cong truc tuyén cua co quan nha nudc trén moi truong
mang;

Can cir Nghi dinh so 118/2025/ND-CP ngay 09/6/2025 cia Chinh phui vé thuc
hién thd tuc hanh chinh thgo co chée mgt cuira, mot cura lién thong tai Bo phdn Mot cua
va Cong dich vy cdng quoc gia;

Can cir Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 cua Van phong Chinh
phi quy dinh mot s6 ngi dung va bién phdp thi hanh trong s6 héa ho so, ket qua
giai quyét thu tuc hanh chinh va thuc hién thu tuc hanh chinh trén moi truong dién
t;

Theo dé nghi ciia Gidm c?‘éc S Dan téc va Tén gido tai To trinh s6 129/TTr-
SDTTG ngay 25/7/2025 va dé nghi ciia Chanh Van phong UBND tinh.

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay 11 (muoi mot) quy trinh thuc
hién dich vu cong truc tuyén (DVC) truc tuyén trong linh vic Cong tac dan toc
va Tin ngudng, ton gido thudc tham quyén giai quyét caa UBND cép xa trén dia
ban tinh Quang Tri.

Piéu 2. Trén co sé cac quy trinh dich vy céng (DVC) da dugc phé duyét,
S¢ Dan toc va Ton gido, S& Khoa hoc va Cong ngh¢, UBND cap xa theo chuc
nang, nhiém vu dugc giao c6 trach nhiém:

1. T6 chuc xay dung, chay thir nghiém, hoan thién cac dich vu cong truc
tuyén, thanh toan tryc tuyén trén Cong dich vu cong quoc gia; thong bao viéc ap
dung chinh thirc DVC truc tuyén trong théi han 20 ngay ké tir ngdy Quyét dinh
nay c¢6 hiéu lyc thi hanh.



2. Pang tai s6 dién thoai va hop thu dién tir cia don vi ddu méi thuoc UBND
cap xa kém theo DVC truc tuyén dugc cung cap dé td chuc, ca nhan lién hé khi
can dugc hudng dan, ho trg.

3. UBND céc xa, phuong, dac khu co6 trach nhi¢ém 1ap Danh sach dang ky tai
khoan cho can bg, cong chirc, vién chirc dugc phan cong thuc hién cac bude xur
1y cong viéc quy dinh tai cac quy trinh thue hién Dich vu cong truc tuyén ban
hanh kém theo Quyét dinh nay gui S Khoa hoc va Cong nghé; thiét 1ap ciu hinh
dién tur; déng thoi to chire thue hién viée cap nhat thong tin, dir li¢u vé tinh hinh
tiép nhan, giai quyét ho so, tra két qua TTHC ban dién tir 1én Hé thong thong tin
mdt cua dién tir cua tinh theo quy dinh.

4. Pbi voi cac quy trinh dién tir giai quyét TTHC/DVC truc tuyén bi thay
thé tai Quyét dinh nay, S& Khoa hoc va Cong nghé co6 trach nhiém theo doi
viéc thiét 1ap quy trinh dién ttr giai quyét TTHC/DVC truc tuyén va thong bao
cho cac co quan, don vi, dia phuong co lién quan phdi hop thuc hién theo yéu
cau sau:

a) Khoa chirc nang tiép nhan ho so cua cac quy trinh dién tir giai quyét
TTHC/DVC truc tuyén bi thay thé cham nhét sau 05 ngay lam viéc, ké tir ngay
duoc thong bao van hanh chinh thirc quy trinh mai.

b) Huy bo quy trinh dién tir giai quyét TTHC/DVC tryc tuyén bi thay thé
cham nhét sau thoi gian bang thoi han giai quyét cac ho S0 chuyen tiép cua cac
quy trinh dién tr nay. Truong hop qua thoi han giai quyet ma van con ton dong
hd so chuyén tiép, thi két thic quy trinh dién tu giai quyét cac ho so nay; dong
thoi c6 thong bao danh sach cac hd so nay cho don vi giai quyét hd so trudce khi
huy bo quy trinh.

Piéu 3. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Piéu 4. Chanh Vin phong UBND tinh, Giam déc S¢ Dan Toc va Ton gido,
Giam déc S¢ Khoa hoc va Cong nghé, Giam ddc Trung tdm Phuc vu hanh chinh
cong, Chi tich UBND céc x4, phudng, dic khu va cac to chirc, ¢ nhan c6 lién quan
chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: KT. CHU TICH
- Nhu bicu 4; s ’

- Cuc KS TTHC-VPCP; — PHO CHU TICH
- CT, cac PCT UBND tinh; o

- Cac sd, ban, nganh thugc UBND tinh (d€ biét);
- Luu: VT, TDNV, HCChing.




Phu luc

Phan |
DANH MUC DICH VU CONG TRUC TUYEN

N . | Micdpdichvy | MAso TTHCtrén |
STT Tén dich vu cong SO quy trinh N Cong Dich vu cong | So trang
g quoc gia
| |LINH VUC TIN NGUONG, TON GIAO
1 | Thu tyc dang ky hoat dong tin ngudng 01.TG-CX DVCTT toan trinh 1.012592.H50 3
2 | Thi tyc ding ky bo sung hoat dong tin ngudng 02.TG-CX DVCTT toan trinh 1.012591.H50 7
3 | Thu tuc dang ky sinh hoat ton gido tap trung 03.TG-CX DVCTT toan trinh 1.012590.H50 11
4 | Thu tuc dang ky thay doi nguoi dai dién cua| o4 tG.cx | DVCTT toantrinh | 1.012585.H50 15
nhdém sinh hoat ton gido tap trung
5 | Thu tuc de nghi thay doi dia diém sinh hoat ton| g5 150 | DVCTTtoantrinh | 1.012584.H50 19
gido tap trung trong dia ban mot xa
6 T.}{ﬁ tl;lC de nghiﬁtha.y dci)i di'il dié’m sinh hoat ton 06.TG-CX DVCTT toan trinh 1.012582. H50 93
gido tap trung dén dia ban xa khac




N (| Micddichvy | MAsOTTHCUen |
STT Tén dich vu cong S0 quy trinh con Cong Dich vu cong | So trang
g quoc gia

Thu tuc dé nghi t6 chtrc dai hoi cﬁaﬁ t6 chirc ton

7 giao, tc3 chuc ‘Eon giao tI:Ll’C thu(,)f, to (A:hu:c_ ,du’c_rc,: 07.TG-CX DVCTT toan trinh 1.013796.H50 97
cap chirng nhan dang ky hoat dong ton giao co
dia ban hoat dong & mot xa
Thu tuc dé nghi t6 chirc cudc 18 ngoai co so ton

8 |gido, dia di€ém hop phép da dang ky c6 quy mo 08.TG-CX DVCTT toan trinh 1.013797.H50 31
td chirc 6 mot xa
Thu tuc dé nghi gidng dao ngoai dia ban phy

9 | trach, co so ton gido, dia diém hop phap dd dang |  09.TG-CX DVCTT toan trinh 1.013798.H50 35
ky c6 quy mo t6 chirc & mot xa

Il |LINH VUC TIN CONG TAC DAN TQC

10 (Eong _r;lhanA’ nguoi ¢ uy tin trong dong bao dan 10.DT-CX DVCTT mot phén 1012222 H50 39
toc thiéu so.

17 |Pua ra khoi danh sach va thay the, bo sung| ) b ox | pyeTT metphin | 1.012223.H50 51

ngudi ¢ uy tin trong dong bao dan toc thiéu so.
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Phan |1
CAC QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN

Mi s6 quy trinh: 01.TG-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN TOAN TRINH POI VOI

THU TUC PANG KY HOAT PONG TIN NGUONG
Mai s6 TTHC: 1.012592.H50
Ap dung tai co quan: UBND cép xi

Quy Poi twong e R o Thoi gian
trinh thue hién Noi dung cong vige thue hién
I. Nop ho so truc tuyén:
1. Truy nhap Céng dich vy cdng quéc gia trén mang internet tai dia chi: https://dichvucong.gov.vn.
2. Pang ky/ Pang nhap vao Hé thong bang tai khoan cta chi ho so.
3. Chon co quan thyc hién 1a UBND cép x4, tai danh sach dich vu cong lua chon dich vu “Thu
tuc dang ky hoat dong tin nguong”.
4. Cap nhat, s6 hoa day du cac thanh phan ho so, bao gdom:
Nop hd | Nausingp hd | NNap thong tin trén biéu Mau ho tich dién tir twong tc Van ban dang ky hoat dong tin ngudng hér]g
. o nam theo Mau B1 Phu luc ban hanh kem theo Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 cua

Chinh phit duoc xac thue bang tai khoan dinh danh VNelD cua cong dan.

5. Thanh toan tryc tuyén phi/ 1& phi/ nghia vu tai chinh: Khong.

6. Dang ky hinh thirc nhan két qua tha tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh cong ich/ hodc truc tuyén.

7. Pang ky hinh thirc nhan théng béo vé tinh hinh giai quyét ho so: Thu dién tir (email)/ hodc tin
nhén qua mang xa héi (Zalo)/hodc tin nhén SMS trén dién thoai di dong.

8. Nguoi nop ho so dugc cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.



https://dichvucong.gov.vn/
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9. Trong qua trinh thuc hién dich vu cong, td chirc, c4 nhan c6 thé lién hé qua s6 dién thoai va
hop thu dién tir cia UBND cép xa dugc dang tai kem theo quy trinh thyc hién dich vu cong truc
tuyén nay dé duoc huéng dan, hd tro.

I1. Nop ho so true tiép:

Nop ho so truc tiép tai Trung tim Hanh chinh cong cép x& hodc qua dich vu buu chinh céng ich
theo thanh phan hd so va hudng dan néu trén.

Can bo tiép nhan

1. Kiém tra, hoan thién thong tin cua ngudi nop ho so. Xac nhan hinh thirc nop hd so: Truc tiép/
hodc Tryc tuyén/ hoac qua dich vy buu chinh cong ich.

2. Kiém tra thanh phan hd so:

2.1. Truong hop hd so day du, hop 1¢:

- Tiép nhan, cap nhat luu trit ho so dién tu; guri Phiéu tiép nhan hd so va hen tra két qua cho nguoi

Bude 1 hd so tai Trung | ndp ho so. 04 gio lam
témAHénf’l Ch',Nnh - Tra ctru, trich xuét dit liéu vé CCCD cua ngudi dé nghi tir CSDL quéc gia vé dan cu va gin vao viée
cong cap Xa | thanh ho so.
2.2. Trudng hop hd so chua diy du, khong hop 18: Hudng dan bd sung, hoan thién ho so theo yéu
cau.
2.3. Truong hop ngudi ¢d yéu cau khong bd sung, hoan thién dugce ho so thi giri théng bao tir
chéi giai quyét yéu cau qua thu dién tir hodc tin nhan qua dién thoai di dong cho nguoi yéu cau.
Lanh dao Phong , 3 o o L 04 gio lam
) R an ho én dén; 1 ly ho A
Budc 2 Van hoa — X4 hoi Xac nhan ho so chuyén den; phan céng xu ly ho so vide
L - Chuyén vién Phong Vin hoa — X4 hoi xac nhan ho so chuyén dén; xt Iy ho so; chuyén du thao két
Chuyén vién qua cho lanh dao phong hodc van ban tir chbi (néu ré Iy do). 07 ngay
Budc 3 Ph(‘)ng Van hoa — . A 2 . Cn A 2 X, N L n X . o , . “n
X3 hoi - anorn% hop can bo sung, hoan thlgn hé so, chuyén ngugc vé can bd ti€p nhan hd so (kém van ban | lam viéc
' hudng dan, néu rod 1y do, ndi dung bo sung...).
, Lanh dao Phong | Lanh dao Phong Vin hoa — X& hoi tham tra, trinh 1anh dao UBND cap x4 ky duyét két qua giai quyét. | 01 ngay
Buoc 4 o , ~ LA . X A , 2 n A Y 1 \ A
Vian héa — Xa hoi | Truong hop can dicu chinh, chuyén chuyén vién xtr ly. lam viéc
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Bude 5 Lanh dao UBND | Lanh dao UBND cép x4 ky duyét két qua giai quyét, chuyén chuyén vién xur 1y. Trudng hop can diéu | 01 ngay
cap xa chinh, chuyén chuyén vién xt 1y. lam viéc
Chuyén vién A R - S A . X e cu 1
. X . 1 Chuyén vién Phong Van hoa — Xa hoi phoi hop véi Van thu co quan dong dau co quan vao van ban | 04 gio lam
Budc 6 |Phong Van hda—| __ , R . 2 ~ 1A N R S \ o
XA hoi da duoc ky duyét theo quy dinh; vao so, luu trir ho so; chuyén B phan mot ctra dé tra ket qua. viéc
Can bo tiép nhan
Bude 7 hd so tai Trung | Can bo tiép nhan hd so va tra két qua: Xac nhan trén phan mém mot ctra vé két qua TTHC d c6 tai | 04 gio lam
tam Hanh chinh | bd phan mot ctra; thong bao cho to chirc, ca nhan theo cac hinh thuc dang ky. viéc
cong cap xa
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin ban dién tir c6 yéu cau xac thyc bang chir A
, X ;A1 4k A 1A P 1w o . . N Khodng tinh
Nhin két ky s6 nhung chua dugc ky so khi dén nhan két qua hodc giri qua dich vu buu chinh cong ich. ‘o thoi
an ké e A , , vao thoi
qua Nguoi nop ho so'| - Nhan két qua TTHC theo hinh thirc d3 dang ky: Truc tiép/hodc qua dich vu buu chinh cong ich. gian gidi
Pdng thoi nhan két qua TTHC ban dién tir tai Kho quan 1y dit liéu dién tir cta to chic, ca nhan quyét
trén Céng dich vu cong.
" . . . 11 ngay
Tong thoi gian giai quyet TTHC
g glan giai quy lam viéc

* Bieu mau kem theo:




* Méu biéu twong tdc dién tir (e-form) )
~ MauBl
(Ban hanh kem theo Ngh;i dinh so 95/2023/ND-CP ngay 29/12/2023 cua Chinh phui)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

_ DANGKY ]
Hoat djng tin ngwdng hang nam hodc hoat dong tin ngwéng bo sung
Kinh gti: .......... @

Tén co sé tin nguong (Chir inhoa):........cocoevviviiiiiiiie
Paa CNI:. .
Nguoi dai dién ©:

ol [ I TR 1<) 1 LR
= S& CMTND/CCCD: ...oovirvireirieieseseseiesisesisetee e

Diing ky hoat dong tin ngudng ...*... véi cac ndi dung sau:

TT Té? hoatfl@ng Néi dung Quy md | Thoi gian | Pia diém | Ghi chd
tin ngwong

1

2

3

n

NGUOI PAI DIEN @

(Hé théng mét cika dién tir tw déng dién cum
tee sau “Mdu don, To' khai dién tir di dwoc
H¢ théng mét cira dién tir xac thuc cia
ong/ba.... ; c6 sé tai khodn dinh danh... ;
Ma sé hé so... ; Tiép nhdn ngay...”)

* Cac thong tin 6 (3) duoc khai thac tir Co so dir liéu quéc gia vé dan cu dé tu dong didn vao bidu miu,
nguoi thuc hién thu tuc hanh chinh khéng can ké khai. Neu cac thong tin khong dugc ty dong dien vao
biéu mau thi ngudi thuc hién thi tuc hanh chinh ké khai day du.

® Pia danh noi cé co s& tin ngudng.
@ Uy ban nhan dan cap xa noi ¢ co sd tin ngudng.
© Truong hop co sé tin ngudng ¢ ban quan Iy thi ngudi thay mat ban quan Iy ky ban dang ky.

) Hoat dong tin ngudng hing nim hoic hoat dong tin ngudng bd sung.
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Mi s6 quy trinh: 02.TG-CX
QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN TOAN TRINH POI VOI
THU TUC PANG KY BO SUNG HOAT PONG TIN NGUONG
Mai s6 TTHC: 1.012591.H50
Ap dung tai co quan: UBND cép xa

e Thoi
Quy Doi twong thuc e n - .
R e A NOi dung cong viéc gian thue
trinh hién o
hién
I. Nop ho so truc tuyén:
1. Truy nhap Coéng dich vu cbng qudc gia trén mang internet tai dia chi:
https://dichvucong.gov.vn.
2. bang ky/ Pang nhap vao Hé thong bang tai khoan cta chi ho so.
3. Chon co quan thyc hién 1a UBND cép x4, tai danh sach dich vu cong lua chon dich vu “Thu
tuc dang ky bé sung hoat déng tin ngueéng”.
4. Cap nhat, s6 hoa day du cac thanh phan ho so, bao gdm:
Nop ho Ngudi nop hd so | Nhap thong tin trén biéu MAu ho tich dién tir twong tac Vin ban dang ky bd sung hoat dong tin

SO ngudng theo Mau B1, Phy luc ban hanh kém theo Nghi dinh s6 95/2023/ND-CP ngay
29/12/2023 cua Chinh phu dugc xac thuc bang tai khoan dinh danh VNelD caa céng dan.

5. Thanh toan truc tuyén phi/ 18 phi/ nghia vu tai chinh: Khong.

6. Pang ky hinh thirc nhan két qu:él thil tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu
buu chinh cong ich/ hodc truc tuyén.

7. Bang ky hinh thirc nhan thong bao vé tinh hinh giai quyét hd so: Thu dién tir (email)/hoic
tin nhan qua mang xa hoi (Zalo)/hoac tin nhan SMS trén di¢n thoai di dong.

8. Nguoi nop ho so dugc cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.



https://dichvucong.gov.vn/
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9. Trong qua trinh thyc hién dich vu cong, t6 chirc, c4 nhan c6 thé lién hé qua s6 dién thoai va
hop thu dién tir cia UBND cép xa dugc dang tai kém theo quy trinh thyc hién dich vy cong
tryc tuyén nay dé duoc hudng din, hd tro.

I1. Nop ho so true tiép:

Nop hé so truc tiép tai Trung tam Hanh chinh céng cép xa hoidc qua dich vu buu chinh céng ich
theo thanh phan hd so va hudng dan néu trén.

Can b tiép nhan ho so

1. Kiém tra, hoan thién thong tin ctia ngudi nop ho so. Xac nhan hinh thirc nop ho so: Truc
tiép/ hodc Truc tuyén/ hodc qua dich vu buu chinh céng ich.

2. Kiém tra thanh phan hd so:

2.1. Trudng hop hd so day du, hop 1é:

- Tiép nhan, cap nhat luu tri hd so dién tu; gui Phiéu tiép nhéan hd so va hen tra két qua cho
ngudi ndp ho so.

Budc 1 | tai Trung tam ’Hénh - Tra ciru, trich xuat dir liéu vé CCCD ciia ngudi dé nghi tir CSDL qudc gia vé dan cu va gan 1;;‘; %ligc
chinh cdng cap X& | yao thanh hé so. '
2.2. Truong hop hd so chua day du, khong hop 16: Hudng dan bd sung, hoan thién hd so theo
yéu cau.
2.3. Trudng hop ngudi co yéu cau khong bo sung, hoan thién duoc hd so thi gui thong bao tir
chéi giai quyét yéu cau qua thu dién tir hodc tin nhin qua dién thoai di dong cho nguoi yéu
cau.
Bugc 2 | banhdao th’nfivan - X&c nhan hd so chuyén dén; phan cong xir Iy ho so O 4 8o
héa — Xa hoi lam viéc
- Chuyén vién Phong Vin hoa — X& hoi xac nhan ho so chuyén dén; xir 1y ho so; chuyén du thao
) Chuyén vién Phong két qua cho lanh dao phong hodc vin ban tir chdi (néu rd Iy do). 07 ngay
Bude 3 Van hoa — Xa hoi - Truong hop can bo sung, hoan thién ho so, chuyén nguoc vé can bd tiép nhan hd so (kém van | lam viée

ban huéng dan, néu 1 1y do, ndi dung bd sung...).
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Bude 4 Léanh dao Phong Vian | Lanh dao Phong Vin hoa — X4 hoi tham tra, trinh 1dnh dao UBND cap x4 ky duyét két qua giai | 01 ngay
hoa — X& hoi quyét. Truong hop can diéu chinh, chuyén chuyén vién xir 1y. lam viéc
Bude 5 Léanh dao UBND cép | Lanh dao UBND cép xa ky duyét két qua giai quyét, chuyén chuyén vién xtr 1y. Truong hop can | 01 ngay
NE| diéu chinh, chuyén chuyén vién xtr 1y. lam viéc
B 6| STV g | et he avs dinh i s o 1 0 s 5 it o d v | 0486
Vin héa — Xa hoi ) ye Ky CUyet Theo quy Gt ’ > CHUYER B0 PHAR e 1am viéc
qua.
Can b tiép nhan ho y . . C L N
, 0 P A 4 X © 59 Céan b0 tiép nhan ho so va tra két qua: Xac nhan trén phan mém mot ctra ve ket qua TTHC daco | 04 gio
Budc 7 | tai Trung tdm Hanh A . , X 1 a1 1 s , . A
. - | tai bd phan mot ctra; thong bao cho to chirc, ca nhan theo cac hinh thic dang ky. lam viéc
chinh cong cap x& i
- Xuét trinh d6i chiéu hodc ndp ban gidy cac ho so, van ban dién tir c6 yéu cau xac thuc bang
chir ky s6 nhung chua dugc ky s6 khi dén nhan két qua hodc gui qua dich vu buu chinh cong | Khéng
Nhan o ich. tinh vao
L, Nguoi ndp ho so o . o ) .; 5 , ) . o
két qua - Nhan két qua TTHC theo hinh thirc da dang ky: Truc tiép/hodc qua dich vu buu chinh cong | thoi gian

ich. Pong thoi nhan két qua TTHC ban dién tir tai Kho quan 1y dit liéu dién tir cta to chic, ca
nhan trén Céng dich vu cong.

giai quyét

Tong thoi gian giai quyét TTHC

11 ngay
lam viéc
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* Méu biéu twong tdc dién tir (e-form) o
Bieu mau B1
(Ban hanh kém theo Ngh; dinh sé 95/2023/NP-CP ngay 29/12/2023 cuia Chinh phi).

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

DANG KY
Hoat dong tin ngwdong hang nam hoic hoat dong tin ngwdong bo sung

Kinh gtri: .......... @
Tén co s& tin ngudng (Chir inhoa):........cccooeviviiiii i
Daa CNI: .
Nguoi dai dién ©;
S HO VAN e
= SO CMTND/CCCD: ...coviveiriiiieiseeieissssetsessesee e,
Ding ky hoat dong tin ngudng ...“... véi cac ndi dung sau:
Tén hoat don ) R . 2 i
TT , ? . ong Noi dung Quy m6 | Thai gian | Pia diem Gh,'
tin nguwéng cha
1
2
n

NGUOI PAI DIEN @

(Hé théng mét cika dién tie tw déng dién cum
tee sau “Mdu don, To' khai dién tir da dwoc
H¢ théng mét cira dién tie xac thuc cria
ong/ba.... ; c6 sé tai khodn dinh danh...
Ma s6 hé so... ; Tiép nhdn ngay...”)

* Céc thong tin s6 (3) duoc khai thac tir Co s6 dit liéu qudc gia vé dan cu dé tu dong dién vao biéu mau,
ngudi thuc hién thu tuc hanh chinh khong can ké khai. Neu céc thong tin khong dugc tu dong dien vao
biéu mau thi nguai thyc hién thi tuc hanh chinh ké khai day du.

@) Pija danh noi co co so tin ngudng.

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

®) Truong hop co sé tin ngudng ¢ ban quan 1y thi nguoi thay mat ban quan Iy ky ban diang ky.
) Hoat dong tin ngudng hang nim hoic hoat dong tin ngudng b sung.
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Mi s6 quy trinh: 03.TG-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN TOAN TRINH POI VOI

THU TUC PANG KY SINH HOAT TON GIAO TAP TRUNG
Mai s6 TTHC: 1.012590.H50
Ap dung tai co quan: UBND cép xa

. Thoi
Quy boi tm’?’flg thye Noi dung cong viéc gian thuc
trinh hién o
: hién
I. Nop ho so trwc tuyén:
1. Truy nhap Cong dich vu céng qudc gia trén mang internet tai dia chi: https://dichvucong.gov.vn.
2. Pang ky/ Pang nhap vao Hé thdng bang tai khoan cta chu hd so.
3. Chon co quan thyc hién 1a UBND cép x4, tai danh sach dich vu cong lua chon dich vu “Thu tuc
dang ky sinh hogt tdn gido tdp trung .
4. Cap nhat, sd hoa day du cac thanh phan ho so, bao gdm:
- Nhap thong tin trén bieu Mau h tich dién tir twong tac Van ban ding ky sinh hoat ton gido tap
Nop hod ‘ trupg theoﬁ Mau Bquhu }gc tgan hanh !(ém theo Nghi diph s@ 9542023/ND-CP nga‘y 29/12/2023 c1:1a
.so Ngudi nop ho so | Chinh pht duogc stra d61 bo sung tai Phu luc II, Nghi dinh s6 124/ND-CP ngay 11/6/2025 cua

Chinh phi1 duoc xéc thyuc bang tai khoan dinh danh VNelD ciia cong dan;

- Giay to chimg minh c6 dia diém hop phap dé lam noi sinh hoat ton giao (Hinh thitc nép: Bdn dién tir
co chiz Ky so hodc Ban sao chumg thuc dién tir; truong hop ndp ban chup scan thi nguwoi ngp mang
ban chinh den ngp truc tiep khi nhan ket qua hodac gud bdan sao c6 chieng thuc qua dich vu buu chinh
cong ich);

- So yéu ly lich (cép trude thoi diém nop hd so khong quéa 06 thang) cia ngudi dai dién nhém sinh
hoat ton gido tap trung (Hinh thirc ngp: Ban di¢n tur ¢6 chit Ky so ciia co quan xdc nhdn hodc Ban
a0 chitng thu’q dién tk; truvong hop nép ban Chup scan thi nguoi ngp mang ban chinh den nop truc
tiep khi nhdan két qua hogc gl ban sao co chirng thue qua dich vu buu chinh cong ich);
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- Ban tom tat gido ly, gido luat doi véi viéc ding ky quy dinh tai khoan 2 Piéu 16 caa Luat tin
ngudng, ton gido (Hinh thixc ngp: Bdn dién tir c6 chit Ky so; trueong hop nép bdn chyup scan thi
nguwroi Nop mang bdn chinh dén ngp truc tiép khi dén nhdn két qual hodc giri qua dich v buu chinh
cong ich).

5. Thanh toan truc tuyén phi/ 1& phi/ nghia vu tai chinh: Khong.

6. Bang ky hinh thirc nhan két qua thu tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh céng ich/ hodc truc tuyén.

7. Pang ky hinh thirc nhan thong bao vé tinh hinh giai quyét ho so: Thu dién tir (email)/hoic tin
nhén qua mang xa hoi (Zalo)/hodc tin nhin SMS trén dién thoai di dong.

8. Nguoi nop ho so duge cap mi dé tra clru tinh trang giai quyét hd so truc tuyén

9. Trong qua trinh thyuc hién dich vu cong, t6 chtrc, c4 nhan co thé lién hé qua s dién thoai va hop
thu dién tir cia UBND cap xa duoc dang tai kém theo quy trinh thuc hién dich vu cong truc tuyén
nay dé duoc hudng dan, hd tro.

IL. Nop hd so truec tiép:

Nop ho so tryc tiép tai Trung tdm Hanh chinh céng cap x& hoic qua dich vu buu chinh céng ich
theo thanh phan ho so va hudng dan néu trén.

Budc 1

Can bo tiép nhan

hd so tai Trung

tdm Hanh chinh
cdng cap xa

1. Kiém tra, hqém thién thong tin cua ngudi ndp hd so. Xac nhan hinh thic nop hd so: Truc tiép/
hoac Truc tuyén/ hodc qua dich vu buu chinh cong ich.

2. Kiém tra thanh phan hd so:

2.1. Trudng hop hd so day du, hop 18:

- Tié'p‘nhém, cap nhat luu trix ho so dién tur; gui Phiéu tiép nhén ho so va hen tra két qua cho nguoi
ndp ho so.

- Tra citu, trich xuat dir liéu vé CCCD cuia ngudi dé nghi tir CSDL qudc gia vé dan cu va gin vao
thanh ho so.

2.2. Truong hop hd so chua day du, khong hop 16: Hudéng dan bd sung, hoan thién hd so theo yéu
cau.

2.3. Truong hop nguoi ¢ yéu cau khong b sung, hoan thién dugc hé so thi giri thong bao tur chéi
giai quyét yéu cau qua thu dién tir hodc tin nhin qua dién thoai di dong cho ngudi yéu cau.

04 gio
lam viéc
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, Lanh daO th)ng , n A 2 L. ~ A W 1 LA 04 gl(‘)’
Budce 2 Van hoa — X3 hoi |~ Xac nhan ho so chuyén dén; phan cong xu ly ho so l3m viée
A via - Chuyén vién Phong Vin hoa — Xa hoi xac nhan ho so chuyén dén; xir 1y ho so; chuyén duy thao
Chuyén vién N
. . . két qua cho lanh dao phong hoac vén ban tir chéi (néu rd ly do). 08 ngay
Budc 3 | Phong Van hoa — N
XL ons - Truong hop can bo sung, hoan thién ho so, chuyén ngugc vé can b tiép nhan ho so (kém van | lam viée
Xa hoi
ban huéng dan, néu rd 1y do, ndi dung bo sung...).
Buge 4 | Lanh dao Phong | Lanh dao Phong Vian héa — X& hoi tham tra, trinh 1anh dao UBND cép xa ky duyét két qua giai | 02 ngay
Vin héa — X& hoi | quyét. Trudng hop can diéu chinh, chuyén chuyén vién xir 1y. lam viéc
Bude 5 Lanh dao UBND | Lanh dao UBND cap x4 ky duyét két qua giai quyét, chuyén chuyén vién xir 1y. Truong hop can | 02 ngay
cap x4 diéu chinh, chuyén chuyén vién xtr Iy. lam viéc
, C\:huye[] Vle,n Chuyén vién Phong Vin hoa — Xa hoi phdi hop véi Vin thu co quan dong ddu co quan vao van | 04 gio
Budc 6 |Phong Vanhoéa— |, - _ , . . 2 Y N S N
X4 hoi ban da duogc ky duyét theo quy dinh; vao so, luu trir ho so; chuyén B phan mdt ctra dé tra két qua. | 1lam viéc
Cén bo tiép nhan
Bude 7 ho so tai Trung | Can b tiép nhan ho so va tra két qua: Xac nhan trén phin mém mot cira vé két qua TTHC daco | 04 gid
tam Hanh chinh | tai bd phan mot cira; thong bao cho td chirc, ca nhan theo cac hinh thirc dang ky. lam viéc
cong cap xa
- Xuit trinh d6i chiéu hodc ndp ban gidy cac hd so, vin ban dién tir co yéu cau xéac thuc bang chir ky s6 Kh
N nhung chua duoc ky s6 khi dén nhan két qua hodc gri qua dich vu buu chinh cong ich. t mho:so
an N AL T A A 1 A4 i . \ o ax ax . & < . , A
két qua Ngudi ndp hd so | - Nhan két qua TTHC theo hinh thirc da ding ky: Truc tiép/hodc qua dich vu buu chinh cong ich. thoi gian

Déng thoi nhan két qua TTHC ban di¢n tur tai Kho quan 1y dir li¢u dién tir cua t6 chure, ca nhan
trén Cong dich vu cong.

gidi quyét

Téng thoi gian giai quyét TTHC

14 ngay
lam viéc
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* Mdu biéu tiwong tdc dién tir (e-form)

Biéu mau B5

(Ban hanh kém theo Ngh; dinh s¢ 95/2023/ND-CP ngay 29/12/2023 cua Chinh phu, duot sia

doi tai Phy luc 11 Nghj dinh sé 124/2025/NP-CP ngay 11/6/2025 cua Chinh phui).

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

O ngay.....thang.....nam......

DPANG KY
Thay doi ngwoi dai dién
caua nhom sinh hoat tén giao tap trung la ngwoi Viét Nam

Kinh gti: .......... @
Tén nhom sinh hoat tdn giao tap trung: .
Dia diém sinh hoat ton gido tap trung cua nhom ...........................
Ho va tén nguoi dai dién PP UPRRPPP
Tén t6 chuc ton gido hodc t6 chuc duoc cip ching nhin ding ky hoat dong ton

et 10 H PP

Ping Ky thay doi nguoi dai dién véi cac ndi dung sau:
Nguoi dai dién cii cia nhom:
- Ho va tén:. .
- Tén goi trong ton glao (neu co)
= SO CMTNDICCCD: ..viiiiii e
“NOT CU T DLt
- ChC VU, PhAM Vi (NEU €O
Nguoi dai dién méi cia nhom:
- Ho va tén:. .
- Tén goi trong ton glao (neu co)
= SO CMTNDICCCD: ..uiiii et
“NOT CU T DLttt
- Chuec vy, pham vi (néu co) ........................................................................
Ly do thay doi: . .
Du kién thoi dlem thay dol

Vian ban kém theo gom: So yéu 1y lich ciia nguoi dai di¢n mai; van ban chap thuan cuia to chirc

ton gido hodc to chirc dugc cap chimg nhan dang ky hoat dong ton gido vé viéc thay doi nguoi dai
dién doi véi nhom sinh hoat ton gido tap trung do t6 chirc dang ky; bién ban cudc hop bau, cir nguoi
dai dién mai (n€u co).

NGUOI PAI DIEN @
(Ky, ghi ré ho tén)

(Hé théng mét cika dién tie tw déng dién cum tir sau
“Mdu don, To khai dién tie dia dwoc Hé thong mét
Cira dién tir Xac thuc ciia éng/ba.... ; cO sé tai khodn
dinh danh... ; Ma sé hé se... ; Tiép nhgn ngay...”)

@) Pja danh noi c6 dia diém sinh hoat ton giao tap trung.

@ Uy ban nhan dan cép x4 noi c6 dija diém sinh hoat ton gi4o tap trung.
©) Nguoi dai dién méi ciia nhom sinh hoat tén gido tip trung.

) Ghi 5 s6 nha, dudong phd, x6m, thon, x4, tinh.
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Mai s6 quy trinh: 04. TG-CX

QUY TRINH THUC HIEN DICH VU CONG TRU'C TUYEN TOAN TRINH POI VOI
THU TUC PANG KY THAY POI NGUOI PAI DIEN CUA NHOM SINH HOAT TON GIAO TAP TRUNG

Ma s6 TTHC: 1.012585.H50
Ap dung tai co quan: UBND cép xa

u Doi twong thuc . . n Thoi gian
t?‘l n}f/1 h.iéng . Noi dung cong vige thuc lglién
I. Nop ho so truc tuyén:
1. Truy nhap Cong dich vy cbng qudc gia trén mang internet tai dia chi:
https://dichvucong.gov.vn.
2. bang ky/ Pang nhap vao Hé thong bang tai khoan cta chi ho so.
3. Chon co quan thgc hién 1a UBND cép x4, tai danh sach dich vu cong Iua chon dich vu “Thu
tuc dang ky thay doi nguoi dai dién cua nhom sinh hogt ton giao tdp trung ”.
4. Cap nhat, s6 hoa dﬁy du cac thanh phén ho so, bao gém:
‘ - Nhap théng tin trén biéu Mau ho tich dién tir tuong tac Vin ban diang ky thay doi ngudi dai dién
Nop ho N n6p hd so cua nhém si_nh hoat ton gido tap trung 1a ngudi Viét Nam th,eo Mau B6, Phu luc ban hanh kem
SO i theo Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 cua Chinh phu, dugc stra doi tai Phu luc |1

Nghi dinh sé 124/2025/ND-CP ngay 11/6/2025 cia Chinh phii dugc xac thuc bang tai khoan
dinh danh VVNelD cua c6ng dan;

- So yéu ly lich cta nguoi dai dién méi (Hinh thire nép: Ban dién tir 6 chit ky S6 Ciia co quan
xac nhan hogc ban sao ching thue dign ti; truong hop ndp ban chup scan thi nguoi ngp mang
ban chinh den ngp truc tiep khi nhan ket qua hogc gui ban sao c6 ching thuc qua dich vu buu
chinh cong ich);

- Viin ban chap thuan cua to chirc ton gido hodc to chike duoc cap chiing nhan dang ky hoat dong
ton giao ve viéc thay doi nguoi dai dién doi véi nhom sinh hoat ton giao tap trung do to chuc
dang ky (Hinh thuc ngp: Ban dién tir 6 chir ky so; truong hop nép ban chup scan thi nguroi ngp
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mang ban chinh d@én nép truc tiép khi den nhdn két qua/ hogc gei qua dich Vi buu chinh cong
ich);

- Bién ban cudc hop bau, cir nguoi dai dién méi (néu c6). (Hinh thirc ngp: Ban dién tir c6 chik ky
so; trwong hop nop ban chup scan thi nguoi ngp mang ban chinh den ngp truc tiep khi den nhan
ket qual hodac guri qua dich vu buu chinh cong ich).

5. Thanh toan truc tuyén phi/ 18 phi/ nghia vu tai chinh: Khong.

6. Pang ky hinh thirc nhan ké't’ qua thu tuc hanh chinh (TTHC): Tryc tiép/ hodc qua dich vy buu
chinh cong ich/ hoac truc tuyén.

7. Dang ky hinh thirc nhéan thong bao vé tinh hinh giai quyét hd so: Thu dién tir (email)/hodc
tin nhan qua mang xa hoi (Zalo)/hoac tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so dugc cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thyc hi¢n ’dich vu cong, td chirc, c4 nhan c6 thé lién hé qua s6 dién thoai va
h(f)p, thu dié:nw tir cia UBND gép xa dugc dang tai kém theo quy trinh thuc hién dich vu cong truc
tuyén nay dé dugc hudng dan, ho tro.

IL. Nop hé so truec tiép:

Nop hd so trire tiép tai Trung tm ~Hélnh chinh cong cap x& hodc qua dich vu buu chinh cong ich
theo thanh phan ho so va hudéng dan néu trén.

Budc 1

Cén bo tiép nhan ho so
tai tai Trung tdm Hanh
chinh céng cip xa

1. Kiém tra, hoan thién thong tin cua nguoi ndp ho so. Xac nhan hinh thic nop ho so: Truc tiép/
hodc Tryc tuyén/ hodc qua dich vu buu chinh cong ich.

2. Kiém tra thanh phan hd so:

2.1. Truong hop ho so day du, hop 18:

- Tiép nhan, cap nhat luu trix ho so dién tu; guri Phiéu tiép nhan ho so va hen tra két qua cho
ngudi ndp ho so.

- Tra ctru, trich xudt di liéu vé CCCD ctia ngudi dé nghi tir CSDL quéc gia vé& dan cu va gin
vao thanh hd so.

2.2. Trudng hop ho so chua day du, khong hop 1é: Hudng dan bo sung, hoan thién hd so theo
yéu cau.

2.3. Truong hop nguoi co yéu cau khong bo sung, hoan thi¢n duoc hé so thi giri thong bao tir chéi
giai quyét yéu cau qua thu dién tir hoic tin nhan qua dién thoai di dong cho nguoi yéu cau.

04 gio lam
viéc
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Lanh Phong Va . . s A L 4 oi55 13
Bugc2 | " fTaO NO 9.Va“ Xac nhan ho so chuyén dén; phan cong xu ly ho so 0 gl.(f am
hoa — X&a hoi viéc
- Chuyén vién Phong Vin hoa — X hdi xac nhan ho so chuyén dén; xtr ly ho so; chuyén du thao
Budc 3 Chuyén vién Phong két qua cho lanh dao phong hodc van ban tir chbi (néu rd ly do). 07 ngay
oe Vin hoa — X4 hoi | - Trudng hop can bd sung, hoan thién hd so, chuyén ngugc vé can b tiép nhan hod so (kém van ban | 1am viée
huéng dan, néu 13 1y do, ndi dung b sung...).
, Lanh dao Phong Vin | Lanh dao Phong Vin héa — X& hoi tham tra, trinh lanh dao UBND cap x4 ky duyét két qua giai | 01 ngay
Budc 4 7 XAt e \ A A ; X ~ A 5 17 \ ‘A
hoa — Xa hoi quyét. Truong hop can di€u chinh, chuyén chuyén vién xu ly. lam viéc
Budce 5 Lanh dao UBND cép | Lanh dao UBND cép xi ky duyét két qua giai quyét, chuyén chuyén vién xur ly. Truong hop can | 01 ngay
xa diéu chinh, chuyén chuyén vién xir 1y. lam viéc
Bude 6 Chuyén vién Phong | Chuyén vién Phong Vin hoa — X& hoi ph01 hop véi Vian thu co quan dong dau co ‘quan vio van ban | 04 gio lam
Vian hoa — X& hoi da duogc ky duyét theo quy dinh; vao sb, luu trit hd so; chuyén B phan mét cira dé tra két qua. vigce
4n bo tiép nhan hd L . , o L . -
, C? t.)(') tiep Aa (3 91 Can bd tiep nhan ho so va tra két qua: Xac nhén trén phan mém mat ctra vé két qua TTHC da c6 tai | 04 gio lam
Budc 7 |tai tai Trung tam Hanh| — " e . , 2 . 1A L s . , o
. N :_~ | b0 phan mot ctra; thong bao cho td chirc, cad nhan theo cac hinh thuc dang ky. viée
chinh cong cap x& i
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, van ban dién tir co yéu cau xac thyc bang chir | . . .
, X . Khéng tinh
Nhan ky s6 nhung chua dugc ky s6 khi dén nhan két qua hodc gui qua dich vu buu chinh cong ich. vio thoi
1t .ué Nguoindp hd so | - Nhan két qua TTHC theo hinh thirc dd dang ky: Truc tiép/hodc qua dich vu buu chinh cong can oidi
q ich. Pdng thoi nhan két qua TTHC ban dién tir tai Kho quan 1y dit lidu dién tir cua té chic, ca | © N gét
nhan trén Céng dich vu cong. auy
11 ngay

Tong thoi gian giai quyét TTHC

lam viéc
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* Mdu biéu tiwong tdc dién ti (e-form)
M4iu B6
(Ban hanh kém theo Ngh; dinh 6 95/2023/ND-CP ngay 29/12/2023 ciia Chinh phui, diroc sira
doi tai Phu luc 1l Nghj dinh sé 124/2025/NP-CP ngay 11/6/2025 cuia Chinh phu)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

D ngay.....thang.....nam......
PANG KY
Thay doi ngwoi dai dién
ciua nhém sinh hoat tén giao tap trung la ngwoi Viét Nam

Kinh gui: .......... @
Tén nhom sinh hoat ton giao tap trung: ..o,
Dia diém sinh hoat ton gido tap trung cianhom:..........................
Hovaténngudidaidién @ . ...,

Tén t6 chuc ton gido hodc t6 chirc dugc cip chimg nhan dang ky hoat dong ton

o 10

Ping ky thay d6i nguwoi dai dién véi cac ndi dung sau:
Nguoi dai dién cli cua nhom:

- Chirc v, pham Vi (NEU CO)...ccuvvveeeiiieeeeieeeeeee et
Nguoi dai dién méi cua nhom:

=S8 CMTINDICCCD: .. e,

= NOT CU T Bttt

- Churc vu, phérn Vi (néu CO)nrttteeeeeeitteeeeeeeeete e e e e e e tare e e e e eettbb e e e e e eeaarraeaaeaans

LY dO thay @O0: ...,

Du kién thoi diém thay d0i: .........oeieeeei e,

Vin ban kém theo gdm: So yéu Iy lich ctia ngudi dai dién méi; van ban chip thuan cua
t6 chirc ton giao hodc t6 chirc duoc cap chimg nhan dang ky hoat dong ton gido vé viéc thay
d6i nguoi dai dién dbi voi nhom sinh hoat ton gido tap trung do to chirc dang ky; bién ban
cudc hop bau, cir ngudi dai dién méi (néu co).

NGUOI PAI DIEN ©
(Hé théng mét cika dién tie tw dong dién cum tir sau
“Mdu don, To khai dién tir dd dwoc Hé thong mét
Cira dién tir Xac thuc ciia éng/ba.... ; c6 sé tai khodn
dinh danh... ; Ma sé hé se... ; Tiép nhdn ngay...”)
@) Pja danh noi c6 dia diém sinh hoat ton giao tap trung.
@ Uy ban nhan dan cép x4 noi c6 dia diém sinh hoat ton gi4o tap trung.
©) Nguoi dai dién méi ciia nhom sinh hoat tén gido tip trung.
) Ghi 5 s6 nha, dudong phd, x6m, thon, x4, tinh.
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Mai s6 quy trinh: 05. TG-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN TOAN TRINH POI VOI
THU TUC PE NGHI THAY POI PIA PIEM SINH HOAT TON GIAO TAP TRUNG TRONG PIA BAN MOT XA

Ma s6 TTHC: 1.012584.H50
Ap dung tai co quan: UBND cap xa

. Thoi
Quy Doi twgng thuc s n <A .
s " NOi dung cong viéc gian thuc
trinh hién o
hién
I. Nop ho so truc tuyén:
1. Truy nhép Céng dich vu cong truc tuyén trén mang internet tai dia chi:
https://dichvucong.quangtri.gov.vn.
2. Pang ky/ Pang nhap vao Hé thong bang tai khoan cta cha hd so (tai khodn ciia nguoi thuc
hién).
3.‘Chon co quan thuc hiﬁn la UBND cép x4, tai danh sach dich vu cong lua chon dich vu “Thu tuc
de nghi thay doi dia diém sinh hogt tén gido tdp trung trong dia ban mét xa .
4. Cap nhat, s6 hoa day du cac thanh phan ho so, bao gdm:
Noo h - Nhap thong tin trén bieu Mau ho tich dién tir twong tac Van ban dé nghi thay doi dia diém sinh
°P Ngudi nop ho so | hoat ton gido tap trung ctia nhdm sinh hoat tén gido tap trung 1a ngudi Viét Nam theo Mau B7,
SO

Phu luc ban hanh kém theo Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 caa Chinh phu duoc
xac thuc bang tai khoan dinh danh VNelD cuaa cong dan;

- Gidy to chimg minh c6 dia diém hop phap mai dé 1am noi sinh hoat ton gido tap trung (Hinh
thirc ngp: Bdn dién tir c6 chiz ky sé hodc ban sao ching thue dién tir; trieong hop ngp ban chup
scan thi ngieoi nép mang bdn chinh dén nép tryc tiép khi dén nhdn két qua/ hodc giri ban sao cé
ching thuec qua dich vu buu chinh cong ich);

- Vian ban chap thuan cua t chic ton gido hoac td chirc duoc cap chung nhan ding ky hoat dong
tén gi4o vé viéc thay d6i dia diém d6i véi nhdm sinh hoat ton gido do té chire dang ky (Hinh thic
nop: Ban dién tir ¢6 chit ky so; truong hop nép ban chup scan thi nguwéi nép mang ban chinh dén
nop truec tiép khi d@én nhan két qudl hodc giri qua dich Vi bueu chinh cong ich).
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5. Thanh toan truc tuyén phi/ 1& phi/ nghia vu tai chinh: Khong.

6. Dang ky hinh thic nhan két qua tha tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh cong ich/ hodc tryc tuyén.

7. Ding ky hinh thirc nhn théng bao vé tinh hinh gidi quyét ho so: Thur dién tir (email)/hogc tin
nhan qua mang xa hoi (Zalo)/hoac tin nhan SMS trén di¢n thoai di dong.

8. Ngudi nop ho so duge cap mi dé tra clru tinh trang giai quyét hd so truc tuyén

9. Trong qua trinh thyc hién dich vy cong, t6 chirc, c4 nhan co thé lién hé qua sb dién thoai va hop
thu dién tr cata UBND cap x3 duoc dang tai kém theo quy trinh thue hién dich vu cong truc tuyén
nay dé duoc hudng dan, hd tro.

IL. Nop hd so truec tiép:

Nop ho so truc tiép tai Trung tam Hanh chinh cong cap x4 hodc qua dich vu buu chinh céng ich
theo thanh phan ho so va hudng dan néu trén.

Cén bo tiép nhan

1. Kiém tra, h(?én thién thong tin cua ngudi ndp hd so. X4c nhan hinh thuc nop ho so: Truc tiép/
hoac Truc tuyén/ hodc qua dich vu buu chinh cong ich.

2. Kiém tra thanh phan ho so:

2.1. Truong hop hd so day du, hop 1é:

- Tiép nhan, cap nhat luu trix ho so dién tur; guri Phiéu tiép nhén ho so va hen tra két qua cho nguoi

Buée 1 hd so tai tai Trung nop hd so. 04 gio
témAHéan Ch[nh - Tra ciru, trich xuét dit liéu vé CCCD cua nguoi dé nghi tir CSDL qudc gia vé dan cu va gén vao | lam viée
congcapxa | thanh hd so.
2.2. Trudng hop ho so chua day di, khong hop 18: Hudng din bo sung, hoan thién hd so theo yéu
cau,
2.3. Trudng hop nguoi cd yéu cau khong bd sung, hoan thién duoc hd so thi giri thong bao tir chdi
giai quyét yéu cau qua thu dién tir hodc tin nhan qua dién thoai di dong cho ngudi yéu cau.
Lanh dao Phon , \ L o s 04 gio
Buéce 2 amt ad g 1. Xac nhan ho so chuyén dén; phan cong xu ly ho so 8

Vian hoa — Xa hoi

lam viéc
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- Chuyén vién Phong Vin hoa — X4 hoi xac nhan ho so chuyén dén; xur ly ho so; chuyén du thao két

Bude 3 Chuyén vién Phong | qué cho lanh dao phong hogc van ban tir chéi (néu rd 1y do). 08 ngay
oce Van hoa — Xa hgi | - Truong hop can bo sung, hoan thién ho so, chuyén nguoc vé can bd tiép nhan hd so (kém van ban | 1am viéc
hudng dan, néu 1 1y do, ndi dung bd sung...).
, Léanh dao Phong | Lanh dao Phong Vin hoa — X hoi tham tra, trinh ldnh dao UBND cép xi ky duyét két qua giai quyét. | 02 ngay
Budc 4 . , ~ LA . X A ) 2 ~ CA " 17 \ N
Van hoa — Xa hoi | Truong hop can dicu chinh, chuyén chuyén vién xir ly. lam viéc
Bude 5 Lanh dao UBND | Lanh dao UBND cip xa ky duyét két qua giai quyét, chuyén chuyén vién xur 1y. Truong hop can diéu | 02 ngay
cap xa chinh, chuyén chuyén vién xtr Iy. lam viéc
Bude 6 Chuyén vién Van | Chuyén vién Phong Vin hoa — X& hoi phdi hop véi Vin thu co quan dong dau co quan vao van ban | 04 gid
héa — Xa hoi da duoc ky duyét theo quy dinh; vao sb, luu trit hd so; chuyén Bo phan mot cira dé tra két qua. lam viéc
Can b tiép nhan ho
Bude 7 so tai Trung tdm | Can bo tiép nhan ho so va tra két qua: Xac nhan trén phan mém mot cira vé két qua TTHC da co tai | 04 gio
oe Hanh chinh cong | bo phin mét cira; thong bao cho té chirc, ca nhan theo céc hinh thire dang ky. lam vidc
cap xa
- Xuét trinh d6i chiéu hodc ndp ban gidy cac hd so, vin ban dién tir ¢ yéu cau xac thuc bang chit ky Khong
Nhan két . s0 nhung chua dugc ky so6 khi dén nhan két qua hodc gui qua dich vu buu chinh cong ich. tinh vao
c.lué Nguoi ndp ho so | - Nhan két qua TTHC theo hinh thirc da dang ky: Truc tiép/hoac qua dich vu buu chinh coéng ich. thoi gian

Pong thoi nhan két qua TTHC ban dién tir tai Kho quan 1y dir liéu dién tir ctia t6 chirc, ca nhan
trén Cong dich vu cong.

giai quyét

Tong thoi gian giai quyét TTHC

14 ngay
lam viéc
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* Mdu biéu twong tdc dién tir (e-form)
M4iu B7
(Ban hanh kém theo Ngh; dinh sé 95/2023/NP-CP ngay 29/12/2023 cuia Chinh phui)
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

D ngay.....thang.....nam......
PE NGHI
Thay doi dia diém sinh hoat t6n giao tap trung
cua nhom sinh hoat ton giao tap trung la ngwoi Viét Nam

Tén to chic ton gido hoic to chuc dugc cap chung nhan ding ky hoat dong ton
o T PP

Nguoi dai dién:

Vin ban kém theo gom: Giay to chirng minh c6 dia diém hop phap mai dé lam noi
sinh hoat t6n gido; van ban chap thuan cuaa té chirc ton gido hoic to chire dwoc cap ching
nhan ding ky hoat dong ton gido vé viéc thay doi dia diém d6i véi nhom sinh hoat ton gido
do t6 chire dang ky. D4i vai viéc thay doi dia diém sinh hoat ton gi&o tap trung dén dia ban
x4 khac, ngudi dai dién con co trach nhiém guri kém theo ban sao van ban chap thuan ding
ky sinh hoat ton gido tap trung ciia Uy ban nhan dan cap xa noi ¢6 dia diém sinh hoat ton
gido tap trung lan dau.

NGUOI PAI DIEN
(Hé théng mét cika dién tie tw déng dién cum
tir sau “Mdu don, To khai dién tir da dwoc Hé
théng mét civa dién tir xac thuec cia
ong/ba.... ; c0 sé tai khodn dinh danh... ; M4
s6 hé so... ; Tiép nhdn ngay...”)
@ Pja danh noi c6 dia diém dang sinh hoat tdn gi4o tap trung.

@ Uy ban nhan dan cap xa noi du kién dit dia diém sinh hoat ton giéo tap trung mai.
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Mai s6 quy trinh: 06. TG-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN TOAN TRINH POI VOI
THU TUC PE NGHI THAY POI PIA PIEM SINH HOAT TON GIAO TAP TRUNG PEN PIA BAN XA KHAC

Mai s6 TTHC: 1.012582.H50
Ap dung tai co quan: UBND cap xa

u Poi twong thuc . " n Thoi gian
t?‘l n)r/1 h}ef . Noi dung cong vige thue lglién
I. Nop ho so truc tuyén:
1. Truy nhap Cong dich vy cong quéc gia trén mang internet tai dia chi:
https://dichvucong.gov.vn.
2. bang ky/ Pang nhap vao Hé thong bang tai khoan ctia chii ho so.
3. Chgn cO quan th}_IC hién }é UBND cép x4, tai danh sach di’ch vu cong lua chon dich vu “Thu
tuc dé nghi thay doi dia diém sinh hogat ton gido tdap trung den dia ban xd khdac”.
4. Cap nhat, s6 hoa dﬁy du cac thanh phén ho so, bao gém:
- Nhap thong tin trén biéu Mau h tich dién tir twong tic Vin ban dé nghi thay doi dia diém sinh
Nop hd _ ‘ hOE.\lt ton giao tap truqng theio Méuq B7, Phu, luc ban Qanh \k_ém tt)eo !\Ighi dinh so 95/27023A/ND-ACP
'So Nguoindp ho so | ngay 29/12/2023 cua Chinh phu dugc xac thuc bang tai khoan dinh danh VNelD cua cong dan;

- Gidy to ching minh c6 dja diém hop phap mai dé 1am noi sinh hoat tén gi4o tap trung (Hinh
thirc ngp: Ban dién tir ¢6 chiz kY s6 hodc bdn sao ching thue dién tir; triong hop nép ban
chup scan thi nguwoi nép mang ban chinh d@én nép truec tiép khi dén nhan két qud/ hodc g ban
sao c0 chirng thuc qua dich vu buu chinh cong ich);

- Vin ban chap thuan caa t6 chirc ton gido hoic to chirc duoc cap ching nhan ding ky hoat
dong ton gido vé viéc thay doi dia diém dbi vai nhom sinh hoat ton gi4o do to chirc ding ky
(Hinh thizc nép: Bdn dién tir ¢ chit ky so; trurong hop ngp ban chup scan thi ngueoi ngp mang
bén chinh dén nép truc tiép khi dén nhan két qual hodc giri qua dich vu buu chinh c¢éng ich);
- Ban sao vin ban chap thuan ding ky sinh hoat ton gi4o tap trung cua Uy ban nhan dan cap
x4 noi ¢ dia diém sinh hoat tén gi4o tap trung lan dau (Hinh thic ngp: Ban dién ti 6 chir ky
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so hogc Ban sao chz%ng thuee dién tur; truong hop nop ban chup scan thi ngwroi ngp mang ban
chinh den nop truc tiep khi nhgn ket qua hogc gii ban sao cé ching thuc qua dich vu buu
chinh cong ich).

5. Thanh toan tryc tuyén phi/ 1¢ phi/ nghia vu tai chinh: Khong.

6. Dang ky hinh thirc nhan két qu,él thu tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu
buu chinh cong ich/ hodc truc tuyén.

7. Bang ky hinh thtrc nhan thong bao vé tinh hinh giai quyét hd so: Thu dién tir (email)/hodc
tin nhin qua mang x4 hoi (Zalo)/hoac tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so dugc cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thyc hién djch vu cong, td chire, ca nhan c6 thé lién hé qua s6 dién thoai va
hop thu dién tir cia UBND cap xd dugc dang tai kém theo quy trinh thyc hién dich vu cong
truc tuyén nay dé dugc hudng dan, ho tro.

IL. Nop hé so truec tiép:

Nop ho so tryc tiép tai Can bg tiép nhan ho so tai Trung tam Hanh chinh cong cap xa hodc qua
dich vu buu chinh cong ich theo thanh phan h6 so va huéng dan néu trén.

Buodc 1

Can bo tiép nhan ho so
tai Trung tam Hanh
chinh cong cip xa

1.’Kiém tra, hoan tl}ién thong tin cia ngudi ndp hd so. Xac nhén hinh thic nop hd so: Truc
tiép/ hoac Truc tuyén/ hodc qua dich vu buu chinh cong ich.

2. Kiém tra thanh phan ho so:

2.1. Trudng hop hd so day du, hop 1é:

- Tiép nhén, cip nhit luu trit ho so dién tir; giri Phiéu tiép nhan ho so va hen tra két qua cho
nguoi ndp ho so.

- Tra ctu, trich xudt dir liéu vé CCCD ctia ngudi dé nghi tir CSDL quéc gia vé dan cu va gin
vao thanh ho so.

2.2. Tmb‘ng hop ho so chua dé“ly du, khong hop 1¢: Huéng din bd sung, hoan thién hd so theo
yéu cau.

2.3. Truong hop ngudi co yéu cau khong bd sung, hoan thién duoc hd so thi giri thong bao tir

chéi gidi quyét yéu cau qua thu dién tir hodc tin nhan qua dién thoai di dong cho ngudi yéu
cau.

04 gio lam
Viéc
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Lanh dao Phong Va . ; _ . s 04 gio lam
Buge 2 | o ¢a0 ~On‘i’r. M xac nhan ho so chuyén dén; phan cong xu ly ho so g n
hda — Xa hoi viéc
- Chuyén vién Phong Vin hoa — X& hoi xac nhan ho so chuyén dén; xur ly ho so: chuyén du thao
Chuyén vién Phong két qua cho lanh dao phong hodc vin ban tir chdi (néu rd Iy do). 08 ngay lam
Budce 3 . 5 lAG \ A 1A \ TA 1A 2 N s 1A LA AT A \ < ‘A
Vian hoéa — Xa hoi - Truong hop can bo sung, hoan thién ho so, chuyén ngugc vé can bd tiép nhan ho so (kém van viéc
ban huéng dan, néu 1 1y do, ndi dung bd sung...).
, Lanh dao Phong Vian | Lanh dao Phong Vian hoa — X& hoi tham tra, trinh 1anh dao UBND cép xa ky duyét két qua giai | 02 ngay lam
Budc 4 z T e \ A A , X ~ A 0 17 A
hoa — X& hoi quyéet. Truong hop can diéu chinh, chuyén chuyén vién xur 1y. viéc
Bude 5 Lanh dao UBND cép | Lanh dao UBND cép xi ky duyét két qua giai quyét, chuyén chuyén vién xir 1y. Truong hop can | 02 ngay lam
X4 diéu chinh, chuyén chuyén vién xtr Iy. viée
e | Choinvin ung | SPOST 7 i 0 0 i o v i 0 i g
qua.
, Can. bo tiep Than P\]o | Ccan bo tiép nhan ho so va tra két qua: Xac nhan trén phan mém mot cira vé két qua TTHC da c6 | 04 gio lam
Budc 7 | tai Trung tdm Hanh A A Al A , X o4 1A s ax , o
. - .~ | tai b0 phan mot cura; thong bao cho t6 chirc, ca nhan theo cac hinh thirc dang ky. Viec
chinh cong cap xa
- Xuét trinh ddi chiéu hodc ndp ban giéy céc hd so, vin ban dién tir c6 yéu cau xac thue béng
chir ky s6 nhung chua dugc ky s6 khi dén nhan két qua hoac giri qua dich vu buu chinh cong Khéna tinh
Nhan A in ich. ~1ong fir
. .| Nguoindp ho so . B ) s 5 ' ) A vao thoi gian
ket qua - Nhan két qua TTHC theo hinh thirc da dang ky: Truc tiép/hoac qua dich vu buu chinh cong

ich. Pong thoi nhan két qua TTHC ban dién tir tai Kho quan 1y dir liéu dién tir ctia to chirc, ca
nhan trén Céng dich vu cong.

giai quyét

Tong thoi gian giai quyét TTHC

14 ngay
lam viéc
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* Mdu biéu twong tic di¢n tir (e-form)
MAu B7

(Ban hanh kém theo Ngh; dinh sé 95/2023/NP-CP ngay 29/12/2023 cuia Chinh phui)
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

D ngay.....thang.....nam......
~ DENGHI
Thay doi dia diém sinh hoat t6n giao tap trung
cia nhom sinh hoat tdn giao tap trung la ngwoi Viét Nam

Tén t6 chuc ton gi4o hoic to chirc duoc cap chitng nhan ding ky hoat dong ton giao:

Nguoi dai dién:

Vin ban kém theo gom: Giay to chitng minh c6 dia diém hop phap mai dé lam noi
sinh hoat t6n gido; van ban chap thuan cuaa té chirc ton gido hoic to chire dwoc cap ching
nhan ding ky hoat dong ton gido vé viéc thay doi dia diém d6i véi nhom sinh hoat ton gido
do t6 chirc dang ky. D4i vai viéc thay doi dia diém sinh hoat ton gi&o tap trung dén dia ban
x4 khac, ngudi dai dién con co trach nhiém guri kém theo ban sao van ban chap thuan ding
ky sinh hoat ton gido tap trung ciia Uy ban nhan dan cap xa noi ¢6 dia diém sinh hoat ton
gido tap trung lan dau.

NGUOI PAI DIEN
(Hé théng mgt cika dién tie tw déng dién cum
tir sau “Mdu don, To khai dién tir da dwoc Hé
théng mét civa dién tir xac thuec cia
ong/ba.... ; c0 sé tai khodn dinh danh... ; Ma
s6 hé so... ; Tiép nhdn ngay...”)

@ Pja danh noi c6 dija diém dang sinh hoat ton gi4o tap trung.
@ Uy ban nhan dan cép x4 noi du kién dat dia diém sinh hoat ton gido tap trung moi
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Ma s6 quy trinh: 07.TG-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN TOAN TRINH POI VOI
THU TUC PE NGHI TO CHUC PAI HQI CUA TO CHUC TON GIAO, TO CHUC TON GIAO TRUC THUQC, TO CHUC

PUQC CAP CHUNG NHAN PANG KY HOAT PONG TON GIAO CO PIA BAN HOAT PONG O MQT XA

M3 s6 TTHC: 1.013796.H50
Ap dung tai co quan: UBND cip xa

u Poi twong thue . . - Thoi gian
t?‘l n)r/1 hi@ng ' Noi dung cong vige thue lglién
I. Nop ho so truc tuyén:
1. Truy nhap Co6ng dich vu cdng quéc gia trén mang internet tai dia chi:
https://dichvucong.gov.vn.
2. Pang ky/ Pang nhap vao Hé thdng bang tai khoan cta chu hd so.
3. Chgn O quan thuc hién la UBND cép X4, tal dar}h sach dich vu cong lya chqn dich vu Thu
tuc de nghi té chire dai hoi cua to chic ton gido, té chic ton gido truc thugc, to chire dwoc cap
chitng nhdn dang ky hoat dong ton gido coé dia ban hoat dong ¢ mot xa”.
4. Cap nhat, s6 hoa dﬁy du cac thanh phﬁn ho so, bao gém:
Nop hd Nggudi nép hd so |- Vin ban dé nghi vé viéc td chtrc dai hoi theo Mau B33 Phu luc ban hanh kém theo Nghi dinh
SO i S0 95/2023/ND-CP ngay 29/12/2023 cua Chinh phu, dugc sira doi tai Phu luc |1 Nghi dinh so

124/2025/ND-CP ngay 11/6/2025 cia Chinh phi (Hinh thizc ngp: Ban dién tir ¢ chi ky so;
triong hop nép ban chyp scan thi nguwoi nép mang ban chinh dén nép truc tiép khi dén nhan két
qual hogc gui qua dich vu buu chinh cong ich);

- Chuong trinh t6 chirc dai hoi; du kién thanh phan, s lwong nguoi tham dy (Hinh thic ngp: Ban
dién tir c6 chir ky so; truong hop ngp ban chup scan thi ngueoi nép mang bdn chinh dén ngp tryc
tiép khi dén nhdn két qual hodc giri qua dich vu buu chinh c¢ong ich);

- Bé4o c4o tong két hoat dong cua to chire (Hinh thizc ngp: Bdn dién tir ¢ chit ky so; trwong hop
nGp bdn chup scan thi nguoi nép mang bdn chinh dén nép tryc tiép khi dén nhan két qual hodc
gui qua dich vu buu chinh cong ich).
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- Du thao hién chuong hoic hién chuong stra ddi (néu c6). (Hinh thizc nép: Ban scan theo dinh
dang .pdf);

5. Thanh toan truc tuyén phi/ 1 phi/ nghia vu tai chinh: Khong.

6. Bang ky hinh thirc nhan ké',t qua thu tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh cong ich/ hodc tryc tuyén.

7. Bang ky hinh thirc nhén thong bao vé tinh hinh giai quyét ho so: Thu dién tir (email)/hoc tin
nhin qua mang x3 hoi (Zalo)/hoac tin nhan SMS trén dién thoai di dong.

8. Ngudi nop ho so duge cap mi dé tra ciru tinh trang giai quyét hd so truc tuyén.

9. Trong qua trinh thyc hién dich vu cong, to chirc, ¢4 nhan c6 thé lién hé qua s6 dién thoai va
h(f)p’ thu diér} tir cua UBND ~c€1p X~§ duogc dang tai kém theo quy trinh thuc hién dich vu cong truc
tuyén nay dé dugc hudng dan, ho tro.

IL. Nop hd so truec tiép:

Nop ho so truc tiép tai Trung tam Hanh chinh cong cap xa hoic qua dich vu buu chinh cong ich
theo thanh phan ho so va hudng dan néu trén.

Cén bo tiép nhan

1. Kiém tra, hqém thién thong tin cua ngudi nop hd so. Xac nhan hinh thuc nop hd so: Truc tiép/
hoac Truc tuyén/ hodc qua dich vu buu chinh cong ich.

2. Kiém tra thanh phan hd so:

2.1. Truong hop hd so day du, hop 1é:

- Tié’p‘nhén, cap nhat luu trir ho so dién tu; guri Phiéu tiép nhan ho so va hen tra két qua cho nguoi

Budc 1 ho so tai Trung | nop hd so. 04 gio lam
témA Héntl Ch'inh - Tra ctru, trich xut dit liéu vé CCCD ctia ngudi dé nghi tir CSDL qudc gia vé dan cu va gin vao vice
cong cap xa thanh ho so.
2.2. Trudng hop ho so chua day du, khong hop 1&: Huéng dan bo sung, hoan thién ho so theo
yéu cau.
2.3. Trucmg hop nguoi co yéu cau khong bd sung, hoan thi¢n dugc ho so thi giri thong bao tur
chbi giai quyét yéu cau qua thu dién tir hodc tin nhan qua dién thoai di dong cho nguoi yéu cau.
, Lanh dao Phbng , n X 2 L. n N o 17 LA 04 gl(‘)’ lam
Budc 2 Van hoa — X4 hoi Xac nhan ho so chuyén dén; phan cong xu ly ho so vide
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- Chuyén vién Phong Vién hoa — Xa hoi xac nhén ho so chuyén dén; xir 1y ho so; chuyén dy thao

Chuyén vién .
. . . s két qua cho lanh dao phong hoac van ban tir chdi (néu r6 ly do). 11 ngay
Budc 3 | Phong Van hoa — . .
X vn - Truong hop can bo sung, hoan thién hd so, chuyén nguoc vé can bo tiép nhan ho so (kém van | lam viée
Xa hol
ban huéng dan, néu 5 1y do, ndi dung bd sung...).
Buge4 | LAnhdaoPhong | Lanh dao Phong Van héa —Xa hoi tham tra, trinh ldnh dao UBND cap x4 ky duyét két qua giai | 03 ngay
Vin héa — X& hoi | quyét. Truong hop can diéu chinh, chuyén chuyén vién xt Iy. lam viéc
Buge s | LAnhdao UBND | Lanh dao UBND cap xa ky duyét két qua giai quyét, chuyén chuyén vién xir 1y. Truong hop can | 03 ngay
cap x4 diéu chinh, chuyén chuyén vién xtr 1y. lam viéc
Chuyén vién Chuyén vién Phong Vin héa — X& hoi phéi hop véi Vin thu co quan dong dau co quan vao vin s
. \ . , 5 ~ , " . \ 2 ~ 1A 2 A A ny n R . 1 A 04 g0 lam
Budc 6 | Phong Van hoa — | ban da duogc ky duyét theo quy dinh; vao so, Iuu trit ho so; chuyén B phan mot ctra dé tra két vide
Xa& hoi qua. i
Can bo tiép nhan
, ho so tai Trung | Can bo tiép nhan ho so va tra két qua: Xac nhan trén phan mém mot cira vé két qua TTHC di ¢6 | 04 gio lam
Buéc7 | A A At A o 2 o1 . 1 A, A
tdm Hanh chinh | tai bd phan mot ctra; thong bao cho t6 chirc, ca nhan theo cac hinh thirc dang ky. viéc
cong cap xa
- Xuét trinh d4i chiéu hoic ngp ban giéy cac hé s0, vin ban dién tir c6 yéu cau xac thuc bang chir Khong tinh
Nhan . ky s6 nhung chua duoc ky s6 khi dén nhén két qua hodc gui qua dich vu buu chinh cong ich. vao thoi
It i A Nguoi ndp ho so | - Nhan két qua TTHC theo hinh thire da dang ky: Truc tiép/hodc qua dich vu buu chinh cong ich. i oidi
qu Péng thi nhan két qua TTHC ban dién tir tai Kho quan 1y dif lidu dién tir cta to chiic, ca nhan | 8" &
trén Cong dich vy cong. quyet
19 ngay

Tong thoi gian giai quyét TTHC

lam viéc

* Bieu mau kem theo:
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Méau B33

(Ban hanh kem theo Ngh; d@inh so 95/2023/ND-CP ngay 29/12/2023 cua Chinh phu, duot sua
doi tai Phy luc 11 Nghi dinh so 124/2025/ND-CP ngay 11/6/2025 cua Chinh phu)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phtc

O ngay.....thang.....ndm... ...
~ DENGHI
To chire dai hdi............

Kinh giri: .......... @
Tén to chac (chit inhoa): ......evveeveeeiee. B,
U S0 e

Pé nghi té chire dai hdi véi cac ndi dung sau:

LY A0 t0 CRUC: ..ot
ThOT glan: .. ..o
Pia diem: ... e
Thanh phan ..................................................................................................
No6i dung: .
HINh thitG 18 CHEC: oo @

Vin ban kém theo gom: Chuong trinh o chire dai hoi; du kien thanh phan, s
lurong nguoi tha,m du; bao cao tong k’ét hoat dong cua té chuac; du thao hién
chuong hoac hién chuong stra doi (néu co).

TM. TO CHUC ®
(Ky, ghi rd ho tén, ddu)

@) Pia danh noi cd tru s¢ cua té chic ton giao, to chire ton giao truc thudc hoic to chire duoc cap
ching nhan dang ky hoat dong ton giao.

@) Bo Dan toc va Ton gido dbi véi viéc t6 chire dai hoi ciia to chirc ton gido, to chirc ton gio truc
thudc, t6 chirc dugc cp gidy chirng nhan dang ky hoat dong ton gido c6 dia ban hoat dong ¢ nhiéu
tinh; Uy ban nhan dan cp tinh déi voi viéc to chirc dai hoi cua to chirc ton gido, to chirc ton gido
tryc thudc, to chic dugc Cap gidy chung nhan dang ky hoat dong ton gido c6 dia ban hoat dong &
nhiéu x4 trén dia ban tinh; Uy ban nhan déan Cap xa d6i voi viéc t6 chue dai hoi cua to chirc ton
gido truc thudc co6 dia ban hoat dong & mot xa.”

(3) T chuc ton giao, td chic ton giao truc thu{)c hoic t6 chie duoc cap ching nhan ding ky hoat
dong ton giao.

4 Tryc tiép hoic truc tuyén; két hop ca truc tiép va uc tuyén.
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Mai s6 quy trinh: 08. TG-CX

QUY TRINH THU'C HIEN DICH VU CONG TRU'C TUYEN TOAN TRINH POI VOI
THU TUC PE NGHI TO CHUC CUQC LE NGOAI CO SO TON GIAO, PIA PIEM HQP PHAP PA PANG KY CO QUY MO

TO CHUC O MOQT XA
Mai s6 TTHC: 1.013797.H50
Ap dung tai co quan: UBND cap xa

Quy
trinh

Poi twong thuc
hién

Noi dung cong viéc

Thoi
gian thuc
hién

Nop ho
SO

Nguoi ndp ho so

I. Nop ho so truc tuyén:
1. Truy nhap Cong dich vu cong qudc gia trén mang internet tai dia chi: https://dichvucong.gov.vn.

2. bang ky/ Pang nhap vao Hé thdng bang tai khoan cta chu hd so.

3. Chon co quan thyc hién 1a UBND cép x4, tai danh sach dich vu cong lya chon dich vu “Thu tuc
dé nghi té chirc cugce 1€ ngodi co 56 tén gido, dia diém hop phdp da ding ky cé quy mé té chirc ¢
mot xa”.

4. Cap nhat, sd héa day du cac thanh phan ho so, bao gdm:

- Vin ban d& nghi té chac cudc 18 ngoai co sé ton gido hoidc dia diém hop phap da ding ky theo
Mau B34 Phu luc ban hanh kém theo Nghi dinh sé 95/2023/ND-CP ngay 29/12/2023 cua Chinh
phu, duoc stra doi tai Phu luc 11 ban hanh kém theo Nghi dinh sé 124/2025/ND-CP ngay 11/6/2025
ctia Chinh phu (Hinh thizc nép: Bdn dién tir c6 chiz ky so; trieong hop nép ban chup scan thi ngueoi
ngép mang bdn chinh dén nép truc tiép khi dén nhan két qual hodc geri qua dich Vi buu chinh cong
ich);

- Chuong trinh t6 chirc cudc 18; du kién thanh phan tham dy cudc 18 (Hinh thic ngp: Bdn dién tir ¢6
chiz ky so6; trieong hop ngp ban chup scan thi ngieoi nép mang ban chinh d@én ngp truc tiép khi den
nhan két qua/ hogc guri qua dich vu buu chinh cong ich).

5. Thanh toan tryc tuyén phi/ 1& phi/ nghia vu tai chinh: Khong.

6. bang ky hinh thirc nhan két qua thu tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh cong ich/ hoac truc tuyén.
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7. bang ky hinh thirc nhan théng bao Vé, tinh hinh giai quyét hd so: Thu dién tir (email)/hodc tin
nhan qua mang xa hoi (Zalo)/hoac tin nhan SMS trén dién thoai di dong.

8. Nguoi ndp ho so duge cap ma dé tra ciru tinh trang giai quyét hd so truc tuyén

9. Trong qua trinh thyc hién dich vu cong, t6 churc, c nhan co thé lién hé qua sd dién thoai va hop

thu dién tor cia UBND cap x3 dugc ding tai kém theo quy trinh thuc hién dich vu cong truc tuyén
nay dé duoc hudng dan, hd tro.

I1. Nop ho so true tiép:
Nop hd so truc tiép tai Trung tam Hanh chinh cong cp xa hoic qua dich vu buu chinh cong ich theo
thanh phan h6 so va huéng dan néu trén.

Cén bo tiép nhan

1. Kiém tra, h9én thién thong tin cia nguoi ndp hd so. Xac nhan hinh thirc nop hd so: Truc tiép/
hodc Truc tuyén/ hodc qua dich vu buu chinh cong ich.

2. Kiém tra thanh phan ho so:

2.1. Trudng hop ho so day du, hop 1é:

- Tiép nhén, cap nhat luu trit hd so dién tir; giri Phiéu tiép nhan ho so va hen tra két qua cho nguoi

Buse 1 hd so tai Trung | ndp hd so. 04 gio
témAHéan ch[nh - Tra ciru, trich xut dit liéu v& CCCD cuia ngudi dé nghi tr CSDL qudc gia vé dan cu va gin vao | 1am viéc
cong cap xa | thanh ho so.
2.2. Truong hop ho so chua diy di, khong hop 1¢6: Hudng dan bo sung, hoan thién ho so theo yéu
cau.
2.3. Truong hop ngudi co yéu cau khong bd sung, hoan thién dugc ho so thi giri théng bao tir chdi
giai quyét yéu cau qua thu dién tir hodc tin nhan qua dién thoai di dong cho ngudi yéu cau.
Lanh dao Phong , ; L o L 04 gio
Budc 2 © Ux La: | - Xac nhan ho huyén dén; phan cong xur ly ho .
uoc Van héa — X4 hoi an ho so chuyén dén; p g xu ly hé so lam viéc
L - Chuyén vién Phong Vin hoa — X& hoi xac nhan ho so chuyén dén; xu Iy ho so; chuyén dy thao két
Chuyen vien qua cho lanh dao phong hodc vin ban tir chdi (néu rd Iy do). 11 ngay
Budc 3 Ph(‘)l'lg Van hoa — . A 2 . A A 2 X, A K n X . o Y . A
XA hoi - Truong hop can bd sung, hoan thién ho so, chuyén ngugc vé can bd ti€p nhan ho so (kém van ban | lam viéc

huéng dan, néu 13 1y do, ndi dung b sung...).
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, Lanh dao Phong | Lanh dao Phong Vin héa — Xa hoi tham tra, trinh 1anh dao UBND cép xa ky duyét két qua giai quyét. | 03 ngay
Budc 4 - , XAt \ A <A N A A ‘A o 1v \ ‘A
Van hoa — X& hoi | Truong hop can diéu chinh, chuyén chuyén vién xur ly. lam viéc
Buée 5 Lanh dao UBND | Lanh dao UBND cip x4 ky duyét két qua giai quyét, chuyén chuyén vién xt Iy. Trudng hop can diéu | 03 ngay
cap xa chinh, chuyén chuyén vién xt 1y. lam viéc
Chuyén vién A i . - X Lar ke A . z C ey .
. X . 1. Chuyén vién Phong Van hoa — X& hoi phoi hop véi Van thu co quan dong dau co quan vao van ban da | 04 gio
Budc 6 | Phong Van hoa — , R ) . 2 Y T S T . o
X4 hoi duoc ky duyét theo quy dinh; vao so, luu trir ho so; chuyén Bo phan mdt cua dé tra két qua. lam viéc
Cén bo tiép nhan
Bude 7 hé so tai Tru ng | Canbo tiép nhéan hd so va tra két qua: Xac nhan trén phén mém mot cira vé két qua TTHC da c6 tai b 04 gio
u tam Hanh chinh | phan mét ctra; théng bao cho tb chirc, ca nhan theo cac hinh thuc dang ky. lam viéc
cong cap xa
- Xuat trinh doi chiéu hodc ndp ban gidy cac ho so, van ban dién tir c6 yéu cau xac thuc bang chir Khong
Nhan ‘ ky s6 nhung chua duoc ky so khi dén nhan két qua hodc giri qua dich vu buu chinh cong ich. tinh vao
1t ciué Nguo1 ndp ho so | - Nhan két qua TTHC theo hinh thirc da dang ky: Truc tiép/hoac qua dich vu buu chinh cong ich. thoi gian

Pong thoi nhan két qua TTHC ban dién tir tai Kho quan 1y dif liéu dién tir ctia to chirc, ca nhan trén
Cong dich vu cong.

giai quyét

Tong thoi gian giai quyét TTHC

19 ngay
lam viéc

* Bieu mau kem theo:
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Mau B34

(Ban hanh kem theo Ngh; dinh so 95/2023/ND-CP ngay 29/12/2023 cua Chinh phu, duot sua
doi tai Phuy luc 11 ban hanh kem theo Ngh; dinh so 124/2025/ND-CP ngay 11/6/2025 cua Chinh

phi)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

] i PE NGHI ]
To chirc cugc 1€ ngoai co sé ton gido hoac dia dieém hop phap da ding ky

Kinh gtri: .......... @

Tén t6 chic (Chit inhoa): «...oovvvvveeeieeieen, G s
T SO ettt

Pé nghi vé viéc to chirc cudc 18 ...™... véi cac ndi dung sau:

TN CUOC 8. e
NGUOT CNULEIT: L. e
Thoigianthuc hién: ... ...
Dia diém thuc Nien: ...
NOT AUNGE: o e

QUY M0 ot e
HINA TG 18 CNTC ) oo oo,

Vin ban kém theo gém: Chuong trinh t6 chac cudc 1&; dir kién thanh phan tham du cudc I&.

TM. TO CHUC ®
(Chit ky, ddu)

@) Pia danh noi ¢6 tru so cua td chirc ton giao, to chirc ton giao truc thudc hoic td chic dugc cip
chirng nhan dang ky hoat dong ton giao.

@ Uy ban nhan dan cap tinh noi du kién té chirc cudc 18 dbi véi cudc I1& ¢ quy mé té chic & nhiéu
x& thudc mét tinh hodc ¢ nhiéu tinh; Uy ban nhan dan cap xa d6i véi cudc & co quy md to chuc
trén dia ban xa.

@ T6 chic ton gigo, t6 chuce ton gido truc thuoc hoac t6 chie duoc cap ching nhan dang ky hoat
dong ton gido. Pdi vai to chirc ton gido, t6 chirc ton gido truc thude, ngudi thay mit to chic phai
ky tén va dong dau.

@ Tén cuoc 1€ ngoai co sd ton giao hogc dia diém hop phap da dang ky.

®) Tryc tiép hoac truc tuyén; két hop ca truc tiép va truc tuyén.
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Mai sb quy trinh: 09. TG-CX

] _ QUY TRINH THYC HIEN DICH VU CONG TRU'C TUYEN TOAN TRINH POI VOI o
THU TUC PE NGHI GIANG PAO NGOAI PIA BAN PHU TRACH, CO SO TON GIAO, PIA PIEM HQP PHAP PA PANG

KY CO QUY MO TO CHUC TRONG MOQT XA
~ Maiso TTHC: 1.013798.H50
Ap dung tai co quan: UBND cap xa

Quy | Déi twong thuc Noi dung cong viéc Thoi gian
trinh hién thuce hién
I. Nop ho so true tuyén:
1. Truy nhap Cong dich vu cong qubc gia trén mang internet tai dia chi:
https://dichvucong.gov.vn.
2. bang ky/ Pang nhap vao Hé thong bang tai khoan cta chi ho so.
3. Chgn co quan thuc hién 1a UBND cép x4, tai danh sach dich vu céng Iwa chon dich vu “Thu
tuc dé nghi giang dao ngoai dia ban phu trach, co so ton gido, dia diém hop phap da dang ky
co quy mo to chirc 6 mot xa”’.
4. Cap nhat, s6 hoa day du cac thanh phan ho so, bao gdm:
Nép . ‘ - \Qén ban dé nghj to Chl{l’C cu(?c 1& ngoai co sé t6n£giéo hoic dia diém hop phép da déng ky tl}eo
1 so Ngudi nop ho so | Mau B35 Phu luc ban hanh kém theo Nghi dinh s6 95/2023/ND-CP ngay 29/12/2023 ctia Chinh

phu, dugc sua ddi tai Phuy lyc 11 Nghi dinh 124/2025/ND-CP ngay 11/6/2025 ctia Chinh phu
B34 Phu lyc ban hanh kém theo (Hinh thitc nép: Bdn dién tir ¢6 chit ky sé; truong hop nép ban
chup scan thi nguoi ndp mang ban chinh dén ndp truec tiép khi dén nhin két qua/ hodc giri qua
dich vu buu chinh cong ich);

- Chu’O'ng trinh t6 chtrc cudc 18; dy kién thanh phan tham dy cudc 18 (Hinh thirc - nop: Ban dién
tir ¢6 chir ky s6; truong hop ndp ban chup scan thi nguwoi ndp mang ban chinh dén ndp tryee tiép
khi @én nhdn két qud/ hodc giri qua dich vy bueu chinh c¢éng ich);

5. Thanh toan truc tuyén phi/ 18 phi/ nghia vu tai chinh: Khong.

6. Dang ky hinh thirc nhan két qua thu tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh cong ich/ hodc truc tuyén.
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7. Dang ky hinh thire nhén théng bao vé tinh hinh giai quyét ho so: Thu dién tir (email)/hodc
tin nhin qua mang xi hoi (Zalo)/hoac tin nhin SMS trén dién thoai di dong.

8. Ngudi nop ho so duge cip mi dé tra ciru tinh trang giai quyét hd so truc tuyén.

9. Trong qua trinh thyc hi¢n ,dich vu cong, td chirc, ca nhan c6 thé lién hé qua s6 dién thoai va
hc}p’thu diéq tir cia UBND gép Xfi dugc dang tai kém theo quy trinh thuc hién dich vu cong truc
tuyén nay dé dugc hudng dan, ho trg.

IL. Nop ho so truec tiép:

Nop hd so truc tiép tai Trung tdm Hanh chinh cong cap x& hodc qua dich vu buu chinh cong ich
theo thanh phan ho so va hudng dan néu trén.

Cén b tiép nhan

1. Kiém tra, hqén thién thong tin cia nguoi ndp hd so. Xac nhan hinh thic nop ho so: Truc tiép/
hoac Truc tuyén/ hodc qua dich vu buu chinh cong ich.

2. Kiém tra thanh phan ho so:

2.1. Trudng hop ho so day du, hop 18:

- Tiép nhan, cap nhat luu trir hd so dién tu; guri Phiéu tiép nhén ho so va hen tra két qua cho

, hd so tai Trung ngudi nop ho so. 04 gio lam
Buoc 1 tdm Hanh chinh ' £ A ; z A ’ ié
A S Tra e, trich xudt dit lidu v& CCCD cua ngudi d& nghi tir CSDL qudc gia vé dan cu va gin viee
cong cap xa o A
vao thanh ho so.
2.2. Truong hop ho so chua diy du, khong hop 18: Hudng dan bd sung, hoan thién ho so theo
yéu cau.
2.3. Truong hop nguoi c6 yéu cau khong bod sung, hoan thién dugc ho so thi giri thong bao tur
chdi giai quyét yéu cau qua thu dién tir hodc tin nhin qua dién thoai di dong cho nguoi yéu cau.
. Lanh dao Phong | -, A 1A Y S 1 LA 04 gio lam
Budc 2 Van hoa — Xa hoi Xac nhan hd so chuyén dén; phan cong xtr Iy hd so vige
- Chuyén vién Phong Vin hoa — X4 hoi xac nhan ho so chuyén dén; xur Iy ho so; chuyén dy thao
’ (?huye[‘ vien két qua cho lanh dao phong hoic van ban tir chdi (néu rd 1y do). 11 ngay lam
Budc 3 Phong Van hoa — \ X 2 \ A A 2 X, LA n X . o , N
X3 hoi - Truong hop can bd sung, hoan thién ho so, chuyén nguoc vé can bg ti€p nhan ho so (keém van ban viéc

huéng din, néu 13 1y do, ndi dung bo sung...).
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) Lanh dao Phong Lanh dao Phong Van héa — Xa hoi thim tra, trinh 1anh dao UBND cép xa ky duyét két qua giai | 03 ngay lam
Budc 4 < L ~ 1A A \ A A , ) A ‘n Y  n
Van héa — Xa hdi | quyét. Truong hop can di€u chinh, chuyén chuyén vién xu ly. vigc
Bude 5 Lanh dao UBND | Lanh dao UBND cap xi ky duyét két qua giai quyét, chuyén chuyén vién xir 1. Trudng hop can | 03 ngay lam
uoe cap xa diéu chinh, chuyén chuyén vién xt 1y. Vigce
Chuyén vién Chuvén vié . - X LA A PR, Y N s
, - L uyéen vién Phong Van hoa — Xa hoi phoi hop véi Vin thu co quan dong dau co quan vao van ban da | 04 gio lam
Budc 6 | Phong Van hoa — , n C a2 A A TA LA Ak o AR 2 LA A
X3 hoi dugc ky duyét theo quy dinh; vao so, luu tritr ho so; chuyén Bo phan mdt ctra dé tra ket qua. viéc
Can b9 tiép nhén , ‘ : s o
Bude 7 hd so tai Trung | Can b tiép nhén ho so va tra két qua: Xac nhan trén phin mém mot cua vé két qua TTHC daco tai | 04 gio lam
uoe tam Hanh chinh | b6 phan mét ctra; thong béao cho t6 chirc, ca nhan theo cac hinh thire diang ky. viéc
cong cap xa
- Xuét trinh ddi chiéu hodc ndp ban gidy cac hd so, van ban dién tir co yéu cau xac thuc bang
chir ky s6 nhung chua duge ky so khi dén nhan két qua hoac gui qua dich vu buu chinh cong | Khang tinh
Nhan | deh vao thoi
., . | Nguoindp ho so o . L ) = 5 _ ) . o
két qua - Nhan két qua TTHC theo hinh thue da dang ky: Truc tiép/hoac qua dich vu buu chinh cong |  g1an giat
ich. Bong thdi nhan két qua TTHC ban dién tir tai Kho quan 1y dit liéu dién tir ca to chuc, ca quyet
nhan trén Céng dich vu cong.
Tong thoi gian giai quyét TTHC 19 ng?é)é lam

* Bieu mau kem theo:
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M4au B35

(Ban hanh kem theo Ngh; dinh s6 95/2023/ND-CP ngay 29/12/2023 cua Chinh phu, duot sua
doi tai Phy luc 11 ban hanh kem theo Ngh; dinh so 124/2025/ND-CP ngay 11/6/2025 cua Chinh
phu)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

D ngay.....thang.....nam......

PE NGHI
Giang dao ngoai dja ban phu trach, co sé ton gido
hoac dia diem hop phap da dang ky

Kinh gtiz...cccveeenenee, @

Ho va tén nguoi 010 OO
CRUC VU, PRAM V.ot s
Dia ban phu trachi......oooii
Thudc t6 chuc ... ) e

Ding ky giang dao ...(*... véi cac ni dung sau:

[ 0 [0 OSSPSR
TROT glan: ..o
Dia diém thue NIEN: .....oooii e
Hinh thac t6 ChlC:..e.veeeeeeeeeeeeeeeeeee. s

Vin ban kém theo gdm: Chuong trinh t6 chiic; noi dung; thanh phan tham du.

NGUOI PE NGHI
(Ky, ghi rd ho tén, chic vu)

M Pia danh noi chirc séc, chirc viée, nha tu hanh hoat dong ton gido.

@ Uy ban nhan dan cip tinh noi du kién t chuc giang dao dbi voi viéc to chuc giang dao cé quy
mo to chuc ¢ nhiéu xa thugc mét tinh hoac ¢ nhiéu tinh; Uy ban nhan dan cap xa ddi vai viéc
giang dao c6 quy mo t6 chirc trén dia ban xa.

® T4 chuc ton giao, to chire ton giao truc thudc hoic to chire duoc cap ching nhan dang ky hoat
dong ton giao.

@ Giang dao ngoai dia ban phu trach, co s¢ ton giao hodc dia dlem hop phap da dang ky.

®) Tryc tiép hoic tryc tuyén; két hop ca tryuc tiép va truc tuyén.
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Quy trinh s6: 10.DT-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MOT PHAN

POI VOI THU TUC CONG NHAN NGUOI CO UY TIN
TRONG PONG BAO DAN TQC THIEU SO
Ma sé6 TTHC: 1.012222.H50
Ap dung tai co quan: UBND cip x&, S¢ Dan téc va Ton giao

u Poi twong thuc n A " Thot gian
t(rg‘m)r/m h'ier? ' Noi dung cong viéc thuc gién
I. Trweong hop ca nhan, toé chiec ndp ho so truc tuyén:
1. Truy nhap Cong dich vu cdng quéc gia trén mang internet tai dia chi:
https://dichvucong.gov.vn.
2. bang ky/ Pang nhap vao Hé thong bang tai khoan cua chii hd so/ngudi dugc uy quyén/ngudi
dai dién theo quy dinh phap luat.
3. Chon co quan thuc hién la UBND cép X4, tai danh séach qich Vu cong lua chon dich vu “Thi
tuc cOng nhdn ngwoi cé uy tin trong dong bao dan tgc thiéu so”
4. Cap nhat day du céc thanh phan ho so, bao gom:
. 4.1. Bién ban hoi nghi dan cu thon dé cir nguoi ¢6 uy tin theo Mau s6 01 cua phy luc kém theo
Nop ho Nguoi nop hd so Quyét dinh sb 12/2018/QP-TTg ngay 06/3/2018 cua Thu tudng Chinh phu (Hinh thizc nép ho
SO '

so: Nop ban scan (ban chup)).

4.2. Bién ban hop lién tich thon binh chon, dé nghi cong nhan ngudi ¢6 uy tin theo Mau s6 02
cua phu luc kém theo Quy€t dinh s6 12/2018/QD-TTg ngay 06/3/2018 ctia Thu twéng Chinh phu
(Hinh thitc nop ho so: Nop ban scan (bdan chup)).

5. Thanh toéan truc tuyén phi/ 1& phi/ nghia vu tai chinh: Khong.

6. Dang ky hinh thirc nhan két qua thu tuc hanh chinh (TTHC): Tryc tiép/ hodc qua dich vy buu
chinh cbng ich/ hoac tryc tuyéen (néu co).

7. Dang ky hinh thirc nhan thdng béo vé tinh hinh giai quyét ho so: Thu dién tir (email)/hogc tin
nhan qua mang x& hoi (Zalo)/ hoac tin nhan SMS trén dién thoai di dong.

8. Nguoi nop hd so dugc cap ma dé tra cau tinh trang giai quyét ho so truc tuyén.
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9. Trong qua trinh thyuc hién dich vu cdng, t6 chic, ca nhan cé thé lién hé qua sé dién thoai va
hop thu dién tir cia UBND cap x4 duoc dang tai kém theo quy trinh thuc hién dich vu cong truc
tuyén nay dé duoc huéng dan, hd tro.

I1. Trwdong hop B phan mét cira hd tro' ndp hd so truc tuyén:

Truong hop ca nhan, t6 churc khong thé ndp ho so truc tuyén thi can b6 Bo phan mot cra cua
UBND cap x4 ho tro, giip t6 chuc, ca nhan ndp hd so truc tuyén theo thanh phan hd so va huéng
dan néu tai buoc ‘ndp ho so truc tuyén”.

Quy trinh thwc hién tai UBND cap x4 (05 ngay lam viéc)

Cén bo tiép nhan
ho so tai Trung

1. Kiém tra ho so. Xéc nhan hinh thirc np ho so truc tuyen.
2. Kiém tra thanh phan ho so dién tu:
- Truong hop ho so day du, hop I1€: Tiep nhan, cap nhat, luu trit ho so dién tir, chuyén Cong chuc

04 gio

Budc 1 t4m Hanh chinh xa dugc giao xu ly hd so TTHC xtt ly; gai Phiéu tiép nhan ho so va hen tra két qua cho nguoi lam viéc
cong cap xa nop ho so.
+ Trudng hop hd so chua day du, khong hop 1¢: Gui thong bao cho nguoi nop, husng dan bd
sung, hoan thién hd so theo yéu cau.
Budc 2 \I;grrlﬁ}llg:g ?;chg)i - X&c nhan hé so chuyén dén; phan cong xu ly ho so I;ﬁ ?/Iigc
- Tiép nhan, kiém tra, xt Iy ho so theo quy dinh, tham muu Lanh dao UBND cap x4 t6 chiic hoi
nghi kiém tra hd so va cac budc quy trinh xét chon va dé nghi.
- Dy thao ho so trinh lanh dao UBND cap x4, gom: vin ban xin y kién, bién ban kiém tra két qua
binh chon, d& nghi cdng nhan ngudi ¢6 uy tin theo Mau s 03 cua phu luc kém theo Quyét dinh
Chuyénvién | s 12/2018/QDP-TTg ngay 06/3/2018 cua Thi tuéng Chinh phu, ban tong hop danh sach dé nghi 02 ngay lam
Budc3 | Phong Van hoa — | cong nhan nguoi c6 uy tin theo Mau s6 04 cua phy luc kém theo Quyet dinh so 12/2018/Qb-TTg viec
Xa hoi ngay 06/3/2018 cua Thu tudng Chinh phu gui xin y kién cua S¢ Dan toc va Ton gido. '
- Truong hop noi dung hd so chua day di, dam bao theo dung thanh phan quy dinh thi tham muu
van ban (mAau phiéu) huéng dan gai ngudi ndp hod so bo sung, hoan thién hd so thong qua Bo
phan tiép nhan va tra két qua cua UBND cap xa.
- Trinh lanh dao phong ra soat tham tra két qua ho so TTHC.
Bugc 4 | Lanh dao Phong | - Ra soat tham tra ho so TTHC. o _ 04 gio
Van héa — X& hoi | - Trinh 1anh dao UBND x& ky duyét van ban xin y kién ciia So Dan toc va Ton giao. lam viéc
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Buge 5 | LAnh dao UBND | - Duyét két qua tham dinh h6 so TTHC. , 04 gio
cap xa - Trinh 1anh dao UBND x& ky duyét van ban xin y kién cua S¢ Dan toc va Ton giao. lam viéc
A Chuyén vién Phong Van hoa — X& hoi phoi hop véi Vian thu co quan dong dau vao van ban dugc
Chuyén vién , . o 2 CA P N . .
Buéc 6 | Phong Van hoa — ky duyét theo quy dinh; Vao so, 11:1’11 trir ho so; chuyén Bo phan mét cura C}e tra I,<et qua. ? 94 gio
XA hoi (Luu y: UBND xa thuc hién so héa cac ho so co lién quan den TTHC, ky so xac thuc va chuyen | lam viéc
i ho so dién tir cho So Dén toc va Ton gido, dong thoi luu ho so goc tai UBND cap xa)
Cz@n bo tiép nhan ” , , ‘
Budc 7 ho so tai Trung | Chuyén van ban caa UBND cap xa xin y kién cua S¢ Dan toc va Ton gido (kém theo ho so TTHC 04 gio
tam Hanh chinh | va cac van ban lién quan) den B phan Tiep nhan va Tra ket qua cua S¢ Dan toc va Ton giao. lam viéc
cong cap xa
I Quy trinh tai S¢ Dan toc va Ton gido (05 ngay lam viéc)
Can b@ tiép nhan " o ) . , A X 4o A sl A \ 2 N ,
A X Nhan van ban xin y kién caa UBND cap xa trén hé thong (kém theo ho so TTHC va cdc van ban .
. ho so tai Trung | .. 200~ . e N A - 04 gio
Buéc 8 | . . . lién quan), chuyén Lanh dao phong Chinh s&ch - Tuyén truyén tham muu xu ly TTHC theo quy NN
tam Hanh chinh | . lam viéc
cong cap tinh T
Lanh dao phong PO % A X . A A o v A \
Budc 9 Chinh sach — Chuyén ho so dén chuyén vién phong Chinh sach - Tuyén truyén xu ly ho so; 92 gl_?
A A lam viéc
Tuyen truyén
, Chuyén vién | - Ra soat, tham dinh ho so; o
Budc X o Ay S . A I 03 ngay lam
10 phong Chinh sach | - Dy thao van ban xin y kién cac don vi c6 lién quan (néu co) viee
— Tuyén truyen | - Dy thao Van ban két qua xir Iy ho so trinh 1anh dao phong. i
Buse Lanh dao phong ‘ ’ 02 qio
Chinh sach — - Ra soat xem xét duyét ho so. Trinh 1anh dao S¢ duyét van ban tra loi UBND cap xa. N
11 n A lam viéc
Tuyén truyeén
Bfg ¢ Lanh dao S& | - Ky duyét van ban tra 16i UBND cip xa. 04\?igzlam
Cén bo tiép nhan q , , ’ .
Budc ho so tai Trung | Chuyén van ban cua So Dan toc va Ton giao dén Bo phan Tiép nhan va Tra két qua caa UBND | 04 gio lam
13 tdm Hanh chinh | cap xa. Viéc

cdng cap tinh

Quy trinh tai UBND cap x& (10 ngay lam viéc)
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Can bo tiép nhan

Buoc | hosotai Trung | - Tiép nhan vin ban y kién cua So Dan toc va Ton gido. 04 gior
14 tam Hanh chinh | - Chuyén vén ban Phong Vén hoa — Xa hoi. lam viéc
cong cap xa
Budc | Lanh dao Phong A . ez A ia . . U X A o I 04 gio
15 Van héa — X3 hoi Chuyén van ban dén chuyén vién phong Phong Vian hoa — Xa hoi xur ly. lam viéc
Buse Chuyén vién Xur ly van ban, tai liéu lién quan va du thao Quyét dinh phé duyét cong nhan ngudi €6 uy tin 06 naav 1am
16 Phong Vin hoa — | trong dong bao DTTS trén dia ban xa va danh sach theo Mau s6 01 cua phu luc 111 kém theo Nghi 3@%
Xa hoi dinh s6 124/2025/ND-CP ngay 11/6/2025 ctua Chinh phu. '
Budc | Lanh dao Phong % PN L 1A . 04 gio
17 Van hoa — X3 hoi Kiém tra ho so; Trinh 1anh dao UBND cap xa phé duyét lam viéc
Buéc | Lanh dao UBND | - Phé duyét ket qua gidi quyet; 01 ngay lam
18 cap xa - chuyén chuyén vién xir ly. Viéc
. Chuyén vién A . . X Lons v L X , I . .
Budc . S Chuyén vién Phong Van hoa — X& hoi phoi hop véi Van thu co quan dong dau ky duyét theo quy 04 gio
Phong Van hoa — ST A ~ 1A A ez X . X ~ ~ ~ , X a1 A q . .
19 X3 hoi dinh; vao so, luu trir ho so, $6 hoa ho so; chuyen Bo phan moét cura de tra ket qua. lam viéc
| Canbotiepnhan | e & qua giai quyét TTHC: sé hoa hd so TTHC. Cap nhat vao Co sé di liéu caa He théng \
Budc ho so tai Trung A X O z 01 ngay
a X . thong tin giai quyet TTHC, ket thac viéc giai quyet TTHC. A
20 tam Hanh chinh by AR A X s oA . lam viéc
- L - Thong béo tra két qua cho to chirc, ca nhan theo quy dinh.
cOng cap xa
Nhan ‘ Nhan ket qua TTHC theo hinh thtrc dé déng ky: tryc tiep/hoac qua dich vu buu chinh cong ich/ | Khong tinh
Kt qua Nguoi nop ho so | hodc tryc tuyen. Bong thoi nhan ket qua TTHC ban dién ti tai Kho quan ly dit liéu dién t cua | va thoi gian
a ca nhan, t6 chirc trén Cong Dich vu cong. giai quyet
Téng thei gian giai quyét TTHC 20 ngay
lam viéc

* Bidu mau dinh kém:
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Mau sb 01

(Ban hanh kém theo Quyér dinh sé 12/2018/0P-TTg
ngay 06/3/2018 cua Thu furéng Chinh phu)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

BIEN BAN HQI NGHI DAN CU THON

Pé cir ngudi ¢é uy tin trong dong bao dan toc thiéu sé

nay, ngay...
Chlng tdi gdom:
- Bai dién Chi uy thén (ghi rd ho, tén, chizc danh): ...
- Pai dién chinh quyén (ghi rd ho, tén, chizc danh)...
- Bai dién Mat tran (ghi rd ho, tén, chizc danh): . e
- Pai dién cac t chirc doan the (ghi rd ho, tén, chuc danh)

-S6 ho gia dinh dy hop/tong s6 ho trong thon: .

- Chit tri: Ong (ba):

.thang....

.nam....tai

thén/ban

(ghi

ro dia

diém

Chitc danh: Tru'o'ng thon
- Thur ky (ghi 1 ho, 81, GG GANAY: - oo oo

to

Sau khi nghe Truong thon pho bién vé tiéu chi, diéu kién binh chon ngudi ¢ uy tin
va ndi dung chinh sach quy dinh tai Quyét dinh s6 12/2018/Qb-TTg ngay 06/3/2018 cua
Tha tuéng Chinh phi, hoi nghi da théng nhat dé cor nguoi c¢d uy tin cua thén

nam..........nhu sau:
Gigi tinh/ Noi Trinh d6 Ket QUé, *
Sé | Hova | Namsinh | pan Cgf vin héa/ péng y Khong ddng )
TT | tén toc - | chuyén e s Ly
Nam | N trd mon Sb ngudi Tile | o nguoi Tile | do
% %
Tong
S0

Bién ban lap thanh 02 ban, cac dai dién c6 mat nhat tri ky tén./.

Thu ky
(ky, ghi r6 ho tén)

Pai dién h¢ dan
(ky, ghi rd ho tén cua dai dién
03 h¢ dan du hop)

Trwéng thon

(ky, ghi 13 ho tén)

Ghi chl: M&3i thon dé cir khong qua 02 nguoi. Nguoi dugce dé cir phai dat trén 50% tong s6 dai bicu du
hop dong y va c6 ty I€ cao nhat (bang hinh thic biéu quyét gio tay).




ho
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Mau s6 02
(Ban hanh kem theo Quyeét dinh so 12/2018/QP-TTg
ngay 06/3/2018 cua Thu furéng Chinh phu)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

BIEN BAN HQP LIEN TICH THON
Binh chgn, dé nghi cong nhin ngudi c6 uy tin
trong dong bao dan toc thieu so

Hom nay, ngdy....thang...nam ...., tai thdn (ghi ré dia diém t6 ChirC)........cocu........
Chlng toi gom:

- Dai dién Chi uy thon (ghi rd ho, tén, chic danh): . e

- Pai dién chinh quyén (ghi rd ho, tén Truéng thdn hOac Pho trwong thon)

- Bai dién Mat tran (ghi rd ho, tén, chuc danh): . .

- Pai dién cac t6 chirc doan thé (Méi dodn thé cir 01 ngu’m dal dlen tham dw ghl ro
tén, chic danh).

- Pai dién ho gia dinh DTTS trong thon (ghi rd ho, tén): téi thiéu 03 ho gia dinh.

- Chuatri: Ong (ba):..........ceeon.... Chtre danh: Truong ban Céng tac Mat tran thén

- Thu ky (ghi r0 ho, tén, chizc danh): ... e
Sau khi xem xét danh sach dé cir cia thon; can cir tiéu chi, diéu kién binh chon ngudi

¢6 uy tin quy dinh tai Quyet dinh s6 12/2018/Qb-TTg ngay 06/3/2018 ciia Thu tuéng
Chinh phu va y kién tham gia cta dai dién cac ban, nganh, doan thé du hop, cudc hop

thdng nhat dé nghi céng nhan ngudi ¢6 uy tin cia thon ndm..........nhu sau:
Gigi tinh/ . | Trinh do Ket qua *
Sé | Hova | Namsinh | pan I;Ifr‘ vin héa/ pang y Khong dong y ,
TT | tén toc - | chuyén U A | oA 1 Ly
trd Songuoi | Tilé | Songuoi | Tilé | ¢o

Nam | Ni MON | (séphiu) | % | (séphiéu) | %

Tong
S0

Bién ban lap thanh 02 ban, cac dai dién cd mat nhat tri ky tén./.

Thu ky Chi tri
(ky, ghi rd ho tén) (ky, ghi rd ho tén)
Pai dién chinh quyén Pai dién Mat tran Pai dién Chi ay

(ky, ghi & ho tén) (ky, ghi r6 ho tén) (ky, ghi 16 ho tén)
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Pai dién cac Poan thé Pai dién ho dan
(ky, ghi rd ho tén) (ky, ghi rd ho tén)
* Ghi cha:

- B¢ phiéu kin hogc biéu quyét gio tay do Héi nghi quyét dinh. Ngwoi diwoc binh chon,
dé nghi la nguroi ¢6 uy tin phdi dat trén 50% tong sé dai biéu dir hop dong y va co ty 1¢
binh chon cao nhdt.

- Dai biéu dai dién hé gia dinh trong thén tham dy Véi vai tro giam sat, khong tham
gia bé phiéu hodc biéu quyét binh chon nguwoi ¢é uy tin; trwong hop binh chon bang bo
phiéu kin, té kiém phiéu phdi c6 su tham gia Cia dai biéu dai dién hg gia dinh trong thon.

- Trwong hop ¢6 nhiéu hon sé lwong ngwoi dwoc binh chon/thén ma cé két qud binh
chon bang nhau thi dwa ca vao danh sach binh chon giri UBND xd/phuwonglthi tran xem
xét, quyét dinh.
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Mau s6 03
(Ban hanh kem theo Quyeét dinh so 12/2018/QP-TTg
ngay 06/3/2018 cua Thu fiurong Chinh phu)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

, BI‘EN BAN KIEM TRA
Ket qua binh chon, dé nghi cong nhan ngwai ¢é uy tin nam .....

Hém nay, ngay....thang...nim ...tai UBND Xi (ghi ré6 dia diém 1o

Chlng tdi gom:

- Pai dién Pang uy xa/phuong/thi tran (ghi rd ho, tén, chizc danh): ...........cc.cco.......

- Pai dién UBND xa/phudng/thi tran (ghi rd ho, tén, chizc danh): ..........cccevvveeee,

- Pai dién Cong an xd/phudng/thi tran (ghi rd ho, tén, chizc danh): ........c.cc.ceeee....

- Pai dién Uy ban MTTQ xd/phudng/thi tran (ghi rd ho, tén, chic danh):..........

- Pai dién céc t6 chuc doan thé caa xa/phudng/thi tran (Méi doan thé cir 01 nguoi
tham gia; ghi r6 ho, tén, chuc danh).

- Chu tri: Ong (0A).....vvvveoreene, Chi tich (hoic Pho CT) UBND xd/phudng/thi tran.

- Thu ky: Ong (ba) (ghi rd ho, tén, chizC danh).........c..cceveveveeeveieseeseeeesenean,

Can ctr d& nghi cua céac thdn va két qua kiém tra; can ct tiéu chi, diéu kién binh chon
ngudi cd uy tin quy dinh tai Quyét dinh sé 12/2018/QB-TTg ngay 06/3/2018 cua Thu
tuéng Chinh phu va y kién tham gia cia dai dién cac ban, nganh, doan thé du hop, cudc
hop théng nhat:

Gigi tinh/ Trinh do Ket q“;héng
S6 <o Nimsinh | Dan | Noi | vanhoa/ | Du diéu kién R .
17 | Hovaten toc | cutra | Chuyén 5 o d;dwu kT'eT dLX‘
Nam | Ni mon y Lle y e | do

phiéu % phiéu | %

Tong sb

Bién ban lap thanh 02 ban, cac dai dién c6 mat nhat tri ky tén./.

Thu ky Chii tri
(ky, ghi rd ho tén) (ky, dong dau, ghi r6 ho tén)
Pai dién chinh quyén Pai diegn UBMTTQ xa DPai dién Pang dy xa
(ky, ghi rd ho tén) (ky, ghi r6 ho tén) (ky, ghi rd ho tén)
bai dién Cong an xa Pai dién cac Poan thé

(ky, ghi rd ho tén) (ky, ghi rd ho tén)
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* Ghi chu:
- Néu 16 1y do cac truong hop du diéu kién hoic khong da didu kién trong danh sach binh chon, d& nghi cong
nhan nguoi ¢6 uy tin cua cac thdn giri UBND xa/phuong/thi tran.
- Truong hop thén giri danh sach dé nghi cdng nhan ngudi c¢6 uy tin vuot qué sé lugng dugc binh chon (do
c6 két qua binh chon & cudc hop lién tich thén cao bang nhau) thi cac thanh vién tham gia du hop caa UBND
xem Xét, quyét dinh chon di s6 lwong ngudi c6 uy tin dugc binh chon cua thon do.



48

Maus6 04
(Ban hanh kem theo Quyet dinh so 12/2018/0P-TTg
ngay 06/3/2018 cua Thu firong Chinh phu)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TONG HQP DANH SACH
Binh chon, dé nghi cong nhan ngwai cé uy tin

trong dong bao dan tgc thieu so nam .....
Nam sinh/ Thanh phin ngudi ¢6 uy tin s g Ghi chd
Gisi tinh o3 phan ng y g3
N o 5
s | Ho Dan | oi 2z . o =
tén > — = = W) -
TT 5 o g < 2 = = x& 9
NCUT toe | cu = @ &_§ =58 | g « B o< SZ| 5§85 |xB
Nam | Nit tru = = 52 @ SEa | = 52 s 3 55 522 |83
sy s & "o ® 9= g (S @ ° = Qa3 |83
o ) S o ) g —_ = O = =) %J > g
e 3 5 S 2 > E
1 2 3 4 5 | 6 7 8 9 10 11 12 13 14 15 16 17 18
Téng cong
NGUOI LAP BIEU TM.UBND.....

Ghi chu:
- Cot (2): Ghi NCUT (nguoi c6 uy tin);

- Cot (6): Ghi cu thé thén ban, budn lang, t6 dan phd va twrong dwong;

- C4c cot tir cot (8) dén cot (16): Ghi cu thé, dung thanh phan caa NCUT;

- Cot (17): Néu NCUT la dang vién Dang cong san Viét Nam thi danh dau (x) vao cot nay. Néu khong phai thi ghi sb 0 vao cot nay.

(ky, ghi rd ho tén)

(ky, déng dau, ghi r6 ho tén)
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* Ghi chu: | |
- Thyc hién bo phiéu kin, nguoi duge dé nghi dua ra khoi danh sach ngudi ¢6 uy tin phai ¢é trén 50% tong s6 dai biéu du hop bo phiéu tan thanh.
- Néu 19 1y do céc truong hop de nghi dua ra hodc khong dé nghi dua ra khoi danh sach nguoi c6 uy tin.
Chang tdi cam két chiju trach nhiém vé tinh chinh xac, trung thyc caa néi dung ho so dé nghi khoi danh sach nguai 6 uy tin. /.
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Maiu s6 01
(Ban hanh kém theo Ngh; dinh s¢ 124/2025/ND-CP ngay 11/6/2025 cua Chinh phu)

UY BAN NHAN DAN TINH..... CONG HOA XA HQI CHU NGHIA VIET NAM
UY BAN NHAN DAN XA...... Poc 1ap - Tw do - Hanh phic
DANH SACH o
Cong nhén nguwdi ¢6 uy tin trong dong bao dan tdc thitu so
(Ban hanh kéem theo Quyét dinh so /OD-UBND ngay thang nam cua Chu tich UBND xd....)
Nam sinh Thanh phan nguoi c¢6 uy tin* Shhul
Trinh 4o . |Trudéng Su |Thay A .
i Téng Dan| Noicutri | hoc | Bi |9 han | [TruonglCan| si, | mo, |Nghe|NNNan [Neudi \
otén NCUT|,,_ . A X A thén, | N Al X s | ST, tri| san , Thanh
(3=4+5) . [toc| (thdn)  |van/chuyén| thu |, . .| cong [Gia| dong | bo [chuc|thay |nhan|”.’, . | Pang A
Nam| N N . |banva| A X i O .| thue [ xuat, | .. phan
mon Chi tac [lang|ho, toc|nghi| sac [cung,[nguoi g vién .
~ | tuong N \ i A ngudildoanh khac
bd duon Mat truong |huu| ton |thay [DTTS DTTS nhan
1 tran giao|lang
1 2 3 4 5 6 7 8 9 10 11 (12| 13 |14 15 )16 | 17 | 18 | 19 20 21 22
I X& A
1
2
Il XaB
1
Tong cong
Ghi cha:

- Cot (6): Ghi cu thé dan tdc ctia nguoi ¢6 uy tin (NCUT), vi dy; dan toc Thai, Tay, E dé, Khmer,...

- Cot (7): Ghi cu thé thon, ban, td dan phd.... noi NCUT dang sinh séng, cu tri.

- Cot (8): Ghi cu thé trinh d6 hoc vén (Tiéu hoc, THCS, THPT)/trinh d6 chuyén mén (Trung cip, Cao dang, dai hoc...).

- Thanh phan NCUT (Tir Cot 9 dén cot 21): Ghi cu thé thanh phan ctia NCUT, vi du: Gia lang, Trudng thon, Trudng ban cong tac mat tran thon, Bi thu Chi bg. ..
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Quy trinh s6: 11.DT-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MOQT PHAN

POl VOI THU TUC PUA RA KHOI DANH SACH VA THAY THE, BO SUNG

NGUOI CO UY TIN TRONG PONG BAO DAN TQC THIEU SO
) M3 sb TTHC: 1.012223
Ap dung tai co quan: UBND cap xa, S¢' Dan tgc va Ton gido

Quy
trinh

Poi twong
thuc hién

Noi dung cdng viéc

Theot gian
thuc hién

Nguoi nop hd
SO

I. Truwong hop ca nhan, té chiec Ndp ho so truc tuyén:

11. Truy nhap Cong dich vy cdng qudc gia trén mang internet tai dia chi: https://dichvucong.gov.vn.
2. Pang ky/ Pang nhap vao Hé thng bang tai khoan cua chu hd so/nguoi dugc ty quyén/nguoi dai
dién theo quy dinh phép luat.

3. Chon co quan thuc hién la UBND Ca:ip X4, tai danh sach dich vu cér]g Iura chon dich vu :‘Thﬁ tuc
dwa ra khoi danh sach va thay thé, bo sung ngwoi cé uy tin trong dong bao dan téc thiéu so”

4. Cap nhat day du cac thanh phan hé so, bao gom:

4.1. Bon dé nghi rat khoi danh sach ngudi ¢ uy tin theo Miu sé 05 cua phuy luc kem theo Quyét
dinh s6 12/2018/QD-TTg ngay 06/3/2018 ctia Thu tuéng Chinh phu (Hinh thirc ndp ho so: Nop ban
scan (ban chup).

4.2, Bi§n ban hop lién tich thon dé ngl}i dua ra,kh()i danh sach nguoi c6 uy tin theo Mau s6 06 va
Mau s6 02 cua phu luc kém theo Quyét dinh s6 12/2018/Qb-TTg ngay 06/3/2018 cua Thu tudng
Chinh phu (Hinh thitc ngp ho so: Nop ban scan (ban chup).

5. Thanh toan truc tuyén phi/ 1 phi/ nghia vu tai chinh: Khéng.

6. Bang ky hinh thic nhan két qua thi tuc hanh chinh (TTHC): Tryc tiép/ hoac qua dich vy buu
chinh c6ng ich/ hoac truc tuyen (néu co).

7. bang ky hinh thirc nhan thdng bao vé tinh hinh giai quyét hd so: Thu dién tir (email)/hoic tin
nhan qua mang xa hoi (Zalo)/ hoic tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so dugc cap ma dé tra cau tinh trang giai quyét ho so truc tuyén.
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9. Trong qua trinh thuc hién dich vu cong, té chirc, ca nhan c6 thé lién hé qua sé dién thoai va hop
thu dién tir cuia UBND cap x& duoc ding tai kém theo quy trinh thuc hién dich vu cong truc tuyén
nay dé duoc huéng dan, hd tro.

I1. Trudng hep B§ phin mét cira hé tro' ndp hé so truc tuyén:

Truong hop ca nhan, to chtrc khong thé nop hd so truc tuyen thi can b Bo phan mot cira cua UBND
cap x4 ho trg, giip t6 chic, ca nhan nop hd so truc tuyén theo thanh phan ho so va hudng dan néu
tai budc “ndp ho so truc tuyén”.

Quy trinh thuc

hién tai UBND cap x4 (05 ngay lam viéc)

Can bo tiép
nhan ho so tai

1. Kiém tra ho so. Xéc nhan hinh thirc nop ho so truc tuyen.
2. Kiém tra thanh phan ho so dién tu:
- Truong hop ho so day dua, hop I€: Tiep nhan, cap nhat, luu trit ho so dién tu, chuyén Cong chuc

Buéc 1 Trung tdm | xa dwoc giao xir Iy ho so TTHC xir ly; giri Phiéu tiép nhan ho so va hen tra két qua cho ngudi nop Izgri ?/Iigc
Hanh chinh | ho so. '
cong cap xa | + Truong hop hd so chua day dua, khong hop 18: Gui thong bao cho ngudi nop, hudng dan bo sung,

hoan thién ho so theo yéu cau.
Lanh dao . o ‘ 04 giv

Budc 2 | Phong Van hoa | - X&c nhan ho so chuyén dén; phan céng xt ly ho so lam viéc

— Xa hoi C
- Tiép nhan, kiém tra, xir ly ho so theo quy dinh, tham muu Lanh dao UBND cap x4 to chac hoi
nghi kiém tra ho so va cac budc quy trinh xét chon va dé nghi.
- Dy thao ho so trinh 1anh dao UBND cap x&, gdm: van ban xin y kién, bién ban kiém tra két qua
binh chon, d& nghi céng nhan ngudi ¢é uy tin theo Mau sé 03 cua phu luc kém theo Quyét dinh s6
Chuyén vien 12/2018/QD-TTg ngay 06/3/2018 ciaa Thu tuéng Chinh phi, ban tong hop danh sach dé nghi cong
Buéc3 | Phong Van hoa nhén nguoi co uy tin theo Mau s6 04 cua phu luc kem theo Quyet dinh so6 12/2018/Qb-TTg ngay
XA hoi 06/3/2018 cua Thu tudng Chinh phu guri xin y kién cia S Dan toc va Tén giao.
a h()l N , A A . , ,
(Hinh thac nop ho so: Ngp ban scan (ban chup).
- Truong hop néi dung ho so chua day du, dam bao theo diing thanh phan quy dinh thi tham muu | 02 ngay
vin ban (mau phleu) huéng dan gii ngudi nop ho so bo sung, hoan thién hd so thong qua Bo phan | 1am viéc

tiép nhan va tra két qua cia UBND cip x4.

- Trinh 1anh dao phong ra soat tham tra két qua hd so TTHC.
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Buse 4 Ph;f‘“i‘,gf‘lohéa - R so4t tham tra hd so TTHC. , 04 gid
B %(é hoi - Trinh 1anh dao UBND x& ky duyét van ban xin y kién cta S¢ Dan toc va Ton gido. lam viéc
Bude 5 Lanh dao |- Duyét két qua tham dinh ho so TTHC. , 04 gior
UBND cap xa | - Trinh lanh dao UBND xa ky duyét van ban xin y kién cua S¢ Dan toc va Ton giao. lam viéc
Chuveén vin Chuyén vién Phong Vén hoa — Xa hoi phoi hop véi Van thu co quan dong dau vao van ban dugc
Buéc 6 | Phon yVén hoa Ky duyét theo quy dinh; vao 50, luu trir h6‘ so; chuyén B0 phzi,n mot cura de tra két qua. o 04 gio
B %(é hoi (Luu y: UBND xa thuc hién so hoa cac ho so ¢d lien quan den TTHC, ky so xac thuc va chuyen ho | - lam viéc
i so dién tir cho So Dén téc va Ton gido, dong thoi luu ho so goc tai UBND cap xa)
Can bg tiep
nhan ho so tai A e 1a , A Oon i v LA . INA N FA A A T AN A \ A .
. A Chuyeén van ban caia UBND cap x& xin y kien caa S¢ Dan toc va Ton giao (kem theo ho so TTHC 04 gio
Budc 7 Trung tam 5 CAC Vi ban lie 4n Ba phan Tiép nhan va Tra két qua cua Sé Dan tac va Ton gia IAm vie
Hanh chinh | V@ cac van ban lién quan) den Bo phan Tiép nhan va Tra két qua caa S Dan toc va Ton giéo. am viéc
cong cap xa
1 Quy trinh tai S¢ Dan tgc va Ton giao (05 ngay lam viéc)
Can bg tiep , , ’ ‘
nhan ho so tai | Nhan vén ban xin y kién cua UBND cap xa trén hé thong (kem theo ho so TTHC va cdac van ban 04 gis
Budc 8 Trung tdm lién quan), chuyén Lanh dao phong Chinh sach - Tuyén truyén tham muu xt ly TTHC theo quy 12 glo
. ] . am viéc
Hanh phlnh dinh.
cong cap tinh
Lanh dao o , . ‘
Buéc 9 phong Chinh | Chuyén ho so dén chuyén vién phong Chinh sach - Tuyén truyéen xu ly ho so; 02 gio
sach — Tuyén lam viéc
truyen
Chuyen vien | _ pa soat, thim dinh h so; .
. phong Chinh A S . spia L 03 ngay lam
Budc 10 . A - Du thao van ban xin y kién cac don vi 0 lién quan (néu co) .
sach — Tuyén f % 12 LAt 2 o I WA 1 1~ \ viéc
truyan - Dy thao Van ban ket qua xt ly ho so trinh 1anh dao phong.
Busc11 | Annda0 1 o oot xem xét duyét hd so. Trinh lanh dao S& duyét van ban tra i UBND cép X4 02 gio
phong Chinh lam viéc
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sach — Tuyén
truyén
Budc 12 | Lanh dao S& | - Ky duyét vian ban tra 16i UBND cap xa. 04\?ilé();:lam
Cén bo tiep
nhan O sotal |~ v2n van ban cia So DAan toe va Ton gido dén Bo phan Tiép nhan va Tra két qua cia UBND cdp | 04 gios 1am
Budc 13 Trung tdm ¥4 i & T : viac
Hanh chinh ' '
cong cap tinh
11 Quy trinh tai UBND cép x4 (10 ngay lam viéc)
Cén bo tiép
. nhan 6 sotal ) Tiép nhan vin ban y kién cua S Dan toc va Ton gido. 04 gio
Buoc 14 Trung tam X e 1, . N X LA N
5 . - Chuyén van ban Phong Van hoa — X& hoi. lam viéc
Hanh chinh
cong cap xa
Lanh dao 7 ) 04 gic
Budc 15 | Phong Van hoa | Chuyén van ban dén chuyén vién phong Phong Van hoa — X& hoi xu ly. IAm viec
— Xa hoi i
Chuyén vién | X Iy van ban, tai liéu lién quan va du thao Quyét dinh phe duyét dwa ra khoi danh sach va thay 06 ngay
Budc 16 | Phong Vin hoa | thé, bo sung ngwoi cé uy tin trong dong bao dan tgc thiéu sé trén dia ban xa va danh sach theo 1AM Viec
— Xa hoi Mau sb 01 cua phu luc 111 kém theo Nghi dinh s 124/2025/ND-CP ngay 11/6/2025 cua Chinh phu. i
Lanh dao q ‘ , 04 giv
Budc 17 | Phong Van héa | Kiém tra ho so; Trinh 1anh dao UBND cap x& phé duyét 1Aam viec
— Xa hoi i
Bude 18 Lanh dao | - Phé duyét ket qua giai quyet; 01 ngay
UBND cap xa | - chuyén chuyén vién xu ly. lam viéc
Chuyén vién A A \ < 14 % hai whAS e s . L o .
. \ .+, | Chuyén vién Phong Van hoa — Xa hgi phoi hop véi Van thu co quan dong dau ky duyét theo quy 04 gio
Budc 19 | Phong Vanhoa | .. 7 . = 5 2 X Ao LA A VA A AE e AR trd L Ef mr i NI
XA hoi dinh; vao so, Iuu trir ho so, s6 hda ho so; chuyén Bo phan mot cira dé tra két qua. lam viéc
Bugc 20 | Canbo tiép |- Nhén_két_q_ué giai quyét TTHC; s hoa h_é_ so TTHC. Cap nhat vao Co s¢ dit ligu cia Hé thong | 01 ngay
nhan ho so tai | thong tin giai quyet TTHC, ket thuc viéc giai quyet TTHC. lam viéc
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Trung tdm - Thong bao tra két qua cho t6 chirc, ca nhan theo quy dinh.
Hanh chinh
cong cap xa
A LAy oz N i A , £ < . C oA . | Khong tinh
A i ~ x| Nhan két qua TTHC theo hinh thirc da dang ky: truc tiép/hoac qua dich vu buu chinh cong ich/ hoac \ o
Nhan Nguoi nop ho X A R A RAPSSORLE A TR va thoi
e truc tuyén. Bong thoi nhan két qua TTHC ban dién tir tai Kho quan ly di liéu dién tir cua ca nhan, .
ket qua SO 2 A ~R . A gian giai
to chure trén Cong Dich vu cong. 2
quyeét
2 e £ 20 ngay
Tong thai gian giai quyet TTHC lam viéc

* Bidu mau dinh kém:
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M4u s6 05
(Ban hanh kem theo Quyeét dinh so 12/2018/0P-TTg
ngay 06/3/2018 cua Thu tuéng Chinh phu);

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

PON PE NGHI
RUt khéi danh sach ngudi cé uy tin trong dong bao dan tgc thiéu so

Kinh gui:
- Ban cbng tac Mat tran thén ...................................................
- UBND xa/phuong/thi tran.........ccccooevininieiiie e

HO KNAU thUONG T TAI: ..ottt

Hién dang 1a nguoi €O Uy tin CUA thON.......coviiiiiii e

T6i 1am don nay dé nghi cac cap quan 1y xem xét, cho phép toi duoc rut khoi danh
sach ngurdi CO UY tiN CUA TNON.......coiiiiiiee e

0 [ SRS

............. ngay .......thang..... nam....
Nguwoi lam don
(ky, ghi rd ho tén)

* Ghi cy thé ly do tu xin rat khoi danh sach nguoi c6 uy tin (vi du: do stc khoe yéu; gia dinh chuyén di
noi khac sinh song...);
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M4u s6 06
(Ban hanh kem theo Quyeét dinh so 12/2018/0P-TTg
ngay 06/3/2018 cua Thu tuéng Chinh phu);

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

_ BIEN BAN HQP LIEN TICH THON
bé nghi dwa ra khéi danh sich nguoi co uy tin
trong dong bao dan tgc thiéu so nam .....

Hom nay, ngay................. thang.......... nam.........., tai thon (ghi ré dia diém té

Chlng tdi gdom:

- Dai dién Chi uy thon (ghi rd ho, tén, chic danh): .

- Pai dién chinh quyén (ghi rd ho, tén Truéng thdn hOac Pho trwong thon)

- Dai dién Mat tran (ghi rd ho, tén, chiic danh): . ..

- Pai dién cac t6 chirc doan thé (Méi dodn thé cir 01 ngu’m dal dlen tham dw ghl ro
ho, tén, chizc danh).

- Pai dién ho gia dinh DTTS trong thon (ghi rd ho, tén): téi thiéu 03 ho gia dinh.

- Chuatri: Ong (ba):..........oeon.... Chtrc danh: Truong ban Céng tac Mat tran thén

- Thu ky (ghi rd ho, tén, chizc danh): ...

Can cu Quyet dinh s6 12/2018/Qb-TTg ngay 06/3/2018 cua Thu tuéng Chinh phu
vé chinh sach ddi voi ngu:o’l c6 uy tin trong dong bao dan toc thiéu sb, sau khi xem
th danh gia cac mit va y kién tham gia cua dai dién cac ban, nganh, doan thé du hop
doi voi:

1. Ong/Ba:....... e ndm sinh...... ...dan tgc..........cu tru tai...., cac thanh
vién tham dy hop thong nhat (Vi .......... so phieu/tong so phicu ...... =....%).
2...

Cac thanh vién dy hop théng nhat dé nghi cap c6 tham quyén xem xét, dwa ra khoi
danh sach nguoi c6 uy tin doi voi:

2....
S LY dO: S PP PP S
Bién ban Iap thanh 02 ban, cac dai dién c6 mat nhat tri ky tén./.
Thu ky Chi tri
(ky, ghi rd ho tén) (ky, ghi r6 ho tén)
Pai dién chinh quyén Pai dién Mat tran Pai dién Chi ay

(ky, ghi r5 ho tén (ky, ghi 13 ho tén) (ky, ghi rd ho tén)
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Pai dién cac Poan thé Pai dién ho dan
(ky, ghi rd ho tén) (ky, ghi rd ho tén)

* Ghi chu:

- Trwong hop nguoi ¢6 uy tin chét: Khong té chirc hop lién tich. Trueong thén lam vin ban dé nghj
dua ra khéi danh sdach nguoi €6 uy tin gui UBND cdp X&;

- Trwong hop tw nguyén xin rit khéi danh sdach nguwoi c6 uy tin cdn ¢é don theo Mau sé 05 kém theo
Quyét dinh nay;

- Dai biéu dai dién hé gia dinh trong thén khéng tham gia bo phiéu, nhing tham gia vao té kiém phiéu
dé giam sat ket qua bo phiéu dé nghi duwea ra khéi danh sach nguwoi ¢ uy tin cia thon.
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M42u s6 07
(Ban hanh kém theo Quyét dinh sé 12/2018/0P-TTg
ngay 06/3/2018 cua Thu tuéng Chinh phu);
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

‘ BIEN BAN KIEM TRA
bé nghi dwa ra khéi danh sach ngudi c6 uy tin
trong dong bao dan tgc thiéu s6 nam .........

Chlng tdi gdom:

- Pai dién Pang uy xa/phuong/thi tran (ghi rd ho, tén, chizc danh): ..........cc.cco.......

- Pai dién UBND xa/phudng/thi tran (ghi rd ho, tén, chizc danh): .......c..cccevvveeee,

- Pai dién Cong an xd/phudng/thi tran (ghi rd ho, tén, chizc danh): ........c.cc.ceeee...

- Pai dién Uy ban MTTQ x&/phudng/thi tran (ghi rd ho, tén, chic danh):...........

- Pai dién céc t6 chuc doan thé caa xa/phudng/thi tran (Méi doan thé cir 01 nguoi
tham gia; ghi r6 ho, tén, chuc danh).

= Cha tri: Ong (bA)...vvvveeeee.. Chi tich (hoic Pho CT) UBND xd/phudng/thi tran.

- Thu ky: Ong (ba) (ghi rd ho, t&n, chizC danh)...........ccceveveveeeveeseeeeseeeseeeneon,

Cin ct dé nghi cua cac thon va két qua Kiém tra; can ctr cac quy dinh tai Quyét dinh
s6 12/2018/QP-TTg ngay 06/3/2018 cua Thu twéng Chinh phii va y kién tham gia cua dai
dién cac ban, nganh, doan thé du hop, cudc h(_)p,théng nhat dé nghi UBND x3 xem xét dua

ra khoi danh sach nguoi ¢6 uy tin nam ........... doi vai céc truong hop sau:
4 2 e
, Gisi tinh/ Trinh do feldi
S6 | Hova | Namsinh | Dan | Noi |vanhéa/ | Péngy nong L
TT| tn t6c | cutra | Chuyén dongy y

S6 | Tile| sé | Tile| do*

Nam | Nir mon | vhicu | % | phidu | %

Tong soé

Bién ban lap thanh 02 ban, cac dai dién cd mat nhat tri ky tén./.

Thu ky Chi tri ,
(ky, ghi r6 ho tén) (ky, ghi rd ho tén, dong dau)
Dai dién Cong an xa DPai dién UBMTTQ x& Dai dién Pang ay xa
(ky, ghi r6 ho tén) (ky, ghi r6 ho tén) (ky, ghi r6 ho tén)

* Ghi chu:
- Thyc hién bo phiéU} kin, nguoi dugce dé nghi dwa ra khoi danh sach ngudi ¢ uy tin phai cé trén
50% tong so dai bieu du hop bo phieu tan thanh. .
- Néurd ly do cac truong hop dé nghi dua ra hoac khong dé nghi dua ra khoi danh sach nguai co
uy tin.
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MAiu s6 02

» (Ban hanh kém theo Ngh; dinh s¢ 124/2025/ND-CP ngay 11/6/2025 ciia Chinh phi)
UY BAN NHAN DAN TINH..

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

‘ TONG HQP DANH SACH ‘ o
Dé nghi dua ra khéi danh sach va thay thé, b6 sung nguoi c6 uy tin trong dong bao din tdc thicu so

DANH SACH NCUT BUA RA DANH SACH NCUT THAY THE, BO SUNG
Nam sinh Nam sinh
. N Trinh d6 . R Trinh do .
; ’ . |Ghi
TT| Ho tén Téng Dan thyrlucu -ggllh ~ hoc Ly do dua ra Ho tén Téng Dan N(tjrlucu Egllh ~ hoc Ly do thay the, chu
NCUT (3=4+5) Nam Nit tdc (thon) [NCUT Van:‘rcilglriyen NCUT (12=13+14) Nam Nir toc (thon) [NCUT Vaniggl;yen bo sung
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20
| xA | 1 1 1 ...
! 1r +r 1 -t -t .
2
1 XaB
1| ........
Tong

Ghi ch: - C5t (6), (15): Ghi cu thé dan toc cia nguoi c6 uy tin (NCUT).
- Cot (7), (16): Ghi cu thé thon, ban, té dan phé.... Noi NCUT dang sinh séng, cu tr.

- Cot (8), (17): Ghi cu thé thanh phin cua NCUT, vi du: Gia lang, Trudng thén, Trudng ban cong tac mit tran thon, Bi thu Chi bo...

- Cot (9), (18): Ghi cu thé trinh do hoc van (Tiéu hoc, THCS, THPT)/trinh d6 chuyén mon (Trung cép, Cao dang, dai hoc...).
- Cot (10), (19): Ghi cu thé 1y do dua NCUT ra khoi danh sach/ Iy do NCUT duogc thay thé, bo sung.
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(Ban hanh kém theo Ngh; dinh s¢ 124/2025/ND-CP ngay 11/6/2025 ciia Chinh phu)

UY BAN NHAN DAN TINH..
UY BAN NHAN DAN XA....

Duwa ra khéi danh sach va thay thé, bd sung nguoi co uy tin trong dﬁng bao dan tdc thiéu s

CONG HOA XA HQI CHU NGHIA VIET NAM

DANH SACH

Doc lap - Tw do - Hanh phic

z
A

0.

(Ban hanh kém theo Quyét dinh sé /OD-UBND ngay thang nam cua Chu tich UBND xa.....)
I. PUA RA KHOI DANH SACH NGUOI CO UY TiN
Nim sinh Thanh phan ngudi ¢é uy tin (NCUT)
.| Trinh do Thé . . Ly
2 ~ [Noi cu : 5 Yy "
1T lHo ten NcuT| TOn8 Dan trlac ~ hoc Bi Ttrt:rgnng Trudng Truong | Cén |Su sai,| mo, |Nghé ls\;h?r? ng;lm | do
i (3=4+5) = | 10 | ihomy | VAVehuyén | thu | ban cong| Gia |[dong ho,| bo | chic | thay | nhan |70 ;. [Pang| Thanh phan | dua
Nam [ Nix (thdn) - | banva [, - 2T < A0 .| thoe | xuat, [ . ,
mon Chi tac Mat |[lang| tdc |nghilsac tén| clng, | ngudi g vién khéc ra
bo | WONE | Ay truomg |huu | gido | thiy |DTTS|REwol|doanh
| duong : lang DTTS| nhan
1 2 3 4 5 6 7 8 9 10 11 12 13 14 | 15 16 17 18 19 | 20 21 22
I
1
2
I XaB
i
Tong
Ghi chu: - Cét (6): Ghi cu thé dan toc cua nguoi ¢ uy tin (NCUT).
- Cot (7): Ghi cy the thon, ban, t6 dan pho.... Noi NCUT dang sinh song, cu tri. ) i
- Cot (8): Ghi cu thé trinh do hog van (Tiég hoc, THCS, THPT)/trinh @6 chuyén moén (Trung cap, Cao dang, dai hoc...).
- Tu Cot (9) dén (21): Ghi cu thé thanh phan cua NCUT, vi dy: Gia lang, Trudng thon, depg ban cong tac mat tran thon, Bi thu Chi bd.
- Cot (9), (17): Ghi cu thé Iy do dua NCUT ra khoi danh séach/ 1y do NCUT duogc thay thé, bo sung.
II. DANH SACH THAY THE, BO SUNG NGUOI CO UY TIN
. Tong - Dan Trinh do . N R Ly do
TT | Ho tén NCUT (3=4+5) Nam sinh te hoc Thanh phan ngudi ¢6 uy tin (NCUT) thay
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van/chuyén| . [Truong .. | Thay . . thé, bo
. mon Bi Tmﬂong ban Truong| Can Su 33 mo, Nghé NNha'? Ng}ml sung
Noi thon, ~ I . | chtrc X | sitri| san |,
N , thu [, , '] cong [Gia| dong [ b6 | ~ . | thay | nhéan , <, [Pang \ A . [NCUT
Nam | N@ cu tri . |banval| ~ . > | sac | . .| the | xuat, [ ., <] Thanh phan khac
. Chi tdc [lang|ho, toc|nghi| .~ |clng, |nguoi . vién
(thén) ~ | tuong N . ton N nguoi|doanh
bd Mat truédng | huu| . | thay |DTTS A
duong| . . giao DTTS| nhén
tran lang,
1 2 3 4 5 6| 7 8 9] 10 11 (12| 13 |14 15 [ 16 | 17 | 18 | 19 | 20 21 22
[ X& A
1
2
1 X&B
1] ...
Téng

Ghi ch: - Cot (6): Ghi cu thé dan toc cua nguoi c6 uy tin (NCUT).
- Cot (7): Ghi cu thé thon, ban, t6 dan pho.... Noi NCUT dang sinh song, cu tru.

- Cot (8): Ghi cu thé trinh d6 th van (Tiél} hoc, THCS, THPT)/trinh ¢ chuyén mén (Trung cép, Cao déng, dai hoc...).
- Tu Cot (9) dén (21): Ghi cu thé thanh phan cia NCUT, vi du: Gia lang, Trudng thon, Trudng ban cong tdc mat tran thon, Bi thu Chi bg...

- Cot (22): Ghi cu thé Iy do NCUT duoc thay thé, b sung.
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