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QUYET DINH 
Ve viec phe duyet quy trinh not bo, quy trinh dien tir giai quytt thu tuc hanh 
chinh linh vtyc Not vu thuc thAin quytn tip nhlan va giai quytt cua UBND 

CONG THONG TIN EdEN Ttl T.T 
	uyen, UBND cap xa Ai) dung tren dia ban  tinh Thira Thien Hut 

Chuyen•  
	. 	 CHU TIM UY BAN NHAN DAN TiNH 

Can cur Lu4t To ch*c chinh quyen dia phuang ngay 19 thing 6 nam 2015; 
Can cur Nghi dinh s6 61/2018/ND-CP ngdy 23 thing 4 nam 2018 cila Chinh 

phU ve thuc hien co.  the mot cura, mot c*a lien thong trong giai quyet thu tic 
hanh chinh; 

Can cur Thong to so 01/2018/TT-VPCP ngay 23 thing 11 nam 2018 cila 
Van phOng Chinh phu huong clan thi hanh mot so quy dinh cua Nghi chinh so 
61/2018/ND-CP ngay 23 thing 4 nam 2018 cua Chinh phu ve thuc hien co the 
mot cua, mot dm lien thong trong giai guy& thu tpc hanh chinh. 

Xet de nghi cUa Giam d6c So Nei vu va Chanh Van phong Uy ban nhan 
dan tinh, 

QUYET DINH: 

Dieu 1. Phe duyet kern theo Quyet dinh nay quy trinh ne)i bt), quy trinh 
dien tir giai quyet thu tpc hanh chinh linh vcrc Ne)i Iry thuc tham quyen tiep nhlan 
va giai quyet cua UBND cap huyen, UBND cap xa ap dung tren dia ban tinh 
Thira Thien Hue (Co phulpc kern theo). 

Dieu 2. Phong Nie vv, Trung tam Hanh chinh cong cap huyen, UBND cap 
)(a có trach nhiem thiet 14p quy trinh dien tur giai quy& thu tpc hanh chinh tren 
phAn mem He th6ng x* 1)"/ mot dm tap trung tinh Thira Thien Hue. 

Dieu 3. Quyet dinh nay co hieu luc ke tix ngay ky.• 

Dieu 4. Chanh Van phong Uy ban nhan dan tinh, Giam do"' c So Ni5i vv; 
Chu tich UBND cap huyen, Chu tich UBND cap xa; Giam d'6c Trung tam Hanh 
chinh cong cac huyen, thi xa va thanh phO Hue, Thii truong cac co quan, don vi 
có lien quan chiu trach nhiem thi hanh Quyet dinh nay./. 

Nol nhtin: 
- Nhu DiL 4; 
- Chu tich va cac PCT UBND tinh; 
- Cac PCVP va cac CV TP, NV; 
- Trung tam Phpc vu HCC tinh; 
- ang TTDT tinh; 
- Luu: VT, KSNC. 



LINH 

#; 	 PRE.1 LUC I 
N N I BO, QUY TRINH MOT TIT GIAI QUYET THU TIN HANH CHINH 

QC TRAM QU-YEN- TIEP--NHANY-A-GIAI QUYET - CtJA UBND CAP HUYtN 
em theo Quy& dinh sdl-30/QD-UBND ngay0416/2019 eida UBND tinh) 

I. Thu tuc tuyen dung c trc 
- Thai han giai quyet: 60 ngay lam vi6c, ke tir ngay nhan di ho so theo quy dinh. 
- Quy trinh not ba, quy trinh din 

Thu to 
cong vi'c Don vi/nguiri thuc hien Ni)i dung cong yi0 Thoi gian thtfc hien 

Buac 1 
B6 phan TN&TKQ dm Trung tam Ranh 
chinh cong cap huy6n 

-- Kim tra, htrang an, ti6p nhan ha so, giri phieu hen tra 
cho ca. nhan; 
- So h6a ho so', chuy6n ha so tren phdn m6m mot dm va h6 
so' gidy (tree trtrong Op ho sa Op trifc tuyen) cho Lanh dao 
Phong NOi vu cap huye:n 

04 gia lam vi6c 

Buac 2 Lanh dao PhOng N6i vu cap huy6n Nhan ha soy (di6n tir) va phan cong giai guy& 02 gia lam vi6c 

Btrac 3 Chuyen vien PhOng N6i vu cap huyesn 

Xem xet, tham tra, xir 1)'T hO so', tang hop xay dung ke 
hoach tuy6n dung vien chirc, tham mtru van ban UBND 
huy6n trinh So.  N6i IT xin 5/.  kien UBND tinh (long y tuyen 
dung vien chirc theo quy dinh; sau khi c6 van ban &Ong ST 

cua UBND tinh, tham muu cac btrac tuyen dung vien chirc 
theo quy dinh; dir thao Ta trinh, Quyet dinh tuyen dung 
vien chirc 

454 gia lam vi6c 

Buac 4 Lanh dao Phong PhOng NOi vg cap huy6n 
Tham dinh, xem xet, xac nhan du thao Ta trinh, Quyet dinh 
tuyen dung vien chirc 08 gia lam vi6c 

Buac 5 Lanh dao UBND cap huy6n 
KS/ Quy& dinh tuye'n dung vien chirc (sau khi 	Quyet Quy 
dinh cong nhan ket qua trung tuyen cila I-16i Tong tuyen 
dung vien chirc dm cap huy6n) r 

08 gia lam vi6c 

Buefc 6  B6 phan van thu Van phOng HDND va 
UBND cap huyen 

Vao so van ban, dOng dau, 1(3"/ so, chuyen ket qua ('lien tit  
va ban giay) cho BO phan TN&TKQ dm Trung tam Hanh 
chinh cong cap huy6n hoac chuyen tra lai cho Phong N6i 

02 gia lam vi6c 



vu cap huyenh'o so (de vao so, cap nhat thong tin) 

Birac 7 BO phan TN&TKQ dm Trung tam Hanh • 
chinh ding cap huyen 

Xac nhan tren phan mem mot dm; 
Tra ket qua giai quyet TTHC cho ca. nhan 02 gia lam viec 

TOng thei gian giai quyet TTHC 480 gib. lam viec 

2. Thu tuc tuyen dung cong chin cap xa 
- Thai han giai quyet: 60 ngay lam viec, ke tir ngay nhla.n du ho so theo quy dinh. 
- Quy trinh not 1)0, quy trinh dien 

TIM. tir 
cong viec Don viingui-ri thirc hqn Nii) dung cong viec Th?ri gian thuc hi0 

Birk 1 
BO phan TN&TKQ dm Trung tam Hanh 
chinh cong cap huyen 

- Kiem tra, twang dan, tip nhan ho so, girl phieu hen tra 
cho ca nhan; 

phan  mem - SO hOa he, so, chuyen ho so tren phan mem mOt dm va ho 
so giay (trir trtrong hop ha so' Op tart tuy&i) cho Lanh dao 
Phong NOi vu cap huyen 

04 gia lam viec 

Budc 2 Lanh duo Phong NOi vu cap huyen Nhan ho so (dien tir) va_phan cong giai quyet 02 gia lam viec 

Book 3 Chuyen vien Phong NiO vu cap huyen 

Xem xet, tham tra, xir VT ho so, xay dung ke hoach tuyen 
dung cong chirc cap xa trinh Lanh ciao UBND cap huyen; 
tham muu cac bizac tuyen dung cong chirc theo quy dinh; 
du did() Ter trinh, Quy& dinh tuyen dung cong chirc cap xa 

454 gia lam viec 

Buac 4 Lanh dao Phong Phong NOi vu cap huyen 
Tham dinh, xem xet, xac nhan du than Ta trinh, Quyet dinh 
tuyen dung cong chirc cap xa 08 gia lam viec 

Buck 5 Lanh ciao UBND cap huyen 
1(T Quyet dinh tuyen dung cong chirc cap xa (sau khis  có 
Quyet dinh cong nhan ket qua triing tuyen dm HOi dong 
tuyen dung cong chirc cap xa) , 

08 gia lam viec 

Birac 6 BO phan van thu Van phong HDND va 
U BND cap huyen 

Vao so van ban, clang dau, 14 so, chuyen k& qua (dien tit. 
va ban giay) cho BO phan TN&TKQ dm Trung tam Hanh 
chinh cong cap huyen,  hoac chuyen tra lai cho Phong Ni0 
vu cap huyen ho so (de vao so, cap nhat thong tin) 

„ 	viec 02 gio lam viec 

Birac 7 BO phan TN&TKQ cilia Trung tam Hanh • chinh cong cap huyen 
Xac nhan teen phan mem mot dm; 
Tra ket qua giai quy& TTHC cho ca nhan 

02 gia lam viec 



480 gio• lam viec TOng thoi gian giai quytt TTHC 

3. Thu tuc thanh lap do'n vi sty nghi0 ding lap 
- Thai hart giai quyet: 15 ngay lam viec, trong do: PhOng N6i vu tham dinh trong thai han 10 ngay lam viec, UBND huyen ban hanh 

quyet dinh trong thOi han 05 ngay lam V*. 

- Quy trinh nei be, quy trinh dien 

Thir tn.  
cong viec Dun viinguoi thtrc hi0 NOi dung cong viec Thai gian thtyc hi0 

13trac 1 B6 phan TN&TKQ cua UBND cap huyen 

- Kim tra, htrOng an, tiep nhan h6 so, girl phieu hen tra 
cho ca nhan/to chirc; 
- S6 h6a h6 so, chuyen h6 so tren phan mem mot cfra va h6 
so' giay (frit trtr&ng hop ho so 120p tryv tu.)417) cho Phong 
N6i vu xir ly ho so'. 

04 giO lam viec 

Btrac 2 Lanh dao PhOng N6i vu huyen Nhan ho so' (dien tit) va phan cong giai quyet • 02 giO lam viec 

BuOc 3  Chuyen vier Phong Nei vu huyen 

Xem xet, tham dinh, xir 1Y h6 so, xay dung du than TO trinh  
va Quyet dinh thanh lap don vi sir nghiep cong lap/Du than 
Cong van khong cho pile') thanh lap don vi str nghiep cong 
lap 

.„ 	. 102 gm. lam viec 

BtrOc 4 Lanh dao PhOng N6i vu 

- Tharn dinh, xem xet dtr thao TO trinh va Quyet dinh thanh 
lap don vi sir nghiep cong lap/ Dtr thao Cong van khOng cho 
phep thanh lap don vi sir nghiep cong lap 
- Trinh ky Chit tich UBND huyen 
- Chuyen Van thu ban hanh 

04 giO lam viec 

Buck 6 Van thu Lam thu tuc phat hanh van ban, chuyen ket qua (then tzi• va 
gicry) cho Trung tam Hanh chinh cong cap huyen 

., lam v . 04 Da viec 

13trov 7 B6 phan TN&TKQ dm UBND cap huyen 
Xac nhan tren phan mem mot cira; 
Tra ket qua giai quyet TTHC cho ca nhan/ to chirc. 

04 giO lam viec 

Tong thoi gian giai quyet TTHC 120 gio' lam viec 



4. Thu tuc giai the, to chtic lai don vi sir nghqp cong 14p 
- Thed han giai quyet: 15 ngdy lam viec, trong (16: Phong N6i vu tham dinh trong th6i han 10 ngay lam viec, UBND huyen ban hanh 

quy6t dinh trong th6i Ilan 05 ngay lam viec. 
- Quy trinh nqi be', quy trinh dien tfr: 

con. viec 
Don viingtroi thyc MO Thin ty Thai Ist8i dung cong viec gian thiyc 

hi ''n 

Btrac 1 BO phan TN&TKQ dm UBND cap huyen 

- Kiem tra, htrerng dAn, tiep nhan he, so, gut phieu hp tra 
cho ca nhan/to chirc; , 
- So Ma hO so, chuyen hat so tren phan mem mot dm va 
ho so giay (trir tru&ng Op ho so' n5p tru'c tuyen) cho 
Phong Nei Iry xir ly ho so. 

04 giar lam viec 

&roc 2 Lanh dao Phong NOi vu huyen Nhan hO so (dien tir) va_phan cong giai quy& 02 gier lam viec 

Buoy 3 Chuyen vien Phong NOi vu huyen 

Xem xet, tham dinh, xir ly ho so, xay dung du thao To• 
trinh va Quyet dinh giai the, to eh& lai don vi su nghiep 
cong lap/Di thao Cong van khong cho phdp giai the, to 
chirc lai don vi sty nghiep cong lap 

102 giar lam viec 

• 

Btrarc 4 Lanh dao Phong NOi vu 

- Tham dinh, xem xet du thao TO.  trinh va Quyet dinh giai 
the, to chirc lai don vi sly nghiep cong lap/ Du thao Cong 
van khong cho phep giai the, to chirc lai don vi sir nghiep 
cong lap 
- Trinh 14T Chil tich UBND huyen 
- Chuyen Van thu ban hanh 

04 giar lam viec 

Buoy 6 Van thu 
Lam thin tuc phat hanh van ban, chuyen ket qua (dien to va 
gitly) cho Trung tam Hanh chinh cong cap huyen 04 gia• lam viec 

Buoy 7 
• 

BO phan TN&TKQ dm UBND cap huyen 
aX c nhan tren phan m&-n mOt dm; 

Tra k& qua giai guy& TTHC cho ca nhan/ to chirc. 04 gier lam viec 



   

   

TCing thiri gian giai ply& TTHC 

 

120 giolam vi"0 

   

   



5. Thu tuc "Cling nh4n ban van dOng thanh 14p hOi có pham vi hoat dOng trong huyen, thi xi va thanh phi;" 
- Thoi han giai quyet: 15 ngay lam viec, ke tir ngdy nhan du ho so theo quy dinh 
- Quy trinh nOi 1)0, quy trinh dien 

Mir' tu 
con. viec _ Don viinguoi thtrc hien NOi dung ding viec • Thiri gian thtrc hien 

Buac 1 
BO phan TN&TKQ d m Trung tam hanh 
chinh ding huyen. 

- Kiem tra, huang dan, tiep nhan ho so, girl phieu hen tra 
cho ca. nhan/to chirc; 

 , 
- So hoa ho so, chuyen WO so tren phan mem mot dm va ho 
so giay (trie trua.ng hop ha Sc' nap trtec tuyern) cho Lanh dao 
PhOng NOi vu huyen. 

04 giO.  lam viec 

Buac 2 Lanh dao PhOng Nie vu huyen Nhan hO so (dien tir) va phan cong giai quyet ,  02 gio. lam viec 

Buck 3 Chuyen vien Phong NOi vu huyen 

Xem xet, tham tra, xir li ho so, xay Ong du thao Quyet 
dinh cong nhan ban van &Ong thanh lap hOi co pham vi 
hog Ong trong huyen, thi xa va thanh phO/Cong van 
khong (tong )", cong nhan ban van dOng thanh lap hOi co 
pham vi hog dOng trong huyen, thi xa va thanh pho 

98 giolam viec 

Buck 4 Lanh dao Phong NOi vv huyen 

Tham dinh, xem xet du than Quyet dinh Ong nhan ban 
van dOng thanh lap hOi co phalli vi hog Ong trong huyen, 
thi xa va thanh pho/Cong van khong (long y ding nhan ban 
van dOng thanh lap hOi CO pham vi hoat dOng trong huyen, 
till xa va thanh pho 

08 gio. lam viec 

Buck 5 Lath dao UBND hu en ye 

1“,  Quyet dinh cong nhan ban van &Ong thanh lap ,hOi CO 
pham vi hoat &Ong trong huyen, thi xa va thanh pho/Cong 
van khong d'O ng 	cong nhan ban van &Ong thanh lap hOi 
có pham vi hoat dOng trong huyen, thi xa va thanh pho 

04 gib.  lam viec 

Bulk 6 BO phan van thu cila UBND hu en uye Vao so van ban, dOng dau, 14 so, chuyen ket qua cho BO 
phan TN&TKQ dm Trung tam hanh chinh cong huyen. 02 gio• lam viec 

Buac 7 
BO phan TN&TKQ dm Trung tam hanh 
chinh cong hu en. 

Xac nhan teen phan mem mot dm;  
Tra k'et qua giai quyet TTHC cho ca nhan/to chirc. 02 gier lam viec 

T6ng ChM gian giai quyet TTHC 120 giir lam AO 



6. Thu tuc "Gong n114'n ban van d(ing thanh 14p hi)i c6 pham vi boat di)ng trong xa, phtrimg, thi trAn" 
- hangiai guyet: 15 ng4 lam viec, ke tirmgdy nhan dil_ho so theo quy dinh 
- Quy trinh nOi bq, quy trinh dien 

Thu tir 
cong viec 

Dom viingtroi thkre hi0 Ni)i dung cong viec Thai gian thtyc hi0 

Buck 1 
BO phan TN&TKQ cua Trung tam hanh 
chinh cong huyen. 

- Kiem tra, huemg an, tiep nhan hO so, gUi phieu hen tra 
cho ca nhanito chirc; 
- SO boa ho so, chuyen ho so tree phan mem mOt cda va hO so 
giay (trir trzrang hap ho sa n't)p trzrc tuye'n) cho Lanh dao 
Phong NOi vu huyen. 

04 gier lam viec 

Budc 2 Lanh dao Phong chuyen mon cap huyen Nhan hO so (dien td) \fa phan cong giai guy& 02 gief lam viec 

Buck 3 chuyen vien PhOng chuyen mon cap 
huyen 

Xem xet, tham tra, xu ly hO so, xay dung du did() Quye't dinh 
cong nhan ban van Ong thanh lap hOi co pham vi hoat Ong 
trong xa, phuong, thi tran/Cong van khong (long y cong 
nhan ban van dOng thanh lap hOi co pham vi hoot Ong trong 
x5, phuong, thi tran 

98 gier lam viec 

Boon4 Lanh dao PhOng chuyen mon cap huyen 

Ky Quyet dinh cong nhan ban van Ong thanh lap hOi có 
pham vi ,  hoat dOng trong xa, phuong, thj tran/Cong van 
khong dOng y cong nhan ban van dOng ,thanh lap hOi co 
pham vi hoat dOng trong xa, phuong, thj trap , 

16 giar lam viec 

Buerc 5 
Chuyen vien van thu cua Phong chuyen 
mon cap huyen 

Vao so van ban, dong dau, kY so, chuyen ket qua cho BO 
phan TN&TKQ dm Trung tam hanh chinh cong huyen. 02 gia• lam viec 

BtrOc 6 
BO phan TN&TKQ cua Trung tam hanh 
chinh cong huyen. 

Xac nhan tren phan mem mOt dm; 
Ira ket qua giai quyet TTHC cho ca nhanitO chirc. 02 gior lam viec 

Tiing thoi gian giiii quye't TTHC 120 gib' lam viec 



7. Thfi tuc "Thanh 14p hei co pham vi hoat Ong trong xa, phtrirng, thi trail" 
- Thai han giai quyet: 30 ngdy lam viec, ke tir ngdy nhan du ho sa theo quy dinh. 
- Quy trinh not bO, quy trinh dien 

Thir tty 
con. viec 

Don  vi/nguiri thuc hien Nei dung cong viec Th?ri gian thuc hien 

Buac 1 

_ 

BO phan TN&TKQ d 	Trung tam hanh 
chinh cong huyen. 

- Kiem tra, huong dan, tiep nhan ho sa, gui phieu hen tra 
cho ca. nhan/to chirc;

m ,f, 	, 	;, - So hoa ho sa, chuyen ho sa tren phan mem mot dm va ho.  so 
giay (trio hiding hop hj so. Op trvc tuyjn) cho Lanh dao 
Phong NOi Iris huyen. 

04 gi8 lam viec 

2 ___Buerc Lanh dao PhOng NOi vu huyen Nhan h8 sa (dien tfr) va phan cong giai quyet 02 gio• lam viec 

Buoy 3 Chuyen vial -PhOng NOi vu huyen 

Xem xet, tham tra, xi.113",  ho so, xay dung du thao Quyet dinh 
thanh lap hOi di pham vi hog clOng trong xa, phu8ng, thi 
tran/Cong van khong (long 	thanh lap hOi có pham vi hoat 
dOng trong xa, phuong, thi tran 

206 gia lam viec 

Buac 4 Lanh dao Meng NOi vu huyen 

__ phuang, 

Tham dinh, xem xet du thao Quyet dinh thanh lap hOi co 
 

pham vi hoat dOng trong xa, phuang, thi tran/Cong van 
khong &Ong y thanh lap hOi có pham vi hoat (Icing trong xa, 

thi trail 

16 gia lam viec 
. 

Buck 5 Lanh dao UBND huyen 
1(3",  Quyet dinh thanh lap hOi có pham vi hoat &Ong trong xa, 
phueng, thi tran/Cong van khong &mg y thanh lap hOi co 
pham vi hoat dOng trong xa, phu6ng, thi trap , 

08 gio• lam viec 

Buac 6 BO phan van thu dm UBND huyen 02 
Vao so van ban, clang dau, kS7 so, chuyen ket qua cho BO 
phan TN&TKQ dm Trung tam hanh chinh ding huyen. gia lam viec 

Buck 7 
BO phan TN&TKQ dm Trung tam hanh 
chinh cong huyen. 

Xac nhan teen phan mem mot dm; 
Tra ket qua giai quyet TTHC cho ca nhan/t8 chiTc. 02 gia lam viec 

Ttng thoi gian giai quytt TTHC 240 gib' lam viec 



8. Thu tue "Phe duyet dieu le hei có pham vi hog Ong trong xa, phuimg, thi tran" 
- Thai han giai guyet: 30 ngay lam vec, k'e to ngdy nhan dU h6 so theo guy dinh. 
- Quy trinh nOi bo, quy trinh dien 

Ttit'r tir 
cong viec Dun vi/nproi thkrc hien Nii dung cong vice Thai gian thkrc hien 

13trac 1 By phan TN&TKQ cua Trung tam hanh 
chink cong huyen. 

- Kiem tra, huerng din, tiep.nhan ho so, girl phieu hen tra 
cho ca nhan/to chirc; 

• • 
- So hoa ho so, chuyen ho so tren phAn mem mot dm va ho so 
giay (tilt tra&ng hap ho sce 11 "cji) trvc tuye'n) cho Lanh ciao 
Phong NOi vu huyen. 

04 gia lam viec 

13trae 2 Lanh dao Phong NOi vu huyen Nhan ho so (dien M) va phan cong giai quyet 02 gia lam viec 

Buck 3 Chuyen vien Phong NOi vu huyen 

Xem xet, tham tra, xir lY ho so, xay dung du thao Quyet dinh 
phe duyet dieu le hOi có pham vi hog dOng trong xd, 
phuang, thi it-an/Gang van khong dong y phe duyet dieu le 
hOi co pham vi float dOng trong xa, phtrang, thi tran , 

gia 206 	lam viec 

Buac 4 Lanh dao Phong NOi vu huyen 

Tham dinh, xem xet du thao Quyet dinh phe duyet,  diu 	le 
hOi co pham vi hoat dOng trong xa, .phtrang, thi tran/Cong 
van khOng (long y pile duyet dieu le hOi CO pham vi hoat 
Ong trong xa, phuang, thi tran 

16 gia lam viec 

Btrac 5 Lanh ciao UBND huyen 
Ky Quyet dinh phe duyet dieu le hOi co pham vi hoat dOng 
trong xa, phuang, thi tran/Cong van khong dong Y phe duyet 
dieu le,h0i co pham vi hoat dong trong xa, phuang, thi tran • 

08 gia lam viec 

Btrac 6 BO phan van thu cita UBND huyen Vao so van ban, dong dau, kY sO, chuyen ket qua cho BO 
phan TN&TKQ dm Trung tarn hanh chink cong huyen. 02 gia lam viec 

Buck 7 
BO phan TN&TKQ cila Trung tarn hanh 
chinh cong huyen. 

Xac nhan tren phan mem mot cira, 
Tra ket qua giai guyet TTHC cho ca nhan/to' chirc. 02 gia lam viec 

tOng theYi gian giai guy& TTHC 240 gib' lam viec 



9. TIM tuc "Chia, tach; sap nh4p; hap nhat d i vai hei có pham vi ho#t gong trong xa, phu*ng, thi tran" 
- Th6i han giai quyet: 30 ngay lam viec, ke to ngay.nhan du ho so theo quy dinh. 
- Quy trinh n6i b6, quy trinh dien 

Thfr tu 
con: viec 

Don viinguiri thuc hien Nei dung cong viec Thai gian thtrc hien 

Buac 1 
B6 phan TN&TKQ cilia Trung tam hanh 
chinh cong huyen. 

- Kiem tra, huOng dan, tiep nhan ho so, girl phieu hen tra 
cho ca nhan/to chirc;  , 	,,, 
- So hoa ho so, chuyen h6 so tren phan mem mot cira NIA 116 so 
giay (trio twang hop ho so.  Op true tuye'n) cho Lanh dao 
Phong N6i NT huyen. 

04 gi6 lam viec 

Buac 2 Lanh dao Phan: Noi vu huyen Nhan ho so (dien tir) va phan cong giai quy& 02 gib lam viec 

Buac 3 Chuyen vien PhOng N6i vu huyen 

Xem xet, tham tra, xir lY hO so, xay dung du thao Quyet dinh 
chia, tach; sap nhap; hop nhat doi ved h6i co pham vi hoat 

van kh6ng dong ST d6ng trong xa, phtr6ng, thi 
nhat chia, tach; sap nhap, hop nhat dOi vai hei có pham vi hoat 

d6ng trong xa, phireng, thi tran 

206 gia lam viec 

Mr& 4 Lanh dao Phong N6i vu huyen 

Tham dinh, xem xet du thao Quyet dinh chia, tach; sap 
nhap; hop nhk d6i vai h6i CO pham vi hoat d6ng trong xa, 
phu6ng, thi tran/Cong van khong dong SI chia, tach; sap 
nhap; hop nhat doi voi h6i có pham vi hoat Ong trong xa, 
phuong, thi trail 

16 gi6 lam viec 

5 Lanh dao UBND huyen 

KS,  Quyet dinh chia, tach; sap nhap; hop nhat doi v6i h6i có 
pham vi hoat d'Ong trong xa, phOng, till tra

,
n/Cong van 

khong Ong Si chia, tach; sap nhap; hop nhat doi vai h6i co 
pham vi hoat d6ng trong xa, phuOng, thi tran 

• 

08 gi6 lam  viec 

Bur6c 6 B6 phan van thu dm UBND huyen 02 
Vao so van ban, (long dau, ksi so, chuyen ket qua cho B6 
phan TN&TKQ dm Trung tam hanh chinh cong huyen. gi6 lam viec 

BIT& 7 
B6 phan TN&TKQ dm Trung tam hanh 
chinh cong huyen. 

Xac nhan tren phan mem mot dm; 
Tra ket qua giai quy& TTHC cho ca. nhan/tO chirc. 02 gib. lam viec 

TOng thoi gian giai quyet TTHC 240 giir lam viec 



10. Thii tuc "Doi ten hOi cc') pham vi host Ong trong xk sphirinig, thi trail" 
- Thai han_giai quyet. 30 ngay lam viec, ke tirngay nhan hO so the°_ quy dinh. 
- Quy trinh not bq, quy trinh dien 

Thu.  tir 
cling viec 

Don viingirlyi thkrc hien NOi dung ding viec Thai gian thkrc hien 

lltrac 1 BO phan TN&TKQ cua Trung tarn hanh 
chinh cOng huyen. 

- Kiem tra, huang an, tie'p nhan ho so, giri phiL hen tra 
cho ca nhanito chirc; 
- So boa ho so, chuyen Ito so tren phan mem mot et:1'a va ho so 
giay (frit tryang Op ho sa Op tart tuyen) cho Lanh 4o 
Phong NOi vu huyen. 

04 gia lam viec 

13trac 2 Lanh dao Phong NOi vu huyen Nhan ho so (dien til.) va phan cOng giai quyet 02 gia lam viec 

Buck3 Chuyen vien Pheng NOi vu huyen 

Xem xet, tham tra, xi'il)'/ ho so, xay dung dtr thao Quyet dinh 
dOi ten hOi co pham vi hoat clOng trong xa, phuang, till 
tran/Cong van Ichong dOng Y doi ten hOi CO pham vi hoat 
dOng trong xa, phuang, thi trait , 

206 gia lam viec 

Bade 4. Ph Lanh dao 	eng NOi vu huyen 

Tharn dinh, xem xet du did() Quyet dinh dOi ten hOi có ph4m 
vi hoat Ong trong xa, phuang, thi tran/COng van khOng 
dongY doi ten hOi có pham vi hoat Ong trong xa, phuang, 
thi tran 

16 gia lam viec 

13trac 5 	' Lanh dao UBND huyen 
Ky Quyet dinh doi ten hOi CO pham vi boat &Ong trong xa, 
phuang, thi tran/Cling van khong dOng y dOi ten hOi có 
pham vi hog dOng trong xa, phuang, thi tran , 

08 gib lain viec 

Buck 6 BO phan van thu cita UBND huyen Vac) so van ban, clOng dau, ky so, chuyen ket qua cho BO 
phan TN&TKQ dm Trung tam hanh chinh cong huyen. 02 gia lam viec 

Btrac 7 . BO' phan TN&TKQ dia Trung tarn hanh 
chinh cong huyen. 

Xac nhan tren phan mem mot d;m 
Tra ket qua giai quyet TTHC cho ca nhan/tO chirc. 02 gia lam viec 

Tong thoi gian giai quyet TTHC 240 gib• lain viec 



11. Thu tuc "Tu giai the doi 	Wei co pham vi ho#t gong trong xä, phirimg, thi tran" 
- Thoi han giai quyet: 15 ngay lam viec, ke tir ngay nhan du ho so theo quy dinh 
- Quy trinh not 130, quy trinh dien tin 

TIM' tu. 
con. viec 

Don vi/nguiri thtrc hien Nei dung ding viec Thai gian thtrc hien 

Bu6c 1 
BO phan TN&TKQ d Trung tam hanh 
chinh cong huyen. 

- Kiem tra, huang dan, tiep nhan ho so, gui phieu hen tra 
cho ca nhan/to chirc;

m ,; 	, 	,, - So hoa ho so, chuye'n 116 so tren phan mem m)t dm va 116 so 
gia'y (tru'• trtarng hop ha so' rzap tryv tuyert) cho Lanh dao 
Phong NOi Iry huyen. 

04 gi6 lam viec 

Buoy 2 Lanh dao PhOng NOi vu huyen Nhan ho so (dien tir) va phan cong giai quye't 02 gi6 laM viec 

Bulk 3 Chuyen vien Phong NOi vu huyen 

' 

Xem xet, tham tra, xir 17hO so, xay dung du thao Quyet dinh 
cho phdp to giai the doi ved hOi ce, pham vi hoat long trong 
xa, phtramg, thi tran/Cong van khong dong y cho phep to 
giai the dOi vai hOi c6 pham vi hog &Ong trong xa, phtremg,  
thi tran 

86 gi6 lam viec 

4 Lanh dao PhOng NOi vu huyen 

Tham dinh, xem xet du litho Quyet dinh cho phep to giai the 
doi vai hOi c6 pham vi hoat dOng trong )(a, phtremg, thi 

 tra'n/Cong van khOng dOng y cho phdp to giai the dot vai hOi 
co c6 pham,vi hog Ong trong xa, phuemg;  thi trap 

• 

16 gio lam viec viec  

13trac 5 Lanh dao UBND huyen 

I<_ , Quyet dinh cho phep to giai the deli voi hOi c6 pham vi 
hog &Ong trong xa, phuong, thi trAn/Cong van khong deg Sr 
cho phep to giai the doi v6i hOi co pham vi hoat Ong trong 
xa, phtramg, thi tran 	 . 

08 gib.  lam viec 

Bu6c 6 BO phan van till].  dm UBND huyen 
Vao so van ban, &rig dau, 14 so, chuyen ke't qua cho BO 
sh4n TN&TKQ dm Trung tam hanh chinh cong huyen. 02 gi6 lam viec 

BIT& 7 
BO phan TN&TKQ dm Trung tam hanh 
chinh cong huyen. 

Xac nhan tren phan m'e'm mot dm; 
uyezt TTHC cho ca nhan/tO chirc. 02 gi6 lam viec 

TOng thai gian giii guy& TTHC 120 giir lam viec 



12. Thfi tuc "Bao cao to chirc c ai hoi nhiem kj,, 414i hOi bat thtrong dOi 	có pham vi host &Ong trong xa, phuimg, thi tran" 
- ThOi han giai quyet: 1 ngay lam viec, ke tir ngay nhan du h6 so theo quy Binh 
- Quy trinh nOi bO, quy trinh dien 

Thti qr .  
cong v* 

Do'n viingtraei thtyc hi0 NOi dung cong viec TWA gian thtrc hiO 

Btrac 1 BO phan TN&TKQ cua Trung tam hanh 
chinh cong huyen. 

- Kiem tra, hu6ng ddn, tiep nhan ho so, giri phieu hen tra 
cho

, 
 ca nha

•nito 
 chirc;  

- SO hoa ho so, chuyen ho so tren phan mem mot dm va ho so 
giay (trfr trir&ng Imp ho so Op trvc tuyin) 	cho Lanh dao 
Phong Nei V1,1 huyen. 

04 gi6 lam viec 

Buck 2 • Lanh dao PhOng NOi vu huyen Nhan h6 so (dien tir) va phan cong giai quyet 02 giO lam viec 

13u6c 3 Chuyen via PhOng NOi vu huyen 86 

Xem xet, tharn tra, xir ly hO so, xay dung du thao Cong van 
dong y/ khong (long y cho phep hOi. co pham vi hoat dOng 
trong xa, phuOng, thi tran to chirc dai hOi nhiem kY, dai hOi 
bdt thuOng 

gier lam viec 

Bu6c 4 Lanh dao Meng NOi vu huyen 
Tham chilli, xem xet du thao Cong van dOng y/ khong d6ng 
y choyhep hOi c6 pham vi hoat dOng trong xa, phuong, thi 
tran to chirc dai hOi nhiem kY, dai hOi bat thuOng 

16 giai lam viec 

Buck 5 Lanh dao UBND huyen 
Ky Cong van (long y/ khOng (long Y cho phep hei c6 pham 
vi hoat Ong trong xa, phuOng, thi tran to chirc dal hOi nhiem 
kY, dai hOi bat thuarng 

08 gi6 lam viec 

Bulk 6 BO phan van thu cua UBND huyen Vao so van ban, clang, dau, ky so, chuyen ket qua cho BO 
phan TN&TKQ dm Trung tarn hanh chinh cong huyen. 02 gi6 lam viec 

Buac 7 
BO ph4‘n TN&TKQ cUa Trung tam hanh 
chinh cong huyen. 

Xac nhan tren phan mem mOt dra; 
Tra ket qua giai quye..'t TTHC cho ca nhan/to chirc. 

02 gi6 lam viec 

Tong thoi gian giai quyet TTHC 120 gib.  lam viec 



13. Thu tne "Cip giay phep thanh 14p va cong nh4n dieu le quy cc!, pham vi hoat Ong trong huyen, thi xa, thanh pho va xa, 
phuirng, thi trail" 

- ThOi han giai quyet: 30 ngay lam viec, ka tir ngdy nhan du ho so theo quy dinh. 
- Quy trinh nei b'6, quy trinh dien 

Cher ter con 
viec 

Don viingtriri thirc hi0 NOi dung ding viec Thoi gian thArc hien 

Btra c 1 SO BO phan TN&TKQ dm Trung tam hank 
chinh cong huyen. 

- Kiem tra, huang dan, tiep nhan ha so, giri phieu hen tra cho 
ca nhan/to chirc; 
- 
	hoa ha so, chuyan ha' so teen phan mem mot dm va ha so 

giay (frit trwerng Op ho so' Op tryr tuyen) cho Lath dao 
Phong NOi vu huyen. 

04 gio lam viec 

Buac 2 Lanh dap PhOng Nai vu huyen Nhan ho so (dien tir) va phan cong giai quyet 02 gib.  lam viec 

BuOt 3 Chuyen vien Phong NOi vu huyen 

Xem xet, tham tra, xir V/ ho so', xay dung du thao Quyet dinh 
cap giay phep thanh lap va cong nhan dial le quy co pham vi 
hoat

, 
	&Ong trong huyen, thi xa,

, 
thanh pith va xa, phu6ng, thi 

tran/Cong van khong dong 3% cap giay phep thanh lap va cong 
nhan dieu le quy CO pham vi hog Ong trong huyen, thi xa, 
thanh_phO va xa, phtrang, thi tran 

206 gib.  lam  viec 

Btrac 4 Lanh dao Phong NOi NT huyen
huyen, 

Tham dinh, xem xet du thao Quyet dinh cap giay pile') thanh 
lap va cong nhan dieu le quy c6 pham vi hog dOng trong 

thi xa, thanh pho va xa, phtrang, thi tran/Cong van 
khong &mg y cap giay phdp thanh lap va cong nhan dieu le 
quy CO pham vi hog Ong trong huyen, thi xa, thanh phtS va 
xa, phtrimg, thi tran , 

16 gio. lam viec 

Btrac 5 Lanh dao UBND huyen 

1(3.7 Quyet dinh cap giay phep thanh lap va cong nhan dieu le 
quy c6 pham vi hog Ong trong huyen, thi xa, thanh,  pho va 
xa, phuOng, thi tran/Cong van khong &Ong 	cap giay phdp 
thanh lap va cong nhan dieu le quy co pham vi ,hog dOng 
trong huyen, thi xa, thanh pho va xa, phuong, thi tran 

08 gib.  lam viec 

_ 
Btrac 6 BO phan van thu dm UBND huyen 

Vao so van ban, (long dau, k3',  so, chuyen ket qua cho BO phan 
TN&TKQ dia. Trung tam hanh chinh cong huyen. 

• 
02 giO.lam viec 



13uae 7 BO phan TN&TKQ cua Trung tarn hanh *, 	-, chinh cong--huyen 
Xac nhan tren phan mem mOt dm; 
Till (ex qua. giai...quyetTIEC cho ca nhan/tO chirc. 02 gio• lam viec 

Tong thoi gian OM quyet TTHC 240 gin• lAnt viec 

14. Thii try "Ging nhip  quj,  du diet] kiUn hot dung va cong nh4n thanh vien hOi dOng quart ly quy có ph4rn vi host &king trong 
huyen, thi xa, thank pho va xa, phtromg, thi trait 

- han giai guyet: 30 ngay lam viec, ke tir ngdy nhan du ho sa theo quy dinh. 
- Quy trinh not bO, quy trinh dien : 

Tht'r tty 
cong viec Dolt viingu•ei thtyc hien NOi dung cong viec 

Thai gian thtyc 
hien 

Buck 1 130 phan TN&TKQ cua Trung tarn hanh 
chink cong huyen. 

- Kiem tra, htrong an, tiep nhan ho so', girl phieu hen Ira cho 
ca nhan/to chirc; 
- SO hoa ho so., chuyen hO so' tren phan mem mot cua va ho so' 
giay (trit tritong he 	ho sa Op tryc tuyen) cho Lanh dao 
Phong NOi vu huyen. 

04 gie• lam viec 

Btrac 2 Lanh dao Phong NOi vu huyen Nhan ho so' (dien tir) va phan cong giai guyet 02 gig:).  lam viec 

I3Lro.c 3 

• 

Chuyen vien Phong NOi vu huyen 

Xem xet, tham tra, xir 1y hO so•, xay Ong dirr thao Quyet dinh 
cong nhan guy du dieu kien hoat dOng va cong nhan thanh 
vien hOi Tang quan 1y guy co pham vi hoat Ong trong huyen, 
thi xa, thanh pho va xa, phtrOng, thi tran/Cong van khong 
&mg Y cong nhan guy du dial kien 1104 Ong va cong nhan 
thanh vien hOi (long quan lY guy co pham vi,  boat Ong trong 
huyen, tilt xa, thanh pho va xa, pluramg, thi tran 

206 Oar lam viec 

Buck 4 Lanh dao PhOng NOi vu huyen 

Tham dinh, xem xet du thao Quyet dinh cong nhan guy' du 
dieu kien hoat dOng va cong nhan thanh vien hOi dong quart 1)",  
quy co pham vi boat Ong trong huyen,,  thi xa, thanh pho va 
xa, phtrang, thi tran/Cong van khong dong v cong nhan guy 
du dieu kien hoat Ong va cong Wan thanh vien h'Oi (Jong 
quan lf quy,  có pham vi hoat dOng trong huyen, thi xa, thanh 
pho va xa, phtrang, thi tran 

16 gia lam viec 



Mx& 5 Lanh dao UBND huyen 

KS,  Quyet dinh cong nhan guy du dieu kien hog &Ong va cong 
nhan thanh vien hOi dong quan V guy có pham vi hoat dOng 
trong huyen, thi xa, thanh phO va xa, phueng, thi tran/Cong 
van khong d6ng 3'T cong nhan quy &I di'eu kien hog dOng va 
cong nhan thanh vien hOi d'Ong quail V,  quy co pham vi hog 
d'Ong trong huyen, thi xa, thanh pho va xa, phuong, thi trAn 

08 gio lam viec 

Buov 6 BO phan van thu dm UBND huyen 
Vao so van ban, (long dau, 14 so, chuyen ket qua cho BO phan 
TN&TKQ dm. Trung tam hanh chinh ding huyen. 02 gio lam viec 

Btrac 7 
BO phan TN&TKQ dm Trung tam hanh 
chinh cong huyen. 

Xac nhan tren phan mem melt dm; 
Tra ket qua giai quyet TTHC cho ca. nhan/tO chirc. 02 gio.  lam viec 

toting thai gian gill guy& TTHC 240 giir lAm viec 

15. Thii tuc "Cling nh4n thay doi, 1)6 sung thanh vien hOi ding quail 1ST quy có pham vi hoat dOng trong huy0, thi xi,' thanh phti 
va xa, phirong, thi trAn" 

- Thoi han giai quyet: 30 ngay lam viec, ke tir ngay nhan du ho so theo quy dinh. 
- Quy trinh nOi 1)0, quy trinh dien 

Thir to 
con. viec 

Dan vi/nguiYi thuc MO NOi dung cong viec Thoi gian thtic 
hien 

Buck 1 
Be phan TN&TKQ dm Trung tam hanh 
chinh cong huyen. 

- Kiem tra, huang dAn, tiep nhan hO so, gui phieu hen tra cho 
ca nhan/to chirc; 

,; 	,a ho  7, - So ho 	so, chuyen ho so tren phAn m'em mot dm va ho so 
giay (frit tnedeng hop ho so.  Op trtec tuyen) cho Lanh dao 
Phong NOi vu huyen. 

04 gio• lam viec 

Buck 2 Lanh dao PhOng NOi vu huyen Nhan ho so (dien tn.) va phan ding giai guy& 02 giiY lam viec 

Buck 3 Chuyen vien PhOng NOi vu huyen 

Xem xet, tham tra, xir V ho so, xay dung du thao Quyet dinh 
cong nhan thay d6i, b'O sung thanh vien hOi dt)ng quan VT quy 
c6 pham vi hoat dOng trong huyen, thi xa, thanh pho va xa, 

>. phirong, thi tran/Cong van khong dong 	ding nhan thay MI, 
bO sung thanh vien hOi d6'ng quan V quy co pham vi hoat 

_ d'Ong trong huyen, thi xa, thanh pith va xa, phuong, thi tran 

206 gi6 lam viec 



' 

Buck 4 

• 

Unit dao PhOng NOi vu huyen 

Tham dinh, xem xet du thao Quyet dinh cong nhan thay d6i, 
1)6 sung th.antt_vien hOi_ dong quan 1Y 	co pham vi hog._ _guy/ 

16 gia lam viec 
Ong trong huyen, thi ,x5, thanh pho va x5, phtthr,ig, thi 
tran/Cong van khong (long y cong nhan thay doi, b6 sung 
thanh vien 1161 dOng quan ly quy c6 pham vi,  hoat Ong trong 
huyen, thi x5, thanh pho va xa-, pherng, thi tran 

5 
• 

Lanh dao UBND huyen 

Ky Quy6t dinh cong nhan thay doi, bo sung thanh vien hOi 
dong quan ly quy co pham vi hoat dOng trong huyen, thi xa, 
thanh pho va x5, phtrang, thi tran/Cong van khong dong Y 
cong nhan thay doi, b6 sung thanh vien hOi dong quan ly quy 
co pham vi hoat Ong trong huyen, thi xa, thanh pho va xa, 
phuOn, thi tran 

., 
	vie 08 gtor lam vice, e, 

Btrac 6 BO phan van thu cua UBND huyen Vao so van ban, dong dau, kY s6, chuye'n ke't qua cho B6 phan 
TN&TKQ cua Trung tam hanh chinh cong huyen. 

.„ 	., 02 gta lam viec 

Buck 7 136 phan TN&TKQ dm Trung tam hanh 
chinh cong huyen. 

Xac nhan tren phan mem mot cilia;  
Tra ket qua giai quyet TIFIC cho ca nhan/tO chirc. 02 gia lam viec 

Tong thoi gian giai quyet TTHC 240 gib.  lam viec 

16. Thu tty "Thay doi giay phep thanh lap va cong nhan dieu le (stilt dill, ho sung) quy có pham vi hoat d(ing trong huy0, thi 
x5, thanh pho va xa, phtrong, thi tran" 

- Theri han giai quyet: 30 ngay lam viec, ke tir ngay nhan 61116 so theo quy dinh. 
- Quy trinh nOi bO, quy trinh dien 

Thu.  tir 
Elov viingtroi thkrc hien cong viec hien 

NOi dung cong viec Thin gian thtyc 

Buck 1 
BO phan TN&TKQ cua Trung tarn hanh 
chinh cong huyen. 

- Kiez m tra, htrang &Tin, tip nhan h6 so, giri phi6u hen tra cho 
ca nhan/to chin; 
- SO hoa ho so, eltuyen ho so tren phan mem mot dm va Ito so 
giay (Mr trirang Op ho so' nOp tryv tuyen) cho Lanh dao 
Phong N6i vu huven. 

04 glee lam viec 

Bock 2 Lanh dao PhOng NOi vu huyen Nhan ho so Olen tit.) va phan cong giai quyet 02 gia lam viec 



_ 

Buck 3 Chuyen vien PhOng NOi vu huyen 

Xem xet, tham tra, xir lY 116 so, xay dung du thao Quyet dinh 
thay dOi giay phdp thanh lap va cong nhan diki l'' (sira dOi., 13O 
sung) quy CO pham vi hog &Ong trong huyen, thi xd, thanh 
pho va xd, phuimg, thi tran/Cong van khong dong y thay dOi 
giay phdp thanh lap va cong nhan dieu le (sira doi, bo sung) 
quy có pham vi hoat Ong trong huyen, thi xd, thanh pith va 
xalhuemg, thi tran 

206 gib lam viec 

Buoc 4 Lanh dao Phong NOi vu huyen 

Tham dinh, xem xet du thao Quyet dinh thay doi giay phep 
thanh lap va cong nhan dieu le (sfra dOi, be) sung),  guy CO 
pham vi hog , dOng trong huyen, thi xd, thanh , phO va xd, 
phuong, thi tran/Cong van khong dong y that' doi giay phdp 
thanh lap va cong nhan dieu l'' (sira doi, bo sung) guy co 
pham vi hog,  dOng trong huyen, thi xd, thanh phO va xa, 
phuong, thi tran 

16 gio.  lam viec 

Bulk 5 Lanh dao UBND huyen • 

KY Quyet dinh thay doi giay phep thanh lap va cong nhan 
dieu re (sira doi, loo sung) quy có pham vi hog dOng trong 
huyen, thi xd, thanh pho va xa, phuerng, thi tran/Cong van 
khong &mg Y thay doi giay phep thanh lap va cong nhan dieu 
le (sera d6i, bO sung) guy co Own vi hog dOng trong huyen, 
thi xd, thanh phi) va xd, phuong, thi tear) 

08 giO. lam viec 

Buek 6 BO phan van thu cila UBND huyen 
Vao so van ban, &mg dau, k 'y so, chuyen ket qua cho BO phan 
TN&TKQ dm Trung tam hank chink cong huyen. 02 gio.  lam viec 

Buck 7 
BO phan TN&TKQ dm Trung tam hanh 
chinh ding huyen. 

Xac nhan tren phan mem mot dm; 
Tra ket qua giai quye't TTHC cho ca nhan/to chirc. 02 gio. lam viec 

Tiing thiri gian gill quyet TTHC 240 giir lam viec 



17, Thii tue "Ciip lai giay pike') thanh 15p va cong nh5n dieu le quy co pham vi hoat dOng trong huy0, thi x5, thanh phtl va x5, 
_phtrang, thiitran" 

- Thei 	quyet: 15 ngay lam viec, ke tir ngay nhan du ho SC/ theo quy dinh 
- Quy trinh nOi bO, quy trinh dien 

cong viec 
Dun viingtroi thkrc hi0 

Thfr tkr Thai 
Nii dung cong viec 

gian thy 
hi0 

Buck 1 
BO phan TN&TKQ cua Trung tarn hank 
chinh cong huyen. 

- Kiem tra, huong an, tie'p nhan hO so, gfri phi'L hen tra cho 
ca nhan/to chile;

‘ 	• - So hoa ho so, chuyen hO so tren phan mem mot dm va ho so 
giay (frit truang hap ho sa nap truv tuyen) cho Lanh dao 
Phong NOi vu huyen. 

04 gib lam viec 

Bulk 2 Lanh ciao Phong NOi vu huyen Nhan ho so (dien tu) va phan cong giai guyet 02 gib lam viec 

BuOc 3 Chuyen vien Phong NOi vu huyen 

Xem xet, tham tra, xir lY hO so, xay dung du thao Quye't dinh 
cap lai giay pile') thanh lap va cong nhan dieu le guy co pham 
vi hog dOng trong huyen, thi xa, thanh pho va x5, phubng, thi 
tran/Cong van khong dOng y cap lai giay 	he 	thanh lap va 
cong nhan dieu re quy có pham vi,hoat &Ong trong huyen, thi 
xa, thanh pho va xa, phuong, thi tran 

86 gib lam viec 

Buck 4" Lanh dao PhOng NOi vu huyen 16 

Tham dinh, xem xet du dia.°. Quyet dinh cap lai giay phep 
thanh lap va cong nhan dieu , le guy co pham vi hog dOng 
trong huyen, thi xa, thanh ph 	Va. xa , phuang, thi tran/Cong 
van khong (long Y cap lai giay phep thanh lap va cong nhan 
dieu le guy co pham vi hog dOng trong huyen, thi xa, thanh 
pho va xa, phuong, thi tran 

gib lam viec 

Bubc 5 

• 

:Lanh ciao UBND huyen 

Ky Quyet dinh cap lai giay phep thanh lap va cong nhan diL 
le quy c6 pham vi, hoat dOng trong huyen, thi xa, thanh,pho va 
xa, phubng, thi tran/Cong van khong thing y cap lai giay phep 
thanh l'O va cong nhan dieu le quy CO pham vi ,hog dOng 
trong huyen, thi xa, thanh pho va xa, phuong, thi tran 

08 gib lam viec 

I3trac 6 B6 phan van thu dm UBND huyen 

1 

Vao so van ban, dOng dau, kY so, chuyen ket qua cho BO phan 
TN&TKQ dm Trung tam hanh chinh cong huyen. 

.C( lam  02 gib 



Buoy 7 
BO phan TN&TKQ dm Trung tam hanh Bo 	• cong huy'n. chinh 

Xac nhan teen phan mem mot cira; 
., 	A 	, c. Tra ket qua pat quyet TTHC cho ca. nhanito chuc. 02 gier lam viec 

Timg thiri gian OM quyet TTHC 120 giir lam viec 

18. Thii tuc "Cho pile') quy có pham vi hoat dOng trong huy0, thi xa, thanh pile) va xi, phirirng, thi trap hoat dOng treY lai sau 
khi bi tam dinh chi hoat dOng" 

- ThM han giai quyet: 15 ngay lam viec, ke tir ngay nhan du ho so theo quy dinh 
- Quy trinh not b0, quy trinh dien 

Thir of 
cong viec 

Don viingtroi thwc WO Nii dung cong viec TWA gian thwc 
hi0 

Buov 1 

• 

BO phdn TN&TKQ d Trung tam hanh 
chinh cong huyen. 

ca nhanito chirc;
m 

- Ki'em tra, htrang din, tiep nh'dn 110 so, giri phieu hen tra cho 

A 	, 	". - So hoa ho so, chuyen 110 so tren phan mem mot cira va h0 so 
gidy (frio trtethig hap ho sa nOp trtcc tuyen) cho Ldnh 46 
Phong Ni vu huyen. 

04 gier lam viec 

Mr& 2 Ldnh dao Phong NOi vu huyen Nhan ho so (dien tir) va phan cong giai guy& 02 gie( lam viec 

Bulk 3 Chuyen vien Phong NOi vu huyen 

Xem xet, tham tra, xir V,  ho so, xay dkmg du thao Quyet dinh 
cho phep guy co phalli vi hoat Ong trong huyen, thi xa, thanh 
pho va xa, phueng, thi tran hog dOng‘  ter lai sau khi bi tam 
dinh chi hoat dOng/Cong van khong dOng )", cho phdp quy c6 
pham vi hoat,  dOng trong huyen, thi xa, thanh pho va xa, 
phuong, thi tran hoat dOng tra lai sau khi bi tam dinh chi hoat 
dOng 

86 gia lam viec 

Buoy 4 Lanh dao Phong NOi vu huyen 

Tham dinh, xem xet du thao Quyet dinh cho phdp quy co 
pham vi hog,  dOng trong huyen, thi xa, thanh pho va xa, 
phuang, thi tran hoat dOng tra lai sau khi bi tam dinh chi hoat 
O ng/Cong van khong d0 ng )"7 cho phdp quy có pham vi hoat 
&Ong trong huyen, thi xa, thanh ph6 va Id, phuong, thi trail 
hoat don 	tro• 14i sau khi bi tam dinh chi hoat &ling 

16 gio• lam viec 

Mx& 5 Lanh dao UBND huyen 1(57 Quyet dinh cho phdp quy có pham vi hoat Ong trong 08 gio• lam viec 



7/ 

huyen, thi xa, thanh ph6 va xa, phtremg, thi trail hoat Ong tra 
11-.1i caii_khr. hi_t4m_Zinft _chi_hoat4OngiCang-van khong--d6ng y 
cho phep quy co pham vi hoat Ong trong huyen, thi xd, thanh 
pH va xa, phueng, thi tran hoat. Ong tror lai sau khi bi tarn 
dinh chi hoat dOng 

Buck 6 BO phan van dux cua UBND huyen 
Vao so van ban, dOng dau, 14 so, chuyen ket qua cho BO phan 
TN&TKQ cua Trung tarn hanh chinh cong huyen. 

.„ 02 gay lam viec 

Buoc 7  
BO Oran TN&TKQ cua Trung tarn hanh 
chinh cong huyen. 

Xac nhan tren phan mem mot cua; 
Tra ket qua giai quyet TTHC cho ca nhan/tO chirc. 

02 gio lam viec 

Tong  thiri gian giai quyit TTHC 120 gib• lam viec 

19. Thii tuc "Hop,nhat, sap nh-ap, chia, tach quy co pham vi hoat 4ng trong huyen, thi x5, thanh pith va xa, phtrong, 	tran"
- Thai 	giai quyet: 30 ngay lam viec, ke to ngay nhan (litho so theo quy dinh. 
- Quy trinh not bO, quy trinh dien : 

T h ti qt. 
cong viec 

Dun viingtroi thtyc hilen NO:i dung cong viec 
Thai gian attic 

hi0 

Buck BO phan TN&TKQ cua Trung tarn hanh 
el-1111h cong huyen. 

- Kiem tra, InrOng dan, tiep nhan ho so, gui phieu hen tra cho 
ca nhan/to chirc; 

o boa hO so, chuyen hO so tren phan mem mot cua va hO so 
giay (trir trirang hap ho sa nOp trvc tuyerz) cho Lanh ciao 
Pilot-1g NOi vu huyen. 

04 gier lam viec 

13trac 2 Lanh dao PhOng NOi vu huyen Nhan h6 so (dien tir) va phan cong giai guy& 02 gier lam viec 

Buerc 3 Chuyen vien Pheng N6i vu huyen 

Xem xet, tham tra, xt'l lY hO so, xay Ong du.  thao Quy& dinh 
hop nhat, sap nhap, chia, tach quy có pham vi hog Ong trong 
huyen, thi xa, thanh pho va xa, phuerng, thi tran/Cong van 
khong clang y hop nhat, sap nhap, chia, tach guy/ co pham vi 
hoat clOng trong huyen, thi xa, thanh phO va xa, phtrong, thi 
tran 

206 gier lam Ado 

I3trOc 4 Lanh dao Phong N6i vu huyen 
Tham dinh, xem xet du thao Quyet dinh hop nhat, sap nhap, 
chia, tach quy có pham vi hoat dOng trong huyen, thi xa, 

16 gio• lam viec 



thanh pile va xa, plarong, thi tran/Cong van khong dong y hop  
nhat, sap nhap, chia, tach quy co pham vi hog &Ong trong 
huyen, thi xa, thanh pho va xa, phtromig, thi trail 

Butic 5 Lanh dao UBND huyen 

Ky Quyet dinh hop nhat, sap nhap, chia, tach quy co pham vi 
hog deng trong huyen, thi xa, thanh phO va xa, phueng, thi 
tran/Cong van khong &Ong y hop nhat, sap nhap, chia, tach 
quy c6 pham vi hog deng trong huyen, thi xa, thanh pho va 
xa, phutmg, thi trAn , 

08 giar lam viec 

Btrac 6 Be phan van thu dm UBND huyen 
Vao so van ban, dOng dau, 14 se, chuy& k6t qua cho Be phan 
TN&TKQ dm Trung tam hanh chinh cong huyen. 02 giiy lam viec 

Btrac 7 
Be phdn TN&TKQ dm Trung tam hanh 
chinh cong huyen. 

Xac nhan tren phan mem met dm; 
Tra ket qua giai quyet TTHC cho ca. nhan/t6 chirc. 02 giO lam viec 

Tling thoi gian giai quyet TTHC 240 giir lam viec 

20. Thu tuc "D6i ten quy co phgn vi hog Ong trong huyen, thi xa, thanh phO va xä, phuirng, thi trAn" 
- Thai hp giai quyet: 15 ngay lam viec, ke tir ngay nhan du ho so theo quy dinh 
- Quy trinh nei be, quy trinh dien 

Thu ter 
cong viec 

Dan viinguiri thtrc hien Nei dung cong viec Thai gian thirc 
hien 

Bulk 1 
BO phan TN&TKQ dm Trung tam hanh hanh 
chinh cong huyen. 

- Kiem tra, hirong an, tiep nhan ho sor, giri phieu hen tra cho 
ca nhan/t6 chirc; 

,f, 
- So He h6 sa, chuy6n he sa tren phan mem met dm va he so.  
giay (trir trtterng Op ho sa Op trtir tuyen) cho Lanh dao 
PhOng Nei vu huyen. 

04 giO.  lam viec 

Buoy 2 Lanh dao Phong Nei vu huyen Nhan he so.  (dien tir) va phan ding giai guy& 02 gia lam viec 

Butfc 3 Chuyen vien PhOng Nei vu huyen 

Xem xet, than' tra, xir ly he so., xay Ong du thao Quyet dinh 
dei ten quy c6 phgn vi hog Ong trong huyen, thi xa, thanh 
pile va xa, phtrong, thi tran/Cong van khong dong y cho pliers 
dei,  ten quy co pham vi hog deng trong huyen, thi xa, thanh 
pile va xa, phuemg, thi tran 

86 gib. lam viec 



Buac 4 Lanh dao Phong Nei vii huyen 

Tham dinh, xem xet du thao Quy6t dinh dOi ten guy di pham 
vi-hoat Ong trong-huyen,-thi xa, thanh pho va xa, phueng, thi 
tran/Cong van khong dung y cho phep doi ten guy có pham vi 
hoat deng trong huyen, thi xa, thanh pho WI xa, phuong, thi 
tran 

16 gia lam viec 

5 Lanh dao UBND huyen 

Ky Quyet dinh doi ten guy có pham vi hog dOng trong huyen, 
thi xa, thanh pho va xa, phuang, thi tran/Cong van khong 
Ong y cho phep dOi ten quy co pham vi hoat dOng trong don  

huyen, thi xa, thanh pito va xa, phtrang, thi tran 

„ 
	vice 08 gio lam vice 

Buck 6 Bo phan van thu cua UBND huyen 
Vao se) van ban, Ong dau, kY se), chuyen ket qua cho BO phan 
TN&TKQ cua Trung tam hanh chinh cong huyen. 

„ 
02 gio lain viec 

Buck7 
Be phan TN&TKQ cua Trung tam hanh 
chinh cong huyen. 

Xac nhan tren phan mem mot cua; 
Tra ket qua giai quyet TTHC cho ca nhan/t6 chirc. 

02 giey lam viec 

Tong thoi gian giai quyet TTHC 120 giir lam viec 

•I 

21. ThU tuc "Tty giai the dOi vol quy co pham vi hog &ling trong huyen, thi xa, thanh pho va xa, phtrivng, thi tran" 
- Thai han giai quyet: 15 ngay lam viec, ke tir ngay nhan dfilt6 so theo quy dinh 
- Quy trinh nOi bO, quy trinh dien 

Thin tir 
cong viec 

Dun viingtroi attic hien NOi dung cong viec 
Thai gian thu.c 

hien 

Back 1 

. 

BO phan TN&TKQ d m Trung tam hanh 
chinh cong huyen. 

- Kiem tra, huang thin, tie'p nhan 1-1()5 so, giri phieu hen tra cho 
• ca nhan/to chirc,  

- So hoa ho so, chuyen 116' so tren phan mem met cira va ho so 
giay (trit trzremg hop ho so no 	tart to en 	cho Lanh dao 
Phong Ni vu huyen.  

04 giOr lam viec 

Buck 2 Lanh dao Phong NOi vu huyen Nhan ha so (dien tcr) va phan cong giai quye't 02 gia lam viec 

3 Chuyen vier Phong NOi vg huyen 

Xem xet, tham tra, xir ly hO so, xay dkrng du thao Quye't dinh 
to giai the doi vai guy co pham vi hoat dOng trong huyen, thi 
xa, thanh pho va xrd, phtramg, thi tran/COng van khOng &rig jf p 
cho phep to giai the ail voi quy di pham vi hoat d'Ong trong 

. 
	viec 86 gia lam viec 



huyen, thi xa, thanh pho va xa, phuOng, thi trap , 	, 

Buov 4 Lanh dao PhOng Nei vu huyen 

Tham dinh, xem xet du thao Quyet Binh to giai the doi,ved 
quy có pham vi hoat deng trong huyen, thi xa, thanh pho va 
xa, phuOng, thi tran/Cong van khong (tong y cho phdp ti./ giai 
the deli \TM quy co pham vi hog Ong trong huyen, thi xa, 
thanh pH) va xa, phusmg, ail tfan 

16 gia lam viec 

Buorc 5 Lanh dao UBND huyen 

Ky Quyet dinh tir giai the doi,vai quy co pham vi hog deng 
trong huyen, thi xa, thanh pho va xa, phuOng, thi tran/Cong 
van khong &Ong y cho phep to giai the doi vai guy có pham vi 
hog &Ong trong huyen, thi xa, thanh pith' va xa, phuOng, thi 
tran 

. 

08 giO lam viec 
, 

Buac 6 BO phan van thu dm UBND huyen 02 
Vao so van ban, dong da'u, ky so, chuyen ket qua cho BO phan 
TN&TKQ cila Trung tam hanh chinh cong huyen. gio.  lam viec  

BuOc 7 
BO phan TN&TKQ dm Trung tam hanh 
chinh con:. huyen. 

Xac nhan teen phan mem met cfra; 
Tra ket qua giai quyet TTHC cho ca nhan/to chirc. 02 gib.  lam viec 

TOng thoi gian giii quye't TTHC 120 gib' lam viec 

22. Thfi tuc tang Gia'y khen cfia Chit tich UBND huy0 ve thanh tich thtyc hien nhik'm vu chinh tri 
- ThOi han giai quyet: 10 ngay lam viec, ke to ngdy nhan du ho so theo quy 

- Quy trinh nei be, quy trinh dien dr: 

cong viec 
Don vi/nguiri thtyc hik'n Thu. tty Thai NOi dung cong viec gian thtyc 

hi0 

Buov 1 Trung tam Hanh chinh cong cap 
huyen 

- Kiem tra, huang an, Wei) nhan 116 so, gfri phial hen tra cho ca 
nhanitO chirc; 

. 	. 
- So hoa ho so, chuyen ho so tren phan mem met dm va ho so giay 
(trir,trtrenig hap 10 so' O 	 ir Op trot tuyen) cho Phong/ban chuyen mon x 
ly ho so. 

4 gio• lam viec 

Buck 2 Lanh dao Phong Nei v1,1 Nhian he so (then Ur) va phan cong giai quy& 8 gia lam viec 

Btrac 3 CCVC Phong Nei vu Xem xet, thAm tra, xir IS/116 so, du thao ket qua giai quy6t. 40 gier lam viec 



13tro.c 4 Lanh dao PhOng NOi vu Tham dinh, xem xet, xac nhan du thao ket qua giai quyet de trinh Lanh 
dao UBND cap huyen Icy pile duyet ket qua. 

8 gia lam viec 

Btrac 5 Lanh ciao, chuyen vien Van 
phong HDND va UBND cap 
huyen 

Xem xet, xt:r 1.y, trinh Lanh dao UBND cap huyen phe duyet 8 gia lam viec 

Buov 6 Lanh dao UBND cap huyen Ky phe duyet ket qua TTHC. 8 gio.  lam viec 

131.r6c 7 BO phan van thu Van pi-long 
HDND va UBND cap huyen 

Van so van ban, (long clan, kY so, chuyen ket qua (di -en tir vagiay) cho 
Trung tam Hanh chinh cong cap huyen hoac chuyen tra lai cho Phong, 
ban chuyen mon trinh 116 so' (de vao so 1)0, cap nhat thong tin...) 

4 gia lam viec 

MI-6c 8 

• 

Trung tarn Hanh chinh cong cap 
huyen 

Xac nhan tren phan mem mot cUa; 

Tra ket qua giai quyet TTHC cho ca nhan/ to chirc va thu phi, le phi 
(neu co). 

T6ng thei gian giai quyet TTHC 80 giir lam viec 

23. Thu tuc tang Danh hieu Lao gong tien tien, Chien si tien tien, Tap the lao gong tien tien va don vi tien tien 

- Thai hp giai quyet: 10 ngay lam viec, ke tir ngay nhan du ho so' theo quy dinh. 

- Quy trinh nOi bO, quy trinh dien 

Thir tir 
cong viec 

-Dun viingtrbi thkrc hien Nil dung cong viec Thai gian thtrc 
hien 

Buck 1 Trung tarn Hanh chinh cong cap 
huyen 

- Kiem tra, huemg din, tiep nhan 116 so', girt phieu hen tra cho ca 
nhan/t '6 chirc; 

- SO hOa hO so., chuyen hO so teen phAn mem mot cira va hO so' gidy 
hop 120 sa Op tare tuyen) cho PhOng/ban chuyen mon xir (tra • 

ho ly hO so.. 

4 gi6 lam viec 

Buck 2 Lanh dao Phong NOi vu Nhan ho so.  (then tir) va phan cong giai quyet 8 gio.  lam viec 

Bulk 3 CCVC Phong 1\10i vu Xem xet, tham tra, xir lj.,  ho so., du than ket qua giai quyet. 40 gia lam viec 



Buac 4 Lanh dao Pheng NOi vv Tham dinh, xem xet, xac nhian du thao ket qua giai quyet a trinh Lanh 
dao UBND cap huyen 14 phe duyet ket qua. 

8 gi6 lam viec 

Book 5 Lanh dao, chuyen vien Van 
phOng HDND va UBND cap 
huyen 

Xem xet, xir 13'/, trinh Lanh dao UBND cap huyen phe duyet  8 gi6 lam viec 

BuOc 6 Lanh dao UBND cap huyen K)",  phe duyet ket qua TTHC. 8 gi6 lam viec 

Btrac 7 BO phan van thu Van pheng 
HDND va UBND cap huyen 

Vao so van ban, dOng au, 14 so, chuyen ket qua (dien dr va glib>) cho 
Trung tam Hanh chinh cong cap huyen hoac chuyen tra lai cho Ph6ng, 
ban chuyen mon trinh ho so (de vao so bO, cap nhdt thong tin...) 

4 gi6 lam viec 

Bo& 8 Trung tam Hanh chinh cong cap 
huyen 

Xac nh4n tren phan mem mot dm; 
Tra ket qua giai quyet TTHC cho ca nhan/ to chirc va thu phi, le phi 
(net' co). 

TOng thei gian giai quyet TTHC 80 gio• lam vi0 

24. Thu tuc tang Danh hieu Chien si thi dua co so.  
- Thai han giai quyet: 10 ngdy lam viec, ke tir ngay nhAn du 11.6 so theo quy dinh. 

- Quy trinh nOi bO, quy trinh dien tic 

cong viec 
Don viingtroi thwc hi0 Thin tw Thatgian NOi dung cong viec thyc 

MO 

Bur& 1 Trung tam Hanh chinh cong cap 
huy0 

- Kiem tra, huerng an, tiep nh4n ho so, giri phieu hen tra cho ca 
tthariltii chirc; 
- S6 1145a. 116 so, chuyen 1);• so tren phAn mem mot cira va hO so giAy 
(frit ,truirng hop ho sa ndp trtec tuyen) cho PhOng/ban chuyen mon xir 
1S,  ho so. 

4 gi6lam viec 

' 

Buac 2 Lanh dao Phong NOi vu Nhan 116 so (di4i tir) va phan cong giai guy& 8 gi6 lam viec 

BuOc 3 CCVC Mug NiO vu Xem xet, thArn tra, xir l)",  h6 so, du thao ket qua giai quyet. 40 gia lam viec 



r Btrac 4 Lanh ciao Phong Nei vu ThAm dinh, xem xet, xac nhan du thao ket qua giai guy& de trinh Lanh 
UBND 	huyen ky 	duyet ket ciao 	cap 	phe 	qua. 

8 giO lam viec 
-- 	----- 	----- 

13u6c 5 Lanh dao, chuyen vien Van 
phong HDND va UBND cap 
huyen 

Xem xet, xt:r17, trinh Lanh dao UBND cap huyen phe duyet 8 gior lam viec 

Buoy 6 Lanh dao UBND cap huyen KY phe duyet ket qua TTHC. 8 gior lam viec 

13trOc 7 Be phan van thu Van pheng 
HDND va UBND cap huyen 

Vao so van ban, dong dau, ky so, chuyen ket qua (din tir va giay) cho 
Trung tam Hanh chinh cong cap huyen hoac chuyen tra lai cho Phong, 
ban chuyen mon trinh hO so (dC vao so 130, cap nhat thong tin...) . 

4 gi6 lam viec 

13trarc 8 Trung tarn Hanh chinh cong cap 
huyen 

Mc nhan tren phan mem met dra; 

Tra ket qua giai quyet TTHC cho ca nhan/ to chirc va thu phi, le phi 
(neu co). 

tOng Obi gian giai quyet TTHC 80 gio• lam viec 

25. Thfi tyc tang GiAy khen ctia Chu tich UBND cap huyen ve thanh tick thi dua theo dot, chuyen cue 

- Thai hart. giai quyet: 10 ngay lam viec, ke tir ngay nhAn 	hO so theo quy dinh. 

- Quy trinh net be, quy trinh dien 

Tit ir ter 
cong viec 

Dun viingtroi thtyc hien Neil dung cong viec Thal gian thkrc 
hien 

13trOc 1 
' 

Trung tarn Hanh chinh cong cap 
huyen 

- Kiem tra, huern2, an, tiep nhan hO so, girt phieu hen tra cho ca 
nhan/t6 chirc; 

- SO hoa hO so, chuyen hO so tren phan mem met dra va hO so giAy 
hap ha so' Op trifc tuyen) cho Phong/ban chuyen mon xd (tric 

ho ly ho so. 

4 gia lam viec 

Buck 2 , Lanh dao Phong Nei Nit] Nhan ho so (dien ttr) va phan cong giai quyet 8 gier lam viec 

Btrac 3 CCVC PhOn2, NOt vu Xem xet, tham tra, xt:r ly ho so, du thao ket qua giai quyet. 40 gia lam viec 



Btrerc 4 Lanh dao Phong Nii vu Thant dinh, xem xet, xac nhan thy thao ket qua giai quy& a trinh Lanh 
dao UBND cap huyen lc ,  phe duy'et k6t qua. 

8 giO lam viec 

Buck 5 Lanh dao, chuyen vien Van 
phong HDND va UBND cap 
huyen 

Xem xet, ?dr IY, trinh Lanh ciao UBND cap huyen phe duy'et 8 gier lam viec 

Bulk 6 Lanh dao UBND cap huyen 1“r phe duyet k6t qua TTHC. 8 gie• lam viec 

13u& 7 BO phan van thu Van phong 
HDND va UBND cap huyen 

Vao so van ban, dOng dam, 1c5f so, chuye'n ket qua (dien tir va gia:y) cho 
Trung tam Hanh chinh ding cap huyen hoac chuyen tra lai cho Phong, 
ban chuyen mon trinh ho so (de vao so bO, cap nhat thong tin...) 

4 gie.  lam viec 

• 

Buck 8 Trung tam Hanh chinh ding cap 
huyen 

Xac nhan tren phan m'em mot dm; 
Tra ket qua giai quyet TTHC cho ca nhan/ to chirc va thu phi, le phi 
(n6u co). 

to'ng th?ri gian giai quyet TTHC 80 giir lam viO 

26. Thfi tuc tang Gia'y khen cfia Chii tich UBND cap huye'n ve thanh tich d(it xuit 

- Thai han giai quye't: 10 ngay lam viec, ke tir ngay nhan diih6 so theo quy dinh. 

- Quy trinh not b'O, quy trinh dien tir: 

Thu. fir 
cong viec 

Dan vi/nguiri tittle hi0 NOi dung cong viec ThZri gian thirc 
hi0 

Btrov 1 Trung tam Hanh chinh cong cap 
huyen 

- Kim tra, htrang dan, tip nhan h'6 so, giri phi6u hen tra cho ca 
nhan/to chirc; 

- S6 Ma hi) so, chuy& ho so teen phan rn.'m mot cira va ha so gidy 
(tric,trwang hop ho so Op try.c tuyen) cho Phong/ban chuyen mon ?dr 
13",  WO so. 

4 gio• lam viec 

Btrac 2 Lanh dao Phong NOi vu Nhan 116 so (dien tit.) va phan cong giai guy& 8 gib.  lam viec 

Btrac 3 CCVC Phong NOi vu Xem xet, tharn tra, xir 17h'o so, dg thao ket qua giai quy6t. 40 giey lam viec 



BoOc 4 Lanh ciao Phong NOi vu Tham Binh, xem xet, xac nhan dcr thao ket qua giai quyet de trinh Lanh 
dao UBND cap huyen ky phe duyet ket qua-. _ 

8 gib lam viec 

Btrac 5 Lanh dao, chuyen vien Van 
phong 1-1DND Va UBND cap 
huyen 

Xem xet, xir 11c,, trinh Lanh dao UBND cap huyen phe duyet 8 gib lam viec 

13trOc 6 Lanh dao UBND cap huyen KY phe duyet ket qua TTHC. 8 gib lam viec 

BuOc 7 130 phan van thu Van phong 
HDND va UBND cap huyen 

Vac) so van ban, &mg dau, ky sO, chuyen ket qua (diOn nr va giciy) cho 
Trung tarn Hanh chinh cOng cap huyen hoac chuyen Ira lai cho Phong, 
ban chuyen mon trinh ho so (de vao so bO, cup nliljt thOng tin...) 

4 Oa lam viec 

Bode 8` Trung, tarn Hanh chinh cong cap 
huyen 

Xac nh4n tren phan mem mot ctra; 

Tra ket qua giai quyet TTHC cho ca nhan/ to chi:re va thu phi, le phi 
(n'eu c6). 

TOng thol gian giai guy& TTHC 80 gib.  lam viec 

27. Thii tuc tang GiAy khen cua Chti tich UBND cap huy;en ve khen thuling d6i ngo4i 

- Th6i ban giai quyet: 10 ii(2,ay lam viec, ke tir ngdy nhan du ho so theo quy dinh. 

- Quy trinh n6i bO, quy trinh dien 

cong viec 
Dom viingtrei thtyc hilen Tht.r tly TWA N'cli dung cong viec gian time 

hi0 

13trdc 1 Trung tam Hanh chinh cOng cap 
huyen 

- Kiem tra, htrang d:An, tiep nhan 116 so, gni phieu hen tra cho ca 
nhan/to chirc; 

- S6 116a 116 so, chuyen he so tren phan mem mot cua va ho so giAy 
(tric.truang hop ho su Op tare tuyen) cho PhOng/ban chuyen mon xir 
ly ho so.  

4 gib lam viec 

13trdc 2 .Lanh dao Phong NOi vu Nhan ho so (dien lir) va phan cong giai quyet 8 gib lam viec 

13uOc 3 CCVC Phong NOi vu Xem xet, th'am tra, xu lY hO so, du thao ket qua giai quyet. 40 gib lam viec 



Bulk 4 Lanh dao Ph6ng Ni vu Thdm dinh, xem xet, xac nhdn dv.  thao ket qua giai quyet de trinh Lanh 
dao UBND cap huyen kY phe duyet ket qua. 

8 gi6 lam viec 

Bu6c 5 Lanh dao, chuyen vien Van 
phOng HDND va UBND cap 
huyen 

Xem xet, xir 13'f, trinh Lanh ciao UBND cap huyen phe duyet 8 gi6 lam viec 

Boac 6 Lanh dao UBND cap huyen KY phe duyet ket qua TTHC. 8 giir lam viec 

Mx& 7 BO phdn van dux Van ph6ng 
HDND va UBND cap huyen 

Vao so van ban, thing ddu, lc)",  s'6, chuy6n ket qua (dien tic va gay) cho 
Trung tam Hanh chinh ding cap huyen hoac chuyen tra lai cho Phong, 
ban chuyen mon trinh ho so. (de vao so bO, cap nhat thong tin...) 

4 gi6 lam viec 

Boac 8 Trung tam Hanh chinh ding cap 
huyen 

Xac nhan tren phan mem met dm; 
Tra ket qua giai quy6t TTHC cho ca nhan/ to chirc va thu phi, le phi 
(neu co). 

TOng thiii gian giai quyet TTHC 80 gili lam viec 

28. Thu tuc thanh lap Hei dug trifling trung cap cong 1.4 true thuec UBND cap huyen: 
Thin han giai quyet: 15 ngay lam viec, trong do: PhOng Ni vu tham dinh trong thin han 10 ngay lam viec, UBND huyen ban hanh 

quyet dinh trong thoi han 05 ngay lam viec. 
- Quy trinh not be, quy trinh dien : 

Thu. tilt. 
cling viec 

Doll viinguiYi thtfc hien Nei dung cong viec Thai gian thuc 
hien 

Buoy 1 
Be phan TN&TKQ dm UBND 
cap huyen 

- Kiem tra, lurang clan, tiep nhan he so, giri phieu hen tra cho ca. 
nhan/to chirc; 
- S6 h6a he so', chuyen he so tren phdn mem met dm va he so gidy 
(trit trufing hop ha so. Op trtir tuyjn) cho PhOng Nei vv xir lr 116 so. 

04 gier lam viec 

Buck 2 Lanh dao PhOng Nei vu huyen  Nhan he so (dien dr) va phan cong giai guy& 02 gio• lam viec 



BuOc 3 ehuyen vien PhOng Noi vu 
huven . 

Xem xet, tharn Binh, sir ly h6 so, xay dung du thao TO trinh lid Quyet 
dinh thanh lap HO-i dOng truOng Trung cap tong lap true thu6c -UHND 
cap huyen /Du thao Cong van khOng cho phep thanh lap HOi dOng 
truerng trung cap cong lap true thuOc UBND cap huyen 

102 giO lam viec 

Btrac 4 Lanit dao PhOng NOi vu 

- Tham dinh, xem xet du thao TO trinh va Quy6t dinh thanh lap HOi 
dOng truerng trung cap cong lap true thuOc UBND cap huyen/Du thao 
Cong van khong cho phep thanh lap HOi 'Jong truOng trung cap cong 
lap true thuOc UBND cap huyen 

- Trinhk ,  Chil tich UBND huyen 

- Chuyen Van thu ban hanh 

04 gier lam viec 

Buerc 5 Van thu 
Lam thu tuc phat hanh van ban, chuyen ket qua (dien tie va giayr  ) cho 
Trung tam Hanh chinh cong cap huyen 

04 giO lam viec 

Btrac 6 
n TN&TKQ cna UBND BO phan 

• • cap huyen 

Mc nhan tren phan mem mot cira; 
Tra ket qua giai quyet TTHC cho ca nhan/ to chirc. 04 giO lam viec 

T6ng HIM gian giai quytt TTHC 120 gib.  lam viec 

29. Thii tqc mien uhiem Chii tich, cac thanh vien HOi diing trtreyng trung cap cong lap trtrc thkic UBND cap huyen: 
- Thoi han giai quyet: 15 ngay lam viec, trong do: Phong NOi vu thaw dinh trong thai hart 10 ngay lam viec, UBND huyen ban hanh 

quyet dinh trong thai han 05'ngay lam viec. 
- Quy trinh nOi bo, quy trinh dien 

Thu tty 
cong viec Do'n viingtrol thtrc hien N(ii dung cong viec 

Thai gian thip 
hien 

13u6c i 
BO phan TN&TKQ cua UBND 
cap huyen 

- Kie'm tra, hudng dan, ti6p nhan ho so, giri phieru hen tra cho ca 
nhan/to chirc; 
- SO hoa hO sa, chuyen Ito so tren phan mem mot cUa va 116 so giay 
(frir tru-6.ng hop ho so' 11 Op tr4rc tuyen) cho Ph6ng NOi vu xir ly hO so. 

04 gier lam viec 



Bulk 2 Lanh ddo Phong NOi vljhuyen Nhan ho so (dien tit) va phan cong giai quyet 02 gio• lam viec 

Buck 3 
Chuyen vien PhOng NOi vu 
huyen 

Xem xet, tham dinh, xir 1)',  ho so, xay dung du thao TO trinh va Quye't 
dinh miennhiem Chu tich, cac thanh vien HOi (long truiyng trung cap 
cong lap truc thuOc UBND cap huyen/Du thao Cong van khong cho 
phep mien nhiem Cini tich, cac thanh vien HOi &mg trung trung cap 
cong lap true thuOc UBND cap huyen 

102 gia lam viec 

Busk 4 Lanh ddo PhOng NOi IT 

- Tham dinh, xem xet du thao TO trinh va Quyet dinh mien nhiem Chii 
tich, cac thanh vien HO dong truOng trung cap cong lap true thuOc 
UBND cap huyen/Du thao Cong van khong cho pile') mien nhiem Chu 
tich, cac thanh vien HOi (tong truemg trung cap cong lap truc thu6c 
UBND cap huyen 
- Trinh 14 Chu tich UBND huyen 
- Chuyen Van thu ban hanh 

• 
04 giO lam viec 

. 

Buck 5 Van thu 
Lam thil tuc phat hanh van ban, chuyen ket qua (dien tie viz gieiy) cho 
Trung tam Hanh chinh cong cap huyen 04 giO lam viec 

Busk 6 
BO phan TN&TKQ dm UBND 

• cap huyen 
Xac nhan tren phan mem mot dm; 
Tra lc& qua giai quyet TTHC cho ca. nha.n/ to chirc. 04 gia lam viec 

Tang thiri gian giai quye't TTHC 120 giir lam viec 

30. Thu ttic cach chin Chti tich, cac thanh vien Hoi diing trtkeng trung cap cong lap trtyc thuec UBND cap huyen: 
- Thai han giai quyet: 15 ngay lam viec, trong do: Phong Noi vu tham dinh trong thai hdn 10 ngay lam viec, UBND huyen ban hanh 

quyet dinh trong thari hdn 05 ngay lam viec. 
- Quy trinh not b0, quy trinh dien 

Thu? tty 
cong viec 

Dan vi/ngtriri thtrc hien Nei dung cong viec TWA gian thtyc 
hien 

Buck 1 BO phan TN&TKQ dm UBND 
• huyen ca p  

- Kim tra, huang an, tip nhan 116 so, giri phie'u hen tra cho ca 
nhan/t6 chirc; 
- SO Ma. 116 so, chuyen 116 so teen phdn mem mot ctira va h6 so gi'dy 
(trir trter'ing hap h" sa nOp truc tuy4 cho Phong NiO vu xir ly 116 so. 

04 giiy lam viec 



13116c 2 Lanh dao Phong NOi vv huyen_Nhan ho so Mien tirD_ va phan c_ang giai quy:e_t_ 
-02--gierfarn viec 

13udc 3 
Chuyen vien Phong NOi vv 
huyen 

Xem xet, tharn dinh, xir ly ho so, xay dung dtr thao TO trinh \fa Quyet 
dinh each chirc Chu tich, cac,  thanh vien FlOi (long trung trung cap 
cong lap true thuOc UBND cap huyen/Dtr thao Cong van khong cho 
phep each chirc Chu tich, cac thanh vien HOi (long trung trung cap 
cong lap true thuOc UBND cap huyen 

102 giO lam viec 

Buorc 4 Lanh dao Phong NOi vu 04 

- Thant dinh, xem xet du thao TO trinh va Quyet dinh each chirc Chu 
tich, cac thanh vien HOi (long truang trung cap cong lap true thuOc 
UBND cap huyen/ Dv than COng van khong cho phep each chirc Chu 
tich, cac thanh vien HOi (long truOng trung cap cong lap trtrc thuOc 
UBND cap huyen 

- Trinh k Chu tich UBND huyen 

- Chuyen Van thu ban hanh 

giO.  lam viec 

BuOrc 5 Van thu 
Lam thu tic Oat hanh van ban, chuyen Let qua (lien tzr vb giay) cho 
Trung tarn Hanh chinh cong cap huyen 

04 gier lam viec 

Mr& 6 
B

P 
phan TN&TKQ cua UBND 

cap huyen 

Xac nhan tren phan mem mot dra; 
Tra ket qua giai quyet TTHC cho ca. nhan/ to chirc. 04 giO lam viec 

Tong thiyi gian giai quyet TTHC 120 gib' lam viec 



31. Thu tuc With 14p co so tro gitip 3E5 hi)i ding 14p thul)c UBND cap huAn 

- Tiled han giai quyet: 35 ngay lam viec, trong do: Phong NOi vii thdm dinh trong theri han 10 ngay lam viec, UBND huyen ban hanh 
trong tiled han 05 ngdy lam viec, Sa NOi vu tham dinh trong tiled han 15 ngay lam viec, UBND tinh ban hanh trong thoi hp 05 ngay lam 
viec. 

- Quy trinh not biz), quy trinh dien tir: 

Thir tir 
con: viec 

Dun vi/ngtriri Owe hi0 Ni(i dung cong viec Thai gian time MO 

Buac 1.1 BO phan TN&TKQ dm UBND cap huyen 

- Kiern tra, htrong dan, tiep nhan ho so, giri 
phi6u hen tra cho ca nhan/t6 chirc. 
- SO hoa he so (frit. trufmg hap truc tuyen), 
chuyen ho so.  cho Phong NOi vu huyen xfr 
1)"Tho so. 

04 gia lam viec 

Buck 1.2 Lanh dao PhOng NOi vu huyen 
Nhan ht) so (dien tir) va phan cong giai 
quyet 02 gier lam viec 

Buck 1.3 Chuyen vien Pilot-1g NOi vu huyen 

Xem xet, tham dinh, xir V,  ho so, xay Ong 
du thao Ti trinh thanh lap co so.  try giup xa 
hOi cong lap thuOc UBND cap huyen/Dy 
thao Cong van khong thanh lap co so.  try 
giup xa hOi cong lap thuOc UBND cap 
huyen 

100 gier lam viec 

Btrac 1.4 Lanh dao Phong NOi vu 

- Than' dinh, xem xet dy than Ta trinh 
thanh lap co soy try gifip xa hOi cong lap 
thuOc UBND cap huyen/Dy thao Cong van 
khong thanh lap co.  so. try giup xa hOi cong 
lap thuOc UBND cap huyen  
- Trinh 1(3'7 Lanh dao UBND cap huyen 

' 

04 gier lam viec 

_ 

Buck 1.5 Lanh dao UBND cap huyen 
- KST van ban giri co quan cap ten. 
- Chuyen Van thu ban hanh 04 gio.  lam viec 

Btrac 1.6 Van thu 
Lam thu tije phat hanh van ban, chuyen ket 
qua (dien tic va giay) ,cho Trung tam Phpc 

Hanh chinh cong cap Tinh 
02 giey lam viec 



• Btro,c 2.1 

- BC.) phan 1-1C-TH ctia Trung tam Phyc vu hanh chinh 
cong tinh.  

- Klein tra, tiep nhan ho so, gni phieu hen 
tra cho UBND cap huyen; 
- Chuyen h6 so (dies fir hock Chien tic va 
&it] gloy) cho SO.  N6i vu xir ly ho so. 

-04 gio lam viec 
- 136 phan TN&TKQ cua Sa N6i vu tai Trung tam Phyc 
vu hanh chinh cong tinh. 

Buoc 2.2 Lanh dao Phong To chirc, Cong chdc, Vien chirc 
Nhan 116 so (dien td) va phan cong giai 
quyet 

02 giolam viec 

• 

Btro.c 2.3 Chuyen vien Phong TO chuc, Cong chdc, Vien chuclap 

Xem xet, tharn dinh, xir ly h6 so, xay dung 
cac du did° TO trinh va Quyt dinh thanh 

co sa trg giup xa h6i cong lap thu6c 
UBND cap huyen/ Dv thao Cong van 
khong cho phep thanh lap co se,' trg giup )(a 
11.61 cong lap thu6c UBND cap huyen 

100 giO lam viec 

Btrac 2.4 Lanh ciao Phong TO chirc, Cong chirc, Vien chdc 

- Tham dinh, xem xet du thao Ti trinh va 
Quyet dinh thanh lap cos 	trg giup xa hOi 
cong lap thu6c UBND cap huyen/ Du thao 
Cong van khong cho phep thanh lap co se( 
trg giup xa hOi cong lap thu6c UBND cap 
huyen 
- Trinh lanh dao SO N6i vu 

04 giO lam viec 

BuOc 2.5 Lanh ciao SO N6i vu 

- Ky,  To trinh trinh UBND tinh phe duyet 
Quyet dinh thanh lap co,so• no' giup xa h6i 
cong lap thu6c UBND cap huyen/ Du thao 
Cong van khong cho pile') thanh lap co so 
trg giup xa h6i cong lap thu6c UBND cap 
huyen 
- Chuyen van thu ban hanh 

04 giO lam viec 

13trac 2.6 
• pi

B6 phan van thu dm SO Noi vu 

Vao so van ban, dOng dau, 14 sOz , Chuyen 
116 so den B6 phan TN&TKQ cila Van 

-161-1g UBND tinh tai Trung tarn Phyc vu 
hanh chinh cong tinh. , 

04 giO lam viec • 

Buac 3.1 Trung tam Phtic vu hanh chinh cong tinh 02 
Kim tra, tiep nhan h 	so,, 	giri, 	phieu hen tra 
cho SO N6i vu va chuyen h6 so cho chuyen 

giO lam viec 



vien Van phong UBND tinh thu VT. 

&lac 3.2 Chuyen vien Van ph6ng UBND tinh 
Xem xet, xir Vr ho so, trinh Lanh ciao Van 
phong UBND tinh 28 gi6 lam viec 

Bu6c 3.3 Lanh ciao Van phong UBND tinh Kiem tra, phe duyet141 vao WO so 04 gi6 lam viec 

Btrac 3.4 Lanh dao UBND tinh 

I(T Quyet dinh thanh lap co soy trg ginp xa 
heli cong lap thu8c UBND cap huyen/ Cong 
van kh8ng cho phdp thanh lap co so.  try 
ginp xa h8i cong lap thu8c UBND cap 
huyen 

04 gi6 lam viec 

Threw 3.5 B8 phan van thu Van phong UBND tinh 

Vao so van ban, dung dau, k5r s8, chuyen 
ket qua cho 138 phan TN&TKQ dm S6 N8i 
vu tai Trung tam Phvc vu hank chinh cong 
tinh. 

02 gi6 lam viec 

Birk 3.6 
Trung tam Phuc vu hanh chinh cong tinh Xac nhan teen phan mem mot dm;  

Gui ket qua giai quy& TTHC cho Trung 
tam Hanh chinh cong cap huyen 

02 gi6 lam viec 

Buov 4 138 phan TN&TKQ dm UBND cap huyen 
Xac nhan tren phan mem mot cfra; 
Tra ket qua giai quyet TTHC cho ca nhan/ 
to chirc . 

04 gi6 lam viec 

Tong thoi gian giii quyet TTHC 280 gib' lam viec 



•. 	 •, 
32. Thu tut'. (a chin lai, OM the co.  so' try glut) xa hai cong lap thuac UBND cap huyen 

Thai han giai--quyet: 40 ngay lam vi-trong dpi:-Phong N6i_vu than dinh.trong_ thai han 	ngay 	UBND huyen ban hanh 
trong thai Ilan 05 ngay lam viec, 	N6i vu tharn dinh trong thai han 20 ngay lam viec, UBND tinh ban hanh trong thai han 05 ngay lam 

- Quy trinh not b6, quy trinh dien 

Thil.  tty 
con 	viec 

Dan vi/nguiri thiyc hien Nai dung cong viec Thai gian thyc hien 

Buerc 1.1 BO phan TN&TKQ cua UBND cap huyen 

- Kiem tra, huOng dan, tiep nhan ho so, girl 
phieu hen tra cho ca nhan/tO elk. 
- SO hOa ho so (frit. trtrang 12Qp trur tuyen), 
chuyen 116 so cho PhOng N6i vu huyen >dr 
ly ho so.  

04 giar lam viec 

Btrac 1.2 Lanh dao PhOng NOi vu huyen Nuyet
han hO so (dien tir) va phan cong giai 

q 
02 giO lam viec 

• 
Btrov 1.3 Chuyen vien PhOng N6i vu huyen 

Xem xet, tham dinh, xir lY ho so, xay dung 
du.  thao TO trinh t._'') chirc lai, giai the co sa 
trg giup xa h6i cong lap thu6c UBND cap 
huyen/Dkr than Cong van khong to chirc lai,  
giai the co se( trg giup xa h6i cong lap thu'6c 
UBND cap huyen 

, 	,., 
100 gio lam viec 

Bock 1.4 Lanh dao PhOng NOi vu 

- Tham dinh, xem xet du thao TO trinh t6 
chirc lai, giai the co so' trg giitp xa h6i cong 
lap thu6c UBND cap huyen/Dtx,  thao Cong 
van khong to chirc lai, giai the co sO trg 
giup xa Iii cong lap thu6c UBND cap 
huyen 
- Trinh 14 Lanh dao UBND cap huyen 

04 giO lam viec 

Btrerc 1.5 Lanh dao UBND cap huyen 
- Ky van ban girl co quan cap tren. 
- Chuyen Van thu ban hanh 

04 giO lam viec 

Bo& 1.6 Van thu UBND cap huyen 
Lam Ulu tiic ph& hanh van ban, chuyen ket 
qua (diOi tii• va giay) cho Trung tam Phuc 

02 giO lam viec 



vv H,anh chinh cong cap,  Tinh 

Buac 2.1 Trung tam Phvc vv hanh chinh ding tinh 

- Kiem tra, tiep nhan ho sa, giri phieu hen 
tra cho UBND cap huyen; 
- Chuyen hO sa (dien ta• hosac dien de va 
ban giciy) cho So Ni vu xir lY 116 sa. 

04 gib.  lam viec 

Buac 2.2 Lanh dao Phong TO chirc - Cong chirc, Vien chirc 
n. Nha 	ho sa (then ttr) va phan Ong giai 

quyet 02 pa lam viec 

Buac 2.3 Chuyen vien Pilot-1g TO chirc - Cong chirc, Vien chirc 

Xem xet, than' dinh, xir ly Ito sa, xay dung 
du thao Ta trinh to chirc lai, giai the ca sex 
tra giitp xa WO cong lap thuOc UBND cap 
huyen/Du thao Cong van khong to, chirc lai, 
giai the ca sa tra giftp xa hOi cong lap thuOc 
UBND cap huyen 

140 gia lam viec 

Buac 2.4 Lanh dao Pheng T6 auk - Cong chirc, Vien chirc 

. 

- Tham dinh, xem xet du thao Ta trinh to 
chirc lai, giai the ca sa try giup xa hOi ding 
lap thuOc UBND cap huyen/Du thao Cong 
van khong to chirc lai, giai th6 ca sa try 
giftp xa WO cong lap thuOc UBND cap 
huyen 
- Trinh lanh dao So.  NO vu 

04 gia lam viec 

_ 

Buck 2.5 Lanh dao Ser Ni vv 

- KY Ta trinh trinh UBND tinh phe duyet 
Quyet dinh to claim lai, giai the ca sa trg 
giftp xa hOi cong lap thuOc UBND cap 
huyen/Du thao Cong van khong to chirc lai, 
giai the co sa tra giup xa hOi cong lap thuOc 
UBND,cap huyen 
- Chuyen van thu ban hanh 

• 

04 gia lam viec 

auk 2.6 Van thu dia. Sa NOi vv 

Vao s6 van ban, gong dau, kyr so, chuy'en 
ho so den BO phan TN&TKQ cila Van 
phong UBND tinh tat Trung tam Phvc vv 
hanh chinh cong tinh. 

04 gia lam viec 

Buac 3.1 Trung tam Phuc vv hanh chinh ding tinh Kiern tra, tiep nhan 116 sa, gin phieu hen tra 02 gia lam viec 



• cho So NOi vu \fa chuyen ho so cho chuyen 
vien Van phong UBND tinh thy ly. , 

Buck 3.2 phOng 
Chuyen vien Van phong UBND tinh 

Xem xet, xir ly ho so, trinh L5nh dao Van 
UBND tinh  _ 

28 gier lam viec 

13trOc 3.3 L5nh dao Van phong UBND tinh Kiem tra, phe duyet ky vao ho so 04 giO lam viec 

Buck 3.4 Lanh dao UBND tinh 

Ky Quyet dinh to chirc lai, giai the co so.  
tro giOp xa hOi cong lap,thuOc UBND cap 
huyen/Cong van khOng to chirc lai, giai the  
co sotro giUp xa hOi cong lap thuOc UBND 
cap huyen 

, 
04 DO lam viec 

Buck 3.5 BO phan van thu Van phOng UBND tinh 

Vao so van ban, dOng dau, ky so, chuyen 
ket qua cho BO phan TN&TKQ dm SO NOi  
vg tai Trung tarn Phuc vg hanh chinh cong 
tinh. 

02 grO lam viec 

Btrac 3.6 
Phuc vu

Xac 
Trung tarn 	Unit chinh cong tinh 

nhan tren phan mem mot dra; 
Gui ket qua giai quyet TTHC cho Trung 
tarn Hanh chinh cong cap huyen 

02 giO lam viec 

Bade 4 BO phan TN&TKQ dm UBND cap huyen 
Xac nhan tren phan mem mOt cfra; 
Tra ket qua giai quyet TTHC cho ca nhan/ 
to chirc . 

04 giO lam viec 

Tong thoi gian giai quyet TTHC 320 gay lam viec 



PHU LUC II 
H NQI BQ, QUY TRINH DIUN GIAI QUYET THU TUC HANH CHINH 
VU THUQC THAM QUYEN TIEP NHAN VA GIAI QUYET CUA UBND CAP XA 
(Ban hanh kern theo Quyt dinh so tiqngay al/6/2019 ci:ta UBND tinh) 

1. Thu tic tang GiAy khen ciia Chfi tich UBND cap x514 thtyc hien nhiOn vu chinh tri 

- ThOi htin giai quyet: 10 ngay lam viec, ka tix ngay nhan du ho so theo quy dinh. 

- Quy trinh not bo, quy trinh dien 

Thu.  tty 
cong viec 

Don vi/nguiri thtyc hiO Nii dung cong v* Thai gian thtrc 
WO 

1311.6c 1 Cong chirc ti bO phan TN&TKQ cila UBND cap xa 

- Ki'em tra, huOng dan, flap nhan 116 so, giri phieu 
hen tra cho ca nhan/tO chirc. 
- SO hOa ho so (trec trtro•ng hop trtfc tuyAn),chuyen 
ho so cho cong chirc lien quan hoac true flap xir 17 
ho so. 

4 giO lam viec 

BuOc 2 Cong chirc chuyen mon 
Xem xet, tha'm tra, xir ly ho so, du tilde, kat qua 
giai quyet. 

60 giO lam viec 

Mx& 3 Lanh d4o UBND cap )(a KY phe duyet kat qua TTHC. 8 gier lam viec 

BuOc 4 Be phan van phOng 

Vao s6 van ban, dOng d'Au va thu phi, le phi (nau 
co), chuyen kat qua cho cong chirc chuyen mon 
hoac tra kat qua cho ca nhan/ to chirc (neu dtrov 
giao) 

8 giO lam viec 

Buck 5 COng chirc tai 17,0 phan TN&TKQ cna UBND cap xa Tra kat qua cho ca nhan/tO elide 

Tsiing theri gian giai quyet TTHC 80 giir lam viec 



2. Thu tuc tang Giay khen ciia Chu tich UBND cap xa ve thanh tich thi dua theo dcrt ho4c theo chuyen de 

- Thoi han giai quyet: 10 ngay lam viec, ke tir ngay nhan du hO so theo quy dinh. 

- Quy trinh not bO, quy trinh dien 

Thu tty 
cong viec 

Don vi/nguiri thtfc hi0 Noi dung cong viec Thiri gian thgc hi0 

thy& 1 Cong chdc tai bO phan TN&TKQ cua UBND cap xa 

- Kiem tra, huo'ng dan, tiep nhan hO so, ph 
phieu hen tra cho ca nhan/to chdc. 
- SO hoa ho so (frit trtrowg hop tract tuye'n), 
chuyen ho so cho cong chirc lien quan hoac 
trgc tiep xir ly ho so. 

4 gior lam viec 

Buck 2 Cong chuc chuyen mon 
Xem xet, tham tra, xir ly WO so, du thao ket 
qua giai quyet. 

60 giO• lam viec 

Buck 3 Lanh dao UBND cap xa Ky ph'e duyet ket qua TTHC. 8 giOr lam viec 

Buck 4 BO phan van phong 

Vao so van ban, dOng dau va thu phi, le phi 
(neu co), chuyen ket qua cho cong chirc 
chuyen mon hoac tra ket qua cho ca nhan/ to 
chac (neu duct giao) 

8 gio lam viec 

1311.6c 5 Cong chdc tai bO phan TN&TKQ dm UBND cap xa Tra ket qua cho ca nhan/tO chirc 

TOng Hari gian giai quyet TTHC 80 gier lam viec 



3. Thfi tic tang GiAy khen cfia Chfi tich UBND cap xa ve thanh tich clot xtiCat 

- Tiled han giai quyet: 5 ngay lam viec, ke tir ngay nhan Bu 116 so theo quy 

- Quy trinh not b4f), quy trinh dien tin 

Thir hi 
cong viec 

Don viingtrM thtyc hiO Ni dung cong viec ThiYi gian tiny WO 

BuOrc 1 Cong chirc tai bla phan TN&TKQ cua UBND cap xa 

- Kiem tra, huong dan, tiep nhan ho so, girl 
phial hen tra cho ca nhan/tO chirc. 
- So hoa ho so (trir trtrowg hop trrc tuyen), 
chuyen 116 so cho ding chirc lien quan ho4c 
true tiep xir ly ho so. 

4 gier lam viec 

I3LrOc 2 Cong chirc chuyen mon 
Xem xet, tham tra, xir 1)',  ho so, du thao ket 
qua giai quyet.  

28 gi? lam viec 

Buac 3 Lanh dao UBND cap xa 1(7 phe duyet ket qua TTHC. 4 gier lam viec 

Boac 4 Be phan van phong 

Vao so van ban, dOng dau va thu phi, le phi 
(neu co), chuyen ket qua cho cong chirc 
chuyen mon hoc tra ket qua cho ca nhan/ to 
chirc (neu threw giao) 

4 gier lam viec 

BuOc 5 Cong chirc tai 13,0 phan TN&TKQ cna UBND cap xa Tra ket qua cho ca nhan/tO chirc 

TU'ng thiyi gian giai quyet TTHC 40 giir lam v* 



4. Thii tuc xet tang Danh WO Lao dOng Wen titn 

- Thai han giai quyet: 10 ngay lam viec, ke tir ngay nhan dill he so theo quy dinh. 

- Quy trinh nei be, quy trinh dien 

Thfr to 
cong viec 

Dun viinguiri thkrc hi0 Not dung cong vie Thai gian thtyc hi0 

131r6c 1 COng chirc tai be phan TN&TKQ cua UBND cap xa 

- Kiem tra, htrang an, tiep nhan he so, girl 
phieu hen tra cho ca nhan/tO chirc. 
- So h6a hO so (Ulie trtreing hop trlec tuyen), 
chuyen he so cho cong chirc lien quan hoac 
troc tiep xir 1).7 ho so. 

4 giO lam viec 

Bis6c 2 Cong chirc chuyen mon 
Xem xet, tham tra, xir 13i WO so, thy thao ket 
qua giai quyet. 

60 0a lam viec 

Bir6c 3 Lanh dao UBND cap )(a K47 phe duyet ket qua TTHC. 8 giOr lam viec 

Bir6c 4 BO phan van phong 

Vao se van ban, dOng dau va thu phi, le phi 
(neu c6), chuyen ket qua cho cong chirc 
chuyen mon hoac tra ket qua cho ca nhan/ to 
chirc (nett &roc giao)  

8 gio lam viec 

Btr6c 5 Cong chirc tai be phan TN&TKQ cua UBND cap xa Tri ket qua cho ca nhan/te chirc 

Tong theri gian giai quye't TTHC 80 gier lam viec 
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