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DANH MUC THU TUC HANH CHINH PUQC XAY DUNG

THEO CO CHE MOT CUA LINH VUC THUA PHAT

QUY TRINH NOQI BQ THU'C HIEN THEO CO CHE MQT CUA (09 TTHC)

TT Tén thii tuc hanh chinh Ghi
: chu
01 | Pang ky tap sy hanh nghé Thira phat lai
02 | Thay dbi noi tap su hanh nghé Thira phat lai
03 | Ping ky hanh nghé va cap Thé Thira phat lai
04 | Cap lai Thé Thira phat lai
05 | bang ky hoat dong Van phong Thira phat lai
06 | Thay ddi noi dung dang ky hoat dong ciia Vian phong Thira phat lai
07 | Ping ky hoat dong sau khi chuyén ddi loai hinh Vian phong Thira phat lai
08 Dang ky hoat dong, thay d6i noi dung dang ky hoat dong sau khi hop
nhat, sap nhap Van phong Thtra phat lai
09 Thay dbi noi dung dang ky hoat dong sau khi chuyén nhuong Vin phong

Thtra phat lai




2

QUY TRINH NOI BO TRONG 51":1" éIIJYET THU TUC HANH CHINH
THEO CO CHE MQT CUA

Céc cum tir viét tit:

- Trung tdm Phuc vy hanh chinh cong: TTPVHCC

- Thu tuc hanh chinh: TTHC

- Tiép nhan va tra két qua: TN&TKQ

- Hanh chinh tu phap va B tro tu phap: HC-BTTP

- Phé bién, gido duc phép luat va Theo ddi thi hanh phap luat: PBGDPL-TDTHPL.
- Nhan vién buu dién: NVBD

1. Nhém 06 TTHC, gom:
1.1. Ping Ky tap sw hanh nghé Thira phat lai
1.2. Cép lai thé Thira phat lai

1.3. Thay ddi ndi dung diing ky hoat dong ciia Vin phong Thira phat lai (d6i
V@i cac trwong hop thay doi khac)

1.4. Ping ky hoat dong sau Kkhi chuyén doi loai hinh hoat déng Vin phong
Thira phat lai

1.5. Piing ky hoat dong, thay ddi ndi dung ding ky hoat dong sau khi hop nhit,
sap nhap Van phong Thira phat lai

1.6. Thay d6i ndi dung ding ky hoat dong sau khi chuyén nhwong Vin phong
Thira phat lai

Téng thoi gian thye hién 01 TTHC: 04 ngay lam viéc x 08 gio' = 32 gio

(Thoi gian thuc hién theo quy dinh: 07 ngay lam viéc; thoi gian da cdt giam: 03
ngay lam viéc)

. Trach nhiém Thoi gian
T Trinh ty thue hién thuc hién
st | ohin b s 0 e shin 0| g TNATRO |,
Lo T tai TTPVHCC/NVBD
- Chuyén ho so cho Lanh dao Phong HC-BTTP.
A A 1 1A Lanh dao .
B2 | Phan cong xur 1y ho so Phong HC-BTTP 01 gio
Tham dinh ho so:
B3 |- Truong hop ho so khong dap umg yéu cau, thong Chuyén vién 18 oid
béo cho ca nhan/td chirc trong thoi han khong qua | Phong HC-BTTP 8
01 ngay, néu ro ly do;




. Trach nhiém Thoi gian

T Trinh ty thue hién thue hi€én
- Trudng hop hd so can giai trinh va bd sung,
théng b&o cho ca nhan/tdo chirc trong thoi han
khong qua 01 ngay;

- Trudng hop, hd so dap ung yéu cau: du thao
van ban giai quyet TTHC.

B4 Xem xét hd so, xir Iy vin ban cia chuyén vién. Lanh dao 03 oid
Trinh Linh dao S& Phong HC-BTTP g
Duyét h§3 s0, ky van ban xu 1y
- Néu dong y: Ky duyét; ~ \ "

BS | 'Néu khong dong §: Chuyén lai Lanh dao |  ConhdaoSo 04 gio
Phong xur 1y.

B6 | Ban hanh két qua giai quyét TTHC Van thu S¢ 02 gio

B7 |- Tra két qua giai quyét; Cong chirc TN&TKQ | Khong tinh
- Thong ké, theo doi. tai TTPVHCC thoi gian

Tong thai han giai quyét 32 gior

2. Thay ddi noi tap sw hanh nghé Thira phat lai

Tong thoi gian thyc hién TTHC: 03 ngay lam viée x 08 gio = 24 gio

(Thoi gian thuc hién theo quy dinh: 05 ngay lam viéc,; thoi gian da cdt gidm: 02
ngay lam viéc)

Trach nhiém

Thoi gian

T Trinh ty thure hién thue hién
- Tiép nhdn 10 s0 va ghi gidy bien nhan. hen | 0 e TNGTRQ | )
Bl | ngay tra két qua. Nhép ho so dién tu; tai TTPVHCC/NVBD 02 gio
- Chuyén ho so cho Lanh dao Phong HC-BTTP. | ™
A A Y 1 1A Lanh dao .
B2 | Phan cong xu 1y ho so Phong HC-BTTP 01 gio
Thim dinh ho so: ‘
- Truong hop ho so khong déap tmg yéu cau, thong
bao cho ca nhan/td chirc trong thoi han khéng qua
01 ngay, néu ro ly do; A in
B3 |- Trudng hop hd so can giai trinh va bo sung, Chuyen vien 16 gio

thdng bao cho ca nhan/td chirc trong thoi han
khong qua 01 ngay;

- Trudng hop, hd so dap ung yéu cau: du thao
van ban két qua giai quyét TTHC.

Phong HC-BTTP




X Trach nhiém Thoi gian
TT Trinh ty thuc hién thuc hién
B4 Xem x€t van ban xu ly cua chuyén vién, trinh Lanh dao 02 sis
Linh dao S& Phong HC-BTTP &
Duyét hd so/ky van ban xir 1y
- Néu dong ¥: Ky duyét; ~ \ "
BS 1. Néu khéng dong y: Chuyén lai Lanh dao Lanh dao So 02 gi6
Phong xtr 1y.
B6 | Ban hanh két qua giai quyét TTHC Vin thu S& 01 gid
87 |- Tra két qua giai quyét; Cong chirc TN&TKQ | Khong tinh
- Thong k&, theo doi. tai TTPVHCC thoi gian
Tong thoi han giai quyét 24 gior

3. Nhém 02 TTHC, gom:

3.1. Pang ky hanh nghé va cap thé Thira phat lai
3.2. Pang ky hoat dong Van phong Thira phat lai

Tong thoi gian thyc hién TTHC: 07 ngay x 08 gio = 56 gio

(Thoi gian thuee hién theo quy dinh: 10 ngay; thoi gian da cdt giam: 03 ngay)

. Trach nhiém Thoi gian

TT Trinh ty thuc hién thuc hién

- Tiép nhan hod so va ghi gidy bién nhan, hen | -, ,

Sy en LKy 2 A LA Y ... 7| Cong chiuc TN&TKQ "

Bl | ngay tre; keE qua. Nhalz ho so dlen‘ tu; tai TTPVHCC/NVBD 04 gio

- Chuyén ho so cho Lanh dao Phong HC-BTTP.

A A 1 1A Lanh dao "

B2 | Phan cong xtr 1y ho so Phong HC-BTTP 02 gio

Tham dinh hd 50 .

- Truong hop ho so khong dap tmg yéu cau, thong

bao cho ca nhan/to chirc trong thoi han khéng qua

01 ngay, néu rd ly do; Chuveén vin
B3 |- Truong hop hd so can gidi trinh va bd sung, Phon >|/_| C-BTTP 40 gio

thong bao cho ca nhan/td chitc trong thoi han g

khong qua 01 ngay; ‘

- Truong hop, ho so dap ung yéu cau: du thao

van ban két qua giai quyét TTHC.
B4 Xem xét van ban xur 1y cua chuyén vién, trinh Lanh dao 04 iy

Lanh dao S& Phong HC-BTTP &
B5 | Duyét hd so/ky vin ban xir 1y Lanh dao S¢ 04 gio




X Trach nhiém Thai gian
TT Trinh ty thuc hién thuc hién
- Néu dong y: Ky duyét; q
- Néu khong dong y: Chuyén lai Lanh dao
Phong xtr 1y.
B6 | Ban hanh két qua giai quyét TTHC Vin thu S 02 gid
87 |- Trd két qua giai quyét; Cong chirc TN&TKQ | Khong tinh
- Thong ke, theo doi. tai TTPVHCC thot gian
Téng thoi han giai quyét 56 gio
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