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VAN BAN PHAP LUAT KHAC

UY BAN NHAN DAN THANH PHO HA NOI

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HA NOI Doc 1ap - Tw do - Hanh phuc
Sb: 3851/QD-UBND Ha Noi, ngay 25 thang 7 nam 2024
QUYET PINH

Vé viéc phé duyét phwong 4an tai ciu triic quy trinh giai quy’é't cac thu tuc
hanh chinh dwgc lwa chon xay dung dich vu cong truc tuyén toan trinh
tich hop trén Cong Dich vu cong qudc gia thudc thAm quyén gidi quyét cia
S¢ Noi vu, UBND cép huyén, UBND cip xa trén dia ban thanh phé Ha Noi

CHU TICH UY BAN NHAN DAN THANH PHO HA NOI

Can cir Ludt Té chire chinh quyén dia phwong ngay 19/6/2015; Ludt sira doi,
bé sung mét sé diéu ciia Ludt Té chire chinh phii va Ludt T6 chire chinh quyén dia
phwong ngay 22/11/2019;

Can cit Nghi dinh s6 61/2018/NP-CP ngdy 23/4/2018 cia Chinh phii vé
thiee hién co ché mot cira, mot cira lién théng trong gidi quyét thi tuc hanh chinh;
Nghi dinh sé 107/2021/NP-CP ngay 06/12/2021 ciia Chinh phi sita doi, bé sung
mét sé diéu cia Nghi dinh sé 61/2018/ND-CP ngdy 23/4/2018 ciia Chinh phii vé
thiee hién co ché mot civa, mot civa lién thong trong gidi quyét thii tuc hanh chinh;

Can cir Nghi dinh so6 45/2020/ND-CP ngay 08/4/2020 ciia Chinh phii vé
thwe hién thu tuc hanh chinh trén moi truong dién tu,

Can cir Quyét dinh so 31/2021/0D-TTg ngay 11/10/2021 cia Thii twong
Chinh phii vé ban hanh quy ché quan 1y, vdan hanh, khai thac Cong dich vu cong
quo”'c gia,

Can cir Théng tw s6 01/2018/TT-VPCP ngay 23/11/2018 ciia Vin phong
Chinh phii hwéng dan thi hanh mét sé6 quy dinh ciia Nghi dinh sé 61/2018/ND-CP
ngay 23/4/2018 cia Chinh phii vé thuc hién co ché mét cira, mét civa lién thong
trong gidi quyét thii tuc hanh chinh;
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Can cir Thong tw sé6 01/2023/TT-VPCP ngay 05/4/2023 cia Vin phong
Chinh phit quy dinh mét sé néi dung va bién phdp thi hanh trong sé héa hé so,
két qua gidi quyét thii tuc hanh chinh va thiee hién thi tuc hanh chinh trén méi
truong dién tu;

Can civ Quyét dinh s6 179/0D-BNV ngay 15/3/2024 ciia Bé Néi vu vé viéc
céng bé danh muc thi tuc hanh chinh cdp dia phirong thuéc pham vi quan Iy nha
nude ciia B6 Noi vu du diéu kién thuc hién dich vu cong truc tuyén toan trinh;

Theo dé nghi cia Gidm déc Sé Noi vu thanh phé Ha Noi tai To trinh
6 2215/TTr-SNV ngay 26/6/2024.

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh ndy phuong an tai cdu tric 56 quy
trinh giai quyét tha tuc hanh chinh linh vyc Tin ngudng, ton gido; T6 chirc phi
chinh phu; Cong tac thanh niénduoc lya chon xay dung dich vu cong truc tuyén
toan trinh, tich hop trén Cong Dich vu coéng qudc gia, trong d6 47 quy trinh thudc
thAm quyén giai quyét cua S& Noi vu, 05 quy trinh thudc tham quyén giai quyét
cua UBND céap huyén; 04 quy trinh thuoc tham quyén gidi quyét cia UBND céap
xa trén dia ban thanh phd Ha Noi.

(Chi tiét tai cdc phu luc kém theo)

Piéu 2. Giao S¢ Noi vu chu tri, phdi hop vdi cac co quan, don vi c6 lién
quan, cin cir Quyét dinh nay xay dung quy trinh dién tir dé phuc vu viéc cung cip
dich vu cong truc tuyén ctua Thanh phd va tich hop véi Coéng Dich vu cong qubc
gia theo quy dinh.

Piéu 3. Quyét dinh nay co hiéu lyc thi hanh ké tir ngay ky.

Piéu 4. Chanh Vian phong Uy ban nhan dan Thanh phd; Giam ddc cac So;
Tha truéng cac ban, nganh; Cha tich Uy ban nhén dan cic quin, huyén, thi x3;
Chu tich Uy ban nhan dan xa, phuong, thi trin va cac to chirc, ca nhan co lién quan
chiu trach nhiém thi hanh Quyét dinh nay./.

KT. CHU TICH
PHO CHU TICH

Ha Minh Hai
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Phu luc 1
DANH MUC THU TUC HANH CHINH LINH VUC TiN NGUONG, TON
GIAO; TO CHUC PHI CHINH PHU; CONG TAC THANH NIEN PUQC
TAI CAU TRUC QUY TRINH, LUA CHON XAY DUNG DICH VU CONG
TRUC TUYEN TOAN TRINH TiCH HQP TREN CONG DICH VU CONG
QUOC GIA THUQC THAM QUYEN GIAI QUYET CUA SO NOI VU, UBND
CAP HUYEN, UBND CAP XA TREN PIA BAN THANH PHO HA NOI
(Kém theo Quyét dinh s6 3851/0P-UBND ngady 25 thang 7 ndm 2024

ciia Chii tich UBND thanh phé Ha Noi)

STT Linh vuc/Tén quy trinh noi b Ky hi¢u

A | TTHC CAP THANH PHO

I | LINH VUC TIN NGUONG, TON GIAO

Thu tuc dé nghi cong nhan td chirc ton gido co dia ban hoat

! dong & mot tinh QT-01

) Thi tuc ddng ky sira doi hién chuong cua to chirc ton gido co QT-02
dia ban hoat dong & mot tinh

3 Thu tuc dé nghi thanh 1ap, chia, tdch, sap nhap, hop nhét t6 QT-03
churc ton giao truc thude co dia ban hoat dong & mét tinh

4 Thi tuc dé nghj thay d6i tén cta to chirc ton gido, to chirc ton QT-04
gido truc thude co dia ban hoat dong & mdt tinh

5 Thu tuc dé nghi cap dang ky phap nhan phi thuong mai cho to QT-05

chtrc ton gido tryc thude co dia ban hoat dong & mdt tinh

Thu tuc dang ky ngudi duoc bd nhiém, bau cir, suy ctr lam
6 | chtrc viéc doi voi cac truong hop quy dinh tai khoan 2 biéu | QT-06
34 cua Luat tin ngudng, ton gido

Thu tuc dang ky nguoi dugc bd nhiém, bau ct, suy cir lam
7 | chtic viéc cua t6 chuc dugc cap ching nhan dang ky hoat | QT-07
dong ton gido co dia ban hoat dong & mdt tinh

Thu tyc ding ky md 16p bdi dudng vé ton gido cho ngudi

chuyén hoat dong ton gido QT-08

Thu tuc dé nghi t6 chirc dai hdi cua to chiic ton gido, t6 chic
9 |ton gido truc thudc, t6 chirc dugc cap ching nhan dang ky | QT-09
hoat dong ton gido co dia ban hoat dong & nhiéu huyén thudc
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STT

Linh vuc/Tén quy trinh ndi b

Ky hi¢u

mot tinh

10

Thu tuc dé nghi td chuc cudc 18 ngoai co so ton gido, dia
diém hop phap da dang ky c6 quy mo td chtic ¢ nhiéu huyén
thudc mot tinh hodc ¢ nhiéu tinh

QT-10

11

Thu tuc dé nghi giang dao ngoai dia ban phu trach, co so ton
gido, dja diém hop phap di ding ky c6 quy mo t6 chic &
nhiéu huyén thudc mot tinh hodc ¢ nhiéu tinh

QT-11

12

Thi tuc théng bao thay doi tru so cua to chirc ton gido, t6
chtrc ton giao truc thude

QT-12

13

Thu tuc théng bao vé viéc di giai thé to chirc ton gido truc
thudc c6 dia ban hoat dong & mot tinh theo quy dinh cta hién
chuong cua to chirc

QT-13

14

Thu tuc thong bao t6 chic quyén gop khong thude quy dinh
tai diém a va diém b khoan 3 Diéu 19 cua Nghi dinh s6
162/2017/Nb-CP

QT-14

15

Thu tuc théng bao ngudi duoc phong pham hoidc suy cir [am
chirc sac dbi véi cac trudng hop quy dinh tai khoan 2 Piéu 33
cua Luat tin ngudng, ton gido

QT-15

16

Thu tuc thong bao hity két qua phong pham hoic suy cir chirc
sic ddi voi cac truong hop quy dinh tai khoan 2 Piéu 33 cia
Luat tin ngudng, ton gido

QT-16

17

Thu tuc thong bao vé nguoi dugc bo nhiém, bau ct, suy cu
1am chirc viéc dbi véi cac truong hop quy dinh tai khoan 2
Diéu 34 cta Luét tin ngudng, ton gido

QT-17

18

Thu tuc thong bao vé nguoi duoc bd nhiém, bau cwr, suy cir
1am chirc viéc cua to chirc duoc cip chimg nhan ding ky hoat
dong ton giao co6 dia ban hoat dong & mdt tinh

QT-18

19

Thu tuc thong bao két qua bd nhiém, bau ctr, suy ctr nhitng
nguoi 1anh dao t6 chic cua to chie duoc cip ching nhan
dang ky hoat dong ton gido c6 dia ban hoat dong & mdt tinh
theo quy dinh tai khoan 7 Piéu 34 cua Luit tin ngudng, t6n

QT-19
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STT

Linh vuc/Tén quy trinh ndi b

Ky hi¢u

gido

20

Thu tuc thong bao két qua bo nhiém, bau cir, suy cir nhiing
nguoi lanh dao t6 chic ddi voi to chirc ton gido c6 dia ban
hoat dongmot tinh theo quy dinh tai khoan 7 Diéu 34 cua
Luat tin ngudng, ton giao

QT-20

21

Thu tuc théng bao két qua bd nhiém, bau ctr, suy cr nhitng
nguoi lanh dao t6 chirc d6i véi to chirc ton gido tryc thudc
co dia ban hoat dong & mot tinh theo quy dinh tai khoan 7
Diéu 34 cua Luat tin ngudng, ton gido

QT-21

22

Thu tuc thong bao thuyén chuyén chire sic, churc viée, nha tu
hanh

QT-22

23

Thu tuc thong bao cach chirc, bai nhiém chirc sdc, chuc viée
doi véi cac truong hop quy dinh tai khoan 2 DPiéu 33 va
khoan 2 biéu 34 cua Luat tin ngudng, ton gido

QT-23

24

Thu tuc thong bdo cach chuc, bai nhiém chic viée cua t6
chtrc dugc cap ching nhan dang ky hoat dong ton gido c6 dia
ban hoat dong & mét tinh

QT-24

25

Thu tuc thong bao danh muc hoat déng ton gido ddi voi to
chtrc ¢6 dia ban hoat dong ton gido & nhi€éu huyén thudc mat
tinh

QT-25

26

Thu tuc théng bao danh muc hoat dong ton gido bd sung d6i
voi t0 chic c6 dia ban hoat dong ton gido ¢ nhiéu huyén
thugc mot tinh

QT-26

27

Thi tyc thong bao to chirc hdi nghi thudng nién cua to chirc
ton gido, to chic ton gido truc thudc cod dia ban hoat dong &
nhi¢u huyén thudéc mot tinh

QT-27

LINH VUC TO CHUC PHI CHiNH PHU

Thu tuc cong nhan ban van dong thanh 1ap hoi

QT-28

Thu tuc thanh 1ap hoi

QT-29

Thu tuc phé duyét diéu 1¢ hoi

QT-30

Thu tuc chia, tach; sdp nhap; hop nhét hoi

QT-31

DN B W N

Thu tuc ddi tén hoi

QT-32
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STT Linh vuc/Tén quy trinh ndi b Ky hi¢u

6 | Thu tuc hoi tu giai thé QT-33
Thu tuc bao cdo to chire dai hdi nhiém ky, dai hoi bat thuong

7 e QT-34
cua hoi

8 | Thu tuc cho phép hoi dat van phong dai dién QT-35

9 | Thu tuc cap gidy phép thanh 1ap va cong nhan diéu 18 quy QT-36
Thi tuc cong nhan quy da diéu kién hoat dong va cong nhan

10 1 ea e e NN QT-37
thanh vién Ho1 dong quan ly quy
Thu tuc cong nhan thay déi, bo sung thanh vién HOi déng

11 A QT-38
quan ly quy
Thu tuc thay ddi gidy phép thanh ldp va cong nhan diéu 18

12  a2. LR z QT-39
(stra doi, bo sung) quy

13 | Thu tuc cap lai gidy phép thanh ldp va cong nhan diéu 186 quy QT-40
Thu tuc cho phép quy hoat dong trd lai sau khi bi dinh chi cé

14 .. . QT-41
thot han hoat dong

15 Tllu tuc Elop nhat, sap nhap, chia, tach, m¢ rong pham vi hoat QT-42
dong quy

16 | Thu tuc doi tén quy QT-43

17 | Thit tuc tu giai thé quy QT-44

I | LINH VUC CONG TAC THANH NIEN

1 | Tha tuc thanh 1ap t6 chirc thanh nién xung phong & cép tinh QT-45

2 | Thu tuc giai thé t6 chtrc thanh nién xung phong & cép tinh QT-46

3 "I:hu tuc x&c nhan phién hi¢u thanh nién xung phong & cap QT-47
tinh

B | THU TUC HANH CHINH CAP HUYEN
LINH VUC TiN NGUONG, TON GIAO

| Thi tuc théng bao md 16p bdi dudng vé tén gido theo quy QT-48
dinh taikhoan 2 Piéu 41 Luat tin ngudng, ton gido

) Thu tuc thong bdo danh muc hoat dong ton giao doi voi to QT-49

chiic codia ban hoat dong ton gido ¢ nhicu xa thudéc mot




thudc
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STT Linh vuc/Tén quy trinh ndi b Ky hi¢u

huyén
Thu tuc thong bdo danh muc hoat dong ton gido bod sung ddi

3 | v6i tdchie ¢o dia ban hoat dong ton gido & nhiéu xa thudc QT-50
mot huyén
Thu tuc thong bao to chire hdi nghi thudng nién cua td chirc

4 | tongido, t6 chirc ton gido truc thude co dia ban hoat dong ¢ | QT-51
mot huyén
Thi tuc thong bao to chirc quyén gop ngoai dia ban mot x4

5 nhung trong dia ban mot huyén, quén, thi xa,thanh phé thudc OT-52
tinh, thanhphd thudc thanh phd truc thudc trung wong cia co
sO tin ngudng,to chire ton gido, t6 chirc ton gido truc thude

C | THU TUC HANH CHINH CAP XA
Thu tuc thong bdo danh muc hoat dong ton gido ddi voi to

1 TR QT-53
chtrc cddia ban hoat dong ton gido & mot xa
Thu tuc thong bdo danh muc hoat dong ton gido bod sung ddi

2 T o QT-54
voi tochure ¢6 dia ban hoat dong ton gido & mot xa

y | Thit tuc thong bao vé viéc thay d6i dia diém sinh hoat t6n OT-55
gido taptrung
Thu tuc théng bao to chic quyén gop trong dia ban mot xa

4 | cta cosd tin ngudng, to chuc ton gido, to chirc ton gido truc | QT-56




I. QUY TRINH GIAI QUYET THU TUC HANH CHINH LINH TIN NGUONG, TON GIAO; TO CHUC PHI
CHINH PHU; CONG TAC THANH NIEN DPUQC TAI CAU TRUC QUY TRINH, LUA CHON XAY DUNG
DICH VU CONG TRUC TUYEN TOAN TRINH, TiCH HQP TREN CONG DICH VU CONG QUOC GIA

Phu luc 2
NOI DUNG PHUONG AN TAI CAU TRUC CAC QUY TRINH GIAI QUYET THU TUC HANH CHINH
LINH VUC TIN NGUONG, TON GIAO; TO CHUC PHI CHiNH PHU; CONG TAC THANH NIEN PUQC
TAI CAU TRUC QUY TRINH, LUA CHON XAY DUNG DICH VU CONG TRU'C TUYEN TOAN TRINH,
TiCH HQP TREN CONG DICH VU CONG QUOC GIA THUQC THAM QUYEN GIAI QUYET CUA
SO NOI VU, UBND CAP HUYEN, UBND CAP XA TREN PIA BAN THANH PHO HA NOI
(Kém theo Quyét dinh s6 3851/0D-UBND ngay 25 thiang 7 niam 2024 ciia Chii tich UBND thanh phé Ha Ngi)

THUQC THAM QUYEN GIAI QUYET CUA SO NOQI VU.
1. Quy trinh: Thu tuc dé nghi cong nhan té chirc ton gido c6 dia ban hoat dong dmdt tinh (QT-01)

2 ; Can cwr
Buwéc | Cha the Quy trinh chi tiet Thoi gian Trang thai ., Ghi chu
phap ly
- Ca nhan ndp ho so tryc tuyén tai Cong Dich vu C A1
2 ) R L. ) , R O Nguoi ndp hd
Cong dich vu cong qudc gia (dia chi: cong Quoc gia Ve e
) . 2 i e so phai dang
dichvucong.gov.vn) hoac Cong dich vu thuc hi¢n dang s \
R , . Z ) , DR ky tai khoan
1. P cong cua Thanh pho (dia chi: nhap mot lan, , i i I
N To chire, | .. ) FURE .. | Nghidinhso | giao dich dién
Nop . .~ |dichvucong.hanoi.gov.vn). diéu huéng nguoi e s N
A c4 nhan oA y s s 1 R 95/2023/NP | tir, ddng nhip
ho so - Nguoi nop hd so dang ky tai khoan dung téi Cong .. .
. A a \ . . -CP ngay 29 | tai khoan, xac
giao dich dién tur, dang nhap tai khoan, Dich vu cong hing 12 thue dinh
xac thuc dinh danh dién tr (theo hudng Thanh pho dé thang e
X Az . . A, nam 2023 danh dién tur
dan trén Cong Dich vu cong). thuc hién cac
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Buéc | Cha thé Quy trinh chi tiét Thoi gian Trang thai [():l?;pcll;'f Ghi chu
- Coéng DVC két ndi v6i CSDLDC dé bude tiép theo; cua Chinh
khai thac cac truong thong tin cia cong Tai khoan gém phu quy
dan c6 trong CSDLDC (khi dugc két ni). Tén dang nhap va | dinh chi tiét
- Nguoi nop h so lua chon: mat khau. mot sd diu
+ Dich vu céng triee tuyén va bién phap
+ Chon S6 Néi vu thi hanh
+ Chon linh viec Tin nguong, ton giao Luat tin
+ Chon thii tuc: D& nghi cong nhén t6 ngucﬁlg, ton
chtrc ton gido c6 dia ban hoat dong & gido

mot tinh.

- Ngudi ndp hd so dién cac ndi dung
theo Biéu mau dién tir (chi tiét tai Phu
luc 1.1 kém theo).

(Trwong hop cdc théng tin trong Biéu
mau dién tr di ¢é trong Co so dir liéu
quoc gia vé dan cu, hé thong thong tin
c6 lién quan, dwoc dién tw dong (néu cd)
- Tich hop thanh phan hd so theo mau
tai Biéu mau dién tir (chi tiét tai Phu luc
1.2 kém theo).

- Ngudi nop kiém tra, cip nhét thong
tin bao dam thong tin day du, chinh xéc,
hop phap.

- Nguoi ndp hd so truc tuyén Ivra chon

Biéu mau dién tir
Théng béo vé
viéc da giri ho so
thanh cong, cho
kiém tra, tiép
nhan, phan hoi

01

v

i

S

v
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Can cwr

Budéc | Chu thé Quy trinh chi tiét Thoi gian Trang thai phip Iy Ghi chu

gri hd so (ban gidy), nhan két qua giai
quyét ho so (ban gidy) qua dich vu buu
chinh cong ich.
(Truong hop cong dan khong lua
chon nhan két qua qua dich vu buu
chinh cong ich, Ban To6n gido sé& gui
két qua file dién tir vao dia chi email
cua cong dan)
1. Nhan thong bao c6 hd so méi trén
Hé thdng.
2. Kiém tra hd so va cac thong tin.
Truong hop hd so can bd sung hodc hd
so khong thudc tham quyén giai quyét: Biéu miu
Guri Thong bao dén Ngudi nop hod so Vin ban tir chéi, | theo Thong tur
(mau Thong bao Dién tir) néu rd 1y do vin ban huéng dan; | 01/2018/TT-

B¢ phan V?l c()qvén bén‘ huéng dan ngu:(‘yi‘ yéu Vs ngiy Phiéuqchuyén xr | VPCP ngay

Mot cira | cau bo sung ho so, hoan thién ho so, 1y (Thé hién trong | 23/11/2018
néu rd loai gidy to, nodi dung can bd Phan mém bang cua Van
sung dé Nguoi nop hd so bd sung, 1énh chuyén) phong Chinh
hoan thién. phu

3. Truong hop Ngudi ndp hd so khong
bo sung, hoan thién duogc ho so, ¢o van
ban tir chéi giai quyét yéu cdu cua
Nguoi ndp hé so.

11
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2 < Ca 1
Buwéc | Cha the Quy trinh chi tiet Thoi gian Trang thai afl cu,’ Ghi chu
phap ly
4. Trudng hop hd so du diéu kién giai
quyét:
4.1. Cap nhat thong tin vao Hé thong
(S6 theo dbi dién tir theo mau).
4.2. Xac nhan thong tin, gui thong bao
tiép nhan (ma ho so va ngay gio tra két
qué) vao tai khoan cta Ngudi ndp hd so.
Chuyén hd so t6i Trudong Bé phan mot
cua; Chuyén hd so dén Lanh dao Ban
Ton gido.
1. Truy cip vao Hé thdng nhén thong Phiéu chuyén xir
Linh dao | bio c6 hd so méi va tiép nhan ho so. 02 nes Iy (Thé hién trong
h A nga A
Ban 2. Phan cong thu ly ho so, chuyén ho sy Phan mém bang
so vé phong Nghiép vu. 1énh chuyén)
1. Truy cip vao Hé thdng nhan thong
bao ¢6 hd so méi va tiép nhan hd so.
5 2. Phan cong cho cong chirc thy 1y hd Cap nhat trén
Lanh dao X A LA
. | s0o, tham muu gidi quyét. H¢ thong;
Phong, A , 1A . 2 A A A 12
n 3. Cong chtrc thu 1y ho so kiém tra ho . Yéu cau bo sung/
Cong K x o 35 ngay g
, so (Biéu mau, file dinh kém). Ttr choi giai
chire thu X S B ,
Iy hd so | Truong hop hd so chua da diéu kién quyét/Dy thao
giai quyét: Dy thao vin ban théng bao van ban

bd sung hd so (linh dao Ban ky); Néu
13 1y do, ndi dung can bd sung.

4!
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Buwoc

Chu thé

Quy trinh chi tiét

Thoi gian

Trang thai

Can cwr
phap ly

Ghi chu

- Trudng hop hd so khong du diéu kién
giai quyét: Dy thao vin ban thong béo
tra lai hd so (linh dao Ban ky), néu 1
1y do.

4. Trudng hop hd so diy du, tiép nhan
hé so:

- Tham muu vin ban xin ¥ kién cac co
quan lién quan (lanh dao Ban ky);

- Tong hop ¥ kién céc co quan lién
quan va tham dinh cac ndi dung;

- Du thao van ban cta So trinh Lanh
dao UBND Thanh phé; Vian ban cua
UBND Théanh phé (quyét dinh/y kién
chi dao).

Lanh dao
Ban

Kiém tra hd so:

- Néu dong ¥: Ky nhay du thao vian ban
cua So trinh Lanh dao UBND Thanh
phé; Ky nhay du thiao vin ban cia
UBND Thanh phé.

- Néu khéng ddng y: Chuyén lai Chuyén
vién Phong Nghiép vu.

2 ngay

Cép nhat trén H¢
thong

Lanh dao
Sé

Xem xét hd so:

- Néu dong y: Ky duyét vian ban trinh
Lanh dao UBND Thanh phd; Ky nhay
du thao van ban ctia UBND Thanh phd.

3 ngay

Cap nhat trén Hé
thong

¢l

¥207-8-50 A83N/L0T+90T 9S/ION VH OVd DNOD

12

7



- , Cv I
Buwéc | Cha the Quy trinh chi tiet Thoi gian Trang thai afl cu,’ Ghi chu
phap ly
- Néu khong dong y: Chuyén lai Ban
Ton gido.
Xem xét hd so:
Lanh dao | - Néu don%_; y: Kzl duyctA Va1:1 ba,n (?l;.a Cap nhat trén He Quyet:dmh
UBND | UBND Thanh pho (Quyét dinh/y kién . £ (Mau
. ] 10 ngay thong <
Thanh | chi dao). A2)/Van
pho - Néu khong dong y: Chuyén lai So ban chi dao
No6i vy, Ban Ton gido.
Tiép nhan vin ban tra 161 cia UBND
Thanh phé:
- Néu UBND Thanh pho da &t o
Lanh dao | _ et N ;a . P O‘ 2 Ta c‘AluyeA Quyeét dinh
. dinh: Nhan quyét dinh va trd vé Bo R A A x
Phong, han TN&TKOQ dé ban giao két qui ch Cép nhat trén H¢ (Mau
¢ ban giao két qua cho £
Cong pA an . 8 T 03 ngay thong A2)/Du thao
, cong dan; oo
chirc thu A . PR i Van ban tra
Whdso | Neéu UBND Thanh pho ra. y kién chi 1o
dao: Du thao van ban tra 101 t6 chtrc/ca
nhan ton gido (Lanh dao Phong ky
nhay).
) o Cép nhat trén Hg | QuYet dinh
Lanh dao | Xem xét ky duyét van ban tra 101 t0 . 2 (Mau
g A A ., 02 ngay thong ;
Ban chirc/cé nhan ton gido. A2)/Van

ban tra 101

14!
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Can cwr

Buoc Chii thé Quy trinh chi tiét Thoi gian Trang thai L, Ghi chu
phap ly
Co .
chite Cap nht trén Hg | QUyet dinh
hon Hoan thién Ho so, chuyén két qua vé ) P th.(A)n ) (Mau
PIONE | B5 phan TN&TKQ. ngay 8 A2)/Vin
thu ly ho y 1
: ban tra 101
SO
3. A A e
. B0 phan Hoan thién
Hoan Mot cura/ Quyétdinh | cac quy trinh
thién R Bo phan Mot cua tra két qua cho To Yz , Trang thong tin y x 1 q,y N
s To chirc , . N ) , .. | Traketqua N R (Mau két thuc ho so
ho so; | . chire, cong dan (qua dia chi email . dong by Cong _ R N
. | cong dan, - . , ., trong ngay . I A2)/Van trén Phan
Tra .. hoac dich vu buu chinh cong ich). Dich vu quoc gia s aae N )
Két nguoi ban tra 161 | mém Dich vu
.| ndp ho so cong
qua

Sl
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PHU LUC 1.1: BIEU MAU PIEN TU

1. Tén t6 chtrc ton gido (chit in hoa):
2. Tén giao dich qudc té (néu cd):

3. Tru s& cua t6 chire:

4. Tén ton gido:

5. Nguoi dai dién:

- Ho va tén:

- Tén goi trong t6n gido (néu co):

- S6 CMTND/CCCD:

- Chue vy, pham vi (néu co):

6. Sb lugng tin do:

7. bia ban hoat déng cuia to chirc tai thoi diém dé nghi:

8. Co cau to chuec:

91
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PHU LUC 1.2: THANH PHAN HO SO PIEN TU

Co s dir ligw/han | DAt Puoc/ Nop béin
TT Tén thanh phan ho so . <. .. | khong bit budc P Piéu kién vé ky thuat
chup/ban dién tir , . chinh
dinh kém
N ) x Ban scan van ban . . . . Vin ban ¢6 chit ky sb
1. | Van ban d¢€ nghi (theo mau B9) N ; Bat budc Bat budc . y
de nghi hodc file scan mau
Vin ban tom tat qua trinh hoat don o
T q‘ L, & , . . . R Vian ban c6 chir ky so
2. | cua té chuc tur khi dugc cap ching Ban scan Bat budc Bat budc . .
NP , n N hoac file scan mau
nhan dang ky hoat dong ton gido
Danh sach, so yéu 1y lich, phiéu ly
lich tw phap, ban tém tit qué trinh .
i Ap pA o, d N \ Ly A A Vin ban c6 chit ky so
3. | hoat dong ton gido cuia nguoi dai Ban scan Bat budc Bat budc . .
Ay 1 iy A i hodc file scan mau
dién va nhiing nguoi du kién lanh
dao t6 chirc
Ban tom tit gido 1y, gido luat, 18 . . Vin ban c6 chit ky sd
4. i £ > & o Ban scan Bat budc Bat budc . y
nghi hodc file scan mau
y oz 9 L A Vin ban ¢ chit ky s6
5. | Hién chuong cua t6 chirc Ban scan Bat budc Bat budc . y
hodc file scan mau
Bén ké khai tai san hop phép cia to . . Vin ban ¢ chit ky s6
6. , P pPhap Ban scan Bat budc Bat budc B y
churc hoac file scan mau
Gidy to ching minh c6 dia diém . . Vin ban c6 chit ky sd
7. y Lz ig , ’ Ban scan Bat budc Bat budc . y
hop phap dé dat tru s& hodc file scan mau
a1 L 9 . .. . | KhongBat 7
8. | Tai liéu khac kém theo (n€u co) Ban scan Khong Bat budc b gc Ban scan
u .

L1
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18 CONG BAO HA NOI/S6 206+207/Ngay 05-8-2024

MAu B9

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

.V ngay ... thang .... nam....

PE NGHI
Cong nhan t6 chirc ton gido

Kinh guri: ........oeenen, @

Tén to chitc dé nghi (chit in hoa): ..........ccovvivnriieiinn... G

Dé nghi cong nhén to chirc ton gido véi cac ndi dung sau:

Vin ban kém theo gdm: Vin ban tom tit quéa trinh hoat déng cta to chirc tir
khi dugc cap chimg nhan ding ky hoat dong ton gido; danh sach, so yéu 1y lich,
phiéu 1y lich tu phap, ban tom tit qué trinh hoat dong t6n gido ctia nguoi dai dién
va nhitng nguoi dy kién 1anh dao t6 chic; ban tom tit gido 1y, gido luat, 18 nghi;
hién chuong cua to chirc; ban ké khai tai san hop phap cua to chiic; gidy to chimg
minh ¢6 dia diém hop phap dé dit tru so.

TM. TO CHUC
(Ky, ghi ro ho tén, chirc vu)
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D Pja danh noi b tru sé cia td chic.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido ¢ trung wong ddi voi dé
nghi cong nhan t6 chure ton gido c¢6 dia ban hoat dong & nhicu tinh; Uy ban nhan
dan cap tinh doéi voi dé nghi cong nhan t6 chirc ton gido cd dia ban hoat dong &
mot tinh.

®) Tén t6 chtrc d3 dugc cip chimg nhan diang ky hoat dong ton gido.
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Miu A2
.................. M CONG HOA XA HQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phuc
SO: ....... /QDb-... @ ®)...., ngay ... thang .... nam
QUYET PINH

Vé viéc cong nhén td chirc ton gido
Can cir Diéu 21 va Diéu 22 cia Ludt tin nguéng, tén gido ngay 18 thing 11
nam 2016;
CANCUE oo ooe e o e e e e et e e

THEO A6 N@HE CUG..........oeeeeeoeeeeeeeeeeee e,
QUYET PINH:

Pi¢u 1. Cong nhan td chirc ton gido:

Pitu2. ..o ©® duoc hoat dong ton gido theo quy dinh cua
phép luat Viét Nam va Hién chuong cia to chirc da dugc co quan nha nudce cod
tham quyeén chap thuan.

Piéu 3. (Hiéu lyc cua Quyét dinh; ghi tén co quan, t6 chirc, ci nhan c6 lién
quan trong vi¢c thi hanh Quyét dinh).

Noi nhdn: “4)
e (Chir ky, déu)
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D Co quan quan 1y nha nuéc vé tin ngudng, ton gido & trung wong d(f)i v6i viée
cong nhén to6 churc cc'3 dia ban hoat dong & nhiéu tinh; Uy ban nhéan dan cap tinh doi
v6i viée cong nhan to chire c6 dia ban hoat dong & mat tinh.

@ Viét tat tén co quan ban hanh Quyét dinh.

®) Pia danh noi ban hanh Quyét dinh.

@ Thu trudng co quan nha nude cd tham quyén ban hanh Quyét dinh.

®) Van ban quy dinh chirc ning, nhiém vy, quyén han va co ciu to chirc cua co
quan ban hanh Quyét dinh.

© Tén t6 chirc ton gido duge cong nhan.



2. Quy trinh: Thi tuc ding Ky sira doi hién chwong ciia to chirc ton gido cé dia ban hoat ddng ¢ mot tinh (QT-02)

mot tinh.

- Ngudi ndp hd so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu lyc 2.1 kém theo).

(Truwong hop cdc théng tin trong Biéu mau dién
tr dii 6 trong Co sé dir liéu quoc gia vé dan cu,

Biéu miu dién
tr Thong bao vé
viéc da giri hd
so thanh cong,

2 . Thoi an cu
Buéc | Chi thé Quy trinh chi ti€t ] ol Trang thai Ca,n cu: Ghi chu
gian phap ly
- C4 nhan ndp ho so truc tuyén tai Céng dich
vu cong qudc gia (dia chi: dichvucong.gov.vn)
hodic Céng dich vu cong cua Thanh phd (dia Cdng Dich vu
chi: dichvucong.hanoi.gov.vn). cong Qudc gia
- Nguoi nop ho so dang ky tai khoan giao dich thuc hién ding o
dién tu, dang nhép tai khoan, xac thuc dinh nhédp mot lan, Nghi dinh so )
danh dién tir (theo hudng din trén Cong Dich didu huéng 95/2023/ND- Nguoi ndp
vu cong). nguoi dung toi C,P ngay %9 hOVSO ph,al
- Céng DVC két ndi véi CSDLDC dé khai thic Céng Dich vy | thdng 12nam | dang ky
, \ A A Al A \ £ 2023 cua tai khoan
cac truong thong tin cia cong dan co trong cong Thanh phd ) i i i
lA' Té chire, | CSDLDC (khi duge két nbi). dé thuc hién cac Chm.h phu‘ gle‘l? dl?h
NOP | 4 nhan |- Nguoi ndp hd so lwa chon: budc tiép theo; | 1Y duih C?l dién tu’:
ho so . . £ tiet mot sO0 | dang nhap
+ Dich vu cong truc tuyén A .. )
Y Ara .. . diéu va bién | tai khoan,
+ Chon So Noi vu Tai khoan gébm , Cl .
+ Chon linh viec Tin nguong, ton gido Tén dang nhap phép thi hanh |~ xdc thyc
on ; guong, ton giao D Luattin | dinh danh
+ Chon thu tuc: Pang ky stra d61 hién chuong va mat khau. ~ A A
- ' . ngudng, ton dién tur
cua to0 chirc ton gido c6 dia ban hoat dong & gido

C
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Buéce | Chii thé Quy trinh chi tiét T,hm Trang thai Ca,n cu: Ghi chu
gian phap ly
hé thong thong tin cé lién quan, dwoc dién tw cho kiém tra,
dong (néu c6) tiép nhan, phan
- Tich hop thanh phan hd so theo mau tai Biéu hoi
mau dién tir (chi tiét tai Phu luc 2.2 kém theo).
- Nguoi ndp kiém tra, cap nhat thong tin bao
dam thong tin ddy du, chinh xéc, hop phap.
- Nguoi ndp hd so truc myén lga chon guri ho
so (ban gidy), nhan két qua giai quyét hd so
(ban gidy) qua dich vu buu chinh cong ich.
(Truong hop cong dan khong lua chon nhéan két
qua qua dich vu buu chinh céng ich, Ban Tén
gido s& giri két qua file dién tir vao dia chi
email ciia cong dan)
1. Nhan théng bao c6 hd so méi trén Hé thong.
2. Kiém tra ho so va cac thong tin.

2. Truong hop h?) SO czim bd sung hoic hd so Vin ban tir chéi, Biéu méu
Tiép khong ,thu(f)c tham quyér} giai qu}:ét: Guri Thong van bér: hudéng | theo Thong tu
nhan bdo dén Nguoi ndp ho so (mau Thong be~'10 , dan; 7 01/2018/TT-

V‘S‘ B0 phan | Dién twr) nél% ro 1;7 do va f:é van ban hu’('mg‘ dan Vs ngdy Phiéu chyyén xtr | VPCP ngay
oiii Mot cira | nguoi yéu cau ,bé sung ho so, ho:c‘ln thjén ho 50, ly (Thé‘ hiér} 23/11/2018
quyét néu rd loai giﬁy t(?, ndi dung can bo sung dé trong Phan mém cua Van
hd so Ngudi ndp ho so bo sung, hoan :[hién. 9 bang l§nh phong Chinh

3. Truong hop Nguoi ndp hd so khong bo chuyén) phu

sung, hoan thién dugc ho so, cd van ban tir choi
gidi quyet yéu cau cua Ngudi ndp ho so.

194
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2 . Thoi Can cu
Budéc | Chi thé Quy trinh chi tiét ] Trang thai a,n cu” Ghi chu
gian phap ly
4. Trudng hop ho so du diéu kién giai quyét:
4.1. Cap nhat thong tin vao Hé thdng (S6 theo
ddi dién tir theo mau).
4.2. Xac nhan thong tin, gri thong béo tiép
nhén (ma ho so va ngdy gid tra két qua) vao tai
khoan ctuia Ngudi ndp hd so.
Chuyén hd so téi Truong BO phan mdt cua;
Chuyén hd so dén Lanh dao Ban Tén gido.
. . Ph;( h A 5
1. Truy cap vao H¢ thong nhan thong bao c6 ho 1,eu ¢ ?ye‘n} xu
~ e x ik A 1A 1y (Thé hi¢n
Lanh dao | so mdi va ti€ép nhén ho so. . «
’ o s P » | 01 ngay | trong Phan mém
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé bing lénh
phong Nghiép vu. chuyén)
1. Truy cap vao Hé thong nhan thong bao c¢6 hd
so méi va tiép nhén hd so.
2. Phan cong cho cong chuc thu 1y ho so, tham Cap nhat trén
Lanh dao £ oz
Phin *7 | muu giai quyét. H¢ thong;
N & |3, Cong chirc thu 1y hd so kiém tra hd so (Biéu . Yéu ciu bd
Cong x o 18 ngay e
, mau, file dinh kém). sung/ Tur choi
chire thu . \ Cs Z
Iy h so |- Truong hop ho so chua du diéu kién giai giai quyét/Dy

quyét: Dy thao vin ban théng bao bd sung hd
so (lanh dao Ban ky); Néu 10 ly do, ndi dung
can bd sung.

thao van ban

144
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Buwoc

Chi thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cr
phap ly

Ghi chu

- Trudng hop hd so khong du diéu kién giai
quyét: Du thao van ban théng bao tra lai hd so
(1anh dao Ban ky), néu rd 1y do.

4. Trudng hop hd so day du, tiép nhan ho so:

- Tham muu vén ban xin ¥ kién cac co quan
lién quan (lanh dao Ban ky);

- Tong hop y kién cac co quan lién quan va
tham dinh cac noi dung;

- Du thao van ban cua S& trinh Lanh dao
UBND Thanh phé; Vin ban cia UBND Thanh
phd (vian ban tra 10i/y kién chi dao).

Lanh dao
Ban

Kiém tra hd so:

- Néu dong y: Ky nhay du thao vin ban cta S&
trinh Lanh dao UBND Thanh phd; Ky nhay du
thao van ban cia UBND Thanh phd.

- Néu khong dong y: Chuyén lai Chuyén vién
Phong Nghi¢p vu.

1 ngay

Cap nhat trén
Hé thng

Lanh dao
Sé

Xem xét hd so:

- Néu ddng y: Ky duyét van ban trinh Lanh dao
UBND Thanh phd; Ky nhay du thio vin ban
cia UBND Thanh phd.

- Néu khong dong ¥: Chuyén lai Ban Tén gido.

2 ngay

Cap nhat trén
Hé thng

Lanh dao
UBND

Xem xét hd so:
- Néu ddng y: Ky duyét van ban cia UBND

5 ngay

Cép nhat trén
H¢ théng;

14
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2 ‘ Thoi Can cu
Budéc | Chi thé Quy trinh chi tiét ] Trang thai a,n cu: Ghi chu
gian phap ly
Thanh | Thanh phd (vin ban tra 16i/y kién chi dao). Vin ban tra
phé - Néu khong dong y: Chuyén lai S& Noi vu, 161/Van ban chi
Ban Ton giao. dao
Lanh | Tiép nhan vin ban tra 10i cia UBND Thanh phé:
dao, |- Néu UBND Thanh phé di ra vin ban tra 10i: o
~ R - , s e A . R Cép nhat trén H¢
Cong | Nhan van ban tra 101 va tra vé BO phan théng: Dy thao
h e A 12 . A 5 A A ) \ > ¥ i
c ‘u’c TchcTKQ de ban giao kft qua 01.1? cong dan 01 ngay Vin ban trd 16
phong | - Néu UBND Thanh pho ra y kién chi dao: Du
thuly | thdo vin ban tra 101 t6 chirc/c4 nhan ton gido
hé so (Lanh dao Phong ky nhay).
Cap nhat trén
Lanh dao | Xem xét ky duyét vin ban tra 101 td chirc/ca 01 ned Hé théng;
Ban | nhan ton gido. 8| Van ban tra 10i
Congchie| . . . N S Cap nhat trén o
R Hoan thién HO so, chuyén két qua vé Bo phan ) .k Van ban tra
phong thu TN&TKQ . H¢ thong 15
Iy hd so ' neay
th(??: Mot cura/ Trakét | Trang thong tin - nhqkéyt
;lg Té chitc | B phan Mot cira tra két qua cho T chirc, cong qua ddng bd Cong Vin ban tra .o
ho so; cong dan, | dan tron Dich vu quc 161 thiic ho so
Tra nglr(‘)'i ’ ' . g e ve g trén Phan
két o g A neay gl mém Dich
. | nop ho so n
qua vu cong

9¢
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PHU LUC 2.1: BIEU MAU PIEN TU

1. Tén t6 chirc t6n gido (chit in hoa):

2. Tru sé cua to chic ton gido:

3. Nguoi dai dién:

- Ho va tén:

- Tén goi trong t6n gido (néu co):

- S6 CMTND/CCCD:

- Chtrc vu, phém Vi (néu co):

4. No6i dung Pang ky stra doi hién chuong véi cac ndi dung sau:
- Noi dung stra d6i:

- Ly do stra doi:

LT
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PHU LUC 2.2: THANH PHAN HO SO PIEN TU

Co sé dir . 5 A
o \ A LA cnn Bat bugc/khong Nop ban Diéu kién ve
T Ten thanh phin ho so licu/ban chup/ |\ <\ 16e dinh kem chinh k§ thuat
ban dién tw ’ :
Ban scan van Van ban c6 chit
01 | Vin ban ding ky (theo mau B10)  ax , Bit budc Bit budc ky s6 hoic file
ban dang ky )
scan mau
02 Hién chuong sura ddi Ban scan Bit budc Bit budc Ban san

8¢
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

M., ngay .. thang .... nam....

DANG KY
Stra doi hién chwong
Kinh gui: ........ooeveeninn.n. @
Tén td chirc ton giao (Chit in N0A):.......eveeeeeeeeeeeeeeeee e,
Tru 86 cla tO CHTC tON ZIAO . ..veveeeeeeeeeeeeeeeeeeee oo,
Nguo1 dat di€n:.......ooiiii e
o 5 (T2 0 1< LR
- Tén goi trong ton iAo (NEU CO):u..rvvereeeeeeeeeeeeeeeeeeeeeereeeeeeeeeeens
= S8 CMTND/CCCD: v
= Chirc v, PhAM Vi (U CO):uenneeeaeeeeeeeeeeeeeeeee e

Dang ky stra do1 hién chuong véi cac ndi dung sau:

Noi dung sura doi:

Van ban kém theo: Hién chuong stra doi.

TM. TO CHUC
(Chir ky, ddu)

Maiu B10
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() Pia danh noi ¢c6 try s cua to chirc ton gido.

@ Co quan quan Iy nha nudc vé tin ngudng, ton gido & trung wong doi voi viée
sta do6i hién chuong cua to churc ton gido c6 dia ban hoat dong ¢ nhiéu tinh; Uy
ban nhan dan cap tinh d6i vadi viée stra @61 hién chuong cua té chire ton gido co dia
ban hoat dong & mdt tinh.



3. Quy trinh: Thi tuc dé nghi thanh lap, chia, tach, sap nhip, hop nhit t6 chirc ton gido truc thudc cé dia ban
hoat dong & mot tinh (QT-03)

Buée | Chii thé Quy trinh chi tiét Thot Trang thai Can cu Ghi chi
gian phap ly
- Cé4 nhan nop hd so truc tuyén tai Céng dich
vu céng qudc gia (dia chi: dichvucong.gov.vn)
hoic Céng dich vu cong cua Thanh phd (dia Cbdng Dich vu
chi: dichvucong.hanoi.gov.vn). cong Qudc gia
- Nguoi nop ho so dang ky tai khoan giao dich thuc hi¢n dang | Nghj dinh s6
dién tir, dang nhdp tai khoan, xac thuc dinh nhép mot 1an, | 95/2023/ND- .
danh dién tir (theo hudng din trén Cong Dich diéu hudng CP ngiy 29 Nigu(‘n nézl?
vu cong). ngudi ding t6i | thang 12 | DO SO Phal
- Céng DVC két ndi véi CSDLDC dé khai thac CéngDichvu | nam20p3 | danekywi
1. . . |céac truong thong tin cua cong dén co trong cong Thanh phd | cga Chinh k‘hoarigm(v)
Nop | L0 ¥, | cp1DC (khi duge két néi) dé thyc hién cic | phu quy dinh | 9.7 4ién 45
hd so canhan | Nguoi ndp hd so lya chon: budc tiép theo; chi tiét mot dgng nhap
. i e £ oaen . tai khoan,
+ Dich vu cong truc tuyén ‘ s0 diu va xéc thue
+ Chon So Noi vu Tai khodn gdbm | bién phap thi dinh da.nh
+ Chon linh viee Tin ngudng, ton gido Tén dang n}lép hanh Luét tin &ién tr
+ Chon thii tuc: D& nghi thanh lap, chia, tach, va mdt khau. | ngudng, ton '
sap nhip, hop nhit to chirc ton gido truc giao

thugc c6 dia ban hoat dong ¢ mgt tinh.

- Nguoi ndp hd so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 3.1 kém theo).

(Trwong hop cdc thong tin trong Biéu mau dién

Biéu mau dién tir
Thong bao vé
viéc da gui ho

1€
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Buéc | Chi thé Quy trinh chi tiét T,h o1 Trang thai Ca,n cu: Ghi chu
gian phap ly
tr da 6 trong Co s6 dit liu quoc gia vé dan cu, so thanh cong,
hé théng thong tin co lien quan, duoc diéen tw cho kiém tra,
dong (néu c6) tiép nhan, phan
- Tich hop thanh phan ho so theo miu tai Biéu hoi
mau dién tir (chi tiét tai Phu luc 3.2 kém theo).
- Nguoi ndp kiém tra, cap nhat thong tin bao
dam théng tin day du, chinh xéac, hop phap.
- Nguoi ndp hd so truc tuyén lwa chon gt hd
so (ban gidy), nhan két qua giai quyét hd so
(ban gidy) qua dich vu buu chinh cong ich.
(Trudng hop cong dan khéng lua chon nhéan két
qua qua dich vu buu chinh cong ich, Ban Toén
gido s& guri két qua file dién tir vao dja chi email
cta cong dan)
1. Nhan thong bao co ho so méi trén Hé théng; ) L
2. 2. Kiém tra hd so va cac thong tin. Van ban tir choi, | Biéu mau
o . N A 4z e van ban hudng | theo Thong tu
Tiep Truong hop h? SO can b.O. sung hoac. hoé so din: 01/2018/TT-
B | N nb v s Thong o D | gty | PG chusén i | VPCP ngiy
giai Mot clra tr) néu 1o 1y do V.E‘l ¢6 van ban huéng dan ngu;‘yi ly (Thé hiér} /1172018
£ N \ g N trong Phan mém cua Van
;lll:yet yeu. ca.I} bo sung.ho SO, h(?an tl}lcn ho sc{, néu r9 bang 1énh phong Chinh
0 S0 loai gidy to, ndi dung can bo sung dé Nguoi chuyén) phi

ndp ho so bd sung, hoan thién.

[43
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Buéc | Chi thé Quy trinh chi tiét T,h o1 Trang thai Ca,n cu: Ghi chu
gian phap ly
3. Trudong hop Ngudi ndp hd so khong bd sung,
hoan thién duge hd so, c6 van ban tir chdi giai
quyét yéu cu ctiia Ngudi ndp hd so.
4. Trudng hop ho so du diéu kién giai quyét:
4.1. Cap nhat thong tin vao Hé théng (Sé theo
ddi dién tir theo mau).
4.2. Xac nhan thong tin, giri thong bao tiép
nhan (ma ho so va ngay gio tra két qua) vao tai
khoan ciia Ngudi nop ho so.
Chuyén ho so téi Truong Bo phan mdt cura;
Chuyén hd so d¢én Lanh dao Ban Tén gido.
1. Truy cap vao H¢ thong nhan thong bao c6 hd Phiéu chuyén xur Iy
Lanh | so mdi va tiép nhan ho so. . (Thé hién trong
dao Ban | 2. Phan cong thu ly hd so, chuyén hd so vé 02 ngay Phéan mémbéng
phong Nghiép vu. 1énh chuyén)
1. Truy cép vao Hé théng nhan théng bao c6 hd
Lanh | 5° m('fi VéAtiép nhénAh(A) SO. L
dao 2. Phapq 'congAcho cong chuc thu 1y ho so, tham Cap nhit trén
Phong, muuﬂglal qu’yet. . . . . He théng;
n 3. Cong chirc thu 1y ho so kiém tra ho so (Biéu . N
Cong x , . 35 ngay Yeéu cau bo
i mau, file dinh kém). e
chire . A s g A 1A eas sung/ tir choi
thutv | Tmmg hop ho so chua du diéu qklen giai &
h("i.SO'y quyét: Dy thdo van ban thong bdo bo sung ho glat quye

so (lanh dao Ban ky); Néu rd ly do, ndi dung
can bo sung.

133
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Budc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can c
phap ly

Ghi chu

- Trudng hop hd so khong du diéu kién giai
quyét: Dy thao vian ban thong béao tra lai ho so
(1anh dao Ban ky), néu 10 1y do.

4. Trudong hop ho so day du, tiép nhan hd so:

- Tham muu vin ban xin ¥ kién cac co quan
lién quan (lanh dao Ban ky);

- Tong hop vy kién cac co quan lién quan va
thim dinh cic noi dung;

- Du thao van ban cua S¢ trinh Lanh dao
UBND Thanh phé; Vin ban cia UBND Thanh
phd (vin ban tra 16i/y kién chi dao).

Lanh
dao Ban

Kiém tra hd so:

- Néu ddng ¥: Ky nhdy du thao van ban cta S&
trinh Lanh dao UBND Thanh phé; Ky nhdy dy
thao vin ban ctia UBND Thanh phd.

- Néu khong dong ¥: Chuyén lai Chuyén vién
Phong Nghiép vu.

2 ngay

Céap nhat trén
Heé thong

Lanh
dao S¢&

Xem xét ho so:

- Néu ddng ¥: Ky duyét vin ban trinh Lanh dao
UBND Thanh phd; Ky nhay du thdo vin ban
ciia UBND Thanh phd.

- Néu khong dong y: Chuyén lai Ban Téon gido.

3 ngay

Céap nhat trén
Hé thng

143
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Buéc | Chi thé Quy trinh chi tiét T,h ot Trang thai Cﬁ,n Cﬁ,’ Ghi chu
gian phap ly
Lanh Xem xét h so: Cap nhat trén
dao - Néu ddng y: Ky duyét vin ban cia UBND Hé thong;
UBND | Thanh phé (Vin ban tra 16i/y kién chi dao). 10 ngay Vin ban tra
Thanh |- Néu khong dong y: Chuyén lai S& Nbi vu, 16i/Vian ban
phd Ban Ton gido. chi dao
Lanh | Tiép nhan vin ban tra 10i cia UBND Thanh phé:
dao, - Néu UBND Thanh phé da ra Van ban tra 101: R A
< . 3 Céap nhat trén
Cong | Nhan Van ]Jén tra l(‘n’ va trd vé B phén He th 6ng;
chirc | TN&TKQ d¢€ ban giao két qua cho cong dan. 03 ngay '
. , , y Du thao Van
phong | - Néu UBND Thanh p}}é ra y kién chi dao: Du ban tra 16
thuly |thdo van ban tra 10i t0 chlrc/ca nhan ton gido
ho so | (Lanh dao Phong ky nhay).
Céap nhat trén
Lanh | Xem xét ky duyét van ban tra 16i t6 chic/ca 02 ngiy Hé théng; Vian
dao Ban | nhan ton gido. ban tra 101
Cong
Ch‘ﬁc Hoan thién Ho so, chuyén két qua vé Bo phan Ve CapAnhaAt tren Vin ban
PhONg | 1\ & TKQ. ngdy He thong tra 1o
thu ly
hé so
3. Bo phan | Bo phan Mot ctra tra két qua cho T4 churc, cong | Trakét | Trang théngtin | Vanbantra | Hoan thién

g¢
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Buéc | Chu thé Quy trinh chi tiét T,h o1 Trang thai Ca,n cu: Ghi chu
gian phap ly
Hoan Mot dan. qua ddng bo Cong 101 cac quy trinh
thién | cira/ T6 trong Dich vu quéc két thuc ho
hd so; | chirc ngay gia so trén Phan
Tra cong mém Dich
két dan, vu cong
qua nguoi
ndp hd
SO’

9¢
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PHU LUC 3.1: BIEU MAU PIEN TU

I. D& nghi thanh lap
1. Tén t6 chuc ton gido hodc t6 chure ton gido tryc thudc (chir in hoa):
2. Tru so:

3. Tén t6 chtrc ton gido truc thude dy kién thanh lap:

4. Pia diém du kién dit tru so cta to chire ton gido tryc thude sau khi thanh lap:

5. Nguoi dai dién cta to chtic ton gido truc thude dy kién thanh lap:
- Ho va tén:

- Tén goi trong t6n gido (néu co):

- S6 CMTND/CCCD:

- Chtrc vu, phém Vi (néu co):

6. Dia ban hoat dong ton gido:

7. S6 luong tin d6 cua td chic ton gido truc thudc tai thoi diém thanh 1ap:
8. Co ciu to chirc:

9. Ly do thanh lap:

I1. Pé nghi chia tach, sat nhap, hop nhat

1. Tén 6 chirc ton gido hodc to chirc ton gido truc thudc (chir in hoa):
2. Tru so:

3. Ly do chia, tach, sap nhap hoic hop nhat:

4. T6 chirc ton gido truc thude trude khi chia, tach, sap nhap hoic hop nhit:

LE
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4.1. Tén to chuc:

4.2. Tru so:

4.3. bia ban hoat dong ton gido:
4.4. S lugng tin do:

4.5. Co cau to chuc:

4.6. Nguoi dai di¢n:

- Ho va tén:

- Tén goi trong ton gido (néu co):
- S CMTND/CCCD:

- Chtrc vu, phém Vi (néu co):

5. T6 chuc ton gido tryc thudce sau khi chia, tach, sap nhap hodc hop nhit:
5.1. Tén t6 chirc:

5.2. Tru so:

5.3. Dia ban hoat dong ton giao:
5.4. S6 luong tin d6:

5.5. Co céu to chic:

5.6. Nguoi dai dién:

- Ho va tén:

- Tén goi trong ton gido (néu co):
- S6 CMTND/CCCD:

- Chtrc vu, phém Vi (néu co):

8¢
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PHU LUC 3.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khong

Pidu kién vé

TT Tén thanh phin hd so . xia o |z o2 | Nop ban chinh
P chup/ban dién t&¢ | bat budc dinh kém P ky thuéat
Vin ban dé nghi (theo miu B13 \ . 1. Van ban c6 chir ky
\ A 4 . Ban scan van ban A A P
1. (thanh lap) hoac B14 (chia tach, & nohi Bat budc Bat budc s0 hoac file scan
sap nhap, hop nhat)) ght mau
Vin ban tom tit qua trinh hoat o,
A s A a ., : Vin ban c6 chir ky
dong cua to chuc ton gido tryuc . L1 A L1 A L1«
2. N , ..o : Ban scan Bat budc Bat budc sO hoac file scan
thudc trudc khi chia tach, sap \
~ X mau
nhap, hop nhat
Danh sach, so yéu 1y lich, phiéu
1y lich tu phap, ban tom tit qua o
ti,infl hoatp df?r’l ton giao (clza Vin ban c6 chir ky
3. A & . ~g .. Ban scan Bat budc Bat budc sO hoac file scan
nguoi dai dién va nhiing nguoi mau
du kién l1anh dao t6 chirc ton giao
truc thudc
i : ) Vin ban c6 chir ky
Hién chuong cua to chirc ton giao \ 1A 1A IO
4, n g; , & Ban scan Bat budc Bat budc sO hodc file scan
tryc thudc (néu co) \
mau
s Vin ban c6 chir ky
Ban k¢ khai tai san h hap cua \ Lo1a Lo1oa L1«
5. 2 s A i, op P pcd Bén scan Bat budc Bat bugc s0 hodc file scan
to chure ton gido truc thudc \
mau
N .  ae a2 Van ban co6 chir ky
Giay to chimg minh c6 dia diém \ Zov A L1 A A o Y
6. L 2R e \ Ban scan Bat budc Bat budc s0 hoac file scan
hop phap dé dat tru s¢ \
mau
7. Tai liéu khac kém theo (néu cd) Ban scan Khéng Bit budc Khéng Bit budc Ban scan

6¢
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40 CONG BAO HA NOI/S6 206+207/Ngay 05-8-2024

Mau B13

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

M. ngay .. thang .... nam

PE NGHI
Thanh 14p t6 chirc tén gido truc thudc

Kinh giri: ............... @ i,

Pé nghi thanh lap t6 chire ton gido trwe thude véi cac ndi dung sau:
Tén to chirc ton gido truc thude du kién thanh 18p:.........oooveeeeeeeeeeeeeeeean,
Dia diém dy kién dit tru so cta to chirc ton gido truc thudc sau khi thanh

Nguoi dai dién cua td chure ton gido tryc thude du kién thanh lap:

e 5 (O 2 1 7<) o USRS URRPTP

- Tén goi trong ton EIA0 (EU CO):..r..vueeeeeeeeeeeeeeeeeeee et
= S& CMTND/CCCD ...

= ChTC VU, PRAM VI (NEU €Ot
Dia ban hoat AONE tON ZIA0:........ceeeiiiieiie e e

S6 lugng tin dd cua to chic ton giao tryc thudc tai thoi diém thanh

CO CAU O CITIC e e
Ly do thanh LAP:......oooiiiceieeee et et e

Van ban kém theo gém: Danh sach, so yéu 1y lich, phiéu 1y lich tu phap, ban
tom tat qua trinh hoat dong tén gido cla nguoi dai dién va nhiing ngum du kién
lanh dao t6 chirc ton gido truc thudc; hién chuong cua to chuc ton gido truc thudc
(néu c6); ban ké khai tai san hop phap cua td chirc ton gido truc thudc; gidy td
chtrng minh ¢ dia diém hop phap dé dat tru so.

TM. TO CHUC®
(Chit ky, déu)
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() Pia danh noi ¢6 try s¢ cua td chirc ton gido hodc to chirc ton gido truc thudce
dé nghi thanh 1ap t6 chirc ton gido tryc thudc.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido ¢ trung uwong ddi voi dé
nghi thanh 1ap td chirc ton giao tryc thudc cd dia ban hoat dong & nhiéu tinh; Uy
ban nhan dan cap tinh d6i v6i dé nghi thanh 1ap t6 chirc ton gido truc thude cé dia
ban hoat dong & mdt tinh.

®) T4 chtrc ton gido hodc td chirc ton gido truc thudc.



42
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cac

Maiu B14

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

M., ngay .. thang .... nam....

PE NGHI
Chia, tach, sap nhap hoic hop nhit té chirc tén gido truc thude

Kinh gui: ............... @,

TU SO et e e e e e e e a e e e e e e e e eaaas

Pé nghi chia, tach, sap nhip hoic hop nhit td chire ton gido triee thude véi

noi dung sau:

1. Ly do chia, tach, sap nhap hozic hop NhAt:..........coeveeeeeeeeeeeeeeeee e,
2. T6 chtic ton gido truc thudc trudce khi chia, tach, siap nhap hoic hop nhat:
TN 10 CRTC ..o es e
U SO ettt e e e e e e e e e e e e e e e e e s e et aeaaaans
bia ban hoat dong ton gido:..........ccoveviiiiiiiinn.. Sd lugng tin TS SR
CO CAU O CITIC: ..o

o 5 [ 77 B () s TR

- Tén gOi trong tdn ZIA0 (AU CO):.erevreeeeeeeeeeeeeeeeee e eeee e eeee e

= S8 CMTND/CCCD: ..ottt

- Chtrc vu, phém Vi (néu CO0) ittt e ete e e e e e e et e e e e e e e ate e et aeaeenaneeas
3. T6 chirc ton gido truc thudce sau khi chia, tach, sap nhap hodc hop nhat:

TN O CHTC: ..ottt eea e eeeens

B T SRR
bia ban hoat ddng ton @iA0: ........eooiiiiiiiii e So luong tin
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Nguoi dai dién:

Vin ban kém theo gom: Vin ban tom tit qua trinh hoat dong cta to chirc ton
gido tryc thude trude khi chia, tach, sap nhap, hop nhat; danh sach, so yéu Iy lich,
phiéu 1y lich tu phap, ban tom tit qua trinh hoat dong ton gido cua ngudi dai dién
va nhitng ngudi du kién ldnh dao t6 chire t6n gido truc thudc; ban ké khai tai san
hop phap cia to chire ton gido truc thudc; gidy to chimg minh c6 dia diém hop
phap dé dat tru so; hién chuong cua t6 chirc ton gido tryc thude (néu co).

TM. TO CHUC @
(Chit ky, dau)

M Pia danh noi c6 try sd cia to chirc ton gido hodc t6 chirc ton gido truc thude
dé nghi chia, tach, sap nhép hodc hop nhét t6 chirc ton giao tryc thude.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido ¢ trung uwong ddi véi dé
nghi chia, tach, sap nhap, hop nhét to chic t6n gido truc thudc cod dia ban hoat
dong & nhiéu tinh; Uy ban nhan dan cap tinh ddi v6i dé nghi chia, tach, sap nhap,
hop nhat t6 chirc t6n gido truc thude co dia ban hoat dong & mot tinh.

®) T4 chirc t6n gido hodc td chirc ton gido truc thude dé nghi.



4. Quy trinh: Thi tuc dé nghi thay ddi tén cia t6 chirc ton gido, to chirc ton gido trwe thudce cé dia ban hoat

dong & mot tinh (QT-04)

2 . Thoi an cu
Buée | Chii thé Quy trinh chi tiét ol Trang thai Can cu Ghi chi
gian phap ly
- C4 nhan nop hd so truc tuyén tai Céng dich
vu cong qudc gia (dia chi: dichvucong.gov.vn)
hodc Céng dich vu cong cua Thanh phd (dia X ‘
chi: dichvucong.hanoi.gov.vn). (iong leh V_‘-l
- Ngudi ndp hd so ding ky tai khoan giao dich cong QPOC fgla Nghi dinh s6
dien tir. d3 hao i khod ‘e thue dinh thuc hién ding F o
1en tu, dang nhap tai 0~an, xac tquc n 1hib mat Bin 95/2023/ND- | Ngudi nop
danh dién tir (theo hudng dan trén Cong Dich N P o ".. | CPngay29 hd so phai
A diéu hudng nguoi )
vu gong). o i dine t6i Cdn thang 12 nam | dang ky tai
- Cong DVC két noi véi CSDLDC dé khai thac . i ) & 2023 cua khoan giao
1. Té ch cac truong thong tin cia cong dan co trong T}11C }ju}f?ré% Chinh phu dich dién
0 chi . e anh pho dé : i
Nop (,’ ¢ ‘fc’ CSDLDC (khi dugc két noi). 13 ) quy dinh chi tir, ding
dso | MM Nousingp hd so lya chon: thue hien cde = mot s6 hp tai
ho so g' .PA ; on: budc tiép theo; 1e mo §o nhap tai
+ Dich vu cong truc tuyén .. L diéu va bién | khoan, xac
o Tai khoan gom IR )
+ Chon So Noi vu A ae ~_ .+ | phap thi hanh | thyc dinh
Tén dang nhap va o i
+ Chon linh vuc Tin nguong, ton giao mat khau Luat tin danh dién
+ Chon thii tuc: Dé nghi thay doi tén cia tb ' nguong, ton tur

chirc ton gido, to chirc ton gido trwe thude c6
dia ban hoat dong & mot tinh.

- Ngudi ndp hd so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 4.1 kém theo).

(Trwong hop cdc théng tin trong Biéu mau dién

Biéu mau dién tur
Thong bao vé viéc
da gui ho so thanh

giao

4%
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Buée | Chii thé Quy trinh chi tiét T,h o1 Trang thai Cafl cu,’ Ghi chu
gian phap ly
tr di cé trong Co s¢ dir liéu quoc gia vé dan cu, cong, cho kiém
hé théng thong tin co lién quan, dwoc diéen tw tra, tiép nhan,
dong (néu cé) phan hoi
- Tich hop thanh phan ho so theo méu tai Biéu
mau dién tir (chi tiét tai Phu luc 4.2 kém theo).
- Nguoi nop kiém tra, cap nhat thong tin bao
dam thong tin ddy du, chinh xé4c, hop phap.
- Nguoi ndp hd so truc tuyén lwa chon gii hd
so (ban gidy), nhan két qua giai quyét hd so
(ban gidy) qua dich vu buu chinh cong ich.
(Truong hop cong dan khong lua chon nhén két
qua qua dich vu buu chinh c6ng ich, Ban Ton
gido s& giri két qua file dién tir vao dia chi
email cua cong dan).
1. Nhan thong bao c6 hd so méi trén Hé thong.

). 2. Kiém tra hd so va cac thong tin. , Biéu mau theo
Tidp Truong haop ho S0 can bd sung hodc ho so khong Yén Wbén th ch6:, Thong tu
ahén th’uéc tham quyé‘n giai cluyét: Guri Thong bao van b’an hu:onﬁg dan; | 01/2018/TT-

V‘2.1 B0 ph4n | dén Nguoi ndp ho so (mau Thong béo:Bién tir) Vs ngdy Phiéuqchuyén xtt | VPCP ngay
i Mot cira | néu r§ lyqdo va cp vdn ban hué‘ng‘ dan nguoi ly (Thé h‘ién trong 23/01 1/2018
quy & yéu Cﬁl,} bo sung ho so, hqén t}}ién ho 50, néu ro Phan mém l?éng cua Van
hd so loai g‘iéy t(‘r: ndi dung can bd sung dé Nguoi 1énh chuyén) phong Chinh

ndp ho so bd sung, hoan thién. phu

3. Trudng hop Nguoi ndp hd so khong bd sung,

12

7
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Buée | Chii thé Quy trinh chi tiét T,h o1 Trang thai Cafl cu,’ Ghi chu
gian phap ly
hoan thién duoc hd so, ¢6 van ban tir chdi gidi
quyét yéu cau ctia Ngudi ndp hd so.
4. Trudng hop ho so du diéu kién giai quyét:
4.1. Cap nhat thong tin vao H¢ théng (Sé theo
ddi dién tir theo mau).
42. Xac nhan thong tin, giri théng bao tiép
nhan (ma hd so va ngay gio tra két qua) vao tai
khoan ctia Ngudi nop hd so.
Chuyén hd so téi Truong B phan mot cira;
Chuyén hd so dén Lanh dao Ban Tén gido.
1. Truy cép vao Hé thong nhan thong bao c6 hd Phiéu chuyén xir
Linh dao | so méi va tiép nhan ho 0. o | 01 ngay ly (Thé h‘ién tfong
Ban 2. Phan cong thu ly ho so, chuyén ho so ve Phan mém bang
phong Nghiép vu. 1énh chuyén)
1. Truy cap vao Hé thong nhan thong bao ¢ ho
s0 mdi va tiép nhan ho so.
Lanh 2. Phan céng pho cong chirc thu 1y ho so, tham
d?o, muu gii quyet. . y . . Cap nhat trén Hé
Cong 3. Cong chure thy 1y ho so kiém tra ho so (Bicu théng;
chire mau, file dinh kém). 18 ngay A A 12
\ \ A N Yéu cau bo sung/
phong - Tmong hop hé so chua du diéu 7k1¢1’1 giai tir chéi gidi quydt
thu ly ho | quyét: Du thdo van ban thong bao bo sung ho
SO so (lanh dao Ban ky); Néu 1o 1y do, ndi dung

can bo sung.
- Truong hop hd so khong dii didu kién giai

9%
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Buwoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr
phap ly

Ghi chu

quyét: Du thdo van ban thong bao tra lai hd so
(1anh dao Ban ky), néu rd 1y do.

4. Trudng hop ho so day du, tiép nhan ho so:

- Tham muu van ban xin y kién cic co quan
lién quan (lanh dao Ban ky).

- Toéng hop ¥ kién cac co quan lién quan va
tham dinh cac nodi dung;

- Du thao van ban cua S& trinh Lanh dao
UBND Thénh phd; van ban cia UBND Thanh
phé (van ban tra 10i/y kién chi dao).

Lanh dao
Ban

Kiém tra hd so:

- Néu ddng y: ky nhay du thdo vin ban cia S&
trinh Lanh dao UBND Thanh phé; ky nhay du
thao vin ban ctia UBND Thanh phd.

- Néu khéng dong ¥: Chuyén lai Chuyén vién
Phong Nghi¢p vu.

I ngay

Cép nhat trén
Hé thong

Lanh dao
Sé

Xem xét hd so:

- Néu ddng ¥: Ky duyét vin ban trinh Lanh dao
UBND Thanh phé; ky nhay du thao vin ban cua
UBND Thanh phé.

- Néu khong dong ¥: Chuyén lai Ban Tén gido.

2 ngay

Cap nhat trén
Hé théng

Lanh dao
UBND
Thanh pho

Xem xét hd so:

- Néu ddng y: Ky duyét van ban cia UBND
Thanh phd (van ban tra 10i/y kién chi dao).

- Néu khong dong y: Chuyén lai S¢ Noi vu,
Ban Ton giao.

5 ngay

Cap nhat trén
H¢ théng;
Van ban tra
161/Van ban
chi dao

Ly
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2 . Thoi Can cu
Buéc | Chi thé Quy trinh chi tiet ] Trang thai afl cu,’ Ghi chu
gian phap ly
Tiép nhan vin ban tra 10i cia UBND Thanh phé:
Linh dao | - Néu UBND Thanh phd d3 ra vin ban tra 10i: A A
\ R . , T S, R Cép nhat trén
Phong, | Nhén van ban trd 161 va trd vé BO phan Hé théne:
Cong TN&TKQ dé ban giao két qua cho cong dan; 01 ngay b th.” V“g’b"
chirc thu | - Néu UBND Thanh phé ra ¥ kién chi dao: Du Y a(3 ‘a-m an
Y N R A tra 101
ly ho sor | thao van ban tra 161 t0 chirc/ca nhan tén giao
(Lanh dao Phong ky nhay)
~ i 1, nt , v 1ae LR , , Cap nhit trén
Lanh dao | Xem xét ky duyét van ban tra 161 t0 chirc/ca . X .
N 01 ngay | He¢ thong; Van
Ban nhan ton gido . a1
ban tra 1o1
Cong
chirc . . . \ Cap nhat trén
. Hoan thién HO so, chuyén két qua vé BJ phan Vo pA B Van ban tra
phong TN&TKQ . H¢ thong 15
thu Iy hd neay
SO’
H3.‘ B phin H:j: tl;ién
th(?i‘n Mot cira/ Tré ket Trang thong tin trinhqkéyt
klgn T6 chirc | Bo phan Mot cira tra két qua cho T6 chire, cong | qua N £ . % Vian ban tra .
ho so; | . R dong bo Cong .. thac ho so
.| cong dan, | dan. trong ) I loi R A
Tra nowbi nod Dich vu quoc gia trén Phan
Kée | mewo gay mém Dich
. | nop ho so A
qua vu cong

Ri%
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PHU LUC 4.1: BIEU MAU PIEN TU

1. Tén td chirc t6n gido (chit in hoa):
2. Tru s& cua to chirc tén gido:

3. Nguoi dai dién:

- Ho va tén:

- Tén goi trong ton gido (néu co):

- S6 CMTND/CCCD:

- Chue vy, pham vi (néu co):

4. Ly do thay dbi:

5. Tén cua to chuc trude khi thay d6i®:

6. Tén giao dich qudc té trude khi thay d6i (néu co):

7. Tén cta to chire sau khi thay d6i®:
8. Tén giao dich qudc té sau khi thay d6i (néu co):
9. Dy kién thoi diém thay d6i:

(%
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PHU LUC 4.2: THANH PHAN HO SO PIEN TU

Co s dir Biit budc/khong S en 3
A \ A 1A cn o ; n s . 1o , Piéu kién veé
TT Tén thanh phan ho so liéu/ban chup/ bat bugc dinh NoOp ban chinh k§ thl.lﬁt
ban dién ti kem :
\ x Ban scan van ban , . Van l?én c6 chir
1 | Van ban dé nghi(theo mau B11); dang k§ Bat budc Bat budc ky s6 hodac file
scan mau
- Béi v6i truong hop thay ddi tén cua to
chtrc t6n gido: Kém theo ban sao quyét
dinh cong nhan t6 chirc ton gido cua co
quan nha nuée c6 thim quyén;
- Déi voi truong hop thay doi tén cia to
chirc ton gido truc thudc: Kém theo ban Van ban c6 chir
2 | sao van ban chép thuan thanh 1ap, chia, Ban scan Bit budc Bit budc ky s6 hoic file
tach, sap nhap, hop nhit td chirc t6n gido scan mau
truc thudc cua co quan nha nudc co tham
quyén; van ban thanh lap, chia, tach, sap
nhap, hop nhat to chtic ton gido truc
thudc cua to chirc t6n gido hodc t6 chic
t6n gido truc thude quan 1y truc tiép.
3 | Tai liéu khac kém theo (néu co). Bén scan Khéng Bit buoc | Khong Bit budc Ban scan

0¢

v

i

S

v
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Maiu B11

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

M. ngay .. thang .... nam

PE NGHI
Thay doi tén cuia to chirc ton gido hoac to chirc ton gido trwe thudc

Kinh gti: ............ @

Tén t6 chirc ton iAo (ChT i OB ... ..o,
Tru s¢ cua td chuc ton o8 T USRS
Nguoi dai dién:

= HO VA TN s

- Tén goi trong ton 140 (NEU CO):.unnmenieeeeeeeeeeeeeeeeeee e

= SO CMTND/CCCD: ...t

= Chic v, PRAM Vi (U CO): .ottt eee e,
Dé nghj vé viéc thay doi tén caa t6 chuc ...... ... voi cac nodi dung sau:

LY A0 thay GO0 ..ot
Tén ctia to chirc trudc khi thay d01®:.........c.ovvieeeeeeeee e
Tén giao dich qudc té trudc khi thay d0i (U CO):.vverveeeeeeeee e,
Tén ctia to chirc sau khi thay A0i®........cooviveeeeeeeeeeeeeeeeee e
Tén giao dich qudc té sau khi thay d6i (N&U CO):evevvveeeeeeeeeeee e,
Du kién thoi diém thay Q0T e ettt
Vin ban kém theo gdm: Ban sao quyét dinh cong nhan to chirc ton gido clia co

quan nha nudc co thim quyén ddi véi truong hop thay doi tén cia to chuc ton
g140; ban sao van ban chép thuan thanh 13p, chia, tach, sap nhap, hop nhét t6 chirc
ton giao tryc thudc hodc van ban xac nhén cua co quan nha nude co thim quyén;
ban sao van ban thanh lép, chia, tach, sap nhap, hop nhét t6 chuc ton giao tryuc
thudc ctia to chirc ton gido hodc to chure ton gido tryc thude quan 1y truc tiép ddi
v6i trudng hop thay doi tén cua to chire ton gido truc thudc.

TM. TO CHUC
(Chit ky, dau)
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() Pia danh noi ¢o tru s¢ cta td chirc ton gido hodc td chirc ton gido truc thudc.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido & trung uong ddi véi viee
de nghi thay doi tén cta to churc ton gido hodc to churc ton gido truc thude co dia
ban hoat dong & nhiéu tinh; Uy ban nhan dan cap tinh do1 véi viée dé nghi thay doi
tén cua to chirc ton giao hodc to6 chirc ton gido truc thudc co6 dia ban hoat dong &
mot tinh.

®) Tén t6 chirc ton gido hodc t6 chirc ton gido truc thudc.



5. Quy trinh: Thi tuc dé nghij cAp ding ky phap nhan phi thwong mai cho t6 chirc ton gido truwe thudc co dia
ban hoat dong & mét tinh (QT-05)

truc thufc c6 dia ban hoat dong & mgt tinh.

- Ngudi nop hd so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 5.1 kém theo).
(Truwong hop cdc théng tin trong Biéu mau dién

Biéu mau dién tir
Thong bao vé viéc
da gui ho so thanh

Bude | Chii thé Quy trinh chi tiét Thot Trang thai Can e Ghi chi
gian phap ly
- Ca nhan ndp hd so tryc tuyén tai Cong dich
vu cong qubc gia (dia chi: dichvucong.gov.vn)
hodc Coéng dich vu cong cua Thanh phd (dia Cong Dich vu
chi: dichvucong.hanoi.gov.vn); cong Qudc gia
- Nguoi ndp ho so dang ky tai khoan giao dich thyc hién ddng | Nghi dinh sb
dién tu, dang nhdp tai khodn, xac thuc dinh nhap mat lan, 95/2023/ND- | Nguoi ndp
danh dién tir (theo huéng dan trén Cong Dich diéu hudng ngudi | CPngay29 | hd so phai
vu cong). dung t&i Cong thang 12 ndm | dang ky tai
- Cong DVC két ndi véi CSDLDC dé khai thac Dich vu cong 2023 cua | khoan giao
1. Té chirc cac truong thong tin’cﬁzll cong dan co trong Thanh phé dé Chinh phu dich dién
N@p ch nhﬁn’ CSDLDC (khi‘duc_yc két no1). thuc hi’én cac quy dinh cly1i tu, dang
ho so - Nguoi ndp ho so lya chon: budc tiép theo; tiét mot sO nhép tai
+ Dich vu cong truc tuyén diéu va bién | khoan, xac
+ Chon So Noi vu Tai khoan gém phap thi hanh | thuc dinh
+ Chon linh vuc Tin nguong, ton gido Tén dang nhap va Luat tin danh di¢n
+ Chon thii tuc: Dé nghi cAp ding ky phap mat khau. ngudng, ton tur
nhin phi thwong mai cho to chirc ton gido gido

€S
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Buéc | Chii thé Quy trinh chi tiét T,hm Trang thai Carn cu: Ghi chu
gian phap ly

tir dd cé trong Co s6 div liéu quoc gia vé dan cu, cong, cho kiém

hé thong théng tin cé lién quan, dwoc dién tu tra, tiép nhan,

dong (néu cé) phan hoi

- Tich hop thanh phan hé so theo mau tai Biéu

mau dién tir (chi tiét tai Phu luc 5.2 kém theo).

- Nguoi ndp kiém tra, cap nhat thong tin bdo

dam théng tin day du, chinh xéac, hop phap.

- Nguoi ndp hd so truc tuyén lya chon guri hd

so (ban gidy), nhan két qua giai quyét hd so

(ban gidy) qua dich vu buu chinh cong ich.

(Truong hop cong dan khong lya chon nhéan két

qua qua dich vu buu chinh cong ich, Ban Ton

gido s& gui két qua file dién tir vao dia chi

email cuia cong dan)

1. Nhan thong bao co hd so m&i trén Hé théng;

2. Kiém tra hd so va cac thong tin. Biéu mau theo
T?é:p Truong hop h(f) SO cé“m bd sung hodc hod so Vin ban tur chéNi, Thong tu
nhin khf)ng thudc tham quyén giéi~ quyét: Guri Thong van l?én hu@g dan; | 01/2018/TT-

Vé B0 phan | bdo dén Ngudi ndp ho so (mau Thong l::éo bién Vs ngdy Phiéuqchuyén xtr | VPCP ngay
i Mot ctra | t0) né‘u 10 ql}'/ do Vé‘C(') van ban huc’mg dan nguoi ly (Thé h‘ién tfong 23/11/2018

quyét yéu céu% bo sung ho so, h(?ém tl}ién ho 50, néu rd Phan mém E)éng cua Van
h so loai gjéy t(‘w: ndi dung can bd sung dé Nguoi 1énh chuyén) phong Chinh

ndp ho so bd sung, hoan thién. phu

3. Trudng hop Nguoi ndp hd so khong bd sung,

143
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Buéc | Chii thé Quy trinh chi tiét T,hm Trang thai Carn cu: Ghi chu
gian phap ly
hoan thién duoc hd so, co vin ban tir chbi gidi
quyét yéu ciu ciia Ngudi ndp hd so.
4. Trudng hop ho so du diéu kién giai quyét:
4.1. Cap nhat thong tin vao Hé théng (S6 theo
ddi dién tir theo mau).
4.2. Xac nhan thong tin, gui théng bao tiép
nhén (ma ho so va ngay gid tra két qua) vao tai
khoan ctia Ngudi nop hd so.
Chuyén hd so téi Truéng Bo phan mot cua;
Chuyén hd so d&én Lanh dao Ban Tén gido.
1. Truy cép vao Hé théng nhan thong béo c6 hd Phiéu chuyén xir
Linh dao | so méi va tiép nhan hd 50. o | 02 ngay ly (Thé h‘ién tfong
Ban 2. Phan cong thu ly ho so, chuyén hd so vé Phan mém bang
phong Nghiép vu. lénh chuyén)
1. Truy cap vao Hé thong nhéan thong bao ¢ hd
so méi va tiép nhén hd so.
Linh dao 2. Phér‘lq ‘cf)ng Acho cong chire thy 1y ho so, tham A o
.| muu giai quyét. Cép nhat trén H¢
Phong, R , . .2 ; .2 ;
Céng 3.~C0ng chtrc thu 1y ho so ki€ém tra ho so (Biéu 35 ngay thong;
] mau, file dinh kém). Yéu cau bo sung/
chire thu . A A A 1ea ean N Sy £
Iy hdso | Truong hop hd so chua du diéu kién giai tir choi giai quyet

quyét: Dy thao vin ban théng bao bd sung hd
so (lanh dao Ban ky); néu rd ly do, ndi dung
can bo sung.

Y
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Buwoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw
phap ly

Ghi chu

- Trudng hop hd so khong du diéu kién giai
quyét: Dy thao van ban thong béo tra lai hd so
(1anh dao Ban ky), néu 4 ly do.

4. Trudng hop ho so ddy du, tiép nhan hd so:

- Tham muu vin ban xin ¥ kién cic co quan
lién quan (lanh dao Ban ky).

- Toéng hop vy kién cac co quan lién quan va
thim dinh cic noi dung;

- Du thao van ban cua S& trinh Lanh dao
UBND Thanh phé; vin ban cia UBND Thanh
phd (quyét dinh/y kién chi dao).

Lanh dao
Ban

Kiém tra hd so:

- Néu ddng ¥: Ky nhay du thao vin ban ciia SO
trinh Lanh dao UBND Thanh phd; Ky nhay du
thao vin ban ctia UBND Thanh phd.

- Néu khong dong ¥: Chuyén lai Chuyén vién
Phong Nghiép vu.

2 ngay

Cap nhat trén H¢
thong

Lanh dao
Sé

Xem xét ho so:

- Néu dong y: Ky duyét vin ban ctia S¢ trinh
Lanh dao UBND Thanh phd; Ky nhay du thao
vin ban cia UBND Thanh phé.

- Néu khong dong ¥: Chuyén lai Ban Tén gido.

3 ngay

Cap nhat trén H¢
thong

Lanh dao
UBND
Thanh

pho

Xem xét ho so:

- Néu ddng y: Ky duyét vin ban cia UBND
Thanh phd (Quyét dinh/y kién chi dao).

- Néu khong d@)ng y: Chuyén lai S& NoO1 vu,
Ban Ton gido.

10 ngay

Cap nhat trén H¢
thong

Quyét dinh
(Mau A3)/
Van ban chi
dao

9¢
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2 p Thoi Can cu
Buéc | Chi thé Quy trinh chi ti€t ] Trang thai arn cu: Ghi chu
gian phap ly
Linh | Tiép nhan vian ban tra 10i cia UBND Thanh phé:
dao, - Néu UBND Thanh phé da ra quyét dinh: Nhan Quyét dinh
Cong | quyét dinh va tra vé Bo phan TN&TKQ dé ban Cap nhat trén Hé (Méz N 3)' Du
chire giao két qua cho cong dan; 03 ngay thong thio Vin bér.l
phong | - Néu UBND Thanh phd ra ¥ kién chi dao: Du L
, R S e RSV tra 101
thuly |thdo van ban tra 101 t6 chirc/cd nhan ton gido
hod so (Lanh dao Phong ky nhay)
q Cap nhat trén Hé ét dinh
Linh dao | Xem xét ky duyét van ban tra 16i t6 chirc/ca _ | CepnhatwenHe | Quyctdin
’ N oa ia 02 ngay thong (Mau A3)/
Ban nhan ton giao et
Van ban tra 161
Co .
cl(l)ll’rlcg Capnhat trén He | 2uyetdinh
R Hoan thién Ho so, chuyén két qua vé BO phéan 72 P P i (Mau A3)/
phong | e TKQ nga thong Vin ban tra
thu 1y hd gy ‘.
161
SO’
Hiém B phin Hojm thién
thién Mot cira/ Tré ket Trang thong tin Quyét dinh t(;‘ilthll(lgt
x Té chire | BO phan Mét cua tra két qua cho T chie, cong qua N & R % (Mau A3)/ Ly
ho so; | . A dong bo Cong oo thuc ho so
. | cong dan, | dan. trong i P Van ban tra N N
Tra nowbi ned Dich vu qudc gia 15 trén Phan
két o g x g3y mém Dich
. | nop ho so n
qua vu cong

LS
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PHU LUC 5.1: BIEU MAU PIEN TU

1. Tén t6 chtrc ton gido (chit in hoa): .

2. Tru so:

3. Nguoi dai dién:

- Ho va tén:

- Tén goi trong ton gido (néu co):

- S6 CMTND/CCCD:

- Chue vy, pham vi (néu co):

4. Tén t6 chtrc ton gido truc thudc dé nghi cap dang ky phap nhan phi thuong mai:

5. Tén giao dich qubc té (néu co):

6. Tru sé cua td chirc ton gido truc thudc:

7. Dia ban hoat dong cta t6 chtrc ton gido truc thudc:

8. Co céu t6 chirc cua to chire ton gido tryc thude:

9. Sb luong tin dd, chirc séc, chirc viéc, nha tu hanh cta td chirc ton gido tryc thudc tai thoi diém duoc dé nghi cép
dang ky:

10. Nguoi dai dién:

- Ho va tén:

- Tén goi trong t6n gido (néu co):

- S6 CMTND/CCCD:

- Chtrc vu, phém Vi (néu co):

8§
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PHU LUC 5.2: THANH PHAN HO SO PIEN TU

N N Co s& dit liéu/ban | Bét budc/khon Nop ban Piéu ki¢n vé
TT Tén thanh phan ho so N v A g ,p, A
chup/ban dién tir | bat bugc dinh kem chinh ky thuat
e 1. ax ) x Ban scan van ban . R . . Vin ban ¢6 chit ky sb
1 Van ban dé nghi (theo mau B15); N . Bat budc Bat budc - y
deé nghi hodc file scan mau
Ban tom tit qua trinh hoat dong
t6n gido cua to chirc ton gido truc . , Van ban c6 chit ky sd
2 Ag . . % . Ban scan Bat budc Bat budc . y
thudc tur khi dugc thanh 1ap, chia, hoéc file scan mau
tach, sap nhap, hop nhat;
Danh sach, so yéu Iy lich, phiéu
Iy lich tu phéap, ban tom tit quéa
trinh hoat dong ton gido cua . . Van ban c6 chit ky sd
3 N & . ~g . Ban scan Bat budc Bat budc . y
nguoi dai dién va nhiing nguoi hodc file scan mau
1anh dao cua tb chirc ton giao truc
thudc;
Ban ké khai va gidy t& chim .
) . g’ y? 2 ’g ] . R . . Van ban c6 chit ky so
4 | minh tai san hop phap cua to chuc Bén scan Bat budc Bat bugc 5 .
a N hoac file scan mau
ton gido truc thudc;
Hién chuon , diéu 16 hodc céac B
- 1 % j o, \ A A Vin ban co chit ky so
5 van ban ¢6 ndi dung tuong tu cua Ban scan Bat budc Bat budc . .
2 4 A ., R hoac file scan mau
to chure ton gido truc thudc.
A L 9 e Khong Bt 9
6 Tai liéu khac kém theo (néu co). Ban scan Khong Bat bugc b gc Bén scan
u .

12
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Mau B15

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

M., ngay .. thang .... nam....

PE NGHI
Cép ding ky phap nhin phi thwong mai cho t6 chirc ton gido trwc thude

Kinh gui: ............ @

Pé nghi cdp dang ky phap nhan phi thuong mai cho t6 chirc ton gido truc

thudc vdi cac ndi dung sau:
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Vin ban kém theo gém: Ban tém tit qua trinh hoat dong ton gido cia td chiic
ton gido truc thudc tir khi dugc thanh 13p, chia, tach, sap nhép, hop nhét; danh
sach, so yéu 1y lich, phiéu Iy lich tu phap, ban tom tit qua trinh hoat dong ton gido
ctia nguoi dai dién va nhitng ngudi 1anh dao cua to chic tén gido truc thudc; ban
ké khai va gidy to chimg minh tai san hop phap cua t6 chirc t6n gido truc thudc;
hién chwong, diéu 1& hodc cac vin ban c6 ndi dung twong tir cta to chirc ton gido
truc thudc.

TM. TO CHUC TON GIAO
(Chit ky, dau)

(M Pia danh noi ¢ tru s cta to chire ton gido dé nghi cip dang ky phap nhan
phi thuong mai cho t6 chirc t6n gido truc thudc.

@ Co quan quan 1y nha nuée vé tin ngudng, ton gido ¢ trung wong ddi voi dé
nghi cip dang ky phap nhan phi thuong mai cho t6 chiic ton gido truc thudc cé dia
ban hoat ddng ¢ nhiéu tinh; Uy ban nhan dan cap tinh dbi véi dé nghi cap ding ky
phap nhan phi thuong mai cho t6 chirc ton gido truc thudce ¢ dia ban hoat dong &
mat tinh.
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MaAu A3

........... M CONG HOA XA HQI CHU NGHIA VIET NAM
------- Poc 1ap - Tw do - Hanh phuc

Sb: ....... /QD-........ @ ..., ngay ... thang .... nam....

QUYET PINH
Vé viéc cap ding ky phap nhan phi thwong mai cho t6 chirc ton gido
truc thugc

Can cir Diéu 30 ciia Ludt tin nguéng, tén gido ngay 18 thang 11 nam 2016;

Can cir Diéu .... Nghi dinh s6..../2023/NP-CP ngady .... thing.... ndam 2023 ciia
Chinh phit quy dinh chi tiét mot sé diéu va bién phdp thi hanh Ludt tin ngudng, tén
gido;

CN CUE.ooooee e e e :
THEO @6 MGIT CUL.........oeeoeeeeeeeeeeeeeeeeeeeeeeee e,
QUYET PINH:

Piéu 1. Cap dang ky phap nhan phi thuong mai cho............... © e
THUOC t0 CHTC 1O ZIAO .o,
Trusd .ooeen.... ) ettt ettt e rt e et e et et eeae et eeeeens
Dia ban hoat dong ton gido............. ) et e

Piéu 2. ... ©... dugc hoat dong tén gido theo quy dinh ctia phap luat Viét Nam
va hién chuong cua t6 chirc dugc co quan nha nudc c6 tham quyéen chap thuan.

Piéu 3. (Hiéu lyc cua Quyét dinh; ghi tén co quan, to chirc, ca nhan co lién
quan trong vi¢c thi hanh Quyét dinh).

Noi nhgn: @
- Nhu Piéu 3; (Chit ky, ddu)
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M Co quan quan 1y nha nuéc vé tin ngudng, ton gido & Trung vong d6i voi
viéc cap dang ky phép nhan pI}i thuong mai cho tf) chure tf)p gido truc tl}u(f)c co dia
ban hoat dong & nhi€u tinh; Uywban nhin dan cap tinh do61 vaoi viée cap dang ky
phap nhan phi thuong mai cho t6 chirc ton gido truc thudc c6 dia ban hoat dong &
mot tinh.

@ Viét tat tén co quan ban hanh Quyét dinh.

®) Pia danh noi ban hanh Quyét dinh.

@ Thu trudng co quan nha nude cd tham quyén ban hanh Quyét dinh.

) Van ban quy ,dinh chte nang, nhiém vu, quyén han va co ciu té chirc cia co
quan ban hanh Quyét dinh.

©) Teén t6 chirc ton gido truc thude duge cap ding ky phap nhan phi thuong mai.



6. Quy trinh: Thi tuc ding ky nguwoi dwge bo nhiém, bau cir, suy cir am chire viée ddi véi cac trwong hop quy
dinh tai Khoan 2 Piéu 34 ciia Luat tin ngudng, ton gido (QT-06)

nhiém, bau cir, suy cir lam chirc viéc ddi véi
cac trwomg hop quy dinh tai Khoan 2 Diéu
34 cua Luat tin nguwdng, ton gido.

- Ngudi ndp hd so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 6.1 kém theo).

Biéu mau dién tr
Thong bdo vé

Buée | Chii thé Quy trinh chi tiét Thor Trang thai | O CUPRAP L i chi
gian ly
- Cé4 nhan nop hd so truc tuyén tai Céng dich
vu cong qudc gia (dia chi: dichvucong.gov.vn)
hodic Céng dich vu cong cua Thanh phd (dia
chi: dichvucong.hanoi.gov.vn); Cdng Dich vu
- Nguoi nop ho so dang ky tai khoan giao dich cong Quéc gia
dién tu, dang nhdp tai kho:éln, X4c tl}l_IC dinh thuc hién dang | Nghi dinh s6 Nguoi ndp
danh dién tir (theo huéng dan trén Cong Dich nhap mot 1an, |95/2023/ND-CP| hd so phai
vu géng). o 7 diéu huéng ngay 29 thang | dang ky
- Cong DVC két n61 vé1 CSDLDC dé khai thac nguoi dung téi | 12 ndm 2023 | tai khoan
1. < cac truong thong tin cia cong dan co trong Céng Dich vu | ctia Chinh phu | giao dich
Nop | 1O€hUe | csDLDC (khi duge két ndi). cong Thanh phé | quy dinhchi | dién tu,
hdso | O mhan Ngudi ndp ho so lya chon: dé thuc hién cic |tiét mot sé didu dang nhap
+ Dich vu cong triee tuyén budc tiép theo; | va bién phap | tai khoan,
+ Chon S6 Ngi vu Tai khoan gobm | thi hanh Luat | xac thuc
+ Chon Ilinh viee Tin ngudng, ton gido Tén dang n}lélp tin ngudng, | dinh danh
+ Chon thii tuc: Ping ky ngudi dwge bd va mat khau. ton gido dién tur

9
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2 . Thoi Can ctr pha
Budéc | Chi thé Quy trinh chi tiét ] Trang thai an cu: phap Ghi chu
gian ly
(Truong hop cdc théng tin trong Biéu mau dién viéc da giri hd
tr dii 6 trong Co so dir liéu quoc gia vé dan cu, so thanh cong,
hé tho”'ng thong tin co lién quan, duoc dién tu cho kiém tra,
dong (néu c6) tiép nhan, phan
- Tich hop thanh phan hd so theo mau tai Biéu héi
mAu dién tir (chi tiét tai Phu luc 6.2 kém theo).
- Ngudi ndp kiém tra, cip nhat thong tin bao
dam thong tin dy du, chinh xac, hop phap.
- Nguoi nop ho so truc tuyén lya chon giri hd
so (ban gidy), nhan két qua giai quyét ho so
(ban gidy) qua dich vu buu chinh cong ich.
(Truong hop cong dan khong lya chon nhan két
qua qua dich vu buu chinh céng ich, Ban Tén
gido s& gui két qua file dién tir vao dia chi
email ciia cong dan).
1. Nhan thong bao co ho so méi trén Hé théng; g 2 =
L 2 L Vian ban tir choi, | Biéu mau
2. 2. Kiém tra ho so va cac thong tin. o, , R
Tié Trudme hoo ha 3 b hoiic h van ban huéng | theo Thong tu
lép Trutng hop ho 5o cin b9 sung hof ho so din | 012018/
nhan : y : N
‘2" B6 phan b’0n§ P uI('\)IC ‘e%m (}uy;:lr; glal qu};e Thuil El,lg Vi ned Phicu chuyén xtr | VPCP ngay
Y3 | Mot cira | 080 den Neguoi nop ho so (mdu Thong bao | 72ngdy | o ppatian | 23/11/2018
giai bi¢n tr) néu rd 1y do va cod van ban hudng dan A A s
£ AR N . n 1A trong Phan mém cua Van
quyét nguoi yéu cau bd sung ho so, hoan thién ho so, A \ .
hd so oy 15 loai eidv . noi d in b 4 bang 1énh phong Chinh
néu rd loai giay to, ndi dung can bo sung dé¢ chuyén) phii

Nguoi ndp ho so bo sung, hoan thién.

12
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Buéce | Chii thé Quy trinh chi tiét T,hm Trang thai Cin cu,’ phap Ghi chu
gian ly
3. Truong hop Ngudi ndp hd so khong bd
sung, hoan thién dugc hd so, ¢6 van ban tir choi
giai quyét yéu cau ciia Ngudi ndp hd so.
4. Trudng hop ho so du diéu kién giai quyét:
4.1. Cap nhat thong tin vao He théng (Sé theo
ddi dién tir theo mau).
4.2. Xac nhan thong tin, giri thong béo tiép
nhan (mi ho so va ngay gio tra két qua) vao tai
khoan ctia Ngudi nop hd so.
Chuyén hd so téi Truong Bo phan mot cua;
Chuyén hé so dén Lanh dao Ban Tén gido.
1. Truy cip vao Hé thong nhan thong bao c¢6 hd Phiéu chuyén xir
Lénh dao | so méi va tiép nhan hd 0. o | 02 ngay ly (Thé h‘ién trong
Ban 2. Phan cong thu 1y ho so, chuyén ho so vé Phan mém bang
phong Nghiép vu. 1énh chuyén)
1. Truy cip vao Hé thong nhan thong bao c¢6 hd
so méi va tiép nhén hd so. R o
. 2. Phan cong cho cong chirc thu 1y ho so, tham Capﬂnhe_}t tren
Lanh dao muu giai quyét. He thf) e
Phong, A , A N 4 Yéu cau bo
A 3. Cong chtrc thu 1y ho so kiém tra ho so (Biéu \ N
Cong x ) A 15 ngay sung/ tir choi
, mau, file dinh kem). - £
chirc thu . \ R, giai quyet/Dy
Iyhéso | Truong hop ho so chua du dicu kién giai thio vin ban

quyét: Dy thao vin ban théng bao bd sung hd
so (lanh dao Ban ky); néu rd 1y do, ndi dung
can bd sung.

tra 1o1
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Buéc | Cha thé Quy trinh chi tiét T,hm Trang thai Can cu: phap Ghi chu
gian ly
- Truong hop hd so khéng du didu kién giai
quyét: Dy thao vin ban théng bao tra lai hd so
(l1anh dao Ban ky), néu rd 1y do.
4. Trudng hop hd so day du, tiép nhan ho so:
- Tham muu van ban xin y kién céc co quan
lién quan (lanh dao Ban ky).
- Téng hop ¥ kién cic co quan lién quan va
tham dinh cac noi dung;
- Du théo van ban cua Ban tra 101 td chirc/ca
nhan ton gido.
Kiém tra ho so:
Linh dao |~ Néu ’dénig yA Ky duyét van ban tra 10i td ‘ Cap nh:fit trén Hé
Ban ‘ chug/ca nhan top giao. q 2 ngay thong;
- Néu khong dong y: Chuyén lai Chuyén vién Vin ban tra 101
Phong Nghiép vu.
Coflg chire Hoan thién HO so, chuyén Kkét qua vé B phéan ) Cap nha;t wen He Van ban tra
phong thu | 1\ e TkQ ngay thong 10
ly ho so
3: B§ phan Ho:c‘m thién
g::z: Mg)t cira/ ) 7 Tra két Tr‘ang théng tin ;?;hqll(lé}:t
hd s.o’; Tﬁ chl:rc BAcf) phan Mot ctra trd két qua cho To6 chtrc, cong qua dépg bo Cé?g Van b‘é}n tra thite hd so
Tra | <ON8 d‘zfn, dan. tror‘lg Dich Vi quoc 161 trén Phin
Kkét Angu,gl neay sla mém Dich
. | nop ho so R
qua vu cong

L9
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PHU LUC 6.1: BIEU MAU PIEN TU

1. Tén t chuc:

2. Tru so:

3. Ho va tén nguoi dugce du kién bd nhiém, bau ctr, suy cu:

- Tén goi trong ton gido:

- Nam sinh:

- Noi cu tru:

4. Pham vi:

5. Chirc vu trude khi duoc bd nhiém, bau cu, suy cu:

6. Chue vu sau khi dugc bd nhiém, bau ctr, suy ct:

7. bia ban phu trach trude khi dugc bd nhiém, bau ct, suy cir:

8. Pia ban phu trach sau khi dugc bd nhiém, bau cu, suy cu:

89
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PHU LUC 6.2: THANH PHAN HO SO PIEN TU

Co s¢ dir . . 5 R
s Bat bugc/khong bat Diéu kién ve
TT Tén thanh phan ho so liéu/ban chup/ - g NoOp ban chinh iy A
e men o budc dinh kém ky thuat
ban dién twr
BA 21 bé Vin ban c6 chir
x an scan van ban . , .
1 Van ban dang ky (theo mau B19) 42 nohi Bat budc Bat bugc ky so hodc file
¢ nghi
& scan mau
So yéu 1y lich, phiéu 1y lich tu phap Vin ban co chir
2 cua nguoi dugce du kién bd nhiém, Ban scan Bit budc Bit budc ky sb hodc file
bau cwr, suy cir scan mau
Ban tom tit qua trinh hoat dong ton Van ban c6 chir
3 gido cua nguoi duoc du kién bd Ban scan Bit budc Bit budc ky s6 hodac file
nhiém, bau cur, suy cu scan mau
4 Tai liéu khac kém theo (néu c6) Bén scan Khong Bt budce Khong Bt budce Ban scan
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Tén td chitc (chit inhoa): ......oovvvvieeiieeiiieee ®

Maiu B19

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

M., ngay .. thang .... nam....

PANG KY

Ngwoi duwge bo nhiém, bau cir, suy cir lam chire viéce

Kinh gui: ............... @

TU SO ettt et e e e e e e e e e e ee e e e ae e aaaaeaaaes

bang ky nguoi dugce bd nhiém, bau ctr, suy ctr lam chire viée voi cac ndi dung sau:

Ho va tén

Chure vu trude
va sau khi

Dia ban phu
trach truwéc va

. Tén goi| . z 2 sau khi dwoc b
nguoi dugce du g9 Nam |Noi cw| Pham |gwgce bo nhiém, " A
T | 2 ~. °| trong [ | , . N * | nhiém, bau cir,
kién bo nhiém,| , 7 | sinh tru Vi | bau cit, suy cir :
N . |ton giao suy cir
bau cw, suy cwr
Truoc | Sau | Truoc | Sau
1
2

Vin ban kém theo gom: So yéu Iy lich, phiéu 1y lich tu phap ctia nguoi dugc

du kién bd nhiém, bau cu, suy cu; ban tém tat qua trinh hoat dong ton gido cua
nguoi duge du kién bd nhiém, bau cu, suy ctr.

TM. TO CHUC @
(Chit ky, ddu)
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(M Pia danh noi ¢o tru so cta td chirc ton gido, to chire ton gido truc thudc hoic
t6 chic duoc cip ching nhan ding ky hoat dong ton gido.

@ Co quan quan 1y nha nudc vé tin ngudng, ton gido & trung wong ddi voéi
truong hop bo nhiém, bau ct, suy ctr chtrc viéc theo quy dinh tai khoan 1 Diéu 34
ctia Luat tin ngudng, ton gido; co quan chuyén mén vé tin ngudng, ton gido cap
tinh d6i vai truong hop bd nhiém, bau cu, suy cu chtuc viéc theo quy dinh tai
khoan 2 Diéu 34 cua Luat tin ngudng, ton gido; co quan nha nudc c6 tham quyén
quy dinh tai khoan 3 Diéu 19 cta Luat tin ngudng, ton gido d6i véi trudng hop bd
nhiém, bau ct, suy cir chirc viée theo quy dinh tai khoan 3 Diéu 34 cia Luat tin
ngudng, ton gido.

®) T4 chirc ton gido, to chirc ton gido truc thude hodc to chirc duge cip chimg
nhén ding ky hoat dong ton gido. Pdi véi to chirc ton gido, t6 chic ton gido truc
thudc nguoi thay mat to chirc phai ky tén va dong dau.



7. Quy trinh: Thii tuc ding ky ngwoi dwoe bd nhiém, bau cit, suy cir lam chire viée ciia té chire dwoe cAp chirng

nhin dang ky hoat dgong ton gido cé dia ban hoat dong & mot tinh (QT-07)

Buée | Chii thé Quy trinh chi tiét Thot Trang thai Canew 1 ohi chi
gian : phap ly
- C4 nhan ndp hd so truc tuyén tai Cong dich
vu cong qubc gia (dia chi: dichvucong.gov.vn)
hodc Cong dich vu cong cuia Thanh pho (dia . )
chi: dichvucong.hanoi.gov.vn). Cf’ng leh vu
- Nguoi ndp ho so ding ky tai khoan giao dich Cﬁ)ngﬁ_}?og ?la o .
dién tur, dang nhap tai khoan, xac thyc dinh t Ef fen le‘}ng Nghi dinh s6 Neudi
danh dién tir (theo huéng din trén Cong Dich {1 4P I,not an,‘ ) 95/2023/ND- nop hd so
vu cong). diéu huong nguoi | CP ngay 29 pﬁéi ding
- Céng DVC kbt ndi v6i CSDLDC dé khai thac ‘g.ni 101 Cong | thang 12nfm | )
cac truong thong tin cia cong dan co trong 1? vy c?n% 2023 cua khoa
1 ) e Thanh pho dé Chinh pht oan
* | T8 chire. | CSDLDC (khi dugc két noi). L 1nh phu iao dich
Nop ’ N thyc hiéncéc | quy dinh chi | 820 ¢
hA. ca nhan | - Nguoindp ho so lya chon: buée ti ép theo: e : At o8 dién tu,
0so + Dich vu cong truc tuyéen ’ 1 S m9 S? dang nhap
v ArAs diéu va bién .. \
+ Chon So Noi vu Tai khoan gdm | phap thi hanh | 2 K1041,
+ Chon linh vuc Tin nguong, ton giao Tén dang nhap va P If)uét tin xac thye
+ Chon thi tuc: Ping ky ngudi dwoc bd mat khéu- n gudn g, ton dinh danh
nhiém, bau cit, suy cir lam chirc viéc cia td ' gié(; dién tur

chitc dwge cip chirng nhin ding ky hoat dong
ton gido c6 dia ban hoat dong ¢ mot tinh.

- Ngudi ndp hd so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 7.1 kém theo).
(Truwong hop cdc théng tin trong Biéu mau dién

Biéu mau dién tir
Thong bao vé
viéc da gui ho so

L
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2 . Thoi Can cu
Buwée | Chi thé Quy trinh chi tiét . ol Trang thai a,n cu: Ghi chua
gian phap ly
tr di cé trong Co sé dir liéu quoc gia vé dan cu, thanh cong, cho
hé thong théng tin cé lién quan, dwoc dién tu kiém tra, tiép
dong (néu cé) nhén, phan hdi
- Tich hop thanh phan hé so theo mau tai Biéu
mAu dién tir (chi tiét tai Phu luc 7.2 kém theo).
- Ngudi ndp kiém tra, cip nhat thong tin bao
dam thong tin ddy du, chinh xé4c, hop phap.
- Ngudi nop hd so truc tuyén lwa chon giri hd
so (ban gidy), nhan két qua giai quyét hd so
(ban gidy) qua dich vu buu chinh cong ich.
(Truong hop cong dan khong lira chon nhén két
qua qua dich vu buu chinh cong ich, Ban Ton
gido s& gui két qua file dién tir vao dia chi
email ciia cong dan).
1. Nhan thong bao co ho so m&i trén Hé théng;
2. Kiém tra hd so va cac thong tin.
5. Trli:ong h(_g’p h? SO CE‘}n bo sun% hO’qEQ hoA SO Vin ban tir chéi, Biéu IPau theo
Tié khong thudc tham quyén gidi quyét: Giri Thong vin ban huéne din: Thong tu
P bao dén Ngudi ndp ho so (miu Thong bao Pién y SO 012018/TT-
nhan A 1A N N , x . Phiéu chuyén xur \
v 2‘.1 B0 phan | tir) néu ro6 1y do va c6 van ban hudng dan nguoi v ned Iy (Thé hién VPCP ngay
... | Motcwra |yéu ciu bd sung hd so, hoan thién hd so, néu 13 > ngay Y o 23/11/2018
giai VIR X L2 2 N trong Phan mém . X
£ loai giay t0, ndi dung can bd sung dé Nguoi SR cua Van
quyet NI 2  a bang 1énh - ,
hd so ndp ho so bd sung, hoan thién. chuyén) phong Chinh
3. Trudng hop Nguoi ndp hd so khong bo sung, y phu

hoan thién dugc hd so, c6 van ban tur choi giai
quyét yéu cau cua Nguoi nop ho so.

€L
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2 . Thoi Can cu
Buéc | Chi thé Quy trinh chi tiet . ol Trang thai a,n cu: Ghi chu
gian phap ly
4. Trudng hop ho so du diéu kién giai quyét:
4.1. Céap nhat thong tin vao Hé thong (S6 theo
ddi dién tir theo mau).
4.2. X4c nhan thoéng tin, giri thong bao tiép
nhén (ma ho so va ngay gid tra két qua) vao tai
khoan cta Ngudi ndp hd so.
Chuyén hd so téi Truong Bo phan mdt cira;
Chuyén hé so dén Lanh dao Ban Tén gido.
1. Truy cép vao Hé théng nhén thong bao c6 hd Ph1,6u Ch?y?? x
~ Y A 1A 1y (Thé hi¢n
Lanh dao | so mdi va tiép nhan ho so. . IO
’ A A A 2 » | 02 ngay | trong Phan mém
Ban 2. Phan cong thu Iy ho so, chuyén ho so vé 3ne lenh
hong Nghiép vu bang I¢n
p e chuyén)
1. Truy cép vao Hé thong nhén thong bao c6 hd
s0 méi va tiép nhan ho so.
2. Phan cong cho cong chic thu 1y hd so, tham
muu giai quyét. R At A TTA
h < R \ o R C h t t H
Linh dao | 3. Cong chirc thu 1y hd so kidm tra hd so (Biéu ap et en He
R x , . thong;
Phong, | mau, file dinh kém). oy
o . N D aen o n .. . Yéu cau bo sung/
Cong - Truong hop ho so chua du diéu kién giai | 15 ngay it chéi eidi
chirc thu | quyet: Dy thdo van ban thong bdo bo sung hd avét /Dugthéo
ly ho so | so (1anh dao Ban ky); néu ro 1y do, ndi dung auy :

can bd sung.

- Trudong hop hd so khong du diéu kién giai
quyét: Du théao van ban thong bao tra lai hd so
(1anh dao Ban ky), néu rd 1y do.

van ban tra 161

vL
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Thoi

Can cwr

Buéc | Chii thé Quy trinh chi tiét . Trang thai . Ghi chu
gian phap ly
4. Trudng hop ho so day du, tiép nhan ho so:
- Tham muu vin ban xin ¥ kién cac co quan
lién quan (lanh dao Ban ky).
- Toéng hop ¥ kién cac co quan lién quan va
tham dinh cac noi dung;
- Dy thdao van ban cta Ban tra 16i to chire/ca
nhén ton gido.
Kiém tra hd so:
_ A A ,: 4 A - 5 5 \e A CA hf\t t A
Linh dao Neu ’donAg yA Ky duy¢t van ban tra 101 to ‘ E.IPAH 2.1 ren
Ban * | chlrc/cé nhan ton gido. 2 ngay H¢ thong;
- Néu khong dong y: Chuyén lai Chuyén vién Van ban tra 161
Phong Nghi¢p vu.
Cong
, . . . . Cép nhat trén H¢
ch‘u’c Hoan thién HO so, chuyén két qua vé B phan ) P 2'1; ren e Van ban tra
Phong | 1\g TKQ nga thone loi
thu Iy hd ' gay
SO’
Hoan
3- thién cac
Hoan | B0 phén u. trinh
thi¢n | Mot cira/ Tré ket Trang thong tin (i(é}t, thuc
hd To chire | BO phan Mot cura tra két qua cho T chure, cong qua N £ R % Van ban tra A N
o A R dong bo Cong . ho so trén
so; | cong dan, | dan. trong ) IO 161 N
. L. . Dich vu qudc gia Phan
Tra nguoi ngay N
két | ndp ho so mém
t 0 Dich vu
qua o
cong

12
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PHU LUC 7.1: BIEU MAU PIEN TU

1. Tén t chuc:

2. Tru so:

3. Ho va tén nguoi dugce du kién bd nhiém, bau ctr, suy cu:

- Tén goi trong ton gido:

- Nam sinh:

- Noi cu tru:

4. Pham vi:

5. Chirc vu trude khi duoc bd nhiém, bau cu, suy cu:

6. Chuc vu sau khi duge bd nhiém, bau ctr, suy cu:

7. bia ban phu trach trude khi dugc bd nhiém, bau ct, suy ct:

8. Pia ban phu trach sau khi dugc bd nhiém, bau cu, suy cu:

9L
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PHU LUC 7.2: THANH PHAN HO SO PIEN TU

Co sé dir Bit budc/khong Noo ban Pidy kidn va
TT Tén thanh phan ho so liéu/ban chup/ bat bugc dinh ,p’ . A
S ten e N chinh ky thuat
ban dién twr kém )
Ban scan van ban Van ban ¢6 chi
1 | Vin ban ding ky (theo mau B19) & nohi Bit budc Bit budc ky so hodac file
e scan mau
So yéu 1y lich, phiéu 1y lich tu Vin ban c6 chir
2 | phap cua nguodi duge dy kién bd Bén scan Bat budc Bat budc ky so hoac file
nhiém, bau ctr, suy cu scan mau
Ban tom tit qua trinh hoat dong Van ban c6 chir
3 | ton gido cua ngudi duoc dy kién Ban scan Bit budc Bit budc ky so hoac file
bd nhiém, bau ctr, suy cu scan mau
c 1A 7 \ A J 2 A M A Khén Bét ”
4 | Tai liéu khéac kém theo (néu co) Ban scan Khong Bat budc bu%c Ban scan

LL
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B I PN

CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

... ngay .. thing .... nam....

DANG KY
Ngudi dwoc bo nhiém, bau cir, suy cir lam chirc viée

Kinh guri: ............... @

Tén t6 chitc (chir in hoa): .......cooveieiiie i )

bang ky nguoi dugc bo nhiém, bau ctr, suy cur lam chirc viée voi cac ndi dung sau:

Mau B19

TT

Ho va tén nguoi
dwoe dy kién bd
nhiém, béu cir,
suy cir

Tén goi
trong
ton gido

Nam
sinh

Noi cw
tra

Pham vi

Chirc vu trudc va sau
khi duwge bo nhiém,
bau ci, suy cir

Dia ban phu trach truéc
va sau khi dwogc bo

nhiém, bau cit, suy ctr

Truoc

Sau

Truoc

Sau

Vin ban kém theo gdm: So yéu 1y lich, phiéu 1y lich tu phép ctia nguoi dugc du kién bd nhiém, bau cir, suy ctr; ban
tom tat qua trinh hoat dong ton gido cua nguoi dugc du kién bo nhiém, bau cur, suy cu.

TM. TO CHUC @
(Chit ky, déu)

3L
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() Pia danh noi o tru so ciia to chirc ton gido, t6 chirc ton gido truc thudc hodc t6 chirc duoc cip ching nhan ding ky
hoat dong ton gido.

@ Co quan quan 1y nha nude vé tin ngudng, ton gido & trung wong dbi véi truong hop bo nhiém, bau cir, suy ctr chiic
viéc theo quy dinh tai khoan 1 Diéu 34 cua Luat tin ngudng, ton gido; co quan chuyén mon vé tin ngudng, ton gido cap
tinh d61 véi truong hop bd nhiém, bau cur, suy cur chuc viéc theo quy dinh tai khoan 2 Diéu 34 ctuia Luat tin ngudng, ton
gido; co quan nha nudc cé tham quyén quy dinh tai khoan 3 Diéu 19 cua Luat tin ngudng, ton gido doi vdi truong hop bod
nhiém, bau ct, suy ctr chirc viéc theo quy dinh tai khoan 3 DPié¢u 34 cua Luét tin ngudng, ton gido.

®) T chirc ton gido, to chirc ton gido truc thudc hodc td chitc dugc cap chimg nhan ding ky hoat dong ton giao. Pbi
vai to chure ton gido, té chirc ton gido truc thudc nguodi thay mét té chirc phai ky tén va dong dau.

12
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8. Quy trinh: Thi tuc diing ky mé 16p bdi dudng vé ton giao cho nguwdi chuyén hoat dong ton giso (QT-08)

Buéc | Chu thé Quy trinh chi tiét T.h ot Trang thai Ca’n cu” Ghi chu
gian phap ly
- Ca nhan ndp hd so truc tuyén tai Cong dich
vu coéng qudc gia (dia chi: dichvucong.gov.vn)
hoic Céng dich vu cong cta Thanh phé (dia . _
chi: dichvucong.hanoi.gov.vn). CAéng leh vi
- Ngudi ndp hd so ding ky tai khoan giao dich cong QPOC vg1a
dién tu, dang nhdp tai khoan, xac thuc dinh I;[I}uc lilflllkdag‘gk
A . X oA A . nhédp mot lan, dicu o o
33n§16 rcli;n tir (theo hudong dan trén Cong Dich huéng ngudi ding 9 ;jzgé; S/III\II}]; ?g ) I}\llglslgl rlllop
2 £ A . A t6i Cong Dich vu phal
- Cong DVC két n6i voi CSDLDC dé khai thac eone Thanh phé | N€dy 29 thang | dang ky
cac truong thong tin’cﬁa} cong dan co trong & t}gurc hiéniéo 12 ndim 2023 | tai khoan
1. —— CSDL‘D.CA(khikduqc ket noi). bude ti & 'theo; ctia Chinh phu | giao dich
N@p ca nhﬁn’ - Ngudingp ho so'lua ch9 . Tai khoan gdm quy dir}h C‘h itiéy  dién i,
ho so + Dich vu cong tryc tuyén Tén dine nhap va | MOt O dicu va | dang nhap
+ Chon S Nei vu RSP S bien phap thi | tai khoan
- ot mat khAu, 1l prap :
+ Chon linh vuc Tin nguong, ton giao ' hanh Luat tin | xac thuc
+ Chon thii tuc: Diang Ky mé 16p bdi dudng vé ngudng, ton | dinh danh
ton giao cho ngudi chuyén hoat dong ton gido. giao dién tur

- Nguoi ndp hd so dién cac ndi dung theo Biéu
mau dién tir (chi tiét tai Phu luc 8.1 kém theo).
(Truong hop cdc théng tin trong Biéu mau dién
tir di c6 trong Co s6 div liéu quoc gia vé dan cu,
hé thong théng tin cé lién quan, digc dién tir
dong (néu cé)

Biéu miu dién tir
Thong béao vé viéc
d3 giri ho so thanh

cong, cho kiém
tra, tiép nhan,
phan hoi

08
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cw
phap ly

Ghi chu

- Tich hop thanh phan hé so theo mau tai Biéu
mau dién tir (chi tiét tai Phu luc 8.2 kém theo).
- Ngudi ndp kiém tra, cap nhat thong tin bao
dam thong tin day du, chinh xé4c, hop phap.

- Nguoi nop hd so truc tuyén Iya chon giri hd
so (ban gidy), nhan két qua giai quyét hd so
(ban gidy) qua dich vu buu chinh cong ich.
(Trudng hop cong dan khéng lya chon nhan két
qué qua dich vu buu chinh cong ich, Ban Ton
gido s& gui két qua file dién tir vao dia chi
email cua cong dan)

Tiép
nhan
va
giai
quyét
hd so

B¢ phan
Mot cira

1. Nhén thong bao co ho so méi trén Hé théng;
2. Kiém tra hd so va cac thong tin.

Truong hop hd so cdn bd sung hodc hd so
khéng thudc tham quyén giai quyét: Giri Thong
bdo dén Ngudi nop hd so (miu Thong bao
Dién tir) néu 16 1y do va c6 vin ban huéng dan
ngudi yéu cau bd sung hd so, hoan thién hd so,
néu ro loai giéy to, ndi dung can bo sung dé
Nguoi ndp ho so bo sung, hoan thién.

3. Trudong hop Ngudi ndp hd so khong bd
sung, hoan thién duogc hd s0, ¢6 van ban tir chdi
giai quyét yéu cau ctia Ngudi np ho so.

4. Trudng hop hd so du didu kién giai quyét:
4.1. Cap nhit thong tin vao Hé thdng (S6 theo
ddi dién tir theo mau).

2 ngay

Vin ban tir chdi,
van ban huéng
dan;

Phiéu chuyén xur
1y (Thé hién trong
Phan mém bang
1énh chuyén)

Biéu mau
theo Thong tu
01/2018/TT-
VPCP ngay
23/11/2018
cua Van
phong Chinh
phu

I8
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. . Thoi Can cu
Buéc | Chii thé Quy trinh chi tiét 1ol Trang thai an e Ghi chu
gian : phap ly
4.2. Xac nhan thong tin, gui thong bao tiép
nhan (mi ho so va ngay gio tra két qua) vao tai
khoan ctia Ngudi nop hd so.
Chuyén hd so téi Truong BO phan mot cira;
Chuyén hd so dén Lanh dao Ban Tén gido.
1. Truy cép vao Hé thong nhan thong bao c6 hd Phiéu chuyén xur
Linh dao | so méi va tiép nhan hd so. 02 | ly (Thé hién trong
Ban 2. Phan cong thu ly hd so, chuyén hd so vé | ngay Phan mém béng
phong Nghiép vu. 1énh chuyén)
1. Truy cap vao Hé thong nhan thong bao ¢ hd
so moi va tiép nhan ho so.
2. Phan cong cho cong chirc thy 1y hd so, tham
muu giai quyét.
3. Cong churc thu 1y hd so kiém tra hd so (Biéu
. mau, file dinh kém). Céap nhat trén H¢
Lanh dao . N s A A 1A ean 4
. |- Truong hop hd so chua du dieu kién gidi thong;
Phong, £ s e 1 n L 1R A A A 1A
A quyét: Dy thdo van ban thong bao bod sung ho 15 Yéu cau bo sung/
Cong N , o, N . A ..
chire thu | 5 (lanh dao Ban ky); Néu r0 1y do, ndi dung | ngay tur choi giai
Iy hd so can bo sung. quyet/Du thdo van

- Truong hop hd so khéng du didu kién giai
quyét: Du thao vin ban thong bao tra lai hd so
(Ianh dao Ban ky), néu rd 1y do.

4. Trudng hop ho so day du, tiép nhan hd so:

- Tham muu vin ban xin ¥ kién cic co quan
lién quan (lanh dao Ban ky).

ban tra 161

4

¥207-8-50 Ae3N/L0T+90T 9S/ION YH OVd DNOD

v

v



Thoi

Can cwr

Buéc | Chii thé Quy trinh chi tiét : Trang thai . Ghi chii
gian phap ly
- Toéng hop ¥ kién cac co quan lién quan va
tham dinh cac noi dung;
- Du théo van ban cua Ban tra 101 t& chuc/ca
nhan ton gido.
Kiém tra hd so:
Linh dao |~ Néu ’d(‘A)nAg yA Ky duyét van ban tra 10i t6 ‘ CépAnhélt trén
Ban chuc;/ca nhan tqn g140. 7 2 ngay Hé thong;
- Néu khong dong y: Chuyén lai Chuyén vién Van ban tra 101
Phong Nghiép vu.
Cong
ch‘u’c Hoan thién HO so, chuyén két qua vé Bo phan 72 Capﬂnh'cit tren Van ban tra
phong | 1\& TKQ. ngdy HE thong; 10i
thu ly
hd so
3. Hoan
Hoan | B0 phan thién cac
thif}n M?t cura/ ’ q Tra két Trang thong tin quy trinh
ho To chire | BO phan Mot cua tra két qua cho To chirc, cong |  qua 1 ng bo C 6ng Van ban tra lfét thuc
so; | cong dan, | dan. trong Dich vu 'qu b gia 101 hé‘so tr§n
Tra nguoi ngay i i Phan mém
két | nop ho so Dich vu
qua cong

12
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. Tén t6 chuc (chit in hoa):
. Tru so:
. Tén 16pbdi dudng vé ton gio:

. Pia diém m¢ 16p:

. Thoi gian hoc:

1
2
3
4
5. Ly do mé 16p:
6
7. Noi dung hoc:
8

. Thanh phﬁn, sb lugng tham duy:

9. Hinh thirc mé 16p boi dudng:

PHU LUC 8.1: BIEU MAU PIEN TU
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PHU LUC 8.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khdng bit

NOp ban

TT Tén thanh phén hd so Diéu ki¢n vé k¥ thuat
en thanf phan 20 s chup/ban dién tic | budc dinh kem chinh red faen ve Ry thid
Vin ban dang ky (theo mdu | Ban scan vin ban dé R Xuat trinh/ndép | Vin ban co chit ky sd
1 i Bat bugc \ , < \
B27) nghi ban chinh hoac file scan mau
) , . Vin ban 6 chir ky sb
2 Chuong trinh boi dudng Ban scan Bat budc Bat budc . y
hoac file scan mau
L : , Vin ban c6 chit ky s6
3 Danh sach giang vién Ban scan Bat budc Bat budc an batl €0 € Y50

hodc file scan mau

¢8

¥207-8-S0 A83N/L0T+90T 9S/ION VH OVd DNOD

12

7



86

CONG BAO HA NOI/S6 206+207/Ngay 05-8-2024

VOl

Mau B27

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

.M., ngay .. thing ....nam....

DANG KY
M 16p boi dudng vé ton gido cho ngudi chuyén hoat dong ton gido

Kinh gui: ............... @

Ping ky mé 16p bdi dudng vé ton gido cho ngudi chuyén hoat dong ton gido
cac ndi dung sau:

LY dO MO LOP: ettt et e
ThOT ZIAN NOC: .eiiieiiicceeee et et e e eaes
NOLAUNZ ROC: e et e e ae e e e s eeensaeennns

Hinh thirc m& 16p b1 dUGNE ©: ...,
Vin ban kém theo gdm: Chuong trinh; danh sach giang vién.

TM. TO CHUC ©®

(Chit ky, déw)

(M Pia danh noi ¢6 tru sé cua td chirc ton gido hodc t6 chirc ton gido truc thudc.
@ Co quan chuyén mon vé tin ngudng, ton gido cap tinh noi md 16p.
®) T4 chtrc ton gido hodc t6 chirc ton gido truc thudc.
@ Péi voi cac 10p hoc truc tiép tai noi dién ra hoat dong boi dudng.

® Truc tiép hodc truc tuyén; két hop ca truc tiép va truc tuyén.



9. Quy trinh: Thi tuc dé nghi to chirc dai hdi ciia to chirc ton gido, to chirc ton gido trwe thude, td chire dwoe
cAp chirng nhén ding ky hoat dong ton gido c6 dia ban hoat dong ¢ nhiéu huyén thudc mot tinh (QT-09)

Buéc | Chii thé Quy trinh chi tiét 2:: Trang thai [?l?;pcll; Ghi chu
- C4 nhan nop ho so truc tuyén tai Céng dich
vu cong qudc gia (dia chi: dichvucong.gov.vn)
hoidc Cong dich vu cong ctia Thanh phé (dia
chi: dichvucong.hanoi.gov.vn); . )
- Ngudi nop ho so ding ky tai khoan giao dich CAong leh vi
dién tir, dang nhdp tai khoan, xac thuc dinh cong QPOC jgla Nghi dinh s B
danh dién tr (theo huéng dan trén Cong Dich thﬁuf hl@?jimg 95/2023/ND- Ng}llrgl
R nhdp mat lan, . nop ho so
vu cong). Y . CP ngay 29 e
- Céng DVC két ndi véi CSDLDC dé khai dicu g}wnf,_ (hing 12 ngm | PRl dang
thac cac truong thong tin cua cong dan cod %’?m Dl%nlgi o1 2023 cila ky tfll
L ) trong CSDLDC (khi duoc két ndi). JOM DICUVM b pha | <poan
R To chike, oA 1A _ cong Thanh pho : . | giao dich
Nop - Nguoi ndp ho so lua chon: 2 A quy dinh chi .
N ¢4 nhan . ) p dé thuc hién cac XA 4 dién ttr
ho so + Dich vu cong truc tuyén % tiet mot soO o
j : : budc tiep theo; S w dinge nha
+ Chon S6 Ngi vu : diéu va bién & NP
h‘ e : T . L Tai khoan gébm hén thi hénh tai khoan,
+ Chon lno vuc 111 ngu“onig 101? glao. o Tén ding nhap p EJ i xéc thuc
+; Chon thi tuc:.})e n%h; to chu;c da{ hoi caa va mat khau. 1521 A dinh danh
to chuc ton giao, t0 chirc ton gido truc nguong, ton dién tir
thudc, té chirc dwoe ciAp chirng nhin ding giao '

ky hoat dong ton gidao c6 dia ban hoat dong
¢ nhiéu huyén thudc mét tinh.

- Nguoi nop ho so dién cac noi dung theo Bicu
mau dién tir (chi tiét tai Phu luc 9.1 kém theo).
(Truong hop cac thong tin trong Biéu madu dién

Biéu mau dién tir
Thong bao vé
viéc da gir ho so

L8
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Buéc | Chii thé Quy trinh chi tiét Thoi Trang thai Canewr | G cha
gian phap ly
tr dii ¢6 trong Co sé diF liéu qudc gia vé dan cu, thanh cong, cho
hé thong thong tin ¢é lién quan, dwgc dién tu kiém tra, tiép
dong (néu c6) nhén, phan hdi
- Tich hop thanh phan ho so theo mau tai Biéu
mau dién tir (chi tiét tai Phu luc 9.2 kém theo);
- Ngudi ndp kiém tra, cap nhat théng tin bao
dam thong tin ddy du, chinh xéc, hop phap.
- Nguoi ndp hd so truc tuyén lwa chon giri hd
so (ban gidy), nhan két qua giai quyét hd so
(ban gidy) qua dich vu buu chinh cong ich.
(Truong hop cong dan khong lya chon nhan
két qua qua dich vu buu chinh céng ich, Ban
Ton gido s& giri két qua file dién tir vao dia chi
email cua cong déan)
1. Nhan thong bao co hd so m&i trén Hé théng;
2. Kiém tra ho so va cac thong tin.

2. Truong hop hd 50 can pé sung hoég hd so Vin ban tir chéi, | Biéu mau theo
Tidp khong thu(f)c’ tham guyén giéi quNyét: Gtri van bér; hudng Thong tu
nhan Théng bao dén Nguoi ndp hd so (mau Thong . dan; v 01/2018/TT-

Vi:l B0 phan béo bi¢n tu) néu‘rﬁ 1}2 do va C(:) van ban hudéng Vs ngy Phiéu chyyén xir | VPCP ngay

i Mot cira d@n nguodi yéu cau b6’sung ho so, hoém‘thiér} Iy (Th§ hiér} 23/11/2018
£ ho so, néu ro loai gidy to, ndi dung can bd trong Phan mém cua Van
illl:y? sung dé Nguoi ndp hd so bd sung, hoan thién. bang 1énh phong Chinh
08 3. Trudng hop Ngudi ndp hd so khong bd chuyén) phil

sung, hoan thién dugc hd so, c6 van ban tur
chdi gidi quyét yéu cau cia Nguodi ndp ho so.

38
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Budc  Chi thé Quy trinh chi tibt Thot Trang thai Canedr 1 i chi
gian phap ly
4. Trudng hop ho so du diéu kién giai quyét:
4.1. Cap nhat thong tin vao Hé thong (S6 theo
ddi dién tir theo mau).
4.2. Xac nhan thong tin, giri thong bao tiép
nhan (ma ho so va ngay gio tra két qua) vao tai
khoan ctia Ngudi ndp hd so.
Chuyén hd so toi Trudéng BO phan mot ctra;
Chuyén hd so dén Lanh dao Ban Tén gido.
1. Truy cap vao Hé théng nhan thong bdo c6 Phi€u chuyén xu
Léanh dao | ho so méi va tiép nhan ho so. . ly (Thi hleri
: N A PO » | 02ngay | trong Phan mém
Ban 2. Phan cong thu ly ho so, chuyén ho so vé X 1A
hong Nghiép vu. bang I¢nh
phong Nghiep vi chuyén)
1. Truy cap vao Hé thdng nhan thong bao co
hd so méi va tiép nhan ho so.
2. Phan cong cho cong chirc thu 1y hd so, tham
muu giai quyét. Céap nhat trén
Linh dao | 3. Cong chirc thu 1y hd so kiém tra hd so (Biéu Heé théng;
Phong, | mau, file dinh kém). Yéu cau bd
Cong | - Truong hop hd so chua di didu kién giai | 15ngdy | sung/ tir chéi
chire thu | quyét: Dy thao vin ban thong bao bd sung hd giai quyét/Du
Iy hd so | so (lanh dao Ban ky); néu rd ly do, ndi dung thao van ban
can bd sung. tra 101

- Truong hop hd so khong du didu kién giai
quyét: Dy thao vin ban thong béo tra lai hd so
(lanh dao Ban ky), néu rd 1y do.

68
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Thoi

Can cwr

Buéc | Chi thé Quy trinh chi tiét ) Trang thai R Ghi chi
gian : phap ly
4. Trudng hop hd so day du, tiép nhan ho so:
- Tham muu vin ban xin ¥ kién cac co quan
lién quan (lanh dao Ban ky).
- Téng hop y kién cac co quan lién quan va
tham dinh céc ndi dung;
- Du thao vin ban cua Ban tra 1i to chirc/ca
nhan ton gido.
Kiém tra hd so:
- Néu dd v: Ky ¢t van ba 4 101 t6 Cap nhat trén
Linh dao Neu ,donig yA Ky duyét van ban tra 101 to ‘ _pA ;
Ban *~ | chlrc/ca nhan ton gido. 2 ngay H¢ thong;
- Néu khong dong y: Chuyén lai Chuyén vién van ban tra 101
Phong Nghi¢p vu.
Cong
i ) X , , \ Cap nhat trén
ch‘u’c Hoan thién Ho6 so, chuyén két qua vé BO phan ) _pA " i
phong TN&TKQ . H¢ thong; van ban tra 1oi
thu Iy hd ' neay
SO’
3 Hoan
Hoan | B0 phén ;T;Iirfsﬁ
A M’\t d Ie . r
thlgn ? cu”a/ A A A 1A \ 1 Tra két | Trang thong tin ket thtic
ho To chirc | B phan Mot ctra tra két qua cho To chue, \ N . 2 T N
o R . " qua trong | dong b Cong | van ban trd 101 | ho so trén
so; | cong dan, | cong dan. . i I A
. A ngay Dich vu quoc gia Phan
Tra | ngwoi nop mém
(l;f; ho so Dich vu

cong
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0O I N »n B~ W N =

. Tén t6 chirc:
. Tru so:

. Ly do t6 chircdai hoi :
. Thoi gian:

. bia diém:

. Thanh phan:

. NoOi dung:

. Hinh thtrc t6 chir

PHU LUC 9.1: BIEU MAU PIEN TU
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PHU LUC 9.2: THANH PHAN HO SO PIEN TU

R . 1 a Co sé dir liéu/ban Bit budc/khong Nop ban Diéu kién vé
TT Tén thanh phin ho so Yo . L . i . .
chup/ban dién tir | bat bu¢c dinh kém chinh ky thuat
. . ~ Ban scan van ban , , Van ban c¢6 chit ky sb
1 Vin ban dé nghi (theo mau B33) N . Bat budc Bat budc . y
de nghi hodc file scan mau
Bao céo tong két hoat dong cua td . . Van ban c6 chir ky sb
2 ) £ at dong Ban scan Bat budc Bat budc . y
churc hodc file scan mau
Dy thdo hién chuong hodc hién : Khong Bat | Van ban c6 chit ky s6
3 ) s R & g’ ’ Ban scan Khong Bat budc {’, . y
chuong stra doi (n€u co) bude hoac file scan mau

6

¥207-8-50 Ae3N/L0T+90T 9S/ION YH OVd DNOD

v

v



CONG BAO HA NOI/S6 206+207/Ngay 05-8-202 93

Mau B33

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

... ngay..thing...nam...

PE NGHI
Té chirc dai hdi .............

Kinh gui: ......... @D

Dé nghi to chirc dai hoi véi cac ndi dung sau:
LY O 10 CHTIC: oo
1510 T4 T 1 U
DA GIEIN oo et e e e e e e eeeaee s
TRAND PRAN: ..o eee e
NOTLAUNE: oottt et e e e s e e st e e e e e e eenneeessaeeessaeenneeas
Hinh thtrc t0 ch@rc: ......oovvveeeeeeinnn.... e
Vin ban kém theo gom: Chuong trinh t6 chtrc dai hoi; du kién thanh phan, gé
lugng nguoi th;lm du; bao céq t6ng két hoat dong cua t6 chuc; du thao hién
chuong hodc hién chuong stra doi (néu co).

TM. TO CHUC @
(Ky, ghi ré ho tén, ddu)
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() Pia danh noi co tru s& cta to chirc ton gido, to chirc ton gido truc thudc hodc
t6 chirc duoc cip ching nhan ding ky hoat dong ton gido.

@ Co quan quan 1y nha nudc vé tin ngudng, tén gido & trung wong ddi véi viee
td chtrc dai hoi cta td chirc ton gido, td chirc ton gido tryc thudc, td chtre duoc céip
chimg nhan dang ky hoat dong ton gido c6 dia ban hoat dong & nhiéu tinh; co quan
chuyén mon vé tin ngudng, ton gido cap tinh dbi vai viée t6 chic dai hoi cua to
chirc ton gido, t6 chiic t6n gido truc thudc, to chirc dugc cap chimg nhan dang ky
hoat dong ton gido c6 dia ban hoat dong & nhiéu huyén thugc mdt tinh; Uy ban
nhan dan cap huyén ddi véi viée t6 chirc dai hoi cua to chic ton gido truc thude cd
dia ban hoat dong & mot huyén.

®) T4 chure ton gido, to chirc ton gido truc thude hodc to chirc duge cap chung
nhan dang ky hoat dong ton gido.

@ Tryc tiép hodc truc tuyén; két hop ca truc tiép va truc tuyén.



10. Quy trinh: Thi tuc dé nghj to chirc cudc 1& ngoai co sé ton gido, dia diém hop phap da ding ky c6 quy md to
chirc & nhiéu huyén thudc mdt tinh hoiic & nhiéu tinh (QT-10)

Buéc Chii thé Quy trinh chi tiét Thor Trang thai Canetr o eha
gian phap ly
- Cé4 nhan nop ho so truc tuyén tal Céng dich
vu cong qudc gia (dia chi: dichvucong.gov.vn)
hodc Cong dich vu cong ctua Thanh phd (dia
chi: dichvucong.hanoi.gov.vn); Cong Dich vu
- Nguoi ndp ho so dang ky tai khoan giao dich cong Qudc gia L <
dién tr, ding nhap tai khoan, x4c thuc dinh thue hién din Nghi dinh 56 Noudi
: N U O T | 9s5p03ND- |8
danh dién tir (theo hudng dan trén Cong Dich nhap mot 1an, diéu X " | ndp hd so
vu cong). huéng ngudi ding C,P ngay %9 hai dan
. LA . : . 2 thang 12 nam | P g
- Cong DVC két noi véi CSDLDC dé khai thac to1 Cong Dich vu g . ky tai
cac truong thong tin cia cong dan cod trong cong Thanh phd 2023 cua khoan
i t nbi s P2’ Chinh phi
1. . CSDLDC (khi dugc két noi). dé thuc hién cac 1 pht iao dich
To chire . A Y quy dinh chi £ j
Nop . | - Nguoindp ho so lya chon: budc tiep theo; SRR dién tu,
N ca nhan . . z tiet mot so s
ho so + Dich vu cong truc tuyén didu va bidn dang
+ Chon So Noi vu Tai khoan gom phép thi hé.nh nhédp tai
+ Chon linh vuc Tin nguong, ton gido Tén dang nhap va Luat tin khoan,
+ Chon thii tuc: Dé nghi té chirc cudc 1& ngoai mat khau. ngué“.ng ton xac thye
co s& ton gido, dia diém hop phap di ding gié(; dinh danh
Ky c6 quy md to chirc ¢ nhiéu huyén thudc dién tu

mét tinh hodc ¢ nhiéu tinh.

- Ngudi nop hd so dién cac ndi dung theo Biéu
mAu dién tir (chi tiét tai Phu luc 10.1 kém theo).
(Truong hop cdc théng tin trong Biéu mdu dién
tr di cé trong Co s6 dir liéu quoc gia vé dan cu,

Biéu mAu dién tir
Thong béao vé viée
d3 giri ho so thanh

cong, cho kiém
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Buoc

Chu thé

Quy trinh chi tiét

Thoi
gian

Trang thai

Can cwr
phap ly

Ghi chu

hé thong thong tin cé lién quan, dwoc dién tu
dong (néu cé)

- Tich hop thanh phan hd so theo miu tai Biéu
mAu dién tir (chi tiét tai Phu luc 10.2 kém theo).
- Nguoi ndp kiém tra, cap nhat thong tin bao
dam thong tin ddy du, chinh xé4c, hop phap.

- Nguoi nop hd so truc tuyén lua chon gii hd
so (ban gidy), nhan két qua giai quyét ho so
(ban gidy) qua dich vu buu chinh cong ich.
(Truong hop cong dan khong lya chon nhan
két qua qua dich vu buu chinh cong ich, Ban
Tén gido s& giri két qua file dién tir vao dia
chi email cua cong dan).

tra, tiép nhan,
phan hoi

Tiép
nhin
va
giai
quyét
hé so

B¢ phan
Mot cira

1. Nhan thong bao co hd so méi trén Hé théng;
2. Kiém tra ho so va cac thong tin.

Truong hop hd so can bd sung hodc hd so
khong thudc tham quyén giai quyét: Giri Thong
béo dén Ngudi ndp hd so (miu Thong bao Dién
tir) néu rd 1y do va c6 vin ban huéng dan nguoi
yéu cu bd sung ho so, hoan thién hd so, néu rd
loai gidy to, ndi dung cin bd sung dé Nguoi
nop ho so bd sung, hoan thién.

3. Trudng hop Nguoi ndp hd so khong bd sung,
hoan thién duoc hd so, ¢6 van ban tir chdi gidi
quyét yéu cau ciia Ngudi ndp hd so.

4. Trudng hop ho so di diéu kién giai quyét:

2 ngay

Vin ban tir chdi,
van ban huéng dan;
Phiéu chuyén xur
1y (Thé hién trong
Phin mém bang
1énh chuyén)

Biéu miu theo
Thong tu
01/2018/TT-
VPCP ngay
23/11/2018
cua Van
phong Chinh
phu
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Budc | Chii thé Quy trinh chi tibt Thot Trang thi Caner o chi
gian phap ly
4.1. Céap nhat thong tin vao Hé thong (S6 theo
ddi dién tir theo mau).
4.2. X4c nhan thoéng tin, giri thong bao tiép
nhan (ma hd so va ngay gid tra két qua) vao tai
khoan cta Ngudi ndp hd so.
Chuyén hd so toi Truong Bo phan mdt cira;
Chuyén hé so dén Lanh dao Ban Tén gido.
1. Truy cép vao Hé théng nhan thong bao c6 hd Phiéu chuyén xur
Lanh dao | so méi va tiép nhan ho 80. o | 02 ngay ly (Thé hjén trong
Ban 2. Phan cong thu ly ho so, chuyén ho so vé Phan mém bang
phong Nghiép vu. 1énh chuyén)
1. Truy cap vao Hé thong nhan thong bao c6 hd
so méi va tiép nhén hd so.
2. Phan cong cho cong chuc thu 1y hd so, tham
muu giai quyét.
i 3. Cong chire thu 1y hé so kiém tra hd so (Biéu Cap nhat trén Hé
Lanhdao | 2, file dinh kem). théng;
P(l:lg:gg’ - deng hop hd so chua du diéu Qkién gié‘i 15 ngdy Yéu ciu ’1?6 §qng/
chiic thu quyét: Du thdo van ban thong bao bd sung ho t}‘J: choi giai
Iy ho so | S0 (lanh dao Ban ky); néu rd 1y do, ndi dung quy€t/Dy thao van

can bo sung.

- Trudong hop hd so khong du diéu kién giai
quyét: Du thao van ban thong bao tra lai hd so
(1anh dao Ban ky), néu 4 1y do.

4. Trudng hop ho so day du, tiép nhan hod so:

ban tra 161

L6
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2 . Thoi an cu
Budc | Chii thé Quy trinh chi tibt ol Trang thai Caner o chi
gian : phap ly
- Tham muu vin ban xin ¥ kién céc co quan
lién quan (lanh dao Ban ky).
- Toéng hop ¥ kién cac co quan lién quan va
tham dinh cac noi dung.
- Du théo van ban cua Ban tra 10i t chirc/ca
nhan ton gido.
Kiém tra hd so:
Linh dao | Neu ’donAg yA: Ky duyét van ban tra loi to ‘ CapAnh'cit trén
Ban churc/ca nhan ton gido. 2 ngay H¢ thong;
- Néu khong dong ¥: Chuyén lai Chuyén vién van ban tra 161
Phong Nghi¢p vu.
Cong
. ‘ . . 3 Cap nhat trén H¢
ch‘lrc Hoan thién HO6 so, chuyén két qua vé B phan ) apn % ren e Van ban tra
phong | 1N&TKQ ; thong; 1o
thu Iy hd ' neay
SO
Hoan
3. thién cac
Hoan | B¢ phén u.nhm
thign | Mot cura/ Tra két Trang thong tin 1@3‘[1 thic
hé T6 chire | Bo phan Mot cira tra két qua cho Té chire, cong | qua N £ . gi Vin ban tra A N
n A A dong bo Cong .. ho so trén
so; | cong dan, | dan. trong i S 101 A
. ‘. . Dich vu qudc gia Phan
Tra nguoi ngay N
két | nop ho so mem
g ! Dich vu
qua

cong
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1. Tén t6 chue:
2. Tru so:
3. Tén cudc 1&:

4. Nguoi chu tri:

5. Thoi gian thyc hién:

6. Dia diém thuc hién:
7. Noi dung:

8. Quy mo:

9. Hinh thuc t6 chuc:

PHU LUC 10.1: BIEU MAU PIEN TU

66
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PHU LUC 10.2: THANH PHAN HO SO PIEN TU

Co sé dir liéu/ban

Bit budc/khdng bit

Pieu kién vé

TT Tén thanh phan hd so Nop ban chinh
P chup/bén dién tit | budc dinh kém P k§ thuat
Vin ban dé nghi (theo mau B34) , < 12 Van ban c6 chir
Ban scan van ban A ‘ A SR
1 N . Bat budc Bat budc ky so hodc file
de nghi .
scan mau
Chuong trinh td6 chirc cudc 1&; du Van ban c6 chir
2 | kién thanh phén tham du cudc 18 Ban scan Bit budc Bit budc ky s6 hodac file
scan mau
Gidy to lién quan dén dia diém t6
chirc (Hop dong thué muon dia diém
< ("O’pv 8 e A Van ban c6 chir
hoac ban dat coc, ghi nhé...; Giay to , A : A . Ay«
3 . ) . ez , . Ban scan Bat budc Bat budc ky so hodc file
chirng minh dia diém hop phap, phu .
Ay ea 2 scan mau
hop, dam bao dicu ki¢n t6 churc cudc
18 t6n gido(néu co))
4 | Tai liéu khac kém theo (néu co) Bén scan Khéng Bit budc Khéng Bit budc Ban scan

001

¥20T-8-S0 Ae3N/807+L0T 9S/ION YH OV HDNOD

v

v



CONG BAO HA NOI/S6 207+208/Ngay 05-8-2024 101

Maiu B34

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

... ngay..thing..nam...

PE NGHI
T6 chire cude 18 ngoai co sé ton gido hoic dia diém hop phap da ding ky

Tén t chirc (chir in hoa): .......coovvvvnvineninnn, ) e
TU SO e e et e e e e e e e e e e e e e e e e e ———————
Dé nghi to chirc cude 18 ...@... v6i cac ndi dung sau:
TN CUDC L& oot ee e e e e s eeeeeeneen.
NEUOT CHULIT1: 1ot eeeae e s e e e e nee e enneeens
Thot gian thure RIN: .....ccoviiiiiiie e e
Dia diém thire RIEN: .....veeieieiee s
NOTAUNE: oottt e e ettt s e e s e e steeessae e enns e e ssseennseeennsees
QUY IMNIO: ettt et e et et e e e et e et e e e e et aeeeennbeeeeans
HInh thirc t0 ChTC © ..o
Van ban kNém theo gém: Chuong trinh td chuc cudc 1&; du kién thanh phﬁn
tham du cudc lé.

TM. TO CHU'C®
(Chit ky, ddu)
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() Pia danh noi ¢o tru s& cua t chirc ton gido, to chirc ton gido truc thudc hodc
to churc duoc cap chung nhan dang ky hoat dong ton gido.

@ Co quan chuyén mén vé tin ngudng, ton gido cap tinh noi du kién té chic
cudc le doéi voi cude 1€ cd quy md té chirc ¢ nhiéu huyén thudéc mot tinh hodc &
nhi€u tinh; Uy ban nhan dan cap huyén do6i voi cudce 1€ cd6 quy mo t6 chuec & mot
huyén.

®) T4 chirc ton gido, tO chirc ton gido truc thudc hodc t6 chirc duoc cip ching
nhan dang ky hoat dong ton gido. Poi voi td chirc ton gido, to chure ton gido truc
thudc, nguoi thay mat to chirc phai ky tén va dong dau.

@ Tén cudc 1& ngodi co sd ton gido hodc dia diém hop phap da ding ky.

®) Truc tiép hodc truc tuyén; két hop ca truc tiép va truc tuyén.
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