
uYBAN NnAx oAN
PHrrorrc lxn o0xc

ceNG HoA xA HgI cnt xcni,l vIET NAM
EQc lip -Ts do -H4nh phfc

Sii: |//QD-UBND AnhDilng, ngay ./0 thdng / ndm 2024

QUYETDINH
Vd viQc ban hinh Q-uy trinh nQi bQ gini quy6t ttrt tgc hhnh chinh

linh vgc NQi vg thuQc thAm quy6n gi6i quy6t cfra 0y ban nhAn din phudng

fry nax NHAN DAN PHUoNG ANH D[]NG

Cdn cti Luqt T6 chttc chinh quyin dia phuong ndm 2015; Luqt s*a aOi, rc
- ,a -.;sung mQt s6 di€u cila LuQt T6 chtic Chinh ph[t vd Ludt T6 ch*c chlnh quy€n dia

phuong ndm 2019;

Cdn c* cdc Ngh! dinh cila Chinh phil: tii OttZOlAtttfo-CP ngdy 2i/4/2018
cila Chinh phil vi thqc hiQn co cd mgt c*a, mpt c*a li€n th6ng *ong gidi quyiit

thil tuc hdnh chlnh; sd 107/202\/ND-CP ngdy 06/12/2021 s*a ddi, bd sung mQt

tii aii, cila Nghi dinh 61/20|8/ND-CP ngdy 23/4/2018 cila Chinh phfi vi thttc
,:

hiQn co ch4 mQt cua, m|t c*a DAn th6ng trong gidi quyAt thil tqc hdnh chinh;

Cdn crl Quy€t dinh t6 OSO\}O-CT ngdy 29/3/2019 cila Uy ban nhdn ddn

thdnh phii Hdi Phdng vi viQc ph€ duyQt quy trinh n\i b0 miu gidi quyiit thit

tr,rc hdnh chinh;

Cdn c* Quyiit dinh sii tSSllgO-UAt'tO ngay 02/6/2021 cila Uy ban nhdn

ddn thdnh phd vi c6ng bij Danh mqc thil tuc hdnh chinh linh vwc Npi vu tr€n dia
bdn thdnh phii Hdi Phdng;

Cdn cfi Qtryiit dlnh sii tAAltgO-UAUO ngay 06/6/2024 cia Uy ban nhdn

d,in thdnh phii vi c6ng bii Danh muc thil tqrc hdnh chinh lTnh vuc N1,i vu *An dia
bdn thdnh phii Hdi Phdng;

Cdn c* Cdng vdn si, tOAqtSIrll/-CCHC&PC ngdy 07/5/2019 cria Sd N6i vu
: .-

v€ viQc xdy dlmg quy trinh nQi bQ trong gidi quy€t thil tqc hdnh chinh linh vqrc nQi

vu thupc thtim quyin gidi quydt cua {/y ban nhdn ddn ciip huyQn, ctip xd;

Theo di nghi cia c6ng ch*c Vdn phdng - Thiing kA.

QUYTTD[NH:

Didu 1. Ban hanh kdm theo Quy6t dlnh ndy Quy trinh nQi bQ giai quyi5t 15 thri
tqc hanh chinh linh 4rc NQi 4r thuQc thAm quyAn Uy ban nh6n d6n phuong.
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Di6u 2. quy6t a6n ndy c6 hiQu lqc tt ngdy kf vd thay cho Quy6t dinh s6

72IQD-UBND ngity 121612023 cria Uy ban nhdn ddn phuong v6 viQc ban hdnh

Quy trinh ngi bQ gi6i quyi5t thir tgc hdnh chinh linh qrc NQi vU thuQc thAm quy6n 0y
ban nh6n d6n phuong.

Didu 3. C6ng chirc Vdn phong - Thi5ng k6; c6c t6 chuc vir c6 nh6n c6

li€n quan c6n cri quy6t Ainn thi hdnh./.

Noi nhfin:
- Nhu Ei6u 3;
- UBND qu{n/bc;
- Phdng NQi vp/bc;
- CT, c6c PCT UBND phuong;
- Luu: VT, VP.
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QUY TRiI\H NQI BQ
crAr euvnr ruu rUC HAIIH cHixn liNn vU. c NQI vU

C, ,

(Ban hdnh kdm theo Quyd dinh s6 /QD-UBND ngay /6/2024
cila Uy ban nhdn ddn phudng Anh Dilng)

1. Thfr tgc Ding kf ho4t tlQrg tfn ngu0ng

2. Thfr tgc Ding ky b6 sung ho4t tlQrg tin ngu0ng

- T6ng thoi gian giAi quy{it thtr tsc hdnh chinh: 15 ngdy ldm viQc

GI
1Dt

Thrfr
tg NQi dung cdng viQc

Trr{ch nhiQm
thgc hiQn

Thoi gian
(ngdy/gid ldm viQc)

BI
B0 phfln mgt cga titlp nh{n h6 so theo quy
dinh; chuydn h6 so cho c6ng chric chuy6n
m6n gi6i quyOt.

Cdng chric ldm viQc
tai B0 phfln MQt cta 04 gid ldm viQc

B2

ThAm dinh, hodn thiQn, xri ly h6 so:
- C6ng chtic thg ly xem x6t hO so, ntiu phiit
hiQn nhirng v6n rtA c6n b6 sung, x6c minh
cdng chtic thq lf tr.uc tii5p hudng d6n 1 l6n
bdng v6n b6n.cho t6 chric/c6ng ddn Uitit OC

hodn chinh hO so.
- Trucrng hqp h6 so d4t yOu cAu ti6n hdnh
budc ti6p theo..

- Giai quy€t hO so; so4n th6o vdn bin chdp
thufn hoic kh6ng ch6p thufln cria UBND
phuong; trinh lAnh dpo UBND phucrng
xem x6t vd ph6 duyQt.

COng chric chuy6n
mOn

12 ngiry ldm viQc

B3
Lanh dao UBND phudng ky ban hanh,
chuy€n h6 so vC UO phfln mQt cta d6 tri
cho c6 nh6n/t6 chric

LEnh dao UBND 02 ngiry ldm viQc

B4
Ti6p nhfln kiSt qu6, vio s6, d6ng dAu vd
th6ng b5o tri k6t qui cho ngudi ttai diQn
hoflc ban quan ly co s0 tin ngu0ng

BQ phQn MQt
cria/v6n thu

04 gid ldm
viQc ngdy

T6ng thcri gian gi6i quy6t TTHC 15 ngiry lim viQc
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3. Thfr tgc Ding kf sinh ho4t t6n gi6o tfp trung

- T6ng thoi gian gi6i quy{1t thri tpc henh chinh: 20 ngity ldm viQc

Thft
tg NQi dung cdng viQc

Trich nhiQm
thgc hiQn

Thtri gian
(ngdy/gid ldm viAc)

B1
B0 phfln mQt ctia titip nhan hti so theo quy
itinh; chuy6n h6 so cho cdng chric chuy6n
m6n gi6i quy6t.

C6ng chric lim viQc
tai BQ ph4n MQt crlra

04 gio ldm viqc

82

ThAm d!nh, hoin thiQn, xri ly hti so:
- C6ng chric thu li *qrn x6t h6 so, n6u phiit
hiQn nhiing v6n d€ cAn b6 sung, xac minh
c6ng chric thp lf trgc titip huong d6n 1 l6n
b[ng vin bdn.cho t6 chr?c/c6ng ddn biCt de

hodn chinh h6 so.
- Trulng hqp, d4t y€u cAu ti6n hdnh buoc
tii5p theo. 

.
- Giai quy0t hd so; so4n th6o v[n bin ch6p
thufln hoic khdng ch6p thufln cria UBND
phuong; trinh l6nh dao UBND phuong
xem x6t vd ph6 duyQt

C6ng chric chuyOn
m6n

15 ngdy ldm viQc

B3
Ldnh dao UBND phuong ky ban hdnh,

chuytin hti so vC UO phfln mQt cria d6 trA
cho c6 nhdn/t6 chric

Lanh dao UBND 04 ngdy ldm viQc

B4
Titip nhfn kiSt qu6, vdo s6, d6ng d6ru vd
th6ng b6o trh k€t qu6 cho ngudi ilAi diQn

hoac t6 chftc

B0 ph0n Mqt
cria/vdn thu

04 gio ldm viQc

T6ng thcri gian giii quy6t TTHC 20 ngiy lim viQc
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4. Thti tgc Thdng b6o danh mgc ho4t tlQng t6n gi6o a5i vcri td chrfrc c6 tlia
bhn ho4t tlQrg t6n gi6o O mQt xi
5. Thfr tgc Th6ng b6o danh mgc ho4t dQng tdn gi6o b6 sung O5i vtlit t6 chf'c
c6 tlia bin hoqt tlQng tdn gi6o & mQt xi
- Thli gian gi6i qrrytit TTHC: Ngay sau khi Uy ban nh6n d6n phucrng ntrfln dugc
vdn ban th6ng b6o hgp lQ.

Thtfr
tq NQi dung cdng viQc

Tr6ch nhi$m
thgc hiQn

Thcri gian
(ngdy/gid ldm vi€c)

B1
Bp fhin mQt cira ti6p nhpn, ki6m tra h6 so
ti6p nhfln hO so theo quy tlinh; chuy6n hO

scr cho c6ng chric chuy0n m6n gi6i quytlt.

C0ng chric ldm viQc
tai B0 phdn MQt cria

04 gio ldm viQc

B2

ThAm dinh, hodn thiQn, xri ly h6 so:
- COng chric thU ly xem xdt h6 so, niSu philt
hiQn nhfrng v6n d€ c6n bO sung, x6c minh
c6ng chtic thr,r ly tryc ti6p huong d6n cho
tO chric/c6ng ddn bi6t dC hodn chinh hO so.
- f**g hqp, d4t y6u cAu ti6n hdnh budc
ti6p theo. 

.

- Giai quy6t h6 so; soan thio van b6n chAp
thufln ho4c kh6ng ch6p thu4n cria UBND
phuong; trinh l6nh d4o UBND phuong
xem x6t vd ph€ duyQt.

C6ng chric chuy6n
m6n

02 ngiry ldm viQc

B3
Ldnh dpo UBND phuong ky ban hdnh,
chuyi5n h6 so vA U9 phfln mQt cria AC trd
cho cii nhdn/td chric

LAnh dao UBND 0l ngdy ldm viQc

B4
Titip nhfn kiSt qu6, vdo s6, d6ng d6u vd
thdng b6o trh ki5t qu6 cho ngudi dAi diQn
ho{c ban qu6n ly co s0 tin ngu6ng

B0 ph0n MOt
crialvdn thu 04 gio ldm viQc

T6ng thli gian giii quy6t TTHC 04 nghy lirm viQc

t1t,
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6. Tht tgc Ding ky thay tl5i nguoi tlpi diQn cta nh6m sinh ho4t t6n gi6o tfp trung

7. Thri tgc D6 nghi thay tl6i tlia tli6m sinh ho4t t6n girlo t$p trung trong dia
bhn mQt xi
- T6ng thoi gian gi6i quy6t tht tgc hdnh chinh: 15 ngdy lirm viQc

NQi dung c6ng viQc
Trich nhiQm

thqc hiQn

Thiri gian
(ngdy/gid ldm viQc)

B1
B0 phdn mQt cria ti6p nhfn hdi so theo quy

djnh; chuydn h6 so cho cdng chric chuy€n
m6n gi6i quy6t.

C6ng chuc ldm viQc
tai B0 phOn MOt cira

04 gid ldm viQc

B2

ThAm dinh, hoan thien, xri l;i h6 so:

- C6ng chuc thq ly. xem xdt hti so. n0u phrir

hiQn nhrlng vAn d€ cdn b6 sung. xdc minh
c6ng chuc thr,r ly tr.uc ti6p hucrng ddn I lrin
bing vdn bdn.cho t6 chricicong Oan bi6t ae

hodn chinh hO so.
- T**g hqp, d4t y€u cAu ti6n hdnh bu6c
ti6p theo.
- Ciai quy.5t t d so; so4n th6o vdn bin ch6p

thu6n ho{c kh6ng chdp thu{n ctia UBND
phudng; trinh ldnh d4o UBND phucrng

xem xdt vd ph6 duyQt.

C6ng chric chuy€n
mdn

12 ngiry ldm viQc

B3
Ldnh d4o UBND phuong ky ban hanh,

chuytin h6 so"vti bO phfln mQt cria d6 tr6
cho c6 nhan/t6 chric

02 ngdy lirm vi€c

B4
Titlp nh{n k6t qu6, vdo s6, d6ng dAu vd
th6ng brio trA k€t quA cho ngudi dai dien

hoic ban qudn ly co sd tin ngudng

BQ ph{n MQt
cria"/vf,n thu

04 gid ldm viQc

T6ng thni gian giii quy6t tttlC 15 ngiry lirm viQc

Thri
tU

Linh dao UBND
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8. Thfr tgc Dd nghi thay A6i Ola tli6m sinh holt t6n gi6o tflp trung tl6n tlia bin
x5 khic
- T6ng thoi gian gi6i quy6t thtr tgc henh chfnh: 20 ngity lim viQc

Thrfr
tq NQi dung c6ng viQc

Trich nhiQm
thgc hiQn

Thtri gian
(ngdy/gid ldm vi€c)

BI
BQ phAn mQt cria titip nhan hO so theo quy
dinh; chuy6n h6 so cho cdng chric chuy€n
m6n gi6i quy6t.

C6ng chric ldm viQc

tai B0 phfn MQt cta 04 gicr ldm viQc

B2

ThAm dinh, hodn thiQn, xu ly hd so:

- C6ng chtic thp ly xem xdt hO scr, n6u phiit
hiQn nhirng v6n d€ cAn b6 sung, x6c minh
c6ng chric thp ly tryc ti6p hudng ain t tAn

bdng v[n bin.cho t6 chr?c/cdng ddn bi6t d0

hoan chinh hd so.

- T**g hqp, d4t y6u cAu tiiSn hdnh budc
ti6p theo.
- So?n th6o vdn bin xin y kiiSn Uy ban
nhdn ddn Qufln.

C6ng chfc chuy€n
mOn

05 ngdy

- Uy ban nhdn ddn qufln tri loi blng vdn
ben

UBND qu4n l0 ngdy

- Sau khi c6 j ki6n cta UBND qupn; c6ng
chric thU ly so4n th6o vdn b6n ch6p thufln
hoflc kh6ng ch6p thufln cria UBND
phuong; trinh lflnh dao UBND phuong
xem xdt vd ph6 duyQt.

C6ng chuc chuy6n
m6n

02 ngiry

B3
Lanh d4o UBND phudmg ky ban henh,
chuyiSn h6 so v6 UO phfln mQt cria di5 tr6
cho cii nhdn/t6 chric

LAnh dao UBND 02 ngiry

B4
Ti6p nhfln ktit qu6, vdo s6, d6ng d6u vd
th6ng b6o tri k6t qu6 cho ngudi clpi diQn
hoflc ban quin l;f co s& tin ngu0ng

BO phdn MQt
cria/vln thu

04 gio lim vipc

T6ng thni gian gini quy6t TTHC 20 ngiy lim viQc

)
o

9. Tht tgc Th6ng b6o vd viQc thay A6i Oia tli6m sinh ho4t t6n gi6o tfp trung
10. Thfr tgc Th6ng bdo t6 chric quy6n g6p trong tlia bin mQt xfl cfra ccr sO
tin ngu0ng, t6 chftc t6n gi6o, t6 ctrrlc t6n gi6o tigc thuQc

- Thdi gian gi6i qr,y6t TTHC: Ngay sau khi Uy ban nhan d6n phuong nhOn dugc
vdn bin th6ng b6o hqrp l€.



8

Thrfr
tg NQi dung c6ng viQc

Tr6ch nhiQm
thgc hiQn

Thoi gian
(ngdy/gid ldm vi€c)

BI
BQ phan mQt cria tii5p nh4n, ki€m tra hO so

ti6p nhfn h6 so theo quy ttinh; chuy6n h6
so cho c6ng chric chuy6n m6n gi6i quy6t.

C6ng chric ldm viQc

tai B0 phfn MQt cta 04 gio ldm viQc

82

ThAm d!nh, hodn thiQn, xri ly hti so:
- C6ng chric thp ly xem x6t hd so, n6u ph6t
hiQn nhrrng v6n ct6 cAn b6 sung, x6c minh
cdng chric thg ly tr.uc titip huong d6n cho
t6 chric/cOng d6n Uitit AC hodn chinh hti so.

- Truong hqp, d4t y6u cAu tii5n hdnh bu6c
titip theo. 

.
- Giai quy6t h6 so; so4n thio v6n bin ch6p
thufln ho{c kh6ng ch6p thu4n cria UBND
phuong; trinh l6nh dao UBND phuong
xem x6t vd ph6 duyQt.

COng chric chuy€n
m6n

02 ngiry ldm viQc

B3
LEnh dao UBND phucrng ky ban hirnh,

chuytin h6 so vC UO phfln mQt ctra dC tra
cho c6 nhdn/t6 chric

Lanh d4o UBND 01 ngdy ldrn viQc

B4
Ti6p nhfln ktit qui, vio s6, d6ng d6u vd
th6ng b6o trh k6t qui cho ngudi dai diQn

hoic ban qu6n lf co sd tin ngu0ng

B0 ph0n Mqt
cria/v6n thu

04 gio ldrn viQc

T6ng thoi gian giii quy6t TTHC 04 ngiy lirm viQc
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11. Thn Qc T{ng GiSy khen cta Chfr tlch UBND phuong cho c6 nhin, t$p th6
theo c6ng tryng
12. Tht tgc T{ng Gi6y khen cria Chfr tich IJBI\D phu}ng vd thAroh tich thi
dua theo chuy6n tIA
13. Thfi tgc T4ng Gi6y khen cfra Chri tich IJBND phulng vd ttrirntr tich ilQt
*r6t
14. Tht tgc T4ng Gi6y khen cria Chri tich UBND phulng cho gia tlinh
15. Thfi tgc ting danh hiQu Lao ttQng ti6n ti6n

-t :
- T6ng thoi gian gi6i quy6t thri tpc hdnh chinh: 20 ngdy lirm viQc.

Thri
tB

NQi dung c6ng viQc
Thtri gian

(ngdy/gid ldm viQc)

B1
B0 phan mQt cria titlp nh6n h6 so theo quy
itinh; chuyiSn h6 so cho c6ng chric chuy€n
m6n gidi quy6t.

C6ng chric ldm viQc
t4i BQ phfn MQt cria

04 gid

82

- Thfun dinh, xti l1i hd so, xin y ki6n cric co
quar liOn quan, brio c6o HQi d6ng TDKT.
- T6 chr?c hop H6i d6ne TDKT dd binh xet
ho4c xin y ki6n c6c thdnh vi€n HQi d6ng
TDKT bdng vin bin.
- T6ng hqp k6t qui binh xdt ho[c y ki6n
bi6u quyOt cta c6c thdnh vi€n HETEKI;
so4n td trinh d€ nghi Chn tich UBND
phuong ra quy€t dinh khen thudng.
- Cong chric ldm cong tric TDKT ti6p nhan
Bi€n bintqp HDTDKT hodc v6n bAn tdng
hqp j ki6n cta ciic thdnh viOn HDTDKT;
v6n ban dC nghi cria Thudng truc
HDTDKT phuong, so4n thio quy6t dintr
trinh Chri tich UBND phuong kj duyQt.

- COng chr?c chuy6n
m6n;

- HOi d6ng TDKT
phuong

15 ngdy

\

1

B3
L6nh.d4o. UBND phucrng \f ban hdnh,
chuy€n hd so v€ bQ phfln mQt crla cl6 trA
cho c6 nhdn/t6 chric

cht tich UBND
phudng 04 ngdy

B4
Ti6p nhfln kiit qu6, vdo s6, d6ng d6u; thuc
hiQn tri k€t qu6.

B0 phdn MOt
cta./vdn thu

20 ngiy lAm viQc

Tr6ch nhiQm
thgc hiQn

04 gid

T6ng thiri gian giii quyiit ttUC


