QUY TRINH Ma higu: QT.NCC.01

UBND XA HOANG TAY CAp gidy xdc nhin thin nhin cia | LAn ban hanh: 02

nguoi co cong Ngay ban hanh: 08/02/2022

MUC LUC

SUA POI TAI LIEU
MUC PicH
PHAM VI
TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
BIEU MAU
HO SO CAN LUU

N o ok b e

Trach nhiém Soan théo Xem xét Phé duyét
Ho tén Vi Duy Canh Truong Van Khuong Tran Van Thang
Chir ky

Chirevu | Cong chirc chuyén mon | Phé Chi tich UBND Chu tich UBND

1/6




QUY TRINH Ma higu: QT.NCC.01

UBND XA HOANG TAY CAp gidy xdc nhin thin nhin cia | LAn ban hanh: 02

nguoi co cong Ngay ban hanh: 08/02/2022

SUA POI TAI LIEU

~ x_ . | Trang/Phan Lan ban X
Yéu cau sira A A pa A .2z, 5 A Ngay ban
Ze 1 R lién quan MO ta ndi dung sira doi | hanh/Lan 3
doi/ bo sung R : . aZ. hanh
Viéc stra doi swra doi

2/6




QUY TRINH Ma higu: QT.NCC.01

UBND XA HOANG TAY CAp gidy xdc nhin thin nhin cia | LAn ban hanh: 02

nguoi co cong Ngay ban hanh: 08/02/2022
1. MUC PiCH
Quy dinh trinh ti va cach thirc thue hién thu tuc Cap gidy xac nhan than nhan ciia ngudi
c6 cong.
2. PHAM VI

- Ap dung ddi véi t6 chirc, ca nhan mubn thyc hién thi tuc Cap gidy xac nhan than nhéan cia
nguoi co cong.

- Ap dung d6i véi can bo, cong chirc thuoc UBND.

3. TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN I1SO 9001:2015

- Nghi dinh s6 131/2021/ND-CP ngay 30/12/2021 cia Chinh Phii Quy dinh chi tiét va
bién phap thi hanh phap Iénh wu dai nguoi c6 cong vdi cach mang;

- Phép lénh sb: 02/2020/UBTVQH14 ngay 09/12/2020 cia Uy ban thuong vu Qudc hoi
quy dinh vé uu d&i nguoi c6 cong véi cach mang;

4. PINH NGHIA/ VIET TAT

- UBND: Uy ban nhéan dan

- BP TN&TKQ: Bo phan tiép nhén va tra két qua
- LDTBXH:  Lao dong thuong binh xa hoi

- CCCM: Cong chtre chuyén mon

- MCDT: Mot cura dién tr

5. NOI DUNG QUY TRINH

5.1 | Piéu kién thwe hiégn Thia tuc hanh chinh

Khéng.
5.2 Thanh phin hd so Ban Ban sao
chinh
Pon dé nghi cip gidy xac nhan than nhan cia nguoi co X
cong.
Ban sao dugc chimg thyc tir mot trong cic gidy to sau: X

+ Giay chting nhan nguoi c6 cong hodc Ky niém chuong
ngudi hoat dong cach mang, khang chién, bao vé T qudc,
lam nghia vu qudc té bi dich bat tu, day; Huan chuong,
Huy chuong khang chién; Huan chuong, Huy chU:O‘ng
chién thang; ky n1em chuong “Té qudc ghi cong”; bang
“Co cong V61 nude”

+ Glay td do co quan c6 tham quyen ban hanh, xac nhan
moi quan hé v6i nguoi ¢6 cong gom: can cude cong dan
hodc s6 ho khau dd dugc cap trude ngay 01 thang 7 nam
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2021.

5.3

S6 hrgng hd so

01 bo ho so

5.4

Thoi gian xi ly

02 ngay lam viéc x 8 =16 gio lam viéc

5.5

Noi tiép nhan va tra két qua

Bo phéan tiép nhan va tra két qua - UBND

5.6

5.7

Quy trinh xir ly cong viéc

TT

Trinh tu

Trach
nhiém

Thoi
gian

Biéy mau/
Két qua

Bl

Tiép nhan ho so:

Nguoi c6 cong hodc than nhan nguoi co6 cong
lam don d¢& nghi cip gidy x4c nhan than nhan
clia nguoi co cong giri dén B phan mot cira
UBND cap xA.

CCCM tiép nhan, kiém tra ho so:

+ Truong hop h(‘37 so chua day du, chua hop 1¢
thi huéng dan bo sung, hoan chinh bang van
ban;

+ Truong hop ho so day du, hop 1¢ thi tiep
nhan hd so va lap phleu kiém soat qua trinh
giai quyet hd so, giay tiép nhan ho so va hen
tra két qua (d6i véi ho so giai quyét nhiéu hon
01 ngay) va cap nhat thong tin, dir liéu vao H¢
thong thong tin MCDT va So theo ddi ho so;
chuyén CCCM giai quyét.

+ HO so sau khi d& dugc huong dan ma khang
dugc bo sung day du, hoan thi¢n thi CCCM tu
choi bang phiéu tir choi tiép nhan giai quyéet ho
s0, trong do6 ghi 10 Iy do tir choi, ky, ghi 10 ho
tén cua nguoi tiep nhan.

T6 chire/

Cong dan;

CCCM

02 gio
lam
Viéc

Biéu mau
theo QT.
NCC.01

4/6




QUY TRINH Ma higu: QT.NCC.01

UBND XA HOANG TAY CAp gidy xdc nhin thin nhin cia | LAn ban hanh: 02

nguoi cé cong Ngay ban hanh: 08/02/2022

Giai quyét ho so:
CCCM ké tir ngay nhan da hd so hop 1é, tién
hanh tham dinh ho so, trinh 1&nh dao UBND

02 giv | Biéumau

B2 CCCM lam theo QT.

; Viéc VP.02
xem xeét, ky xac nhan vao Pon dé nghi.
Phé duyét: Pon d& nghi
Lanh dao UBND xem xét hd so, ky xac nhan 02 giv duogc xac nhan

B3 vao don dé nghi va cap nhat vao Hé théng Lanh dao Iam hoac vén be:m
thong tin MCDT. Truong hop khong déng y | UBND . tir choi; Bicu

yéu cau CCCM lam vin ban tir chdi néu rd ly VIS | miu theo QT.

do. VP.02

Giai quyét h so:

CCCM tiép nhan hd so tir 1anh dao UBND, 02 gio | Biéumau
B4 | d6ng dau, luu ho so, cap nhat thong tin, dit ligu | CCCM | lam theo QT.

vao He¢ thong thong tin MCDT va chuyén két viée VP.02

qua sang BP TN&TKQ.

B5 | Tra két qua:
BO phan mot cwra thu phi (néu co) va tra két| Cong | Khong

qua cho cong dan, yéu cau cong dan ky nhan | chuc tai | tinh ?f:zg 8.?_11
vao So theo doi ho so. Bo phan | thoi VP02 '
CCCM cap nhat thong tin, dir lidu vao Hg| Motcua | gian '
thong thong tin MCDT.
6. BIEU MAU
TT | M3 hi¢u Tén Biéu mau
1. | Mauso 45 Pon dé nghi cap gidy xac nhan than nhan ciia nguoi co cong.

Biéu mau quy dinh tai Nghi dinh s6 131/2021/ND-CP ngay 30/12/2021 cta Chinh phu
Quy dinh chi tiét, huéng dan thi hanh mot sé diéu ctia Phap 1énh wu di nguoi co cong véi
cach mang;

7.HO SO LUU
TT Hb so luu

1. | Phiéu kiém soat qua trinh giai quyét ho so (néu co)

2. | Pon dé nghi cap gidy xac nhan than nhan cta nguoi c6 cong.

3. | Ban sao dugc chimg thuc tir mot trong cac gidy to sau:

+ Gidy chimg nhan nguoi co cong hodc Ky niém chuong nguoi hoat dong céach
mang, khang chién, bao vé T quoc, 1am nghia vu qudc té bi dich bat tu, day; Huan
chuong, Huy chuong khang chién; Huan chuwong, Huy chuong chién thing; ky
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niém chuong “T6 qudc ghi cong’; bang ‘C6 cong vo1 nuoe”
+ Glay td do co quan ¢6 tham quyén ban hanh, xac nhan m01 quan hé v&i nguoi cod
cong gdm: cin cudc cong dan hodc s6 ho khau da duge cip trude ngay 01 thang 7

nam 2021.
4. | Gidy x4c nhan than nhan cta ngudi co cong

Ho so duoc luu trit, bao quan tai bd phan chuyén mon sau do chuyén Xuéng luu trir cua co
quan theo quy dinh
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