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1.MUC PiCH

Quy dinh trinh ty va cach thure thuc hién Thu tuc Pang ky sinh hoat ton gido tap trung.

2.PHAM VI

- Ap dung ddi v6i cac T chire, ca nhan mudn thyc hién Thu tuc bang ky sinh hoat ton
gido tap trung;

- Ap dung do6i véi can b, cong chirc thuoc UBND phuong.

3.TAI LIEU VIEN DAN

- TCVN ISO 9001:2015
- Lut tin ngudng, ton gido (Luat s6 02/2016/QH14 ngay 18/11/2016).
- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh phii quy dinh chi tiét
mot sO di€u va bién phap thi hanh Luat tin ngudng, ton gido.
- Thong tu sé 02/2017/TT-VPCP ngay 31/10/2017 cua Van phong Chinh phu hudng
dan veé nghiép vu kiém soat thu tuc hanh chinh.
- Quyét dinh s6 199/QP-BNV ngay 31/01/2018 ctia Bd Noi vu vé viée cong bd tha
tuc hanh chinh trong linh vyc tin ngudng, ton gido thudc pham vi chirc nang ctia Bo N6i vu
- Quyét dinh s6 1230/QD-UBND ngay 24/7/2018 cua Uy ban nhan dan tinh Ha Nam vé
viéc cong bo thu tuc hanh chinh linh vyc tin ngudng, ton gido thudc pham vi chitc nang
quan ly ctia nganh ndi vu tinh Ha Nam.
- Quyét, dinh s6 700/QD- UBND ngay 06/4/2020 ciia Uy ban nhan dan tinh Ha Nam vé
viéc cong bo TTHC ban hanh maéi va bi bai bé thudc pham vi chire nang quéan 1y chire nang
quan 1y ctia nganh ndi vy tinh Ha Nam.

4.PINH NGHIA/ VIET TAT

- UBND: Uy ban nhan dan

- BP TN&TKQ: Bo phén tiép nhan va tra két qua
- CCCM: Cong chirc chuyén mon

- MCDT: Mot cura dién tir

5.NOI DUNG QUY TRINH

5.1 | Piéu kién thwc hién Thi tuc hanh chinh

- T6 chiic ton gido dang ky sinh hoat ton gido tip trung cho tin dd tai nhiing noi
chua du diéu kién thanh 1ap t6 chtrc ton gido truc thudc; td chic duge cip ching
nhan dang ky hoat dong ton gido dang ky sinh hoat ton gido tap trung cho nhiing
ngudi thude to chire khi dap timg du cac diéu kién sau day:

+ C6 dia diém hop phap dé sinh hoat ton gido.

+ Nhoém sinh hoat ton gido tdp trung c6 nguoi dai glién la cong dan Viét Nam
thuong tru tai Viét Nam, cé ndng luc hanh vi dan su day du; khong trong thoi gian
bi 4p dung bién phap xir ly hanh chinh trong linh vuc tin ngudng, ton gido; khong
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co an tich hodc khong phai 1a ngudi dang bi budc to1 theo quy dinh cua phap luat
ve t0 tung hinh su.

+ Noi dung sinh hoat ton gido khong thudc trudng hop quy dinh tai Pidu 5 cua
Luat tin ngudng, ton gido.

- Nhitng nguoi theo tén gido khong thudc trudng hop quy dinh tai khoan 1 Piéu 16
cua Luat tin ngudng, ton gido dugc dang ky sinh hoat ton gido tap trung khi dap
ung du céac diu kién néu trén va cac diéu kién sau day:

+ C6 gido ly, gido luat.

+ Tén ctia nhom sinh hoat ton gido tap trung khong tring véi tén t6 chirc ton gido
hodc t6 chuc da dugc cap chung nhan dang ky hoat dong ton gido, t€n to chuc
chinh tri, t6 churc chinh tri - xa hdi hodc tén danh nhan, anh hung dan tdc.

5.2

Thanh phan hé so Bin | Bin
chinh | sao

Vian ban bBang ky sinh hoat ton gido tip trung X

Giay to chimg minh c¢6 dia diém hop phép dé 1am noi sinh hoat ton X
gi4o (ban sao c6 ching thyc cia UBND cap xa)

So yéu ly lich ctia nguoi dai dién nhom sinh hoat ton gido tap trung X

Ban tom tat giao ly, gido luat dbi voi viée dang ky quy dinh tai X
khoan 2 Piéu 16 ctua Luat tin ngudng, ton gido

5.3

S6 lwong ho so

01 b6 hd so

5.4

Thoi gian xur ly

10 ngay ké tir ngay Uy ban nhan dan cap xi noi c6 dia diém hop phap dé sinh hoat
ton gidotap trung nhan du ho so dang ky hop 1€.

5.5

Noi tiép nhan va tra két qua

B phan tiép nhan va tra két qua - UBND phudng

5.6

L¢ phi

Khong
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5.7

Quy trinh xir ly cong viéc

TT

Trinh tw Trach
nhiém

Thoi Biéu mau/
gian Két qua

Bl

Tiép nhan ho so: Cong dan,
T6 chic ton gido, to chic dwoc cap | BP

chimg nhén diang ky hoat dong ton gido | IN&TKQ
hodc nguoi dai di¢én cua nhom nguoi
theo t6n gido d6i voi truong hop quy
dinh tai khoan 2 Piéu 16 ctua Luat tin
ngudng, ton gido ndp hd so truc tiép
hoic qua duong buu chinh dén BP
TN&TKQ cua UBND phuong

CcCCM tiép nhén, kiém tra hd so:

+ Trudng hop hd so chua dy du, chua
hop 1& thi huéng din bd sung, hoan
chinh bang vian ban;

+ Trudng hop ho so ddy du, hop 18 thi
tiép nhan hod so va lap phleu klem soat
qua trinh giai quyet hd so, gidy tiép nhan
hd so va hen tra két qua (d6i voi ho so
gidi quyét nhiéu hon 01 ngay) va cap
nhat thong tin, dir liéu vao HE théng
thong tin MCDT va S6 theo dbi hd so;

+ H6 so sau khi dd duoc hudng dan ma
khong dugce bd sung ddy du, hoan thién
thi CCCM tir chéi bang phiéu tir chbi
tiép nhan giai quyét hd so, trong d6 ghi
16 1y do tir chdi, ky, ghi 16 ho tén cia
nguoi tiép nhan

“2ngay | Theo 5.3
Biéu mau theo
QT. TG 03

B2

Giai quyét ho so: CCCM

CCCM c¢6 trach nhiém xem xét hd so

dang ky:

+ Truong hop chap thuan thi du thao

Vin ban chap thuan.

+ Truong hop khong chap thuan thi tir

chdi bang van ban c6 néu 14 1y do
CCCM trinh lanh dao UBND ky duyét

két qua thuc hién’ va cap nhat thong tin,

dir li¢u vao H¢ thong thong tin MCDT

07 ngdy | Biéu mau theo
QT.TG 03
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B3 | Phé duyét: Lanh dao 02 ngay | Van ban chap
Lanh dao UBND phuong ky Vian ban | UBND thuan hoge
chdp thuan/ Van ban khong chip thuan | phuong khong chap
(truong hop tir choi). thuan,
Lanh dao cap nhat thong tin, dir liéu vao Bi€u mau theo
H¢ thong thong tin MCDT. QT.TG 03

B4 | Giai quyét ho so: CCCM Yingdy | Biéu mau theo
CCCM tiép nhan hd so tir lanh dao QT.TG 03
UBND, dong dau, luu ho s0, cap nhat
thong tin, dir liéu vao He thong thong tin
MCDT va chuyén két qua sang BP
TN&TKQ.

B5 | Tra két qua: BP | 'ngay |Bicumau theo
BP TN&TKQ thu phi (néu c6) va tra két | TN&TKQ QT.TG 03
qua cho coéng dan, yéu céu cong dan ky
nhan vao So6 theo doi ho so.

CCCM cap nhat thong tin, dir liu vao
H¢ thong thong tin MCDT.
6. BIEU MAU
TT | Maihiéu | Tén Biéu miu
1. | Mau B5 | Biang ky sinh hoat ton gido tap trung

Biéu méu theo quy dinh tai Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh
phu quy dinh chi tiét mdt so di€u va bién phap thi hanh Ludt tin ngudng, ton gido.

7. HO SO LUU

TT

Ho6 so luu

Phiéu ki€m soat qua trinh gidi quyét ho so (néu co)

2. | Van ban Dang ky sinh hoat ton gido tap trung
Gidy t0 chimg minh c6 dia diém hop phap dé lam noi sinh hoat ton gido (ban sao co
chung thuc cua UBND cap xa)

4. | So yéu ly lich cua ngudi dai dién nhoém sinh hoat ton gido tap trung

5. | Ban tom tat gido 1y, gido luat ddi véi viéc dang ky quy dinh tai khoan 2 Diéu 16 cia
Luat tin ngudng, ton giao

6. | Vian ban chip thuan hodc khong chap thuén

H6 so duoc luu trir, bdo quan tai bd phan chuyén mon sau d6 chuyén xudng luu trit cia co

6
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