UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

THANH PHO HO CHI MINH DPjc 1ap - Tw do - Hanh phiic
Sb: 5833 /QD-UBND Thanh phé Hoé Chi Minh, ngdy 13 thang 12 ndam 2024
QUYET PINH

Vé viéc cong bd thii tuc hanh chinh ni by trong hé thong
hanh chinh nha nuéc thuge pham vi chire nang quan ly
cia Van phong Uy ban nhan dan Thanh pho Ho Chi Minh

CHU TICH UY BAN NHAN DAN THANH PHO HO CHi MINH

Can cir Ludt T6 chire chinh quyén dia phwong ngay 19 thang 6 nam 2015;
Ludt sira doi bo sung mot s6 diéu cua Ludt Té chire Chinh phu va Luat T 6 chire
chinh quyén dia phwong ngay 22 thang 11 nam 2019;

Theo dé nghi ciia Chdnh Vin phong Uy ban nhdn dan Thanh phé tai
To trinh s6 15702/TTr-VP ngay 13 thang 12 nam 2024

QUYET PINH:

Piéu 1. Cong bd kém theo Quyét dinh nay 18 thu tuc hanh chinh noi bo
trong hé thong hanh chinh nha nudc thudc pham vi chic ning quan 1y cua
Vin phong Uy ban nhan dan Thanh phd.

Danh muc va ndi dung chi tiét cua thu tuc hanh chinh ndi bo duoc dang
tai trén Cong thong tin dién tir cua Uy ban nhan dan Thanh phd tai dia chi
https://hochiminhcity.gov.vn/ (Thu tuc hanh chinh ndi bg).

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Piéu 3. Chanh Vin phong Uy ban nhan dan Thanh phd, Tha trudng cac So,
ban, nganh, Chu tich Uy ban nhan dan quan, huyén, thanh phé Tha Pac va
cac to churc, ca nhan co lién quan chiu trach nhi€ém thi hanh Quyét dinh nay./.

Noi nhan:

- Nhu Diéu 3;

- VPCP: Cuyc Kiém soat TTHC;

-TTUB: CT;

- VPUB: CVP, PCVP/VX;

- Trung tdm Tin hoc, Trung tdm Cong bao;
- Phong Kiém soat TTHC;

- Luu: VT, KSTT/Tr.

Phan Van Mai


https://hochiminhcity.gov.vn/

THU TUC HANH CHINH NOI BO TRONG HE THONG HANH CHINH
NHA NUOGC THUQC PHAM VI CHUC NANG QUAN LY CUA
VAN PHONG UY BAN NHAN DAN THANH PHO HO CHI MINH
(Ban hanh kém theo Quyét dinh s /OD-UBND ngay thang  nam 2024
cua Chu tich Uy ban nhan dan Thanh pho Ho Chi Minh)

PHAN I. DANH MUC THU TUC HANH CHINH NOI BQ

STT Tén tha tuc hanh chinh Linh vuc Co quan thuc hién

1 | Tiép nhan, ding ky va chuyén | Cong tac van phong Don vi dugc giao
giao van ban dén nhiém vu cap tinh,
cap huyén, cap xa

2 | Phat hanh van ban di Cong tac van phong Don vi dugc giao
nhiém vu cap tinh,
cap huyén, cap xa

3 | Thu héi vin ban da phéat hanh Cong tac van phong Don vi dugc giao
nhiém vu Cap tinh,
cap huyén, cap xa

4 | Dinh chinh van ban da phat hanh | Cong tac van phong Don vi dugc giao
nhiém vu cap tinh,
cap huyén, cap xa

5 |Saovy, sao lyc, trich sao van ban | Cong tac van phong Don vi duoc giao
nhiém vu cap tinh,
cap huyén, cap xa

6 | Thanh toan tién nghi phép niam | Cong tic vin phong | Co quan tai chinh cap
cho can b, cong chic, vién chue, tinh, huyén, xa.
ngudi lao dong do chua nghi
hodc khéng nghi hét s6 ngay nghi
hang nam theo quy dinh cua phap
luat.

7 | Thanh toan tién phuong tién di | Cong tac vin phong | Co quan tai chinh cip
lai, tién phu cép di duong khi tinh, huyén, xa.
nghi phep cho cén bg, céng chirc
thudc dbi tuong quy dinh tai biéu
2 Thong tu so 141/2011/TT-
BTC.

8 | Thanh toan tién cong tac phi cho | Cong tc van phong | Theo phéan cp, uy
can bg, cong chtrc, vién chuec. quyén cua Chu tich
UBND cap tinh; thu



https://thuvienphapluat.vn/van-ban/Lao-dong-Tien-luong/Thong-tu-141-2011-TT-BTC-che-do-thanh-toan-tien-nghi-phep-hang-nam-130865.aspx?anchor=dieu_5
https://thuvienphapluat.vn/van-ban/Lao-dong-Tien-luong/Thong-tu-141-2011-TT-BTC-che-do-thanh-toan-tien-nghi-phep-hang-nam-130865.aspx?anchor=dieu_5

trudng cac co quan,
don vi

9 | Thanh toan chi hoi nghi. Cong tac vin phong | Theo phan cap, uy
quyén cua Chu tich
UBND cap tinh; tha
trudng cac co quan,
don vi

10 | Cap Gidy di duong cho can bg, | Cong tic vin phong Co quan chuyén mén
cong chc, vién chirc di cong tac. cap tinh, phong ban

cap huyén, UBND xa.

11 | bang ky xe di cong tac. Cong tac van phong | Don vi dugc giao ¢

cap tinh, cap huyén,
cap xa

12 | Trang bi may mdc, thiét bi lam | Cong tac van phong Don vi dugc giao ¢
viéc cho can bg, céng chuc, vién cap tinh, cap huyén,
chuc. cap xa

13 | Cap nhat thong tin vé tinh hinh | Cong tac van phong | Van phong Uy ban
thuc hién nhiém vu cac dia nhan dan Thanh pho
phuong dugc Chinh phu, Tha
tuong Chinh phu giao.

14 | Xay dung, ban hanh Chuong | Cong tac van phong | Van phong Uy ban
trinh cdng tac ndm, quy, thang, nha&n dan Thanh pho
tuan cta Uy ban nhan dan Thanh
pho

15 | biéu chinh Chuong trinh cong | Cong tac van phong | Van phong Uy ban,
tac nam, quy, thang, tuan cua Uy nhé&n dan Thanh pho
ban nhan dan Thanh pho

16 'I:é chirc phién hop thuong ky cua | Cong tac van phong | Vin phong Uy ban
Uy ban nhan dan Thanh phdo/ hoi nhé&n dan Thanh pho
nghi, hoi thdo, cudc hop, lam viéc
khac do Lanh dao Uy ban nhan
dan Thanh pho chu tri....

17 | Chu tich, Pho Chu tich Uy ban | Cong tac van phong | Van phong Uy ban
nhan dan Thanh pho tiep khach nhan dan Thanh pho
trong nude, nudc ngoai

18 Cong tac van phong | Vin phong Uy ban

Thanh vién Uy ban nhan dan
Thanh pho xin phép di cong tac,

nhan dan Thanh phé




lam viéc ngoai tinh/ lam viéc vai
co quan Trung wong
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PHAN I1. NQI DUNG CU THE CUA TUNG THU TUC HANH CHINH

1. Tiép nhan, ding ky va chuyén giao vin ban dén

a) Trinh tw thuc hién:

Bwéc 1: Tiép nhin vin ban dén

* Pbi voi van ban gidy

- Van thu co quan kiém tra sé luong, tinh trang bi, dau niém phong (néu
c6), noi gui; doi chiéu so, ky hiéu ghi ngoa‘li, bi v&i sQ, ky hi¢u ctia van ban trong
bi. Truong hop phat hién c6 sai sot hodc dau hiu bat thuong, Van thu co quan
bdo ngay ngudi cé trach nhiém giai quyét va thong bao cho noi gui van ban.

- T4t ca van ban gidy dén (bao gdm ca van ban c6 diu chi do mat) gui co
quan, t6 chirc thudc dién dang ky tai Van thu co quan phai dugc boc bi, dong dau
“DEN”. D01 vo1 van ban gui dich danh ca nhan hodc t6 chuc doan thé trong co
quan, to churc thi Van thu co quan chuyén cho noi nhan (khong boc bi). Nhitng bi
van ban guri dich danh ca nhan, néu 1a van ban lién quan dén cong viéc chung cua
co quan, to chure thi cd nhan nhan van ban c6 trach nhiém chuyén lai cho Van thu
co quan deé dang ky.

* Pi voi van ban dién tur

- Vin thu co quan phai kiém tra tinh xac thuc va toan ven cta vin ban dién
tir va thyc hién ti€ép nhan trén He thong.

- Truong hop van ban dién tir khong dap umg cac quy dinh tai diém a khoan
nay hodc gui sai noi nhén thi co quan, t6 chirc nhan van ban phai tra lai cho co
quan, t6 chirc giri van ban trén Hé thong. Trudng hop phat hién co sai sot hodc
dau hiéu bat thudng thi Vin thu co quan bao ngay ngudi c6 trach nhiém giai quyét
va thong bao cho noi guri van ban.

- Co quan, t6 chuc nhén van ban c6 trach nhiém thong bao ngay trong ngay
cho co quan, t6 chirc giri vé viéc da nhan vin ban bang chic ning ctua Hé thong.

Buwéc 2: Dang ky van ban dén

- Viéc dang ky van ban dén phai bao dam day du, rd rang, chinh xac cac
thong tin can thiét theo mau S6 dang ky van ban dén hoac theo thong tin dau vao
cua dir li€u quan 1y van ban dén. Nhitng van ban dén khong duoc dang ky tai Van
thu co quan thi don vi, cd nhan khong c6 trach nhiém giai quyét, tror nhiing loai
van ban dén dugc dang ky riéng theo quy dinh cua phap luat.

- S6 dén cuia van ban dugc 14y lién tiép theo thir i va trinh tu thoi gian tiép
nhan van ban trong nam, thong nhat gitta van ban giay va van ban di¢n tu.

- Bang ky van ban

Vin ban duge ding ky bang s6 hodc bang Hé thong.

+ Pang ky van ban dén bang so



Van thu co quan dang ky van ban vao S6 dang ky van ban dén. Mau So6
dang ky van ban dén theo quy dinh tai Phu luc III.

+ Pang ky van ban dén bang Hé thong

Vin thu co quan tiép nhan vin ban va diang ky vao Hé théng. Trudng hop
can thiét, Van thu co quan thuc hién s6 hoa van ban dén theo quy dinh tai Phu luc
I Nghi dinh s6 30/2020/ND-CP. Vin thu co quan cdp nhit vao Hé théng céc
truong thong tin dau vao cua dir liéu quan 1y vin ban dén theo quy dinh tai
Phu lyc I1I. Vin ban dén duogc diang ky vao Hé théng phai duoc in ra gidy diy du
cac truong thong tin theo miu S6 ding ky van ban dén, ky nhan va dong so dé
quan ly.

- Vian ban mat duoc dang ky theo quy dinh ctia phap luat vé bao vé bi mat
nha nudc.

Budc 3: Trinh, chuyén giao van ban dén

- Van ban phai duoc Van thu co quan trinh trong ngay, cham nhat 1a trong
ngay lam viéc tlep theo dén nguoi c6 thim quyén chi dao giai quyét va chuyen
giao cho don vi hodc ¢4 nhan dugc giao xtr 1y. Truong hop da xac dinh rd6 don vi
hodc ca nhan duoc giao xtr 1y, Van thu co quan chuyén van ban dén don vi, ca
nhan xtr 1y theo quy ché cong tac van thu cta co quan, to chtic. Van ban dén co
dau chi cac murc d6 khan phai duoc trinh va chuyén giao ngay sau khi nhan dugc.
Viéc chuyén giao vin ban phai bao dam chinh xac va gilr bi mat ndi dung van
ban.

- Can clr ndi dung cta van ban dén; quy ché lam viéc cta co quan, t6 chuc;
chirc nang, nhiém vu va ké hoach cong tac dugc giao cho don vi, ca nhan, nguoi
c6 tham quyén ghi y kién chi dao giai quyet Péi voi van ban lién quan dén nhiéu
don vi hoac ca nhan thi xac dinh rd0 don vi hodc ca nhan chu tri, ph01 hop va thoi
han giai quyét.

- Trinh, chuyén giao vin ban gidy: Y kién chi dao giai quyét duoc ghi vao
muc “Chuyén” trong déu “DEN” hodc Phiéu giai quyét vin ban dén theo mau tai
Phu lyc IV Nghi dinh so 30/2020/ND-CP. Sau khi c6 ¥ kién chi dao giai quyet
cua nguoi co tham quyén, van ban dén duoc chuyén lai cho Vian thu co quan de
dang ky bo sung thong tin, chuyen cho don vi hodc c4 nhan duoc giao giai quyét.
Khi chuyén giao vin ban gidy dén cho don vi, ca nhan phai ky nhan van ban.

- Trinh, chuyén giao vin ban dién tir trén Hé théng: Vin thu co quan trinh
van ban dién tir dén nguoi ¢6 tham quyén chi dao gidi quyét trén HE thong.

Nguoi c6 tham quyén ghi ¥ kién chi dao giai quyét vin ban dén trén Hé
théng va cap nhat vao Hé thong céc thong tin: Pon vi hodc nguoi nhan; y kién chi
dao, trang thai xur 1y van ban; thoi han giai quyét; chuyén van ban cho don vi hoac
ca nhan duoc giao giai quyét. Trudng hop vin ban dién tir giri kém vin ban gidy
thi Van thu co quan thyuc hién trinh van ban dién tu trén H¢ théng va chuyén van
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ban gidy dén don vi hodc ca nhan dugc ngudi ¢ tham quyén giao chu tri giai
quye€t.
b) Cach thirc thuce hién:

+7B€')i v6i van ban gidy: chu}{én vin ban qua buu dién hoic truc tiép tai Vin
phong Uy ban nhan dan Thanh pho.

+ A voi van ban dién tir: Truc tuyen (thong qua Phan mém Quén ly van
ban va HO so cong viéc).

¢) Thanh phan, s6 lwgng hd so: Don vi giri xac dinh thanh phan, s luong
hé so theo yéu cau cong tac.

d) Thoi han giai quyét: Khong qua 01 ngay ké tir ngdy nhan dugc ho so.

d) Poi twong thye hién thii tuc hanh chinh:

- S&, ban, nganh, Uy baq nhan dan quan, huyén, thanh phé Thu Duc, ij
ban nhan dan phuong, xa, thi tran.

- T churc, ca nhan.
e) Co quan giai quyét thii tuc hanh chinh:

- Co quan tryc tlep thue hién: B phan Hanh chinh/van thu cua cac co quan,
don vi cAp Thanh phd, cap huyén va cép xi;

- Co quan c6 tham quyen quyét dinh: Lanh dao cac co quan, don vi cap
Thanh phd, cip huyén va cip xa.

g) Két qua thue hién thi tuc hanh chinh: Y kién chi dao giai quyet van
ban dén trén Hé thong va chuyen van ban dién tir hodc véan ban giay dén don vi
hodc ca nhan dugc nguoi co thim quyén giao chu tri giai quyét.

h) Phi, 1¢ phi (néu c6): Khong.
i) Tén miu don, mau to khai: Khong.

k) Yéu ciu, diéu kién thye hién thi tuc hanh chinh (néu ¢6): Khong.
I) Cén ctr phap ly cia tha tuc hanh chinh: Nghi dinh s6 30/2020/ND-CP ngay
05/3/2020 ctia Chinh phu vé cong tac van thu.



2. Phat hanh van ban di.
a) Trinh tw thuc hién:
Buwéc 1: Cép sd, thoi gian ban hanh vin ban

- S6 va thoi gian ban hanh vin ban dugc 1dy theo thir ty va trinh tu thoi gian
ban hanh vin ban cua co quan, t6 chirc trong nim (bt du lién tiép tir 6 01 vao
ngay 01 thang 01 va két thiic vao ngay 31 thang 12 hang nam). S6 va ky hiéu van
ban ctia co quan, t6 chirc 1a duy nhat trong mot nam, thong nhét giita van ban gidy
va van ban dién tu.

+ Viéc cap sO van ban quy pham phap luat: Mdi loai vin ban quy pham
phap luat dugc cap hé thong so riéng.

+ Viéc cip sb van ban chuyén nganh do ngudi dimg dau co quan quan 1y
nganh, linh vuc quy dinh.

+ Viéc cap s van ban hanh chinh do ngudi dig dau co quan, t6 chirc quy
dinh.

- Béi véi van ban gidy, viéc cap s, thoi gian ban hanh dugc thuc hién sau
khi ¢ chir ky ctia nguoi co thAm quyen cham nhét 13 trong ngay lam viéc tiép
theo. Vin ban mat dugc cip hé théng s6 riéng.

- Pdi véi van ban dién tir, viéc cap s6, thoi gian ban hanh dugc thuc hi¢n
bang churc nang cua H¢ thong.

Budrc 2: Bang ky van ban di

- Viéc dang ky van ban bao dam day du, chinh x4c cac thong tin can thiét
cua van ban di.

- Bang ky van ban

Vin ban dugc ding ky bang s6 hodc bang Hé thng.

+ Pang ky vin ban bang s6

Vin thu co quan dang ky vin ban vao S6 dang ky van ban di. Mau s6 dang
ky van ban di theo quy dinh tai Phu luc IV Nghi dinh s6 30/2020/ND-CP.

+ Pang ky van ban bang Hé thong

Vin ban duoc ding ky bang Hé théng phai duoc in ra gidy day du cac
truong thong tin theo mau S6 dang ky van ban di, dong s6 dé quan 1y.

- Vian ban mat duoc dang ky theo quy dinh ctia phap luat vé bao vé bi mat
nha nudc.

Buwde 3: Nhan ban, dong dau, ky sb clia co quan, t6 chirc va diu chi do mat,
murc do khan

- Nhan ban, dong diu cua co quan, t6 chire va du chi do mat, mirc d6 khan
do1 véi van ban gidy.



+ Van ban di dugc nhan ban theo ding s6 luong duoc xac dinh ¢ phan noi
nhan cua van ban.

+ Viéc dong dau co quan, t6 chirc va diu chi do mat, mic do khan, duogc
thuc hién theo quy dinh.

- Ky s6 cua co quan, td chtrc ddi véi van ban dién tir
Ky sb cua co quan, t6 chtrc duge thuc hién theo quy dinh.
Buwéc 4: Phat hanh va theo dai viéc chuyén phét vin ban di

- Van ban di phai hoan thanh thu tuc tai Van thu co quan va phat hanh trong
ngay van ban d6 dugc ky, cham nhat 1a trong ngay lam viéc ti€p theo. Van ban
khan phai dugc phat hanh va giri ngay sau khi ky van ban.

- Vi€c phat hanh van ban mat di phai bao ddm bi mat ndi dung ctia van ban
theo quy dinh cta phap luat vé bao v€ bi mat nha nudc, dung s6 lugng, thoi gian
va noi nhan.

- Vin ban da phat hanh nhung c6 sai sot vé noi dung phai duoc stra doi,
thay thé bang van ban c6 hinh thirc tuong duong. Van ban da phat hanh nhung c6
sai sot veé the thire, k¥ thuat trinh bay, thu tuc ban hanh phai dugc dinh chinh bang
cong van cua co quan, t6 chirc ban hanh van ban.

- Thu héi vin ban

+ P6i voi vin ban gidy, trudng hop nhan dugc vian ban thong bao thu hoi,
bén nhan c6 trach nhiém guri lai van ban da nhan.

+ D6i voi van ban dién tir, trudng hop nhan dugc van ban thong bao thu
hoi, bén nhan huy bé van ban dién tr bi thu hoi trén HE thong, dong thoi thong
b&o qua Hé thong dé bén gtri bict.

- Phat hanh van ban gidy tir vin ban duoc ky sd ctia ngudi 6 tham quyen
Van thu co quan thyc hi¢n in van ban da duoc ky sO ciia ngudi cd thim quyén ra
gidy, dong diu cta co quan, to chirc dé tao ban chinh vin ban gidy va phat hanh
van ban.

- Truong hop can phat hanh van ban dién tir tr van ban gidy: thyuc hién so
héa vin ban gidy va ky s6 ciia co quan, to chuc.

Bwoe 5: Luu van ban di
-Luu vin ban gidy

+ Ban gdc van ban dugc luu tai Van thu co quan va phai duge dong déu
ngay sau khi phat hanh, sap xép theo thir tu dang ky.

+ Ban chinh van ban luu tai ho so cong viéc.
- Luu van ban dién tur

+ Ban goc van ban dién tir phai dugce luu trén HE thong cia co quan, t6 chire
ban hanh van ban.
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+ Co quan, t6 chirc co Hé thong dap ung theo quy dinh thi su dung va Iuu
ban gbc van ban dién tir trén Hé thdng thay cho van ban gidy.

+ Co quan, t6 chuc co He théng chua dap mg theo quy dinh thi Van thu co
quan tao ban chinh van ban giay theo quy dinh dé luu tai Van thu co quan va ho
so cOng vigce.

b) Cach thirc thue hién:

- D061 véi van ban gidy: phat hanh, chuyén van ban dén noi nhan qua buu
dién hodc giao truc tiép.

- P6i v6i van ban dién tir: Truc tuyén (thdng qua Phan mém Quan 1y vin
ban va Ho so cong viéc).

¢) Thanh phan, s6 lweong hd so: Thanh phan, s6 luong theo yéu cau ho so.

d) Thoi han giai quyét: Khong qua 0,5 ngay ké tir khi van ban duoc ky.
Vian ban khan phai dugc phat hanh va gtri ngay sau khi ky van ban.

d) D6i twong thue hién thu tuc hanh chinh: So, ban, nganh, Uy ban nhan
dan quan, huyén, thanh pho Thu PBuc, Uy ban nhan dan phuong, xa, thi tran.

e) Co quan giai quyet thi tuc hanh chinh: B¢ phan Hanh chinh/van thu
clia cac co quan, don vi cap Thanh phd, cap huyén va cap xa.

) Ke; qué thye hién thi tuc hanh chinh: Vin ban di dugc 13y s, nhan
ban, dong dau va phat hanh.

h) Phi, 1¢ phi (néu c6): Khong.
i) Tén miu don, mau t& khai: Khong.
K) Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu c6): Khong.

) Can cir phap ly cia thi tuc hanh chinh: Nghi dinh s6 30/2020/ND-CP
ngay 05/3/2020 cua Chinh phu vé cong tac van thu.
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3. Thu hdi viin ban d4 phat hanh
a) Trinh tw thuc hién:

- D61 véi van ban gidy, truong hop nhan dugc van ban thong bao thu hoi,
bén nhan c6 trach nhiém gui lai van ban da nhan.

- Pbi voi van ban dién tir, truong hop nhan duge van ban thong bao thu hoi,
bén nhan huy bd van ban dién tur bi thu hoi trén Hé thong, dong thoi thong bao
qua H¢ thong dé bén gtri biét.

b) Cach thirc thue hién:

- P41 vo1 van ban gidy: phat hanh, chuyén van ban dén noi nhan qua buu
dién hodc giao tryc tiép.

- P6i v6i van ban dién ta: Truc tuyén (thdng qua Phan mém Quan 1y van
ban va Ho so cong viéc).

c) Thanh ph?m, s0 lwrong hd so: Vin ban thong bao thu hoi (dudi dang
dién tr hodc ban giay).
d) Théi han giai quyét: Khdng quy dinh.

d) Doi twong thue hién thi tuc hanh chinh: S¢, ban, nganh, Uy ban nhan
dan quén, huyén, thanh ph6 Thu Buc, Uy ban nhan dan phuong, xa, thi tran.

e) Co quan giai quyet thi tuc hanh chinh: B¢ phan Hanh chinh/vén thu
clia cac co quan, don vi cap Thanh phd, cap huyén va cap xa.

g) Két qua thue hién thi tuc hanh chinh: Gui lai van ban gidy dd nhan
hoac hiy bd van ban dién tir bi thu hoi trén HE thong.

h) Phi, 1¢ phi (néu c¢6): Khong.
i) Tén mau don, miu to khai: Khong.
K) Yéu céu, diéu kién thue hién thi tuc hanh chinh (néu c6): Khong.

[) Can cir phap ly cia thi tuc hanh chinh: Nghi dinh s6 30/2020/ND-CP
ngay 05/3/2020 ctia Chinh phu vé cong tac van thu.
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4. Pinh chinh van ban da phat hanh
a) Trinh tw thuc hién:

Vin ban da phat hanh nhung c6 sai sot vé thé thirc, ki thuét trinh bay, th
tuc ban hanh phai dugc dinh chinh bang cong van cua co quan, td6 chitc ban hanh
van ban.

b) Cach thirc thue hién:

- D061 véi van ban gidy: phat hanh, chuyén van ban dén noi nhan qua buu
dién hodc giao truc tiép.

- P6i v6i van ban dién tir: Truc tuyén (thdng qua Phan mém Quan 1y vin
ban va Ho so cong viéc).

¢) Thanh phén, s6 lrong hd so: Dy thao van ban dinh chinh (ban gidy
hoac ban dién tu).

d) Théi han giai quyét: Khdng quy dinh.

d) Doi twong thue hién thi tuc hanh chinh: So, ban, nganh, Uy ban nhan
dan quan, huyén, thanh pho Thu Puc, Uy ban nhan dan phuong, xa, thi tran.

e) Co quan giai quyet thi tuc hanh chinh: B¢ phan Hanh chinh/van thu
clia cac co quan, don vi cap Thanh phd, cap huyén va cap xa.

g) Két qua thue hién thi tuc hanh chinh: Cong vin dinh chinh duogc ky
va phat hanh.

h) Phi, 1¢ phi (néu c¢6): Khong.
i) Tén miu don, mau t& khai: Khong.
K) Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu c6): Khong.

) Can cir phap ly cia thi tuc hanh chinh: Nghi dinh s6 30/2020/ND-CP
ngay 05/3/2020 cua Chinh phu vé cong tac van thu.
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5. Saoy, sao luc, trich sao vian ban
a) Trinh tw thuc hién:
* Truong hop Sao y:

- Sao y gdbm: Sao y tr van ban giay sang van ban gidy, sao y tr van ban dién
tir sang van ban gidy, sao y tir van ban gidy sang van ban dién tir.

- Sao y tur van ban gidy sang van ban glay dugc thuc hién bang viéc chup
tir ban gbc hodc ban chinh vin ban gidy sang gidy.

- Sao y tir viin ban dién tir sang vin ban gidy duoc thuc hién bang viéc in tir
ban goc van ban dién tir ra gidy.

- Sao y tur van ban glay sang van ban dién tr dugc thuc hién bang viéc sb
héa vin ban gidy va ky sb ciia co quan, to chuc.

* Truong hop Sao luc:

- Sao luc gom: Sao lyc tir vin ban gidy sang van ban gidy, sao luc tr van
ban gidy sang van ban dién tir, sao lyc tir vin ban dién tir sang van ban gidy.

- Sao luc duogc thuc hién bang vige in, chyp tur ban sao y.
* Truong hop Trich sao:

- Trich sao gom: Trich sao tur van ban gidy sang van ban giay, trich sao tur
van ban gidy sang van ban dién tu, trich sao tir van ban dién tir sang van ban dién
tu, trich sao tir van ban di¢n tir sang van ban giay.

- Ban trich sao duoc thuc hién bé‘lng viée tao lap lai dﬁy du thé thuec, ph::in
ndi dung van ban can trich sao.

Thé thirc va k¥ thuat trinh bay ban $ao y, sao luc, trich sao dugc thuc hién
theo quy dinh tai Phu luc I Nghi dinh s6 30/2020/ND-CP ngay 05/3/2020 cua
Chinh phu.

Nguoi dimg dau co quan, t6 chirc quyét dinh viéc sao van ban do co quan,
to churc ban hanh, van ban do cac co quan, to6 chirc khac gui dén va quy dinh tham
quyén ky céc ban sao van ban.

_ b) Cach thirc thwe hién: Truc tiép, buu chinh hodc Truc tuyén (thong qua
Phan mém Quan ly van ban va Ho so cong viéc).

¢) Thanh phan, s6 lwgng hd so: Khong quy dinh.
d) Thoi han giai quyét: Khdng quy dinh.
d) Poi twong thue hién thi tuc hanh chinh:

- S&, ban, nganh, Uy baq nhan dan quan, huyén, thanh phé Thu Prrc, ny
ban nhan dan phuong, xa, thi tran.

- To chtrc, ca nhan.

e) Co quan giai quyét thii tuc hanh chinh:
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- Co quan tryuc tiép thuc hién: Bo phan Hanh chinh/van thu ctia cac co quan,
don vi cap Thanh pho, cap huyén va cap xa,

- Co quan c6 tham quyén quyét dinh: Lanh dao cac co quan, don vi cap
Thanh phd, cap huyén va cap xa.

g) Két qua thwe hién thi tuc hanh chinh: Ban sao y, ban sao luc, ban trich
sao cua van ban.

h) Phi, 1¢ phi (néu c¢6): Khong.
i) Tén miu don, miu to khai: Khong.
K) Yéu céu, diéu kién thuwc hién thi tuc hanh chinh (néu c6): Khong.

) Can cit phap ly cia thi tuc hanh chinh: Nghi dinh s6 30/2020/ND-CP
ngay 05/3/2020 cia Chinh phu vé cong tac van thu.
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6. Thanh toan tién nghi phép nam cho can ,b(),’Cﬁng chirc, vién chuec,
nguwoi lao dong do chwa nghi hoiac khong nghi hét s6 ngay nghi hang nim
theo quy dinh caa phap luat

a) Trinh tw thuc hién: Thuc hién theo quy dinh tai Quy ché chi tiéu ndi bo
cua tung co quan, don vi.

b) Cach thirc thue hién: Tryc tiép.
¢) Thanh phén, s6 lwgng hd so:
- Gidy dé nghi thanh toan.

- Bon xin nghi phép (c6 xac nhan cua Thu truong, co quan, don vi noi tryc
tlep quan 1y can bo, cong chirc 1am viée xac nhan do yéu cau cong viéc nén  khong
bo tri dugc thoi gian cho can bg, cong chirc nghi phép nim hoic khong bd tri du
s6 ngay nghi phép nam).

- Bang k€ thanh toan tién phép hang nam (theo mau sé CO7-HD ban hanh
kém theo Thong tu so 107/2017/TT-BTC ngay 10/10/2017 cia BO Tai chinh
hudng dan ché dd ké toan hanh chinh, su nghiép.

* 6 lugng hod so: 01 bo.

d) Théi han giai quyét: Pugc thuc hién mot 1an trong nim va duoc quyét
todn vao nién do ngan sach hang nam theo quy dinh cua Luat Ngan sach Nha
nudc.

d) Poi twong thwe hién thi tuc hanh chinh: Céan bo, cong churc, vién
chtrc, nguoi lao dong.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan truc tiép thuc hién: Phong/ban chuyén moén tryc thudc cac co
quan, don vi cap Thanh phd, cap huyén va cap x;

- Co quan c6 tham quyén quyét dinh: Lanh dao cac co quan, don vi.

g) Két qua thuc hién thi tuc hanh chinh: Phiéu duyét chi

h) Phi, 1¢ phi (néu c6): Khong.

i) Tén miu don, miu to khai:

Bang ké thanh toan tién phép hang nim (theo mau sé6 CO7-HD ban hanh
kem theo Thong tu so6 107/2017/TT-BTC ngay 10/10/2017 cua B¢ Tai chinh
hudng dan ché do ké toan hanh chinh, sy nghiép.

K) Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu c6):

- C6 don xin nghi phép nhung duoc Thu truéng don vi xéc nhan do yéu cau
cbng viéc nén khong bo tri dugc thoi gian cho can bg, cong chic nghi phép nam


https://thuvienphapluat.vn/van-ban/Tai-chinh-nha-nuoc/Luat-Ngan-sach-Nha-nuoc-2002-01-2002-QH11-50345.aspx
https://thuvienphapluat.vn/van-ban/Tai-chinh-nha-nuoc/Luat-Ngan-sach-Nha-nuoc-2002-01-2002-QH11-50345.aspx
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- Muc chi hd trg duoc quy dinh tai quy ché chi tiéu noi bo cua co quan,
nhung t6i da khong qua muc tién lwong 1am thém gio vao ngay tha bay, chi nhat
theo quy dinh hién hanh.

I) Can cir phap ly cia thi tuc hanh chinh:
- B6 luat Lao dong nam 2019;

- Luat Can b, cdng chirc nam 2008;

- Luat Vién chirc nam 2010;

- Luat stra doi, bd sung mét sé diéu cua Luat Céan b, cong chirc va Luat
vién chtirc nam 2019;

- Thong tu 5O 141/2011/TT-BTC ngay 20/10/2011 cua B truong Bo Tai
chinh quy dinh vé che d¢ thanh toan tién nghi phép hang nam doi véi can bg, cong
chuc, vién chire, lao dong hop dong theo quy dinh cua phap luat lam viéc trong
co quan nha nudc, don vi sy nghiép cong lap;

- Thong tu s6 107/2017/TT-BTC ngay 10/10/2017 cua Bo Tai chinh hudng
dan ch¢ do ke toan hanh chinh, su nghiép.

- Quy ché¢ chi tiéu ndi bo cua co quan, don vi.
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7. Thanh toan tién phwong ti¢n di lai, tién phu cAp di dudng khi nghi
phép cho can b, cong chac thuge doi twong quy dinh tai Piéu 2 Thong tu so
141/2011/TT-BTC

a) Trinh tw thuc hién: Thuc hién theo quy dinh tai Quy ché chi tiéu ndi bo
cua tung co quan, don vi.

b) Cach thirc thue hién: Tryc tiép.

¢) Thanh phén, s6 lwgng hd so:

- Gidy dé nghi thanh toan.

- Giay nghi phép nim do Thi trudng co quan, don vi cip.

- Péi v6i cac ddi tuong quy dinh tai diém b khoan 1 Piéu 2 Théng tu sd
141/2011/TT-BTC: Phai c6 don va dugc chinh quyen dia phuong noi than nhan
cur tra hodc co s6'y té xac nhan c6 ngudi than bj dm dau di diédu trj & co sy té,
diéu trj dai han tai nha, hodc bi chét.

- Vé tau, xe van chuyén dén noi nghi phép va theo chiéu nguoc lai hoic
Hop dong thué phuong tién hodc Gidy bién nhén thanh toan véi chi phuong tién
theo s0 ki-16-mét thye di (d0i vdi nhimg doan duong khong c6 phuong tién van
tai cua to chirc, c4 nhan kinh doanh van tai hanh khach theo quy dinh cta phap
luat).

* §6 luong hod so: 01 bo.

d) Thoi han giai quyét:

- Thuc hién theo quy dinh tai Quy ché chi tiéu ndi bo cua ting co quan,
don vi.

- Tién phuong tién di nghi phép hang nam chi dugc thanh toan mdi nam
mét lan, nghi phép caa nim nao duoc thanh toan trong nam d6. Trudng hop Vi
cbng viéc dugc Tha truong co quan, don vi cho Ui thoi gian nghi phép sang nam
sau thi cling duoc thanh toan tién nghi phép nam, nhung chi duoc thanh toan trong
pham vi thoi gian chinh 1y ngan sach dén hét 31 thang 01 nim sau.

d) Poi twong thwe hién thi tuc hanh chinh: Can bo, cong chirc, vién
chuc, nguoi lao dong.

e) Co quan giai quyét thii tuc hanh chinh:

- Co quan tryc tiép thuc hién: Phong/ban chuyén moén tryc thudce cac co
quan, don vi cap Thanh phd, cip huyén va cip x4;

- Co quan c6 tham quyén quyét dinh: Lanh dao cac co quan, don vi.
g) Két qua thuwe hién thi tuc hanh chinh: Phiéu duyét chi

h) Phi, 1¢ phi (néu c6): Khong.

i) Tén miu don, miu t& khai: Khong.


https://thuvienphapluat.vn/van-ban/Lao-dong-Tien-luong/Thong-tu-141-2011-TT-BTC-che-do-thanh-toan-tien-nghi-phep-hang-nam-130865.aspx?anchor=dieu_5
https://thuvienphapluat.vn/van-ban/Lao-dong-Tien-luong/Thong-tu-141-2011-TT-BTC-che-do-thanh-toan-tien-nghi-phep-hang-nam-130865.aspx?anchor=dieu_5
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K) Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6):
- Gidy nghi phép nam do Thu truéng co quan, don vi cap.

- Phai ¢6 don va dugc chinh quyén dia phuong noi than nhan cu tra hoac
co sO y té xac nhan cd nguoi than bi 6m dau di di€u tri & co sd y té, dicu tri dai
han tai nha, hoac bi chét.

[) Can c&r phap ly cia thi tuc hanh chinh:
- B6 luat Lao dong nam 2019;

- Luat Can b, cdng chirc nam 2008;

- Luat Vién chtrc nam 2010;

- Luat stra doi, bod sung mét sé diéu cua Luat Céan b, cong chirc va Luat
vién chirc nam 2019;

- Théng tu sé 141/2011/TT-BTC ngay 20/10/2011 cua Bé truéng Bo Tai
chinh quy dinh vé ché d6 thanh toan tién nghi phép hang nam déi véi can b, cong
chuc, vién chirc, lao dong hop dong theo quy dinh caa phap luat lam viéc trong
co quan nha nudc, don vi sy nghiép cong lap;

- Quy ché¢ chi tiéu ndi bo cua co quan, don vi.
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8. Thanh toan cong tac phi cho can bg, cong chire, ngwai lao dong

a) Trinh tw thuc hién: Thuc hién theo quy dinh tai Quy ché chi tiéu noi bo
cua tung co quan, don vi.

b) Cach thic thwe hién: Tryc tiép.

¢) Thanh phan, s6 lwgng hd so:

- Gidy dé nghi thanh toan.

- Bang ke thanh todn cong tac phi (theo mau sd C17-HD ban hanh kem theo
Thong tu s6 107/2017/TT-BTC ngay 10/10/2017 cua Bo Tai chinh hudng dan ché
do ké toan hanh chinh, su nghiép).

- Gidy di duong ctia ngudi di cong tac c6 dong dau xac nhan cta co quan,
don vi noi dén cong tac (hodc cua khach san, nha khach noi luu tri).

- Van ban hoac ké hoach cong tac da duoc tha truong co quan, don vi phé
duyét; cong van; giady moi; van ban trung tap tham gia doan cong tac.

- Hoa don; chung tir mua ve hop phap theo quy dinh cua phap luat khi di
cong tac bang cac phuong tién giao thong hoic gidy bién nhén cua chu phuong
tién. Riéng ching tur thanh toan vé may bay ngoai cudng vé (hodc ve dién tur) phai
keém theo thé 1én may bay theo quy dinh ctia phép luat. Truong hop mat thé 1én
may bay thi phai c6 xac nhén cua co quan, don vi ctr di cong tac (ap dung khi
thanh toan chi phi di lai theo thuc té).

- Bang ké d¢ dai quang duong di cong tac trinh thu truéng co quan, don vi
duyét thanh toan (4p dung khi thanh toan khoan chi phi di lai).

- Hoa don, chung tir thué phong nghi hop phap theo quy dinh cua phap luat
(ap dung khi thanh toén tién thué phong nghi theo héa don thuc té).

~ -Rieng ho so thanh toan khoan kinh phi str dung xe 6 t0 khi di cong tac tai
diém a khoan 2 Diéu 5 Thong tu s6 40/2017/TT-BTC ngay 28/4/2017 cua Bo Tai
chinh gom:

+ Van ban hodc ké hoach cong tac da duoc thu trudng co quan, don vi phé
duyét; cong van; gidy moi; van ban trung tap tham gia doan cong tac.

+ Bang ké dd dai quang duong di cong tac trinh thu trudng co quan, don vi
duyét thanh toan (ap dung khi thanh toan khoan chi phi di lai).

* §6 luong ho so: 01 bo.

d) Thoi han gidi quyét: Thuc hién theo quy dinh tai Quy ché chi tiéu noi
bd cua tung co quan, don vi.

d) Poi twong thue hién thi tuc hanh chinh:

- Can bo, cdng chic, vién chirc, lao dong hop dong theo quy dinh cua phap
luat lam viéc tai cac co quan nha nudc, don vi sy nghiép cong lap, t6 chic chinh
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tri, t6 chirc chinh tri - x& hoi, cc to chirc hoi sir dung kinh phi do ngan séch nha
nudc ho tro.

- Pai biéu Hoi ddng nhan dan céc cap khi tham gia hoat dong cua Hoi dong
nhan dan.

e) Co quan giai quyét thii tuc hanh chinh:

- Co quan truc tiép thuc hién: Phong/ban chuyén moén tryc thudc cac co
quan, don vi cip Thanh phd, cip huyén va cip xa;

- Co quan c6 tham quyén quyét dinh: Lanh dao cac co quan, don vi.
g) Két qua thuc hién thi tuc hanh chinh: Phiéu duyét chi

h) Phi, 1¢ phi (néu c6): Khong.

i) Tén mau don, miu to khai: Khong.

K) Yéu céu, diéu kién thwc hién thi tuc hanh chinh (néu c6):

- Thyc hién dGing nhiém vu duoc giao.

- Buoc thu truéng co quan, don vi cir di cong tac hoac dugc moi tham gia
doan cong tac.

- C6 du cac chung tir dé thanh toan theo quy dinh tai Thong tu sO
40/2017/TT-BTC ngay 28/4/2017 cua B¢ Tai chinh quy dinh ché d6 cdng tac phi,
ché do chi hoi nghi.

[) Can ci phap ly cuaa thi tuc hanh chinh:

- Thong tu 5O 40/2017/TT -BTC ngay 28/4/2017 cta Bo Tai chinh quy dinh
ché d6 cdng tac phi, che @6 chi hoi nghi.
- Thong tu s6 107/2017/TT-BTC ngay 10/10/2017 cta Bo Tai chinh huéng
dan ché do ke toan hanh chinh, su nghiép.
- Quy ché chi tiéu noi bo cia co quan, don vi.
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9. Thanh toan chi hgi nghi

a) Trinh tw thuc hién: Thuc hién theo quy dinh tai Quy ché chi tiéu noi bo
cua tung co quan, don vi.

b) Cach thic thwe hién: Tryc tiép.
¢) Thanh phan, s6 lwgng hd so:
- Gidy dé nghi thanh toan.

- Vin ban, ké hoach t6 chire hoi nghi duoc ngudi c6 tham quyén phé duyét
theo quy dinh.

- Héa don, chimg tir hop phap va bang ké thanh toan dbi véi cac khoan chi
bang tién cho ngudi tham du hoi nghi theo quy dinh tai Thong tu s6 40/2017/TT-
BTC ngay 28/4/2017 ctia Bo Tai chinh (néu c6) theo quy dinh ciia phap luat hién
hanh vé hoa don, chimg tir thanh toan.

* S6 lwgng hd so: Khéng quy dinh.

d) Thoi han giai quyét: Thuc hién theo quy dinh tai Quy ché chi tiéu noi
b0 cua ting co quan, don vi.

d) Poi twong thuc hién thi tuc hanh chinh:

- Can bo, cong chirc, vién chirc, lao dong hop dong theo quy dinh ctia phap
luat 1am viéc tai cac co quan nha nudc, don vi sy nghiép cong lap, t6 chtrc chinh
tri, to chuc chinh tri - xd hoi, cac to chirc hoi sir dung kinh phi do ngan sach nha
nudce hd tro.

- Pai biéu Hoi dong nhan dan céc cap khi tham gia hoat dong ctia Hoi dong
nhan dan.

e) Co quan giai quyét thii tuc hanh chinh:

- Co quan truc tiép thyc hién: Phong/ban chuyén mon tryc thudc cac co
quan, don vi cap Thanh phd, cip huyén va cap x;

- Co quan c6 tham quyén quyét dinh: Lanh dao cac co quan, don vi.

g) Két qua thuwe hién thi tuc hanh chinh: Phiéu duyét chi

h) Phi, 1¢ phi (néu c¢6): Khong.

i) Tén miu don, miu t& khai: Khong.

K) Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu c6): Khong.
[) Can cir phap ly cia thia tuc hanh chinh:

~ -Thong tu sO 40/2017/TT -BTC ngay 28/4/2017 ctua Bo Tai chinh quy dinh
ché d¢ cong tac phi, ché do chi hoi nghi.

- Thong tu s6 107/2017/TT-BTC ngay 10/10/2017 cta Bo Tai chinh huéng
dan che do ké toan hanh chinh, sy nghiép.
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- Nghi quyét s6 13/2017/NQ-HPND ngay 07/12/2017 ctia Hoi dong nhan
dan Thanh phd ban hanh muc chi ché do cong tac phi va ché do té chirc hoi nghi
trén dia ban Thanh phé H6 Chi Minh;

- Nghi quyét s6 29/2018/NQ-HDND ngay 07/12/2018 cua Hoi dong nhan
dan Thanh phd ban hanh quy dinh vé& mirc chi dao tao bdi dudng can bd cong
chtc, vién chirc trén dia ban Thanh phd H6 Chi Minh.

- Quy ché chi tiéu noi bo caa co quan, don vi.
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10. Cap Gidy di dudng cho can bo, cong chic, vién chire di cong tac

a) Trinh tw thuc hién: Thuc hién theo quy dinh tai Quy ché chi tiéu noi bo
cua tung co quan, don vi.

b) Cach thic thwe hién: Tryc tiép.

¢) Thanh phan, sé lwong hd so: Thyc hién theo quy dinh tai Quy ché chi
ti€u ndi bd cua tung co quan, don vi.

d) Thoi han giai quyét: Thuc hién theo quy dinh tai Quy ché chi tiéu noi
bd cua ting co quan, don vi.

d) Doi twong thwe hién thii tuc hanh chinh:

- Can b, cong chirc, vién chire, lao dong hop ddng theo quy dinh ctia phap
luat 1am viéc tai cac co quan nha nudc, don vi sy nghiép cong lap, t6 chtrc chinh
tri, to chirc chinh trj - x3 hoi, cac to chirc hoi sir dung kinh phi do ngan sach nha
nudce ho tro.

- Pai biéu Hoi dong nhan dan céc cap khi tham gia hoat dong ctia Hoi dong
nhan dan.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan truc tiép thuc hién: Phong/ban chuyén mon tryc thudgc cac co
quan, don vi cap Thanh phd, cip huyén va cap x;

- Co quan c6 tham quyén quyét dinh: Lanh dao cac co quan, don vi.

g) Két qua thuwe hién thi tuc hanh chinh: Phiéu di duong.

h) Phi, 1¢ phi (néu c6): Khong.

i) Tén miu don, miu to khai: Khong.

K) Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu c6): Khong.
[) Can cir phap ly cia thi tuc hanh chinh:

- Thong tu s 40/2017/TT -BTC ngay 28/4/2017 cua B Tai chinh quy dinh
ché d6 cdng tac phi, che @6 chi hoi nghi.

- Quy ché chi tiéu noi bo caa co quan, don vi.
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11. Pang ky xe di cong tac

a) Trinh tw thuc hién: Thuc hién theo quy dinh tai Quy ché chi tiéu noi bo
cua tung co quan, don vi.

b) Cach thic thwe hién: Tryc tiép.

¢) Thanh phan, sé lwong hd so: Thyc hién theo quy dinh tai Quy ché chi
ti€u nd1 bd cua timg co quan, don vi.

* S6 lwgng hd so: 01 bo.

d) Thoi han giai quyét: Thuc hién theo quy dinh tai Quy ché chi tiéu noi
bd cua ting co quan, don vi.

d) Doi twong thuc hién thi tuc hanh chinh:

- Can bo, cong chirc, vién chirc, lao dong hop dong theo quy dinh ciia phap
luat lam viéc tai cac co quan nha nudc, don vi sy nghiép cong lap, t6 chtrc chinh
tri, to chic chinh tri - xa hoi, cac to chirc hoi sir dung kinh phi do ngan sach nha
nudce ho tro.

- Pai biéu Hoi dong nhan dan céc cap khi tham gia hoat dong ctia Hoi dong
nhan dan.

e) Co quan giai quyét thii tuc hanh chinh:

- Co quan truc tiép thuc hién: Phong/ban chuyén mon tryc thudgc cac co
quan, don vi cap Thanh phd, cip huyén va cap xa;

- Co quan c6 tham quyén quyét dinh: Lanh dao cac co quan, don vi.

g) Két qua thue hién thii tuc hanh chinh: Lénh diéu xe.

h) Phi, 1¢ phi (néu c6): Khong.

i) Tén miu don, mau to khai: Khong.

K) Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu c6): Khong.
[) Can cir phap ly cia thia tuc hanh chinh:

- Thong tu 5O 40/2017/TT -BTC ngay 28/4/2017 ctia Bo Tai chinh quy dinh
ché d6 cdng tac phi, che @6 chi hoi nghi.

- Quy ché chi tiéu noi bo cua co quan, don vi.
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12. Trang bi may mac, thiét bj 1am viéc cho can bd, cong chiic, vién chic

a) Trinh tw thuc hién: Thuc hién theo quy dinh tai Quy ché chi tiéu noi bo
cua tung co quan, don vi.

b) Cach thic thwe hién: Tryc tiép.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so: Gidy dé nghi.

- S Iwong hd so: 01 bo.

d) Thoi han gidi quyét: Thoi han thyuc hién t6i da khong qua 15 ngay lam
viéc doi vai chi dinh thau (truong hop dau thau rong rai trong nudce: tong thoi gian
tir khi bat dau chuan bi ho so moi thau dén khi ky két hop dong trong khoang 2-3
thang).

d) Poi twong thye hién thii tuc hanh chinh:

- Can bo, cong chirc, vién chirc, lao dong hop dong theo quy dinh ciia phap
luat 1am viéc tai cac co quan nha nudc, don vi sy nghiép cong 1ap, t6 chtrc chinh
tri, to chirc chinh trj - x3 hoi, cac to chirc hoi sir dung kinh phi do ngan sach nha
nudce ho tro.

- Pai biéu Hoi dong nhan dan céc cap khi tham gia hoat dong ctia Hoi dong
nhan dan.

e) Co quan giai quyét thii tuc hanh chinh:

- Co quan tryc tiép thyc hién: Phong/ban chuyén mon truc thuge céc co
quan, don vi cap Thanh phd, cip huyén va cap x;

- Co quan c6 tham quyén quyét dinh: Lanh dao cac co quan, don vi.

g) Két qua thure hién thi tuc hanh chinh: May mac, thiét bi 1am viéc duoc
trang bi.

h) Phi, 18 phi (néu cd): Khong.

i) Tén miu don, mau t& khai: Khong.

K) Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu c6): Khong.
[) Can cir phap ly cia thia tuc hanh chinh:

- Luat Pau thau s6 22/2023/QH15 ngay 23 thang 6 nam 2023;

- Nghi dinh 6 24/2024/ND-CP ngay 27 thang 02 nim 2024 cia Chinh phi
vé Quy dinh chi tiét mot sé diéu va bién phép thi hanh Luat Bau thau vé lua chon
nha thau:

- Thong tu s6 06/2024/TT-BKHPT ngiy 26 thang 4 nam 2024
cua Bo Ké hoach va Pau tu huéng dan viéc cung cap, dang tai thong tin vé lya
chon nha thau va mau ho so du thau trén Hé théng mang dau thau qudc gia;
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- Quyét dinh sb 50/2017/QD-TTg ngay 31/12/2017 cua Tha tuéng Chinh
pht Quy dinh tiéu chuan, dinh mac st dung may mac, thiét bi;

- Cong vin s6 6975/STC-CS ngay 10 thang 10 ndm 2023 cua S¢ Tai chinh
vé Viéc trién khai cong vin sé 882/HDND-KTNS ngay 28/9/2023 cua Hoi dong
nhan dan Thanh phd.

- Quy chg chi tiéu noi bo cua co quan, don vi.



26

13. Cap nhat thong tin vé tinh hinh thyc hién nhiém vu cac dia phuong
dwoc Chinh pha, Thi twéng Chinh phi giao

a) Trinh tw thuc hién:

Khi nhan dugc nhiém vu cua Chinh pha, Thu tuéng Chinh phu giao trén
Hé théng quan 1y co so dit liéu theo ddi, Van phong Uy ban nhan dan Thanh phd
chu tri, phéi hop voi céc sé, ban, nganh, Uy ban nhan dan quan, huy¢n, thanh phé
Thu Bic va cac co quan lién quan cip nhat diy du tinh hinh, két qua thuc hién
nhiém vu dugc giao ctia Thanh phd trén Hé thdng quan 1y co sé dit liéu theo dai.

Thuong xuyén cdp nhat tinh hinh theo doi, don dbc viéc thuc hién nhiém
vu; phéi hop véi cic co quan trung wong trong viéc xac nhan két qua thuc hién
nhiém vu giao cua cac dia phuong di cap nhat trén Hé thong quan 1y co sé dit liéu
theo di; ra soat, ddi chiéu cac thong tin trén Hé thong quan 1y co sé dit liéu theo
dd1 voi cac van ban giao nhiém vu cua Chinh phu, Thu twéng Chinh phu.

Truong hop cap nhat thiéu nhiém vy giao hodc ndi dung nhiém vu dugc cap
nhat va chuyén dén chua chinh xac hodc khong thudc chic ning, nhiém vu, quyén
han cta bd, co quan, dja phuong minh thi phai trao d6i, thong tin kip thot hoac
chuyén lai Vin phong Chinh phil (néu rd 1y do) dé cép nhat bo sung, diéu chinh
hodc chuyén dén bo, co quan, dia phuong khac thyc hién theo quy dinh.

b) Cach thire thwe hién: Truc tuyén trén Hé thong quan 1y co sé dir lidu
theo ddi cua Van phong Chinh phu.

¢) Thanh phan, sé lwong hd so: Vin ban bao cdo két qua thuc hién
nhiém vu.

d) Thoi han giai quyét:

Theo tirng nhi€ém vy, cong viéc duoc giao:

(1) Poi Vé’i cac nhiém vu giao co thoi han, phai cap nhat diang han cac thong
tin li€n quan dén tinh hinh, két qué thyc hién nhiém vu do Chinh phu, Thu tudng
Chinh phu giao vao H¢ thong quan 1y co s& dit 1iéu theo doi trén Mang dung riéng
cua Chinh phu.

(i) Pdi voi cac nhiém vu giao khong c6 thoi han, phai cap nhat tinh hinh
thuc hién theo quy, 6 thang, nam hoac khi c6 két qua thue hién nhiém vu do Chinh
phu, Thu tuéng Chinh phu giao.

d) Déi twgng thyc hién thi tuc hanh chinh: Van phong Uy ban nhan dan
Thanh pho, cac So, ban, nganh, Uy ban nhén dan cap huyén.

e) Co quan giai quyét thii tuc hanh chinh:

- Co quan c6 thim quyén quyét dinh: Uy ban nhan dan Thanh phd.

- Co quan tryc tiép thyc hién tha tuc hanh chinh: Van phong Uy ban nhan
dan Thanh pho.

- Co quan phdi hop: S&, ban, nganh, Uy ban nhan dan cp huyén.
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g) Két qua thyc hi¢n thi tuc hanh chinh: Cap nhat day du két qua thyc
hién cac nhi€ém vu dugc giao vao H¢ thong quan 1y co sé dir liéu theo dai.

h) Phi, 1& phi (néu cd): Khéng.

i) Tén miu don, miu to khai: Khong.

K) Yéu céu, diéu kién thue hién thi tuc hanh chinh (néu c6): Khong.

[) Can c&r phap ly cia thi tuc hanh chinh:

- Quyét dinh s6 42/2014/QD-TTg ngay 27/7/2014 ciia Thu tuéng Chinh
pht ban hanh Quy ché theo doi, don doc, kiém tra viéc thuc hi€n nhiém vu do
Chinh phu, Thu tuéng Chinh phu giao.

- Quyét dinh s6 23/2018/QD-TTg ngay 15/5/2018 ctia Thu tuéng Chinh
phu stra 61, b6 sung mdt s6 di€u cua Quy ché theo doi, don doc, kién} tra Viég
thuc hién nhiém vu do Chinh phu, Thu tuéng Chinh phu giao theo Quyét dinh so6
42/2014/QD-TTg.

- Quyet dinh 0 54/2023/QD-UBND ngay 18/12/2023 cua Uy ban nhan dén
Thanh pho H6 Chi Minh ban hanh Quy che lam viéc cua Uy ban nhan dan Thanh
pho Ho Chi Minh nhiém ky 2021 -2026.
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14 Xay dung, ban hanh Chuong trinh cdng tac nam, quy, thang, tuan
cia Uy ban nhan dan Thanh pho.

a) Trinh tw thuc hién:
* Chuong trinh cong tac nam

- Trude ngay 30 thang 9 hang nam, Van phong Uy ban nhan dan Thanh ph
dé nghi cac don vi, dia phuong dang ky cac d€ an, ndi dung vao chuong trinh cong
tac nam sau;

- Trudc ngay 15 thang 11, cac don vi, dia phuong diang ky dé an, ndi dung
v6i Vian phong Uy ban nhan dan Thanh phd, gdm nhimg ndi dung sau: tén goi;
can cu xay dung; sy can thiét; dinh hudng ndi dung; pham vi diéu chinh; co quan
tham dinh, theo doi; cép trinh; thoi han trinh x4c dinh cu thé dén tung thang; san
pham cua d¢é an;

- Vin phong Uy ban nhan dan Thanh ph chi tri, phdi hop véi cac don vi
lién quan tham tra, xac dinh cic dé an, noi dung dua vao chuong trinh cong tac;
tong hop, du thao chuwong trinh cong tic nim sau trinh Uy ban nhan dan Thanh
phé. Trong thoi han 10 ngay lam viéc ké tir ngdy Uy ban nhan dan Thanh phd
thong qua, Van phong Uy ban nhan dan Thanh phd trinh Chu tich Uy ban nhan
dan Thanh phd xem xét, ban hanh.

* Chuong trinh cong tac quy, thang, tudn

- Trén co s& chuong trinh cong tdc nam da dugc ban hanh va chi dao cua
Uy ban nhan dan Thanh phd, Thuong truc Uy ban nhan dan Thanh phd, Chu tich
Uy ban nhan dan Thanh phd, Phé Cha tich Uy ban nhan dan Thanh phd vé viéc
diéu chinh cac dé 4n, ndi dung trong chuong trinh cong tac, Van phong Uy ban
nhan dan Thanh phé cap nhat, x@y dung va ban hanh chuong trinh cong tac quy
cham nhit vao ngay 1am viéc dau tién cta thang dau quy;

- Trén co so chuong trinh cong tac quy da dugc ban hanh va chi dao cua
Uy ban nhan dan Thanh pho Thuong truc Uy ban nhan dan Thanh phd, Chu tich
Uy ban nhan dan Thanh phd, Phé Cha tich Uy ban nhan dan Thanh phd vé viéc
diéu chinh cac dé 4n, ndi dung trong chuong trinh cong tac, Vin phong Uy ban
nhan dan Thanh phd cap nhat, xdy dung va ban hanh chuong trinh cong tac thang
cham nhit vao ngay lam viéc dau tién cta thang;

- Trén co s& chi dao cua Chu tich Uy ban nhan dan Thanh phd, Phé Chu
tich Uy ban nhan dan Thanh phd, Vin phong Uy ban nhan dan Thanh pho xay
dung va ban hanh chuong trinh cong tac tuan cham nhat vao thir Sdu cta tuin
trudce.

b) Cach thirc thwe hién: Khong quy dinh.

¢) Thanh phan, s6 lwgng hd so:

Vién ban dang ky dé 4n, noi dung gém nhing ndi dung sau: tén goi; can cu
xay dung; sy can thiét; dinh hudng ndi dung; pham vi di€u chinh; co quan tham
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dinh, theo doi; cép trinh; thoi han trinh x4c dinh cu thé dén tung thang; san phém
cua d¢ an.
d) Thoi han giai quyét:

- Chuong trinh cong tc nam: 10 ngay lam viéc ké tir ngay Uy ban nhan dan
Thanh phé thong qua, Van phong Uy ban nhin dan Thanh phé trinh Chu tich Uy
ban nhan dan Thanh phd xem xét, ban hanh.

- Chuong trinh cong tac quy: Vin phong Uy ban nhan dan Thanh phd cép
nhat, xdy dung va ban hanh chuong trinh cong tac quy chim nhit vao ngdy lam
viéc dau tién cua thang dau quy.

- Chuong trinh cong tac thang: Vian phong Uy ban nhan dan Thanh phé cap
nhat, xdy dung va ban hanh chuong trinh cong tac thang chim nhat vao ngay lam
viéc dau tién cua thang.

- Chuong trinh cong tac tuan: Vin phong Uy ban nhan dan Thanh phd xay
dung va ban hanh chuong trinh cong tac tuan cham nhat vao thir Sau cua tuan
trude.

d) Déi twong thwe hién thii tuc hanh chinh: Cac S&, ban, nganh, Uy ban
nhan dan cap huyén.

e) Co quan giai quyét thi tuc hanh chinh: Vian phong Uy ban nhan dan
Thanh pho.

g) Két qua thyc hi¢n tha tuc hanh chinh: Chuong trinh cong tac nam,
quy, thang, tuan cta Uy ban nhan dan Thanh pho.

h) Phi, 1¢ phi (néu c6): Khong.

i) Tén miu don, mau t& khai: Khong.

K) Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu c6): Khong.

) Ciin ci phép ly ciia thii tuc hanh chinh: Quyét dinh s6 54/2023/Qb-
UBND pgéy 18/12/2023 cua Uy ban nhan dan Thz‘a,nh pho Ho6 Chi Minh ban hanh
Quy ché lam viéc cua Uy ban nhan dan Thanh pho H6 Chi Minh nhiém ky 2021
-2026.
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15. Piéu chinh Chuong trinh cong tac nam, quy, thang, tuin caa Uy
ban nhan dan Thanh pho

a) Trinh tw thuc hién:

- Budc 1: Trén co sé dé nghi b(;)q sung, diéu chinh chuong trinh cong tac cua
qéc don vi, dia phuong, Van phong Uy ban nhan dan Thanh pho6 trinh Chu tich
Uy ban nhan dan Thanh pho, Pho Chu tich Uy ban nhan dan Thanh pho quyét
dinh.

- Budce 2: Can ctr quyét dinh cua Thuong tryc ﬁy ban nhan dan Thanh phd,
Van phong Uy ban nhan dan Thanh pho b6 sung, diéu chinh vao chuong trinh
cong tac ciia Uy ban nhan dan Thanh pho va cép nhat vao phan mém quan 1y, theo
doi chuong trinh cong tac ciia Uy ban nhan dan Thanh pho.

b) Cach thirc thue hién: Khong quy dinh.

¢) Thanh phan, s6 lwgng hd so:

Vin ban dé nghi bo sung, diéu chinh chuong trinh cong tac.

d) Thoi han giai quyét: Khong quy dinh

d) Déi twong thwe hién thii tuc hanh chinh: Cac S&, ban, nganh, Uy ban
nhan dan cap huyén.

e) Co quan giai quyét thi tuc hanh chinh: Van phong Uy ban nhan dan
Thanh pho.

g) Két qua thyc hi¢n tha tuc hanh chinh: Chuong trinh cong tic nam,
quy, thang, tuan ctia Uy ban nhan dan Thanh ph6 dugc di€u chinh hodc cap nhat.

h) Phi, 1¢ phi (néu c6): Khong.

i) Tén miu don, mau t& khai: Khong.

K) Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu c6): Khong.

) Ciin ci phép 1y ciia thii tuc hanh chinh: Quyét dinh s6 54/2023/QP-
UBND ngay 18/12/2023 cua Uy ban nhan dan Thanh pho Ho Chi Minh ban hanh

Quy ché 1am viéc cua Uy ban nhan dan Thanh phé H6 Chi Minh nhiém ky 2021
-2026.
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16. To chirc phién hep thwdong ky ciia Uy ban nhan dan Thanh pho/ hi
nghi, hdi thao, cugc hep, lam viée khac do Lanh dao Uy ban nhan dan Thanh
pho cha tri....

a) Trinh tu thuc hién:

* Phién hop Uy ban nhan din Thanh phé

Uy ban nhdn ddn Thanh phé hop thwong ky méi thang mét lan va dwoc té
chire treée ngay 05 cia thang sau, truong hop ddc biét, viéc t6 chire hop sau thoi
han trén do Chii tich Uy ban nhdn dan Thanh phé quyét dinh.

Uy ban nhdn ddn Thanh pho hop chuyén dé hodc hop dé gidi quyét cong
viéc phat sinh c’z’ot xudt theo quyét dinh ciia Chii tlch Uy ban nhén dan Thanh phé
hodc theo yéu cau ciia it nhat mét phan ba tong sé thanh vién Uy ban nhdn dan
Thanh phé hodc theo yéu cau ciia Chinh phii, Thit twémg Chinh phii, Ban cdn sir
dang Uy ban nhén déan Thanh phé.

Chui tich Uy ban nhdn ddan Thanh phé chii tri phién hop Uy ban nhén dén
Thanh phé. Khi can thiét, Chi tich Uy ban nhéan ddn Thanh phé phdn céng mot
Phé Chii tich Uy ban nhdn déan Thanh pho thay mét Chii tich Uy ban nhdn dén
Thanh phé chii tri va két ludn phién hop hodc mét sé néi dung ciia phién hop.

Chuén bi phién hop:

- Chui tich Uy ban nhan dan Thanh phd quyét dinh noi dung, hinh thuc, thoi
gian va chuong trinh phién hop. Thanh phén dai biéu du hop thuc hién theo quy
dinh tai Piéu 25 Quy ché.

- Vin phong Uy ban nhan dan Thanh phd c6 nhiém vuy:

+ Dy kién noi dung, hinh thuc (truc tiép, truc tuyén), tho1 gian, chuong
trinh, kich ban diéu hanh trinh Chu tich Uy ban nhan dan Thanh phb quyét dinh;

+ Pon dbc cac don vi 6 lién quan gui tai liéu phuc vu hop;

+ Moi hop, guri tai liéu hop dén dai biéu, khach moi chdm nhat 13 03 ngay
lam viéc trude khi hop, trir truong hop dac biét; phé)i hop vo1 don vi chu tri dé 4n,
ndi dung thu héi tai liéu mat thudc dién phai thu hdi sau khi két thiic phién hop;

+ B4o cdo tham tra vé ndi dung dé an trinh ra phién hop.

- Cac don vi chu tri @€ 4n, ndi dung c6 nhiém vu:

+ Pé xuat noi dung dua vao Phién hop Uy ban nhan dan Thanh pho thuong
ky, gii Van phong Uy ban nhan dan Thanh phé trudc ngay 20 hang thang dé tong
hop, béo cao Chu tich Uy ban nhan dan Thanh pho;
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+ Gri ho so, tai liéu hop qua Hé théng thong tin phuc vu hop va xur 1y cong
viée (trur tai li€u mat) cham nhét 03 ngay lam viéc trude khi hop; gui van ban giéy
dén Vin phong Uy ban nhan dan Thanh phé theo yéu cau;

+ Chu tri, phdi hop voi Van phong Uy ban nhan dan Thanh phé thu hdi tai
liéu mat thudc dién phai thu hoi sau khi két thac phién hop.

Cdc héi nghi ciia Uy ban nhén dan Thanh phé, Chi tich Uy ban nhén
din Thanh pho

- Hang nam, 06 thang, hang quy hodc khi can thiét, Uy ban nhan dan Thanh
phé to chirc hoi nghi véi cac dia phuong, don vi lién quan dé trién khai va ban
bién phap thuc hién ké hoach phat trién kinh té - xa hoi, du toan ngan sach nha
nudc va nhitng néi dung, nhiém vu can thiét, cép bach khac.

- Ho1 nghi chuyén dé duoc t6 chire trién khai hodc so két, téng két viéc thuc
hién cac Nghi quyét ctia Trung uwong, Chinh phu, cac vin ban, co ché, chinh sach
16m hodc cac cong viéc quan trong trong chi dao, diéu hanh cta Uy ban nhan dan
Thanh phd, Chii tich Uy ban nhan dan Thanh phé.

- Van phong Uy ban nhan dan Thanh phd trinh Cha tich Uy ban nhan dan
Thanh phd, Pho Chu tich Uy ban nhan dan Thanh phé quyét dinh ndi dung, hinh
thire (truc tiép, truc tuyén), thanh phan, thoi gian, dia diém t6 chtrc hoi nghi.

- Cac don vi lién quan chuan bi noi dung, bao céo tai hoi nghi theo quy dinh
tai khoan 3 Piéu 24 Quy ché va phan cong ctia Chu tich Uy ban nhan dan Thanh
phd, Pho Chu tich Uy ban nhan dan Thanh phd; g tai liéu dén cac thanh phan
du hoi nghi theo dé nghi cia Vian phong Uy ban nhan dan Thanh phd.

* Cugc hop, lam viéc ciia Chii tich Uy ban nhin din Thanh phé, Phé
Chii tich Uy ban nhéin din Thanh pho

- Chu tich Uy ban nhan dan Thanh phd, Phé Chu tich Uy ban nhan dan
Thanh phd hop, 1am viée (truc tiép, truc tuyén) véi lanh dao cac don vi, dia
phuong lién quan dé xem xét, chi dao giai quyét cong viéc.

- Tréach nhiém cta Vian phong Uy ban nhan dan Thanh phé:

+ Pon ddc cac don vi, dia phuong chu tri dé an, nodi dung chuan bi d?ly du
tai lidu; giri gidy moi va tai lidu (néu c6) dén cac thanh phan duoc moi cham nhét
03 ngay lam viéc trudc ngay hop, lam viéc, trtr truong hop dac biét;

+ Chuan bi béo cdo tong hop, kién nghi va dé xuét giai quyét ddi véi nhiing
nodi dung lién quan, bao cao Chii tich Uy ban nhan dan Thanh phd, Pho Chu tich
Uy ban nhan dan Thanh ph chu tri khi dé xuét cudc hop, trir truong hop dic biét;
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+ Chuan bi céc diéu kién can thiét phuc vu hop, 1am vi¢c, bao dam an ninh,
an toan néu cudc hop dugc td chire tai tru sé Uy ban nhan dan Thanh phé; phéi
hop voi1 cac don vi, dia phuong lién quan dé thuc hién néu cudc hop td chure ngoai
try s& Uy ban nhan dan Thanh phé;

+ Ghi bién ban, ghi 4m cudc hop theo quy dinh tai khoan 1 Diéu 27 Quy
ché nay;

+ Trong thoi han 03 ngay lam viéc ké tir ngdy hop, lam viéc, Vian phong
Uy ban nhan dan Thanh phd ban hanh thong bao két luan; truong hop du thao
thong bao két luan ctua Chu tich Uy ban nhan dan Thanh phd, Pho Cha tich Uy
ban nhan dan Thanh phé phai duoc guri liy y kién Phé Chi tich Uy ban nhan dan
Thanh phd, cac don vi, dia phuong lién quan thi thoi han ban hanh thong bao két
luan khong qua 05 ngay lam viéc, trir trudng hop c6 ¥ kién chi dao khac ctiia Chu
tich Uy ban nhan dan Thanh phd, Pho Chu tich Uy ban nhan dan Thanh phb.

- Trach nhi€m cua cac don vi, dia phuong:

+ Dy hop dung thanh phan; chuan bj day da va gt tai liéu dén cac thanh
phan du hop theo dé nghi ctia Vin phong Uy ban nhin dan Thanh phd. Truong
hop 1anh dao cac don vi, dia phuong khong thé du hop thi phai ctr ngudi di tham
quyén dy hop thay; phai bdo cdo va dugc sy déng ¥ ctia nguoi chit tri hop;

+ Phat biéu y kién vé cac van dé lién quan dén nodi dung hop;

+ Sau cudc hop, thuc hién cac nhiém vu theo két luan cta Chu tich Uy ban
nhan dan Thanh phé hoic Phé Chu tich Uy ban nhan dan Thanh phd.

- Dbi v6i cude 1am viée véi dia phuong: Pia phuong chun bi béo céo, kién
nghi va giri Van phong Uy ban nhan dan Thanh phé cham nhét 07 ngay trudc
ngay Chu tich Uy ban nhan dan Thanh phd, Phé Chu tich Uy ban nhan dan Thanh
phé lam viéc, trir truong hop dot xuat. Van phong Uy ban nhan dan Thanh phé
liy vy kién cac don vi, dia phuong lién quan dé tham muu, dé xuat Cha tich Uy
ban nhan dan Thanh phd, Pho Cha tich Uy ban nhan dan Thanh phé xem xét, giai
quyét.

b) Cach thire thwe hién: Tryc tiép, Truc tuyén (théng qua Phan mém Quan
Iy van ban va Ho so cong viéc).

¢) Thanh phan, s6 lwgng hd so: Theo tinh chat phién hop/hdi nghi, ...

d) Thoi han giai quyét: Khong quy dinh

d) Poi twong thuwe hién thi tuc hanh chinh: Cac S, ban, nganh, Uy ban
nhan dan cap huyén.
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e) Co quan giai quyét thii tuc hanh chinh:

- Co quan truc tiép thuc hién: Vin phong Uy ban nhan dan Thanh phd.

- Co quan c6 tham quyén quyét dinh: Thuong truc Uy ban nhan dan Thanh phé.
g) Két qua thue hién thi tuc hanh chinh: Théng bao hop

h) Phi, 1é phi (néu c6): Khéng.

i) Tén miu don, miu to khai: Khong.

K) Yéu céu, diéu kién thuwc hién thi tuc hanh chinh (néu c6):

- Cac thanh vién Uy ban nhan dan Thanh phé Thu truéng co quan thudc
Thanh ph phai thu xép tham du dang thanh phan, day du thoi gian cac phién hop,
hoi nghi, cudc hop, lam viéc; truong hop khong tham dy hodc vang mat mot so6
thoi gian hodc cir ngudi du thay thi phai bao cdo va duoc ngudi chu tri dong .

- Pai biéu tham du ¢6 trach nhiém st dung tai li¢u theo ding muc dich phuc
vu phién hop, hdi nghi, cudc hop, lam viéc.

- Cac phién hop, hoi nghi, cudc hop, lam viéc c6 nd1 dung bi mat nha nudc
phai bao dam cac yéu cau vé nodi dung, thanh phan, dja diém, phuong tién, thiét
bi, phuwong an bao vé va cac quy dinh co lién quan khéac ctia phap luat vé bao vé
bi mat nha nudc. Nguoi tham dy c6 trach nhiém bao vé va sur dung bi mat nha
nudc theo quy dinh ctia phap luit vé bao vé bi mat nha nudc va yéu cau ctia ngudi
chu tri.

DPéi voi phién hop, hdi nghi, cude hop, lam viéc béng hinh thirc truc tuyén
phai thuc hién bao vé dudng truyén theo quy dinh cua phap luat vé co yéu.

- Céc tb chure, ca nhan c6 lién quan dén phién hop, hoi nghi, cudc hop, lam
viéc khong duoc dua tin, truyén thong vé cac ndi dung dang trong qué trinh trao
ddi, thao luan, trir truong hop thuc hién theo chi dao cua Thu tuéng Chinh phu
hoac ngudi chu tri.

) Ciin cit phap ly ciia thi tuc hanh chinh: Quyét dinh sé 54/2023/Qb-
UBND ngay 18/12/2023 cua Uy ban nhan dan Thanh phé H6 Chi Minh ban hanh
Quy ché 1am viéc cua Uy ban nhan dan Thanh phé H6 Chi Minh nhiém ky 2021
-2026.
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17. Cha tich, Phé Cha tich Uy ban nhan dan Thanh phé tiép khach
trong nwéc, nwdc NGoai

a) Trinh tw thuc hién:

_ - Chu tich Uy ban nhéan dan Thanh phé tryc tiép hodc phan cong Pho Chu
tich Uy ban nhan dan Thanh ph6 hay mét thanh vién Uy ban nhan dan Thanh ph6
thay mat Chu tich Uy ban nhan dan Thanh pho ti€p khach cua Uy ban nhan dan
Thanh pho, Chu tich Uy ban nhan dan Thanh phd.

- Vin phong Uy ban nhan dan Thanh phé cé trach nhiém:

+ Tiép nhan van ban dé nghi Chu tich Uy ban nhan dan Thanh pho, Pho
Chu tich Uy ban nhén dan Thanh pho ti€p khach tir cac don vi, t6 chire, ca nhan
lién quan; tham muu, d€ xuat trinh Chu tich Uy ban nhéan dan Thanh pho, Pho
Chu tich Uy ban nhan dan Thanh ph6 xem xet, quy€t dinh v€ ndi dung, hinh thire,
thanh phan; thong bao kip thot y kién cua Chu tich Uy ban nhan dan Thanh pho,
Pho Chltl tich Uy ban nhan dan Thanh phé cho cac don vi, t0 chirc, ca nhan lién
quan biét;

o F Phéi hgp cac don vi ,lién quan chuan b1 nQi dung, tai liéu, thoi gian, dia
diém, thanh phan tham du, bo tri phién dich (néu can thiét);

+ Tb chuc phuc vu Vé,béo dam cong tac 18 tan, hau can, qua‘l tang luu ni¢m,
an ninh, an toan cho budi tiép khach. Moi cac co quan thong tan, bao chi dua tin
theo quy dinh.

b) Cach thire thure hién: Tryc tiép, Truc tuyén (thdng qua Phan mém Quan
Iy van ban va Ho so cong viéc).

C) Thanh phén, sb lwong hd so: Vian ban dé nghi Chu tich Uy ban nhan
dan Thanh pho, Pho Chu tich Uy ban nhan dan Thanh pho tiép khach.

d) Thoi han giai quyét: Khong quy dinh.

d) Poi twong thue hién thi tuc hanh chinh: Pon vi, t6 chic, c4 nhan

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan tryc tiép thuc hién: Van phong Uy ban nhan dan Thanh phd.

- Co quan c6 tham quyén quyét dinh: Thuong tryc Uy ban nhan dan Thanh phé.

g) Két qua thyc hién thi tuc hanh chinh: Cac cuoc tiép khach trong nudc,
nudc ngoai dugc to chirc.

h) Phi, 18 phi (néu cd): Khong.

i) Tén mau don, miu to khai: Khong.

K) Yéu cau, diéu kién thuc hién tha tuc hanh chinh (néu c6): T6 chirc
phuc vu Vé_,bé,o dam cong tac I€ tan, hau can, qua tang luu niém, an ninh, an toan
cho buoi tiép khach.
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) Ciin cir phép ly ciia thi tuc hanh chinh: Quyét dinh s6 54/2023/Qb-
UBND ngay 18/12/2023 cua Uy ban nhan dan Thanh pho H6 Chi Minh ban hanh
Quy ch¢ lam viéc cua Uy ban nhan dan Thanh pho Ho6 Chi Minh nhiém ky 2021
-2026.
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18. Thanh vién Uy ban nhan dan Thanh phé xin phép di cong tac, 1am
viéc ngoai tinh/ lam viéc véi co quan Trung wong

a) Trinh tw thuc hién:

- Sau khi tiép nhan hd so day da, hop 1€ tir cac co quan, don vi, Vin phong
Uy ban nhan dan Thanh pho trinh Thuong truc Uy ban nhan dan Thanh phd phu
trach linh vuc xem xét, quyét dinh.

- Sau khi ¢6 ¥ kién ctia Thuong truc Uy ban nhan dan Thanh ph phu trach
linh vuc, Vin phong Uy ban nhan dan Thanh phd ban hanh vin ban truyén dat ¥
kién dén co quan, don vi d giri ho so.

b) Cach thirc thwe hién: Tryc tiép, Truc tuyén (thdng qua Phan mém Quan
Iy van ban va Ho so cong viéc).

¢) Thanh phﬁn, s0 lwgng ho so: Ké hoach lam viéc hodc thu moi cua dia
phuong, co s& hodc b, nganh Trung wong.

d) Thoi han giai quyét: 05 ngay 1am viéc ké tir ngay nhan da hd so hop 1é.

Truong hop khan cép thi Thanh vién Uy ban nhan dan Thanh phd truc tiép

b&o cao Thuong truc Uy ban nhan dan Thanh phé phu trach linh vuc trudc khi
thuc hién va bao cao két qua ngay sau khi két thic chuyén cong tac.

d) Déi twong thwe hién thii tuc hanh chinh: Thanh vién Uy ban nhan dan
Thanh pho.

e) Co quan giai quyét thi tuc hanh chinh:

- Co quan tryc tiép thuc hién: Vin phong Uy ban nhan dan Thanh phd.

- Co quan c6 tham quyén quyét dinh: Thuong truc Uy ban nhan dan Thanh phé.

7 g) Két qua thwe hién thi tuc hanh chinh: Quyét dinh héqh chinh caa Chu
tich Uy ban nhén dan Thanh pho hodc Van ban cua Vian phong Uy ban nhan dén
Thanh pho truyén y kién cua Thuong truc Uy ban nhan dan Thanh pho phu trach
linh vuc.

h) Phi, 1& phi (néu cd): Khéng.

i) Tén miu don, miu to khai: Khong.

K) Yéu céu, diéu kién thue hién thi tuc hanh chinh (néu c6): Khong.

) Cén ci phap ly cia thi tuc hanh chinh: Quyfét dinh s6 54/2023/Qb-
UBND ngay 18/12/2023 cua Uy ban nhan dan Thanh ph6 Ho Chi Minh ban hanh
Quy ch¢ lam viéc cua Uy ban nhan dan Thanh pho H6 Chi Minh nhiém ky 2021
-2026.
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