Co quan: UBND tinh Quang Binh
\ Gio ky: 21/09/2021 14:46:20

Phu luc

CAC DICH VU CONG TRU'C TUYEN MUC PQ 3 THUQC THAM QUYEN

GIAI QUYET CUA UBND TINH VA SO NOI VU TINH QUANG BINH

(Kém theo Quyér dinh sé: 3026 /OP-UBND ngay 21 thang 9 nam 2021
cua Chu tich UBND tinh Qudng Binh)

Phan |

DANH MUC DICH VU CONG TRUC TUYEN MUC PO 3

STT Tén dich vu cong S6quytrinh | Sé trang

| |Linh vwe Van thu luu triv

1 | Thu tuc cap, cap lai chiing chi hanh nghé luu trit

1 Thu tuc cap, cap lai ching chi hanh nghé luu trix 01a.VTLT- 0
(Truong hop cap Ching chi hanh nghé lueu triv) SNV

1 Thu tuc cap, cap lai ching chi hanh nghé luu trix 01b.VTLT- 09
(Truong hop cap lai Chiing chi hanh nghé lueu trir) SNV

2 | Thu tuc cp ban sao va ching thyc tai lidu luu trix

28 Thu tuc cdp ban sao va chang thuc tai liéu luu trir| 02a.VTLT- 16
(Péi véi nhieng tai ligu thuge dién siz dung réng rai) SNV
CaE) ban‘ _sa_oA, chu:rlg tr_n;rc tai |I¢uA’ luqu trir (D\o_l Y?’I 02b.\VTLT-

2b | nhazng tai liéu thugc dién han ché sur dung, tai liéu 21

e vt s L X SNV

dac biét quy, hiem)

Il | Linh vwe Thi dua - Khen thwéng

1 TangA Bazlg khen caa Chu tich UBND tinh theo 01 TDKT-SNV 26
chuyén dé

, |Tang Bang khen caa Chu tich UBND tinh vé thanh | 02. TPKT-SNV Y
tich dot xuat

3 Tang Bang khen cua Cha tich UBND tinh vé téng két | 03. TDKT-SNV 40
cong tac nam

s Tang Danh hiéu “Tap thé Lao dong xuit sic” va| 04.TDKT-SNV -

“Don vi Quyét thing”
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Phan 11

CAC QUY TRINH THU'C HIEN DICH VU CONG TRU'C TUYEN MUC PQ 3

I. LINH VUC VAN THU LUU TRU
Quy trinh s6: 01a.VTLT-SNV

QUY TRINH THU'C HIEN DICH VU CONG TRUC TUYEN MUC PO 3 POI VOI

THU TUC CAP, CAP LAI CHUNG CHI HANH NGHE LUU TRU
(Trwong hop cdp Chirng chi hanh nghé lwu tri)

Ap dung tai co quan: S& Ngi vu

Quy
trinh

Poi twong
thuc hién

NOi dung cong viéc

Thoi gian
thuc hién

Nop hod
SO

Nguodi nop ho
SO

I. Nop ho so truc tuyén:

1. Truy nhap Céng dich vy cong truc tuyén trén mang internet tai dia chi:
https://dichvucong.quangbinh.gov.vn.

2. bang ky/ Pang nhap vao Hé thong.

3., Chon co quan thuc hién lé So Noi vu, tai danh saigh dich vu cong lua chqn dich vu “Thu tuc cép,
cap lai ching chi hanh nghé luu trit (Truong hop cap Chung chi hanh nghé luu trir)”.

4. Cap nhat, s6 hoa dﬁy du cac thanh phﬁn ho so, bao gém:

- Pon dé nghi cap Chung chi hanh nghé luu trit theo mau sé 3 ban hanh kém theo Thong tu s6
09/2014/TT-BNV;

- Ban sao hodc ban dién tir Gidy ching nhan két qua kiém tra nghiép vu luu tri;

- Gidy xé4c nhén thoi gian lam vi€c tir 05 nam tr¢ 18n trong linh vuc luu trit cua co quan, t6 chirc noi
ca nhan lam vi¢c theo mau s6 6 ban hanh kem theo Thong tu s6 09/2014/TT-BNV;

- Ban sao chung thyc Bang tot nghiép chuyén nganh; chimg chi boi dudng phu hop ting linh vuc
hanh nghé (néu co);

- Ban sao hoac ban chup so yéu 1y lich ¢6 x4c nhan ciia Uy ban nhan déan x4, phudng, thi tran noi
dang ky h¢ khau thuong tra;
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- Anh chan dung ¢& 2cm x 3cm (chup trong thoi han khdng qué 6 thang, dinh dang cho phép 1a jpg,
png).

5. Ho so giri dudi hinh thirc khai bao thong tin trén biéu mau dién tir (e-form) sin c6 ciia Hé thong
hodc dang tai cac giéy to, tai liéu dién tir hop 16 hodc dan ngué)n tai liéu tir Kho quan 1y dir liéu dién
ttr ctia td chirc, ca nhan.

Déi voi thanh phan hd so ¢6 yéu ciu ndp ban dién tur ¢6 chir ky sO xac thuc, S0 Noi vu c6 ndi dung
hudng dan dé cong khai ngay trén dich cong truc tuyén dugc cung cap, truong hop ban dién tur chua
¢6 ky s thi hudng dan viéc dbi chiéu hodc ndp truc tiép hd so gde khi dén nhan két qua hoic giri
qua dich vu buu chinh cong ich.

6. Pang ky hinh thirc nhan két qua thu tyc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh cong ich/ hodc truc tuyén (néu co).

7. Pang ky hinh thirc nhan thong bao vé tinh hinh giai quyét hd so: Thu dién tir (email) /hodc tin
nhén qua mang xa hdi (Zalo) /hodc tin nhin SMS trén dién thoai di dong.

8. Nguoi nop ho so duge cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qué trinh thuc hién dich vu cong, t6 chirc, c nhan c6 thé lién hé qua s6 dién thoai va hop
thu dién tir cia S Noi vu duge diang tai kém theo quy trinh thuc hién dich vu cong truc tuyén nay
dé dugc hudng dan, hd tro.

IL. Nop ho so truec tiép:

Nop ho so tryuc tiép tai Bo phan mot cira S6 Noi vu tinh Quang Binh (S6 72 duwong Ngé Quyén, TP.
Pong Héi, Qudng Binh) hodc qua dich vu buu chinh cong ich theo thanh phan ho so va huéng dan
néu trén.

Budc 1

Cén b0 tiép
nhan ho so va
tra két qua

1. Kiém tra, hoan thién thong tin ctia ngudi ndp hd so. Xac nhan hinh thic ndp hd so: Truc tiép
/hoac truc tuyén /hoac qua dich vu buu chinh.

2. Kiém tra thanh phan ho so dién tu:

- Truong hop hd so day du, hop 1é: Tiép nhan, cap nhat luu trit hd so dién tir; chuyén dén Lanh dao
Phong Quén ly Van thu - Luu trit va Cong tac thanh nién (Phong Quan 1y VTLT&CTTN) dé phan
cong xir 1y; giri Phiéu tiép nhan ho so va hen tra két qua cho ngudi nop ho so.

- Truong hop hd so chua day du, khong hop 1&: Guri thong bao cho ngudi ndp, hudng dan bo sung,
hoan thién ho so theo yéu cau.

04 gio lam
viéc
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. Panh dz%o , | Lanh dao Phong Quan Iy VTLT&CTTN xac nhan hd so chuyén dén, phan cong chuyén vién xir 1y | 04 gio 1am
Budc 2 | Phong Quan ly ha A
VTLT&CTTN | "©5¢ viee
A n Chuyén vién Phong Quan Iy VTLT&CTTN xac nhan hd so chuyén dén; xtr Iy hd so; chuyén du
Chuyén vién s UE . 2 ~ \ N
Bude3 | Phong Quén Iy thao két qua giai quyét cho Lanh dao Phong. 09 ngay lam
J d Truong hop can bd sung, hoan thién ho so, chuyén nguoc vé Bo phan mot cira (kém vin ban hudng viéc
VTLT&CTTN | 277" . 2
dan, néu ro 1y do, nd1 dung bo sung...).
Lanh dao | Lanh dao Phong Quan 1y VTLT&CTTN tham tra, trinh Lanh dao S¢ ky duyét két qua giai quyét. -
, N Y , . A A R , 2. 2 , X y e Z 2 A n 04g101am
Budc 4 | Phong Quan ly | Truong hop can diéu chinh, stra doi, bo sung du thao két qua giai quyét, chuyén nguoc vé chuyén viee
VTLT&CTTN | vién xu Iy. '
Giam déc (hoic Pho Giam ddc So dugc uy quyén) xem va ky céiquhl'Ing chi hanh nghé luu trir theo
Bude 5 Lanh dao mau 02 ban hanh kém theo Thong tu s6 09/2014/TT-BNV, chuyén chuyén vién xu 1y. 3,5 ngay
So No6i vu Truong hop can diéu chinh, sira d6i, bd sung du thao két qua giai quyét, chuyén nguoc vé Phong | 1am viéc
chuyén mon (chuyén vién xir 1y).
Chuyén vién A A . Z. e . S S Sag s
. X . 1. | Chuyén vién phu trach phoi hop véi Van thu co quan dong dau vao van ban/ Van ban tur choi da | 04 gio lam
Bude 6 | Phong Quanly | 4 oy o quvet th dinh, chuyén két qua cho Bo phan tiép nhan hd so va tra két qua ciia S& ig
VTLT&CTTN | duoc k¥ duyét theo quy dinh, chuyén ket qua cho BO phan tiép nhan ho so va tra ket qua cua So. viéc
Can bo tiép Can bo tiép nhéan ho so va tra két qua Bo phan mot cira cua S& Noi vu: 04 oids 1am
Budc 7 | nhan hé s0, tra | X4c nhan trén p}lﬁn mém ’m(f)t cira vé két qua TTHC da co6 tai BO phan mot ctra; thong bao cho to %iéc
két qua chirc, ca nhan dén nhan két qua theo cac hinh thirc dang ky. '
- Xuét trinh d6i chiéu hoic nop ban gidy cac ,h(‘A) s0, van ban dién ttr c6 yéu ciu xac thuc bang chit Khéna tinh
Nhan Newdi non hod ky s6 nhung chua dugc ky s6 khi dén nhéan két qua hodc guri qua dich vu buu chinh cong ich. ;:?hg;
It L . A\
K&t qud g °P - Nhan két qua TTHC theo hinh thire da déng ky: Tryc tiép /hodc qua dich vu buu chinh cong ich/ :
et qua SO glan giail
hodc tryc tuyén (néu c6). Bong thoi nhin két qua TTHC ban dién tir tai Kho quan 1y dit liéu dién tir quydt

clia to chtic, ca nhan trén Cong dich vu cong.

Tong thoi gian giai quyét

15 ngay lam
viéc

* Bidu méu dinh kém:




MAu 2: Chirng chi hanh nghé lvu trir

(Ban hanh kém theo Thong tw s6 09/2014/TT-BNV)

CONG HOA XA HQI CHU NGHIA VIET NAM

CHUNG CHI HANH NGHE LUU TRU

UY BAN NHAN DAN TINH CONG HOA XA HOQI CHU NGHIA VIET NAM
(THANH PHO)... Doc 1ap - Tu do - Hanh phuc
SO NOI VU
CHUNG CHI HANH NGHE LUU TRU
ONG/ Bt s
Ngay, thang, ndm sinhi.........ccocoiiiiiiiiiie
Anh Noi ding ky ho khau thudng tri:.........co.oveveeeeeeeeeeeee e,
2x3cm NOT G hI€N NAY e e
Linh vire hanh nghé:.........o.ooooieieieeeeeeeeeeeeeeee e
Chung chi hanh nghé luu trit ¢6 gia tri 05 nam,
tUNEAY vvvvveeeeiieeennn AN NEAY ...
Pugc str dung trong pham vi toan qudc./
v, 1GAY..... thang ... nam .....
S6 CCHN............ QUYEN HAN CHUC VU NGUOI KY

(Ky tén va déng dau)
Ho va tén



Miu 3: Pon dé nghi cip Chirng chi hanh nghé lvu trir
(Ban hanh kém theo Théng tw s6 09/2014/TT-BNV)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

., ngay ...... thang ...... nam 20... ...

PON PE NGHI
Cap Chirng chi hanh nghé luu trir

Kinh giri: S& N6i vu tinh (thanh phd). ..

Tbi xin giri kém theo don nay bo hd so gdm cac gidy to sau:
1. Ban sao c6 chung thuc Bang tot nghiép chuyén nganh ]

va Chumg chi bdi dudng (néu c0)

2. Gidy xac nhan thoi gian lam viéc trong linh vyc hanh nghé [
3. Giay Chimg nhan két qua kiém tra nghiép vu luu trix ]
4. So yéu Iy lich [
5. Hai (02) 4nh 2x3 cm []

Kinh dé nghi Quy co quan xem xét va cap Chimg chi hanh nghé luu trit cho t6i./.

NGUOI LAM PON
(Ky va ghi 10 ho, tén)
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M&u 5: Phiéu tiép nhan ho so dé nghi cip, cip lai Chirng chi hanh nghé luu trir
(Ban hanh kém theo Thong tw s6 09/2014/TT-BNV)

UY BAN NHAN DANTINH =~ CQNG HOA XA HQI CHU NGHIA VIET NAM
(THANH PHO)... Doc lap - Tu do - Hanh phuc
SO NOQI VU

Sé: /PTN-SNV

PHIEU TIEP NHAN
Ho so dé nghi cap Chung chi hanh nghé luu trir

| (0 J72 1R 1< U URRRRRR X
D18 Chi BN €. wovvvvieiiiiiie e e s s a e e e e e X
DN thOal: e e e e e e e e e e naaaanes X

D3 nhan ho so dé nghi cap Chimg chi hanh nghé luu trit bao gom:

1. Pon dé nghi cdp Chung chi hanh nghé luu trix ]
2. Ban sao c6 chimg thuc van bang, Chang chi boi dudng (néu co) ]
3. Gidy xac nhan thoi gian 1am viéc trong linh vyc hanh nghé ]
4. So yéu Iy lich [
5. Gidy Chimg nhan két qua kiém tra nghiép vu luu trix ]
6. Hai (02) anh 2 x 3 cm ]
NEAY A KEE QUAL ..ot
.............. , ngay .....thang ..... nam 20...

NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho, tén)
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Mau 6: Gidy xac nhén thoi gian 1am viéc trong linh vwre hanh nghé luu triv

(Ban hanh kém theo Théng tw s6 09/2014/TT-BNV)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phiic

e eeeeen, NQAY L thang ...... nam 20... ...

‘ ‘ GIAY XACNHAN ‘
THOI GIAN LAM VIEC TRONG LINH VUC HANH NGHE LUU TRU

|. Phan tu Khai

| Lo TV T 1< o RS PRRURRR
Ngay, thang, NAM SINN: ....ccviiiii e
ChO G RN DAY ..eeecveeeveeeeeeeceee ettt ettt a sttt es s sa st esen et tes e
Noi dang ky ho Khau thuONE U .....veeveeeeeeeeseceeeeeeeeeseseseeetsssesee et essssessessessessensenesnens
Bang t6t nghiép chuyén nganh: ..............ccooeoiviiiniin... Nam tot nghiép: ..............

b3 thyc hién cong viéc chuyén mon ve Iinh VUC: ...oooiviiiiiiiiie e

I1. Phin co quan, t6 chirc xac nhan

Co quan, B0 R, e+, xac nhan:
ONGIDA: ©..oceeceeeeeeee ettt
1. Thoi gian cONG tAC: Tt ...veveie i, AEN.ooeeeeeee,
2. NO1 dung cong viéc da thue hi€n: ..o

3. Nang luc chuyén mon va dao dirc nghé NZhieP: .....covvvevvevereeeeeeseeeeeersseses e

NGUOI KHAI XAC NHAN CUA CO QUAN, TO CHU'C
(Ky va ghi 10 ho, tén) (Ky, ghi 10 ho, tén va dong dau)
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Quy trinh sé: 01b.VTLT-SNV

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MUC PQ 3 POI VOI

THU TUC CAP, CAP LAI CHUNG CHI HANH NGHE LUU TRU
(Trwong hop cip lai Chirng chi hanh nghé lwu trir)

Ap dung tai co quan: S& Ndi vu

Zu | Pireme e ptr
I. Nop ho so truc tuyén:
1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi:
https://dichvucong.quangbinh.gov.vn.
2. bang ky/ Pang nhap vao Hé thong.
3.’ Chqn co quan thuc hién la Sc"y‘ Noi vu, tai danh sach di’ch vu cong lua chon dich vu “Thu tuc
cap, cap lai chirng chi hanh nghé luu trtt (Truong hop cap lai Chirng chi hanh nghé luu triz)”.
4. Cap nhat, s6 hoa dﬁy du cac thanh phﬁn hd so, bao g@)m:
- bon dé nghi cap lai Chung chi hanh nghé luu trit theo mau s6 4 ban hanh kém theo Thong tur
s0 09/2014/TT-BNV;

Nés%hé Nguoi nop hd so |~ Ban sao hodc ban dién tir Ching chi hanh nghé luu trit ¢ii (trir trudng hop Ching chi bi mét);

- Ban sao chimg thuc van bang; chimg chi boi dudng (néu co);

- Gidy xac nhan thoi gian lam viéc trong linh vyc lién quan theo mAu s 6 ban hanh kém theo
Thong tu s6 09/2014/TT-BNV;

- Ban sao hodc ban dién tur Gidy chirng nhan két qua kiém tra nghiép vu luu trir (ddi voi truong
hop Chung chi hanh nghé luu trir hét thoi han st dung);

- Anh chin dung c¢& 2cm x 3cm (chup trong thoi han khong qué 6 thang, dinh dang cho phép 1a
jpg, png).

5. HO so gur1 dudi hinh thirc khai bdo thong tin trén biéu mau dién tr (e-form) san c6 cua HE
thong hodc dang tai péc giay to, tai liéu dién tir hop 1€ hodc dan ngudn tai licu tr Kho quan 1y
dir li€u dién tir cua to chire, ca nhan.
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Dbi v6i thanh phén ho so c6 yéu cau ndp ban dién tir co chir ky sO xAc thyc, S6 Noi vu ¢6 noi
dung hudng dan dé cong khai ngay trén dich cong truc tuyén duoc cung cp, truong hop ban
dién tir chua c6 ky s6 thi hudng dan viéc ddi chiéu hodc ndp truc tiép ho so gbe khi dén nhan
két qua hodc giri qua dich vu buu chinh cong ich.

6. Pang ky hinh thirc nhan két, qua :[hfl tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh cong ich/ hodc tryc tuyén (néu cé)

7. Bang ky hinh thirc nhén thong bao vé tinh hinh giai quyét hd so: Thu dién tir (email) /hodc
tin nhin qua mang xi hoi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so duge cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thyc hi¢n dich vu cong, td chirc, ca nhan c6 thé lién hé qua s6 dién thoai va
hop thu dién tir cia S& NoOi vu duge dang tai kém theo quy trinh thyc hién dich vu cong truc
tuyén nay dé dugc hudng dan, ho tro.

IL. Nop hd so truec tiép:

Nop ho so truc tiép tai B6 phan mot ctra S& Noi vu tinh Quang Binh (S6 72 dwong Ngé Quyén,
TP. Bong Hoi, Quang Binh) hoac qua dich vu buu chinh cong ich theo thanh phan ho so va
hudng dan néu trén.

Can b tiép nhan

1. Kiém tra, hoan thién thong tin cia ngudi ndp hd so. Xac nhan hinh thic ndp hd so: Truc tiép
/hoac truc tuyén /hodc qua dich vu buu chinh.
2. Kiém tra thanh phan ho so dién tu:

Bude 1 | hd so va tra két | - Truong hop hé so day du, hop 18: Tiép nhan, cip nhat luu trit hd so dién tir; chuyén dén Lanh dao | 04 gio lam
qua Phong Quan ly Van thu - Luu trir va Cong tac thanh nién (Phong Quan ly VTILT&CTTN) dé phan vige
cong xir 1y; giri Phiéu tiép nhan ho so va hen tra két qua cho ngudi ndp ho so.
- Truong hop ho so chua day du, khong hop 1¢: Gui thong bao cho ngudi ndp, hudng dan bd
sung, hoan thién ho so theo yéu cau.
Budce 2 Lanléizcr)l If;ong Léanh dao Phong Quan Iy VTLT&CTTN xac nhén ho so chuyén dén, phan cong chuyén vién xir | 04 gio 1am
VTLT&CTTN | ¥ hoso viee
Bude 3 Pﬁg;’ye(g \gr?rll' Chuyén vién Phong Quan ly VILT&CTTN xéc nhén ho6 so chuyén dén; xur 1y hd so; chuyén | 09 ngay lam
g Xuan y du thao két qua giai quyet cho Lanh dao Phong. viéc

VTLT&CTTN
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Truong hop can bo sung, hoan thién ho so, chuyén ngugc vé BO phan mét ctra (kém van ban
hudng dan, néu rd ly do, ndi dung bod sung...).

Lanh dao Phong Quan ly VTLT&CTTN tham tra, trinh Lanh dao S¢ ky duyét két qua giai

, Lanh dg}o P’hong quyét. 04 gi lam
Budc 4 Quan ly ‘ne h An didu chinh. sta déi. bé du thio k& Yy e & chuvé A iéc
VTLT&CTTN Truo?g 10p can diéu chinh, sira doi, bo sung du thao két qua giai quyet, chuyén nguoc ve Vig
chuyén vién xtr 1y.
Giam déc (hoac Pho Giam dbc S¢ dugc ty quyén) xem va ky cap Chimg chi hanh nghé lru trit
Budc 5 Lanh dao theo mau s6 2 ban hanh kém theo Thong tu s6 09/2014/TT-BNV, chuyén chuyén vién xtr 1y. 3,5 ngay lam
C \ \ I3 3 r r I3 \ N
S& Noi vy Truong hop can di€u chinh, stra doi, bo sung du thao két qua giai quyét, chuyén ngugc vé Phong viee
chuyén mon (chuyén vién xir 1y).
Chuyén vién Chuyén vién phu trach phéi hop v6i Vin thu co quan dong dau vao vian ban/ Vin ban tir chdi 04 id lam
Budc 6 Phong Quan ly | da duogc ky duyét theo quy dinh, chuyén két qua cho B phan tiép nhan ho so va tra két qua cua % e
VTLT&CTTN | So. i
o | Can bo tiép nhan ho so va tra két qua B phan mot cira cia So Noi vu: e
. Cén bo ti€p nhan ) . N o xa A . , 04 gio lam
Budce 7 A 2 1A .| X&c nhan trén phan mém mot ctra vé két qua TTHC da c6 tai BO phan mét ctra; thong bao cho A
ho so, tra kétqua | 727, , e o : el - . viéc
to chirc, ca nhan dén nhén két qua theo cac hinh thure dang ky.
- Xuét triph ddi chiéu hodc ndp ban gié}{ cac hd so, van ban dién tir co yéu cau xac thuc bé“mg
chit ky s0 nhung chua dugc ky s6 khi dén nhan két qua hoac gui qua dich vu buu chinh cong Khéng tinh
Nhan . 3 ich. i
z, . . | Nguoindp ho so . y _ ao thot gian
ket qua & P - Nhéan két qua TTHC theo hinh thue da dang ky: Truc tiép /hodc qua dich vu buu chinh cong v gidi qufét

ich/ hodc truc tuyén (néu co). Pong thoi nhan két qua TTHC ban dién tir tai Kho quan 1y di
liéu dién tur cua to churc, ca nhan trén Cong dich vu cong.

Tong thoi gian giai quyét

15 ngay lam
viéc

* Bieu mau dinh kem:
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MAiu 2: Chirng chi hanh nghé luu trir
(Ban hanh kém theo Thong tw s6 09/2014/TT-BNV)
CONG HOA XA HQI CHU NGHIA VIET NAM

CHUNG CHI HANH NGHE LUU TRU

UY BAN NHAN DAN TINH CONG HOA XA HQI CHU NGHIA VIET NAM
(THANH PHO) ... Poc 1ap - Tw do - Hanh phic
SO NOQI VU
CHUNG CHI HANH NGHE LUU TRU'

(O To T = OO

Ngay, thang, nam SInh: .........cccooiiiiiiii e

Anh Noi dang ky ho khiu thudng tril: ......ovevvvveveeeeeeeeeereeeeinens

2x3cm NOT G hi€N NAY: v

Linh virc hanh ngheé: .......o.oooveveeeeeeeeeeeeeeeee e

Chung chi hanh nghé luu trit ¢6 gia tri 05 nam,
Pugc str dung trong pham vi toan qudc./.

..., ngay... thang ... nam ...
S6 CCHN: .......... QUYEN HAN CHUC VU NGUOI KY
(Ky tén va déng dau)
Ho va tén
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MAiu 4: Pon dé nghi cip lai Ching chi hanh nghé hru trir
(Ban hanh kém theo Thong tw s6 09/2014/TT-BNV)

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

e e, NQAY L thang ...... nam 20... ...

, PON PE NGHI
Cap lai Chirng chi hanh nghé luu triv

Kinh giri: S& N6i vu tinh (thanh phd) ....
| Lo TV T 1< o
Ngay, thang, Na8m SINN: .......cooiiiiiii
ChO O NIEN NAY: ...cvvvveceiieee ettt sttt bttt st n s
Chtng minh nhan dan s6: ..............c..cooeiiiiiiiin... NEAY CAP: v
NOT CAP: cervvevieteseetese s et est et es sttt ee st en s s s st s ettt n s et en e et en s e nsnt e e esn s nea
D8N thOL: «ovveeeeee e Email (08U CO): wvvvveeeeeceeeeeeee
Bang tot nghiép chuyén nganh va Chimg chi boi dudng (néu ¢6) ...vvvvvvvveereereiean,
Thoi gian da cAp Ching chi hanh N@h&: ........ccovevvveveeeeeeee e,
Ly do Xin cap lai Ching chi hanh nghé:
1. Hét thoi han st dung
2. B6 sung noi dung hanh nghé
3. Bi hu hong
4. Bi mét

I N I N A

T61 xin gui kém theo don nay bd hd so gdom cac gidy to sau:

[]

1. Ban sao c6 ching thyc van bang, ching chi
2. Gidy xac nhan thoi gian 1am viéc trong linh vyc hanh nghé []
(truong hop bd sung ndi dung hanh nghé)

3. Hai (02) 4nh 2 x 3 cm []

Kinh d& nghi Quy co quan xem xét va cip lai Ching chi hanh nghé luu trir cho t6i.

NGUOI LAM PON
(Ky va ghi 06 ho, tén)
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MAu 5: Phiéu tiép nhan ho so dé nghi cip lai Chirg chi hanh nghé lwu trir
(Ban hanh kém theo Thong tw s6 09/2014/TT-BNV)

UY BAN NHAN DANTINH ~ CONG HOA XA HQI CHU NGHIA VIET NAM
(THANH PHO) ... Doc lap - Tw do - Hanh phuc
SO NOI VU

S6: /PTN-SNV

PHIEU TIEP NHAN
Ho so dé nghi cap lai Chirng chi hanh nghé luu trir

| Lo TV TR 1< o X
D18 Chi BN €. wovvvvieiiiiiiee e e e s e e e e e e e X
DiI€N thoai: . aa e e e X

D3 nhan ho so dé nghi cap lai Chimg chi hanh nghé luu trit bao gdm:

1. Pon dé nghi cap lai Ching chi hanh nghé luu trit
2. Ban sao ¢ ching thyuc vin bang, Ching chi bdi dudng (néu co)
3. Gidy xac nhan thoi gian 1am viéc trong linh vyc hanh nghé

4. Gidy chiing nhan két qua kiém tra nghiép vu luu trir (d6i voi
truong hop Ching chi hanh nghé luu trit hét thoi han st dung);

5. Hai (02) 4nh 2 X 3 cm

I N R I R O A

NEAY A KEE QUAL .ot

..., ngay ... thang ... nam 20...
NGUOI TIEP NHAN HO SO
(Ky va ghi ro ho, tén)
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Mau 6: Gidy x4c nhén thoi gian 1am viéc trong linh vure hanh nghé huu trir
(Ban hanh kém theo Thong tw s6 09/2014/TT-BNV)

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

e eeeeen, NQAY L thang ...... nam 20... ...

GIAY XAC NHAN ‘
THOI GIAN LAM VIEC TRONG LiINH VUC HANH NGHE LUU TRU

|. Phin tu khai

| Lo TV T 1< o PR
Ngay, thang, na8m SINN: .......oooiiiiii
ChO O NIEN DAY w.eveveceviceeecie ettt a sttt sttt s s
Noi ddng kY ho Khau thuONE tri: ...c.cvveeveees et ses s s s ssss s
Bang tot nghiép chuyén nganh: ...................coocooeeiii.. Nam tot nghiép: ..............

b3 thuc hién cong viéc chuyén mon ve Iinh VUC: ....oooviviiiiiiii e

I1. Phin co quan, to chirc xdc nhan

CO QUAN, 10 CRTIC. ..ottt xac nhan:
(0] 10715 - TR
1. Thoi gian cON tAC: T .ovvveii e, AEN.oeeeeeee
2. NO1 dung cong viéc da thue hi€n: .......ccceiiiiiiiiii

3. Nang luc chuyén mon va dao dirc nghé Nghiep: .....coveveeveevevceeeeeeeieeeeeeeseese s

NGUOI KHAI XAC NHAN CUA CO QUAN, TO CHUC
(Ky va ghi 10 ho, tén) (Ky, ghi 10 ho, tén va dong dau)
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Quy trinh sé: 02a.VTLT-SNV

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MUC PQ 3 POI VOI

THU TUC CAP BAN SAO VA CHUNG THUC TAI LIEU LUU TRU

(Doi véi nhirng tai liéu thudce dién sir dung rong rii)

Ap dung tai co quan: Trung tim Luru trit lich sir truc thudc S& Ngi vu tinh Quang Binh

Quy
trinh

Poi twong
thuc hién

NOi dung cong viéc

Thoi gian
thuc hién

Nop ho
SO

Nguoi nop ho
SO

I. Nop ho so truc tuyén:

1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi:
https://dichvucong.quangbinh.gov.vn.

2. bang ky/ Pang nhap vao Hé thong.

3. Chon co quan thu’q hién 1a S& No6i vu (Trung tm Luu tri ligh sur) tai danh sach dich vy cong
lya chon dich vu “Cap ban sao, chirng thuc tai liéu luu triv (Poi voi nhitng tai liéu thuoc dién sur
dung rong rai)”.

4. Cap nhat, s6 héa day du cac thanh phan ho so bao gom:

+ Pdi v6i ca nhan: Cung cap ban sao Ching minh nhan dan/Cén cude cong dan ciua nguoi dang
ky str dung tai liéu hodc co sé dir li¢u ca nhan (néu co)

+ péi v6i To chirc: Gidy gi6i thiéu hodc vin ban dé nghi cua co quan, to chirc noi cong tac (co
thé str dung van ban dién tir)

- Phiéu yeu cAu sao tai liéu theo mau Phy luc VI ban hanh kém theo Thong tu s6 10/2014/TT-BNV;

- Phiéu yéu cau ching thuc tai liéu theo mau Phu luc VIII ban hanh kém theo Thong tu )
10/2014/TT-BNV.

5. ,H(A) s0' gui dudi hinh thire khai bao thong tin trén biéu m?tu dién tir (e-form) san co cua Heé
thong hodc dang géi cac giay to, tai liéu dién tir hop 1€ hodc dan nguon tai licu tir Kho quan ly dir
liéu dién tir cta to chirc, ca nhan.

Doi voi thanh phan ho so ¢6 yéu cau ndp ban dién tir ¢6 chir ky s6 xac thuc, So Noi vu c6 ni
dung hudng dan dé cong khai ngay trén dich cong truc tuyén dugc cung cap, truong hgp ban dién
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17

Quy Péi twong s A ‘A Thoi gian
trinh thuce hién Noi dung cong viee thuce hién
tir chua co ky s0 thi hudng dan viéc ddi chiéu hodc ndp truc tiép ho so géc khi dén nhan két qua
hodc gui qua dich vu buu chinh cong ich.
6. Bang ky hinh thirc nhan két qua thu tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh cong ich/ hodc tryc tuyén (néu co).
7. Dang ky hinh thirc nhin théng bao vé tinh hinh giai quyét hd so: Thu dién tir (email) /hodc tin
nhan qua mang xa hoi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.
8. Nguoi nop ho so duge cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.
9. Trong qua trinh thyc hién dich vy cong, td chirc, c4 nhan c6 thé lién hé qua sb dién thoai va
hop thu dién tr cua S& Noi vu dugc dang tai kém theo quy trinh thuc hién dich vu cong truc
tuyén nay dé dugc hudng dan, ho trg.
IL. Nop hd so truec tiép:
Nop hd so tryc tiép tai Trung tAm Luu tri lich sir So Noi vu tinh Quang Binh (S6 72 duwong Ngé
Quyén, TP. Bong Hoi, Quang Binh) hodc qua dich vu buu chinh cdng ich theo thanh phan ho so
va hudng dan néu trén.
Kiém tra thanh phan ho so dién t:
Can bo tiép | - Trudong hop hd so ddy du, hop 18: Tiép nhan, cap nhat luu trit hd so dién tir; chuyén dén Lanh
Buée 1 nhan ho so tai | dao Trung tdam Luu trit lich st dé phan cong xur Iy, xac nhan ti€p nhan ho so cho cac t6 chue, ca | 01 gio lam
Trung tdm Luu | nhan yéu cau st dung tai li€u luu trit lich sur viéc
trir lich sur - Trudong hop hd so chwa day du, khong hop 16: Gui thong bao cho ngudi ndp, hudng dan bo
sung, hoan thién ho so theo yéu cau.
Lﬁnhdao ~ " ~ q- . ~ A 2 £ ~ ~ A , W 1 e N
. A Lanh dao Trung tdm Luu trit lich st xét duyét ho so chuyén dén, phan cong vién chice xtr ly giai | 01 gid lam
Budc 2 | Trung tam Luu L, 1A A A A
AP quyét ho so theo yéu cau viéc
trir lich st
Vién chirc A , A T S ~ A 1A . 1
Buéc 3 | Trung tim Luu Vién chirc Trung tam Luu trir lich st xtr 1y ho so; trlnh Léanh dao Trung tdm xem xét phé duyét | 04 gio lam
ket qua (Ky cap ban sao, ching thyc tai li¢u luu trit) doi voi tai li¢u luu trlt da dugc so hoa. viéc

trir lich st
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Quy Péi twong s A ‘A Thoi gian
trinh thuce hién Noi dung cong viee thuce hién
Lanh dao o1
. A Giam doc (hoic Phé Giam doc Trung tam dugc phan cong) kiém tra va ky cap ban sao, chimg | 01 gio lam
Budc 4 | Trung tam Luu A
e ) thue tai liéu luu trix cho céc to chirc, ¢ nhan yéu cau viéce
trir lich sur
- Vién chirc phu trach phdi hop véi Vin thu don vi vao s, dong diu, chuyén két qua cho Bo
Vién chirc phéan tiép nhan ho so va tra két qua ctia Trung tam. 01 oid I
, . _, . . . Lz 10 lam
Buoc 5 | Trung tam Luu | - Can b tiép nhan ho so va tra két qua: Xac nhan trén phan mém mot ctra vé két qua TTHC da %/ié .
trir lich su c6 tai BO phan mot cira; thong bao cho t6 chirc, c4 nhan dén nhan két qua theo céc hinh thirc ding '
ky.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin ban dién tir 6 yéu cau xac thyc bang chit
ky s6 nhung chua dugc ky so khi dén nhan két qua hodc guri qua dich vu buu chinh cong ich. Khéng tinh
Nhan | Ngudindp hd | - Nop phi theo Bicu mirc thu quy dinh tai Thong tu s6 275/2016/TT-BTC ngay 14/11/2016. vao thoi
két qua SO - Nhan két qua TTHC theo hinh thirc da dang ky: Tryuc tiép /hodc qua dich vy buu chinh cong | gian %iéi
ich/ hodc truc tuyén (néu co). Dong thoi nhan két qua TTHC ban dién tir tai Kho quan 1y dit liéu quyct
dién tir cua to chirc, ca nhan trén Cong dich vu cong.
01 ngay

Tong thoi gian giai quyét

lam viéc

* Bieu mau dinh kem:
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Phu luc VI ban hanh kém theo Thong tu s6 10/2014/TT-BNV
PHIEU YEU CAU SAO TAI LIEU

SO NOI VU TINH QUANG BINH
TRUNG TAM LUU TRU LICH SU

PHIEU YEU CAU SAO TAI LIEU

SO: oo

HO VA tEN AOC GIA: ... oot
SO CMND/CCCD/HO ChIEU: ..o,

S6 Ky hi¢u Tirto dén| Tong so Ghi
thir &) a0 phong ""lfgita' Tén viin ban/tai lidu to trang | chd
XET‘DUY’ET ctA ngay......thang...... nam... ...
NGUOI PUNG PAU Y kién ciia Phong doc Ngwoi yéu cau
LUU TRU LICH SU (ky, ghi r6 ho tén)
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Phu luc VIII ban hanh kém theo Thong tu s6 10/2014/TT-BNV
PHIEU YEU CAU CHUNG THUC TAI LIEU

SO NOI VU TINH QUANG BINH
TRUNG TAM LUU TRU LICH SU

PHIEU YEU CAU CHUNG THUC TAI LIEU

SO0: oo

HO VA tEN AOC GIA: ..o e

S6 CMND/CCCD/HO ChidUs ...
Sf’) I3 oA A N by A R A H
thi | Ténphong | KYhi€uho| i bantailign | Tt dén) Tongso | Ghi
. so/tai liéu to trang cha

XET DUYET CUA P , ngay......thang...... nam......
NGUOIPUNG PAU LUU Y kien cua Phong doc Ngwoi yéu cau

TRU LICH SU (ky, ghi rd ho tén)
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Quy trinh sé: 03b.VTLT-SNV

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MUC PO 3 POI VOI
THU TUC CAP BAN SAO, CHUNG THU'C TAI LIEU LUU TRU

(Pdi v6i nhirng tai liéu thude dién han ché sir dung, tai liéu dic biét quy, hiém)

Ap dung tai co quan: Trung tim Luru trit lich sir truc thudc S& Ngi vu tinh Quang Binh

Quy
trinh

Doi twong
thue hién

Thoi gian

NOi dung cong viéc thue hién

Nop ho
SO

I. Nop ho so truc tuyén:
1. Truy nhdp Céng dich vu cong truc tuyén trén mang internet tai dia chi:
https://dichvucong.quangbinh.gov.vn.
2. bang ky/ Pang nhap vao Hé thong.
3. Chon co quan ‘ghuc hién 1a S& No6i vu (Trung tam Luu trﬁ” lich str) tai danh sach dich vu cong l’ua
chon dich vu “Cap ban sao, chung thuc tai lieu luu triv (Poi voi nhitng tai liéu thudc dién han ché su
dung, tai liéu dac biét quy, hiem) .
4. Cap nhat, s6 hoa déy du cac thanh phén ho so bao gém:
T Dbi v6i ca nhan: Cung cp ban sao Ching minh nhan dan/Can cudc cong dan cua nguoi dang ky
Nguoindp ho | str dung tai liéu hodc co sé dit liéu c4 nhan (néu cd)

SO + Pbi v6i To chire: Gidy gidi thiéu hodc vin ban dé nghi ciia co quan, to chirc noi cong tac (co thé
st dung van ban dién tur)
- Phiéu yeu cau sao tai liéu theo mau Phu luc VI ban hanh kém theo Thong tu s6 10/2014/TT-BNV;

- Phiéu yéu cau chirng thyec tai li€u theo mau Phu luc VIIT ban hanh kém theo Thong tu s6 10/2014/TT-
BNV.

5. Ho so giri dudi hinh thirc khai bao thong tin trén biéu miu dién tir (e-form) san co ctia Hé thong
hodc dang tai cac gidy to, tai liéu dién tir hop 1€ hoac dan ngudn tai li¢u tr Kho quan ly dir liéu dién
tur cua to chure, cd nhan.

Déi voi thanh phan ho so c6 yéu cau ndp ban dién t c6 chir ky 5O xac thyc, SO No1 vu ¢6 ndi dung
hudng dan dé cong khai ngay trén dich cong truc tuyén duoc cung cip, truong hop ban dién tir chua
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Quy Déi twong ns n ‘A Thoi gian
trinh thwe hién Noi dung cong vige thuc hién
c¢6 ky s6 thi hudng dan viéc doi chiéu hodc ndp truc tiép ho so gde khi dén nhan két qua hoic giri qua
dich vu buu chinh cong ich.
6. Dang ky hinh thire nhan két qua tha tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu chinh
cong ich/ hodc truc tuyén (néu co).
7. Dang ky hinh thtrc nhan thong bao vé tinh hinh giai quyét hd so: Thu dién tir (email) /hodc tin nhin
qua mang xa hdi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.
8. Nguoi nop ho so dugc cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.
9. Trong qua trinh thyc hi¢n dich vu cong, td chire, c4 nhan co thé lién hé qua s6 dién thoai va hop
thu dién tir ctia S& Noi vu dugce dang tai kem theo quy trinh thuc hién dich vu cong truc tuyén nay
dé dugc hudng dan, ho tro.
IL. Nop hd so truec tiép:
Nop ho so tryc tiép tai Trung tdm Luu trit lich st S& Noi vu tinh Quang Binh (S6 72 dwong Ngé
Quyén, TP. Dong Hoi, Quang Binh) hodc qua dich vu buu chinh cong ich theo thanh phan ho so va
hudng dan néu trén.
Kiém tra thanh phan ho so dién ti:
Can bo tiép - Truong hop hd so d::iy dua, hop 1€: Tiép nhan, cap nhat luu trir ho so dién tir; chuyén dén Lanh dao
Buée 1 nhéan ho so tai | Trung tdm Luu trir lich st d€ phan cong xir 1y, xac nhan ti€p nhén ho so cho cac t6 chue, ca nhan yéu | 02 gid lam
Trung tam Luu | cau st dung tai liéu luu trir lich st viéc
trir lich sur - Trudng hop ho so chua day du, khong hop 18: Gui thong bao cho ngudi ndp, huéng din bo sung,
hoan thién ho so theo yéu cau.
Lﬁnhdao ~ " ~ ¢ ) , n A I £ ~ N A , o 17 eqe ey 1
. A Lanh dao Trung tdm Luu trit lich su xét duyét ho so chuyén dén, phan cong vién chuc xu 1y gidi | 02 gio [am
Bute 2| Trung tam Luu uyét ho so theo yéu cau viéc
it lichsir | T4 y -
Vién chtrc A , ~ ~ 1- o a1 1A \ ~ ~ , ~ ~ £ N \
. A Vién chirc Trung tdm Luu trit lich st xtr Iy ho so; trinh Lanh dao Trung tdm xem xét phé duyét ket | 03 ngay lam
Budc 3 | Trung tam Luu s s K1 . v ia - A
qua (ky cap ban sao, chung thuc tai liéu luu trit) viéc

trir lich s
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Quy Déi twong ns n o Thoi gian
trinh thwe hién Noi dung cong vige thuce hién
Lanh dao .
Budc 4 | T Am L Giam dbc (hodc Pho Giam dbc Trung tam dugc phan cong) kiém tra va ky cip ban sao, chimg thuc | 02 gio lam
fung Fam U | tai lidu luu trit cho cac td chire, c4 nhan yéu cau viée
trtr lich sur
L - Vién chirc phu trach phdi hop véi Vian thu don vi vao s6, dong dau, chuyén két qua cho Bo phan
Vién chirc & A 1A N S A s
Buée 5 | T Am L tiép nhan ho so va tra két qua cua Trung tam. 02 gio 1am
udc rung tam Luu _, 5 . Ly Lz , .A
trﬁ:gli ch sir - Can b0 ti€p nhan ho so va tra kétwqué: Xac nhan trép phan m,ém mot ctra veé két qua TTHC da c6 tai viee
' B§ phan mot ctra; thong bao cho t6 chirc, ca nhan dén nhan két qua theo cac hinh thure dang ky.
- ?(uét trinh d6i chiéu hodc nop ban gidy cac hd so, van ban dién tir c6 yéu cau xac thuc bang chit ky
s0 nhung chua dugc ky so khi dén nhén két qua hodc guri qua dich vu buu chinh cong ich. Khéng tinh
Nhan | Nguoindp hd | - Nop phi theo Biéu mitc thu quy dinh tai Thong tu s6 275/2016/TT-BTC ngay 14/11/2016. vao thoi
két qua S0 - Nhan két qua TTHC theo hinh thirc da dang ky: Tryc tiép /hodic qua dich vu buu chinh cong ich/ | ~ gian gidi
hodc tryc tuyén (néu co). Bong thoi nhan két qua TTHC ban dién tir tai Kho quan Iy dir liéu dién tur quyct
cua to chuc, ca nhan trén Cong dich vu cong.
04 ngay

Tong thoi gian giai quyét

lam viéc
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Phu luc VI ban hanh kém theo Thong tw s6 10/2014/TT-BNV
PHIEU YEU CAU SAO TAI LIEU

SO NOI VU TINH QUANG BINH
TRUNG TAM LUU TRU LICH SU

PHIEU YEU CAU SAO TAI LIEU

SO: oo

HO VA tEN AOC GIA: ... oot
SO CMND/CCCD/HO ChIEU: ..o,

S6 Ky hi¢u Tirtd dén| Tong sb Ghi
thir &) a0 phong ""lfgita' Tén viin ban/ti licu to trang | chd
XET‘DUY’ET ctA ngay......thang...... nam... ...
NGUOI PUNG PAU Y kién ciia Phong doc Ngwoi yéu cau
LUU TRU LICH SU (ky, ghi r6 ho tén)
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Phu luc VIII ban hanh kém theo Thong tu s6 10/2014/TT-BNV
PHIEU YEU CAU CHUNG THUC TAI LIEU

SO NOI VU TINH QUANG BINH
TRUNG TAM LUU TRU LICH SU

PHIEU YEU CAU CHUNG THUC TAI LIEU

SO: ...

HO VA tEN AOC GIA: ..o e

S6 CMND/CCCD/HO ChIBU: ...
Sé , oA A Y by A R A H
thit | Ténphong | KYMGuho| o i bantailign | Totoden) Tongso | Ghi
t so/tai liéu to trang cha

XET DUYET CUA P , ngay......thang...... nam......
NGUOIPUNG PAU LUU Y kien cua Phong doc Ngwoi yéu cau

TRU LICH SU (ky, ghi rd ho tén)
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1. LINH VUC THI PUA, KHEN THUONG
Quy trinh sé: 01.TPKT-SNV

QUY TRINH THUT HIEN DICH VU CONG TRUC TUYEN MUC PQ 3 POl VOI
THU TUC TANG BANG KHEN CUA CHU TICH UBND TINH THEO CHUYEN PE

Ap dung tai co quan: UBND tinh, Vin phong UBND tinh, Sé Ngi vu

Quy
trinh

Poi twong thue
hién

Noi dung cong viéc

Thoi gian
thue hién

Nop hd
SO

Nguoi ndp ho so

I. Nop ho so truc tuyén:

1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi:
https://dichvucong.quangbinh.gov.vn.

2. Pang ky/Pang nhap vao Hé thong.

3. Chon co quan thuc hién Ia S& NO1 vu, tai danh sach dich vu cong lya chon dich vu “Thu tuc
tang thuong Bang khen cua Chu tich UBND tinh theo chuyén de”’.

4. Cap nhat, s6 héa ddy du cac thanh phan ho so, bao gdm:

- TO trinh dé nghi cta co quan, don vi, dja phuong, t6 chtrc theo mau;

- Bién ban hop cua Hoi d6ng Thi dua, khen thuéng ctia co quan, don vi, dia phuong, t6 chitc theo
mau;

- Bao cdo thanh tich cua tap thé, ca nhan dugc dé nghi khen thuong (c6 xac nhén cua don vi trinh
khen thudéng) theo Mau s6 07 Phu luc ban hanh kém theo Nghi dinh s6 91/2017/ND-CP.

5. ,H@) s0' guri duoi hinh thire khai bao thong tin trén biéu m~§1u dién tir (e-form) san co cia Hé
thong hodc dang géi cac giay to, tai licu dién tir hop 1€ hoac dan nguon tai li€éu tir Kho quan 1y div
liéu dién tir cua to chirc, ca nhan.

Dbi v6i thanh phém hd so cd yéu cau ndp ban dién tir co chir ky sd x4c thye, So Noi vu co noi
dung hudng dan dé cong khai ngay trén dich cong tryc tuyén dugc cung cap, truong hop ban dién

tir chura c6 ky s thi hudng dan viéc dbi chiéu hodc ndp truc tiép hod so goc khi dén nhan két qua
hodc gui qua dich vu buu chinh cong ich.

6. Dang ky hinh thirc nhan ké:[ qué’thﬁ tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh cong ich/ hodc tryc tuyén (néu co).



https://dichvucong.quangbinh.gov.vn/

27

7. Pang ky hinh thirc nhin théng bao vé tinh hinh giai quyét ho so: Thu dién tir (email) /hodc tin
nhin qua mang x3 hoi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.

8. Ngudi nop ho so duge cap mi dé tra ciru tinh trang giai quyét hd so truc tuyén.

9. Trong qua trinh thyc hién dich vu cong, td chtrc, c4 nhan c¢6 thé lién hé qua s6 dién thoai va
hop thu dién tr cua S& Noi vu dugc dang tai kém theo quy trinh thuc hién dich vu cong truc
tuyén nay dé dugc hudng dan, hd tro.

IL. Nop hd so truec tiép:

Nop ho so truc tiép tai Bo phan mot cira So Noi vu tinh Quang Binh (56 72 dwong Ngé Quyén,
TP. Péong Héi, Quang Binh) hodc qua dich vu buu chinh cong ich theo thanh phan hd so va
huéng dan néu trén.

Cén bd tiép nhan

1. Kiém tra, hoan thién thong tin caa nguoi ndp ho so. Xac nhan hinh thac nop hd so: Truc tiép
/hoac truc tuyen /hoac qua dich vu buu chinh.
2. Kiém tra thanh phan ho so dién tir:

. 3 na o | - Truong hop ho so dy du, hop 18: Tiép nhan, cap nhat luu trir h so dién tir; chuyen dén Lanh dao | 01 ngay lam
Budc 1 | ho so tai B6 phan A
ot cia Phong Thi dua - Khen thuong (Phong TDKT) dé phan cong xt ly; gui Phiéu tiép nhan ho so va hen vigc
' tra két qua cho nguoi ndp hd so.
- Truong hop hd so chua day du, khong hop 1€: Guri thong bao cho ngudi nop, husng dan bo
sung, hoan thién hd so theo yéu cau.
Bugc 2 | LAnhdao Phong Truéng phong TPKT xac nhan ho so chuyén dén, phan céng coéng chuc xir Iy ho so. 4 gio lam
TBKT vige
Cong chirc xac nhan ho so chuyén dén; xir Iy hd so; chuyén dy thao két qua giai quyét cho Lanh
Bude 3 Chuyén vién | dao Phong. 2,5 ngay
Phong TDKT | Trudng hop can b6 sung, hoan thién ho so, chuyén nguoc vé Bo phan mot cira (kém véan ban | lam viée
hudng dan, néu rd ly do, ndi dung bo sung...).
Truong phong TDKT tham tra, trinh Lanh dao S& ky duyét két qua giai quyét.
, Lanh dgo Phong | - ne Pong TRIRTnam tra, trifth -anh da0 S0y AUYEL KEL qua gial qUyeL. . .| 01ngay lam
Budc 4 TPKT Truong hop can dieu chinh, stra doi, bo sung du thao két qua giai quyeét, chuyén nguoc vé cong vide
chtrc xtr ly. '
Budc 5 Lanh dao Lanh dao S& phé duyét van ban dé nghi Chu tich UBND tinh quyét dinh ting Bang khen; chuyén | 01 ngay lam
S& Noi vu chuyén vién xu ly. viée
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Chuyén vién Phong TPKT chuyén ho so va du thiao Quyét dinh cho Vian phong UBND tinh; theo

Bude 6 Chuyénvién | ddi vic UBND tinh ban hanh Quyét dinh. 4,5 ngay
C \ . X . .4k \ A
Phong TDKT | Sau khi nhan dugc két qua tir Van phong UBND tinh, chuyén vién Phong TDKT gui két qua cho | lam vige
B6 phan mot ctra S& N1 vu.
Can bo tai B6 | Céan bo tiép nhan hd so cua So tai Bo phan mot cua: L
; K NS . L N \ oy ) o o . i .| 04 gio lam
Budc 7 | phan mot cira ctia | Xé&c nhan trén phan mém mot cira va két qua TTHC da c6 tai bo phan mét cira; théng bao cho to vide
So Noi vu chirc, ca nhan theo cac hinh thic ding ky '
- Xuét trinh d6i chiéu hodc nop ban gidy cac h so, van ban dién tir ¢ yéu cau xac thyc bang chit ky Khong tinh
A .. . x| S0nhung chua dugc ky so khi dén nhan két qua hoac gui qua dich vu buu chinh cong ich. ong ]p
Nhéan Ca nhan ndp ho N R S ) 2 3 , ) ) vao thoi
Kbt aua - Nhan ket qua TTHC theo hinh thirc da dang ky: Tryc tiep /hoac qua dich vu buu chinh cong o iz
et qua Ny . AP 1\ A RPN AN glan gial
ich/ truc tuyén (néu c6). bong thoi nhan két qua TTHC ban dién tur tai Kho quan ly dix li¢u di¢n quyét
tur cua to chuc, ca nhan trén Cong dich vu cong.
2 e . £ 11 ngay
Tong thai gian giai quyet TTHC lam viée

* Biéu ma4u kém theo:
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Mau sb 07
(Ban hanh kém theo Nghi dinh so 91/2017/ND-CP cua Chinh phu)

PON VI CAP TREN CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

_ BAO CAO THANH TIiCH
PE NGHI TANG THUONG...............

Tén tap thé hodc ca nhan dé nghi khen thuong
(Ghi day du bang chir in thuong, khong viét tat)

I. THONG TIN CHUNG

- D61 véi don vi: Bia diém tru so chinh, dién thoai, fax; dia chi trang tin dién tir; co
cau t6 chirc, tong so can bd, cong chirc va vién chiic; chirc nang, nhiém vu duoc giao.

- P6i v6i ca nhan ghi rd: Ho va tén (bi danh), ngay, thang, nam sinh; qué quan;
noi thuong tra; nghé nghiép; chirc vy, don vi cong tac...

II. THANH TiCH PAT PUQC

- Bé4o cdo thanh tich phai can ctr vao muc ti€u (nhiém vu), cac chi tiéu vé nang
sudt, chat luong, hiéu qua... dd duoc ding ky trong dot phat dong thi dua hodc chuyén
dé thi dua; cac bién phap, giai phap dat dugc, mang lai hi¢u qua kinh té, x4 hoi, dan
dau phong trao thi dua; nhitng kinh nghiém rut ra trong dot thi dua....

XAC NHAN CUA CAP TRINH THU TRUONG DON VI
KHEN THUQN G (Ky, dong dau)
(Ky, dong dau)
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TEN CQ CHU QUAN TRUC TIEP CQNG HOA XA HQI CHU NGHIA VIET NAM

DON VI DE NGHI Poc 14p - Tw do - Hanh phiic
Sb: /MTr.... ... (1)...., ngay .... thang .... nam ......
‘ ‘ TO TRINH
Veviécdeénghiting ........................... (2)

Can ctr Luat Thi dua, Khen thuéng;

Cin ctr Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 ctiia Chinh phii quy dinh chi
tiét thi hanh mot sd diéu cuia Luat thi dua, khen thuong;

Cin ctr Quyét dinh s6 .... /QD-UBND ngay ..... thang.....nam..... cia UBND tinh
ban hanh Quy ché Thi dua, Khen thuéng tinh Quang Binh;

Xét thanh tich xut sic cia ....(3) va bién ban xét ngay ....thang ....nam ..... cla
Hoi dong Thi dua - Khen thuong ........ 4) .o kinh d& nghi Chu tich UBND tinh
khen thudng (dé nghi khen thudng):

Liét ké cac danh hiéu (hinh thirc khen thudng) va tén cta tip thé (ca nhan) dé nghi
khen thudng........(5).

(Pinh kém bién ban hop Héi dong Thi dua - Khen thieong va két qua bé phiéu ciia
don vi trinh khen; bdo cao thanh tich cua cdc tdp thé, cd nhan) (6)

D3 c6 thanh tich XUt SAC trong ............oeevueeeeeeeeenn... (7.

Kinh dé nghi Chu tich UBND tinh xem xét quyét dinh./.

Noi nhin: QUYEN HAN, CHUC \4Y NGUOI KY
- UBND tinh; (K tén, dong dau)

- S& Noi vy,

- Luu: VT, ...(8)

Ghi chu:
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(1): Bia danh noi don vi trinh khen dong tru s& chinh.
(2): Ghi ro danh hi€u, hinh thirc dé nghi tang thuéng doi1 voi khen thudng tong két ndm;
boi voi khen thuong dot xuat hay khen thuong theo chuyén dé ghi 16 hinh thire d€ nghi
tang thudng va ghi truc ti€p vao (2).
(3): Ghi 16 tén tap thé,gcé nhan duoc dé nghi khen thuong trong nam (d6i véi truong hop
dé nghi khen thuong tong ket nam); trong chién dau phong chong lut bao, trong bao v¢ tai
san (doi voi truwong hop khen thwong dot xuat); trong phong trao thi dua (truong hop khen
thuong theo chuyén dé).
(4): Tén don vi trinh khen.
(5): Truong hop dé nghi 01 danh hiéu thi dua hodc 01 hinh thire khen thuong nao do
thi ti€p vao (5). To trinh d€ nghi khen cao c6 thé d¢ nghi nhiu danh hi¢u thi dua va
hinh thirc khen thuong, riéng cac to trinh dé nghi khen thuong thudc tham quyén cua
Chu tich UBND tinh thi trinh tirng danh hi€u thi dua, hinh thirc khen thudng doc 1ap.
(6): Truong hop khen thuong chuyén dé chi can Bién ban hop Hoi dong Thi dua - Khen
thudng cia don vi trinh khen va bao cao thanh tich cua tap thé, ca nhan; déi voi khen
thuong dot xuat chi can Bién ban hop Hoi dong Thi dua - Khen thuong cua don vi trinh
khen va danh séch trich ngang va tom tat thanh tich cua tap the, cd nhan.
(7): Ghi rd thanh tich trong cong tac nim hay trong phong trio thi dua (cu thé phong trao
voenn), vidu:
- Cau thanh tich dé nghi khen thudng tong két nam: “Pa c6 thanh tich xuat sic trong cong
tac ndm ....”.
- Cau thanh tich d& nghi khen thuéng theo chuyén dé: “Pa c6 thanh tich xuét sic trong
phong trao thidua ...... 7
- Cau thanh tich dé nghi khen thuéng dot xuat: “Da ¢ thanh tich xudt sic trong chién dau,
bao vé€ tai san cuia nhan dan.....”
(8): Viét tit tén co quan, to chirc tham muu soan théo.
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HOQI PONG TP - KT CONG HOA XA HQI CHU NGHIA VIET NAM

...... 1) Poc lap - Tu do - Hanh phuc

........... (2)...., ngay .... thang .... nam ......

‘ BIEN BAN ]
HOP HOI PONG THI DUA - KHEN THUONG.............. (3)
Ve viéc dé nghi tang thwémg........................... 4)

Ngay..... thang...... nam...., tai .............. (5), Hoi ddéng Thi dua, khen thudng
......... (6) d4 t6 chirc phién hop Hoi dong;

Téng s6 thanh vién Hoi dong...............

Sau khi nghe dong chi ..............ccooiiiiiiiiii (9) trinh bay ban tom
tat thanh tich ciia cac tap thé (c4 nhan); cac thanh vién trong Hoi dong Thi dua, khen thudng
................. (10) da thao luan vanhat tri ............% (11) vé viéc dé nghi Chu tich UBND
tinh xem xét quyét dinh khen thuong (dé nghi khen thuéng) cho .....tap thé va ..... ca nhan
(12) c6 tén sau:

.................................... (1)
Bién ban nay duoc 1ap thanh 03 ban, thong qua Hoi nghi vao héi ...... gio....... ,
ngay...... (14)
THU KY TM. HOI PONG
(Ky tén) CHU TICH

(K tén)

Ghi cha:

(1): Tén don vi trinh khen va déng diu treo ctia don vi trinh khen.

(2): bia danh no1 don vi trinh khen dong tru s¢ chinh.

(3): Tén don vi trinh khen.

(4): Ghi 16 danh hiéu, hinh thirc dé nghi ting thuéng dbi v6i khen thuong tong két nam,
hinh thtrc d& nghi khen thuéng dbi voi khen thuong dot xuat hay khen thudng chuyén dé.
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(5) Ghi 5 thoi gian, dja diém hop Hoi ddng Thi dua - Khen thudng.
(6) Tén don vi trinh khen.
(Z) Tén, chuc vu trong HO1 déng Thi dqa - Khen thuong don vi triqh khen (Chﬁ tich Ho1
dong hodc truong hop Chu tich uy quyén cho Phé Chu tich tht nhat Héi dong Thi dua -
Khen thudng don vi trinh khen)
(8) Thu ky phai 1a thanh vién Hoi dong Thi dua - Khen thuéng don vi trinh khen.
(9) Dai di¢n 1anh dao co quan chuyén trach lam cong tac thi dua, khen thudng cia don vi
trinh khen.
(10) Tén don vi trinh khen.
(11) Can ctr quy ché lam viéc cua Hoi dong Thi dua - Khen thuong don vi trinh khen dé
xac dinh ty 1€ % tap thé, c4 nhan dat hay khong dat (chi dé nghi so dat).
(12) Ghi 15 s6 lugng tap thé, ca nhan dé nghi khen thuong.
(13) Truong hop dé nghi 01 danh hiéu thi dua hodc 01 hinh thirc khen thuéng nao do6 thi
ghi tryc ti€p vao (13).
(14): Ghi rd thoi gian két thuc hop Hoi dong Thi dua - Khen thudng.
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Quy trinh sé: 02.TPKT-SNV

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MUC bQ 3 bOI VOI THU TUC
TANG BANG KHEN CUA CHU TICH UBND TINH VE THANH TiCH PQT XUAT

Ap dung tai cac co quan: UBND tinh, Vin phong UBND tinh, S& Noi vu

Quy
trinh

Poi twong thue
hi¢n

NOi dung cong viéc

Thoi gian
thuc hién

Nop ho so

Nguoi ndp ho so

I. Nop ho so truc tuyén:

1. Truy nhap Céng dich vu coéng truc tuyén trén mang internet tai dia chi:
https://dichvucong.quangbinh.gov.vn.

2. bang ky/Dang nhap vao Hé thong.

3. Chon co quan thuc hién Ia S& Noi1 vu, tai danh sach (‘ijch vu cong lya chon dich vu “Thu
tuc tang thuong Bang khen cua Chu tich UBND tinh vé thanh tich dot xuat”.

4. Cap nhat, s6 hoa dﬁy du cac thanh phﬁn hd so, bao g@)m:

- To trinh va danh sach dé nghi khen thuéng theo mau;

- Bdo c4o tom tat thanh tich cua co quan, don vi quan ly truc tiép ghi 16 hanh dong, thanh
tich, cong trangtheo Mau s6 06 Phu luc ban hanh kém theo Nghi dinh s6 91/2017/ND-CP.
5. Ho so guri dudi hinh thie khai bao thong tin trén biéu mau dién tu (e-form) san co cua
H¢ thong hodc dang tai cac giéy to, tai liéu dién tr hop 1€ hodc dan ngudn tai liéu tur Kho
quan ly dir li€u dién tir cua to chire, ca nhan.

Déi voi thanh phén ho so c6 yéu cau nop ban dién tir c6 chir ky sé xac thye, S& Noi vu co
noi dung huéng dan dé cong khai ngay trén dich cong tryc tuyén dugc cung cap, truong
hop ban dién tir chua c6 ky s thi huéng dan viée ddi chiéu hodc ndp truc tiép hd so gbc
khi dén nhan két qua hoac guri qua dich vu buu chinh cong ich.

6. Dang ky hinh thirc nhan két qué’thﬁ tuc hanh chinh (TTHC): Truc tiép/ hodac qua dich vu
buu chinh cong ich/ hodc truc tuyén (n€u co).
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7. Dang ky hinh thirc nhén thong bao vé tinh hinh giai quyét ho so: Thu dién tir (email)
/hodc tin nhan qua mang xa hdi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.

8. Ngudi nop ho so duge cap ma dé tra ciru tinh trang giai quyét hd so truc tuyén.

9. Trong qua trinh thyc hién dich vu cong, td chire, c4 nhan c6 thé lién hé qua s6 dién thoai
va hdp thu dién ’Elﬁ' cua S& Noi vy duc_zc dang tai kém theo quy trinh thuc hién dich vu cong
tryc tuyén nay dé dugc hudng dan, ho trg.

IL. Nop hd so truec tiép:

Nop ho so tryc tiép tai Bo phan mot cira SO Noi vu tinh Quang Binh (S6 72 duong Ngo

Quyen TP. Bong Héi, Quang Binh) hodc qua dich vu buu chinh cong ich theo thanh phan
hd so va hudng dan néu trén.

Can bo tiép nhan

1.’K|em tra, hoan t!‘]l@ﬂ thong tin caa ngudi nop hd so. Xac nhan hinh thic nop hd so: Truc
tiep /hoac truc tuyen /hoac qua dich vu buu chinh.

2. Kiém tra thanh phan hé so dién tr:

- Trudng hop hé so day du, hop 18: Tiép nhan, cap nhat luu trir hd so dién ti; Chuyén dén Lanh

Bu6c 1 | hd so tai BO pha 04 gid lam vi¢
Hoe ° S(ng}[ o 1"::? ap an dao Phong Thi dua - Khen thuong (Phong TDKT) dé phan congxir ly; giri Phiéu tiép nhan ho S10 famm vige
' so va hen tra két qua cho nguoi ndp ho so.
- Truong hop hé so chua day du, khong hop 1€: Gui thong béo cho ngudi nop, husng dan
bd sung, hoan thién ho so theo yéu cau.
. Lanh dao Phong ~ . A A 2 Lk A A ~ o IV RA C 1 A
Budc 2 TDKT Lanh dao TBKT xac nhan ho so chuyén dén, phan cong cong chirc xur ly ho so. 02 gio lam viéc
Cong chuac xac nhan ho so chuyén dén; xtr Iy ho so; chuyén dy thao két qua giai quyét cho
. Chuyén vién Lanh dao Phong. 1,5 ngay 1am
Budc 3 \ \ A WA N n LA 2 A DA A np \ < A
Phong TDKT | Truong hop can bo sung, hoan thién ho so, chuyén ngugc vé Bo phan mot cira (kém vin vige
ban hudng dan, néu rd ly do, ngi dung bo sung...).
. . Lanh dao TPKT tham tra, trinh Lanh dao So ky duyét két qua giai quyét.
. Léanh dao Phong \ A 4-A . o aR: LR . A . ias £ 2 A 1A ‘A
Budc 4 TDKT Trudng hop can diéu chinh, stra doi, bo sung du thao két qua giai quyét, chuyén nguoc vé | 04 gio lam vigc
cbng chac xu ly.
Lanh d N ) R o~ o ) A . . . , A, ae o N .
Budce 5 fln A ao Lanhxdao SorAphe. fluygt van ban dé nghi Chu tich UBND tinh quyét dinh tdng Bang khen; 04 git lam viee
S& Noi vu chuyén chuyén vién xur ly.
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Chuyén vién Phong TPKT chuyén hd so va dy thao Quyét dinh cho Van phong UBND

Budc 6 Chuyeén vién tinh; theo do1 viéc UBND tinh ban hanh Quyét dinh. 2,5 ngay lam
uoC N / / R
Phong TDKT | Sau khi nhin dugc két qua tir Vin phong UBND tinh, chuyén vién Phong TDKT giri ket vige
qua cho Bo phan mét ctra S Noi vu.
Can bd tai Bo | Can bo tiép nhan hd so ctia Sé tai Bo phan mot cira:
Budc 7 | phan mot cira ciia | X4c nhan trén phan mém mot cira va két qua TTHC da c6 tai bd phan mot cira; thong bao | 02 gio 1am viée
So Noi vu cho t6 chuc, ca nhan theo cac hinh thic ding ky.
- Xuat trinh d6i chiéu hogc nop ban gidy cac ho so, van ban dién tir ¢6 yéu cau xéc thyc bang chir
o ... x| kysonhung chua dugc ky so khi dén nhan ket qua hoac gui qua dich vu buu chinh cong ich. Khéng tinh vao
Nhén két | Ca nhan ndp ho . A . ) hoi ai ..
qué so - Nhan két qua TTHC theo hinh thire da dang ky: Truc tiép /hoac qua dich vu buu chinh thot glar) gial
cong ich/ truc tuyen (néu co6). Bong thoi nhan két qua TTHC ban dién tir tai Kho quan ly quyet
dir liéu dién tir cua to chic, c& nhan trén Cong dich vu cong.
Tong thoi gian giai quyét TTHC 06 ngfgé lam

* Biéu ma4u kém theo:
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Mau s0 06
(Ban hanh kém theo Nghi dinh sé 91/2017/NP-CP ciia Chinh phii)

PON VI CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

) BAO CAO THANH TIiCH
DE NGHI ’l:ANG THUON G (TRUY Tz;&NG) ........
(Ve thanh tich xuat sac djt xuat)

Tén tap thé, ca nhén dé nghi Khen thuéng
(Ghi 1o day du khong viét tat)

I. SO LUQC PAC PIEM, TINH HINH

- D061 vé1 don vi ghi so luge ndm thanh 13p, co cau to chire, tong s6 can by, cong chirc

va vién chirc. Chirc nang, nhiém vu duogc giao.

- P61 voi ¢4 nhan ghi r6: Ho va tén (bi danh), ngady, thang, ndm sinh; qué quan; noi

thuong tru; nghé nghiép; chirc vu, don vi cong tac...

Il. THANH TICH PAT PUQC

Béo c4o0 néu ngin gon ndi dung thanh tich xuat sac dot xuat da dat duoc (trong chién

dau, phuc vu chién dau; phong, chong t61 pham; phong, chong bao lut; phong chong chay,
no; bao v¢ tai san ciia Nha nudc; bao vé tai san, tinh mang ctia nhan dan...).

XAC NHAN CUA CAP TRINH THU TRUONG PON V1
KHEN THUONG (Ky, déng dau)
(Ky, dong dau)
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TEN CQ CHU QUAN TRUC TIEP CONG HOA XA HQI CHU NGHIA VIET NAM

DPON VI PE NGHI Poc 1ap - Tu do - Hanh phuc
Sb: [MTr.... ... (1)...., ngay .... thang .... nam ......
‘ ‘ TO TRINH
Veviécdénghitang ........................... (2)

Can ctr Luat Thi dua, Khen thuéng;

Cin ctr Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 ctiia Chinh phii quy dinh chi
tiét thi hanh mot s6 diéu cuia Luat thi dua, khen thuong;

Cin ctr Quyét dinh s6 .... /QD-UBND ngay ..... thang.....nam..... cia UBND tinh
ban hanh Quy ché Thi dua, Khen thuong tinh Quang Binh;

Xét thanh tich xut sic cia ....(3) va bién ban xét ngay ....thang ....nam ..... cla
Ho6i dong Thi dua - Khen thuong .......(4) ........... kinh d& nghi Chu tich UBND tinh
khen thudng (dé nghi khen thudng):

Liét ké cac danh hiéu (hinh thirc khen thuéng) va tén cta tip thé (ca nhan) dé nghi
khen thudng........(5).

(Pinh kém bién ban hop Hpi dong Thi dua - Khen thudng va két qua bé phiéu ciia
don vi trinh khen; bdo cao thanh tich cua cdc tdp thé, ca nhan) (6)

D3 c6 thanh tich XUt SAC trong ............ceevvueeeeneeenn.... (7.

Kinh dé nghi Chu tich UBND tinh xem xét quyét dinh./.

Noi nhin: QUYEN HAN, CHUC VU NGUOI KY
- UBND tinh; (Ky tén, dong ddu)
- S& Noi vu;

- Luu: VT, ...(8)
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Ghi chu:
(1): bia danh not1 don vi trinh khen dong tru s¢ chinh.
(2): Ghi ro danh hi€u, hinh thirc dé nghi tang thuéng doi voi khen thudng tong két ndm;
Dai voi khen thuong dot xuat hay khen thuong theo chuyén dé ghi 16 hinh thire d€ nghi
tang thudng va ghi truc tiép vao (2).
(3): Ghi 15 tén tap thé,gcé nhan duoc dé nghi khen thuong trong nam (doi véi truong hop
dé nghi khen thuong tong ket nam); trong chién dau phong chong lut bao, trong bao v¢ tai
san (doi voi trwong hop khen thuong dot xuat); trong phong trao thi dua (trwong hop khen
thuong theo chuyén de).
(4): Tén don vi trinh khen.
(5): Truong hop dé nghi 01 danh hi€u thi dua hodc 01 hinh thirc khen thuong nao do
thi ti€p vao (5). To trinh d€ nghi khen cao c6 thé d¢ nghi nhi€u danh hiéu thi dua va
hinh thirc khen thudng, riéng cac to trinh dé nghi khen thuong thudc tham quyén cua
Chu tich UBND tinh thi trinh tirng danh hi€u thi dua, hinh thirc khen thudng déc 1ap.
(6): Trudng hop khen thuéng chuyén dé chi can Bién ban hop Hoi dong Thi dua - Khen
thudéng cua dqn V1 triph khen va bao cao th?nh tich cua tap theé, c4 nhan; doi voi khen
thuong dot xuat chi can Bién ban hop Hoi dong Thi dua - Khen thuong cua don vi trinh
khen va danh séach trich ngang va tom tat thanh tich cua tap thé, ca nhan.
(7): Ghi rd thanh tich trong cong tac nim hay trong phong trao thi dua (cu thé phong trao
veeen), Vidu:
- Cau thanh tich dé nghi khen thudng tong két nam: “Pa c6 thanh tich xuat sic trong cong
tac nam ....”.
- Cau thanh tich dé nghi khen thuéng theo chuyén dé: “Pa c¢6 thanh tich xuét sic trong
phong trao thidua ...... 7
- Cau thanh tich dé nghi khen thuéng dot xuat: “Da ¢ thanh tich xuét sic trong chién dau,
bao vé€ tai san cuia nhan dan.....”
(8): Viét tat tén co quan, to chirc tham muu soan thao.
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Quy trinh sé: 03.TPKT-SNV

QUY TRINH THU'C HIEN DICH VU CONG TRUC TUYEN MUC PQ 3 POI VOI THU TUC
TANG BANG KHEN CUA CHU TICH UBND TiNH VE TONG KET CONG TAC NAM

Ap dung tai cac co quan: UBND tinh, Vin phong UBND tinh, S& Noi vu

Quy
trinh

Poi twong thuc
hién

Noi dung cong viéc

Thoi gian
thue hién

Nop hd
SO

Nguoi ndp ho so

I. Nop ho so truc tuyén:

1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi:
https://dichvucong.quangbinh.gov.vn.

2. bang ky/Piang nhap vao Hé thong.

3. Chon co quan thyc hién 1a S& Noi vy, tai danh sach dich vu cong lya chon dich vu “Thu tuc
ting thuéng Bang khen ciia Chii tich UBND tinh vé tong két nam”.

4. Cap nhat, s6 héa day du cac thanh phan ho so, bao gdm:

- To trinh dé nghj cia co quan, don vi, dja phuong to chirc theo mau;

- Bién ban hop Hoi dong Thi dua - Khen thuéng ctia co quan, don vi, dia phuong t6 chirc theo
mAu;

- B4o céo thanh tich cta tp thé, ca nhan dugc dé nghi khen thuéng (c6 xac nhan cua don vi
trinh khen thudng) theo Mau s6 01 va Mau sd 02 Phu luc ban hanh kém theo Nghi dinh $6
91/2017/ND-CP.

5. Ho so giri dudi hinh thirc khai bao théng tin trén biéu mau dién tir (e-form) sin c6 cua Hé
théng hodc dang tai cac giéy to, tai ligu dién tur hop 1€ hodc dan nguén tai liéu tr Kho quan 1y
dit liéu dién tir cta td chirc, ca nhan.

Dbi v6i thanh phén hd so c6 yéu cau ndp ban dién tir co chir ky sd xac thue, S Noi vu ¢6 ndi
dung huéng dan dé cong khai ngay trén dich cong tryc tuyén dugc cung cap, truong hop ban

dién tir chua c6 ky s thi huéng dan viéc ddi chiéu hodc ndp truc tiép ho so gbc khi dén nhan
két qua hodc giri qua dich vu buu chinh cong ich.
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6. Dang ky hinh thirc nhan két’ qua thu tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu buu
chinh cong ich/ hodc tryc tuyén (néu cc'))

7. Bang ky hinh thirc nhén thong bao vé tinh hinh giai quyét hd so: Thu dién tir (email) /hodic
tin nhin qua mang xa hoi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so dugce cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thuc hi¢n dich vu cong, t6 chirc, ca nhan c6 thé lién hé qua s6 dién thoai va
h(f)p, thu diér} tir cua S& ch)i~vu d~uc_rc dang tai kem theo quy trinh thyc hién dich vu cong truc
tuyén nay dé dugc hudng dan, ho tro.

I1. Nop ho so truec tiép:

Nop hd so tryc tiép tai BO phan mot ctra S Noi vu tinh Quang Binh (56 72 duong Ngo Quyen

TP. Dong Héi, Quang Binh) hodc qua dich vu buu chinh cong ich theo thanh phan hd so va
huéng dan néu trén.

Cén bd tiép nhan

1. Kiém tra, hoan thién thong tin cia nguoi nop hd so. Xac nhan hinh thic nop hd so: Truc tiép
/hoac truc tuyén /hoac qua dich vu buu chinh.
2. Kiém tra thanh phan hé so dién tu:

. 3 oo | - Treong hop ho so dy di, hop 16: Tiep nhan, cap nhat luu trit h so dién tir; chuyén dén Lanh dao | 01 ngay lam
Bude 1 | ho so tai B6 ph .
Hoe © S(ingi c fgap an Phong Thi dua - Khen thuong (Phong TDKT) dé phan cong xu ly; giri Phiéu tiép nhan ho so va viee
i hen tra két qua cho nguoi ndp ho so.
- Truong hop hod sO chua day du, khong hop 1¢: Giri thong bao cho ngudi nop, husng dan bd
sung, hoan thién ho so theo yéu cau.
. Lanh dao Phong ~ \ . A A A 2k A A A o I R A T A
Budc 2 TDKT Lanh dao Phong TPKT xac nhan ho so chuyén dén, phan cong cong chirc xir ly ho so. 4 gio lam viée
Chuyén vién xac nhan hd so chuyén dén; xir Iy hd so; chuyén du thao két qua giai quyét cho
Bude 3 Chuyén vién Lanh dao Phong. 3.5 ngay lam
Phong TDKT | Truong hop can bo sung, hoan thién hd so, chuyén nguoc vé Bo phan mét cira (kém vin ban viée
hudng dan, néu rd ly do, ndi dung bo sung...).
’ Lanh dao Phong Lﬁn%l dao Phb?g TPKT 7thém 7tra, Er_inthﬁnh dao sf”y kyA’duyét ket quéAgiéi quy;ét. o 01 ngay [am
Budc 4 TPKT Truong hop can dieu chinh, stra doi, bo sung du thao ket qua giai quyet, chuyen nguoc vé cong vide

chuc xu ly.
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Bude 5 Léanh dao Lanh dao S& phé duyét vian ban dé nghi Chu tich UBND tinh quyét dinh ting Bang khen; chuyén | 01 ngay lam
S Noi vu chuyén vién x1r 1y. viée
Chuyén vién Phong TDKT chuyén ho so va du thao Quyét dinh cho Vin phong UBND tinh;
. Chuyén vién theo doi viéc UBND tinh ban hanh Quyét dinh. 5,5 ngay lam
Budc 6 \ . A z U : , A . Yy X \ A
Phong TDKT | Sau khi nhan dugc két qua tir Van phong UBND tinh, chuyén vién Phong TDKT gui két qua vige
cho B phan mot ctra S& Noi vu.
Can bd tai Bo | Can bo tiép nhan hd so ctia Sé tai Bo phan mot cira:
Budc 7 | phan mot cira cia | X4c nhan trén phan mém mot cira va két qua TTHC da c6 tai bo phan mot cua; thong bao cho | 04 gio lam viée
S& Noi vu t6 chuc, ca nhan theo cac hinh thic ding ky
- Xuét trinh d6i chiéu hodic ndp ban gidy cac ho so, van ban dién tir ¢6 yéu cau xac thuc bang chir ky
. . .. . - |s0nhung chua dugc ky so khi dén nhan két qua hoac gui qua dich vu buu chinh cong ich. Khéng tinh vao
Nhéan Ca nhan nop ho N . o ; 2 . , ) . hoi ai
két qué SO - Nhén két qua TTHC theo hinh thire dé dang ky: Tryc tiép /hoac qua dich vy buu chinh cong thol glag gial
ich/ truc tuyén (néu co). Bong thoi nhan ket qua TTHC ban dién ti tai Kho quan ly dit liéu dién quyet

tir cua to chue, ca nhan trén Cong dich vu cong.

Tong thai gian giai quyét TTHC

13 ngay lam
viéc

* Biéu mdgu kém theo:
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Mau sb 01
(Ban hanh kem theo Nghi dinh so 91/2017/ND-CP cua Chinh phu)

PON VI CAP TREN  CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

BAO CAO THANH TiCH
PE NGHI KHEN.........
(MAu bao cio nay ap dung d6i voi tap thé)
Tén tap thé dé nghi
(Ghi day du bang chir in thudng, khong viét tit)

I. SO LUQC PAC PIEM, TINH HINH

1. Pic diém, tinh hinh:

- Pia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tu;
- Qua trinh thanh 1ap va phat trién;

- Nhirng dic diém chinh cua don vi, dia phuong (vé diéu kién tuy nhién, x3 hoi, co cdu
t6 chtrc, co s& vat chét), cac t6 chirc dang, doan thé.

2. Chirec nang, nhiém vu: Chtrc nang, nhi¢m vu dugc giao.
II. THANH TiCH PAT PUQC

1. B4o cao thanh tich can ctr vao chirc ndng, nhiém vu dugc giao ctia co quan (don
V1) va dbi twong, tiéu chuan khen thuong quy dinh tai Luét thi dua, khen thuong; Nghi dinh
..hgay ..... thang ...... nam .... cua Chinh phu.

No6i dung bdo cdo néu ro nhfrng thanh tich xuét sc trong vi¢c thyc hién céc chi tiéu
(nhiém vu) cu thé vé ning suit, chit luong, hiéu qua cong tac so véi cac nam trudc (hodc
so v6i 1an khen thudng trude day); viéec d6i mai cong tac quan 1y, cai cach hanh chinh;
sang kién, kinh nghi¢m, dé tai nghién ctru khoa hoc va vi¢c trng dung vao thuc tién dem
lai hiéu qua cao vé kinh té, xa hoi d6i véi bd, ban, nganh, dia phuong va ca nude.

2. Nhiing bién phép hodc nguyén nhan dat dugc thanh tich; cac phong trao thi dua da
dugc ap dung trong thyc tién san xuat, cong tac.

3. Vi¢c thyc hién chu truong, chinh sach ctia Pang, phéap luat cia Nha nude.
4. Hoat dong cua td chirc dang, doan thé.

I11. CAC HINH THU'C PA PUQC KHEN THUONG

1. Danh hiéu thi dua:

S, ngay, thang, nim cua quyét dinh cong nhan danh hiéu thi

Nam | Danh hicu thi dua dua; co quan ban hanh quyét dinh

2. Hinh thirc khen thuéng:



44

NEm Hinh thuc S, ngay, thang, nim cua quyét dinh khen thuong;
khen thudéng co quan ban hanh quyét dinh
XAC NHAN CUA CAP TRINH THU TRUONG DON VI
KHEN THUONG (Ky, dong dau)

(Ky, déng dau)
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Mau so 02
(Ban hanh kem theo Nghi dinh so 91/2017/ND-CP cua Chinh phu)

PON VI CAP TREN CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

BAO CAO THANH TICH
N DE NGHI TANG: ......
(Mau bao cao nay ap dung doi voi cé nhan)

I.SOLUQC LY LICH

- Ho tén (Ghi day du bang chit in thudng, khong viét tat): ..........c.oceovvenevee,

- Sinh ngay, thang, nam: ..........cccccevveveenienieeieee, Giodi tinh: ...............

= QUE QUAN: ettt sttt anen
e I £ [V T USRS
= PON VI CONG LAC: et tae e e aaeeeas
- Chirc vu (Pang, chinh quyén, dodn the): ........cccovveerveeeereieeeeesesees e,

- Trinh d chuy€n mon, nZhi€p VU: ....covviiiiiiiiieeee e

- Hoc ham, hoc vi, danh hi¢u, giai thudng: ..........cccoeevvvieiiiiiiieeeieeeee,

Il. THANH TiCH PAT PUQC

1. Quyén han, nhiém vy dugc giao hodc ddm nhan: ..........cccooooeiiiiiiiinnnnn.

2. Thanh tich dat dugc cia cANhAN: ........ooooeiiiiiiiii e
I11. CAC HINH THU'C PA PUQC KHEN THUONG

1. Danh hiéu thi dua:

S6, ngay, thang, nim cua quyét dinh cong nhan danh

Nam | Danh hiéu thi dua hiéu thi dua; co quan ban hanh quyét dinh

2. Hinh thirc khen thwéng:

Nim Hinh thtrc S6, ngay, thang, nim cua quyét dinh khen thuong; co
khen thudng quan ban hanh quyét dinh
THU TRUONG PON VI NGUOI BAO CAO THANH TiCH
XAC NHAN, DPE NGHI (Ky, ghi ré ho va tén)

(Ky, doéng dau)

XAC NHAN CUA CAP TRINH KHEN THUONG
(Ky, dong dau)
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TEN CQ CHU QUAN TRUC TIEP CONG HOA XA HQI CHU NGHIA VIET NAM

DON VI DE NGHI Djc 14p - Ty do - Hanh phiic
Sb: [MTr.... ... (1)...., ngay .... thang .... nam ......
‘ ‘ TO TRINH
Veviécdeénghiting ........................... (2)

Can ctr Luat Thi dua, Khen thuong;

Cin ctr Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 cta Chinh phti quy dinh chi
ti€t thi hanh mot s6 di€u cua Luat thi dua, khen thuong;

Cin ctr Quyét dinh s6 .... /QD-UBND ngay ..... thang.....nam..... cia UBND tinh
ban hanh Quy ché Thi dua, Khen thudng tinh Quang Binh;

Xét thanh tich xut sic cta ... (3) va bién ban xét ngay ....thang .....ndm ..... cla
Hoi dong Thi dua - Khen thudng ... (4) ... kinh dé nghi Chu tich UBND tinh khen thuong
(dé nghi khen thuodng):

Liét ké cac danh hiéu (hinh thirc khen thuéng) va tén cia tip thé (ca nhan) dé nghi
khen thudng........(5).

(Pinh kém bién ban hop Héi dong Thi dua - Khen thieong va két qud bé phiéu ciia
don vi trinh khen, bdo cao thanh tich cua cdc tdp thé, ca nhan) (6)

Da c6 thanh tich XUt SAC troNg ..........oevvueeeneieeineennn. (7).

Kinh d& nghi Chu tich UBND tinh xem xét quyét dinh./.

Noi nhgn: QUYEN HAN, CHUC VU NGUOI KY
- UBND tinh; (Ky tén, dong dau)
- S& Noi1 vy;
- Luu: VT, ...(8)
Ghi chu:

(1): bia danh no1 don vi trinh khen dong tru s¢ chinh.

(2): Ghi 16 danh hiéu, hinh thirc dé nghi ting thuong d6i voi khen thudng tong két nam;
Dbi v6i khen thuong dot xuat hay khen thuéng theo chuyén dé ghi rd hinh thirc dé nghi
ting thudng va ghi truc tiép vao (2).

(3): Ghi 16 tén tap thé, ca nhan duoc dé nghi khen thudng trong nam (doi véi trieong hop
dé nghi khen thurong tong két nam); trong chién ddu phong chdng lut bio, trong bao vé tai
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san (d6i voi trweong hop khen thudng dot xudt); trong phong trao thi dua (triwong hop khen
thuong theo chuyén dé).
(4): Tén don vi trinh khen.

(5): Truong hop dé nghi 01 danh hiéu thi dua hodc 01 hinh thirc khen thuéng nao d6

thi tiép vao (5). To trinh d& nghi khen cao c6 thé dé nghi nhiéu danh hiéu thi dua va

hinh thirc khen thudng, riéng céc td trinh dé nghi khen thuong thudc tham quyén cua

Chu tich UBND tinh thi trinh tirng danh hi¢u thi dua, hinh thirc khen thudng doc 1ap.

(6): Truong hop khen thuéng chuyén dé chi can Bién ban hop Hoi dong Thi dua - Khen

thudng cua don vi trinh khen va bao cao thanh tich cua tép thé, ca nhan; doi voi khen

thudng dot xuat chi can Bién ban hop Hoi dong Thi dua - Khen thudng cua don vi trinh

khen va danh séch trich ngang va tom tat thanh tich cua tap the, ca nhan.

(7): Ghi rd thanh tich trong cong tic nim hay trong phong trio thi dua (cu thé phong trao
...), vi du:

- Cau thanh tich dé nghi khen thudng tong két nam: “P4 c6 thanh tich xuat sic trong cong

tac ndm ....”.

- Cau thanh tich d& nghi khen thuéng theo chuyén dé: “Pi c6 thanh tich xuét sic trong

phong trao thidua ...... 7

- Cau thanh tich dé nghi khen thuéng dot xuat: “Da ¢ thanh tich xudt sic trong chién dau,

bao vé tai san cia nhan dan.....”

(8): Viét tat tén co quan, t6 chirc tham muu soan théo.
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HOQI PONG TP - KT CONG HOA XA HQI CHU NGHIA VIET NAM
------ (1) Poc lap - Tu do - Hanh phiic

........... (2)...., ngay .... thang .... nam ......

‘ BIEN BAN ]
HOP HOI PONG THI DUA - KHEN THUONG.............. (3)
Ve viéc dé nghi tang thuwémg........................... 4)

Ngay..... thang...... nam...., tal .............. (5), Hoi dong Thi dua, khen thudng
......... (6) d4 t6 chirc phién hop Hoi dong;

Tong s thanh vién Hoi dong...............

Sau khi nghe d0ng chi ..........coouuviieiie i, (9) trinh bay ban tom
tat thanh tich ciia cac tap thé (c4 nhan); cac thanh vién trong Hoi ddng Thi dua, khen thudng
................. (10) da thao luan vanhat tri ............% (11) vé viéc dé nghi Chu tich UBND
tinh xem xét quyét dinh khen thuong (dé nghi khen thuong) cho .....tap thé va ..... cd nhan
(12) c6 tén sau:

.................................... (13 e
Bién ban nay duoc 1ap thanh 03 ban, thong qua Hoi nghi vao hoi ...... gio....... ,
ngay...... (14)
THU KY TM. HQI PONG
(Ky tén) CHU TICH

(K tén)
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Ghi cha: ’

(1): Tén don vi trinh khen va dong dau treo cua don vi trinh khen.
(2): bia danh noi don vi trinh khen dong tru s¢ chinh.

(3): Tén don vi trinh khen.

(4): Ghi rd danh hiéu, hinh thirc dé nghi tang thudong dbi voi khen thuong tong két nam,
hinh thtrc d& nghi khen thuéng ddi véi khen thuong dot xuit hay khen thudng chuyén dé.

(5) Ghi rd thoi gian, dia diém hop Hoi dong Thi dua - Khen thudng.

(6) Tén don vi trinh khen.

(7) Tén, chirc vu trong Hoi ddng Thi dua - Khen thuong don vi trinh khen (Chu tich Hoi
dong hodc truong hop Chu tich uy quyén cho Phé Chu tich thtr nhat Ho1 dong Thi dua -
Khen thudéng don vi trinh khen)

(8) Thu ky phai 1a thanh vién Hoi dong Thi dua - Khen thuéng don vi trinh khen.

(9) bai di¢n 1anh dao co quan chuyén trach lam cong tac thi dua, khen thudéng cia don vi
trinh khen.

(10) Tén don vi trinh khen.

(11) Can ctr quy ché lam viéc cua Hoi dong Thi dua - Khen thuong don vi trinh khen dé
xac dinh ty 1€ % tap thé, ca nhan dat hay khong dat (chi dé nghi so dat).

(12) Ghi 15 s6 lugng tap thé, ca nhan dé nghi khen thuong.

(13) Truong hop dé nghi 01 danh hiéu thi dua hodc 01 hinh thtc khen thudng nao d6 thi
ghi tryc ti€p vao (13).

(14): Ghi rd thoi gian két thuc hop Hoi dong Thi dua - Khen thudng.
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Quy trinh sé: 04. TPKT-SNV

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MUC BQ 3 bOI VOI THU TUC
TANG DANH HIEU “TAP THE LAO PONG XUAT SAC” VA “PON VI QUYET THANG”

Ap dung tai cac co quan: UBND tinh, Vin phong UBND tinh, S& Noi vu

Quy
trinh

Poi twong thue
hién

NOi dung cong viéc

Thoi gian
thue hién

Nop hd
SO

Nguoi ndp ho so

I. Nop ho so truc tyyé'n: )

I. Truy nhap Cong dich vu cong tryc tuyén trén mang internet tai dia chi:
https://dichvucong.quangbinh.gov.vn.

2. bang ky/Pang nhap vao Hé thong.

3. Chon co quan thyc hi¢n 192‘1 S& Noi1 vu, t,ai Qanh sach dich vu c()’ng h}ra chon dich vu: “Thu
tuc tang danh hiéu “Tap thé Lao dong xuat sac” va “Don vi Quyét thang”.

4. Cap nhat, s6 héa dy du cac thanh phan ho so, bao gdm:

- T& trinh dé nghi cia co quan, don vi, dia phuong t6 churc theo mau;

- Bién ban hop Hoi dong Thi dua - Khen thuong ctia co quan, don vi, dia phuong t6 chirc theo
mau;

- Bao c4o thanh tich cua tap thé duoc dé nghi khen thudng (c6 xac nhan cua don vi trinh khen
thuong) theo Mau s6 01 Phu luc ban hanh kém theo Nghi dinh s6 91/2017/ND-CP.

5. Ho so gtri dudi hinh thic khai bao thong tin trén biéu mau dién tir (e-form) sin ¢ cta Hé
thong hodc dang tai cac gidy t0, tai liéu dién tir hop 1¢ hodc dan ngudn tai liéu tir Kho quan ly
dir 1liéu dién tir cta to chire, ca nhan.

Ddi v6i thanh Phél’} hd so ¢o yéu ciu ndp ban dién tir co chf}’ ky s6 xéac thug, S& NO1 vu ¢o no1
dung hudng dan dé€ cong khai ngay trén dich cong truc tuyén dugc cung cap, truong hop ban
dién tir chua ¢6 ky s0 thi hudng dan viée doi chi€u hodc ndp truc tiép ho so goc khi dén nhén
két qua hoac guri qua dich vu buu chinh cong ich.

6. bang ky hinh thuc nhan két qua thu tuc hanh chinh (TTHC): Truc tiép/ hodc qua dich vu
buu chinh cong ich/ hodc tryc tuyén (néu co).
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7. Pang ky hinh thirc nhan thong bao vé tinh hinh giai quyét ho so: Thu dién tir (email) /hodc
tin nhin qua mang xa hoi (Zalo) /hodc tin nhian SMS trén dién thoai di dong.

8. Ngudi nop ho so duge cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thuc hién dich vu cong, td chirc, c4 nhan c6 thé lién hé qua s6 dién thoai va
hop thu dién tir cua S& Noi vu duoc dang tai kém theo quy trinh thuc hién dich vu cong truc
tuyén nay dé duoc huéng dan, hd tro.

IL. Nop hd so truec tiép:

Nop ho so tryuc tiép tai Bo phan mot cira So Noi vu tinh Quang Binh (S6 72 dwong Ngé Quyén,
TP. Pong Héi, Qudng Binh) hodc qua dich vu buu chinh cong ich theo thanh phan ho so va
huéng dan néu trén.

Cén bd tiép nhan

1. Kiém tra, hoan thién thdng tin cia ngudi ndp hd so. Xac nhan hinh thicc nop hd so: Truc
tiep /hoac truc tuyén /hoac qua dich vu buu chinh.
2. Kiém tra thanh phan ho so dién tir:

Buée | | hd so tai Bo phan | - 1TUON9 hop ho so day du, hop 1&: Tiép nhan, cap nhat luu trit ho so dién tir; chuyén dén Lanh | 01 ng}aAy lam
ot cia dao Phong Thi dua - Khen thuong (Phong TDKT) dé phan cong xu ly; giri Phiéu tiép nhan ho so vige
' va hen tra két qua cho ngudi nop hd so.
- Truong hop hé so chua day du, khong hop 18: Guri thong bao cho ngudi ndp, huéng dan bd
sung, hoan thién h so theo yéu cau.
. Lanh dao Phong ~ \ . A A 2 4k A A a o I RA TN ia
Budce 2 TDKT Lanh dao Phong TBKT xac nhan ho so chuyén dén, phan cong cong chic xur ly ho so. 4 gio lam vige
Chuyén vién Phong TPKT xac nhan hd so chuyén dén; xt Iy hd so; chuyén du thao két qua
. Chuyén vién giai quyét cho Lanh dao Phong. 3,5 ngay lam
Buoc 3 \ . A 2 N ‘ X 2 X A n n ) . 9 , ‘A
Phong TDKT | Truong hop can bo sung, hoan thién ho so, chuyén nguoc ve By phan mot cira (kém vin ban Vigc
hudng dan, néu rd ly do, ndi dung bo sung...).
Linh dao Phong TDKT tham tra, trinh Lanh dao S& ky duyét két qua giai quyét.
\ Léanh dao Phong an‘ % O?g A ) am Ta’ rin Ran 50 qy AY@ ,e q - g aA quye . + | 01ngay lam
Budc 4 TPKT Truong hop can dicu chinh, stra doi, bo sung du thao két qua giai quyet, chuyén nguoc ve vide
cong chuc x ly. '
. Lanh dao Lanh dao So phé duyét vin ban dé nghi Chu tich UBND tinh quyét dinh ting danh hiéu “Tap | 01 ngay lam
Buoc 5 . 2 n Lo ey s . Lo L 2 NS A
S& Noi vu thé Lao dong xuat sac” va “Pon vi Quyét thang”; chuyén chuyén vién xu ly. viée
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Chuyén vién Phong TPKT chuyén hd so va dy thao Quyét dinh cho Van phong UBND tinh;

Bue ¢ | Chuyénvién | theo ddi viec UBND tinh ban hanh Quyét dinh. 5,5 ngay lam
C \ . X . .1k N
Phong TDKT | Sau khi nhan duogc két qua tir Van phong UBND tinh, chuyén vién Phong TDKT gui két qua vige
cho B6 phan mot ctra S& No6i vu.
Can bd tai Bo | Can bo tiép nhan hd so ctia Sé tai Bo phan mot cira:
Budc 7 | phan mt cira cua | Xac nhan trén phan mém mot cira va két qua TTHC da co tai bo phan mot cira; thong béo cho | 04 gio lam viéc
So Noi vu to chirc, ca nhan theo céc hinh thie dang ky
- Xuét trinh d6i chiéu hogc ndp ban gidy céc ho so, van ban dién tir ¢6 yéu cau xac thyc bang chir
) ... x| kysonhung chua dugc ky so khi dén nhan ket qua hoac gui qua dich vu buu chinh cong ich. Khéng tinh vao
Nhan C4 nhan nop ho N R L ) " 3 , ) ) .
Kbt qus - Nhan két qua TTHC theo hinh thirc da dang ky: Truc tiép /hodc qua dich vu buu chinh cong | thoi gian giai
qua SO p £ Ao X oA 1A ,  geAr o g I A 1A A
ich/ truc tuyen (n€u co). bong thoi nhan ket qua TTHC ban dién ta tai Kho quan ly dix liu quyet

dién tir cua to chirc, c& nhan trén Cong dich vu cong.

Téng thoi gian giai quyét TTHC

13 ngay lam
viéc

* Biéu mé4u kém theo
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Mau so 01
(Ban hanh kem theo Nghi dinh so 91/2017/ND-CP cua Chinh phu)

PON VI CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

BAQ CAO THANH TiCH
DE NGHI KHEN.........
(Mau bao c4o nay ap dung d6i voi tap thé)
Tén tap thé dé nghi
(Ghi day du bang chir in thudng, khong viét tit)

I. SO LUQC PAC PIEM, TINH HINH
1. Pic diém, tinh hinh:
- Pia diém tru s& chinh, dién thoai, fax; dia chi trang tin dién tu;
- Qua trinh thanh 1ap va phat trién;
- Nhirng dac dié,m chinhqcﬁa don vi, dia phuopg (Vé diéu kién ty nhién, x3 hoi, co ciu
to chtrc, co s¢ vat chat), cac t6 chirc dang, doan the.
2. Chirec nang, nhiém vu: Chtrc nang, nhi¢m vu dugc giao.
II. THANH TiCH PAT PUQC

1. B4o cao thanh tich can ctr vao chirc ndng, nhiém vu dugc giao ctia co quan (don
V1) va dbi twong, tiéu chuan khen thudng quy dinh tai Luét thi dua, khen thudong; Nghi dinh
.. Ngay .... thang......nam.... cua Chinh phu.

Noi dung bao cao néu ro nhung thanh tich xudt sic trong viéc thyc hién cac chi tiéu
(nhiém vu) cu thé vé ning suit, chit lugng, hiéu qua cong tac so voi cac nam trudce (hodc
so v6i 1an khen thudng trude day); viéc d6i mdi cong tac quan 1y, cai cach hanh chinh;
sang kién, kinh nghiém, dé tai nghién ctru khoa hoc va viéc ing dung vao thyuc tién dem
lai hiéu qua cao vé kinh té, xa hoi d6i véi bd, ban, nganh, dia phuong va ca nudec.

2. Nhig bién phap hodc nguyén nhan dat duoc thanh tich; cac phong trao thi dua da
dugc ap dung trong thuc tién san xut, cong tac.

3. Vi¢c thyc hién chu truong, chinh sach ctia Pang, phéap luat cia Nha nude.
4. Hoat dong cua td chirc dang, doan thé.

I11. CAC HINH THU'C PA PUQC KHEN THUONG

1. Danh hi€u thi dua:

S6, ngay, thang, nim cia quyét dinh céng nhin danh

Nam | Danh hi¢u thi dua hiéu thi dua; co' quan ban hanh quyét dinh

2. Hinh thirc khen thwéng:
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Nim Hinh thirc S6, ngay, thang, nim cia quyét dinh khen thwong;
khen thuong co’ quan ban hanh quyét dinh
XAC NHAN CUA CAP TRINH THU TRUONG DON VI
KHEN THUONG (Ky, dong dau)

(Ky, déng dau)
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TEN CQ CHU QUAN TRUC TIEP CQNG HOA XA HQI CHU NGHIA VIET NAM

DON VI DE NGHI Poc 14p - Tw do - Hanh phiic
S6: [TTr..... ..l (1)...., ngay .... thang .... nam ......
‘ ‘ TO TRINH
Veviécdénghitang ........................... (2)

Can ctr Luat Thi dua, Khen thuong;

Cin ctr Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 ctia Chinh phii quy dinh chi
ti€t thi hanh mot s6 diéu cua Luat thi dua, khen thuong;

Cin ctr Quyét dinh s6 .... /QD-UBND ngdy ..... thang.....ndm..... cia UBND tinh
ban hanh Quy ché Thi dua, Khen thudng tinh Quang Binh;

Xét thanh tich xut sic cia ....(3) va bién ban xét ngay ....thang ....nam ..... cia
Hoi dong Thi dua - Khen thudng ........ 4) oo kinh dé nghi Chu tich UBND tinh
khen thudng (dé€ nghi khen thuéng):

Liét ké cac danh hiéu (hinh thirc khen thuéng) va tén cia tip thé (ca nhan) dé nghi
khen thudng........(5).

(Pinh kém bién ban hop Héi dong Thi dua - Khen thieong va két qua bé phiéu ciia
don vi trinh khen,; bdo cao thanh tich cua cdc tdp thé, ca nhan) (6)

Da c6 thanh tich XUt SAC troNg ..........oevvueeeneieeineennn. (7).

Kinh dé nghi Chu tich UBND tinh xem xét quyét dinh./.

Noi nhgn: QUYEN HAN, CHUC VU NGUOI KY
- UBND tinh; (Ky tén, déng dau)
- S& Noi vu;
- Luu: VT, ...(8)
Ghi chu:

(1): bia danh no1 don vi trinh khen dong tru s¢ chinh.

(2): Ghi rd danh hiéu, hinh thirc dé nghi ting thuong dbi v6i khen thuong tong két nim;
Dbi v6i khen thudng dot xuat hay khen thuéng theo chuyén dé ghi rd hinh thirc dé nghi
tang thuéng va ghi truc tiép vao (2).

(3): Ghi 16 tén tap thé, ca nhan duoc dé nghi khen thudng trong nam (doi véi trieong hop
dé nghi khen thirong tong két nam); trong chién ddu phong chdng lut bio, trong bao vé tai
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san (d6i voi trwong hop khen thudng dot xudt); trong phong trao thi dua (triwong hop khen
thuong theo chuyén dé).
(4): Tén don vi trinh khen.

(5): Truong hop dé nghi 01 danh hiéu thi dua hodc 01 hinh thirc khen thuéng nao d6

thi tiép vao (5). To trinh d& nghi khen cao c6 thé dé nghi nhiéu danh hiéu thi dua va

hinh thirc khen thuong, riéng cac to trinh dé nghi khen thuong thudc tham quyen cua

Chu tich UBND tinh thi trinh tirng danh hi¢u thi dua, hinh thirc khen thudng doc 1ap.

(6): Truong hop khen thuéng chuyén dé chi can Bién ban hop Hoi dong Thi dua - Khen

thuong cua don vi trinh khen va bao cao thanh tich cua tap the, ca nhan; doi voi khen

thudng dot xuat chi can Bién ban hop Hoi dong Thi dua - Khen thudng cua don vi trinh

khen va danh séch trich ngang va tom tat thanh tich cua tap the, cd nhan.

(7): Ghi r thanh tich trong cong tic nim hay trong phong trio thi dua (cu thé phong trao
...), vi du:

- Cau thanh tich dé nghi khen thudng tong két nam: “P4 c6 thanh tich xuat sic trong cong

tac ndm ....”.

- Cau thanh tich d& nghi khen thuong theo chuyén dé: “Pa c6 thanh tich xuét sic trong

phong trao thidua ...... 7

- Cau thanh tich dé nghi khen thuéng dot xuat: “Da ¢ thanh tich xudt sic trong chién dau,

bao vé tai san cia nhan dan.....”

(8): Viét tit tén co quan, to chirc tham muu soan théo.



57

HOQI PONG TP - KT CONG HOA XA HOQI CHU NGHIA VIET NAM
------ 1) Poc 1ap - Tw do - Hanh phic

........... (2)...., ngay .... thang .... nam ......

‘ BIEN BAN ]
HOP HOI PONG THI DUA - KHEN THUONG.............. (3)
Ve viéc dé nghi tang thwémg........................... 4)

Ngay..... thang...... nam...., tai .............. (5), Hoi ddéng Thi dua, khen thudng
......... (6) d4 to chirc phién hop Hoi dong;

Téng s6 thanh vién Hoi dong...............

Sau khi nghe d0ng chi ..........coouuviieiie i, (9) trinh bay ban tom
tat thanh tich clia cac tap thé (c4 nhan); cac thanh vién trong Hoi ddng Thi dua, khen thudng
................. (10) da thao luan vanhat tri ............% (11) vé viéc dé nghi Chu tich UBND
tinh xem xét quyét dinh khen thuong (dé nghi khen thuéng) cho .....tdp thé va ..... ca nhan
(12) c6 tén sau:

.................................... (1)
Bién ban nay duoc 1ap thanh 03 ban, thong qua Hoi nghi vao héi ...... gio....... ,
ngay...... (14)
THU KY TM. HOI PONG
(Ky tén) CHU TICH

(Ky tén)

Ghi chu: ’
(1): Tén don vi trinh khen va dong dau treo ctia don vi trinh khen.
(2): bia danh no1 don vi trinh khen dong tru s¢ chinh.

(3): Tén don vi trinh khen.
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(4): Ghi rd danh higu, hinh thirc dé nghi ting thuéng d6i voi khen thuong tong két nam,
hinh thirc dé€ nghi khen thudéng do61 véi khen thudng dot xuat hay khen thudng chuyén deé.
(5) Ghi 5 thoi gian, dja diém hop Hoi ddng Thi dua - Khen thuéng.
(6) Tén don vi trinh khen.
(Z) Tén, chuc vu trong HO1 déng Thi dqa - Khen thuong don vi triqh khen (Chﬁ tich Ho1
dong hodc truong hop Chu tich uy quyén cho Phé Chu tich tht nhat Ho1 dong Thi dua -
Khen thudng don vi trinh khen)
(8) Thu ky phai 1a thanh vién Hoi dong Thi dua - Khen thuéng don vi trinh khen.
(9) Pai dién lanh dao co quan chuyén trach lam cong tac thi dua, khen thudng ctia don vi
trinh khen.
(10) Tén don vi trinh khen.
(11) Can ct quy ché lam viéc cua Hoi d6ng Thi dua - Khen thuong don vi trinh khen dé
xac dinh ty 1€ % tap thé, c4 nhan dat hay khong dat (chi dé nghi so dat).
(12) Ghi 15 s6 lugng tap thé, ca nhan dé nghi khen thuong.
(13) Truong hop dé nghi 01 danh hiéu thi dua hodc 01 hinh thtc khen thuéng nao do thi
ghi truc tiép vao (13).
(14): Ghi rd thoi gian két thuc hop Hoi dong Thi dua - Khen thudng.
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