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

TINH HA TINH DPoc lap - Tw do - Hanh phc
S6: 1610 /QP-UBND Ha Tinh, ngay o thangg  nam 2026
QUYET PINH

Phé duyét Quy trinh ngi bg tha tuc hanh chinh méi ban hanh;
duwgc sira doi, bo sung trong mét so linh vyc thugc pham vi, chirc nang quan
ly ciia nganh Van hoa, The thao va Du lich 4p dung trén dja ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TiNH

Can cir Ludt Té chize chinh quyén dia phwong ngdy 16/6/2025;

Can cir Nghi dinh sé 63/2010/ND-CP ngay 08/6/2010 cia Chinh phai vé kiém
soat thu tuc hanh chinh; Ngh; dinh sé 92/2017/ND-CP ngay 07/8/2017 ciia Chinh
phui Vé sira doi, bé sung mét sé dieu cua cac Nghi dinh lién quan dén kiém soét
thu tuc hanh chinh;

Can cir Nghi dinh sé 118/2025/NP-CP ngay 09/6/2025 ciia Chinh phai vé thuc
hién co ché mét cira, mgt cira lién thong tai b phdn mét cira va cong Dich vy cong
quOc gia; Nghi dinh s6 367/2025/NP-CP ngay 31/12/2025 cua Chinh phu ve sia
doi, bé sung mét sé diéu cia Nghi dinh so 118/2025/ND-CP ngay 09/6/2025;

~ Can cir Nghj quyét s¢ 66.7/2025/NQ-CP ngay 15/11/2025 cia Chinh phu: vé
cat giam, don gian hoa thu tuc hanh chinh dya trén diz lidu;

Can cir cdc Théng tir cia B trueng, Chu nhiém Van phong Chinh phii: s6
02/2017/TT-VPCP ngay 31/10/2017 hwéng dan vé nghiép vu kiém soat thi tuc
hanh chinh; s6 03/2025/TT-VPCP ngay 15/9/2025 hwéng dan thi hanh mét sé néi
dung cia Ngh; dinh so 118/2025/NP-CP ngay 09/6/2025;

Theo dé nghi ciia Gidm déc Sé Vin héa, Thé thao va Du lich tai véin ban sé
1828/SVHTTDL-VP ngay 17/6/2026.

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay Quy trinh ndi bo 03 (ba) thi tuc
hanh chinh (TTHC) dugc ban hanh méi; 05 (nim) TTHC dugc stra d6i, bo sung
trong mot s6 linh vyuc thudc pham vi, chic nang quan Iy cia nganh Vin hoa, Thé
thao va Du lich kém theo Quyét dinh s6 1360/QD-UBND ngay 29/5/2026 cua
Chu tich UBND tinh.

Piéu 2. Giao S Vin hoa, Thé thao va Du lich chu tri, phéi hop voi Bd Vin
héa, Thé thao va Du lich, Vin phong UBND tinh va cac co quan, don vi lién quan
cin cr Quyét dinh nay xay dung quy trinh dién tir giai quyét TTHC trén Hé thong
thong tin giai quyét TTHC dé ap dung thuc hién theo quy dinh.
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Piéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ban hanh; thay thé Quy trinh
cac TTHC c6 sé tha tu: 04 muc I, phan 11 tai Quyét dinh s6 2983/QD-UBND ngay
27/11/2025; 01, 02 muc |, phan A2 va 01, 02 muc I, phan B tai Quyét dinh s6
1208/QD-UBND ngay 14/5/2026 caa Cha tich UBND tinh.

Piéu 4. Chanh Van phong UBND tinh; Giam d6¢ S Vin héa, Thé thao va
Du lich; Giam dbc cac s, Thu trudng cac ban, nganh cap tinh; Giam dbc: Trung
tam Thong tin va Xuc tién, hd tro dau tu tinh, Trung tim Phuc vu hanh chinh cong
tinh; Cha tich UBND céc x4, phudng va cac to chirc, ca nhan c¢6 lién quan chiu
trach nhiém thi hanh Quyét dinh nay./.

Noi nhﬁ‘n: KT. CHU TICH
-Nhu Dieu4; PHO CHU TICH
- B0 Van hoéa, Thé thao va Du lich;

- Cuc Kiém soat TTHC, Bo Tu phap;
- Chu tich, cac PCT UBND tinh;

- Cac PCVP UBND tinh;

- Trung tdm Phuc vu HCC tinh;

- Trung tam TT va XT, HTDT tinh;

- Luu: VT, HCC;.

T ——

Nguyén Thi Nguyét
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NOI DUNG CU THE CUA TUNG QUY TRINH NOI BO

THU TUC HANH CHINH

A. TTHC PUQC BAN HANH MO (03 TTHC)
Al. TTHC CAP TINH
I. LINH VUC BAO CHI (01 TTHC)

1. Thii tuc Chap thugn thay doi ndi dung ghi trong Giay phép mé chuyén
trang cia bao chi dién tir (doi véi co quan bao chi ctia dia phwong)

KY HIEU QUY TRINH

QT.BC.15

NOI DUNG QUY TRINH

2.1

piéu kién thwc hién TTHC: Khdng quy dinh.

2.2

Cach thwc thuc hién TTHC:

- Nop hd so truc tiép tai Trung tdm Phuc vu hanh chinh cong tinh, sé 02A, dudng

Nguyén Chi Thanh, phuong Thanh Sen, tinh Ha Tinh;
- Qua Dich vu buu chinh cong ich;

- Nop ho so tai Trung thm Phuc vy hanh chinh céng cap xa dé thyuc hién TTHC khong

phu thudc vao dia gidi hanh chinh;
- Qua Dich vu cOng quoc gia tai: https://dichvucong.gov.vn

2.3

Thanh phan hé so, bao gom:

Ban
chinh

Ban
sao

Vin ban dé nghi cua co quan bao chi.

Béo cdo danh gla vi¢c thuc hién ton chi, myc dich theo glay phép

chuyén trang c6 x&c nhan cua co quan chu quan béo chi (d6i voi X

truong hop thay doi ton chi, muc dich).

Mau trinh bay giao dién trang chu cta chuyén trang (ban mau)
c6 xac nhan cua co quan chi quan bao chi (d6i voi truong hop
thay doi tén goi co quan chu quan béo chi, tén goi co quan bao
chi, tén goi chuyén trang, tén mién; hinh thac trinh bay, vi tri cua
tén goi chuyén trang; thay d6i giao dién trang chu cua chuyén

trang).

2.4

S6 lwong hd so: 01 b

2.5

Thoi han giai quyét: 10 ngay 1am viéc ké tir ngay nhan dua hd so hop Ié.

2.6

Pia diém tiép nhin hd so va tra két qua giai quyet TTHC:
- Trung tam Phuc vu hanh chinh cong tinh - s6 02A, duong Nguyén Chi Thanh,

phuong Thanh Sen, tinh Ha Tinh.



https://dichvucong.gov.vn/

- Trung tam Phyc vy hanh chinh cong céc x4, phuong trén dia ban tinh Ha Tinh.
- Hé thong thong tin giai quyet TTHC.

Co quan thuc hign: S¢ Vin hoa, Thé thao va Du lich.
Co quan c6 tham quyen quyét dinh: UBND tinh.

2.7 Co quan dugc dy quyen: Khong
Co quan phoi hgp: Khong
2.8 | Péi twong thuc hién TTHC: Co quan bao chi cua dia phuong
29 Két qua giai quyét TTHC: Vin ban chap thuan hogc Vin ban thong béo khong du
"= | diéu kién chap thuan c6 néu ré ly do.
2.10 | Quy trinh xir ly c6ng viéc
TT Trinh tw Trach Thoi Biéu mau /Két qua
nhiém gian
1. Tiép nhan hd so: Tiép nhan
truc tiep tai Trung tam Phuc vu
hanh chinh cdng tinh/x&; hoac qua
dich vy Buu chinh c6ng ich hodc
Hé thong thong tin giai quyet
TTHC. i .
2. Can bo TN&TKQ kiém tra ho
50 T6 chuc; | x £
oy | -Néuhd sodiy du, hop Ig thi lam | Cong chic | SO (':"0?“ oo 02, 03 (ney
thu tuc tiép nhan hd so, hentrakét | TN&TKQ ; APON
X PO R chinh | muc 2.3
qua cho to chuc va yéu cau nop
phi, 1& phi cho Trung tdm (néu
o). |
- Néu ho so chua day du_hoac
khong hop 1¢ thi huéng dan bo
sung, hgan thién ho so. Néu
khong bc} sung, hoan ‘thién duoc
thi tir choi tiep nhan ho so.
Chuyén hé so vé phong Quan ly cong Chu(f
. e, TN&TKQ;
béo chi va xuat ban (QLBCXB), ) x N
e 1 2 . : Buu chinh .. | Mau 01, 05 va Ho so
B2 | So Van hoa, Thé thao va Du lich ~ .. 105ngay |, .
z .z A cong ich; kém theo muc 2.3
giai quyet (truc tiep hoac trén hé he
théng giai quyét TTHC) pnong
QLBCXB
e 2 Lanh dao x v 1A
B3 Truc tiép xtr Iy hodc chuyén cho Phong 0,5 ngay Mau 01, 05 va ho so

chuyén vién xur ly. QLBCXB theo muc 2.3




B4

Tham dinh, xt Iy hd so:

- Néu hé so du diéu kién thi du
thao Vin ban dé nghi UBND tinh
chap thuan thay doi noi dung ghi
trong Gidy phép mé chuyén trang
cua bao chi dién tu

chuyén lanh dao phong ky nhay.
- Néu hd so khong du diéu kién
cap phép thi dy thao Van ban
thong bao khéng du diéu kién
chdp thuan chuyén lanh dao
phong ky nhay.

Cong chuc
duoc giao
Xt Iy ho so

02 ngay

Mau 05; dy thao Vin
ban d& nghi UBND
tinh chap thuan thay
d6i noi dung ghi trong
Gidy phép mg chuyén
trang cua bao chi di¢n
tor (kem du thao Van
ban chip thuan cua
UBND tinh) hoac Van
ban thdng bao khong
da diéu kién chap
thuan.

BS

Xem xét ho so va ky nhay vao du
thao ¢ budc B4.

Lanh dao
phong
QLBCXB

0,5 ngay

Mau 05; Vin ban dé
nghi UBND tinh chap
thuan thay doi noi
dung ghi trong Giay
phép m¢é chuyén trang
cua bao chi dién tu
(kem du thao Van ban
chap thuan cia UBND
tinh) hodac Van ban
thong bao khong du
diéu kién chap thuan
da ky nhay.

B6

Ky duyét két qua thuc hién tai
budc B5.

Lanh dao So

01 ngay

Mau 05; Vin ban dé
nghi UBND tinh chap
thuan thay doi noi
dung ghi trong Gidy
phép ma chuyén trang
cua bao chi dién tu
(kém du thao Van ban
chap thuan caa UBND
tinh) hoac Van ban
thong bao khong du
diéu kién chap thuan
da ky duyét.

B7

Phat hanh van ban:

- Truong hop két qua 1a Vin ban
dé nghi UBND tinh chip thuan
thi chuyén qua UBND tinh kém
theo ban sao ho so.

- Truong hop la van ban thong
bao khong du diéu kién chap
thuan thi chuyén sang Trung tam

Van thu

0,5 ngay

Mau 05 va Vin ban dé
nghi UBND tinh chip
thuan thay doi noi
dung ghi trong Giay
phép m¢é chuyén trang
cua bao chi dién tu
(kem dy thao Van ban
chap thuan caia UBND




Phuc vu hanh chinh cong tinh dé
tra cho to chuc, ca nhan.

tinh) kém theo ban sao
hd so.

- Hodc mau 05, 06 va
Van ban théng bao
khong du diéu kién
chap thuan.

UBND tinh xem xét, giai quyét va
chuyén ket qua cho S¢ Vén hoa,
Thé thao va Du lich (qua Trung

Vian ban dé& nghi
UBND tinh chdp
thuan thay doi noi
dung ghi trong Gidy

B8 tam Phuc vu hanh chinh cbng UBND tinh | 05 ngay phep rr)o chu’yer.lAtrang
) N Y PN cua bao chi dién tu
tinh) dong thoi ket thac xu ly trén hoa “n ban tho
Heé théng giai quyét TTHC Odc Van ban thong
' ' bdo khong du dieu
kién chap thuan.
Mau 01’, 06 va Van
ban chap thuan thay
Cong chuc Gid doi noi dung ghi trong
B9 | Tra két qua cho to chuc, c& nhan. TN&TKQ; | apn | G1ay phep mo chuyen
To chuec, ca . trang cua bao chi dién
A chinh , < < ;
nhan ter  hoac Van ban
thong bao khong du
dicu kién chap thuan.
* Truong hop hé so qud han xu 1y, trong thoi gian chdm nhd’{ 01 ngay trudéc ngay
het han Xt Iy, co quan gidi quyet TTHC ban hanh phieu xin loi va hen lai ngay tra
ket qua chuyeén sang Trung tam Phuc vy hanh chinh céng tinh dé guri cho to chuc, ca
nhan.
* Trong qué trinh gigi quyét ho so nguoi co trach nhi¢m thuc hién can thuc hién
dong thoi cac thao tac tiep nhan/chuyen/tra ho so, ket qua giai quyet trén Hé thong
giai quyét TTHC véi cdc buoc trong quy trinh.
3 | BIEU MAU
Giy tiép nhan hd so va hen tra két qua
< W
Mau 01 ':lj
MAu 01.docx
Phiéu huéng dan bé sung hoan thién ho so
< W
Mau 02 I:lj
Mau 02.docx
Mau 03 Phiéu tir chéi tiép nhan giai quyét hd so
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Mau 03.docx

Phiéu xin 15i va hen lai ngay tra két qua

Mau 04 IEH

Mau 04.docx

Phiéu kiém soat qué trinh giai quyét hd so

Mau 05 lﬁlj

M3u 05.docx

S6 theo doi ho so

Mau 06 lﬁlj

M3u 06.docx

4 |HOSOLUU

Céac mau phiéu 01; 02, 03, 04 (néu c6) va 06 luu tai Bo phan TN&TKQ S¢ Van hoa
- TT va Du lich tai Trung tdm Phuc vu hanh chinh c¢6ng tinh. Mau 01, 05 Iuu theo ho
SO.

- Ho so theo muc 2.3

- | Van ban d& nghi UBND tinh cp chap thuan thay doi ndi dung ghi trong Giay phép
ma& chuyén trang cua bao chi dién tir

- | Van ban chap thuan thay do6i noi dung ghi trong Glay phép ma chuyén trang cua bao
chi dién tir hodc Van ban thong bao khong du diéu kién cap vian ban chap thuan.

Ho so duoc luu tai Phong Quan Iy BC&XB, thoi gian lvu 03 nam. Sau khi hét han chuyén
luu trilr tai b phan luu trir cia S6 VH, TT&DL theo quy dinh.

Il. LINH VUC PHAT THANH TRUYEN HINH VA THONG TIN
PIEN TU (01)

1. Thia tuc Chap thuan ndi dung thay doi biéu twong kénh ghi trong giay
phép san xuat kénh chwong trinh trong nwéc bao gém kénh chwong trinh
chuyén quang cdo (cho co quan Bdo va phat thanh, truyén hinh tinh, thanh
pho)

1 | KY HIEU QUY TRINH QT.PTTH&TTPT.17

NOI DUNG QUY TRINH

2.1 | Piéu kién thwe hi¢gn TTHC: Khong quy dinh.




2.2 | Cach thire thue hién TTHC:
- Nop ho so tryc tiép tai Trung tdm Phyc vu hanh chinh cang tinh, s6 02A, duong
Nguyén Chi Thanh, phuong Thanh Sen, tinh Ha Tinh;
- Qua Di‘ch vu buu chinh cong ich; , 7
- Nop ho so tai Trung tdm Phuc vu hanh chinh céng cap xa dé thuc hién TTHC
khong phu thudc vao dia gidi hanh chinh;
- Qua Dich vu cbng quoc gia tai: https://dichvucong.gov.vn
. Y - Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh sa0
Vin ban dé nghi cia co quan béo chi duoc nguoi ding dau,
nguol dugc giao nhiém vu cua nguoi ding dau co quan bao
- p o ‘- ) A , . , X
chi hoac nguoi duoc uy quyén hop phap theo quy dinh cua
phap luat ky xac nhan.
Ban mau biéu tugng kénh chwong trinh trong nudc bao gom
- kénh chuong trinh chuyén quang cao c6 ky xac nhan cia nguoi X
co tham quyen.
* Luru y khi np hé so:
+ NéL{ nép ho so truec tiép tai Trung tam Phyc vu hanh chinh cong tinh, truong hop
véu cau ban sao thi kem theo ban goc dé doi chiéu;
+ Néu nop ho so qua D_z'cﬁ vu buu chinh cong ich thi nop ban sao co chung thuc
cua co quan co tham quyén;
+ Néu nép hé so qua Hé thong thong tin gidi quyét TTHC thi quét (Scan) tir ban
chinh.
2.4 | S6 lwgng hd so: 01 bo.
2.5 | Thoi han gidi quyét: 10 ngay 1am viéc, ké tir ngay nhan du ho so hop I&.
Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
- Trung tdm Phyc vy hanh chinh cong tinh - s6 02A, duong Nguyén Chi Thanh,
2.6 | phuong Thanh Sen, tinh Ha Tinh.
- Trung tdm Phuc vu hanh chinh c6ng cac xa, phuong trén dia ban tinh Ha Tinh.
- He thong thong tin giai quyét TTHC.
Co quan thue hién: S¢ Vin hoa, Thé thao va Du lich.
,7 | Coquancé thim quyén Quyét dinh: S¢ Vian hod, Thé thao va Du lich.
' Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Pdi twong thue hién TTHC: Co quan Béo va phét thanh, truyén hinh tinh.
Két qua giai quyét TTHC:
+ HO so du dieu kién: Van ban chap thuan ndi dung thay doi bieu twong kénh ghi
2.9 | trong gidy phép san xuat kénh chuong trinh trong nudc bao gom kénh chuong trinh
chuyén quang céo.
+ Ho so khong du diéu Kién: Vin ban thong bao khong du diéu kién chap thuan.
2.10 | Quy trinh xir ly cong viéc:



https://dichvucong.gov.vn/

— Trinh fur Trach Thoi Biéu mfiqu/Két
: nhi¢m glan qua
1. Tiép nhan hé so: Tiép nhan truc
tiép tai Trung tdm Phuc vu hanh
chinh cdng tinh/x&; hoac qua dich
vu Buu chinh cong ich hoac H¢
B1 théngthﬁngth1giéiquyé}TﬂWﬁC{
?(.ICan bo TN&TKQ kiém tra ho o o Majlu 0 ,1; 02,0 3
- Néu hd so day di, hop 1¢ thi lam | chirc/Cin b | O10 pnh |- (e €0); 06 va
thi tuc tiép nhan ho so, hen trd két | TN&TKQ 53
qua cho T6 chuc. '
- Néu hd so chwa diy du hoic
khong hop 1& thi huéng dan bd
sung, hoan thién ho so. Néu khong
bo sung, hoan thi¢én duoc thi tu
chéi tiép nhan ho so.
Cong chuc
Chuyén ho so vé phong Quan ly | TN&TKQ;
gy | bdo chi va xuat ban (QLBCXB), | Buu chinh 0.5 ngy Mau 01, 05 va Ho
S& Vian hoa, Thé thao va Du lich | c¢cong ich; ’ so theo muc 2.3
giai quyét. phong
QLBCXB
Truc tiép xtr 1y hodc chuyén cho Lanl} dao .. | Mau 01, 05 va hd
B3 chuyén vién xtr 1y. Phong 0.5 ngay so theo muc 2.3
QLBC&XB ‘
Tham dinh, xt 1 ho so.
- Truong hop hd so du didu kién thi
du thao Van ban chép thuan noi
dung thay doi biéu tugng kénh ghi Mau 05 va dy thao
trong gidy phép san xuit kénh Vian ban chdp
chuong trinh trong nudc bao gdm A n thuan hodc du
A . A \ Chuyén vién \ < \
kénh chuong trinh chuyén quang . . thao Van ban
B4 et ax . > | dugc giao 04 ngay N . .
cao, trinh lanh dao phong xem xét | .’ 5 thong béo khong
ky nhay. xur 1y ho so di  didu  chi
y nhay u p
- Trudng hop hé so khong du diéu thugn c6 néu rd ly
kién: Dy thao Van ban khong du do.
diéu kién cap gidy phép co néu ro
ly do, trinh lanh dao phong xem xét
Ky nhay.
MaAu 05 va dy thao
Xem xét, trinh 1anh dao co quan | Lanh dao Vian ban chép
B5 |phé duyét két qua giai quyét Phong 02ngay |thuan hodac du
TTHC. QLBC&XB thao Van ban

thdng bao khoéng
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do  diéu chdp
thudn c6 néu rd ly
do di ky nhay.

Mau 05 va Van
ban chap thuan
hoac du thao Van

gg | Phé duyét két qua giai quyét thi | Lanh dao co 25 ngay | Pan  thong  bio
tuc hanh chinh quan 2 NGay khong du dicu
chap thuan c6 néu
0 ly do da ky
duyét.
Mau 05 va Van
ban chap thuan
Van thu; hoac du thao Van
B7 Phat hanh Van ban va tra két qua | Chuyén vién 0.5 nai ban thong bdo
TTHC dugc giao 0 NgaY khong du dicu
xu ly ho so chap thuan c6 néu
ro ly do da ky
duyét.
Mau 01, 06; Van
ban chap thuan
hoac du thao Van
s Al A e s o1a Cong chic | Gio hanh | ban thong bao
B8 | Tra két qua cho t6 chtic, ca nhan TN&TKQ chinh | khong di  didu
chap thuén co néu
0 ly do da ky
duyét.
* Triong hop hé so qud han xir ly, trong thoi gian chdm nhdt 01 ngay triedc ngay
hét han xir 1y, co quan giai quyét TTHC ban hanh phleu xin 16i va hen lai ngay tra
két qud theo mau 04 chuyén sang Bo phian TN&TKQ dé giri cho t6 chikc, cd nhan.
* Trong qua trinh gidgi qyyet hé so nguoi €0 trach nhi¢m thyc hi¢n can thuec hién
dong thoi cac thao tac tiep nhgn/chuyén/tra ho so, két qua gidi quyet trén Hé thong
thong tin giai quyet TTHC véi cac budc trong quy trinh.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 Iij
MAu 01.docx
Phiéu yéu cau bd sung hoan thién ho so
Mau 02 IEH
Mau 02.docx
Mau 03 Phiéu tir chdi tiép nhan giai quyét ho so
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Mau 03.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 04 'Eﬂ

Mau 04.docx

Phiéu kiém soét qu4 trinh giai quyét ho so

Mau 05 'Eﬂ

M&u 05.docx

S6 theo ddi ho so

Mau 06 IEEI

Mau 06.docx

HO SO LUU

Céc mau phiéu 01, 02, 03, 04 (néu ¢6) va 06 luu tai B phan TN&TKQ cua S¢ Van
héa, Thé thao va Du lich tai Trung tdm Phuc vy hanh chinh céng tinh; mau 01, 05
luu theo ho so.

Ho so theo muc 2.3.

Vin ban chap thuin ndi dung thay d(x)‘i biéu twong kénh ghi trong gidy phép san xuat
kénh chuong trinh trong nudc bao gom kénh chuong trinh chuyén quang cao hoac
Van ban thong bao khong du dieu kién chap thuan cé néu rd ly do.

Ho so dugce luu tai phong Quan 1y bao chi va xuét ban, thoi gian luu 03 nam. Sau khi hét
han, chuyén hé so xudng bd phan luu trit cia S& Van hoa, Thé thao va Du lich dé luu tri
theo quy dinh hién hanh.

A2. TTHC CAP XA
I. LINH VUC XUAT BAN, IN VA PHAT HANH (01 TTHC)
1. Thi tuc Khai bao hoat déng phat hanh xuat ban pham

KY HIEU QUY TRINH QT.X.XBIPH.03
NOI DUNG QUY TRINH

2.1 | Piéu kién thue hién TTHC:
Doanh nghiép, don vi su nghiép cng Iap hoat dong phat hanh xuat ban pham phai
dap ung yéu cac yéu cau sau:
- Nguoi diing dau co s¢ phat hanh phai thuong tra tai Viét Nam;
- C6 dia diém kinh doanh xuat ban pham hogc tén mién, gian hanh thwong mai dién
tir theo quy dinh cua Luat Giao dich dién tir s6 20/2023/QH15.

2.2 | Cach thirc thyc hién TTHC:

- Truc tuyén tai Cong dich vu céng qudc gia: https://dichvucong.gov.vn;
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;s A A X on. Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh sa0
To khai hoat dong phét hanh xuat ban pham (theo mau y
BM.QT.X.XBIPH.03.01).
2.4 | S6 lwong ho so: 01 bo.
2.5 | Thoi han giai quyét: 03 ngay lam viéc ké tir ngay nhan du hd so hop 1.
Dia diém tiép nhan hé so va tra két qua giai quyét TTHC:
26 |- Trung tdm Phuc vu hanh chinh céng cap x4.
| - Dich vu buu chinh cbng ich.
- Hé théng thdng tin giai quyét TTHC.
Co quan thye hién: UBND cp xA.
57 Co quan c6 thAm quyén Quyét dinh: UBND cép xi.
" | Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thye hién TTHC: Doanh nghiép, don vi sy nghiép cong lap.
29 Két qua giai quyét TTHC: Xéc nhén khai bao hoat dong phat hanh xudt ban pham
"~ | hoac Van ban thong bao khong du diéu kién cap giay xac nhan co néu ro ly do.
2.10 | Quy trinh xir ly cong viéc:
TT Trinh ty TriCh T.h Ol Bidu mAu/Két qua
: nhi¢m glan
1. Tiép nhan hd so: Tiép nhan qua
Hé thong thong tin giai quyet
TTHC, Cong Dich vy cong Qudc
B1 | 912 7 ‘
2. Cén bg TN&TKQ kiém tra hd sor | Eiga”g(m
_ Néu hd so ddy da, hop 18 thi Tam | [P SN 1 Gig | MZu 01; 02, 03 (néu
, £ s . 4. | visunghiép N N R
thu tuc tiép nhén ho so, hen tra ket cong lap hanh | c6); 06 va Ho so theo
qua cho t0 chrrc. ICAn bé chinh muc 2.3
- Néu hd so chua déy di hodc khong | T &TKQ
hop 1€ thi hudng dan bo sung, hoan
thién ho so. Néu khong bo sung,
hgan thién duoc thi tir chéi tiép nhan
ho so.
Chuyén ho s trén HE thong thong | 015 | 095 | MEw 01, 05 va hd so
B2 | tin giai quyét TTHC vé€ Phong Van TN&TKQ | ngay | theo muc 2.3
hod - Xa hoi (VH-XH) cp x xt Iy gay e 2.
. . Lanh d x .
Truc tiép xtt Iy hodc chuyén cho| _ o0 o0 | 0,25 |Mau 01, 05 va hd so
B3 A A o1y Phong VH- N
chuyén vién xur ly. XH ngay | theo muc 2.3
Xem xét thim dinh, xit Iy hd so. | Chuyén vién Mau 05 va dy thio
. A N e ) 01 | Van ban x4c nhan khai
B4 | - Truong hop ho so khong du diéu | duoc giao ngdy | bao hoat dong phat
kién: Du thiao Vin ban khong du | Xt ly ho so : j

hanh xuit ban pham
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diéu kién cp xac nhan c6 néu rd ly
do, trinh 1anh dao phong xem xét ky
nhay.

- Trudng hop hd so du diéu kién thi
du thao Van ban xac nhan khai bao
hoat dong phat hanh xuat ban pham,
trinh l&nh dao phong xem xét ky
nhay.

hoac du thao Van ban
thong bao khong du
diéu kién cap x4c nhan
cd néu rd ly do.

BS

Xem xét, trinh lanh dao co quan phé
duyét két qua giai quyét TTHC.

Lanh dao
Phong VH-
XH

0,5
ngay

Mau 05 va du thao
Van ban xac nhan khai
bdo hoat dong phat
hanh xuit ban pham
hoac du thao Van ban
thong bao khong du
diéu kién cép xac nhan
c6 néu 1o 1y do, da ky
nhay.

B6

Phé duyét két qua giai quyét TTHC.

Lanh dao co
quan

0,75
ngay

Mau 05 va Vin ban
xac nhan khai bao hoat
dong phat hanh xuét
ban phdm hodc Vin
ban thong bio khong
du diéu kién gidy xac
nhan c6 néu rd ly do,
da ky duyét.

B7

Phat hanh Vian ban va tra két qua
TTHC.

Van thu;
Chuyén vién
duoc giao
xt 1y ho so

0,25
ngay

Mau 05 va Van ban
xac nhan khai bao hoat
dong phat hanh xuét
ban phdm hodc Vin
ban thong bio khong
du diéu kién cap gidy
xac nhan cO néu ro ly
do.

B8

Tra cho Doanh nghiép, don vi su
nghiép cong lap.

Cong chuc
TN&TKQ

Gio
hanh
chinh

Mau 01, 06; Vin ban
xac nhan khai bao hoat
dong phat hanh xuat
ban phdm hodc Vin
ban thong bao khong
du diéu kién cip gidy
xac nhan cO néu ro ly
do.

* Truong hop hé so qud han Xu ly, trong thoi gian chagm nhd{ 01 ngay trudc ngay
het han xur Iy, co quan giai quyet TTHC ban hanh phieu xin loi va hen lai ngay tra
ket qua theo mau 04 chuyén sang Trung tdm Phuc vu hanh chinh cong cap xa dé gui

cho t6 chiic, ca nhan.
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* Trong qua trinh gidi quyet ho so nguoi c6 trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiep nhan/chuyeén/tra ho so, ket qua gidi quyet trén Hé thong
thdéng tin giai quyéet TTHC vdi cdc bwdc trong quy trinh.

BIEU MAU
Gidy tiép nhan hd so va hen tra két qua
Mau 01 'Ej
Mau 01.docx
Phiéu yéu cau bd sung hoan thién hd so
Mau 02 Iij
Mau 02.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mau 03 Iij
Mau 03.docx
Phiéu xin 18i va hen lai ngay tra két qua
Mau 04 Iij
Mau 04.docx
Phiéu kiém soét qua trinh giai quyét ho so
Mau 05 'Ej
Mau 05.docx
S0 theo ddi ho so
Mau 06 Iij
Mau 06.docx
T khai hoat dong phét hanh xuat ban pham
Mau -
BM.QT.X.XBIPH.03.01 o™
T e BM.QT.X.XBIPH.03.0
1.docx
X&c nhan khai bao hoat dong phat hanh xuat ban pham
Mau -
BM.QT.X.XBIPH.03.02 o™
T e BM.QT.X.XBIPH.03.0
2.docx
HO SO LUU

Céc mau phiéu 01, 02, 03, 04 (néu c6) va 06 lvu tai B phan TN&TKQ ciia UBND
cap xa tai Trung tam Phuc vu hanh chinh céng cap x&; mau 01, 05 luu theo ho so.

Hd so theo muc 2.3.
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Vin ban x&c nhan khai béo hoat dong phét hanh xuét ban pham hodc Vin ban thong
bao khong du diéu kién cap giay phép co néu rd ly do.

Cac hd so khac phat sinh trong qua trinh xir Iy cdng viéc (néu cd).

Hb so dugc luu tai Phong chuyén mén UBND cap xd, thoi gian luu 03 nam. Sau khi hét
han, chuyén ho so xuéng don vi luu trit cia UBND cap xa dé luu trir theo quy dinh hién

hanh.

B. TTHC PUQC SUA POI, BO SUNG

B1. TTHC CAP TINH

I. LINH VU'C BAO CHI (01 TTHC)

1. Thii tuc Chap thuan thay d6i ndi dung ghi trong giay phép xuat ban

thém an pham bao chi (d6i v6i co quan bao chi ciia dia phwong)

1 |KYHIEU QUY TRINH QT.BC.08
NOI DUNG QUY TRINH
2.1 | Piu kién thwe hién TTHC: Khong
2.2 | Cach thire thuc hién TTHC:
- Nop hé so truc tiép tai Trung tdm Phuc vu hanh chinh cong tinh, s6 02A, duong
Nguyén Chi Thanh, phuong Thanh Sen, tinh Ha Tinh;
- Qua Di‘ch vu buu chinh cong ich; ’ 7
- Nop ho so tai Trung tdm Phuc vu hanh chinh céng cap xa dé thuc hién TTHC
khong phu thudc vao dia gisi hanh chinh;
- Qua Dich vu cdng quoc gia tai: https://dichvucong.gov.vn
R A s WA X on. Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh sa0
- | Van ban dé nghi cta co quan béo chi X
Bao céo,dénh gia vi@c thugc hién ton chi, muc dich theo Giay
] phép xuat ban thém an pham bao chi c6 xac nhan cua co quan «
chu quan bao chi (doi véi truong hop thay doi ton chi, muc
dich).
Mau trinh bay tén goi 4n pham béo chi (ban mau) c6 xac nhan
cua co quan chu quan bao chi (doi voi truong hop thay doi tén
- goi co quan chu quan bao chi, tén goi co quan bao chi, tén goi X
an pham bao chi; hinh thrc trinh bay, vi tri cua tén goi an pham
béo chi).
2.4 | S6 lwgng hd so: 01 bo.
2.5 | Thoi han giai quyét: 10 ngay lam viéc, ké tir ngdy nhan du ho so hop 18.
Pia diém tiép nhin hd so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vu hanh chinh c6ng tinh Ha Tinh - s6 02A, duong Nguyén Chi
2.6 | Thanh, phuong Thanh Sen, tinh Ha Tinh.

- Trung tdm Phuc vu hanh chinh c6ng cac xa, phuong trén dia ban tinh Ha Tinh.
- Hé théng thong tin giai quyét TTHC.



https://dichvucong.gov.vn/
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Co quan thue hién: S¢ Vin hoa, Thé thao va Du lich.

Co quan c6 thAm quyén Quyét dinh: UBND tinh.

21 Co quan dwoc ity quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thwe hién TTHC: Co quan béo chi cua dia phuong.
Két qua giai quyét TTHC:
THE Ho so du diéu kién: Vian ban chap thuan.
™| - Ho so khong du diéu kién: Van ban thong bao khong di diéu kién chap thuan co
néu rd ly do.
2.10 | Quy trinh xi ly cong viéc:
T Trinh tr Trach Thoi Biéu mﬁou/Ké't
: nhiém glan qua
1. Tiép nhan ho so: Tiép nhan tryc
tiép tai Trung tdm Phuc vu hanh
chinh cbng tinh/xa; hoic qua dich
vu Buu chinh cong ich hoac H¢
théng thong tin giai quyét TTHC.
2. Can bo TN&TKQ kiém tra hod 7
SO T6 chuc; x )
g1 |- Néuho so day du, hop I¢ thi lam | COng chuc | Gio hanh Xéi“c%%’ géf 0H30
thu tuc tiép nhan ho so, hen tra két | TN&TKQ chinh o
X T A W so theo muc 2.3
qua cho to chic va yéu cau nop
phi, I& phi cho Trung tdm (néu co).
- Néu hd so chua day da hoac
khéng hop 1& thi huéng dan bo
sung, hoan thién hd so. Néu khdng
b6 sung, hoan thién duoc thi tur
chéi tiép nhan ho so.
Cong chuc
Chuyén hd so vé phong Quan ly | TN&TKQ;
gy | bdo chiva xuét ban (QLBC&XB) | Buu chinh 0.5 nai Mau 01, 05 va Ho
S Van hoa, Thé thao va Du lich | congich; | 2% | g4 theo muc 2.3
giai quyét. phong
QLBCXB
Truc tiép xtr 1y hodc chuyén cho Lanl} dao 5 Mau 01, 05 va hd
B3 chuyén vién xtr 1y Phong 0,5 ngay so theo muc 2.3
' QLBCXB T
Tham dinh, xt Iy ho so: Mau 05; du thao
- Néu hd so du diéu kién thi du thao Vin ban d& nghi
Vin ban dé nghi UBND tinh chap | Cdng chiic UBND tinh chip
B4 | thuan thay déi ngi dung ghi trong | dugcgiao | 02ngay | thuan thay doi ndi
gidy phép xuit ban thém 4n pham | xu ly hé so dung ghi trong
bao chi chuyén lanh dao phong ky gidy phép xuat
nhay. ban thém 4an pham
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- Néu h6 so khong dua diéu kién cap
phép thi du thao Vin ban thong
bao khong du diéu kién chap thuan
chuyén lanh dao phong ky nhay.

bdo chi (kém du
thao Vian ban chap
thuan cua UBND
tinh) hoac Van
ban thong béo
khong du diéu
kién chap thuan.

BS

Xem xét ho so va ky nhay vao du
thao ¢ budc B4.

Lanh dao
phong
QLBCXB

0,5 ngay

Mau 05; Vin ban
dé nghi UBND
tinh chap thuan
thay d6i noi dung
ghi trong gidy
phép xuat ban
thém an pham bao
chi (kém du thao
Vian ban chap
thuan cua UBND
tinh) hodac Van
ban thong béo
khong du diéu
kién chap thuan da
Ky nhay.

B6

Ky duyét két qua thuc hién tai
buoc B5.

Lanh dao So

01 ngay

Mau 05; Van ban
dé nghi UBND
tinh chap thuan
thay doi noi dung
ghi trong gidy
phép xuat ban
thém an pham bao
chi (kém du thao
Vian ban chap
thuan caa UBND
tinh) hoac Van
ban théng béo
khong du  diéu
kién chap thuan da
Ky duyét.

B7

Phat hanh van ban:

- Truong hop két qua 12 Vin ban dé
nghi UBND tinh chap thuan thi
chuyén qua UBND tinh kém theo
ban sao hd so.

- Truong hop 1a van ban thdong bao
khong du diéu kién chap thuan thi
chuyén sang Trung tdm Phuc vu
hanh chinh céng tinh dé tra cho t6
chtrc, ca nhan.

Van thu

0,5 ngay

Mau 05 va Vin
ban dé  nghi
UBND tinh chap
thuan thay doi noi
dung ghi trong
gidy phép xuat
ban thém 4an pham
bdo chi (kem du
thao Vian ban chap
thuan cua UBND
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tinh) kem theo ban
sao hd so.

- Hodc mau 05, 06
va Vian ban théng
bao khong du diéu
kién chap thuan.

UBND tinh xem xét, giai quyét va
chuyén ket qua cho S¢ Van hoa,
Thé thao va Du lich (qua Trung

Vian ban chip
thuan thay di noi
dung ghi trong
gidy phep Xuat

B8 tdm Phuc vu hanh chinh cdng tinh) UBND tinh | 05 ngay bz,ln the,m ar} phavm
A N A " bao chi hoac Van
dong thoi ket thac xu ly trén Hé . ho .
thdng giai quyét TTHC ban  thong ~ bao
' khong du dieu
kién chap thuan.
Mau 01, 06 va
Van ban  chap
thuan thay doi noi
Cong chuac dung ghi trong
B9 | Tra két qua cho té chic, ca nhan. TE\I&TKQ;, G'G,hanh glqay Aphe;p Xlijat
To6 chuc, ca chinh | ban thém an pham
nhan bao chi hoac Van
ban thong bao
khong du dieu
kién chap thuan.
* Truong hop ho so' qud han it 1Y, trong thoi gian cham nhat 01 ngay rruéc ngay
hét han i Iy, co quan gial quyét TTHC ban hanh phiéu xin 16i va hen lai ngay tra
ket qua theo mau 04 chuyén sang Trung tdm Phyuc vy hanh chinh cong tinh dé gii
cho t6 chire, c& nhan.
* Trong qud trinh gidi quyét ho so nguoi c6 trach nhiém thyc hién can thuc hién
dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén He thong
thong tin giai quyet TTHC véi cac budc trong quy trinh.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 'Ej
M3u 01.docx
Phiéu yéu cau bd sung hoan thién ho so
Mau 02 'Ej
Mau 02.docx
Mau 03 Phiéu tir chdi tiép nhan giai quyét ho so
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@j

MAau 03.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 04 Iij

Mau 04.docx

Phiéu kiém soét qu4 trinh giai quyét ho so

Mau 05 'Ej

Mau 05.docx

S6 theo ddi ho so

Mau 06 'Ej

Mau 06.docx

4 |HOSOLUU

Céac mau phiéu 01, 02, 03, 04 (néu c6) va 06 luu tai B phan TN&TKQ cua S¢ Vian
- hoa, Thé thao va Du lich tai Trung tm Phuyc vy hanh chinh céng tinh; mau 01, 05
luu theo ho so.

- HO so theo muc 2.3.

Vin ban chap thuan hodc Vin ban thong bao khong du diéu kién chap thuan c6 néu
rd ly do.

- Céc ho so khac phat sinh trong qua trinh xir Iy cong viéc (néu co).

Hb so dugc luu tai don vi xir 1y chinh, tryc tiép, thoi gian luu 03 nam. Sau khi hét han,
chuyén ho so xuong don vi luu trir cia S& Van hoa, Thé thao va Du lich dé€ luu trit theo quy
dinh hién hanh.

II. LINH VUC XUAT BAN, IN VA PHAT HANH (02 TTHC)
1. Thi tuc X4c nhéan ding ky hoat dong in (cap tinh)

KY HIEU QUY TRINH QT.XBIPH.08

NOI DUNG QUY TRINH

2.1 | Diéu kién thwe hién TTHC:

Dbi voi co Ry in thuc hién ché ban, in, gia cong sau in c4c san pham gdm: Béo, tap
chiva cac 4n pham bao chi khéc theo quy dinh caa phap luat v€ bao chi; Mau, biéu
mau gidy td do co quan nha nude ban hanh; tem chdng gia; hda don tai chinh, cac
loai the, gidy t& c6 sin ménh gia hodc dung dé ghi ménh gia (khong bao gom tién)
phai dap tmg cac diéu kién sau day:

(1) C6 thiét bi phii hop dé thyc hién mot hodc nhiéu cong doan ché ban, in, gia cong
sau in theo nhu cau, kha ning hoat dong ctia co sd in va daung voi to khai dang ky
hoat dong co s& in;

(2) C6 mat bang hop phép dé thuc hién ché ban, in, gia cong sau in;
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(3) Co chu so hitu 14 t6 chue (co quan nha nudc, t6 chirc chinh tri, t6 chirc chinh
tri - xa hdi, to chtrc chinh trj - xa hoi - nghé nghiép, t6 chirc x3 hoi - nghé nghiép,
don vi sy nghiép cdng lap, to chic kinh té c6 chu s¢ hiru 1a cdng dan Viét Nam)
hodc ¢4 nhan 1 cong dan Viét Nam; c6 ngudi ding dau 1 cong dan Viét Nam,
thudng tri hop phép tai Viét Nam, c¢6 ning luc hanh vi dan sy day du.

- Bdi véi co sa in thuc hién ché ban, in, gia cong sau in cac san pham gém: Bao b,
nhan hang héa; MAau, biéu mau, gidy to, sach, s, tai liéu huéng dan sir dung, gioi
thigu, quang céo thict bi, cong cu san xuat, san pham, hang héa, dich vu; ap-phich,
to roi, to gap khéng phai 1a xuat ban pham theo quy dinh caa Luat Xuat ban va cac
san pham in khac phai dap tng cac diéu kién sau day:

(1) C6 thiét bi pht hop dé thuc hién mot hozc nhiéu cdng doan ché ban, in, gia cong
sau in theo nhu ciu, kha nang hoat dong cua co s in va ding véi to khai dang ky
hoat dong co s in;

(2) C6 mit bang hop phap dé thuc hién ché ban, in, gia cong sau in.

2.2 | Cach thirc thye hién TTHC:
- Thuc hién truc tiép tai Trung tdm Phuc vu hanh chinh cdng tinh (s6 02A duong
Nguyén Chi Thanh, phuong Thanh Sen, tinh Ha Tinh);
- Qua dich vu Buu chinh céng ich;
- Nop hd so tai Trung tdm Phuc vu hanh chinh céng cip xa dé thuc hién TTHC
khéng phu thudc vao dia gidi hanh chinh;
- Qua Cdng dich vu cdng qudc gia: https://dichvucong.gov.vn
\ A A A Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh sao
To khai dang ky hoat dong in theo Mau s6 08 tai Phu luc IV |
- kém theo Nghi quyét so 18/2026/NQ-CP - mau
BM.XBIPH.08.01
So yéu ly lich cia nguoi dai dién phap luat/ngudi dimg dau co
- s¢ in (Mau s6 09 tai Phu luc IV kem theo Nghi quyct so X
18/2026/NQ-CP) mau BM.XBIPH.08.02
2.4 | S6 lwgng hd so: 01 bo.
2.5 | Thoi han giai quyét: 05 ngay lam viéc ké tur ngay nhan du hd so theo quy dinh.
Pia diém tiép nhin hd so va tra két qua giai quyét TTHC:
- Trung tdm Phyc vu hanh chinh céng tinh Ha Tinh - s6 02A, duong Nguyén Chi
2.6 | Thanh, phuong Thanh Sen, tinh Ha Tinh.
- Trung tdm Phyc vy hanh chinh cong cac xa, phuong trén dia ban tinh Ha Tinh.
- Qua Hé théng théng tin giai quyét TTHC.
Co quan thue hién: S¢ Vin hoa, Thé thao va Du lich.
57 Co quan c6 thAim quyén Quyét dinh: S¢ Vin hoa, Thé thao va Du lich.
' Co quan dwoc iy quyén: Khong.
Co quan phéi hop: Khong.
Poi twong thuwe hién TTHC: Co s6 in (la doanh nghiép, don vi su nghiép cong
2.8 | lap, doanh nghiép thudc to chirc chinh tri, t6 chirc chinh tri xa hoi, hop tdc xd va

chi nhénh, dia diém kinh doanh ciia cdc logi hinh nay).



https://dichvucong.gov.vn/
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Két qua giai quyét TTHC:

- Ho so du diéu kién: Gidy xac nhan ding ky hoat dong in

2.9 N N A s .
- H6 so khong du dieu kién: Van ban thong bao khong du diéu kién xac nhan dang
Ky hoat dong in cé néu rd ly do.
2.10 | Quy trinh xir ly cong viéc:
T Trinh tu TriCh Thm Biéu mztu/Ket
: nhiém glan qua
1.’ Tiép nhan hd so: Tiép nhan truc
tiép tai Trung tdm Phuc vu hanh chinh
cong tinh/x&; hoac qua dich vu Buu
chinh cong ich hoac H¢ thong thong
tin giai quyet TTHC.
2. Cén by TN&TKQ kiém tra hd so: - . Mau 01; 02, 03
PN N . Co s0 1n, Gio L. .
- Néu ho so chua day du hoac khong A \ (n€u cod); 06 va
Bl o R . Can bo hanh A
hop 1€ yéu cau to churc boﬂ sung, hoan TN&TKQ chinh HO so theo muc
thién ho so. Néu khong bo sung hoan 2.3
thién ho so dugc thi tir chdi ti€ép nhan
ho so.
- Néu ho so day du, hop 1€ thi 1am thu
tuc ti€p nhan ho so, hen tra két qua
cho Co s¢ in theo quy dinh.
Chuyén ho so tryc tiép (néu co) va xir TISELI}I}I)(QQ / i ‘
1y trén H¢ thong thong tin giai quyét | . 0,5 Mau 01, 05 va ho
B2 X 1. s s 1 s ,” . | dich vu Buu .
TTHC vé Phong Quan ly bao chi va chinh can ngay | so theo muc 2.3
xuét ban (QLBC&XB) xit 1y. o g
B3 Truc tiép x&r 1y hodc chuyén cho Lgﬂ%fgo 0,5 | Maiu 01, 05 va hd
chuyén vién xtr 1y. QLBC&XB ngay | so theo muc 2.3
Xem xét thim dinh, xtr Iy ho so. x
\ A n g A Mau 05 va du thao
- Truong hop ho so khong du diéu £ . A
A ; S A . Giay xac nhan
kién: Dy thao Van ban théng bao < , A
o 1A LA A as , dang ky hoat dong
khong du dieu kién xac nhan dang ky A A . o \
TR S N Chuyén vién in hoac du thao
hoat dong in c6 néu rod ly do trinh l&nh . 02 9 ) A
B4 dao phong xem xét ky nha dugc giao nga Van ban thor)g
A0 phong xem xetkynhay. | yulyhoso | "9 | bao khong du didu
- Truong hop ho so du diéu kién thi kien X& nhan
dQ,ng I,n trinh 1anh dao phong xem xét in c6 néu ro 1y do.
Ky nhay.
Mau 05 va du thao
Lanh dao Giay xa&c nhan
Xem xé&t, trinh 1anh dao co quan phé - 0,5 | dangky hoat dong
B5 e LAs n i A Phong N ) ey
duyét ket qua giai quyet TTHC. ngay |in hoac du thao
QLBC&XB o
Van ban théng

bao khong du diéu
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kiécn xac nhan
dang ky hoat dong
in c6 néu rd ly do
(da ky nhay)

Mau 05 va Gidy
xac nhan dang ky
hoat @dong in hoac
Van ban théng

B6 | Phé duyét két qua giai quyét TTHC. Lanhu‘zano co no; béo khong di didu
g gay kiécn xac nhan
dang ky hoat dong
in co6 néu rd ly do
(da ky duy¢t)
Mau 05, 06 va
Giay xac nhan
Vin thu: dang ky hoat dong
Phét hanh van ban va tra két qua | Chuyénvién | 05 | N hodc Van ban
B7 . ; thong bao khdng
TTHC. dugc giao | NGAY | 4" giay kien xéc
xir 1 ho so nhan dang ky hoat
dong in co néu rb
ly do.
Mau 01, 06; Giay
Céng chirc x&c nhan dang ky
- Tra két qua cho Co s¢ in; TN&TKQ/ | Gio Q,(;i[ d(_;r;gn mﬂl: gr? ©
B8 | - Cap nhat thong tin vao co s¢ dit liéu | Chuyén vién hanh bdo khone di diég
quoc gia vé hoat dong in. dugc giao chinh Kien Xé% nhan
xir 1 ho so ding ky hoat dong
in c6 néu ro ly do.
* Trieong hop ho so qud han ik 1Y, trong thoi gian chgm nhar 01 ngay nruéc ngay
hét han xit Iy, co quan giai quyét TTHC ban hanh phiéu xin 16i va hen lai ngay tra
két qua chuyén sang Trung tam Phuc vu hanh chinh céng dé guri cho té chic, ca
nhan.
* Trong qué trinh gidi quyét ho so nguoi ¢6 trach nhi¢m thuc hién can thyc hign
dong thoi cac thao,téc tiep nhan/chuyén/tra ho so, két qua giai quyét trén Hé thong
thong tin giai quyet TTHC véi cac budc trong quy trinh.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 'Ej

M&u 01.docx

Mau 02 Phiéu y€u cau bo sung hoan thién ho so
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@j

M&u 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

@ﬁl

Mau 03.docx

Mau 04

Phiéu xin 16i va hen lai ngay tra két qua

@j

M&u 04.docx

Mau 05

Phiéu kiém soéat qua trinh giai quyét ho so

@ﬁl

Mau 05.docx

Mau 06

S6 theo ddi ho so

@j

MAau 06.docx

Mau BM.XBIPH.08.01

To khai dang ky hoat dong in

@j

BM.XBIPH.08.01.doc
X

Méau BM.XBIPH.08.02

So yéu Iy lich cua nguoi dai dién phap luat/ngudi dung
dau cosd in

W

BM.XBIPH.08.02.doc
X

Mau BM.XBIPH.08.03

Gidy x4c nhan ding ky hoat dong in

W

BM.XBIPH.08.03.doc
X

HO SO LUU

Cac még phiéu 01, 02, 03, 04 (néu c6) va 06 luu tai B6 phan TN&TKQ ciia S& Vian
hoa, Thé thao va Du lich tai Trung tdm Phuc vu hanh chinh cong tinh; mau 01, 05

luu theo hd so.

HO so theo muc 2.3.

Gidy xac nhan dang ky hoat dong in hodc Vin ban thong bao khong du diéu kién
x&c nhan dang ky hoat dong in c6 néu rd ly do.

Céc ho so khac phat sinh trong qua trinh xir Iy cdng viéc (néu cd).
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Hb so duogc luu tai Phong Quan 1y bao chi va xuit ban, thoi gian luu 03 ndm. Sau khi hét
han, chuyén ho so xubng don vi luu trit ciia S& Van hoa, Thé thao va Du lich dé luu trix
theo quy dinh hién hanh.

2. Thii tuc Xac nhan thay déi thong tin ding ky hoat dong in (cap tinh)

KY HIEU QUY TRINH QT.XBIPH.09

NOI DUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC: Khong.

2.2 | Cach thirc thyc hién TTHC:

- Thyc hién tryc tiép tai Trung tdm Phuc vu hanh chinh c6ng tinh (s6 02A duong
Nguyeén Chi Thanh, phuong Thanh Sen, tinh Ha Tinh);

- Qua dich vu Buu chinh cbng ich;

- Nop hd so tai Trung tdm Phuc vu hanh chinh céng cip xa dé thuc hién TTHC
khong phu thudc vao dia gidi hanh chinh.

- Qua Cong dich vu cong quéc gia: https://dichvucong.gov.vn

Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh sao

T khai thay doi thong tin dang ky hoat dong in (Mau s6 11
- Phu luc IV kém theo Nghi quyét s6 18/2026/NQ-CP) theo mau X
BM.XBIPH.09.01

2.4 | S6 lwgng hd so: 01 bo.

2.5 | Thoi han giai quyét: 05 ngay 1am viéc ké tir ngay nhan du hd so theo quy dinh.

Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:

- Trung tdm Phyc vu hanh chinh cong tinh Ha Tinh - s6 02A, duong Nguyén Chi
2.6 | Thanh, phuong Thanh Sen, tinh Ha Tinh.

- Trung tdm Phyc vu hanh chinh cong cac xa, phuong trén dia ban tinh Ha Tinh.

- Hé théng thong tin giai quyét TTHC.

Co quan thue hién: S¢ Vin hoa, Thé thao va Du lich.

Co quan c6 thAim quyén Quyét dinh: S& Vin hoa, Thé thao va Du lich.
Co quan dwoc iy quyén: Khong.

Co quan phdi hep: Khong.

2.7

Poi twong thue hién TTHC:

28 Co s¢ in (Ia doanh nghiép, don vi sy nghiép cong lap, doanh nghiép thugc 16 chirc
' chinh tri, to chucc chinh tri xa hoi, hop tac xa va chi nhanh, dia diem kinh doanh
cua cdc loai hinh nay).

Két qua giai quyét TTHC:

- Ho so du diéu kién: Gidy xac nhan ding ky hoat dong in (thay doi)

- HO so khong dir diéu kién: Van ban thong bao khong du diéu kién xac nhan
dang ky hoat dong in (thay doi) cé néu rd ly do.

2.9

2.10 | Quy trinh xir ly cong viéc:



https://dichvucong.gov.vn/
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T Trinh tu Trich Thoi Bieu maﬂu/Ket
: nhi¢m glan qua
1., Tiép nhan hd so: Tiép nhan truc
tiép tai Trung tdm Phuc vu hanh chinh
cong tinh/x&; hoac qua dich vu Buu
B1 | chinh cong ich hodc H¢ thong thong
tin giai quyet TTHC.
2. Can bo TN&TKQ kiém tra hd so: L . Mau 01; 02, 03
P NP . Co s0 1n, Gio L o, .
- Néu ho so ‘chu’a day duqhoac khong Can bo hanh (qeu c0); 06 va
hop 1¢ yéu céu’co s in bq sung, hoan ™™ &TKQ chinh Ho so theo muc
thién ho so. Néu khong bo sung hoan 2.3
thién ho so dugc thi tir choi ti€ép nhan
ho so.
- Néu ho so day du, hop 1€ thi 1am thu
tuc ti€p nhan ho so, hen tra két qua
cho Co s¢ in theo quy dinh.
Chuyén ho S0 truc tiép (néu co) va Xu TNCELI}I'E(QQ / ‘
B2 1y trén HE thong thong tin giai quyét | . 0,5 | Mau 01, 05 va ho
X DL s 1 .~ | dich vu Buu N
TTHC vé Phong Quan ly bao chi va chinh con ngay | so theo muc 2.3
xuét ban (QLBC&XB) xit 1y. o g
g3 | Truc tiép xir Iy hogc chuyén cho Lg‘;‘%fgo 0,5 |M?au 01, 05 va hd
chuyén vién xtr 1y. QLBC&XB ngay | so theo muc 2.3
Xem xét thim dinh, xir Iy hd so. . ‘ ,
. A n Y Mau 05 va du thao
- Truong hop hd so khong du di€u Gidv  x4c  nhan
kién: Dy thao Van ban thong bao dényk' hoat don
khong du dieu ki¢n xac nhan dang ky in (%hay d (X).i) hbé?:
hoat dong in (thay déi) c6 néu rd ly | Chuyén vién ay €0 A
. 9 \ e 1 . 15 du thdao Van ban
B4 | do trinh 1anh dao phong xem xét ky | duogc giao \ hona bao kho
nhay xit [y hdso | 94y | thong bao khong
" N o dua dieu kién xac
- Trudng hop ho so du diéu kién thi nhan ding ky hoat
du thao Giay xac nhan dang ky hoat déﬁg in (thay déi)
dong in (thay doi) trinh lanh dao 6 NBU 16 1y do.
phong xem xét ky nhay.
Mrfl,u 05 va du thao
Giay xac nhan
dang ky hoat dong
Xem x¢ét, trinh 1anh dao co quan phé Lanl} dao 01 n (thaqy do'? hOE}C
BS 1 duyét két qua giai quyét TTHC Phong |\ jay |du théo Vin ban
yet ket qua giat quy : QLBC&XB | " | thong bao khong

du diéu kién xac
nhéan dang ky hoat
dong in (thay doi)
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conéu 1o ly do (da

ky nhay)

Miu 05 va Giay
Xac nhan dang ky
hoat dong in (thay
dbi) hodc Vin ban

B6 | Phé duyét két qua giai quyét TTHC. Languc;io co nggy tdr:lor:g él?algiel:]h?(g%
nhan dang ky hoat
dong in (thay dbi)
conéurod Iy do (da
ky duyét)

Mau 05, 06 va
Gidy xac nhan
dang ky hoat dong
Vin thu; in (thay d6i) hoic
B7 Phat hanh vin ban va tra két qua | Chuyénvién | 05 | Van ban thdng
TTHC. duogc giao ngay | bao khong du dicu
xt 1y hd so kién xac nhan
dang ky hoat dong
in (thay doi) co
néu ro ly do.
Mau 01, 06; Giay
x&c nhan dang ky
A , hoat dong in (thay
- Tra két qua cho Co s in. ‘|C'|(\)|I;§‘|9|2L(§; Gio | d6i) hodc Van ban
B8 | - Cap nhat thong tin vao co s¢ dir liéu A hanh | théng bao khéng
quéc gia vé hoat dong in C*}“Xeni"e” chinh | da diéu kién xac
xir Iy ho so nhan dang ky hoat
dong in (thay doi)
c6 néu rd ly do.
* Trieong hop ho so qud han it 1Y, trong thoi gian chgm nha 01 ngay truée ngay
hét han xit 1y, co quan gidi quyét TTHC ban hanh phiéu xin 16i va hen lgi ngay tra
két qua chuyén sang Trung tdm Phyuc vu hanh chinh cong tink d@é giri cho t6 chic,
ca nhan.
* Trong qué trinh gidgi quyét ho so ngueoi ¢6 trach nhiém thyc hién can thec hién
dong thoi cac thao tac tiép nhdan/chuyénitra ho so, két qud gidi quyét trén Hé thang
VGi cdc budc trong quy trinh.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 Iij

Mau 01.docx

Mau 02 Phiéu y€u cau bo sung hoan thién ho so
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@j

M&u 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

@ﬁl

Mau 03.docx

Mau 04

Phiéu xin 16i va hen lai ngay tra két qua

@j

M&u 04.docx

Mau 05

Phiéu kiém soéat qua trinh giai quyét ho so

@ﬁl

Mau 05.docx

Mau 06

S6 theo ddi ho so

@j

M&u 06.docx

Mau BM.XBIPH.09.01

To khai thay d6i thong tin dang ky hoat dong in

@j

BM.XBIPH.09.01.doc
X

Mau BM.XBIPH.09.02

Gidy xac nhan ding ky hoat dong in

@j

BM.XBIPH.09.02.doc
X

4 |HOSOLUU

Céac mau phiéu 01, 02, 03, 04 (néu c6) va 06 luu tai Bo phan TN&TKQ cua Sé Vin

- hoa, Thé thao va Du lich tai Trung tdm Phuc vy hanh chinh cong tinh; mau 01, 05

luu theo hd so.

- HO so theo muc 2.3.

Gi‘éy xé4c nhan dang ky hoat dong in (thay d6i) hodc Van ban thong bao khong du
dieu kién xac nhan dang ky hoat dong in (thay doi) co néu rd ly do.

- Céc ho so khac phat sinh trong qua trinh xir Iy cong viéc (néu co).

H6 so duoc luu tai Phong Quan 1y bao chi va xuat ban, thoi gian luu 03 ndm. Sau khi hét
han, chuyén ho so xuong don vi luu trit cia S& Van hda, Thé thao va Du lich dé luu trix

theo quy dinh hién hanh.

B2. TTHC CAP XA

I. LINH VUC XUAT BAN, IN VA PHAT HANH (02)
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1. Thi tuc X4c nhén ding ky hoat dong in (cAp x4)

1 | KY HIEU QUY TRINH QT.X.XBIPH.01
2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thwe hién TTHC:
- DI v6i co s¢ in thuc hién ché ban, in, gia cong sau in cac san pham gom: Bao, tap
chi va cac an pham bdo chi khac theo quy dinh cua phap luat ve bao chi; Mau, bicu
mau giay to do co quan nha nuéc ban hanh; tem chong gid; hoéa don tai chinh, cac
loai the, giay to c6 san ménh gia hodc dung dé ghi ménh gia (khong bao gom tien)
phai dap trng cac dicu Kién sau day:
(1) C6 thiét bi phi hop dé thuc hién mot hogc nhiéu cong doan ché ban, in, gia cong
sau in theo nhu cau, kha nang hoat dong cua co s¢ in va ding vai to khai dang ky
hoat dong co s¢ in;
(2) C6 mat bang hop phéap dé thuc hién ché ban, in, gia cong sau in;
(3) C6 chu s¢ hitu 1a to chire (co quan nha nudc, t6 chie chinh tri, to chirc chinh trj - xa
hoi, to chirc chinhqtri - Xa hoi -’nghé nghigp, to chirc xa hoi - nghé nghiép, don vi su
nghiép cong 1ap, t6 chirc kinh t€ co chu so hiru la cong dan Viét Nam) hoac ca nhan la
cong dan Viét Nam; c6 ngudi dung dau la cong dan Viét Nam, thuong tri hop phap
tai Viét Nam, c6 nang luc hanh vi dan su day du.
- D0i Vi co s in thyc hign ché ban, in, gia cong sau in cac san pham gom: Bao b,
nhdn hang hoa; Méq, biéu mau, giay to, sach, so, tai ligu huong dan sir dung, gidi
thi¢u, quang cao thict bi, cong cu san xuat, san pham, hang hoa, dich vy; ap-phich,
to roi, to gap khong phai la xuat ban pham theo quy dinh cua Luét Xuat ban va cac
san pham in khac phai dap tng cac dicu kién sau day:
(1) C6 thiét bi phi hop dé thuc hién mot hogc nhiéu cong doan ché ban, in, gia cong
sau in theo nhu cau, kha nang hoat dong cua co s¢ in va ding vai to khai dang ky
hoat dong co s¢ in;
(2) C6 mat bang hop phéap dé thuc hién ché ban, in, gia cong sau in;

2.2 | Cach thirc thye hién TTHC:
- Trung tam Phuc vy hanh chinh cong tinh (s6 02, dudng Nguyén Chi Thanh, phuong
Thanh Sen, tinh Ha Tinh) dé thuc hién phi dia gidi hanh chinh.
- Nop ho so tryc tiép tai Trung tim Phyc vy hanh chinh cong céap xa.
- Nop hd so qua dich vu buu chinh cong ich.
- Truc tuyén tai Cong dich vu céng qudc gia: https://dichvucong.gov.vn;

N A A AL Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh sa0
To khai dang ky hoat dong in (Mau s6 08 tai Phu luc 04 kém theo

(1) | Nghi quyeét SO 18/2026/NQ-CP) theo mau X
BM.QT.X.XBIPH.01.01
So yéu~|y lich cua nguoi dai dién phap luat/nguoi dimg dau €O SO

(2) |in (Mau s6 09 tai Phu luc 04 kem theo Nghi quyét so X

18/2026/NQ-CP) theo miu BM.QT.X.XBIPH.01.02
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* Liew Y khi nop hé so:

- Néu ngp ho so truc tiép tai Trung tam Phuc vu hanh chinh cong, truong hop yéu
cau ban sao thi kém theo ban goc dé doi chieu;

- Néu nép ho so qua Céng dich vu cdng quac gia thi quét (Scan) tir ban chinh;

- Néu nép hé so qua Dich vu buu chinh cong ich thi ngp ban sao c6 chiing thuc cua
co quan c6 tham quyen.

2.4 | S6 lwong ho so: 01 bo.
2.5 | Thoi han giai quyét: 05 ngay lam viéc ké tir ngay nhan du hd so hop Ié.
Dia diém tiép nhan hé so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vy hanh chinh céng cap xa.
2.6 . o A
- Dich vu buu chinh céng ich.
- Hé théng thdng tin giai quyét TTHC.
Co quan thye hién: Phong chuyén mén vé van héa thuoc UBND cap xa.
Co quan ¢o tham quyén Quyét dinh: Phong chuyén mon vé van hoéa thuoc UBND
2.7 | cap xa.
Co quan dugc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thue hién TTHC: Co s¢ in (1a ho kinh doanh).
29 Két qua giai quyet TTHC: Glay x&c nhan dang ky hoat dong in hodac Van ban thong
"~ | bao khong du diéu kién cap gidy xac nhan ¢ néu ré ly do.
2.10 | Quy trinh xir ly cong viéc:
T Trinh ty Trach | Thoi | g mAwKét qua
: nhi¢ém glan
1. Tiép nhan ho so: Tiép nhan truc
tiep tai Trung tdm Phuc vu hanh
chinh cong tinh/x&; hoac qua djch,vu
Buu chinh cong igh hoac H¢ thong
Bl | théng tin giai quyét TTHC; Cossi
f 1A -2 A 0soIn
> C;an}l:? TNCffTI;? Temltf al}lfolfo' (lahokinh | Gis | Mau01; 02,03 (néu
- Neu ho so day du, hop I¢ thi lam | ~goanh)/ | hanh | c6); 06 va Hb so theo
tha tuc ti€p nhan ho so, hen tra két A .
, AN Can bd chinh muc 2.3
qua cho Co s¢ in (la ho kinh doanh). TN&TKQ
- Néu ho so chua déy du hoac khong
hop 1€ thi hudng dan b6 sung, hoan
thién ho so. Néu khong bo sung,
hgan thién dugc thi tir chdi tlep nhan
ho so.
Chuyén ho so true tiép (néu cO) va Can ba N ‘
gp | XU Iy trén HE thong thong tin giai | _ o gnTlfQ /| 05 | Mau 01, 05 va ho so

quyét TTHC vé Phong Vin hoa — X&

| dich ngay | theo muc 2.3
hoi (VH-XH) cap xa xir 1y. eh vy
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Buu chinh
cong ich
. . Lanh d x \
B3 Truc ti€p xu 1y hoac chuyén cho Pha‘ln \fli)l 0,5 | Mau 01, 05 va ho so
chuyén vién xtr 1y. O;QH " | ngay |theo muc2.3
Xem xét tham dinh, xtr 1y ho so.
- Truong hop ho so'khong du dicu Miu 05 va du thao
kién: Dy thdo Van ban khong du A, A ax ,
NI N A A Giay xac nhan dang ky
diéu kién cap giay xac nhan co néu | Chuyén N <
~ 1 \ ~ . A hoat dong in hodc du
ro ly do, trinh lanh dao phong xem | vién dugc 2,5 \ - \ N
B4 %6t K¢ duvat (a0 xit 19 oA thao Van ban thong
Yt B T bao khong du dicu
- Truong hop ho so du di€u kién thi kién cip gidy x4c nhan
du thao Giay xac nhan dang ky hoat c6 néu rd ly do.
dong in, trinh lanh dao phong xem
xét ky duyét.
Mau 05 va Gidy xac
nhan dang ky hoat
, ’ Lanh dao dong in hodc dy thao
Phé duyé¢t két qua gidi quyét thu tuc A : 01 Van ban thong bdo
B5 | .. ; Phong VH- . A A A
hanh chinh XH ngay |khong du di€u kién
cap giay xac nhan co
néu 10 1y do, da ky
duyét.
Van thu: MaAu OSV va Gl:cly xac
’ Chuyén nhdn ding ky hoat
Phat hanh Van ban va tra két qua | ., 0,5 | ddng in hodc Van ban
B6 vién duoc \
TTHC 20 x0T 19 ngay |thong bao khong du
glag xu ly diéu kién cip gidy xac
ho so
nhan cé néu rd ly do.
Mau 01, 06; Gidy x4c
Gio nhan dang ky hoat
B7 Tra cho Co sd in (Ia ho kinh doanh). | Cong chirc hanh doéng in hodac Van ban
TN&TKQ chinh thong bao khong da

diéu kién cap gidy xac
nhan c06 néu rd ly do.

* Truong hop o so qua han it 1y, trong thoi gian cham nhat 01 ngay truéc ngay
hét han xir Iy, co quan gidi quyét TTHC ban hanh phiéu xin 15i va hen lai ngay tra
ket qua theo mdu 04 chuyén sang Trung tdm Phuc v hanh chinh céng cdp xa dé gii

cho t6 chuic, ca nhan.

* Trong qua trinh gidi quyet ho so nguoi c6 trach nhiém thuc hién can thuc hién
dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua giai quyet trén He thong
théng tin gidi quyet TTHC véi cdc budc trong quy trinh.

BIEU MAU
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Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

Mau 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thi¢n ho so

@j

Mau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét hd so

@j

Mau 03.docx

Mau 04

Phiéu xin 16i va hen lai ngay tra két qua

@j

Mau 04.docx

Mau 05

Phiéu kiém soét qua trinh giai quyét ho so

@j

Mau 05.docx

Mau 06

S6 theo doi ho so

@j

Mau 06.docx

Mau
BM.QT.X.XBIPH.01.01

To khai dang ky hoat dong in

"
a~
BM.QT.X.XBIPH.01.0
1.docx

So yéu Iy lich cua nguoi dai dién phép luat/nguoi dung

dau co sG in

MaAu
BM.QT.X.XBIPH.01.02 o
BM.QT.X.XBIPH.01.0
2.docx
Gidy xéac nhan dang ky hoat dong in
MaAu &
BM.QT.X.XBIPH.01.03 TGP 01 0
3.docx

HO SO LUU
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Céac mAu phiéu 01, 02, 03, 04 (néu ¢6) va 06 luu tai B phan TN&TKQ cia UBND
cap xa tai Trung tam Phuc vu hanh chinh céng cap x&; mau 01, 05 luu theo ho so.

Ho so theo muc 2.3.

Gidly xac nhin dang ky hoat dng in hodc Vin ban thong béo khong du diéu kién cap
giay phép c6 néu rd ly do.

Cac hd so khac phat sinh trong qua trinh xir Iy cong viéc (néu cd).

Hb so duoc luu tai phong chuyén mén UBND cap xd, thoi gian luu 03 nam. Sau khi hét
han, chuyén ho so xudng don vi luu trit cia UBND cép x3 dé luu trit theo quy dinh hién

hanh.

2. Thi tuc Xac nhan thay d6i thong tin diing ky hoat dong in (cap x&)

KY HIEU QUY TRINH QT.X.XBIPH.02

NOI DUNG QUY TRINH

2.1

Piéu kién thue hién TTHC: Khong.

2.2

Cach thirc thue hién TTHC:

- Trung tam Phuc vy hanh chinh cong tinh (s6 02, dudng Nguyén Chi Thanh, phuong
Thanh Sen, tinh Ha Tinh) dé thuc hién phi dia gidi hanh chinh.

- Nop ho so truc tiép tai Trung tdam Phuc vu hanh chinh cong cép Xa.

- Nop ho so qua dich vu buu chinh cdng ich.

- Truc tuyén tai Cong dich vu cong qudc gia: https://dichvucong.gov.vn;

2.3

Ban Ban

Thanh phan ho s, bao gom: chinh sao

1)

T khai thay doi thong tin dang ky hoat dong co s¢ in (Mau s6 11
Phu luc 04 kém theo Nghi quyét s6 18/2026/NQ-CP) theo mau X
BM.QT.X.XBIPH.02.01

2.4

S6 lwong ho so: 01 bo.

2.5

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

2.6

Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
- Trung tdm Phuc vu hanh chinh céng cip x4.

- Dich vu buu chinh céng ich.

- Hé thong thdng tin giai quyét TTHC.

2.7

Co quan thye hién: Phong chuyén mén vé vin héa thuoéc UBND cép xa.

Co quan cé tham quyén Quyét dinh: Phong chuyén mon vé vin hoa thugc UBND
cap xa.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

Péi twong thue hién TTHC: Co s in (12 ho kinh doanh)
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Két qua giai quyét TTHC: Gidy xac nhan ding ky hoat dong in hodc Vin ban thong

2:9 | bao khong di dicu kién cAp gidy xéc nhan c6 néu rd Iy do.
2.10 | Quy trinh xir ly cong viéc:
TT Trinh tw TriCh Thoi Biéu mau/Két qua
nhi¢m glan
1. Tiép nhan ho so: Tiép nhan tryc
tiep tai Trung tdm Phuc vu hanh
chinh cong tinh/xa; hoac qua dich,vu
Buu chinh cong ich hodc H¢ thong
Bl | thong tin giai quyét TTHC; (
C 1A .2 A Cosoin (la
2. Can bd TN&TKQ kiém tra ho so: . ) x .
A hf’ e d? hlemlfa h‘olfo’ hokinh | Gio | Mau01;02, 03 (néu
A I?Ieu 0 50 day du, hop ¢t V1M qoanh)/Céan | hanh | ¢6); 06 va Hd so theo
thu tuc ti€p nhan ho so, hen tra két A .
\ PN bo chinh muc 2.3
qua cho Co s in (la ho kinh doanh). TN&TKQ
- Néu ho so chua dz}y du hodc khong
hop 1€ thi huéng dan b6 sung, hoan
thién h6 so. Néu khong bod sung,
hgén thién duogc thi tir choi tiép nhan
ho so.
Chuyén hd so truc tiép (néu co) va TNCE?I}I?Q / N ‘
xt ly trén H¢ thong thong tin giai | . 0,5 | Mau 01, 05 va ho so
B2 z A D 8 . ~ | dich vu Buu .
quyét TTHC vé Phong Véan hoa — Xa chinh con ngay | theo muc 2.3
hoi (VH-XH) cp xi xu Iy. o g
. . Léanh & x 5
aa | True tiép xir Iy hodc chuyén cho th‘n \;: 0,5 | Miu 01, 05 va hd so
chuyén vién xtr 1y. OnXgH " | ngay | theo muc 2.3
Xem xét tham dinh, xtr 1y ho so.
) ‘Tru’ong th ho 50 kl}ong ‘T“ d1€171 Mau 05 va du thdo
kién: Dy thdo Van ban khong du A, A ax ,
X Al A A, A A Giay xac nhan dang ky
dicu kién cap gidy xac nhan cO néu A in N 5
~ 1 . ~ . Chuyén vién hoat dong in hoac du
rd ly do, trinh lanh dao phong xem . 2,5 \ < 1. A
B4 w6t k¢ nha duoc giao ngd thao Van ban thong
ymay- | xirlyhdso | M9 | bao khong di diéu
- Trufc?mg hfrp hro SO E’Iu dfeu k1:¢n thi kién cép gidy xac nhan
du thap Giay xac nhan dang ky hoat c6 néu rd 1y do.
dong in, trinh lanh dao phong xem
Xét ky nhay.
Mau 05 va Gidy xéac
) ) ~ nhan diang ky hoat
Phé duyét két qua gidi quyét th tue | a0 d30 109 | 4o in hode dur thio
B5 X ; Phong VH- . 8 ey B
hanh chinh. XH ngay | Van ban thong bao

khong du diéu kién
cap giay xac nhan c0




34

néu ro ly do, da ky
duyét.

Mau 05 va Giay xac

, Van thu; nhan dang ky hoat
B6 Phat hanh Vian ban va tra két qua | Chuyénvién | 0,5 | dong in hoac Van ban
TTHC dugc giao | ngay | thong bao khong du
xu 1y ho so diéu kién cip gidy xac
nhan ¢ néu rd ly do.
Mau 01, 06; Gidy xac
Gio nhan dang ky hoat
B7 Tra cho Co s¢ in (14 ho kinh doanh). | Cong chirc hanh dong in hodc Van ban
TN&TKQ . thong bao khong dua
chinh
diéu kién cip gidy xac
nhan c06 néu rd ly do.
* Truong hop ho so qud han xii 1y, trong thoi gian chdm nhar 01 ngay truéc ngay
hét han xi Iy, co quan giai quyet TTHC ban hanh phiéu xin loi va hen lai ngay tra
ket qud theo mau 04 chuyén sang Trung tam Phuc v hanh chinh cong cap xa dé gui
cho to chic, ca nhan.
* Trong qud trinh gidi quyét ho so' nguoi c6 trach nhiém thuc hién can thuc hien
dong thoi cac thao tac tiep nhan/chuyén/tra ho so, ket qua gidi quyet trén Hé thong
théng tin gidi quyet TTHC véi cdc budc trong quy trinh.
3 | BIEUMAU
Gidy tiép nhan ho so va hen tra két qua
Mau 01 Iij
M3u 01.docx
Phiéu yéu cau bo sung hoan thién hd so
Mau 02 'Ej
Mau 02.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mau 03 Iij
Mau 03.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 04 'Eﬂ
Mau 04.docx
Mau 05 Phiéu kiém soét qua trinh giai quyét ho so
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@j

Mau 05.docx

Mau 06

S6 theo doi ho so

@j

Mau 06.docx

Mau QT.X.XBIPH.02.01

T khai thay d6i théng tin ddng ky hoat déng co sé in

=
(W el
BM.QT.X.XBIPH.02.0
1.docx

Mau QT.X.XBIPH.02.02

Giay xac nhan ding ky hoat dong in

=
(Wl
BM.QT.X.XBIPH.02.0
2.docx

4 |HOSOLUU

Céac mAu phiéu 01, 02, 03, 04 (néu ¢6) va 06 luu tai B phan TN&TKQ cia UBND
cap xa tai Trung tdm Phuc vu hanh chinh c6ng cap x&; mau 01, 05 luu theo ho so.

- | Ho so theo muc 2.3.

giay phép c6 néu rd ly do.

Gi:éiy xac nhan dang ky hoat dong in hodc Vin ban thong bao khong du diéu kién cip

- | Céc ho so khac phat sinh trong qua trinh xir Iy cong viéc (néu co).

H6 so dugc luu tai Phong chuyén mén UBND cap x4, thoi gian luu 03 ndm. Sau khi hét
han, chuyén ho so xudng don vi luu trit cuia UBND cap xa dé luu trir theo quy dinh hi¢n

hanh./.
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