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Phian I
DANH MUC THU TUC HANH CHINH PUQC XAY DUNG
QUY TRINH NOI BQ THU'C HIEN THEO CO CHE MQT CUA

A. DANH MUC THU TUC HANH CHINH CAP TINH (15 TTHC)

NINH THEO CO CHE MOT CUA LINH VUC PANG KY
XA VA LINH VUC PANG KY HQP TAC XA THUQC
QUYET CUA SO KE HOACH VA PAU TU, UBND CAP

TT Tén thi tuc hanh chinh Ghi chu
| | Linh vwe dang ky Lién hiép hgp tac xa (15 TTHC)
1 | PBang ky thanh 1ap lién hiép hop tac xa
5 Ping ky thanh 1ap chi nhanh, vin phong dai dién, dia diém kinh doanh cua lién
hiép hop tac xa
3 | Pang ky thay doi noi dung ding ky lién hiép hop tac xa
, | Pangky thay d6i noi dung diang ky chi nhanh, vin phong dai dién, dia diém kinh
doanh cua lién hi€p hop tac xa
5 | Bang ky khi lién hi¢p hop tac xa chia
6 | Pang ky khi lién hiép hop tac xa tach
7 | Dang ky khi lién hiép hop tic xa hop nhét Thue hién
8 | Dang ky khi lién hiép hop tac xa sap nhap ngef o
Cap lai gidy chirmg nhan ding ky lién hiép hop tac xa, gidy chimg nhan dang ky chd” '
9 | chi nhanh, van phong ,dai dién, dia di€ém kinh doanh cua li€n hi¢p hop tac xa
(trong truong hop bi mat hodc bi hu hong)
10 | Giai thé ty nguyén lién hiép hop tac xa
11 | Thong bao thay d6i ndi dung dang ky lién hiép hop tac xa
12 Thong bao vé viéc gop von, mua cd phan, thanh 1ap doanh nghiép cua lién hiép
hop tac xa
Tam ngung hoat dong cua lién hi¢p hop tac xa, chi nhanh, van phong dai di¢n, dia
13 | 2 5 A 1n L~
di€ém kinh doanh cua lién hiép hop tac xa
14 Cham dut hoat dong cua chi nhanh, van phong dai dién, dia diém kinh doanh cua
lién hiép hop tac xa
15 | Cép d6i gidy ching nhan dang ky lién hiép hop tac xa
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B. DANH MUC THU TUC HANH CHINH CAP HUYEN (16 TTHC)

TT

Tén thu tuc hanh chinh

Ghi chu

Linh vuc dang ky Hop tac xa (16 TTHC)

1 | bang ky thanh lap hop tac xa

2 | Bing ky thanh 1ap chi nhanh, vin phong dai dién, dia diém kinh doanh ctia hop tac x

3 | Pang ky thay doi noi dung dang ky hop tac xa

, | Pangky thay d6i ndi dung dang ky chi nhanh, vin phong dai dién, dia diém kinh
doanh cua hgp tac xa

5 | bang ky khi hop tac xa chia

6 | Pang ky khi hop tac xa tach

7 | Dang ky khi hop tac xa hop nhét

8 | bang ky khi hop tac xa sap nhap
Cép lai gidy chtng nhan dang ky hop tac x4, gidy ching nhan ding ky chi nhanh,

9 | van phong dai dién, dia diém kinh doanh cuia hop tac xa (trong truong hop bi mat
hodc bi hu hong)

10 | Giai thé ty nguyén hop tac xa

11 | Thong bao thay d6i ndi dung diang ky hop tac xa

12 | Théng béo vé viéc gop von, mua cb phan, thanh 1ap doanh nghiép ctia hop tic xa

13 T?lm ngung hoat dong cua hop tac xa, chi nhanh, van phong dai di¢n, dia diém
kinh doanh cua hop tac xa

14 ChAm dt hoat dong cua chi nhanh, van phong dai di¢n, dia diém kinh doanh cta
hop tac xa

15 | Cap d6i gidy ching nhan dang ky hop tac xa

16 | Thay d6i co quan dang ky hop tac x4.
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. Phén II ] '
'QUY TRINH NOI BQ TRONG GIAI QUYET
THU TUC HANH CHINH THEO CO CHE MQT CUA

C4c cum tir viét tat:

- Thu tuc hanh chinh: TTHC

- Cong chirc Mot ctra: CCMC

- K& hoach va Pau tu: KHPT

- Trung tdm Phuc vu hanh chinh céng: TTPVHCC

- Hé thdng thong tin Quéc gia vé Pang ky hop tac xi: HTTTQG vé PKHTX
- Dang ky Lién hiép hop tac xa: PKLHHTX

- Bang ky hop tac xa: PKHTX

- Bang ky kinh doanh: BPKKD

A. THU TUC HANH CHINH CAP TIiNH

I. LINH VUC PANG KY LIEN HIEP HQP TAC XA (15 TTHC)

1. Nhém 05 TTHC (thuc hién theo co ché “4 tai ch$”), gom:

1.1. Pang ky thanh 1ap lién hi¢p hop tic xa

1.2. Ping Ky thanh lap chi nhanh, vin phong dai dién, dia diém kinh doanh
cua lién hiép hgp tac xa

1.3. Giai thé tw nguyén lién hiép hop tac xa

1.4. Thong bao vé viéc gop von, mua co phin, thanh lap doanh nghiép ciia
lién hiép hop tac xa

1.5. Cham dirt hoat dong ciia chi nhanh, vin phong dai dién, dia diém kinh
doanh cia lién hiép hop tac xa

Téng thoi gian thyc hién 01 TTHC: 03 ngay lam viéc x 08 gio' = 24 gio

Trinh Trach nhiém Thoi gian | Ghi
tnh tw thuc hién thuc hién | chu
- Tiép nhan hd so va ghi giéy bién nhan, hen
LT A A CCMC .
ngay trd két qua, nhap ho so di¢n tur. tai TTPVHCC 04 gio
- Chuyén ho so cho Lanh dao Phong BKKD. :
A A s 1 1A Lanh dao .
Phan cong xur Iy ho so Phong PKKD 02 gio
Tham dinh hd so, nhép thong tin trén HTTTQG 08 oid
vé PKHTX: g




X Trach nhiém Thoi gian | Ghi
T Trinh tw thuce hién thuc hién | chu
- Néu ho so day du, hop 1¢ thi nhap day du, chinh
xdc thong tin trong ho so DKLHHTX vao | Chuyénvién
HTTTQG vé BKHTX, trinh Lanh dao Phong | Phong BPKKD
DBKKD ky phé duyét.
- Néu ho so chua du, chua hop 1€ thi dé gcuﬁt lanh
dao phong ban hanh thong bao yéu céu ngudi
ndp ho so bo sung, stra do1 ho so theo quy dinh.
- Chuyén ho so cho Lanh dao Phong BPKKD.
- Xemﬂxet., xur 1y ho so. Lanh dao .
B4 |- Quyét dinh. Phone DKKD 08 gio
- Chuyén két qua cho CCMC. &
’ , ’ Chuyén vién
B5 |- Dong dau, tra két qua giai quyet. Phong BDKKD/ 02 oiss
- Théng ke, theo ddi. CCMC tai &
TTPVHCC
Tong thai gian giai quyét 24 gio

2. Nhém 10 TTHC (thue hién theo co ché “4 tai chd”), gdm:

2.1. Piang ky thay ddi néi dung ding ky lién hiép hop tac xa

2.2. Ping ky thay d6i ndi dung diing ky chi nhanh, vin phong dai dién, dia

diém kinh doanh ciia lién hiép hop tic xa
2.3. Pang ky khi lién hiép hop tac xa chia
2.4. Dang ky khi lién hiép hop tac xa tach

2.5. Ping ky khi lién hiép hop tic xa hep nhét

2.6. Pang ky khi lién hiép hop tac xa sap nhap

2.7. Cip lai gidy chirng nhan ding ky lién hiép hop tac x, gidy chirng nhén
dang ky chi nhanh, van phong dai dién, dia diém kinh doanh cua lién hi¢p hop
tac xa (trong truwong hop bi mat hoic bi hu hong)

2.8. Thong bao thay d6i ndi dung ding Ky lién hiép hop tac xa

2.9. Tam ngirng hoat dong cua lién hiép hop tiac xa, chi nhanh, vin phong

dai dién, dia diém kinh doanh ciia lién hiép hop tac xa

2.10. Cap doi gidy ching nhan ding ky lién hi¢p hop tic xa

Téng thoi gian thuc hién 01 TTHC: 02 ngay lam viée x 08 giv = 16 gioy

(Thoi gian thwe hién theo quy dinh: 03 ngay lam viéc; Thoi gian da cat gidm:

01 ngay lam viéc)




X Trach nhiém Thoi gian | Ghi
T Trinh tw thuce hién thuc hién | chu
- Tiép nhan hd so va in gidy bién nhan, hen ngay
A S A CCMC .
Bl | tra két qua, nhap ho so dién tir tai TTPVHCC 04 gio
- Chuyén ho so cho Lanh dao Phong BPKKD :
A A 1o 1A Lanh dao .
B2 | Phan cong xtr ly ho so Phong DKKD 1,5 gio
Thém dinh hd so, nhap thong tin trén HTTTQG
vé DPKHTX: ‘
- Néu ho so day du, hop 1€ thi nhap day du, chinh
xdc thong tin trong h6 so DKLHHTX vao
B3 HTTTQG vé DKHTX, trinh Lanh dao Phong | Chuyén vién 05 oids
DKKD ky phé duyét. o Phong DPKKD &
- Néu ho so chua du, chua hop 1€ thi dé xuat lanh
dao phong ban hanh thong bao yéu cau nguoi
nop ho so bo sung, sira doi ho so theo quy dinh.
- Chuyén ho so cho Lanh dao Phong BPKKD.
- Xem xét, xir 1y h6 so. ~
B4 |- Quyét dinh. oo 980 O | odgid
- Chuyén két qua cho CCMC. g
) , ’ Chuyén vién
B5 |- bong dau, tra két qua giai quyét. Phong DKKD/ 15 oidy
- Théng k8, theo dbi. CCMC tai 8
TTPVHCC
Tong thoi gian giai quyét 16 gio
B. THU TUC HANH CHINH CAP HUYEN (16 TTHC)
I. LINH VUC PANG KY HQP TAC XA (16 TTHC)
1. Pang ky thanh 13p hop tac xa.
Tong thoi gian thyc hién TTHC: 03 ngay lam viéc x 08 gio' = 24 gio
X Trach nhiém Thai gian | Ghi
T Trinh tw thwe hién thuc hién | chu
- Tiép nhan ho so; 1ap Gidy tiép nhan ho so, hen
tra két qua. CCMC cap huyén "
BL | Chuyén hd so cho Phong Tai chinh - Ké 03 gio
hoach.
B2 | Phan cong xt Iy ho so Lanh dao Phong 01 gio




X Trach nhiém Thoi gian | Ghi
T Trinh tw thwe hién thuc hién | chu
Tai chinh - Ké
hoach

Tham dinh hd so:

- Truong hop hd so khong dap ng yéu cau, théng

bao rd noi dung can sira doi, bo sung bang van

ban va chuyén dén B6 phan Mot cira cap huyén

dé thong bao cho ngudi ndp hd so.

- Trudng hop, ho so dap g yéu cau: thuc hién Chuyén vién
B3 | cac noi dung theo yéu cau cua thu tuc quy dinh. | Phong Tai chinh - 16 gio

- Trudng hop hd so khong giai quyet Ban K¢ hoach

hanh thong bao khoéng giai quyét ho so.

- Trudng hop hd so qua han giai quyet Ban

hanh Thong bao thoi han tra ket qua lan sau va

van ban xin 16i cia co quan, to chuc 1am qua

han giai quyét cho nguoi nop ho so.

‘ Léanh dao Phong
B4 | Ky duyét ho so Tai chinh - Ke 02 gio
hoach
, o , Chuyén vién
B5 | Bong dau, chuyén ho so cho BPMC cap huyén | Phong Tai chinh - 01 gio
K¢ hoach

- Tra két qua giai quyét. Z n .

B6 | Théng ke, theo doi. CCMC cap huyén 01 gio
Tong thoi gian giai quyét 24 gio

2. Nhém 15 TTHC, gom:

2.1. Ping ky thanh lap chi nhanh, vin phong dai dién, dia diém Kinh

doanh cta hop tac xa

2.2. Piing Ky thay d6i ndi dung ding ky hop tac xi

2.3. Ping ky thay d6i ndi dung diing ky chi nhanh, vin phong dai dién, dia

diém kinh doanh ciia hop tac xa
2.4. Pang ky khi hgp tac xa chia
2.5. Pang ky khi hgp tac xa tach
2.6. Ping Ky khi hop tac xi hop nhit
2.7. Pang ky khi hop tac xa sap nhap
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2.8. Cép lai gidy chirng nhan diing ky hop tac xi, gidy chirng nhin ding ky
chi nhanh, van phong dai dién, dia diém kinh doanh cia hgp tic xa (trong trudng
hgp bi mat hoic bi hu héng)

2.9. Giai thé tw nguyén hop tac xi

2.10. Thong bao thay d6i ndi dung ding ky hop tac xi

2.11. Thong bao vé viéc gép von, mua cd phan, thanh lap doanh nghiép ciia hop
tac xa

2.12. Tam ngirng hoat dfng ciia hgp tac xa, chi nhanh, vin phong dai dién,
dia diem kinh doanh cta hop tac xa

2.13. Chim dirt hoat dong ciia chi nhanh, vin phong dai dién, dia diém
kinh doanh cua hgp tac xa

2.14. Cap déi gidy chirng nhan ding ky hop tic xa
2.15. Thay ddi co’ quan diing ky hop tac xa.
Tong thoi gian thye hién 01 TTHC: 02 ngay lam viée x 08 gio = 16 gio

(Thoi gian thuc hién theo quy dinh: 03 ngay lam viéc; Thoi gian da cat gidm:
01 ngay lam viéc)

. Trach nhiém Thoi gian | Ghi

T Trinh ty thue hién thue hién | chd

- Tiép nhén hd so; 1ap Gidy tiép nhan ho so,

hen tra két qua. £ . "
BL |_ Chuyén hd so cho Phong Tai chinh - Ké CCMC cap huyén 03 gio

hoach

A A 1o 1A Lanh dao Phong Tai "

B3 | Phan cong xur Iy ho so chinh - K& hoach 01 gio

Tham dinh hd so:

- Truong hop ho so khong dap tmg yéu cau,

thong bao rd ndi dung can stra doi, bd sung

bang van ban va chuyén dén B¢ phan Mot

cira cap huyén dé thong bao cho nguoi nop

ho so. ; 5 Chuyén vién Phong
B4 | Truong hop, ho so dap tmg yeu cau: thue | 137 in e 08 gi

hién cac ndi dung theo quy dinh. hoach

- Trudng hop ho so khong giai quyét: Ban :

hanh thong bao khong giai quyét hd so.

- Trudng hop hd so qua han giai quyet ban

hanh Thong bao thoi han tra két qua 1an sau va

van ban xin 16i clia co quan 1am qué han giai

quyét cho ngudi ndp hd so.

, Ap 1A Lanh dao Phong Tai .

BS5 | Ky duyét ho so chinh - K& hoach 02 gio




. Trach nhiém Thoi gian | Ghi
T Trinh ty thuce hién thuc hién | chu
, z 2 1A : | Chuyén vién Phong
B6 DonAg dau, chuyén ho so cho CCMC cap Tai chinh - K& 01 givr
huyén
hoach
- Tra két qua giai quyét. x . "
B7 | Théng ke, theo doi. CCMC cap huyén 01 gio

Tong thoi gian giai quyét

16 gio
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