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Thii tuc hanh chinh thudc thAm quyén tiép nhan ciia Uy ban nhan din x4,
phwong, thi tran

1. Thu tuc dang ky hoat dong tin ngudng
a) Trinh ty thyc hién:

Budc 1: Nguoi dai dién hodc ban quan 1y co s¢ tin ngudng c6 trach nhi€ém
gtri van ban dang ky dén Uy ban nhan dan cap xa noi c6 co sé tin ngudng.

Budc 2: Uy ban nhan dan cdp xd xem xét van ban ding ky, trudng hop
van ban chua day du, hop 1é, Uy ban nhan dan cip xa thong bao qua mang
Internet hozc van ban cho co s& tin ngudng dé hoan chinh vin ban.

Budc 3. Uy ban nhan dan cap x4 tra 10i bang van ban. Truong hop tir chdi
dang ky phai tra 1oi bang van ban va néu rd 1y do.

b) Cach thirc thue hién:

Truyc tiép tai Uy ban nhan dan x&, phuong, thi tran hoic thong qua hé thong
buu chinh.

¢) Thanh phan, s6 lwgng ho so:
Thanh phan hd so:

- Vin ban dang ky (theo mau).
Sd luong ho so: 01 bo.

d) Thoi han giai quyét:

15 ngay ké tir ngdy Uy ban nhan dén cip x4 noi c6 co so tin ngudng nhan
dugc van ban dang ky hop 16. Nop vin ban ding ky truc tiép tai Uy ban nhéan
dan cap x3 noi c6 co so tin ngudng; qua duong buu chinh hodc thong qua dich
vu cong truc tuyén. Vin ban phai c6 xac nhan ctia Uy ban nhan dan cdp xi noi
¢ co so tin ngudng va co gidy hen tra két qua. Néu gui qua dudng buu chinh,
ngay tiép nhan vian ban duoc tinh theo ngay ghi trén ddu céng vin dén.

d) Poi twong thuc hién thi tuc hanh chinh:

Cong dan Viét Nam, To chirc (khong bao gdm doanh nghiép, HTX)
e) Co quan thue hién thia tuc hanh chinh:

- Co quan c6 thim quyén quyét dinh: Khong ¢ thong tin

- Co quan thyc hién: Uy ban Nhan dan xa, phuong, thi tran.

- Co quan phdi hop (néu c6): Khong c6 théng tin

2 Két qua thua tuc hanh chinh: Van ban tra loi chép thuan hodc khong
chap thuan vé vi¢c dang ky hoat dong tin ngudng (cap xa).

h) Phi, 1€ phi: Khong.
i) Tén miu don, miu t& khai: Khong.

k) Yéu ciu, diéu kién thwe hién thii tuc hanh chinh:
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Nguoi dai dién hodc ban quan ly co so tin ngudng co trach nhiém guri van
ban dang ky hoat dong tin ngudng hang namcham nhat 13 30 ngay trudc ngiy co
sO tin ngudng bat dau hoat dong tin ngudng. Pbi véi co so tin ngudng da thong
bao hoat dong tin ngudng hing nim trudc ngdy Luat tin ngudng, tén gido cd
hiéu luc, cham nhat 1a 30 ngay ké tir ngay Luat c6 hiéu luc co trach nhiém giri
van ban ding ky dén Uy ban nhan dan cdp xd noi ¢ co s tin ngudng. Viéc
ding ky hoat dong tin ngudng hing nam chi thuc hién mot lan. Dbi véi hoat
dong tin ngudng khong co6 trong van ban da dang ky thi ngudi dai dién hodc ban
quan 1y co sé tin ngudng co trach nhiém ding ky bo sung

1) Can cwr phap ly cua thu tuc hanh chinh:
- Luét tin ngudng, ton gido
- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 cta Chinh phu

- Théng tu s6 02/2017/TT-VPCP ngay 31/10/2017 caa Vin phong Chinh
phu
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2. Thi tuc ding ky bo sung hoat dong tin ngudng

a) Trinh ty thyc hién:

Budc 3: Uy ban nhan dan cdp x4 tra 1oi bang van ban. Trudng hop tir chdi

ding ky phai tra 161 bang van ban va néu rd 1y do.

Budce 1: Nguoi dai dién hodc ban quan ly co so tin ngudng c6 trach nhiém guri
van ban dang ky b sung hoat dong tin ngudng dén Uy ban nhan dan cip x3 noi
cO co sO tin ngudng.

Budc 2: Uy ban nhan dan cp xa xem xét vin ban dang ky bd sung hoat dong tin
ngudng, truong hop van ban dang ky bd sung chua day du, hop 1¢, Uy ban nhan
dan cép xa thong bao qua mang Internet hodc vin ban cho co so tin ngudng dé
hoan chinh van ban.

b) Cach thirc thue hién:

Truyc tiép tai Uy ban nhan dan x&, phuong, thi tran hoic thong qua hé thong
buu chinh.

¢) Thanh phan, s6 lwgng hé so:

- Vin ban diang ky (theo mau).

- S6 luong hd so: 01 bo.

d) Thoi han giii quyét:

- 15 ngay ké tir ngay Uy ban nhan dan cap xi noi ¢ co s tin ngudng nhan
dugc van ban dang ky hop 18. Nop van ban dang ky b6 sung truc tiép tai Uy ban
nhan dan cap x4 noi co co s0 tin ngudng; qua duong buu chinh hodc thong qua
dich vu cong truc tuyén. Van ban dang ky bd sung phai c6 xac nhan cua Uy ban
nhén dén cap xa noi c6 co s tin ngudng va co gidy hen tra két qua. Néu gui qua
duong buu chinh, ngay tiép nhan vin ban duoc tinh theo ngay ghi trén dau cong
van dén.

d) P6i twong thuce hién thi tuc hanh chinh:

T chirc (khong bao gdm doanh nghiép, HTX)

e) Co quan thue hién thia tuc hanh chinh:

- Co quan c6 thim quyén quyét dinh: Khong ¢ thong tin

- Co quan thyc hién: Uy ban Nhan dan xa, phuong, thi tran.

- Co quan phdi hop (néu c6): Khong c6 théng tin

g Két qua thua tuc hanh chinh: Van ban tra loi chép thuan hoac khong
chap thuan vé viéc dang ky hoat dong tin ngudng bo sung (cap xa).

h) Phi, 1€ phi: Khong.

i) Tén miu don, miu to khai: Pang ky hoat dong tin ngudng hang nim
hodc hoat dong tin ngudng bd sung Mau B1



k) Yéu ciu, diéu Kién thwe hién thii tuc hanh chinh:
Cham nhét 20 ngay trudc ngay dién ra hoat dong tin ngudng.
1) Can ctr phap ly cua thu tuc hanh chinh:

- Luat tin ngudng, ton gido

- Nghj dinh s6 162/2017/ND-CP ngay 30/12/2017 cta Chinh phu

- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cta Vin phong Chinh
phu
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3. Thu tuc dang ky sinh hoat ton giao tap trung

a) Trinh ty thyc hién:

Budc 1: T6 chirc ton gido, t6 chirc duoc cdp chimg nhan ding ky hoat
dong ton gido hoic ngudi dai dién ciia nhom nguoi theo ton gido ddi véi trudng
hop quy dinh tai khoan 2 Diéu 16 cta Luat tin ngudng, ton giao gui hd so ding
ky sinh hoat ton gido tip trung dén Uy ban nhan dan cap x3 noi c6 dia diém hop
phap dé sinh hoat ton giao.

Budc 2: Uy ban nhan dan cip xa xem xet hé so dang ky, truong hop hd so
chua day du, hop 1€, Uy ban nhan dan cip xa thong bao qua mang Internet hodc
van ban cho t6 chire hodc ngudi dai dién ciia nhém dé hoan chinh hd so.

Budc 3: Uy ban nhan dan cap x4 tra 1oi bang vin ban. Trudng hop tir chdi
dang ky phai trd 161 bang van ban va néu ro 1y do.
b) Cach thirc thue hién:

Truc tiép tai Uy ban nhan dan x4, phuong, thi trin hodc théng qua hé thdng
buu chinh.

¢) Thanh phan, s6 lwgng hé so:

- Ban tom tat gido 1y, gido luat d6i v6i viéc ding ky quy dinh tai khoan 2
bicu 16 cua Luat tin ngudng, ton gido.

- Vin ban ding ky (theo mau)

- Gidy to chtimg minh c6 dia diém hop phap dé 1am noi sinh hoat t6n gido
- So yéu 1y lich ciia nguoi dai dién nhém sinh hoat ton gido tap trung

- S6 luong hd so: 01 bo.

d) Thoi han giai quyét:

- 20 ngay ké tir ngay Uy ban nhan dan cip xa noi c6 dia diém hop phap dé
sinh hoat ton gidotdp trung nhan du hé so dang ky hop 1&. Nop hd so tryc tiép tai
Uy ban nhan dan cap x&; qua duong buu chinh hodc thong qua dich vu cong truc
tuyén. HO so phai c6 xac nhan caa Uy ban nhan dan cdp xi noi c6 dja diém hop
phap dé sinh hoat ton gido tip trung. Néu gui qua duong buu chinh, ngay tiép
nhan hd so duoc tinh theo ngay ghi trén dau cong van dén.

d) Poi twong thwe hién tha tuc hanh chinh:

T chirc (khong bao gdm doanh nghiép, HTX)

e) Co quan thyc hién thi tuc hanh chinh:

- Co quan c6 thim quyén quyét dinh: Khong c6 thong tin

- Co quan thyc hién: Uy ban Nhan dan xa, phuong, thi tran.
- Co quan phéi hop (néu c6): Khong c6 théng tin
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@) Két qua thii tuc hanh chinh: Van ban tra 10i chip thuan hogc khong
chap thuan vé viéc dang ky sinh hoat ton gido tap trung (cap xa).
h) Phi, 1€ phi: Khong.
i) Tén miu don, miu to khai: Pang ky sinh hoat t6n gido tap trung Mau
B5

k) Yéu ciu, diéu kién thwe hién thii tuc hanh chinh:

- T6 chire ton gido ding ky sinh hoat ton gido tap trung cho tin dd tai nhimg
noi chua du diéu kién thanh 1ap t6 chirc ton gido truc thudc; t6 chirc duoc cap
chiimg nhan dang ky hoat dong ton gido dang ky sinh hoat ton giao tap trung cho
nhirng nguoi thude té chire khi dap ing du céac diéu kién sau day:

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

+ Nhom sinh hoat ton gido tap trung c6 nguoi dai dién 1a cong dan Vigt
Nam thuong tra tai Viét Nam, c6 nang lyc hanh vi dan sy day du; khong trong
thoi gian bi 4p dung bién phap xtr Iy hanh chinh trong linh vuc tin ngudng, ton
gido; khong co6 an tich hoac khong phai 1a nguoi dang bi budc toi theo quy dinh
cua phap luat vé t6 tung hinh su.

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

- Nhitng nguoi theo ton gido khong thude truong hop quy dinh tai khoan 1
bicu 16 cua Luat tin ngudng, ton gido dugc dang ky sinh hoat ton gido tap trung
khi dap img du céc di€u kién néu trén va cac diéu kién sau day:

+ Co6 gido ly, giao luat.

+ Tén cua nhom sinh hoat ton gido tap trung khong tring véi tén to chirc
ton gido hodc to6 chirc da dugc cap chung nhan dang ky hoat dong ton gido, tén
t0 chtrc chinh tri, t6 chuc chinh tr1 - xa héi hodc tén danh nhan, anh hung dan
toc.

1) Can cwr phap ly cua thu tuc hanh chinh:

- Luét tin ngudng, ton gido
- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 cta Chinh phu

- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cta Vin phong Chinh
phu



4. Thi tuc ding ky thay d6i ngudi dai dién ciia nhém sinh hoat ton
giao tap trung

a) Trinh ty thuc hién:

Bugce 1: Nhom sinh hoat ton giao tap trung guri hé so dang ky thay d6i nguoi dai
dién dén Uy ban nhan déan cap xi noi c¢6 dia diém sinh hoat ton gido tap trung

Bugce 2: Uy ban nhén dan cap xa xem xet hé so dang ky, truong hop hd so
chua day du, hop 1¢, Uy ban nhan dén cap xa thong bao qua mang Internet hoac
van ban cho nhém sinh hoat ton gido tap trung dé hoan chinh ho so.

Budc 3. Uy ban nhéan dan cap x4 tra 101 bang van ban. Truong hop tir chbi dang
ky phai tra 161 bang van ban va néu rd 1y do.
b) Cach thurc thyc hién:

Tryc tiép tai Uy ban nhan dan x4, phuong, thi trin hodc théng qua hé thdng
buu chinh.

¢) Thanh phan, s6 lwgng hé so:
- Vin ban diang ky (theo mau).

- S6 luong hd so: 01 bo.

d) Thoi han giai quyét:

- 15 ngay ké tir ngay Uy ban nhan dan cip xa noi c6 dia diém sinh hoat ton
gido tap trung nhéan duoc van ban dang ky hop 1€. Nop hd so truc tiép tai Uy ban
nhan dan cdp x3 noi c6 dia diém sinh hoat ton gido tap trung; qua duong buu
chinh hodc thong qua dich vu cong truc tuyén. HO so phai co xac nhan cua Uy
ban nhan dan cap xa noi co dia diém sinh hoat ton gido tap trung va co gidy hen
tra két qua. Néu giri qua duong buu chinh, ngay tiép nhan ho so duoc tinh theo
ngay ghi trén déu cong van dén. Thanh phan ho so thuc hién theo quy dinh tai
Diéu 5 Nghi dinh s6 162/2017/ND-CP nhu sau: - Van ban déng ky néu r6 tén
cta t6 chuc t6n gido hodc t6 chirc dugc cip chimg nhan dang ky hoat dong ton
gido; tén ton gido; t€n nhom, ho va té€n, noi cu trd cua nguoi dai dién cli va
nguoi dai dién méi ciia nhom; 1y do, du kién thoi diém thay d6i; - So yéu 1y lich
cua nguoi dai di€n mdi; - Van ban chép thuan cua to chuc ton giao hoac to chirc
dugc cap ching nhan dang ky hoat dong ton giao vé viéc thay d6i nguoi dai dién
d6i v6i nhom sinh hoat t6n giao tap trung do t6 chire dang ky; - Bién ban cudc
hop bau, cir nguoi dai dién méi (néu co).

d) Poi twong thuc hién thi tuc hanh chinh:
T chirc (khong bao gdm doanh nghiép, HTX)
e) Co quan thue hién thi tuc hanh chinh:
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- Co quan c6 thim quyén quyét dinh: Khong c6 thong tin
- Co quan thyc hién: Uy ban Nhan dan xa, phuong, thi tran.
- Co quan phéi hop (néu c6): Khong c6 théng tin

g) Két qua thi tuc hanh chinh: Vin ban tra 161 chap thuan hodc khong
chap thuan vé vi¢c dang ky thay doi nguodi dai dién cua nhém sinh hoat ton giao
tap trung (cap xa).

h) Phi, 1€ phi: Khong.
i) Tén miu don, miu to khai: Pang ky thay d6i ngudi dai dién cua
nhom sinh hoat ton giao tap trung Mau B6
k) Yéu ciu, diéu kién thwe hién thii tuc hanh chinh:
- Khong c6 thong tin
1) Can cwr phap ly cua thu tuc hanh chinh:

- Luét tin ngudng, ton gido
- Nghj dinh s6 162/2017/ND-CP ngay 30/12/2017 cta Chinh pha

- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cta Vin phong Chinh
phu
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5. Thii tuc dé nghi thay ddi dia diém sinh hoat ton gido tap trung trong
dia ban m{t xa

a) Trinh ty thyc hién:

Budc 1: Nguoi dai dién cua nhom sinh hoat ton gido tap trung giri hd so
dé nghi thay d6i dia diém sinh hoat ton gido tap trung dén Uy ban nhan din cip
Xa.

Budc 2: Uy ban nhan déan cap xa xem xét hd so, truong hop hd so chua day
da, hop 18, Uy ban nhan dan cip x thong bdo qua mang Internet hoic vin ban
cho nguoi dai dién ctia nhom dé hoan chinh hd so.

Budc 3. Uy ban nhan dan cap x4 tra 101 bang van ban. Truong hop tirchdi

dang ky phai trd 161 bang van ban va néu ro 1y do.

b) Cach thirc thyc hién:

Tryc tiép tai Uy ban nhan dan x4, phuong, thi trin hodc théng qua hé thdng
buu chinh.

¢) Thanh phan, s6 lwgng hé so:

- Vin ban diang ky (theo mau).

- S6 luong hd so: 01 bo.

d) Thoi han giai quyét:

- 15 ngay ké tu ngay Uy ban nhan dan cap xd nhan da hod so dé nghi hop 18.
Nop hd so truc tiép tai Uy ban nhan dan cap x&; qua duong buu chinh hodc
thong qua dich vu cong truc tuyén. Thanh phan ho so thuc hi¢n theo quy dinh tai
Di€u 6 Nghi dinh s6 162/2017/ND-CP nhu sau: - Van ban d€ nghi néu r6 tén cua
t6 chirc ton gido hodc t6 chirc duoc cap chimg nhan dang ky hoat dong ton gido;
tér} ton giéo;q tén nh(:)m; ho va tén nguoi dai di€n cua nhém; 1y do, du qkién thoi
diém thay doi dia diém nhém giang sinh hoat ton gjéo va du kién dia di€ém moi. -
Giay to chimg minh c6 dia diém hop phap mai d¢ lam noi sinh hoat ton gido; -
Vién ban chap thuan cua to chire ton gido hodc to chirc dugc cap ching nhén
dang ky hoat dong ton giao vé viéc thay doi dia diém doi voi nhom sinh hoat ton
gido do t6 chirc dang ky. Ho so phai c6 xac nhan cua Uy ban nhan dan cap xa va
cO gidy hen tra két qua. Neu gui qua duong buu chinh, ngay tiép nhan ho so
dugc tinh theo ngay ghi trén dau cong van dén.

d) Doi twgng thuc hi¢n thi tuc hanh chinh:

T6 chirc (khong bao gdm doanh nghiép, HTX)

e) Co quan thyc hién thi tuc hanh chinh:

- Co quan c6 tham quyén quyét dinh: Khong c6 thong tin

- Co quan thyc hién: Uy ban Nhan dan xa, phuong, thi tran.

- Co quan phéi hop (néu c6): Khong c6 thong tin
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g) Két qua thii tuc hanh chinh: Vin ban tra 10i chap thuan hoic khong
chap thuan vé viéc dé nghi thay doi dia diém sinh hoat t6n gido tap trung (cip
xa).

h) Phi, 1€ phi: Khong.

i) Tén miu don, miu to khai: Dé nghi thay doi dja diém sinh hoat 6n

gido tap trung Mau B7

k) Yéu cau, diéu kién thwe hién thi tuc hanh chinh:

- Cham nhét 12 10 ngay ké tir ngdy dugc chip thuin dia diém mdi, nhém
sinh hoat ton gido tap trung phai cham dut sinh hoat ton giao tai dia diém cii va
co trach nhiém thong bao bang van ban dén Uy ban nhan dan cap xa.

1) Can ctr phap ly cua thu tuc hanh chinh:
- Luét tin ngudng, ton gido
- Nghj dinh s6 162/2017/ND-CP ngay 30/12/2017 cta Chinh pha

- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cta Vin phong Chinh
phu
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6. Thi tuc dé nghi thay d6i dia diém sinh hoat ton gido tip trung dén
dia ban xa khac

a) Trinh ty thyc hién:

Budc 1: Nguoi dai dién cua nhom sinh hoat ton giao tap trung guri ho so
dé nghi thay doi dia diém sinh hoat ton gido tap trung dén dia ban xa khac dén
Uy ban nhan dan cap x4 noi du kién dat dia diém méi.

Budc 2: Uy ban nhan déan cap xa xem xét hd so, truong hop hd so chua day
da, hop 1¢, Uy ban nhan dan cap xa thong bao qua mang Internet hodc van ban
cho nguoi dai dién cua nhom dé€ hoan chinh ho so.

Budc 3. Uy ban nhan dan cap x4 tra 10i bang van ban. Truong hop tir chbi dang
ky phai tra 101 bang van ban va néu 1o ly do.
b) Cach thirc thyc hién:

Tryc tiép tai Uy ban nhan dan x4, phuong, thi trin hodc théng qua hé thdng
buu chinh.

¢) Thanh phan, s6 lwgng hé so:
- Vin ban diang ky (theo mau).

- S6 luong hd so: 01 bo.

d) Thoi han giai quyét:

- 20 ngay ké tir ngay Uy ban nhan dan cap xa nhan dugc ho so dé nghi hop
1, cu thé: Uy ban nhan dan cip xa noi du kién dat dia diém moi dé sinh hoat ton
gido tap trung, trong thoi han 05 ngay lam viéc ké tur ngay nhéan du ho so dé nghi
hop 1¢ c6 trach nhiém xin ¥ kién Uy ban nhan dan cap huyén vé viéc thay doi
dia diém sinh hoat ton gido tap trung. Trong thoi han 10 ngay ké tir ngdy nhan
dugc van ban xin y kién hop 1& cua Uy ban nhan dan cdp xd, Uy ban nhan dan
cap huyén c6 trach nhiém tra 10i bang van ban. Trong thoi han 05 ngay lam viéc,
ké tir ngay c6 v kién ctia Uy ban nhan dan cap huyén, Uy ban nhan dan cap xa
c6 trach nhiém tra 16 bang van ban vé viéc thay d6i dia diém. Thanh phan hd so
thuc hién theo quy dinh tai Diéu 6 Nghi dinh s6 162/2017/ND-CP nhu sau: -
Vin ban dé nghi néu rd tén cua to chirc ton gido hodc t6 chic duoc cip chimg
nhan dang ky hoat dong ton gido; tén ton gido; tén nhém; ho va té€n nguoi dai
dién cua nhém; 1y do, dy kién thoi diém thay doi dia diém nhom dang sinh hoat
ton gido va dy kién dia diém moi. - Giy to ching minh c¢ dia dlem hop phap
maoi de lam not sinh hoat ton gido; - Van ban chap thuan cia to churc ton giao
hoic t6 chirc dugc cip ching nhan ding ky hoat dong ton gido vé viée thay doi
dia diém ddi voi nhom sinh hoat t6n gido do t6 chirc dang ky. - Ban sao co
chtng thuc vin ban chap thuan ctia Uy ban nhan dan cdp x4 noi c6 dia diém
sinh hoat ton giao tap trung moi.

d) Poi twong thuce hién thi tuc hanh chinh:
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T6 chirc (khong bao gdm doanh nghiép, HTX)

e) Co quan thyc hién thi tuc hanh chinh:

- Co quan c6 thadm quyén quyét dinh: Khong c6 thong tin

- Co quan thyc hién: Uy ban Nhan dan xa, phuong, thi tran.

- Co quan phdi hop (néu c6): Khong co théng tin

o) Két qua thua tuc hanh chinh: Van ban tra loi chap thuan hoic khong
chép thuan vé viéc dé nghi thay doi dia diém sinh hoat t6n gido tap trung (cip
xa).

h) Phi, 1€ phi: Khong.

i) Tén miu don, miu to khai: Dé nghi thay doi dia diém sinh hoat 6n

gido tap trung Mau B7

k) Yéu ciu, diéu Kién thwe hién thii tuc hanh chinh:

- Cham nhét 1a 10 ngay ké tur ngay duoc chép thuan dja diém méi, nhom
sinh hoat ton gido tap trung phai cham dut sinh hoat ton gido tai dia diém cii va
c6 trach nhiém thong bao bang van ban dén Uy ban nhan dan cap x4 noi c6 dia
diém sinh hoat ton gido tap trung ct kem theo ban sao c6 ching thuc van ban
chap thuan cua Uy ban nhan dan cdp xa noi c6 dia diém sinh hoat ton gido tap
trung moi.

1) Can ctx phap ly cua thu tuc hanh chinh:

- Luat tin ngudng, ton gido
- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 cta Chinh phu

- Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cta Vin phong Chinh
phu



