THANH PHO HO CHI MINT CONG HOA XA HQI CHU NGHIA VIET NAM

UY BAN NHAN DAN QUAN § Dic 1dp - Tw do — Hanh phiic
sé: 8#I5Qp-UBND OQudn 8, ngay M thang AL ném 2013
QUYET PINH

Vé viée ban hanh Quy trinh gidi quyét hd so ding ky
bdo cio gidam lao dong

CHU TICH UY BAN NHAN DAN QUAN 8

Cén ctr Luat T6 chirc Hoi ddng nhan dan va Uy ban nhén din ngay 26 thang
11 nim 2003;

Cén ctr Quyét dinh s6 144/2006/Qb- -TTg ngay 20 thang 6 nam 2006 cia Thu
tuéng Chinh phu vé viée ap dung Hé thﬂng quan ly chit lugng theo tiéu chudn
TCVN ISO 9001:2000 vao hoat dong cua céc co quan hanh chinh Nha nude va

Quyu. dinh s6 118/2009/QD-TTg ngay 30 thang 9 ndm 2009 cua Thi twdng Chinh
phtl vé viée stra doi, bd sung mot s6 diéu cia Quyét dinh s6 144/2006/QD-TTg;

Cén cir Cong van sb 1172/SKHCN-TBC ngay 28 thang 12 nam "’Oll cua So
Khoa hoc va Cong nghé Thanh phd H6 Chi Minh vé viée tiép tuc trién khai ép
dung ISO 9001:2008 cho cac co quan hanh chinh nha nudc theo Qu}th dinh

118/2009/QD-1Tg;

Cén cl Piéu khoan 7.1, 7.2, 7.5.1, 7.5.3, 7.5.4, 7.5.5, 8.3 va 8.4 theo tiéu
chuan TCVN ISO 9001:2008; '

Xét dé nghi cia Truong Phong Lao dong - Thuong binh va Xa hoi Quén 8
(tal Cong vin so: 821/LDTBXH ngay 12 thang 11 ndm 2013)

QUYET DINH:

Piéu 1. Nay ban hanh kém theo Quyét dinh nay la Quy trinh giai quyét ho so
dang ky bao cao giam lao dong.

- LT [ ’ . R 5 ’
Dic¢u 2. Quyét dinh nay ¢o6 higu lwe ké tir ngay ky.

Di¢u 3. Chanh Vin phong Uy ban nhin dan Quén 8, Trudng Phong Lao déng
— Thuong binh va Xa héi Quén 8, Truong Phong Noi vu Quén 8, cdc co quan, don
vi lién quan chiu trach nhiém thi hanh Quyét dinh n&y.f.ffg

Naoi nhin: CHU TICH
- Nhi Piéun 3;

- BCD IS0 9001:2008 ()8, WL/
= VPUB(C, PVP); /\-'
= Luu: VT (VPLUB, PNV), /

Nguyén Thanh Chung
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GIAI QUYET HO SO PANG KY
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Ngay hiéu ll.__rc:jf 14212013
Lan ban hanh: 01
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UY BAN NHAN DAN QUAN 8 CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG LAO PONG-TB&XH Doc lap — Ty do ~ Hanh phiic

DANH MUC TAI LIEU
7 Ngiy ban T
TT | S6 hiéu ghinh Tén tai ligu
01 ! /2013 Danh muc tai li¢u.

02 f EZI}I 3 Bang ké cac vén ban quy pham phap luat
[]3 f EZUIB .QU}'II‘inhglfu quyéthnscrdﬁngky béncao glam la(} dﬂmg.q----------------
ﬂ4 f’ f2{113 -Phll:ll klém suat que‘i trmh
[]5 ,r‘ f2{]13 le:u yéu chu khﬁc phuc phfmg ngua

06 il 2013 mumlalkhachhang




UY BAN NHAN DAN QUAN 8

PHONG LAO PONG - THUONG BINH & XA HOQI

BANG KE CAC VAN BAN QUY PHAM PHAP LUAT

CQNG HOA XA HQI CHU NGHIA VIET NAM

Poc lip — Ty do — Hanh phiie

Tén vin ban me_% S wa%:nwﬁ Ghi chu
|  hanh nhat

B ludt lao dong s6 10/2012/QH 13 ngay 18/6/2012 | 01/5/2013 04/10/2013
Nghi dinh s6 44/2003/ND-CP ngay 10/5/2013 céa Chinh Phu quy | 01/7/2013 | 04/10/2013
dinh chi tiet vé hudng dan thi hanh mét sé diéu cua Bo luat lao
dong vé hop dong lao dong
Nghi dinh mm 39/2003/ND-CP ngay 18/4/2003 cta Chinh Phu quy | 03/5/2003 | 04/10/2013
dinh nE tiét va hudng dan thi hanh mot sO diéu cua Bo Luit Lao
dong vé viéc lam
Théng tu s6 20/2003/TT-BLDTBXH ngay 22/9/2003 cua B Lao | 11/10/2003 | 04/10/2003
dong — Thuong binh va X3 héi huéng din thi hanh Nghi dinh
39/2003/ND-CP vé tuyén lao déng.
Théng tir s6 21/2003/TT-BLDTBXH ngay 22/9/2003 huéng dan | 12/10/2003 | 04/10/2003
thi hanh mét sé didu ciia Nghi dinh 44/2003/ND-CP
Céng vin s6 3790/LPTBXH-LD ngay 16/11/2004 cua S& Lao | 16/11/2004 | 04/10/2013

dong — Thuong binh va Xa héi vé viéc huéng din thuc hién béo
cao khai trinh sir dung lao déng, ting giam lao dong trén dia ban

thanh phé

141




UY BAN NHAN DAN QUAN 8

PHONG LP -TB&XH

CONG HOA XA HQI CHU NGHIA VIET NAM
DPijc lip — Tw do — Hanh phiie

_uﬂ-._wd KIEM SOAT QUA TRINH Miu 1
Giii quyét hé so dang ky bdo cdo giim lao djng
Tén hé so: ................ AR A AN RA & o o el em 4ot A e R S A i A St i e e
Thoi gian gidi quyét: 8 ngay
Ngay nhin: ....../....../2013 Ngay tri: ....../..... /2013
Théi gian Néu khéng dat
z - y -
B phin thye hién Noi dung cing viée chuin m—w@ nm Z,W:u_ Ky AY MEE whgh
PO RV | edag leeiehin | o T nhwong | Lam lai
ngiy lam vige) :
- - = .. - - & 2
-CinboBo phan TNva | Hmﬂ,xﬂ tai n_._you tiép nhan, vao so va
TKQcia VPUBND | 14 Bién nhn h so. 0.5 ngay
- Lap phicu KSQT. “
- Chuyén giao Phong LD-TB&XH.
- Tiép nhan hd so tir B phan TN va |
Cinbd thy I¥ hd so TRQ. 5
duoc phén cong cua i M_”nn._%_”.m Jﬂ-%ﬂmm. £ o
Phong LD-TB&XH - Uhi cac ndi dung céng nhén 1én ban
i khai trinh. 2.3 ngay
- DO6i véi ho so khong hop 1 tham
muru van ban khong cong nhén.
- Trinh ky
Tnromg  Phong  LD- | - Xem xét va ky lén ban khai trinh .
TR&XH hodc vin ban khong céng nhén. 1,5 ngay
- O:Em: hé so lai cho can b thu Iy
e A R - Ly a,E bén khai giam lao dong.
Cén bg thy ly ho so ciia - Nhap sb li¢u vao mdy., chra hb so durge 2,5 ngay

Phong LBD-TB&XH

cong nhén vao hr tri. |




- Chuyén tré hdsocho cin b TN va TKQ.

Can b6 Bg phin TN va ;
3 | TKQ ciia VP UBND - Nhén, v6 s6 va tra cho doanh nghiép. 1 ngay
_

1. Ghi ngay thing thue té trong qua trinh tic nghiép.

2. Muc dich 12 dam béo timg khéu, timg bd phan 1am ding theo sé ngay di chudn héa.

3. Muc dich la nhim kiém soat nhitng 16i nghiép vu phat sinh trong qu4 trinh tic nghi¢p. Co ba hinh thire xir Iy: 1. Yéu cau ngudi 1am sira chita lai va sau dé
chuyén giao. 2. L3i nhé, chip nhin duoe, cho qua. 3. L5i 16n, yéu cau Iam lai; c6 thé phai ra van ban tra hotic yéu ciu b tic hd so.




§

(VAN PHONG UBND - PHONG LAO DONG

UY BAN NHAN DAN QUAN 8 — TP. HO CHI MINH

~THUONG BINH&XA HOI QUAN 8§)

|

Quy trinh: GIAI QUYET HO SO DANG

KY BAO CAO GIAM LAO BONG

9001

3

DANH SACH PHAN PHOI TAI LIEU

Chu tich

Pho Chi tich ( 4 ban)

Chanh Vin phong

Phé Chanh Vin phong (03 ban)
Vian phong UBND

Phong Lao déing — Thuong binh va X hoi

Phong Noi vy

TAI LIEU LIEN QUAN (NOI BQ VA BEN NGOAT)

Diéu khoan 7.1, 7.2 va 7.5.1, 7.53, 7.5.4, 7.5.5, 8.3, 84 tiéu chuin ISO
2008,

Thi tye Hanh déng khéc phuc, phong ngira.

Bang ké cic viin ban phap quy.

. PINH NGHIA THUAT NGU VA TU VIET TAT

- Theo Diéu 182 ctia B luat Lao déng néu rd Bio cdo chdm dit sir dung lao dong
quy dinh tai Diéu nay:

- Theo Piéu 10 ctia Nghi dinh sé 39/2003/TT-BKH ngdy 18/4/2003 cta Chinh ph
quy dinh chi tiét va huéng din thi hanh mét s6 didu cua Bo lugt Lao ddng vé viée lam;

- UBND: Uy ban nhén dén:

- B§ phdn TN va TKQ: B§ phin tiép nhan va tra két qua;

- KSQT: Kiém sodt qua trinh,

- LDTB&XH: Lao dong — Thuong binh va Xa hoi.

- SDLD: Sir dung lao dong,
4. NOI DUNG
4.1. Thanh phén hé so: (04 b§)

£ Bi
STT Tén hd so S6 "
lwgng | Chinh | Sao
1 | Bdo cédo giam lao dong. l 04 04

4.2. Thoi gian gidi quyét: 08 ngay ké tir ngay nhén du hd so hop Ié.
4.3. PIEU KIEN NHAN VA TRA HO SO;

v' B phén tiép nhin va ta két qui quén tiép nhin hé so theo thanh phén hd
so trong muc 4.1. Cac trudmg hop phat sinh ¢6 lién quan dén thanh phén ho so thi B
phén ticp nhin va trd két qua lién hé lanh dao Phong LD-TB &XH dé 21ai quyét.

[ L&n ban hanh: 01

1/3 |
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. UYBAN NHAN DAN QUAN 8 - TP, HO CHI MINH _
(VAN PHONG UBND - PHONG LAO BPONG ~-THUONG BINH&XA HOI QUAN 8)

Quy trinh: GTAI QUYET HO SO PANG KY BAO CAO GIAM LAO PONG

4.4. THU'C HIEN:
TT Noi dung céng vige Son Yl ik Thei gian _E{& it
hién Lién quan
- Bién nhén
- Xem xét tai chd, tiép nhén, | - Cén bd Bo - 86 TN & TKQ
vao 56 va lap Bién nhiin hd so. | phin TN va - Phiéu giao nhén
1. |- Lip phicu KSQT. TKQ cia VP 0,5 ngay | HS
- Chuyén giao Phong LD- | UBND -Béo cido giam lao
TB&XH. dong
i _ - Phiéu KSQT
- Tiép nhan ho so tir B phan
TN va TKQ. Canbj thy ly T,
- Kiém tra ni dung. hl(-:ﬁi? duoc ;h?nagﬂ cdo giam lao
- Ghi cdc ndi dung cong nhén | P cong cua X
% | Maicihat v Phong LD- 25 nghy | 27% tuko khing
-D6i v6i hé so khong hop 16 | TB&XH nSnh
tham muu vin ban khong cong - Bién nhén ho so
nha - Phiéu KSQT
an,
- Trinh ky
- Xem xé€t va ky lén ban khai - Bdo cdo gidm lao
trinh hodic viin ban khéng céng Truong  Phong : dt’}gg hn;ié_ic dur &ha‘m
3. | nhén. Sl LD-TB&XH 1,5 ngdy | khong cong nhin,
- Chuyén ho so lai cho can bo - Bién nhén ho so
thu ly - Phibu KSQT |
- Liy déu ban khai giam lao - Bédo cdo giam lao
dong. dong hodc viin ban
- Nhép sb liéu vio mdy, dua hd so | Cén bd thy I hd khéng cong nhfn.
4. | dugc cong nhan vao luu trit, so clia Phong 2,5 ngdy | - Bién nhin hé so
- Chuyén trda hd so cho cin bd | LD-TB&XH - Phiéu KSQT
TN va TKQ.
Céan bd Bo phin - Béo cdo giam lao
5. |- Nhin, v6 s6 va tra cho 16 | TNvaTKQ cia Ingay | 40ng hodc vin bin
" | chirc. VP UBND tir choi,
- - Phiéu KSQT

5. XAC NHAN VA TRUY TIM NGUON GOC CUA SAN PHAM - KIEM
SOAT TAI SAN CUA KHACH HANG - BAO QUAN HO SO

¥'H0 s0 duge Iuu va bio quan trong bia cimg theo tirmg bj, bén ngodi c6 bia ghi rd
loai hé sor,

6. XU LY SAN PHAM KHONG PHU HQP

v Trong qud trinh thye hién, néu c6 sy khong phii hgp xdy ra thi tiy theo sy khong
pht hgp ma nhitng ngudi tham gia vao qué trinh téc nghi¢p s& thuc hién xir ly theo 03

| Lin ban hanh; 01

[

2/3 |




. UY BAN NHAN DAN QUAN 8 - TP. HO CHI MINH
(VAN PHONG UBND - PHONG LAO PONG ~THUONG BINH&XA HOILQUAN 8)
Quy trinh: GIAI QUYET HO SO PANG KY BAO CAO GIAM LAO PONG

cach: sira chita; nhin nhugng; lam lai. B&ng chirng thire hién duge thé hién théng qua
Phiéu kiém soat qua trinh,

v Néu nhur ¢6 sy khong phit hgp ndo xay ra ma gdy anh hudng dén viée hd so bi tré
hen thi bb phin 6 lién quan phai 1gp Phiéu yéu ciu hanh dong khic phuc — phong
ngira, thir xin 15i khich hang.

7. THONG KE - PHAN TiCH DU’ LIEU - KHAC PHUC - PHONG NGUA —
CAI TIEN

_ ¥ Trong tuin déu ctia mdi thang, cdc bo phan chirc néng phai 1ap béo cdo théng ké vé
két qua thye hign cong vi¢e cuia thang trude, Noi dung bdo cao bao gom:
% 86 lugng hd so da hoan tit trong théng, bao gom: ding hen, (ré hen;
86 luong hd so dang xir 1y: cdn trong hen, da tr& hen:

% S6 lugng hd so bi 15i véﬁnghiép v trong lc liép nhén; rong qud trinh xir ly;
thoi gian thy ly: cham tré; luén chuyén hé so ndi b¢: bi thit lac, hu; 16 tir phia
nguoi dan; 10i tir cdc co quan ban nganh khéc; dang 13i khéc;

Y kién phan hdi cia cé nhén, t6 chire (néu c6) — théng qua phiéu thiim do v kién;
Mire d¢ thye hién (dat) mye tiéu chit luong;

L2
.-".-

-
"

* Dolng ludt : 100% / thang-nim
* Ping hen - 100% / thang-ndm
* Mirc db hai long cia khach hang > 85% / thang-nim

v'Néu khong dat theo myc tiéu (chét lugng) dat ra thi phai dua ra nhing bién phap,
hanh dong khiic phyc — phong ngira, céi tién thich hop.
¥ Néi dung bio céo duge thé hién trong Bing théng ké phén tich di li¢u.

8. HO SO LUU TRU

TT Tén hd so Noi liru AR glan luw
ti thiéu

01| H so theo myc 4.1 Phong LD-TB&XH Lau dai

02 | Phiéu kiém sodt qué trinh Phong LD-TB&XH 01 nim

03 | Bdo céo thong ké phin tich dir lidu Phong LD-TBXH 01 nam

04| Ttuisu yéu ‘cau hinh ding khic phe- | o0 o 5 R ey 01 niim

phong ngira
05 | Thu xin 16i khach hang Phong LD-TB&XH 01 niam

| Lan ban hanh: 01 3/3 |




UY BAN NHAN DAN QUAN 8 CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG LD -TB& XH Pée 1ip — Ty do — Hanh phic

PHIEU YEU CAU HANH PONG KHAC PHUC - PHONG NGU/A

PHAN 1: Phét hién (Ngudi phdt hién Ip tie - 4)
R LR g N T
2. Céc trudmg hop khong phi hop:

0 Cic y kién phan nan, khiu nai cta ngudri din

O Céc sy ¢, céc 15i nghigp vu trong qué trinh viin hanh

O bénh gia ni bo: O NC chinh [ NC phy
R LSRR L I e [
K N PRREIIEN! ... i i R S sl i S 1 R R I P SR

5. Y kién cia DDLD néu hai bén khong théng nhét duge y kién: [ Pongy [ Khéng dbng y

Bé xudt (néu o R e e 1 TSRS S R ) el (o RS

.......................................................................................................................... L e S R e s
PHAN 2: Hanh déng khiic phuc — phong ngira (B¢ phdn gdy ra sy khing phit hop Idp tie 6 9)

6. Don vj thye hign hanh ddng Khac Phuc — PhONE DEUAL ........vuvvveusseeeesneenssis e sseeessesssesssssssoesseeessesseseeeese
£ NGNS ONAD SRy I8 01 NOBE DRI HO .ot bttt s iosssbeedhiodiesnhs s e R Bt b o
811 AN g KOG e ~ DEANE DRI ...l it oo b bl s it ot L
W NG ORI thARh s o ABC Bhin CRRLE) PhONE: .....oonivevinisimmimssscesrasiionsiisssionsoisasmsoiss
10. Y kién cta lanh dao UB (néu co): O béng ¥ O Khong déng v
................................................................................................................................. L R e on e S
PHAN 3; Kiém chimg (Ngiweoi di kiém chimg Idp tie 11— 13)

11, Két qua kiém chimg: O pat O Khéng dat, 1dp phiéu mai

il OOMMRORRL it A A3 o i s e A TR i s Tl B RS i

130 NREOL GBI CRIBNG: 1:.vvrviviiivis i sonsesssassermsssssmrasisbsmesoeinseiss L A (R AR A v e DU i miinyaiins



UY BAN NHAN DAN QUAN 8 CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG LAO PONG- Dge Igp - T do - Hanh phie
THUONG BINH VA XA HOI

S6: /LDTBXH Qudn 8, ngay  thdng  ndm 2013
Viv xin 15i va hen ngay tra két qua
ho so diing ky bio cdo giam lao dong

Ngay .../...J......, B§ phén tiép nhan va tra két qua thude Vin phong Uy

va dd hen trd két qua vao ngay .../.../....., nhung dén nay chua c¢6 két
qua tham dinh (Bién nhdn sé:........).

Téi: - Chtre vy: Truémg Phong Lao dong — Thuong
binh va X& héi Quén 8 1a ngudi chiu trach nhi¢m xem xét giai quyét, xin théng tin
Gl e thu 1Y CRA R el e do nguyén
o e L

(e BRI R L e S e vé viée

khong ding hen trén, Chiing t6i s& nhanh chéng xtt ly hé so trong vong 05 ngay va
théng bao két qua giai quyét ngay sau khi c¢é y kién cia Uy ban nhéan dan (Quén 8,
Tréin trong./.

Noi nhin: TRUONG PHONG
- Nhur trén;

- TT.UBND Q8 (CT, PCTY;

- VPUBND Q8 (C, PVP, BPTN&TKQ):

- Luu: VT,



6. Thi tue ding ky bao cao giam lao dong

- Trinh tu thue hién:

* Bude 1: Chuén bj ddy da ho so theo quy dinh ctia phap ludt

* Bude 2: Nop hd so tai By phén tiép nhdn va trd két qua thude Vin phong
Uy ban nhén dén quén (trong gi¢ hanh chinh tir thir Hai dén thir Sdu va séng thir Bay
hang tudn).

Chuyén vién nhdn hd so kiém tra tinh déy di va hop 1¢ cla céc gidy to trong
hé so:

a. Truomg hop ho so di day du, hop 1¢ thi viét gidy hen cho ngudi ndp.
b. Trudng hop hd so chua diy du hoiic chua hop 18 thi hudng dan duong sy
hoan thién ho so

* Buge 3: Nhan két qua gidi quyét ho so dang ky tai B phan tiép nhén va tra
két qua thude Van phong Uy ban nhén dan qudn (trong gio hanh chinh tir thir Hai
dén thir Sdu va sang thir Bay hang tuin)

- Céch thire thye hién : Trye tiép tai try s& co quar hanh chinh nha nude
- Thanh phén, s6 lugng hé so:
* Thanh phin hé so:
+ T khai trinh theo mau
* 86 lugng hd so: 04 (bd)
- Thoi han giai quyét: 08 ngay, ké tir ngay nhan di ho so hop 18
- Déi tuong thyuc hién tha tue hanh chinh: Ca nhan; t6 chire
- Co quan thye hién thu tue hanh chinh:
* Co quan co thim quyén quyét dinh: S& Lao dong - Thuong binh va Xa hoi

* Co quan hofic ngudi ¢6 tham quyén duge Uy quyén holdic phan cap thye
hién: Trudng phong Lao dong- Thuong binh va Xa hoi quéin

* Co quan tryce tiép thye hién: Phong Lao dong- Thuong binh va X4 hdi quén
; B§ phan tiép nhdn va tra két qua thude Vin phong Uy ban nhan dén quin

* Co quan phdi hop (néu ¢6): Khong c6
- Két qua thi tuc hanh chinh: Xéc nhén trén bdo cdo giam lao dong.
- Lé phi (néu co):; [Khong co
- Tén mau don, mau t& khai:
* Bdo cdo giam lao déng.(Mau béo cdo giam)
- Yéu cau, diéu kién thuce hién tht tue hanh chinh: Khéng co
- Cén cir phap ly cua thu tye hanh chinh:

*Bd Ludt Lao dong nam 1994, Ludt sua ddi, bo sung mot s6 diéu ciia Bo Ludt
Lao dong nam 2002, 2006, 2007,



* Nghi dinh s 39/2003/ND-CP ngay 18/4/2003 cta Chinh phu vé tuyén lao
dong

* Nghi dinh sé 44/2003/NP-CP ngay 09/5/2003 cia Chinh phu vé hop dong
lao ddng.

* Thong tw s 20/2003/TT-BLDTBXH ngay 22/9/2003 cua Bo Lao dong -
Thuong binh va X& hgi hudng dan thi hanh mot s6 diéu cha Nghi dinh 56 39/2003
ngay 18/4/2003 cta Chinh pha vé tuyén lao dong.

* Thong tw s 21/2003/TT-BLDTBXH ngiy 22/9/2003 cua B Lao dong -
Thuong binh va Xa hdi hudng dan thi hanh mét so dieu cia Nghi dinh 50 44/2003

8

ngay 09/5/2003 cia Chinh pht vé hop ddng lao dong.

*Cong vin sé 3790/LDTBXH-LD ngdy 16/11/2004 cia So Lao dong -
Thuong binh va Xa hoi thanh pho vé viée hudng dan thyc hign béo céo khai trinh str
dung lao dong, tang gidm lao dong trén dia ban thanh pho H6 Chi Minh



