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QUY TIN DUNG NHAN DAN
(8.1, 8.2, 8.5: 1ISO 9001:2015)

Ma hiéu: QT.CN42.K.02
Lan ban hanh: 01
Ngay ban hanh: 10/11/2021
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QUY TRINH

Ky hi¢u: QT.CN42.K.02

Khen thuéng dot xuit dbi voi
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LAn ban hanh: 01
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Trang/Tong trang: 1/8

TAI LIEU NAY PHAI PUQC PHAN PHOI PEN

Giam doc X | Thu ky ISO X
Céc Phé Giam déc [X] | Thanh tra, giam sat ngan hang []
Phong Tong hop, Nhan sy va KSNB X L]
Phong Tién té - Kho quy va Hanh chinh | [X] L]
Phong K¢é toan - Thanh toan [] []
SUA POI TAI LIEU
Yéu c:?tu Trang/Phin . Lan ban Neav sira
sira doi/ lién quan M6 ta ndi dung sira doi hanh/Lan & d)(;)i
bo sung | viéc stra doi stra doi
Trach nhiém Bién soan Kiém tra Phé duyét
Ho va tén Pham Thi Tuyén V6 Quang Hoa Nguyén Hoai Chiéu
Chirc danh A Trudng phong 4k
Chuyén vién THNS&KSNB Giadm doc
Chir ky (da ky) (da ky) (da ky)




QUY TRINH Ky hiéu: QT.CN42.K.02
NHNN VIET NAM o Lan ban hanh: 01
CHI NHANH Khen thwéng dot xuat doi voi a1 bah han
TINH KHANH HOA cac to chire tai chinh vi mo, Ngay ban hanh: 10/11/2021
quy tin dung nhan dian .
Trang/Tong trang: 2/8
1. MUC PiCH

Quy dinh trinh ty, trach nhiém va phuong phap tiép nhan, xir Iy hd so lién quan viée

khen thudng dot xuat ddi véi cac t6 chire tai chinh vi mé, quy tin dung nhan dan dam bao
kip thoi va ding quy dinh phép luat.

2. PHAM VI

Ap dung cho hoat dong khen thuong dot xuat dbi véi cic to chirc tai chinh vi mé,

quy tin dung nhan dan.

Phong Tong hop, Nhan su va Kiém soat ndi bo, cac phong, bo phan co lién quan truc

thudc Ngan hang Nha nudc Chi nhanh tinh Khanh Hoa chiu trach nhi¢m thyc hién va kiém
soat thu tuc nay.

3. TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN ISO 9001:2015.

- Cac van ban phap luat lién quan dé cap tai Muc 5.1

4. PINH NGHIA/VIET TAT

- NHNN: Ngan hang Nha nudec.

- NHNN Chi nhanh: Ngan hang Nha nudc Chi nhanh tinh Khéanh Hoa.
- THNS&KSNB: Tong hop, Nhan sy va Kiém soat ndi bo.
- BPMC: B6 phan Mot cura.

- TCTCVM: T6 chic tai chinh vi md.

- QTDND: Quy tin dung nhéan dan.

- TBKT: Thi dua, khen thudng.

5.NOI DUNG QUY TRIiNH

5.1

Co sé phap ly

- Luat Thi dua, khen thudng va Luat sua dodi, bo sung mot sb diéu cua Luat Thi dua,
khen thudng.

- Nghi dinh 56" 91/2017/ND-CP ngay 31/7/2017 ctia Chinh phu quy dinh chi tiét thi
hanh mot so diéu cua Luat Thi dua, khen thuong.

- Thong tu s0 12/2019/TT-BNV ngay 04/11/2019 Quy dinh chi tiét thi hanh mot s
diéu cua Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 cua Chinh phu quy dinh chi
tiét thi hanh mot s6 di€u cua Luat Thi dua, Khen thudng.

- Thong tu s6 17/2019/TT-NHNN ngay 31/10/2019 ciia Théng doc Ngan hang Nha
nudc hudng dan cong tac thi dua, khen thudng nganh Ngan hang.

- Nghi dinh s6 61/2018/NDP-CP ngay 23/4/2018 cta Chinh phu vé thyc hién co ché
mot ctra, mdt cura li€n thong trong gidi quyét thu tuc hanh chinh.
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- Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 huéng din thi hanh mét s6 quy
dinh ctua Nghi dinh s6 61/2018/ND-CP ngay 23/4/2018 vé thuc hién co ché mot cua,
mdt ctra lién thong trong giai quyét thii tuc hanh chinh.

- Quyét dinh s6 2412/QD-NHNN ngay 18/11/2019 cua Ngin hang Nha nudc Viét
Nam vé viéc ban hanh quy ché thuc hién co ché mot cira trong giai quyét thi tuc hanh
chinh cia Ngan hang Nha nudc.

5.2

Thanh phan ho so Ban chinh | Béan sao

T trinh dé nghi khen thuong cua Thu truong don vi kem
theo danh sach ca nhan, tap thé dugc d¢ nghi khen thuong

Bao cdo thanh tich X

5.3

S6 lwong ho so: 01 bd

5.4

Thoi gian xur ly

Khong quy dinh

5.5

Noi tiép nhén va tra két qua

B6 phan Mot cura - Ngan hang Nha nudc Chi nhanh tinh Khanh Hoa

5.6

Lé phi: Khéng

5.7

Quy trinh xir ly cong viéc

TT

Trinh tw Trach nhiém Thoi gian Biéu maw/Két qua

Tiéu chuan: Khen thudng
dot xuat 1a khen thudng
cho tap thé, ca nhan lap
dugc thanh tich ddt xuét
trong lao dong, san Xuét,
phuc vu chién dau; diing
cam cliru nguoi, tai san cua
Nhan dan hoac cua Nha
nude (thanh tich dot xuat 1a
thanh tich lap dugc trong
hoan canh khong dugc du
bao trudc, dién ra ngoai
chuong trinh ké hoach,
nhiém vy ma tip thé, ca
nhan phai dam nhi¢m).
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Bl

- Tiép nhan hoé so dé& nghi
khen thuéng dot xuat dbi
vOl cac TCTCVM,
QTDND (ngay sau khi tap
thé, c4 nhdin lgp dwoc
thanh tich xudt sdc dot
xudt):

a) Truong hop tiép nhan ho
so qua duong buu di¢n:
Vin thu lay s6, dang ky
trén phan mém edoc, trinh
Giam dbc bat phé truc tiép
(scan ban c6 but phé vao
edoc), sau d6 chuyén dén
cong chuc gidi  quyét
TTHC.

b) Truong hop don vi ndp
h6 so truc tiép khong can
tu van: cong chitc BPMC
1ap Gidy bién nhan, chuyén
h6 so cho Vin thu dé lay
56, dang ky trén phan mém
edoc, trinh Giam dbc but
phé truc tiép (scan ban co
but phé vao edoc). Van thu
chuyén dén cong chirc giai
quyét TTHC.

¢) Truong hop don vi nop
hd so truc tiép can tu van,
huéng din tryc tiép: cong
chuc BPMC thong bao cho
cong chirc giai  quyét
TTHC dén BPMC & phbi
hop.

- TCTCVM,
QTDND;

- Van thu;
- BPMC.

Gi16 hanh chinh

- Theo Muc 5.2.
- MAu sb 02: Gidy
bién nhan ho so.

B2

Kiém tra ho so:

a) Truong hop tu van,
huéng dan truc tiép don vi
tai BPMC: cong chic giai
quyét TTHC xem xét tinh
hop 1 va day du theo Muc
5.2 ctia hd so:

Cong chure
gidi quyet
TTHC

Ngay sau khi
tiép nhan
hd so tir
Van thu hoac
BPMC

- MAu sb 03: Gidy
tiép nhan hod so va
hen tra két qua.
- Méu s6 07: Phicu
kiém soat qua trinh
giai quyét ho so.
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+ Néu day du, lap Gidy tiép
nhan va hen ngdy tra hd so,
cip nhat sd theo doi,
chuyén Vin thu lay so
dang ky trén phan mém
edoc, trinh Giam ddc but
phé tryc tiép kém Phiéu
kiém soat qua trinh giai
quyet hd so.

+ Néu ho so thiéu hodc can
diéu chinh mo Phiéu yéu
cau bd sung va hoan thién
hd so. Sau khi don vi bo
sung day du hd so thi lap
Gidy tiép nhan ho so va hen
tra két qua.

+ Néu hd so khong du diéu
kién hodc khong thudc
tham quyén giai quyet cua
Chi nhanh m¢d Phiéu tur
chéi tiép nhan ho.

b) Truong hop nhan hd so
tor Van thu:

+ Néu day du, lap Gidy tiép
nhan va hen ngay tra hd so,
cap nhat s6 theo ddi,
chuyén BPMC cédp nhat
thoi han xir Iy hd so trén
edoc.

+ Néu ho so thiéu hodc can
diéu chinh mé Phiéu yéu
cau bd sung va hoan thién
hd so. Sau khi don vi bo
sung day du hd so thi lap
Gidy tiép nhan ho so va hen
tra két qua.

+ Néu hd so khong du diéu
kién hodac khong thude
tham quyén giai quyét cua
Chi nhénh mé Phiéu tur
chdi tiép nhan hd so (quy
trinh két thuc).

- Mau sb 08: S6
theo ddi hd so.

- Mau sb 04: Phiéu
yéu ciu bd sung,
hoan thién hd so.

- MAu sb 05: Phiéu
tir chéi tiép nhan
ho so.
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Tham dinh ho so:

1. Noi dung tham dinh:

a) Tinh hop phap cua ho so
b) Cin ctr thim dinh: theo
Muc 5.1-Co s6 phap 1y.

2. Xir 1y két qua tham dinh:

X Cong chirc Sau khi dugc

B3 | a) Truong hop tur chdi xac giadi quyet han cona Vin ban phtc dap

nhan, théng bao gho TTHC phan cong

TCTCVM, QTDND bang

van ban va néu rd ly do.

b) Truong hop ho so dap

ung yéu cau, t}luc hién thiét

1ap van ban tong hop trinh

Xem Xét.

Lanh dao phong

THNS&KSNB xem xét ho Sau khi nhéan

so va van ban tong hop: Lsnh d e duoc van ban
B4 |- Néu ‘nhét tri tham muu hop Talzll N S?&OIESI(\)III;g tong hop trinh

Hoi dong TPDKT. xet khen

- Néu khong dong ¥y chuyén thuong

lai cong chirc xur Iy (Budc 3)

- Hoi dong TDKT tién o

hanh hop tham dinh thanh Sau khi nhan

tich cia ca nhén, tap thé, . duoc van ban Bién ban ho
BS | dwa ra két lun ¢ khen Hoi dong TDKT télng hop trinh Hoi dong TBiET

thudng dot xuat hay khong. xet khen

Lip bié ) A thuong

- Lap bién ban hop HGi

ddng TDKT.

Dy thao Quyét dinh hoic Cong chl'gsc Sau khl hop |Quyét dinh hoic
B6 | thong bao trinh lanh dao giai quyet Hoi dong thong bao ban du

phong THNS&KSNB TTHC TBKT thao

Kiém tra noi dung duy thao: Quyét dinh hoic

- Neu van ban dat yéu cau: Lanh dao phong Sau khi tiép thong bio dl\l’(jC
B7|Lanh ~ dao  phong| T{NSRKSNB | nhan duthio | Lanhdaophong

THNS&KSNB  thong qua T THNS&KSNB

van ban va chuyén Budc 8. théng qua
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- Néu vin ban khéng dat
yéu cau thi chuyén tra lai
cong chirc dé stra van ban
theo Budc 6.

Phé duyét van ban

- Néu dong ¥: Ky van ban
va ban hanh.

- Néu khong ddng ¥: co thé
sua truc tiép 1én van ban va

- Quyét dinh hoic
thong bao duogc
lanh dao NHNN

chuyén cho don vi soan Sau khi tiép | chi nhanh ky
thdo hoan thién (quay lai Lanh dao nhén ban ¢6 ky | quyet.
B8 | Budc 6, 7). NHNN tham muu cua
N . A Chi nhanh lanh dao phong L, )
Ghi chi: Truong hop ho so THNS&KSNB. | - MAu s6 06: Phiéu
bi chim mudn, phong xin 16i va hen lai
THNS&KSNB  ¢6  trach ngdy tra lai  két
nhi¢m mé phicu xin 16i va qua '
hen ngay tra két qua dé '
thong tin dén TCTCVM,
QTDND.
Lay Sé,,VéO s0, nhan ban, - Quyét dinh hoic
dong dau, nhap vao phan| _pppc thong bdo dugc
mem Tol gul van bﬂan d} (hodc Vian thu); | Ngay sau tiép | vao s6, dong dau,
B9 | (hodc truc tiép tra két qua _Phon nhan vin ban | phéat hanh,
cho t0 chuc, ¢4 nhan), dong g : O »
THNS&KSNB. - Mau s6 09: Phicu

thoi luu trir hd so theo quy
dinh.

tra ho so.

Ghi chl: Cdc mdu sé (02, 03, 04, 05, 06, 07, 08, 09) theo phu luc I, Quyét dinh 2412/0D-
NHNN ngay 18/11/2019 cua Ngan hang Nha nuoc Viét Nam .

6. BIEU MAU
TT Tén phu luc Ma hi¢u
1 | MAu T& trinh dé nghi khen thuong Phuluc.CN42.K.02.01
2 | Mau Béo cdo thanh tich Phuluc.CN42.K.02.02




QUY TRINH Ky hiéu: QT.CN42.K.02
NHNN VIET NAM . Lan ban hanh: 01
CHI NHANH Khen thu’(’)’ﬂg d('jt xuat doi voi an ban han
TINH KHANH HOA cac to chire tai chinh vi mo, Ngay ban hanh: 10/11/2021
quy tin dung nhan dian .
Trang/Tong trang: 8/8
7.HO SO CAN LUU
T Tén hd so M3 hi¢u Noi luu Th‘l’;‘rﬁ‘a“
1 B.(.) ho so hop 1€ da tham Theo Muc 5.2 Kho luu trix
dinh co quan
Quyét dinh hoic thong bao | .z . 1 A
2 khen thuéng S6, ngay phat hanh Nhu trén
3 | Gidy bién nhan ho so Mau s6 02 Nhu trén
4 G}ayitlep vnhan ho so va hen Mau s6 03 Nhu trén Th_eo quy
tra két qua dinh vé
Phiéu yéu cau bo sung, hoan x4 A t}}éi h%n
5 thién ho so Mau s6 04 Nhu trén bao quan
N 5i tiép nha ho so, tai
g |Phicy tr chor ticp nhan gidl | vz o6 05 Nhur trén liéu hign
quyét ho so hanh cia
iéu xin 161 va i NOA x NHNN
7 Ptﬁueu. X 1017 va hen lai ngay Mau s6 06 Nhu trén
tra lai két qua
8 P.h}.e u kiemk sodt qud. trinh Mau s6 07 Nhu trén
giai quyét ho so
9 | S6 theo ddi ho so Mau s6 08 Nhu trén
10 | Phiéu tra ho so Mau s6 Nhu trén




