THU TUC HANH CHiNH THUQC PHAM VI CHU’C NANG QUAN LY CUA SO KE
HOACH VA PAU TV

(Ban hanh kém theo Quyét dinh s6 611/QB-UBND ngay 14 thang 02 ndm 2017 cta Chi tich Uy ban nhéan dén thanh
phé Hé Chi Minh)

C. Danh muc thii tuc hanh chinh thudc thim quyén giai quyét ciia Uy ban
nhan dan quan, huyén

I. Linh vyc thanh lap va hoat dong cua hgp tac xa

6. Thu tuc dang ky khi hgp tac xa hgp nhat

a) Trinh tu thwe hién: (Diéu 53 Luét Hop tac x4 nam 2012, Piéu 21 Thong tu
s6 03/2014/TT-BKH)

- Buéce 1:

+ Hoi dong quén trj ciia cac hop tac xa dy kién hop nhat xay dung phuong an
hop nhit trinh dai hoi thanh vién ctia minh quyét dinh va c6 trach nhiém thong bao
bang van ban cho cac chii ng, cac to chirc va ca nhan c6 quan hé kinh té v6i hop tac xa
vé quyét dinh hop nht.

+ Hoi dong quan tri cua cac hop tac xa du dinh hop nhat hiép thuong thanh hoi
d6ng hop nhat. Hoi dong c6 nhiém vu xay dung phuwong an hop nhat trinh dai hoi thanh
vién quyét dinh.

+ Hop tac x4 sau khi hop nhat nop ho so diang ky tai Uy ban nhan dan Quén,
Huyén, noi hop tac xa dat tru s& chinh.

Hop tac xa c6 thé giri hd so ding ky qua dia chi thu dién tir cia Uy ban nhan
dan Quén, Huyén nhung phai ndp ho so bang vin ban khi dén nhan gidy ching nhan
dang ky dé ddi chiéu va luu ho so.

Thoi gian tiép nhan va tra két qua: T thir hai dén thir su va sang thir bay (budi
sang tir 7 gid 30 dén 11 gio 30, budi chiéu tir 13 gio dén 17 gid).

- Buwéc 2: Phong Tai chinh — Ké hoach thudc Uy ban nhan dan Quan, Huyén
kiém tra hd so,

+ Trudng hop ho so diy du, hop 18: cap Gidy bién nhan cho ngudi ndp hd so.

+ Trudng hop ho so chua day di, chua hop 18: huéng dan, giai thich dé bo sung,
hoan thién hd so.

- Buwée 3: Trong thoi han 05 ngay lam viéc ké tir ngay nhan du ho so hop 1¢,
Phong Tai chinh — Ké hoach thuéc Uy ban nhan dan Quan, Huyén cép Gidy chimng
nhan ding ky hop tac xa. Truong hop tir chdi phai c6 vin ban tra 10i néu rd 1y do.

- Buée 4: Ngudi dai dién hop phap hodc ngudi duge Gy quyén cin clr vao ngdy
hen trén Gidy bién nhan ho so dén nhan két qua giai quyét tai Uy ban nhan dan Quan,
Huyén.



b) Cach thirc thue hién: Nop truc tiép tai Uy ban nhan dan Quan, Huyén hoic
qua thu dién t cua Uy ban nhan dan Quén, Huyén.

¢) Thanh phén, so lwong hd so:

- Thanh phén hd so:

+ Gidy dé nghi dang ky thanh lap hop tac x4 (theo miu);

+ Diéu 16;

+ Phuong an san xuét kinh doanh (theo mau);

+ Danh sach hop tac xa thanh vién (theo mau);

+ Danh sach Hoi ddng quan tri, Tong giam ddc, Ban Kiém so4t (theo mau);

+ Nghi quyét cia dai hoi thanh vién vé viéc hop nhat hop tac x;

+ Ban sao hop 1é gidy chimg minh nhan dan hoic ho chiéu con hiéu luc cia
nguoi dén lam thu tyc;

Trudng hop dugc ty quyén thi phai c6 gidy to sau: Hop dong cung cap dich vu
gilta nguoi thanh 1ap hop tac xa, hop tac xa va té chirc 1am dich vu ndp ho so, nhan két
qua va giay gidi thiéu cua t6 chirc d6 cho ca nhan thyuc hién ndp ho so, nhan két qua;
hodc van ban uy quyén cho ¢4 nhan thyc hién ndp ho so, nhan két qua theo quy dinh
cua phap luat.

- S6 lwong ho so: 01 bo ho so

d) Thoi han giai quyét: 05 ngay lam viéc ké tir ngdy nhan di ho so hop 1é.

d) Poi twong thuc hién thi tuc hanh chinh: Hop tac x

e) Co quan thue hién thii tuc hanh chinh: Phong Tai chinh - K& hoach thudc
Uy ban nhan dan Quéan, Huy¢n.

g) Két qua thwe hién thi tuc hanh chinh: Gidy chting nhan dang ky hop tac
xa hoac thong bao tir choi néu 10 1y do.

h) Tén mau don, miu to khai:

- Gidy dé nghi dang ky thanh 1ap hop tac x3 (theo mau quy dinh tai Phu luc I-1
Thong tu s6 03/2014/TT-BKHDT);

- Phuong 4n san xuét kinh doanh (theo mau quy dinh tai Phu luc I-2 Thong tu
s0 03/2014/TT-BKHDT);

- Danh sach hop tac xa thanh vién (theo mau quy dinh tai Phu luc I-3 Thong tu
s0 03/2014/TT-BKHDT);

- Danh sach Hoi dong quan tri, Tong giam dbc, Ban Kiém soat (theo mau quy
dinh tai Phu luc I-4 Thong tu s6 03/2014/TT-BKHDT).

i) Lé phi: 100.000 d¢ong/1an.

k) Yéu ciu, diéu kién thuc hién thii tuc (néu co):



- Nganh, nghé san xuat kinh doanh ma phap luat khong cam;

- Truong hop kinh doanh nganh, nghé yéu cau phai c6 diéu kién thi phai thuc
hién theo quy dinh phap luat chuyén nganh.

1) Can cir phap ly cia thu tuc hanh chinh:

- Luat Hop tac xa nam 2012 (c6 hi¢u luc tir ngay 01 thdng 7 nam 2013);

- Nghi dinh s6 193/2013/ND-CP ngay 21 thang 11 nim 2013 quy dinh chi tiét
mot sd diéu cua Luét Hop tac xa (c6 hi¢u luc tir ngay 27 thang 01 ndm 2014);

- Théng tu sb 03/2014/TT-BKHDT ngay 26 thang 5 nam 2014 hudng dan vé
dang ky hop tac xa va ché d6 bao cdo tinh hinh hoat déng ctia hop tac xa (c6 hiéu luc
tor ngay 01 thang 8 nam 2014);

- Thong tu s6 250/2016/TT-BTC ngay 11 thang 11 nim 2016 cta B6 Tai chinh
huéng dan vé phi va 18 phi thudc tham quyén quyét dinh ciia Hoi dong nhan dén tinh,
thanh phd truc thude Trung wong:;

- Nghi quyét s6 124/2016/NQ-HDND ngay 09 théng 12 ndm 2016 ctia Hoi dong
nhan dan Thanh phé H6 Chi Minh vé ban hanh cac loai phi, 1& phi thudc thim quyén
ctiia Hoi dong nhan dan thanh pho.




Phu luc I-1

CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phuc

...... ngay..... thang..... nam....

GIAY PE NGHI
Pang ky thanh 1ap hep tac xa
Kinh gui: Tén co quan dang ky hop tac xa

T6i 14 (ghi ho tén bang chit in hoa):..............ooeveevveeeeeeen.. Giéi tinh:.........
Sinh ngay:...... /i, [ ei... Dantoc:.................. QuOC tich: e
Ching minh NhAN AN SO:......veeeeeeeeeeeeeee e
Ngay cap:...... A /i, INOT CAP:evreeeeiireeerieee e e rre e e e e e e e ereeeeneeeeas

Gidy to ching thuc ca nhan khac (néu khéng c6 CMND):..........ooveeeeeeeerenn..
S6 gidy chimg thire €& NHAN: . ......oeeveeeeeeeeeeeeeeeee et
Ngay cap:...... [ ei... A Ngay hét han:...... [ eeinn. [ ai... NO1 Cap:.eeeeeenrennnns
Noi dang ky ho khau thuong tra:

S6 nha, AUONE PhO/XOMYAPANON ...,
XA/PRUONE/ THI AN ..ot eeeees
Quan/Huyén/Thi x4/Thanh phd thudc tinh:...........c.ooeeeeeeeeeeeeeeeeeeeeee e,
TR/ TRANN PR et
Chd & hién tai:

S6 nha, duong phO/XOM/AP/ANON:.........oeveeeeeeeeeeeeeee e,

XA/ PRUONEG/ THE tAN: ..ot eeean.
Quan/Huyén/Thi x&/Thanh phd thudc tinh:.........c.veeveeeeeeeeeeeeeeeeeeeeee e
TINI/TRANN PRS- .o,
Piénthoai:................... L FaX: oo
Email: ..., WEDSILE ..o

Pang ky thanh 1ap hop tac xa véi cac ngi dung sau:



1. Tinh trang thanh lp (ddnh dau X vao 6 thich hop)

Thanh lap méi O

Thanh lap trén co s& dugce tach hop tac xa O

Thanh 18p trén co s& chia hop tac xa [

Thanh 14p trén co s hop nhat hop tac xa [

Thanh 14p trén co s chuyén doi O

2. Tén hgp tac xa:

Tén hop tac x3 viét bang tiéng Viét (ghi bang chit in hoa):..........ooeveeveeeeeeenn.
Tén hop tac x3 viét bang tiéng NUGC NGOAL (EU CO) oo,
TEN QP tAC XA VI AL (TEU CO)tvrveeeeeeeeeeeeeeeeeeeeeee e,

6. Tén, dia chi, nguoi dai dién dia diém kinh doanh (néu c0): .........cc...........

7. Nganh, nghé kinh doanh (ghi tén va md theo nganh cdp 4 trong Hé thong nganh kinh
té cua Viét Nam):

STT Tén nganh Ma nganh




-Von gop toi da cia mot thanh vién theo von diéu 1¢9.S6 lwong thanh
VECILE ..ottt s

10. Thong tin vé cic hgp tac xa bi chia, bi tach, bi hep nhét, dwec chuyén doi (chi
ké khai trong truong hop thanh ldp hop tac xd trén co so chia, tach, hop nhdt, chuyén
doi loai hinh hop tdc xad):

a) Tén hop tac XA (@hi BANG CAIE i HOQ): ..o
S6, ngay cip Gidy chimg nhan ding Ky hop tAC XA: vvuvveeeeeeeeeeeeeeeeeeee e
b) Tén hop tac XA (ghi BANG CATE i1 HOQ): ..o
S6, ngay cap Gidy chimg nhan dang Ky hop tAc X&: .....vveeeeeeeeeeeeeeeeeeeeeeean.

T6i cam két chiu trach nhiém trude phap luat vé tinh hop phap, chinh x4c va trung thuc
cua ndi dung gidy dé nghi dang ky thanh 1ap hop tac xa trén.

, DAI DI]E;N THEO PHAP LUAT
Céc giay to gui kém: CUA HOP TAC XA
e (Ky va ghi ho tén)



Phu luc I-2
PHUONG AN SAN XUAT KINH DOANH CUA HQP TAC XA

PHAN I. TONG QUAN VE TINH HINH THI TRUONG VA KHA NANG
THAM GIA CUA HQP TAC XA

I. Téng quan vé tinh hinh thi truong

II. Banh gia kha nang tham gia thi truong ctia hop tac xa

III. Cén ctr phép 1y cho viéc thanh 1ap va hoat dong ctua hop tac xa

PHAN II. GIOI THIEU VE HQP TAC XA

L. Gi6i thiéu tong thé

1. Tén hop tac xa

2. bia chi tru sé chinh

3. Vén dicu 1¢

4. S6 lwong thanh vién

5. Nganh, nghé san xuat, kinh doanh

I1. T6 chirc: b may va gidi thiéu chirc nang nhiém vu to chitrc bd may ctia hop tac xa
PHAN III. PHUONG AN HOAT PONG SAN XUAT, KINH DOANH
I. Phén tich diém manh, yéu, co hdi phat trién va thach thtic ctia hop tac xa
II. Phan tich canh tranh

III. Muyc tiéu va chién lugc phat trién ctia hop tac xa

IV. Céc hoat dong san xuét, kinh doanh cta hop tac xa

1. Nhu ciu vé san phém, dich vu hoac viéc lam cua thanh vién

2. Du kién cac chi tiéu san xuat, kinh doanh cta hop tc xa can cr vao hop dong dich
vu v6i thanh vién hodc hop dong lao dong dbi véi thanh vién (d6i véi trudng hop hop
tac xa tao viéc lam)

3. Xac dinh cac hoat dong san xuét, kinh doanh nham dap ing hop dong dich vu véi
thanh vién hodc hop dong lao dong dbi v6i thanh vién (d6i véi trudng hop hop tac xa
tao viéc lam)



V. Ké hoach Marketing

VI. Phuong an dau tu co s¢ vat chat, bo tri nhan luc va céc di€u kién khéac phuc vu san
xuat, kinh doanh

PHAN IV. PHUONG AN TAI CHINH
1. Phuong an huy dong va sir dung von
II. Phuong an vé doanh thu, chi phi, loi nhuén trong 03 nam dau

II1. Phuong én tai chinh khac
PHAN V. KET LUAN

, DAI DI]E;N THEO BHAP~LUAT
Céc giay to gui kém: CUA HOP TAC XA
T (Ky va ghi ho tén)



Phu luc I-3

DANH SACH THANH VIEN HQP TAC XA

I. THANH VIEN LA CA NHAN

STT|Ho|Ngay,|Giéi|Qubc|Dan|Chd | Noi | S6, | Vongop |Thoi| Chir |Ghi
va [thadng|tinh | tich [ tdc| ¢ |dang ky|ngay, iém| ky |chu
tén|, nam hién |ho khau| co | Gia tri | Ty [g0p | cua

sinh tai |thuong|quan| phan [1&(%]von |thanh
tra | cap | vén ) vién
chun |gop! (ba
g ng sé,'
minh| VNB)
nhan
dan
hoac
ho
chiéu

II. THANH VIEN LA PHAP NHAN

STT| Tén [Dia chi| S6 Gidy chtng Vén gop Thoi | Chit ky cta [Ghi cha
phéap | trusd | nhan dang ky diém | nguoi dai
nhan | chinh | (hodc cac | Gidtri phan |Tyl¢| gop | dién theo

gidy ching nhan von (%) | vén | phap luat
tuong duong) |gop*(bang sé; cua phap
VND) nhan

! Ghi téng gid tri phan von gép ciia tirng thanh vién.

2 Ghi tong gid tri phan vén gép cua tirng thanh vién.

.., NEAY.... thdng.... nam...

DPAI DIEN THEO PHAP LUAT
CUA HQP TAC XA
(Ky, ghi ho tén va déng dau)’

3 Truong hop thanh Idp mdi thi khong phdi dong dau.



Phu

luc 1-4

DANH SACH HQI PONG QUAN TRI, GIAM POC (TONG GIAM POC),
BAN KIEM SOAT, KIEM SOAT VIEN HQOP TAC XA

ST|Ho |Ngay,than|Gi6i|Qub|Da|Chd & | Noi | SO, | Véngop | Thoi  |Chuc |Ghi
T | va g, tinh| ¢ | n |hién taildang ngay, diém gop | danh |cha
A s tich |tdc ky |coqua| Gia tri |Ty von
tén | nam sinh ho |ncap| phan |16
khau|chim [von gopl(%
thud| g |'(bang|)
ng |minh| s6;
tra (nhan| VND)
dan
hoac
ho
chiéu
doi
VOl ca
nhan
1|2 3 4 | 516 7 8 9 10 |11 12 13 | 14
A. Danh sach hoi dong quan tri
1
2

B. Giam doc (tong giam doc)

C. Danh sich ban kiém soat (kiém soat vién)

1

2




...... , ngay.... thang.... nam...
PAI DIEN THEO PHAP LUAT
CUA HQP TAC XA
(Ky, ghi ho tén va déng ddu)?

1 Ghi téng gid tri phdn von gop cia tiemg thanh vién

2 Truong hop thanh ldp méi thi khéng phdi déng dau






