CONG TY CO PHAN CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TRINH PO THI TRA VINH Poc 1ap — Tw do — Hanh phiic

Sb: 1% /Qb - CTPT Tra Vinh, ngay & % thang 8 nam 2021

QUYET DINH
Ban hanh Quy ché tiép nhin ding ky, to chirc hoa tang, mai ting

A ~ TONG GIAM bOC ‘
CONG TY CO PHAN CONG TRINH PO THI TRA VINH

Can ctr Nghi dinh so: 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua
Chinh phu quy dinh chi tiét mét s6 diéu va bién phép thi hanh luat Ho tich;

Can ctr Nghi dinh sd: 23/2016/ND-CP ngay 05 thang 4 nam 2016 vé xay
dung, quan ly, st dung nghia trang va co so hoa tang;

Can ctr Thong tu sb: 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cua Bo
truong Bo Tu phap quy dinh chi tiét thi hanh mét s6 diéu cua Luat Ho tich va
Nghi dinh rsc") 123/2015/ND-CP ngay 15 thang 11 nam 2015 cuaa Chinh phu quy
dinh chi tiet mot so diéu va bién phap thi hanh Luat Ho tich;

Can ctr Diéu 18 t6 chirc va hoat dong Cong ty c6 phan Cong trinh do thi Tra
Vinh;

Xét dé nghi ctia Truong Phong Ké hoach - Kinh doanh,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché tiép nhan dang ky, to
chtrc hda tang, mai tang tai nghia trang nhan dan thanh pho Tra Vinh.

Piéu 2. Quyét dinh nay co hiéu luc thi hanh ké tir ngay ky.
Piéu 3. Truong phong: Tai chinh — Ké toan, T6 chirc — Hanh chinh, Ké

hoach — Kinh doanh, céc Poi truong, To truong va nguoi lao dong Cong ty co
phan Coéng trinh d6 thi Tra Vinh chiu trach nhiém thi hanh quyeét dinh nay./.

Noi nhan:

- Nhu Diéu 3;

- Chu tich HDQT;
- Ban kiém soat:

- Ban TGD:

- Luu: VT, KHKD.




CONG TY CO PHAN CONG HOA XA HQI CHU NGHIA VIET NAM
CONG TRINH PO THI TRA VINH Déc lap — Ty do — Hanh phiic

QUY CHE TIEP NHAN PANG KY, TO CHUC HOA TANG, MAI TANG
(Ban hanh kem theo Quyét dinh s6 712 /QD-CTDT ngay./ % /8/202]
ctia Téng Giam déc Cong ty c6 phan Céng trinh dé thi Tra Vinh)

PIEU 1. PHAM VI AP DUNG, MUC PiCH, YEU CAU
1.1. Pham vi ap dung:

‘ Poi voi dich vu hoa tang va mai tang gdém: phan mé cét tang (h(f)c'cc”’)t),
phan m¢ chén cat mot lan (kim tinh) tai nghia trang nhan dan thanh pho Tra
Vinh do Cong ty co6 phan Cong trinh D6 thi Tra Vinh (sau day goi la Cong ty)
thuc hién.

1.2. Muec dich:

Quy dinh cac thu tuc can thiét, cach thuc thuc hién nhim tao diéu kién
thuan lgi, minh bach r6 rang cho khéach hang khi cé nhu cau str dung dich vu.

1.3. Yéu ciu:

Déi v6i khach hang: Chuan bi va cung chp day du ho so dang ky mot cach
trung thuc, chinh xac.

Dbi véi timg bd phan, cé nhan phu trach ctia Cong ty: Néang cao y thic
trach nhiém trong cong viéc, khach quan, tdn tdm phuc vu khach hang trén tinh
than tuan tha nghiém céc quy dinh.

DIEU 2. HO SO PANG KY

. 2.1. Dich vu hoa ting
. 2.1.1. Trudng hop ngudi chét da co gidy trich luc khai tu:

- 01 ban sao gidy trich luc khai tu.

- 01 ban sao chimng minh nhan dén/cén cudc cong dan cua nguoi dén dang
ky.

_ 2.1.2. Tryong hop nguoi chét chua co gidy trich luc khai tir, nhung do yéu
cau vé thoi gian phai thuc hi¢n hoa ting; Theo khoan 2 Piéu 4 Nghi dinh so
123/2015/NDb-CP:

a) Gidy béo tir hoac gidy to thay Gidy béo tir do co quan c6 tham quyén sau
day cap: :

- _Béi véi ngudi chét tai co s y té thi Thu truong co sé'y té cdp Giay bao

tu;

- béi vOi nguoi chét do thi hanh an tr hinh thi Chu tich Hoi dong thi hanh
én tir hinh cdp gidy x4c nhan viéc thi hanh an ti hinh thay Gidy béo tir;

- D6i v6i nguoi bi Toa an tuyén bd 1a da chét thi Ban an, quyét dinh co hiéu
luc cua Toa an thay Giay bao tu;
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- Di voi nguoi chét trén phuong tién giao thong, chét do tai nan, bi giét,
chét dot ngdt hodc chét co nghi van thi van ban xdc nhén cia co quan cong an
hodc két qua gidam dinh cua Co quan gidm dinh phép y thay Gidy bao tu;

- Déi véi nguoi chét khong thugc mot trong bén truong hop néu trén thi
Gidy béo tir duoc Uy ban nhan dan cap xa noi nguoi do chét cap.

b) Giay dé nghi cta to chtrc (trudng hop to chuc yéu cau), hodc gidy xac
nhan tir vong cua chinh quyén dia phuong noi cu tri cua nguoi hoa tang (truong
hop cd nhan yéu céu); ndi dung giay dé nghi, xac nhan tu vong phai dugc nguoi
c6 tham quyen ky tén, dong dau. (theo mau sé 01, 02 dinh kém)

¢) Ban gbc chimg minh nhan dan/can cude cong dan cua nguoi dén dang
ky; Cong ty sé hoan tra lai khi nop giay trich luc khai tu.

2.1.3. Truong hop cai tang (thiéu hai cot):

- Giy xéc nhan cua chinh quyén dia phuong tai noi dé an tang trude do ve
viéc thuc hién boc cot di doi, noi dung xac nhan phai dugc nguoi co tham quyén
ky tén, dong dau. (theo mau sé 03 dinh kém)

- 01 ban sao chimg minh nhéan dan/can cudc cong dan cua nguoi dén dang
ky.

2.1.4. Truong hop khach hang c6 nhu céu dang ky trudce ngay, gio hoa tang
nhung chua c6 gidy to néu tai muc 2.1.1, myc 2.1.2 va muc 2.1.3:

- Ban gbc chirng minh nhan dan/can cudc cong dan cua nguoi dén dang ky;
Cong ty sé hoan tra lai khi ngp giay trich luc khai tu.

- Piéu kién thuc hién dich vu: Trudc thoi diém hoa tang 01 ngdy, ngudi
dang ky phai nop 01 ban sao gidy trich luc khai tir hodc vén ban cia mot trong
céac truong hop néu tai muc 2.1.2 va muc 2.1.3.

- Trudmg hop huy thuc hién dich vu sau khi dang ky, khach hang phai boi
thuong 30% gia tri dich vu.

2.1.5. Truong hop nguoi chét thude dién ho ngheéo, Cong ty sé khong thu
tién héa ting:

- Céc logi van ban quy dinh tai muc 2.1.1, muc 2.1.2 va muc 2.1.4 (tuy
truong hop).

- 01 ban'sao s6 ho nghéo.

Khong ép dung doi véi truong hop cai tang.

2.2. B6 tri hjc cot

Hoc cot do Cong ty xay dung theo timng 10, moi 16 gom nhiéu vi tri, dung dé
bd tri tro cbt ngudi chét sau khi hoa tang hodc boc cot cai tang.

Khach hang tu xay dung phan mo noi; tuan thi cdc quy dinh va dugc
huong dy du cac ché do, chinh sach tai timg thoi diém ctia Nha nude ban hanh
vé quan ly, su dung dat tai nghia trang nhan dan thanh pho Tra Vinh.

2.2.1. Trudng hop nguoi chét da co gidy trich luc khai tur:
- 01 ban sao giay trich luc khai tu.
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- 01 bdn sao cua mét trong cac loai gidy to (giay khen, bing khen, thé cong
chtic,...) thé hién nguoi chét da timg 1a can b, cong chuc (néu co).

- 01 ban sao chung minh nhan din/cin cudc cong dén cia ngudi den dang

ky.

* Truong hop khach hang dong thoi co su dung dich vu hoa tang cua Cdng
ty thi chi can cung cap thém 01 ban sao cua mot trong cac loai giay to thé hién
nguoi chét da timg 1a can bo, cong chirc (néu co)

2.2.2. Trudng hop nguoi chét chua co gidy trich luc khai tu:

- 01 ban sao mdt trong cac loai gidy néu tai tiéu muc a muc 2.1.2.

- 01 ban sao ctia mét trong cac loai gidy to (giay khen, bang khen, the cong
chur,...) thé hién nguoi chét di timg 1a can bg, cong chuirc (néu co).

- Ban gbc ching minh nhan dan/cin cudce cong dan cla nguoi dén dang ky;
Cong ty s€ hoan tra lai khi nop giay trich luc khai tu.

* Truong hgp khach hang dong thoi ¢o sir dung dich vu hoa tang cua Cong
ty thi chi cin cung cap thém 01 ban sao ctia mdt trong cac loai gidy to thé hién
ngudi chét da ting 1a can b, cong chire (néu co).

2.2 Trufmg hop cai tang:

- 01 gidy xac nhén cua chinh quyén dia phuong tai noi da an téng trudc do
ve viée thuc hién boc cot di doi, n6i dung xac nhan phai duoc nguoi ¢ tham
quyén ky tén, déng dau. (theo mau sé 03 dinh kém)

o

- 01 ban sao cua mét trong cac loai gidy to (glay khen, bang khen, thé cong
chc,...) thé hién ngudi chét da timg 1a can bo, cong chirc (néu co).

- 01 ban sao chimg minh nhan dén/can cudc cong dan ctia nguoi dén ding

ky.
. * Truong hop khach hang dong thoi co st dung dich vu hoa tang cua Cong
ty thi chi can cung cap thém 01 ban sao ctia mot trong céc loai gidy to thé hién

ngudi chét da tirng la can bg, cong chuc (néu co).

2.2.4. Bo tri cho cac truong hop chua c¢6 nhu cau st dung ngay:

- Giay dé nghi bo tri. (theo mau sé 04 dinh kem)

- 01 ban sao chimg minh nhan dan/cin cudc cong dan cua nguoi dé nghi
“duoc bo tri.

- 01 ban sao cua mét trong cac loai giay to (giay khen, bang khen, the cong
chirc,...) thé hién nguoi chét da tung la can b, cong chiic (néu o).

- 01 ban sao chung minh nhan dan/can cudc cong dan cua nguoi dén dang
ky.

2.3. B0 tri kim tinh

~ Kim tinh do Cong ty xay dung theo tung 16, mbi 16 gom nhiéu vi tri, dung

dé an tang thi thé nguoi chét.
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Khach hang tu xay dung phan mo nodi; tudn thu cac quy dinh va duoc
hudng day du céc ché do, chinh sach tai tirng thoi diém cua Nha nude ban hanh
vé quan ly, str dung dat tai nghia trang nhan dén thanh pho Tra Vinh.

2.3.1. Trudng hop ngudi chét da 6 gidy trich luc khai tu:
- 01 ban sao giay trich luc khai t.

- 01 ban sao ctia mot trong céc loai gidy to (giay khen, bang khen, the cong
chtre,...) thé hién nguoi chét da timg 1a cdn bg, cong chuc (néu co).

- 01 ban sao ching minh nhan dan/cén cudc cong dan cua nguoi dén dang
ky.

2.3.2. Trudng hop ngudi chét chua cé gidy trich luc khai tu:

- 01 ban sao moét trong cac loai g gidy néu tai tiéu muc a muc 2.1.2.

- 01 ban sao ctia mot trong cac loai gidy to (gidy khen, bang khen, the cong
chtc,...) thé hién nguoi chét da timg 1a can b, cong chirc (néu co).

- Ban gbc chirg minh nhén dan/can cude cong dan ctua nguoi dén dang ky:
Cong ty s€ hoan tra lai khi ndp giay trich luc khai tu.

2.3.3. Bé tri cho céc truong hop chua cé nhu cau st dung ngay:

© Gidy dé nghi bd tri. (theo mau s6 05 dinh kém)

- 01 ban sao chung minh nhan dan/cdn cude cong dan cua nguoi dé nghi
duoc bo tri.

- 01 ban sao cua mét trong cac loai gidy to (gidy khen, bang khen, thé cong
chiic,...) thé hién nguoi chét da tung la cén bd, cong chirc (néu co).

- 01 ban sao chung minh nhan déan/can cudc cong dan cua nguoi dén ding
ky.

2.4. Trach nhiém cua nguoi dén dang ky

- Su dung chung minh nhén déan/cén cudc cong dan cua chinh ban than
minh va phai con gia tri luu hanh. Cong ty s€ khong tiép nhan dang ky néu
ngudi dén dang ky khong dap ung yéu cau nay.

- Cung cap hd so ding ky trung thuc, chinh xac va hoan toan chiu trach
nhiém trudc phap ludt doi voi ho so do minh cung cap.

PIEU 3. DANG KY VA TIEP NHAN

3.1. Khach hang c6 nhu cau str dung dich vu phai chuan bj day du cac loai
gidy to can thiét tuong ung v6i truong hop can str dung néu tai Diéu 2 dén dang
ky tai bo phan tiép nhén:

3.1.1. Vao ngay thi 2 dén thir 6 hang tuan, trong gio- hanh chinh: Tal
tru s&; Cong ty, dia chi: 48A duong Son Thong, khom 1, phuong 7, thanh phé
Tra Vinh, tinh Tra Vinh; bg phéan phu trach: Phong Ké hoac h - Kinh doanh.

Quy trinh thuc hién:

a) Dich vu hoa ting:
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Buée 1. Khach hang: Chuan bi ho so, dén Phong Ké hoach - Kinh doanh
dang ky.

Budc 2. Phong Ké hoach - Kinh doanh (Phong KHKD):

Bude 2.1- Nguoi phu trach dich vu do; chiéu thoi gian yéu cau cua khach

hang véi thoi gian thuc hién dich vu da tiép nhén trude do (néu c6), truong hop
trung gio thi thong bao khach hang xem xét diéu chinh thoi gian, néu khong diéu

chinh duoc thi théng béo tir chéi dich vu.

Bude 2.2- Khi yéu to thoi gian duoc dam bao, ngudi phu trach dich vu
kiém tra ho so dang ky cua khach hang, néu day du, dang quy dinh thi tiép nhan
dich vu, néu hd so chua dam bao thi huéng dan khach hang bd sung hoan thién;
truong ho*p hé so khong dam bao thi théng bao tir chéi dich vu.

Bugre 2.3- Khi thoi gian thue hién va hé so diang ky da bao dam, ngudi phu
trach dich vu luu ho so va xuat Phiéu hoa tang, khach hang ky tén xac nhan.

[* Trudng hop gitr ban gbc chimg minh nhan ddn/can cudc cong dan cua
nguoi dén dang ky, nguoi phu trach dich vu phai:

- Thé hién o phan ghi chu Phiéu hoa tang: Cé gilr ban gbe va loai gidy
khach hang can bd sung,

- Hoan tra ban gbc khi khach hang bo sung day du cac loai gidy yéu cau va
yéu cau khach hang ghi ro thoi gian, ky tén x4c nhin da nhan lai ban gbe vao
Phiéu hoa tang ctia Phong KHKD luu.]

~ Bude 2.4- Nguoi phu trach dich vy ban giao Phiéu hoa tang cho nhan vién
ké toan cua Phong Tai chinh - Ké toan (Phong TCKT).

Phiéu héa tang gdm 03 ban (theo mau s6 06 dinh kém):

- 01 Ban: Luu tai Phong TCKT, do nguoi phu trach dich vu cua Phong
KHKD chuyén dén.

- 01 Ban: Luu tai B6i San Xudt cay glong Quan trang (D61 SXCG-QT),
sau khi Phong TCKT dong déu “DA THU TIEN” hoic “KHONG THU TIEN”,

do khach hang nop khi thuc hién dich vu.
- 01 Ban: Luu tai Phong KHKD sau khi Phong TCKT déng dau “PA THU

TIEN” hoac “KHONG THU TIEN”.
_ Truong hop ngudi chét thudc dién ho nghéo, nguoi phu trach dich vu dén
phong TCKT déng dau “KHONG THU TIEN” va dua 01 Phiéu hoa tang cho
khach hang va huéng dan khach hang dén Poi SXCG-QT giao Phiéu hoa tang
dé thuc hién dich vu.

Bude 3. Phong TCKT:

Bude 3.1- Nhan vién ké todn tiép nhan Plneu hoa tang, xudt Phiéu thu tién

va giao khach hang: 01 Phiéu hoa tang, 01 Phiéu thu tién; thong béo cho lanh
dao D61 SXCG-QT chuén bj thuc hién dich vu. Huéng dan khach hang budc

tiép theo.
Ban giao 01 Phiéu hoa tang cho nguoi phu trach dich vu ctia phong KHKD.
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Budre 3.2- Khach hang nhan Phiéu thu tién, Phiéu hoa tang dén Doi SXCG-
QT giao Phiéu hoa tang dé thuc hién dich vu.

Budce 4. Doi SXCG-QT:

Bude 4.1- Nhan vién hoa tang tiép nhan, kiém tra Phiéu hoa tang, ddi chiéu
vGi thong tin do nhan vién ké toan ctia Phong TCKT cung cap Truong hop
ching tur chua trung khop thi lién h¢ bo phén chuyén mon dé kiém tra, lam ro
nhdm xéc dinh ding dbi tuong khich hang, néu xac dinh khong phai la khach
hang da dang ky hodc khach hang cung cap ching tu ¢co dau hi¢u khong trung
thuc thi thu gitr ho so, bao céo lanh dao Céng ty chi dao gai quyét.

Khi chimg tir va thong tin day du, phi hop thi t6 chuc thuc hién dich vu.

Buée 4.2- Khach hang tham gia theo dai, giam sat dén khi hoan thanh, két
thuc dich vu néu c6 nhu ciu. Luu Phiéu thu tién (néu c).

b) Dich vu bé tri hoc c6t, kim tinh:

Bude 1. Khach hang: Chuan bi hd so, dén Phong Ké hoach - Kinh doanh
dang ky.

Bude 2. Phong KHKD:

Budre 2.1- Ngudi phu trach dich vu kiém tra ho S0 dang ky cua khach hang,
néu ddy du, ding quy dinh thi tiép nhan b tri, néu hd so chua dam bao thi
hudéng dan khach hang b6 sung hoan thién; truong hop hd so khéng dam bao thi
thong bao tu chéi bo tri.

Bude 2.2- Khi ho so dang ky da dam bao, nguoi phu trach dich vu cua
Phong KHKD sé& du kién vi tri, lién hé v6i ngudi phy trach cua Doi SXCG-QT

dé xac minh tinh trang, quyet dmh vi tri phu hop (ding nhu céu khach hang va
ding nguyén tic bd tri), luu trit ho so dang ky, xuét Phiéu bé tri, khach hang ky

tén xac nhan.

[* Truong hop gilr ban gbc chimg minh nhan dan/cin cude cong dan cua
nguoi dén dang ky, nguoi phu trach dich vu phai:

- Thé Kién & phan ghi chi Phiéu bé tri: C6 gitr ban goc va loai gidy khéch
hang cén giao bo sung.

- Hoan tra ban goc khi khach hang giao bo sung day du cac loai gidy yéu
‘ cau, va yéu cau khach hang ghi rd thoi gian, ky tén xac nhan da nhéan lai ban goc

vao Phiéu bd tri cia Phong KHKD luu.]

Bude 2.3- Nguoi phu trach dich vu ban giao Phiéu bd tri cho nhan vién ké
toan ctia Phong TCKT, sau d6 tién hanh cap nhat thong tin vao so dd quan ly.

Phiéu bd tri hoc ct/kim tinh, gom 04 ban (theo mau s6 07, 08 dinh kem):

- 01 Ban: Luu tai Phong TCKT, do nguoi phu trach dich vu cua Phong
KHKD chuyén dén.
- 01 Ban: Luu tai D61 SXCG-QT, sau khi Phong TCKT dong dau “PA
THU TIEN”, do khach hang mang toi ngp khi dén nhén ban giao vi tri.
- 01 Ban: Luu tai Phong KHKD sau khi Phong TCKT dong dau “PA THU
TIEN™.
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- 01 Ban: Khach hang luu sau khi Phong TCKT dong dau “pA THU
TIEN”.

Budce 3. Phong TCKT:

Buéc 3.1- Nhan vién ké toan tiép nhan Phiéu bé trf hoc cot/kim tinh, xudt
Phiéu thu tién va giao khach hang: 02 Phiéu bo trf hoc ¢bt/kim tinh, 01 Phiéu thu
tién; thong béo cho lanh dao Doi SXCG-QT biét ndi dung dich vu da bo tri.
Hudng dan khach hang budc tiep theo.

Ban giao 01 Phiéu bo trf hoc cot/kim tinh cho ngudi phu trach dich vu cua
phong KHKD.

Bude 3.2- Khach hang nhén Phiéu thu tién, Phiéu b_é tri hoc cot/kim tinh
dén Doi SXCG-QT giao 01 Phieu bo tri hoc cbt/kim tinh dé nhan ban giao vi tri.

Buée 4. Doi SXCG-QT:

Bude 4.1- Nguoi phu trach dich vu:

- Tiép nhan, kiém tra chimg tir va dbi chiéu voi thue dia; truong hop thong
tin chimg tir chua dam bao thi lién hé ngudi phu trach dich vu cua phong KHKD
dé kiém tra, néu c6 sai sot thi yéu céu dicu chinh; dong thoi doi chiéu vaéi thong
tin do nhan vién ké toan cua Phong TCKT cung cap nhdm xac dinh dung doi
twong khach hang, truong hop xac dinh khong phai la khach hang da dang ky
hodc khach hang cung cap thong tin, chung tur c6 diu hiéu khong trung thuc thi
thu giit ho so, bdo céo lanh dao cong ty chi dao gai quyét.

- Khi chung tir va déi chiéu ding quy dinh thi tién hanh ban giao vi tri cho
khéach hang, ky xdc nhén ban giao vi tri vao Phiéu bd trf hoc cot/kim tinh cua
khéch hang luu.

- Hudng dan khach hang luu tri, st dung chimg tir vé sau.

Bude 4.2- Khach hang nhan ban giao vi tri, luu va bao quan can than
Phiéu bd tri hoc cot/kim tinh, Phieu thu tién. (day la yéu cau bat bugc vi
quyén loi cia khdach hang nham dé doi chiéu khi can thiét).

Buéc 5. St dung hdc cot/kim tinh:

Buée 5.1- Khach hang: St dung dung vi tri d& dang ky va duoc ban giao;
khi chudn bi dua vao st dung phai thong bdo va xuat trinh Phiéu bo tri hoc
cbt/kim tinh dé.Doi SXCG-QT kiém tra, doi chiéu; truong hop khach hang nhan
ban giao (néu tai budc 4.2) va dua vao st dung ngay thi thong bao Doi SXCG-
QT biét dé theo ddi quan Iy ma khoéng can phai xuat trinh Phiéu bo tri dé doi
chiéu.

Buée 5.2- Doi SXCG-QT: Khi nhén thong bao chuan bi dua vao sur dung
cua khach hang phai tién hanh kiém tra, d6i chiéu ho so, xac dinh vi tri chinh
xac va dong vy dé khach hang dua vao su dung, sau dé cap nhat vi tri da su dung
vao so do theo doi.

3.1.2. Vao ngay thi 7, chi nhit, ngay nghi 1é va ngoai gio hanh chinh:
Tai nghia trang nhan dan thanh pho Tra Vinh, dia chi: Puong Nguyen Chi
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Thanh, khom , phuong 9, thanh phé Tra Vinh, tinh Tra Vinh; bo phan phu
trach: DQ] SXCG-QT.

Quy trinh thuc hién:

a) Dich vu hoa tang:

- Bude 1. Khach hang: Qhuén bi hé so, dén Doi SXCG-QT (trong khu vuc
nghia trang nhéan dan thanh pho Tra Vinh) dang ky.

- Bude 2. Poi SXCG-QT:

Bude 2.1- Nguoi phu trach dich vu dor chiéu thoi gian yéu cau cua khach
hang voi thoi gian thuc hién dich vu da tiép nhan trudc do (néu co), truong hop
trung gio thi thong bao khach hang xem xét diéu chinh thoi gian, néu khong diéu

chinh duoc thi théng béo tir chdi dich vu.

Budce 2.2- Khi yéu t6 thoi gian dugce dam bao, nguoi phu trach dich vu
kiém tra ho so dang ky cua khach hang, néu day du, ding quy dinh thi tiép nhan

dich vu, néu hd so chua dam bao thi huéng dan khach hang bo sung hoan thién;
trudng hop hé so khéng dam bao thi thong bao tir chéi dich vu.

Buée 2.3- Khi thoi gian thyc hién va hé so ding ky da bao dam, nguoi phu
trach dich vu ghi so theo déi, thu tién ctia khach hang, to chue thuc hién dich vu.

Trudng hop ngudi chét thude dién ho ngheo thi khong thu tién dich vu.

Bude 2.4- Nguoi phu trach dich vu:

- Bao quan hd so ding ky, thay mit khach hang dén Phong KHKD va
Phong TCKT dé hoan chinh thu tuc dang ky vao ngay lam viéc gan nhat sau do.

- Hudng dan khach hang dén Phong KHKD dé bo sung hd so dang ky va
nhan lai ban gbc chtimg minh nhan dan/can cudc cong déan (néu co).

- Bude 3. Phong KHKD:

Bude 3.1- Nguoi phu trach dich vu tlep nhan va kiém tra ho so dang ky;
truong hop hé so chua dam bao thi yéu cau bo sung, hoan chinh; néu khong thé
b sung, hoan chinh hé so dang ky theo quy dinh thi bao céo lanh dao Cong ty

chi dao giai quyeét.
_ Buéce 3.2- Khi ho so dang ky da bao dam, ngudi phy trach dich vu luu tri
ho so dang ky, xuat Phiéu hoa tang.

[ ffru‘fmg hop gitr ban gbc ching minh nhan dén/can cude cong dan cua
nguoi dén dang ky, nguoi phu trach dich vu phai:

- Thé hién o phép ghi cht Phiéu hoa tang: Cé gilt ban gbe va loai gidy
khach hang can giao bo sung.

- Hoan tra ban gbe khi khach hang giao bo sung day du cac loai gidy yéu
cau,'va yéu cau khach hang ghi rd thoi gian, ky tén x4c nhén da nhan lai ban goc
vao Phiéu hoa tang ctia Phong KHKD luu.]

Buwée 3.3- Ngudi phu trach dich vu cua Doi SXCG-QT thay mat khach
hang ky tén xac nhan vao Phiéu hoa tang va chuyen dén nhan vién ké toan cua
Phong TCKT.
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Phiéu hoa tang gém 03 ban (theo mau sé 06 dinh kém):

- 01 Ban: Luuf tai Phong TCKT, do nguoi phu trach dich vu cua Doi
SXCG-QT chuyén dén.

- 01 Ban: Luu tai Boi SXCG-QT, sau khi Phong TCKT dong dau “PA
THU TIEN” hodc “KHONG THU TIEN”.

_ - 01 Ban: Luu tai Phong KHKD sau khi Phong TCKT dong dau “PA THU
TIEN" hoac “KHONG THU TIEN".

Trudng hop nguoi chét thugce dién hoé ngheo, _nguoi phu trach dich vu cua
Po6i SXCG-QT dén Phong TCKT dong dau “KHONG THU TIEN” vao Phiéu
hoa tang va luu gitr 01 phiéu.

Bude 4. Phong TCKT:

Bude 4.1- Nhan vién ké toan tiép nhan Phiéu hoa tang, xuét Phié’uﬂlhu tién
va giao nguoi phu trach dich vu cia Boi SXCG-QT 01 Phiéu hoa tang dé luu.

Budce 4.2- Ban giao cho nguoi phu trach dich vu cua phong KHKD: 0]
Phiéu hoa tang dé luu va Phiéu thu tién dé giao néu c6 khach hang dén nhan.

b) Dich vu b6 tri hoc cot, kim tinh:

Chi ap dung trong truong hop khach hang c6 nhu cau str dung ngay it nhat
01 vi tri trong ngay tha 7, chu nhat, ngay nghi 1€ va ngoai gio hanh chinh.

Budée 1. Khach hang: Cl}uén bi hd so, dén Doi SXCG-QT (trong khu vuc
nghia trang nhan dan thanh pho Tra Vinh) dang ky.

Budée 2. Doi SXCG-QT:

~ Budce 2.1- Nguoi phy trach djf:h vu kiém tra ho S0 dang ky cua khach hang,
néu day du, ding quy dinh thi tiép nhan bo tri, néu ho so chua bao dam thi
hudng dan khach hang b sung hoan thién; truong hop hé so khong bao dam thi
thong bao tir choi bo tr.

‘, Bude 2.2- Khi hé so dang ky da bao dam, nguoi phu trach dich vu tiép
nhan ho so dang ky:

- Thu tién, ghi sb theo d6i; ban giao Vi tri; hudng dan khéch hang dén
Phong KHKD dé nhan ching tir luu hodic bd sung hd so dang ky va nhan lai ban
gbe gidy chirmg minh nhén dan/cin cudc cong dan (néu cé).

. Noird vayéu cau khach hang phai dén nhin, bio quan can thin Plliéll
b tri hoe cot/kim tinh, Phieu thu tién. (ddy la yéu cau bar budc vi quyen loi
cua khach hang nham deé doi chiéu khi can thiét)

- Cap nhat vi tri da sir dung vao so do theo doi.

- Bao quan ho so dang ky, thay mat khach hang dén Phong KHKD va
Phong TCKT dé hoan chinh thu tuc dang ky vao ngay lam viéc gan nhat sau do.

Bude 3. Phong KHKD:

Bude 3.1- Nguoi phu trach dich vu tiép nhan va kiém tra ho so dang ky
(bao gdbm su phu hop cua vi tri da bo tri); truong hop hd so chua bao dam thi
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yéu cau bo sung, hoan chinh; néu khong thé bd sung, hoan Fl]i'n}i hd so dang ky
theo quy dinh thi bao céo lanh dao Cong ty chi dao giai quyét.

Budée 3.2- Khi hd so dang ky da bao dam, nguoi phu trach dich vu luu ho
so dang ky, xuat Phiéu bé tri; nguoi phu trach dich vu cua Boi SXCG-QT thay
mat khach hang ky tén xac nhan.

[* Truong hop gitr ban gc chimg minh nhin dan/can cude cong déan cua
nguoi dén dang ky, nguoi phu trach dich vu phai:

- Thé hién o phan ghi chti Phiéu b6 tri: C6 gitr ban gbe va loai gidy khach
hang can giao bd sung.

- Hoan tra ban gbe khi khéch hang giao bo sung day du céc loai gidy yéu
cau, va yéu cdu khach hang ghi rd thoi gian, ky tén x4c nhin da nhan lai ban goc
vao Phiéu bé trf ctia Phong KHKD luu.]

Budge 3.3- Nguoi phy trach dich vu ban giao Phiéu b tri cho nguoi phu
trach dich vu ctia Doi SXCG-QT, sau d6 tién hanh cap nhat thong tin vao so do
quan ly.

Phiéu b tri hoc cdt/kim tinh, gdm 04 ban (theo mau sé 07, 08 dinh kém):

- 01 Ban: Luu tai Phong TCKT, do nguoi phu trach dich vu cua cua D1
SXCG-QT chuyén dén.

- 01 Ban: Luu tai BDoi SXCG-QT, sau khi Phong TCKT dong dau “DA
THU TIEN”,

- 01 Ban: Luu tai Phong KHKD sau khi Phong TCKT dong dau “PA THU
TIEN”.

- 01 Ban: Khach hang Iuu, sau khi nguoi phu trach dich vu cua Béi SXCG-
QT ky xac nhan ban giao vi tri va Phong TCKT dong dau “DA THU TIEN”, do
ngudi phu trach dich vu cua cia Phong KHKD ban giao.

" Buéc 4. Phong TCKT:

Buéc 4.1- Nhan vién ké toan tiép nhan Phiéu b6 trf, xuat Phiéu thu tién va
giao nguoi phu trach dich vu cia Boi SXCG-QT 01 Phiéu bo tri dé Tuu.

Bude 4.2- Ban giao cho nguoi phu trach dich vu cua phong KHKD: 02
Phiéu bo tri va Phiéu thu tién.

Bude 5. Khach hang: Dén Phong KHKD

- B6 sung hé so dang ky, nhén lai ban gdc gidy da nop (néu co).

- Nhén Phiéu b tri, Phiéu thu tlen khach hang phai luu gitr va bao quan
cin than Phiéu b6 tri, Phiéu thu tién. (day la yéu cdau bét bude vi quyén loi
cua khach hang nhdm dé doi chiéu khi can thiét)

Bude 6. Sir dung hdc ebt/kim tinh (truong hop khéch hang con vi tri chua
su dung):

Budge 6.1- Khach hang: Su dung dung vi tri da déng ky va duoc ban giao;
khi chuén bi dua vao st dung phai thong bao va xuat trinh Phiéu bo tri hoc
cot/kim tinh dé doi chiéu.
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Buée 6.2- Nguoi phu trach dich vu cua Doi SXCG-QT: Khi nhan thong
bdo chuan bj dua vao st dung ctia khach hang phai tién hanh kiém tra, doi chiéu
ho so, xéac dinh vi tri chinh xac va dong y dé khach hang dua vao su dung, sau
d6 cap nhat vi tri da str dung vao so do theo dai.

3.2. Phong KHKD, Phong TCKT va Boi SXCG-QT co trach nhiém phén
cong nguoi phu trach dich vu.

3.3. Trach nhiém ctia ngudi duge phan cong phu trach dich vu tai timg bo
phan: Tén tinh huéng dan, phuc vu khach hang; tuan thu quy dinh va thuc hién
dich vu dung quy trinh; bdi thuong, khac phuc hau qua cho khach hang néu do
16i chi quan clia ¢4 nhan gay ra.

3.4. Cac quy dinh vé gia thuc hién theo quy dinh hién hanh cua Cong ty:
rleng d6i véi dich vu hoa tang ¢6 ap dung chinh séch khong thu tién dich vu doi
v6i truong hop ngudi chét thude dién hd nghéo nhu da néu tai quy ché nay.

PIEU 4. NGUYEN TAT BO TRi HOC COT, KIM TINH

4.1. So dd quén Iy.

GOm ¢6 tén 18, tén khu, sb tht tu va thong tin cua nguoi da duoc b tri tai
tung vi tri.

4.1.1. Tén 16: ...; Khu: ... (ghi tén 16, khu theo hé so tong thé)

4.1.2. S() thu tu tung vi tri: Tang dan theo huéng Béc - Nam dén hét vi tr
cua 16; day s6 1é c6 huong quay dau vé huong Pong, bit dau la s6 01; day s6
chén ¢6 hudng quay dau vé huéng Tay, bat dau la sb 02.

D6i v6i cac 16 dd xay dung nhung chua bé tri cho khach hang, thi diéu
chinh lai cho phu hop; trudong hop 16 da co bé tri cho khach hang thi tiép tuc su
dung so do hién tai dé bo tri.

4.1.3. Thong tin cua nguoi da duoc bé tri tai ting vi tri: Cap nhat ngay vao
so do quan ly khi bo tri cho khach hang, gom day du thong tin ca nhan ghi trén
chting minh nhén dan/cén cudc cong dan va thoi diém bo tri.

Doi véi cée 16 chua b tri hét vi tri thi tién hanh cap nhét thong tin tai céc
vi tri da bo tri vao so do hién tai dé quan ly.

Déi v6i cac 16 da bd trf hét vi tri thi tién hanh cdp nhét thong tin theo 19
trinh dén hét 31/12/2021 sé hoan thanh, trong dé théng tin thoi diém bo tri
khong phai cap nhat.

4.1.4. Nguoi phu trach cua Doi San xuét cdy giong - Quan trang ¢o trach
nhiém cung cap thong tin, thoi diém vi tri duge dua vao st dung dé cap nhat vao
so do quan ly. _

Déi v6i vi tri dd su dung trude thoi diém quy ché nay dugc ban hanh thi
tien hanhh cép nhat thong tin theo 10 trinh dén hét 31/12/2021 sé hoan thanh,
trong d6 chi thé hién théng tin di duoc st dung, khong thé hién théng tin thoi
diém st dung.

4.1.5. Nguoi phu trach ctia Phong Ké hoach - Kinh doanh c¢ trach nhiém
14p va cap nhat so do quan ly.
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4.2. Nguyén tic bb tri:

4.2.1. Khach hang duoc lya chon huong quay dau vé huong Pong hoidc
hudng Tay tai moi vi tri.

4.2.2. Bo tri theo s6 tha tu téng dan lién ké dén hét vi tri moi chuyen sang
16 moi; day sb 1é co hudng quay dau veé hudng Dong, b4t dau la so 01; day so
chiin c6 huéng quay dau veé hudng Tay, bat dau 1a s6 02.

Truong hop khach hang ding ky tur hai vi tri tré 1én cho mot | an dang ky va

c6 nhu cau cac vi tri lién ké nhau ma 16 hién tai khong con du vi tri dé bo tri thi
chuyen sang 16 moi, sau do phai quay vé 16 hién tai dé bé tri cho khach hang co

nhu cau tiép theo.

Khong duoc chuy‘én sang 16 moi khi s6 luong vi tri, huéng quay dau cua 16
hién tai dap ung nhu cau cua khach hang.

4.2.3. D6i San xuét cdy giéng - Quan trang hudng dan, ban giao dung vj tri
cho khach hang.

PILU 5. TO CHUC THUC HIEN:

5.1. Céan ctr vao trach nhiém duoc quy dinh: T4t ca tap thé, cé nhan phai

tuén thu thue hién Quy ché nay trén tinh than phdi hop, hd tro ]an nhau; tan tam
phuc vu khach hang; nghiém cdm moi hinh thire tiéu cuc hodc cd tinh gay kho
khan, can trd trong cong viéc.

5.2. Phong KHKD: Tong hop, béo cdo so liéu dich vu da tlep nhan hang

thang cho Ban Tong giam dbc trude ngay 05 hang thang (theo mau s6 09 dinh
kém); cung cép day di hd so luu theo yéu cau dbi chiéu cua Phong TCKT.

5.3. Phong TCKT: Tong hop, dbi chiéu théng tin, s6 lidu v6i hd so luu clia
Phong KHKD dinh ky moi qui, bdo cédo két qua cho Ban Tong giam dbc trude
ngay 15 thang dau tién cua qui lién ké (theo mau sé6 10 dinh kem).

5.4, Do6i SXCG-QT: Tong hop, bao céo s6 liéu ban giao, sir dung vi tri hoc
cot/kim tinh cua khach hang cho Ban Tong giam dbc trude ngay 05 hang thang
(theo mdu s6 11 dinh kém).

5.5. Trong qua trinh t chue thuc hién, néu c6 van dé vuong mac phat sinh
can thiét phai diéu chinh b6 sung, truong Phong KHKD dé xuat Ban Tong Giam

déc stra doi, bo sung cho phu hop.
Quy ché nay da dugc thong qua va co hiéu luc thi hanh ké tir ngay ky./.
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Mau s6 01

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap — Tu do — Hanh phtic

GIAY DE NGHI HOA TANG
(dung cho to chuc yéu cau)

Kinh gui: Cong ty c¢b phan Cong trinh dé thi Tra Vinh

Chung toi la:
ENE 07 L oL (o Rt
b DB CHLL «evon e vmorm ensmnomsamsesasssnink s 53 T8EE AT HIRESY 83 B FTR SRS RN S S5 S wvn bam s vmmenans
C B 21 T511 1 170 U RS
+ Dai dién 12 Ong (Ba) ..oovoeeeeceieeeeesieee e, I 15 o0 4| LA——

C6 nhu cau sir dung dich vu hoa tang cia Quy Coéng ty cho truong hop chét ¢6
thong tin cé nhan nhu sau:

T Hio T e “ AT BNk cossusmpmnmm
4 CNVINICCED) S5 v remsonssensnrsssasasssssss sk isissssispiass e issemsmssarsrmases
ADTVE CPUIBINS .. s s 50 ST A G054 9 R R R R NSRS 2053

+ HO KhAU thUONZ U1 .evveveieeeeeeie et

+ Nguyen NhAN Tl VONEZ: c.eooueeeuiriiiiiieiniie s

Chting t6i cam doan rang truong hop ti vong néu trén da duoc xéc dinh
nguyen nhan rd rang va da dugc thong bao day du dén co quan chirc nang, dang

trong qué trinh 1ap ho so cép gidy trich luc khai tur.

Bong thoi xin gidi thiéu ONE (BA) covvvvieeeieee ettt
duoc cir dén Quy cong ty dé thuc hién thu tuc hoa tang.

Sau khi truong hop tu vong néu trén dugc cap gidy trich luc khai tu, ching
t6i s& cung cap ngay cho Quy cong ty 01 ban sao dé luu trir ho so theo quy dinh.

Tran trong./.

PAI DIEN CUA TO CHUC
(ky tén, dong dau)
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M s6 02
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Tu do — Hanh phuc
%

.............. JTERY s THARD oo AR coeone

GIAY PE NGHI XAC NHAN TU VONG
(dung cho c4 nhan yéu céu, dé thuc hién hoa tang)

Kitiks gitsis T bom SHAL B ....crrernrmsonnsscnsnsssennons s isusissigsnss itsinmesmamesmmsss

(xd, phwrong, thi tran noi ngudi tir vong ¢é hé khau thuong tri)

0T LI JA: oottt e e e e e e eneeaseeaens  THATHL BIMY cnammvammsammsmis

ST NIIEICSITIEN 1B om0 TSRSt

+ HO KhAU thUONE LT oo

+ Quan hé VO NZUOT t VONZ: ...eeiriiiiiiiiiiiieiiiie i

Nhiam bé sung ddy du thu tuc dé thuc hién hoa tang cho ngudi da tr vong
trong luc chua dugc cap giay trich luc khai tur,

Kinh dé nghi Quy lanh dao dia phuong xem xét, xdc nhan truong hop tu
vong c6 thong tin ca nhan nhu sau:

+ Blo 58 18I vovommaumminsiis s s s eSS :nam sinh:
+ CMND/CCCD SO: oot
T QUE GUALE .cuaevanevammmmsssasmunsasssmmssessmpsrnersrassnmsentanssrassnsas s ST RRESEZIVE
+ HO Khau thUOng tr0: c.ovoveceeeoeeeeeeeeeeeee et

+ NguyEn NhAN T VONE! .oeuiiiiiiiiiiireeeeieee e s

T6i cam doan rang trudng hop tir vong néu trén da duoc xdc dinh nguyén
nhan rd rang va di duoc thong bao day du dén co quan chuc nang, dang trong
qua trinh 1ap ho so cap giay trich luc khai tu.

Tran trong./.

XAC NHAN CUA PIA PHUONG NGUOI BE NGHI
Bl dicn UBND ....ocomemnnassssanssisnsessssssiiisssisnss (ky tén, ghi rd ho tén)

xac nhan truong hop to vong néu trén tai dia
phuong la ding su that.

..................... DEAY: o ThANE s DAL ssssaisesss
TMLUBND Lo

(ky tén, ghi chirc vu, dong dau xdac nhan)
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Madu 56 03
CONG HOA XA HOI CHU NGHIA VIET NAM
DPoc 1ap — Ty do — Hanh phuc

GIAY DE NGHI XAC NHAN BOC COT

Kinh gui: Uy ban nhan QAN oo

(xa, phwong, thi tr an noi dang an tang)

TOL BN LA: coveeeeeeeeeieiiereir e e e e e e s renae s 11540 2113 o RO

1515 1.0) 118 861 B 1 R ———

HO KDAU thUONE T oo

Quan hé voi nguol duoc BB B ..ooeceommiensmnans smnassns i S S S

Nh‘ém bo sung day du thu tuc dé thuc hién cai tang cho ngudi dugc boe cot,
di doi-vé dia diém mai,

Kinh dé nghi Quy lanh dao dia phuong xem xét, xdc nhan viéc boc ot nhu

sau:
F THO B TOIYS vunsissinonsnswsm o euissess s s vy e s s S N e R A RS HORRR AN
(ehi tén nguoi duoc béc cot)
+ D B BRTANDD . crvrresemmresmsmmsmsrmsensnsssnsensmsssmas o5 IET IR ARG RS ESASS
S THSE gian thre Hilt BOCTOL: s mem o
; (ghi thoi gian hoan thanh viéc béc cot)

Téi cam doan rang truong hop béc cot néu trén la dung su that, rd rang,
khong co phat sinh tranh chap, mau thuan véi bt ky ai.

Tran trong./.

- XAC NHAN CUA DIA PHUONG NGUOI BE NGHI
Pat ditn UBND s (ky tén, ghi 1o ho tén)

xac nhéan truong hop bdc cbt néu trén tai dia
phuong la dung su that.

..................... Y sse THANE: iven DAM o cvinaasions
TMLUBND .vucversnmennsensnsnessnorssssssnsasssssapsansessasssss

(ky tén} ghi chitc vu, dong dau xdac nhan)
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Mdu s6 04
CONG HOA XA HOI CHU NGHIA VIET NAM
DPoc lap — Tu do — Hanh phuc

GIAY PE NGHI BO TRi HQC COT
Kinh gui: Cong ty c6 phan Cong trinh do thi Tra Vinh

TOT N LA: oo a1 11 0Bio1 111 P ———
4 EONINIDACCCTY B0?. sorcnennonsamnsaarans s s s asssisss asans s veumansssesesenn
+ HO KRAU thUGNE TIU: et
S o 011233 1811 16 12 ) OSSR O P POPIOPIPR PSP
Dai dién cho tat ca ca nhan co lién quan,

bé nghi Quy Cong ty b tri hoc ¢t tai nghia trang nhan dan thanh phé Tra Vinh
theo s0 luong, danh sach kém theo nhu sau:

+ 86 luong dé nghi: ....... vi tri

+ Danh sach ngudi dé nghi duoc bb tri:

L= ONE (DA oot o 1701 0 151 S
B e 00 [BY «e.cnommmeseomemamasmacamsmsmsamovnsl55 5300 B EREAS SRS : A SIRRY . esissnnis
3.2 ONE (DA) oot ;nam sinh: ...

.........................................................................................................................
.........................................................................................................................
.........................................................................................................................

........................................................................................................................

(kem theo la 01 ban sao CMND/CCCD ciia tdt cd nguoi cd tén trong danh
~ sdach de nghi)

T6i va tat ca ca nhan cé lién quan cam két tuan thu day du cac quy dinh,
ché do, chinh sach tai ting thoi diém ctua Nha nude ban hanh vé quan ly, st
dung dat tai nghia trang nhan dan thanh phé Tra Vinh.

Tréan trong./.

! NGUOI DAI DIEN DE NGHI

(ky tén, ghi rd ho tén)
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Mau 56 03
CONG HOA XA HOI CHU NGHIA VIET NAM
Péc 1ap — Tu do — Hanh phtc

GIAY PE NGHI BO TRI KIM TINH
Kinh giri: Cong ty c6 phan Céng trinh d6 thi Tra Vinh

TOT EEI LA oot e e e e ea e e e e e reaneaees 81211 1 £211110 1T,
e 81751170 51610 1" O A————————
+ HO KhAU thUONE T .ot
b PHBI THOBL? .covssmressosomsmavnmmmmvsrrensmmmssmsnonsnsnsn sssns ssnsmenss oo SV ARSEHE 140 S PE RS
Dai dién cho tat ca ca nhan c6 lién quan,

pé nghi Quy Cong ty bd tri kim tinh tai nghia trang nhan dan thanh phd Tra
Vinh theo s6 luong, danh sach kem theo nhu sau:

+S6 luong deé nghi: ....... Vi tri

+ Danh sach nguoi dé nghi duoc bé tri:

l.- Ong (DA) ceeeeeee e (A SINE s
D~ ORI EBEY . ccwommommosiit G R RS04 ; nam sinh: ...............
3= ONZ (DA) v :nam sinh: ...

_ (kém theo la 01 ban sao CMND/CCCD cua tét ca nguoi ¢é tén trong danh
sdach de nghi)
T6i va tat ca ca nhan co lién quan cam két tuan thu day du cac quy dinh,

ché do, chinh sach tai timg thoi diém ctia Nha nuéc ban hanh vé quan ly, st
dung dét tai nghia trang nhan dan thanh phé Tra Vinh.

Tran trong./. )
NGUOI bAI DIEN BE NGHI
(kv tén, ghi rd ho tén)

-18/25-



Mau 56 06

CONG TY CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TRINH PO THI TRA VINH Poc lap — Tu do — Hanh phuc
SO o, /DV.HT Tp Tra Vinh, ngay ...... thang ..... 42 18 0 (RO

(dong dau treo cua cong ty)

PHIEU HOA TANG

_ Cin ctr vao nhu cau cua (khach hang, nguoi dén dang ky):
10,1 T (1) RSN — : WAL SENEE, sosumssmmsnman
4 CMNDICETD 56Y ... sereummnsrensrssssorsnamasssmsos b samiesasisssinssssmssssssassssmss sarsssansis
+ HB Khains HEBIE DI .o sressnonsrsinssissiasiiessbassiossssssemsssmms v stossimmummmmsesmmssnssors

S ok 5110181 411 | TR ——— L

- Cong ty cb phén Cong trinh h do thi Tra Vinh dong y tiép nhan thuc hién dich vu
hoa téng theo yéu cau ctia khach hang cho truong hop ¢ tén dudi day:

+ ONE (DA oviveiieeeere e 11 150 111 | RS

+ Thudc truong hop: Mdi chét OJ; Béc cbt: [J; Khong thu tién dich vu: [J
Ho so dang ky gom:

+ 01 ban sao gidly CMND/CCCD ctia ngudi dén dang ky: ...(c6/khong)

+ 01 ban sao giay trich luc khai tir cua ngudi chét: ...(co/khong)

+ 01 ban sao s6 ho nghéo ctia ngudi chét: ...(co/khong)

+ Gidy béo tir hodc gidy to thay Gidy bdo tir cta ngudi chét: ...(cd/khong)

‘;-I" Gidy dé nghi cta t6 chirc yéu cau (theo mau s6 01): ...(co/khong)

+ Giay x4c nhan cua chinh quyén dia phuong (theo mau sb 02): ...(c6/khdng)
+ Gidy xéc nhan cta chinh quyén dja phuong (theo mau s6 03): ...(co/khong)

- Pia diém thuc hién hoa Féng: Tai nghia trang nhan déan, duong Nguyén Chi
~ Thanh, phuong 9, thanh phé Tra Vinh, tinh Tra Vinh.

- Thoi gian bat dau hoa tang: .......... gio ...... phit, ngay ..... thang ... nam ...........

- Khach hang tu trang bi d6 dung dung tro cot,

S 131 1 11 Ot i S e S AR e s s s R  BRA
KHACH HANG LAP BANG TP. KH-KD

...................................................



Méu s 07

CONG TY CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TRINH DO THI TRA VINH Doc lap — Tu do — Hanh phiic
sea¥®ose e -
Lo J—— /DV.HC Tp Tra Vinh, ngay ...... thang ..... nam............

(dong dau treo cua cong (y)

PHIEU BO TRi HOC COT

- Can ctr vao nhu cau cua (khach hang, nguoi dén dang ky):

F ONE (DA): vt : Nam sinh: ....cccoovineenn,
+ DI Chi: v = Bi6ti (HORL: e

- Cong ty co phan Cong trinh d6 thi Tra Vinh dong y tiép nhan thue hién dich vu
bé tri hoc cdt theo yéu cau cua khéch hang cho cac truong hop ¢6 tén dudi day:

l.- Ong (DA) e :nam sinh: ...............
Vi tri: 86 .......... L sonmanmms (4110 R TR ———— - Biéu o (1 Qo7 | R—
2= Ong (DA) e ;nam sinh: .............
Vitri: S .......... LO o, KAU oo - Biéu gia loai ..........
3. ONZ (DA oo 11 (1) ¢ | (g —
Vitri: Sb ... G T Khu oo, - Biéu gid logi ..........
4.2 ONG (DA) oo ; nam sinh: ...............
Vitri: S6 .......... | 51 KRU oo, : Biéu gid loai ..........

Ho so diang ky gdém:
+01 ban sao gidy CMND/CCCD cua nguoi dén dang ky: ...(cé/khéng)

P ban sao gidy trich luc khai tir cta ........ nguoi chét
F oo, Giy bao tir hodc gidy to thay Gidy bdo tir cia ....... ngudi chét
o S ban sao gidy CMND/CCCD ctia ........ ngudi duoc b tri

+ Giy xéac nhan cta chinh quyén dia phuong (theo mau s6 03): ...(cé/khéng)
+ Gidy dé nghi bé tr hoc cdt (theo mau sb 04): ...(cé/khong)
+ Ho so can bo, cong chire ctia ngudi duoc bé tri: ...(co/khéng)

B € 1 Vo] o 1L T

POI SXCG-QT KHACH HANG LAP BANG TP. KH-KD
Xéc nhan ban giao (d6i v6i
phiéu luu ctia khach hang)
Ngay ban giao ....... { sl uaecsios
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CONG TY CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TRINH PO THI TRA VINH Péc lap — Tu do — Hanh phc
ko e ¥
SO v, /DV.KT Tp Tra Vinh, ngay ...... thang s DR

(déng ddu treo cuia cong tv)

PHIEU BO TRI KIM TINH

- Cin et vao nhu cau cua (khach hang, ngudi dén ding ky):

F ONE (DA): oot o ¢ T ] CRT——
F Blia Ohis s s s s : Dién thoai: ....ooooeeenns

- Cong ty ¢ phz"in Cong trinh dé thi Tra Vinh déng y tiép nhan thuc hién dich vu
b6 tri kim tinh theo yéu cau cua khach hang cho céc truong hop co6 tén dudi day:

1.2 ONE (DA) woee oo R o) ——
Vitri: 86 .......... LO oo, KAU v, - Biéu gia loai ..........
2.2 ONG (DA oo ® BOITL SIS s
Vi trf: S6 e, | I, PO———— 8 5, J R ——————. - Biéu gia loai ..........
3.2 ONE (DA) ettt ; ndm sinh: ...............
Vitri: S .......... LO oo KRU oo, - Biéu gi4 loai ..........
4.2 ONE (DA v AR BIAHE wocosancsnies
Vitri: SO ... Lo o, KAU oo - Biéu gid loai ..........

Hé so ding ky gom:
+01 ban sao gidy CMND/CCCD cuia ngudi dén dang ky: ...(cé/khéng)

F ccaonns ban sao gidy trich luc khai tr cta ........ ngudi chét
F o, Gidy bao tir hodc gidy to thay Gidy béo tir cua ....... ngudi chét

F rrerene ban sao gidy CMND/CCCD cua ........ ngudi dugc bb tri
+ Giy dé nghi bd tri kim tinh (theo mau s6 05): ...(cé/khdng)
+ Hb so can bd, cong chire cuia nguoi duge bé tri: ...(co/khéng)

€ 2 VA< 3 15 OO TSP UPPTRRUPRPR

.................................................................................................................................

POI SXCG-QT KHACH HANG LAP BANG TP. KH-KD
Xéc nhan ban giao (ddi voi
phiéu luu cta khach hang)
Ngay ban giao ....... ) S [——

..........................................
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CONG TY CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TRINH DO THI TRA VINH Poc lap — Tu do — Hanh phtc
PHONG KH-KD TP.Tra Vinh, ngay ...... £37:0a oS . - ; M
BAO CAO

V/v tiép nhan dang ky, t6 chic hoa tang, mai tang
(thang .....nam ........ )

Kinh gui: Tong Giam doc Cong ty

Can cu Quyet dinh s6 ..... /QD-CTDT ngay ..../8/2021 cua Téng Giam doc
Cong ty co phan Céng trinh d6 thi Tra Vinh, vé viéc ban hanh Quy ché tiép nhan
ding ky, to chirc hoa tang, mai tang.

Cén cur chuc nang, nhiém vu duogc giao, Phong KHKD xin bao cao s6 liéu

tiép nhan dang ky, t6 chirc hoa tang, mai tang trong thang ..../........ nhu sau:
1. Dich vu hoa tang:
- Téng s6 dich vu da tiép nhan, thuc hién trong thang: ....... truong hop.
- Khéng thu tién dich vu trong théng: ....... truong hop.

2. B6 tri hic cbt:
2.1. 86 lugng da bé tri trong thang: ..... vi tri.
- Biéu gia loai 1: ..... vi tri.
- Biéu gia loai 2: ..... vi tri.
2.2. S6 luong da bé tri liy ké tir dau nam: ... vi tri,
2.3, Tong s6 da bé tri:...... Vi tri.
2.4. 86 chua bd tri:..... Vi tri.

3. B tri kim tinh:
3.1. S& luong da bé tri trong thang: ..... vi tri.
- Biéu gia loai 1: ..... Vi tri.
- Biéu gia loai 2: ..... vi tri.
3.2. Tong s6 da bd tri:...... vi tri.

3.3, S6 chua bo tri:..... vi tri.

Noi guri: PHU TRACH DICH VU TRUONG PHONG
- Nhu kinh gui;

- Phong TCKT:

- b6i SXCG-QT;

- Luu.

-22/25-
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CONG TY CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TRINH DO THI TRA VINH Poc lap — Tu do — Hanh phuc
PHONG TC-KT TP.Tra Vinh, ngdy ...... thang ... ndm...........
BAO CAO

V/v tiép nhan dang ky, td chirc hoa tang, mai tang

(Qul s nam ....... )

Kinh gti: Téng Giam dbc Cong ty

Can cur Quyet dinh s6 ... /QD-CTDT ngay .. ../8/2021 cua Tong Giam déc
Cong ty co phan Céng trinh do thi Tra Vinh, vé viéc ban hanh Quy ché tiép nhan
dang ky, to chirc hoa tang, mai ting.

Can ctr chtre néng, nhiém vu duogc giao, Phong TCKT xin bdo cao so liéu
tiép nhéan dang ky, to chuc hoa tang, mai tang trong Qui .... nam ........ nhu sau:

1.'-Dich vu hoa ting:

- Tong thu: . .. dong. Ly ké tur dau nam:...... dong
+ Téng sb dich vu thuc hién: ....... truong hop.
+ Khéng thu tién dich vu: ....... truong hop.

- Két qua dbi chiéu vi hd so dang ky luu tai Phong KHKD:
+ 84 lugng ho so phu hop, dung quy dinh: ....... truong hop.

+ Sé luong hé so khéng pht hop hodc chua ding quy dinh (néu co):
...... ‘truong hop. Cu thé:

No6i dung khéng phu hop hoac

STT Phiéu hoa tang chua ding quy dinh

01  |... /DVHT ngay .../ foeen | oennn

2. B tri hjc cot:
‘ - Téng thu (khéng bao gbm tién dét): ..... dong. Ly ké tir dau ndm:......
dong
+ Biéu gié loai 1: vi tri; doanh thu: ....... dong.
+ Biéu gia loai 2: ..... vi tri; doanh thu: ....... dong.
- Két qua dbi chiéu voi ho so dang ky luu tai Phong KHKD:
+S6 luong hd so pht hop, dung quy dinh: ....... truong hop.

-23/25-



+ S6 luong hé so khong pht hgp hodc chua ding quy dinh (néu co):
...... truong hop. Cu thé:

[ i X s
STT Phiéu bé tri hoc cdt N6i dung khéng phtt hop hodc
chua ding quy dinh

01 .. /DV.HC, ngay ... ... ... | ......

| B—

3. B6 tri kim tinh:

dong
+ Biéu pid loat 1z« 5. v1 bi; doanh thy; e déng.
+ Biéu gid loai 2: ..... vi tri; doanh thu: ....... dong.
- Két qua dbi chiéu véi ho so dang ky luu tai Phong KHKD:
+ 86 luong hé so pht hop, dang quy dinh: ....... truong hop.

+ S6 luong h{") so khong phu hop hodc chua ding quy dinh (néu co):
...... truong hop. Cu thé:

No6i dung khong phu hop hoac

STT Phiéu bo tri kim tinh olitea ing gy dinh

01 .. /DV.KT, ngay ...k | oo

4. Tién dat:
- Téng thu: ..... dong.

- Liy ké tir dau nam:...... dong
- Sé+tién phai ndp ngan sach:...... dong
Noi gu: \ PHU TRACH DICH VU TRUONG PHONG
- Nhu kinh guri;
- Phong KHKD:
- Bo1 SXCG-QT;

- Luu.

-24/25-
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CONG TY CO PHAN CONG HOA XA HOI CHU NGHIA VIET NAM
CONG TRINH PO THI TRA VINH Doc 1dp — Tu do — Hanh phic
bOI SXCG-QT TP.Tra Vinh. ngay ...... thang ..... NAM...coe...

, BAO CAO
V/v tiép nhén dang ky, to chirc hoa tang, mai tang
(thang ..... D&M wvees )

Kinh gui: Téng Giam dbc Cong ty

Can cu Quyét dinh sé ..... /QD-CTDT ngay ..../8/2021 cua Téng’Gi’ém débc
Cong ty ¢6 phan Céng trinh dé thi Tra Vinh, vé viéc ban hanh Quy ché tiep nhan
dang ky, to6 chirc hoa tang, mai tang.

~ Can ctr chire nang, nhiém vu dugc giao, Poi SXCG-QT xin bao cao s6 liéu

tiép nhan dang ky, to6 chirc hoa tang, mai tang trong thang ..../........ nhu sau:
1. Dich vy hoa ting:

- Téng sb dich vu da tiép nhan, thuc hién: ....... truong hop.

- Khéng thu tién dich vu: ....... truong hop.
2. BS tri hce ebt:

- Tong sb luong da ban giao: ... Vi tri.

- Tong s6 lugng da dua vao st dung: ..... vi tri.

- Tong s6 luong con ton (chua ban giao): ... vi tri.
3. B6 tri kim tinh:

- Torig sb luong da ban giao: ... vi tri.

- Tong sé lugng da dua vao su dung: ..... vi tri.

- Tong so lugng con ton (chua ban giao): ..... vi tri.

Noi gui: POI TRUONG
- Nhu kinh gui:
- Phong KHKD;
- Phong TCKT;
- Luu.

-25/25-



