UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

TINH QUANG NGAI Péoc lap - Tw do - Hanh phic
S6: 1157/QD-UBND Qudng Ngdi, ngay 30 thang 6 nam 2025
QUYET PINH

Vé viéc phé duyét Quy trinh ndi b giai quyét thii tuc hanh chinh
m6i ban hanh; thi tuc hanh chinh dwoc sira d6i, bd sung trong
linh vure hd tich thudce thim quyén giai quyét ciia S& Tw phap,

UBND cip xi trén dia ban tinh Quing Ngii

CHU TICH UY BAN NHAN DAN TiNH QUANG NGAI

Can cir Ludt Té chirc chinh quyén dia phwong ngay 16/6/2025;

Can cir cac Nghi dinh ciia Chinh phu: S6 63/2010/ND-CP ngay 08/6/2010
vé kiém sodt thu tuc hanh chinh; s6 48/2013/ND-CP ngay 14/5/2013 sua doi, b6
sung mot s6 dieu cua cac nghi dinh lién quan dén kiém sodt thii tuc hanh chinh;
s6 92/2017/ND-CP ngay 07/8/2017 sita doi, b6 sung mét so diéu ciia cdc nghi
dinh lién quan dén kiém sodt thii tuc hanh chinh;

Cdan cir Nghi dinh s6 61/2018/NP-CP ngay 23/4/2018 ciia Chinh phii vé
thuee hién co ché mét cira, mot civa lién thong trong gidi quyét thii tuc hanh chinh;
Nghi dinh s6 107/2021/ND-CP ngay 06/12/2021 cia Chinh phii vé sita déi, bo
sung mot s6 dieu ciia Nghi dinh s6 61/2018/ND-CP ngay 23/4/2018 ciia Chinh
phii vé thiee hién co ché mdt civa, mot civa lién thong trong gidi quyét thi tuc hanh
chinh;

Can cir cdc Quyét dinh ciia UBND tinh: Sé 44/2022/0D-UBND ngay
24/11/2022 ban hanh Quy ché vé thuc hién co ché mét cira, mét cira lién thong
trong gidi quyét thi tuc hanh chinh trén dia ban tinh Qudng Ngdi;
56 34/2023/0P-UBND ngay 24/8/2023 ban hanh Quy ché hoat déng cia Hé
thong théng tin gidi quyét thii tuc hanh chinh tinh Qudang Ngdi;

Theo dé nghi ciia Gidm déc So Tw phdp tai To trinh s6 66/TTr-STP ngay
30/6/2025.

QUYET PINH:

Piéu 1. Phé duyét Quy trinh nodi bo giai quyét thu tuc hanh chinh (TTHC)
moi ban hanh; TTHC duoc stra doi, bd sung trong linh vyc ho tich thude tham
quyén giai quyét ctia S¢ Tu phap, UBND cép x4 trén dia ban tinh Quang Ngai.

Diéu 2. Trach nhiém cua cac co quan

1. S& Tu phap chi dao, theo doi, giam sat va thuc hi,én viéc giai quyét
TTHC dam bao dang Quy trinh ndi by duoc phé duyét tai Quyét dinh nay.


https://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=39/2020/Q%C4%90-UBND&match=True&area=2&lan=1&bday=29/12/2020&eday=29/12/2020
https://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=39/2020/Q%C4%90-UBND&match=True&area=2&lan=1&bday=29/12/2020&eday=29/12/2020
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2. Van phong UBND tinh thyuc hién kiém soat viéc chép hanh Quy trinh noi
b, kip thoi bao cao UBND tinh, Chu tich UBND tinh vé két qua thuc hién; chu
tri, phdi hop véi cac co quan lién quan tham muu, dé xut xur Iy trach nhiém cia
co quan, don vi, ca nhan vi pham quy trinh né1 bd duoc phé duyét tai Quyét dinh
nay.

3. S& Khoa hoc va Cong nghé chu tri, phdi hop voi S¢ Tu phap va cac co
quan, don vi 6 lién quan, cin cir Quyét dinh nay xay dung quy trinh dién tir giai
quyét TTHC dé thiét lap trén Hé thong thong tin giai quyét TTHC tinh theo quy
dinh.

4. UBND cép x4 thue hién tiép nhan va giai quyét TTHC theo quy trinh noi
bd dugc phé duyét tai Quyéet dinh nay.

Piéu 3. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Piéu 4. Chanh Vin phong UBND tinh; Giam dbc cac So: Tu phap, Khoa
hoc va Cong ngh¢; Chu tich UBND cap xa va céc t6 chirc, ca nhan c6 lién quan
chiu trach nhi€m thi hanh Quyét dinh nay./.

Noi nhgn: CHU TICH
- Nhu Diéu 4,
- B9 Tu phap;
- Cuc Kiém soat TTHC, VPCP;
- CT, PCT UBND tinh;
- VPUB: PCVP;
- Cong TTDT tinh;
- Luu: VT, TTHC(thu). 5
Nguyén Hoang Giang



Uy ban nhén dan tinh Quang Ngai
Tinh Quang Ngai
03/07/2025 09:54:14

QUY TRINH NOI BQ GIAI QUYET THU TUC HANH CHINH MOI BAN HANH, THU TUC HANH CHIiNH
PUQC SUA POI, BO SUNG TRONG LINH VUC HQ TICH THUQC THAM QUYEN GIAI QUYET CUA SO TU
PHAP, UBND CAP XA TREN PIA BAN TiNH QUANG NGAI
(Kém theo Quyét dinh sé ~ /OP-UBND ngay /| /2025 ciia Chii tich UBND tinh Qudng Ngdi)

Luu y quy cich thue hién va quy wéc viét tit trong quy trinh:
- Khi tiép nhan ho so:
+ Truong hop ho so du diéu kién tiép nhan thi thuc hién tiép nhan va in Glay tiép nhan ho so va hen tra két qua (Mau

s6 01 - Quyet dinh s6 750/QD-UBND ngay 21/11/2024 ciia UBND tinh); Phiéu kiém soat qua trinh giai quyét ho so (Mdu sé
04 - Quyét dinh sé 750/0P-UBND ngady 21/11/2024 ciia UBND tinh);

+ Truong hop ho so chua di diéu kién tiép nhan, can hoan thién ho so thi ban hanh Phiéu huéng dan, hoan thién ho

so (Mau so 02 - Quyét dinh so 750/0D-UBND ngay 21/11/2024 ciia UBND tinh);
~ + Truong hop tur chdi tiép nhan ho so thi ban hanh Phiéu tir chdi tiép nhan giai quyét hd so (Mdu sé 03 - Quyét dinh
50 750/QP-UBND ngay 21/11/2024 cua UBND tinh).

- Khi chuyén ho so gidy: Chuyén ddy du Gidy tiép nhan ho so va hen tra két qua (Mdu sé 01 - Quyét dinh s6 750/0D-
UBND ngay 21/11/2024 cua UBND tinh); Phiu kiém soat qua trinh giai quy€t h6 so (Mau s6 04 - Quyét dinh s6 750/0D-
UBND ngay 21/11/2024 cia UBND tinh) va kém theo ho so cua cong dan (trong quy trinh viet gon la “Ho so'”).

- Khi phén cong xu ly ho so, chuyén tiép hd so tir b phan nay sang bo phan khac xu ly: Phai ky, ghi 15 tén nguoi

phén cong/nguoi chuyen tiép, nguoi nhén trén Phiéu kiém soat qua trinh giai quyét ho so (Mau 04). Dong thoi, phai xtr ly
phan cong/chuyén tiép trén phan mém dién ti, tring khép véi Phiéu kiém soat qua trinh giai quyét ho so (Mau 04).

- Xur Iy viéc dieng giai quyét ho so:

+ Truong hop giai quyét TTHC qua thoi han quy dinh: Ban hanh Thong bao xin 15i va hen tra két qua (Mdu sé 06-
Quyet dinh so 750/QD-UBND ngay 21/11/2024 ciia UBND tinh).

+ Truong hop khong du co so dé giai quyét theo quy dinh: Ban hanh Thong bao tra hd so khong giai quyét (Mdu sé
08 - Quyét dinh so 750/QOD-UBND ngay 21/11/2024 cia UBND tinh).



+ Viéc ky ban hanh thong bao Mau s6 07, Mau s6 08: Lanh dao co quan, don vi ¢6 tham quyén dang truc tiép xir 1y,
tham dinh tai cac budc cua quy trinh gidi quyét cac thu tuc

- Quy wdrc viét tdt trong Quy trinh gidi quyét:

+ Gidy tiép nhan ho so va hen tra két qua, viét tit [a: “MAau sb 017,

+ Phiéu kiém so4t qu4 trinh giai quyét ho so, viét tat 1a: “Mau sb 04”.
+ Thong bao bo sung, hoan thién lai ho so, viét tat 1a: “Mau sb 07”.
+ Thong béo tra ho so khong giai quyét, viét tat 1a: “Mau s6 08”.

+ Thong bao xin 161 va hen tra két qua, viét tat 1a “Mau s6 06”

+ Cac budc trong quy trinh, viét tat 1a: “B1, B2, B3...”.

+ Thu tyc hanh chinh, viét tit 14 TTHC

+ Co s¢ dit liéu ho tich dién tur, viét tit la CSDLHTDT

+ Co s dir liéu qudc gia vé dan cu, viét tat 1a CSDLQGvVDC.

+ Hé thong thong tin dang ky, quan 1y ho tich, viét tit 1a phan mém H9 tich.

+ Heé thong thong tin giai quyét thi tuc hanh chinh cua tinh, viét tat 1 phan mém Mot cira.



_ A.THU TUC HANH CHINH MOI BAN HANH, THUQC THAM QUYEN GIAI QUYET CUA UBND CAP
XA
1. Ping ky khai sinh c6 yéu t6 nwéc ngoai tai khu vire bién gi6i

Thoi gian gidi quyét: Trong ngay tiép nhan hd so; trudng hop nhan ho so sau 15 gio ma khong giai quyét duoc ngay
thi tra két qua trong ngay 1am viéc tiép theo.

- Cd nhan co quyén lya chon thye hién thii tuc hanh chinh vé hé tich tai co quan dang ky ho tich noi cu tru, noi cu tru
cua ca nhan dwoc xdc dinh theo quy dinh cua phdp ludt vé cuw tri. T ruong hop ca nhan lya chon thuc hién thu tuc hanh
chinh vé hé tich khéng phdi tai Uy ban nhdn déan cdp xa noi thiwong trii hodc noi tam trii thi Uy ban nhdn dén cdp xd noi
tiép nhan yéu cau cé trach nhiém hé tro nguoi dan nép hé so dang ky hé tich triec tuyén dén ding co quan cé thdm quyén
theo quy dinh.

- D6i v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh thic truc tiép:

+ Ngueoi yéu cdu dang ky ho tich c6 thé ndp ban sao dwoc chitng thiee tir ban chinh hodc ban sao dwge cdp tir s6 goc
(sau ddy goi la ban sao) hodc ban chup kém theo bin chinh, ban dién tir cdc gidy to ndy, bao gém cd gidy to dwoc tich hop,
hién thi trén Ung dung dinh danh dién tir (VnelD).

So do cac

budc thue NOi dung cong viéc Pon vi/nguwoi thuce hién Ihhl:: lgligrlnl Két qua thue hién
hién : :
) Huong d%n, lfiémA, tra “Dh Cong chtirc lam cong tac tu | Trong  gio |~ Mi‘“ S(:? 01
chinh xdc, ddy du, thong nhat, | yhap (i Trung tam Phuc vu | hanh chinh |~ Mau $0 04
5 | hop 1é cua ho so, tiép nhan ho | T A S AL - HO so tiép nhan da duoc
B1: Nop hd | o hanh chinh cong UBND cap <& hoa

Xa & khu vyc bién gidi noi
thuong tra ciia nguoi cha hoac
nguoli me la cong dan Vigt
Nam (truong hop tiép nhdn

so - Nhap dir liéu thong tin hd so

vao Phan mém Mot cua;
Chuyén dir liéu tryc tuyén




(néu c6) qua phan mém Ho
tich.

- S6 hoa ho so tiép nhan thu
tuc hanh chinh

hé so tai Trung tam Phuc vu
hanh chinh cong cap tinh thi
cong chirc tiép nhdn chuyen

ho 50 dén cho UBND cap xd
co tham quyén)

Cong chtrc 1am cong tac tu

B2: Chuyén C;h wyen ho 59 (gidy, dién tu} phap tiép nhan ho so tai 01 gio lam |~ Me;u 50 01
A vé Van phong HDND va ~ . A - Mau so 04
ho so UBND cép < Trung tam phuc vu h,anh~ viéc CHY so.
chinh cong UBND cap xa
- Phan cong cho cong chirc lam
cong tac tu phap tai UBND cap
xa xtr 1y ho so;
- Cong chuc lam cong tac tu
phép duoc phan cong kiém tra,
xtr 1y ho so, tra ciru tinh trang
hon nhan trong CSDLHTDT, Hb so
CSDLQGvDC. o - MZu sb 04
. - Truong hop don gian: Néu ho | Lanh dao Van phong HDND 2 s , . N
B3: — Thye so day du, hop 1¢, dang quy | va UBND cap xa; Cong chirc | 01 gio 1am | 50 dang ky khal sinh da

hién xi ly
ho so

dinh thi:

+ Néu tiép nhan hd so truc
tiép: Cong chic tu phap ho
tich UBND cép x4 ghi vao S6
dang ky khai sinh, ky tén nguoi
thuc hién, cdp nhat thong tin
dang ky khai sinh trén Phan
mém dang ky, quan 1y ho tich
dién tor dung chung. Truong
hop cha, me lya chon quéc tich

lam cong tac hd tich dugc
phéan cong tai UBND cép xa

viéc

dugc ghi nd1 dung va da
cap nhat thong tin dang ky
khai sinh trén phan mém
H tich.




Viét Nam cho con thi chuyén
thong tin dén CSDLQGVDC
dé lay s6 dinh danh

+ Néu nop ho so truc tuyén
thi: Gui lai biéu mau Gidy
khai sinh dién tr v6i thong tin
day du cho nguoi yéu cau qua
thu dién tir hoac thiét bi sd dé
nguoi yéu cau kiém tra va Xac
nhan; néu nguodi c¢6 yéu cau
x4c nhan thong tin da thong
nhat, ddy di hoic khong co
phan hoi sau thoi han mot
ngay cong chuc tu phap - hd
tich thuc hién viéc ghi noi
dung vao S6 dang ky khai sinh,
ky tén nguoi thuc hién, cap
nhat thong tin dang ky khai
sinh trén Phan mém ding ky,
quan ly hd tich dién tr dung
chung. Truong hop cha, me lya
chon quéc tich Viét Nam cho
con thi chuyén thong tin dén
CSDLQGVDC dé lay Sb dinh
danh ca nhan.

Cong chic lam cong tac tu
phap ho tich

1 gio lam

viéc

- Ho SO,

- Biéu miu dién tir Gidy
khai sinh c6 day du thong
tin;

- S6 dang ky khai sinh da
duoc ghi nd1 dung va da cap
nhat trén phén mém H0 tich.

Truong hop khong tra cuu
duoc tinh trang hon nhan cua
cha/me¢ do chua c6 thong tin
trong CSDLHTDT,

- Cong chtc lam cong tac tu
phép ho tich

- UBND cép xi noi nhan

Thot  gian
xac minh (3
ngay) khong
tinh vao thoi

- Vian ban két qua xac
minh;

-HO SO;

- S6 dang ky khai sinh di




CSDLQGVDC, thi co quan
dang ky ho tich dé& nghi
UBND cép Xxa noi nguoi yéu
cau thudng tra/noi da dang ky
két hon xac minh, cung cip
thong tin.

Trong thoi han 03 ngay lam
viee ké tu ngay nhan duoc
yéu cau xac minh, UBND cép
x4 noi nhan duogc dé nghi xac
minh c6 trach nhiém kiém tra,
x4c minh va gui két qua vé
tinh trang hon nhan cta nguoi
do.

(Sau khi c6 két qua xac minh
thi thyc hién nhu truong hop
don gian)

duoc dé nghi xac minh

gian

giai

quyét TTHC

dugc ghi ndi dung va da cap
nhat trén phan mém Ho tich.

- Sau khi CSDLQGVDC tra vé
SO dinh danh c4 nhan thi in
Giay khai sinh, ban sao Giéy
khai sinh (truong hop c6 yéu
cau cdp ban sao) va trinh Chu
tich UBND cap xa ky phé
duyét

Cong chuc lam cong tac tu
phap ho tich

01 gio lam

viéc

- H6 so;

- Mau s6 04;

- Giay khai sinh, ban sao
Gidy dang ky khai sinh
(néu c6 yéu cau) chua dugc
ky phé duyét.

B4:
Ky duyét
ket qua gidi

Cha tich UBND cép xi ky
phé duyét

Chu tich UBND cép x4

01 gio lam

viéc

- M?lu,sé) 04;
- Gidy khai sinh (ban
chinh), ban sao (n€u c6 yéu




quyét cau) da duoc ky phé duyét.
TTHC
B5: Pong dau, phat hanh vin ban | Van thu Van phong HPND va | 30 phut ké tir | ’Glay ) khai Slflh ,(ba}n
Phat hanh UBND cép x4 thoi diém ky Ct}mh)i ban 540 (neuAco yeu
vin ban duyét cau) da duoc ky duyét.
- S6 hoéa két qua thu tuc hanh - Giay khai sinh (ban
chinh. chinh); ban sao (néu c6 yéu
- Tra két qua thu tuc hanh cau);
chinh va thu phi cép ban sao - Mau s6 04;
Gidy khai sinh (néu céng dan | Cong chirc 1am cong tac tu - Thu lai MAu gidy s6 01;
B6: c6 yéu cdu cdp bdn sao) va | phap tai Trung tdm phuc vu| Trong gid |- Trudng hop cd yéu cau tra
Tra két qua | thu 18 phi néu thudc truong | hanh chinh cong UBND cap | hanh chinh | két qua dién tor thi tra két
hop dang ky khai sinh khong | xa qua Gidy khai sinh ban dién
ding han (trie truong hop ttr cho nguoi yéu cau qua thu
dwoc mién 1é phi). dién tir hodc thiét bi sb, kho
- Két thuc viéc tra két qua trén dir liéu dién tir ca nhan.
phan mém Mot cira.

2. Thi tuc diing ky két hon cé yéu t6 nwée ngoai tai khu vwre bién gigi

Thoi gian giai quyét: 03 ngay lam viéc. Trudng hop can xac minh thi thoi han giai quyét khong qua 08 ngay lam

viéc.

* Luuy

- Canhan c6 quyén lua chon thuc hién thu tuc hanh chinh vé ho tich tai co quan dang ky hd tich noi cu tra; noi cu tra
ctia ca nhan duogc xac dinh theo quy dinh ctia phap luat vé cu tri. Truong hop ca nhan Iya chon thuc hién thu tuc hanh chinh
vé ho tich khong phai tai Uy ban nhan dan cip xa noi thuong tra hodc noi tam tra thi Uy ban nhan déan cap xa noi tiép nhan



yéu cau co trach nhiém hd trg ngudi dan ndp hod so dang ky ho tich truc tuyén dén ding co quan c6 thim quyén theo quy

dinh.
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So do cac

budc thue NOi dung cong viéc Pon vi/nguwoi thuce hién Thoi stan Két qua thuc hién
<A thuc hién
hi¢n : :
i ,Hucy;ng qan’ }<1em tfa tinh (:’hlr}h Cong chtrc 1am cong tac tu | Trong gio hanh | ~ Miu S0 01;
xdc, dayA du, ‘Ehong nhat, hop 1€ ctua phap tai Trung tim Phuc vu | chinh - Mflu 80.94; o
ho S0, '[16[2 nh?n hoA so. ~ |hanh chinh céng UBND - Ho S0 tle,p nhan da
- I\lhap fiu heP thqong tin };10 SO'VA0 | (4h x3 khu vuc bién gi6i dugc s6 hoa.
Phan meA,m Mcgt cu:,a; Chuyenk dir lieu noi cong dan Viét Nam
B1. Nop trl,l:c .tuyen (n€u c6) qua phan mém thudng tra (triedng hop tidp
hé so Ho tich. nhdn ho so tai Trung tdm
- S6 hoa hd so tiép nhan thu tuc | Phuc vu hanh chinh cong
hanh chinh cdp tinh thi céng chirc tiép
nhdn chuyén hé so dén cho
UBND cdp xd c6 thim
quyen)
B2. ) Ch 2 h,\ e dién te X Vi CI,?Pg C;hﬁc}ll%m}f?ng té.C tu - M?lu Sé 01;
Chuyén uyen 1o 59 (glay, o t?) ve van | phap t1ep fhan o so t a 01 gid 1am viée | - Mau sb 04;
hd so phong HDND va UBND cap xa Trung tdm phuc vu hanh - Hb so

chinh cong UBND cép x4




11

B3. Thuc
hién xir ly
ho so

- Phan cong cho cong chirc lam cong
tac tu phap tai UBND cap xa xur 1y ho
SO;

- Cong chue lam cong tac tu phap
dugc phan cong xur ly hd so kiém
tra, xem xét ho so, tra ctru tinh trang
hon nhan trong CSDLHTDT,
CSDLQGvDC.

Truong hop ho so don gian, day du
thu tuc:

+ HO so tryc tiép: néu hd so day du
hop 18, dam bao diéu kién két hon
thi Cong chirc lam cong tac ho tich
thiue hién ghi vao S6 ding ky két
hoén, cap nhat thong tin dang ky két

hoén trén Phan mém ding ky, quan 1y
hd tich dién tur dung chung;

+ Ho so truc tuyén: Cong chirc lam
cong tac hd tich gui lai biéu mau
Gidy chimg nhan két hon dién tir véi
théng tin day du cho ngudi yéu cau
qua thu dién ttr hodc thiét bi sb.

Ngudi yéu cu ¢6 trach nhiém kiém
tra tinh chinh xac, day du cua cac
thong tin trén bi€u mau Gidy chimg
nhan két hon dién tr va xac nhan

Lanh dao Van phong
HDND va UBND cép xi;
Cong chtric 1am cong tac tu
phap ctia UBND cip x4

02 ngay
viéc

lam

S6 dang ky két hon da
duoc ghi nd1 dung, da
duoc cap nhat thong tin
ding ky két hon trén
Phan mém dang ky,
quan 1y ho tich dién tir
dung chung
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(t61 da mot ngay)

Cong chtrc 1am cong tac ho tich thuc
hién ghi vao S6 dang ky két hon,
cap nhat thong tin ding ky két két
trén Phan mém ding ky , quan 1y ho
tich dién tir dung chung.

Néu ngudi yéu cau xac nhan thong
tin d3 théng nhat, ddy da hodc
khong c6 phan hoi sau thoi han mot
ngay thi cong chirc tu phép - ho tich
thyc hién ghi noi dung vao S6 ding
ky két hon, cap nhat thong tin ding
ky két hon trén Phan mém dang ky,
quan 1y ho tich dién tr dung chung.

Truong hop ho so can phai xac
minh: thi cong chirc thuc hién xac
minh

(c6 két qua xdc minh thi thwe hién
nhw truwong hop don gidn)

Cong chuc lam cong tac tu
phap dugc phéan cong xu ly
ho so

Truong  hop
xac minh
khong qua 05
ngay lam viéc

Két qua xac minh

In Gidy chimg nhan két hon trinh Chu

Cong chuc lam cong tac tu

02 g1 lam viéc

Gidy ching nhan két
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tich UBND cép xa ky. phap dugc phan cong xur ly hon chua duoc ky
ho so duy¢t
B4: Ky - Mau s6 04;

duyét két
qua  gidi

Chu tich UBND cap xi ky phé
duyét

Chu tich UBND cép x4

01 gio lam viée

- Gidy chimg nhan két
hon; Ban dién tir Trich

quyét luc két hon da duge ky
TTHC duyét.
B5: Phat | Pong dau, phat hanh van ban Vin thu Van phong HDND | 30 phatké tir | Gidy chting nhan két
hanh vin va UBND cép x3 thoi diémky | hon da duoc ky duyét;
ban duyét
- S6 hoa két qua thu tuc hanh chinh. - Gidy chtng nhan két
- Nguoi yéu cau dang ky két hon (hai hon (mdi bén nam, nit
bén nam, nit phai c6 mat, xuét trinh nhan 01 ban chinh
gidy to tuy than dé doi chiéu) kiém Gidy chiung nhan két
tra thong tin trén Gidy chimg nhan hon);
két hon, trong S6 dang ky két hon, - Thu lai MAu gidy s
khang dinh su tu nguyén két hon va 01;
ky tén vao SO dang ky ket hon, ky tén - Ban dién tir Trich luc
B6: Tra Ve}lf) Gllﬁ}t’ Chl:l’filgl Phtjlnﬁét}lllﬁrﬁ-’ ) C}(;)pg chlr'}’c lam fénghtéc tu Trong gi hanh kfét h(A)l’Al (Bé{l. di:fen tor
Kbt qui - Ira ket qua thu tuc hanh chinh. phap tar Irung tam phuc vu chinh s€ tu dong gui vé Kho

- Két thuc viéc tra két qua trén phan
mém Mot cura.

hanh chinh cong cap xa

quan ly dir liéu dién tr
cua ca nhan/dia chi
thu dién to/thiét bi
s6/dién  thoai  cua
ngudi yéu cau sau khi
di hoan tht thu tuc
dang ky két hon tai co
quan dang ky ho tich).
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-Miuso 04,
- Thu lai Mau giay so
01.

3. Thii tuc ding ky nhan cha, me, con c6 yéu té nwéc ngoai tai khu vwe bién giéi
Thoi gian giai quyét: 07 ngay 1am viéc; truong hop phai xac minh thi thoi han giai quyét khong qua 12 ngay lam

Viéc
So b cic Thoi gian thuc
budc thue NOi dung cong viéc Pon vi/nguwoi thuce hién ﬁién : Keét qua thyuc hién
hién €
ol ’Hu:c;wirig C?n’ T?m trahEInthhlnlfJ Cong chtrc lam cong tac tu | Trong gio hanh | - Ma;lu S(:,) 015
B1: Ngp ho | xac, day du, thong nnat, hop Ie phap tai Trung tdm Phuc vu | chinh - Mau s6 04;

- HO so tiép nhan da

SO cua h6 so, tiep nhan ho so. hanh chinh cong UBND cip ) e
duoc so hoa.

- Nhép dir liéu thong tin ho so | 5 1hy vuc bién gidi noi




15

vao Phan mém Trung tim phuc
vu hanh chinh cong cap x3;
Chuyén dit liéu tryc tuyén (néu
c6) qua phan mém Ho tich.

- S hoa hd so tiép nhan thu tuc

hanh chinh

cong dan Viét Nam thuong
trd (truwong hop tiép nhdn
hé so tai Trung tam Phuc
vu hanh chinh céng cap tinh
thi céng chirc tiép nhdn
chuyén hé so dén cho
UBND cdp xd c6 thim
quyén)

Cong chuc 1am cong tac tu

B2: | Chuyén ho so (gidy, dién tir) ve haD tién nhan hd so tai - MAu 6 01;
Chuyén hd | Vian phong HDND va UBND cip @mﬁg o ohuc v hagh |01 giolAm viée |- Maus6 04
so 5 A -Hb

xd chinh cong UBND cAp xa Ho so.

- APhal’l’ cong (,JhO ?Ong ChlIC,( 1an~1 Lanh daO Vin phbng 6 ngéy lam VléC - Mau so6 04,

cong tac tu phap tai UBND cap xd | gpND va UBND cip xa; - Hb so

B3: Thuc
hién xir ly
ho so

xtr 1y ho so;

- Cong chirc dugc phan cong xu
1y ho so ki€ém tra, xir 1y ho so;
Thuc hién niém yét viéc nhan
cha, me, con tai tru s6 UBND cép
Xa.

+Truong hop hd so don gian,
khong tranh chap:

*Néu tiép nhan ho so truc tiép: sau
thoi gian niém yét, Cong chirc lam
cbng tac tu phap thuc hién ghi vao
SH dang ky nhan cha, me, con, cap
nhat thong tin dang ky nhan cha,

Cong chirc lam cong tac tu
phap cia UBND cap xa

- S6 dang ky nhan cha,
me, con da dugc ghi
ndi dung; cap nhat
thong tin dang ky nhan
cha, me, con trén Phan
mém ding ky, quan 1y
ho tich dién tor dung
chung.
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me, con trén Phan mém dang ky,
quan ly ho tich dién t dung
chung;

* Néu tiép nhan ho so truc tuyén:
Cong chtic 1am cong tac tu phap
giri lai biéu mau Trich luc ding
ky nhéan cha, me, con dién tir véi
thong tin day du cho ngudi yéu cau
qua thu dién tir hodc thiét bi so.
Ngudi yéu cau co trach nhiém
kiém tra tinh chinh xé4c, day du
ciia cac thong tin trén biéu mau
Trich luc dang ky nhan cha, me,
con dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi yéu cdu xac nhan
thong tin di thdng nhat, day du
hoic khong co phan hoi sau thoi
han m{t ngay thi cong chuc tu
phap thuc hién ghi ndi dung vao
SH dang ky nhan cha, me, con,
cap nhat thong tin ding ky nhan
cha, me, con trén Phin mém dang
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ky, quan Iy hd tich dién tir dung
chung.

Trudng hop hod so cé tranh chap
can phai xac minh, Cong chic tu
phap thuc hi¢n x4c minh.

(Sau khi c6 két qua xdc minh thi
thwc hién nhuw thu don gian).

Cong chuc lam cong tac tu
phap duoc phan cong xir ly
ho so

Thot gian  xac
minh khong quéa
05 ngay lam vi¢c

Két qua xac minh

In Trich luc dang ky nhan cha,
me, con (ban chinh); ban sao
Trich luc dang ky nhan cha, me,
con (truong hop yéu cau cap ban
sao Trich luc dang ky nhan cha,
me, con) trinh Lanh dao UBND
cap xa ky duyét

Cong chuc lam cong tac tu
phap duoc phan cong xur ly
ho so

02 gio lam viéc

Trich luc dang ky nhéan
cha, me, con (ban
chinh); ban sao Trich
luc dang ky nhén cha,
me, con (trudong hop
yéu cau cip ban sao
Trich luc dang ky nhéan
cha, me, con) chua ky
duyét

B4.
duyét
qua
quyét
TTHC

Ky
két
siai

Chu tich UBND cép x4 ky phé
duyét

Chu tich UBND cép x4

02 gio lam vige

- Mau 04;

-Trich lyc dang ky
nhan cha, me, con (ban
chinh); ban sao Trich
luc dang ky nhan cha,
me, con (truong hop
yéu cau cip ban sao
Trich lyc dang ky nhan
cha, me, con) da ky
duyét;
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- Ban dién tr Trich luc
dang ky nhan cha, me,
con.

B5: Phat
hanh van
ban

Pong dau, phat hanh vin ban

Van thu Van phong HDND
va UBND cap xa

30 phiit ké tir thoi
diém ky duyét

Trich luc dang ky nhan
cha, me, con (ban
chinh); ban sao Trich
luc dang ky nhan cha,
me, con (truong hop
yéu cau cdp ban sao
Trich luc dang ky nhan
cha, me, con; Ban dién
te Trich luc dang ky
nhan cha, me, con da
ky duyét

B6: Tra két
qua

- S6 hoa két qua thu tuc hanh
chinh.

- Tra két qua tha tuc hanh chinh
va thu 18 phi cép Trich luc ding
ky nhan cha, me, con; Phi cép ban
sao Trich lyc ding ky nhan cha,
me, con (néu cd yéu cau)

- Két thuc viéc tra két qua trén
phan mém Mot cira.

Cong chirc lam cong tac tu
phap ho tich tai Trung tam
phuc vu hanh chinh cong
cép xa

Trong gio hanh
chinh

- Mau s6 04;

-Trich lyc dang ky
nhan cha, me, con (ban
chinh); ban sao Trich
luc dang ky nhan cha,
me, con (truong hop
yéu cau cip ban sao
Trich lyc ddng ky nhan
cha, me, con).

- Ban dién tir Trich luc
dang ky nhan cha, me,
con (Ban dién tu sé tu
dong giri vé Kho quan
ly dir liéu dién tr cta
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ca nhan/dia chi thu
dién tw/thiét bi so/dién
thoai cua nguoi yéu
cau sau khi d3 hoan tat
thu tuc dang ky nhan
cha, me, con tai co
quan dang ky ho tich).-
Thu lai Mau gidy s6 01
dang ky hg tich).

- Mau 04;

- Thu lai mau gidy sb
01.

4. Thii tuc ding ky khai tir c6 yéu to nuéc ngoai tai khu vure bién gioi

Thoi gian giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan ho so sau 15 gio ma khong giai quyét duge
ngay thi tra két qua trong ngay 1am viéc tiép theo. Truong hop can xac minh thi thoi han giai quyét khong qua 03 ngay lam

viéc.

So do cac

budc thue Noi dung cong viéc Pon vi/ngwoi thuce hién Thoi ﬁizg thye Két qua thue hién
hién ¢
- Huéng dan, kiém tra tinh Cong chiic 1am cong tac tu phap | Trong gio hanh | - Méu S(:? 015
chinh xéc, day du, thong nhat, tai Trung tim Phuc vu hanh | chinh - Mflu 50'94, o
hop 18 ctia ho so, tiép nhan ho - HO so tiép nhan da

B1: Nop ho
SO

SO.

- Nhép dit liéu thong tin ho so
vao Phin mém Trung tam
phuc vu hanh chinh cong cap
xd; Chuyén dit liéu truc tuyén

chinh cong UBND cap xa khu
vuc bién gioi1 noi cong dan Viét
Nam thuong tra (truong hop tiép
nhan ho so tai T rung tam Phuc
vu hanh chinh céng cdp tinh thi
cong chire tiép nhan chuyén ho

duoc so hoa.
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(néu c6) qua phan mém Ho
tich.

- S6 hoa hd so tiép nhan thu
tuc hanh chinh

Soodé'n cho UBND cdp xd co
tham quyén)

Cong chtrc 1am cong tac tu phap

B2: Chuyén C;h wer ho 59 (gidy, dién tu) tiép nhan ho so tai Trung tam N Mr;tu 50 OL.
A vé Van phong HDND va \ LA 01 gio lam viéc | - Mau so6 04.
ho so L . phuc vu hanh chinh cong UBND X
UBND cép xa ISR - HO so.
cap xa
- Phan cong cho cong chuc lam | Lanh dao Van phong HDND va | 2 gio lam viéc | - Mau s6 04;
cong tac tu phap tai UBND cap | UBND; Cong chirc lam cong tac - HO s0;
xa xu 1y ho so; UBND cép x3 - S6 dang ky khai tur da

B3: Xir Iy ho
SO

- Cong chuc lam cong tac tu
phap dugc phén cong xu ly ho
so kiém tra, xtr 1y ho so;

- Truong hop hd so don gian
khong can phai xac minh.

+ Néu tiép nhan ho so ding
ky khai tir theo hinh thtrc truc
tiép, thi cong chic tu phép
thuc hién ghi vao S6 dang ky
khai tor, cdp nhat thong tin
dang ky khai tir trén Phan
mém dang ky, quan 1y ho tich
dién tir dung chung.

+ Néu tiép nhan ho so ding
ky khai tir theo hinh thirc truc

ghi ndi dung; da cap
nhat thong tin dang ky
khai sinh trén phan
mém Hé tich.
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tuyén Cong chirc tu phap giri
lai biéu mAu Trich luc khai tir
dién tir v6i théng tin day du
cho nguoi yéu cau qua thu
dién tir hodc thiét bj so.

Nguoi yéu cau ¢o trach nhiém
kiém tra tinh chinh xé4c, day
du cua cac thong tin trén bicu
mau Trich luc khai tir dién ttr
va xac nhan (t6i da mot ngay).
Néu nguoi yéu cau xac nhan
thong tin dd théng nhat, day
du hodc khong co phan hoi
sau thoi han mot ngay thi
cong chuc tu phap - hd tich
thyc hién ghi ndi dung vao So
dang ky khai tir, cap nhat thong
tin dang ky khai tr trén Phan
mém dang ky, quan 1y ho tich
dién tir dung chung

Truong hop ho so chua dam
bdo, can x4c minh thi thuc
hién xac minh.

Sau khi c6 két qua xac minh
thuc hién nhu truong hop don
gian.

Thoi gian xac

minh khéng
qua 02 ngay
lam viéc

Két qua xac minh

In Trich luc khai tir; Ban sao

Cong chure 1am cong tac tu phap

02 gi0o lam vige

Trich luc khai t; Ban
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Trich lyc khai tir (néu co6 yéu
cau cép ban sao Trich luc khai
tir) va trinh Lanh dao Uy ban
nhan dan cép xa ky phé duyét.

duoc phan cong xur 1y ho so

sao Trich luc khai tu
(néu c6 yéu cau cip
ban sao Trich luc khai
tr) chua duoc ky duyét

B4: Ky
duyét két
qua giai
quyét TTHC

Trinh Chu tich UBND cap xa
ky phé duyét

Chu tich UBND cép x4

1 gi6 lam viée

- MAu s6 01;

- Trich luc khai tu;
Ban sao Trich luc khai
tr (néu c6 yéu cau cap
ban sao Trich luc khai
tr) da ky duyét.

B5: Phat
hanh van
ban

Pong dau, phat hanh van ban

Van thu Van phong HDND va
UBND cap xa

30 phat ké tir
thoi diém ky
duyét

Trich luc khai tir; Ban
sao Trich luc khai tir
(néu cd yéu cau cap
ban sao Trich luc khai
tir); Ban dién tr Trich
luc dang ky nhan cha,
me, con da ky duyét

B6: Tra két
qua

- S6 hoéa két qua tha tuc hanh
chinh.

- Tra két qua thu tuc hanh
chinh

- Két thuc viéc tra két qua trén
phan mém Mot cira.

Cong chuc lam cong tac tu phap
tai Trung tdm phuc vu hanh
chinh cong cap xa

Trong gio hanh
chinh

- Trich luc khai tu;
Ban sao Trich luc khai
tr (néu co yéu cau cap
ban sao Trich luc khai
tw);

- Truong hop c6 yéu
cau tra két qua dién tir
thi tra két qua Trich
luc khai tr ban dién tir
cho ngudi yéu cau qua
thu dién tir hodc thiét bj
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s0, kho dir lidu dién tir
ca nhan;

- MAu s6 04

- Thu lai mAu gidy sb
01.

Ghi ch(: Sau khi dang ky khai tir, Uy ban nhén dan xd cé vin bdn thong bdo kém theo bén sao trich luc ho tich
gui By Ngoai giao dé thong bdao cho co quan co thdm quyén ciia nwoc ma nguwoi chét mang quac tich.

B. THU TUC HANH CHINH PUQC SUA POI, BO SUNG

|. THU TUC HANH CHiINH THUQC THAM QUYEN GIAI QUYET CUA UBND CAP XA

1. Thu tuc dang ky khai sinh

Thoi gian giai quyét:

- Truong hop khong can tra ctru tinh trang hon nhan cua cha me tré: Ngay trong ngdy lam viéc; trudng hop nhan hd so
sau 15 gio thi trd két qua sang ngay lam vi¢c ti€p theo.

- Trueong hop khéng tra civu dwoc tinh trang hén nhdn cia cha me: bo sung thém thoi han tra civu. Poi voi yéu cau ding
ky khai sinh ma cha, me tré da dang ky két hon, trén co sé thong tin vé Gidy chitng nhdn két hén cung cdp trong To khai
dang ky khai sinh, co quan dang ky hé tich ¢ trach nhiém tra citu théng tin vé tinh trang hén nhdn cia cha, me tré trén Hé
thong théng tin gidi quyét TTHC cua tinh théng qua két noi véi CSDLHTPT, CSDLOGvDC. Truong hop khéng tra civu
dwoc tinh trang hén nhdn do chwa cé théng tin trong CSDLHTPT, CSDLQOGvDC, thi co quan ddng ky hé tich dé nghi
UBND cdp xd noi nguwoi yéu cau thuong tri/noi da dang ky két hén xdc minh, cung cdp théng tin. Trong thoi han 03 ngay
lam vige ké tir ngay nhan dwoc yéu cau xdac minh, UBND cdp xd noi nhdn dwoc dé nghi xdc minh ¢é trach nhiém kiém tra,
xdc minh va givi két qua vé tinh trang hén nhén cia nguwoi do.
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Truong hop giai quyét, tra két qua ngay sau khi ngp ho so (gidi quyét tai chd), cong chic tiép nhan khoéng phai lap
Glay tiép nhan ho so va hen tra két qua (MAu s6 01) nhung phai thuc hién cap nhat tinh hinh, két qua giai quyét vao phan
mém quan 1y ciia phan mém Mot cura.

So dd cac buéc thuce
hién

Noi dung cong viéc

Don vi/nguoi
thuc hién

Thoi gian
thuc hién

Két qua thuc hién

B1: Nop hod so

- Hudng dan, kiém tra
tinh chinh xac, day du,
thong nhat, hop 1& cia
hé so, tiép nhan ho so.

- Nhap dir liéu thong
tin hé so vao phén
mém Mot cira; Chuyen
dir liéu truc tuyen (néu
c6) qua phan mém Ho

tich tiép nhan.

- S6 hoa hd so tiép
nhan tha tuc hanh
chinh

Cong chuc lam cong
tac tu phdp tai Trung
tam phuc vu hanh
chinh cong UBND cap
xa (truong hop tiép
nhan hd so tai Trung
tam Phuc wvu hanh
chinh cong cip tinh,
can bd tiép nhan hd so
chuyén ho so dén Uy
ban nhan dan cip xa co
tham quyén xir 1)

Trong gi¢ hanh chinh

-Mau s6 01
- Mau s6 04
- Ho so tiép nhan da
duge sb hoa

Chuyén h‘(k) so (gidy,

Cong chuc lam cong

) . : ; , . ) M: Je 1:

B2: Chuyén hd so xit | dién tir) v phong Van | c 0 phap tai Trung |~ e 8 y

Iy phong HPND  va tam phuc vy hanh | 01 gio lam viéc - Mau s6 04;

UBND cép xi chinh cong UBND cap - HO so.
Xa
- Phan cong cong chuc | Lanh dao Van phong | 02 gio lam viéc - Mau s6 04
g cong 1g g :

B3: Thuec hién xir Iy lam cong tac tu phéap tai | HDND va UBND cap - Ho s0 '
hd so UBND cép x3 xur Iy hd | X&; - S6 dang ky khai

SO;

Cong chirc lam cong

sinh da dugc ghi noi
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- Cong chuc lam cong
tac tu phap duoc phan
cong xur 1y hd so kiém
tra, xu ly hd so, tra clru
thong tin vé tinh trang
hon nhan cua cha, me
tr¢ trén CSDLHTDT,
CSDLQGvVDC

- Truong hop don gian:
hé so day du diéu kién
thi

+ Truong hop tiép
nhan hd so truc tiép:
Ghi vao SO ding ky
khai sinh, ky tén nguoi
thuc hién, cap nhat
thong tin dang ky khai
sinh trén Phan mém
dang ky, quan 1y ho tich
dién tor dung chung va
chuyén thong tin dén
CSDLQGVDC d lay
S6 dinh danh c4 nhan.

+ Truong hop ndp hod
so truc tuyén thi: Guri
lai biéu mau Gidy khai
sinh dién tor véi thong

tac tu phap dugc phén
cong xur ly ho so tai
UBND cap xa.

dung théng tin; Phan
mém dang ky, quan 1y
ho tich dién tir dung
chung da duoc cap
nhat thong tin
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tin ddy dt cho nguoi
yéu cau qua thu dién tir
hodc thiét bi sb dé nguoi
yéu cau kiém tra va
xac nhan,; néu nguoi co
yéu cau x4c nhan thong
tin dd thong nhét, day
du hoac khong cé phan
héi sau thoi han yéu
cau thi cong chuc tu
phap - ho tich thyuc hién
viéc ghi ndi dung vao
S6 dang ky khai sinh,
ky tén nguoi thuc hién,
cap nhat thong tin dang
ky khai sinh trén Phan
mém ding ky, quan ly
hd tich dién tor diung
chung va chuyén thong
tin dén CSDLQGVDC
dé lay S dinh danh ca
nhan.

Truong hop khong tra
ciu duogc tinh trang
hon nhan cua cha/me
do chua c6 thong tin
trong CSDLHTDT,

03 ngay lam vi¢c (thoi
gian xac minh khoéng
tinh vao thoi gian giai
quyét TTHC)
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CSDLQGvVDC, thi co
quan dang ky ho tich
dé nghi UBND cép xi
noi ngudi yéu cau
thuong trd/noi da dang
ky két hén xac minh,
cung cap thong tin.

Trong thot han 03 ngay
lam viéc ké tr ngdy
nhén duoc yéu ciu xac
minh, UBND cép xi
noi nhan duge dé nghi
xac minh c6 trach
nhiém kiém tra, xac
minh va giri két qua vé
tinh trang hon nhan ctua
nguoi do.

(Sau khi c6 két qua xac
minh thi thuc hién nhu
trrong hop don gian)

-Sau khi
CSDLQGVDC tra vé
S6 dinh danh c4 nhan
thi in Gidy khai sinh,
ban sao Gidy khai sinh
(truong hop cé yéu cdu
cdp bdn sao) VA trinh
Chu tich UBND cap x4

Cong chire Tu phap tai
UBND cap xa

01 gio lam viéc

- Ho so

- Mau sb 04

- Gidy khai sinh, ban
sa0 Gidy khai sinh
(néu cé yéu cdu) chua
duoc ky phé duyét




28

ky duyét.
B4: Ky duyét két qua | Chu tich UBND cap | Chu tich UBND cap x4 | 02 gid lam viéc Gidy khai sinh (ban
giai quyét TTHC cap xa ky phé duyét chinh); ban sao Trich

luc gidy khai sinh
(truong hop yéu cau)
da duogc ky duyét

- Ban dién t gidy
khai sinh da duoc ky
duyét

B5: Phat hanh van
ban

Pong dau, phat hanh
van ban

Van thu Van phong
HDND va UBND cip
xa

30 phut ké tir thoi diém
ky duyét

Giay khai sinh (ban
chinh); ban sao gidy
khai sinh (truong hop
yéu cau cap ban sao),
Ban dién ti Trich luc
khai sinh da ky duyét

B6: Tra két qua

- SO hoéa két qua thu
tuc hanh chinh

- Tra két qua tha tuc
hanh chinh va thu phi
cap ban sao Gidy khai
sinh (néu céng dan c6
yéu cau cdp ban sao)
va thu 1& phi néu thudc
truong hop dang ky
khai sinh khong dung
han (trwe truwong hop
dwgc mién l¢é phi).

Cong chiic lam cong
tdc tu phép tai Trung
tam Phuc vu hanh chinh
cong UBND cép xa

Trong gid hanh chinh

- Giay khai sinh (ban
chinh); ban sao (néu
¢ yéu cau)

- Mau s6 04

- Thu lai Mau gidy s
01

- Truong hop cé yéu
cau tra két qua dién tur
thi tra két qua Giay
khai sinh ban dién tu
cho ngudi yéu cau qua
thu dién tir hogc thiét bi
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- Két thuc viéc tra két 50, kho dir liéu dién tir
qua trén phan mém ca nhén.
Mot cura.

2. Thii tuc ding Ky khai sinh c¢6 yéu t6 nwée ngoai

Thoi gian giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan hd so sau 15 gio ma khong giai quyét duoc
ngay thi tra két qua trong ngay lam viéc ti€p theo. (Truong hop can xac minh tinh trang hon nhan cua cha, me tré thi cong
thém 03 ngay lam viéc, thoi gian xdc minh khong tinh vao thoi gian giai quyét TTHC).

Poi véi yéu cau dang ky khai sinh ma cha, me tré da ding ky két hon, trén co sé théng tin vé Gidy chitng nhdn két
hén cung cdp trong To khai dang ky khai sinh, co quan ding ky ho tich c6 trach nhiém tra ciru thong tin vé tinh trang hén
nhdn ciia cha, me tré trén Hé thong thong tin gidi quyét TTHC ciia tinh théng qua két néi véi CSDLHTDT, CSDLQGVDC.
Truwong hop khong tra cuu duoc tinh trang hon nhdn do chua co thong tin trong CSDLHTDT, CSDLQGVDC, thi co quan
dang ky hé tich @é nghi UBND cdp xd noi ngwoi yéu cau thuong tri/noi dd dang ky két hén xdc minh, cung cdp théng tin.
Trong thoi han 03 ngay lam viéc ké tir ngay nhdn dwoc yéu cau xdc minh, UBND cdp xd noi nhdn dwoc dé nghi xdc minh
c6 trach nhiém kiém tra, xdc minh va giri két qud vé tinh trang hén nhan cia ngueoi do).

Truong hop giai quyét, tra két qua ngay sau khi nop hd so (giai quyét tai chd), cong chirc tiép nhan khong phai lap

G1ay tiép nhan ho so va hen tra két qua (Mau s6 01) nhung phai thyc hién cap nhat di lidu, két qua giai quyét vao phan
mém quan 1y caa Hé thdng thong tin giai quyét TTHC cua tinh.

So d6 cac budée A n <A . " - Thoi gian £ . o
thue hién NOi dung cong viéc Don vi/ngwoi thuc hién thwe hién Keét qua thuce hién
- Hudng dan, kiém tra tinh | Cong chitc lam cOng tac x4
7 A A 9 A 4 A . . = Mau SO 01
chinh xéc, day du, thong | tu phap ho tich tai Trung - Mau 6 04

nhét, hop 1€ cua hd so, tiép tdm Phuc vu hanh chinh | Trong gid hanh
nhan hd so. cong UBND cap x4 | chinh

- Nhap dir liéu thong tin hd | (truong hop tiép nhdn ho
so vao Phan mém Mot cua; | so tai T rung tam Phuc vu

- HO so tiép nhan da

B1:Nop hd so ’
duoc so hoa
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So d0 cac bude
thuc hién

Noi dung cong viéc

Pon vi/nguwoi thuce hién

Thoi gian
thuc hién

Két qua thue hién

Chuyén dir liéu tryc tuyén
(néu cd) qua phan mém Ho
tich.

- S6 héa hd so tiép nhan tha
tuc hanh chinh

hanh chinh céng cdp tinh
thi céng chirc tiép nhdn
chuyén hé so dén cho
UBND cdp xd cé thim
quyén)

B2: Chuyén
ho so

Chuyén ho so (gidy, dién ti)
vé Van phong HDND va
UBND cép x3

Cong chtre lam cong tac
tu phap ho tich tiép nhan
hd so tai Trung tim phuc
vu hanh chinh cong
UBND cip x4

01 gio lam viéc

- Mau sb 01
- MAu s6 04
- HO so

B3: Thuc hién
xtr ly ho so

- Phan cong cho cong chiic
lam cOng tac tu phap ho tich
tai UBND cap xa xur 1y ho so;

- Cong chuc duogc phan cong
xtr 1y ho so kiém tra, xem xét
hé so, dam bao day du thu
tuc thi tién hanh giai quyét.

- Trudng hop don gian: Néu
hé so day du, hop 18, dung
quy dinh thi:

+ Truong hop tiép nhan hd
so truc tiép: Cong churc 1am
cong tac tu phap ho tich cap
x4 ghi vao S6 dang ky khai
sinh, ky tén nguoi thuc hién,
cap nhat thong tin dang ky
khai sinh trén Phin mém dang

- Lanh dao HDND va
UBND cép xi; Cong
chtrc 1am cong téac tu
phap ho tich tai UBND
cép Xa.

01 gio lam viéc

- Hb so

- Mau s6 04

- S6 dang ky khai sinh
da dugc ghi nd1 dung
va da cdp nhat thong
tin dang ky khai sinh
trén phﬁn mém Ho tich
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So d0 cac bude
thuc hién

Noi dung cong viéc

Pon vi/nguwoi thuce hién

Thoi gian
thuc hién

Két qua thue hién

ky, quan ly ho tich dién to
dung chung va chuyén thong
tin dén CSDLQGvVDC d¢é lay
s6 dinh danh

+ Truong hop ndp ho so truc
tuyén: Giri lai biéu mau Gidy
khai sinh di¢n tir voi thong tin
day du cho ngudi yéu cau qua
thu dién i hogc thiét bi s6 dé
nguodi yéu cau kiém tra va
x4c nhan. Néu nguoi co yéu
cdu x4c nhan théng tin da
thong nhat, day du hodc
khong c6 phan hoi sau thoi
han yéu cau thi coéng chiic
lam cOng tac tu phap ho tich
thuc hi¢n viéc ghi ndi dung
vao S6 dang ky khai sinh, ky
tén nguoi thyc hién, cap nhat
thong tin dang ky khai sinh
trén Phan mém ding ky, quan
1y ho tich dién tir dung chung.
Truong hop cha, me lya chon
quéc tich Viét Nam cho con

Khéng qua 0,5
ngay lam viéc

- Ho so

- Biéu mau dién tu
Gidy khai sinh c6 day
du thong tin.

- S6 dang ky khai sinh
da duogc ghi ndi dung
va da cap nhat thong
tin dang ky khai sinh
trén ph?m mém Ho tich
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So d0 cac bude
thuc hién

Noi dung cong viéc

Pon vi/nguwoi thuce hién

Thoi gian
thuc hién

Két qua thue hién

thi chuyén thong tin dén
CSDLQGVDC dé iy S6 dinh
danh c& nhan.

- Truong hop khong tra clru
duoc tinh trang hon nhan do
chua c6 thong tin trong
CSDLHTDT, CSDLQGVDC,
thi co quan dang ky ho tich
dé nghi UBND cap xd noi
nguoi yéu cau thudng tri/noi
da dang ky két hon xac minh,
cung cap thong tin.

Trong thoi han 03 ngay lam
viec ké tur ngay nhan duoc
yéu cdu xac minh, UBND
cép x4 noi nhan dugc dé nghi
xac minh c6 trdch nhiém
kiém tra, xac minh va gui két
qua vé tinh trang hoén nhan
cua nguoi do.

(Sau khi c6 két qua xac minh
thi thuc hién nhu truong hop
don gian)

- Cong churc lam cong tac
tu phap ho tich cap xa

- UBND cdp xi noi nhan
duoc dé nghi x4c minh
cia UBND cép xa noi dé
nghi

03 ngay lam viéc
(thoi gian Xxdc
minh nay khong
tinh vao thoi han
giadi quyét
TTHC)

- Hb so

- Mau s6 04

- Vin ban két qua Xac
minh;

- S6 dang ky khai sinh
da dugc ghi nd1 dung
va da cdp nhat thong
tin dang ky khai sinh
trén phan mém Ho tich

- Sau khi CSDLQGvVDC tra
vé Sb dinh danh céa nhén thi
in Giéy khai sinh, ban sao
Gidy khai sinh (truwong hop

Cong chuc lam cong tac
tu phap dugc phan cong
xu 1y ho so

01 gio lam vige

- Hb so

- Miu s6 04

- Gidy khai sinh, ban
sao Giay khai sinh (néu
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So d0 cac bude
thuc hién

Noi dung cong viéc

Pon vi/nguwoi thuce hién

Thoi gian
thuc hién

Két qua thue hién

O yéu cau cdp ban sao) trinh

¢6 yéu cau) (chua dugc

Chua tich UBND cip xa ky ky phé duyét)
phé duyét
B4: Ky duyét - Mﬁl} s6 04
ket qua giai - Loux v - Gidy khai sinh, ban
quyét TTHC | Chu tich UBND cap Xa kY| o ion UBND cép x| 01 gior lam viée | sao Gidy khai sinh (néu
phé duyét C A A an ,
cO y€u cau) da duoc ky
phé Quyét
B3 I Pong ddu, phat hanh van ban | Van thu  Van phong | 30 phit ké tir thoi | - G1dy khai sinh (ban
qumt hanh van HPND va UBND cép xi diém ky duyét clAunhg; ban sao (néu cbd
ban yeu cau)
- SO hoa két qua thu tuc hanh - Mau s6 04
chinh. - Gidy khai sinh (ban
- Nguoi di dang ky khong chinh); ban sao (néu co
can ky tén vao SO diang ky yéu cau)
khai sinh. - Thu lai Mau gidy sb
- Tra két qua tha tuc hanh | Cong chue lam cong tac 01
B6: Tri két qui chinh va thu 1¢ phi, phi cap tu phap ho tich tai Trung | Trong gio hanh |- Truong hgp co yéu
) ban sao Glay khai sinh (néu | tim phuc vu hanh chinh chinh cau tra két qua dién tu

cong dan cé yéu cau cdp bdn
sao)

- Két thic viéc tra két qua
trén phan mém Mot cira.

cong cap xa

thi tra két qua Gidy
khai sinh ban dién tu
cho nguoi yéu cau qua
thu dién tir hodc thiét bi
s0, kho dir liéu dién tir
ca nhan.




3. Thu tuc dang Ky lai khai sinh
Thoi gian giai quyét: 05 ngay lam viéc. Trudng hop phai c6 vin ban xac minh thi thoi han giai quyét khong qua 25 ngay.
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So dd cac
budc thuc
hién

NOi dung cong viéc

Don vi/nguoi
thuc hién

Thoi gian
thuc hién

Két qua thwe hién

B1: Nop ho so

- Hudng dan, kiém tra tinh
chinh xac, day du, thong
nhat, hop 1¢ cua ho so, tiép
nhén ho so.

- Nhap dir liéu thong tin hd
SO vao phén mém Mot cra;
Chuyén dir liéu truc tuyén
(néu c6) qua phan mém Ho
tich tiép nhan.

- S6 hoa ho so tiép nhan
thu tuc hanh chinh

Cong chuc lam cong tac
tu phap tai Trung tam
phuc vu hanh chinh cong
UBND cidp xa (truong
hop tiép nhan ho so tai
Trung tdm Phuc vu hanh
chinh cong cap tinh, can
bo tiép nhan ho so
chuyén ho so dén Uy ban
nhan dan cap xi c6 tham
quyén xt 1y)

Trong gio hanh
chinh

- Mau s6 01
- Mau s6 04
- Ho so tiép nhan da
dugc s6 hoa

Cong chtrc lam cong tac

i 2 A <A ‘n . - Miusd 01
B2: Chuyén (;huyein hcz 59 (‘%lay’ d‘len tu phdp tai Trung tim s eA auso ;
A 2+, |to) vé phong Vian phong . . A 01 gio lam viéc | - Mau so 04;
ho so xir ly \ IS phuc vu hanh chinh cong A
HDND va UBND cap xa Lo - HO so.
UBND céap xa
- Phén cong cong chic lam | Lanh  dao  Van phong | 4 ngay lam viéc | - Mau s6 04;
cong tac tu phap tai UBND | HDND va UBND cp x3; - HO so;

B3: Thuc
hién xir Iy ho
SO

cap xa xur Iy hd so;

- Cong chuc lam cong tac
tu phap duogc phan cong xtr
Iy hd so kiém tra, xir 1y hd
so (tham tra tinh théng nhét,

Cong chtrc lam cong tac
tu phap dugc phan cong
xtr 1y ho so tai UBND cap
Xa.

- S6 dang ky khai sinh da
dugc ghi ndi dung, da cap
nhat thong tin dang ky lai
khai sinh trén Phan mém
dang ky, quan Iy hd tich
dién tir dung chung
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hop 1€ cta cac thong tin
trong hd so, gidy to, tai liéu
do ngudi yéu cau ndp, xuat
trinh hodc dinh kem).

- Truong hop don gian: Néu
thady ho so day du, hop I¢,
ding quy dinh thi:

+ Néu ti€p nhéan ho so truc
tiép: thuc hién ghi vao S6
dang ky khai sinh, cap nhat
thong tin dang ky lai khai
sinh trén Phan mém ding
ky, quan 1y hd tich dién t
dung chung

+ Néu ndp ho so truc tuyén
thi: giri lai biéu mau Gidy
khai sinh dién tir véi thong
tin day du cho ngudi yéu cau
qua thu dién ttr hodc thiét bi
s0.

Nguoi yéu cau cd trach
nhiém kiém tra tinh chinh
xéac, day du cta cac thong
tin trén biéu mau Gidy khai
sinh dién tr va xac nhan
(t61 da mot ngay).

Néu nguoi yéu cau xic

- H6 so

-Biéu miu Gidy khai
sinh dién tr c6 day du
thong tin.

-S6 dang ky khai sinh da
dugc ghi ngi dung va
Phan mém dang ky, quan
ly ho tich dién tir dung
chung da duogc cép nhat
thong tin.
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nhan thong tin di thong
nhat, day du hodc khong co
phan hoi sau thoi han mot
ngay thi cong chirc tu phap
- ho tich thuc hién ghi ndi
dung vao S6 dang ky khai
sinh, cap nhat thong tin
ding ky lai khai sinh trén
Phan mém dang ky, quan ly
ho tich dién tr dung chung

Truong hop can phai xéc
minh thi thuc hién xac
minh.

(Sau khi nhdn dwoc két
qud xdc minh vé viéc
khong con lwu giii dwoc
S6 hé tich tai noi da ding
ky khai sinh hodc sau thoi
han 20 ngay ké tir ngay giri
vian bdn yéu ciu xdc minh
ma khong nhdn dwoc vin
bin trd 1oi néu thdy viéc
dang ky lai khai sinh
chinh xdc, dung quy dinh
phdp ludt, hé so ddy di,
hop 1¢, dung quy dinh thi

Cong chuc lam cong tac
tu phap dugc phan cong
xt 1y ho so

Thoi gian xéc

minh: khong
qua 20 ngay
lam viéc
(Chuyén
trwong hop don
gidn)

- Két qua xac minh vé
viéc khong con luu gilr
dugc S6 ho tich tai noi da
dang ky khai sinh hoac
sau thoi han 20 ngay ké
tor ngay gui van ban yéu
cau xac minh ma khong
nhan dugc van ban tra
101
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thuc hién nhw truong hop
don gidn)

In Giay khai sinh ban chinh | Céng chtic lam cong tac | 02 gid lam viéc | - Mau s6 04;
trinh Lanh dao Uy ban nhan | tu phédp duoc phin cong - Gidy khai sinh ban
dan cap xa ky duyét xtr Iy hd so chinh chua ky duyét.
. -Mau s6 04;
B : _Gihy khai sinh (bdn
Ky duyét két | Chu tich UBND cap xa k¥ | oy ioh UBND cip xa | 02 gios 1am viéc | chinh): Ban dién tir Gidy
qua gidi | phe duyct khai sinh da duoc ky
£ : y
quyéet TTHC duve
uyet
Giay khai sinh (ban
B5: , 30 phut ké tur|chinh); ban sao Gidy
fe bon bong dau, phat hanh van|Van thue HDND va|thoi diém Chu |khai sinh (truong hop
Phat hanh \ TS : %
vin ban ban UBND cap xa tich UBND cap | yéu cdu cdp ban sao
xd ky phé duyét | Gidy khai sinh), ban dién
tr Giay khai sinh
- Gidy khai sinh (ban
chinh); ban sao Giay
) ) khai sinh (truong hop
- 56 h(’za két qua thu tyc yeu cau cap ban sao
B6: chinh va qthu hi 16 ohi |t phdp tai Trung tam | Trong gio hanh -.Ban d}en t‘f G1.::1y lfhal
Tra két qua P 1€ P phuc vu Hanh chinh cong chinh sinh (Ban dién tir s€ tu

(néu co).
- Két thac viéc tra két qua
trén phan mém Mot cura.

cap xa

dong giri vé Kho quan 1y
dir li€u cua ca nhan/dia
chi thu dién t/thiét bi
so/dién thoai cua nguoi
yéu cau sau khi da hoan
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tat thu tyc dang ky lai
khai sinh tai co quan
dang ky ho tich).

- Mau s6 04.

- Thu lai Miu gidy sb
01.

4. Thi tuc ding ky lai khai sinh c6 yéu t6 nwéc ngoai

Thoi gian giai quyét: 5 ngay lam viéc. Trudng hop phai c6 vin ban xac minh thi thoi han giai quyét khong qué 25

ngay.

- Truong hop viéc khai sinh trueée ddy dwoc dang ky tai UBND cdp huyén thi viéc dang ky lai khai sinh do Uy ban
nhdn ddn cdp xd noi cu trii ciia ngudi yéu cau thue hién. Triwong hop ngwoi yéu cdu cw trii & niede ngoai thi Uy ban nhdn
dan cdp xd noi cw trii truée day ¢é tham quyén gidi quyét.

Truong hop nguoi yéu cau khong c6 noi cw trii tai Viét Nam thi S¢ Tw phdp c6 trach nhiém tiép nhdn yéu cau hodc
phdn dnh cia nguoi dan. Trong thoi han 02 ngay lam viéc ké tir ngay tiép nhdn, Sé Tw phdp bdo cdo Chii tich Uy ban
nhdn dan cdp tinh hodc theo uy quyén ciia Chii tich Uy ban nhdn dén cdp tinh giao Uy ban nhdn ddn cdp xd phit hop gidi
quyét, bdo dam thudn loi nhdt cho ngwoi c¢é yéu cau. S¢ Tw phdp cé trach nhiém théng bdo va hwdéng dan nguedi c6 yéu
cau nép ho so dén Uy ban nhdn dan cdp xd c¢é tham quyén.

So d6 cac

budc A n ‘A Don vi/nguoi Thoi gian £ . o
thure NOi dung cong viec thue hién thwe hién Két qua thwe hién
hién

- Hudng dan, kiém tra tinh chinh | Céng chic lam cong tac tu - Mau s6 01

B1: Nop hd
SO

Xac, dﬁy du, théng nhat, hop ¢
cua ho so, ti€p nhan ho so.
- Nhap dir li¢u thong tin hd so

phap ho tich tai Trung tdm
phuc vu hanh chinh cong
UBND cap xa (truong hop

Trong gid hanh | - Mau sé 04

chinh

- HO so tiép nhan da
duoc so hoa
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vao phan mém Hé thong thong tin
giai quyét thi tuc hanh chinh,;
Chuyén dit liéu truc tuyén (neu
c6) qua phian mém HO tich tiép
nhan.

- S hoa hd so tiép nhan thu tuc
hanh chinh

tiép nhdn ho so tai Trung
tam Phuc vu hanh chinh
cong cap tinh, can bo tlep
nhén ho so chuyén ho so dén
Uy ban nhén déan cdp xd cé
tham quyén xir 1)

Cong churc 1am cong tac tu

B2: Chuyén hd so (gidy, dién tir) vé i hd tich tai T . - MAu s6 01
Chuyén hé | phong Vian phong HPND va phap Qtlfl tal e tam 02 gio lam viéc | - Mau sb 04
soxirly | UBND cép xa phuc vu hanh chinh cong - Hb so
UBND cap xa
- Phan cong cong chic lam cong | Lanh dao Van phong HPDND | 4 ngay lam viéc | - Mau s6 04;
tac tu phap — ho tich tai UBND | va UBND cép xi; Cong chirc - S6 Piang ky khai sinh
cap xa xu 1y hd so; lam cong tac tu phap tai da duoc ghi day du noi
- Cong chirc duge phan cong xem | UBND cép xA. dung va da cidp nhat
xét, kiém tra hd so (thém tra tinh théng tin dang ky khai
théng nhat, hop I¢ cua cac thong sinh trén Phin Mém
tin trong hd 80, gidy to, tai liéu do = . 2 10 ha
B3: Thuc ngudi yéu cau ndp, xuit trinh hodc ?alﬁg ky: quaqn v ‘hQ
hien xit IV ; - ich dién to dung
en xwly | dinh kém). chun
ho so Truwong hgp don gidn : Xem xet, g

néu hd so du diéu kién thi thuc
hién ghi nodi dung vao S6 dang ky
khai sinh, cap nhat thong tin dang
ky khai sinh trén Phan mém ding
ky, quan 1y ho tich dién tr dung
chung.
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Trudng hop can phai xac minh thi
thuc hién xac minh.

(Sau khi nhin dwoc két qua xdc
minh vé vigc khéng con lwu giiw
dwoc Sé ho tich tai noi di ding
ky khai sinh hodc sau thoi han
20 ngay ké tir ngay givi van bdn
yéu cdu xdc minh ma khéng nhin
dwoc vin ban tra 16i néu thiy
viéc dang ky lai khai sinh chinh
xdc, ditng quy dinh phdp lugt, ho
so ddy dii, hop 18, diing quy dinh
thi thuc hién nhw truong hop
don gidin)

Cong chuc lam cong tac tu
phap dugc phan cong xu 1y
ho so

Thot gian xac
minh: khdng quéa
20 ngay lam viéc
(Chuyén truong
hop don gidan)

Két qua xac minh vé
viéc khong con luu gitr
duge S6 ho tich tai noi
da dang ky khai sinh
hoac sau thoi han 20
ngay ké tir ngay guri van
ban yéu ciu xac minh
ma khong nhan dugc
van ban tra 101.

In Gidy khai sinh trinh Chu tich

Cong chuc lam cong tac tu

01 gio lam viéc

Gidy khai sinh trinh

UBND cap xi ky duyét phap tai UBND cap xa Chi tich UBND cap xa
chua dugc ky duyét
02 gio lam viéc | - Mau 04;
B4: Ky - qlay khﬁal sinh (b.'im
duyét két chinh); ban sao Giay
' i t] 4p xa ky phé , khai sinh (néu co yé
qua giai | Chu tich UBND cap xa ky phé | - ion UBND céip xa hat sinh (ncu c6 yéu
uvét duyét cau) di duogc ky phé
'I('lTyHC duyét
- Ban dién tir Gidy
khai sinh.
B5: Phat | Pong dau, phat hanh vanban | van the HDND va UBND |30 phit ké tir | Gidy khai sinh (ban
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hanh van
ban

cap xa

thoi diém Chu
tich UBND cap
xa ky phé duyét

chinh); ban sao Gidy
khai sinh (néu c6 yéu
cau), ban dién tu Giay

khali sinh.

B6: Tra két
qua

- S6 hoa két qua tha tuc hanh
chinh.

- Tra két qua tha tuc hanh chinh
va thu phi cap Gidy khai sinh
(ban chinh); thu phi cap ban sao
Gidy khai sinh (néu céng din cé
Yéu cau cdp ban sao) (triv truong
hop dwoc mién 1é phi).

- Két thuc viéc tra két qua trén
phan mém Mot cira.

Cong chuc lam cong tac tu
phap tai Trung tam phuc vu
hanh chinh cong UBND cap
Xa

Trong gio hanh
chinh

- Gidy khai sinh (ban
chinh); ban sao (néu c6
yéu cau);

- Truong hop co6 yéu
cau tra két qua dién tir
thi tra két qua Gidy
khai sinh ban dién t
cho ngudi yéu cau qua
thu dién tir hodc thiét bi
s, kho dit liéu dién tir
ca nhan;

- MAu s6 04;

- Thu lai Mu gidy s6
01.




5. Thu tuc dang ky nhéan, cha, con
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Thoi gian giai quyét: 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong quéa 08 ngay lam viéc

So dd cac buée
thuc hién

Noi dung cong viéc

Pon vi/nguoi
thuc hién

Thoi gian
thuc hién

Két qua thuc hién

B1: Nop ho so

- Hudng dan, kiém tra tinh
chinh xac, day du, thong nhat,
hop 18 cta ho so, tiép nhan ho
SO.

- Nhap dir liéu thong tin ho so
vao phan mém Hé théng
thong tin giai quyét thu tuc
hanh chinh; Chuyén dir ligu
tryre tuyén (neu c6) qua phan
mém Ho tich tiép nhan.

- S6 héa ho so tiép nhan thi
tuc hanh chinh

CoOng chirc lam cong tac tu
phap hd tich tai Trung tam
phuc vu hanh chinh cong
UBND cap xi (truong hop
tiép nhdn ho so tai Trung
tam Phuc vu hanh chinh
cong cap tinh, can bo tzep
nhdn hé so chuyén ho so dén
Uy ban nhdn déan cdp xd c6
tham quyén xit 1y)

Trong gio hanh
chinh

- Mau s6 01

- MAu s6 04

- Ho so tiép nhan da
dugc sb hoa.

Cong chtrc 1am cong tac tu

B2: Chuyén hé C;h uyén ho >0 (gle}y, dién w) phap hd tich tai Trung tim s A | Me;u 50 01
N vé phong Van phong HDND . A 02 gio lam viéc | - Mau s6 04
so xur ly \ L x phuc vu hanh chinh cong A
va UBND cap xa UBND cép xd - HO so.
- Phan cong cho cong chiic 02 ngay lam viéc | - HEE S0
lam cong tac tu phap tai|ysph dao Vin phong HDND - Mau s6 04
B3: UBND cép xa xir Iy ho so; va UBND cAp xd; Cong chrc - SO dang ky nhén cha,
Thue hién xi¢ | - Cong chirc lam cong tac tu | 13 cong tac tu phap duoc me, con da ghi day du
1y hd so phap dugc phan cong xur 1y | phan cong xu ly hd so tai ndi dung, da cap nhat

hd so tham tra hd so (thim tra
tinh thong nhat, hop I¢ cua cac

UBND cap xa

thong tin dang ky nhan
cha, me, con trén Phan
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thong tin trong ho so, gidy to,
tai liéu do nguoi yéu ciu nop,
xuét trinh hodc dinh kém).

- Trudng hop hd so day du,
néu théy viéc nhan cha, me,
con la dang va khong c6 tranh
chap, hd so day du, hop 18,
dang quy dinh:

+ Néu tiép nhan ho so ding ky
nhin cha, me, con theo hinh
thirc truc tiép, thi cong chic tu
phap thuc hién ghi vao SO
dang ky nhan cha, me, con,
cap nhat thong tin dang ky
nhan cha, me, con trén Phan
mém ding ky, quan 1y ho tich
dién tir dung chung.

+ Truong hop tiép nhan ho so
dang ky nhan cha, me, con
theo hinh thtrc tryc tuyén, cong
chire tu phap gui lai biéu miu
Trich luc dang ky nhén cha,
me, con di¢n tr v&i thong tin
day du cho nguoi yéu ciu qua
thu dién tir hodc thiét bi sb.
Ngudi yéu cau cé trach nhiém
kiém tra tinh chinh xac, day

mém ding ky, quan 1y
hé tich di¢n tor dung
chung.
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du cua cac thong tin trén biéu
mau Trich lyc ding ky nhan
cha, me, con dién tir va Xac
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan
thong tin di thong nhat, day
da hodc khong c6 phan hoi
sau thoi han mdt ngay thi
cong chuc tu phdp - hd tich
thyc hién ghi ndi dung vao S6
dang ky dang ky nhan cha,
me, con, cap nhat thong tin
dang ky nhan cha, me, con trén
Phan mém dang ky, quan 1y ho
tich dién tr dung chung

Truong hop can phai xac
minh thi thuc hién xac minh
(Sau khi c6 két qud xdc minh
thi thuc hién nhu truong hop
don gian)

Cong chic lam cong tac tu
phap duoc phan cong xur 1y
ho so

Khéng qua 05
ngay lam viéc

- K&t quéa xac minh

In Trich luc dang ky nhan cha,
me, con, trinh’ Lanh dao Uy
ban nhan dan cap xa ky

Cong chirc lam cong tac tu
phap duoc phan cong xur ly
ho so

02 gio lam viée

- Ho so

- MAu s6 04

- Trich lyc dang ky
nhian cha, me, con
chua dugc ky phé
duyét.

B4:

Chu tich UBND céap xi ky

Chu tich UBND cép x4

02 gio lam viée

- MAu s6 04
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Ky duyét kég
qua giai quyet
TTHC

phé duyét

- Trich luc dang ky
nhan cha, me, con (ban
chinh); ban sao Trich
luc dang ky nhan cha,
me, con (truong hop
c6 yéu cau), Ban dién
td dd dugc ky phé
duyét

B5:
Phat hanh van
ban

Pong dau, phat hanh van ban

Van thu HDND va UBND
cap xa

30 phat ké tur
thdi diém Chu
tich UBND cép
xa ky phé duyé¢t

Trich luc dang ky nhéan
cha, me, con ban chinh,
ban sao, ban dién tir

B6:
Tra két qua

- S6 hoa két qua thu tuc hanh
chinh.

- Tra két qua tha tuc hanh
chinh va thu phi, 1& phi (néu
cd).

- Két thuc viée tra két qua
trén phan mém Mot cira.

Cong chuc lam cong tac tu
phéap tai Trung tam Phuc vu
Hanh chinh cong cap xa

Trong gid hanh
chinh

- Trich luc dang ky
nhan cha, me, con (ban
chinh); ban sao Trich
luc dang ky nhan cha,
me, con (truong hop
c6 yéu cau).

- Ban dién tr Trich luc
dang ky nhan cha, me,
con (Ban dién tir s€ tu
dong giri vé Kho quan
Iy dir ligu cua ca
nhan/dia chi thu dién
tir/thiét bi sd/dién thoai
cliia ngudi yéu cu sau
khi da hoan tit thu tuc
ghi chti nhan cha, me,
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con tai co quan dang
ky h¢ tich).

- Mau s6 04.

- Thu lai Méu gidy sb
01.

6. Thii tuc ding ky nhén cha, me, con c6 yéu to nuéc ngoai

Thoi gian gidi quyét: 10 ngay

So dd cac
budc thue

NOi dung cong viéc

Pon vi/nguoi thwe hién

Thoi gian
thue hién

Két qua thuc hién

hi€én
- Huéng dan, kiém tra tinh Trong  gior | Me:m S(::) 01;
chinh xac, day du, thong nhat, hanh chinh | -~ Mau so 04;
hop 18 ciia hd so, tiép nhan ho - HO so tiép nhan da
SO. ‘ duoc so hoa.
B1: - Nhap dit liéu thong tin ho so | Cong chue lam cong tac tu phap
o vao Phin mém MOt cura; | tai Trung tdm Phuc vu Hanh
NOp ho so A 1m 14 X 4| chinh c6 A o3
Chuyén dit liéu tryc tuyén (néu | chinh cong cap xa
cO) qua phan mém Ho tich.
- S6 hoa hd so tiép nhan thu tuc
hanh chinh
B2 | Chuyén hd so (gidy, dién i) vé | Cong chiic lim cong téc tw phip | t}?c‘rhiu:ﬁékni - Miu s6 01;
Chuyén Van phong HDND va UBND |tai Trung tdm Phuc vu Hanh | .x ~_ 1 x | -Mauso 04;
A £ o , n L~ ti€p nhan ho X
ho so cap xa chinh cong cap xa <o - HO so.
_ - Phan cong cho cong chic lam | Lanh dao Van phong HDND va | 09 ngay - Ho so;
BS A , , . X r X A
cong tac tu phap tai UBND cép | UBND cap xa; Cong chirc lam - Mau s0 04;

Thuc hién

xa xu 1y ho so;
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xir Iy ho so

- Cong chtc lam cong tac tu
phap dugc phan cong xir Iy hd
so tham tra hd so (thdm tra tinh
thong nhit, hop 1é cua cac théng
tin trong hd so, gidy to, tai liéu
do ngudi yéu cau ndp, xuat trinh
hoac dinh kém);

Cong chuc tu phap xac minh,
niém yét viéc nhan cha, me, con
tai tru sO Uy ban nhan dan cép Xa
trong thoi gian 05 ngay lam viéc,
dong thoi giri van ban dé nghi Uy
ban nhan déan cip xa noi thuong
trd cia nguoi dugc nhan la cha,
me, con niém yét trong thodi gian
05 ngay lam viéc.

Néu théy viéc nhan cha, me, con
1a dGng va khong c6 tranh chép,
hé so day du, hop 1¢, dung quy
dinh:

+ Trudng hop tiép nhan tryc tiép:
Thyc hién ghi vao S6 dang ky
nhan cha, me, con, cdp nhat
thong tin dang ky nhan cha, me,
con trén Phin mém ding ky,
quan 1y hd tich dién tor dung

cong tac tu phap dugc phan cong
xtr 1y ho so tai UBND cép x4

- SO dang ky nhan cha,
me, con di ghi day du
ndi dung, da cdp nhat
thong tin dang ky nhan
cha, me, con trén Phan
mém diang ky, quan ly
ho tich dién tr dung
chung.

S6 dang ky nhan cha,
me, con, cap nhat thong
tin ding ky nhan cha,
me, con trén Phan mém
dang ky, quan 1y ho tich
dién tr dung chung.
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chung.

+ Truong hop tiép nhdn truc
tuyén: Guri lai biéu mau Trich
luc dang ky nhan cha, me, con
dién tir voi thong tin day du cho
nguodi yéu cau qua thu dién tur
hogc thiét b s6.

Ngudi yéu cau c6 trach nhiém
kiém tra tinh chinh xéac, ddy du
clia cac thong tin trén biéu mau
Trich luc dang ky nhan cha, me,
con dién tir va xac nhan (t6i da
mot ngay).

Néu nguoi yéu cau xac nhan
thong tin di thong nhat, day du
hozc khong c6 phan hoi sau thoi
han quy dinh thi cong chic lam
cong tac tu phdp duoc phan
cong xur 1y hod so thuc hién ghi
ndi dung vao S6 ding ky ding
ky nhan cha, me, con, cap nhat
thong tin dang ky nhan cha, me,
con trén Phan mém ding ky,
quan 1y hd tich di¢n tor dung
chung.

- Biéu mau dién tu
Trich luc dang ky nhan
cha, me, con co d?ly du
thong tin;

- S6 dang ky nhan cha,
me, con, cap nhat thong
tin ding ky nhan cha,
me, con trén Phan mém
dang ky, quan 1y ho tich
dién tr dung chung.

In Trich luc dang ky nhan cha,
me, con; ban sao Trich luc dang

Cong chuc lam cong tac tu phap
duoc phan cong xir 1y hd so

02 gio lam
viéc

- HO so;
- Mau so 04;
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ky nhan cha, me, con (néu co
yéu ciu) trinh Lanh dao Uy ban

- Trich luc dang ky
nhan cha, me, con chua

nhan déan cip xa ky duoc ky duyét.
- MAu s 04;
B4: - Trich luc dang ky
Ky dl}y(%to !{ét Chﬁﬂ tich UBND cép xi ky phé Chii tich UBND céip xa 0.2A gid lam nhffln cha,o me, con b%n
qua giai | duyét viéc chinh; ban sao, ban
quyét TTHC dién tir da duoc ky phé
duyét.
30 phat ké Trich luc dr?mquy n,hém
tir thoi didm cha, me, con ban chinh,;
B3: ) ) Chi tich ban sao, ban dién tir
Phat hanh | Béng dau, phat hanh van ban Van thu HDND va UBND cap xa UBND < p
van ban x 1o o
xa ky phé
duyét
- Trich luc dang ky
nhan cha, me, con (ban
chinh); ban sao Trich
- S6 hoa két qua thu tuc hanh lyc dang ky nhan cha,
chinh. A s o , . me, con (truong hop
B6: - Tra két qua thu tuc hanh chinh g?n%ri};uc 122 Cgﬁlglctaisu }I)IZEE Trong gio | yéu cu).
Tra két qua | va thu phi, 18 phi (néu c6). - g e vt hanh chinh | - Ban dién tr Trich luc

- Két thuc viéc tra két qua trén
phan mém M4t cua.

chinh cong cap xa

dang ky nhan cha, me,
con (Ban dién tr s€ tu
dong gui vé Kho quan
Iy dir liu dién tir cta
ca nhan/dia chi thu dién
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tir/thiét bi so6/dién thoai
clia ngudi yéu cau sau
khi da hoan tat thu tuc
dang ky nhan cha, me,
con tai co quan dang ky
ho tich).

- Mau s6 04.

- Thu lai Mau giay s6
01.

7.Thi tuc diang ky khai sinh két hop ding ky nhin cha, me, con

Thoi gian giai quyét: 03 ngay lam viéc, truong hop phai xac minh thi thoi han giai quyét khong qua 08 ngay lam

viéc

So dd cac

bwédc thue NOi dung cong viéc Don V!/n.gAum thye | Thoi stan thye Két qua thue hién
hién hién hién
- Hudng dan, l;iém tra tinh chinh Trong gi® hanh | - Mejlu sé 01
XE:IC, déy,dﬁ, théng nhat, hop 1¢ ctia chinh - Mﬁu sO Q4 ,
ho so, tiep nhén ho so. Cong chic lam - Ho so tiép nhan da dugc so
B1: - Nhép dif liéu thong tin ho so vao | cOng tc tu phap tai hoa.
Nop h Phan mém Mét ctra; Nhap dit liéu | Trung tdm Phyc vu
OP hOSO" | 111a phin mém Ho tich. Hanh chinh  cdng
- S hoa hod so tiép nhan thu tuc cap xa
hanh chinh
B2: Chuyén hd so (gidy, dién tu) yé Cong chac lam |30 phut ké tur | - Meftu scf) 01;
Chuyén | Van phong HDND va UBND c¢ap | cong tic tu phap tai | thoi diém tiép | - Mau s6 04,
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ho so xa Trung tam Phuc vu | nhan ho so - H6 so.
Hanh chinh cong
cép xa
- Phin cong cho cong chic lam|Lanh dao Vian |02 ngay lam |- Hb so;
cong té{c tu phap tai UBND cép Xa | phong HDND va | viéc - Mﬁu s6 04;
xu 1y ho so; UBND cip x&; - SO dang ky nhén cha, me, con,
- Cong chirc lam cong tac tw phap | cong  chie  1am S6 dang ky khai sinh, cap nhat
du’olfk phén lffmg xir gl hﬁfo ;Tm cong tac tu phap thong tin dang ky khai sinh va
Lra IOA 50 (t ’amhtAr a tl. ¢ Ongh)\ at dugc phan cong xu Phan mém dang ky, quan Iy ho
op e cua ?a&t ong tin t{(.)ngA 0 59, Iy hd so tai UBND tich dién tor dung chung da dugc
gidy to, tai liéu do nguoi yéu cau | 7, 7 ' A e LA
nop, xuit trinh hodc dinh kém). cap xa cap nht thong tin.
- Truong hop don gian: Néu thay
viéc nhan cha, me, con la ding va
B3: khong c6 tranh chap, thong tin khai

Thuc hién
xir 1y ho so

sinh day du va phu hop thi cong
chirc lam coéng tac tu phap duoc
phan cong xtr Iy ho so thuc hién ghi
vao SO dang ky nhan cha, me, con,
S6 dang ky khai sinh, cap nhat thong
tin dang ky khai sinh, dang ky nhan
cha, me, con trén Phin mém dang
ky, quan ly hd tich dién tr dung
chung, chuyén thong tin dén
CSDLQGVDC dé lay S dinh danh
céa nhan.

Sau khi CSDLQGVDC tra vé S
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dinh danh c4 nhan, cong chuc tu
phép - ho tich in Gidy khai sinh,
Trich luc ding ky nhan cha, me,
con, trinh Lanh dao Uy ban nhan
dan cap xa ky.

- Trudng hop can phai xac minh thi
thuc hi€én xac minh

(Sau khi ¢6 két qud xdc minh thi
chuyén thwc hién nhw truong hop
don gian)

Cong chic lam
cong tac tu phap
dugc phan cong xu
1y ho so

Thot gian xac

minh:  khéng
qua 05 ngay
lam viéc
(Chuyén
truong hop
don gidn

Két qua xac minh

- In Gidy khai sinh, Trich luc ding
ky nhan cha, me, con (ban chinh);
ban sao Gidy khai sinh, ban sao
Trich luc ding ky nhan cha, me,
con (truong hop yéu cau) trinh
Lanh dao Uy ban nhan dan cap xa
ky.

Cong chac lam
cong tac tu phap
dugc phan cong xur
Iy ho so

02 gio lam viéc

- Ho SO;

- Mau s 04;

- Gidy khai sinh, Trich luc ding
ky nhan cha, me, con (ban
chinh); ban sao Gidy khai sinh,
ban sao Trich luc dang ky nhan
cha, me, con chua dugc ky phé
duyét.

B4:

Ky duyét
két qua giai
quyét
TTHC

Chu tich UBND cip x3 ky phé
duyét

Chu tich UBND cép
Xa

02 gio lam viéc

- Mau s6 04;

- Gidy khai sinh, Trich luc ding
Ky nhan cha, me, con (ban
chinh); ban sao Gidy khai sinh,
ban sao Trich luc dang ky nhan
cha, me, con da dugc ky phé
duyét.
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30 phat ké tur

Gidy khai sinh, Trich luc ding
ky nhan cha, me, con (ban

B5: , Vin the HOND va | ot diém Cha | % AR o oon L
Phat hanh | Pong dau, phat hanh van ban a LN v tich UBND cap cl}1nh), bar} Sa0 Gla}’ kha} s1nAh,
vin ban UBND cap xa xi ky phe ban sao Trich luc ding ky nhan
duyét cha, me, con
- Gidy khai sinh, Trich luc dang
- S6 hoa két qua thu tuc hanh Con chic  1am ky nhan cha, me, con (ban
chinh. ong et ohin ta chinh); ban sao Gidy khai sinh,
B6: - Tra két qua thu tuc hanh chinh va "CF?'EI% tAm II’)hucp vu Trong gio hanh | ban sao Trich luc dang ky nhan
Tra két qua | thu phi, 1¢ phi (néu co). Hélnhg chinh 'Céng.; chinh cha, me, con (truong hop yéu
- Két thac viée tra két qua trén | - . cau).
phan mém Mot cira. cap xa - Mau s6 04.
- Thu lai MAu gidy s6 01.
8.Thii tuc diing ky khai sinh két diing ky nhén cha, me, con cé yéu to nuéc ngoai
Thoi gian giai quyét: 10 ngay
So do cac . ‘. N
budc thue Noi dung cong viéc D(trll:wvc!/lllligéll:m Thoi lgliz:: thye Két qua thwe hién
hién . v v
- ‘AHu’(')'ng dgtn, kiér}q tra tl'nb chl’nhkxéc, Trong gio hanh |~ Mz:m sé 01;
da}y du, thong nhat, hop 1¢ cta h6 50, | Cong chirc  1am | chinh - Mau s6 04; ’
B1: ti€ép nhan ho so. cong tac tu phap - Hé so tiép nhan da dugc so
) - Nhap dir liéu thong tin hd so vao tai Trung tAm hoa.
NOp ho so' | Phan mém Mot cira; Nha dir ligu dang | phye vy Hanh

Ky qua phan mém Ho tich.

- S6 hoa hd so tiép nhan thi tuc hanh

chinh cong cap xa
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chinh
Cong chuc Ilam 7 o
BZ:; Chuyén hd so (gidy, dién tir) vé Vin cong tac tu phAap 30‘ P huE ke .Eu’ i M‘;‘“ 59 015
Chuyén hone HDND va UBND cp xd tai Trung tam | thoi diém tiép | - Mau so 04;
ho so phong p Phuc wvu ’Hémh nhan ho so - HO so.
chinh cong cap xa
S0 phap e P Y phong HDPND va - Mau s6 04,
) A o s A . . |UBND cip XA&; - S6 ding ky nhan cha, me,
B3 Cong chuc lam cong tac tw phap | -5 " pec jam con, Sé dang ky khai sinh da

Thuc hién
xtr ly ho so

duoc phan cong xtr Iy hd so tham tra
ho so (tham tra tinh thdng nhat, hop 1¢
clia cac thong tin trong ho so, gidy to,
tai liéu do ngudi yéu cau ndp, xuat trinh
hodc dinh kém).

cong tac tu phap
dugc phan cong
xt 1y hd so tai
UBND cép xi

09 ngay

duoc ghi ndi dung va Phan
mém dang ky, quan 1y ho tich
dién tr dung chung da dugc
cap nhat thong tin.

Cong chic tu phap xac minh, niém yét
viéc nhan cha, me, con tai tru s¢ ny ban
nhan déan cip xa trong thoi gian 05 ngay
lam viée, ddng thoi giri van ban dé nghi
Uy ban nhan déan cap x4 noi thuong tra
cta nguoi dugc nhan la cha, me, con
niém yét trong thoi gian 05 ngay lam
viéc.

Trudng hop don gian: Néu thay viéc
nhan cha, me, con la dung va khong
c6 tranh chap, thong tin khai sinh day
du va phu hop, thi cong chic tu phap
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thyc hién ghi vao S6 ding ky nhan cha,
me, con, SO dang ky khai sinh, cap nhat
thong tin dang ky khai sinh, dang ky
nhén cha, me, con trén Phadn mém dang
ky, quan 1y ho tich dién tr dung chung.
Truong hop cha, me lya chon quéc
tich Viét Nam cho con thi chuyén
thong tin dén CSDLQGVDC d¢é lay S6
dinh danh ca nhan:

Sau khi CSDLQGVDC tra vé So dinh
danh c4 nhan, cong chic tu phap in
Gidy khai sinh, Trich luc ding ky nhan
cha, me, con, trinh Lanh dao Uy ban

Cong chuc lam
cong tac tu phap
dugc phan coOng
xur 1y ho so

02 gio lam viéc

- H6 so;

- MAu s6 04;

- Giay khai sinh, Trich luc
dang ky nhan cha, me, con

nhan dan cép xa ky chua dugc ky phé duyét.
B4: - Mau s0 04;
Ky duyét . - Giay khai sinh, Trich luc
két qui gidi | Chi tich UBND céip xa ky phé duyet | 00 Heh UBND | 45 e 1am vige | dang ky nhan cha, me, con da
X cap xa 1A A
quyet dugc ky phé duyét.
TTHC
Giay khai sinh, Trich luc dang
ky nhan cha, me, con (ban
aE- 30 phat ké tir | chinh); ban sao Gidy khai
Phat h.énh Pong ddu, phat hanh vin ban Van thu HDND va th(‘)’i diém Chu | sinh, ban sao Trich luc dang
vin ban ’ UBND cap xa tich UBND céap | ky nhan cha, me, con (tru’b’r;g

xa ky phé duyét

hop yéu cau cap ban sao Giay
khai sinh, ban sao Trich luc
dang ky nhan cha, me, con)
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- S6 hoa két qua tha tuc hanh chinh.

- Tra két qua thu tuc hanh chinh va
thu phi, 1& phi (néu co).

- Két thuc viée tra két qua trén phan
mém Mot cira.

B6: Tra két
qua

Cong chuc Ilam
cong tac tu phap
tai  Trung tam
Phuc wvu Hanh
chinh cong cap x4

Trong gid hanh
chinh

- Giay khai sinh, Trich luc
dang ky nhan cha, me, con
(ban chinh); ban sao Gidy
khai sinh, ban sao Trich luc
dang ky nhan cha, me, con
(trwong hop yéu ciu cép ban
sao Gidy khai sinh, ban sao
Trich luc dang ky nhén cha,
me, con)

- Mau s6 04.

- Thu lai MAu gidy s6 01.

9. Thi tuc ding ky khai sinh cho nguoi da 6 ho so, gidy to ci nhin

Thoi gian giai quyét: 5 ngay lam viéc. Truong hop phai ¢6 van ban xac minh thi thoi han giai quyét khong qua 25

ngay
*Luuy

- Cd nhdn c6 quyén lya chon thuwc hién thii tuc hanh chinh vé hé tich tai co quan ding ky hé tich noi cw trii; noi cw
trii cua cd nhdan dwoc xdc dinh theo quy dinh cua phap ludt vé cu trii. Trieong hop cd nhdn lya chon thyc hién thi tuc hanh
chinh vé hé tich _khong phai tai Uy ban nhdn dén cdp xd noi thiong trii hodc noi tam tru thi Uy ban nhdn dén cap xd noi
tzep nhdn yéu cau cé trach nhiém hé tro nguoi dan nop ho so dang ky ho tich truc tuyen dén dung co quan co tham quyen

theo quy dinh.

- Bdi véi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh thire tryuc tiép:
Nguoi yéu cau dang ky ho tich co thé nop ban sao dwoc chung thuc tw ban chinh hoac ban sao dwoc cap tie s6 goc
(sau day goi la ban sao) hodac ban chup kem theo ban chinh, ban dién tir cdac giay to nay, bao gom ca giay to dwoc tich hop,

hién thi trén Ung dung dinh danh dién tw (VnelD).

So do cac buoc

thue hién Noi dung cong vi¢c

Pon vi/nguoi
thwe hién

Thoi gian
thuc hién

Két qua thuc hién
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B1: Nop ho so

- Hudng dan, kiém tra tinh
chinh xac, day du, thong
nhit, hop 1€ cua hd so, tiép
nhan hd so.

- Nhap du li¢u thong tin ho
s0 vao phan mém giai quyet
thu tuc hanh chinh; Chuyen
dir li€u truc tuyen (néu c0)
qua phan mém Ho tich tiép
nhan.

- S6 hoa ho so tiép nhan thu
tuc hanh chinh

CoOng churc lam cong tac
tu phap hd tich tai Trung
tam phuc vu hanh chinh
cong UBND cép xi
(trwong hop tiép nhin ho
so tai Trung tam Phuc vu
hanh chinh cong cdp
tinh, can bo tié:p nhéan hé
so chuyén hé so dén Uy
ban nhédn ddn cdp xa c6
tham quyén xir 1)

Trong gid hanh

chinh

-Mau s6 01;
- Mau s6 04;
- Ho so tiép nhan da
dugce sb hoa.

Cong churc 1am cong tac

B2: Chuyén ho C;h uyen ho >0 (gla‘ly, dién t) tu phap ho tich tai Trung T ) Mgu > 015
. vé phong Van phong HDND | . \ , 02 gi¢ lam viéc - Mau s6 04;

so xur ly va UBND cAp x3 tam phuc vu hqnh chinh CHb so

P cong UBND cAp x4 '
- Phan cong cong chic lam | Lanh dao Van phong |4 ngay lam viéc - M?lu s0 04;

cong tac tu phap — ho tich xir | HDND va UBND cap x; - HO so;

B3: Thue hién
xir Iy ho so

1y hé so;

Cong chtrc dugc phan cong
Xem Xxét, kiém tra ho so, tra
ciu théng tin  trong
CSDLHTDT,
CSDLQGvVDC.

- Truong hop hd so day du
thong tin, khong cin phai
xac minh thi cong chuc lam
cong tac tu phap - ho tich

Cong chtc lam cong tac
tu phap- ho tich UBND
cép xa.

- Ghi néi dung trong S6
dang ky khai sinh, da
cap nhat thong tin dang
ky khai sinh trén Phan
mém ding ky, quan 1y
ho tich dién tr dung
chung.
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thyc hién ghi noi dung vao S6
dang ky khai sinh, cdp nhat
thong tin dang ky khai sinh
trén Phan mém dang ky, quan
1y ho tich dién tr dung chung;
- Cong chtrc tu phap - ho tich
in Gidy khai sinh, trinh Lanh
dao Uy ban nhan dan cap xa
ky phé duyét

Truong hop ho so chua day
da thong tin, can phai tién
hanh xac minh:

+ Néu gidy to ctia ngudi yéu
cau dang ky khai sinh khong
c6 thong tin chirng minh quan
hé cha, me, con thi co quan
dang ky ho tich ¢6 van ban dé
nghi co quan cong an c6 tham
quyén xac minh. Trudng hop
co quan cong an tra 161 khong
c6 thong tin thi co quan dang
ky ho tich cho ngudi yéu cau
dang ky khai sinh 14p van ban
cam doan vé thong tin cia
cha, me va xac dinh ndi dung
khai sinh theo van ban cam
doan.

Cong chiic lam cong tac
tu phap tai UBND cép x4

20 ngay lam vi¢c

Két qua xac minh
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+ Sau khi nhan duogc két qua
xac minh hodc sau thoi han
20 ngay ké tir ngay gui vin
ban yéu cau xac minh ma
khong nhan dugc van ban tra
101, néu thdy ho so diy du,
hop 1€, dung quy dinh, truong
hop tiép nhan ho so ding ky
khai sinh theo hinh thic truc
tiép, thi cong churc tu phap -
ho tich thuc hién ghi vao S6
dang ky khai sinh, cap nhat
thong tin dang ky khai sinh
trén Phan mém dang ky, quan
1y ho tich dién tr dung chung.
Trudng hop tiép nhan hd so
dang ky khai sinh theo hinh
thirc truc tuyén, cong chirc tu
phap - ho tich giri lai biéu
mau Gidy khai sinh dién tir
v6i thong tin day du cho ngudi
yéu cau qua thu dién tr hoac
thiét bi sd.

Ngudi yéu cdu c6 trach
nhiém kiém tra tinh chinh
xéc, ddy du cua cac thong tin
trén biéu mau Giay khai sinh
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dién tor va x4c nhan (t6i da
mot ngay).

Néu nguoi yéu ciu xac nhan
thong tin da théng nhat, day
du hodc khong co6 phan hoi
sau thoi han mot ngay thi
cong chuc tu phap - hd tich
thyc hién ghi ndi dung vao S6
dang ky khai sinh, cdp nhat
thong tin dang ky khai sinh
trén Phan mém dang ky, quan
1y ho tich dién tr dung chung.

B4. Ky duyét
két qua giai
quyét TTHC

Trinh Chu tich UBND cép
xa ky phé duyét

Cong chtic lam cong tac
tu phap UBND cép x4

0.5 ngay lam viéc

- Mau 04;

- Gidy khai sinh (ban
chinh), ban sao Giéy
khai sinh (truong hop
yéu cau cap ban sao
Gidy khai sinh).

- Ban dién tir Gidy khai
sinh (Ban dién tir s& tu
dong giri vé Kho quan
ly dir liéu dién t cua
ca nhan/dia chi thu
dién tiwthiét bi sd/dién
thoai cua ngudi yéu
cau sau khi da hoan tat
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thu tuc dang ky khai
sinh tai co quan dang
ky ho tich).

B5:
Phat hanh van
ban

Pong dau, phat hanh van ban

Vin thy HDND
UBND cép xa

va

30 phat ké tir thoi
diém Chu tich
UBND cap xi ky
phé duyét

Gidy khai sinh (ban
chinh), ban sao va ban
dién tir Gidy khai sinh.

B6: Tra két qua

- S6 hoa két qua thi tuc hanh
chinh.

- Tra két qua thu tyc hanh
chinh va thu phi cap Gidy
khai sinh (ban chinh); thu
phi cap ban sao Gidy khai
sinh (néu céng din cé yéu
cau cdp ban sao) (trir truong
hop dwoc mién 1é phi).

- Két thac viée tra két qua
trén phan mém Mot cira.

Cong chirc lam cong tac
tu phap hg tich tai Trung
tam phuc vu hanh chinh
cong UBND cép xa

Trong gi6 hanh
chinh

- Gidy khai sinh (ban
chinh); ban sao (néu c6
yéu cau)

- Truong hgp co6 yéu
cau tra két qua dién tir
thi tra két qua Giay
khai sinh ban dién tu
cho ngudi yéu cau qua
thu dién tir hodc thiét bi
s0, kho dit liéu dién tir
ca nhan.

- MAu s6 04

- Thu lai Mau gidy sb
01
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10. Thii tuc déing ky khai sinh c6 yéu t6 nuwéc ngoai cho ngudi da cé hd so, gidy to ¢4 nhan

Tong thoi gian: 05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han giai quyét khong qua 25 ngay.

So do cac

bwdc thue Noi dung cong viéc DPon vi/nguoi thue hién Thoi lgligl: thyc Két qua thwc hién
hién ¢
- ,Hu’c')’rig dexlqn, kiém tra tjnh Chinf) Trong g hanh |~ Ma:ul sc::) 01,
Xac, Qay du,, thong nhat, hop 1¢ chinh - Mgu sO Q4;
cua ho so, ti€p nhan ho so. ‘ - Ho Y ti€p nhan da
B1- - ‘Nhap‘ﬂ dir 11¢u tlzongo t.m ho 20 Cong chirc 1am cong thc tu duoc so hoa.
T VE~10 PAhan mém I\/A’I()t cu;:a, C,huyen phap tai Trung tim Phyc vu
NoOp ho so dukhc;uktrt_rc :[uyen (n€u ¢6) qua | Hanh chinh cong chp xa
phan mém HJ tich.
- Sb hoa ho so tiép nhan thu tuc
hanh chinh
B2: Chuyén ho so (gidy, dién tir) vé | Cong chirc lam cong tac tu | 30 phat ké tir thoi | - Mau s6 01;
Chuyén Van phong HDND va UBND | phap tai Trung tam Phuc vu | diém tiép nhén ho | - Mau s6 04;
ho so cap xa Hanh chinh cong cap xa SO - HO so.
B3: - Phan cong cong chic lam cong £ so
Thue  hién | tic tu phap xtt I¥ hd so: - HO so;
] en | tac tu phap xu 1y ho so; _ Mau sb 04:

xir Iy ho so

Cong chuc dugce phan cong xem
xét, kiém tra ho so (tham tra tinh
thdng nhat, hop I¢ ctia cac thong
tin trong hd 50, gidy to, tai liéu do
ngudi yéu cau ndp, xuét trinh
hodc dinh kém).

Truong hop gidy tO cua ngudi

Lanh dao Van phong
HDND va UBND cip xi;
Cong chirc lam cong tac tu
phap dugc phan cong xu ly
hé so tai UBND cap x4

4 ngay lam viéc

- S6 dang ky khai sinh
da dugc ghi ndi dung va
Phin mém ding ky,
quan ly hd tich di¢én tir
dung chung da duoc
cap nhat thong tin.
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yéu cau ding ky khai sinh khong
c6 thong tin chimg minh quan h¢
cha, me, con thi co quan dang ky
ho tich c6 van ban dé nghi co
quan cong an c6 thAm quyén xac
minh. Truong hgp co quan cong
an tra 101 khong c6 thong tin thi
co quan dang ky ho tich cho
ngudi yéu cau dang ky khai sinh
lap van ban cam doan vé thong
tin cua cha, m¢ va xac dinh noi
dung khai sinh theo van ban cam
doan.

Sau khi nhan duogc két qua xac
minh hoac sau thoi han 20 ngay
ké tir ngay gui van ban yéu cau
xac minh ma khong nhéan duoc
van ban tra 10i, néu thidy ho so
day du, hop 1, dung quy dinh,
truong hop tiép nhan ho so ding
Ky khai sinh theo hinh thitrc truc
tiép, thi cong chiic tu phap thuc
hién ghi vao SO dang ky khai
sinh, cap nhat thong tin dang ky
khai sinh trén Phdn mém ding
ky, quan 1y hd tich di¢n tor dung
chung.

20 ngay lam vi¢c

K&t qua x4c minh
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- In Gidy khai sinh trinh L&nh | csp0 chire 1am cong tac tu - Ho so;
dao Uy ban nhan dan cap xa ky. phap duoc phan cong xt Iy | 01 gty 1am viee - Ma}}l sO 04 : .
hd so - Giay khai sinh chua
dugc ky phé duyét.
- Mau sb 04;

- Gidy khai sinh (ban

) B4i < o P, chinh), ban sao Giay
quﬂ‘ﬁ‘y‘?i;;‘e‘ gi‘;étmh UBND cap xa ky phe | oy iop UBND céip xa 01 gitr lam vige | khai sinh (truong hop
quyét ]gTHC ‘ yél,,l cau cap ban sao

Giay khai sinh) da

duoc ky phé duyét.

Gidy khai sinh (ban
85 30 phat k¢ tir thoi chinh), ban sao Gidy

Phat h.énh Pong déu, phat hanh van ban Van thu HDND va UBND | diém Chu tich | khai sinh (truong hop

vin ban ’ cap xa UBND cap xd ky | yéu cau cap ban sao

phé duyét Giay khai sinh), ban

dién tir Giay khai sinh
- Gidy khai sinh (ban
chinh), ban sao Giéy
khai sinh (truong hop
- S6 hoa két qua thu tuc hanh yéu cdu cip ban sao

chinh. Cong chuc lam cong tac tu Gidy khai sinh). X

B6: - Tra két qua thu tuc hanh chinh ha & @i T 4 1§h Trong gid hanh | - Ban dién tor Gidy khai
Tri két qua | va thu phi, 18 phi (néu c6). phap fal 1Tung tain Fiuce vy chinh sinh (Ban dién tir s& ty

- Két thuc vigc tra két qua trén
phan mém Mot ctra.

Hanh chinh cong cap xa

dong giri vé Kho quan
ly dir liéu dién tu cua
ca nhan/dia chi thu
dién tiwthiét bi sd/dién
thoai cua nguoi yéu
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cau sau khi da hoan tat
thu tuc dang ky khai
sinh tai co quan dang
ky ho tich).

- Mau s6 04

- Thu lai Mu gidy sb
01.

11. Thii tuc déing ky két hon

Thoi glan giai quyét: Ngay trong ngay tiép nhan ho so;  truong hop nhén ho so sau 15 gio ma khong giai quyét duge
ngay thi tra két qua trong ngay lam viéc tiép theo. Trudng hop can xac minh diéu kién két hon ciia hai bén nam, nit thi thoi han
giai quyét khong qua 05 ngay lam viéc.

So do cac

Don vi/nguwoi thuc

Thoi gian

bwéc thue Noi dung cong viéc hién thwe hién Két qua thue hién
hién . . .
- Hudng dan, kiém tra tinh chinh xéc, Trong  gio | Majtu sf:) 01;
day du, thong nhat, hop 1é cta ho so, hanh chinh | - Mau so 04; ,
t1ep nhan ho so. ‘ Cong chiac 1am - HO so tiép nhan da dugc so
B1: - Nhap dir li€u thong tin ho so vao cong tic tw phap hoa.
: Phan mém N{Qt cura; Chu};en de1 h@f tai Trung tim Phuc
Nop ho so | truc tuyén (néu c6) qua phan mém Ho vu Hanh chinh
t1ch,. . , cong cap xa
- SO hoéa ho so tiép nhan thu tuc hanh
chinh
B2: 21 UG |30 phat ké|-MauséO0l;
Chuén | i b o 6yt 0 v Vi Cong_chic T i i |04
ho so Phong P cong tac tw phap | (&, nhan hd | - HH so.
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tai Trung tdm Phuc | so
vu Hanh chinh
cong cap xa
- Phan cong cho cong chirc lam cong
tac tu phap tai UBND cép xa xur Iy hd
SO;
- Cong chic lam cong tac tu phap
duoc phan cong xu ly ho so tham tra
tinh théng nhat, hop 1€ cua cac thong
tin trong ho s0, gidy to, tai liéu do
ngudi yéu cau ndp, xuat trinh hodc dinh _Hb so
kem. . . T . 9 - Mau s6 04;
- Truong hop don gian: Néu thay ho so Lanh —dao  Van - S6 dang ky két hén da duoc ghi
day du, hop 1¢, cac bén c6 du dicu kién | phong HDND  va ndi dung va Phan mém ding ky
B3: két hon theo quy dinh ctia Luat Hon | UBND  cap  xa; o quin 1y ho tich dién b duné
Thuye hi€én nhan va gid dfnh’ kPOEg tl}u()c truong CP ne ,ChlIC la,m 04 glo lam chung da dugc cap nhat thong tin.
A | hop tir chdi dang ky két hon theo quy | cong tac tu phap vigc

xir 1y ho so

dinh’thi:’ ‘ ,

+ Neéu ti€p nhan ho so truc ti€p: Thuc
hién ghi vao SO ding ky két hon, cép
nhat thong tin ding ky két hon trén
Phan mém dang ky, quan 1y ho tich
dién tir dung chung.

+ Néu nop ho so truc tuyén thi: Gui
laibiéu mau Gidy chung nhan két hon
dién tir v6i thong tin day du cho nguoi
yéu cau qua thu dién tir hodc thiét bi so.

duoc phan cong xu
1y ho so tai UBND
cap xa

- H67s0’; N ’

- Bi€u mau dién tir Gidy ching
nhan két hon c6 day du thong
tin;

- S6 dang ky két hon da dugc ghi
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Nguoi yéu cau co trach nhiém kiém
tra tinh chinh xac, ddy du cua céc
thong tin trén biéu miu Gidy ching
nhan két hon dién tir va xac nhan (0,5

ngay).

Néu ngudi yéu cau xac nhan thong tin
da théng nhét, diy du hoic khong co
phan hoi sau thoi han quy dinh thi
cong chirc lam cong tac tu phap duogc
phan cong xtr 1y hd so thuc hién ghi
noi dung vao S6 diang ky két hon, cap
nhat thong tin ding ky két hon trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

noi dung va Phan mém ding ky,
quan ly hd tich di¢n tor dung
chung da dugc cap nhat thong tin.

Truong hop can phai xac minh thi

- K&t qua xac minh

thuc hién xac minh. T¥101 glar?
j . Xac  minh:
(Sau khi co két qua xdc minh vé viéc Cong chic lam | Khdng qua
khong con luu giff dwoc S0 ho tich tai cong tac tu phéap 04 ngay lam
noi da dang ky két hon hodc sau thoi dugc phan cong xi | Viée
him 2? ngdy ké .tu’ ngay giri van btfn 1y hd so (Chuyén
yéu cdu xdac minh ma khong nhdn trieomg  hop
dwoc van ban trd loi thi thuc hién don giin) ’
nhw truwong hop don gidan)
- In Gidy chimg nhan két hon (02 ban | Cong chtic  1am - Ho so;
chinh), ban sao Trich luc két hén|cong tic tu phap | 01 giolam |~ Miu SO 94; i
(truong hop co yéu cau) trinh Lanh | dwgc phan cong xir viée - Giay f:hu’l}g nh:im ket hon chua
dao Uy ban nhan déan cip xa ky. 1y ho so dugc ky phé duyét.
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B4: - Mau 6 04; ,
Ky duyét . 1 - Giay chung nhan két hon (02
két qua giai | Chu tich UBND cap x4 ky phé duyét S;l uxatlch UBND | 01 %E(;Clam ban chinh), ban sao Trich luc két
quyet P ' hon, ban dién tor Trich luc keét
TTHC hon da dugc ky phé duyét.
30 phat 7ké Gi,éy chlﬁ:r}g nhin két’hén (02 béA’n
i SN b sao T e K
o S S Van thw HDND va | Chi  tich | '27 Dt el HE AHCR HE K
P:;l: ftl)gl;llh Pong dau, phat hanh van ban UBND cép Xi UBND  chp hon
xd ky phé
duyét
- Nguoi yéu cau dang ky két hon (hai - Gidy chimg nhan két hon (02
bén nam, nit phai c6 mat, xuét trinh ban chinh), moi bén vo, Chéng
gidy to tuy than dé doi chicu) kiém tra g I ban; ban sao Trich lyc ket
thong tin trén Gidy chimg nhan két s;)(;]) .(truong hop yéu cén cap ban
hén’ trong S dang ky ket hon, khang - Ban dién tir Trich luc két hon
dinh su tu nguyén ’két hon va ky tén Cfmg ,Chl'IC lél,m (Ban dién tir s& tu dong gui vé
B6: vao S dang ky ket hon, ky tén vao | cong tc fu plﬁap Trong gio | Kho quan 1y di liéu cua ca
Tra két qua | Gidy chimg nhan két hon, moi bén tai Trung tam Phuc | . o b | nhan/dia chi thu dién t/thiét bi

nam, nit nhan 01 ban chinh Gidy chimg
nhan két hon.

- Sb hoa két qua thu tuc hanh chinh.

- Tra két qua thu tyc hanh chinh va
thu phi, 1& phi (néu co).

- Két thac viée tra két qua trén phan
mém Mot cura.

vu Hanh chinh

cong cap xa

sd/dién thoai cua ngudi yéu ciu
sau khi da hoan tat thil tuc dang
ky lai két hon tai co quan ding
ky hd tich);

- Mau s6 04;

- Thu lai MAu gidy s6 01.
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12. Thii tuc déing ky két hon ¢ yéu t6 nwéc ngoai

Thoi gian giai quyét: 05 ngay lam viéc, trudng hop phai xac minh thi thoi han giai quyét khong qua 10 ngay lam

viéc.

So dd cac

Pon vi/nguoi thuc

Thoi gian

bu’(’r&thl_rc NOi dung cong viéc hién thwe hién Keét qua thyuc hién
hlen . 'y .
- Hu’ong dan, kiém tra tinh chinh xac, Trong  gio | Mailu sf:) 01;
day du, thong nhat, hop 1é cta ho so, hanh chinh | - Mau so 04; ,
tlep nhan ho so. ‘ Cong chic lam - HO6 so tiép nhan da dugc so
_ - Nhép dir li¢u thong tin h6 so vao cong tac tw phap hoa.
Bl" Phan mém Mét cua; Chuyén Qﬁ’ liéu tai Trung tam Phuc
Nop ho so | tryc tuyen (néu c6) qua phan mém HO | .\ f{anh  chinh
tich. cong cép xa
- S6 hoa ho so tiép nhan thi tuc hanh
chinh
B2 o oo cons tie e phip | 0 P K|y o
z Chuyén ho so (gidy, dién tir) vé Van | . . tur thoi diém X A gl
Chuyén | 1 ong HDND va UBND cép xa tai Trung tam PUC| g pan g |~ Maus0 04
ho so phong P vu Hanh chinh p N - HO so.
cong cap xa 50
- Phan cong cho cong chirc lam cong | Lanh dao  Van - H6 so;
B3 tac tu phap tai UBND cip x3 xir Iy hd | phong HDND va o - Mau sb 04;
Thue l-liéll SO; UBND cép x3;| 04 ngay lam | - SO dang ky két hon dé dugc ghi
‘ : - Cong chuc lam cong tac tu phap | Cong chuc lam viéc ndi dung va Phan mém ding ky,

xir Iy ho so

dugc phan cong xir 1y hd so tham tra
tinh thong nhat, hop 1€ cua céc thong

cong tac tu phép
dugc phan cong xu

quan 1y hd tich dién tor dung
chung da dugc cap nhat thong tin.
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tin trong ho SO, glay to, tai li¢u do
ngudi yéu cau ndp, xuat trinh hogc dinh
kem.

- Truong hop don gian: Néu thay ho so
day du, hop 16, cac bén c6 du diéu kién
két hon theo quy dinh cua Luat Hon
nhan va gia dinh, khong thudc trudong
hop tir chéi dang ky két hon theo quy
dinh thi:

+ Néu tiép nhan ho so truc tiép: Thuc
hién ghi vao SO dang ky két hon, cap
nhat thong tin ding ky két hon trén
Phan mém ding ky, quan 1y ho tich
dién t&r dung chung.

+ Néu nop ho so truc tuyén thi: Gui
lai biéu mau Gidy chimg nhan két hon
dién tir v6i thong tin day da cho nguoi
yeu cau qua thu dién tir hodc thiét bi so.
Nguoi yéu cau c¢o trach nhiém kiém
tra tinh chinh xac, ddy du cua céc
thong tin trén biéu mau Gidy chung
nhan két hon dién tr va xac nhan (tdi
da 01 ngay).

Néu ngudi yéu cau xac nhan thong tin
d3 théng nhat, diy du hoic khéng co
phan hoi sau thoi han quy dinh thi
cong chic lam cong tac tu phap duogc
phan cong xtr Iy hd so thuc hién ghi

Iy ho so tai UBND
cap xa

- H6 so;

- Biéu miu dién tir Gidy ching
nhan két hon co day du thong
tin;

- Sb ding ky két hon da duoc ghi
ndi dung va Phan mém ding ky,
quan 1y hd tich dién tor dung
chung da duoc cap nhat thong tin.
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noi dung vao SO diang ky két hon, cap
nhat thong tin dang ky két hon trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

Truong hop cin phai xac minh thi

- K&t quéa xac minh.

thuc hién xac minh. ;{2: ! m%’;]z;]n
(Sau khi cé két qud xdc minh vé vigc Cong chuc lam | KhOng qua
khong con luu gitr dwoc S6 hg tich tgi cong tac tu phép | 05 ngay lam
noi di dang ky két hon hodc sau thoi dugc phan cong xu | Viée
han 20 ngay ké tir ngay gui van bdn 1y hd so (Chuyén
yéu cdu xdac minh n_ui khong nhan trieomg  hop
dwoc van ban tra lol thi thwc hién don giin) :
nhw truwong hop don gidin)
- In Gidy chtmg nhan két hon (02 ban | Cong  chic  1am - Ho s,
chinh), ban sao Trich luc két hén|cong tac tu phap| 01 gidlam |~ Miu SO 94; o
(truong hop c6 yéu cau) trinh Lanh | dugc phan cong xir viéce - Giay f:hu’r}g nh?n ket hon chura
dao Uy ban nhan déan cip x4 ky. 1y ho so dugc ky phé duyt.
B4: - Miu s0 04; ,
Ky duyét — 1 - Giay ching nhan két hon (02
két qua gidi | Chi tich UBND cép xa ky phé duyét chmxﬁt”h UBND | 01 %ligclam ban chinh), ban sao Trich luc két
quyet P ‘ hon, ban dién tor Trich luc ket
TTHC hon da dugc ky phé duyét.
30 phat ké | Giay chimg nhan ket hon (02 ban
B5: _— | tir thoi didm chinh), ban sao Trich luc két
Phat hanh | Bong diu, phat hanh vin ban Van t u;H DI:ID va Chu tich hon, ban dién tir Trich luc két
van ban UBND cép xa UBND c4p | On
cap

xa Ky phé
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duyét

B6:
Tra ket qua

- Nguoi yéu cau diang ky két hon (hai
bén nam, nir phai c6 mat, xudt trinh
gidy to tuy than dé déi chiéu) kiém tra
thong tin trén Gidy chimg nhan két
hén, trong S6 dang ky két hon, khang
dinh sy tu nguyén két hon va ky tén
vao S6 ding ky két hon, ky tén vao
Gidy ching nhan két hén, mdi bén
nam, nit nhan 01 ban chinh Gidy chimg
nhan két hon.

Truong hop mdt hodc hai bén nam,
nit khong thé c6 mat dé nhan Giéy
chtng nhén két hon thi theo dé nghi
bang vin ban cta ho, Cong chirc 1am
cong tac tu phap bao cdo Lanh dao Uy
ban nhan dan thuc hién gia han thoi
gian trao Gidy chimg nhan két hon
nhung khong qua 60 ngay, ké tir ngay
Lanh dao Uy ban nhan dan ky Giay
ching nhéan két hon.

Hét 60 ngdy ma hai bén nam, nit
khong dén nhan Gidy chimg nhan két
hon thi cong chic lam cong tac tu
phap Lanh dao Uy ban nhan dan huy
Gidy chung nhan két hon da ky. Néu

Cong chac lam
cong tac tu phép
tai Trung tam Phuc
vu Hanh chinh
cong cap xa

Trong gio
hanh chinh

- Gidy chimg nhan két hon (02
ban chinh), méi bén vo, chéng
01 ban; ban sao Trich luc két
hon (truong hop yéu cau cap ban
sao);

- Ban dién tir Trich luc két hon
(Ban dién tir s& tu dong giri vé
Kho quan ly dir li€u cua ca
nhan/dia chi thu dién t/thiét bi
sd/dién thoai cta nguoi yéu ciu
sau khi d4 hoan tat thil tuc dang
ky lai két hon tai co quan ding
ky ho tich);

- Méu s6 04;

- Thu lai Mau gidy s6 01.




73

sau d6 hai bén nam, nit van mudn két
hén voi nhau thi phai tién hanh tha
tuc ding ky két hon tir dau.

- S6 hoa két qua thu tuc hanh chinh.

- Tra két qua thu tuc hanh chinh va
thu phi, 1& phi (néu co).

- Két thic viéc tra két qua trén phan
mém Mot cira.

13. Thii tuc ding ky lai két hon
Thoi gian giai quyét: 05 ngay 1am viéc; truong hop phai xac minh thi thoi han giai quyét khéng qua 25 ngay.

So dd cac

Pon vi/nguwoi thuc

Thoi gian

buéc thue Noi dung cong viéc hién thure Bién Két qua thwe hién
hién ¢ . v
- Huéng dan, kiém tra tinh chinh xac, Trong  gio | Mau s6 01;
day du, thong nhat, hop 1¢ cua ho so, hanh chinh | - Mau so 04; ,
ti€p nhan ho so. Cong chic lam - HO so tiép nhan da dugc so
- Nhap dir li¢u thong tin ho SO Vao | .a ; ; hoa.
B1: Phan rlilem Mot cua; gChu én dir liGu Cone tac tw phap
\ y tai Trung tam Phuc
Nop ho so | truc tuyén (néu c6) qua phan mém Ho vu Hanh chinh
t;ch,. ‘ , cong cép xa
- SO hoéa ho so tiép nhan thu tuc hanh
chinh
Ay phong HDND va UBND cép xi cong tac tu phap | " tOl AICT | = VIs !
ho so tiép nhan ho | - HO so.

tai Trung tdm Phuc
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B3:
Thyec hién
xir ly ho so

vu He‘mh chinh | so
cong cap xa
- Phan cong cho cong chire lam cong
tac tu phap tai UBND cap xa xur 1y ho
SO;
- Cong chic lam cong tac tu phép
dugc phan cong xur 1y h6 so tham tra
tinh théng nhat, hop 1€ cua cac thong - HO so*;’
tin trong ho s0, gidy to, tai lieu do - Mau s6 04;
ngudi yéu cau nop, xuat trinh hodc dinh - S6 dang ky két hon da dugc ghi
kem. A noi dung va Phan mém diang ky,
- Truong hop don gian: Néu thay ho so Linh dao  Vin quan 1y hd tich dién tor dung

day du, hop 1€, ding quy dinh thi:

+ Néu tiép nhan ho so truc tlep Thuc
hién ghi vao S6 ding ky két hon, cap
nhat thong tin dang ky lai két hon trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

+ Néu nop ho so truc tuyén thi: Gui
lai biéu mau Gidy chtrng nhan két hon
dién ttr voi thong tin day du cho ngudi
yéu cau qua thu dién tir hodc thiét bi so.

Nguoi yéu cau c¢o trach nhiém kiém
tra tinh chinh xac, ddy du cua céc
thong tin trén biéu miu Gidy chung
nhan két hon dién tir va xac nhan (téi
da 01 ngay).

Néu nguoi yéu cau xac nhan thong tin
da théng nhat, diy du hoic khong co

phong HDPND va
UBND cép xi;
Cong chac lam
cong tac tu phap
dugc phan cong xu
1y hd so tai UBND
cép xa

04 ngay lam
viéc

chung da dugc cap nhat thong tin.

- H6 so;

- Biéu mau dién tir Gidy ching
nhan két hon co diy du thong
tin;

- Sb ding ky két hon dé dugc ghi
ndi dung va Phan mém ding ky,
quan 1y hd tich dién tor dung
chung da dugc cap nhat thong tin.
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phan hoi sau thoi han quy dinh thi
cong chuc lam cong tac tu phap thuc
hién ghi vao S6 ding ky két hon, cap
nhat thong tin dang ky lai két hon trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

Truong hop can phai xac minh thi

- Két qua x4c minh vé viéc

thuc hién xac minh. ;{2:1 mgﬁ]n khong con luu gitr duoc Sé ho
(Sau khi 6 két qua xdc minh vé viée | Cong  che lam | khong  qué | Loh @1 noi 4 danzgo I ket pon
khong con heu giie diwge S6 hg tich tgi | cono tac tu phap | 20 NGay lam | NO%C Sau thot han 20 ngay K€
.o e CrA A . s A ngay gui van ban y€u cau xac
noi di dang ky két hon hodc sau thoi | 4, phan cong xtr | viée h ma khone nhan d :
han 20 ngay keé tir ngay giri van bdn Iy hd so (Chuyén gl,l nlla ong nhan Guoc van
yéu cdu xdac minh ma khong nhdn tru’m;v h an tra o1.
dwgc van ban tra loi thi thuc hién don fén )Qp
nhw truwong hop don gian) &
- In Gidly chimg nhan két hon (02 ban | Cong  chic  lam -Hoso; -
chinh), trinh Lanh dao Uy ban nhén | cong tac tu phap | 02 gio'lam |~ Miu SO 94’ o
dan cap xa ky. dugc phan cong xu viéce - Gidy f:hu’rig nh?n ket hon chua
Iy hd so duoc ky phé duyét.
B4: - Mau s6 04; ,
Ky duyét — 1 - Giay ching nhan két hon (02
két qua giai | Chu tich UBND cép xa ky phé duyét chluxﬁt”h UBND | 02 “illzgam ban chinh), ban dién tir Trich luc
quyét P ~ két hon da duge ky phé duyét.
TTHC
B5: 5 . 130 phat kd Giay chimg qhafm két hon (02 ban
Phat hanh | Pong dau, phat hanh van ban Eg\%‘i ;I ?S;D va tr thoi diém Cl}lnh), ban dién tir Trich luc ket
van ban P Chu hon

tich
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UBND cap
xa ky phé
duyét

B6:
Tra ket qua

- Nguoi yéu cau ding ky lai két hon
(hai bén nam, nit phai c6é mat, xuét
trinh gidy to tuy than dé d6i chiéu)
kiém tra thong tin trén Gidy chimg
nhan két hon, trong S6 dang ky két hon
va ky tén vao SO dang ky két hon, ky
tén vao Gidy ching nhan két hon, mdi
bén nam, nit nhan 01 ban chinh Giéy
chimg nhén két hon.

- S6 hoa két qua thu tuc hanh chinh.

- Tra két qua thu tyc hanh chinh va
thu phi, I¢ phi (néu c0).

- Ket thic viéc tra két qua trén phan
mém Mot cura.

Cong chac lam
cong tac tu phap
tai Trung tam Phuc
vu Hanh chinh
cong cap xa

Trong gio
hanh chinh

- Gidy chimg nhan két hon (02
ban chinh), méi bén vo, chéng
01 ban;

- Ban dién tir Trich luc két hon
(Ban dién tir s& tu dong giri vé
Kho quan ly dir li€u cua ca
nhan/dia chi thu dién t/thiét bi
sd/dién thoai cua nguoi yéu cau
sau khi da hoan tat thu tyc ding
ky lai két hon tai co quan ding
ky ho tich);

- Méu s6 04;

- Thu lai Mau gidy s6 01.

14. Thia tuc déing ky lai két hon ¢6 yéu té nuwéc ngoai

Theoi gian giai quyét: 05 ngay lam viéc; truong hop phai x4c minh thi thoi han giai quyét khong qua 25 ngay.

So do cac

Don vi/nguoi thuc

Thoi gian

budc thue Noi dung cong viéc hién thwe hién Két qua thue hién
hién . . ¢
- Hudng dan, kiém tra tinh chinh xac, C6 . . .| -Mau so 01;
ong chuc Ilam | Tron 10 ot
B1: day du, thong nhat, hop 1& cta ho so, c()ngg tic tu phap hénhgchl'nﬁ - Mau s6 04; ’
Nop hb so tiép nhan ho so. tai Trung tim Phuc - HO so tiép nhéan da duoc so

- Nhép dit liéu thong tin hd so vao

vu Hanh chinh

hoa.
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Phan mém Mot cua; Chuyén dir liéu
tryc tuyén (n€u co) qua phan mém Ho
tich.

- S6 hoa hd so tiép nhan thu tuc hanh
chinh

cong cap xa

Cong chac lam

) A , . 130 phut ke X A7
BZ'; Chuyén ho so (gidy, dién tir) vé Vian cons tac Eu phap tir thoi diém | Ma;u > Olf
Chuyén |} sng HDND va UBND cip xa tai Trung tam Phuc | . "o ha [~ Mau s6 04;
ho so phong P vu Hanh chinh p e - HO so.
cong cap xa 50
- Phan cong cho cong chire lam cong
tac tu phap tai UBND cap x3 xir Iy hd
SO;
- Cong chuc lam cong tac tu phap
dugc phan cong xu ly hé so tham tra
tinh thong nhat, hop 1€ cua cac thong | Ladnh  dao  Van - Ho so;
tin trong ho s0, gidy to, tai liu do | phong HDND va - Mau s6 04;
) ngudi yéu cau ndp, xuat trinh hodc dinh | UBND  cip  x3; - SO dang ky khai tir da dugc ghi
B3: . . . S s
Thue hién kem. Cong chiac 1am | 04 ngay 1dm | ndi dung va Phan mém ding ky,

xtr Iy ho so

- Truong hop don gian: Néu thay ho so
day du, hop 1€, ding quy dinh thi:

+ Néu tiép nhan ho so truc tlep Thuc
hién ghi vao S6 ding ky két hon, cap
nhat thong tin dang ky lai két hon trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

+ Néu nop ho so truc tuyén thi: Gui
lai bieu mau Giay chiing nhén két hon

cong tac tu phép
dugc phan cong xur
1y hd so tai UBND
cép xa

viéc

quan 1y hd tich dién tor dung
chung da dugc cap nhat thong tin.

- HO so;
- Biéu mau dién to Gidy ching
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dién tir v6i thong tin day du cho nguoi
yéu cau qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau co trach nhiém kiém
tra tinh chinh x&c, diy du cua cac
thong tin trén biéu miu Gidy ching
nhan két hon dién tr va xac nhan (téi
da 01 ngay).

Néu ngu0’1 yéu cau xac nhan thong tin
d3 théng nhat, diy du hoic khong co
phan hoi sau thoi han quy dinh thi
cong chirc lam cong tac tu phap thuc
hién ghi vao S6 ding ky két hon, cap
nhat thong tin dang ky lai két hon trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

nhan két hon co day du thong
tin;

- S6 dang ky khai tir da dugc ghi
ndi dung va Phan mém ding ky,
quan 1y hd tich dién tor dung
chung da dugc cap nhat thong tin.

Truong hop can phai xac minh thi
thuc hién xac minh.

(Sau khi c6 két qud xdc minh vé viéc
khéng con lwu giiv dwoe S6 ho tich tai
noi di ding ky két hon hodc sau thoi
han 20 ngay ké tiv ngay giri vin bdn
yéu cdu xdc minh ma khong nhin
dwoc vin ban trda loi thi thwc hién
nhuw truwong hop don gidn)

Cong chac lam
cong tac tu phdp
dugc phan cong xur
1y ho so

Thoi
Xac  minh:
khéng quéa
20 ngay lam
viéc
(Chuyén
truong hop
don gian)

gian

- Két qua xac minh vé viéc
khong con luu gitt duoc S6 ho
tich tai noi di dang ky két hon
hodc sau thoi han 20 ngay ké tir
ngdy gui van ban yéu ciu xéc
minh ma khong nhan dugc van
ban tra 101.

- In Gidy chimg nhan két hon (02 ban
chinh), trinh Lanh dao Uy ban nhén
dan cap xa ky.

Cong chac lam
cong tac tu phap
dugc phan cong xur

02 gio lam
viéc

- Ho so;

- Mau s6 04;

- Gidy chimg nhan két hon chua
duoc ky phé duyét.




79

1y ho so
B4: - M?l}l s0 04 ,
Ky duyét . s - Giay ching nhan két hon (02
két qua giai | Cha tich UBND cap xa ky phé duyét C;hu ~t1Ch UBND |02 g10 lam ban chinh), ban dién tir Trich luc
X cap xa viéc X LA ax A A
quyet két hon da duoc ky phé duyét.
TTHC
30 phat ké Giay ching nhéan ket hon (02 ban
tir thoi didm chinh), ban dién tir Trich luc két
B5: < \ \ . 1| hon.
RN . X 1 . 1 Van thu HDND va | Chu tich
Phiit ha}nh bong dau, phat hanh van ban UBND cép xa UBND  cép
van ban x| A
xa ky phé
duyét
- Nguoi yéu cau dang ky lai ket hon - Gidy chimg nhan két hon (02
(hai bén nam, nit phai c6 mat, xuat ban chinh), méi bén vg, chong
trinh gidy to tuy thdn dé doi chicu) 01 ban; ,
kiém tra thong tin trén Gidy chimg - Ban dién tu Trich lyc két hon
nhén két hon, trong S6 dang ky két hon | -, . . (Ban dién tr s€ tu dong gui ve
N A A QA ax AT A , | Cong chac lam \ L e e n > .
va ky t€n vao S6 dang ky két hon, ky cone tic tu DhA Kho quan ly dir liéu cua ca
B6: tén vao Gidy chimg nhn két hon, mdi | %un o Ehuﬁ Trong gi | nhan/dia chi thu dién ti/thiét bi
Tra két qua | bén nam, nit nhan 01 ban chinh Giay | ° g ' hanh chinh | s6/dién thoai cua nguoi yéu cau

chimg nhén két hon.

- S6 hoa két qua thu tuc hanh chinh.

- Tra két qua thu tuc hanh chinh va
thu phi, 1& phi (néu co).

- Két thuc viée tra két qua trén phan
mém Mot cira.

vu Hémh chinh

cong cap xa

sau khi da hoan tat thil tyuc dang
ky lai két hon tai co quan ding
ky hd tich);

- Mau s6 04;

- Thu lai Mau gidy s6 01.




15. Thu tuc dang ky khai tir

Thoi gian giai quyét: Ngay trong ngay ’tiép nhan yéu ciu, truong hop nhan hd so sau 15 gid ma khong giai quyét
duoc ngay thi tra két qua trong ngay lam viéc ti€p theo.
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So do cac

budc thue Noi dung cong viéc Don V!/n.gAum thye | Thot stan Két qua thwc hién
‘A hién thuc hién : :
hl@n . . .
- Hu’O’ng dan, kiém tra tinh chinh xac, Trong @i | Ma;lu Si) 01;
day dua, thong nhat, hop 1& cta ho so, hanh chinh | - Mau so 04;
tiép nhan ho so. Cong chirc 1am - Hé so tiép nhan da dugc so
B1- -li\lhap dir liéu thong tin hd so vao cong tic tu phap hoa.
) Phan mém Mot cura; Chuyen dir liéu tai Trung tim Phuc
Nép ho so | truc tuyén (néu c6) qua phan mém Ho vu Hanh chinh
thh" ‘ ’ cong cép xa
- SO hoéa ho so ti€p nhan thu tuc hanh
chinh
B2: s : | comg et phip |30 PR KE \ o
Chuyén hd so (gidy, dién tir) v& Van | SO0 ¢ W PP 1 i diém |~ an o0 o
Chuyén | he HDND va UBND cép xa tai Trung tam Phuc | e "oy g | - Mau so 04
ho so phong p vu Hanh chinh SGP : - H6 so.
cong cap xa
- Phan cong cho cong chuc lam cong | Lanh  dao  Van - Ho so;
B3 tac tu phap tai UBND cap xa xur ly ho | phong HDND va - Mau s6 04,
Thue l-liéll SO; UBND cip x3;| 04giolam |- SO ding ky khai tur da dugc ghi
‘ : - Cong chic lam cong tac tu phap | Cong chirc lam viéc ndi dung va Phan mém ding ky,

xir Iy ho so

duoc phan cong xur 1y hd so tham tra
tinh thong nhat, hop 1¢ cua cic thong

cong tac tu phap
dugc phan cong xur

quan ly hd tich di¢n tor dung
chung da dugc cap nhat thong tin.
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tin trong ho SO, glay to, tai li¢u do
ngudi yéu cau ndp, xuat trinh hogc dinh
kem.

- Néu thay hd so day du, hop 18, ding
quy dinh thi:

+ Néu tiép nhan ho so truc tiép: Thuc
hién ghi vao S6 ding ky khai tr, cap
nhat thong tin dang ky khai tir trén
Phan mém dang ky, quan 1y ho tich
dién tr dung chung.

+ Néu nop ho so truc tuyén thi: Gui
lai biéu mau Trich luc khai tir dién tur
v6i thong tin ddy du cho nguoi yéu cau
qua thu dién ttr hodc thiét bi s6.

Ngudi yéu cdu ¢6 trach nhiém kiém
tra tinh chinh xac, day du cta cac
thong tin trén biéu mau Trich luc khai
tur dién tr va xac nhan (0,5 ngay).

Néu nguoi yéu ciu xac nhan thong tin
da thong nhat, day du hodc khong co
phan hdi sau thoi han quy dinh thi
cong chirc lam cong tac tu phap duogc
phan coéng xtr 1y hd so thuc hién ghi
noi dung vao S6 dang ky khai tir, cap
nhat thong tin dang ky khai to trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

Iy ho so tai UBND
cap xa

-Ho SO,

- Biéu mau dién tir Trich luc
khai tir c6 day du thong tin;

- SO ding ky khai tir d3 duoc ghi
noi dung va Phan mém ding ky,
quan 1y hd tich dién tor dung
chung da duoc cap nhat thong tin.

- In Trich lyc khai tir, ban sao Trich luc
Khai tir (truong hop c6 yé€u cau) trinh

Cong chuc lam
cong tac tu phap

01 gio lam
viéc

- Ho so;
- Mau so 04;
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Lanh dao Uy ban nhan dan cap xa ky.

dugc phan cong xur
1y ho so

- Trich lyc khai tor chua duoc ky
phé duyét.

B4: - Mau sb 04
Ky duyét . s - Trich lyc khai tir ban chinh, ban
két qua giai | Cha tich UBND cap xa ky phé duyét C;hu ~t1Ch UBND | 01 g10 lam sao, ban dién tr da dugc ky phé
£ cap xa viéc A
quyeét duyét.
TTHC
30 phat Ké Trich vluc _lfhai? tir ban chinh, ban
tir thoi didm | 520 ban dién 1.
BS: )
fe s , z e 1 < 12 Van thu HDND va | Chu tich
Phiit h%nh Dong dau, phat hanh van ban UBND cép xa UBND  cép
van ban x| ~
xa ky phé
duyét
- Trich luc khai tir (ban chinh),
ban sao Trich lyc khai tir (truong
hop yéu cau cap ban sao);
, , - Ban dién t& Trich luc khai tl;l'
- S6 hoa két qua thu tuc hanh chinh. Cong chuc lam (Ban dién tir sé tu dong gui vé
B6: - Tra két qua thu tyc hanh chinh va | cong tac tu phap Trong giés Kho quan ly dir liéu cua ca
Tra két qui thu ph1, 1€ phi (néu co). tai Trung tam Phuc hanh ohinh nhan/dia chi thu dién ta/thiét bi

- Két thuc viéc tra két qua trén phan
mém Mot cura.

vu Hanh chinh

cong cap xa

sd/dién thoai cua ngudi yéu cau
sau khi da hoan tat thu tuc ding
ky lai khai tir tai co quan dang
ky hd tich);

- Mau s6 04.

- Thu lai MAu gidy s6 01.
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16. Thii tuc ding ky khai tir cé yéu t6 mrdc ngoai

Thoi gian giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan ho so sau 15 gio ma khong giai quyét duoc
ngay thi tra két qua trong ngay 1am viéc tiép theo. Trudng hop can xac minh thi thoi han giai quyét khéng qua 03 ngay 1am

ViEc.

So do cac

Pon vi/nguwoi thuc

Thoi gian

bll’O’?Athl.l’c NoOi dung cong viéc hién thue hién Két qua thue hi¢n
hl?n . . .
B1: - Hudng dan, kiém tra tinh chinh xac, Trong  gio | Ma:m sé 01;
s day du, thong nhat, hop 1& cta hd so, hanh chinh | - Mau so 04; ,
Nop ho so tiép nhan ho so. ‘ Cong chiac 1am - HO so tiép nhan da duoc so
i)é\klhap ;du: 11¢Au thﬂor.lg tin 130 SO VA0 | osne tic tu phap hoa.
an mém Mot cua; Chuyén dir lidu | .. Trung tm Phuc
tryc tuyén (néu co) qua phan mém HO | . Hanh  chinh
uCh" ‘ , cong cap xa
- SO héa ho so tiép nhan thu tuc hanh
chinh
_ Cong  chuc lam |55 o qal
B2: 2 1A X A o A ~se |COng tac tu phdp | . .. ..z |-Mauso0l;
2 Chuyén ho so (gidy, dién tir) vé Van | . . tur thoi diém X Ao,
Chuyén | | 5ng HDND va UBND cép xa tai Trung tam Phuc | e o g |~ Mau s0 04
ho so phong P vu Hénh chinh sorp : - Ho so;
cong cap xa
- Phan cong cho cong chue lam cong | Lanh  dao  Van - Hél S0,
B3: tac tu phap tai UBND cap xa xur ly ho | phong HDND va 04 it lam. | Mau s6 04;
Thuc hién | so; UBND ciap x&; % ‘ac - S6 dang ky khai tir da dugc ghi
xtrly ho so | - Cong chuc lam cong tdc tu phdp | Cong chuc lam ‘ ndi dung va Phan mém ding ky,

dugc phan cong xir 1y hd so tham tra

cong tac tu phdp

quan ly hd tich di¢n tr dung
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tinh thong nhat, hO’p 1€ ctia cac thong
tin trong ho s0, gidy to, tai liéu do
ngudi yéu cau ndp, xuat trinh hodc dinh
kem.

- Truong hop don gian: Néu thdy ho so
day du, hop 1€, ding quy dinh thi:

+ Néu tiép nhan ho so truc tiép: Thuc
hién ghi vao S6 ding ky khai tu, cap
nhat thong tin dang ky khai tor trén
Phian mém ding ky, quan 1y ho tich
dién tr dung chung.

+ Néu nodp ho so truc tuyén thi: Gui
lai bieu mau Trich lyc khai tir dién tir
v6i thong tin day di cho nguoi yéu cau
qua thu dién tir hodc thiét bi so.

Ngudi yéu cau co trach nhiém kiém
tra tinh chinh xac, day du cta cac
thong tin trén biéu mau Trich luc khai
tur dién tir va xac nhan (0,5 ngay).

Néu nguoi yéu cau xac nhan thong tin
d3 théng nhat, diy du hodc khong co
phan hoi sau thoi han quy dinh thi
cong chuc lam tu phap duoc phan
cong xtr 1y hd so thuc hién ghi ndi
dung vao S6 dang ky khai tir, cip nhat
thong tin ding ky khai tir trén Phan
mém dang ky, quan 1y ho tich dién tir
dung chung.

duoc phén cong xur
l}'{ ho so tai UBND
cap xa

chung da duoc cap nhat thong tin;

-Ho SO,

- Biéu mau dién tir Trich luc
khai tir co day du thong tin;

- S ding ky khai tir da dugc ghi
noi dung va Phan mém ding ky,
quan ly hd tich dién tor dung
chung da duoc cap nhat thong tin.

Truong hop can phai xac minh thi

Cong chic lam

Thoi

gian

- Két qua x4c minh
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thuc hién xac minh. cong tac tu phap [ X&  minh:
(Sau khi cé két qui xdc minh thi f}lﬁf phan cong xir 520”9\ ﬂ“a
thwe hign nhw trwong hop don giin) |7 "° SO " ngay lam
viéc
(Chuyén
truong hop
don gian)
- In Trich luc khai tr, ban sao Trich lyc | Cong  chuc  lam ) H(Z S0, _
khai tir (truong hop 6 yéu cdu) trinh | cong téc tu phép | 01 gio lam |~ MausoOd ,
Lanh dao Uy ban nhan dan cap xa ky. | dugc phan cong xu vige ) TPCh I}JC khai tir chua duge ky
1§ hd so phé duyét.
B4: - Mau s6 04;
Ky duyét . 1 - Trich lyc khai tr (ban chinh),
két qua gidi | Chu tich UBND cép x4 ky phé duyét S;l uxa‘qch UBND | 01 %E(gclam ban sao, ban dién tir da duoc ky
quyet P ‘ phé duyét.
TTHC
30 phut ké Trich luc khai tir (ban chinh), ban
tlr thoi diém | 520, ban dién
BS: .
e roa . X s < 1z Van thu HDND va | Chu tich
Ph?t h?itnh Pong dau, phat hanh van ban UBND cép xa UBND  cép
van ban x| A
xa ky phé
duyét
- S0 hoa ket qua thu tuc hanh chinh, ] o - Trich lyc khai tir (ban chinh),
B6: - Tra két qua thu tuc hanh chinh va CPng t,ChTC E‘m Trong gid ban sao Trich luc khai tir (truong
0. 1A ;A . cong tac tu phap A A A ) .
Tra két qua thu phi, 1¢ phi (n€u c6). {ai Trung tam Phuyc hanh ohinh hop yéu cau cap ban sao);

- K&t thuc viéc tra két qua trén phan
mém Mot cura.

vu Hanh chinh

- Ban dién t& Trich luc khai tir
(Ban dién tr s€ ty dong gui vé
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cong cap xa

Kho quan ly di li¢u cua ca
nhan/dia chi thu dién tir/thiét bi
sd/dién thoai cua ngudi yéu ciu
sau khi dd hoan tat thu tuc ding
ky lai khai tir tai co quan dang
ky hd tich);

- MAu s 04;

- Thu lai Mau gidy s6 01.

17. Thu tuc dang ky lai khai tir
Thoi gian giai quyét: 05 ngay lam viéc; truong hop can xac minh thi thoi han giai quyét khong qua 10 ngay 1am viéc.

So do cac

Don vi/nguwoi thuc

Thoi gian

buéc thue Noi dung cong viéc hién thure Bisn Két qua thwe hién
hién ¢ v ¢
B1: - Hudng dan, kiém tra tinh chinh xéc, Trong  gio | Majtu sf:) 01;
N day du, thong nhat, hop 1é cta ho so, hanh chinh | - Mau s6 04; ,
Nop ho s0' | j&p nhan ho so. Cong chic lam - H6 so tiép nhan di duoc s6
- Nhap dir liéu thong tin h6 so vao cong tic tw phap hoa.
Phan mem Mot cura; Chuyen dir liGu tai Trung tam Phuc
true tuyén (néu c6) qua phan mém Ho vu Hanh chinh
t;ch,. ‘ , cong cap xa
- SO hoéa ho so tiép nhan thu tuc hanh
chinh
_ ] . |30 phat ke | \x x...
chs | Chuyén hd so (gidy, dién i) vé van | COng chiic 1am |y o gidm | 711450 0
i’ ZO, phong HDND va UBND cép xi cong tac tw phdp | &, nhan hd | oo

tai Trung tdm Phuc

SO
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B3:
Thyec hién
xir ly ho so

- Phan cong cho céng chire lam codng
tac tu phap tai UBND cép xa xur Iy hd
SO;

- Cong chuc lam cong tac tu phap
dugc phan cong xu ly hé so tham tra
tinh théng nhat, hop 1€ cua cac thong
tin trong ho s0, gidy to, tai lieu do
ngudi yéu cau ndp, xuat trinh hodc dinh
kem.

- Truong hop don gian: Néu thay ho so
day du, hop 1€, diing quy dinh thi:

+ Néu tiép nhan ho so truc tiép: Thuc
hién ghi vao S6 diang ky khai ti, cap
nhat thong tin dang ky lai khai tir trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

+ Néu nop ho so truc tuyén thi: Gui
lai biéu mu Trich lyc khai tir dién tir
v6i thong tin dy du cho nguoi yéu cau
qua thu dién ttr hoac thiét bj sd.

Nguoi yéu cau c¢o trach nhiém kiém
tra tinh chinh xac, ddy du cua céc
thong tin trén biéu mau Trich lyc khai
tr dién tir va x4c nhan (t6i da 01
ngay).

Néu nguoi yéu cdu xac nhan thong tin
da théng nhét, diy du hoic khong co

vu Hénh chinh
cong cap xa
Lanh dao Van

phong HDPND va
UBND cip x3;
Cong chac lam
cong tac tu phap
dugc phan cong xu
1y hd so tai UBND
cép xa

04 ngay lam
viéc

-Ho SO,

- Mau s6 04;

- SO dang ky khai tir da dugc ghi
noi dung va Phan mém dang ky,
quan 1y hd tich dién tor dung
chung da dugc cap nhat thong tin.

- H6 so;

- Biéu mau dién tir Trich luc
khai tir c6 day du thong tin;

- S6 dang ky khai tir da dugc ghi
ndi dung va Phan mém ding ky,
quan 1y hd tich dién tor dung
chung da dugc cap nhat thong tin.
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phan hoi sau thoi han quy dinh thi
cong chirc lam cong tac tu phap dugc
phan coéng xtr 1y hd so thuc hién ghi
noi dung vao SO ding ky khai tir, cap
nhét thong tin dang ky lai khai tu trén
Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

Truong hop can phai xac minh thi Thoi  gian | - Két qua xac minh
thuc hién xac minh. xac  minh:
(Sau khi ¢6 két qui xdc minh thi| Cong chic lam 520”9\ dua
thuwe hign nhuw truong hop don gign) | ©0ng tac tu phap | U2 NGay lam
duoc phan cong xur | VIEC
1y ho so (Chuyén
truong hop
don gian)
- In Trich lyc khai tu, ban sao Trich | Cong chirc  1am ) H(Z S0, .
lyc khai tr (truong hop c6 yéu céu) | cong tac tu phap | 02 gio'lam |~ Ma}u 56 04; o ]
trinh Lanh dao Uy ban nhan dan cap xa | dugc phan cong xir viéc ) TfICh l}lc khai tir chua duge ky
ky. 1y hd s phé duyet
B4: - Mau s6 04;
Ky duyét . s - Trich luc khai tir (ban chinh),
két qua giai | Chu tich UBND cap xi ky phé duyét C;h N ~uCh UBND | 02 g10 lam ban sao, ban dién tir da duogc ky
£ cap xa viée A o
quyeét phé duyét.
TTHC
. . 2 | Trich luc khai tir (ban chinh), ban
550 S Van the HDND va |30 phat ke} - = o ( :
Phat hanh | Béng dau, phat hanh van ban o tr thoi didm | S0, ban dien tur.
. v UBND céap xa
van ban Chu

tich
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UBND cap
xa ky phé
duyét

B6:
Tra ket qua

- S6 hoa két qua thu tuc hanh chinh.

- Tra két qua tha tuc hanh chinh va
thu phi, 1& phi (néu co).

- Két thuc viéc tra két qua trén phan
mém Mot cira.

Cong chac lam
cong tac tu phap
tai Trung tam Phuc
vu Hanh chinh
cong cap xa

Trong gio
hanh chinh

- Trich luc khai tr (ban chinh),
ban sao Trich luc khai tir (truong
hop yéu cau cip ban sao);

- Ban dién t& Trich luc khai tir
(Ban dién tir s& tu dong giri vé
Kho quan ly dir li€u cua ca
nhan/dia chi thu dién tir/thiét bi
sd/dién thoai cta nguoi yéu ciu
sau khi dd hoan tat thii tuc dang
ky lai khai tir tai co quan dang
ky ho tich);

- Mau s6 04;

- Thu lai Mau gidy s6 01.
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18. Thii tuc ding ky lai khai tir c6 yéu td nuwéc ngoai

Thoi gian giai quyét: 05 ngay 1am viéc; truong hop phai tién hanh xac minh thi thoi han khdng quéa 10 ngay lam viéc.

So do cac

Don vi/nguoi thuc

Thoi gian

blr(l)’liét;u.rc NoOi dung cong viec hién thue hién Két qua thuce hi¢n
B1: - Hudng dan, kiém tra tinh chinh xéc, Trong  gio | Maflu sf:) 01;
s day du, thong nhat, hop 1é cta ho so, hanh chinh | - Mau so 04; ,
Nop ho 50" | tiép nhan hd so. Cone  chic  1am - HO so tiép nhan da duoc so
- Nhap dur liéu thong tin hd so vao céngg tic tu phap hoa.
Phan mem Mot cura; Chuyen dir licu | .. Trung tm Phuc
truc tuyén (néu c6) qua phan mém Ho vu Hanh chinh
tich. cong cap xa
- S6 hoa ho so tiép nhan thi tuc hanh
chinh
, Cong  chuc lam |55 o gal
B2: 2 A X aen .n A xs.. |cCOng tac tu phap | . .. L.z | -MausoO0l;
Chuyén ho so (gidy, dién tir) vé Van | . . tur thoi diém X Ao,
Chuyén | e HDND vi UBND cép x tai Trung tam Phuc | .o "o ha [~ Mau s6 04;
ho so phong v P vu Hanh chinh p N - H6 so.
cong cap xa 50
- Phan cong cho cong chie lam cong | Lanh  dao  Van I sor
tac tu phap tai UBND cap xa xur ly ho | phong HDND va - Mau s’é 04:
B3: 5 UBND  cap  x3; 04 ngay lam | - S6 dang ky khai tir da duoc ghi
Thuwc hién |- Cong chic lam cong tic tu phdp | Cong chic lam gay & Xy &

xir 1y hd so

dugc phan cong xu ly hd so tham tra
tinh théng nhat, h0’p 1€ ctia cac thong
tin trong hd so, gidy to, tai liéu do

cong tac tu phép
duoc phan cong xur
1y ho so tat UBND

viéc

noi dung va Phan mém dang ky,
quan ly hd tich di¢n tor dung
chung da duoc cap nhat thong tin.
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ngudi yéu cau ndp, xuat trinh hogc dinh
kem.

- Truong hop don gian: Néu thdy ho so
day du, hop 1€, diing quy dinh thi:

+ Néu tiép nhan ho so truc tiép: Thuc
hién ghi vao S6 dang ky khai tir, cap
nhat thong tin dang ky lai khai tur trén
Phan mém ding ky, quan 1y ho tich
dién tr dung chung.

+ Néu nodp ho so truc tuyén thi: Gui
lai biéu mau Trich luc khai tir dién tr
v6i thong tin day du cho nguoi yéu cau
qua thu dién tir hoac thiét bj sd.

Ngudi yéu cau co trach nhiém kiém
tra tinh chinh xac, day du cta céac
thong tin trén biéu mau Trich luc khai
tir dién tor va xac nhan (t6i da 01
ngay).

Néu nguoi yéu cau xac nhan thong tin
da thong nhat, day du hodc khong co
phan hoi sau thoi han quy dinh thi
cong chirc lam cong tac tu phap duogc
phan coéng xtr 1y hd so thuc hién ghi
noi dung vao S6 ding ky khai tt, cap
nhat thong tin dang ky lai khai tur trén
Phan mém ding ky, quan 1y ho tich
dién tr dung chung.

cap xa

-Ho SO,

- Biéu mau dién tir Trich luc
khai tir c6 day du thong tin.

- S6 dang ky khai tir da dugc ghi
noi dung va Phan mém ding ky,
quan ly hd tich di¢n tor dung
chung da duoc cap nhat thong tin.

Truong hop can phai xac minh thi
thuc hién xac minh.

Cong

chirc

l[am

cong tac tu phép

Thot
Xac

gian
minh:

- Két qua x&c minh
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(Sau khi cé két qui xdc minh thi | duoc phan cong xir | khéng  quéa
thwe hién nhw trwong hop don gidin) |1y ho so 05 ngay lam
viéc
(Chuyén
truong hop
don gidn)
- In Trich luc khai tir, ban sao Trich | Cong chuc lam ) Hf; S0, .
lyc khai tir (truong hop co yéu cau) cong tac tu phap | 02 giolam |~ Ma}u 50 04; . ,
trinh Lanh dao Uy ban nhan dén cép xa | dugc phan cong xir viéc ) TPCh I}JC khai tir chua duge ky
ky. 1y hd so phé duyet.
B4: - Mau s6 04;
Ky duyét — 1 - Trich luc khai t& (ban chinh),
két qua gidi | Chu tich UBND cép x4 ky phé duyét S;l uxauch UBND | 02 %gclam ban sao, ban dién tir da duoc ky
quyét P ' phé duyét.
TTHC
30 phut ké Trich luc khai tir (ban chinh), ban
tlr thoi diém | 520, ban dién
B5: )
fe s . z 1 N Van thu HDND va | Chu tich
Ph?t h?itnh Pong dau, phat hanh van ban UBND cép xi UBND  chp
van ban x| A
xa ky phé
duyét
- S6 hoa két qua thu tuc hanh chinh. | Cong  chtic  1am ) 7TnCh h'lc, khai tu (jbaqn ch1r‘1h),
4 p A , , ban sao Trich luc khai tir (truong
) - Tra két qua thu tuc hanh chinh va | cong tac tu phap .y A A A1 .
BO: thu phi, 1& phi (néu c0). tai Trung tam Phuc Trong gio | hop yéu cau cap ban sao);
Tra ket qua P P ' & ' hanh chinh | - Ban dién to Trich luc khai tir

- Ket thuc viée tra két qua trén phan
mém Mot cura.

vu Hanh chinh

cong cap xa

(Ban dién tr s€ ty dong gui vé
Kho quan ly dir li¢u cua cé
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nhan/dia chi thu dién tir/thiét bi
sd/dién thoai cta nguoi yéu ciu
sau khi dd hoan tat thu tuc ding
ky lai khai tir tai co quan dang

ky h tich);
-Maus6 04.
- Thu lai Mau giay s6 01.
19. Thi tuc dang ky giam ho
Thoi gian giai quyét: 03 ngay lam viéc.
So dd cac
. A n oA Don vi/ngwoi | Thoi gian £ . ‘A
budc thuc NOi dung cong viéc oA <A Keét qua thue hién
hi¢n thuc hién thuc hién
B1: - Huong dan, l,iiém tra tinh chinh xac, dé}y Trong gioy | Meflu sé 01;
N du, thong nhat, hop 1€ cua hd so, tiép Cong chirc 1am | hanh chinh | - Mau s6 04; ’
NOp ho s0' | hhan hd so. ‘  |cong tic tu - H6 so tiép nhan di dugc s6 hoa.
- Nhép dir liéu théng tin ho so vao Phetm phép tai Trung
mé,m Mot cra; Chuy‘én dir liéu truc tuyén tam P'hu c vu
(néu ¢6) qua phan mém Ho tich. Hanh  chinh
- S6 hoa hd so tiép nhan thu tuc hanh | cong cép xa
chinh
Cong chuc lam | 30 phpt Kké
: . . . A . phat k& | .~ < .
ChBu2 5| Chuyén hd so (gidy, dien tw) vé Van|COng MiC Wigy © ihoj - ﬁ:ﬁ o 8}12
Y phong HDND va UBND cip xa phip tai Trung | 4idm  tidp |~ Vs !
ho so tam Phuc vu - HO so.

Hanh chinh

nhan ho so
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cong cap xa

B3:
Thuwe hién
xtr ly ho so

- Phan cong cho cong chirc 1am cong tac tu
phap tai UBND cép xa xir Iy hd so;

- Cong chuc lam cong tac tu phap duoc
phén cong xur ly ho so tham tra tinh théng
nhat hop 1¢ cua cac thong tin trong ho 50,
gidy t0, tai liéu do ngudi yéu cau ndp, xuat
trinh hoac dinh kem.

- Néu thiy yéu cau diang ky giam ho du
diéu kién theo quy dinh phap luat, ho so
day du, hop 1€, dung quy dinh thi:

+ Néu tiép nhan hd so tryc tiép: Thuc
hién ghi vao SH dang ky giam ho, cap nhat
thong tin dang ky giam ho trén Phan mém
dang ky, quan ly hd tich dién tir dung
chung.

Lanh dao Van
phong HDND
va UBND cép
xa; Coéng chuc
lam cong tac tu
phap duoc
phan cong xu
ly hd so tai
UBND cép x4

+ Néu nop h6 so tryc tuyén thi: Gui lai
biéu mau Trich lyc dang ky gidm ho dién
tir voi thong tin day du cho nguoi yéu cau
qua thu dién tir hodc thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, diy du cua cac thong tin
trén biéu mau Trich luc ding ky gidm ho
dién tir va xac nhén (t6i da 01 ngay).

Néu nguoi yéu cau xac nhan thong tin da
thong nhat, day du hodc khong c6 phan
héi sau thoi han quy dinh thi cong chuc
lam cong tac tu phap dugc phan cong xu
Iy hd so thyc hién ghi ndi dung vao SO

Cong chuc lam
cong tac tu
phap duoc
phan cong xu
1y ho so

02  ngay
lam viéc

- Ho SO;

- Mau sb 04;

- S6 ding ky giam ho da dugc ghi
noi dung va Phan mém ding ky,
quan ly hd tich dién tir dung chung
da dugc cap nhat thong tin.

- H6 so0;

- Biéu mau dién tir Trich luc ding
ky giam ho c6 day du thong tin;

- S6 dang ky giam ho duoc ghi ndi
dung va Phan mém dang ky, quan
Iy ho tich dién tir dung chung da
duoc cap nhat thong tin.
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dang ky giam h¢, cép nhat thong tin dang
ky giam ho trén Phan mém dang ky, quan
1y ho tich dién tir dung chung.

- In Trich lyc dang ky giam hg, ban sao | Cong chirc lam i H(; SO;A _
Trich luc dang ky giam ho (truong hop c6 | cong  tac  tu 02 i 13 i Me}u 50 04, g ., .
yéu cau) trinh Lanh dao Uy ban nhan dan | phap duoc gloam | - Trich ,11_10 fiang }( y giam h chua
cap xa ky. phan cong xu viee dugce ky phé duyet.
1y ho so
B4: - Mau s6 04;
Ky duyét , . s - Trich luc dang ky gidm hd ban
két qua gii | Chi tich UBND cép xa ky phé duyét 8}]13‘;\1]3 cé ;fh 02 ili‘gclam chinh, ban sao, ban dién tir da
quyét P i duoc ky phé duyét.
TTHC
30 phut ké Trich lyc dang ky giam hd ban
tir thoi chinh, ban sao, ban dién tu.
BS: , Van ) gidm  Chu
Phat hanh | Pong dau, phat hanh van ban HDND va| ..
- 1. i~ |tich UBND
van ban UBND cap xa P R
cap xa ky
phé duyét
- Trich luc dang ky giam hg (ban
’ ’ Céng chirc 1am chinh), ban sao Trich lyc dang ky
- S6 hoa két qua thu tuc hanh chinh. . . giam hd (truong hop yéu cau cap
_ _ Tra két qua thi tuc hanh chinh va thy | SO0 ¢t .| ban sao):
B6: hi, 1¢ phi (néu c6) phap tai Trung | Trong gio | Ban dién tir Trich luc dine ke
Tra ket qua P, 1€ Pl ANEW €0J. tam Phuc wvu | hanh chinh an dien - JTICh e cang Ky

- Két thuc viéc tra két qua trén phan mém
Mot cura.

Hanh  chinh
cong cap xa

giam hd (Ban dién t0 s€ tu dong
giri vé Kho quan 1y dir liéu dién tir
cua ca nhan/dia chi thu dién
tir/thiét bi s6/dién thoai cua nguoi
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yéu cau sau khi dd hoan tat thu
tuc dang ky gidm ho tai co quan
dang ky ho tich);

- Mau s 04;

- Thu lai MAu gidy s6 01.

20. Thii tuc ding ky giam hé c6é yéu td nwéc ngoai

Thoi gian gidi quyét: 05 ngay lam viéc dbi véi viée dang ky giam ho cir, 03 ngay lam viée doi véi viée ding ky giam ho

duong nhién.

So do cac

Don vi/nguwoi

Thoti gian

buéc thue NOi dung cong viéc A o Két qua thue hién
hi¢n thuc hién thuc hién
B1: - qHu’c')’rig dan, l,dém tra tAinh ?chin? xac, dé}y Trong gioy | Me:m sé 01;
N du, thong nhat, hop 1€ cua hd so, tiép Cong chirc 1am | hanh chinh - Mau s6 04; ’
NOp ho s0' | nhan hd so. ‘  |cong tic tu - H6 so tiép nhan di dugc s6 hoa.
- Nhép dir liéu théng tin ho so vao Phetm phép tai Trung
mé,m Mot cra; Chuy‘én dir liéu truc tuyén tam P'hu c vu
(néu cd) qua phan mém Ho tich. Hanh  chinh
- S6 hoa hod so tiép nhan thu tuc hanh | cong cap xa
chinh
Cong chirc 1lam
) cong tac tu|30 phat k& | o x <
ChBuz-én Chuyén ho so (gidy, dién tir) vé Van | phap tai Trung | tu thot _ﬁgﬁ zg 841‘
hd Zﬁ phong HDND va UBND céap xa tim Phuc vy |diém tiép | 15 so ’

Hanh  chinh
cong cap xa

nhan ho so
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B3:
Thyec hién
xir ly ho so

- Phan cong cho cong chirc 1am cong tac tu
phap tai UBND cép x4 xir Iy ho so;

- Cong chuc lam cong tac tu phap dugc
phén cong xur ly ho so tham tra tinh théng
nhat hop 1¢ cua cac thong tin trong ho 50,
gidy to, tai liéu do ngudi yéu cau ndp, xuit
trinh hoac dinh kém.

- Néu thay yéu cau ding ky giam ho du
diéu kién theo quy dinh phap luat, ho so
day du, hop 18, dung quy dinh thi:

+ Néu tiép nhan hd so truc tiép: Thuc
hién ghi vao S6 dang ky giam ho, cip nhat
thong tin dang ky giam ho trén Phan mém
dang ky, quan 1y ho tich di¢n tor dung
chung.

Lanh dao Van
phong HDND
va UBND céip
xd; Cong chirc
lam cong tac tu
phap duoc
phan cong xu
ly hd so tai
UBND cép x4

+ Néu nop h6 so tryc tuyén thi: Gui lai
biéu mau Trich lyc dang ky gidm ho dién
tir voi thong tin ddy du cho nguoi yéu cau
qua thu dién tur hodc thiét bj sd.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, day du cia cac thong tin
trén biéu mau Trich luc ding ky giam ho
dién tir va xac nhén (t6i da 01 ngay).

Néu nguoi yéu cau xac nhan thong tin da
thong nhét, day du hodc khong co6 phan
hdi sau thoi han quy dinh thi cong chuc
lam cong tac tu phap dugc phan cong xu
Iy hd so thyc hién ghi ndi dung vao SO
dang ky gidam h{, cdp nhat thong tin dang

Cong chuc lam
cong tac tu
phap duoc
phan cong xu
1y ho so

02  ngay
lam  viéc
(doi  véi
dang  ky
giam  ho
duong

nhién)/ 04
ngay lam
viee  (doi
voi  gidm
ho cut).

-HO SO;

- Mau s6 04;

- S dang ky giam ho da dugc ghi
noi dung va Phin mém ding ky,
quan ly hd tich dién tir dung chung
da dugc cap nhat thong tin.

- Ho so;

- Biéu mau dién tir Trich luc ding
ky giam ho c6 day du thong tin;

- S6 dang ky giam ho dugc ghi noi
dung va Phan mém dang ky, quan
Iy ho tich di¢n tir dung chung da
duoc cap nhat thong tin.
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ky giam ho trén Phan mém dang ky, quan
1y ho tich dién tir dung chung.

- In Trich lyc dang ky giam hg, ban sao | Cong chirc lam i H(Z SO;A _
Trich lyc dang ky giam hg (truong hop ¢ | cong  tac  tu 02 is lam ) Me}u 50 04; 5 L )
yéu cau) trinh Lanh dao Uy ban nhéan dan | phap duoc % e - Trich ,11_10 fiang }<y gidm ho chua
cap xa ky. phan cong xu i duge ky phé duyét.
1y ho so
B4: - Mau s6 04;
Ky duyét , . s - Trich luc ddng ky gidam hd ban
két qué giai | Cha tich UBND cép xa ky phé duyét Cha = tich) 02giolam | (ob "pin sao. ban dien tir da
y UBND cép xa viec 1A A
quyet dugc ky phé duyét.
TTHC
30 phut ké Trich h%c dang qk}'l .gﬂgiénvl hd ban
tir thoi chinh, ban sao, ban dién tu.
B5: , Vian thu didm  Cha
Phat hanh | Pong dau, phat hanh van ban HDND va| ..
- 1. i~ |tich UBND
van ban UBND cap xa P R
cap xa ky
phé duyét
- Trich luc dang ky giam hg (ban
chinh), ban sao Trich lyc dang ky
- S6 hoa két qua thii tuc hanh chinh. Cong chuc lam glam ho (truong hop yéu cau cap
_ Tra két qua thu tuc hanh chinh va thu | SO0 ¢ W ban sao);
B6: hi, 1¢ phi (néu c6) i phap tai Trung | Trong gio |- Ban di¢n to Trich luc dang ky
Tra két qua phL le b ; tam Phuc wvu | hanh chinh | giam ho (Ban dién tr s€ tu dong

- K&t thic viéc tra két qua trén phan mém
Mot cura.

Hanh  chinh
cong cap xa

giri vé Kho quan 1y di liéu dién tir
cua ca nhan/dia chi thu dién
tir/thiét bi s6/dién thoai cua nguoi
yéu cdu sau khi d3 hoan tit thu
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tuc dang ky gidm ho tai co quan

dang ky ho tich);
- Mau s 04. o
- Thu lai Mau giay s6 01.
21. Thi tuc diing ky chAm dirt giam ho
Thoi gian giai quyét: 02 ngay lam viéc.
l?l(:(’iotlcl?l’cc NOi dung cong viéc Don vi/nguoi | Thoi gian Két qua thue hién
hi¢n : j : thuc hién thuc hién : ;
B1- - Huong dan, kiém tra tinh chinh xac, day Trong gidr | Meftu sf:) 01;
A A du, thong nhat, hop 1& cua hd so, tiép Cong chirc lam | hanh chinh | - Mau s6 04; ’
Nop ho s0' | nhan hd so. ‘ lcong tic fu - Ho so tiép nhan di dugc s hoa.
- Nhép dir lidu thong tin ho so vao Phan phép tai Trung
meém Mot ctra; Chuyén dir li€u tryc tuyén | (2 0 phuc  vu
(néu cd) qua phan mém Ho tich. Hanh  chinh
- S6 hoa ho so tiép nhan thu tuc hanh | cong cap xa
chinh
Cong chirc lam q
) cong tac tu|30 phat k& | o x <
ChBu2 -én Chuyén hd so (gidy, dién tir) vé Van|phap tai Trung | tor thoi | _ ﬁgﬁ zg 841‘
hd Zo‘ phong HDND va UBND céap xa tam Phuc vy |diem tiép | _ 15 so ’
Hanh chinh | nhan ho so '
cong cap xa
B3: - Phan cong cho cdng chire 1am cong tac tw | Lanh dao Van |01 ngay | - H(‘AZ S0}
Thuwc hién | phap tai UBND cap xa xi 1y ho so; phong HDND | lam vi¢c - Mau s6 04,
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xir Iy ho so

- Cong chuc lam cong tac tu phap duoc
phan cong xur ly ho so tham tra tinh théng
nhat hop 1¢ cua cac thong tin trong ho 50,
gidy to, tai liéu do ngudi yéu cau ndp, xuit
trinh hoac dinh kém.

- Néu thdy hé so day du, hop 18, dung quy
dinh thi:

+ Néu tiép nhan hd so truc tiép: Thuc
hién ghi vao S6 dang ky chdm dut giam
ho, cap nhat thong tin dang ky cham dut
giam ho trén Phan mém dang ky, quan 1y
ho tich dién tr dung chung.

va UBND cap
xa; Cong chuc
lam cong tac tu
phap duoc
phan cong xu
ly hd so tai
UBND cép x4

+ Néu ndp ho so tryc tuyén thi: Gui lai
biéu miu Trich luc ding ky cham dat
giam ho dién tr v6i thong tin day du cho
ngudi yéu cau qua thu dién tr hodc thiét
bi s0.

Ngudi yéu cau c¢o trach nhiém kiém tra
tinh chinh xac, day du cua cac thong tin
trén biéu mau Trich luc dang ky cham dirt
giam ho dién tr va xac nhan (t6i da mot
ngay).

Néu nguoi yéu cau xac nhan thong tin da
thong nhét, day du hodc khong co6 phan
héi sau thoi han quy dinh thi chic 1am
cong tac tu phap dugc phan cong xu 1y hd
so thuc hién ghi ndi dung vao S6 dang ky
cham dut giam ho, cap nhat thong tin dang
ky chim dirt giam ho trén Phan mém ding

Cong chirc lam
cong tac tu
phap duoc
phan cong xu
1y ho so

- S6 dang ky cham dut giam ho da
dugc ghi noi dung va Phan mém
dang ky, quan 1y hd tich dién to
dung chung da duoc cap nhat thong
tin.

- Ho SO;

- Biéu mau dién ttr Trich luc dang
ky cham dat giam ho co day du
thong tin;

- S6 dang ky cham duat giam ho
duoc ghi nd1 dung va Phan mém
dang ky, quan 1y ho tich dién tu
dung chung da dugc cap nhat thong
tin.
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ky, quan 1y ho tich dién tr dung chung.

- In Trich luc dang ky chim dat giam ho,
ban sao Trich luc ding ky cham dut giam
hé (trudng hop c6 yéu cau) trinh Lanh dao
Uy ban nhan dan cép x4 ky.

Cong chuc lam
cong tac tu
phap duoc
phan cong xu
1y hé so

02 gio lam
viéc

-Ho SO,

- MAu s 04;

- Trich luc ding ky chdm dat
gidm hd chua duoc ky phé duyét.

B4: - Mau s0 04; ,

Ky duyét , . s - Trich lyc dang ky cham dut
két qué giai | Cha tich UBND cép xa ky phé duyét Cha = tich) 02giolam | ;0 4o ban chinh, ban sao, ban
X UBND cap xa Viec Ao A R

quyet dién tir da duoc ky phé duyét.
TTHC
30 phut ké Tficl} luc ,déng "k}'/ chérr} dl’I:tA giétm
i +.. | ho ban chinh, ban sao, ban dién tir.
. < u thot
B5: , Vian thu didm  Cha
Phat hanh | Pong dau, phat hanh van ban HDND va| ..
- 1. :__~ |tich UBND
van ban UBND cap xa X ~ 1
cap xa ky
phé duyét
- Trich luc ding ky cham dut giam
ho (ban chi,nh), ban sao Trich luc
A .1 dang ky cham dut gidm hd (truong
- $6 hoa két qua thi tuc hanh chinh. chlfg Clz:(f 1a$ hop yéu ciu cip ban sao);
) - Tra két qua thua tuc hanh chinh va thu 5 .. | - Ban dién t&r Trich luc dang ky
BO: hi, 18 phi (néu c6) phdp tai Trung | Trong 8i0 | 4« 46" siam ho (Ban dién tir s¢
Tra két qua | P © P ' tam Phuc wvu | hanh chinh glam ¢ -

- K&t thtc viéc tra két qua trén phan mém
Mot cura.

Hanh chinh
cong cap xa

ty dong giri vé Kho quan ly dir
liéu dién tr cua ca nhan/dia chi
thu dién tir/thiét bi sé/dién thoai
clia ngudi yéu cau sau khi dd hoan
tat tha tuc diang ky cham dut giam
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ho tai co quan dang ky ho tich);
- MAu s6 04;

- Thu lai MAu gidy s6 01.
22. Thii tuc diing ky chAm diet giam hé cé yéu té nuée ngoai
Thoi gian giai quyét: 02 ngay lam viéc.
So dd cac
. A n < Don vi/ngwoi | Thoi gian £ . ‘n
bll’O'?Athl_l’C NOi dung cong viéc thwe hién thwe hién Keét qua thue hién
hlen . . . .
B1- - Huong dan, kiém tra tinh chinh xac, day Trong  gidr |~ Meftu sf:) 01;
A A du, thong nhat, hop 1& cta hd so, tiép Cong chitc 1am | hanh chinh | - Mau s6 04; ’
NOp ho 50" | nhan h so. ‘ lcong tic fu - Ho so tiép nhan da duoc s6 hoa.
- Nhép dir liéu théng tin ho so vao Phetm phép tai Trung
mé,m Mot cra; Chuy‘én dir liéu truc tuyén tam P'hu c vu
(néu cd) qua phan mém Ho tich. Hanh  chinh
- S6 hoa ho so tiép nhan thu tuc hanh | cong cap xa
chinh
Cong chuc lam q
) q cong tac tu|30 phat k& | o x <
ChBu2 -én Chuyén ho so (gidy, dién tir) v& Van | phap tai Trung | tu thot | _ ﬁgﬁ zg 841‘
hd Zo‘ phong HDND va UBND céap xa tam Phuc vy |diem tiép | _ 15 so ’
Hanh chinh | nhan ho so '
cong cap xa
B3: - Phén cong cho cong chirc 1am cong tac tu | Lanh dao Van 01 nadv | - H(‘AZ 807
Thuwc hién | phap tai UBND cap xa xt 1y ho so; phong HDND lam Viécg Y1 - Mau s 04;

xir Iy ho so

- COng chirc lam cong tac tu phap dugc

va UBND cép

- S6 dang ky chdm dut giam ho da
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phan cong xur ly ho so tham tra tinh théng
nhat hop 1€ cua cac thong tin trong ho 50,
gidy to, tai liéu do ngudi yéu cau ndp, xuit
trinh hoac dinh kém.

- Néu thdy hé so day du, hop 18, dung quy
dinh thi:

+ Néu tiép nhan hd so truc tiép: Thuc
hién ghi vao S6 dang ky cham dut giam
ho, cap nhat thong tin dang ky cham dut
giam ho trén Phan mém dang ky, quan 1y
ho tich dién tr dung chung.

xa; Cong chuc
lam cong tac tu
phap duoc
phan cong xu
Iy hd so tai
UBND cép x4

+ Néu ndp ho so tryc tuyén thi: Gui lai
biéu mau Trich luc ding ky cham duat
giam ho dién tr v6i thong tin day du cho
ngudi yéu cau qua thu dién tr hodc thiét
bi s0.

Ngudi yéu cau c¢o trach nhiém kiém tra
tinh chinh xac, day du cua cac thong tin
trén biéu mau Trich luc dang ky cham dit
giam ho dién tir va xac nhan (t6i da mot
ngay).

Néu nguoi yéu cau xac nhan thong tin da
thong nhét, day du hoic khong co6 phan
hdi sau thoi han quy dinh thi chirc 1am
cong tac tu phap dugc phan cong xu 1y hd
so thuc hién ghi ndi dung vao S6 ding ky
cham dut glam ho, cap nhét thong tin dang
ky cham dirt giam ho trén Phan mém ding
ky, quan 1y ho tich dién tr dung chung.

Cong chirc lam
cong tac tu
phap duoc
phan cong xu
1y ho so

dugc ghi noi dung va Phan mém
dang ky, quan 1y ho tich dién tu
dung chung da duogc cap nhat thong
tin.

- Ho SO;

- Biéu mau dién tir Trich luc ding
ky cham dat giam ho co day du
thong tin;

- S6 dang ky cham duat giam ho
duoc ghi nd1 dung va Phan mém
dang ky, quan 1y ho tich dién tu
dung chung da duoc cap nhat thong
tin.
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- In Trich lyc dang ky cham dut gidm ho,
ban sao Trich lyc dang ky cham dut giam
hé (trudng hop c6 yéu cau) trinh Lanh dao
Uy ban nhan dan cép x4 ky.

Cong chuc lam
cong tac tu
phap duoc
phan cong xu
1y hé so

02 gio lam
viéc

- Ho SO;

- Mau s6 04;

- Trich luc ding ky cham duat
gidm hd chua duoc ky phé duyét.

B4: - Mau s6 04; ,

Ky duyét \ : 1 - Trich luc dang ky cham dut
két qué giai | Chu tich UBND cép xa ky phé duyét Cha =~ tich | 02giolam | 500 s ban chinh, ban sao, ban
£ UBND cap xa Viec Ao A R

quyet dién tir da duoc ky phé duyét.
TTHC
30 phit ké T[I'Cf} luc ,da“mg oky chﬁn} dL'lttA gié}m
. +.. | ho ban chinh, ban sao, ban dién tir.
. < u thot
B5: , Vian thu diém  Cha
Phat hanh | Péng du, phat hanh vén ban HDND va |, !
- 1. i~ |tich UBND
van ban UBND cap xa P N
cap xa ky
phé duyét
- Trich luc dang ky cham dat giam
ho (ban chinh), ban sao Trich lyc
dang ky cham dut giam ho (truong
- S6 hoa két qua thi tuc hanh chinh. Cong chuc lam hop yéu cau cap ban sao); ,
X \ . . cong tac tu - Ban dién tir Trich luc dang ky
. - Tra két qua thu tyc hanh chinh va thu . . . X s A yae AAL e
B6: hi, 12 phi (néu c6). phap tai Trung | Trong gid | cham dut giam ho (Ban dién tur s&
Tra ket qua P P tam Phuc wvu | hanh chinh |ty dong gi vé Kho quan ly dir

- Két thuc viéc tra két qua trén phan mém
Mot cura.

Hanh  chinh
cong cap xa

liéu dién tir cua ca nhan/dia chi
thu dién tir/thiét bi sé/dién thoai
clia ngudi yéu cau sau khi dd hoan
tat tha tuc dang ky cham dut giam
h tai co quan dang ky hd tich);
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-Mauso 04;
- Thu lai Mau giay s6 01.

23. Thu tuc dang ky giam sat viéc giam ho

Thoi gian giai quyet 03 ngay lam viéc, truong hop can phai xac minh thi thoi han giai quyét duoc kéo dai nhung khong
qua 05 ngay lam viéc ké tir ngay tiép nhan ho so.

So do cac

Don vi/nguwoi

Thoti gian

bll’O'?Athl_l’C NOi dung cong viéc thue hién thue hién Keét qua thuce hi¢én
hién
B1- - Huong dan, klem tra tinh chinh xic, déty Trong gids | M?:lu so 01;
Néo ha du,A th(zng nhat, hop 1¢ cua ho so, tiép Cong chirc 1am | hanh chinh -Mflu so.(;)4, o o
Op h0 SO° | nhin ho so. ‘  |cong tic tu - HO so tiép nhan da dugc so hoa.
- Nhép dir lidu thong tin ho so vao Phan phép tai Trung
meém Mot ctra; Chuyén dir li€u tryc tuyén | {2 0 phuc  vu
(néu cd) qua phan mém HO tich. Hanh  chinh
- SO0 hoa ho so ti€ép nhan thu tuc hanh | cong cap xa
chinh
Cong chirc 1lam q
] q cong tac tu|30 phat k& | o < o
ChBu2 &n Chuyén ho so (gidy, dién tr) vé Van | phap tai Trung | tu thoi | _ ﬁgﬁ zg 8411
hd Zo‘ phong HDND va UBND céap xa tam Phuc vy |diém tiép | _ 13 so ’
Hanh chinh | nhan ho so '
cong cap xa
B3: - Phén cong cho cong chirc 1am cong tac tu | Lanh dao Van | 02 ngay | - H(‘S~ 50}
Thue hién | phap tai UBND cap xa xur 1y ho so; phong HDND | lam viéc - Mau s0 04;
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xir Iy ho so

- Cong chuc lam cong tac tu phap duoc
phén cong xur ly hd so tham tra tinh théng
nhat hop 1¢ cua cac thong tin trong ho 50,
gidy to, tai liéu do ngudi yéu cau ndp, xuit
trinh hoac dinh kém.

- Truong hop don gian: Néu thay ho so day
du, hop 1¢, dang quy dinh thi:

+ Néu tiép nhan ho so truc tiép: Thuc
hién ghi vao S6 ding ky giam sat viéc
giam ho, cap nhat thong tin dang ky giam
sat viéc giam ho trén Phin mém ding ky,
quan ly ho tich dién tir dung chung.

va UBND cép
xa; Cong chuc
lam cong tac tu
phap duoc
phan cong xu
ly hd so tai
UBND cép x4

+ Néu ndp ho so tryc tuyén thi: Gui lai
biéu mau Trich luc dang ky giam sét viéc
giam ho dién tir v6i thong tin ddy du cho
ngudi yéu cau qua thu dién tir hodc thiét bi
s.

Ngudi yéu cau c¢o trach nhiém kiém tra
tinh chinh xac, day du cua cac thong tin
trén biéu mau Trich lyc dang ky giam sat
viéc giam ho dién tir va xac nhan (t6i da
mot ngay).

Néu nguoi yéu cau xac nhan thong tin da
thong nhét, day du hodc khong co6 phan
hoéi sau thoi han quy dinh thi céng chirc
lam cong tac tu phap dugc phan cong xur
Iy ho so thuc hién ghi ndi dung vao SO
dang ky gidm sat viéc gidm hg, cap nhat
thong tin diang ky gidm sat viéc gidm hd

Cong chirc lam
cong tac tu
phap duoc
phan cong xu
1y ho so

- SO dang ky giam sat viéc giam ho
da dugc ghi ndi dung va Phan mém
dang ky, quan 1y hd tich dién tr
dung chung da dugc cap nhat thong
tin.

-Ho SO,

- Biéu mau dién ttr Trich luc dang
ky chdm dut giam sat viéc giam
ho c6 day du thong tin;

- SO dang ky giam sat viéc giam ho
da duoc ghi ndi dung va Phan mém
dang ky, quan ly ho tich dién tir
dung chung da dugc cap nhat thong
tin.
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trén Phan mém dang ky, quan 1y ho tich
dién tir dung chung.

- Trudng hop can phai xac minh thi thuc Thoi  gian | - Két qua xac minh
hi¢n xac minh. Cone chic 13 xac minh:
(Sau khi c6 két qud xic minh thi thie | con’ e Knong e
hién nhw truong hop don gian) phép duoc | 13y vide
phan cong xu -
Iy hd so (Chuyén
truong hop
don gidin)
- In Trich lyc ding ky gi4m sat viéc gism | Cong chire lim -Hoso,
ho, ban sao Trich luc dang ky giam sat | cong tac tu 02 gids 13 -Me&u 50 04, g e
vigc giam ho (truong hop co yéu cau) | phap duoc glofam | - ,TrlChA lyc dang ky glam sat Viee
trinh Lanh dao Uy ban nhan dan cap xd ky. | phdn cong xir viee gidm ho chua dugc ky phé duyét.
1y ho so
B4: - Mau s6 04;
Ky duyét , . 1 - Trich lyc dang ky giam sat viéc
két qua giai | Chu tich UBND cap xa ky phé duyét 811131;\113 A ;?;h 02 %;gclam gidm h{ ban chinh, ban sao, ban
quyét P : dién tir da duoc ky phé duyat.
TTHC
30 phat ké Trich lyc dang ky giam sat viéc
tir thoi giam ho ban chinh, ban sao, ban
B5: ) Van thu didm  Chy | dién ti.
Phat hanh | Pong dau, phat hanh van ban HDND va| ..
.« 1. i~ |tich UBND
van ban UBND cap xa P ~ 1
cap xa ky

phé duyét
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B6:
Tra ket qua

- S6 hoa két qua thi tuc hanh chinh.
- Tra két qua thu tuc hanh chinh va thu

phi, 1& phi (néu c6).

- K&t thic viée tra két qua trén phan mém

Mot ctra.

Cong chuc lam
cong tac tu
phap tai Trung
tam Phuc wvu
Hanh chinh
cong cap xa

Trong gio
hanh chinh

- Trich luc dang ky dang ky gidm
sat viec giam ho (ban chinh), ban
sao Trich luc dang ky giam sat
viéc giam ho (trudng hop yéu cau
cap ban sao).

- Ban dién t@ Trich luc dang ky
giam sat viéc giam hd (Ban dién tr
s& tu dong gui vé Kho quan 1y dix
li€u dién tir cua ca nhan/dia chi
thu dién tir/thiét bi so/dién thoai
ctia ngudi yéu cau sau khi da hoan
tat thu tuc dang ky gidm sat viéc
giam hg tai co quan dang ky ho
tich);

- Mau s6 04;

- Thu lai Mau gidy s6 01.

24. Thii tuc ding ky cham dit giam sat viéc giam ho

Thoi gian giai quyet 03 ngay lam viéc, truong hop can phai xac minh thi thoi han giai quyét duoc kéo dai nhung khong
qué 05 ngay lam viéc ké tir ngay tiép nhan ho so.

So do cac

Don vi/nguwoi

Thoi gian

bu’O’?Athl.l’C NoOi dung cong viec thue hién thwe hién Két qua thyc hién
hi¢n
B1: - Huong dan, kiém tra tinh chinh xac, day Cong chirc lam | Trong  gid - Me:m S(i:) 015
R da, thong nhat, hop 18 ctia ho so, tiép | tic g | hanh chinh |- Mau s6 04; ,
NOp ho s0' | nhan hd so. cong tac - H6 so tiép nhan da dugc s6 hoa.

- Nhép dit liéu thong tin hd so vao Phan

phap tai Trung
tam Phuc wvu
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mém Mot cura; Chuyén dit li€u truc tuyén
(néu cb) qua phan mém Ho tich.

- S6 hoa hd so tiép nhan thu tuc hanh
chinh

Hanh  chinh
cong cap xa

Cong chuc lam

B2: SOV . |cong the r|30 phit k&I e o)
Chu);én Chuyén ho so (gidy, dién t1:1’) vé Van | phdp tai Trung tu '[I.lf)’l - MZu s6 0 4f
hd so phong HDND va UBND cap xa tam Phuc vy |diém tiép | _ 13 so ’
Hanh chinh | nhan ho so '
cong cap xa
- Phan cong cho cong chirc lam cong tac tu
phap tai UBND cép xa xir Iy ho so;
- Cong chuc lam cong tac tu phdp duogc
phén cong xu ly ho so tham tra tinh théng Lanh dao Van
nhat hop 1¢ cua cac thong tin trong ho 50, | phong HDND - Ho so;
gidy to, tai liéu do ngudi yéu cau ndp, xuat | va UBND cap - Mau sb 04;
trinh hodc dinh kém. xa; Coéng chuc - SO dang ky cham dit giam sat
B3: - Truong hop don gian: Néu thay ho so day | 1am cong tac tu viéc giam ho da duoc ghi ndi dung
.. | du, hop I¢, dung quy dinh thi: phap duoc | 02 ngay | va Phan mém dang ky, quan 1y ho
Thue hi¢n A A | 1 A . Ao s ~
A + Néu tiép nhan hd so truc tiép: Thuc | phdn cong xir | 1am viéc tich dién t¢r dung chung da dugc
Xt ly ho so hién ghi vao S6 dang ky chdm dat giam |1y hd so tai cap nhat thong tin.
sat viéc giam ho, cap nhat thong tin dang | UBND cép Xa
ky cham dut giam sat viéc giam ho trén
Phan mém dang ky, quan 1y ho tich dién tir
dung chung.
+ Néu nop ho so tryc tuyén thi: Gui lai | Cong chirc 1am - Ho so;

biéu miu Trich luc dang ky chim dat
giam st viéc gidm ho dién tr vdi thong tin

tu
duoc

cong tac

phap

- Biéu mAu dién tt Trich luc dang
Ky cham dirt giam sat viéc giam
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day du cho nguoi yéu cau qua thu dién tur
hodc thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, diy du cua cac thong tin
trén biéu mau Trich luc ding ky chdm dat
gidm sat viéc giam ho dién tir va xac nhan
(t6i da 01 ngay).

Néu ngudi yéu cau xac nhan thong tin da
thong nhét, day du hodc khong c6 phan
héi sau thoi han quy dinh thi cong chirc
lam cdng tac tu phap dugc phan cong xur
Iy hd so thuc hién ghi ndi dung vao SO
dang ky chdm diit giam sat viéc giam ho,
cap nhat thong tin dang ky chdm dit giam
sat viéc giam ho trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.

phan cong xur
1y ho so

ho c6 day du thong tin;

- SO ding ky cham dat giam sat
viéc giam hd da duoc ghi ndi dung
va Phan mém ding ky, quan 1y ho
tich dién tor dung chung da duoc
cap nhat thong tin.

- Trudng hop can phai xac minh thi thuc Thoi  gian | - Két qua xac minh
hién xac minh. Cone chire 13 Xac minh:
. ong chuc lam | | ha :
(Sau khi 6 két qud xic minh thi thiec | o0 g Kong iy
hién nhw truwong hop don gidin) phap duoc | am vide
phan cong xu .
Iy hd so (Chuyén
truong hop
don gidn)
- In Trich luc déing ky chim dut gidm st | Cong chitc 1am | o5 ois fam | 12 5%
A, . y A A . gl - Mau s6 04.
viéc giam hg, ban sao Trich luc dang ky | cong tac tu vide b luc dine k¢ chim dit gi4
chim dit giam sat viéc giam ho (truong | phdp  duoc ‘ - Trich lyc dang ky cham dut gidm
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hop €6 yéu cau) trinh Lanh dao Uy ban
nhan dan cap xa ky.

phan cong xur
1y ho so

sat viéc giam hd chua dugc ky phé
duyét.

B4: - Mau s6 04; ,
Ky duyét , : . 15 | - Trich lyc dang ky cham dut giam
két qua giai | Cha tich UBND cap xa ky phé duyét Chu X t{Ch 02 g0 lam sat viéc giam ho(ban chinh, ban
e UBND cap xa VigC ARSI A
quyet sao, ban dién tor da duoc ky phé
TTHC duyét.
30 phit ké T,“'Ch_[l.lc di}ng k}l c}}ém d,ﬁ’t giéﬁm
tir thoi | sat viéc giam ho ban chinh, ban
B5: ’ Van thu diém  Chu | 520 ban dién ta.
Phat hanh | Pong dau, phat hanh van ban HDND va| ..
- 12 :__~ |tich UBND
van ban UBND cép xa P ~ v
cap xa ky
phé duyét
- Trich luc dang ky cham dut giam
sat viéc giam h¢ (ban chinh), ban
sao Trich luc dang ky cham dut
giam sat viéc giam ho (truong hop
’ ’ Cone chire 1am yéu cau cap ban sao);
- SO hoa két qua thu tuc hanh chinh. con & the  tu - Ban dién tr Trich luc dang ky
) - Tra két qua thu tyc hanh chinh va thu 5 .. | cham dut giam sat viéc giam ho
BO: hi, 1& phi (néu c6). phap tai Trung| Trong 8i0 | pa " ian o o5 tr dong et ve
Tra két qua | P ©P tam Phuc vu | hanh chinh ; +cong g

- Két thiic viée tra két qua trén phan mém
Mot cura.

Hanh , chinh
cong cap xa

Kho quan 1y dit li€u dién tir cua ca
nhan/dia chi thu dién ti/thiét bi
sd/dién thoai cua ngudi yéu cau
sau khi da hoan tat thu tyc dang
ky cham dit giam ho tai co quan
dang ky ho tich);

- Miu 56 04;
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- Thu lai Mau gidy s6 01.

25. Thi tuc thay ddi, cai chinh, bé sung théng tin hd tich, xac dinh lai dan tdc

a) Doi véi yéu cau bo sung théng tin ho tich

Thoi gian giai quyet Ngay trong ngay lam viéc ddi véi yéu cau bd sung thong tin ho tich, truong hop nhan hd so sau
15 gid ma khong giai quyét duge ngay thi tra két qua trong ngay lam viéc tiép theo.

So do cac

Don vi/nguwoi

Thoti gian

buéc thue NOi dung cong viéc A o Két qua thue hién
hi¢n thuc hién thuc hién
B1- - Huong dan, kiém tra tinh chinh xéc, day Trong gios | Mau 50 01;
o du, thong nhat, hop 1¢ cia ho so, tiep Céng chirc 1am | hanh chinh - Mau 56 04; ’
Nop ho s0' | nhan hd so. ‘ lcong tic fu - Ho so tiép nhan di dugc s hoa.
- Nhép dir lidu thong tin ho so vao Phan phap tai Trung
meém Mot ctra; Chuyén dir li€u tryc tuyén | 2 0 phuc  vu
(néu cd) qua phan mém Ho tich. Hanh  chinh
- S6 hoa ho so tiép nhan thu tuc hanh | cong cap xa
chinh
Cong chirc lam q
) q cong tac tu|30 phat k& | o x <
ChBu2 &n Chuyén ho so (gidy, dién tir) v& Van |phap tai Trung | tu thot | _ ﬁgﬁ zg 841‘
hd Zo‘ phong HDND va UBND cap xa ttm Phuc vu|diem ti€p | _ 13 so ’
Hanh chinh | nhan ho so '
cong cap xa
B3: - Phén cong cho cong chirc 1am cong tac tu | Lanh dao Van 04 oid 1am | - H(‘AZ 807
Thuwc hién | phap tai UBND cap xa xt 1y ho so; phong HDND viécg - Mau s6 04,

xir Iy ho so

- Cong chuc lam cong tac tu phap duogc

va UBND cép

- S6 dang ky thay doi,

cai chinh,
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phan cong xtr ly ho so tham tra tinh théng
nhat hop 1€ cua cac thong tin trong ho 50,
gidy to, tai liéu do ngudi yéu cau ndp, xuit
trinh hoac dinh kém.

- Néu thdy viéc bd sung théng tin ho tich
la ¢c6 co sé, phu hop véi quy dinh cua
phap luat dan sy va phap luat co lién
quan, hd so day du, hop 18, ding quy dinh
thi:

+ Néu tiép nhan hod so truc tiép: Thuc
hién ghi vao SO ding ky thay doi, cai
chinh, bd sung thong tin ho tich, xac dinh
lai dan tdc, cap nhat thong tin dang ky bd
sung thong tin ho tich trén Phin mém
ding ky, quan ly hd tich dién tir dung
chung.

xa; Cong chuc
lam cong tac tu
phap duoc
phan cong xu
Iy hd so tai
UBND cép x4

+ Néu ndp ho so truc tuyén thi: Gui lai
biéu mau Trich lyc bod sung thong tin ho
tich dién tir voi thong tin day du cho nguoi
yéu cau qua thur dién tir hodc thiét bj so.
Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, day du cia cac thong tin
trén biéu miu Trich lyc bod sung théng tin
ho tich dién tir va xac nhan (0,5 ngay).
Néu nguoi yéu cau xac nhan thong tin da
thong nhét, day du hoic khong co6 phan
hoi sau thoi han quy dinh thi cong chirc
lam cong tac tu phap dugc phan cong xu
Iy hd so thyc hién ghi ndi dung vao SO

Cong chuc lam
cong tac tu
phap duoc
phan cong xu
1y ho so

b6 sung thong tin ho tich, Xac
dinh lai dan toc da duogc ghi ndi
dung bd sung thong tin ho tich va
Phan mém ding ky, quan 1y ho tich
dién tr dung chung da duogc cap
nhat thong tin.

- H6 so;

- Biéu mau dién tr Trich lyc bo
sung thong tin ho tich co day du
thong tin;

- S6 dang ky thay ddi, cai chinh,
bo sung thong tin hQ tich, xac
dinh lai dan toc da duoc ghi ndi
dung bo sung thong tin ho tich va
Phan mém ding ky, quan 1y ho tich
dién tr dung chung da dugc cap
nhat thong tin.
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dang ky thay d6i, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan toc cap nhat
thdng tin bd sung thong tin ho tich trén
Phan mém ding ky, quan 1y ho tich dién tur
dung chung.

- In Trich luc b6 sung thong tin ho tich,
ban sao Trich luc bd sung thong tin hod
tich (truong hop €6 yéu cau) trinh L&nh
dao Uy ban nhan dén cip xa ky.

Cong chuc lam
cong tac tu
phap duoc
phan cong xu
1y ho so

01 gio lam
viéc

- Hb SO,

- Mau sb 04;

- Trich luc bd sung théng tin ho
tich chua dugc ky phé duyét.

B4: - Mau s6 04;
Ky duyét , . 1 - Trich luc bo sung thong tin hd
két qua giai | Chu tich UBND cap xa ky phé duyét Chu X t{Ch 01 glo am tich ban chinh, ban sao, ban dién tr
£ UBND cap xa viéce ~ 1A A
quyet da duoc ky phé duyét.
TTHC
30 phut ké Trich luc b6 sung thong tin ho tich
tir thoi ban chinh, ban sao, ban dién ti.
B5: , Vian thu didm  Cha
Phat hanh | Pong dau, phat hanh van ban HDND va| ..
. ya : .~ |tich UBND
van ban UBND cap xa P ~ v
cap xa ky
phé duyét
’ ’ Céne chire lam - Trich lyc bd sung thong tin ho
-S6 h(')a, két qua thu tuc hanh chinh. con g e tu tjgh (ban chinh), ban sao Trich luc
) - Tra két qua thu tuc hanh chinh va thu O .. | bd sung thong tin ho tich (truong
BO: hi, 18 phi (néu c0) phdp tai Trung | Trong gio hop yéu cau cap ban sao);
Tra két qua phL e P . tam Phuc wvu | hanh chinh PV P :

- Két thuc viéc tra két qua trén phan mém
Mot cura.

Hanh  chinh
cong cap xa

- Ban dién tir Trich luc bd sung
thong tin ho tich (Ban dién tur s€
ty dong gui vé Kho quan ly dir
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li€u cua ca nhan/dia chi thu dién
tir/thiét bi sd/dién thoai cua nguoi
yéu cdu sau khi d3 hoan tat thu
tuc dang ky thay d6i, cai chinh, bd
sung thong tin ho tich, xac dinh
lai dan tdc tai co quan dang ky ho
tich);

- MAu s 04;

- Thu lai MAu gidy s6 01.

b) Doi véi viéc thay déi, cdi chinh ho tich, xdc dinh lai dén téc

Thoi gian giai quyét: 03 ngay 1am viéc ddi v6i viée thay ddi, cai chinh ho tich, xac dinh lai dan toc. Truong hop can
phai xac minh thi thoi han dugc kéo dai thém khdng qua 03 ngay lam viéc

So' do cac
budc thuc

Noi dung cong viéc

DPon vi/nguoi
thuc hién

Thoi gian
thuc hién

Két qua thyc hién

hién
B1: - ?Hu’c')’rig dan, l,dém tra tjnhqchin? xac, déy Trong gidy | - Ma:m sé) 01;
N du, thqng nhat, hop 1€ cua hd so, tiép Cong chirc 1am | hanh chinh -M;lu SO Q4; ,
NOp ho s0' | nhan ho so. ‘  leong  tic tu - HO so tiép nhan da duogc so hoa.
- I;Ihép (31& Ijéu thén% tin~h§ Aso vao Pha:}n phép tai Trung
mém Mot cua; Chu}(en dir li¢u truc tuyén tdim  Phuc vu
(n€u c0) qua phan mém HJ tich. Hanh  chinh
- S6 hoa hd so tiép nhan thu tuc hanh | cong cép xa
chinh
B2: Chuyén ho so (gidy, dién tir) vé Vin Céng chirc 1am | 30 phut ké | - Mau s0 01;
Chuyén | phong HDND va UBND cap xa cong thc tu|tU thot | - Mau s6 04,




116

ho so phap tai Trung | diém tiép | - Ho so.
tam Phuc vu | nhan ho so
Hanh chinh
cong cap xa
- Phan cong cho cong chirc 1am cong tac tu
phap tai UBND cép xa xir Iy hd so;
- Cong chuc lam cong tac tu phap duoc
phan cong xur ly hd so tham tra tinh théng
nhat hop 1¢ cua cac thong tin trong ho 50, ‘
gidy t0, tai liéu do ngudi yéu cau ndp, xuat | . . 9 - HO so;
trinh hoac dinh kem. Lﬁ?h daﬁD\I:%l - Mau s6 04;
- Trudng hop don gian: Néu thdy viéc thay | P~ O%gBND y - Sé dang ky thay ddi, cai chinh,
ddi/cai chinh thong tin ho tich/xac dinh ;Z Con CEEE bd sung thong tin ho tich, xac
lai dan toc la c6 co sé, phu hop véi quy 1511;1 céng the tu dinh lai dénq toc da duoc ghi ndi
dinh cta phap luat dan su va phap luat co ha & d dung thay doi/cai chinh thong tin
B3: lien quan, hd so diy da, hop 1&, ding quy ph‘i‘p | quer , . | ho tich/xac dinh lai dan toc va
Thue hién | dinh thi: phan  cong - xu O‘ 99| phin mém dang ky, quan ly ho tich
. : Iy hdo so tai|lam viéc

xir 1y ho so

+ Néu tiép nhan hd so truc tiép: Thuc
hién ghi vao SO ding ky thay doi, cai
chinh, bo sung thong tin ho tich, x4ac dinh
lai dan tdc, cap nhat thong tin dang ky thay
d6i/cai chinh thong tin ho tich/xac dinh
lai dan toc trén Phan mém ding ky, quan
1y ho tich dién tr dung chung

UBND cap xa

+ Néu nop hé so tryc tuyén thi: Gui lai
biéu miu Trich luc thay doi/cai chinh
thong tin hd tich/xac dinh lai dan tdc dién
tr v6i thong tin ddy du cho ngudi yéu cau
qua thu dién tir hoic thiét b sd.

Cong chirc lam
cong tac tu
phap duogc
phan cong xu
1y ho so

dién tr dung chung da duogc cap
nhat thong tin.

-Ho SO,

- Biéu mAu dién ti Trich luc thay
d6i/cai chinh thong tin ho tich/xac
dinh lai dan toc co day da thong
tin.
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Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, day du cua cac thong tin
trén biéu mau Trich luc thay ddi/cai chinh
thong tin hd tich/xac dinh lai dan tdc dién
tir va xac nhan (khong qua 01 ngay).

Néu nguoi yéu cau xac nhan thong tin da
théng nhat, day di hodc khong co6 phan
hoéi sau thoi han quy dinh thi cong chuc
lam cong tac tu phap dugc phan cong xur
Iy hd so thuc hién ghi ndi dung vao SO
dang ky thay d6i, cai chinh, bo sung thong
tin hQ tich, xac dinh lai dan tdc, cap nhat
thdng tin thay doi/cai chinh thong tin ho
tich/xéc dinh lai dan toc trén Phan mém
ding ky, quan ly hd tich dién tir dung
chung.

- S6 dang ky thay doi, cai chinh,
bd sung thong tin ho tich, xac
dinh lai dan toc da duogc ghi noi
dung thay ddi/cai chinh thong tin
ho tich/xac dinh lai dan toc va
Phan mém ding ky, quan 1y ho tich
dién tr dung chung da duogc cap
nhat thong tin.

- Trudng hop can phai xac minh thi thuc Thoi  gian | - Két qua xac minh
hién xac minh. Cong chite 13 Xac minh:
. ong chtic lam | | .ha :
(Sau khi 6 két qud xic minh thi thiec | oo 5 Knong iy
hién nhw truwong hop don gidan) phaA'lp A du:of: l3m viée
phan cong xu .
Iy hd so (Chuyén
truong hop
don gidn)
- In Trich lyc thay ddi/cai chinh thong tin | Céng chic 1am . ) H(A; SO;A, .
ho tich/xac dinh lai dan tdc, ban sao Trich | cong  tac tu 02 g1o lam |- Ma1’1 56 04; I
luc thay ddi/cai chinh thong tin ho|phap  duge| viéc |- Trich luc thay doi/cdi chinh

tich/xac dinh lai dan toc (truong hop co

phdn cong xu

thong tin hg tich/xac dinh lai dan
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yéu cau) trinh Lanh dao Uy ban nhén dan | 1y ho so toc chua dugc ky phé duyét.
cap xa ky.
B4: - Mau sb 04; 7
Ky duyét , . 1 - Trich luc thay doi/cai chinh
két qua giai | Chu tich UBND cap xa ky phé duyét 811131;\@ A ;{;h 02 %Ili(é)’clam thong tin ho tich/xac dinh lai dan
quyet p : toc ban chinh, ban sao, ban dién
TTHC tor da duogc ky phé duyét.
30 phut ké Trich luc thay do6i/cai chinh thong
tir thoi tin ho tich/xac dinh lai dan tdoc ban
B5: ’ Van thu diém  Chu chinh, ban sao, ban dién tir
Phat hanh | Pong dau, phat hanh van ban HDND va| ..
- 12 :__~ |tich UBND
van ban UBND cap xa X ~ 1
cap xa ky
phé duyét
- Trich lyc thay ddi/cai chinh
thong tin ho tich/xac dinh lai dan
toc (ban chinh), ban sao Trich luc
thay doi/cai chinh thong tin hd
Co hirc 12 tich/xac dinh lai dan toc (truong
- SO hoa két qua thu tuc hanh chinh. C(;)l‘?g ¢ t:(? a$ hop yéu cau cap ban sao); 9
] - Tra két qua thua tuc hanh chinh va thu ’g . .. | - Ban dién tir Trich luc thay doi,
BO: hi, 18 phi (néu co) phdp tai Trung | Trong gio | .. @b ihane tin ho tich/xéc
Tra két qua | P ©P ' tam Phuc vu | hanh chinh & »

- Két thiic viée tra két qua trén phan mém
Mot cura.

Hanh , chinh
cong cap xa

dinh lai dan toc (Ban dién tur s€ tu
dong giri vé Kho quan 1y dit liéu
cua ca nhan/dia chi thu dién
tar/thiét bi sd/dién thoai cua nguoi
yéu cdu sau khi d3 hoan tit thu
tuc);

- Mau sb 04;
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| - Thu lai Mau gidy s6 01.

26. Thii tuc thay doi, cai chinh, b6 sung théng tin hd tich, xac dinh lai din tdc cé yéu té nuwée ngoai
a) Doi véi yéu cau bo sung théng tin h tich
Thoi gian giai quyet Ngay trong ngay lam viéc ddi véi yéu cau bd sung thong tin ho tich, truong hop nhan hd so sau

15 gid ma khong giai quyét duge ngay thi tra két qua trong ngay lam viéc tiép theo.

l?l(l)’,(’)’dcotlcl?rcc Noi dung cong viéc Don vi/nguoi | Thoi gian Két qua thue hién
A : & g VI¢ thuc hién thuc hién 9 : *
hl@n . . . .
B1- - Huong dan, kiém tra tinh chinh xéc, day Trong  gidr | - Meftu sf:) 01;
A A du, thong nhat, hop 1& cua hd so, tiép Cong chire 1am | hanh chinh - Mau s6 04; ’
Nop ho s0' | nhan hd so. ‘ . leong  tic tu - HO so tiép nhan da dugc so hoa.
- I;Ihép Elﬁ: Ijéu thén% tin~h§ so vao Phe;m phép tai Trung
meém Mot ctra; Chuyén dir li€u tryc tuyén |t 0 phuc  vu
(néu cd) qua phan mém Ho tich. Hanh  chinh
- S6 hoa ho so tiép nhan thu tuc hanh | cong cap xa
chinh
Cong chuc lam q
) q cong tac tu|30 phat k& | \ox <
ChBu2 &n Chuyén ho so (gidy, dién tir) v& Van | phap tai Trung | tur thot | _ ﬁgﬁ zg 841‘
hd Zo‘ phong HDND va UBND céap xa tam Phuc vy |diém tiép | _ 15 so ’
Hanh chinh | nhan ho so '
cong cap xa
B3: - Phan cong cho cong chure lam cong tac tw | Lanh dao Van 04 oidy lam |~ H(‘AZ S0}
Thue hién | phap tai UBND cap xa xir Iy ho so; phong HDND viécg - Mau s6 04; 7
xtr Iy ho so | - Cong chic lam cong tac tu phdp dugc [va UBND cap| - SO dang ky thay doi, cai chinh,




120

phén cong xu ly ho so tham tra tinh théng
nhat hop 1€ cua cac thong tin trong ho 50,
gidy to, tai liéu do ngudi yéu cau ndp, xuit
trinh hoac dinh kém.

- Néu thdy viéc bd sung thong tin ho tich
la ¢c6 co sé, phu hop véi quy dinh cua
phap ludt dan sy va phap luat cé lién
quan, hd so day du, hop 18, ding quy dinh
thi:

+ Néu tiép nhan hod so truc tiép: Thuc
hién ghi vao SO ding ky thay doi, cai
chinh, b6 sung thong tin ho tich, xac dinh
lai dan tdc, cap nhat thong tin dang ky bd
sung thong tin ho tich trén Phin mém
ding ky, quan ly hd tich dién tir dung
chung.

xa; Cong chuc
lam cong tac tu
phap duoc
phan cong xu
Iy hd so tai
UBND cép x4

+ Néu ndp ho so truc tuyén thi: Gui lai
biéu mau Trich lyc bod sung thong tin h
tich dién tir voi thong tin day da cho nguoi
yéu cau qua thur dién tir hodc thiét bj so.
Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, day du cia cac thong tin
trén biéu miu Trich lyc bod sung théng tin
ho tich dién tir va xac nhan (0,5 ngay).
Néu nguoi yéu cau xac nhan thong tin da
thong nhét, day du hodc khong co6 phan
hoi sau thoi han quy dinh thi cong chirc
lam cong tac tu phap dugc phan cong xu
Iy hd so thyc hién ghi ndi dung vao SO

Cong chuc lam
cong tac tu
phap duoc
phan cong xu
1y ho so

b6 sung thong tin ho tich, xéac
dinh lai dan toc da duogc ghi ndi
dung bd sung thong tin ho tich va
Phan mém ding ky, quan 1y ho tich
dién tr dung chung da duogc cap
nhat thong tin.

- Ho so

- Biéu mau dién tr Trich lyc bo
sung thong tin ho tich co day du
thong tin.

- S6 dang ky thay ddi, cai chinh,
bo sung thong tin hQ tich, xac
dinh lai dan toc da duoc ghi ndi
dung bo sung thong tin ho tich va
Phan mém ding ky, quan 1y ho tich
dién tr dung chung da dugc cap
nhat thong tin.
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dang ky thay d6i, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan toc cap nhat
thdng tin bd sung thong tin ho tich trén
Phan mém ding ky, quan 1y ho tich dién tur
dung chung.

- In Trich luc b6 sung thong tin ho tich,
ban sao Trich luc bd sung thong tin ho
tich (truong hop ¢6 yéu cau) trinh L&nh
dao Uy ban nhan déan cap xa ky.

Trudng hop bo sung théng tin ho tich lién
quan dén Gidy khai sinh, Gidy chiig nhan
két hon thi cong chirc lam cong tac tu phap

Cong chuc lam
cong tac tu
phap duoc
phan cong xu
1y ho so

- Ho so

- Mau sb 04

- Trich luc bd sung théng tin ho
tich chua dugc ky phé duyét

duogc phan cong xur Iy hd so bd sung thong 02 glo lam
tin ho tich vao muc tuong tng va dong dau viee
vao ndi dung bo sung.
Truong hop noi dang ky ho tich trude day
la Co quan dai dién thi Uy ban nhan dan
cap x4 phai thong bao bang van ban kém
theo ban sao trich luc hd tich dén Bo
Ngoai giao dé chuyén dén Co quan dai
dién ghi vao S6 ho tich. ,
B4: - Mau s0 04;
Ky duyét \ . 1 - Trich luc b6 sung thong tin ho
két qua gii | Chi tich UBND cép xa ky phé duyét 8%‘%13 i ;:h 01 %;‘é’clam tich ban chinh, ban sao, ban dién tir
quyet i da duogc ky phé duyét.
TTHC
B5: 5 .| Trich luc bd sung thong tin ho tich
Phat hanh | Bong diu, phat hanh vin ban Vin thu | 30 phut k€ | pap chinh, ban sao, ban dién tir.
HDND va | tu thoi

van ban
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UBND cap xd |diém Chu
tich UBND
cip xi ky
phé duyét
- Trich lyc bd sung thong tin ho
tich (ban chinh), ban sao Trich luc
bo sung thong tin ho tich (truong
hop yéu cau cdp ban sao);
- Ban dién tir Trich luc bd sung
S8 héa két qua this tue hanh chinh, Cong chuc lam thong tin ho tich (Ban dien tir s8
. - Tra két qua thu tuc hanh chinh va thu cong tac  tu " tl.'{ dor}g gl Ve Kho quan ly .(}u
B6: hi, 12 phi (néu c6). phap tai Trung | Trong gi0' | liéu cua ca nhan/dia chi thu dién
Tra ket qua P P tam Phuc wvu | hanh chinh | ta/thiét bi s6/dién thoai ctia nguoi

- Két thuc viéc tra két qua trén phan mém

Mot cua.

Hanh , chinh
cong cap xa

yéu cau sau khi d3 hoan tat thu
tuc ding ky thay d6i, cai chinh, bo
sung thong tin ho tich, xac dinh
lai dan tdc tai co quan dang ky ho
tich);

- Miu s6 04.

- Thu lai Mau gidy s6 01.

b) Déi véi vigc thay doi, cdi chinh hg tich, xdc dinh lai dén téc

Thoi gian gidi quyét: 03 ngay lam viéc doi voi viée thay doi, cai chinh ho tich, xéc dinh lai dan tdc; truong hop phai
xac minh thi thoi han giai quyét khong qua 06 ngay lam viéc.

So dd cac
budc thuc
hién

NOi dung cong viéc

Pon vi/nguoi
thuc hién

Thoi gian
thwe hién

Két qua thuc hién
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B1: - Huong dan, lgiém tra tinh chinh xac, d?}y Trong gioy | Maiu sé 01;
o du, thong nhat, hop 1¢ cia ho so, tiep Céng chirc 1am | hanh chinh - Mau s6 04; ,
Nop ho so' | nhan hd so. ‘ - |cong tae tw - H6 so tiép nhan da dugc s6 hoa
- I;Ihaip (A11~I ljéu théng; tinNhQ S0 Vao Phe:}n phép tai Trung
meém Mot cura; Chuyén dir li€u truc tuyén tim  Phuc vu
(n€u co) qua phan mém HO tich. Hanh  chinh
- S6 hoa hod so tiép nhan thu tuc hanh | cong cap xa
chinh
Cong chuc lam q
) q ’ cong tac tu|30 phat ké | o\ ox <
ChBu2 %, | Chuyén hd so (gidy, di¢n tr) vé Van | phap tai Trung |t thoi |~ ﬁzﬁ :g 8}‘:
" ZO, phong HDND va UBND cép xa tim Phyc vy |diém tiép | 0 0T
Hanh chinh | nhan ho so '
cong cap xa
- Phén cong cho cong chirc lam cong tac tu
phép tai UBND cap xa xu 1y ho so;
- Cong chuc lam cong tac tu phap duoc | . 9 - H6 so;
phén cong xur ly ho so tham tra tinh théng Lﬁgr}ll daﬁD\I?[r)l - M?tu s6 04; 7
nhat hop 1€ cua cac thong tin trong ho 50, B 3 UgBND A - SO dang ky thay doi, cai chinh,
) gidy t0, tai liéu do ngudi yéu cau nop, xudt | . .. P b6 sung thong tin hd tich, xac
B3: xa; Cong chirc 5 ) - oA
.~ | trinh hoac dinh kém. . N . 02 ngay | dinh lai dan tdc da dugc ghi ndi
Thyec hién | - . s NTA - Al ia lam cong tac tu | ., .. X oas 1 N .
it 1V hd so Truong hop don gian: Néu thay viéc thay hé duoc lam viéc dung thay doi/cai chinh thong tin
y dbi/cai chinh thong tin ho tich/xac dinh |P19P  GUO ho tich/xac dinh lai dan toc va
A A1 . \ . phan coéng xu A A
lai dan toc la c6 co sé, phu hop véi quy ¥ hd so tai Phan mém dang ky, quan 1y ho tich
dinh ctia phéap luat dan sy va phép luat co I},BND c ép X2~l. dién tr dung chung da dugc cap

lien quan, hd so day du, hop 18, ding quy
dinh thi: ‘ ,
+ Néu tiép nhan ho so truc ti€p: Thuc

nhat thong tin.
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hién ghi vao SO ding ky thay doi, cai
chinh, b sung thong tin ho tich, xac dinh
lai dan tdc, cap nhat thong tin dang ky thay
ddi/cai chinh thong tin ho tich/xac dinh
lai dan toc trén Phan mém ding ky, quan
1y ho tich dién tir dung chung.

+ Néu nop ho so truc tuyén thi: Gui lai
biéu miu Trich luc thay doi/cai chinh
thong tin ho tich/xac dinh lai dan tdc dién
tr v6i thong tin ddy du cho ngudi yéu cau
qua thu dién ttr hodc thiét b sd.

Nguoi yéu cau co trach nhiém kiém tra
tinh chinh xac, day du cia cac thong tin
trén biéu mau Trich luc thay ddi/cai chinh
thong tin hd tich/xac dinh lai dan tdc dién
tor va xac nhan (khong qua 01 ngay).

Néu ngudi yéu cau xac nhan thong tin da
théng nhat, day du hodc khong co6 phan
hoéi sau thoi han quy dinh thi cong chuc
lam cong tac tu phap dugc phan cong xu
Iy hd so thuc hién ghi ndi dung vao SO
dang ky thay d6i, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan t0c, cap nhat
thdng tin thay doi/cai chinh thong tin ho
tich/xéc dinh lai dan toc trén Phan mém
dang ky, quan 1y ho tich di¢n tor diung
chung.

Cong chiurc lam
cong tac tu
phap duoc
phan cong xu
1y ho so

- H6 so;

- Biéu mau dién ta Trich lyc thay
d6i/cai chinh thong tin ho tich/xac
dinh lai dan toc co ddy du thong
tin;

- S6 dang ky thay ddi, cai chinh,
bd sung thong tin hQ tich, xac
dinh lai dan toc da dugc ghi noi
dung thay dbi/cai chinh thong tin
ho tich/xac dinh lai dan toc va
Phan mém dang ky, quan 1y ho tich
dién tr dung chung da duogc cap
nhat thong tin.

- Trudng hop can phai xac minh thi thuc
hién xac minh.

Cong chuc lam
cong tac tu

Thot gian
Xac minh:

- Két qua x&c minh
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(Sau khi c6 két qud xdc minh thi thwe | phip duoc | khdng qué
hién nhw truwong hop don gidn) phan cong xu |03  ngay
1y hoé so lam viéc

(Chuyén

truong hop

don gidn)
- In Trich lyc thay doi/cai chinh thong tin | Cong chic 1am ) Hf; SO;A, .
h¢ tich/xac dinh lai dan tdc, ban sao Trich | cong  tiac tu ) Mal,l 50 04; U )
luc thay ddi/cai chinh théng tin ho |phap  duoc - Trich lyc thay dovcdi chinh
tich/xac dinh lai dan toc (truong hop cO | phan cong xu tl}ong tin ho t;c}}/ Xac dm}i lai dan
yéu cau) trinh Lanh dao Uy ban nhan dan | 1y ho so toc chua dugce ky phé duyét.
cap xa ky.
Trudng hop thay doi, céi chinh thong tin ho
tich, xac dinh lai fién toc lién quan dén
Giay khai sinh, Giay chimg nhan két hon
thi cong churc lam cong tég tu phép dugc 04 gios 1am
phan cong xu Iy hoé so ghi ndi dung thay viéc

d6i, cai chinh hé tich, xac dinh lai dan toc
vao Giay khai sinh, Gidy ching nhan két
hon.

Truong hop ding ky thay doi, cai chinh
ho tich, xac dinh lai dan toc khong phai
tai noi ding ky ho tich trude day thi Uy
ban nhan dan cip xa phai thong bao bang
van ban kém theo ban sao trich luc ho
tich dén Uy ban nhan dan noi dang ky ho
tich trudc ddy dé ghi vao S6 ho tich.
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Truong hop noi dang ky ho tich trudc day
1a Co quan dai dién thi Uy ban nhan dan
cip x4 phai thong bao bang van ban kém
theo ban sao trich luc ho tich dén Bo
Ngoai giao dé chuyén dén Co quan dai
dién ghi vao S6 ho tich.

B4: - MAu s6 04; 7
Ky duyét , . . - Trich luc thay doéi/cai chinh
két qué giai | Cha tich UBND cép x ky phé duyét Cha =~ tich) 02giolam |\ oo tin ho tichixéc dinh lai dan
£ UBND cap xa viéc N , , P
quyet tdc ban chinh, ban sao, ban dién
TTHC tir da dugc ky phé duyét.
30 phat ké ljricll 11:,10 thz}y d?)i/céi.c}{inhAthéI}g
) tir thoi | tin ho tich/xac dinh lai dan tdc ban
B5: ) Vin thu diém  Chu chinh, ban sao, ban dién tt.
Phat hanh | Pong dau, phat hanh van ban HDND va | .
.« 1. i~ |tich UBND
van ban UBND cap xa P N
cap xa ky
phé duyét
- Trich luc thay doi/cai chinh
thong tin ho tich/xac dinh lai dan
toc (ban chinh), ban sao Trich luc
- S6 héa két qua thi tuc hanh chinh. Cong chirc lam thay déi/cai chinh thong tin ho
1A . \ , \ cong tac tu tich/x4c dinh lai dan toc (truong
) - Tra két qua tha tuc hanh chinh va thu . ) . NS i
B6: hi, 18 phi (néu o) phap tai Trung | Trong gi& | hop yéu cau cap ban sao); 9
Tra ket qua puL e P : tim Phuc wvu | hanh chinh | - Ban dién tir Trich luc thay doi,

- K&t thtc viée tra két qua trén phan mém
Mot cura.

Hanh  chinh
cong cap xa

cai chinh thong tin h$ tich/xéac
dinh lai dan toc (Ban dién tu s€ tu
dong giri vé Kho quan 1y dir liéu
cua ca nhan/dia chi thu dién
tir/thiét bi sb/dién thoai cua nguoi
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yéu cau sau khi d3 hoan tat thu
tuc);

- MAu s 04;

- Thu lai MAu gidy s6 01.

27. Thii tuc ghi vao S6 hd tich viéc két hon ciia cong dan Viét Nam da dwoe giai quyét tai co' quan c6 thim
quyén cia nwdc ngoai

Thoi gian giai quyét: 05 ngay lam viéc, truong hop phai xac minh thi thoi han giai quyét khong qua 08 ngay lam

viéc

So do cac

. A n - DPon vi/nguoi Thoi gian £ . ‘A
budc thuc NOi dung cong viéc C oA < n Keét qua thuce hién
hi¢n thuc hién thuc hién
B1: - ‘Hu:c')’ng gl?ln, ki’ém tra tinh Chinh Xé’C, Trong  gio | Majtu sf:) 01;
N day du, thong nhat, hop 1¢ cta ho so, tiép Cong chirc 1am | hanh chinh | Mau s6 04, ,
Nop ho so | hhan ho so. ‘ . | cong téc tur phap - H6 so tiép nhan di duoc so
- Nhép dir liéu thong tin h6 so vao Phén | ... Trung  tim hoa.
mérp M,(f)t cua; Chqyén ‘dﬁ’ liéu truc Phuc vu_ Hanh
tuyén (néu co) qua phan mém Ho tich. chinh c6n g cp
- S6 héa hd so tiép nhan thu tuc hanh | xa
chinh
Cong chuc lam | 3 SR
. q ‘ , ‘ A ) ) phat k& | .\ x 2.
ChBZ-én Chuyén hd so (gidy, dién tw) vé Van | CONG t8C & Phap | gy theyi diém |- ﬁiﬁ y: 8}1:
Y phong HDND va UBND c4p xa tar Trung tam | &y nhan hd |~ s ’
ho so Phuc vu Hanh - HO so.

chinh coéng cap

SO
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B3:
Thuc hién
xtir ly ho so

- Phan cong cho cong chirc lam cong tac
tu phap tai UBND cap x4 xtr 1y ho so;

- Cong chirc lam cong tac tu phap duoc
phan cong xur ly hd so thidm tra hd so
(thdm tra tinh thong nhat hop 1€ cua cac
thong tin trong ho so, glay to, tai liéu do
ngudi yéu cau ndp, xuét trinh hodc dinh
kem).

- Trudng hop don gian: Néu thdy yéu cau
ghi chu két hon du diéu kién, khong
thudc truong hop tir chdi ghi vao s6 viée
két hon theo quy dinh:

+ Néu tiép nhan hd so truc tiép: Thuc
hién ghi vao SO ding ky két hon, cap nhat
thdng tin ghi cht két hon trén Phan mém
dang ky, quan 1y hd tich dién tir dung
chung.

Lanh dao Van
phong HDND va
UBND cip xi;
Coéng chuc lam
cong tac tu phap
dugc phan cong
xtt Iy hd so tai
UBND cép x4

+ Néu ndp ho so tryc tuyén thi: Guri lai
biéu miu Trich lyc ghi chu két hén dién
tir voi thong tin day du cho ngudi yéu cau
qua thu dién ttr hodc thiét bi sd.

Nguoi yéu cau c6 trach nhiém kiém tra
tinh chinh xac, ddy du cua cac thong tin
trén biéu mau Trich luc ghi chi két hon
dién tir va xac nhan (t6i da mot ngay).
Néu ngudi yéu cau xac nhan thong tin da
thong nhat, day da hoic khong co phan
hoi sau thoi han quy dinh thi cong chic

Coéng chuc lam
cong tac tu phap
dugc phan cong
xur 1y ho so

04 ngay lam
viéc

- Hb so;

- MAu s6 04;

- S6 ghi chl ly hén da duoc
ghi ndi dung va Phin mém
dang ky, quan ly ho tich dién tir
dung chung da duogc cap nhat
thong tin.

- H6 so;

- Biéu mau dién tir Trich luc
ghi cha ly hén c6 ddy du noi
dung;

- S6 ghi cha ly hén da duoc
ghi ndi dung va Phin mém
dang ky, quan ly ho tich dién tr
dung chung da dugc cép nhat
thong tin.
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lam cong tadc hd tich thuc hién ghi ndi
dung vao SO ding ky két hon, cap nhat
thdng tin ghi cht két hon trén Phan mém
dang ky, quan ly ho tich dién tor dung
chung.

- Trudng hop can phai xac minh thi thuc
hién xac minh.

(Sau khi cé két qud xdc minh thi thuc
hién nhw truong hop don gidin)

Coéng chuc lam
cong tac tu phap
dugc phan cong

Thoi  gian
xac  minh:
khong quéa

03 ngay lam
viéc

Két qua xac minh

xtt Iy ho so (Chuyén
truong hop
don gidin)
- In Trich luc ghi chd ly hon, ban sao | Cong chirc lam ) H(Z S0, .
Trich luc ghi chi ly hén (truong hop €O | cong tac tu phap | 02 gio lam |~ Ma}l 50 04; hi chd v ho
yéu cau) trinh Lanh dao Uy ban nhan dan | dugc phéan cong viéc 'hTrICh h-lli, 9 hIA chu R4 on
cap xa ky. xtr 1y ho so chua duge ky phé duyt.
B4: - Mau s6 04;
Ky duyét . N - Trich luc ghi chu ly hén (ban
két qua gidi | Chit tich UBND cAp xa ky phé duyét S;“X?h UBND | 02 %llzsam chinh), ban sao, ban dién tir da
quyet P ‘ dugc ky phé duyét.
TTHC
30 phat ,ké Tr?drl, 11.1? ghi ch}'l 1}{ Ahénq ban
B5: , 5 tir thoi diém | €hIN , ban sao, ban dién tir.
Phat hanh | Pong dau, phat hanh van ban Van thu HDND ; i
o & cat- P va UBND cép xa | Chu  tich
van ban UBND cap

xa ky phé
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duyét

- Trich luc ghi cht ly hén ban
chinh, ban sao Trich luc ghi
chd ly hén (truong hop yéu
cau cip ban sao Trich luc ghi
cha ly hén);

- Ban dién to Trich luc ghi
chu ly hon (Ban dién tir sé tu
dong guri vé Kho quan ly dir
liéu cua ca nhan/dia chi thu
dién ti/thiét bi so/dién thoai
clia ngudi yéu cau sau khi da
hoan tat thi tuc ghi cha ly hon
tai co quan dang ky ho tich);

- Méu s6 04;

- Thu lai Mau gidy s6 01.

Cong chuc lam
cong tac tu phap
tai Trung tam | Trong gio
Phuc vu Hanh | hanh chinh
chinh cong cap
Xa

- S6 hoa két qua thu tyc hanh chinh.

- Tra két qua thu tuc hanh chinh va thu
phi, 1& phi (néu c6).

- Két thuc viéc tra két qua trén phan
mém Mot cira.

B6:
Tra két qua

_28. Thu tuc ghi vao So h tich viéc ly hon, hity viéc két hon ciia cong dan Viét Nam da dwoe gidi quyét tai co’ quan
¢6 tham quyén cia nwéc ngoai

Thoi gian giai quyét: 05 ngay lam viéc, truong hop phai xac minh thi thoi han giai quyét khong qua 08 ngay lam

viéc
So dd cac . ‘e e
budc thue NOi dung cong viéc Don V!/n.gAum thye | Thoi g!én Két qua thue hién
hién * : : hi¢n thuc hién : *
: - Hudng dén, kiém tra tinh chinh xac .| - Mau s6 01;
B1: 3 P . NN PEN . s | Tron 10 ket
.| ddy du, théng nhét, hop 1¢ cua hd so, | COng chie lam | S8 S vy 6 04;
Nop ho s0' | 1i& nhan hd so. cong tac tu phap tai - Ho so tiép nhan da dugc sd
- Nhap dit lidu thong tin hd so vao | 1Tung tam Phuc vu héa.
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Phan mém Mot ctra; Chuyén dir liéu
truc tuyén (néu co) qua phan mém HO
tich.

- S6 hoa hd so tiép nhan thu tuc hanh

chinh

Hanh chinh cong
cap xa

Cong chic lam

_ N .30 phit ké| \ox oz .
B2: | Chuyén hé so (gidy, dién tir) vé van | COng ctuphaptaif -y o gigy | - Mauso 0L,
Chuyén \ . IS Trung tam Phuc vu | .« ~_ 1 x | - Mauso 04,
A phong HDND va UBND cap xa s . A ti€p nhan ho A
ho so Hanh chinh cong o - Ho6 so.
cap xa
- Phén cong cho cong chuc lam cong
tac tu phap tat UBND cép xa xur Iy ho
SO;
- Cong chic lam cong tac tu phap
dugc phan cong xu ly ho so tham tra
ho so (tham tra tinh thong nhat, hop 1¢ | Lanh  dao  Véan A
A : X A \ \ - HO so;
cua cac thong tin trong ho so, gidy to, | phong HDPND va X A g
N oA XA ) £ ~ - Mau so 04;
B3: tai liéu do nguoi yéu cau ndp, xuat trinh | UBND  cap  x4; - 34 ghi chi Iv hén di duoc
hodc dinh kém), Cong chic lam | 04 ngay Iam g y :

Thuec hién
xtir ly ho so

- Trudng hop don gian: Néu thiy yéu
cau ghi chu ly hon 1a phu hop quy dinh
phap luat, viéc ly hon, huy viéc két hon
khong thudc truong hop c6 don yéu cau
thi hanh tai Viét Nam hodc c6 don yéu
cau khong cong nhan tai Viét Nam
duoc dang tai trén Cong thong tin dién
tu cua Bo Tu phép:

+ Néu tiép nhan hd so truc tiép: Thuc

cong tac tu phap
dugc phan cong xu
ly h6 so tai UBND
cép xa

viéc

ghi ndi dung va Phin mém
dang ky, quan 1y hd tich dién tur
dung chung da dugc cép nhat
thong tin.
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hién ghi vao So6 ghi chd ly hén, cap
nhat théng tin ghi chl ly hén trén Phan
mém ding ky, quan 1y ho tich dién tir
dung chung.

+ Néu ndp ho so truc tuyén thi: Gui
lai biéu mau Trich luc ghi chd ly hdn
dién tr v6i thong tin day di cho nguoi
yeu cau qua thu dién tir hodc thiét bi s6.
Nguoi yéu cdu cé trach nhiém kiém
tra tinh chinh x4c, ddy du cta céc
thong tin trén biéu mau Trich lyc ghi
cha ly hon dién tir va x4c nhan (ti da
mot ngay).

Néu nguoi yéu cau x4c nhéan thong tin
da théng nhat, day du hodc khong co
phan hoi sau thoi han quy dinh thi
cong chic lam cong tac hd tich thuc
hién ghi ndi dung vao S6 ghi chd ly
hon, cép nhat thong tin ghi chd ly hon
trén Phan mém dang ky, quan 1y ho tich
dién tir dung chung.

Cong chuc Ilam
cong tac tu phap
dugc phan cong xu
Iy ho so

-Ho SO,

- Biéu mau dién tir Trich luc
ghi chu ly hén;

- S6 ghi chl ly hén da duoc
ghi néi dung va Phdn mém
dang ky, quan ly ho tich dién tir
dung chung da duogc cap nhat
thong tin.

- Truong hop can phai xac minh thi
thuc hién xac minh.

(Sau khi c6 két qui xdc minh thi
thuc hién nhw truwong hop don gidn)

Cong chuc lam
cong tac tu phap
dugc phan cong xur
1y ho so

Thot  gian
Xa4c  minh:
khong quéa
03 ngay lam
viéc
(Chuyén
truong hop

Két qua xac minh.
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don gidin)
- In Trich luc ghi chd ly hén, ban sao | Cong chirc  lam ) H(; S0,
Trich lyc ghi chu ly hon (truong hop | cong tac tw phap | 02 gio lam ) Ma}l 50 04; o, .
cO yéu cau) trinh Lanh dao Uy ban | duoc phan cong xir viéc - Trich luc’ghlA ChuAIy hon
nhan dan cap xa ky. 1y ho so chua dugc ky phé duyet.
B4: - Mau s6 04;
Ky duyét — s - Trich luc ghi chu ly hon (ban
két qui gidi | Chit tich UBND cAp xa ky phé duyet | CP1 tich UBND [ 02 giolam | iy biin sao, bn dién tw
X cap xa viéc A A
quyet dugc ky phé duyét.
TTHC
30 phat ké Trich luc ghi cha ly hén ban
a5 tir thoi didm chinh, ban sao, ban dién tir.
Ph:élt hé}nh Pong dau, phat hanh van ban gg\%‘i éI;I) T;D va S}IIBL;\ID té;g
van ban x v A
xa ky phé
duyét
- Trich lyc ghi cha ly hon ban
chinh, ban sao Trich luc ghi
chd ly hén (truong hop yéu
- S6 hoa két qua thu tuc hanh chinh. Cong chuc Ilam cau cap ban sao Trich luc ghi
. - Tra két qua thu tuc hanh chinh va | céng tac tu phap tai ... | cha'ly hén);
B6: thu phi, 1¢ phi (néu c0). Trung tdm Phuc vu Trong gio Ban di¢n t@ Trich luc ghi
Tra két qua 4 V81 hanh chinh ; ic &

- Ket thiic viéc tra két qua trén phan
mém Mot ctra.

Hanh chinh cong
cap xa

cha ly hon (Ban dién tir s€ tu
dong gui vé Kho quan ly dit
liéu cua ca nhan/dia chi thu
dién t/thiét bi sd/dién thoai
clia ngudi yéu ciu sau khi da
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hoan tat thu tuc ghi cha ly hon
tai co quan dang ky ho tich);

- Mau s6 04;

- Thu lai MAu gidy s6 01.

29. Thi tuc ghi vao S6 hd tich viéc hd tich khac ciia cong dan Viét Nam da dwoc giai quyét tai co’ quan c6 thAm
quyen cia nuwéc ngoai (khai sinh; giam ho; nhan cha, me, con; xac dinh cha, me, con; nuéi con nuoi; khai ti; thay doi

ho tich)

Thoi gian giai quyét: Ngay trong ngay tiép nhan ho so, truong hop nhan ho so sau 15 gio ma khong giai quyét duoc
ngay thi tra két qua trong ngay 1am viéc tiép theo. Trong truong hop phai xac minh thi thoi han giai quyét khong qua 03 ngay

lam viéc.

So do cac

Don vi/nguwoi thuc

Thoi gian

bwéc thue Noi dung cong viéc hién thuwe hién Két qua thue hién
hién . . 1
B1: - Hudng dan, kiém tra tinh chinh xéc, Trong  gio | Majtu sf:) 01;
N day du, thong nhat, hop 1& cta ho so, hanh chinh | - Mau s6 04; ,
Nop ho s0' | j&p nhan ho so. ‘ Cong chic lam - H6 so tiép nhan di duoc s6
- Nhép dir li¢u thong tin h6 so vao cong tac tw phap hoa.
Phan mém N}Qt cua; Chu};/en d‘ALr 11¢1A1 tai Trung tim Phuc
tryc tuyén (néu o) qua phan mém HO | ' Hanh  chinh
t1ch,. . , cong cap xa
- SO hoéa ho so tiép nhan thu tuc hanh
chinh
B2: o , . Coéng chuc lam |30 phut qké - Mu b 01
Chu -én Chuyén ho so (gidy, dién tir) vé Van | cong tac tu phap | tU thoi diém | Mau 6 0 4f
ho Zﬁ phong HDND va UBND céap xa tai Trung tim Phuc tiép nhan ho | 15 so ’

vu Hanh chinh

SO
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cong cap xa

B3:
Thuwe hién
xtr ly ho so

- Phan cong cho céng chire lam cdng
tac tu phap tai UBND cép xa xur Iy hd
SO;

- Cong chuc lam cong tac tu phap
dugc phan coéng xir 1y hd so tham tra
tinh théng nhat, hop 1¢ cua cac thong
tin trong ho s0, gidy to, tai lieu do
ngudi yéu cau ndp, xuat trinh hogc dinh
kem.

- Truong hop don gian: Néu hd so day
du, hop 1¢, ding quy dinh thi:

+ Néu tiép nhan ho so truc tiép: Thuc
hién ghi ndi dung ghi chii vao S6 ho
tich, cap nhat théng tin ghi vao S6 ho
tich cac viéc ho tich khac trén Phan
mém dang ky, quan 1y ho tich dién tir
dung chung.

+ Néu nop ho so truc tuyén thi: Gui
lai biéu mau Trich luc ghi vao S6 ho
tich viéc khai sinh/Trich luc ghi vao
Sb ho tich cac Viec ho tich khac dién
tar cho nguoi yéu cau qua thu dién tir
hoic thiét b 80.

Nguoi yéu cau c¢o trach nhiém kiém
tra tinh chinh xdc, diy du cua cac
thong tin trén biéu mau Trich luc ghi
vao s6 ho tich viéc khai sinh/Trich lyuc
ghi vao s6 ho tich cac viéc ho tich

Lanh dao Van
phong HDPND va
UBND cip x3;
Cong chac lam
cong tac tu phap
dugc phan cong xur
1y ho so tai UBND
cép xa

04 gio lam
viéc

- Ho so;

- MAu s 04;

- S6 Ho tich da dugc ghi noi dung
ghi chl va Phan mém ding ky,
quan 1y hd tich dién tor dung
chung da dugc cap nhat thong tin.

- Ho so;

- Biéu mau dién tir Trich luc ghi
vao SO ho tich viéc khai sinh/
Trich luc ghi vao SO hd tich cac
viéc ho tich khac co day du
thong tin;

- SO Ho tich da duoc ghi nd1 dung
ghi chi va Phin mém dang ky,
quan ly hd tich di¢n tor dung
chung da duoc cap nhat thong tin.
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khac dién tir va xac nhan (0,5 ngay).
Néu ngudi yéu cau xac nhan thong tin
da théng nhat, diy du hodc khéng co
phan hoi sau thoi han quy dinh thi
cong chuc lam cong tac ho tich thuc
hién ghi nodi dung ghi cha vao S6 ho
tich, cap nhat thdng tin ghi vao So6 ho
tich cac viéc ho tich khac trén Phan
mém dang ky, quan 1y ho tich dién tir
dung chung.

Truong hop can phai xac minh thi Thot  gian Két qua xac minh
thuc hién xac minh. Xac  minh:
(Sau khi ¢6 két qui xdc minh thi | COng chic lam | Khong —qua
thure hién nhw trwomg hop don gian) | €Ong tac tu phap | 02 ngay lam
dugc phan cong xur | VIEC
1y ho so (Chuyén
truong hop
don gian)
- In Trich luc ghi vao Sé ho tich viée | Cong  chie  lim - Ho so;,
khai sinh/Trich luc ghi vio S8 ho tich | cong tac tu phap -Mawso 04,
cac viéc hd tich khac, ban sao Trich | dugc phan cong xir ) ,THCh l_uc_ ghi Yao SO hQ, ‘q(‘:h
luc ghi vao Sé ho tich viéc khai |1y hd so 01 gioy lam | Vi¢e khai sinh/Trich luc ghi vao
sinh/ban sao Trich luc ghi vao SO ho viéc 86 h¢ tich cdc vice ho tich khac

B4:

tich cdc viéc ho tich khac (truong chua dugc ky phé duyét.
hop €6 yéu cau) trinh Lanh dao Uy ban
nhan dan cap xa ky.

- Mau s6 04;

Chu tich UBND cép xa ky phé duyét

Chu tich UBND

01 gio lam
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Ky duyét cap xa viéc - Trich luc ghi vao So6 ho tich
két qua giai viéc khai sinh/Trich luc ghi vao
quyét S6 ho tich cac viéc ho tich khac
TTHC ban chinh, ban sao, ban dién tir da
dugc ky phé duyét.
30 phat Ké Trich luc ghi vao SO ho tich
a5 tir thoi didm Vi”é% khaihsinh/Trichhluc g}llnk vao
: < \ , - S6 ho tich cac viéc ho tich khac
Phat hanh | Pong déu, phat hanh van ban x%r;\]tgu AH DI:ID va [CJl];lJND tlgh ban chiﬁh, ban sao; béu’i dién .
van ban cap xa N
xa ky phé
duyét
- Trich luc ghi vao So6 ho tich
viéc khai sinh/Trich luc ghi vao
S6 ho tich cac viée ho tich khac
(ban chinh), ban sao Trich luc
ghi vao SO hod tich viéc khai
sinh/ban sao Trich luc ghi vao
- S6 héa két qua th tyc hanh chinh. | Cong  chic  lam 20 ho tich che vice o ica khac
i - Tra két qua thu tuc hanh chinh va | cong tac tu phap .\ (ru:(.mg Op yeu cau cap ban
B6: thu phi, 1& phi (néu co) tai Trung tdm Phuc Trong gio | 520);
Tra két qua S ‘ ‘ ' hanh chinh |- Ban dién tir Trich luc ghi vao

- K&t thuc viéc tra két qua trén phan
mém Mot cura.

vu Hanh chinh

cong cap xa

s0 ho tich viéc khai sinh/ Béan
dién ttr Trich luc ghi vao sb ho
tich cac viéc ho tich khac (Ban
dién tor s€ tu dong guri vé Kho
quan ly dir li¢u dién tor cua cé
nhan/dia chi thu dién ti/thiét bi
s6/dién thoai cta nguodi yéu cau
sau khi da hoan tat th tuc ghi
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vao SO hd tich cac viée hd tich
kh&c tai co quan dang ky ho

tich);
-Maus6 04,
- Thu lai Mau gidy so0 01.
30. Thi tuc dang ky khai sinh luu dong
Thoi gian giai quyét: 05 ngay lam viéc.
So b cac budéc Don vi/nguwoi Thoi gian

thuc hién

Noi dung cong viéc

thue hién

thue hién

Két qua thyc hién

- Huéng dan, kiém tra tinh

hinh xée. div di. thé hit Cong chtrc 1am cong - HO so;
. £ .| chinh xac, day du, thong nhat, | ¢40 qy phap duoc giao X A
B1: Tiép nhdn | hop 1¢ cua hé so, tiép nhan hd | oot PP 5 EE0 |-Méusé01;
hé so ding ky | so. Jhemn v eang XY KIS Tay thei gian bé tri
.o A . N sinh Iuu dong tai nha .
khat tw lwu | Nhap dir lidu thong tin ho so riéng hoic tai dia diém lru dong
dong vao Phan mém dang ky, quan Iy t6 chtre dan g k}'/' luu
hd tich dién tir dung chung. dong
Cong chtc lam cong
tac tu phap duogc giao
Chnén |- Chuyén ho so vé Van phong | U7 W ARERET ) L | Miusdor;
ol HDND vi UBND cAp x3 L domg et Baalce ; - H) so.
ho so riéng hoac tai dia di€ém
to chuc dang ky luu
dong
B3: Truong hop don gian, néu hd so | Lanh dao UBND cdp | 3 ngay lam viéc Noi dung dugc ghi
Thue hién xir | du di€u kién thi cong chirc lam vao So dang ky khai
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So dd cac bude
thuc hién

Noi dung cong viéc

Don vi/nguoi
thuc hién

Thoi gian
thuc hién

Két qua thuc hién

1y ho so cong tac tu phap tiép nhan ho so | x4; sinh, da cap nhat
luu dong thyc hién ghi vao S6 Cong chitc 1am cong thong tin dang ky
dang ky khai sinh tai muc “Ghi | ;. ¢ phép dwoc phan sinh trén Phan mém
chu” trong SO0 dang ky khai cong tiép nhan hd so dang ky, quan 1y ho
sinh ghi rd “Pang ky luu lwu dong ' tich dién tir dung
dong”, cap nhat thong tin dang ' chung.
ky khai sinh trén Phan mém
dang ky, quan 1y hg tich dién tir
ding chung va chuyén thong tin
dén CSDLQGVDC dé lay S
dinh danh ca nhan.
Sau khi CSDLQGVDC tra vé | Cong chitc duoc giao | 02 gid 1am viéc Gidy khai sinh (ban
SO dinh danh c& nhén, cong |nhiém vu gidi quyét ho chinh) trinh Chu
chie tu phap in Gidy khai sinh | so luu dong tich Uy ban nhan
trinh Cha tich Uy ban nhan dan dan cap xa chua
cap xa ky duoc ky duyét.
B4: , Giay khai sinh (ban
Ky d}l}:@t ke} ChuAuch UBND cap xa ky phé Chit tich UBND chp xa | 02 gior lam viée ChInAh) da dugc ky
qua gidi quyet | duyét duyét.
TTHC
a5 30 phut K& tr thoi Gifiy khai sinh (ban
Phit hanh vin | Dong déu, phit hanh van ban | Y41 e HPND. va | diém Cha tieh | )
ban ’ UBND céap xa UBND cap xa ky

phé duyét
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So d6 cac bude n A ‘n Pon vi/nguoi Thoi gian £ . ‘n
thue hién Noi dung cong vice thire hién thye hién Két qua thyc hi¢n
- Két thiic viéc tra két qua ho - Giay khai sinh
so dang ky khai sinh luu dong (ban chinh)
tai dia diém dang ky luu dong. -Mauso 04,
-Thu 1¢ phi khai sinh (d6i véi EnThu lai mau so

truong hop dang ky khai sinh
khong ding han): Muc 1¢ phi
cu thé do Hoi déng nhan dan
tinh quyét dinh.

Cong chuc lam coOng
tac tu phap dugc phan
cong ti€p nhan ho so

B6:

Tra két qua 1 ngay lam viéc

A oo oexe .o |luudong
(Mién 1¢ phi doi véi truong
hop khai sinh dung han, nguoi
thudc gia dinh c6 cong véi
cach mang; nguoi thudc hod
nghéo; ngudi khuyét tat).
31. Thii tuc ding ky két hon lwu dong
Thoi gian giai quyét: 05 ngay lam viéc.
S0 do cac'Pu’O’c NOi dung cong viéc Don v;/n.gAum thye Thoi gian thuce hién Két qua thwe hién
thuc hi¢n hi¢n
) ol Huc’mg dér}’ kiém t{a Cong chure lam cong Tuy thoi gian b tri - MAu s6 04;
B1: Tiép nhin hé | tinh chinh xac, day du, | (4. ¢ shap duoc giao | luu dong x4
5 ; i tiy | thong nhat, hop 1€ cua | ;-4 Lo LA ' - Mau so 01:.
so' dang ky khai tir | thong nhat, hop e nhiém vu dang ky két X
luu dong ho 80, tiep 'rAlhan PO 59| hén Iuu dong tai nha - Ho so.
Nh4p dir liu thong tin riéng hoic tai dia diém
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hé so vao Phan mém
dang ky, quan ly ho tich
dién tr dung chung.

t6 chue ding ky luu
dong

Cong chuc lam cong

tic tu phap dugc giao - Mau sd 04;
B2: - Chuyén ho so vé Vian | nhiém vu ding ky két - Mau 6 01:
Chuyén phong HBDND va|hon luu dong tai nha |02 gio lam viéc . ”
ho so UBND cép x4 riéng hodc tai dja diém - H6 so.
t6 chic dang ky luu
dong
Cong chuc lam cong | Lanh dao UBND cip |3 ngay lam viéc - Mau s6 04;
50 luu dong bio cdo | cang chuc 1am cong vao S6 dang ky két hon,
Lanh dao UBND cap | 4. ¢ phap duoc phan da cap nhat thong tin
Xd, neu Lfmh N da(? cong tiép nhan ho so ding ky két hon trén
U,]?,ND cap xa dong,y luu dong Phan mém dang ky,
giai quAyet th} cong Chl:I'C quan Iy h tich dién tix
B3: lam cong tac tu phap diing chung.
Thuc hién xir ly dugc phan qéng X_& 13?
hd so ho so thyuc hién ghi ndi

dung ding ky vao Sb
ding ky két hon tai
muc “Ghi chi” trong
S6 dang Ky két hon ghi
0 “Pang ky Iluu
dong”, cép nhat thong
tin dang ky két hon trén
Phin mém ding ky,
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quan Iy ho tich di¢n tur
dung chung

In Gidy ching nhan | Cong chic duoc gIaO 02 gio lam viéc Gidy chimg nhén két
két hon (02 ban chinh), | nhiém vu giai quyét hd hon (02 ban chinh),
ban sao Trich luc két | so luu dong ban sao Trich luc két
hon (truong hop yéu hon (truong hop yéu
cau cap ban sao Trich cau cap ban sao Trich
luc két hon) trinh Chu luc két hon) chua duoc
tich Uy ban nhan dan ky duyét.
cap xa ky
- Mau s6 01;
- Gidy ching nhan két
B4: . , hon (02 ban chinh),
Ky duyét két qué S‘“ tich UBND ¢p X3 | -y tioh UBND céip xa | 02 gior lam viée bin sao Trich lyc ket
£ Vv phé duyét hoén (truong hop yéu
giai quyeét TTHC
cau cap ban sao Trich
luc két hén) di dugc
ky duyét.
Gidy chung nhan két
) , 2 s ..|hon (02 ban chinh),
. 8‘5' 9 Pong dau, phat hanh | Van thu HPND va 39; phutq k.e tr thoi ban sao Trich luc két
Phat hanh van . L. diém Chu tich UBND
ban van ban UBND cap xa ckp x ky phé duyét hoén (truong hop yéu
‘ cau cap ban sao Trich
luc két hon).
- C4c bén nam, nlr ky | o . - Giay chung nhan két
B6: vao Sé ding ky két|Cong chuc lam cong hén (02 ban chinh),

Tra két qua

hén, Gidy ching nhan
két hon;

tac tu phap duoc phan
cong tiép nhan ho so

I ngay lam viéc

ban sao Trich luc két
hon (truong hop yéu
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- Trao Gidy chung
nhan két hoén cho cac
bén tai dja diém ding
ky luu dong. Két thic
viée tra két qua ho so
diang ky két hén luu
dong

luu dong

cau cap ban sao Trich
luc két hon);

- MAu sb 04;

- Thu lai mau sd 01.

32. Thu tuc dang ky khai tir lvu dong
Thoi gian giai quyét: 05 ngay lam viée

So do cac bwoc

thue hién N§i dung cong viéc Don V!/lllligél;m thye Thoi gian thue hién Két qua thyc hi¢n
y I;Iuc')‘}rllrg hdﬁr}, ki@;m t1:a Cong chtric 1am cong Tuy thoi gian bb tri luu | - Mau s 04;
th, chini - xac, fiaY du; tac tu phap dugc giao | dong - Mausé 01:
. X A 1A thong nhat, hop 1€ ctia ho hid sno kv khai au so U1;.
B1: Tiép nhan ho so so. tiép nhan ho so nhiem vy dang y Khai A
diing ky khai tir leu | (' Pd~ e |t luu dong tai nha - HO so.
dong N ap du . leu Aong )\11'1 riﬁng hoac tai dia diém
ho so vao Phan mém | opyac ding ky
dang ky, quan 1y ho tich dong
dién tr dung chung. i
Cong chirc lam cong - Mau sé 04
B2: - Chuyén hd so vé& Van | t¢ tu phap duge giao - MBu s6 01
Chuyén phong HDND va UBND | nhiém vu dang ky khai | 5 oi¢y |am vige auso L.
hod so cip xa tr luu dong tai nha - H so.

riéng hodc tai dia diém
t0 chuc dang ky luu
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dong
Céng chirc 1am cong tac | Lanh dao UBND cip | 3 ngay lam viéc - Mau sb 04;
luu dong baoA, cao Lar}h Cong chtrc 1am cong vao SO dang ky khai tir,
d’in UBND cap Xd, NCU | ¢a¢ tu phap duoc phan da cap nhat thong tin
L?nh ,dac.)q UBNP €ap Xa | cong tiép nhan ho so dang ky khai tir trén
dorllg y glal qliyet thl, CONg | lyu dong Phan mém ding ky,
B3 chic lam cong tic tu quén I ho tich dién tir
_ | phap duoc phan cong xu duing chung.
Thue hién xir Iy ho | ly ho so thyc hién ghi vao
SO S6 dang ky khai tir tai muc
“Ghi chu” trong S6 ding
ky khai tr ghi r6 “Dang
ky luu dong”, cidp nhat
thong tin dang ky khai tur
trén Phan mém ding ky,
quan ly ho tich dién tr
dung chung
In Trich lyc khai tir, trinh | Cong churc dugc phan | 02 gio lam vige Trich luc khai tir (ban
Chu tich Uy ban nhan dan | cong tiép nhan ho so chinh) chua duoc ky
cap xa ky luu dong duyét.
B4- , - Mau s6 01;
Ky duyét két qui S’u tich UBND ¢ap x| -, ich UBND chp xa | 02 gios lam viée - Trich luc khai tir (ban
£ v phé duyét chinh) da duoc ky
giai quyet TTHC duve
uyet.
B5: Pong dau, phat hanh van | Van thw  HDND v | 30 phat ké tir thoi diém Trich lyc khai tir (ban

Phat hanh van ban

ban

UBND cip xi

Chu tich UBND cép x4

chinh).
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ky phé duyét

B6:
Tra két qua

- S6 hoa két qua thu tuc
hanh chinh.

- Tra két qua thu tuc
hanh chinh va thu phi, 1¢
phi (neu cO).

- Két thic viec tra két
qua trén phan mém Mot
cua.

Cong chirc lam cong
tac tu phap dugc phan
cong tiép nhan ho so
luu dong

1 ngay lam viéc

- Trich luc khai tir (ban
chinh), ban sao (néu c6
yéu cau);

- MAu s6 04;

- Thu lai Mau gidy sb
01

33. Thi tuc cp gidy xac nhin tinh trang hon nhén:

Thoi gian giai quyét: 03 ngay lam viéc; trudng hop phai xac minh thi thoi han giai quyét khong quéa 23 ngay

So do cac budéc thue

Noi dung cong viéc

Don vi/nguwoi thuc

Thoi gian thuc hién

Két qua thuc hién

hién hién
- Hudng dan, kiém tra 1S . - Mau s6 01;
B1. > N Trong g16 hanh chinh ooy
s tinh chinh xac, day du, 88 - M?lu sO Q4;
Nop ho so thong nhat hop 1€ cta - HO so tiép nhan da

hé so, tiép nhan ho so.

- Nhap dit liéu thong
tin hd so vao Phan
mém Mot cira; Chuyen
dir liéu truc tuyen (néu
c6) qua phan mém Ho
tich.

- S6 héa hd so tiép
nhan tha tuc hanh

Cong chuc lam cong
tac tu phdp tai Trung
tam Phuc vu Hanh
chinh cong cap x4

duoc so hoa.
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chinh
B2 C.fluyeqn hf) S0 (gl‘ay, Cpng chu’,c 1arp cong ’ L | -Miusé o1
Chuvén dién tu) vé Van phong | tac tu phap tai Trung |30 phat k& tu thoi - Mau sé 04-
A y HDND va UBND céap [tam Phuc vu Hanh | di€m ti€p nhan ho so X ’
ho so x . A £ o~ - HO so.
xa chinh cong cap xa
- Phan cdng cho céng
chirc lam cong tac tu
phap tai UBND cép xa
xtr Iy ho so;
- Cong chuc lam céng
tac tu phap dugc phan
cong xu ly ho so tham
B3: tra tinh thong nhat, hop A
Thue hién xir 1y hd so' | 1é cla cac thong tin . - Ho so;
T ‘ Lanh dao Van phong - Mau s0 04;

trong ho so, gidy to, tai
litu do ngudi yéu cau
nop, xuat trinh hodc
dinh kem.

- Truong hop don giadn:
Xem xét, néu thdy yéu
cau xin cap Gidy xac
nhan tinh trang hon
nhan di diéu kién theo
quy dinh phap luat thi:
+ Néu tiép nhén ho so
truc tiép: Cap nhat
thong tin xac nhan tinh
trang hon nhin trén

HDND va UBND cap
xa; Cong chuc lam
cong tac tu phap duoc
phan cong xir Iy ho so
tai UBND cép x4

01 ngay lam vi¢c

- Thong tin xac nhan
tinh trang hon nhan da
duoc cap nhat trén Phan
mém dang ky, quan 1y
ho tich di¢n tr dung
chung.
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Phan mém ding ky,
quan 1y ho tich dién tr
dung chung; 7

+ Néu ti€p nhan ho so
truc tuyén: Giri lai biéu
mau Gidy xac nhan
tinh trang hon nhéan
dién tor vé1 thong tin
ddy du cho nguodi yéu
cau qua thu dién tir hodc
thiét bj sé dé nguoi yéu
cau kiém tra va xéc
nhan (khéng qua 01
ngdy lam viéc); néu
ngudi ¢ yéu ciu xéc
nhan thong tin da
théng nhat, day du
hodc khong c6 phan
hdi sau thoi han yéu
cau thi cong chuc tu
phap - ho tich cap nhat
thong tin xac nhan tinh
trang hon nhan trén
Phin mém ding ky,
quan ly ho tich dién tu
dung chung.

- Truong hop nguoi

- Cong chuc lam cong

Tong thoi gian khong

- Vin ban phan hoi keét
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yéu cau cap lai Gidy
xac nhan tinh trang
hon nhan dé két hon
ma khong ndp lai duoc
Gidy x4c nhdn tinh
trang hon nhan da
duogc cap trude day, thi
ngudi yéu cau phai
trinh bay r6 ly do
khong nop lai duoc
Gidy xac nhén tinh
trang hon nhan.

Cong chtrc tu phap tra
ctru thong tin vé tinh
trang hon nhan cua
ngudi yéu cau xéc
nhan tinh trang hon
nhan trong
CSDLHTDT,

CSDLQGVDC. Trudng
hop khong tra cuu
dugc tinh trang hon
nhén thi co quan dang
ky ho tich d& nghi
UBND cip xi noi
ngudi yéu cau thuong
tru/noi du dinh dang
ky két hon trude day
dé x4c minh, cung cip

tac tu phép duoc phan
cong xir 1y hd so tai
UBND cép x4

- UBND cép xi noi
ngudi yéu cau thudng
tru/noi du dinh dang
ky két hon trude diy
(truong hop yéu cau
cap lai Gidy xac nhan
tinh trang hon nhan dé
két hon ma khong nop
lai duwoc Gidy xac nhan
tinh trang hon nhan va
khong tra cuu duoc
tinh trang hon nhan).

qué 22 ngay

qua xac minh hodc van
ban cam doan vé tinh
trang hon nhan (trudng
hop khéng xac minh
dugc hodc khong nhan
dugc két qua xac
minh);

- Théng tin xac nhan
tinh trang hon nhan
trén Phan mém Ho tich
da duoc cap nhat.
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thong tin.

+ Trong thoi han 03
ngay lam viéc ké tur
ngay nhan duoc yéu
cau xac minh, Uy ban
nhan dan cip xd noi
nhan duoc dé nghi xac
minh c¢é trach nhiém
kiém tra, xac minh va
gui két qua vé tinh
trang hon nhan cua
nguoi do.

+ Truong hop khong
xac minh duoc hoac
khéng nhan dugc két
qud x4ac minh thi co
quan dang ky ho tich
cho phép ngudi yéu
cau lap vian ban cam
doan vé tinh trang hon
nhan.

(Sau khi ¢6 két qua thi
thuc hién cdp nhat
théng tin xac nhan tinh
trang hon nhan trén
Phin mém ding ky,
quan ly ho tich dién tu
dung chung)
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In Gidy x4c nhan tinh
trang hon nhan trinh
Chu tich UBND cép xa
ky duyét

Cong chac lam cong
tac tu phép duogc phan
cong xu 1y ho so

2 gid lam viée

- Ho SO,

- Mau s6 04;

- Gidy xac nhan tinh
trang hon nhan chua

dugc ky phé duyét.
B4: Chu tich UBND cép Xa - MAu s6 04;
Ky duyét két qua giai | > PPe duyét Chutich UBND cp xd | 02 giv lam vide |- Gidly xéc nhén tinh
quyét TTHC trang hon nhan da
dugc ky phé duyét.
. LA g .. | Gidy xac nhan tinh
B5: Pong déu, phat hanh | Vin thu HDND va |0 PRt ké tr thoi trang hon nhan.

Phat hanh van ban

van ban

UBND cép x4

diém Chu tich UBND

cap xa ky phé duyét

- Giay x4c nhan tinh

trang hon nhan,;
- Truong hop co6 yéu
- S6 hoa két qua thu cau tra két qua dién tr
tuc hanh chinh thi tra két qua Gidy xac
- Tra két qua thu tyc | Cong chic 1am cong nhan tinh trang hon
B6: hanh chinh va thu 1€ | tac tu phap tai Trung Trone i hanh chinh nhan ban dién tr cho
Tra ket qua phi tam Phuc wvu hanh &8 nguoi yéu cau qua thu

- Két thuc viéc tra két
qua trén phan mém
Mot cura

chinh cong cap xa

dién tir hodc thiét bi sb,
kho dir liéu dién tir ca
nhan;

- Mau s6 04;

- Thu lai Mau s6 01.
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I1. THU TUC HANH CHINH THUQC THAM QUYEN GIAI QUYET CUA CO QUAN QUAN LY CO SO DU
LIEU HQ TICH PIEN TU (SO TU PHAP VA UBND CAP XA)

1. Thii tuc cap ban sao Trich luc hd tich, ban sao Gidy khai sinh

Thoi gian giai quyét: Ngay trong ngdy tiép nhan hd so; trudng hop nhan ho so sau 15 gio ma khong giai quyét duoc ngay
thi tra két qua trong ngay lam viéc tiép theo.

So dd cac buéc thuce
hién

NOi dung cong viéc

Don vi/nguoi
thuc hién

Thoi gian
thuc hién

Két qua thuc hién

B1: Nop ho so

- Huéng dan, kiém tra
tinh chinh xac, day du,
thong nhat, hop 1é cia
hd so, tiép nhan ho so.
- Nhap dir liéu thong
tin hé so vao phén
mém Mot cira; Chuyen
dir liéu truc tuyen (néu
¢6) qua phan mém Ho
tich tiép nhan.

- S6 hoa hd so tiép
nhan tha tuc hanh
chinh

Cong chac Tu phap-
ho tich tai Trung tam
phuc vu hanh chinh
cong cap tinh/Cong
chirc lam cong tac tu
phap tai Trung tdm
phuc vu hanh chinh
cong UBND cap xa
(trwong hop tiép nhdn
hé so tai Trung tam
Phuc vu hanh chinh
céng cdp tinh, cin bé
tiép nhén ho so chuyén
hé so dén Uy ban nhén
din cdp xd cé thim
Quyén xit 1)

Trong gio hanh chinh

-Maus6 01;
- Mau s6 04;
- Ho so tiép nhan da
dugce sb hoa.

B2. Chuyén hod so xir
ly

Chuyén ho so (gidy,
dién tor) vé Phong
Hanh chinh tu phap va

Cong chuc Tu phép -
ho tich tai Trung tam
phuc vu hanh chinh

01 gio lam vige

- Mau s6 01;
- Mau s6 04;
- HO so.
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BO tro tu phap, So Tu
phap/Vian phong
HPND va UBND cép
Xa

cong cap tinh;

Cong chuc lam cong
tac tu phdp tai Trung
tam phuc vy hanh
chinh cong UBND cap
Xa

B3: Thuc hién xir ly
ho so

-Phan cong cong chuc
Tu phap - ho tich
Phong Hanh chinh tu
phap va BO trg tu
phéap, S& Tu phap/
cong chtrc lam cong tac
tu phap hd tich UBND
cap xa xur 1y ho so;

- Cong chure dugce phan
cong xir 1y ho so kiem
tra, xem xét ho (tham
tra tinh thong nhat, hop
¢ cua cac thong tin
trong ho so, giay to, tai
lieu do nguoi yéu cau
nop, xudt trinh hodc
dinh kem).

- Truong hop don gian:
H6 so di day du thi
thuc hién In Ban sao
Trich luc ho tich, ban

Lanh dao Phong Hanh
chinh tu phap va Bo
trg tu phap, S¢& Tu
phap;

Lanh dao Van phong
HPND va UBND cip
Xa;

Cong chic Tu phép -
ho tich Phong Hanh
chinh tu phap va Bo
trg tu phap, So Tu
phap; Coéng chic lam

cong tic tu phap
UBND cép xa.

3 gio lam viéc

- Mau s6 04;

- Ho SO;

- Ban sao Trich luc ho
tich, ban sao Giéy khai
sinh.




153

sao Gidy khai sinh.

Truong hop cac thong
tin can khai thac khong
cé trong
CSDLQGVDC thi dé
nghi nguoi yéu cau ké
khai day du;

Truong hop nguoi yéu
cu cap ban sao Trich
luc ho tich, ban sao
Gidy khai sinh khong
cung cap ddy du hoic
cung cp cac thong tin
khdéng chinh  xac,
khong thé tra ciru duge
thong tin thi co quan
dang ky ho tich (So Tu
phap; UBND céap xi)
tir chdi giai quyét.

1 gid lam viée

Van ban thong bao tra
hé so, dimg xir 1y.

B4: Ky duyét két qua
giai quyét TTHC

Lanh dao S& Tu phap/
Cha tich UBND cép
cap xa ky phé duyét

Lanh dao S& Tu phap/
Chu tich UBND cép x4

01 gio lam viée

Ban sao Trich luc ho
tich, ban sao Giéy khai
sinh da ky duyét.

B5: Phat hanh van
ban

Pong dau, phat hanh
van ban

Van thu S& Tu phap;
Van thu Van phong
HPND va UBND cip

30 phut ké tir thoi diém
ky duyét

Ban sao Trich luc ho
tich, ban sao Giéy khai
sinh.
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xa

B6: Tra két qua

- SO hoéa két qua thu
tuc hanh chinh

- Tra két qua tha tuc
hanh chinh va thu 1é
phi cdp ban sao Trich
luc ho tich, ban sao
Gidy khai sinh.

- Két thic viée tra két
qua trén phin mém
giai quyét TTHC cap
tinh/cap xA.

Cong chuc Tu phap -
ho tich tai Trung tam
phuc vu hanh chinh
cong cap tinh;

Cong chirc lam cong
tac tu phap tai Trung
tam phuc vu hanh
chinh cong UBND cap
Xa

Trong gio hanh chinh

- Ban sao Trich luc ho
tich, ban sao Giéy khai
sinh

- MAu s 04;

- Thu lai mau s6 01,

2. Thiu tuc xac nhan thong tin hg tich
Thai gian giai quyet: 03 ngay. Truong hop phai ki€m tra, xac minh thi thoi han ¢6 thé kéo dai nhung khong qua 10

ngay lam vigc.

So do cac buéc thue
hién

Noi dung cong viéc

Don vi/nguwoi
thuc hién

Thoi gian
thuc hién

Két qua thuc hién

B1: Nop hod so

- Huong dan, kiém tra
tinh chinh xac, déy du,
thdng nhat, hop 18 cua
hé so, tiép nhan ho so.
- Nhap dir li¢u thong
tin hd so vao phan
mém Mot cira; Chuyén
dir liéu truc tuyén (néu
¢6) qua phan mém Ho
tich tiép nhan.

Cong chtc Tu phap-
ho tich tai Trung tam
phuc vu hanh chinh
cong cap tinh/Cong
chuc lam cong tac tu
phap tai Trung tam
phuc vu hanh chinh
cong UBND cép xa

Trong gid hanh chinh

-Maus6 01;
- Mau s6 04;
- Ho so tiép nhan da
dugce sb hoa.
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- S6 hoa ho so tiép
nhan tha tuc hanh
chinh

Chuyén hd so (gidy,
dién ti) vé Phong

Cong chuc Tu phép -
ho tich tai Trung tam
phuc vu hanh chinh

B2. Chuyén hb so xit Hanh chinh tu phap va | cong cap tinh; | | - Miu sb 01;
Iy Bo tr¢ tu phdp, S6¢ Tu | Cong chic lam cong | 01 gio lam viéc - Mau s6 04;
phap/Van phong | tic tu phap tai Trung - HO so.
HDPND va UBND cép [tdm phyc vu hanh
X4 chinh cong UBND cép
Xa
- Phan cong cong chirc | Lanh dao Phong Hanh - Mau s6 04;
Tu phap-hd tich Phong | chinh tu phap va B6 - Ho so;

B3: Thuc hién xir ly
hé so

Hanh chinh tu phéap va
B6 tro tu phap, So Tu
phap/cong chiic lam
cong tac tu phap ho tich
UBND ciap xa xur Iy hd
SO;

- Cong chuc Tu phap-
hd tich Phong Hanh
chinh tu phap va Bo trg
tu  phdp, Sé& Tu
phép/cong chac lam
cong tac tu phap ho tich
UBND cap xa duogc

trg tu phap, S& Tu
phap;

Lanh dao Van phong
HPND va UBND cip
X8,

Cong chuc Tu phap-hd
tich Phong Hanh chinh
tu phap va B tro tu
phap, S& Tu phap;
Cong chuc lam cong
tac tu phap UBND cép
Xa.

2 ngay

- Van ban xac nhan
thong tin ho tich; Phan
mém dang ky, quan 1y
ho tich dién tir dung
chung da duoc cap nhat
thong tin..
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phan cong xu ly h§ SO
ki€ém tra, xem x¢ét ho so.
Trudong hop hd so don
gian: HO so da day du,
thong tin trong Co s&
dir liéu ho tich dién tir
va thong tin dé nghi xéac
nhan la dang thi thuc
hién in Van ban xac
nhan thong tin hg tich.

Trudng hop ho so can
phai x4c minh thi thyc
hi€n xac minh

(Sau khi c6 két qud xdc
minh thi thuc hién nhu
truong hop don gian)

In Van ban xac nhan
thong tin ho tich trinh
Lanh dao S& Tu phap/
Chu tich UBND cap
cap xa ky phé duyét

Thoi han xdc minh:
khong qua 09 ngay lam
Viéc

(Chuyén truong hop
don gian)

Két qua xac minh.

01 gio lam viéc

Van ban xac nhan
thong tin ho tich chua
duogc ky duyét.

B4: Ky duyét két qua
giai quyét TTHC

Lanh dao S¢ Tu phap/
Chu tich UBND cép
cap xa ky phé duyét

Lanh dao S& Tu phap/
Chu tich UBND cép x4

01 gio lam viée

- Van ban xac nhan
thong tin hd tich da ky
duyét;

- Ban dién tir xac nhan
thong tin ho tich (Ban
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dién tr s€ ty dong guri
vé Kho quan 1y dir liéu
dién tir cia ca nhan/dia
chi thu dién tir/thiét b
s6/dién  thoai cua
nguoi yéu cau sau khi
da hoan tt thu tuc xac
nhan thong tin ho tich
tai co quan dang ky ho
tich).

B5: Phat hanh van
ban

Pong dau, phat hanh
van ban

Van thu S& Tu phap;
Van thu Van phong
HPND va UBND cip
xa

30 phut ké tir thoi diém
ky duyét

-Van ban xac nhan
thong tin ho tich da ky
duyét;

-Ban dién tr xdc nhan
thong tin ho tich.

B6: Tra két qua

- SO hoa két qua thu
tuc hanh chinh

- Tra két qua thia tuc
hanh chinh va thu 1¢
phi cap Vin ban xac
nhan thong tin ho tich
da ky duyét

- Két thuc viéc tra két
qua trén phan mém
giai quyét TTHC cap
tinh/ cap xa.

Cong chuc Tu phép -
ho tich tai Trung tam
phuc vu hanh chinh
cong cap tinh;

Cong chuc lam cong
tac tu phdp tai Trung
tam phuc vu hanh
chinh cong UBND cap
Xa

Trong gio hanh chinh

-Van ban xac nhan
thong tin ho tich da ky
duyét;

-Ban dién tir xac nhan
thong tin ho tich;

- MAu s 04;

- Thu lai mAu s6 01.
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