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

TINH HA TINH Poc lap - Tu do - Hanh phiic
Sb: 2407/QD-UBND Ha Tinh, ngay 17 thang 7 nam 2019
QUYET PINH

Vé viéc cong bé Danh muc va Quy trinh ndi b thi tuc hanh chinh
thugc thim quyén quén ly ciia nganh Tw phap ap dung tai
UBND cap xa trén dia ban tinh Ha Tinh

CHU TICH UY BAN NHAN DAN TINH

Can ctr Luat T chirc Chinh quyén dia phuong ngay 19/6/2015;

Can ct Nghi dinh s6 63/2010/ND-CP ngay 08/6/2010 ctia Chinh phua vé
kiém soat thu tuc hanh chinh; Nghi dinh s6 92/2017/ND-CP ngay 07/8/2017 cua
Chinh phu vé sira d6i, bo sung mdt sd diéu cua cac Nghi dinh lién quan dén
kiém soat thi tuc hanh chinh;

Can ct Nghi dinh s6 61/2018/ND-CP ngay 23/4/2018 ctia Chinh phua vé
thuc hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc hanh hinh;

Can cu Thong tu s6 02/2017/TT-VPCP ngay 31/10/2017 cia Bo trudng,
Cha nhiém Vin phong Chinh phu hudng dan vé nghiép vu kiém soat thu tuc
hanh chinh;

Can ct Thong tu s6 01/2018/TT-VPCP ngay 23/11/2018 ciia Bo trudng,
Chu nhiém Vin phong Chinh phii huéng dan thi hanh mét s6 quy dinh ciia Nghi
dinh s6 61/2018/ND-CP ngay 23/4/2018 ctia Chinh phu vé thuc hién co ché mot
ctra, mot ctra lién thong trong giai quyét thi tuc hanh chinh;

Xét dé nghi cua Giam ddc S& Tu phép tai Van ban s6 229/TTr-STP ngay
10/5/2019 va S¢ Khoa hoc va Cong nghé tai Van ban s6 778/SKHCN-TBC
ngay 25/6/2019;

QUYET PINH:

Piéu 1. Cong bd kém theo Quyét dinh niy Danh muc va Quy trinh noi bo 43
(b6n muoi ba) thu tuc hanh chinh thudc thim quyén quan 1y ctia nganh Tu phap 4p
dung tai UBND cép X3 trén dia ban tinh Ha Tinh.

Piéu 2. Giao SO Tu phap chi tri, phdi hop v6i Van phong Poan PBQH,
HDND va UBND tinh va cac co quan, don vi lién quan céan cir Quyét dinh nay
x@y dung quy trinh di¢n tur giai quyet tha tuc hanh chinh trén Hé thong thong tin
Dich vu cong tryc tuyén cua tinh dé ap dung thong nhét tai UBND cap X trén
dia ban tinh Ha Tinh.

Piéu 3. Quyét dinh nay c6 hiéu lyc ké tir ngay ban hanh; thay thé Quyét dinh
s6 3187/QB-UBND ngay 31/10/2017 cua UBND tinh vé viéc cong b thu tuc hanh
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chinh thudc linh vuc quan 1y ctia nganh Tu phép ap dung tai UBND cép x4 trén dia
ban tinh Ha Tinh.

Piéu 4. Chanh Vin phong Poan PBQH, HDND va UBND tinh; Giam
dbc SO Tu phéap; Giam ddc Trung tdm Théng tin - Cong béo - Tin hoc; Chu tich
UBND cac huyén, thanh phé, thi xa; Chua tich UBND céc xa, phuong, thi trdn va
cac to chire, ca nhan ¢6 lién quan chiu trach nhi€m thi hanh Quyét dinh nay.

Noi nhn: KT. CHU TICH
- Nhu Piéu 4; PHO CHU TICH
- Cuc Kiém soat TTHC, VPCP; =

- Chu tich, cac PCT UBND tinh;
- Chanh VP, cac Ph6 CVP;

- Trung tdm HCC tinh;

- Trung tdm TT-CB-TH tinh;

- Luu: VT, PC.

Piang Quoc Vinh



DANH MUC VA QUY TRINH NOQI BQ THU TUC HANH CHINH THUQC THAM QUYEN QUAN LY CUA NGANH TU

PHAP AP DUNG TAI UBND CAP XA TREN DIA BAN TINH HA TINH
(Ban hanh kem theo Quyet dinh so 2407/QD-UBND ngay 17/7/2019 ciia Chu tich UBND tinh Ha Tinh)

PHAN I: DANH MUC THU TUC HANH CHINH THUQC THAM QUYEN QUAN LY

CUA NGANH TU PHAP AP DUNG TAI UBND CAP XA

Tén thi tuc Thoi han Pja diém Phi, 1¢ phi o
TT . ) e % . I Can cir phap ly
hanh chinh giai quyét thue hién (néu cd)
| | LINH VUC HO TICH (23 TTHC)
- Luat Ho tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cta Chinh phu quy dinh chi
tiet mot sO di€u va bién phdp thi hanh
Luat Ho tich;
- L& phi: 5.000 ddng/truong | - Thong tu s6W15/2(A)15/T:F-BTPAngéy
Ngay sau khi nhan di ho B6 phan hop; 16/,1 1/2015. cua .B.'O; t“?"‘"?g BQA Tlf
so hop 1¢ (trwomg hop | o€ P8 | Midn 1¢ phi déi véi truomg | PP quy dinh chi tiét thi hanh mot s
o nhan hd so sau 15 gio ma ¢p nhan h khai sinh dune han: di€u cua Luat HO tich va Nghi dinh so
1 | bang ky khai sinh ; oy : va Tra két | "OP g han, - >
g Ky Khé . & d \ A P . | 123/2015/Nb-CP ngay 15/11/2015
ong giai quyet duoc qui UBND | ngudi thudc gia dinh co ctia Chinh phii quy dinh chi tiét mot
ngay thi trd két qua tron Ao~ 6ng véi cach : nguoi | ¥ 5 U quy ¢ :
o Q8 U8 capxa | SOMS VO CACh mang; mBUOL| ¢ x| Va bién phap thi hanh Ludt Ho

ngay lam viéc tiép theo).

thuéc ho
khuyeét tat;

ngheo; nguoi

tich;

- Nghi quyét s6 26/2016/NQ-HPND
ngay 15/12/2016 cuia HDND tinh Ha
Tinh quy dinh vé mac thu, mién,
giam, thu, ndp, quan ly va su dung
cac khoan phi, 1€ phi thudc tham
quyén ctia HDND tinh trén dia ban
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . . B T A, Can ctr phap ly
hanh chinh gidi quyet thuc hién (néu co)
tinh Ha Tinh;
- Cong vian s6 1288/HTQTCT-HT
ngay 15/9/2016 cua Cuc HO tich,
qudc tich, ching thuc - B6 Tu phap
vé viéc diéu chinh mot sé bicu miu
ho tich ban hanh kém theo Thong tu
s0 15/2015/TT-BTP;
- Quyét dinh sd 299/QD-BTP ngay
29/02/2016 cia B truéng BO Tu
phép cong bd thi tuc hanh chinh méi
ban hanh trong linh vuc hd tich thuc
hién tai co quan dang ky hd tich
trong nudc thudc pham vi chirc nang
quan ly cia Bo Tu phap;
Ngay sau khi nhan du ho
bang ky khai sinh | so hgp 1é (truong hop
o |0 yéu 0 nuée | nhinho sosau 15 gioma |\ o Nhur trén Nhu trén
ngoai tai khu vuc | khong giai quyét duoc
bién gioi ngay thi tra két qua trong
ngay lam viéc tiép theo).
i‘Tmf}{% thoi han 02 ngay - Lé phi: 5000 déng/trudng
am viéc, ké tir ngay nhan hop:
bang ky khai sinh | di ho so hop 1€. s ..
3 | cho ngudi di ¢6 hd Nhurtrén | - Mién 1€ phi cho nguoi Nhur trén

s0, gidy to ca nhan

Trong truong hop phai
xac minh thi thoi han giai
quyét khong qua 13 ngay
lam viéc (khong tinh thoi

thugc gia dinh c6 cong vdi
cach mang; ngudi thudc hd
ngheo; nguoi khuyét tat




Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . . B T A, Can ctr phap ly
hanh chinh gidi quyet thuc hién (néu co)
gian gui van ban yéu 05}1
va thoi gian tra 101 két
qua X&c minh).
Tmc tléf" - L¢& phi: 5000 dong/truong
tai nha hop:
riéng hoac .M?: 16 ohi déi véi truon
g , .. Trong 03 ngay lam viéc, | tai dja | 7 Vi1eN e phi 01 VO truong
4 lDangA ky khai sinh ké tur ngay nhan du hd so | diém to hop darig ky k,hal sinh dun‘g Nhu trén
uu dong hop 16 chitc diing han; dang ky cho nguoi
o Ky khai thudc gia dinh c6 cong véi
sinh lwu cach mang; nguoi thugc hd
dong nghéo; ngudi khuyét tat
Khong qua 10 ngay lam - Luat HO tich nam 2014;
viéce, ké tir ngay nhan du L ) o - Luat Cu trd nam 2006 (dugc sua
ho so hop 1¢. Trong do: - L& phi dfmg ky khai sinh: | 44; bo sung tai Luat sira doi, bo sung
- UBND cép xa: Thuc +5.000 dong/trudng hop; mdt s6 dicu cua Luat Cu tri nam
Lién thong cac thi | hign diang ky khai sinh + Mién 1& phi ddi véi truong | 2013;
tuc hanh chinh v€ | ngay trong ngay; truong Bophan | hop khai sinh dung han;| - Lujt Béoqhiéqm y t& nam 2008
dang ky khai sinh, | hop ho so ti€p nhén sau | Ti€pnhén | nguoi thudc gia dinh c6 | (duwoc sira d6i bd sung tai Luét sira
5 |dang ky thuong|15 gi> ma khong giai | vaTrakeét |cong voi cach mang; nguoi | d6i, bo sung modt so dieu cua Luit
tra, cap th¢ bao | quyét dugc ngay trong | qua UBND |thuéc ho ngheo; nguoi| Bao hi€m y té nam 2014;
hiém y t& cho tre | ngdy thi tién hanh giai | capxa | khuyettat. - Nghi dinh s6 123/2015/ND-CP ngay

em dudi 6 tuodi

quyét trong ngay lam viéc
tiép theo.

Sau khi ding ky khai sinh
xong, UBND cip xi ¢o
trich nhiém lap va

- Mién 1¢ phi cp thé bao
hiém y te.
- Mién 1¢ phi dang ky cu tra.

15/11/2015 ctia Chinh phu quy dinh chi
tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Théng tu s6 15/2015/TT-BTP ngay
16/11/2015 cta BO truong Bo Tu
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thuc hién

Phi, 1€ phi
(néu c6)

Can cir phap ly

chuyén hd so ding ky
thuong trd va hd so cap
thé bao hiém y té cho tré
em dusi 06 tudi dén co
quan co thAm quyén trong
thoi han 01 ngay lam
viéc.

- Co quan dang ky cu tra
va Bao hiém x3 hoi cdp
huyén thyc hién dong thoi
viéc dang ky thuong tra
va cép thé bao hiém y te
cho tré em duéi 06 tudi
trong thoi han cy thé nhu
Sau:

+ Co quan dang ky cu tru:
Khéng qua 07 ngay lam
viéc.

+ Bao hiém xi hoi cép
huyén: Khong qua 05
ngay lam viéc.

Truong hop hd so chua
dung quy dinh ma UBND
cap xa phai hoan thién ho
so theo yéu ciu cua co
quan dang ky cu trt, Bao
hiém xa hoi thi thoi han
giai quyét duoc kéo dai

phap quy dinh chi tiét thi hanh mot so
diéu cua Luat Ho tich va Nghi dinh sd
123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mot s6 diéu
va bi¢n phap thi hanh Luat Ho tich.

- Théng tu lién tich s
05/2015/TTLT-BTP-BCA-BYT
ngay 15/5/2015 cua B¢ trudéng Bo
Tu phap, Bo truong Bo Cong an, B
truong BO Y t& hudng dan thuc hién
lién thong cac thu tyc hanh chinh vé
dang ky khai sinh, dang ky thuong
tra, cAp thé bao hiém y té cho tré em
dusi 6 tudi;

- Thong tu s6 36/2014/TT-BCA
ngay 09/9/2014 cua B trudéng BO
Cong an ban hanh quy dinh vé biéu
mau st dung trong ding ky, quan Iy
cu tru;

- Quyét dinh s6 595/QD-BHXH
ngay 14/4/2017 cua Tong Giam dbc
Bao hiém xa hoi Viét Nam ban hanh
quy trinh thu bao hiém x3 hoi, bao
hiém y té, bao hiém that nghiép, bao
hiém tai nan lao dong, bénh nghé
nghiép; quan 1y s6 bao hiém xa hoi,
thé bao hiém y té;

- Nghi quyét s6 26/2016/NQ-HDND
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . . B T A, Can ctr phap ly
hanh chinh gidi quyet thuc hién (néu co)
thém khéng qua 01 ngay ngay 15/12/2016 cua HDND tinh Ha
lam viéc. Tinh quy dinh vé mac thu, mién,
Ddi véi cac x3 cach xa tru giam, thu, ndp, quan ly va sir dung
s co quan Béao hiém x3 cac khoan phi, 1& phi thugc tham
hoi cép huyén hodc co quyén cia HPND tinh trén dia ban
quan ding ky cu tra tir 50 tinh Ha Tinh;
km tré 1€n, giao thong di - Cong van s6 1288/HTQTCT-HT
lai kho khan, chua duoc ngay 15/9/2016 cua Cuc HO tich,
két ndi Internet thi thoi quoc tich, ching thuc - B6 Tu phap
han tra két qua duogc kéo vé viéc diéu chinh mét sd biéu mau
dai thém nhung khong hé tich ban hanh kém theo Thong tu
qua 03 ngay lam viéc. s6 15/2015/TT-BTP;
- Quyét dinh sd 299/QD-BTP ngay
29/02/2016 cua Bo truong BO Tu
phép cong bd thi tuc hanh chinh méi
ban hanh trong linh vuc hd tich thuc
hién tai co quan dang ky hd tich
trong nudc thudc pham vi chirc nang
quan ly ctia Bo Tu phap.
Khong qué 07 ngay lam - L¢ phi dang ky khai sinh: | - Luat H$ tich nam 2014;
Lién thong cdc thu | vige, ké tir ngay nhan du +5.000 dong/trudng hop; - Luat Bao hiém y t& nim 2008
tuc hanh chinh vé€ | ho so hop 1¢. Trong do: + Mién 1¢& phi ddi voi trudng (Quqc qsﬁ’a ddi bd sung gai Luat sta
g |dang ky khai sinh, | . UBND cdp xa Thuc| Npyiren |hop khai sinh dung han; | d0i, bo sung mot so dicu ciia Luat

cap thé bao hiém y
té cho tré em dudi
6 tuodi

hién dang ky khai sinh
ngay trong ngay, truong
hop ho so tiép nhan sau 15
gid ma khong giai quyét

nguoi thudc gia dinh co
cong v6i cach mang; nguoi
nguoi

thuoc  hd
khuyét tat.

ngheo;

Béo hiém y té naim 2014;

- Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi
tiet mot s6 di€u va bién phap thi hanh
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thuc hién

Phi, 1€ phi
(néu c6)

Can cir phap ly

dugc ngay trong ngay thi
tién hanh giai quyet trong
ngay lam viéc tiép theo.
Sau khi dang ky khai sinh
xong, UBND cip xi co
traich nhiém 13p va
chuyén ho so cap thé bao
hiém y té cho tré em duéi
06 tudi dén Bao hiém xa
hoi cap huyén trong thoi
han 01 ngay lam viéc.

- Bao hiém x4 hoi cap
huyén thyc hién cip thé
bao hiém y té cho tré em
dudi 6 tudi trong thoi han
05 ngay lam viéc.

Truong hop hd so chua
dung quy dinh ma UBND
cap xa phai hoan thién ho
so theo yéu cau cta Bao
hiém xa hoi thi thoi han
giai quyét dugc kéo dai
thém khong qua 01 ngay
lam viéc.

Doi vé6i cac xa cach xa tru
s& co quan Bao hiém xa
hoi cap huyén tir 50 km
trg 1én, giao thong di lai

- Mién 18 phi cip thé bao
hiém y té.

Luat Ho tich;

- Théng tu sd 15/2015/TT-BTP ngay
16/11/2015 cua B¢ truong Bo Tu
phap quy dinh chi tiét thi hanh mot so
diéu ciia Luat Ho tich va Nghi dinh s6
123/2015/NDb-CP  ngay 15/11/2015
ctia Chinh phu quy dinh chi tiét mot s6
diéu va bién phap thi hanh Luat Ho
tich;

- Thong tu lién tich s
05/2015/TTLT-BTP-BCA-BYT
ngay 15/5/2015 cua Bo truong cac
bo: Tu phap, B0 Coéng an, Y té
huéng dan thuc hién lién théng cac
thii tuc hanh chinh vé dang ky khai
sinh, dang ky thuong tru, cap the bao
hiém y té cho tré em dudi 6 tudi;

- Quyét dinh s6 595/QB-BHXH ngay
14/4/2017 cta Tong Giam dbc Bao
hiém x& hoi Viét Nam ban hanh quy
trinh thu bao hiém xa hoi, bao hiém y
té, bao hiém that nghiép, bao hiém
tai nan lao dong, bénh nghé nghi¢p;
quan 1y s6 bao hiém xa hoi, thé bao
hiém y té;

- Nghi quyét s6 26/2016/NQ-HDND
ngay 15/12/2016 ctia HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . . B T A, Can ctr phap ly
hanh chinh gidi quyet thuc hién (néu co)

kho khin, chua dugc két giam, thu, nop, quan ly va sir dung

ndi Internet thi thdi han cac khoan phi, 1€ phi thudc tham

tra két qua dugc kéo dai quyén cia HDND tinh trén dia ban

thém nhung khong qua 03 tinh Ha Tinh;

ngay lam viéc. - Cong vian sd 1288/HTQTCT-HT
ngay 15/9/2016 cua Cuc HO tich,
qudc tich, chting thuc - B6 Tu phap
vé viéc diéu chinh mot s bicu mau
ho tich ban hanh kém theo Thong tu
s0 15/2015/TT-BTP.
- Quyét dinh s6 299/QD-BTP ngay
29/02/2016 cua B truong Bo Tu
phap cong bd thu tuc hanh chinh moi
ban hanh trong linh vuc hd tich thuc
hién tai co quan dang ky ho tich
trong nude thudc pham vi chire nang
quan 1y caa Bo Tu phap.

Ngay sau khi nhan du hd - Luat Ho tich nam 2014;

so hop 1& (truong hop - Luat Hon nhan va Gia dinh nam

nhan ho so sau 15 gio ma 2014,

khong giai quyet duoc - Nghi dinh s 123/2015/ND-CP ngay

7 | Pangkykéthon | Dgay thi trd két qua trong |\ ey Khéng 15/11/2015 ctia Chinh phu quy dinh chi

ngay lam viéc tiép theo).
Truong hop can phai xac
minh diéu kién két hon
cua hai bén nam, nir thi
thoi han giai quyét khong

tiét mot s6 didu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay
16/11/2015 ciia B truéng B Tu
phdp quy dinh chi tiét mt so dieu
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thuc hién

Phi, 1€ phi
(néu c6)

Can cir phap ly

qua 05 ngay lam viéc.

cua Luat HO tich va Nghi dinh $6
123/2015/ND-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat
HO tich;

- Nghi quyét s6 26/2016/NQ-HPDND
ngay 15/12/2016 cia HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
giam, thu, nop, quan ly va sir dung
cac khoan phi, 18 phi thudc tham
quyén ctia HDND tinh trén dia ban
tinh Ha Tinh,;

- Quyét dinh sd 299/QD-BTP ngay
29/02/2016 cua Bo truong Bo Tu
phap cong bd thi tyc hanh chinh moi
ban hanh trong linh vuc hd tich thuc
hién tai co quan dang ky hd tich
trong nudc thudc pham vi chirc nang
quan ly ctia Bo Tu phap.

Dang ky két hon c6
yeu t6 nude ngoai
& khu vuc bién gidi

Trong ngay lam viéc, sau
khi nhan da ho so hop 1&
(trudng hop nhan hod so
sau 15 gio ma khong giai
quyét duoc ngay thi tra
két qua trong ngay lam
viéc tiép theo). Truong
hop can xac minh thi thoi
han giai quyét khong qua

Nhu trén

Nhu trén
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . , B o L Can cir phap ly
hanh chinh gidi quyet thuc hién (néu co)
08 ngay lam viéc
Truc tiép
tai nha
riéng hoac
g |Dang ky ket hon | Khong qué 03 ngay lam | tai  dia Mi&n 18 phi Nhu trén
luu dong viéc, k€ tir ngay ti€p nhan | di€ém to
chuc dang
ky luu
dong
- Luat HO tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ciia Chinh phii quy dinh chi
tiét mot so didu va bién phap thi hanh
. Luat Ho tich;
‘ - L¢ phi: 5.000 dong/trudng | _ Theng tu s6 15/2015/TT-BTP ngay
Ngay sau khi nhén da ho | oo . | hop; 16/11/2015 ciia B¢ truong B Tu
o hop I¢ (truong hop | .< pn};an - Mién I¢ phi doi voi truong | phap quy dinh chi tiét mot sb didu
10 | Pane k¢ khai nhan hd so sau 15 gioma | P 00 hop dang ky khai tir ding | cia Luat Ho tich va Nghi dinh sb
g ky khai tu A x va Tra két > o ; : ) u . e
khong - giai quyét duoc| . o | han; ngudi thude gia dinh c6 | 123/2015/ND-CP ngay 15/11/2015
ngay thi tra két qua trong a Anx3 | cong voi cach mang; ngudi | ciia Chinh phu quy dinh chi tiét mot
ngay lam viéc tiép theo). P thugc  hd nghéo; ngudi|sd diéu va bién phap thi hanh Luat
khuyét tat. HOo tich;

- Nghi quyét s6 26/2016/NQ-HPND
ngay 15/12/2016 cia HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
giam, thu, nop, quan ly va sir dung
cac khoan phi, 1€ phi thudc tham
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . . B T A, Can ctr phap ly
hanh chinh gidi quyet thuc hién (néu co)
quyén ctia HDND tinh trén dia ban
tinh Ha Tinh;
- Quyét dinh sé 299/QD-BTP ngay
29/02/2016 cua Bo truong BO Tu
phap cong bo thu tuc hanh chinh maéi
ban hanh trong linh vuc hd tich thuc
hién tai co quan dang ky hd tich
trong nudc thudc pham vi chirc nang
quan 1y ciaa Bo Tu phap.
- L¢ phi: 5.000 dong/trudng
Ngay sau khi nhan du ho hop;
pang kg ki ti co | 1 T8 hop ding kg Khai 15 ding
11 | yéu t6 nudc ngoai - £ & Nhu trén op an% y - at tu:‘ ‘mg Nhu trén
) . =...|khong giai quyét duoc han; nguoi thudc gia dinh c6
¢ khu vyc bién gidi o LA , N e .
ngay thi tra két qua trong cdng voi cach mang; ngudi
ngay lam viéc ti€p theo). thuoc hd nghéo; nguoi
khuyeét tat.
Truc tiép
tai nha
N .| riéng hoac
< , . .. | Trong 03 ngay lam viéc, | , . .
1p | Dang kY khai w40 sy nhan di hd so | &, 48 Nhu trén Nhu trén
luu dong hop 16 diém to
op ¢ chic dang
ky luu
dong
13 | Pang ky giamho | 11ong ngay lam viéc, sau | BY phan Khéng - B¢ luat Dén su nam 2015;

khi nhan da ho so hop 16

Tiép nhan
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . , . B o L Can cir phap ly
hanh chinh gidi quyet thuc hién (néu co)
(trudng hop nhan ho so | va Tra két - Luat HO tich nam 2014;
sau 15 gio6 ma khong giai | qua UBND - Nghj dinh s6 123/2015/ND-CP ngay
quyét dugc ngay thi tra cap xa 15/11/2015 cta Chinh phu quy dinh chi

két qua trong ngay lam
viéc tiép theo).

tiét mot s6 didu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay
16/11/2015 cta Bo truong B9 Tu
phap quy dinh chi tiét mot s6 dicu
cua Luat HO tich va Nghi dinh s6
123/2015/Nb-CP ngay 15/11/2015
ctia Chinh phii quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat
Ho tich;

- Nghi quyét s6 26/2016/NQ-HPND
ngay 15/12/2016 caa HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
giam, thu, ndp, quan ly va st dung
cac khoan phi, 18 phi thudc tham
quyén ctia HDND tinh trén dia ban
tinh Ha Tinh;

- Quyét dinh s6 299/QB-BTP ngay
29/02/2016 cua B§ truong BO Tu
phap cong bé thi tuc hanh chinh méi
ban hanh trong linh vuc hd tich thuc
hién tai co quan dang ky hd tich
trong nudc thuoc pham vi chirc ning
quan 1y caa Bo Tu phap.

13




Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . , B o L Can cir phap ly
hanh chinh gidi quyet thuc hién (néu co)
Trong ngay lam viéc, sau
khi nhan da ho so hq“p 1€
Dine k¢ chAm dit (truong hop nhan ho so
14 | Dans Xy sau 15 gi' ma khong giai | Nhu trén Khéng Nhu trén
giam ho z o
quyét dugc ngay thi tra
két qua trong ngay lam
viéc ti€p theo)
- Luat H6 tich nam 2014;
- Luat Hon nhan va Gia dinh nam
2014;
- Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi
Trong ngay lam viéc, sau tiét mot so di€u va bién phap thi hanh
khi nhan du hé so hgp 1€ Luat Ho tich;
(trudng hop nhan ho so - e ophin 12,000 ppgng tr 5 15/2015/TT-BTP ngay
sau 15 gio' ma khong giai dong/truong hop; 16/11/2015 cia B¢ truong Bo Tu
15 | Pang ky nhan cha, | quyét dugc ngay thi tra| o . |- Mién 1¢ phi cho ngudi| phip quy dinh chi tiét mot sé didu

me, con

két qua trong ngay lam
viéc tiép theo). Truong
hop can phai xac minh thi
thoi han giai quyét khong
qua 05 ngay lam viéc.

thudc gia dinh c6 cong véi
cach mang; nguodi thudc ho
ngheo; nguodi khuyét tat.

ciia Luat Ho tich va Nghi dinh s6
123/2015/ND-CP ngay 15/11/2015
ctia Chinh phti quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luét
HO tich;

- Nghi quyét s6 26/2016/NQ-HPND
ngay 15/12/2016 cia HDND tinh Ha
Tinh quy dinh vé muc thu, mién,
giam, thu, nop, quan ly va sir dung
cac khoan phi, 1€ phi thudc tham

14




Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . , B o L Can cir phap ly
hanh chinh gidi quyet thuc hién (néu co)
quyén ctia HDND tinh trén dia ban
tinh Ha Tinh;
- Quyét dinh sb 299/QD-BTP ngay
29/02/2016 cia B truong BO Tu
phap cong bo thu tuc hanh chinh maéi
ban hanh trong linh vuc ho tich thuc
hién tai co quan dang ky hd tich
trong nudc thudc pham vi chirc nang
quan 1y ciaa Bo Tu phap.
Trong 03 ngay lam viéc, - Le phi: 12.000
bang ky nhén cha, | ké tir ngay nhan du ho so dong/truong hop.
16 mez con CO yeu 0 hop 1@,' Tr'u’orng‘hgp‘ ANl Nhurtrén | l\fhén‘ ¢ ‘p hi f:hOA ngu’(‘,ﬁ Nhu trén
nudc ngoai tai khu | phai xac mlnh thi thoi han thudc gia dinh c6 cong véi
vuc bién gidi gidi quyéet khong qua 12 cach mang; nguoi thudc ho
ngay lam vi¢c. nghéo; nguoi khuyét tat.
- Dang ky khai sinh: - Piing ky khai sinh: 5.000 | - LUt HO tich ndm 2014;
Ngay sau khi nhan du déng/tmfmg hop. - Luat Hon nhan va Gia dinh nam
gidy t(‘{ hgp)\ & (truong - Pang ky nhan cha, me 2014;
hi%p nrllgalilhgr? SOiéisau lést con: 12.000 ddng/trudmg | - Nghi dinh §6 123/2015{ND-CI? ngay
Bang ky khai sinh gu’ofc ngay ‘[h;oj trgé ké’(tluci,ué hop. 13/1 1/A2 01‘5 iy Ch‘mhAp hu}? - imﬁcrﬁi
17 |két hop ding ky C | Nhu trén | Midn Ie phi d6i véi trwrong tiet mdt sO di€u va bién phap thi ha

nhan cha, me, con

trong ngay lam viéc tiép
theo).

- Pang ky nhan cha, me,
con: Trong ngay lam viéc,
sau khi nhan da ho so hop
1¢ (truong hop nhan hd so

hop dang ky khai sinh dung
han; nguodi thudc gia dinh co
cong v6i cach mang; nguoi
thugc ho nghéo; nguoi
khuyét tat.

Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay
16/11/2015 cta BO truong Bo Tu
phép quy dinh chi tiét mot sb didu
ciia Luat Ho tich va Nghi dinh sb
123/2015/ND-CP ngay 15/11/2015

15




Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . . B T A, Can ctr phap ly
hanh chinh gidi quyet thuc hién (néu co)

sau 15 gio ma khong giai cia Chinh phu quy dinh chi tiét mot

quyét duoc ngay thi tra s6 diéu va bién phap thi hanh Luét

két qua trong ngay lam Ho tich;

vic tiép theo). Truong - Nghi quyét sb 26/2016/NQ-HDND

hop can phai xac minh thi ngay 15/12/2016 ciia HDND tinh Ha

thot han giai quyét khong Tinh quy dinh vé muc thu, mién,

qua 05 ngay lam viéc. giam, thu, ndp, quan ly va su dung
cac khoan phi, 1& phi thudc tham
quyén ctia HDND tinh trén dia ban
tinh Ha Tinh;
- Cong vin s6 1288/HTQTCT-HT
ngay 15/9/2016 cua Cuc HO tich,
quoc tich, ching thyc - B6 Tu phap
vé viéc diéu chinh mot s6 biéu miu
ho tich ban hanh kém theo Thong tu
s0 15/2015/TT-BTP;
- Quyét dinh s6 299/QD-BTP ngay
29/02/2016 cua B truong BO Tu
phap cong bd thu tuc hanh chinh moi
ban hanh trong linh vuc hd tich thuc
hién tai co quan dang ky hd tich
trong nudc thudc pham vi chirc ndng
quan 1y caa Bo Tu phap.

- Trong 02 ngay lam viéc, - L& phi: 5.000 dong/truong | - Luat Ho tich nam 2014;

1g | Pang ky lai khai | ké tir ngay nhan du ho so | o .| hop; - Nghj dinh s6 123/2015/ND-CP ngay

sinh

hop 1€.
- Néu viéc dang ky lai

- Mién 1& phi cho nguoi
thudc gia dinh c6 cong vdi

15/11/2015 cta Chinh phu quy dinh chi
tiet mot s6 di€u va bién phap thi hanh
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . , B e ' Can cir phap ly
hanh chinh gidi quyet thuc hién (néu co)
khai sinh dugc thuc hién cach mang; nguodi thudc ho | Luat HJ tich;

tai UBND cap xd khong
phai la noi dang ky khai
sinh trudc day thi thoi
han giai quyét khong qua
13 ngay lam viéc (khong
tinh thot gian giri van ban
yéu cau va thoi gian tra
101 két qua xac minh).

nghéo; nguoi khuyét tat.

- Thong tu s6 15/2015/TT-BTP ngay
16/11/2015 cta Bo truong B Tu
phdp quy dinh chi tiét mot sé diéu
cia Luat Ho tich va Nghi dinh sb
123/2015/ND-CP  ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat
Ho tich;

- Nghi quyét s6 26/2016/NQ-HDND
ngay 15/12/2016 caia HDND tinh Ha
Tinh quy dinh vé mac thu, mién,
giam, thu, ndp, quan ly va si dung
cac khoan phi, 1& phi thudc tham
quyén cua HDND tinh trén dia ban
tinh Ha Tinh;

- Cong van sb6 1288/HTQTCT-HT
ngay 15/9/2016 cua Cuc HO ftich,
quoc tich, ching thyc - Bo Tu phap
vé viéc diéu chinh mot sd biéu miu
hd tich ban hanh kém theo Thong tu
s6 15/2015/TT-BTP;

- Quyét dinh s6 299/QD-BTP ngay
29/02/2016 cua Bo truong Bo Tu
phap cong bd thu tuc hanh chinh moi
ban hanh trong Iinh vuc hd tich thuc
hién tai co quan dang ky hd tich
trong nudc thudc pham vi chirc ndng
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . , B e ' Can cir phap ly
hanh chinh gidi quyet thuc hién (néu co)
quan 1y ciaa Bo Tu phap.
- Luat Ho tich nam 2014;
- Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi
tiet mot so di€u va bi¢n phép thi hanh
Luat Ho tich;
- Thong tu s6 15/2015/TT-BTP ngay
Trong 02 ngay lam viéc 16/11/2015 ctia Bo truong Bo Tu
ké tir ngay nhan da hd <o phap quy dinh chi ti€t mét so di€u
hop 18. ’ cia Luat HO tich va Nghi dinh so
P e 1A 123/2015/Nb-CP ngay 15/11/2015
Néu vi¢éc dang ky lai ket , , , . AR
o A . cua Chinh phu quy dinh chi tiét mdt
hon duoc thuc hién tai L oA A 1ea , C ~
PO . sO dicu va bién phap thi hanh Luat
) UBND cap xa khong phai H6 tich:
19 | Pang ky lai kéthon | 1a noi ding ky két hon | Nhu trén Khong 0 tich,

trude day thi thoi han gidi
quyét khong qua 13 ngay
lam viéc (khong tinh thoi
gian giri van ban yéu cau
va thoi gian tra 101 két
qud x4c minh)

- Nghi quyét sé 26/2016/NQ-HPND
ngay 15/12/2016 cia HDND tinh Ha
Tinh quy dinh vé mutc thu, mién,
giam, thu, nop, quan ly va st dung
cac khoan phi, 18 phi thudc tham
quyén cua HDND tinh trén dia ban
tinh Ha Tinh;

- Quyét dinh s6 299/QD-BTP ngay
29/02/2016 cua Bo truong Bo Tu
phap cong bd thu tuc hanh chinh moi
ban hanh trong Iinh vuc hd tich thuc
hién tai co quan dang ky hd tich
trong nudc thudc pham vi chirc ndng
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thuc hién

Phi, 1€ phi
(néu c6)

Can cir phap ly

quan 1y ciaa Bo Tu phap.

20

Dang ky lai khai tu

Trong 02 ngay lam viéc,
ké tir ngay nhan du hd 50
hop 18. Trudng hop cin
phai xac minh thi thoi han
giai quyét khong qua 10
ngay lam viéc.

Nhu trén

- Lé phi: 5.000 dong/trudng
hop;

- Mién 1& phi cho nguoi
thugc gia dinh c6 cong voi
cach mang; nguodi thudc hd
nghéo; ngudi khuyét tat.

- Luat HQ tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 cta Chinh phu quy dinh chi
tiét mot sd dicu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay
16/11/2015 cua Bo truéng Bo Tu
phap quy dinh chi tiét mot s6 dicu
cia Luat Ho tich va Nghi dinh sb
123/2015/Nb-CP ngay 15/11/2015
cua Chinh phu quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat
Ho tich;

- Nghi quyét s6 26/2016/NQ-HPND
ngay 15/12/2016 cia HDND tinh Ha
Tinh quy dinh vé mac thu, mién,
giam, thu, nop, quan ly va st dung
cac khoan phi, 18 phi thudc tham
quyén cua HDND tinh trén dia ban
tinh Ha Tinh.

- Quyét dinh s6 299/QD-BTP ngay
29/02/2016 cua Bo truong Bo Tu
phap cong bd thu tuc hanh chinh moi
ban hanh trong Iinh vuc hd tich thuc
hién tai co quan dang ky hd tich
trong nudc thudc pham vi chirc ndng
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . , B e ' Can cir phap ly
hanh chinh gidi quyet thuc hién (néu co)
quan 1y ciaa Bo Tu phap.
Trong ngay lam viéc, sau
khi nhan du ho6 so hop 1€
(nhan ho so sau 15 gio - L phi: 10.000
Th 46 .. | ma khong giai quyét duoc dong/trudong hop;
ay 61, cai| s r LAL T .
: 2 » | ngay thi tra két qua trong ~. |- Mién 1& phi cho nguoi A
21 ;téglh’ bo sung ho ngay lam vi€c tiép theo). Nhu trén thudc gia dinh c6 cong véi Nhu trén
| Truong hop can phai xac cach mang; nguoi ’thu(f)c ho
minh thi thoi han giai ngheo; nguoi khuyét tat.
quyét khong qua 6 ngay
lam viéc.
Trong ngay lam viéc, sau
khi nhan da ho so hop 1€
(nhan ho so sau 15 gio
ma khoéng giai quyét duoc
ngay thi tra két qua trong
ngay lam viéc ti€p theo). - Le phi: 10.000
) ) Néu ngudi yéu cau cép dong/truong hop;
oo | Cap Gidy xdc nhan | giay xdc nhdn tinh trang |\ en |- Mién 1& phi cho ngudi Nhu trén

tinh trang hon nhan

hon nhén da ting ding ky
thuong trii tai nhiéu noi
khac nhau thi thoi han
giai quyét khong qua 06
ngay lam viéc (khong tinh
thoi gian giri van ban yéu
cau va thoi gian tra 101 két
qua xac minh).

thudc gia dinh c6 cong véi
cach mang; nguoi thudc ho
ngheo; ngudi khuyet tat.

20




TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thuc hién

Phi, 1€ phi
(néu c6)

Can cir phap ly

23

Cap ban sao trich
luc ho tich

Ngay sau khi nhan du hd
so hop 1€ (truong hop
nhan ho so sau 15 gio ma
khong giai quyét duoc
ngay thi tra két qua trong
ngay lam viéc tiép theo).

Nhu trén

- Lé phi: 2.000 dong/ban;
- Mién 1& phi cho ngudi
thudc gia dinh c6 cong véi
cach mang; nguodi thudc hd
ngheo; nguoi khuyét tat.

- Luat H6 tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 cta Chinh phu quy dinh chi
tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay
16/11/2015 cua Bo truong BO Tu
phép quy dinh chi tiét mot sb didu
cia Luat Ho tich va Nghi dinh s6
123/2015/ND-CP ngay 15/11/2015
ciia Chinh phil quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat
HO tich;

- Nghi quyét sé 26/2016/NQ-HPND
ngay 15/12/2016 cia HDND tinh Ha
Tinh quy dinh vé mac thu, mién,
giam, thu, nop, quan ly va str dung
cac khoan phi, 1& phi thudc tham
quyén cua HDND tinh trén dia ban
tinh Ha Tinh;

- Cong van sd 1288/HTQTCT-HT
ngay 15/9/2016 cua Cuc HO tich,
qudc tich, ching thuc - B6 Tu phap
vé viéc diéu chinh mot sé biéu maiu
ban hanh kém theo Théng tu sb
15/2015/TT-BTP;

- Quyét dinh sé 299/QD-BTP ngay
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Tén thu tuc

Thoi han

Dia diém

Phi, 1¢ phi

T hanh chinh giai quyét thuc hién (néu cé) Can cirphap ly
29/02/2016 cua B§ truong BO Tu
phap cong bd thi tuc hanh chinh moi
ban hanh trong linh vuc hd tich thuc
hién tai co quan dang ky hd tich
trong nudc thudc pham vi chirc nang
quan 1y ciaa Bo Tu phap.

Il | LINH VU'C NUOI CON NUOI (03 TTHC)
- Luat Nuoi con nudi nam 2010;
- Nghi dinh s6 19/2011/NB-CP ngay
- Le phi: 400.000 | 21/3/2011 cia Chinh phud quy dinh
dong/trudmg hop. chi tiét thi hanh mot sb diéu ctia Luat
- Min 1& phi ding ky nuoi | Nudi con nuoi;
con nudi trong nudc dbi véi | - Nghi dinh s6 24/2019/ND-CP ngay
truong hop cha duong hoic | 05/3/2019 cua Chinh phi sira d6i, bo
B6 phan me ké nh‘én con riéng cua Vg | sung mot sb diéu\ cua Nghi dinh
Pang ky viéc nubi | 15 ngay lam viée, k& ti Tiép nhap | hodc chong lam con nudi; | 19/2011/ND-CP ngay 2.1/.3,/201.1 cua
1 |con nudi ' trong | ngay nhan dua hé so hop | vaTra két c0, cgu, di, chi, bac rth Chinh’ phu quy dinh chi ‘Flét thi hé‘_nh
nudie 16 i i qua UBND nha}n Ch:élu lam conA nu(:)l; mot sO diéu cua L,uaflt nuoi con nuodi;
' chpxa |Dhan tre em khuyet it |. Nghi dinh s6 114/2016/ND-CP

nhiém HIV/AIDS hoic mac
bénh hiém nghéo theo quy
dinh cta Luat Nudi con nuoi
va vin ban hudéng dan;
nguoi cd cong voi cach
mang nhan con nudi.

ngay 08/7/2016 cua Chinh phu quy
dinh I¢ phi dang ky nudi con nudi, 1¢
phi cip gidy phép hoat dong cua to
chure con nuodi nude ngoai;

- Thong tu sb 24/2014/TT-BTP ngay
29/12/2014 cta B§ truong B Tu
phép stra d6i, b sung mot s6 diéu
cua Thong tu 12/2011/TT-BTP ngay
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . . B T A, Can ctr phap ly
hanh chinh gidi quyet thuc hién (néu co)
27/6/2011 vé viéc ban hanh va
huéng dan viéc ghi chép, luu trit, st
dung biéu miu nudi con nudi;
- Théong tu s6 12/2011/TT-BTP ngay
27/6/2011 cua B9 truéng Bo Tu phap
vé viéc ban hanh va huéng dan viéc
ghi chép, luu trit, st dung biéu mau
nudi con nuoi;
- Quyét dinh s6 1008/QD-BTP ngay
25/4/2019 cua B truong Bo Tu
phap cong bd thu tyc hanh chinh
duoc stra doi, bd sung; tha tuc hanh
chinh thay thé; thu tuc hanh chinh bj
bai bo trong linh vuc nudi con nudi
thugc pham vi chtic ndng quan ly cua
B6 Tu phap.
Pang ky lai viéc | 02 ngay lam viéc, ké tir
2 | nuéi con nudi trong | ngdy nhan du ho so hop | Nhu trén Khéng Nhu trén
nudc 1é
Giai  quyét viee 15‘ngé1yA lémq Viéc, ké tur
. . .. | ngay nhan du ho so hop
ngudi nuéc ngoai | . rong do:
cu tra & khu vuc | 7 PO .
3 | bién gi6i nude lang | - UBND cap xd kiém tra | Ny trén L¢ phi: 4.500.000 Nhu trén

giéng nhan tré em
Viét Nam lam con
nuoi

h6 so, ldy y kién nhing
nguoi cd lién quan va cod
van ban gui S& Tu phap
xin y kién: 08 ngay lam

ddng/treong hop.
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thuc hién

Phi, 1€ phi
(néu c6)

Can cir phap ly

viéc ké tr ngay nhan du
hd so hop 1¢;

- S& Tu phép co ¥ kién:
05 ngay lam viéc ké tur
ngay nhan dugc van ban
ciia UBND cép xi;

- UBND cip xi ding ky
viéc nudi con nudi va
giao nhan con nudi: 02
ngay lam viéc ké tir ngay
nhan duoc van ban déng
y cia SO Tu phap.

LINH VUC CHUNG THUC (11 TTHC)

Chung thuc ban
sao tor ban chinh
gidy to, van ban do
co quan c6 tham
quyén cua Viét
Nam cdp hoic
ching nhan

Trong budi 1am viée, sau
khi nhan da hd so hop 1¢
hodc trong ngay lam viéc
tiép theo, néu tiép nhan
yéu cau sau 15 gio. Doi
voi1 trudong hop cung mot
lac yéu cau chung thuc
béan sao tir nhiéu loai ban
chinh gidy to, van ban;
ban chinh c6 nhiéu trang;
yéu cau sd lwong nhiéu
ban sao; ndi dung gidy to,
van ban phuc tap kho
kiém tra, dbi chiéu thi

B6 phan
Tiép nhan
va Tra két
qua UBND

cép xa

Phi:

2.000 dong/trang; tir

trang thir 03 tr6 1én thi moi
trang thu 1.000 dong/trang
nhung murc thu t61 da khong

qua

200.000  dong/ban.

Trang 13 can c dé thu phi
duogc tinh theo trang cua ban

chinh.

- Nghi dinh sb 23/2015/ND-CP ngay
16/02/2015 cta Chinh pha vé cap
ban sao tir s6 gdc, chung thuc ban
sao tr ban chinh, chirmg thuc chir ky
va ching thuc hop dong giao dich;

- Thong tu s6 20/2015/TT-BTP ngay
29/12/2015 cua Bo trudéng Bo Tu
phép quy dinh chi tiét va huéng dan
thi hanh mot s6 diéu ciia Nghi dinh
s6 23/2015/ND-CP ngay 16/02/2015
ctia Chinh phu vé cdp ban sao tir s6
gbc, chung thyc ban sao tir ban
chinh, ching thuc chir ky va chung
thuc hop dong giao dich;
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
A ] e g A I Can cir phap ly
hanh chinh gidi quyet thuc hién (néu co)
thoi han chung thuc duoc - Thong tu sb 226/2016/TT-BTC
kéo dai thém khong qua ngay 11/11/2016 cua B§ truong BO
qu ngay lam viéc hodc co Tai chinh quy dinh muc thu, ché do
thé dai hon theo thoa thu, ndp, quan ly va st dung phi
thuan bang van ban voi ching thuc;
nguoi yéu cau chung - Quyét dinh s6 1088/QD-BTP ngay
thuc. 18/5/2016 cua B truong B6 Tu
phap cong bo thu tyc hanh chinh
duogc sua doi trong linh vuc ching
thuc thugc pham vi chitc ndng quan
1y cua Bo Tu phép.
Chung thuc chir ky
trong gidy to, van
ban (&p dung cho 2 1 .
ca truong hop Trgng P u01? laIP viee, Salf Phi: 10.000 déng/tru:b’ng hop
, .z | khi nhan dua ho so hop 1€ \ , \
chung thuc diém < NI A . (truong hop duoc tinh 1a o
. A \ hodc trong ngay lam viéc | Nhu trén 1 A N Nhu trén
chi va truong hop | .z 27k N mot hoac nhiéu chit ky trong
.. n i | tiép theo, néu ti€p nhan Ny A < 12
nguoi  yeu cau| . X 15 iy mot giay to, van ban)
ching thuc khong y &
ky, khong diém chi
duoc)
, Trong ngay lam viéc, sau
g;“ng ia(t)hgicch ll’l‘e’fl khi nhan di ho so hop 1¢ ‘ ‘
&, 8120 CICh WM | 1 4 ¢ thé kéo dai hon .| Phi: 50.000 ddng/hop ddng, )
quan dén tai san la , A 13 < Nhu trén : ] Nhu trén
A . »_ ., | theo théa thuan bang van giao dich
dong san, quyén st |, ., By v oA A
% N ban v&1 nguoi yéu cau
dung dat, nha & .
chung thuc
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thuc hién

Phi, 1€ phi
(néu c6)

Can cir phap ly

Chung thuc di
chac

Trong ngay lam viéc, sau
khi nhan da hd so hop 1¢
hogc ¢ thé kéo dai hon
theo thoa thuin bang vin
ban v&i ngudi yéu cau
ching thuc

Nhu trén

Phi: 50.000 dong/di chtc

Nhu trén

Chung thyc van
ban tir choi nhan di
san

Trong ngay lam viéc, sau
khi nhan da hd so hop 1¢
hogc ¢ thé kéo dai hon
theo thoa thuin bang vin
ban v6i ngudi yéu cau
chirng thyc

Nhu trén

Phi: 50.000 dong/vian ban

Nhu trén

Chung thuc van
ban théa thuan
phan chia di san
ma di san la dong
san, quyén st dung
dat, nha ¢

Trong ngay lam vi¢c, sau
khi nhan da hd so hop 1é
hodc c6 thé kéo dai hon
theo thoa thuin bang vin
ban voi nguodi yéu cau
ching thuec.

Nhu trén

Phi: 50.000 dong/vin ban

Nhu trén

Chung thuc van
ban khai nhan di
san ma di san la
dong san, quyén sir
dung dat, nha &

Trong ngay lam vi¢c, sau
khi nhan da hd so hop 1¢
hogc ¢ thé kéo dai hon
theo thoa thuan bang vin
ban v&i ngudi yéu cau
chung thyc

Nhu trén

Phi: 50.000 dong/vin ban

Nhu trén
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Tén thu tuc

Thoi han

Dia diém

Phi, 1¢ phi

T ; , Cin ot ohin I¢
hanh chinh gidi quyet thuc hién (néu co) an awpiaply
Ching e igo| 712 16 i i o
sta ddi, bd sung, P .| Phi: 30.000 ddng/hop ddng, )
8 , X A hogc trong ngay lam viéc | Nhu trén : ; Nhu trén
huy bo hop dong, giao dich
. . tiép theo, néu tiép nhan
giao dich
yéu cau sau 15 gid
Phi: 2.000 dong/trang. Tir
X \ . 21 o trang thu 03 trd 1én thi moi
Cap ban sao co6 | Trong budi lam viéc, sau A
. N T A e 1A A trang thu 1.000 dong/trang
ching thyc tr ban | khi nhan du ho so hop 1€ , Z. R
. A A nhung muc thu t6i da khong n
9 |chinh hop dobng, | hodc trong ngay lam viéc | Nhu trén , A , Nhu trén
. . N quéa  200.000  dong/ban.
giao dich di duoc | tiép theo, néu tiép nhan Y .
chirng thuc yéu cau sau 15 gid Trang 1a can cir d¢ thu phi
i dugc tinh theo trang cua ban
chinh.
Trong budi léup viéc, sau
Cép ban sao fir s khi nhan dua ho so hop 1¢
10 ap hodc trong ngay lam viéc | Nhu trén Khéng Nhu trén
g0cC - A e - A A
tiép theo, néu ti€p nhan
yéu cau sau 15 gio
Trong budi 1am viée, sau
Stra 18i sai sot | khi nhan du ho so hop 1& N s
11 |trong hop ddng, hodc trong ngay lam viéc | Nhu trén 25.000 dongé?cc_;’lp dong, giao Nhu trén
giao dich tiép theo, néu ti€p nhan :
yéu cau sau 15 gio.
IV | LINH VU'C PHO BIEN, GIAO DUC PHAP LUAT (02 TTHC)
1 Cong nhan tuyén | Trong thoi han 05 ngay | Bo phan Khong - Luat Pho bién, gido duc phap lut

truyén vién phap

lam vi€c, ké tir ngay nhan

Tiép nhan

nam 2012;
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . . B T A, Can ctr phap ly
hanh chinh gidi quyet thuc hién (néu co)
luat da ho so theo quy dinh. va Tra két - Nghi dinh s6 28/2013/ND-CP ngay
qua UBND 04/4/2013 cua Chinh phu quy dinh
cap xa chi tiét mot s6 didu va bién phap thi
hanh Luat Pho bién, gido duc phap
luat;
- Thong tu s6 10/2016/TT-BTP ngay
22/7/2016 cua Bo truong Bo Tu phép
quy dinh vé bao céo vién phap luit,
tuyén truyén vién phap luét;
- Quyét dinh sé 40/QD-BTP ngay
08/01/2018 ctua Bo Tu phap vé viéc
cong bd thi tuc hanh chinh duoc
thay thé, thu tuc hanh chinh bi bai bo
trong linh vuc phd bién, gido duc
phép luat thudc pham vi chuc nang
quan ly nha nudc cua B6 Tu phap.
Cho thoi lam tuyén | 108 (01 han 03 nedy
2 |truyén vién phap am viee, ke engay DAl |- \py trén Khéng Nhu trén
lut dugc dé nghi cua ‘Cong
: chtrc Tu phép - Ho tich
V | LINH VUC HOA GIAI O CO SO (04 TTHC)
B6 phan - Luat Hf‘)a giai 61 co S(.”yAném 2.013; )
Thit tuc cdne nhay | 1O thoi han 05 ngay | Tiép nhan - Nghi ~quyét lién tich 5o
1 He CONE THAN | 13m viéc, ké tir ngay nhan | va Tra két Khong 01/2014/NQLTA2P-

hoa giai vién

du ho so theo quy dinh.

qua UBND
cap xa

UBTUMTTQVN ngay 18/11/2014
cua Chinh phu va Uy ban Trung
wong Mit tran T6 qudc Viét Nam
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Tén thii tuc Thoi han Pia diém Phi, 1¢ phi s
TT . . e B T A, Can ctr phap ly
hanh chinh gidi quyet thuc hién (néu co)
hudng dan phdi hop thuc hién mot s0
quy dinh cua phap luat vé hoa giai ¢
CO SO;
- Quyét dinh s6 2338/QD-BTP ngay
06/9/2018 cua B¢ truong By Tu phap
vé viéc cc}ng bo tha tuc hanh chinh
dugc chuan hoa trong linh vuc hoa
gidi ¢ co sé thudc pham vi chirc nang
quan 1y ciaa Bo Tu phap.
A A : | Trong thoi han 05 ngay
o |COng  mhdn 10| " e K& tirngdy nhan | Nhu trén Khéng Nhu trén
trudng t6 hoa giai ) 1A A
da ho so hop 1¢€.
Trong thoi han 05 ngay
, ae s lam viée, ké tir ngay nhan
3 T!lu tuc .tAhOI lam dugc vian ban d& nghi| Nhu trén Khéng Nhu trén
hoa giai vién M SN
hoac bao cao vé viéc thoi
lam hoa giai vién.
- Trong thoi han 05 ngay - Luat‘Hc‘)a gl@;l 0 co sé nam 2013; ‘
lam viée, ké tir ngay nhan - Nghi dinh s6 15/2014/ND-CP ngay
dit hd so theo quy dinh, 27/02/2014 cua Chinh phu quy dinh
Té hoa gii thuc hién tré chi tiét mot s6 di€u va bién phap thi
Thanh toan thu lao | | o . A 3 At hoa giai ¢ 5
4 thu lao cho hoa giai vién | Nhu trén Khong hanh Lugt hoa gidi & co 50,

cho hoa gii vién

theo quyét dinh cua Uy
ban nhan dan cap xa trong
thoi han 03 ngay, ké tur
ngay nhan dugc thu lao.

- Quyét dinh s6 2338/QD-BTP ngay
06/9/2018 cua Bo truong Bo Tu phép
vé viéc cong bd thu tuc hanh chinh
dugc chuan héa trong linh vyc hoa
giai ¢ co s¢ thugc pham vi chirc nang
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TT

Tén thu tuc
hanh chinh

Thoi han
giai quyét

Pia diém
thuc hién

Phi, 1€ phi
(néu c6)

Can cir phap ly

quan 1y ciaa Bo Tu phap.

UY BAN NHAN DAN TINH
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PHAN II. NOI DUNG QUY TRIiNH NOQI BQ THU TUC HANH

CHINH THUQC THAM QUYEN QUAN LY CUA NGANH TU
PHAP AP DUNG TAI UBND CAP XA TREN DPIA BAN TiNH HA TiNH

I. LINH VUC HO TICH

1. Pang ky khai sinh

1 KY HIEU QUY TRINH QT.HT.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thyc hién TTHC: Khong
2.2 | Cach thirc thuc hién TTHC:
- Nguoi ¢ yéu cau ding ky khai sinh tryc tiép thuc hién hoic uy quyén cho nguoi khac
thuc hién viéc dang ky khai sinh.
- Tryc tiép tai BO phan Tiép nhn va Tra két qua UBND cap x4 hodc giri ho so qua hé
thong buu chinh.
. A 1A A, Ban | Ban
2.3 | Thanh phan hé so, bao gom: chinh | sao
* Gidy to phdi ngp:
- T khai dang ky khai sinh, theo mau BM.HT.01.01; X
- Ban chinh Gidy ching sinh X
Truong hop khéng c6 Gidy ch(rng sinh thi ndp van ban cia nguodi lam
ching xac nhén vé viéc sinh; néu khong c6 nguoi lam ching thi phai co
gidy cam doan vé viéc sinh; trudng hop tré em bi bo roi thi phai c6 bién
ban vé viéc tré bi bo roi do co quan c6 tham quyén 1ap;
- Van ban xac nhan cua co Oy té d3 thuc hién ky thuat hd trg sinh san X
cho viéc mang thai hg do6i véi truong hop khai sinh cho tré em sinh ra do
mang thai ho.
- Truong hop uy quyén cho ngudi khac 1am thay thi phai ¢ van ban uy X
quyén dugc cong ching, chung thuc theo quy dinh cua phap luat.
- Giy to chimg minh thudc gia dinh cé cong véi cach mang, ngudi thudc X

ho nghéo, nguoi khuyét tat (néu co).

* Gidy to phdi xudt trinh:
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- Ban chinh mot trong cac gidy t& chirng minh nhén than 1a: Gidy CMND, X
Ho chiéu, Thé cin cudc cong dan hodc gidy td khac co dan anh va thong
tin c4 nhan do co quan c6 thim quyén cip, con gia tri sir dung ctia nguoi
yéu cau ding ky khai sinh;

- Ban chinh gidy to chimg minh noi cu tri ciia nguoi cha hodc nguoi me X
dé chung minh tham quyén dang ky khai sinh (chi ap dung trong giai
doan chuyén tiép;

- Gidy chung nhan két hén cua cha, me tré em (néu cha, me c6 ding ky X
két hon; chi ap dung trong giai doan chuyén tiép).

* Liew y khi nép hé so:
Truong hop gui ho so qua h¢ thong bueu chinh thi phdi giri kém theo ban sao c6 ching
thuc cac giay to phai xuat trinh.

2.4

S6 lwong ho so: 01 b

2.5

Thoi han giai ’quyét: Ngay sau khi nhén du h6 so hop 18 (nhén ho so sau 15 gio ma
khong giai quyét duogc ngay thi tra két qua trong ngay lam viéce tiép theo).

2.6

Dia diém tiép nhin ho so va tra két qua giai quyét TTHC:
B0 phan Tiép nhan va Tra két qua cia UBND cip x4

2.7

Co quan thuc hién:

- UBND cép xi noi cu tri ciia ngudi cha hodc ngudi me thuc hién ding ky khai sinh cho
tré em;

- UBND cip x4 noi lap bién ban vé viéc tré bi bo roi d6i v6i truong hop dang ky khai
sinh cho tré bi bo roi.

Co quan c6 thAim quyén quyét dinh:

- UBND cép x4 noi cu tri ciia ngudi cha hodc ngudi me thue hién ding ky khai sinh cho
tré em;

- UBND cap xi noi 1ap bién ban vé viéc tré bi bo roi ddi voi truong hop dang ky khai
sinh cho tré b1 bé roi.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

P6i twong thwe hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:
- Hb so du diéu kién: Gidy khai sinh.
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién cip Gidy khai sinh.

2.10

Quy trinh xir ly cong viéc
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TT Trinh tu Tréach nhi¢m Thoi Biéu mau/Két
gian qua
Tiép nhan hd so:
- Truong hop hd so chua day du, hop Mau 01, 02 (néu
B1 1¢: Hudng dan nguodi ndp hd so bd | Cong chirc Tu | Gid hanh | c6), 06 va Ho so
sung, hoan thién theo quy dinh; phap - Ho tich chinh | theo muyc 2.3
- Truong hop hd so day du, hop 16 thi
tiép nhan ho so.
Kiém tra, xem xét hd so:
- Néu du diéu kién: Ghi ndi dung khai Mau 05 Du thao
sinh vao Sb ding ky khai sinh, cap Gidy khai sinh
nhap dir lié}l vao phan mém ho tich, in Co hite T hodc du thao vin
B2 | du thio Gidy khai sinh; r‘]’;g_CH‘f"t. E 0l gid |ban thong bao
- Néu khéng dir diéu kign: Dy thao | PP 0 1€ khong du  didu
vian ban thong bao khong du diéu kién kién cap Giay
cap Giay khai sinh; khai sinh
Trinh lanh dao UBND cip xa.
Mau 05 Giay khai
Ky du thao két qua giai quyét thu tuc Lanh dao . Slrlh hoa,c van Pan
B3 | ; . Lo ¥, gio | thbng bao khong
hanh chinh UBND cap xa A 1Al X
da diéu kién cap
Gidy khai sinh
Mau 05 Giay khai
Phat hanh vin ban va tra két qua cho Cong chirc . Slrlh hoa,c van lA)an
B4 cong chirc Tu phép - Ho tich Vian phong 72 8l thong‘ bao khor]g
T da diéu kién cap
Giy khai sinh
Mau 01, 06 Gidy
khai sinh hoac
B5 Chuyén nguoi dan ky vao S6 dang ky | Coéng chirc Tu | Gio hanh | vin ban  thong
khai sinh va tra két qua phap - H¢ tich chinh | bao khong du
diéu kién  cép
Gidy khai sinh
* Truong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngay truée ngdy hét
han xir Iy, cong chirc Tw phdp - H9 tich trinh Chii tich UBND cdp xd ky ban hanh phiéu
xin 16i va hen lai ngay tra két qua dé giri cho to6 chirc, cd nhan.
3 |BIEUMAU

Ghi chl: Cdc Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
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ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 @j

Mau 01.docx
Giay tiép nhan ho so va hen tra két qua

Mau 02 IEH

Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so

Mau 03 'Ej
Mau 03.docx
Phiéu tir choéi ti€p nhan giai quyét ho so
Miu 04 @j
Mau 04.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 |Ej

Mau 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so

@H

Mau 06 Mau 06.docx

S0 theo ddi ho so

o]
BM.HT.01.01 BM.HT.01.01.docx
To khai dang ky khai sinh

4 |HOSOLUU:

- Méu 01, 02, 03, 04 (néu ¢6), 06 luu tai B phan Tiép nhan va Tra két qua cia UBND
cap xa. Mau 01, 05 luu theo ho so;

- Hd so dau vao theo muc 2.3;

- S6 dang ky khai sinh;

- Vin ban thong bao khong du diéu kién cip Gidy dang ky khai sinh (néu co);

- Phan mém http://hotich.moj.gov.vn.

H6 so duoc luu tai UBND cép x4, thoi gian lwu trir S6 dang ky khai sinh 14 vinh vién, con céc
giay to khac thyc hién luu theo quy dinh cua Luat HO tich va cac van ban hudng dan thi hanh.
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2. Pang ky khai sinh c6 yéu t6 nwéc ngoai tai khu vue bién giéi

1 KY HIEU QUY TRINH QT.HT.02
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thwc hién TTHC:
- Cong dan nudc lang giéng 1a me hodc cha cua tre phai thuong tra tai don vi hanh chinh
trong dwong cap x3 cta Viét Nam tiép gidp véi xa ¢ khu vuc bién gidi cua Viét Nam
noi cong dan Viét Nam la cha hoac me cua tré thuong tru.
- Gidy to do cO quan co thAm quyén cua nudc lang gjéng 1ap, cdp hodc xac nhin phai
duoc dich ra tiéng Viét va c6 cam két cia nguoi dich vé viée dich dung ndi dung.
2.2 | Cach thire thuc hién TTHC:
- Nguoi ¢ yéu cau dang ky khai sinh tryc tiép thuc hién hodc uy quyén cho nguoi khac
thuc hién viéc dang ky khai sinh.
- Tryc tiép tai BO phan Tiép nhan va Tra két qua UBND cip x4 hodc giri hd so qua hé
thong buu chinh.
5 A LA A Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi ngp:
- T& khai dang ky khai sinh, theo mau BM.QT.02.01; X

- Ban chinh Giay ching sinh; truong hop khong cd Gidy chig sinh thi X
ndp van ban ctia nguoi lam chimg xac nhan vé viéc sinh; néu khong co
nguoi [am chung thi phai ¢6 gidy cam doan vé viéc sinh;

- Van ban xac nhan cua co s0' y té da thuc hién k¥ thuat ho tro sinh san X
cho viéc mang thai hd doi véi truong hop khai sinh cho tré em sinh ra do
mang thai ho;

- Vin béan théa thuén cta cha, me vé viéc chon quéc tich cho con. Truong X
hop cha, me chon quéc tich nudc ngoai cho con thi van ban thoa thuin
phai c6 xac nhan cia co quan nha nudc cé thim quyén cua nudc ngoai
ma nguoi do 1a cong dan;

- Ban sao gidy to chimg minh nhan than, ching minh noi thuong trii & X
khu vuc bién gidi cua cong dan nudce lang giéng;

- Truong hop uy quyén cho ngudi khac 1am thay thi phai c¢6 vin ban uy X
quyén dugc cong chung, chiing thuc theo quy dinh cua phap luat;
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- Gidy t& ching minh thudc gia dinh c6 céng v6i cach mang, ngudi thude X
ho ngheo, ngudi khuyét tat (néu co).

* Gidy to phdi xudt trinh:

- Ban chinh mét trong cac gidy to ching minh nhén thén la Gidy CMND, X
Ho chiéu, Thé cin cudc cong dan hoac glay td khéac c6 dan anh va thong
tin ca nhan do co quan c6 tham quyén cdp, con gia tri sir dung cua ngudi
yéu cau ding ky khai sinh;

- Ban chinh glay to ching minh noi thuong tra cua cha hodc me la cong X
dan Viét Nam dé xac dinh thAm quyén ding ky khai sinh (chi 4p dung
trong giai doan chuyén tiép;

- Gidy chung nhan két hén cua cha, me tré em (néu cha, me c6 ding ky X
két hon; chi 4p dung trong giai doan chuyén ti€p).

* Luew y khi nép ho so:
Truong hop giii ho so qua hé thong buu chinh thi phai gii kém theo ban sao c6 ching
thuc cac giay to phai xuat trinh.

2.4

S6 lwong ho so: 01 bo

2.5

Thoi han giai quyet Ngay sau khi nhan da ho so hop 18 (nhan ho so sau 15 gio ma
khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo).

2.6

Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
B0 phan Tiép nhan va Tra két qua cia UBND cip x4

2.7

Co quan thuc hién:

UBND cép x4 & khu vuc bién gi6i noi cong dan Viét Nam thuong tra.
Co quan c6 thAm quyén quyét dinh: Khong.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thwe hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:
- H so du diéu kién: Gidy khai sinh.
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw Trach nhiém | Thoi Biéu miu/Két qua
gian
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Tiép nhan ho so:
- Truong hop hd so chua day du, hop

Mau 01, 02 (néu co),

1é: Huéng dan nguoi ndp hd so bod Cong Chu’CA 910 06 va HO so theo
Bl Tu phap - HO hanh
sung, hoan thleg theo quy dinh; tich chinh | ™¥° 2.3
- Truong hop ho so day du, hop 1€ thi ’
tiép nhan ho so.
Kiém tra, xem xét hd so:
- Néu du diéu kién: ghi noi dung khai
sinh vao Sb ding ky khai sinh, cap Mau 05
nhap dir li€u vao phan mém hd tich, in Cong chuc Du thao Giéy khai
B2 | du thao Gidy khai sinh; Tuphap-Ho | 01 gid |sinh hodc vin ban
- Néu khong du diéu kién: Dy thao tich thong bao khong du
vian ban théng bao khong du diéu diéu kién
kién;
Trinh lanh dao UBND cip xa.
, e Linh dao o MauOs
B3 I§y du thao k.et qua gidi quyét thu tuc UBND 112 gio Giay khai sinh hoac
hanh chinh tai B2 I van ban thong bao
cap xa khong du didu kién
Mau 05
B4 Phat hanh vin ban va tra két qua cho | Cong chirc 12 gic Gidy khai sinh hodc
cong chirc Tu phép - Ho tich Vian phong van ban thong bao
khong du diéu kién
. , . Mau 01, 06
gg | Chuyén ngudi dan ky vio S5 dang ky Congchic | GIO | cixo ypai sinh hodc
5 A A \ Tu phap - H hanh 5 ) " :
khai sinh va tra két qua tich hinh | van ban thong bao
1C cnin o s 4t A T
khong du dicu kién
* Truwong hop ho so qud han xit Iy, trong thoi gian chdm nhat 0/ ngay trudc ngay hét
han xit Iy, cong chicc Tu phdp - HY tich trinh Chu tich UBND cdp xd ky ban hanh phiéu
xin 16i va hen lai ngay tra két qua dé givi cho t6 chire, cd nhan.
3 |BIEUMAU

Ghi chi: Cac Mau 01, 02, 03, 04, 05, 06 &p dung theo Théng tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

Méau 01.docx
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Mau 02 'Ej
Mau 02.docx
Phiéu yéu cu bd sung hoan thién ho so
Mau 03 'Ej
Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mau 04 'Ej
MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 'EH
MAu 05.docx
Phiéu kiém soat qua trinh giai quyét ho so
]
Mau 06 MAu 06.docx
S0 theo ddi hd so
BM.HT.02.01 |E|j
BM.HT.02.01.docx
To khai dang ky khai sinh
4 |HOSOLUU:
- Méu 01, 02, 03, 04 (néu ¢6), 06 luu tai B phan Tiép nhan va Tra két qua cia UBND
cap xa. Mau 01, 05 luu theo ho so;
- Hd so dau vao theo muc 2.3;
- S6 dang ky khai sinh;
- Vian ban thong bao khong du diéu kién (néu co);
- Phan mém http://hotich.moj.gov.vn;

Hb so duge luu tai UBND cip x4, thoi gian luu trit S6 ddng ky khai sinh 1 vinh vién, con cac
giay to khac thuc hién luu theo quy dinh ctia Luat HO tich va cac van ban hudng dan thi hanh.
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3. Ping ky khai sinh cho ngudi di cé ho so, gidy to ca nhan

KY HIEU QUY TRINH QT.HT.03

NOI DUNG QUY TRINH

2.1

Piéu kién thuwe hién TTHC:

- Cong dan Vi¢t Nam cu tra trong nudc, sinh trude ngay 01/01/2016, chua dugc dang
ky khai sinh nhung d3 c6 hd so, gidy to ca nhan (ban chinh hodc ban sao dugc ching
thuc hop 1¢) nhu: Glay to tuy than; S6 ho khau; SO tam tra; gidy to khac do co quan
nha nudc c6 tham quyén cua Viét Nam cap.

- Nguoi ding ky khai sinh ¢ trach nhiém ndp day du ban sao cac gidy to, hd so ca
nhéan (n€u cd) va phai cam doan da np du cac giay t& minh c0.

2.2

Cach thire thue hién TTHC:

- Nguoi c6 yéu cau ding ky khai sinh tryc tiép thuc hién hoic uy quyén cho ngudi
khac thyc hién viéc dang ky khai sinh.

- Truc tiép tai B6 phan Tiép nhan va Tra két qua UBND cap x4 hoic qua hé thong buu
chinh.

2.3

Ban | Ban

Thanh phan ho so, bao gom: chinh | sao

* Gidy to phai ndp:

- To khai dang ky khai sinh, theo mau BM.HT.03.01; X

- Vin ban cam doan vé viéc chua duogc dang ky khai sinh; X

- Ban sao toan bo hd so, gidy to ciia ngudi yéu cau hodc hd so, gidy to, X
tai liéu khac trong d6 c6 cac thong tin lién quan dén ndi dung khai sinh
ctia ngudi d6, gom: Gidy CMND, Thé cin cudc cong dan hoic HoO
chiéu; S6 ho khau, SO tam tra, giéy to chirng minh vé noi cu tru; Béng
tdt nghiép, Giéy chtirng nhan, ching chi, hoc ba, hd so hoc tap do co
quan dao tao, quan 1y gido duc c6 thim quyén cip hoic xac nhan; Gidy
to khac c6 thong tin vé ho, chit dém, tén, ngay, thang nam sinh cua ca
nhan; Giéy to chimg minh quan h¢ cha, me, con;

- Van ban x4c nhan ctia Thu truéng co quan, don vi vé viée nhiing ndi
dung khai sinh gém ho, chit dém, tén; gidi tinh; ngay, thang, ndm sinh;
dan toc; qudc tich; qué quéan; quan hé cha, me, con phit hop v6i ho so do
co quan, don vi dang quan 1y d6i véi truong hop ngudi yéu cau dang ky
khai sinh la can bd, cong chire, vién chure, nguoi dang cong tac trong luc
lugng vii trang;
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- Trudng hop Gy quyén cho ngudi khac 1am thay thi phai ¢6 van ban ay
quyén duoc cong chimg, chimg thyc theo quy dinh cua phap luét. Néu
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chdng, anh, chi, em
rudt cta ngudi uy quyeén thi van ban uy quyén khong phai cong chung,
chting thuc nhung phai c6 gidy to chimg minh v& mdi quan hé véi
nguoi uy quyén.

- Gidy to chimg minh thudc gia dinh c¢6 cong voi cach mang, ngudi X
thudc ho ngheo, nguoi khuyet tat (n€u co).

* Gidy to phai xuit trinh:

- Ban chinh mot trong céc gidy to chimng minh nhén than la Gidy
CMND, H¢ chiéu, Thé cin cudc cong dan hodc glay to khac c6 dan anh
va thong tin ca nhan do co quan ¢ tham quyén cép, con gia tri str dung
clia nguoi yéu cau dang ky khai sinh;

- Ban chinh gidy to chitng minh noi cu tri dé xac dinh tham quyén ding
ky khai sinh (chi 4p dung trong giai doan chuyén ti€p).

* Luew y khi nép ho so:
Truong hop gui ho so qua hé thong buwu chinh thi phai gii kém theo ban sao ¢6 ching
thyc cac gidy to phdi xudt trinh.

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét:

- Trong thoi han 02 ngay lam viéc, ké tir ngdy nhan du ho so hop 18.

Trong truong hop phai xac minh thi thoi han giai quyét khong qua 13 ngay lam viéc
(khong tinh thoi gian giri van ban yéu cau va thoi gian tra 1oi két qua xac minh).

2.6

Dia diém tiép nhin ho so va tra két qua giai quyét TTHC:
B0 phan Tiép nhan va Tra két qua cia UBND cip x4

2.7

Co quan thuc hién:

UBND cap x4 noi ngudi yéu cau ding ky khai sinh cu tru.

Co quan c6 tham quyén quyét dinh:

UBND cap x4 noi ngudi yéu cau ding ky khai sinh cu tru.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: UBND cip xi noi nguoi yéu cau ding ky khai sinh cu tr trude
day.

2.8

Péi twong thwe hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:
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- Ho so du diéu kién: Gidy khai sinh.

- H6 so khong du diéu kién: Vin ban théng bao khong du diéu kién.

2.10 | Quy trinh xir ly cong viéc
TT Trinh tu Trach nhiém Thoi | Biéu miu/Két
gian qua
Tiép nhan hd R
iép nhan ho so: Mau 01, 02
- Truong hop. hd so chua day du, hop L. . 5
R , s (néu co), 06 va
1&: Hudéng dan ngudi ndp hd so bo | Cong chic Tu | Gid hanh A
Bl , e . Ho so theo
sung, hoan thién theo quy dinh; phap - Ho tich chinh muc 2.3
- Trudng hop ho so day du, hop 1é thi T
tiép nhan ho so.
Kiém tra, xem xét hd so: .
C A 1/2 ngay
- Truong hop khong phire tap: Ghi ndi
dung khai sinh vao So ding ky khai
sinh, cp nhap dir liéu vao phan mém N
ho tich, in du thao Glay khai sinh, Mau 05
trinh lanh dao UBND cép x4, chuyén Dy thao Gidy
den BS; Cong chtrc Tu khai sinh hoac
B2 : N _ i . . , N
- Trudng hop can xac minh: Dy thio | Phap - Ho tich dy thao van
van ban d€ nghi Uy ban nhan dan cap Ol ngay |ban dé nghi
X8 noi cu trd trude day cua ngudi yéu xac minh
cau dang ky lai khai sinh dé kiém tra,
xac minh vé viéc dang ky khai sinh va
viéc luu giﬁf sO0 ho tich, trinh Lanh dao
UBND cap xa.
Uy ban nhan
Uy ban nhan dén cap x4 noi cu tri trude dan cap xd nol Vin ban tra 101
PR oA A 4 1a . | cutri trude day \ X , .
B3 | day cua nguoi yéu cau dang ky lai khai , AR 05ngay |két qua xéc
. AT cua nguoi yéu .
sinh tra 161 xac minh X en 0. minh
cau dang ky lai
khai sinh
Sau khi nhan két qua xac minh:
- Néu du diéu kién: Ghi noi dung khai Mau 05
sinh vao SO dang ky khai sinh, cap Dy thao Gidy
B4 nhap dir li¢u vao phan mém ho tich, in | COng chirc Tu 1/2 ngay khai sinh hoac

du thao Gidy khai sinh;

- Néu khong du diéu kién: Dy thao
van ban thong bao khong di diéu
kién.

phap - Ho tich

van ban thong
bdao khong du
dieu kién
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Trinh ldnh dao UBND cép xa.

BS

Ky du thao két qua giai quyét thu tuc
hanh chinh

Lanh d,ao
UBND cap xa

1/2 ngay

Mau 05
Gidy khai sinh
hoac van ban
théng béo
khong du diéu
kién

B6

Phat hanh van ban va tra két qua cho
cong chirc Tu phép - Ho tich

Cong chirc Van
phong

1/2 gio

Mau 05
Gidy khai sinh
hoac van ban
théng béo
khong du diéu
kién

B7

Chuyén nguoi dan ky vao S6 dang ky
khai sinh va tra két qua

Cong chuc Tu
phap - Ho tich

Gio hanh
chinh

Mau 01, 06
Gidy khai sinh
hoac van ban
théng béo
khong du diéu
kién

* Trieong hop ho so qud han xir Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay hét
han xw Iy, cong chicc Tw phdp - Ho tich trinh Chu tich UBND cap xa ky ban hanh
phiéu xin 101 va hen lai ngay tra két qua dé gui cho to chire, ca nhan.

BIEU MAU

Ghi chi: Cde Méu 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@ﬂ

M3u 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thién ho so

@j

Mau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

@j

MAu 03.docx

42




Méu 04 'Ej
Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 'EH
MAu 05.docx
Phiéu ki€m soat qua trinh giai quyét ho so

o
Mau 06 M3u 06.docx
S6 theo ddi hd so
BM.HT.03.01 'Ej

BM.HT.03.01.docx

To khai dang ky khai sinh

4 |HOSOLUU:

- Mau 01, 02, 03, 04 (néu ¢6), 06 luu tai B phan Tiép nhan va Tra két qua cia UBND
cap xa. Mau 01, 05 luu theo ho so;

- Hd so dau vao theo muc 2.3;

- S6 dang ky khai sinh;

- Vin ban dé nghi xac minh; Vin ban tra 10i két qua xac minh (néu c6);

- Vin ban thong bao khong du diéu kién (néu co);

- Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai UBND cép x4, thoi gian luu trit S6 dang ky khai sinh 1a vinh vién, con céac
giay to khac thuc hién Iuu theo quy dinh ctia Luat HO tich va cac van ban hudng dan thi hanh.
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4. Pang ky khai sinh luu dong

1 KY HIEU QUY TRINH QT.HT.04
2 | NOI DUNG QUY TRINH
2.1 | Diéu kién thwe hién TTHC:
Tré em sinh ra mé cha me bi khuyét tat, dm bénh khong thé di dang ky khai sinh cho
con; cha me bi bat, tam giam hodc dang thi hanh 4n phat tu ma khépg con ong ba noi,
ngoai va ngudi than thich khac hodc nhitng ngudi nay khong c6 di€u kién di dang ky
khai sinh cho tré.
2.2 | Cach thirc thue hién TTHC:
Truc tiép tai nha riéng hodac tai dia diém t6 chuc dang ky Iuu dong.
. A 1A A, Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai nop:
- To khai dang ky khai sinh, theo mau BM.HT.04.01; X
- Ban chinh Gidy ching sinh;
Truong hop khong co Gidy chig sinh thi ndp vin ban cia ngudi lam X
ching xac nhéan vé viéc sinh; néu khong co6 nguoi lam ching thi phai
co gidy cam doan v€ vi¢c sinh;
- Van ban xac nhan cua co SOy té da thuc hién k¥ thuat hd trg sinh san
cho viéc mang thai ho doi véi truong hop khai sinh cho tré em sinh ra X
do mang thai ho;
- Gidy to chtng minh thugc gia dinh c6 cong voi cach mang, nguoi X
thudc ho nghéo, ngudi khuyet tat (néu c0).
* Gidy to phai xuit trinh:
- Ban chinh mét trong cac gidy to chirmg minh nhan than la: Gidy
CMND, Ho chiéu, Thé cin cudc cong din hoidc glay to khac c6 dan X
anh va théng tin ca nhan do co quan c6 tham quyén cip, con gia tri sir
dung cua ngudi yéu cau dang ky khai sinh;
- Ban chinh gidy to ching minh not cu tri cia nguoi cha hodc nguoi
me dé ching minh thaim quyén dang ky khai sinh (chi 4p dung trong X

giai doan chuyén tiép);
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- Giay chuing nhén két hon cta cha, me tré em (néu cha, me c6 dang ky

két hon; chi ap dung trong giai doan chuyén tiép).

2.4 | S6 lwgng ho so: 01 bd
2.5 | Thoi han giai quyét:
Trong 03 ngay lam viéc, ké tur ngay nhan du hd so hop 1¢.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
Truc tiép tai nha riéng hodc tai dia diém t6 chuc dang ky luu dong.
2.7 | Co quan thyc hién: UBND cép x4 noi cu tra ciia ngudi cha hodc ngudi me.
Co quan c6 thAm quyén quyét dinh: UBND cip x4 noi cu trii ctia ngudi cha hodc
nguol me.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thue hién TTHC: Cé4 nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy khai sinh.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Tréch Thoi gian | Biéu miu/Két
nhiém qua
Tiép nhan ho so:
S e 42 : T hoa
Tai dia diém dang ky ho tich luu ;Ogégi (i)gc . )
dong, cdng chic Tw phap - HO tich | , SVt B Mau 01, 02 (néu
. x A x e o ong chire | hanh chinh . Y
huéng dan nguoi yéu cau dién day du . N c6), 06 va HO so
Bl N : . e , .| Tu phap - tuy theo
thong tin trong To khai ding ky khai ~ X theo muc 2.3
. 2 VNS . Ho tich thuc tien
sinh; kiém tra cac gidy to lam co so thue hién
cho viéc dang ky khai sinh, viét Phiéu A
£ A nhiém vu
tiép nhan ho so.
Kiém tra, xem xét ho so:
- Néu du diéu kién: Ghi ndi dung Mau 05
khai sinh vao S6 ding ky khai sinh, | .. , Dy thao Gidy
A A e TiAL A A < | Cong chuc C .
By | €p nhap dir li¢u vao phan mém ho Tu phép - 1.5 ngay khai sinh hoac du
tich, in du thao Giay khai sinh. H6 tich ' thao Van ban

- Néu khong du dicu kién: Dy thao
Van ban thong bao khong du dicu
kién.

thdng bao khong
du diéu kién
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Trinh ldnh dao UBND cip xa.

Mau 05
~ Dy thao Gidy
, . 1A e L e Lanh dao CL. .
B3 K‘y du t1,1a0 két qua giai quyéet thu tuc UBND céip 1/2 ngay khqal Slnhvhoac du
hanh chinh X3 thao Van ban
thdng bao khdng
dua dicu kién
Mau 05
) Dy thao Gidy
B4 Phat hanh vian ban va tra két qua cho | Cong chirc 1/2 oig | Khai sinh hodc du
cong chirc Tu phép - Ho tich Vén phong & thaio Van ban
thdng bao khong
du dicu kién
Trong hodc | vz 01, 06
q 9 ngoai  gio N
Chuyén nguoi dan ky vao S6 diang | Coéng chirc | hanh chinh Du_ jchao vG1ay
, . o 1 4 \ A . N khai sinh hoac du
B5 | ky khai sinh va tra két qua cho cong | Tuphap - |tuy  theo \ - ,
A A .x_|thao Van ban
dan Ho tich thuc tién | , N
.. | théng bao khéng
thwue hién | .2 "~ .
A du diéu kién
nhiém vu
* Triong hop hé so qud han xik Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay hét
han xu 1y, cong chicc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin 1oi va hen lai ngay tra két qua dé gui cho to chirc, ca nhan.
3 | BIEUMAU

Ghi chl: Cde Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan hd so va hen tra két qua

@j

Mau 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thién ho so

@ﬂ

M3u 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét hd so

@j

M3u 03.docx
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Méu 04 'Ej
Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 'Ej
Mau 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so

o
Mau 06 M3u 06.docx
S6 theo doi ho so
BM.HT.04.01 'Ej

BM.HT.04.01.docx

To khai dang ky khai sinh

4 |HOSOLUU:

- Miu 01, 02, 03, 04 (néu ¢6), 06 luu tai B phan Tiép nhan va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;

- Hd so dau vao theo muc 2.3;

- S6 dang ky khai sinh;

- Vin ban thong bao khong du diéu kién (néu co);

- Phan mém http://hotich.moj.gov.vn.

H6 so duoc luu tai UBND cép x4, thoi gian luu trir S6 dang ky khai sinh 1a vinh vién, con céc
gidy to khac thyc hién luu theo quy dinh ctia Luat HQ tich va cac van ban hudng dan thi hanh.
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5. Lién thong cac thi tuc hanh chinh vé ding Ky khai sinh, diing ky thwong tru,
cap thé bao hiém y té cho tré em dwdi 06 tuoi

1 KY HIEU QUY TRINH QT.HT.05

2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC: Khong.

2.2 | Cach thirc thuc hién TTHC:

Nguoi co yéu cau thuc hién tryc tiép hodc iy quyén cho ngudi khac thuc hién tai

UBND cép xi.
. A 1A A, Ban | Bin
2.3 | Thanh phan ho s, bao gom: chinh | sao
* Gidy to phai ndp:
- TS khai dang ky khai sinh, theo mau BM.HT.05.01; X
- To khai tham gia bao hiém y té, theo mau BM.HT.05.03; X
- Phiéu bao thay doi ho khau, nhan khau, theo mdu BM.HT.05.02; X

- Ban chinh Gidy chiing sinh do co so y té noi tré em sinh ra cip;
néu tré em sinh ra ngodi co sé y té thi gidy ching sinh dugc thay
bang vin ban xac nhan cta ngudi lam ching; truong hop khong c6 X
ngudi 1am chimg thi nguoi di khai sinh phai 1am gidy cam doan vé
viéc sinh 14 c6 thuc. Pdi voi truong hop tré em bi bo roi thi ndp bién
ban vé viéc tré em bi bo roi thay cho gidy ching sinh.

Truong hop dang ky khai sinh cho tré em sinh ra do mang thai hd X
thi nop thém van ban xac nhan ctia co so'y té da thuc hién k¥ thuat
ho trg sinh san cho viéc mang thai ho.

- Ban chinh S6 hd khau.

Truong hop tré em cd cha, me¢ nhung khong dang ky thuong tra
cung cha, m¢ ma dang ky thuong trii cung véi ngudi khéc thi phai X
coy kién béng van ban cua cha, me, c6 xac nhan cia UBND cép Xa;
¥ kién ddng ¥ ctia chi ho va SO ho khau cua chu hd.

- Truong hop uy quyén cho ngudi khac 1am thay thi phai ¢6 vin ban
uy quyén dugc cong chiing, chiing thuc theo quy dinh ctia phap luat. X
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- Gidy t& ching minh thudc gia dinh c6 cong véi cach mang, nguoi X
thudc ho ngheo, nguoi khuyét tat (néu co).

* Gidy to phai xuit trinh:
- Ban chinh mét trong cac gidy t& ching minh nhan than la Gidy
CMND, Ho6 chiéu, Thé cin cudc cong dan hoic glay to khac co dan X
anh va thong tin ca nhan do co quan co6 tham quyén cap, con gia tri
sir dung ctia ngudi yéu cau;

- Giéy chirng nhan két hon cta cha, me tré em (néu cha, me c6 dang
ky két hon; chi ap dung trong giai doan chuyén tiép).

2.4 | S6 lwong ho so: 01 bd

2.5 | Thoi han giai quyét:
Khéng qua 10 ngay la‘lm viéc, ké tir ngay nhan du ho so hop 1é. Trong do:
- Uy ban nhén dan cap xa: Thuc hién dang ky khai sinh ngay trong ngay; truong hop
ho so tlep nhén sau 15 gio ma khong giai quyét dugc ngay trong ngay thi tién hanh
giai quyet trong ngay lam vi¢c tlep theo.
Sau khi dang ky khai sinh xong, UBND cép xd c6 trach nhiém lap va chuyén ho so
dang ky thuong tra va hd so cap thé bao hiém y té cho tré em dudi 06 tudi dén co
quan c6 tham quyén trong thoi han 01 ngay lam viéc.
- Co quan dang ky cu tri va Bao hlqm xd hoi cap huyén thuc hi¢n dong thoi viéc
dang ky thuong tra va cap the bao hiém y t€ cho tré em dudi 06 tudi trong thoi han
cu thé nhu sau:
+ Co quan dang ky cu tru: Khong qué 07 ngay lam viéc.
+ Béo hiém xa hoi cap huyén: Khong qua 05 ngay lém viéc.
Truong hop hd so chua dung quy dinh ma UBND cép xi phai hoan thién hd so theo
yéu cau cua co quan ding ky cu tri, Bao hiém x hoi thi thoi han giai quyét duoc
kéo dai thém khong qua 01 ngay lam viéc.
Déi voi cac xa cach xa try s¢ co quan Bao hiém x4 hoi cdp huyén hogc co quan dang
ky cu tr tir 50 km tr¢ 1€n, giao thong di lai khé khan, chua dugc két ndi Internet thi
thoi han tra két qua dugc kéo dai thém nhung khong qua 03 ngay lam viéc.

2.6 | Dia diém tiép nhan hd so va tra két qua gidi quyét TTHC:
B0 phan Tiép nhan va Tra két qua cia UBND cip x4.

2.7 | Co quan thue hién: UBND cip x3, co quan ding ky cu tra va Bao hiém x4 hoi cap

huyén.

Co quan co tham quyén quyét dinh: UBND cép x4, co quan ding ky cu tri va
Bao hiém x4 hoi cp huyen

Co quan dwoc iy quyén: Khong.

Co quan phdi hop: Khong.

49




2.8 | Pdi twong thue hién TTHC: Cé nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy khai sinh, S6 ho khau da dang ky thuong trii cho tré em,
Thé bao hiém vy té.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Trach nhiém Thoi Biéu mau/Két
gian qua
Tiép nhan ho so
- Truong hop ho so chua déy du, hop M’ﬁu 01, 02
B1 1¢: Hudng dan ngudi ndp hd so bod | Cong chizc Tu | Gid hanh (nél{ co), 06
sung, hoan thién theo quy dinh; phap - HO tich chinh va Ho so theo
- Truong hop ho so day di, hop 1¢ muc 2.3
thi tiép nhan hd so.
Kiém tra, xem xét ho so: ~
- Trwomg hop di didu kicn: Vao S Mau 0>
dang ky khai sinh, cap nhat vao phan Du’_ th-ao Gli‘y
mém ho tich, in du thao Gidy khai | khai sinh hodc
L Cong chuc Tu s du thao vin
B2 | sinh; ] . Y2 ngay ;
. A R phap - Ho tich ban théng bao
- Truong hop khong du diéu kién: khong d dleu
Dy thdo van ban thong bao khong du
didu kién cdp gidy khai sinh; kién cap giay
' . khai sinh
Ttrinh 1anh dao UBND cap xa.
Mau 05
Gidy khai sinh
cua c4 nhan
B3 Ky dy thao gidy khai sinh cho cong Lénh dao v i hodc van ban
dan UBND cép xi & thong bao
khong du dleu
kién cip gidy
khai sinh
Mau 05
Gidy khai sinh
B4 Phat hanh van ban va tra két qua cho |  Cong chiic v, gic fluil ca nl;a}n
cong chirc Tu phap - Ho tich Vian phong 2810 oac van ban

thong béo
khong du dleu
kién cap gidy
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khai sinh

Mau 05, 06
- Truomg hop du didu kién: Chuyén 0Olngay | Gidy khai sinh
A L oone QA s , : cua c4 nhan
nguoi dan ky vao SO dang ky khai hod in b
sinh, tra Giay khai sinh; Lap ho so tf?? ¢ van ba,m
dang ky thuong tra, hd so dé nghi khong di did a0
BS cap thé bao hiém y té d¢ UBND cép | Cong chiic Tu Kia ong fu 1eu
xa chuyén hd so dén co quan dang | phap - H¢ tich ién cap glay
e khai sinh; HO
Ky cu tru va Bao hiém xa hoi cap Gi6 hanh - ,
. so dang ky
huyén. chinh ‘ > 3
. . Ve g thuong tra, ho
- Truong hop khong du diéu kién: A VX
VSR b A A so dé nghi cap
Tra van ban thong bao khong du diéu 2 a1
IR > . A thé bdo hi€m y
kién cap giay khai sinh cho ca nhan. &
+ Co
quan
dang ky
cu tru:
Khéng
qua 07 Mau 05
Kiém tra hd so, thuc hién viéc dang CO, quan fiar}g n.gAay lam S? ho khau daj‘
e R ST R A ky cutriva | Vigc. dang ky
B6 | ky thuong tra va cap thé bao hiém y Py S \ : ,
7 \ . 2. Bao hiémxa |+ Bao | thuong tra cho
té cho tré em dudi 06 tuoi A X o .2 | i
hoi cap huyén | hiém Xa | tré  em, T’he
hoi  cap | bdo hiem y té
huyén:
Khéng
qua 05
ngay lam
viéc.
Mau 05
Chuyen két qua dang ky thuong tra Ckor’ dquan fiar}g S? h¢ khau d%
y cu tru va R dang Ky
B7 | va cdp thé bao hiém y té cho tré¢ em 1A 01 ngay € ,
Béo hiém xa thuong tra cho
dudi 06 tudi cho UBND cap xa ne X R , ,
hoi cap huyén tre em, The
bao hiém y té
Néu khong du diéu kién tha tuc nao | UBND cép x4, x
) LA A , - Mau 05
thi co quan d6 xay dung thong bao | Co quan déng Vin ban thé
B8 | khong du diéu kién giai quyét tha tuc | kycutrava | 1/2ngay | '2n ban thong

hanh chinh gtri cho UBND gép xa dé
thong bao cho nguoi dan biét

Béo hiém xa
hdi cap huyén

bao khoéng du
dicu kién
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Mau 01, 06
Gidy khai sinh;
S6 ho khau da
dang ky
thuong tra cho

g | Tra két qua cho ca nhan va vao So | Cong chic Tu | Giorhanh 06 e The
theo doi ho so phap - Ho tich chinh NS X
bdo hi€m y té
hoac Van ban
théng béo
khong du diéu
kién
3 | BIEUMAU

Ghi chl: Cdc Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-
VPCP ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 Eﬂ
MAu 01.docx
Giy tiép nhan ho so va hen tra két qua
Mau 02 @H
Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so
Mau 03 Eﬂ
Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
Mau 04 |ﬂ|j
Mau 04.docx
Phiéu xin 15i va hen lai ngay tra két qua
M&u 05 |Ej
Mau 05.docx
Phiéu ki€m soat qué trinh giai quyét ho so
]
Mau 06 Mau 06.docx

S6 theo doi ho so
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BM.HT.05.01 |Ej

BM.HT.05.01.docx
To khai dang ky khai sinh

BM.HT.05.02 Eﬂ

BM.HT.05.02.docx
Phiéu bao thay doi ho khau, nhan khau

BM.HT.05.03 | T& khai tham gia, diéu chinh thong tin bao hiém x4 hoi, bao hiém

]
BM.HT.05.03.docx
y té

4 |HOSOLUU:

- Mau 01, 02, 03, 04 (néu co), 06 luu tai B phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- H6 so dau vao theo muc 2.3;

- S6 dang ky khai sinh;

- Vin ban thong bao khong du diéu kién cip gidy dang ky khai sinh (néu c6);

- Van ban tra 101 cta co quan cong an hodc co quan bao hiém xa hoi vé viéc khong
dua diéu kién (n€u co);

- Phin mém http://hotich.moj.gov.vn.

H6 so dugc luu tai UBND cip xa, thoi gian luu trit S6 dang ky khai sinh 14 vinh vién, con
cac giay to khac thuc hién luu theo quy dinh cia Luat HO tich va cac van ban hudng dan thi
hanh.
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6. Lién thong cac thu tuc hanh chinh vé diang ky khai sinh, cAp thé bao hiém
y té cho tré em dudi 06 tuoi

1 KY HIEU QUY TRINH QT.HT.06

2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwe hién TTHC:

Khong.

2.2 | Cach thirc thue hién TTHC:

Nguoi co yéu cau thuc hién truc tiép hodc uy quyén cho ngudi khac thuc hién tai

UBND cép x4.
. A LA A, Ban | Bin
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai ndp: y
- To khai dang ky khai sinh, theo mau BM.HT.06.01;
- To khai tham gia bao hiém y té, theo miu BM.HT.06.02; X

- Ban chinh Gidy chtng sinh do co s¢ y té noi tré em sinh ra cip;
néu tré em sinh ra ngodi co sé y té thi gidy ching sinh dugc thay X
bang van ban xac nhan cta ngudi lam ching; truong hop khong c6
nguodi lam ching thi ngudi di khai sinh phai lam gidy cam doan vé
viéc sinh 1a c6 thyc. Ddi v6i trudng hop tré em bi bo roi thi ndp bién
ban vé viéc tré em bi bo roi thay cho gidy ching sinh;

Truong hgp dang ky khai sinh cho tré em sinh ra do mang thai hg
thi ndp thém van ban xac nhan cua co s6' y té d3 thyc hién ky thuat X
hd trg sinh san cho viéc mang thai ho;

- Truong hop uy quyén cho ngudi khac 1am thay thi phai c6 vin ban
uy quyen dugc cong chirng, chirng thuc theo quy dinh ctia phap luat;

- Gidy to chitg minh thudc gia dinh c6 cong véi cach mang, ngudi X
thudc ho ngheo, nguoi khuyét tat (néu co).

* Gidy to phai xuét trinh:

- Ban chinh mot trong cac gidy to chimg minh nhan than la Gidy
CMND, Ho chiéu, Thé cin cudc cong dan hodc glay to khac c6 dan | X
anh va thong tin ca nhan do co quan c6 thAm quyén cép, con gia tri sir
dung cta nguoi yéu cau;

- Giay ching nhan két hon cua cha, me tré em (néu cha, me¢ c¢6 dang X
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ky két hon; chi ap dung trong giai doan chuyén tiép).

2.4 | S6 lwong ho so : 01 bd
Thoi han giai quyét:
Khéng qué 07 ngay lém viéc, ké tir ngay nhan du hd so hop 18. Trong d6:
- Uy ban nhan dan cap xa: Thyc hién dang ky khai sinh ngay trong ngay; truong hop
hd so t1ep nhén sau 15 gio ma khong giai quyét dugc ngay trong ngay thi tién hanh
giai quyet trong ngay lam viéc t1ep theo.
Sau khi dang ky khai sinh xong, UBND cfipq xa ¢0 trach nhiém lap va chuyén hd so
cap thé bao hi€m y té cho tré em dudi 06 tudi dén Bao hiém xa hdi cap huyén trong

25 thot han 701 ngay 1érr} viéc. , q , 9
- B4o hiém xa hoi cap huyén thuc hién cap thé bao hiém y t€ cho tré em dudi 6 tuoi
trong thoi han 05 ngay lam viéce.
Truong hop ho so chua dung quy dinh ma UBND cap x4 phai hoan thién ho so theo
yéu cau cua Bao hiém xa hoi thi thot han gidi quyét dugce kéo dai thém khong qua 01
ngay lam viéc.
Ddi véi cac xa cach xa tru sé co quan Bao hjém xa hoi cap huyén tir 50 km tr¢ lén,
giao thong di lai kho khan, chua dugc két noi Internet thi thoi han tra két qua dugce
kéo dai thém nhung khong quéa 03 ngay lam viéc.

26 Pia diém tiép nhén ho so V:)l tra két qua giai quyé't TTHC:

' B9 phan Tiép nhan va Tra két qua caia UBND cap xa.

Co quan thye hién: UBND cép xi va Bao hiém xa hoi cap huyén.

27 Co quan c6 thim quyén quyét dinh: UBND cép x4 va Bao hiém xi hoi cap huyén.

' Co quan dwgc iy quyéen: Khong.

Co quan phdi hop: Khong.

2.8 | Poi twong thye hién TTHC: Cé4 nhan

2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Giay khai sinh, Thé bao hiém y té.
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién.

2.10 | Quy trinh xir ly cong viéc

TT Trinh ty Trach nhiém | Thoi Biéu mau/Két

glan qua

Tiép nhan hd so:
- Trudng hop ho so chua day du, hop . , Mau 01, 02 (néu
lé: Hudng dan ngudi nop hd so b6 |  COMEMIC | Gis panh | co), 06 va Ho

Bl . £ can ng P | Tu phép - HO ]
sung, hoan thién theo quy dinh; tich chinh so theo muc 2.3

- Truong hop ho so day du, hop 18
thi tiép nhan ho so.
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Kiém tra, xem xét ho so:

- Truong hop hd so du diéu kién:
Vao S6 ding ky khai sinh, cap nhap
dir liéu vao ph?m mém ho tich, d(‘”)ng

Mau 05
Dy thio Gidy

. e A L Cong chuc khai sinh hodc
thot in dy thao Gidy khai sinh; > . s :
B2 . A Y n . ..» | Tuphap-HO | Y2ngay |du thao vin ban
- Truong hop ho so khong du dicu . n , N
A s e 1 . . tich thong bao khdng
kién: Dy thdao van ban thong bao A 1A K
khong du didu kién chp Gidy khai du dicu kien cap
- ¥ Giay khai sinh
sinh;
Trinh ldnh dao UBND cép xa.
Mau 05
Gidy khai sinh
. 1 Ae e ea £ Lanh dao Ly hodc van ban
B K thao k TTH S v N . A
3 y du thao ket qua giai quyet ¢ UBND cap xa 2 810 théng bao khong
du di€u kién cap
Giay khai sinh
Mau 05
, , Gidy khai sinh
B4 Pong dau van ban va trd két qua cho | Cong churc v oidy hodac van ban
cong chuc Tu phap - Ho tich Vian phong i théng bao khéng
du diéu kién cp
Giay khai sinh
- Trudng hop hd so di diéu kién: Mau 05, 06
Chuyén ngudi dan ky vao S6, tra Giay khai sinh
Giay khai sinh cho cong dan, 1ap ho Co he hr?flc b\fankh]?an
qo |50 & nghi cdp the bao hiém y & d¢ | Songehte | thong bao khong
UBND cap xa chuyén ho so dén Bao u pt.a]i - o ngay dg;dleu kl.en .cap.
hidm x4 héi cip huyén. e S khgi Sm}ﬁz
- Truong hop hd so khong du didu o 50 ce nen
A P cap thé Dbao
kién: Chuyén dén BS. 5 X
hiém y té
Mau 05
Kiém tra hé so, thuc hién viéc cép 7 ;Ehﬁ lzaovlllen;qy
thé bao hiém y té cho tré em duéi 06 | Bao hiém xa .| tenode Van ban
B6 RN . ne K A 05 ngay | théng bao khdng
tuoi hodc tr chdi trong truong hop | hodi cap huyén R N
A A Y Wy du diéu kién cap
khong du dicu kién dé cap y 1a 1R
Theé bao hiém y
te
Chuyén thé bao hiém y té hoic Vin Mau 05
B7 ban thong bdo khong du diéu kién | Béo hiém xa 01 ngay Thé bao hiém y

cip Theé bao hiém y t¢ cho tré em
dudi 06 tuoi cho UBND cap xa

héi cap huyén

té hodc Vin ban
théng bao khéng
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du diéu kién cap
Thé bao hiém y
té

Mau 01, 06
Gidy khai sinh;
Thé bao hiém y
té;

gg | Tra két qua cho c4 nhan va vao S0 | BOphin | Giohanh | Hoge vin ban
theo doi ho so TN&TKQ chinh | théng bao khong
du diéu kién cap
gidy khai
sinh/thé bao
hiém y té
* Truong hop ho so qud han xir Iy, trong thoi gian chdm nhdt 01 ngay truée ngay
hét han xir Iy, cong chirc Tw phdp - H tich trinh Chi tich UBND cdp xd ky ban
hanh phiéu xin 16i va hen lai ngdy trd két qua dé giri cho t6 chire, cd nhan.
3 | BIEUMAU

Ghi chu: Cdc Mau 01, 02, 03, 04, 05, 06 4p dung theo Théng tr s6 01/2018/TT-
VPCP ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

MAau 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thién ho so

@H

MAau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét hd so

@H

Mau 03.docx

Mau 04

Phiéu xin 16i va hen lai ngay tra két qua

@D

Méau 04.docx

Mau 05

Phiéu kiém soat qua trinh giai quyét ho so

@j

Méau 05.docx
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@j

Mau 06 M3u 06.docx
So6 theo doi ho so

BM.HT.06.01 IEJ
Mau
T khai dang ky khai sinh BM.HT.06.01.docx

BM.HT.06.02 @j

Mau
BM.HT.06.02.docx

T khai tham gia bao hiém y té

4 |HOSOLUU:

- Mau 01, 02, 03, 04 (néu co), 06 luu tai BO phéan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- H6 so dau vao theo muc 2.3;

- SO ding ky khai sinh;

- Vin ban thong bao khong du diéu kién (néu co);

- Phan mém http://hotich.moj.gov.vn.

H6 so dugc luu tai UBND cip xa, thoi gian luu trit S6 dang ky khai sinh 14 vinh vién, con
cac giay to khac thuc hién luu theo quy dinh cia Luat HO tich va cac van ban hudng dan thi
hanh.

58




. Ping ky két hon

1 KY HIEU QUY TRINH QT.HT.07
2 | NOI DUNG QUY TRINH

2.1 | Piéu Kkién thye hién TTHC:
* Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:
- Nam tir ¢t 20 tudi tro 1én, nit tir di 18 tudi tro 1én;
- Viéc két hon do nam va nit tu nguyén quyét dinh;
- Khong bi mét nang lyc hanh vi dan sy;
- Viéc két hon khong thudc mét trong cac trudng hop cdm két hon, gom:
+ Két hon gia tao;
+ Tao hén, cudng ép két hon, lira doi két hon;
+ Nguoi dang c6 v, cd chong ma két hon hodc chung song nhu vo chong véi ngudi
khac hodc chua co6 vg, chua c6 chong ma két hon hodc chung song nhu vo chong véi
nguoi dang cd chong, co6 vg;
+ Két hon hodc chung séng nhu vo chdng giita nhitng ngudi ciing dong mau vé truc
h¢; gifra nhitng nguodi c6 ho trong pham vi ba doi; gitra cha, me nudi véi con nudi;
gitra nguoi da tung 1a cha, me nudi voi con nudi, cha chdng véi con dau, me vo véi
con ré, cha duong véi con riéng ctia vo, me ké voi con riéng cua chong.
* Nha nudce khong thira nhan hon nhan gitra nhitng nguo1 cung gioi tinh.

2.2 | Cach thirc thue hién TTHC:
Truc tiép tai B6 phan Tiép nhan va Tra két qua cia UBND cap xa.

. A 1A P Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao

* Gidy to phdi nop: y

- To khai dang ky két hon, theo mau BM.HT.07.01;

- Ban chinh Gidy x4c nhén tinh trang hén nhan do co quan c6 tham
quyén cip chua qua 6 thang ddi voi nguoi yéu cau dang ky két hon
khong thuong tra tai xd, phuong, thi tran noi dang ky két hon va doi X

v6i ngudi yéu cau ding ky két hon dang hoc tap, lao dong co thoi
han & nudc ngoai.

* Gidy to phdi xudt trinh:

- Ban chinh mdt trong cac gidy to chimg minh nhan than la Gidy
CMND, Ho chiéu, Thé cin cudc cong dan hodc glay to khac co dan X
anh va thong tin ca nhan do co quan c6 thim quyén cap, con gia tri
su dung cua hai bén nam, ni;

- Béan chinh gidy to ching minh noi cu tra cia bén nam hodc bén nit X
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dé xac dinh tham quyén (chi 4p dung trong giai doan chuyén tiép);

- Trich luc ghi chu ly hén ddi véi truong hop cong dan Viét Nam
dang ky thuong tra tai dia ban x3 lam thu tuc ding ky két hon, da
dugc giai quyét viée ly hén trude do tai co quan co thdm quyén
nudc ngoai.

2.4 | S6 lwong ho so: 01 bd
2.5 | Thoi han giai quyet Ngay sau khi nhan du hd so hop 1¢ (nhan ho so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay lam viée tiép theo). Truong hop
can phai x4c minh diéu kién két hon cua hai bén nam, nit thi thoi han giai quyét khong
qua 05 ngay lam viéc.
2.6 | Dia diém tiép nhan hd so va tra két qua giai quyét TTHC:
B0 phan Tiép nhan va Tra két qua cia UBND cap x4
2.7 | Co quan thye hién: UBND cép x4 noi cu tri cia bén nam hogc bén nit.
Co quan c6 tham quyén quyét dinh: UBND cép x4 noi cu tril ctia bén nam hodc bén
nt.
Co quan dwoc ity quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thue hién TTHC: C4 nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy chiig nhan két hon.
- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Trach nhiém | Thei Biéu mau/Két
gian qua
Tiép nhan hd so:
- Trudng hop hd so chua day du, hop n , Mau 01, 02 (n€u
N . x v A 1A x| Cong chuc s . Y
B1 1&: Hudng dan ngudi ndp hd so bd Tu ohan - H6 Gio hanh | €0), 06 va Ho so
sung, hoan thién theo quy dinh; P ticli)l i chinh theo myc 2.3
- Truong hop ho so day du, hop 18 '
thi tiép nhan ho so.
B2.1. Kiém tra, xem xét ho so: Mau 05
- Tvr.uorrlg hqp du cheu 1;1@1} va khonkg Céng chirc Du: thao ) GlaA’y
phai xac minh: Vao S6 dang ky két . A | chimg nhan két
B2 o e qea oo TV Tuphap-HO | 01 gio " e ™
hon, nhap dit liéu vao phan mém h9 tich hon; Van ban xac
tich, in dl.,l’vthéo Giay chung nhan két ’ minh/bién ban
hon, chuyén nguoi dan ky So va ky xac minh; Van
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gidy chirg nhan két hon;

- Trudng hop khong du diéu kién:
Dy thao van ban thong bao khong du
diéu ki¢én dang ky két hon.

Trinh ldnh dao UBND cép xa.

B2.2. Néu thudc truong hop phai Xéc
minh thi tién hanh xac minh bang

ban thong bao
khong du diéu
kién dang ky két
hén

van ban hoac truc tiép, sau khi c6 két 04 ngay
qua, thuc hién nhu B2.1.
Mau 05
Gidy chung nhéan
. Y S Lanh dao két hon hodc van
B3 ny du tlllao két qua giai quyét thu tuc UBND Vigid | ban thong bho
hanh chinh I A A
cap xa khong du dicu
kién diang ky ket
hon
Mau 05
Gjéy chimg nhén
Dong d4u van ban va tra két qua cho | Cong chirc L k?t hon Ahoac Va,m
B4 cong chirc Tu phap - Ho tich Van phong 72810 | ban  thong bdo
T khong du dicu
kién diang ky ket
hon
Mau 01
’ , Lanh dao Gidy chung nhéan
Trao Giay ching nhan két hon cho UBND o két hon hodc vin
" R - Y 1 & \ n L omoma G106 hanh ; o B
B5 |cong dan hodc trd ket qua cho cong | cap xa; Cong . ban thong bao
A ' , chinh . C A
dan chuc Tu phap khong du diéu
- HG tich kién dang ky ket
hon
* Triwong hop hé so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xur Iy, cong chirc Tu phdp - HY tich trinh Chi tich UBND cap xa ky ban hanh
phiéu xin l6i va hen lai ngay tra ket qua dé gui cho to chure, ca nhan.
3 | BIEUMAU

Ghi chl: Cdc Mau 01, 02, 03, 04, 05, 06 4p dung theo Théng tw sé 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan hd so va hen tra két qua

@

Mau 01.docx
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Mau 02 @j

Mau 02.docx
Phiéu yéu cau bo sung hoan thi¢n ho so

Mau 03 'Ej

Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so

Mau 04 |Ej

MAu 04.docx
Phiéu xin 101 va hen lai ngay tra két qua

Mau 05 'EH

MAu 05.docx
Phiéu ki€m soat qua trinh gidi quyét ho so

W
Mau 06 MAu 06.docx
S6 theo doi ho so
BM.HT.07.01 'Ej
BM.HT.07.01.docx
T khai dang ky két hon

4 |HOSOLUU:

- Méu 01, 02, 03, 04 (néu c6), 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cép xa. Mau 01, 05 Iuu theo ho so;

- Hd so dau vao theo muc 2.3;

- S6 dang ky két hon;

- Vin ban xac minh/bién ban xac minh (néu co);

- Vin ban thong bao khong du diéu kién (néu co):

- Phan mém http://hotich.moj.gov.vn.

Hb so dugc luu tai UBND cap x4, thoi gian luu trir SO dang ky két hon 1a vinh vién, con céc
giay to khac thuc hién luu theo quy dinh ctia Luat HO tich va cac van ban hudng dan thi hanh.
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8. Ping ky két hon c6 yéu to nuée ngoai & khu vue bién giéi

KY HIEU QUY TRINH QT.HT.08

NOI DUNG QUY TRINH

2.1

Piéu kién thyc hién TTHC:

* Nam nit két hon voi nhau phai tuan theo cac diéu kién sau:

- Nam tir du 20 tudi trd 1én, nit tir du 18 tudi tro 1én;

- Viée két hon do nam va nit tu nguyén quyét dinh;

- Khong bi mat ning lyc hanh vi dan sy;

- Khong cung gioi tinh;

- Viée két hon khong thudc mot trong cac trudng hop cdm két hon, gom:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, lira doi két hon;

+ Nguoi dang ¢6 vo, ¢6 chong ma két hon hodc chung sdng nhu vo chong véi nguoi

khac hodc chua c6 v, chua c6 chong ma két hon hodc chung séng nhu vo chong véi
ngudi dang ¢ chong, ¢o vo;

+ Két hon hodc chung song nhu vo chong giita nhitng ngudi cting dong mau vé truc
h¢; gitra nhitng nguoi cé ho trong pham vi ba doi; gitra cha, me nudi véi con nudi;
gilta nguoi dé tung la cha, me nudi voi con nudi, cha chdng véi con dau, me vo véi
con ré, cha dugng vdi con riéng ciia vo, me ké véi con riéng ciia chong.

* Nha nudce khong thira nhan hon nhan gitta nhitng ngudi cung gidi tinh.

2.2

Céch thire thue hién TTHC:

Truc tiép tai Bo phan Tiép nhan va Tra két qua ctia UBND cap xa.

2.3

4 4

Ban | Ban

Thanh phan ho so, bao gom: chinh | sao

* Gidy to' phdi nop:

- To khai dang ky két hon, theo mau BM.T.08.01; X

- Gidy to do co quan c6 tham quyén cua nuéc lang giéng cap khong
qua 6 thang tinh dén ngay nhan ho so xac nhan cong dan nudc lang | X
giéng hién tai 1a nguoi khdng cé vg hoac khéng cé chong;

- Ban sao gidy to ching minh nhan than, chirng minh noi thuong tra ¢ X
khu vuc bién gidi cua cong dan nudce lang gieng;

* Gidy to phai xudt trinh:

- Ban chinh mét trong céc gidy to chimg minh nhan than 13: Gidy
CMND, H¢ chiéu, Thé can cudc cong dan hodc gidy to khac co6 dan
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anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri st

dung cua hai bén nam, ni;

- Ban chinh gidy t& ching minh noi thudng tra cia bén nam hodc bén
nir 1a cong dan Viét Nam dé xac dinh tham quyén (chi ap dung trong X

giai doan chuyén tiép).

2.4 | S6 lwong ho so: 01 bd
2.5 | Thoi han giai quyét: Trong ngay lam viéc sau khi nhén du hd so hop 1¢ (nhan hod S0
sau 15 gio ma khong giai quyét duoc ngay thi tra ket qua trong ngdy lam viéc tiép
theo). Trudng hop can xac minh thi thoi han giai quyét khong qua 08 ngay 1am viéc.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC: Bo phan Tiép nhan va
Tra két qua cuia UBND cap xa
2.7 | Co quan thwe hién: UBND cép x3 ¢ khu vyc bién giéi noi cong dan Viét Nam
thuong tru.
Co quan cé thim quyén quyét dinh: UBND cép xa ¢ khu vuc bién giéi noi cong
dan Vié¢t Nam thuong tru.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy chting nhan két hon.
- H6 so khong du diéu kién: Vin ban thong bao khong du diéu kién.
2.10 | Quy trinh xt ly cong viéc
TT Trinh tu Trach Thoi | Biéu miu/Két qua
nhiém gian
Tiép nhan hd so:
- Truong hop hd so chua day du, Cone chire Mau 01, 02 (néu
hop 18: Huéng dan nguoi ndp ho so £¢ Gio hanh | c0), 06 va HO so
B1 Tu phap - ]
bd sung, hoan thién theo quy dinh; 16 tich chinh theo muc 2.3
- Truong hop ‘h‘é so day du, hop 1¢ o
thi tiép nhan ho so.
B2.1. Kiém tra, xem xét hd so: Mau 05
- T}’uong hop d}:l dicu lgen va th.u(.)C. Céng chirc Du: thao A GlaAy
truong hop khong phai xéc minh: , -y ching nhan ket
B2 . P Y . .. | Tuphap- 01 gio " . )
Vao SO dang ky két hon, nhap dir Hb tich hon hoac van ban

liéu vao phﬁn mém hd tich, in du
thdo Gidy chung nhan két hon,

thong bao khong
du diéu kién

64




chuyén nguoi dan ky S6 va ky Gidy
chtng nhan két hén;

- Trudong hop khong du diéu kién:
Dy thao van ban thong bdo khong du
diéu kién dang ky két hon;

Trinh linh dao UBND cép xa.

B2.2. Truong hop phtr tap phai xac
minh thi ti€én hanh xac minh bang

Mau 05
Dy thao Gidy
ching nhan két
hon hodc van ban

théng bao khoéng

van bar} hqac truc tiep. Tre.ri CO SO 06 ngay dit didu kién: Van
két qua x4ac minh, thuc hi¢én nhu X . . A
ban xac minh/bién
B2.2. . g X
ban xac minh (néu
co)
Mau 05
, , z . . z , Lanh dao Giéy ching nhan
B3 Ky du tha(? két qua giai quyét thu UBND cép 12 gi6 | két hon hodc vin
tuc hanh chinh x X R ,
Xa ban  théng bao
khong du dicu kién
Mau 05
Phat hanh vian ban va tra két qua cho | Céng chirc . G} ay AChlmg, nhegn
B4 cong chic Tu phap - Ho tich Van phong 1/2gi& | ket hon hode van
T ban théong bdo
khong du dicu kién
Lanh —dao Mau 01, 06
iy , A UBND ,,
Trao Giay chung nhén két hon cho | <. s Giday ching nhan
A A < o 1k ) A cap xd; | Gio hanh | ;77 >
B5 | cong dan hoac tra két qua cho cong | 7} , . két hon hoac van
. Cong chuac | chinh ) AN
dan , ban thong bao
Tu phip - khong dii didu kién
Ho tich :
* Trueong hop ho so qud han xit Iy, trong thoi gian chdm nhdat 01 ngay trudc ngay hét
han xu 1y, cong chicc Tu phap - Ho tich trinh Chu tich UBND cdp xa ky ban hanh
phiéu xin [oi va hen lai ngay tra két qua deé gui cho to chirc, cd nhan.
3 | BIEUMAU

Ghi chl: Cde Mdu 01, 02, 03, 04, 05, 06 &p dung theo Théng tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.
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Mau 01 'Ej
Mau 01.docx
Giay tiép nhan ho so va hen tra két qua

Mau 02 (W] j
Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so

Mau 03 'Ej
Mau 03.docx
Phiéu tir choéi ti€p nhan giai quyét ho so

Mau 04 'Ej
Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

Mu 05 @j
Mau 05.docx
Phiéu kiém soat qua trinh giai quyét ho so

W
Mau 06 M3u 06.docx
S6 theo ddi ho so
BM.HT.08.01 'Ej

BM.HT.08.01.docx
To khai dang ky két hon

4 |HOSOLUU:

- Méu 01, 02, 03, 04 (néu ¢6), 06 lru tai Bo phan Tiép nhan va Tra két qua cua
UBND cép xa. Mau 01, 05 Iuu theo ho so;

- Hd so dau vao theo muc 2.3;

- S6 dang ky két hon;

- Vian ban xac minh/bién ban xac minh (néu c6);

- Vian ban thong bao khong du diéu kién (néu co):

- Phan mém http://hotich.moj.gov.vn.

H6 so duge luu tai UBND cap x4, thoi gian luu trit SO dang ky két hon 1a vinh vién, con cac
giay to khac thyc hién luu theo quy dinh cua Luat H9 tich va cac van ban hudng dan thi
hanh.
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9. Ping ky két hon hru dong

1 KY HIEU QUY TRINH QT.HT.09
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thyc hién TTHC:
a) Hai bén nam, nit cing thudng tra trén dia ban cap x4 ma mot hodc ca hai bén nam,
nir 1a nguodi khuyét tat, 6m bénh khong thé di dang ky két hon duoc.
b) Nam nit két hon véi nhau phai tuan theo cac diéu kién sau:
- Nam tir d 20 tudi tro 1én, nit tir da 18 tudi tro 1én;
- Viée két hon do nam va nit tu nguyén quyét dinh;
- Khong bi mét nang lyc hanh vi dan sy;
- Viéc két hon khong thudc mot trong cac trudng hop cam két hon, gom:
+ Két hon gia tao;
+ Tao hén, cudng ép két hon, lira ddi két hon;
+ Nguoi dang c6 v, cd chong ma két hon hodc chung song nhu vo chong véi ngudi
khéc hodc chua c6 vg, chua c6 chong ma két hon hodc chung song nhu vo chong véi
nguoi dang cd chong, co6 vo;
+ Két hon hodc chung séng nhu vo chong giita nhitng ngudi cung dong mau vé truc
h¢; gitta nhitng nguodi c6 ho trong pham vi ba doi; gitta cha, me nudi véi con nudi;
gitra nguoi dé tung 1a cha, me nudi voi con nudi, cha chdng véi con dau, me vo véi
con ré, cha dugng véi con riéng ciia vo, me ké vai con riéng ctia chong.
* Nha nudce khong thira nhan hon nhan gitta nhitng ngudi cung gidi tinh.

2.2 | Cach thire thuc hién TTHC:
Truc tiép tai nha riéng hodc tai dia diém to chirc dang ky luu dong.

. A LA x Ban | Bin

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi nop:
T khai dang ky két hon, theo mau BM.HT.09.01; X

* Gidy to phdi xudt trinh:

- Ban chinh mdt trong cac gidy to ching minh nhan than 1a Gidy X
CMND, Hb chiéu, Thé cin cudc cong dan hodc gidy to khac co dan
anh va thong tin ca nhan do co quan c6 tham quyén cip, con gia tri st
dung cua hai bén nam, ni;

- Ban chinh gidy t& chirmg minh noi thuong tra ciia hai bén dé xac X
dinh tham quyén (chi &p dung trong giai doan chuyén tiép).
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2.4 | S6 lwgng hd so: 01 bd
2.5 | Thoi han giai quyét: Khong qua 03 ngay lam viéc ké tir ngay tiép nhan.
2.6 | Dia diém tiép nhan hd so va tra két qua giai quyét TTHC:
Truc tiép tai nha riéng hodc tai dia diém t6 chirc dang ky luu dong.
2.7 | Co quan thuc hién: UBND cip xi noi thuong trai ctia hai bén nam nit.
Co quan c6 thAm quyén quyét dinh: UBND cép x4 noi thudng tra cia hai bén nam
ntr.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thue hién TTHC: Ca nhan
2.9 | Két qua giai quyét TTHC: Giay chiing nhan két hon.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Tréch Thoi gian | Biéu miu/Két
nhiém qua
Tiép nhan ho so: 3 .
s o chua div di Trong hode | 7, o1, 02
. Tuone hop 1o soTelua aay EU, 1P| cang chire NE0A 81O 1 (néu co), 06 va
1&: Huong dan nguoi ndp ho so bo . hanh chinh A
Bl N . Tu phép - . Ho so theo
sung, hoan thién theo quy dinh; R tuy theo thyuc
. N N A Ho tich X S muc 2.3
- Truong hop ho so day du, hop 1¢ tien thyc hi¢n
thi tiép nhan ho so. nhiém vu
Kiém tra, xem xét ho so:
- Truong hop du diéu kién: Vao So
dang ky két hon, nhap dir li€u vao
phan mém ho tich, in du thao Giay 3
ching nhan két hon, chuyén nguoi . , Mau 05
N QR ax e kA oo | Cong chiic o
B2 dan ky vao So dang ky két hon va ky Tur phép - 1,5 ngay Du thao Gidy
Giay dang ky két hon, trinh lanh dao Hb tich ’ ching nhan két
UBND cap x3; T hén
- Truong hop khéng du diéu kién:
Thong bao tryc ti€p cho cong dan
viéc khong du dicu kién dang ky két
hon.
, Y , A 1A A Lanh dao Mau 05
B3 Ky dl_f thaoA giay chirng nhan két hon UBND chp 1 ngay Giky chimg
cho cbng dan x A1 A 1A
Xa nhan két hon
B4 | Phat hanh vin ban va tra két qua cho | Céng chirc Y5 gio Mau 05
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cong chirc Tu phap - Ho tich Van phong Gidy chung
nhén két hon
Lanh dao Trong hoac
UBND cap ngoai gio Mau 01. 06
gg | Trao Giay ching nhan két hon cho | xd; Cong hanh chinh G.iu h"
cong dan chuc Tu tuy theo thuc haaykc Artu}’lr{g
phap - Ho | tién thuc hien | Han xethon
tich nhiém vu
* Trwong hop hé so qud han xik Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xu Iy, cong chicc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin 1oi va hen lai ngay tra két qua dé gui cho to chirc, cd nhdn.
3 | BIEUMAU

Ghi chl: Cac Mau 01, 02, 03, 04, 05, 06 ap dung theo Théong tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

@j

MAau 01.docx

Gidy tiép nhan ho so va hen tra két qua

Mau 02

@H

Mau 02.docx

Phiéu yéu cau bo sung hoan thién ho so

Mau 03

@

Mau 03.docx

Phiéu tir chdi tiép nhan giai quyét ho so

Mau 04

@ﬂ

M3au 04.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 05

@j

Mau 05.docx

Phiéu kiém so4t qua trinh giai quyét ho so

Mau 06

S6 theo doi ho so

@ﬂ

M3u 06.docx
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BM.HT.09.01 |Ej

BM.HT.09.01.docx
T& khai dang ky két hon

4 |HOSOLUU:

- Mau 01, 02, 03, 04 (néu co), 06 lru tai BO phén Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- Hd so dau vao theo muc 2.3;

- S6 dang ky két hon;

- Phin mém http://hotich.moj.gov.vn.

H6 so duge luu tai UBND cap x4, thoi gian luu trit SO dang ky két hon 1a vinh vién, con cac
gidy to khéac thyc hién luu theo quy dinh ctia Luat Ho tich va cac van ban huéng dan thi
hanh.
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10. Pang ky khai tir

1 KY HIEU QUY TRINH QT.HT.10
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC: Khong.
2.2 | Cach thirc thuc hién TTHC:
- Ngudi c6 yéu cau dang ky khai tir tryc tiép thuc hién hodc uy quyén cho ngudi khac
thyc hién viéc dang ky khai tu.
- Tryc tiép tai BY phan Tiép nhén va Tra két qua UBND cAp x4 hodc giri ho so' qua hé
thong buu chinh.
X A 1A AL Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi ngp:
- To khai dang ky khai tir, theo mau BM.HT.10.01; X
- Giay béo tir hodc gidy to thay cho Gidy bao tir, gom:
+ Gidy x4c nhan viéc thi hanh an tir hinh d6i voi nguoi chét do thi hanh
an tu hinh;
+ Ban 4n, quyét dinh c6 higu luc cia Toa an ddi voi truong hop mot |
nguoi bl Toa an tuyén bo 1a da chét;
+ Van ban xdac nhén cua co quan cong an hodc két qua giam dinh coa
Co quan giam dinh phap y d6i v6i nguoi chét trén phuong tién giao
thong, chét do tai nan, bi giét, chét dot ngot hodc chét co nghi vén;
Gidy to chimg minh thudc gia dinh c6 cong véi cach mang, nguoi thude X
hd ngheo, nguodi khuyet tat;
- Truong hop uy quyén cho nguoi khac 1am thay thi phai c6 vin ban ty X
quyén dugc cong chung, chirng thuc theo quy dinh cua phap luat.
* Gidy to' phdi xudt trinh:
- Ban chinh mét trong cac gidy td chimg minh nhan than la: Gidy
CMND, H{ chiéu, The can cude cong dan hodc gidy to khac co dan anh X
va thong tin cd nhan do co quan ¢ thdm quyen cap, con gia tri s dung
cua nguoi yéu cau dang ky khai tu;
- Ban chinh gidy to chirng minh noi cu tra cudi clng cua nguoi chét dé
xac dinh tham quyén (chi ap dung trong giai doan chuyén ticp); «

Truong hop khong xac dinh dwoc noi cu trii cudi ciing ctia ngudi chét
thi xuat trinh gidy to chirng minh noi ngudi d6 chét hodc noi phat hi¢n
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thi thé cta nguoi chét.

* Liew y khi nép hé so:
Truong hop gui hé so qua hé thong buwu chinh thi phdi gii kém theo ban sao c6 ching
thyc cac gidy to phdi xudt trinh.

2.4 | S6 lwong ho so: 01 bo
2.5 | Thoi han giai quyét: Ngay sau khi nhan da hd so hop 1& (nhan hd so sau 15 gid ma
khong giai quyét dugc ngay thi tra két qua trong ngay lam viéce tiép theo).
2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
B phéan Tiép nhan va Tra két qua cuia UBND cép x4
2.7 | Co quan thyc hién:
- UBND cép x4 noi cu tri cudi cing ctia ngudi chét;
- UBND cap xi noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét trong truong
hop khong xéc dinh duoc noi cu tra cudi cling ctia nguoi chét.
Co quan c6 thim quyén quyét dinh:
- UBND cép x4 noi cu trii cudi cting ctia ngudi chét;
- UBND cép xi noi nguoi d6 chét hodc noi phat hién thi thé ngudi chét trong truong
hop khong xac dinh dugc noi cu tra cudi cung cia nguoi chét.
Co quan dugc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thye hién TTHC: Cé4 nhan
2.9 | Két qua giai quyét TTHC: Trich luc khai tir
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Trach nhiém | Thoigian | Biéu miu/Két
qua
Tiép nhan ho so:
- Trudng hop hd so chua day du, Mau 01, 02 (néu
gy | hop 1¢: Hudng dan nguoi nop hd so | Cong chirc Tw | Gid hanh | c6), 06 va Ho so
b6 sung, hoan thién theo quy dinh; phap - HO tich chinh theo myc 2.3
- Truong hop ‘h(k) so day du, hop 18
thi tiép nhan ho so.
Kiém tra, xem xét hd so; vao So N
dang ky khai tr, nhap dir li¢u vao Cone chite Tu Mau 05
B2 | phan mém ho tich, in du thao Trich g Y5 gior Du thao Trich

luc khai ttr, trinh lanh dao UBND | PNap - HO tich

cap xa

luc khai tir
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Lanh dao Mau 05

Ky Trich luc khai tir cho c6ng dan 5 gior

UBND cap x3 Trich luc khai tir
Phat hanh van ban va tra két qua cho |  Cong chirc Y, iy Mau 05
cong chirc Tu phép - Ho tich Vian phong 28 Trich luc khai tir

Chuyén ngudi dan ky vao S6 va tra | Cong chirc Tu | Gid hanh Mau 01, 06
két qua cho cong dan phap - Ho tich chinh Trich luc khai tir

* Trwong hop ho so qud han xi Iy, trong thoi gian chdm nhdt 01 ngay truoc ngay hét
han xw Iy, cong chirc Tw phdap - Ho tich trinh Chu tich UBND cap xa ky ban hanh
phiéu xin loi va hen lai ngay tra két qua dé gui cho to chire, ca nhan.

BIEU MAU
Ghi chd: Cdc Mdu 01, 02, 03, 04, 05, 06 4p dung theo Théng tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

MAau 01 @j

Mau 01.docx
Giay ti€ép nhan ho so va hen tra két qua

MAau 02 Ej

Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so

Mau 03 @j

Mau 03.docx
Phiéu tir chodi ti€p nhan giai quyét ho so

MAu 04 |Ej

Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

Mau 05 Eﬂ

Mau 05.docx
Phiéu ki€m soat qué trinh giai quyét ho so

)
Mau 06 Mau 06.docx
S6 theo doi ho so
BM.HT.10.01 @ﬂ
BM.HT.10.01.docx
To khai dang ky khai tu
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4 |HOSOLUU:

- Mﬁu 01, 02, 03, 04 (néu c0), 06 luu tai B phén Tiép nhan va Tra két qua cia UBND
cap xa. Mau 01, 05 Iuu theo ho so;

- Hd so dau vao theo muc 2.3;

- S6 dang ky khai tir;

- Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai UBND cép x4, thoi gian luu trit s6 dang ky khai tir 13 vinh vién, con cac
giay to khac thuc hién luu theo quy dinh ctia Luat HO tich va cac van ban hudng dan thi hanh.
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11. Ping ky khai tir ¢é yéu t6 nwéc ngoai & khu vue bién gigi

1 KY HIEU QUY TRINH QT.HT.11
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC: Khong.
2.2 | Cach thirc thyc hién TTHC:
- Ngudi ¢6 yéu cau dang ky khai tir truc tiép thuc hién hodc iy quyén cho nguoi khéac
thuc hién vi¢c dang ky khai tur.
- Tryc tiép tai Bo phan Tiép nhan va Tra két qua UBND cAp x4 hodic guri ho so qua hé
thong buu chinh.
. A 1A A, Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai nop:
- To khai dang ky khai tir, theo mau BM.HT.11.01 X
- Gidy béo tir hodc gidy to thay cho Gidy bao tir, gom:
+ Gidy x4c nhan viéc thi hanh an tir hinh d6i v6i nguoi chét do thi
hanh an tir hinh;
+ Ban an, quyét dinh 6 hi€u luc cua Toa an d6i voi truong hop mot X
nguoi bi Toa an tuyén bo 1a da chét;
+ Van ban xac nhén cua co quan cong an hodc két qua giam dinh cua
Co quan giam dinh phap y dbi v&i nguoi chét trén phuong tién giao
thong, chét do tai nan, bi giét, chét dot ngot hodc chét co nghi van;
- Gidy to chiing minh thudc gia dinh c6 cong véi cach mang, ngudi X
thudc ho ngheo, ngudi khuyét tat (néu co);
- Trudng hop uy quyén cho ngudi khac 1am thay thi phai c6 van ban ty X
quyén dugc cong ching, chung thuc theo quy dinh cua phép luat;
* Gidy to phai xuit trinh:
- Ban chinh mot trong céc gidy td ching minh nhén than 1a Gidy
CMND, H¢ chiéu, Thé can cudc cong dép hoac ‘giéy, to khac c6 dan «
anh va thong tin ca nhan do co quan c6 thdm quyén cap, con gia tri st
dung cua nguodi yéu cau dang ky khai ti;
- Ban chinh gidy t& ching minh noi cu tri cia ngudi chét dé xac dinh
tham quyén (chi &p dung trong giai doan chuyén tiép); X

Truong hop khong x4c dinh dugc noi cu tra cudi cung cua nguoi chét
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thi xuat trinh gidy to ching minh noi nguoi dé chét hodc noi phat hién
thi thé ctia nguoi chét.

* Lueu ¥ khi nép ho so:
Truong hop gui hé so qua hé thong buu chinh thi phai guii kém theo ban sao c6 chiing
thirc cac gidy to phdi xuat trinh.

2.4 | S6 lwgng hd so: 01 bd
2.5 | Thoi han giai quyet Ngay sau khi nhan da hd so hop 1¢ (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 x4c minh thi thoi han giai quyét khong qua 03 ngay lam viéc.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
B0 phan Tiép nhan va Tra két qua cia UBND cap x4
2.7 | Co quan thye hién:
UBND cap xi & khu vuc bién gi6i noi nguoi chét 1a ngudi nude ngoai cu tra.
Co quan c6 thim quyén quyét dinh:
UBND cap xi & khu vuc bién gi6i noi nguoi chét 1a ngudi nude ngoai cu tra.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan
2.9 | Két qua gidi quyét TTHC: Trich luc khai tir hoic Vin ban thong béo tir chdi cap
trich luc khai tir
2.10 | Quy trinh xi ly cong viéc
TT Trinh tuw Trach nhiém | Thoi gian | Biéu miu/Két
qua
Tiép nhan ho so:
- Trudng hop hd so chua day du, hop n , Mau 01, 02 (n€u
N . x v A 1A x| Cong chuc s . N
B1 1&: Hudng dan ngudi ndp hd so bd Tu ohén - H6 Gio hanh | c0), 06 va HO so
sung, hoan thién theo quy dinh; P ticli)l i chinh theo muc 2.3
- Truong hop hd so day du, hop 18 '
thi tiép nhan ho so.
Kiém tra, xem xét ho so, tmé{lg hop Mau 05
khong phai xac minh: Vao So dér}g Du thao Trich
ky khai tir, nhap dit liéu vao phan | Céng chirc /2 gio luc khai tir hodc
B2 | mém hd tich, in du thao Trich luc | Tu phép - H du thao van ban
khai tir, trinh 1anh dao UBND cap xa tich thong bao tu
, . chbi cép trich
Kiém tra, xem xét ho so, truong hop 02 ngay | luc khai tir; Vian
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phai xdc minh thi tién hanh xac
minh. Trén co s& két qua xac minh:

- Trudng hop du diéu kién: Vao Sb
dang ky khai tr, nhap dir li€u vao
phan mém ho tich, in dy thao Trich
luc khai tir.

- Trudng hop khong du diéu kién:
Dy thao vin ban thong bao tir chdi
cép trich lyc khai tu/thong bao truc
ticp.

ban xac minh;
Van ban tra 101
x4c minh (néu
co)

Mau 05
Trich luc khai tir

. s VAL . X Lanh dao L s hodc van ban
B3 | Ky du thdo két qua giai quyét TTHC UBND cép xi Vo g10 thong bdo tir
chdi céap trich
luc khai tur
Mau 05
Trich luc khai tir
B4 Phat hanh van ban va tra két qua cho | Cong chirc v i hodc van ban
cong chirc Tu phap - Ho tich Van phong £ thong bao tu
chdi céap trich
luc khai tir
Mau 01, 06
7 . 7 ) Céng chirc ‘ Trich luc khai tir
Chuyén nguoi dan ky SO va tra ket , ~ | Giohanh |hodc van ban
B5 \ Tu phép - H , N . .
qua tich chinh thong bao tu
’ chéi cap trich
luc khai tur
* Triwong hop ho so qud han xit 1y, trong thoi gian chdm nhat 01 ngay trude ngay hét
han xir Iy, cong chire Tw phdp - HY tich trinh Chi tich UBND cdp xd ky ban hanh
phiéu xin 16i va hen lai ngay tra két qua dé giri cho t6 chire, cd nhan.
3 | BIEUMAU

Ghi chl: Cde Mdau 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan hd so va hen tra két qua

@ﬂ

M3u 01.docx
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Mau 02 (W] j
Mau 02.docx
Phiéu yéu cau bo sung hoan thi¢n ho so

Mau 03 'Ej
Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so

Méu 04 Iij
Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 @j
MAu 05.docx
Phiéu kiém soét qua trinh giai quyét ho so

W]
Mau 06 M3u 06.docx
S6 theo ddi hd so
BM.HT.11.01 |E|j
BM.HT.11.01.docx
To khai dang ky khai tu

4 |HOSOLUU:

- Méu 01, 02, 03, 04 (néu c6), 06 luu tai BO phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo ho so;

- Hd so dau vao theo muc 2.3;

- S6 dang ky khai tir;

- Vin ban xac minh; Vian ban tra 161 xac minh (néu c6);

- Van ban thong bao tir chdi cap trich luc khai tir (néu co);

- Phan mém http://hotich.moj.gov.vn.

Hb so dugc luu tai UBND cép x4, thoi gian luu trit S6 dang ky khai tir 1a vinh vién, con céac
giay to khac thyc hién luu theo quy dinh ctia Luat Ho tich va cac van ban hudéng dan thi
hanh.
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12. Pang ky khai tir lvu dong

KY HIEU QUY TRINH QT.HT.12

NOI DUNG QUY TRINH

2.1

Piéu kién thyc hién TTHC:

Nguoi chét khong co nguoi than thich, nguoi than thich khong séng cing dia ban xa

hoic 1 ngudi gia, yéu, khuyét tat khong di dang ky khai tir duoc.

2.2

Cach thire thuce hién TTHC:

Truc tiép tai nha riéng hodac tai dia diém td chuc dang ky luu dong.

2.3

Thanh phan ho so, bao gom:

-

Ban
chinh

-

Ban
sao

* Gidy to phai ndp:

- TS khai ding ky khai tir, theo madu BM.HT.12.01;

- Gidy béo tir hodc gidy to thay cho Gidy béo tr, gdm:

+ Gidy x4c nhan viéc thi hanh an tir hinh d6i v&i ngudoi chét do thi
hanh an tir hinh;

+ Ban an, quyét dinh c6 hiéu lyc ctiia Toa an d6i v6i truong hop mot
ngudi bi Toa an tuyén bd 1a da chét;

+ Van ban xac nhén cua co quan cong an hodc két qua giam dinh cia
Co quan giam dinh phap y dbi voi nguoi chét trén phuong tién giao
thong, chét do tai nan, bi giét, chét dot ngdt hodc chét co nghi van;

- Gidy to chimg minh thudc gia dinh c6 cong véi cach mang, ngudi
thudc ho ngheo, ngudi khuyét tat (néu co);

- Truong hop uy quyén cho ngudi khac 1am thay thi phai ¢6 van ban ty
quyén dugc cong ching, chung thuc theo quy dinh cua phép luat;

* Gidy to phai xuit trinh:

- Ban chinh mot trong cac gidy td ching minh nhan than la Gidy
CMND, H¢ chiéu, Thé cin cudc cong dan hoic glay to khac c6 dan
anh va thong tin ca nhan do co quan co thAm quyén cip, con gia tri sir
dung ctia ngudi yéu cau diang ky khai tu;

- Ban chinh gidy to ching minh noi cu tri cia nguoi chét dé xac dinh
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thim quyén (chi 4p dung trong giai doan chuyén tiép)'

Truong hop khong xac dinh duge noi cu tra cubi cung cua nguoi chét
thi xuat trinh gidy to ching minh noi nguoi dé chét hodc noi phat hién
thi thé cua ngudi chét.

* Lueu ¥ khi nép ho so:
Truong hop gui hé so qua hé thong buu chinh thi phai gii kém theo ban sao c6 chiing
thyrc cac gidy to phdi xuat trinh.

2.4 | S6 lwong hd so: 01 bd
2.5 | Thoi han giai quyét: Trong 03 ngay 1am viéc, ké tir ngay nhan du hd so hop 18
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
Truc tiép tai nha riéng hodc tai dia diém to chirc dang ky luu dong.
2.7 | Co quan thue hién:
- UBND cép X3 noi cu tri cudi cung cliia ngudi chét;
- UBND cép xa noi ngudi d6 chét hodc noi phat hién thi thé ngudi chét trong trudng
hop khong xac dinh duoc noi cu trii cudi cling ciia ngudi chét.
Co quan co tham quyen quyet dinh:
- UBND cép x4 noi cu tri cudi cing ciia ngudi chét;
- UBND cép xa noi ngudi d6 chét hodc noi phat hién thi thé ngudi chét trong truong
hop khong x4c dinh duoc noi cu tra cudi cung ctia nguoi chét.
Co quan dugc ity quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Po6i twong thwe hién TTHC: Ca nhan
2.9 | Két qua giai quyét TTHC: Trich lyc khai tu.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tw Trach Thoi gian | Biéu mau/Két
nhiém qua
Tiép nhan hd so:
Tai dia diém ding ky ho tich luu Trong hodic N ,
dong, cong chirc Tu phap - Ho tich | . . °o . | Mau0l, 02 (néu
. x oAt T 0 Cong chue | ngoai gio . S TTA
huéng dan nguoi yéu cau dién day ) X ; ¢6), 06 va Ho so
Bl A ) . e ’| Tuphap - | hanh chinh
du thong tin trong To khai dang ky AL < theo muc 2.3
A Y S Ho tich tuy theo
khai tir; kiém tra cac giay to lam co thue tid
) N - , . L, L uc tien
s0 cho viéc dang ky khai tu, viét
Phi€u tiép nhan ho so.
B2 Kiém tra, xem xét hd so: Vao So6 | Cong chic 15 naa Mau 05
dang ky khai tr, nhap dir liéu vao | Tu phap - 0 Ngay Duy thao Trich luc
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phan mém ho tich, in dy thao Trich | Ho tich khai tir
luc khai tor, trinh lanh dao UBND

cap xa;
Lanh dao x
R Mau 05

Ky Trich luc khai tir cho c6ng dan UBND 1/2 ngé

y Trich luc khai tir cho cong da BNL /2 ngay Trich luc khai ti

cap xa

Phat hanh vin ban va tra két qua cho | Cong chirc 12 ois Mau 05
cong chuc Tu phap - HO tich Van phong & Trich luc khai tir

Trong hodc
Cong chiic | ngoai gio x
5 . Mau 01
Tuphap- | hanhchinh | ha;lo k}?6 7
H¢ tich thy theo rich luc Khar tu
thuc tién

Chuyén nguoi dan ky SO va tra két
qua

* Triwong hop hé so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xu 1y, cong chicc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin [0i va hen lai ngay tra két qua deé gui cho to chure, cd nhan.

BIEU MAU
Ghi chl: Cde Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mu 01 @j
Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua

Mau 02 [w] j
Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so

Mau 03 @

Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so

Mau 04 @j

Mau 04.docx
Phi€u xin 101 va hen lai ngay tra két qua

Mau 05 Iﬁﬂ

Mau 05.docx
Phicu kiém sodt qua trinh giai quyct ho so
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@D

Mau 06 M3u 06.docx
S6 theo doi hd so
BM.HT.12.01 |E|j
BM.HT.12.01.docx
To khai dang ky khai tur

4 |HOSOLUU:

- Mau 01, 02, 03, 04 (néu co), 06 lru tai B6 phén Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so.

- H so dau vao theo muc 2.3;

- S6 dang ky khai tir;

- Phian mém http://hotich.moj.gov.vn.

Hb so dugc luu tai UBND cap x4, thoi gian luu trit S6 dang ky khai tir 13 vinh vién, con céac
giay to khac thyc hién luu theo quy dinh ctia Luat Ho tich va cac van ban huéng dan thi
hanh.
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13. Pang ky giam ho

1 KY HIEU QUY TRINH QT.HT.13
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thwc hién TTHC:
C4 nhan 1am nguoi giam ho phai c¢6 da diéu kién 1am giam ho sau day:
- C6 nang luc hanh vi dan sy day du.
- C6 tu cach dao duc tot va cac diéu kién can thiét dé thuc hién quyén, nghia vu cua
nguoi giam ho.
- Khong phai la nguoi dang bi truy ctru trach nhiém hinh sy hoac nguoi bi két an
nhung chua duge xo4 an tich vé mét trong cac t6i ¢d ¥ xAm pham tinh mang, strc
khoe, danh dy, nhan pham, tai san ciia ngudi khac.
- Khong phai 14 ngudi bi Toa an tuyén bd han ché quyén ddi véi con chua thanh nién.
2.2 | Cach thirc thyue hién TTHC:
- Ngudi ¢6 yéu cau ding ky giam ho tryc tiép thuc hién hoic uy quyén cho ngudi
khac thyc hién viéc dang ky giam ho;
- Tryc tiép tai try s co quan hanh chinh nha nudc hoic gui hd so qua hé thong buu
chinh.
. A 1A A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai ndp:
- To khai dang ky giam ho, theo mau BM.HT.13.01; X
- Vin ban ctr nguoi giam ho theo quy dinh cua Bo luat Dan sy ddi
vo1 dang ky gidm ho cu;
Hoic gidy to ching minh diéu kién giam ho dwong nhién theo quy
dinh cua B§ luat Dan su; van ban théa thuan ctr nguoi gidam ho
duong nhién trong trudong hop c6 nhiéu nguoi thudc dién giam ho
duong nhién; «

- Truong hop uy quyén cho ngudi khac 1am thay thi phai c6 vin ban
iy quyén dugc cong ching, ching thue theo quy dinh cua phap luét.
Néu ngudi duoc uy quyén 13 6 ong, ba, cha, me, con, vo, chdng, anh,
chi, em rudt ciia nguoi uy quyén thi van ban uy quyén khong phai
cong ching, ching thuc nhung phai ¢ gidy to ching minh vé méi
quan hé véi nguoi uy quyén;

* Gidy to phai xuét trinh:

- Ban chinh mét trong cac gidy to chimg minh nhan than la Gidy | X
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CMND, Ho chiéu, Thé cin cudc cong dan hoic glay to khac co dan
anh va thong tin ca nhan do co quan co6 thAm quyén cép, con gia tri
st dung cta nguoi yéu cau dang ky gidam ho.

- Ban chinh gidy t& ching minh noi cu tri cta ngudi duge giam hod
hodc nguoi giam hd d€ xac dinh thdm quyén dang ky (chi ap dung X
trong giai doan chuyén tiép).

* Liew Y khi nép hé so:
Truong hop gui ho so qua h¢ thong buu chinh thi phdi giri kém theo ban sao c6 ching
thyc cac gidy to phdi xudt trinh.

2.4 | S6 lwgng hd so: 01 bd

2.5 | Thoi han gidi quyét: Trong ngay lam vi€c, sau khi nhén du hd so hop 1¢ (nhan hd 80
sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép
theo).

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
B6 phan Tiép nhan va Tra két qua ciia UBND cip xa.

2.7 | Co quan thye hién:
UBND cép x4 noi cu trii ctia ngudi dugc giam ho hodc nguoi giam ho.
Co quan cé thim quyén quyét dinh: UBND cép xi noi cu tri cia nguoi dugc gidm
ho hoac nguoi gidm ho.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Péi twong thwe hién TTHC: C4 nhan

2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Trich luc dang ky giam h.
- Ho so khong du diéu kién: Vin ban théng bao khong du diéu kién giam ho.

2.10 | Quy trinh xir ly cong viéc

TT Trinh tw Trach nhiém | Thoi gian | Biéu miu/Két

qua

Tiép nhan hd so:
- Trudng hop ho so chua day du, hop Cong chite Mau 01, 02 (néu

g1 | ¢ Huong din nguoi nop hd so bo | .- hgé “Ho | Givhanh | cd), 06 va Ho so
sung, hoan thién theo quy dinh; p tic1131 . chinh theo muc 2.3
- Truong hop ho so day du, hop 18 '
thi tiép nhan ho so.

B2 | Kiém tra, xem xét ho so: Cong chiic 1/2 gio Mau 05
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- Néu du diéu kién: Vao S6 ding ky

Tu phéap - HO

Du thao Trich

giam ho, nhap dir liéu vao phin mém tich luc dang ky
ho tich, in dy thao Trich luc dang ky giam ho hoac du
giam ho; thdo Van ban
- Néu khong du diéu kién: Dy thao thong bao khong
Vin ban thong bao khong du diéu du diéu  ki¢n
kién giam ho. giam ho
Trinh ldnh dao UBND cép xa.
Mau 05
Trich luc dang
. N A Lo ~ ky giam ho hodc
Ky du thao két qua gidi quyét thu tuc Lanh dao " g R
B3 | hanh chinh UBND cdp xa | /2810 | Van ban thdng
bao khong du
diéu kién giam
ho
Méu 01, 05
Trich luc dang
Phat hanh van ban va tra két qua cho | Céng chirc " kyv glam h¢ hf)ac
B4 cong chuc Tu phap - Ho tich Van phong 1/2gi6. | Van ban thong
T bao khoéng du
diéu kién giam
ho
Méu 01, 06
Trich luc dang
2 o A Le ox A x| CoOngchic s ky gidm ho hodc
h k t . A hanh G
BS gétuysén nguoi dan ky vao SO va tra Tu phép - Ho Gt:c:] I,nz;]n Vin ban thong
q tich bao khong du

diéu kién giam
ho

* Trweong hop hé so qud han xit 1y, trong thoi gian chdm nhat 01 ngay trude ngay hét
han xu 1y, cong chitc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin loi va hen lai ngay tra két qua dé gui cho to6 chure, ca nhan.

BIEU MAU

Ghi chi: Cédc Mau 01, 02, 03, 04, 05, 06 &p dung theo Théng tw sé 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

Mau 01.docx
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Mau 02 (W] j
Mau 02.docx
Phiéu yéu cau bo sung hoan thi¢n ho so

Mau 03 'EH
Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so

Méu 04 Iij
Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 'Ej
Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so

)
Mau 06 M3u 06.docx
S6 theo ddi hd so
BM.HT.13.01 |ﬂ|j
BM.HT. 13.01.docx
To khai dang ky giam ho

4 |HOSOLUU:

- MAu 01, 02, 03, 04 (néu ¢6), 06 luu tai B phan Tiép nhin va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;

- Hd so dau vao theo muc 2.3;

- S6 dang ky giam ho;

- Vian ban théng bao khong du diéu kién giam ho (néu cb);

- Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai UBND cap x4, thoi gian luu trir SO dang ky giam hd 13 vinh vién, con
cac giay to khac thuc hién luu theo quy dinh cia Luat HO tich va cac van ban hudng dan thi
hanh.
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14. Piang ky cham dirt giam ho

1 KY HIEU QUY TRINH QT.HT.14
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC:
Viéc giam ho cham dut trong cac trudng hop sau day:
- Nguoi duge gidm hd da c6 nang luc hanh vi dan sy dﬁy du;
- Nguoi duoc giam ho chét;
- Cha, me cua nguoi duge gidm ho 1a ngudi chua thanh nién da ¢6 du diéu kién dé
thyc hién quyén, nghia vy ctia minh;
- Nguoi duge gidm hd duge nhén lam con nudi.

2.2 | Cach thirc thyue hién TTHC:
- Nguoi ¢6 yéu cau dang ky cham dut giam ho truc tiép thuc hién hodc uy quyén cho
ngudi khac thuc hién viée dang ky cham dut gidm ho;
- True tiép tai BO phan Tiép nhan va Tra két qua UBND cap x4 hodc glri ho so qua hé
thong buu chinh.

. A LA A, Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai ndp:
- To khai dang ky chidm dit giam ho, theo mau BM.HT.14.01; X
- Giéy to 1am cadn ctr chadm dut giam hd theo quy dinh cua B¢ luat X
Dan su;
- Truong hop uy quyén cho nguoi khac lam thay thi phai c6 vin ban
uy quyén dugc cong chimg, chimg thyuc theo quy dinh cta phap lut.
Néu ngudi duge uy quyén 1a 6 6ng, ba, cha, me, con, vo, chong, anh, «
chi, em rudt ctia ngudi uy quyén thi vin ban y quyén khong phai
cong chung, chimg thuc nhung phai c6 gidy to chimg minh vé moi
quan hé véi nguodi uy quyén,
* Gidy to phai xuit trinh:
Ban chinh mot trong cic gidy to chimg minh nhan than la Gidy
CMND, H9 chiéu, Thé can cudc cong dan hoic glay to khac c6 dan X
anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri st
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dung cua ngudi yéu cau dang ky cham dit gidam ho.

* Liew Y khi nép hé so:
Truong hop gui ho so qua hé thong buu chinh thi phdi giti kém theo ban sao c6 ching
thuc cac giay to phai xuat trinh.

2.4 | S6 lwgng hd so: 01 bd

2.5 | Thoi han gidi quyét: Trong ngay lam viéc, sau khi nhén du hd so hop 1¢ (nhan hd 80
sau 15 gid ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép
theo).

2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC:
B6 phan Tiép nhan va Tra két qua ciia UBND cip xa.

2.7 | Co quan thue hién:
UBND cap x4 noi di dang ky giam ho trudc day.
Co quan c6 thim quyén quyét dinh:
UBND cép x4 noi di dang ky giam ho trudce day.
Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Khong.

2.8 | Péi twong thwe hién TTHC: C4 nhan

2.9 | Két qua giai quyét TTHC:
- H6 so du diéu kién: Trich luc dang ky chidm dit giam ho.
- Hd so khong du diéu kién: Vian ban théng bao khong du diéu kién chim dat giam
ho.

2.10 | Quy trinh xir ly cong viéc

TT Trinh tw Trach | Thoigian | Biéu mau/Két qua

nhiém

Tiép nhan hd so:
- Trudng hop ho so chua day du, hop Cong chirc Mau 01, 02 (néu
1¢: Hudng dan ngudi ndp hd so bod & ¢ Gio hanh cd), 06 va Ho so

B1 Tu phép - .
sung, hoan thién theo quy dinh; 5 tich chinh theo muc 2.3
- Truong hop hd so day du, hop 16 C
thi tiép nhan hd so.

B2 Kiém tra, xem xét ho so: Cong chuc 12 git Mau 05

- Néu du diéu kién: Vao So6 dang ky | Tu phap - Du thao Trich luc
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giam ho, nhap dir liéu vao phin mém
ho tich, in du thao Trich luc dang ky
chdm dut gidm ho;

- Néu khong du diéu kién: Du thao
Vin ban thong bao khong du diéu
kién giam ho;

Trinh lanh dao UBND cp xa.

Ho tich

dang ky cham dat
giam hd hodc du
thao Van ban thong
bao khong du diéu
kién gidm ho

Mau 05
Trich luc dang ky

. T P TR S Lanh dao chdm dut giam ho
B3 K‘y du t},1ao két qua giai quyét thu tuc UBND cép 12 gi6 |hoic Van ban
hanh chinh ~ N . A
Xa thong bao khdng
du diéu kién giam
ho
Mau 05
Trich luc dang ky
Phat hanh vin ban va tra két qua cho | Cong chirc Lo ch%m durt gtam I}Q
B4 cong chirc Tu phép - HO tich Van phong 2 810 hof'l ¢ \{an Pan
T thong bao khong
da diéu kién giam
ho
Mau 01, 06
Trich luc dang ky
Chuyén ngudi dan ky vio S5 va tra | COP8 MU | Gig panp | Cham dit gidm ho
B5 1t qui Tu phép - chinh hoac Van ban
Ho tich théng bao khong
da diéu kién giam
ho
* Triong hop hé so qud han xik Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay hét
han xu 1y, cong chicc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin 161 va hen lai ngay tra ket qua de guri cho to chirc, ca nhan.
3 | BIEUMAU

Ghi chl: Cde Méu 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan hd so va hen tra két qua

@ﬂ

M3u 01.docx
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Mau 02 @j
Mau 02.docx
Phiéu yéu cau bd sung hoan thién hé so
Mau 03 'Ej
Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
Mau 04 'Ej
MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 'Ej
MAu 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
]
Mau 06 M3u 06.docx
S6 theo ddi hé so
BM.HT.14.01 |ﬂ|j
BM.HT. 14.01.docx
T khai dang ky cham dit giam ho
4 |HOSOLUU:
- MAu 01, 02, 03, 04 (néu ¢6), 06 luu tai B phan Tiép nhin va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;
- Hd so dau vao theo muc 2.3;
- S6 dang ky cham dat gidam ho;
- Vian ban théng bao khong du diéu kién chdm dut giam ho (néu co);
- Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai UBND cép x4, thoi gian luu trit S6 dang ky cham dat giam ho 13 vinh
vién, con cac giay to khac thyc hién luu theo quy dinh ctia Luat HO tich va cac van ban

huéng dan thi hanh.
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15. Pang ky nhin cha, me, con

1 KY HIEU QUY TRINH QT.HT.15
2 | NOIDUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
- Viéc nhan cha, me, con khong c6 tranh chép;
- Bén nhén, bén dugc nhén 13 cha, me, con déu con séng vao thoi diém dang ky nhan
cha, me, con,
- Khi dang ky viéc nhan cha, me, con thi cac bén cha, me, con phai c6 mat.
2.2 | Cach thire thue hién TTHC:
Tryc tiép tai B6 phan Tiép nhan va Tra két qua ciia UBND cap xa.
. A LA A, Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai ndp:
- To khai dang ky nhéan cha, me, con, theo mau BM.HT.15.01;
X

- Chung cir ching minh mdi quan hé cha, me, con gom mot trong céac
gidy t0, tai liéu sau:

+ Vin ban cta co quan y té, co quan giam dinh hodc co quan khac c6
tham quyén ¢ trong nudc hoic nudc ngoai xac nhan quan hé cha con,
quan hé me¢ con,; X
+ Truong hop khong c6 van ban trén thi phdi c6 thu tir, phim anh, bang,
dia, do dung, vat dung khac chirng minh mbi quan hé cha con, quan hé
me con va van ban cam doan cta cha, me vé viéc tré em 1a con chung ctua
hai nguoi, co it nhat hai nguoi than thich cta cha, me lam ching;

- Giy to chirng minh thudc gia dinh ¢ cong véi cach mang, ngudi thude
hd nghéo, nguoi khuyet tat (néu co).

* Gidy to phai xuit trinh:

- Ban chinh mét trong cac gidy to chimg minh nhén than la Gidy CMND,
Ho chiéu, Thé cin cudc cong dan hoac glay td khéc c6 dan anh va thong
tin ca nhéan do co quan c6 tham quyén cip, con gia tri sir dung cua ngudi
yéu cau dang ky nhan cha, me, con;
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- Ban chinh gidy t& chimg minh noi cu trG cia ngudi nhin hodc ngudi
duogc nhan 1a cha, me, con dé xac dinh tham quyén (chi 4p dung trong giai | X
doan chuyén tiép).

2.4 | S6 lwgng hd so: 01 bd.

2.5 | Thoi han giai quyét: Trong ngay lam viéc, sau khi nhan du hé so hop 18 (nhan hd so
sau 15 gio ma khong giai quyet duge ngay thi tra ket qua trong ngay lam viée tiep theo).
Truong hop can phai xac minh thi thoi han giai quyét khong qua 05 ngay lam viéc.

2.6 | Dia diém tiép nhan ho so va tra két qua giai quyét TTHC:

B0 phan Tiép nhan va Tra két qua cia UBND cép xa.
2.7 | Co quan thuye hién:
UBND cép X4 noi cu tra cua nguoi nhan hoac nguodi duge nhan 1a cha, me, con.
Co quan c6 tham quyén quyét dinh:
UBND cép Xa noi cu tra cua nguoi nhan hoac nguodi dugce nhan 1a cha, me, con.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Péi twong thwe hién TTHC: Ca nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Trich luc dang ky nhan cha, me, con.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién nhan cha, me, con.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tw Trach Thoi gian | Biéu miu/Két qua
nhiém
Tiép nhan hd so:
- Truong hop hé so chua day du, hop Cone chite Mau 01, 02 (néu co),
1é: Hudng dan ngudi ndp hd so bd gC Gi0 hanh 06 va Ho so theo

B1 Tu phap - .
sung, hoan thién theo quy dinh; H6 tich chinh muc 2.3
- Truong hop hd so day du, hop 1¢ C
thi tiép nhan ho so.

B2.1. Kiém tra, xem xét hd so: Mau 05

- Néu du diéu kién va thudc tru:(‘mg Du thao Trich luc
h(g’p thng Aphal Xac mmhi Vzio S? Céng chirc dang ky nha{1 cha,
dang ky nhan cha, me, con; nhap dir , - me, con hodc du

B2 |... \ A\ 2 N : Tu phap - 1/2 gio Y Lo
liéu vao phan mém h¢ tich, in du Hb tich thdo Van ban thong
thao Trich luc dang ky nhan cha, me, T bdao khong du diéu
con; kién; Van ban xac
- Néu khéng du diéu kién: Du thao minh/bién ban xéc
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Vin ban thong bao khong du didu
kién nhan cha, me, con;
Trinh lanh dao UBND cép xa.

B2.2. Kiém tra, xem xét hd so,
truong hop phuc tap thi xac minh

minh (néu co)

bang vin ban hoic truc tiép. Sau khi 04 ngay
co két qua xac minh, thyc hién nhu
B2.1.
Mau 05
Trich luc dang ky
A a . I . Lanh dao nhan cha, me, con
Ky két t thi tuc hanh : N : PR
B3 y €t qua gia1 quyet thu tyuc han UBND 1/2 giv hodc Van ban thong
chinh Ao . A , g
cap xa bdao khong du dicu
kién nhan cha, me,
con
Mau 05
Trich luc dang ky
s PP S A , han cha, me, con
Phéat hanh vin ban va tra két qua ch h | e S
g phap = HoH phong bao khong du diéu
kién nhan cha, me,
con
Mau 01, 06
Trich luc dang ky
Chuyén ngudi dan ky vio S& va tra | COP8CNUC | G panp |nhén cha, me, con
B5 két qua Tu phap - chinh hodc Van ban thong
Ho tich bao khong du dicu
kién nhan cha, me,
con
* Truwong hop ho so qud han xik Iy, trong thoi gian chdm nhdt 01 ngay trude ngdy hét
han xu Iy, cong chitc Tu phdp - H9 tich trinh Chu tich UBND cdp xa ky ban hanh phiéu
xin loi va hen lai ngay tra két qua dé gui cho to chure, ca nhan.
3 |BIEU MAU

Ghi chl: Cdc Mau 01, 02, 03, 04, 05, 06 &p dung theo Théng tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@H

Mau 01.docx

93




Mau 02 (W] j
Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so

Mau 03 'Ej
Mau 03.docx
Phiéu tir choéi ti€p nhan giai quyét ho so

Méu 04 'Ej
Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 'Ej
Mau 05.docx
Phiéu kiém soéat qua trinh giai quyét ho so

)
Mau 06 MAu 06.docx
S6 theo ddi ho so
BM.HT.15.01 'Eﬂ

BM.HT. 15.01.docx
To khai dang ky nhan cha, me, con

4 |HOSOLUU:

- Méu 01, 02, 03, 04 (néu ¢6), 06 luu tai B phan Tiép nhan va Tra két qua cua UBND
cap xa. Mau 01, 05 luu theo ho so;

- Hd so dau vao theo muc 2.3;

- S dang ky nhan cha, me, con,

- Van ban thong bao khong du diéu kién nhan cha, me, con (néu co);

- Vin ban xac minh/bién ban xac minh (néu c6);

- Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai UBND cp x3, thoi gian luu trir S6 dang ky nhan cha, me, con 13 vinh vién,
con cac giay to khac thuc hién lIuu theo quy dinh cua Luat HO tich va cac van ban hudng dan
thi hanh.
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16. Ping ky nhan cha, me, con c6 yéu to nwéc ngoai tai khu vue bién giéi

1 KY HIEU QUY TRINH QT.HT.16
2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC:
- Viéc nhan cha, me, con khong c6 tranh chép;
- Bén nhén, bén duoc nhan 1a cha, me, con déu con séng vao thoi diém dang ky nhan
cha, me, con;
- Khi dang ky viéc nhan cha, me, con thi cac bén cha, me, con phai c6 mat.

2.2 | Cach thirc thue hién TTHC:
Truyc tiép tai Bo phan Tiép nhan va Tra két qua UBND cap xa.

. A LA A Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai nop:
- To khai dang ky nhan cha, me, con, theo mau BM.HT.16.01; X
- Chung ctt ching minh mbi quan hé cha, me, con, gém mot trong X
cac gidy to, tai liéu sau:
+ Vin ban cta co quan y té, co quan giam dinh hodc co quan khéc co
tham quyén ¢ trong nudc hoac nudc ngoai xac nhan quan hé cha con,
quan hé me¢ con,
+ Truong hop khong c6 van ban trén thi phai ¢ thu tu, phim anh,
bang, dia, d6 dung, vat dung khac ching minh mo61 quan hé cha con,
quan hé me con va van ban cam doan cta cha, me¢ vé€ viéc tré em la
con chung cua hai ngudi, cé it nhat hai nguoi than thich cua cha, me
lam chtng;
- Ban sao gidy to ching minh nhén than, chirmg minh noi thudng tra X
¢ khu vuc bién gidi cua cong dan nudc lang giéng;
- Gidy to chirng minh thudc gia dinh ¢6 cong véi cach mang, ngudi «

thudc ho nghéo, ngudi khuyét tat (néu co).

* Gidy to phai xuit trinh:

- Ban chinh mot trong cac gidy to ching minh nhan than la: Gidy
CMND, H¢ chiéu, Thé can cudc cong dan hoac gidy to khac c6 dan X
anh va thong tin ca nhan do co quan c¢6 tham quyén cap, con gia tri st
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dung cua nguoi yéu cau dang ky nhan cha, me, con,

- Ban chinh gidy to chirg minh noi thudng trii cia ngudi nhan hoic X
nguoi dugc nhan cha, me, con la cong dan Viét Nam dé xac dinh
tham quyén (chi &p dung trong giai doan chuyén ti€p).

2.4 | S$6 lwgng hd so: 01 bd
2.5 | Thoi han giai quyét: Trong 03 ngay lam viéc, ké tir ngdy nhan du hd so hop 16.
Truong hop can phai xac minh thi thoi han giai quyét khong qua 12 ngay lam viéce.
2.6 | Dia diém tiép nhan hd so va tra két qua giai quyét TTHC:
B phan Tiép nhan va Tra két qua cia UBND cip xa.
2.7 | Co quan thuc hién:
UBND cép xi ¢ khu vuc bién gigi noi cong dan Viét Nam thudng tri.
Co quan c6 tham quyén quyét dinh:
UBND cap x4 6 khu vuc bién gi6i noi cong dan Viét Nam thuong tru.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Péi twong thwe hién TTHC: Ca nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Trich luc dang ky nhan cha, me, con.
- Ho so khong du diéu kién: Van ban thong bao khong du diéu kién nhan cha, me,
con.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Tréch Thoi gian | Biéu miuw/Két
nhiém qua
Tiép nhan ho so:
- Trudng hop hé so chua day du, hop Cone chit Mau 01, 02 (néu
1é: Hudng dan ngudi ndp hd so bod & ¢ Gio hanh | c0), 06 va Ho so
B1 Tu phap - .
sung, hoan thién theo quy dinh; 6 tich chinh theo muc 2.3
- Truong hop ho so day du, hop 18 o
thi tiép nhan ho so.
B2.1. Kiém tra, xem xét hd so: Mau 05
- Truong hop du diéu kién va thudc Du théo Trich luc
trudng hop khong xac minh: Vao S6 | Cong chirc dang ky nhan cha,
B2 | dang ky nhén cha, me, con; nhap dit | Tu phap - 1,5ngay | me, con hodc Vin
liéu vao phian mém ho tich, in dy| HO tich bin thong béo
thdo Trich luc dang ky nhan cha, me, khong du diéu
con; kién; Van ban xac
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- Trudng hop khong du diéu kién:
Du thdo Van ban thong bao khong
du diéu kién nhan cha, me, con;
Trinh lanh dao UBND cp xa.

B2.2. Kiém tra, xem xét hd so,
truong hop phuc tap thi xac minh

minh/ bién ban
xac minh (néu co)

bang van ban hodc truc tiép. Sau khi 10 ngay
co két qua xac minh, thuc hién nhu
B2.1.
Mau 05
Trich luc dang ky
. s e L . Lanh dao nhan cha, me, con
B3 g])?nl;et qua gidi quyét thu tuc hanh UBND cép 12ngdy |hoic Vin ban
Xd thdng bao khdng
du diéu kién nhan
cha, me, con
Mau 05
Trich luc dang ky
B4 Phat hanh van ban va tra két qua cho | Cong chuc 2 ity nhz;m cha,vme, cczn
cong chirc Tu phép - Ho tich Vin phong g her_lc \{an lA)an
thong bao khong
du diéu kién nhan
cha, me, con
Mau 01, 06
Trich luc dang ky
Chuyén nguoi dan ky vio Sé va tra | COPECPIC | g papy | Mhan cha, me, con
BS két qua Tu phgp ) chinh hoge ~ Van ban
H9 tich théng bao khong
du diéu kién nhan
cha, me, con
* Triong hop hé so qud han xik Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay hét
han xu 1y, cong chitc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin 161 va hen lai ngay tra ket qua de guri cho to chirc, ca nhan.
3 | BIEU MAU

Ghi chl: Cde Méu 01, 02, 03, 04, 05, 06 ap dung theo Thong tw 56 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan hd so va hen tra két qua

@

MAau 01.docx
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Mau 02 (W] j
Mau 02.docx
Phiéu yéu cau bo sung hoan thi¢n ho so

Mau 03 'Ej
Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so

Méu 04 'Ej
MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 'Ej
Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so

)
Mau 06 MAu 06.docx
S theo ddi ho so
BM.HT.16.01 'Ej

BM.HT. 16.01.docx
To khai dang ky nhén cha, me, con

4 |HOSOLUU:

- MAu 01, 02, 03, 04 (néu ¢6), 06 luu tai B phan Tiép nhin va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;

- Hd so dau vao theo muc 2.3;

- S dang ky nhan cha, me, con,

- Van ban xac minh/bién ban xac minh (néu cd);

- Van ban thong bao khong du diéu kién nhan cha, me, con (néu co);

- Phan mém http://hotich.moj.gov.vn.

Ho so dugc luu tai UBND cép x3, thoi gian luu trit S6 dang ky nhan cha, me, con 1 vinh
vién, con cac giay to khac thuc hién luu theo quy dinh ctia Luat Ho tich va cac van ban
hudng dan thi hanh.
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17. Ping ky khai sinh két hop ding ky nhin cha, me, con

KY HIEU QUY TRINH QT.HT.17

NOI DUNG QUY TRINH

2.1

Piéu kién thyc hién TTHC:

- Viéc nhan cha, me, con khong c6 tranh chap.

- Bén nhan, bén dugc nhan la cha, me, con déu con song vao thoi diém dang ky nhan

cha, me, con.

- Khi dang ky viéc nhan cha, me, con thi cac bén cha, me, con phai c6 mat.

2.2

Cach thire thuc hién TTHC:

Truyc tiép tai B6 phan Tiép nhan va Tra két qua UBND cap xa.

2.3

Thanh phan hd so, bao gom:

Ban
chinh

Ban
Sao

* Gidy to phai nop:

- To khai dang ky khai sinh va To khai dang ky nhan cha, me, con,
theo mau BM.HT.17.01 va BM.HT.17.02;

- Ban chinh Gidy ching sinh; truong hop khong c6 Glay ching sinh
thi ndp van ban cua nguoi lam chung xac nhan v& viéc sinh; néu
khong c6 ngudi lam chimg thi phai ¢ gidy cam doan vé viéc sinh;

- Chung ctr chung minh mbi quan hé cha, me, con, g6m mot trong
cac gidy t0, tai liéu sau:

+ Vin ban cta co quan y té, co quan giam dinh hodc co quan khéac co
thAm quyén & trong nudc hodc nudc ngoai xac nhan quan hé cha con,
quan h¢ me con;

+ Truong hop khong c6 van ban trén thi phai ¢ thu tir, phim anh,
bang, dia, do dung, vat dung khac chirng minh mbi quan hé¢ cha con,
quan h¢ me con va van ban cam doan cua cha, me vé viée tré em 1a
con chung ctia hai nguoi, c6 it nhat hai ngudi than thich cua cha, me
lam ching.

- Gidy to chirg minh thudc gia dinh c6 cong véi cach mang, ngudi
thudc ho ngheo, nguoi khuyét tat (n€u co);

* Gidy to phai xuit trinh:
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- Ban chinh mot trong cac gidy t& ching minh nhan than 1a Gidy
CMND, H6 chiéu, Thé cin cudc cong dan hodc gidy to khac co dan
anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia trj sir
dung ctia ngudi yéu cau diang ky;

- Ban chinh gidy t& chimg minh noi cu trii cia nguoi yéu cau ding ky
dé chirng minh tham quyén dang ky khai sinh, nhan cha, me, con (chi X
ap dung trong giai doan chuyén tiép).

2.4 | S6 lwgng hd so: 01 bd
Thoi han giai quyét:

- Déang ky khai sinh: Ngay sau khi nhén du gidy to hop 1é (nhan ho so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo).

2.5 |- bang ky nhan cha, me, con: Trong ngay lam viéc, sau khi nhén du hé so hop 1é (nhan
ho s0 sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo). Truong hop can phai xac minh thi thoi han giai quyét khong qua 05 ngay
lam viéc.

26 Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:

" | Bo phan Tiép nhan va Tra két qua cia UBND cép xA4.
Co quan thuc hién:
UBND cép x4 noi cu tri ciia ngudi cha hodc ngudi me.
Co quan c6 thim quyén quyét dinh:

2.7 L. . ., N g .
UBND cap xa noi cu tru ciia nguoi cha hodc nguoi me.

Co quan dugc ity quyén: Khong.
Co quan phdi hop: Khong.

2.8 | P6i twong thwe hién TTHC: C4 nhan
Két qua giai quyét TTHC:

59 |” Ho so du diéu kién: Trich luc dang ky nhan cha, me, con va Gidy khai sinh.

" | - Hd so khong du diéu kién: Vian ban thong bao khong du diéu kién cip gidy dang ky
khai sinh hoac nhan cha, me, con.

2.10 | Quy trinh xi ly cong viéc

TT Trinh tuw Trach nhiém | Thoigian | Biéu miu/Két

qua
Tiép nhan hd so: x
Trutme hap hb so chua dby i h Man 01, 02
. ruong hop o SO chua aay &, WP |- csno chpe Tw | Gidhanh | (néu o), 06 va

Bl | 1¢: Hudng dan nguoi ndp hd so bo . . ] \

AT e phap - Ho tich chinh HO so theo
sung, hoan thién theo quy dinh; muc 2.3

- Truong hop hod so day du, hop 1é
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thi tiép nhan ho so.

B2.1. Kiém tra, xem xét hd so.

- Trudong hop du diéu kién: Vao So
dang ky khai sinh va S6 ding ky
nhdn cha, me, con; nhip dir li¢u vao
phﬁn mém ho tich, in du thao Giéy

Mau 05
Du thao Trich
luc dang ky

khai sinh va du thao Trich luc dang 02 gio nhan cha, me,
ky nhén cha, me, con; con va du thao
- Truong hop khong du diéu kién: Gidy khai sinh
gy | Du thdo Van bin thong bao khong | Cong chie Tu hodc dy thao
du diéu kién. phap - Ho tich Vin ban thong
Trinh ldnh dao UBND cép x. bao khong du
diéu kién; Van
B2.2. Kiém tra, xem xét hd so, ban Xac
truong hop viéc nhan cha, me, con minh/bién ban
phuc tap thi tién hanh xac minh viéc 04 ngay le'tc minh (néu
nhan cha, me, con bang van ban hoac co)
tryc tiép. Sau khi c6 két qua xac
minh thi thyc hién nhu B2.1.
Mau 05
Trich luc dang
ky nhan cha,
o LA ‘. X Lanh )
B3 K){ két qua giai quyét thu tuc hanh SBNdSO 01 gid léli@éy kc}?; sirtﬁ
chinh P ° N ;
cap xa hodc Van béan
théng béo
khong du diéu
kién
Mau 05
Trich luc dang
ky nhan cha,
PO SRS AL 1 me, con va
B4 E(t‘r"’l‘; nanh Vﬁ}f’fg‘pﬁﬁgﬁﬁ qua cho Sgﬁg ;2;“’ 12gid | Gidy khai sinh
T phong hodac Van ban
théng béo
khong du diéu
kién
Mau 01, 06
Trich luc dang
BS Chuyén ngudi dan ky vao S6 va tra | Cong chirc Tu Gio hanh | ky nhan cha,
két qua phép - Ho tich chinh me, con va

Gidy khai sinh
hodac Van ban
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théng bao
khong du diéu
kién

* Trwong hop ho so qud han xit Iy, trong thoi gian chdm nhdt 01 ngdy trude ngay hét
han xur ly, cong chirc Tu phdp - Ho tich trinh Chu tich UBND cdp xa ky ban hanh phiéu

xin loi va hen lai ngay tra két qua dé gui cho to6 chure, ca nhan.

BIEU MAU

Ghi cht: Cdc Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 @j
Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
Mau 02 @ﬁl
Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so
Mau 03 @j
Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mau 04 EH
MAu 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
Mau 05 'Ej
MAu 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
o]
Mau 06 MAu 06.docx
S0 theo ddi ho so
BM.HT.17.01 |ﬂ|j
BM.HT.17.01.docx
T¢ khai dang ky nhén cha, me, con
BM.HT.17.02

To khai dang ky khai sinh

@j

BM.HT.17.02.docx
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4 |HOSOLUU:

- Mﬁu 01, 02, 03, 04 (néu c0), 06 luu tai B6 phan Tiép nhan va Tra két qua cia UBND
cap xa. Mau 01, 05 luu theo ho so;

- H so dau vao theo muc 2.3;

- S6 dang ky nhan cha, me, con;

- S6 dang ky khai sinh;

- Vin ban thong bao khong du diéu kién (néu co);

- Vin ban xac minh/bién ban xac minh (néu c6);

- Phin mém http://hotich.moj.gov.vn.

H6 so duoc luu tai UBND cip x4, thoi gian luu trir S6 dang ky khai sinh va S6 dang ky nhan
cha, me, con 1a vinh vién, con céc giay to khac thuc hién luu theo quy dinh cua Luat Ho tich
va cac van ban hudng dan thi hanh.
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18. Pang ky lai khai sinh

KY HIEU QUY TRINH QT.HT.18

NOI DUNG QUY TRINH

2.1

Piéu kién thwe hién TTHC:

- Vi€e dang ky khai sinh da dang ky tai co quan co tham qqyén cua Viét Nam trude
ngay 01/01/2016 nhung So6 dang ky khai sinh va ban chinh Giay khai sinh déu bi mat;
- Nguoi yéu cau dang ky lai khai sinh phai con sdng vao thoi diém tiép nhan ho so.

2.2

Cach thirc thue hién TTHC:

khac thyc hién viéc dang ky lai khai sinh.

thng buu chinh.

- Ngudi ¢o yéu cau ding ky lai khai sinh truc tiép thuc hién hodc uy quyén cho nguoi

- Truc tiép tai B6 phan Tiép nhan va Tra két qua UBND cip x4 hoic gui ho so qua hé

2.3

Thanh phan ho so, bao gom:

Ban
chinh

Ban
sao

* Gidy to phai ndp:

-T& khai ding ky lai khai sinh, theo madu BM.HT.18.01, trong d6 co
cam doan cua nguoi yéu cau ve vi¢c da dang ky khai sinh nhung nguoi
d6 khong luu gitt duge ban chinh Gidy khai sinh;

- Ban sao Gidy khai sinh do co quan c6 thim quyén cua Viét Nam cip
(ban sao dugc cong chimg, ching thuc hop 18, ban sao duoc cap tir SO
dang ky khai sinh).

Hoic ban chinh hodc ban sao gidy to c6 gia tri thay thé Gidy khai
sinh dugc cdp trude nam 1945 ¢ mién Bic va trude nim 1975 & mién
Nam.

Truong hop nguoi dang ky lai khai sinh khong c6 cac gidy to trén
thi ndp ban sao toan bo ho so, gidy to cua ngudi yéu cau hodc ho so,
gidy to, tai liéu khac trong d6 c6 cac thong tin lién quan dén ndi dung
khai sinh ctia nguoi d6, gom: Gidy CMND, Thé cin cudc cong dan
hodc Ho chiéu; S6 ho khau, S6 tam tru, giéy to chirng minh vé noi cu
tra; B.';“mg tdt nghiép, Giéy ching nhan, ching chi, hoc ba, hd so hoc
tap do co quan dao tao, quan 1y gido duc c6 thim quyén cip hodc xéac
nhan; Giéy to khac co6 thong tin vé ho, chit dém, tén, ngay, thang nam
sinh cua ca nhan; Giéy to ching minh quan hé cha, me, con;

- Van ban xac nhan cia Thu trudng co quan, don vi vé viéc nhitng ndi
dung khai sinh cua nguoi d6 gom ho, chit dém, tén; gidi tinh; ngay,
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thang, nam sinh; dan toc; qué quan; quan h¢ cha, me, con phu hop véi X
hd so do co quan, don vi dang quan 1y ddi véi trudng hop ngudi yéu
cau dang ky lai khai sinh 13 can bg, cong chirc, vién chirc, nguoi dang
cong tac trong lyc lugng vii trang;

- Truong hop uy quyén cho ngudi khac 1am thay thi phai ¢6 van ban 1 uy
quyén dugc cong chimg, chimg thyc theo quy dinh cua phap luat. Néu
nguoi duoc uy quyén la ong, ba, cha, me, con, vg, chdng, anh, chi, em X
rudt ciia ngudi uy quyén thi van ban uy quyén khong phai cong ching,
chtng thuc nhung phai co gidy to chimg minh vé mbi quan hé véi
nguoi uy quyén;

- Gidy to chting minh thudc gia dinh c6 cong véi cach mang, ngudi X
thudc ho ngheo, nguoi khuyét tat (néu co).

* Gidy to phai xuit trinh:

- Ban chinh mot trong cac gidy to ching minh nhan than la Gidy
CMND, Ho chiéu, Thé cin cudc cong din hoidc glay to khac co6 dan X
anh va thong tin ca nhan do co quan c6 thAm quyén cip, con gi tri sir
dung cua ngudi yéu cau dang ky lai khai sinh;

- Ban chinh gidy to chtrng minh noi thuong tra cua nguoi yéu cau ding
ky lai khai sinh dé x4c dinh thim quyén trong truong hop viée dang ky X
lai khai sinh thuc hién tai Uy ban nhan dan cép xi khong phai 1a noi
dang ky khai sinh trudc day (chi 4p dung trong giai doan chuyén tiép).

* Lueu ¥ khi nép hé so:
Tnmng hop gui hé so qua hé thong buwu chinh thi phai gii kém theo ban sao cé ching
thurc cac gidy to phdi xudt trinh.

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét:

Trong 02 ngay lam viéc, ké tir ngdy nhan di ho so hop 18.

Néu viéc ding ky lai khai sinh dugc thuc hién tai UBND cap xd khong phai 1a noi ding
ky khai sinh trudc day thi thot han giai quyét khong qua 13 ngay lam viéc (khong tinh
thoi gian giri van ban yéu cu va thoi gian tra 101 két qua xac minh).

2.6

Dia diém tiép nhin ho so va tra két qua giai quyét TTHC:
B phan Tiép nhan va Tra két qua cia UBND cip x4.

2.7

Co quan thuc hién:

UBND cap xa noi di dang ky khai sinh trugc day hoic UBND cap xi noi ngudi yéu
cau dang ky lai khai sinh thuong tru.

Co quan c6 thim quyén quyét dinh:
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UBND cép x4 noi di ding ky khai sinh trudc day hoic UBND cdp x3 noi ngudi yéu

cau dang ky lai khai sinh thuong tru.
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Péi twong thwe hién TTHC: C4 nhan
Két qua giai quyét TTHC:
2.9 |- Hd so du didu kién: Gidy khai sinh.
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Tréch Thoi gian | Biéu miu/Két qua
nhiém
Tiép nhan ho so:
- Truong h(_)‘p~ ho so chua dﬁy ‘dﬁ, h(_)p Céng chirc Mau 01, 02 (néu
1&: Huéng dan nguoi ndp hod so bo . Gio hanh cd), 06 va Ho so
Bl A . Tu phép - .
sung, hoan thién ‘theo quy dinh; 16 tich chinh theo muc 2.3
- Truong hop ho so day du, hop I¢ o
thi tiép nhan hd so.
B2.1. Kiém tra, xem xét hd so:
- Néu du diéu kién va thudc truong
hop khong phai xdc minh: Vao S6
dang ky khai sinh; nhap dir liéu vao Miu 05 va hd so
phan mém ho tich, in dy thio Gidy . kém theo
khai sinh; 0LNng3Y | b thao Gidy khai
- Néu khéng du diéu kién: Dy thao | Cong chuc sinh hodac Van ban
B2 | Vin ban théng bao khong du diéu | Tu phap - théng bao khong
kién. H9 tich du diéu kién; Vian
Trinh lanh dao UBND cép xa. ban xac minh/bién
ban xac minh (néu
B2.2. Truong hop phuc tap thi xac co)
minh bing van ban hodc tryc tiép. 11 ngay
Sau khi c6 két qua xac minh thi thuc
hién nhu B2.1.
Mau 05
o |7 i i g e | SRS | Gy i
anh chinh x N . A
xa thong bao khong
du diéu kién
g4 | Phét hanh van ban va tra két qua cho | Cong chirc 112 gis , Mau 05
cong chuc Tu phap - Ho tich Vian phong Giay khai sinh
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hoac Van ban
théng bao khoéng

du diéu kién

Mau 01, 06
Chuyén ngudi dan ky vao S6 va tra Cong C,h Y | Gig hanh Gle}y kh? ! SlrJh
BS | két qua Tuphdp- | oo | hode  Van ~ ban
1 H? tich thong béo khong
du dicu kién
* Trieong hop hé so qud han xit Iy, trong thoi gian chdm nhdt 0/ ngay trudc ngay hét
han xu Ly, cong chicc Tu phdp - Ho tich trinh Chu tich UBND cap xa ky ban hanh phiéu
xin loi va hen lai ngay tra két qua dé guri cho to chirc, ca nhan.
3 | BIEUMAU

Ghi cha: Cde Mau 01, 02, 03, 04, 05, 06 &p dung theo Théong tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 @
Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua
M&u 02 @j
Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so
Mau 03 @j
Mau 03.docx
Phiéu tir choi ti€p nhan giai quyét ho so
Mu 04 Eﬂ
Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 @j
Mau 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so
=
Mau 06 Mau 06.docx
S6 theo ddi hd so
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BM.HT.18.01 |Ej

BM.HT.18.01.docx

To khai dang ky lai khai sinh

4 |HOSOLUU:

- ,Mﬁu 01, 02, 03, 04 (néu c0), 06 luu tai Bo phan Tiép nhan va Tra két qua cia UBND
cap xa. Mau 01, 05 Iuu theo ho so;

- Hd so dau vao theo muc 2.3;

- SO dang ky khai sinh;

- Vin ban thong béo khong du diéu kién ding ky lai khai sinh (néu c6);

- Phan mém http://hotich.moj.gov.vn.

HO6 so dugc luu tai UBND cép x4, thoi gian luu trit S6 dang ky khai sinh 13 vinh vién, con cac
gidy to khac thyc hién luu theo quy dinh ctia Luat HQ tich va cac van ban hudng dan thi hanh.
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19. Ping ky lai két hon

1 KY HIEU QUY TRINH QT.HT.19
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thuc hién TTHC:
- Viéc dang ky két hon da dang ky tai co quan co tham quyén cua Viét Nam trudc
ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy chung nhén két hon
déu b1 mat;
- Nguoi yéu cau dang ky lai két hon phai con séng vao thdi diém tiép nhan hd so.
2.2 | Cach thirc thyc hién TTHC:
Truc tiép tai B6 phan Tiép nhan va Tra két qua UBND cap xa.
. A 1A A, Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai nop:
- T khai dang ky lai két hon, theo mau BM.HT.19.01; X
- Bén sao Gjéy chuing nhan két hon duge cap trude day. Néu khoéng c6
ban sao Gidy ching nhin két hon thi ndp ban sao ho so, gidy to ca X
nhan c6 cac thong tin 1ién quan dén ndi dung dang ky két hon;
* Gidy to phai xuit trinh:
- Ban chinh mot trong cac gidy to ching minh nhan than la Gidy
CMND, Ho¢ chiéu, Thé cin cudc cong dan hoic glay to khac c6 dan X
anh va thong tin ca nhan do co quan ¢6 thAm quyén cip, con gia trj sir
dung cta ngudi yéu cau dang ky lai két hon;
- Ban chinh giéy to' chirng minh noi thuong tra cua nguoi yéu cau ding
ky lai két hon dé xac dinh tham quyén trong truong hop viée dang ky X
lai két hon thyuc hién tai Uy ban nhan dan cdp xa khong phai la noi
dang ky két hon trude ddy (chi ap dung trong giai doan chuyén tiép).
2.4 | S6 lwgng hd so: 01 b
2.5 | Thoi han giai quyét:

Trong 02 ngay lam viéc, ké tir ngdy nhan da ho so hop 18.
Néu viéc dang ky lai két hon dugc thuc hién tai UBND cap xi khong phai 1a noi dang
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ky két hon trudc ddy thi thoi han giai quyét khong qua 13 ngay lam viéc (khong tinh
thoi gian gui van ban yéu cau va thoi gian tra 101 két qua xac minh).

2.6

Dia diém tiép nhén ho so va tra két qua giai quyét TTHC:
B6 phan Tiép nhan va Tra két qua cua UBND cép x4.

2.7

Co quan thuc hién:

UBND cAp x4 noi di dang ky két hon truée day hoic UBND cip xa noi ngudi yéu
cau thuong tru.

Co quan c6 thAim quyén quyét dinh:

UBND cAp x4 noi di dang ky két hon truée day hoic UBND cip x3 noi ngudi yéu
cau thuong tru.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thwe hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:

- HO so du diéu kién: Gidy chting nhan két hon.

- Hb so khong du diéu kién: Vian ban thong bao khong du diéu kién ding ky lai két
hoén.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tuw Trach nhiém | Thoi gian | Biéu miu/Két
qua

Bl

Tiép nhan hd so:

- Truong hop ho so chua day du, hop
1¢: Hudéng dan nguoi ndp hd so bd
sung, hoan thién theo quy dinh;| Codng chic
truong hop khong thé bo sung, hoan | Tu phéap - HO
thién ngay thi phai 1dp van ban tich
huéng dan;

- Trudng hop hd so day du, hop 18
thi tiép nhan hd so.

Mau 01, 02 (néu
Gio hanh | €0), 06 va Ho so
chinh theo muc 2.3

B2

B2.1. Kiém tra, xem xét hd so, néu Mau 05

thudc ho so khong phai xac minh: Gidy chtng
- Truong hop du diéu kién: Vao S6 nhan két hon
dang ky két hon, nhap dir lidu vao hodc Vian ban
phan mém ho tich, in dy thao Gidy thdng béo khong
ching nhan két hon, chuyén nguoi da  diéu kién
dan ky vao SO va ky Gidy chimng dang ky lai két
nhan két hon; hén; Vin ban dé

Cong chuc
Tu phap - H6 | 01 ngay
tich
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- Trudng hop khéng du diéu kién:
Dy thao van ban thong bao khong du
diéu kién;

Trinh 14nh dao UBND céap x4,
chuyén dén B5.

B2.2. Truong hop viéc dang ky lai
két hon thuc hién tai Uy ban nhan
dan cap xa khong phai noi di dang
ky két hon trude day: Tham muu vin

nghi xac minh
(n€u co)

ban dé nghi Uy ban nhan dan noi 02 ngay
dang ky két hon trude day kiém tra,
xac minh vé vi¢c luu gilr s6 ho tich
tai dia phuong
Uy ban nhan dan nol dang ky ket | p\py o Vin ban tra 1oi
hon trude day kiém tra, xac minh ve A . . L,
B3 | .. A S . 4. | duoc dé nghi 05 ngay két qua xac
vigc luu gitt s6 ho tich tai dia L. .
xac minh minh
phuong.
Mau 05
Du thao Giéy
ching nhan két
N S . Cong chure hon hoac du
B4 Sg}l khi cé két qua xac minh thi thyuc Tuphdp-Ho | 02ngdy |thiao Vin ban
hién nhu B2.1 . N , ~
tich thdng bao khong
du diéu kién
dang ky lai khai
sinh
Mau 05
Gidy ~ chung
) ) nhan k& hon
B5 K){ két qua gidi quyet thu tuc hanh Lanh dAao | 12 ngay ho?c \{an 1E)an
chinh UBND cap xa thdng bao khong
du diéu kién
dang ky lai khai
sinh
Mau 05
) Gidy ching
gg | Phat hanh van ban va tra ket qua cho | Céng chire 12 oiy | Mhén két hon
cong chirc Tu phap - Ho tich Vian phong & hodc Vian ban

thdng bao khong
du diéu kién
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dang ky lai khai
sinh

Mau 01, 06
Gidy ching
nhan k& hon

Cong chuc s < < .
B7 | Tra két qua cho cong dan Tu phép - HO Gio h anh hofl ¢ \{an Pan
e chinh thong bao khong
ich \ Y A
du diéu kién
dang ky lai khai
sinh
* Truwong hop hé so qud han xik Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xit Iy, cong chirc Tu phdp - H¢ tich trinh Chu tich UBND cap xa ky ban hanh
phiéu xin 16i va hen lai ngay tra két qua d@é giri cho t6 chire, cd nhan.
3 | BIEUMAU

Ghi chl: Cdc Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tw s6 01/2018/TT-VPCP

ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 @j

Mau 01.docx

Gidy tiép nhan ho so va hen tra két qua

Mau 02 @j

Phiéu yéu cau bo sung hoan thién ho so

Mau 02.docx

Mau 03 Eﬂ

Phiéu tir chdi tiép nhan giai quyét ho so

M3u 03.docx

MAu 04 Eﬂ

Phiéu xin 16i va hen lai ngay tra két qua

M3u 04.docx

Mau 05 @

Phiéu kiém so4t qua trinh giai quyét hd so

MAu 05.docx

@j

Mau 06 MAu 06.docx

S6 theo doi ho so
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BM.HT.19.01 Eﬁl

BM.HT.19.01.docx
T khai dang ky lai két hon.

4 |HOSOLUU:

- Méu 01, 02, 03, 04 (néu c6), 06 luu tai B phan Tiép nhan va Tra két qua cua
UBND cép xa. Mau 01, 05 Iuu theo ho so;

- H so dau vao theo muc 2.3;

- S6 dang ky két hon;

- Vin ban thong bao khong du diéu kién dang ky lai khai sinh (néu c6);

- Vian ban dé nghi xac minh va Vin ban tra 101 két qua xac minh (néu c6);

- Phan mém http://hotich.moj.gov.vn.

Hb so duoc luu tai UBND cap x4, thoi gian luu trit S6 dang ky két hon 13 vinh vién, con céac
giay to khac thyc hién luu theo quy dinh ctia Luat Ho tich va cac van ban huéng dan thi
hanh.
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20. Pang ky lai khai tir

1 KY HIEU QUY TRINH QT.HT.20
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuwc hién TTHC:
Viéc dang ky khai tu da dang ky tai co quan co tham quyén cua Viét Nam trude ngay
01/01/2016 nhung S6 dang ky khai tir va ban chinh Gidy ching tir déu bi mat.

2.2 | Cach thirc thue hién TTHC:
- Ngudi ¢6 yéu cau dang ky lai khai tir tryc tiép thuc hién hodc Gy quyén cho ngudi
khac thyc hién viéc dang ky lai khai tir.
- Tryc tiép tai B phan Tiép nhan va Tra két qua UBND cap xa hogc giri ho so' qua hé
thong buu chinh.

. A LA A, Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh sa0
* Gidy to phai nop:
- To khai dang ky lai khai tir, theo mau BM.HT.20.01;

X

- Ban sao Glay chtng tir dugc cap hop 18 trudce day. Néu khong co
ban sao Gidy chung tir thi ndp ban sao hd so, gidy to lién quan c6 X
ndi dung ching minh su kién chét;
- Truong hop uy quyén cho nguoi khac 1am thay thi phai c6 vin
ban uy quyén dugc cong ching, chimg thyc theo quy dinh cua
phap lut. Néu nguoi duge Gy quyén 1a 6 ong, ba, cha, me, con, vo, X
chdng, anh, chi, em rudt cia nguoi y quyén thi vin ban uy quyén
khong phai cong ching, chimg thyc nhung phai ¢6 gidy to chimg
minh v€ mo1 quan h¢ vo1 ngudi iy quyén,
- Giy to ching minh thudc gia dinh c6 cong voi cach mang, ngudi
thudc ho ngheo, nguoi khuyét tat (n€u co). X

* Gidy to phai xuat trinh:
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- Ban chinh mét trong cac gidy to chimg minh nhan than 1a Gidy
CMND, H¢ chiéu, Thé cin cudc cong dan hodc gidy to khac co X
dan anh va thong tin c4 nhan do co quan c6 thim quyén cép, con
gia tri st dung ctia nguoi yéu cau dang ky lai khai tir.

* Luew y khi nép hé so:
Truwong hop giti hé so qua hé thong buu chinh thi phdi giri kém theo ban sao c¢é chirng
thuwe cdc gidy to phdi xudt trinh.

2.4 | SO lwong hd so : 01 bo
Thoi han giai quyét:

2.5 | Trong 02 ngay lam viéc, ké tir ngay nhan du ho so hop 18. Truong hop can phai xéc
minh thi thoi han giai quyét khong qua 10 ngay lam viéce.
Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:

2.6 | B3 phan Tiép nhan va Tra két qua ciia UBND cép xa.
Co quan thue hién: UBND cép xi noi d3 ding ky khai tir trudce day.
Co quan c6 tham quyén quyét dinh: UBND cip xi noi da ding ky khai tr trudce

2.7 | day.
Co quan dwgc iy quyen: Khong.
Co quan phdi hep: Khong.

2.8 | Poi twong thwe hién TTHC: Ca nhan
Két qua giai quyét TTHC:

29 |- Hb so dii diéu kién: Trich luc khai tt.

" | - Ho so khong du diéu kién: Vian ban thong bao khong dui diéu kién dang ky lai khai

tu.

2.10 | Quy trinh xi ly cong viéc

TT Trinh tw Trach nhiém | Thoi | Biéu miu/Két qua

gian
Tiép nhan ho so:
; , Mau 01, 02 (né
Truong hop hé so chua day du, hop Céng chirc Giy tau U1, € (gleu

1¢: Hudng dan ngudi ndp hd so bod > A \ cd), 06 va Ho so

Bl Tuphap - Ho | hanh
sung, hoan thién theo quy dinh; tich chinh theo muc 2.3
- Truong hop hé so day di, hop 18 '
thi tiép nhan ho so.

B2 Kiém tra, xem xét ho so, néu du diéu | Cong chuc 01 ngay Miu 05

kién va khong thugc trudong hop phai | Tu phap - HO
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x&c minh thi vao S6 dang ky khai tir; tich Hb so kem theo
nhap dit liéu vao phan mém ho tich, Du thio Trich luc
in du thao Trich luc khai ti, trinh Kkhai tir '
lanh dao UBND cap xa
Tl:u’orng hop Phal Xac m‘vmh h(i SO t}’ll Céng chitc ) Malf 05 ,
B3 tién hanh Xac minh bang van ban Tu phap - H6 | 02 ngay V'fm ban  xac
hodc truc ti€p tuy theo tung truong . i minh/bién ban xac
2 tich .
hop cu thé minh
Sau khi c6 két qua xac minh,
- Néu du diéu kién: Vao S6 dang ky Mau 05
khai tir; Nhap dir li€u vao ph?m mém R , Du thao Trich luc
o | DO tich, in du thio Trich Iy khai tr; | COMEMUE | ihai e hoge Van
- Néu khong du diéu kién: Du théo up ti?:}; © glo ban théng‘ bao
Vian ban thong bido khong du dicu ’ khong du diéu kién
kién dang ky lai khai tir; dang ky lai khai tu
Trinh lanh dao UBND cap xa.
Mau 05
) o o . Lanh dao Trivch lucv khai tu
Ky du thao két qua giai quyét tha tuc ; hodc Van ban
B5 ; . UBND Y2 ngay N ] N
hanh chinh L~ thong bao khong
cap xa du didu kién dang
ky lai khai tur
Méu 05
Trich luc khai tu
B6 Phét hanh vin ban va tra két qua cho | Cong chirc s gic hoiac Van ban
cong chtrc Tu phép - HO tich Van phong thong béo khong
da diéu kién ding
ky lai khai tur
Mau 01, 06
i ' 7 Céng chirc Gio Trich luc khai tr
Chuyén nguoi dan ky vao SO va tra . n X hodc Van ban
B7 |z 7, Tu phap - H hanh N ] n
ket qua tich chinh thong bao khdng
’ du diéu kién dang
ky lai khai tur
* Triong hop hé so qud han xik Iy, trong thoi gian chdm nhdt 01 ngay trude ngay hét
han xir Iy, cong chitc Tw phdp - H{ tich trinh Chii tich UBND cdp xd ky ban hdanh
phiéu xin 16i va hen lai ngay tra két qua d@é giri cho t6 chike, cd nhan.
3 | BIEU MAU
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Ghi chl: Cde Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tur 56 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 'EH
MAu 01.docx
Gidy tiép nhan ho so va hen tra két qua
Mau 02 'EH
Mau 02.docx
Phiéu yéu cau bd sung hoan thién hd so
Mau 03 'Ej
Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mu 04 Eﬂ
MAu 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
Mu 05 |Ej
MAu 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
o]
Mau 06 MAu 06.docx
S6 theo ddi ho so
BM.HT.20.01 @j
BM.HT.20.01.docx
To khai dang ky lai khai tur
HO SO LUU:

- Méu 01, 02, 03, 04 (néu ¢6), 06 luu tai B phan Tiép nhin va Tra két qua cia
UBND cap xa. Mau 01, 05 luu theo ho so;

- H6 so dau vao theo muc 2.3;

- S6 dang ky khai tir;

- Vin ban xac minh/bién ban xac minh (néu c6);

- Vin ban thong bao khong du diéu kién dang ky lai khai tir (néu c6);

- Phan mém http://hotich.moj.gov.vn.
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Hb so dugc luu tai UBND cép x4, thoi gian luu trit S6 dang ky khai tir 13 vinh vién, con céc
giay to khac thyc hién luu theo quy dinh ctia Luat Ho tich va cac van ban hudng dan thi
hanh.
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21. Thay d6i, cai chinh, b sung h tich
1 KY HIEU QUY TRINH QT.HT.21
2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thue hién TTHC: Khong

2.2 | Cach thirc thyc hién TTHC:
- Ngudi c6 yéu cau dang ky thay doi, cai chinh, bd sung ho tich tryc tiép thuc hién
hodc uy quyén cho nguoi khac thyc hién.
- Tryc tiép tai BO phan Tiép nhan va Tra két qua UBND cép xa hodc gui hd so qua hé
thong buu chinh.

X A A AL Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phdi nop:
- To khai ding ky viéc thay doi, cai chinh, bo sung ho tich, theo mau
BM.HT.21.01;

X

- Giéy to lién quan lam can ctr thay ddi, cai chinh, bd sung ho tich; X
- Truong hop uy quyén cho ngudi khac lam thay thi phai c6 vin ban
uy quyén dugc cong ching, chung thuc theo quy dinh cua phap lut.
Néu nguoi duge oy quyén 1a ong, ba, cha, me, con, vo, chdng, anh,
chi, em rudt ctia nguoi uy quyén thi van ban uy quyén khong phai X
cong chung, ching thyc nhung phai c6 gidy to ching minh vé mbi
quan hé vé1 nguodi uy quyén;
- Gidy to ching minh thudc gia dinh c6 cong voi cach mang, nguoi
thudc ho ngheo, ngudi khuyét tat (néu co); X

* Gidy to phai xuit trinh:
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- Ban chinh mét trong cac gidy to chimg minh nhén than la Gidy
CMND, H6 chiéu, Thé cin cudc cong dan hoic glay to' khac c6 dan
anh va thong tin ca nhan do co quan ¢ tham quyén cép, con gia tri X
str dung ctia ngudi yéu ciu dang ky thay doi, cai chinh, bd sung ho
tich;

- Ban chinh gidy to chirng minh noi cu tra cua nguoi yéu cau dang ky
thay d6i, cai chinh, bd sung ho tich dé xac dinh tham quyén trong
truong hop viéc dang ky thay ddi, cai chinh, bo sung ho tich thuc X
hién tai Uy ban nhan dan cap xa khong phai 1a noi da dang ky hd tich
trudc day (chi 4p dung trong giai doan chuyén tiép).

* Lueu ¥ khi nép hé so:
Truong hop Qi h,o”‘ S0 qua hé,théng buu chinh thi phai gui kem theo ban sao co
chizng thuc cac giay to phai xuat trinh.

2.4 | S6 lwgng ho so: 01 bo
2.5 | Thoi han giai quyét:
Trong ngéy lam viéc, sau khi ’nhén du hod so hop 1€ (nhan }16 so sau 15 gio ma khong
giai quyet duogc ngay thi tra két qua trong ngay lam viéc ti€p theo).
Truong hop can phai xac minh thi thoi han giai quyét khong qua 06 ngay 1am viéc.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
Bo phan Tiép nhan va Tra két qua cia UBND cép xA.
2.7 | Co quan thyuc hién:
UBND cép xa noi da dang ky ho tich trude day hodc UBND cip x4 noi cu tri cia
nguoi co yéu cau.
Co quan c6 tham quyén quyét dinh: UBND cip xd noi da dang ky ho tich trude
day hosc UBND cip xa noi cu tra ctia nguoi co yéu cau.
Co quan dugc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thye hién TTHC: C4 nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Trich luc thay d6i, cai chinh, bo sung ho tich.
- HO so khong du dicu kién: Van ban thong bao khong du diéu kién thay doi, cai
chinh, b6 sung ho tich.
2.10 | Quy trinh xir ly cong viéc
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TT Trinh ty Trach nhiém | Thoi gian | Biéu miu/Két
qua
Tiép nhan ho so:
- Trudng hop ho so chua ddy du, Cong chite Méum, 02 (néu
B1 hop 1¢: Huéng dan ngudi ndp ho so Tu phép - Ho Gio hanh | €0), 06 va Ho so
bd sung, hoan thién th69 quy dinh; dch chinh theo muc 2.3
- Truong hop ho so day du, hop 1€ '
thi tiép nhan hd so.
B2.1. Kiém tra, xem xét hd so:
- Néu du di€u kién: Vao So6 dang ky x v 1A
thay doi, cai chinh, bd sung ho tich; Mav > va Ho
Nhap dir 1i€u vao phan mém ho tich, , ,
in du thao Trich luc thay doi, cai Dy thao ;T“Ch
chinh, bé sung ho tich: . | luc thay dbi, cai
£ n y a A 1 n \ 02 gid chinh, bo sung
- Néu khoéng du di€u kién: Dy the}o R ’ ho tich hodc du
vin ban Théng bao khong du didu | Cong chuc thio. Vin  bar
B2 | kién thay déi, cai chinh, bd sung ho | Tu pil_éllvl - Ho thgﬁg ba?)nkhaﬁg
tich; , * di  didu  kién
Trinhq liph dao UBND cap xa; thay aéi, cai
chuyén dén B3. chinh, b sung
B2.2. Truomg hop phai xdc minh hd igcucﬁ’in\;a‘}b?gﬁ
so thi tién hanh xdc minh bang van ban x4c minh
ban hodc tryc ti€p tuy theo tung 06 ngay (néu co)
truong hop cu thé. Sau khi co két
qua xac minh, thyc hién nhu B2.1.
Mau 05
Trich lyc thay
doi, cai chinh,
bd sung ho tich
B3 Ky du thao két qua giai quyét tha | Lanh dao 01 giv hoac Van ban
tuc hanh chinh UBND cap xa théng bao khong
dt  didu kién
thay d6i, cai
chinh, bd sung
ho tich
Mau 05
Phat hanh vin ban va tra két qua cho | Codng chuc . TEI.Ch ,l}'lc t,hay
BS | . . . A g N 1/2 gi6 | @6i, cai chinh
cong chirc Tu phap - Ho tich Vian phong ’ ’

bd sung ho tich
hodc Van ban
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théng bdo khong
di  diéu kién
thay d6i, cai
chinh, bd sung
ho tich

Mau 01, 06
Trich luc thay
ddi, cai chinh,
bo sung ho tich

Chuyén ngudi dan ky vao S6 va tra Cong chu:cA Gio hanh | hodc Vian ban
B6 L Tu phap - HO . N , N
két qua " chinh thong bao khong
ich \ X A
da dleg kién
thay doi, cai
chinh, b6 sung
hd tich
* Trieong hop hé so qua han xit Iy, trong thoi gian chdm nhdt 01 ngay truoc ngay hét
han xu 1y, cong chirc Tu phdp - Ho tich trinh Chu tich UBND cdp xa ky ban hanh
phiéu xin 16i va hen lai ngay tra két qud dé giri cho t6 chike, cd nhan.
3 | BIEUMAU

Ghi cha: Cac Mdu 01, 02, 03, 04, 05, 06 dp dung theo Théng tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

Mau 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thién ho so

Iiﬁl

Mau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét hd so

@D

Mau 03.docx

Mau 04

Phiéu xin 16i va hen lai ngay tra két qua

EH

Mau 04.docx
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Mau 05 'EH
MAu 05.docx
Phiéu ki€m soat qua trinh giai quyét ho so

@D

Mau 06 Mau 06.docx
So6 theo doi ho so

BM.HT.21.01 | To khai ding ky thay ddi, cai chinh, bd sung hé tich

|ﬂ|j

BM.HT.21.01.docx

4 |HOSOLUU:

- Méu 01, 02, 03, 04 (néu ¢6), 06 lru tai Bo phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- H6 so dau vao theo muc 2.3;

- S6 dang ky thay doi, cai chinh, bd sung hd tich;

- Vian ban xac minh/bién ban xac minh (néu c6);

- Vin ban thong bao khong du diéu kién (néu co);

- Phin mém http://hotich.moj.gov.vn.

H6 so duoc luu tai UBND cap xd, thoi gian luu trir S6 dang ky thay doi, cai chinh, bo sung
ho tich 1a vinh vién, con cac gidy to khac thuc hién luu theo quy dinh ciia Luat Ho tich va
cac vin ban huéng dan thi hanh.
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22. Cap Gidy x4c nhin tinh trang hén nhan

1 KY HIEU QUY TRINH QT.HT.22
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thyc hién TTHC:
Truong hop yéu ciu xac nhan tinh trang hon nhan nham muyc dich két hon thi nam ni
két hon v&i1 nhau phai tuan theo cac diéu kién sau:
- Nam tir du 20 tudi trd 1én, nit tir du 18 tudi tro 1én;
- Viéc két hon do nam va nit tu nguyén quyét dinh;
- Khong bi mat ning lyc hanh vi dan sy;
- Viée két hon khong thudc mot trong cac trudng hop cdm két hon, gom:
+ Két hon gia tao, ly hon gia tao;
+ Tao hén, cudng ép két hon, lira di két hon, can tré két hon;
+ Nguoi dang c6 v, cd chong ma két hon hodc chung song nhu vo chong véi ngudi
khac hodc chua co6 vg, chua c6 chong ma két hon hodc chung song nhu vg chong voi
nguoi dang cd chong, co6 vo;
+ Két hon hodc chung séng nhu vo chong giita nhitng nguoi cung dong mau vé truc
h¢; gifra nhitng ngudi c6 ho trong pham vi ba doi; gitra cha, me nudi véi con nudi;
gitra nguoi dé tung 1a cha, me nudi voi con nudi, cha chdng véi con dau, me vo véi
con ré, cha duong vé6i con riéng ciia vo, me ké voi con riéng cua chong.
* Nha nudce khong thira nhan hon nhan gitra nhitng nguo1 cung gioi tinh.

2.2 | Cach thire thuc hién TTHC:
- Ngudi ¢6 yéu cau cip Gidy xac nhan tinh trang hon nhan tryc tiép thuc hién hodc uy
quyén cho nguoi khac thuc hién;
- Truc tiép tai B6 phan Tiép nhan va Tra két qua UBND cip xa hodc giri hd so qua hé
thong buu chinh.

\ A LA P Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai ndp:
- TO khai cdp Gidy xac nhan tinh trang hoén nhan, theo miu
BM.HT.22.01; X
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- Gidy to hop 1é dé ching minh d6i voi trudng hop ngudi yéu ciu xac
nhan tinh trang hon nhan da c6 vo hodc chong nhung da ly hon hoac X
nguoi vo hodc chong da chét;

- Ban sao Trich luc ghi cha ly hon d6i vé6i truong hop cong dan Viét X
Nam di ly hon, huy viéc két hén & nudc ngoai sau d6 vé nude thuong
tra hodc 1am thu tuc dang ky két hon méi tai co quan ¢ tham quyén
cua Viét Nam,;

- Trudng hop yéu cau cap lai Gidy xac nhén tinh trang hon nhan dé sir
dung vao muc dich khac hoac do Giéy xac nhan tinh trang hon nhan
da hét thoi han sir dung theo quy dinh thi phai nop lai Gidy xac nhan X
tinh trang hon nhan da dugc cap trudce do;

- Gidy to chirmg minh thudc gia dinh ¢6 cong véi cach mang, ngudi
thudc ho ngheo, nguoi khuyét tat (néu co); X

* Gidy to phai xuit trinh:

- Ban chinh mdt trong cac gidy to ching minh nhan than la Gidy
CMND, H6 chiéu, Thé cin cudc cong dan hoidc glay to khac c¢6 dan
anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri sir X
dung cta ngudi yéu cau;

- Ban chinh gidy to chirng minh noi cu tri ctia ngudi yéu cau dé xac
dinh thdm quyén (chi &p dung trong giai doan chuyén ti€p). X

* Luru y khi nép hé so:
Tru’ong hop gui hé so qua hé thong buu chinh thi phai gii kém theo ban sao c6 chiing
thurc c&c gidy to phdi xudt trinh.

2.4

S6 lwong ho so: 01 bd

2.5

Théi han giai quyét:
Trong ngay lam viéc, sau khi nhan du ho so hop 1¢ (nhan ho so sau 15 gid ma khong
g1a1 quyét duge ngay thi tra két qua trong ngay lam viéc tiép theo).

Néu nguoi yéu cau cp gidy xac nhan tinh trang hon nhéan da tung dang ky thu:o‘ng tra
tai nhiéu noi khac nhau thi thoi han giai quyét khong qua 06 ngay lam viéc (khong
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tinh thoi gian gui van ban yéu cau va thoi gian tra 101 két qua xac minh).

2.6 | Dia diém tiép nhéin ho so va tra két qua giai quyét TTHC:
B6 phan Tiép nhan va Tra két qua cuia UBND cép x4.
2.7 | Co quan thuc hién:
UBND cép x4 noi nguoi yéu cau cap Gidy xac nhan tinh trang hon nhan thuong tru;
Truong hop nguodi yéu cau khong c6 noi thuong tra, nhung c6 dang ky tam tra theo
quy dinh cua phap luét vé cu tra thi UBND cép x3, noi ngudi dé diang ky tam tra cap
Gidy x4c nhan tinh trang hon nhéan.
Co quan cé thim quyén quyét dinh:
UBND cép x3 noi ngudi yéu cau cAp Gidy xac nhén tinh trang hon nhan thuong
tri/tam tru.
Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Khong.
2.8 | P6i twong thwe hién TTHC: Ca nhan
2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Giﬁy xac nhan tinh trang hon nhan.
- Ho so khong du diéu kién: Vian ban thong bao khong du diéu kién.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu Trach nhiém | Thoi gian | Biéu mau/Két
qua
Tiép nhan ho so:
- Truong hop hé so chua day du, hop . , Mau 01, 02
Cong chure s §u co). 06
B1 1é&: Hudng dan ngudi ndp hd so bd Tu phip - Ho Gio hanh (neu‘ co),
sung, hoan thién theo quy dinh; ich chinh va Ho so theo
- Truong hop ‘h(k) so day du, hop 18 ' muc 2.3
thi tiép nhan ho so.
B2.1. Kiém tra, xem xét hd so: x
X s 3e A N \ XX e Mau 05
- Néu du dieu ki¢n: Vao So6 cap giay \ iy
. A s n A A Dy thao Giay
xac nhan tinh trang hon nhan; Nhap ; A
o iAo A A N xac nhan tinh
dir liéu vao phan mém ho tich, in du . , K R
\ A, Ay A Cong chuce trang hon nhan
B2 | thao Giay xac nhan tinh trang hon 4 R . - - ,
An- Tu phép - H 02 gio hodc van ban
nhan; ) n o
tich thdng bao viéc

- Néu khong du diéu kién: Dy thao
Vin ban thong bio khong du diéu
kién.

Trinh 1anh dao UBND cép Xa,

khong du diéu
kién
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chuyén dén B5.

B2.2. Trudng hop nguoi yéu cau xac
nhan tinh trang hon nhan di tung
diang ky thuong tri tai nhiéu noi
khac nhau, néu ngudi dé khong
ching minh dugc tinh trang hon

P ; . Mau 05
nhan cua minh thi cong chirc tur phap 01 ngay Vin ban da
- ho tich bao cdo Chu tich Uy ban e
nhan dan cip xi c6 vin ban dé nghi nghj xac minh
Uy ban nhén dan cip xi noi ngudi
d6 da tung dang ky thuong tr tién
hanh kiém tra, xdc minh vé tinh
trang hon nhan cua nguoi do.
Uy ban nhén dan cip xd noi ngudi| Uy ban nhan
g3 | 40 da ting dang ky thuong tri tien | dancapxd | o ngay | Van ban tr 16i
hanh kiém tra, xac minh vé tinh | dugc dé nghi Xac minh
trang hon nhan ctia nguoi do xac minh
Mau 05
Dy thao Gidy
.1k NP 4 Cong chue xac nhén tinh
B4 Sau khl c6 ket qua xac minh, ti€p tuc Tu phap - Hé 01 gio trang hon nhan
thuc hién nhu B2.1. tich i hodac Van ban
: théng béo
khong du diéu
kién
Mau 05
Gidy xac nhan
KY du thao két qua giai quyét tha tuc |  Lanh dao . |tinh trang hon
B> | hanh chinh UBNDcpxa| O1€ |nhan hodc Van
ban thong bao
khong du diéu
kién
Mau 05
Gidy xac nhan
Phat hanh vin ban va tra két qua cho | Cong chirc .\ tm? tralzg h?n
B6 cong chirc Tu phap - Ho tich Vian phong 12 gio nhdn hogc Van
T ban thong bao
khong du diéu
kién
B7 | Chuyén nguoi dan ky vao S6 va tra | Cong chirc Gio hanh Mau 01, 06
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két qua

Tu phap - H
tich

chinh

Gidy xac nhan
tinh trang hon
nhan hodc Van
ban thong bao
khong du diéu
kién

* Trieong hop ho so qud han xir Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xiv Iy, cong chiec Tw phap - H tich trinh Chu tich UBND cap xd ky ban hanh

phiéu xin [0i va hen lai ngay tra két qua deé gui cho to chuc, cd nhan.

BIEU MAU

Ghi chi: Cde Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tw 56 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phui.

Mau 01 @j
Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
Mau 02 Phiéu yéu cau bo sung hoan thién ho so
Miu 03 @
Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Mu 04 |E|j
Mau 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
Mu 05 @
MAu 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
o]
Mau 06 M3u 06.docx
S0 theo ddi ho so
BM.HT.22.01 |ﬁ|j
BM.HT.22.01.docx
To khai cdp gidy x4c nhan tinh trang hon nhén.
HO SO LUU:

- Mau 01, 02, 03, 04 (néu co), 06 luu tai B6 phan Tiép nhan va Tra két qua cua
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UBND cip xi. Mau 01, 05 luu theo hd so;

- Ho so dau vao theo muc 2.3;

- S6 cip gidy x4c nhan tinh trang hon nhan;

- Vin ban thong bao khong du diéu kién (néu co);

- Vian ban dé nghi xac minh; Vin ban tra 161 xac minh (néu c6);
- Phin mém http://hotich.moj.gov.vn.

H6 so dugc luu tai UBND cép x4, thoi gian luu trit SO cdp gidy xac nhan tinh trang hon
nhan la vinh vién, con cac gidy to khac thuc hién luu theo quy dinh ctia Luat Ho tich va cac
van ban hudng dan thi hanh.

129




23. Cép ban sao trich luc hd tich

1 KY HIEU QUY TRINH QT.HT.23
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC: Khong.
2.2 | Cach thirc thyc hién TTHC:
- Nguoi c6 yéu cau cép ban sao trich luc ho tich truc tiép thyc hién hodc uy quyén cho
nguoi khac thuc hién.
- Tryc tiép tai B phan Tiép nhan va Tra két qua UBND cdp X hodic giri h0 so' qua hé
thong buu chinh.
X A A AL Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
* Gidy to phai ngp:
- To khai cép ban sao trich luc ho tich, theo mau BM.HT.23.01 d6i
vO1 ca nhan;
X
- Vin ban yéu cau, trong d6 néu rd 1y do d6i vai co quan, to chirc; X

- Truong hop uy quyén cho ngudi khac 1am thay thi phai c6 vin ban
uy quyén dugc cong ching, chimg thyc theo quy dinh cua phap lut. X
Néu nguoi duge uy quyén 1a ong, ba, cha, me, con, vo, chdng, anh,
chi, em rudt cua nguoi uy quyén thi van ban tuy quyén khong phai
cong chung, ching thyc nhung phai c¢6 gidy to chimg minh vé méi
quan hé vé1 nguoi uy quyén;

- Gidy to chirmg minh thudc gia dinh ¢6 cong voi cach mang, ngudi
thudc ho ngheo, ngudi khuyét tat (néu co); X

* Gidy to phai xuit trinh:

Ban chinh mét trong cac gidy to ching minh nhan than la Gidy
CMND, H6 chiéu, Thé cin cudc cong dan hoic glay to khac c6 dan X
anh va thong tin ¢4 nhan do co quan c6 thdm quyén cip, con gia tri st
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dung cta nguoi yéu cau.

* Lueu ¥ khi nép hé so:
Truong hop gui hé so qua hé thong buu chinh thi phai guii kém theo ban sao c6 chiing
thuc cac giay to phai xuat trinh.

2.4 | 86 lwgng hd so: 01 bo
2.5 | Thoi han giai quyét:
Ngay sau khi nhan du ho so hop 1¢ (nhan ’h(A) so sau 15 gid ma khong giai quyét duoc
ngay thi tra két qua trong ngay lam viéc ti€p theo).
2.6 | Dia diém tiép nhéin ho so va tra két qua giai quyét TTHC:
B6 phan Tiép nhan va Tra két qua cuia UBND cép x4.
2.7 | Co quan thuc hién: UBND cip xa.
Co quan c6 thim quyén quyét dinh: UBND cép x4.
Co quan dugc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | P6i twong thwe hién TTHC: C4 nhan
2.9 | Két qua giai quyét TTHC: Ban sao trich luc ho tich.
2.10 | Quy trinh xir ly cong viéc
TT Trinh ty Tréch Thoi | Biéu miu/Két qua
nhiém gian
Tiép nhan ho so:
- Truong hop hd so chua d?ly‘dﬁ, Cone chite Mau 01, 02 (néu co),
hop 1&: Hudng din ngudi ndp hd so &< Giohanh | 06 va Hb so theo
Bl | A ) Tu phap - .
b0 sung, hoan thién theo quy dinh; H6 tich chinh muc 2.3
- Trudng hop ho so day di, hop 18 o
thi tiép nhan ho so.
Kiém tra, xem xét ho so, tién hanh 3
vao SO cap ban sao Trich luc ho | Cong chirc Mau 05
B2 | tich; Nhap dir li¢u vao phan mém | Tu phap - 03 gid | Ban sao Trich luc ho
ho tich, in ban sao Trich luc hd Ho tich tich
tich, trinh 1anh dao UBND cap xa
s 1. . A L Lanh dao Mau 05
B3 KAy barAl sao Trich luc ho tich cho UBND cép 01 gid | Ban sao Trich luc ho
cong dan 5 tich
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Mau 05

Pong diu vin ban va tra két qua | Cong chirc .
& d & %2 gi0 | Ban sao Trich luc ho

cho cong chtrc Tu phép - Ho tich Vién phong

tich
i _ ) 5 i _ Mau 06
Chuyén nguoi dan ky vao SO va tra Cong c,hu:c Gi0 hanh \ au, .
L, Tu phép - . Ban sao Trich luc ho
két qua A . chinh :
Ho tich tich

* Trwong hop hé so qud han xik 1y, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xu 1y, cong chicc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin [0i va hen lai ngay tra két qua deé gui cho to churc, cd nhan.

BIEU MAU
Ghi chi: Cde Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mu 01 @j
Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua

Mau 02 [w] j
Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so

Mau 03 @

Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so

Mau 04 |ﬂ|45|
Mau 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
Mau 05 IEH
Mau 05.docx

Phiéu kiém soét qua trinh giai quyét ho so

@j

Mau 06 M3u 06.docx
SO theo doi ho so
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BM.HT.23.01 |ﬂ|j

BM.HT.23.01.docx
To khai cap ban sao trich luc ho tich

4 |HOSOLUU:

- Méu 01, 02, 03, 04 (néu c6), 06 luu tai B phan Tiép nhan va Tré két qua cua
UBND cép xa. Mau 01, 05 Iuu theo ho so;

- H so dau vao theo muc 2.3;

-S6 cfip ban sao Trich luc ho tich;

- Phin mém http://hotich.moj.gov.vn.

Hb so dugc luu tai UBND cip x4, thoi gian luu trit SO cdp ban sao Trich luc ho tich 14 vinh
vién, con cac giay to khac thyc hién luu theo quy dinh cua Luat HO tich va cac van ban
hudng dan thi hanh.
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IL. LINH VU'C NUOI CON NUOI

1. Pang ky viéc nuéi con nuéi trong nudc

1 KY HIEU QUY TRINH QT.NCN.01
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thyc hién TTHC:
a) biéu kién dbi véi nguoi dugc nhan lam con nuoi:
- Duéi 16 tudi;
- Nguoi tu du 16 tudi dén dudi 18 tudi duoc nhan 1am con nudi néu thudc mot trong
cac truong hop sau day:
+ Puoc cha dugng, me ké nhan lam con nudi;
+ Puoc co, cau, di, chu, bac rudt nhan lam con nuoi.
+ Truong hop nhan tré em tu du 09 tudi tré 1én lam con nudi thi con phai dugc sy
dong ¥ cua tré em do.
b) Piéu kién ddi v6i ngudi nhan con nudi:
- C6 nang lyc hanh vi dan su day du;
- Hon con nuéi tir 20 tudi trd 1én;
- C6 diéu kién vé stc khoe, kinh té, chd ¢ bao dam viéc cham soc, nudi dudng, gido
duc con nuoi;
- C6 tu cach dao dire tot.
Truong hop cha dugng nhan con riéng cua vg, me ké nhan con riéng cua chéng lam
con nuol hgac 06,9 cau, di‘, chu, bzl‘c ruot nhan chéurlélmN(:on nudi thi khong ap dung
diéu kién vé do tudi va dieu kién veé suc khoe, kinh t&, cho 0.
c¢) Nhitng nguoi sau day khong dugc nhan con nudi:
- Pang bi han ché mot sb quyén ctia cha, me ddi voi con chua thanh nién;
- Pang chip hanh quyét dinh xir Iy hanh chinh tai co s¢ gido duc, co sd chira bénh;
- Pang chap hanh hinh phat tu;
- Chua QHQC x6a an tich vé mot trong cac toi cd y xam pham tinh mang, sttc khoe,
nh@n pham, danh du ctia ngudi khac; nguoc dai hoac h2‘1~nh ha 6ng ba, cha me, Vo
chong, con, chau, nguoi c6 cong nudi dudng minh; du do, €ép bl}(f)(: hodc chura chap
nguoi chua thanh nién vi pham phép luat; mua ban, danh trao, chiém doat tré em.
d) Khi dang ky nuodi con nuoi, cha me¢ nuoi, cha me dé, nguoi gidm hd hoac dai dién
co s¢ nudi dudng va ngudi dugc nhan lam con nuoi phai c6 mat.
d) Mot nguoi chi dugc lam con nudi cua mot nguoi doc than hodc cua ca hai nguoi la
vo chong.

2.2 | Cach thirc thyuc hién TTHC:

Tryc tiép tai Bo phan Tiép nhan va Tra két qua cia UBND cép xa.
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>

Ban

>

Ban

2.3 | Thanh phan ho so, bao gom: chinh sa0
* Ho so ciia nguwoi nhdn con nudi:
- Pon xin nhan con nudi, theo mau BM.NCN.01.01;
X
- Ban sao Ho chiéu, Giay chung minh nhan dan hoic gidy to c6 gia
tri thay th¢; X
- Phiéu Iy lich tu phap (duoc cip chua quéa 06 thang tinh dén ngay
nop ho so); X
- Vian ban x4c nhan tinh trang hén nhan (Ban sao néu la Gidy
chirng nhan két hon hoac ban chinh néu la giay xac nhan tinh trang X
hon nhan);
- Glay kham strc khoe do co quan y té cap huyen trg 1én cap (dwoc
Cap chua qué 06 thang tinh dén ngay nop hd so; X
- Vin ban x4ac nhan hoan canh gia dinh, tinh trang chd &, diéu kién
kinh t€ do UBND cép xa noi ngudi nhan con nudi thudng tra cap
(dugc cap chua qua 06 thang tinh dén ngay ndp hd so) theo mau
BM.NCN.01.02, trir truong hop cha duong nhan con riéng cua vg, X
me ké nhan con riéng cua chong lam con nudi hodc co, cau, di,
chu, bac rudt nhan chau lam con nubi;
- Giay to chang minh thudc truong hop cha dwong hoic me ké
nhan con riéng cta vg hoac chong lam con nudi; ¢, cau, di, chd,
bac rudt nhan chau lam con nubi; nhan tré em khuyet tat, nhiem X
HIV/AIDS hoac mac bénh hiem nghéo theo quy dinh cua Luat
Nubi con nudi va van ban huong dan; nguoi c6 cong vai cach
mang nhan con nudi (néu co).
* Ho so' ciia ngwdi dwoe nhin 1am con nudi:
- Gidy khai sinh; X
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- Glay kham stre khoe do co quan y té cap huyén tr¢ 1én cap (duoc
cip chua qua 06 thang tinh dén ngay ndp hd so); X

- Hai 4nh toan than, nhin thang chup khong quéa 06 thang; X

- Bién ban x4c nhan do Uy ban nhan dan hodc Cong an cip x4 noi
phat hién tré bi b roi lap dbi véi tré em bi bo roi; Giéy ching t
cua cha dé, me dé hoac quyét dinh cua Toa an tuyén bd cha dé, me
dé cua tré em 1a dd chét ddi véi tré em md cbi; quyét dinh cua Toa
an tuyén bd cha dé, me dé cua ngudi duoc gidi thidu 1am con nudi
mat tich d6i voi nguoi duge gidi thi¢u lam con nudi ma cha dé, me
dé mat tich; quyét dinh cua Toa 4n tuyén bd cha dé, me dé cua
ngudi duoc gidi thi€u lam con nuoi mat nang lyc hanh vi dan su
d6i v6i nguoi duoc gidi thidu 1am con nudi ma cha dé, me dé mat
nang lyc hanh vi dan sy;

- Quyét dinh ti€p nhan do6i véi tré em ¢ co s& nudi dudng. X

2.4

S6 lwong ho so: 01 bd

2.5

Thoi han giai quyét:
15 ngay lam viéc ké tir ngay nhan du ho so hop 18.

2.6

Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
Bo phan Tiép nhan va Tra két qua cia UBND cép x4.

2.7

Co quan thue hién: UBND cip xa.

Co quan c6 thim quyén quyét dinh: UBND cép x4.

Co quan dugc ity quyén: Khong.

Co quan phéi hop:

- Uy ban nhan dan cip x4 noi thudng trd caa ngudi dugc nhan 1am con nudi (dbi véi
truong hop noi thuong trd cua nguoi dugc nhan [am con nubi va cta ngudoi nhan con
nudi khac nhau, ngudi nhan con nudi nop hd so diang ky nudi con nudi tai Uy ban
nhan dan cap xa noi thudng tri caa minh).

- Uy ban nhan dan cip xa noi cu trd cta nguodi duoc nhan lam con nudi la cha
duong/me ké hoac cd, cau, di, chd, bac rudt cia nguodi duoc nhan 1am con nudi (ddi
Véi truong hop noi cu trd caa nguoi dugc nhan lam con nudi va caa nguoi nhan con
nudi khac nhau, ngudi nhan con nudi nop hd so ding ky nudi con nudi tai Uy ban
nhan dan cap xa noi cu tri cua minh).

2.8

Poi twong thwe hién TTHC: Ca nhan
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2.9 | Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy chtng nhan nudi con nudi.
- Ho so khong du didu kién: Vin ban thong bao khong du diéu kién nudi con nudi.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu Trach nhiém Thoi Biéu miu/Két
gian qua
Tiép nhan ho so:
- Trudng hop hd so chua day du, hop Mu 01, 02 (néu
B1 1¢: Huéng din ngudi ndp hod so bd | Cong chic Tu | Gio hanh | cd), 06 va Ho so
sung, hoan thién theo quy dinh; phap - Ho tich chinh theo muc 2.3
- Truong hop hod so day du, hop 1é
thi tiép nhan ho so.
Mau 05
Kiém tra, xem xét hd so va ldy y | Cong chuc Tu . va Ho S0 kem
B2 | o7 N . s 11 ngay |theo Bién ban
kién cta nhitng nguoi c6 lién quan phap - Ho tich Ay ¢ kid
ay y kién
Selu @1 co kej: qua, néu gu diéu kl?‘l"l Miu 05
thi vao SO dang ky nudi con nudi; ) =
Nhép dit liéu vao phin mém ho tich, Dy thao  Giay
in dy thao Gidy ching nhan nuéi con | chimg nhan nudi
AL Cong chuc Tu . con nuol hoac
B3 | otk 5 hap - HO tich Ol gio in ban tho
Néu khong du didu kién: Dy thao | PhaP - HO U van ban thong
Vian ban thong bao khong du diéu bio kh?ng dAu
kién nudi con nuoi. dicu kl.e': nnuot
; . con nudi
Trinh 1anh dao UBND cap xa.
Mau 05
Gidy ching
nhian nudi con
B4 Ky du thao két qua giai quyét thu tuc Lanh dao 01 gid nuéi hodc vin
hanh chinh UBND cap xa ban thong bao
khong du diéu
kién nudi con
nuoi
Mau 05
BS Phét hanh vin ban va tra két qua cho |  Cong chiic 1/2 gic Giay ching
cong chirc Tu phap - Ho tich Van phong nhdn nudi con
nudi hodc van
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ban thong bao
khong du diéu
kién nuo6i con
nuoi

Mau 01, 06
Gidy ching
nhan nudi con
Chuyén ngudi dan ky vao S6 va tra | Cong chirc Tw | Gid hanh | nudi hodic vin
két qua phap - Ho tich | chinh | ban thong bao
khong du diéu
kién nu6i con
nuoi

* Truwong hop hé so qud han xik 1y, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xu Iy, cong chicc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin [0i va hen lai ngay tra két qua deé gui cho to chure, cd nhan.

BIEU MAU
Ghi chl: Cdc Mau 01, 02,03, 04, 05, 06 dp dung theo Théng tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 Ej

Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua

Mau 02 |Ej

Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so

MAau 03 |Ej

Mau 03.docx
Phiéu tir chodi ti€p nhan giai quyét ho so

Mau 04 @j

Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

Mau 05 IEH

Mau 05.docx
Phicu kiém soat qua trinh gidi quyét ho so
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EH

Mau 06 Mau 06.docx
So6 theo doi ho so

BM.NCN.01.01 |Ej

BM.NCN.01.01.docx
Pon xin nhan con nudi

BM.NCN.01.02 | To¢ khai hoan canh gia dinh cia ngudi nhan con nudi

|ﬂ|j

BM.NCN.01.02.docx

4 |HOSOLUU:

- Méu 01, 02, 03, 04 (néu ¢6), 06 luu tai BY phan Tiép nhan va Tra két qua cua
UBND cép xa. Mau 01, 05 luu theo ho so.

- H6 so dau vao theo muc 2.3;

- S6 dang ky nudi con nudi;

- Bién ban lay ¥ kién;

- Vin ban thong bao khong du diéu kién nudi con nudi (néu co);

- Phin mém http://hotich.moj.gov.vn.

HO so dugc luu tai UBND cép x4, thot gian luu tri So dang ky nudi con nudi la vinh vién,
con cac giay to khac thyc hién luu theo quy dinh cua Luat HO tich va cac van ban huéng dan
thi hanh.
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2. Pang Ky lai viéc nudi con nudi trong nwée
1 KY HIEU QUY TRINH QT.NCN.02
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thwe hién TTHC:
- Viéc nudi con nudi da duoc dang ky nhung ca S6 ho tich va ban chinh gidy to dang
Ky nudi con nudi bi mat hoac hu hong khéng sir dung dugc;
- Ca cha, me nudi va con nudi déu con séng vao thoi diém yéu cau dang ky lai.
2.2 | Cach thire thyuce hién TTHC:
Truc tiép tai Bo phan Tiép nhan va Tra két qua UBND cap xa.
. A 1A A, Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
T& khai diing ky lai viéc nudi con nuoi, theo mau BM.NCN.02.01;
Truong hop yéu cau ding ky lai tai UBND cap xa khdng phai 1a noi | X
trude day da dang ky viéc nudi con nudi, thi To khai phai cé cam két
ctia ngudi yéu cau ding ky lai vé tinh trung thuc cua viéc dang ky nudi
con nudi trudc d6 va co chit Ky cua it nhat hai nguoi lam chang.
2.4 | S6 lwgng hoso: 01 bd
2.5 | Thoi han giai quyét:
02 ngay lam viéc, ké tir ngdy nhan du hd so hop 1¢.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
Bo phan Tiép nhan va Tra két qua cia UBND cép x4.
2.7 | Co quan thue hién:
Uy ban nhan dan cap x3 noi cha me nudi va con nudi thudng tra hodc Uy ban nhan
dan cap xa noi da dang ky viéc nudi con nudi trudc day.
Co quan c6 thAim quyén quyét dinh: Khong.
Co quan duoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: C4 nhan
2.9 | Két qua giai quyét TTHC:

- HO so du dicu kién: Gidy chimg nhan nudi con nudi.
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- H so khong du diéu kién: Vin ban thong bao khong du diéu kién ding ky lai viéc

nudi con nudi.

2.10 | Quy trinh xt ly cong viéc
TT Trinh ty Trach nhiém | Thoi Biéu mau/Két
gian qua
Tiép nhan ho so:
- Trudng hop ho so chua dly du, Cong chitc Méu 01, 02 (néu
g1 | hop 1¢: Hudng din ngusi nop hé so | .- hi "o | Gidhanh | c0), 06 va HO so
bo sung, hoan thién theo quy dinh; P ticll)l i chinh theo muc 2.3
- Trudng hop ho so day du, hop 18 '
thi tiép nhan ho so.
Kiém tra, xem Xxét ho so: Mé“k95 ‘;?] Ho so
Néu du didu kién thi vao Sé diang ky emtheo
nuoi con nudi; Nhap dir li¢u vao D v thaoA Gla},’
phan mém h¢ tich, in dy thdo Gidy | Cong chic chimg A1_1hanv nuf) !
, A ~ INE . o . con nuoi hoac van
B2 | ching nhan nudi con nudi; Tu phap - H 02gio . . \
X A e A 1AL , - ' ban thong béo
Neéu khong dua dicu kién: Dy thao tich . . 2
N A , A oA khong du diéu
Vian ban thong bdo khong du dicu N A
. S a n n kién dang ky lai
kién dang ky lai viéc nuo6i con nudi; o .
. viéc nudi con
Trinh Ianh dao UBND cap xa. nudi
Mau 05
Gidy chting nhéan
) ) nudi con nudi
B3 Ky du thdo két qua gidi quyet thu | Lanh dao 01 oi | Dodc  vdn ban
tuc hanh chinh UBND cép x 819 | theng béo khong
du diéu kién ding
ky lai nudi con
nuoi
Mau 05
Gidy chtng nhéan
) nudi con nudi
B4 Phat hanh van ban va tra két qua cho | Cong chirc 1/2 iy hodc van ban
cong chirc Tu phap - Ho tich Van phong & théng bao khoéng
du diéu kién dang
ky lai nudi con
nuoi
B5 | Chuyén nguoi dan ky S6 va tra két | Cong chic | Gid hanh Mau 01, 06
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qua

Tu phép - HO
tich

chinh

Gidy chting nhan
nudi con nudi
hoic van ban
théng bdo khoéng
du diéu kién ding
ky lai nudéi con
nuoi

* Trwong hop ho so qud han xir Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay hét
han xu 1y, cong chirc Tu phdp - Ho tich trinh Chu tich UBND cdp xa ky ban hanh
phiéu xin 10i va hen lai ngay tra két qua dé guri cho to chire, cd nhdn.

BIEU MAU

Ghi chl: Cde Mdu 01, 02, 03, 04, 05, 06 &p dung theo Théng tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

Mau 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thién ho so

@j

MAau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

@ﬂ

MAu 03.docx

Mau 04

Phiéu xin 16i va hen lai ngay tra két qua

@

Mau 04.docx

Mau 05

Phiéu kiém soét qué trinh giai quyét ho so

@j

M3u 05.docx

Mau 06

S6 theo ddi ho so

@45'

Mau 06.docx
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BM.NCN.02.01 @

BM.NCN.02.01.docx
To khai dang ky lai viéc nuo6i con nudi

4 |HO SO LUU:

- Méu 01, 02, 03, 04 (néu ¢6), 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cép xa. Mau 01, 05 luu theo ho so.

- Hd so dau vao theo muc 2.3;

- S6 dang ky nudi con nudi;

- Vian ban thong bao khong du diéu kién dang ky lai viéc nudi con nudi (néu co);

- Phin mém http://hotich.moj.gov.vn.

Hb so duoc luu tai UBND cép x4, thoi gian luu trit S6 dang ky nudi con nudi 1a vinh vién,
con cac giay to khac thyc hién luu theo quy dinh cta Luat HO tich va cac van ban huéng dan
thi hanh.
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3. Gidi quyét viéc ngwodi nwée ngoai cw tri ¢ khu vue bién giéi nwéc lang

giéng nhan tré em Viét Nam lam con nuéi

KY HIEU QUY TRINH QT.NCN.03

NOI DUNG QUY TRINH

2.1

Piéu kién thyc hién TTHC:

a) Piéu kién ddi véi ngudi duge nhan lam con nudi:

- Dudi 16 tudi;

- Ngudi tir du 16 tudi dén dudi 18 tudi duoc nhan 1am con nudi néu thuéc maot trong
cac truong hop sau day:

+ Puge cha duong, me ké nhan 1am con nubi;

+ Puoc cd, cau, di, chd, bac rudt nhan lam con nubi.

b) biéu kién ddi vai ngudi xin nhan con nubi:

- C6 nang luc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi tro Ién;

- Co diéu kién veé suc khoe, kinh té, chd ¢ dam bao viéc chim soc, nudi dudng, gido
duc con nu6i;

- C6 tu cach dao dirc tot.

¢) Nhiing nguoi sau day khong duoc nhan con nubi:

- Pang bi han ché mot s6 quyén cua cha, me di véi con chua thanh nién;

- Pang chap hanh quyét dinh xu ly hanh chinh tai co sé giéo duc, co so chira bénh;

- Pang chap hanh hinh phat t0;

- Chua duoc x6a &n tich vé mot trong cac toi ¢o ¥ xam pham tinh mang, sic khoe,
nh@n pham, danh du ctia nguoi khac; nguoc dai hoac héNnh ha 6ng ba, cha me, 7y
chong, con, chau, ngudi c6 cong nudi dudng minh; du do, ép budc hodc chia chap
nguoi chua thanh nién vi pham phap luat; mua ban, danh trao, chiém doat tré em.

d) Khi dang ky nudi con nudi, cha me nubi, cha me dé, nguoi gidm ho hoac dai dién
co so nudi dudng va ngudi duoc nhan lam con nudi phai c6 mat.

d) Mot nguoi chi dugc lam con nudi cua mot nguoi doc than hodc cua ca hai nguoi la
vo chong.

2.2

Cach thire thuc hién TTHC:

Truc tiép tai B6 phan Tiép nhan va Tra két qua UBND cap xa.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

* Ho so' ciia ngudi nhan con nudi:
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- Pon xin nhan con nudi, theo mau BM.NCN.03.01;

- Ban sao Ho chiéu hodc gidy to c6 gia tri thay thé;

- Phié}l 1y lich tu phap (dugc cip chwa qua 06 thang tinh dén ngay
ndp ho so);

- Van ban xac nhan vé vi¢c nguoi nhan con nudi cd du diéu kién
nuodi con nuodi theo quy dinh cua phap luat nudc do theo bi€u mau
BM.NCN.03.02;

- Van ban xac nhan tinh trang hon nhan;

- Giéy kham strc khoe (dugc cap chua qua 06 thang tinh dén ngay
ndp ho so);

- Hai anh méi nhat, chup toan than, ¢ 9 cm x 12 cm hoac 10 cm x
15 cm.

(Cac gidy to trén do co quan co tham quyen ciia nudc ling giéng
cdp va phdi dwoc dich ra tiéng Viét; cdc gidy to la ban sao phdi ¢é
ban chinh d@é doi chiéu va khéong phdi chitng thuec).

* HO so’ cia ngwoi duwge nhian lam con nuoi:

- Giy khai sinh;

- Gidy kham stic khoe do co quan y té cip huyén tré 1én cap khong
qué 06 thang;

- Hai anh toan than, nhin thiang chup khong qua 06 thang;

- Bién ban x4c nhan do UBND hodc Cong an cap xa noi phat hién
tré bi bo roi lap déi voi tré em bi bo roi; Giéy chiing tir ctia cha dé,
me dé hoac quyet dinh cua Toa an tuyén bd cha dé, me dé cua tré
em 13 da chét doi vé6i tré em mo cbi; quyét dinh cta Toa an tuyén b
cha dé, me dé cua nguodi dugc gidi thi¢u lam con nudi mat tich d6i
v6i nguoi duge gidi thidu 1am con nudi ma cha dé, me dé mat tich;
quyét dinh ctia Toa 4n tuyén bd cha dé, me dé cta ngudi duoc gidi
thiéu 1am con nudi mat ning lyc hanh vi dan su ddi véi nguoi duge

145




gidi thi€éu lam con nuoi ma cha dé, me¢ dé mat nang lyc hanh vi dan
Su;

- Quyét dinh ti€p nhan do6i véi tré em ¢ co s& nudi dudng. X

2.4

S6 lwong ho so: 02 bo

2.5

Thoi han gidi quyét:

15 ngay lélm viéc ké tir ngay nhan du ho so hop 18, trong dé:

- UBND cép x4 kiém tra hd so, ldy y kién nhirng nguoi c6 lién quan va c6 van ban gui
S6 Tu phap xin ¥ kién: 08 ngay 1am viéc ké tir ngay nhan du ho so hop 1é;

- SO Tu phap co y kién: 05 ngay 1am viéc ké tir ngdy nhan dugc vin ban cia UBND
cap xa,

- UBND cap xa dang ky viéc nuoi con nudi va giao nhan con nudi: 02 ngay lam viée
ké tir ngay nhan dugc van ban dong y cia S& Tu phap.

2.6

Pia diém tiép nhin ho so va tra két qua giai quyét TTHC:
B0 phan Tiép nhan va Tra két qua cia UBND cap xA.

2.7

Co quan thue hién: UBND cép xi noi ngudi dugce nhan 1am con nudi thudng tru.

Co quan c6 thim quyén quyét dinh: UBND cip xi noi nguoi duoc nhin 1am con
nuoi thuong tru.

Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thue hién TTHC: Ca nhan

2.9

Két qua giai quyét TTHC:
- Ho so du diéu kién: Gidy chtng nhan nudi con nudi.
- Ho so khong du diéu kién: Vin ban thong bao khong du diéu kién nhan con nudi.

2.10

Quy trinh xir ly cong viéc

TT

Trinh tw Tréch Thoi gian | Biéu miu/Két
nhiém qua

Bl

Tiép nhan hd so:

- Truong hop hd so chua day du, hop
1¢&: Hudng dan ngudi ndp hd so bd
sung, hoan thién theo quy dinh;

- Truong hop hd so diy du, hop 18
thi tiép nhan ho so.

Mau 01, 02 (néu
Gio hanh | €0), 06 va Ho so
chinh theo muc 2.3

Cong chuc
Tu phap -
Ho tich

B2

Kiém tra, xem xét hd so, 1ay ¥ kién | Cong chirc 08 ngay | Mau 05 va hd so
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nhiing nguoi ¢6 lién quan va ¢6 van | Tu phép - kem theo Van ban
ban gtri So Tu phap xin y kién Ho tich lay y kién
S¢ Tu phap tra 161 van ban cua \ , 5 Mau 05
B3 X~ S¢ Tu ph 05 nga :
UBND cp xa o twphap 91 Van ban tra 1oi
Sau khi nhan két qua tra 10i cia So
Tuphdp: q Méu 05
- Neu du dicu kién: Vao So6 dang ky Dy thio Gidy
nudi con nuodi; nhip dit liéu vao phan . , chimg nhan nudi
N Y , Cong chuc Al -
mém ho tich, in du thdo Gidy chung ; . con nudi hoic
B4 A A: Tu phép - 01 ngay g ) o
nhan nudi con nudi; H6 tich Van ban thong
- Néu khong du diéu kién: Dy thao T bao khong du
Van ban thong bido khong du dicu diéu kién nhan
kién nhan nudi con nuoi; nuoi con nudi
Trinh lanh dao UBND cép xA.
Mau 05
Gidy chung nhéan
. T R S Léanh dao nudi con nudi
BS ny du tl’lao két qua giai quyét thu tuc UBND 01 gid hoic Vin ban
hanh chinh L A . A
cap xa thong bao khdng
du diéu kién nhan
nudi con nudi
Mau 05
Gidy chung nhéan
Phat hanh van ban va tra két qua cho | Céng cht .| huoTcon - nuol
& phap = 5o h phong théng bao khoéng
du diéu kién nhan
nuoi con nudi
Linh dao .A’Mau 91, 06 )
Giay chirng nhan
% T S UBND A A
Chuyén nguoi dan ky vao SO va tra I 1 nudli con nuoi
2 o A S cap xa; Gi0 hanh y < )
B7 | két qua cho cong dan va to6 chuc giao N ) ; hodac Vian ban
R ~ Cong chirc chinh N . A
nhan con nudi , thong bao khong
Tu phap - \ 1A 1A A
AL du diéu kién nhan
Ho tich

nuoi con nudi

* Trieong hop hé so qud han xir Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xu Iy, cong chicc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin [6i va hen lai ngay tra két qua dé guri cho to chirc, ca nhan.
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BIEU MAU

Ghi chl: Cdc Mau 01, 02, 03, 04, 05, 06 dp dung theo Théng tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 Eﬂ
Mau 01.docx
Gidy tiép nhan ho so va hen tra két qua
Mu 02 @
Mau 02.docx
Phiéu yéu cau bd sung hoan thién ho so
Mu 03 @
Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
Mu 04 @
Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 @
Mau 05.docx
Phiéu kiém so4t qua trinh giai quyét ho so
-
Mau 06 Mau 06.docx
S6 theo ddi ho so
BM.NCN.03.01 |ﬂ|j
BM.NCN.03.01.docx
Pon xin nhan con nudi
BM.NCN.03.02 | To¢ khai hoan canh gia dinh cua ngudi nhan con nudi
]
BM.NCN.03.02.docx
HO SO LUU:

- Méu 01, 02, 03, 04 (néu co), 06 luu tai B phan Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 Iuu theo hd so.
- H so dau vao theo muc 2.3;

148




- S6 dang ky nudi con nudi;

- Vin ban thong bao khong du diéu kién (néu co);

- Van ban ldy ¥ kién; Vian ban tra 10 cua S& Tu phap;
- Phin mém http://hotich.moj.gov.vn.

H6 so dugc Iuu tai UBND cap x4, thoi gian luu trit S6 didng ky nudi con nudi 1a vinh vién,
con cac giay to khac thyc hién luu theo quy dinh ctia Luat HQ tich va cac van ban huéng dan
thi hanh.
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I11. LINH VU'C CHUNG THU'C
1. Chirng thuc ban sao tir ban chinh gidy to, vin ban do co quan c¢é thim quyén
cia Viét Nam cap hoac chirng nhan

1 KY HIEU QUY TRINH QT.CT.01
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Ban chinh gidy to, vin ban ding 1am co s¢ dé chimg thuc ban sao khong thudc céac
truong hop sau:
- Bj tiy x0a, stra chita, thém, b6t ndi dung khong hop 18;
- Bi hu héng, cii nat, khong xac dinh dugc nd1 dung;
- C6 dong dau mat cua co quan, to chirc ¢6 thAm quyén hodc khong déng dau mat
nhung ghi r6 khong dugc sao chup;
- Qé noi glung trai phap luat, dao dic xa hdi; tuyén truyén, kich dong chién tranh,
chong ché do xa hoi chu nghia Vi¢t Nam; xuyén tac lich str cua dan t(:)c Viét Nam;
xuc pham danh dy, nhan pham, uy tin cua ca nhan, t6 churc; vi pham quyén cong dan;
- Giéyqt(‘y, van ban do ca nhan tu 1ap nhung khong c6 xac nhén va dong du cua co
quan, to chirc c6 tham quyén.

2.2 | Cach thire thuc hién TTHC:
Truyc tiép tai B6 phan Tiép nhan va Tra két qua UBND cap xa.

. A LA A, Ban | Bin

2.3 | Thanh phan ho so, bao gom: chinh | sao
- Ban sao can ching thuc; X
- Ban chinh dé ddi chicu. X

2.4 | SO lwong hd so: Khong quy dinh
Thoi han giai quyet Trong bu01 lam vi€c, sau khi nhén du hd so hop 1¢ hoic trong
ngay lam vi¢c tlep theo, néu tiép nhan yéu cau sau 15 gio. Poi Vi truong hop cung
mot lic yéu cau ching thuc ban sao tir nhiéu loai ban chinh gidy to, van ban; ban

2.5 | chinh c6 nhi€u trang; yéu cau so luong nhi€u ban sao; ndi dung gidy to, van ban phirc

tap kho kiém tra, d6i chiéu thi thoi han chimg thuc duge kéo dai thém khong qua 02
ngay lam viéc hodc c6 thé dai hon theo thoa thuin bang vin ban vdi ngudi yéu cau
ching thyc.
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Pia diém tiép nhin hd so va tra két qua giai quyét TTHC:

2. L 14 I3
6 B0 phan Tiép nhan va Tra két qua cia UBND cap xa.
Co quan thye hién: UBND cép x4
57 Co quan c6 thAm quyén quyét dinh: UBND cép xi
" | Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan, t6 chirc
2.9 | Két qua giai quyét TTHC: Ban sao di duoc chimg thuc tir ban chinh
2.10 | Quy trinh xi ly cong viéc
TT Trinh tuw Trach nhiém | Thoi gian | Biéu miu/Két
qua
Tiép nhan ho so:
- Truong hop ho so chua day di, hop Cong chitc Mau 01, 02 (néu
g1 | & Hudng din ngudi nop hd so b | .- h% s | Giohanh | co), 06 va H so
sung, hoan thién theo quy dinh; P ticll)1 i chinh theo muc 2.3
- Truong hop ho so day di, hop 1¢ '
thi tiép nhan ho so.
Kiém tra, xem xét ho so, dong diu Ngay sau
ching thyc vao ban sao, trinh lanh khi nhan
dao UBND cap xa ho so
Thot  han
ching thuc
duoc kéo
dai  thém
Déi véi trudong hop cuing mét lac yéu Cong chirc khong qua x
A X . \ . |02 ngay Mau 05
B2 | cau chimg thyc ban sao tir nhiéu loai | Tu phéap - Ho lam  vide | Hd so kém th
ban chinh glay to, van ban; ban tich < R 0 50 kem theo
hoac c6 thé
chinh c6 nhiéu trang; yéu cau so dai hon
lugng nhiéu ban sao; noi dung gidy theo  thoa

td, van ban phic tap kho kiém tra,
doi chiéu

thuan bang
van  ban
véi  nguoi
yéu cau
ching
thuec.
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< Mau 05
Lanh dao B & d
, , UBND 1 -y an sao da duoc
B3 | Ky chung thuc i V2 g10 ching thyc tir
“ap ban chinh
Mau 05
L . Lanh d
Chuyén két qua lai cho cong chuc dé Ao Lo Ban sao da dugc
B4 | "z ~ UBND Vo g10 , \
vao SO theo doi LA chung thyec tur
cap xa ban chinh
Cone chi Mau 01, 06
gg | Trd két qua cho t6 chic, cd nhan va | -8 N0 | Giohanh | Ban sao da duge
vao Sb theo ddi, thu 1& phi Phap =HO | chinh chimg thuc tir
tich \ ,
ban chinh
3 | BIEUMAU

Ghi chl: Cdc Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

Mau 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thién ho so

@H

MAau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

@ﬂ

M3u 03.docx

Mau 04

Phiéu xin 16i va hen lai ngay tra két qua

@j

Mau 04.docx

Mau 05

Phiéu kiém so4t qua trinh giai quyét hd so

@j

M3u 05.docx

Mau 06

S6 theo doi ho so

@ﬂ

M3au 06.docx
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4 |HOSOLUU:
-S6 chung thuc ban sao tir ban chinh,;

- Mau 01, 02 (néu c6), 06 luu tai Bo phan Tiép nhén va Tra két qua cia UBND cép
Xa.

Hb so duoc luu tai UBND cép x3, thoi gian luu trit S6 ching thie ban sao tir ban chinh 1a
vinh vién.
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2. Chirng thyc chir ky trong gidy to, van ban (ap dung cho ca truwong hop chirng
thue diém chi va treong hop nguoi yéu ciu chirng thue khong ky, khong diém chi

dugc)
1 KY HIEU QUY TRINH QT.CT.02
2 | NOIDUNG QUY TRINH

2.1 | Piéu kién thyc hién TTHC:
- Nguoi yéu cau chimg thuc phai nhan thirc va 1am chu dugc hanh vi cia minh;
- Gidy to, van ban ma ngudi yéu cau ching thuc ky vao khong thudc cac trudng hop
sau.
+ C(’) noi ’dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong chién tranh,
chong ché do xa hoi chu nghia Viét Nam; xuyén tac lich str cua dan tc}c Viét Nam;
xuc pham danh du, nhan pham, uy tin cua ca nhan, t6 chtrc; vi pham quyén cong dan;
+ Co ndi dung la hop dong, giao dich (trir truong hop ching thuc chit ky trong Gidy
iy quyén ma viéc uy quyén khong co thu lao, khong c6 nghia vu bdi thuong cua bén
dugc uy quyén va khong lién quan dén viéc chuyén quyén so hitu tai san, quyén st
dung bt dong san).

2.2 | Cach thire thuc hién TTHC:
Truc tiép tai Bo phan Tlep nhan va Tra két qua UBND cap xa hodc ngoai try sé cla
co quan néu ngudi yéu cau chimg thuc thudc dién gia yéu, khong thé di lai dugc, dang
bi tam giil, tam giam, thi hanh an phat t hoac c6 1y do chinh dang khac.

. A LA A, Ban | Bin

2.3 | Thanh phan ho so, bao gom: chinh | sao
- Xuit trinh ban chinh hodc ban sao c6 ching thuc Gidy CMND hoic X X
HO chi€u con gia tri stir dung;
- Gidy to, vin ban ma minh s& ky hoge diém chi; X
Truong hop néu ngudi thuc hién chimg thuc khong hleu 0 ndi dung
cua gidy to, van ban thi co quyen yéu cau ngudi yéu cau ching thuc
nop kém theo ban dich ra tiéng Viét ndi dung cua gidy to, vin ban do.
Ban dich gidy to, van ban khong phai cong chimg hodc ching thuc
chit ky nguoi dich; nguoi yéu cau chung thuc phai chiu trach nhiém
vé nd1 dung ctia ban dich.

2.4 | S6 lwgng hd so: Khong quy dinh

2.5 | Thoi han giai quyét: Trong budi 1am viée, sau khi nhan du ho so hop 1€ hodc trong
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ngay lam viéc ti€p theo, néu ti€p nhén yéu cau sau 15 gio.

2.6 | Dia diém tiép nhin ho so va tra két qua giai quyét TTHC:
B6 phéan Tiép nhan va Tra két qua cuia UBND cép x4
2.7 | Co quan thuc hién: UBND cip xi.
Co quan c6 thim quyén quyét dinh: UBND cép x4.
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | P6i twong thwe hién TTHC: C4 nhan, t chirc
2.9 | Két qua giai quyét TTHC: Gidy to, vin ban da chimg thuec.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tw Trach nhiém Thoi gian Biéu
mau/Ket
qua
Tiép nhan ho so:
- Truong hop ho so chua day du, hop Mau 01, 02
B1 1¢: Hudng dan ngudi ndp hd so bd | Cong chirc Tu Gio hanh (néu co), 06
sung, hoan thién theo quy dinh; phap - Ho tich chinh Hb so theo
- Truong hop ho so day du, hop 18 muc 2.3
thi tiép nhan hd so.
Kiém tra, xem xet hd so, trinh 1anh | Cong chic Tu | Ngay sau khi Mau 05
B2 | dao UBND cap xa thuc hién ching | phap - HO tich nhan ho so Hb so kem
thuc theo
Lanh dao G,{Y[a:f 05
B K3 hr h UBND 1 I 1ay O, van
3 y chung thuc i Vo g10 ban da
p chirng thuc
24X 1 R L az Lanh dao .1>/Iau‘ OSV
B4 Chuyén ket qua lai cho cong chirc dé UBND v oidy Giay to, van
vio S6 theo ddi va lru trit O 8 ban da
cap xa chirng thuc
Mau 01, 06
g5 | Tra két qué cho t0 chirc, ca nhan va | Cong chirc Tw |  Giohanh | Gidy to, van
vao So theo doi, thu 1€ phi phap - HO tich chinh ban da
chirng thuc
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* Trieong hop ho so qud han xir Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xur Iy, cong chirc Tw phap - H9 tich trinh Chu tich UBND cap xa ky ban hanh
phiéu xin [0i va hen lai ngay tra két qua deé gui cho to chuc, cd nhan.

3 | BIEUMAU
Ghi chi: Cde Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tw 56 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 @j

MAu 01.docx
Giay tiép nhan ho so va hen tra két qua

Mau 02 @j

Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so

o]
Mau 03 M&u 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so
Miu 04 |Ej
Mau 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
Mau 05 Phiéu kiém soét qua trinh giai quyét ho so
Mau 06 |Ej
Mau 06.docx

S6 theo doi ho so

4 |HOSOLUU:

- S6 chung thuc chit ky;

- Ban chung thuc;

- Mau 01, 02 (néu c6), 06 luu tai BO phan Tiép nhan va Tra két qua cia UBND cép
Xa.

Hb so dugc luu tai UBND cap x4, thoi gian luu trit S6 chimg thuc 14 vinh vién, luu trit ban
chirng thyc 1a 02 ndm. Hét thoi han luu trit, van ban ching thuc dugc tiéu huy theo quy dinh
cua phap luat vé luu tri.
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3. Chitng thuc hop ddng, giao dich lién quan dén tai sin 1a dong san, quyén

sir dung dat, nha &

1 KY HIEU QUY TRINH QT.CT.03
2 | NOI DUNG QUY TRINH

2.1 | Didu ki¢n thye hi¢gn TTHC: Khong.

2.2 | Cach thire thuc hién TTHC:
Nop hd so truc tlep tai BO phan Tiép nhan va Tra két qua UBND cip x4. Viéc chung
thuc cac hop dong, giao dich lién quan dén quyén cua nguoi sir dung dat duoc thuc
hién tai UBND cip x4 noi c6 dat. Viéc ching thuc cac hop dong, giao dich lién quan
dén nha & dugc thyc hién tat UBND cap xa noi ¢6 nha.

X A A AL Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
- Du thao Hop déng, giao dich; X
- Ban sao Giéy cht’rng minh nhan dan hodc H6 chiéu con gia tri su
dung cua ngudi yéu cau chung thuc; X
- Ban sao Gidy ching nhan quyén sé hitu, quyén st dung hodc ban
sao gidy to thay thé duogc phap luat quy dinh d01 Vo1 tal san ma phap X
luat quy dinh phai dang ky quyén sé hitu, quyén sir dung trong trudng
hop hop dong, giao dich lién quan dén tai san do.

(Déi véi ban sao thi xudt trinh ban chinh dé déi chiéu).

2.4 | SO lwong hd so: 01 bd

2.5 | Thoi han giai quyét: Trong ngay lam viéc sau khi nhan du hd so hop 18 hodc co thé
kéo dai hon theo thoa thuin bang van ban v6i ngudi yéu cau chimg thuc.

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
Bo phéan Tiép nhan va Tra két qua cia UBND cép x4.

2.7 | Co quan thue hién: UBND cip x3

Co quan c6 thAm quyén quyét dinh: UBND cép x4
Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Khong.

157




2.8 | Poi twong thwe hién TTHC: Ca nhan, t6 chirc
2.9 | Két qua giai quyét TTHC: Hop ddng, giao dich da chung thyc.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tw Trach nhiém | Thdoi gian Bié,u
mau/Két qua
Tiép nhan ho so:
- Trudng hop ho so chua day di, hop Mau 01, 02
B1 1¢&: Hudéng dan nguoi ndp hd so bo | Cong chiuc Tu Gi0 hanh (néu co), 06
sung, hoan thién theo quy dinh; phap - Ho tich chinh va Ho so theo
- Truong hop }‘16 so day du, hop 18 muc 2.3
thi tiép nhan ho so.
Kiém tra, xem xet hoé so, trinh 1anh | Cong chirc Tu Ngay sau_ Mau 05
B2 | dao UBND cap xa thuc hién ching | phap - Ho tich | khi nhan ho | va Hd so kém
thuc Ny theo
Lanh dao HMal(li?S
B3 | Ky ching th UBND 1/2 gic op cong,
3 v chirng thuc o 12 gio giao dich da
P ching thuc
Mau 05
. i . Lanh & A
Chuyén két qua lai cho cong chirc dé R . Hop dong
B4 | . A N UBND 1/2 gio AP
vao SO theo doi va luu trix I giao dich da
cap xa .
ching thuc
Mau 01, 06
g5 | Tra két qua cho 0 chirc, ca nhan va | Cong chirc Tw | Giohanh | Hop ddng,
vao SO theo doi, thu 1€ phi phéap - Ho tich chinh giao dich da
ching thuc
3 | BIEUMAU

Ghi chl: Cde Mdau 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan hd so va hen tra két qua

@j

Mau 01.docx
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Mau 02 @j
Mau 02.docx
Phiéu yéu cau bd sung hoan thién hd so
Mau 03 'EH
Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
Méu 04 'Ej
Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 'Ej
MAu 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
]
Mau 06 Mau 06.docx
S6 theo doi ho so
4 |HOSOLUU:
- S6 chimg thuc hop dong, giao dich;
- Ban ching thuc;
- Mau 01, 02 (néu co), 06 luu tai Bo phan Tiép nhan va Tra két qua cia UBND cép
Xa.

HO so duge luu tai UBND cép x4, thot gian luu trir SO chting thyc 1a vinh vién, luvu trir van
ban ching thyc 1a 20 nam. Hét thoi han luu trit, van ban ching thyc duoc tiéu huy theo quy
dinh cua phép luat vé luu trir.
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4. Chung thuc di chuc

1 KY HIEU QUY TRINH QT.CT.04
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thye hi¢n TTHC: Khong.

2.2 | Cach thirc thuc hién TTHC:
Truc tiép tai B6 phan Tiép nhan va Tra két qua UBND cap xa.

5 A 1A A Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
- Du théo di chugc; X
- Ban sao Giéy ch&ng minh nhan dan hodc Ho chiéu con gia tri su
dung ctia nguoi yéu cau chirng thuc; X
- Ban sao Gidy ching nhén quyén sé hitu, quyén st dung hodc ban
sao gidy to thay thé duoc phap luat quy dinh dbi v0i tai san ma phap
luat quy dinh phai dang ky quyén so hiru, quyén s dung trong X
truong hop hop dong, giao dich lién quan dén tai san do; trur truong
hop nguoi lap di chic dang bi cai chét de doa dén tinh mang.

2.4 | S6 lwong ho so: 01 bd

2.5 | Thoi han giai quyét: Trong ngay lam viéc sau khi nhan du hé so hop 18 hodc c6 thé
kéo dai hon theo thoa thuan bang vin ban v6i ngudi yéu ciu ching thye.

2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
B6 phan Tiép nhéan va Tra két qua cia UBND cép x4

2.7 | Co quan thye hién: UBND cép x4
Co quan c6 thAm quyén quyét dinh: UBND cép x4
Co quan dugc ity quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Poi twong thwe hién TTHC: Cé4 nhan, t6 chuc

2.9 | Két qua giai quyét TTHC: Di chuc di ching thuc.

2.10 | Quy trinh xir ly cong viéc
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TT Trinh tuw Trach nhiém Thoi Biéu mau/Két
gian qua
Tiép nhan ho so:
- Truong hop hd so chua day du, Méu 01, 02
g1 | hop 1&: Huéng dan nguoi ndp ho so | Cong chire Tu | Gid hanh | (néu co), 06
bo sung, hoan thién theo quy dinh; phap-Ho tich chinh va Ho so theo
- Truong hop ‘h(‘S so ddy du, hop 18 muc 2.3
thi tiép nhan ho so.
Kiém tra, xem xeét hd so, trinh ldnh Cone chite Tu Ngay sau Mau 05
B2 | dao UBND cap x3 thyc hién chiing 18 caue khinhan | va Hd so kém
phap-HJ tich A
thuc ho so theo
Lanh dao Mau 05
B3 | Ky ching thuc UBND 5 glo Di chac da
cap x4 ching thuc
I e R L a2 Lanh dao Mau 05
B4 C}luyin két qua 1@51 cho cong churc dé UBND Vs gid Di chiic di
vao SO theo doi va luu trir I i
cap xa ching thuc
. . . Mau 01, 06
B5 Tra két qua cho t6 churc, cd nhan va | Cong chic Tu | Gid hanh D'auh’ 4
vao S theo ddi, thu 18 phi phap-Ho tich chinh 1 chuc da
ching thuc
* Triong hop ho so qud han xir Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay hét
han xir Iy, cong chirc Tue phap - Ho tich trinh Chu tich UBND cdp xa ky ban hanh
phiéu xin 161 va hen lai ngay tra ket qua de guri cho to chirc, ca nhan.
3 | BIEUMAU

Ghi chl: Cdc Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

MAu 01 @j
Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua
MAu 02 @
Mau 02.docx

Phiéu yéu cau bo sung hoan thién ho so
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Mau 03 'EH
Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so

Mau 04 'Ej
MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 'EH
MAu 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so

(w]
Mau 06 j

Mau 06.docx

S theo ddi ho so

4 |HOSOLUU:
- S6 chung thyc chit ky;
- Ban ching thyc;

- Méu 01, 02 (néu c6), 06 luu tai Bo phan Tiép nhan va Tra két qua cia UBND cip
Xa.

HO so duge luu tai UBND cép x4, thot gian luu tri SO chting thuc 1a vinh vién, luu trit vin
ban chiig thuc 1a 02 nam. Hét thoi han luu trlt, van ban chirng thuc duoc ti€u huy theo quy
dinh cua phép luat vé luu trir.
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5. Chirng thue vin ban tir ch6i nhin di sin

1 KY HIEU QUY TRINH QT.CT.05
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hi¢n TTHC: Khong.
2.2 | Cach thirc thuc hién TTHC:
Truc tiép tai B6 phan Tiép nhan va Tra két qua UBND cap xa.
. A LA AL Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- Dy thao van ban tir chbi nhan di san; X
- Ban sao Gidy ching minh nhan dan hoac Ho chiéu con gia tri sir X
dung ctia nguoi yéu cau chirng thuc;
- Ban sao Gidy ching nhan quyén so hiru, quyen st dung hodc ban sao
gidy to thay thé duoc phap luat quy dinh d01 vOi tal san ma phap luat
quy dinh phai dang ky quyén s¢ hiru, quyen st dung trong truong hop X
van ban tir ch6i nhan di san lién quan dén tai san do.
(Péi véi ban sao thi xudt trinh ban chinh dé déi chiéu).
2.4 | S6 lwong ho so: 01 bd
2.5 | Thoi han giai quyét: Trong ngay lam viéc sau khi nhan du hd so hop 18 hodc c6 thé
kéo dai hon theo thoa thuan bang vin ban v6i ngudi yéu ciu ching thyec.
2.6 | Pia diém tiép nhan hd so va tra két qua gidi quyét TTHC:
B6 phan Tiép nhan va Tra két qua cia UBND cép x4.
2.7 | Co quan thye hién: UBND cép x4
Co quan c6 thAm quyén quyét dinh: UBND cép x4
Co quan dugc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: Cé4 nhan, t6 chuc
2.9 | Két qua giai quyét TTHC: Vin ban tir chéi nhan di san di chung thyc.
2.10 | Quy trinh xir ly cong viéc
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TT Trinh tuw Trach nhiém | Thoi gian | Biéu miu/Két
qua
Tiép nhan ho so:
- Truong hop hd so chua day du, Méu 01, 02
B1 hop 1¢: Huong dan nguoi nop ho so | Cong chire Tw | Gio hanh | (néu co), 06 va
bo sung, hoan thién theo quy dinh; phap-Ho tich chinh Ho so theo
- Trudng hop ho so day du, hop 18 muc 2.3
thi tiép nhan ho so.
Kiém tra, xem xeét hd so, trinh ldnh Cone chite Tu Ngay sau Mau 05
B2 | dao UBND cap x3 thyc hién chiing 18 Chle khinhan |va HO so kém
phap-HJ tich A
thuc ho so theo
Mau 05
Lanh dao Vian ban tu
B3 | Ky chung thuc UBND Y5 gioy chdi nhan di
cap xa san da chung
thuc
Mau 05
A A a1 5 . x| Lanhdao Vin ban tu
B4 | Chuyén ket qua lai cho cong chirede | g Y2gid | chi nhan di
vao SO theo doi va luu trir I , ~ ,
cap xa san da chung
thuc
Mau 01, 06
B5 Tra ké:t qua cho to chirc, c4 nhan va | Cong chirc Tu | Gid hanh \;aB b}?fl Elu
vao S theo ddi, thu 1¢ phi phép - Ho tich chinh | ©hot hhan d
san da chung
thuce
* Triong hop ho so qud han xir Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay hét
han xit Iy, cong chire Tw phdp - Ho tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin loi va hen lai ngay tra két qua dé gui cho toé chure, ca nhan.
3 | BIEUMAU

Ghi chl: Cdc Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@ﬂ

M3u 01.docx
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Mau 02 'EH

Mau 02.docx
Phiéu yéu cau bo sung hoan thi¢n ho so
Mau 03 (W] j
Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so
Mau 04 (W] ]
Mau 04.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 IEH
Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so

@H

Mau 06 MAau 06.docx
So6 theo do1 ho so

4 |HOSOLUU:

-S6 chirng thuc chit ky;

- Ban ching thyc;

- Méu 01, 02 (néu c6), 06 luu tai Bo phan Tiép nhan va Tra két qua cia UBND cip
Xa.

HO so duge luu tai UBND cép x4, thot gian luu trir SO chting thuc 1a vinh vién, luu trir van
ban ching thyc 1a 02 nam. Hét thot han luu trir, van ban chirng thuc dugc tiéu huy theo quy
dinh cua phép luat vé luu trir.
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6. Chirng thye viin ban thoéa thuin phan chia di sin ma di san 1 dong san, quyén
str dung dat, nha &

1 KY HIEU QUY TRINH QT.CT.06
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thye hién TTHC:
Khong.
2.2 | Cach thirc thuc hién TTHC:
Truc tiép tai Bo phan Tiép nhan va Tra két qua UBND cap xa.
X A 1A AL Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- Du thdo van ban thdéa thuan phan chia di san; X
- Ban sao Gidy ching minh nhén dan hodc Ho chiéu con gia tri st X
dung cua nguodi yéu cau chung thuc;
- Ban sao Gidy ching nhén quyén sé hitu, quyén st dung hodc ban
sao gidy to thay thé duoc phap luat quy dinh dbi v0i tai san ma phap
X
luat quy dinh phai ding ky quyén so hitu, quyén st dung trong
truong hop vin ban thoa thuin phan chia di san lién quan dén tai san
do.
(Déi véi ban sao thi xudt trinh ban chinh dé doi chiéu,).
2.4 | S6 lwong ho so: 01 bd
2.5 | Thoi han gidi quyét: Trong ngiy 1am viéc sau khi nhan du h so hop 18 hodc c6 thé
kéo dai hon theo thoa thuan bang van ban vdi ngudi yéu cau chung thuc.
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
B6 phan Tiép nhéan va Tra két qua cia UBND cép x4
2.7 | Co quan thwe hién: UBND cép x4

Co quan c6 thaim quyén quyét dinh: UBND cép x4
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
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2.8 | Pdi twong thye hién TTHC: C4 nhan, to chirc
2.9 | Két qua giai quyét TTHC: Vin ban thoa thuan phan chia di san da ching thyc.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tw Trach nhiém | Thdoi gian Biéu
mau/Ket qua
Tiép nhan ho so:
- Truong hop h§ so chua dﬁy‘ da, M?iu 01,02
B1 hop 1¢: Hudéng dan nguoi ndp hd so | Cong chuc Tu G106 hanh (néu co), 06
b6 sung, hoan thién theo quy dinh; phap-Ho tich chinh va Ho so theo
- Trudng hop ho so day du, hop 18 muc 2.3
thi tiép nhan ho so.
Kiém tra, xem xét hd so, trinh ldnh Cone chire Tu Ngay sau Mau 05
B2 | dao UBND cap xa thuc hién chiing 18 . khi nhan hd | va Hd so kém
phap-HJo tich
thuc SO theo
Mau 05
Lanh dao Vin ban thoa
B3 | Ky chung thuc UBND 5 gio thuén phan
cap x4 chia di san da
ching thuc
Mau 05
2 A . L2 Lanh dao Van ban thoa
B4 C}l wyen ket aua lgfl cho cong chirc dé UBND Yo gi0 thuan phan
vao So theo doi va luu trir I L
cap xa chia di san da
chirng thuc
Mau 01, 06
B5 Tra ké;t qua cho to chirc, ca nhan va | Cong chirc Tu Gi0 hanh \{[in :b an}‘i}Aloa
vao S theo ddi, thu 18 phi phap-Hb tich chinh juan phan
chia di san da
chirng thuc
* Triong hop ho so qud han xir Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay hét
han xir Iy, cong chirc Tw phdp - Ho tich trinh Chu tich UBND cap xa ky ban hanh
phiéu xin [0i va hen lai ngay tra két qua dé gui cho t6 churc, ca nhan.
3 | BIEUMAU

Ghi cht: Cac Mdu 01, 02, 03, 04, 05, 06 ap dung theo Théng tir sé 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.
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Mau 01 'Ej
Mau 01.docx
Gidy tiép nhan hd so va hen tra két qua
Mau 02 'Ej
Mau 02.docx
Phiéu yéu cau bd sung hoan thién hd so
Mau 03 'EH
Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét hd so
Mau 04 'Ej
MAu 04.docx
Phiéu xin 18i va hen lai ngay tra két qua
Mau 05 |Ej
Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
o]
Mau 06 Mau 06.docx
S6 theo ddi ho so
4 |HOSOLUU:
- S6 chung thyc chit ky;
- Ban chung thuc;
- MAu 01, 02 (néu c6), 06 luu tai B phan Tiép nhan va Tra két qua cia UBND cip
X&.

HO so duge luu tai UBND cép x4, thot gian luu trir SO chting thyc 1a vinh vién, luvu trir van
ban ching thyc 1a 02 nam. Hét thot han luu trir, van ban chirng thuc dugc tiéu huy theo quy
dinh cua phép luat vé luu trir.
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7. Chitng thwe vin ban khai nhan di sian ma di sin 1a dong san, quyén sir dung
dat, nha ¢

KY HIEU QUY TRINH QT.CT.07

NOI DUNG QUY TRINH

2.1

Piéu kién thwe hién TTHC:

Khong.

2.2

Cach thirc thue hién TTHC:

Truc tiép tai B6 phan Tiép nhan va Tra két qua UBND cap xa.

2.3

Thanh phan ho so, bao gom:

Ban
chinh

Ban
sao

- Du thao van ban khai nhan di san;

- Ban sao Gidy ching minh nhan dan hodc HJ chi€u con gia tri su
dung cua nguodi yéu cau chung thuc;

- Ban sao Gidy ching nhan quyén s¢ hiru, quyén st dung hodc ban
sao gidy to thay thé duoc phap luat quy dinh d6i VOl tai san ma phap
luat quy dinh phai diang ky quyén sé hitu, quyen su dung trong
truong hop van ban khai nhan di san lién quan dén tai san do.

(Poi voi ban sao thi xudt trinh ban chinh dé doi chiéu).

2.4

S6 lwgng ho so: 01 bo

2.5

Thoi han gidi quyét: Trong ngay 1am viéc sau khi nhan du ho so hop 18 hoic c6 thé
kéo dai hon theo thda thudn bang van ban véi nguodi yéu cau chung thyc.

2.6

Dia diém tiép nhin ho so va tra két qua giai quyét TTHC:
B0 phan Tiép nhan va Tra két qua cia UBND cip x4

2.7

Co quan thue hién: UBND cép x4

Co quan c6 thaim quyén quyét dinh: UBND cép x4
Co quan dwoc ity quyén: Khong.

Co quan phdi hop: Khong.

2.8

Poi twong thwe hién TTHC: Ca nhan, t6 chiic
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2.9 | Két qua giai quyét TTHC: Vin ban khai nhan di san di chung thuc.
2.10 | Quy trinh xir ly cong viéc
TT Trinh ty Trach nhiém | Thoigian | Biéu miu/Két
qua
Tiép nhan hd so:
- Trudong hop hd so chua day du, Cone chite Mau 01, 02 (néu
B1 hgp 1&: Hudng dan ngudi ndp ho so Tu }glé TR Gio hanh | c0), 06 va Ho so
bo sung, hoan thi¢n theo quy dinh; pticlllj i chinh theo muc 2.3
- Trudng hop ho so ddy du, hop 18 '
thi tiép nhan ho so.
Kiém tra, xem xét hd so, trinh 1anh | Cong chirc Ngay sau Mau 05
B2 | dao UBND cap xa thuc hi¢n chung | Tu phap-Ho khi‘nhén va Ho so kéem
thuc tich ho so theo
Lanh dao VVME? Olfh )
B3 | Ky chimg th UBND Vs gic an ban xhai
3 y chung thye Ao x5 2 810 nhan di san da
P chung thuc
2 Z s R , Lanh dao VMalql 05 )
B4 Chuyén két qua lai cho cong churc UBND v i Vian ban khai
dé vio S theo ddi va luu trit o 8 nhan di san da
cap xa .
chung thuc
Cone ch Mau 01, 06
g | Tra két qua cho t6 chirc, cé nhan va | -2 SH | Giohanh | Van ban khai
vao Sb theo dbi, thu 1¢ phi ptidli’ : chinh nhan di sén da
i chirng thuc
* Triwong hop ho so qud han xi 1y, trong thoi gian chdm nhdt 01 ngay trudc ngay hét
han xir Iy, cong chirc Tu phap - Ho tich trinh Chu tich UBND cap xa ky ban hanh
phiéu xin loi va hen lai ngay tra két qua dé gui cho to6 chure, ca nhan.
3 | BIEUMAU

Ghi chl: Cac Mdu 01, 02, 03, 04, 05, 06 &p dung theo Théng tw sé 01/2018/TT-
VPCP ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@H

Mau 01.docx

170




Mau 02 'EH

Mau 02.docx
Phiéu yéu cau bo sung hoan thi¢n ho so
Mau 03 (W] j
Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so
Mau 04 (W] ]
Mau 04.docx

Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 'Ej
Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so

@H

Mau 06 MAau 06.docx
So6 theo do1 ho so

4 |HOSOLUU:

-S6 chirng thuc chit ky;

- Ban ching thyc;

- Méu 01, 02 (néu co), 06 luu tai B6 phan Tiép nhan va Tra két qua cia UBND cip
Xa.

HO so duge luu tai UBND cép x4, thot gian luu trir SO chting thyc 1a vinh vién, luvu trir van
ban chirng thuc 1a 02 nam. Hét thoi han luu trit, van ban chung thuc dugc tiéu huy theo quy
dinh cua phép luat vé luu trir.
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. Chirng thwe viéc sira doi, bd sung, hity bé hop ddng, giao dich

KY HIEU QUY TRINH QT.CT.08

NOI DUNG QUY TRINH

2.1

Piéu kién thuc hién TTHC:

Viéc stra doi, bd sung, h}"ly bo hop déng, giao dich da dugc chtrpg thuc chi duoc thuc
hién khi c6 thdéa thuan bang van ban ctua cac bén tham gia hgp dong, giao dich.

2.2

Cach thirc thyue hién TTHC:

Tryc tiép tai B6 phan Tiép nhan va Tra két qua UBND cap x4.

2.3

Ban Ban

Thanh phan ho so, bao gom: chinh | sao

* Gidy to xuat trinh:

- Gidy to tiy than con gia tri st dung, gom Gidy chiing minh nhan
dan hoac Ho chicu. X

* Gidy to phai ndp:

- Hop d@)ng, giao dich da dugc chung thuc; X

- Du thao hop dong, giao dich stra d6i, bd sung, huy bo hop dong,
giao dich da dugc chiing thuc; X

- Trong truong hop ndi dung sira d6i, bd sung c6 lién quan dén tai san
thi nguoi yéu cau ching thyc phai ndp ban sao kém ban chinh dé i
chleu Gidy ching nhan quyén s hiru, quyen st dung hoac ban sao
gidy to thay thé dugc phap luét quy dinh d()1 véi tai san ma phap luat
quy dinh phai ding ky quyén so hiru, quyen st dung, trur truomg hop
ngudi 1ap di chuc dang bi cai chét de doa dén tinh mang.

(Poi voi ban sao thi xudt trinh ban chinh dé doi chiéu).

2.4

S6 lwong ho so: 01 bo
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2.5 | Thoi han giai quyet Trong budi 1am viéc sau khi nhan di hd so hop 18 hoic trong ngay
1am viéc tiép theo, néu yéu ciu sau 15 gio.
2.6 | Dia diém tiép nhan hd so va tra két qua giai quyét TTHC:
Bo phan Tiép nhéan va Tra két qua cia UBND cip x4.
2.7 | Co quan thue hién: UBND cip x4
Co quan c6 thAm quyén quyét dinh: UBND cép xi
Co quan dwoc iy quyén: Khong.
Co quan phdi hep: Khong.
2.8 | Poi twong thwe hién TTHC: Ca nhan, t6 chirc
2.9 | Két qua giai quyét TTHC: Hop ddng, giao dich da ching thyc.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tuw Trach nhiém Thoi Biéu mau/Két qua
gian
Tiép nhan ho so:
- Trudng hop hod so chua day du, Cona chirc Mau 01, 02 (n€u
g1 | hop 1é: Hudng dan nguoi nop hod so Tg gé ‘Ho | Gi¢ hanh c0), 06 va Ho so
bd sung, hoan thién theo quy dinh; pticlllj . chinh theo muc 2.3
- Trudong hop hd so day du, hop 1¢ '
thi tiép nhan ho so.
Kiém tra, xem x¢t hd so, trinh 1anh | Cong chirc | Ngay sau Mau 05
B2 | dao UBND cap xa thuc hién ching | Tu phap-Ho khi‘nhém 3 HO so kém th
thuc tich ho so va Ho so kem theo
Lanh dao Mau 05
B3 | Ky chung thuc UBND Y5 g0 Hop ddng, giao
cap x4 dich da ching thuc
L Lanh dao Mau 05
Chuyén két qua lai cho cong chirc UBND Lo \ ,
B4 | & vao S4 theo doi va luu trir o g0 | Hop dong, giao
cap xa dich da chirng thuc
. . O ) . Mau 01, 06
Tra két qua cho t6 chirc, cd nhan va Cong ,ChuCA G106 hanh auk .
BS | . oz ~: A g Tu phap-Ho ; Hop dong, giao
vao So theo doi, thu 1€ phi . chinh ) N
tich dich da ching thuc

* Trweong hop hé so qud han xit Iy, trong thoi gian chdm nhdt 01 ngay trude ngay hét
han xw ly, cong chirc Tw phdap - H¢ tich trinh Chu tich UBND cap xa ky ban hanh
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phiéu xin l6i va hen lai ngay tra ket qua dé gui cho to chuc, ca nhan.

3 | BIEUMAU

Ghi chi: Cde Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 'Ej
Mau 01.docx
Giay tiép nhan ho so va hen tra két qua

Mau 02 (W] j
Mau 02.docx
Phiéu yéu cau bo sung hoan thién ho so

Miu 03 |Ej
Mau 03.docx
Phiéu tir chdi tiép nhan giai quyét ho so

Miu 04 @
MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

Miu 05 @
MAu 05.docx
Phiéu kiém soéat qua trinh giai quyét ho so

Iiﬁl

Mau 06 M3u 06.docx
SO theo doi ho so

4 |HOSOLUU:

- S6 chimg thuc hop dong, giao dich;

- Van ban chung thuc;

- Mau 01, 02 (néu c6), 06 luu tai Bo phan Tiép nhan va Tra két qua cia UBND cép
Xa.

Hb so dugc luu tai UBND cép x4, thoi gian luu trit S6 ching thuc 13 vinh vién, luu trit van
ban ching thuc 1a 20 nam. HEt thoi han luu trlt, van ban chirng thuc duoc ti€u huy theo quy
dinh cua phép luat ve luu trit.
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9. Cip ban sao c¢6 ching thuc tir ban chinh hop ddng, giao dich di dwoc

chung thue

1 KY HIEU QUY TRINH QT.CT.09
2 | NOI DUNG QUY TRINH
2.1 | Piéu kién thyc hién TTHC:
Khong.
2.2 | Cach thire thuc hién TTHC:
Tryc tiép tai B6 phan Tiép nhan va Tra két qua UBND cap xa.
X A A AL Ban | Ban
2.3 | Thanh phan ho so, bao gom: chinh | sao
- Xuét trinh ban chinh hodc ban sao c6 ching thyc Gidy ching minh
nhan dan hodc Ho chi€u con gia tri sir dung cua ngudi yéu cau chung X
thuec;
- Ban sao hop déng, giao dich da dugc chung thuc; X
- Ban chinh hop dong, giao dich d& dugc ching thyuc dé dbi chiéu. X
2.4 | S6 lwgng hd so: 01 bd
2.5 | Thoi han giai quyet Trong bu01 lam viéc, sau khi nhan du hd so hop 1 hodc trong
ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gid.
2.6 | Dia diém tiép nhin ho so va tra két qua giai quyét TTHC:
Bo phan Tiép nhan va Tra két qua cia UBND cip x4.
2.7 | Co quan thue hién: UBND cip x3
Co quan c6 thAm quyén quyét dinh: UBND cép x4
Co quan dwgc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | P6i twong thwe hién TTHC: C4 nhan, t chirc
2.9 | Két qua giai quyét TTHC: Ban sao hop dong, giao dich di ching thuc.
2.10 | Quy trinh xi ly cong viéc
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TT Trinh tw Tréach Thoi gian | Biéu miu/Két
nhiém qua
Tiép nhan ho so
- Trudng hop ho so chua day di, hop | . , Mau 01, 02
N . x oA 1A x | Cong chuc s &0 ¢6). 06 V2
B1 1¢&: Hudong dan nguoi ndp hd so bod Tur phép-Ho G160 hanh (qeu c0), 06 va
sung, hoan thién theo quy dinh; tch chinh Ho6 so theo muc
- Truong hop hd so ddy du, hop 16 thi ' 2.3
tiép nhan ho so.
Kiém tra, xem xét hd so, trinh 1anh | Coéng chirc Ngay sau_ Mau 05
B2 | dao UBND cap xd thuc hién ching | Tu phap-Ho | khinhan hd | va Hd so kém
thuc tich SO theo
Lanh dao B qMau 0}51
B3 | Ky chimg thuc UBND Vs iy Lot 520 0P
- dong, giao dich
P da chung thuc
1A g A , 2 Lanh dao Mau 05
Chuyén két qua lai cho cong chuac dé Loes Bén sao hop
B4 e e 9 UBND Yo g0 A L
vao SO theo doi va luu trix I dong, giao dich
cap xa da chung thuc
Cone chi Mau 01,06
Tra két qua cho to chirc, cd nhan va ONg €I | Gio hanh Ban sao hop
B5 v QA . a1 Tu phap-Ho . A .
vao SO theo ddi, thu 1€ phi tich chinh dong, giao dich
’ da chuang thuc
* Triwong hop hé so qud han xit 1y, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xu ly, cong chicc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin l6i va hen lai ngay tra ket qua dé gui cho to chure, ca nhan.
3 | BIEUMAU

Ghi chl: Cde Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

MAu 01 @
Mau 01.docx
Giay ti€p nhan ho so va hen tra két qua
MAu 02 @
Mau 02.docx

Phiéu yéu cau bo sung hoan thién ho so

176




Mau 03 'Ej
Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so
Mau 04 'Ej
Mau 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 'Ej
Mau 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so
o]
Mau 06 Mau 06.docx
S6 theo ddi hé so

4 |HOSOLUU:

- S6 chtng thuc ban sao tir ban chinh;

- Mau 01, 02 (néu c6), 06 luu tai Bo phan Tiép nhan va Tra két qua cia UBND cap
Xa.

H6 so duoc luu tai UBND cip x4, thoi gian luu trit S6 chtng thuc 12 vinh vién.
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10. Cép ban sao tir s6 goc
1 KY HIEU QUY TRINH QT.CT.10
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwe hién TTHC:
Phai ¢6 s6 gdc hoic tén trong s6 gdc.

2.2 | Cach thirc thue hién TTHC:
Tryc tiép tai BO phan Tiép nhan va Tra két qua cia UBND cép x3 hodc gui hd so qua
hé thong buu chinh.

X A 1A AL Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
- Truong hop ndp truc tiép thi xuat trinh ban chinh hodc ban sao co
chirng thuc gidy ching minh nhan dan hodc hg chiéu con gia tri s X X
dung;
- Trudng hop ngudi yéu cau cip ban sao tir s6 gréc guri qua buu dién
thi phai gui kem theo ban sao c6 chimg thuc giay chimg minh nhén
dan hoac ho chiéu con gia tri st dung, phong bi dan tem ghi r6 ho X
tén, dia chi nguoi nhan cho co quan, t6 chirc cap ban sao;
- Truong hop nguoi yéu cau 1a nguoi dai dién theo phap luat, nguoi
dai dién theo iy quyén cua ca nhan, t6 chtrc dugce cip ban chinh;
cha, me, con; vo, chong, anh, chi, em rudt; nguoi thira ké khaq cua X
nguoi duge cap ban chinh trong truong hop nguoi do da chét thi
phai xuat trinh gidy to chimg minh quan hé vé1 nguoi dugce cap ban
chinh.

2.4 | S6 lwong ho so: Khong quy dinh

2.5 | Thoi han giai quyet Trong bu01 1am viéc, sau khi nhan da hd so hop 1é hoidc trong
ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.

2.6 | Pia diém tiép nhan hd so va tra két qua gidi quyét TTHC:
B0 phan Tiép nhan va Tra két qua cia UBND cap x4.

2.7 | Co quan thye hién: UBND cép x4

Co quan c6 thAm quyén quyét dinh: UBND cép x4
Co quan dwoc ity quyén: Khong.
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Co quan phdi hep: Khong.

2.8 | Poi twong thye hién TTHC: Cé4 nhan, t6 chuc
2.9 | Két qua giai quyét TTHC: Ban sao duogc cap tir sd goc.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Trach nhiém Thoi gian Biéu
mau/Keét qua
Tiép nhan hd so:
- Truong hop ho so chua ddy du, Mau 01, 02
B1 hop 1¢: Huéng dan nguoi ndp hé so | Cong chuc Tu G106 hanh (néu co), 06
bo sung, hoan thién theo quy dinh; phap-HJ tich chinh va Ho so theo
- Truong hop ho so day du, hop 18 muyc 2.3
thi tiép nhan ho so.
Kiém tra, xem xét hd so, bao cdo Lanh dao Ngay sau Mau 05
B2 | két qua kiém tra v6i lanh dao UBND khinhan hoé | Ho so kém
UBND cap xi cap xa SO theo
£ et A A s , Lanh dao Méu 05
B3 QuAyet (ihnh,Vle;c cap ban sao cho ca UBND Yy gic Bén sao duoc
nhan, to churc L Lo A A
cap xa cap tu so goc
A : Mau 01, 06
B4 | Tra két qua cho t6 chirc, ca nhan Cong chirc Tu Gid hanh B3 o d
q ’ phép-Ho tich chinh an sao duoce
cap tu sO goc
* Trieong hop ho so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xir Iy, cong chirc Tw phdp - Ho tich trinh Chu tich UBND cap xa ky ban hanh
phiéu xin loi va hen lai ngay tra két qua dé gui cho toé chure, ca nhan.
3 | BIEUMAU

Ghi chl: Cac Mdu 01, 02, 03, 04, 05, 06 dp dung theo Théng tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

Mau 01.docx
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Méu 02 'Ej
Mau 02.docx
Phiéu yéu cau bo sung hoan thi¢n ho so
Mau 03 'EH
Mau 03.docx
Phiéu tir chdi ti€p nhan giai quyét ho so
Méu 04 'EH
MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua
Mau 05 'Ej
Mau 05.docx
Phiéu kiém soét qua trinh giai quyét ho so
]
Mau 06 Mau 06.docx
S6 theo doi ho so

HO SO LUU: Khéng.
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11. Sira 15i sai sot trong hop dong, giao dich

1 KY HIEU QUY TRINH QT.CT.11
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Khdng

2.2 | Cach thirc thue hién TTHC:
Truc tiép tai B6 phan Tiép nhan va Tra két qua UBND cép xa.

X A A AL Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
* Nguoi yéu cau chimg thuc ndp 01 (mot) bd hd so yéu cau chimg thyuc, gdm céc gidy
to sau day:
- Ban sao Giéy chiung minh nhan dan hoép Ho chiéu con gia ‘Eri S}"J:
dung cua nguoi yéu céu ching thyc (xuat trinh ban chinh d¢ doi X
chicu);
- Vin ban thoa thuan vé viéc stra 16i sai sot trong hop dong, giao dich
da duoc chung thuc; X
- Hop déng, giao dich da dugc ching thuc; X
- Ban sao gidy ching nhén quyén s hiru, quyén st dung hoac ban
sao gidy to thay thé dugc phap luat quy dinh d()1 véi tai sdn ma phap
luat quy dinh phai dang ky quyén sé hitu, quyén st dung trong truong X
hop hop dong, giao dich lién quan dén tai san do (xuét trinh ban
chinh dé ddi chiéu).

2.4 | SO lwong ho so: 01 bo.

2.5 | Thoi han giai quyet Trong bu01 lam viéc, sau khi nhan da ho so hop 18 hodc trong
ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gid.

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:

Bo phan Tiép nhan va Tra két qua cia UBND cip x4.
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2.7 | Co quan thuc hién: UBND cip x4
Co quan cé thim quyén quyét dinh: UBND cip x4
Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.
2.8 | P6i twong thwe hién TTHC: C4 nhan, to chirc
2.9 | Két qua giai quyét TTHC: Hop dong, giao dich dugc stra 16i ky thuat.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tu Trach nhiém | Thoi gian | Biéu miu/Két
qua
Tiép nhan ho so:
- Truong hop ho so chua day du, hop Mau 01, 02
B1 1&: Hudng dan nguoi ndp ho so bo | Cong chitc T | Gio hanh (n€u co), 06
sung, hoan thién theo quy dinh; phap-Ho tich chinh va Ho so theo
- Truong hop ‘hé so day du, hop 18 muc 2.3
thi tiép nhan ho so.
Kiém tra, xem xét ho so, bao céo két Lanh dao Ngay sau Mau 05
B2 | qua kiém tra v&i lanh dao UBND cap UBND khinhén | va Hb so kém
Xa cap xa ho so theo
, , L x Lanh dao Ma}u 05 )
Ky chung thuc viéc sua 161 cua hop L Hop dong, giao
B3 | .x .o UBND Yo g10 : )
dong, giao dich Ao x4 dich dugc stra
p 16i k§ thuat
2 £ , N , 2 Lanh dao M?u 0 .
B4 Chuyén két qua cho cong chuc dé UBND v, oidy Hop dong, giao
vao Sb theo ddi va thu phi O 28 dich dugc stra
cap xa 16i k§ thuat
Mau 01, 06
BS Tra k@::t qua cho t6 chirc, ca nhan va | Céng chirc Tw | Gid hanh | Hop ddng, giao
vao SO theo doi phap-Ho tich chinh dich duoc stra
16i k¥ thuat
* Trweong hop hé so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xu ly, cong chicc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin [6i va hen lai ngay tra két qua dé guri cho to chirc, ca nhan.
3 | BIEU MAU
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Ghi chl: Cac Mdu 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01 'EH

MAu 01.docx
Giay tiép nhan ho so va hen tra két qua

Mau 02 'EH

Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so

Mau 03 @j

Mau 03.docx
Phiéu tir choi ti€p nhén giai quyét ho so

Mau 04 @j

Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

Mau 05 @

Mau 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so

@D

Mau 06 Mau 06.docx
SO theo doi ho so

HO SO LUU: S6 ching thuc hop dong, giao dich

HO so duoc luu tai UBND cép x4, thot gian luu tri SO chirng thyuc 1a vinh vién.
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IV. LINH VUC PHO BIEN, GIAO DUC PHAP LUAT

1. Thi tuc cong nhén tuyén truyén vién phap luat

1 KY HIEU QUY TRINH QT.PBGDPL.01
2 | NOI DUNG QUY TRINH
2.1 | Piéu Kién thye hién TTHC:
Ca nhan duoc dé nghi cong nhan lam tuyén truyén vién phap luat phai 1a ngudi c¢6 uy
tin, kién thirc, am hi€u vé phép luat.
2.2 | Cach thirc thue hién TTHC:
Nop hd so truc tiép tai B6 phan Tiép nhan va Tra két qua cia UBND cap xa.
\ A LA A, Ban Ban
2.3 | Thanh phan ho so, bao gom: chinh sa0
Danh sach dé nghi cong nhén tuyén truyén vién phép luét ciia cong
chtrc tu phap - ho tich. X
2.4 | SO lwong ho so: 01 (bo)
2.5 | Thoi han giai quyét: 05 ngay 1am viée ké tir ngdy nhan du hd so hop 18
2.6 | Pia diém tiép nhan hd so va tra két qua giai quyét TTHC:
B6 phan Tiép nhan va Tra két qua cia UBND cép x4
2.7 | Co quan thwe hién: UBND cép x4
Co quan c6 tham quyén quyét dinh: UBND cép x4
Co quan dugc iy quyén: Khong.
Co quan phoi hop: Khong.
2.8 | Poi twong thue hién TTHC: Cé nhan.
2.9 | Két qua giai quyét TTHC: Quyét dinh cong nhan tuyén truyén vién phap luat
2.10 | Quy trinh xi ly cong viéc
TT Trinh ty Trach nhiém | Thoigian | Biéu mau/Két
qua
B1 | Tiép nhan hd so Cong chtirc Tu | Gio hanh | Mau 01, 02 (néu
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phap - Ho tich

chinh

c6), 06 va Hob so
theo muc 2.3

Can ct danh sach ty nguyén dang
ky tham gia lam tuyén truyén vién
phap luat to dia ban co s¢, thuc
trang doi ngii coéng chuc cua Uy
ban nhin dan cép xi va nhu cau

Cong chuce Tu

Mau 05
Dy thio Quyét

B2 xay dung d6i ngi tuyén truyén vién | phap - Ho tich 2,5 ngay dm}} cong nhaim
. Ar A , , A tuyen truyen
phap luat, cong chuc tu phap - hd 31 ohap Tuat
tich ra soat, 1ap danh sach nguoi du VIen phap fua
tieu chuan trinh Chu tich Uy ban
nhan dan cap xa
Méu 05
Chu tich UBND cap xd xem xét - Quyét dinh cong
N R 2 o4 R R Chu tich . : : N
B3 | phé duyét Quyét dinh cong nhén PSR 02 ngay | nhan tuyén
A A A UBND cap xa X .
tuyén truyén vién phap luat truyén vién phap
luat
: Mau 05, 06
Cong chuc Tu phap - HO tich A’au . .
ST . A , Quy¢ét dinh cong
chuyén van ban da phé duyé¢t cho Cong chuc \ : .
B4 - . P X N - . 1/2 ngay | nhan tuyén
Vian phong dé dong dau, ban hanh | Vén phong A e .
< 1 truyén vién phap
van ban ludt
Mau 01
B5 | Tra két qua cho c4 nhan Cong chite Tu |- Gi¢ hanh Qﬁl}’et dmhtCOIAlg
d phap - Ho tich chinh fharh - tuyen
truyén vién phap
luat
* Triwong hop hé so qud han xir Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xu 1y, cong chirc Tu phdp - Ho tich trinh Chu tich UBND cdp xa ky ban hanh
phiéu xin l6i va hen lai ngay tra ket qua dé gui cho to chure, ca nhan.
3 | BIEUMAU

Ghi chd: Cac Mdu 01, 02, 03, 04, 05, 06 ap dung theo Théng tir sé 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

MAau 01.docx
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Mau 02 'EH

Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so

Mau 03 @j

Mau 03.docx
Phiéu tir choéi ti€p nhan giai quyét ho so

Mau 04 EH

MAu 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

Mau 05 @j

Mau 05.docx
Phiéu kiém soat qua trinh gidi quyét ho so

@ﬂ

Mau 06 MAau 06.docx
SO theo do1 ho so

4 |HOSOLUU:

- Méu 01, 02, 03, 04 (néu ¢6), 06 luu tai Bo phan Tiép nhan va Tra két qua cua
UBND cép xa. Mau 01, 05 Iuu theo ho so;

- H6 so dau vao theo muc 2.3;

- Quyét dinh cta Chi tich UBND cép xi vé cong nhan tuyén truyén vién phép lut.

Hb so dugc luu tai UBND cédp x4, thoi gian lwu: 05 ndm. Sau khi hét han, xtr Iy theo quy
dinh hién hanh.
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2. Thii tuc cho thdi 1am tuyén truyén vién phap luit

1 KY HIEU QUY TRINH QT.PBGDPL.02
2 | NOI DUNG QUY TRINH

2.1 | Piéu kié¢n thyc hi¢n TTHC:

Viéc cho thdi 1am tuyén truyén vién phap luat duoc thyuc hién khi tuyén truyén vién
phap luat thudc mot trong cac truong hop sau day:

- Tu nguyén xin théi 1am tuyén truyén vién phap luat vi 1y do stc khoe, hoan canh
gia dinh hodc vi 1y do chinh dang khéac;

- Thuc hién mot trong cac hanh vi bi cAm theo quy dinh tai Piéu 9 Luit phé) bién,
gido duc phap luat;

- Bi Toa 4n két an va ban an da c6 hiéu luc phap luat;

- Mt nang luc hanh vi dan sy hodc c¢6 kho khan trong nhan thic, lam chu hanh vi
hodc han ché nang lyc hanh vi dan sy theo quy dinh ctia B luét dan sy.

2.2 | Cach thirc thwe hién TTHC:

Nop hd so Truc tiép tai Bo phan Tiép nhan va Tra két qua UBND cip xa.
. A 1A A, Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh sa0
Khong quy dinh.

2.4 | S6 lwong ho so (S6 lugng ho so can ndp): Khong quy dinh.

2.5 | Thoi han gidi quyét: Trong thoi han 03 ngay lam viéc k& tir ngay nhan duoc dé
nghi ctia cong churc tu phap - hd tich, Chu tich Uy ban nhan dan cap x&8 xem Xxet,
quyét dinh cho thoi lam tuyén truyén vién phap luat.

2.6 | Dia diém tiép nhan hd so va tra két qua gidi quyét TTHC:

B0 phan Tiép nhan va Tra két qua cia UBND cip x4
27 - Co quan thyc hién: Cong chue Tu phap. ,
- Co quan co6 tham quyén quyét dinh: Cha tich UBND cap xa.
- Co quan dugc uy quyén: Khong.
- Co quan phoi hop: Khong.
2.8 | Poi twong thwe hién TTHC: C4 nhan.
2.9 | Két qua giai quyét TTHC: Quyét dinh cho théi lam tuyén truyén vién phap luat
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2.10

Quy trinh xir ly cong viéc

TT Trinh ty Trach Thoi | Biéu miu/Két qua
nhiém gian
Khi tuyén truyén vién phap luat .
thudc mot trong cac truong hop cho Mau 05, 06
thoi 1am tuyén truyén vién phap luat | Cong chirc Quyét dinh cho
Bl | theo quy dinh, Cong chirc Tu phap - | Tuphap- | 2,5 ngay |thdi lam  tuyén
HO tich trinh Chu tich UBND cap xa | Ho tich truyén vién phap
xem x¢ét, ra quyet dinh cho thoi lam luét
tuyén truyén vién phap luat
Mau 05
Chu tich UBND cap xa xem xét phé | Chi tich Quyét dinh cho
B2 | duyét Quyet dinh cho thdi lam tuyén | UBND cap | 02ngay |th6i lam tuyén
truyen vién phap luat xa truyén vién phap
luat
Maéu 05, 06
CfSng thﬁS TuAphépA- Ho tic? chuyén Cong chirc \ Qu}’ét dinh cho
B3 | van ban da phé duyét cho Van phong Vin phe 1/2ngay |thoi lam  tuyén
dé phat hanh vin ban ah phong truyén vién phap
luat
* Truong hop ho so qud han xiv Iy, trong thoi gian chdm nhat 01 ngay truoc ngay
hét han xir Iy, cong chire Tw phdp - Ho tich trinh Chu tich UBND cap xa ky ban
hanh phiéu xin 16i va hen lai ngdy trd két qua dé giri cho t6 chire, cd nhan.
3 | BIEUMAU
Ghi chl: Cdc mau 01, 02, 03, 04, 05,06 dp dung theo Théng tw sé6 01/2018/TT-
VPCP ngay 23/11/2018 cua Van phong Chinh phu.
Mu 05 Eﬂ
Mau 05.docx
Phiéu kiém soét qué trinh giai quyét ho so
Mu 06 @j
Mau 06.docx
36 theo ddi hd so
4 |HOSOLUU:

- MAu s6 05, 06 (néu c6) luu tai B phan Tiép nhan va Tra két qua cia UBND cép

Xa;
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- Danh sach ngudi dé nghi cho théi lam tuyén truyén vién phap luat do Cong chirc
Tu phap- Ho tich lap;

- Quyét dinh cta Chu tich UBND cép xi vé viéc cho théi lam tuyén truyén vién
phap luat.

Hb so duogc luu tai UBND cip x4, thoi gian luu: 05 ndm. Sau khi hét han, xtr Iy theo quy
dinh hi¢n hanh.
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V. LINH VUC HOA GIAI O CO SO

1. Thi tuc cong nhan hoa giai vién

KY HIEU QUY TRINH QT.HGCS.01

NOI DUNG QUY TRINH

2.1

Piéu kién thyc hién TTHC:

Nguoi duoc dé nghi cong nhan 1a hoa giai vién phai dat trén 50% dai dién ho gia dinh

trong thén, t6 dan phd dong y.

2.2

Céch thirc thye hién TTHC:

Nop hd so tryc tiép tai B6 phan Tiép nhan va Tra két qua UBND cép xA.

2.3

Thanh phan ho so, bao gom:

Ban
chinh

>

Ban
sao

- Danh séch nguoi dugc dé nghi cong nhan I hoa giai vién (Mau so
06 tai Phu luc ban hanh kém theo Nghi quyeét lién tich so
01/2014/NQLT-CP-UBTUMTTQVN):

- Bién ban kiém phiéu hoac bién ban vé két qua biéu quyét bau hoa
giai vién (MAau s 01 tai Phu luc ban hanh kém theo Nghi quyét lién
tich s6 01/2014/NQLT-CP-UBTUMTTQVN trong trudng hop bau
hoa giai vién bang hinh thic biéu quyét cong khai: Mau sé 02 tai Phu
lyc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN trong trudng hop bau hoa giai vién bang hinh thic
bo phiéu kin; Mau sé 03 tai Phu lyc ban hanh kém theo Nghi quyét
lién tich s& 01/2014/NQLT-CP-UBTUMTTQVN trong trudng hop
bau hoa giai vién bang hinh thirc phat phiéu bau dén ho gia dinh).

2.4

S6 lwong ho so: 01(bd)

2.5

Thoi han giii quyét:

Trong thoi han 05 ngay 1am viée, ké tir ngay nhan du hd so theo quy dinh.

2.6

Pia diém tiép nhéin ho so va tra két qua giai quyét TTHC:
Bo phan Tiép nhan va tra két qua cia UBND cap x4.

2.7

Co quan thye hién: UBND cép xi
Co quan c6 thaim quyén quyét dinh: Chu tich UBND cép x4
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Co quan dwoc iy quyén: Khong.
Co quan phdi hop: Khong.

2.8 | P6i twong thwe hién TTHC: Trudng ban Cong tac Mat tran
2.9 | Két qua giai quyét TTHC: Quyét dinh cong nhan hoa giai vién.
2.10 | Quy trinh xi ly cong viéc
TT Trinh tu Trach nhiém | Thoi gian Biéu miu/Két
qua
Cong chire Mau 01, 02 (néu
. & A 1A . . | Gio hanh co), 06 va Hb so
Bl | Ti€p nhan ho so Tu phap - HO chinh theo muc 2.3
tich
, Mau 05
Xem x¢ét ho so, xdy dung du thao | Cong chire D the}u &
B2 | Quyét dinh cong nhan hoa giai | Tu phap - H6 | 03 ngay d'uh a0 ngie
vién, trinh Chu tich UBND cAp xa tich R cong mhan
hoa giai vién
Mau 05
B4 Phe duyetA Quyét dinh cong nhan Chu t‘fh | 01ngay QuAyét d1}1h cépqg.
hoa gidi vién UBND cap xa nhan hoa giai
vién
: Mau 05, 06
Chuyén van ban da phé duyét cho Cone chite A’taud‘ l; .
BS | Van phong dé dong dau, ban hanh ons 1/2 ngay QuAye - cong
. 1 Vian phong nhan hoa gidi
van ban "
vien
Cong chuc Mau 01
B6 | Tra két qua cho ca nhan Tu phap - H Gio h anh QuAyet d1‘nh cong
. chinh nhan hoa giai
tich o
vien
* Triwong hop hé so qud han xit Iy, trong thoi gian chdm nhat 01 ngay trudc ngay hét
han xu ly, cong chicc Tw phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phiéu xin l6i va hen lai ngay tra ket qua dé gui cho to chure, ca nhan.
3 | BIEU MAU

Ghi chl: Cdc Mau 01, 02, 03, 04, 05, 06 4p dung theo Théng tw sé 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.
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Mau 01

o]
Mau 01.docx
Giay tiép nhan ho so va hen tra két qua

Mau 02

o]
Mau 02.docx
Phiéu yéu cau b6 sung hoan thién ho so

Mau 03

o]
Mau 03.docx
Phiéu tir choéi ti€p nhan giai quyét ho so

Mau 04

o]
Mau 04.docx
Phiéu xin 161 va hen lai ngay tra két qua

Mau 05

=
Mau 05.docx
Phiéu ki€m soat qua trinh giai quyét ho so

Mau 06

]
MAau 06.docx
SO theo do1 ho so

BM.HGCS.01.01

Danh sach nguoi duge dé nghi cong nhén 1a hoa giai vién

@ﬂ

Mau
BM.HGCS.01.01.docx

BM.HGCS.01.02

Bién ban vé két qua biéu quyét bau hoa giai vién tai cuoc

@j

Mau

BM.HGCS.01.03

Bién ban kiém phiéu bau hoa giai vién tai cudc hop dai

@H

Mau
A BM.HGCS.01.03.
dién cac ho gia dinh GCS.01.03.docx
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BM.HGCS.01.04 Bién ban kiém phiéu 13y y kién cac ho gia dinh vé viéc

@H

Mau
béu hba glél Vlén BM.HGCS.01.04.docx

4 |HOSOLUU
- Mau 01, 02, 03, 04 (néu co), 06 lru tai B6 phén Tiép nhan va Tra két qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- Ho so dau vao theo muc 2.3;
- Quyét dinh ctia Chu tich UBND cap xa vé cong nhan hoa gii vién.

Hb so dugc luu tai UBND cép x4, thoi gian luu: 05 ndm. Sau khi hét han, xtr 1y theo quy
dinh hi¢n hanh.
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2. Thii tuc cong nhén to truéng to hoa giai

1 KY HIEU QUY TRINH QT.HGCS.02
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thuc hién TTHC:
Nguoi dugc cong nhén la t6 truong t6 hoa giai phai dat trén 50% s6 hoa giai vién cua
t6 hoa giai dong ¥ va 1a ngudi co sd phiéu bau cao nhat.

2.2 | Cach thirc thyc hién TTHC:
Nop hd so tryc tiép tai Bo phan Tiép nhan va Tra két qua UBND cép x4.

X A A AL Ban | Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
- Vian ban d& nghi cong nhan to truéng to hoa giai, theo mau y
BM.HGCS.02.01;
- Bién ban kiém phiéu hoic bién ban vé két qua biéu quyét vé viéc bau
to truong t6 hoa gidi, theo mau BM.HGCS.02.02; hoac mau X
BM.HGCS.02.03

2.4 | S6 lwgng hd so: 01 (bd)

2.5 | Thoi han giai quyét:
Trong thoi han 05 ngay 1am viéc, ké tir ngay nhan du hd so theo quy dinh.

2.6 | Pia diém tiép nhan ho so va tra két qua giai quyét TTHC:
B6 phan Tiép nhan va tra két qua cia UBND cép x4.

2.7 | Co quan thue hién: UBND cip x3
Co quan c6 thAim quyén quyét dinh: Chu tich UBND cép x4
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.

2.8 | P6i twong thwe hién TTHC: Truong ban Cong tac Mit tran

2.9 | Két qua giai quyét TTHC: Quyét dinh cong nhan t6 truong t6 hoa giai.

2.10 | Quy trinh xi ly cong viéc

TT Trinh tw Trach nhiém Thoi Biéu mau/Két

gian qua
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Cong churc

Mau 01, 02 (néu

U -~ | Giohanh | c0), 06 va Ho so
Bl | Ti€p nhan ho so Tu phgp - HO chinh theo muyc 2.3
tich
Cong chuc Tu phap - Ho tich xem . , Mau 05
Cong churc , X
xét ho so, xdy dung du thao Quyét ) . \ Du thao Quyét
B2 Tuphap - HO | 3,5ngay | .7, . 2
dinh cong nhan t6 truong t6 hoa giai, tich dinh c6ng nhan to
trinh Chu tich UBND cap xa : truong t6 hoa giai
. Mau 05
Cha tich .
Phé duyét du thao Quyét dinh cong S 5 Quyét dinh cong
B4 UBND 01 ngay n LA .o 2
nhan t6 trudng to hoa giai L. nhan to6 trudng to
cap xa N
hoa giai
. . . . Mau 05, 06
Chuyén két qua giai quyét TTHC Cone chite A’taud' h cd
B5 | cho cong chirc Van phong dong dau, ong ¢ 1/4 ngay QuAye i cong
1 - 1 Vian phong nhan to6 trudng to
phat hanh van ban N
hoa giai
Cong chuce Mau 01
B6 | Tra két qua cho ca nhan Tu phap - Ho Gl‘;} ,hi]nh Quyét dinh cong
tich chin nhan to6 trudng to
i hoa giai
* Trieong hop hé so qud han xik Iy, trong thoi gian chdm nhdt 01 ngay trudc ngay hét
han xu ly, cong chicc Tu phap - H¢ tich trinh Chu tich UBND cap xd ky ban hanh
phieu xin 1oi va hen lai ngay tra két qua dé guri cho to chire, cd nhan.
3 | BIEUMAU

Ghi chl: Cdce Mdau 01, 02, 03, 04, 05, 06 ap dung theo Thong tu s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

Mau 01.docx

Mau 02

Phi€u yéu cau b6 sung hoan thién ho so

EH

Mau 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét hd so

@j

Mau 03.docx
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Mau 04 EH

MAu 04.docx
Phiéu xin 101 va hen lai ngay tra két qua

Mau 05 'Ej
Mau 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so

@j

Mau 06 Mau 06.docx

S6 theo doi ho so

BM.HGCS.02.01 Vin ban dé nghi cong nhén to trudng td hoa giai

|ﬁj

Mau
BM.HGCS.02.01.docx

BM.HGCS.02.02 Bién ban vé két qua biéu quyét bau to trudng to hoa giai

@D

Mau
BM.HGCS.02.02.docx

BM.HGCS.02.03 Bién ban kiém phiéu bau to truong té hoa giai

|ﬁj

Mau
BM.HGCS.02.03.docx

4 |HOSOLUU

- Méu 01, 02, 03, 04 (néu c6), 06 luu tai B phan Tiép nhan va Tra ket qua cua
UBND cap xa. Mau 01, 05 luu theo ho so;

- Ho so dau vao theo muc 2.3;

- Quyét dinh cua Chi tich UBND cép x vé cong nhan t6 truong t6 hoa giai.

Ho so duogc luu tai UBND cép x4, thoi gian luu: 05 nam. Sau khi hét han, xt 1y theo quy
dinh hién hanh.
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3. Thi tuc thoi lam hoa gidi vién

1 KY HIEU QUY TRINH QT.HGCS.03
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thwc hién TTHC:
Viéc thoi lam hoa giai vién dugc thyc hién trong cac truong hgp sau day:
- Theo nguyén vong ctia hoa giai vién;
- Hoa giai vién khong con dap ing mot trong cac tiéu chuan quy dinh tai Didu 7 cua
Luat Hoa giai ¢ co so;
- Vi pham nguyén tic to chirc, hoat d(}ng‘ hoa giai (:y co s¢ theo quy dinh tai Diéu 4 cla
Luat Hoa giai ¢ co s¢ hodc khong co dieu kién tiép tuc lam hoa giai vién do bi xur 1y
vi pham phép luat.

2.2 | Cach thirc thuc hién TTHC:
Nop hd so truc tiép tai Bo phan Tiép nhan va Tra két qua cia UBND cap xa.

. A LA A . Ban Ban

2.3 | Thanh phan ho so, bao gom: chinh | sao
Vin ban dé& nghi ra quyét dinh thdi 1am hoa giai vién, theo mau
BM.HGCS.03.01 hodac Bao cao veé viéc théi lam hoa giai vién, theo X
mau BM.HGCS.03.02.

2.4 | S6 lwgng hd so: 01 (bd)

2.5 | Thoi han giai quyét:
Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du ho so theo quy dinh.

2.6 | Dia diém tiép nhan ho so' va tra két qué gidi quyét TTHC: Bo phan Tiép nhan va
Tra két qua cia UBND cap xa.

2.7 | Co quan thue hién: UBND cip xa
Co quan c6 thAm quyén quyét dinh: Chu tich UBND cép x4
Co quan dugc ity quyén: Khong.
Co quan phdi hop: Khong.

2.8 | Péi twong thwe hién TTHC: Trudng ban Cong tic Mit tran

2.9 | Két qua giai quyét TTHC: Quyét dinh thoi lam hoa giai vién.

2.10 | Quy trinh xi ly cong viéc
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TT Trinh tw Trach nhiém | Thoi gian | Biéu mau/Két qua
Cong chtic Maéu 01, 02 (néu
. X A 1A Tu phap - HO Gio hanh cd), 06 va Ho so
Bl | Tiép nhan ho so tich chinh theo muc 2.3
Cong chirc Tu phap - HO tich R . Mau 05
1A . X Cong chuc ) .
gy | Xem x¢ét ho so, du thao Quyét Tu phao - Ho 03 naa Dy thao Quyét dinh
dinh thi lam hoa giai vién, inh | PP " 91 thoi 1am hoa gidi
Chu tich UBND cap xa i vién
: Méu 05
Phé duyét Quyét dinh thdéi 1am Chu tich s X, n
B3 hoa giai vién UBND cap xa 01 ngay ‘Quye‘t dlr.l?. th.cll
lam hoa gidi vién
Chuyén két qua giai quyét Mau 05, 06
B4 TT‘HC f:ho E:()ng ’ChI’l:C Vcim C(j)ng cl‘w:c Y, ngay Quyét dmh th'fzi
phong dong dau, phat hanh van | Van phong lam hoa giai vién
ban
Cong chure Gid hanh Mau 01
B5 | Tra két qua cho ca nhan Tu phap - HO Z:Ghl' nz;]n Quyét dinh thoi
tich lam hoa giai vién
3 | BIEUMAU

Ghi chi: Cédc Mau 01, 02, 03, 04, 05, 06 &p dung theo Théng tw sé 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan hd so va hen tra két qua

@

MAau 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thién ho so

@ﬂ

M3au 02.docx

Mau 03

Phiéu tir chdi tiép nhan giai quyét ho so

@j

M3au 03.docx
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Méu 04 'EH
MAu 04.docx
Phiéu xin 16i va hen lai ngay tra két qua

Mau 05 'Ej
Mau 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so

@j

Mau 06 Mau 06.docx
So6 theo doi ho so

BM.HGCS.03.01 | Vin ban dé nghi ra quyét dinh thoi lam hoa giai vién

@j

Méau
BM.HGCS.03.01.docx

BM.HGCS.03.02 EIJ

Mau
i A A asas 1 il A BM. HGCS. 03.02. docx
Béo cdo vé viéc thoi lam hoa giai vién

4 |HOSOLUU

- Mau 01, 02, 03, 04 (néu co), 06 luu tai B phén Tiép nhan va Tra két qua cua
UBND cép xa. Mau 01, 05 Iuu theo ho so;

- H6 so dau vao theo muc 2.3;

- Quyét dinh cua Chu tich UBND cap x4 vé thoi lam hoa giai vién.

Hb so duoc luu tai UBND cip x4, thoi gian luu: 05 ndm. Sau khi hét han, xtr Iy theo quy
dinh hién hanh.
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Thi tuc thanh todn thu lao cho hoa giai vién

1 KY HIEU QUY TRINH QT.HGCS.04
2 | NOI DUNG QUY TRINH

2.1 | Piéu kién thye hién TTHC:
biéu kién duoc hudng thu lao theo vy, viéc ciia hoa giai vién:
- Vy, viée dugc tién hanh hoa giai va da két thuc trong trudng hop:
+ Cac bén dat duoc thda thuan;
+ Mot bén hodc cac bén yéu cau cham dit hoa giai;
+ Hoa giai vién quyét dinh két thuc hoa giai khi cac bén khong thé dat duoc thoa
thuan va viéc tiép tuc hoa giai cling khong thé dat duoc két qua.
- Hoa giai vién khong vi pham nghia vu sau:
+ Thuyc hién hoa giai khi c6 cin ctr theo quy dinh tai Diéu 16 cta Luat hoa giai o co
sO.
+ Tuan thu cac nguyén tic quy dinh tai Piéu 4 cta Luat hoa giai ¢ co sd.
+ Tir chéi tién hanh hoa giai néu ban than c6 quyéq loi va nghia vu lién quan dén vu,
viéc hoa giai hoac vi ly do khac dan dén khong thé bdo dam khach quan, cong bang
trong hoa giai.
+ Thong bao kip thoi cho t0 trudng t6 hoa giai dé bao cdo Chu tich Uy ban nhan dan
cap xa co bién phap phong ngura trong truong hop thay méu thuan, tranh chap nghiém
trong c6 theé dan dén hanh vi bao luyc gdy anh huong dén strc khog, tinh mang cua cac
bén hoac gay mat trat tu cong cong.
+ Thong bao kip thoi cho to truong t6~h6a giai dé’béo cao co quan co tham quyén XU
ly trong truong hop phat hién méu thuan, tranh chap c6 dau hi¢u vi pham phap luat vé
xtr Iy vi pham hanh chinh hoac phap luat vé hinh su.

2.2 | Cach thirc thuc hién TTHC:
Nop ho so truc tiép tai Bo phan Tiép nhan va Tra két qua cia UBND cap xa hodc giri
qua duong buu dién.

2.3 | Thanh phin ho so, bao gom: Cﬁ?ﬁh ]:::

- Gidy dé nghi thanh toan thi lao ciia hoa giai vién c6 ghi rd ho, tén,
dia chi cua hoa giai vién; tén, dia chi té hoa giai; sb tién dé nghi thanh | x
toan; noi dung thanh toan (c6 danh sach cac vy, viéc trong truong hop
dé nghi thanh toan tha lao cho nhiéu vy, viéc chit ky cua hoa giai
vién; chir ky x&c nhan cua to truong té hoa giai;

- Xuat trinh S6 theo ddi hoat dong hoa giai & co s& dé dbi chiéu khi |  x
can thiet.
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2.4 | S6 lwgng hd so: 01 (bod)
2.5 | Thoi han giai quyét:
- Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan di ho so theo quy dinh.
- T6 hoa giai thyc hién tra thu lao cho hoa giai vién theo quyét dinh ctiia Uy ban nhan
dan cap xa trong thoi han 03 ngay, ké tir ngay nhan dugc thu lao.
2.6 | Dia diém tiép nhéin ho so va tra két qua giai quyét TTHC:
Bo phén Tiép nhan va Tra két qua cia UBND cép xi.
2.7 | Co quan thuc hién: UBND cip xa
Co quan c6 thAm quyén quyét dinh: Chu tich UBND cép x4
Co quan dwoc ity quyén: Khong.
Co quan phdi hop: Khong.
2.8 | Poi twong thwe hién TTHC: T4 trudng to hoa giai.
2.9 | Két qua giai quyét TTHC: Quyét dinh thanh toan thu lao cho hoa giai vién/ hodc
van ban tra 101 trong truong hop quyét dinh khong thanh toan.
2.10 | Quy trinh xir ly cong viéc
TT Trinh tw Trach nhiém | Thoi | Biéu miu/Két qua
gian
. Mau 01, 02 (néu
Cong chuc Gio . Y
o \ L co0),06 vaH
Bl | Tiép nhan ho so Tu phap - H hanh t%qeo muc 20350
tich chinh T
Mau 05
Cong chtre Tu phap - Ho tich xem Dy thio Quyét
xét ho so, xay dung du thao Quyct A , dinh thanh todn thu
) ; . > .. | Cong chtrc : A
dinh thanh toan thu lao cho hoa giai ) R s+, | lao cho hoa giai
B2 | . - - X . 1 Tu phap - H6 | 04 ngay | .. L2,
vién hodc van ban tra 101 trong . vién/ hodc van ban
. X, A tich Y e .
truong hop quyét dinh khong thanh tra 101 trong truong
toan, trinh Chu tich UBND cap xa hop quyét dinh
khong thanh toan
Mau 05
Phé duyét Quyét dinh thanh toan thu Quyét dinh thanh
B3 lao cho hoa gidi vién hodc van ban Chu tich 01 naa toan thu lao cho
trd 101 trong truong hop quyét dinh | UBND cap xa gay hoa giai vién/ hoac
khéng thanh toan van ban tra 101

trong truong hop

201




quyét dinh khong
thanh toan

B4

Chuyén két qua giai quyét TTHC
cho cong chirc Van phong dong dau,
phat hanh van ban

Cong chuc
Van phong

Ya ngay

Mau 05, 06
Quyét dinh thanh
toan thu lao cho
hoa giai vién/ hoac
van ban tra 101
trong truong hop
quyét dinh khéng
thanh toan

BS

Tra két qua cho ca nhan

Cong chuce
TN&TKQ

Gio
hanh
chinh

Mau 01
Quyét dinh thanh
todn thu lao cho
hoa giai vién/ hoac
van ban tra 101
trong truong hop
quyét dinh khong
thanh toan

BIEU MAU

Ghi chl: Cde Mau 01, 02, 03, 04, 05, 06 ap dung theo Thong tw s6 01/2018/TT-VPCP
ngay 23/11/2018 cua Van phong Chinh phu.

Mau 01

Gidy tiép nhan ho so va hen tra két qua

@j

Mau 01.docx

Mau 02

Phiéu yéu cau bo sung hoan thién ho so

@45'

Mau 02.docx

Mau 03

Phiéu tir chéi tiép nhan giai quyét hd so

@H

Mau 03.docx

Mau 04

Phiéu xin 15i va hen lai ngay tra két qua

@j

Mau 04.docx
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Mau 05 'EH
MAu 05.docx
Phiéu ki€ém soat qua trinh giai quyét ho so

(W]
Mau 06 j

Mau 06.docx
So6 theo doi ho so

4 |HOSOLUU

- Mﬁu 0102, 03, 04 (néu co), 06 luu tai B6 phan Tiép nhan va Tra két qua ciia UBND
cap xa. Mau 01, 05 Iuu theo ho so;

- Hd so dau vao theo muc 2.3;

- Quyét dinh thanh toan thu lao cho hoa giai vién hodc van ban tra 10i trong truong
hop quyét dinh khong thanh toan.

Hb so duogc luu tai UBND cip x4, thoi gian luu: 05 ndm. Sau khi hét han, xtr Iy theo quy
dinh hi¢n hanh.
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