S6: 486/QD-UBND
Thoi gian ky: 17/03/2023 14:24:11 +07:00

Phu luc |1
QUY TRINH NOI BQ THU TUC HANH CHINH MOI BAN HANH,
SUA POI, BO SUNG TRONG LINH VU'C HQ TICH THUQC THAM
QUYEN GIAI QUYET CUA NGANH TU PHAP TREN PIA BAN TINH
(Kém theo Quyét dinh sé 486 /OP-UBND ngay 17 thdng 3 nam 2023
ciia Chii tich Uy ban nhdn dén tinh)

|. THAM QUYEN GIAI QUYET CUA SO TU PHAP
1. Thii tuc Xac nhan thong tin hd tich (Md sé TTHC: 2.002516)
a) Truong hop khong xdac minh

Trinh tw | Chirc danh, Néi dung Thoi gian
cong viéc vi tri cong viéc thuc hién
- Can b tiép nhan ho so tai Bo phan
mot cuta tai Trung tam Hanh chinh
cong tinh:
+ Truong hop nop hod so truc tiép:
Tiép nhan ho so, kiém tra tinh chinh
xéc, day du, hop & cia hd so, ndp phi,
1& phi (néu co) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sb hoéa (sao chup,
| chuyén thanh tai liéu dién tir) va ky sb
- |Cong chtre tai|vao tai liéu, hd so gidi quyét thi tyc
Butc ! |BO phin  mot nhchinh. | G
Truong hgp nop [10 S0’ tryc tuyen: chinh
Tiep nhan ho so, kiém tra ho so, nop
phi, 1& phi (néu co) truc tuyén hoic
bang cach khac, giri Phiéu hen, tra két
qua qua thu dién tar hoac tin nhin qua
dién thoai di dong
-Chuyén hd so dé cong chuc lam
cong tac ho tich xur 1y.
-Nhén ho so va tham tra hd so, xu ly
ho so
- Hoan thién hd so.
- Giri lai biéu mau Xac nhan thong tin
ho tich dién tir cho nguoi yéu cau xac
nhan (déi vo1 hinh thac ndp truc 02 ngay
tuyén).
-In Van ban xac nhan thong tin ho
tich.
- Trinh 1anh dao Phong xem xét.
- Kiém tra, xem xét lai ho so.
- Duyét hd so va trinh Lanh dao So.

Budc 2 | Chuyén vién

Buéce 3 | Lanh dao Phong 03 gio
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Ky duyét Van ban xac nhan thong tin

Budc 4 | Lanh dao S& ho tich va chuyén tra hd so lai cho 02 gio
Chuyén vién.
Budc 5 | Chuyén vién E;f lai ho so; chuyén Van thu phat 01 gic
B6 ohin Vin Phat hanh Vén ban xac nhan thong tin
Buoc6 | phe ho tich; Chuyén tra két qua hd so mot | 02 gid
cua
Nhén két qua tr Van Thu, tra két qua
Cong chuc tai | TTHC cho nguoi yéu cau theo quy Gid hanh
Buéc7 |B0 phan mot|dinh: Ban gidy Van ban Xac nhan chinh
cua thong tin ho tich hodc ban dién tir Van
ban xac nhan thong tin hd tich
Tong thoi gian: 03 ngay
b) Trong truong hop cdn xdc minh
Trinh ty Chirc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thuc hién

Budec 1

Cong chuc tai
B6 phan mot
cua

- Céan bd tiép nhan ho so tai B phan
mot cua tai Trung tam Hanh chinh
cong tinh:

+ Truong hop nop hd so truc tiép:
Tiép nhan ho so, kiém tra tinh chinh
xéc, day du, hop 1é cua ho so, nodp phi,
1& phi (néu co) tiép nhan hod so va guri
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sb hoéa (sao chup,
chuyén thanh tai liéu dién tir) va ky so
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan ho so, kiém tra hd so, nop
phi, 18 phi (néu co) truc tuyén hoic
bang cach khéc, giri Phiéu hen, tra két
qua qua thu dién tir hoac tin nhin qua
dién thoai di dong

-Chuyén ho so dé cong chic lam
cong tac ho tich xur 1y.

G106 hanh
chinh

Buoc 2

Chuyén vién

-Nhan ho so va tham tra ho so, xir Iy
hd so

- Tién hanh xac minh ho so.

- Hoan thién ho so.

- Gri lai biéu mau X4c nhan thong tin
ho tich dién tir cho nguoi yéu cAu x4c

09 ngay
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nhan (d6i véi hinh thirc ndp truc
tuyén).

-In Van ban x4c nhan thong tin ho
tich.

- Trinh 1anh dao Phong xem xét.

- Kiém tra, xem x¢ét lai ho so.

Buc 3 | Lanh dgo Phong | _ Duyét hd so va trinh Lanh dao So. 03 gio
Ky duyé¢t Van ban xac nhan thong tin
Budc 4 | Lanh dao S& ho tich va chuyén tra hd so lai cho 02 gio
Chuyén vién.
Bude 5 | Chuyén vién N‘hefm l?i hé) so, chuyén Van thu phat 01 gios
hanh van ban
B6 phan Vin Phét. hanh Van ban xac nhén thong tin .
Budéc 6 thu ' h(? tich; Chuyén tra két qua hd so mot 02 gio
clia
Nhan két qua tr Van Thu, tra két qua
Cong chuc tai | TTHC cho ngudi yéu cdu theo quy Gio hanh
Budc7 |BO phan mot | dinh: Van ban Xac nhan thong tin ho hinh
cua tich hoac ban dién to¢ Van ban xac chin
nhan thong tin ho tich
Tong thoi gian: 10 ngay
2. Thii tuc cap ban sao trich luc hd tich (Ma sé TTHC: 2.000635)
Trinh tw | Chirc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thuc hién

Budc 1

Cong chuc tai
B6 phan mot
cua

- Cén bd tiép nhan ho so tai B phan
mot cua tai Trung tdm Hanh chinh
cong tinh:

+ Truong hop nop hd so truc tiép:
Tiép nhan hd so, kiém tra tinh chinh
xéc, day du, hop 1é caa hd so, ndp phi,
1& phi (néu co) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sb héa (sao chup,
chuyén thanh tai liéu dién tr) va ky sb
vao tai liéu, ho so giai quyét thu tuc
hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan ho so, kiém tra hd so, nop
phi, 1& phi (néu co) truc tuyén hoic
bang cach khac, giri Phiéu hen, tra két
qua qua thu dién tir hoac tin nhin qua
dién thoai di dong

-Chuyén hd so dé cong chuac lam

Gi0 hanh
chinh
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cong tac ho tich xur ly

-Nhan ho so va tham tra ho so, xir Iy
hd so

- Hoan thién ho so.

- In ban sao trich luc ho tich

Bude 2 Chuyén vién -Gui lai biéu mau Trich‘ luc hd tich 03 gio
dién tir cho nguoi yéu céu xac nhén
(do61 voi hinh thire ndp truc tuyén).
- Trinh Lanh dao Phong xem xét
. ~ . - Kiém tra, xem xét lai ho so. .
Buoe 3 | Lanh dgo Phong | _ Duyét hd so va trinh Lanh dao So. 02 gio
, ~ , Ky duyét ban sao trich luc hd tich va .
Bugc 4| Lanh dao S0 chuyén tra ho so lai cho Chuyén vién. Ol gio
Bude 5 | Chuyén vién I;ilan lai ho so, chuyén Van thu dong 01 gics
Buéc 6 B6 phan Van | béng qdéu bér} sao triqh luc ho tich; 01 sis
thu Chuyén tra két qua ho so mot cira &
Nhan két qua tir Van Thu, tra két qua
Cong chuc tai | TTHC cho nguoi yéu cau theo quy Gio hanh
Budc7 | B0 phan mot | dinh: Ban gidy ban sao trich luc ho tich chinh
cua hoac ban dién tir ban sao trich luc ho
tich
Tong thoi gian: 01 ngay
Il. THAM QUYEN GIAI QUYET CUA UBND CAP HUYEN
1. Thi tuc xdc nhan thong tin hd tich (Ma sé TTHC: 2.002516)
a) Truong hop khong xac minh
Trinh ty | Chirc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thuc hién

Buoc 1

Cong chuc tai
B6 phan mot
cua

-Can bo tiép nhan ho so tai Bo phan
mot ctra cap huyén:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1& cta hd so, nop phi, 18
phi (néu c6) tiép nhan ho so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién s héa (sao chup,
chuyén thanh tai liéu dién tir) va ky sd
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nop hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, guri Phiéu hen, tra két

Gi0 hanh
chinh
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qua qua thu dién tr hoac tin nhan qua
dién thoai di dong

- Chuyén hd so dé cong chirc 1am cong
tac hé tich xtr 1y

- Nhén ho so va tham tra ho so, xir ly hé
SO

- Hoan thién ho so.

-Gui lai biéu miu Vian ban xac nhan
thong tin ho tich dién tir cho nguoi yéu

Buge 2 Ch}lyen VIS cAu xéc nhan (d6i v6i hinh thirc ndp 02 ngay
Phong Tu phap X
truc tuyén).
-In Van ban x4c nhan thong tin hd
tich.
- Trinh 1anh dao Phong xem xét.
- Kiém tra, xem xét lai ho so.
Buéce 3 Lanh dao | - Duyét ho so va trinh Lanh dao UBND 03 oidy
Phong Tu phap | cap huyén ky Van ban xac nhan thong &
tin ho tich.
~ Ky duyét Van ban xac nhan thong tin
. Lanh dao |, 7 .. 2 - , X .
Budc 4 UBND huvén ho tich; chuyén Van thu dong dau; 04 gio
Ye chuyén ho so cho Phong Tu phép
Chuvén  vién Nhan lai Vénvbén xég nhan théng tin
Budc 5 | oY M ho tich; Chuyén tra két qua hd so mot | 01 gid
Phong Tu phap cira
Nhén két qua va tré két qua TTHC cho
Cong chirc tai | nguoi yéu cau theo quy dinh: Ban giay Gio hanh
Budc 6 | B0 phan mdt | Van ban X4c nhan thong tin ho tich ,
: O , ~ chinh
cua hoac ban dién t&¢ Van ban xac nhan
thong tin ho tich
Tong thoi gian: 03 ngay
b) Trong triong hop can xdc minh
Trinh tr | Chirc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thwe hi€én

Budc 1

Cong chuc tai
B6 phan mot
cua

-Can bo tiép nhan ho so tai Bo phan
mot cira tai cAp huyén:

+ Truong hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xéc,
day du, hop 18 cua hd so, nop phi, 18
phi (néu co) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién s héa (sao chup,
chuyén thanh tai liéu dién t) va ky so
vao tai liéu, hd so giai quyét tha tuc

Gi0 hanh
chinh




hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khéc, gui Phiéu hen, tra két
qua qua thu dién tr hodc tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chic 1am cong
tac ho tich xur 1y

Buoc 2

Chuyén  vién

- Nhén ho so va tham tra ho so, xur ly hé
SO

- Tién hanh x4c minh ho so;

- Hoan thién ho so;

-Gui lai biéu mau Vian ban xac nhan
thong tin hd tich dién tr cho nguoi yéu

Phong Tu phap | cau xac nhan (d6i v6i hinh thic ndp 09 ngay
truc tuyén).
-In Van ban x4c nhan thong tin hd
tich.
- Trinh 1anh dao Phong xem x¢ét.
- Kiém tra, xem x¢ét lai ho so.
Buéce 3 Lanh dao | - Duyét hd so va trinh Lanh dao UBND 03 gic
Phong Tu phap | cap huyén ky Van ban xac nhan thong
tin ho tich.
~ Ky duyét Van ban xac nhan thong tin
, Lanh dao |, 7 .. 2 - . X .
Budc 4 UBND huyén h¢ tich; chuyén Van thu dong dau; 04 gio
i chuyén ho so cho Phong Tu phép
Chuyén  vién Nhép lai Vén?bén xég nhan théng tin .
Budc 5 . . | hd tich; Chuyén tra két qua ho so mot 01 gio
Phong Tu phap cira
Nhén két qua va tra két qua TTHC cho
Cong chuc tai | nguoi yéu cau theo quy dinh: Ban gidy Gio hanh
Budc 6 | B0 phan mdt | Van ban X4c nhan thong tin ho tich ,
: e giA e oxre 1 . A chinh
cura hodc ban dién tr Van ban xac nhan
thong tin ho tich
Tong thoi gian: 10 ngay
2. Cap ban sao trich luc hd tich (Md s6 TTHC: 2.000635)

Trinh ty | Chirc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thue hién
. . .| -Can bo tiép nhan ho so tai Bo phan

Cong chuc tai| . . ° . 2 A 1
Bo phin mot mot Cl‘l’a tai cap f)uyekn. . Gio ,hanh
N ' " | + Truong hop nép ho so truc tiep: Tiep chinh

Budc 1

cua

nhan hd so, kiém tra tinh chinh xac,
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day du, hop 18 cta hd so, nop phi, 1é
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién s hoa (sao chup,
chuyén thanh tai liéu dién tir) va ky sd
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gtri Phiéu hen, tra két
qua qua thu dién tr hodc tin nhan qua
dién thoai di dong

- Chuyén ho so dé cong chic 1am cong
tac ho tich xir 1y

- Nhén hé so va tham tra ho so, xir 1y ho
SO

- Hoan thién ho so.

- In ban sao trich luc ho tich

Buge 2 | Chuyén — vien| 00 i bidy mau Trich luc ho tich | 03 gio
Phong Tuphap | ,.._ .. e A A A
dién tr cho nguoi yéu céu xac nhan
(doi1 véi hinh thirc ndp truc tuyén).
- Trinh Lanh dao Phong xem xét
Lanh dao |~ Kiém tra, xem xet lai ho so.
Budce 3 . . | - Duyét ho so va trinh Lanh dao UBND 02 gio
Phong Tu phap | A
cap huyén.
~ Ky duyét ban sao trich luc hQ tich;
, Lanh dao 2 - , X Z 1A .\
Budc 4 . chuyén Van thu dong dau; chuyén ho 02 gio
UBND huyén . .
so cho Phong Tu phéap.
Chuvén  vién Nhén lai h6 so, chuyén Van thu phat
Buéc5 | oY ™ | hanh vin ban. Chuyén tra hd so cho B | 01 gidy
Phong Tu phap N AL
phan mdt cura
Nhén két qua tur Van Thu, tra két qua
Cong chic tai | TTHC cho nguoi yéu cau theo quy Gio hanh
Budc 6 | B0 phan mdt | dinh: Ban gidy ban sao trich luc ho tich chinh

cua

hoac ban dién tir ban sao trich luc ho
tich

Tong thoi gian: 01 ngay
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3. Ping ky khai sinh c6 yéu t6 nuée ngoai (Md so TTHC: 2.000528)

Trinh ty
cong viéc

Chirc danh,
vi tri

Noéi dung
cong viéc

Thoi gian
thuc hién

Bude 1

Cong chiuc tai
B6 phan mot
cua

-Can bo tiép nhan ho so tai Bo phan
mot ctra tai cAp huyén:

+ Truong hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cua hd so, nop phi, 1é
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién s héa (sao chup,
chuyén thanh tai liéu dién tir) va ky sé
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 18 phi (néu c6) truc tuyén hoic
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién tr hoac tin nhan qua
dién thoai di dong

- Chuyén ho so dé cong chic 1am cong
tac ho tich xir 1.

Gi0 hanh
chinh

Budc 2

Chuyén  vién
Phong Tu phap

- Nhan ho so va tham tra ho so, xur ly hé
SO

- Hoan thién hd so

- Giri lai biéu miu Gidy khai sinh dién
ttr cho ngudi yéu cau xac nhan (dbi véi
hinh thtrc ndp truc tuyén).

- Ghi thong tin dang ky khai sinh vao
S6 Khai sinh; cép nhét thong tin khai
sinh trén Phan mém; chuyen thong tin
dén CSDLQGVDC dé lay sb dinh danh
ca nhan

- In Giéy khai sinh.

- Trinh Lanh dao Phong

03 gio

Budce 3

Lanh dao
Phong Tu phap

- Kiém tra, xem x¢ét lai ho so.
- Duyé€t ho so va trinh Lanh dao UBND
cap huyén ky Gidy khai sinh

02 gid

Buoc 4

Lanh dao
UBND huyén

-Ky Giay khai sinh;
- Chuyén Van Thu dong dau; Chuyén
ho so cho Phong Tu phap

02 gid

Budc 5

Chuyén  vién
Phong Tu phap

Nhan lai ho so, chuyén trd hé so cho
Bd phan mdt cua

01 giov
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Budc 6

Cong chuc tai
B6 phan mot
cua

Tra két qua TTHC cho nguoi yéu cau
theo quy dinh (ngudi yéu cau kiém tra
thong tin) va ky tén vao S6 khai sinh,
nhan Gidy khai sinh.

Gi0 hanh
chinh

Tong thoi gian: 01 ngay

4. Thi tuc ding ky két hon c6 yéu té nwée ngoai (Mi sé TTHC: 2.000806)

Trinh ty
cong viéc

Chirc danh,
vi tri

Noi dung
cong viéc

Thoi gian
thuc hién

Bude 1

Cong chuc tai
B6 phan mot
cura

-Can bo tiép nhan ho so tai Bo phan
mét cira tai cap huyén:

+ Truong hop ndp hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day dua, hop 1& cta ho so, nop phi, 18
phi (néu c6) tiép nhan ho so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thyc hién s héa (sao chup,
chuyén thanh tai lidu dién t) va ky so
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan ho so, kiém tra ho so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gtri Phiéu hen, tra két
qua qua thu dién tr hoic tin nhan qua
dién thoai di dong

- Chuyén ho so dé cong chuc 1am cong
tac ho tich xu 1.

Gio hanh
chinh

Budc 2

Chuyén  vién
Phong Tu phap

- Nhén hé so va tham tra ho so, xir Iy ho
SO
- Hoan thién ho 50;
-Gui lai biéu mau Gidy ching nhén
két hon dién tr cho ngudi yéu cau xac
nhan (d01 voi hinh thic ndp truc
tuyén).
- Ghi thong tin dang ky két hon vao S6
dang ky két hon;  cap nhat thong tin két
hén trén Phan mém;

- In Giéy chimg nhéan két hén
- Trinh Lanh dao Phong

09 ngay

Budc 3

Lanh dao
Phong Tu phap

- Kiém tra, xem xet lai ho so
- Duyét ho so va trinh Lanh dao UBND
cap huyén ky Gidy chung nhan két hon

02 ngay
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- Ky Glay chung nhan két hon;

Budc 4 Lanh dao | - Chuyen Vian Thu déng dau; Chuyen 02 ngy
UBND huyén | hd so cho Phong Tu phap dé chuyén tra
két qua.
Bude 5 Chuyén vién | Nhan ho so, Chuyén tra hd so cho B 01 ngdy
Phong Tu phap | phan mot cura
Nhan két qua, tra két qua TTHC cho
Cong chuc tai | nguoi dan (nguoi yéu cqéu kiém tra Gis hanh
Budéc 6 | BO phan mot | thong tin) va ky tén vao S6 dang ky ket chinh

cua

hén, Gidy chting nhan két hon, nhan
Giay chung nhan két hon

Tong thoi gian: 14 ngay

(thii tuc rit ngdn tai Quyét dinh s6 3043/0D-UBND ngay 09/11/2021)

5. Pang ky Kkhai tir c6 yéu t6 nwéc ngoai (Md sé TTHC: 1.001766)
a) Trong truong hop khong xdac minh

Trinh ty
cOng viéc

Chirc danh,
vi tri

Noi dung
cOng viéc

Thoi gian
thuc hién

Buoc 1

Cong chuc tai
B6 phan mot
cua

-Can bo tiép nhan ho so tai B phan
mét ctra cap huyén:

+ Trudng hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day dua, hop 1é caa ho so, nop phi (néu
c6) tiép nhan hé so va giri ngay Phiéu
hen, tra két qua cho ca nhan. Thyc hién
s6 hoa (sao chup, chuyén thanh tai liéu
dién tu) va ky s vao tai liéu, ho so gial
quyét thu tuc hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan ho so, kiém tra ho so, nop
phi, 1& phi truc tuyén hoic bang cach
khac guri Phiéu hen, tra két qua qua thu
dién tir hodc tin nhan qua dién thoai di
dong

- Chuyén ho so dé cong chuc 1am cong
tac ho tich xur 1y.

Gi0 hanh
chinh

Buoc 2

Chuyén  vién
Phong Tu phap

Nhan ho so va tham tra ho so, xir Iy ho
SO

- Hoan thién ho so;

-Gui lai bieu mau Trich lyc khai tir
dién tr
cho ngudi yéu cau xac nhan (ddi voi
hinh thitc ndp truc tuyén)

03 giov
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- Ghi vao S6 dang ky khai tr, cdp nhap
thong tin 1én Phan mém.

- In Trich luc khai tir
- Trinh Lanh dao Phong
- Kiém tra, xem xét lai ho so, du thao
Bude 3 Lanh dao | Trich luc khai tur. 02 oid
Phong Tu phap | - Duyét ho so va trinh Lanh dao UBND &
cap huyén ky Trich luc khai tir
~ Ky duyét va chuyén Trich luc khai tr
. Lanh dao | | - - , £ \ .\
Budce 4 . lai cho Van thu dong dau; Phong Tu 02 gio
UBND huyén Y X a1 A .
phép dé chuyén tra két qua.
Budce 5 Ch}lyen vién Nhﬂan hc: 50, Chuyén tra két qua cho Bo 01 gits
Phong Tu phap | phan mot ctra
- Nhan }(ét qua; ‘
Cong chuc tai | - Tra két qua TTHC cho nguoi yéu cau 1
, A A A s A A . ~ . \ G106 hanh
Bugc 6 | B6 phan mot | (Nguoi yéu cau kiém tra thong tin) va chinh
cua ky tén vao SO diang ky khai tir, nhan
Trich luc khai tir
Tong thoi gian: 01 ngay
b) Trong truong hop can xdc minh
Trinh ty | Chirc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thuc hién

Budec 1

Cong chuc tai
B6 phan mot
cua

-Can bd tiép nhan ho so tai B phan
mot ctra cap huyén:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1& cua ho so, ndp phi (néu
c6) tiép nhan hd so va guri ngay Phiéu
hen, tra két qua cho c4 nhan. Thuc hién
sb hoa (sao chup, chuyén thanh tai liéu
dién tu) va ky so vao tai liéu, hd so giai
quyét thu tuc hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan hé so, kiém tra hd so, nop
phi, 1& phi truc tuyén hoic bang cach
khac giri Phiéu hen, tra két qua qua thu
dién tar hoic tin nhan qua dién thoai di
dong

- Chuyén hé so dé cong chirc 1am cong
tac ho tich xir 1y.

Gi0 hanh
chinh

Budc 2

Chuyén  vién
Phong Tu phap

Nhan ho so va tham tra ho so, xur 1y ho
SO

19 gio
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- Hoan thién ho so;

- Tién hanh x4c minh;

-Guri lai biéu mau Trich lyc khai ti
dién tr
cho ngudi yéu cau xac nhan (dbi voi
hinh thtrc ndp truc tuyén)

- Ghi vao S6 dang ky khai ttr, cap nhap
thong tin 1én Phan mém.

- In Trich luc khai tir
- Trinh Lanh dao Phong
- Kiém tra, xem xét lai ho so, du thao
Buéce 3 Lanh dao | Trich luc }(hai tur. 02 sis
Phong Tu phap | - Duyét hd so va trinh Lanh dao UBND &
cap huyén ky Trich luc khai tir
~ -Ky duyét va chuyén Trich luc khai tir
, Lanh dao |, . . . X \ .\
Budc 4 n lai cho Van thu dong dau; Phong Tu 02 gio
UBND huyén Y X oa 1A ,
phap dé chuyén tra két qua.
Bude 5 Ch}lyen vién Nhﬂan h(: 50, Chuyén tra két qua cho Bo 01 gics
Phong Tu phap | phan mot ctra
-Nhan }(ét qua; ‘
Cong chtc tai | -Tra két qua TTHC cho nguoi yéu cau 1
. o A A oA A 1:A A : . G106 hanh
Bugc 6 | BO phan mot | (Nguoi yéu cau kiém tra thong tin) va chinh
cua ky tén vao SO dang ky khai tir, nhan
Trich luc khai tir
Tong thoi gian: 03 ngay
6. Ding ky nhan cha, me, con ¢ yéu t6 mréc ngoai (Ma sé TTHC: 2.000779)
Trinh tw | Chire danh, Noi dung cong viéc Thoi gian
cong viéc vi tri thuc hién

Buoc 1

Cong chuc tai
B6 phan mot
cua

-Cén bo tiép nhan ho so tai Bo phan
mot cira cap huyén:

+ Truong hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cua hd so, nop phi, 18
phi (néu c6) tiép nhan ho so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thyc hién sd héa (sao chup,
chuyén thanh tai liéu dién tu) va ky so
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Trudng hop nop ho so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gt Phiéu hen, tra két

Gi0 hanh
chinh
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qua qua thu dién tir hodc tin nhan qua
dién thoai di dong

- Chuyén hé so dé cong chirc lam cong
tac ho tich xir 1.

Budc 2

Chuyén  vién
Phong Tu phap

- Nhan ho so va tham tra ho so, xt Iy hod
SO

- Niém yét viéc nhan cha, me, con tai tru
s& UBND cap huyén;

-Pong thoi giri van ban dé nghi UBND
cap x3 noi thuong tra cua ngudi dugc
nhan la cha, me, con niém yét;

- Hoan thién ho so;

-Giri lai biéu mau Trich luyc dang ky
nhan cha, me,con dién tircho nguodi yéu
cau xac nhan(ddi véi hinh thirc ndp
tryc tuyén)

-Ghi vao S6 dang ky nhan cha, me,
con cap nhap thong tin 1én Phan mém.
-In Trich luc dang ky nhan cha, me,
con

- Trinh Lanh dao Phong

08 ngay

Budc 3

Lanh dao
Phong Tu phap

- Kiém tra, xem xét lai ho so, du thao
Trich lyc dang ky nhan cha, me, con.

- Duyét hd so va trinh Lanh dao UBND
cap huyén ky Trich luc dang ky nhan
cha, me, con

01 ngay

Buoc 4

Lanh dao
UBND huyén

-Ky duyét va chuyén Trich luc ding ky
nhan cha, me, con cho Van thu dong
dau va chuyén lai cho Phong Tu phap
dé tra két qua.

01 ngay

Budce 5

Chuyén  vién
Phong Tu phap

Nhén ho so. Chuyén tra ho so cho Bo
phan moét ctra

01 ngay

Budc 6

Cong chuc tai
B6 phan mot
Cua

- Nhén két qua.

- Tra két qua TTHC cho ngudi yéu cau
(nguoi co yéu cau kiém tra thong tin va
ky tén vao SH dang ky nhan cha, me,
con; nhan Trich luc dang ky nhan cha,
me, con)

Gi0 hanh
chinh

Tong thoi gian: 11 ngay

(thii tuc rit ngdn tai Quyét dinh so 3043/0D-UBND ngay 09/11/2021)




7. Piing ky khai sinh két hop ding ky nhin cha, me, con ¢6 yéu t6 nuéc ngoai (M

sé TTHC: 1.001695)

14

Trinh ty
cOng viéc

Chirc danh,
vi tri

Noi dung
cOng viéc

Thoi gian
thue hién

Budc 1

Cong chuc tai
B6 phan mot
cua

-Cén bo tiép nhan hd so tai Bo phan
mét ctra cap huyén:

Tiép nhan hd so, kiém tra tinh chinh
xéc, dy du, hop ¢ cua hd so, ndp phi,
I¢ phi (neu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sd héa (sao chup,
chuyén thanh tai liéu dién tor) va ky sé
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

- Chuyén ho so dé cong chuc 1am cong
tac ho tich xu 1y.

G106 hanh
chinh

Buoc 2

Chuyén  vién
Phong Tu phap

- Nhén ho so va tham tra ho so, xur Iy ho
SO

- Niém yét viéc nhan cha, me, con tai tru
s& UBND cép huyén;

-Pong thoi giri vin ban dé nghi UBND
cap xd noi thuong tra cua ngudi dugc
nhan la cha, me, con niém yét;

- Hoan thién hd so;

-Ghi vao SO ding ky nhan cha, me,
con; Ghi vao S¢ dang ky khai sinh; cap
nhap thong tin dang ky khai sinh, dang
ky nhan cha, me, con 1én Phan meém;
chuyén dén CSDLQGVDC lay sé dinh
danh ca nhan.

-In Gidy khai sinh; In Trich lyc ding
ky nhan cha, me, con

- Trinh Lanh dao Phong

10 ngay

Budce 3

Lanh dao
Phong Tu phap

- Kiém tra, xem xét lai hd so, du thao
Gidy khai sinh, Trich luc dang ky nhan
cha, me, con.

- Duyét hd so va trinh Lanh dao UBND
cap huyén ky Gidy khai sinh, Trich luc
dang ky nhén cha, me, con

02 ngay

Budc 4

Lanh dao
UBND huyén

-Ky Gidy khai sinh va Trich luc dang ky
nhan cha, me, con; chuyén Van thu
dong dau; chuyén Phong Tu phap dé
chuyén tra két qua.

01 ngay

Budc 5

Chuyén  vién

Nhan hé so, Chuyén tra ho so cho Bd

01 ngay
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Phong Tu phap

phén mot ctra

Budc 6

Cong chuc tai
B6 phan mot
cua

- Nhén két qua.

- Tra két qua TTHC cho ngudi yéu cau
(Ngudi co yéu cau kiém tra thong tin) va
ky tén vao Sb dang ky nhan cha, me,
con va SO Khai sinh ; nhan Trich luc
dang ky nhan cha, me, con, Giéy Khai
sinh

Gi0 hanh
chinh

Tong thoi gian: 14 ngay

(thai tuc rit ngan tai Quyét dinh s 2213 /OD-UBND ngay 20/10/2022)

8. Ping ky giam hd c¢6 yéu to nwéc ngoai (Mi so TTHC: 1.001669)
a) Truong hop déi véi gidm hé dwong nhién

Trinh ty
cOng viéc

Chirc danh,
vi tri

Noi dung
cOng viéc

Thoti gian
thuc hién

Buoc 1

Cong chuc tai
B6 phan mot
cua

-Cén bo tiép nhan ho so tai Bo phan
mot ctra cap huyén:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cua hd so, nop phi, 1é
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sé héa (sao chup,
chuyén thanh tai liéu dién tor) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gt Phiéu hen, tra két
qua qua thu dién tir hoic tin nhin qua
dién thoai di dong

- Chuyén hé so dé cong chirc 1am cong
tac ho tich xur 1y.

G106 hanh
chinh

Budc 2

Chuyén  vién
Phong Tu phap

- Nhan ho so va tham tra ho so, xt ly hod
SO

- Tién hanh x4c minh hd so(néu co);

- Hoan thién ho so;

-Gri lai biéu mau Trich lyc dang ky
giam ho dién tir cho ngudi yéu cau xdc
nhan(ddi v6i hinh thirc ndp truc tuyén)
-Ghi vao SO ding ky giam ho, cip
nhap thong tin 1én Phan mém.

19 gio
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- In Trich luc dang ky giam ho
- Trinh Lanh dao Phong

- Kiém tra, xem xét lai hd so, du thao
Trich luc dang ky giam ho.

Buoc 3 Il;ﬁgl; Tu hc;ao - Duyét hé so va trinh Lanh dao UBND 02 gio
g tu phap cap huyén ky Trich luc dang ky gidm
ho
Ky duyét va chuyén Trich luc dang ky
Buge 4 | Lanh dao | giam ho cho Van thu dong dau va| it
UBND huyén | chuyén lai cho Phong Tu phdp dé tra
két qua.
Budce 5 Chuyén  vién | Nhan hé so. Chuyén tra ho so cho B 01 gits
Phong Tu phap | phan mot ctra
- Nhan két qua.
Cong chuc tai |- Tra két qua TTHC cho ngudi yéu cau & hanh
Budc 6 |Bo phan mdt | (nguodi cd yéu cau kiém tra thong tin va Gio an
\ O VT QA e ., S . chinh
cua ky tén vao SO diang ky gidm ho; nhan
Trich luc dang ky gidm hd)
Tong thoi gian: 24 gio (03 ngay)
b) Truwong hop doi véi gidm hé civ
Trinh ty | Chirc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thuc hién

Buoc 1

Cong chuc tai
B6 phan mot
cua

-Can bo tiép nhan ho so tai B phan
mot ctra cap huyén:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cua hd so, nop phi, 18
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sd héa (sao chup,
chuyén thanh tai liéu dién tor) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan hé so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, guri Phiéu hen, tra két
qua qua thu dién tir hoic tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chirc lam cong
tac ho tich xir 1.

Gi0 hanh
chinh

Buoc 2

- Nhan ho6 so va tham tra ho so, xtr Iy ho
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Chuyén  vién
Phong Tu phap

SO

- Tién hanh x4ac minh hd so(néu cb);

- Hoan thién h so;

-Gri lai biéu mau Trich luc ding ky
giam ho dién tir cho ngudi yéu cau xac
nhan(déi voi hinh thirc ndp truc tuyén)
-Ghi vao S6 ding ky giam ho, cap
nhap thong tin 1én Phan mém.

- In Trich luc dang ky giam ho

- Trinh Lanh dao Phong

2,5 ngay

Budc 3

Lanh dao
Phong Tu phép

- Kiém tra, xem xét lai hd so, du thao
Trich luc dang ky gidm ho.

- Duyét hd so va trinh Lanh dao UBND
cap huyén ky Trich lyc dang ky giam
ho

01 ngay

Budc 4

Lanh dao
UBND huyén

Ky duyét va chuyén Trich luc dang ky
giam ho cho Vian thu déng dau va
chuyén lai cho Phong Tu phéap dé tra
két qua.

01 ngay

Budece 5

Chuyén  vién
Phong Tu phap

Nhén ho so. Chuyén tra ho so cho Bo
phan mot ctra

0,5 ngay

Budc 6

Cong chuc tai
B6 phan mot
cua

- Nhén két qua.

- Tra két qua TTHC cho ngudi yéu cau
(ngudi co yéu cau kiém tra thong tin) va
ky tén vao S6 ding ky giam ho; nhan
Trich lyc dang ky giam ho

Gi0 hanh
chinh

Tong thoi gian: 05 ngay

9. Ping ky cham dirt giam hd 6 yéu t6 nwée ngoai (Ma sé TTHC: 2.000756)

Trinh ty
cong viéc

Chirc danh,
vi tri

Noi dung
cong viéc

Thoi gian
thuc hién

Buoc 1

Cong chuc tai
B6 phan mot
cua

-Can bo tiép nhan ho so tai Bo phan
mot cira cap huyén:

+ Truong hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xéc,
day du, hop 18 cta ho so, nop phi, 18
phi (néu c6) tiép nhan ho so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thyc hién sd héa (sao chup,
chuyén thanh tai liéu dién tir) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Trudng hop nép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop

Gi0 hanh
chinh
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phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién tt hodc tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chuc 1am cong
tac ho tich xu 1y.

- Nhan ho so va tham tra ho so, xtr 1y ho
SO

- Tién hanh xac minh ho so(néu co);

- Hoan thién ho so;

-Giri lai biéu mau Trich luyc dang ky
chdm dut giam ho dién to cho ngudi

Buoc 2 glilgger}u ;gen yéu cau xac nhan(ddi v6i hinh thic nop
& LU phap truc tuyén) 01 ngay
-Ghi vao S6 dang ky cham dit giam
ho, cap nhap thong tin 1én Phan mém.
-In Trich lyc dang ky cham dut giam
ho
- Trinh Lanh dao Phong
- Kiém tra, xem xét lai hd so, du thao
Lanh dao | Trich luc dang ky cham dut giam ho. '
Budce 3 Phong Tur phéi) - Duyé€t ho so va trinh Lanh dao UBND 04 gio
cap huyén ky Trich luc dang ky cham
dat gidm hd
Ky duyét va chuyén Trich luc dang ky
Budc 4 Lanh dao cl}ém dut giam ho cho Van thu dong 03 gics
UBND huyén dau; chuyén lai cho Phong Tu phap dé
tra két qua.
Budce 5 Chuyén  vién | Nhan hd so. Chuyén tra ho so cho B 01 gios
Phong Tu phap | phan mot ctra
- Nhén két qua.
n , .| - Tra két qua TTHC cho nguoi yéu cau
Cong chuc tai N of A A 13 N \ 1
Buéc 6 | Bo phin mot (n’ gudi c6 yéu cau klen} tra Ehong, tin .)’Va Gio ,hanh
i ‘ " | ky tén vao SO ding ky cham dut gidm chinh

cua

ho; nhan Trich luc dang ky cham dut
giam ho

Tong thoi gian: 02 ngay




10. Thay doi, cai chinh, bo sung hd tich, xac dinh lai dan toc (Ma sé TTHC:

2.000748)

19

a) Truwong hop bé sung thong tin hé tich

Trinh tw | Chirc danh, Noi dung Thoi gian
cOng viéc vi tri cOng viéc thue hién

Budc 1

Cong chiuc tai
B6 phan mot
cua

-Can bo tiép nhan ho so tai Bo phan
mét ctra cap huyén:

+ Truong hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cta hd so, nop phi, 18
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sd héa (sao chup,
chuyén thanh tai liéu dién tir) va ky sé
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién tir hoic tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chuc 1am cong
tac ho tich xu 1y.

Gi0 hanh
chinh

Budc 2

Chuyén  vién
Phong Tu phap

- Nhén ho so va tham tra ho so, xur Iy ho
SO

- Tién hanh xac minh hd so(néu co);

- Hoan thién ho so;

-Gri lai biéu miu Trich lyc B sung
thong tin ho tich dién tr cho nguoi yéu
cau xac nhan(ddi voi hinh thic ndp
tryc tuyén)

-Ghi vao So ding ky thay doi, cai
chinh, bod sung thong tin ho tich, xac
dinh lai dan tdc, cap nhdp thong tin 1é€n
Phan mém.

-In Trich luc B sung thong tin ho tich

- Trinh Lanh dao Phong

03 gid

Budc 3

Lanh dao
Phong Tu phap

- Kiém tra, xem xét lai ho so, du thao
Trich luc Bo sung thong tin ho tich .

- Duyét hd so va trinh Lanh dao UBND
cap huyén ky Trich luc B6 sung thong
tin ho tich

02 giov
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Lanh dao

-Ky duyét va chuyén Trich luc B6 sung
thong tin ho tich cho Van thu déng

Buge 4 UBND huyén | dau; phuyén lai cho Phong Tu phap dé 02 g6
tra két qua.
. Chuyén  vién | Nhan ho so. Chuyén tra ho so cho Bo N
Buoe 5 Phong Tu phap | phan mot cura 01 gio
- Nhan két qua.
- Tra két qua TTHC cho nguoi yéu cau
Cong chic tai | (Nguoi c6 yéu cau kiém tra thong tin) va s
. o A A G106 hanh
Bu6éc 6 |BO phan mét | ky tén vao SO dang ky thay doi, cai chinh

cua

chinh, b sung thong tin ho ticl}, Xac
dinh lai dan tdc; nhan Trich luc B6 sung
thong tin ho tich

Tong thoi gian: 08 gio (01 ngay)

b) Trwong hop thay déi, cdi chinh, xdc dinh lai din tjc (trong truong hop khéng xdc

minh)
Trinh tw | Chwe danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thue hién

Budc 1

Cong chuc tai
B6 phan mot
cua

-Can bo tiép nhan ho so tai B phan
mét ctra cap huyén:

+ Trudng hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1& cua hd so, ndp phi, 1é
phi (néu c6) tiép nhan ho so va gui
ngay Phicu hen, tra két qua cho ca
nhan. Thyc hién sd héa (sao chup,
chuyén thanh tai liéu dién tu) va ky so
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan ho so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoac
bang cach khac, gt Phiéu hen, tra két
qua qua thu dién tt hodc tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chuc lam cong
tac ho tich xur 1y.

G106 hanh
chinh

Buoc 2

Chuyén  vién
Phong Tu phap

- Nhan ho so va tham tra ho so, xt ly ho
SO

- Tién hanh x4ac minh hd so(néu cd);

- Hoan thién ho so;

-Guri lai biéu miu Trich luc thay

18 gio
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doi/cai chinh/xac dinh lai dan toc dién
tr cho ngudi yéu cau xac nhan(ddi véi
hinh thtrc ndp truc tuyén)

-Ghi vao SO ding ky thay doi, cai
chinh, bd sung thong tin hd tich, xac
dinh lai dan tdc, cap nhap thong tin 1é€n
Phan mém.

-In Trich luc thay d6i/cai chinh/xéac
dinh lai dan toc

- Trinh Lanh dao Phong

- Kiém tra, xem xét lai hd so, du thao
Trich luc thay doéi/cai chinh/xdc dinh

Buéce 3 Lanh dao | lai dan t(f)g 03 gid
Phong Tu phap | - Duyét ho so va trinh Lanh dao UBND
cap huyén ky Trich luc thay ddi/cai
chinh/xac dinh lai dan toc
Ky duyét va chuyén Trich luc thay
Budc 4 Lanh dao | dbi/cai chinh/xac Qinh lai dfm t(f).c cho 02 gic
UBND huyén | Van thu dong dau; chuyén lai cho
Phong Tu phap dé tra két qua.
Buée 5 Chuyén  vién | Nhan ho so. Chuyén tra ho so cho BO 01 gios
Phong Tu phap | phan mot cura
- Nhén két qua.
- Tra két qua TTHC cho ngudi yéu cau
Cong chuc tai | (nguoi c6 yéu cau kiém tra thong tin) va o
. A A A oAy PP , 2. . G160 hanh
Buoc 6 | B0 phan mdt | ky tén vao SO0 dang ky thay doi, cai chinh

cua

chinh, bd sung thong tin ho tich, xac
dinh lai dan tdc; nhan Trich luc thay
doi/cai chinh/xac dinh lai dan tdc

Tong thoi gian: 24 gio (03 ngay)

¢) Trwong hop thay déi, cdi chinh, xdc dinh lai dén téc (trong truong hop can xdc

minh)
Trinh ty | Chirc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thue hién

Budec 1

Cong chuc tai
B6 phan mot
cua

-Can bd tiép nhan ho so tai B phan
mét ctra cap huyén:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xéc,
day du, hop 18 cta ho so, nop phi, 18
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién s6 hoa (sao chup,
chuyén thanh tai liéu dién tor) va ky sb

Gi0 hanh
chinh
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vao tai liéu, ho so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién tt hodc tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chuc 1am cong
téc hé tich xi 1.

Budc 2

Chuyén  vién
Phong Tu phap

- Nhén ho so va tham tra hé so, xtr Iy hod
SO
- Tién hanh xac minh hé so;
- Hoan thién ho so;
-Guri lai biéu mAu Trich lyc thay
ddi/cai chinh/xac dinh lai dan toc dién
tr cho ngudi yéu cau xac nhan(ddi véi
hinh thtrc ndp truc tuyén)
-Ghi vao Sb6 ding ky thay ddi, cai
chinh, b6 sung thong tin ho tich, xac
dinh lai dén toc, cap nhap thong tin Ién
Phan mém.

-In Trich luc thay d6i/cai chinh/xéac
dinh lai dan toc
- Trinh Lanh dao Phong

38 gio

Budc 3

Lanh dao
Phong Tu phap

- Kiém tra, xem xét lai ho so, du thao
Trich luc thay ddi/cai chinh/xac dinh
lai dan toc

- Duyét hd so va trinh Lanh dao UBND
cap huyén ky Trich lyc thay ddi/cai
chinh/xac dinh lai dan toc

04 gio

Buoc 4

Lanh dao
UBND huyén

Ky duyét va chuyén Trich luc thay
ddi/cai chinh/xac dinh lai dan toc cho
Vian thu dong dau; chuyén lai cho
Phong Tu phap dé tra két qua.

04 gid

Budec 5

Chuyén  vién
Phong Tu phap

Nhén ho so. Chuyén tra ho so cho Bo
phan mot ctra

02 gid

Budc 6

Cong chuc tai
B6 phan mot
cua

- Nhén két qua.

- Tra két qua TTHC cho nguoi yéu cau
(nguoi ¢6 yéu cau kiém tra thong tin) va
ky tén vao SO dang ky thay d6i, cai
chinh, bd sung thong tin ho tich, xac
dinh lai dan tdc; nhan Trich luc thay

Gio hanh
chinh
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doi/cai chinh/xac dinh lai dan toc

Tong thoi gian: 48 gio (06 ngay)

11. Ghi vao s6 hd tich viéc két hon ciia cong din Viét Nam da dwgrc giai quyét tai
co quan c0 tham quyeén cua nwdc ngoai (Mda so TTHC: 2.002189)

Trinh ty
cOng viéc

Chirc danh,
vi tri

Noi dung
cOng viéc

Thoi gian
thue hién

Bude 1

Cong chuc tai
B6 phan mot
cura

-Can bo tiép nhan ho so tai B phan
mét ctra cap huyén:

+ Trudng hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cta hd so, nop phi, 18
phi (néu c6) tiép nhan ho so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thyc hién sd héa (sao chup,
chuyén thanh tai liéu dién ttr) va ky sb
vao tai liéu, ho so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan ho so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoac
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién ti hodc tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chire 1am cong
tac ho tich xur 1y.

G106 hanh
chinh

Buoc 2

Chuyén  vién
Phong Tu phap

- Nhén ho so va tham tra ho so, xur Iy ho
SO

- Tién hanh xac minh hd so(néu co);

- Hoan thién hd so;

- Giri lai biéu mau Trich luc ghi cha két
hén dién tir cho nguodi yéu cau xac
nhan(d6i voi hinh thirc ndp truc tuyén)
- Ghi vao S6 dang ky két hon, cap nhap
thong tin 1én Phan mém.

- In Trich lyc ghi cha két hon

- Trinh Lanh dao Phong

06 ngay

Budc 3

Lanh dao
Phong Tu phap

- Kiém tra, xem xét lai ho so, du thao
Trich luc ghi cha két hon

- Duyét hd so va trinh Lanh dao UBND
cap huyén ky Trich luc ghi chu két hon

0.5 ngay

Budc 4

Lanh dao
UBND huyén

Ky duyét va chuyén Trich luc ghi chu
két hon cho Van thu dong dau; chuyén

01 ngay
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lai cho Phong Tu phap dé tra két qua.

Chuyén  vién

Nhén ho so. Chuyén tra ho so cho Bo

Buoe 5 Phong Tu phap | phan mot cua 0.5 ngdy
Coéng chuc tai| Nh,ém;k o a" 8. oA A s
Buéc6 |Bo phan m ot | Tra ke?t‘ qua TTHC cho nguol yéu cau G106 hanh
i ' "~ | theo nhiéu hinh thire: truc tiép; qua buu chinh

cua

chinh hoac truc tuyén.

Tong thoi gian: 08 ngay

(thii tuc it ngdn tai Quyét dinh sé 3043/0D-UBND ngay 09/11/2021)

12. Thu tuc ghi vao So h tich viée ly hon, hiy viéc két hon ciia cong din Viét Nam
di dwoc giai quyét tai co quan cé thim quyén ciia nwée ngodi (Ma sé TTHC:

2.000554)
Trinh tw | Chwe danh, Noi dung Thoti gian
cong viéc vi tri cong viéc thuc hién

Buoc 1

Cong chuc tai
B6 phan mot
cua

-Cén bo tiép nhan ho so tai Bo phan
mot ctra cap huyén:

+ Trudng hop nop hd so tryc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cta hd so, nop phi, 1é
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sé héa (sao chup,
chuyén thanh tai liéu dién ttr) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan ho so, kiém tra ho so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gtri Phiéu hen, tra két
qua qua thu dién tir hoic tin nhian qua
dién thoai di dong

- Chuyén hd so dé cong chirc 1am cong
tac ho tich xur 1y.

G106 hanh
chinh

Budc 2

Chuyén  vién
Phong Tu phap

- Nhan ho so va tham tra ho so, xt ly hod
SO

- Tién hanh x4c minh hd so(néu co);

- Hoan thién ho so;

- Gri lai biéu mAu Trich luc ghi cha két
hén dién tir cho ngudi yéu cau xéc
nhan(ddi vé6i hinh thirc ndp truc tuyén)
- Ghi vao S6 dang ky két hon, cap nhap
thong tin 1én Phan mém.

06 ngay
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- In Trich lyc ghi cha két hon
- Trinh Lanh dao Phong
- Kiém tra, xem xét lai ho so, du thao
Bude 3 Lanh dao | Trich luc ghi cht két hon 0.5 ngay
Phong Tu phap | - Duyét ho so va trinh Lanh dao UBND '
cap huyén ky Trich luc ghi chu két hon
~ Ky duyét va chuyén Trich luc ghi cha
, Lanh dao |, Z . < , H X \
Budc 4 UBND huyén két hon cho Van thu dong dau; chuyén 01 ngay
i lai cho Phong Tu phap dé tra két qua.
Budce 5 Chuyén  vién | Nhan hé so. Chuyén tra ho so cho B 0.5 ngay
Phong Tu phdp | phdn mot ctra '
Cong chirc tai| Nhffm }( ot qau a. oA A s
Buéc6 |BO phan m at | Tra ke.t‘ qua TTHC cho nguol yéu cau G106 hanh
N ' "" | theo nhiéu hinh thuc: tryc ti€p; qua buu chinh
cua chinh hodc tryc tuyén.
Tong thoi gian: 08 ngay
(thil tuc it ngdn tai Quyét dinh sé 3043/0D-UBND ngay 09/11/2021)

13. Ghi vao s6 hd tich viéc h tich khac ciia cong dan Viét Nam da dwoc giai quyét
tai co quan c6 tham quyén cia nwéce ngoai (khai sinh; giam h¢; nhan cha, me, con;
xac dinh cha, me, con; nudi con nuéi; khai tir; thay doi ho tich) (Ma so TTHC:

2.000547)

a) Trong truong hop khong xac minh

Trinh tu
cong viéc

Chirc danh,
vi tri

Noi dung
cong viéc

Thoi gian
thuc hién

Buoc 1

Cong chuc tai
B6 phan mot
cua

-Can bd tiép nhan ho so tai B phan
mot ctra cap huyén:

+ Trudng hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cua hd so, nop phi, 18
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién s6 hoa (sao chup,
chuyén thanh tai liéu dién tor) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan hé so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gti Phiéu hen, tra két
qua qua thu dién tir hoic tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chirc lam cong

Gi0 hanh
chinh
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tac ho tich xur 1y.

Budc 2

Chuyén  vién
Phong Tu phap

- Nhén ho so va tham tra ho so, xur 1y ho
N

- Hoan thién ho so;

- Guri lai biéu mau Trich luc ghi vao S6
ho tich viéc khai sinh/trich luc ghi vao
56 h¢ tich cac viée ho tich khac dién tir
cho ngudi yéu cau xac nhan(ddi voi
hinh thtrc ndp truc tuyén)

-Ghi vao S6 ho tich cac viée ho tich
khac, cip nhap thong tin 1én Phan
mém.

-In Trich luc ghi vao S6 ho tich viéc
khai sinh/trich luc ghi vao sd ho tich
cac viéc ho tich khac

- Trinh Lanh dao Phong

03 giov

Budc 3

Lanh dao
Phong Tu phap

- Kiém tra, xem xét lai ho so, du thao
Trich luc ghi vao S6 hd tich viée khai
sinh/trich luc ghi vao s6 ho tich cac
viéc ho tich khac

- Duyét ho so va trinh Lanh dao UBND
cap huyén ky Trich luc ghi vao SO ho
tich viéc khai sinh/trich luc ghi vao )
ho tich cac viéc ho tich khac

02 gid

Buoc 4

Lanh dao
UBND huyén

Ky duyét va chuyén Trich luc Trich luc
ghi vao SO ho tich viéc khai sinh/trich
luc ghi vao s6 ho tich cac viéc ho tich
khac cho Van thu déng dau; chuyén lai
cho Phong Tu phép dé tra két qua.

02 gid

Budce 5

Chuyén  vién
Phong Tu phap

Nhéan ho so. Chuyén tra ho so cho Bo
phan mot ctra

01 gio

Budc 6

Cong chuc tai
B6 phan mot
cua

- Nhén két qua.

- Tra két qua TTHC cho ngudi yéu cau
theo nhiéu hinh thuc: truc tiép; qua buu
chinh hodc tryc tuyén.

G106 hanh
chinh

Tong thoi gian: 01 ngay

b) Trong truwong hop can xdc minh

Trinh tw | Churc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thwe hi€én

Budc 1

Cong chuc tai
B6 phan mot
cua

-Can bd tiép nhan ho so tai B phan
mét ctra cap huyén:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xéc,

Gi0 hanh
chinh
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day du, hop 18 cta ho so, nop phi, 18
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién s6 hoéa (sao chup,
chuyén thanh tai liéu dién tor) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién ti hodc tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chire 1am cong
tac ho tich xu 1y.

Budc 2

Chuyén  vién
Phong Tu phap

- Nhén ho so va tham tra ho so, xur 1y ho
SO

- Tién hanh xac minh ho so;

- Hoan thién ho so;

- Gtri lai biéu mau Trich luc ghi vao S
ho tich viéc khai sinh/trich luc ghi vao
s6 ho tich cac viéc ho tich khac dién tur
cho ngudi yéu cau xac nhan(ddi voi
hinh thtrc ndp truc tuyén)

-Ghi vao S6 ho tich cac viéc hd tich
khac, cdp nhap thong tin lén Phan
mém.

-In Trich luc ghi vao S6 ho tich viéc
khai sinh/trich luc ghi vao s6 ho tich
cac viéc ho tich khac

- Trinh Lanh dao Phong

19 gio

Budce 3

Lanh dao
Phong Tu phap

- Kiém tra, xem xét lai hd so, du thao
Trich luc ghi vao S6 ho tich viéc khai
sinh/trich luc ghi vao s6 ho tich cac
viéc ho tich khac

- Duyét hd so va trinh Lanh dao UBND
cap huyén ky Trich luyc ghi vao S6 ho
tich viéc khai sinh/trich luc ghi vao sb
ho tich cac viéc ho tich khac

02 gid

Budc 4

Lanh dao
UBND huyén

Ky duyét va chuyén Trich luc Trich luc
ghi vao Sb ho tich viéc khai sinh/trich
luc ghi vao s6 ho tich cac viée ho tich
khac cho Van thu déng dau; chuyén lai

02 gid
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cho Phong Tu phép dé tra két qua.

Budce 5 Chuyén  vién | Nhan ho so. Chuyén tra ho so cho B 01 givs
Phong Tu phap | phan mot cua
Coéng chuc tai| Nh,ém;k o a" 8. oA A s
Buéc6 |Bo phan m ot | Tra ke?t‘ qua TTHC cho nguol yéu cau G106 hanh
N ' "" | theo nhiéu hinh thuc: tryc ti€p; qua buu chinh

cua

chinh hoac truc tuyén.

Tong thoi gian: 03 ngay

14. Piang ky lai khai sinh ¢6é yéu té nuéc ngoai (Ma sé TTHC: 2.000522)
a) Truong hop khong xdac minh

Trinh ty
cOng viéc

Chirc danh,
vi tri

Noi dung
cOng viéc

Thoi gian
thuc hién

Buoc 1

Cong chuc tai
B6 phan mot
cua

-Cén bo tiép nhan ho so tai Bo phan
mot ctra cap huyén:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cta hd so, nop phi, 1é
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sé héa (sao chup,
chuyén thanh tai liéu dién tor) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién tir hoic tin nhin qua
dién thoai di dong

- Chuyén hé so dé cong chirc 1am cong
tac ho tich xur 1y.

Gi0 hanh
chinh

Buoc 2

Chuyén  vién
Phong Tu phap

- Nhén ho so va tham tra ho so, xir Iy ho
SO

- Hoan thién ho so;

- Giri lai biéu mau Giay khai sinh dién
tr cho ngudi yéu cau (ddi voi hinh
thirc ndp truc tuyén)

-Ghi vao SO ding ky khai sinh, cap
nhap thong tin 1én Phan mém.

- In Gidy khai sinh

- Trinh Lanh dao Phong

2,5 ngay

Budc 3

Lanh dao

- Kiém tra, xem xét lai ho so, du thao

01 ngay
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Phong Tu phép | Giay khai sinh
- Duyét hd so va trinh Lanh dao UBND
cap huyén ky Gidy khai sinh
~ Ky duyét va chuyén Gidy khai sinh cho
. Lanh dao | 2 , z 2 . \
Budc 4 UBND huyén Véan thu dong dau; chuyén lai cho 01 ngay
i Phong Tu phap dé tra két qua.
Bude 5 Chuyén  vién | Nhan ho so. Chuyén tra ho so cho B 0,5 ngdy
Phong Tu phdp | phdn mot ctra ’
- Nhén két qua.
Cong chuc tai | - Tra két qua TTHC cho ngudi yéu cau 1
. A A A Si oA A 1.R NN G106 hanh
Budc 6 | BO phan mét | (nguoi o yéu cau kiém tra thong tin) va hinh
cura ky tén vao Sé ding ky khai sinh; nhan i
Gidy khai sinh
Tong thoi gian: 05 ngay
b) Truwong hop can xdc minh
Trinh tw | Chwe danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thuc hién

Budc 1

Cong chuc tai
B6 phan mot
cua

-Can bo tiép nhan ho so tai B phan
mét ctra cap huyén:

+ Trudng hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1& cua hd so, ndp phi, 1é
phi (néu c6) tiép nhan ho so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thyc hién s héa (sao chup,
chuyén thanh tai liéu dién ttr) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan ho so, kiém tra ho so, nop
phi, 1& phi (néu c6) truc tuyén hoac
bang cach khac, gti Phiéu hen, tra két
qua qua thu dién tt hodc tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chuc 1am cong
tac hé tich xir 1y.

G106 hanh
chinh

Budc 2

Chuyén  vién
Phong Tu phap

- Nhan ho so va tham tra ho so, xt ly ho
SO

- Tién hanh x4c minh ho so;

- Hoan thién ho so;

- Giri lai biéu mau Giay khai sinh dién
tir cho nguoi yéu cau(ddi véi hinh thirc

23.5 ngay
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ndp truc tuyén)

-Ghi vao SO ding ky khai sinh, cap
nhap thong tin 1én Phan mém.

- In Gidy khai sinh

- Trinh Lanh dao Phong
- Kiém tra, xem xét lai ho so, du thao
Budc 3 Lanh dao | Gidy khai sinh 05 ned
Phong Tu phap | - Duyét ho so va trinh Lanh dao UBND > Neay
cap huyén ky Giay khai sinh
~ Ky duyét va chuyén Giay khai sinh cho
. Lanh dao |, ,2 , £ 2 . \
Budc 4 UBND huven Van thu dong dau; chuyén lai cho 0.5 ngay
Y| Phong Tu phap dé tra két qua.
Budce 5 Chuyén  vién | Nhan ho so. Chuyén tra ho so cho B0 0.5 nea
Phong Tu phap | phan mot ctra > ey
- Nhan ket qua. ‘
Cong chuc tai | - Tra két qua TTHC cho nguoi yéu cau 1
, A A A s A A - 2 A . \ G106 hanh
Budc 6 | BO phan mot | (nguoi cod yéu cau kiém tra thong tin) va chinh

cua

ky tén vao SO diang ky khai sinh; nhan
Giay khai sinh

Tong thoi gian: 25 ngay

15. Pang ky khai sinh co yéu t6 nwéc ngoai cho ngudi di co hd so, gidy to ca nhéin
(Md so TTHC: 1.000893)

a) Truwong hop khong can xdc minh

Trinh tu
cong viéc

Chirc danh,
vi tri

Noi dung
cong viéc

Thoi gian
thuc hién

Budec 1

Cong chuc tai
B6 phan mot
cua

-Can bd tiép nhan ho so tai B phan
mét ctra cap huyén:

+ Trudng hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cua hd so, nop phi, 18
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién s6 hoa (sao chup,
chuyén thanh tai liéu dién tr) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan ho so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gt Phiéu hen, tra két
qua qua thu dién tir hoic tin nhin qua
dién thoai di dong

Gi0 hanh
chinh
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- Chuyén ho so dé cong chuc lam cong
tac ho tich xu 1y.

- Nhan ho so va tham tra ho so, Xt Iy hod
SO

- Hoan thién ho so;

- Giri lai biéu mau Giay khai sinh dién

. Chuyén  vién |t cho nguoi yéu cau (461 voi hinh \
Buge 2 Phong Tu phap | thirc ndp truc tuyén) 3.5 ngdy
-Ghi vao SO ding ky khai sinh, cép
nhap thong tin Ién Phan mém.
- In Gidy khai sinh
- Trinh Lanh dao Phong
- Kiém tra, xem xét lai ho so, du thao
Buge 3 | LAnh dao | Gidy khai sinh 0.5 ngdy
Phong Tu phap | - Duyét ho so va trinh Lanh dao UBND '
cap huyén ky Gidy khai sinh
N Ky duyét va chuyén Gidy khai sinh cho
. Lanh dao | {2 , X 2 . .
Budc 4 UBND huyén Van thu dong dau; chuyén lai cho 0.5 ngay
' Phong Tu phap dé tra két qua.
Budce 5 Chuyén  vién | Nhan ho so. Chuyén tra ho so cho Bo 0.5 ngay
Phong Tu phap | phan mot ctra '
- Nhén két qua.
Cong chuc tai |- Tra két qua TTHC cho nguoi yéu cau S
. A A A G160 hanh
Budc 6 | B phan mot | (nguoi co yéu cau kiém tra théng tin) va hinh
cua ky tén vao SO dang ky khai sinh; nhan chin
Gidy khai sinh
Tong thoi gian: 05 ngay
* Truwong hop cdn phdi c6 vin ban xdc minh
Trinh tw | Chire danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thuc hién

Budc 1

Cong chuc tai
B6 phan mot
cua

-Can bd tiép nhan ho so tai B phan
mét ctra cap huyén:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cua hd so, nop phi, 18
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién s6 hoa (sao chup,
chuyén thanh tai liéu dién tor) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop

Gi0 hanh
chinh
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phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién tt hodc tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chuc 1am cong
tac ho tich xu 1y.

- Nhén ho so va tham tra ho so, xur Iy ho
SO

- Tién hanh x4c minh hd so;

- Hoan thién ho so;

- Giri lai biéu mau Giay khai sinh dién

Buoc 2 gﬁgger}u }Y;en tr cho nguoi yéu cau (d6i voi hinh
& WP e ndp truc tuyén) 23,5 ngay
-Ghi vao SO ding ky khai sinh, cap
nhép thong tin Ién Phan mém.
- In Gidy khai sinh
- Trinh Lanh dao Phong
- Kiém tra, xem xét lai hd so, du thao
Buge 3 | Lanh dao | Gidy khai sinh 0.5 ngdy
Phong Tu phap | - Duyét ho so va trinh Lanh dao UBND ’
cap huyén ky Gidy khai sinh
N Ky duyét va chuyén Gidy khai sinh
, Lanh dao N . X 2 1. \
Budc 4 UBND huyén Cho Van thu dong dau; chuyén lai cho 0,5 ngay
i Phong Tu phap dé tra két qua.
Budce 5 Chuyén  vién | Nhan ho so. Chuyén tra ho so cho Bo 0.5 ngay
Phong Tu phap | phan mot ctra ’
- Nhén két qua.
Cong chuc tai | - Tra két qua TTHC cho ngudi yéu cau 1
. o A A \: oA A 1R RN G106 hanh
Buéc 6 | BO phan mot | (nguoi ¢6 yéu cau kiém tra thong tin) va chinh

cua

ky tén vao So dang ky khai sinh; nhan
Giay khai sinh

Tong thoi gian: 25 ngay

16. Ping ky lai khai tir c6 yéu td nwée ngoai (Ma sé6 TTHC: 2.000497)

a) Truwong hop khong can xdc minh

Trinh tu
cong viéc

Chirc danh,
vi tri

Noi dung
cong viéc

Thoi gian
thwe hi€én

Budc 1

Cong chuc tai
B6 phan mot
cua

- Can bo tiép nhan ho so tai Bo phan
mét ctra cap huyén:

+ Truong hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cua hd so, nop phi, 1é
phi (néu c6) tiép nhan ho so va gui
ngay Phiéu hen, tra két qua cho ca

G106 hanh
chinh
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nhan. Thyc hién s6 hoa (sao chup,
chuyén thanh tai lidu dién twr) va ky so
vao tai liéu, ho so giai quyét tha tuc
hanh chinh. ‘ ,

+ Truong hop nép ho so truc tuyen:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoic
bang cach khac, gti Phiéu hen, tra két
qua qua thu dién tt hodc tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chuc lam cong
tac ho tich xu 1y.

- Nhén ho so va tham tra ho so, xur Iy ho
SO

- Hoan thién ho so;

-Guri lai biéu mdu Trich luc khai tir
dién tir cho nguoi yéu cau(ddi voi hinh

Buge 2 gﬁlggg}ru p}\:;;n thirc ndp tryc tuyén) 03 ngay
- Ghi vao S6 dang ky khai tir, cap nhap
thong tin 1én Phan mém.
- In Trich luc khai tir
- Trinh Lanh dao Phong
Lanh dao | Kiém tra, xem xet lai hé so.
Budce 3 Phong Tur phéb - Duy¢t ho so va trinh Lanh dao UBND 01 ngay
cap huyén ky Trich luc khai tir
N Ky duyét va chuyén Trich lyc khai tir
. Lanh dao M . X 2 1. \
Budce 4 UBND huyén cho Van thu dong dau; chuyén lai cho 0.5 ngay
i Phong Tu phap dé tra két qua..
Budce 5 Chuyén  vién | Nhan ho so, Chuyén tra ho so cho BO 0.5 ngay
Phong Tu phap | phan mot ctra '
- Nhén két qua.
Cong chirc tai | - Tra két qua TTHC cho ngudi yéu cau s
. A A A “e oA A 1.2 N \ G106 hanh
Budc 6 | B phan mot | (nguoi co yéu cau ki€ém tra thong tin ) va hinh
cira ky tén vao S& ding ky khai tir; nhan chin
Trich luc khai tir
Tong thoi gian: 05 ngay
b) Truwong hop cin xdc minh
Trinh tw | Churc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thwe hi€én

Bude 1

Cong chuc tai
B6 phan mot
cua

- Cén b tiep nhan ho so tai Bo phan
mot cura cap huyén: , ,
+ Truong hop nop ho so truc tiep: Tiep
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nhan ho so, kiém tra tinh chinh xac,
day du, hop 18 cta hd so, nop phi, 1é
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sé hoa (sao chup,
chuyén thanh tai liéu dién tor) va ky sb
vao tai liu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoac
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién tt hodc tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chire 1am cong
tac ho tich xu 1y.

Gi0 hanh
chinh

Buoc 2

Chuyén  vién
Phong Tu phap

- Nhén ho so va tham tra ho so, xur Iy ho
SO

- Tién hanh x4c minh;

- Hoan thién hé so;

-Guri lai biéu mau Trich luc khai tir
dién tir cho nguoi yéu cau(ddi voi hinh
thire ndp truc tuyén)

- Ghi vao S6 dang ky khai tir, cAp nhap
thong tin 1én Phan mém.

- In Trich luc khai tir

- Trinh Lanh dao Phong

08 ngay

Budc 3

Lanh dao
Phong Tu phap

- Kiém tra, xem xét lai ho so.
- Duyé€t ho so va trinh Lanh dao UBND
cap huyén ky Trich luc khai tir

0.5 ngay

Budc 4

Lanh dao
UBND huyén

Ky duyét va chuyén, Trich luc khai tu
cho Van thu dong dau; chuyén lai cho
Phong Tu phap dé tra két qua..

01 ngay

Budc 5

Chuyén  vién
Phong Tu phap

Nhén hé so, Chuyén tra ho so cho Bo
phan moét ctra

0.5 ngay

Budc 6

Cong chuc tai
B6 phan mot
cua

- Nhén két qua.

- Tra két qua TTHC cho ngudi yéu cau
(nguoi co yéu cau kiém tra thong tin ) va
ky tén vao SO diang ky khai tir; nhan
Trich luc khai tir

Gi0 hanh
chinh

Tong thoi gian: 10 ngay




17. Ping ky lai két hon c6 yéu td nwée ngoai (Ma sé6 TTHC: 2.000513)
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a) Truwong hop khong xdac minh

Trinh ty
cOng viéc

Chirc danh,
vi tri

Noi dung
cOng viéc

Thoi gian
thue hién

Budec 1

Cong chuc tai
B6 phan mot
cura

-Can bo tiép nhan ho so tai B phan
mét ctra cap huyén:

+ Trudng hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 18 cta hd so, nop phi, 1é
phi (néu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thyc hién s hoa (sao chup,
chuyén thanh tai liéu dién ttr) va ky sb
vao tai liéu, ho so giai quyét thu tuc
hanh chinh.

+ Truong hop nép hd so truc tuyén:
Tiép nhan ho so, kiém tra hd so, nop
phi, 1& phi (néu c6) truc tuyén hoac
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién ti hoic tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chire 1am cong
tac ho tich xu 1y.

G106 hanh
chinh

Budc 2

Chuyén  vién
Phong Tu phap

- Nhén ho so va tham tra ho so, xur 1y ho
SO

- Hoan thién hd so;

-Guri lai biéu miu Gidy chimg nhan
két hon dién tr cho ngudi yéu cau (dbi
v6i hinh thtrc ndp truc tuyén)

- Ghi vao S6 dang ky két hon, cap nhap
thong tin 1én Phan mém.

- In Gidy chimg nhén két hon

- Trinh Lanh dao Phong

03 ngay

Budc 3

Lanh dao
Phong Tu phap

- Kiém tra, xem xét lai hd so, du thao
Gidy chtng nhan két hon

- Duyét hd so va trinh Lanh dao UBND
cap huyén ky Gidy khai sinh

0,5 ngay

Budc 4

Lanh dao
UBND huyén

Ky duyét va chuyén Giay ching nhén
két honcho Van thu dong dau; chuyén
lai cho Phong Tu phap dé tra két qua.

01 ngay

Budc 5

Chuyén  vién
Phong Tu phap

Nhén ho so. Chuyén tra ho so cho Bo
phan mdt cira

0,5 ngay

Budc 6

Cong chirc tai

- Nhén két qua.

Gi10 hanh




36

Bo phan mot | - Tra két qua TTHC cho nguoi yéu cau chinh
clra (nguoi c6 yéu cau kiém tra thong tin) va
ky tén vao S6 dang ky két hon; nhan
Giay chung nhan két hon
Tong thoi gian: 05 ngay
b) Truwong hop cin xdc minh
Trinh tw | Chire danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thwe hi€én

Cong chuc tai

-Can bo tiép nhan ho so tai B phan
mét ctra cap huyén:

+ Trudng hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1& cua hd so, ndp phi, 1é
phi (néu c6) tiép nhan ho so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thyc hién sd hoa (sao chup,
chuyén thanh tai liéu dién tu) va ky so
vao tai lieu, ho so giai quyét tha tuc

cap huyén ky Gidy ching nhan két hon

Bude 1 |BO phan mot | o\ chinh.
ctra ) . s
+ Truong hop nop ho so truc tuyén: | Gio hanh
Tiép nhan hd so, kiém tra hd so, nop chinh
phi, 1& phi (néu c6) truc tuyén hoac
bang cach khac, gui Phiéu hen, tra két
qua qua thu dién ti hodc tin nhin qua
dién thoai di dong
- Chuyén hd so dé cong chire 1am cong
tac ho tich xur ly.
- Nhén ho so va tham tra ho so, xur Iy ho
SO
- Tién hanh x4c minh h6 so;
- Hoan thién hd so;
. .| -Gui lai biéu mau Gidy ching nhan
. Chuyén  vién |, z ;A n ., PR %
Budéc 2 Phone Tu oha két hon dién tir cho ngudi yéu cau (doi 29 ned
& TUPHAP | Ui hinh thire nop truc tuyén) gay
- Ghi vao S6 ding ky két hon, cap nhap
thong tin 1én Phan mém.
- In Gidy chimg nhan két hon
- Trinh Lanh dao Phong
- Kiém tra, xem xét lai ho so, du thao
Bude 3 Lanh dao | Giay ching nhén két hon 01 ngay
Phong Tu phap | - Duyét ho so va trinh Lanh dao UBND




37

Ky duyét va chuyén Giay ching nhén

Budce 4 {JJESIIED hu égao két honcho Vian thu dong dau; chuyén 01 ngay
ye lai cho Phong Tu phap dé tra két qua.
Bude 5 Chuyén  vién | Nhan ho so. Chuyén tra ho so cho B 01 ngay
Phong Tu phap | phan mot cura
- Nhén két qua.
Cong chiic tai | - Tra két qua TTHC cho ngudi yéu cau s
r A A A \: s A A . X ~ . \ Gi0 hanh
Budc 6 | BO phan mét | (nguoi o yéu cau kiém tra thong tin) va hinh
cira ky tén vao Sé ding ky két hon; nhan i
Gidy chtng nhan két hon
Tong thoi gian: 25 ngay
111. THAM QUYEN GIAI QUYET CUA UBND CAP XA
1. Thii tuc déing ky khai sinh (Md s6 TTHC: 1.001193)
Trinh tw | Chirc danh, Noi dung Thoi gian
cong viéc Vi tri cong viéc thwc hién
- Can bo tiép nhan ho so tai Bo phan
mét ctra Cap xa:
+ Trudng hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1€ cua hd so, ndp phi (neu
c6) tiép nhan hd so va gui ngay Phiéu
hen, tra két qua cho ca nhan. Thuc hién
s6 hoa (sao chup, chuyén thanh tai liéu
dién ttr) va ky sb vao tai liéu, ho so giai _
Cong chic tai quyét thu tuc hanh chinh. , Gio ,hénh
Buoc1l |Bo phan mot|* Trudng hep ngp ho so truc tuyen: chinh
clra Tiep nhan ho so, kiém tra ho so, nop
phi, 1& phi truc tuyén hoic bang cach
khac giri Phiéu hen, tra két qua qua thu
dién tir hoic tin nhan qua dién thoai di
dong
- Chuyén hd so dé cong chirc 1am cong
tac ho tich xu ly.
Nhan ho so va tham tra ho so, xur 1y ho
SO
n . . | - Hoan thién ho so;
Cong chac Bo S I NP .. =
. . | -Gui lai biéu mau Giay khai sinh dién .\
Buéc 2 | phan  chuyén i 04 gio
mon

cho ngudi yéu cau xac nhan (ddi véi
hinh thtrc ndp truc tuyén)

-Ghi vao S6 diang ky khai sinh, cap
nhép
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thong tin 1én Phan mém, ghqyén,théng
tin dén CSDLQGVDC dé lay so6 dinh
danh.

- In Gidy khai sinh
- Trinh Lanh dao , 7
, Lanh dao | Kiém tra, ky Giay khai sinh; chuyén .
Bude 3 UBND xa B6 phan chuillén m%n ’ 02 gio
Cong chiac Bo | Nhan két qua trinh ky tir lanh dao.
Busc4 |phan  chuyén | Chuyén két qua cho Bo phan mot cira. 02 gio
mon
-Nhan két qua;
Cong chuc tai | -Tra két qua TTHC cho ngudi yéu cau o
. o « A e A A2 NP X Gi¢ hanh
Budc5 | Bo phan mot | (Nguoi yéu cau kiém tra thong tin) va hinh
cua ky tén vao SO dang ky khai sinh, nhan chin
Giay khai sinh
Tong thoi gian: 01 ngay
2. Thii tuc déing ky két hon (Md s6 TTHC: 1.000894)
a) trong truong hop khéng xac minh
Trinh tw | Chic danh, Noi dung Thai gian
cong viéc Vi tri cong viéc thuc hién
- Can bo tiép nhan ho so tai Bo phan
mot ctra Cap xa:
+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop Ié cua hd so, nop phi (néu
c6) tiép nhan ho so va gai ngay Phiéu
hen, tra két qua cho ca nhan. Thuc hién
_ sb hoa (sao chup, chuyén thanh tai liéu
Cong chuc tal | dign tir) va ky sd vao tai liéu, hd so giai
Budc1l |BO phan mot | quyét thu tuc hanh chinh. Gio hanh
cua + Truong hop nop hd so truc tuyén: chinh
Tiép nhan hé so, kiém tra hd so, nop
phi, 1& phi tryc tuyén hoac bang cach
khac gui Phiéu hen, tra két qua qua thu
dién tir hoac tin nhan qua dién thoai di
dong
- Chuyén ho so dé cong chirc 1am cong
tac ho tich xur 1y.
Nhan ho so va tham tra ho so, xu Iy hod
Cong chuc Bo | so ‘ 04 giv
Buéc 2 | phan  chuyén | - Hoan thién ho so;
mon - Giri lai biéu miu Gidy chung nhén két

hon dién tor cho ngudi y€u cau xac
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nhan (d6i véi hinh thirc ndp truc tuyén)
- Ghi vao S6 dang ky két hon, cap nhap
thong tin 1én Phan mém.

- In Gidy chimg nhan két hon

- Trinh Lanh dao

- G lai biéu mau Giay chimg nhan két
hon dién tor cho ngudi y€u cau xac

Busc 3 Lanh dao Kiérq tra, ky Gidy ching nhan két hon; 02 gio
UBND xa chuyén B¢ phan chuyén mon
Cong chiac Bo | Nhan két qua trinh ky tir lanh dao.
Busc4 |phan  chuyén | Chuyén két qua cho Bo phan mot cira. 02 gio
mon
- Nhén két qua;
Cong chic tai | - Tra két qua TTHC cho ngudi yéu cau s
. A A A e A A2 A X Gi¢ hanh
Buoc5 |Bo phan mot | (Nguoi yéu cau kiém tra thong tin) va hinh
cira ky tén vao S diang ky két hon, nhan chin
Gidy chang nhan két hon
Tong thoi gian: 01 ngay
b) Trong trwong hop can xdc minh
Trinh tw | Chic danh, Noi dung cong viéc Thei gian
cong viéc Vi tri thuc hién
- Can bo tiép nhan ho so tai Bo phan
mot ctra Cap xa:
+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop Ié cua hd so, nop phi (néu
c6) tiép nhan ho so va gai ngay Phiéu
hen, tra két qua cho ca nhan. Thuc hién
s6 hoa (sao chup, chuyén thanh tai liéu
dién tar) va ky so vao tai liéu, hd so giai _
Cong chirc tai | Quyet thi tuc hanh chinh. , Gio hanh
Buoc1 |Bo phan mot|* Truong hop nop ho so truc tuyén: chinh
cia Tiep nhan ho so, kiém tra ho so, nop
phi, 1& phi tryc tuyén hoac bang cach
khac gui Phiéu hen, tra két qua qua thu
dién tir hoac tin nhan qua dién thoai di
dong
- Chuyén ho so dé cong chirc 1am cong
tac ho tich xir 1y.
Nhan ho so va tham tra ho so, xu Iy hod
Cong chuac Bo | so
Buéc 2 |phan  chuyén | - Tién hanh x4c minh hd so; 04 ngay
mon - Hoan thién ho so;
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nhan (d6i véi hinh thirc ndp truc tuyén)
- Ghi vao S6 dang ky két hon, cap nhap
thong tin 1én Phan mém.

- In Gidy chimg nhan két hon

- Trinh Lanh dao

Busc 3 Lanh dao Kiérq tra, ky Gidy ching nhan két hon; 0.5 ngiy
UBND xa chuyén B¢ phan chuyén mon ’
Cong chiac Bo | Nhan két qua trinh ky tir lanh dao.
Busc4 |phan  chuyén | Chuyén két qua cho Bo phan mot cira. 0,5 ngay
mon
- Nhan két qua;
Cong chic tai | - Tra két qua TTHC cho ngudi yéu cau s
. o o A A AL DeR A . X Gi0 hanh
Budc5 | Bo phan mot | (Nguoi yéu cau kiém tra thong tin) va hinh
cira ky tén vao S diang ky két hon, nhan chin
Gidy chang nhan két hon
Tong thoi gian: 05 ngay
3. Thii tuc ding ky nhan cha, me, con (Ma sé TTHC: 1.001022)
a) Trong truong hop khong xac minh
Trinh tw | Chic danh, Noi dung Thai gian
cong viéc Vi tri cong viéc thuc hién
- Can bo tiép nhan ho so tai Bo phan
mot ctra Cap xa:
+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop Ié cua hd so, nop phi (néu
c6) tiép nhan ho so va gai ngay Phiéu
hen, tra két qua cho ca nhan. Thuc hién
sb hoa (sao chup, chuyén thanh tai liéu
dién tar) va ky so vao tai liéu, hd so giai _
Céong chirc tai | QuYet thi tuc hanh chinh. , Gio hanh
Buéc1 |Bo phan met|* Truong hop nop ho so truc tuyén: chinh
clra Tiep nhan ho so, kiem tra ho so, nop
phi, 1& phi tryc tuyén hoac bang cach
khac gui Phiéu hen, tra két qua qua thu
dién tir hoac tin nhan qua dién thoai di
dong
- Chuyén ho so dé cong chirc 1am cong
tac ho tich xur 1y.
Céng chirc Bo Is\iyhém ho so va tham tra ho so, xir Iy hod
Budc 2 fr?glr? chuyén | ~ Hoan thién hd so: 14 gio

-G lai biéu mau Trich luc dang ky
nhan cha, me, con dién tor cho nguoi
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yéu cau xac nhan (d6i véi hinh thuc
ndp truc tuyén)

-Ghi vao Sé6 dang ky nhan cha, me,
con, cap nhap thong tin 1én Phan mém.

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

- Trinh Lanh dao

Kiém tra, ky Trich luc dang ky nhan

cua

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

. Lanh dao _ 2 oA A .
Budc 3 UBND xi i]gr,l me, con; chuyén B phan chuyén 04 gio
Cong chic BO | Nhan ket qua trinh ky tir lanh dao.
Buéc 4 | phan  chuyén | Chuyéen két qua cho B phan mét cua. 02 gio
mon
- Nhan ket qua; ‘
Cong chirc tai | - Tra ‘k.et 9Ua TTECE cho nguoi yéu cau L
Buéc5 |Bo phan mot (Nguoi yéu cau kiém tra thong tin) va Gi0 hanh
: : " | ky tén vao SO So6 dang ky nhan cha, me, chinh

Tong thoi gian: 2.5 ngay

(thai tuc dwroc rit ngan tai Quyét dinh so 2213 /OP-UBND ngay 20/10/2022)

b) Trong trwong hop can xdc minh

Trinh ty
cong viéc

Chwc danh,
Vi tri

Noi dung
cong viéc

Thoi gian
thuc hién

Budc 1

Cong chuc tai
Bo phan mot
cua

- Can b tiép nhan ho so tai Bo phan
mot ctra Cap xa:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1é cua hd so, nop phi (néu
c6) tiép nhan hd so va gui ngay Phiéu
hen, tra két qua cho ca nhan. Thyc hién
s6 hoa (sao chup, chuyén thanh tai liéu
dién tar) va ky sd vao tai liéu, hd so giai
quyét thu tuc hanh chinh.

+ Truong hop nop hd so truc tuyén:
Tiép nhan hé so, kiém tra hd so, nop
phi, 1& phi tryc tuyén hoic bang cach
khac gui Phiéu hen, tra két qua qua thu
dién tir hoic tin nhan qua dién thoai di
dong

- Chuyén hd so dé cong chirc 1am cong
tac ho tich xu 1.

Gid hanh
chinh

Budc 2

Cong chac Bo

Nhén ho so va tham tra ho so, xur Iy ho

54 gio
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phan  chuyén | so
mon - Tién hanh x4c minh hd so;
- Hoan thién ho so;
-Guri lai biéu mau Trich luc ding ky
nhan cha, me, con dién tor cho nguoi
yéu cau xac nhan (d6i véi hinh thuc
ndp truc tuyén)
-Ghi vao Sb dang ky nhan cha, me,
con, cap nhap thong tin 1én Phan mém.
-In Trich luc dang ky nhan cha, me,
con
- Trinh Lanh dao
ey |t a0 Ko K T e e 5 i
UBND xa PO ’ R
mon
Cong chiac Bo | Nhan két qua trinh ky tir linh dao.
Busc4 | phan  chuyén | Chuyén két qua cho Bo phan mat cira. 02 gio
mon
- Nhén két qua;
Cong chic tai |- Tra ‘k.ét qua TTHC cho ngudi yéu cég o
Buéc5 |Bs phan mot (Ngl}’dl yéu cau kl?m trc?l th9ng tin) va| Gio ’hanh
i : " | ky tén vao SO So dang ky nhan cha, me, chinh

cua

con, nhan Trich luc dang ky nhén cha,
me, con

Tong thoi gian: 64 gio (08 ngay)

4. Tha tuc ding ky khai sinh két hop nhan cha, me, con (Md sé6 TTHC: 1.000689)
a) Trong truong hop khong xac minh

phan

chuyén

SO

Trinh tw | Chuc danh, Noi dung Thoi gian
cong viéc Vi tri cong viéc thwc hién
- Can bo tiép nhan ho so tai Bo phan
mot ctra Cap xa:
+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1é cua hd so, nop phi (néu
c6) tiép nhan hd so va gui ngay Phiéu o
A o . LA . . 1A . G106 hanh
Cong chuc tai | hen, tra két qua cho ca nhan. Thuc hién hinh
Buécl | Bophanmot | sb héa (sao chup, chuyén thanh tai lidu chin
ctra dién tir) va ky so vao tai liéu, ho so giai
quyét thi tuc hanh chinh.
- Chuyén ho so dé cong chirc 1am cong
tac ho tich xi 1.
Bugc 2 | Cong chic Bo | Nhan ho so va tham tra ho so, xir Iy ho 18 gio
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mon - Hoan thién ho so;
-Ghi vao Sb dang ky nhan cha, me,
con, S6 dang ky khai sinh , cdp nhat
thong tin 1én Phan mém, chuyén thong
tin dén CSDLQGVDC dé 13y sb dinh
danh cé& nhan
-In Gidy khai sinh, Trich lyc dang ky
nhan cha, me, con
- Trinh Lanh dao
N -Kiém tra, ky In Gidy khai sinh, Trich
. Lanh dao - A 2 -\
Budc 3 N luc dang ky nhan cha, me, con; chuyén 04 gio
UBND xa A 1A Al A
Bd phan chuyén mon
Cong chiac Bo | Nhan két qua trinh ky tir lanh dao.
Busc4 |phan  chuyén | Chuyén két qua cho Bo phan mot cira. 02 gio:
mon
- Nhén két qua;
- Tra két qua TTHC cho nguoi yéu cau
Cong chuc tai | (Nguoi yéu c:?tu kiém tra thong tin va Gi& hanh
Buoc5 |Bo phan mot | ky tén vao SO dang ky nhan cha, me, hinh
cura con; Sb ding ky khai sinh, nhan Trich chn
luc dang ky nhan cha, me, con; Gidy
Kkhai sinh)
Tong thoi gian: 03 ngay
b) Trong trwong hop can xdc minh
Trinh tw | Chic danh, N§i dung Thai gian
cong viéc Vi tri cong viéc thuc hién
- Cén bo tiép nhan ho so tai By phan
mot cira Cap xa:
+ Truong hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1é cua hd so, nop phi (néu
¢0) tiép nhan ho so va gui ngay Phiéu Gid hanh
Cong chuc tai | hen, tra két qua cho ca nhan. Thuc hién hinh
Busc1l |Bo phan mot | s hoa (sao chup, chuyén thanh tai liéu chin
ctra dién tir) va ky so vao tai liéu, ho so giai
quyét thi tuc hanh chinh.
- Chuyén ho so dé cong chirc 1am cong
tac ho tich xur ly.
Cong chic Bo Isihan ho6 so va tham tra ho so, xir Iy ho
Buoc 2 ﬂ?r? chuyén | _ Tién hanh xac minh ho so; o4 gio

- Hoan thién ho so;
- Ghi vao SO dang ky nhan cha, me,
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con, SO ding ky khai sinh, cip nhat
thong tin 1én Phan mém, chuyén thong
tin dén CSDLQGVDC dé ldy s dinh
danh cé& nhan

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

- Trinh Lanh dao

-Kiém tra, ky In Gidy khai sinh, Trich

Budc 3 Lanh < dao luc dang ky nhan cha, me, con; chuyén 08 gio
UBND xa A 1A R n
Bd phan chuyén mon
Cong chiac Bo | Nhan két qua trinh ky tir lanh dao.
Busc4 |phan  chuyén | Chuyén két qua cho Bo phan mot cira. 02 gior
mon
- Nhén két qua;
- Tra két qua TTHC cho nguoi yéu cau
Cong chic tai | (Nguoi yéu cau kiém tra thong tin) va o
. o o A P oA Th QA ax A Gio hanh
Buoc5 |Bo phan mot | ky tén vao SO dang ky nhan cha, me, hinh
cira con; Sé ding ky khai sinh, nhan Trich chin
luc dang ky nhan cha, me, con; Gidy
khai sinh
Tong thoi gian: 64 gio (08 ngay 1am viéc)
5. Thi tuc ding ky khai tir (Md s6 TTHC: 1.000656)
Trinh tw | Chirc danh, Noi dung Thoi gian
cong viéc Vi tri cong viéc thwc hién
- Can b tiép nhan ho so tai Bo phan
mot ctra Cap xa:
+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1é cua hd so, nop phi (néu
c6) tiép nhan hd so va gui ngay Phiéu
hen, tra két qua cho ca nhan. Thyc hién
s6 hoa (sao chup, chuyén thanh tai liéu
dién tar) va ky sd vao tai liéu, hd so giai _
Cong chirc tai | Quyet thi tuc hanh chinh. , Gio hanh
Buécl |Bo phan mot|* Trudng hop ngp ho so truc tuyen: chinh
cua Tiép nhan ho so, kiém tra ho so, nop
phi, 1& phi tryc tuyén hoic bang cach
khac gui Phiéu hen, tra két qua qua thu
dién tir hoic tin nhan qua dién thoai di
dong
- Chuyén hd so dé cong chirc 1am cong
tac ho tich xir 1y.
Bugc 2 | Cong chic Bo | Nhan ho so va tham tra ho so, xir Iy ho 04 gio
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phan  chuyén | so
mon - Hoan thién ho so;
- Giri lai biéu mau Trich luc khai tir dién
tr cho ngudi yéu cau xac nhan (d6i véi
hinh thtrc ndp truc tuyén)
- Ghi vao SO dang ky khai tir; cap nhap
thong tin 1én Phan mém.
- In Trich luc khai tir
- Trinh Lanh dao
Buse 3 Lanh dao Kiém tra, ky Trich luc Trich luc khai tu; 02 gio
UBND xa chuyén B phan chuyén mon
Cong chiac Bo | Nhan két qua trinh ky tir lanh dao.
Busc4 |phan  chuyén | Chuyén két qua cho Bo phan mot cira. 02 gior
mon
- Nhén két qua;
Cong chic tai | - Tra két qua TTHC cho ngudi yéu cau o
. o . A e oA A LiA Y . Gio hanh
Buoc5 |Bo phan mot | (Nguoi yéu cau kiém tra thong tin) va hinh
cira ky tén vao Sé ding ky khai tr, nhan chin
Trich luc khai ti
Tong thoi gian: 01 ngay
6. Thi tuc ding ky khai sinh lwu déng (Ma sé TTHC: 1.003583)
Trinh tw | Chic danh, Noi dung Thai gian
cong viéc Vi tri cong viéc thwc hién
- Chuan bi day da mau To khai dang ky
khai sinh, gidy to ho tich va diéu kién
can thiét dé thuc hién dang ky luu dong
- Kiém tra tinh chinh xac, day du, hop
1& cua hd so, tiép nhan hd so va gui
Cong chuc Bo Phiéu hcn‘, tra két qua cho ca nhan ;
phan  chuyén | - X1y ho so 1.0 ngay
Buéc 1 | mén - Thuc hién viéc ghi vao S6 _dang ky
khai sinh, cap nhap vao Phan mem
chuyén dén CSDLQGVDC dé lay sb
dinh danh ca nhan
- In Giay khai sinh.
- Trinh Lanh dao
~ Kiém tra, xem xét lai ho so trinh ky cua
Budéc 2 {JjaBnIgD <3 dao b6 phan chuyén mon. 0.5 ngay
Cong chic B | Nhan két qua, tra két qua cho nguoi c6
Busc 3 |phan  chuyén | yéu cau tai dia diém ding ky luu dong, 1.0 ngay
mon ngudi yéu cau kiém tra thong tin, ky SO




46

dang ky khai sinh va nhan Giay khai
sinh

Tong thoi gian: 2.5 ngay

(thai tuc dwroc rit ngan tai Quyét dinh s6 3043/0D-UBND ngay 09/11/2021)

7. Thii tuc déing ky két hon lwu déng (Ma s6 TTHC: 1.000593)

Trinh ty | Chic danh, Noi dung Theot gian
cong viéc Vi tri cong viéc thuc hién
- Chuan bi day du mau To khai ding ky
két hon, gidy to ho tich va didu kién
can thiét dé thyc hién ding ky luu dong
- Kiém tra tinh chinh xac, day du, hop
& cua ho so, tiep nhan ho so va gii
) ’ ) ng?.y‘ Phiéu hen, tra két qua cho ca 1.5 ngiy
Bude 1 Cong chuc B |nhan;
phan  chuyén | - X ly ho so;
mon - Thuc hién viéc ghi vao S6 dang ky két
hén, cap nhap vao Phan mém;
- In Giay chting nhan két hon;
- Trinh Lanh dao
Budc 2 | Lanh dao | Kiém tra, xem xét lai hd so trinh ky cua 05 nos
UBND xa bo phan chuyén mon. 2 ngdy
Nhan két qua, tra két qua cho ngudi co
Cong chic Bo | yéu cau tai dia diém dang ky luu dong,
Busc 3 | phan  chuyén | nguoi yéu cau Kiém tra thong tin, ky SO 1.0 ngay
mon dang ky két hon va nhan Giay chung

nhan két hon .

Tong thoi gian: 03 ngay

(thai tuc dwoc rit ngan tai Quyét dinh so 3202/0P-UBND ngay 12/12/2019)

8. Thii tuc ding ky khai tir luu dong (M sé TTHC: 1.000419)

Trinh twy | Chic danh, No6i dung Theti gian
cong viéc Vi tri cong viéc thwc hién
- Chuan bi day du mau To khai ding ky
khai tir, gidy to ho tich va diéu kién can
thiét dé thyc hién dang ky luu dong
- Kiém tra tinh chinh xac, day du, hop
Cong chic Bo | 1é cua hd so, tiép nhan ho so va gui
Busc 1l |phan  chuyén | ngay Phiéu hen, tra két qua cho ca| 1.5ngay
mon nhan,;

- Xu ly ho so;

- Thuc hién viéc ghi vao S6 ding ky
khai tir, cap nhap vao Phan mém;

- In Trich luc dang ky khai ttr,
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- Trinh Lanh dao
Buse 2 Lanh dao | Kiém tra, xem xét lai ho so trinh ky cta 0.5 ngay
UBND xa bo phan chuyén mon.
Nhan két qua, tra két qua cho ngudi co
Cong chic Bo | yéu cau tai dia diém dang ky luu dong,
Budc 3 |phan  chuyén | ngudi yéu cau kiém tra thong tin, ky S6 1.0 ngay
mon dang ky khai tir va nhan Trich luc dang

ky khai tir .

Tong thoi gian: 03 ngay

(thui tuc dwoc rit ngan tai Quyét dinh s6 3202/0D-UBND ngay 12/12/2019)

9. Thii tuc déing ky giam hd (Md s6 TTHC: 1.004837)

Trinh ty
cong viéc

Chwc danh,
Vi tri

Noi dung
cong viéc

Thoi gian
thuc hién

Buoc 1

Cong chuc tai
Bo phan mot
cua

- Can b tiép nhan ho so tai Bo phan
mot clra Cap xa:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop Ié cua hd so, nop phi (néu
c6) tiép nhan hd so va gui ngay Phiéu
hen, tra két qua cho ca nhan. Thuc hién
sb hoa (sao chup, chuyén thanh tai liéu
dién tar) va ky so vao tai liéu, hd so giai
quyét thu tuc hanh chinh.

+ Truong hop nop hod so truc tuyén:
Tiép nhan hd so, kiém tra hd so, ndp
phi, 1& phi truc tuyén hoac bang cach
khac gui Phiéu hen, tra két qua qua thu
dién tir hoic tin nhan qua dién thoai di
dong

- Chuyén hd so dé cong chirc 1am cong
tac ho tich xur 1y.

Gio hanh
chinh

Buoc 2

Cong chac Bo
phan  chuyén
mon

Nhan ho so va tham tra ho so, xu Iy ho
N

- Hoan thién ho so;

-Guri lai biéu mau Trich luc ding ky
giam ho dién tr cho nguoi yéu cau xac
nhan (d6i v6i hinh thic ndp truc tuyén)
- Ghi vao S6 dang ky giam ho; cap nhap
thong tin 1én Phan mém.

- In Trich lyc dang ky gidm ho

- Trinh Lanh dao

1.5 ngay

Buoc 3

Lanh
UBND xa

dao

Kiém tra, ky Trich luc déng ky gidm ho;
chuyén Bo phan chuyén mon

0.5 ngay




48

Cong chuc Bo

Nhan két qua trinh ky tir lanh dao.

Budc 4 f;‘g;l chuyén Chuyén két qua cho Bd phan mot cua. 0.5 ngay
- Nhan ,két qua; ‘
Cong chuc tai | - Tra két qua TTHC cho nguoi yéu cau R
. A A A e oA AR Y . Gio hanh
Buéc5 |Bo phan mot | (Nguoi yéu cau kiém tra thong tin) va chinh

cua

ky tén vao SO ding ky giam ho, nhan
Trich luc dang ky gidm ho

Tong thoi gian: 2.5 ngay

(tha tuc duwoe rit ngan tai Quyét dinh so 3043/0D-UBND ngay 09/11/2021)

10. Thi tuc déing ky cham dirt giam hd (Ma sé6 TTHC: 1.004845)

Trinh ty
cong viéc

Chc danh,
Vi tri

Noi dung
cong viéc

Thoi gian
thuc hién

Budc 1

Cong chuc tai
Bo phan mot
cura

-Can bo tiép nhan ho so tai Bo phan
mot ctra Cap xa:

+ Truong hop nop ho so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop Ié cua hd so, nop phi (néu
c6) tiép nhan hd so va gui ngay Phiéu
hen, tra két qua cho ca nhan. Thuc hién
sb hoa (sao chup, chuyén thanh tai liéu
dién tar) va ky so vao tai liéu, hd so giai
quyét thi tuc hanh chinh.

+ Truong hop nop hod so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi tryc tuyén hoac bang cach
khac gui Phiéu hen, tra két qua qua thu
dién tir hoic tin nhan qua dién thoai di
dong

- Chuyén hd so dé cong chirc 1am cong
tac ho tich xur 1y.

Gio hanh
chinh

Buoc 2

Cong chuc Bo
phan  chuyén
mon

Nhan ho so va tham tra ho so, xu Iy hod
SO

- Hoan thién h so;

-Guri lai biéu mau Trich luc ding ky
cham dut giam ho dién tir cho nguoi
yéu cau xac nhan (d6i véi hinh thuc
ndp truc tuyén)

-Ghi vao S6 ding ky chdm dut giam
ho; cap nhap thong tin 1én Phan mém.

- In Trich luc ding ky chiam dit giam ho
- Trinh Lanh dao

01 ngay

Budc 3

Lanh dao

Kiém tra, ky Trich luc ding ky cham

0.5 ngay
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UBND xa

dut giam ho; chuyén B phan chuyén
mon

Cong chuac Bo

Nhan két qua trinh ky tir lanh dao.

Buge 4 ﬂ?:: chuyén Chuyén két qua cho Bo phan mot cua. 0.5 ngay
- Nhan ,két qua; ‘
Cong chirc tai | Tra ‘k.et 9ua :FTH? cho nguoi yéu cag L
Buéc5 |Bo phan mot (Nguoi yéu cau kiém tra thong tll’l)' va| Gio hanh
i : " | ky tén vao SO dang ky cham dut giam chinh

cua

ho, nhan Trich luc dang ky cham dut
gidm ho

Tong thoi gian: 02 ngay

11. Thii tuc thay doi, cai chinh, bd sung hd tich (Ma sé TTHC: 1.004859)
a) Triomg hep bé sung hé tich

Trinh ty
cong viéc

Chwc danh,
Vi tri

Noi dung
cong viéc

Thoi gian
thuc hién

Budc 1

Cong chuc tai
Bo phan mot
cua

- Can bo tiép nhan hd so tai Bo phan
mét ctra Cap xa:

+ Trudng hop nop hd so truc tiép: Tiép
nhan hd so, kiém tra tinh chinh xac,
day du, hop 1€ cua hd so, ndp phi (neu
c6) tiép nhan hd so va gui ngay Phiéu
hen, tra két qua cho ca nhan. Thuc hién
s6 hoa (sao chup, chuyén thanh tai liéu
dién ttr) va ky s6 vao tai liéu, ho so giai
quyét thu tuc hanh chinh.

+ Truong hop nop hod so truc tuyén:
Tiép nhan ho so, kiém tra ho so, nop
phi, 1& phi tryc tuyén hoac bang cach
khac giri Phiéu hen, tra két qua qua thu
dién tir hoic tin nhan qua dién thoai di
dong

- Chuyén ho so dé cong chirc 1am cong
tac ho tich xir 1y.

Gio hanh
chinh

Budc 2

Cong chuc Bo
phan  chuyén
mon

Nhan ho so va tham tra ho so, xur 1y ho
SO

- Hoan thién h so;

-Gri lai biéu miu Trich lyc b6 sung
thong tin ho tich dién tir cho nguo1 yéu
cau x4c nhan (ddi v6i hinh thic nop
truc tuyén)

-Ghi vao SO dang ky thay doi, cai
chinh, bd sung thong tin hd tich, xac

05 gio




50

dinh lai dan tdc; cap nhap thong tin 1én
Phan mém.

- In Trich luc bo sung thong tin ho tich

- Trinh Lanh dao

Kiém tra, ky Trich luc b6 sung thong

Budc 3 ILja];Il\lID < . tinA ho tich; chuyén Bo phan chuyén 02 gio
mon
| Cong chic BO| \pan k&t qua trinh ky tir lanh dao. N
Buéc 4 | phan  chuyén AL AT A A 01 gio
mon Chuyén ket qua cho B phan mot cua.
- Nhén két qua;
- Tra két qua TTHC cho nguoi yéu cau
Cong chuc tai | (Nguoi yéu cau Kiém tra thong tin va s
. o o A A 2 ax , X: o as Gio hanh
Budc5 |Bo phan mot | ky tén vao SO dang ky thay doi, cai hinh
cua chinh, b6 sung thong tin hd tich, xac chin
dinh lai dan toc, nhan Trich luc bd sung
thong tin ho tich)
Tong thoi gian: 01 ngay
b) Thii tuc thay doi, cdi chinh hé tich
- Trong truong hop khong xac minh
Trinh tw | Chic danh, Noi dung Thei gian
cong viéc Vi tri cong viéc thuc hién
- Can bo tiép nhan ho so tai Bo phan
mot ctra Cap xa:
+ Truong hop nop ho so truc tiép:
Tiép nhan ho so, kiém tra tinh chinh
xéc, day du, hop 1é caa ho so, ndp phi
(néu co) tiép nhan hod so va gui ngay
Phiéu hen, tra két qua cho c4 nhan.
Thuc hién s6 hoa (sao chup, chuyén
) . .- | thanh tai lidu dién ter) va ky sb vao tai
Buse 1 ggngphcé};“c mtg; liéu, N6 so giai quyét tha tuc hanh|  Gid hanh
cira chinh. ‘ , chinh
+ Truong hop nop ho so truc tuyen:
Tiép nhan hé so, kiém tra hd so, nop
phi, 18 phi truc tuyén hoic bang cach
khac giri Phiéu hen, tra két qua qua
thu dién t&r hoic tin nhan qua dién
thoai di dong
- Chuyén hd so dé coéng chuc lam
cong tac ho tich xu ly.
Budc 2 | Cong chiac BoO | Nhan ho so va tham tra ho so, xtr Iy ho | 1.0 ngay
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phan
mon

chuyén

SO

- Hoan thién ho so;

-Guri lai biéu mAu Trich luc thay
ddi/cai chinh ho tich dién ti cho nguoi
yéu cdu x4c nhan (di voi hinh thuc
ndp truc tuyén)

-Ghi vao S6 ding ky thay doi, cai
chinh, b sung thong tin hd tich, xac
dinh lai dan toc; cap nhap thong tin
1én Phan mém.

- In Trich luc thay ddi/cai chinh

- Trinh Lanh dao

Lanh dao UBND

Kiém tra, ky Trich luc thay doi/cai

Cua

chinh, b6 sung thong tin ho tich, xac
djqnh lai dan toc, nhan Trich luc thay
doi/cai chinh)

Bude 3 Xa chinh; chuyén Bo phan chuyén mon 0.5 ngdy
| Cong chiC BO | \pan 1ét qua trinh ky tir lanh dao, ‘
Budc 4 | phan chuyén 2 LA 2 A LA Al 0.5 ngay
mon chuyén két qua cho B phan mot cua
- Nhan ,ké't qua; ‘
- Tra ket qua TTHC cho ngudi yéu cau
Cong chuc tai | (Ngudi yéu cau kiém tra thong tin va Gid hanh
Buéc5 |Bo phan mot | ky tén vao SO dang ky thay doi, cai chinh

Tong thoi gian: 02 ngay

(thui tuc duwoe rit ngan tai Quyét dinh s6 3202/0P-UBND ngay 12/12/2019)

b) Trong trurong hop co6 xdc minh

Budc 1

Bo
cua

phan mot

Thuc hién s6 hoa (sao chup, chuyén
thanh tai liéu dién ttr) va ky sd vao tai
liu, ho so giai quyét tha tuc hanh
chinh.

+ Truong hop nop hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi truc tuyén hoic bang cach

Trinh tw | Chirc danh, Noi dung Thoi gian
cong viéc Vi tri cong viéc thwc hién

- Can bo tiép nhan ho so tai Bo phan

mot ctra Cap xa:

+ Truong hop nop hd so truc tiép:

Tiép nhan hd so, kiém tra tinh chinh

xéc, day du, hop 1é cua hd so, ndp phi

(néu co) tiép nhan ho so va gui ngay | Giy hanh

Céng chtrc tai | Phiéu hen, tra két qua cho ca nhan. chinh
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khac giri Phiéu hen, tra két qua qua
thu dién tor hoic tin nhin qua dién
thoai di dong

- Chuyén hd so dé coéng chuac lam
cong tac ho tich xur 1y.

Cong chuc Bo

Nhan ho so va tham tra ho so, xur Iy ho
SO

- Tién hanh x4c minh hé so

- Hoan thién ho so;

-Gui lai biéu miu Trich luc thay
ddi/cai chinh ho tich dién tir cho nguoi

Buoc 2 . >* | yéu cau xac nhan (dbi voi hinh thirc 5.0 ngay
phan chuyén | 7 . %
mon nop trye tuyén) o .
-Ghi vao S6 dang ky thay doi, cai
chinh, b6 sung thong tin ho tich, xac
dinh lai dan tdc; cap nhap thong tin
1én Phin mém.
- In Trich luc thay ddi/cai chinh
- Trinh Lanh dao
Buge 3 | Lanh dao UBND | Kiém tra, ky Trich Iyc thay doifcai | . ngdy
Xa chinh; chuyén Bo phan chuyén mon '
| Cong chiC BO | \pan 1ét qua trinh kY tir lanh dao, ‘
Budc 4 | phan chuyén 2 LA 2 AT A AL 0.5 ngay
mon chuyen két qua cho Bo phan moét cua.
- Nhan két qua;
- Tra két qua TTHC cho ngudi yéu cau
Cong chtc tai | (Nguoi yéu cau kiém tra thong tin) va R
. N o A P Ty oA ax , PR Gi0 hanh
Buoc5 |Bo phan moét | ky tén vao SO dang ky thay doi, cai hinh
cua chinh, b sung thong tin ho tich, xac chin
dinh lai dan toc, nhan Trich luc thay
doi/cai chinh
Tong thoi gian: 06 ngay
12. Thi tuc cap Gidy xac nhan tinh trang hon nhan (Ma sé TTHC: 1.004873)
a) Trong truong hop khong xac minh
Trinh twy | Chic danh, Noi dung Theti gian
cong viéc Vi tri cong Vviéc thwc hién
- Can b tiép nhan ho so tai BO phan
MOt cura cap xa: f 3 s
Cong chic tai + Truong hop nop ho so truc tiep: Ggi}ﬁlh

Budc 1

Bo
ctra

phan mot

Tiép nhan ho so, kiém tra tinh chinh
xéc, day du, hop 1é cia hd so, ndp phi
(néu co) tiép nhan hé so va gui ngay
Phiéu hen, tra két qua cho c4 nhan.
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Thuc hién s6 hoa (sao chup, chuyeén
thanh tai liéu dién t) va ky so vao tai
lieu, ho so gial quyet tha tuc hanh
chinh.

+ Truong hop nop hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 18 phi truc tuyén hoic bang cach
khac giri Phiéu hen, tra két qua qua
thu dién tor hoic tin nhin qua dién
thoai di dong

- Chuyén hd so dé coéng chuc lam
cong tac ho tich xur 1y.

Coéng chuc Bo

Nhan ho so va tham tra ho so, xur Iy ho
SO

- Hoan thién ho so;

- Giri lai biéu mau Gidy xac nhéan tinh
trang hon nhan dién tir cho ngudi yéu

nhan)

Busc2 |Phan  chuyn| o = ic nhan (déi voi hinh thic nop | o0 910
mon tryc tuyén)
-Cap nhat thong tin xdc nhan tinh
trang hon nhan 1én Phan mém.
- In Gidy xé4c nhan tinh trang hon nhan
- Trinh Lanh dao
~ Kiém tra, ky Gidy xac nhan tinh trang .
Buoc 3 ignh dao UBND hén nhan; chuyén Bo phan chuyén 2.0gio
mon
Cong chiic B6 | Nhan két qua trinh ky tir lanh dao,
Busc4 |phan  chuyén | chuyén két qua cho B phan mot cua. 2.0 giov
mon
- Nhan két qua;
Cong chuc tai | - Tra két qua TTHC cho ngudi yéu cau R
. n A A A A DX ; ) Gi0 hanh
Buoc5 |Bo phan mot | (Nguoi yéu cau kiem tra thong tin, hinh
cua nhan Gidy xic nhan tinh trang hon chin

Tong thoi gian: 1.5 ngay

(thai tuc duwoc rit ngan tai Quyét dinh s6 3043/0D-UBND ngay 09/11/2021)

b) Trong truwong hop co xdac minh

Bo6 phan mot
cura

+ Truong hop nop hd so truc tiép:

Trinh twy | Chic danh, Noi dung Theti gian
cong viéc Vi tri cong viéc thwc hién
Cong chtc tai | - Can b tiép nhan ho so tai Bo phan|  Gio hanh

Budc 1 mot cira Cap xa: chinh
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Tiép nhan ho so, kiém tra tinh chinh
xéc, day du, hop 1é cia hd so, ndp phi
(néu co) tiép nhan hd so va giri hgay
Phiéu hen, tra két qua cho ca nhan.
Thuc hién s6 hoa (sao chup, chuyén
thanh tai liéu dién twr) va ky s vao tai
liu, hd so giai quyét thu tuc hanh
chinh.

+ Truong hop nop hd so tryc tuyén:
Tiép nhan hé so, kiém tra hd so, nop
phi, 18 phi truc tuyén hoic bang cach
khac giri Phiéu hen, tra két qua qua
thu dién tir hodc tin nhan qua dién
thoai di dong

- Chuyén hé so dé cong chic lam
cong tac ho tich xur 1y.

Cong chuc Bo

Nhan ho so va tham tra ho so, xur Iy ho
SO

- Tién hanh x4c minh ho so;

- Hoan thién hé so;

-Gui lai biéu miu Gidy xac nhan tinh

Budc 2 ~ .~ | trang hon nhan dién tir cho nguoi yéu 22 ngay
phan chuyén | < © x P A
A cau xac nhan (doi1 véi hinh thirc ndp
mon %
truc tuyén)
-Cap nhat thong tin xdc nhan tinh
trang hon nhan 1én Phan mém.
- In Giay x4c nhén tinh trang hon nhan
- Trinh Lanh dao
N Kiém tra, ky Gidy xac nhan tinh trang ‘
Budc 3 i;mh dao UBND hén nhan; chuyén Bo phan chuyén 0.5 ngdy
mon
| Cong chiC BO | \pan 1ét qua trinh kY tir lanh dao, ‘
Buéc 4 | phan chuyén 2 LA o AT LA Al 0.5 ngay
mon chuyen keét qua cho B9 phan mot ctra.
- Nhén két qua;
Cong chuc tai |- Tra két qua TTHC cho nguoi yéu cau R
r A A A oA A : 2 A . G106 hanh
Buéc5 |Bo phan mot | (Nguoi yéu cau kiém tra thong tin, ,
: A YA A o chinh
cua nhan Giay xac nhdn tinh trang hon

nhan)

Tong thoi gian: 23 ngay
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13. Thi tuc déing ky lai khai sinh (Md s6 TTHC: 1.004884)
a) Trong trueong hop khong xac minh

Trinh ty
cOng viéc

Chirc danh,
vi tri

Néi dung
cong viéc

Thoi gian
thue hién

Budc 1

Cong chuc tai
Bo phan mdt ctra

- Can b6 tiép nhan hd so tai B6 phan
mot ctra Cap xa:

+ Truong hop nop hd so truc tiép:
Tiép nhan hd so, kiém tra tinh chinh
xéc, day du, hop 1é cia hd so, ndp phi,
1& phi (néu co) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sé hoa (sao chup,
chuyén thanh tai liéu dién tir) va ky so
vao tai liéu, ho so giai quyét thu tuc
hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan ho so, kiém tra ho so, nop
phi, 18 phi (néu co) truc tuyén hoic
bang cach khac, giri Phiéu hen, tra két
qua qua thu dién tir hoac tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chuc lam
cong tac ho tich xu 1y.

G106 hanh
chinh

Budc 2

Cong chac Bg§
phan chuyén
mon

-Nhén ho so va tham tra ho so, xir 1y
hd so

- Hoan thién hd so;

- Gui lai biéu mau Gidy khai sinh dién
tr cho ngudi yéu cau(déi voi hinh
thirc ndp truc tuyén)

- Ghi vao S6 ding khai sinh, cap nhap
thong tin 1én Phan mém.

- In Gidy Khai sinh

- Trinh Lanh dao

06 gio

Budce 3

Lanh dao UBND
xa

- Kiém tra, xem x¢ét lai ho so, ky Giéy
khai sinh; chuyén b0 phan chuyén
mon

01 gio

Buoc 4

Cong chac Bg
phan chuyén
mon

Nhan két qua trinh ky tir lanh dao,
chuyén két qua cho B phan mdt cua.

01 gio
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Budec 5

Cong chuac tai
B6 phan mdt cura

- Nhén két qua.

- Tra két qua TTHC cho ngudi yéu
cau (nguoi co yéu cau kiém tra théng
tin va ky tén vao S6 dang ky khai sinh;
nhan Gidy Khai sinh )

Gi0 hanh
chinh

Tong thoi gian: 01 ngay

(thil tuc duweoc rit ngdn tai Quyét dinh s6 3202/0P-UBND ngay 12/12/2019)

b) Trong trwong hop can xdc minh

Trinh ty
cong viéc

Chirc danh,
vi tri

N6i dung
cong viéc

Thoi gian
thuc hién

Buoc 1

Cong chuac tai
B6 phan mdt ctra

- Can bo tiép nhan hé so tai Bo phan
mot ctra Cap xa:

+ Truong hop nop hod so truc tiép:
Tiép nhan ho so, kiém tra tinh chinh
Xac, déy dua, hop 1€ cua hé so, ndp phi,
1& phi (néu co) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sé hoa (sao chup,
chuyén thanh tai lidu dién tir) va ky sb
vao tai liéu, hd so giai quyét tha tuc
hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan ho so, kiém tra hd so, nop
phi, 18 phi (néu co) truc tuyén hoic
bang cach khac, giri Phiéu hen, tra két
qua qua thu dién tir hoac tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chtc lam
cong tac ho tich xu 1y.

Gi0 hanh
chinh

Budc 2

Cong chuc Bo
phan chuyén
mon

-Nhén ho so va tham tra hd so, xu ly
hé so

- Tién hanh x4c minh h6 so

- Hoan thién hd so;

- Guri lai biéu mau Gidy khai sinh dién
tor cho ngudi yéu cau(ddi véi hinh
thirc ndp truc tuyén)

- Ghi vao S6 dang khai sinh, cap nhép
thong tin 1én Phan mém.

- In Gidy Khai sinh

- Trinh Lanh dao

23 ngay

Budc 3

Lanh dao UBND
xa

- Kiém tra, xem xét lai ho so, ky Giay
khai sinh; chuyén b0 phan chuyén
mon

01 ngay
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Cong chuc Bo

Nhan két qua trinh ky tu lanh dao,

Buge 4 fr?(?;l chuyén chuyén két qua cho B6 phan mot cira. 01 ngay
- Nhén két qua.
uges | Cone_chie i LI K e e | Gl binh
B6 phan mdt cura & Y & chinh

tin) va ky tén vao S6 dang ky khai
sinh; nhan Giay Khai sinh

Tong thoi gian: 25 ngay

14. Thi tuc ding ky khai sinh cho ngudi di c6 ho so, gidy to ca nhan (Ma sé

TTHC: 1.004772)
a) Trong trueong hop khong xac minh

Trinh ty
cOng viéc

Chirc danh,
vi tri

Noi dung
cong viéc

Thoti gian
thuc hién

Buoc 1

Cong chuac tai
B6 phan mdt ctra

- Cén b tiép nhan ho so tai Bo phan
mot ctra Cap xa:

+ Truong hop nop hod so truc tiép:
Tiép nhan hd so, kiém tra tinh chinh
xéc, day du, hop & cia hd so, ndp phi,
1& phi (néu co) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sb hoéa (sao chup,
chuyén thanh tai liéu dién tor) va ky sb
vao tai liéu, ho so giai quyét thu tuc
hanh chinh.

+ Truong hop nop hod so truc tuyén:
Tiép nhan ho so, kiém tra hd so, nop
phi, 1& phi (néu co) truc tuyén hoic
bang cach khac, giri Phiéu hen, tra két
qua qua thu dién tar hoac tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chirc lam
cong tac ho tich xur 1y.

G106 hanh
chinh

Buoc 2

Cong chuc Bo
phan chuyén
mon

-Nhén ho so va tham tra ho so, xir Iy
hé so
- Hoan thién ho so;
- Giri lai biéu mAu Gidy khai sinh dién
tor cho ngudi yéu cau(ddi véi hinh
thirc ndp truc tuyén)
- Ghi vao S6 dang khai sinh, cap nhép
thong tin 1én Phan mém.

- In Gidy Khai sinh
- Trinh Lanh dao

03 ngay
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- Kiém tra, xem x¢t lai ho so, ky Giay

tin va ky tén vao S6 dang ky khai sinh;
nhan Giay Khai sinh )

Budce 3 i;nh dao UBND khai sinh; chuyén bd phan chuyén 0.5 ngdy
mon
| Cong chi€ BO |\ k& qua trinh ky tir lanh dao, ‘
Budce 4 | phan chuyén 2 1A A LA A 0.5 ngay
mon chuyén két qua cho B phan mdt cua.
- Nhén két qua.
Budc 5 Cong chuc tai ;azre(lnkzglqgs ];Tlfigu CIEZH? %ﬁhﬁﬁu Gio hanh
B6 phan mdt ctra g M g chinh

Tong thoi gian: 04 ngay

(thii tuc dwoc rit ngan tai Quyét dinh s6 3202/0D-UBND ngay 12/12/2019)

b) Trong truong hop co xdac minh

Trinh ty
cOng viéc

Chirc danh,
vi tri

Noi dung
cong viéc

Thoi gian
thuc hién

Budc 1

Cong chuac tai
B6 phan mdt ctra

- Can b6 tiép nhan héd so tai Bé phan
mét ctra Cap xa:

+ Truong hop nop hd so truc tiép:
Tiép nhan ho so, kiém tra tinh chinh
xéc, day du, hop 1€ cua hd so, ndp phi,
I¢ phi (neu c6) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sé hoéa (sao chup,
chuyén thanh tai liu dién tir) va ky so
vao tai liéu, ho so giai quyét thu tuc
hanh chinh.

+ Truong hop nop hod so truc tuyén:
Tiép nhan ho so, kiém tra ho so, nop
phi, 1& phi (néu co) truc tuyén hoic
bang cach khac, giri Phiéu hen, tra két
qua qua thu dién tir hoac tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chuc lam
cong tac ho tich xur 1y.

G106 hanh
chinh

Buoc 2

chac Bo
chuyén

Cong
phan

mon

-Nhan ho so va tham tra ho so, xir Iy
hé so

- Tién hanh xac minh ho so

- Hoan thién hd so;

- Giri lai biéu mau Gidy khai sinh dién
tor cho nguoi yéu cau(ddi véi hinh
thirc ndp truc tuyén)

24 ngay
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- Ghi vao So diang khai sinh, cap nhap
thong tin 1én Phan mém.

- In Gidy Khai sinh

- Trinh Lanh dao

Kiém tra, xem xét lai ho so, ky Giay

Buoc 3 i;lnh dao UBND khai sinh; chuyén bd phan chuyén 0.5 ngay
mon
| Cong chuc BO |\ k& qua trinh ky tir Tanh dao, ‘
Buéc 4 | phan chuyén XA, A A A 0.5 ngay
mon chuyén két qua cho B phan mot cura.
- Nhan k,ét qua.
_|Cong chirc tai| ¥ ket qua TTHC cho nguoi yeu| 0 p,
Buoc 5 B6 phan mot cira | 2V (nguoi co yeu cau kiém tra thong chinh
> P ' tin va ky tén vao So dang ky khai sinh;
nhan Giay Khai sinh )
Tong thoi gian: 25 ngay
15. Thii tuc ding Ky lai két hon (Ma sé TTHC: 1.004746)
a) Trong trueong hop khong xac minh
Trinh tw | Chuc danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thuc hién

Buoc 1

Cong chuc tai
B6 phan mdt ctra

- Cén bo tiép nhan ho so tai Bo phan
mot ctra Cap xa:

+ Truong hop nop hd so truc tiép:
Tiép nhan ho so, kiém tra tinh chinh
xéc, day da, hop & cua hd so, nodp phi,
1& phi (néu co) tiép nhan hod so va guri
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sb hoéa (sao chup,
chuyén thanh tai liéu dién tor) va ky sb
vao tai liéu, hd so giai quyét tha tuc
hanh chinh.

+ Truong hop nop hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 18 phi (néu co) truc tuyén hoic
bang cach khéc, giri Phiéu hen, tra két
qua qua thu dién tir hoac tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chirc lam
cong tac ho tich xur 1y.

Gid hanh
chinh

Buoc 2

Cong chuc Bo
phan chuyén
mon

- Nhan ho so va tham tra ho so, xu ly
ho so
- Hoan thién ho so;

02 ngay
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-Giri lai biéu mau Gidy ching nhén
két hon dién tr cho ngudi yéu cau
(d6i v6i hinh thire ndp truc tuyén)

- Ghi vao S6 dang két hon, cip nhép
thong tin 1én Phan mém.

- In Gidy chimg nhan két hon

- Trinh Lanh dao

- Kiém tra, xem x¢ét lai ho so, ky Giay

Buéc 3 i;nh da0 UBND |} 1o nhan két hon: chuyén bo phan | O P8
chuyén mon
| Cong chuc BO | \pah k& qua trinh ky tir Tanh dao, ‘
Buéc 4 | phan chuyén 2R A A Al 0.5 ngay
mén chuyén két qua cho B phan mot cura.
- Nhan ket qua.
Buges | COne_ehie @i 4 A e chu ki  thong | G10 hanh
B6 phan mdt ctra & Y & chinh

tin) va ky tén vao S6 dang ky két hon;
nhan Gidy ching nhan két hon

Tong thoi gian: 03 ngay

(thii tuc dwoc rit ngdn tai Quyét dinh s6 3043/0D-UBND ngay 09/11/2021)

b) Trong trwong hop can xdc minh

Trinh ty
cong viéc

Chirc danh,
vi tri

N6i dung
cong viéc

Thoi gian
thuc hién

Buoc 1

Cong chuc tai
B6 phan mdt ctra

-Can bo tiép nhan hé so tai Bo phan
mot ctra Cap xa:

+ Truong hop nop hd so truc tiép:
Tiép nhan ho so, kiém tra tinh chinh
xéc, day du, hop 1é cia hd so, ndp phi,
1& phi (néu co) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thyc hién sb hoa (sao chup,
chuyén thanh tai liéu dién tr) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu co) truc tuyén hoic
bang cach khéc, giri Phiéu hen, tra két
qua qua thu dién tir hoac tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chirc lam
cong tac ho tich xur 1y.

Gi0 hanh
chinh
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Cong chac Bg§

-Nhan ho so va tham tra ho so, xir 1y
hé so

- Tién hanh x4c minh ho so

- Hoan thién hd 50;

- Gri lai biéu mau Gidy ching nhén

Budc 2 | phan chuyén | két hon dién tr cho nguoi yéu cau 24 ngay
mon (d6i voi hinh thirc ndp truc tuyén)
- Ghi vao S0 dang két hon, cap nhép
thong tin 1én Phan mém.
- In Giay chung nhéan két hon
- Trinh Lanh dao
~ - Kiém tra, xem xét lai ho so, ky Giéy \
Budc 3 ignh dzo UBND chimg nhan két hon; chuyén bo phéan 0.5 ngay
chuyén mon
| Cong chiC BO | \pah 1é qua trinh ky tir lanh dao, ‘
Budc 4 | phan chuyén 21 A, . N A A 0.5 ngay
mon chuyén két qua cho B phan mot cura.
- Nhan ket qua.
. | Cong chic tai| T, 1@ ket qua TTHC cho ngui yeu | oy )
Budce 5 B6 phan mot cia | SV (nguoi co yéu cau kiém tra thong chinh
> PRAT e tin va ky tén vao S6 dang ky két hon;
nhan Giay chirng nhan két hon )
Tong thoi gian: 25 ngay
16. Thi tuc ding Ky lai khai tir (Mé s6 TTHC: 1.005461)
a) Trong truong hop khong xac minh
Trinh tw | Chuce danh, Noi dung Thoi gian
cong viéc vi tri cong viéc thuc hién

Budec 1

Cong chuac tai
B6 phan mdt ctra

- Cén bo tiép nhan ho so tai Bo phan
mot ctra Cap xa:

+ Truong hop nop hd so truc tiép:
Tiép nhan hd so, kiém tra tinh chinh
xéc, day du, hop 1& cia hd so, ndp phi,
1& phi (néu co) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sé hoa (sao chup,
chuyén thanh tai liéu dién ta) va ky so
vao tai liéu, ho so giai quyét thu tuc
hanh chinh.

+ Truong hop noép hd so truc tuyén:
Tiép nhan ho so, kiém tra hd so, nop
phi, 18 phi (néu co) truc tuyén hoic
bang cach khac, giri Phiéu hen, tra két
qua qua thu dién tar hoac tin nhin qua

Gio hanh
chinh
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dién thoai di dong
- Chuyén ho so dé cong chic lam
cong tac ho tich xur 1y.

Cong chuc Bo

-Nhan ho so va tham tra hd so, xt Iy
hd so

- Hoan thién ho so;

-Gui lai biéu mau Trich luc khai tur
dién tir cho nguoi yéu cau (doi véi

Buéc 2 ﬂ]srrll chuyén hinh thitc nop tryc tuyén) 03 ngay
- Ghi vao S6 dang khai tir, cap nhép
thong tin 1én Phan mém.
- In Trich luc khai tir
- Trinh Lanh dao
~ - Kiém tra, xem xét lai ho so, ky Trich \
Buoce 3 i;nh dao UBND luc khai tir ; chuyén bo phan chuyén 0.5 ngay
mon
| Cong chuc BO |\t k& qua trinh ky tir Tanh dao, ‘
Buéc 4 | phan chuyén XA, A A A 0.5 ngay
mon chuyén két qua cho B phan mot cura.
- Nhan ket qua.
Buges | COME_ehie tai |y o A e chu Kiem a trong | G10 hanh
B6 phan mdt ctra g M & chinh

tin va ky tén vao SO dang ky khai tir;
nhan Trich luc khai tir)

Tong thoi gian: 04 ngay

(thii tuc dwoc rit ngdn tai Quyét dinh sé 2213/0D-UBND ngay 20/10/2022)

b) Trong trurong hop co xdac minh

Trinh ty
cong viéc

Chirc danh,
vi tri

N6i dung
cong viéc

Thoi gian
thuc hién

Budec 1

Cong chuc tai
B6 phan mdt ctra

- Cén bo tiép nhan ho so tai Bo phan
mot ctra Cap xa:

+ Truong hop nop hd so truc tiép:
Tiép nhan ho so, kiém tra tinh chinh
xéc, day du, hop & cia hd so, ndp phi,
1& phi (néu co) tiép nhan hod so va guri
ngay Phiéu hen, tra két qua cho ca
nhan. Thuc hién sé héa (sao chup,
chuyén thanh tai liéu dién tr) va ky sb
vao tai liéu, hd so giai quyét thu tuc
hanh chinh.

+ Truong hop nop hd so truc tuyén:
Tiép nhan hd so, kiém tra hd so, nop
phi, 1& phi (néu co) truc tuyén hoic

Gi0 hanh
chinh
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bang cach khac, giri Phiéu hen, tra két
qua qua thu dién tar hoac tin nhin qua
dién thoai di dong

- Chuyén hd so dé cong chirc lam
cong tac ho tich xu 1y.

Cong chac Bg

-Nhan ho so va tham tra ho so, xir Iy
ho so

- Tién hanh x4c minh hd so;

- Hoan thién ho so;

-Gui lai biéu maiu Trich luc khai ti

Budc 2 | phan chuyén | dién tor cho nguoi yéu cau (d6i voi 09 ngay
mon hinh thirc nép truc tuyen)
- Ghi vao S6 dang khai tu, cap nhép
thong tin 1én Phan mém.
- In Trich luc khai tir
- Trinh Lanh dao
~ - Kiém tra, xem xét lai ho so, ky Trich \
Budc 3 iﬁanh dao UBND || ' \hai tir : chuyén bo phan chuyén | O P83
mon
| Cong chut BO |\ 14 qua trinh ky tir Tanh dao, ‘
Budc 4 | phan chuyén 21 A A A A 0.5 ngay
mon chuyén két qua cho B phan mot cura.
- Nhan két qua.
. | Cong chic tai| T, I8 ket qua TTHC cho ngudi yeu | oy )
Budce 5 B6 phan mét cia | S2Y (nguoi co yéu cau kiém tra thong chinh
> phan mc tin va ky tén vao Sé dang ky khai ti;
nhan Trich luc khai tir )
Tong thoi gian: 10 ngay
17. Thi tuc cap ban sao Trich luc hd tich (Ma sé TTHC: 2.000635)
Trinh tw| Chirc danh, Noéi dung Thoi gian
cong viéc vi tri cong viéc thwe hi€én

Buoc 1

Cong chuc tai
B6 phan mdt ctra

-Can bo tiép nhan hé so tai Bo phan
mot ctra Cap xa:

+ Truong hop nop hd so truc tiép:
Tiép nhan hd so, kiém tra tinh chinh
xéc, day du, hop 1& cia hd so, ndp phi,
1& phi (néu co) tiép nhan hd so va gui
ngay Phiéu hen, tra két qua cho ca
nhan. Thyc hién sb hoa (sao chup,
chuyén thanh tai liéu dién tr) va ky sb
vao tai liéu, hd so giai quyét tha tuc
hanh chinh.

+ Truong hop noép hd so truc tuyén:

Gi0 hanh
chinh
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Tiép nhan ho so, kiém tra ho so, nop
phi, 1& phi (néu co) truc tuyén hoic
bang cach khac, giri Phiéu hen, tra két
qua qua thu dién tir hoac tin nhin qua
dién thoai di dong

- Chuyén ho so dé cong chic lam
cong tac ho tich xur 1y.

Cong chac Bg

-Nhan ho so va tham tra hd so, xt Iy
hd so

- Tién hanh x4c minh hé so;

- Hoan thién ho so;

Busc2 |phian  chuyén | - Gui lai biéu mau Trich luc hd tich i,
n A A A L . 04 gio
mon dién tr cho nguoi yéu cau (doi voi
hinh thurc ndp truc tuyén)
- In ban sao Trich luc ban ho tich
- Trinh Lanh dao
~ - Kiém tra, xem xét lai hé so, ky ban
Budc 3 i;nh dzo UBND sao Trich luc ban hd tich; chuyén bo 02 gio
phan chuyén mon
. COP g chuc I%Q Nhan két qua trinh ky tir lanh dao, .\
Budc 4 | phan chuyén 2R, A A A 02 gio
mon chuyén két qua cho B phan mdt cua.
- Nhan ket qua.
- Tra két qua TTHC cho nguoi yéu
Budce 5 Cong chuac tai | cau theo cac hinh thuc: qhéln ban sao G106 hanh
B6 phan mot cura | trich luc hd tich truc ti€p; qua buu chinh

chinh hodc ban dién tir ban sao trich
luc ho tich

Tong thoi gian: 01 ngay
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