Phu luc 2

" GIAI QUYET CUA SO TU PHAP, UY BAN NHAN DAN CAP XA, TINH CAO BANG ‘
(Kem theo Quyeét dinh so:887/0D-UBND ngay 27thang 6 nam 2025 cua Chu tich Uy ban nhan dan tinh Cao Bang)

I. QUY TRINH NOI BO GIAI QUYET THU TUC HANH CHINH CAP TINH (02 TTHC)
Quy trinh 01

1. Quy trinh thye hién thii tuc “Cap bén sao trich luc hd tich” (Ma TTHC: 2.000635)

Thur tw Noi dung cong viéc Nguoi thuce hién (%) Thoi gian thuwe hién
cong viéc

- Néu Iya chon hinh thurc nop hd so truc tiép, nguoi yéu cau
cép ban sao Trich luc hd tich, ban sao Giéy khai sinh nop
hd so dé nghi cap ban sao Trich luc ho tich, ban sao Gidy
khai sinh tai Trung tdm Phuc vu hanh chinh (TTPVHCC)
cong c6 tham quyén; ndp phi theo quy dinh phap luat.

Truong hop co quan, to chirc c6 thim quyén dé nghi
cép ban sao Trich luc ho tich, ban sao Giéy khai sinh cua
c4 nhan thi giri vin ban yéu cau néu rd 1y do cho Co quan
Budce 1 quan ly Co s& dir liéu ho tich dién tu. Cong dan, nguoi yéu ciu

- Néu lwa chon hinh thirc ndp ho so truc tuyén, nguoi yéu
cau cép ban sao Trich luc ho tich, ban sao Giéy khai sinh
truy cap Cong dich vu cong quéc gia, xac thuc ngudi ding
theo hudéng dan, dang nhap vao hé théng, lira chon Co quan
quan 1y Co s dit liéu ho tich dién tir c6 tham quyén.

Nguoi yéu cau cip ban sao Trich lyc h¢ tich, ban

sao Gidy khai sinh truc tuyen cung cip thong tin theo mau
dién tir twong tic yéu cau ban sao Trich luc ho tich, cap




ban sao Gidy khai sinh (cung cap trén Cong dich vu cong),
dinh kém ban chyup hoidc ban sao dién tir cac gidy to, tai
lidu lién quan dén ndi dung dé nghi cap ban sao Trich luc
ho tich, ban sao Giay khai sinh;

Nop phi thong qua chirc ning thanh toan truc tuyén
hoic bang cach thirc khac theo quy dinh phap luat, hoan tat
viéc ndp hd so.

Cén bg, Cong chuc tai TTPVHCC kiém tra tinh chinh xac,
day du, thong nhat, hop 1€ cta ho so.

B6 phan tiép nhan va tra két qua

Budc 2 S& Tu phap tai Trung tAm Phuc 01 gio lam viéc
Chuyén ho so vé phong HCTP&BTTP - S¢ Tu phap vu hanh chinh cong
. Phan cong thy 1y hd so: Kiém tra, chuyén hd so cho chuyén o . e ia
Budce 3 vién phong HCTP&BTTP xir I ho so Lanh dao phong HCTP&BTTP 01 gio lam viée
Tham tra hd so ‘(thém tra tinh thong nhat, hop 18 cua cac
) thong tin trong ho so, gidy to, tai liéu do nguoi yéu cau ndp, Chuyén vién phong o
Buée 4 | yyét trinh hogc dinh kém). HCTP&BTTP 03 gio lam viée
In ban sao Trich luc ho tich chuyén lanh dao phong
Budce 5 Kiém tra, trinh ldnh dao S& ky ban sao Trich luc hd tich Lanh dao phong HCTP&BTTP 01 gio lam viéc
Budc 6 Ky ban sao Trich luc ho tich chuyén dén bo phan van thu Lanh dao So Tu phap 01 gio lam viéc
, DPong dau; chuyén két qua giai quyét tha tuc hanh chinh g 7 ST
Budc 7 dén TTPVHCC Van thu S¢ 01 gio lam viéc
B6 phan tiép nhan va tra két qua | Khong tinh thoi gian
Budc 8 | Tra két qua cho ca nhan, t6 chuc S¢ Tu phép tai Trung tdm Phyc

vu hanh chinh cong

Tong thoi gian giai quyét TTHC

01 ngay lam viéc




(1) Cic gidy to cong dan phdi tdi lén:

* Gidy to phai ndp:

- Vian ban ty quyén theo quy dinh cua phap luat trong trudng hop ty quyén thie hién yéu cau cdp ban sao Trich luc ho tich, ban sao
giéy khai sinh. Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van ban uy
quyén khong phai ching thrc.

* Gidy to phai xuit trinh:

- Ho chiéu/Thé can cude cong dan/Thé cin cudc/Cin cude dién ti/Gidy ching nhan cin cude hoic cac gidy td khac co dan anh
va thong tin ca nhan do co quan c6 thim quyén cap, con gia trj sit dung dé chimg minh vé nhan than cta ngudi yéu cau cip ban sao
Trich luc ho tich, ban sao Gidy khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to nay da co trong CSDLQGVDC,
CSDLHTPDT, duoc hé théng dién ty dong thi khong phai tai 1én (theo hinh thire truc tuyén).

Truong hop gti hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6 ching thuc cac gidy to phai xut trinh néu trén.

*Luuy

- Ca nhan co quyén lwa chon thuc hién thi tuc hanh chinh vé hé tich tai co quan dang ky ho tich noi cuw tru; noi cuw tru cua ca
nhan dwoc xdc dinh theo quy dinh cua phap ludt vé cu trii. T ruwong hop ca nhan lya chon thyc hién thu tuc hanh chinh vé hé tich khong
phdi tai Uy ban nhan déan cdp xd noi thuong trii hodc noi tam trii thi Uy ban nhdn dan cdp xd noi tiép nhdn yéu cau cé trach nhiém hé
tro' nguwoi dan ndp ho so dang ky hé tich triee tuyén dén diing co quan cé tham quyén theo quy dinh.

- D6i v6i gidy to ndp, xudt trinh néu nguoi yéu cau ndp ho so theo hinh thire truc tiép:

+ Ngueoi yéu cau dang ky ho tich ¢é thé ndp ban sao dwoc chitng thuwce tir ban chinh hodc bdn sao dwge cap tir s6 goc (sau ddy goi
la ban sao) hodc ban chup kém theo ban chinh, ban dién tir cdc gidy to ndy, bao gém ca gidy to dwoc tich hop, hién thi trén Ung dung
dinh danh dién tw (VnelD).

Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy td thi nguoi tiép nhan ¢ trach nhiém kiém tra, dbi chiéu ban
chup v6i ban chinh va ky xac nhédn, khong duoc yéu cau ndp ban sao gidy to do.

Déi v6i gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém kiém tra, dbi chiéu, ghi lai thong tin hodc chup lai,
ky xac nhan dé luu trong hd so va tra lai cho ngudi xuét trinh, khong dugc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, da ho so ding ky ho tich theo quy dinh ciia phap luat ho tich, khong dugc yéu
cau ngudi dang ky ho tich ndp thém gidy t& ma phép luat ho tich khong quy dinh phai nop.



Nguoi tiép nhan ho so thuc hién khai thac thong tin trong CSDLQGVDC theo quy dinh phép luit néu ngudi yéu cau dang ky ho
tich da cung cép ho, chir dém, tén; ngay, thang, nam sinh; s6 dinh danh c4 nhan/thé cin cudc cong dan/thé can cudc/can cudce dién tir.
Truong hop cac thong tin can khai thac khong ¢ trong CSDLQGVDC thi dé nghi ngudi yéu cau ké khai day du.

- D6i v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc trire tuyén:

+ Ban chyp cac giéy to gui kem theo hd so cép ban sao Trich luc ho tich, ban sao Giéy khai sinh truc tuyén phai bao dam rd nét, déy
du, toan ven vé ndi dung, 1a ban chup béng may anh, dién thoai hodc dugc chup, duoc quét bﬁng thiét bi dién tir, tur giéy to duoc cép hop I¢,
con gia tri s dung.

+ Truong hop gidy td, tai lidu phai giri kém trong ho so cip ban sao Trich luc ho tich, ban sao Gidy khai sinh truc tuyén da c6 ban
sao dién tr hodc ban dién tr giéy to ho tich thi nguoi yéu cau dugc st dung ban dién tir nay.

- Trudng hop ngudi yéu cau cap ban sao Trich luc ho tich, ban sao Gidy khai sinh khong cung cip day du hodc cung cép cac
thong tin khong chinh xac, khong thé tra ctru duoc thong tin thi co quan ding ky ho tich tir chdi giai quyét.

- Gidy to do co quan c6 tham quyén clia nudc ngoai cap, cong ching hodc xac nhan dé sir dung cho viéc dang ky ho tich tai Viét
Nam phai dugc hop phap hoa lanh sy theo quy dinh cta phap luat, trir truong hop dugc mién theo diéu udc qudc té ma Viét Nam la
thanh vién.

- Truong hop ngudi yéu ciu ding ky ho tich lua chon nhan két qua tai Trung tam Phuc vu hanh chinh céng thi ngudi yéu cau dang ky
ho tich phai xuat trinh gidy to tuy than, ndp cac gidy to 1a thanh phan hd so theo quy dinh.

- Truong hop nguoi yéu cau dang ky ho tich khong Iua chon nhan két qua tai Trung tam Phuc vu hanh chinh c¢éng thi ngudi yéu cau
dang ky ho tich ndp cac gidy to 1a thanh phan ho so theo quy dinh trude khi nhan két qua.



] Quy trinh 02
2. Quy trinh gidi quyet thi tuc: “Xac nhén thong tin h{ tich” (Ma TTHC: 2.002516) 7
a) Quy trinh gidi quyét thi tuc: “Xac nhin théng tin ho tich” (M& TTHC: 2.002516) (Truwong hop khong kiém tra, xac minh)

Thur ty NOi dung cong viéc Trach nhiém thwe hién Thoi gian
cong viéc thue hién

- Néu ndp ho so truc tiép: ngudi co yéu cau cap xac nhan
thong tin ho tich ndp ho so dé nghi cap xac nhan thong tin
ho tich tai TTPVHCC tinh.

- Néu lga chon hinh thirc ndp ho so truc tuyén, nguodi yéu
cau cdp xac nhan thong tin ho tich truy cap Cong

DVCQG, xac thuc ngudi dung theo huéng dan, ding nhap

Bude 1 Cong dan, nguoi yéu cau

vao hé théng, lga chon Co quan quan 1y Co sé dir li¢u ho
tich dién tir c6 tham quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti tuong
tac, tai 1én cac giy to can thiét®

Nop phi thong qua chirc ning thanh toan truc tuyén hoic
truc tiép.

- Tiép nhan: Céan b, Cong chuc tiép nhan hd so tai
TTPVHCC c¢6 trach nhiém kiém tra tinh chinh x4c, day
du, théng nhét, hop 1€ cua hd so.

+ Truong hop ho so day du, hop 1¢ thi tiép nhan h6 so, ¢6 | g 6 phan tiép nhan va tra két qua giai
’ phleu hen, tra két qua cho nguoi c6 yéu cau (ndp truc tiép), co quyét thii tuc hanh chinh (TTHC) cia
Budc 2 phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan S6 Tu phép tai Trung tm phuc vu
h@n tra két qua qua dién thoal. di dong cho ngudi co yéu hanh chinh cong (TTPVHCC)
cau (ndp truc tuyén) dong thoi chuyén phong Hanh chinh
tu phap va Bo trg tu phap (HCTP&BTTP) xu ly hé so
Néu nop truc tiép can bo tiép nhan hd so tai TTPVHCC
thuc hién sb hoa (sao chup, chuyen thanh tai liéu dién tr

04 gio lam viée




trén hé thong thong tin, co s¢ dir liéu) va ky sO vao tai
lidu, hd so giai quyét thu tuc hanh chinh d3 duoc sb hoa
theo quy dinh.

+Truong hop ho so chua ddy du, hop 1¢ thi c6 thong bao
cho nguoi yéu cau bo sung, hoan thién hd so, néu 1o loai
gidy t0, ndi dung can bod sung dé nguoi co yéu cau bd
sung, hoan thién. Sau khi hd so duogc bod sung, thyc hién
lai.

+ Trudng hop ngudi cé yéu cau cip xac nhan thong tin ho
tich khong bd sung, hoan thién duoc hd so thi béo céo
Truéng bd phan mot ctra c¢6 thong bao tir chdi giai quyét
yéu cau x4c nhan thong tin hd tich.

Budc 3

Phén cong xir 1y: Kiém tra, chuyén ho so cho chuyén vién
phong HCTP&BTTP xtr Iy ho so

Lanh dao phong HCTP&BTTP

02 gio lam viéc

Budc 4

Tham tra ho so (tham tra tinh thong nhat, hop 1& cua cac
thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp,
xuét trinh hodc dinh kém).

- Trudng hop hd so can bd sung, hoan thién hodc khong
du diéu kién giai quyét, phai tir chdi thi gui thong bao vé
tinh trang hd so t6i TTPVHCC dé thong bao cho nguoi
ndp ho so — thue hién lai.

+ Truong hop can phai kiém tra, xac minh lam rd hoic do
nguyén nhan khac ma khong thé tra két qua dung thoi gian
da hen, thi cong chirc lam cong tac ho tich 1ap Phiéu xin
16i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham
tra két qua va thoi gian hen tra két qua, chuyén TTPVHCC
dé tra cho nguoi co yéu cau(ndp hd so truc tlep)

+ Giri Phiéu xin 18i va hen lai ngay tra két qua qua thu
dién tir hodc gui tin nhéan qua dién thoai di dong cho nguoi
¢6 yéu cau (ndp truc tuyén)

- Néu thay ho so day du, hop 1¢, dung quy dinh, thong tin

Chuyén vién phong HCTP&BTTP

01 ngay lam viéc




trong Co s& dir liéu ho tich dién tir va thong tin dé nghi xac
nhan 13 dung, trudng hop tiép nhan hd so cAp xac nhan thong
tin hd tich theo hinh thirc truc tiép, thi cong chirc lam cong
tac ho tich in Van ban xac nhén théng tin ho tich trinh 1anh

dao phong.

Bude 5 Is(éem tra Van ban xac nhan thong tin hg tich trinh lanh dao Lanh dao phong HCTP&BTTP 02 gid> lam viée
Budc 6 Ky vin ban x4c nhan théng tin ho tich chuyén vin thu Lanh dao So 04 gio lam viéc
Budc7 | Béng dau chuyén két qua dén TTPVHCC Vin Thu S¢ 04 gio lam viée
B0 phén tiép nhan va tra két qua giai N

Budc 8 Tra két qua cho c4 nhan, to chirc quyét TTHC cua S¢ Tu phap tai Nggzjalf(ES thl nél:an

TTPVHCC yeretqu
Tong thoi gidi quyét TTHC 03 ngay lam viéc

(1) Cac gid')f to' cong dan phdi tdi lén:

* Giay to phai ngp:

- Giéy to, tai liéu co6 lién quan dén noi dung dé nghi xac nhan thong tin ho tich;

- Vian ban uy quyén (duoc chimg thyuc) theo quy dinh cua phap luit trong trudng hop ty quyén thue hién viée xin cdp xac nhan
thong tin ho tich. Truong hop nguodi duge uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguodi uy quyén thi van
ban Gy quyén khong phai chimg thuc.

* Gidy to phai xuit trinh:

- Ho chiéu/Thé cin cudce cong dan/Thé can cudc/Can cude dién th/Giéy chirng nhan can cudc hodc cac giéy to khac c6 dan anh
va thong tin c4 nhan do co quan c6 thAm quyén cép, con gié tri sir dung dé ching minh vé nhan than ctia ngudi yéu cau cap xac nhan
thong tin ho tich. Truong hop cac thong tin c4 nhan trong cac gidy to nay di cé trong CSDLQGVDC, CSDLHTDT, duogc hé théng dién
tu dong thi khong phai tai 1én (theo hinh thire tryc tuyén);




- Gidy to c6 gia tri ching minh thong tin vé cu tra trong trudng hop co quan quan Iy Co s dit liéu ho tich dién tir khong thé khai
thac dugc thong tin vé noi cu trii cia cong dan theo cac phuong thire quy dinh tai khoan 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP
ngay 21/12/2022 ciia Chinh phu. Truong hop cac thong tin vé gidy to chiimg minh noi cu tra da duoc khai thac tr CSDLQGVDC
bang cac phuong thirc ndy thi ngudi yéu cau khong phai xuat trinh (theo hinh thire tryc tiép) hodc tai 1én (theo hinh thire truc tuyén).

Truong hop gt hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6 chimg thyuc cac gidy to phai xut trinh néu trén.

*Luuy

- Ca nhan co quyén lwa chon thuc hién thi tuc hanh chinh vé hé tich tai co quan dang ky ho tich noi cw tru, noi cw tru cua ca
nhan dwoc xdc dinh theo quy dinh cua phadp ludt vé cu tri. T ruong hop cd nhan lya chon thyc hién thu tuc hanh chinh vé hé tich khong
phdi tai Uy ban nhan déan cdp xd noi thwong trit hodc noi tam trii thi Uy ban nhdn dan cdp xd noi tiép nhdn yéu cau cé trach nhiém ho
tro nguwoi dan ndp hoé so dang ky hé tich triec tuyén dén diing co quan cé tham quyén theo quy dinh.

- B6i v6i gidy to ndp, xudt trinh néu nguoi yéu cau ndp ho so theo hinh thire tryc tiép:

+ Nguoi yéu cau dang ky hé tich ¢é thé nép ban sao dwege chirng thuwc tir ban chinh hodc ban sao dwoc cdp tir s6 goc (sau ddy goi
la ban sao) hodc ban chup kém theo ban chinh, ban dién tir cdc gidy to ndy, bao gém cd gidy to dwoc tich hop, hién thi trén Ung dung
dinh danh dién tur (VnelD).

Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhan co trach nhiém kiém tra, d6i chiéu ban
chup véi ban chinh va ky xac nhéan, khong dugc yéu cau ndp ban sao gidy to do.

Doi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan c6 trach nhiém kiém tra, ddi chiéu, ghi lai thong tin hodc chup lai,
ky xac nhan dé luu trong hd so va tra lai cho ngudi xuét trinh, khéng dugc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi tiép nhan co trach nhiém tiép nhan dang, du hd so dang ky ho tich theo quy dinh cia phap luat ho tich, khong duoc yéu
cau nguoi ding ky ho tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

+ Trwong hop nguoi yéu cau ding ky hé tich cung cdp thong tin vé gidy to hé tich ciia cd nhan da dwoc dang ky, co quan ding ky ho
tich ¢6 trach nhiém tra ciru thong tin trén Hé thong thong tin gidi quyét thi tuc hanh chinh cdp tinh théng qua két néi véi Co so div lidu hé
tich dién tr, CSDLOGVDC. Truong hop khong tra cuu duwoc do khong co thong tin trong Co so dir liéu ho tich dién tu, CSDLOGVDC thi co
quan dang ky ho tich yéu cau nguwoi di ding ky hé tich ndp/xudt trinh gidy to lién quan dé chitng minh.

- Dbi voi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thire tryc tuyén:

+ Ban chup cac gidy t giri kém theo hd so cdp xac nhan thong tin ho tich truc tuyén phai bao dam rd nét, day du, toan ven vé noi
dung, 13 ban chup bang mdy anh, dién thoai hodc duoc chup, duoc quét bang thiét bi dién tir, tir gidy to duwoc cip hop 16, con gid trj str dung.



+ Trudng hop gidy to, tai liéu phai giri kém trong hd so cap xac nhan thong tin ho tich trire tuyén da c6 ban sao dién tir hodc ban dién
tir gidy to ho tich thi ngudi yéu cau duoc sir dung ban dién tir ndy.

- Truong hop ngudi yéu cau cip xac nhan thong tin ho tich khéng cung cap ddy du hoidc cung cp cac thong tin khong chinh xac,
khong thé tra ctiru duoc thong tin thi co quan dang ky ho tich tir chdi giai quyét.

- Gidy to do co quan c6 tham quyén ctia nu6e ngoai cap, cong ching hodc xac nhan dé sir dung cho viée dang ky ho tich tai Viét
Nam phai dugc hop phap hoa lanh sy theo quy dinh cta phap luat, trir truong hop duge mién theo diéu udc quoc té ma Viét Nam 1a
thanh vién.

- Truong hop ngudi yéu cau ding ky ho tich lua chon nhan két qua tai Trung tam Phuc vu hanh chinh céng thi ngudi yéu cau dang ky
ho tich phai xuét trinh gidy to tuy than, ndp cac gidy t& 1a thanh phan hd so theo quy dinh.

- Truong hop nguoi yéu cau dang ky ho tich khong lya chon nhan két qua tai Trung tam Phuc vu hanh chinh cong thi nguoi yéu cau
dang ky ho tich ndp cac gidy to 1a thanh phan ho so theo quy dinh truéce khi nhan két qua
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b) Quy trinh giai quyét thii tuc “Xac nhan théng tin hd tich” (Ma TTHC: 2.002516) (trweong hop phdi tra, xac minh)

Thur tw
cong viéc

NOi dung cong viéc

Trach nhiém thyc hién

Thoi gian
thue hién

- Néu nop hod so truc t1ep nguoi c¢6 yéu cau cap xac nhan
thong tin ho tich nop ho so dé nghi cip xac nhan thong tin
ho tich ta1 TTPVHCC tinh.

- Néu lya chon hinh thire nop ho so truc tuyén, nguoi yéu
cdu cip xac nhan thong tin ho tich truy cap Cong
DVCQG, xac thuc nguoi dung theo huéng dan, ding nhap

Buoe | vao hé thong, lya chon Co quan quan Iy Co so dit liéu ho Cong dan, ngudi yéu cau
tich dién tir c6 tham quyén;
Cong dan dién c4c thong tin trén Bicu mu dién tir trong
tac, tai I1én cac giay to can thiét ,
Nop phi théng qua chirc nang thanh toan tryc tuyén hoac
truc tiep.
Bude 2 Kiém tra tinh chinh x4c, ddy du, thong nhét, hop 1¢ ciia hd | Bo phan tiép nhan va tra két qua 04 gids 1am viéc

SO.

giai quyét TTHC tai TTPVHCC
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Kiém tra, chuyén hdé so cho chuyén vién phong

Budc 3 HCTP&BTTP xir Iy hd so Lanh dao phong HCTP&BTTP 01 ngay lam viéc
Thim tra hd so (thim tra tinh thong nhit, hop 1& cua cac

Buoc 4 thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, Chuyén vién phong HCTP&BTTP 06 ngay lam viéc
Xuét trinh).

Buée 5 Is(éem tra van ban xac nhan thong tin ho tich trinh 1anh dao Lanh dao phong HCTP&BTTP 01 ngay lam viée

Budc 6 Ky van ban xac nhan théng tin ho tich chuyén van thu Lanh dao So 01 ngay lam viéc

Budc7 | Béng diu chuyén két qua dén TTPVHCC Vin Thu So 04 gio 1am viéc

B phan tiép nhan va tra két qua 1A
Budc 8 Tra két qua cho c4 nhan, t6 chirc giai quyét TTHC cua So Tu phap Ngay sau khi nhan

tai TTPVHCC

duoc két qua

Tong thoi giai quyét TTHC

10 ngay lam viéc
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I1. QUY TRINH NQI BQ GIAI QUYET THU TUC HANH CHINH CAP XA (39 TTHC)

1. Quy trinh thie hién thi tuc “diing ky khai sinh” (M3 s6 TTHC: 1.001193)

Quy trinh 01

Thir tw
cong viéc

Noi dung cong viéc

Nguwai thue hién (*)

Thoi gian thue
hién

Budc 1

- Néu ndp ho so tryc tiép: ngudi c6 yéu cau ndp ho so tai
TTPVHCC cép xAi.

- Néu lya chon hinh thirc nop ho so truc tuyén, ngudi yéu cau
dang ky khai sinh truy cdp Cong DVCQG, xic thuc nguoi
dung theo hudng dan, ding nhap vao hé théng, Iwra chon Uy
ban nhan dan cap xa c6 tham quyén;

Cong dan dién céac thoéng tin trén biéu mau dién tr twong tac,
tai 18n céc gidy to can thiét

Nop 1é phi néu thudc truong hop phai ndp 1é phi ding ky khai
sinh qua chtrc nang thanh toan tryc tuyén hodc truc tiép.

C4a nhan, nguoi yéu cau

Khong tinh thot
gian

Budc 2

- Can bd tiép nhan ho so tai TTPVHCCc6 trach nhiém kiém tra
tinh chinh x4c, day du, thong nhét, hop 1& ciia ho so.

(i) Truong hop hd so day du, hop 1€ thi tiép nhan hd so; néu tiép
nhan ho so sau 15 gio thi ¢o Phiéu hen, tra két qua cho nguoi yéu
cau trong ngay 1am viéc tiép theo (néu ngudi yéu ciu ndp hd so
tryc tiép) hodc giri ngay Phiéu hen, tra két qua qua thu dién tir
hodc giri tin nhan hen tra két qua qua dién thoai di dong cho
ngudi yéu cau (néu nguoi yéu cau ndp hd so truc tuyén);
chuyén hd so dé cong chirc tu phap - ho tich xir 1y; truong hop
tiép nhan hd so tai Trung tdm Phyuc vu hanh chinh cong cap
tinh, can bo tiép nhan ho so chuyén hd so dén Uy ban nhan dan
cAp xi c6 tham quyén xir 1y.

(ii) Truong hop ho so chua day du, hop 16 thi can b tiép nhan ho
so théng bao cho ngudi yéu cau b sung, hoan thién hd so, néu rd

B0 phéan ’tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

02 gid lam viée
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loai gidy to, noi dung can bd sung dé nguoi yéu cau bd sung,
hoan thién. Sau khi hd so duoc bd sung, thuc hién lai bude (i);
(iii) Truong hop ngudi yéu cau dang ky khai sinh khong bd
sung, hoan thién dugc ho so thi can bod tiép nhén hd so bao céo
Lanh dao Trung tdm Phuc vu hanh chinh cdng co6 thong bao tir
chdi giai quyét yéu cau dang ky khai sinh.

- Chuyén hé so dén Cong chirc tu phap - ho tich.

Budc 3

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai liéu do
ngudi yéu cau ndp, xuat trinh hodc dinh kém).

+ Trudng hop hd so can b sung, hoan thién hodc khong du
diéu kién giai quyét, phai tir chdi thi cong chirc tu phap - ho
tich gtri thong bao vé tinh trang hd so t6i Trung tam Phuc vu
hanh chinh cong dé thong bao cho nguoi ndp hd so — thuc hién
lai budc (i1) hoac (iii);

+ Truong hop can phai kiém tra, x4c minh lam rd hodc do
nguyén nhan khac ma khong thé tra két qua ding thoi gian da
hen thi cong chire tu phap - ho tich lap Phiéu xin 15i va hen lai
ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi
gian hen tra két qua, chuyén Trung tdm Phyc vu hanh chinh
cong dé tra cho nguoi yéu cau (néu ngudi yéu cau ndp hd so
tryc tiép), hodc guri Phiéu xin 16i va hen lai ngay tra két qua
qua thu dién tir hodc gui tin nhin qua dién thoai di dong cho
ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Néu thiy ho so day du, hop 1¢, diing quy dinh, truong hop tiép
nhan hd so diang ky khai sinh theo hinh thirc truc tiép, thi cong
chirc tur phap - ho tich thuc hién ghi vao S6 ding ky khai sinh,
cap nhat thong tin dang ky khai sinh trén Phan mém ding ky,
quan 1y ho tich dién tir dung chung va chuyén thong tin dén

Cong chirc tu phap - ho tich cap xa

04 gid lam viée
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CSDLQGVDC dé lay Sé dinh danh ca nhan.

Trudng hop tiép nhan hd so dang ky khai sinh theo hinh
thirc truc tuyén, cong chirc tu phap - ho tich giri lai biéu mau
Gidy khai sinh dién tir voi thong tin ddy da cho ngudi yéu cau qua
thu dién tir hodc thiét bj so.

Nguoi yéu cau ¢ trach nhiém kiém tra tinh chinh xac,
day du cia cac thong tin trén biéu mau Gidy khai sinh dién tir
va xac nhan (t6i da mot ngay).

Néu nguoi yéu cau xac nhan thong tin di thong nhat, day du
hoic khong c6 phan hdi sau thoi han mot ngay thi cong chic
tu phdp - ho tich thuc hi¢n ghi nd1 dung vao So dang ky khai
sinh, cap nhat thong tin ding ky khai sinh trén Phan mém ding
ky, quan 1y ho tich dién tr ding chung va chuyén thong tin dén
CSDLQGVDC dé lay Sé dinh danh c4 nhan

- Sau khi CSDLQGVDC tra vé Sb dinh danh ca nhan, cong chirc
tu phap - ho tich in Gidy khai sinh, ban sao Gidy khai sinh trinh
Lanh dao Uy ban nhan dan cap xa ky.

Budc 4 Ky giéy khai sinh chuyén dén van thu UBND cép xa Lanh dao UBND cép €] 01 gio lam viéc
, DPong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua _ T N

Budce 5 gidi quyét TTHC tai TTPVHCC cAp xi Vian thu UBND cap xa 01 gio lam viéc

B6 phén tiép nhan va tra két qua A o

Budc 6 Tra két qua cho ca nhan, ngudi yéu cau giai quyet TTHC tai TTPVHCC Khon%itéﬁh thoi

cap xa

Tong thoi gian giai quyét TTHC

01 ngay lam viéc




15

2. Quy trinh thyc hién thi tuc “ding ky khai sinh ¢6é yéu t6 nwée ngoai” (Ma s6 TTHC: 2.000528)

Quy trinh 02

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thue hién (%)

Thoi gian thue
hién

Budc 1

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cép xa.

- Néu Iya chon hinh thitrc ndp hd so truc tuyén, nguoi yéu cau
dang ky khai sinh truy cdp Cong dich vy cong quéc gia, Xac
thuc nguoi dung theo hudng dan, dang nhap vao hé thong, lua
chon Uy ban nhan dén cap xa c6 tham quyén;

Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 18n céc gidy to can thiét

Nop 1é phi néu thudc truong hop phai ndp 1é phi ding ky khai
sinh qua chirc ning thanh toan truc tuyén hodc truc tiép.

C4a nhan, nguoi yéu cau

Khong tinh thot
gian

Buodc 2

- Can bd tiép nhan ho so tai Trung tim Phuc vu hanh chinh
cong co trach nhiém kiém tra tinh chinh xac, déy du, théng
nhat, hop 1¢ ctia ho so.

- Chuyén ho so dén Cong chire tu phap - h tich.

B0 phéan ,tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC
cap xa

02 gio lam viée

Budc 3

- Cong chirc tu phap - ho tich tham tra ho so (thdm tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
nguoi yéu cau ndp, xuat trinh hoic dinh kém).

- Sau khi CSDLQGVDC tra vé S6 dinh danh c4 nhan, cong chirc
tu phap - ho tich in Gidy khai sinh trinh Lanh dao Uy ban nhan
dan cép xa ky.

Cong chirc tr phap - ho tich cap xa

04 gid lam viée

Buoc 4

Ky Giay khai sinh chuyén dén vin thu xa

Lanh dao UBND cap x4

01 gio lam viée

Budc 5

DPong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC cap xa

Vin thu UBND cép xa

01 gio lam viée
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, ‘ B6 phan ’tiép nhan va tra két qua Khone tinh thoi
Budc 6 | Tra két qua cho cd nhan, ngudi yéu cAu giai quyét TTHC tai TTPVHCC gian
cap xa g
Téng thoi gian giai quyét TTHC 01 ngay lam viéc
’ Quy trinh 03
3. Quy trinh thywe hién thi tuc “dang ky lai khai sinh” (Ma so TTHC: 1.004884) (truong hgp khong xac minh)
Thur tw Noi dung cong viéc Nguoi thuce hién (%) Thoi gian thue
cong viéc hién
- Néu ndp ho so truc tiep: ngu(‘yj cO y€u cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép xa.
- Néu lua chon hinh thtrc ndp hd so truc tuyén, ngum yéu cau
dang ky khai sinh truy cap Cong dich vu cong quoc gia, Xac
Buse 1 thue nguoi dung theo hudng dan, dang nhép vao h¢ théng, lua C# nhan, ngudi yéu ciu Khong _tlnh thot
chon Uy ban nhan dan cap xa c6 tham quyén; gian
Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 1én cac giay to can thict
Nop 1€ phi néu thude truong hop phai ndp 1€ phi, qua chirc ndng
thanh toan truc tuyén hoac truc ti€p.
- Cén bo tiép nhén hd so tai TTPVHCC c6 trach nhiém kiém | Bo phan tiép nhan va tra két qua
Bu6c 2 | tra tinh chinh x4c, day du, thong nhat, hop 1¢ ctia hd so. giai quyét TTHC tai TTPVHCC | 0,5 ngay lam viéc
- Chuyén ho so dén Cong chirc tu phép - ho tich. cap xa
} - Cong chire tu phap - ho tich tham tra ho so (tham tra tinh thong | ) L o
Bude 3 nhét, hop 1& clia cac thong tin trong ho so, gidy to, tai liéu do Cong chic twphdp -ho tich capxa | 02 ngay lam vice
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nguoi yéu cau ndp, xuat trinh hoic dinh kém).

- Sau khi CSDLQGVDC tra vé Sb dinh danh c4 nhan, cong chirc
tir phap - ho tich in Gidy khai sinh trinh Lanh dao Uy ban nhan
dan cap xa ky.

Budc 4 Ky gi'fly khai sinh chuyén dén van thu xa Lanh dao UBND cép xa 0,5 ngay lam viéc
. Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua 9 I s en
Budc 5 gidi quyét TTHC tai TTPVHCC cap xi Vian thu UBND cap xa 01 gio lam viéc
B6 phan tiép nhan va tra két qua A w
Buéc 6 | Tra két qua cho ca nhan, nguoi y&u ciu gidi quyét TTHC tai TTPVHCC Khonfé it;‘;h tho

cap xa

Tong thai gian giai quyét TTHC

03 ngay lam viéc

4. Quy trinh thyc hién thi tuc “ding ky lai khai sinh” (M3 s6 TTHC: 1.004884) (trudng hop xac minh)

Quy trinh 04

Thir tw Noi dung cong viéc Nguwoi thue hién (¥*) Thoi gian thue
cong viéc hién
- Néu ndp ho so truc tiép: ngudi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cép xa.
- Néu Iya chon hinh thitrc ndp hd so truc tuyén, nguoi yéu cau
dang ky khai sinh truy cap Cong dich vy cong quéc gia, Xac
Buse 1 thuc ngucn dung theo hu:ong dan, dang nhap vao hé thong, lya C# nhén, ngudi yéu ciu Khoéng .tinh thoi
chon Uy ban nhan dan cép x3 c6 thim quyén; gian

Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 1&n cc giay to can thiét

Nop 1€ phi néu thude truong hop phai ndp 1€ phi, qua chirc nang
thanh toan truc tuyén hoic truc tiép.
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- Can bo tiép nhan hd so tai Trung tdam Phuc vu hanh chinh
cong cé trach nhiém kiém tra tinh chinh xac, day du, théng

Bo phan tiép nhan va tra két qua

Budc 2 nhét, hop 18 cita h so. giai quyet T"l;IE—éIC thl TTPVHCC 0,5 ngay lam viéc
- Chuyén h so dén Cong chirc tur phap - ho tich. 3
- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thng
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
Bude 3 ngudi yéu cau ndp, xuit trinh hodc dinh kém). Cone chite tu vhan - ho tich cin X3 08 neav I N
oe - Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong chirc Ong CAUC i phap = Ao Hch cap neay fam viee
tur phap - ho tich in Gidy khai sinh trinh Lanh dao Uy ban nhan
dan cap xa ky.
Budc 4 Ky giéy khai sinh chuyén dén van thu xa Lanh dao UBND cép xa 01 ngay lam viéc
, Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua _ T e
Budc 5 gidi quyét TTHC tai TTPVHCC cp xa Vian thu UBND cap xa 0,5 ngay lam viéc
B6 phén tiép nhan va tra két qua e
Budc 6 | Tra két qua cho cé nhan, nguoi yéu ciu oidi quyét TTHC tai TTPVHCC Khon% it;ﬁh tho

cap xa

Tong thoi gian giai quyét TTHC

10 ngay lam viéc
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Quy trinh 05
5. Quy trinh thure hién thii tuc “ding ky lai khai sinh c6 yéu t6 nwée ngoai” (Ma s6 TTHC: 2.000522) (truong hop IZh()ng Xac
minh)
:l“hu’ t."f N§i dung cong viéc Nguai thue hién (*) Thot slan thye
cong viec hién
- Néu nop ho so truc tiép: ngudi co yéu cau ndp hd so tai Trung
tam Phuc vu hanh chinh cong cép xa.
- Néu lya chon hinh thitrc ndp hd so truc tuyén, nguoi yéu cau
dang ky khai sinh truy cap Cong dich vu cong quéc gia, Xac
Buse 1 thyc nguoi dung theo huong dan, dang nhap vao hé thong, lua C4 nhén, ngudi yéu ciu Khoéng -tinh thoi
chon Uy ban nhan déan cép x3 c6 thim quyen; gian
Cong dan dién cac thong tin trén Biéu mau dién tir tuong tac,
tai 18n céc gidy to can thiét
Nop 1é phi néu thudc truong hop phai ndp 1é phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép.
- Can b tiép nhan hd so tai TTPVHCC c¢6 trach nhiém kiém B6 phan tiép nhan va tra két qua
Bu6c 2 | tra tinh chinh xéc, ddy du, thong nhat, hop 18 caa hd so. giai quyét TTHC tai TTPVHCC | 0,5 ngay lam viéc
- Chuyén ho so dén Cong chire tu phap - ho tich. cap x4
- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1& clia cac thong tin trong ho so, gidy to, tai liéu do
, nguol yéu cau ndp, xuat trinh hodc dinh kem). . , , o o
Buoe 3 - Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong chirc Cong chirc twphap -ho tich cdpxa | 02 ngay lam viee
tur phap - ho tich in Gidy khai sinh trinh Lanh dao Uy ban nhin
dan cap xa ky.
Budc 4 Ky giéy khai sinh chuyén dén van thu xa Lanh dao UBND cép xa 0,25 ngay lam viéc
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DPoéng dau, chuyén két qua dén Bo phan tiép nhan va tra két qua

Budc 5 gidi quyét TTHC tai TTPVHCC cAp xi Van thu UBND cap xa 0,25 ngay lam viéc
B6 phan tiép nhan va tra két qua A "
Budc 6 Tra két qua cho ca nhan, nguoi yéu cau giai quyet TTHC tai TTPVHCC Khong it;]lh thoi
cap xa g
Tong thoi gian giai quyét TTHC 03 ngay lam viéc

Quy trinh 06
6. Quy trinh thyc hién thi tuc “dang ky lai khai sinh ¢6 yéu t6 nwéc ngoai” (Ma s6 TTHC: 2.000522) (treong hop Xac minh)

:l“hu’ t.l’f Noi dung cong viéc Nguoi thue hién (*) Thot stan thye
cong viec hién

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cép xa.

- Néu lua chon hinh thtrc ndp hd so truc tuyén, ngum yéu cau
dang ky khai sinh truy cap Cong dich vu cong quéc gia, Xac
thue nguoi dung theo hudng dan, dang nhép vao hé thong, lua
chon Uy ban nhan dan cap xa c6 tham quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti twong tac,
tai 18n cac gidy to can thiét

Nop 1€ phi néu thudc truong hop phai ndp 1€ phi, qua churc nang
thanh toan truc tuyén hoac truc tiép.

Khoéng tinh thoi

Ca nhan, nguoi yéu cu .
gian

Budc 1
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- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém

B6 phén tiép nhan va tra két qua

BuGc2 | tra tinh chinh x4c, ddy du, thong nhat, hop 1¢ ctia hd so. giai quyét TTHC tai TTPVHCC | 0,5 ngay lam viéc
- Chuyén ho so dén Cong chirc tu phép - ho tich. cap xa
- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 18 cua cac thong tin trong hd so, gidy to, tai liu do
Bue3 | meuwoiyéu cau ndp, xuét trinh hodc dinh kém). Cone chite tr phin - hé tich cho xd | 18 nodv 1am via
Hoe - Sau khi CSDLQGVDC tra vé Sb dinh danh cé nhan, cong churc ong chue it phap = ho tich cap gay fam vice
tur phap - ho tich in Gidy khai sinh trinh Lanh dao Uy ban nhan
dan cap xa ky.
Budc 4 Ky giéy khai sinh chuyén dén van thu xa Lanh dao UBND cép xa 01 ngay lam viéc
) Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua . P N,
Budce 5 gidi quyét TTHC tai TTPVHCC cip x& Vian thu UBND cap xa 0,5 ngay lam vi¢c
B6 phan tiép nhan va tra két qua A .
Budc 6 | Tra két qua cho ca nhan, ngudi yéu ciu giai quyét TTHC tai TTPVHCC Khon*‘é it;ﬁh thoi

cap xa

Tong thoi gian giai quyét TTHC

20 ngay lam viéc

Quy trinh 07

7. Quy trinh thyce hién thi tuc “ding ky nhin cha, me, con” (Ma s6 TTHC: 1.001022) (truong hop khong xac minh)

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thuce hién (%)

Thoi gian thuc
hién
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Budce 1

- Néu ndp ho so truc tiép: ngudi co yéu cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép x4.

- Néu lya chon hinh thire nop hd so truc tuyén, nguoi yéu cau
dang ky nhan cha, me, con truy cap Céng dich vu coéng qudc
gla xac thye ngudi dung theo huong dan, dang nhap vao h¢
thong, Iya chon Uy ban nhén dan cap xa co tham quyén;

Cong dan dién cac thong tin trén Biéu mau dién tir tuong tac,
tai 18n cac gidy to can thiét

Nop 1é phi néu thudc truong hop phai nop 1é phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép.

Ca nhan, nguoi yéu cau

Khong tinh thoi
gian

Budce 2

- Can b6 tiép nhan hod so tai TTPVHCC c6 trach nhiém kiém
tra tinh chinh xéac, day du, thong nhat, hop 18 caa hd so.
- Chuyén ho so dén Cong chire tu phap - h tich.

B6 phan ’tié'p nhan va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

0,5 ngay lam viéc

Buoc 3

- Cong chire tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai liéu do
ngudi yéu cau ndp, xuat trinh hodc dinh kém).

Cong chirc tu phap - ho tich thue hién ghi vao SO dang ky nhan
cha, me, con, cap nhat thong tin dang ky nhan cha, me, con trén
Phan mém dang ky, quan 1y ho tich dién tir ding chung

- Cong churc tu phap - ho tich in Trich luc dang ky nhan cha, me,
con, trinh Lanh dao Uy ban nhan dan cap x4 ky.

Cong chtre tu phap - ho tich cAp xa

01 ngay lam viéc

Budc 4

Ky Trich luc ddng ky nhan cha, me, con chuyén dén vin thu xa

Lanh dao UBND cap xa

0,25 ngay lam viéc

Budc 5

Poéng dau, chuyén két qua dén Bo phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC cap xa

Vin thu UBND cép xa

0,25 ngay lam viéc

Budc 6

Tra két qua cho ca nhan, nguoi yéu cau

B0 phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

Khong tinh thoi
gian

Tong thoi gian giai quyét TTHC

02 ngay lam viéc
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Quy trinh 08

8. Quy trinh thuc hién thi tuc “ding ky nhin cha, me, con” (Ma s6 TTHC: 1.001022) (truong hop xac minh)

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thue hién (%)

Thoi gian thue
hién

Budce 1

- Néu ndp ho so tryc tiép: nguoi co yéu cau nop ho so tai Trung
tam Phyc vu hanh chinh cong céap xa.

- Néu lira chon hinh thirc ndp hd so truc tuyén, nguoi yéu cau
dang ky nhan cha, me, con truy cap Cong dich vu céng qudc
gia, xac thuc ngudi dung theo hudng dan, dang nhap vao hé
thong, Iya chon Uy ban nhan déan cap xa c6 tham quyén;

Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 1én cac giay to can thiét

Nop 1€ phi néu thudce truong hop phai ndp 1€ phi, qua chirc nang
thanh toan truc tuyén hoic truc tiép.

C4a nhan, nguoi yéu cau

Khong tinh thot
gian

Buodc 2

- Can b6 tiép nhan hod so tai TTPVHCC c6 trach nhiém kiém
tra tinh chinh x4c, day di, thong nhat, hop 18 cta hd so.
- Chuyén ho so dén Cong chirc tu phap - ho tich.

B0 phéan ,tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC
cap xa

01 ngay lam viéc

Buoc 3

- Cong chirc tu phap - ho tich tham tra ho so (thdm tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai liéu do
nguoi yéu cau ndp, xuat trinh hoic dinh kém).

Cong chuc tu phép - ho tich thyc hién ghi vao SH dang ky nhan
cha, me, con, cdp nhat thong tin dang ky nhéan cha, me, con trén
Phan mém dang ky, quan 1y ho tich dién ttr ding chung

- Cong chure tu phép - ho tich in Trich lyc dang ky nhan cha, me,
con, trinh Lanh dao Uy ban nhan dan cép x4 ky.

Cong chire tu phap - ho tich cAp x4

04 ngay lam viéc

Budc 4

Ky Trich luc dang ky nhan cha, me, con chuyén dén van thu xa

Lanh dao UBND cap x4

0,5 ngay lam vi¢c

Budc 5

Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua

Vin thu UBND cép xa

0,5 ngay lam viéc
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giai quyét TTHC tai TTPVHCC cap xa
B6 phan tiép nhan va tra két qua A e ..
Budc 6 | Tra két qua cho cé nhan, ngudi yéu cAu gidi quyét TTHC tai TTPVHCC | KON it;[‘]h thot
cap xa g
Tong thoi gian giai quyét TTHC 06 ngay lam viéc
Quy trinh 09

9. Quy trinh thyc hién thi tuc “ding ky nhin cha, me, con ¢6 yéu té nwée ngoai” (M sé TTHC: 2.000799)

:l“hu’ t.l'f Noi dung cong viéc Nguwoi thue hién (¥) Thot slan thye
cong viec hién

- Néu ndp ho so tryc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cép xa.

- Néu lira chon hinh thirc ndp hd so truc tuyén, nguoi yéu cau
dang ky nhan cha, me, con truy cap Cong dich vu cong qubc
gla xac thyc nguoi dung theo hudng dan, dang nhdp vao h¢
thong, Iyra chon Uy ban nhén dan cap xa co thAm quyén;

Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 1én cac gidy to can thiét

Nop 1é phi néu thudc truong hop phai ndp 16 phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép.

Khoéng tinh thoi

Ca nhan, nguoi yéu cau .
gian

Buoc 1

- Can bo tiép nhan hd so tai Trung tam Phuc vu hanh chinh
cong cé trach nhiém kiém tra tinh chinh xac, day du, thong
nhat, hop 1¢ ctia ho so.

- Chuyén ho so dén Cong chire tu phap - ho tich.

B6 phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC 01 ngay lam viéc
cap xa

Budc 2

Budce 3 - Cong chire tu phap - ho tich tham tra ho so (tham tra tinh thong Cong chtre tu phap - ho tich cAp x4 | 08 ngay lam viéc
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nhat, hop 18 cta cac thong tin trong hd so, gidy to, tai liéu do
ngudi yéu cau ndp, xuit trinh hodc dinh kém).

Cong chirc tu phép - ho tich thyc hién ghi vao S6 dang ky nhan
cha, me, con, cap nhat thong tin dang ky nhan cha, me, con trén
Phan mém dang ky, quan 1y ho tich dién tir ding chung

- Cong chure tu phap - ho tich in Trich luc dang ky nhan cha, me,
con, trinh Lanh dao Uy ban nhan dan cap x4 ky.

Budc 4 Ky Trich luc ding ky nhan cha, me, con chuyén dén vin thu xa Lanh dao UBND cép x4 0,5 ngay lam vi¢c
) Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua . P o
Budc 5 gidi quyét TTHC tai TTPVHCC cip x& Vian thu UBND cap xa 0,5 ngay lam viéc
B6 phan tiép nhan va tra két qua A w
Buéc 6 | Tra két qua cho cé nhan, nguoi y&u ciu gidi quyét TTHC tai TTPVHCC Khonfé it;‘;h tho

cap xa

Tong thoi gian giai quyét TTHC

10 ngay lam viéc

Quy trinh 10

10. Quy trinh thuec hién thi tuc “ding ky khai sinh két hop ding ky nhan cha, me, con” (Mi s TTHC: 1.000689) (truong

hop khong x4c minh)
:Fhu’ t.l’f Noi dung cong viéc Nguwoi thuce hién (%) Thot san thye
cong viec hién
- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cép x4.
Bude 1 - Néu lya chon hinh thire nop hd so truc tuyén, nguoi yéu géu C4 nhan, ngudi yéu ¢ Au Khong _tinh thot
dang ky khai sinh va dang ky nhan cha, me, con truy cap Cong ’ gian

dich vu cong qudc gia, xac thuc ngudi dung theo hudng dan,
dang nhdp vao hé thong, lya chon Uy ban nhan dan cap xa cé
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tham quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti twong tac,
tai 18n céc gidy to can thiét

Nop 1€ phi néu thudc truong hop phai ndp 1€ phi, qua chirc nang
thanh toan truc tuyén hoac truc tiép.

- Can b6 tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém

Bo phan tiép nhan va tra két qua

BuGc 2 | tra tinh chinh xéc, day du, thong nhat, hop 18 cta hd so. giai quyét TTHC tai TTPVHCC | 0,5 ngay lam viéc
- Chuyén hé so dén Cong chirc tu phap - ho tich. cap xa
- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh théng
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai liéu do
, nguoi yéu cau nop, xuét trinh hodc dinh kém). R , . o o o
Bude 3| Sau khi CSDLQGVDC tra vé Sé dinh danh cé nhan, cong chire | COn8 Chuc W phdp -ho tichcapxa | 02 ngdy lam viee
tu phap - ho tich in Gidy khai sinh, Trich luc dang ky nhan cha,
me, con, trinh Lanh dao Uy ban nhan dan cép xa ky.
Ky Gidy khai sinh, Trich luc ding ky nhan ch huyé .
Buéc 4 y Ay chal Sifil, THER e Cang &y mhan €ha, e, con Chuyen Lanh dao UBND cap xa 0,25 ngay lam viéc
dén van thu xa
, Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua . I o
Budc 5 gidi quyét TTHC tai TTPVHCC cp xd Vian thu UBND cap xa 0,25 ngay lam viéc
B6 phén tiép nhan va tra két qua e
Bude 6 | Tra két qua cho ca nhan, ngudi yu cau gidi quyét TTHC tai TTPVHCC Kho“% it;ﬁh thoi

cap xa

Téng thoi gian giai quyét TTHC

03 ngay lam viéc
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Quy trinh 11

11. Quy trinh thwe hién tha tuc “déing ky khai sinh két hep ding ky nhén cha, me, con” (M s TTHC: 1.000689) (truong

hop xac minh)

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thue hién (%)

Thoi gian thuc
hi€én

Budce 1

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong c4p X4.

- Néu lya chon hinh thitc ndp hd so truc tuyén, nguoi yéu cau
dang ky khai sinh va dang ky nhan cha, me, con truy cap Cdng
dich vu cong qudc gia, xac thuc ngudi dung theo hudng dan,
dang nhap vao hé thong, lva chon Uy ban nhan dan cap x4 co
thAm quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti twong tac,
tai 18n céc gidy to can thiét

Nop 1é phi néu thudc truong hop phai nop 1é phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép.

Cé nhan, nguoi yéu cau

Khong tinh thoi
gian

Buodc 2

- Can bo tiép nhan ho so tai TTPVHCC c¢6 trach nhiém kiém
tra tinh chinh x4c, déy du, théng nhat, hop 1€ cua hd so.
- Chuyén hd so dén Cong chirc tu phap - ho tich.

B6 phan tiép nhén va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

01 ngay lam viéc

Buoc 3

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1& clia cac thong tin trong ho so, gidy to, tai liéu do
nguoi yéu cAu ndp, xuét trinh hodc dinh keém).

- Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong chirc
tu phap - ho tich in Giéy khai sinh, Trich luc dang ky nhén cha,
me, con, trinh Lanh dao Uy ban nhan dan cép xa ky.

Cong chire tu phap - ho tich cAp x4

06 ngay lam viéc

Budc 4

Ky Giéy khai sinh, Trich luc dang ky nhan cha, me, con chuyén
dén van thu xa

Lanh dao UBND cép x4

0,5 ngay lam viéc
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Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua

Budc 5 gidi quyét TTHC tai TTPVHCC cp xd Vian thu UBND cap xa 0,5 ngay lam viéc
B6 phén tiép nhan va tra két qua A .
Budc 6 Tra két qua cho ca nhan, nguoi yéu cau giai quyeét TTHC tai TTPVHCC Khongé it;ﬁh thoi

cap xa

Téng thoi gian giai quyét TTHC

08 ngay lam viéc

Quy trinh 12

12. Quy trinh thwe hién thi tuc “déing ky khai sinh két hop ding ky nhin cha, me, con c6 yéu té nwée ngoai” (M sd
TTHC: 1.001695)

Thir tw
cong viéc

Noi dung cOng viéc

Nguoi thue hién (*)

Thoi gian thuc
hién

Budc 1

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vy hanh chinh cong cap xA.

- Néu lyra chon hinh thire ndp hd so truc tuyén, nguoi yéu cau
dang ky khai sinh va dang ky nhan cha, me, con truy cap Cong
dich vu coéng qudc gia, xac thyc nguoi dung theo hudng dan,
dang nhép vao h¢ thong, lya chon Uy ban nhan dan cap xi c6
tham quyén;

Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 1&n cc giay to can thiét

NOp 1¢ phi néu thude truong hop phai ndp 1€ phi, qua chirc nang
thanh toan truc tuyén hoic truc tiép

Cé nhan, nguoi yéu cau

Khoéng tinh thoi
gian

Buodc 2

- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém
tra tinh chinh xac, dy du, théng nhat, hop 1¢ ciia ho so.
- Chuyén ho so dén Cong chie tu phap - ho tich.

Bo phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

01 ngay lam viéc
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- Cong chire tu phap - ho tich tham tra hd so (thdm tra tinh thng
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai liéu do
nguoi yéu cau ndp, xuat trinh hodc dinh kém).

Bude 3| Sau khi CSDLQGVDC tra vé Sé dinh danh cé nhn, cong chire | COn8 Chc W phép -ho tichcapxa | 08 ngdy lam viee
tu phap - ho tich in Gidy khai sinh, Trich lyc dang ky nhén cha,
me, con, trinh Lanh dao Uy ban nhan dan cfip xa ky
Ky Gidy khai sinh, Trich luc ding k¥ nhan cha, me, con chuyén . .
Budc 4 Ay y Y ~ Y & Xy e i o Lanh dao UBND cap xa 0,5 ngay lam viéc
dén van thu xa
, DPoéng dau, chuyén két qua dén Bo phén tiép nhan va tra két qua . L . N
Budce 5 gidi quyét TTHC tai TTPVHCC cp xa Vian thu UBND cap xa 0,5 ngay lam vi¢c
B6 phén tiép nhan va tra két qua N w
Buée 6 | Tra két qua cho ca nhan, ngudi yéu cu giai quyét TTHC tai TTPVHCC Khong it;‘;h thoi

cap xa

Tong thoi gian giai quyét TTHC

10 ngay lam viéc
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Quy trinh 13

13. Quy trinh thwe hién thi tuc “déing ky khai sinh cho ngwoi di ¢6 ho so, gidy to ¢4 nhan” (Mi s6 TTHC: 1.004772)
(truong hop khong xac minh)

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thue hién (%)

Thoi gian thuc
hi€én

Budce 1

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép x4.

- Néu lya chon hinh thirc ndp hd so truc tuyén, nguoi yéu cau
dang ky khai sinh nop hé so dang ky khai sinh truy cap Cong
dich vu cong qubc gia, xac thuc ngudi dung theo hudng dan,
dang nhap vao hé thong, lua chon Uy ban nhan dan cap x4 co
thAm quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti twong tac,
tai 18n céc gidy to can thiét

Nop 1é phi néu thudc truong hop phai nop 1é phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép

Cé nhan, nguoi yéu cau

Khong tinh thoi
gian

Buodc 2

- Can bo tiép nhan ho so tai TTPVHCC c¢6 trach nhiém kiém
tra tinh chinh x4c, déy du, théng nhat, hop 1€ cua hd so.
- Chuyén hd so dén Cong chirc tu phap - ho tich.

B6 phan tiép nhén va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

0,5 ngay lam viéc

Buoc 3

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1& clia cac thong tin trong ho so, gidy to, tai liéu do
nguoi yéu cAu ndp, xuét trinh hodc dinh keém).

- Cong chirc tu phéap - ho tich in gidy khai sinh, trinh Lanh dao
Uy ban nhan dan cép xa ky

Cong chire tu phap - ho tich cAp x4

1,5 ngay lam viéc

Budc 4

Ky Gidy khai sinh chuyén dén van thu xa

Lanh dao UBND cép x4

0,5 ngay lam viéc
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, Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua 5 P Lo
Bude 5 gidi quyét TTHC tai TTPVHCC cip xi Van thu UBND cap xa 0,5 ngay lam viéc
B6 phan tiép nhan va tra két qua R ] .
Budc 6 | Tra két qua cho ca nhan, ngudi yéu cau giai quyet TTHC tai TTPVHCC Khong it;]lh thoi
cap xa g
Tong thoi gian giai quyét TTHC 03 ngay lam viéc

Quy trinh 14
14. Quy trinh thyc hién thi tuc “dang ky khai sinh cho ngwoi da cé ho so, giay to ca nhan” (Ma so TTHC: 1.004772)
(truong hop xac minh)

:l“hu’ t.l'f Noi dung cong viéc Nguoi thuce hién (%) Thot san thye
cong viec hién

- Néu ndp ho so truc tiép: ngudi co yéu cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép x4.

- Néu lyra chon hinh thire ndp hd so truc tuyén, nguoi yéu cau
dang ky khai sinh nop ho so dang ky khai sinh truy cap Cong
dich vu cong qudc gia, xac thyc nguoi dung theo hudng dan,
Budce 1 dang nhép vao h¢ thong, lya chon Uy ban nhan dan cdp xi c6 Ca nhan, nguoi yéu cu
tham quyén;

Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai Ién céc gidy to can thiét

NOp 1€ phi néu thude truong hop phai ndp 1€ phi, qua chirc nang
thanh toan tryc tuyén hodc tryc tiép

Khong tinh thot
gian

- Can b6 tiép nhan hod so tai TTPVHCC c6 trach nhiém kiém B6 phén tiép nhan va tra két qua
Budce 2 tra tinh chinh xéc, day du, thong nhat, hop 1€ ctia ho so. giai quyét TTHC tai TTPVHCC 01 ngay lam viéc
- Chuyén hé so dén Cong chirc tu phap - ho tich. cap xa
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- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong
nhat, hop 1¢ cia cac thong tin trong ho so, gidy to, tai liéu do

BuGc3 | ngudi yéu ciu ndp, xuat trinh hodc dinh kem). Cong chirc tur phap - ho tich cdp xd | 10 ngay lam viéc
- CoOng chuc tu phap - ho tich in giay khai sinh, trinh Lanh dao
Uy ban nhan dan cap xd ky
Budc 4 Ky Giéy khai sinh chuyén dén van thu xa Lanh dao UBND cép xa 0,5 ngay lam viéc
) Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua . P o
Budc 5 gidi quyét TTHC tai TTPVHCC cAp xd Vian thu UBND cap xa 0,5 ngay lam viéc
B6 phén tiép nhan va tra két qua N w
Budc 6 | Tra két qua cho c4 nhan, ngudi yéu cAu giai quyét TTHC tai TTPVHCC Khong it;‘;h tho

cap xa

Tong thoi gian giai quyét TTHC

10 ngay lam viéc
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Quy trinh 15

15. Quy trinh thwe hién thi tuc “déing ky khai sinh c6 yéu t6 nwéc ngoai cho nguwoi di cé hd so, gidy to ca nhan” (Ma sb
TTHC: 1.000893) (truong hop khong xac minh)

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thue hién (%)

Thoi gian thuc
hi€én

Budce 1

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép x4.

- Néu luya chon hinh thirc ndp hd so truc tuyén, nguoi yéu cau
dang ky khai sinh nop ho so dang ky khai sinh truy cap Cong
dich vu cong qudc gia, xac thuc nguoi dung theo hudng dan,
dang nhap vao hé thong, lva chon Uy ban nhan dan cap x4 co
thAm quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti twong tac,
tai 18n céc gidy to can thiét

Nop 1é phi néu thudc truong hop phai ndp 1é phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép

Cé nhan, nguoi yéu cau

Khong tinh thoi
gian

Buodc 2

- Can bo tiép nhan ho so tai TTPVHCC c¢6 trach nhiém kiém
tra tinh chinh x4c, déy du, théng nhat, hop 1€ cua hd so.
- Chuyén hd so dén Cong chirc tu phap - ho tich.

B6 phan tiép nhén va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

0,5 ngay lam viéc

Buoc 3

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1¢ clia cic thong tin trong ho so, gidy to, tai liéu do
nguoi yéu cAu ndp, xuét trinh hodc dinh keém).

- Cong chirc tu phap - ho tich in gidy khai sinh, trinh Lanh dao
Uy ban nhan dan cép xa ky

Cong chire tu phap - ho tich cAp x4

1,5 ngay lam viéc

Budc 4

Ky Gidy khai sinh chuyén dén van thu xa

Lanh dao UBND cap x&

0,5 ngay lam vi¢c

Budce 5

DPoéng dau, chuyén két qua dén Bo phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC cap xa

Vin thu UBND cép xa

0,5 ngay lam vi¢c
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, ‘ B6 phan ’tiép nhan va tra két qua Khone tinh thoi
Budc 6 Tra két qua cho ca nhan, ngudi yéu cau giai quyét TTHC tai TTPVHCC & ian
cap xa g
Téng thoi gian giai quyét TTHC 03 ngay lam viéc

Quy trinh 16
16. Quy trinh thyc hién thu tuc “dang ky khai sinh c6 yéu to nwéc ngoai cho ngudi da cé ho so, giay to ca nhan” (Ma so
TTHC: 1.000893) (truong hop xac minh)

:l“hu’ t.l'f Noi dung cong viéc Nguwai thue hién (¥*) Thot slan thye
cong viec hién

- Néu ndp ho so truc tiép: ngudi co yéu cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép x4.

- Néu lira chon hinh thirc ndp hd so truc tuyén, nguoi yéu cau
dang ky khai sinh nop ho so dang ky khai sinh truy cap Cong
dich vu cong quéc gia, xac thuc nguoi dung theo hudng dan,
Budce 1 ding nhép vao hé thdng, lwa chon Uy ban nhan dan cip x4 co Ca nhan, nguoi yéu cu
thAm quyén;

Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 1én cac gidy to can thiét

NOp 1€ phi néu thude truong hop phai ndp 1¢ phi, qua chirc nang
thanh toan tryc tuyén hodc truc tiép

Khong tinh thot
gian

- Cén bo tiép nhén hd so tai TTPVHCC c6 trach nhiém kiém | Bo phan tiép nhan va tra két qua
Budc2 | tratinh chinh xac, day du, théng nhat, hop 1 ciia ho so. giai quyét TTHC tai TTPVHCC 01 ngay lam viéc
- Chuyén ho so dén Cong chirc tu phép - ho tich. cap xa
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- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thong
nhét, hop 18 cua cac thong tin trong hd so, gidy to, tai liéu do

Bugc3 | ngudi yéu ciu ndp, xuat trinh hogc dinh kem). Cong chirc tr phap - ho tich cdp xd | 18 ngay lam viéc
- Cong chtrc tu phap - ho tich in giay khai sinh, trinh Lanh dao
Uy ban nhan dan cap xa ky
Budc 4 Ky Gifiy khai sinh chuyén dén van thu xa Lanh dao UBND cép xa 0,5 ngay lam viéc
, DPoéng dau, chuyén két qua dén Bo phan tiép nhan va tra két qua 5 L. e
Budc 5 gidi quyét TTHC tai TTPVHCC cAp xd Vian thu UBND cap xa 0,5 ngay lam viéc
B6 phén tiép nhan va tra két qua A w
Buéc 6 | Tra két qua cho cé nhan, nguoi y&u ciu gidi quyét TTHC tai TTPVHCC Khonfé it;‘;h tho

cap xa

Tong thai gian giai quyét TTHC

20 ngay lam viéc

17. Quy trinh thure hién tha tuc “déing ky két hon” (M s6 TTHC: 1.000894) (trudng hop khong xac minh)

Quy trinh 17

Th“ t.‘-f Noi dung cong viéc Nguoi thue hién (*) Thot gan thye
cong viec hién
- Néu ndp ho so tryc ti€p: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cap xa. .
- Néu lya chon hinh thirc ngp ho so tryc tuyén, nguoi yéu cau
Buse 1 dang ky nop hd so dang ky khai sinh truy cap Cong dich vu C4 nhan, ngudi yéu ciu Khoéng .tmh thoi
cong quoc gia, xac thuc nguoi dung theo hudng dan, dang gian

nhap vao hé thdng, lya chon Uy ban nhan dan cdp xd c6 tham

quyén,
Cong dan dién cac thong tin trén Biéu mau dién tr tuong tac,
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tai 18n cac giay to can thiét
NOp 1€ phi néu thudc truong hop phai ndp 1€ phi, qua chirc nang
thanh todn truc tuyén hodc tryc ti€p

- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém

B6 phén tiép nhan va tra két qua

Bu6c 2 | tra tinh chinh xéc, day du, thong nhat, hop 1¢ cia hd so. giai quyét TTHC tai TTPVHCC 02 gio lam viée
- Chuyén ho so dén Cong chuc tu phap - ho tich. cap x4
- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
) ngudi yéu cau ndp, xuat trinh hoic dinh kém). . ] ) . o
Budce 3 _ Céng chirc tw phép - ho tich in Gidy chimg nhan két hon, Cong churc tu phap - ho tich cap xa 04 gid lam viée
trinh Lanh dao Uy ban nhan dan cip x4 ky, trinh Lanh dao Uy
ban nhan dan cap x3 ky.
Buéc4 | Ky Gidy chimg nhan két hon chuyén dén van thu xa Lanh dao UBND cép x4 01 gio lam viée
Buéc 5 Zz?if;éli’ Tc?gglafe}%ﬂi]‘li{eg (];3 ° 51; h;‘g tiép nhan va tra két qua Vin thu UBND cép xa 01 gidr 1am viée
- Nguoi yéu cau ding ky két hon (hai bén nam, nit phai c6 mit,
xudt trinh gidy to tuy than dé dbi chiéu) kiém tra thong tin trén
Gidy chimg nhét,n két hén, trong S6 de“u}g ky két h()t}, khang dinh Bo phan ’tié’p nhan va tra két qua Khéne tinh thoi
Budc 6 su tw nguyén ket hon va ky tén vao SO dang ky ket hon, ky tén | giai quyet TTHC tai TTPVHCC ‘(é ian

vao Gidy chung nhan két hon, mdi bén nam, nit nhan 01 ban
chinh Gidy ching nhan két hon.
- Tra két qua cho nguoi dan

cap xa

Tong thoi gian giai quyét TTHC

01 ngay lam viéc




37

18. Quy trinh thwe hién tha tuc “déing ky két hon” (Mi s6 TTHC: 1.000894) (trudng hop xac minh)

Quy trinh 18

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thue hién (%)

Thoi gian thuc
hi€én

Budce 1

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép x4.

- Néu lya chon hinh thitc ndp hd so truc tuyén, nguoi yéu cau
ding ky nop ho so diang ky khai sinh truy cap Cong dich vu
cong qubc gia, xac thuc ngudi dung theo huéng din, ding
nhap vao hé théng, lya chon Uy ban nhan dan cap xa c6 tham
quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti tvong tac,
tai 18n céc gidy to can thiét

Nop 1é phi néu thudc truong hop phai nop 1é phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép

Cé nhan, nguoi yéu cau

Khdng tinh thoi
gian

Buodc 2

- Can bo tiép nhan ho so tai TTPVHCC c¢6 trach nhiém kiém
tra tinh chinh x4c, déy du, théng nhat, hop 1€ cua hd so.
- Chuyén hd so dén Cong chirc tu phap - ho tich.

B6 phan tiép nhén va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

01 ngay lam viéc

Budc 3

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1& clia cac thong tin trong ho so, gidy to, tai liéu do
nguoi yéu cAu ndp, xuét trinh hodc dinh keém).

- Cong chirc tu phap - ho tich in Gidy ching nhan két hon,
trinh Lanh dao Uy ban nhan dan cip xa ky, trinh Lanh dao Uy
ban nhan dan cap x4 ky.

Cong chirc tur phap - ho tich cap xa

03 ngay lam viéc

Budc 4

Ky Giay chimg nhan két hon chuyén dén van thu xi

Lanh dao UBND cép x4

0,5 ngay lam viéc

Budc 5

DPong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua

Vin thu UBND cép xa

0,5 ngay lam vi¢c
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giai quyét TTHC tai TTPVHCC cap xa

Budc 6

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

- Tra két qua cho nguoi dan

B6 phén tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC
cap xa

Khong tinh thoi
gian

Tong thai gian giai quyét TTHC

05 ngay lam viéc

Quy trinh 19

19. Quy trinh thure hién thi tuc “déing ky két hon c6 yéu t6 nwéc ngoai” (Ma sé6 TTHC: 2.000806) (trudng hop khong xac

minh)
Th“ t.‘-f Noi dung cong viéc Nguoi thue hién (*) Thot gan thye
cong viec hién

- Néu ndp ho so trye ti€p: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cap xa. .
- Néu lya chon hinh thirc ngp ho so tryc tuyén, nguoi yéu cau

Buse 1 dang ky nop hd so dang ky khai sinh truy cap Cong dich vu C4 nhan, ngudi yéu ciu Khoéng .tmh thoi
cong quoc gia, xac thuyc nguoi dung theo huong dan, dang gian

nhap vao hé thong, lra chon Uy ban nhan dan cap xa cé tham

quyén,
Cong dan dién cac thong tin trén Biéu mau dién tr tuong tac,
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tai 18n cac giay to can thiét
NOp 1€ phi néu thudc truong hop phai ndp 1€ phi, qua chirc nang
thanh todn truc tuyén hodc tryc ti€p

- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém

B6 phén tiép nhan va tra két qua

Budc 2 | tra tinh chinh xéc, ddy du, thong nhét, hop 1¢ ctia hd so. giai quyét TTHC tai TTPVHCC | 01 ngay lam viéc
- Chuyén ho so dén Cong chuc tu phap - ho tich. cap x4
- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
) nguoi yéu cau ndp, xuét trinh hoic dinh kém). . ] ) . o
Budce 3 _ Céng chirc tw phép - ho tich in Gidy chimg nhan két hon, Cong churc tu phap - ho tich cap xa 03 ngay lam viéc
trinh Lanh dao Uy ban nhan déan cap xi ky, trinh Lanh dao Uy
ban nhan dan cap x3 ky.
Buoc 4 Ky Gidy ching nhan két hon chuyén dén van thu xa Lanh dao UBND cép x4 0,5 ngay lam viéc
, Doéng dau, chuyen két qua den Bo phan tiep nhan va tra ket qua ) f 0,5 ngay lam viéc
Buoes | i iuyét TTHyC tai T"?PVHCC cﬁi) xi ’ ! Van the UBND cap xa i
- Nguoi yéu cau ding ky két hon (hai bén nam, nit phai c6 mit,
xudt trinh gidy to tuy than dé dbi chiéu) kiém tra thong tin trén
Gidy chimg nhét,n két hén, trong S6 de“u}g ky két h()t}, khang dinh Bo phan ’tié’p nhan va tra két qua Khéne tinh thoi
Budc 6 su tw nguyén ket hon va ky tén vao SO dang ky ket hon, ky tén | giai quyet TTHC tai TTPVHCC ‘(é ian

vao Gidy chung nhan két hon, mdi bén nam, nit nhan 01 ban
chinh Gidy ching nhan két hon.
- Tra két qua cho nguoi dan

cap xa

Téng thoi gian giai quyét TTHC

05 ngay lam viéc




40

Quy trinh 20

20. Quy trinh thuc hién thi tuc “ding ky két hon c¢6 yéu t6 nwée ngoai” (Ma s6 TTHC: 2.000806) (truong hop xac minh)

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thue hién (%)

Thoi gian thue
hién

Budce 1

- Néu ndp ho so tryc tiép: nguoi co yéu cau nop ho so tai Trung
tam Phyc vu hanh chinh cong céap xa.

- Néu lira chon hinh thirc ndp hd so truc tuyén, nguoi yéu cau
dang ky nop h6 so dang ky khai sinh truy cap Cong dich vu
cong quoc gia, xac thuc nguoi dung theo hudng dan, dang
nhap vao hé thong, lra chon Uy ban nhan dan cap xa co tham
quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti twong tac,
tai 1én cac giay to can thiét

Nop 1€ phi néu thude truong hop phai ndp 1€ phi, qua chirc nang
thanh toan truc tuyén hoic truc tiép

Ca nhan, ngudi yéu cau

Khong tinh thot
gian

Budc 2

- Can bo tiép nhan ho so tai TTPVHCC c¢6 trach nhiém kiém
tra tinh chinh x4c, déy du, théng nhat, hop 1€ cua hd so.
- Chuyén ho so dén Cong chire tu phap - ho tich.

B0 phéan ’tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC
cap xa

01 ngay lam viéc

Budc 3

- Cong chirc tu phap - ho tich tham tra ho so (thdm tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
nguoi yéu cAu ndp, xuét trinh hodc dinh keém).

- Cong chirc tu phap - ho tich in Gidy chimg nhan két hon,
trinh Lanh dao Uy ban nhan dan cap x4 ky, trinh Lanh dao Uy
ban nhan dan cap x3 ky.

Cong chirc tr phap - ho tich cap xa

08 ngay lam viéc

Budc 4

Ky Gidy chirg nhan két hon chuyén dén van thu xa

Lanh dao UBND cép x4

0,5 ngay lam viéc

Budc 5

DPong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC cap xa

Vian thu UBND cép xa

0,5 ngay lam vi¢c
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Budc 6

- Nguoi yéu cau ding ky két hon (hai bén nam, nit phai c6 mit,
xuét trinh gidy to tuy than dé doi chiéu) kiém tra théng tin trén
Gidy chimg nhan két hén, trong S6 diang ky két hon, khang dinh
su tu nguyén két hon va ky tén vao S6 dang ky két hon, ky tén
vao Gidy chting nhan két hon, mdi bén nam, nit nhan 01 ban
chinh Gidy chimg nhan két hon.

- Tra két qua cho nguoi dan

B0 phan ’tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC
cap xa

Khong tinh thot
gian

Tong thai gian giai quyét TTHC

10 ngay lam viéc

Quy trinh 21
21. Quy trinh thye hién thi tuc “ding ky lai két hon” (Ma s TTHC: 1.004746) (truong hop khong xac minh)
:l“hu’ t.l’f Noi dung cong viéc Nguoi thuce hién (%) Thot stan thye
cong viec ] ‘ ) ) i hién

- Néu ndp ho so tryc ti€p: nguoi co yéu cau ndp ho so tai Trung

tam Phuc vu hanh chinh cong cap xa.

- Néu lua chon hinh thirc ndp ho so tryc tuyén, nguoi yéu cau

dang ky nop hé so dang ky khai sinh truy cap Cong dich vu

cong quoc gia, xac thyc nguoi dung theo huong dan, dang N .
Budce 1 nhap vao hé théng, lua chon Uy ban nhan dan cdp xi c6 tham Ca nhan, nguoi yéu cau Khon‘(é it;]lh thoi

quyen,
Cong dan dién cac thong tin trén Biéu mau dién tir tuong tac,
tai 1én cc giay to can thiét

NOp 1€ phi néu thude truong hop phai ndp 1¢ phi, qua chirc nang
thanh toan tryc tuyén hodc truc tiép
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- Can bo tiép nhéan hd so tai TTPVHCC cép xa co trach nhiém

B6 phén tiép nhan va tra két qua

Budc2 | kiém tra tinh chinh x4c, ddy du, théng nhét, hop 1¢ ctia hd so. giai quyét TTHC tai TTPVHCC | 0,5 ngay lam viéc
- Chuyén ho so dén Cong chirc tu phép - ho tich. cap xa
- Cong chirc tu phap - ho tich tham tra hd so (thdm tra tinh thng
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
, nguoi yéu cau nop, xuét trinh hodc dinh kém). R , , e o e
Bude 3 - Cong chuc tu phap - ho tich in Gidy ching nhan két hén, Cong chirc tw phdp -ho tich capxd | 1,5 ngdy lam vige
trinh Lanh dao Uy ban nhan déan cip x4 ky, trinh Lanh dao Uy
ban nhan déan cap xa ky.
) ) o ) 0,5 ngay lam viéc
Budc 4 Ky Giay ching nhan két hon chuyén dén van thu xa Lanh dao UBND cap xa
, Péng dau, chuyén két qua dén Bo phan tiép nhan va tra két qua . . 0,5 ngay lam vi¢e
BuoeS | oi4i quyét TTHC tai TTPVHCC cp xa Van the UBND cap xa
- Nguoi yéu cau ding ky két hon (hai bén nam, nit phai c6 mit,
xuét trinh gidy to tuy than dé doi chiéu) kiém tra thong tin trén
Gidy chung nhan két hon, trong SO dang ky két hon, khiang dinh | Bg phan tiép nhan va tra két qua o .
, A LA o 1 A x QA ax A A N o Khong tinh thot
Budc 6 su tu nguyén két hon va ky tén vao S6 dang ky két hon, ky tén |  gidi quyét TTHC tai TTPVHCC gian

vao Gidy chung nhan két hon, mdi bén nam, nit nhan 01 ban
chinh Gidy chimng nhan két hon.
- Tra két qua cho nguoi dan

cap xa

Tong thoi gian giai quyét TTHC

03 ngay lam viéc
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22. Quy trinh thye hién thi tuc “ding ky lai két hon” (Ma sé6 TTHC: 1.004746) (truong hop g xac minh)

Quy trinh 22

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thue hién (%)

Thoi gian thuc
hi€én

Budce 1

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tAm Phyc vu hanh chinh cong cép x4.

- Néu lya chon hinh thitc ndp hd so truc tuyén, nguoi yéu cau
ding ky nop ho so diang ky khai sinh truy cap Cong dich vu
cong qubc gia, xac thuc ngudi dung theo huéng din, ding
nhap vao h¢ théng, lra chon ﬁy ban nhan dan cép x4 c6 tham
quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti tvong tac,
tai 18n céc gidy to can thiét

Nop 1é phi néu thudc truong hop phai nop 1é phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép

Cé nhan, nguoi yéu cau

Khong tinh thoi
gian

Buodc 2

- Can b0 tiép nhén hd so tai TTPVHCC cép xa ¢6 trach nhiém
kiém tra tinh chinh xAac, déy du, théng nhét, hop 1€ cua ho so.
- Chuyén hd so dén Cong chirc tu phap - ho tich.

B6 phan tiép nhén va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

01 ngay lam viéc

Buoc 3

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1& clia cac thong tin trong ho so, gidy to, tai liéu do
nguoi yéu cAu ndp, xuét trinh hodc dinh keém).

- Cong chitc tu phap - ho tich in Gidy chimg nhan két hon,
trinh Lanh dao Uy ban nhan dan cip x4 ky, trinh Lanh dao Uy
ban nhan dan cap x4 ky.

Cong chire tu phap - ho tich cAp x4

13 ngay lam vi¢c

Budc 4

Ky Gidy chirng nhan két hon chuyén dén van thu xa

Lanh dao UBND cép x4

0,5 ngay lam vi¢c

Budc 5

DPong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua

Vin thu UBND cép xa

0,5 ngay lam vi¢c
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giai quyét TTHC tai TTPVHCC cap xa

Budc 6

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

- Tra két qua cho nguoi dan

B6 phén tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC
cap xa

Khong tinh thoi
gian

Tong thai gian giai quyét TTHC

15 ngay lam viéc

Quy trinh 23
23. Quy trinh thuee hién thii tuc “déing ky lai két hon c6 yéu td nwée ngoai” (Ma sé TTHC: 2.000513) (trudong hop khong xac
minh)
Th“ t.‘-f Noi dung cong viéc Nguoi thue hién (*) Thot gfz}n thye
cong viec hién
- Néu ndp ho so trye ti€p: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cap xa. .
- Néu lya chon hinh thirc ngp ho so tryc tuyén, nguoi yéu cau
Buse 1 dang ky nop hé so ding ky khai sinh truy cap Cong dich vu C4 nhan, ngudi yéu ciu Khoéng .tmh thoi
cong quoc gia, xac thuyc nguoi dung theo huong dan, dang gian

nhap vao hé thong, lra chon Uy ban nhan dan cap xa cé tham

quyén,
Cong dan dién cac thong tin trén Biéu mau dién tir tuong tac,
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tai 18n cac giay to can thiét
NOp 1€ phi néu thudc truong hop phai ndp 1€ phi, qua chirc nang
thanh todn truc tuyén hodc tryc ti€p

- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém

B6 phén tiép nhan va tra két qua

Budc 2 | tratinh chinh xac, ddy du, thdng nhét, hop 1& ctia ho so. giai quyét TTHC tai TTPVHCC | 0,5 ngay lam viéc
- Chuyén ho so dén Cong chuc tu phap - ho tich. cap x4
- Cong chire tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
Budc 3 nguoi yeu cau np, xuat trinh hodc dinh kém). . Cong chtre tu phap - ho tich cAp x& | 1,5 ngay lam viée
- Cong chuc tu phap - ho tich in Gidy chung nhan két hon, T ’ :
trinh Lanh dao Uy ban nhan dan cip x4 ky, trinh Lanh dao Uy
ban nhan déan cap x4 ky.
Budc 4 Ky Gidy chtng nhan két hén chuyén dén vin thu xa Lanh dao UBND cap x4 0,5 ngay lam vi¢c
] Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua i} . 0,5 ngay lam viéc
BuoeS | Ji4i quyét TTHC tai TTPVHCC cp xa Vn thr UBND cap xa
- Nguoi yéu cau ding ky két hon (hai bén nam, nit phai c6 mit,
xuét trinh gidy to tuy than dé doi chiéu) kiém tra thong tin trén
Gidy chung nhan két hon, trong S6 dang ky két hon, khing dinh B6 phén tiép nhan va tra két qua o .
. A LA LA X Lt A <dn QA X ;1A LA LA X : Khong tinh thot
Budc 6 sy tu nguyén ket hon va ky tén vao S6 dang ky két hon, ky tén | giai quyét TTHC tai TTPVHCC gian

vao Gidy ching nhan két hon, mdi bén nam, nit nhan 01 ban
chinh Gidy chimng nhan két hon.
- Tra két qua cho nguoi dan

cap xa

Tong thoi gian giai quyét TTHC

03 ngay lam viéc
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Quy trinh 24

24. Quy trinh thye hién thii tuc “ding ky lai két hon c6 yéu té nwée ngoai” (Mi sé TTHC: 2.000513) (trudng hop xac minh)

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thue hién (%)

Thoi gian thuc
hi€én

Budce 1

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép x4.

- Néu luya chon hinh thirc ndp hd so truc tuyén, nguoi yéu cau
dang ky nop ho so dang ky khai sinh truy cap Cong dich vu
cong quoc gia, xac thuc nguoi dung theo hudng dan, dang
nhap vao hé théng, lya chon Uy ban nhan dan cap xi c6 tham
quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti tvong tac,
tai 1én céc giay to can thict

NOp 1€ phi néu thudc truong hop phai ndp 1¢ phi, qua chirc nang
thanh toan truc tuyén hoic truc tiép

Cé nhan, nguoi yéu cau

Khong tinh thoi
gian

Buodc 2

- Can bo tiép nhan ho so tai TTPVHCC c¢6 trach nhiém kiém
tra tinh chinh x4c, déy du, théng nhat, hop 1€ cua hd so.
- Chuyén hd so dén Cong chirc tu phap - ho tich.

B6 phan tiép nhén va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

01 ngay lam viéc

Buoc 3

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1& clia cac thong tin trong ho so, gidy to, tai liéu do
nguoi yéu cAu ndp, xuét trinh hodc dinh keém).

- Cong chitc tu phap - ho tich in Gidy chiing nhan két hon,
trinh Lanh dao Uy ban nhan dan cip x4 ky, trinh Lanh dao Uy
ban nhan dan cap x4 ky.

Cong chire tu phap - ho tich cAp x4

18 ngay lam vi¢c

Budc 4

Ky Gidy chirng nhan két hon chuyén dén van thu xa

L&nh dao UBND cép xa

0,5 ngay lam vi¢c

Budc 5

DPong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua

Vin thu UBND cép xa

0,5 ngay lam vi¢c
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giai quyét TTHC tai TTPVHCC cap xa

Budc 6

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

- Tra két qua cho nguoi dan

B6 phén tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC
cap xa

Khong tinh thoi
gian

Tong thai gian giai quyét TTHC

20 ngay lam viéc

25. Quy trinh thye hién thii tuc “déing ky khai ti” (M s6 TTHC: 1.000656)

Quy trinh 25

:l“hu’ t.l’f Noi dung cong viéc Nguoi thue hién (*) Thoi s1an thye
cong viec hién
- Néu ndp ho so tryc ti€p: nguoi co yéu cau ndp ho so tai Trung
tdm Phyc vu hanh chinh cong céap xa. . .
- Néu lya chon hinh thirc ngp ho so tryc tuyén, nguoi yéu cau
dang ky nop hd so ding ky khai tir truy cap Cong dich vu cong
Bude 1 quoc gia, xac thyc nguoi dung theo huong dan, dang nhap vao C4 nhan, ngudi yéu ciu Khong _tlnh thot
hé théng, Iya chon Uy ban nhan dan cap xa co tham quyén; gian

Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai I&n céc gidy to can thiét

NOp 1€ phi néu thude truong hop phai ndp 1€ phi, qua chirc nang
thanh toan tryc tuyén hodc truc tiép
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- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém

B6 phén tiép nhan va tra két qua

Bu6c 2 | tra tinh chinh xéc, day du, thong nhat, hop 1¢ cia hd so. giai quyét TTHC tai TTPVHCC 02 gio lam viée
- Chuyén ho so dén Cong chirc tu phép - ho tich. cap xa
- Cong chire tu phap - ho tich tham tra hd so (thdm tra tinh thng
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
. ngudi yéu cau nop, xuat trinh hogc dinh kém). ) . . . A
Buge 3 - Cong chtrc tu phap - ho tich in Trich luc khai tir, trinh Lanh dao Cong chizc tw phap - h tich cap xa 04 gi6 lam vicc
Uy ban nhan dan cap x4 ky, trinh Lanh dao Uy ban nhéan dén cép
xa ky.
01 gio lam viéc
Budc 4 Ky Trich lyc khai ttr chuyén dén van thu xa Lanh dao UBND cép x4
Pong diu, chuyén két qua dén Bo phan tiép nhan va tra két qua 01 g1 fam vige
, ong dau, chuyén két qua dén Bg phan ti€p nhan va tra két qua g L.
BuoeS | o141 quyét TTHC tai TTPVHCC cp xa Van the UBND cap xa
Bo phén tiép nhan va tra két qua A .
Buéc 6 | - Tra két qua cho ngudi dan giai quyét TTHC tai TTPVHCC Kh"nl‘é it;‘;h thoi

cap xa

Téng thoi gian giai quyét TTHC

01 ngay lam viéc
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Quy trinh 26
26. Quy trinh thyc hién thii tuc “ding ky khai tir ¢é yéu té nwée ngoai” (Mi sé6 TTHC: 1.001766) (trudng hop khong xac
minh)
:l“hu’ t."f Noi dung cong viéc Nguai thue hién (*) Thot slan thye
cong viec hién
- Néu nop ho so tryc tiép: nguoi co yéu cau nop ho so tai Trung
tam Phuc vu hanh chinh cong cap xa.
- Néu lira chon hinh thirc ndp hd so truc tuyén ngudi yéu cau
dang ky nop hé so ding ky khai tir truy cap Cong dich vu cong
Buse 1 quoc gia, xac thue nguoi dung theo huong dan, dang nhap vao C4 nhén, ngudi yéu ciu Khoéng -tll’lh thoi
hé théng, lira chon Uy ban nhan dan cap xa co thAm quyeén; gian
Cong dan dle;n cac ‘thong’tln trén Biéu mau dién tu tuong tac,
tai [én cac giay to can thict
NOp [€ phi néu thudc truong hop phai ndp 1€ phi, qua chirc ndng
thanh toan truc tuyén hoac truc tiép
- Cén b tiép nhan ho so tai TTPVHCC ¢ trach nhiém kiém | Bo phan tiép nhan va tra két qua
Bu6c2 | tratinh chinh xac, day du, thong nhét, hop 18 cua ho so. giai quyét TTHC tai TTPVHCC 02 gio lam viée
- Chuyén hé so dén Cong chirc tu phap - ho tich. cap xa
- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
. ngudi yéu cau nop, xuat trinh hogc dinh kém). A . . . e
Bube3 | _ Cong chire tw phép - ho tich in Trich luc khai t, trinh Lanh dao | C00& chie twphdp -ho tichcapxa | 04 gio lam vie
Uy ban nhéan dan cp xa ky, trinh Lanh dao Uy ban nhan dén cp
x& ky.
Budce 4 Ky Trich luc khai tir chuyén dén van thu xa Lanh dao UBND cap x4 01 gio lam viée
, Poéng dau, chuyén két qua dén Bo phan tiép nhan va tra két qua i} L 01 gio lam viéc
BuoeS | oi4i quyét TTHC tai TTPVHCC chp xa Van the UBND cép xa
Budc 6 | - Tra két qua cho nguoi dan B0 phan tiép nhan va tra két qua Khong tinh thoi
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giai quyét TTHC tai TTPVHCC gian
cap xa
Téng thoi gian giai quyét TTHC 01 ngay lam viéc
Quy trinh 27

27. Quy trinh thyc hién thi tuc “ding ky khai tir ¢é yéu t6 nuéc ngoai” (Ma s6 TTHC: 1.001766) (truong hop xac minh)

:l“hu’ t.l’f Noi dung cong viéc Nguwai thue hién (¥*) Thot swan thye
cong viec hién

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vy hanh chinh cng cap xa.

- Néu lira chon hinh thirc ndp hd so truc tuyén ngudi yéu cau
dang ky nop hd so dang ky khai ttr truy cip Cong dich vu cong
quoc gia, xac thue nguoi dung theo huong dan, dang nhap vao
hé théng, lira chon Uy ban nhan dan cap xa co thAm quyén;
Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 1én cac gidy to can thiét

Nop 1¢ phi néu thudc truong hop phai ndp 1é phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép

Khoéng tinh thoi

Ca nhan, nguoi yéu cau .
gian

Budc 1

- Cén bo tiép nhén ho so tai TTPVHCC ¢4 trach nhiém kiém | Bo phan tiép nhan va tra két qua
Budc 2 tra tinh chinh x4ac, day du, thong nhat, hop 1¢ cia ho so. giai quyét TTHC tai TTPVHCC 0,5 ngay lam vi¢c
- Chuyén hé so dén Cong chirc tu phap - ho tich. cap xa

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
Budc 3 nhat, hgp 1¢ cua cac thong tin trong ho so, giéy to, tai liéu do | Cong chirc tu phap - ho tich cép Xa 1,5 ngay lam viéc
nguol yéu cau ndp, xuat trinh hodc dinh kem).
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- Cong chuc tu phép - ho tich in Trich luc khai tir, trinh Lanh dao
Uy ban nhan dan cdp x4 ky, trinh Lanh dao Uy ban nhan dén cép
xa ky.

Buoc 4 Ky Trich luc khai tr chuyén dén van thu xa Lanh dao UBND cép x4 0,5 ngay lam viéc
Budc 5 DPoéng dau, chuyén két qua dén Bo phan tiép nhan va tra két qua Vin the UBND chp xi 0,5 ngay lam viéc
Hoe giai quyét TTHC tai TTPVHCC cép xa an thu cap xa
B6 phan tiép nhan va tra két qua A .
Budc 6 - Tra két qua cho nguoi dan giai quyét TTHC tai TTPVHCC Khongé it;ﬁh thoi

cap xa

Tong thoi gian giai quyét TTHC

03 ngay lam viéc

Quy trinh 28

28. Quy trinh thuc hién thii tuc “ding ky lai khai t&” (Ma s6 TTHC: 1.005461) (truong hop khong xac minh)

:l“hu’ t.l’f Noi dung cong viéc Nguoi thue hién (*) Thot stan thye
cong viec i . ) . . hién
- Néu ndp ho so tryc ti€p: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cap xa. .
- Néu lya chon hinh thirc ngp ho so tryc tuyén, nguoi yéu cau
dang ky nop hd so dang ky khai tir truy cip Cong dich vu cong A .
; . 1A oA A Khdng tinh thoi
Bude 1 quoc gia, xac thuc nguoi dung theo huong dan, dang nhap vao Cé nhan, nguoi yéu cau gian

hé théng, lua chon Uy ban nhan dan cap xa co tham quyén;
Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 18n cac gidy to can thiét

Nop 18 phi néu thudc truong hogp phai nop 1¢ phi, qua chirc ning
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thanh toan truc tuyén hoac truc tiép

- Can bo tiép nhan ho so tai TTPVHCC c6 trach nhiém kiém

Bo phan tiép nhan va tra két qua

BuGc2 | tratinh chinh xéc, ddy di, thong nhét, hop 1¢ ctia hd so. giai quyét TTHC tai TTPVHCC | 0,5 ngay lam viéc
- Chuyén hé so dén Cong chirc tu phap - ho tich. cap xa
- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thong
nhét, hop 18 cua cac thong tin trong hd so, gidy to, tai liéu do
Budc3 | ngudi yéu ciu ndp, xuat trinh hodc dinh kém). Cong chirc tur phap - ho tich cdp xd | 1,5 ngay lam viéc
- Cong chuc tu phép - ho tich in Trich luc khai tir, trinh Lanh dao
Uy ban nhan déan cap xa ky.
Budce 4 Ky Trich luc khai ttr chuyén dén van thu xi Lanh dao UBND cap x4 0,5 ngay lam viéc
, Pong dau, chuyén ket qua dén Bo phan ti€ép nhan va tra két qua . . 0,5 ngay lam viéc
Buoes | i iuyét TTHyC tai T"?“PVHCC cé% xd ’ ! Van thr UBND cap xa =
B0 phéan ti€p nhan va tra két qua A .
Budc 6 - Tra két qua cho nguoi dan giéipql'lyé't "IPTHC tai TTPVHCCIDC Khongg it;ﬁh tho

cap xa

Tong thoi gian giai quyét TTHC

03 ngay lam viéc

29. Quy trinh thyce hién thii tuc “ding ky lai khai t&” (M4 s6 TTHC: 1.005461) (truong hop xac minh)

Quy trinh 29

Thir t A n o ‘e <A Thoi gian th
A NOi dung cong viéc Nguoi thwe hién (%) ol g}z}n we
cong viec : ’ ‘ ’ hién
, -ANeu ndp ho S0 truc,tlep:Angu’oil ¢4 yéu cau nop ho so tai Trung o o Khéng tinh thoi
Budce 1 tam Phuc vu hanh chinh cong cap xa. Ca nhan, nguoi yéu cau gian

- Néu lya chon hinh thitc ndp ho so truc tuy€n, ngudi yéu cau
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dang ky nop hé so ding ky khai tir truy cép Cong dich vu cong
quoc gia, xac thuc nguoi dung theo huong dan, dang nhap vao
hé théng, lwa chon Uy ban nhan dan cap xa co tham quyén;
Cong dan dién cac thong tin trén Biéu mau dién ti tuong tac,
tai 18n cac gidy to can thiét

Nop 18 phi néu thudc truong hop phai ndp 1¢ phi, qua chirc ning
thanh toan truc tuyén hoic truc tiép

- Can bo tiép nhan ho so tai TTPVHCC c6 trach nhiém kiém

Bo phan tiép nhan va tra két qua

BuGc 2 | tra tinh chinh xéc, day du, thong nhat, hop 18 cta hd so. giai quyét TTHC tai TTPVHCC | 01 ngay lam viéc
- Chuyén hé so dén Cong chirc tu phap - ho tich. cap xa
- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh théng
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai liéu do
Bugc 3 | nguoi yéu cau ndp, xudt trinh hoac dinh kém). Cong chirc tur phap - ho tich cap xd | 05 ngay lam viéc
- Cong chuc tu phép - ho tich in Trich luc khai tir, trinh Lanh dao
Uy ban nhén dan cip xa ky.
0,5 ngay lam viéc
Buoc 4 Ky Trich luc khai tir chuyén dén van thu xa Lanh dao UBND cép x4
1 chuvin ké , , , 0,5 ngay lam viéc
) bong dau, chuyen két qua dén Bo phan tiép nhan va tra két qua . L.
BuoeS | Ji4i quyét TTHC tai TTPVHCC cép xa Vn thr UBND cap xa
B6 phan tiép nhén va tra két qua A .
Budc5 |- Tra két qua cho ngudi dan oidi quyét TTHC tai TTPVHCC Khon% it;ﬁh tho

cap xa

Téng thoi gian giai quyét TTHC

07 ngay lam viéc
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Quy trinh 30
30. Quy trinh thye hién thii tuc “ding ky lai khai tir c6 yéu t6 nwéc ngoai” (Ma s TTHC: 2.000497) (truong hop khong xac
minh)
Thir tw Thoi gian thue

cong viéc

Noi dung cong viéc

Nguai thue hién (*)

hién

Budce 1

- Néu ndp ho so tryc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép x4.

- Néu lya chon hinh thirc ndp hd so truc tuyén ngudi yéu cau
dang ky nop ho so dang ky khai tir truy cap Cong dich vu cong
quoc gia, xac thyc nguoi dung theo huong dan, dang nhép vao
hé théng, lira chon Uy ban nhan dan cap xd co tham quyén;
Cong dan dién cac thdng tin trén Biéu mau dién tr twong tac,
tai 18n céc gidy to can thiét

Nop 1é phi néu thudc truong hop phai ndp 18 phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép

C4a nhan, nguoi yéu cau

Khong tinh thot
gian

Budc 2

- Can bo tiép nhan ho so tai TTPVHCC c6 trach nhiém kiém
tra tinh chinh xé4c, day du, thong nhat, hop 1& cua hd so.
- Chuyén ho so dén Cong chire tu phap - ho tich.

B0 phéan ’tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC
cap xa

0,5 ngay lam viéc

Budc 3

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
nguoi yéu cAu ndp, xuét trinh hodc dinh keém).

- Cong chuc tu phép - ho tich in Trich luc khai tir, trinh Lanh dao
Uy ban nhén dan cap xa ky.

Cong chirc tir phap - ho tich cap xa

1,5 ngay lam viéc

Budc 4

Ky Trich luc khai ttr chuyén dén van thu xi

Lanh dao UBND cap x4

0,5 ngay lam viéc

Budc 5

Poéng dau, chuyén két qua dén Bo phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC cap xa

Vin thu UBND cép xa

0,5 ngay lam viéc

Budc 6

- Tra két qua cho nguoi dan

B0 phan tiép nhan va tra két qua

Khong tinh thoi
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giai quyét TTHC tai TTPVHCC
cap xa

gian

Téng thoi gian giai quyét TTHC

03 ngay lam viéc

Quy trinh 31

31. Quy trinh thye hién thii tuc “ding ky lai khai tir c¢6 yéu t6 nwée ngoai” (M sé TTHC: 2.000497) (truong hop xac minh)

Thir tuw
cong viéc

Noi dung cong viéc

Nguoi thue hién (*)

Thoi gian thue
hién

Buoc 1

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép x4.

- Néu lyra chon hinh thirc ndp hé so truc tuyén ngudi yéu cau
dang ky nop hd so ding ky khai tir truy cép Cong dich vu cong
quoc gia, xac thyc nguoi dung theo huong dan, dang nhép vao
hé thong, lua chon Uy ban nhan dan cap xa co tham quyén,;
Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 18n cac gidy to can thiét

Nop 1é phi néu thudc truong hop phai ndp 16 phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép

C4a nhan, nguoi yéu cau

Khong tinh thot
gian

Budc 2

- Can bo tiép nhan ho so tai TTPVHCC c¢6 trach nhiém kiém
tra tinh chinh x4ac, dﬁy du, théng nhat, hop 1€ cua ho so.
- Chuyén hé so dén Cong chirc tu phap - ho tich.

B§ phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

01 ngay lam viéc

Buoc 3

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1& clia cac thong tin trong ho so, gidy to, tai liéu do
nguoi yéu cAu ndp, xuét trinh hodc dinh keém).

- Cong chuc tu phép - ho tich in Trich luc khai tir, trinh Lanh dao

Cong chtre tu phap - ho tich cAp xa

04 ngay lam viéc
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Uy ban nhan dan cap x3 ky.

Budc 4 Ky Trich luc khai ttr chuyén dén van thu x3 Lanh dao UBND cap x4 0,5 ngay lam viéc
) Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua } . 0,5 ngay lam viéc
BuoeS | Ji4i quyét TTHC tai TTPVHCC cp xa Van the UBND cap xa
B0 phan tiép nhan va tra két qua A "
Budc 6 |- Tra két qua cho nguoi dan gidi quyét TTHC tai TTPVHCC Khongg it;ﬁh thoi

cap xa

Tong thai gian giai quyét TTHC

06 ngay lam viéc

32. Quy trinh thyc hién thu tuc “dang ky giam ho” (Ma TTHC: 1.004837)

Quy trinh 32

Thir tw
cong viéc

NOi dung cong viéc

Nguwoi thwe hién (*)

Thoi gian thue hién

Buoc 1

- Néu nodp ho so tric tiép: ngudi co yéu cau ndp ho so tai
Trung tam Phyc vy hanh chinh cong cap x4.

- Neu Ira chon hinh thtrc ndp hd so truc tuyén, ngu’01 yéu
cau dang ky giam ho truy cap Cong dich vu cong qudc gia,
x4c thuc nguoi dung theo hudng dan, ding nhap vao hé
thong, Iya chon Uy ban nhan déan cap xa c6 thim quyén;
Cong dan dién céac thong tin trén Biéu mau dién tir tuong
téc, tai Ién cac gidy to can thiét

Nop 18 phi néu thudc truong hop phai ndp 1¢ phi, qua chire
nang thanh todn tryc tuyen hoic tryc tiép

Ca nhan, t6 chtrc, nguoi yéu cau

Khong tinh thot gian

Budc 2

- Can bd tiép nhan ho so tai TTPVHCC c¢6 trach nhiém
kiém tra tinh chinh x4c, day du, thong nhét, hop 1& cta hd
SO.

B0 phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

0,5 ngay lam vi¢c
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- Chuyén ho so dén Cong chirc tu phap - ho tich.

- Cong chtrc tu phép - ho tich tham tra ho so (thdm tra tinh
thong nhat, hop 1¢ cua cic thong tin trong ho so, gidy to, tai

Budc 3 liéu do ngudi yéu ciu ndp, xuat trinh hodc dinh kém). Cong chire tur phap - hd tich cap

01 ngay lam viéc

- Cong chuc tu phép - ho tich in Trich luc dang ky gidm hg, xa
trinh Lanh dao Uy ban nhéan dan cap xi ky.
Budc 4 Ky Trich luc ding k¥ giam ho chuyén dén van thu x3 Lanh dao UBND cép xa Ya ngay lam vi¢c
, Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két } . Y4 ngay lam viéc
Buge 5 qua giai quyét TTHC tai TTPVHCC cap xa Van the UBND cdp xa
, Bo phan tiép nhan va tra két qua
Budc 6 - Tra ket qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian
cap xa
Tong thai gian giai quyét TTHC 02 ngay lam viéc

Quy trinh 33
33. Quy trinh thyc hién thi tuc “dang ky giam h{ cé yeéu to nwéc ngoai” ( Md TTHC: 1.001669) (dang ky giam ho duong
nhién)

Thir tw

n A NOi dung cong viéc Nguwoi thuwe hién (*) Thoi gian thwe hién
cong viéc

- Néu nodp ho so tric tiép: ngudi co yéu cau ndp hod so tai
Trung tam Phyc vy hanh chinh cong cap xa.

- Neu lwa chon hinh thirc ndp ho so truc tuyén, nguoi yéu
cau dang ky giam ho truy cap Cong dich vu cong qudc gia,
xac thyc nguoi dung theo hudng dan dang nhap vao hé
thdng, lya chon Uy ban nhan dan cap xa co thAm quyén;
Cong dan dién CaC thong tin trén Biéu mau dién tir twong
tac, tai 1én cac gidy to can thiét

Budce 1 Cé nhén, t6 chirc, ngudi yéu cau | Khong tinh thoi gian
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Nop 18 phi néu thudc truong hop phai ndp 16 phi, qua chirc
nang thanh todn truc tuyén hodc truc ti€p

- Can bd tiép nhan ho so tai TTPVHCC c6 trach nhiém
kiém tra tinh chinh xac, day du, thong nhét, hop 1& cta hd

B phén tiép nhan va tra két qua

Bude2 | - giai quyét TTHC tai TTPVHCC | 0,5 ngay lam vige
_ Chuyén h so dén Cong chirc tu phép - ho tich. cap xa
- Cong chtrc tu phéap - ho tich tham tra ho so (tham tra tinh
thong nhat, hop 1¢ cua cac thong tin trong ho so, gidy to, tai . ) ) L
Buéc 3 liéu do nguoi yéu ciu nop, xut trinh hodc dinh kém). Cong chire trp hNap - ho tich cap 01 ngay lam viéc
- Cong chtrc tu phap - ho tich in Trich lyc dang ky gidam ho, xa
trinh Lanh dao Uy ban nhan dan cap xi ky.
Budc 4 Ky Trich luc dang ky giam ho chuyén dén van thu xa Lanh dao UBND cap xa 0,25 ngay lam viéc
Budc 5 ?f;lgigfl:{l;g?%?Hkgttgﬁgg\]/ﬁ%ghfgptf; nhan va tra ket Van thu UBND cép Xa 0,25 ngay lam viéc
) B0 phéan ,tiép nhan va tra két qua
Budc 6 - Tra két qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian

cap xa

Tong thoi gian giai quyét TTHC

02 ngay lam viéc

Quy trinh 34

34. Quy trinh thye hién thii tuc “ding ky giam hj c6 yéu to nwéc ngoai” (MA TTHC: 1.001669) (dang ky giam ho cir)

Thur tw
cong viéc

NOi dung cong viéc

Nguwoi thue hién (*)

Thoi gian thue hién

Budc 1

- Néu nop ho so truc tiép: ngudi co yéu cau ndp hod so tai
Trung tdm Phuc vu hanh chinh cong cap xa.
- Néu lya chon hinh thirc ndp ho so truc tuyén, nguodi yéu

Cé nhan, t6 chuc, nguodi yéu cau

Khong tinh thoi gian
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cau dang ky giam ho truy cap Cong dich vu cong qudc gia,
xac thye nguoi dung theo huong dan dang nhap vao hé
thong, Iya chon Uy ban nhéan déan cap xa co tham quyén;
Cong dan dién céac thong tin trén Biéu mau dién tu tuong
tac, tai 1&n cac gidy to can thiét

Nop 1€ phi néu thude truong hgp phai ndp 1€ phi, qua chirc
nang thanh toan truc tuyén hoac truc tiép

- Can bd tiép nhan hd so tai TTPVHCC c¢6 trach nhiém
kiém tra tinh chinh x4c, day du, thong nhét, hop 1& cia ho

B0 phan tiép nhan va tra két qua

Budc 2 <o giai quyét TTHC tai TTPVHCC 0,5 ngay lam vi¢c
i .y . cap xa
- Chuyén ho so dén Cong chure tu phap - hd tich. P
- Cong chuc tu phéap - ho tich tham tra hd so (thdm tra tinh
thong nhat, hop 1¢ cua cac thong tin trong ho so, gidy to, tai . ) ) o
Bude 3 liéu do nguoi yéu ciu ndp, xut trinh hoac dinh kém). Cong chre tu I;I;ap - N tich cap 02 ngay lam viéc
- Cong chutrc tu phap - ho tich in Trich lyc dang ky giam ho,
trinh Lanh dao Uy ban nhan dan cép xa ky.
) . . L T . . . 0,25 ngay lam viéc
Buoc 4 Ky Trich luc dang ky giam ho chuyén dén van thu xa Lanh dao UBND cap xa
, Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két . O o
Bude 5 qua gidi quyét TTHC tai TTPVHCC chp x& Van thu UBND cap xa 0,25 ngay lam viéc
, B0 phan tiép nhn va tra ket qua
Budc 6 - Tra ket qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian

cap xa

Téng thoi gian giai quyét TTHC

03 ngay lam viéc
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35. Quy trinh thye hién thii tuc “ding ky cham dirt giAm ho” (M TTHC: 1.004845)

Quy trinh 35

Thir tw
cong viéc

NOi dung cong viéc

Nguwoi thue hién (*)

Thaoi gian thuwe hién

- Néu nop ho so tric tiép: ngudi co yéu cau ndp ho so tai
Trung tam Phyc vy hanh chinh cong cap x4.

- Neu Iwra chon hinh thirc ndp hd so truc tuyen nguoi yéu
cau dang ky chdm dat giam ho truy cap Cong dich vu cong
quéc gia, xac thuc ngudi dung theo hudng dan, dang nhap

Bude 1 vao hé thong, Iya chon Uy ban nhan dan cip x3 c6 thim | Ca nhan, to chirc, ngudi yéu cau | Khoéng tinh thoi gian
quyén;
Cong dan dién céc th()r]g tin trén Bicu mau dién tir tuong
tac, tai [én cac giay to can thict
Nop 1é phi néu thudc truong hop phai nop 1¢ phi, qua chire
nang thanh toan truc tuyen hoic truc tiép
- Can bo tlep nhan hd so tai TTPVHCC c¢6 trach nhiém B6 phan tiép ohiin v trd kbt qui
< R ’ ’ ’ A 5 A A A 5 A \% u
Bude 2 1;1:m tra tinh chinh x4c, day du, thong nhat, hop 1¢ cua ho giai quyét TTIA{ C t?i TTPVHCC 02 gics 1am vige
- Chuyén hd so dén Cong chirc tu phap - ho tich. cap xa
- Cong chtrc tu phap - ho tich tham tra ho so (thdm tra tinh
thong nhat, hop 1¢ cta cac thong tin trong ho so, gidy to, tai . ) ) L
Buédc 3 liéu do ngudi yéu cau ndp, xuat trinh hodc dinh kém). Cong chirc tur p h~ap - ho tich cap 04 gid 1am viéce
- Cong chtre tu phap - ho tich in Trich luc ding ky cham dut xa
giam ho, trinh Lanh dao Uy ban nhan dén cép xa ky.
Bude 4 )I((;/ Trich luc ding ky chdm dut giam ho chuyén dén vin thu Lanh dao UBND cép xi 01 gio lam viée
Buses | POng dau, chuyén két qua dén Bo phan tiép nhan va tra két Van thu UBND clp x 01 gio lam viéc
qua giadi quyet TTHC tai TTPVHCC cap xa
Budc 6 | - Tra két qua cho ngudi dan B0 phan tiép nhan va tra két qua | Khong tinh thoi gian
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giai quyet TTHC tai TTPVHCC
cap xa

Téng thoi gian giai quyét TTHC

01 ngay lam viéc

Quy trinh 36

36. Quy trinh thyc hién thi tuc “ding ky chAm dirt giam hd ¢ yéu t6 nwée ngoai” (M3 TTHC: 2.000756)

Thir tw
cong viéc

NOi dung cong viéc

Nguwoi thuwe hién (*)

Thoi gian thue hién

- Néu nodp ho so truc tiép: ngudi co yéu cau ndp hod so tai
Trung tam Phuc vy hanh chinh cong cap x4.

- Neu lwa chon hinh thirc ndp ho so truc tuyen nguoi yéu
cau dang ky chdm dat giam ho truy cap Cong dich vu cong
quéc gia, xac thuc nguodi dung theo hudng dan, dang nhap

Bude 1 vao hé thong, Iya chon Uy ban nhan dan cip x3 c6 thim | Ca nhan, to chirc, ngudi yéu cau | Khoéng tinh thoi gian
quyeén;
Cong dan dién cé4c thong tin trén Biéu maiu dién tir tuong
téc, tai Ién cac gidy to can thiét
Nop 18 phi néu thude truong hop phai ndp 1€ phi, qua chuc
nang thanh toan truc tuyen hoic truc tiép
- Can bd tiép nhan ho so tai TTPVHCC c¢6 trach nhiém | .
, kiém tra tinh chinh xéc, diy da, théng nhét, hop 18 caa hd | BO phén tiép nhan va tra két qua L
Budc 2 . giai quyeét TTI}C tfu TTPVHCC 02 gio lam viéc
- Chuyén hé so dén Cong chirc tu phap - ho tich. cap xa
- Cong chtrc tu phép - ho tich tham tra ho so (thdm tra tinh
thong nhat, hop 1¢ cua cac thong tin trong ho so, gidy to, tai . ) ) L
Buéc 3 liéu do nguoi yéu ciu ndp, xuat trinh hodc dinh kém). Cong chure tr phap - ho tich cap 04 gio 1am viéc

- Cong chire tu phap - ho tich in Trich luc ding ky cham dut
giam hg, trinh Lanh dao Uy ban nhan dan cép xa ky.

xa
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Bube 4 )|(<ay Trich lyc dang ky cham dut giam ho chuyén dén vin thu Lnh dao UBND cfp xa 01 gio lam viéc
, Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két } . 01 gio lam viée
Buoe 5 qua giai quyét TTHC tai TTPVHCC cép x4 Van the UBND cap xa
, B0 phan ,tié'p nhan va tra két qua
Budc 6 - Tra két qua cho nguoi dan giai quyeét TTHC tai TTPVHCC | Khong tinh thoi gian
cap xa
Tong thai gian giai quyét TTHC 01 ngay lam viéc

Quy trinh 37
37. Quy trinh thyce hién thu tuc “Pang ky giam sat viéc giam ho” (Ma TTHC: 3.000323) (truong hop khong xdac minh)

Thir tw

n A Noi dung cong viéc Ngwoi thue hién (*) Thaoi gian thuwe hién
cong viéc

- Néu ndp ho so truc tiép: nguoi co yéu cau nop ho so tai
Trung tam Phuc vu hanh chinh cong cap xa.

- Néu lua chon hinh thirc ndp ho so tryc tuyén: ngudi yéu
cau ding ky giam sat viéc giam ho truy cap Cong dich vu
Budce 1 cong quoc gia, ),(aic thuc nguoi 7d1‘1ng theo hudng d?ln, dang | Ca nhan, 16 chitc, nguoi yéu cau Khong tinh thoi gian
nhap vao hé thong, lya chon Uy ban nhan dan cap xa co
thAm quyén.

Nop 18 phi néu thudc truong hop phai ndp 1& phi, qua chic
nang thanh toan tryc tuyén hoic tryc tiép
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- Can bd tiép nhan ho so tai TTPVHCC c¢6 trach nhiém
kiém tra tinh chinh xac, day du, thong nhét, hop 1é cia hd

B6 phan tiép nhén va tra két qua

Budc 2 o giai quyét TTHC tai TTPVHCC 0,5 ngay lam viéc
i .y . cap xa
- Chuyén ho so dén Cong chirc tu phép - ho tich. P
- Cong chtrc tu phép - ho tich tham tra ho so (thdm tra tinh
thong nhat, hop 16 cua cac thong tin trong ho so, gidy to, tai . ) ) o
Budc 3 liéu do ngudi yéu cau ndp, xuat trinh hoic dinh kém). Cong chirc tir I;( }gap - ho tich cap 1,5 ngay lam viéc
- Cong churc tu phap - ho tich in Trich luc dang ky gidm sat
viéc giam ho, trinh Lanh dao Uy ban nhan dan cap xa ky.
Ky Trich luc Trich luc da y gia it viée gidm ho .
Budc 4 y ;I’IC £ u(i e Nuc ang ky glam sat vice giam ho Lanh dao UBND cap xa 0,5 ngay lam vi¢c
chuyén dén van thu xa
) Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két . P o
Budc 5 qua gii quyét TTHC tai TTPVHCC cép xa Van thu UBND cap xa 0,5 ngay lam viéc
Bo phan tiép nhan va tra két qua
Budc 6 - Tra ket qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian

cap xa

Tong thoi giai quyét TTHC

03 ngay lam viéc

Quy trinh 38

38. Quy trinh thye hién thi tuc “Ping ky giam sat viéc giam ho” (M& TTHC: 3.000323) (truong hop xac minh)

Thur tw
cong viéc

NOi dung cong viéc

Nguwoi thue hién (*)

Thoi gian thue hién

Budc 1

- Néu nodp ho so truc tiép: ngudi co yéu cau ndp hod so tai
Trung tAm Phuc vy hanh chinh cong cap xa.

- Néu Iwa chon hinh thtrc ndp hd so tryc tuyén: ngudi yéu
cau dang ky giam sat viéc giam ho truy cap Cong dich vu
cong qudc gia, xac thue ngudi dung theo huéng din, ding

Ca nhan, 6 chiic, nguoi yéu cau

Khong tinh thot gian
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nhap vao hé théng, lra chon Uy ban nhan dan cép xa co
thAm quyeén.

Nop 18 phi néu thudc truong hop phai ndp 18 phi, qua chic
nang thanh toan truc tuyén hodc truc tiép

- Can bd tiép nhan ho so tai TTPVHCC c6 trach nhiém
kiém tra tinh chinh xac, day du, thong nhét, hop 1& cia hd

B6 phan tiép nhén va tra két qua

Budc 2 o giai quyét TTHC tai TTPVHCC 01 ngay lam viéc
i . . cap xa
- Chuyén ho so dén Cong chure tu phap - hd tich. P
- Cong chtrc tu phap - ho tich tham tra ho so (thdm tra tinh
thong nhat, hop 1¢ cta cac thong tin trong ho so, gidy to, tai . ) ) o
Bude3 | liéu do nguoi yéu ciu ndp, xuit trinh hoc dinh kém). Cong chirc fir I;(}?P -hotichedp | g3 sy 1am viec
- Cong chtrc tu phép - ho tich in Trich lyc dang ky gidm sat
viéc giam ho, trinh Lanh dao Uy ban nhéan dan cap xa ky.
P . < L (e A s A 0,5 ngay lam vi¢c
Ky Trich lyc Trich lyc dan 1am sat viéc giam ho . ’ :
Bugcd | ) MOl e lyc dang ky g viee glam ¢ Lanh dao UBND cAp xa
chuyén dén van thu xa
Buge s | Pong diu, chuyén két qua dén Bo phin tiép nhan va tra két Vi th UBND e 0,5 ngay lam vige
Hoe qua giai quyét TTHC tai TTPVHCC cép xa an thu cap xa
) Bo phan tiép nhan va tra két qua
Budce 6 - Tra ket qua cho nguoi dan gidi quyét TTHC tai TTPVHCC | Khong tinh thoi gian

cap xa

Tong thoi giai quyét TTHC

05 ngay lam viéc
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Quy trinh 39

39. Quy trinh thyc hién thii tuc “Ping ky chAm dit giam sat viéc giam hd” ( M3 TTHC: 3.000322) (truong hop khong xdc

minh)

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thwe hién (¥)

Thoi gian thue hién

- Néu nop ho so truc tiép: ngudi co yéu cau ndp ho so tai
Trung tAm Phuc vy hanh chinh cong cap xa.

- Néu Iwra chon hinh thtrc ndp hd so tryc tuyén: ngudi yéu
cau dang ky cham dirt giam sat viéc giam ho truy cap Cong
dich vu cong qudc gia, xac thuc ngudi dung theo hudng

Budce 1 dafm, dang n%lélp VéQ hé thong, lya chon Uy ban nhan dan | C4 nhan, 6 chirc, nguoi yéu cau | Khong tinh thoi gian
cap xa cd tham quyén.
Cong dan dién cé4c thong tin trén Biéu mau dién tir tuong
tac, tai 1én cac gidy to can thiét
Nop 18 phi néu thudc truong hop phai ndp 1& phi, qua chic
nang thanh toan truc tuyén hodc tryc tiép
- Can bd tiép nhan ho so tai TTPVHCC c6 trach nhiém B s i nhan va tra ket aud
< R ’ ’ ’ A 5 A A A 5 A \% u
Bude 2 1;1:m tra tinh chinh xac, day du, thong nhat, hop 1¢ cua ho giéip quy & 'lPTIA{ C t?i TTPVH((lZ C 0.5 ngay lam vice
- Chuyén hd so dén Cong chirc tu phap - ho tich. cap xa
- Cong chtrc tu phap - ho tich tham tra ho so (thdm tra tinh
thong nhat, hop 1¢ cua cac thong tin trong hd so, gidy to, tai
) liéu do ngudi yéu cau ndp, xuit trinh hodc dinh kém). Cong chtrc tu phap - ho tich cap N
Buge 3 - Cong chtre tu phap - ho tich in Trich luc ding ky cham dat X& 1,5 ngay lam viée
gidm sat viéc gidm hg, trinh Lanh dao ij ban nhan dan cép
xa ky.
Budc 4 Ky Trich luc Trich luc dang ky cham dit giam st viéc giam Lanh dao UBND cép xa 0,5 ngay lam viéc

hd chuyén dén van thu xa
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Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két

0,5 ngay lam viéc

Buoe 5 qua giai quyét TTHC tai TTPVHCC cép x4 Vén thr UBND cap xa
, B6 phan ,tiép nhan va tra két qua
Budc 6 - Tra két qua cho nguoi dan giai quyeét TTHC tai TTPVHCC | Khong tinh thoi gian

cap xa

Tong thoi giai quyét TTHC

03 ngay lam viéc

Quy trinh 40

40. Quy trinh thuc hién thi tuc “Ping ky cham dirt giam sat viéc giam ho” (M3 TTHC: 3.000322) (truong hop xdc minh)

Thir tw
cong viéc

NOi dung cong viéc

Nguwoi thuwe hién (*)

Thoi gian thue hién

- Néu ndp ho so truc tiép: ngudi co yéu cau ndp hod so tai
Trung tim Phuc vy hanh chinh cong cap xa.

- Néu Iwra chon hinh thirc ndp hd so truc tuyén: ngudi yéu
cau dang ky cham durt giam sat viéc giam ho truy cap Cong
dich vu cong qudc gia, xac thuc ngudi dung theo hudng

Budc 1 defln, dang nyép VéQ h¢ thong, lva chon Uy ban nhan dan | C4 nhan, 6 chirc, nguoi yéu cau | Khong tinh thoi gian
cap xa co tham quyén.
Cong dan dién céac thong tin trén Biéu mau dién tir tuong
tac, tai 1&n cac gidy to can thiét
Nop 1¢ phi néu thudc truong hop phai nop 1¢ phi, qua chic
nang thanh toan truc tuyén hoac truc tiép
- Can bd tiép nhan ho so tai TTPVHCC ¢6 trach nhiém | .
, kiém tra tinh chinh xéc, diy du, théng nhit, hop 18 ciia hd | B9 Phan ti€p nhan va tra ket qua o
Budc 2 S0, giai quyeét TTI}C tfu TTPVHCC 01 ngay lam viéc
_ Chuyén hd so dén Céng chirc tur phép - ho tich. cap xa
Buée 3 - Cong chirc tu phéap - ho tich tham tra ho so (thim tra tinh Cong chire tur phf’lp - ho tich cap 03 ngay lam viéc

thong nhat, hop 1¢ cua cic thong tin trong ho so, gidy to, tai

Xa
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liéu do ngudi yéu cau ndp, xuat trinh hodc dinh kém).
- Cong chirc tu phép - ho tich in Trich luc dang ky chim dut
gidm sat viéc giam ho, trinh Lanh dao Uy ban nhdn dan cap

x& ky.

Ky Trich luc Trich luc ding ky cham dut giam sat viée gidm 0,5 ngay lam viéc

Budc 4 ho chuyén dén van thi xa Lanh dao UBND cap xa
Budc 5 Pong dau, Cljuyén két qua dén Bo phép tiép nhan va tra két Vin thu UBND cdp x 0,5 ngay lam viéc
qua giai quyét TTHC tai TTPVHCC cap xa
, B0 phan ’tié'p nhan va tra két qua
Budce 5 - Tra ket qua cho nguoi dan giai quyét TTHC tai TTPVHCC | Khong tinh thoi gian
cap xa
Tong thoi gidi quyét TTHC 05 ngay lam viéc

Quy trinh 41
41. Quy trinh thyc hién thi tuc “Thay doi, cai chinh, bo sung thong tin h tich, xdc dinh lai dén tc” (Ma TTHC: 1.004859)
doi véi viée thay doi, cai chinh ho tich, xac dinh lai dan toc. ( truong hop khong xdac minh )

Thir tw

n A NOi dung cong viéc Nguwoi thuwe hién (*) Thaoi gian thuwe hién
cong viéc

- Néu ndp hé so truc tiép: ngudi co yéu cau ndp hod so tai
Trung tim Phuc vy hanh chinh cong cap xa.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu
cau thay ddi, cai chinh, xac dinh lai dan toc truy cap Céng
dich vu cong qudc gia, xac thuc ngudi dung theo hudng
dan, dang nhap vao hé thong, lwa chon Uy ban nhdn dén
cdp xd c6 thim quyen.

Cong dan dién céac thong tin trén Biéu mau dién tir tuong
tac, tai 1&n cac gidy to can thiét

Nop 1¢ phi néu thudc truong hop phai ndp 1¢ phi, qua chic

Budc 1 Ca nhan, nguoi yéu cau Khong tinh thoi gian
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nang thanh toan truc tuyén hoac truc tiép
- C4n b tiép nhan ho so tai TTPVHCC c6 trich nhiém B8 ohan tién mhin va trd It aus
kiém tra tinh chinh xac, ddy du, thong nhét, hop 18 cua ho | ©° Phanh tep nhan va tra xet qua
Buoe2 | xac, Gy qu, Hong P CE RO gidi quyét TTHC tai TTPVHCC | 0,5 ngay lam viée
: Ly . cap xa
- Chuyén ho so dén Cong chure tu phap - ho tich. P
- Cong chtrc tu phéap - ho tich thAm tra ho so (thdm tra tinh
thong nhat, hop 1¢ cua cac thong tin trong ho so, gidy to, tai
Bud liéu do ngudi yéu cau ndp, xuat trinh hodc dinh kém). Cong chirc tur phap - ho tich cp 15 nedv 1am vié
uge 3 - Cong chuc tu phap - ho tich in Trich luc thay doi/cai | x& 0 Ngay lam viee
chinh/xac dinh lai dan toc tuwong Gng, trinh Lanh dao Uy
ban nhan déan cap x3 ky.
Ky Trich luc thay doi/cai chinh/xac dinh lai dan téc twon . 0,5 ngay lam viéc
Budc 4 . Y ;u £ Y < ~ rac Qi & ' 8 Lanh dao UBND cap xa sy i
ung, chuyén dén van thu xa
, Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két | . 0,5 ngay lam viéc
BuoeS | 14 gidi quyét TTHC tai TTPVHCC cp xa Van thr UBND cap xa
) B0 phéan ,tié'p nhan va tra két qua
Budc 6 - Tra ket qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian
cap xa
Tong thoi gidi quyét TTHC 03 ngay lam viéc

Quy trinh 42
42. Quy trinh thyc hién thi tuc “Thay doi, cai chinh, bo sung thong tin h tich, xac dinh lai dan tgc” (Ma TTHC: 1.004859)
doi véi viéc thay doi, cai chinh ho tich, xac dinh lai dan tdc. ( truong hop xac minh )

Thir tuw

n A Noi dung cong viéc Nguwoi thue hién (¥) Thoi gian thue hién
cong viéc

- Néu ndp ho so truc tiép: ngudi co yéu cau ndp ho so tai
Budc 1 Trung tdm Phyc vy hanh chinh cong cap xa. Canhan, nguoi yéu cau Khong tinh thoi gian
- Néu lya chon hinh thic ndp ho so truc tuyén, nguodi yéu
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cau thay doi, cai chinh, xac dinh lai dan toc truy cap Cong
dich vu cong qudc gia, xac thuc ngudi dung theo hudng
dan, ding nhap vao hé théng, lva chon Uy ban nhdn din
cdp xd c6 thim quyen.

Cong dan dién céc thong tin trén Biéu mau dién tir tuong
tac, tai 1&n cac gidy to can thiét

Nop 18 phi néu thudc truong hop phai ndp 18 phi, qua chic
nang thanh toan tryc tuyén hodc truc tiép

- Can bd tiép nhan ho so tai TTPVHCC c6 trach nhiém
kiém tra tinh chinh xac, day du, thong nhét, hop 1& cia ho

B0 phén tiép nhan va tra két qua

Budc 2 <o giai quyét TTHC tai TTPVHCC 01 ngay lam viéc
i .y . cap xa
- Chuyén ho so dén Cong chure tu phap - hd tich. P
- Cong chtrc tu phap - ho tich tham tra ho so (thdm tra tinh
thong nhat, hop 1¢ cta cac thong tin trong ho so, gidy to, tai
, liéu do ngudi yéu cau ndp, xuit trinh hodc dinh kém). Cong chirc tu phap - ho tich cip A oo Tam i
Buge 3 - Cong chuc tu phép - ho tich in Trich luc thay d6i/cai | x& 04 ngay lam vige
chinh/xac dinh lai dan toc tuwong Gng, trinh Lanh dao Uy
ban nhan déan cap xa ky.
Bude 4 Ky Trich lxuc tPay Vdéi/céi Shinh/xéc dinh lai dan toc tuong Lanh dao UBND cip xa 0,5 ngay lam viéc
ung, chuyén dén van thu xa
, Dong dau, chuyén két qua dén B phan ti€p nhan va tra két | L 0,5 ngay lam viéc
BuoeS | 14 gidi quyét TTHC tai TTPVHCC cdp xa Van thr UBND cép xa
’ B¢ phan ’tié'p nhan va tra két qua
Budc 6 - Tra ket qua cho nguoi dan giai quyeét TTHC tai TTPVHCC | Khong tinh thoi gian

cap xa

Tong thoi giai quyét TTHC

06 ngay lam viéc
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Quy trinh 43

43. Quy trinh thuc hién thi tuc “Thay ddi, cai chinh, bé sung théng tin hd tich, xac dinh lai dan téc” ( Ma TTHC: 1.004859)
(doi véi viée bo sung thong tin ho tich)

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thwe hién (¥)

Thoi gian thue hién

- Néu nop ho so truc tiép: ngudi co yéu cau ndp ho so tai
Trung tAm Phuc vy hanh chinh cong cap xa.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu
cau bo sung thong tin hd tich truy cap Cong dich vu cong
quéc gia, xac thuc nguoi dung theo huéng dan, ding nhap

Bude 1 vao hé théng, Iwra chon Uy ban nhan dan ccfp xd ¢6 thAm Canhan, nguot yéu cau Khong tinh thoi gian

quyén. Cong dan dién céc thong tin trén Biéu mau dién ti

tuong tac, tai 1&n cac gidy to can thiét

Nop 18 phi néu thudc truong hop phai ndp 1 phi, qua chirc

nang thanh toan truc tuyén hoac truc tiép

- Can bd tiép nhan ho so tai TTPVHCC c6 trich nhiém 56 ohan o mhan va 1 k&t aud

kiém tra tinh chinh xac, ddy du, thong nhét, hop 1& ciia hd | 9 Pan HEP ian va fra ket qua , ,
Buoe2 | y 8 op gidi quyét TTHC tai TTPVHCC | 02 gior lam viée

i L . cap xa

- Chuyén ho so dén Cong chirc tu phép - ho tich. P

- Cong chtrc tu phéap - ho tich thim tra hd so (thdm tra tinh

théng nhat, hop 1¢ cta cac thong tin trong ho so, gidy to, tai . ) ) L
Buéc 3 liéu do nguoi yéu ciu ndp, xuat trinh hodc dinh kém). Cong chure tu ;;(Igap - ho tich cap 04 gio 1am viéc

- Cong chtre tu phap - ho tich in Trich luc bd sung thong

tin ho tich, trinh Lanh dao Uy ban nhan dan cép xa ky.

Ky Trich luc b thong tin ho tich chuyén dén vin thu , 01 gio 1am viée
Budc 4 y Trich luc bo sung thong tin ho tich chuyén dén van Lanh dao UBND cip xi g Vié

xa
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) Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két v L 01 gio lam viée
Buoe 5 qua giai quyét TTHC tai TTPVHCC cép x4 Vén thr UBND cap xa
, B6 phan ,tiép nhan va tra két qua
Budc 6 - Tra két qua cho nguoi dan giai quyeét TTHC tai TTPVHCC | Khong tinh thoi gian
cap xa
Tong thoi giai quyét TTHC 01 ngay lam viéc

Quy trinh 44
44. Quy trinh thuc hién thu tuc “Thay ddi, cai chinh, b sung thong tin ho tich, xac dinh lai dan tdc c6 yéu té nwéc ngoai”
(M&TTHC: 2.000748) doi véi viéc thay doi, cai chinh h tich, xac dinh lai dan toc. ( truong hop khong xac minh )

Thir tw

n A NOi dung cong viéc Nguwoi thuwe hién (*) Thaoi gian thuwe hién
cong viéc

- Néu nodp ho so tric tiép: ngudi co yéu cau ndp hod so tai
Trung tAm Phuc vy hanh chinh cong cap xa.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu
cau thay ddi, cai chinh, xac dinh lai dan toc truy cap Céng
dich vu cong qudc gia, xac thuc ngudi dung theo hudng
Budc 1 dé’n, dang n}}élp Véq h¢ thong, lua chon Uy ban nhdn dén Ca nhan, nguoi yéu cdu Khong tinh thoi gian
cdp xd c6 tham quyén.

Cong dan dién céac thong tin trén Biéu mau dién tir tuong
tac, tai 1&n cac gidy to can thiét

Nop 1¢ phi néu thudc trudng hop phai nop 1¢ phi, qua chic
nang thanh toan truc tuyén hoac truc tiép

- Can b tiép nhan ho so tai TTPVHCC c6 trach nhiém | B phan tiép nhan va tra két qua
Budc 2 kiém tra tinh chinh x4c, day du, thong nhat, hop 1¢ ctia ho | giai quyét TTHC tai TTPVHCC 0,5 ngay lam vi¢c
S0. cap xa
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- Chuyén ho so dén Cong chic tu phap - ho tich.
- Cong chtrc tu phéap - ho tich thAm tra ho so (thdm tra tinh
thong nhat, hop 1¢ cta cac thong tin trong ho so, gidy to, tai
) liéu do ngudi yéu ciu ndp, xuat trinh hodc dinh kém). Cong chtrc tu phap - ho tich cp ! v L vié
Buge 3 - Cong chuc tu phap - ho tich in Trich luc thay dbi/cai Xa > ngay lam vige
chinh/xac dinh lai dan toc tuwong Gng, trinh Lanh dao Uy
ban nhan déan cap x3 ky.
Ky Trich luc thay doi/cai chinh/xac dinh lai dan téc twon . 0,5 ngay lam viéc
Budc 4 . Y ;u £ Y < ~ rac Qi & ' 8 Lanh dao UBND cap xa sy i
ung, chuyén dén van thu xa
, Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két } . 0,5 ngay lam viéc
Buge 5 qua giai quyét TTHC tai TTPVHCC cap xa Van the UBND cdp xa
) B0 phéan ’tiép nhan va tra két qua
Budce 6 - Tra ket qua cho nguoi dan gidi quyét TTHC tai TTPVHCC | Khong tinh thoi gian
cap xa
Tong thoi giai quyét TTHC 03 ngay lam viéc

Quy trinh 45
45. Quy trinh thuc hién thu tuc “Thay déi, cai chinh, bo sung thong tin h{ tich, xac dinh lai din tfc c6 yéu td nwoc ngoai”
(M&TTHC: 2.000748) doi véi viéc thay doi, cai chinh h tich, xac dinh lai dan tdc. ( truong hop xdc minh )

Thur tw

n A NOi dung cong viéc Nguwoi thue hién (*) Thaoi gian thue hién
cong viéc

- Néu nop ho so truc tiép: ngudi co yéu cau ndp hod so tai
Trung tim Phuc vy hanh chinh cong cap xa.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu
cau thay ddi, cai chinh, xac dinh lai dan toc truy cap Céng

Budc 1 Ca nhan, nguoi yéu cau Khéng tinh thoi gian
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dich vu cong qudc gia, xac thuc ngudi dung theo hudng
dan, ding nhap vao hé théng, lwa chon Uy ban nhdn dén
cdp xd c6 thim quyeén.

Cong dan dién céac thong tin trén Biéu mau dién tir tuong
tac, tai 18n céc gidy to can thiét

Nop 18 phi néu thudc truong hop phai ndp 16 phi, qua chirc
nang thanh toan truc tuyén hoac truc tiép

- Can b tiép nhan ho so tai TTPVHCC c¢6 trach nhiém
kiém tra tinh chinh xac, day du, thong nhét, hop 1& cta hd

Bo phan tiép nhan va tra két qua

Budc 2 <. giai quyét TTI}C tfli TTPVHCC 01 ngay lam viéc
- Chuyén ho so dén Cong chirc tu phap - ho tich. cap xa
- Cong chtic tu phép - ho tich tham tra ho so (tham tra tinh
thong nhat, hop 1¢ cua cac thong tin trong ho so, gidy to, tai
) liéu do ngudi yéu cau ndp, xuat trinh hodc dinh kém). Cong chtrc tu phap - ho tich cp Lo
Buoc3 | Cong chic tw phép - ho tich in Trich luc thay dbi/cai x4 04 ngay lam viéc
chinh/xac dinh lai dan tdc tuong rng, trinh Lanh dao ij
ban nhan déan cap x3 ky.
. FO . o 0,5 ngay lam vi¢c
Bude 4 I,<y Trich l;uc t}lay f101/ca1 Shm}ﬂxac dinh lai dan toc tuong Lanh dao UBND cép <
ung, chuyén dén van thu xa
, X 2 LA s A YA LA A AN o LA 0,5 ngay lam vigc
Budc 5 Dong.d.au, Chuyen ket q.ua den B9 phag tiep nhan va tra két Vin thr UBND chp xa
qua giai quyet TTHC tai TTPVHCC cap xa
, B0 phan ,tié’p nhan va tra két qua
Budc 6 - Tra ket qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian

cap xa

Tong thoi giai quyét TTHC

06 ngay lam viéc




74

Quy trinh 46

46. Quy trinh thuc hién thi tuc “Thay ddi, cai chinh, bé sung théng tin hd tich, xac dinh lai dan téc” ( Ma TTHC: 2.000748)
do6i1 voi viee bo sung thong tin ho tich

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thwe hién (¥)

Thoi gian thue hién

Budce 1

- Néu nop ho so truc tiép: ngudi co yéu cau ndp ho so tai
Trung tAm Phuc vy hanh chinh cong cap xa.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu
cau bo sung thong tin ho tich truy cap Cong dich vu cong
quéc gia, xac thuc nguoi dung theo huéng dan, ding nhap
vao hé théng, Iwra chon Uy ban nhan dan ccfp xd ¢6 thAm
quyén.

Cong dan dién cé4c thong tin trén Biéu mau dién tir tuong
tac, tai 1én cac gidy to can thiét

Nop 18 phi néu thudc truong hop phai ndp 1& phi, qua chic
nang thanh toan truc tuyén hodc tryc tiép

Ca nhan, nguoi yéu cau

Khong tinh thoi gian

Budc 2

- Can bo tiép nhan ho so tai Trung tim Phyc vu hanh chinh
cong co trach nhiém kiém tra tinh chinh xac, day du, thong
nhat, hop 1¢ ctia ho so.

- Chuyén ho so dén Cong chire tu phap - h tich.

B0 phan tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC
cap xa

02 gid lam viée

Buoc 3

- Cong chtrc tu phap - ho tich tham tra ho so (thdm tra tinh
thong nhat, hop 1¢ cia cac thong tin trong hd so, gidy to, tai
liéu do ngudi yéu cau ndp, xuit trinh hodc dinh kém).

- Cong chtrc tu phap - ho tich in Trich luc bo sung thong
tin ho tich, trinh Lanh dao Uy ban nhan dan cép xa ky.

Cong chirc tur phap - ho tich cap
Xa

04 gio lam viéc

Budc 4

Ky Trich lyc bo sung thong tin ho tich chuyén dén van thu
Xa

Lanh dao UBND cép x4

01 gio 1lam vigc

Budce 5

DPong dau, chuyén két qua dén Bo phan tiép nhan va tra két

Vin thue UBND cép xa

01 gio 1am vige
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qua giai quyét TTHC tai TTPVHCC cap x4
, B0 phan ’tié'p nhan va tra két qua
Budc 6 - Tra ket qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian
cap xa
Tong thoi giai quyét TTHC 01 ngay lam viéc
Quy trinh 47

_ 47. Quy trinh thyc hién thu tuc “Ghi vao s0 h tich viéc két hon ciia cong din Viét Nam di dwoc gidi quyét tai co quan c6
tham quyén cia nwéc ngoai” (Ma TTHC: 2.002189) (truong hop khdng xac minh)

Thir tw

n A NOi dung cong viéc Nguwoi thuwe hién (*) Thoi gian thwe hién
cong viéc

- Néu nodp ho so tric tiép: ngudi co yéu cau ndp ho so tai
Trung tim Phuc vy hanh chinh cong cap xa.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu
cau ghi chu két hon truy cap Cong dich vu cong qudc gia ,
x4c thuc nguoi dung theo hudng dan, ding nhap vao hé
thong, Iwa chon Uy ban nhdn dédn cdp xa c6 thim quyén.
Cong dan dién céc thong tin trén Biéu mau dién tir tuong
tac, tai 1én cac gidy to can thiét

Nop 18 phi néu thudc truong hop phai ndp 16 phi, qua chirc
nang thanh toan tryc tuyén hoic tryc tiép

Budce 1 Ca nhan, nguoi yéu cau Khong tinh thoi gian

- Céan bo tiép nhan ho so tai TTPVHCC c6 trach nhiém
kiém tra tinh chinh x4c, day du, thong nhét, hop 1& cta hd
SO.

- Chuyén ho so dén Cong chire tu phap - ho tich.

B phan tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC 01 ngay lam viéc
cap xa

Budc 2

Budc3 |- COng chirc tu phap - ho tich tham tra ho so (tham tra tinh | Cong chure tu phap - ho tich cip 03 ngay lam viéc




76

thong nhat, hop 1¢ cua cic thong tin trong ho so, gidy to, tai Xa
liéu do ngudi yéu ciu ndp, xuat trinh hodc dinh kém).

- Cong chtrc tu phap - ho tich in Trich luc ghi chi két hon,
trinh Lanh dao Uy ban nhéan dan cap xa ky.

Buéc4 | Ky Trich luc ghi cha két hon chuyén dén van thu xa Lanh dao UBND cép xa 0,5 ngay lam viéc

Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két 0,5 ngay lam viéc

Buoe 5 qua giai quyét TTHC tai TTPVHCC cép xa Vén the UBND cap xa
) B0 phéan ’tiép nhan va tra két qua
Budce 6 - Tra ket qua cho nguoi dan gidi quyét TTHC tai TTPVHCC | Khong tinh thoi gian
cap xa
Tong thoi gidi quyét TTHC 05 ngay lam viéc

Quy trinh 48
_ 48.Quy trinh thyc hi¢n thii tuc “Ghi vao so hg tich viéc két hon ciia cong din Viét Nam da dwerc giai quyét tai co quan cé
tham quyén cia nwéc ngoai” (Ma TTHC: 2.002189) (truong hop xac minh)

Thir tw

n A Noi dung cong viéc Ngwoi thue hién (*) Thaoi gian thuwe hién
cong viéc

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai
Trung tAm Phuc vy hanh chinh cong cap xa.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu
cau ghi chii két hon truy cap Cong dich vu cong quoc gia ,
Bugc1 | xac thuc nguoi ding theo hudng C}f?m, dang nhdp vao hé Céa nhan, nguoi yéu cau Khéng tinh thoi gian
thong, Iya chon Uy ban nhan dan cap xa c6 tham quyén.
Cong dan dién cé4c thong tin trén Biéu mau dién tir tuong
tac, tai 1én cac gidy to can thiét

Nop 18 phi néu thudc truong hop phai ndp 186 phi, qua chirc
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nang thanh toan tryc tuyén hodc truc tiép

- Can bd tiép nhan ho so tai TTPVHCC c6 trach nhiém
kiém tra tinh chinh x4c, day du, thong nhét, hop 1¢ cta hd
SO.

- Chuyén hé so dén Cong chirc tu phap - ho tich.

B phén tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC 01 ngay lam viéc
cap xa

Budc 2

- Cong chtrc tu phéap - ho tich thAm tra ho so (thdm tra tinh
thong nhat, hop 1¢ cua cic thong tin trong ho so, gidy to, tai

Buéc 3 liéu do nguoi yéu ciu nop, xut trinh hodc dinh kém). Cong chire tr phap - ho tich cap

06 ngay lam viéc

- Cong chtrc tu phap - ho tich in Trich luc ghi chii két hon, xa
trinh Lanh dao Uy ban nhan dan cap x4 ky.
Budc 4 Ky Trich luc ghi chii két hon chuyén dén van thu x4 Lanh dao UBND cap xa 0,5 ngay lam viéc
, Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két } . 0,5 ngay lam viéc
Buge 5 qua giai quyét TTHC tai TTPVHCC cap xa Van the UBND cdp xa
Bo phan tiép nhan va tra két qua
Budc 6 - Tra ket qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian
cap xa
Tong thoi giai quyét TTHC 08 ngay lam viéc

Quy trinh 49
49. Quy trinh thyc hién thii tuc “Ghi vao so ho tich viéc ly hon, hiy viéc két hon cia cong dan Viét Nam da dwoc giai quyét
tai co quan ¢é tham quyén ciia nwéc ngodi” ( Ma TTHC: 2.000554) (trwong hop khdng xac minh)

Thir tuw

n A Noi dung cong viéc Nguwoi thue hién (¥) Thoi gian thue hién
cong viéc

- Néu ndp ho so truc tiép: nguodi cd yéu cau ndp ho so tai

Trung tam Phuc vu hanh chinh céng c4p xa. Ca nhan, nguwoi yéu cau Khong tinh thoi gian

Buoc 1
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- Neu lra chon hinh thirc ndp ho so truc tuyén, ngu:(n yéu
cau ghi cha ly hén truy cdp Coéng dich vu cong qudc gia ,
x4c thuc nguodi dung theo huéng din, ding nhap vao hé
théng, Iya chon Uy ban nhdn ddn cdp xa c6 thim quyén.
Cong dan dién céc thong tin trén Biéu mau dién tir tuong
tac, tai 1&n cac gidy to can thiét

Nop 18 phi néu thudc truong hop phai ndp 1& phi, qua chic
nang thanh toan truc tuyén hoic tryc tiép

- Can bd tiép nhan ho so tai TTPVHCC c6 trach nhiém
kiém tra tinh chinh xac, day du, thong nhét, hop 1& cia ho

B0 phan tiép nhan va tra két qua

Budc 2 so giai quyét TTHC tai TTPVHCC 01 ngay lam viéc
i .y . cap xa
- Chuyén ho so dén Cong chure tu phap - hd tich. P
- Cong chtrc tu phap - ho tich tham tra ho so (thdm tra tinh
thong nhat, hop 1¢ cta cac thong tin trong ho so, gidy to, tai A ) ) L
Budc 3 liéu do ngudi yéu cau ndp, xuit trinh hodc dinh kém). Cong chirc o I;( h;p - ho tich cap 03 ngay lam viéc
- Cong churc tu phap - hd tich in Trich luc ghi chd ly hén,
trinh Lanh dao Uy ban nhédn dan cap xi ky.
o 0,5 ngay lam vi¢c
Budce 4 Ky Trich luc ghi chd ly hén chuyén dén van thu xa Lanh dao UBND cap xa
huse s | Pong déu, chuyén két qua dén Bo phan tiép nhan va tra két Vin th UBND oko x; 0,5 ngdy lam viéc
oe qué giai quyét TTHC tai TTPVHCC cAp xa an thu cap xa
B phan tiép nhan va tra két qua
Budc 6 - Tra ket qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian

cap xa

Tong thoi giai quyét TTHC

05 ngay lam viéc
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Quy trinh 50

50. Quy trinh thyc hi¢n thii tuc “Ghi vao s6 ho tich viéc ly hon, hiy viéc két hon cia cong dan Viét Nam da dwoc giai quyét
tai co quan ¢é tham quyén ciia nwéc ngodi” (Ma TTHC: 2. 000554) (trurong h0’p X&c minh)

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thwe hién (¥)

Thoi gian thue hién

- Néu nop ho so truc tiép: ngudi co yéu cau ndp ho so tai
Trung tAm Phuc vy hanh chinh céng cap xa.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu
cau ghi cha ly hén truy cap Cong dich vu cong qudc gia ,
x4c thuc nguodi dung theo huéng dan, ding nhap vao hé

Budc 1 théng, Iwa chon Uy ban nhdn ddn cdp xa c6 thim quyén. Ca nhan, nguor yéu cau Khong tinh thoi gian
Cong dan dién céac thong tin trén Biéu mau dién tir tuong
tac, tai 1én céc gidy to can thiét
Nop 18 phi néu thudc truong hop phai ndp 1 phi, qua chirc
nang thanh toan truc tuyén hoac truc tiép
- Can bd tiép nhan ho so tai TTPVHCC c6 trich nhiém 56 ohan o mhan va 1 k&t aud
kiém tra tinh chinh xac, day du, thong nhat, hop 18 cta ho © phan tep nhan va tra xet qua .
Buoe2 | xac, Cay @u, Hiong op e et gidi quyét TTHC tai TTPVHCC | 01 ngay lam viée
i .y . cap xa
- Chuyén ho so dén Cong chirc tu phép - ho tich. P
- Cong chirc tu phap - ho tich thim tra hd so (tham tra tinh
thong nhat, hop 1¢ cua cac thong tin trong ho so, gidy to, tai
; héu dO ngu’dl Yéu Cé.u n@p, Xuélt trinh hOé.C dinh kém) Céng chirc tu phép - h6 thh Cép 06 v 12 n
Bude3 | cong chirc tu phap - ho tich in Trich lu x4 ngay lam vige
¢ ghi chd ly hén, trinh Lanh dao Uy ban nhan dan cép x4 ky.
Budce 4 Ky Trich luc ghi chd ly hdn chuyén dén vin thu xa Lanh dao UBND cap xa 0,5 ngay lam vi¢c
Pong dau, chuyén két gqua dén Bo phan tiép nhan va tra két . ,
Bude 5 ong fa yen (<t qua cen 5o paan HEp niian va ta ke Van thu UBND cap xa 0,5 ngay lam vi¢c

qua giai quyét TTHC tai TTPVHCC cép x4
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B phén tiép nhan va tra két qua
Budc 6 - Tra két qua cho nguoi dan giai quyét TTHC tai TTPVHCC | Khong tinh thoi gian
cap x4
Tong thoi gidi quyét TTHC 08 ngay lam viéc

Quy trinh 51
_51. Quy trinh thuc hi¢n thii tue “Ghi vao sé hé tich vigc hg tich khac ciia cong dan Viét Nam da dwerc gidi quyét tai co quan
c6 tham quyén ciia nwoc ngoai (khai sinh; gidm hg; nhgn cha, me, con; xdc dinh cha, me, con; nudi con nudi; khai ti; thay doi hg
tich)” (Ma TTHC: 2.000547) (truong hop khéng xac minh)

Thir tw

n A NOi dung cong viéc Nguwoi thuwe hién (*) Thaoi gian thuwe hién
cong viéc

- Néu ndp ho so truc tiép: ngudi ¢ yéu cau ndp ho so tai
Trung tdm Phuc vu hanh chinh cong cép xA.

- Néu lira chon hinh thirc ndp hd so truc tuyén, ngudi yéu
cau ghi vao S6 ho tich cac viée ho tich khéac truy cap Céng
dich vu cong qudc gia, xac thyc ngudi dung theo hudng
Budce 1 dﬁ’n, ding nhqeip Vao ‘hé théng, lua chon Uy ban nhdn dan Ca nhan, nguoi yéu cau Khong tinh thoi gian
cdp xd c6 tham quyén.

Cong dan dién cac thdng tin trén Biéu mau dién tir tuong
tac, tai 1&n cac gidy to can thiét

Nop 18 phi néu thudc trudng hop phai ndp 18 phi, qua chirc
nang thanh toan tryc tuyén hoic tryc tiép

- C4n bo tiép nhan ho so tai TTPVHCC c¢6 trach nhiém

. . P T % A o 1A B0 phan tiép nhan va tra két qua
kiém tra tinh chinh xéc, ddy du, théng nhit, hop 18 cua h 0 phan :

Budc 2 S;em o T Gy e, Cay €, TIONS WAt hOP S A R0 giai quyét TTHC tai TTPVHCC | 02 gir lam vige

: . , cap xa

- Chuyén h so dén Cong chiic tu phap - ho tich. P
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- Cong chirc tu phéap - ho tich tham tra hd so (thdm tra tinh
thong nhat, hop 16 cua cac thong tin trong ho so, gidy to, tai
) liéu do ngudi yéu cau ndp, xuit trinh hodc dinh kém). Cong chirc tu phap - ho tich cép L
Budc3 | _ Cong chirc tu phép - hé tich in Trich luc ghi vao Sb ho tich x4 04 gi6 lam viee
viéc khai sinh/Trich luc ghi vao S6 ho tich cac viée ho tich
khéc, trinh Lanh dao Uy ban nhan dan cap xa ky.
Ky Trich luc ghi vao S6 ho tich viéc khai sinh/Trich luc 01 gid lam viée
Bu6éc4 | ghi vao S6 ho tich cac viée ho tich khac chuyén dén vin Lanh dao UBND cap xa
thu xa
, DPoéng dau, chuyén két qua dén Bo phan tiép nhan va tra két } . 01 gid 1am viéc
Buge 5 qua giéi quyét TTHC tai TTPVHCFC)l cap X?Il) Van the UBND cdp xa
, B0 phéan ,tiép nhan va tra két qua
Budc 6 - Tra ket qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian
cap xa
Tong thoi giai quyét TTHC 01 ngay lam viéc

Quy trinh 52
_52. Quy trinh thgc hi¢n thii tyc “Ghi vao so hé tich viéc hg tich khac cia cong dan Viét Nam da dwoc gidi quyét tai co quan
c6 tham quyén ciia nwoc ngoai (khai sinh; gidm hg; nhgn cha, me, con; xdc dinh cha, me, con; nudi con nudi; khai ti; thay doi h
tich)” (Ma TTHC: 2.000547) (trurong hop xac minh)

Thir tuw

n A NOi dung cong viéc Nguwoi thue hién (*) Thaoi gian thue hién
cong viéc

- Néu nop ho so truc tiép: ngudi co yéu cau ndp ho so tai
Trung tam Phyc vy hanh chinh cong cap xa. o]

- Neu Ira chon hinh thirc ndp hd so truc tuyén, nguoi yeu
cu ghi vao Sb hé tich cac viéc ho tich khac truy cap Cong
dich vu cong qudc gia, xac thuc ngudi dung theo hudng
dan, dang nhap vao hé thong, lwa chon Uy ban nhdn dén

Budc 1 Céa nhan, nguoi yéu cau Khong tinh thoi gian
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cdp xd c6 tham quyeén.

Cong dan dién céac thong tin trén Biéu mau dién tir tuong
tac, tai 18n céc gidy to can thiét

Nop 18 phi néu thudc truong hop phai ndp 16 phi, qua chirc
nang thanh toan truc tuyén hoac truc tiép

- Can b tiép nhan ho so tai TTPVHCC c6 trach nhiém
kiém tra tinh chinh x4c, day du, thong nhét, hop 1¢ cta hd

B phén tiép nhan va tra két qua

Budc 2 <o giai quyét TTHC tai TTPVHCC 0,5 ngay lam viéc
i .y . cap xa
- Chuyén ho so dén Cong chirc tu phép - ho tich. P
- Cong chtic tu phap - ho tich tham tra ho so (tham tra tinh
thong nhat, hop 1¢ cua cac thong tin trong ho so, gidy to, tai
Bud liéu do ngudi yéu cau ndp, xuat trinh hodc dinh kém). Cong chtrc tu phap - ho tich cp 15 nedv 1am vié
uge 3 - Cong chure tu phap - ho tich in Trich luc ghi vao S6 ho tich X& D Ngay lam viee
viéc khai sinh/Trich luc ghi vao S6 ho tich cac viée ho tich
khéc, trinh Lanh dao Uy ban nhdn dan cp xi ky.
Ky Trich luc ghi vao Sé ho tich viéc khai sinh/Trich luc 0,5 ngay lam vigc
Buéc4 | ghi vao S6 ho tich cac viée ho tich khac chuyén dén vin Lanh dao UBND cap xa
thu xa
1 chuvin k& ) , ) 0,5 ngay lam viéc
) bong dau, chuyén két qua dén B phan ti€ép nhan va tra két . .
BuoeS | 14 gidi quyét TTHC tai TTPVHCC cp xa Van thr UBND cap xa
’ B0 phan tiép nhan va tra két qua
Budc 6 - Tra ket qua cho nguoi dan giai quyet TTHC tai TTPVHCC | Khong tinh thoi gian

cap xa

Tong thoi giai quyét TTHC

03 ngay lam viéc
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53. Quy trinh thac hién thi tuc “Pang ky khai sinh luu déng” (Ma TTHC: 1.003583)

Quy trinh 53

Thir tw
cong viéc

Noi dung cong viéc

Nguwoi thwe hién (¥)

Thoi gian thue hién

Budce 1

- Cong chure tur phap - ho tich cip xd duoc giao nhiém vu
dang ky khai sinh luu dong co trach nhiém chuan bi day du
mau T khai dang ky khai sinh, gidy to ho tich va diéu kién
can thiét dé thyc hién ding ky luu dong tai nha riéng hoic
tai dia diém to chirc dang ky luu dong, bao dam thuan loi
cho nguo1 dan.

Tai dia diém dang ky ho tich luu dong, Cong chic

tu phap - ho tich huéng din ngudi yéu cau dién day du
thong tin trong To khai dang ky khai sinh; kiém tra cac
gidy to lam co so cho viéc dang ky khai sinh; viét Phiéu
tiép nhan ho so.
- Sau khi tiép nhan du hd so, Cong chirc tur phap - ho tich
thyc hién ghi vao S6 dang ky khai sinh, cap nhat thong tin
dang ky khai sinh trén Phan mém dang ky, quan 1y ho tich
dién tir dung chung va chuyén thong tin &én CSDLQGVDC
dé 1ay S6 dinh danh ca nhan. Sau khi CSDLQGVDC tra vé
S6 dinh danh ca nhan, cong chirc tu phép - ho tich in Gidy
khai sinh, trinh Lanh dao Uy ban nhan déan cdp xi ky Gidy
khai sinh dé cap cho ngudi yéu cau.

Cong chirc tir phap - ho tich cap
Xa

03 ngay lam viéc

Budc 2

Ky Giay khai sinh, chuyén dén van thu xa

Lanh dao UBND cép x4

0,5 ngay lam vi¢c

Budc 3

DPoéng dau, chuyén vé Cong chirc tur phap - ho tich cap x4

Vin thu UBND cép xa

0,5 ngay lam vi¢c

Budc 4

Hudng dan ngudi yéu cau kiém tra ndi dung Gidy khai sinh
va S6 dang ky khai sinh; tai muc “Ghi chi” trong S6 ding
ky khai sinh ghi ro “Pang ky luu dong

Cong chirc tur phap - ho tich cap
Xa

01 ngay lam viéc
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Tra két qua Gidy khai sinh cho nguoi c6 yéu ciu tai dia
diém ding ky luu dong

Tong thoi giai quyét TTHC

05 ngay lam viéc

54. Quy trinh tharc hién thii tuc “Ding Ky Két hon luu dgng” (MA TTHC: 1.000593)

Quy trinh 54

Thir tw
cong viéc

NOi dung cong viéc

Nguwoi thuwe hién (*)

Thoi gian thue hién

- Cong chuc tu phap - ho tich cap x3 duoc giao nhiém vu
dang ky két hon luu dong c6 trach nhiém chuan bi day du
cac loai mau To khai, gidy to ho tich va diéu kién can thiét
dé thuc hién dang ky luu dong.

- Tai dia diém dang ky két hon luu dong, Cong chire tu phap
- ho tich 6 trach nhiém kiém tra, xac minh vé diéu kién két

Cong chre tu phap - ho tich cp

Buge 1 hén cua cac bén; hudng dan ngudi dan dién day di thong tin xa 03 ngay lam vige
trong T& khai diang ky két hon. Néu hd so ddy du, hop 1¢,
Cong chire tu phap - ho tich tiép nhan ho so viét Phiéu tiép
nhan hd so.
- Bao c4o Chu tich Uy ban nhan dén cip x4
- In Gidy chimg nhan két hon, trinh Lanh dao UBND ky
Budce 2 Ky Giay chimg nhan két hon, chuyén dén vin thu xi Lanh dao UBND cap xa 0,5 ngay lam vi¢c
Buédce 3 Pong dau, chuyén vé Cong chirc tur phap - ho tich cap xa Vin thu UBND cép x4 0,5 ngay lam viéc
Buoc4 | HOnE dan cic bén kiém tra ndi dung Gidy chimg nhdn ket | Cong chire tu phép -hd tich cdp | o) s i viee
hon va S6 dang ky két hon, cung cac bén nam, nit ky vao xa
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S6 dang ky két hon, Gidy ching nhan két hon theo quy
dinh;

Trao Gidy chimg nhan két hon cho cac bén tai dia diém
dang ky luu dong. Tai muc “Ghi chi” trong SO dang ky két
hon ghi 16 “Dang ky luu dong”.

Téng thoi gidi quyét TTHC

05 ngay lam viéc

55. Quy trinh thac hién thi tuc “Pang ky khai tir lwu déng” (Ma TTHC: 1.000419)

Quy trinh 55

Thir tw
cong viéc

Noi dung cong viéc

Ngwoi thue hién (*)

Thaoi gian thuwe hién

Budc 1

- Cong churc tu phap - hd tich duoc giao nhi¢m vu dang ky
khai tir luu dong co trach nhiém chuan bi day dt mau To
khai dang ky khai tr, gidy to ho tich va diéu kién can thiét
dé thuc hién dang ky luu dong tai nha riéng hoac tai dia
diém t6 chic ding ky luu dong, bao dam thuan loi cho
nguoi dan.

- Tai dia diém ddng ky khai ttr luu dong, Cong chirc tu phap -
ho tich hudng dan ngudi yéu cau dién day du thong tin trong
To khai ding ky khai tir, kiém tra cac gidy to 1am co s cho
viéc dang ky khai tir; viét Phiéu tiép nhan ho so

- In Trich lyc khai tir, trinh Lanh dao UBND ky

Cong chtrc tu phap - ho tich cap
Xa

03 ngay lam viéc

Budc 2

Ky Trich luc khai tir, chuyén dén van thu xa

Lanh dao UBND cép x4

0,5 ngay lam viéc

Buoc 3

Pong dau, chuyén vé Cong chirc tu phap - ho tich cap xa

Vin thu UBND cép xa

0,5 ngay lam vi¢c
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Hudng dan ngudi yéu cau kiém tra ndi dung Trich luc khai
tir va S6 ding ky khai tr; tai muc “Ghi chi” trong S6 dang
Budc 4 ky khai tir ghi 10 “Péang ky luu dong”.

Tra két qua cho ngudi yéu ciu tai dia diém ding ky luu
dong

Cong chtrc tu phap - ho tich cip

3 01 ngay lam viéc

Tong thoi giai quyét TTHC 05 ngay lam viéc

Quy trinh 56
56. Quy trinh thwc hién thu tuc “dang ky khai sinh cé yéu t6 nwéc ngoai tai khu vue bién gioi” (Ma so TTHC: 1.000110)

Th“ t.‘-f Noi dung cong viéc Nguoi thue hién (*) Thot gan thye
cong viec hién

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cép xa.

- Néu lua chon hinh thtrc ndp hd so truc tuyén, nguoi yéu cau
dang ky khai sinh truy cap Cong dich vy cong quéc gia, Xac
thue nguoi dung theo hudng dan, dang nhép vao hé thong, lra
chon Uy ban nhan dan cap xa c6 tham quyén;

Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 18n cac gidy to can thiét

Nop 1é phi néu thudc truong hop phai ndp 18 phi, qua chirc ning
thanh todn truc tuyén hoic truc tiép

Khoéng tinh thoi

Ca nhan, nguoi yéu cu .
gian

Buoc 1

- Cén bo tiép nhén hd so tai TTPVHCC c6 trach nhiém kiém | Bo phan tiép nhan va tra két qua
Budc 2 | tratinh chinh x4c, ddy du, théng nhat, hop 1¢ ciia ho so. giai quyét TTHC tai TTPVHCC 02 gio 1am viéc
- Chuyén ho so dén Cong chire tu phap - ho tich. cap xa

Buéc 3 | - Cong chiic tu phap - h¢ tich tham tra hd so (tham tra tinh théng | Cong chue tu phap - ho tich cAp x& | 04 gid 1am viée
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nhat, hop 18 cta cac thong tin trong hd so, gidy to, tai liéu do
ngudi yéu cau ndp, xuit trinh hodc dinh kém).

- Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong chirc
tur phap - ho tich in Gidy khai sinh trinh Lanh dao Uy ban nhan
dan cap xa ky.

Budc 4 Ky gidy khai sinh chuyén dén vin thu xi Lanh dao UBND cap x4 01 gid lam viée

, Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua } L 01 gio lam viée
BuoeS | 04 quyét TTHC tai TTPVHCC cp xa Van thr UBND cap xa

B6 phan tiép nhan va tra két qua A w

BudcS | - Tra két qua cho ngudi dan gidi quyét TTHC tai TTPVHCC Khonfé oo then

cap xa

Tong thai gian giai quyét TTHC

01 ngay lam viéc

Quy trinh 57

57. Quy trinh thwe hién tha tuc “ding ky két hon cé yéu té nwée ngoai tai khu vwe bién gi¢i” (Ma s6 TTHC: 1.000094)
(truong hop khong xac minh)

Thir tw

Noi dung cong viéc

Nguwoi thye hién (*)

Thoi gian thue

cong viéc hién
- Néu ndp ho so truc ti€p: nguodi ¢o6 yéu cau nop ho so tai Trung
tam Phuc vu hanh chinh cong cap xa.
- Néu lya chon hinh thirc ndp ho so truc tuyén, nguodi yéu cau
) dang ky két hon truy cap Cong dich vu cong qudc gia, xac thuc o o Khong tinh thoi
Budce 1 g . X oas A x 1Ak Cé nhan, nguoi yéu cau .
nguoi dung theo hudng dan, dang nhdp vao hé thong, lua chon gian

Uy ban nhéan déan cap xa cé tham quyén.
Cong dan dién cac thong tin trén Biéu mau dién tir tuong tac,
tai 1én céc giay to can thiét
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Nop 1é phi néu thudc truong hop phai ndp 18 phi, qua chirc ning
thanh todn truc tuyén hoac truc ti€p

- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém

B6 phan tiép nhén va tra két qua

Budc 2 | tra tinh chinh x4c, ddy du, thong nhét, hop 1& ctia ho so. giai quyét TTHC tai TTPVHCC | 0,5 ngay lam viéc
- Chuyén ho so dén Cong chue tu phap - ho tich. cap xa
- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai liéu do
Budce 3 ngudi yéu cau ndp, xuat trinh hodc dinh kém). Cong chirc tu phap - ho tich cap xa 01 ngay lam viéc
- Cong chirc tu phap - ho tich in Gidy chimg nhan két hon, trinh
Lanh dao Uy ban nhan dén céap xa ky.
Budc 4 Ky Giay chitg nhan két hon chuyén dén van thu x4 Lanh dao UBND cép x4 Yangay lam viéc
, Dong dau, chuyen két qua den Bo phan tiep nhan va tra ket qua ) f Y4 ngay lam viéc
Buoes | i iuyét TTHyC tai T"?PVHCC 051; xd ’ ! Van the UBND cap xa =
- Nguoi yéu cau ding ky két hon (hai bén nam, nit phai c6 mit,
xudt trinh gidy to tuy than dé dbi chiéu) kiém tra thong tin trén , )
Giky chimg nhan két hon, trong S6 déng ky két hon, khang dinh | BO phan tiép nhan va tra ket qua |y o0 i o
Budc 6 A LAt LA <& Lt ol QA A LA TAL L7 oA giai quyet TTHC tai TTPVHCC .
su tu nguyén két hon va ky tén vao S6 dang ky két hon, ky tén . gian

vao Gidy chig nhan két hon
- Pong dau, tra két qua cho ngudi dan (mdi bén nam, nit nhan
01 ban chinh Gidy chimg nhén két hon)

cap xa

Tong thoi gian giai quyét TTHC

02 ngay lam viéc
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Quy trinh 58
58. Quy trinh thyc hi¢n thi tuc “ding ky két hon cé yéu té6 nwéc ngoai tai khu vue bién giéi” (Ma s6 TTHC: 1.000094)
(truong hop xac minh)
:l“hu’ t."f Noi dung cong viéc Nguai thue hién (*) Thot slan thye
cong viec hién
- Néu ndp ho so tryc ti€p: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cap xa.
- Néu lya chon hinh thirc nop ho so truc tuyén, nguoi yéu cau
dang ky két hon truy cap Cong dich vu cong qudc gia, xac thuc
Buse 1 ngual dung theo huo*ng~ dan, d?ang nh?p vao hé thong, Iya chon C4 nhén, ngudi yéu ciu Khoéng -tll’lh thoi
Uy ban nhan dan cap xa c6 tham quyén. glan
Cong dan dién c4c thong tin trén Bicu mu dién tir twong tac,
tai [én cac giay to can thict
Nop 1€ phi néu thu(f)p truong hop phéi ndp 1€ phi, qua chirc nang
thanh todn truc tuyén hodc tryc ti€p
- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém B6 phéan tiép nhan va tra két qua
Budc 2 tra tinh chinh x4c, day du, thong nhat, hop I¢ cua ho so. giai quyét TTHC tai TTPVHCC 01 ngay lam viéc
- Chuyén hd so dén Cong chirc tu phap - ho tich. cap x4
- Cong chire tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1¢ clia cic thong tin trong hd so, gidy to, tai liéu do
Buéce 3 nguoi yéu cau ndp, xuét trinh hodc dinh keém). Cong chuec tu phap - ho tich cép xa 04 ngay lam viéc
- Cong chirc tu phap - ho tich in Gidy chimg nhan két hon, trinh
Lanh dao Uy ban nhan dén céap xa ky.
Budc 4 Ky Gidy chimg nhan két hon chuyén dén van thu x4 Lanh dao UBND cép x4 0,5 ngdy lam vige
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Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua

0,5 ngay lam viéc

BuoeS | Ji4i quyét TTHC tai TTPVHCC cp xa Vn thr UBND cap xa
- Nguoi yéu cau ding ky két hon (hai bén nam, nit phai c6 mit,
xudt trinh gidy to tuy than dé dbi chiéu) kiém tra thong tin trén y )
, Gidy chimng nhan két hon, trong S5 dang ky két hon, khang dinh | BO phan tiép nhan va tra ket qua | ey o0 i o
Bude 5 su tu nguyén két hon va ky tén vao S6 ding ky két hon, ky tén giai quyét TTHC tai TTPVHCC gian

vao Gidy chig nhan két hon
- Pong dau, tra két qua cho ngudi dan (mdi bén nam, nit nhan
01 ban chinh Gidy ching nhan két hon)

cap xa

Tong thai gian giai quyét TTHC

06 ngay lam viéc

Quy trinh 59

59. Quy trinh thie hién thii tuc “diing ky nhén cha, me, con ¢ yéu t6 nwéc ngoai tai khu vue bién giéi” (Ma sé TTHC:
1.000080) (truong hop khong xac minh)

Th“ t.l'f Noi dung cong viéc Nguwoi thue hién (¥*) Thot s1an thye
cong viec hién
- Néu ndp ho so tryc ti€p: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cap xa.
- Néu lga chon hinh thirc ndp ho so tryc tuyén, nguoi yéu cau
Bude 1 dang ky nhén cha, me, con truy cap Cong dich vu cong quoc Cé nhan, ngudi yéu ciu Khoéng _tmh thoi
gla xac thyc nguoi dung theo hudng dan, dang nhdp vao h¢ gian

théng, Iyra chon Uy ban nhan dan cap xa co thAm quyén;
Cong dan dleﬁ cac ‘thong’tln trén Biéu mau dién tir twong tac,
tai 1én céc giay to can thiét
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Nop 1é phi néu thudc truong hop phai ndp 18 phi, qua chirc ning
thanh todn truc tuyén hodc truc ti€p

- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém

B6 phan tiép nhén va tra két qua

Bu6c 2 | tra tinh chinh xéc, ddy du, thong nhat, hop 18 cta hd so. giai quyét TTHC tai TTPVHCC | 01 ngay lam viéc
- Chuyén ho so dén Cong chirc tu phap - ho tich. cap xa
- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thng
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
Budce 3 ngudi yéu cau ndp, xuit trinh hodc dinh kém). Cong chtre tu phap - ho tich cAp xa 03 ngay lam viéc
- Cong chure tu phép - ho tich in Trich lyc dang ky nhan cha, me,
con, trinh Lanh dao Uy ban nhan dan cép x4 ky.
Budc 4 Ky Trich lyc dang ky nhan cha, me, con chuyén dén vin thu xa Lanh dao UBND cap x4 0,5 ngay lam vi¢c
, Doéng déau, chuyén két qua dén Bo phan tiép nhan va tra két qua 3 P T
Budc 5 gidi quyét TTHC tai TTPVHCC cdp x4 Vian thu UBND cap xa 0,5 ngay lam viéc
B6 phén tiép nhan va tra két qua A .
Buéc 6 | - Tra két qua cho ngudi dan oidi quyét TTHC tai TTPVHCC Khon% it;ﬁh tho

cap xa

Téng thoi gian giai quyét TTHC

05 ngay lam viéc
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Quy trinh 60

60. Quy trinh thuye hién thii tuc “déing ky nhan cha, me, con ¢6 yéu t6 nwéc ngoai tai khu vue bién gi¢i” (Ma sé6 TTHC:
1.000080) (truong hop xac minh)

Thir tw
cong viéc

Noi dung cong viéc

Nguai thue hién (*)

Thoi gian thue
hi€én

Budce 1

- Néu nop ho so truc tiép: ngudi co yéu cau ndp hd so tai Trung
tam Phuc vu hanh chinh cong cép xa.

- Néu lira chon hinh thirc ndp hd so truc tuyén, nguoi yéu cau
dang ky nhan cha, me, con truy cap Cong dich vu cong qubc
gla xac thuc nguoi dung theo hudng dan, dang nhap vao hé
théng, Iya chon Uy ban nhén dan cap xa co thAm quyén;

Cong dan dién cac thong tin trén Biéu mau dién tir tuong tac,
tai 18n céc gidy to can thiét

Nop 1é phi néu thudc truong hop phai nop 1é phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép

Cé nhan, nguoi yéu cau

Khong tinh thoi
gian

Buodc 2

- Can bo tiép nhan ho so tai TTPVHCC c¢6 trach nhiém kiém
tra tinh chinh x4c, déy du, théng nhat, hop 1€ cua hd so.
- Chuyén hd so dén Cong chirc tu phap - ho tich.

B6 phan tiép nhén va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

01 ngay lam viéc

Budc 3

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1& clia cac thong tin trong ho so, gidy to, tai liéu do
nguoi yéu cAu ndp, xuét trinh hodc dinh keém).

- Cong chtrc tu phap - ho tich in Trich luc ddng ky nhén cha, me,
con, trinh Lanh dao Uy ban nhan dan cép x4 ky.

Cong chirc tur phap - ho tich cap xa

08 ngay lam viéc

Budc 4

Ky Trich luc dang ky nhan cha, me, con chuyén dén van thu xa

L&nh dao UBND cép xa

0,5 ngay lam vi¢c

Budc 5

Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC cap xa

Vin thu UBND cép xa

0,5 ngay lam viéc
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B6 phén tiép nhan va tra két qua A .
Budc 6 | Tra két qua cho nguoi dan giai quyet TTHC tai TTPVHCC Khong tinh thoi
P gian
cap xa
Téng thoi gian giai quyét TTHC 10 ngay lam viéc
Quy trinh 61

61. Quy trinh thie hién thii tuc “ding ky khai tir c6 yéu t6 nwéc ngoai tai khu vwe bién gi¢i” (Ma s TTHC: 1.000827)
(treong hop khdng xac minh)

Thir tuw Thoi gian thue

cong vide NOi dung cong viéc Nguwoi thue hién (*) hién
- Néu ndp ho so truc tiép: ngudi co yéu cau ndp ho so tai Trung
tam Phyc vu hanh chinh cong cép x4.
- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi yéu cau
dang ky khai tir truy cap Cong dich vu cong qudc gia, xac thuc
Buse 1 r}gu’(‘yi dimgig ther hLAr(mg~ dén, (Zéng nh?p. vao hé thong, lwa chon C# nhén, ngudi yéu ciu Khong -tinh thoi
Uy ban nhan dan cap xa c6 tham quyén; gian

Cong dan dién cac thdng tin trén Biéu mau dién tir twong tac,
tai 1én cac gidy to can thiét

Nop 1é phi néu thudc truong hop phai ndp 18 phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép

- Cén bo tiép nhén ho so tai TTPVHCC ¢4 trach nhiém kiém | Bo phan tiép nhan va tra két qua
Budc 2 tra tinh chinh x4ac, day du, thong nhat, hop 1¢ cua ho so. giai quyét TTHC tai TTPVHCC 02 gio lam viéc
- Chuyén hé so dén Cong chirc tu phap - ho tich. cap xa
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- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thong
nhét, hop 18 cua cac thong tin trong hd so, gidy to, tai lidu do
Budc3 | nguoi yéu ciu ndp, xuét trinh hodc dinh kém). Cong chure tu phap - ho tich cAp x& | 04 gid 1am viée
- Cong chirc tu phap - ho tich in Trich luc dang ky khai tir, trinh
Lanh dao Uy ban nhan dén céap xa ky.

Buoc 4 Ky Trich luc khai tir chuyén dén vin thu x3 Lanh dao UBND cap x4 01 gio lam viéc
Dong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua , 01 gior lam vié
Buéc 5 ong dau, chuyen ket qua den Bo phan tiep nhan va tra ket qua Vian thu UBND cép xa g10 fam vice

giai quyét TTHC tai TTPVHCC cap xa

B6 phan tiép nhan va tra két qua

Budc6 | - Tra két qua cho ngudi dan gidi quyét TTHC tai TTPVHCC | <hong tinh thoi
A oo~ glan
cap xa
Tong thai gian giai quyét TTHC 01 ngay lam viéc
Quy trinh 62

62. Quy trinh thie hién thii tuc “diing ky khai tir c6 yéu t6 nwéc ngoai tai khu vwe bién gi¢i” (Ma s TTHC: 1.000827)
(truong hgp xac minh)

Th“ t.‘-f Noi dung cong viéc Nguoi thue hién (*) Thot gan thye
cong viec ‘ ) hién

- Néu ndp ho so truc tiép: nguoi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cép xa.

- Néu lya chon hinh thirc nop hé so truc tuyen ngu(n yéu cau
Budce 1 dang ky khai tr truy cap Cong dich vu cong quoc gia, xac thuc Ca nhan, nguoi yéu cu
nguoi dung theo hudng dan, dang nhap vao hé thong, lua chon
Uy ban nhan déan cap xa c6 tham quyén;

Cong dan dién cac thong tin trén Biéu mau dién tir tuong tac,

Khong tinh thoi
gian
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tai 18n cac giay to can thiét
Nop 1€ phi néu thudc truong hop phai ndp 1€ phi, qua chirc nang
thanh todn truc tuyén hodc tryc ti€p

- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém

B6 phén tiép nhan va tra két qua

Bu6c 2 | tra tinh chinh xéc, ddy du, thong nhat, hop 18 caa hd so. giai quyét TTHC tai TTPVHCC | 0,5 ngay lam viéc
- Chuyén ho so dén Cong chirc tu phép - ho tich. cap xa
- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thng
nhét, hop 18 cta cac thong tin trong ho so, gidy to, tai lidu do
Budce 3 ngudi yéu cau ndp, xuit trinh hodc dinh kém). Cong chtre tu phap - ho tich cApx& | 1,5 ngay lam viéc
- Cong chtrc tu phap - ho tich in Trich luc dang ky khai tt, trinh
Lanh dao Uy ban nhan dén céap xa ky.
Budce 4 Ky Trich luc khai tir chuyén dén van thu x3 Lanh dao UBND cép Xa 0,5 ngay lam viéc
, Doéng déu, chuyén két qua dén Bo phan tiép nhan va tra két qua 3 f o
Budc 5 gidi quyét TTHC tai TTPVHCC cdp x& Vian thu UBND cap xa 0,5 ngay lam viéc
B6 phan tiép nhan va tra két qua A .
Budc 6 | - Tra két qua cho ngudi dan gidi quyét TTHC tai TTPVHCC Khont‘é nh thor

cap xa

Tong thoi gian giai quyét TTHC

03 ngay lam viéc
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Quy trinh 63
63. Quy trinh thye hién thii tuc “Cép gidy xac nhén tinh trang hén nhan” (Mi s6 TTHC: 1.004873) (truong hop khong xéac
minh)
Thw t."f Noi dung cong viéc Nguai thue hién (*) Thot slan thye
cong viec hién
- Néu nop ho so tryc tiép: nguoi co yéu cau nop ho so tai Trung
tam Phuc vu hanh chinh cong cap xa.
- Néu lya chon hinh thirc nop ho so truc tuyén, nguoi yéu cau
cap Gidy xac nhan tinh trang hon nhéan truy cap Cong dich vu
, 0013g q}loc Agla ; xac thuc nguoi dung ‘Eheo Ahucing c}ans da}ng o o Khéng tinh thoi
Budce 1 nhal? vao hé thong, lya chon Uy ban nhan dan cap xa c6 tham Ca nhan, nguoi yéu cau gian
quyen.
Cong dan dién cac thong tin trén Biéu mau dién tir twong tac,
tai 1én cac giay to can thiét
NOp 1€ phi néu thudc truong hop phai ndp 1¢ phi, qua chirc nang
thanh todn truc tuyén hodc truc ti€p
- Can b tiép nhan ho so tai TTPVHCC c6 trach nhiém kiem | Bg phan tiép nhan va tra két qua
Budc 2 tra tinh chinh xéc, day du, thong nhat, hop 1€ cta ho so. giai quyét TTHC tai TTPVHCC 0,5 ngay lam viéc
- Chuyén hé so dén Cong chirc tu phap - ho tich. cap x4
- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
Budc 3 nguoi yéu cau ndp, xuét trinh hoic dinh kém). Cong chirc tur phap - ho tich cdp xd | 01 ngay lam viéc
- Cong chirc tu phéap - ho tich in Gidy xac nhan tinh trang hon
nhan, trinh Lanh dao Uy ban nhan dan cap xa ky.
Budc 4 Ky Gidy x4c nhén tinh trang hon nhin chuyén dén vin thu xa Lanh dao UBND cap x4 0,25 ngay lam viéc
Buéc 5 | Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két qua Vin thu UBND cép x4 0,25 ngay lam viéc
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giai quyét TTHC tai TTPVHCC cap xa

Budc 6

- Tra két qua cho nguoi dan

B0 phan ’tiép nhan va tra két qua
giai quyet TTHC tai TTPVHCC
cap xa

Khong tinh thot
gian

Tong thoi gian giai quyét TTHC

02 ngay lam viéc

Quy trinh 64

64. Quy trinh thie hién thii tuc “Cép gidy xac nhén tinh trang hon nhan” (Ma s6 TTHC: 1.004873) (truong hop xac minh)

Thur tw ne A ‘n ‘e - Thoi gian th
A A Noi dung cong viéc Nguwoi thwe hién (%) ol g.A we
cong viec hi¢n
- Néu ndp hd so tryuc tiép: ngudi co yéu cau ndp ho so tai Trung
tam Phuc vu hanh chinh cong cap xa.
- Néu lva chon hinh thirc nop hé so truc tuyén, nguoi yéu cau
cap Gidy xac nhan tinh trang hon nhéan truy cap Cong dich vu
cong quéc gia , xac thuc ngudi dung theo huéng din, din L ..
. qu‘ Ag x e el gA A ;g~ , Xg 1A oA A Khoéng tinh thoi
Budce 1 nhép vao h¢ thong, lua chon Uy ban nhan dan cap xa c6 tham Cé nhan, nguoi yéu cau gian

quyeén.

Cong dan dién cac thdng tin trén Biéu mau dién tir tuong tac,
tai 18n cac gidy to can thiét

Nop 1é phi néu thudc truong hop phai ndp 18 phi, qua chirc ning
thanh toan truc tuyén hoac truc tiép
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- Can bo tiép nhan hd so tai TTPVHCC c6 trach nhiém kiém

B6 phén tiép nhan va tra két qua

Budc 2 tra tinh chinh xéac, diy du, thong nhat, hop 18 caa hd so. giai quyét TTHC tai TTPVHCC 01 ngay lam viéc
- Chuyén ho so dén Cong chirc tu phép - ho tich. cap xa
- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thng
nhét, hop 18 cta cac thong tin trong hd so, gidy to, tai lidu do
Budce 3 ngudi yéu cau ndp, xuit trinh hodc dinh kém). Cong chire tu phap - ho tich cAp xa 21 ngay lam viéc
- Cong chirc tu phéap - ho tich in Gidy xac nhan tinh trang hon
nhan, trinh Lanh dao Uy ban nhan dan cap x4 ky.
Budc 4 Ky Gidy x4c nhén tinh trang hon nhan chuyén dén vin thu xa Lanh dao UBND cap xa 0,5 ngay lam vi¢c
, DPoéng dau, chuyén két qua dén Bo phén tiép nhan va tra két qua . L . e
Budce 5 gidi quyét TTHC tai TTPVHCC cAp xi Vian thu UBND cap xa 0,5 ngay lam viéc
B6 phén tiép nhan va tra két qua A .
Budc 6 | Tra két qua cho ngudi dan giai quyét TTHC tai TTPVHCC Khon*‘é it;‘r:h thoi

cap xa

Tong thoi gian giai quyét TTHC

23 ngay lam viéc
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65. Quy trinh thye hién thii tuc “Cap ban sao trich luc hg tich” (Ma TTHC: 2.000635)

Quy trinh 65

Thir tw
cong viéc

NOi dung cong viéc

Nguai thue hién (*)

Thaoi gian thuwe hién

Budce 1

- Néu ndp ho so truc ti‘é'p: nguoi co yéu cau cap xac nhan
thong tin ho tich nop ho so dé nghi cap trich luc ban sao tai
TTPVHCC xa. ‘ ’

- Néu lya chon hinh thirc ndop hé so truc tuyén, nguoi yéu
cu cép ban sao Trich luc ho tich, ban sao Giéy khai sinh
truy cap Cong dich vu cong qudc gia, xac thuc ngudi ding
theo hudéng dan, dang nhap vao hé théng, lwa chon Co quan
quéan 1y Co so dit liéu ho tich dién tir c6 tham quyén;

Cong dan dién cé4c thong tin trén Biéu maiu dién tir tuong
tac, tai 1én cac gidy to can thiét

Nop phi thong qua chitc ning thanh toan truc tuyén hoic
tryc tiép.Nop phi thong qua chirc ning thanh toan truc
tuyén hodc bang cach thic khac theo quy dinh phap luat,
hoan tat viéc nop ho so.

Cong dan, nguoi yéu cau

Khong tinh thot gian

Budc 2

Can bd, Cong chirc tai TTPVHCC kiém tra tinh chinh xac,
day dl:l, th?)ng nhét, hop 1€ cta ho so.
Chuyén ho so dén cong chirc tu phap — ho tich

B6 phan tiép nhan va tra két qua
giai quyét TTHC tai TTPVHCC
cap xa

02 gid lam viée

Buoc 3

Tham tra ho so (tham tra tinh thong nhat, hop 1¢ cta cac
thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp,
xuét trinh hodc dinh kém).

In ban sao Trich luc hg tich trinh 1anh dao UBND x& ky

Cong chtre tu phap - ho tich cAp x4

04 gio lam viéc

Budc 4

Ky ban sao Trich luc ho tich chuyén dén van thu xa

Lanh dao UBND cap x4

01 gio lam viée
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. Pong dau, chuyén két qua dén Bo phan tiép nhan va tra két 9 I T
Budc 5 qua gidi quyét TTHC tai TTPVHCC chp xa Van thu UBND cap xa 01 gio lam viéc
Budc 6 - Tra ket qua cho nguoi dan, ngudi yéu cau Khong tinh thoi gian
Tong thoi gian giai quyét TTHC 01 ngay lam viéc
Quy trinh 66

66. Quy trinh gidi quyét thi tuc: “Xac nhan théng tin hd tich” ( M3 TTHC: 2.002516) (Trwong hop khong kiém tra, xdc minh)

Thur tw

n A NOi dung cong viéc Trach nhiém thyc hién Thoi gian
cong viéc

thue hién

- Néu ndp ho so truc tlep nguoi co yéu cau cap xac nhan
thong tin ho tich nop ho so dé nghi cip xac nhan thong tin
ho tich tai TTPVHCC xa.

- Néu lya chon hinh thire nop ho so truc tuyén, nguoi yéu
cau cdp xac nhan thong tin ho tich truy cap Cong
DVCQG, x4c thuc ngudi dung theo hudng dan, ding nhap Khong tinh thoi

Coéng dan, ngudi yéu cau .

Buoc 1 .
vao hé thong, lya chon Co quan quan ly Co sé dir li¢u ho

tich dién tir c6 tham quyén;

Cong dan dién cac thdng tin trén Biéu mau dién t tuong
tac, tai 1&n cac gidy to can thiét

Nop phi théng qua chitc ning thanh toan truc tuyén hoic
tryc tiép.

Cén b9, Cong chuc tai TTPVHCC kiem tra tinh chinh xac,
Budc 2 day dl}l, th{)ng n}}ét, hop 1€ cta ho so.
Chuyén ho so dén cong chire tu phap — ho tich

B0 phan tiép nhan va tra két qua giai

quyét TTHC tai TTPVHCC cdp xa | O Ngay lam viéc

Tham tra ho so (thim tra tinh thong nhat, hop 1& cua cac
thdng tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp,
xuét trinh hodc dinh kém).

In Van ban xac nhan thong tin ho tich trinh 1anh dao UBND

Budce 3 Cong chtrc tu phap - ho tich cAp xa 1,5 ngay lam viéc
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xa ky

Bude 4 )I((g/ van ban xac nhan thong tin ho tich chuyén dén van thu Lanh dao UBND cép . 0,5 ngay lam viéc

) Pong dau, chuyén két qua dén Bo phan tiép nhan va tra . P 0,5 ngay lam viéc
Bude 5 két qua giai quyét TTHC tai TTPVHCC cép x4 Vn thr UBND cap xa

. CTra LAF A A oA B phan tiép nhan va tra két qua giai Khong tinh thoi
Budc 6 Tra két qua cho nguoi dan, nguoi yéu cau quyét TTHC tai TTPVHCC cp xa gian

Tong thoi gidi quyét TTHC 03 ngay lam viéc
Quy trinh 67

67. Quy trinh giai quyét thi tuc: “Xac nhin thong tin hd tich” ( Ma TTHC: 2.002516) (Truong hop kiém tra, xdc minh)

Thi tw Noi dung cong viéc Trach nhiém thyc hién Thoi gian
cong viéc thuc hién

- Néu nop ho so truc tiép: nguoi co yéu cau cap xac nhan
thong tin ho tich ndp ho so dé nghi cap xac nhén thong tin
h¢ tich tai TTPVHCC xa. ‘ ,

- Néu lua chon hinh thirc ndp ho so truc tuyén, nguoi yéu
cdu cip xac nhan thong tin ho tich truy cap Cong
Budce 1 DVCQG, xac thuc ngudi dung theo hudng dan, dang nhap Coéng dan, nguoi yéu cau
vao hé thdng, lva chon Co quan quan Iy Co s& dit liéu ho

Khong tinh thoi
gian

tich dién tir c6 tham quyén;

Cong dan dién cac thdng tin trén Biéu mau dién ti tuong
tac, tai I1én cac giay to can thiét

Nop phi thong qua chirc nang thanh todn truc tuyén hoac
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truc tiép.

Can bd, Cong chuc tai TTPVHCC kiém tra tinh chinh xéc,

B6 phan tiép nhan va tra két qua giai

Budc 2 day du, thdng nhat, hop 1é cia hd so. X : o 01 ngay lam viéc
Chuyén ho so dén cong chirc tu phap — hd tich quyét TTHC tai TTPVHCC cap xa
Tham tra ho so (thim tra tinh thong nhat, hop 1& cua cac
thong tin trong hd so, gidy to, tai liéu do nguoi yéu ciu ndp,
Budce 3 xuat trinh hodc dinh kem). Cong chirc tur phap - ho tich cap xa 08 ngay lam viéc
In Van ban xac nhan thong tin ho tich trinh 1anh dao UBND
xa ky
Budc 4 )P((g/ van ban xac nhan thong tin ho tich chuyén dén van thu Lanh dao UBND ¢ ﬁp . 0,5 ngay lam vigc
Bude 5 Pong diu, chuyén két qua dén Bo phan tiép nhan va tra Vi th UBND cho x3 0,5 ngay lam vi¢e
uoe két qua giai quyét TTHC tai TTPVHCC cp xi an thu cap xa
, A A oA A B0 phan tiép nhan va tra két qua giai | Khong tinh thoi
Budc 6 Tra két qua cho nguoi dan, nguoi yéu cau quyét TTHC tai TTPVHCC cip xa gian

Tong thoi giai quyét TTHC

10 ngay lam viéc
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