Phu luc
a: Ej‘z_{/ QUY TRINH NOI BO GIAI QUYET THU TUC HANH CHINH TRONG LINH vUC CHUNG THUC THUQC
2 AM QUYEN GIAI QUYET CUA UBND CAP HUYEN UBND CAP XA TINH CAO BANG CUNG CAP TREN
E THONG THONG TIN GIAI QUYET THU TUC HANH CHINH TIiNH CAO BANG TiCH HOP TREN
CONG DICH VU CONG QUOC GIA ="
(Kém theo Quyét dinh sé: 7256 /QD-UBND ngay 0.2 thang /0nam 2024 ciia Chii tich Uy ban nhén ddn tinh Cao Bdng)

l. QUY TRINH CHUNG THUC HIEN CAP HUYEN
Quy trinh 0l.a

Quy trinh ndi bd trong giai quyét thi tuc hanh chinh “Thi tuc chirng thwe ban sao tir ban chinh gidy to, vin ban do
co quan to chirc co tham quyén cia Viét Nam cap hodc chirng nhan” (Doi voi t6 chirc, cd nhan dat lich hen)

(Ma thii tuc: 2.000815)

Thuwr tw Noi dung cong viéc Nguwoi thue hién Thoi gian thuc hién
cong viéc
Budc 1 - Trude khi thuc hién chiig thuc ban sao dién tir tir badn | Nguoi dan/td6 chuc/Doanh | Khong tinh thoi gian

chinh, t6 chirc, ca nhan co thé dit lich hen véi co quan co6 | nghi¢p
tham quyén thyc hién chimg thuc. Néu dit lich hen, T6
chtc, c4 nhan dang nhap vao Hé thong thong tin giai
quyét tha tuc hanh chinh (TTHC) tinh Cao Bang (tai dia
chi https://dichvucong.caobang.gov.vn), chon co quan co
tham quyén thuc hién chirng thuc va dat lich hen.

- Khi thye hién chimg thyc ban sao tir ban chinh, t6 chc,
ca nhan mang ban chinh glay to can ching thue va cac
gidy to lién quan téi truc tlep co quan c6 thAm quyén thuc
hién chimg thuc dé yéu cau chung thuc ban sao dién ti tir
ban chinh. Sau khi dugc tiép nhan ban chinh dé ching
thuc, t6 chirc, ca nhan nop 1¢ phi chung thuc tryc tiép tai
noi thyc hién chung thuc.

Budc 2 Cong chuc thuc hién cong tac chung thuc kiém tra ban Cong chuc thyc hién cong | 04 gid lam viéc
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chinh can chimg thyc, néu bao dam cac quy dinh vé
chung thuc thi dang nhap vao cong Hé thong thong tin
giai quyét TTHC tinh Cao Bang, thuc hién tiép nhan.
Cong chirc thuc hién cong tdc ching thuc chon lich hen
trong danh sach lich hen, thong tin to chtc, ca nhan duoc
tu dong 14y tir thong tin tai khoan. Sau d6 cong chire thuc
hién, nhép 10i ching va thuc hién chuyén ho so trinh lanh
dao ky.

tdc chung thuc phong Tu
phap

Budc 3 Lanh dao dang nhap vao Hé thong thong tin giai quyét | Linh dao phong Tu phap | 02 gio lam viéc
TTHC tinh Cao Bang, kiém tra hd so ching thuc dang | chtng thuc ky s6
trinh, ky s6 1én ban scan.

Budc 4 Can bd quan ly con dau co quan ding nhap vao hé thong | Cong chiic quan 1y con dau | 02 gid lam viée

thong tin giai quyét TTHC tinh Cao Bang, cap sO chimg
thuc dién tir do hé thong cip tu dong theo s6 chimg thuc
ban sao dién tu tir ban chinh, ky s6 co quan 1én ban scan,
hoan thién quy trinh ching thuc ban sao dién tu tor ban
chinh. Ban sao dién tir 3 chung thuc tir ban chinh duoc
ddng bd vé tai khoan cong DVC qudc gia hodc giri vé
email cho nguoi dang ky theo email ngudi dang ky cung
cap

phong Tu phap (dong dau
s0).

Tong thoi gian giai quyét TTHC

Ngay trong ngay
lam viéc; trwong
hep nhan hé so sau
15 gier ma Kkhong
giai quyét dwoc
ngay thi tra két qua
trong ngay lam viéc
tiép theo.

Luu y: “Dbi véi truong hop cling mét 1ic yéu cau chiing thuc ban sao tir nhiéu loai ban chinh gidy to, van ban; ban chinh
cb nhiéu trang; yéu cau so luong nhiéu ban sao; ndi dung giay to, van ban phuc tap khé kiém tra, doi chiéu ma co quan, t6
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chue thuc hién chang thuc khdng thé dap tmg duoc thoi han néu trén thi thoi han ching thue duoc kéo dai thém khong qué
02 (hai) ngay lam viéc hoidc c6 thé dai hon theo théa thuan bang vin ban véi ngudi yéu cau chang thuc”.



Quy trinh 01.b

Quy trinh ndi b trong giai quyét thi tuc hanh chinh “Thii tuc chirng thwe bén sao tir ban chinh gidy to, vin ban do
co’ quan to chirc c6 tham quyén cia Viét Nam cap hodc chirng nhan” (Doi voi to chire, ca nhdn khong dat lich hen)

(Ma thi tuc: 2.000815)
Thuwr tw Noi dung cong viéc Nguwoi thue hién Thoi gian thuce hién
cOng viéc

Budc 1 Nguoi yéu cau chimg thyc nop ho so truc tiép tai bo phan | Nguodi dan/té chic/Doanh | Khong tinh thoi gian
tiép nhan va tra két qua cap huyén (viét tat 1a bo phan | nghiép
mot ctra)

Budc 2 Kiém tra ho so va chuyén ho so dén phong Tu phap cap | BO phan tiép nhan va tra | 01 gio lam viée
huyén. két qua cap huyén

Budc 3 Cong chirc thuc hién cong tac ching thuc kiém tra ban | Cong chirc thuc hién cong | 04 gior lam viée
chinh can chung thuc, néu bao dam cac quy dinh vé | tac chung thuc phong Tu
chtng thuc thi dang nhap vao cong Hé thong thong tin | phéap
giai quyét TTHC tinh Cao Bang, thuc hién tiép nhan:
Cong chire thuc hién cong tac ching thuc nhép thong tin
ctia t6 chire, ca nhan theo yéu cau. Sau d6, Cong chirc
thuc hién cong tdc ching thuc tao ban scan, dinh kem file
scan ban chinh Ién hé théng, nhap 161 chung va thyc hién
chuyén ho so trinh lanh dao ky.

Budc 4 Lanh dao dang nhép vao H¢ thong thong tin giai quyét | Linh dao phong Tu phép | 02 gior lam viée
TTHC tinh Cao Bang, kiém tra hd so chung thuc dang | chtng thuc ky s6
trinh, ky s 1én ban scan.

Budce 5 Can b6 quan ly con dau co quan ding nhap Véo hé thong | Cong chirc quan 1y con dau | 01 gio lam viée

thong tin giai quyét TTHC tinh Cao Bang, cap s6 chimg
thue dién tr do hé théng cap tu dong theo so chung thuc
ban sao di¢n tir tir ban chinh, ky s6 co quan 1€n ban scan,
hoan thién quy trinh ching thuc ban sao dién tr to ban

phong Tu phap (dong déu
s0).
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chl'nh. Ban sao dién tr da ching thl_l’C,tl‘I ban chinh dugce
dong bo veé tai khoan cong DVC quoc gia hodc gui vé
email cho nguoi dang ky theo email nguot dang ky cung
cap

Tong thoi gian giai quyét TTHC

Ngay trong ngay
lam viéc; trwong
hop nhan hé so sau
15 gio ma khong
giai  quyét dwoc
ngay thi tra két qua
trong ngay lam viéc
tiép theo.

Luu y: “Dbi véi truong hop cting mét 1ic yéu cau chiing thuc ban sao tir nhiéu loai ban chinh gidy to, van ban; ban chinh
c6 nhiéu trang; yéu cau sé lugng nhiéu ban sao; ndi dung gidy to, van ban phic tap kho kiém tra, d6i chiéu ma co quan, t6
chuc thuc hién chang thuc khdng thé dap tmg duoc thoi han néu trén thi thoi han ching thue duoc kéo dai thém khdng qué
02 (hai) ngay lam viéc hoic c6 thé dai hon theo théa thuan bang van ban véi ngudi yéu cau chang thuc”.




Quy trinh 02.a

Quy trinh ndi bj trong giai quyét thii tuc hanh chinh “Thi tuc ching thuc ban sao tir ban chinh gidy to, vin ban do
co’ quan, to chirc cO tham quyeén caa nwéc ngoai; co' quan, to chirc cdé tham quyen caa Viét Nam lién ket voi co quan,
to chwrc c6 tham quyen cia nwéc ngoai cap hoic chiwng nhan” (Dai vai to chire, ca nhdn dat lich hen)

(M4 thi tuc: 2.000843)

Thir tuw
cong viéc

Noi dung cong viéc

Nguwoi thue hién

Thoi gian thuce hién

Budc 1

- Trude khi thuc hién ching thuc ban sao dién tur tr ban
chinh, t6 chirc, ca nhan c6 thé dat lich hen véi co quan c6
tham quyén thyc hién ching thuc. Néu dat lich hen, To
chtic, ca nhan diang nhap vao Hé théng thong tin giai
quyét thu tuc hanh chinh (TTHC) tinh Cao Bang (tai dia
chi https://dichvucong.caobang.gov.vn), chon co quan co
tham quyén thuc hién chirng thuc va dat lich hen.

- Khi thyc hién chimg thyc ban sao tir ban chinh, td chir,
c4 nhan mang ban chinh gidy t& can chung thuc va cac
gidy to lién quan téi tryc tiép co quan c6 tham quyén thuc
hién chtng thuc dé yéu cau chimg thuc ban sao dién tir tir
ban chinh. Sau khi duogc tiép nhan ban chinh dé chimng
thuc, to chirc, ca nhan nop 1€ phi chung thuc truc tiép tai
noi thyc hién ching thuc.

Nguoi dan/td chire/Doanh

nghiép

Khong tinh thoi gian

Budc 2

Cong chire thuc hién cong tac ching thuc kiém tra ban
chinh can chimg thuc, néu bao dam céac quy dinh vé ching
thue thi dang nhap vao cong Hé thong thong tin giai quyét
TTHC tinh Cao Bang, thuc hién tiép nhan:

Cong chtrc thyc hién cong tac ching thuc chon lich hen
trong danh sach lich hen, thong tin td chire, ca nhan duoc

Cong chuc thyc hién cong
tdc chung thuc phong Tu

phap

04 gio lam viéc
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tu dong lay tir thong tin tai khoan, Sau d6 cong chirc nhap
101 ching va thuc hién chuyén ho so trinh lanh dao ky.

Budce 3 Lanh dao dang nhép vao H¢ théng thong tin giai quyét | Linh dao phong Tu phap | 02 gi¢ lam viéc
TTHC tinh Cao Bang, kiém tra h6 so chung thyc dang | ching thyc ky s6
trinh, ky so 1én ban scan.

Budc 4 Céan bd quan 1y con dau co quan ding nhap vao hé thong | Cong chitc quan 1y con | 02 gid lam viée

thong tin giai quyét TTHC tinh Cao Bang, cip so chung
thuc dién tir do hé théng cép tu dong theo sO chung thuc ban
sao dién tu tu ban chinh, ky $6 co quan 1én ban scan, hoan
thién quy trinh chig thuc ban sao di¢n tir tir ban chinh. Ban
sao dién tir da chimg thyuc tir ban chinh dugc déng bo vé ti
khoan céng DVC qudc gia hodc gii vé email cho nguoi
dang ky theo email ngudi dang ky cung cap

dau phong Tu phap (dong
dau s0).

Tong thoi gian giai quyét TTHC

Ngay trong ngay
lam viée; trwong
hop nhan hd so sau
15 gio ma khoéng
giai quyét dwoc
ngay thi tra két qua
trong ngay lam viéc
tiép theo.

Luwu y: “Ddi véi truong hop cting mot 1Gc yéu cau chiing thuc ban sao tir nhiéu loai ban chinh gidy to, van ban; ban chinh
c6 nhiéu trang; yéu cau sé lugng nhiéu ban sao; noi dung gidy to, van ban phuc tap khd kiém tra, d6i chiéu ma co quan, t6
chue thuc hién chang thuc khdng thé dap tmg duoc thoi han néu trén thi thoi han ching thue duoc kéo dai thém khong qué
02 (hai) ngay lam viéc hodc c6 thé dai hon theo théa thuan bang vin ban véi ngudi yéu cau chang thuc”.




Quy trinh 02.b

Quy trinh ndi b trong giai quyét thii tuc hanh chinh “Thi tuc chitng thwc ban sao tir ban chinh gidy té, vin ban do
co’ quan, to chirc cO tham quyen caa nwéc Ngoai; co quan, to chirc cd tham quyen caa Viét Nam lién ket voi co quan,
to chwrc c6 tham quyen ctia nwéc ngoai cap hoiac chiwng nhan” (Dai vai to chuec, ca nhan khdng dat lich hen)

(M4 thi tuc: 2.000843)

Thuwr tw NOi dung cong viéc Nguwoi thue hién Thoi gian thuc hién
cOng viéc
Buéc1 | Nguoi yéu cau chimg thuc ndp ho so truc tiép tai bd phan | Ngudi dan/td chirc/Doanh | Khong tinh thoi gian

tiép nhan va tra két qua cap huyén (viét tit 1a bo phan mot | nghiép
ctra)

Budc 2 Kiém tra hd so va chuyén ho so dén phong Tu phéap cap | BO phan tiép nhan va tra | 01 gid lam viée
huyén. két qua cap huyén

Budc 3 Cong chire thyc hién cong tac ching thuc kiém tra ban | Cong chuc thyc hién cong | 04 gio lam viée
chinh can chimg thuc, néu bao dam cac quy dinh vé ching | tac chung thyc phong Tu
thue thi ddng nhap vao cong Hé thong thong tin giai quyét | phap
TTHC tinh Cao Bang, thuc hién t1ep nhan:
Cong chtrc thyc hién cong tac chimg thuc nhap thong tin
ctia to chtic, c4 nhan theo yéu ciu. Sau d6, Cong chirc
thuc hién cong tac chung thuc tao ban scan, dinh kém file
scan ban chinh 1én hé théng, nhdp 101 chung va thyc hién
chuyén ho so trinh ldnh dao ky.

Budce 3 Lanh dao dang nhép vao H¢ thong thong tin giai quyét | Linh dao phong Tu phap | 02 gid lam viéc
TTHC tinh Cao Bang, kiém tra hd so chung thuc dang | chtng thuce ky s6
trinh, ky s6 1én ban scan.

Budc 4 Can bd quan 1y con dau co quan ding nhap vao hé thong | Cong chitc quan 1y con | 01 gid lam viée

thong tin giai quyét TTHC tinh Cao Bang, cp sb ching

dau phong Tu phép (déng
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thuc dién tir do hé thong cap tu dong theo so chimg thuc
ban sao di¢n tir tur ban chinh, ky $6 co quan lén ban scan,
hoan thién quy trinh chiing thyc ban sao dién tu tr ban
chinh. Ban sao dién tir da chimg thuc tr ban chinh dugc
doéng bod vé tai khoan cong DVC qubc gia hoic giri vé
email cho nguoi dang ky theo email nguoi dang ky cung
cap

dau s0).

Tong thoi gian giai quyét TTHC

Ngay trong ngay
lam viée; trwong
hop nhan ho so sau
15 gior ma khong
giai quyét dwoc
ngay thi tra két qua
trong ngay lam viéc
tiép theo.

Luu y: “Ddi véi trudng hop cling mot 1Gc yéu cau chiing thuc ban sao tir nhiéu loai ban chinh gidy to, van ban; ban chinh
c6 nhiéu trang; yéu cau sé lugng nhiéu ban sao; noi dung giay to, van ban phuc tap kho kiém tra, d6i chiéu ma co quan, t6
chuc thuc hién chang thuc khdng thé dap tmg duoc thoi han néu trén thi thoi han ching thuc duoc kéo dai thém khong qué
02 (hai) ngay lam viéc hoic c6 thé dai hon theo théa thuan bang vin ban véi ngudi yéu cau chang thuc”.
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I1. QUY TRINH CHUNG THUC HIEN CAP XA
Quy trinh 01

Quy trinh ndi b trong giai quyét thi tuc hanh chinh “Thii tuc chirng thuc bén sao tir ban chinh gidy to, viin ban do
co’ quan to chirc c6 thim quyén cia Viét Nam cap hoac chirng nhan”

(Ma thu tuc: 2.000815)
Thuwr tw Noi dung cong viéc Nguwoi thuc hién Thoi gian thye hién
cOng viéc
Budce 1 - Trudce khi thye hién chig thyc ban sao dién tur tir ban | Nguot dan/td chirc/Doanh | Khong tinh thoi gian

chinh, t6 chirc, ca nhan c6 thé dat lich hen véi co quan | nghiép
c6 tham quyén thuc hién chimg thuc. Néu dit lich hen,
T6 chirc, c4 nhan dang nhap vao Hé thdng thong tin
giai quyét thil tuc hanh chinh (TTHC) tinh Cao Bang
(tai dia chi https://dichvucong.caobang.gov.vn), chon
co quan co tham quyén thuc hién ching thuc va dat
lich hen.

- Khi thyc hién ching thyc ban sao tu ban chinh, t6
chtrc, ca nhan mang ban chinh glay t& can chimg thuc
va cac glay to lién quan to1 tryuc tlep CO quan cO tham
quyén thuc hién ching thuc dé yéu cau chimg thuc ban
sao dién tu tr ban chinh. Sau khi duoc tiép nhan ban
chinh dé ching thuc, t6 chtc, ca nhan ndp 16 phi chimg
thuc truc tiép tai noi thuc hién chiig thyc.

Budc 2 Cong chire thuc hién cong tac ching thuc kiém tra ban | Cong chitc Tu phap — ho | 04 gior lam viéc
chinh can chimg thuc, néu bao dam cac quy dinh vé | tich thuc hién cong tac
chtng thyc thi dang nhap vao cong Hé théng thong tin | ching thuc

giai quyét TTHC tinh Cao Bang, thuc hién tiép nhén:
(1) Véi truong hop t6 chirc, c4 nhan dat lich hen, Cong
chuc thyuc hién cong tac chiing thuc chon lich hen trong
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danh sach lich hen, thong tin t6 chirc, ca nhan duoc tu
dong 14y tir thong tin tai khoan.

(2) Vi truong hop t6 chirc, ca nhan khong dit lich hen,
Cong chuc thuc hién cong tdc ching thuc nhap thong
tin clia to chiic, ca nhan theo yéu cau. Sau d6, Cong
chtc thuc hién cong tac chiing thuc tao ban scan, dinh
kém file scan ban chinh 1én hé thong, nhap 10i chimg va
thuc hién chuyén ho so trinh 1anh dao ky.

Budc 3 Lanh dao diang nhap vao Hé thong thong tin giai quyét | Linh dao UBND cap x4 | 02 gid lam viéc
TTHC tinh Cao Bing, kiém tra hd so chtng thuc dang | ching thuc ky s6
trinh, ky s6 1én ban scan.

Budc 4 Can b0 quan 1y con déu co quan dang nhap Vélo h¢ | Van thu xa (dong dau | 02 gio 1am viée

thdng thong tin giai quyét TTHC tinh Cao Bang, céap so
chtng thyc dién tr do hé thdng cép tu dong theo sO
chiig thuc ban sao dién tur tir ban chinh, ky s6 co quan
lén ban scan, hoan thién quy trinh chiing thyc ban sao
dién tr tr ban chinh. Ban sao dién tir da chung thuc tur
ban chinh dugc dong bd vé tai khoan cong DVC qudc
gia hodc giri vé email cho ngudi ding ky theo email
nguoi dang ky cung cip

s0).

Tong thoi gian giai quyét TTHC

Ngay trong ngay lam
viée; truwong hop nhan
hé so sau 15 gio ma
khong giai quyét dwoc
ngay thi tra két qua
trong ngay lam viéc tiép
theo.

Luu y: “Dbi véi truong hop cling mét 1ic yéu cau chiing thuc ban sao tir nhiéu loai ban chinh gidy to, van ban; ban chinh
c6 nhiéu trang; yéu cau so lugng nhi¢u ban sao; ndi dung giay to, van ban phuc tap khd kiém tra, doi chiéu ma co quan, to
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chuc thuc hién chang thuc khdng thé dap tmg dugc thoi han néu trén thi thoi han ching thue duoc kéo dai thém khong qué
02 (hai) ngay lam viéc hoic c6 thé dai hon theo thoéa thuan bang van ban véi ngudi yéu cau chang thuc”.
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