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hanh:
1. MUC PiCH

Quy dinh trinh ty, céch thic tiép nhan ho so va giai quyet thi tuc cip ban
sao trich luc ho tich theo yéu cau quy dinh.

2. PHAM VI

Ap dung dbi véi ca nhan co lién quan dén viéc giai quyét thu tuc cap ban
sao trich luc ho tich

3. TAI LIEU VIEN DAN

- Tiéu chuan quoc gia TCVN I1SO 9001:2015

- Cac van ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT

- TTHC: Thu tuc hanh chinh ’ ’
- Bo phan TN&TKQ: Bo phan Tiép nhéan va Tra két qua
- UBND: Uy ban nhan dan
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hanh:

5. NOI DUNG QUY TRINH

5.1 | Co sé phaply

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot s di€u va bién phap thi hanh Luat ho tich;

- Thong tu s0 04/2020/TT-BTP ngay 28/5/2020 quy dinh chi tiét thi hanh mot
s6 diéu cta Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015;

- Nghi quyét s6 79/2016/NQ-HDND ngay 8/12/2016 cua HDND tinh Cao
Bang Ban hanh quy dinh mac thu, ché do thu, ndp 18 phi trén dia ban tinh
Cao Bang

5.2 | Thanh phan ho so Ban Ban sao
chinh

Gidy to phai xudt trinh:

- NOp truc tiép: Ho chiéu hoic chirng minh nhan
dan hoidc thé cin cudc cong dan hodc cac gidy to
khéc c6 dan anh va thong tin ¢4 nhan do co quan c6 X
tham quyén cép, con gia tri sir dung dé chtimg minh
vé nhan than ctia ngudi c6 yéu cau cap ban sao trich
luc hd tich.

- Guri hd so qua buu chinh: Phai giri kém theo ho so
ban sao c6 chimg thuc cac gidy to phai xuat trinh
néu trén.

Gidy to phdi ndp:
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- Trudng hop ngudi yéu cau 1a ca nhan:

+ T khai cap ban sao trich luc ho tich (theo mau)

+ Vin ban 1y quyén theo quy dinh cia phap luat
trong trudng hop ay quyén thuc hién yéu cau cap
ban sao trich luc ho tich. Truong hop nguoi dugc uy
quyén la 6ng, ba, cha, me, con, vg, chdng, anh, chi,
em rudt cia ngudi Gy quyén thi vin ban ay quyén
khéng phai céng ching, ching thuc, nhung phai co
gidy to chang minh mdi quan hé véi nguoi uy
quyén.

- Trudng hop ngudi yéu cau la to chirc: Van ban yéu
cau cap ban sao trich luc hé tich néu rd ly do

5.3 | S6 lwong ho so
01 bo
5.4 | Thoi gian xir ly
Ngay trong ngay tiép nhan hd so; truong hop nhan hd so sau 15 gio ma
khong giai quyét duge ngay thi tra két qua trong ngay lam viéc tiép theo
5.5 | Noi tiép nhn va tra két qua
- Nop ho so truc tiép tai BO phan B phan TN&TKQ giai quyét TTHC
huyén;
- Nop ho so qua duong buu dién.
5.6 | Lé phi: 8.000 d/ban
5.7 | Quy trinh xir ly cong viéc
. . A Thoi X A
TT Trinh tu Trach nhiém gian Biéu mau/Keét qua
Bl | Kiém tra, huéng dan, tiép | Cong chic tai Trong |- BM 01: Phiéu
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QUANG HOA

QUY TRINH
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Ma hiéu:
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hanh:
nhan ho S0, quét (scan) va B0 phan ngay | Tiép nhan hé) SO
luu trir ho so dién ti, TN&TKQ lam | va hen tra két
chuyén bd phan chuyén viéc | qua; ’
mon xu ly - BM 02: Phicu
kiém soat qua
trinh giai quyét
ho so; ’
- BM 03: Phicu
giao, nhan ho so
Trong
o 1 LA Cong chuc ngay
B2 | Xem xét, xtr Iy ho so Phong Tur phép Iam
viéc
Trong
B3 | Ky ban sao trich luc ho tich Chu};ch U?ND ngay
cap huyén lam
viéc
Chuyén tra ban sao trich luc Trong
ho tich cho Bo phan tiep Cong chtic ngay
B4 | nhan va tra két qua UBND | Phong Tuphép | lam
huyén viéc
A , . Khﬁng . QA
Thong bao, tra két qua cho Con% Chlfc tal tinh |~ EMAOLL 50 theo
BS c4 nhan, t6 chirc B0 phan thot doiho so
’ TN&TKQ :
gian
6. BIEU MAU
TT | M3 hiéu Tén Biéu miu
Céc biéu miu chung
1. |BMO1 Phiéu Tiép nhan hd so va hen tra két qua
2. |BMO02 Phiéu kiém soat qu4 trinh giai quyét ho so
3. |BMO03 Phiéu giao, nhan ho so
4. |BMO04 S6 theo ddi hd so
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hanh:

7. HO SO CAN LUU

TT Hb so luwu

Phiéu kiém soat qua trinh giai quyét hd so

S6 theo ddi hd so

Thanh phan hé so theo myc 5.2

Bl

Két qua tai muc 5.7




