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

TINH THUA THIEN HUE Déc 1ap - Tw do - Hanh phuc
Sb: 1764 /QD-UBND Thira Thién Hué, ngdy 28 thang 6 nam 2024
QUYET PINH

Phé duyét quy trinh ngi b, quy trinh dién tir giai quyét thu tuc hanh
Chlnh dwgc stra doi, bo sung trong linh vire h¢ tich thugc thim quyen giai
quyet cua SO Tw phap/Uy ban nhan dan cap huyen/Uy ban nhan dan cap xa

CHU TICH UY BAN NHAN DAN TINH

Can cit Ludt T6 chitc chinh quyén dia phwong ngay 19 thang 6 nam 2015,

Can cir Ludt sira doi, bo sung mot s6 diéu cua Ludt Té chirc Chinh phu va
Ludt Té chirc chinh quyén dia phwong ngay 22 thang 11 nam 2019;

Cén cit Nghi dinh s6 61/2018/ND-CP ngay 23 thdng 4 nam 2018 ciia Chinh
phil vé thire hién co ché mdt cira, mét civa lién théng trong gidi quyét thii tuc hanh
chinh; Nghi dinh s6 107/2021/NP-CP ngay 06 thang 12 nim 2021 ciia Chinh phii sira
doi Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 ciia Chinh phii vé thire
hién co ché mot cira, mot cira lién thong trong gidi quyét thii tuc hanh chinh;

Can cir Thong tw sé 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cua
Vin phong Chinh phii vé hwéng dan thi hanh mét sé quy dinh cia Ngh;i dinh sé
61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché
mét ciza, mét cira lién thong trong gidi quyét thi tuc hanh chinh;

Can cir Quyét dinh sé 1677/0P-UBND ngay 21 thdng 6 nam 2024 ciia Chui
tich Uy ban nhan dan tinh vé cong bo danh muc thai tuc hanh chinh dwoc sira doi,
b6 sung trong linh vuc hé tich thuge tham quyén gidgi quyét ciia Sé Tu phap/UBND
cap huyén/UBND cap x&;

Theo dé nghi ciia Giam doc So Tw phdp tai Céng vain sé 1532/STP-VP ngay
24 thang 6 nam 2024.

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay 36 quy trinh ndi bo giai quyét
tha tuc hanh chinh (TTHC) theo co ché mdt ctra trong linh vue Ho tich thudc thim
quyén giai quyét cia S& Tu phap/Uy ban nhan dan cap huyén/Uy ban nhan dan
cap xa. Cu thé:

- Phy luc I: 01 quy trinh noi bo giai quyét TTHC duoc sira doi trong linh
vue Ho tich thudc thim quyén gidi quyét cua Co quan quan ly co s& dir li¢u ho
tich dién tir;

- Phuy luc II: 15 quy trinh noi bo giai quyét TTHC duogc stra doi, bd sung
trong linh vuc Ho tich thudc thAm quyén giai quyét cia Uy ban nhan déan cép
huyén;

- Phy lyc III: 20 quy trinh ndi bd giai quyét TTHC dugc sira d6i, bo sung



2

trong linh vuc Ho tich thudce tham quyén giai quyét ciia Uy ban nhan déan cap xa.
(Phan I. Danh muc quy trinh).

Piéu 2. Can clr vao Piéu 1 cua Quyét dinh nay, giao trach nhiém cho cac
co quan, don vi thuc hi¢n cac cong vi¢c sau:

1. S& Tu phap, UBND cap huyén, UBND cip x4 c6 trach nhiém thiét lap
quy trinh dién tir thudc thAm quyén giai quyét TTHC phan viéc ctua don vi minh
trén phan mém Hé théng thong tin giai quyét TTHC tinh Thira Thién Hué.

2. UBND cap huyén c6 trach nhiém pho bién va sao giri Quyét dinh nay
dén UBND cip x4 trén dia ban huyén.

(Phan II. Ngi dung quy trinh cu thé)

Piéu 3. Quyét dinh ndy c6 hiéu lyc thi hanh ké tir ngay ky.

- Thay thé TTHC muc 2 phan 2 Phu lyc I va Phy Iyc 1T tai Quyét dinh sd
944/QD-UBND ngay 28 thang 4 nim 2023 ctia Cha tich UBND tinh vé phé duyét
quy trinh ndi bo, quy trinh dién tir giai quyét thi tuc hanh chinh dugc sta doi,
bo sung trong linh vuc ho tich thudc tham quyén giai quyét cua Sé Tu phap/Uy
ban nhéan dan cap huyén/Uy ban nhan dan cip xA.

- Thay thé TTHC tai Quyét dinh s6 2653/QD-UBND ngay 08 thang 11 nam
2023 cta Chu tich UBND tinh vé phé duyét quy trinh ndi bo, quy trinh dién tu
giai quyét thu tuc hanh chinh dugc stra ddi, bd sung trong linh vuc ho tich thude
tham quyén giai quyét ctia So Tu phap/Uy ban nhan dan cap huyén/Uy ban nhan
dan cép xa.

Piéu 4. Chanh Vin phong Uy ban nhan dan tinh, Giam déc S& Tu phéap; Cha
tich UBND cac huyén, thi x4 va thanh phé Hué, Chu tich UBND céc x4, phuong, thi
tran; Thu trudng cac co quan, don vi va cac to chirc, ca nhan o lién quan chiu trach
nhiém thi hanh Quyét dinh nay./.

Noi nhin: KT. CHU TICH
- Nhu bicu 4; DO [

- Cuc KSTTHC (Van phong Chinh phu); ~
- CT, cac PCT UBND tinh;

- Cac PCVP UBND tinh;

- Trung tdm PV HCC tinh;

- Luu: VT, KSTT.

Nguyén Thanh Binh



Phu luc I

QUY TRINH NOI BQ, QUY TRINH DIEN TU GIAI QUYET THU TUC HANH CHINH THEO CO CHE
MOQT CUA TRONG LINH VUC HQ TICH THUC HIEN TAI CO QUAN QUAN LY CO SO DU LIEU PIEN TU
(Kem theo Quyét dinh so 1764 /OP-UBND ngay 28 thang 6 nam 2024 cua Chu tich UBND tinh Thira Thién Hué)

Phin I. DANH MUC QUY TRINH

STT Tén Quy trinh 'IMI'aI—T ((; Quyét dinh cong bé Danh muc TTHC
Quyét dinh s0 1677/QD-UBND ngay 21
thang 6 nam 2024 cua Chu tich Uy ban nhén dan

1 Thu tuc c.'?ip béan sao Trich luc ho tich 2.000635 tinh vé COl’lg boé danh muc thu tuc hanh chinh

dugc sira ddi, bo sung trong linh vuc h¢ tich
thudc tham quyen giai quyet cuia So Tu
phap/UBND cap huyén/UBND cap xa

Phan II. NOI DUNG QUY TRINH NOI BO

1. Cép bén sao trich luc hd tich (2.000635)
- Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; trudng hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két
qua trong ngay lam viéc tiép theo.

- Quy trinh nd1 bd, quy trinh di¢n tu:

Thir tw
cong viéc

Pon vi/ Ngudi thue hién

Thoi gian thuc

Noi dung thuc hién hién

Buoc 1

Trung tam phuc vu hanh chinh cong
tinh/Trung tdm hanh chinh cong huyén/Bd
phén ti€p nhan va trd két qua cap xa

- Kiém tra, hudng dan, hoan thién thong tin ctia nguoi ndp
ho so. Xac nhan hinh thirc ndop ho so: Truc ti€p/hodc truc 01 gio lam viéc
tuyén/hoac qua dich vy buu chinh.




Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

- Truong hop hé so ddy du, hop 18: Tiép nhén, cap nhat
Iwru trit ho so dién tir; chuyén can bo thu 1y; giri Phiéu tiép
nhan hd so va hen tra két qua cho nguoi ndp hd so. Thu
1& phi (néu c6)

- Truong hop ho so chua ddy du, khong hop 16: Giri thong
béo cho ngudi ndp, huéng dan bd sung, hoan thién ho so
theo yéu cau.

- Xem xét, thAm tra, Xt Iy ho so, du thao két qua giai
quyét. (Du thao van ban tir choi, néu ré Iy do).

04 gio lam viéc

Budc 2 | Cong chire giai quyét ho so - Truong hop can bd sung, hoan thién hd so, chuyen
nguoc vé Bo phan mot cira (kém vian ban huéng dan, néu
18 1y do, ndi dung bo sung...)
Bude 3 | Lanh dao co quan giai quyét TTHC Ky phé duyét két qua TTHC. 02 gio lam viée
. A LA Nrx \ Pong dau, chuyén két qua cho cong chirc tu phap-ho tich A
Buge 4 | BO phan Van phong hodic Van ban tir chéi da duoc ky duyét theo quy dinh: 05 gio lam viée
Cong chire Tu phap tai Trung tam phuc vu Y ST NP L oA QA Toa 1A
Buge 5 | hanh chinh cong/UBND cap huyén/Bo Gh} Vao SO ho t1’c h,Anglforl di dang ky ky vao S0.Tra ket 0.5 gid lam vige
qua cho nguoi co yéu cau.
phan tiép nhan va tra két qua cip x4
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tur c6 yéu cau. )
- NOp phi truc ti€ép hodc thanh toan truc tuyén theo quy
Budc 6 Ngudi ndp ho so dinh.

- Nhan két qua TTHC theo hinh thic da dang ky: Truc
tiép/ hodc qua dich vu buu chinh cong ich/ hoac truc
tuyén.

Tong thoi gian gidi quyét TTHC

08 gio lam viéc




Phu luc IT )
QUY TRINH NQI BQ, QUY TRINH BIEN TU GIAI QUYET THU TUC HANH CHINH THEO CO CHE
MOT CUA TRONG LINH VU'C HQ TICH THAM QUYEN GIAI QUYET UY BAN NHAN DAN CAP HUYEN

(Kém theo Quyét dinh s6 1764 /OP-UBND ngay 28 thang 6 nam 2024 ciia Chii tich UBND tinh Thira Thién Hué)

Phin I. DANH MUC QUY TRINH

STT | Tén Quy trinh 'IIYEI?I-IS g Quyét dinh cong b6 Danh muc TTHC
1 | Thu tuc dang ky khai sinh c6 yéu to nudc ngoai 2.000528
2 Thu tuc dang ky két hon c6 yéu té nude ngoai 2.000806
3 | Thu tyc dang ky khai tir co yéu t6 nudc ngoai 1.001766
4 | Thu tuc dang ky nhan cha, me, con c6 yéu to nuéc ngodi | 2.000779
5 Thu tyc dang ky khai sinh két hop dang ky nhén cha, 1001695
me, con ¢6 yeu to nude ngoai ' Quyét dinh s6 1677/QD-UBND ngay 21 thdng 6
6 Thu tuc dang ky gidam ho c6 yéu to nudc ngoai 1.001669 | ndm 2024 cua Chu tich Uy ban nhén dén tinh vé
- . — —— 77— = Cong bo danh muc thu tuc hanh chinh duogc stra
7 Thu tyc dang ky cham dat giam hg c6 yéu to nudc ngoai 2.000756 d6i, bd sung trong linh vuc o tich thude tham
8 Thu tuc thay d6i, cai chinh, b6 sung théng tin ho tich, quyén giai quyet cia S& Tu phap/UBND cép
xac dinh lai dan toc 2.000748 huyén/UBND cap xa
Thu tuc ghi vao S6 ho tich viéc két hdn cua cong déan
9 | Viét Nam da duoc giai quyét tai co quan co thim quyén | 2.002189
Cua nudc ngoai
Thu tuc ghi vao S6 hg tich viéc ly hon, hﬁy viéc két hon
10 cua cong dan Viét Nam dé dugc giai quyet tai co quancé | 2.000554
tham quyén cua nudc ngoai
11 | Thu tuc ghi vao S6 h¢ tich viéc h¢ tich khéc cta cong | 5 ggo547

dan Viét Nam da dugc giai quyét tai co quan cé thim




quyeén cua nudc ngoai (khai sinh; giam hg; nhan cha,
me, con; xac dinh cha, me, con; nudi con nuoi; khai tir;
thay doi ho tich)

12 R o , . .. , X X , .-
Thu tuc dang ky lai khai sinh c0 yéu to nudc ngoai 2 000522
13 | Thu tuc dang ky khai sinh c6 yeu to nuéc ngoai cho | 1 900893
nguoi da co ho so, giay to ca nhan
14 Thu tuc dang ky lai két hon c6 yéu to nude ngoai 2.000513
15 | Tha tuc dang ky lai khai tir c6 yéu td nude ngoai 2.000497
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Phén I1. NOI DUNG QUY TRINH NOI BQ

1. Ping ky khai sinh c6 yéu té nwéc ngoai (2.000528)

- Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; trudng hop nhan hd so sau 15 gid ma khong giai quyét dugc ngay thi tra két
qua trong ngay lam viéc tiép theo.

- Quy trinh nd1 bd, quy trinh di¢n tu:

Thu tw
cong viéc

Thoi gian thue

Pon vi/ Nguoi thuc hién Noi dung thyc hién hién

- Kiém tra, hudng dan, hoan thién thong tin ciia nguoi nop
hd so. Xac nhan hinh thic nop hd so: Truc tiép/hozfxc truc
tuyén/hoeic qua dich vy buu chinh.

- Truong hop ho so day da, hop 18: Tiép nhan, cip nhat
Cong chitc Tu phap tai Trung tdm hanh | luu trit ho so dién tir; chuyén can b thy 1y; giri Phiéu tiép
chinh cong huyén nhan ho so va hen tra két qua cho nguoi ndp hd so. Thu
1¢ phi (néu c6)

- Truong hop ho so chua day du, khong hop 1&: Giri thong
béo cho ngudi ndp, hudng dan bd sung, hoan thién ho so
theo yéu cau.

Bude 1 01 gio lam viéc

- Xem xét, tham tra, xir Iy ho so, du thao két qua giai
quyét. (D thdo vin ban tir chéi, néu ré 1y do). 04 gid 1am viée
- Trudng hop can bd sung, hoan thién hd so, chuyén
nguoc vé Bo phan mot cira (kém vin ban huéng dan, néu
0 1y do, ndi dur}g bd sung...)

Budc 2 | Chuyén vién Phong Tu phap

Budc 3 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 02 gio lam viéc

Pong dau, chuyén két qua cho cong chirc tu phap-ho tich

Bude 4 | B phan Van phong hodic Van ban tir chéi da duoc ky duyét theo quy dinh:

0.5 gio lam vi¢e

Cong chirc Tu phap tai Trung tAm hanh | Ghi vao s6 hd tich, nguoi di dang ky ky vao S, Tra keét

Bude 5 . R A \ NPT
chinh cong huyén qua cho nguoi c6 yéu cau.

0.5 gio lam vige

- Xuat trinh do6i chiéu hodc nop ban giay cac hod so, van

Budc 6 Nguoi ndp ho so A
g P ban di¢n tur co y€u cau.




Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

- Nop phi tric tiép hodc thanh toan truc tuyén theo quy
dinh.

- Nhan két qua TTHC theo hinh thirc dd ding ky: Truc
tiép/ hodc qua dich vy buu chinh cong ich/ hodc truc
tuyén.

Tong thoi gian gidi quyét TTHC

08 gio lam viéc

2. Pang ky két hon c6 yéu to nwée ngoai (2.000806)
- Thoi han giai quyét: 15 ngay
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thi tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thoi gian thue
hién

Buoc 1

Cong chtic Tu phép tai Trung tam hanh
chinh cong huyén

- Kiém tra, huéng dan, hoan thién thong tin ctia nguoi ndp
hd so. Xé4c nhan hinh thirc nop hd so: Truc tiép/hoaic truc
tuyén/hoeflc qua dich vy buu chinh.

- Trudng hop hd so day du, hop 18: Tiép nhan, cip nhat
luu trit ho so dién tir; chuyén can bo thu 1y; giri Phiéu tiép
nhan hod so va hen tra két qua cho ngudi ndp ho so. Thu 16
phi (néu co)

- Truong hop ho so chua day du, khong hop 18: Giri thong
bao cho ngudi ndp, hudng dan bd sung, hoan thién hd so
theo yéu cau.

04 gio 1am viée

Budc 2

Chuyén vién Phong Tu phap

- Xem xét, tham tra, xur Iy ho so, du thao két qua giai
quyét. (D thdo vin ban tir chéi, néu ré 1y do).

- Truong hop can bd sung, hoan thién hd so, chuyén
nguoc vé Bo phan mdt cira (kém van ban hudng dan, néu
15 1y do, ndi dung bo sung...).

80 gid lam viéc

Buoc 3

Lanh dao Phong Tu phép

Tham dinh, xem xét x4c nhan dy thao két qua giai quyét
trude khi trinh Lanh dao UBND ky phé duyét két qua

16 gio lam viéc

Buoc 4

Lanh dao UBND cap huyén

Ky phé duyét két qua TTHC.

14 gio lam viéc




Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

N¢i dung thuc hién

Thoi gian thuc
hién

Budce 5

B6 phan Van phong

Poéng dau, chuyén lgét qua cho cong chure tu phap-hg tich
hodc Van ban tir ch6i da duoc ky duyét theo quy dinh

02 gio lam viée

Budc 6

Chuyén vién Phong Tu phap

Ghi TTHC vao sb hd tich, nguoi di ding ky ky vao s6 hd
tich va tra két qua TTHC

04 gid lam viéc

Budc 8

Nguoi ndp ho so

- Xuét trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tir c6 yéu ciu.

- Nop phi truc tiép hodc thanh toan tryc tuyén theo quy
dinh.

- Nhan két qua TTHC theo hinh thirc da dang ky: Truc
tiép/ hodac qua dich vu buu chinh cong ich/ hodc truc
tuyén.

Tong thoi gian giai quyét TTHC

120 gio 1am viéc

3. Dang ky khai tir c6 yéu t0 nuréc ngoai (1.001766)
- Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; trudng hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két
qua trong ngay lam viéc tiép theo.

- Quy trinh nd1 bd, quy trinh di¢n tu:

Thi tw
cong viéc

DPon vi/ Nguoi thuce hién

Noi dung thuc hién

Thoi gian thue
hién

Cong chtrc Tu phép tai Trung tdm

- Kiém tra, huong dan, hoan thién thong tin ctia ngudi ndp ho so.
X4c nhan hinh thic ndp hd so: Truc tiép/hoeflc truc tuyén/hoéc qua
dich vu buu chinh.

- Trudng hop ho so day di, hop 1&: Tiép nhan, cap nhat luu trit ho

Buge 1 hanh chinh cong huyén SO dién t; chuyén can bo th}l 1y; gui Phiéu tiép nhan hod so va hen 01 gior lam vige
tra két qua cho ngudi ndp ho so. Thu 1€ phi (n€u co)
- Truong hop ho so chua day du, khong hop 1¢: Gui thong bao cho
nguoi ndp, hudng dan bod sung, hoan thién ho so theo yéu cau.
) - Xem xét, thAm tra, xi 1y ho so, du thao két qua giai quyét. (D i 13 ié
Budc 2 | Chuyén vién Phong Tu phap y ; qua giai quyét. (Dw | 04 gio lam viéc

thao van ban tir choi, néu ro ly do).




Thur tw
cong viéc

Pon vi/ Nguoi thue hién

N¢i dung thuc hién

Thoi gian thuc
hién

- Truong hop can bo sung, hoan thién ho so, chuyén ngugc vé Bo
phan mot ctra (kém van ban hudng dan, néu ro 1y do, ndi dung bd
sung...).

Budc 3 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 02 gio lam viéce
. A LA N7x \ Pong dau, chuyen két qua cho cong chirc Tu phap-ho tich hodc A
Bude 4 | B phan Van phong Vin ban tir chdi da duge ky duyét theo quy dinh; 05 givrlam viee
Bude 5 Cf)ng ch,u’c TIAI phap t'gil Trung tam | Ghi vao SOAh(.) Pch, nguoi di dang ky ky vao So, Tra két qua cho 0.5 gios lam viéc
hanh chinh cong huyén nguoi co yéu cau.
- Xuat trinh doi chi€u hodc ndp ban giay cac ho so, van ban dién
. tur co yéu cau. ,
Budc 6 | Nguoi ndp ho so - NOp phi tryc ti€p hodc thanh toan tryc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thirc da dang ky: Truc tiép/ hodc
qua dich vy buu chinh cong ich/ hoac truc tuyén.

Tong thoi gian gidi quyét TTHC

08 gio' lam viéc

4. Pang ky nhan cha, me, con c6 yéu to mréc ngoai (2.000779)
- Thoi han giai quyét: 15 ngay
- Quy trinh ndi by, quy trinh dién t:

Thi tw
cong viéc

Pon vi/ Nguoi thuc
hién

Noi dung thuc hién

Thoi gian thue
hién

- Kiém tra, hudng dan, hoan thién thong tin ctia ngudi ndp ho so. Xac nhan
hinh thirc ndp ho so: Truc ti€p/hodc truc tuyén/hodc qua dich vu buu chinh.

Cong chirc Tu phap | - Truong hop hd so dﬁy du, hop I¢: Tiép nhan, cap nhat luu triv ho so dién tu;

Budc 1 |tai Trung tdm hanh | chuyén can bo thu ly; gui Phiéu tiép nhan ho so va hen tra két qua cho nguoi | 04 gio 1am viéc
chinh cong huyén nop ho so. Thu 1€ phi (néu co)
- Truong hop hd so chwa day du, khong hop 1¢: Gui thong bao cho ngudi ndp,
huéng dan bd sung, hoan thién hd so theo yéu cau.
Budc 2 Chuyen vien Phong - Xem xét, tham tra, xtr Iy ho so, du thao két qua giai quyét. (D thdo van bdn 80 giv lam viee

Tu phap

tir chéi, néu ré 1y do).




Thur tw

Don vi/ Nguoi thue

N¢i dung thuc hién

Thoi gian thuc

cong viéc hién hién
- Truong hop can b6 sung, hoan thién ho so, chuyén ngugc vé B phan mot
cua (kém van ban hudéng dan, néu rd 1y do, ndi dung b sung...).
Buse3 | Lanh dao Phong Tu Tham dinh, xem xét xac nhan dy thao két qua giai quyét trude khi trinh Lanh 16 wids 1am vig
YOC 21 bhap dao UBND ky phé duyét két qua g10 1am viee
Budce 4 LanP dao UBND cap | Ky phé duyét két qua TTHC. 14 gios 1am viée
huyén
. A LA Nrx \ Poéng dau, chuyén két qua cho cong chirc tu phap-ho tich hodc Vin ban tir A
L e , N . v : 2 1
Budc 5 | B phan Van phong chéi da duroc ky duyét theo quy dinh: 02 gio lam viéc
Budc 6 gzl;f;pwen Phong Ghi vao s6 ho tich, ky vao S6 ho tich, tra két qua cho nguoi yéu cau 04 gio lam viéce
- ‘Xuét trinh d6i chiéu hodc ndp ban gidy cac ho so, vin ban dién tir cd yéu
cau.
Budc 7 | Ngudi ndp ho so - Nop phi tryc tiép hodc thanh toan truc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thirc da dang ky: Truc tiép/ hodc qua dich vu
buu chinh cong ich/ hodc truc tuyén.

Tong thoi gian gidi quyét TTHC

120 gio 1am viéc

5. Pang ky khai sinh két hep diing ky nhan cha, me, con ¢d yéu to nuéc ngoai (1.001695)
- Thoi han giai quyét: 15 ngay
- Quy trinh ndi by, quy trinh dién t:

Thi tw
cong viéc

Pon vi/ Nguoi thue hién Noi dung thuc hién

Thoi gian
thuc hién

Budc 1

Cong chuc Tu phép tai Trung
tam hanh chinh cong huyén

- Kiém tra, huéng dan, hoan thién thong tin ctia ngudi ndp ho so. Xac nhan
hinh thurc nop hd so: Truc tiép/hoéc truc tuyén/hoéc qua dich vy buu chinh.

- Truong hop ho so day du, hop 1&: Tiép nhan, cap nhat luu trir hd so dién ti;
chuyén can bo thy 1y; giri Phiéu tiép nhan hd so va hen tra két qua cho nguoi
n6p ho so. Thu 18 phi (néu ©0)

- Truong hop hd so chwa day du, khong hop 1¢: Gui thong bao cho nguoi np,
huéng dan bd sung, hoan thién ho so theo yéu cau.

04 gio lam
viéc




- Xem xét, tham tra, xir 1y ho so, du thao két qua giai quyét. (D thdo van ban

tir chéi, néu ré 1y do) 80 gi6 lam
Buge2 | Chuyén vién Phong Tu phap | Truong hop can bd sung, hoan thién hd so, chuyén ngugc vé B0 phan mot viee
ctra (kem van ban hudng dan, néu ro 1y do, nd1 dung bo sung...).

. . . , Tham dinh, xem xét xac nhan dy thao két qua giai quyét trude khi trinh Lanh | 16 gio 1am
Budc 3 | Lanh dao Phong Tu phap dao UBND ky phé duyét két qua viée
Bu6c 4 | Lanh dao UBND cAp huyén Ky phé duyét két qua TTHC. 14 %Zli(gclam

. A LA Nrx \ Pong dau,chuyén két qua cho cong chire tu phap-ho tich hodc Van ban tir chdi | 02 gios lam
Buge 5| BO phan Van phong da dugc ky duyét theo quy dinh viée
Budc 6 | Chuyén vién Phong Tu phap | Ghi vao s6 ho tich, ky vao So6 hd tich, tra két qua cho nguoi yéu cau 04 g\g’ligclam

- ‘Xuﬁt trinh d6i chiéu hodc ndp ban gidy cac ho so, van ban dién tir co yéu
cau.
Budc 7 | Ngudi ndp hd so - NOp phi truc tiép hodc thanh toan truc tuyén theo quy dinh.
- Nhén két qua TTHC theo hinh thirc da dang ky: Truc tiép/ hodc qua dich vu
buu chinh cong ich/ hodc truc tuyén.
Tong thoi gian giai quyét TTHC 120 filg;lam

6. Pang ky cham diit giam hd c6 yéu td nwéc ngoai (2.000756)

- Thoi han giai quyét: 02 ngay lam viéc.

- Quy trinh nd1 bd, quy trinh di¢n tu:

Thi tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thoi gian thue
hi€én

Budc 1

Cong chuc Tu phép tai Trung tdm hanh

chinh cong huyén

- Kiém tra, hudng dan, hoan thién thong tin ctia nguoi ndp
hd so. Xéc nhan hinh thic nop hd so: Truc tiép/hoeftc truc
tuyén/hodc qua dich vy buu chinh.

- Truong hop ho so day du, hop 1¢: Tiép nhan, cap nhat
Iwru trir hd so dién tir; chuyen can bo thu ly; giri Phiéu tiép
nhan ho so va hen tra két qua cho nguoi ndp hd so. Thu
1& phi (néu c6)

02 gio lam vige




Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

- Truong hop ho so chua day du, khong hop 18: Giri thong
bao cho ngudi ndp, hudng dan bd sung, hoan thién ho so
theo yéu cau.

- Xem xét, thim tra, X Iy ho so, du thao két qua giai
quyét. (Du thao van ban tur choi, néu ro ly do).

Budc 2 | Chuyén vién Phong Tu phap - Trudng hop can bd sung, hoan thién hd so, chuyén | 05 gid lam viée
nguoc vé BO phan mot ctra (kém van ban hudéng dan, néu
rd 1y do, ndi dung b sung...).

Buéc3 | Lanh dao Phong Tu phap Thé}m diph,‘ xem~xét xac nhan du t}léo }(ét qlAlé g}éi q}lyét 04 gio lam viée
trude khi trinh Lanh dao UBND ky phé duyét két qua

Budc 4 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 04 gio lam viéc

. A AL 7= . boéng dau,chuyén két qua cho cong chuc tu phap-ho tich | 0.5 gio lam viéc
Bu6e S| BO phan Van phong hoéchén bén}t]l‘r chbi ccilé dugc ky dguyét theo I()Jlluypdinh ¢
Buéc 6 Cong chirc Tu phap tai Trung tdm hanh | Ghi vao s6 ho tich, nguoi di dang ky ky vao S6, Tra két | 0.5 gid 1am viée
chinh cong huyén qua cho nguoi c6 yéu cau.

- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tir c6 yéu cau.
- Nop phi truc tiép hodc thanh toan truc tuyén theo quy

Budc 7 | Ngudi ndp hd so dinh.

- Nhén két qua TTHC theo hinh thirc di dang ky: Truc
tiép/ hoac qua dich vu buu chinh céng ich/ hodc truc
tuyén.

Tong thoi gian gidi quyét TTHC

16 gio lam viéc

7. Ping ky giam ho c6 yéu t6 nwéc ngoai (1.001669)
- Thoi han giai quyét: 02 ngay lam viéc.
- Quy trinh ndi bg, quy trinh dién t:




Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Budce 1

Cong chtrc Tu phép tai Trung tdm hanh
chinh cong huyén

- Kiém tra, hudng dan, hoan thién thong tin ctia ngudi ndp
hd so. X4c nhan hinh thuic nop ho so: Truc tiép/hoaflc truc
tuyén/hoaflc qua dich vu buu chinh.

- Truong hop ho so day du, hop 1¢: Tiép nhan, cap nhat
Iuu trir ho so dién tir; chuyen can bo thu 1y; giri Phiéu tiép
nhan hd so va hen tra két qua cho nguoi ndp hd so. Thu
1¢ phi (néu co)

- Truong hop ho so chua ddy du, khong hop 1&: Giri thong
béo cho ngudi ndp, hudng dan bo sung, hoan thién ho so
theo yéu cau.

02 gio lam viéc

Budce 2

Chuyén vién Phong Tu phap

- Xem xét, thAm tra, xur Iy ho so, du thao két qua giai
quyét. (D thdo vin ban tir chéi, néu ré 1y do).

- Truong hop can bo sung, hoan thién hé so, chuyén
nguoc vé BO phan mot ctra (kém van ban hudéng dan, néu
13 1y do, ndi dung bd sung...).

05 gio lam viéc

Buoc 3

Lanh dao Phong Tu phép

Tham dinh, xem xét xac nhan dy thao két qua giai quyét
trudc khi trinh Lanh dao UBND ky phé duyé¢t két qua

04 gio lam viéc

Budc 4

Lanh dao UBND cap huyén

Ky phé duyét két qua TTHC.

04 gio lam viée

Budc 5

B0 phéan Van phong

Pong dau,chuyén két qua cho cong chuc tu phap-ho tich
hodc Van ban tr ch6i da duoc ky duyét theo quy dinh

0.5 gio 1am viéc

Budce 6

Cong chirc Tu phap tai Trung tAm hanh
chinh cong huyén

Ghi vao so ho tich, nguoi di ding ky ky vao So, Tra két
qua cho nguoi c6 yéu cau.

0.5 giod lam vige

Budc 7

Nguodi ndp ho so

- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tir c6 yéu cau.

- Nop phi tryc tiép hodc thanh toan truc tuyén theo quy
dinh.

- Nhan két qua TTHC theo hinh thirc d3 ding ky: Truc
tiép/ hodc qua dich vu buu chinh cong ich/ hoac truc
tuyén.




:l“hu’ t.l‘f Pon vi/ Ngudi thuc hién Noi dung thuc hién Thot gan thye
cong viec hién
Tong thoi gian giai quyet TTHC 16 gio lam viéc

8. Thay déi, cai chinh, bé sung thong tin h tich, xac dinh lai dan téc (2.000748)

8.1 Quy trinh bo sung hd tich

- Thoi han giai quyét: Ngay trong ngay 1am viée déi vai viéc bd sung thdng tin ho tich, trudng hop nhan hd so sau 15 gior ma khdng
giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

- Quy trinh ndi by, quy trinh dién t:

Thir tw
cong viéc

Thoi gian thuc

Pon vi/ Nguoi thue hién Noi dung thuc hién hién

- Kiém tra, huéng dan, hoan thién thong tin cia ngudi nop
ho so. X4c nhan hinh thic nop hd so: Truc tiép/hoéc truc
tuyén/hoeic qua dich vy buu chinh.

- Truong hop ho so day di, hop 1&: Tiép nhan, cap nhat luu
Cong chirc Tu phap tai Trung tim Hanh | trit ho so dién tir; chuyén can bo thu 1y; gii Phiéu tiép nhan
chinh cong huyén ho so va hen tra két qua cho ngudi ndp hod so. Thu 1& phi
(néu co)

- Trudng hop hd so chwa day du, khong hop 18: Guri thong
bao cho nguoi ndp, huéng din bd sung, hoan thién ho so
theo yéu cau.

Budce 1 01 gio lam viéc

- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét.
(D thdo vin ban tir chéi, néu ré Iy do).

Budc 2 | Chuyén vién Phong Tu phéap - Trudng hop can bd sung, hoan thién ho so, chuyén nguoc
vé Bo phan mot cira (kém vin ban huéng dan, néu rd 1y
do, n6i dung b sung...).

04 gio 1am viée

Budc 3 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 02 gio lam viéce

. N LA s . Pong dau,chuyén két qua cho cong chic tu phap-ho tich e en
Buge4 | BO phan Vin phong hoiic Vin ban tir chéi da duoc kY duyét theo quy dinh 05 gio lam vige
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Cong chuc Tu phap tai Trung tdm hanh

Ghi vao s6 h tich, ngudi di ding ky ky vao SO, Tra ket

Buoc 5 . n R \ RS 0.5 gio lam viéc
chinh cong huyén qua cho nguoi co yéu cau. & i
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tur ¢6 yéu cau.
. A LA - Nop phi truc tiép hodc thanh toan truc tuyén theo qu
Budc 6 | Nguoi ndp ho so P P i P ot i y quy

dinh.
- Nhan két qua TTHC theo hinh thire d3 ding ky: Truc
tiép/ hodc qua dich vu buu chinh cong ich/ hodc truc tuyén.

08 gio' lam viéc

Tong thoi gian gidi quyét TTHC
8.2. Quy trinh thay déi, cai chinh, xac dinh lai dan tdc
- Thoi han giai quyét: 03 ngay lam viéc doi véi viéc thay doi, cai chinh ho tich, xac dinh lai dan toc. Truong hop can phai xac
minh thi thoi han duoc kéo dai khong qua 06 ngay lam viéc.
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thir tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thoi gian thue
hién

Bude 1

Cong chuc Tu phéap tai Trung tdm hanh
chinh cong huyén

- Kiém tra, hudng dan, hoan thién thong tin ctia ngudi ndp
ho so. Xac nhan hinh thic nop ho so: Truc tiép/hoéc truc
tuyén/hodc qua dich vu buu chinh.

- Truong hop hd so ddy du, hop 18: Tiép nhan, cap nhét luu
trir ho so dién tir; chuyén can bo thu 1y; gtri Phiéu tiép nhan
ho6 so va hen tra két qua cho ngudi ndp ho so. Thu 1& phi
(néu co)

- Trudng hop hd so chua day da, khong hop 18: Guri thong
béo cho nguoi ndp, huéng din bd sung, hoan thién ho so
theo yéu cau.

04 gid lam viéc
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

- Xem xét, tham tra, xtr Iy ho so, du thao két qua giai quyét.
(Du thao van ban tur choi, néu ro Iy do).
- Truong hgp can bo sung, hoan thién ho so, chuyén nguoc

- 10 gio lam viée
do1 voi truong hop
khong xac minh;

Bude 2| Chuyén vién Phong Tu phap vé Bo phan moét cira (kém van ban hudng dan, néu 10 ly - 34 gio lam viée
do, nd1 dung bo sung...). do1 voi truong hop
X&c minh
Budc 3 | Lanh dao Phong Tu phap Tham dinh, xem xét, xac nhan du thao két qua 04 gio lam viéc
Buée 3 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 04 gio lam viéc
. N A xrx . Pong dau,chuyén két qua cho cong chic tu phap-ho tich A
Budc 4 | B phan Vin phong hodc Vin ban tir chdi da duoc ky duyét theo quy dinh 01 gidr lam vige
Budce 5 ang c}mc Tu Aphap tai Trung tdm hanh Gh} vao soO ho tl,Ch’,\nglfOl di dang ky ky vao SO0, Tra két 01 gits 1am viéc
chinh cong huyén qua cho nguoi c6 yéu cau.
- Xuat trinh doi chi€u hodc ndp ban gidy cac ho so, van
ban dién tu c6 yéu cau. ’
Bude 6 | Ngudi ndp hd so - NOp phi truc ti€p hoac thanh todn truc tuyén theo quy

dinh.
- Nhan két qua TTHC theo hinh thic da dang ky: Tryc
tiép/ hodc qua dich vu buu chinh cong ich/ hoic tryc tuyén.

Tong thoi gian giai quyét TTHC ddi véi truwdong
hgp khong xdc minh

24 gio 1am viéc

Tong thoi gian gidi quyét TTHC d6i véi truong
hgp xac minh

48 gior 1am viéc

9. Ghi vao Sé h tich viéc két hon ciia cong dan Viét Nam di dwoc giai quyét tai co quan cé tham quyén cia nwéc ngoai
(2.002189)

- Thoi han giai quyét: 12 ngay

- Quy trinh nd1 bd, quy trinh di¢n tu:
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Thur tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

Budce 1

Cong chuc Tu phap tai Trung tdm Hanh chinh
cong huyén

- Kiém tra, huong dan, hoan thién thong tin cua
ngudi ndp hd so. X4c nhén hinh thic nop hd so: Truc
tiép/hoéc truc tuyén/hoaic qua dich vu buu chinh.

- Truong hop. ho so day du, hop ¢ Tiép nhan, cap
nhat luu trir ho so dién tir; chuyén can bo thy 1y; giri
Phiéu tlep nhan hd so va hen tra két qua cho nguoi
n6p ho so. Thu 1& phi (néu co)

- Trudng hop hd so chua day du, khong hop 1¢: Gui
thong bao cho nguoi ndp, hudng dan bo sung, hoan
thién ho so theo yéu cau.

04 gio lam viéc

Budce 2

Chuyén vién Phong Tu phap

- Xem xét, tham tra, x{t ly ho so, du thao két qua giai
quyét. (D thdo vin bdn tir chéi, néu ré 1y do).

- Trudng hop can bo sung, hoan thién ho so, chuyén
nguoc vé BO phan mot cura (keém van ban hudng dan,
néu 13 1y do, ndi dung bd sung...).

56 gid lam vige

Budc 3

Lanh dao Phong Tu phép

Thém dinh, xem xét xac nhan dy thao két qua giai
quyét trude khi trinh Lanh dao UBND ky phé duyét
ket qua

24 gid lam viéc

Budc 4

Lanh dao UBND cap huyén

Ky phé duyét két qua TTHC.

10 gio lam viée

Budc 5

B0 phéan Van phong

Pong dau,chuyén két qua cho cong chire tu phap-ho
tich hodc Van ban tir choi1 da dugc ky duyét theo quy
dinh

01 gio lam viéc

Budc 6

Cong chire Tu phap tai Trung tdm Hanh chinh
cong huyén

Ghi véo 0 ho tich, Nguoi di dang ky ky vao S6, Tra
két qua cho ngu’on c6 yéu cau.

01 gio [am viée

Budc 7

Nguodi ndp ho so

- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so,
van ban dién ttr ¢6 yéu cau.

- Nop phi truc tiép hodc thanh toan truc tuyén theo
quy dinh.
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Thur tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

- Nhan ket qua TTHC theo hinh thire d3 déng ky:
Truc tiép/ hodc qua dich vu buu chinh cong ich/ hodc
tryc tuyeén.

Tong thoi gian giai quyét TTHC

96 gio lam viéc

10. Ghi vao So h tich viéc ly hon, hity viéc két hon ciia cong dan Viét Nam da dwoc giai quyét tai co quan c6 tham quyén
ciia nwéc ngoai (2.000554)

- Thoi han giai quyét: 12 ngay

- Quy trinh ndi by, quy trinh dién t:

Thur tw
cong viéc

Pon vi/ Ngudi thue hién

N0i dung thuc hién

Thoi gian thuc
hién

Budc 1

Cong chirc Tu phap tai Trung tm hanh
chinh cong huyén

- Kiém tra, hudng dan, hoan thién thong tin ctia nguoi ndp
hd so. Xac nhan hinh thic nop hd so: Truc tiép/hozfxc truc
tuyén/hoeic qua dich vy buu chinh.

- Truong hop hd so ddy du, hop 18: Tiép nhén, cip nhat
Iuru trit ho so dién tir; chuyén can bo thy 1y; giri Phiéu tiép
nhan ho so va hen tra két qua cho nguoi ndp hd so. Thu
1¢ phi (néu c6)

- Truong hop ho so chua ddy du, khong hop 1&: Giri thong
béo cho ngudi ndp, hudng dan bd sung, hoan thién ho so
theo yéu cau.

04 gid lam viée

Budc 2

Chuyén vién Phong Tu phap

- Xem xét, thAm tra, Xt Iy ho so, du thao két qua giai
quyét. (D thdo van ban tir chéi, néu ré 1y do).

- Trudng hop can bo sung, hoan thién hd so, chuyén
nguoc vé BO phan mot ctra (kém vin ban huéng dan, néu
18 1y do, ndi dung bo sung...).

56 gid lam vige

Buoc 3

Lanh dao Phong Tu phép

Tham dinh, xem xét xac nhan dy thao két qua giai quyét
trude khi trinh Lanh dao UBND ky phé duyét két qua

24 gi0 lam viéc

Buoc 4

Lanh dao UBND cap huyén

Ky phé duyét két qua TTHC.

10 gio lam viée
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Thur tw
cong viéc

Thoi gian thuc

Pon vi/ Ngudi thuc hién Noi dung thuc hién hién

Pong dau,chuyén két qua cho cong chuc tu phap-ho tich | 01 gi0 lam vige

BuGe S| BO phan Van phong hodic Vin ban tir chdi da duoc ky duyét theo quy dinh

Cong chtrc Tu phap tai Trung tim Hanh | Ghi vao S6 ho tich, nguoi di ding ky ky vao So, Tra két | 01 gior lam viée

Budc 6 o N \ oA X
chinh cong huyén qua cho nguoi co yéu cau.

- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tir c6 yéu ciu.

- Nop phi truc tiép hodc thanh toan truc tuyén theo quy
Budc 7 | Nguoi nop hd so dinh.

- Nhan két qua TTHC theo hinh thirc da ding ky: Truc
tiép/ hoac qua dich vu buu chinh céng ich/ hodc truc
tuyén.

Tong thoi gian giai quyét TTHC 96 gio lam viéc

11. Ghi vao S6 hd tich viéc hd tich khac ciia cong dan Viét Nam da dwoc giai quyét tai co quan c6 thAm quyén ciia
nwéc ngoai (khai sinh; giam h¢; nhan cha, me, con; xac dinh cha, me, con; nuéi con nudi; khai tir; thay doi ho tich)
(2.000547)

- Thoi han giai quyét: Ngay trong ngay tiép nhan ho so, truong hop nhan ho so sau 15 gid ma khong giai quyét dugc ngay thi tra
két qua trong ngay lam viéc tiép theo. Trong trudng hop phai xac minh thi thoi han giai quyét khong qua 3 ngay lam viéc.

- Quy trinh ndi by, quy trinh dién t:

Thoi gian thue
hi€én

Thir tw

A A Pon vi/ Ngudi thue hién Noi dung thuc hién
cong viéc

- Kiém tra, hudng dan, hoan thién thong tin ctia ngudi nop
hd so. Xac nhan hinh thic nop hd so: Truc tiép/hoéc truc
tuyén/hodc qua dich vy buu chinh.

- Truong hop ho so day di, hop 1¢: Tiép nhan, cap nhatluu | 02 gio lam viée
trir ho so dién tir; chuyén can bo thu 1y; gui Phiéu tiép nhan
ho so va hen tra két qua cho ngudi nop hd so. Thu 1¢ phi
(néu co)

Cong chuc Tu phép tai Trung tam Hanh

Bude 1 chinh cong huyén
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

- Trudng hop hd so chua day du, khong hop 18: Giri thong
bao cho ngubi ndp, hudng dan bd sung, hoan thién hod so
theo yéu cau.

- Xem xét, tham tra, xtr Iy ho so, du thao két qua giai quyét.
(Du thao van ban tur choi, néu ro Iy do).
- Truong hgp can bo sung, hoan thi¢n ho so, chuyén nguoc

- 02 gio lam viée
do1 voi truong hop
khong xac minh;

Budc 2 | Chuyén vién Phong Tu phép vé Bo phan mot cira (kém van ban huéng dan, néu 16 1y
do, n6i dung bo sung...). - 08 gio lam viéc
- Trong truong hop can phai tién hanh xac minh thi chuyén | d6i v6i trudmg hop
vién Phong Tu phap tién hanh xac minh Xac minh
- 02 gio lam viéc
d6i v6i truong hop
Buéc3 | Lanh dao Phong Tur phip Tham dinh, xem xét, xac nhan dy thao két qua kh@ng. xac mintl;
- 08 gio lam viéc
d6i v6i truong hop
X&c minh
- 02 gio 1am viéc
’ dbi véi truong hop
Buéce3 | Lanh dao UBND cép huyén Ky phé duyét ket qua TTHC. khong xac minh;
- 04 gio lam viéc
d6i voi trudng hop
X&c minh
. A x4 . A , £ 1A 01 gio lam viéc
. A LA N7x \ bong dau,chuyén két qua cho cong chirc tu phap-ho tich
Buge4 | BO phan Vin phong hodc Vin bin tir chéi da duoc ky duyét theo quy dinh
Budce 5 Cong chic Tu phap tai Trung tim Hanh | Ghi vao s6 hd tich, nguoi di dang ky ky vao S6, Tra két 01 gidr lam viée

chinh cong huyén

qua cho nguoi co6 yéu cau.
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Budc 6

Ngudi ndp ho so

- Xuat trinh dbi chiéu hodc ndp ban gidy cac hd so, vin
ban dién tir c6 yéu cau.

- Nop phi truc tiép hoic thanh toan truc tuyén theo quy
dinh.

- Nhén két qua TTHC theo hinh thirc di dang ky: Truc
tiép/ hodc qua dich vy buu chinh cong ich/ hoac truc tuyén.

Tong thoi gian giai quyét TTHC doi véi truong
hgp khong xac minh

08 gio' lam viéc

Tong thoi gian gidi quyét TTHC d6i véi truong
hop xac minh

24 gio lam viéc

12. Ping ky lai khai sinh cd yéu té6 nwéc ngoai (2.000522)
- Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai ¢ vian ban xac minh thi thoi han giai quyét khong qua 25 ngay.
- Quy trinh ndi by, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

Cong chirc Tu phap tai Trung tdm Hanh

- Kiém tra, huéng dan, hoan thién thong tin cia nguoi nop
hd so. Xac nhan hinh thic nop hd so: Truc tiép/hoéc truc
tuyén/hoeflc qua dich vy buu chinh.

- Trudng hop hd so day du, hop 1¢: Tiép nhan, cap nhat luu
trit ho so dién tir; chuyén can bo thu 1y; giri Phiéu tiép nhan

Buge 1 chinh cong huyén hd so va hen tra két qua cho ngudi ndp hd so. Thu 1é phi 04 gi6 lam vige
(néu co)
- Trudng hop hd so chwa day du, khong hop 18: Guri thong
béo cho nguoi ndp, huéng din bd sung, hoan thién hd so
theo yéu cau.
- 16 gio lam viéc
Buéc 2 | Chuyén vién Phong Tu phép - Xem x¢ét, tham tra, xtr 1y ho so, du thao két qua giai quyét. | dbi véi truong hop

(Du thao van ban tw chéi, néu ro ly do).

khong xac minh;
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

- Trudng hop can bo sung, hoan thién ho so, chuyén nguoc
vé Bo phan mot ctra (kém van ban hudng dan, néu 1o ly
do, n6i dung b sung...).

- Trong truong hop can phai tién hanh xac minh thi chuyén
vién Phong Tu phap tién hanh x4c minh

- 144 gi6 lam viéc
do1 voi truong hop
X&c minh

Tham dinh, xem xét, xac nhan du thao két qua

- 10 gio lam viée
do1 voi truong hop
khong xac minh;

Buéc 3 | Lanh dao Phong Tu phéap - 34 gior lam viéc
do1 voi truong hop
X&c minh
- 08 gio lam viéc
) doi voi truong hop
Budc 3 | Lanh dao UBND cép huyén Ky ph¢ duyét ket qua TTHC. khong_ ‘Xa(‘: m”?t"
- 16 gio lam viéc
do1 voi truong hop
X&c minh
. A LA Us \ Pong dau,chuyén két qua cho cong chirc tu phap-ho tich T
. C 1 1
Bude 4 | Bo phan Vin phong hodc Van ban tir ch6i da dugc ky duyét theo quy dinh 01 gitrlam viee
Buéce 5 ang cllu:c Tu Aphap tai Trung tdm hanh thl vao soO ho t1’ch,Ang1§O’1 di dang ky ky vao SO0, Tra két 01 gios lam viéc
chinh cong huyén qua cho nguoi c6 yéu cau.
- Xuat trinh do6i chiéu hodc ndp ban gidy cac hd so, van
ban dién tir c6 yéu cau. )
Bude 6 | Newdi ngp hd so - NOp phi truc tiép hoac thanh toan tryc tuyén theo quy

dinh.
- Nhan két qua TTHC theo hinh thirc da dang ky: Tryc
tiép/ hodc qua dich vu buu chinh cong ich/ hoac truc tuyén.

Tong thoi gian gidi quyét TTHC déi v6i truwong
hgp khéng xdc minh

40 gio lam viéc
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Tong thoi gian gidi quyét TTHC ddi véi trwomg
hop xac minh
13. Ping ky khai sinh c¢6 yéu té nwéc ngoai cho ngudi di cé hd so, gidy to ca nhan (1.000893)
- Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai ¢ van ban xac minh thi thoi han giai quyét khong qua 25 ngay.
- Quy trinh ndi b, quy trinh dién t:

200 gio' 1am viéc

Thir tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thaoi gian thue
hién

Cong chtc Tu phép tai Trung tam Hanh

- Kiém tra, hudng dan, hoan thién thong tin ctia ngudi nop
ho so. Xac nhan hinh thic nop hd so: Truc tiép/hoaflc truc
tuyén/hoeflc qua dich vu buu chinh.

- Truong hop hd so dy du, hop 18: Tiép nhan, cap nhét luu
trir ho so dién tir; chuyén can bo thu 1y; guri Phiéu tiép nhan

Buge 1 chinh cong huyén ho6 so va hen tra két qua cho ngudi ndp ho so. Thu 1¢ phi 04 gi6 lam vigc
(néu co)
- Trudng hop hd so chua day du, khong hop 18: Giri thong
béo cho nguoi ndp, huéng din bd sung, hoan thién ho so
theo yéu cau.
- 16 gio lam viéc
- Xem xét, tham tra, xtr Iy ho so, du thao két qua giai quyét. | ddi v6i trudng hop
(Dy: thao van ban tir choi, néu rd 1y do). 7 khong xac minh;
, A . , - Truong hop can bd sung, hoan thién ho so, chuyén nguoc
BuGe2 | Chuyén vién Phong Tu phdp v& Bo pﬁaﬁot ctra (kéon vin bin huong din. néu % 1y
do, n6i dung bo sung...). - 144 gid lam viéc
- Trong trudng hop can phai tién hanh xac minh thi chuyén | dbi véi truong hop
vién Phong Tu phap tién hanh xac minh xac minh
Tham dinh, xem xét, xac nhan du thao két qua - 10 gio 1am viéc
Budc 3 | Lanh dao Phong Tu phéap d6i voi trudng hop

khong xac minh;
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

- 34 gid lam viée
do1 voi truong hop
X&c minh

Ky phé duyét két qua TTHC.

- 08 gio lam viée
do1 voi truong hop
khong xac minh;

Budc 3 | Lanh dao UBND cép huyén e
- 16 gio lam viée
doi véi truong hop
X&c minh

. N A xrx . Pong dau,chuyén két qua cho cong chic tu phap-ho tich A
Budc 4 | B phan Vin phong hodc Vin ban tir chdi da duoc ky duyét theo quy dinh 01 gidr lam vige
Budce 5 ang cl}u:c Tu Phap tai Trung tdm Hanh Gh} vao soO ho tl,Ch’,\nglfOl di dang ky ky vao SO0, Tra két 01 gits 1am viéc
chinh cong huyén qua cho nguoi co6 yéu cau.
- Xuat trinh doi chiéu hodc ndp ban gidy cac ho so, van
ban dién tu c6 yéu cau. ’
Bude 6 | Ngudi ndp hd so - NOp phi truc ti€p hoac thanh todn truc tuyén theo quy

dinh.
- Nhan két qua TTHC theo hinh thirc da dang ky: Tryc
tiép/ hodc qua dich vu buu chinh cong ich/ hoic tryc tuyén.

Tong thoi gian giai quyét TTHC ddi v6i truedng
hgp khong xdc minh

40 gio lam viéc

Tong thoi gian gidi quyét TTHC d6i véi truong
hgp xac minh

200 gio 1am viée

14. Ping ky lai két hon c6 yéu to nwée ngoai (2.000513)
- Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai ¢ vian ban xac minh thi thoi han giai quyét khong qua 25 ngay.
- Quy trinh ndi bg, quy trinh dién t:
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Cong chtc Tu phép tai Trung tam Hanh

- Kiém tra, huéng dan, hoan thién thong tin ctia nguoi ndp
hd so. Xac nhan hinh thic nop hd so: Truc tiép/hoéc truc
tuyén/hodc qua dich vy buu chinh.

- Truong hop hd so dy du, hop 16: Tiép nhén, cap nhét luu
trir ho so dién tir; chuyén can bo thu 1y; giri Phiéu tiép nhan

Buge 1 chinh c6ng huyén hod so va hen tra két qua cho ngudi ndp hd so. Thu 1é phi 04 gi6 lam vige
(néu co)
- Trudng hop hd so chua day du, khong hop 18: Giri thong
béo cho nguoi ndp, huéng din bd sung, hoan thién ho so
theo yéu cau.
- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét. | - 16 gio lam viéc
(D thao vin ban tir chéi, néu ré Iy do). d6i voi trudng hop
- Trudng hop can bd sung, hoan thién hd so, chuyén ngugc | khdng xac minh;
Budc 2 | Chuyén vién Phong Tu phép vé Bo phan mot cira (kém van ban huéng dan, néu 1o 1y
do, n6i dung bo sung...). - 144 gi¢ lam viéc
- Trong trudng hop can phai tién hanh xac minh thi chuyén | d6i véi truong hop
vién Phong Tu phap tién hanh xac minh Xac minh
- 10 gio 1am viéc
d6i v6i truong hop
Buéc 3 | Lanh dao Phong Tur phap Tham dinh, xem xét, xac nhan dy thao két qua khﬁng‘ xac mir'ltl;
- 34 gio lam viéc
d6i v6i truong hop
X&c minh
- 08 gio 1am viéc
, d6i voi trudng hop
Buéc3 | Lanh dao UBND chp huyén Ky phé duyét két qua TTHC. khong xac minh;

- 16 gid lam viéc
doi vai truong hop
Xac minh
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Thlr t.l',l: Don vi/ Ngudi thuc hién Noi dung thuc hién Thot slan thye
cong viéc ’ i j i : j hién
. N A \rx . DPoéng dau,chuyén két qua cho cong chic tu phap-hd tich A
! ctqu ong cl 1o U 1 giv 1
Bu6c4 | BO phan Van phong hodc Van ban tr chdi da dugc ky duyét theo quy dinh 01 gio lam vige
Bude 5 ang ctnrc Tu Phap tai Trung tdm Hanh thl vao so ho t1’ch,A nguoi di dang ky ky vao So, Tra két 01 gios lam viée
chinh cong huyén qua cho nguoi co yéu cau.

- Xuat trinh do6i chiéu hodc ndp ban gidy cac ho so, van

ban dién tu c6 yéu cau. ’
Bude 6 | Ngudi nop hd so - NOp phi truc tiép hoac thanh toan tryc tuyén theo quy

dinh.
- Nhan két qua TTHC theo hinh thire d3 ding ky: Truc
tiép/ hodc qua dich vu buu chinh cong ich/ hodc truc tuyén.

Tong thoi gian giai quyét TTHC ddi véi trueong
hop khong xdc minh

40 gio lam viéc

Tong thoi gian gidi quyét TTHC ddi véi trudong
hgp xac minh

200 gio' 1am viéc

15. Ping ky lai khai tir c6 yéu to nuwéc ngoai (2.000497)
- Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai ¢ van ban xac minh thi thoi han giai quyét khong qua 10 ngay.
- Quy trinh ndi by, quy trinh dién tu:

Thir tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thoi gian thue
hién

Budc 1

Cong chuic Tu phép tai Trung tam Hanh
chinh cong huyén

- Kiém tra, hudng dan, hoan thién thong tin ctia ngudi ndp
hd so. Xac nhan hinh thic nop hd so: Truc tiép/hoéc truc
tuyén/hodc qua dich vu buu chinh.

- Truong hop ho so dy di, hop 18: Tiép nhan, cap nhat luu
trir ho so dién tir; chuyén can bo thu 1y; guri Phiéu tiép nhan
ho so va hen tra két qua cho ngudi ndp hd so. Thu 1& phi
(néu co)

- Trudng hop hd so chua day du, khong hop 18: Guri thong
béo cho nguoi ndp, huéng din bd sung, hoan thién ho so
theo yéu cau.

04 gi 1am viée
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

- Xem xét, tham tra, xtr Iy ho so, du thao két qua giai quyét.
(Du thao van ban tur choi, néu ro Iy do).
- Truong hgp can bo sung, hoan thién ho so, chuyén nguoc

- 18 gio lam viée
do1 voi truong hop
khong xac minh;

Budc 2 | Chuyén vién Phong Tu phéap vé Bo phan moét cira (kém van ban hudng dan, néu 10 ly
do, noi dung bo sung...). , - 42 gi0 lam vige
- Trong truong hop can phai tién hanh xac minh thi chuyén | doi voi truong hop
vién Phong Tu phap tién hanh xac minh Xac minh
- 08 gio lam viéc
i ) do1 voi truong hop
Buéc3 | Lanh dao Phong Tur phap Tham dinh, xem xét, xac nhan du thao két qua khong. ‘><a€: mlntl;
- 24 ¢io lam viéc
do1 voi truong hop
X&c minh
Buéc 3 | Lanh dao UBND cip huyén Ky phé duyét két qua TTHC. 08 gio lam viéc
. A LA N7x . Pong dau,chuyén két qua cho cong chic tu phap-ho tich e in
L. C 1 1
Bute 4 | BO phan Van phong hodc Van ban tir ch6i da dugc ky duyét theo quy dinh 01 gitrlam viee
Bude 5 C(),ng ctluc Tu Aphap tai Trung tdm hanh thl vao so ho tlr()h,Angl,‘I‘O’l di dang ky ky vao So, Tra két 01 gié> lam viée
chinh céng huyén qua cho nguoi c6 yéu cau.
- Xuat trinh d61 chiéu hodc ndp ban gidy cac ho so, van
ban dién tur c6 yéu cau. ’
Buéc 6 | Newoi nop hd so - NOp phi truc ti€p hoac thanh toan tryc tuyén theo quy

dinh.
- Nhén két qua TTHC theo hinh thtc d3 dang ky: Truc
tiép/ hodc qua dich vu buu chinh cong ich/ hoac truc tuyén.

Tong thoi gian gidi quyét TTHC d6i v6i treong
hgp khong xdc minh

40 gio 1am viéc

Tong thoi gian giai quyét TTHC ddi véi truwong
hgp xac minh

80 gio' lam viéc




Phuy luc 1T )

QUY TRINH NQI BQ, QUY TRINH BIEN TU GIAI QUYET THU TUC HANH CHINH THEO CO CHE
MQT CUA TRONG LINH VU'C HQ TICH THAM QUYEN GIAI QUYET UY BAN NHAN DAN CAP XA
(Kem theo Quyét dinh so 1764 /OP-UBND ngay 28 thang 6 nam 2024 cua Chu tich UBND tinh Thira Thién Hué)

Phin I. DANH MUC QUY TRINH

STT | Tén Quy trinh _IF/_II_aHS g Quyét dinh cong b6 Danh muc TTHC
1 | Thi tuc dang ky khai sinh 1.001193
2 Thu tuc ding ky két hon 1.000894
3 Thu tuc dang ky nhan cha, me, con 1.001022
4 | Thutyc ding ky khai sinh két hop dang ky nhan cha, me, | 1 000689
con
5 Thu tuc dang ky khai tir 1.000656
6 ) 5 o khai si 5 1.003583
Thu tyc ddng ke khai sinh hru dong Quyét dinh sé 1677/QD-UBND ngay 21 thang 6
7 Thu tuc dang ky ket hon Iuu dong 1.000593 | nam 2024 cua Chu tich Uy ban nhan déan tinh vé
8 , v Lo v A 1.000419 | Cong b6 danh muc tha tuc hanh chinh dugc stra
Thl} tye dzing ky, kha1'tu' fuu ?Qng — — doi, bo sung trong linh vuc ho tich thude tham
9 Thu tuAc dang ky khai sinh c6 y€u t6 nudc ngoai tai khu 1.000110 quyén giai quyet ctia S& Tu phap/UBND cép
vue bién gidi huyén/UBND cap xa
10 | Thutuc dang ky ket hon c6 yeu té nudc ngoai tai khu vuc | 1 9oo094
bién giai
11 Thi tuc dang ky nhan cha, me, con ¢6 yéu t6 nudc ngoai 1.000080
tai khu vuc bién gioi
12 | Thu tuc dang ky khai tir c6 yeu to nuéc ngodi tai khu vuc | 1 gago7
bién gidi
13 | Thu tyc dang ky giam ho 1.004837




14 Thu tuc ding ky chdm dat gidm ho 1.004845
15 | Tha tuc thay ddi, cai chinh, bd sung thng tin ho tich 1.004859
16 | Thu tuc cap Gidy x4c nhan tinh trang hon nhan 1.004873
17 | Thu tyc dang ky lai khai sinh 1.004384
18 | Thu tuc dang ky khai sinh cho nguoi da ¢6 ho so, giay to | 1 gga772
ca nhan
19 Thu tuc dang ky lai két hon 1.004746
20 | Tha tyc dang ky lai khai tir 1.005461

Phan II. NOI DUNG QUY TRINH NOI BQ

1. Pang ky khai sinh (1.001193)
- Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop nhin hd so sau 15 gio ma khong giai quyét duoc ngay thi
tra két qua trong ngay lam viéc tiép theo.
- Quy trinh ndi by, quy trinh dién tu:

Thur tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thue hién

Thoi gian thuc
hién

Budc 1

Cong chue Tu phap tai B6 phan TN&TKQ

cap xa

- Kiém tra, huéng dan, hoan thién thong tin ctia ngudi ndp
h6 so. Xac nhan hinh thirc ndp hd so: Truc tiép/hodc truc
tuyén/hodc qua dich vu buu chinh.

- Truong hop ho so déy du, hop 1&: Tiép nhan, cap nhat luu
trir ho so dién tir; chuyen can bo thy ly; gui Phiéu tiép nhan
ho so va hen tra két qua cho nguoi ndp ho so.

- Truong hop ho so chua day da, khong hop 1€: Gui thong
bao cho nguoi ndp, huong dan bo sung, hoan thién hd so theo
yéu cau.

02 gio lam vige

Budc 2

Cong chuce Tu phap - ho tich

- Xem xét, tham tra, xr Iy ho so, du thao két qua giai quyét.
(Du thao van ban tir choi, néu ro ly do).

04 gid lam vige




Thir tw
cong viéc

Thoi gian thue

Pon vi/ Ngudi thue hién Noi dung thuc hién hién

- Truong hop can bo sung, hoan thién ho so, chuyén nguoc
veé B0 phan mot ctra (kém van ban hudng dan, néu 1o 1y do,
ndi dung bo sung...).

. ~ £ 01 gio lam viéc
Budc 3 | Lanh dao UBND cap xa K phé duyét két qua TTHC.

. A A N7x \ Poéng dau va thu 1 phi (néu o), chuyén két qua cho cong A
Buge 4| B phan Van phong chtrc Tu phap-ho tich hodc van ban tir chéi 0.5 gi0 lam vige

Budc 5 | Cong chitc Tu phap — ho tich Ghi vao s6 ho tich, nguoi di dang ky ky vao S0, Traket qua | - 5 i 14y viac
cho nguoi c6 yéu cau.

- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, van ban
dién tr co yéu cau.

Budc 6 | Nguoi ndp hd so - Nop phi truc tiép hodc thanh toan truc tuyén theo quy dinh.
- Nhan két qua TTHC theo hinh thirc da ding ky: Truc tiép/
hodc qua dich vu buu chinh cong ich/ hoac truc tuyén.

Téng thoi gian giai quyét TTHC 08 gio 1am viéce

2. Piang ky két hon (1.000894)

- Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan ho so sau 15 gid ma khong giai quyét dugc ngay thi tra
két qua trong ngay lam viéc tiép theo. Truong hop can xac minh diéu kién két hon ciia hai bén nam, nir thi thoi han giai quyét
khong qué 05 ngay lam viéc.

- Quy trinh nd1 bd, quy trinh di¢n tu:

Thir tw
cong viéc

Thoi gian thuc

Pon vi/ Ngudi thue hién Noi dung thuc hién hién

- Kiém tra, hudng dan, hoan thién thong tin ciia ngudi nop
h6 so. Xéac nhan hinh thirc nop ho so: Truc ti€p/hoac truc 02 gio lam viéc
tuyén/hoac qua dich vy buu chinh.

Cong chire Tu phap tai B6 phan TN&TKQ

Budc 1 e
cap xa




Thir tw

A A Pon vi/ Ngudi thue hién
cong viéc

Noi dung thuc hién

Thoi gian thuc
hi€én

- Truong hop ho so déy du, hop 18: Tiép nhén, cap nhat luu
trir ho so dién tir; chuyen can b thu ly; gui Phiéu tiép nhan
ho so va hen tra két qua cho ngudi ndp hd so.

- Trudng hop hd so chua day du, khong hop 18: Guri thong
bao cho ngudi ndp, huéng dan bé sung, hoan thién hd so
theo yéu cau.

Budc 2 | Cong chtrc Tu phép - ho tich

- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét.
(D thao van ban tir chéi, néu ré Iy do).

- Truong hop can bo sung, hoan thién ho so, chuyén nguoc
vé Bo phan mot cira (kém van ban huéng dan, néu 16 1y
do, n6i dung bd sung...).

- Trudng hop can phai tién hanh xac minh thi Cong chirc
Tu phap- ho tich tién hanh xac minh

- 04 gio lam viée

- 32 gio lam viéc

Budc 3 | Lanh dao UBND cép xa

Ky phé duyét két qua TTHC.

01 gio lam viée

Budc 4 | B6 phan Van phong

Pong dau va thu 1& phi (néu co), chuyén lgé't qua cho cong
chttc Tu phéap-hd tich hodc van ban tir choi

0.5 gio lam vige

Budc 5 | Cong chitc Tu phap — ho tich

Ghi vao s6 ho tich, nguoi di ding ky ky vao SO, Tra keét
qua cho nguoi c6 yéu cau.

05. gio lam vige

Buéc 6 | Ngudindp hd so

- Xuat trinh d6i chiéu hodc ndp ban gidy cac hd so, vin
ban dién tir c6 yéu ciu.

- Nop phi truc tiép hodc thanh toan truc tuyén theo quy
dinh.

- Nhan két qua TTHC theo hinh thic da dang ky: Tryc
tiép/ hodc qua dich vu buu chinh cong ich/ hodc truc tuyén.

Tong thoi gian gidi quyét TTHC khéng tién hanh
xac minh

08 gio' lam viéc

Tong thoi gian gidi quyét TTHC cin phai xac minh

40 gio lam viéc




3. Pang ky nhan cha, me, con (1.001022)
- Thoi han giai quyét: 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong quéa 08 ngay lam viéc
- Quy trinh ndi bg, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thaoi gian thue
hién

Budc 1

Cong chire Tu phap tai B6 phan TN&TKQ
cap xa

- Kiém tra, hudng dan, hoan thién thong tin ctia ngudi nop
hd so. Xéac nhan hinh thirc nop hd so: Truc tiép/hoéc truc
tuyén/hoaflc qua dich vu buu chinh.

- Truong hop ho so déy du, hop 1&: Tiép nhan, cap nhat luu
trir ho so dién tir; chuyen can b thy ly; gui Phiéu tiép nhan
ho so va hen tra két qua cho ngudi ndp ho so.

- Trudng hop hd so chua day du, khong hop 18: Giri thong
bao cho ngudi ndp, hudng dian bé sung, hoan thién hd so
theo yéu cau.

04 gio lam viéc

Budc 2

Cong chuc Tu phép - ho tich

- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét.
(D thao vin ban tir chéi, néu ré Iy do).

- Truong hop can bd sung, hoan thién hd so, chuyén nguoc
vé B phan mot cira (kém van ban hudng dan, néu r ly
do, noi dung bd sung...).

- Trong trudng hop can phai tién hanh xac minh thi Coéng
chirc Tu phap- ho tich tién hanh xac minh

- 15 gio lam viéc

- 40 gio lam viée

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

04 gio lam viéc

Buoc 4

B0 phéan Van phong

DPong dau va thu 18 phi (néu co), chuyén lgét qua cho cong
chtrc Tu phép-hg tich hodc van ban tur choi

0.5 gio lam viée

Budce 5

Cong chtrc Tu phap — HO tich

Ghi vao so ho tich, nguoi di diang ky ky vao So, Tra két
qua cho ngudi co yéu cau.

0.5 gio lam vige

Budc 6

Nguoi ndp ho so

- Xuat trinh ddi chiéu hodc ndp ban gidy cac hd so, vin
ban dién tur c6 yéu cau.

- NOp phi truc tiép hodc thanh toan truc tuyén theo quy
dinh.




Thir tw
cong viéc

Pon vi/ Nguoi thuc hién Noi dung thuc hién

Thoi gian thuc
hi€én

- Nhén két qua TTHC theo hinh thirc dd dang ky: Truc
tiép/ hodc qua dich vu buu chinh c6ng ich/ hodc truc tuyén.

Tong thoi gian gidi quyét TTHC khong tién hanh

xac minh

24 gio 1am viéc

Téng thoi gian giai quyét TTHC cin phai xdac minh

64 gio' lam viéc

4. Piing ky khai sinh két hop ding ky nhan cha, me con (1.000689)
- Thoi han giai quyét: 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong qua 08 ngay lam viéc
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thir tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

Budec 1

Cong chtrc T}I phap tai Bo phan
TN&TKQ cap xa

- Kiém tra, huéng dan, hoan thién thong tin ciia ngudi ndp ho so. Xac
nhan hinh thirc nop ho so: Truc tiép/hoéc truc tuyén/hoeflc qua dich vu
buu chinh.

- Truong hop ho so déy du, hop 1€: Tiép nhan, cap nhat luu trit h so
dién tu; chuyén can bo thu ly; gui Phiéu tiép nhan ho so va hen tra két
qua cho ngudi ndp hd so.

- Trudng hop hd so chua ddy du, khong hop 18: Guri thong bao cho
ngudi ndp, hudng dan bd sung, hoan thién ho so theo yéu cau.

04 gid lam viéc

Budc 2

Cong chtrc Tu phap - ho tich

- Xem x¢ét, tham tra, xtr Iy ho so, du thao két qua giai quyét. (Du thdo
van ban tir chéi, néu ré 1y do).

- Truong hop can bo sung, hoan thi¢n ho so, chuyén nguoc vé BO
phan mot cira (kém vian ban hudng dan, néu rd 1y do, ndi dung bd
sung...).

- Trong trudng hop can phai tién hanh xac minh thi Céng chuc Tu
phap- ho tich tién hanh x4c minh

- 15 gio lam viéc

- 40 gid lam viée

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

04 gio lam viéc




:l‘hu’ t.l'f Don vi/ Nguoi thue hién N0i dung thye hi¢n Thoi slan thue
cong viéc hién

Pong dau va thu 1¢ phi (néu co), chuyén két qua cho cong chic Tu

Buge 4 | BO phan Van phong phap-ho tich hoac van ban tir choi

0.5 gio lam viéc

Ghi vao s0 ho tich, nguoi di dang ky ky vao 86, Tra két qua cho ngudi

Buée 5 | Cong chttc Tu phap - ho tich LA A 0.5 gio lam viéce
cd yéu cau.

- Xuét trinh d6i chiéu hodc ndp ban gidy cac ho so, vin ban dién tir
c6 yéu cau.

Budc 6 | Ngudi ndp hd so - Nop phi truc tiép hodc thanh toan truc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thic di dang ky: Truc tiép/ hodc qua
dich vu buu chinh cong ich/ hoac truc tuyén.

Tong thoi gian gidi quyét TTHC khong

e . , ? 24 givy lam viéc
tien hanh xac minh g ¢

Tong thoi gian giai quyét TTHC cin

2o o . 64 gio lam viéc
phai xac minh g j

5. Pang ky khai tir (1.000656)

- Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop nhan ho so sau 15 gid ma khong giai quyét duoc ngay
thi tra két qua trong ngay 1am viéc tiép theo.

- Quy trinh ndi by, quy trinh dién tu:

:l“hu’ t.‘-l’ Pon vi/ Nguoi thuce hién Noi dung thyc hién Thoi stan thye
cong viec hién

- Kiém tra, hudng dan, hoan thién thong tin cua ngudi ndp hd so. Xac
nhan hinh thire ndp ho so: Truc ti€p/hodc truc tuyén/hodc qua dich vu buu

chinh.
Buse | Cong chuc Tu ph,élp tai BO | - Tméng hop ho so dﬁy dua, hop 1,6: Ti,ép nhan, gép nhat luu trir 1}6 so dién 02 it lam viec
phan TN&TKQ cap xa tir; chuyén can bo thu 1y; gui Phiéu ti€p nhan ho so va hen tra két qua cho & i

ngudi ndp ho so.
- Truong hop | hé so chua day du, khong hop 1¢: Gui thong bao cho ngudi
nop, huéng din bd sung, hoan thién hd so theo yéu cau.




Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Cong chirc Tu phap - ho

- Xem xét, tham tra, xtr 1y ho so, du thao két qua giai quyét. (D thdao van
ban tur choi, néu ro 1y do).

04 gio lam viéc

Buge 2 tich - Truong hop can bd sung, hoan thién hé so, chuyén ngugc vé Bo phan
mot ctra (kém van ban hudng dan, néu ro 1y do, ndi1 dung bo sung...).
Budc3 |Lanhdao UBND cpxa | KY phé duyétkét qua TTHC. 01 gior lam vige
Budc 4 | Bo phan Van phong ngg dau va t}}u lg ph{ (ne?' c0), chuyén két qua cho cong chure Tu phap- 0.5 gir lam viée
ho tich hoac van ban tir choi
Bude 5 (;ong chiac Tu phédp — hd GAhl vao so hd tich, nguodi di dang ky ky vao So6, Tra két qua cho nguoi co 0.5 gics lam viéc
tich yéu cau.
- Xuat trinh d61 chi€u hodc ndp ban giay cac ho so, van ban dién tur c6 yéu
cau.
Budc 6 | Ngudi ndp ho so - Nop phi truc tiép hodc thanh toan truc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thirc da dang ky: Truc tiép/ hodc qua dich
vu buu chinh cong ich/ hodc tryc tuyén.

Tong thoi gian gidi quyét TTHC

08 gio' lam viéc

6. Dang ky khai sinh luu dong (1.003583)
- Thot han gidi quyét: 05 ngay lam viéc
- Quy trinh ndi bd, quy trinh dién tu:

Thi tw
cong viéc

Pon vi/nguoi thuce hién Noi dung cong viéc

Thoi gian thue
hi€én

Budc 1

sinh luu dong

Cong chuc tu phap - ho tich cip xa
dugc giao nhiém vu dang ky khai

- Chuén bi day du mau To khai dang ky khai sinh, gidy to ho tich
va diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng
hodc tai dia diém td chuc dang ky luu dong, bdo dam thuan lgi
cho nguoi dan.

- Tai dia diém ding ky ho tich luu dong, cong chire tu phap - ho
tich huéng dan nguoi yéu cau dién day du thong tin trong To khai
dang ky khai sinh; kiém tra cac gidy t& lam co s& cho viéce ding
ky khai sinh

04 gio lam viéc
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S6 hoa ho so, chuyén ho so cho cong chirc lién quan hodc truc

Budc 2 | Cong chure tu phap-ho tich Ao 1s 1A 02 gid lam viée
tiép xur 1y ho so.

Budc 3 | Cong chire tu phap-ho tich Xem x¢&t, tham tra, xtr 1y ho so, du thao két qua giai quyeét. 20 gi0 lam viéc

Budc 4 | Lanh dao UBND cap xa Ky phé duyét két qua TTHC. 04 gio lam viéc

. A A . Dong dau va thu 1€ phi (néu c6), chuyén két qua cho cong churc o qaa

Buée 5 | BO phan van phong 1A 02 gio lam viéce
tu phap-hg tich.

Buée 6 | Cong chitc tu phap-ho tich Pem theo Giay khai sinh va S6 dang ky khai sinh dé tra két qua cho 08 gics lam viéc

ngudi c6 yéu cau tai dia diém ding ky luu dong

Tong thoi gian giai quyét TTHC

40 git lam viéc

7. Ping ky két hon luu dong (1.000593)
- Thoi han giai quyét: 05 ngdy lam viéc
- Quy trinh ndi bd, quy trinh dién t:

Thir tuw
cong viéc

Pon vi/nguoi thuce hién Noi dung cong viéc

Thoi gian thue
hi€én

- Chuan bj day dit mau To khai dang ky két hon, gidy to
ho tich va diéu kién can thiét dé thuc hién dang ky luu
dong tai nha riéng hodc tai dia diém td chirc dang ky luu
dong, bao dam thuan loi cho nguoi dan.

Buge 1 | Cong chire tr phép - h tich cap xd dugc | - Tai dia diém dang ky két hon luu dong, cong chirc tu 04 gids 1am viée
giao nhiém vu dang ky két hon luu dong phap - ho tich c6 trach nhiém kiém tra, xac minh vé dicu i
kién két hon cia cac bén; huéng din ngudi dan dién day du
thong tin trong To khai ding ky két hon. Néu ho so day du,
hop 18, cong chirc tur phap - ho tich tiép nhan hd so viét
Phiéu tiép nhan.
Buéc 2 | Cong chirc tr phép-hé tich S0 hoa hd so, chuyén h so cho cong chic lién quan hode |, i 13 vige
truc ti€p xur 1y ho so.
Budc 3 | Cong chuc tu phap-hg tich Xem xét, tham tra, xtr Iy ho so, du thao két qua giai quyét. | 20 gio 1am viée
Budc 4 | Lanh dao UBND cap xa Ky phé duyét két qua TTHC. 04 gior lam viéc
Budc 5 | BO phan van phong DPong dau, chuyén két qua cho cong chirc tu phap-ho tich. | 02 gio 1am viée
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Budce 6

Cong chure tu phap-ho tich

Ghi néi dung dang ky vao S6 dang ky kétq hén; trao Gidy
chung nhan két hon cho cac bén tai dia di€ém dang ky luu
dong; cung cac bén két hon ky vao So6 theo quy dinh.

08 gio lam viéc

Tong thoi gian giai quyét TTHC

40 git lam viéc

8. Pang ky khai tir luu dong
- Thoi han giai quyét: 05 ngay lam viéc
- Quy trinh ndi bd, quy trinh dién tu:

Thur tw
cong viéc

Pon vi/nguwoi thue hién

Noi dung cong viéc

Thoi gian thuc
hién

Cong chuc tu phap - ho tich cip xa duoc

- Chuan bi day dt mau To khai dang ky khai tir, gidy to ho
tich va diéu kién can thiét dé thuc hién dang ky luu dong tai
nha riéng hoic tai dia diém to chirc dang ky luu dong, bao
dam thuan loi cho nguoi dan.

Buge 1 giao nhiém vy dang ky khai tir luu dong | - Tai dia diém dang ky khai tir luu dong, cong chirc tu phap - 04 g1 lam viéc
h tich huéng dan nguoi yéu cau dién day da thong tin trong
T khai dang ky khai tir, kiém tra cac gidy to lam co s& cho
V1,¢C dang‘ky khai tr.
Buéc 2 | Cong chirc t phép-hé tich 50 hoa ho so, chuyén h so cho cong chirc lién quan hode | ) oo 13, viee
T truc ti€p xur 1y ho so. j
Budc 3 | Cong chuc tu phap-hg tich Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét. 20 gi0 lam viéc
Budc 4 | Lanh dao UBND cap xa Ky phé duyét két qua TTHC. - 04 gio 1am viéc
Buée 5 | Bo phan vin phong a‘ﬁgtgz‘tgs_;%uﬁlfh}’hl (néu ¢6), chuyén ket qua cho cong | ) wi 1am vige
Dem theo Trich luc kh?i tr va SO dang ky khai tir dé tra ket
Buée 6 | Cong chirc tur phép-hé tich qua cho nguoi c6 yéu cau tai dia diém dang ky luu dong; cong 08 gios 1am viéc

chire tur phap — h¢ tich ghi n6i dung vao S6 dang ky khai tir,
cling ngudi yéu cau ky vao So.

Tong thoi gian gidi quyét TTHC

40 gio lam viéc

9. Piing ky khai tir (1.000656)
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- Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, trudng hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay
thi tra két qua trong ngay lam viéc tiép theo.
- Quy trinh ndi bg, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thyc hién

Thaoi gian thue
hién

Budc 1

Cong chure Tu phap tai BO

- Kiém tra, hudng dan, hoan thién thong tin cua ngudi ndp hd so. Xac
nhan hinh thtrc ndp hd so: Truc tiép/hoaflc truc tuyén/hoéc qua dich vu buu
chinh.

- Trudng hop ho so day du, hop 18: Tiép nhan, cap nhat luu trit hd so dién

02 gio lam viée

phan TN&TKQ cip x3 tir; chuyén can bo thu ly; gui Phiéu tiép nhan ho so va hen tra két qua cho
nguoi ndp ho so.
- Truong hop | ho so chua day du, khong hop 1¢: Gui thong bao cho nguoi
nop, huéng din bd sung, hoan thién ho so theo yéu cau.
- Xem xet, tham tra, xtr 1y ho so, dy thao két qua giai quyét. (D thdao vin
Budc 2 Cong chue Tu phap - ho ban twr choi, néu ro ly do). ) 04 gio lam viéc
tich - Truong hop can bo sung, hoan thién ho so, chuyén nguoc vé Bo phén
mot cura (kém van ban hudng dan, néu ro ly do, ndi dung bod sung...).
Budc3 |Lanhdao UBND cpxa | KV phé duyétkét qua TTHC. 01 gi¢r lam viée
Budc4 | Bo phan Vin phong Df)gg dau va t}}u 1?: ph{ (ne?. c0), chuyén két qua cho cong chirc Tu phap- 0.5 gios lam viéc
ho tich hoac van ban tir choi
Bude 5 Cpng chitc Tu phédp — hd GAhl vao so ho tich, nguoi di dang ky ky vao So, Tra két qua cho nguoi co 0.5 gios lam viéc
tich yéu cau.
- Xuat trinh d61 chi€u hodc ndp ban gidy cac ho so, van ban dién tur c6 yéu
cau.
Budc 6 | Nguoi ndp hd so - Nop phi tryc tiép hodc thanh toan tryc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thirc da dang ky: Tryuc tiép/ hodc qua dich
vu buu chinh cong ich/ hodc tryc tuyén.

Tong thoi gian gidi quyét TTHC

08 gio' lam viéc

10. Ping ky khai sinh c¢6 yéu t6 nwéc ngoai tai khu vire bién giéi (1.000110)
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- Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay
thi tra két qua trong ngay lam viéc tiép theo.
- Quy trinh ndi bg, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thyc hién

Thaoi gian thue
hién

Cong chuc Tu phéap tai Bo

- Kiém tra, huéng dan, hoan thién thong tin ctia ngudi ndp ho so. Xéc
nhan hinh thirc ndp hd so: Truc tiép/hoaflc truc tuyén/hoéc qua dich vu
buu chinh.

- Truong hop hd so déy du, hop 1¢: Tiép nhan, cap nhat luu triv hd so

Buoe 1| han TN&TKQ cép xa dién tir; chuyén can bd thu If; giri Phiéu tiép nhan hd so va hen tra két | 0% 810 1am viée
qua cho nguoi ndp ho so.
- Trudong hop ho so chua day da, khong hop 1€: Gtri thong bao cho nguoi
ndp, hudng dan bo sung, hoan thién ho so theo yéu cau.
- Xem xét, tham tra, xu 1y ho so, du thao két qua giai quyét. (D thao
. R , ..o | van ban tir choi, néu ré Iy do). 04 gio 1am viéc
Buge2 | Cong chue Tu phdp - ho tich | Truong hop can bd sung, hoan thién hd so, chuyén nguoc vé B0 phan
mot ctra (kém van ban hudng dan, néu ro 1y do, nd1 dung bo sung...).
Budc3 | Lanh dao UBND cép x3 Ky phé duyét ket qua TTHC. 01 gi¢r lam viée
Budc4 | Bo phan Vin phong Df)rl_g dau va tl}u 1¢qph1‘(ne11 .CO)’ chuyén két qua cho cong chirc Tu phap- 0.5 gios lam viéc
ho tich hoac van ban tir choi
Budc 5 | Cong chire Tu phép — hé tich G’hl vao so hd tich, nguoi di dang ky ky vao So, Tra két qua cho nguoi 0.5 gics lam viéc
cd yéu cau.
- Xuat trinh d6i chiéu hoic ndp ban gidy cac ho so, vin ban dién tir co
. yéu cau. , ’
Budc 6 | Nguoi ndp ho so - NOp phi truc ti€p hodc thanh toan tryc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thuc da dang ky: Truc tiép/ hoic qua
dich vu buu chinh cong ich/ hodc truc tuyén.

Tong thoi gian gidi quyét TTHC

08 gio lam viéc

11. Ping ky két hon cé yéu t6 nuwéc ngoai tai khu vure bién giéi (1.000094)
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- Thoi han giai quyét: 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong qua 08 ngay lam viéc
- Quy trinh ndi bg, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thaoi gian thue
hién

Cong chirc Tu phap tai BO phan

- Kiém tra, hudng dan, hoan thién thong tin ctia ngudi ndp ho so.
Xac nhan hinh thirc ndp hd so: Truc tiép/hoaflc truc tuyén/hoaflc qua
dich vu buu chinh.

- Trudng hop ho so dy du, hop 1é: Tiép nhan, cap nhit luu trit ho

Buge 1 TN&TKQ cap xa so dién tir; chuyén can bo thu 1y; giri Phiéu tiép nhan hd so va hen 04 gior lam vige
tra két qua cho nguoi nop hd so.
- Trudng hop hd so chua day du, khong hop 1&: Giri thong bao cho
ngudi nop, hudng dan b sung, hoan thién ho so theo yéu cau.
- Xem xét, tham tra, xtr 1y ho so, dy thao két qua giai quyét. (Du
thao van ban tir chdi, néu ro Iy do). 7 ‘ 15 gior lam viée
- Trudong hop céan bod sung, hoan thién ho so, chuyén nguge vé Bo i
Budc 2 | Cong chtrc Tu phép - ho tich phan mot ctra (kém van ban hudng dan, néu rd 1y do, ndi dung bd
sung...). ; , - 40 gios 1am viée
- Trong truong hop can phai tién hanh xac minh thi Cong chuc Tu i
phap- ho tich tién hanh xac minh
Buéc 3 | Lanh dao UBND cép xi Ky phé duyét két qua TTHC. 04 gio 1am viéc
Buéc4 | Bo phan Vin phong Dq(’)ng‘ déiuZ phuyén két qua cho cong chirc Tu phap-ho tich hoidc van 0.5 gios 1am viéc
ban tir choi
Budc 5 | Cong chire Tu phap — ho tich Ghi ‘V.E‘IO, sf)Ah(f) ;tich, nguoi di dang ky ky vao S6, Tra két qua cho 0.5 gics lam viéc
nguoi co yéu cau.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin ban dién
tr co yéu cau.
Budc 6 | Nguoi ndp hd so - Nop phi tryc tiép hodc thanh toan tryc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thire d3 ding ky: Truc tiép/ hodc
qua dich vy buu chinh cdng ich/ hodc tryc tuyén.

Tong thoi gian gidi quyét TTHC khong tién
hanh xac minh

24 gio 1am viéc
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Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Tong thoi gian gidi quyét TTHC can phai

xac minh

64 gio' 1am viéc

12. Ping ky nhén cha, me con c6 yéu to nuée ngoai tai khu vue bién giéi (1.000080)
- Thoi han giai quyét: 07 ngay 1am viéc; truong hop phai xdc minh thi thoi han giai quyét khong qua 12 ngay lam viéc.
- Quy trinh ndi by, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thaoi gian thue
hién

Budce 1

Cong chire Tu phap tai B6 phan TN&TKQ
cap xa

- Kiém tra, hudng dan, hoan thién thong tin ctia ngudi nop
ho so. X4c nhan hinh thic nop hd so: Truc tiép/hoéc truc
tuyén/hoeflc qua dich vu buu chinh.

- Truong hop hd so déy du, hop 18: Tiép nhén, cap nhat luu
trir ho so dién tir; chuyen can b thu ly; gui Phiéu tiép nhan
ho so va hen tra két qua cho ngudi ndp ho so.

- Trudng hop hd so chua day du, khong hop 18: Gri thong
b4o cho ngudi ndp, hudng dan bé sung, hoan thién hd so
theo yéu cau.

02 gio lam viée

Budc 2

Cong chuc Tu phép - ho tich

- Xem xét, tham tra, xir Iy ho so, du thao két qua g1a1 quyét.
(Du thdo van ban tir chéi, néu ré Iy do). Néu thay viéc
nhan, cha, me, con la dung va khong c6 tranh chap, du thao
két qua giai quyet bao cao Chu tich UBND cap xa

- Truong hop cén b sung, hoan thién ho so, chuyen nguoc
vé B0 phan mot ctra (kém van ban hudng dan, néu 16 ly
do, noi dung bo sung...).

- Trong trudng hop can phai tién hanh xac minh thi Cong
chtrc Tu phap- ho tich tién hanh xac minh

- 48 gid lam viée

- 40 gid lam viéc

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

05 gio lam viéc

Budc 4

B0 phéan Van phong

DPong dau, chuyén két qua cho cong chirc Tu phap-ho tich
hoac van ban tir choi

01 gio 1am viéc
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Thoi gian thuc
hi€én

Thir tw

A A Don vi/ Ngudi thuc hién Noi dung thuc hién
cong viéc

Ghi vao sb ho tich, nguoi di ding ky ky vao SO, Tra két

Budc 5 | Cong chure Tu phap — ho tich \ AR
qua cho nguoi c6 yéu cau.

- Xuat trinh ddi chiéu hodc ndp ban gidy cac hd so, vin
ban dién tir c6 yéu ciu.

- Nop phi truc tiép hoic thanh toan truc tuyén theo quy
dinh.

- Nhéan két qua TTHC theo hinh thirc da dang ky: Truc
tiép/ hodc qua dich vu buu chinh cong ich/ hodc truc tuyén.

Budc 6 | Ngudi ndp hd so

Tong thoi gian gidi quyét TTHC khong tién hanh

. . 56 gio' lam viéc
xac minh

Tong thoi gian gidi quyét TTHC cin phai xdc minh 96 gio lam viéc

13. Ping ky khai tir ¢6 yéu t6 nwéc ngoai tai khu vure bién giéi (1.004827)

- Thoi han giai quyét: Ngay trong ngy tiép nhan hd so; trudng hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi
tra két qua trong ngdy lam viéc tiép theo. Truong hop can xac minh thi thoi han giai quyét khong qua 03 ngay 1am viéc.

- Quy trinh ndi by, quy trinh dién tu:

Thoi gian thue
hi€én

Thir tw

A A Pon vi/ Ngudi thue hién Noi dung thuc hién
cong viéc

- Kiém tra, huéng dan, hoan thién thong tin cia nguoi nop
ho so. Xac nhan hinh thic nop ho so: Truc tiép/hoéc truc
tuyén/hoeflc qua dich vy buu chinh.

- Truong hop hd so ddy du, hop 18: Tiép nhan, cap nhét luu
trit ho so dién tir; chuyén can bo thu 1y; giri Phiéu tiép nhan
ho so va hen tra két qua cho ngudi ndp ho so. 02 gi¢d lam viéc
- Trudng hop hd so chua day du, khong hop 18: Guri thong
bao cho ngudi ndp, hudng dan bo sung, hoan thién ho so
theo yéu cau.

Cong chue Tu phép tai B6 phan TN&TKQ

Budc 1 P
cap xa

- Xem xét, tham tra, xtr ly hd so, du thao két qua giai quyét. - 04 gid lam viéc

Bu6c 2| Cong chire Tu phdp - ho tich (Dur théo van ban tir choi, néu ré 1y do).
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Thir tw

A A Pon vi/ Ngudi thue hién
cong viéc

Noi dung thuc hién

Thoi gian thuc
hi€én

- Truong hop can bo sung, hoan thién hé so, chuyén ngugc
vé Bo phan mot ctra (kém van ban hudng dan, néu 1o ly
do, n6i dung bd sung...).

- Trong trudng hop can phai tién hanh xac minh thi Cong
chtrc Tu phap- ho tich tién hanh xac minh

- 16 gio lam viéc

Budc 3 | Lanh dao UBND cép xi

Ky phé duyét két qua TTHC.

01 gio lam viéc

Budéc 4 | B6 phan Van phong

Poéng dau, chuyén két qua cho cong chirc Tu phap-ho tich
hoac van ban tir choi

0.5 gid lam viéc

Buée 5 | Cong chirc Tu phap — ho tich

Ghi vao s6 ho tich, nguoi di dang ky ky vao SO, Tra keét
qua cho nguoi co yéu cau.

0.5 gio lam viéc

Budc 6 | Ngudi ndp ho so

- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, van
ban dién tir c6 yéu ciu.

- Nop phi truc tiép hoic thanh toan truc tuyén theo quy
dinh.

- Nhén két qua TTHC theo hinh thic di dang ky: Truc
tiép/ hodc qua dich vy buu chinh cong ich/ hoac truc tuyén.

Tong thoi gian gidi quyét TTHC khong tién hanh
Xac minh

08 gio' lam viéc

Tong thoi gian gidi quyét TTHC cin phai xdc minh

24 gio lam viéc

14. Pang ky giam h¢ (1.004837)
- Thoi han giai quyét: 03 ngay lam viéc
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thur tw

A A Pon vi/ Ngudi thue hién
cong viéc

Noi dung thuc hién

Thoi gian thuc
hi€én

Cong chuc Tu phép tai BO phén

Buoe 1| 1N&TKQ chp xa

- Kiém tra, huéng dan, hoan thién thong tin cua ngudi nop ho so.
Xac nhan hinh thirc ndp ho so: Truc ti€p/hodc truc tuyén/hodc qua
dich vu buu chinh.

02 gi¢y 1am viée
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

- Trudng hop ho so day du, hop 18: Tiép nhan, cap nhat luu trix hod
so dién tir; chuyén can bo thy 1y; gii Phiéu tiép nhan hd so va hen
tra két qua cho nguoi nop hd so.

- Trudng hop hd so chwa ddy du, khong hop 18: Gui thong bao cho
ngudi ndp, hudng dan b sung, hoan thién ho so theo yéu cau

- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét. (D
thao van ban tir choi, néu ro ly do).

18 gio lam viéc

Budc 2 | Cong chtrc Tu phép - ho tich - Trudng hop can bd sung, hoan thién ho so, chuyén nguoc vé Bo

phan mdt ctra (kém van ban hudng dan, néu rd 1y do, ndi dung bo

sung...).
Budc 3 | Lanh dao UBND cap xa Ky phé duyét két qua TTHC. 03 gio lam viéc

. A A Nrx . Pong dau va thu 1é phi (néu c), chuyen két qua cho cong chirc Tu A

Budc 4 | Bo phan Vin phong phap-ho tich hodc van ban tir chdi 05 girlam vige
Bude 5 | Cong chitc Tu phap — ho tich Ghi vao SOAhQ ;qch, nguoi di dang ky ky vao So, Tra két qua cho 0.5 gios lam viéc

nguoi co yéu cau.

- Xuat trinh d6i chiéu hodc ndp ban gidy cc ho so, vin ban dién

‘ cO y€u cau. ) ’

Budc 6 | Nguoi ndp ho so - NOp phi truc tiép hoac thanh toan truc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thirc d3 dang ky: Truc tiép/ hodc
qua dich vy buu chinh cong ich/ hoac truc tuyén.

Tong thoi gian gidi quyét TTHC

24 gio lam viéc

15. Ping ky cham dirt giam ho (1.004845)

- Thoi han giai quyét: 02 ngay lam viéc
- Quy trinh ndi bg, quy trinh dién t:
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Budce 1

Cong chtic Tu phép tai B phan

- Kiém tra, huéng din, hoan thién thong tin cta ngudi ndp ho so.
Xéc nhan hinh thic ndp hd so: Truc tiép/hoaflc truc tuyén/hoéc qua
dich vu buu chinh.

- Trudng hop hd so day du, hop 18: Tiép nhan, cap nhat luu trir ho

02 gio lam viéc

TN&TKQ cip xi so dién tir; chuyén can bo thy 1y; gtri Phiéu tiép nhan ho so va hen
tra két qua cho nguoi nop hd so.
- Trudng hop ho so chwa day du, khong hop 18: Gui thong bao cho
nguoi ndp, huong dan bd sung, hoan thién ho so theo yéu cau
- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét. (D
thao van ban tir choi, néu ré Iy do). 09 gics lam viéc
Budc 2 | Cong chtrc Tu phép - ho tich - Trudng hop can bo sung, hoan thién ho so, chuyén nguoc vé Bo :
phan mét ctra (kém van ban hudng dan, néu rd 1y do, ndi dung bd
sung...).
Budc 3 | Lanh dao UBND céip xa Ky phe duyét ket qud TTHC. 04 gi¢ l]am viéc
Buoc4 | Bo phan Van phong DG di v th 16 phi (16 o). chuyén k&t qui cho cong chite T |5 5 1 i
Bude 5 | Cong chitc Tu phap — ho tich Ghi ‘\{éol s()A ho ;[ich, nguoi di dang ky ky vao So, Tra két qua cho 0.5 gios lam viéc
nguoi co yéu cau.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, van ban dién tir
c6 yéu cau.
Bu6c 6 | Nguoi nop ho so - Nop phi truc tiép hodc thanh toan truc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thire da dang ky: Truc tiép/ hodc
qua dich vy buu chinh cong ich/ hodc truc tuyén.

Tong thoi gian gidi quyét TTHC

16 gio lam viée

15. Thay doi, cai chinh, bo sung hd tich (1.004859)
15.1 Quy trinh thay ddi, cai chinh hd tich
- Thoi han giai quyét: 03 ngay 1am viéc; trudng hop phai xac minh thi thoi han giai quyét khong qua 06 ngay lam viée.
- Quy trinh nd1 bd, quy trinh di¢n tu:
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Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Budce 1

Cong chic Tu phép tai B6 phan

- Kiém tra, hudng dan, hoan thién thong tin ciia ngudi ndp ho so.
X4c nhan hinh thirc ndp hd so: Truc tiép/hoeic truc tuyén/hoaflc qua
dich vu buu chinh.

- Trudng hop hé so day du, hop 1é: T1ep nhan, cap nhat luu trir hd so

TN&TKQ cip xi dién tir; chuyén can bo thu 1y; giri Phiéu tiép nhan hd so va hen tra
két qua cho nguoi ndp hé so. 02 gio lam viée
- Truong hop ho so chua day du, khong hop 1¢: Gui théng bao cho
ngudi np, hu:ong dan bo sung, hoan thién ho so theo yeu cau.
- Xem xét, tham tra, xtr 1y ho so, du thao két qua giai quyét. (D thdo - 17 gt lam viéc
van ban tir chéi, néu ré Iy do).
- Truong hop can bo sung, hoan thién hd so, chuyén ngugc vé Bo
Budc 2 | Cong chue Tu phap - ho tich phan mot ctira (kém van ban hudng dan, néu rd 1y do, nd1 dung bo
sung...).
- Trong truong hop can phai tién hanh xac minh thi Cong chuc Tu e e
phap- ho tich tién hanh x4c minh - 24 gi0 lam vige
Budc 3 | Lanh dao UBND cap x4 Ky phé duyét két qua TTHC 04 gio lam viéc
Budc4 | Bo phan Vin phong Dﬁong‘ dauz .chuyen két qua cho cong chitc Tu phap-ho tich hodc van 0.5 gios lam viéc
ban tur choi
Bude 5 | Cong chitc Tu phap — ho tich Ghi vao so ho At;ch, nguoi di ding ky ky vao So, Tra két qua cho 0.5 gios lam viéc
nguoi cd yéu cau.
- Xuat trinh do6i chi€u hodc ndp ban gidy cac ho so, van ban dién tir
. cO y€u cau. ) )
Budc 6 | Nguoi ndp ho so - NOp phi tryc ti€p hodc thanh toan tryc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thirc da dang ky: Tryc tiép/ hoic qua
dich vu buu chinh cong ich/ hodc truc tuyén.

Tong thoi gian gidi quyét TTHC khong
tién hanh xiac minh

24 gio 1am viéc

Tong thoi gian giai quyét TTHC cin phai

Xac minh

48 gior 1am viéc
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15.2 Quy trinh bé sung h tich

- Thoi han giai quyét: Ngay trong ngay lam viéc. Trudng hop nhan ho so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong
ngay lam viéc tiép theo.

- Quy trinh ndi bd, quy trinh dién t:

Thlr t.l',l: Pon vi/ Ngudi thue hién Noi dung thuc hién Thot stan thye
cong viéc hién

- Kiém tra, huéng dan, hoan thién thong tin ctia ngudi ndp hd so.
Xéc nhan hinh thirc ndp hd so: Tryc tiép/hodc truc tuyén/hodc qua
dich vu buu chinh.

Cong chirc Tu phéap tai Bo phan | - Truong hop hd so day du, hop 1é: Tiép nhén, cap nhat luu trir ho
TN&TKQ cap xa so dién tir; chuyén can bo thy 1y; giri Phiéu tiép nhan ho so va hen
tra két qua cho nguoi nop hé so. 02 gio lam viée
- Truong hop ho so chua day du, khong hop 1¢: Gui thong bao cho
ngudi np, hu:ong dan bo sung, hoan thién ho so theo yéu cau.

Budce 1

- Xem xét, tham tra, xtr Iy ho so, du thao két qua giai quyét. (D
thao van ban tir choi, néu 16 Iy do). 04 gio 1am viéc
Budc 2 | Cong chtic Tu phap - ho tich - Trudng hop can bo sung, hoan thién hd so, chuyén ngugc vé Bo
phan mot cira (kém vin ban huéng dan, néu rd 1y do, ndi dung bd
sung...)

Bu6c3 | Lanh dao UBND cAp xa Ky phé duyét ket qua TTHC. 01 gior lam vige

Budc4 | Bo phan Van phong ?%nﬁéiag; s}lllg?/en két qua cho cong chirc Tu phéap-hd tich hoac 0.5 gios lam viéc

Ghi vao sb ho tich, ngudi di ding ky ky vao S6, Tra két qua cho

Buée 5 | Cong chirc Tu phép — ho tich e oA A 0.5 gio lam viée
nguoi c6 yéu cau.

- Xuat trinh doi chiéu hodc ndp ban gidy cac ho so, van ban dién
tlr c6 yéu cau.

Budc 6 | Ngudi ndp hd so - Nop phi truc tiép hodc thanh toan truc tuyén theo quy dinh.

- Nhén két qua TTHC theo hinh thtc di dang ky: Truc tiép/ hoic
qua dich vy buu chinh cong ich/ hoac truc tuyén.

Tong thoi gian gidi quyét TTHC 08 gio lam viéce
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16. Cap Gidy xac nhan tinh trang hon nhén (1.004873)
- Thoi han giai quyét: 03 ngay 1am viéc; trudng hop phai xac minh thi thoi han giai quyét khong qua 23 ngay.
- Quy trinh ndi bg, quy trinh dién t:

The tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thyc hién

Thoi gian thuc
hién

Budc 1

Cong chtic Tu phap tai B§ phan
TN&TKQ cép xa

- Kiém tra, hudng dan, hoan thién thong tin cua nguoi ndp ho
so. Xac nhan hinh thirc ndp hd so: Truc tiép/hodc truc
tuyen/hoac qua dich vu buu chinh.

- Truong hop ho so déy du, hop 18: Tiép nhan, cap nhat luu trir
ho so dién tir; chuyén can bo thu ly; gui Phiéu tiép nhan ho so
va hen tra két qua cho ngudi nop hd so.

- Trudng hop ho so chua diy du, khong hop 18: Guri thong bao
cho ngudi ndp, hudng dan bd sung, hoan thién ho so theo yéu
cau.

02 gio lam viéc

Buodc 2

Cong chirc Tu phép - hd tich

- Xem xét, tham tra, xir 1y ho so, du thao két qua giai quyét. (Du
théo vén ban tir choi, néu ré Iy do).

- Trudong hop can bo sung, hoan thién hd so, chuyén nguge vé
B6 phan mot cira (kém vian ban huéng dan, néu 1o 1y do, ndi
dung b6 sung...).

- Trong trudng hop can phai tién hanh xac minh thi Cong chirc
Tu phap- ho tich tién hanh xac minh

- 17 gio 1am viéc

- 177 gio lam viée

Buoc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

04 gio 1am viéc

Budc 4

B0 phan Van phong

DPong dau, chuyén két qua cho cong chirc Tu phap-ho tich hoic
van ban tir ch6i

0.5 gio lam viéc

Budce 5

Cong chtc Tu phap — hd tich

Ghi vao s6 ho tich, ngudi di dang ky ky vao S6, Tra két qua cho
ngudi co yéu cau.

0.5 gio lam viéc

Budc 6

Nguoi ndp ho so

- Xuat trinh d6i chiéu hodc ndp ban giay cic ho so, van ban dién
tor co yéu cau.
- NOp phi truc ti€p hodc thanh toan tryc tuyén theo quy dinh.
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- Nhan két qua TTHC theo hinh thirc d3 dang ky: Truc tiép/ hodc
qua dich vy buu chinh cong ich/ hoac truc tuyén.

Tong thoi gian giai quyét TTHC khéng tién
hanh xac minh

24 gio 1am viéc

Tong thoi gian giai quyét TTHC cin phai
xac minh

184 gio 1am viéc

17. Pang Ky lai khai sinh (1.004884)
- Thoi han giai quyét: 05 ngay 1am viéc. Trudng hop phai co vin ban xac minh thi thoi han giai quyét khéng qua 25 ngay.
- Quy trinh ndi bd, quy trinh dién ti:

Thir tw
cong viéc

DPon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Buodc 1

Cong chiic Tu phap tai BO phan
TN&TKQ cap xa

- Kiém tra, hudng dan, hoan thién thong tin ciia ngudi ndp ho
so. Xac nhan hinh thuc ndp hd so: Truc tiép/hoéc truc
tuyén/hodc qua dich vu buu chinh.

- Truong hop ho so déy du, hop 18: Tiép nhan, cap nhét luu trir
ho so dién tir; chuyén can b thu ly; gui Phiéu tiép nhan ho so
va hen tra két qua cho nguoi nop hd so.

- Trudng hop ho so chua day du, khong hop 1€: Gui thong bao
cho ngudi ndp, hudng dan bd sung, hoan thién ho so theo yéu
cau.

04gid lam viéc

Budc 2

Cong chuc Tu phép - ho tich

- Xem xét, tham tra, xu 1y ho so, du thao két qua giai quyét.
(Dur thao van ban tir chéi, néu ré 1y do).

- Trudng hop can bo sung, hoan thién ho so, chuyén nguoc vé
Bo6 phan mdt cira (kém vin ban huéng dan, néu rd 1y do, nodi
dung bo sung...).

- Trong truong hop can phai tién hanh xac minh thi Cong chuc
Tu phap- ho tich tién hanh x4c minh

- 31 gio lam viéc

- 191 gio lam viéc

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

04 gio lam viée
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Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Budc 4 | BO phan Van phong

Dong diu, chuyén két qua cho cong chirc Tu phap-ho tich hoic
van ban tu choi

0.5 gio lam viée

Budc 5 | Cong chure Tu phap — ho tich

Ghi vao s6 ho tich, nguoi di ding ky ky vao So, Tra két qua
cho ngudi c6 yéu cau.

0.5 gio lam viée

Budc 6 | Ngudi ndp ho so

- Xuat trinh doi chiéu hodc ndp ban gidy cac ho so, vian ban
dién tir c6 yéu cau.

- Nop phi truc tiép hodc thanh toan tryc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thie di dang ky: Truc tiép/
hodc qua dich vu buu chinh cong ich/ hodc tryuc myén.

Tong thoi gian gidi quyét TTHC khong tién

hanh xac minh

40 gio lam viéc

Tong thoi gian gidi quyét TTHC can phai xac

minh

200 gio l1am viéc

18. Ping ky khai sinh cho nguoi da cé ho so, gidy to ca nhan (1.004772)
- Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai ¢ van ban xac minh thi thoi han giai quyét khong qua 25 ngay.
- Quy trinh ndi by, quy trinh dién tu:

Thir tw
cong viéc

Pon vi/ Nguoi thue hién

NoOi dung thuc hién

Thoi gian thue
hi€én

Budc 1

Cong chl'J:c’Tu: phap tai B§ phan
TN&TKQ cap xa

- Kiém tra, huéng dan, hoan thién thong tin cua nguoi ndp ho
so. X4c nhan hinh thc ndp hd so: Truc tiép/hodc truc
tuyén/hodc qua dich vu buu chinh.

- Truong hop ho so day du, hop 18: Tiép nhan, cap nhat luu trix
hd so dién tir; chuyén can b thu ly; g Phiéu tiép nhan hd so
va hen tra két qua cho ngudi ngp hé so.

- Truong hop ho so chua day du, khong hop 1&: Giri thong bao
cho nguoi nop, huong dan bo sung, hoan thién hd so theo yéu
cau.

04 gio lam viéc

Budc 2 | Cong chuc Tu phép - ho tich

- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét.
(Du thao van ban tir choi, néu ro ly do).

- 31 gid lam viéc
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Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hi€én

- Trudng hop can bo sung, hoan thién hd so, chuyén ngugc vé
Bo phan mot cira (kém vin ban hudng dan, néu rd 1y do, ndi
dung bo sung...).

- Trong trudng hop can phai tién hanh x4c minh thi Cong chirc
Tu phép- ho tich tién hanh xac minh

- 191 gio lam viéc

Bu6c 3 | Lanh dao UBND cap xi Ky phé duyét két qua TTHC. 04 gio lam viéc

Buéc4 | Bo phan Vin phong Dvong qdau‘, chli}_/en két qua cho cong chure Tu phéap-hg tich hoac 0.5 gios lam viéc
van ban tur choi

Bude 5 | Cong chitc Tu phap — ho tich Ghi vao so 1,1(,) :qchi nguoi di dang ky ky vao So, Tra két qua 0.5 gios lam viéc
cho nguoi c6 yéu cau.
- Xuat trinh do6i chi€éu hodc ndp ban gidy cac ho so, van ban

. dién tir c6 yeu cau. )
Budc 6 | Nguoi ndp ho so - NOp phi tryc ti€p hodc thanh toan tryc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thic da dang ky: Truc tiép/
hodc qua dich vu buu chinh cong ich/ hodc truc tuyén.

Tong thoi gian gidi quyét TTHC khong tién
hanh xac minh

40 gio 1am viéc

Tong thoi gian gidi quyét TTHC can phai xac

minh

200 gio 1am viée

19. Piing ky lai két hon (1.004746)
- Thoi han giai quyét: 05 ngdy lam viéc. Trudng hop phai co van ban xac minh thi thoi han giai quyét khdng qua 25 ngay.
- Quy trinh ndi bd, quy trinh dién t:

Thur tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Budc 1

Cong chirc Tu phap tai B¢ phan
TN&TKQ cap xa

- Kiém tra, huéng dan, hoan thién thong tin ctia ngudi nop hd
s0. Xac nhan hinh thic ndp hd so: Truc tiép/hodc truc
tuyén/hodc qua dich vu buu chinh.

04gid lam viéc
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Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hi€én

- Trudng hop hd so day du, hop 18: Tiép nhan, cip nhat luu trit
hd so dién tir; chuyén can bo thy 1y; giri Phiéu tiép nhan hd so
va hen tra két qua cho ngudi ndp hd so.

- Trudng hop ho so chua day du, khong hop 18: Giri thong bao
cho nguoi nop, huong dan bo sung, hoan thién ho so theo yéu
cau.

Budc 2 | Cong chtrc Tu phép - ho tich

- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét.
(Dy thdo vén ban tir choi, néu ré 1y do).

- Truong hop can bo sung, hoan thién ho so, chuyén nguoc vé
Bo phan mdt cira (kém vin ban huéng dan, néu rd 1y do, ndi
dung bo sung...).

- Trong truong hop can phai tién hanh xac minh thi Céng chuc
Tu phép- ho tich tién hanh xac minh

- 31 gio lam viéc

- 191 gio lam viéc

Budc 3 | Lanh dao UBND cip xa

Ky phé duyét két qua TTHC

04 gio lam viéc

Budc 4 | B6 phan Van phong

Dong dau, chuyén két qua cho cong chure Tu phap-ho tich hoac
van ban tir choi

0.5 gid lam viéc

Buée 5 | Cong chirc Tu phép — ho tich

Ghi vao s6 ho tich, nguoi di ding ky ky vao SO, Tra két qua
cho nguoi c6 yéu cau.

0.5 gio lam viée

Buéc 6 | Ngudi ndp hd so

- Xuat trinh ddi chiéu hodc ndp ban gidy cac ho so, vin ban
dién tir c6 yéu cau.

- Nop phi truc tiép hodc thanh toan tryc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thic da dang ky: Truc tiép/
hodc qua dich vu buu chinh cong ich/ hodc tryc myén.

Tong thoi gian gidi quyét TTHC khéng tién

hanh xac minh

40 gio 1am viéc

Tong thoi gian gidi quyét TTHC can phai xdc

minh

200 gio' 1am viée

20. Pang ky lai khai tir (1.005461)
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- Thoi han giai quyét: 05 ngay lam viéc; truong hop can xac minh thi thoi han giai quyét khong qua 10 ngay 1am viéc
- Quy trinh ndi bd, quy trinh dién tu:

Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Budc 1

Cong chtrc ’Tu: phap tai BO phan
TN&TKQ cap xa

- Kiém tra, hudng dan, hoan thién thoéng tin cua nguoi nop ho
so. X4c nhan hinh thc ndp hd so: Truc tiép/hodc truc
tuyén/hodc qua dich vy buu chinh.

- Truong hop hd so déy du, hop 18: Tiép nhan, cap nhét luu trir
hé so dién tir; chuyén can bo thy ly; gui Phiéu tiép nhan ho so
va hen tra két qua cho nguoi nop hd so.

- Trudng hop ho so chua day di, khong hop 18: Guri thong bao
cho ngudi ndp, hudng dan bo sung, hoan thién ho so theo yéu
cau.

04 gid lam viéc

Budc 2

Cong chuce Tu phép - ho tich

- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét.
(D thao van ban tir chéi, néu ré 1y do).

- Trudng hop can bo sung, hoan thién ho so, chuyén nguoc vé
Bo6 phan mdt cira (kém vin ban huéng dan, néu rd 1y do, nodi
dung b6 sung...).

- Trong trudng hop can phai tién hanh xac minh thi Céng chirc
Tu phép- ho tich tién hanh xac minh

31 gio lam viée

71 gid lam viéc

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

04 gio lam viéc

Buoc 4

B0 phéan Van phong

Pong dau, chuyén két qua cho cong chirc Tu phap-ho tich hoic
van ban tu choi

0.5 gio lam viée

Budce 5

Cong chuc Tu phap — ho tich

Ghi vao so ho tich, nguoi di ding ky ky vao So, Tra két qua
cho ngudi c6 yéu cau.

0.5 gio lam viéc

Budc 6

Nguodi ndp ho so

- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin ban
dién tir c6 yéu cau.

- Nop phi truc tiép hodc thanh toan tryc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thire di dang ky: Truc tiép/
hoic qua dich vu buu chinh cong ich/ hoic truc tuyén.
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Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hi€én

Tong thoi gian gidi quyét TTHC khéng tién

hanh xac minh

40 gio 1am viéc

Tong thoi gian gidi quyét TTHC can phai xac

minh

80 gio' lam viéc
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