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cQxc nolxAnqr cnt NGHIAvrDTNAM
DOc l6p - Tu do - HAnh phric

so:j)ffrqo-unr.ro Khdnh Hda, ntpfi thdnS 12 ndm 2020

QUYETDINH
Vd viQc ph6 duyQt Quy trinh nQi bQ gini quy6t ttrri tgc hinh chinh

linh vgc HQ tich thuQc thim quydn gi6i quy6t
cfra Uy ban nhAn dffn cAp xi

cn0 rlcu irv BAN NrrAN DAN TiNH KHANH HdA

Cdn cilr LuQt Td ch*c chinh quyin dia phuong ngdy 19/6/201 5 ;

Cdn c* LuQt stca d6i, bii sung m/t sd diiu cua Ludt Td ch*c Chinh phi vd
Luqt Td chtc ch{nh qttyin dia phuong ngay 22/I 1/2019;

Cdn c* Ngh! dinh sii 6U2018/ND-CP ngdy 23/4/2.018 cila Ch{nh phil vi thuc
hiQn co chd mQt c*a, mQt ctru hhn thdng trong gtdi qrryet tn,i tt4c hdnh chfnh;

Cdn c*Th6ng tu sd 0|/2018/TT-WCP ngdy 23/11/2018 cila BA truong, Chi
nhiQm Vdn phdng Ch{nh phi hfing din thi hdnh mQt sti quy dinh cr)a Nghi dlnh sii
6\/2018/ND-CP ngAy 2j/4/20.18 cia Chinh phil vi thvc hiQn co chii m)t c*a, mQt
c*a li€n th6ng trong gidi quy€t thil tuc hdnh chinh;

Theo di nghi cia Gidm diic Sd Tn phdp tqi Td tinh sii tlSO/ft -STP ngdy
08/12/2020.

QUYtr D$H:
Ei6u 1. Ph6 duyQt kdm theo Quytit dinh ryr Qur trinh nQi !Q giai quy6t thri

tUc hanh chinh linh vpc HQ tich thuQc thAm quy6n giai quy€t cta Uy ban nhan dan
c6p xE dusc c6ng bi5 tai Quyi5t itnh s5 2880/QD-I-IBND ngiry 2lll0/2020 cta Chir
tlch Uy ban nh6n dan tinh Kh6nh Hda.

EiAu 2. Quy6t dinh ndy c6 hiQu luc thi hanh k6 tt ngny kf vd b6i b6 c6c Quy
trinh tai Quyet rlinh s5 OSZIqO-I-BND ngAy 25/3/2020 cria Chri tich I-IBND tinh
Kh5nh Hda v6 viQc ph6 duyQt Quy trinh nQi b0 gi6i quy6t thri Qc hanh chinh linh
vgc HQ tlch thuQc thAm quyAn giAi quy6t ctra Uy ban nhan dAn c6p x6.

Di6u 3. Ch6nh Ven phdng Uy ban nhan dan.tinh, Gi6m d5c Sd Tu ph6p; Chri
tlch Uy ban nhdndAn c6c huyQn, thi xe, thenh ph6; Chir tich Uy ban nhAn d6n c6c
x6, phudmg, thi tran vir c6c t6 chirc, c6 nhAn c6 li6n quan chlu t6ch nhiQm thi hanh
quy6t ainl nay.l.
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Nai nhQn:
- Nhu DiAu 3 (VBDT);
- Cpc Ki6m sorit TTHC, Vln phdng Chinh pht;
- TT.HDND tinh; Ban PC HDND tinh;
- chri tich, Ph6 chi tich UBND tlnh;
- Ph6 Chinh Vnn phdng UBND tinh;
- Trung tim C6ng b6o;
- C6ng fiDT tinh; CrSng TTDT CCHC tinh;
- Trung tim CNTT vi DVHCCTT tinh;
- Lru: VT, P.KSfiHC, HThanh.
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euyrRirlu NOr BO crfu euyEr ru0 rqc nlnn cEiNH Lfrfir Wc H0 rlcrr
ruuqc rrrAM aurtN cr,{r euyriT cir,c, U.f rANNHAN pAx c.Ar xA

@an hlnh Hm theo Ouyat dinh s6r5l9WND ngdy,/l tluins,lz nnn 2020 arta An $ch WND tinh Khdnh Hda)

1. Ding lrf khai sirh (MA si5 TTHC: 1.001193): C6 mgt quy Hnh thuc hiQn.

- Mi si5 quy tlnh thrl tUc hdnh chinh: 1.001193

- Th0i han gii,i quyqt: Ngay tong ngiy ti6p nh4n hd sq frutng hqp nhfn hd so sau 15 gid md ldr0ng giii quy6t ttuo. c ngay thi Ee k6t
qua hong ngiy ldm vi6c tiiSp theo.

a

Co
quan,
tlon vi

Buri'c
thgc
hiQn

TGn bufc
thgc hiQn

Trrlch
nhiQm

thgc hi$n

NQi dung cdng viQc thgc hi$n Bi6u mflu k5t qart Thoi
gian

(ngny)

Ghi
chri

UBND
A-cap xa

Bufc 1 Ti6p nhQn
hti so

Phan
nh0n

t6ttrit

B0
ti6p
vd
que

- Xem x6t, kitim tra tfnh hqp lQ

cria hO so:

+ Trudrng hqp h6 so chrra tl6y ttfr:
C6ng chr?c ti6p nhan hd so huong
AEn diS.cOng dan b6 sung hd so vd
in Phi6u y6u cdu b6 sung, hoan
thiQn h6 so;

+ Trudng hqrp hO so kh6ng clfng
quy.illqh: In Phitiu tu chOi giai
quy6t hO so;

+ Trudrng hql,p hO so dAy d3, hqp
lQ: Ti6p nhfln, qudt (scan) h0 so vd
nh$p th6ng tin tii5p nhan hO so vdo
Phdn m6m MQt cria; in Gi6y ti6p
nhAn hd so vdtrhkiSt qu6.

chric tuhO so iltin

- Phitiu y6u cAu bti sung, hoan
thiQn hO so (Mdu sii OZ ban hdnh
kdm theo Thdng tu sd 0I/2018/TT-
WCP ngay 23/11/2018);

- Phii5u tu ctrOi tiiSp nhfln gihi
quytit hO so (Mdu sii OS ban hdnh
kim theo Th6ng tu sii 0t/2018/TT-
WCP nsdy 23/l l/2018).

- GiSy ti6p nhfln hd so vd hgn tri
ki5t qui (Mdu sii Ol ban hdnh kdm
theo Thdng tu sA OltZOtS/TT-
WCP nsdy 23/11/2018);

- Hd so theo tht t.uc hdnh chfnh dd
^ ,1,

cong bo.

Ngay
trong
ngay
tii5p 

.
nhan h6

so;
truong

hqrp

nhAn hO

s0 sau
15 gio

md
khOng

9ie|.
quyCt

dugc
ngay thi
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phdp - h0 tich trir
qua

trong
ngay

lim viec
titip theo

UBND
A-

cap xa
Bur6,c 2 xr L! ho

S0, bilo
c6o Lanh
dao
UBND
^-capxa

COng

chric tu
ph6p - hQ

tich

- Ki€m tra hd so;

- X6c minh (nt5u th6y cAn thiiS!;

- Dg th6o Gi6y Khai sinh;

- 86o c6o Ldnh tlao UBND cdp xd
xem x6t, ph6 duyQt.

- Hd so clA tiOp nhfln;

- Vdn b.hn, gifrry td, tai hQu x6c
minh (n6u c6);

- VAn ban brio c6o (n6u 16 co s0
phdp ly li6n quan; kiSt qui ki€m
tra, xitc minh hO so; f kien dC

.( ..
xuatr;

- pu th6o GiSy khai sinh (Bieu.
mdu ban hdnh theo Th6ng tu s6
04/2020/TT-BTP c*a B0 trudng
B0 Tuphdp).

UBND
A-

cap xa
Buri,c 3 Ky

ket
gihi
vd
d6u

duyQt
q,rlt

quyCt
il6ng

LAnh

il?o

IIBND
^-cap xa;

- Vdn thu

- Lanh dao UBND c5p x5 hj ci6y
khai sinh;

- Vdn thu tl6ng d6u vd chuyi5n ktSt

qu6 cho COng chric tu ph6p - hQ

tfch

Gi6y khai sinh r15 dugc ky vd
d6ng d6u

UBND
A-

cap xa
Bur6,c 4 Ghi vdo

SO trQ tich
Cdng
chric tu
ph6p - hQ

tich

- Ghi nQi dung khai sinh vdo SO

ddng ky khai sinh vd cirng ngudi
y6u cAu cl6ng ky khai sinh ky t6n
vdo 56.

- Chuyi5n k6t qu6. cho BQ phfln
Ti6p nhan vd Tri k6t qu6.

SO Aang ky khai sinh (Btdu miu
ban hdnh theo Th6ng tu sii
04/2020/TT-BTP cfia BQ trudng
BQ Tuphdp)

UBND,-
cap xa

Buri,c 5 Trh
qua

ki5t B0 phfln
ti6p nh?n
vd tri k6t

TrA ktSt qud cho c6ng ddn GiSy khai sinh

)
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qua

Hd so dugc luu tti t4i UBND c6p xa theo quy tli.nh hiQn hdnh, bao gdm:

- Hd so tta tiilp nh{n theo TTI{C tl6 cdng b5;

- BriLn chup giiiy td crla nguoi yeu ciu dang ki hO tich xu6t trlnh (do ngudi tiiip nhan hd so thuc hi€n sao chup d6 luu hd so theo quy tlinh

Ai khoen J bieu 3 Thdni tu si5 04/2020/TI-BTP ngiy 2 8t5D0?0 cna Bg trudmg B0 Tu ph6p Quy tlinh chi tia thi hanh mot s0 diCu cua

ilAt iO ti"h 
"englri 

aioi 16 rzyzotsltio-cp neii is rh6ng 11 n[m 2d15 crla-ctrintr ptlir quy c;nt chi ti6t mQt si5 di6u vd biQn phrip thi

hnnh Ludt H0 tich).

- vnn bnn, gi6y tU Ai fieu xdc minh (d6i vdi trudng hqp c6 x6c minh);

- VIn bdrn brio c6o L6nh il4o UBND c6p x6;

- Ban chup k6t qui TTHC;

- V6n bnn th6ng h6o vi€c <tIng kf h0 dch dih co quan li€n quan (<t6i vdi mrong hp phei th&rg b6o theo quy tlinh iua Luir H0 (ch vd cdc vdn bin
quy tlinh chi ti€t thi hinh).

2. Thf, tBc dnng ky k6t h6tr (Me s6 TIHC: l000894): C6 02 quy trbh thuc hi€n;

2.1 Thrl tgc iting kf k5t h6n d6i vfi trudmg hgrp kh6ng xic minh

- Ml s6 quy tinh thri tqc henh chlnh: 1.000894-01.

- Thdi hen eiAi quy6t: ngay tong ngiy ti6p nh{n hd so, tnrtmg hqp nhfn h6 so sau 15 gid mA kh6ng gi6i quy6t tlugc ngay thi tre k6t
qui hong ngdy ldm viQc ti€p theo).

Co
quan,
tlon vi

Bur6'c
thgc
hiQn

TOn bur6,c

thryc hiQn
Trich
nhiQm

thqc hiQn

NQi dung cdng viQc thgc hiQn Bi6u miu/k5t qun Thdi
gian

(nenv)

Ghi
cht[

T]BND
A-

cap xa
Buti'c I Ti6p nhfln

hO so
B0
,.,,
uep
va
qua

Ph0n
nh0n

trtr t6t

- Xem x6t, kiiSm tra tinh hqrp lQ cta
.;,
no s0:

+ Trudrng hqrp hO so chua <liy ttri:
Cdng chric ti6p nhan h6 so hucmg

- Phi6u y€u c6u bO su.ng, hoan
thien hii so (Mdu sd 02 ban
hdnh kdm theo Th6ng tu
sii ottzotS/TT-'t/PCP ngdy

Ngay
trong
ngay
titip

!.
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a.

a

+ Trudrng hQp hO so kh6ng
quy tlinh: In Phii5u fi chOi
quy6t hO so;

+ Trucrng hqp hO so itAy dri, hgrp lQ:
Ti€p nhqn, qu6t (scan) h6 so vd
nhap th6ng tin titip nhfln hd so vdo
PhAn Te- MOt cria; in ci5y tii5p
nhan hO so vd tri k6t qu6.

- Chuyi5n hii so diSn c6ng chric tu
phdp - h0 tich

thiQn

denc6ng sung
m caueuPhi b6yEu sung,

h6 0s

rhrng
gitri

so vd
hodn

23/r r/2018);

- Phi6u tu chtii tii5p nhan giai
quytit hd so @di sii 03 ban
hdnh kdm theo Thdng tu
sii o t tz o t 8/TT-VpCp rsoy
23/r r/20r8).

- gr^y ti6p nhQn hO r," vd hsn
tra k6t quh (Mdu s6 0l ban
hdnh kim theo Th6ng tu
s ii o t tz o t B/TT-I/qC? 

"g"y23/r 1/20r8);

- HO so theo thri tuc hanh
chfnh dE c6ng b6.

UBND
A-cap xa

Buri,c 2 xr ti h6
so, biio ciio
LAnh dao
UBND c6p
xd

C6ng chfc
tu ph6p
hO tich

- Ki6m tra h6 scr;

- Du th6o Gi6y chimg nhfln ktit
h6n;

- B6o ciio LEnh dpo UBND cdp xd,
xem x6t, ph6 duyQt.

- Hd so dA ti6p nhfln;

- Vdn bhnbilo c6o (n6u 16 co
so philp lf liOn quan; k6t qui
ki€m tra hd so; !, ki6n'd6
xu6t);

- .OU th6o Gi6y chring nhQn
k6t h6n (Bi€u mdu theo Th6ng
tu sti o4/2020/TT-BTp cila Bb
truhng BQ Tu phdp).

A-cap xa
UBND Bur6,c 3 duyQt

w9
quy€t
d6ng

K),
t<tit

gi6i
vd
dAu

- LEnh tlao
UBND cdp

xA;

-Vdn thu.

- Ky Gi6y chimg nhan k6t h6n;

- VAn thu tl6ng d6u vd chuyi5n ktit
qui cho COng chric tu ph6p - hQ
tich

GiSy chring nhan tiSt frOn Aa
dugc ky vd il6ng d5u.

SO;

trudrng
hgrp

nhAn ho
so sau
15 gio

md
kh6ng

giet.
quyCt
dugc

ngay lhi
tri k6t

que
trong
ngay

ldm viQc
tii5p theo

nhan
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z.2Thrttuc dlng tcy t5t hdn tliii vdi trudnrg hgp phf,i xic minh

- MA sd quy trinh thti tuc henh chfnh: 1.000894-02.

- Thdi gian gi6i quytit: 05 ngdy ldm viQc.

sd deng tqt t6t hdn (Biau mdu
ban hdnh theo Th6ng tu s6

04/2020/TT-BTP cila B0
trudng B0 Tu phdP)

- Ghi viQc ki5t h6n vdo SO Aane lci
ktit h6n, cirng hai b6n nam, nfr ky
t6n vdo 56; hai b€n nam, nfi cirng

[i vdo GiSy chimg nhfln ti5t h6n.

- TO chric L6 trao Gi6y chimg nhfln

ktit hOn vi c6p Gi6y chimg nhfln kiSt

h6n cho hai b6n nam, nt.

- Ldnh d4o
UBND c6p

xA;

- COng
chric ttr
ph6p - h0
tich.

Ghi vio SO

h0 tich, TO

chric La
trao Giay
chimg
nhan ket
hOn

UBND
A-

cap xa
Bufc 4

Gi6y chung nhan ttit trOnTri kiSt qui cho c6ng ddnTri kiSt qu6 B0
tii5p
vd
qua

Ph0n
nh0n

te ttit
Bufc 5

i-
cap xa
UBND

H6 so dugc lm tril tai UBND cdp xAtheo quy <linh hiQn henh, bao gdm:

- H6 so tla ti6p nhfln theo TTHC dd cdng b6;

- Ban chup eiSy rd crla ngu6i y€u clu dlng lcf h0 tich nrfu rtnh (do nguoi fiiip nh6n hd ss thyc hign sao chyq.C6 tyy 
.trf 

so 
1tre9 qy Uir.rtr

tA proan i -OiAu f ftrOne tu j6 O+7ZOZ61m-BTP ngdy 281512020 cia BQ tuOng BQ Tu ph,ip Quy tlinh ch.i tiCt tli hdnh mOt s0 dieu cua

iti ii6,,r"iri o,rri Jrr.,i .? rzsli-grsND-cp neai is trane t t oa. ztits 
",rulcnirr, 

prlr qrv ootr chi ti6t mot s6 diEu vd biQn phrip thi

hanh LuAt H0 tich).

- Vin bin b6o c6o Lanh tt4o UBND c6p xa;

- Ben chup kifu que TTHC;

- Vnn ben fitug b6o viec dlng ld hO tich d6n co quan li&r quan (disi vdi trudng hqp phei th&rg b6o theo quy ttlnh crla Lu,6t H0 tich vd c.ic vitt
ben quy dlnh chi ti& thi hdmtr).

D
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Ccr

quan,
tlorn vi

Bufc
thrpc
hiQn

TGn bufc
thgc hiQn

Trdch
nhiQm

thgc hiQn

NQi dung cdng viQc thrpc
hiQn

Bi6u mfiu/k6t qui Thdi
gian

(ngdv)

Ghi chf

UBND
A-

cap xa
Bufc I ri6p nhQn

hO so
B0
titip
vd
que

Ph4n
nh0n

trh ttit

- Xem x6t, kii5m tra tinh hgrp

lQ cria hti so:

+ Trudrng harp hq so chuaddy
thi: COng chric ti€p nhfln hO so
huong dan de c6ng ddn bO

sung hd so vd in Phi6u y6u
cAu b6 sung, hoan thien h6 so;

+ Trudng hqrp hO scr khdng
tl"ge quy tlilh:.In Phi6u tu
ch6i gi6i quy€t hO so;

+ Truong hqrp hO so dAy dt,
hgrp lQ: Ti6p nhan, qu6t (scan)
hO so v.a nhflp thdng. tin ti€p
nhan hO so vdo Phdn m0m
MOt cria; in GiSy titip nhOn ho
so vd tri kiSt qu6.

- Chuy6n k6t qui <Ii5n cdng
chric tu ph6p - h0 tich

- Phi6u.y6u cAu b0 sung, hoan
thiQn hO so (Mdu s6 02 ban
hdnh kdm theo Th6ng tu
tii ottzotS/TT-VPCP nsdy
23/1 1/20r8);

- Phi6u tu chdi ti6p nh{n gi6i
quy6t h6 so (Mdu tii 03 bo,
hdnh kdm theo Th6ng tu
sii o t tzo t 8/TT-qPCP ngdy
2s/1 r/2018).

- ci6y tiiSp nh{n_t O r." vd h-en

tri k6t quil (Mdu s6 0l ban
hdnh kdm theo Th6ng tu
sii o t tzo t strr-VPCP ngdy
23/1 r/20r8);

- H6 so theo thti tUc hdnh chinh
^ .a

oa cong Do.

0,125

UBND
i-cap xa

Bur6,c 2 Xft lj/ hO

so, b6o c6o
LAnh dao
UBND c6p
xd

C6ng chric
tu ph6p
h0 tich

- Ki€m tra hti so;

- ThUc hien x6c minh;

- Dg th6o GiSy chimg nhflr
kiSt tron;

- B5o c6o Ldnh tlao UBND

- HO so dAi}pnhfln;

- Vdn bhn, giily td, tdi liQu x6c
minh;

- Vdn ban br{o c5o (n6u rO co s&
phfup l! li6n quan; ktit qu6 ki€m
tra, xdc minh h0 scr; y ki6n dC

4,5

L
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- DU th6o GiSy chimg nhan k6t
hdn (BiAu mdu theo Thdng tu
sii 04/2020/TT-BTP cila B0
trudng BQ Tu ptuip).

xd xem x6t, ph€ duyQt.

0,25Gi6y chrmg nhAn k6t tron da

dugc ky vn d6ng d6u.
duyQt

que
gihi quy6t
va oong
ddu

Ky
t<6t

- LEnh tl4o

UBND c6p

xd;

-VIn thu.

- Ky GiSy chimg nhQn ktit
h6n;

- Vdn thu tl6ng d6u vd chuy6n
t<6t qua cho C6ng chr?c tu
ph6p - h0 tich

cap xa
t]BI\D Bufc 3

0,125so dang ky ktit h6n (Biau mdu
ban hdnh theo Th6ng tu s6
04/2020/TT-BTP cila BO Tu
phdp)

UBNDx-
cap xa

Bufc 4 Ghi vdo Sd
h0 tich, TO

chric LE
trao GiSy
chimg
nhAn
h6n

t<tit

- LAnh
UBND
xd;

-C
chric
phdp
tich.

dao
cap

ong
tu
h0

- Ghi viQc ktit h6n vdo So

tl[ng lcy ktit h6n, ctng hai b6n
niun, nfr ky t6n vdo 56; hai
b6n nam, nii ctng ky vdo
Gi5y chrmg nhan ftit trOn.

- Td chtc LE trao Gi6y chimg
nhan t<i5t h6n vd cdp GiA'y

chimg nhfln ttit trOn cho hai
b€n nam, nt.

0T16 ki5t qui cho c6ng ddn Gi6y chtmg nhan ttit trOn
i.-

cap xa
UBND Buri,c 5 Tri kt5t qui B0

titip
Ph4n
nhan

trit t<iStva
que

HO so dugc luu trt tai UBND cdp xdtheo quy tlinh hien henh, bao gtim:

- Hd so da ti6p nhfln theo TTHC ct6 cdng b6;

tich ti6pngudi qYv
tli€uti

d, luue h6 theoSOoS th hi saoh6ca xuSt trinh dou uc en chupnh0nanB cuatd h0 ( nguliyou tlang ky
.^gaychup

SOct hanhthichiTucua281s12020BTP B0SO 04120201rrtu3khoin 1euD 3dinh
a
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cta Luft HQ tich vd Ngh! tlinh
ph6p thi hdnh Luflt H0 tich).

123/2015/NE-CP ngdy 15 thrlng I I ndm 2015 ctla Chinh phri quy rlinh chi m0t

- VAn ban, gi6y tq tni liQu x4c minh;

- Vin bin b6o crio Lanh dao UBND c5p x6;

- BAn chlrp kiit qui TTHC;

- Van ben thtug b6o viec dtug hy h0 tich d6n co quan li&r quan (d6i vdi tlong hqp phdi thong b6o rhm qrry rllnh cua Lu{t H6 tich vdL cdc vtrn
ban quy <linh chi ti€t thi henh).

vd biQn

3. Ding kf nh$n cha, mg, con (Ma s6:frHC: 1.001022)z c6 02 quy trinh thgc hiQn;

3.1 EIng lcf nhSn cha, mg, con d6i vrfi trudng hgp kh6ng xr[c minh

- ME s6 quy trinh thri tgc hanh chinh: 1.001022-0t.

- Thdi han gi6i quy6t: 03 ngdy ldm viQc.

Co quan,
iltrn vi

Bur6'c

thgc
hiQn

TGn budc
thgc hiQn

T16ch
nhiQm

thgc hiQn

NQi dung c6ng viQc thrSc
hiQn

Bi6u mfiu/k5t qui Thdi
gian

(ngny)

Ghi
chr[

UBND
i-

cap xa
Bufc 1 ri6p nhan

hd so
B0
ti6p
vd
qua

Ph0n
nhan

trh t6t

- Xem xdt, ki6m tra tinh
hqp 19 cria hd so:

+. Trudrng hgi.p h6 s<r chua
ddy dri: COng chric ti6p
nhAn hO s<r hudng d6n de
cdng ddn bO sung hO scy vd
in Phi6u y6u cAu bO sung,
hoan thien hO so;

+ Trudrng hgrp hO so kh6ng
ttting quy itfnh: In Phii5u ft
ctr6i giai quy6t hO so;

- Phi6u Vgu cAu bO sung, hoan thi€n
hO so (Mdu sd 02 ban hdnh kdm theo
Th6ng tu s6 0I/2018/TT-V7C? ngdy
23/1 r/201B);

- Phi6u tu ch6i ti6p nh{n gi6i quytit
hO so (Mdu sii OS btan hdnh kim- tieo
Th6ng tu s6 0I/201g/TT-I/pCp ngdy
23/1 r/20r8).

- Gi6y tiiip nhQn hO so vd hsn tri krit
quh (Mdu sii Ot ban hdnh kdm theo
Th^ng tu s6 0I/2018/TT-t/pCp ngdy

0,5

i .-rr-.- - . .*, D.,t
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+ Truong hqp hO so dAy

dri, hgrp lQ: Ti6p nhfln, qudt
(scan) h0 so vd nhQp th6ng
tin. titip .nhan hd so vdo
Phdn m6m MOt cta; in
GiSy tiep nhan hO so vd tr6
k6t qu6.

- Chuy6n hti so di5n C6ng
chric tu phrlp - h0 tich

23/r 1/20r8);

- HO so theo thri tuc hanh chinh ttd
^ .A

cong Do.

UBND
i-

cap xa
Burirc 2 Xrt ly ho

so, b6o c6o
Lanh d?o
UBND c6p
xd,

COng chric
tu ph6p - hQ

tich

- Ki6m tra hti so;

- Dg th6o Trich lgc ct5ng ky
nhan cha, ffig, con (bin
chfnh)

- 86o c6o Ldnh dao UBND
i-

cdp xdxem x6t, ph€ duyQt.

- HO so da ti6p nhfln;

- VAn ban b6o c6o (n6u 16 co sd ph6P

ly li€n quan; ktit qui ,]ieq yCY k€{
qui ki6m tra h6 so; y ki€n d€ xu6t);

- Dg th6o Trich luc dAng ry tthA"
cha, mg, con (ban chfnh): BiAu mdu
theo Th6ng ur sii 04/2020/TT-BTP
cila BA ffuhng BQ Tu phdp

lr5

UBND
A-

cap xa
Burftc 3 K!

kOt
gihi
vd
dliu

duyQt
qrull

quy6t
d6ng

- Ldnh dao

UBND c6p

xA;

- Vdn thu.

- K)7 Trich luc <ldng h/
nhan cha, ffi9, con (ban
chinh)

- Van thu d6ng d6u vd
chuy6n k6t qui cho COng
chric tu ph6p - h0 tich

Trich lgc <ldng lqy nhfln cha, mg, con
(ban chinh) tld ttugc ky ,d tl6ng d6u

0,5

T]BND
A-

cap xa
Buri'c 4 Ghi vdo Sd

h0 tich
COng chric
tu phrlp
h0 tich

- Ghi viQc tldng E r*rao
cha, mg, con vdo 56 ddng
ky nhan cha, mg,,con; ctrng
c6c b6n ky vdo 56.

SO Aang ky nhan cha, mg con (Bt€u
mdu ban hdnh theo Th6ng u sd
04/2020/TT-BTP cita B0 trudns B0
Tuphdp)

0,5

t
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a

- Chuy6,n ki5t qui cho B0
phan Ti6p nhAn vd Tri k6t
qua.

UBND
^-cap xa

Bur6,c 5 Trd k6t qu6 Ph0n
nhan

trd t<tit

B0
ti6p
vd
qua

Tri kiSt qu6 cho c6ng ddn Trich lpc ddng ky nhfn cha, mg, con
(ban chinh)

0

Hd so tlugc luu trt ai IIBND c6p xd theo quy tlinh hiQn hinh, bao gdm:

- Hd so <ta ti6p nh{n theo TTHC <td c6ng bi5;

- Bnn chup gi6y td cua nguci y€u cdu <trng lci hQ tich xu6t Elnh (do nguoi titip nhfln hd so thgc hiQn sao chpp d6 tru hd so theo quy dinh
tei khoin 3 Dieu 3 Thong tu.sO 04/2020rfi-BTP ngdy 2E/5/2020 ataBo audng B0 Tuph6p Quy dinh chi tiiit thi hdnh mor s6 diAu ctu
Luft H$ tich vi Nghi dinh si5 1812015/ND-CP ngdy 15 th6ng 11 nEm 2015 crla Chlnh phrn quy tfinh chi ti6t mot s6 dieu vd bien ph6p rhi
hanh Lu4t H0 tich).

- Vdn bdn b6o c6o LAnh tl4o UBND c5p xa;

- Bnn chup k6t qua TTHC;

- V6n ben th6ng b6o vi€c <ring lcl h0 tich tl6n co quan li&r quan (tloi voi tudng hq'p phni thong brio theo quy tlinh cua Luit H0 tich vd c{,c vnn
bAn quy dinh chi ti6t thi hanh).

3.2 Ding trf nh$n cha, mg, con tliii vriri trudng hgp phf,i x6c minh

- M5 sO quy trinh thri tpc hanh chinh: l.OOlO22-02

- Thdi hqn gi6i quy.st: 08 ngdy ldm viQc.

Co quan,
tlon vi

Bur6,c

thgc
hiQn

TGn buri'c
thrpc hiQn

Trrtch
nhiQm

thgc hiQn

NQi dung c6ng viQc thr;c
hiQn

Bi6u miu/ktit qui Thdi
gian

(ngny)

Ghi
chri

UBND Buri,c 1 Tiiip nhan Ph0n
nh6n

B0
ti6p

- Xem x6t, ki6m tra tinh hqp - Phi6u y6u cAu b6 sung, hoan thiQn
hO so (Mdu sii OZ ban hdnh kdm

0,5
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cap xa hd so vd trh ktit
qua

16 ctia hO so:

+ Trudng hqrp hO so chua
ddy dri: C6ng chtrc ti€p nhan
hO so,huong ddn de c6ng
dan bO sung h6 so vd in
Phitiu y6u cAu b6 sung, hoan
thien hO so;

+ Trudng hqp hO so khOng

dfgg quy tl!$: In Phi6u tu
ch6i gi6i quy6t hd so;

+ Truong hqrp hO so dAy dri,
hqp lQ:. Ti€p nhan, qu6t
(scan) h6 so vi nhflp th6ng.,
tin ti6p nh4n hO so vdo Phdn

m6m MQt cria; in Gi6y tiiSp

nhan hti scv vdtrhkiSt qu6.

- Chuytin hd so cliSn Cdng
chric tu ph6p - h0 tich

theo Th6ng tu sii ottzotS/TT-
I/PCP ngay 23/l I/2018);

- Phi6u tn ch6i ti6p nh0n gihi quy€t
hO so (Mdu sii OS ban hdnh kdm

theo Th6ng tu tii ottzotS/TT-
VPCP ngay 23/l I/2018).

- ci6y tii5p nhQn hti so vd hgn tri
kiSt qui (Mdu sii Ot ban hdnh kbm

theo Th6ng tu tii OltzOtS/TT-
VPCP nsay 2i/11/2018);

- HO so theo thri tuc hdnh chinh dE

c6ng b6.

UBND
A-

cap xa
Budrc 2 Xri ly hO

so, b6o cilo
Lanh dao
UBND c6p
xd

COng chric
tu ph6p - hQ

tich

- Ki6m tra h0 so;

- ThUc hiQn x6c minh;

- Dg th6o Trich lpc tl6ng ky
nh?n cha, ffig, con (bin
chinh)

- 86o c6o Ldnh tl4o UBND
cdpxdxem xdt, ph6 duyQt.

- HO so ila tiiSp nhfln;

- Vdn bin, gi6y tit, tdi liQu x6c
minh;

- Vdn ban b6o c6o. (n6u rO co s0
p\6p ly li6n quan; k6t qui ni6m Y6t;
kC! tu3 kie.m ffa, xdc minh hO so; y
ki6n tl6 xudt);

- Dg th6o Trich luc d5ng E ,ht"
cha, mg, con (ban chinh): Bi6u mdu
theo Th6ng tu s6 04/2020/TT-BTP

6,5

.o
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a

cila BQ tru&ng BQ Tuphdp.

UBND
^-cap xa

Bur6'c 3 Ky
t<i5t

gihi
vd
d5u

duyQt
qvg

quy€t
tI6ng

- Ldnh ilao

UBND c6p

xd:"

- VEn thu.

- Ky Trich lsc ddng ky nhan
cha, mg, con (b6n chinh)

- VAn thu d6ng d6u vd
chuy6n ktit qua cho COng
chr?c tu ph6p - h0 tich

Trfch lgc rlSng ky nhan cha, mg,
con (ban chfnh) dd tlugc ky vd d6ng
ddu

0,5

UBI\D
cap xa

Buritc 4 Ghi vdo s6
h0 tich

Cdng chric
tu ph6p
h0 tich

- Ghi viQc ddng ky nhQn cha,
ffig, con vdo SO ddng W
nhfln cha, mg, con; cirng c6c
b6n ky vdo 56.

- Chuy€.n ktit qui cho BQ
phAn Ti6p nhfn vd Tri k€t
que.

So_tldng ky nhfln cha, mg con (Bi€u
mdu ban hdnh theo Th6ng tu s6
04/2020/TT-BTP cila BQ Tuphdp)

0,5

cap xa
UBND Buri'c 5 Tri k6t qui B0

tii5p
vd
qua

Phan
nhan

trh k6t

Tri k6t qu6 cho c6ng d6n Trfch lgc tl6ng ky nhfln cha, mg,
con (ban chinh)

0

H6 so <tuo. c luu trt t4i UBND c6p xE theo quy ttinh hign hdnh, bao gdm:

- Hd so da ti6p nhan theo TTHC tl6 cong bii;

- Bdn chup gi6y td cua nguoi y€u ciu ttnng k, hS (ch xu6t trtnh (do nguoi ti6p nhfn hd so thuc hien sao chup <td luu hd so theo quy dinh
tai khonn 3 Diau 3 Th6ng tu. s6 ocnozom-a'IP ncdy 28t5no2o otu-BQ truArg BO Tu ph6p qoy ainf, 

"nit6t 
*rif,art.Oi"a tt6rLr,

Lu{t H$ tich va Nghi dinh s5 123l20154ID-cP ngey 15 thang 1l nam 2015 
",ia 

Cfriofr ptri {uy-Cinfr cni ti6t mgt s6 Cidu va'Uien pfrap Ui
hanh LuAt H0 tich).

- V{n ban, gi6y td, tni liQu xrlc minh;

- VIn b6a b6o c6o LAnh <t4o IJBND c6p xA;

t
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- B6n chr,tp qui TTHC;

- Vln ban th&rg hio vifc <hng kf hQ lch tih co quan li€n quan (ttiii vd'i trudng hAp phai th&rg b6o theo quy ttinh cua Lu41H0 ti.ch vd c6c vln
ban quy dinh chi titit Uri henh).

4. Ding tcf khai sinh k5t hqp tlIng kf nhfln cha, m9, con (Md s6 ttHC: 1.000689): C6 02 quy trinh thuc hign;

4.1 DIng kf khai sinh k6t hgp iling kf nhfn cha, m9, con tltii voi trudnrg hqp kh6ng xic minh

- Ma s6 quy trinh thri tpc hanh chfnh: 1.000689-01.

- Thdi han gi6i qrryi5t: 03 ngiy ldm viQc.

Co
quan,
tltrn vi

Bufc
thqc
hiQn

TGn bufc
thgc hiQn

Trich
nhiQm

thgc hiQn

NQi dung c6ng viQc thgc
hiQn

Bi6u m6u/k6t qui Thdi
gian

(ngnv)

Ghi
chti

UBND
t-

cap xa
Bur6'c 1 ^. I

r lep nnan
h6 so

B0
tit5p

vd
qua

Phan
nh?n

ffe tct

- Xem x6t, ki6m tra tinh hA,P 
I

lQ cta hO so: 
i

l

+ Trudmg f,qp h9 so chuadAy
dt: C6ng chric ti6p nhfln h0 sg
huong d6n tI6 c6ng d€n bO

sung hti so vi in Phi6u. y€u

cAu bO sung, hoan thiQn hO so;

+ Trudmg hqp hO so khdng
ttung quy ctinh: In Phi6u tu
ctrOi giai quytit hO so;

+ Trudrng hqp hO so il6y ttt,
hqrp tQ: TiCp nhQn, qu6t (sca{r)

hii- so vd nhflp th6ng tin ti6p
nhan hO so vdo lhAn -CT
MQt cria; in Gidy tiQp nbet hq

- Phiiiu y6u cAu b6 sung, hoan thiQn

hO so (Mdu sii OZ ban hdnh kdm

theo Th6ng tu tA OttZOtS/TT'
VPCP nsdy 23/11/2018);

- Phi6u tu ch6i tiiSp nhQn gi6i quytit
hd so (Mdu tii OS ban hdnh kdm

theo Th6ng tu tii OttzOtS/TT-
VPCP ngdy 2i/l I/2018).

- Gi6y ti6p nhan hii so vd hgn tr6
kiSt qu6 (Mdu sii Ol ban hdnh kim
theo Th6ng tu si| ottzotS/TT-
YPCP nsdy 23/t I/2018);

- H6 so theo thri tuc hdnh chinh dd

c6ng b6.

0,5

a
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a

s0 ve tr6 ktiit qu6.

- Chuy6n hO so diSn COng

chric tu ph6p - h0 tich

UBND
A-

cap xa
BuOc 2 xr t$ h6

so, b6o c6o
Lanh dao
UBND c5p
xd

Cdng chric
tu phdp
h0 tich

- Ki6m tra hd so;

- Dg th6o Trich lpc dAng ky
nhAn cha, mg, con (bin chinh)
vn Gi6y khai sinh;

- 86o c6o LEnh dao UBND
cdp xdxem x6t, ph6 duyQt.

- H6 so da ti6p nhfln;

- VEn ban b6o c6o (n€u rO co sd
ph6p ly 1i6n quan; ktit qu6 ni6m ytiq
k6t qui ki0m tra hd so; y kiiin it6
xu6t);

- Dg th6o Trich lpc cl6ng ld nhF
cha, mg, con (ban chfnh) vd Gi6y
khai sinh: BiAu mdu theo Th6ng tu
tii O+|zOz0/TT-BTP cila B0 truhng
BQ Tu phdp

I )5

UBND
A-

cap xa
Bufc 3 Ky

ttit
gihi
vd
dliu

duyQt

wll
quy€t
tl6ng

- Ldnh d4o

UBND c6p

xd;

- Vdn thu

- Ky Trich luc dlng ky nhan
cha, mg, con (bin chinh) vd
GiSy khai sinh;

- Ven thu <I6ng d6u vd chuy6n
ttSt qua cho C6ng chric tu
ph6p - h0 tich.

Trfch lpc ddng ky nhfln cha, mg,
con (ban chinh) vd Gi6y ktrai sinh
d5 ctugc ky vd <l6ng d6u

0,5

UBND
A-

cap xa
Bufc 4 Ghi vdo 56

h0 tich
C6ng chric
tu phhp
h0 tich

- Ghi vdo SO d5ng ky nhAn

cha, mg, con, 56 eteng ky ktrai
sinh vd ctng ngudi iti dAng ky
hQ tfch lry vio 56;

- Chuy6n k6t qui cho BQ phfln
^.iTi6p nhpn vd T16 k6t qu6.

SO dang ky nhfln cha, mg con vd 56
deng lqy khai sinh (Bieu mdu ban
hdnh theo Thdng n sii 04/2020/TT-
BTP cila BQ trudng BQ Tu phdp)

0,5

UBND Buritc 5 T16 kiSt qui Ph0n
nhdn

B0
ti6p

Tri ki5t qu6 cho c6ng ddn Trich lUc tl6ng ky nhQn cha, mg, 0
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4.2Ddngkf khai sinh k6t hgp tllng kf nhfn cha, mg, con tltii vr6'i trutnrg hgp phf,i xic minh

- Ma s6 quy trinh thri t-uc hanh chinh: 1.000689-02.

- Thdi han gini quy6t: 08 ngiy ldm viQc.

cap xa vi trb ttit
qua

con (bin chinh) vd Gi6y khai sinh

Hd so tluqc luu trt tai UBND c6p xfl theo quy ttinh hi6n hanh, bao gdm:

- Hd so <E ti6p nh{n theo TTHC tt6 c6ng b5;

- B6n chUp gi6y tt cua nguoi y6u ciu tlnng hi hO tich xu6t tdnh (do neudi d6p nh{n htt so thUc hi$n sao chqp tt6 luu hd so theo quy <linh

hi ldrodn 3 Di€u 3 Th6ng tu s6 O4IaO2OfiT-BTP ngdy 28/5/2020 cnsB$ tru&ng BQ Tu ph6p Quy rlinh chi tiet thi. hdnh mot sd tli€u cua

Luit H0 tich vn Nghi eintr s5 tZ:AOtSlltO-Cf ngay iS Aeng I I n[m 2015 cua Chinh pht quy t{nh chi ti6t mot s6 diAu ve bion ptr,ip thi
hanh Lu4t H0 tich).

- VIn ben b6o c6o LEntr deo UBND c5p x6;

- Bin chup k6t qui TTHC;

- VIn bin th6ng hio vift tfang lcj hQ tiph <!5r co quan li&r quan 1e6i vOi tuong hp phei th&rg h6o theo quy tlinh cta Luat H0 tich vd cdc vIn
bin quy tlinh chi ti€t thi hinh).

Co
quan,
tlon vi

Burfc
thgc
hiQn

TOn buri,c
thgc hi$n

T16ch
nhiQm

thgc hiQn

NQi dung cdng viQc thgc
hiQn

Bi6u miu/k5t qui Thdi
gian

(nsnv)

Ghi
chf

T]BND
A-

cap xa
Buritc 1 Tiiip nhAn

.lno s0
B0 ph0n
ti6p nhfln
vd ffA kCt
qua

- Xem xdt, kiem fta tinh hqp
l0 cria hti so:

+ Trudng hatp hq so chuaddy
ttri: Cdng chtc ti6p nhfln hO so
huong den dC c6ng d€n b0
sung hd so vd in Phi6u y6u

- Phiriu y6u cAu b0 sung, hoan thiQn
h6 so (Mdu sii OZ ban hdnh kdm
theo Th6ng tu si5 ol/zot8/TT-
I/PCP ngdy 23/l I/2018);

- Phi6u tu chtii ti6p nhQn gi6i quyi5t

hd so (Mdu sii OS ban hdnh kdm

theo Th6ng tu tii ot/zol8/TT-

0,5

I
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1

I cAu b6 sung, hoan thien hO so;
I

| 
+ Truong hqp h6 so 96rg
clfng quy itinh: In Phi€u tu
ctrOi giai qrytit h6 so;

+ Trudng,hq,p hO so dAy dri,
hqp lQ: Ti€p nhfln, qudt (scan)
hO so ,.u nhQp th6ng. tin tiiSp

nhAn h0 so vdo Phdn m6m
MQt ctia; in Gidy ti6p nhfln hO

so vd tri k6t qu6.

- Chuy6n hO s0 tltin Cdng
chric tu phdp - h0 tich

VPCP ngdy 23/11/2018).

- Gi6ry tii5p nhfln h6 so vd hgn tri
ktit qui (Mdu sii Ot ban hdnh k\m
theo Th1ng tu tii OttZOtS/TT-
VPCP ngdy 23/I I/2018);

- HO so theo thri tuc hanh chinh tIE
^ ,i

cong Do.

UBIID
t-

cap xa
Buri,c 2 xft t! h6

so, b6o c6o
Lanh clao

UBND c5p
xd

COng chr?c

tu ph6p
h0 tich

- Ki6m tra hd so;

- Xdc minh;

- DU th6o Trich lgc ttdng h-i
nh{n cha, mg, con (ban chfnh)
vd Gi6y khai sinh

- 86o c5o LEnh c14o UBND
cdpxdxem xdt, ph6 duyQt.

- HO so dA titip nhQn;
.i- Vdn b6n, gi6y td, tei li6u x6c

minh;

- Vdn bhn b6o c6o (n6u rO co sd
ph6p lf li6n quan; kiSt qui ni6m yi5t;

kiSt qui ki6m tra, xdc minh hO so; y
ki6n dO *,.160;

- Du th6o Trich lgc ddng ky nhfln
cha, mg, con (ban chfnh) vn Gi6y
khai sinh: BiAu miu theo Thdng tu
sii 04/2020/TT-BTP cila Bo ru
phdp

6,5

UBNI)
A-cap xa

Bur6'c 3 K! duyQt
ket que

A,glar quyet
vd d6ng

- LZnh tl4o

UBND c6p

xd;

- Ky Trich lpc clSng ky nhan
cha, mg, con (b6n chinh) vd
Gi6y khai sinh;

Trich lpc ddng lcj nhQn
con (ban chfnh) vd Gi6y
tl6 tlucy. c lcy vd il6ng d6u

cha, me,
khai sinh

0,5

1.
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ddu - Vdn thu. - Van thu tl6ng d6u vi chuy6n
t<iSt qua cho C6ng chric tu
phirp - h0 tich.

TIBND
t-cap xa

Bufc 4 Ghi vdo Sd
h0 tich

Cdng chric
tu ph6p
h0 tich

- Ghi vdo Sd itdng ky nhan
cha, mg, con, S5 deng ky khai
sinh vd ctng ngqdi ili il6ng ky
h0 tich ky vdo 56;

- Chuyiin ki5t qu6 cho B0 phan
Titip nhan vd Tri ktit qu6.

- SO Aang ky nhan cha, mg con vd
SO Oeng ky khai sinh (BiAu mdu
ban hdnh theo Thdng tu sd

04/2020/TT-BTP cila B0 Tuphdp);

- Trich lpc d5ng ky nhan cha, mg,

con (ban chinh) vd Gi6y khai sinh.

0,5

TJBND
A-

cap xa
Budc 5 Tri ki5t qui B0

.. a
tlep
vd
que

Phan
nhAn

tra t<6t

Tri k6t qui cho cdng ddn Trich lpc dlng ky nhan cha, mg,
con (bin chfnh) vd GiSy khai sinh

0

Hd so duqc luu trt tei UBND c6p xd ttreo quy tlinh hien hdnh, bao gdm:

- Ud so aa ti6p ntr6n theo TTHC tl6 cOng b6;

- Bdn chup gi6y td crla ngudi y€u ciu tling hy hO tich xu61 trinh (do ngut tiiip nhAn hti so thgc hifn sao chgp d6 luu hti so theq quy ali"h
rai kloan 3 Didu 3 Thong tu sii 0412020ff"t-BTP ngdy 281512020 ctaBo tuong BO Tu ph6p Quy ttinh chi ti6t thi. hdnh mot s0 di€u crla

LuaJ HQ tich vd Nghi Cirt s6 tZllZOtSnqO-Cf ngay iS thdng 11 nim 2015 cua Chlnh phrl quy tlinh chi ti6t mot s6 didu vd bi€n ph6p thi
henh LuEt H0 tich).

- Vin ban, gi6y td, tdi li€u x6c minh;

- Vln b6n b6o c6o Ldnh tleo UBND ci.p x6;

- Bim chqp k6t qun T[HC;
- Ven bnn thong hio vigo ttane ki h0 tiph d& co quan li&r quan 1O6i va tuorrg Lqp phai thdng b.{o theo quy <finh cta Luat H0 tich vd c.ic v'an

ban quy dinh chi ti6t fti hnnD.

5. DIng lci khai tri (Ma sO TTHC: 1.000656): C6 01 quy trinh thuc hiqn;
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- Mn si5 quy trinh tht tuc hdnh chinh: 1.000656.

- Thdi han giei quy6t: ngay trong ngdy ti6p nh{n y€u cAu, trudng hqp nhfln hd so sau l5 gid me kh6ng gi6i quy6t <luo. c ngay tln 66 kiit
qui trong ngiy ldm viPc tilip theo.

Co
quan,
tlom vi

Budc
thgc
hiQn

TGn bufc
thgc hiQn

Trich
nhiQm

thgc hiQn

NQi dung c6ng viQc thqc
hiQn

Bi6u m6u/k5t qui Thli
gian

(ngny)

Ghi
cht[

UBND
A-

cap xa
Buritc I Ti6p nhAn

hO so

B0
titip
vd
qua

Ph0n
nhan

trh ttit

- Xem xdt, kii5m tra tfnh hqp
lQ cria hti scr:

+ Trudmg hap h9 so chuadAy
thi: c6ng chric.tiep nhAn hO so
hucmg d6n dC c6ng d€n bO

sung hd s<y vd in Phi6u. y€u
cdu b6 sung, hoan thi-en h6 so;

+ Truong hqp h6 so kh6ng
&ilg quy rlflh:. in Phii5u fi
ch6i gi6i quy6t h6 so;

+ Trudng.hqrp hO so dAy dri,
hqrp lQ: Ti6p nhfn, qudt (scan)
hO so 

".u 
nhflp th6ng. tin ti6p

nhan h0 so vio Ph0n m6m
MQt cta; in Gi6y titip nhan h6,

so vd tr6 ki5t qu6.

- Chuy6n hO so tltin COng
chric tu ph6p - h0 tich

- Phi6u y6u cAu.b6 sung, hodn thiQn
hO so (Mdu s6 02 ban hdnh kim
theo Th6ng tu tii ottzotS/TT-
VPCP ngdy 23/11/2018);

- Phi6u tu ch6i titip nhfn gi6i quy6t
hd so (Mdu sii OS ban hdnh kdm
theo Th,ng tu sii OttZOlS/TT-
VPCP nsdy 23/I1/2018).

- Gi5y ti6p nhan hO so vd h-en tr6
k6t qu6 (Mdu sii Ot ban hdnh kdm
theo Th6ng tu si| ottzotS/TT-
VPCP ngdy 23/11/2018);

- HO so theo thri tuc hdnh chinh tt6
^ ,A

cong Do.

Ngay
trong
ngily
ti6p

nhan
^iyeu cau,

trucrng
hqp 

.
nhan ho

SO SAU

15 gid
md

kh6ng
gihi.

quyCt
dugc

ngay thi
tri ktit

que
trong
ngdy

ldm viQc
,. i
uep

UBI{D
^-cap xa

Bur6,c 2 xr t! h6
so, b6o c6o

C6ng chric
tu ph6p

- Ki€m tra h6 so, xdc minh
(niSu can);

- Hd so ila tiiSp nh+n;

- Vdn bin, giSy td, tdi liQu xilc minh

I

.r ,a,. rlr-.-e ^
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LAnh
UBND
xd

tlao
cdp

h0 tich - DU th6o Trich lpc khai tu
(ban chfnh);

- 86o c6o Ldnh ilao UBND
A-r

cdp xd xem x6t, ph€ duyQt.

(n6u c6);

- Vdn ban b6o c6o (n6u rO co sd
ph6p ly li6n quan; k6t qud kii5m tra,
ia.--irrtr hO so (ntlu c6); y kiiin de

xu6t);

- Dg thio Trfch lgc khai tt (ban

chinh): BiAu mdu theo Th6ng tu sd
04/2020/TT-BTP cila B0 truong B0
Tu ptuip

theo.

UBND
A-

cap xa
Buritc 3 Ky

t6t
glhi
vd
d6u

duyQt
qult

quyCt
d6ng

- Lffi tlao

UBND c5p

xA;

- Vdn thu.

- Kli Trich lpc khai tu (ban
chfnh)

- Vdn thu cl6ng d6u vd chuyiSn

ki5t qua cho C6ng chric tu
ph6p - h0 tich

Trich luc khai tu (bin chinh) <Ia

dugc ky vn d6ng d6u

UBND
^-cap xa

Bufc 4 Ghi vdo SO

h0 tich
C6ng chric
tu ph6p
h0 tich

- Ghi vdo SO ddng ky.khai tu
vd ctng nguoi y6u c6u tl6ng
ky khai tt ky vdo 56.

- Chuy€n ktit qui cho BQ phan
^.iTi€p nhan vi Tri k6t qu6.

56 etang ky khai th (BiAu mdu ban
hdnh theo Th6ng tu sd 04/2020/TT-
BTP cfia BQ truong BQ Tu phdp)

TIBI\D
A-

cap xa
Bufc 5 Tri kiSt qui B0

titip
vd
qua

Phan
nhan

te t6t

Tri kiSt qui cho c6ng ddn Trich lpc khai tu (ban chinh)

Hd so <tugc luu tru hi UBND c6p xd theo quy tllnh hiQn heds bao gdm:

- Hd so <E ti6p nhin theo TTHC tE c.6ng b6;

- Ban chup ei6y td cua ngudi y€u ciu tldng kf h0 tich xu6t trinh (do nguoi ti6p nhfln hd sc thuc hiQn $o chup dA luu hO so theo quy dinh
\
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I

Bi khoan 3 Didu 3 th6ng tu, s6 04t20201f1-BTP ngny 28l5l2O2O cua BO trudng BO Tu ph.4p Quy dinh chi tiiit thi hdnh mot s6 <ti€u cta
Luat HO tich va Nghi dinh sii 123I20154.ID-CP ngay l5 thring 11 nim 2015 cua Chlnh phri quy <tinh chi fi6t mot s5 di€u vd bifu ph6p thi
hdnh Luit H0 tich).

- Van b6n brio cao Lanh tl4o UBND c6p xa;

- Bdm chup kitt que TTHC;

- VAn ben th6ng beo vift tung kj hQ tiph dr5n co quan li€n quan 1ai5i va Elrdng nqp phni th&rg h4o theo quy tlinh crla Luit HO tiph vd c6c vln
ban quy ttinh fi ti€t thi hanh).

6. DIng lrf gi6m hO (Ma s6 TTHC: 1.004837): C6 01 quy trinh thuc hien

- MA sO quy trinh thri tpc hdnh chfnh: 1.004837.

- Thdi han gi6i quyist: 03 ngdy ldm viQc

Co
quan,
tlon vi

Budc
thgc
hiQn

TGn bufc
thgc hiQn

Trich
nhiQm

thgc hiQn

NQi dung cdng viQc thtJc
hiQn

Bi5u miu/k6t qui Thdi
gian

(neny)

Ghi
chrl

UBNDx-
cap xa

Bufc I TiCp nhan
hii so

Ph0n
nh?n

ffe ttit

B0
..i
tlep

i
YA

qua

- Xem xdt, ki6m tra tfnh hgrp
, 'xle cua no s0:

+ Trudmg t qp h9 so chuaddy
dri: Cdng chric ti6p nh{n hO so
huong dan dC c6ng d€n b6
sung hO so vd in Phi6u y6u
cdu bd sung, hoan thiQn hd so;

+ Truong hqp hO so kh6ng
thing quy ctinh: In Phii5u tu
cfrOi giai quytit hd so;

+ Trudrng hq,p hO so d6y dti,
hqp lQ: Ti6p nh{n, qu6t (scan)

- Phii5u y6u cAu b6 sung, hoan
thiQn hO so (Mdu tii OZ ban hdnh
kdm theo Thdng tu
sii ottzotatrr-vPcP ngdy
23/1 1/20r8);

- Phi6u tu ch6i ti6p nhqn gi6i
quytit trO so (Mdu tii OS ban
hdnh kdm theo Thdng tu
sii o t tzo t B/TT-I/PCP ngdy
23/1 1/2018).

- 9i6V tiep nhQn hti so vd he.n tri
k6t qui (Mdu s6 0l ban hdnh
kdm theo Th6nS tu

0,5

.. '..i- La
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h6 so vd nhfp th6ng tin ti6p
nhan hO so vdo Phdn miim
MQt cria; in Gi6y ti6p nhan hO

so vd trhk€t quh.

- ChuyiSn hO so rttin COng
chric tu ph6p - h0 tich

si| o t tzo t 8/TT-VPCP ngdy
23/r 1/2018);

- HO so theo thri tuc hdnh chfnh
^ ,l

oa cong Do.

UBND
A-

cap xa
Bv6c 2 Xt ly hd

so, biio c6o
LAnh
UBND
xE

<lao
A

cap

C6ng chric
tu phdp
h0 tich

- Ki6m tra hd so; x5c minh
(niSu cdn thiti|;

- Dg th6o Trfch lpc tleng ky
gi6m hQ @an chfnh)

- 86o c6o LInh dao UBND
A.

cap xa.

- Hti so cla d6p nh$n;

- VIn bin, giSy td, tai [Qu xric
minh (ni5u c6);

- Van ban b6o c6o (n€u rO co,sd
phrip ly li6n qua.ru k6t qu6.ti6q
tra, x6c minh hO so; y kiOn <16

I.,
xuat.,;

- Dg th6o Trich lUc deng ky
gi6m h9 (ban chinh): BiAu mdu
theo Th6ng u s6 04/2020/TT-
BTP cila BQ trudng Bp Tu phdp

I )5

UBND
A-

cap xa
Buri,c 3 Ky

kct
giiti
vd
d6u

duyQt
qug

quyOt

d6ng

- Ldnh clpo

IIBND c6p

xd;

- VIn thu.

- Kf Trich lgc dlng ky gi6m
hQ (ban chfnh);

- Vdn thu d6ng d6u vd chuyiSn

k6t qua cho Cdng chric tu
ph6p - h0 tich

Trich lpc Trich lpc ddng lcy giim
hQ @5n chinh) dE tluo. c ky ,d
d6ng d6u

0,5

UBI\D
i-

cap xa
Bufc 4 Ghi vdo Sd

h0 tich
Cdng chtc
tu phrip
h0 tich

- Ghi vdo SO d[ng ky giim
h0; ctng ngudi .di d[ng ky
gi6m hO lry vdo 56;

- Chuytin ktSt qui cho B0 phan
^.iTi6p nh{n vd Tri k0t qu6.

SO tlang ky giam hQ (Bi€u mdu
ban hdnh theo Th6ng tu tii
04/2020/TT-BTP cfia BQ trudng
BQ Tuphdp)

0,5
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7. Ding ky ch6m dut gi6m hO (Me sd ttHC: 1.004845): C6 0l quy trinh thgc hiQn

- Ma s5 quy trinh thri tpc hdnh chinh: 1.004845.

- Thdi h4n giii quy6t: 02 ngiry ldm viQc

0Trich lpc dlng lry gi6m h0 (ban
chinh)

Tri k6t qui Phan
nhAn

trh ttit

B0
tiiip
vd
qua

T16 kr5t qu6 cho c6ng d6n
A-

cap xa
UBND Buri,c 5

H6 so ttugc luu trtr tgi UBND c6p xa theo quy tfinh hiQn hdnh, bao gdm:

- Hd so da ti6p nhAn theo TTHC <16 cong bii;

- Brin chup gi6y td cta ngudi y€u cdu <lEng ky h0 tich xu6t trtnh (do nguoi ti6p nhan hii so thuc hi€n sao chpp d6 luu hd so theo quy

dinh t4i khoan 3 oidu : Thong tu s6 04t2020tf1-BTP rlgity 281512020 cta B0 tru&ng B0 Tu ph6p Quy <Iinh chi ti6t thi hdnh m.0t sd

AiC" d" i.at iO tpn va NgniAinrr s6 tzrnOtstt tO-cr-ogay 15 th6ng 1l ndm 201tcta Chinh pnn quy ainn cni ti& moJ s5 tlidu vd

bien ph6p thi henh Lu6t H0 tich).

- Vdn biLn, gi6y td, tdi li$u x6c minh (tt6i vdi trudng hqp c6 x6c minh);

- vin ban b6o c.io Lanh rtao UBND c6p xa;

- Bnn chup k6t qun TTHC;

- Van ban thong b6o vi& tEng hI h0 tiph <lCn co quan li&r quan (tfiii vtfi trudng hqp phai th6ng b6o theo quy tfinh cta Luit H0 ti.ch vd c6c vln
ban quy dinh chi tiiit thi hanh).

Cc quan,
tlon vi

Bur6,c

thqc
hiQn

TGn buri,c
thgc hiQn

Trich
nhiQm

thr;c hiQn

NQi dung c6ng viQc thqc
hiQn

Bi6u mfru/k5t qufr Thdi
gian

(ngnv)

Ghi
chf

UBND
^-cap xa

Burfrc I ri6p nhan
h6 scv

Ph0n
nhan

ta tct

B0
ti{ip
vd

- Xem x6t, kii5m tra tinh hgrp

lQ cria hO so:

+ Trudmg hqrp hO so chua d6y

- Phii5u y6u cAu bO sung, hoan
thiQn hd so (Miu sii OZ ban hdnh
kim theo Th6ng tu
t6 ottzolatr-rPCP nsdy

0,25
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qua dri: Cdng chric ti6p nhfln hti so
hucmg a5n Oe c6ng ddn bO

sung h6 so vd in Phi€u y6u
cdu b6 sung, hoan thiQn h6 so;

+ Trudng hqrp hO so kh6ng
thing quy dinh: In Phi6u tu
ctrOi giai quy6t hti so;

+ Trudng.hqp hO so d6y dfi,
hqp lQ: Ti€p nhan, qu6t (scan)

hd so v.a rrt 0p thdng. tin titip
nhAn hd so vdo PhAn m6m
MQt crla; in Gi6y ti6p nhQn h6
so vd tri k6t qu6.

- Chuyi5n hO so tltin Cdng
chr?c tu phdp - h0 tich

23/r r/20r8);

- Phi6u tt ch6i ti6p nhfln giai
quytit trO so (Mdu sii os ban
hdnh kim theo Th6ng tu
ti| o t tzo t 8/TT-VPCP nsdy
2s/r 1/20r8).

- giiiv titip nlran hti so vd hsn tr6
k6t qui (Mdu s6 0l ban hdnh
kim theo Th6ng tu
sA O ttZO t 8/TT-VPCP ngdy
23/t 1/2018);

- HO so theo thri tuc hanh chinh
da c6ng bt5.

t]BND
A-

cap xa
Bufc 2 Xri ly hO

so, b6o c6o
LAnh d?o
UBND c6p
xd

COng chric
tu ph6p
h0 tich

- Ki6m tra hO so; x6c minh
(n6u cdn thi60;

- DU th6o Trich lpc tl5ng ky
chdm dut gi6m hO Oan
chinh);

- Brio c6o Ldnh dao UBND
A-

cap xa.

- HO so da ti6p nhan;

- Vdn bhn, gi6y td, tei liQu x6c
minh (niSu c6);

- VAn ban b6o c5o (n6u rd co s0
ph6p ly li6n qual; kt5t qu6.tieq
tra, xdc minh h6 so; y ki6n tI6

r..
xuat);

- DU th6o Trich lpc tl5ng ky
ch6m dtt giim h0 06n chinh):
BiAu mdu theo Thing tu tii
04/2020/TT-BTP cfia BQ truhng
BQ Tu phdp

0t
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0,5
Trich lPc tI[ng lcf ch6m dtrt gi6m

hO Oal ctrinh) dd <lusc kY vd

tl6ng ddu

- K1i Trich lPc ding kY ch6m

dtrt gi6m h9 Oan chinh);

- VAn thu d6ng diu vd chuY6n

t6t que cho COng chirc tu

ph6p - h0 tich

- Ldnh d4o

UBND c6P

xd;

- Vdn thu.

Ky
k0t
glbi
vd
ddu

duyQt
qult

quyCt
d6ng

Bufc 3I'BND
cip xl

0,25
SO dang lcf ch6m dtrt gi6m hQ

GiAu idr-bo, hdnh theo Th6ng

io tA 04/2020/TT-BTP cila BA

trubng BQ Ta PhdP)

- Ghi vdo SO

dtrt gi6m hQ;

dang ry chAm

vdo 36;

dang kY ch6m

cirng ngudi di
dtrt gi6m h0 kY

- ChuY€n k€t qui clro BQ Phan

fi6p ofra" vi Tri ktit qu6'

C6ng chric
tu ph5P

h0 tich

Ghi vio SO

h0 tich
Bufc 4UBND

c6p xfl

0
Trich lPc itlng lci cham dtrt gi6m

h0 06n chinh)T16 ki5t qui cho cdng ddn
B0
ti6p
vi
que

phOn
nh0n

tettrh

Tri kOt quiBufc 5

cAp xfl
UBND

T]BND cdp x6 theo quy dinh hi0n hanh, bao g6m
H6 so dugc 1rru trd tai

H6 da ti6p nhAn theo TTH,C da c6ng bo
ch oe 1lru ho SO theo quy tlinh

<liAu ctra
SO

xu5t trinh (do ngudi tiCp nh0n ho SO thgc hiQn Sao up
SO

Bin chup gi6y td
Di6u 3

cua ngudi yeu cau ddng ky h0 tfch
B0 trucrng B0 Tu ph6P Quy dinh chi tict thi hanh m0t

SO 041202O/TT BTP ngay 28/ 512020 cua
dinh chi ti6t m0t so tti6u va biQn ph6P thi

tqi khoan 3 ThOng trr
5 thang 1 1 nim 20 1 5 cua Chinh pht quy

tich va Nshi dinh SO 1 23120 1 5/ND-CP ngay 1

Luat H0
hdnh LuQt H0 tich)'

_ v6n bin, gi6ytd, tei tiQu x6c minh 1e6i voi trulng hqp co x6c minh);

- Vdn ban b6o c6o Ldnh dao UBND cLP xd;

- Btn chuP kist qu6 TTHC;
AOi voi

di5n co 1i€n
- VIn ban b6o

b6o theo dinh criaL vir c6c v[n

.Lr/. \ r- EI'] .1..r,,
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ban quy <linh chi thi hanh).

8' Thfi tgc thay d6i, cf,i chinh, b6 sung hQ tich (Ma s6 TTHC: 1.004859): C6 03 quy trinh thuc hi6n;

8.1 Tht tgc thay ddi, cei chinh hQ tlch cho ngudi du6t 14 tu6i aiii vrf,i trudng hqp khdng xr[c minh
- Ma sd quy trinh thri tpc hanh chinh: 1.004859-01.

- Thdi han gi6i quytit: 03 ngdy ldm viQc.

Co quan,
tlol v!

Bur6'c

thgc
hiQn

TGn bufc
thgc hiQn

Trich
nhiQm

thgc hiQn

NQi dung c6ng viQc thgc
hiQn

Bi6u mfiu/kiit qun Thoi gian

(ngny)

Ghi
chr[

T]BND
cap xa

Bur6,c 1 ritip nhgn
hO so

que
ttStvd tri

B0
ti6p

phAn
nhan

- Xem x6t, ki€m tra tfnh hgp
lQ cria hO so:

+ Trudng hgp hO so chua rldy
thi: C6ng chric tiiSp nhfln h6 so
huong OEn O6 c6ng dan b6
sung hO so vd in Phii5u. y6u
cdu b6 SUg, hoan thiQn h6 so;

+ Trudmg hqp hO so kh6ng
thing quy illnh: In Phi6u fi
ctrOi giai quytit hO so;

+ Trudmg hqp hO so diy dri,
hqrp lQ: Ti6p nhfn, qu6t (scar-r)

hO so ya nhflp th6ng tin ti6p
nhAn hO so vdo PhAn mem
MQt cria; in GiSy tii5p nhQn ho
so vd tr6 k€t qu6.

- Chu hO so ili5n C

- Phi6u y6u cAu b5 sung, hoan
thi€n h6 so (Mdu tii OZ ban hdnh
kdm theo Th6ng tu
sii OttzOlB/TT-V?C? ngdy
23/1 r/20r8);

- Phii5u tu ch6i tiiSp nhQn gi6i
quytlt trO so (Mdu- sii OS bon
hdnh kdm theo Th6ng tu
sii o t tz o t 8/TT-\/PCP ngdy
23/r t/20r8).

- gia1 ti6p nlrfln hO so vd h-en tri
k6t qui (Mdu sd 0l ban hdnh
kdm theo Th6ng tu
sii o t /zo t B/TT-VaCI 

"soy23/1 r/2018);

- Hd so theo thri tpc hdnh chinh
^ .a

ca cong Do.

0,5
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'
chirc tu Ph6P - h0 tich

1,5
- Hti so dA ti0P nhan;

- V[n ban b6o c6o (n€u t6^:g^stY

ph6p $ li€n qual; k6t qua Klem

ira;-y kiCn <16 xudt);

- Du th6o Trich lPc thaY d6i'-cai

"rurfr, 
ta sung hQ tich' x6: dinh

14i ddn tQc (bin chinh): Bftu mau

theo Th6ng tu s6 04/2020/TT-

l";i-P c,ila 8"0 trudng BQ Ta PhdP'-

- Ki6m tra h6 so;

- DU thio Trich luc tlaY d0,r'

cai chinh, bO sung h0 tich'x6c

ainf, f+i ddn tQc (bin chinh);

- 86o c6o Ldnh d4o UBND

cdp xd.

tu Ph6P
h0 tich

COngxt bi h6

So, b6o

c6o Ldnh
dao
UBND
chp xd

Bufc 2UBND
c6p xf,

0,5

diu

lai
b6chinh,caloo1,thaylucTrich

den t0cxac dinhtich,h0sung
va d6ngkyda dugcchinh)(ban

- KY Trich luc

chinh, bO sung

dinh lai ddn tQc i

- Van thu d6ng

ttray d6i, cai

hO tich, x6c

(bin chinh)

ddu vd chuY6n

t0t quA cho COng chirc tu

ph6p - h0 tich

dao

UBND
cdp xd;

LAnh

Vdn

thu.

duyQt
qui

quyOt

<16n9

Ky
kct
gibi
vlr
ddu

Budc 3UBND
c6p xfl

50,
SO dang lcf thaY ddi' cei chilft'

ia r*itto titrr, x6c dinh lai ddn

tO"- Gra' mdu ban hdnh theo

fia"-s ta sa 04/2020/TT-BTP

",i, 
EO ffadng BQ Tu PtuiP)

- chi vdo 56 daqe kV thal

d6i cai chinh, bO sung hQ

ti.t. *a. dinh lai dAn tQc vd

;mL tg".ri di dang lci h0 tich

f,i vdo 56.

- ChuY0n k6t qu6 cho B0

riep ,rta" vd'iri ki5t qu6'
Phan

COng
chirc ttr
ph6P - hQ

tich

Ghi viro

SO trO tictr
Bufc 4UBND

c6p xa

0
Trich lPc thaY d0i, cei chinh'

..r"g h0 t!ch, x6c dinh lai ddn

b6
r0c

(ban chinh)

Tri kiit qui cho c6ng d6nB0 Phan
tiCp nhan
vd tr6 k€t

t<ctT$
qua

Bufc 5UBND
cAp x[

-,2==-\ rl.j
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8.2 Thfi tgc thay tl6i, cii chinh hQ tich cho nguli durfi 14 tu6i aiii vrl,i trudrng hqp phfri x6c minh
- Ma sO quy trinh thri tpc hanh ch(nh: 1.004g59-02 .

- Thdi han gini quy6t: 06 ngdy ldm viQc.

qua

- H6 so tta ti6p nh6n theo TTHC da c6ng b6;

. fg cJtug q'1iy to 
"ta 

ngudi y€u ciu dnng kr- h0 tich x*5t trinh (do ngu&i ti6p nh6n hd so thgc hiQn sao chsp d6 luu h6 so rheo quy ttinh
3i khoen 3 Dieu 3 Thons tu si5 o+tzuorrt-s'rt ngdy t6tlno\s 

":?nq 
tr"o,ga6 r, pndp r,"i"! aa"'tir r,r,r, L6., ,6 oiE" J# i'raiH6 tich vn Nghi dinh sri t Z:lzO r srup-Cp ngiy, tsitilzlts c*Cr,rrr, pri r qrv ii"r, 

"r,i 
iet .6i.4 ?le, ,a uign pnap ,rri naor, ru4, n6t!ch).

- Ven ban b6o c6o Lnnh tlao UBND c6p x6;

- Ben chup k.it qud TTTIC;

: .vin bel tlong ryo vi& <lEng lcj h$ tich &h co quan li6n quan (d5i vdi tudng hqp phei ftong b6o theo quy tlinh cua Luflt Hg tich vi c6c vnnb{n quy tlinh chi tiilt thi hinh).

H6 so dugc luu trii tai UBND cdp xdtheo quy rlinh hiQn hanh, bao g6m:

Ctr quan,
tlol vi

Bur6'c

thgc
hiQn

TGn budc
thrpc hiQn

Tr{ch
nhiQm

thgc hiQn

NQi dung cdng viQc thgc
hign

Bi6u mfiu/k6t qui Thdi gian

(ngny)

Ghi
chr[

UBND
A-cap xa

Bu6,c I T!i5p nhqn
h6 so

B0 phan
ti6p nhfln
vd tr6 ktit
qua

- Xem xdt, kitim tra tfnh hgrp

lQ cria h6 so:

+ Trudmg hqrp hO so chua dAy
dt: C6ng chtic titip ntrQn hO so
hucmg aan Oi5 c6ng ddn b6
sung h6 so vd in Fhi6u y6u
cAu bO sung, hoin thiQn hO so;

- Phi6u y6u cAu b6 sung, hoan
thiQn hO so (Mdu sii OZ bin hdnh
kim theo Th6ng tu
tii OttZOtS/TT-VaCI ngdy
23/1 r/2018);

- Phi6u tu chtii ti6p nhfln gi6i
quy6t h6 so (Mdu- sii os ion
hdnh kdm theo tu

0,5

I

,.
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'

- Gi6y ticp n!0n hii so vd hen tri
u{t' i"[-(uai 'a ot ban hdnh-ia*' ihro Th6ng tu

,i o t tzo t a/TT-vPcP nsdY

zj/11/2018);

- Hti so theo thti tUc hanh chinh

t ddcdngb6'

ngayI/PCP01/201 8/TT-

2i/11/2018)

+ Truong hqp hd so ddY dir'

tr*^ll, i=icP't*tat" qu6t.(scan)
'tt#* 

"U 
nh0P thOng,tin t16P

nhan hti so vdo Ph0n *:T
nnOt"*t in Gi6Y tieP nhQn hO

so vd tri k6t qu6'

- ChuY€n hti

chirc tu Ph6P -
so d6n COng

h0 tich
4r5

- Hii so da tiCP nhan;

- V6n bin, gi6Y td' tai liQu x6c

minh;

- Vdn ban b6o c6o (n6u t6-:9^t0

,,1:"y"T,#ffi '5"Jii.1#"#
xu6tl;

d6i,

O/TT.

calthaYlucTrichth6oDU
x6c dinhtfch,h0sungbochinh,

mauBiAuchinh):ddn (b6nt0clai
0204/2SOtaTh6ngtheo

TaphdPBOtruongBOcuqBTP

- Ki0m tra hd so;

-Xitcminh hii so;

- DU th6o Trich luc {aY d6.r,

"[Iniot', 
b6 sung ho tich'x6c

AJLI oat' tg' (bhn chinh)

- 86o c6o Ldnh d4o UBND

c6p x6.

tu Ph6P
h0 tich

COng

cdp xd
UBND

b6o
LAnh

xt
SO,

c6:o

dao

ly hoBuficZUBND
c6p x[

0,5

dflu

cal

tich,

bochinh,oo1,thaYlucTrich
den t0claixac dinhh0sung
av d6ngdugcoa lrychinh)(banchinh)lqldinh

cal-7.oo1,t thaYTrich ucKy
xactfch,h0ob sungchinh,

6nt0cddn (b

chuYOnYAdfluthu dongVIn tuchrlcchotet

d?o

UBND
cdp xd;

LanhKy duYQt

rct qui
gi6i quY6t

vd d6ng

dnu

Bufc 3UBND
c6p xi

/,.' rl.tl \r E (larr. I --,
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VIn
thu

phdp - hQ tich

UBND
A-

cap xa
Buri,c 4 Ghi vdo

56 h0 tich
C6ng
chftc tu
ph6p - hQ

tich

- -Ghi vdo SO rldng ky thay
d6i, chi chfnh, Uil sung h6
tich, xdc clinh lai d6n tQc vd
ctrng ngucri rli rlang ky hO tich
ky vdo 56.

- Chuyi5n kiSt qui clo BQ phan
Ti6p nhan vd Tri ktlt qu6.

SO dang ky thay d6i, cai chfnh,
bO sung trQ tich, xric illnh lai d6n
tQc (Bi€u mdu ban hdnh theo
Th6ng tu tii 04/2020/TT-BTP
cua BQ trudng BQ Tu phdp).

0,5

cdp xii
UBND Bur6,c 5 Trh t6t

que
B0
titip

que
vd tr6 ki5t

phan
nh0n

Tri ktit qui cho c6ng d6n Trich lgc thay d6i, cei chinh, b6
sung hQ tich, xric ilinh lAi d6n tQc
(ban chinh)

0

Hd so dugc luu trii tai UBND c6p x5 theo quy
- H6 so defi€pnhfln theo TTHC rIE c6ng b6;

ttinh hiQn henh, bao g6m:

- Bin chup gi6y td cua ngudi v€u cAu dtrng hj' hO tich xu6t tlnh (do ngutri tifo nhfln hd so thgc hiQn sao chyp d6 luu hd so ttreo quy dinhtai lfioin 3 Di6u 3 Th6ng tu s6 utzozotn-arp 
"gt zslsti02ii.,t"';o hodne Bg ru phap euy tlinh chi ti€t thi hdnh mgt sri tli6u cua

#trf$hi',i"Teidinh 
s6 123l2015^{D-cprea; i5 tt6"c ri',r*iors 

",rrchr.hp,i,r.i"y-eirr, "r,iir?;ot.3;a" ffiii;ap,;
- vdn bhn, gidy td, tai [Qu xrlc minh (aoi voi trudrng hqp c6 x6c minh);
- Vdn b6n b6o crio Ldnh d4o TIBND cdp xd;
- Bin chpp ki5t qu6 TTHC;

- ven bin tl&rg b6o vi& tt ng kf b0 tich tt6n co quan li&r quan (dii vdi ruong hqp phni thong b6o theo quy tllnh cua Lu6r Hg tich vi cic vdnben quy tlinh chi ti6t thi henfD.

L

a
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8.3 Thfi tUc b6 sung thdng tin hQ tich

- Ma s6 quy trinh thri tuc henh chinh: 1'004859-03'

- Thdi h4n gi6i quytit: ngay trong ngAy ldm viQc'

trong ngdY ldm viQc tiiiP theo'

truonghqrpnhanhtisosau15gidmdkh6nggihiryy€,tdugcngaythitr6k6tqu6

Ghi
chti

Thli
gian

(ngnY)

Bi5u mf,u/k6t qun
NQi dung c6ng viQc thqc

hiQn
Trich
nhiQm

thr;c hiQn

TOn bufc
thqc hiQn

Bufc
thgc
hiQn

Ccr quan'
don vi

Ngay l

trong
ngdy ldm

vi0c;
truong

hqrp nhan
hO so sau

15 gid md
kh6ng.

gif,i quY€t
tlugc

ngaY lhi
tre k6t

qui ffong
ngdY la1n

viQc ti0P
theo

- Phii5u YCu cdu b6 sung' hoan

thie" h6 io (Mdu sA OZ ban hdnh

kDm theo Th6ng w s6 01/2018/TT-

VPCP nsdY 23/11/2018);

- Phii5u tu ctrOi tii5P nh0n gi6i

o"re, na so (Mdu ti| os ban hdnh-[i* 
tlr"o Th6ng tu sd o1/2018/TT-

VPCP ngdY 2j/11/2018)'

- Gi6v tieP nh0n hii so vd hEn tr6

tai qra tUdu si| Ot ban hdnh kdm

theo Th6ng tu ti5 ot/zola/rr-
YPCP ngaY 2j/11/2018);

- H0 so theo thri tUc hdnh chinh dd

c6ng b6.

- Xem x6t, kiiSm tra tinh hqP

lq cria hti so:

+ Trudng hatp hq so chuadAY

o,r, CJri"tic"tii5P nnal-tro i9
tr"*e Ia" Aa c6ng ddn b6

,r.,g hd so vh in lfi0Y'Veu
rA.iUO sung, hoan thiEn h6 so;

+ Trubng hqP hO so kh6ng

d,;;-il; d,.S'.In Phi6u tir

ctrOi giai quY6t h0 so;

+ Trudrng hqP hO so dAY du'

hoo lQ: f-iCP nnan, qu6t.(sc11)

t6'to vd nhQP th6ng.tin ti6P

nhan hii so vdo Phtn *:T
1u1fr-",ru; in Gi6Y tiCP nhan h0

so vir trf, k6t qua'

- ChuY0n hO so d6n C0ng

chtc tu Ph6P - h0 tich

B0 Ph0n
tiep nhfln
vd tr6 k6t
qua

TiCp nhQn

hO so
Bufc 1UBND

c6p xI

rl r -r-\ i-!-' s'z'
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UBND
cap xa

Bufc 2 xr ly h6
s0, b6o
cilo Lanh
dao
UBND

A-
cap xa

tu phdp
hO tich

COng

- DU th6o Trfch lpc thay rl6i,
cii chfnh, bO sung h0 tich, x6c
ilinh lai d6n tQc (b6n chfnh)

- Brio crio Ldnh cl4o UBND
A-

cap xa.

so; xiic minh- Ki€m tra h6
(n6u cdn thitlQ;

- H6 so da ti6p nhfln;

- Vdn bhn, giily td, tdi liQu x6c
minh (ntiu c6);

- Vdn bin b6o crio (n€u 16 co s0
ph6p ly li€n quan; k6t qu6 ki€m
tra,. xdc minh h6 so; y kii5n dC
xu6t;;

- DU th6o Trfch lpc thay d6i, cei
chinh, bd sung hO tich, xric ilinh
lai d6n tQc (ban chfrih): Bidu mdu
theo Th6ng tu sd 04/2020/TT-BT?
cua B0 trudng BQ Tu phdp

UBND
A-cap xa

Buri,c 3 duyQt
qvg

quydt
d5ng

Ky
t<tit

giiti
vd
d6u

<Iao

UBND
A-

cap xa;

Lanh

VAn

thu.

- Ky Trich luc thay d6i, cai
chinh, b5 sung hQ tich, xric
cllnh lai ddn tQc @nn chinh)

- yIn thu tl6ng d5u vd chuyi5n
k€t qua cho C6ng chric tu
phrlp - hQ tich

Trfch lgc thay d6i, cei chinh, b6
sung hQ tich, x6c rlinh lai d6n tQc
(ban chfnh) rIfl rtuqc ky vd d6ng
d6u

UBI\D
A-cap xa

Bufc 4 Ghi vdo
SO tr6 tictr

C6ng
chric
phrlp
tich

tu
h0

- Ghi vdo Sd ddng ky thay
d6i, cii chfnh, bil sung hb
tich, x6c illnh lai ddn tQc vd
ctng ngudi di ding lcy hO tich
ky vdo 56.

1lhuy€n kiSt qui cfo BQ phQn
Tiep nhQn vd Trd kilt qui.

SO Aang ky thay d6i, cai chinh, bO
sung hQ tich, xilc ilinh lai ddn tQc
(BiAu.mdu ban hdnh th,eo Th6ng
tu sii 04/2020/TT-BT? ctia Bb
trudng BQ Tu phdp)

UBND Bufc 5 Tri t<t5t B0 phQn Tri kiSt qui cho c6ng ddn Trfch lgc thay d6i, cai chinh, b6

a
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9. CAP GiAY x6c nhfn tinh tr4ng h6n nhfln (MA TTHC: 1 004873): Cb OZ quY trinh thUc hien;

9.1 CAP Gi6Y xic nhfln tinh tr4ng h6n nhfln OOi vtri trutrng hqp kh6ng xic minh

- MA s6 quy trinh thti tuc hanh chinh: 1'004873-01'

- Thdi h4n gi6i quyi5t: 03 ngdy ldm viQc

I14i ddn tQcx6c tlinhsung hQ tich,
(ban chinh)

vit ttb tct
qua

nh0nquapxe

UBND cap xd theo quy dinh hiQn hanh, bao g0m

HO SO dugc rru ttd t?t

H6 da tiep nhan theo TTHC oa cOng bo;
tiCp ho th hiQn sao chuo d6 luu hd so theo. quY dinh

"niii6t 
thi hanh mQt sd di€u cra

ti& *0, sO eieu vd biQn Ph6P thi

SO
xuAt trinh (do ngudi nhan SO uc

ch gi6y tb
Di6u 3

cua ngudi v6u c6u dAng hi hQ

tO Oq]ZOZO/TT-BTP

t!ch
cria Bo truorlg B0 Tu ph6p Quy dinh

Ban up ngdy 281 512020
Chinh pht quy dinh chi

tai khoin 3 ThOng tu
ngay 1 5 thbng 1 1 ndm 20 1 5 cua

Luflt H0 tich va Nshi dinh SO 1 23 1201 5/ND-CP

hAnh Luflt H0 tich).
co x6c minh)

ei6v td, tai liQu xac minh (ooi vdi trudng hqp
Vdn b bn,

Vdn ban bao ciro Lanh ttao TIBND cdpx6;

- Ban chUP k6t qui TTHC;

- VEn bin th6ng b6o viQc ddng

U* q"V dinh chi tiOtthi hAnh)'

ki hO tich dOn c0 qum li6nquanldoivoiruonghqpph6ith6ngb6otheoquydinhctaLustHotichvirc6cvdn

Ghi
chti

Thtri
gian

(nenY)

Bi6u miu/k6t qui
NQi dung c6ng viQc thqc

hiQn
Tr6ch
nhiQm

thrpc hiQn

TOn bufc
thqc hiQn

Bufc
thqc
hiQn

Co
quan,
ddn vi 0,5- Phi6u YOu ciu bO sung' hoT

thidio so (Mdu 'a 
oz ban hdnh

kdm theo Th6ng tu sii 01/2018/TT-
- Xem x6t, kiOm tra tinh hqP

le ctra hti so:

+ Truhg hap h6 so chua ddY

B0 Phan
tiCp nhQn

vd trb k6t

Ti6p nhfln
h0 so

Bufc 1

c6p xi
UBND
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qua

hu<mg 05n O6 c6ng d6n b6
sung hO so vd in Fhi6u y6u
cAu bO SWg, hoan thiQn hO so;

+ Trudmg hqp hO so kh6ng
thing quy <linh: In Phi6u fi
ctrOi giai quyt5t hO so;

+ Trudmg hqp hO so dAy tfti,
hqp lQ: Titip nhQn, qu6t (scan)
hO so yA nhflp thdng tin ti6p
nhfln trO so vdo PttAn mem
MQt cria; ry Gi6y tiiSp nhan ho
so vd tr6 k6t qu6.

- Chuy6n hO s0 d6n Cdng
chr?c tu phdp - h0 tich

dri: C6ng chr?c nh0n so VPCP ngdy 23/l I/2018);

- Phii5u tu chOi tit5p nhan gihi
quytit h6 so (Mdu sO 03 ban hdnh
kdm theo Th6ng u s6 0t/201g/TT-
VPCP ngdy 23/11/2015).

- gia1 ti6p 
^phag 

hd so vd hsn tri
k6t qui (Mdi:u s6 0l ban hdnh kdm
theo Th6ng tu sii ottzotg/TT-
VPCP nsdy 23/I I/2015);

- H6 so theo th0 fuc hdnh chfnh 116

^ .t
cong Do.

UBND
A-

cap xa
BvOc 2 xri li ho

so, b6o ciio
Lenh dao
LIBND c6p
xE

Cdng chric
tu ph6p
h6 tich

- Ki€m tra hO so;

- DU th6o GiSy x6c nh4n tinh
trang h6n nhdn;

- 86o c6o Ldnh dpo UBND
A-

cap xa.

- HO so cle tiiSp nhfln;

- VAn ban brio c6o (n6u 16 co s&
ph6l ly li6n guarl; ktit qui kitim
tra hO so; y ki€n il6 xudt);

- Dg th6o Gi6y x6c nhAn tinh
trqng h6n nh6n: Bt€u mdu theo
Th6ng tu sii 04/2020/TT-BTP ctia
BQ trudng Be Tuphdp

I 5

A-
cap xa
UBND Bufc 3 duy-6t

qu,a

quyCt
iI6ng

Ky
k6t
gihi
vd
d6u

- LEnh d4o

IJBND c6p

x6;

- Vdn thu.

- Ky Gi6y xric nhfln tinh tr4ng
hdn nhdn;

- Ydn thu d6ng d6u vd chuyiSn
ket qua cho Cdng chric tu

GiSy x6c nhfln tinh tr4ng h6n nhdn
dd dugc ky rrd tl6ng d6u

0,5
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ph6p - hQ tich
0,5

SO c6P Gi6Y xitc nhgn tinh lrryg
ili- ira" iaid' *d" ban hdnh
'riro 

rlra"g-ta si5 04/202 O/TT-BTP

cia B0 tri*g B0 Tu PhdP);

- Ghi vdo SO cdP Gi6Y xdc

nhan tinh tr4ng h6n nh6n;

- Chuy6n k6t qui d6n B0 Phan

fi6p ,fta" vd'ir6 k6t qu6'

C6ng chr?c

tu Ph6P
h0 tich

Ghi vdo 56

h0 tich
Burirc 4UBNI)

c6p xi

0
Gi6y xitcnhan tinh tr4ng h6n nhdn

Tri ki5t qui cho c6ng dhnB0 Ph0n
Tiep nhan

vd Tri k6t
qua.

Tri kilt qu6Bufc 5

c6p xI
TJBND

- Ban chuP kCt qui TTHC

hiQntiCp tiCp
chuo d6luu hd so theo. quY <l!nh

"rrfiOilrrittanr, 
mot so ditiu cua

,i& *0, sO OiCu vi biQn Ph6P thingudi
chi

v6u cAu d6ng kY

io o+tzozo/TT-B
gi6y td
Di6u 3

tich).

bao g6mhanh,hientheo dinhxZ uyqUBND cdptrt taiuu1SO dugcH6
b6;C da cOngTTHtheo saooa nh0nSOHO ho thgcSOnh0ndo nguditrinh (xu6ttichh0 dinhTu Quycua ph6PB0truongcua B0Bin chup 281512020TP ngayhI dinhChinh quycira phuTh6ng 120 53khoAn nIm1 1tai 1 5 th6ng5TNE-CP1 ngey120231soNva dinhshiL tichHOuat

HOLufthAnh
xd;ND capUBLanhcao daoaobbinf,nv

9.2 CAP Gi6Y x6c nh$n tinh tr4ng

- Ma sd quy trinh thti tpc hanh chinh: 1'004873-02'

- Thdi han gi6i quY6t: 23 ngiry'

hdn nhfln Aiii voi trutrng hqP Phii xic minh

Ghi
chri

Thtri gian
(ngnY)Bi6u mdu/k6t quiNQi dung cdng viQc thqc

hiQn

Trich
nhiQm

thqc hiQn

TOn bufc
thgc hiQn

Bufc
thgc
hiQn

Co
quan,
tlon vi

ti,t*-;r'Lt.:*&r...' \r
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UBND
cdp xi

Bufc I Ti6p nhfln
h6 so

ph4n
nh0n

te ki5t

B0
ti6p
vd
qua

- Xem x6t, kiiSm tra tinh hgp
lQ cta hO so:

+ Trudrng hgp hO so chua dAy
ihi: C6ng chr?c ti6p nhfln h6 so
huong -a6n Oe cbng d0n b6
sung h6 so vd in Phitiu y6u
cdu b6 sung, hoan thiQn h6 so;

] Truong hgp hO so kh6ng
rlung quy <linh: In phi6u il
ctr6i giai quytit h6 so;

+ Trurrng -hqrp h6 so dAy itri,
hqp lQ: Titip nhan, qu6t (scan)
h6 so yd .rhflp th6ng tin tiiSp
nhan h6 scr vdo Phan m6m
MQt cria; 11 Gi6y tii5p nhan h6
so vd tri k6t qu6.

- Chuytin hO so iltin C6ng
chric tu phrlp - h0 tich

- Phitiu.y6u cAu b6 sung, hodn
thi-en hO so (Mdu tii b2 bon
hdnh kdm theo Th6ng tu
sti ottzot B/TT-I/?C? -ngdy

23/r r/2018);

- Phitiu tu chdi tltip nhfn giai
quy6t hO so (Mhu s6 03 ban
hd1h kdm theo Th6ng tu
sA O I nO t 8/TT-I/PC? ngd;
2s/11/20r8).

- GiSy ti6p nhan h6 so vd hsn
tri k6t qud (Mdu sii Ol ban
hdnh kdm theo Th6ng tu
sii o t /z o t 8/TT-\/PCP 

"gdy23/r r/2018);

- HO so theo thri fuc hdnh chfnh
i16 c6ng b6.

0,5

TJBND
cdp xfl

Bur6'c 2 xr ty h6
so, b6o ciio
Lanh dAo
UBND c6p
xd

C6ng chr?c

tu ph6p
h0 tich

- Ki6m tra hO so;

- Xdc minh hO so;

- Dg th6o Gi6y xrlc nhfln tinh
trAng hdn nh6n;

- B5o crio Ldnh dpo UBND
cdp xd,.

- H6 so <ta ti6p nhQn;

- Vdn bhn, giSy td, tei liQu x6c
minh;

- VAn ban b6o c6o (n6u 16 co s6
ph6p ly li€n quan; kt5t qu6 kiiSm
tra,.xdc minh hO so; ykitin dC
xu6t;;

- DU th6o Gi6y x6c nhfn tinh
tr}ng h6n nhdn: Bi€u mdu theo

tu sti 04/2020/TT-BTP

21,5

,
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B0 Tu PhdP.cila B0 truong

0,5
G16Y xtrc nhan tinh-trqng.hOn

,hil dd dugc kY vd d6ng ddu-K! Gi6Y x6c nhan tinh trang

hOn nhdn;

- Ven thu d6ng ddu vd chuY0n

t6t que cho Cdng chric tu

ph6p - h0 tich

- LSnh dao

UBND caP

xe;

- Van thu

K!
ket

sibi
vir
ddu

duyQt
qu,a

quy0t
d6ng

Bufc 3UBND
cAp xfl

0,5
SO chP GiSY x6c nhQn tinh

,.**io" nh n @ftu rndu ban

;;"i, theo Th6ng tu {q'iiiiozorr-nrP cila Bo

rudng B0 Tu PhdP)

- Ghi vdo SO c6P

nhAn tinh tr?ng h6n nhhn;

- ChuY€n kOt qui dCn B0 Phfln

Ti6p ,ha" vd 
-ir6 kOt qu6'

Gi6y x5c
COng chtic
fi ph6P

h0 tich

Ghi vio SO

h0 tich
Bufc 4UBND

cAp xi

0
Gi6y x6c nhan tinh tr4ng hOn

nhan
Tri kl5t qu6 cho cdng dhn'B0 Ph0n

TiCp nhan
vd Tri k€t
qua.

Tri kOt quiBufc 5UBND
c6p xfl

UBND cdp xd theo quy dinh hiQn hanh, bao gtim:

H6 SO dugc Ilru trir tat

H6 tiCp nhan theo TTHC da c6ng bo
h6 hiQn chup de luu hO so theo quY dinh

"niiiat 
thi hanh mOt s0 didu cira

iiet *0, so aic,, vd biQn Ph6P thi

so oa
xu6t (do ngudi tiCp nh?n SO thgc sao

ngudi v6u cAu dAne kY

t6 o+tzozo/TT-B

h0 tich trinh
ph6P Quv dinh

Ban chup gidy td
Di6u 3

cua
ngdy 28/5 12020 cfla BO truong B0 Tu

Th6ng trr TP
5 cria Chinh phir quy dinh chi

tal kho6n 3
SO 1 5A{D.CP ngey 1 5 th6ng 1 1 n6m 20 1

Luat Ho tich va Nshi dinh 1 23 120

hAnh Luft H0 tich).

- V6n bin, gi6Y td, tei liQu x6c minh;

- Vdn bin b6o c6o Ldnh d4o UBND cdP xd;

- Bin chuP kCt qui TTHC
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10' Thti tqc tllng ky l?i khai sinh (Ma sO TTHC: 1.004884): C6 02quy trinh thuc hi6n
10.1 Thfi tgc drng lry lai khai sinh aiii vrni trudrng hgp kh6ng x6c minh
- MA s6 quy trinh thri tsc henh chinh: 1.0048g4-01.

- Thdi han gi6i quyt5t: 05 ngdy ldm viQc.

Co quan,
ilnn vi

Bur6'c

thgc
hiQn

TOn budc
thgc hi$n

T16ch
nhiQm thr;c

hiQn

NQi dung cdng viQc thgc hiQn Bi6u miu/k5t qui Th0i
gian

(ngiy)

Ghi
chli

UBNDx-cap xa
Buric 1 Ti6p nhfln

h6 so
BQ phfln titip
nhfln vd tri
ktit qui

- Xem x6t, ki.Sm tra tinh hqp l9
cria hO so:

+ Truong hgrp hO so chua dAy
dt: C6ng chfc titip nhAn h6 so
hg*g d6n ile c6ng ddn bd sung
h6 so vd in Phi6; y6u cAu b6
sung, hoan thiQn hd so;

+ Trucrng hqrp hO so khOng
dring quy <I!nh: In Phi6u tu ch6i
gi6i quytit h6 so;

+ Trudmg.hqp tO so dAy dt,
hgrp lQ: Titip nhqn, qu6t (scan)
h6 so fd nhflp th6ng tin titip
nhan h6 scr vdo Ph6n m6m M6t
cria; jn Gi6y titip nhan hO so vd
tri k6t qu6.

- Chuytin hO scr r16n COng chric
tu phrlp - h0 tich

- Phi6u y6u cAu b6 sung, hoan
thiQn h6 so (Mdu tii -02 

bon
hdnh kdm theo Th6ng tu
sii ot/zot 8/TT-I/PCP -ngay

2j/1 1/201 8);

- Phi6u tu chOi tit5p nhan giii
quy6t hO so WA; tii os bon
hdnh kim theo Th6ng tu
sii o t tzo t 8/TT-\/PCP 

"gdy2s/t r/20r8).

- GiSy ti6p nhfn hd so vd hsn
tri k6t quh (Mdu sii 0I bm
hdnh kdm theo Thdng tu
sii o t tz o t B/TT-VqC? 

"gdy23/t t/20r 8);

- HO so theo thri tuc hanh
chinh ctd c6ng b6.

0,5

I
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03
- Hti so da tieP nh0n;

- Vdn ban b6o c6o (n€u,rd co

s& ph6P $ \iCn quanl k6t qu1

[iai, ia- t'o 'o; Y kion di}

- Ki0m tra hti so;

- Du th6o Gi6Y khai sinh;

- B6o c6o LEnh d4o UBND c6P

xE xem x6t, PhO duYQt'

Cdng chirc

tu ph6P - hQ

tich

xt tY hb

So, b6o
c6o Lanh
dao
IIBND
cdp xd

Bufc 2UBND
c6p x6

01

K1i duYQt k0t qui giii quy0t va d6ng dAu
Budc 3UBND

c6p xfl
0,75

Gi6y ktrai sinh dd duqc lai
Kf GieY khai sinh

Lanh
TJBND

xd

dao

cap
duyQtKi,

kOt que
quy0tsihl

3.1

0,25
khai

valcyda dugcsinhGiay
dAud6ngtich

tct quachuY0nvadnuD6ng
h0tu ph6Pchirccho COng

Vdn thuD6ng d6u3.2
0,5

rahng B0 Ta PhdP)

20/TT-

sinh (BieukhaikyS6 dlng tuTh6ngtheohdnhbanrnau
BOcuaBTP004/2so

ki5t qui dCn B0 Phfln

vd Tri kOt qua'

khaiGhi
khai

sinh

S6vaosinhdungn0i
va cimgsinhkydAng khailrycdu dAngycungudi

S6vaot0nky

- ChuY0n
TiCP nhfln

COng chirc

tu ph6P - h0

tfch

Ghi viro

SO h0 tich
Bufc 4UBND

c6p xfl

0
Gi6y khai sinh

Tri k6t qu6 cho cOng ddn

Ticp
vlr T

nhan
rh tet

BO PhanTrh
qua

tctBufc 5IJBND
cAp xfl
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que.

H6 so dugc luu trii tpi UBND cdp xdtheo quy
- H6 so da tii5p nhfn theo TTHC dd c6ng br5;

ilinh hiQn hAnh, bao g6m:

- Bdn chup gidv td crira neudi v€u ciu^dtrng.lci hQ tich xu6t trinh (do nguei tl6.p nh6n hii so thgc hiQn sao chgp d6 luu hd so theo quydinh hi kroen a ol6u g irrong ru st oin6idrri-itw';;;;;;;H;t"oa Bo trudns Bo ru ph6p Quy <l!nh chi ti6t thi hdnh m6r s6tli€u cua Lu{t HQ tich va Nshi dinh t6 r z:lzo r srxo-cp;dav I i,r,a,,e r I nIm 2015 cua chtnh pht quy tlinh chi ti6t mot s6 diAu vabi$n ph6p thi hinh Ludt HQ tich).

- Vnn brin brio c6o Lenh tl4o TIBND c6p xa;
- Bin chup k6t qud TTHC;

;JfJ},f;HtrilfrffIry h0tich ttincoquan li&r quan (<i5ivr!'ituonghepphaith&rgbriotheo quy trlnhcuaLu{tHQtichvncricven

10.2 Thfl tgc rlrng lry lei khai sinh a6i vrli trudnrg hqp phni x6c minh
- Me s0 quy tinh thri tgc hanh chfnh: 1.004gg4-02.

- Thdi han gi6i quy6r 25 ngity.

Ccr quan,
tlol vi

Bur6'c

thgc
hiQn

TGn budc
thr;c hign

Trich
nhi$m thr;c

hiQn

NQi dung cdng viQc thgc hiQn Bi6u mfru kdit quit Thdi
gian

(ngiy)

Ghi
chr[

UBND
A-cap xa

Bufc 1 Tii5p nhan
h6 so

BQ phan tiiip
nhan vd tr6
ktit qui

- Xem x6t, ki6m tra tfnh hqp l€
cria hd so:

+ Truong hgp h6 so chua.dAy
nhdn h6 scydri: C6ng chric tii5p

hy*g d6n de c6ng
h6 so vd in Phitiu

ddn b6. sung
cdu bO

- Phii5uy6u cdu b6 sung, hoan
thi-6n h6 so (Mdu tii biZ Oo,
hdnh kim theo Th6ng tu
sii oilzot 8/TT-'7/PCP -ngdy

23/1 r/20r8);

- Phi6u tu ch6i titip nhQn gi6i

0,5

.,
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I

kdm theo Th6ng tu
'018/TT-VPCP ngdY

23/11/2018)-

- GiaY tiCP nhfln hO so vd he'n

oa [6* qia 1ud" ta ot ban

hdnh kdm theo Th6ng tu

,A O t tZO t Stff-VPCP ngdY

2i/11/2018);

- HO so theo thu tr'rc henh

chinh d6 c6ng b0'

hdnh
sA Ot/Z

03 banso(

tri k6t qu6.

- ChuYOn hti so

tu ph6P - h0 tich

SO;sung, hoan thiQn

di5n C6ng chfc

23
- H6 so da ti6P nhQn;

- VAn bin, gi6Y td, tAi liQu x6c

minh;

- VAn ban b6o c6o (n€u,r6 co

s& oh6P lf 1i6n quan; $Ct 
qu1

ki6m {ta, xdc minh hd so; Y

ki6n dC xu6tl;

- Dg th6o Gi6Y khai sith(BiAu,

mdu theo Th6ng ta 19
oitzozotr-arP cfia Bo

tru&ng B0 Tu PhdP)'

- Ki6m tra hd so;

- ThUc hiQn x6c minh;

- DU th6o Gi6Y khai sinh;

- 86o c6o L6nh d4o UBND cdP

xd xem x6t, PhO duYQt'

Cdng chrlc
ph6p - h0

Xir
SO,

c6o

dao

b6o
LAnh

ly h6

UBND
chp xd

Budc 2UBND
c6p xr

01

Kf duYQt k6t qui gi6i quytit vd d6ng ddu
Bufc 3UBND

c6p xf, 0,75
GiSy khai sinh d5 dusc h'i

Kf Gi6Y khai sinhLAnh d?o

I-IBND cLP
duyQtKy

ket qua
3.1
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gi6i qu xd

3.2 D6ng d6u V[n thu E6ng d6u vd chuy6n ki5t qu6
cho COng chfc tu phdp - h0 rich

GiSy l<hai sinh dd dusc ky vd
d6ng d6u

0,25

UBND
A-

cap xa
Bur6,c 4 Ghi vdo

56 hQ tich
C6ng chr?c
tu phrip - hQ

tich

- Ghi nQi dung khai sinh vdo 56
tldng ky kh?i sinh vd cirng
ngudi y6u ciu $ang ky khai
sinh ky t6n vdo 56.

-.Chuyi5n ktit qu6 dtin BQ phan
Ti6p nhan vd Tri k6t qui.

SO Oang ky khai sinh (Bi€u
mdu ban hdnh theo Th6ng tu
sti o4/2020/TT-BTp c*a B0
trudng BQ Tu phdp)

0,5

UBND
A-cap xa

Bufc 5 tiStTri
qua

ph0n
nh0n

tetTrit

B0
-. I
r lep
vd
qua.

Tri ktit qui cho c6ng ddn. Gi6y khai sinh 0

H6 so dugc luu trfi t4i uBND cdp xdtheo quy ilinh hiQn henh, bao g6m:
- Hd so ita tiiip nhAn theo TTHC 116 c6ng b6;

' Bnn chgp gi6y t& cria ngudi v€u ciu drng-hi h6. tich xdit trinh (do nguoi riilp nh6n hd so thyc hiQn sao chyp tl6 luu hd so theo quytlinh ta thoan 3 Dieu 3 Th6ns rr. sd y.fyl:l::"y 
"gdy 

zasnoii 
"tuso 

Eu;ng sO ru pr,ep'qrt dir" chi ti6t ttri hirnh mQr s6
9iF "y: 

L tTq,i* ve Nshidinh si5 tztrzorsnre.ci'is";l; ;;; l1 nrm 20ls crla chtnh phrl quy dinh chi ti6r mot sd didu vebi6n ph6p thi hdnh Luit H0 tich).

- Van brim, gidy to, tni li€u xic minh;
- Vnn bin b6o c6o Lnnh aAo UBUO cdp xa;
- Bin chgp kilt qua TTHC;

; Jan ua1 tpng u{o vifo ttrng hy hQ dch tt5n co quan li€n quan (tf6i vriri tnrdng hqp phai th6ng bdo theo quy dinh cua Lufit HQ lch vn c,dc vnn
brin quy dinh chi tiiSt ttri hanh).

i
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11. Thfi tgc ilIng kf khai sinh cho ngutri tIf, c6 hti so, gi6y ttJ c6 nhfln: (M6

11.1 Thfi tgc dlng lcf khai sinh cho og*oi dfl c6 nii so' gi6y tt' c6 nhfln di6i

- Me s0 quy trinh thir tUc hanh chinh: l'004772-0t'

sOTTHC:t'004772):C6OZquytrinhthUchiQn'

vtri trutrng hgp kh6ng x6c minh

- Thdi h4n gi6i quyiSu 05 ngiy ldm viQc' Ghi
chri

Thtfi
gian

(ngnY)

Bi6u mdu/k6t qui
NQi dung c6ng viQc thqc hiQn

Tr6ch
nhiQm thtPc

hiQn

TGn bufc
thgc hiQn

Bufc
thqc
hiQn

Co quan'
dtrn vi

0,5

- Phi6u ttr choi ti"P n]r?l giai

orv'di rro so (Ltldu so oi ban

ikn kdm theo Thong ta
' 

tA o t no t 8/TT'vPcP nsdY

2j/11/2018).

- Giay tii5P nhan-hd so vd hqn

;;"i rc'* theo Th6ng tu
' 

ri o ttzo t a/TT-vPcP nsdY

B/11/2018);
theo thir tuc hanh

chinh dE c6ng b6.
-Hdso

- Phii5u Y
thiQn hd

hoansung,bocau6u
ban02soSO (Mdu

tuThOngtheokDmhdnh
ngdyVPCPsA Ot/ZOIA/ff-

z3/11/2018);

- Xem x6t, ki6m tra thh hqP

cria hd so:

+ Trudng t qP ho. t" tl"l rd1l
a,r, Corichuc tieP nhanir6 so

tt"** d6n dC c0ng ddn bd sung

il;"# ia l" Pt'i6! vc" cAu bO

sung, hoan thiQn h0 so;

tri kt5t qu6.

- ChuY0n hti so diSn C0ng chirc

10

khOng
tu chdidinh: In

hd so;
dfng quY

gi6i quY6t

th6ng tin
Phan m6m

Giay

SOho+ ho-pTrudng
Phi6u

OU,SO devho+ hqpTruhng
scan)(qu6tnh0n,Ti6plQ:

tiCPnhapvaSO

hqp
.l
ho M0tvaoSOhonhan vaSOh6nhantiCpmctra

tu ph6P - h0 tich

B0 ph6n tieP

nhan vd tri
ktit qui

TiCp nhfln
hti so

Budc 1UBND
cAp x6
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UBND
c6p xI

Bufc 2 xr ly h6
S0, brlo
cito Ldrh
rIAo

UBND
A-

cap xa

Cdng chric
ph6p - hQ

- Ki6m tra h6 so;

- Dp th6o Gi6y khai sinh;

- 86o c6o Ldnh rlao UBND c6p
xd xem x6t, ph6 duyQt.

| - rtO so rt6 ti6p nhpn;

- VAn biln b6o ciio (n6u 16 co
sd phrip ly {ien quan; k6t qu6
ki6p tra hO s0; !, kitin dd
xu6q;

- Qu thao GiSy khai sinh (Bi€u
mdu theo Th6ng tu sii
04/2020/TT-BTP cfia BO
trudng Be Tuphdp).

03

cdp xil
UBNID Buri'c 3 Ky duyQt ktit qu6 gi6i quyrit vd rl6ng d6u

01

3.1

giiti

Ky
t<tit

duyQt
qfi

quy€t

Lenh clao

IIBND cdp

x5

Ky ci6y khai sinh GiSy khai sinh d6 rlugc ky 0,75

3.2 D6ng d6u Vdn thu E6ng d6u vd chuytin ktit qu6
cho C6ng chric tu phrip - hO tich

Gi6y khai sinh itf, dugc lcy vd
tl6ng d5u

0,25

t]BND
c6p xfl

Buric 4 Ghi vdo
SO trQ tictr

Cdng chtc
tu phdp - hQ
tich

- Ghi nQi dung khai sinh vdo 56
dArg ky kh?i sinh vd ctrng
nguoi y6u cAu $ang ky khal
sinh ky t6n vdo 56.

:.9hul6.n ktit qu6 fiSn BQ phan
Ti6p nhfn vd T16 k6t qu6.

So_ ddng ky khai sinh (BiAu
mdu ban hdnh theo Th6ng tu
sti 04/2020/TT-BTP ctia B0
trudng B0 Tu phdp)

0,5

UBNID
A-

cap xa
Bur6,c 5 tetTrh

qua
B0 phan
Ti6p nhQn
vd Trh ktit

T16 ktit qui cho c6ng d6n. Gi6y khai sinh 0

al
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que

chp xd theo quv dinh hiQn henh, bao gdm:

H6 SO dugc luu trtr taiUBND

HO oa tii5P nh0n theo TTHC oa cdng bo;
tii5p nhQn hti so thgc hiQn sao chgp.A0 luu hti so theo quy

H*'frt+: Jil# itf ;i,.*',':llr:lTll"Tl #fj l?
So

h0 tich xuAt trinh (do ngudi
chup giirY td cira ngudi yeu cau dang ky

281512020 ciraBan
Di0u ThOng hI SO 041202O/TT -BTP ngay

dinh t?1 khoan 3 3
so 1 5/ND.CP ngay 1 5 thang 1 1

di6u uat HO tich va Nshi dinh t2312 0
cua L

biQn ph6P thi hAnh Luat HO tich).

bin b6o cao LAnh dao UBND cdpx6
Vdn

dinh cua Lu0t HO tich vd c6c v6n

Bin chup t<ct qua TTHC;
1i6n quan (OOi voi truong hqp phei th6ng b6o theo quy

th6ng b6o viQc ddng lry h0 tich di5n co quan
v6n ban

ban quy dinh chi titit thi hanh)

ngutri d6 c6 hti

1.004772-02.

so, gi6Y tir ci nhfln A6i vtri trutrng hgP Phni x6c minh

11.2 Thfi tgc dlng kf khai sinh cho

- MA s0 quY trinh thri tUc hanh chinh:

- Thdi h4n gi6i quY6t: 25 ngirY Ghi
chf

Thdi
gian

(ngnY)

Bi0u mfiu/k6t qui
NQi dung c6ng viQc thqc hiQn

Tr6ch
nhiQm thqc

hiQn

TOn bufc
thrpc hiQn

Bufc
thgc
hiQn

Co quan,
tlon vi

0,5
- Phii5u YOu cAu b5 sung' h9h

;htaild so (Mdu sd 02 ban

iain kdm theo Th6ng ta
'tZ 

o'ttzots/TT-vPcP nsdY

2i/11/2018);
g\iLl
ban

tu

- Xem x6t, kir5m tra tinh hqP

cira hd so:

+ Trubng t qP h9 so chul 
^ddV

O,ii COng'chirc ti6P nha1.h6 so

tt.*g d6n de c6ng da1b6^su1q

hO so vir in Phi0u YOu ciiu oo

sung, hodn thiQn hd so;

1e

B0 phfln tieP

nhQn vd tri
kOt qu6

Tiep nhQn

hii so
Bufc 1UBND

cAp xi
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+ Trudrng -hqp fr6 so dAy clt,
hqrp lQ: Titip nhfn, qu6t Gcan)
h6 so .vd nhflp th6ng tin ti6p
nh?n hO so vdo Phen m6m M6t
cta; in GiSy titip nhan h6 so vd
tri k6t qu6.

- Chuyi5n h6 so cl6n C6ng chr?c
tu phrip - h0 tich

ttinh:
khOng

tu chtiidring quy
gi6i quytit

+ T soruong hqp
Phi€uIn

ho os

0I/2018/TT-VPCP ngdy
2s/r t/20r 8).

- Giey titSp nhfln h6 so vd hen
tr6 ktit qia gdu sii 0t ban
hdnh kim theo Th6ng tu
sii o t tzo t 8/TT-vpCp rg;y
23/t r/20r 8);

- HO so theo thri tpc hdnh
chfnh tld c6ng bri.

UBND
cap xa

Bu6c 2

I.'BND

xt
SO,

cito
d?o

cap xa

b6o
LAnh

ty h6 Cdng chr?c
ph6p - hQ

- Ki6m tra hd so;

- Xdc minh hd so;

- Ds th6o Gi6y khai sinh;

- 86o cilo LEnh rlao UBND c6p
x6 xem x6t, ph6 duyQt.

- HO so ddti€,pnhan;

- Vdn btn, giSy td, tdi li6u xric
minh;

- Vdn ban b6o c6o (ndu 16 ccr
so,ph6p ly li6n quan; ktit qu6
ki6m tra, xitc minh hO so; i
ki6n dC xuSt;;

- Qu th6o Gi6y khai sinh (Bftu
mdu theo Th6ng tu sii
04/2020/TT-BTP cila BO
trrdng Be Tuphdp).

23

cdp xfl
UBND Bufc 3 Ky duyQt ktit qu6 gi6i quy6t vd rl6ng d6u 01

3.1 Ky
t6t
gitti

duyQt
qvh

quyCt

dao

cap

Lanh
UBND
x5

Ky Gi6y khai sinh GiSy khai sinh dd duqc ky 0,75
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0,25
ci6y
d6ng

khai sinh dE dugc LY vd

ddu
tct quaavddu chuyCnD6ng

tichh0tuucch phPC0ngcho
Vdn thuD6ng ddu3.2

0,5

mdu ban hdnh theo

si5 04/2021/TT-BTP
rubng B0 Tu PhdP)

khai sinh @ieulrySO ddng
tuTh6ng

BOcua

k6t qui d6n B0 Phan

vd Tri kOt qua'

hi
sinhkhai

khai
ngudi
sinh

oSvdosinhkhaiG dungn0i
va ctmglryddng
kycau tl6ngycu

oSvaotOnlry

- ChuY0n
TiCp nhfln

Cdng chirc

tu ph6P - hQ

tich

Ghi viro
s6 tro tictr

Bufc 4UBND
c6p xfl

0
Gi6y khai sinh

Tri k6t quh cho c6ng ddn

vi Tri

B0
TiCp

qua.

tet

Ph0n
nhan

Tri
que

tetBufc 5UBND
c6p xfl

ND cdp xd theo quy dinh hiQn hanh, bao gtim

HO SO dugc trru trir tar UB

tiCp nhan theo TTHC da cOng bo;
h6 thgc hiQn sao chup de luu h6 SO theo quv,

6HO SO oa
xuat trinh (do ngudi tiCp nhan So

chi ti€t thi hdnh m0t s

ei6v td cua ngudi ycu cdu d6ng lry h0 tich
12020 cua BO tru&ng B0 Tu ph6P Quy dinh

ti6t m0t SO rli6u virBen chup
eu SO 04l2020lTT BTP ngay 28/5

5 cua Chinh phu quy dinh chi
dinh tai khoan 3 Di 3 ThOng tu

5/ND.CP ngey 1 5 thine 1 1 n6m 20 1

diAu Luflt HO tich va Nshi ilinh SO 1 23 1201
cua

tich)
bi-en ph6P thi hanh Lu4t HO

- VIn bhn, grdY td, tdi liQu x6c minh;

- V[n ban b6o c6o Ldnh dao UBND cAP x6;

vd c6c v6n
Bin chup t<ct que TTHC th6ng b6o theo quy dinh cua Lu0t Ha tich

(doi vCIl tuong hqp ph6i

Vdn ban th6ng b6o viQc ahng

ben quy dinh chi tict thi hanD.

lry h0 tich d6n c0 quan liCn quan
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12. Thfi tgc drng kf tai t6t n6n (Ma so rrHC: 1.004746): c6 ozquy trinh rhuc hiQn;

12.1 Thri tgc ding lry lai t<6t n6n oiii vrl,i trudnrg hgp kh6ng x6c minh
- Me s6 quy hinh tht fuc hdnh chfnh: 1.004746-01

- Thdi han gi6i quytit:05 ngdy ldm viQc.

Co quan,
tlol vi

Bur6,c

thgc
hiQn

TGn bur6,c

thgc hiQn
Trdch

nhiQm thgc
hiQn

NQi dung cdng viQc thgc hiQn Bi6u mfiu tkSt qurt Thli gian

(ngiy)
Ghi
chri

UBIYD
c6p xii

Buri,c 1 ri6p nhfln
hd so

BQ phpn titip
nhAn vd tr6
ktit qui

- Xem x6t, kii5m tra tinh hqp 19

cria hd so:

+ Trudmg hqrp hO so chua dAy
clti: Cdng chric ti6p nhan h6 so
hg*g Oan AC cdng ddn b6 sung
h6 so vd in Phi6; y€u cAu bE
sung, hoan thien hd so;

+ Truong hqrp hO so kh6ng
dring quy dinh: In Phi6u tu chiii
gi6i quy6t hO so;

+ Trudmg -hqp t O so dAy dri,
hgp 16: Tii5p nhfn, qu6t Gcan)
hO so vn nhpp th6ng tin ti6p
nhan hO scr vdo Phen mem IvIOt
cta; jn Gi6y titlp nhfln hd so vd
tr6 k6t qu6.

- Chuy6n h6 so dtin C6ng chric
tu ph6p - h0 tich

- Phi6uy6u cdu bO sung, hoan
thiQn hd so (Mdu tii OZ bon
hdnh kdm theo Th6ng tu
sti ottzot 8/TT-\/PCP -nTdy

23/r r/20r 8);

- Phi6u tu chtii ti.€p nhan giiti
quyiSt hO so (Miu s6 03 ban
hdyh kdm theo Th6ng tu
sii o t tzo t 8/TT-vpCp rgv
23/t 1/20rs).

- Gi6y tiCp nhfn h6 so vd hen
tr6 k6t qia gwi" sii 0I ban
hdnh kdm theo Th6ng tu
sii o t /zo t 8/TT-VpCp 

"gdy23/t r/20r B);

- HO so theo thri t.uc hanh
chinh tld c6ng bti.

0,5

,l
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03- Hii so da tiCP nhOn;

- DU thio vdn btlrl, bin c6o

(n€u 16 co sO PhdP lY. 1i6n

quan; kiSt qui ki0m ffa h6 so;

y f.i6, de xu6t;;

- Du th6o Gi6Y chimg nhQn

k6t trOn @ieu mdu theo Th1ng

u si5 04/2020/TT-BTP c*a B0

truhng BP Tu PhdP).

- Ki6m tra hd so;

- DU th6o vdnbtnbfuo ciroLdnh

dao UBND cdP x5.

- Dg th6o Gi6Y chimg nhan k'5t

h6n;

- B6o c5o Ldnh tlao UBND cliP

xd xem x6t, PhO duYQt.

C6ng chric
tu ph6p - hQ

tich

Xt ly ho
so, bilo
c6o Ldnh
dao
UBND

t-
cap xa

Bufc 2UBND
A-

cap xa

01
Ky duyQt ktit qu6 gi6i quytit vd el6ng d6uBufc 3UBND

A-
cap xa

0,75GiSy chrlng nhan tl5t trOn ea

dusc (fKf Gi6y chimg nhfln tiit trOntIAo

cap

Lanh
UBND
xd

duyQtK!
kct qua

quyCtgrtrl

3.1

0,25Gi6y chrlng nhfn ktit h6n da

dugc ky vd d6ng ddu
D6ng d6u vd chuY€n t6t qua

cho -6ng chric tu Ph6P - h0 tich
Vdn thuD6ng d6u3.2

0,556 tldng $r k6t hdn (Biau mdu,

ban hdnh theo Thdng tu sd

04/2020/TT-BTP cila B0

trudng Bq Tu PhdP)

- Ghi vdo S0 dang kY ktit h6n,

cing hai bOn nam nfi kY t0n vdo

56; hai b6n nam nfi .ctng lcf

vdo giSy chimg nhfln k6t h6n;

- Chuy6n ktit qui tli5n B0 Phan

Ti6p nhQn vd Tri ki5t qu6.

- Lanh dao

UBND c6,p

xd.;

- C0ng chric
tu ph6p - hQ

tich.

Ghi vio
SO trO tictr

Bufc 4UBND
cap xa

0GiSy chtmg nhfln t6t trOnTri kOt qui cho c6ng ddnB0 phan
TiCp nhOn

vd Trh k6t

Tri
que

tctBufc 5UBIID
A-

cap xa
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qua

Hd so <luo. c luu trfi tqi UBND c6p xa theo quy tlinh hipn hdnh, bao gdm:

- Hd so da tiiip nhfln theo TTHC ttd c6ng bi5;

- Brim chup gidy td cria ngudi y€u ciu tl2ing tcy trQ tictr xurit tir*r (do ngudi ti6p nh{n hti so thgc hiQn sao chup dii luu h6 so theo quy tlinh
tai khoen 3 DiEu 3 Thong tu s5 04/2020[T-BTP ngny 2815/2020 ctaBfl truong BQ Tu ph.4p Quy rtlnh chi ti€t thi hdnh mot sii tli6u crla
Lu6J HO tich ve Nghi dinh s6 123l2015/ND-cP ngdy 15 th6ng ll nlm 2015 crla chlnh phrl quy dinh chi ti6t mot s6 tliEu vn bign ph,6p

thi hnnh Luat H0 tich).

- Vdn ban b6o c6o Lantr ttao UBND cdp x6;

- Bin chrrp k6t qui TTHC;

- Vln ben th6ng b6o viec dene hi hO tich &in co quan li6n quan (<Ii5i vdi tudng ha,p phei th&rg bdo theo quy fuh crla Luit H0 tich vd c.ic vdn
ban quy tlinh chi tict thi hanh).

D.zThrtQc dlng lcy lai t<6t n6n A6i vrf,i trudnng hgp phfri xrflc minh

- Me sO quy trinh thri tUc hanh chfnh: 1.004746-02.

- Thdri hAn gi6i quyist: 25 ngiry.

Ccr quan,
tlon vi

Buri'c
thgc
hiQn

TGn bur6,c

thgc hiQn
Trich

nhiQm thgc
hiQn

NQi dung c6ng viQc thqc hiQn Bi6u miu/k6t quf, Thni gian

(ngny)

Ghi
chI

TIBND
A-

cap xa
Burirc I Titip nhan

h6 so
BQ phfln ti6p
nhAn vd tri
, A,
Ket qua

- Xem x6t, kitim tra tinh hqp l9
" .l

cua no so:

+ Trudrng tqp ho. so chua.dAy
itri: C6ng chric ti6p nhan h6 so
hy*g OIn OC c6ng ddn bO sung
hd so vd in Phi6u y6u cdu bd
sung, hoan thiQn hO scv;

+ Trudrng hqp hO scl kh6ng

- Phi6u y6u cAu b6 sung, hodn
thiQn h0 so (Mdu s6 02 ban
hdnh kdm theo Th6ng tu
sii ottzotttrr-vPcP ngdy
23/r 1/20r 8);

- Phii5u tu ch6i tii5p nhfln gi6i
quy6t hd so (Mdu sii B bo,
hdnh kim theo Th6ng ta

0,5
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0t/2018/TT-VPCP ngdY

2i/t t/2018).

- Gi6v tiiSp nh0n hd so vd hgn

tr6 k6t que (Mdu tii ot ban

hdnh kdm theo Th6ng tu
tii o t /zo t a/rr-VPCP ngdY

23/11/2018);

- HO so theo thir tUc hanh

chinh it6 cdng bi5.

thing quy rlinh: In
gi6i quy€t hd so;

+ Trucmg hqrp hO so dAY dri,

hqrp lQ: TieP nhan, qu6t (scan)

h0 so vd nhflP thdng tin ti6P

nhan hO so vdo PhAn m6m MQt

cta; in GiSy ti6P nh?n hti so vd

tri k6t qui.

- Chuy6n h6 so dtin COng chtic

tu ph6p - h0 tich

ttr

23- H6 so eH ti6P nhQn;

- VAn bin, gi?rY td, tdi liQu x6c

minh;

- DU th6o vdn bin b6o c6o

(n€u rO c0 so Ph6P lY 1i6n

qu*; ki5t qui !i6q tta, xdc

rnintthd so; f ki6n dA xu6t);

- Du th6o Gi6Y chrmg nhfln

kiSt hOn @ieu mdu theo Th1ng

tu s6 04/2020/TT-BTP cila B0

trudng B0 Tu PhdP).

- Ki0m tra hd so;

- ThUc hiQn x6c minh;

- Dg th6o v6n bin b6o c5o LAnh

d4o UBND cdP xd;

- Du th6o Gi6Y chtmg nhfn ktit

h6n;

- 86o c6o L6nh dao UBND c6P

x6 xem x6t, PhC duYQt.

COng chirc
tu ph6p - hQ

tich

TIBND

Xti
SO,

c6o
dao

cap xa

Iv

Lanh

ho
b6o

Bufc 2UBND
c6p xfl

01
Buri,c 3 Kf duyQt kiSt qui gi6i quy6t vi d6ng d6u

c6p xfl
UBND

0,75Gidy chring nhfn ket nOn da

<lugc lqi
Ky ciSy chimg nhfln ktit h0nd?o

cap

Lanh

UBND
xa

duyQtKy
k€t
gihi

qva
quyCt

3.1
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3.2 D6ng d6u Vdn thu D6ng d5u vd chuy6n ktlt qui
cho C6ng chric tu ph6p - hQ tich

Gi6y chune nhan ttit trOn aa
du-ry. c ky vd d6ng d6u

0,25

UBND
A-

cap xa
Bufc 4 Ghi vdo

SO trQ tictr
- Lanh dAo

UBND cLp
xd;

- C6ng chric
tu ph6p - hQ

tich.

- Ghi vdo SO dang ky k6t h6n,
cirng hai b6n nam nt ky t€n vdo
56; hai bdn nam nt ctng ky
vdo giSy chimg nhan kiSt hOn;

- Chuytin ktit qui tl6n B0 phan
Ti6p nhan vd T16 k6t qu6.

s6 aang ky k6t hdr (Biau mdu
ban hdnh theo Th6ng tu s6
04/2020/TT-BTP cila B0
trudng BQ Tu ptuip)

0,5

UBNI)
^-cap xa

Bur6,c 5 Trh
qua

t<tit B0 phOn
Ti6p nhfln
vd Tri k6t
que.

Tri k6t qu6 cho c6ng ddn Gi6y chrmg nhan t6t trOn 0

Hd so duqc lur trtr t?i UBND c5p xi theo quy <tinh hifu hdnh, bao gdm:

- Hd so tfa tiilp nhfln theo TTHC da c6ng b6;

- Bdn chgp gi6y t& cta ngudi y€u cAu tlnng ky h6 tich xrr6t trinh (do ngudi ti6p dr$n hii so thuc hiQn sao chup d6 luu hd so theq quy dinh
tei khoen 3 Di€u 3 Th6ng tu si5 04/2020|1T-BTP rLgey 28/5t2020 gtaB$ trutng BQ Tu ph,6p Quy tlinh chi ti6t thi hdnh mot s6 ttidu cua
Luflt H$ tich vd Nghi dinh si5 123l20l5ND-CP ngdy 15 th6ng 11 nlm 2015 cria Chinh phri quy dinh chi ti6t mot s5 didu vd bien ph6p
thi hanh Lu{t HQ t!ch).

- VAn ben, gi6y td, Ai liQu x6c minh;

- V6n bdn b6o c6o L6nh tl4o IIBND c6p xa;

- Ben chup ktit qun TTHC;

- Vtu b6n lhtug b6o vi& dIng lci hO tilh ttth co quan li€n quan (diii vdi hrdng hap phni th6ng h{o theo quy ffi clla LuAt HO tich vd c6c v5n
ban quy ttinh chi tiet thi hAnh).
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13. Thfl tqc dlng kf lai khai tfr (Ma s6 TTHC: 1.005461): c6 02 quy trinh thuc hien;

13.1 Thfi tgc rlIng kf lai khai tri O6i vOi trudng hgp kh6ngxhc minh

- MA sd quy trinh thri tUc hanh chinh: 1'005461-01'

- Thdi h4n gi6i quy6t' 05 ngdy ldm viQc'

Ghi
chti

Thtri gian

(nenv)
Bi6u m6u/k6t qufl

NQi dung cdng viQc thgc hiQnTrrlch
nhipm thqc

hiQn

TGn bufc
thgc hiQn

Bufc
thqc
hiQn

Co quan,
tltrn v!

0,5- Phii5u YOu c6u b6 sqng,

hoan thid hti so (Mdu si5 Oz

ban hdnh kdm theo Thdng tu
tA OltZOt Stff-VPCP ngdY

23/11/2018);

- Phi6u tt ch0i ti€P nhan gi6i

quytit hii so (Mdu t6 B bo'
hdnh kdm theo Th6ng tu
si| o ttzo t arr-vPCP ngdv

23/t 1/2018).

- Gi6v ti€p nhan hii so vir he.n

tri k6t qia 1ud, td ot bon

hdnh kdm theo Th6ng ta
sA O t /ZO I A/ff-VPCP ngdY

23/11/2018);

- HO so theo thti tpc hanh

chinh da c6ng b6.

- Xem x6t, kitim tra tinh hqp lQ

cia hd so:

+ Trubng hqp hO so chua.ttAY

Ari: COnichrlc titiP nhan.hO so

hu6ng d6n dC cdng ddn bO sung

nO sJ vd in Phi6u YOu cAu b6

sung, hoan thiQn hd so;

+ Truong hqp hO s-o khdng

d,ins l"/aan;In Phi6u tu chdi

gi6i quyOt hO so;

+ Trudng hqp hO so d6Y dri,

hqp lQ: Tii5P nhfln, qu6t (scan)

hti- so vd nhaP th6ng tin ti6P

nfra" h0 so vao Ptrin mdm MQt

cta; in Gi6Y tieP nhan hO so vd

tr6 ktit qu6.

- Chuyi5n hii so diSn Cdng chric

tu ph6p - h0 tich

BQ phQn tiCP

nhQn vd tri
ki5t qui

Tii5p nhQn

hO so
Buti'c 1UBND

c6p xi

03- Hd so da titiP nhfln;
- Ki6m tra hd so;C0ng chricXir ly hoBufc 2UBND
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cap xa SO,

c6o

tl?o

b6o
LAnh

UBND
A-

cap xa

tu ph6p - hQ

tich
- Dg th6o Trich lpc khai tu (bin
chinh)

-B6o ciloLdnhdao UBND c6p
xd

- Van ban b6o c6o (n6u 16 co
so.ph6p ly li6n quan; k6t qu6
kiOm tra hO so; y kitSn dO

xudt);

- Du th6o Trich luc khai tri
(ban chinh): BiAu mdu theo
Th6ng tu sii 04/2020/TT-BTP
cila B0 trudng BQ Tu phdp.

UBND
A-

cap xa
Budc 3 Ky duyQt ktit qui gi6i quy6t vi tl6ng d6u 01

3.1 K),
ttit

duyQt

gi6i qu
qua

yct

Lenh dao

UBND c6rp

xd

Ky Trfch lUc khai tu GiSy chtmg nhan k6t h6n de

iluqc ky
0,75

3.2 D6ng d6u Vdn thu D6ng d6u vd chuy6n ktit qui
cho COng chtc tu ph6p - h0 tich

GiSy chimg nhan t<tit trOn Oa

clugc ky vd cl6ng dAu

0,25

UBND
A-cap xa

Buri,c 4 Ghi vdo
SO trO tictr

Cdng chric
tu ph6p - hQ

tfch

- Ghi vdo 56 it6ng ky khai tri,
cirng ngudi tli tlSng ky lai khai
tu ky t6n vdo 56;

- Chuy6n ktit qui tl€n BO phan
Ti6p nhQrn vd Tri k6t qu6.

SO eang ky knai th (Bieu
mdu ban hdnh theo Th6ng tu
sA Oh|ZOZ1/TT-BTP cua B0
trudng BQ Tu phdp)

0 t 5

UBND
^-cap xa

Buri'c 5 Trir
qua

ki5t
^.4I lep
vd Trh
que.

Phan
nh0n

t<rit

Tri kiit qui cho c6ng ddn Trich lpc khai fil (bin chinh) 0

?
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*rur*++m'#gtffi*;**rm'm#,um;sfl{f }#"#ikirtffit$i"}f#r

Hti so dugc luu trir tai UBND cdpxdtheo quy dinh hiQn hanh, bao gdm:

thi hdnh Lu|t H0 tich)'

- Vin bin b6o c6o LSnh dao UBND cLP xd;

- Bin chPP kiSt qui TTHC;

- V[n bin thdng b6o viQc ddng

ban quy dinh chi tititthi hanh)'
lry hO tich dtin co quan 1i6n quan lOOi voi trudng hqrp phii thdng b6o theo quy dinh cuaLu4t H0 dch vir c6c v5n

13.2 Thfi trlc tllng kY lai khai tfr Otii vrlt trutrng hqP Phni xic minh

- Ma s6 quy trinh thri tUc hinh chinh: 1'005461-02

- Thdi han gini quyiit 10 ngdy ldm viQc'
Ghi
chti

Thdi gian

(ngnY)
Bi6u miu/k5t quf,

NQi dung c6ng viQc thr;c hiQn
T16ch

nhiQm thqc
hiQn

TGn bufc
thr;c hiQn

Bufc
thqc
hiQn

Co quan,
tltrn vi

0,5- Phii5u YOu ciu b0 sung, h9*
tnie" t d so (Mdu t6 02 bon

hdnh kim theo Th6ng tu

,i5 ottzotatrr-vPcP nsdv

23/11/2018);

- Phi0u tu chdi tieP nhfn giai

quyiSt hd so (Mdu s6 03 ban

ianl, kdm theo Th6ng tu

ti5 o I /zo t 8/rT-VPCP ngdv

- Xem x6t, kiOm tra tinh hqp 19

ctia hti so:

+ Trudng hqrp hO so chua.dAY

a,i, Co"ichirc tii5P nhanhti so

hu6ng dan d6 cdng ddn b6 sung

hO sJ vd in Phi€u YOu cflu b0

,,rrg, hoan thiQn hii so;

khdng
tu ch6i

soh6+ Trudng hqp
Phi6uIn

BQ phfn ti6P

nh?n vd tri
ktit qui

Ti6p nhan
h6 so

Bu6,c 1UBND
c6p xi
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gi6i qu SO;

+ Trudrng hgrp hO so dAy dri,
hgp lQ: Titip nhfln, qu6t (scan)
hd so yd nhdp th.ong tin tiiSp
nhan h6 so vdo Ph6n mem UOt
cria; in Gi6y tii5p nhan hO so vd
tri k€t qu6.

- Chuyi5n hd so diSn COng chtc
tu ph6p - h0 tich

2s/t r/2018).

9r^y tiCp nhilLhO r." vd hgn
tre ket quh (Mdu sd 0I ban
hdnh kdm theo Th6ng tu
sii o t tzo t 8/TT-\/PCP ngay
23/r r/20r8);

- HO so theo thri tuc henh
chfnh dd c6ng b6.

UBND
A-cap xa

Bur6,c 2 Xri
SO,

cito
ilao

ty h6
brio

Lanh

I-]BND
A-

cap xa

COng chric
tu ph6p - hQ

tich

- Ki6m tra hd so;

- X6c minh h6 scr;

- Dg th6o Trich lUc khai tu (ban
chfnh);

- B5o c6oLdnh clao UBND c6p
x6.

- HO so da tii5p nhfln;

- Ven bin, gi6y td, tei H6u x6c
minh;

- Van ban b6o c6o (n6u 16 co

10,ph6p ly li€n quan; k6t qui
kiOm tra, xdc minh hO so; y
ki6n dO xuSt;;

- DU thio Trfch lgc khai tu
(ban chinh): BiAu mdu theo
Th6ng tu s6 04/2020/TT-BTP
cila Bo trudng BQ Tu phdp.

08

UBND
A-

cap xa
Bufc 3 Ky duyQt ktit qui gi6i quy6t vd d6ng d6u 01

3.1 Ky
ti5t
gi6i

duyQt
qua

quy€t

Lanh dao

UBND cdp

xd

Ki Trich lpc khai tri Gi6y chring nhfln t6t trOn ea
duqc ky

0,75

3.2 D6ng d6u Vdn thu D6ng d6u vd chuy6n ktit qui Gi6y chring nhfln ktit h6n dA 0,25
a
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dugc ky vd d6ngcho C6ng chfc tu Ph6P - h0 tich

0,5SO dang ky khai th (Bidu mdu

ban hdnh theo Th6ng tu s6

04/2020/TT-BTP cfia B0

trudng BQ Tu PhdP)

- Ghi vdo SO il6ng k;i khai tu,

ctrng ngudi di ddng kY lai khai

tu lry t6n vdo 56;

- Chuy6n kiSt qui den BO PhAn

Tiep nhfln vd Tri ki5t qu6.

COng chtic
tu ph6p - hQ

tich

Ghi vdo
s6 tro tictr

Bufc 4UBND
cdp xfl

0Trich luc khai tt (bin chinh)T16 kiSt qui cho c6ng ddnB0 phQn
^.i t AIlep nn?n
vd Trh ket
que.

ketTrh
quacap xa

UBND Buritc 5

Hti so <tugc luu trt tai UBND c6p x[ theo quy tlinh hien hanh, bao gdm:

- HO so da tii6p nhan theo TTHC da cdng bi5;

- Bdn chpp gi6y td crla ngudi y€u cAu ttnng hy hO tich xlt g{'^(dongudi tiiip nhan hd so thUc-hi€n sao chUp dd luu hd so theo quv dinh

tai kho6n 3 DiCu 3 Th6ns tu sO o+tziiifiileTP iedy zSlstzlzi) cn;BO *ilg ilO r" pr'Ap Q'i Ci'rt 
"ni 

iia fiti henh mot sti diAu cua

Luat HO tich vd Nghi trinh s0 123l2015A[D-Cp ngiy 15 tnang rr nam ior! 
",L 

cir"r,irr,i qii ttinh chi tii5t mot s5 diEu vd bien Ph6p

thi hanh Luit H0 tich).

- VAn ban, gi6y t4 Ai li€u xic minh;

- Vnn ban b6o c6o Lanh iteo UBND c5p x6;

- B{n chup k6t qui TTHC;

- Ven brin rh6ng br6o vifu aftng ky hO tiph d6n co quan li&r quan (O6i uA tt"tmg t C,p pna th6ng b6o thm quy 4nh cua Luft H0 tiph va oec ven

ban quy tlinh chi tii5tthi hanh).

!

:. -.-
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14. Tht trlc ciip btn sao trlch lgc hO tich: (Me si5 TTHC: 2.000635): C6 01 quy rinh thuc hien.

- MA s6 quy trinh thri tUc henh chinh: 2.000635.

- Thli hen gi6i quytit: Ngay trong ngdy tiiip nh$n hd sq truong hgp nhgn hd so sau 15 gid mi kh&rg giii quyiSt duqc ngay thi tre k6t

qua trong ngey lim viQc ti6p theo.

Co quan,
tlon v!

Bur6'c
thgc
hiQn

TGn bur6,c

thgc hi$n
Trich

nhiQm thgc
hiQn

NQi dung c6ng viQc thrpc hiQn Bi6u miu/k5t qun Th0i
gian

(ngny)

Ghi
chI

UBI\tD
A-cap xa

Bur6,c 1 Titip nhan
.l
no s0

BQ phan titip
nh4n vd tri
kiSt qui

- Xem x6t, ki6m tra tinh hq" l9
, ,l

cua no so:

+ Truong hgp hO so chua dAy
thi: C0ng chric ti6p nhAn h6 so
huong d6n de c6ng d6n bd sung
hd scv vd in Phi6u y6u cdu b6
sung, hoan thiQn hti so;

+ Trudrng hqrp hO so kh6ng
dring quy tlinh: In Phi6u tu ch6i
gi6i quy6t hd so;

+ Trudmg .trqp t O so ctAy dt,
hqp lQ: Tiep nhfn, qu6t (scan)
hd so ."d nhflp thgng tin ti6p
nhan hd so vdo Phdn m€m MQt
cria; in Gi6y ti6p nhan hO so vi
tri k6t qu6.

- Chuyi5n hd so dtin COng chric
tu ph6p - h0 tich

- Phii5u y€u cdu bd sung, hoan
thiQn h6 so (Mdu s6 02 ban hdnh
kdm theo Th6ng tu
sA OttZOtS/TT-VPCP nsdy
23/r r/20r8);

- Phiiiu tu chtii ti6p nhan giai
quyet nO so (Mdu tA OS ban
hdnh kdm theo Th6ng tn

sii o t tzo t atrr-rPcP ngdy
23/r r/20r8).

- Gi6y titip nhfln hd so vd hsn tri
ktlt qui (Mdu sti Ot ban hdnh
Hm theo Thdng tu
sii o t tzo t 8/TT-YPCP ngdy
23/r r/20r8);

- HO so theo thri tuc hanh chfnh
^ ,,<

oa cong Do.

Ngay
trong
ngily
ti6p

nhAn
hO so;
truong

hqrp

nhan
hti so
sau 15

gid md
kh6ng

gihi,
quy€t
dugc
ngay
thi tri

k6t qui
trong
ngay
ldmUBND Budc 2 Xri ly ho C6ng chric - Kitim tra hd so; - HO so da ti6p nhfln;

a

a
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- DU th6o bin sao

tich tucrng ung vqi 1o4i viQc tt6

ddng ky (Aieu mdu theo Th6ng

tu s6 04/2020/TT-BTP c*a B0

tru&ng B0 Ta PhdP)

Trich luc h0- DU th6o bdn sao Trich lgc
tich tucrng img v6i loai viec dd

d5ng ky.

- B6o c6o L6nh i14o LJBND c6P

x6.

h0tu ph6p - hQ

tichc6o LAnh

IJBND
cap xa

bi.oSO,

dao

pxe

Bfln sao Trich lUc h0 tlch <16

dugc ky vd tl6ng d6u
- Lanh dao UBND c5P xA kf
bin sao Trich lUc h0 tich

- Vdn thu il6ng d5u vd chuY0n

ki5t qut cho C6ng chrlc tu PhLP
- h0 tich

- LEnh d4o

UBND c6p

xd;

- Vdn thu.

q"3
quy€t
d6ng

K!
kCt
glti
vd
dAu

duyQtBuritc 3TIBND
cap xa

SO cap b6n sao Trich lPc hQ tich

@idu mdu ban hdnh theo Thdng

tu s6 04/2020/TT-BTP cila B0

trudng BQ Tu PhdP)

- Ghi vdo Sd chPbhn sao Trich
luc h0 tich

- Chuy€n k6t qu6 cho B0 Phfln
Ti6p nhfln vi T16 kiSt qu6.

C0ng chric
tu phrip - hQ

t!ch

Ghi vito
SO trQ tictr

Buritc 4UBND
t-

cap xa

viQc
tiCp
theo

Ban sao Trich lgc hQ tich
T16 k6t qui cho c6ng ddnB0 ph0n

Tii5p nhfln
vd Trh k6t
qua.

Buritc 5 Trir
qua

ktit
,.-

cap xa
UBND

- HO so ea tiilp nn6n theo TTHC <I5 c6ng b6;

- Bdn chup giy O qta nguli y6u cAu tgng ki hO tigh_ xu+ q*-(do:rgutri ti6p nhan hti so thgc hiQn^ saochsp dE luu hd so theo quy

ttinh tei kho6n 3 Di€u 3 Thong tu s6- UtZdZOffi-STP ryiry 2815i202O "i" 
Sd G-g eO tu ph6q luv 'tinh 

chi ti6t thi henh m6t s6

didu cra LuAr HO ti.ch vd Nghi tlinh s5 1I12015A{D-CP ngay ts t a"g-rTial*Zirri"Ji Crurin pit r qiv Ai'r'chi ti6t m6t s5 <li}u vd

HO so dugc luu trii tai UBND cdp xdtheo quy tlinh hiQn hdnh, bao gom:

biQn ph6p thi hanh Luflt H0 tich).

- Ban chpp k6t qui TTHC.

l::iJ
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15.DIngtcf khaisinhluutlQng: (SOhOsoTTHC:1.003583) C601 quytrinhthgchiQn.

- Ma sO quy trinh thti t.uc hanh chinh: 1.003583.

- Thdi han gi6i qry6tr 05 ngdy ldm vi€c.

Co quan,
tlol vi

Bur6,c

thgc
hiQn

TOn bu6,c
thrpc hiQn

Trfch
nhiQm thgc

hiQn

NQi dung c6ng viQc thgc hiQn Bi6u mfiu/k6t qui Thli
gian

(neny)

Ghi
chr[

TJBhII)
A-cap xa

Budrc I Titip nh6n
hO so

Cdng chr?c

tu phrip - hQ

tich

- Xem xdt, kiiSm tra tinh hqp l9
, ,t

cua no s0:

+ Trudng hqp hO so chua tt6y
dri: C6ng chric tu phiry - [0 tictr
hu6ng ddn cl€ c6ng ddn b0 sung
hd so vi in Phitiu y6u c6u b0
sung, hoan thien h6 so;

+ Truong hqrp hO so kh6ng
dring quy clinh: In Phi6u tu ch6i
gi6i quy6t hO so;

+ Trudmg.hqp hO so dAy dri,
hqp lQi Ti6p nhfln;.in Gi6y ti6p
nhfln h6 so vd tr6 k6t qu6.

- Chuy6n hO so d€nbuoc 2 d6,

xi ly.

- Phi6u y0u cdu b0 sung, hoan
thiQn hd so (Mdu sti 02 ban
hdnh kDm theo Th6ng tu
sii ottzotS/TT-VPCP ngdy
23/r 1/20r8);

- Phii5u tu ch6i tiiSp nhan gi6i
quyiSt h6 so (Mdu sii 03 ban
hdnh kdm theo Th6ng tu
tii o t tzo t 8/TT-zPCP ngay
2s/r r/20r8).

- GiSy tiiSp nhan hO to vd hsn
tre k6t quh (Mdu s6 0l ban
hdnh kdm theo Th6ng tu
sii o t tzo t 8/TT-nPCP ngay
23/r t/2018);

- H6 scv theo thri tuc hanh
chfnh tl6 c6ng bii.

0,5

UBND
A-

cap xa
Buri,c 2 Xri

SO,

cito
dao

ly ho
b6o

Lanh

Cdng chric
tu ph6p - hQ

tich

- Ki6m tra hd so;

- Xdc minh (n6u th6y cAn thiti0;

- Ds th6o GiSy khai sinh;

- Hti so eta tiiSp nhfln;
.i

- Vdn bin, gidy td, tei hQu x6c
minh (ntlu c6);

03

'1

r,
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,

so ph6p lf li6n quan;

ki6m ra h0 so; Y

xu6t;;

- Dg th6o Gi6Y khai sinh (BiAu,

mdu theo Th6ng tu s6

04/2020/TT-BTP cila B0

tru&ng B0 Tu PhdP).

ro conCucaob5obAnVAn (
ti5t uaq

oeki0n

- 86o c6o Ldnh d4o

x5 xem x6t, PhC duYQt.

UBNDUBND
^-cap xa

01
Ky duyQt ki5t quf, gi6i quyi5t vd d6ng d6uBudc 3

cap xa
UBND

0,75GiSy ktrai sinh d6 dugc lcfKf GiSy khai sinhtlao

cap

LAnh

UBND
xd

Ky
t6t
sihi

qva
quyCt

duyQt3.1

0,25GiSy khai sinh dd dugc kY vd

d6ng ddu
D6ng d6u vd chuY6n ktit qu6

cho Cdng chric tu Ph6P - h0 tich
VIn thuD6ng d6u3.2

0,5SO Oang lcY khai slrrrh (BiAu

mdu ban hdnh theo Th6ng tu
sA 04/2020/TT-BTP cila B0

trudng BQ Tu PhdP)

Ghi nOi dung khai sinh vdo SO

<lIng ky kh?i sinh vd cfing

.rgo-di y6u cAu $a"g t Y khai

sinh hi t€n vdo 56.

COng chric
tu ph6p - h0
tich

Ghi viro
SO trO tictr

Bufc 4
,.-

cap xa
UBND

0GiSy khai sinhTri k6t qui cho cdng ddnC6ng chric
tu ph6p - h0
tich

t<ctTrh
que

Budc 5

cip xfl
TJBND

Hii so dugc luu trfi tai UBND c6p x6 theo quy dinh hiqn hdnh, bao

AC luu hd so theosaohO so th
td cta cau- Ban xu6t trinh do

gom:

- Hii scv dA tiiip nhfln theo TTHC <16 cdng bii;

I
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16. DIng Xy t<6t h6n luu tlQng: (56 hd so TTHC: 1.000593) C6 0l quy trinh thgc hiQn.

- Ma s6 quy trinh thri tpc hanh chinh: 1.000593.

- Thdi hqn gi6i quyiSt: 05 ngdy ldm viQc.

dinh tai khoan 3 3 Th6ng tu 04/2020/TT BTP ngay 28/5/2020 cua B0 truong Bo Tu phrip Quv dinh chi ti thi hAnh m0t
tli6u cua Lu0t H0 tich va Nshi tlinh so 1 23/20 I 5A{D-CP ngdy 1 5 th6ng 1 I nam 20 1 5 cua Chinh pht quy dinh chi ti€tm0t SO tIi6u YA

biQn ph6p thi hanh Luit H0 tich).

- Vnn bin b6o c6o Lanh <tao UBND c6p xa;

- Ban chup k6t qu,n TTHC;

- Vin ban th6ng b6o vi& <ting kj h0 tiph &5n co quan li&r quan (d6i voi tuimg hqp ph6i th6ng b6o theo quy dinh cta LuAI HO tich vd c.4c v5n
ben quy <[nh chi ti€t thi hnnh).

Cc quan,
tlol vi

Burfc
thqc
hiQn

TGn bufc
thgc hiQn

T16ch
nhiQm thgc

hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu/kiit qui Thoi gian

(ngny)

Ghi
chli

UBI\Dx-cap xa
But6,c I Titip nhQn

hO so
COng chr?c

tu phdp - hQ

tich

- Xem x6t, kitim tra tinh hqp l9

cria hd so:

+ Trudrng hqrp hO so chua dAy

thi: COng chftc tu ph6p - !0 tictr
hy*g den de cdng d6n b6. sung
h6 so vd in Phi6u y6u cdu bO

sung, hoan thiQn hO so;

+ Truong hqp hO so kh6ng
ihing quy tllnh: In Phi6u tu ch6i
gi6i quytit h6 so;

+ Trudmg.hqp h6 so d6y dri,
hqtp lQ: Ti6p nhQn; in Gi6y ti6p

- Phitiu y6u cAu bO sung, hoan
thiQn hO so (Mdu sii 02 ban
hdnh kdm theo Thdng tu
sii ottzotS/TT-vPCP ngay
23/r r/20r8);

- Phii5u tu chdi titip nhfn giai
quytit hO so (Mdu ti| B bo,
hdnh kdm theo Thdng tu
sA O t nO t 8/TT-\/PCP ngdy
23/r r/20r 8).

- GiAy ti€p nhan hti so vd hEn
tri k6t quh (Mdu s6 01 ban
hdnh kdm theo Th6ng tu

0,5

t
a
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23/11/2018);

- HO so theo tht tUc hanh

chinh tI6 c6ng b6.

01/2018/TT- VPCP ngdYque.so vd trhnh0n

03- Hti so cta tiCP nhfln;

- Vdn ban, giSY td, tai liEu x6c

minh (ni5u c6);

- DU th6o vdn bin b6o c6o

(nOu 16 co s0 Ph6P lf . 1i6n

quan; k6t qui ki6m tra hO so;

y f.i6n il€ xu60;

- Du th6o Gi6Y ch(mg nhan

t<Ct trOn @ieu mdu theo Th6ng

w si5 04/2020/TT-BTP cfia B0

tru&ng B0 Tu PhdP)'

- Ki6m tra hd so;

- Xbcminh (n6u th6Y c6n thitiQ;

- DU th6o vdn bin b6o ctio LAnh

dao UBND cdP xfl-

- DU th6o Gi6Y chrmg nhfln k6t

hdn;

- 86o c6o Ldnh dao UBND c6P

x6 xem x6t, PhO duYQt'

Cdng chric
tu ph6p - hQ

tich

Ly ho
br[o

Lenh

UBND

Xti
SO,

c6o
tlao

cdp xd

Bufc 2UBND
c6p xi

01

Ky duyQt ktit qui gi6i quyiSt vd d6ng d5u
Budc 3

,,-
cap xa
UBND

0,75Gi6y chring nhfn ti5t trOn 0a

ctugc ky
Kf Giay chimg nh6n ki5t frOndao

cap

Lenh

UBND
xE

Ky duYQt

tet qua

gi6i quy6t

3.1

0,25Gi6y chimg nhfln ktit h6n da

dugc ky vd ct6ng d6u
D6ng d6u vd chuY€n tctit qua

cho -6ng chric tu Ph6P - h0 tich
V[n thuD6ng d6u3.2

0,556 tldrrg hi k€t hdn (BiAu mdu

ban hdnh theo Th6ng tu s6

04/2020/TT-BTP cfia B0

Ghi vdo S6 Aang kY kiit h6n,

ctng hai b6n nam nt kY t0n vdo

56; hai b6n nam nfi cirng kY

COng chfc
tu ph6p - hQ

tfch.

Ghi vdo
s6 tro tictr

Buti,c 4

cfp xfl
UBND

D

I
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17.Dilngkf khai tfr luu tlQng: (SO hO s<r TTHC: 1.000419) C6 0l quy trinh thgc hiQn

- Ma s5 quy trinh thri tpc hanh chfnh: 1.000419.

- Thdi han gi6i quytit: 05 ngdy ldm viQc.

vdo gi6y chimg nhQn ktit h6n. trudng B9 Tu phdp)

cap xa
UBND Burftc 5 Trh

qua
ktit C0ng chric

tu ph6p - hQ

t!ch.

Trd k6t qui cho c6ng ddn Gi6y chtmg nhQn t6t hOn 0

Hii so tluo. c luu trt t4i TIBND cdp xE theo quy tlinh hiQn hdnh, bao gtim:

- ftd so aa ti6p nfrAn theo TTHC tld cong b5;

- Ban chup gi6y t& cta nguli y€u c6u tling hj hQ dch xu6t trinh (do nguoi tiiip nlfn hd so thgc hi€n sao chup d6 luu hd so theo quy rtinh
tei khorim 3 Di6u 3 Thdng tu _s6 0412020ff1-BTP ngdy 281512020 ciaB$ tru&ng BO Tu ph6p Quy dinh chi ti6t thi hinh mQt sti <tiAu cta
Lu,At H0 tich vd Nghi <tinh s6 123/20I5A,ID-CP ngdy 15 thdng l l ndm 2015 cta Chinh phrl quy tlinh chi tiii mQt s5 di€u vd bien ph6p
thi hanh Luat H0 tich).

- VAn bAn b6o c6o Ldnh tl4o IIBND c6p xA;

- Bnn chlrp k6t qud TTHC;

- Vdn b6n th&rg b6o vifc <f6ng lci hQ tiph &in co quan li&r quan (<f0i vdi trudng hqp phai th&rg b6o theo quy <linh cua Luflt H0 tich vd cdc vln
ben quy dinh chi tii:r thi hnnh).

Ccr quan,
tlcrn vi

Bufc
thgc
hiQn

TGn bufc
thgc hiQn

Trich
nhiQm thgc

hiQn

NQi dung cdng viQc thr;c hiQn Bi6u miu/k5t quf, Thdi gian

(ngnv)

Ghi
chr[

UBND
A-

cap xa
Bufc I Ti6p nhQn

hd scr

COng chric
tu phrip - hQ

tich

Xem x6t, ki6m tra tfnh hqp l9
cria h6 so:

+ Trudng hqp hO so chua iIAy
dt: C6ng chirc tu ph6p - h0 tich

- Phii5u y6u cdu bO sung,
hoan thiQn h6 so (Mdu sii OZ

ban hdnh kdm theo Th6ng tu
sii ot/zotg/TT-VPCP ngdy

0,5

tt
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23/11/2018);

- Phirlu ttr ch6i tieP nhQn giai

quyiit hO so (Mdu tii 03 bon

hdnh kdm theo Thdng tu

sA O ttZO t Atff-VPCP ngdY

23/11/2018).

- Gi6v ti6P nh0n hti so vd hqn

trhkdt qia Qrtd" ti5 ol bo'
hdnh kdm theo Th6ng tu
tO O t tZO t Atff-VPCP ngdY

23/1 1/2018);

- HO so theo thri tUc hanh

chinh tt6 c6ng b6.

+ Trudmg hqP h6 s.o kh6ng

dirns l"y Oi*iIn Phii5u tu ch0i

gi6i quy0t hO so;

+ Trudng hqrP hO so diY tlri,
hqrp lQ: TiCP nhfn, qu6t (scan)

hti- so vd nhflP th6ng tin ti6P

nfran hd so vao Pnan m6m MQt

ctla; in Gi5Y tiCP nhan h6 so vd

tri kiSt qu6.

cOnghuOng
Phi0u1ns0 vah6

h6hoan thiQnsung,

ddn
ycu
SO;

03- HO so da tii5P nhQn;

- Vdn btn, gi6Y td, tdi liQu

x6c minh (niSu c6);

- VAn ban b6o c6o (n€ur6 co

sd ph6P lY li6n quan; k6t qui
ki€m tra hO so; Y ki6n i16

xu6t);

- DU th6o Trich,luc khai tu

ftan chinh): BiAu mdu theo

Th6ng tu si5 04/2020/TT-BTP
cfia B0 trudng BQ Tu PhdP'

- Ki6m tra hd scY;

- Xhcminh (nOu thliY cin thi€O;

- Dg th6o Trich lsc khai tri (bin
chinh)

- B6o c6o LSnh ttao UBND cdP

xE

C6ng chirc
tu ph6p - h0
tich

Xri ly ho
so, b6o

c6o Lanh
<lao

I.]BND
A-

cap xa

Buri,c 2UBND
c6p x6

01
Kj duyQt kiSt qui gi6i quyilt vd d6ng d6uBufc 3UBND

c6p xii
0,75GiSy chtmg nhfln t<6t trOn da

Ky Trich lPc khai tuLAnh daoduyQt3.1
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ket qua
A.glal quyet

UBND cdp

xd
<lugc ky

3.2 D6ng d6u Vdn thu D6ng d6u vd chuyiSn k6t qud
cho COng chric tu phrlp - h0 tich

GiSy chtmg nhan ttit trOn da
dugc ky vd il6ng d6u

0,25

UBND
t-cap xa

Bufc 4 Ghi vdo
SO trQ ticfr

COng chric
tu ph6p - hQ

tich

Ghi vdo SO dang (f khai tu,
ctng ngudi di tl5ne ky khai tri
ky t6n vdo 56

Sg Oang ky khai tir (Bieu
mdu ban hdnh theo Th6ng tu
si| oltzozo/TT-BTP cia BQ

trudng Bq Tu phdp)

0,5

UBND
^-cap xa

But6'c 5 retTr6
qua

COng chric
tu ph6p - hQ

tich

Tri ktit qui cho cdng d6n Trfch lpc khai tu (bin chinh) 0

Hii so tlugc luu trr tgi UBNO clp xa theo quy tlinh hi€. n hdnh, bao gdm:

- Hd so <ta tiiip nhfn theo TTHC <ta c6ng b6;

- Briur chup gi6y td cua nguoi y€u ciu dang ky hO tich xuit txinh (do ngutri tii5p nh{n hd so thgc hiftr sao chpp di5 luu hd so theo quy tlinh
hi khonn 3 Dieu 3 Th6ng tu s6 04/2020fft-B'IP ngdy 28/5/2020 ct aB,i truong BQ Tu ph6p Quy tlinh chi ti6t thi henh mot s6 dieu da
LuAt H0 tich vd Nghi dinh s6 123l20l5ND-cP ngiy 15 th6ng I I n6m 2015 cria Chinh phu quy dinh chi ti6t mot s6 .liAu vd bien ph6p
thi hdnh Lu{t H$ tich).

- Vdn bin b6o c6o LEnh tlao UBND c6p x6;

- Ban chup kiit qun TTHC;

- VEII ban thong b,6o vift tldng kj hQ tich tl&r co quan li&r quan (dai vdi trudng hqp ph6i th6ng b6o theo quy ttinh cua Luat H0 tich vd c.ic vAn
bdn quy iflnh chi ti€t thi hnn$.
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