
vd viQc ph6 duyQt a,, ,",1HIf.,lll[To,rc, thr tsc hirnh chinh
linh vqc H0 tich thuQc thAm quydn giii quy5t.t.

cria Uy ban nhin d6n c6p huyQn

cn0 rlcn rry BAf[ NHAN UAN riNn KHANH HoA

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

Cdn c* LuQt s*a adi, td sung mQt sii aiiu cia Luft Tii chtic Chinh phil vd
Luqt Td ch*c chinh quy4n dlaphuongngay 22/11/2019;

Cdn c* Nghi dinn sii OltZOlAttO-CP ngay 23/4/2.018 cia Chinhphilvi thqc
hiQn co chd mQt c*a, mQt c*a hAn thdng trong gidi quyiit thil t4c hdnh chinh;

Cdn c* Th6ng u s6 0L/2018/TT-VPCP ngdy 2j/t 1/2018 cia BQ tru6ng, Chr)
nhiQm Vdn phdng Chinh phi hudng ddn thi hdnh mpt sii qtty itlnh cia Ngh! dinh sij
61/20\8/ND-CP ngay 23/4/2018 cita Chinh phi vi thtrc hi€n co chii m6t c*a, mQt

c*a li€n th6ng trong gidi quyiit thi tUc hdnh chinh;

Theo di ngh! cila Gidm diic Sd Tu phdp tqi Td tinh si5 tf ZO/ffr-STf ngay
08/12/2020.

QUY6TD[NH:
Didu 1. Ph6 duyQt kdm theo Quyiit dlnh ndy Quy trinh nOi bQ gi6i quyt5t tht

tuc hdnh chinh lInh Wc HO tich thuQc thAm quy6n gi6i quy6t cria Uy ban nh6n dAn

c6p huyQq du-o. c c6ng UO tai quy6t ttinh sii 2882/QD-IIBND ngiy 2111012020 cta
Chri tich Uy ban nhen dan tinh Kh6nh Hda.

Didu 2. quyi5t Ainfr ndy c6 hiQu lgc thi hinh k6 tu ngdy lcj vd bei b6 c6c Quy
trinh t4i quyi5t ainn s5 SOS/qO-UBND ngAy lg/3/2020 cta Chri tich I-IBND tinh
Kh6nh Hda vO viQc phC duy.et Quy trinlr nQi bQ giai quyiit thri tuc hanh chinh linh
wc HO tich thuQc th6m quydn gi6i quyiit cria Uy ban nhAn ddn c6p huyQn.

Didu 3. Ch6nh V[n phdng Uy ban nh6n den tinh, Gi6m diic Sd Tu ph6p; Chri
tich Uy ban nhdn d6n c6c huyQn, thi x6, thdnh ph6 vd c6c t6 chric, c6 nh6n c6 li€n
quan chfu tr6ch nhiQm thi hanh quyi5t ai*r nay./.

uVBANxnANoAN
TiNHrGr(NHHOA

s5$rFgIaD-LTBND

Noi nhQn:
- Nhu Di6u 3 (VBET);
- Cuc Ki6m soAt TTHC, Vln phdng Chinh phi;
- TT.HDND tinh; Ban PC IIDND tinh;
- Chti tich, Ph6 Chi tich UBND tinh;
- Ph6 Ch6nh Van phdng UBND tinh;
- Trung tdm C6ng b6o;
- C6ng TTDT tinh; C6ng TTDT CCHC tinh;
- Trung tim CNTT vi DVHCCTT tinh;
- Luu: VT, P.KSTTHC, HThanh. 76
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erry rnixn Ner Be crar qurcr rnt TUC HANIr cnixn llmr Wc HQ TICH
THUec urAM qirrrN cral euyET cqA rri sAN mnAN nAN cAp uUYEN

(Ban hdnh kdm theo Qrryet ann ta jgSruAttO nsdyrtthdng /fndm 2020 c*a Ctui tich UBND tinh Khdnh Hda)

1. DIng lrf khai sinh c6 y5u t5 nu6rc ngoni (Me s6 TTHC: 2.000528): C6 m6J quy tinh thuc hi-€n.

- M6 sii quy trinh thrl tuo hdnh chinh: 2.000528.

- Thtri han girii quy6t: Ngay frong ngey ti€p nffi hd so; Truong hqp nh{n hd so sau 15 giir md th6ng gi6i quy6t dugc ngay thi ti k6t
qui tong ngiy hm vi6 ti6p ttreo.

Co quan,
dcrn vi

Bufc
thgc
hiQn

TGn bur6,c

thgc hiQn
T16ch

nhiQm thgc
hiQn

NQi dung c6ng viQc thqc hiQn Bi6u m6u/k5t qun Thiri gian

(ngnv)

Ghi
chri

TJBI\D
cap

huyQn

Bufc 1 Ti6p nh6n
hO so

BQ phfln tiiip
nhan vd tr6
. ,..
Ket qua

- Xem x6t, kiiSm tra tinh hqp l0

cria hd so:

+ Trudrng hap hq so chua.dAy
dt: C6ng chric tiiip nhQn"h6 so
hyooe dan de cdng ddn b6 sung
hO so vi in Phi6u y6u cdu b6
swg, hoan thiQn hO so;

+ Truong hqrp hO so kh6ng
tlung quy diph: In Phii5u tu ch6i
gi6i quy6t hO so;

+ Trulng hqp hO so dAy dri,
hgp lQ: Titip nhan, qu6t (scan)

h6- so vd nhflp th6ng tin titip
nhan hO so vio Phdn m6m MQt
cfta; in Gi6y tii5p nhan hO so vd
tri k6t qua; chuyqq h0 rq-{cn

- Phiriu y6u c{u bd sung, hoin
thiQn hti so (Mdu sii OZ ban hdnh
kim theo Thdng tu
tA OUZOTA/ff-I/PCP ngdy
23/1 r/2018);

- Phii5u tir chrSi tiep nhfn giai
quytit h0 so (Mdu tii os ban
hdnh kdm theo Th6ng tu
sA O t tZ O t etff-tlPcP ngdy
23/t r/2018).

- GiSy ti6p nhfln hti so vd hgn tr6
ktit qui (Mdu tii Ot ban hdnh
kdm theo Th6ng ta
sA OUZAIA/ff-VPCP ngdy
23/1 r/2018);

- Hti so theo thri tuc hanh chinh

Ngay
trong ngiy
tiOp nhfln

h6 so;

truong
hgp rlatt
hO so sau
15 gilmi
kh6ng gi6i

quyCt

clugc ngay
thi tra kct
qu6 ffong
ngdy laln
viQc ti6p

theo

t
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Phdng Tu ph6p tI6 c6ng b6.

Phdng
Tu ph6p

Buri.c 2 Xt l)i hd so, b6o c6o Lanh dao UBND c6p huyQn

2.1 Ki6m r:d,
tham muu

,lxu Iy no
SO

COng chfc
lim cdng t6c
h0 tich

- Ki6m tra hd so;

- Xdc minh (ntiu th6y cAn thitiQ;

- Dg th6o vdn bin b6o c6o Lanh
dpo IIBND c6p huyQn.

- Dy th6o GiSy Khai sinh;

- Trinh Lanh i14o Phdng xem
x6t, ph6 duyQt.

- Hti so da ti6p nhQn;

- VAn bhn, gidy td, Ai fiQu x6c
minh (ni5u c6);

- Dy th6o vln ban b6o c6o (n0u

rO co ;o ph6p ly li6n quan; k0t
qu6 ki6m lu xitc minh hO so; y
ki6n et6 xu6t);

- Du th6o Gi6y khai sinh (Bieu
mdu ban hdnh theo Thdng tu sd
04/2020/TT-BTP cfia BQ trudng
BQ Tuphdp).

2.2 Xem xft,
brio ciro
Lanh dAo
UBND
c6p huyQn

Lanh dao
Phdng Tu
phdp

- Xem xdt, duyQt hO so;

- Brlo ciio L6nh t14o UBND c6p

huyQn.

- H6 scv de tiiSp ntr0n;

- Van btrr., gidy td, tai [0u x6c
minh (n6u c6);

- Vdn ban b6o c6o (n6u r5 ccv s&

ph6p ly 1i6n qua{ri ktit qun.ti6q
tra, xirc minh hO so; y ki6n tl6

.( ..
xuat);

- DU th6o Gi6y khai sinh;

UBI\D
A

cap
huyQn

Budc 3 Ky
t<6t

sihi
vd

duyQt
qvg

quyCt
it6ng

- Ldnh d4o

UBND cdp

huyQn;

- Lenh d4o UBND c6p huyQn

kv ci6v khai sinh;

- VIn thu ct6ng d6u vd chuy6n

Gi6y ktrai sinh dd tlugc ky ,d
rl6ng d6u

)
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- Vdn thu. qui cho Phdng Tu phriP

- S6 Aan g W khai sinh @ieu
mdu ban lranl, theo Th6ng tu s(i
04/2020/TT-BTP cfia BQ truong
Be Tu phdp);

- Gi6y khai sinh.

Cdng chric
ldm c6ng t6c
h0 tich

- Ghi nQi dung khai sinh vdo Sd

ttang ky kh?i sinh vd ctrng

ngudi y6u cdu 9*g t Y khai
sinh ky t6n vdo 56;

- Chuy€n ktit qui cho B0 phan

Tii5p nhan vd Tri kiSt qu6.

Ghi vio sO

h0 tich
Phdng

Tu phip
Burfc 4

- Gi6y khai sinh.Tri kiit quf, cho c6ng ddnTrit
qua

ttit B0 phfln tii5p

nhAn vd trh
. A,
Ket qua

Bufc 5T]BND
cap

huyQn

H6 so ttugc luu trf t4i Phdng Tu ph6p theo quy tfinh hiQn hanh, bao gdm :

- rf6 so Ca ti6p ntr6n theo TTHC tl6 cong b5;

- B6n chup gi6y td c0a nguoi y€u ciu ttnng k, hQ tich xudt uinh (do ngut i titip nhAn hd so thqc hi6n sao cbup tt6 luu hd so theo 1uy tlinh t4i

moan : 6iA-u i fnOng ti s6 6+AOZOff[--STP ngay 2815t2020 cia B$ 1gluing BQ Tu ptr.ip Quy dinh chi tiet thi hdnh mot s6 <li€u crla Luat

iro. ,i"f, "l 
irgfri Arrri6 tzlzotsnp-cp ngay15 tneng l1 ndm 2015 crta ctri*r pnn quy tlinh chi ti6t mQt s6 diilu ve bign phap fii hanh

Lu0t H0 tich).

- Ven bnn, gi6y tL Ai fieu x6c minh (d6i voi tu]ng hap cd x6c minh);

- Vdn bi.n b6o c6o LAnh tl+o I-JBND ciip huy€n;

- Ban chup klit qu6 TTHC;

- VEJ1 b6n rhong b6o viQc <ttrg hy' h0 tich tliin co quan li&r quan (<I6i vtfi tueng hqp phei th&rg bdo theo quy dinh cua Luat H0 dch ra c.tu vln bdn

quy dinh chi ti6t thi hnnh).
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2. Thfi tgc tlIng tiy t<6t h6n c6 y5u tti nu6'c ngoiri (Ma sO TTHC: 2.000806): C6 mQt quy trinh thgc hiQn.

- Ma s6 quy trinh thri tpc henh chfnh: 2.000806.

- Thdi hpn gi6i quy6t: 15 ngdy

Co
quan,
tlo:r vi

Buri'c
thgc
hiQn

TOn bufc
thgc hiQn

Trfch
nhiQm

thgc hiQn

NQi dung c6ng viQc thgc
hiQn

Bi6u m6u/kiit qui Thli
gian

(ngiv)

Ghi
chr[

IJBNID
A

cap
huyQn

Budc 1 Titip nh?n
.l
no s0

B0
titip
vd
qua

Phan
nhan

ffe tet

- Xem x6t, ki6m tra tffi hgp
, rlle cua no s0:

+ Trudrng tqp h9 so chuadAy
dt: COng chrlc.ti0p nhQn hd so
hucmg den de c6ng d6n b6

,lsung h0 so vd in Phi6u y6u
cAu bd sung, hodn thiQn hO so;

+ Trudmg hqp hO so khdng
tlung quy ilinh: In Phii5u tu
ctrOi giai quyiit hii scr;

+ Trudmg.hqp hO so d6y dri,

hqp lQ: Ti6p nhan, qu6t (scan)

h6 so vd nhflp th6ng tin titip
nhan hO so vdo PhAn mAm
MQt cria; in.Gi6y tii5p nhQn hO

so vd tre ket qui; chuy6n hd
so dtin Phdng Tu ph6p.

- Phi6u y6u cAu b6 sung, hoan
thiQn h6 so (Mdu sii OZ ban hdnh
kim theo Thdng tu
tA OUZOTB/TT-IIPCP ngdy
23/1 t/2018);

- Phii5u tu chtii ti6p nhan giai
quytit tro so (Mdu tii os ban
hdnh kdm theo Th6ng tu
sA O I tZO t Atff-fPCP ngay
23/r 1/2018).

- gia1 titip n[rfn hd so vd hsn tr6
k6t qui (Mdu s6 0l ban hdnh
kdm theo Th6ng tu
sii o t tzo t 8/TT-VPCP ngay
23/1r/2018);

- HO so theo thri tuc hanh chfnh
^ ,^

oa cong Do.

0,5

Phdng
Tu

phip

Burf'c 2 Xri ly hd so, b6o citolanh dao UBND c6p huyQn xem x6t, quyiSt Ointr 09

)
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2.1 xr t!,
thAm tra hd
SO

COng cht?c

lem c6ng
t6c h0 tich

- Xt ly, thAm tra hd so;

- X6c minh (ntiu thdy cdn

thii5|;

- Dy th6o vdn ban b6o c6o

Lanh d4o UBND c6p huyQn;

- DU th6o GiSy chimg nhAn

ktit h6n;

- Trinh LAnh <l4o Phdng xem
xdt, ph6 duyQt.

- Hti so da ti6p nhfln;

- Ven bin, gidy td, tei fiQu x6c
minh (niiu c6);

- DU th6o vdn ban b6o c6o (n6u

rd co s0 ph6p ly li6n qu4; k6t
qui ki6m tra, xdc minh hO so; Y
kitin dC xu6t;;

- Du th6o Gi6y chimg nhan ktlt
hdn (BiAu mdu theo Th6ng w sd
04/2020/TT-BTP cila BQ truhng
BQ Tu phdp).

07

2.2 PhC duyQt

hd so, b6o
c6o LAnh
dao UBND
cdp huyPn
xem xdt,
qrrytit dinh.

LAnh d?o
Phdng Tu
ph6p.

- Xem x6t, duy6t hd so;

- Brio c6o Ldnh dao UBND
A.

cap nuy9n;

- Hdi so de ti6p nhfln;

- Vln bin, gidy td, tei liQu x6c
minh (niSu c6);

- VAn ban b6o c6o (n0u 16 co s0

ph6p ly li6n quan; ktit qu6.tieq
tra, xdc minh h6 so; y ki6n dC

xu6g;

- Du thno GiSy chimg nhAn ktit
h6n.

02

UBNI)
cap

huyQn

Bur6'c 3 Ky duyQt kiSt qui gi6i quyiSt vd tt6ng d6u 2,5

3.1 duyQt
qua

quyOt

Ky
trit
siin

Lenh dpo

UBND cdp

huyQn

Ky Gi6y chimg nhfln ktit trOn GiSy chimg nhan U5t hdn dd

tlugc ky
2
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3.2 D6ng d5u Van thu E6ng d6u vd chuy6n ktit qui
cho Phdng Tu ph6p

Gi6y chimg nhfln t<t5t trOn da
ilugc ky vd ct6ng d6u.

0,5

Phdng
Tu

phip

Bufc 4 Ghi Vdo
s6 tro tfch-
^a ,x
I O CnUC te
trao Gi6y
chimg
nh0n
hOn

ttit

- LEnh tl4o
Phdng Tu
ph6p;

- C6ng
chric ldm
c6ng t6c hQ

tich.

- chi viQc ktit hdn vdo So

dang ky k6t h6n, cirng hai b6n
nam, nt ky t6n vdo 56; hai
b€n nam, nt cirng lry vio
GiSy chrmg ntrfln ki5t hdn.

- T6 chr?c LE trao Gi6y chimg
nh?n tiSt h6n vi cdp GiSy
chimg nhfln ttit trOn cho hai
b€n nam, nfr.

- so eang ky ktit hdn (Bftu mdu
ban hdnh theo Thdng tu t6
04/2020/TT-BTP cfia BQ trudng
BQ Tu phdp).

- Gi6y chimg nhan ktit trOn.

03

T]BND
cap

huyQn

Bufc 5 T16 ki5t qui B0
ti6p
vd
que

Ph0n
nhan

ffe tist

Tri ki5t qui cho c6ng d6n GiSy chimg nhfln kiSt h6n 0

Haj so duo. c luu tr{i tei Phdng Tu ph6p theo quy rIffi hiQn hanh, bao gdm:

- Hd so ila ti6p nh{n theo TTHC ttd cong bt5;

- Ban chpp gi6y td cta ngutri y€u oiu tlEag hi hO tlch xu6t finh (do nguoi ti6p nh$n hd so thuc hi€n sao chlrp tlii luu hd so theo quy

tfinh tai khoan 3 DiAu 3 Th6ng tu s 6 OqZOZOI-I-STP ngdy 2815DA20 cta BO trudmg BO Tu ph6p Quy tlinh chi ti6t t]i banh mot s6

diau cia Luat Ho tich ve Nghi. dinh s6 tz:lzotsnp-cp ngay l5 ttr,ing I I n[m 2015 cua chinh pht quy tlinh chi ti6t m$t s6 tlidu va
bign ph6p thi hdnh Lu0t H0 tich).

- Vdn bnn, gi6y td, tei h.u x6c miDh (d5i v6i trudng hqp c6 xic mint);

- Vdn bdn b6o c6o Ldnh tlco UBND ciip huyin;

- Ben chUp kiSt qua TTHC;

- V611 bnn ftOng bdo vi€c t ing IcI h0 tioh d6n m quan li&r quan (d6i vdi tuorg hgp phei th6mg beo theo quy furh cua Lu{t H0 {ch vd c6c vdn

ban quy dinh chi tiet fti henh).

t
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3. Ding tri khai tfr c6 y6u t5 nufc ngoti (Ma s6 TTTIC: 1.001766) C6 02 quy tinh thuc hien'

3.1. Dnng ki khai tfr c6 y5u t5 nufc ngoli d6i vfi fudng hgp kh6ng xic minh

- Ma s6 quy tlnh tht tyc hanh chlnh: 1.001766-01.

- Thdi han giai quy6t: Ngay trong ngly ti6p nh$n h6 so, trucmg hgrp nhfn hd so sau 15 gid mi kh6ng giii quy6t dugc ngay thi

tri kiSt qui trong ngny hm viQc ti5p fireo)'

Ghi
chr[

Thoi gian

(nsiv)
Bi6u m6u/k6t qufrNQi dung cdng viQc thgc

hiQn
T16ch
nhiQm

thrpc hiQn

Butfc
thqc
hiQn

TGn bur6'c

thgc hiQn
Co

quan,
tlmt

- Phi6u y6u c1u bO sung, hoan
thiOn h0 so (Mdu tii OZ bon hdnh
kdm theo Th6ng tu
sii ol/zotatrr-VPCP nsdy
2i/r r/20r8);

- Phi6u tu chiSi ti6p nhQn gi6i
qrry6t no so (Mdu s6 B ban

hdnh kdm theo Th6ng tu
ti| o I tzo t 8/TT-I/PCP ngay
23/r 1/2018).

- GiSy ti6p nhfln hti so vd h-en ti
kiSt qui (Mdu sA Ot ban hdnh
kdm theo Th6ng tu
si| o t tzo t atrr-rPcP ngay
23/r r/2018);

- HO so theo thri tuc hanh chfnh
^ ,l

oa cong oo.

B0 phan
titip nhAn
vd ffe ket
qua

- Xem xdt, ki6m tra tinh hqp
r rX

te cua no so:

+ Trudng ttqp ho. so chua ddy
ehi: C6ng chfc ti6p nhfln hO sg

hunng d6n de cdng ddn bd-, :.
sung h0 so vd in Phi0u yOu

carr-UO sung, hoan thiQn hd so;

+ Trudng hSp hO so khdng
itung quy ttinh: In Phi6u fi
ctrOi giei quy6t hO so;

+ Trudrng hqrp hO so d6y dri,

hqp lQ: TiCp nhfln, qu6t (scan)

h6- so vd nhQp th6ng tin tii5P

nhAn hii so ,ao PnAtt mdm
MQt cira; in Gi5y ti6p nhan hO

so vdr trh ke,t qu6; chuy0n hO

so itiSn Phdng Tu ph6p.

^.4rlep nnan
hti so

UBND

huyQn

A
cap

Bufc L Ngay tro,ng

ngdy ti6p
nhAn ho

so; trudmg
hqp nhAn
hd so sau

15 gid mi
kh6ng gi6i
quy0t dugc
ngay thi tri

k€t qui
trong ngAy
lim viQc

tit5p theo

Xt b7 hd so, b6o cilolanh d4o UBND c5p huyQnPhdng BuOc 2
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Tu phdp

2.1 Ki6m ffa,,
tham muu
xri ly hO so

COng chrlc
hm c6ng
t6c h0 tich

- Ki6m tra h6 scv

- Dg thio vdn ban b6o c6o

Lanh dpo UBND c6p huyQn.

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

- Trinh Lenh d4o Phdng xem
xdt, ph6 duyQt.

--). --..4 r
- Hd so iIA ti6p nhfln;

- DU th6o v6n bin b6o crlo (n6u
16 co so ph6p ly 1i6n quan; ktit
qui ki6m fra;!, kitin tIC xu69;

- DU thio Trich luc khai tu (ban
chfnh): BiAu mdu theo Th6ng tu
si| 04/2020/TT-BTP cila B0
tru&ng BQ Tuphdp

2.2 Xem x6t,
c6o
d?o
cap

b6o
Lanh
UBND
huyQn

Lenh dao
Phdng Tu
ph6p

- Xem x6t, duyQt hO so;

- B5o crlo Ldnh tlao UBND
^.cap nuy9n.

- HO so cla tiiSp nhQn;

- Van ban b6o c6o (n6u rO co s&

ph6p.ly 1i6n quani ktit qui ki6m
tra h0 so; y ki6n dO xu6t);

- DU th6o Trich lpc khai tu Gan
chinh)

T]BI\D
A

cap
huyQn

Buritc 3 Ky
t<tit

gini
vi
d5u

duyQt

w9
quyOt

d6ng

- LEnh tlao

UBND c6p

huyQn;

- Vdn thu.

- Ky Trich luc khai tu Oan
chinh)

- VAn thu d6ng d6u vd chuyi5n

kiSt qui cho Phdng Tu ph6p

Trfch lUc khai tu (ban chfnh) da
ttugc ky vd il6ng ddu

Phdng
Tu

phr[p

Butfc 4 Ghi vdo SO

h0 tich
Cdng chric
hm c6ng
trlc h0 tich

- Ghi vdo SO deng ky khai tu
vd ctrng nguoi y€u c6u rldng
ky khai ttl hy vdo 56;

- Chuy6n ktit qui cho BQ phQn

TiCp nhfln vd Tri kiSt qu6.

- SO Oang ky khai tir (Bi€u mdu
ban hdnh theo Th6ng tu sO

04/2020/TT-BTP cfia BQ trudng
BQ Tuphdp);

- Trich lpc khai tu (ban chffi)
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Trich lpc khai tu (ban chffi)Tri ki5t qui cho c6ng ddnPhan
nhan

vd
qua

B0
titip

t<cttrh

T16 ki5t qu6UBND
cap

huyQn

Bufc 5

Hd so ttugc luu tt tgi Phdng Tu ph,ip theo quy rlinh hi€n hdnh, bao gdm:

- ftd so ea ti6p nt6n theo TTHC ttd c6ng bi5;

- Bdn chup ei6y td cta nguli y€u ciu tgng kf hQ lch xu5t trinh (do ngudi ti6p uhgn h6 so tlqc hipn sao chl;p dd luu hd so threo cgldlnl
t i tn"a" i bid" I rnaritu 16 o+lzozorrr-trt ogey zttstzoz0 cna Bg Tu ph6p Quy dinh chi ti6t )i hanh moj s0 dicu cta Luat H0 tich

,I r..rgfri al"fr r0 t z:lzo tjnvt)-cp 
"gdy 

15 th6ng tt nam zots crla Chinl phrl quy ttinh chi ti6t mot s6 didu vd biQn phdp thi haDn LuAt H0

ti.ch).

- v6n bin, giSy td, tdi liQu xrlc minh leoi voi truong hgp c6 x6c minh);

- Vdn ban b6o c6o Ldnh t14o IIBND c6p huyQn;

- Ban chsp k6t qui TTHC;

- vdn ban th6ng b6o viQc darrg ky ho tich tltin co quan li6n quan (d6i voi
ban quy ctinh chi titSt tfri hanh).

tuong hqp phai th6ng b6o theo quy dinh cria Luflt H0 tich vd c6c vdn

3.2. Ding hf khai tr? c6 y5u tii nufc ngohi Atii vrf,i trutnrg hqp phii xrlc minh

- Me s6 quy tinh tht fuc hanh chinh: 1.001766-02.

- Thdi hpn gi6i quyiSt: 03 ngdy lim viQc.

Ccr
quan,
tlon t

Burfc
thqc
hiQn

T0n bufc
thgc hiQn

Trich
nhiQm

thgc hiQn

NQi dung cdng vi$c thgc
hiQn

Bi6u miu/kiit qui Thdi gian

(ngnv)

Ghi
chf

T]BI\D
cap

huyQn

Bufc 1 Ti6p nhan
hO so

B0
.. A
tlep
vd

Ph0n
nhAn

tra tiSt

- Xem x6t, kii5m tra tinh hgP

lQ cria hii so:

+ Trudrng hqtp hO s<r chua d6y

- Phirlu y6u cAu bO sung, hoan
thiQn hd so (Mdu tii OZ ban hdnh

kDm theo Th6ng tu
sii ot/zota/rr-rPcP nsay

0,125
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qua dri: C0ng chric ti€p nhQn h0 so
hucmg aa" AC c-6ng dan bO

.).sung h6 so vd in Phi6u y6u
; rt i a

cdu bO sung, hoan thiQn hO so;

+ Trudrng hqp hd so kh6ng
dfgg quy tlilh:.In Phi6u tu
chdi giai quy6t hO scr;

+ TruOrng.hqrp hO so dAy dri,
hqrp lQ: Ti6p nhfln, qu6t (scan)

h6-so va nhflp th6ng tin titip
nhan hO so vdo Phdn rnem
MOt cria; in GiSy tii5p nhfn ho
so vi ri ki5t qu6; chuy6n hO

so diSn Phdng Tu ph6p.

23/t r/2018);

- Phi6u ttr chdi tii5p nhQn gi6i
quytit hO so (Mdu si5 os ban

hdnh kdm theo Thdng tu
ti5 ottzotatrr-rPcP ngdy
2s/11/2018).

- ci6y ti6p nhQn hii so vd he.n ti
ktit qui (Mdu sA Ot ban hdnh
lrim theo Thdng tu
sA O t tZO t 8/TT-'7/PCP ngay
2i/11/20r8);

- HO so theo thri tuc hdnh chinh
^ ,A

da cong Do.

Phdng
Tu phip

Buitc2 Xri ly hii so, bin cfuo Lenh dao UBND cdp huyQn 215

2.1 Ki6m ff&,
tham muu
xri ly hti so

COng cht?c
hm c6ng
tric h0 tich

- Ki€m tra hd so; thUc hiQn

thAm traxdcminh;

- Dy th6o v5n ban b6o crio
Lanh dao UBND c6p huyQn.

- Dg th6o Trich lpc khai tu
(ban chinh);

- Trinh Lanh clao Phdng xem
x6t, ph6 duyQt.

--). --..4 t .

- HO so dA tiCp nhfln;

- VIn btn, gidy td, tai liQu x6c
minh;

- DU th6o vdn ban b6o c6o (n6u
rO co so ph6p ly 1i6n quan; k0t
qu6 kitim tra, xdc minh h6 so; y
ki6n dC xr69;

- DU th6o Trich luc khai tu (bin
chinh): Bidu mdu theo Thing tu
t6 I4/2020/TT-BTP cila Bo
trahng BQ Tuphdp.

2,25
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0,25- HO so da tii5p nhan;

- VAn bin, gidy td, tAi fiQu x6c
minh (n6u c6);

- VAn ban b6o c6o (n€u rd co s&

ph6p ly 1i6n quan; ki5t qui ki€m
t u [O so; y ki6n dC xu60;

- Du thio Trich luc khai tu (ban

chfnh)

- Xem xdt, duyQt hO so;

- B6o c6o Ldnh d4o UBND
A.

cap nuy9n

Xem x6t,
b6o c6o
Lanh dao
UBND c6p
huyQn

dao
Tu

Lenh
Phdng
phdp

2.2

0,25Trich lUc khai ttr (ban chinh) da

tlugc ky vd <16ng d6u
- Ky Trich lpc khai tu (ban

chffi)
- VAn thu tt6ng d6u vd chuyOn

k6t qui cho Phdng Tu ph6p

- LEnh ilpo

UBND c6p

huyQn;

- Vdn thu.

Bufc 3 duyQt

w9
quyCt
it6ng

K),
kct
giti
vd
d6u

I]BND
cap

huyQn

0,125- SO eang ky khai th (Bi€u mdu
ban hdnh theo Thdng tu sd

15/201S/TT-BTP cila BQ trudng
B0 Tuphdp);

- Tr(ch lpc khai tu (ben chfnh)

- Ghi vdo Sd ilang ky khai tft
vd cirng nguoi y€u cAu ddng

ky khai tu ky vlo 56;

- Chuy€n ktit qui cho BQ phan

Tii5p nhfln vd Tri ki5t qu6.

Ghi vdo Sd

h0 tich
COng chrlc
lem c6ng
trlc h0 tich

Butfc 4Phdng

phip
Tu

0Trfch lpc khai tu @nn chinh)Tri ki5t qui cho c6ng d6n.Phan
nhan

ta nit

B0
titip
vd
qua

Tri k6t quiTJBI\D
A

cap
huyQn

Bufc 5

H6 so dugc luu trii t4i Phdng Tu ph6p theo quy ilinh hiQn henh, bao g6m:

- HO scr da ti6p nhan theo TTHC tI6 c6ng bii;
quy dinh
diOu cta

giSy td
Di0u 3

nguoi chpp.dC luu h6
chi ti6t thi hanh

theoSOsaoho SOtrinhxu6t do hi0ncau nh0n thUctich ( ngudi ti6pcua h0kyyou il6ng
soTucua B0120228/sBTP04120201rroStukho6n 3

- B6n chpp
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thrlng 1 1 20 1 5 cua Chinh pht dinh chi m0t vd bien ph6p thiLuft H0 tich va Nehi dinh 1 23 120 1 5AiD.CP ngav 1 5 nam quy

hdnh Luit H6 tich).

- van be& gdy td, tni fi-€u x6c minh (rt6i vd,i trudng hqp c6 x6c minh);

- Vdn bin b6o crio Ltuih &o IIBND crip huyQn;

- Bnn chup k6t qui TTHC;

- V6n b6n th&rg b,6o vi& drng kjt hO tich <!5n co quan li&r quan (d5i ]/di tumg hqp phai th6ng b6o theo quy irinh oua Lu{t H$ tiph vd olc vin
ben quy .finh chi ti.it thi henh).

4. DIng lcf nhgn cha, mg, con c6 ytiu tii nudc ngoii (MA sO TTHC: 2.000779): C6 mQt quy trinh thUc hiQn.

- Ma s6 quy trinh thri tuc hAnh chinh: 2.000779 .

- Thdi han gi6i quytit: 15 ngdy.

Co quan,
tlrrn vi

Buritc
thgc
hiQn

TGn bufc
thgc hiQn

Trrflch
nhiQm

thgc hiQn

NQi dung cdng viQc thgc
hiQn

Bi6u miu/k6t qui Thdi
gian

(nenv)

Ghi
chri

t]BND
cap

huyQn

Bufc 1 ^.4Irep nnan
hO so

B0
,. i
uep
vd
qua

Ph0n
nhAn

te ttit

- Xem x6t, kiiSm tra tinh hgp
" ,x

Ie cua no s0:

+ Trudrng hap hq so chuaddy
dri: C0ng chric ti6p nhQn hO so

huong aan t6 c6ng dAn bO
,x

sung hO so vd in Phi€u y6u

cdu bd s*g, hoan thi-en h6 so;

+ Trudmg hqrp hO so kh6ng
dugg quy tlilh:.In Phi6u tu
chOi gi6i quy0t hO so;

+ Trudmg hqp hO so dAy dri,

hqrp lQ: Titip nhfln, qu6t (scan)

- Phii5u y6u cAu bd sung, hoan
thiQn hO so (Mdu si| OZ ban hdnh
kdm theo Th6ng tu
t6 ottzotatrr: PCP nsdy
23/11/20r8);

- Phi6u tu chdi titip nhfn gini
q,ry6t tro so (Mdu sii os ban
hdnh kdm theo Thdng tu
ti5 ot/zol8/TT-vPCP ngdy
2s/t 1/20r8).

- GiAy ti6p nhfln hO so vd he.n ff6
k€t qu6 (U6" sA Ot ban hdnh
kDm theo Thdng tu

0,5
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@6ngtintitSp
nhan hO to .rao PhAn mAm

MOt crta; in Giay tieP nhan hO

so vd tri k6t qu6; chuYen hO

so d6n Phdng Tu ph6p

i{ottzotB/TT:rPCP ngdy

23/1r/2018);

- HO so theo thri tuc hanh chffi
^ ,A

oa cong oo.

Phdng
Tu phtlp

BvOc 2 Xt l)i hd scv, b6o c6o Lenh dao UBND c6p huyQn t2

2.1 Ki6m tr&,

tham mtru
".,' l

xu ly no so

COng chric
lem c6ng
tric h0 tich

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

- Ni6m ytit viqc nhan cha, me,
con tqi try sd UBND cdP

huyQn vd UBND c6p xd noi
thuong tni cta ngudi dugc
nhan li cha, mg, con;

- DU th6o vdn btn bi"o c6o

LAnh c14o UBND c6p huyQn.

- DU th6o Trich lpc ddng ky
nhan chq mg, con (ban chinh)

- Trinh LAnh d4o Phdng xem
x6t, phO duyQt.

- Hti so ddfi1t;p nhfln;

- Van ban ni6m ytit viec nhan
cha, mg, con;

- Vdn bin, gi6y td, tdi liQu xtlc

minh (niSu c6);

- Dp th6o v6n b6n b6o c6o (n6u

rd co so ph6p ly 1i6n quan; k6t
qui ni€m yiit; ttit qui kirSm.tra,
xac minh hti so; y kiCn i16 xu6t);

- Dg th6o Trich lUc ddne lry
nhan cha, mg, con (ban chinh):
Bidu mdu theo Th6ng tu si|
04/2020/TT-BTP c*a BQ trudng
B0 Tu phdp.

10 Ni6m
yct
trong
thdi
gian 07
ngay
1i6n tUc.

2.2 Xem xdt,
b6o ciro
Lanh ilao
UBND c6p
huyQn

LAnh dao
Phdng Tu
ph6p

- Xem x6t, duyQt h6 scY;

- 86o c6o Ldnh ilao I-IBND
A1

cap nuygn.

- H6 so dAiirepnhdn;

- VAn ban ni€m yiSt viPc nhfln
cha, mg, con;

- VEn bin, gidy td, tai HQu x6c
minh (ntiu c6);

- VAn ban b6o ciio (n6u rO co s0

02
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ph6p ly li6n quan;
tra hO so; y ki6n tI6

- Dg th6o Trich lUc dAng ky
nhan cha, mg, con (ban chfnh)

xu6tl;
qua

02Ky duyQt kt5t qui gi6i quytit vi tl6ng d6uI]Bh[D
Acap

huyQn

Bufc 3

1,5Trfch lpc tldng ky nhan cha, mg,
con (b6n chinh) t15 tluqc ky.

3.1

gi6i qu

K),
ket

duyQt

lue
yct

Lenh d?o

UBND c5p

huyQn

Ky Trich lpc tldng ky nhan
cha, mg, con (b6n chffi)

Trfch lpc d[ng ky nhfln cha, mg,
con (ban chfnh) d5 tlugc ky ,d
d6ng ddu.

0,53.2 D6ng d6u Vdn thu D6ng d6u vd chuy6n ki5t qui
cho Phdng Tuph6p

0,5- SO Oang ky nhfln ch4 mg con
(BiAu mdu ban hdnh theo Th6ng
tu sd 04/2020/TT-BTP cua Bo
trudng B0 Tu phdp);

- Trich lpc tldng ky nhfln cha,

m9, con (bin chinh)

Phdng
Tu phip

Bur6,c 4 Ghi vio SO

h0 tich
Cdng chrlc
hm c6ng
tac hQ tlch

- Ghi viQc d[ng ky nhfn cha,
m9, con vdo 56 il6ng (i nhan
cha, mg, con; ctng c6c b6n ky
vdo S0.

- Chuy6n ktit qui cho BQ phan
^. ,.
Ti€p nhan vd Tri k€t qu6.

0Trich lpc ddng ky nhan cha, mg,
con (b6n chinh)

B0 ph0n
titip nhAn
vd trtr k6t
qua

T16 k5t qu6 cho c6ng ddn.T]BI{D
cap

huyQn

Bufc 5 Tri kiit qui

HO so dugc ltru trft t4i Phdng Tu ph6p theo quy tlinh hiQn hanh, bao gtim:

- Hd so de tii5p nhan theo TTHC t16 c6ng bti;



Ban chup td ttdng ky h0 tich trinh (do ngudi nh0n SO thUc hipn sao chu luu so theo quy
mOt sO diAu

dinh

tqikhoin aJ Di 3 l2020lrl, BTP ngav 2815/2020 cua B0 trucvng Bo Tu ph6p Quv dinh chi thi henh cua

Luat H,o tich va Nehi dinh SO 1 23120 1 5AID-CP ngay 1 5 thdng 1 1 ndm 20 1 5 cua Chfnh pht quy dinh chi fi1t;t m0t SO tti6u YA bi9n phdp thi

henh Lu0t H0 tich).

- V6n bi1r., giSy td, tai fiQu x6c minh lAOi vcri trudtng hqp c6 xrlc minh);

- VAn b6n ni6m yiSt;

- VIn ban b6o c6o Ldnh ttao UBND c6p huyQn;

- Ban chup ktit qui TTHC;

- V[n ban th6ng b6o viQc dang ky h0 tich di5n co quan 1i6n quan (i16i voi tuong
ban quy ttinh chi titit ttri henh).

hqrp phai th6ng biio theo quy dinh cria Lu4t H0 tich vd c6c vdn

hiQn.

15

5. Dtrng kf khsi sinh k6t hqp dnng ld uhgn cha, m9, con c6 y6u t5 nutrc ngoni (Me s6 TTHC: 1.001695): C6 mQt quy trtnh thgc

- Ma sd quy trinh thri t.uc hanh chinh: 1.001695.

- Thdi gian gi6i q,ryiSt: 15 ngdY

Co
quan,
tlon t

Bufc
thgc
hiQn

TOn bu6,rc

thr;c hiQn

Trich
nhiQm

thgc hiQn

NQi dung c6ng viQc thqc
hiQn

Bi6u miu/k6t qui Thdi
gian

(ngiv)

Ghi
chti

UBNI)
A

cap
huyQn

Bufc L ^. IIlep nnan
hti so

PhAn
nhan

trA rSt

B0
titip
vd
qua

- Xem x6t, kitim tra tfnh hgP

lQ cria hd so:

+ Trudrng hA,p hq scr chua.dAY

thi: COng chr?c ti6p nhfln hd sg
huong den dC cdng ddn bO

.).
sung h6 so vd in Phi6u y6u

.Au bO sung, hoan thiQn hti so;

+ Trudrng hqp hO so khdng

- Phi6u y6u cAu bd sung, hoan
thiQn hO so (Mdu si| OZ ban hdnh
kdm theo Th6ng tu
si| oltzotatrr: PCP ngay

2s/t t/2018);

- Phii5u tu ch6i tiiip nhfn gi6i
quytit hd so (Mdu sii Os ban
hdnh kdm theo Th6ng ta
sA OttZOtAtf-fPCP nsdy

0,5
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itng quy <linh: In Phi6u tu
ctriSi giai quy6t hd srv;

+ Trubng hq'p hO so dAy dt,
hgp lQ: Ti6p nhfln, qu6t (scaq)

h0- scr vd nhflp thdng tin titip
nhAn hd so vdo PhAn *eT
MQt cria; in Gi6y ti6p nhQn hO

so vd tri k6t qu6; chuy6n h6
so diSn Phdng Tu ph6p.

2s/r r/20r8).

- GiSy tii5p nhQn hti so vi hgn ti
ki5t qui (Mdu sii Ot ban hdnh
kdm theo Thdng tu
tii ottzotstrr-YPCP ngay
23/t 1/20r8);

- Hd so theo thri tuc hanh chfnh
^ .A

oa cong Do.

Phdng
Tu ph6p

BuficZ Xt b7 hd so, b6o c6o Lanh dao UBND c6p huyQn 12

2.1 Ki6m t:a,,
tham mrru

'.,'lxu ly no so

C6ng chric
hm c6ng
tric h0 tich

- Ki0m tra hO so; x6c mffi
(n6u c6n thitit);

- Ni6m yiSt vigc nhan cha, mg,
con tai trg s0 UBND c6rp

huyQn vd UBND c6p xd noi
thudng tru cta ngudi tluo. c
nhan ld cha, mg, con;

- DU th6o vEn ban b6o c6o
Ldrhdao UBND c6p huyQn.

- DU thio Trich lpc tllng ky
nhan cha, mg, con (bin chinh)
vi Gi6y khai sinh

- Trinh LAnh dao Phdng xem
x6t, ph6 duyQt.

- Hd so de titip nhOn;

- VAn bin niOm ytit vigc nhAn

cha, mg, con;

- VIn ban, gi6y td, tAi liQu x6c
minh (n6u c6);

- DU thio v6n bhnbilo c6o (n6u

rO co so ph6p ly li6n quan; k6t
qui ni6m yiSt; t6t quf, kii5m.tra,
i6c minh hti so; y kitin tIO xu6t);

- DU th6o Trich luc ddne kt
nhan cha, mg, con (b6n chffi) vd
GiSy khai sinh (Bi€u mdu theo

Thing tu sb 04/2020/TT-BTP
cua B0 trudng BQ Tu phdp)

10 Ni€m
yet

trong
thdi

gian07
ngay

li6n tUc.

2.2 Xem
bin

x6t,
c6o

LAnh ctao

Phdng Tu
- Xem xdt, duyQt hO so;

- 86o c6o Ltuth dao UBND

- HO so da ti6p nhfln;

- Ven ban ni6m yt5t viPc nhan

02
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LAnh dao
capUBND

huyQn

ph6p
A

cap nuy9n. cha, mg, con;

- Van bin, gi6y td, tdi liQu x6c
minh (niSu c6);

- Van ban b6o c6o (n€u rO co,s0
ph6p- lf li€n Qlani k6t qui ki€m
tra hO so; y ki6n dC xudt);

- DU th6o Trfch lpc deng kY

nhan cha, mg, con (ban chinh) vd
GiSy khai sinh.

T]BIID
A

cap
huyQn

Budc 3 Ky duyQt ktit qui gi6i quytSt vd d6ng d6u 02

3.1 Ky
t6t
giili

duyQt
qfi

uy€tq

Lanh dao

UBND c6p

huyQn

Ky Trich lpc ddng ky nhan

cha,
ci6y

mQ, con (ban chfnh) vd
khai sinh

Trich lgc ddng ky nhQn cha, mg,

con (bin chinh) vd Gi6y khai
sffi dZ tlugc ky

1 ,5

3.2 D6ng d6u VIn thu Vdn thu tl6ng d6u vd chuyi5n

k6t qui cho Phdng Tu phrip
Trich lpc cl[ng ky nhQn cha, mg,

con (ban chinh) vd Gi6y khai
sinh dd clugc ky vd cl6ng d6u

0,5

Phdng
Tu ph6p

Bufc 4 Ghi vdo 56
h0 tich

COng chrlc
lam c6ng
tric h0 tich

- Ghi vdo 56 ileng lcy nhan

cha, mg, con, S,5 dang ky khai
sinh vi cirng nguoi di ddng kY

h0 tich ky vdo S0;

- Chuy6n k6t qui cho BQ Phfln
TiiSp nhdn vd Tri k6t qu6.

- SO dang ky nhan cha, mg con

vn Sd dAng ky khai sinh (Bieu
mdu ban hdnh theo Th6ng u sd
04/2020/TT-BTP cfia BQ truong
B0 Tu phdp);

- Trich lgc ddng lcf nhQn ch.a,

D9, con (b6n chfnh) vd Gi6y
khai sinh.

0,5
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6. Dlng lry grim hQ c6 y5u tii nu6'c ngohi (MA sd TTHC: 1.001669): C6 02 quy trinh thpc hiQn.

6.L DIng lcf gi6m hQ cri c6 ytiu t6 nur6'c ngoiri

- MA s6 quy trinh thri tuc hanh chinh: 1.001669-01.

- Thli hpn gi6i quyi5t 05 ngdy ldm viQc

T]BND
A

cap
huyQn

Bufc 5 Trf, ki5t qui B0
,. A
tlep
vd
que

Phan
nhan

ffa t6t

Tri k6t qui cho cdng ddn Trich lpc ttdng ky nhfln cha, mg,
con (ban chinh) vd GiSy khai
sinh

0

Hd so tluqc luu trt tai Phdng Tu ph6p theo quy ttinh hiQn hdnh, bao gdm:

- Hd so tE ti6p nh{n theo TTHC tE c6ng b6;

- Ban chup gi6y td cta nguoi y6u ci! tlEng ky hO tich xuiit trfnh (do ngudi tiiSp nhAn hd so thuc hiin sao chup dA hru hd so theo quy

<fi!h ter kloan 3 DiAu 3 Th6ng tu sii O+DOZO|II-STP ngiry 2815/2020 cia BO trudng BO Tu ph6p Quy ttlnh chi ti6t thi hdnh mit s6

didu cta LuAt HO tich ve Nghidinh s6 :-,]ZnOIS}{F-CP 
"gny 

15 th6ng l1 nEm 2015 cua Chinh phri quy dinh chi ti6t mot sii diEu ve
biQn ph6p thi hanh LuAt H0 tich).

- Vdn beiL ei6y t4 tni t-u x6c minl (tt6i vdi tudng hqp c6 x6c minl);
- VIn bdn ni€m y6t;

- Van ben b6o c6o Ldnh tt+o IIBND c6p huy0n;

- Ban chup kgt qua TTHC;

- VIn ben th&rg b6o vift tlEng lci hQ tich tlth co quan li&r quan 1d6i 
"Oi 

ttrtmg trqp phei th&g b6o theo quy <Iinh crla Lu{t H0 tich vn cdc vIn
ben quy dinh chi ti& rhi hhh).

Co
quan,
tlon vi

Buri'c
thgc
hiQn

TGn burfitc

thgc hiQn
Trfch
nhiQm

thgc hiQn

NQi dung c6ng viQc thrSc

hiQn
Bi6u miu/k5t qun Thli

gian
(nenv)

Ghi
chr[



t9

UBND
cap

huyQn

Bufc 1 -. I r ^ IIlep nnan 
I

h6so I

Ph0n
nh0n

ta t6t

B0
tii5p
vd
qua

- Xem x6t, kiiSm ha tinh hgrP

lQ cria hO so:

+ Trucmg hap hq so chua dAy
<hi: C6ng_chrigtiCp nhQn hO so

huong Aan AC c6ng d6n b6-. ),
sung h6 so vd in Phi6u Y€u
ca, UO sung, hoan thiQn hti so;

+ Trudrng hqrp hO so kh6ng
drgg quy ilryh:. In Phii5u tu
ch6i giai quy6t hO so;

+ Trucrng.hqrp hO so dAy dri,
hqp lQ: Ti€p nhQn, qu6t (sca+)

hO so vn nhqp th6ng tin titiP
nhan hO so vdo Phan mCm

MQt cria; in Gi6y titip nhan ho
so vi tri k6t qui; chuy6n ho
so diSn Phdng Tu ph6p.

- Phi0u y6u cAu bO sung, hoan
thi-en hO scv (Mdu sti Oz ban hdnh
kdm theo Th6ng tu
tA OltZOlAtf-YPCP ngaY

2i/t 1/2018);

- Phi6u tu ch6i tiiip nhfn gi6i
quy0t trO so (Mdu t6 OS ban

hdnh kdm theo Th6ng ta
sA OltZOtS/TT-VPCP ngdY

23/11/2018).

- Giav ti6p nhQn hti so vd hgn tri
ktit qui (Mdu ti5 Ot ban hdnh
kdm theo Th6ng tu
sA OttZOtAtff-VPCP nsdY

23/t t/2018);

- Hd so theo tht tuc hdnh chffi
^ rX.

oa cong Do.

0,5

Phdng
Tu ph6p

Bufc 2 Xt l), hd so, b6o c6o Lanh dao UBND c6p huyQn 3

2.t Ki6m ta.,
tham mrru
xu ly h0 so

C0ng chfc
lim c6ng
t6c h0 tich

- Ki€m tra h0 so; x6c minh
(ntiu c6n ttritit);

- DU thio v5n ban b5o c6o

Lanh dao UBND c6p huyQn.

- Dp th6o Trich lUc tl6ng kY

gifimhQ (b6n chinh)

- Trinh Lanh dao Phdng xem
x6t, ph6 duyQt.

- Hdi so da ti6p nhan;

- VAn bin, gidy td, tai liQu x6c

minh (ntiu c6);

- DU th6o vdn ban b6o c6o (n6u

rO co so ph6p ly 1i6n quan; k6t
" ,.Aqu6 kiOm tra, xdc minh h6 so; Y

kien de xuSt);

- DU th6o Trich lUc tleng kY

02
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gi6^ h0 @an ctriofr): BiAu mdu
theo Th6ng tu s6 04/2020/TT-
BTP cfia BQ truhng BQ Tu phdp.

2.2 Xem x6t,
c6o
dao
cap

b6o
LAnh
I-TBND
huyQn

Lanh ilao
Phdng Tu
ph6p

- Xem x6t, duyQt hO so;

- Bilo c6o Ldnh clao UBND
^.cap nuygn.

- H0 so tH titip nhan;

- VAn btn, gifrry td, tai liQu x5c
minh (n6u c6);

- Vdn ban b6o c6o (n€u rd cosd
phap ly 1i6n quan; k6t qu6 ki6m
tra h6 scr; y kitin tt6 xu6t);

- Drf th6o Trich lpc deng ky
gi6mh0 (ben chinh).

01

UBND
cap

huyQn

Bufc 3 Ky duyQt ki5t qu6 gi6i quytit vd tl6ng d6u 01

3.1 Ky
k6t
gi6i

duyQt
que

quy6t

Lanh d?o

UBND c6p

nuy9n

Ky Trich lpc ddng ky gi6m hQ

(ban chinh)
Trfch lsc tldng ky gi6m h0 (ban
chinh) tI6 tlugc lqy

0,75

3.2 D6ng d6u Vdn thu D6ng ddu vd chuyi5n ki5t qu6

cho Phdng Tu phrlp
Trich lpc cldng ky gi6m h0 (ban
chinh) dd du-o. c lcy vd d6ng ddu

0,25

Phdng
Tu

phip

Burftc 4 Ghi vdo SO

h0 tich
C6ng chric
ldm cOng
tlc h0 tich

- Ghi vdo 56 <l6ng ky gi6m
h0; cirng ngudi .tli itang lqy

gi6m h0 ky vdo 56;

- Chuy6n ki5t qui cho BQ phan
^.i u 

- 
,, 'Ti6p nhfln vd Tri k6t qu6.

- SO dang ky gi6m hQ (Bi€u mdu
ban hdnh theo Th6ng tu sii
04/2020/TT-BTP c*a BQ traong
BQ Tu ptuip);

- Trich lsc il6ng k! eiiffn h0 Gan
chinh).

0,5
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0Trich lpc ddng lcj gi5m h0 Gan
chinh)

Tri ktit qui cho c6ng ddnTri ktit qui Phan
nh0n

B0
tii5p
vd
qua

t6ttrh

Bufc 5UBND
cap

huyQn

Hd so dugc luu tt rai Phdng Tu ph6p theo quy dinh hien henh, bao gdm:

- Hd so dE tith trhan theo TTHC tta c6ng bi5;

- Brn chuD ei6v td cta nsuli y€u clu ttEng kf hO tich xult tdnh (do ngudi ti6p nhan hd so thuc hien sao chup d,5 luu hd so theo quy

Orf, tA fiiroL i oiEu f nrong tu sii o+nozOfrc-aff n8d1y 28l5l2o2o iua BO truong B0 Tu phfu Quy dinh chi tict thi hanh m.ot so

dar Jr-i"aigO tr."r, vn Nghi.-dinh s6 tz:tzotslxg-cp-niay ls tn,log 11 nam 20licrta chinh phrl quy dffi chi tiiSt m0t s6 diau vd

bic,n ptr.ip tri hanh Lu.$t H$ tiph).

- vdn ban, gi6y td, rai lieu xic minh (d5i vdi trudng hqp c6 xdc minh);

- Vdn ban b6o c6o Lanh tlao LJBND clp huyQn;

- Bnn chrrp k6t qua TTHC;

- VEn ban th6,rg b6o vi& il;ag kt hO tich &in cc quan li€n quan (tloi vdi tnrdng hqp phei thong b6o theo quy tfinh crla Lu{t H0 ti.clt vi c6c vEn

ban quy dinh chi ti6t tli hanh).

6.2 Dilnglcf gi6m hQ tlucrng nhiOn c6 y6u t5 nudc ngoii

- Ma sO quy finh thri trlc hanh chinh: 1.001669-02.

- Thdi han gi6i quyistthri tpc hanh chffi: 03 ngdy ldm viQc.

Co
quan,
tlon vi

Budc
thpc
hiQn

TOn buri'c
thgc hiQn

T16ch
nhiQm

thgc hiQn

NQi dung c0ng viQc thgc
hiQn

Bi6u mf,u/k5t quf, Thli
gian

(nenv)

Ghi
chr[

I]BND
cap

huyQn

Bufc 1 ^.4 t AIlep nnan
hO so

Ph0n
nhan

tA tiSt

B0
titip
vd

- Xem x6t, ki6m tra tinh hgp

tQ cria hti so:

+ Trudmg hgp hO so chua t16y

- Phitiu y6u cAu b6 sung, hoan
thiQn hO so (Mdu sii OZ ban hdnh
kdm theo Th6ng tu
sii ottzotS/TT-vPCP nsdy

0,5
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qua thi: C6ng-chric"ti6p nhfln hO so
huong den dC c6ng ddn bO

sung hd scv vd in Phi6u y6u
cAu bO sung, hoan thiQn h6 so;

+ Trudrng hqrp hO so kh6ng
&ilg quy tli1fi:. In Phi6u tu
ch6i gi6i quy6t hd so;

+ Trudmg hqrp hO so d6y dt,
hqp 10: Titip nhfln, qu6t (scan)
hO so vd nhQp th6ng tin ti6p
nhan h6 stv vdo Phdn mdm
MOt cta; in.ciSy titip nhfln ho
so v1 fta ket qu6; chuy6n hd
so tl€n Phdng Tu ph6p.

2j/t r/20r8);

- Phii5u tu ch6i ti6p nhfln gi6i
quytit frO so (Mdu ti5 OS ban
hdnh kdm theo Th6ng tu
tA OltZOt 8/TT-WCP ngdy
23/t t/2018).

- GiSy ti6p nhfln hti so vd hgn tri
ki5t qui (Mdu sii Ot ban hdnh
kdm theo Th6ng tu
sA OttZOtAtrr-fPCP ngdy
23/1 r/2018);

- H6 so theo thri tuc hanh chfnh
^ .x

oa cong Do.

Phdng
Tu

phfp

Bur6,c 2 Xri ly h6
so, b6o c6o
Lanh dAo

IJBND c6p
huyQn

Phdng Tu
ph6p

l15

2.1 Kii5m tra,
tham muu

" ,,, \xu ly no so

COng chric
ldm c6ng
tac h0 tich

- Ki6m tra hO so; xiic minh
(niSu cdn thiiS|;

- Dp th6o vdn bhn b6o ciro
Lanh dao UBND c6p huyQn.

- DU th6o Trich lpc eleng ky
giilmhQ (ban chffi);
- Trinh LAnh dao Phdng xem
x6t, ph6 duyQt.

- HO scr da ti6p nhQn;
.A- Vin bin, gii,y td, tei fiQu xrlc

minh (ntiu c6);

- Dtr th6o v5n bhn b6o c6o (n6u
rd co so phdp ly li6n quan; ktit
qu6 ki6m tra, xirc minh h6 so; y
ki6n t16 xudt);

- Dg th6o Trich lpc dIng hy
si6m hO Oen chinh): Bidu mdu

01
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theo Th6ng tu
BTP crta BQ tradng BQ Tu PhdP

04/2020/TT-

0,5- H6 so da tiiSp nhan;

- V[n btn, gi6ty td, tAi H-6u x6c
minh (ni5u c6);

- VAn ban b6o c6o (n6u rO co sd
ph6p.ly li€n 9)ani ktit qui ki6m
tra hO so; y ki6n it6 xudt);

- DU th6o Trich lgc tl6ng kY

gi6mh0 Oan chinh).

- Xem x6t, duyQt hO so;

- 86o crio LSnh tlao UBND
A.

cap nuy9n.

dao
Tu

Lenh
Phdng
ph6p

x6t,
c6o
dao
capUBND

huyQn

Xem
b6o
LAnh

2.2

0,5Trich lpc d[ng ky gi6m h0 Gan
chffi) c16 dugc ky vd d6ng ddu

- Ky Trich lgc dAng ky giarn

h0 Oan chinh);

- Van thu d6ng d6u vd chuy6n
ktit qui cho Phdng Tu ph6p

- Ldnh ilao

UBND c6p

huyQn;

- VIn thu.

Buritc 3 Kli
tctSt

giiri
vd
dAu

duyQt

w9
quy€t
il6ng

t]BND
cap

huyQn

0,5- SO Aang hy giarn hQ (BiAu mdu

ban hdnh theo Thdng tu s6

15/201\/TT-BTP cfia BQ rrudng
BQ Tu phdp);

- Trich lpc rt[ng hy gi6m h0 06n
chinh).

- Ghi vdo Sd dang ky gi6m
h0; ctng ngudri .di tlang kY

gi6m h0 ky vio 56;

- Chuy6n ktlt qui cho BQ phfln
Tii5p nhfln vd Tri ki5t qu6.

COng chric
hm cdng
tic h0 tich

Bu6tc 4 Ghi vdo SO

h0 tich
Phdng

Tu
phfp

0Trich lpc ddng lq gi6m h0 (ban

chfnh)
Tri ktit qui cho cdng d6nPhOn

nhan
te tet

B0
titip
vd
que

T16 kiSt qu6UB}ID
ciip

huyQn

Bufc 5

H6 so dugc luu trE t4i Phdng Tu ph6p theo quy tlinh hien henh, bao g6m:
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- Hd so & ti6p nh$n theo TTHC tl6 c6ng bi5;

- BAa chrp gi6y td cta nguoi yeu car dEng ky hO tich xuSt trtnh (do ngudi ti6p nhan hd so thuc hign sao chup d6 luu h6 so theo quy
dinh ei khoan 3 Didu 3 Thdng tu s 6 o+tzozoffT-Yfl, agity 2815D02o cia BO lru&ng B0 Tu ph,ip Quy tlinh chi ti& thi hdnh mot s6
diAu clia LuAt HO tlch vd Ngh! tlinh sd 12320154.ID-CP ngAy 15 th6ng 11 ndm 2015 cua Chinh phi quy <linh chi ti6t mot s6 didu va
biQn phip thi harh LuQt HQ tich).

- VAn brim, gi6y td, tdi liQu x6c minh (tliii vdi trulng hQ,p c6 x6c minh);

- VIrr ban b6o o6o LAnh tleo IIBND cdp huyQn;

- B6n chup kiit qun TTHC;

- Ven ban th6ng b6o vi& .trng hi hO tilh tlin co quar li&r quan (tli5i vri'i tucmg hqp phdi th&rg b.io theo quy <linh oua Lu6t H0 tich vd cric vdn
ben quy dinh chi ti& thi h)nh).

T.Einglcf chfm dr,ftt gi6m hQ c6 y6u t5 nurfc ngoii (MA sO TTHC: 2.000756): C6 01 quy trinh thUc hiQn.

- Ma sO quy tinh thri fuc hanh chinh: 2.000756 .

- Thdi hqn gi6i quy6t: 02ngiry ldm viQc

C
(r quan,
tloar vi

Bur6'c
thqc
hiQn

TGn bufc
thgc hiQn

T16ch
nhiQm

thrrc hiQn

NQi dung c6ng viQc thgc
hiQn

Bi6u miu/k6t quf, Thtri
gian

(neiv)

Ghi
chfi

UBNI)
cap

huyQn

Bufc 1 Titip nhan
,l
no so

B0 phan
ti€p nhAn

va th k6t
qve

- Xem x6t, kiiSm tra tffi hgp
lQ cria hO so:

+ Trudrng tSp h9 so chuadAy
dri: Cdng chric ti6p nhQn hO so
huong OIn O6 c6ng ddn bO.;.sung hO s0 va in Phi6u y6u
cAu b6 t*g, hoan thiQn hd so;

+ Truong hqi'p hO so kh6ng
ilung quy dinh: In Phi6u fi

- Phii5u y6u cAu bO sung, hoan
thiQn hO so (Mdu sii OZ ban hdnh
kdm theo Th6ng tu
tii ottzOtatrr-VPcP ngay
23/r r/2018);

- Phitiu tL chi5i ti6p nhfn giai
quytlt hd so (Mdu sii OS ban
hdnh kim theo Th6ng tu
tii o t tzo t 8/TT-nPCP ngqy
23/11/2018).

0,25
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-gihi 
Wy}thii so;

+ Trudrng hqrp hO so dAy dt,
hqrp tQ: TiCp nhfln, qu6t (scan)

hO so v.a nhflp th6ng. tin ti6P

nhan hO so vdo Phan m6m
MQt cria; in.Gi6y tiCp nhQn ho
so vd tri ktit qu6; chuy6n h0
so diSn Phdng Tu ph6p.

-Ei6t ticp nhan ho so vd he.n tri
k6t qui (Mdu sii Ot ban hdnh

kdm theo Th6ng tu
sA OttZOtStff-fPCP ngdY

23/t t/2018);

- HO so theo thri tuc hanh chfnh
^ ,A

oa cong Do.

Phdng
Tu ph6p

Buri'c 2 Xt ly hti so, b6o c6o Latu dao LIBND c6p huyQn 01

2.1 Ki6m trz,
tham muu
xri ly h0 so

C6ng chric
ldm c6ng
tac h0 tich

- Ki6m tra hd so; x6c minh
(niSu c6n thiiS|;

- DU th6o vdn bitn b6o c6o

Lanh dao UBND c6p huyQn.

- DU th6o Trfch lpc ildng ky
ch6m drit gi6m h0 (ban

chinh);

- Trinh LAnh dao Phdng xem
x6t, ph6 duyQt.

- HO so cta ti6p nhan;

- Vdn bin, giSy td, tai [Qu x6c
minh (n6u c6);

- DU th6o v[n ban brlo c6o (n6u

rd co 
-so 

ph6p $ 1i6n qup; k€t
qui ki6m tra, xdc minh h6 so; y
kitin dA xudt);

- Dg th6o Trich lUc dAne ky
ch{m dtrt giim h0 (ban chinh):
BiAu mdu theo Th6ng tu s6

04/2020/TT-BTP cila Bq trudng
BQ Tu phdp

0,5

2.2 Xem xft,
c6o
dao
cap

b6o
Lanh
UBND
huyQn

LAnh dao
TuPhdng

ph6p

- Xem x6t, duyQt hO so;

- 86o c6o Ldnh dao IIBND
ArA

cap nuy9n.

- Hd srv da tiSp nhan;

- Vdn bin, giily td, tei HQu x6c
minh (ntiu c6);

- Vdn ban b5o c6o (n6u 16 ccY s&

phdp ly li6n quan; k6t qui ki6m

0,5
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tra hO so; y ki6n t10 xuAt);

- DU th6o Trich lUc il[ng ky
ch6m dtrt gi6m hQ @6n chinh).

UBND
A

cap
huyQn

Bur6,c 3 duyQt

w9
quyCt
d6ng

Ky
kct
gihi
vi
d6u

- Ldnh tl4o

UBND c6p

huyQn;

- Vdn thu.

- Lanh d4o UBND c6p huyQn
ky Trich lqc ddng ky ch6m
dtrt gi6m h0 (ban chinh);

- VAn thu d6ng d6u vi chuytin
k6t qu6 cho Phdng Tu ph6p

Trich lpc tldng ky chSm dut gi6m
h0 Gin chinh) t16 dugc ky vd
il6ng d6u

0,5

Phdng
Tu phrlp

Budc 4 Ghi vdo SO

h0 tich
C6ng chric
lnm cdng
uic h0 tich

- Ghi vdo Sd <Iang ky ch6m
dut gi6m hQ; cing ngudi tti
ddng lcy ch6m dtrt gi6m hO ky

. ^tvao Do;

- Chuy6n kiit qui cho BQ phAn
^.4 . 

- 
o r '

Tiep nhfn vd Tri k6t qu6.

- 56 tlang ky chdm drit gi6m hQ

(Bieu mdu ban hdnh theo Thdng
tu s6 04/2020/TT-BTP cila 86
Tuphdp);

- Trich lpc tl6ng ky ch6m dtrt
giitmhQ @6n chfnh)

0,25

t]BI\iD
cap

huyQn

Budc 5 Tri kt5t qui B0
fiep
vd
que

Phan
nhAn

te ttit

T16 kiit qui cho c6ng ddn Trich 19c tldng hj chAm dirt gi6m
h0 Oan chfnh)

0

Hd so <hro. c luu w tai Phdng Tu ph6p theo quy <[nh hign hdnh, bao giim:

- ffd so Oa ti6p nfr6n theo TTHC ttd c6ng bi5;

- Bnn chup gi6y te ctu nguli y€u cdu ttnng ky hO {ch xu6t t Dh (do ngutd ti6p nhAn hd so trVc hi€n sao chrp tt6 luu ha) so theo quy <linh

Ai khoen 3 Oitu 3 Thdng tu s6 o+n)z,m-nfP. ogdy 2815D020 ctiaBo tuong BO Tu ph6p Quy dlnh chi ti6t thi hdnh mot s6 tliAu cua

Lu{t HQ tich vd Nghi Cintr s6 tZllZOtSlNO-CP ngny 15 thSng 11 nim 2015 cria Chlnh phrl quy tlinl chi tiiSt mQt s6 <tiAu vd biQn ph6p thi
hdnh LuEt H0 tiph).

- Vdn bnq giiiy tq tdi fieu x6c minh (diii voi tru&ng hqp c6 x6c minh);
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- Vdn bin b6o c6o Ldnh d4o IIBND huyQn;

- Bar chup k6t qua TTHC;

- VEn ban thtug bAo vifu a;ng lcf hg tiph <tAn ca quan li€n quan (tti5i vdi rrutmg hqp phei thdng b6o theo quy dinh sia LuAt H0 tidt vd cdc v-an

ban quy ttinh chi fiist thi hanh).

8. Tht tgc thay d6i, cti chinh, b6 sung thAry tin hO tich, x{c ilinh t+i dtn toc gua s6 Ttuc: 2.000748): C6 03 quy trtnh thuc hi€n.

8.1 Thri t+c thay il6i, cli chlnh hQ tich, xnc dinh l$ d$n toc d5i vfi trudmg hqp kh6ng ric minh

- Me s5 quy tinh thri tuc henh chinh: 2'000748-01'

- Thdi han gifi quyiit: 03 ngiy ldm viQc.

Ccr quan,
tlon vi

Bufc
thgc
hiQn

TGn bufc
thgc hiQn

Trich
nhiQm

thgc hi$n

NQi dung c6ng viQc thgc
hiQn

Bi6u m6u/ktit qun Thdi gian

(nenv)

Ghi
chf

UBND
cap

huyQn

Bufc 1 ri6p nhfln
hO so

B0 phan
tii5p nhan
va tra ket
qua

- Xem x6t, kii5m tra tinh hqrp

lQ cria hti so:

+ Trudrng hatp hq so chuadAy
tfii: COng chr?c ti6p nhan hO so

hucmg Aan e6 c-6ng d6n bd
,t

sung hO so vd in Phi€u y€u

cAu bO sung, hoan thiQn h6 so;

+ Trudng hqtp hO so kh6ng
d"lg q"y dq,r},,.In Phi6u tu
chdi gi6i quy6t h0 so;

+ Truong.hqp hO so dAy dri,

hqrp lQ: Ti€p nhan, qu6t (scan)

h6- so vd nhap th6ng tin ti6p

- Phii5u y6u cAu b6 sung, hoan
thiQn h0 so (Mdu sii OZ ban hdnh
kdm theo Th6ng tu
sA OttZOtA/ff: PCP ngdy
23/r t/2018);

- Phitiu tu ch6i titip nhfn gi6i
quyiSt trO so (Mdu sA OS ban
hdnh kdm theo Th6ng tu
tA OttZOtATf-VPCP ngdy
23/11/2018).

- 9i6V titip nfran hii scv vd h-en tr6
k6t qu6 (Mdu s6 0l ban hdnh
kdm theo Th1ng tu
si| ottzotatr: PCP ngdy

0,5
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nhan hO so vdo Phdn mAm
MQt cria; in GiSy ti6p nhQn hO

so vd tri ktit qu6; chuyi5n hO

so tliin Phdng Tuph6p.

23/r 1/2018);

- Hii so theo thri tuc hdnh chinh
^ rA

oa cong Do.

Phdng
Tu phip

Bufic 2 Xt ly hd so, bi,o cfo Lanh dao UBND c6p huyQn 115

2.t Ki6m ta,
tham muu

,;,xu ry no
so

COng
chr?c ldm
c6ng tdc
h0 tich

- Ki6m tra hd so;

- Dg th6o vdn ban b6o c6o
Lanhdao UBND c6p huyQn;

- DU th6o Trich lpc thay t16i,

cii chffi, b6 sung hQ tich, x6c
tlinh lai ddn tQc (bin chffi);
- Trinh Lanh dao Phdng xem
x6t, ph6 duyQt.

- Hd so de fi6p nhfln;

- DU th6o vdn ban b6o c6o (ndu
rd co ;& ph6p ly 1i6n quan; k6t
qut kipm tyu xdc minh hO so; f
ki6n tI€ xudt);

- Dy th6o Trich lpc thay d6i, cai
chinh, b6 sung h0 tich, x6c ttinh
lai ddn tQc (ban chfnh): Bi6u
m6u theo Th6ng tu sO

04120201TT-BTP cria BQ truong
B0 Tu ph6p

0l

2.2 Xem xdt,
b6o cito
Ldnh tlpo
UBND

A
cap
huyQn

Lflnh t14o

Phdng Tu
phdp

- Xem x6t, duyQt hii so;

- 86o c6o LEnh dao LIBND
A.

cap nuy9n.

- HO so da tii5p nhfln;
.A- V[n btn, gi6ry td, tAi HQu x6c

minh (ni5u c6);

- Vdn ban b6o crlo (n6u 16 co s0
phSp ly 1i6n quan; ktit qu6 ki6m
ta h6 so; y kii5n d6 xu6t);

- Dg th6o Trich lpc thay d6i, cei
chinh, bO sung hO tich, x6c tlinh
l4i ddn tQc (ban chinh)

0,5
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0,5Trich lpc thay ddi, cei chfnh, b6

sung hQ tich, x6c dinh lai ddn tQc

(ban chinh) dd ttuqc ky vd d6ng
d6u

- Lanh dao UBND c6P huYQn

ky Trfch. luc thay d6i, cti
chinh, bO sung h0 tich, x6c
dinh lai ddn tQc (b6n chinh)

- VAn thu tl6ng d6u vd chuy6n
ki5t qui cho Phdng Tu phrip.

- LAnh

dao

T]BND

cap

huyQn;

- Vdn
thu.

Bufc 3 duyQt

rylL
quy0t
tl6ng

Ky
k€t
gihi
vd
dAu

UBND
cap

huyQn

0,5- S6 dang ky thay d6i, cei chinh,

bO sung h0 tich, x6c dinh lai ddn
tQc (BiAu mdu ban hdnh theo

Th6ng tu sd 04/2020/TT-BTP
cia B0 trudng B0 Tu phdp);

- Trfch lpc thay d6i, cei chinh,
bd sung hQ tich, x6c dinh lai ddn

tQc (ban chinh)

COng

chric ldm
c6ng titc
h0 tich

- Ghi vdo SO itdng ky thaY

d6i, ciri chinh, bO sung hQ

tich, x6c tlinh lai ddn tOc vd
ctrng nguoi tti il6ng ky h0 tich
ky vio 56.

- Chuy6n k6t qu6 cho BQ phQn

Titip nhan vd Tri ki5t qu6.

Budc 4 Ghi vdo
SO trQ tictr

Phdng
Tu ph6p

0Trich lpc thay d6i, cei chffi, bO

sung hQ tich, x6c dinh lai ddn tOc

(ban chffi)

Tri ktit qui cho c6ng ddnB0
titip
vi tri k6t
que

PhAn
nhAn

Trh
que

tctUBND
A

cap
huyQn

Bufc 5

Hd so tfuqo luu trt t+i Phdng Tu ph6p theo quy tlinh hiQn hffi bao gdm:

- Hd so tE ti6p nhfln theo TTHC tla c6ng b5;

- BAn chuo ei6v td cua nzutri y6u cau d[ng ki hO tich xuit tdnh (do neuUi ti6p nnan hd so thuc hien sao chupdi: luu hd so theo quy dinh

;ffi#i ild"; ih#il r'a-isaorsrn-irr ,gny tolt trzois cua n6 riphap tudms dan thi hdnl mOt a6 diau cua Luat HO tich ve

il-gii a.riir6 rz:zorsnio-cr ngay l5l1U20ls cG 
-chinh 

phri quy dlnh chi ti6t mgt s6 ttidu vn biQn ph6p thi henh Ludt H0 tlch)'

- van bhn, gifrry td, tai liQu x6c minh (eoi voi truong hgrp c6 xrlc minh);



\.

30

- Vdn b6n b6o c6o Ldnh tlao UBND huyQn;

- BAn chup k6t qui TTHC;

- Vln bin th&E beo vipc tEng kf hQ tich <lth co quar Iito quan (d6i vdi tudmg h@ phai tr&rg b6o theo quy tlioh cua Luat HO ti.ch ve cAc van
ben quy .tinh chi tiii ttli hanh).

8.2. Thfi tgc thay d6i, cei chfnh hQ tich, xrlc tlinh l4i dffn tQc tliii vrfi trudnrg hqp phii xfc minh

- MA s6 quy fiinh tht tgc hanh chfnh: 2.000748-02 .

- Thdd hpn gi6i quy6t: 06 ngdy lim viQc.

Co quan,
tlon vi

Bufc
thrpc
hiQn

TGn bur6'c

thgc hiQn
Trdch
nhiQm

thrpc hiQn

NQi dung c6ng viQc thqc
hi$n

Bi6u mf,u/k5t qui Thli gian

(nenv)

Ghi
chri

T]BND
cap

huyQn

Burfc 1 TiCp nhfln
hO so

B0 phfln
ti6p nhAn
vd tri k6t
qua

- Xem x6t, ki6m tra tinh hgp
lQ cria h6 so:

+ Trudmg hqp hO so chua tl6y
dt: COng chric ti6p nhfln hd so
huong d6n A6 cdng d6n bd
sung h6 so vi in Phi6u y6u
cdu bO sung, hoan thiQn h6 so;

+ Trudrng hqp hO so kh6ng
dulg quy tlinh:.In Phii5u fi
ch6i gi6i quy6t hO so;

+ Trudrng.hqp hO so dAy dri,
hqp lQ: TiCp nhQn, qu6t (scan)

h6 so r.u nhflp th6ng. tin tiiSp

nhan h6 so vdo Phdn m6m
MQt cria; inGi6y tiiSp nhQn ho
so vi tra kCt qu6; chuy6n hO

- Phi6u y€u cAu bd sung, hodn
thiQn hO scr (Mdu sii OZ ban hdnh
kdm theo Th6ng tu
si5 ottzotS/TT-\/PCP ngay
23/11/2018);

- Phii5u tu ch6i ti6p nhan gi6i
quytit trO so (Mdu sii os ban
hdnh kdm theo Thdng tu
sii o I /zo t a/rr-vPCP ngdy
23/r 1/20r8).

- 9i5v titip nlfn hd so vd he.n tr6
k6t qui (Mdu s6 01 ban hdnh
kdm theo Th6ng tu
tA O t tZO I 8/TT-'7/PCP ngay
23/r 1/2018);

- H6 so theo tht tuc hanh chinh

0,5
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ffiPtdng Tuph6p. dd c6ng b6.

Phdng
Tu ph6p

Bufc 2 Xt lli hd so, b6o c6o Lanh dao UBND c6p huyQn 4'5

2.1 Kitim tra,
tham muu
xti ly ho
s0

Cdng
chric ldm
c6ng tilc
h0 tich

- Ki6m tra hO so; thUc hiQn

thdm tra x6c minh;

- DU thio v5n ban b6o cilo

Lenh d4o UBND c6p huYQn;

- Dy thio Trich lpc thaY d6i,
c6i chinh, bd sung hQ tich, x6c

itinh lai ddn tQc (bin chinh);

- Trinh LAnh dao Phdng xem
x6t, ph6 duyQt.

- HO so <tA ti6p nhan;

- VAn bhn, gi6'y td, tAi [Qu x6c

minh;

- DU th6o v5n ban b6o c6o (n6u

16 co so ph6p ly li6n qu4; k6t
qu6 ki6m-tta, xitc minh hO so; Y
kitin dA xuAt;;

- DU th6o Trfch lgc thaY d6i, cai
chinh, b6 sung h0 tich, x69 ttinh
lai d6n tOc (ban chinh): BtAu mdu
theo Th6ng tu sii 04/2020/TT-
BTP cuo BQ trudng BQ Tu PhdP.

04

2.2 Xem xdt,
b6o c6o
Lfinh tt4o

UBND
cap
huyQn

Ldnh dao
Phdng Tu
phfip

- Xem x6t, duyQt hti so;

- 86o c6o Ldnh dao UBND
c5p huyQn.

- Hd so ddiirf.:p nhan;

- Vdn bin, gi6y tb, tai liQu x6c

minh (niSu c6);

- VEn ban b5o ciio (n€u rO co"s0
phrip.ly li6n qlani k6t qui ki6m
iru tro so; I kicn dA xuSt);

- Dg th6o Trich lpc thay d6i, cai

chinh, b6 sung h0 tich, x6c clfnh

lai ddn tQc (ban chinh)

0,5

I]Bi\D
cap

Burilc 3 Ky duyQt

t<6t que d?o

Lenh - Lenh d4o UBND c6P huYQn

ky Trich lUc thay d6i, cti
Trich lqc thay d6i, cai chinh, bO

sung hQ tich,xitc dinh lai ddn tOc

0,5
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huyQn gi6i quy6t
vd d6ng
.t

oau

I-IBND
cap

huyQn;

- VAn

thu.

chinh, b6 sung h0 tich, x5c
clinh l+i d6n tQc (b6n chinh)

- VAn thu tl6ng d6u vi chuy6n
k6t qu6 cho Phdng Tu ph6p

(ban chinh) t16 ilugc ky vd d6ng
d6u

Phdng
Tu ph6p

Bufc 4 Ghi vdo
SO trO ticfr

COng
chr?c ldm
c6ng tdc
h0 tich

- Ghi vdo SO ddng ky thay
d6i, chi chinh, b6 sung hQ

tich, xiic tlinh lai ddn tQc vd
ctng ngudi t1i cldng lqy h0 tich

. ^t{y vao so.

. Chuy6n ktit qui cho BQ phan
Ti6p nhfln vd Tri k6t qu6.

- SO dang ky thay d6i, cei chfnh,
bO sung h0 tich, x6c dinh lai d6n
tQc (Bftu mdu ban hdnh theo
Th6ng tu si| 04/2020/TT-BTP
cua B0 tru&ng BQ Tu phdp);

- Trich lgc thay d6i, cei chfnh,
b6 sung hQ tich, x6c <tinh 14i ddn
tQc (ban chinh)

0,5

UBI\D
cap

huyQn

Bur6'c 5 Trh
qua

tiSt B0 phan
ti6p nhfln
vi tri k6t
que

Tri ktit qu6 cho c6ng ddn Trich lpc thay d6i, cei chinh, bO

sung hQ tich, x5c tlinh lai ddn tOc
(ban chfnh)

0

Hd so ttuqo luu tt t4i Phdng Tu ph6p theo quy tlbh hiQn hanl, bao gdm:

- Hd so rla ti6p nhfn theo TTHC <16 c6ng bi5;

- Bnn chgp gi6y te cria ngu&i y€u ciu tF"g ld hO tich xu6t tlr)h (do ngudi ti6p nhfn hd so thgc hiQn sao chup dd luu hd so theo quy dinh
t+i khodn 3 DiAu 3 'ftldnetu:5 O4DO^0ITI-BTP ngdy 28/5/2020 cta BO trudmg BQ Tu ph6p Quy ttffi chi tii5t \i. haoh mot s5 didu cua
Lu{t Hf tlch vd Nghi ditrh sii 12320154ID-CP ngdy 15 th6ng 11 ndm 2015 crla Cbinh pht quy tlinh chi ti6t mot s6 didu vd bi€n ph6p thi
hanh LuAt H0 tich).

- Vdn ban, gi6y td, tei [0u x6c minh (dt6i v6i hutmg hop c6 xic minh);

- Vdn ban b6o c6o LAnh tt4o UBND cdp huyQn;
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- Ban chpp qui TTHC;

- vnn bnn tfr6ng b4o viQc tEng Isj h0 tich <t6n oo quan li6n quan G6i vdi tuong ha'p phei th&rg b6o theo quy tlinh cua Luit H0 tich vd c'ic vEn

ban quy tlinh chi tii5t tfri hanh)

8.3. Thfl tBc bO sung thdng tin hQ tich

- Ma s0 quy tinh thri tuc hanh chfnh: 2.000748-03

- Ttdi hen giii quyrit: ngay tong ngay ldm viec; audng hqp *rfln hd so sau 15 gi& md khOng gidi quy6t ttucc ngay thi ti k6t qua

tong ngdy ldm viQc ti6p theo.

Co quan,
tlon vi

Bu6,c
thqc
hiQn

TGn budc
thgc hiQn

Trfch
nhiQm

thqc hiQn

NQi dung c6ng viQc thr;c
hiQn

Bi6u mflu/k6t qui Thdi gian

(eid)

Ghi
chri

UBND
cap

huyQn

Bufc 1 ^.L r A
r lep nnan
hti so

B0 phan
tiiSp nhan
vd tri k6t
que

- Xem x6t, kii5m tra tinh hgp

lQ cria hti so:

+ Trudmg hap hq so chuadAy
dri: C6ng_chric.ti6p nhan hO sg
huong den de cOng ddn bO

,;,
sung hO so vd in Phi6u YOu

16* UO sung, hodn thiQn hO so;

+ Trudrng hqrp hO so khdng
&igg q.ry dq,h'. In Phi6u fi
ch6i gi6i quy6t h6 so;

+ Trudrng hqtp hO so dAy ihi,
hqrp lQ: Tii5p nhfln, qudt (scan)

hO so vd nhflp th6ng tin tii5P

nhan hO so ,rAo Phen m6m
MQt cria; n piiiy tii5p nhQn ho

so vd tre k6t qu6; chuy6n hO

- Phitiu y6u cdu bO sung, hoan
thiQn hii so (Mdu tA OZ ban hdnh
kdm theo Th6ng tu
tii ottzotS/TT-YPCP nsdy
2i/r 1/2018);

- Phii5u tU chOi ti€p nhan gi6i
quy6t trO so (Mdu tii OS ban
hdnh kim theo Thdng tu
tA O t tZO t 8/TT-VPCP ngdy
23/11/2018).

- Gi6V ti6p nhan hti so vd hgn tri
ki5t qu6 (Mdu tA Ot ban hdnh
kdm theo Thdng tu
td o t tzo t 8/TT-wPCP nsdy
23/t t/2018);

- Hti so theo thri tuc hdnh chinh

Ngay trong
ngey ti6p
nhan ho
s0; trudrng

hqp nhan
h0 s0 sau

15 gio md
khOng gi6i
quyiSt dugc
ngay thi tr6
t6t qua
trong ngay
ldm viQc

ti6p theo
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s<v d6n Phdng Tu ph6p. ctd c6ng b6

Phdng
Tu phr{p

Buril'c 2 Xt l), hd so, b5o c6o Lanh dao UBND c6p huyQn

2.1 Ki6m ta,
tham mrru

,lxu ly no
SO

C6ng
chric ldm
c6ng tdc
h0 tich

- Ki6m tra hdi so; x6c minh
(ntiu cdn thiti|;
- DU th6o vIn bin b6o crio
Lanh d4o UBND c5p huyQn.

- DU th6o Trich lpc thay c16i,

c6i chfnh, bO sung hQ tich, x6c
ttinh lai d6n tQc (b6n chfnh)

- Trinh LAnh d4o Phdng xem
x6t, ph6 duyQt.

- Hd so da ti6p nhfln;
.i- Vdn ban, gi6y td, tei h6u x6c

minh (ntiu c6);

- DU thio vdn ban brlo c6o (ndu
rO co ;0 ph6p ly 1i6n qqn; ktit
qui ki€m fi:a, xirc minh hO scr; y
ki6n d6 xudt);

- DU th6o Trich lpc thay d6i, cei
chinh, b6 sung hO tich, xrlc tlfnh
lai ddn tQc (ban chinh): Bi€u mdu
theo Th6ng u s6 04/2020/TT-
BTP cila Bp trudng BQ Trphdp

2.2 Xem xdt,
brio c6o
Ldnh d4o
UBND

A
cap
huyQn

LSnh dpo
Phdng Tu
ph6p

- Xem x6t, duyQt h6 so;

- B6o c6o LEnh tl4o UBND
A.

cap nuy9n

- HO so da ti6p nhQn;
.,,- Vdn ban, gi6y td, tai [Qu x6c

minh (niiu c6);

- Vdn bhnbilo ciio (n€u rO co sd
ph6p. ty ti6n qlani ki5t qui ki6m
tra h6 so; y ki6n t16 xudt);

- DU th6o Trich lpc thay d6i, c6i
chinh, bO sung hQ tich, x6c clinh
14i ddn tQc (ban chffi)

uBtlD
cap

Bur6'c 3 duyQt
que

K!
k6t dao

Lanh - LAnh dao UBND cdp huyQn

ky Trich luc thay d6i, chi
Trich lgc thay d6i, cai chinh, bO

sung hQ t!ch, x6c ilinh lai ddn tQc
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(ban chffi) t16 duqc kY vd d5ng

d6u
sung hQ tich, x6c

ilinh lai ddn tQc @nn chinh)

- VAn thu d6ng d6u vd chuY6n

kiSt qui cho Phdng Tu Ph6P

chinh,UBND

huyQn;

- Vdn

thu.

cap

gtat
vd
ddu

q
d6ng

huyQn

- SO eang ky thay d6i, cai chinh,
b6 sung hO tich, x6c dinh lai ddn

$c (Bftu mdu ban hdnh theo

Thdng tu s6 04/2020/TT-BTP
cila B0 trudng BA Tu phdP);

- Trfch lpc thay d6i, cai chinh,
bO sung h0 tich, x6c dinh lPi ddn

tQc (ban chinh)

- Ghi vdo SO tl6ng lci thaY

d6i, cdi chinh, bo sung hQ

tich, x6c dinh lai d6n tQc vd

ctng nguoi ili dAng ky h0 tich
ky vlo 56.

- Chuy6n ki5t qu6 cho BQ Phan
Tii5p nhQn vd Tri kiSt qu6.

C6ng
chric ldm
c6ng t6c
h0 tich

Ghi vdo
s6 tro tictr

Bufc 4Phdng
Tu ph6p

Trich lgc thay d6i, cei chinh, bO

sung hQ tich, x6c elinh lai ddn tQc

(ban chinh)

Tri kiSt qu6 cho c6ng ddnB0
titip

qua

PhOn
nhan

kctva fie

Trh ttit
qua

Bufc 5IIBI\D
I

cap
huyQn

Hti so tluo. c luu tr8 tei Phdng Tu ph6p theo quy dinh hiQn hanb bao gdm:

- Hd so da tifo ntr6n theo TTHC ttd cdng bii;

- Ben chUp eiiy td cua ngutd y€u cAu tfing k, hO ti.ch xu6t.9!!-(<lo 
-nguli 

tifu nh{n hd so thUc-hi9n-.s1o chu. p tl6 luu hd so theo quv dinh

tai tlroan 3 Dieu 3 Th6ng tu s6 04t2020tf-t-BTp rgty 2tt5t2020 ctaBO toiog io rupnap Quy dinh. chi ti6t fri.hdnh mOt sii didu cta

fifrit.'"irin;i;r,i;;/r0i;ND-cr oga] is 'r'me 
tt ot- ztits 

",tu-ctirlpt"i 
quy airl 

"t'l 
ti6t mQt siS tlieuvdbiQnph6p thi

hanh Lu0t H0 tich).

- van btn, gi6y td, tai H-6u x6c minh (aoi voi truong hqp c6 x6c minh);

- V[n bin brlo c6o LEnh ilao I-]BND c6p huyQn;
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- BAn chpp qu6 TTHC;

- V[n ben th6ng b6o vi& rLng ky hO tich &h co quan ften quan (tn5i voi tudng hAp phAi th6ng brio theo quy <tinh cua Luit H0 ti.ch va cdc vEn

ban quy Gnh chi ti6r tlli hanh).

9. Thi tqc ghi vio s6 hg tich viQc k5t h6n cfla c6ng rtln YiQt Nam dn dlld, c giti quy6t 4i "c 
qran c6 thdm quytn cta nufc

ngoti: (M6 s5 TTHC: 2.002189): C6 01 quy tinh thuc hiCn.

- IvIA si5 quy tlnh thrl tpc hinh chlnh: 2.002189.

- Thdi hen giii quy6t: 12 ngdy

Co quan,
tlon vi

Bufc
thgc
hiQn

TGn bur6'c

thrpc hiQn
Trich
nhiQm

thgc hiQn

NQi dung cdng viQc thgc
hiQn

Bi6u miu/k5t qufr Thoi gian

(ngnv)

Ghi
chr[

TIBIYD
cap

huyQn

Budc 1 Tit5p nhQn

h6 so
B0 phfln
tiep nhan
vd tri kiSt

qua

- Xem x6t, kitim tra tinh hgp
, ,lle cua no s0:

+ Trudrng hgp hO so chua ddy
dri: Cdng chr?c titip nhfln h0 so
huong Ohn O6 c6ng ddn bO

,).sung hO so vi in Phi6u y6u
ciu bO sung, hodn thiQn hd so;

+ Trudmg hqp hO so kh6ng
&iTg quy ttilh:. In Phii5u tu
ch6i gi6i quy6t h6 so;

+ Trudrng.hqp hO so dAy dti,
hqp lQ: Ti6p nhqn, qu6t (scan)

hti so v.a nhflp th6ng tin tiiip
nhan hO so vio Phdn m6m
MQt crla; in Gi6y titip nhQn ho
so vd tri ktit qu6; chuy6n hO

- Phii5u y6u cAu b0 sung, hodn
thien hd so (Mdu sii Oz ban hdnh
kdm theo Thdng ta
sA OttZOtAtff-fPCP ngdy
23/t r/20r8);

- Phitiu tu chi5i tii5p nhfn giai
quyiSt trO so (Mdu sii OS ban
hdnh kdm theo Th6ng tu
sd o t tzo t a/rr-rPCP ngdy
23/t r/20r8).

- gia1 tiiSp nlrfn hO so vd he.n tri
k6t qui (Mdu s6 0I ban hdnh
kdm theo Th6ng tu
tA O ttZO t A/rr-rPCP ngdy
23/r r/2018);

- Hti so theo tht tuc hanh chffi

0,5
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dE c6ngPhdng Tu phripSO

09Bvitc 2 Xt l)t hd so, b6o c6o Lanh dao UBND c6p huyQnPhdng
Tu ph6p

07- HO so da ti6p nhfln;

- Van btn, giSy td, tei fiQu x6c

minh (ntiu c6);

- DU th6o vdn ban b6o crio (n6u

rO co so ph6p ly li€n quan; k€t
qui ki6m 

-fra, 
xdc minh hd so; y

kicn dC xu50;

- DU th6o Trich lsc ghi chf ki5t

h6n (ban chinh): Bt€u mdu theo

Th6ng tu sd 04/2020/TT-BTP
cila B0 trudng BQ Tu phdp

- Ki6m tra hd so; x6c minh
(niSu c6n thiii|;

- DU th6o vdn ban b6o c6o

Lanh ct4o UBND c6p huyQn.

- DU thio Trich lsc ghi chf
tiit hOn (b6n chinh)

- Trinh LAnh dao Phdng xem
x6t, phO duyQt.

Ki6m na,
tham muu,xxu Iy no
SO

COng
chric lim
c6ng tdc
h0 tich

2.1

02- H6 so ddfiAp nhfln;

- Vdn btn, gifrty td, tai [Qu x6c

minh (ntiu c6);

- VAn ban b6o c6o (n6u rd co s&

ph6p.ly li6n qlani k6t qui ki€m
tra hO so; y ki6n d6 xudt);

- DU th6o Trich luc ghi chri ki5t

h6n (ban chfnh)

LSnh d4o
Phdng Tu
ph6p

- Xem x6t, duyQt h6 so;

- B6o ciio Ldnh dao UBND
Ar

cap nuy9n.

Xem x6t,
b6o c6o
Ldnh ctao

huyQn

UBND
cap

2.2

02Bufc 3 Ky duyQt ktit qui gi6i quytit vd d6ng d6uUBNI)
A

cap
huyQn
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3.1 Ky
kt5t

duyQt
qua

gi6i quy6t

Lafrh ilao

UBND
A

cap

huyQn

Kj Trich luc ghi chri kiSt h6n
(ban chfnh)

Trich lsc ghi chri ktit h6n (ban
chinh) t15 tluqc lcy

1 5)

3.2 D6ng d6u Ven thu E6ng d6u vd chuy6n ktSt qui
cho Phdng Tu ph6p

Trich luc ghi chri ktit hdn (b6n
chinh) i15 dugc ky vd tl6ng d6u

0,5

Phdng
Tu phrlp

Bufc 4 Ghi vdo
SO trg tictr

COng
chrlc ldm
c6ng thc
h0 tich

- Ghi vdo 56 ddng ky ktit hdn.

- Qhuyen k6t qu6 clo BQ phan
Ti6p nhan vd Tri k6t qu6.

- SO Oang ky ktit h6n (Bi€u mdu
ban hdnh theq Th6ng tu sii
04/2020/TT-BTP cfia Be trudng
BA Tuphdp);

- Trfch lpc ghi chri kiSt h6n (ban
chinh)

0,5

T]BI\D
A

cap
huyQn

Buri'c 5 Trtr
qua

t<6t B0 phfln
ti6p nhAn
vd tri kiSt

qua

Tri k6t qu6 cho c6ng ddn Trich lqc ghi chri ki5t h6n (ban
chfnh)

0

Hd sc tluo. c luu tro t4i Phdng Tu ph6p theo quy ttinh hi6n hddl bao gdm:

- ffd so aa ti6p omn theo TTHC da c6ng bi5;

- Ban chtp gi6y t& cua nguli yeu ceu <hng ky h0 tich ru6t trlnl (do ngudi ti6p nhfn h6 so thuc hi€-n sao chup d6 luu hd so theq quy tllnh
t+i khoetr 3 Dieu 3 Th6ng tu s0 04/2020ff1-BTP ngLy 28/5n020 cnaB trtt&ng BQ Tu phdp Quy tlinh chi ti6t thi hanh mQt s0 tli6u crla
Luft HQ tich vn Nghi dinh s6 123l20154ID-Cr ngay tS th|eng 11 ndm 2015 cua Chinh phrl quy tlinh chi ti6t mot s6 didu ve biCn ph6p thi
hanh LW H0 Uch).

- VIn be& gi6y ttr, tei fiCu xLc minh (.t6i vdi tru0mg hqp cO xio mhh);

- VEn ben b6o c6o LAnh <l4o UBND c6p huyQn;

- B6n chrrp k6t qui TTHC;
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- VEn ban th6ngb6o
ban quy ttinh chi titit

viQc dang lcf h0 tich
thi hanh).

c0 quan li6n quan ( voi tuong hqp phii th6ng b6o theo quy dinh cria Luflt H0 tich vd c6c vdn

10. Thfi tBc ghi viro s6 hQ tich viQc ly h6n, hfry vi$c k6t h6n cfra c6ng df,n ViQt Nam d5 dugc

quy}n cria nufc ngoii (Ma s6 TTHC: 2.000554): C6 01 quy trinh thUc hign.

- Md s6 quy trinh ttni tUc henh chinh: 2.000554

- Thli han gi6i quytit 12 ngiry

gini quy5t t4i co quan c6 thAm

Ghi
chti

Thdi gian

(ngi,y)

Bi6u mf,u/k6t quiNQi dung cdng viQc thgc
hiQn

Trich
nhiQm

thgc hiQn

TGn bufc
thgc hiQn

Buritc
thgc
hiQn

Co
quan,
tlon d

0,5- Phitiu y6u c6u bd sung, hoan

thiQn hd so (Mdu sd OZ ban hdnh

kdm theo Th6ng tu
tA OttZOtg/ff-YPCP ngaY

2i/t t/2018);

- Phii5u tu ch6i titiP nhPn gi6i
quyiSt tro so (Mdu tii Os ban

hdnh kim theo Th6ng tu
ti| o ttzo I 8/TT-vPCP ngay

2s/r 1/2018).

- Giay ti6p nhfn hd so vd he.n tri
ktit qui (Mdu sii Ot ban hdnh

kdm theo Th6ng tu
sA O t /ZO t A/ff-VPCP ngqY

23/t t/2018);

- Hii so theo thri tuc hanh chinh
da c6ng b6.

- Xem x6t, ki€m tra tffi hgrP

lQ cria hti so:

+ Trudrng hqtp hq so chuadAY

dri: COng chric ti6P nhfln hO so

huong Aa" AiS c-dng d6n b6

srrng -t 
O so vd in Phi6u. YCu

cAu b6 sung, hoan thiQn hO so;

+ Trudmg hqrp hO so kf,r6ng

df+g quY tlilh:.In Phi6u tu
ch6i gi6i quy6t hO so;

+ Trudrng hqp hO so dAY ehi,

hqrp lQ: Titip nh6n, qu6t (scan)

hO so te nhflP th6ng tin ti6P

nhan hd so vdo Phdn m6m

MQt cria; in.GiSy tii5P nhfln ho

so vd tri ktit qu6; chuY6n hd

B0 phan
tiiSp nhan
vd tri k€t
que

^.i r AIlep nnan
hii so

Budc 1UBND
A

cap
huyQn
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so d6n Phdng Tu ph6p.

Phdng
Tu phip

Buritc 2 Xt 1)7 hd so, b6o c6o Lanh dao UBND c6p huyQn 09

2.1 Ki€m tra,
tham mrru

,txu ly no
SO

Cdng
chrlc ldm
c6ng tdc
h0 tich

- Ki0m tra hO so; x6c minh
(niSu cdn thii5|;

- Dg th6o vdn ban b6o crio

Lanh il4o UBND c6p huyQn.

- Dg th6o Trich lpc ghi chri ly
hOn (ban chinh)

- Trinh LAnh dao Phdng xem
xdt, phO duyEt.

- HO so dd,ti€p nhfln;

- Vf,n btn, gi6ry td, tai fiQu x6c
minh (n6u c6);

- Dg th6o v5n ban b6o ciio (n6u
16 co s0 ph6p ly liOn quan; ktit
qui ki6m f:a, xitc minh h6 so; y
kitin dA xu6t;;

- DU th6o Trich lpc ghi chf ly
hdn (ban chinh): Bidu mdu theo
Thdng ta s6 04/2020/TT-BTP
cila B0 truhng BQ Tu phdp

07

2.2 Xem xdt,
b6o cilo
Ldnh tI4o
IIBND
cap
huyQn

L[nh c14o

Phdng Tu
ph6p

- Xem x6t, duyQt hO so;

- 86o c6o Ldnh dao UBND
A.

cap nuy9n.

- HO so cte tii5p nhQn;

- VAn btn, giSy td, tai liQu x6c
minh (niSu c6);

- Vdn ban b6o c6o (n6u rO co s0
ph6p ly 1i6n quan; k6t qui ki6m
tra hd so; y kitin de xu6t);

- DU th6o Trich luc ehi chri ly
h6n (ban chinh)

02

T]BND
cap

huyQn

Bur6'c 3 Ky duyQt ki5t qui gi6i quytit vd tl6ng d5u 02
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1,5Trich lpc ghi chri ly h6n (bin
chffi) i16 dugc ky

Ldnh dao

UBND
cap

huyQn

Ky Trich luc ghi chri ly h6n
(ban chinh)

duyQt
q",a

quyOt

Ky
t6t
gidi

3.1

0,5Trich lpc ghi chri ly hdn (b6n

chinh) dd ilugc ky vd d6ng ddu
D6ng d6u vd chuytin ki5t qui
cho Phdng Tu ph6p

D6ng d6u Vdn thu3.2

0,5- SO gtri chri ly hdn (BiAu mdu
ban hdnh theo Thbng tu s6

04/2020/TT-BTP cin B0 Ta
phdp);

- Trich lUc ghi chri ly h6n (ban

chinh)

- Ghi vdo SO ghi chri ly h6n.

- Chuy6n t<i5t qua cho B0
phan Titip nhQn vd Tri k6t
qua.

Ghi vdo
s6 rrq tictr

Cdng
chric hm
cOng titc
h0 tich

Bur6'c 4Phdng
Tu ph

Trich lpc glri chri ly h6n (bin
chinh)

B0 phAn
ti€p nhan
vd tr6 k€t
que

TrA ki5t qui cho cdng d6nBuOc 4 Tri t6t
qua

T]BI\ID
A

cap
huyQn

Hd so ttugc luu tro t4i Phdng Tu ph6p theo quy ttinh hiQn hdnh, bao gdm:

- Hd so tE ti6p nhfln theo TTHC tl6 c6ng b6;

- B6n chup ei6y td' cta nguoi y€u ctu tlltng ky hO tlch xuit trlnh (do nguoi ti6p nhAn hti so thuc hign sao chup d6 luu hd so theo quy

cr,r,ur-ii"-a"iiirE l-f,orii"6o+ndzdmJirrrsiryzttsizozoouae$truongnqruph6pQuyd.rnhchititit*iunlmOts5
ale, "i"irat 

nO tcr, va Nshidint sri rz:notsruo-cr-olay 15 thens 1l ndm 201toia chinh pht quy dinh chi ti6t mot s6 diAu va

biQn ph6p thi hdnh LuSt HS tich).

- Van ban, gi6y to, tni [0u x6c minh (tliii v6i tutmg ha'p co x6c minh);

- Vdn ban b6o crio Lanh tl4o UBND c6p huy$n;

- Bdn chup k6t quA TTHC;
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- V5n ban th6ng brio viQc dlng ky h0 tich
ban quy ilinh chi tiiSt tfri hanh).

co quan li€n quan ( vdi tuong hqp phai thdng b6o theo quy dinh cria Lu4t H0 tich vd ciic vdn

11. Thi tgc ghi viro s6 n6 qct 
"i6" 

n6 qch kh{c c,ir c6trg d$n Viet Nam ala afuqc giii quy5t tai cc quan c6 thim quy6n cria nmic
ngoii fthai sinh; gi4m hQ; nhdn cha, mg con; xfc ilinh cha, me, con; nuoi con nu6i; khai trB thay a6i nO ticn) (Ma s6 TTHC:
2.000547); C6 02 quy tlnh thyc hiQn.

11.1. Tht tuc ghi vlo s6 t6 ticn viec nf {ch khic cia cong rtin ViQt Nam dn aluqc giti quy6t tei co qurn c6 thim quyan cfia
nutrc ngoli (khai sinh; gi{m h8; nh$n cha, m9, con; xic dinh chs, mg, con; nu6i con nu6i; khri t&; thay d6i hO tich) afdi vdi trudmg
hqp kh6ng x{c minh:

- MA si5 quy ttnh tht tpc hdnh chinh: 2.000547-0 1 .

- Thdi han gini quy6t Ngay trong ngdy tiSp nhen hd so, truamg hqp nhan h6 so sau 15 gi& mi kh6ng gi6i quy6t <luo. c ngay thi tr6 kiit
quA trong ngdy ldm r,i€c ti6p theo.

Ccr
quan,
tlor t

Buri'c
thgc
hiQn

T6n budc
thgc hi$n

T16ch
nhiQm

thgc hiQn

NQi dung c6ng viQc thgc
hiQn

Bi6u m6u k6t quir Thoi gian

(gid)

Ghi chri

UBFiD
A

cap
huyQn

But6.c 1 Tii5p nhqn
hO so

B0
fiep

Ph0n
nhan

vd tri ktit
qua

- Xem x6t, ki6m tra tinh hqrp
" ,).

le cua no s0:

+ Trudrng hqp hd so chua ddy
dri: COng chric tiiSp nhan h6 scy

huong d6n de c6ng ddn bd.),sung hO so va in Phi6u y€u
cAu bO sung, hoan thiQn h6 so;

+ Trudmg hqp hO so kh6ng
dflg quy dilh:.In Phi6u tu
ch6i gi6i quydt hO so;

+ Trudrng hqrp hO so t16y dri,

- Phi6u y6u cAu bO sung, hodn
thiQn h6 so (Mdu ti| OZ ban hdnh
kim theo Thdng tu
sii ottzot gnz-rPCP ngdy
2j/I 1/2018);

- Phi6u tu ch6i tii5p nhQn giai
quyi5t h6 so (Mdu ti5 OS ban
hdnh kdm theo Th6ng tu
tA O I tZO t 8/TT-\/PCP ngdy
2s/[1/2018).

- gia1 titSp nlrQn hO so vd hsn tr6
k6t qu6 (Mdu s6 0l ban hdnh

Ngay trong
ngdy ti6p nhQn

h0 so; truong
hqp nhan hO so
sau 15 gid md
kfi6ng gihi
quy6t dugc
ngay thi tri k6t
qui trong ngey
lam viQc ti6p
theo
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hgp te
h0 so YA

nhan hO

MOt cta;
. ^.t ..4
Ln ulay uep nhan ho

so vd tri ki5t qu6; chu
so d6n Phdng Tu ph6P.

y0n h6

kim theo Thdng tu
tA O t tZO t 8/TT-LPCP ngdY

23/11/2018);

- Hti so theo thri tuc hdnh chinh
i16 c6ng bi5.

Phdng
Tu

ph6p

Bufc 2 Xt ly hd so, b6o c6o LAnh ctao UBND c6p huyQn

2.1 Kii5m tra,
tham muu
xri ly ho
SO

Cdng
chric ldm
c6ng tilc
h0 tich

- Ki6m tra hd so;

- DU thio vdn ban b6o c6o

LAnh t14o UBND c6p huyQn;

- Dp thio Trich lpc ghi vdo sd

c6c viQc h0 tich kh6c (ban

chffi);
- Trinh Lanh d4o Phdng xem

x6t ph6 duyQt.

- Hti so da ti6p nhfln;

- Dg th6o vdn ban brio c6o (n6u

16 co so ph6p ly 1i6n qugn; k0t
qu6 ki6m 

-ta, 
x6c minh h6 so; Y

niSn Ae xu6t);

- DU th6o Trich lgc ghi vdo sO

cdc viQc h0 tich khSc (ban

chinh): Bi6u m6u theo Th6ng tu
sO O41}O}}1TT-BTP ctra B0
truong B0 Tu ph6p;

2.2 Xem x6t,
b6o c6o
Ldnh d4o

T]BND
cap
huyQn

Ldnh dao
Phdng Tu
ph6p

- Xem x6t, duyQt hd so;

- 86o c6o L6nh t14o UBND
c6p huyQn.

- Hd so dati}p nhfln;

- VEn bin, gi6'Y td, tei HQu x6c

minh (n6u c6);

- V[n btrrrbirc c6o (n€u rd cosO
phrlp.li li6n qlani k6t qui ki6m
Lu t O io; y kien dC xu6t);

- Du th6o Trich lpc ghi vdo s6

c6c viQc h0 tich I'h6c (ban chinh)
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UBND
A

cap
huyQn

Buri,c 3 Ky
kct

duyQt
qua

gi6i quyet
vd d6ng
ddu

- Lanh
tlao

UBND
cap

huyQn;

- VAn

thu.

- Lanh dao TIBND c6p huyQn
ky Trich luc ehi vio s0 cdc
viQc h0 tich kh6c (b6n chffi)
- VIn thu tl6ng dAu vd chuy6n
k6t qui cho Phdng Tu ph6p

Trich lgc ghi vdo sO c6c viQc hQ

tich kh6c (bin chinh) da duqc ky
vd d6ng ddu.

Phdng
Tu

phip

Bufc 4 Ghi vdo
SO trQ tictr

C6ng
chrlc ldm
c6ng tilc
h0 tich

- Ghi nQi dung ghi chri vdo SO

h0 tich tuong img theo quy
clinh;

- C.huyen k6t qu6 cho B0 phan
Ti6p nh{n vd Tri k€t qu6.

- SO trQ tfch: Bii5u m6u ban hanh
theo Th6ng tu s6 O4/2020/TT-
BTP cta BQ tru<rng B0 Tu phdp;

- Trich lpc ghi vdo sd c6c viQc hO

tich kh6c (bin chfnh)

UBND
A

cap
huyQn

Bufc 5 Trh ttit
qua

B0 phan
ti6p nhAn
vd tri ktit
que

T16 kiSt qud cho c6ng ddn Trfch lpc ghi vdo sO c6c viQc h0
tich kh6c (b6n chfnh)

Hd so duoc luu trft tai Phdng Tu ph6p theo quy rlinh hipn hdn[ bao gdm:

- Hd so de ddp nh+n theo TTHC tE c6ng bi5;

- Ban chup gi6y td cua nguoi y€u c6u tlxng ky hO tich xudt trbh (do nguei ti6p nhfn hd so thyc hi$n sao chup d6 luu hii so theo quy dinh tai
Iifioin 3 DiAu 3 'fh}fie tu s6 O4/2020/TI-BTP ngAy 2El5 /2020 cna BO rrutmg BO Tu ph6p Quy tlinh chi tiii thi hdnh mot s6 dieu ctu LuAt
HQ tich vn Ngh! rtlnh s6 tZ:2OtSA.tO-Cp ngdy 15 th4ng 11 nEm 2015 crla Chtuh phrl quy finh chi tiiSt mQt s6 tliau vd biQn ph6p thi hnnh
Lu$t H$ tlch).

- Vnn ban, giiiy tU tai li6u xic minh (tl5i voi trutmg hqp o6 xic minh);

- Ven ben b6o c6o Lanh ttao UBND c6p huyOn;
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- Ban chpp qu6 TTHC;

- Vdn ban th6ng
quy dinhchititit

b6o viQc tlxng ld hQ {ch d6n cc quan li&r quan lOOi vOi tnrOng hqp phei th6ng b6o theo quy tlinh crla Luit H0 tich vd cAc v5n bdn

fti hanh).

11.2. Thfr tgc ghi vho s6 hQ tich viQc hQ tich khfc cfra c6ng dAn ViQt Nam d[ dugc gini q

nufc ngodri (khai sinh; gi6m hQ; nh$n cha, m9, conl x6c dlnh cha, m9' con; nu6i con nu6i; khai
uySt t4i crr quan c6 th6m quydn cria

tri; thay OOi nO tich) tltii vri'i trudnrg

hqp phni x6c minh:

- Ma s6 quy trinh thri tuc hanh chinh: 2.000547-02 (Theo m5 s5 TTHC tr6n ccr s0 dfi liQu TTHC dich vu c6ng: 2.000547).

- Thdi han gi6i quy6t 03 ngdy lim viQc.

Co
quan,
tlmt

Bur6,c

thgc
hiQn

TGn bu0c
thr;c hiQn

Trich
nhiQm

thr;c hiQn

NQi dung c6ng viQc thgc
hiQn

Bi6u mfiulk6t qui Thdi gian

(ngnv)

Ghi
cht[

I]BND
cAp

huyQn

Buritc 1 ^.4 r  rlep nnpn
hO so

B0 ph0n
tii5p nhan
vd tri k0t
que

- Xem x6t, kitim tra tfnh hgP

lQ cria h6 so:

+ Trudmg hqp h9 so chua.dAY

dri: c6ng chric ti6p nhan h6 fg
huong dAn de cdng ddn bO

-. ).
sung hO so vd in Phi6u- YOu

.a, UO sung, hoan thiQn hti so;

+ Trucmg hqp hO so kh6ng
dugg quY Or:,tt. in Phii5u dr
ch0i gi6i quy€t hO so;

+ Trudrng hgp hO so dAY <hi,

hqrp lQ: Titip nhfln, qu6t (..u1)
h0 so vd nhflp th6ng tin ti6P

nhan hti so ,ao PtrAn m6m

U6t crta; in GiSy ti6p nhan ho

- Phi+Su y6u cAu bO sung, hoan
thiQn hd so (Mdu sii OZ ban hdnh

kDm theo Thdng tu
sA OI/ZO|8/TT-\/PCP ngay

23/t r/2018);

- Phi6u tu ch6i tiiSp nhan gi6i
quyiit trO so (Mdu s6 Os ban

hdnh kdm theo Thdng tu
sii o t tzo t afiz-t/PcP ngay
2s/11/2018).

- Gi6V tiiip nhfln hii so vd hsn tri
ki5t qud (Mdu sA Ot ban hdnh

k)m theo Th6ng tu
tii o t tzo t a/rr-vPCP ngdy
23/1r/2018);

0,125
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s0 vA tri k6t qu6; chuy6n hd
so il6n Phdng Tu phrlp.

- HO so theo thri tuc hanh chinh
^ .A

oa cong Do.

Phdng
Tu

ph6p

Bufc 2 Xt ly hd so, bi,o cfuoLdtlhit4o UBND cdp huyQn 215

2.1 Ki6m ffa,
tham muu

,lxu Iy no
so

Cdng
chric ldm
c6ng tdc
h0 tich

- Ki6m tra h0 so; thuc hiQn
thAm traxdcminh;

- Dp th6o vdn bin b6o c6o

Lanh d4o UBND c5p huyQn.

- DU thio Trich lgc ghi vio s0
c6c viQc h0 tich kh6c (ban
chffi)
- Trinh LAnh dpo Phdng xem
xdt, ph6 duyQt.

- HO scr dA ti6p nhQn;

- VIn btn, gi6y td, tai [€u x6c
minh;

- DU th6o vdn ban b6o c6o (n6u
rO co ;6 ph6p ly li€n quan; k6t
qu,a kigm tra, xhc minh hO so; y
ki6n t10 xudt);

- Dg th6o Trich lpc ghi vio sO

c6c vi€c h0 tich kh6c (ban
chinh): BiAu mdu theo Th6ng tu
tii 04/2020/TT-BTP cila BO

trudng BQ Tu phdp.

2,375

2.2 Xem x6t,
b6o c6o
LEnh d4o
UBND
cap
huyQn

Ldnh tl4o
Phdng Tu
phdp

- Xem x6t, duyQt hd so;

- Brlo c6o LEnh tlao UBND
A.

cap nuygn.

- HO so dlfi1t:pnhQn;
.A- Vdn ban, gi6y td, tai liQu x6c

minh (n6u c6);

- Van ban b6o cilo (n6u rO co s&

ph6p. $ li6n nuani k6t qui ki0m
tra hO so; y ki6n dC xudt);

- Dp th6o Trfch lgc ghi vdo s6

cfc viQc h0 tich kh6c (b6n chfnh)

0,125

T'BI\D Buritc 3 Ky duyQt LdrJi, - Lenh d4o UBND c6p huyQn Trfch luc ghi vdo s6 c6c viQc h0 0,25
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tfch kh6c (ban chinh) iI6 duqc kY

vd il6ng d6u
ky Trich lpc ghi vdo

viQc hQ tfch kJr6c (b6n chinh)

- Vdn thu d6ng d6u vd chuY6n

k6t qui cho Phdng Tu Ph6P

cac

UBND

huyQn;

- Van

thu.

ttao

cap

qu.a

quyCt
d6ng

gtat
vi
d6u

huyQn
p

0,125s6 trQ tich: Bidu mdu ban hdnh

theo Th6ng tu sd 04/2020/TT-

BTP cila BQ Ta phdp.

- Ghi nQi dung ghi chri vdo

SO trQ tich tuong img theo quY

dtnh;

- Chuyi5n ktit qui cho B0 phfln

Titip nhan vd Tri ktit qu6.

COng

chirc ldm
c6ng t6c
h0 tich

Ghi vdo
SO trQ tictr

Bufc 4Phdng
Tu

phip

0Trich luc ghi vdo sO c6c viQc h0

tich kh6c (bin chinh)
Tri ktit qui cho c6ng ddnB0 phan

titip nhan
vd tri k6t
qua

Tri
que

t<titBufc 5I]BND
A

cap
huyQn

Hd so ttugc luu trt t+i Phong Tu ph6p theo quy tlinh hi€n hanh, bao gom:

- Hd so da tifo nhan theo TTHC tE c6ng b6;

- B6n chup gl6y td cua nguUi y€u clu ttlng lci hO tich xu.it q11_(tlo^n-guoi ti6p nhfln hd so-thuc hi€n sao.gtup.di l],".h9.Y F""^q'I
a[.,i,A it"?i's orbrl ir,ori to ,A o+ ndz'irri-sr:- 

"snv 
zalsizozo cria e[ mong BQ ru ph6p Quy tlinh chi ti€t thi hanh mOt so

diiu cua LuAt HO dch vd Nehi dinh s6 iiazorsno-cp-oiny 15 thdng rl oa. zori",ru cr,irr, pl,i, q"v eion 
"ni 

tii5t mot sii diAu vd

biQn ph6p thi hanh Lu6t H0 tich).

- Van btn, gi6ytd, Ai HQu x6c minh lOOi voi truong hgp c6 x6c minh);

- VAn ban b6o c6o LEnh d4o UBND c6p huyQn;

- B6n chpp ktit qui TTHC;
va cactlinh criab6o theo

.-4.
oo1 v01- Vdn ban li6nb6o diin c<r
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v5n ban quy dinh chi thi hdnh).

12. Thri tgc tllng kf lai khai sinh c6 y5u t5 nudc ngoiri: Qraa sO TTHC: 2.000522): C6 02 quy trinh thUc hiQn

12.1. Thfi tgc dlng lry lai khai sinh c6 y5u t6 nufc ngohi Aiii vrl,i trudnrg hqp khdngxitc minh:

- Ma sO quy trinh thri tuc hanh chinh: 2.000522-01 (Theo ma sti TTHC tr6n co sd dfi liQu TTHC dich vu cdng: 2.000522)

- Thli h4n giii quytit: 05 ngdy ldm viQc.

Ccr quan,
tlcrn vi

Bur6,c

thgc
hiQn

TGn bur6,c

thgc hiQn
Trrflch

nhiQm thgc
hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu tkSt quit Thdi
gian

(ngiv)

Ghi
chri

UBI\D
cap

huyQn

Bufc 1 Titip nhan
,).
no s0

BQ phSn ticp
nhan vd tri
. A,
Ket qua

- Xem x6t, ki6m tratinhhqp lQ

" ,).
cua no s0:

+ Trudmg hqp h6 so chua dAy
dri: c6ng chric titip nhfln hd so
huong Adn A6 c6ng d6n bO sung
hO so vd in Phi+Su y6u cAu bO

sung, hoan thiQn h6 so;

+ Trudrng hqp hO so kh6ng
ilung quy <linh: in Phii5u tu chOi

{, r I
gral quyet no so;

+ Trudrng .t qe t O so dAy dri,
hqp lQ: Ti6p nhfln, qu6t (scan)
hO so JA ,hflp thgrg tin ti6p
nhan h6 so vdo Phdn m6m MQt
crla; in Gi6y titip nhfln h6 so vd
trh k€t qu6; chuyen hO so di5n

Phdng Tu ph6p.

- Phitiu y6u cAu bO sung, hoan
thiQn hd so (Mdu si| 02 ban
hdnh kdm theo Th6ng tu
sii ottzot atr-rPCP ngay
23/1 r/201 8);

- Phi6u tu ch6i titip nhfn gi6i
quyiSt h0 scr (Mdu tii 03 ban
hdnh kdm theo Th6ng tu
tA O t tZO t Atff-fPCP ngqy
23/1 r/2018).

- cifiV. ti6p nhfln hO s9 vd hsn
tr6 kiSt qud (Mdu tii 0t bon
hdnh kdm theo Th6ng tu
sii o t tzo t atr-rPCP ngay
23/t t/2018);

- H6 so theo thri tuc hAnh
chinh t15 c6ng b6.

0,5
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03Xt ly hd scv, b6o c6o Lanh ilao UBND c6p huyQnBufc 2
phfp

Phdng

02- HO so da titip nhfln;

- DU th6o vln bitn b6o ciro

(n6u 16. co s0 phdp ly 1i6n

quan; k6t qu6 ki6m tra; y ki6n
dc xu60;

- Dp th6o Gi6y trrtrai sinh (BiAu

mdu ban hdnh theo Thdng tu
ti| 04/2020/TT-BTP cfia B0
trahng BQ Tu phdp).

- Ki€m tra hO so;

- DU th6o vdn ban b6o cilo Lanh
d4o UBND c6p huyQn.

- Dg th6o Gi6y Khai sinh;

- Trinh Lanh dao Phdng xem
x6t, phO duyQt.

COng chric
ldm c6ng t6c
h0 tich

2.1 Ki6m tr&,

tham muu
xri ly hO

SO

01- Hti so ddti€p nhfln;

- Vdn bin, gi6y td, tei fiQu x6c

minh (niiu c6);

- V[n ban b6o c6o (n6u.r6 co
so ph6p $ li6n quan; !6t qui
ki€m ia, xitc minh hd so; y
kitin dO xu6t;;

- Du thio Gi6y khai sinh;

- Xem x6t, duyQt hd so;

- 86o crio Ldnh t14o UBND c6P

huyQn.

Lanh dao
Phdng Tu
ph6p

Xem x6t,
b6o c6o

Lanh dao
UBND

i,
cap nuy9n

2.2

01Ky duyQt ktit qui gi6i quyiSt vd il6ng d5uBufc 3t]BND
Acap

huyQn

0,75GiSy knai sinh ild tlugc kyKy ciSy khai sinhdao

cap

LAnh

IIBND
huyQn

K!
kct
gitui

duyQt
que

quyOt

3 1
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3.2 D6ng d6u Vdn thu D6ng dAu vd chuy6n k6t qu6
cho Phdng Tu ph6p

Gi6y khai sinh t15 dugc ky ,rd
tl6ng dtu

0,25

Phdng Tu
ph6p

Burftc 4 Ghi vdo
SO trQ tictr

COng chric
ldm c6ng tric
h0 tich

- Ghi nQi dung khai sinh vdo SO

tldng ky kn?i sinh vd ctng
ngudi y€u cdu d5ng ky khai
sinh ky t6n vdo 56.

- Chuy6n kiSt qui cho BQ ph?n
Ti6p nhan vd Tri k6t qu6.

- [0 dang tcy lrtrai sinh (Bi€u
mdu ban hdnh theo Th6ng tu
sii 04/2020/TT-BTP ctta BO

trudng BQ Tu phdp);

- GiSy khai sinh.

0,5

T]BI\D
A

cap
huyQn

Bufc 5 Trh
qua

t<6t BQ phfn titip
nhan vd trh
k6t qui

Tri kiSt qui cho c6ng ddn GiSy khai sinh 0

Hd so tluqc luu trr tei Phdng Tu ph.ip ttreo quy tlinh hign hndr, bao gdm:

- H6 so dfl ti6p nhAn theo TTHC tE c6ng b5;

- Bin chpp giSy ttr cua nguli y€u cAu ttdng ky hO lch xu6t tdnh (do nguoi ti6p n}ran hii so thlrc hiQn sao chqp tli5 luu hd so theo quy
dinfr bi ffioen 3 oiAu : fhong tu sii O+lzOzOfft-sTP 

"giry 
2815/2020 cinBo trutmg BO Tu pfxip Quy dinh chi tiiit fti hdnh m6J s6

didu cua Luat HO tich vd Nghi dinh s5 1xl2015n ID-CP ngay 15 thfng 11 anm 2Ol5 cua Chinh pht quy dinh chi ti6t mot s6 diAu ]/a
bi6-n phep thi hnnh Lu6t H0 tich).

- VIn bnf,, giSy td, Ai fiCu x6c minh (d5i vdi tulng hgp c6 x6c minh);

- Vnn ban b6o c6o L8,rrh afeo UBND c6p huyen;

- Btn chup k6t qua TTHC;

- Ven ben th6ng b6o vi€c tung W h0 tich &in co quan li&r quan (ttt5i vdi trudmg hgp phai thong b{o theo quy tlinh cua LuEt H0 dch vd c6c vdn

ben quy dinh ohi ti& thi haoD.
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lz.z.Thrttgc drng lry lei khai linh c6 y5u tii nuri'c ngohi aiii vrni trulng hgp phii xic minh:

- Ma s6 quy trinh thri tuc hanh chfnh: 2.000522-02 (Theo md sti TTHC trcn co sd dfi liQu TTHC dich vu cOng: 2.000522)'

- Thdi han gi6i quyiSt: 25 ngiry.

Ghi
chr[

Thdi
gian

(nenv)

Bi6u miu/ktit quiNQi dung c6ng viQc thrlc hiQnTrfch
nhiQm tht3c

hiQn

TOn butfc
thgc hiQn

Bufc
thqc
hiQn

Ccr quan,
tlon vi

0,5- Phii5u y€u cAu bO sung, hoan
thiQn hd so (Mdu s6 02 bon

hdnh kdm theo Th6ng ta
sA OL|ZO|S/TT-\/PCP ngdy
23/1 t/2018);

- Phi6u tu ch6i ti6p nhan gi6i
quy6t hii so (Mdu tii 03 bon

hdnh kDm theo Th6ng tu
sA O t /ZO t 8/TT-I/PCP ngdy
23/r 1/2018).

- Gi6y. ti6p nhfn hO s.o vd hgn

td k6t qia (ud" s6 ot ban

hdnh kim theo Th6ng tu
s6 o t tzo t 8/TT-YPCP ngdy
23/t t/2018);

- H6 so theo thri t.uc hanh

chinh ctd cOng b0.

- Xem xdt, kitim tra tfnh hqp lQ

cria hd scr:

+ Trudrng hAp h9 so chua.dAy

thi: cdng chrlc ti6p nhan hO so

hg*g den dC c6ng ddn b6 sung

hO so vd in Phi6u YOu cdu bO

sffig, hoan thiQn h0 so;

+ Truong hqp hO so kh6ng
dring q"y Oipt t in Phii5u tu chOi

gi6i quy6t hO so;

+ Trudng hq'p hO so dAY dri,

hqp lQ: Titip nhfln, qu6t (scan)

hti so vd nhflp th6ng tin ti6P

nhan h6 so vdo Ph6n m€m MQt

cria; in Gi6y ti6P nhan hO so vd

tr6 k6t que; chuy6n h6 so dtin

Phdng Tu ph6p.

B0 phOn ti6p
nhan vd tri
ktit qu6

-.,< 
I A

I lep nnan
htt so

Buritc LIIBND
cap

huyQn

23Xt ly hd so, b6o cfuol,anh dao UBND c6p huyQnBvfic 2Phdng
Tu phip
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2.t Ki6m ffa.,
tham muu

.).xu ly no
SO

COng chric
ldm cOng t6c
h0 tich

- Ki6m tra hti scr;

- ThUc hiQn thdm tra,xdc mffi;
- Dg th6o vdn b6n b6o c6o Lanh
ttao UBND c6p huyQn.

- Du th6o Gi6y Khai sinh;

- Trinh Lanh dpo Phdng xem
x6t, ph6 duyQt.

--;. --..4- H6 so dA ti6p nhfln;

- VAn btn, gidy td, tai HQu x5c
minh;

- DU th6o vdn ban b6o crio
(n6u rO co s0 phSp ly li6n
quan; ktit qui ki6m tra, xdc
minh h6 so; y kitin tt6 xuatl;

- Dg th6o Gi6y ktrai sirfr- (Bftu
mdu ban hdnh theo Th6ng tu
tA OILZOZI/TT-BTP cila Bd Tu
phdp).

22

2.2 Xem x6t,
bilo c6o
Lanh dAo

UBND
A.

cap nuy9n

LAnh d?o
Phdng Tu
phdp

- Xem x6t, duyQt hO so;

- 86o c5o LEnh tt4o UBND c5p
huyQn.

- Hd so da fi6p nhfln;

- V[n bin, gi6y td, tai fiQu x6c
minh;

- Vdn bin brio c6o (n6u 16 co
so phrlp ly li€n quan; ktit qui
'.,1ki6m tra, xdc minh hO so; y
kitin ttC xudt;;

- Drr th6o Gi6y khai sinh;

01

UBNI)
cap

huyQn

Bufc 3 Ky duyQt kiSt qu6 gi6i quytit vd tt6ng d6u 01

3.1 Ky
tct
giiri

duyQt

que
quyOt

Lanh

UBND
huyQn

dao

cap

Ky Gi6y khai sinh GiSy khai sinh dd dugc ky 0,75



0,25GiSy khai sinh dE dugc ky vd
tl6ng ddu

D6ng d6u vd chuytin ki5t qu6

cho Phdng Tu phriP
Vdn thuD6ng d6u3.2

0,5- SO eang ky htrai sirth (BiAu

mdu ban hdnh theo Thdng tu
ti| I4/2020/TT-BTP cila B0
trudng B0 Tu phdp);

- GiSy khai sinh.

- Ghi nQi dung khai sinh vdo S0

d[ng lcy khai sinh vd ctrng

nguoi y6u cdu dang kY khai
sinh ky t6n vdo S0;

- Chuytin ktit qui cho BO phan

Titip nhQn vd Tri k6t qu6.

COng chric
ldm c6ng t6c
h0 tich

Ghi vio sd

h0 tich
Bufc 4Phdng

Tu ph6p

0Gi5y khai sinhTri ki5t qui cho c6ng d6nBQ phfn tiep
nhan vd tri
ktit qui

Trh
que

t<titBufc 5TIBIYD
cap

huyQn

Hti so <lugc luu trii t4i Phdng Tu ph.ip theo quy dinh hie-n hanh, bao g'im:

- Ud so tta ti6p ntr6n theo TTHC ttd c6ng b5;

- B6n chup giSy td cria ngudi yCu cil tl6ng kf h0 tich xu6t trtnh (do 
-nguoi 

ti€p nb{n hd so_thuc $e1 sao.9!m.o! lyu 19.t, }"r^qrl
Ai* tsi ki,;"i OiBu r ffrOng tu sti O+tZOZdfff-Vrt ngdy 281512020 cta BO trudmg BO Tu phep Quy tIffi chi ti€t thi hinh m6t s0

diau cta LW HE, tiorr va Nehi dinhi6 iiiDormto-cp "iey 
15 th6ng I I nam 2015-cta crrrir ptnt qiry ai*r ctri ti6t mOt s6 diAu va

biQn ph6p thi hanh Luflt H0 tich).

- Vdn bin, gi6y td, tei fiQu x6c minh ldOi voi truong hqp c6 x6c minh);

- Vdn ban b6o c6o L6nh c14o UBND c6p huyQn;

- Ban chup kiSt qu6 TTHC;

- ven ban th6ng b6o viQc dang ky h0 tich tltin co quan 1i6n quan (doi voi tudrng

ban quy tlinh chi ti0t thi hanh).

hqp ph6i th6ng b6o theo quy dinh cria Lu$t H0 tich vd c6c vdn

53

13. Thfi tBc dlng ky khai sinh c6 y5u td nufc ngohi cho ngucri dfl c6 hd scr,

trinh thUc hiQn.

gi6y td ci nhin: (Ma sd TTHC: 1.000893): C6 02 quy
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minh
13,1 Thrl tqc itlng lS khai sinh c6 y6u t5 nrfc ngoli cho ngudri Ae cO td sa, grdy td c{ nhan aISi v6'i truhg hqp kh6ng x6c

- MA s6 quy trinh thri tpc hanh chinh: 1.000893-01 (Theo md sO TTHC tr€n co s& dt liQu TTHC dich w c6ng: 1.000893)

- Thdi han gi6i quy(it: 05 ngdy ldm viQc.

Ccr quan,
tlon vi

Butfc
thgc
hiQn

TGn bur6'c

thgc hiQn
Trdch

nhiQm thgc
hiQn

NQi dung c6ng viQc thr;c hi$n Bi6u miu/k5t qui Thdi gian

(ngny)

Ghi
chri

UBND
A

cap
huyQn

Bufc 1 TiCp nhan
hO scr

B0 phfln ti6p
nhan vd tri
kt5t qui

- Xem x6t, kitim tra tfnh hqp lQ
cria hO so:

+ Trubng hqrp hO so chua dAy
ttri: c6ng chric tii5p nhfln hO so
hucmg d6n de cdng d6n b6 sung
hO so vd in Phi6u y€u cAu bO

sung, hoan thiQn hO so;

+ Truong hqrp hO s0 kh6ng
tlfng quy itryh: in Phi6u tu chiii
gi6i quy6t h6 so;

+ Trudrng hq'p hO so dAy ihi,
hqp lQ: Titip nhfln, qudt (scan)

h6 so Ja nhflp ft.ong tin titip
nhan hO so vdo Phdn m6m MOt
cria; in Gi6y titip nhan hO so vd
tr6 kiSt qu6; Chuyen hO so d6n
Phdng Tu ph6p.

- Phi6u y6u cAu bO sung, hoan
thiQn hO so (Mdu sii 02 ban
hdnh kdm theo Thdng tu
sii ottzotstrr-rPcP ngdy
23/t r/20r8);

- Phi6u tu ch6i ti6p nhQn gi6i
quytit hO so (Mdu s6 B ban
hdnh kdm theo Th6ng tu
tii o t /zo t atrr-vPcP ngay
2i/r r/2018).

- Gi6iy titip nhgn t O r., vd hgn
tre k6t quil (Mdu s6 0l ban
hdnh kDm theo Th6ng tu
s6 oItzott/rr-T PCP ngdy
23/1 1/2018);

- HO so theo tht tuc hanh
chinh t16 c6ng b6.

0,5

Phdng
Tu phfp

Budc 2 Xt l)t hd so, b6o c6o Lanh rlao UBND c6p huyQn 03

., \.4 

-. 

-.4- -. 
.l
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2.1 Ki6m tra,
tham muu
xrl ly ho
SO

COng chric
ldm c6ng t6c
h0 tich

- Ki6m tra hti so.

- Du th6o vdn bin b6o c5o Lenh
ttao UBND c6p huYQn.

- Du th6o Gi6y Khai sinh;

- Trinh Lenh dao Phdng xem
x6t, phO duyQt.

- Hti so da ti6p nhQn;

- DU th6o vdn ban b6o c6o
(n6u rO c.o s.o p\ep lY 1i0n

quan; y ki6n i10 xu6t);

- Dy th6o Gi6y lJrai sinh (BiAu

mdu ban hdnh theo Thdng tu
t6 I4/2020/TT-BTP cila Bo
trudng BQ Tu phdp).

02

2.2 Xem xdt,
b6o c6o
Lanh d?o
UBND

A,A
cap nuy9n

Lanh
Phdng
ph6p

dao
Tu

- Xem x6t, duyQt h6 so;

- 86o ciloLdnh tlao UBND c6P

huyQn.

- HO so da ti6p nhQn;

- Ven ban b6o c6o (n6u 16 .g
so phrlp $ li€n quan; y ki0n dC

xu6t);

- Du th6o GiSy kfiai sinh;

01

Phdng
Tu phfp

Bur6,c 3 Ky duyQt kiSt qui gini quy6t vi tl6ng d6u 01

3.1 Ky
trit
gihi

duyQt
qua

quyCt

Lanh dAo

UBND cdp

huyQn

Kf Giey khai sinh GiSy khai sinh d5 dusc ky 0,75

3.2 D6ng d6u Vdn thu D6ng d6u vd chuy€n ktit qu6

cho Phdng Tu ph6p
Gi6y khai sinh il6 dugc kY vd
d6ng ddu

0,25

Phdng
Tu ph6p

Bufc 4 Ghi vdo
SO trO tictr

COng chirc
lim c6ng t6c
h0 tich

- Ghi nQi dung khai sinh vdo

SO dang ky trdrai sinh vd cirng

nguoi y€u cdu ttdng kY khai
sinh ky t6n vdo 56;

- SO Oang ky khai sinh (BiAu

mdu ban hdnh theo Th6ng tu
tA 04/2020/TT-BTP cila B0
trudng BQ Tu ptuip);

0,5
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56

- Chuytin ki5t qui cho BQ phQn
^.A . 

- 
, r ',

TiCp nhfln vd T16 k6t qu6.
- ciSy khai sinh

t]BND

huyQn
cap

Budc 5 t6tTrtr
que

BQ phfln tii5p
nhfln vd tri
, A.
Ket qua

Tri ktit qui cho c6ng ddn Gi6y khai sinh 0

Hd so tluo. c luu trr t4i Ph0ng Tu ph.ip theo quy tlinh hiQn hdnh, bao giim:

- Hd so de d6p nhAn &eo TTHC <td c6ng bii;

- Brin chup gi6y td cta ngudi y€u c6u tEng l$ hO {ch xuit ttnh (do ngudi tiilp nh$n hti so thgc hifu sao chtry dd luu hd sc theo quy Gnh
i khoAn 3 oiAu 3 Thdng tu si' 04/2020ff-l-BTP ngi.y 28t5t2O2O ctlaBo tru&ng BO Tu ph6.p Quy tlbh chi titit thi hdnh mot sii tli€u cta

LuSt HO tich va Nghi aintr s5 tZ:lZOtSruO-CP ngiy 15 rh{ng 11 nam 2015 crla Chlnh phri quy tlinh chi tiiit mot s6 ttidu va bi$n ph6p thi
hAnh Lu4t H0 tich).

- VIn baa gr6y to, tai lieu x6o minh (d5i vdi tuong hqp co xio minh);

- VEn bin b6o c6o LEnh tleo UBND c6p huyOn;

- Bin chup k6t qu6 TTHC;

- Vdn ben thfug b6o viQc rfing ki hg tiph dih co qum li&r quan 1e6i vOi tuong t qp phii th6ng b6o theo quy tlinh crla Lu6t H0 tich va c{c vdn

ben quy dinh chi f6t rhi hdnh).

13.2. Thi t+c dnng kf khai sinh c6 y5u td nufc ngoli cho ngrrdi iH c6 hd so, gi6y tdr c{ nhtn tt5i vdi trudng hqp phti x4c minh

- Ma s6 quy trlnh tht tuc hdnh chlnh: 1.000893-02 (Theo ma s5 fiTIC tr€n co sd dft lifu TTHC dich I.u c6ng: 1.000893).

- rnor nen grar quyeu z) ngay.

Co quan,
tlon vi

Bur6,c

thgc
hiQn

TGn budc
thr;c hiQn

Trich
nhiQm thgc

hiQn

NQi dung cdng viQc thgc hiQn Bi6u m6u/k5t qui Thoi gian

(ngnv)

Ghi
chf
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UBND
A

cap
huyQn

Bufc 1 ^.r. r ^Ilep nnan
hii scr

BQ phfln titip
nhAn vd tri
k6t qui

- Xem x6t, ki,5m tra tinh hqp lQ

cria hO so:

+ Trudrng hai,p hg so chua.dAy
dri: c6ng chric ti6p nhan h6 so
hg*g d6n tt€ c6ng ddn bO sung

hd so vd in Phi6u y6u c6u b0
sffig, hoan thiQn hO so;

+ Truong hqrp hO so kh6ng
eltrng q"y Aipnt in Phii5u tu ch6i
gi6i quy6t hO so;

+ Trudrng hq'p hO so ddy dt,
hqp lQ: Tiep nhQn, qu6t (sca{r)

h0- so vd nhflp thdng tin titiP
nhAn hO so vdo Phan m6m MOt
cria; in Gi6y titip nhan hO so vd
trh k€;t qu6; chuyen hO so iltin
Phdng Tu ph6p

- Phi6u y6u cAu b0 sung, hoan

thiQn hti so (Mdu si| 02 bon

hdnh kdm theo Th6ng tu
tAOttZOtgtff-VPCP ngdy
23/t 1/2018);

- Phi6u tu ch6i tit5p nhQn gi6i
quy6t ho so (Mdu td B bon
hdnh kDm theo Th6ng tu
sii o I tzo t atrr-vPcP ngay
23/t t/2018).

- Gi6y ti6p nhQn hO so vd hgn
tri k6t quh (Mdu td 01 bon
hdnh kdm theo Th6ng tu
tA O t tZO t Atff-VPCP ngay
23/r r/2018);

- HO so theo thri tuc hanh

chinh ttd c6ng b6.

0,5

Phdng
Tu phip

Buri,c 2 Xt ly hd so, b6o ctio Lanh dao UBND c6p huyQn 23

2.1 Ki€m ffe.,
tham muu
xrl ly hO

SO

C0ng chrlc
lim c6ng tlc
h0 tich

- Ki6m tra hd so;

- ThUc hiQn thAm tra,xdc minh;

- Du th6o v6n bin b6o c6o Lanh
dao UBND cdp huyQn.

- Dg th6o Gi6y Khai sinh;

- Trinh Lenh d4o Phdng xem

x6t, ph€ duyQt.

- Hti so da tii5p nhfln;

- Vdn btn, gidy td, tai HQu x6c
minh;

- DU thio vdn ban b6o ctio

(n6u 16 co s0 phdp ly 1i6n

quan; ki5t qu6 Fi6q tra, xdc
minh hO so; y kien dC xu6t;;

- DU th6o khai sinh

22
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mdu ban hdnh theo Thdng tu
sii 04/2020/TT-BTP cila BO

trudng B0 Tu phdp).

2.2 Xem xdt,
b6o c6o
LAnh dao
UBND
^.cap nuygn

Lanh d?o
Phdng Tu
ph6p

- Xem x6t, duyQt h6 so;

- B6o c6oLtuth d4o UBND c6p
huyQn.

- HO so da tiiSp ntrQn;

- Van btn, giSy td, tei liQu x6c
minh (niSu c6);

- Ven ban b6o c5o (n6u rO co
so phrip ly 1i6n quan; ktit qui
,.,1ki6m tra, xitc minh hd so; y
ki6n dc xu6t);

- Dg th6o Gi6y khai sinh;

01

UBND
Acap

huyQn

Bufc 3 Ky duyQt ktlt qui gi6i quytit vd d6ng d6u 01

3.1 ryr
kct
gihi

duyQt
que

quy0t

Lanh dao

UBND cdp

huyQn

Ki ci6y khai sinh GiSy ktrai sffi dd ilugc ky 0,75

3.2 D6ng d6u VIn thu D6ng d6u vd chuy6n ktit qui
cho Phdng Tu ph6p

Gi6y khai sinh dd dusc lqy vd
d6ng d6u

0,25

Phdng
Tu phfp

Bufc 4 Ghi vdo
56 h0 tich

COng chrlc
ldm c6ng trlc
h0 tich

- Ghi nQi dung khai sinh vdo 56
tl5ng ky khai sinh vd ctng
ngudi y€u cdu f6ng ty khai
sinh ky t6n vdo S0;

- Chuy6n ki5t qui cho BQ phQn
^.aTi0p nhqn vd Tri k€t qu6.

- SO dang ky ktrai sinh (BiAu
mdu ban hdnh theo Thdng ta
sii 04/2020/TT-BTP cfia BO

trudng B0 Tu phdp);

- Giiiy khai sinh.

0,5
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14. Thfi tUc ding lcy lai tr5t nOn c6 y5u t6 nufc ngoii: (Me sO TTHC: 2.000513): C6 02 quy trinh thpc hiQn

14.1. Thfr tgc rl5ng W lai tr5t n6n c6 y5u t6 nur6,c ngoiri Aiii vOi trudmg hgrp kh6ng xic minh

- Ma s6 quy trinh tht tpc hanh chinh: 2.000513-01 (Theo md si5 TTHC tr€n co sd dfr liQu TTHC dich vs c6ng: 2.000513).

- Thdi han gi6i quyiSt: 05 ngdy lim viQc.

0Gi6y khai sinhTri ktit qu6 cho cdng ddnBQ phQn titip
nhan vd tr6
ki5t qui

Trh
que

t6tBufc 5TIBIID
cap

huyQn

Hti so rlugc luu trfi t4i Phdng Tu ph6p theo quy tlinh hien henh, bao g6m

- HO scr dA ti6p nhAn theo TTHC <16 c6ng b6;

- B6n chup ei6y td cta ngudi y€u ciu ttlng Iry hO tich xu6t t.inh (do ngudi tiiip DhAn hd so thuc hiQn sao 
"ttoq.C6]yl.h9 

* F": qy e*
,ut kl,#'3 "#6, i 16i"ii.i6 o+tzozorir-'eTp nsay 2y52020 cria-BQ trudmg_9q ry.pl,6p Quy dinlr. chi ti6t thi hdnh mOt s6 di€u cta

iloiiiiO tipr, ,a,Ngr,i cinl .5 rzrnorsmo-cr ,ga! is *,erg I t nlm ztits crta-ctrif,h ph,i quy dinl chi tiiSt mOt s6 ai6u va biQn phfp thi

hanh Lu0t H0 tich).

- ven btn, gi6y td, tei liQu x6c minh laoi voi truoxg hgrp c6 x6c minh);

- VAn ban b6o c6oLdrth<1po UBND c6p huyQn;

- Ban chpp ki5t qui TTHC;

- Van ban thong b6o viQc d5ng ky h0 tch diSn co quan li€n quan (d6i vdi

ban quy tlinh chi tiist fti hanh).

truong hqp phai th6ng b6o theo quy dinh cua Luflt H0 tich vd c6c v[n

Co quan,
tlorr vi

Bur6,c

thqc
hiQn

TGn bufc
thgc hiQn

Trich
nhiQm thqc

hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu/k5t qui Thdi gian

(ngnv)

Ghi
cht[

UBND
cap

huyQn

Bufc 1 Tii5p nhfln
hO so

B0 phOn ti6p
nh0n vd tri
ki5t qu6

- Xem x6t, kiiim tra tinh hqp lQ

cria hd so:

- Phi6u y6u cAu bO su1g, hodn

thiQn hii so (Mdu t6 02 bon

hdnh kdm theo Th6ng tu

0,5
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+ Trudrng tSp hi so chua.dAy
dt: c6ng chqc ti€p nhAn 116 so
hucmg ddn tl6 c6ng ddn b6 sung
h6 so vd in Phi0u y6u cAu bO

sffig, hoan thiQn hd scr;

+ Trucmg hqp h6 so khdng
iturg quy tlqrh: in Phi6u tu chOi
gi6i quy6t h0 so;

+ Trudng .trqp hO so dAy dri,
hqp l0: Ti6p nhfln, qudt (scan)

hd so Je ohflp thg"g tin ti6p
nhan hd so vdo Phdn m6m MOt
cria; in Gi6y tiiip ,lhflnh6 so vd
ffi k}t qu6; chuy6n hd so di5n

Phdng Tu phrip.

si5 ottzots/rr-rPcP ngdy
2s/1 1/20r8);

- Phi6u tu ch6i ti6p nhfln giai
q,rytit hd so (Miu sii 03 ban
hdnh kdm theo Th6ng tu
si5 o t /zo t Atr-rPCP ngay
23/11/2018).

- Gi6y tiep nhan hO r,o vd hsn
trA ket quh (Mdu s6 0l ban
hdnh Hm theo Th6ng tu
tA O t tZO t Atff-VPCP ngdy
23/t t/2018);

- Hd scv theo thri tuc henh
chfnh t16 c6ng b6.

Phdng
Tu phrlp

BuOc 2 Xri ly hd so, b6o citol,Anh ilpo UBND c6p huyQn 03

2.1 Ki6m fr?,
tham muu

,).xu ly no
s0

COng chric
ldm cOng t6c
h0 tich

- Ki0m tra hd so;

- Dy thio vdn bin b6o c6o Lanh
d4o UBND c6p huyQn.

- Ds th6o GiSry chimg nhQn ktit
hOn;

- Trinh Lanh rlao Phdng xem
x6t, ph6 duyQt.

- Hd so da ti6p nhfln;

- Dp th6o vdn btrl. b6o cflo
(n6u rd c0 so ph6p ly li6n
quan; kiSt qui ki6m tra hO so;
y kitSn dC xu60;

- Du th6o GiSy chimg nhan
ki5t h6n (Bieu mdu ban hdnh
theo Th6ng ta s6 04/2020/TT-
BTP cfia B0 trudng B0 Tu
ph,ip).

02
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2.2 Xem x6t,
b6o c5o
Lanh dao
UBND
c6p huyQn

Lanh dao
Phdng Tu
ph6p

- Xem x6t, duyQt hO so;

- B6o c6o LSnh d4o UBND cAP

huyQn.

- Hti so da ti6p nh$n;

- VAn ban b6o c5o (n6u.r6 co
so ph6p ly li€n quan; k6t qui
ki6m ta hO so; y ki6n d6

xu6t);

- DU th6o Gi6y chimg nhAn

ktit trOn.

01

TJBND
cap

huyQn

Buri,c 3 Ky duyQt kiit qui gi6i quytit vd tl6ng d5u 01

3.1 Ky
ket

duyQt

gi6i qu
qua

yet

LAnh d?o

UBND cdp

huyQn

Kf ciay chimg nhfln kiSt h6n Gi6y chrmg nhan tet nOn Aa

tlugc ky
0,75

3.2 D6ng d6u Vdn thu D6ng d6u vd chuy6n k6t qui
cho Phdng Tu ph6p

Gi6y chrmg nhan tiSt trOn 0a

ttugc ky vd tt6ng d6u

0,25

Phdng
Tu phip

Bufc 4 Ghi vdo
SO trQ tictr

Cdng chrlc
lim cdng t6c
h0 tich

- chi vdo Sd d6ng ky ktit hdn,

cirng hai b6n nam nfr kY t6n vio
56; hai b6n nam nft ctng kY

vdo gi6y chimg nhQn kiSt hOn;

- Chuyi5n kiSt qui cho BQ phan

Ti€p nhfn vd Tri ktit qu6.

- SO eang ty k6t hdn (Mdu Sd

ban hdnh kdm theo Th6ng tu
sii 04/2020/TT-BTP cila B0
trudng B0 Ttr phdp);

- Gi6y chimg nhfln k6t hdn.

0,5

t]BI\D
ci[p

huyQn

Butfc 5 Trf,
que

t6t B0 phan titip
nhan vd tri
. A.
Ket qua

Tri k6t qui cho c6ng d6n GiSy chrmg nhQn k6t hdn 0
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Hti so ttuqc luu ffi tai Phdng Tu ph,ip ttreo quy tlinh hiQn hanh, bao gdm:

- Hd so da ti6p nhfln theo TTHC da c6ng bti;

- Bin chup gi6y td crla ngudi y€u cAu dlng k, hO 
-dch 

xu6t trinl (do ngudi ti6p nhAn hd so thgc hi€n sao ohup tt6 luu hti sc theo quy tlinh
tei khoan 3 DiAu 3 Th6ng tu s5 04/2020ftT-BTP ngdy 28/5/2020 oiaBg truong BQ Tu ph6p Quy dinh chi ti6t thi bAnh mot sd didu cua
Ludt HS tich vd Nghi dinh s6 123I2O15AID-CP ngdy 15 thring 11 n6m 2015 cua Chlnh phrl quy <linh chi tiSt mot 95 didu vd bi-6n ph.4p

tlti hanh Lu{t H$ [ch).
- VAn baa gi6y td, Ai fiQu x6c mintr (d6i vdi trudng hqp c6 x6c minh);

- VEn ban b6o c6o Lanh dao UBND cip huygn;

- Bin chgp k6t qua TTHC;

- Ven bdn th6ng b6o vi& tfflrg kI h0 tich <I6n co quan li€n quan (d6i v6i tuamg hqp phAi th&rg b6o theo quy dinh cta Luit H0 tich vd c6c vtrn
bnn quy dinh ohi ti6t thi hano.

l4.2.Thrttgc tlIng lry lei tr6t n6n c6 y5u t5 nufc ngoii aiii vOi trulng hgp phfli xic minh

- MA s(5 quy tinh thri tqc henh chinh: 2.000513-02 (Theo mE s6 TTHC tr6n co s0 dtr liQu TTHC dich vU c6ng: 2.000513).

- Tthdi h4n gi6i quy6t: 25 ngiry.

Co quan,
tlon vi

Buri'c
thrlc
hiQn

TGn buri,c
thrpc hiQn

Trrlch
nhiQm thgc

hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu/k5t qui Thdi gian

(ngiv)

Ghi
chri

t]BND
cap

huyQn

Bufc 1 Tiiip nhfln
,l
no so

BQ phfln titip
nhan ve ffa
. a.
Ket qua

- Xem x6t, ki6m tra tfnh hqp lQ

cria hd so:

+ Truong ha,p hg so chua.dAy
dri: c6ng chrlc ti6p nhAn hO so
hy*g den de c6ng d6n b6 sung
hO so vd in Phii5u y6u cAu b6
sung, hoan thiQn hd so;

- Phi6u y6u cAu b5 sung, hoan
thien h6 so (Mdu tii 02 ban
hdnh kdm theo Th6ng tu
si5 oltzotS/TT-t/PCP nSdy
23/11/2018);

- Phitiu tu chtii titip nhqn giai
quytit hO so (Mdu si| 0i ban
hdnh kDm theo Th6ng tu

0,5
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+ fruttng t S,p trO so khOng

ihing q"y dl$, in Phitiu tu chdi
gif,i quy6t hO so;

+ Trudng .t 
qp tt6 so itAY dri,

hqp lQ: Ti6p nhQn, qu6t (scan)

h6- so vd nhflp thdng tin tii5P

nhAn hO so vio PhAn m6.m MQt
cfra; in Gi6y ti6p nhan hO so vd
ri kiSt qu6; chuy6n hd so dtin

Phdng Tu ph6p.

01/2019/TT-VPCP ngdy
23/11/2018).

- ci6y tiiSp nhtn hd so vd hqn
tri k6t qud (Mdu sii 0l ban
hdnh kdm theo Thdng tu
sA O t /ZO t A/ff-VPCP ngay
2i/11/2018);

- HO so theo thri tuc henh

chinh i16 c6ng b6.

Phdng
Tu phip

Burfc 2 Xt bi hti so, b6o cilolanh d4o UBND c6p huyQn 23

2.1 Ki6m trd,
tham muu
xri ly ho
SO

C6ng chrlc
ldm c6ng tic
h0 tich

- Ki6m tra hO so;

- ThUc hien thdm tra, xfuc minh;

- DU th6o vln ban b6o c6o Lenh
tl4o TIBND c6p huyQn.

- Ds th6o Gi6y chrmg nhan k6t
hOn;

- Trinh Lanh d4o Phdng xem
x6t, ph€ duyQt.

- Hii so da ti6p nhQn;

- VAn bin, gi6y td, tai HQu x6c
minh;

- DU th6o v[n ban biio c6o
(n6u rO co s& phr4p ly li6n
quan; k6t qud !i6"t tra, xitc
minh hO so; y ki6n i16 xudt);

- Dg thno Gi6y chimg nhAn

ttit tron @ieu mdu ban hdnh

theo Th6ng tu s6 04/2020/TT-
BTP cua B0 trudng BQ Tu
ptutp).

22

2.2 Xem
b6o
Lanh
UBND

x6t,
c6o
dao

Lenh dao
Phdng Tu
ph6p

- Xem x6t, duyQt hd scr;

- Brio c6o L6nh d4o UBND c6P

huyQn.

- HO so dA ti6p nhfln;

- Vdn btn, gi?ry td, tai 1i0u x6c
minh;

01
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cdp huyQn - VAn ban b6o c6o (n€u,r6 co
so phSp ly li6n quan; k6t qu6
,.,1'ki0m trq xdc minh hO so; y
kitin tIA xu5t;;

- Dg th6o Gi6y chimg nhan
kiSt hdn.

UBI\D
cap

huyQn

Bufc 3 Ky duyQt k6t qui gi6i quyiSt vd tl6ng d6u 01

3.1 Ky
kct
giAi

duyQt
que

quyOt

L1r:,t'l-

UBND
huyQn

dao

cap

Ky ciiiy chimg nhan k6t frOn Gi6y chimg nhan ti5t trOn Aa

ducr. c ky
0,75

3.2 D6ng d6u VIn thu D6ng d6u vd chuy6n k6t qui
cho Phdng Tu phrip

Gi6y chimg nhan t<6t hon da
tlugc ky vd il6ng d6u

0,25

Phdng
Tu phip

Bufc 4 Ghi vdo
SO trQ tictr

Cdng chric
ldm c6ng tiic
h0 tich

- chi vdo 56 <Idng ky ktit h6n,
cirng hai b€n nam nt ky t6n vdo
56; hai b6n nam nt cirng ky
vdo gi6y chimg nhQn k6t tron;

- Chuy6n ktit qui cho B0 phfln
Tii5p nhfln vd Tri ki5t qu6.

- SO Aang ky k6t hdn (Mdu Sd
ban hdnh kdm theo Thdng tu
ti5 04/2020/TT-BTP cfia BO

trudng BQ Tu phdp);

- ci6y chimg nhfln k6t h6n.

0,5

TIBI\D
A

cap
huyQn

Bur6'c 5 Trh
qua

tiSt BQ phfln titip
nhan vd tr6
ktit qu6

T16 ktit qui cho c6ng ddn GiSy chimg nhan t6t tron 0

Hd so dugc luu trft t4i Phdng Tu ph6p theo quy ctinh hiQn hdnh, bao gtim:
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15. Thfr tsc dlng lcy tai khai tri c6 yi6u t(i nufc ngoii: (Ma s6 TTHC: 2.000497): c6 02 quy trinh thgc hiQn.

15.1. Thfi tgc iling ky lai khai tfr c6 y5u t(i nufc ngoii Aiii vrf,i trudng hqp kh6ngxitc minh:

- Me sti quy trinh thri tpc henh chinh: 2.OOO4}7-01 (Theo md sti TTHC tr€n co s& dfr liEu TTHC dich vu c6ng: 2.000497)

- Thdri han gi6i q.rytit: 05 ngdy ldm viQc.

so dd nhan theo TTHC dd c6ng ,

- Ban chpp gi6y td
tpi kho6n 3 Di6u 3

Lu0t H0 tich vd N

cria nguoi y€u cAu d6ng ky h0 tich xu6t trinh (do ngudi ti6p nhOn hO so_thgc hiQn sao chgp tI6 luu h0 so theo quy tlinh

Th6ng ru s6 oytzozo/TT-BTp nsey zvlslz}2o criaBO t**g eO ru ph6-p Q"v.9u,h :|i il6t 
thi henh {nOt sd di6u cua

-d;.fh; ilii|otsA{D-cp nsey 15 thang 1 1 nrm 20t5 cia orinrrinri quy itinh chi titit mOt sd diAu vd biQn ph6p

thi hanh Lu0t H0 tich).

- vdn bin, gidy td, tdi liQu x6c minh (eoi voi trucrng hqrp c6 x6c minh);

- Vdn b6n b6o cilo L6nh tlao IIBND c6p huyQn;

- Ben chup ktit qu6 TTHC;

- Vdn b6n th6ng b6o viQc dane ky hg tich iltin co quan li6n quan (tl6i voi tr:ong

ban quy rtinh chi ti6t thi hanh).

hqrp ph6i th6ng b6o theo quy ifinh cria LuQt H0 dch vd ctlc vdn

Co quan,
tlon vi

Bufc
thqc
hiQn

TGn budc
thgc hiQn

Trrlch
nhiQm thqc

hiQn

NQi dung c6ng viQc thqc hiQn Bi6u m6u/k6t qui Thdi gian

(ngnv)

Ghi
chr[

T]BND
A

cap
huyQn

Bufc 1
^. 1, r AIlep nn?n
hti so

BQ phfn tiiSp

nhan vd tr6
kiSt qui

- Xem x6t, kirSm tra tinh hqP lQ

cria hti so:

+ Trudrng tqe ti so chua.dAY

dt: c6ng chric ti€p nh$n tr6 so

hgons dAn t16 c6ng ddn b0 sung

hd so vd in Phi6u y6u cdu bO

,*g, hoan thien h0 so;

+ Trudrng hqp hO so kh6ng

- Phii5u y6u cAu bO sgng:

hoan thiQn h6 so (Mdu s6 02

ban hdnh kdm theo Thdng ta
ti5 o ltzo t B/TT-\/PCP ngdy
2s/r 1/2018);

- Phi6u tu chdi tiiSp nhqn gi6i
quytit hd so (Mdu sii 03 bon
hdnh kdm theo Th6ng tu

0,5
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Oring q"V Ainn: in Phiiiu tu ch6i
gi6i quy6t hO so;

+ Tru&lg hqp hO so dAy dri,
hqp lQ: TitSp nhan, qu6t (scan)

hd so vd nhflp th6ng tin fi6p
nhan hO so vdo Phdn m6m MOt
cria; in Gi6y titip nhan h6 so vd
tri kiit qu6; chuy6n hO so d6n
Phdng Tu phrip.

iTotmiB/TT-nPCP nsdy
2i/1r/2018).

- ciSy tii5p nhfn hti so vd hen
tri ktit quh (Mdu sii 0l bo,
hdnh k\m theo Th6ng tu
sii o t /zo t atrr-rPcP ngdy
23/r r/20r8);

- HO so theo thri tuc henh
chinh da cdng b6.

Phdng
Tu phfp

Burftc 2 Xri ly hd so, bin c6o LAnh d4o UBND c6p huyQn 03

2.t Ki6m trd,
tham muu
xri ly ho
SO

COng chric
ldm c6ng t6c
h0 tich

- Ki6m tra hti so;

- Dp th6o v[n bin b5o ciio Lanh
d4o UBND c6p huyQn.

- DU th6o Trich luc khai tu (bart

chfnh)

- Trinh Lanh dao Phdng xem
x6t, ph6 duyQt.

- HO so da tiiSp nhfln;

- DU th6o vdn ban b6o crio
(n€u rO co s0 ph6p ly li6n
quar); ki51 Wl ki€m tra h6 so;
y ki6n dC xu6t);

- Dg th6o Trich lUc khai tri
(ban chinh): Bftu mdu ban
hdnh theo Th6ng tu sA

04/2020/TT-BTP cila B0
trudng BQ Tu phdp.

02

2.2 Xem xdt,
b6o c6o
Lanh <1Ao

UBND
A,

cap nuygn

Ldnh dao
Phdng Tu
ph6p

- Xem x6t, duyQt hO so;

- B5o cdo Ldnh <lpo UBND c5p

huyQn.

- Hd so dA ti6p nhOn;

- V[n binbilo c6o (n6u rd co
so ph6p ly 1i6n quan; ktit qui
ki6m tra hO s0; y ki6n dC

xu6t);

- Du th6o Trich luc khai tu

01
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@nn chinh)

01Ky duyQt ktit qui gi6i quytit vd d6ng d6uBufc 3UBND
^cap

huyQn

0,75Trich lgc khai tu (ban chfnh)
1f

oa ougc Ky
Ky Trfch luc khai tt Oan
chinh)

ttao

cap

Lerf:,
UBND
huyQn

K),
ket
gihi

duyQt
que

quyCt

3.1

0,25Trich lqc khai tu (ban chinh)
t16 tlugc ky vd tl6ng d6u

Vdn thu D6ng d6u vd chuytin ktit qui
cho Phdng Tu ph6p

D6ng d6u3.2

0,5- SO Oang ky khai tb (Mdu So

ban hdnh kdm theo Th6ng tu
tii ol/zoz0/TT-BTP cila B0
trudng B0 Tr phdp);

- Trfch luc khai hi (ban

chinh).

- Ghi vdo 56 ildng ky khai tu,
cung ngucri di ttdng lcy lai khai
tu ky t6n vdo 56;

- Chuy6n ki5t qu6 cho B0 phan

Titip nhan vi TrA ktit qu6.

Ghi vdo
SO frO tictr

Cdng chric
ldm c6ng t6c
h0 tich

Bufc 4Phdng
Tu phip

0Trich lpc khai tu (b6n chfnh)Tri kiSt qui cho c6ng ddnBQ phQn titip
nhAn vd tri
. i.
Ket qua

Tri ti5t
que

But6'c 5UBND
cap

huyQn

H6 so rlugc lrru ffi tpi Phdng Tu ph6p theo quy dinh hiQn hanh, bao gtim:

- HO so tla tiiip nhan theo TTHC da c6ng bii;

L

quy tlinh
-. ).
dleu cua

thi

tichnguoi
thichi

gi6y td
Di6u 3

Ioe h6rru theoSOsaoh6 SOdo hi0n chuptrinhxuSt thUccau nh0ncua h0 ngudi titip(dAng wy€u
tict henh SOB Tu m0tB7

cua dinhBTP 2 5/20208/ I vQu0412o 020lrr tru&nga ph6pStu ngayThOng
ili6u vaSOti6tchiChinh m0t11 20nIm cua1 551SO 23I 1t20 5/NE.CPvd N

- Ban chgp
t4i khoan 3
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hanh Ludt h0 tich).

- van ban, gi6y td, tai lieu x6c minh (d6i vdi tutmg hqp c6 xic minh);

- VEn ban b6o c6o Ldah tl+o UBND c6p huyen;

- Ban chup k5t qua TTHC;

- Vnn bdll thong h6o vi& d;ng lci hO tich <tfo co quan li€n qum (<l6i vdi tuong hqp phei th&rg b,io thm quy <finh cua Luat H0 tich ve cfc ldn
ben quy dinh chi ti6t thi hanh).

L5.2. Thfi tBc dlng kf lai khai tr? c6 y6u t5 nufc ngoiri Otii vrni trulng hqp phf,i x6c minh:

- Me sd quy tinh tht tUc henh phinh: 2.OOO4T7-02 (Theo md s6 TTHC tr6n co s0 dfi liQu TTHC dich vu c6ng: 2.000497).

- Thdi han gif,i quytSt: 10 ngdy ldm viQc.

Co quan,
tlon vi

Bufc
thgc
hiQn

TGn bufc
thrpc hiQn

Trich
nhiQm thqc

hiQn

NQi dung cdng viQc thtpc hiQn Bi6u mfru/k6t quf, Thdi gian

(ngnv)

Ghi
chr[

uBtlD
A

cap
huyQn

Butfc 1 Ti6p nhfln
hO so

B0 phfln ti6p
nhan vd trtr
k6t qui

- Xem x6t, kii5m tra tfnh hqp lQ

cria hd so:

+ Trudrng harp h9 so chua.dAy
chil cdng chrlc ti€p nhAn 1t6 so
hudng d0n il6 c6ng ddn bO sung
h6 so vd in Phi6u y6u cAu bO

sung, hoan thiEn h0 so;

+ Trudrng hqrp hO s0 khdng
tlung quy cltph: in Phii5u tu chOi

gi6i quy6t hO so;

+ Trudrng .ttqp t O so <tAy dri,
hgp tQ: Ti6p nhfln, qu6t (scan)

hti so vd nhflp th6ng tin titip

- Phitiu y€u cAu bO sgng,
hoan thiQn hO so (Mdu s6 02
ban hdnh kdm theo Th6ng tu
sA OttZOtetff-VPCP ngdy
23/1 1/2018);

- Phitiu tu ch6i titip nhqn giai
quytit hd so (Mdu sii 03 bon
hdnh kdm theo Thdng tu
sii o ttzo t atrr-rPcP ngdy
2s/1 r/2018).

- Gi6y tiiSp nh$n h6 so vd h9n
trh k€t quil (Mdu sii 0t ban
hdnh kdm theo Th6ng ta
t6 o I tzo t atrr-'rPcP nsay

0,5
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,hA" hd s0 
"e" 

Phan mAm MQt

cria; in Giey ti6p nhan hd so vd
tri kiSt qu6; chuy6n hO so d6n

Phdng Tu ph6p

23/t t/2018);

- HO so theo thri tUc hanh
chinh da c6ng bti.

Phdng
Tu ph6p

Bufc 2 Xt ly hd so, b6o c6o Lanh it4o UBND c6p huyQn 08

2.1 Ki6m tta.,
tham muu
xri ly ho
so

COng chrlc
ldm c6ng t6c
h0 tich

- Ki6m tra hd so;

- ThUc hiQn thAm tra,xdc minh;

- Dy th6o vln bin b6o c6o Lenh
dao UBND c6p huyQn;

- DU th6o Tr(ch lgc khai tt} (ban

chinh);

- Trinh Lanh d4o Phdng xem
x6t, ph6 duyQt.

- Hti so de ti6p nhQn;

- Vdn bin, gi6ry td, tdi li-6u

x6c minh;

- DU th6o vin ban b6o c6o
(nOu r6,co sd p!r6p ly 1i6n

quan; \6t qu6 ki€m. fia,,xdc
minh hO so; y ki6n i16 xudt);

- DU th6o Trfch lpc khai tu
(ban chinh): Bi€u mdu ban

hdnh theo Th6ng tu ti|
04/2020/TT-BTP cfia B0

trudng BQ Tu phdp.

07

2.2 Xem xdt,
b6o c6o
LAnh d4o
UBND

A,
cap nuy9n

Lanh dao
Phdng Tu
ph6p

- Xem x6t, duyQt hd so;

- 86o c6o LEnh ctao UBND cliP

huyQn.

- HO so da ti{ip nhQn;

- VAn bin, gi6y td, tdi liQu

x6c minh;

- Vdn ban b6o c6o (n6u rO co
so ph6p ly li6n quan; k6t qui
ki6m tra, xdc minh h6 so; y
kitin de *u6t);

- Dg th6o Trich lpc khai tu
(b6n chinh)

01
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01UBND
cap

huyQn

Bufc 3 Ky duyQt ktSt qui gi6i quyi5t vd tl6ng d6u

Trich lpc khai tu (ban chinh)
ca ougc {y

0,75tlAo

cap

huyQn

LAnh

UBND
Ky Trfch luc khai tft (bin
chinh)

3.1 Ky
ker
gihi

duyQt
qfi

quy€t

0,25E6ng d6u vd chuy6n ki5t qu6

cho Phdng Tu ph6p
Trfch luc khai tu (bin chffi)
d5 dugc ky rrd tl6ng d6u

3.2 D6ng d6u Vdn thu

0,5C0ng chirc
ldm cOng t6c
h0 tich

- Ghi vdo SO deng kj khai tu,
cirng ngudi di etang ky lai khai
tu hi t6n vdo 56;

- Chuy6n kiit qui cho BQ phAn
^. ,,
Ti€p nhQn vd Tri k€t qu6.

- SO dang ky knai ttr (Mdu So
ban hdnh kdm theo Th6ng tu
tA OI/ZOZ0/TT-BTP cila B0
trudng BQ Tu phdp);

- Trich luc khai tr} (ban

chfnh).

Phdng
Tu phrlp

Bufc 4 Ghi vdo
s6 tro tictr

0Trich luc khai tu (b6n chinh)BQ phQn titip
nhan vd tri
, A.
Ket qua

Tri ki5t qui cho c6ng dhnUBND
A

cap
huyQn

Bu6,c 5 Tr6
qua

ttit

Hd so duo. c luu trt t4i Phdng Tu ph6p theo quy <tinh hi6-n hnnh, bao gdm:

- Ud so aa titlp nt6n theo TTHC tt6 cOng b6;

- Ban chup gi6y ttr cta ngudi y6u ciu tliing kf h0 tich xu6t trtnh (do nguli tirip nh0n hii so thuc hiQn sao chup di: luu h6 so theo quy dinh

Ai khoan 3 biAu 3 Th6ng tu s5 \4t?}2QttT-BTP rLgny 28/512020 ctaB$ truong BQ Tu ph6p Quy dinh chi tiet thi hAnh mQt sO di€u oia

ilr6, nO q"n ra ngm-drr.5 rz:izo r sn ro-cr ngly ts rh6ns 11 nrm i0l5 
",iu 

cnu, pt,i qoy dioh chi tiiit mOt s5 didu ve biCn phip

thi hanh Luit H0 ticlt).
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16. Tht tgc cip btn sao trlch lgc hO tich: (Ma s(5 TTTIC: 2.000635): C6 0l quy trinh thuc hien

- MiI s6 quy tinh thri tuc hdnh chlnh: 2.000635 (Theo ma s6 TTHC trCn co s0 dt li€u TTHC dich vu c6ng: 2.000635).

- Thdi hqn gini quy6t: Ngay tong ngiy ti6p ntr4n nd so; truimg hqp nh6n hd so sau 15 gid md kh6ng giii quy6t tlugc ngay thi tre kiit

que trong ngay ldm viQc titiP theo

VIn bin, td, tei liQu x6c minh voi trudng hgrp c6 x6c minh);

- Vdn ben b6o c6o Lanh dao UBND cdp huy-6n;

- B6n chup k6t qun TTHC;

- V[n b6n th6ng b6o yig iGng kf h6 tich 6ih co quan li6n quan (d6i vdi trudng ha'p phei th&rg b6o theo quy ttnh cta Lu6t H0 tch vi onc vIn

ban quy ttinh chi tii5tttri henh).

Ctr quan,
tlon vi

Budc
thrpc
hiQn

TGn bufc
thr;c hiQn

Trich
nhiQm thgc

hiQn

NQi dung c6ng viQc thgc hiQn Bi5u mf,u/k6t quf, Thtri gian

(nenv)

Ghi
chti

IIBNI)
cap

huyQn

Bufc I Ti6p nhAn
hO scr

B0 phan titip
nhfln vd tri
. i.
Ket qua

- Xem x6t, kii5m tra tinh hSP l9

cria hO so:

+ Trudng harp hg so chua.dAy
ctri: c6ng chrlc ti6p nhQn h0 so

hgong ddn de c6ng ddn b6 sung

hd so vd in Phi6u y€u cdu bO

sung, hoan thiQn hO so;

+ Trudng hqrp hO so kh6ng
dring qry d{,h, in Phi6u tu chOi

gi6i quyOt h6 so;

+ Trudrng hqrp hO so dAY chi,

hqp lQ: Tiep nhfln, qu6t (scan)

hti so vd nhQp th6ng tin ti6P

- Phi€u y6u cAu b6 sung, hoan
thiQn h6 scv (Mdu tii OZ ban hdnh

kDm theo Th6ng tu
tA OttZOtAtf-rPCP ngdY

23/t t/2018);

- Phi6u tu chdi tii5p nhan gi6i
quytit trO so (Mdu tA OS ban

hdnh kim theo Th6ng tu
tA O t tZO I Atff-VPCP ngaY

2s/r t/2018).

- Gi6y titip nhfn hti so vd hgn tri
k6t qui (Mdu tii Ot ban hdnh

kim theo Thdng tu
sii o t /zo t atr-r/PCP ngdy

Ngay
trong ngdy
ti6p nhan

h0 so;

trudrng
hgp rna,
hO so sau

15 gid md
kh6ng gi6i

quyCt

dagcngay
thi ffe kct
qui trong
ngiy ldm
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ltt,

l

nhan hO s0 veo PhAn m6m MQt
cria; in Gi6y titip nhan hd scv vd
tri k6t qu6; chuy6n hO so d6n
Phong Tu ph6p.

23/11/2018);

- HO so theo thri tuc hanh chinh
A 'Aoa cong Do.

Phdng
Tu phfp

Bur6,c 2 Xt b, hO so, bi,o ci,o Lenh dao UBND c5p huyQn

2.1 Ki€m ttd,
tham mrru
xri ly ho
SO

C6ng chric
lim c6ng t6c
h0 tich

- Ki€m tra hO so;

- Dg th6o vdn bin b6o c6o Lenh
d4o UBND cdp huyQn.

- Dg th6o bAn sao Trich lpc hQ

tich tuong img vdi loai viQc tl6
dAng ky.

- Trinh Lanh d4o Phdng xem
x6t, ph6 duyQt.

- Hd so dA ti6p nh6n;

- Dp th6o vdn ban brlo c6o (n€u
rd co sd phrip ly li6n quan; y
ki6n ele xu6t;;

- DU th6o ban sao Trich lpc hQ

tfch tuong img vo11o4i viQc dE

ddne ky (Bi€u mdu ban hdnh
theo Th6ng tu s6 04/2020/TT-
BTP cfia BQ Tu phdp):

LAnh dao
Phdng Tu
phdp

- Xem x6t, duyQt hO so;

- 86o c6o Ldnh clpo UBND c6p
huyQn.

- HO so ita di5p nhan;

- Vdn ban brlo c6o (n6u rO co so
ph?p ly 1i6n quan; !' ki0n dC

xudt);

- Dg th6o ban sao Trfch lpc hQ

tich tucrng img vdi loai viQc dd

deng ky.

2.2 Xem xdt,
b6o c6o
Lenh dao
UBND

i.
cap nuygn

viQc ti6p
theo

Bin sao Trfch lpc hQ tich dA

dugc lqy vd it6ng d6u
TJBND

A
cap

huyQn

Buritc 3 duyQt

wlt
quyCt
cl6ng

Ky
ttit
giili
vd
d6u

- Ldnh tl4o

UBND cdp

huyQn;

- Vdn thu.

- LAnh d4o IIBND c6p huyQn

lcy ban sao Trfch lpc hQ tfch.

- Van thu il6ng d6u vd chuy6n
ktit qui cho Phdng Tu ph6p.
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- SO c5p bin sao Trich luc h0

flch (Mdu SA ban hdnh kDm theo

Th6ng tu s6 04/2020/TT-BTP
cila B0 trudng BQ Tu phdP);

- Ban sao Trich luc h0 tich

- Ghi vdo 56 cdp bin sao Trich
luc h0 tich

- Chuy0n k6t qui cho B0 Phan
Titip nhfln vi Tri ktit qu6.

COng chrlc
ldm cdng tilc
h0 tich

Ghi vdo
SO trO tictr

Bur6'c 4Phdng
Tu phip

Ban sao Trich lUc h0 tichTri ktit qu6 cho c6ng ddnTrit
qua

ret B0
^.Lr lep

Phan
nhan

vd Trh
qua

tet

Bufc 5UBI\iD
A

cap
huyQn

Hd so duqc luu ffi t4i Phdng Tu phdp theo quy ttinh hiQn hdnl1 bao g6m:

- ftd so aa ti6p ntr4n theo TTHC ttd c6ng b6;

- Bdn chup ei6y ttr crta ngudi y€u cAu dtrng k, hO tich xu6t tdnh (<lo ngudi ti6p dr4n hd so thuc hign sao 
"_t 

oC d6_ty_, 
.h9 

* 9e9 t3y ai$

"i 
fma" j "Oi6, I ff,Ore h, .6 O+tZOZOlff-ntf ngay 28l5t2O2O cua B0 hudng B0 Tu ptr.4p Quy tlinh chi tiCt thi hdnh mOt so dreu ctia

fl,,ffi;,6;i;il'irir,f;.a'ii#orsn'rD-cp nsa; is th6ns I1 ntun 201s c,ia-ctrintr ptirl q,y ainr chi ti6t m0t s6 diEu ve bien ph6p thi

hanh Luflt h0 tich).

- V[n bin b6o c6o LSnh dao UBND c6p huyQn;

- Bin chsp ktit qui TTHC.

I
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