
UY BAN NHAN DAN
rixu rsAxs uoA

ceNG HoA xA ngl cnu xcnia vrpr NAM
DQc l$p - Tg'do - H4nh phric

s6: /Hbl /QD-UBND Khdnh Hod, nCdyd.6 thdng$ ndm 2023

QUYETEINH
V6 viQc ph6 duyQt Quy trinh nQi bQ gini quy6t ttrfr tgc hdrnh chinh linh vg,c

HQ tich thuQc th6m quydn giii quy6t cria SO Tu phdp, UBND c6p huyQn,

UBND c6p xi tr6n tlia birn tinh Khinh Hda

CHU TICH IIY BAN NHAN DAN TINH KHANH HOA

Cdn cil' Lwjt Tii chilrc chinh quyin dia phtnng ngay I 9/6/201 5 ;

Cdn c* Luit s*a diit, b6 sung m\t sd dtiu cua Luqt Tii chtbc Chinh philvd Luqt

Tii chilc chinh quyin diaphtnngngay 22/I l/2019;

Cdn c* NShi dinh sij OttZOtAtNO-CP ngay 23/4/2018 cila Ch{nh phi vi
thtrc hiQn co ch6 mgt c*a, mAt cta li€n thdng trong gidi quyilt thi tuc hdnh chinh;

Cdn c* Nghi dlnn sa t OZTZOZ I/NE-CP ngdy 06/12/2021 cia Chinh phil vi
-:. , :vi€c s*a dOi, b6 sung m6t s6 di€u cfia Nghi dinh s6 6I/2018/ND-CP ngdy

23/4/2018 cila Chinh phil vi thrc hiQn co chd mil c*a, mpt c*a hAn th6ng trong

gidi quydt tht) tuc hdnh chinh;

Cdn et Th6ng tr sii OttZOtgtf-YPCP ngay 23/1t/2018 cia Vdn phdng

Chinhphilhrdng ddn thi hdnh met sii quy dinh cila Nghi dinn sA OtlZOntUO-Cp

ngdy 23/4/2018 cila Chinh phil vi th$c hiQn co chd mil c*a, mQt c*a hAn th6ng

trong gidi quyA thil tuc hdnh chinh;

Theo di nghi cila Gidm diSc Sd Tt ptuip tqi Td tinh sii olsfifr-STP ngdy

3l thdng 5 ndm 2023.

QUYETD[NH:

Di6u r. PhO duyQt kdm theo Quy6t Ai*r nay Quy trinh nQi bQ gi6i quyi5t th,i

tpc hdnh chinh linh vgc HQ tlch thuQc thAm quy€n gi6i quy€t cta 36 Tu ph6p,

UBND c6p huyQn, LJBND c6p xd tr6n dla bdn tinh Khrinh Hoa dugc c6ng b5 t4i
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Quy6t dinh sO 1OOZqO-UBND ngdy O5lOSl2023 cria Chri tich Uy ban nh6n din

tinh Kh6nh Hda.

Ei6u 2. Quy6t dinh ndy c6 hiQu lsc thi hdnh kii tt ngiy kj vd b6i b6 c6c

Quy trinh nQi bQ gi6i quy6t tht tuc hdnh chinh t4i Quy6t dinh sO : l+eZqO-UeUO

ngdy 25llll2O20 cta Chri tich LIBND tinh Kh6nh Hda vA vi6c ph6 duyQt Quy

trinh nQi bQ gi6i quy6t thri tuc hdnh chinh linh vgc HQ tich thuQc thAm quy6n giAi

quy5t cria Sd Tu ph6p; quyi5t ainh sO :f ZelqO-UeND ngdy 18/1212020 cria Cht

tich LIBND tinh Kh6nh Hda v€ viQc ph6 duyQt Quy trinh nQi b6 gi6i quy5t tht tuc

hdnh chinh linh vgc H0 tich thu6c thAm quydn gi6i quy6t cira UBND cdp huypn;

Quy6t dinh sii ::zalqo-UeND ngdy l8l12l2)2} crla Cht tich UBND tinh Kh6nh

Hda vO viQc phd duyQt Quy trinh nQi bQ gi6i quytit thri tqc hanh chinh linh vgc HQ

tfch thugc thAm quyAn gi6i quyiit cria UBND c6p xd Quyi5t tlinh sO ZtOOlqO-

UBND ngity l0ll0/2022 vi vilc ban hdnh Quy trinh ti5p nh{n, gi6i quyiSt tht tsc

ding ky khai sinh, tle"g ky khai tri, <lnng ky t6t trOn tr.uc tuyiin thuQc thim quydn

gi6i quy5t cta UBND cAp huyQn, UBND c5p xd tr6n dia ban tinh Kh6nh Hda.

Di6u 3. Ch6nh Vdn phdng Uy ban nh6n dan tinh, Gi6m d6c Sd Tu ph6p;

Chri tich Uy ban nhAn d6n c6c huyQn, thi xd, thanh ph6; Cht tlch Uy ban nhan dan

c6c x6, phudmg, thi trin vd c6c t6 chr?c, cd nhdn c6 li6n quan chiu tr6ch nhiQm thi

hdnh Quyiit dlnh ndy./.

Noi nh$n:
- Nhu Di6u 3 (VBDT);
- C$c Ki6m soer TTHC (VPCP);
- Ban Phrip ch6 HEND tinh:
- C6ng TTDT tinh, C6ng TTDT CCHC tinh;
- Trung tim CNTT&DVHCCTT tinh;
- Trung tAm C6ng b6o;
- Luu: VT, PT, HL,DL.
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euy rRiNH Ner Be crar euvrr rHU rqc uAxu cniNn liNn ur. c He rICH
THUec rnAvr ewtx crAr ewfr cuA so nr pnAp, UBND cAr nuvpN,

UBND cAr xA rntx DIA BAN rir.ur xnANn noa
(Ban hdnh kdm theo Quydt dinh tii ,/rlSfUnUO ngdyl$thdng e ndm 2023 cila Chi tich UBND tinh Khdnh Hda)

A. THU TUC HANH cnixu rHLIc HrEN TAr co euAN euAx t f co so otl t rEu He rlcn ornx rt}
l. Tht tgc x6c nh$n th6ng tin hQ tich (Ma s6 TTttC: 2.002516). C6 02 quy trinh thUc hiQn

1.1. Tht tgc xic nh$n thdng tin hQ tich thuQc th6m quyAn giii quy6t crta SO Tu ph6p

- Ma sd quy hinh thri tqc hdnh chinh: 2.002516-01

- Thoi han giii quy6t: 03 ngdy. Truong hqp phni ki6m na, x6c minh thi thdi han co thC kdo ddi nhmg kh6ng quri 10 ngdy ldm viQc

Co
quan,
tlcrn v!

Budc
thgc
hiQn

TGn budc
thu. c hiQn

Trich
nhiQm thgc

hiQn
NQi dung c6ng viQc thgc hiQn Bi6u miu/ki6t qun

Thtri
gian

(ngdy)
Ghi chri

S& Tu
ph6p

Buritc I Ti6p nhfln
hd so

8.0 ph0n
ti€p nhfln vd
tri kOt qud
cta Sd Tu
phap.

a. NQp h6 so trtc fiAp:

- Xem x6t, kitim tra tinh hqp lQ cria ho
so:

+ Trudng hap hd so chua diy tfii: c6ng
chfc ti6p $0n nO. so huong ddn tl6
c6ng dAn b6 sung h6 so vir.in Phi6u y6u
cdu b6 sung, hoan thien hO so;

+ Trudng hqp hai so kh6ng thing.quy
tlinh: in Phi€u tu ch6i gi6i quy€t h6 so;

+ Trudng hgrp h6 so ttAy dri, .hSp te'
Ti6p nhfln vn nhfp th6ng tin ti6p nhfn
hd so vdo PhAn mAm MQt cua; in ci6y
titip nhf,n h6 so vd tri ktit qui cho ngudi
y6u c6u; thgc hiQn s6 h6a (sao chgp,

- Phi6u y€u cAu bi5 sung,
hoan thiQn h6 so (Mdu sii
02 ban hdnh kim theo
Th6ng tu sii Ot/2018/rr-
VPCP ngay 23/I 1/2018);

- Phiiiu tu ch6i tii5p nh4n
gini quytit hd so (Mdu sii
0i ban hdnh kim theo
Th6ng tu sii 1t/zlt8lrT-
VPCP ngay 23/I l/2018).

- Gi6y ti6p nh6n hd so vir
hgn tri k6t qui lUdu sii Ot
ban hdnh kim theo Th6ng
ttt s6 0l /2018/TT-
VPCP ngay 23/11/2018);

0,25
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thdnh tei liQu diQn tt trCn he
th6ng th6ng tin, co sd dt liQu)vd hy' s6
vdo tiri liQu, h6 so. Chuy6n h6 so d6n
Phdng chuy6n m6n cta Sd Tu phrlp.

b. NQp h6 so trqc nydn:

- Sau khi nhin duqc th6ng b5o c6 hd so
y6u cAu c6p x6c nhfn th6ng tin h0 tich
grii trOn C6ng dfch vs cdng, BQ phgn
ti€p nhfn vd ha k€t qui thgc hi€n tiOp
nhin, ki€m tra tinh chinh xric, <l6y ctt,
th6ng nh6t, hqp lQ cta h6 so:

+ Trudng hqp hd so chua dAy dt,.chua
hqp 19, B0 phfln ti€p nhfn vd trA kOt qui
grii th6ng b6o hu6ng d6n b6 sung, hodn
thiQn h6 so qua C6ng dlch 4 c6ng,
c6ng d6n c6 thO ki€m tra tinh tr4ng xri
ly hd so khi <tAng nhip.vdo C6ng djch
vg cdng. Trpng th6i h6 so.tr0n C6ng
dich vp c6ng ld "YCu cAu b6 sung gi6y
td".

+ Tnrong hqp h6 so bi tir ch6i, B0 phin
ti6p nhfn.vd tri k€t qui grii th6ng b6o
tu ch6i ti6p nhan hO so qua c6ng C6ng
dich vp c6ng, c6ng.ddn c6 thti kitim tra
tinh trang xt lj h6 so khi dang nh{p
vio C0ng.dfch vr1 c6ng. Trqng th6i h6
so tr€n C6ng dich w c6ng ld "Khdng
duqc ti6p nhQn".

+ Trudng fs" h6 so.dAy dt, hqp lQ,

tr4ng th6i h6 so tr6n C6ng dich vu c6ng
nhdn", "Y6u cAu thuc

chuy

ld "Duqc ti6

- H6 so theo tht tuc hdnh
chinh tld c6ng b6.
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hiQn nghia vU tni chinh". Phdn m€m sE

cAp mQt ME s6 h6 so truc tuyOn cho
ngudi y€u cdu.

- Hudng d6n ngudi y€u ciu c6p x6c
nhfn thOng tin h0 tich thanh totu phi
cdp xitc nhfn th6ng tin h0 tich: ThUc
hiQn thanh todn trgc tuyCn (COng dich

L.
vr; c6ng phii cung c6p chr?c ning thanh
to6n phi qua m6i truong m4ng).

- Ngay sau khi nhan dugc phi c6p x6c
nhfn th6ng tin h0 tich, BQ phfn tii5p

nhfn vd tri k6t qui ti6p nhfn h6 so, gui
th6ng b6o "Dang xri ly" vd ngiy hgn tri
k€t qu6 qua C6ng dich w c6ng, c6ng
dAn c6 the ki6m tra tinh trang xt ly h6
so khi it[ng nhAp vdo Cdng.dich w
c6ng. D6ng thdi, tr4ng th6i h6 so tr€n
C6ng dich vg c6ng li "Dang xi ly".
- Chuy6n hd so d6n Phdng chuy€n m6n
cta Sd Tu ph6p.

Butfc 2 Xft ly hd so, b6o c6o Liinh il4o Sfi 02

2.1 Ki6m tra, tham muu xri I hd so 1,5

Truong
hqp kh6ng
x6c minh

Cdng chuc
ldm c6ng t6c
h6 tich

+ThAm tra h6 so.

+Trudng hqp hO so cin b6 sung, hoan
thiQn ho{c kh6ng <hi iti0u kiQn giti
quy6t, phii tir ch6i thi grii th6ng b6o vC

tinh tr4ng h6 so.toi B0 ph0n ti€p nhfln
vi tr6 k€t quA dC th6ng b6o cho ngudi
nQp hd so (kdm vEn ban huong d6n,

- H6 so dA tiep nhan;

- Dg thio v[n bin b6o c5o
(n6u 16 co sd oh6o lf li6n
quan; kdt quri ki€m tra hO
so; y ki6n ad xu6t);

- Dg thdo VAn ban x6c nhfn
th6ng tin h0 tich (Bi6u mdu

I 5
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ban hdnh theo Th6ng tu
0|/2022/TT-BTP cia BQ

trrdng BQ Tt phdp).

SOndu 16 lf do, nQi dung

thuc hi€n lai budc 1.

+ Nilu h6 so diy elri, hqp lQ, dtng quy
clinh, th6ng tin trong Co sd dt tiQu h0
tich dien tr? vd thdng tin dd ngh! xric
nhan. le dring, trudng hqp ti.ip nhfln h6
so cAp xiic nhfn th6ng tin hQ tich theo
hinh thtc tryc ti€p, thi c6ng chric ldm
c6ng tric h0 tich in dp thdo Vdn bd,n xiic
nh{n th6ng tin h$ tich, trinh Ldnh dao
phdng xem x6t, ph6 duyQt.

Trutmg hqp tiep nhan h6 so xin c6p xiic
nhin th6ng tin hQ tich theo hinh thric tr.uc

:^
tuydn, c6ng chric lim c6ng tric h0 tich
grii lai bi6u m6u Xr6'c nhQn th6ng tin hQ

tich diQn tu voi th6ng tin tl6y dt cho

nguoi y€u cAu qua ttru di€n tu hoic thi6t
bi sii.
Ngudi y6u cdu c6 triich nhiQm kiiSm tra
tinh chinh xric, cliy etri cria c6c th6ng tin
tr6n bi6u miu X6c nhfn th6ng tin h6
tich diQn tu vh x6c nhfln (t6i da mQt

ncav).
,,,( ^ ;
N€u ngudi c6 y6u c6u x6c nhfn th6ng
tin dE thiing nfr6t, aAy dri ho{c kh6ng
c6 phin h6i sau thdi han y6u c6u thi
c6ng chric ldm cdng tdc h0 tich in VAn

ban xic nhfln th6ng tin h0 tich, trinh
L6nh d4o phdng xem x6t, ph6 duy-61.

sung...) -
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Trudng
hqp phii
ki€m tra,
xiic minh

C6ng chr?c

lim c6ng t6c
h0 tich;

LAnh dAo
Phong
chuy€n mOn;

Lanh d4o
Sd;

Vdn thu

Cdng chric
lirm c6ng t6c
h0 tich

- Cdng chric ldm c6ng t6c hQ tich:

+ThAm tra hd so.

+Trudng hqp h6 so cAn b6 sung, hodn
thi-On hoac khdng tlt di€u kiQn gi6i
quyi5t, pnai tir ctu5i ttri grii thOng brio vd
tinh tr4ng hd soloi B0 phdn ti6p nhfln
vd tr6 k€t qui d0 thdng b6o cho nggoi
nQp hd so (kdm vin ban hu6ng d6n,
n6u 16 ly do, nQi dung b6 sung...) -
thpc hiQn l4i bu6c l.
+ DU th6o Vln bin x6c minh, Phi6u xin
l5i vd hgn l4i ngdy tra k6t (ntiu c6).
Trinh Lanh <l4o phdng xem xdt, ph6
duyQt.

- LZnh tl4o Phdng chuy€n m6n: xem
xdt dU thAo vln ban x6c minh.

- LEnh il4o Sd: Kli vin b6n x6c minh,
chuy€n vdn thu tl6ng ddu.

- Vdn thu: tl6ng d6u gui c6c co quan,
clon vi li€n quan.

- Hd so il6 ti6p nhfn;
- Vdn bin x6c minh.

01 Dung tinh
chd k6t
qud xiic
minh

(kh6ng

we7
ngdy ldm

viQc)

+T6ng hqp k6t qui x6c minh.
+ NCu th6y hd so tl6y itt, hqp l€, <l[ng
quy dinh, th6ng tin trong Co s& dtr liQu
hQ tich diQn hr vd thdng tin dd nghi x6c
nhan. le dtng, trudng hqp ti(5p nhan h6
so cdp xiic nh{n th6ng tin hQ tlch theo
hinh thric tru. c ti€p, thi cdng chric lim
c6ng t6c hQ tich in du thio Vdn bin x6c
nhfn th6ng tin hd tich, trinh Lanh d4o
phdng xem x6t, ph6 duyQt.

- Hti so da tiilp nh{n;

- Vdn bin x6c minh;

- D1r thio vdn bin b6o c6o
(nOu 16 co sd ph6p ly li€n
quan;k6t quri ki6m tra, x6rc

minh h6 so; I ki€n d€
xu6t);

- DU ftno Van ban xic nhan
th6ng tin h6 tich(Bidu mdu

0,5
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nhfln th6ng tin hQ tich theo hinh thr?c truc
l^

tuy6n, c6ng chr?c llun c6ng tac hQ tlch
grii lai bir3u miu Xrlc nhfn th6ng tin hQ

tlch di€n hr voi thdng tin dAy dri cho

nguoi y6u cAu qua thu diQn tu ho{c thi6t
b! so.

Ngudi y€u ciu c6 trrich nhi€m kitim tra
tinh chinh x6c, tliy dri cta cdc th6ng tin
tr6n biilu m5u Xiic nhan th6ng tin h0

tich diQn tt vd xiic nhan (t(5i da mQt

ngdv).
N6u ngudi c6 y6u ciu x6c nhfn th6ng
tin tl6 th6ng nhdt, ddy <It ho[c khdng
c6 phin h6i sau thdi h4n y€u c6u thi
cdng chric ldm c6ng t6c h0 tich in Ven
ban xdc nh{n th6ng tin h0 tich, trinh

Truong hqp ti xacnhan so x.m c

LAnh d et.hdn xem x6t, h€ du

ban hdnh theo Th6ng ttr s6
01/2022/TT-BTP cia 86
trudng BQ Ttr phdp).

)', Xti ly ho
so, b6o c6o
Lanh dao
Sd

Lanh d?o
Phdng
chuy6n m6n

quy6t ve trinh L6nh d4o Sd.

gidiXem xet, b6o c6o x tyki H6 so do c6ng chr?c ldm
c6ng t6c .h0 tictr trinh vd
b6o c6o tl6 xudt y ki6n gidi
quy€t.

0,5

Burlc 3 Ky duyQt
kdt qud gi6i
quy6t . vd
d6ng ddu

- Ldnh dao
Sd Tu phrip;

- Vin thu.

- Ldnh tl4o Sd Tu ph6p h.i Van ban x6c
nhan th6ng tin h0 tich;

- Vin thu tl6ng d6u vd chuy6n k6t qui
cho Phdng chuyCn m6n.

VIn ban x6c nhfln thdng tin
h0 tich

0 5

Burfc 4 Ltru h6 so C6ng chrirc
ldm c6ng t6c
h0 rich

Ltru h6. so vi chuy6n ktit qud cho BQ
phfn ti6p nhdn vd trA k€t qui.

Vdn b6n xdc nhfln thdng tin
h0 rich

0,25
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Bufc 5 Tri k6t qui B0. phin
Ti€p nhfn vir
Tri k6t qui.

Tri k6t qui cho c6ng ddn Van ban xic nhfn th6ng tin
h0 tich

0

Hd so dugc luu trft t4i Sd Tu ph6p theo quy ttinh hiQn hanh, bao g6m:

- Hd so da ti6p nhfn theo TTHC dE c6ng b5;

- BAn chup gi6y td cta ngudi y6u cAu ddng ky h0 tich xu6t trinh (do ngudi tirSp nhfn h6 so thuc hiQn sao chup di5 luu hd so theo quy dinh
tai khoin 3 Di€u 3 Th6ng tu sd OqtZOZOfif-BTP ngdy 28l5l2O2O cria B6 truOng BQ Tu ph6p Quy dinh chi ti6t thi hanh mQt s6 diAu cta
Luit hQ tich vi Ngh! tlinh sO 123/2015/ND-CP ngiy 15 thring 11 ndm 2015 cta Chinh pht quy dinh chi titit mQt s6 dieu ve biQn phdp thi
hanh Lu{t hO tich). Truong hqp c6c th6ng tin trong c6c gi6y td ndy tl6 c6 trong Co sd dtr li6u qudc gia ve dan cu (CSDLQGVDC), Co sd
dt li-6u h0 tich dien tu (CSDLHTDT), dugc hQ th6ng di€n t.u tlQng thi kh6ng ph6i xu6t trinh (theo hinh thric tauc tiiip) ho4c tii l€n (theo

hinh thric tryc tuyiin).

- Vdn ban, gi6y td, tdi liQu x6c minh (d6i voi trudng hqp c6 x6c minh);

- Ven ban b6o ciio Ldnh dao Sd Tu ph6p;

- Ban chtry ket qua ttHC;

1.2. Tht tgc x6c nhfn th6ng tin hQ tich thuQc th6m quydn giii quySt cta Phdng Tu phrip

- Ma s6 quy trinh thri tqc hdnh chinh:2.002516-02

- Thoi hpn gini quy6t: 03 ngdy. Trudng hqp phAi kiCm ta, xic minh thi thoi h4n c6 th6 keo dai nhtmg khdng quri 10 ngdy ldm vi6c.

Bnfc
thgc
hiQn

Co
quan,
tlon vi

TOn bu&c
thgc hiQn

Tr6ch
nhiQm

thgc hiQn
NQi dung c6ng viQc thgc hiQn Bi6u miu/k6t qui

Thli
gian

(ngiy)
Ghi chri

Phdng
Tu

phip

Bu6c I Tii5p nhQn

h6 so
B0 phan
ti€p nhan
ve tre ket
que cria
IIBND cdp
huyQn

a. N|p hd so trnc tidp:

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

+ Trudmg hq/p h6 so chua <l6y ihi: c6ng
chuc ti6p nh{n h6 so hucmg ddn <16 cdng

- Phi6u y€u cdu bd sung,
hoan thiQn hd so (Mdu sii
02 ban hdnh kim theo
Th6ng ttr s6 01/2018/TT-
VPCP ngdy 2j/11/2018);

0,25
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gidi quy6t hd so (Mdu s6

03 ban hdnh kim theo
Th6ng tu s6 01/2018/TT-
VPCP ngdy 23/11/20l,8).

- ci6y tii5p nhfn hd so vi
hen tri k6t qui (Mdu s6
01 ban hdnh kim theo
Th6ng u sd 0t/20t8/TT-
VPCP ngay 23/11/2018);
- Hd so theo tht tuc hanh
chinh <16 c6ng b6.

- Phi€u tt ch iti p nhAnddn b6 sung hd sovd in Phi0u y€u cAu b

sung, hoan thiQn hd so;

+ Trulng hqp ht! scr kh6ng dring quy dfnh:
in Phi6u tu chdi giai quy6t hd so;
+ Trudng hqp hd so ddy.dt, hqp lQ: Ti6p
nhfn vddfp th6ng tin tiEpnhfn h6 so vdo
Phdn m6m Mdt cta; in Gi6y ti6p nhfln h6. ..,(
so va tra k6t qui cho ngudi ydu cdu; thuc
hiQn s6 h6a (sao chpp, chuy6n thanh tdi
lieu <tien tt tren he th6ng th6ng tin, co s0
dr fiQu) vd lcj. sd vdo tdi liQu, h6 so.
Chuy6n h6 so d€n Phdng Tu ph6p.

b. N)p hi so trqtc tuyAn:

- Sau.khi.nhfln ctugc th6ng b6o c6 hd so
yOu cAu cdp x6c nhfn thdng tin h0 tich gti
trOn C6ng dich vr'l cdng, B.Q phfn ti6p nhQn

vd tri k6t qui tfuc hiQn ti6p nhan,.ki6m tra
tinh chinh x6c, ddy <Iri, th6ng nhdt, hqp lQ

cta h6 so:

+ Trudng hqp hO so chua dAy dri,.chua
hqp lQ, B0 phfn ti6p nhfln vd tri k6t qu6
grii thdng b6o hudng ddn b6 sung, hoan
thiQn h6 s.o gua C6ng dlch u.r cdng, c6ng
ddn c6 the ki€m tra tinh trang xt lj h6 so
khi deng nhfp vio C6ng dfch vs c6ng.
Tr4ng thrii h6.so tr€n C6ng dich vg c6ng
ld "Y€u cdu b6 sung gidy td".
+ Trudng hqp h6 so bi tu ch6i, B0 ph0n
ti€p nh{n vd trd k6t qun gtj thdng b6o tu
chOi ti6p nhan hO so qua c6ng C6ng dich

dAn c6 th6 ki6m tra tinhconvuc
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trang xri lf hti so khi dang nh6p vio COng

dich vu c6ng. Tr4ng thrii h6 so tr6n C6ng
dich q cdng ld "Kh6ng dugc ti6p nhfn".
+ Truong hqp h6 so dey dri, hqp 10, trang
th6i hO so tr6n C6ng dich. 4r c6ng ld
"Dugc ti€p nhdn", "Y€u cdu thyc hiQn

nghia.vp tdi chinh". Phdn m6m sE cdp mQt

Md s6 h6 so tr.uc tuyen cho ngudi y6u c6u.

- Huong d6n nguoi y6u ciu c6p x6c nhfln
th6ng tin hO tich thanh torin phi c6p x6c
nhQn th6ng tin h0 tich: ThUc hiOn thanh
toiin tr.uc tuyiin (COng dich vu c6ng phii
cung cdp chric nlng thanh toan phi qua
m6i trudng m4ng).

- Ngay sau khi nhfln dugc phi c6p x6c
nhfn th6ng tin hQ tich, BQphQ,r titip nhin
vd trd k€t qua tiCp nhan h6 so, gui thdng
b6o "?ang xt lf" vd ngdy hgn trd k6t qui
qua C6ng dich vU c6ng, cdng ddn c6 th€
ki6m tra thl t a"g xri lj hd so khi cldng
nh0p vio C6ng dfch vg c6ng. D6ng thdi,
tr4ng th6i h6 ss tr6n C6ng dich vU c6ng ld
"Dang xri ly".
- Chuyiin hd so di5n Phdng Tu phrip.

Burlc 2 Xft l), hO so, b6o c6o Lanh d4o Phdng Tu phrip 1 5

Trutmg
hqp kh6ng
x6c minh

C6ng chuc
lim cdng
t6c h0 tich

+ThAm tra h6 so.

+Truong hqrp hO so cin b6 sung, hodn
thiQn hoic kh6ng <fti di6u kiQn gidi quyOt,

- H6 so <ta tiiip nh{n;
- DU th6o vdn ban b6o
c6o (n6u 16 co sd ph6p g

I 5
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i thi gti th6ng beo vC tinh trAng
hti so t6i BO phdn ti6p nhan vd tri k6t qui
dC thdng b6o cho nguoi nQp h6 so (kdm
van ban huong d6n, n6u 16 ly do, nQi dung
b6 sung. . . ) - thgc hiQn lai budc 1.

+Ntiu th6y h6 so d6y dri, hqp lp, dtng quy
dlnh, th6ng tin trong Co s& dt liQu h0 tich
ttiQn tri vd th6ng tin dC nghi .x6c nhfn ld
tlung, truong hqp ti€p nhan hO so cdp x6c
nhfn th6ng tin hQ tich theo hinh thtc tryc
ti€p, thi c6ng chric ldm cdng tric hQ tich in
d1r th6o VAn ban x6c nhAn th6ng tin hQ

tich, trinh LZnh d4o phdng xem xdt, ph€
duyQt.

Trudng hqp ti6p nhan hO so xin c6p x6c
nhfln th6ng tin hQ tich theo hinh thric tryc
hry6n,. cdng chr?c ldm c6ng tiic h6 tlch grii
l4i bi6u m6u X6c nhdn th6ng tin hQ tlch
tliQn hr voi th6ng tin tl6y dt cho nguoi y6u
c6u qua thu cliQn tlr hofc ftiet bi s6.

Ngudi y€u cAu c6 triich nhiQm kiiim tra
tinh chinh 16c, rliy thi cria c6c th6ng tin
tr6n bi6u mdu X6c nh{n th6ng tin hO tich
<Ii€n tri vi x6c nh{n (t6i <ta mQt ngdy).
-,; i ,
N€u ngudi c6 y€u c6u x6c nhfn thdng tin
tla thdng nh6t, dAy tilitro[c khdng c6 phin
h6i sau thdi h4n y€u c6u thi c6ng chr?c lim
c6ng t6c hO tich in Vin ban x6c nhfn th6ng
tin h0 tich, trinh Ldnh il4o phdng xem x6t,
ph6 duyQt.

phdi tt ch li6n quan; k€t qud ki6m
tra h6 so; ! ki6n <16 xu6t);

- DU thio Vdn bin xdc
nhdn th6ng tin hd tich
(BiAu mdu ban hdnh theo

Thdng tu sii o1/2022/TT-
BTP cia BO trudng BO
Ttt phtip)-
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+ Trinh LEnh d4o Phong Tuph6p xem xdt,
ph6 duyQt.

Trudng
hqp c6n
phdi ki6m
tra, x6c
minh

C6ng chric
lam cdng
t6c h0 tich;
LAnh dao
Phong Tu
phrip;

Vdn thu

- C6ng chuc ldm c6ng tric hQ tich:
+ThAm tra hd so.

+Trudng hq,p h6 so cdn b6 sung, hodn
thiQn ho{c. kh6ng tfti <li€u kiQn giii quy6t,
phii tt chdi thi grii th6ng b6o v€ tinh trqng
h6 so tdi B0 phin ti6p nhin vd tri k6t qud
aC tn6ng b6o cho nguoi nQp h6 so (kdm
vin ban hu6ng din, n6u rd lj do, n$i dung
b6 sung. . . ) - thUc hiQn lai budc I .
+ DU thao Vin bdn x6c minh; dg thio
Phi6u xin l6i vd hgn l4i ngdy tra k6t (n6u
c6). Trinh LEnh dqo phdng Tu ph6p xem
x6t, ph6 duyQt.

- Lanh d4o Phdng Tu ph6p: Kj,vin bAn
x6c minh chuy€n vdn thu tl6ng ddu;

- Vin thu: D6ng d6u gui c6c co quan, don
vi li6n quan.

- H6 so de ti6p nh{n;
- Vin ban xiic minh.

01 Dung
tinh cho
ttit qua
x6c minh
(khdng
quA 7

ngdy ldm
viQc)

Cdng chric
lam cdng
t6c hQ tich

+ T6ng hqrp k6t qui x6c minh;
+Ni5u th6y h6 so rtAy dt, hqp lQ, tfiing quy
dinh, th6ng tin trong Co sd dt li€u h0 tich
diQn tu vi th6ng tin tl6 nghi x6c nl,en U
thing, truong hqp ti€p nhan hO so cdp x6c
nhfn th6ng tin h0 tich theo hinh thric tryc
ti€p, thi c6ng chric lim c6ng tdc hd tich in
dU thio Van ban x6c nhin th6ng tin hQ

tich, trinh Ldnh ilao phdng xem xdt, ph6
duyQt.

- Hd so da tiiSp nh{n;
- VAn ban xdc minh;
- D1r thdo vin bin b6o
c6o (n6u 16 co sd ph6p lf
li€n quan; k6t qui ki6m
tra, x6c minh h6 sq y
ki€n tl€ xu6t);
- DU thio Vhn bdn xric
nhfn thQng tin hQ tich
(Bi€u mdu ban hdnh theo
Th6ng tr s6 01/2022/TT-

0 5
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Truong hqp ti€p nh{n hd so xin c6p x6c

nhin thdng tin h0 tich theo hinh tttfc t4rc
tuy6n,. c6ng- chuc lim c6ng t.lc h0 tich grii
lai bi€u mAu X6c nhfn th6ng tin h0 tich
tliQn tt vcri thdng tin ddy dt cho r.rguoi y6u
cdu qua thu diQn nr hoflc thi6t bf s6.

Ngudi y€u cAu c6 triich nhiQm ki6m tra
tinh chinh xitc, diry tlt cta cric thdng tin
trOn bi6u miu X6c nhfln thdng tin hO tich

di0n hr vd x6c nhfn (ttii tta mOt ngdy).
--: ^ iN€u nguoi c6 y6u c6u x5c nhfn th6ng tin
da th6ng nh6t, dAy dri ho{c kh6ng c6 phin
h6i sau thdi hqn ydu cAu thi c6ng chric lirm
cdng t6c h0 tlch in Vdn ban x6c nhin th6ng
tin h0 tich, trinh Ldnh d4o phdng xem x6t,
ph€ duyQt.

BTP cia B0 trtdng B0
Tu phdp).

Buric 3 K)t duYet
k6t quA giii
quy6t vd
tl6ng ddu

- Ldnh dao
Phdng Tu
ph6p;
- Vin thu.

- Linh tlao Phdng Tu phrip ky Vin ban x6c
nhfn th6ng tin hQ tich;
- Vdn thu d6ng d5u vd chuy6n k6t qui cho
chfc lim c6ng tiic hQ tich.

Ven ban x6c nhQn th6ng
tin h6 tich

01

Bufc 4 Luu h6 so C6ng chric
ldm c6ng
tric hQ tich

Lrru hd so vi chuy6n k6t quA cho BQ phan
ti6p nhfn vd tr6 k6t qui.

Van ban xric nhdn th6ng
tin h0 tich

0,2s

Buric 5 Tri k6t qui B0. ph0n
Ti6p nhQn
vd TrA k€t
qua.

Trd k6t qui cho c6ng din VAn ban xdc nhfln th6ng
tin hQ tich

0

H6 so duoc lrru trt tai Phdng Tu ph6p theo quy <Iinh hiQn hhnh, bao g6m:

- H6 so ild fi6p nhan theo TTHC dd cOng b6;
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2. Thfr tgc c6p bin sao trich lUc hQ t!ch: (Ma s6 TTHC: 2.000635). C6 03 quy trinh thuc hiQn

2.1. Tht tgc cdp b6n sao trich lgc hQ tich thuQc thAm quydn gi6i quy6t cria SO Tu phdp

- Me s6 quy trinh thi tuc hdnh chinh: 2.000635-01

- Thdi han giii quy6t: Ngay trong ngay titip nhfln hd so; trudng hgp nhan hO so sau 15 gid md kh6ng gini quyiit dugc ngay thi tra k6t
qui trong ngiy lim vi6c ti€p theo.

Ban ch' td ua guol eu ca d6ng ky ha ti h t trinh (d ngudi ti nhan h th h 9n ch I h so theo quy ilinh
m6J sO ili6u cta

up E c n v u c x o so Bc I sao up tru
otai kh an 3 D 5 Tho tu 04 l''t 020/TI BTP 28l5 l2020 B tru&n B T h6 a dinh hi tlCt th hanho I n(, s n ay cua a c I u p p uv c I

Luflt hQ tich vd Nghi dinh s6 123I20I5AID-CP ngdy 15 thring l l n6m 2015 cta Chinh pht quy dfnh chi.titlt mQt sO di6u vd biQn ph6p thi
hdnh Luft h0 tich). Trudmg hqp c6c th6ng tin trong cric. gi6y td ndy dd c6 trong Co sd dt liQu qu6c gia v€ d6n cu (CSDLQGVDC), Co sd
dtr li€u h0 tich di€n trl (CSDLHTDT), dugc h€ th6ng di6n t.u dQng thi kh6ng ph6i xu6t trinh (theo hinh thuc tr.uc ti€p) hoic tii l6n (theo hinh
thfc tr.uc tuy6n).

- VEn bin, gi6y td, tii liQu xdc minh (it6i vdi trudng hqp c6 x6c minh);

- Vdn bin biio c6o Ldnh d4o Phdng Tu ph6p;

- Ban chgp k6t qud TTHC;

Co quan,
tlon vi

Buritc
thgc
hiQn

TGn bmitc
thu. c hiQn

Trich nhiQm
thuc hi6n

NQi dung c6ng viQc thgc hiQn Bi6u mdu/k6t qui Thtri gian

(ngny)
Ghi
chri

Sfr Tu
ph6p

Bufc 1 Tirlp nhfn
h6 so

BQ phQn tii5p
nhfn vd trd k€t
qui cria Sd
Tu phdp.

a. Ngp hi so trqc tidp:
- Xem x6t, kiiSm tra tinh hqp lQ cria
no so:

+ Trudng hqp hO so chua dAy dt:
c6ng chric tiCp nlfn h6 so hudng
ddnd6 c6ng ddn bO sung hO so vi in
Phi6u y6u c6u bd sung, horin thiQn
h0 so;
+ Trudng hgp hd so kh6ng ihing quy
dinh: in Phi6u tu ch6i gi6i quy€t h6
so;

Th6ng fir s6 01/2018/TT-
VPCP ngay 2j/11/20i,8);
- Phitlu tri ch6i titip nhdn
gi6i quyiit h6 so (Mdu sii
03 ban hdnh kim theo
Th6ng tu sii 01/2019/T'f-
VPCP ngdy 23/I I/2018).

- Phi6u y€u cAu b6 sung,
hodn thi€n h6 so (Mdu s6
02 ban hdnh kAm theo

Ngay trong
ngay . ti€p
nhdn hd so;
truong .hqp
nhfln h6 so
sau l5 gid
mi kh6ng
gini quy€t
duoc nsav
thi tri k€t
qua trong
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Ti€p nhfln vd nhflp th6ng tin ti6p
nhfn h6 so vdo PhAn m6m Mdt cta;
in Gi6y ti6p nhf,n hd so vir tr6 k6t qud

cho nguoi ydu c6u; thgc hiQn s6 h6a

(sao chpp, chuydn thanh tdi li€u diOn

tu tren hQ th6ng th6ng tin, co sd dtr
liQu) vd kj s6 vdo tdi liQu, h6 so.
Chuy€n hd so cl€n Phdng chuy€n
m6n.

):
b. Nop ho so fftrc luyen:

- Sau khi.nhil dugc th6ng brio c6 hd
so y6u cAu cdp.ban sao trich luc h0
tlch gti.tr6n C6ng dich vu c6ng, B0
ph{n ti€p nh6n vi. tri k6t qui thgc
hiQn ti€p nhfln,.ki€m tra tinh chinh
x6c, il6y tili, th6ng nhdt, hqp lQ cta
h6 so:

+ Trudng hqp hO so chua day dri,
chua.hqp lQ, B0 phfln ti6p nhfn vd
tri kOt qud grii th6ng b6o hudng dAn

b6 sung, hoan thiQn hd so qua C6ng
dich vu c6ng, c6ng AAn c6 thri kitim
tra tinh tr4ng xri lli hd so khi ddng
nhfp vdo C6ng djch vu c6ng. Trang
thrii h6 so tr€n C6ng dich vg c6ng ld
"Y6u cdu bd sung gi6y td".
+ Trudng hqp hO so bi tt ch6i, BO
phfn ti6p nhan yd tr6 k6t qui.grii
th6ng b6o tt ch6i ti€p nh{n hd so

+ Trucrng hqp h SO dri, hqp lQ:

ua co C6 d ch vu

- GiAy ti6p nhfn h6 so vd
hpn tri k6t qud (Mdu s6
0l ban hdnh kim theo
Th6ng ttr sii 01/2018/TT-
YPCP ngdy 23/11/2018);

- H6 so theo tht tuc henh
chinh dd c6ng bi5.

ldm
tiilp

ngay
vi6c
theo
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tra tinh tr4ng xt ly
hd so khi dAng nh|p vdo Ci5ng d-ich

vu cdng. Tr4ng th6i hd so tr6n C6ng
dich vu cdng ld "Kh6ng dugc ti6p
nhfln".
+ Trutmg hqp hd so dAy dri, hqp lQ,

tr4ng th6i hd so tr€n C6ng dich vU
c6ng lir "Duo. c ti6p nhfln", "YEu cAu

thgc hiQn nghia vU tdi chinh". Phan
mdm sE c6p mQt M6 s6 h6 so t4rc
tuy€n cho nguoi yOu cdu.

- Huong din nguoi y6u ciu c6p ban
sao trich luc h0 tich thanh to6n phi
c6p bnn sao trich hrc hQ tich: ThUc
hiQn thanh to6n tr.uc tuydn (C6ng
dich 4r c6ng phii cung cdp chric
ndng thanh torin phi qua m6i tnrdng
mang).

- Ngay sau khi nhan dugc phi c6p
bin sao trich luc h0 tich, B0 phfln
ti6p nhfn vi tri ki6t quA tirip nhan ho
so, gti th6ng b6o "Dang xi lf" vi
ngiry hen tri k€t qui qua C6ng dich
vu cdng, c6ng d6n c6 th6 ki6m tra
tinh trans xri lV h6 so khi dang nhfp
vio C6ng di,ch q c6ng. D6ng thdi,
tr4ng th6i h6 so tr6n Cdng dich vU
c6ng ld "Dang xu lf".
- Chuy6n hd so dtin Phdng chuy6n
m6n.

ddn c6 th ki
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- H6 so dd ti6p nhan;

- Vdn bAn, gi6y td, tni
liQu x6c minh (n€u c6);
- Du thio vin bdn biio
c6o (neu 16 co sd phrip lli
li€n quan; k6t qui ki6m
tra. x6c minh h6 so: V

ki6n d6 xu6t);

- DU thdo btur sao Trich
lpc hQ tich tuong img vdi
lo4i. viQ_c dA dang kj
(B.iAu mdu theo Th6ng tt
s6 04/2020/TT-BTP cila
BQ truong BQ Tu phdp).

- Cdng chuc
ldm c6ng t6c
h0 tich;
- LEnh el?o

Phong chuy€n
m6n

- Cdng chric ldm cdng tric h0 tich:

+ I ham tra lro s(y.

+Trudng hqp ho so cdn b6 sung,
hodn thi€n ho6c kh6ng dtr di€u kiQn
gidi quyot, phii tt chdi thi grii th6ng
brio vd tinh trang h6 so toi B0 phan
ti€p nhQn vd trd k6t qui tl6 th6ng b6o
cho ngudi n$p hd so (kdm vIn brim

huong ddn, n6u r0ly do, nQidung b6
sung. . .) - thgc hiQn l4i budc 1.

+Trudmg hqp cdn phii kii3m tra, xiic
minh: Dg thio vdn bd,n xric minh; dU
thio Phi6u xin l5i vd hgn 14i ngdy tri
.i, i
ket (neu co.).

+N6u th6y h6 so dAy d0, hqp lC, dunC
qlry dlnh, truong hqp ti6p nhin hO so

cip ban sao Trich luc hQ tich theo
hinh thuc truc ti6p, in DU thdo bdn
sao Trich luc h6 tich tucrng img v6i
loai vi€c da d5ng lo.i, trinh LEnh tlao
Phdng xem xdt, ph6 duyQt.

Trudmg hgp ti6p nhan hO so xin c6p
b6n sao Trich luc h0 tich theo hinh
thric tr.uc tuy6n, c6ng chuc ldm cdng
tic hQ tich gui l4i nQi dung bi6u mdu
Trich luc h6 tich diQn tu tuong img
voi th6ng tin dAy dri cho nguoi.y6u cdu

qua thu <liQn tu hoflc thi6t bf s6.

Ngudi y6u ciu c6 tr6ch nhi€m ki6m
tra tinh chinh xdc, ddy dri cta c6c

tin tr6n bi6u m6u Trich Ith0n h0

Xt ly ho
so, b6o c6o
Lenh dao

Burfc 2S& Tu
phip
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tich tliQn tu vd xiic nh0n (t6i <la mOt

ncev).

NiSu ngudi c6 y6u c6p b6n saoTrich
luc h0 tich da th6ng.nhat, tl6y tlt
ho4c kh6ng c6 phin h6i sau thdi hqn
y6u cdu thi c6ng chuc ldm c6ng t6c
h0 tich in bin sao Trich luc h0 tich,
trinh Lanh d4o Phdng xem x6t, ph6

duyQt.

- Linh tl4o Phdng b6o ciio, trinh
Linh tlao S0.

S&Tu
ph6p

Burfc 3 K)' duYQt

k6t qud giii
quy6t . vd
d6ng d6u

- Ldnh dao Sd
Tu ph6p;

- Vdn thu.

- Lanh dpo Sd Tu ph6p: Ky b6n sao

Trich lpc h0 tich.

- Vtrn thu d6ng d6u vd chuyiSn ki5t

qui cho Phong chuy6n m6n.

- H6 so do LEnh tlao
Phdng chuy€n m6n
trinh;

- Bin sao Trich lqc hQ

tich.

S& Tu
phnp

Bufc 4 Vdo SO c6p
bin sao

C6ng chuc
lim c6ng t6c
h0 tlch

- Ghi vio S6.c6p ban sao Trich lqc
h0 t!ch, luu h6 so.

- Luu h6 so vd chuytin k6t qui cho
B0 phdn Ti6p nhin vi Tri k6t qut.

- 56 c6p b6n sao Trich lgc
h0 tlch (BiAu mdu ban
hdnh theo Th1ng tu sd
04/2020/TT-BTP cia B0
trudng BQ Tu phdp).

- Bdn sao Trich lqc hQ

tfch.

Sfr Tu
phdp

Budc 5 T16 k6t qui BQ phfn ti6p
nhdn vd tri k€t
que

Tri k6t qui cho c6ng d6n B6,n sao Trich lqc hQ tlch

H6 so dusc lrru trft tai Sd Tu ph6p theo quy <linh hiQn hdnh, bao g6m:

- Hd so <ta tii5p nhfln theo TTHC dE cdng bii;
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2.2. Tht tgc cAp bin sao trich lgc hQ tich thuQc thim quydn gini quy6t crira UBND c6p huyQn

- Ma s6 quy trinh thu tuc hanh chinh: 2.000635-02

- Thoi han giii quyi5t: Ngay trong ngay tiiip nhAn h6 so; truong hqp nh+n hd so sau 15 gid ma kh6ng giii qry6t duoc ngay thi tra k6t
qui trong ngdy lirm viQc ti6p theo.

- Bdn chqp gi6y td cta ngudi yCu u <Iang ky hQ tlch xudt trinh (do ngudi tiCp nhan h so thgc hiQn sao chup luu h so theo quy dinh tai
khoan 3 Di6u 3 Th6ng tu sd 04120201TT-BTP ngdy 2815/2020 cta BQ tru&ng BQ Tu ph6p Quy dlnh chi ti6t thi hdnh mQt s6 diCu cta Luflt hQ

tich vi Nghi dinh s6 123I20I5AID-CP ngdy 1l thring I I nim 2015 cta Chinh pht qliy dinh.chi ti6t mot s6 didu vd biQn ph6p thi hdnh Lui,t
hQ tich). Trudng hqp c6c thOng tin.trong.ciic gi6y td nny dd c6 trong Co sd df li€u qu6c gia vd ddncu (CSDLQGVDC), Co sd dr [0u h0 tich

dign fu (CSDLHTDT), dugc hd th6ng di6n t.u tlQng thi khdng ph6i xu6t trinh (theo hinh thuc tr.uc ti6p) hoac tii l€n (theo hinh thuc tryc tuy6n).

- Ban chsp k6t quA TTHC.

TGn buric
thgc hiQn

T16ch
nhiQm thrJc

hiQn
Bi6u miu/k6t qui

Thcri gian

(ngnv)
Ghi
chri

Buric 1

Ctr quan,
tlon vi

Buric
thgc
hiQn

Ti6p nhfn
h6 so

B0 ph6n

tiiip nhfln vd
trA ki5t qui
cta UBND
cap nuy9n.

a. NQp hi so trqc tidp;

- Xem x6t, kii5m tra tinh hqp lQ cria hd
so:

+ Trudng hq/p hO so chua dAy elt: c6ng
chr?c ti€p $4n hO. so hu0ng d6n dE

c6ng ddn b6 sung h0 so vd.in Phi6u y6u
cdu b6 sung, hodn thiCn hO so;

+ Truong hqp h6 so kh6ng dtng.quy
dinh: in Phi€u tir ch6i gi6i quy€t hd so;

+ Truhng hqp h6 so dAy dri, lrsp lQ:

Ti6p nhdn vd.nh{p th6ng tin ti€p nh{n
hd so vdo PhAn m6m MQt cta; in GiAy
tiilp nhfn hO so vi tri k6t qui cho ngudi
y6u cdu; thuc hiQn s6 h6a (sao chqp,
chuyen thdnh tdi IiQu <liQn tu tren hQ

- Phi6u y6u cAu. b6
sung, hodn thi€n h6 so
(Mdu s6 02 ban hdnh
kim theo Th6ng tu
s6 0l/2018/TT-VPCP
ngdy 23/11/2018);

- Phi6u fi ch6i .ti6p
nhfln gi6i quy€t h6 so
(Mdu si5 03 ban hdnh
kdm theo Th6ng ta
s6 01/2018/TT-
VPCP ngAy
23/11/2018).

- Gi6y tiOp nhdn hd so
vd hgn tri k6t qui

Ngay trong
ngdy .ti6p
nhin hd so;
trudng hgp
nhfln h6 so
sau l5 gid
md khdng
gihi quy6t
dugc ngay
thi tra ket
qua trong
ngey ldp
vi6c ti0p
theo

UBND c6p
huyQn

NQi dung c6ng viQc thgc hiQn
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thdng thdng tin, co sd dt liQu)vd ky s6

vdo tdi liQu, h6 so. Chuy6n hd so d6n
Phdng Tu ph6p.

b. NQp hi so ffuc tuydn:

- Sau khi nh{n dugc th6ng b6o c6 hti so
v6u ciiu c6o bdn sao trich luc h6 tich
grii tr6n C6ng dich qr c6ng, B0 phin
ti6p nhfn ve tre kCt qud thlrc hiQn ti6p
nh{n, ki6m tra tinh chinh xiic, il6y tlt,
th6ng nh6t, hqp lQ cta hO so:

+ Trudng hap hd so chua ddy rtri,.chua
hqp 19, B0 phfln ti€p nhan ve tra kCt que
gr?i thdng b6o huong d6n b6 sung, hod,n

thiQn h6 so qrla C.6ng dich vr,l c6ng,
c6ng d6n c6 th6 ki6m tra tinh trang xt
lii h6 so khi deng nhfp.vdo C6ng djch
qr c6ng. Tr4ng th6i hd so.tr€n C6ng
dich vu cdng lir "Y€u cdu b6 sung gi6y
td".
+ Trudng hgp hO so bi tr) ch6i, B0 phin
ti6p nhfn.vi tri k6t qui gui th6ng b6o
tu ch6i ti6p nhfn h6 so qua c6ng C6ng
dich ru cdng, c6ng.dAn c6 thii kitim tra
tinh trang xt ly hO so khi <llng nhfp
vdo Cdng.dich vr,r cdng. Tr4ng thdi h6
so tr€n C6ng dich vg cdng li "Kh6ng
tlugc ti6p nhOn".

+ Trudng fqp t O so.<IAy dt, hq,p lQ,

tr4ng th6i hOso tr€n C6ng dich vg cdng
li "Dugc ti6p nhQn", "Y€u ciu thgc
hiQn nghia vU tdi chinh". PhAn mdm sC

(Mdu sii 0l ban hdnh
kdm theo Th6ng tr
s6 01/2018/TT-
VPCP nCay
23/t 1/20t8);

- H6 so theo thi tqc
hanh chinh tld cdng b6.
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crip mQt Md s6 hd so tryc tuy

ngudi y6u ciu.
- Huong din nguoi y€u ciu c6p bin sao
trich luc h0 tich thanh to6n phi cAp b6n
sao trich lpc hQ tich: Thuc hiQn thanh
toiin tr.uc tuy6n (Cdng dich vu cdng
phdi cung c6p chric ndng thanh to6n phi
qua m6i truong m4ng).

- Ngay sau khi nh{n dugc phi 
96p bin

sao trich luc h0 tich, B0 phdnti€p nh6n
vd tri k€t qui ti6p nh4n h6 so, gtii
th6ng b6o "Dang xri lj" vd ngdy hen tri
k6t qun qua C6ng dlch qr c6ng, c6ng
ddn c6 th€ ki6m tra tinh tr4ng x& ly h6
so khi d[ng nhfp vio C6ng.dlch vr;
c6ng. D6ng thdi, tr4ng thiii h6 so tr6n
C6ng dich vu c6ng ld "Dang xu ly".
- Chuyiin hd so diSn Phdng Tu phrlp.

cho

- Hd scy tle ti€p nh4n;

- Vdn b6n, gi6y ld, tdi
liQu x6c minh (n6u c6);

- Dg thio vEn ban brio
crio (n6u 16 co s0 phrip
lj.li6n quan; k6t qu6
ki6m tra, xrlc minh hO

so; j kitin d€ xu6t);

- DU thAo bAn sao

Trich luc hQ tich tuong
img vdi loai viQc dd

d[n BiAu mdu

- C6ng chr?c ldm c6ng tric h0 tich:
+Th6m tra hd so.

+Truong hqp ha, so cin b6 sung, hoan
thiQn ho4c kh6ng <tri <li6u ki6n gidi
quyOt, phii tr-r ch6i thi grii th6ng brio v€
tinh tr4ng hd sot6i B0 phfln ti6p nhdn
ve ffa kCt qui <10 th6ng brio cho ngudi
nOp hO so (kdm vin birn hudng ddn,
n6u 16 lf do, nQi dung bd sung...) -
thUc hiQn lai bu6c 1.

+Trudng hqp can phai ki6m tra, xiic
minh: D1r thio v6n bin x6c minh; du

Xt ly h6
so, biio ciio
LEnh dao

- C6ng chtc
ldm cdng t6c
h0 tich;

- Lanh
Phdng
phrlp.

dao
Tu

Budc 2Phdng Tu
phtlp
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i vd hen l4i ngdy hd
k€t (n€u c6).

+N€u thdy h6 so dAy ttri, hqp lQ, dung
quy dinll tuong hqp ti6p nhan h6 so cAp

bin sao Trich lUc h0 tich theo hinh thric
tr.uc tiiip, in Dg thio bin sao Trich luc
h0 tich tuong img voi lo4i viQc ila deng
ky, trinh Lanh d4o Phdng Tu ph6p xem
xdt, ph€ duyQt.

Truong hq'p tifo nhan hO so xin c6p ban

sao Trich luc hQ tich theo hinh thric tr1rc

tuy6n, c6ng chric lim c6ng Lic h0 tich
grii lai nQi dung bi6u m6u Trich hJc hQ

tich di€n hr hrong ung v<i,i thOng tin tl6y
Itlti cho nguoi y€u cdu qua thu diQn nr

ho?c thi6t bi s6.

Ngudi y€u cdu c6 tr6ch nhiQm kitlm tra
tinh chinh x6c, dAy ifti cria c6c th6ng tin
tr6n bi6u m6u Trich luc h0 tich diQn tu
vd x6c nhfln (ti5i da m6.t ngdy).
N6u ngudi c6 y6u c6p ban sao Trich lqc
hO tich da th6ng nh6t, itAy dri hoic
kh6ng c6 phdn hdi sau thdi h4n y6u cAu

thi c6ng chr?c ldm c6ng t6c h0 tich in
bin sao Trich lUc h6 tich, tinh LAnh

il4o Phdng Tu phdp xem xdt, ph6 duyQt.

- Ldnh elao Phdng Tu ph6p b6o crio,
trinh Lanh d4o UBND cdp huyQn.

thio Phi6u xin I theo Th6ng tt
04/202q/TT-BTP
B0 trudng B0
ph,ip).

so
cua
Tu
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- H6 so do Phong Tu
ph6p trinh;

- Bin sao Trich lgc hQ

t!ch.

- Linh tlao UBND c6p huydn: Kj ban
sao Trich lUc h0 tich.

- Vtrn thu d6ng d6u vi chuy6n trit qud

cho Phdng Tu phrip.

- Ldnh d4o
UBND c6p
huyQn

- Vin thu.

duyQt
qui giii

tl6ng ddu

VA

Ki
ket
quy€t

Bufc 3UBND cip
huy$n

Phdng Trr
Ph6p

Brr0c 4 C6ng chric
ldm c6ng t5c
h0 tich

Vao 56 c6p
bim sao

- Ghi wio 56 c6p ben sao Trich luc h0
tich, ltru h6 so.

- Chuy6n kiSt.qud cho BQ ph6n Ti6p
nhfn vi Trd k€t qui.

- 56 c6p bin sao Trich 
]

Iuc hO tich (Bi€u mdu
ban hdnh theo Th6ng
tu s6 04/2020/TT-BTP
cia 86 trudng BQ Tn

ph,ip).

- BAn sao Trich lUc hQ

tich.

UBND c6p
huyQn

Burfc 5 Tri k6t quA BQ phin ticp
nhfn vd tri
ktlt qui cria

UBND c6p

huyQn.

Tri k€t qui cho c6ng ddn B6n sao Trich lUc h0
tich

H so duoc luu trt t4i Phdng Tu phrip theo quy dinh hiQn hdnh, bao g m:

- Ban chu kct ui TTHC.

- H6 so da tiiip nhfln theo TTHC dd cdng b6;
- Bin chlrpgi6y td cria ngudi y6u ciu ddng ky h0 tich xu6t trinh (do nguoi tiiSp nhfn h6 so thgc hiQn sao chpp dtl luu h6 so theo quy <Iinh tai
khoin 3 Di€u 3 Th6ng at s6 oq/z}zofrc-BTP ngdy 28/5/2020 cria BQ tru&ng BQ Tu phrlp Quy di.nh chi ti6t rhi hdnh mQr so diCu cria Luat h0
tich vd Nghi dinh s6 123/2015/ND-CP ngdy. 15 thring 1l nim 2015 cta Chinh phtl 9ur tlinh chi tiet mot s6 didu vd biQn ph6p thi hanh Luat h0
tich). Truong hqp cric th6ng tin trong circ gidy td ndy <16 c6 trong Co sd df liQu qu6c gia v0 d6n cu (CSDLQGVDC), Co sd dt li6u h6 tich diQn
tri (CSDLHTDT), tluoc hQ th6ng di€n t.u dOng thi kh6ng ph6i xu6t trinh (theo hinh thric truc tiiip) ho{c tii l6n (theo hinh thuc tryc tuy6n).

2.3. Thfr tgc c6p bin sao trich lgc hQ tlch thuQc th6m quy6n gini quy6t cta UBND cAp xi
- Md s6 quy trinh tht trrc hdnh chinh: 2.000635-03
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- Thdi h4n giii quyiit: Ngay trong ngdy tiiip nhan hO so; truimg hqp nhan hd so sau 15 gid md kh6ng gini quy6t dugc ngay thi tri k6t
qud trong ngdy ldm vi6c ti6p theo.

Co
quan,
tlon v!

Bufc
thgc
hiQn

TGn buritc
thr;c hiQn

Trdch nhiQm
thgc hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu/k6t qui Thoi gian

(ngiy)
Ghi
chri

UBND
t-

cap xa
Bufc 1 Ti6p nhfn

hd so
B0 phin titip
nhfn vd trd
, i_Ket qua cua
UBND chp
xd.

a. Nflp hi so trqc fidp:

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

+ Trudng t Sp hg so chua dAy dri: c6ng
chric ti€p nhan h6 so huong dAn d€.c6ng
ddn bd sung hO so.vd in Phi€u y6u cdu b6
sung, hoan thiQn h6 so;

+ Truong hqp.hd so kh6ng ttgne euV tlinh:
in Phi6u tu ch6i gini quy0t h6 so;

+ Trudng hq,p h6 so diy. ili, hqp lQ: Ti6p
nhfn vddfp th6ng tin ti€p.nhdn h6 so vdo
Phdn m6m MQt cta; in Gi6y ti€p nhfn hd
so vd trA kiit qua cho nguoi y€u cAu; thtrc
hiQn s6 h6a (sao chgp, chuy€n thanh tAi
liQu tli€n hr tr6n hC th6ng th6ng tin, co sd
dtr liQu) vd \f.s6 vdo tdi li€u, h6 so.
Chuydn h6 so cl€n C6ng chric tu ph6p-hQ
tich.

b. N)p hO so trttc tuydn:

- Sau khi nhfln dugc th6ng b6o c6 hti so y6u
cdy c6p bin sao trich luc hQ tich gti trdn
C6ng.dich vq c6ng, B0 phdn ti€p nhfn vd
tri k€t qui thgc hiQn ti6p.nhfn,.ki6m tra
tinh chinh x6c, <l6y <hi, th6ng nhet, hqp le
cta h6 so:

- Phi6u y€u Siu b6 sung,
hoan thiQn hd so (Mdu s6
02 ban hdnh kim theo
Th6ng fir sii Oltzotatrr-
VPCP ngdy 23/11/2018);

- Phi6u tu ch6i titip nhin
giii quy6t h6 so (Mdu sii 0S

ban hdnh kim theo Th6ng
tu s6 0l/2018/TT-
VPCP ngdy 23/11/2018).

- Gi6y titip nhfln h6 so vd
hen tri k6t ryd (Mdu sii 01
ban hdnh kim theo Th6ng
ttr s6 0l/2018/TT-
VPCP ngay 23/l l/2018);
- Hd so theo thri tUc hdnh
chinh <15 c6ng bti.

Ngay trong
ngiy .ti€p
nh0n h6 so;
truong hqp
nhfn h6 so
sau 15 gid
md kh6ng
gidi quy6t
duo. c ngay
thi fia kct
que trong
ngdy lim

.^ _.tvl9c trep
theo
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+ Truong hqp h6 so chua d
14, B0 phdn ti6p nhfn vd
th6ng biio hu6ng ddn b6 sung, hodn thi€n
h6 so qua C6ng dlch vg cdng, c6ng drin c6
th6 ki6m tra tinh tr4ng xt ly h6 so khi tl6ng
nhfp vdo Cdng dich vU c6ng. Tr4ng th6i h6
so tr€n C6ng dich v1r c6ng ld "Y€u ciu b6
sung gidy td".
+ Truong hqp hO so bi tu choi, B0 phan
ti€p nhQn vd tri k€t qua grij th6ng b6o tu
ch6i ti6p nhan h6 so qua cdng, C6ng dfch

4r c6ng, cdng din c6 th6 ki6m tra tinh
tr4ng xt lj h6 so khi dAng nh6p vdo C6ng
dich vU c6ng. Tr4ng th6i hO so tr6n COng
dich vg c6ng ld "Khdng duqc ti6p nhan".
+ Trudng hqp hd so day dri, hqp lQ, trang
thrii h6 ss tr0n COng dich W cdng ld "Du-o. c
ti6p nhfln",."Y6u cdu thgc hiQn nghia v\r tdi
chinh". Phdn m6m s€ c6p mQt Ma sO hO so
tryc tuyen cho ngudi y€u cdu.

- Hudng d6n ngudi y6u cAu c6p ban sao
trich lpc hO tich thanh toan phi c6p bin sao
trich lqc hQ tich: ThUc hiQn thanh toAn trgc
tuy€n (C6ng dich vu c6ng ph6i cung c6p
chfc ning thanh toen phi qua mdi truong
mang).

- Ngay sau khi nhan <lugc phi c6p ban sao
trich lgc h0 tich, B0 phfln ti6p nhfln vd trd
ktlt qua tirip nhfn hd so, grii th6ng b6o

y dri, chua hgp
tr6 k6t qui gui

tra quaan.D
a h kct uaxu v eno t nge q

oC n ch con dAn oc erh 1k emc



25

tra tinh tr4ng xri lj hd so khi deng nhfp vno
C6ng dich 4r c6ng. Ddng thoi, tr4ng th6i
hd so h€n C6ng dich 4r cdng ld "Dang xt
ti".
- Chuy6n hd so dtln C6ng chric tu ph6p-hQ
tich.

UBND
A-

cap xa
Bvirc2 Xu lV h6

SO,

c6o
dao

b6o
Lanh

C6ng chr?c hr
ph6p-hQ tlch

+ThAm tra h6 so.

+Truong hqp hd s.o cAn b6 surrg, hoan thiQn
ho{c khdng dt <Ii€u kiQn gidi quy€t, phii ttr
ch6i thi grii th6.nC b6o vC tinh tr4ng h6 so
toi B0 ph4n ti6p nhQn ve tre ket que de
thdng b6o cho ngudi nQp h6 so (kdm vin
ban hu6ng din, n€u rO lli do, ndi dung bd
sung...) - thUc hiQn l4i budc l.
+Trudng hqp c6n phAi ki6m na, x6c minh:
DU th6o vdn ban xiic minh; dU thio Phi6u
xin l6i vd hgn l4i ngdy tri k6t (niiu c6).
+NOu th6y h6 so i16y rfti, hgf l6,.dung quy
dinh, truong hap ti6p nhfn h6 so cdp bin sao

Trich lpc hQ tich theo hinh thric tn;c ti6p, in
Du thdo bdn sao Trich lgc h$ tich tuong
img v6i lo4i viQc da rlAng ki, trinh Lanh
d4o UBND cdp xd xem xdt, ph€ duyQt.

Truong hap ti6p nhan hd so xin c6p b6n sao
Trich lpc hQ tfch theo hinh thfc tr.uc tuy€n,
cdng chric laq c6ng tlc hQ tich gtii lai nQi
dung bi6u mdu Trich lUc.hQ tich tliQn tu
tuong img vni th6ng tin <fay tfy cho.nguoi
y6u c6u qua thu diQn hr hoac thi€t bi s6.

- H6 so de ti6p nhfln;

- Ven ban, gi6y td, tdi liQu
x6c minh (nOu c6);

- DU thAo vin bin b6o c6o
(n€u r6co sd ph6p lj li6n
quan; k€t qui ki6m tra, xdc
minh h6 so; f kiiin tl0
xu6t);
- Du th6o bdn sao Trich luc
hQ tich tuong img vdi lo4i
viQc da itang ky (Biiiu mdu
theo Th6ng tu sii
04/2020/TT-BTP cila BA
trudng BQ Tu phdp).
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Ngudi ydu cau c6 tr6ch nhiem ki€m tra tinh
chinh x6c, tl6y tfii ctia c6c th6ng tin trdn
bitiu m5u Trich lUc hO tich diQn hr vd x6c
nhfln (tdi da mQt ngdy).

N6u ngudi c6 y6u c6p. ban sao Trich luc h0
tich dd th6ng nhdt, il6y dri hoic kh6ng c6
phAn h6i sau thdi hpn y€u c6u thi c6ng
chr?c tu ph6p-h0 tlch in ban sao Trich lgc
hQ tich hrong img vdi lo4i vi€c da ding $i,
tfuh LAnh dao UBND cdp x6 xem xdt, ph€
duyQt.

UBND
t-cap xa

Budc 3 K'i duv0t
ket qu,a

gi6i quy6t
vd tl6ng
ddu

- LAnh
UBND
xA;

- Vdn thu.

dao
cap

- Ldnh d4o UBND cdp xd: K! bin sao
Trich luc h0 tich.
- Vdn thu d6ng d6u vi chuyiln k6t qu6 cho
C6ng chuc tu ph6p - h0 tich.

- H6 so do c6ng chtc tu
ph6p-hQ tich trinh;
- Bin sao Trich lqc h0 tich.

Buoc 4 Vdo
cap
sao

S6
ban

Cdng chric
ldm c6ng t6c
h0 tich

- Ghi vdo 56 c6p ban sao Trich luc h6 tich.
- Chuy6n ktit qui cho BQ phfln Ti6p nhfln
vd Trd k€t qui.

- Sd c6p b6n sao Trich luc
hd tich (BiAu mdu ban hdnh
theo Th6ng tu sii
04/2020/TT-BTP cun BA
trwtng BQ Tt phdp).

- B6n sao Trich lpc h0 tich.

UBND
t-cap xa

Burfc 5 Tri
qua

kct B0 phin ti€p
nh0n vir trA
,iKet qua cua
UBND c6p
x6.

Tri k6t qui cho c6ng ddn Bdn sao Trich lUc hQ tich

Hd so duoc luu trt tai UBND c6p xd theo quy dinh hiQn hdnh, bao gdm:

- H6 so da ti6p nhan theo TTHC dd cdng b6;

UBND
^-cap xa
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Ban h a ngudi e dAn ky ho ti h xuAt trinh (d guoi t 6p nhan h th hien h I h th d!nh taic up gl v to cua v u o c o n I so uc sao c up tru o so eo quv
e ekhoan 3 D j Tho o 04/2020 ITT BTP dy 28/5t2020 BI trudn Bo Tu h6 a dinh h ti th hAnh 0t oteu Luat hoI u noE tu s nd cua o p p uv c I t I m so cua

u Chinh hu dinh chi e mQ o dieu va b en hhp thi hanh L 4 hsti h Nchi dinh so I 23t20 I 5A{D CP nga I 5 th6ng I 1 nam 20 1 5 c a p quv ti t t s I p u tc va v
uo veti h) T h cac th6 ti hong c6c

g di6n tu
la td oa co C so du I 9u dan (CsDLQGVDC ) C o du I eu ha t ch d enc ruong qp ng n o v nav trong o I q c gla cu o s I I 1

on ep eff (CSDLHTDT), <Iuqc h0

- Ban chqp kiit qui TTHC.

ttt don th kho h et trinh (th h nh thuc tr.u ti ) hoac tai Ien (th hinh thuc t tu )o I no p aI xu eo I c eo ruc v n

B. THU TUC HANH CHiNH CAP HUYEN

1. Thi tgc rlnng kf khai sinh c6 y6u t6 nufc ngoii (Me sO TTHC: 2.000528)

- Me s6 quy trinh thri tpc hdnh chfnh: 2.000528 (Theo ma s6 TTHC tr€n co sd dt liQu TTHC dlch vp c6ng: 2.000528).

- Thoi han gi6i quyiit: Ngay trong ngdy tiiip nhan h6 so; Trudng hsp nhAn hd so sau 15 gid md kh6ng gi6i quyt5t dugc ngay thi tra k6t
qud trong ngiy ldm viQc ti6p theo.

Co quan,
tlnn v!

Budc
thgc
hiQn

TGn bufc
thgc hiQn

T16ch
nhiQm thgc

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

Th0i
gian

(ngny)

Ghi
chri

UBND
cap

huyQn

Bufc I Tiiip nhfln
hO so

BQ phfn ti€p
nhfn vd hi
k6t qud cria
UBND cep
huyQn

a. NQp h6 so trqc fiAp:

- Xem x6t, kii5m tra tinh hqp lQ cta h6
so:

+ Trudng hqrp hO so chua ddy dri: cdng
chuc ti6p nhan hO so hudng. ddn tl6c6ng
d6n bd sung hd so vi in Phi€u y6u cAu bd
sung, hoin thi6n h6 so;

+ Truong 4o-p hO so khdng <tring quy
dinh: in Phi€u tu ch6i gi6i quy€t h6 so;

, ;. -l+ Trutmg hqp h6 so drdy <tt. hqp IQ: Ti€p
nh?n vq nhflp th6ng tin ti6p nhfln hd so
vdo Phdn m6m MQt crla; in Gidy ti€p
nhan h6 so vd tri k6t qud cho ngudi y€u

- Phii5u y6u ciu b6 sung,
hoan thiQn hd so (Mdu sii
02 ban hdnh kdm theo
Th6ng tr sA OtnOlS/ll-
VPCP ngay 23/11/2018);

-..1 . . i. .,a- rhleu tu cnol tlep nnan
gi6i quyi5t ht' so (Mdu sii
03 ban hdnh kdm theo
Th6ng ttt sij ll/zOlA/ff-
VPCP ngdy 23/l l/2018).
- ci6y tiiip nhdn hd so vd
hgntrhkltquh(Mdusd 01
ban hdnh kim theo Th6ng

Ngay
trong
ngay
ti€p 

.
nhan h6

so;
trudng

hqp .
nhan ho
so sau
15 gid

mir
khOng

gini
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ttr sO 0l /2018/TT-
VPCP ngdy 23/11/2018):
- Hti so theo thir tuc hdnh
chinh cld c6ng b5.

quydt
dugc

ngay thi
tri k6t

que
trong
ngay

ldm viQc

ti6p theo

thenh tii 1i0u tli0n tu tr€n h0 th6ng th6ng
tin, co sd dtr li€u) vd lcj sO vio tdi liQu,
h6 so.

- Chuy6n hd so diin Phdng Tu phrip.

b. N\p hi so trttc tuydn:

- Sau khi nhitn duoc thdne b6o c6 h6 so
y6u cau Dang ky khai sinh c6 y6u tO nudc

ngodi gyi tr6n C6ng digh ,u c6ng,. c6ng
chfc ti€p nhfln hp so ti6p. nhfn, ti€m tra
tinh chinh x6c, tldy dt, thdng nhat, hap le
cta h6 so:

+ Truong hgp hii so chua diy dt, chua
hqp lQ, B0 ph{n ti€p nh6n vd tri k6t qud
gtri th6ng b6o huong ddn b6 sung, hoan

thiQn h6 so qua Cdng dich vU c6ng, c6ng
ddn c6 th6 ki6m tra tinh trang xri lf hO so
khi ttang nhip vdo C6ng dich r1r c6ng.
Trqng thrii h6 so tr6n C6ng dfch r1r cdng
ld "Y€u ciu b6 sung gi6y td".
+ Trudng hgrp hti so bi tu ch6i, B0 phan
ti6p nhfn vd tri k6t qud gti th6ng bio tu
ctr6i titip nhan hO so qua c6ng Cdng dlch
vg c6ng, c61e ddn c6 th6 ki6m tra tinh
tr4ng xt l! h6 so khi d6ng nhdp viro Cdng
dich vp c6ng. Trang th6i h6 so tr6n C6ng
dich vU c6ng lir "Kh6ng dugc ti6p nhfn".
+ Trugn8 hqp ho so dAy dri, hqp lQ, tr4ng
th6i h6 so tr6n C6ng dich vu c6ng ld

u; thr;c hign sd h6a (sao cht7p, chuy

ti.i nhin", "YOu cAu th hi
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nghia vu ldi chinh". PhAn.m6m sc cAp

mQt Ma s6 h6 so tr.uc tuyen cho ngudi
y6u cAu.

- Huong d6n ngudi y6u cAu thanh torln
phi, lQ phi: ThUc hiQn thanh toriLn tryc
tuyt5n (C6ng dich 4r cdng phdi cung cAp

chric ndng thanh torin phi qua m6i truong
manc).

- Ngay sau khi nhfn $uq9 phi, lQ phi
Deng ky khai sinh c6 y6u t6 nu6c ngodi,
B0 phqn ti6p nhfln va tra kCt qud ti€p
nhan h6 so, grii thdng b6o "lang xt ly"
vd ngdy hgn tri k6t qud qua C6ng dlch 4t
cdng, c6ng dAn c6 th6 ki€m tra tinh tr4ng
xt ly h6 sokhi ttdng nhfp vdo Ci5ng dich
vp c6ng. D6ng thdi, trpng th6i h6 so tr€n
Cdng dich vp c6ng ld "Dang xt [".
- Chuy6n hti so d6n Phdng Tu phrip.

Phdng
Tu ph6p

Budc 2 Xt l), h6 so, beo c6o Linh d4o UBND cAp huyQn

2.1 KiiSm tra,
tham muu
xri ly h6 so

C6ng chric
ldm c6ng tiic
h0 tich

-ThAm tra h6 so.

-Trudng hqp hd so cAn b6 sung, hodn
thiQn ho4c kh6ng dt tli6u kiQn gi6i quy6t,
phdi tu ch6i thi gui th6ng b6o vO tinh
tr4ng h0 so tdi B0 phAn dep nhfn vd tri
ktit qui dC ttr6ng b6o cho nguoi nQp hd
so (kdm vdn bin huorg d5n, n€u rd ly do,
n6i dung b6 sung...) - thUc hiQn lai budc
1.

- H6 so de ti6p nhfn;
- Vin ban, gi6y td, tni fiQu
x6c minh (n6u c6);

- DU thio vdn bin b6o c6o
(n€u rO co sd ph6p.ly li€n
quan; k€t qui ki6m. tra,
x6c minh h6 so: V ki€n 116

xudt);
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-Trudng hqp c phAi ki tra, xiic
minh: DU thio v6n bi,n xrlc minh; dg thio
Phi6u xin l6i va hgn l4i ngiry tr6 ktit qud
(ndu c6).

- N6u h6 so dAy dt, hgrp lQ, dring quy
dinh, trudng hqp tiatp nhan hd so <t6ng ky
khai sinh theo hinh thric tr.uc tiiip: Dg th6o
kiSt qu6 gini quy6t. trinh Ldnh it4o Phdng
xem xdt, ph6 duyQt.

Truong hqp tiep nhfn hd so tldng ls.i khai
sinh theo hinh thric tryc tuy6n, c6ng chr?c

lim c6ng t6c hQ tlch grii 14i bitiu m6u
"Gi6y khai sinh ttiQn tri" voi th6ng tin
dAy <tri cho nguoi y6u ciu qua thu itiQn tu
ho4c thi6t b! s6.

Nguoi y€u cAu c6 tr6ch nhiQm ki6m tra
tinh chinh xric, dAy dri cta cdc th6ng tin
tr€n biiiu m6u Gi6y khai sinh diQn tri vd
xric nhfln (t6i da mQt ngdy).
-.r ^ I
NCu ngudi c6 y6u c6u x6c nhrin th6ng tin
da th6ng ntrAt, aay dt ho4c. kh6ng c6
phnn hdi sau thli han y€u c6u thi c6ng
chr?c lAm c6ng tdc h0 tich in "Gi6y khai
sinh" trinh Lanh dao Phdng xem xdt, phe
duyQt.

- Du th6o Gi6y khai sinh
(ban chinh); ban sao Gidy
khai sinh (n6u c6ng ddn c6
ydu cAu): (Bi6u mdu ban
hdnh theo Th6ng ru s6

04/2020/TT-BTP cia BO

trtong 86 Tt phdp).

2.2 Xem
b6o
Lanh

x6t,
c6o
dao

Lanh
Phdng
phaP

tlAo
Tu

- Xem x6t, duyQt hd so;

- 86o ciio LEnh dao UBND c6p huyQn

Hd so do c6ng chric lirm
c6ng t6c h0 tich trinh.
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I.]BND
cap nuyQn

UBND
cap

huyQn

Buri,c 3 K!
ket

duyQt
qua

giii quy€t
vd il6ng
ddu

- Linh rlao
UBND c6p
huyQn;

- Vdn thu.

- Ldnh dao UBND c6p huyQn tcj GiAy
khai sinh (ban chinh); Bin sao Gi6y khai
sinh (n6u cdng ddn c6 y6u cdu);

- VEn thu d6ng d6u vd chuyiin k{lt qud
cho Phong Tu phdp

- Gi6y khai sinh (ban
chinh);

- B6,n sao Gi6y khai s.inl
(n6u c6ng d6n c6 y€u cdu).

Phdng
Tu ph6p

Bufc 4 Ghi vdo s6
hQ tfch

C6ng chric
ldm cdng t6c
h0 tich

- Ghi nQi dung khai sinh vio 56 dang kf
khai sinh vd cirng ngudi y€u cAu tldng ky
khai sinh hj t€n vdo 56;

- Luu h6 so vd chuy6n kiit qun cho B0
phfln Ti6p nhdn vd Tri k6t qu6.

- SO da$ lci khai sinh
(BiAu mdu ban hdnh theo
Th6ng tu sii Oltzozotrt-
BTP cila B0 tnrdng BQ Tu
phrip);

- Gi6y khai sinh (ban
chinh);.B6n sao Gi6y khai
sinh (n6u c6ns dAn c6 v6u
cdu)

UBNI)
cap

huyQn

Bufc 5 Tri
qua

kct BQ ph{n ti6p
nhfn vd tri
, l_
Ket qua

Tri k€t qui cho cdng ddn - Gi6y khai sinh (bin
chinh);BAn sao Gi6y khai
sinh (n€u c6ng ddn c6 y6u
cdu).

H-so dugc luu trt t4i Phdng Tu ph6p theo quy ttinh hiQn hdnh, bao g6m:
- H6 so ila tii5p nhfn theo TTHC d5.c6ng b6;
- Ban chup giAy td cria nguoi ydu ciu ilEng lcy h0 tich xuAt trinh (do ngudi ti€p nhdn h6 scv thuc hi6n sao chun dC luu h6 so theo quy dlnh t4i
khoin 3 Di6u 3 Th6ng tu sO O+tZOZOfft-BTP ngdy 28l5l2O2O cria B$ truong BQ Tu ph6p Qry itin! chi tiiit thihdnh mQt s6 tti6u cta LuQt hQ

tich vd Nghl dinh s6 123/20154ID-CP ngdy 1l thriLng I I ndm 2015 cta Chinh phri 9ty dinh.chi tilit mQt sO ili6u ve biQn ph6p thi hdnh Luit
h0 tich). Trudng hqp c6c th6ng tin.trong.c6c giSy td ndy dd c6 trong Co s& dt liQu qudc gia v€ ddncu (CSDLQGVDC), Co sd dt liQu hd tich
<tiQn tri (CSDLHTDT), elugc h€ th6ng diAn t.u dQng thi kh6ng ph6i xuAt trinh (theo hinh thric tr.uc ti6p) hodc tdi l6n (theo hinh thric tr.uc tuyiin).
- Van ban, gi6y td, tdi liQu x6c minh (<I6i v6i trudng hqp c6 x6c minh);
- Van ban b6o c6o Lanh d4o UBND c6p huyQn;
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- Ban chup kdt qud TTHC;
- V6n bdn th6ngb6o viQc dang kj h6 tlch diln co quan li6n quan (d5i voi trudng hqp phai th6ng b6o theo quy ttinh cta Ludt H0 tich vd cric vdn ban

<linh chi ti€t thi hdnh

2. Tht tgc ilnng kf t6t n6n c6 yiiu tii nudc ngoii (Ma sO TTHC: 2.000806)

- MA s6 quy trinh thri tr,rc hdnh chinh: 2.000806

- Thdi h4n gidi quy6t: 15 ngdy

Bi6u m6u/k5t qui Th0i
gian

(nenv)

Ghi chriCo
quan,
tlon vi

Buric
th gc
hiQn

TGn buri'c
thgc hiQn

Trr{ch
nhiQm

thgc hiQn

0 5- Phi6u y€u cAu b6 s}ng,
hoan thi6n hd so (Mdu sd
02 ban hdnh kDm theo
Th6ng tt s6 0t/2018/TT-
VPCP ngdy 23/l l/2018);

.-,.i .. . ,(. .,,(- rnleu tu cnol tlep nnan
gini quy6t hi) so (Mdu s6
03 ban hdnh kim theo
Th6ng w s6 01/2018/TT-
VPCP ngdy 23/l l/2018).

- Gi6y ti6p nhdn hd so vi
hgn tr6 k6t qud (Miu sd
0l ban hdnh kim theo
Th6ng tt s6 0t/2018/TT-
VPCP ngdy 23/11/2018);

- Hd so theo thritgc hinh
chinh 116 cdng b6.

NQi dung c6ng viic thgc hign

a. NQp hi so m.tc tidp:

- Xem xdt, kiiSm tra tinh hqp lQ cta h6 so:

+ Trudng hsp hO so chua dAy dt: cdng
chric tiOp nhAn hO so hu6ng. ddn d0.c6ng
ddn b6 sung hd so vd in Phi6u ydu cdu b6
sung, hodn thi6n h6 so;
+ Trucrng hqp hO so kh6ng dring quy tlinh:
in Phi6u tir ch6i giai quyiit h6 so;
+ Trudng hqrp hO so dAy di, hqp lQ: Ti6p
nh{n vi nhfp th6ng tin ti6p nh4n h6 so vdo
Phan mdm MQt cria; in Gi6y tii5p nhan hd
so v?r tri ki5t qui cho ngudi y6u cAu; thgc
hiQn s6 h6a (sao chup, chuyCn thanh tai lieu
etiQn tri tr€n hQ th6ng th6ng tin, co sd dtr
liQu) vd lcf sd vdo tiri liqu, hd so.

- Chuy6n hd so dtin Phdng Tu phrip.

b. NAp hd so fir1c tuydn:

- Sau khi nhfn dugc th6ng b6o c6 h6 so y6u
cdu tl6n oalk6t h6n c6 6u tO nudc n

B0 phfln
ti6p nhQn

vi tri k6t
qua .yu
UBND c0p

huyQn

Bu'ri,c 1 Tiiip nhfn
h6 ss

UBND
cap

huyQn
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gui tr€1 C6ngdlch 4r c6ng, c6ng chric ti6p
nha" 16 so ti€p nhQn, ki6m tra tinh chinh
xilc, ddy ifti, th6ng nhat, hAp l€ cta h6 so:

+ Trudng hgp hd so chua tIAy dri, chua hqp
l€, B0 phfln ti6p nlfn vi tri k6t qud gti
th6ng b6o hudng d6n b6 sung, hoan thiQn
h6. so gua C6ng dich vu c6ng,. c6ng d6n c6
th€ ki6m tra tinh trqng xi lf h6 so khi d[ng
nhflp vdo .Cdng dich vq c6ng. Tr4ng th6i h6
so tr6n C6ng dich w c6ng lir "Y€u cdu b6
sung gi6y td".
+ Trudng hqp h6 so bi tt ch6i, B0 phan tii6p

$4n va tri k6t qui grii.thdng.b6o tu ch6i
ti€p nhfln hd so qua.c6ng C6ng dich vr1

cdng, c6ng dAn c6 th€ ki6m tra tinh trang
xri ly h6 so khi dnng nhflp vdo Cdng dich
vg c6ng. Tr4ng th6i h6 so.h€n C6ng dich
vu c6ng ld "Khdng iluqc ti6p nhan".

+ Trudng hqp hO so dAy ttri, hqp lQ, tr?ng
thrli h6 so tr€n COng dich vr1 c6ng ld "Dugc
ti6p nhQn", "Y€u cdu thlrc hi6n nghia vp tdi
chinh". PhAn mdm sE cAp mQt Ma sd h6 so
tr.uc tuy€n cho nguoi y6u cdu.

- Hu6ng d6n nguoi y6u cAu thanh toan phi,
lQ phi: Thlrc hiQn thanh torin tr.uc tuy6n
(C6ng dich vg c6ng phii cung c6p chric
ning thanh to6n phi qua m6i truong m4ng).

- Ngay sau khi r!fln. clusc phi, lQ phi dEng
lcj k6t h6n c6 yOy t6 nudc ngohi, F0 ph6n
ti€p nhfn vd tr6 k6t qui ti€p nhfln hd so, grii
thdng b6o "Dang xri lj" vd ngdy hen tri k6t
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Brroc 2

qua qua C6ng dich vu c6ng,.c6ng dan c6
thd ki€m tra tinh tr4ng xi $ hd snthi tling
nhdp vdo C6ng dlch vp c6ng. D6ng thoi,
tr4ng th6i hd so trdn COng dich vU cdng ld

"Dangxrtly".

- Chuy6n hd scv d6n Phdng Tu ph6p.

Phdng
Tu

ph6p

xt l)i h6 so, b6o c6o Linh t14o UBND c6p huyQn xem xdt, quyilt dlnh 09

2.1 Xt ly,
thAm tra h6
SO

Cdng chric
lem cOng
t6c hQ tich

- Xt l),, thAm tra hd so;

-Truong ho,p h6 so cAn b6 sung, hoan thiQn
ho{c kh6ng dt di6u kiQn gi6i quy6t, phii tu
ch6i thi gti th6ng b6o v0 tinh tr4ng h6 so
tdi B0 phfln ti€p nh4n ve tra k6t qua dC

th6ng b6o cho ngudi nQp h6 so (kdm vdn
ban hudng ddn, n6u 16 ly do, nQi dung b6
sung...)-thqc hiQn lai bu6c l
-Truong hqp cAn phAi ki6m tra, xiic minh:
Dg thio vin ban x6c minh; dU thio Phitiu
xin l5i vd hgn l4i ngdy tri k6t qui (n6u c6).

- NtSu h6 so <IAy dt, hqp lQ, dfng quy dinh,
truong hqp titip nhfln h6 so <I6ng hy k6t h6n
ttreo hinh thric tr.uc ti6p: D1r th6o ktit qu6 giii
quy6t, trinh Ldnh d4o Phdng xem x6t, phd

duyQt.

Trudng hq,p ti6p nh6n hd so dang lcj k6t
h6n theo hinh thric tryc ruy€n, c6ng chric
ldm c6ng tric hQ tich grii lai biiiu miu "Gi6y
chimg nhfn k6t h6n tliQn tri" v6i th6ng tin

- Hti so tte ti6p nhQn;

- Vdn ban, gi6y td, tdi
liQu xric minh (n€u c6);

- DU th6o vdn bin b6o
ciio (n€u rO co sd phrip.ly
li6n quan; k€t qui ki6m
tra, xdc minh h6 so; y
ki6n dO xudt);

- D1r thio Gi6y chung
nh{n k6t h6n (bAn cllinh);
BAn sao Trich lgc k6t h6n
.t(neu cong oan co yeu
cilt): (Biiiu mdu theo
Th6ng tu s6 04/2020/TT-
BTP cia BQ trudng BQ

Tu phdp).

07
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dAy dri cho ngudi y€u cAu qua thu tliQn tu
hoac thi6t bi s6.

Ngudi y€u cAu c6 triich nhiQm kiiim tra tinh
chinh xiic, diy tti cria c6c th6ng tin tr6n

bitiu mdu Gi6y chimg nh6n k6t hdn diQn tri
vd xric nhfn (t6i tta mQt ngdy).
,.i : ,
N6u nguoi c6 ydu c6u x6c nhfn th6ng tin
dE th6ng nhdt, ddy dt hoflc kh6ng c6 phan
hdi sau thoi han y6u cAu thi c6ng chric ldm
c6ng t6c h0 tich in "Gidy chung nhan k€t
h6n" trinh L6nh d4o Phong xem x6t, ph€
duyQt.

2.2 PhE duyQt
hd so, b6o
c6o Lanh
dao UBND
c6p huyQn
xem x6t,
quy6t a6rr.

LAnh
Phdng
ph6p.

dao
Tu

- Xem xdt, duyQt hd so;

- B6o c6o Lfinh tlao UBND c6p huy€n.

- Hd so da tiiip nhin;
- VAn ban, gi6y td, tdi
liQu xric minh (n6u c6);

- VAn ban b6o c6o (n6u r5
co sd ph6p ly liOn quan;
ktit qui. ki6m tra, x6c
minh h6 so; y ki€n d€
xu6t);

- Du thdo Gi6y chung
nhdn k€t h6n (ban chinh);
Bin sao giny chung nhfn
kiSt trOn (n6u c6ng ddn c6
y€u cdu).

02

UBND
Icap

huyQn

Burfc 3 Kf duyQt ki5t qud gi6i quytit rra d6ng ddu ')<
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H6 so rluoc luu trii tAi Phdng Tu ph6p theo quy dinh hi€n hanh, bao g6m:

- H6 so tla tiilp nhfln theo TTHC da c6ng bti;

- BAn chup gi6y td cta ngudi y6u cAu ding lcj hQ tich xu6t t.inh (do ngudi ti6p nhfn h6 so thuc hi6n sao chqp a6 tm lO so theo quy dinh tai
khoan 3 Di€u 3 Thdng tu s6O+IZOZOTI-BTP ngdy 28l5l2O2O cia Bo truorrg'BQ Tu phrip Quy di4 ctrt ttrit itritrantr mqt s6 didu 6rii iirait O

tich vd Nghi dinh sd 123/20154ID-CP ngiy 15 thang 11 n[m 2015 cira Chinh phrl quy .dlnh chi titit m61 s6 di]u va biOn ph6p thi hinh Luit
h0 tich). Trudng hqp c6c th6ng tin trong c6c.gi6y td ndy ild c6 trong Co so dt liQu qu6c gia vd d6n cu (CSDLQGVDC), Co sd dt liQu hQ

tich.diQn tt (CSDLHTDT), duqc h€ th6ng diOn tg dQng thi khdng phii xu6t trinh (theo hinh thric tryc ti6p) hoac t6i I6n (theo hinh thric tryc
tuy6n).

3.1 Ki duyQt
k€t gui gi6i
quy€t

Lanh <Ieo
UBND c6p
huyQn

- Kj Gi6y chimg nh6n kiSt h6n; Bin
sao Trich lgc k€t h6n (n€u c6ng ddn
c6 y€u c6u).

- Gi6y chimg nhAn k6t h6n
(bdn chinh);

- Bdrn sao Trich luc ktlt h6n
,i,:(neu cong oan co yeu cau).

2

0,5Gi6y chrmg nh6n k6t hdn; Ban
sao Trich luc k€t hdn (n6u

c6ng d6n c6 y€u c6u)

Vdn thu D6ng d6u vd chuyiin ktit qui cho
Phong Tu phrip

D6ng ddu3.2

Ghi vdo 36
hQ tich- T6
chric l5 trao
^-iuray cnrmg
nh4n t<Ct

hdn

- Ldnh dao
Phdng Tu
ph6p;

- Cdng
chric lem
cOng tdc hQ

tich.

- Ghi vi€c kilt h6n viro 36 deng ki k5t
h6n, ctng hai b€n nam, nA ry ten vao
36; hai b6n nam. nt ctng kf vdo Gi6y
chimg nhfln k€t h6n.

- Td chric LE trao.Gi6y chrmg nhfln
k€t hdn vd cdp Gidy chrmg nhfln kOt

h6n cho hai b€n nam, nt.
- Luu h6 so.

- s6 aang Uy Y6t nan (BiAu
mdu ban hdnh theo Th6ng tu
tii oltzozotrr-nTP cua Ba
trudng BQ Tu phdp).

- Gi6y chrmg nhan k6t h6n
(ban chinh);

- Bfur sao Trich lqc ti5t trOn

(n6u c6ng ddn c6 y€u ciu).

03Brrtic 4Phdng
Tu

ph6p

UBND
tcap

huyQn

Buoc 5 Tri k6t qui B0 phan
ti6o nhrin
vd tr6 k€t
qua

Tri k6t qui cho cdng din - GiAy chimg nhan k6t hdn
(ban chinh);

- Bin sao Trich lpc t<6t h6n
,il.(neu cong oan co yeu cau).

0
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- VAn bin, gi6y td, tdi liQu xric minh (d6i vdi trudng hgp c6 xric minh);

- Van bin biio c6o Ldnh d4o UBND c6p huyQn;

- Bin chgp k6t qui TTHC;

- Vdn bAn th6ng brio viQc dene ky hQ tich d6n co quan li€n quan (d5i voi tuc,ng ha,p phii th6ng bdo theo quy dinh cua LuAt Hd tich vh cilc vdn ban
quy tlinh chi ti6t thi henh).

3. Thri trlc tlnng hj khai trfr c6 y6u t6 nuoc ngoii (Ma s5 TTHC: 1.001766)

- Ma s6 quy trinh tht tuc hanh chinh: I .001766

- Thdi han giii quy6t: Ngay trong ngdy titip nhAn h6 so, trudng hqp nhQn h6 ss sau 15 gid md kh6ng giii qryiit dugc ngay thi
tr6 kiit qui trong ngdy ldm viQc titip theo. Truirng hqp can x6c minh thi thoi han giii quyiit kh6ng quri 03 ngdy ldm viQc.

Co
quan,
ilon vi

Bur6,c

thgc
hiQn

TGn bu6tc
thgc hiQn

Trfch
nhiQm

thgc hiQn

NQi dung c6ng viQc thu,c hiQn Bi6u miu/k5t qui Thid
gian

(ngay)

Ghi chf

UBND
cap

huyQn

Butfc I Ti6p nhfn
hd so

B0 phan
ti6p nhan
vd tri k6t
qua

a. NQp hi so ffqtc tidp:

- Xem xdt, ki6m tra tinh hqp lQ cria hO

so:

+ Trudng hqp hti so chua ddy dri: c6ng
chuc ti6p nhan hO so hu6ng. ddn 116c6ng
ddn b6 sung h6 so vd in Phi6u y€u cAu b6
sung, hoin thiQn h6 so;

+ Trudng h.qp hO so kh6ng dtng quy
dinh: in Phi0u tir ch6i gi6i quy6t h6 so;

+ Trudng hqp hd so d6y dy, hsp lQ: Tii5p
nhfn vd nhfp th6ng tin ti€p nhdn h6 so
vdo PhAn m6m MQt cria; in Gi6y ti6p
nhfln hd so vA tre kiSt qui cho nguoi y€u
cdu; thuc hign sii h6a (sao chgp, chuyi5n

thanh tei li6u diOn tu tr6n h0 th6ne th6ng

- Phii5u y€u cAu b6 sung,
hoin thiQn hii so (Mdu sii
02 ban hdnh kim theo
Th6ng tu s6 0t/2018/TT-
VPCP ngdy 23/11/2018);

- Phia5u tu ctrOi tiiip nfrfn
giii quytit hd so (Mdu sii
03 ban hdnh kim theo
Th6ng u s6 01/2018/TT-
VPCP ngdy 23/11/2018).

- Gi6y tii5p nhfln h6 so vd
hen trd k6t qun (Mdu sii
0l ban hdnh kim theo
Th6ng tr s6 0l/2018/TT-
VPCP ngdy 23/11/2018);

Ngay
trong
ngdy ti6p
nhan h0
so;
truong
hqp nhfn
hd so sau
15 gidmi
kh6ng
gi6i quy€t
dugc
ngay thi
tri ket
qui trong
ngdy ldm
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- Chuy€n h6 so d€n Phdng Tu ph6p.

b. NAp hi so tryc tuydn

- Sau khi nhfn dugc th6ng b6o c6 hd so
ydu ciu dang ky J<hai tri c6 y6u tdr nu6c
ngodi grli tr€n C6ng digh vp cdng, cOng
chuc ti6p nhfn hQ so ti€p nhfn, ki6m tra
tinh chinh x6c, d6y dri, th6ng nhat, hqp
16 cria h6 so:

+ Truong hqp hd so chua dAy dri,.chua
hqp 10, B0 phfln ti€p nhdn vd tri k€t qu6
grii th6ng b6o hu6ng ddn b6 sung, hodn
thiQn h6 s.o qya C0ng dich vU c6ng, c6ng
d6n c6 th€ ki0m tra tinh trqng xri lj h6 so
khi dane nhdp vlro C6ne dich 4r c6ng.

" ir
Tr4ng thrii h6 so tr€n C6ng dich vr,r c6ng
ld "Y€u cdu bd sung gidy td".
+ Trudng hqp hd so bi ttr ch6i, B0 phdn
ti6p nhQn ve tra k6t qu6 gtj th6ng b6o hr
ch6i ti6p nhdn h6 so qua c6ng.C6ng dich
vU c6ng, cdng.ddn c6 th€ ki€m tra tinh
tr4ng xri l! hd so khi ding nh{p vdo
C6ng dich vU c6ng. Trang th6i h6 so tr€n
C6ng dich vg c6ng ld "Khdng dugc ti6p
nhan".

+ Trudng hgp h6 so ddy dt, hqp lQ, trpng
thrii h6 so tr6n C6np dich vU c6ng ld
"Dugc ti€p nhfn", "YEu cdu thUc hiQn

ia vg tdi chinh". Ph6n m6m sE cd

vdo tdi liQu,

n

tin, co s0 dft li€u) vd kli s

hd so.
- H6 so theo thri tuc hdnh
chinh dd cdng b6.

viQc ti6p
theo.
Trudng.
hqp cdn

xiic minh
thi thdi
han. gidi
quy€t
kh6ng
qu6 03
ngdy ldm
vi0c.



39

mQt Ma s6 h6 so tryc tuy6n cho ngudi
y6u cAu.

- Hudng din nguoi y6u ciu thanh toan
phi, lQ phi: Thlrc hiQn thanh to6n t4rc
tuy6n (C6ng dich v.u c6ng phii cung c6p
chric n6ng thanh torln phi qua m6i trudng
mang).

- Ngay sau khi nhQn <|rrOc phi, lQ phi
ddng ky. khai tu c6 y€u t6 nudc ngoii, BQ
phfln ti6p nhfln vd hi k€t qui ti€p nhfn
h6 so, gui th6ng b6o "Eang xt li" vd
ngdy hgn tri k€t qu6, qua C0ng dich vg
c6ng, c6ng d6n c6 th6 ki6m tra tinh tr4ng
xri lj hd so khi ttnng nhfp vdo C6ng dich
qr. cdng. D6ng thdi, hang thrii hti so tr6n
Cdng dlch vu c6ng ld "Dang xi ly".
- Chuyiin h6 so dtln Phdng Tu ph6p.

Phdng
Tu phip

Budc 2 Xri ly hd so, b6o c6o Lanh d4o UBND c6p huyQn

2.1 Ki6m tra, tham muu xi lf hd so

Trudng
hqp kh6ng
xiic minh

Cdng chr?c

lam c6ng
t6c h6 tich

-ThAm na h6 so.

-Trudng hqp h6 so cin b6 sung, hoan
thiQn hoflc kh6ng di di€u kiQn gini

9fv6t, phdi tu ch6i thi grii th6ng b6o
v€ tinh tr4ng h6 so tdi B0 phin ti6p
nhfn vd tri k6t qud ai5 ttrOng b6o cho
ngudi nQp h6 so (kdm vdn bin hudng
din, n6u 16 lj do, nQi dung b6
sung. ..) - thuc hiQn l4i budc l.

- Hti so da ti6p nhin;
- DU th6o vin bin brio c6o
(n6u r5.co sd ph6p ly li6n
quan; ket qui ki6m tra, xdc
minh h6 so; f ki6n tl€ xu6t);

- Dg th6o Trich lUc khai tu
@an chinh); Bdn sao Trich
lgc khai tu (niiq c6ng d6n c6
y€u cdu): (Bi€u mdu theo
Th6ng tu sii Ol/ZOZ1trr-
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dt, hqp l€, dtng quy
allnh, trudng hqp ti6p nhan h6 so dang
lcj khai. tu theo hinh thtc tr.uc tiCp: DU
thio ket qua gi6i quy€t. Trinh Ldnh
tlao Phdng xem x6t, phO duyQt.

Trudng hqp tiiip nhfln hd so dang kf
khai tu theo hinh thfc tr.uc tuy6n,

cdng chric ldm c6ng tr{c hQ tfch gtii l4i

bi6u m6u "Trich lpc khai tu diOn tu"
vdi th6ng tin <Idy tlt cho ngudi Y€u
cAu qua thu diQn tu hoflc thi6t bi s6.

Ngudi yOu cAu c6 tr6ch nhiQm kiiim
tra tinh chinh x6c, dAy dri cta ciic

th6ng tin tr6n biiiu m6u Trich lgc khai

hr diQn tu vi x6c nhAn (t6i da mOt

ngev).
-,,a ^ I
N€u nguoi c6 ydu cdu xric nh4n th6ng
tin tld th6ng nhdt, tl6y tlt ho{c kh6ng
c6 phin hdi sau thdi han y6u cAu thi
c6ng chr?c [dm c6ng t6c h0 tich in
"Trich luc khai nr" trinh LEnh d4o
Phdng xem xdt, phC duyet.

-Neu sh6 (v BTP c{ta BO truong Ba Tu
PhdP)

Dung
tinh chd
tilt qua
x6c minh
(kh6ng
qu6 03
ngdy lAm
vi6c)

- Hd so dd ti6p nhdn;

- Vin b6n x6c minh.

C6ng chuc
ldm c6ng
tdc hQ tich;

Lanh <lao

Phdng Tu
ph6p;

Vdn thu.

- C6ng chric ldm c6ng t6c h0 tich:
+Thim tra h6 so.

+Truong hqp hb so cdtt b6 sung, hoin
thiQn hoac khdng <ili di€u ki€n gi6i
quyiSt, phni tu ch6i thi grii th6ng b6o

vd tinlr- tr4ng hd so tdi BQ phan ti€p
nhdn vir tri k6t quir d€ th6ng b6o cho

Truong
hqp phni

x6c minh
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ne;dGo.p hdsolkdm van b6n huong
d6n, nOu 16 lf do, nQi dung b6
sung. . .) - thgc hiQn lai budc l.
+ Dg thio Vdn ban xiic minh; dy th6o
Phii5u xin l6i vi hgn l4i ngdy tr6 k6t
qud (ntiu c6). Trinh LEnh d4o Phdng
xem x6t ph0 duyQt.

- Ldnh dao Phdng Tu ph6p: Ky vAn
b6n x6c minh;

- Vin thu: D6ng d6u vin bi,n x6c
minh vd grii cric co quan tlon vi li6n
qaun.

C6ng chric
ldm c6ng
t6c h0 tich

+T6ng hqp ktit qui xric minh.

+N6u h6 so tl6y du, hqp lQ, $ung quy
<linh, trucrng hqp tiep nhan hO so tldng
ky khai hr theo hinh thu.c t.uc ti€p: DU
theo kCt qui giii quy€t. Trinh LEnh
d4o Phdng xem x6t, ph€ duyQt.

Trudng hqp tii5p nhAn hO so iting ky
khai tu theo hinh thric truc tuy6n,
c6ng chric ldm c6ng t6c hQ tich gti l4i
bi6u m6u "Trich luc khai tu diOn tu"
voi th6ng tin dAy dt cho nguli y6u

cAu qua thu eliQn tu hoac thi6t bi s6.

Ngudi y€u c6u c6 tr6ch nhiQm ki6m
tra tinh chinh x6c, tliy tti cria cric

thdng tin tr€n bitiu mdu Trich lgc khai
tu <tiQn trl vi xric nhan (t6i da mOt

ngev).

- Hd so da ti6p nhfln;

- Ven ban x6c minh;

- Du thdo vin ban biio c6o
(n6u r6.co sd phdp ly li6n
quan; k€t qud ki6m tra, T6c
minh h6 so;1i ki6n <16 xuit);
- DU thio Trich luc khai tu
(bnn chinh); Brin sao Trfch
lgc khai tri (ntiu c6ng ddn c6
y6u cAu): (BiAu mdu theo
Thdng tu s6 04/2020/TT-
BTP cun BQ trudng BQ Tr
ph,rp)
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N6u ngudi c6 y6u cdu x6c nhfln th6ng
tin dE thdng nhAt, d6y dri ho4c kh6ng
c6 phan h6i sau thdi h4n y6u c6u thi

c6ng chric ldm c6ng tAc h0 tich in
"Trich luc khai tu" trinh Ldnh d4o
Phdng xem x€t, ph€ duyQt.

2.2 Xem xdt,
brio c6o
Lanh dgo
UBND cdp

huyQn

LAnh
Phdng
phep

dao
Tu

- Xem xdt, duyQt h6 so;

- 86o c6o Ldnh d4o UBND c6p
huyQn.

H6 so do cdng chric ldm
c6ng t6c h0 tich trinh.va b6o
c6o . dd xudt ! ki6n girii
quy€t.

Butrc 3 K),
ker
quy

duyQt
qud giii
et vd

d6ng dAu

Ghi vdo 56

I no ti"t

- LZnh dao
UBND c5p
huyQn;

- VIn thu.

- Lanh d4o UBND c6p huyQn: loy'

Trich luc khai tu (banchinh); Bdn sao
Trich lqc khai tu (n6u c6ng din c6

^ l.yeu cau).

- Vdn thu d6ng d6u vd chuytin k6t
qui cho Phdng Tu ph6p

Trich lpc khai tu (ban
chinh); Bin sao Trich luc
khai tu (n6u c6ng ddn c6 y6u
cdu)

Phdng
Tu

ph6p

Buric 4 C6ng chric
lem c6ng
tdc hQ tich

- Ghi vio 56 deng kj khai tt vi ctng
ngudi y€u cdu ddng ky khai tu ky veo
S6;

- Luu hd so vi chuytin k6t qud cho BQ
phf,n Ti€p nh4n vd Trd k€t qui.

- SO ilang ky khai tir (Biau
mdu ban hdnh theo Th6ng tu
s6 04/2020/TT-BTP cia B0
trudng BQ Tn phdp);

- Trich lgc khai tu (ban
chinh);

- Bin sao Trich luc khai tu,;:.
(neu cong oan co yeu cau).

UBND
cap

huyQn

Brfc 5 Trd k6t qui Ph0n
nh4n

B0
tlep

Tri k6t qu6 cho c6ng ddn -Trich lpc khai hi (bin
chinh);

UBND
cap

huyQn



43

4. Thfr tuc ilIng lcf nh$n cha, me, con c6 y5u t6 nufc ngoii (Ma s6 TTHC: 2.000779)

- Me s6 quy trinh thri tuc hanh chirlt 2.000779

- Thdi h4n gidi quyilt: 15 ngdy.

vd trA kdt
qua

- Bin sao Trich luc khai tu
tti6n tu (n6u cdne ddn c6 v€u
cdu).

so duo. c luu trt t4i Phdng Tu phtlp theo,q
b6;

uy dinh hi$n hdnh, bao gdm
- Hd so da titlp nh6n theo TTHC dE c6ng
- Ban chpp gi6y td cria ngudi y6u cAu dlng ky hO tich xu6t trinh (do ngudi tiiSp nhan h6 so thuc hi6n sao chup d6 luu h6 so theo quy dinh t4i
khoin 3 Di€u 3 Th6ng tu sd 04/2020fi'l-BTP ngdy 28/5/2020 cta BQ Tu phtip Quy dinh chi ti6t thi hdnh mot s6 dieu cta Luit hQ tlch vd

1231201S/ND-CP ngiy 15 th6ng 1l n6m 2015 cta Chinh phtl dinh chi ti6t mot sti diAu va biQn ph6p thi hnnh Luflt hO tich).Nghi <tinh sd qyv
uocTrudng hqrp c6c th6ng tin trong citc gi6ry td niy da c6 trong Co sd dt liQu q gia vd ddn cu (CSDLQGVDC), Co sd dt lieu h0 tich dien tu

(CSDLHTDT),
- Van bin, gi6y

duo. c hQ th6ng tli6n t.u dQng thi kh6ng pnai xu6t trlnh (theohinhthric tr.uc tilSp) ho{c tii l€n (theo hinh thuc truc tuy6n).
td, tni liQu x6c minh (tl6i voi truong hqp c6 x6c minh);

- Van ban brio c6o LEnh dao UBND cdp huyQn;
- Ban chup kiSt qun TTHC;
- Van binth6ngb6o viQc <ting ky hO tich d6n co quan li€n quan (ddi vdi tuc,ng hqp phii th6ng b6o theo quy <finh cua Luft HQ tich vd c6c v5n ban
quy dinh chi ti6t fti hanh).

Ccr quan,
tlnn vi

Buric
thu. c
hiQn

TGn budc
thgc hiQn

T16ch
nhiPm

thgc hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu/k5t qun Thiri
gian

(ngiy)

Ghi
chri

UBND
i

cap
huyQn

Buric 1 Titip nh|n
h6 so

B0 phan
tiOp nhan
vd tri k6t
qua

a. Nflp hO so trqrc tidp:

- Xem xdt, ki6m tra tinh hqp lQ cta h6
so:

+ Trudng hgp h6 so chua tl6y di: cdng
chr?c ti6p $6n nO. so hudng ddn ttO
c6ng d6n b6 sung hd so vd.in Phiiiu y€u
cdu b6 sung, hoan thien h6 so;

- Phi6u y€u cAu b6 sung,
hodn thiQn hd so (Mdu sii
02 ban hdnh kim theo
Th6ng tr s6 01/2018/TT-
VPCP ngdy 2j/11/2018);
- Phi6u tu ch6i tiiip nhfln
gi6i quy€t hd so (Mdu s6
03 ban hdnh kim theo

0 5
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Th6ng tu sd 01/2018/TT-
VPCP ngdy
23/11/2018).

- Gi6y tir5p nhdn hO so vd
hgn trd k6t ryh (Mdu s6
0l ban hdnh kim theo
Th6ng u s6 0t/2018/TT-
VPCP ngdy

23/t t/2018);
- HO so theo tht tgc hdnh
chinh el6 c6ng b6.

,a.ldinh: in Phieu tt ch6i gi6i quy€t h6 scl
+ Truirng hcr-p hO so etAy tlir, hqp lQ:
Ti6p nhan vd.nhflp th6ng tin ti6p nh4n
hd so viro PhAn mdm MQt cira; in Gi6y
ti6p nhfn h6 so vd trd k6t qud cho ngudi
y6u cdu; thgc hiQn sd h6a (sao chpp,
chuy6n thdnh tdi li6u dipn tu tr€n h€

thdng th6ng tin, co sd d[ liQu) vd ky s6
vdo tdi li€u, h6 scy.

- Chuytin hd so diin Phdng Tu ph6p.

b. Nflp hi so trttc tuydn;

- Sau khi nhin dugc th6ng brio c6 hti so
y6u cdu <l6ng ky nhdn cha, m9, con c6
y6u t6 nudc ngodigui tr€n C6ng dich

W cOng,r6ng chtc ti€p nhfln h6 so ti6p
nhan, ki6m tra tinh chinh xric, clAy thi,
th6ng nh6t, hqp l€ cta hd so:
+ Trudng hqp h6 so chua cliy thi, chua
hqp lQ, BQ phan ti6p nh{n vd rri k6t qui
gui thdng brio hudng d6n b6 sung, hodn
thi€n hd so qua C5ng dich vg- cdng,
c6ng ddn c6 thri ki6m ra rinh !r4ng ru
lj h6 so khi tldng nhAp vdo C6ng dich
vu c6ng. Trang thrii hd so. tr6n C6ng
dfch ru cOng ld "Y€u cdu b6 sung gi6y
td".
+ Trudng hsp h6 so bi tt chdi, B0 phdn
ti0p nhfn.vn trd k6t qui giri th6ng b6o

+ Truong hqp h so kh6ng dtng quy

h6 so ua co Cdntir ch6i ti€
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dich w c6ng, c6ng.ddn c6 th6 kitim tra
tinh ffang xt ly h6 so khi tl[ng nhf,p
vdo C6ng.dlch w c6ng. Trang th6i hO

so tr6n C6ng dich W c6ng ld "Kh6ng
dugc ti6p nhfn".
+ Trudng hqp hO so,dAy dri, hqp lQ,

tr4ng th6i h6so tr6n C6ng dich vq cdng
lir "Duoc ti6p nhfn", "Y6u c6u thuc
hiQn nghia vu tai chinh". Phdn mdm sE

cAp mOt Ma s6 h6 so trgc tuy€n cho
ngudi y€u cdu.

- Hu6ng d6n nguoi y6u cAu thanh to6n
phi, lQ phi: Thyc hiQn thanh to6n tryc
tuyi5n (C6ng dfch 4r c6ng phii cung
cdp chr?c n[ng thanh torin phi qua m6i
trudng mang).

- Ngay sau khi nhan ttuqc phi, lQ phi
ddng ky nh{n cha, me, con c6 y6u t6
nudc ngodi, B0 phdn ti6p nhfn vi tri
kiit qui tiiip nhan h6 so, grii th6ng brio
"Dang.xri $" vd ngdy hgn tri k6t qu6
qua Cdng dich vu c6ng, c6ng din c6
ttr6 ti6m tra tinh trang xt ly h6 so khi
ddng nhflp vio Cdng dlch vq c6ng.
D6ng thdi, tr4ng th6i h6 so tr6n C6ng
dich 4r c6ng ld "Dang xi ly".
- Chuyiin h6 so <ltin Phdng Tu phdp.

Phdng
Tu ph6p

Bv&c2 Xt l)7 hO so, b6o c6o Ldnh tlao UBND cAp huyQn t2



46

2.1

xri ly h6 so

Ki6m
tham

tra,
mrru

Cdng chric
ldm cdng
t6c hQ tich

- Xri l)', thAm tra h6 so;

-Trudng hqp hO so cAn b6 sung,
hodn thiQn hoic kh6ng dri di6u ki€n

giii quy0t, phdi tri ch6i thi gtii th6ng

b5o vO tinh tr4ng h6 so t6i B0 phdn
tiilp nhfln vd tri ktit qua d6 th6ng bdo
cho ngudi nQp h6 so (kdm vin bdn
huong din, n€u rO ly do, nQi dung b6
sung.. .)-thuc hiQn lai bu6c 1.

-Truong hqp can phii ki6m tra, x6c
minh: Du thio v5n ban xric minh; dU
thio Phi6u xin l5i va hgn l4i ngiy tri
kiit qui (n6u c6).

- Ni6m ytit viQc nhfln cha, m9, con
tai trU sd UBND cdp huyQn vd
UBND c6p xd noi thudng tni cta
ngudi duoc rfi6n ld cha, mg, con;

- N6u hO so dAy dt, hqp lQ, $ung quy
dM, trucrng hap ti6p nhfn h6 so tl5ng
ty nhF ch4 m9, con theo hinh thric
t4rc ti€p: Du th6o k€t qui gi6i quy€t.
Trinh LEnh d4o Phdng xem x6t, ph€
duyQt.

Truong hqp ti6p nhfn hO so ddng ky
nh4n cha, mQ, con theo hinh thric
tryc tuy6n, c6ng chuc ldm c6ng trlc
h6 tich grii lai bi€u m6u "Trich luc
<Iang ky nhin cha, mq, con <lipn tri"
vdi th6ng tin dAy dt cho ngudi yOu

cAu qua thu <ti6n tu ho{c thi6t bi s6.

- H6 so da tiCp nhan;

- Vdn ban ni€m y6t viQc

nh6n cha, me, con;

- VAn ban, gi6y to, tdi liQu
- , , ' l ,,

xac mrnh (neu co.);

- Du thio vin bdn biio c6o
(n€u r6.co sd ph6p lj li6n
quan; k6t qud ni€m y6t; ket
qu6 ki6m tra, x6c minh h6
so; f ki6n 116 xudt);

- Du thAo Trich luc dAng ky
nh{n cha, me, con (bin
chinh); bin sao Trich lqc
ddng lcy nhdn cha, m9, con
(n6u c6ng ddn c6 y€u cdu):
(BiAu mdu theo Th6ng tu s6
04/2020/TT-BTP cita 86
trudng BQ Tu phdp).

l0 Ni6m
iyet

trong
thdi
gian 07
ngay
li6n tgc.
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Nguoi y€u cAu c6 tr6ch nhiQm kirim
tra tinh chinh xric, dAy <tri cta cric

th6ng tin tr€n bi6u miu Trich lgc
<teng ky nh{n cha, m9, con ttiQn tu
vd x6c nhfn (t6i da mQt ngdy).
-.i :NEu ngudi c6 y6u cAu xdc nhfln
th6ng tin da th6ng nh6t, diy dri ho4c
khdng c6 phdn h6i sau thdi h4n y6u
cdu thi c6ng chric ldm c6ng t6c hQ

tich in "Trich lqc dAng ky nhfn cha,
mg, con" trinh Ldnh tl4o Phdng xem
x6t, ph€ duyQt.

2.2 Xem xdt,
b6o c6o
Lanh dao
UBND c6p
huyQn

Lanh
Phdng
phap

cl?o

Tu
- Xem x6t, duy€t hd so;

- 86o c6o Ldnh ttao UBND c6p
huyQn.

- H6 so da ti6p nhQn;

- Vdn bin ni€m y6t viQc
nhfn cha, me, con;

.l .- van ban, glay to, tal lleu
x6c minh (n6u c6);

- Ven ban b6o c6o (n6u 16

co sd phiip l1i li6n quan; k€t

9\rn kiiim tra h6 so; y ki6n
tI6 xudt);

- DU thio Trich lqc deng ky
nh6n cha, mQ, con; b6n sao
Trich lgc dAng ky nhfn cha,
mQ, c,on (n6u c6ng din c6
y6u c6u).

02

UBND
Acap

huyQn

Burlc 3 Kf duyQt ktit qui giii quytit vi d6ng d6u 02
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3.1 K), duyQt
k6t qui giAi
quyCt

Ldnh dgo
UBND cdp
huyOn

Kf Trich h,rc cting kY nhfln cha, m9,
con; bin sao Trich lgc deng kj nh{n
cha, mg, con (n6u c6ng ddn c6 y6u
cdu).

Trich lgc dang kj nhfln cha.
me, con; bdn sao Trich lgc
d6ng kf nhfn cha, mQ,.con
(n6u c6ng din c6 y6u cdu).

1,5

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

Trich lgc deng ky nh{n cha,
m9, con; bin sao Trich lr,rc

deng ky nhfln cha, mQ, con
, L l\
(neu cong oan co yeu caur.

0,s

Phdng
Tu phrip

Budc 4 Ghi vdo 56
h0 tich

Cdng chfc
lem c6ng
tac h0 tich

- Ghi viQc dang $i nhfn cha, mg,
con vdo S6 aang ky nhan cha, mg,
con; ctng c6c b6n kj vdo 56.

- Luu hd so vd chuy6n k6t qu6 cho
B0 phfln Ti0p nhdn vri Tri k6t qu6.

- Sd dang ky nhQn cha, mg
con (Biiiu mdu ban hdnh
theo Th6ng ttr sii
04/2020/TT-BTP cia B0
trudng BQ Tu phdp);

- Trich lqc tl6ng ky nhin
cha, mg, con; bdn sao Trich
lpc tldng kj nhdn cha, mg,
con (n6u c6ng ddn c6 ydu
ciu).

0 5

UBND
^cap

huyQn

Buric 5 Trd k6t qui B0 phan
ti6p nhin
vd tri k6t
qua

Tri ktlt qui cho cdng ddn. Trich lgc dang ky nhdn cha
mg, con; bin sao Trich lpc
ddng ky nhfln cha, mg,.con
(n6u c6ng ddn c6 y6u cdu).

0

Hd so duoc lrru trtr t4i Phdng Tu phrip theo.quy <linh hiQn hdnh, bao gdm:
- Hd so da tiilp nhpn theo TTHC da.c6ng b6;
- Bin chgp gi6y td ctra ngudi y6u cAu d[ng kf h0 tich xu6t trinh (do ngudi ti6p nhdn h6 so thuc hiQn sao chup dE lrru h6 so theo quy dinh
tai kho6n 3 Di€u 3 Th6ng tu s6 OqnOZOltt-BTP ngdy 28l5l2O2O cria 86 trudng BQ 1u phep Quy rlinh chi tilit thi hdnh mQt s6 di€u cta
Luflt h0 tich vd Nghi dinh sO 123/2015A{D-CP ngiry I 5 th6ng I 1 ndm 201 5 cta Chinh phri quy djnh chi titit mQt s6 <tidu vd biQn ph6p thi
hnnh Lu|t h0 tich). Truong hqp c6c th6ng tin trong c6c gi6y td niy dd c6 trong Co sd. dt liQu qu6c gia vO dAn cu (CSDLQGVDC), Co sd

dii lieu h0 tich dien tu (CSbLHTDT), duo-c hQ thdng di6n tg ttQng thi khdng phai xu6t trinh (theo hinh thric tr.uc tiep) hoflc tii l€n (theo

hinh thric truc tuy6n)
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5. Thfr tgc tllng lcj khai sinh k5t trqp dnng kj nhfln cha, mg, con c6 y5u t5 nu0c ngoii (Ma sO TTHC: 1.001695)

- Ma s6 quy trinh tht tuc hanh chinh: I .001695

- Thdi gian gidi quy6t: 15 ngdy

- Vdn ban, gidy td, tdi liQu x6c minh (tl i voi trudng hqp c6 x6c minh);
- V[n ban ni0m y€t;
- VIn ban b6o crio L6nh dpo UBND c6p huyQn;
- Bin chpp kilt qui TTHC;

ban th6ng b6o ec dIng ky ho tlch d6n lien (d6i vol tudn hqp phei ttt6ng b6o theo dinh Luat HI tlch va cac vanan vl co quan qutul oE quy cua

ban chi ti6t tri hanh)

Co
quan,
tlon vi

Bufc
thu. c
hiQn

T6n burfc
thu. c hiQn

Trich
nhiQm

thr5c hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu/k6t qui Thiri
gian

(ngiy)

Ghi
chri

UBND
cap

huyQn

Bufc I Tilip nhdn
h6 so

B0 phan
ti€p nhan
vd tri k€t
qua

- Xem xdt, kitim tra tinh hqp l0 cria h6
so:

+ Trudng hqrp h6 so chua tIAy <tri:

c6ng chric ti6p nh{n h6 so huong d6n
dti c6ng ddn b6 sung hO so vd in Phi6u
y6u cdu bd sung, hoan thiQn h6 so;

+ Truamg hgp hd so kh6ng dring. quy
dinh: in Phi6u tu ch6i giii quy6t h6
so;

+ Trudng hqp hd so dAy ttri, hqp l€:
Tit5p nh{n vd.nhfp th6ng tin tiiip nhfn
hd so vdo Ph6n m€m MQt cta; in Gi6y
titip nhfln hti so vd trd k6t qud cho
nguoi y6u cdu; thuc hiQn s6 h6a (sao
chgp, chuy€n thenh tAf liQu diQn tu

- Phi6u y6u cAu bi5 sung,
hoan thiQn hd so (Mdu sii
02 ban hdnh kim theo
Th6ng ttt sii Ot/ZOl8/I"r-
VPCP ngdy 23/11/2018);

- Phi6u tt ch6i tit5p nh{n
giii quytit htt so (Mdu sii
03 ban hdnh kim theo
Th6ng tu sii OltzolSnr-
YPCP ngdy23/11/2018).

- Gi6y tii5p nhfn hd so. vd
hgn tri k€t qui (Mdu s6 0I
ban hdnh kim theo Th6ng
tu s6 01/2018/TT-
VPCP ngdy23/tl/2018);

0,5
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- H6 so theo tht tuc hdnh
chinh <td c6ng b6.

tr6n hQ th6ng th6ng tin,. co sd df liQu)
vd h-i s6 vdo tdi li€u, hd so.

- Chuy6n h6 so dtln Phdng chuy6n

m0n.

Phdng
Tu phrlp

Burlc 2 xrl li h6 so, b6o c6o L6nh tl4o UBND cdp huyQn t2

Cdng chr?c

ldm c6ng
t6c hQ tlch

2.1

xu lV h6 so

Ki€m
tham

1.Ia,

mtru

- Xt ly, thAm tra h6 so;

-Trudng hq'p hd so cAn bd sung, hodn
thiQn ho4c kh6ng dt di6u kiQn giii
quyCt, phai tu ch6i thi gui th6ng b6o
v6 tinh trqng h6 so tdi BQ phfn ti6p
nhfn vi tr6 tOt qu6 d€ th6ng b6o cho
ngudi n6p h6 so (kdm vdn bin hu6ng
din, n6u r5 ly do, nQi dung b6
sung...)-th1rc hiQn l4i budc l.
-Trudng hqp can phdi ki€m tra, xilc
minh: DU thdo vdn ban xiic minh; dU
thao Phitiu xin l6i vd hgn l4i ngiy tri
k6t (n6u c6).

- Ni6m y6t viQc nhQn cha, me, con tai
tru sd UBND cdp huyQn vd UBND
cdp xd noi thuong tru cta ngudi tlugc
nhfn ld cha, m9, con;

- Niiu hO so <Iiy dt, hqp lQ, dfng quy
ilinh: D1r thio k6t qui gi6i quydt.
Trinh LEnh ilao Phdng xem xdt, phO

duyQt.

- Hti so da ti6p nhQn;

- Vin bAn, gi6y td, tni liQu
x6c minh (n€u c6);

- DU thdo vdn bin brio crlo
(n6u r6co sd ph6p ly li6n
quan; k6t qui niCm yCt; kCt
qu6 ki6m tra, xirc minh hd
so; j ki6n dC xu60;

- Du thAo: Gi6y khai sinh,
Trich lgc tl5ng hj nhfln
cha, mg, con (bin chinh);
bin sao GiAy khai sinh,
bin sao Trich luc ddns kV
nhdn cha, me, con (n€u

).cong oan co yeu cau):
(B.idu mdu theo Th6ng tu
s6 04/2020/TT-BTP cia
BQ trrong BQ Tu phdp)

t0

- Vdn bin niOm
nhfln cha, mQ, con

y6t rriQc

;

Ni6m
yet

trong
thdi

gian 07
ngey

li6n tpc

I
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2.2 Xem xdt,
b6o ciro
Lanh ctao

UBND c6p
huyQn

Lanh
Phdng
ph6p

dao
Tu

- Xem xdt, duyQt h6 so;

- Brio c6o Linh d4o UBND c6p
huyQn.

- Hti so da ti6p nhfn;

- Van ban ni€m ytit vi6c
nhdn cha, me, con;

- Ven ban, gi6y td, tdi liQu
x6c minh (n6u c6);

- Vin bin bdo c6o (n6u 16

co sd ph6p l1i li6n quan;
k€t qq ki6m tra hd sq j
ki6n d€ xudt);

- Du thio Gi6y khai sinh,
Trich lpc d6ng lcy nhin
cha, me, con (ban chinh);

- Bin sao Gi6y khai sinh,
b6n sao Trich luc d6ng ky

, .lnnan cna, me, con (neu
c6ng ddn c6 y6u cAu).

02

UBND
cap

huyQn

Budc 3 Ky duyQt ktit qu6 giii quy6t vd d6ng ddu 02

K! duyQt
k€t qu6 giii
quy6t

LAnh d?o
UBND c6p
huyQn

Kj Gi6y khai sinh, Trich luc ilang ky
nhfn cha, mq, con Onn chinh); ban
sao GiSy khai sinh, bi,n sao Trich luc
tl6ng ky nhdn cha, mQ, con (n6u c6ng
d6n c6 y€u c6u).

Gi6y khai sinh, Trich luc
<tAng ky nhfn cha, m9, con
(ban chinh); bdn sao Gi6y
khai sinh, bin sao Trlch
luc tldng ky nhan cha, mg,
con (n€u c6ng din c6 y6u
c6u).

I 53 I
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3.2 D6ng dAu VEn thu Vin thu ct6ng d6u vd chuy6n k6t qui
cho Phdng Tu phrip

- Gi6y khai sinh, Trich luc
dAng kj nhdn cha, m9, con
(bAn chinh);

- Bi,n sao Gi6y khai sinh,
b6,n sao Trich luc ddng kj
nhfn cha, mg, con (n6u
cdng d6n c6 yOu ciu).

0 5

Phdng
Tu phrip

Brrllc 4 Ghi vdo 56
h0 tlch

C6ng chric
ldm c6ng
t6c hQ tich

- Ghi vto 56 ding lcy nhdn cha, mg,
con; 56 dang ky khai sinh vir ctng
ngudi di <tdng ky hO tich ky vdo Si5.

- Luu h . so vd chuy6n k6t qui cho BQ
ph{n Ti6p nhSn vd Trd k€t qui.

- 56 deng kj nhdn cha, m9
con vd 56 clAng kj khai
sinh (Biiu miu ban hdnh
theo Thdng tu t6
04/2020/TT-BTP cila 86
trudng Bp Tw phdp);

- Gi6y khai sinh, Trich lpc
d6ng ky nh{n cha, me, con
(ban chinh);

- Bin sao GiAy khai sinh,
bAn sao Trich luc dAng ky
nhfn cha, mg, con (n6u
c6ng ddn c6 yOu cdu).

0 5

UBND
cap

huyQn

Bufc 5 Tri k6t qud B0 phfln

ti6p nhdn
vd trA k6t
qua

Tri kiit qui cho c6ng ddn - Gi6y khai sinh, Trich luc
ding k! nhfn cha, mQ, con
(b6n chinh);

- Ban sao GiAy khai sinh,
bdn sao Trich lpc ddng kj

,i,nnan cna, mg, con (neu
c6ng ddn c6 ydu cAu).

0
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Hd so tluo. c ltru trii tai Phdng Tu ph6p theo quy ttinh hi€n hdnh, bao gdm:

- H6 so da ti6p nh6in theo TTHC da c6ng b5;

- Ban chpp gi6y td cta ngudi y€u cdu deng kj hQ tich xu6t trinh (do ngudi tiiip nh{n h6 so thlrc hi6n sao chup dii lrru h6 so theo quy dinh
tai khodn 3 Di6u 3 Th6ng tu sa OC1ZOZO1II-BTP ngdy 28l5l2O2O cta BQ truOng BQ Tu ph6p Quy <linh chi ti6t thi hdnh mQt sti di6u cta
Luft hQ tfch vd Nghi dinh s6 1 231201 s/NE-CP ngdy 1 5 thring I 1 nlm 2015 cria Chinh pht Cuy di+ chi ti6t m6t s6 diAu vd biQn ph:ip thi
hanh Luflt h0 tich). Trudng hqp cric th6ng tin trong c6c gi6y. td niy tld c6 hong Co sd df liQu qudc gia v6 ddn cu (CSDLQGVDC), Co
sd dt liQu h0 tich dien tu (CSDLHTDT), duqc hQ th6ng tli€n t.u ilQng thi kh6ng phii xudt trinh (theo hinh thric truc ti€p) hodc tii l6n
(theo hinh thric tr.uc tuy6n).

- Vdn bin, giiiy tir,tdi liQu x6c minh (tt6i vdi trudng hqp c6 x6c minh);

- V6n bin ni6m y6t;

- VAn ban b6o c6o Ldnh dao UBND c5p huyQn;

- Ban chup ktit qui TTHC;

- Vin ban th6ng b6o viQc dlng ky h0 tich tilSn co quan li€n quan (d6i voi truong hqp phii thdng b6o theo quy itinh cia Luft H6 tich vd c6c vdn
ban quy dlnh chi ti6t *i hanh).

6. Thri tgc ilIng tcf gi6m hQ c6 y6u t6 nuric ngoii (Ma s6 TTUC: 1.001669). C6 02 quy trinh thuc hi€n

6.1. Thfr tgc ding kf gi6m hQ c6 y6u t6 nudc ngoii, trutrng hqp gi6m hQ cfr

- Ma s5 quy trinh tht tqc hdnh chinh: 1.001669-01

- Thdi h4n gi6i quy6t: 05 ngiy ldm vipc

Co
quan,
tlon vi

Bufc
thgc
hiQn

TGn bufc
thu. c hiQn

Trich
nhiQm

thu. c hiQn

NQi dung c6ng viQc thu. c hiQn Bi6u miu/k6t qu6 Thdi
gian

(nsny)

Ghi
chri

UBND
caP

huyQn

Budc I Ti€p nhfn
h6 scr

B0 phfln
ti€p nhan
vi tri k€t
qua

a. NQp hi so trtc tidp;

- Xem x6t, kitim tra tinh hqp l€ crla h6 so:

+ Trudng hqp hO so chua diy dri: c6ng
chric ti6p nhan h6 so hudng ddn d6 c6ng

- Phitiu y6u cAu bii sung,
hoan thiQn hd so (Mdu
s6 02 ban hdnh kDm

theo Th6ng tr

0,5
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sung, hodn thiQn h6 so;

+ Trudng hqphd so khdng {ung quy tllnh:
in Phi€u tu ch6i giai quydt h6 so;

+ Trucrng hqp h6 so diy dri, hqp 1€: Ti6p
nhfn vd nhfp th6ng tin ti€p nhan h6 scv vio
Phdn m€m t"rQt cti; in Gi6y ti6p nhfn hti
so vd tri k€t qud cho ngudi y6u cAu; thuc
hiQn s6 h6a (sao chpp, chuydn thanh tdi liQu
dien tt trCn hQ th6ng th6ng tin, co sd dt
liQu) vd \i sd vdo tdi liOu, h6 so.

- Chuyl5n hd so d6n Phdng Tu phdp.

b. N)p hd so trtc tuydn:

- Sau khi nhQn dugc th6ng b6o c6 hti so y6u
cdu ddng V eiAm hQ c6 y6u t6 nudc ngodi
grii tr6n C6ngdlch 4r cOng, c6ng chric ti6p
nhfln h6 so ti6p nhQn, ki€m tra tinh chinh
x6c, tt6y dt, th6ng nhAt, hqp IQ cria h6 so:

+ Truong hqp h6 so chua dAy dri, chua hqp
10, B0 phin ti€p nhfln vd tri k6t qui gti
th6ng b6o hudng din b6 sung, hodn thiQn
h6, so qua C6ng dich vp c6ng,. c6ng d6n c6
th6 ki6m tra tinh tr4ng xri Ij h6 so khi tling
nhflp vdo 

"C6ng 
dich 4r c6ng. Tr4ng th6i hd

so tr€n C6ng dich vU c6ng ld "Y€u cAu b6
sung gidy td".
+ Trudng hqp hO so bi tt ch6i, BQ ph{n tilip

44n va tri k6t qui grii"th6ng.b6o tu ch6i

dan ubsung h so vd in Phi uy6uc

6ng COn
ki6m tra

hti hnhAn d ce o os ua c vup q
oc th15an cod tinh

s6 01/2018/TT-VPCP
nsdy 23/11/2018);

- Phi6u tu ctrOi .titip
nhfln giai quydt hd so

(Mdu s6 03 ban hdnh
kim theo Th6ng tn

sii 01/2018/TT-
VPCP ngAy
23/1 1/2018).

- Gi6y ti6p $an trO :.'
vd hgn trd kdt quh (Mdu
s6 0l ban hdnh kim
theo Th6ng tu
s6 01/2018/TT-VPCP
ngdv 23/11/2018);

- H6 so theo thri tuc
hdnh chinh dA c6ng b6.
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xt ly h0 so khi tllng $0p vao COng dich
vg c6ng. Tr4ng th6i h6 so.tr6n C6ng dfch
vu c6ng ld "Kh6ng tlugc ti€p nhQn".

+ Trudng hq/p hO so dAy dt, hqp lQ, tr4ng
thdi htt so tr€n Cdng dich vu c6ng lir "Dugc
tii5p nhQn",.'Y€u cAu thlrc hiQn nghia vr,r tii
chinh". Phdn m6m sE cdp qQt Md s6 hd so
tr.uc tuyCn cho nguoi y6u cAu.

- Hu6ng d6n ngudi y€u cAu thanh torin phi,
lQ phi: ThUc hi€n thanl toiin tryc tuy6n
(Cdng dich vr1 c6ng ph6i cung cdp chr?c

ndng thanh torln phi qua m6i trulng m4ng).

- Ngay sau khi nhfln duqc phi, lQ phi dang

V gi6m hQ c6 y€u tO nu6.c ngodi, BQ phfn
ti6p nhfn vd hn k€t qu6 ti€p nhfn hd so, gui
th6ng b6o "Dang xri ly" vd ngdy hgn tri k6t
qui qua Cdng dich vu c6ng, c6ng ddn c6
thiS ki.im tra tinh tr4ng xri lf hd sothi dang
nhdp vdo C6ng dich vU c6ng. D6ng thoi,
tr4ng th6i h6 so h6n C6ng dich vu c6ng li
"Dang xt lf".
- Chuy6n h6 so tltin Phdng Tu ph6p.

Phdng
Tu ph6p

Bufc 2 Xt l)t hO so, b6o c6o Lanh d4o UBND c6p huyQn 3

2.1 Kiiim
tham
xri lV hd so

tra,
mtru

C6ng chric
ldm cdng
t6c hQ tich

- Xt ly, th6m tra hd so;

-Trudng hqp hO so cAn bd sung, hoan
thiQn ho4c kh6ng dt di€u kiQn gini

9gvet, phii tir ch6i thi grii th6ng b6o
v€ tinh tr4ng h6 so t6i B0 phfln ti6p

- Hd so da tiiip nhdn;

- Vdn ban, gi6y td, tii liQu xric
minh (n6u c6);

- Dy thio vin bin brio cilo
neu ro co so li€nha

02
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nhdn vri tri k€t qu6 d
ngudi nQp h6 so (kdm v6n bin huong
din, n6u 16 lj do, nQi dung b6
sung...)-thuc hiQn l4i budc 1

-Truong ho-p cAn phni ki6m tra, xitc
minh: DU th6o vdn bAn xiic minh; dU

thio Phi6u xin l5i vi hen lai ngiy tri
ktit qui (n6u c6).

- Ni5u h6 so dAy <ili, hqp lQ, fting quy
dinh, truong hqp ti€p nhan h6 so dEng
lcj gi6.rn hQ theo hinh thric ftrc ti6p: Dg
theo ket qui gidi quy6t. Trinh LEnh
dao Phong xem x6t, ph€ duyQt.

Truong hqp ti6p nhin hO so dAng ky
gi6m hQ theo hinh thuc tryc tuy6n,
cdng chric ldm c6ng tac hQ tlch grii lai
bitiu m6u "Trich luc dang kj gi6m hQ

<tiQn tu" voi th6ng tin dAy rti cho
ngudi y6u ciu qua thu diQn tu ho{c
thi6t bi s6.

Ngudi y€u cAu c6 trrich nhiQm ki6m
tra tinh chinh x6c, dAy dri oia c6c

th6ng tin tr6n bitiu m6u Trich lpc dlng
kj girlm hQ tli6n tri vd x6c nhan (tdi da
mQt ngdy).
.',< ^ l
N€u nguoi co yeu cdu x6c nhfn th6ng
tin dE thdng nfr6t, aAy dri hoflc khdng
c6 phdn h6i sau thdi han y6u cdu thi

chtic ldm c6nc ch int6c h

th6ng brio cho quan; k6t qu6 ki6m.tra,.x6c
minh h6 so; j ki€n d€ xu6t);

- Dg th6o Trich luc ddng ky
gi6m hQ @an chinh); Bin sao

Trich lpc dAng ky gi6m. hQ

(n6u c6ng d6n c6 y€u cdu):
BiAu mdu theo Th6ng tu s6

04/2020/TT-BTP cita Bd
trrdng BQ Tr phdp.
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"Trich lpc d6ne lry gi6m hQ" trinh
Ldnh <l4o Phdng xem xdt, ph6 duyQt.

2.2 Xem xdt,
b6o c6o
Lanh tl?o
UBND cdp
huyQn

Lanh
Phdng
ph6p

iI?o
Tu

- Xem x6t, duyQt hO so;

- 86o cdo Linh dao UBND c6p
huyQn.

- Hd so de tiiip nhdn;

- Van bAn, gi6y td, tdi liQu xdc
..,1

mlnn (neu co.);

- VAn ban b6o c6o (n€u rO co
sd"phrip ly li6n quan; ktit qun
ki6m tra hO so; y ki€n d6
xudt);

- Dg thio Dtr thdo Trich lUc
d6ng ky gi6m hQ (ban chinh);
Bin sao Trich luc tline k]
gi6m hQ (n6u c6ng ddn c6 y6u
ciu).

0l

UBND
cap

huyQn

Bufc 3 K! duyQt k6t qui giii quy€t vd tl6ng d6u 01

3.1 Ky duyQt
k6t qud giti
quy€t

Lanh dao
UBND cdp
huyQn

Ky Trich lgc tllng kf gi6m h0 (ban

chinh), Ban sao Trich lpc tl6ng ky gi6m
h0 (niiu c6ng dAn c6 y6u cAu).

Trich luc <lAne ky gi6m hQ

(ban chinh); Bdn sao Trich
luc deng ky gi6m h0 (ni5u

l.
cong oan co yeu cau).

0,75

3.2 D6ng ddu Vin thu D6ng d6u vd chuyiSn ktit qu6 cho Phdng
Tu ph6p

Trich luc deng ky gi6m hQ

(bnn chinh); Bin sao Trich
lpc <Iing ky girim hO (ni5u

i.
cong oan co yeu cau).

0,2s
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Phdng
Tu

phdp

Budc 4 Ghi vdo 56
hd tich

C6ng chric
ldm c6ng
tric hO tich

- Ghi vdo SO eang ky gi6m h6; ctng
ngudi tli dAne ky gi6m hQ h/ vdo 56;

- Luu hd so vd chuy6n k6t qui cho BQ

phdn TiiSp nhdn vd TrA k6t qui.

- 56 dqlc ky ei6m h0
(Bi€u mdu ban hdnh theo
Th6ng tu sii Ol/ZOZOtrt-
BTP cua B0 truong BQ Tu
phdp);

- Trich IUc dAng ky gi6m
h0 (b6n chinh); Bdn sao

Trich lUc dang kj gi6m. hQ

(n6u cdng d6n c6 y0u cAu).

0,5

Trd kOt qu6 B0 phan
ti6p nh{n
vd tri k€t
qua

Trd k6t quA cho c6ng ddn Trich luc d6ng ky gi6m hQ

(bin chinh); Bdn sao Trich
luc ddng ky gi6m.hQ (n€u
c6ng ddn c6 y6u c6u).

0

H
-H

Burlc 5

so ducvc ltru tr[ t4i Phdng Tu ph6p theo.quy dlnh hiQn hdnh, bao g6m:
6 so dd ti€p nhdn theo TTHC da c6ng b6;

- Ban chpp gi6y td cia ngudi y€u cAu tlSng lcj h6 tich xu6t trinh (do ngudi ti€p nhQn h6 so thuc hi€n sao ch\rp d6 lrru h6 so theo quy dinh
t4i khoin 3 Di€u 3 Thdng tu s6 O+l2lZOfif-BTP ngiy 281512020 cta BQ tru&ng BQ Tu ph6p Quy dinh chi ti6t thi hnnh mQt s5 dieu cria
Ludt h0 tich vd Ngh[ rlinh sr5 1231201 5ND-CP ngdy I 5 thriLng I 1 nim 201 5 cta Chinh phri quy ilinh chi ti6t m$t s5 di6u vd biQn ph6p thi
hdnh Luflt hO tich). Trudng hqp c6c th6ng tin trong cdc gi6y td ndy dd c6 trong Co sd dt liQu qu6c gia vd dan cu (CSDLQGVDC), Co sd
dt liQu hQ tich diQn fii (CSDLHTDT), duoc hQ th6ng didn ts dQng thi kh6ng phni xu6t trinh (theo hinh thuc tr.uc ti6p) hodc tdi l€n (theo hinh
thftc tryc tuy€n).
- Vin bin, giAy td, tii liQu xaic minh (dOi vdi truong hqp c6 x6c minh);
- Vdn ban b6o cdo Ldnh tlao UBND cAp huyQn;
- Bin chsp ket qua ttHC;
- Vdn bin thdng brio viQc dEng lcf h0 tich it6n co quan li6n quan (ttiii voi truong ha'p phai thdng b6o theo quy dlnh cta Luflt H0 tich vd ciic vin
ban chi tiOt thi

UBND
cap

huyQn

6.2. Thfr tgc tllng kf girim hQ cri yiiu t6 nuric ngoAi, trulng hqp gi6m hQ tluong nhi6n

- Ma s6 quy trinh thri 4rc hanh chinh: 1.001669-02

- Thdi h4n gi6i quy6t: 03 ngdy ldm viQc.
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Co
quan,
ilon vi

Bufc
thUc
hi6n

TGn bufc
thqc hiQn

Tr6ch
nhiQm

thgc hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu/k6t qui Thiri
gian

(ngdy)

Ghi
chri

I,]BND
cap

huyQn

Buric 1 Ti6p nh@n

h6 so
B0 phan
tii5p nhan
vri trd k6t
qua

a. NQp hi so trqc tiilp;

- Xem xdt, kitim tra tinh hqp lQ cria hd so:

+ Trudng hSr'p hg so chua diy dri: c6n
chric ti6p nhan h6 so hu6ng. ddn d6.c6n
dAn b6 sung h6 so.vd in Phi€u y€u cdu b
sung, hodn thiQn h6 so;

E

b
o

+ Trudng hqp16 so kh6ng (ung quy dinh:
in Phi€u tu ch6i gini quy€t h6 so;

, I -;.+ Truong hgp hd so ddy tlt, hq,p lQ: Ti€p
nhdn vdnhfp thdng tin ti6p.nhflr1 h6 so vdo
Ph6n m€m MQt cria; in Gi6y ti6p nhfln hd
so vir tri ki5t qui cho ngudi y€u cAu; thUc
hiQn sO h6a (sao chqp, chuyEn thdnh tdi liQu

tliQn tu trOn hQ thdng thdng tin, co sd d[
liQu) vd ky s6 vdo tdi li€u, hd so.

- Chuy6n hd so tttSn Phdng Tu phrip.

b. N/p hO so trqrc tttydn:

- Sau khi nh|n ilugc th6ng b6o.c6 hii so y€u
cdu ding kl Si6m hQ c6 y6u t6 nu6c ngodi
gti tr€n Cdngdich 4r c6ng, cdng chuc ti€p
nhan 116 so ti6p nhfln, ki6m tra tinh chinh
x6c, tl6y <fii, th6ng nhat, hqp l€ cta h6 so:

+ Trudng hqp hti so chua dAy tlt, chua hqp
l€, B0 phfln ti6p nhfn vd tri k€t qui grii
th6ng b6o hudng d6n b6 sung, hoan thiQn
h6 so qua COne dich vu c6ng, cdng ddn c6
th€ ki€m tra tinh trang xu lf h6 so khi d6ne

- Phi6u y6u cAu b6 sung,
hoAn thiQn hd so (Mdu
s6 02 ban hdnh kim
theo Th6ng tu
s6 01/2018/TT-VPCP
ngdy 23/l I/2018);
- Phii5u tu ctriii .tii5p
nhan gini quy€t hd so
(Mdu sii 03 ban hdnh
kd!" theo Th6ng tu
sd 01/2018/TT-
VPCP ngdy
23/t 1/20r8).

- Gi6y ti€p nhin hti so
vd hgn trd klt ryL (Mdu
s6 01 ban hdnh kim
theo Th6ns tt
s6 01/2018/TT-VPCP
ngay 23/1 l/2018);
- H6 so theo tht tuc
hdnh chinh de c6ng b6.

0 5
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nhap vao C6ng dich vg c6ng. Tr4ng th
so tr€n C6ng dlch vq c6ng l?r "Y€u cAu b6
sung giay td".
+ Trubng hqp h6 so bi tri ch6i, BQ phf,n ti6p

{14n va tr6 k6t qui grii.thdng,b6o ttr ch6i
ti6p nh4n h6 so qua cdng Cdng dlch 4r
c6ng, c6ng ddn c6 th6 ki6m tra tinh trAng

xt ly hd so khi dlng $dp vao C6ng dlch
vs c6ng. Tr4ng th6i h6 so.tr6n C6ng dich
vU c6ng li "Kh6ng dugc ti€p nhin".
+ Trunng hqp hii so day dri, hqp lQ, fi?ng
th6i h6 so tr6n C6ng dlch 4r c6ng ld "Dugc
ti6p nhan",."YCu cdu thyc hi6n nghia vu tdi
chinh". Phdn m€m sE cdp qQt Md s6 h6 so
tryc tuy6n cho ngudi y6u cdu.

- Hudng din ngudi y6u cAu thanh totu phi,
lQ phi: Thfrc hi6n thanh toiin tryc tuy6n
(C6ng dich vg c6ng phdi cung c6p chric
nlng thanh toan phi qua m6i trudng mang).
- Ngay sau khi nhan duoc phi, l€ phi <IAng

.ir,,k! giam hQ c6 ydu t6 nudc ngodi, BQ phfn
tiilp nhfn vd tri tilt qua ti6p ntran h6 so, grii
th6ng b6o "Dang xri l.'i" vd ngay hen tri k6t
qu.a qya C0ng dich vu c6ng,.cdng ddn c6
th6 ki6m tra tinh trang xri ly h6 sothi d5ng
nh6p vdo C6ng dich vp cOng. D6ng thoi,
tr4ng th6i hd so tr6n C6ng d[ch vu c6ng ld
"Dang xt ly".
- Chuy6n hO so di5n Phdng Tu ph6p.

al
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Bvirc2 Xt li hO so, b6o c6o Lanh tt4o UBND c6p huyQn 1 5Phdng
Tu phip

xri lf h6 so

Ki6m
tham

tra,
mtru

C6ng chtic
ldm c6ng

t6c h0 tich

- Xu l)r, thAm tra hd so;

-Trudng hqp h6 so cdn b6 sung, hodn
thi€n hoac kh6ng <tt di6u kiQn gidi

9|V6t, phni tu ch6i thi gtri th6ng b6o
v0 tinh trang hd so tdi B0 phan ti6p
nhdn vd trd k€t quA d€ th6ng biio cho
nguoi nQp h6 so (kdm vin ban hu6ng
ddn, n6u rd ly do, nQi dung b6
sung...)-thuc hi€n lai bu6c l.
-Trudng hqp cAn phii kitim tra, xiic
minh: DU th6o vln bdn x6c minh; dU

thio Phi6u xin l5i vd hgn l4i ngdy tri
ktit qui (ni5u c6).

- NiSu hd so dAy <h1, hqp lQ, dring quy
dinh, fuong hq,p ti€p nhan h6 so ding
lcj giri.rn hQ theo hinh thric truc ti6p: Du
th6o k€t qui giii quy6t. Trinh Ldnh
tl4o Phdng xem x6t, ph6 duyQt.

Trudng hqp tiisp nhfln hO so ddng ky
girim h0 theo hinh thric t4rc tuy6n,
c6ng chrlc ldm c6ng t5c h0 tich gui l?i
biOu m6u "Trich luc dAng kj gi6m hQ

tliQn tu" voi th6ng tin il6y tftl cho
ngudi y€u cdu qua thu diPn tu ho{c
thi6t bi s6.

Nsudi v6u cAu c6 trrlch nhi€m kii3m
tra tinh chinh x6c, <l6y dri cria c6c

tin tr6n bi6u mdu Trich lucth6n

2.1 - Hti so de tir5p nhfln;

- Ven ban, gi6y td, tai lieu x6c
.,,1

mlnn (neu co);

- DU th6o vEn bin brio c6o
(n6u rd co sd ph6p lj li6n
quan; k6t qui kiiim tra, x6c
minh h6 so;1f ki6n ae xu6t);

- Du th6o Trich luc tldng lcj
gi6m h$ (ban chinh); Bin sao

Trich lgc deng ky gi6m. hQ
(n€u c6ng ddn c6 y0u cdu):
BiAu miu theo Th6ng tr s6
04/202o/TT-BTP
trudng BQ T* phdp

cua B0

02
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ky gi6m h0 diQn tu vir xrlc nhfln (t6i da
mQt ngdy).
--r ^ I
N€u ngudi c6 ydu cdu xric nhd-n th6ng

tin dd th6ng ntr6t, aAy dri ho{c kh6ng
c6 phdn htfi sau thdi h4n y6u ciu thi
c6ng chric ldrn c6ng t6c hQ tich in
"Trich lqc dang ky gi6m hQ" trinh
Lf,nh <lao Phdng xem xdt, ph€ duyQt.

2.2 Xem xdt,
brio c6o
Lanh dao
UBND c6p
huyQn

Ldnh d4o

Phong Tu
phap

- Xem xdt, duyQt h6 so;

- B6o ciio Ldnh tl4o UBND c6p
huyQn.

- Hd so da tiep nhan;

- V[n bdn, gi6y td, tdi liQu xric
minh (n6u c6);
- Vdn bin b6o c6o (n6u.r6 co
sd.ph6p lj li€n quan; k€t qud
ki6m tra h6 so; j ki6n d€

xu6t);

- Dr,r thio Du thio Trich luc
dang ky gi6m hQ (bin chinh);
Bd,n sao Trich luc tlang ky
gi6m h$ (n€u c6ng dAn c6 y6u
cdu).

0l

UBND
cap

huyQn

Bufc 3 Ky duyQt k€t qui giii quy6t vd d6ng d6u 0,5

3.1 Ky duyQt

k0t qud giii
quy€t

LEnh clpo

UBND c6p
huyQn

Kj Trich h,rc d[ng ky gi6m h0 Oan
chinh), Ban sao Trich lgc dlng lcj gi6m
h0 (n6u c6ng dAn c6 y6u cdu).

Trich luc ctAng kj gi6m hQ

(bin chinh); Birn sao Trich
lpc ddng lo-f gi6m hQ (n6u)..
cong oan co yeu cau).

0,75

3.2 D6ng d6u Vin thu D6ng d6u vd chuyiSn k€t qut cho Phdng
Tu ph6p

Trich luc ddne ky gi6m hQ

(b6n chinh); BAn sao Trich
0,25



63

llrc dang ky gi,im h0 (niiu
i,

cong oan co yeu cau).

Phdng
Tu

phdp

Bufc 4 Ghi vdo 56
h0 tich

I 5, - Ghi vdo 56 dang ky gi6m h0; ctrng
ngudi di dane ky gi6m hQ k;f vdo 56;

- Luu h6 so vi chuy6n k6t qui cho BQ

phfn Ti€p nhfln vd T16 k€t qud.

- SO dq1rC ky girim hQ

(BiAu mdu ban hdnh theo
Th6ng ttt tii 1l/zozonr-
BTP cila B0 trudng B0 Tu
ph,ip);
- Trich luc dang kj girim
h0 (ban chinh); Ban sao
Trich luc rlSne loi siAm h6
(n6u c6ng dAn c6 y6u cdu).

0,s

UBND
cap

huyQn

Budtc 5 Tri kiit qu6 01 Tri k€t qui cho cdng ddn Trfch lgc deng ky gir{m h0
(ban chinh); B6n sao Trich
luc dtrng lci giem.hQ (niiu
c6ng ddn c6 y€u c6u).

0

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

- Hd so tta ti6p nhfn theo TTHC dE c6ng b6;

- Bin chup gi6y td cria ngudi y€u ciu tldng ky h0 tich xudt trinh (do nguoi ti6p nh{n hti so thuc hi€n sao chgp.tli5 luu h6 so theo quy dinh
tqi khoan 3 Di6u 3 Th6ng tu sd 04/20201'[-I-BTP ngiy 2815/2020 cta BQ trudng BQ Tu ph6p Quy dinh chi ti€t thi hdnh mQt s6 tli6u cria
Luft hQ tich ve Nehi <tinh s6 123I20I5AID-CP ngdy 15 thring I I n6m 2015 cia Chinh ph[ quy tlinh chi.tiiSt mQt sd di6u vd bi€n phrip thi
hdnh Luflt hO tich). Trudng hgp c6c th6ng tin trong cdc. gi6y td nny dE c6 trong Co sd dt liQu qu6c gia vti dan cu (CSDLQGVDC), Co sd
dt li€u h0 tich ttiQn tu (CSDLHTDT), <Iugc hQ th6ng tli6n t.u dQng thi kh6ng phii xu6t trinh (theo hinh thric tr.uc ti6p) ho{c tii l€n (theo hinh
thric tryc tuyiin).

- Vdn bin, giiiy tit, tdi liQu x6c minh (di5i vdi trudng hqp c6 x6c minh);

- VEn bin b6o cdo Ldnh itao IIBND c6p huyQn;

- Ban chup t<6t qua ttHC;
- Vin bin th6ng b6o viQc dlng kf hQ tich d6n co quan li6n quan (d5i voi truOng trqp phii th6ng brio theo quy tllnh oia Luflt HQ tich vd ciic vdn
ban quy dinh chi tict thi hanh).
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7. Thri tqc tl5ng kj ch6m d{rt gi6m hO c6 yi6u tii nul'c ngoii (Ma s6 TTHC: 2.OOO756

- Ma s6 quy trinh thri tr,rc hdnh chinh: 2.000756 (Theo ma sO TTHC tr6n co sO dt IiQu TTHC dich vu c6ng: 2.000756).

- Thdi han gi6i quyi5t: 02 ngdy ldm vi6c

Co quan,

ilor vi

Burfc
thgc

hiQn

T6n bufc
thrlc hiQn

Trich
nhiQm

thgc hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu/k6t qun
Tht i
gian

(ngnv)

Ghi
chri

Brrfc I Tirin nhrin
h6 so

B0 phan
ti6p nhal
vd tri k6t
qua

a. N1p hd so fttfc i6p:
- Xem x6t, ki6m tra tinh hqp lQ cria h6
so:

+ Truong hqp h6 so chua dAy dri: cdng
chuc ti6p nhan.h0 so hudng dAn <I€ cOng

ddn bd sung h0 so vd in Phi€u y€u cdu
b6 sung, hodn thiQn hd so;

+ Truong h.qp hO s.o kh6ng ttring quy
<linh: in Phi6u tu ch6i giii quy6t h6 so;

+ Trudng hqp hti so dAy dg, t sp lp: Tiilp
nhfn v1 nhAp thdng tin ti€p nhfn hd so
viro Phrin m€m MQt cria; in Gi6y ti€p
nhfln hd so vi tri ktit qui cho ngudi y6u
cdu; thpc hi6n sd h6a (sao chup, chuy6n
thenh tdi liQu diQn tri tr6n h6 th6ng th6ng
tin, co s& dt liQu) va kli s6 vdo tdi liQu,
h6 so.

- Chuy6n h6 so d6n Phdng Tu ph6p.

b. N\p hi so trqc tuydn:

- Sau khi nhQn dugcthdng b6o c6 hti so
y6u cdu rlang ky chdm dut gi6m hQ c6

6u t6 nu6c oal i trCn Cdn d ch

- Phitlu y6u ciu b6 lung,
hodn thiQn h6 so (Mdu s6
02 ban hdnh kem theo
Th6ng tr sii Ot/Zll8fiZ-
VPCP ngdy 23/11/2018);

- Phir5u tt chOi ti6p nhQn.

giAi quy6t h6 so (Mdu sb
03 ban hdnh kim theo
Th6ng tu t6 0t/20t8/rr-
VPCP ngdy 23/l 1/2018).

- Gi6y ti6p nhfln h6 so. vd
hgn tri k€t qui (Mdu s6 0l
ban hdnh. kim theo Th6ng
tu sd 0l/2018/TT-
VPCP ngdy 23/11/2018);

- H6 so theo thri tUc hinh
chinh dd c6ng b6.

o,25UBND
cap

huyQn
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nhfln, ki6m tra tinh chinh x6c, ttdy dt,
th6ng nh6t, hqp lQ cta hd so:

+ Trudng hqp hii so chua dAy ttri,.chua
hqp 19, B0 phQn ti6p nhfln vd trd k€t qui
gti th6.nC b6o hudng ddn b6 sung, hoan
thiQn hd so qua Cdng dich 4r c6ng, c6ng
ddn c6 th6 ki6m tra tinh tr4ng xl ly h6
so khi tling nhQp vho C6ng dich vU

cdng. Tr4ng th6Li hd so tr6n C6ng dich v.u

cdng ld "Y€u cdu bd sung gi6y td".
+ TruimB hqp hti so bi tu chi5i, B0 ph0n
ti€p nhfln vd tri k6t qui gii th6ng b6o tu
ch6i ti€p nhfn hd so qua c6ng.C6ng dich
vu cdng, cdng.dAn c6 th6 ki6m tra tinh
tr?ng xri ly h6 so khi <ldng nlr6p ,ao
C6ng dfch vr,r c6ng. Tr4ng th6i hd so tr6n
C6ng dich qr c6ng li "Kh6ng tlugc ti6p
nhfln".

+ Trudng hgrp h6 so dAy dri, hqp lQ, tr?ng
th6i h6 so tr6n C6ng dich. vu c6ng ld
"Dugc ti€p nhQn", "YCu ciu tfuc hiQn
nghia vu tdi chinh". PhAn.mAm sC c6p
mQt MA s6 hd so tr.uc tuyen cho ngudi
y6u c6u.

- Hudng din nguoi y6u cAu thanh toiin
phi, lQ phi: Thlrc hiQn thanh to6n truc
tuy6n (C6ng dich ru c6ng phii cung c6p
chfc nlng thanh toAn phi qua m6i
trutmg m4ng).

cdng, c6ng chfc ti nhen h so ti
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- Ngay sau.khi nhan tluqc phi, lQ phi
dAng ky ch6m dut Ci1r. h0 c6 y6u t6
nudc ngodi, BQ ph{n ti6p nhdn vd trri k€t

" .: , I
qud ti€p nhdn h6 so, grii th6ng b6o
"Dang xri lj" vd ngdy hgn trd k6t qui qua
C6ng dlch 4r c6ng, c6ng ddn c6 th6
ki6m tra tinh trang xt ly h6 so khi d[ng
nhfp vdo C6ng dich 4c0ng. Ddng thdi,
tr4ng thrii hd so tr0n C6ng dich vq cdng
ld "Dang xt ly".
- Chuy6n h6 so d6n Phdng Tu phrip.

Phdng
Tu phrip

Bufc 2 Xri ly hd so, b6o ciio LEnh dao UBND cdp huyQn 01

2.1 Ki0m tra,
tham muu
xri ly hd so

Cdng chric
lem c6ng
tric hQ tich

- Xri ly, thAm tra hd so;

-Trudng hqp hd so cAn b6 sung. hodn
thien ho6c kh6ne dt di€u ki€n gidi
quydt, ph6i tu chdi thi gti th6ng b6o vE

tinh trang h6 so.tdi B0 phdn ti6p nhfn
vd trd k€t qud <l€ th6ng b6o cho ngudi
nQp hd so (kdm v6n ban hudng dAn,

n6u 16 lj do, nQi dung b6 sung...)-thuc
hiQn lai budc 1.

-Trudng hqp cAn phni kirim tra, x6c
minh: D1r thio vdn bin xdc minh; dU
thio Phi€u xin l6i vir hgn l4i ngdy tr6
, i. . . ;
Ket qua (neu co).

- N6u hd so dAy dt, hqp lQ, dfng quy.r i
dinh, truong hqp ti0p nh6n hd so ding hj
chdm dut giAm hQ theo hinh thric tnrc

- Hti so tta tii5p nh{n;
.i .- van ban, glay to, tal llgu

xiic minh (ntiu c6);

- DU thio vin ban b6o c6o
(n6u r6.co sd ph6p lj li6n
quan; k€t qua ki6m tra, rdc
minh h6 so;1i ki€n d€ xu6t);

- Dr,r thio Trich luc dAng ky
chdm dut gi6m h6 (ban
chinh), ban sao Trich luc
dans hi ch6m drt sidm hd
(n€u c6n_g drin co y€u cAu):
(BiAu mdu theo Th6ng tu s6
04/2020/TT-BTP cio Bo
trtong BQ Tr phdp).

0 5
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tii5p: D1r th6o ktlt qui gi6i quy6t. Trinh
Ldnh tl4o Phdng xem x6t, ph€ duyQt.

Trudng hgp ti6p nhin h6 so ddng kj
ch6m dut gi6m hQ theo hinh thric truc
tuy6n, c6ng chtc ldm c6ng t6c hO tich
grii l4i biiSu miu "Trich luc dEng lai
ch6m dut gi6m hQ di€n tu" v6i th6ng

tin dAy dri cho ngudi y6u cAu qua thu
ili€n tu hoac thii5t bi s6.

Ngudi y6u cAu c6 tr6ch nhi€m ki6m tra
tinh chinh xric, dAy dri cria c6c th6ng tin
tr€n bi.!u mlu Trich lgc <ldng lcj ch6m

dut gir{m h0 tliQn tri vd x6c nhan (t6i da

mQt ngdy).
,,t I .
N€u nguoi c6 y€u cdu x6c nhfn th6ng
tin da th6ng ntr5t, Ciy ttt ho4c kh6ng
c6 phan h6i sau thoi han y6u cdu thi
c6ng chr?c ldm c6ng. t6c h0 tich in
"Trich luc ttEng ky chdm dut gi6m hQ"
trinh Linh il4o Phdng xem x6t, ph€
duyQt.

2.2 Xem x6t,
b6o c6o
Ldnh tlao
UBND c6p
huyQn

Lanh
Phdng
ph6p

tlao
Tu

- Xem xdt, duy€t h6 so;

- 86o c6o Ldnh d4o UBND c6p huyQn.

- HO so de tiiip nhfln;

- VAn ban, gi6y td, tdi liQu
x6c minh (n6u c6);

- VAn ban b6o c6o (n6u 16

co sd p.h6p lj li6n quan; k6t
qut ki6m tra h6 so; j ki6n
dC xu6t);

0,s
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- Dg thiro Trich Iuc dAng ky
chdm dut gi6m hQ @nn
chinh), ban sao Trich luc
dIng ky ch6m dut giriq hQ

(n6u c6ng d6n c6 y6u cAu)

UBND
cap

huyQn

Phdng
Tu phip

Budc 3 K], duyOt
kilt gun gi6i
quy€t vd
<I6ng d6u

- Linh dao
UBND c6p
huy€n;

- VEn thu.

- Kj Trich luc ding l<y chiln dtrt giim
h0 (bnn chinh), bin sao Trich luc dang
kj ch{m dut gi6m hQ @iiu c6ng ddn c6
yAu cdu);

- Van thu tl6ng d6u vd chuy6n k6t qui
cho Phdng Tu ph6p

Trich lgc ddngky chdm dr"rt

gi5m hQ (bAn chinh), ban
sao Trich luc ddng lcj' chdm
dut gi6m hQ (n6u c6ng d6n
c6 y6u cdu)

0,5

Buric 4 Ghi vdo 56
h0 tich

Cdng chuc
lem cdng
t6c h0 tlch

- Ghi vdo 56 ddng ky chdm dut girim
hQ; ctng ngudi <li d6ng ky ch6m dut
gi6m hQ lo-f vdo 36;

- Lrru h6 so vd chuy6n kiit qui cho BQ
ph{n Ti6p nhfn vd Tra ket qua.

- SO dang ry ch6m dtrt girirn
hQ (BiAu mdu ban hdnh theo
Thdng u t,i 1l/zoz,trr-
BTP cua BQ Tn phdp);

- Trich luc dang ky ch6m
dut girim h6 (ban chinh),
bAn sao Trich luc d,urg ty
ch6m dut girim h6 (n€u cdng
ddn c6 y6u cdu).

0,25

UBND
cap

huyQn

BuOc 5 Trd k6t qui B0
tlep
vir
qua

Phin
nhan

tr6 k6t

Tri k6t qui cho c6ng ddn Trich lgc dang kj chSm dut
gi6m hQ @in chinh), bin
sao Trich luc <l6ng kj ch6m
dut gi6q h6 (ni!u c6ng dAn
c6 y€u cdu)

0

Hd so dugc luu trii t4i Phdng Tu ph6p theo quy dinh hiQn hirnh, bao g6m:

- Hti so da fii5p nh4n theo TTHC dd c6ng b6;



69

8. Thfr tgc thay tl6i, cii chinh, b6 sung thdng tin hQ tich, x6c tlinh l4i d6n tQc (Me sO TTHC: 2.000748). C6 02 quy trinh thuc
hiQn.

8.1. Tht tgc b6 sung th6ng tin hQ tich

- Ma s6 quy trinh tht tlrc hanh chinh: 2.000748-01

- Thdi han gi6i quyiit: Ngay trong ngdy ldm viQc, trudng hqp nhan hO so sau l5 gid md kh6ng giii quy6t duo. c ngay thi nd k6t qui nong
ngiy ldm viQc titip theo.

Ban chup td ua ngud eu dAn ky ho tlch xuat hinh (d nguoi ti nhan h th hien h dc I ho th d nhglav c I v u o o so uc sao c up tru so eo quv I

o so eukhoan 3 D e 3 Th6ng hJ 04 t)020 tt"f BTP gd 28l5t2020 cu Ba trudn B T hdp Quy dinh h tiCt th henh ot di uataI 1 u s n v a (, a u p c I I m c
Lu4t h0 tich vn Nghi dinh s6 l23l20l5ll.{D-CP ngdy 1 5 thang 1 1 n[m 201 5 cria Chinh pht quy dinh chi ti6t m6t sti diAu vd biQn ph6p thi
hdnh Luflt h0 tich). Trudng hqp c6c thdng tin trong ciic. gi6y td ndy tli c6 trong Co sd dt liQu qu6c gia v6 din cu (CSDLQGVDC), Co sd
dt li€u h0 tich tli€n ru (CSDLHTDT), duqc hQ th6ng tli6n t.u dQng thi kh6ng phii xudt trinh (theo hinh thr?c tr.uc tiCp) hopc tdi l6n (theo hinh
thfc tr.uc tuyen).

- Vdn ban, gi6y td, tii liQu x6c minh (di5i vdi trudng hgp c6 x6c minh);

- Vdn bin b6o ciio Ldnh rlao UBND c6p huyQn;

- Bin chqp kiit qui TTHC;

- Vin ban thdng b6o viQc tfing ky hO tich d6n co quan li6n quan (d6i v6i tuong hqp phai th6ng brio theo quy tllnh cria Ludt Hd tich vd ciic v5n
ban quy dlnh chi tiet thi hanh).

Ccr quan,
ilcrn vi

Bufc
thu. c
hi6n

TGn buric
thu.c hiQn

T16ch
nhiQm

thgc hiQn
NQi dung c6ng viQc thu,c hiQn Bi6u miu/k6t qui

Thcri gian

(ngiy)
Ghi chri

UBND
cap

huv6n

Burfc 1 rf6p nhfln
hd so

B0 phin
ti6p nhfln
vd tra k6t
que

a. N\p hi so trqc tidp:

- Xem xdt, ki€m tra tinh hqp lQ cta ho
so:

+ Trudng
chuc ti€p

hqp hd so chua diy chi: c6ng
nhan hO so hu6ng d6n tlii

- Phitiu y€u cAu b6 sung,
hoan thien hd so (Mdu s6
02 ban hdnh kdm theo
Th6ng tu sii Ot/ZOtan"r-
VPCP ngay 23/11/2018);

- Phi6u tu ch6i tirip nhfln.
giii quydt hd so (Mdu s6

Ngay
hong ngdy
lim viQc,
tuong
hgp *,a"
h6 so sau

15 gid md
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cAu bi5 sung, hoan thien hO so;

+ Trudmg hgp h6 so kh6ng dung.quy
dinh: in Phi€u tu ch6i giii quy6t hd so;

+ Trudng hqp h6 so ttdy ctt, hqp lQ:

Tii5p nhdn vd.nhflp thOng tin ti6p nhfn
hO so vdo PhAn m6m MOt cta; in GiAy
tiiip nh{n hd so vd tri k6t qud cho ngudi
y€u ciu; thUc hiQn s6 h6a (sao chup,
chuy{in thdnh tei fiQu tliQn tri tr6n hQ

th6ng th6ng tin, co sd d[ liQu) vd lcj s6
vio tdi li6u, h6 so.

- Chuy6n h6 so di5n Phdng Tu phrip.

b. NAp hi so trqc tttydn;

- Sau khi nh{n tlugc th6ng b6o c6 hd so
y6u cAu dang lqi thay d6i, cii chinh, bO

sung hQ tich, xdc tlinh lai dAn tQc grii
tr€n COng dich vg c0ng, c6ng chric ti€p
nhan hO so 1i6p nhfn, ki€m tra tinh
chinh.xric, ddy dt, thOng nhat, hqp lC

cria hd so:

+ Truong hgp hti so chua dAy dt,.chua
hqp l€, B0 phan ti6p nhfn vd tri k€t qui
gui thdng b6o hudng d6n bd sung, hoan
thiQn h6 so qua Cdng dich 4r c6ng,
c6ng dAn c6 thO ki6m tra tinh tr4ng xri
lf h6 so khi ddng nhfp.vdo C6ng djch
vg c6ng. Trang thdi h6 so,tr6n C6ng
dich u1 c6ng ld "YOu cdu b6 sung gidy
td".

c6ng ddn b u y6usung h so vd in Phi 03 ban hdnh kdm theo
Th6ng tu t6 1ttz7tStrr-
VPCP ngdy 23/11/2018).

- Gi6y tii5p nhfn h_6 so. vd
hgn tra ket qud(Mdu s6 0l
ban hdnh kim theo Th6ng
tu sti 01/2018/TT-
VPCP ngdy 23/11/2018);

- Hd so theo tht tuc hdnh
chinh dd cdng b6.

khdng giii
quy6t
dugc ngay
thi ffi ket
qua trong
ngny hp
vi€c ti0p
theo.
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so bi tt ch6i, B0 phan
ti6p nhfn.vd trd k6t qui grii th6ng b6o
tu ch6i ti€p nhan h0 so qua c6ng C6ng
dich vu c6ng, c6ng.d6n c6 thii kiiim tra
tinh tr4ng xi lf hd so khi <lEng nhfp
vio C6ng.dfch vu c6ng. Tr4ng th6i hd
so h€n C6ng dich vu c6ng ld "Kh6ng
iluqc ti6p nh{n".

+ Truong fs? td so.dAy dt, hqp lQ,

tr4ng thrii h6so tr€n COng dich vg c6ng
ld "Dugc ti6p nh0n", "Y€u chu thuc
hi€n nghia vu tii chinh". PhAn mAm sE

c6p mQt Md s6 hd so tn;c tuy€n cho
nguoi yOu cdu.

- Hu6ng ddn ngudi y6u cAu thanh torin
phi, lQ phi: Thuc hiQn thanh toiin truc
tuyi5n (C6ng dich vr,r c6ng phdi cung
cdp chric ndng thanh to6n phi qua m6i
trulng m4ng).

- Ngay sau hi *,a" tlugc phi, lQ phi
dang ky thay d6i, cii chinh, b6 sung hQ

tich, x6c ttinh lei ddn tQc, BQ ph{n ti€p
nh{n vi tri k6t qu6 titip nhfln h6 so, grii
th6ng b6o "Dang xi ly" vi ngiy he.n tri
k6t qui qua C6ng dich v.u c6ng, c6ng
ddn c6 th€ ki€m tra tinh trang x} lf hO

so khi tting nhfp vdo Cdng.dich 4r
c6ng. DOng thdi, tr4ng th6i h6 so trdn
C6ng dlch vg c6ng ln "Dang xi ly".
- Chuy6n hd so diln Phdng Tu ph6p.

+ Truong hqp h
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Phdng
Trr ph6p

Brrric 2 Xt l)i hd so, b6o c6o Ldnh <lao UBND c6p huyQn

2.1 Ki6m tra,
tham mrru
xu ly no

SO

C6ng
chric lim
cdng titc
h0 tich

- Xri li, thAm tra hO so;

-Truong ho. p hd so cin b6 sung, hodn
thiQn ho4c kh6ng ttri di€u kiQn giii
quy6t, phei nr ch6ithi griithdng brlo vd

tinh tr4ng h6 so.tdi B0 phdn ti6p nhdn
vd tri k€t qui d€ th6ng b6o cho ngudi
nQp hd so (kdm vdn b6r hudng ddn,
n6u 16 lf do. nQi dung b6 sung...)-thgc
hiQn l4i bu6c 1.

-Trudng hqp cin phni ki6m tra, xitc
minh: D1r thio vin ban xric minh; dg
thio Phitiu xin l6i vd hgn lai ngdy tri
, t_ , , :.
Ket qua (neu co).

- NCu h6 so d6y dri. hqp lQ, dung quy
dinh, trucrng hqp ti6p nhan hd so <Iang ki
b6 sung th6ng tin h6 tich theo hinh thtc
tr.uc titlp: Du thdo kiit qud gini quyiit.
Trinh Lanh d4o Phdng xem x6t, ph6
duyQt.

Truong hqp ti(5p nhfln h6 so rlEng ky bd
sung th6ng tin h0 tich theo hinh thfc
tryc tuy6n, c6ng chric larm c6ng tec hO

tich girilai biOu mdu "Trich d[ng h.i b6
sung th6ng tin h6 tich di€n tu" vdi
thdng tin dAy dri cho ngudi y6u cAu qua

thu diQn tu hopc thiet bi s6.

- H6 so dA tiCp nhAn;

- Dg thio vin bdn biio ciio
(n€u rSco sd ph6p l1i li6n
quan; kft qua ki€m tra, xiic
minh h6 so; j ki6n dC
xuat);

- Du th6o Trich lpc b6
sung th6ng tin h0 tich Oan
chinh), ban sao Trich lqc
b6.sung th6ng tin hQ tfch
(n€u c0ng ddn c6 ydu cdu):
(BiAu mdu theo Th6ns tu
s6 04/2020/TT-BTP cila
BO tnrong 86 T* phdp)
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Ngudi y6u cAu c6 tr6ch nhiQm ki6m tra
tinh chinh x6c, ddy dri cria c6c thdng tin
tr€n biiSu miu Trich dAng lcj b6 sung

th6ng tin h0 tich diOn tri vd x6c nhfn
(ttii da mQt ngdy).
-,,a ^ ;.
N€u ngudi c6 y6u cdu xdc nh4n th6ng
tin dd thiing nfr6t, aAy dri ho4c kh6ng
c6 phan hdi sau thli han yeu cAu thi
c6ng chric ldm c6ng. t6c hQ tich in
"Trich luc deng ky b6 sung th6ng tin
h0 tich" trinh Ldnh tl4o Phdng xem x6t,
ph€ duyQt.

2.2 Xem
b6o
Lenh

xdt,
c6o
tleo

UBND
c6p huyQn

Lanh d4o
Phdng Tu
phip

- Xem xdt, duyQt hd so;

- 86o ciio LEnh dao UBND c6p huyQn

- H6 so da tiiip nhfn;
.i _. _..,.^- van Dan, glay to, tal lleu

x6c minh (n€u c6);

- Ven ban b6o c6o (n€u rd
co s0 ph6p lj li6n quan;
k6t qui ki€m tra h6 so; j
ki€n <16 xuit);

- Trich lpc b6 sung thdng
tin hQ tfch (ban chinh); ban
sao Trich lpc b6 sung
th6ng tin hQ tich (n6u c6ng
ddn c6 y6u c6u).

UBND
cap

huyQn

Burfc 3 Ky duyQt
ket qu3
gi6i quydt

-Lanh
dao
UBND

- Ky Trich luc bd sung th6ng tin hQ tich
(ban chinh); bin sao Trich lgc sung
th6ng tin h0 tich (neu c6ng ddn c6 y€u
cdu).

Trich luc b6 sung th6ng tin
h0 tich, Gnn chinh); ban
sao Trich luc bi5 sung
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p
huyQn;

-Vdn thu.

Phdng
Tu phip

UBND
cap

huyQn

vd rl6ng
aud

- Vin thu d6ng dAu vd chuy6n ktlt qui
cho Phdng Tu phtip

thdng tin h0 tich (n6u c6ng
ddn co y€u cdu).

Brrdc 4 Ghi wdo
s6 hO tich

COng
chric ldm
c6ng tirc
h0 tich

- Ghi vdo SO dang ky thay d6i, cai
chinh, b6 sung hQ tich, xdc tlinh l4i dAn
tQc vdctng ngudi di <l6ng kf h0 tich kf
vdo 56.

- Ltru h0 so vd chuyiin kiit qu6 cho BQ

ph4n Ti0p nhfn vd Tri k€t qu6.

- s6 tlang lcj thay C6i, cai
chinh, b6 sung hQ tich, x6c
dinh lai di:nt}c (BiAu mdu
ban hdnh theo Th6ng tr s6
04/2020/TT-BTP cua B0
tntong 89 Tu phdp);

- Trich lpc b6 sung hQ tlch
(ban chinh); bdn sao Trich
lsc b6 sung h0 tich (n6u
c6ng dAn c6 y€u cdu).

Burlc 4 Trd t6t
qua

B0 ph0n
ti6p nhfn
vd tri k€t
qua

Tri k6t qud cho c6ng ddn Trich lpc b6 sung hQ tlch
(ban cninh); b6n sao Trich
luc bO sung h0 tich (n6u
c6ng ddn c6 y6u c6u).

Hii so dugc luu trft tai Phdng Tu ph6p theo quy dinh hiQn hanh, bao g6m:

- Hd so da tiiip nhfln theo TTHC da c6ng b6;

;.Aa.n 
cJrry. giAy td cria ngudi VCI :Al ggg Y hQ tich xr6t trinh (do ngudi tiiSp nhfln h6 so thuc hi6n sao chpp dt5 luu h6 so theo quy dinh t4i

kho6n3 Di€u 3 Th6ng tu s6 15/2015/TT-BTP ngdy 16/1112015 cria BQ Tu ph6p.huqng ddn thi hanh mQt sd ttidu cria LuAt hQ tich vd Nghi
dinh s6 123/2015/ND-CP ngity 15llll20l5 cta Chinh phri quy dlnh chi tiet mot sd didu vd bi6n ph5p thi hnnh LuQt hQ tich). Truong hqp c6c

.l .
thdng tin trong c6c gi6y td niy dd c6 trong Co s0 dt liQu qu6c gia vO ddn cu (CSDLQGVDC), Co sd dt liQu hQ tich di6n tu (CSDLHTDT),
dusc h6 th6ng diAn lu tlQng thi kh6ng phAi *u6t trinh (theo hinlr thuc tryc ti6p) hoac tii l6n (theo hinh thric truc nry6n).

- Vdn bin, gi6y to, tdi liQu xrlc minh (d6i vdi trucrng hgp c6 xii,c minh);

- Vdn ban b6o c6o Linh dao UBND c6p huy6n;
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- Bin chqp k€t qud TTHC;

- Vin bin th6ng brio viQc dEng ky h0 tich tt6n co quan li6n quan (tl6i voi tumg hAtp phAi thdng b6o theo quy tlinh cta LuQt H6 tich vri c6c vdn ban
quy <linh chi ti€t thi hanh).

8.2. Thfl tgc thay d6i, cei chinh hQ tich, x6c tlinh l4i dAn tQc

- Ma s6 quy hinh thi tr,rc hinh chinh: 2.000748-02

- Thdi han giii quy6t: 03 ngdy ldm vi€c. Trudng hqp can phii x6c minh thi thdi han tlugc kdo ddi kh6ng qu6 06 ngdy ldm viQc.

Co quan,
tlon vi

Buritc
thgc
hiQn

TGn bufc
thr5c hiQn

Trich
nhiQm

thu,c hiQn
NQi dung c6ng viQc thgc hiQn Bi6u miu/k6t qui

Thiri gian

(ngny)
Ghi chri

UBND
cap

huyQn

Buric
I

Ti6p nhQn

h6 so
B0 phan
ti6p nhfln
vd tri k6t
qua

a. NOp hi so trttc ti6p:

- Xem xdt, ki6m tra tinh hgrp l€ cria h6
so:

+ Truong hqp h6 so chua dAy dri: c6ng
chr?c ti6p $4n nO. so huong ddn tl6
c6ng d6n b6 sung h6 so vi in Phi€u y€u
c6u b6 sung, hodn thiQn h6 so;

+ Truong hqp hd so kh6ng dring.quy
ilinh: in Phi6u tir ch6i gi6i quy6t hd so;

+ Trudng hqp hO so dAy tfti,.ho-? te,
Ti6p nh6n vd.nhflq th6ng tin ti€p nhin
h6 so vio Phdn m€m MOt cria; in Gi6y
tiiip nhfn h6 so vi tri k6t qud cho nguoi
y6u cdu; thuc hi€n s6 h6a (sao chqp,
chuyEn thanh tdi liQu diQn tu tr6n hQ

th6ng th6ng tin, co s& dt liQu) vi lcj s6
vdo tdi li6u, h6 so.

- Chuy6n h6 so dtin Phdng Tu ph6p.

- Phiaiu y6u ciu bO sung,
hoan thiQn hd so (Mdu sii
02 ban hdnh k)m theo
Th6ng ttr sii Ol/ZOt8/tl-
VPCP ngay 23/l I/2018);

- Phitiu nr chOi tilip nh4n
gi6i quy{lt hd so (Mdu sii
03 ban hdnh kDm theo
Th6ng tu sii OtlZOtStff-
VPCP ngay 23/I l/20],8).

- ci6y titip nhin hd so vi
hen tri kiit quh (Mdu sii 0 I
ban hdnh. kim theo Th6ng
tu sO 0l/2018/TT-
VPCP ngay 23/11/2018);

- Hd so theo tht tUc hdnh
chinh da c6ng bii.

0,5
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t Ndp h6 so truc tuy1n:
- Sau khi nh6n <lugc th6!g b6o c6 hd so
y6u ciu dang kJ thay tldi, cdi chinh h6
tich, x6c dinh lai ddn tQc gui tr6n C6ng
dich vU cdng, cdng chr?c ti6p nhdn h6
so ti€p nlgrr, ki0m tra tinh chinh xrlc.
tldy dri, th6ng nhdt, hqp lQ cta hO so:

+ Truong hqp hd so chua ddy dri,.chua
hqp l€, B0 phin ti6p nh_Qn vi tri k6t qui
grii th6ng b6o huong ddn b6 sung, hodn
thiQn h6 so qua C6ng dlch vu c6ng,
c6ng d6n c6 th€ ki6m tra tinh trang xri
lf hd so khi <IAng nh{p.vdo C6ng djch
vu cOng. Trang thiii h6 so tr6n C6ng
dlch 4r cOng ld "YOu cAu b6 sung gi6y
td".
+ Trubng hqp hO so Ui tri ctr6i, e6 pn4n
ti6p nh4n,vd trri k€t qui gui th6ng b6o
ttr ch6i titlp nhgn hd so qua c6ng.C6ng
dich vU c6ng. c6ng. ddn co thC ki€m tra
tinh trang xi I;i h6 so khi dang nhfp
vdo Cdng.dlch vu cdng. Tr4ng thrii h6
s0 tr€n COng dich vU c6ng ld "Kh0ng
tluo. c ti6p nhfn".
+ TrudnB hqp h6 so 

"dAy 
dt, hqp lQ,

trqng th6i h6so tr6n C6ng dich v1r c0ng
li "Dugc ti0p nhfn", "YOu cAu thuc
hiQn nghia 4r tdi chinh". PhAn mttm s€

cap mQt Mn sd h6 so tr.uc tuyCn cho
ngubi yeu cau.
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cau thanh to6n- Hudng d6n ngudi yOu

phi, lQ phi: Thuc hiQn thanh toriu: tr.uc

tuyi5n (C6ng dlch vr,t c6ng phii cung
cdp chric ning thanh torin phi qua m6i
truong m4ng).

- Ngay sau hl *,an duqc phi, lQ phi
dang ky thay il6i, cii chinh h0 tich, x6c
dinh lai ddn tQc, B0 ph4n titip nhfn vn
tri kiit qun tii5p nhdn hd so, grii th6ng
b6o "Dang.xri ly" vd ngiy hgn trd k€t
qud q.ua Cdng dich vg cdng, c6ng.dAn
c6 th€ ki6m tra tinh trang xri lf hd so
khi dang nhOp vdo COng dich vg c6ng.
D6ng thdi, trqng th6i hti so tr6n C6ng
dich w c6ng li "Dang xt lf".
- Chuy6n hti so <tiin Phdng Tu ph6p.

Phdng
Tu phip

Bullc
,

Xt ly hO so, biio c6o LEnh ttao UBND c6p huyQn 1'5

2.1 Ki6m tra, tham mrru xri ly h6 so 0l

Truong
hqp
kh6ng xic
minh

C6ng
chr?c lim
c6ng tilc
h0 tich

- Xu l)i, thim tra h6 so;

-Trudng hqp hO so cAn b6 sung, hoan
thiQn hoac kh6ng tfii tli6u kiQn gi6i
quy€t, phii tu ch6i thi gui th6ng b6o vE

tinh trang h6 so tdi B0 ph0n ti€p nhdn
';e

vd trd k€t qui iI6 th6ng b6o cho ngudi
nQp h6 so (kdm v6n ban huong ddn,
n6u 16 ly do, nQi dung b6 sung...)-thuc
hiQn l4i bu6c l.

- Hti so tte ti6p nh6n;

- Dg th6o vdn bin b6o ciio
(n€u 16 co sd phip 1y li6n
quan; k€t qui ki€m tra h6
so; y ki€n d€ xu6t);

- DU th6o Trich luc thay
a6i, cai chinh h0 tich, xdc
dinh lai dAn tQc (ban
chinh), ban sao Trich luc

0l
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- Ntiu h6 so dAy dri, hq'p lQ, dung quy
dinh, truong hap ti6p nh{n hd so dAng ky
thay tl6i, c6i chinh h0 tich, x6c ttffi lai

ddn tQc theo hinh ttruc f .uc ti6p: Du th6o

k6t quA gini quy6t. Trinh Lenh etao
Phong xem x6t, ph6 duyQt.

Trudng hqp tiCp nhan h6 so tldng kj
thay tl6i, cii chffi hQ tich, xdc tlinh l4i
dAn t$c theo hinh thric tryc tuydn, c6ng
chric ldm cdng t6c hO tich gti l4i bii5u

m6u "Trich deng ky thay d6i, cdi chinh,
xric <linh lai ddn tOc <Iien tt" vdi th6ng
tin chiy tlu cho ngudi y6u cdu qua thu

I di6n tri hodc thi6t bi s6.

I Ngudi y€u cdu c6 triich nhiQm ki6m tra
tinh chinh x6c, diy dri cria cric th6ng tin
tr€n biiSu miu Trich dAng ky thay d6i,
cii chinl h0 tich, x6c dinh lai ddn tQc

tli6n tri vi xdc nhdn (lii da mQt ngdy).
-,r ^ :
N€u ngudi c6 y6u ciu x6c nh4n th6ng
tin tI6 thting nfr6t, AAy rtt ho4c kh6ng
c6 phan hdi sau thdi han y6u cdu thi
c6ng chric ldm c6ng t6c. hQ tlch in
"Trich lUc ding ky thay tl6i, cii chinh
hQ tich, x6c dinh lai ddn tQc" trinh Ldnh
d4o Phdng xem xdt, ph€ duyQt.

thay d6i, cii chinh h0 tich,
x6c clinh lai d6n tQc (n€u
c6ng d6n c6 ydu cdu):
(Bi€u mdu theo Th6ng tt
t6 ol/zozo/rr-BTP cia
B0 truong BA Tu phtip)

Trucrng.
hqp cdn

C6ng
chric ldm
c6ng t6c
h0 tich;

- C6ng chuc ldm c6ng t6c hQ tich:

+ Xir ly, thAm tra hd so;

- Hd so da tiiip nhfln;

- Vdn ban x6c minh.

0,5 Dtmg. tinh
chd kOt qui
x6c minh
(kh6ng quri
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phai xilc
minh

LEnh tl4o
Phdng Tu
ph6p;

Vin thu

+ fruong trqp t O so cin bi5 sung, hoirn
thiQn hoflc kh6ng dri tti€u kiQn gi6i
quy6t, pnai qir ch6i thi grii th6ng brio v€
tinh trang h6 so.t6i B0 ph6n ti€p nhfn
vd ra ket quA tl6 thdng brio cho ngudi
nQp hd so (kdm vdn bin hudng ddn,

n6u 16 ly do, nQi dung b6 sung...)-th1rc
hiQn lai budc 1.

+ DU th6o vIn ban xiic minh; du thio
Phi6u xin l6i vd hpn l4i ngdy tri k6t qui
(niiu c6). Trinh Lanh d4o Phdng xem
x6t, ph€ duyQt.

- Ldnh tl4o Phdng Tu ph6p: Kf van ban
x6c minh chuy0n vf,n thu d6ng ddu;

- Vdn thu: D6ng d6u vdn ban xiic minh
vd gi.ri c6c co quan don vi li€n qaun.

3 ngdy ldm
vi6c)

COng
chric lim
c6ng thc
h0 tich

- Tdng hqp k6t qui x6c minh.

- Ntiu hO so ddy <tt, hqp lQ, dung quy
dinh, tuong hqp ti6p nh{n h6 so dang hj
thay tl6i, cai chinh hQ tich, x6c tlinh 14i

ddn tQc theo hinh thric tru. c ti6p: Du thdo
kiit qui giii quytit. Trinh Ldnh tlao
Phdng xem x6t, ph6 duyQt.

Trudng hqp tii5p nhan h6 so tldng ky
thay d6i, cdi chinh h0 tich, x6c dinh lai
ddn tQc theo hinh thr?c tr.uc tuy6n, c6ng
chric ldm c6ng t6c h0 tich eui lai bi6u
mhu "Trich tl6ng lci thay d6i, cii chinh,
xric dinh l4i ddn tQc di€n tu" vdi th6ng

- HO so da ti6p nhdn;

- Vdn bin x6c minh;

- DU th6o vdn ban b6o c6o
(n6u r6co sd ph6p lf li6n
quan; k€t qud ki€m tra, x6c
minh hO so; y ki€n d€
xu6t);

- D1t th6o Trich luc thay
tl6i, cii chfnh h0 tich, x6c
dinh lai ddn tQc (ban
chinh), ban sao Trich lgc
thay tl6i, cii chinh h0 tich,
xric ttinh l4i dAn tQc (ntiu

0 5
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ti"-Ay at cno .rg"t i yC" ciiu qua thu
dien t& hoac thi€t bi s6.

Ngudi y6u cAu c6 triich nhiQm ki6m tra
tinh chinh xdc, dAy dri cria c6c thdng tin
tr6n biiiu m6u Trich dang hj thay d6i,
c6i chinh h0 tich, x6c dlnh l4i dAn tQc

dipn tu vd xr{c nhfln (ti5i da mQt ngdy).

--r ^ INeu ngudi c6 y6u ciu xdc nhfn th6ng
tin etd th6ng nh6t, day dri ho{c kh6ng
c6 phan hdi sau thoi han ydu cdu thi
c6ng chr?c lim c6ng t6c. h0 tich in
"Trich lgc <IAng ky thay rl6i, cii chinh
h0 tich, xrtc dinh l4i ddn tQc" trinh Ldnh
d4o Phdng xem xdt, ph6 duyQt.

c6ng dAn c6 y6u cdu):
(B.i€u mdu theo Th6ng tu
s6 04/2020/TT-BTP cila
BQ trudng BQ Tu phdp)

)) Xem xdt,
b6o c6o
Ldnh dao
UBND

i.
cap huyen

Ldnh rlao
Phdng Tu
ph6p

- Xem x6t, duy€t h6 s<r;

- Brio ciio Ldnh ttao UBND c6p huyQn.

H6 so do c6ng chric li,rn
c6ng tric h0 tlch trinh vd
b6o c6o ad xu6t y kiiin gini
quy6t.

0.5

UBND
cap

huyQn

Burlc
3

Ky
ket

duyQt
qua

giii quy6t
vd d6ng
ddu

-Lanh
dao
UBND
cap

huyQn;

-Vdn thu

- Kj Trich lpc thay d6i, cei chinh h0
tich, x6c dinh lai ddn tQc (bnn chinh);
bdn sao Trich lgc thay d6i, cai cni*r tr6
tich, x6cdinh Iai ddn tQc (n6u c6ng ddn
c6 y€u cdu).

- Vin thu d6ng d6u vd chuytin ktit qua
cho Phdng Tu ph6p.

Trich lqc thay d6i, cii
chinh hQ tich, x6c dinh lai
d6n tQc (bdn chinh).; bnn
sao Trich lUc thay d6i, cii
chinh hQ tich, xiic tlinh lai
d6n tQc (n6u cdng ddn c6
y6u cdu).

0 5
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Phdng
Tu phip

Bur5tc

4
Ghi viro
s6 tr6 tictr

C6ng
chuc ldm
c6ng t6c
h0 tich

- Ghi vio SO Aang ky thay a6i, cai
chinh hQ tich, xric tlinh lai ddn tOc vi
cr)ng ngudi tli tlEng lci h0 tich ky vdo
s6.

- Luu h6 so vd chuy6n k6t qui cho BQ
, ^ -.1 . - ,, ,(.phan Ilep nnan va lra Ket qua.

- SO deng ky thay d6i, cai
chinh hQ tich, x6c dinh lai
d6n tQc (BiAu mdu ban
hdnh theo Th6ng nt s6
04/2020/TT-BTP cila Bp
trudng BQ Tu ptuip);

- Trich lgc thay aOi, cai
chinh hQ tich, x6c tlinh lai
dAn tQc (bin chinh) ban
sao Trich lgc thay tl6i, cii
chinh hQ tich, x6c dinh lai
ddn tQc (n6u c6ng ddn c6
y6u c6u).

0 5

UBND
cap

huyQn

Burirc
5

Tri
que

ti5t B0 phan
tiOp nhfn
vd trd k6t
qua

Tri kOt qu6 cho c6ng ddn Trich luc thay d6i, cdi
chinh h0 tich, xric dinh lai
dAn tQc (ban chinh); ban
sao Trich lgc thay a6i, cai
chinh hQ tich, xric <tinh lai
dan tQc (n6u c6ng ddn c6
y€u cdu).

0

Hd so ilugc lrru trft tai Phdng Tu ph6p theo quy dinh hi-€n hanh, bao g6m:

- Hti so da tiiip nhin theo TTHC dd c6ng b6;

- Ban chup gi6y td cta ngudi yOu cAu dang gi h0 tich xu6t trinh (do nguoi ti6p nhdn h6 so thgc hi6n sao chup d6 luu hd so theo quy dinh t4i
khoan 3 Didu 3 Th6ng tu sO I5/2015/TT-BTP rlgity 1611112015 cria BQ Tu ph6phu6ng dan thi hanh mQt sd tlieu cria Luft hQ tich vd Nghl
dirfis6 lnDOlslND-CP ngiry l5lll/2015 cria Chinh pht qyy dinh chi ti6t mot s6 dieu vi biQn phrip thi henh Luft hQ tich). Trudng hqp c6c

.i ..
thons tin tronq cAc eidv to ndy dE c6 trong Co sd dt liQu qu6c gia vE d6n cu (CSDLQGVDC), Co sd dt li€u h0 tich tli€n tri (CSDLHTDT),- :'
tluqc h0 th6ng ttiiin t.u dong thi kh6ng ph6i xudt trinh (theo hinh thr?c tryc ti€p) hoic tii l€n (theo hinh thric tr.uc tuy6n).

- Vdn bin, giSy td, tdi li€u xric minh (tl6i vdi trudng hqp c6 x6c minh);



82

- Vdn bdn b6o c6o L6nh rlao UBND
- Bdrn ch\rp t<6t qua -f-IftC;

p huyen;

- VaL U.an.ttt91e 
!19 vilc dang ky hO tich d6n co quan li€n quan (d6i voi truong hqp phii thdng b6o theo quy dinh cta Lu4r H6 tich va cec van bem

quy <linh chi ti6t thi hanh).

9. Thri. tgc ghi vho sO hO tich viQc k5t hdn cria cdng din ViQt Nam di tluqc giii quy6t t4i ctr quan c6 th6m quy6n cia nurfc
ngoii: (Mfl sd TTHC: 2.002189)

- Ma s6 quy trinh thri tuc hdnh chinh: 2.002189.

- Thdi h4n giii quy6t: 12ngiry

Co quan,
ilon vi

Budc
thgc
hiQn

TGn bu0c
thgc hiQn

T16ch
nhiQm

thgc hiQn
NQi dung c6ng viQc thu.c hiQn Bi5u miu/k6t qui

Thcri
gian

(ngnv)

Ghi
chf

UBNI)
cap

huyQn

Burl,c I Ti6p nhfn
h6 scr

B0 phan
ti6p nhfn
vd tri k6t
qua

a. N|p hi so tr{c fidp:

- Xem x€t, kiiim tra tinh hgp 16 cta hti so:

+ Truong hqp h6 so chua cliy dri: c6ng
chtc !i6p n}ran hO so hucrng. ddn d6c6ng
ddn b6 sung h6 so vd in Phi6u y6u cdu b6
sung. hodn thiQn h6 so;

+ Trudng hgp hii so khdng dring quy dinh:
in Phi€u tu chdi giai quy€t h6 so;

+ Tnrong hqp hO so tliy thi, hqrp l0: TiCp
nhan vp nhQp th6ng tin tiiip thin h6 so
vio Phdn mOm MQt cta; in GiSy tiiSp nhfln
hii so vh tri k6t qui cho ngubi ydu cdu;
thgc hiQn sd h6a (sao chgp, chuy6n thdnh
tdi liQu diQn tu trCn he th6ng th6ng. tin, co
sd dt liQu) vd kj sd vdo tdi liQu, hd so.

- Chuyiin h6 so tltin Phdng Tu ph6p.

- Phitiu ydu cdu b6 sung, hodr:
thiQn hO so (Mdu s6 02 ban hdnh
kzy theo Th6ng t*
s6 0l/2018/TT-VPCP ngdy
23/1 1/2018);

- Ph.itiu .tu ch6i titip nhfln giai
quy€t h6 so (Mdu s6 03 ban
hd.nh kim theo Th6ng fir
sd 01/2018/TT-VPCP ngdy
23/t 1/20t8).
- Gi6y tiep nhfn h6 so v2r hen trd
k6t qua (Mdu sO 0l ban hdnh
kA!" theo Th6ng
s6 0l/2018/TT-VPCP
2j/t t/2018);

tu
ngdy

0 5
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b. NQp h6 so trnc tttydn:

- Sau khi nhfln duqc thdng b6o c6 h6 so
y€u cdu dene ky ghi vdo s6 h6 tich ,igc
k6t hdn cria c6ng den Viet Nam tl6 tluqc
gi6i quy€t t4i co quan c6 th6m quy6n ctia
nudc ngodi grii tr€n C6ng dfch vu cOng,

c6ng chric ti€p nhfn h6 so ti€p nhdn, ki€m
tra tinh chinh x6c, ttdy <hi, th6ng nhat, hqp
lQ cta hti so:

+ Trudng hqp hO so chua dAy <1t,. chua
hqp l€, B0 phQn ti€p nhfn vd tri k€t qui
grii th6ng b6o hudng d6n bd sung, hodn
thi€n h6 so qua Ci5ng dich w c6ng, cdng
ddn c6 th€ kitim tra tinh tr4ng xri lf hO so
khi tl6ng nhflp vdo C6ng dich vu c6ng.
Trqng thdi h6 so tr€n C6ng dich vu c6ng
ld "YOu cdu b6 sung gi6y td".
+ Trudng hqp hO so bi fi ch6i, B0 phan
ti€p nndn vi tri k6t qun g{ th6ng b6o tu
ch6i ti€p nhan hO so qua c6ng Cdng dich
vu c6ng, cdng d6n c6 thC kiem tra tinh
tr4ng xri lf h6 so khi tllng nhfp vdo Cdng
dich vu cdng. Trang th6i h6 so tr6n C6ng
dich vr,r c6ng li "Kh6ng duqc ti6p nhan".

+ Tru&ng hqp hd so dAy <ffi, hqp lQ, tr4ng
thAi h6 so tr6n C6ng dich. vU c6ng ld
"Duo. c ti6p nhfn", "Y0u ciu thltc hiQn
nghia vu tiri chinh". Phdn m6m sd cdp mQt
Md s6 h6 so truc tuy6n cho ngudi y€u cdu.

- Huong d6n ngudi y€u cAu thanh torin
phi, lQ phi: ThUc hiQn thanh torin tryc

- H6 so theo tht tuc hdnh chinh
oa cong Do.
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Phdng
Tu ph6p

Bv&c2 09

07

- Chuy6n h6 so d(5n Phdng Tu phrip.

Xa li h6 so, biio c6o L6nh ttao UB'ND c6p huyQn

tuy€n (C6ng dich vg c6ng phii cung cdp
chrlc n6ng thanh toen phi qua m6i trudng
mang).

- Ngay sau khi nhfn dugc phi, lQ phi dAng
hj ghi vno sd h0 tich viQc k0t h6n cria
c6ng ddn ViOt Nam dE dusc giii quyt5t t4i

co quan c6 thdm quyen cfu nudc ngodi,
B0 ph0n ti6p nhdn vi tri k6t qun ti6p nh0n
hd so, grii th6ng b6o "Dang xu lf" vd
ngdy hgn trd k€t qu6, qua C6ng dich vu
c6ng, cdng dAn c6 th6 ki€m tra tinh trAng
xri lf h6 so.khi dang nhfp vdo C6ng dich
W cOng. E6ng thdi, tr4ng th6i h6 so tr6n
C6ng dich W cdng Id "Dang xri lf".

- Xt l)r, th6m tra h6 so;

-Truong hqp hO so cin b6 sung, hoan
thiQn ho4c.kh6ng tfii di€u ki6ngiii quy€t,
phai fi chdi thi gui th6ng brio v€ tinhtr4ng
h6 so t6i B0 phdn ti6p nhAn vd trA k6t qui
de th6ng b6o cho nguoi nQp h6 so (kdm
vdn bin huong din, n6u rd l./ do, nQi dung
b6 sung. . .)-thuc hiQn l4i budc 1.

-Truong hqp cAn ph6i kitim tra, x6c minh:
D1r th6o v[n bin x6c minh; dU thio Phi6u
xin l6i vi hgn l4i ngiy tri ktit qud (n6u c6).

Neu ho e, dun quv dinh,
h So dan chu

- HO so <16 ti6p nhfn;

- VEn ban, gi6y td, tdi liQu xric
minh (n6u c6);

- DU thio vdn ban brio c6o (n6u
rd co sd phrip lf li6n quan; k6t
qud ki6m tr.a, xilc minh h6 so; f
ki€n dC xudt);

- Dg th6o Trich luc ghi chri k6t
h6n (bin chinh), bin sao Trich
lgc ghi chri ktit h6n. (n6u cdng
d6n c6 y6u cltu): (Bi€u mdu theo

I

2.t Ki6m tra,
tham muu
xri lj h6
so

C6ng
chric ldm
cOng t6c
h6 tich

s0 div di,
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ttit trOn theo hinh thric tu. c titSp: Du th6o
kiit qun gi6i quytlt. trinh Linh tl4o Phdng
xem xit, ph6 duyQt.

Trudng hqp tii5p nhan h6 so d[ng lcj ghi

chri kiit h6n theo hinh thric tr.uc tuyiin,
c6ng chric ldm c6ng t6c h0 tich gtii lai
bi6u m6u "Trich lgc ghi chri ktit h6n dien
tu" vdi thdng tin il6y ttri cho nguoi y6u

cAu qua thu tli€n trl hoflc thi6t bi sO.

Ngudi ydu cAu c6 tr6ch nhiQm kirim tra
tinh chinh x6c, diy ttt cria c6c th6ng tin
tr€n bi6u miu Trich lgc ghi chri kilt h6n

diQn tu vd x6c nhan (t6i da mQt ngiy).

Ntiu nguoi c6 y6u cAu xric nhin th6ng tin
tld th6ng nhAt, <l6y <fti hof,c kh6ng c6 phan
htii sau thoi han y6u cAu thi c6ng chuc lim
cdng tiic hQ tfch in "Trich lpc ghi chri kiSt

h6n" trinh Ldnh dao Phdng xem xdt, phe
duyQt.

Th6ng tu sii Oltzozont-arp
cia Bp trrdng B0 Tr phdp)

2.2 Xem xdt,
b6o c6o
Lanh d4o
UBND
c6p huyQn

Lanh tl4o
Phdng Tu
phdp

- Xem x6t, duyQt hd so;

- 86o c6o Ldnh <Iao UBND c6p huyQn.

- Hd so da ti6p nhfln;

- Ven ban, ei6y tE tdi liQu x6c
minh (n€u c6);

- Vin ban b6o c6o (n6u 16 co sd
ph6p.lf li6n quan;.k6t qud ki6m
ha hd so; f ki€n d0 xudt);

- DU thio Trich lUc ghi chri k6t
h6n (bin chinh), ban sao Trich
luc ghi chri k6t h6n (nl5u c6ng
ddn c6 y6u c6u).

02
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Phdng
Tu ph6p

Bufc 4

UBND
^cap

huyQn

Burlc 3 Ky duy€t k6t qu6 gi6i qry6t rre d6ng d6u 02

3.1 Kj duyQt
ket qua
giii quy6t

Ldnh d4o
UBND
cap
huyQn

Kj Trfch lqc ghi chri k€t hdn (ban chinh),
bdn sao Trich lsc. ghi chi k6t h6n 1n6u
c6ng dan c6 y6u cdu)

Du th6o Trich luc ghi chri ktit
h6n (bin chinh), bdn sao Trich
lUc ghi chri k6t hOn (n6u c6ng
ddn c6 y6u ciu)

I 5

3.2 E6ng ddu Vdn thu D6ng d6u vd chuy6n k6t qun cho Phdng
Tu phrip

Trich luc ghi chri ktit h6n (bAn
chinh), bdn sao Trich h,rc ghi
chri kiit h6n (n6u c6ng ddn c6
y6u cdu)

0,5

Ghi vho
SO trQ tictr

Cdng
chric ldm
c6ng titc
h0 tich

- Ghi vdo Sd dang k], k(it h6n.

- Luu h6 so vd chuy6n k6t qui cho BQ
, ^ -.i . - , , ,4.pnan I lep nnan va I ra Ket qua.

- SO Oang ky kiSt h6n (BiAu mdu
ban hdnh theo Th6ng w s6
04/2020/TT-BTP cila BQ trtdng
BQ Tt phdp);

- Trich luc ghi chri t<i5t trOn lUan
chinh), bin sao Trich h,rc ghi
chri klit h6n (n6u cdng ddn c6
y€u cAu)

0,5

UBND
cap

huyQn

Budc 5 Trh
qua

k6t B0 phin
ti6p nh{n
vd tri k6t
qua

Tri k€t quA cho c6ng ddn Trich lqc ghi chri kOt h6n (bin
chinh), bdn sao Trich lqc ghi
chri kgt h6n (n6u c6ng ddn c6
y€u c6u)

0

H6 so duoc luu trii t4i Phdng Tu phdp theo quy tlinh hi€n hinh, bao gdm:

- H6 so <ta tiiip nhfln theo TTHC tta cdng b6;

- Ban chr,rp gi6y td cta ngudi y6u ciiu ddng kj hQ tich xu6t trinh (do ngudi ti6p nhdn h6 so thgc hi6n sao chup d6 luu hO so theo quy dinh r?i
khoan 3 Didu 3 Th6ngtu s6 O4I}O}11TT-BTP ngdy 28l5l2O2O cta BQ truong BQ Tu phrlp Quy dinh chi ti6t thi hdnh mQt s6 didu cria Luft
lrq ti.gh vd NChi diltr s6 IZ3IZOIS/NTO-CP ngiy 15 thang l1 ndm 2015 cria Chinh phri quy dinh chi tiiit mOt sO didu va biQn phrip thi henh
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10. Thn trlc ghi viro s6 n6 qcl viQc ly h6n, hriy viQc t<6t n6n cta c6ng dAn ViQt Nam rli iluqc gi6i quy6t tqi co quan c6 thAm
quydn crfia nuric ngoii (Me s6 TTHC: 2.000554).

- MA s6 quy trinh tht tqc hdnh chinh: 2.000554

- Thoi h4n giii quy6t: 12 ngity

Luflt h0 tich). Truong hqp c6c th6ng tin trong c6c
hO tich dien ff (CSDLHTDT), iluo. c h$ th6ng tti6

t dy oa co trong C du liI oc d6n cu (C
tryc tiiip

SDLQGVDC) C o du I euv o n o so u qu oIa o s I

t.u d0n thI kho ha xuat trinh (th hInh thuc ) ho? di Ien (th h nh thucn oE ng p I eo c eo I

truc tuy€n).

- Van ban, gi6y td, tii liQu x6c minh (di5i vdi trudng hqp c6 x6c minh);

- Vnn b6n biio cilo LEnh d4o UBND c6p huyQn;

- Bdn chup ktlt qui TTHC;

- Vdn b6n thdng b5o viQc dAng ky hQ tlch d6n co quan li€n quan (d6i voi tucmg hqp phai th6ng b6o theo quy tlinh cta Luflt H0 tich vd c6c vtrn bAn
quy tlinh chi ti6t thi hanh).

Co
quan,
ilon vi

Bufc
thu. c
hiQn

TGn buri c
thu,c hiQn

Trich
nhiQm

thgc hiQn

NQi dung c6ng viQc thgc hiQn Bi6u m5u/k6t qu6 Thdri
gian

(ngny)

Ghi
chri

UBND
i

cap
huyQn

BuOc I Tit5p nhin
hO so

86 ohdn
ti€p nhQn

vd tri k6t
qua

a. NQp hi so trqc tidp:

- Xem x6t, kitim tra tinh hgp l0 cria hd so:

+ TrutmB hqp h6 so chua ildy dt: c6ng chric
ti€p nh.fn hd so hu6ng ddn.<16 c0ng ddn bd
sung h6 so vi in Phi€u y6u c6u b6 sung, hodn
thi6n h6 so;

+ Tyong hqp hd so kh6ng dring quy ttinh: in
Phi6u tu ch6i gini quy6t h6 so;

+ Truamg hqp h6 so <Idy dri, hqp lQ: Ti6p nhfln
vn nhflp th6ng tin ti6p nhqn h6 so.vio Phdn
m€m MQt cria; in Gi6y ti€p nhfn hd so vd tr6

- Phi6u y€u cAu b6 sung, hoan
thiQn h6 so (Mdu sij 02 ban
hdnh kim theo Th6np tr
s6 01/2018/TT-VPCP ngay
23/t1/20r8);

^r.; .. t i. ..a- rnleu tu chol trep nnan glal
quy,5t trO so (Miu s6 B ban
hd.nh kdm theo Th6ng tt
s6 01/2018/TT-VPCP ngdy
23/11/2018).

0 5
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(sao chpp, chuy6n thdnh tdi liQu diQn tri.tr€n
hQ th6ng th6ng tin, co sd dt 1i9u) vd kj s6 vdo
tdi liQu, h0 so.

- Chuyiin hd so d6n Phdng Tu phriLp.

b. N|p hi so trtrc tuydn:

- .Sau khi nhfn duoc th6ng b6o c6 hd so y€u
c6u tldng V ehi vao sd hQ tlch vi6c ly hdn,
hty viQc k6t h6n cta c6ng dAn ViQt Nam tld
<lugc giii quy6t tai co quan c6 thAm quy6n cta
nu6c ngodi gtii tr6n Cdng dich vp c6ng, c6ng
chr?c ti€p nhan h6 so tiOp nhfn, ki6m tra tinh
chinh x6c, day ilt, th6ng nhdt, hqp lQ cta h6
SO:

+ Truong hqp hd so chua dAy dri, chua h-o-p lQ,

BQ phfn ti6p nhfn vi tri k€t qui grii th6ng b6o
hu6ng ddn b6 sung, hodn thiQn h6 so qua
C6ng dlch vu c6ng, c6ng ddn c6 th€ kiCm.tra
tinh tr4ng xri lj h6 so khi dlng nhSp vdo C6ng
dich vU c6ng. Tr4ng thrii h6 so tr6n C6ng dich
vu c6ng ld "Y€u cAu b6 sung gi6y td".
+ Trudng hqp h6 so bi tu ch6i, BQ phfn tiiip
nhfn vd tri k6t qud grii.th6ng brio tu ch6i ti€p
nhfn hd so qua c6ng C6ng dfch vp c6ng, c6ng
dAn c6 th€ ki€m tra tinh tr+ng xu lf hO so khi
ding nhQp viro Cdng dich vu c6ng. Trang th6i
hd so tr€n C6ng dich 4r c6ng ld "Kh6ng dugc
ti6p nhfn".
+ Trudng hqp h6 scr dAy dri, hqp lQ, tr4ng thrii
h6 so tr€n C6n ld "Duch con ti

k h6aqui cho ngudi y€u c u; thuc hiQn - Gi6y tiep rha+6 so vd hsn
trd k6t qud (Mdu s6 0l ban
hdnh kim theo Th6ng tr
s6 01/2018/TT-VPCP ngdy
23/t r/2018);

- H6 so theo tht tgc hdnh
chinh dd c6ng b5.
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nhfn", "Y6u ciu thlrc hiQn nghia 4r tdi
chinh". Phdn mAm sc c6p.mQt Ma s6 h6 so
truc tuy€n cho nguoi y6u c6u.

- Hudng d6n ngudi yOu cdu thanh torin phi, lQ

phi: Thgc hiQn thanh to6n tr.uc tuyi5n (C6ng
dich 4r c6ng phii cung c6p chuc ndng thanh
torin phi qua m6i trudng m4ng).

- Ngay sau khi nhin duo. c phi, 16 phi dang ky
ghi vdo sO h0 tich vi6c ly hdn, hty viQc k6t
h6n.cria c6ng ddn ViQt.Nam tla <luqc gi6i
quyet tai co quan c6 them quy€n cta nudc
ngodi, BQ phfn ti€p nhfn vd tri kdt qu6 ti€p
nhan hO so, grii th6ng b6o."Dang xt lj" vd
ngdy hgn trn k6t qu.a qua C6ng dich vu c6ng.,

c6ng d6n c6 th€ ki€m tra tinh trang xt lj hd
so. khi ddng nhfp vdo. COng dfch vs c6ng.
D6ng thoi, tr4ng th6i h6 so tr6n C6ng dfch 4r
c6ng ld "Dang xi 11i".

- ChuyiSn h6 so d6n Phdng Tu ph6p.

Phdng
Tu phip

Bufc 2 Xt li h6 so, b6o c6o Ldnh ttao UBND c6p huyQn 09

2.1 KiiSm tra,
thammrru
xri lj h6
so

C6ng
chric lim
c6ng tirc
h0 tich

- Xri ly, thAm tra h6 so;

-Trudng hqp hd so cAn b6 sung, hodn
thiQn ho4c kh6ng ifii tli€u kiQn gidi
quy6t, phei tt ch5i thi grii th6ng b6o v6
tinh tr4ng hd so t6i BQ phQn ti€p nh{n vd
tri k6t qui <I€ th6ng b6o cho ngudi nQp
h6 so (kdm vdn ban huong drin. n€u r5 ly

- HO so tla ti€p nhfn;

- Van ba,n. eidv td. tdi li€u xiic
minh (n6u c6);

- Dp th6o vdn bin b6o c6o (n€u 16

co. sd ph6p lf li6n quan; ktit. qun
ki€m tra. x6c minh hd so: V ki6n il€
xuAt);

07
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do, nQi dung b6 sung...)-thgc hiQn lai
bu6c I.
-Trucrng hqp cin phni kiilm tra, xAc
minh: Du th6o vdn bdn x6c minh; dU
th6o Phi6u xin l5i vd hgn lai ngdy tri k6t

,, iqua (neu co).

- N6u hO so tliy ttt, hqp 
lQ, 

dung quy d!nh,
tuong hAp ti6p nhfln hO so dAng ky ghi

chri ly.h6n theo hinh $fc trgc ti6p: Du
th6o k6t qui gidi quy6t. Trinh Ldnh d4o
Phdng xem xdt, ph€ duyQt.

Trucrng hqp ti6p nhan h6 so dAng kj ghi
chri ly h6n theo hinh thuc tryc tuy6n,
c6ng chric ldm c6ng t6c h0 tich gui lai
birlu m6u "Trich lgc ghi chri ly h6n tliQn

tu" vdi th6ng rin dAy dri cho nguoi yOu

cAu qua thu diQn tri ho{c thi6t bi s6.
Ngudi y€u cAu c6 tr6ch nhi6m kiiSm tra
tinh chinh xric, dAy dt cta ciic th6ng tin
tr6n bii5u mdu Trich luc ghi chri ly h6n
diQn tu vi x6c nhfn (6i tta mQt ngdy).

N6u ngudi c6.y€ucAu xiic nhdn th6ng tin
dd thdng nhdt. tldy drl ho{c kh6ng c6
phAn h6i sau thdi han y6u c6u thi c6ng
chric ldm c6ng t6c hQ tlch in "Trich luc
ghi chir ly h6n" trinh Lanh tl4o Phdng
xem x6t, ph6 duyQt.

- Dg th6o Trfch lqc ghi chri ly hdn
(bnn chinh), bin sao Trich luc ghi
chri ly h6n (n6u c6ng d6n c6 y€u.
cdu): (BiAu mdu theo Thdng tt s6
04/2020/TT-BTP cua BQ trtdng
BQ Tt ptuip)
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2.2 Xem xdt,
brio c6o
LEnh tlqo
UBND
c6p huyQn

Ldnh d4o
Phdng Tu
phep

- Xem x6t, duyQt hd so;

- 86o crio Ldnh itao L.IBND c6p huyQn.

- H6 so da tiilp nhdn;

- Van ban, gi6y td, tdi li€u x6c
minh (n6u c6);

- Vdn ban b6o c6o (n€u rO co sd
phrip $ li0n quan; kiit qui kitim tra
hd so; y ki6n it6 xu60;

- Du th6o Trich lpc ghi chri ly h6n
(bar chinh), bdn sao Trich lpc ghi
chri ly h6n (n€u c6ng ddn c6 y€u
cAu).

02

UBND
cap

huyQn

Bufc 3 Kf duyQt k€t qud giii quy€t vi d6ng ddu 02

3.1 Ky duyQt
ttit qga
giii quy0t

Ldnh d4o
UBND
cap
huyQn

Ky Trich luc ghi chri ly h6n (ban chinh),
bin sao Trich hJc. ghi chri ly h6n (n6u
c6ng dAn c6 yeu cAu)

Trich lUc ghi chri ly h6n (ban
chinh),.ban sao Trich luc ghi chri ly
h6n (n6u cdng ddn c6 y6u c6u)

1,5

3.2 D6ng d6u Vdn thu D6ng d6u vi chuytin k6t qui cho Phdng
Tu ph6p

Trich lUc ghi chri ly h6n (ban
chinh),.bin sao Trich luc ghi chri ly
hdn (n6u c6ng ddn c6 y€u cdu)

0 5

Phdng
Tu ph6p

Bufc 4 Ghi vdo
SO hO tich

C6ng
chric lim
cdng tic
h0 tich

- Ghi vdo Sd ghi chri ly h6n.

- Luu hp so vd chuytin kilt quA cho BQ
phin Ti€p nhfn vd Tri k6t qud.

- SO ghi chri ly h6n (Biiu mdu ban
hdnh theo Th1ng tu sti
04/2020/TT-BTP cia BQ Ttrphtip);

- Trlch luc ghi chri ly h6n (bin
chinh),.bin sao Trich lqc ghi chri ly
h6n (ndu cdng ddn c6 y6u c6u).

0 5
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H6 so clugc luu trtr t?i Phdng Tu ph6p theo quy dinh hiQn hdnh, bao gdm:

- Hd so <la tiiip nhfln theo TTHC ile c6ng b6;

- B6n chpp gi6y td uia ngudi yCu ciu ttlng ky hO tich xu6t trinh (do ngudi titip nhfin hd so thlrc hi€n sao chpp dC luu h6 so theo quy dinh t4i
khoan 3 Di6u 3 Th6ng tu s6 OqlZOZOltt-BTP ngdy 28l5l2O2O cria BQ truong BQ Tu ph6p Quy tlinh chi ti6t thi hdnh mQt s6 di6u cria Luft
h6 tich vd Nghi dinh sd 123/2015A{D-CP ngdy 15 thring 1t nam 2015 cta Chinh phri quy.tllnh chi tiCt mQt s6 tli€u vi biQn ph6p thi hanh

Lu{t hQ tich). Truong hqp cric th6ng tin trong c6c gi6y td ndy dd c6 trong Co sd dtr liQu qu6c gia vO d6n cu (CSDLQGVDC), Co sd dt liQu
h0 tich dien tri (CSDLHTDT), dugc hQ th6ng di6n t.u dQng thi kh6ng phdi xudt trinh (theo hinh thr?c tr.uc ti6p) hoflc tii l6n (theo hinh thuc
tryc tuyen).

- Vdn bAn, gi6y td, tiri li€u x6c minh (di5i vdi trudng hqp c6 xiic minh);

- Vin bdn b6o c6o Ldnh dao UBND c6p huyQn;

- Bin chup k6t qui TTHC;

- Ven ban th6ng b6o viQc deng ki hO tich di5n co quan li€n quan (tttii voi tuong hgp phdi th6ng bao theo quy dlnh cria Ludt H0 tich vd c6c vdn ban
quy dinh chi tiCt thi hanh).

11. Tht tgc ghi vio s6 n6 tich viQc hQ tich khic cria c6ng dAn ViQt Nam di tluqc gi6i quy6t t4i co quan c6 thAm quydn cria
nuric ngoii (khai sinh; gi6m hQ; nhfn cha, me, con; x6c <I!nh cha, mg, con; nu6i con nu6i; khai tri; thay {I6i hQ tich) (Ma sd TTHC:
2.000547)

- MA sd quy trinh thri tUc hdnh chinh: 2.000547

. - Thoi h4n giii quyiit: Ngay trong ngdy ti6p nhan ho so. trudng h-o.p nh{n hd srv sau 1.5 gio md kh6ng gini quy6t dugc ngay thi tra
k€t qu6 trong ngdy ldrrr viQc ti6p theo. Trong trucmg hqp phrii x6c rninh thi thdi hqn gidi quy6t kh6ng qu6 3 nghy ldm viQc.

Trich lgc ghi chri ly h6n (bdn
chinh),.bdn sao Trich lpc ghi chri ly
hOn (n6u c6ng ddn c6 y6u criu)

Bufc 5 Trd ket
qua

B0 phan
ti0p nhfln
vi trd kOt

qua

Tri k6t qud cho c6ng ddnUBND
cap

huyfn

Ccr
quan,
tlon vi

Bufc
thqc
hiQn

TGn bufc
thrpc hiQn

Tr6ch
nhiQm

thgc hiQn

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

(Ngny)

Ghi
chri
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UBND
^cap

huyQn

Buoc 1 Ti€p nh{n
h6 so

B0 ph0n
tiiSp nhfn
vd trd k6t
qua

a. NQp hi so 4rc tiiip.

- Xem xdt, kilim tra tinh hqp lQ cria h6
so:

+ Truimg hgrp hti so chua diy cti: c6ng
chric ti6p nhan.h6 so hudng d6n de c6{rC

dAn b6 sung h6 so vi in Phi6u y€u cdu
bd sung, hoan thi€n h0 so;

+ Trudng hgp h6 so kh6ng dring quy
dinh: in Phi€u tit ch6i giii quy6t h6 so;

+ Trudng hQp h6 so dAy d,l, t s,p lQ: Tirip
nhfn vi nhfp thdng tin ti6p nhin hd so
vdo Phdn m6m MQt cria; in Gi6y ti6p

+an hd so vd trd ktit qui cho ngudi y6u
cdu; thuc hiQn s6 h6a (sao chup, chuy€n
thdnh tei liQu <IiQn tu tr6n hQ th6ng th6ng
tin, co sd dt liQu) vd kf s6 vdo tdi liQu,
h6 so.

- Chuy6n hd so d6n Phdng Tu ph6p.

b. NOp hi so ttrc tuydn:

- Sau khi nhdn tluoc th6ne b6o c6 hd so
y€u cdu tt6ng ky ghi vdo s6 h0 tich viec
h0 tich kh6c cria c6ng dan Viet Namdd
tluqc gi6i quy€t t4i co quan c6 thAm
quy€n cta nudc ngodi (khai sinh; gi6m
h0; nhin cha, me, con; xdc tlinh cha, mE,
con; nu6i con nu6i; khai tu; thay d6i hO

tich) grii tr6n C6ng dic.h vu c6ng,. c6ng
chric ti€p nhAn hq so ti0p nhQn, ki6m ha
tinh chinh xdc, ddy <lt, th6ng nhAt, hqp
l€ cria h6 ss:

- Phi6u y€u c6u b6 sung, hoan
thi6n h6 so (Mdu s6 02 ban hdnh
kDln theo Th6ng tt
sO 01/2018/TT-VPCP ngdy
23/1r/20r8);

^,.,( .. ,,(. ..r- rnreu tu cnol tlep nnan glal
quyi5t t O so (Mdu s6 B ban
hdnh kim theo Th6np tr
s6 0[/2018/TT-VPCP ngdy
23/11/2018).

- Gi6y tiiip nhan hO so vd hen trd
k6t qun (Miu sii 01 ban hdnh
kAln theo Th6ng tu
s6 01/2018/TT-VPCP ngAy
23/11/2018);

- Hd so theo thri tUc hdnh chinh
oa cong bo.

Ngay
trong
ngdy ti6p
nhfln h6
so;
trudng
hqp nhQn

h6 so sau
15 gidmd
kh6ng

l.
gral quyet
clugc
ngay thi
te k6t
qud trong
ngdy l{n
viQc ti€p
theo.
Trong
trudng
hqp phii
xiic minh
thi thdi
h4n. gi6i
quy6t
khOng
qu6 3

ngdy ldm
vi6c.
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+ Trudng hqp h6 so chua cl6y tfii,.chua
hqp lQ, B0 ph6n ti6p nhdn vd tri k€t qui
gti thOng b6o hu6ng din bd sung, hodn
thiQn h6 so qua C6ng dich vU c6ng, c6ng
d6n c6 th€ ki€m tra tinh trang xri lj h6
so khi el6ng nh6p vdo C6ng dich vU
c6ng. Tr4ng th6i h6 so tr€n C6ng dich vU
c6ng ld "YCu cAu bO sung gi6y td".
+ Trudng hqp hO so bi tu ch6i, B0 phan
ti6p nh4n vd trd k€t qua grii th6ng brio nr
ch6i ti€p nhfn h6 so qua c6ng C6ng dich
vq c6ng, c6ng.ddn cO me UCm tra tinh
tr4ng xu l! h6 so khi ddng nhip vdo
C6ng dich vu c6ng. Tr4ng thrii h6 so tr6n
Cdng dich 4r c6ng ld "Kh6ng tlugc tiOp
nhfln".

+ Trudng hqp h6 so tIAy di, hqp le, treng
thrii hd so tr€n C6ng dich. vU c6ng li
"Dugc ti6p nh{n", "Y6u c6u thyc hi€n
nghia vg tii chinh". Phdn m€m sC c6p
mQt Ma sO hd so truc tuy6n cho ngudi
y6u cAu.

- Huong d6n ngudi ydu ciu thanh toen
phi,. lQ phi: ThUc hiQn thanh toiin tryc
tuy6n (C6ng dich vu c6ng phii cung cdp
chric nlng thanh to6n phi qua m6i
trudng m4ng).

- Ngay sau khi nhdn tluqc phi, lQ phi
dang kj ghi viro s6 hQ tich viQc hQ tich
kh6c cria c6ng ddn ViCt Nam tld. tlugc
gidi quy€t t4i co quan co th6m quy€n cta
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nudc ngoei (khai sinh; gi6m h0; nh6n
cha, me, con; xdc dinh cha, mQ, con;
nu6i con nu6i; khai tu; thay d6i hO tich),
B0 phqn ti€p nhfn va tra ket qua tiep
nhan hO so, grii th6ng b6o "Dang xt lf"
vd ngdy hgn tra k6t qui quaC6ng dich
vu cdng, cdng.ddn c6 thd ki6m tra tinh
tr4ng xri ly hd so khi dang nhfp vdo
Cdng dich w cdng. Ddng thoi, tr4ng thrii
h6 so tr€n C6ng dich vg c6ng ld "Dang
xri ly".
- Chuydn hti so dtSn Phdng Tu ph6p.

Phdng
Tu

ph6p

Bvfic2 Xt li hO so, biio c6o Ldnh tt4o UBND c6p huyQn

2.1 Ki€m tra,
tham mtru
xu lv ho
so

C6ng
chric ldm
cdng t6c
h6 tich

- Xt l)r, thAm tra h6 so;

-Trudng hqp hd so can b6 sung, hoan
thiQn ho{c khOng thi tli6u kiQn gidi
quy6t, ph6i tu ch6i thi gui th6ng b6o v€
tinh tr4ng hd so toi BQ ph{n ti6p nhfn vd
tri k€t qud <16 th6ng b6o cho nguoi nQp

h6 so (kdm vin bin hudng dhn, n6u 16 l!
do, nQi dung bd sung...)-thyc hiQn 14i

bu6c l.
-Trudng hqp can phdi ki6m tra, x6c
minh: D1r thio vdn ban x6c minh; dU
thdo Phi6u xin l5i vi hen lai ngiy tri k6t

,.1qua (neu co).

- Ni5u h6 soddy dt,hqp l€, dung quyd,inh,
uuong hq,p ti€p nh{n h6 so ghi vdo 56 hQ

- Hd so da tiilp nhAn;

- DU th6o vdn briLn b6o c6o (n6u
rO co sd ph6p lj li6n quan; ktit
qu6 kiiSm tra,xitc minh h6 so; f
ki€n <16 xudt);

- DIt th6o Trich luc ghi vdo 56
hQ tich viQc khai sinh/Trich luc
ghi SO hO tich c6c vi6c hQ tich
kh6c (ban chinh), ban sao Trich
luc ghi vdo SO trQ tictr viQc khai
sinh./Trich luc ghi SO hQ tich c6c
viQc h0 tich kh6c (ni!u c6ng ddn
c6 y€u cAu): (Bi6u m5u theo
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tich ciic vipc hQ tich khric theo hinh thuc
tr.uc titip: Du th6o ktit qun gi6i quytit.
Trinh LEnh d4o Phdng xem x6t, phe

duyQt.

Truong hqp ti6p nhfln ghi vdo SO trQ tictr

c6c viQc hQ tich kh6c hd so theo hinh thfc
tr.uc tuytin. cdng chftc l?rm c6ng tac h0 tich

.. ' . ' .:gti l4i bi€u mdu Trich lsc ghi vio 56 h6

tich viQc khai sinh/Trich luc ghi vio 36
hQ tlch c6c viQc hQ tich khric diQn tt cho

nguoi y6u ciu qua thu diQn hr ho?c thi6t bi
so.

Ngudi y€u cdu c6 trrich nhiQm ki6m tra
tinh chinh xric, dAy dri cria ciic th6ng tin
tr6n biiSu m6u Trich hlc ghi vdo s6 hQ

tich viQc khai sinh/Trich lgc ghi vdo s6

h0 tich cdc viQc hQ tich kh6c di€n tu vi
x6c nh{n (t6i da mQt ngiry).
-,,( ^ I
NEu ngudi c6 y€u c6u x6c nh4n th6ng tin
da th6ng ntr6t, aAy dri ho[c kh6ng c6
ph6n hdi sau thdi h4n y6u cAu thi cdng
chric lhm c6ng t6c h0 tich in "Trich luc
ghi vdo SO trQ tictr viQc khai sinh/Trich
lqc ghi vdo SO hO tlch c6c vi6c h0 tich
kh6c", trinh Linh dao Phdng xem x6t,
ph€ duyQt.

Th6ng tu 0412020/TT-BTP
cria BQ tru&ng BQ Tu phAp)

2.2 Xem x6t,
brlo c6o
Ldnh d4o

Ldnh dao
Phdng Tu
ph6p

- Xem xdt, duyQt h6 so;

- Biio ciio Ldnh clao UBND cip huydn

- HO so <Ia ti6p nhfln;
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UBND
cap nuy9n

- VAn ban, giay td, tdi liQu xrlc
minh (n6u c6);

- Vdn bin b6o c6o (n€u 16 co,sd
ph6p.ly li€n quan;.k€t.qu6 ki€m
tra h6 so; j ki€n d6 xu6t);

- DU th6o Trich luc ghi vdo 56
hQ tich viQc khai sinh/Trich lqc
ghi SO hO tlch c6c viQc hQ tich
kh6c (ban chinh), bin sao Trich
lpc ghi vdo SO trQ tich vi€c khai
sinh/Trich luc ghi 56 hO tich cAc

vi6c hO tich khric (ndu cdns dan
c6 y6u cdu): (Bi€u m6u theo
Th6ng tu s6 04/2020/TT-BTP
cta BQ truong B0 Tu ph6p)

UBND
cap

huyQn

Bufc 3 Ky duyQt
kCt qu.a

giii quy6t
vd d6ng
dAu

- Lanh
ilAo
UBND
cap
huyQn;

- Vin thu.

- Kf Trich lsc ghi vdo s6 hO tich viec
khai sinh/Trich lUc ehi 56 h0 tich cdc
viQc hQ tich kh6c (ban chfnh), bdn sao
Trich luc ghi vio 56 hO tich viQc khai
sinh/Trich lpc ghi 56 h0 tich c6c vi0c h0
tlch khric (n6u c6ng ddn c6 y€u c6u):

@ir6u m6u theo Th6ng tu s6
0412020TT-BTP cta BQ truong BQ Tu
phdp);

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

Trich luc ghi vdo 56 hO tich viec
khai sinh/Trich luc ghi 56 h6
tlch c6c vi€c hQ tich kh6c (ban
chinh). ban sao Trich luc shi vdo
56 hQ tich vi6c khai sinh/Trich
. ,. ^l . ^ .lqc ghi Sd hQ tich c6c vi6c h6
tich khdc (n6u_c6ng d6n c6 y€u
cdl): (BiAu mdu theo Th6ng fir
sii oltzoz1nr-BTP cila 86
truhng 86 Tuptuip)

Phdng
Tu

ph6p

Bufc 4 Ghi vdo
so ho tich

C6ng
chuc ldm

- Ghi nOi dung ghi chri vdo S6 tro tictr
tuong img theo quy dlnh;

- 56 hO tich (Biiiu mdu ban hdnh
theo Th6ng tu s6 04/2020/TT-



cong
h0 tich

titc - Luu hd so vir chuyOn k6t qui cho BQ
ph4n Ti€p nhfln vd Tri k6t quA.

UBND
cap

huyQn

Buric 5 Trd
que

kct B0 ph4n
ti€p nhfln
vd tra kCt
qua

Trd k€t qui cho c6ng ddn Trich luc ghi vdo 56 h0 tich viQc
khai sinh/Trich luc ghi 56 h0
tich c6c viQc h0 tich khric (bdn
chinh), bin sao Trich lpc ghi vdo
56 h0 tich vi6c khai sinh./Trich
luc ghi 56 hQ tich c6c vi€c h0
tlch kh6c(n6u_c6ng ddn c6 y€u
ci.u): (BiAu mdu theo Th6ng tr
s6 04/2020/TT-BTP cia 86
trudng BQ Tw phdp)

Hd so duoc luu trfi t4i Phdng Tu ph6p theo quy dinh hiQn hdnh, bao g6m:

- Hti so da ti6p nh{n theo TTHC <Ia c6ng b6;

- Ban chup gi6y td cira ngudi y€u c6u dlng b, hO tich xu6t trinh (do ngudi tii6p nhan hO so thgc hi€n sao chqp d6 luu hd so theo quy dinh tai
khoan 3 Didu 3 Th6ng tu s6 O412O2O1TT-BTP ngdy 2815/2020 cria BQ tru&ng BQ Tu phep Quy <tinh chi ti6t thi hdnh mQt s6 di6u cta Lu6t
h0 tich vd Nghi dinh sd 123/2015A{D-CP ngiy 15 th6ng I 1 nim 2015 cria Chinh phi quy.dlnh chi tiet mQt sd eli6u vd biQn ph6p thi hanh
Luit hO tich). Trucrng hcro c6c th6ng tin trong c6c ei6y td ndy dE c6 trong Co sd dA li6u qu6c gia vC dan cu (CSDLQGVDC), Cs s& dt li€u

98

BTP cua BQ trudng B0 Tu
phdp);

- Trich luc ghi vio S6 trQ tictr
viQc khai sinh./Trich lpc ghi 56
h0 tich ciic viQc hQ tlch kl6c
(ban chinh), bin sao Trich luc
ghi vdo S6 trQ ticfr viQc khai
sinh./Trich l\rc ghi SO hQ tich c6c
viQc hQ tich kh6c (n6u c6ng ddn
c6 y6u cAu): (Bi6u m6u theo
Thdng tu s6 04/20201TI-BTP
cta 86 tru0ng BQ Tu ph6p)
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h0 tich tliQn ffi (CSDLHTDT), <Iuqc hQ th6ng di€n t.u dQng thi kh6ng ph6i xudt ninh (theo hinh thr?c tr.uc ti6p) hoic tii l6n (theo hinh thuc
truc tuyen).

- Vdn bin, gi6y td, tdi liQu xdc minh (d6i vdi trudng hqp c6 x6c minh);

- Vin ban b6o c6o LEnh d4o UBND cdp huyQn;

- Bin chup k6t qud TTHC;

- VEn bdn thdng b6o viQc deng ky hQ tlch d6n co quan li6n quan (tltii voi tuorig hqp phai th6ng b6o theo quy ttlnh cta Luat HO tich vi ciic vdn ban
quy <Iinh chi ti6t ttri hanh).

12. Thri tgc tling Icj l?i khai sinh c6 y6u t5 nrnic ngoii: (Md s6 TTHC' 2.000522)

- Ma s6 quy trinh tht tuc hanh chinh: 2.000522

- Thdi hpn gi6i quy6t: 05 ngdy ldm viQc. Trudmg hqp phdi c6 vin ban x6c minh thi thdi h4n giAi quyt5t kh6ng qu6 25 ngdy

Co quan,
ilon vi

Bufc
thuc
hiQn

TGn bufc
thgc hiQn

Trich
nhiQm thu.c

hiQn
NQi dung cdng viQc thqc hiQn Bi6u miu/k5t qui

Thdri
gian

(ngny)
Ghi chri

UBND
cap

huyQn

Burfc I Ti6p nhQn

hO so
B0 ph|n ti€p
nhfn vd tri
k6t qua

a. NQp hA so truc fidp:

- Xem x6t, ki6m tra tinh hqp lQ cta
.l
ho so:

+ Truimg hqp hO so. chua <IAy <I3:

c6ng chric ti6p nhdn- h6 so.hudng ddn
dO c6ng d6n b6 sung h6 so vd in
Phi6u y6u cAu bO sung, hoan thi6n h6
so;

+ Trudng hqp h6 so kh6ng dring. quy
tlinh: in Phi6u ttr ch6i gi6i quy6t h6
so;

+ Trudmg hqrp h6 so dAy dri, hqp lQ:

Ti€p nhdn vi nh{p thdng tin ti€p nhfln

- Phiaiu y6u ciu bd sung,
t"- rf,iei, frO rr @A";l ;;
ban hdnh kim theo Th6ns tr
s6 0 1 /201 8/TT-VPCP ngdy
23/11/2018);

- Phi6u .tu .ch6i ti6p nhin
giii quydt hd so (Mdu s6 03
ban hdnh kim theo Th6np nr
s6 0 1/201 8/TT-VPCP ngay
23/t t/20r 8).

- Gi6y titip nhdn hti so vd
hgn tri k6t ryd (Mdu sii 0t
ban hdnh kdm theo Th6ng tr

0 5
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sO 0l /20 I 8/TT-VPCP ngdy
23/1 1/2018);

- H6 so theo tht tuc henh
chinh <ta cdng bii.

Gi6y tiiSp nhfn [6 so vd tri k6t qui
cho ngudi ydu cdu; thgc hiQn s6 h6a
(sao chpp, chuy6n thdnh tdi liQu di€n

nr trdn hd th6ng thdng tin, co ss dt
liOu) vn k! s5 vdo tdi li0u, h6 so.

- Chuy€n h6 so d6n Phdng Tu phrip.

b. NAp h6 so trqc tnydn:

- Sau khi.nhfn dugc thdng brio c6 ht)
so yeu cdu dang ky l4i khai.sinh c6
y6u t6 nudc ngodi gui tr6n C6ng dich
vu cdng, cdng chric ti6p nhfn h6 so
ti6p nhfln,.ki6m tra tinh chinh.xric,
ddy dt, th6ng nhdt, hqp 16 cta hO so:

+ Trutmg hqp hd so chua dAy dt,
chua hgp l€, B0 phin tiOp nhfn vd tri
ktit qui gtri thdng trio hudng d5n b6
sung, hoan thiQn hd so quaC6ng dlch
ru c6ng, cdng ddn c6 thd ki6m tra
tinh trang xri ly h6 so khi dnng nhfp
vdo C6ng dich vr,r cdng. Tr4ng thiii h6
so tr€n C6ng dich vp cdng li "Y6u
cdu bd sung gi6y td".
+ Trulng hqp h6 so bi rt choi, BO
ph{n ti6p nhdn.vi.trd k€t qun gui
thdng b6o hr ch6i ti€p nhdn h6 so qua
cdng C6ng dlch 4r c6ng, c6ng ddn c6
th6 ki€m tra tinh tr4ng xri lj h6 so khi

h m€m MQt cta; inosovdo Ph

vdo C6n cochcl6n
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Tr4ng th6i hO so tr€n C6ng dlch vu
c6ng ld "Kh6ng tluo. c ti€p nhfn".
+ Truong hqp h6 so tl6y. ttri, hqp lQ,

trane th6i h6 so tr6n C6ng dich vu
c6ng li "Dugc ti€p nhfln", "Y€u cAu

thgc hiQn nghia vu tdi chinh". PhAn

mdm sE c6p mQt va s6 h6 so tr.uc

tuy6n cho nguoi y6u cdu.

- Huong d6n ngudi y€u cAu thanh
to6n phi,.le phi: ThUc hiQn thanh torin
truc tuy6n (C6ne dich w c6ng phAi
cung cdp chric ndng thanh todn phi
qua m6i trudng m4ng).

- Ngay sau khi nhin <luo. c phi,.lQ phi
d6ng ky l4i khai sinh c6 y€u t0 nu6c
ngodi,.BQ ph$n fi€p nhin vd tri k€t
qud ti€p nhan h6 so, grii th6ng b6o
"Dang.xt tj" vd ngdy he.n tri kiit qui
qua Cdng dich vu cdng, c6ng ddn c6
thti ki6m tra tinh tr4ng xu l! hd so khi
deng nhfp vdo C6ng dlch 4r c6ng.
D6ng thoi, trang th6i h6 so tr6n COng
dich w c6ng ld "Dang xri ly".
- Chuy6n h6 so tliin Phdng Tu phrip.

Phdng Tu
phip

Bvitc2 Xt ly h6 so, b6o c6o Ldnh dao UBND c6p huyQn 03

2.1 Ki6m tra, tham muu xri lf h6 so 02

Trudng
hqp kh6ng
xiic minh

C6ng chuc
ldm c6ng tic
h0 tich

- Xti br, thAm tra h6 so;

-Truong hqp hO so cin bO sung, hoirn
thi€n hoac kh6ng dri tli6u kiQn giii

- H6 so da ti6p nhfln;

- Dp thdo vdn ban b6o c6o
(n€u 16 co sO ph6p l:f li€n

02
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quy6t, ph6i tu ch i thi gti th6ng b6o
vd tinh tr4ng hd so t6i BQ ph{n tiiip
nhfln vd tri k0t qui d€ th6ng b6o cho
ngudi nOp hd so (kdm vdn bdn hudng
d6n, n€u 16 lj do, n6i dung b6
sung...)-thqrc hiQn lai budc l.
- NOu h6 so dAy dri, hqp lQ, $ung quy
dinh, truong hap ti6p nhdn h6 so cting
ky lai khai sinh theo hinh thric tr.uc
ti6p: Du thao k€t qui gi6i quy6t.
Trinh Ldnh <I4o Phdng xem xdt, ph6
duyQt.

Trudng hqp ti{5p nhfn h6 so ddng kli
lai khai sinh theo hinh thric tryc
tuy6n, c6ng chirc ldm cdng t6c hQ tich
grii iai bi6u m6u "Gi6y khai sinh diQn

tu" v6i thOng tin ddy dri cho ngudi
y6u cAu qua thu di€n tri ho{c thi6t bi

A
so.

Ngudi y€u cAu c6 tr6ch nhiQm kiiim
tra tinh chinh x6c, dAy dt cria c6c
th6ng tin tr6n bitiu m6u GiAy khai
sinh ttiQn tu vd x6c nhan (t6i da mQt

ngav).
--,( : .
Ndu ngudi c6 ydu cAu x6c nhrin th6ng
tin 116 th5ng nh6t, Aiy Ari hopc kh6ng
c6 ph[n hdi sau thdi h4n y6u cAu thi
cdng chric ldm c6ng t6c hO tich in
"Gi6y khai sinh" trinh Lanh d4o
Phdng xem xdt, ph€ duyQt.

quan; k6t q.ui ki6m tra h6
so; j ki€n d€ xudt);

- Dp thio gi|v khai
sinh/ban sao Gi6y khai sinh
(n€u c6ng dAn c6 y6u cdu):
(BiAu mdu ban hdnh theo
Th6ng tu sii Ol/ZOZO/r"r-
BTP ctta BQ trudng B9 Tr
phdp).
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Trudng
hqp phdi
ki6m tta,
x6c minh

C6ng chrlc
ld.m c6ng t6c
h0 tich;

Lanh <lAo

Phdng Tu
ph6p;

VEn thu

- Cdng chric ldm c6ng trlc hQ tich:

+ Xri ly, thAm tra h6 so;

+Trudng hqp hO so cAn b6 sung,
hoan thiQn ho{c kh6ng dri tli€u kiQn
gi6i quy6t, phii tu ch6i thi grii th6ng
b6o v€ tinh trqng.h6 so toi B0 phAn

ti6p nhfn vd tri k€t quA d€ th6ng b6o
cho ngudi nQp h6 so (kdm vin ban
huong ddn, n€u 16 ly do, nQi dung b6
sung. . .)-thgc hi-Cn lai bu6c l.
+ Du theo vIn ban x6c minh; dU th6o
Phi6u xin l5i ve hgn l4i ngdy tri k6t
qui (n6u c6). Trinh LAnh d4o Phdng
xem xdt, ph6 duyQt.

- Lanh <lao Phdng Tu ph6p: Ky vin
bgn x6c minh chuyiSn vdn thu tl6ng
ddu;

- Vin thu: D6ng dAu v5n b6n x6c
minh vd gti c6c co quan, don vi li6n
quan.

- H6 so rl5 ti6p nhfln;

- Vin b6n xiic minh.

01 Dirng tinlr
chd ket
qua x6c
minh:
kh6ng qud
20 ngay.
(Sau thoi
han 20
ngdy kii tir
ngey gui
van ban
^:yeu cau

x5c minh
md kh6ng
nh6n tlugc
ven ban tre
l<ri, thi co
quan <l5ng
hI h0 tich
tlep tuc
glai quy6t
h6 so theo
quy dinh)

C6ng chric
ldm c6ng t6c
hQ tich

+T6ng hqp ktit qui x6c minh.

+ Niiu h6 so dAy dt, hqp lQ, dung quy
d!nh, ddng lcf lai khai sinh. theo hinh
thuc. tr.uc ti6p: D1r thao k€t qui giii
quy6t. Trinh Ldnh d4o Phdng xem
xdt, ph6 duyQt.

Trudng hgp ti6p nhAn h6 so d[ng lcj
lei khai sinh theo hinh thric tr.uc

tuy6n, c6ng chr?c ldm c6ng t6c h0 tich

- H6 so da tiiSp nhdn;

- Vdn ban x6c minh;

- DU thio vdn ban b6o c6o
(n6u r6.co sd ph6p ly 1i6n
quan; k$ qud ki€m !ra, $c
minh hd so; y ki6n d€ xu6t);

- Du thio 9i6V khai
sinh/ban sao Gi6y khai sinh
(n€u c6ng ddn c6 y€u cdu):

0l
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I

gui tal Ui6u mhu "Gi6y khai sinh ttiQn

tri" vdi thdng tin diy di cho ngudi
y6u cAu qua thu diQn tri ho4c thi6t bi
so.

i , ,, ,
Npudi v6u cdu c6 tr6ch nhi6m ki€m' -o--- J --'

tra tinh chinh x6c, dAy di cria c6c

th6ng tin tr€n bi6u m6u Gi6y khai
sinh diQn tu vir xric nhAn (tOi da mOt

ngev).
- -,( L
NCu ngudi c6 y€u cAu xiic nh4nlhdng
phan h6i sau thdi h4n y6u cAu thi
c6ng chric ldm c6ng t6c hQ tfch in
"Gi6y khai tin <I5 thdng nhAt, tl6y dt
ho[c khdng c6 sinh" trinh Ldnh tl4o
Phdng xem x6t, ph€ duyQt.

(BiAu mdu ban hdnh theo
Th6ng tn sd oltzozo/ff-
BTP cia B0 truhng B0 Tu
ph,ip).

)) Xem xdt,
brio cito
Linh il4o
UBND
c6p huyQn

Lanh
Phdng
phdp

tlao
Tu

- Xem xdt, duyQt h6 so;

- 86o c6o Ldnh tt4o UBND c6p
huyQn.

H6 so do c6ng chuc ldm
c6ng t6c h0 tich trinh.vd biio
c6o 

. 
d€ xu6t ;i ki6n girii

quy6t.

0l

UBND
cap

huyQn

Buric 3 Kf duyQt ket qua giai quy€t vd tlong ddu 0t

3.1 Ki
kct

duyQt
que

gidi quy6t

Lanh dAo
UBND cdp
huyQn

Ky Gi6y
sinh (n6u

khai sinh/b6n sao GiSry khai
l-

cong oan co yeu cau)
GiAy khai sinh,/bAn sao Gidy
khai sinh (n6u c6ng d6n c6
y6u cdu)

0,75
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13. Tht tgc tlIng lcf khai sinh c6 y6u tii nurfc ngodi cho nguiri tI6 c6 hd so, gi6y ttr ci nhin: (ME st5 TTHC: 1.000893)

- Ma s6 quy trinh tht tgc hdnh chinh: 1.000893 (Theo ma s6 TTHC tr€n co sd dt li6u TTHC dich w c6ng: 1.000893)

3.2 D6ng dAu Vdn thu D6ng d6u vd chuyiin k6t qud cho
Phdng Tu ph6p

Gi6y khai sinh/bdn sao Gi6y
khai sinh (n€u cOng ddn c6
y6u c6u)

0,25

Phdng Tu
phip

Bufc 4 Ghi vdo SO

h0 tich
C6ng chric
lam c6ng
tric hQ tich

- Ghi nQi dung khai sinh viro 56 dnng
ky khai sinh vd ctrng nguoi y6u cdu
d6ng ky khai sinh hj t€n vdo 56.

- Luu hti so vi chuytin k6t qui cho BQ
phfln Ti6p nhfn vd TrA k€t qu6.

- S_O aang ty khai sinh (-Bidz

mdu.ban hdnh theo Thdng
tu s6 04/2020/TT-BTP cia
B0 trudng B0 Tr phtip);

- Gi6y khai sinh/bd,n sao

GiAy khai sinh (n6u c6ng
d6n c6 y€u cdu).

0 5

UBND
cap

huyQn

Bu&c 5 Tri
qua

t<6t B0 phan
ti6p nhfn vd
tri kOt qui

Tri kiit qu6 cho c6ng d6n Gi6y khai sinh/ban sao Gi6y
khai sinh (n6u c6ng d6n c6
y€u cdu)

0

ttFso duqc hru trt t4i Phdng Tu ph6p theo quy tlinh hign hinh, bao giim:
- Hd so da tiiSp nhQin theo TTHC da.c6ng b5;
- Ban chgp gi6y td cria nguoi y€u cdu dAng ky hQ tich xudt trinh (do ngudi ti€p nhQn h6 so thuc hi€n sao chgp <16 luu h6 so theo quy tlinh tai
khoan 3 Didu 3 Th6ngtu s6 OqtZOZO/ft-BTP ngiry 28/5/2020 cia BQ truong BQ Tu ph6p Quy ttinh chi ti6t thi hanh mQt s6 di6u cria LuQt
hO tich vd Nghi dinh sO tZglZOt SfND-CP ngdy 15 thrlng I I nam 2015 cta Chinh pht quy. dinh chi titit mQt sO didu ve biQn ph6p rhi hanh
Luit h0 tfch). Truong hgp cdc th6ng tin trong c6c gi6y td niy dd c6 trong Co sd dt li€u qu6c gia ve dan cu (CSDLQGVDC), Co sd dt liQu
hO tich dien ffi (CSDLHTDT), duqc h6 th6ng dien t.u tlQng thi kh6ng phii xuit trinh (theo hinh thfc tryc ti6p) hoac tii l€n (theo hinh thric
tnrc tuv6n).!-.. i"' .t .
- Vdn bin, gi6y td, tdi ti€u xdc minh (it0i voi trudng hgtp c6 x6c minh);
- V[n bAn b6o crio LZnh d4o UBND cdp huyQn;
- Bin ch\rp k6t qui TTHC;
- VAn ban thdng b6o viQc <I5ng ky h0 tich di5n co quan li€n quan (d6i voi tuong hqp phai th6ng b5o theo quy tlinh cta Luit HQ tlch vd cdc vdn ban
quy ctlnh chi ti6t thi henh).
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- Thdi han giii quytit: 05 ngdy ldm viQc. Truong hqp phii c6 vin bdn xiic minh thi thdi h?n giii quy6t kh6ngqu625 ngiry.

Co quan,
tlor vi

Burlc
thgc
hiQn

TGn bufc
thqc hiQn

Trich
nhiQm

thgc hiQn
NQi dung c6ng viQc thr;c hiQn Bi6u mAu/k6t qui

Thdi
gian

(ngnv)
Ghi chri

UBND
A

cap
huyQn

Buric I Ti€p nh{n
hd so

B0 phin
ti€p nhfln
va tra kct
qua

a. NAp hi so trlrc ildp:
- Xem xit, ki6m tra tinh hqp lQ cria h6
so:

+ Truong hqp hO so. chua <tiy tl_ri:

c6ng chric ti€p nh{n h6 so hucrng ddn
di! c6ng dAn b6 sung hd so vd in Phi6u
y€u c6u bd sung, hoan thiQn h6 so;

+ Trucrng hqrp hd so khdng tting quy
dinh: in Phi6u tu ch6i gini quy6t h6
so;

+ Trudng hq,p hO so dAy dri, hqp lQ:

Ti€p nhfn vd.nhfp th6ng tin ti6p .rhg"
hd so viro Phdn m€m MQt cta; in Gi6y
ti€p nhQn h6 so vd tri k6t qui cho
nguoi y€u cdu; thgc hiQn s6 h6a (sao
chgp, chuy6n thanh tdi li6u diQn tri
tr€n hQ th6ng thdng tin, co sd dt liQu)
vd kf s6 vdo tdi li6u, hd so.

- Chuytin h6 so d6n Phdng Tu phdp.

b. NQp hi so tttc tuydn:

- Sau khi nhdn ilugc th6ng brio co hd 
I

I 
so ydu ciu tldng k! khai sinh co.y6u

I td nudc ngodi cho ngudi <ld c6 h6 so,

I giAy td c6 nhan gui tr0n C6ng dich vu
I c6ng, cdng chuc ti6p nhfln h6 so ti6p

- Phi6u y6u. cAu b6 sung,
hoan thiQn h6 so (Mdu s6 02
ba.n hdnh kim theo Th6ng tr
s6 0 1i20 I S/TT-VPCP ngdy
23/11/2018);

- Phi6u .tir .chdi titip nhin
giii quydt hd so (Mdu s6 03
ban hdnh kbm theo Th6no tt
s6 01/201 8/TT-VPCP ngdy
23/11/2018).

- GiAy titip nhQn h_6 so. vi
hen tri k€t qui (Mdu s6 0l
ban hdnh kdm theo Th6ns tu
s6 01 /201 8/TT-VPCP ngdy
23/1t/2018);
- Hd so theo thri tUc hanh
chinh <16 cdng b6.

0,5
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nhfn, ki6m tra tinh chinh x6c, tliy tfii,
th6ng nh6t, hqp lQ cta hd so:

+ Trudng hqp hO so chua diy dti,
chua hqp lQ, B0 ph{n ti6p nhdn- vd tri
k€t qui grii th6ngt6o huong ddn b6
sung, hodn thiQn h6 so qua Cdng dlch
v.u cdng, c6ng.ddn c6 th6 ki€m tra tinh
tr4ng xri lj hd so khi tldng nhfp vio
C6ng dich vg c6ng. Trang th6i h6 so
tr€n C6ng dich vu c6ng ld "Y6u cAu

b6 sung gi6y td".
+ Truong hqp hO so bi tu ctri5l, SO

phin ti6p nhfn. vd.tri k€t qui grii
thdng b6o tu ch6i ti6p nhAn h6 so qua
cdng C6ng dich 4r c6ng, c6ng dAn c6
th6 ki6m tra tinh trang xri ly h6 so khi
<l6ng nhfp vio Cdng dfch vr,r cdng.
Tr4ng th6i h6 so tr6n C6ng dich vu
c6ng ld "Kh6ng <luo. c ti6p nhfn".
+ Trudng hqp h,5 so dAy, dri, hs,p l€,
trans, thAi h6 so tr€n C6ng dich vu
c6ng ld "Dugc ti€p nhfn", "Y€u c6u
thgc hiQn nghia vr,r tai chinh". Phdn
miim sE c6p mQt Ua sO h6 so tryc

,., Iuyen cno nguor yeu cau.

- Huong d6n ngudi y6u ciu thanh
todn phi,.lQ phi: Thgc hiQn thanh todn
tryc tuy6n (C6ng dich q c6ng phii
cung cdp chric nEng thanh toAn phi
qua m6i trudng m4ng).
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- Ngay sau khi nhan <Iuqc. phi, lQ phi
dang ky khai sinh c6 y6u t6 nu6c
ngohi cho ngudi tl5.c6 h6 so, gidy td
c6 nhin, B0 phq ti6p nhfln vd tra ket
qui ti€p nh?n hO so, grti th6ng biio

"Dang xu ly" vd ngdy hgn tri kdt qud

qua C6ng dich ru c6ng, c6ng d6n c6
ttre ti6m tra tinh tr4ng xri lj hd so khi
tta.ng nhip vdo Ci5ng dich 4r cdng.
D6ng thdi, trqng thai h6 so trdn Cdng
dlch 4r cdng ld "Dang xt lyi".

- Chuytin h6 so d6n Phdng Tu phrip.

Phdng
Tu phrip

Buric 2 Xt li hO so, b6o c6o Ldnh dao UBND cdp huyQn 03

2.1 Ki€m tra, tham mrru xri ly hd so 02

Trudng
hqp kh6ng
xiic minh

C6ng chric
ldm c6ng
t6c h0 tich

-ThAm tra h6 so.

-Trudng hqrp hd so can b6 sung,
hoan thiQn ho{c kh6ng dt di€u
kiQn giii quy€t, phdi tu ch6i thi gti
thdne b6o vC tinh trans h6 so t6i
BQ phfln ti6p nh{n vi tri k6t qui <16

th6ng b6o cho ngudi n6p h6 so
(kdm vEn ban hu6ng ddn, n6u 16 ly
do, nQi dung b6 sung...) - thgc
hiQn l4i budc 1.

- N6u h6 so diy dri, hqp tQ, dung
quy dinh, Trudng hqp ti6p nhan ho
so ddng hj khai sinh cho ngudi eld

c6 h6 so, gi6y td c6 nh6n.theo hinh
thric tr.uc ti6p: DU th6o ket qua giai

- H6 so da ti6p nhfln;

- Dg thAo vdn bAn b6o c6o (n6u
r6.co sd p.h6p l1t li6n quan; y
ki€n d€ xudt...);

- Du thAo Gi6y khai sinh,/bAn
sao Gi6y khai sinh (n€u c6ng
ddn c6 y6u cdu): (Bidu mdu ban
hdnh theo Th6ng tt sii
04/2020/TT-BTP cia Bo
trudng BQ Tr phdp).

02
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quy6t. Trinh Linh tt4o Phdng xem
xet, phe duyet.

Trudng hqp ti6p nhan h6 so dlng
\i.khai sinh cho nguoi tlE c6 hd so,
gi6y td c6 nhdn theo hinh thric tr.uc
tuy6n, cdng chr?c ldm cdng t6c hQ

tich gti lai bitiu miu "Gi6y khai
sinh di€n trl" v6i thdng tin dAy thi
cho nguoi y6u.cAu qua thu diQn tu
hoac thi€t bi s6.

Ngudi y6u cdu c6 trrich nhi€m
ki6m ha tinh chinh xdc, tlAy <fii cta
c6c th6ng tin tr€n bi€u mAu Gi6y
khai sinh diOn hr vd x6c nh0n (ti5i

da mQt ngdy).
--r I .N€u nguoi c6 y6u cdu x6c nhfln
th6ng tin da th6ng nh6t, dey dri
ho4c kh6ng c6 phan h6i sau thoi
han v€u cAu thi cdns chric ldm1
c6ng tric hQ tich in "Giiy khai sinh
" trinh Lanh cl4o Phdng xem x6t,
ph6 duyQt.

Trudng
hqp phdi
x6c minh

C6ng chric
ldm cdng
tdc h0
tich;
Ldnh d4o
Phdng Tu
phdp;

VEn thu

- C6ng chric ldm c6ng tric h0 tich:
+Thim tra hd so.

+Trudmg hqp hd so cdn b6 sung,
hoan thiQn ho4c kh6ng dri tli6u
kiQn gi6i quy€t, ph6i tir ch6i thi gui
th6ng b6ow6 tinh tr?ng h6 so t6i
B0 phin tiOp nhfln vd tr6 k€t qui iI€
th6ng brio cho ngudi nQp h6 so
(kdm vin ban huong d6n, n€u 16 lj

- Hti so da titip nhfln;

- Ven ban x6c minh.

0l Dtmg . tinh
chd k6t qud
xiic minh:
kh6ng que
20 ngay.
(Sau thoi
han 20
ngdy kti tt
ngey gui
vin ban y€u
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cau x{c
minh md
kh6ng nhdn
duoc vdn
ban tra loi,
thi co quan
dang kf hQ

tich tiiip ttrc
giai quy€t
hd so theo
quy dinh)

C6ng chric
ldm cdng
t6c hQ tlch

do, nQi dung b6 sung...) - thgc
hi€n lai bu6c 1.

+ DU thao vdn b6.n x6c minh; dU
th6o Phi6u xin l6i vd hen lai ngdy
tre k6t qua (niiu c6). Trinh LEnh
i14o Phong xem xdt, phO duyQt.

- Lanh d4o Phdng Tuphrip: Kf vin
ban xric minh.

- Vdn thu:D6ng d6u vd guiciic co
quan, don vi li6n quan.

+T6ng hqp k6t qui xrlc minh.

- NOu hd so dAy du, hoo lQ, dung
quy tllnh. Truong hqp ti€p nh6n h6
so d[ng ky khai sinh cho nguoi tld
c6 h0 so, gi6y td cri nhAn theo hinh
thuc.tryc tii5p: Dy th6o k6t qud gidi
quy€t. Trinh Ldnh tlgo Phong xem
x6t, ph€ duy€t.
Trudng hqp ti6p nhan hO so rl[ng
lcj,khai sinh cho ngudi cl6 c6 h6 so,
gi6y td c6 nhdn theo hinh thric tr.uc
tuydn, c0ng chuc lim cdng tric hQ
tich gti lai biilu miu "Gi6y khai
sinh di6n hr" vdi th6ng tin dAy dri)..
cho nguoi yeu cau qua thu di6n tu
hoAc thi0t bi s6.

Ngudi y€u ciu c6 trrich nhiQm
ki€m tra tinh chinh x6c, ddy dri cta

tin tr6n bi6u mAu Giic6c th6

- H6 so dd ti6p nh6n;

- Vdn bin xiic minh;
- DU thdo vin bin b6o ciio (n6u
rO co sd ph6p ly li0n quan; k6t
qudki€m tra, xiic minh h6 so; f
ki6n tl6 xudt);

- Du thdo Gi6y khai sinh (bin
chinh.rbin sao Gi6y khai sinh
(n€u c6ng dAn c6 y6u cAu):
(BiAu mdu ban hdnh theo
Th6ng tu sii Ollzozotrt-orp
cia 89 trrdng BQ Tr phdp).

01
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khai sinh tliQn tu vi x6c nhfn (t6i
da mQt ngdy).
'-,. : ,N€u ngudi c6 y6u cdu xdc nhfn
th6ng tin da th5ng nh6t, day dri
ho4c kh6ng c6 phin h6i sau thdi
h4n y€u cdu thi c6ng chirc lAm
c6ng t6c h0 tich in "Gidy khai sinh
" hinh Lanh d4o Phdng xem x6t,
ph6 duyQt.

2.2 Xem xdt,
b6o c6o
Lanh tl4o
UBND
cap nuy9n

LEnh d4o
Phdng Tu
phep

- Xem x6t, duyQt hti so;

- 86o c6o Ldnh <tao UBND c6p
huyQn.

H6 so do c6ng chric lim c6ng
t6c hQ tich trinh vd b6o c6o dd

i ...!, i
xuat y klen glal quyet.

01

Phdng
Tu ph6p

Buric 3 Kj duyQt ktlt qui giii quy6t va d6ng d6u

K),
kct
gi6i

duyQt
qla

quyEt

Linh tl4o
UBND
c6p huyQn

Ky Gi6y khai sinh (ban chinh)/ban Gi6y khai sinh (ban chinh)tuan
sao GiAy khai sinh (n€u c6ng
ddn c6 y6u cdu)

sao Gi6y khai sinh (n6u cdng ddn
c6 y6u cdu)

0l

3.1 0,75

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

Gidy khai sinh (ban chinh)/ban
sao Gi6y khai sinh (n6u c6ng
ddn c6 ydu cAu)

0,25

Phdng
Tu phip

Budc 4 Ghi vio 56
h0 tich

COng chric
ldm c6ng
t6c h0 tlch

- Ghi nQi dung khai sinh vio 56
ding kii khai sinh vd ctng ngudi
y€u c6u dAng ky khai sinh lcj t6n
vdo 56;

- Lrru h6 so,vd chuy6n k6t quA cho
BQ phfn Ti€p nhfn vd TrA k6t qui.

- S_O Aang ky khai sinh (BiAu
mdu ban hdnh theo Th6ng tu s6
04/2020/TT-BTP cia 86
tru&ng BQ Tt phdp);

- Gi6y khai .sinh (bin
chinh)/ban sao Gidv khai sinh
(n€u c6ng d6n c6 y€u cdu).

0,5
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14. Thi tgc ilIng kf lai k6t hdn cri y6u t5 nuric ngoiri: (ME sO TTHC: 2.0005 l3)

- Ma s6 quy trinh tht tuc hdnh chinh: 2.000513

- Thdi han giii quy6t: 05 ngdy ldm vi6c. Trudng hqp phni c6 rdn b6n x6c minh thi thdi h?n gi6i quy6t kh6ng qu6 25 ngdy.

UBND
cap

huyQn

Buric 5 Tri
qua

t6t B0 ph0n
ti€p nhfln
vd trd k6t
que

Trd k6t qud cho c6ng ddn Gi6y khai sinh (bAn chinh)/bin
sao GiAy khai sinh (n6u cdng
d6n c6 y6u cdu)

0

Hd so dusc luu trft tai Phdng Tu ph6p theo quy tlinh hiQn hdnh, bao g6m:

- Hd so da ti6p nhan theo TTHC da c6ng b5:

- Ban chUp gi6y td cria ngudi y€u cdu dAng k1i hO tich xuAt trinh (do ngudi tiiip nhin h6 so thsc hiQn sao chup dO luu hd so theo quy dinh tai
khodn 3 DiAu 3 Th6ng tu sA OqDOZO|T"I-BTP ngdy 28l5l2O2O cria BQ trudng BQ Tu ph6p Quy ilinh chi ti6t thi hdnh mQt s6 didu cta Lu{t
hQ tich vn Nghi tlinh s6 123/20154{D-CP ngiry 15 th6ng 11 nlm 2015 cria Chinh phi quy.tlfnh chi tiet m$t sd tli6u vd biQn phdp thi hdnh
Luflt h0 tich). Truong hgrp c6c th6ng tin trong cdc gi6y td ndy tld c6 trong Co sd dti liQu qu6c gia ve den cu (CSDLQGVDC), Co s0 dt liQu

h0 tich diQn tu (CSDLHTET), dugc hQ th6ng di6n tu dQng thi khdng ph6i xudt trinh (theo hinh thuc tr.uc ti6p) hoac tdi l€n (theo hinh thric
tryc tuyen).

- Vin bdn, giAy td, tai liQu xdc minh (ttOi vdi trudng hqp c6 x6c minh);
- VEn bin brio ciio Ldnh ilpo UBND c6p huyQn;

- Ban chqp k6t qui TTHC;
- Vin bin thdng b6o viQc <Idng ld hO tich d6n co quan li€n quan (d6i voi truong hq,p phai th6ng b6o theo quy dinh cia Luflt H0 tich vd cric vln ban
quy dlnh chi ti€t ttri hanh).

Co quan,
tlon vi

Buric
thgc
hiQn

TOn buric
thgc hiQn

Trdch
nhiQm thgc

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

Thni
gian

(ngny)
Ghi chri

UBND
cap

huyQn

Bufc 1 Ti6p nhfln
h6 so

B0 phdn ti6p
nhdn vi tri
ktit qui

a. NQp h6 so trlrc fiAp:

- Xem xdt, kiiim tra tinh hQp lQ cria
h6 scr:

- Phi6u y6u c6u b6 sung,
hoAn thi€n hd so (Mdu s6
02 ban hdnh kim theo

0 5
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+ Trudng hqp h6 so chua ttAy ttt:a ;,

cdng chuc ti€p nh4n h6 so hu6ng ddn
cl€ c6ng dAn b6 sung h6 so vd il
Phi€u y€u cAu bd sung, hoan thiQn h6
SO;

+ Trudng hOp h6 so kh6ng tlung quy
dinh: in Phi6u tu ch6i gidi quy€t hd
so;

+ Trudng hqp hd so dAy dri, hqp l€:
Tiep n$n vd nhfp thdng tin ti6p
nhfn h6 so vdo Phdn m6m MOt cta;
in Gi6y tirip nhfn h6 so vd tri k6t qui
cho nguoi y€u c6u; thpc hiQn sli h6a
(sao chup, chuy6n thanh tdi liQu diQn
hr tr€n hQ th6ng th6ng tin, co sd dt
liQu) vd kj s6 vdo tii liQu, hd so.

- ChuyiSn hd so rt6n Phdng Tu ph6p.

b. NOp hi so truc tuy6n:

- Sau khi nhdn duoc th6ns b6o c6 h6
so y€u cdu dang ky lai k6t h6n c6 ydu
t6 nudc ngoii grii tr€n C6ng.dich 4r
cdng, c6ng chric ti6p nhdn h6 so ti€p
nhdn, kiOm tra tinl chinh x6c, tl6y
dri, thdng nfr6t, trgp lQ cria hii so:

+ Trutmg hqp h6 so chua tIAy dt,
chua hgrp l€, B0 phdn ti6p nhfn vd tr6
k€t qui grli th6ng b6o huong ddn bd
sung, hodn thiQn h6 so quaC6ng dlch
vu c6ng, c6ng dAn c6 th€ ki€m tra
tinh trAng xt ly h0 so khi itang nhfp
vdo CtSng dich vu c6ng. Trang th6i

lTh6ng tu sO 0l/2018/TT-
VPCP nsdy 23/1 I/2018\;
- Phi6u tu chdi titip nhin
giii quy6t hd so (Mdu sii
03 ban hdnh kdm theo
Th6ng tu sii Oltzotatrt-
VPCP ngay 23/11/2018).

- Gi6y titSp nhdn h6 so. vd
hgn trd k€t quh (Mdu s6 01

ban hdnh kim theo Thdng
fir s6 0l/2018/TT-
VPCP ngay 23/11/20],8);
- H6 so theo thri 4rc hanh
chinh dd cdng bii.
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dich 4r c6ng ld "YCu

+ Trucrng hqp hd so bi tu ch6i, BO
phdn ti6p nhfn.vd.hi k0t quA grii
th6ng brio tir ch6i ti6p nhQn h6 so qua
cdng.C6ng dich vu c6ng, c6ng d6n
c6 th6 ki6m tra tinh tr4ng xri llf h6 so
khi tlEng nhfp vdo. Cdng dich.nl
c6ng. Tr4ng thAi hO so tr6n C0ng
dich vu c6ng ld "Kh6ng ttuqc ti6p
nh?n".

+ Truong hqp hti so <tAy dri, hqp lQ,

trqng thrii h6 so tr6n Cdng dich ul
c6ng li "Duqc ti6p nhin", "Y0u cdu
thgc hiQn nghia 4r tdi chinh". Phdn
mAm sE c6p mQt ME s6 hii so tryc
tuy6n cho ngudi y6u c6u.

- Hu6ng d6n ngudi y€u ciu thanh
tortur phi,.l€ phi: ThUc hiQn thanh todn
tryc tuyen (Cdng dich vrp c6ng phdi
cung cdp chfc ning thanh toAn phi
qua m6i trudng m4ng).

- Ngay sau hi r*,an duqc.phi, lQ phi
deng ky lai k6t h6n c6 y6u td nu6c
ngodi,.BQ phan ti6p nh6n vd trd k€t
qui ti6p nhan hO so, grii th6ng brlo
"Dang xri lj" vd ngdy hgn trA k6t qui
qua C6ng dich 4r c6ng, c6ng.ddn c6
th6 ki0m tra tinh tr4ng xri Ij h6 so khi

h0s0 tr6n C
ciu b6 sung glay td"-

ddn dich vU c6nh vdo Cdn
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D6ng thdi, tr4ng th6i h6 so tr6n C6ng
dich vU c6ng ld "Dang xti ly".
- ChuyiSn h6 so dtin Phdng Tu ph6p.

Phdng
Tu ph6p

Bvitc2 Xri ly hd so, biio ciio LEnh tl4o UBND c6p huyQn 03

2.1 Kitim tra, tham mrru xri ly hd so 02

Trudng
hqp kh6ng
x6c minh

C6ng chric
ldm cdng t6c
h0 tich

-ThAm tra hd so.

-Truong hap hO so cdn b6 sung, hoirn
thi€n ho6c kh6ne dt tli€u kiQn gidi.a
quy6t, phai nr chdi thi gui thdng b6o
vd tinh tr4ng hd so toi B0 phfln ti6p
nhfn vi tri ktit qui di5 th6ng biio cho
ngu&i nQp hO so (kdm vin bdn huong
d6n, n€u 16 lf do, nQi dung b6
sung.. .) - thqc hiQn lai budc 1.

- NiSu h6 so iIAy tfii, hqp lQ, dung.quy
tlffi, Trucmg hqp ti€p nhin h6 so
dAng hj lai k6t hdn theo hinh thric
tryc ti€p: Dg thio k€t quA giii quy6t.
Trinh LAnh <l4o Phdng xem x6t, ph€
duyQt.

Truqlc hqp ti6p nhan ho so tlnng h-i
lpi k€t h6n theo hinh thric truc tuy€n,
c6ng chricldm c6ng t6c h0 tich gui
lai bi6u mAu Gi6y chrmg.nhfln k€t
h6n tliQn tu v6i th6ng tin tl6y dri cho
nguoi y6u cAu qua thu tliQn tu hoflc
thi€t bi s6.

Ngudi yOu ciu c6 trrich nhiQm ki6m
ka tinh chinh x6c, ddy ttri. cta c6c
th6ng tin tr€n bi6u mAu Gi6y chimg

- Hd so da ti6p nhfn;
- Dg thio v6n b6n b6o c6o
(n€u 16 co sd phip lj li€n
quan; k6t qud ki€m tra h6
so; y kit5n dC xu60;
- Du thio Gi6y chung
nhan ket hdn (ban chinh),
bin sao Trich luc t<tit h6n
,i l.
(neu cong oan co yeu cau):
(Bidu mdu ban hdnh theo
Th6ng tu sii OltzL21/lT-
BTP cda BQ trfing BQ Tu
phdp).

02
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nhdn ktit hOn di€n tu vd xric nhfln (t6i
da mQt ngdy).

-,r ^ :
N€u ngudi c6 ydu ciiu xric nh4n

th6ng tin de th6ng nfr6t, aAy dt ho4c
kh6ng c6 phin h6i sau thdi h4n y6u
cAu thi c6ng chric ldm c6ng,t6c h0
tich in "Gidy chrmg nhfln k€t h6n"
trinh Lanh tt4o Phong xem xdt, ph€
duyQt.

Truong
hqp phAi
x6c minh

COng chric
lirm cdng tiic
h0 tich;
Lanh dAo
phdng Tu
ph6p;

VAn thu

- Cdng chr?c ldm c6ng t6c h0 tich:
+ ThAm tra hO ss.

+Trudng hqp h6 so cAn b6 sung,
hodn thiQn ho4c kh6ng dri iti€u kiQn
giii quy€t, phii tu ch6i thi gui thdng
b6o vC tinh tr4ng.h6 so tdi BQ phfn
ti€p nhdn va tra ket qud tl6 th6ng b5o
cho ngudi nQp h6 so (kdm vin bin
huong d6n, n€u 16 lj do, n6i dung bd
sung. ..) - thUc hi€n lai budc 1.

+ Du th6o vin bin x6c minh; dU thio
^,.I . .?.
Phi6u xin l6i vi hen lqi ngdy trd k6t
qu6. Trinh Linh dao Phdng xem x6t,
ph€ duyQt.

- Ldnh d4o Phdng Tu phdp: Kli vln
b6n x6c minh chuyOn vin thu tt6ng
ddu;

- Vdn thu: D6ng d6u vdn bAn x6c
minh vd gui c6c co quan, elon vi li6n
quan.

- Hd so da tiilp nh{n;
- Vdn bin x6c minh;
- Dg thio vin bdn biio c6o
(ndu r6co s& phdp lj li€n
quan; k€t quA kiOm tra, x6c
minh hO so; y ki€n il€
xu6t);

- Dg th6o GiAy chung
nhin k6t h6n (ban chinh),
bin sao Trich luc ttit hOn
(n€u c6ng d6n c6 y6u cdu):
(BiAu mdu ban hdnh theo
Th6ng tu sii Ol/ZOZOtrr-
BTP cila BO truong B0 Tu
ph,ip).

01 Drmg tin}r
chd ket
qua xiic
minh:
kh6ng quri
20 ngdy.
(Sau thoi
h4n .20
ngdy kO tt
ngay gui
vdn ban

x6c minh
mir kh6ng
nhqn duo. c
vtn ban tra
loi, thi co
quan Cldng

kf h0 tich
ti6p tgc

er.Ai quy6t
h6 so theo
quy dinh)

cauyeu
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C6ng chric
ldrn c6ng t6c
hd tich

+TOng hqp k6t qud x6c minh.
+ N6u h6 so dAy <tt, hoo l€, dung.quy
rtinh, Truong hqp ti€p nhfln h6 so
dEnC ry lai k€t h6n theo hinh thric
truc ti€p:Dg th6o k€t qui giii quy€t.
Trinh Ldnh tl4o Phdng xem x6t, ph€
duyQt.

Trudng hqp ti.ip nhan h6 so tldng ky
l4i k€t hdn theo hinh thric tr.uc tuy€n,
c6ng chric Idm c6ng trlc h0 tich gui
l4i bi€u mdu Gidy chung.nhfn k€t
h6n diQn tu vdi thdng tin ddy dri cho
ngudi y6u cdu qua thu diQn tu ho4c
thi€t bi s6.

Nguoi ydu cAu c6 tr6ch nhiQm kiiSm
tra tinh chfnh x6c, it6y tfii. cta c6c
thdng tin tr6n bi6u mdu Gi6y chimg
nhfn k6t h6n tliQn tt vd xdc nhan (t6i
<la mQt ngdy).

-,t IN€u ngudi c6 y€u c6u x6c nhdn
th6ng tin da thiing nfr6t, Ciy ttt ho{c
kh6ng c6 phin h6i sau thdi h4n y€u
c6u thi c6ng chric lirm c6ng.tdc hQ

tlch in "Gi6y chrlmg nhfln k6t hdn"
trinh Lanh d4o Phdng xem xdt, ph€
duyQt.

- H6 so tI6 ti€p nhfn;
- VAn ban x6c minh;
- Dtr th6o vdn bin biio c6o
(n6u rd co sd phrip ly li6n
quan; k6t qui ki6m tra, x6c
minh h6 sq y ki6n d€
xu6t);
- Du thio Gi6y chung
nhan ket h6n (ban chinh),
b6,n sao Trich luc kiSt hOn
.1.)..
(neu cong oan co yeu cau):
(BiAu mdu ban hdnh theo
Th6ng tu sii Oltzozonr-
BTP cila BO trudng BA Tu
phdp)

01

2.2 Xem
brio
Lanh

xdt,
ciio
dao

Lanh
Phdng
ph6p

ilao
Tu

- Xem xdt, duyQt hti so;

- Biio c6o LSnh cfao UBND cAp
huyQn.

H6 so do c6ng chric ldm
c6ng tdc .h0 tictr trirh vd
b6o c6o il6 xudt j ki6n giii
quy€t.

01
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i]BND
i.cap huy9n

UBND
cap

huyQn

Brrtlc 3 Kj duy€t kilt qun gi6i quyi5t vi tt6ng d6u 01

Gi6y chrmg nh4n kiit h6n,
bAn sao Trich luc ktit n6n
, i i,
(neu cong oan co yeu cau)

0,7sKj Gi6y chung nhan k6t h6n, bin sao
Trich.lpc k€t h6n (n6u c6ng ddn c6

y€u cdu)

3.1

gidiquydt

K!
kct

duyQt

qua
Lanh dAo

UBND c6p

huygn

3.2 D6ng ddu Vin thu D6ng ddu vd chuy€n k6t qui cho
Phdng Tu phrip

GiSy chimg nhan k6t h6n,
bdn sao Trich luc k6t h6n
, t :,(neu cong oan co yeu cau)

o,25

Ghi vdo 56
h0 tich

Buric 4 COng chric
ldm cdng t6c
hQ ticlr

- Ghi vdo SO Oang k-i ktit h6n, ctng
hai bdn nam nlr h_i t6n vio S0; hai
b€n nam nii ctrng k! vdo gi6y chrmg

nh4n k0t hdn;

- Lrru h6 so vd chuy6n k6t qui cho
B0 phin TiCp nhQn vd Tri k6t qui.

- SO dang V5, rctrcn lUau
56 ban hdnh kdm theo
Th6ng tu sii oqtzozotff-
BTP cia 86 uuong Bb Tu
phdp);
- Gi6y chimg nhan k6t h6n,
bin sao Trich luc k6t h6n
.i:.(neu cong oan co yeu cau).

0,s

UBND
A

cap
huyQn

Bufc 5 t<i5tTri
qua

BQ phAn titip
nhdn vd tri
ki5t qun

Tri k6t qu6 cho cdng d6n Gi6y chung *ran k6t hOn,
bin sao Trich luc tiit trOn

(n6u cdng ddn c6 ydu cAu)

0

H6 so dusc lrru trii tai Phdng Tu phrip theo quy dlnh hiOn hanh, bao g6m:

- Hd so da ti6p nhin theo TTHC dd cdng b5;

ti ti taiinhky u.p
tict at

ctinhti di
tin

anB hc a t co ua eu cau and h c xuh 6t tr nh od n Io h so tho hi S chao ed rru oh os th dueou a nh4np v nguol v b ( gu uc 9n6p vE q
B Tu I thi mhanh t dSO ue uc La ukh 3oan D ue Th3 tu s 04o 2 20 /TT B PT n 2 58/ 0t2 02 uac B u d chnh0 a a a Igiv trudng pph66ng

d ue a b ah th hAnhacu hC nh hu u d hc tlI m soI CATD. nP a I thiin5 1 namI 02 5Ih c vah N snh Io 32 0 5 0t 9nt2 p pp q vo v cgh
eu1LD VDC oC (,S uduoc SCe and cuantro C so d uo ucoda QG )n cac td n ItroruT on h c th0act chL h Iuat

Phdng
Tu ph6p

I



119

15. Tht tgc tlilng lcf l4i khai tfr c6 y6u t6 nufc ngoAi: (M6 sii TTHC: 2.000497)

- Ma s6 quy trinh thri tuc hdnh chinh:2.000497

- Thdi han gi6i quy6t: 05 ngdy lim viQc. Trudng hqp phdi ti6n hdnh x6c minh thi thdi han kh6ng qu6 l0 ngdy ldm viQc

h0 tich dien tu (CSDLHTET), duqc hQ th6ng tti€n t.u ttQng thi kh6ng phii xu6t trinh (theo hinh thtc tr.uc ti6p) trop tal ten lttreo hinh thric
tr.uc tuy6n).

- Vin ban, gi6y td, tai liQu x6c minh (tt6i vdi trudng hqp c6 x6c minh);

- Vin ban b6o c6o Ldnh etao UBND c6p huyQn;

- Ban chpp t<iit qua tttC;
- Vdn b6n thdng b6o viQc tlEne W h0 tich d6n co quan li6n quan (d6i voi tuong hqp phii th6ng brio theo quy dinh cua Ludt H6 tich vd c6c vdn b6n
quy rllnh chi ti6t thi henh).

Co quan,
tlon vi

Bu0c
thgc
hiQn

TGn burfc
thgc hiQn

T16ch
nhiQm thgc

hiQn
NQi dung c6ng viQc thgc hiQn Bi6u m6u/kdt qun

Thoi
gian

(ngny)

Ghi
chri

UBND
t

cap
huyQn

Budc 1 Ti0p nhfn
h6 so

BQ phfn tii5p
nhin vd tr6
KeI qua

a. NQp h6 so trqc fi6p:

- Xem xdt, kiilm tra tinh hqp l€ cria hd
so:

+ Truong hq,p hd so chua ttAy ttri: cdng
chric ti6p nlAn nd so huong d6n d6
c6ng ddnt6 sung h6 so vd in Phi€u
y6u cdu bd sung, hoan thiQn hd so;

+ Trudng hqp h6 so khdng tfiing.quy
tlinh: in Phi6u tu chdi gidi quy€t h6 so;

+ Trulng hqp hd so dAy dri, hqp l€:
Ti€p nhfn ve.nhfq th6ng tin ti6p nhfln
h6 so vdo Phdn m€m MQt cria; in GiAy
ti6p nh{n hd so vir tri k6t qui cho
ngudi y6u cdu; thgc hiQn sd h6a (sao
chup, chuy€n thanh tdi liQu diQn tu tr€n

- Phi6u y€u cAu bi5 sung,
n"-,t reiriA r"Tii";7-;;
ban hdnh kim theo Th6ng tr
sO 0 1/20 1 8/TT-VPCP ngay
23/11/2018);

- Phi6u tu ch6i tii6p nhin
gini quyiSt hd so (Udu sil 03
ban hdnh kim theo Th6ng tr
s6 01 /201 8/TT-VPCP ngdy
23/1r/2018).

- Gi6y tii5p nh6n h6 so vd
hgn tr6 ktit qun (Mdu s6 0l
ba.n hdnh kim theo Th6ng tr
sO 0 1 /201 8/TT-VPCP ngdy
23/11/2018);

0,5
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hQ th6ng thdng tin,.co sd dt liQu) vd
k! s6 vdo tdi li€u, h6 so.

- ChuyiSn h6 so diin Phdng Tu ph6p.

b. NQp hi so trqc tuydn:

- Sau khi nhdn ttuqc th6ng b6o c6 h6
so y€u cAu dang ICf lai khai ti c6 y6,,
t6 nu6c ngodi grii tr€n C6ng. dich vU
c6ng, c6ng chric ti6p nhQn hd so ti6p
nhdn, ki€m tra tinh chinh xric, ddy tfti,
thdng nh6t, hgp lQ cria h6 so:

+ Trudng hqp hd so.chua dAy dt, chua
hqp l€, B0 phfn ti€p nhfn vi tri k€t
qud grlri th6ng.b6o hudng d6n b6 sung,
hodn thiQn hd so qua.C6lg dich w
cdng, c6ng ddn c6 th€ ki6m tra tinh
tr4ng xu lj hd so khi tlang nhfp.vdo
Cdng dich vq cdng. Trang th6i h6 so
tr€n C6ng dich vu cdng ld "Y€u cdu b6.r ...
sung glay to' .

+ Truong hqp hd so bi tU chdi. B0
phfn tiiip nh{n va tra k6t.qua Bfi th6ng
b6o tir ch6i ti6p nhfn h6 so qua c6ng
C6ng dlch 4r c6ng, c6ng dAn c6 thii
ki6m tra tinh trang xri lj h6 so khi

I aang nf,6p vdo C6ng dich u.r c6ng.
Tr4ng th6i h6 so tr€n Cdng dlch vtr
c6ng ld "I(h6ng duqc tiOp nhan".
+ Trudng hqp h6 so <IAy. <In, hqp lQ,

tr4ng th6i h6 so tr€n C6ng dich 4r
c6ng ld "Duqc ti6p nhin", "Y€u cAu
thUc hiQn nghia vu tai chinh". Phdn

- H6 so theo thri tpc hdnh
chinh da c6ng b6.

-_1
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mIm se c6p mgt Ma. st5 h6 so tru. c
tuy€n cho nguoi y6u cAu.

- Hudng din ngudi y6u cAu thanh torin
phi, lQ phi: ThUc hiQn thanh to6n tryc
tuy6n (Cdng dich vg cdng phii cung
c6p chric ndng thanh torln phi qua m6i
truong m4ng).

- Ngay sau khi nhan duqc.phi,. lQ phi
dAng ky lai khai tu c6 y6u t6 nu6c
ngodi, BQ phfn ti6p nhfn vd tri k6t qui
ti6p nhfn hd so, gui thdng b6o "Dang
xu ly" vi ngiy hgn trd k€t quA qua
COng dlch vu c6ng, cdng ddn c6 th€
kitim tra tinh trAng xri Ij h6 so khi
deng nhflp vdo COng dlch vp c6ng.
DOng thdi, h4ng thdi h6 so tr6n Cdng
dich vU c6ng ld "Dang xrl lf".
- Chuyiin h6 so di5n Phdng Tu phdp.

Phdng
Tu ph6p

Burfc 2 Xt l), hO so, brio c6o Lanh d4o UBND c6p huyQn 03

2.t Kilim tra, tham muu xri ly hd so 02

Trudng
hqp kh6ng
x6c minh

C6ng chric
lim cOng t6c
h0 tich

-ThAm tra hd so.

-Trudng hqp hti so cin bii sung, hoan
thiQn ho4c kh6ng dt di6u kiQn giii
quy6t, phdi nr chdi thi grii th6ng b6o
vO tinh tr4ng h6 ss t6i B$ phfn ti€p
nhfn vd tri k6t qui d6 thOng b6o cho
ngudi nQp hO so (kdm vdn ban hu6ng
d6n, n€u rd lj do, nQi dung biS sung...)
- thuc hi6n lai budc 1.

- H6 so dd ti6p nhQn;

- Dg thdo vdn bdn b6o c6o
(n6u 16 co sd oh6o l{ li6n
quan; k€t qui ki6m tra h6
so; yi ki6n de xu6t);

- Dg thdo Trich luc khai tu
(ban chinh), bin sao Trich
luc khai tri (nt5\c6ngldan c6
y6u cdu): (BiAu mdu ban
hdnh theo Th6ng tn sd

02
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y dri, hqp IQ, dung quy
<linh, Trudng hqp tii5p 

"fratt 
nO scr daJrg

lcj lai khai tu theo hinh thric tryc ti€p:
DU thdo k6t qud giii quy6t. Trinh Lanh
<lao Phdng xem x6t, ph6 duyQt.

Truong hqp ti6p nhan hd so <lang ky l4i
khai tt theo hinh thric tryc tuy6n, c6ng

chric ldm c6ng tric hQ tich grii lai bitiu

m6u Trfch lUc khai tu diQn tu voi th6ng
tin tliy dt cho nguoi y6u ciu qua thu
diCn tu hoac thi€t bi s6.

Ngudi y6u cAu c6 tr6ch nhiQm kitim tra
tinh chinh x6c, eldy dt cria c6c th6ng
tin tr0n biriu miu Trich lpc khai tu <liQn

tu vd xric nh4n (tdi <la mQt ngiy).
,,r ^ I
Ndu ngudi c6 y0u cdu x6c nhfln thdng
tin dd th6ng ntr6t, Ady dt ho4c kh6ng
c6 phin h6i sau thdi h4n yOu cdu thi
cong chr?c ldm c6ng t6c h0 tlch in
"Trich lqc khai tri" trinh Lenh d?o
Phdng xem x6t, ph6 duyQt.

h6 so d.t 04/2020/TT-BTP cila BP
tnrdng BQ Tr phdp).

Drmg
tinh chd
k6t qui
x6c
minh
(kh6ng
qua
ngey
tam
vi6c).

5

0l- H6 so de d€p nh{n;
- VEn bin xiic minh.

- C6ng chuc lim cOng tric hQ tlch:

+Thdm tra hd so.

+Truong hqp hd so cdn b6 sung, hodn
thiQl ho4c kh6ng dt di6u kiQn gi6i
quy0t, phAi fi ch0i thi g(ri thOng b6o

vd tinh- tr4ng hti so t6i BQ phdn ti6p
nhin vd tri k€t qui tl6 th6ng b6o cho

.. ^ ,;.
ngudi nQp h6 so (kEm vdn ban huong

Cdng chric
ldm cdng tilc
h0 tich;

Lanh <lAo

Phdng Tu
ph6p;

V[n thu

Trudng
ho-p phdi

x6c minh
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ddn, n€u 16 lj do, nQi dung b6 sung.. .)
- thuc hiQn l4i budc l.
+ DU thao Van ban x6c minh; dg th6o
Phi6u xin l6i vd hgn l4i ngdy trd kiSt

qu6 (n€u c6). Trinh Lanh d4o Phdng
xem xdt, ph6 duyQt.

- LEnh tlao Phdng Tu ph6p: Kf van
bin x6c minh;

- Vf,n thu: D6ng d6u vln ban xdc minh
vd gii c6c co quan tlon vi li€n qaun.

C6ng chric
ldm c6ng t6c
h0 tich

+ Tdng hqp ki5t qui x6c minh.

+ N6u h6 so dAy tlt5 hqp lQ, $ung quy
itlnh, Truong hqp ti€p nhan hO so tllng
ky lai khai tu theo hinh thric tr.uc ti€p:
Dythio k6t qud giii quy€t. Trinh Lanh
tl4o Phdng xem x6t, ph6 duyQt.

Truong hqp ti6p nh6n hO so dine ky lai
khai nr theo hinh thric tr.uc tuy6n, c6ng
chric ldm c6ng tlc h0 tich gui lai biiiu
mdu Trich lpc khai tu diQn tu voi th6ng
tin tl6y itt cho nguoi y6u cdu qua thu
diQn hr ho{c thi6t bi s6.

Ngudi y6u cAu c6 tr6ch nhiQm ki6m tra
tinh chinh x6c, ttiy tti cta c6c thdng
tin tr6n bi6u mdu Trich luc khai trl diQn

trl vir x6c nhin (t6i da mQt ngiy).
,.: ^ i
N€u nguoi c6 y6u cdu xiic nhin th6ng
tin tl6 th6ng nfr6t, OAy dri ho{c kh6ng
c6 phan htii sau thoi han ydu cAu thi

- HO so da ti6p nhfln;

- Vdn ban x6c minh;

- Dg thio vdn ban biio c6o
(n6u rd co sd phdp ly li€n
quan; k6t qJra kiem tra ho
so; y ki6n tI6 xu6t);
- Du thio Trich luc khai tu
(ban chinh), bin sao Trich
lpc khai nr (n€u.cdng-dAn c6
y€u cdu): (Bi€u mdu ban
hdnh theo Th6ng tr s6
04/2020/TT-BTP cila BO
trudng BQ Tn phdp).

01
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c6ng chtic ldm c6ng t6c h0 tich in
"Trich lgc khai tri" trinh LEnh ctao

Phdng xem xdt, ph6 duyQt.

,, ,t Xem xdt,
b6o c6o
LEnh clao
UBND
c6p huyQn

LSnh
Phdng
phap

dao
Tu

- Xem x6t, duyQt h6 so;

- Et6o cdo LInh tl4o UBND c6p huyQn.

H6 so do c6ng chric ldm
c6ng t6c h0 tich trinh vd brio

. ,l L . . -icao qe xuat y Klen glar
quy6t.

01

UBND
cap

buyQn

Budc 3 Kj duyQt k6t qun gini quy€t vd d6ng ddu 01

3.1 Ky duyQt
k€t qua
gi6i quy6t

Lanh
I,]BND
huyQn

tlAo
i

cap
Kj Trich luc khai tu (ban.chinh), bnn
sao Trich luc khai tri (n€u c6ng d6n
c6 y6u cdu)

Trich luc khai tu (b6n chinh),
ban sao Trich lpc khai tri (ntlu
c6ng dAn c6 y6u cdu)

0,7 5

3.2 E6ng ddu Vdn thu D6ng d6u vd chuy€n k6t qui cho
Phdng Tu ph6p

Trich lqc khai tt (b6n chinh),
bdn sao Trich luc khai tri (n6u
c6ng dAn c6 y€u c6u)

0,25

Phdng
Tu ph6p

Brdc 4 Ghi vdo 56
hQ tich

Cdng chric
ld,rn c6ng tric
h0 tich

- Ghi viro 56 dang kj khai tu, ctrng
ngudi.di <Iang h.i lai khai tri ky tcn
vdo 56;

- Luu hd so vd chuy6n ktit quA cho
B0 phfln Ti6p nhfn vi Tri k€t qud.

- S6 aang ky khai tt (Mdu S6
ba.n hdnh kim theo Th6ng tu
s6 04/2020/TT-BTP cia 86
trfing BQ Tu phdp);

- Trich lqc khai tu (bin
chinh), ban sao Trich luc khai
".1 I

tu (n€u cdng din c6 yeu cdu).

0,5

UBND
cap

huyQn

Bufc 5 Trir
que

ttit B0 ph0n tiOp

nhAn vir tri
.i
Ket qua

Trd k0t qui cho c6ng ddn Trich luc khai tt Oan chinh),
bdn sao Trich luc khai tri (n6u
c6ng ddn c6 y€u c6u)

0

Hd so duoc luu trir tai Phong Tu ph6p theo quy dinh hiQn hdnh, bao gtim:
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c. Tno TUC HANH CHiNH CAP XA

1. Thri tgc ilnng kf khai sinh (Ma sO TTHC: 1.001193)

- Ma si5 quy trinh thri tUc hanh chinh: 1.001 193

- Thoi han giii quy6t: Ngay trong ngiy ti6p nhan hO so; Trudng ho-" nhan hd so sau 15 gid md khdng gini quy6t dugc ngay thi tri
kiit qu6 trong ngdy ldm viQc tiiip theo.

.H6 so tld nhfn theo TTHC da c6ng b6;

- Bin chqp gi5y td cta ngudi y€u ciu deng ky h0 tich xu6t trinh (do nguoi tiiip nhfln h6 so thuc hiQn sao chpp dri lrru hd so theo quy dinh tai
khoan 3 Didu 3 Th6ng tu sd O4/2O}O1TT-BTP ngity 281512020 cta BQ truong BQ Tu phrip Quy dinh chi ti6t thi hdnh mQt s6 di6u cria Ludt
hO tich ve Nghi <linh sO lZllZO t SfND-CP ngdy 15 thring I I ndm 2015 cria Chinh phri quy. dinh chi tiilt mQt sti dieu ve biQn ph6p thi hdnh
Luflt h0 tich). Truong hqp cric th6ng tin trong c6c gi6y td ndy ild c6 trong Co so dt liQu qu6c gia v6 d6n cu (CSDLQGVDC), Co sd d0 liQu
h0 tich dien ff (CSDLHTDT), tluqc h6 th6ng tli€n qu tlQng thi kh6ng phii xuit trinh (theo hinh thfc tr.uc ti€p) hofc tdi l6n (theo hinh thric
tauc tuy{in).

- Van ban, gi6y td, tdi liQu xric minh (dr5i vdi trudng hgp c6 x6c minh);

- Vdn bin b6o crio Linh tt4o UBND c6p huyQn;

- B6n chpp ktit qun TTHC;

- Vdn ban th6ng bdo viQc tlfng ky hO tich d6n co quan li6n quan (dOi voi tuolrg hqp phai th6ng b6o theo quy dinh cta Ludt H0 tich vi c6c vdn bin
quy tlinh chi ti6t tli henh).

Co
quan,
tlon vi

Bufc
thu. c
hiQn

TOn budc
thgc hiQn

Tr6ch
nhiQm

thgc hi$n
NQi dung c6ng viQc thyc hiQn Bi6u miu/kGt qui

Thoi
gian

(ngnv)

Ghi
chri

UBND
t-cap xa

Buritc
I

Ti6p nhin
hO so

B0 phan
tii5p nhan
vd tra ket
qua

a. NQp h6 so truc fiep:

- Xem xdt, kitim tra tinh hgp lQ cria h6 so:

+ Trudng hqp hd so chua ttAy tti: cOng
chrirc ti€p nhen hO so hudng. din d€ c6ng
ddn bO sung hO so vir in Phi€u ydu c6u bd
sung, hoen thiQn hO so;

- Phitiu y6u cAu b6 sung,
hodn thi€n hd so (Mdu s6 02
ban hdnh kDm theo Th6ng tr
s6 0 1 /201 8/TT-VPCP ngdy
23/r t/2018);

- Phiilu tu ch6i t16p nhfn giii
quy6t h6 ss (Mdu s6 03 ban

Ngay
trong
ngdy ti6p
nhan ho
SO;

trudng
ho-" nhan
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so sau
l5 gid md
khOng
gi6i quy€t
duoc
ngay t|i
trd ket
qua trong
ngdy ldm
viQc ti€p
theo

h+ Truong hqp !6 so kh6ng dfng quy d!nh:
in Phi€u tri ch6i gi6i quy€t h6 so;
+ TrutmB ho,p hO so dAy dri, hqp lQ: TiCp
nhan vp nhfp th6ng tin titip nhfln hd so
vdo Phdn m€m MQt cria; in Gi6y ti€p nhfn
hd so vi tri ktit qui cho ngudi y€u cdu;
thgc hiQn sd h6a (sao chr,rp, chuy0n thirnh
tdi liQu ttign tu trdn,hg th6ng thdng tin, co

sd dt liQu) vd ky s6 vdo tdi li€u, h6 so.

- Chuyi3n h6 so tttln COng chric tu phrip-
h0 tich.

b. N)p hi so trrc tuydn:

- Sau.khi nhin <lugc th6ng b6o c6 hd so
y€u cAu ddng ky khai sinh grii tr6n C6ng
digh ,U c6ng, c6ng chric tii5p nhfn h6 so
ti6p nhfln, ki6m tra tinh chinh xric, ddy dri,
th6ng nh6t, hqp l€ cria h6 so:

+ Truong hqp hO so chua diy dt,. chua
hqp l€, B0 phdn ti€p nh{n vd tri k6t qu6
gti th6ng b6o hudng din b6 sung, hoan
thi6n hd so qua C6ng dich W c6ns, c6ng
ddn c6 th6 tirim tra iirttt ang xt f!'frO sJ
khi deng nh0p vdo C6ng dich 4r cdng.
Tr4ng thrii h6.so tr6n C6ne dich vu c6ng
ld "YEu c6u b6 sung gi6y td".

+ Truong hqp hd so bi tir ch6i, B0 phdn
ti6p nh{n vd tra k€t qud gtj thOng b6o tt
ch6i ti€p nhfln h6 so qua c6ng.C6ng dich
vu c6ng, c6ng d6n c6 th6 ki6m tra tinh

hdnh kim theo Th6ng tu

"ii ol/201 8/rr-vPCP ngdy
23/1 t/2018).

- Gi6y tiiip nhfln h6 so vd
hgn tri k6t ryd (Mdu sii 01
ban hdnh kdm theo Th6ng ttt
s6 0l/20 18/TT-VPCP ngdy
23/t t/2018);

- Hd so theo tht tuc hanh
chinh dZ c6ng b6.

tran xri I h6 so khi nha vdo C6n
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dich vU c6ng. Tr4ng th6i h6 so tr6n C6ng
dich vu c6ng ld "Kh6ng dugc tii5p nhfn".
+ Trudng hqp hO so dAy dri, hqp lQ, tr4ng
th6i hO so tr6n C6ng dich. 4r c6ng ld
"Duo. c ti€p nhQn", "YOu cdu thgc hiQn
nghia vg tai chinh". Phhn m€m s€ cAp mQt
Md s6 hd so tryc tuy6n cho nguoi y6u cdu.

- Hudng d6n ngudi y€u cdu thanh to6n
ohi. 16 ohi: Thuc hi6n thanh toAn truc
tuy6n (C6ng dich v1r c6ng phii cung cdp
chr?c ntrng thanh todn phi qua m6i truong
m?ng).

- Ngay sau khi nhan ttusc phi, l€ phi d6ne
ty khgi sinh, BQ phfn ti€p nhfln vi trd k6t
qui ti€p nhan hO so, gii th6ng b6o "Dang
xri ly'" vd ngdy hgn trd k€t qui qua C6ng
dich 4r c6ng, c6ng ddn c6 th6 ki6m tra
tinh k4ng xt ly h6 sokhi tldng nhip vio
Cdne dich vu c6ns. D6ne thoi, tr4ng th6i
h6 so tr€n C6ng dich vr.r c6ng li "Dang x?
t!".
- Chuytin h6 so tttin C6ng chric tu ph6p-
h0 tich.

UBND
i,-

cap xa
Burfc

2
Xti ly h0
so, b6o
c5o LEnh
d?o
UBND

i-
cap xa

C6ng chrlc
tu ph6p -
h0 tich

+Th6m tra hti so.

+Trudng hqp h6 so cin b6 sung. hoi,n
thi€n hoac.khdng tfui tli6u kiQn gi6i quy6t,
phii tu ch6i thi gui tf6ng b6o vC tinh,tranC
h6 so tdi BQ phfn ti€p nhan ve tra k€t qua
<l€ th6ng b6o cho nguoi nQp h6 so (kdm

- Hd so tli ti€p nhfln;

- Vdn bin, gi6y td, tdi liQu
x6c minh (n6u c6);

- Du th6o vdn bin b6o c6o
(n6u rO co sd oh6o lV li€n
quan; k6t qud ki€m ha, xiic
minh h6 so; ! ki6n tI€ xuSt);
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, nOu rO lj do, nQi dung
b6 sung. . . ) - thqc hiQn lai budc I .
+Trudng hqp cAn ph6i ki6m tra, xdc minh:
DU th6o vin ban xilc minh; dg th6o Phitiu

xin l6i vd hgn l4i ngdy trd qui (nt5u c6).

+ Ntiu h6 so dAy dt, hqp lQ, dring quy
<linh, trudng hqp ti6p nhin h6 so d6ng lo.f

khai sinh theo hinh thric tryc ti€p: D1r thio
ki5t qui giAi quyiit, biio c6o Linh tlqo
UBND cip xd xem x6t, ph€ duyQt.

Truong hqp titip nhan h6 so ding lcj khai

sinh theo hinh thuc tlrc tuy6n, c6ng chric
tu phrip - hO tich grii lai biiiu miu Gi6y
khai sinh diQn tu voi th6ng tin iliy dri cho

nguoi y6u cAu qua thu dien tu hoAc thi6t bi
i

so.

Ngudi y€u cdu c6 tr6ch nhiQm kitim tra
tinh chinh x6c, ddy tlt cria ciic th6ng tin
tr6n bi6u m5u Gi6y khai sinh diQn nr vd
x6c nh6n (t6i da mQt ngey).
-.,( ^ ).
NOu ngudi c6 y0u cAu x6c nhdn th6ng tin
da thiing nh6t, dAy itt ho[c kh6ng c6 phAn

hdi sau thdi h4n yOu cAu thi c6ng chuc tu
ph6p - hQ tich in "Gi6y khai sinh", trinh
Lanh d4o IIBND ky.

vln bdn hudng d
(ban chinh);. bin sao Gi6y
khai sinh (ndu c6ng dAn c6
y6u cAu): (BiAu mdu ban
hdnh theo Thdng ttr sii
04/2020/TT-BTP cia BA
tr*6ng BQ T* phdp).

- Dg thio Gi v khai sinh

UBND
t-cap xa

Buric
3

Kj duyet
ket qu.a

giii quy€t

- L6nh d4o
UBND cdp
xa;

- VAn thu.

- Ldnh dqo UBND cdp xa kj Gi6y khai
sinh (ban chinh); ban sao Gi6y khai sinh
.il.
(neu cong oan co yeu cau);

Gi6y khai sinh (bdn chinh.)r
Bin sao Gi6y khai.sinh (n6u
c6ng ddn c6 y6u cdu)
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vAl

d6u
tl6ng - Vdn thu <l6ng d6u vd chuyCn k6t qud cho

Cdng chric tu ph6p - h0 tich

UBND
t-

cap xa
Budc

4
Ghi v?ro

SO trQ tictr
C6ng chric
tu ph6p -
h0 rich

- Ghi nQi dung khai sinh vdo 56 dang ky
khai sinh vd ctng nguoi y6u cAu ding kf
khai sinh k), t€n veo 56.

- Luu h6 so vd chuy€n k€t qud cho BQ,^ -.t .-,,x,phan I lep n-han va t ra Ket qua.

SO dang ky khai sinh (Bieu
mdu ban hdnh theo Thdng tr
s6 04/2020/TT-BTP cia Bo
trudng BQ Tn phdp);

- Gi6y khai sinh (ban chinh);
Bi,n sao Gi6y khai sinh (n6u:,
cong oan co yeu cau)

UBND
i-csp xa

Bufc 5 Trd tiSt
que

B0 phan
ti6p nhan
vd trA k€t
qua

Trd k6t qud cho cdng ddn Gi6y khai sinh (bin chinh);
Bdn sao Gi6y khai sinh (ntiu

L
cong oan co yeu cau.l

HO so ituqc luu trii t4i UBND c6p xd theo quy dinh hi€n hanh, bao gdm:

- Hti so da ti6p nhfln theo TTHC da c6ng b6;

- Ban chup gi6y td cta ngudi yOu cAu ddng ky h0 tich xuAt trinh (do ngudi tiilp nhfln hd so thuc hi6n sao chup e6 tuu trO so theo quy rtinh tai
khoan 3 Di6u 3 Th6ngtu sO O+IZOZOITT-BTP ngdy 281512020 cria BQ trudng BQ Tu ph6p Quy tlinh chi tii5t thi hdnh mdt s6 didu cria LuAt
hQ tich vd Nghi ttinh iO tZ:lzOtsnrro-CP ngiy iS tn,ang 1l ndm 2015 cria Chintr pht quy. ttinh chi ti6t mQt s6 diAu ve bi€n ph6p thi hdnh
Luflt h0 tich). Truong hgrp c6c th6ng tin trong circ gi6ty td ndy dd c6 trong Co sd dfi liQu qu5c gia vC dan cu (.CSDLQGVDCI, 

-CoiO 
at teu

hO tich dien tu (CSDLHTDT), tlugc hQ th6ng di6n qu tlQng thi kh6ng phii xu6t trinh (theo hinh thric tr.uc tiiSp) hodc tAi l6n (theo hinh thric
tryc tuy€n).

- Vdn bin, gi6y ttr, tdi liQu x6c minh (tl6i v6i trudng hqp c6 x6c minh);

- Vin bin b6o c6o LEnh tt4o UBND c6p x6;

- Bin chsp kiit qui TTHC;

- VIn ban th6ng b6o viQc <Iang lqy h0 tich dth co qrxm li6n quan (<I6i voi trrong hAp phii th6ng b6o theo quy dinh cria Ludt Hd tich vd cdc vdn brin
quy dinh chi ti€t thi hanh).
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2. Thfr tgc tlSng kf t<6t tr6n (Ma s6 TTHC: 1.000894)

- Ma s6 quy trinh tht tUc hdnh chinh: 1.000894

- Thdi h4n gi6i quytit: Ngay trong ngdy ti6p nhan hd so; truong hqp nh?n h6 so sau 15 gio md khdng giii quy6t duo. c ngay thi
",itrd k6t quA trong ngdy ldm viec ti6p theo. Trudng hqrp cAn x6c minh di€u kiQn k6t h6n cria hai b6n nam, nt thi thdi h4n giii quy6t

khdng qu6 05 ngdy ldm vi6c.

UBND
i-

cap xa

Co
quan,
ilon vi

Buri'c
thgc
hiQn

TOn bu6'c
thrrc hiQn

Trrich
nhiQm

thu. c hiQn

NQi dung cdng viQc thtyc hiQn Bi6u miu/kiit qun Thoi
gian

(ngnv)

Ghi
chri

Buric I Ti€p nh{n
h6 so

B0 ph0n
ti€p nhQn

vi tr6 k6t
qua

a. NQp hd sotrqc fiAp:

- Xem xdt, kiiSrn tra tinh hqp lQ cria hd so:

+ Trudng hqrp hO so chua tldy dt: c6ng
chric tiiSp nhfln hd so hudng. d6n d€ cdng
ddn b6 sung h6 so vi in Phi6u y6u cdu bd
sung, hod'n thiQn h6 so;

+ Truong hqp }ii so kh6ng eltng quy dinh:
in Phi€u nr ch6i gini quy€t h0 so;

+ Trudng hqp hd so ttAy dri, hqrp lQ: Titip
nhan v.a nhQp th6ng tin d{5p nhdn hd so
vdo Phdn mOm MQt cria; in Gi6y ti6p nhAn
hd so vd tri k6t qud cho ngudi yOu cdu;
thUc hiQn sd h6a (sao chgp, chuy6n thdnh
tdi liQu diQn tri tr6n hQ th6ng thdng tin, co
sd dt liQu) va ky s6 vdo tii li€u, hO so.

- Chuy6n hd so d6n Cdng chtc tu phrlp-
h0 tich.

b. NAp hO so trlrc tuydn:

- Sau khi nhfn dugc thdng b6o c6 hd so
6u c6u d6n kiSt h6n tr€n C

- Phi6u y€u cdu b6 sung,.
hodn thiQn h6 so (Mdu s6
02 ban hdnh kdm theo
Th6ng u s6 01/2018/TT-
VPCP ngdy 23/11/2018);

^,.,t .- , t. ..t- rnreu tu cnor trep nnan
gi6i quyift hi: so (Miu sii
03 ban hdnh kim theo
Th6ng tu tij |t/zota/rr-
VPCP ngdy 23/11/2018).

- GiSy tit5p nhfn hd so vi
hen tr6 k6t ryd (Mdu s6
0l ban hdnh kDm theo
Th6ng tu sd 0I/2018/TT-
VPCP ngdy 23/11/2018);

- Hti so theo thri tUc hanh
chinh dA c6ng b6.

Ngay
ngdy ti6p
nhfln ho
so; trulng
hgp nfran
h6 so sau
15 gid mi
kh6ng
glal quyel
dugc
ngay t4i
tra ket
qui trong
ngdy ldm
vi6c ti6p
theo
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di,ch vp c6ng, c6ng chrlc ti6p nhfn h6 so
ti€p nhfn, ki€m tra tinh chinh x6c, <l6y <fii,

th6ng nhAt, hqp lQ cta h6 so:

+ Trudng hqp h6 so chua diy ttt,. chua
hqp 10, B0 phfln ti6p nhdn vd trd k6t qui
gui th6ng b6o hudng d6n b6 sung, hoan
thi€n hd s.o 9|a C6ng dich vs c6ng, c6ng
dan c6 the ki6m tra tinh trang xri lf hd so
khi ttdng nhfp vdo Cdng dich vq cdng.
Trang th6! h6.so tr6n Cdng dich vu cdng
li "Ydu ciu bd sung gi6y to".
+ Trudng hqp hO so bi tu cht5i, B0 phdn
ti€p nh{n ve tre ket que gq th6ng b6o hr
ch6i tiCp nhan h6 so qua cdng Cdng dich
vg c6ng, c6ng dAn c6 th6 ki6m tra tinh
tr4ng xt lj h6 so khi tlSng nhQp vdo Cdng
dich vu c6ng. Tr4ng th6i h6 so tr6n C6ng
dich vr; cdng li "Khdng duqc ti6p nhan".

+ trugne hqp hO so dAy <tri, hqp lQ, trqng
th6i h6 so tr€n C6ng dich. vu c6ng ld
"Dugc ti6p nhfln", "{eu c6u thgc hi€n
nghia vU tAi chinh". PhAn m€m s€ cdp mQt
Ma sO hO so tryc tuy€n cho nguoi yCu cau.

- Hudng din ngudi y6u ciu thanh to6n
phi,. lQ phi: Thgc hiQn thanh toAn tr.uc
tuy6n (C6ng dich vu cdng phdi cung cdp
chfc ning thanh to6n phi qua m6i trudng
mang).

khi hi,
ti

€ phi <IAng

vd trd kOt

ti

N sau <lugcnhAngav p
ctk h B nh6n, I anky ep

b6o .Dua h thnhan so



t32

xri lj" vd ngdy hgn tri k6t qui qua C
dich vu cdng, c6ng d6n c6 th6 ki6m tra
tinh tr4ng xt lj h6 sokhi tldng nhfp vdo

Cdng dfch vU c6ng. Ddng thdi, tr4ng th6i

h6 so tr€n C6ng dich vu c6ng ld "Dang xu
l)?".

- Chuy€n hO so d6n COng chuc tu phip-
h0 tich.

ng

Buric 2 Xri l)t hO so, b6o c6o LSnl cl4o UBND c6p xdUBND
i-

cap xa

Trudng
hqp kh6ng
x6c minh

C6ng chfc
tu phrip -
h0 tich

+ThAm tra hd so.

+Truong hqp hd so cAn b6 sung. hoin
thi-€n hoac. kh6ng dt tli6u kiQn gi6i quy6t,
phii tt ch6i thi grii th6ng b6o v6 tinhtr4ng
h6 so t6i B0 phfln ti6p nh{n vd tri k6t qu6
<l€ t}6ng b6o cho ngudi nQp h6 so (kdm
vin bdn huong din, n6u 16 ly do, nQi dung
bd sung. . .) - thUc hiQn l4i bu6c l.
+Nilu hd so dAy dri, hqp lQ, <tnng quy <Iinh,
truong hqp ti€p nhfn h6 so tlEng lcj k€t
hdn theo hinh thric tryc ti6p: Dg th6o ktit
qud giAi quy6t, brio c6o Ldnh <Iao TIBND
c6p xi xem xdt, ph€ duyQt.

Truong hqp ti6p nhfln h6 so dAng hj ktlt
h6n theo hinh thfc tr.uc tuy6n, c6ng chric
tu ph6p - hO tich grii lai bi6u mlu GiAy
chimg nhan ktit trOn tli6n tr? v6i th6ng tin
dAy itri cho ngudi y6u cAu qua thu cli6n tri
hoac thi6t bi sO.

- Hd so da tiSp nh0n;

- VAn ban b6o c6o (n€u 16

co s0 phiip lj liOn quan;
k€t qui ki6m tra hd so, f
kiOn d€ xuit);

- DU thio Gi6y chung
nhdn k€t hdn (ban chinh),
bin sao Gi6y chimg nh{n
k€t hdn (n€u c6ns ddn c6
y6u cdu): (BiAu mdu theo
Th6ng tu s6 04/2020/TT-
BTP cia BQ truong BQ

Tu phdp).
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Nguoi ydu cdu c6 tr6ch nhiem ki6m tra
tinh chinh x6c, dAy dt cria c6c th6ng tin
tr€n bi6u m6u Gi6y chrmg nh{n k6t nOn

<liQn nr vd x6c nhan (tOi tla mQt ngiy).
N6u nguoi c6 y€u cAu xric nhAn thdng tin
da thiing nh6t, dAy dri ho4c kh6ng c6 phin
htii sau thoi h4n y6u cAu thi c6ng chric tu
ph6p - hQ tich thlrc hiQn in "Gi6y chimg
nhan k6t hon", hinh Lanh dao UBND ky.

Truimg
hqp phdi
x6c minh

C6ng chuc
tu ph6p -
h0 tich;

Lenh dao
UBND c6p
xA;

-Vdn thu.

- C6ng chric tu phep - h0 tich:

+ThAm tra hO so.

+Trudng hqp hO so cAn bO sung, hoi,n
thiQn hoac. kh6ng dt tli€u kiQn gi6i quy6t,
phii tt chdi thi grii th6ng b6o v6 tinhtr4ng
h6 so t6i BQ phfln ti€p nhan ve tra ket quA

<16 thOng b6o cho nguoi nQp h6 so (kdm
vdn ban huong din, n€u ro ly do, nQi dung
b6 sung. . .) - thgc hiQn l4i bu6c 1.

+ DU thio vin bdn x6c minh; dg thAo
Phi.5u xin l6i va hen l4i ngdy trd kiit qui
(n€u c6). 86o c6o Ldnh d4o UBND cAp xd
xem xdt, ph6 duyQt.

-Ldnh dao UBND c6p xd: Kj v[n bin xdc
minh;

- V[n thu: D6ng d6u vin b6n x6c minh vd
grli c6c co quan, don vi li6n quan.

- Hti so de ti6p nhdn;

- Ven ban x6c minh.

Drmg
tinh chd
t<6t qua
x6c
minh
(kh6ng
qud 05
ngay
lim
viQc)



C6ng cht?c
tu phap -
h0 tich

+ T6ng hqp k6t qu6 x6c minh.
+ Naiu h6 so dAy drl, hqp lQ, dfng quy
dinl, trucrns hqp ti6p nh0n h6 so tldng ky
k€t h6n theo hinh thric tr.uc ti6p: DU thio
k6t qua gini quytit, biio c6o Lanh d4o
UBND cAp xE xem x6t, ph6 duyQt.

Truong hqp ti6p nhan h6 so dang kj ktit
h6n theo hinh thfc tr.uc tuy6n, c6ng chric
tu phep - h0 tich grii lai bitiu m6u Gi6y
chimg nhfln k6t hdn diQn tu v6i thdng tin
,ir
clay tli cho ngudi y6u cdu qua thu tliQn ru
hoac thi6t bi s6.

Nguoi y6u cAu c6 trrich nhi€m kiiim tra
tinh chinh x6c, <IAy ctt cria ciic th6ng tin
tr6n bi6u miu Gi6y chung nhfn t6t trOn

diQn tu vd x6c nh6n (t6i tla mQt ngAy).
--x ^ :N€u nguoi c6 y€u cdu x6c nhrin th6ng tin
da th6ng nhdt, dAy dt hoac kh6ng c6 phan
h6i sau thdi h4n y6u cAu thi c6ng chuc tu
phep - hQ tich thr;c hiQn in "Gi6y chung
nh{n ktit hdn", ninh Lanh <tao LrBND kf.

UBND
i-cap xa

Burlc 3 K)' duYQt
k6t gui giii
quy€t vi
d6ng d6u

- LEnh d4o
UBND c6p
xa;

-Vdn thu.

- Kf Gi6y chimg nhfn ket h6n (ban
chinh), bdn sao Gi6y chtrng nh{n k6t h6n
(n6u cdng dAn co y€u ciu);

- VEn thu d6ng d6u vd chuy6n k6t qu6 cho
COng chric tu ph6p - hQ tich

Gidy chimg nhQn k6t h6n
(ban chinh), ban sao Gi6y
chimg nhfn k6t hon (neu
c6ng dfln c6 y6u cdu)
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- Hd so tla ti6p nhqn;

- Vin bin x6c minh;

- VIn ban brio c6o (n6u 16

co sd ph6p ly li6n quan;
k6t qu6 kitim tra h6 so, j
ki€n d€ xudt);

- Dg th6o Gi6y chring
nhan kCt h6.n (bin chinh),
bin sao Gi6y chimg nh4n
kdt h6n (n6u c6ng d6n c6
y€u cdu): (Bi€u mdu theo
Th6ng tn s6 04/2020/TT-
BTP cila BQ trudng BQ

Tu phdp).
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3. Thri tgc il5ng tcj nh$n cha, me, con (Ma sii TTHC: l.OOlO22)

- Ma s6 quy trinh tht qrc hdnh chinh: 1.001022.

UBND
t-

cap xa
Bmfc 4 Ghi vdo 56

h0 tich, TO
chric LE
trao Gi6y
chimg nh{n
k€t h6n

- Linh d4o
UBND c6p
xa;

- Cdng
chric tu
ph6p - hQ

tich.

- Ghi viQc kiit h6n vdo 56 <tdng ky k6t trOn,

ctng hai b€n nam, nii k1i t€n vdo 36; hai
b€n nam, n[ ctng tcj vdo GiSy chtmg
nhan ki5t h6n.

- T6 chric LE trao Gi6y chung. nhfln ktit
h6n vd cdp Gi6y chung nhan kCt hdn cho
hai b€n nam, nt.
- .:.

- Lrru ho so.

- s6 d+c lci k6t hon
(Bi€u mdu ban hdnh theo
Th6ng tu sii 04/2020/TT-
BTP cua BQ truong BQ

Tt phdp);

- Gi6y chtmg nh6n ktit
h6n (ban chinh), ban sao

Gi6y chung nhan k6t trOn
(n€u c6ng din c6 y6u
cAu).

UBND
t-

cap xa
Budc 5 Trd k6t qud B0 phAn

ti6p nhfu
vd tri k€t
qua

Trd k6t qui cho c6ng ddn Gi6y chimg nh{n kiit hOn
(ban chinh), ban sao Gi6y
chung nhfn k6t h6n (ndu:.
cong oan co yeu cau)

Hd so clugc lrru trii t4i UBND c6p xd theo quy ttinh hiQn hinh, bao gdm:

- Hti so da titip nhfln theo TTHC rtd c6ng b5;

- Ban chpp gi6y td cria nguoi y6u ciu dang ki hO tich xu6t trinh (do nguoi tii5p nhdn hd so thuc hi6n sao chup dii luu h6 so theo quy rlinh t4i
khoan 3 OiAu I fnOng tu sO OqlZOZOnt-BTP ngdy 28/5l2O2O cta BQ truong BQ Tu ph6p Quy dinh chi ti6t thi henh m$t s6 tlidu cria Lu6t
h0 tich vd NChi dinh 16 t23120 t SAID-CP ngdy 15 thring I I n6m 2015 cria Chinh pht quy. dfnh chi ti6t mQt sii didu ve biQn ph6p thi hanh
Luit h0 tich). Truong hqrp c6c thdng tin trong c6c gi6y td niy tl6 c6 trong Co sd dti liQu qu6c gia vd dan cu (CSDLQGVDC), Co sd d[ liQu
hQ tfch di€n hf (CSDLHTET), tluo. c hQ thdng tli6n tr,r dQng thi kh6ng phii xudt trinh (theo hinh thtc tryc ti6p) hoac tii l6n (theo hinh thric
truc ruyen).

- Vdn ban b6o c6o LEnh tt4o UBND c6p x5;

- Ban chpp k6t qun TTHC;
- Vdn bin th6ng b6o viQc dlng ki hO tich d6n co quan li6n quan (dOi voi truong hqp phai thdng b6o theo quy dinh cta Luit HQ tich vd cric vin b6n
quy durh chi ti€t thi hdnh).
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- Thdi han giii quyOt: 03 ngdy ldm viQc. Trudng hgp cAn phAi xric minh thi thoi han gi6i quy€t kh6ng quri 08 ngdy Lim viQc

UBND Buoc 1
cap xa

Co quan,

tlon vi

Bmic
thgc
hi0n

TGn buric
thgc hipn

T16ch
nhiQm

thgc hifn
NQi dung c6ng viQc thgc hign Bi6u m6u/k6t qui

Thtli
gian

(ngnv)

Ghi
chri

Tii5p nhfln
h0 so

B0 phan
ti€p nhQn

vi tri k6t
que

a. N6p h6 so trqc fi6p:
- Xem x6t, ki6m tra tinh hqp lQ cria hd so:

+ Trudng hqp hO so chua <Idy dt: cdng chric
ti6p nh{n h6 so hudng d6n.d6 cdng dAn b6
sung hO so vd in Phi6u y6u cdu bd sung, hodn
thiQn hO so;

+ Trudng hqp.hai so khdng dring quy ilinh:
in Phi€u tu ch6i gi6i quy6t h6 so;

+ Trudng hqp h6 so diy. dri, hqp 16: Tiep
nhfn vd. nhQp th6ng tin ti6p nhan hd so viro
Ph6n m€m MOt c&al in Gi6y ti€p nhdn h6 ss
vA tri kdt qui cho ngudi y6u cdu; thgc hiQn
s6 h6a (sao $Up, chuy€n thenh tei li€u tliQn
tu tren he th6ng thdng tin, co sd d[ liQu) vd
ky sd vdo tdi liQu, h6 so.

- Chuy6n hd so <I6n C6ng chuc tu phrip-hQ
tich.

b. N\p h6 so truc tuydn:

- Sau khi nhfln duqc th6ng b6o c6 hti so y6u
c6u ddng ky nhfn cha, mg con grii tr6n C6ng

,. ,'
dlch v9 cong. cdng chric ti€p nhfn hd so ti6p
nh6n, kii3m ra tinh chinh xric, dAy drl, thiing
nhdt, hqp 16 cria h6 so:

+ Trudng hqp h6 so clt, chua hqp
le, B0 han ti

chua ddy
vd trd k6t ua th6n

- Phiiiu y6u c6u b6 sung,
hoan thien h6 so (Mdu
s6 02 ban hdnh kdm
theo Th6ng tu
s6 0l/2018/TT-VPCP
ngdy 23/11/2018);

- Phi6u tu ctili .titip
nhQn gidi quyet hO so
(Mdu s6 03 ban hdnh
kAy theo Th6ng tu
s6 01/2018/TT-
VPCP ngdy
23/1r/2018).

- GiSy tiiip nhfln hd so
vi hen tri k€t ortit ( Mdu
s6 0l ban hdnh kdm
thgo Th6ng tt
s6 01/2018/TT-
VPCP ngdy
2j/1r/2018);

- Hd so theo thfi tuc
hdnh chinh da c6ng bi5.

0,5
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Cdng dich vu c6ng,.c6ng d6n c6 thii kitlm tra
tinh tr4ng xi lf h6 so khi ddng Sflp "aoC6ng dich vr; cdng. Tr4ng thrli h6 so trdn
Cdng dfch q cdng ld "Y6u cdu b6 sung gi6y
td".
+ Trudng hqp hd so bi tu ch6i, BQ phfln titip
nhfn vi.tri k6t qui grii th6ng b6o hr chdi tiOp
nhan h6 so qua c6ng C6ng dich w c6ng.,

c6ng ddn c6 th€ ki€m tra tinh trang xt ly hO

so khi <ling nhfp vdo C6ng dich vp c6ng.
Tr4ng thrii hd so tr6n C6ng dich vu c6ng ld
"Khdng ilugc ti€p nhfn".
+Truong hqp h6 so dAy ttri, hqp lQ, trAng th6i
h6 so tr€n C6ng dich vg cdng ld "Duo. c ti6p
nhfn", "Y6u ciu thpc hiQn nghia 4r tai
chinh". PhAn m6m sE c6p pQt Ma sd hd so
tr.uc tuy6n cho ngudi y€u c6u.

- Hu6ng dEn ngudi y€u cAu thanh torin phi,
lQ phi: Thlrc hiQn thanh torin tr.uc tuyiln
(C6ng dich 4r c6ng ph6i cung cdp chric nlng
thanh todn phi qua m6i truong m4ng).

- Ngay sau khi nhfn tlugc phi, lQ phf dAng ky
nhfn cha,,mg, con,.B6 phfn tirip nhdn vd tri
k€t qui ti€p nhfln h6 so, gui th6ng b6o "Dang
xri ly" vd ngdy hen trd k6t qu6 qua Ciing dfch
w c6np,, cdng d6n c6 th6 ki€m tra tinh trang.Y'
xrl lj h6.so khi <lEng nhflp vio C6ng dfch.vu
c6ng. E6ng thoi, tr4ng th6i h6 so tr6n C6ng
dich w cOng ld "Dang xri ly".

b6o huong d so quab sung, hoan thiQn h
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UBND
T-

cap xa

- Chuydn h6 so ddn C6ng chuc tu phrip-hQ
tich.

Buric 2 Xt ly hO so, biio ciio LEnh clao UBND c6p xa

Truong C6ng chric +ThAm tra hd so.

+Trudng hqp hO so cAn b6 sung, hoin thipn
hoflc kh6ng drl tli6u kiQn gini quy6t, ph6i tu
chdi thi gui thdng b6o v6 tinh tr4ng h6 so tdti

BO phdn ti6p nhfln vd tri k6t quA dii th6ng
biio cho ngudi nQp h6 so (kdm vin ban
hudng d6n, n€u 16 ly do, n6i dung b6
sung. . .) - thuc hiQn l4i budc l.
+Trudng hqp h6 so {er fi, hvp lQ, <lung quy
dinh, Truong hqp ti6p nhfn h6 so ddng ky
nhdn cha, me, con theo hinh thtc tr.uc ti6p: Dy
th6o k6t qui giii quy,5t, b6o c6o Lffi d4o
UBND c6p xd xem x6t, ph6 duyQt.

Trudng hq'p ti6p nhAn hd so ddng ky nhin
cha, mg, con theo hinh thric t4rc tuyiln, c6ng
chr?c nr phrip - hO tich grii lai bi6u m6u Trich
lqc dAng ky nhfln cha, me, con diQn tu vdi

- Hd so da d6p nhfn;

- Vin bin b6o c6o (n6u

r0 c0 sd phrip ly li€n
quan; k6t gui ni6m.ydt;
k6t qua ki€m tra h6 so;
y kitin il€ xu60;

- DU th6o Trich lgc
ddng kj nhdn cha, m9,
con (ban chinh), ban

sao Trich luc ddng ky
nhfln cha, mg, con (n€u

i,
cong dan co yeu cau):
(BiAu. mdu theo Th6ng
ttt s6 04/2020/TT-BTP
cila BA tutdng BQ Tu
ph,ip)

hqrp kt6ng tu ph6p

x6c minh h0 tich

thOng tin tt6y dri cho ngudi y6u cAu qua ttru

di6n tu hoic thiet bi s6.

Ngudi y€u ciu c6 trdch nhi€m ki6m tra tinh
chinh xirc, diy dir cria c6c thdng tin tr0n bi0u
mEu Trich luc ddng ky nhan cha, mg, con

<tiQn tu vd xric nhan (tdi da mQt ngdy).
- -t L
N6u ngudi c6 y6u cdu xic nhfn thOng tin tld
th6ng nh6t, dAy dri hoflc khOng c6 phan hOi

1 5

1 5
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sau thdi h4n y€u c6u thi cOng chtic tu ph6p -

h0 tich in "Trich luc tlang ky nhdn- cha, mE,

con", trinh Ldnh tlao UBND ky.

Trudng
hqp ph6i
x6c minh

C6ng chric
tu ph6p-h0
tich;

Lenh tl4o
UBND c6p
xA;

Van thu.

- C6ng chuc tu phAp-hQ tich:

+ThAm tra h6 so.

+Trutmg hqp hO so cAn b6 sung, hoan thipn
ho[c kh6ng tfii tli6u ki€n gidi quy€t, phdi hr
ch6i thi gui thdng b6o vd tinh tr4ng hd so tdi
B0 phin titip nhdn vd trri k6t qui d6 th6ng
b6o cho ngudi nQp h6 so (kdm vdn ban
huong d6n, n6u rd lj do, nQi dung b6
sung...) - thUc hiQn l4i bu<ic l.
+ DU theo vdn ban x6c minh; dU th6o Phi6u
xin 16i vd hgn l4i ngiy rn ki5t qu6 (niiu c6).
86o c6o Lanh d4o UBND c6p xd xem x6t,
ph6 duyQt.

-Ldnh tt4o UBND c6p x5: Ky vdn ban x6c
minh chuy€n vin thu <l6ng ddu;

- Vin thu: D6ng d6u vIn ban x6c minh vd
grli c6c co quan, don vi li6n quan.

- Hd so da titip nhin;

- V[n btn x6c minh.

01 Dirng
tfnh chd
k6t qun
x{c
xinh
(kh6ng
que 5

ngey
ldm
viQc)

C6ng chtc
tu ph6p -
h0 tich

+T6ng hqp k6t qui x6c minh.

+ N6u hd so Aay a,i, hgp lQ, dung quy dinh,
Trudng hqp ti€p nhan h0 so ildng ky nhfln
cha, me, con theo hinh thric tr.uc tiCp: Dg th6o
ktit qui gi6i quy6t, b6o c6o LEnh it4o UBND
cdp xd xem xdt, ph€ duyQt.

Trutmg hqp ti6p nhAn hO so dtrng ky nhAn

cha, mg, con theo hinh thric truc tuy6n, c6ng

chric tu phrlp - hO tich grii lai bi6u m6u Trich

- Hti so <la ti6p nhin;

- Vnn ban xic minh;

- Vin bin b6o crio (n6u
rd co sd phdp lj li6n
quan; k6t qui ni€m ydt;
k6t qui ki€m tra, xic
minh h6 so; y kitin d€
xu6t);

0,5
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lpc ding ky nhin cha, me, con diQn nr voi
th6ng tin <I6y di cho nguoi y€u cAu qua thu
diQn nr ho4c thiiit bi s6.

Ngudi y6u cAu c6 tnich nhiQm ki6m tra tinh

chinh x6c, diy dt crla c6c th6ng tin trdn bi6u
miu Trich h,rc d6ng kj nhdn cha, mg, con
tli€. n tri vi x6c nh?n (t6i tla mQt ngdy).
N6u ngudi c6 ydu cAu xric nhdn th6ng tin dd

thdng nh6t, dAy dri hoac khdng c6 phan h6i
sau thdi han y6u cAu thi c6ng chfc tu ph6p -

h0 tich in "Trich luc dang ky nh4n cha, m9,

con", trinh LAnh d4o IIBND ky.

- Dy thdo Trich lgc
ddng kj nhfn cha, m9,
con (bdn chinh), bdn
sao Trich lgc ding ky
nhfln cha, mg, con (n€u

c6ng ddn c6 y6u cAu):
(Bidu. mdu theo Th6ng
tu s6 04/2020/TT-BTP
cia 86 truong B8 Ttr
ph,ip)

UBND
t-

cap xa
Buric 3 Ky duyQt

kOt 9un gidi
quy6t . vd
d6ng d6u

- Ldnh etao

UBND cdp
xA;

- Vin thu.

- Kj Trich luc ddng ky nhin cha, me, con
(ban chinh), bin sao Trich lgc dAng ky nhdn
cha, mg, con (n6u cdng dAn c6 y€u cdu);

- Vin thu d6ng d6u vir chuytin k6t qui cho
C6ng chr?c tu ph6p - h0 tlch

Trich lgc <lAng lcy nhfn
cha, mQ, con (bin
chinh), ban sao Trich
luc ddng k1i nhQn cha,
mg, con.(n6u c6ng ddn
c6 y€u ciu)

0,5

UBND
t-cap xa

Bufc 4 Ghi vio 56
h0 tich

C6ng chric
tu ph6p -
h6 tich

- Ghi viQc ddng B nhdn cha, me, con viro Sd
d6ng fi nhdn cha, me, con; ctng c6c b€n lcf
vdo 56.

- I-.rru hO so vd chuy6n k6t qu6 cho BQ phfn
Ti0p nhin vd Tri k6t qud.

- S6 aang kj nhdn cha,
m9 con (Bi€u mdu ban
hdnh theo Th6ng tn s6
04/2020/TT-BTP c a
BQ trwng BQ Tuphdp);

- Trich luc <Iing k!
nh{n cha, me, con (bAn
chinh), bin sao Trich
luc d6ng k1i nhdn cha,
mg, con .(n€u c6ng ddn
c6 y€u cdu)

0,5
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4. Tht tgc iling tcf khai sinh k6t nqp ilnng hj nh$n cha, me, con (Ma s6 -ITHC: 1.000689)

- MA sO quy trinh thri tgc hanh chinh: 1.000689.

- Thdi h4n gi6i quy6t: 03 ngiy ldm viQc, tnrdng hqp phii xrlc minh thi thdi han giii quyrSt kh6ng qu6 08 ngdy ldm viQc.

UBND
t-

cap xa
Budc 5 Tri k€t qui B0 phan

ti6p nhin
vA tra k0t
qua

Tri kiit qui cho cdng ddn Trich lgc dAng ky nhfn
cha, mp, con (bdn
chinh), ban sao Trich
lUc <l5ng ky nhfn cha,
me, con.(n6u c6ng ddn
c6 y€u ciu)

0

Hd so tluo. c lur trft t4i UBND c6p xd theo quy dinh hi€n hdnh, bao gtim:

- HO so dA tii5p nhQn theo TTHC ilE cdng b6;

- Ban chup gi6y td cria ngugr y€u cAu ddng lci hO tich xu6t trinh (do ngudi tilip nh$n h6 so thlrc hi€n sao chgp d6 lrru h6 so theo quy dinh t4i
khoan 3 Di€u 3 Th6ngtu sO OqtZOZOnf-BTP ngiy 281512020 cria BQ tru&ng BQ Tu ph6p Quy dinh chi ti6t thi hdnh mQt s6 rli6u cta LuAt
h6 tich vd Nghi dinh sO l23l2OlslND-CP ngiy 15 th6ng l l ndm 2015 cria Chinh phri quy.<tinh chi ti6t mQt sti didu ve biQn ph6p thi hdnh
Ludt h0 tich). Truong hqp c5c th6ng tin trong c6c gi6y td nny dE c6 trong Co sd dt liQu qu5c gia vC dan cu (CSDLQGVDC), CoiO Ar Iieu
hQ tfch tliQn t'i (CSDLHTDT), duo. c hQ th6ng di€n qu tlQng thi kh6ng ph6i xu6t trinh (theo hinh thric tauc tiiip) hoqc tdi l6n (theo hinh thric
tr.uc tuy€n).

- Van ban b5o c6o Ldnh el4o UBND c6p x5;

- Bdn chup klit qun TTHC;

- VAn ban th6ng b6o viQc tting ky hQ tlch dtin co quan li€n quan (<tOi voi tuong hqp phii th6ng b6o theo quy dlnh cria Ludt HQ tich vd c6c vf,n bin
quy dinh chi tiet thi hanh).

Co
quan,
tlon vi

Buri,c
thgc
hiQn

TOn bufc
thgc hiQn

Trdch
nhiQm

thrrc hiQn
NQi dung c6ng viQc thrSc hiQn Bi6u miu/kGt qui

Thoi
gian

(ngny)

Ghi
chri
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UBND
t-cap xa

Bmirc I Ti6p nhin
h6 scy

- Xem x6t, ki6m tra tinh hqp lQ cria hii so:
+ Trudng hqp hO s<y chua cldy thi: c6ng
chric tiiip nh4n h6 so hudng. d6n dti.c6ng
ddn b6 sung hd so.vd in Phi6u y6u cAu b6
sung, hodn thi€n h6 so;

+ Truong hqp116 so kh6ng ifiing quy d!nh:

in Phi6u tt chdi girii quy6t hO so;

+ Trudns hqp hd so ddy. ttt, hqp I0: Ti.ip
nhf,n vd nhrip th6ng tin tiCp nhan h6 so vio
Phin mdm MOt cfta; in Gi6y tiiip nhdn ho
so vd tri k€t qud cho ngudi y6u c6u; thgc
hiQn s6 h6a (sao chpp, chuy€n thanh tai liQu
diQn tu tren hQ th6ng thdng tin, co sd dt
ligu) vd ky s0 vio tdi liQu, hO so.

- Chuyiin hii so d5n C6ng chric Tu ph6p-hQ
tich.

- Phi6u -y6u ciu b6 su-ng, hoin
thi€n h6 so (Mdu s6 02 ban
hdnh kim theo Th6ns tt
s6 01/2018/TT-VPCP ngdy
23/r t/2018);

^,,L. , i. ..i- rnreu tu cnol trep nnan glat
quyi5t hO so (Mdu sd B ban

hdnh kim theo Th6ng tn

tii 01/2018/TT-VPCP nsdy
23/11/2018).

- Gi6y tilip nhan_hO so vd hgn
tri kOt qui (Mdu s6 0l ban
hdnh kim theo Th6ng tu
sii ottzotanr-vpcp nsdy

23/11/2018);

- H6 scv theo thri tuc hdnh chinh
.i

oa cong Do.

0 5

Xt l), h6 so, b6o cdo Ldnh tl4o UBND cip xi 1,s

1 5- Hd so da titip nh{n;

- Vdn ban brio crio (n€u rd co

sd ph6p ly li6n quan; ktit qud
ni6m y6t; ktit qui ki6m tra hd
so; j ki6n dd xu6t);

- Du th6o Gi6y khai sinh, Trich
lpc <I6ng ky nhan cha, mg, con 

]

(ban chinh); bin sao Gidy khai
sinh, bin sao Trich lyc dSng kf
nhin cha, m9, con (n€u c6ng

Cdng
chric tu
ph6p - hQ

tich

+ThAm tra h6 so.

+Truong hqp hd so cAn b0 sung, hoan thiQn

hoqc kh6ng tfii di€u kiQn gidi quy6t, phiittr
ch6i thi gui th6.ng b6o ve tinh tr4ng h6 so
tdi BQ phQn ti€p nhfn vd tr6 k€t qu6 rl€
thOng b6o cho ngudi nQp h6 so (kOm vin
bin hufng d6n, n0u 16 lf do, nQi dung b6
sung. . .) - thgc hiQn l4i budc l.
+Truong hqp h6 so dAy dt, hqp 19, dtng quy
dinh: DU thiro kOt qui gi6i quy6t, b6o c6o

Buric 2

Truong
hqp

khdng
xric minh

UBND
A-cap xa

B0 ph6n
ti6p nh6n
vi tri k6t
qua
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L7rnh d4o UBND cdp xE xem xdt, ph€

duyQt.

ddn c6 y6u cdu): BiAu mdu theo
Th6ng u sii 0t/2020/Ir-arp
cia BQ trudng BQ Tu phdp.

Trudng
hqp phii
xiic minh

C6ng
chuc tu
phrip-hQ
tich;

LEnh tl4o
I.]BND

i-
cap xa;

Vdn thu.

- C6ng chric tu phep-hQ tich

+ThAm tra hd so.

+Trudng hqp hd so cdn b,5 surrg, hoan thiQn

hodc kh6ng tlfi di€u ki-6-n siai quy€t, phei hr
ch6i thi gui th6ng brio v€ tinh trqng hO so
toi B0 phfn ti€p nhfln vd tri k€t qud tl€
th6ng brio cho ngudi nQp hti so (kdm vdn
ban huong d6n, n6u 16 ly do, n6i dung b6
sung. . .) - thwc hiQn l4i budc I .

+DU th6o vdn ban x6c minh; dU th6o Phi6u
xin l5i vd hen lai ngiry. tra k6t (n6u c6).
Trinh l6nh tlao UBND cdp xd xem xdt, ph6
duyQt.

- Lanh dao.UBND c6p x5: Kj vin ban x6c
minh chuy6n vin thu d6ng dAu;

- Vdn thu: D6ng d6u vin bdn x6c minh vd
grii c6c co quan, don vi li6n quan.

- Hd so da ti6p nhfn;

- Vdn ban x6c minh;

0l Dung
tinh
chd ktit
quA xdc
minh
(khdng
qui 5

ngdv)

C6ng
chric tu
ph6p - hQ

tich

+ T6ng hqp k5t qui x6c minh.

+ Trudng hqp h6.so dAy dri, hq'p lQ, dung quy
dinh: Dg thio k6t qud giii quy6t, b6o c6o
Ldnh dao UBND c6p xE xem xdt, ph0
duyQt.

- H0 so <ta ti6p nhfln;

- Van ban x6c minh;

- Vin ban b6o c6o (n6u r5 co
sd ph6p ly li6n quan; kt5t qua
ni6m y€t; k€t qui ki6m tra, x6c
minh h6 so; f ki€n tl6 xu6t);

- D1r th6o Gi6y khai sinh, Trich
luc ddng ky nhan cha, me, con

0 5
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(ban chinh); ban sao Gidy khai
sinh, bdn sao Trich lpc <ldng ky
nhdn cha, me, con (n€u c6ng

ddn c6 y6u ciu): Bidu miu theo

Th6ng ttr sii Oltzozo/rr-srp
cia BQ tru&ng BQ Tu ptuip

UBND
t-cap xa

Bufc 3 Kj duyQt
ket qu.a

gi6i quy6t
vd tl6ng
ddu

Ldnh - Ky Gi6y khai sinh, Trich luc dAng kj nhf,n
cha, mg, con (ban chinh); b6n sao Gi6y khai
sinh, b6n sao Trich lpc ding kj. nhdn cha"
m9, con (ndu c6ng d6n c6 y6u cdu);

- VIn thu d6ng d6u vd chuy6n k6t qui cho
C6ng chrlc tu ph6p - hQ tich.

tl?o
UBND

i-
cap xa;

- Vdn thu.

Gi6y khai sinh, Trich lqc cldng
ky nhan cha, me, con (bin
chinh); bdn sao Gi6y khai sinh,
bin sao Trich lUc dang lcj nhfln
cha, mg, con (n6u c6ng ddn c6
y6u cAu)

0,s

Budc 4 chi vdo
SO trO tictr

C6ng
chric tu
ph6p - hQ

tich

- Ghi vdo Sd dang $t nhAn cha, mQ, con, 56
d6ng ky khai sinh vd ctng ngudi ili deng ky
h0 tich ky vio 56;

- L.uu hO so vir chuyCn k6t qud cho BQ phf,n
Ti0p nh{n vd T16 k€t qud.

- SO aans kv nhan cha. me con
vir 56 tlSng lcf khai sinh (BiAu
mdu ban hdnh theo Th6ng tu
s6 04/2020/TT-BTP cia 86
truong BQ Tu phdp);

- Gi6y khai sinh, Trich luc ddng
kj nhQn cha, me, con (bin
chinh); bin sao Gi6y khai sinh,
bAn sao Trich lpc dAng ky nhfln
cha, mg, con (n€u cdng ddn c6
y€u c6u).

0 5

UBND
cap xa

Buric 5 Tri kCt
qua

B0 ph0n

ti0p nhfn
vd trd k€t
qua

Tri kiit qud cho c6ng dAn GiSy khai sinh, Trich luc df,ng
ky nhdn cha, mg, con (bin
chfnh); bin sao Gi6y khai sinh,
bin sao Trich luc ddng lci nhan

0

UBND
t-

cap xa
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5. Thfr tgc rling kf khai tri (Ma s6 TTHC: 1.000656)

- Ma s5 quy trinh thri tuc hdnh chinh: 1.000656.

. - Thdi h4n gidi quy6t: ngay trong ngdy tii5p nhfn y€u cAu, trudng hqp nh{n h6 so sau 15 gid md kh6ng gini quytit tlugc ngay thi tri
k6t qui trong ngiy ldm viQc ti6p theo.

cha, mg, con (n6u cdng ddn c6
y€u cdu)

H6 so dugc lrru trii t4i UBND c6p xE theo quy ttinh hiQn hinh, bao g6m:

- H6 so ila ti6p nhfn theo TTHC dE c6ng b5;

- Ban chtrp gi6y to cta nguli y6u cAu ddng ky hO tich xu6t trinh (do ngudi tiiSp nhan hO so thlrc hiQn sao chup a6 trru trO so theo quy dinh tai
khoan 3 Di6u 3 Th6ng tu s6 OqnOZOfif-BTP ngdy 28l5l2O2O cta BQ truong BQ Tu phrip Quy ttinh chi ti6t thi hnnh mQt sd di6u cta Luft
hO tich vd Nehi dinh sti tZgl2olsnrO-CP ngdy 15 th6ng I I n[m 2015 cria Chinh phri quy.tlinh chi ti6t mQt s6 di6u vd biQn ph6p thi hanh
Luflt hQ tich). Truong hqrp c6c th6ng tin trong c6c gi6y td nny d6 c6 trong Co sd dii liQu quiic gia vti dan cu (CSDLQGVDC), Co s0 dtr liQu

h0 tich tlign hr (CSDLHTDT), tluqc hQ th6ng tli6n 1u dQng thi khdng phii xudt trinh (theo hinh thric truc ti€p) hofc tii l€n (theo hinh thric
I,

tr.uc tuyen).

- Vdn bin b6o c6o Ldnh tl4o UBND c6p x6;

- Bin chgp ktit qui TTHC;

- Ven ban th6ng b6o viQc dEng ky hO tlch d6n co quan li6n quan (cl6i v6i tuong hqp phni th6ng b6o theo quy itinh cria Lu6t H6 tfch vd cric v6n bin
quy dinh chi ti6t thi hanh).

C<v

quan,
tlon v!

Buri.c
thgc
hiQn

TGn
bufc
thu. c
hiQn

Trich
nhiQm

thrc hi6n
NQi dung c6ng viQc thgc hiQn Bi6u miu/k6t qui

Thli
gian

(ngnv)

Ghi
chri

UBNI)
i,-cap xa

Burlc I Tiiip
nhan ho
so

B0 phdn
tiiip nhdn
vd tr6 ktit
qua

a. NQp h6 so trlrc fiAp:

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

+ Trudng hgrp h6 so chua ddy <lt: c6ng chfc
titip nh6n hd so hudng ddn dC c6ng dan bo

- Phi6u y€u cdu b6 sung,
troan ttriQn trd s o grta" ti 6i
ban hdnh kim theo Th6ng tr

Ngay
trong
ngdy ti6p
nhfln y6u
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sung hd so va in Phi€u y€u cAu b6 sung.
hoirn thiCn h6 sol
+ Tru9ng hqp.h6 so kh6ng tltng quy dinh:
in Phi6u tt ch6i gidi quyilt h6 so;

+ Trudng hqp h6 so dAy dt, hqp lQ: TiiSp
nhfn vd.nhap th6ng tin 1i6p.nhfn hd so vdo
Phdn mdm M6t cua; in Gi6y ti6p nhfln h6

, " , i,so vd tri k6t qui cho nguoi y6u cdu; thgc
hiQn s6 hOa (sao ch1rp, chuy6n thinh tii liQu
tliQn tt tr6n IQ th6ng thdng tin, co sd dtr
liQu) vd lcj s6 vdo tdi liQu, h6 so.

- Chuy6n hd so diin Cdng chuc tu phrip-hQ
tich.

b. NQp hi so ttrc tuydn;

- Sau khi nh4n duqc th6ng b6o co h6 so y6u
c6u ddng lcj khai tu grii tr€n C6ng dich vu
c6ng, c6ng chr?c ti6p nh6m hti so tiiip nhfln,
ki6m tra tinh.chinh x6c. dAy dt, th6ng nhAt,
hqp 16 cta h6 so:

+ Trudng hgp h6 so chua ddy dri, chua hqp
lQ, BQ phfn ti6p nhan vd tri k6t qua grii
th.6ng b6o huong ddn b6 sung, hodn thiQn
hd. so qua COng dich vu cOng, cdng ddn c6
th6 ki€m tra. tinh trang xri lj h6 so khi ddng
nhdp vtro C6ng dich vu cdng. Trang thdi hii
so tr6n 96ng dich vu c6ng lir "YOu cflu b6
sung gidy td".
+ truong hsp !6 so bi tir ch6i, BQ phfln titip
nhfln vi tri k6t qui grii th6ng b6o tu ch6i
ti dich vuCdnua connh0n hd so

0l/2019/TT-VPCP ngdy
23/11/2018);

- Phi6u tri ch6i titip nhfn
gini quy6t h6 so (Mdu sii 03
ban hdnh kim theo Th6ng tu
s6 01/201 8/TT-VPCP ngdy
23/11/20t8).

- Gi6y tit5p nhdn hd so. vd
hen tra kCt q]ud (Mdu s6 Ol
ban hdnh kdm theo Th6ng fir
s6 0 I /201 8/TT-VPCP ngdy
23/11/2018);

- H6 so theo thri tUc hdnh
chinh da c6ng b6.

so
trudng
hqp nh{n
h6 so sau
15 gid md
kh6ng

iglar quyet

duo. c
ngay tbi
tri ket
qui trong
ngdy ldm
viQc ti6p
theo.

u
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cdng, c6ng din c6 th€ ki6m tra tinh tr4ng xu
ly h6 so khi dang $0p "ao 

Cdng dich 4r
c6ng. Trang thrli h6 so.tr6n C6ng dich vr,r

c6ng li "Khdng tlugc ti€p nhan".

+ Truong hqp hd so itAy dt, hqp l€, trang
thdi h6 so tr€n Cdne dich w cdng lir "Duo. c.v,,
ti6p nhfln",."Y6u c6u thgc hi€n nghia u; tii
chinh". PhAn m6m se c6p qQt Md s6 h6 so
truc tuy€n cho nguoi y€u c6u.

- Huong d6n nguoi y€u cdu thail to6n phi,
lQ phi: Thgc hiQn thanh to6n t4rc tuyi5n
(COng dich vq cdng phdi cung cip chric
neng thanh to6n phi qua m6i truong mang).

- Ngay sau khi nhfn {uo. c phi, lQ phi.deng
ky khai tu, B0 phan ti6p nhan va tra ket que
titip nhfn h6 so, gr?i th6ng b6o "Dang xri lj"
vd ngdy hpn tri k6t qud qua C6ng dich vU
cOng, c6ng din c6 thti kiiim tra tinh nqng xt
ly h6 so. khi d6ng nhflp vdoCdng dich.w
c6ng. D6ng thdi, trang th6i h6 so tren C6ng
dfch vr,r c6ng lir "Dang x} lj".
- Chuyi5n h6 so tl6n Cdng chuc tu ph6p-h0
tich.

UBNI)
t-

cap xa
Burfc 2 Xri ly hO

so, b6o
ciio
LAnh
dao
UBND
cdp xd

C6ng
chuc tu
phep - hQ

tich

+Thdm tra hO so.

+Trudng hgp h6 so cAn b6 sung, hoen thien
ho4c kh6ng rtt di€u kiQn gidi quy6t, ph6i tu
chdi thi grii th6ng b6o vO tinh tr4ng h6 so
tdi BQ phin ti6p nhfln vd tri k€t qu6 tt6
th6ng brio cho nguoi nQp hO so (kdm v[n

- Hd so da tiiSp nhfln;

- Vin ban, gi6y td, tdi li€u
x6c minh (n6u c6);

- VAn ban b6o c6o (n6u 16
co so phdp l1i li6n quan; k6t
qun kii5m ha, x6c minh h0
so (n€u c6); li ki6n dO xu6t);
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bin hudng dAn, n€u 16 ly do, nQi dung bd
sung. . .) - thgc hiQn lai bu6c l.
+Trudng hqr^p can phii kiiim tra, xdc minh:
Dg th6o vin bin x6c minh; du thdo Phitiu

xin l5i vh hgn l4i ngiry tri k6t qui (n6u c6).

+N€u h6 so dAy dri, hqp IQ, dung quy d!nh,
truong hqp ti6p nh{n h0 so ddng ky khai tu
theo hinh thric tr.uc ti6p: Dg theo ket qua
gi6i quy6t, biio crio LEnh dao UBND c6p xE
xem xdt, ph€ duyQt.

Truong hqp ti6p nhan hO so ttlng lcj, khai tu
theo hinh thric tr;c tuy6n, cdng chric tu ph6p

- hO tich grii lai bi0u m6u Trich lpc khai tu
diQn tu voi th6ng tin itAy itri cho nguoi y6u cAu

qua thu diQn hr hoec thi€t bi s6.

Ngudi y6u ciu c6 tr6ch nhiQm kiiim tra tinh
chinh xiic, dAy dri cria c6c th6ng tin tr€n
bitiu m6u Trich luc khai tu ttiQn hr v?r x6c
nhdn (6i da mQt ngdy).

N6u ngudi c6.y6u cAu x6c nhfn th6ng tin da
th6ng nhdt, d6y dri.ho4c kh6ng c6 phan hOi
sau thdi h4n y€u ciu thi c6ng chric tu ph6p
- hQ tich in "Trich luc khai tu", trintr Lanh
tlao UBND c6p xE xem xdt, ph6 duyQt.

- Du thdo Trich luc khai tt
(b6n chinh), bAn sao Trich
luc khai tri (n6u cdng_drin co

y€u c6u): Bidu mdu theo

Th6ng tr s6 04/2020/TT-
BTP cln BQ trrdng BQ Tu
phdp

UBND
cap xa

Bufc 3 Ky
dgvet
k6t qud
giiti.
quyOt vd

- Ldnh
dao
UBND
^-cap xa;

- VEn thu.

- Kj Trich lpc khaitu (bdn chinh), bi.,n sao

Trich h,rc khai tri (n€u c6ng d6n c6 y6u cAu)

- Vdn thu tl6ng d6u vd chuy6n ktit qui cho
Cdng chric tu phAp - h0 tich

Trich lgc khai tu (bin
chinh), bAn sao Trich lqc
khai tu (ndu c6ng ddn c6
y6u cdu)
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6. Thi tgc tling hj khai sinh luu tlQng: (SO h6 so ffUC: 1.003583)

- Ma s6 quy trinh thri tuc hdnh chinh: 1.003583.

d9"e
diu

UBND
t-

cap xa
Buric 4 Ghi vdo

s6 ho
tlch

C6ng
chric hr
ph6p - h0
tich

- Ghi vio S6 aang tcy khai tu vd ctng nguoi
y€u c6u d6ng ky khai tt ky vdo 56.

- L.uu hO so vd chuy6n ktlt qui cho B0 phfln
Ti6p nhdn vd Tri k€t qu6.

- 56 dang kf khai tt (BiAu
mdu ,ban hdnh theo Th6ng
ttr s6 04/2020/TT-BTP cda
BQ nwng BQ Tuphtip);

Trich lpc khai tri (ban
chinh), ban sao Trich luc
khai tu (n6u c6ng ddn c6
y6u cdu)

UBND
t-

cap xa
Burlc 5 Trn k6t

qua
B0 phan
ti€p nhfn
ve tre kCt
qua

Tri k€t quA cho c6ng ddn Trich luc khai tu (ban
chinh), ban sao Trich luc
khai tu (n6u c6ng ddn c6
y€u cAu)

Hd so duoc luu trii tai UBND c6p xd theo quy dinh hiQn hinh, bao gdm:

- H6 so da fii5p nhfn theo TTHC tla c6ng b6;

- Ban chpp gi6y td cta nguo.r y6u cAu dIne ky h0 tich xu6t trinh (do nguoi tii5p nhfn hd so thgc hiQn sao chpp a6 tuu trd so theo quy dinh t4i
khoin 3 Didu 3 Th6ngtu sA O+ZOZOTT-BTP ngdy 28/512020 cta BQ truong BQ Tu ph6p Quy dinh chi ti6t thi hdnh mQt s6 <ti6u cta Ludt
h0 tich vri Nehi dinh ii5 tzf lzOtsfNO-CP ngdy if tn,a"g I I nam 2015 cria Chinh phri quy. <finh chi ti6t mQt s6 dieu vi bi6n ph6p thi hdnh
Luflt h0 tich). Truong hgrp c6c th6ng tin trong c6c gi6y td ndy tld c6 trong Co s.d dt liQu qu5c gia vd dAn cu (CSDLQGVDC), Co sd dt li6u
h0 tich dien tri (CSDLHTDT), tlugc hQ th6ng tli€n t.u dQng thi kh6ng phdi xudt trinh (theo hinh thric tr.uc ti€p) ho4c tAi l€n (theo hinh thric
tr.uc tuy6n);

- V[n bin b6o c6o Ldnh ttao UBND c6p x6;

- Bin chpp ktit qud TTHC;

- Vin ban thdng brio viQc ddng ki hO tich d6n co quan li6n quan (tltii voi tuong hq,p phai th6ng b6o theo quy <linh cia LuQt H6 tich vd c6c vdn ban
quy dinh chi ti6t thi hanh).
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- Thdi han giii quy6t: 05 ngdy lim viQc

UBND
i-

cap xa

Co quan,
ilon vi

Brrdc
thgc
hiQn

TGn bullc
thgc hiQn

T16ch
nhiQm thgc

hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu/k6t qui Thiri
gian

(ngny)

Ghi
chri

UBND

^-cap xa

Burlc 1 TiCp nhan

hd so

Bufc 2 x'i lv h6

so, b6o c6o
Ldnh cl4o
UBND

i-cap xa

C6ng chuc

tu ph6p - h0

tich

- Xem xit, ki6m tra tinh hqp lQ cta
, I -.; ,i. ^,ahd so: Ti€p nh4n, vi6t Gi6y ti€p nhan

hd so vd tri k6t qui.

- ChuyiSn h6 so dtln budc 2 tl6 xri lj.

- Gi6y tii5p nhfn h_6 so. vi
hgn tri k€t qud (Mdu s6 01

ba.n hdnh kim theo Th6ng tu
s6 0 1/20 1 8/TT-YPCP ngdy
23/1r/20t8);

- H6 so theo thri t1rc hdnh
chinh dE c6ng b5.

0,5

C6ng chirc

tu ph6p - hQ

tich

- KiiSm tra h6 so;

- X6c minh (n6u th6y cAn thi60;

- Du th6o t6t qua 4ai quy6t, brio crio
Lenh etao UBND cdp xE xem x6t, ph€
duyQt.

- H6 so da titip nhin;

- Vnn bin, ei6y td, tdi liQu
xric minh (n6u c6);

- Ven ban biio c6o (n€u 16

co sd ph6p lj li6n quan; ki5t
qui ki6m tra h6 so; j ki6n
d€ xu6t);

- DU th6o Gi6y khai sinh
(ban chinh);. bdn sao Gi6y
khai sinh (n€u. c6ng_d6n c6
y6u ciu): Bi€u mdu theo
Th6ng u sa OltZOZOnf-
BTP cia BQ trudng B9 Tt
ph,ip).

03
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UBND
i-

cap xa
Burfc 3 Ky duyQt kiit qun giii quyiit vd tl6ng dAu 0l

3.1 Ky duyQt
kCt qya
gidi quyOt

Lenh
UBND
xd

tl?o
cap

fY Cigr khai sinh (ban chinh); ban
sao GiAy khai sinh (n€u cdng ddn c6
ydu cdu)

Gi6y khai sinh (bin chinh);
bd,n sao Gi6y khaisinh (n€u
c6ng ddn c6 y€u cdu)

0,75

3.2 D6ng d6u Ven thu D6ng d6u vd chuy6n k6t qud cho
C6ng chuc tu phdp - h0 tich

Gi6y khai sinh (bnn chinh);
bdn sao Gi6y khai sinh (ni5u

l.
cong dan co yeu cau)

0,25

UBND
l-

cap xa
Budc 4 Ghi vdo 56

h0 tich
C6ng chric
tu phep - h0
tich

- Ghi nQi dung khai sinh vdo 56 ding
lcj khai sinh vd ctng ngudi y6u cdu
deng ky khai sinh lcf t€n vdo 56.

- Luu hti so.

- SO dAng ky kh ai sinh (BiAu
mdu ban hdnh theo Th6ng
u s6 04/2020/TT-BTP cia
BQ trudng BQ Tuphdp);

- Gi6y khai sinh (ban
chinh);.bin sao Gi6y khai
sinh (n€u cdng ddn c6 y€u
c6u).

0,5

UBND
i-

cap xa
Burlc 5 Tri

qua
ket C6ng chric

tu ph6p - h0
tich

Tri k6t qui cho c6ng ddn. Gi6y khai sinh (bAn chinh);
bin sao Gi6y khaisinh (niiu
c6ng ddn c6 y€u cdu)

0

Hd so tlugc luu trii t4i UBND c6p xE theo quy dinh hi€n hanh, bao g6m:

- H6 so <Ia ti6p nhfln theo TTHC tla cdng bii;

- Ban chup gi6y td cria ngudi y€u cAu d6ng ky hQ tich xu6t trinh (do ngudi tit5p nhin hd so thgc hiQn sao chup eti trru trO so theo quy dinh tai
khoan 3 Di6u 3 Thdngtu sO OqnOZOttt-BTP ngiy 28l5l2O2O cta BQ truong BQ Tu phrip Quy tlinh chi ti6t thi hdnh mQt sO ditiu cria Lud,t
h0 tich vd Nghi <tinh sO tZlZZOt S/wO-CP ngdy 15 thring 1l ndm 2015 cria Chinh phri quy. tlinh cli ti6t mQt sti didu va bi6n phrip thi hdnh
Luit h0 tich). Truong hqp c6c th6ng tin trong c6c gi6y td ndy tld c6 trong Cos0 dt li€u qu6c gia ve dan cu (CSDLQGVDC), Coi6 dt liCu
h0 tich dien ff (CSDLHTDT), tluqc h€ th6ng rli€n t.u tlong thi khong phdi xu6t trinh;
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- Vin bin b6o crio Ldnh dao UBND c6p xa;

- Bin chup ktlt qun TTHC;

- Vdn bin thdng brio viQc ddng ky hQ tfch dtin co quan li6n quan lOtii voi tuong hqp phni th6ng brio theo quy dinh cua Luflt H0 fich vdL cric vdn b6.n

quy dlnh chi tiet thihalrlr).

7. Thil tBc .I5ng ky k6t h6n lllu ttQng: (Ma s6 TTHC: 1.000593) .

- Ma s6 quy trinh tht tpc hdnh chinh: 1.000593.

- Thdi han gi6i quytit: 05 ngiy ldm viQc.

Co quan,
tlon vi

Budc
thgc
hifn

TOn budc
thgc hiQn

T16ch
nhiQm thu,c

hi$n

NQi dung c6ng viQc thgc hiQn Bi6u m6uik6t qui Thtri gian

(ngny)

Ghi
chri

UBND
i-

cap xa
Budc I Ti6p nhQn

h6 so
Cdng chuc
tu ph6p - ho
tich

- Xem xdt, ki6m tra tinh hqp lQ c0a
, ;. --i 

.1. ^ 'h6 so: Ti€p nh{n, vi6t Gi6y ti6p
nhfln hd so vd tr6 kilt qu6.

- Chuyiin hti so d6n budc 2 di5 xri
ti.

- Gi6y ti6p nhQn h_d so vi
hgn tri kdt qui (Mdu s6 0l
ban hdnh kim theo Th6ng hr
s6 0 1/20 1 8/TT-VPCP ngay
23/r 1/2018);

- H6 so theo thri tuc hdnh
chinh dd c6ng b6.

0,5

UBND
i-

cap xa
Burfc 2 Xti lli ho

so, b6o c6o
Ldnh d4o
UBND

i-
cap xa

Cdng chric
tu phrip - hQ

tlch

- Kitim tra h6 so;

- X6c minh (n6u th6y can tni,i|;
- Du th6o k6t qui giii quy6t, brio
c6o Ldnh tlao UBND cdp xd xem
x6t, ph€ duyQt.

- H6 so da tiiip nhfln;

- Van ban, gi6y td, tdi liQu
xric minh (n6u c6);

- DU thio vin birn b6o c6o
(n€u 16 co sd phdp lj li€n
quan; k6t qyi ki6m tra h6
so; y ki6n cl6 xu6t);

03
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- DU thio Gi6y chrmg nhfn
k6t h6n (bin chinh); b6n sao
Trich luc ktit h6n (n6u c6ng
ddn c6 y6u cdu): BiAu mdu
theo Th6ng tt tij
04/2020/TT-BTP cila 86
trudng BQ Tu phdp.

UBND
t-

cap xa
Bufc 3 Kf duyQt kiSt qui gif,i quytSt vd tl6ng d6u 01

3.1 Ky duyQt
kCt q)ra
gi6i quy6t

Lanh
UBND
xd

tlAo
cap

Ky Gi6y chimg nhfn kCt h6n Oan
chinh); bnn sao Trich luc k6t h6n
(n6u c6ng ddn c6 y€u c6u)

Gi6y chrmg nhfln kiit h6n
(ban chinh); bdn sao Trfch
lgc k€t hdn (n6u c6ng dAn
c6 y6u c6u)

0,75

3.2 D6ng ddu V[n thu D6ng d6u vd chuy6n k6t qui cho
Cdng chric tu ph6p - h0 tich

Gi6y chrmg nhan kiit h6n
(ban chinh); bin sao Trich
lpc k6t h6n (n6u c6ng dAn

c6 y€u cdu)

0,25

UBND
i-cap xa

Bufc 4 Ghi vdo 56
h0 tich

C6ng chric
tu ph6p - hd
tich.

- Ghi vdo SO dang ky krit hdn, cirng
hai b€n nam nt h.f tOn vdo 56; hai
b6n nam nt cring ky vdo giAy chimg
nhin k€t h6n.
, ,;.

- Lrru no s0.

SO_ dang W5, UCt tOn leidu
mdu,ban hdnh theo Thdng
tu s6 04/2020/TT-BTP cia
B0 trdng Bd Tuphdp);

- Gi6y chtmg nh6n ktit h6n
(ban chinh); birr sao Trich
h.lc k6t h6n (n6u cdng ddn
c6 y6u cAu).

0,5
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H6 so dugc ltru trft tai UBND c6p xd theo quy dinh hiQn hdnh, bao gdm:

- H6 scv <Ia ti6p nhfln theo TTHC dd c6ng bii;

- Ban chup gi6y td cria ngudi y€u cAu <tdng ky hO tich xu6t trinh (do ngudi titip nhfn h6 so thgc hiQn sao chup d6 lru hii so theo quy clinh
tai kho6n 3 Di€u 3 Th6ng tu sd OqtZOZOfit-BTP ngdy 28l5l2O2O cria BQ truong BQ Tu phrip Quy ttinh chi ti6t thi hdnh mQt s6 rtidu cta
Luflt h0 tich vn Nghf dinh sO 123120 15/ND-CP ngdy 1 5 thtug 1 1 nam 2015 cria Chinh pht quy 4inh chi.ti6t mQt s5 diiiu va biQn phrip thi
hdnh Luit h0 tich). Truong hqp cric th6ng tin trong c6c gidy td ndy dd c6 trong Co sd dt liQu qu6c gia v€ ddn cu (CSDLQGVDC), Co sd
dt liQu hQ tich diQn ffi (CSDLHTDT), <luqc h6 th6ng ili6n tu dQng thi kh6ng phdi xu6r trinh;

- Vin ban bdo c6o Ldnh rlao UBND c6p xd;

- Ban chup k6t qui TTHC;

- Vin bin thOng b6o viQc dang ky hQ tfch dtin co quan li6n quan (d6i voi truong hq'p phai th6ng b6o theo quy dinh cria Luflt H0 tich vd c6c vdn
ban quy dinh chi tiCt thi henh).

8. Thri tgc iling kf khai tfr luu ilQng: (Sd h6 so TTHC: 1.000419)

- Ma sd quy trinh thri tqc hanh chinh: 1.000419 (Theo mi sO ttHC tr€n co sd dt liQu TTHC dich vU c6ng: 1.000419)

- Thdi han giii quy6t: 05 ngdy ldm vi€c.

C6ng chric
tu ph6p - hQ

tich.

TrA k6t qui cho cdng d6n Gi6y chung nhfn k6t h6n
(ban chinh); bdn sao Trich
luc ket hOn (neu c6ng ddn
c6 y6u cdu)

0UBND
t-

cap xa
Burfc 5 t6tTrir

qua

Co quan,
tlcrn vi

Bu0c
thgc
hiQn

TGn buric
thqc hiQn

T16ch
nhiQm thqc

hiQn

NQi dung c6ng viQc thu. c hiQn Bi6u mflu/kGt qui Thtri gian

(ngny)

Ghi
chri

UBND
t-

cap xa
Buric 1 Ti6p nhfn

h6 so
Cdng chtic
tu ph6p - hQ

tich

- Xem x6t, ki6m tra tinh hqp lQ
, ,: ^.i .t - '

cua hd so: Ti€p nhfln, vi6t Gi6y
tii5p nh{n hd so vd trA k6t qui.

- Gi6y ti€p nhfn h6 so vir hgn
tri k€t qui (Mdu s6 0l ban
hdnh kim theo Th6ng tu

0 5
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- ChuyiSn hd so d6n bu6c 2 tlai xri
ti.

s6 01/2018/TT-VPCP ngay
23/r 1/2018);

- Hti so theo tht tuc hanh
chinh tl6 c6ng b6.

UBND
i-

cap xa
Budc 2 Xt l), h6

so, b6o c6o
Ldnh tlao
UBND

i,-
cap xa

C6ng chfc
tu phep - h0
t!ch

- Kii5m tra h0 so;

- X6c minh (ntiu th6y can tni60;

- D1r thdo ktit qui gidi quyiit, b6o
c6o Ldnh d4o UBND c6p xiixem
xdt, ph6 duyQt.

- HO so de tii5p nhfln;

- Van bnn,.gi6y td, tdi liQu
x6c minh (n€u c6);

- Vdn ban b6o c6o (n6u rO co
sd.phrip lli li6n quan; kiit qun
ki6m tra h6 so; y ki6n dC

xudt);

- Du th6o Trich luc khai tu
(ban chinh); ban sao Trich lgc
khai tu (ntlu cdng ddn c6 y6u
cill): BiAu mdu theo Th6ng tr
tii oltzozonf-BTP cila 86
trudng BQ Tt phdp.

03

UBND
t-

cap xa
Burfc 3 Kj duyQt kiit qun gi6i quyiit vd d6ng ddu 0l

3.1 K! duyQt
ket qla
gi6i quy€t

Lanh
UBND
xd

tlAo
cap

Kj Trich h;c khai tr? (bin chinh);
bin sao Trich lpc khai tu (n6u

:.
cong oan co yeu cau)

Trich lpc khai tri (ban chinh);
bd,n sao Trich luc khai tu (n6u
c6ng d6n c6 y€u ciu)

0,75

3.2 D6ng d6u Vin thu D6ng d6u vd chuy6n k6t qui cho
Cdng chuc tu ph6p - h0 tich

Trich lgc khai tu (bin chinh);
bin sao Trich luc khai tri (ntiu
c6ng ddn c6 y6u cdu)

0,25
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UBND
i-cap xa

Budc 4 Ghi vio 36
h0 tich

Cdng chfc
tu ph6p - h6
tich

- Ghi vdo SO dang kf khai tri,
cing ngudi tli ddng lcj khai tt ky
t€n vdo 56.

- Lrru h6 so.

- 
_SO Aang ky khai tir (Bieu

mdu ban hdnh theo Th6ng tu
s6 04/2020/TT-BTP crta 86
trrdng BQ Tt phdp);

- Trich hlc khai tft (bin
chinh); bdn sao Trich lqc khai
tt (n6u c6ng dAn c6 y6u c6u)

0,5

UBND
A-

cap xa
Buoc 5 Tri

que
kct Cdng chric

tu ph6p - ho
tich

T16 ktit qui cho c6ng d6n Trich luc khai tu (ban chinh);
bdn sao Trich luc khai tu (nilu

l-
cong oan co yeu cau)

0

Hti so tluoc luu trt tai UBND c6p xd theo quy <Iinh hi€n hdnh, bao g6m:

- Hil so da tiilp nhin theo TTHC da c6ng b6;

- Bin chup gi6y td cta ngudi yOu cAu ddng hi hO tich xu6t trinh (do ngudi ti6p nhan hO so thgc hiQn sao chpp diS luu hd so theo quy dlnh
tai khoin 3 Di6u 3 Th6ng tu s6 OCIZOZOTT-BTP ngdy 2815/2020 ctnBd truong BQ Tu ph6p Quy dinh chi ti6t thi hdnh mot s6 di6u cta
Lu6t h0 tlch vd Ngh! dinh s6 123I20I5/NID-CP ngiry 15 thring 1l ndm 2015 cta Chinh phri quy rlinh chi ti6r m6t s6 di€u vd biQn ph6p thi
hdnh Luit hO tich). Truong hqp cric th6ng tin trong ciic gi6y td ndy tl6 c6 trong Co sd. dt liQu qu6c gia ve dan cu (CSDLQGVDC), Co s0
dt li€u h0 tich ili€n tu (CSDLHTDT), <lugc hQ th6ng di€n tv dQng thi kh6ng phdi xudt trinh;

- Vdn ban brio c6o Linh d4o UBND c6p x5;

- Ban chpp k6t que TTHC;

- Vdn bin th6ng b6o viQc d5ng ky h0 tich d6n co quan li6n quan (d6i voi truong hqp phai th6ng b6o theo quy dinh cria Ludt Hd tich vd ciic v5n
ban quy dlnh chi ti6t thi hanh).

9. Tht tgc ilnng hj gi6m hQ (Ma sO TTHC: 1.004837)

- Ma s6 quy trinh thrl tuc hirnh chinh: 1.004837

- Thdi h4n gidi quy6t: 03 ngdy ldm viQc
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NQi dung c6ng viQc thgc hiQn
Bmic
thu. c
hiQn

TGn budc
thr;c hiQn

Tr6ch
nhiQm

thgc hiQn
Bi6u mdu/k5t qui

Thdri
gian

(ngny)
Ghi chri

Co
quan,
tlon vi

UBND
t-cap xa

Burfc 1 Ti6p nhfln
h0 so

B0 phan
ti0p nhfn
vd tri k6t
que

a. NAp h6 so trqc fidp:

- Xem xdt, ki6m tra tinh hqp lQ cria h6 so:

+ Trudng hqp hO so chua ttAy thi: c6ng
chric ti6p nhan hO so hudng. d6n tti5.c6ng
ddn b6 sung h6 so vd in Phi6u y6u c6u bd
sung, hodn thiQn h6 so;

+ Truone hqp lti so kh6ng tlung quy tllnh:
in Phi€u tu ch6i gi6i quy€t h6 so;

.t -;.+ Trudng hqp hd so ddy tlti, hqp lQ: Ti6p
nhan vg nhflp th6ng tin titip nhfln hd ss
vdo PhAn m6mM0t cria; in Gi6y tii5p nh{n
h6 so vd tri k€t qui cho nguoi y€u cAu;
thgc hiQn s6 h6a (sao chpp, chuy6n thdnh
tdi liQu diQn tu trdn.hQ th6ng th6ng. tin, co
sd dti liQu) vd ky sd vdo tdi liQu, hd so.

- Chuyiin h6 so diin Cdng chric tu phep-
hQ t!ch.

b. NOp hi so trtc tuydn:

- SauAhi nhfn duqc thdng b6o c6 h6 so
y€u cAu deng kj gi6m hQ gui tr6n C6ng
di.ch 

"u 
c6ng, c6ng chric tiiip nhin hO so

ti€p nhfn, ki6m tra tinh chinh x6c, il6y dri,
th6ng nhdt, hgp lQ cria h6 so:

+ Trudng hq,p hO scl chua clAy ilt,. chua
hqp lp, B0 ph4n ti€p nhfln vd tri k€t qui

hoandin b6 sunbrio hu6nth0

- Phit5u y€u. ciu b6 sung,
hodn thiQn hO so (Mdu s6 02
ban hdnh kim theo Th6ns tu
s6 0 l/20 I 8/TT-VPCP ngdy
2 3/ I r /201 8);

- Phii5u fi ch6i ti6p nhdn
giii quyilt hi; so (Mdu sii 0j
ban hdnh kim theo Thbns tr
s6 0 l/20 1 8/TT-VPCP ngdy
23/11/2018).

- Gi6y titip nlr4n h6 so vd
he.n trd k6t quh (Mdu sii 01

ban hdnh kim theo Th6ns tr
s6 0 I /201 8/TT-VPCP ngdy
2j/r r/20r 8);

- Hd so theo thri tuc hinh
chinh t16 c6ng b6.

0 5
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ng dich v1t c6ng, c6ng
ddn c6 thi5 kii5m tra tinh trang xA ty h6 so
khi deng nh0p vdo C6ng dich 4r c6ng.
Tr4ng thrii h6.so tr€n C6ng dich W c6ng
lir "Y€u cdu bO sung gi6y td".
+ Trudng hqp hO so bi tt ch6i, B0 phan
ti6p nh{n vd tri k€t qun gtj th6ng b6o hr
chdi ti€p nhAn h0 so qua c6ng. Cdng dich
vg c6ng, c6ng ddn c6 th6 ki6m tra tinh
tr4ng xri lf hd so khi dang nhQp vdo C6ng
dich W c6ng. Trang thrli hd so trdn C6ng
dlch vU cdng ld "Khdng tluo. c ti{ip nhfln".

+ Trudng hqp hO so dAy dt, hqp le, trAng
thei hO so tr€n C6ng dich. vu c6ng lh
"Duo. c ti€p nhin", "Y6u cdu thgc hiQn
nghia.vu tdi chinh". Phdn m€rn s€ cdp m6t
Md s6 hO so truc tuy6n cho ngudi y6u c6u.

- Hudng din nguoi y€u cAu thanh to6n
phi,. lQ phi: ThUc hiQn thanh toiiLn tryc
tuy6n (C6ng dich vU c6ng phdi cung cdp
chuc ndng thanh to6n phi qua m6i trudng
mang).

- Ngay sau khi nhfn tlugc phi, lQ phi deng
t y gi6p h0, BQ.phfln titip nhfn vd tra k6t
qu6 ti€p nhfln h6 so, grii th6ng b6o "Dang
xri l1f" vd ngdy hgn tri k6t qu6 qua Cdng
dich vu c6ng, c6ng ddn c6 thii kiiim tra
tinh trAng xt lj h6 sokhi tl[ng nh6p vio
C6ng dich vq c6ng. DOng thoi, tr4ng th6i
h6 so trOn Cdng dich vg c6ng lir "Dang xri
ti".

thiQn h6 so qua C
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C6ng chric hr ph6p-sodh
h0 tich.
-ch

Cdng
chuc tu
ph6p - h0
tich

+ThAm tra h6 so.

+Trudng hqp hO so cAn bO sung, hoin
thiQn hodc.kh6ng dri di6u kiQn.giii quy6t,
ph6i hr ch6i thi gui tl6ng b6o vC tinhtrang
h6 so tdi B0 phin ti€p nh{n vd trd k6t quA

dO th6ng b6o cho nguoi nQp h6 so (kdm
vdn ban huong d6n, n6u 16 lj do, nQi dung
b6 sung. ..) - thuc hiQn l4i budc l.
+Trudng hqp cdn phdi kirim na, x6c minh:
D1r th6o vin bdn x6c minh; du th6o Phi6u
xin l6i vd hgn I4i ngdy tri k6t qun (niiu c6).

+Trudng hqp hd so dAy dri, hqp.lQ, fting
quy dinh, tnrdng hqrp ti6p nhAn h6 so ildng
ky Ciap hQ theo hinh thric tr.uc ti6p: DU
thao k€t qud giii quy€t, b6o c6o Ldnh tl4o
IIBND xem xdt, phO duyQt.

Trudmg hq,p tiaip nhan hO so tl6ng ky glim
h0 theo hinh thric tru. c tuy6n, c6ng chric tu
ph6p - hQ tich gui lai bir6u mdu Trich luc

<tine ky girim hQ ttiQn tt voi th6ng tin dAy

thi cho nguoi y6u cAu qua thu di€n tu hoac

thi6t bi s6.

Ngudi yOu ciu c6 tr6ch nhiQm kiiim tra
tinh chinh xric, diy dt cria c6c th6ng tin
tr€n bi6u mdu Trich luc dang lcj giem h0
tli-6n tu vi x6c nh6n (ti5i da mQt ngdy).

UBND
i-

cap xa
Bufc 2 Xri l), h6

so, b6o
c6o Ldnh
dao
UBND

i-
cap xa

- H6 so da tiCp nhan;

- Vdn ban, gi6y td, tdi li€u
x6c minh (n6u c6);

- Vnn bin b6o ciio (n€u 16

co s& ph6p lf li6n quan; kiSt

qui ki6m tra, xdc minh hO

so; y ki6n il€ xudt);

- Dg thio Trich luc <teng ky
gi6m hQ (ban chinh), ban
sao Trich luc ddns kv si6m
hQ (n€u.c6ng din c6 yOu

cdl):.BiAu mdu theo Th6ng
tu s6 04/2020/TT-BTP cita
B0 trudng B0 Tu phdp

1 5
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N6u ngudi c6 y6u cAu xric nhfln th6ng tin
da th6ng nhat, ddy thi ho4c kh6ng c6 phdn
hdi sau thdi h4n y€u cAu thi cdng chr?c tu
phAp - hQ tich in "Trich luc dang ky gi,im

h0", trinh Lanh dao UBND xem xdt, Phd
duyCt.

UBND
A-

cap xa
Brrfc 3 Ky duyQt

kCt qu.a

gi6i quy€t
vir d6ng
ddu

-Lanh
dao
UBND,-
cap xa;

-Van thu

- I(j Trich lrtc dang kj gi:i.,rn h0 Gan
chinh), bin sao Trich luc tling ky gi6m h0.r,;.,
(neu cong oan co yeu cau);

- VIn thu d6ng d6u vi chuy€n k€t qui cho
COng chric tu ph6p - h0 tich

- Ghi vdo 56 <Iang lcj gi6m hQ; ctng ngudi
di ddng kj girim hQ hj vdo 56;

- Ltru htt so vd chuy6n t6t qui cho BQ
phfn Ti6p nh{n vd T16 k6t qu6.

Trich lgc dAng ky gi6m hQ
(ban chinn), bdn sao Trich
luc ddng kj gi6q hQ (n€u
c6ng d6n c6 y6u c6u)

0,5

UBNI}
t-cap xa

Buric 4 Ghi vdo
s6 ho rich

C6ng
chric tu
ph6p - h0
tich

- S_o dAng hj gi6m het (BiAu
mdu ban hdnh theo Thdng
nt sii 0l/2020/Tr-BTP cua
BQ trrdng BQ Tu phdp);

- Trich luc d6ng kf gi6m hQ

(ban chinh), bin sao Trich
luc ddng kj gi6q h0 (ni5u

c6ng d6n c6 y6u cdu)

0 5

UBND
t-

cap xa
Bufc 5 Trd ttit

qua
B0 ph6n
tiOp nhQn

vd tri k€t
qua

Tri k€t qu6 cho c6ng d6n Trich lpc dAng \i gi6m hQ
(ban chinh), bdn sao Trich
lgc ding t y gieq h0 (ntiu
cdng dAn c6 y€u cdu)

0

Hd so dugc luu trf tai UBND cAp xd theo quy dinh hiQn hanh, bao g6m:

- Hti so da ti6p nh{n theo TTHC da c6ng b6;

- Bdn ch\rp gi6y td cria ngudi y€u ciu dAng kf/ hO tich xu6t trinh (do ngudi tii5p nhdn h6 so thUc hiQn sao chpp d6 luu h6 so theo quy dinh
tai khoin 3 Di6u 3 Th6ng tu sa OCIZOZOTI-BTP ngdy 28l5l2O2O cria BQ tru&ng B6 Tu phrip Quy dinh chi titit thi hdnh mQt sti dieu cria
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10. Thfi tgc iling lrf ch6m dftt gi6m hO (Ma sO TTHC: 1.004845)

- Me sti quy trinh thri tuc hdnh chinh: 1.004845

- Thoi han gidi quy6t: }2ngiry lim viQc

L t ha tich a Ngh dinh o I23 l20 I 5/lTD CP ngdy I 5 th6n I I am 20 1 5 ua Ch inh hu dinh hi t at o dieu va b 9n he thiua I s b n c p quy c I m s I p p
hanh Luat ha tich) Truong h c6c th6ng tin trong

TDT), <luqc hQ th6
ca

.^
c gla
di€n

to na da co tro C o du I eu quoc e ddn (C SDLaG\/DC) C sosp v v n(t
E o s I oIa cu o

6tdu l I ho ti h d en trr (C SDLH tu d6 thi khon hai trlnh (th hinh thuc tryc t 0p) hoE tai Ie (thI u c I ng ng o p xu eo I c n eo
hinh thric t4rc tuy6n);

- Vin bin, gi6y td, tai liQu xric minh (<tr5i vdi truong hqp c6 x5c minh);

- Vin bin b6o ciio Linh tt4o UBND c6p xd;

- Bin chlrp ktit qun TTHC;

- VAn ban th6ng b6o viQc dEng kj h0 tich diSn co quan li€n quan (tl6i voi tnrong hqp phni th6ng b6o theo quy dlnh cua Ludt HQ tich vd c6c v6n
ban quy dinh chi ti6t thi hdnh).

Co quan,
<Ion vi

Bufc
thgc
hiQn

TGn
bu0c
thu, c
hiQn

Trdch
nhiQm thgc

hiQn

NQi dung c6ng viQc thgc hiQn Bi6u mAu/k6t qu6 Thoi
gian

(ngny)

Ghi
chri

UBND
t-cap xa

Buritc I Tiiip
nhan ho
so

BQ ph{n ti6p
nh4n vd tri
ktit qud

a. Nlp hi so tryc fidp:

- Xem x6t, kiiim tra tinh hqp lQ cria hd so:

+ Trudng hqp hd so chua dAy tfii: cdng chric
tit5p nh.fln hd so huong ddn.tl6 c6ng ddn b6
sung hd so vd in Phi€u y6u c6u b6 sung, hodn
thi€n h6 so;

+ Trudng hqp.h6 so kh6rg dung quy <t!nh:
in Phi6u tu ch6i giii quy6t h6 so;

+ Trudng hgp h6 so itAy. dt, hqp IQ: Ti6p
nhin vd nh|p thOng tin ti0p nhfn h6 so vdo

- Phitiu y€u cAu bri sung,
hodn thiQn hd so (Mdu
s6 02 ban hdnh kAm
theo Th6ng tt
s6 01/2018/TT-VPCP
ngdy 23/11/2018);

- Phitlu tu cfrOi tit5p
nhfn giai quy6t h6 .o
(Mdu s6 03 ban hdnh
kdln theo Th6ng tr
s6 0l/2018/TT-

0,25
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- GiAy ti6p nhfln hti so
vir hen trA k€l quh (Mdu
s6 0l ban hdnh kdm
thgo Th6ng tlt
s6 0l/2018/TT-
VPCP ngdy

23/11/2018);

- H6 so theo thri \rc
hdnh chinh da c6ng b6.

ngayI/PCP
23/11/2018)

Phdn mdm MOt cria; in Gidy ti
wi tri k6t qui cho ngudi y6u cdu; thUc hiQn
s6 h6a (sao chu. p, chuy€n thdnh tdi liQu diQn
tu tr€n hQ thdng th6ng tin. co sd dt liQu) vn
h_i s6 vio tdi liQu, hd so.

- Chuy6n hii so d6n Cdng chric tu ph6p-hQ
tich.

b. NQp h6 so trrc tuyiin:

- Sau khi nhdn dugc th6ng b6o c6 h6 so y6u
ciu dang lcj ch6m dm girim hQ grii tr6n C6ng
dich vU c6ng, c6ng chr?c ti€p nh{n h6 so ti6p
nh$n, ki€m tra tinh chinh x6c, tl6y dt, thdng
nfr6t, hqp l€ cria h6 so:

+ Trudng hqp hei so chua diy ttri, chua hqp
lQ, BQ phfln ti€p nh4n vd tr6 k€t qu6 gti th6ng
b6o huong ddn bd sung, hoan thiQn hO so qua
C6ng dich ru c6ng, c6ng ddn c6 th€ ki6m tra
tinh trang rri lj hd so khi ding nhflp vdo
CQng dich 4r c6ng. Tr4ng th6i hd so tr€n
C6ng dlch vu c6ng ld "Y€u cdu b6 sung gi6y
to".
+ Trudng hqp hO so bi tu ch6i, BQ phfln ti6p
nhdn vd.trn kOt qua gfi thdng b6o tu ch6i ti6p
nhan h6 so qua c6ng C6ng dich 4r c6ng,
cdng ddn cO th6 ki6m tra tinh trang xri lj h6
so khi d6ng.trQp uao C6ng dich vg c6ng.
Tr4ng thdi h6 so tr6n C6ng dich ru c6ng li
"Kh6ng dugc ti€p nhfn".

e nh oh osanp

th6dav
ti

+ ru o oS h 1 1T ou, eo-p trang
ehc cd a .Dh SOo vu
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nhfn", "Y6u c6u thgc hiQn nghia vu tai
chinh". Phdn mAm sE c6p pQt Ma s6 hti so
truc tuyen cho ngudi y6u cdu.

- Hudng d6n ngudi y6u cAu thanh to6n phf,
lQ phi: Thlrc hiQn thanh toiln tr.uc hry6n
(C6ng dich 4r cdng phii cung cdp chtc nlng
thanh to6n phi qua m6i trudng m4ng).

- N.gay sau khi nhfn duo. c phi, lQ phi dAng ky
chdm dut.gi6m h0,.B0 phdn ti6p nhfn vd trd
k€t qud ti6p nhfn h6 so, grii th6ng b6o "Dang
xu l;f" vd ngdy hen tri k6t qu6 qua C6ng dich
4r c6ng, c6ng dAn c6 th6 ki6m tra tinh trang
xti ly h6.so khi it6ng nhflp vdo C6ng dich.W
c6ng. D6ng thdi, tr4ng th6i h6 so tr€n Cdng
dich vu cdng ld "Dang xt lj".
- Chuyi5n h6 so d6n C6ng chric tu phep-hQ
tich.

UBND
i-cap xa

Budc 2 Xu ly hd
so, b6o
c6o
Lanh
tlao
UBND
cap xa

C6ng chric
tu ph6p - hQ

tich

+ThAm tra hd so.

+Trudng hqp hd so cdn b6 sung, hoan thiQn
ho{c kh6ng tili didu kiQn giii quy6t, phai tu
ch6i thi grii.thdng b6o v€ tinh tr4ng h6 so t6i
B0 phfur ti6p nhfln vd tri k€t qud tl6 th6ng
b6o cho nguoi nQp h6 so (kdm v6n bin
huong d6n, n€u rd lj do, nQi dung b6
sung. . .) - thuc hiQn lai bu6c l.
+Trudng hqp cAn phni ki6m tra, x6c minh:
Dg thio vin ban x6c minh; dg thio Phiiiu xin
l5i vA he. n lpi ngdy tri ktit qui (ntiu c6).

+Trudng hqp h6 so dAy dri, hqp l€, tlung quy
rlinh, truorg hqp ti6p nhan hO so ddng lcy

- Hd so da ti€p nhin;

- VAn ban, gi6y td, tdi
liQu xric minh (n6u c6);

- VAn ban b6o c6o (n0u
rO co sd ph6p lj li€n
quan; k€t qui ki6m tra,
x6c minh hd so; j kii5n
<16 xudt);

- DU thio Trich lgc
ding kf ch6m dut girim
h0 Oan chinh), bin sao

Trich luc tldng ky ch6m

0l
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cham dm gi6m h6 theo hinh thuc tryc tI
Du thio kct uy6t, b6o Lanh tlaqua IaI q cao o
UBND xem x6t, ph6 duyQt.

Truong hqp ti.5p nhdn hd so dang ky chim dut

gi6m h0 theo hinh thric tr.uc tuy6n, cdng chric
tu ph6p - hO tich grii I4i bii5u miu Trich luc
<fAne ky ch6m dut giam hQ iliQn tu vcri th6ng
tin dAy tlt cho nguoi y6u cAu qua thu diQn hr
hoac fti6t bi s6.

Ngudi y6u cAu c6 tr6ch nhiQm kiiim tra tinh
chinh xric, dAy dri cria c6c th6ng tin tr6n bi6u
m6u Trich lqc ddng kj chSm drrt gir6m h0 diQn

tt vdr xric nhin (tOi da mQt ngdy).
,.i ^ I
N€u ngudi co ydu cdu x6c nhrin th6ng tin dd
thiing nh6t, dAy dri hoac khdng c6 phdn h6i
sau thdi hqn y6u cAu thi c6ng chuc tu phdp -
hO tich in "Trich lpc dang ky ch6m dut girim
h0", trinh Ldnh d4o UBND xem xdt, ph€
duyQt.

dut gi6m h6 (n€u c6ng
d6n c6 y€u cdu): BiAu
mdu theo Th6ng m s6
04/2020/TT-BTP c a
BQ truong BQ Tu phtip

UBND
A-cap xa

Buric 3 Ky
duyQt
kOt qui
gini.
quy€t vd
d9re
ddu

- Ldnh d4o
UBND c6p
xA;

- Vdn thu.

- Ky Trich luc dAng kf ch6m dut gi6m hQ

(ban chinh), b6,n sao Trich luc dang hj ch6m
dut girim h0 (ni5u c6ng ddn c6 y€u ciu)

- VAn thu d6ng d6u vd chuyiin ktit qui cho
C6ng chric tu phrip - h0 tich

Trich luc d6ng ky ch6m
dut gi6m h0 @6n
chinh), b6n sao Trich
hrc d5ng kf ch6m dut
gi6rn hQ.(n6u c6ng ddn
c6 y€u cdu)

0,5

UBND
t-

cap xa
Bufc 4 Ghi vdo

s6 ho
tich

C6ng chric
tu ph6p - hQ

tich

- Ghi vio SO dang ky "ffu" dut giriLrn h0;
cring ngudi di d[ng \i chdm dut gi6m hQ lcj
vdo 56;

- SO dang ky ch6m dut
gi6m hQ (Bi€u mdu ban
hdnh theo Th6ng tu s6

0,25
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- Luu h6 so vd chuy6n ktit qui cho BQ phfn
-.t . 

- 
,. i_rlep nnan va lra Ket qua.

04/2020/TT-BTP cia
B0 truong B0 Tu phrip);

- Trich lgc dang ky
chAm dut gi6m h6 (b6n
chinh), bAn sao Trich
lpc <I6ng kj ch6m dut
gi6m h6.(n€u c6ng d6n
c6 y€u cdu).

UBND
^-cap xa

Budc 5 Tri
qua

kct BQ phfn ti6p
nhfn vd trd
kilt qui

Trd k6t qu6 cho c6ng d6n Trich lyc deng kf chdm
dut gi6m h0 (ban
chinh), bin sao Trich
lqc dAng ky ch6m dut
gi6rn hQ.(n€u c6ng dAn
c6 y€u cdu)

0

Hti so itugc ltru trii t4i UBND c6p xE theo quy itinh hiQn hdnh, bao gdm:

- Hd so tte titfp nhdn theo TTHC da cdng b6;

- Ban chpp gi6y td cta nguoi y6u cAu ddng kj h0 tich xu6t trinh (do nguoi tiiip nhfln hd so thyc hi€n sao chup.diS lrru hd so theo quy ttinh
tai khoan 3 Di€u 3 Th6ng tu s6 0412020ft"1-BTP ngiy 2815/2020 cria BQ trudng BO Tu phrip Quy dinh chi ti€t thi hanh mdt sO dieu cria
Luflt hQ tich vd Nghi <linh s6 123/20I5AID-CP ngdy 15 th6ng I I nim 2015 cria Chinh phri quy <tfnh chi.ti€t mot s5 diAu vd biQn phrip thi
hdnh Luit h6 tich). Trulng hqp cdc th6ng tin trong c6c giiy td ndy dd c6 trong Co sd dii liQu qu6c gia vE d6n cu (CSDLQGVDC), Co sd
dr tQu h0 tfch diQn tu (CSDLHTDT), dugc hQ th6ng di€n tg dQng thi kh6ng phii xuit trinh (theo hinh thr?c tr.uc ti€p) ho4c tii l€n (theo
hinh thuc tryc tuy€n);

- Vdn bin, gi6y ttt,tdi liQu x6c minh (d6i vdi truong hqp c6 x6c minh);

- VAn ban b6o c6o Lflnh <tao UBND c6p xd;

- Ban chgp ktit qud TTHC;

- Vdn ban th6ng b6o viQc dAng ky hQ tich <t6n co quan li€n quan (tl6i voi truong hq/p phai th6ng b6o theo quy tlinh cria Luft H6 tich vd cric vdn
ban quy tllnh chi ti.5t thi hanh).
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11. Tht tgc thay d6i, cAi chinh, b6 sung th6ng tin hQ tich (Ma sO TTHC: 1.004859). C6 02 quy trinh thr,rc hiQn.

11.1. Thfi tgc b,6 sung thdng tin hQ tich

- Md s6 quy trinh thri tr,rc henh chinh: 1.004859-01

- Thdi h4n giii quy6t: Ngay trong ngdy ldm viQc, truong hSp nhAn h6 so sau l5 gid md khdng gi6i quy6t tlugc ngay thi trA
,l
k6t qui trong ngdy lim viQc ti6p theo.

UBND
i-

cap xa

Co quan,
don vi

Buritc
thgc
hiQn

TGn
budc
thlrc
hiQn

T16ch
nhiQm

thgc hiQn
NQi dung c6ng viQc thqc hiQn Bi6u m6u/k5t qui

Thcri gian

(ngiy)
Ghi
chri

Buric 1 Ti6p
nhfn h6
so

B0 phin
ti6p nhfln
vd trd kOt
qua

a. N)p hi so ffuc ti6p:

- Xem x6t, ki6m tra tinh hqp lQ cria h0 so:

+ Trudng hqp h6 so chua dAy dri: c6ng
chtc ti6p nh$n hd so hu6ng. d6n tI€ c6ng
d6n bd sung h6 sovd in Phi6u y€u cdu b6
sung, hoirn thiQn hd so;

+ Trudng hqp h6 so kh6ng dring quy dinh:
in Phi6u tu chdi gi6i quydt h6 so;

+ Truong hqp h6 so dAy tlt, hqp lQ: Ti.ip
nhfn vd nhap th6ng tin ti6p nhAn hd so viro
Phdn m€m MOt cria; in Gi6y titip nhfln hd
so vd tri kiSt qu6 cho ngudi y6u cdu; thgc
hiQn s6 h6a (sao chup, chuydn thanh tai
liQu diQn tt tr6n.h€ th6ng th6ng tin, co sd
dt liQu) vd kj sO vdo tdi liQu, h6 so.

- Chuyiln hd so <I6n C6ng chric hr ph6p-hQ
tlch.

b. N\p h6 so trqc tuydn:

- Phi€u y€u cAu bO sung,
hoan thiQn h6 so (Mdu sd
02 ban hdnh kim theo
Th6ng tu s6 01/2018/TT-
VPCP ngay 23/1 1/2018);

- Phiiiu tu ch6i tit5p nhfn
gi6i quy€t hd so (Mdu s6
0i ban hdnh kdm theo
Th6ng u s6 ot/2018/TT-
VPCP ngay 23/1 l/2018).

- Gi6y ti6p nhfn hd so vd
hEn trd k6t qud (Mdu sii
0I ban hdnh kdm theo
Th6ng tu sd 01/2018/TT-
VPCP ngdy 23/11/2018);

- Hd so theo tht tuc hdnh
chinh dd c6ng b6.

Ngay trong
ngey ldm
viQc,

truong hqp
nhdn h6 so

sau I 5 gid
md kh6ng

:,glal quyet

duoc ngay

thi tra k6t
qua trong
ngay ldm

.^ .tvlgc nep
theo.
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- Sau khi nhfln dugc thdng b6o c6 h6 so
y6u cAu dang ky b6 sung th6ng tin hQ tich
grii trdn C6ng dich vg c6ng, c6ng chric
tii5p nhfn h6 so ti6p .nhan, ki6m tra tinh
clinh x6c, d6y dt, th6ng nh6t, hqp l€ cta
h6 so:

+ Trudng hqp hd so chua dAy dri,. chua
hqp l€, B0 phfn ti6p nhin vir tri k6t qui
grii thdng brio hudng din bri sung, hoirn
thiQn h6 s.o gua C6nB dlch 4r cdng, c6ng
ddn c6 th€ ki6m tra tinh trang xri ly h6 so
khi ddng nhfp vio C6ng dich v.u c6ng.
Tr4ng th6i hO so tr€n C6ng dich vu cdng
ld "Y6u c6u b6 sung giity tit".
+ Trudng hgrp hd so bi trr ch(5i, B0 phin
ti6p nhQn vd tra ket qua Cui th6ng b6o tu
chdi ti6p nhan h0 so qua cdng.C6ng dich
4r c6ng, c6ng ddn c6 thC kiem tra tinh
tr4ng xri lf h6 so khi <tane {rhdp vdo C6ng
dich w c6ng. Tr4ng thdi h6 so tr€n C6ng
dich vu c6ng ld "Kh6ng <luqc ti€p nhan".

+ Trudng hqp h6 so dAy dri, hqp le, trang
th6i hO so tr6n Cdng dich. vu c6ng ld
"Duqc ti6p nhfn", "Y€u cAu thqc hiQn

nghia 4r tdi chinh". Phdn m6m s€ cdp mQt
Md s6 h6 so tryc tuy6n cho ngudi y€u c6u.

- Hu6ng d6n nguoi y€u cAu thanh to6n phi,
lQ phi: Thpc hiQn thanh tofur tr.uc tuyCn
(COng dich vg c6ng ph6i cung c6p chuc
ning thanh todn phi qua m6i trudng
manc).
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UBND
A.

cap xa

- Ngay sag khi nh4n dugc phi, lQ phi deng
ky thay tl6i, cii chinh, b6 sung thdng tin
h0 tich, Bophin ti6p nhfn va tra kCt qua
ti6p nhan h0 so, grii thOng b6o "Dang xri
ly" vd ngdy hgn trii k6t qu6. qua Cdng dfch

ru cdng, c6ng d6n c6 th6 ki6m tra tinh
trans xt l! h6 so khi d6ng nhip vdo C6ng
dich vu c6ng. Ddng thdi. trang thdi hd so
tren C6ng dich vu c6ng ld "Dang xt lf".
- Chuy6n hd so d6n C6ng chfc tu ph6p-hg
tich.

Buric 2 X'i l), hd
so, b6o
cito
Ldnh
dao
LIBND

A-
cap xa

C6ng chri
tu phrip
h0 tich

+ThAm tra hd so.

rTrubng hqp h6 so cAn bi5 sung. hoirn
thiQn hoac kh6ng dt di6u kiQn giii quy€t,
phai fi ch6i thi gui thong b6o vC tinhtrang
hd so t6i B0 phin ti6p nh{n vd trA k6t qui
dti thOng b6o cho ngudi nQp h6 so (kdm
vin ban huong din, n6u 16 ly do, nQi dung
b6 sung...) - thuc hiQn l4i budc l.
+Truong hqp cAn phii ki6m tra, xiic minh:
Dg th6o vdn bdn x6c minh; dU thdo Phi6u
xin l6i vd hqn l4i ngdy tri ktlt qui (ni5u c6).

+Trudng hqp hd so <IAy dt, hqp. lQ, dfng
quy d!nh, truong hqp ti6pnhan hd so tl[ng
lcj thay ddi, cii chinh, bO sung th6ng tin
hQ t[ch theo hinh thric tryc ti6p: Du thio
.i i ..kdt qui gidi quy€t, b6o c6o Lhnh d4o
UBND c6p xd xem x6t, ph6 duyQt.

Trucrng hg'p titlp nhan h6 so d5ng lci b6
sung thdng tin hQ tich theo hinh thr?c a.uc

- H6 so de ti6p nhfln;

- Vtrn bdn. si6lv td. tai
liQu xdc minh (n€u c6);

- Vin ban b6o c6o (n6u 16

co s& phrip lf li6n quan;
k6t qui ki€m tra; j ki6n
<16 xudt);

- Dg thio Trich lqc b6
sung th6ng tin hO tich Oan
chinh), bdn sao Trich lgc
b6.sung thdng tin h0 tich
(n€u c6ng ddn _c6 y6u
c6u): BiAu mdu theo
Th6ng tu s6 04/2020/TT-
BTP cira BQ trr<tng BQ

Tt phdp.
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tuy6n, c6ng chrlc tu ph6p - h0 tich gti lai
bi6u m6u Trich luc b6 sung th6ng tin hQ

tlch diQn trl voi thdng tin dAy di cho nguoi
y6u cAu qua thu di€n nr hoac thiiit ti s6.

Ngudi y6u ciu c6 tr6ch nhiQm kiiim tra
tinh chinh xric, dAy dri cria ciic th6ng tin
tr6n bi6u miu Trich lgc b6 sung th6ng tin
hQ tich tli€n tu vi x6c nhan (tOi da mOt

ncev).
--.( : ,
NCu nguoi c6 y0u cdu x6c nh{n thdng tin
da thi5ng nh6t, dAy di hoflc kh6ng c6 phan
h6i sau thoi h4n y€u cdu thi c6ng chrlc tu
ph6p - hQ tich in "Trich lpc b6 sung th6ng
tin h0 tich", tinh Lanh d4o UBND c6p xE

xem xdt, ph6 duyQt.

UBNI),-
cap xa

Bufc 3 Ky
duyQt
k€t qud

eini.
quy6t vi
d9re
ddu

Lanh
dao
UBND

i-
cap xa;

- VInthu.

- Kf Trich luc b6 sung thdng tin hQ dch
(ban chinh), bfur sao Trich luc b6 sung
t{6ng tin hQ tfch (n6u c6ng dAn c6 y6u
cdu);

- Vdn thu d6ng d6u vd chuy6n kiit qu6 cho
Cdng chric tu ph6p - h0 tich

Trich luc bd sung th6ng
tin h0 tich (ban chinh),
brin sao Trich luc bd sung
th6ng tin h6 tich (n6u
c6ng ddn c6 y6u cdu)

UBND
t-cap xa

Bufc 4 Ghi vdo
s6 ho
tich

COng
chr?c tu
phdp - hQ

tich

- Ghi vdo S6 aang kj thay dOi, cai chfnh,
b6 sung h0 tich, x6c <linh lai ddn tOc vd
ctng ngudi di deng lci hO tich lcj vdo 56.

- Luu hd so vd chuy6n k6t qui cho BQ
, ^ -.,t . - ,, ;_pnan llep nnan va lra Ker qua.

- SO aang ky thay <I6i, cii
chinh, b6 sung h0 tich,
x6c tlinh lai dintQc (BiAu
mdu ban hdnh theo
Th6ng tu sd 04/2020/TT-
BTP c*a BQ truhng BQ

Tn phdp);
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11.2. Tht tuc thay a6i, cai chinh hQ tich
- Md s6 quy trinh thi tgc h?rnh chinh: 1.004859-02

- Thdi h4n giii quyilt: 03 ngiy lim vi€c; truong hgp phii xdc minh thi thdi han gi6i quy6t kh6ng quri 06 ngiy lirm viQc.

- Trich lgc b6 sung th6ng
tin h0 tich (ban chinh),
bin sao Trich luc b6 sung
th6ng tin hQ tich (n6u
c6ng ddn c6 yOu cdu).

UBND
A-

cap xa

Buri,c 5 tiStTrd

que

BQ phfln

ti6p nhdn
vd tri k6t
qua

Tri k6t qui cho cdng ddn Trich lgc b6 surg thdng

tin h0 tich Oan chinh),
bin sao Trich luc b6 sung
th6ng tin hQ tlcl (n€u
c6ng ddn c6 y6u cdu)

Hd so dugc luu trt tai UBND c6p xE theo quy dinh hiQn hdnh, bao gdm:

- Hd so da ti6p nhfln theo TTHC tla c6ng b6;

- Bdn chUp gi6y td cria ngudi y€u ciu ding lcf h0 tich xu6t trinh (do ngudi ti6p nh{n h6 so thqc hiQn sao chup dC luu hd so.theo quy tllnh
tai khoan 3 Diou 3 Th6ne tu s6 O+1ZO2OIIT-BTP ngiy 16/1112015 cria BQ trudng BQ Tu ph6p hu6ng dan thi hdnh m6t sd didu cria Luat h0
tich viNgh! dinh sO 12312015,D{D-CP.ngdy l5/ll/2015 cta Chinh pht quy dinh chi.ti6t mQt s6 tli6u vd biQn ph6p thi hnnh Lu|t hO tich).
Trudng hgp ciic th6ng tin trong ciic gi6y td ndy dd c6 trong Co s0 dt liQu qu6c gia v€ d6n cu (CSDLQGVDC), Co sd dt li€u h0 lich tliQn
tu (CSDLHTDT), clugc hQ thiing di6n tu dQng thi kh6ng phii xu6t trinh (theo hinh thuc tr.uc titip) ho4c tdi l6n (theo hinh thfc tr.uc tuyiln);
- Vdn b6n b5o c6o L6nh tl4o UBND c6p xd;

- Ban chup klit qua T"IUC;

- Vdn bin th6ng b6o viQc tting kf h0 tich d6n co quan liOn quan 1<tOi voi tuong trqp phai thdng brlo theo quy dinh cria Lu4t Hd tich vd cric vdn brln
quy dinh chi ti6t ttri hdnh).

Ccr quan,
tlon vi

Bufc
thu. c
hiQn

T0n
bufc

Tr6ch
nhiQm

thqc hiQn
NQi dung c6ng viQc thr;c hiQn Bi6u miu/k6t qui

Thcri
gian

(ngnv)

Ghi
chri
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thgc
hiQn

UBND,-
cap xa

Bufc I Titip
nhQn h6
so

B0 phan
ti€p nhQn

ve fte kct
qua

a. NOp h6 so trtrc tidp;

- Xem x6t, ki6m tra tinh hqp lQ cria hd so:

+ Truong hqrp h6 so chuadAy <ti: c6ng.chric ti6p
nhan h0 so huong dAn dE c6ng ddn b6 sung h6
so vd in Phi6u y6u cdu bd sung, hoin thi6n h6 so;

+ TJuong h.q,p hd so kh6.ng tiling quy dinh: in
Phi6u tr) chdi gi6i quy6t h6 so;

+ Trudng hgrp h6 so <tAy dt, .hsp lQ: Ti6p nhfnvi
nhfp th6ng tin ti6p.nhfn hd so vdo Ph6n.m6m
MOt cria; in GiAy ti6p nhfln h6 so vd tri kdt qui
cho nguoi y6u cdu; thgc hiQn s6 h6a (sao chpp,
chuydn thanh tdi liQu diQn.tu tr€n hQ th6ng th6ng
tin, co sd df liQu) vn kj sd vio tai liQu, hd so.

- Chuyiin h6 so d6n C6ng chric nr ph6p-hQ tich.

b. Nflp hi so tn;c tuydn:

- Sau khi nhfn.tluqc th6ng b6o c6 h6 so y6u cAu

dane ky thay tl6i, cdi chinh, bO sung th6ng tin hQ

tich gui tr€n C.6ng dich qr c6ng, c6ng chric ti€p
nlran tO so ti6p nhfn, ki6m tra.tinh chinh xic,
tl6y dri, th6ng nhat, hqp lC cria h6 so:

+ Trudng hqp hti so chua dAy itri, chua hqrp lQ,

BQ phfn tiCp.nhfn vd tri k€t quigui th6ng b6o
hu6ng dAn b6 sung, hoan thipn hd so qua C6ng
dich vu c6ng, c6ng ddn c6 thii ki6m tra tinh trang
xt lf h6 so khi il6ng nhfp vdo Cdng dich vu
c6ng. Tr4ng. th6i h6 so tr€n C6ng dich q c6ng ld
"Ydu cAu b6 sung gi6y td".

- Phii5u y€u cdu bd sung,
hodn thiQn hd so (Mdu
s6 02 ban hdnh kdm
thgo Th6ng tu
sti 01/2018/TT-VPCP
ngay 23/l l/2018);

- Phitiu tu ctrOi .tltip
nhfn giai quy6t hd so
(Mdu s6 03 ban hdnh
kiln theo Th6ng tr
sd 0I/2018/TT-
VPCP ngdy
23/r r/2018).

- Gi6y ti6p nhdn hd so
vd hen tri k€t quh (Mdu
s6 0l ban hdnh kdm
theo Th6ng tu
s6 01/2018/TT-
VPCP ngdy
23/11/2018);

- Hd so theo tht tuc
hanh chinh ttE cdng b5.

0 5
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+ Trulng hgp h so bi tir ch i, BQ phan ti nhdn
ve tra k6t qui grii th6ng brio tir chdi ti6p nhan hg
so.qua c6ng C6ng dlch qr.cdng, c6ng ddn c6 th6
kiOm tra tinh tr4ng xt lf hd so khi d[ng nhQp vio
Ciing dich vu c6ng. Tr4ng thrii hd so tr€n C6ng

dich vu c6ng ld "Kh6ng dugc ti6p nhfln"'

+ Trubng.hqp hd so ctAy dir, hqp lQ, tr4ng th6i hi)
so tr€n C6ng dich vu c6ng l?r "Dugc ti6p nhin",
"Y0u cdu thgc hiQn nghia vp tdi chinh". Phdn
m6m sE cAp mOt Md s6 h6 so tryc tuydn cho
ngudi y6u cAu.

- Hudng ddn ngudi y6u cAu thanh torin phi, lQ

phi: Thuc hiQn thanh. torin t4rc tuy6n (Cdng dlch
vr,r c6ng phii cung cAp chric ndng thanh to6n phi
qua m6i trudng mqng).

- f8ay sau khi nhfln <Iuqc phi, lQ phi ddng ky thay
d6i, cii chinh, b6 sung thdngtin h0 tich, B0 phan
ti€p nhfln vd tr6 k6t qui ti€p nhfn hd so, grii
th6ng b6o "Dang xt ly" vd ngdy hgn tr,a k6t qui
qua C6ng dich 4r c6ng, cdng d6n c6 th€ ki6m.tra
tinh tr4ng xt lj h6 so khi tl[ng nhfp v.do C6ng
digh ru c6ng. D6ng thdi, tr4ng th6i h6 so tr6n
Cdng dich vq c6ng ld "Dang xi 11i".

- Chuytin hii so dtln C6ng chric tu ph6p-hQ tich.

UBND:-
cap xa

Budc 2 Xri lj, hd so, b6o c6o Linh tlpo UBND c6p xi lr5

Trudng
hqp

kh6ng
xirc

minh

C6ng chric
tu ph6p -
h0 tich

+ThAm tra h6 so.

+Truong hsp hd so cin b6 sung, hoiur thi€ntroac
kh6ng dt di€u kiQn giii quy6t, phAi tu ch6i thi
grii thdng b6ov€ tinh tr?ng hd so t6i BQ phfln ti6p
nhdn vd tri k6t qui <16 th6ng b6o cho ngudi n6p

- H6 so da ti6p nhfn;

- Vdn ban b6o c6o (n€u
rd cn sd phrip lj li6n

1 5
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hd so ftdm vin bAn hudng d6n, n6u rO U do, nQi

dung b6 sung...) - thlrc hiQn l4i budc 1.

+Trutmg hqp h6 so ttAy dt, .tro-? t0, ttring quy
ttinh, truong hqp ti6p nhan hO so d[ng lci thay
d6i, cai chinh h0 tich theo hinh thric tr.uc ti6p: Dg
thio k6t qud gi6i quy6t, b6o c6o Lf,nh d4o UBND
cdp xi xem xdt, ph6 duyQt.

Trudng hqp ti6p nh6n h6 so dAng ky thay d6i, cai

chinh hQ tich ttreo hinh thric tr.uc tuy6n, c6ng chr?c

tu ph6p - hO tich gui lai biiiu miu Trich lgc thay

dOi/cei chinh h0 tich v6i th6ng tin dAy dri cho

nguoi y6u cAu qua thu diQn tu hoflc thi6t bi sO.

Ngudi y6u cAu c6 hrich nhiQm kiiim tra tinh
chinh xric, dAy dt cria c6c th6ng tin tr6n bitiu m5u

. -i.,Trich luc thay ddTcrii chinh h6 tich <liQn tri vd xric

nhan (t5i da mQt ngiy).
.-,. : ,N€u nguoi c6 y6u c6u x6c nh{n th6ng tin dd
thting nh6t, diy rfii ho{c kh6ng c6 phin h6i sau
thoi h4n y€u c6u thi c6ng chrlc tu ph6p - h0 tich
in "Trich lqc thay tl6i/cii chinh hQ tich" tuong
tmg, tinh Ldnh d4o UBND c6p xd xem xdt, ph€
duyQt.

quan; ktit qua kiCm tra
1i ki6n tl€ xudt);

- Du thdo Trich luc thav
d6i/cdi chinh h0 tich
(ban chinh), brin sao
Trich luc thay.d6i/cai
chinh hQ tich (n€u c6ng
d6n c6 y€u cdu): Biiu
mdu theo Th6ng u s6
04/2020/TT-BTP cia
BA nudng BO Tu phdp.

Truong
hq,p phii
x6c
minh

C6ng
chric tu
ph6p-hQ
tich;

Ldnh <lao

lIBND
i-

cap xa;

- C6ng chric tu ph6p - h0 tich:
+ThAm tra h6 so.

+Trudng hqp hO so can t6 sung, hod,n thiQnho{c
kh6ng ifti di6u kiQn gi6i quy6t, phii tir ch6i thi
gii th6ng b6o v6 tinh trqng h6 so toi BQ phfn ti6p
nhin vi tri k6t qui d€ th6ng b6o cho nguoi nQp

- Hd so da titip nhfln;

- Vdn ban x6c minh.

0l Dtmg
tinh chd
ki5t qud
x6c
minh
(kt6ng
qua 3

ngey
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Iam
vi6c)

Vin thu. h6 so (kdm vAn ban huong d6n, n€u rd ly do, nQi

dung bti sung...) - thuc hi6n lai bu6c l
+_DU thao vdn bdn xiic minh; d1r thio Phii5u xin

I l6i ve hgn l4i ngiy tra ket qua (n€u c6). Brio crio
Ldnh d4o UBND cdp xd xem x6t, ph€ duyQt.

I - Lr+ tl4o UBND c6p xi: Kf v6n ban xiic minh
chuy€n vdn thu d6ng ddu;

- Vdn thu: D6ng ddu van ban xdc minh vd gti
c6c co quan, don vi li6n quan.

+ T6ng hqp ket qua x6c minh.

+ Neu hO so.dAy dt, .hsp t€, ding quy .dinh.
Truong hqp ti€p nhan hO so <Iing ky thay d6i, cdi
chinh hQ tich theo hinh thric tr.uc ti6p: DU th6o
, i :. , .
kCt qua giai quy€t. b6o ciio Linh d4o UBND c6p
xd xem xdt, ph€ duyQt.

Truong hqrp ti6p nhan hd so ddng ky thay a6i, cai
chinh hQ tich theo hinh thric kgc tuy6n, c6ng chric
tu phrip - hO tich gui lai biiiu miu Trich hrc thay
ddilcai chinh hO tich voi th6ng tin d6y dri cho

nguoi y€u cAu qua thu ttiQn tu ho{c *ritit bi s6.

Ngudi y€u cAu c6 tr6ch nhiQm kiilm fia tinh
chinh x6c, dAy ttri cria c6c thdng tin tr€n bi6u miu
Trich h,rc thay aOVcai chinh trO tich diQn hr vd x6c
nhdn (tOi da mQt ngdy).
i,.{ r ,
NCU nguoi co y€u ciu xac nh4n thdng tin tld
thdng nh6t, dAy tlt hoac khdng c6 ph6nh6i sau
thdi h4n y6u cAu thi c6ng chric tu ph6p - hQ tfch
in "Trich I ch"c tha d6i/cAi chinh h

Cdng ch
tu ph6p
h0 tich

- H6 so <Ia ti6p nhOn;

- Vdn ban x6c minh;

- VAn ban brio crio (n6u
16 co sO ph6p lj li6n
quan; k6t qud ni€m yet;
k6t qud. ki6m tra, x6c
minh h6 so; y ki€n <16

xudt);

- Du thio Trich luc thav
ddi/cii chinh h0 tich
(ban chinh), b6n sao
Trich h,rc thay d6i/cii
chinh hQ tich (n6u c6ng
d6n co ydu ciltt): BiAu
mdu theo Th6ng nt s6
04/2020/TT-BTP cira
86 trubng BQ Tu phdp.

0 5



175

ung, tinh Ldnh <lao UBND cip xd xem x6t, ph€

duyQt.

UBND
^-cap xa

Buric 3 Ky
dgr0t
k6t qu6
giiti.
quy6t vd
d9ng
d6u

-Lanh
dao
LTBND

A-
cap xa;

-V[n thu.

- Kf Trich lu. c thay tl6i/cii chinh h0 tich Oan
chinh), bin sao Trich lpc thay ddi/cai chinh h6 tich
(n6u c6ng din c6 y€u cAu);

- VEn thu tl6ng d6u vd chuy6n kiit qud cho C6ng
chric tu ph6p - h0 tich

Trich lgc thay d67cAi
chinh h0 tich Oan
chinh), bAn sao Trich luc
ttray tl6i/cdi chinh hQ

tich (n6u c6ng ddn c6
y6u c6u)

0,5

UBND
cap xa

Bufc 4 Ghi vdo
s6 ho
tich

C6ng
chrlc tu
ph6p - h0
tich

- Ghi vdo SO dang ky thay dOi, cai chintr, bi5 sung
h0 tich, x6c tlinh lai din. tOc vd ctng ngudi di
ddng ky h0 tich kf vdo 56.

- Luu hd so vi.chuy6n kiSt quA cho BQ phfln Titip
nhfn vd Trd k6t qud.

- SO Aang ky thay <16i,

cdi chinh hQ tich, x6c
tlinh lai ddn tQc (Bi€u
mdu ban hdnh theo

!lhong It so
04/2020/TT-BTP cia
BQ trrdng BQ tu phdp);

- Trich lpc ttray d6i/cni
chinh h0 tich Oan
chinh), ban sao Trich lqc
ttray d67c6i chinh hQ

tich (niiu cdng ddn c6
y€u c6u).

0 5

UBND
t-

cap xa
Bufc 5 T16 k6t

qua
B0 phAn

ti€p nhfln
vd tri k€t
que

Tri k6t qu6 cho cdng ddn Trich hrc thay ddi/cai
chinh h0 tich (ban
chinh), b6n sao Trich luc
thay tl6i/cii chfnh hQ

tlch (n6u c6ng ddn c6
y€u c6u)

0

Hd so rlugc luu trfi tai UBND c6p x6 theo quy ttinh hiQn hinh, bao gdm:
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- H6 so da ti€p nhQn theo TTHC tli c6ng b6;

- Ban chup gi6y td cria ngudi y€u cAu ddne ky h0 tich xu6t trinh (do ngudi tiiip nhQn h6 so thuc hiQn-sao chgp d6 luu hd so theo quy dinh tai
khodn 3 Di€u 3. Th6ng tn s6 O412O}O1T|-BTP ngdy 1611112015 cria BQ tru&ng BQTu pheg huong dan thi hdnh mQt s6 di6u cia Lu{t hQ tich
vd Ngh! dinh sO 123120154ID-CP ngdy l5llll2015 cta Chinh phri quy illnh chi tiet mQt s6 tli6u vd bi6n phdp thi hinh Luflt h0 tich). Truong

hqp c6c th6ng tin trong ciic gidy td ndy dd c6 trong Co sd dt liQu qu6c gia v6 d6n cu (CSDLQGVDC), Co sO dfr liQu hQ tich.diQn tu
(CSDLHTDT), ituoc h€ tn5nf aiAn tu a6ng thi khont phii xu6t trinh (tt 

"o 
t inf, thric t4rc titlp) hoac tii l6n (theo hinh thric tryc tuy6n);

- Ven ban b6o c6o Ldnh dao UBND c6p xa;

- BAn chup k6t qui TTHC;

- Vdn bin th6ng b6o vigc ding ky hQ tich d6n co quan li6n quan (d6i voi truong hqrp phai thdng b6o theo quy dinh cta Luit H0 tich vd cric v6n ban

I quy tlurh chi ti€t thi hanh).

12. Thn tgc c6p GiAy xic nhfn tinh tr4ng h6n nhAn (ME TTHC: 1.004873)

- Ma s6 quy trinh thrl tUc hdnh chinh: 1.004873

- 'lhdi h4n gidi quy6t: 03 ngdy ldm viQc; truong hgrp phii x6c minh thi thoi h4n gi6i quyiit kh6ng qu6 23 tgity.

Buric
thu. c
hiQn

Co
quan,
tlon vi

T0n bmfc
thgc
hiQn

Trich
nhiQm

thu. c hiQn
NQi dung c6ng viQc thg c hiQn Bi6u m6u/k5t qui

Thdi
gian

(ngdy)
Ghi chri

UBND
i-

cap xa
Buric I Ti€p

nhan h6
so

B0 phin
ti6p nhan
vd tri k€t
que

a. N\p h6 so trtc fidp:

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

+ Truorlg hsp hi so chua dAy dt: c6ng
chric ti6p nhdn h6 so huong ddn <16 c6ng
dAn b6 sung h6 so.vA in Phi6u y€u cAu bd
sung, hodn thi€n h6 so;

+ Trudng hqrpld so kh6ng dtng quy ttinh:
in Phi€u tit ch6i giii quy6t h6 so;

+ Trubng hqp hd so dAy. di, hqp 16: Tiep
nhfln vdrhfp th6ng tin tiOp.nhfn h6 so vdo
Phdn m6m MQt cta; in GiAy tiCp nh{n h6

- Phi6u ydu cAu b6 sung, hodn
thi6n h6 so (Mdu sd 02 ban
hd.nh kim theo Th6ng tu
s6 01/2018/TT-VPCP ngay
23/11/2018);

- Phitiu tu ctrOi titip nhdn giii
quytit trO so (Mdu s6 B ban
hdnh kdm theo Th6ng t*
s6 0I/2018/TT-VPCP ngdy
23/11/2018).

- Gi6y ti6p nh4n_h6 so vd hgn
tri kOt qud (Mdu s6 01 ban

0,5
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so vi tri kiSt qu6 cho nguoi y6u ciu; thyc
hiQn s6 h6a (sao chpp, chuy€n thanh tdi li€u
tliQn tu tr6n hQ thdng thdng tin, co s& dt
liQu) vd ky s6 vdo tdi li6u, hd so.

- Chuy6n h6 so diin C6ng chuc tu ph6p-h6
tich.

b. N\p hO so trrc tuydn:

- Sau khi nh{n duo. c th6ng b6o c6 hd so y6u
cAu c6p Gi6y x6c nhan tinh tr4ng h6n nhdn
grli tr€n C0ngdlch vr,r c6ng, c6ng chuc ti6p
nhan [0 so ti€p nhdn, ki6m tra tinh chinh
x{c, ddy ttri, th6ng nhat, harp l€ cta h6 so:

+ Truong hqp hd so chua dAy di, chua hqrp

IQ, B0 phQn ti6p nhin vd tri k€t qui grii
th6ng b6o huong din b6 sung, hoan thien
h6 so qua COng dich vu c6ng, cdng d6n c6
thi! kiiSm tra.tinh h4ng xt lj h6 so khi dan
nhfp vdo C6ng dich ru c6ng. Tr4ng thrii h
so tr€n C6ng dich vu c6ng li "Y€u cdu b
sung gi6y td".

o
o

+ Trudng hgrph6 so bi tu chiii, BO phfn titi.p

44n ve tri k€t qud grii.th6ng,b6o tu ch6i
ti€p nhfn h6 so qua.c6ng C6ng dich vu
cdng, c6ng d6n c6 th€ kiOm tra tinh trang
xi lj h6 so khi tldng lh6p vao C6ng dich
vu c6ng. Tr4ng th6i hd solr€n C6ng dich
vg c6ng li "Kh6ng tluqc ti6p nhan".

+ Trudng hqrp hti so <tiy dri, hqp lQ, tr4ng
th6i h6 so tr6n C6ng dich 4r cdng lir "Dugc
ti€p nhin", "Y€u cdu thuc hign nghia vu tii

hdnh kdm theo Th6ng nr
sO 0|/2018/TT-VPCP ngdy
23/r t/20r8);
- Hd so theo thri Oc hdnh
chinh da c6ng b6.
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chinh". Phdn mdm s€ cdp ryQt Md s6 h6 so

tryc tuy6n cho ngudi y€u ciiu.

- Hu6ng din ngudi y€u cdu thanh to6n phi,
lQ phi: Thgc hiQn thanh totur truc tuyCn
(COng dich v.u c6ng phti cung cdp chirc
ning thanh to6n phi qua m6i trudng mang).

- Ngay sau khi nhan tlugc phi, lQ phi deng
lcf cdp Gi6y xric nhfn tinh tr4ng h6n nhdn,

BQ phfn titlp nhf,n vd trd k(!t qud titip nhfln
h6 so, grii.th6ng b6o "Dang xri lf" vd ngdy
he.n trd kCt q,," q,ua COng dich vu c6ng.,
c6ng d6n c6 th6 ki€m tra tinh tr4ng xt l! h6
so khi ddng nh$p vho C6ng dich vg c6ng.
D0ng thdi, tr4ng th6i h6 so tr€n C6ng dich
vr.r c6ng ld "Dang x& ly".
- Chuy6n h0 so d6n COng chric tu phrip-hQ

tich.

UBND
i-cap xa

Budc 2 Xu l), hd so, brlo crlo LEnh tlao UBND c6p xE 1,5

Trudng
hqp
kh6ng
x6c
minh

C6ng chr?c

tu ph6p -

h0 tich

+ThAm tra hd so.

+Truong hgrp hti s.o cAn b6 sung, hoan thiQn
hodc kh0ng <Iir di€u kiQn giii quy6t, phAi hr
chiii thi gti th6ng brio vE tinh tr4ng h6 so
t6i 86 phfn ti€p nhfln ve tra k6t qua dC

th6ng b6o cho ngudi nQp hd so (kdm vin
bin hudng d6n, n€u rO I do, nQi dung bd
sung. . .) - thr,rc hiQn l4i budc 1.

+N6u h6 so dAy <tri, hqp lQ, dtng quy dinh,
trudng hqp tiiip nhdn h0 so c6p Gi6y xdc
nhAn tinh tr h6n nhdn theo hinh thric

- H6 so dd ti6p nhfn;
- Vdn bin b6o c6o (nOu 16 co
sd ph6p lj li€n quan; ktit qu6
kii5m tra h6 so; y kitin de
xudt);

- Ds th6o Gi6y xbc nhAn tinh
trang h6n thdn: BiAu miu
theo Th6ng tu sA
04/2020/TT-BTP cia Bo
trudng BQ Tu phdp

1,5
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tr.uc ti6p: Dg th6o ktit qui giii quy6t, b6o
c6o LEnh <lao UBND c6p xii xem xdt, ph€
duyQt.

Trucmg hqp tii5p nhan hO so x6c nhfln tinh
tr.ang h6n nhdn theo hinh thtc quc tuy6n,

c6ng chric tuph6p - hO tich gti l4i bi€u m6u

Gi6y xric nhfln tinh tr4ng h6n nhdn di€n tri
voi th6ng tin dAy di cho nguoi y€u cAu qua

thu di-€n tu hoic thi6t bi s6.

Nguoi y6u ciu c6 tr6ch nhiQm kitim tra tinh
chinh x6c, tIAy dri cria c6c th6ng tin tr6n

bi,5u miu Gi6y x6c nhin tinh tr4ng h6n

nh6n diQn tu vi x6c nhfln (t6i tta mQt ngdy).

N6u nguoi c6 y6u cAu xric nhfn th6ng tin
da th5ng nfrdt, aAy dri hoic kh6ng c6 phan
h6i sau thdi han yOucdu thi c6ng chrlc tu
ph6p - h0 tfch in "Gi6y x6c nhfn tinhrr4ng
h6n nh6n", tinh LAnh d4o LJBND cdp x6
xem xdt, ph€ duyQt.

Trudng
hqp phii
xdc
minh

C6ng chrlc
tu phrip-hQ
tich;

Lanh d?o
UBND c6p
xa;

VEn thu.

- Cdng chrlc tu ph6p-h0 tich:

+ThAm tra hd so.

+Trudng hqp hii so cAn b6 sung, hoan thi6n
hoflc kh6ng dri di€u kiQn giai quyet, phai tu
chdi thi grii th6ng b6o vC tinh tr4ng h6 so
t6i B0 phin ti€p nhfln vd trd k6t qui d6
th6ng b6o cho ngudi nQp hd so (kdm v[n
ban hudng din, n6u 16 lj do, nQi dung b6
sung. . .) - thUc hi€n lai bu6c 1.

- H6 so de ti6p nhdn;

- Vdn bin xric minh;

- VAn ban b6o c6o (n6u rd co
s&.phdp lj li€n quan; ktit qui
ki6m tra h6 so; j ki€n <16

xudt);

- Du thio Gi6y x6c nh{n tinh
tr4ng h6n rhdn: Bidu mdu
theo Th6ng tlt sii

01 Dimg
tinh chd
ttlt qua
xdc minh:
kh6ng
qua 20
ngey
(Sau thoi
han 20
ngay k6
tu ngey
gtn vin
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04/202o/TT-BTP
trudng BQ Tu phdp

B0cua ban y6u
cAu x6c
minh md
kh6ng
nhan
ougc van

ban trit
loi, thi co
quan
deng kf
h0 tich
trep tuc
glai quyCt
h6 so
theo quy
dinh)

C6ng chric
tu ph6p -
h0 tich

+D1r thio v[n ban xiic minh; dg thdo Phi
xin l6i vir hgn l4i ngdy tri k6t qui (n6u c6).
86o crlo Linh d4o UBND cdp xd xem xdt,
ph6 duyQt.

- Linh dpo UBND c6p x6: K! vin ban xric

minh;
- Vd.n thu: D6ng dAu vdn bin xiic minh vi
grii cdc co quan, tlon vi li€n quan.

+ TOng hqp k,5t qua x6c minh.

+ NEu h6 so dAy dt, hqp.lQ, dring quy dinh,
truong hqp ti6p nhfn h6 so cdp Gi6y x6c
nhfn tinh tr4ng h6n.nhdn theo hinh thric
tryc tiOp: DU thio k€t qui gi6i quy0t, b6o
c6o Ldnh tl4o UBND c6p xE xem x6t, ph6
duyQt.

Trudng hqp tiiip nhdn hd so xric nhan tinh
fqng h6n nh6n theo hinh thric truc tuy6n,

cdng chrlc hr ph6p - hQ tich gui lai biiiu m6u
Gi6y x6c nh{n tinh trang h6n nhdn di€n tu
voi th6ng tin dAy dri cho nguoi y€u cAu qua

thu rliQn tu ho{c thi6t bi s6.

Ngudi y€u cdu c6 trrich nhigm ki6m tra tinh
chinh x6c, <IAy dt cta c6c th6ng tin tr€n

- H6 so da tiiSp nhfln;

- Vdn ban xAc minh;

- Vin ban b6o c6o (n€u 16 co
sd.phrip lj li6n quan; klit qui
ki6m tra h6 so; 1i ki6n dE

xudt);

- Du th6o Gi6y x6c nh6n tinh
tr4ng h6n nhit: BiAu mdu
theo Th6ng tu tii
04/2020/TT-BTP cin 86
trudng BQ Tu phdp.

0,5
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biiSu miu GiAy xric nhfn tinh tr4ng h6n

nhdn diQn tu vd x6c nhQn (t6i da mQt ngdy).
-.r L
Ndu nguoi c6 y€u cdu xric nhfn th6ng tin
de th6ng nfr6t, aiy ttri ho4c kh6ng c6 phAn

h6i sau thdi h4n yducdu thi c6ng chric tu
ph6p - hQ tich in "Gi6y x6c nh{n tinhtrang
hdn nhdn", ftinh Lanh tl4o UBND cdp xd
xem xdt, ph6 duyQt.

UBND
i-

cap xa
Buitc 3 Ky

duyQt
k6t qui
giili 

.
quy6t vir
d9re
d6u

- Ldnh tt4o
UBND c6p
xA;

- Vdn thu.

- Kj Gi6y xric nhdn tinh tr4ng h6n nh6n;

- Vdn thu d6ng d6u vi chuy6n k6t qui cho
C6ng chr?c tu ph6p - h0 tich

Gi6y x6c nh6n tinh tr4ng h6n
nhan

0,5

UBND
i-

cap xa
Brnfc 4 Ghi

s6
tich

vio
h0

Cdng chirc
tu ph6p -
h0 tich

- Ghi vdo 56 c6p Gi6y x6c nhfn tinh hang
h6n nhdn;

- Luu hO so vi chuyiSn k6t qui tliin BQ phfn
-.t . - ,. t.
r lep nnan va lra Ket qua.

56 cdp Gi6y x6c nhfn tinh
tr4ng h6n nhdn (Bi€u mdu
ban hdnh theo Th6ng tn s6
04/2020/TT-BTP c a Bo
trudng 86 Tu ptuip);

0 5

UBND
i-

cap xa
Budc 5 Tri kiit

qua
B0. phdn
Ti6p nhfln
vi Tri k0t
que.

T16 kiit qud cho c6ng ddn Gi6y xric nhan tinh tr4ng h6n
nh6n

0

Hd so duo. c lrru trE t4i UBND c6p xE theo quy tlinh hi€n hdnh, bao gdm:

- H6 so da tii5p nh6n theo TTHC da cdng b6;

- Bin chu. p gi6y td cria nguoi y6u cAu dang ky hQ tich xu6t trinh (do ngudi ti6p ,hdn hd so thqc hi€n sao chpp dii lrru h0 so theo quy tlinh t4i
khoin 3 Didu 3 Th6ng fi sO O4I}O2OITT-BTP rreiry 281512020 cria B6 truong BQ Tu phrip Quy ttinh chi ti6t thi hinh mQt s5 di6u cta Lu{t



h0 tich vd Nghi dinh sd 123/2015AID-CP ngdy 15 thring ll ndm20l5 cta Chinh pht quy rlinh chi ti6t m0t-s6 cli6u vd biQn ph6p thi hdnh

LuAt hQ tich). Trucrng hqp c6c th6ng tin trong c6c gidy td ndy dd c6 trong Co sd dt liQu qudc gia vd ddn cu (CSDLQGVDC), Co sd dii liQu
hO tich diCn ru (CSDLHTDT), rlugc hQ th6ng di€n t1r <lQng thi kh6ng phdi xuAt trinh (theo hinh thtc truc ti€ip) ho{c tii l6n (theo hinh thuc
tryc tuyen);

- Vdn bAn b6o c6o Ldnh tl4o TIBND c6p xE;

- BAn chup k6t qui TTHC.

182

13. Thfi tgc tling kf l4i ktai sinh (Md sO TTHC, 1.004884)

- Me s6 quy trinh tht tuc hdnh chinh: 1.004884

- Thdi h4n giii quy6t: 05 ngdy Ihm vi6c. Trucrng hqp phAi c6 vin b4n xric minh thi thoi han gi6i quyiit kh6ng qu6 25 ngdy.

Bufc
thqc
hiQn

NQi dung c6ng viQc thgc hiQn Bi0u m6u/k6t qui
Th0i
gian

(neay)

Ghi chri

TGn
bu6c
thgc
nten

Trrich
nhiQm

thu,c hiQn

B0 ph0n
ti€p nhQn
vd tr6 k€t
qua

a. NAp h6 so truc ti€p:
- Xem xdt, ki6m tra tinh hgp lQ cria hd so:

+ Truong hqp hd so chua dAy d0: c6ng

9hri9 fep nh{n hd so hu6ng. d6n d6 cOng
ddn bd sung h6 so vd in Phi6u y6u cAu b6
sung, hoi,n thi6n hd so;

+ Truong harp fd so kh6ng dring quy <tinh:
in Phi€u nr ch6i gidi quyet h6 so;

+ Trudng hqp hii so <Iay dt, hqp 16: Titip
nhan vp nhflp th6ng tin tii5p nh4n hd so
viro Phdn m6m MQt cria; in GiAy ti€p nhfn
hti so vd tr6 k6t qui cho ngudi y€u c6u;
thUc hiQn s0 h6a (sao chpp, chuy€n thdnh

- Phi€u y€u cAu b6 sung,
hodn thiQn hd so (Mdu sii
02 ban hdnh kdm theo
Th6ng u sii ottzotatft-
VPCP ngay 23/l l/2018);

- Phi6u nr chr5i ti6p nhQn
gini quy6t hd so (Mdu sii
0i ban hdnh kdm theo
Th6ng tu sti OttZOlAnf-
VPCP ngdy 23/11/2018).

- Gi6y titip nhfln hd so vd
hgn trd k6t qu6 lUdu sA Ol
ban hdnh kim theo Th6ng

0,5UBND BuOc I
i-cap xa

Co quan,
tlon v!

ri6p
nhfln h6
so
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tdi liQu diQn tu tr6n hQ th6ng th6ng. tin, co
sd dE liQu) vd h.i s6 vdo tii liQu, h6 so.

- Chuyiln h6 so dtin C6ng chirc tu ph6p-
h0 tich.

b. N1p hi so trlrc tuydn:

- Sau khi nhdn- itugc thdng b6o c6 hii so
y6u cdu dene ky lai khai sinh grii tr€n
C6ng dlch 4r c6ng, c6ng chric ti€p nhfn
hd so ti€p nh6n. ki€m tra tinh chinh x6c,
tl6y dri, thdng nhet, hap l€ cria h6 so:

+ Trudng hqp hd so chua dAy thi,. chua
hqp l€, B0 phfln ti€p nhfn vd tra ket qua
gui th6ng b6o hu6ng din b6 sung, hoan
thiQn h6 s.o qua C6ng dich w c6ng, c6ng
dan c6 thC ki6m tra tinh trang xt lj h6 so
khi dAng nhfp vdo C6ng dich vs c6ng.
Tr4ng th6i h6.so tr6n C6ng dich qr c6ng
ld "Y6u c6u b6 sung gi6y to".
+ -Trutmg hqp hti so bi hr ch6i, B0 ph0n
ti6p nh{n vd tri k€t qui gij th6ng b6o tu
ch6i ti6p nhan hO so qua c6ng.C6ng dich
vg c6ng, cdng d6n c6 th€ ki€m tra tinh
tr4ng xri lj h6 so khi dang $6p vdo C6ng
dich W c6ng. Tr4ng th6i h6 so tr6n C6ng
dich vU c6ng ld "Khdng tluqc ti6p nhan".

+ Trudng hqp hd so dAy dri, hqp lQ, tr4ng
th6i hO so tr€n C6ng dich. v1r c6ng ld
"Duo. c ti€p nhfn", "!Cu cdu thuc hiQn
nghiqvq tai chfnh". Ph6n m6m sE cdp mOt

ME sd h6 so tr.uc tuy6n cho nguoi y€u cdu.

tu s6 01/2018/TT-
VPCP ngay 23/l l/2018);

- H6 so theo thri tUc hdnh
chinl df, c6ng bt5.
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- Hu6ng danngucri y6u cAu thanh to6n
phi,. lQ phi: Thuc hiQn thanh totur tryc
tuydn (C6ng dich vu c6ng phii cung cap
chric ning thanh torin phi qua mOi truong
m?ng).

- Ngay sau khi nhdn duqc phi, l€ phi deng
kj lai khai.sinh, BO phan tii5p nhqn vd tri
kdt qui ti6p nhfn h6 so, grii thdng b6o
"Dang xt ly" vd ngdy hgn tri k6t qui qua
Cdng dich vs c6ng, cdng ddn c6 thli ki6m
tra tinh hang xri ly h6 so khi deng nhQp

vio Cdng dich vU c6ng. D6ng thdi, tr4ng
thdi h6 so tr6n C6ng dich vg c6ng ld
"Dang xt lf".
- Chuyi3n h6 so diin C6ng chric tu ph6p-
h0 tich.

UBND
^-cap xa

Buoc 2 Xt l), hO so, b6o c6o L6nh <Iao UBND c6p xa 03

Trudng
hqp
kh6ng
x5c
minh

C6ng chric
tu ph6p -

h0 tich

+ThAm tra hO so.

+Trudng hqp hO so cin b6 sung, hoin
thi6n ho4c. khdng <fti <Ii6u ki€n gidi quy€t,
phii tu ch6i thi grii tl6ng b6o vE tinhtr4ng
h6 so toi B0 phin ti6p nhfn vd tri k6t qui
dO th6ng biio cho nguoi nQp hO so (kdm
v5n bin hu6ng ddn, n6u 16 ly do, nQi dung
b6 sung...) - thuc hiQn lai bu6c l.
+N6u h6 so d6y dri, hqp l€, dung quy dinh,
trudng hqp ti6p nhfn h6 so ddng h.i lai
khai sinh theo hinh thric tryc tiCp: Dp thdo

- H6 so tla ti€p nhfn;

- Vdn b6n b6o ciio (n€u 16

co sd ph6p lj li6n quan;
kdt qui ki6m tra h6 so; 1i
ki€n <16 xu6t);

- Dg thio Gi6y khai sinh
(ban chinh),. ban sao Gi6y
khai sinh (n6u.c6ng_d6n c6
yOu cdu): BiAu mdu theo
Th6ng tu s6 04/2020/TT-
BTP cia 86 trudng BQ Tn

phdp.

03
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k6t qu6 gi6i quy6t, brio c6o Lanh dao
UBND c6p xd xem x6t, ph€ duyQt.

Tnrdng hq,p ti6p nhan hd so deng kj l4i

khai sinh theo hinh thuc huc tuy6n, c6ng

chric tu ph6p - h0 tich grii l4i biiiu m6u

Gi6y khai sinh tliQn tu voi thdng tin dAy &i
cho nguoi y€u cAu quathu diQntuho[c thiiit
.. I
br so.

Ngudi y€u cdu c6 tr6ch nhi€m ki6m tra
tinh chinh xric, dAy dri cia c6c th6ng tin
tr€n bi6u m6u Gi6y khai sinh diQn tt vd
x6c nhfn (t5i tta mQt ngny).

N6u nguoi c6 y6u cAu xric nhfln th6ng tin
tla th6ng nh6t, tldy d0 ho{c kh6ng c6 phan
hOi sau thoi h4n y6u ciu thi c6ng chric hr
ph6p - hQ tich in *Giay khai sinh", trinh
LEnh d4o UBND cdp xd xem x6t, ph€
duyQt.

Trudng
hqp phdi
xdc
minh

C0ng chric
tu ph6p -
h0 tich;

Lanh tlao
LJBND c6p
xd:'

Vdn thu.

- COng chr?c hr ph6p - hQ tich:

+Thdm tra hti so.

+Trudng hqp hd so cdn b6 sung, hodn
thiQn honc kh6ng dt tli€u kiQn gi6i quy6t,
phf,i tu ch6i thi grii th6ng b6o vC tinhtr?ng
hd so tdi B0 ph6n ti€p nhfln vd trd k€t qud
<16 th6ng b6o cho nguoi nQp h6 so (kdm
vin ban hudng ddn, n6u 16 lj do, nQi dung
b6 sung. ..) - thUc hiQn lai budc 1.

+ Du theo vin brin x6c minh; du thio
Phi6u xin l6i vd hgn lai ngiy trd k6t qui

- Hd so <td tiiip nhfln;

- Vdn bin x6c minh

02 Dung
tinh chd
ktlt qua
x6c minh:
kh6ng
que 20
ngdy.
(Sau thoi
han 20
ngay Ke

fi ngay
grn vdn
ban yeu
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(n6u c6). Bin cdoLdnhd4o UBND
xem x6t, ph6 duy€t.

- Ldnh t14o UBND c6p x6: Kj.vin bin x6c
minh chuy6n vdn thu tl6ng dAu;

- Vdn thu: D6ng d6u vdn bin x6c minh vd
grii ciic co quan, don vi li6n quan.

xa cau xac
minh md
kh6ng
nhan
duo. c vdn
ban trd
lcri, thi ccy

quan
dang kf
h0 tich
hep tuc
giAi quyilt
h6 so
theo quy
dinh)

01- Hd so da ti6p nhdn;

- Vdn bin xric minh;

- VIn bdn b6o c6o (n€u rO
co sd ph6p lj li6n quan;
kCt qu. ki6m tra h6 so; j
ki6n dC xudt);

- Dp th6o Gi6y khai sinh
(bin chinh),. ban sao Gi6y
khai sinh (n6u.c6ng_d6n c6
y6u cdu): BiAu mdu theo
Th6ng tu sii 1l/2ozotf-
BTP cua Bp trudng 89 Tu
phdp.

T6ng hqp k6t qui xdc minh. N6u h6 so
tlAy <ili, hqp.l€, <lung quy dinh, truong hqp
tiOp nhfln h6 so ddng lcj lai khai sinh theo
hinh. thric tryc ti6p: Du th6o ktit qua giai
quy6t, b6o crio Ldnh dao IIBND cAp xd
xem xdt, ph6 duy€t.

Trudmg hqp ti6p nhan hO so deng kf lai
khai sinh theo hinh thric tr.uc tuy6n, cdng
chuc tu phrip - hQ tich grii l4i bi6u m6u
Gi6y khai sinh diQn nr voi th6ng tin diy itri
cho nguoi y6u cAu qua thu diQn tu hoflc thi6t
bt so.

Ngudi y€u cAu c6 tr6ch nhiQm ki6m tra
tinh chinh x6c, dAy dri cta c6c th6ng tin
tr6n bi6u m6u Gidy khai sinh di-6n tu vi

C6ng chric
tu ph6p-hQ

tich

x6c nh{n (t6i da mQt ngdy).
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N6u ngudi c6 y€u cdu x6c nh6n th6ng tin
d6 th6ng nh6t, tl6y dri ho4c kh6ng c6 phan
h6i sau thdi h4n y€u c.iu thi cdng chtc tu
ph6p - hQ tich in "Giay khai sinh", trinh
LAnh dao UBND cAp xii xem xdt, ph€
duyQt.

UBND
^-cap xa

Buritc 3 Ky duyQt ktit qud giAi quytit vd d6ng d6u 01

3.1 Ky
dyv0t
k€t qud
gini.
quyet

Ldnh tl4o
UBND
^-cap xa

Ky.ci6y khai sinh @nn chinh), bdur.sao

Gidy khai sinh (n6u cdng d6n c6 y€u ciu)
ci6y khai sinh. (ban
chinh),.b6n sao Giiy khai
sinh (n€u cdng dAn c6 y€u
:.

cau,

0,7s

J.Z D,ong
ddu

Vdn thu D6ng d6u vd chuytin ktit qui cho C6ng
chric tu ph6p - h0 tich

Gi6y khai sinh. (ban
chinh),.ban sao Gidy khai
sinh (n€u c6ng ddn c6 y€u
cdu)

0,25

UBND
i-

cap xa
Bufc 4 Ghi vdo

s6 ho
tich

C6ng
chirc tu
ph6p - h0
tich

- Ghi nQi dung khai sinh vdo SO Aang ty
khai sinh vd ctng nguoi y€u cAu dAng hj
khai sinh kj tdn vdo 36.

- L.uu hO so vd chuy€n kiSt qud d6n B0 phfln
Ti6p nh{n vd Trd k6t qui.

- SO Aang tcj khai sinh
(BiAu mdu ban hdnh theo
Th6ng tu sii Ol/ZOZO/lr-
BTP cia BO trudng BQ Tu
ph,ip):

- Gi6y khai sinh (ban
chinh), tin sao GiSy khai
sinh (n6u c6ng d6n c6 y€u
c6u).

0,5
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H6 so ilusc lrru trrr t4i UBND c6p xa theo quy dinh hiQn hinh, bao gdm:

- H6 so da tiilp nhpn theo TTHC tta c6ng b6;

- Bin chup gi6y td cira ngudi yCu cAu ding ki hO tich xuAt rinh (do ngudi tiiip nh6n hd so thUc hi6n sao chpp <Ii5 luu hd so theo quy dinh tei.T Y J

khoan 3 Di0u 3 Thdngtu s6 04120201T1-BTP ngdy 281512020 cria BQ trudng BQ Tu ph6p Quy dinh chi tiet thi hdnh mQt sd di6u cta Luflt
hQ tich vd Nghi dinh sii tZ3lZotSfXO-CP ngdy 15 thring I I nam 2015 cta Chinh phn quy.dinh chi ti6t mot s6 diCu va biQn ph6p thi hanh
Lu{t hQ tfch). Truong hqp c6c thOng tin trong c6c gidy td ndy tl6 c6 trong Co sd dt liQu qu0c gia v6 dAn cu (CSDLQGVDC), Co s0 dtr liQu

hQ tich diQn tu (CSDLHTDT), dugc hQ thdng di6n tq dQng thi kh6ng phii xu6t trinh (theo hinh thric tr.uc ti€p) ho4c tdi l6n (theo hinh thric
truc tuy€n);

- Vdn bin b6o c6o Ldnh dao tiBND c6p x6;

- Ban chqp k6t qud TTHC:

- Vdn bin th6ng brio viQc o'ang ky hO tich d(in co quan lien quan (diii voi truong hgp phai th6ng b6o theo quy tlinh cria Luft HQ tich vd c6c vin ban
quy dinh chi ti6t thi hanh).

14. Thfr tgc tltrng kj khai sinh cho nguiri tli c6 hii so, giAy td c6 nhAn: (Md sd TTHC: 1.004772)

- Ma sO quy trinh thri tUc hdnh chinh: 1.004772

- Thdi han gi6i quytit: 05 ngdy ldm viQc. Trudng hqp ph6i c6 vdn ban x6c minh thi thoi han giai quytlt kh6ng quri 25 ngdy.

0Gi6y khai sinh. (ban
chinh),.bdn sao Gi6y khai
sinh (n€u cdng ddn c6 y€u
cdu).

Tri ktlt quA cho c6ng ddnB0. ph0n
Ti6p nhin
vd Trd k6t
qua.

Bufc 5 Tri k6t
que

UBND
t-

cap xa

Co quan,
tlon vi

Bufc
thgc
hiQn

T6n
bufc
thu. c
hiQn

Trich
nhiQm

thgc hiQn
NQi dung cdng viQc thr;c hiQn Bi6u m6u/k5t qui

Thtri
gian

(ngav)
Ghi chri
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UBND
t-

cap xa
Budc I Ti6p

nhin h6
so

B0 phan
ti6p nhfln
vd tr6 k6t
que

a. NQp hi so trrc fidp:

- Xem x6t, ki6m tra tinh hqp lQ cta hd so:

+ Trudng hSp hQ so chua ttAy dri: c6ng
chric ti6p nhfln h6 so hudng, d6n tl€.c6ng
ddn b6 sung hd so.vlr in Phi6u y6u c6u b6
sung, hodn thiQn h6 so;

+ Trudng hgrphd so kh6ng {ung quy dinh:
in Phi6u tu ch6i giii quy6t h6 so;

, i -:+ Trudng hqp h6 so ttdy ttri, hqp lQ: Ti€p
nhin vi nhflp th6ng tin ti6p nhfn hd so vdo
Phdn mAm MQt cria; in Gi6y tiiSp nhfn ho
so vd tri ktit qui cho ngudi y6u ciu; thuc
hiQn s6 h6a (sao chqp, chuytin thanh tdi liQu
tliQn tu tren hQ thdng thdng tin, co sd dt
liQu) vd hj s0 vdo tiri liQu, hd so.

- Chuy6n hd so d6n Cdng chric tu ph6p-hQ
tich.

b. N|p h6 so ffqrc tuydn:

- Sau khi nhhn- tlugc thdng b6o c6 h6 so y6u
c6u tldng ky khai sinh cho ngudi t16 c6 h6
so, gi6y td c6 nh6n gui tr6n.C6ng.dich vu
c6ng, c6ng chric ti6p nhfn h6 so ti€p nh6n-,

ki€m tra tinh.chinh x6c, ddy dt, th6ng nhdt,
hqp lQ cta hd so:

+ Trudng hqp hO so chua t16y dri, chua hop
lQ, B0 phfln ti€p nhfn vd trd k€t qu6 gti
th6ng b6o hudng d6n b6 sung, hoin thi6n
h6 so qua C6ng dlch vu cdng,. c6ng d6n c6
th€ ki€m tra tinh tr4ng xri lf hO so khi dnng
nh{p vdo Cdng dich vu c6ng. Trang thrii h6

- Phii5u y€u. ciu b6 sung,
hodn thiQn hd so (Mdu s6 02
ban hdnh kim theo Th6ng tu
sii o ttzot ant-vPCP ngdy
23/r 1/2018);

^. .r . . a. .,(
- rhreu ttr chol tlep nhan glal
quyi5t t O so (Miu t6 B ba,
hdnh kdm theo Th6ng tt
sii ol /20 I 8/lt-vPCP ngay
23/11/2018).

- Gi6y tii5p nhdn h6 so. vd
hgn tni k€t qt| (Mdu s6 0l
ban hdnh kim theo Th6ng tu
s6 0 1 /20 1 8/TT-VPCP ngay
23/t t/2018);

- Hd so theo thri tUc hdnh
chinh itd c6ng b6.

0,5
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ng dlch W c6ng ld "Y6u cdu b6

sung giay td".
+ Truong hqp hd so bi tri ch6i, B0 ph4n tii!.p
n!0n vd tri k€t qui grii.th6ng.b6o tu chdi
ti€p nhfln hO so qua.c6ng C0ng dich v.u

cdng, cdng din c6 th6 ki6m tra tinh tr?ng
xri lj h6 so khi tldng lh6p vao C6ng dich
vu cdng. Tr4ng th6i h6 so.tr6n C6ng dlch

4r c6ng ld "Kh6ng tlugc ti6p nh4n".

+ Truimg hqp hd so ddy ttri, hqp lQ, tr4ng
th6i hti so tr€n C6ng dich qr c6ng ld "Dugc
ti6p nhfln",."Yeu ciu thgc hiQn nghia qr tdi
chinh". Phdn m6m s€ cdp qQt Md s6 h6 so
tryc tuyen cho ngudi y€u cAu.

- Hu6ng din ngudi ydu cAu thanh to6n phi,
lQ phi: Thlrc hiQn thanh toiitt tr.uc tuyen
(Cdng dlch vg c6ng phii cung cAp chric
nang thanh toen phi qua m6i truong m4ng).

- Ngay sau khi nhan tlugc phi, lQ phi <Iang
h-i khai sinh cho nguoi da c6 h6 so, gi6y td
ci nhdn, B0. phfln ti6p nhfn vd trd k6t qud
ti€p nhfn hd so, grii thdng b6o "Dang xt
lf" vd ngdy hen tri k€t qui qua C6ng dich
4r c6ng, cdng ddn c6 th6 ki6m tra tinh tr4ng
xri lj h6 so.khi ddng nhAp vio C6ng dich
4r c6ng. D6ng thcri, trang th6i h6 so tr&r
C6ng dich vp c6ng ld "Dang xri lf".
- Chuy6n h6 so d6n C6ng chirc tu ph6p-hQ
tich.

so tren C
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UBND
t-

cap xa
Burfc 2 Xri l), hO so, b6o c6o Ldnh tl4o UBND c6p xd 03

Trudng
hep
khOng
xic
minh

C6ng chuc
tu ph6p -

hQ tich

+Thim tra hd so.

+Truong hqp hd so cAn b6 sung, hoan thiQn
ho{c kh6ng tlri tli6u kiQn giii quy€t, phii tu
chdi thi gti th6.ng b6o v€ tinh tr4ng h6 so
toi B0 phfln ti€p nhfn vd trA k€t qui d€
thdng b6o cho nguoi nQp h6 so (kdm v6n
ban hudng d6n, n6u 16 lj do, nQi dung b6
sung...) - thlrc hiQn l4i budc l.
+N6u hd so diy dri, hqp1Q, dung quy dinh,
truong hgp ti€p nhfn hd so tl[ng ky khgi
sinh theo hinh thric tryc ti6p: Du thio k€t
qui gi6i quy6t, b6o ciio Lffi d4o UBND
cdp xfi xem xdt, ph6 duyQt.

Tnrdng hqp ti6p nhAn hO so tting ky khai
sinh theo hinh thuc tr.uc tuy6n, c6ng chuc tu
ph6p - h0 tich grii lai bi6u miu Gi6y khai
sinh tliQn tu voi th6ng tin dny <ffi cho nguoi
y6u c6u qua thu tli-6n tr-r ho4c fii.it bi s6.

Ngudi y€u cdu c6 tr6ch nhiQm kitim tra tinh
chinh x6c, ddy dri uia c6c thdng tin tr6n
biiiu m6u Gi6y khai sinh di€n tu vd x6c
nhan (t6i da mQt ngdy).
-.1 ).
N€u ngudi c6 ydu criu xric nhrin th6ng tin
tta th6ne nh6t, dAv dri hoic kh6ng c6 phdn
h6i sau thdi h4n y€u c6u thi c6ng chirc tu
phrip - h0 tich in "ciay khai sinh", rinh

- H6 so ila ti6p nhfn;

- Vdn bin b6o c6o (n6u rd co
s0phrip lli li6n quan; ktit qud
ki6m tra hd so; 1i ki6n d6
xudt);

- Du thio Gi6y khai sinh
(ban chinh);. bin sao Gi6y
khai sinh (n6u.c6ng_dAn c6
y6u cdu): BiAu mdu theo
Th6ng tu sO 04/2020/TT-
BTP cia B0 truhng B0 Tu
ph,ip.

03
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Lanh dqo UBND cdp xd xem xet, phe
duyQt.

COng

chuc tu
ph6p-hQ

tich;
LSnh tlao
UBND
cap xa;

V[n thu.

- Cdng chuc tu ph6p-hQ tich:

+Th6m tra h6 so.

+Truong hqp h6 so cin b6 sung, hodn thign
ho{c kh6ng dt di€u kiQn giai quyCt, phai tu
ch6i thi grii thdng biio v6 tinh tr4ng h6 so
t6i BO ph6.n ti6p nhfn vd tri ktlt qu6 tt€
th6ng b6o cho ngudi nQp h6 so (kdm v6n
ban hu6ng d6n, n€u 16 ly do, nQi dung b6
sung. ..) - thUc hign lpi bu6c 1.

+ DU th6o vdn b6n x6c minh; dg th6o Phi6u
xin l5i vd hgn l4i ngdy tri kiit qud (niiu c6).
Brio c6o LEnh tl4o UBND c6p xa xem xdt,
ph6 duyQt.

- Ldnh II4o.UBND c6p xd: Kf vtrn bin x6c
minh chuy€n vdn thu tl6ng dAu;

- VIn thu: D6ng d6u vin ban x6c minh vd
gui c6c co quan, dsn vl li6n quan.

- H6 so de ti6p nhfln;

- Vin bin xiic minh.

Dung
tinh chd
t<tit qua

xiic minh:
kh6ng
qu6 20
ngey.
(Sau thoi
h4n 20
ngAy kC

minh mir
kh6ng
nhan
dugc vdn
ban tri
loi, thi co
quan
deng kf
h0 tich
trep tuc
giAi quyiit
h6 so
theo quy
dinll)

02

tir
gui
ban

I
cau

ngey
var
ycu
xac

Truong
hqrp phni

xac

minh

Cdng
chuc tu

+ T6ng hqp k6t qui x6c minh. - H6 so da ti6p nhfln;

- Vin bin xric minh;

01
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phdp-hQ
tich

+ NOu h6 so d6y di, hqp.l€, <ltng quy dinh,
truong hqp tiOp nhQn hd so dlng tV khgi
sinh theo hinh thric tr.uc ti6p: Dp thio k6t
qui gi6i quytit, brio c6o Ldnh dao UBND
cip xd xem xdt, ph€ duyPt.

Trudmg hqp ti6p nhan hO so ttdng lcf khai
sinh theo hinh thric tr.uc tuy6n, c6ng chric tu
ph6p - hQ tich grli lai bi6u m6u Gi6y khai
sinh tliQn hr voi th6ng tin dAy dri cho nguoi
y6u cAu qua thu dien tu hoAc thi6t bi s6.

Nguoi y€u cdu c6 tr6ch nhiQm ki6m tratinh
chinh x6c, dAy dt cria c6c th6ng tin trdn
biiiu m6u Gi6y khai sinh diQn tu vd x6c
nhAn (t6i tla mQt ngdy).

-,,( ^ I
N€u ngudi c6 y€u cdu xric nh{n th6ng tin
ita thiSng ntr6t, d6y dt ho[c kh6ng c6 phan
h6i sau thdi hgn y€u cgu thi c6ng chtc hr
ph6p - hQ tfch in "Gi6y khai sinh", rinh
LEnh d4o UBND cdp xi xem x6t, ph6
duyQt.

- Vln bin b6o ciio (n€u 16 co
s6.ph6p lf li6n quan; k6t qu6
ki6m ha h6 so; y ki€n il€
xudt);

- Du thAo Gi6y khai sinh
(ban chinh);. ban sao Gi6y
khai sinh (ndu.c6ng_dAn c6
y€u c6u): Bi€u mdu theo
Thdng tu s6 04/2020/TT-
BTP cila B0 trudTtg B0 Tu
phdp.

UBND,,-
cap xa

Burlc 3 Kj duyQt k6t qud gidi quy6t vd tt6ng d6u 01

3.1 Ky
duyQt
ktit qui
giei.
quyCt

Linh dpo
UBND

A-
cap xa

Kf. Gi6y khai sinh (ban chinh), bi,n sao

Gi6y khai sinh (n€u c6ng d6n c6 y6u cdu)
Gi6y khai sinh (bin chinh);
i-""" crav tr,:"i.i; G,6,
c6ng ddn c6 y€u cdu)

0,7s
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UBND Bullc 5 Trd ktit
quacap xa

Hd so duoc lru trfr t4i UBND cip xd theo quy dfnh hiQn hdnh, bao g6m:

- H6 so da ti6p nhfln theo TTHC dd c6ng b5;

- Ban chgp gi5y td cria ngudi y6u cAu <ldng bi hO tich xu6t trinh (do ngudi tiiip nh{n hd so thuc hi€n sao chup d€ luu h6 so theo quy dinh t4i
khoan 3 Di€u 3 Th6ng tu sd 04/20201TT-BTP ngdy 281512020 cria BQ trudng BQ Tu ph6p Quy dinh chi ti6t thi hdnh mQt s6 di6u cria Ludt
hQ tich vd Nghi dlnh so tz3lzotsfxro-CP ngdy 15 th6ng 11 n5^m 2015 cria Ctrintr ptri quv iinf, 

"m 
ti6t -Ot s6 di6u ve bign pnap thi hanh

Lu0t h0 tich). Truong hqp cric th6ng tin trong cric gi6y td ndy tl6 c6 trong Co sd dirliQu qu6c gia vd d6n cu (CSDLQGVDC),-Coi6 dt li6u
h0 tich diQn tt (CSDLHTDT), ttugc hQ th6ng di€n tr,r dQng thi khdng ph6i xu6t trinh (th;o trintr ttnic truc tiCp) hoac tii l€n (theo hinh thuc
truc tuycn);

- Vln bdn b6o cilo Ldnh tl4o UBND c6p xa;

- B6n chgp k6t qun TTHC;

0,253.2 GiSy khai sinh (bdn chinh)

bin sao Gi6y klai.sinh (n€u
c6ng ddn c6 y6u cdu)

D6ng
dAu

Vdn thu D6ng d6u vd chuyrin ktit qu6 cho C6ng chr?c

tu ph6p - h0 tich

UBND Buric 4

cap xa
Ghi vdo
s6 ho
tich

C6ng
chric tu
phap - hQ

tich

- sj' dang kj khai sinh (Bidzr

mdu ,ban hdnh theo Th6ng
tu s6 04/2020/TT-BTP cita
BQ tru&ng BQ Tu ptuip);

- Gi6v khai sinh (bdn chinh)
bAn sao Gidy khai.sinh (n6u
c6ng ddn c6 y6u c6u).

0,5

B0. phin
Ti6p nhfln
vir Tri k6t
qua

- Ghi nQi dung khai sinh vdo 36 dang hy
khai sinh vd ctrng ngudi y6u cAu deng hj
khai sinh kii t6n vdo 56.

- L.uu h6 so vd chuy6n k6t qu6 di5n B0 ph{n
Ti6p nhfn vd Tri k€t qu6.

Tri k6t qu6 cho c6ng dAn Gi6y khai sinh (bin chinh),
bi,n sao Gi6y khai.sinh (n6u
c6ng ddn c6 y€u c6u)

0
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- Vdn bin th6ng b6o viQc ttIng ky h0 tich d6n co quan li€n quan (d6i voi tuong hqp phii th6ng b6o theo quy dlnh cta Luflt HQ tich vi c6c vEn ban
quy d1r_ft chi ti6t thi hanh).

15. Thfi rgc ilIng kf lai k6t h6n (Me si5 TTHC: 1.004746)

- Ma s5 quy trinh thi tgc hdnh chinh: 1.004746

- Thdi h4n giii quytit: 05 ngdy ldm vi€c; truong hap phai x6c minh thi thoi han giai quyCt kh6ng qua 25 ngdy.

Co quan,
tlon vi

Budc
thgc
hiQn

T6n
bmitc
thgc
hiQn

T16ch
nhiQm

thgc hi$n
NQi dung c6ng viQc thgc hiQn Bi6u miu/k6t qui

Thiri
gian

(neiy)
Ghi chri

UBND
t-

cap xa
Budc I Ti6p

nhan ho
so

B0.,
tlep
vd
que

Phan
nhan

trd k6t

a. N|p hi so trqtc fidp:

- Xem x6t, ki6m tra tinh hqp lP cria hd
so:

+ Trudng hqp hd so chua diy <fti: c6ng
chric ti€p Sfln nO. so hudng d6n tl6
c6ng ddn bd sung h6 so vd in Phi6u y6u
cAu bd sung, hoan thiQn hd so;

+ Trudng hqp h6 so kh6ng dring.quy
dinh: in Phi€u tu ch6i gi6i quy€t h6 so;

+ Truamg hqrp hO so d6y dir, .hSp lQ:

Ti€p nh$n vd.nhfq th6ng tin ti6p nhfn
hd so vio Phdn m6m MQt cta; in GiAy
ti6p nhin h6 so vd trA k6t qui cho ngudi
ydu c6u; thuc hiQn sO h6a (sao chsp,
chuy6n thdnh tdi liQu diQn tu tr€n hQ

th6ng th6ng tin, co sd dt li_6u) vd lcf s6
vdo tdi liQu, h6 so.

- Chuyiin h6 so d{5n C0ng chric tu phrip-
hQ tich.

- Phi€u y€u cAu b_6 sung, hodn
thiQn h6 so (Mdu s6 02 ban
hdnh kim theo Th6ns tn

s6 01/2018/TT-VPCP ngay
23/r t/20r 8);

- Phiriu tu ctriii tit5p $6n giai
quy6t h6 so (Mdu s6 03 ban
hd.nh k)m theo Th6ng tr
s6 0I/2018/TT-VPCP ngdy
23/11/2018).

- Gi6y titip nha+6 so vd hsn
tri k€t qui (Mdu s6 0l ban
hd.nh kDm theo Th6ng tt
s6 0|/2018/TT-VPCP ngdy
2j/r t/2018);

- Hd so theo thri tuc hdnh
chinh tld c6ng b6.

0 5
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b. Nflp h6 so truc tuy

- Sau khi nh6n dugc th6ng b6o c6 h6 so
y6u ciu ddng kj l4i k6t hdn gui tr6n
C6ng djch vu.cdng, c6ng chuc ti6p
nir4n hO so.ti€p nhfln, ki6m tra tinh

chffi.xilc, ddy dt, th6ng nhdt, hqp lQ
cta h6 so:
+ Trudng hqp h6 so chua <liy <lt,.chua
hqp lQ, BQ phan ti€p nhdn vd trd k6t qud
grii th6ng b6o hudng din b6 sung, hodn
thiOn h6 so qua Cdng dich vr1 cdng,
c6ng dAn c6 thti ki6m tra tinh lrang xri
ty h6 so khi d[ng nhfp vio C6ng dich
4r c6ng. Trang thrii h6 so tr6n C6ng
dich vu c6ng ld "Y€u cdu b6 sung gi6y
td".
+ Truong hqp hd so bi tir ch6i, B0 ph0n
ti6p nhfn.vd tri k6t qud gui th6ng b6o
tu chOi titip nhan hO so qua c6ng C6ng
dich vU c6ng, c6ng.ddn c6 th6 ki6m tra
tinh tr4ng xri lj hO so khi itlng nhflp
vdo Cdng.dich vq c6ng. Tr4ng thrii h6
so tr6n C6ng dich vU c6ng ld "Kh6ng
duqc ti6p nhfn".
+ Truong hqp hO so.dAy dn, hqp lQ,

tr4ng th6i h6 so tr€n C6ng dich 4r c6ng
ld "Dugc tii5p nh{n", "YCu cAu thuc
hiQn nghia vp tdi chinh". PhAn m6m sC

"ap .Tot^ 
ME s6 h6 so tryc tuy€n cho

ngu(,l yeu cau.

n
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- Hudng d6n ngudi y6u cdu thanh toiin
phi, lQ phi: Thuc hi€n thanh toin truc
tuy6n (C6ng dich 4r c6ng phii cung
cdp chric ning thanh to6n phi qua mdi
trudng m4ng).

- Ngay sau 9i *ran <Iuo. c phi, lQ phi
<tane ky lai k€t h6n, B0 ph4nti6p nhfln
vi tri k6t qud ti€p nhfln h6 so, grii
th6ng b6o "Dang xri lf" vi ngdy hgn tri
k6t qui qua C6ng dich v.u c6ng, c6ng
ddn c6 th6 ki6m tra tinh tr4ng xt lf h6
so khi tl6ng nhfp vdo Ci5ng.dich vu
c6ng. D6ng thoi, tr4ng th6i h6 so tr6n
C6ng dich vg cdng ld "Dang xt ly".
- Chuytin hO so d6n C0ng chric tuph6p-
h0 tich.

IIBND
A-cap xa

Butfc 2 Xri b, h6 so, b6o c6o LEnh <l4o UBND cAp x6 03

Trudng
hqp
kh6ng
xiic
minh

COng chrlc
tu ph6p -
hQ tich

+ThAm tra hd so.

+Trudng hqp hO so cAn bO sung, hoan
thi€n ho{c kh6ng dri di6u kiQn giii
quyCr, phai {} ch6i thi grii th6ng b6o v6
tinh tr4ng h6 soloi B0 phin ti€p nhQn

vd tra k6t qui d6 th6ng b6o cho ngudi
nQp h6 so (kdm vdn ban hudng ddn,
n€u 16 ly do, nQi dung b6 sung...) -
thuc hi€n lai budc 1.

+N6u h6 so dAy dri, hqrp lQ, dfng quy
dinh, truong hqp ti6p nhan h0 so ddng

- H6 so tta tit5p nh4n;

- DU thio vdn bin brlo c6o
(n6u r6.co sd ph6p lj.li6n
quan; k€t qud ki€m tra h6 so;

f kitin iI6 xu6t);

- pU thno Gi6y chrmg nhin
k6t h6n (ban chinh), bdn sao
Trich lUc k€t h6n (n6u c6ng
ddn c6 y6u cilt): Bi6u mdu
theo Th6ng tu sij
04/2020/TT-BTP cin 86
trudng BQ Tr phdp.

03
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Icj l4i k6t h6n theo hinh thric tryc ti
Dg thio kiit qun gini quy6t, b6o c6o
Ldnh tl4o UBND cdp x5 xem xdt, ph€
duyQt.

Truong hqp tiiip nhfln hd so ding ky lai

k6t h6n theo hinh thric tr.uc tuy6n, c6ng

chric tu ph6p - hO tich grii lai bi6u m6u
Gi6y chimg nhdn k6t h6n tliQn tu voi
thdng tin dAy <il cho nguoi y6u cAu qua

thu diQn tu hoflc thi6t bi sO.

Ngudi ydu cAu c6 triich nhiQm ki6m tra
tinh chinh xdc, tliy ttt cria cric th6ng tin
tr6n biiSu m6u GiAy chimg nhin k6t h6n
diQn tu vd x6c nhan (t6i da mOt nedy).

-.,t ^ I
NEu ngudi c6 y6u cdu x6c nhfn th6ng
tin dE th6ng nhdt, ddy r10 ho4c kh6ng
c6 phdn h6i sau thdi han y€u cdu thi
c6ng chric hr ph6p - hO tich in "Gi6y
chimg nh4n k€t h6n", trinh Lanh itao
Ldnh d4o UBND c6p xd xem x6t, ph€
duyQt.

p:

Trudng
hqp phni
xiic
minh

C6ng chtc
ru ph6p-hQ
tich;

LAnh dao
UBND c6p
xa;

VIn thu.

- Cdng chuc tu ph6p-hQ tich:

+ThAm tra hd so.

+Truong hqp h6 so cin bO sung, hoan
thiQn hoflc kh6ng dt di6u kiQn gi6i
quy6t, phni li ch6i thi grii th6ng brio v€
tinh tr4ng h6 so.tdi B0 phdn ti6p nh{n
vd tri kdt qu6 <I€ th6ng b6o cho ngydi
lQp h0 so (kdm vdn bin hudng d6n,

- H6 so da tiiSp nhfln;

- VAn ban x6c minh.
02 Dung

tinh cho
k6t qua
xdc minh:
kh6ng
qu,i 20
ngay.
(Sau thcri
han 20
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n6u 16 lf do, nQi dung b6 sung...) -
thUc hiQn l4i bu6c 1.

+ VIn bin xiic minh; dU thio Phi6u xin
l6i vd hgn l4i ngiy tri kiSt qud (niiu c6).
86o c6o LEnh dao UBND c6p xE xem
x6t, ph6 duyQt.

- Linh dao UBND c6p x6: Ky v[n bin
x6c minh;

- Vin thu: D6ng d6u v[n ban xrlc minh
vd grii c6c co quan, tlon vi li6n quan.

ngay
tu
gtn
ban
cau

k6
ngay
vdn
yeu
xac

minh mA

kh6ng
nhan
duoc v5n
ban lrit
lol, thr co
quan
dang k),
h0 tich
tirip tug

eiai quyCt
h6 so
theo quy
dinh)

Cdng chric
tu ph6p-h0
tich

+ T6ng hgrp ktit quA x6c minh.

+ Nt5u h6 so dAy thi, hqp lQ, dung quy
dinh, truong hqp ti6p fian hO so dang
ky lai ktit h6n theo hinh thrlc truc ti6p:
Du thdo k6t qui giii quydt, b6o c6o
Ldnh dpo UBND cAp xd xem x6t, ph6
duyQt.

Truimg hqrp tiisp nhan h6 so dnng ky lai
ktit hOn theo hinh thric hu. c tuy6n, c6ng

chr?c tu phdp - hQ tich gui lai bitiu m5u
Gi6y chimg nh6n k6t h6n tliQn tu voi

- H6 so <ta ti5p nhfLn;

- Vin ban x6c minh;

- DU th6o vdn bin b6o c6o
(n6u r6.co sd ph6p ly.li6n
quaq; k6r qui ki6m tra h0 so;
y ki6n d6 xudt);

- pu tnao Gi6y chrmg nhfn
k6t h6n @nn chinh), b6n sao

Trich luc ktit hOn (n6u c6ng
ddn c6 y€u cilt)'. Bi€u mdu
theo Th6ng tu sii
04/2020/TT-BTP cia Bo
trutng BS ht phdp.

01
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I

thdng tin ddy dri cho nguoi y€u cdu qua

thu tliOn tu ho4c ttri6t U! sii.
Ngudi y6u cAu c6 tr6ch nhi€m ki6m tra
tinh chinh x5c, ttdy ttri cria c6c th6ng tin
t6n bi6u m6u Gi6y chung nhfln k6t hon

diQn nr vi xac nhan (t6i da mQt ngay).

-.i ^ ).
NEu nguoi c6 y€u cdu x6c nh4n thdng
tin t15 thiing nh6t, Oiy dri ho{c kh6ng

c6 phan hdi sau thdi han ydu cAu thi
c6ng chric tu ph6p - h0 tich in "Gi6y
chimg nhfln k€t h6n", trinh Ldnh tlqo
LEnh <lao UBND cdp xd xem x6t, ph6
duyQt.

UBND
^-cap xa

Burfc 3 Kj duyQt k6t qui giii quy€t vi d6ng dAu 01

3.1 K),
duyet
k6t qu6r

gini.
quy6t

Lanh dao
UBND c6p
xa

Ky Gi6y chtng nhfn k6t h6n (ban
chinh), bin sao -frich lpc ktlt h6n (nliu
c6ng din c6 y6u cAu)

Gi6y chung nhfln k6t hdn
(ban chinh), bdn sao Trich lgc
k6t h6n (n6u c6ng ddn c6 y6u
cdu)

0,75

3.2 Dgng
ddu

Vdn thu D6ng d6u vd chuy6n k6t qud cho Cdng
chric tu phrlp - h0 tich

Gi6y chung nhfn ktit tr6n
(ban chinh), bin sao Trich luc
k6t h6n (n6u c6ng d6n c6 ydu
cdu)

0,25

UBND
A-

cap xa
Bufc 4 Ghi vdo

s6 ho
tich

- Ldnh d4o
UBND c6p
xa;

- Ghi vdo S6 aang k), ktit.h6n, ctrng hai
b6n nam nt lo.i t€n vdo 56; hai b6n nam
nt cimg h.i vio gi6y chimg nhfn k6t
h6n;

- 5-6 dang ky kct h6n (B,ti"
mdu ban hdnh theo Th6ns tr
s6 04/2020/TT-BTP cila 86
truong BQ Tu phdp);

0,5
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16. Thn tgc tling lsf l4i khai t& (Ma s6 TTHC: 1.005461)

- Me s6 quy trinh thri tuc hanh chinh: 1.005461

- Thdi han giii quy6t: 05 ngiy lim vi6c, trudmg hAp cAn x6c minh thi thoi han giai quy(i kh6ng qu6 l0 ngdy lim vigc.

- Cdng
chuc tu
ph6p - hQ

tich.

- Luu h6 so vd chuyiln k6t qun di5n B0
phfn Ti6p nh6n vd Trd k6t qu6.

- Gi6y chimg nhdn kdt h6n
(bin chinh), bin sao Trich lpc
kiit hOn (n6u c6ng ddn c6 y6u
c6u).

UBND
i-

cap xa
Bufc 5 TrA ktit

qua
B0 phan
^. ,,
r rep nh?n
vd Tri k6t
qua

Tri k€t qui cho c6ng ddn Gi6y chtmg nhan k6t h6n
(ban chinh), bin sao Trich luc
k6t hdn (n6u c6ng ddn c6 y€u
c6u)

0

H6 so ctugc luu trE tai UBND c6p xd theo quy ttinh hiQn hanh, bao gdm:

- Hd so dA tii5p nhfn theo TTHC dE cdng b6;

- Ban chgp gi6y to cria nguoi y6u c6u dane ky hO tich xudt trinh (do nguoi tii5p nhfn hO so thlrc hi€n sao chr].p d6 luu h6 so theo quy tlinh tai
khoan 3 DiAu 3 Th6ng tu sO OqIZOZO/TT-BTP ngdy 28/5/2020 cia BQ truong BQ Tu ph6p Quy tlinh chi tii5t thi hdnh mQt s5 didu cria Luflt
h0 tich vd Nghi dinh s6 123I20I5A.ID-CP ngdy 15 th6ng I I ndm 2015 cria Chinh pht quy. tlinh chi tiCt mQt s6 di€u vd bi€n ph6p thi hdnh
Ludt h0 tich). Truong hgp c6c th6ng tin trong c6c gi6y td ndy tli c6 trong Co sd dt li0u qudc gia v€ d6n cu (CSDLQGVDC), Co s0 dtr li€u
h0 tich dien tu (CSDLHTDT), duo. c hQ th6ng di€n t.u dQng thi kh6ng phdi xudt trinh (theo hinh thric tr.uc ti€p) hoflc t6i l€n (theo hinh thric
tryc uyen);

- Van ben b6o c6o LEnh it4o LJBND c6p xd;

- Bin chsp kiSt qui TTHC;

- Vdn bdn ttrdng b6o viQc tldne ki h0 tich d6n co quan li&r quan (tt6i voi tuong hq,p phai th6ng brio theo quy ttinh cua Luft H6 tich vd c6c vln ban
quy tlinh chi tiiit thi hanh).

Co quan,
tlon vi

Bu6,c
thu. c
hiQn

TGn buric
thr;c hiQn

Trich
nhiQm thqc

hiQn

NQi dung c6ng viQc thgc hiQn Bi6u miu/k6t qui Thiri
gian

(ngnv)

Ghi
chri
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UBND
cap xa

Bufc I Ti6p nhfn
h6 so

BQ phfn ti6p
nhfn vd trd
k6t qua

a. N)p h6 so trlrc fidp:

- Xem x€t, kitim tra tinh hqp lQ oia hd
SO:

+ Trudng hqp h6 so chua ttdy ttri: cdng
chuc ti€p nhan h6 so hu6ng, ddn cl€ c6ng
din b6 sung hd so v?r in Phi6u y€u c6u b6
sung, hodn thi6n h6 so;

+ Trudng lSp t d so kh6ng <fiing quy
ilinh: in Phi€u ttr ch6i gi6i quy6t h6 so;

+ Truong hqp hO so dAy dg, hqp lQ: Tii5p
nhAn vq nhfp th6ng tin ti6p nhQn h6 so
vdo Ph0n m6m MQt cria; in Gi6y tiOp

+an hO so vd tr6 k6t qu6 cho ngudi y€u
cAu; thuc hiQn s6 h6a (sao chqp, chuy6n
thimh tai liQu diQn tt tr6n hQ thdng thOng
tin, co sd dt liQu) va ky sd vdo tdi liQu,
h6 so.

- Chuy6n hd so d6n C6ng chric tu phrip-
h0 tich.

b. NOp hi so trqtc tuyin:
- Sau.khi nhfn dugc thdng b6o c6 h6 so
y€u ciu d[ng kj l4i khai tu grii tr6n Cdng
digh vu c6ng,.c6ng chirc ti6p nhfn h6 so
tii5p nhfln, ki6m tra tinh chinh x6c, dAy
dt, thdng nhAt, hqp l€ cta h6 so:

+ Trudng hqp h6 so chua dAy thi,. chua
hqp 10, B0 phan tiCp nh4n vd tri k€t qui
gti th6ng biio huong dhn b6 sung, hoan
thiQn hd s,o qua C6nB dich vg cdng, c6ng
ddn c6 th6 ki6m tra tinh trang xri lf hd so

- PhitSu y6u ciu bd sung,
hoan thiQn hd so (Mdu sii
02 ban hdnh kDm theo
Th6ng tu ttj 0t/z|t8lrr-
VPCP ngdy 23/11/2018);

- Phi6u tu ch6i titip ntr4n
giii quytlt h6 so (Mdu s6
03 ban hdnh kim theo
Th6ng tu sii Ol/ZOlAtrr-
VPCP ngdy 23/11/2018).

- Gi6y titip nhfn hb so vh
hen tri k6t quit (Mdu s6
0l ban hdnh kbm theo
Th6ng tu sii OI/ZOIA/rr-
VPCP ngdy 23/11/2018);

- H6 so theo thi tUc hanh
chinh tIE c6ng b6.

0 5
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khi dAng nhdp vio C

Trang thdi hd so tr€n C6ne dich vg c6ng
ld "Y€u criu b6 sung gidy td".
+ Trudng hqp hO so bi tu ch6i, B0 phQn

ti€p nh{n va tre kCt qun g{ thdng b6o tu
ch6i ti€p nhan h0 so qua c6ng.C6ng dlch
vu c6ng, c6ng dAn c6 th€ ki0m tra tinh
tr4ng xti lj h6 so khi dang nhfp vio Cdng
dich vu cdng. Tr4ng th6i hO so tr€n Cdng
dich vu c6ng ld "Kh6ng tluo. c ti6p nhfln".

+ Trudng hqp hd so ttiy tfii, hqp lQ, trang
thei hO so tr€n C6ng dich. vu c6ng ld
"Dugc ti6p nhfn", "Y€u cdu.thgc hiQn
nghia vu tdi chinh". Ph6n m€m sE cdp
mot Ma sd hO so tryc tuy€n cho nguoi
y€u cAu.

- Huong din ngudi y€u cAu thanh torin
phi, lQ phi: Thuc hi0n thanh toiin tr.uc
tuyiin (C6ng dich vu c6ng phii cung c6p
chtc n6ng thanh toan phi qua m6i trudng
m?ng).

- Ngay sau khi nh{n dugc phi, lQ phf dang
lcj lai khai tu, B0 p!fln ti6p nhdn vd tr6
kdt qui ti€p nhfn h6 so, gui th6ng b6o
"Qang xt lf" vd ngdy hgn tr6 k6t qud qua
C6ng dich 4r c6ng, c6ng ddn c6 th6 ki6m
tra tinh trang xri lj h6 so khi itAng nhfp
vdo C6ng dich vr,r c6ng. Ddng thoi, tr4ng
th6i hO so tr6n.C6ng dich vU cdng ld
"Dang xt lf".

g dich v.u c6ng.
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- Chuy€n h6 so d
hQ tlch.

Cdng chirc tu ph6p-

UBND
t-

cap xa
Buric 2 Xri l), hO so, biio ciio Linh tl4o UBND c6p xi 03

Cdng chfc
tu phrip - h0
tich

Truong
hqp kh6ng
x6c minh

+Th6m tra h6 so.

+Trudng hqp h6 so cAn b6 sung, hodn
thiQn ho[c kh6ng dt rti6u kiQn gi6i quy0t,
phni tir. ch6i thi grii th6ng b6o v€ tinh
tr4ng h6 so tdi B0 phfln ti6p nhan vd ffa
k€t qud dO th6ng b6o cho ngudi nQp h6
so (kdm vdl ban huong d6n, n6u 16 lj do,
ndi dung b6 sung...) - thyc hiQn l4i budc
t.

+N6u h6 so ddy tli, hqp lQ, dtng quy
dfnh, truong hqp ti6p nhfn h6 so <llng lcj
l4i khai fii theo hinh thr?c tryc ti6p: Du
th6o ktit ql6 giii quytit, brio c6o Ldnh d4o
UBND cdp xd xem x6t, ph€ duyQt.

Truong hqrp ti6p nhfn h6 so dAng lcj l4i
khai tu theo hinh thric hgc tuy6n, cdng
chuc tu phap - hQ tich gui l4i bi€u miu
Trich luc khai tu diQn tu voi th6ng tin ddy
<hi cho nguoi y6u ciu qua thu cli6. n tu ho[c
rhi6t bi s6.

Ngudi y€u cdu c6 trrich nhi€m ki6rn tra
tinh chinh x6c, ddy dri cria c5c th6ng tin
tr6n biriu miu Trich lgc khai tu di6n tu vd
xdc nhQn (t6i da mQt ngdy).

- H6 so dd ti6p nhin;

- Vnn ban b6o c6o (n6u 16
co s0 phrip lj li6n quan;
k6t qui ki6m tra h6 so; j
ki6n il€ xuAt);

- DU th6o Trich lqc khai
hr (ban chinh); ban sao
Trich luc khai tu (n€u
c6ng d1n c6 y€u cdu):
Bi€u mdu theo Th6ng ht
s6 04/2020/TT-BTP cila
B0 truong B0 Tu phdp.

03
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N6u ngudi c6.y€ucAu x6c nhfln th6ng tin
tl6 th6ng nh6t, d6y dt hoac. kh6ng c6
phdn h6i sau thli h4n y6u ciu thi cdng
chric tu ph6p - hQ tich in "Trich luc khai
tu', tinh Lenh d4o UBND c6p xE xem
xdt, ph€ duyQt.

Trudng
hqp x6c
minh

C6ng chric
tu ph6p-h0
tfch;

Lanh tlgo
UBND cap
xA;

VAn thu

- Cdng chuc tu phrip-hQ tich:

+ThAm tra hd so.

+Trutmg hqp hd so can b6 sung, hoi,n
thiQn hoflc khdng dt di6u kiQn giii quy€t,
phni tu chdi thi gti th6ng b6o vC tinh
h4ng hd so toi BQ phan ti6p nh4n vd tri
k€t qui il6 th6ng b6o cho nguoi nQp h6
so (kdm vin bdn huong ddn, n€u 16 l! do,
nQi dung b6 sung. ..) - thuc hiQn lai bu6c
t.

+ DU th6o vtrn ban xdc minh; d1r thio
Phi6u xin l5i vd hgn l4i ngiy tri k6t qui
(n€u c6). Trinh Lanh d4o UBND c6p xd
xem xdt, ph6 duyQt.

- Lanh <l4o UBND cAp xd kj vdn bAn xrlc
minh vd chuy6n vdn thu d6ng d6u;

- Vdn thu: D6ng d6u vdn ban x6c minh
vd grii c6c co quan, ilon vi liOn quan.

- Hti so tta tii5p nhfn;

- VAn ban xdc minh.

02 Dtmg
tinh chd
.tket qua
xdc
minh:
kh6ng
qu.i 05
ngay
lam
vi6c

C6ng chuc
tu phap - hQ

tich

+Tdng hqp k6t qu6 x6c minh;

+Ntiu hd so ilay y, hqp lQ, dring quy
dinh, truong hqp ti6p nhin hd so dlng ky
lai khai tu theo hinh thric tryc ti6p: Dr.r

- H6 so da ti6p nhdn;

- VEn ban xiic minh;

0l
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thAo k t qui gidi quy b6o c6o Ldnh d4o
TIBND cdp xd xem x6t, ph€ duyQt.

Trudrng hqp ti6p nhan hO so d[ng h.i l4i
khai tu theo hinh thric tr.uc tuy6n, cdng

chric tu ph6p - hQ tlch grii l4i biiiu miu
Trich h,rc khai tri <li-6n tu voi th6ng tin day

dri cho nguoi y6u cAu qua thu diQn tu ho4c

thi.it bi s6.

Ngudi y6u cAu c6 trrich nhiQm ki6m tra
tinh chinh x6c, <IAy dri cta c6c thdng tin
tr6n bi6u m6u Trich lpc khai tu tti€n tu vd
x6c nhQn (tiii da mQt ngny).
--,4 ^ ;.
N€u ngudi c6 y€u c6u x6c nhfln th6ng tin
dA thdng nh6t, dAy dt ho{c. kh6ng c6
phan h6i sau thdi h4n y€u cdu thi c6ng
chuc tu phAp - hQ tich in "Trich luc khai
tu', ldnh LEnh ttqo UBND c6p xi xem
xdt, phe duyet.

- Vin bin b6o ciio (ndu 16

co sd ph6p lf li6n quan;

k6t quri ki6m ffa hd so; f
ki6n tl6 xudt);

- Du thio Trich luc khai
tu (ban chinh); bin sao

Trich lgc khai tt (ntiu
i.cong dan co yeu cau):

Bidu mdu theo Th6ng ttr
tii oltzozott-BTP cila
B0 trudng Bo Tn phdp.

UBND
i-cap xa

Bufc 3 Kj duyQt kCt qua giai quyot vi d6ng dAu 01

3.1 K)' duYQt

k6t qla
giii quy6t

LAnh
UBND
xf,

<lao

cap
Kj Trich luc khai tri (ban. chinh); bin
sao Trich lpc khai tu (n€u c6ng dAn
c6 y€u cAu)

Trich luc khai tri (b6n chinh);
bdn sao Trich luc khai tt (n0u

I
cong oan co yeu cau)

0,75

3.2 D6ng ddu Vdn thu D6ng d6u vd chuy6n kilt qui cho
C6ng chric tu phrip - h0 tich

Trich luc khai tt (bin chinh);
bdn sao Trich luc khai trl (n6u:.
cong oan co yeu cau)

0,25
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UBND
^-cap xa

Brrfc 4 Ghi vdo 56
h0 tich

C6ng chric
tu phep - h0
tich

- Ghi viro SO dang lcj khai tu, ctng
nguoi.tli dEng kj l4i khai tu ky ten
vdo 56;

- Luu h6 so vi chuy6n kl5t qu6 dtin
B0 phdn Ti€p nhin vd Trd k€t qud.

- 
_SO 

aang ky khai tt (Biiiu
mdu ban hdnh theo Th6ns tu
s6 04/2020/TT-BTP cia 86
trudng BQ Tu phdp);

- Trich luc khai tu (ban
chinh); bin sao Trich lqc khai

,l:
nr (n6u cdng d6n c6 ydu c6u).

0 5

UBNI)
t-

cap xa
Burfc 5 Tri

qua
trit B0. phan

Ti€p nhfln vd
Tri k€t qu6.

Tri k6t qui cho c6ng dhn Trich lgc khai tu @nn chinh);
b6n sao Trich lgc khai tu (n6u

l.
cong oan co yeu cau)

0

Hd so duoc luu trf tai UBND c5p xd theo quy tllnh hiQn hdnh, bao gdm:

- H6 so <ta tii5p nhfn theo TTHC da cdng b6;

- Ban chpp gi6y td cta ngugr l6u cAu d5ng lcj h0 tich xu6t trinh (do nguoi tiiip nhfln h6 so thlrc hiQn sao chup dC luu hO so theo guy dinh t4i
khodn 3 Didu 3 ThOng fi s6 O4|2\2O/TT-BTP ngiry 28/5/2020 cta BQ tru&ng BQ Tu ph6p Quy tllnh chi ti6t thi hdnh mQt s6 rtidu cria Lu{t
hQ tich vd Nghi rtinh rO tZ:lZOtSnVO-CP ngdy 15 thrimg I I nim 2015 crla Chinh phn quy.tlfnh chi ti6t mQt sO diCu ve biQn phrip thi hdnh
Ludt h0 tich). Truong hgp c6c thdng tin trong c6c gi6y td ndy dE c6 trong Co s.6 d[ liQu qu6c gia v€ d6n cu (CSDLQGVDC), Co sd dtr liQu
h0 tich <liQn tt (CSDLHTDT), tlugc hQ th6ng tli6n t.u tlQng thi khdng phii xu6t trinh (theo hinh thuc tr.uc ti6p) holc tii l6n (theo hinh thuc
tr.uc tuy6n);

- Van ban b6o ciio LEnh d4o UBND c6p xa;

- Ban chup k6t qun TTHC;

- Vdn bdn th6ng brio viQc tleng W h0 tich d6n co quan 1i6n quan (<tdi voi truong hqp phai th6ng b6o theo quy dlnh cia Ludt HO tich vd c6c vin ban
quy dinh chi ti6t thi hdnh).


