
uy naN NUAN nAN
riNs xHANs uoA

ceNG uon xA Her cHU Ncnia vrET NAM
DQc lip - Trl do - Hqnh phric

Khdnh Hod, ngdy,// thdng)!,,rtdm 2023

QUYTT DINH
Vd viQc ph6 duy6t Quy trinh nQi bQ gini quy6t ttrt trgc hirnh chinh linh vgc
HQ tich thuQc thim quydn gi6i quy5t ciia S& Tu'phrip, UBND c6p huyQn,

UBND c6p xi tr6n tlia birn tinh Khinh Hda

CHU TICH UY BAN NHAN DAN TINH KTIANH HOA

Cdn c* Ludt Td chilrc ch{nh qttyin dia phuong ngdy I 9/6/2 0 t 5 ;

Cdn c* Luqt sia diit, bti sung m\t sii diiu cila Luqt Td chilc Chinh phivd Luqt

T6 ch*c chinh quyin diaphuong ngdy 22/l l/2019;

Cdn c* Nghi dinh sii OttZOtttttp-CP ngdy 23/4/20t8 cia Chinh phil vi
thqt'c hiQn co ch6 mqt c*a, m6t c*a li€n th6ng trong gidi quy,it thi tuc hdnh chinh;

Cdn c* Nghi dinh sii t07/202\/ND-CP ngdy 06/t2/2021 ctia Chinh philvi
-:- , :

vidc s*a d6i, b6 sung m6t s6 di€u cila Nghi dinh s6 6|/2018/ND-CP ngdy

23/4/2018 cia Chlnh pht) vi thqc hiQn cct chd m7t ct).a, m6t cira li€n th6ng trong

gidi quydt thti tuc hdnh chinh;

Cdn c* Th6ng tu sii Ot/zOtAtff-VPCP ngdy 23/t l/2018 cia Vdn phdng

Chinh phil hudng ddn thi hdnh mQt s6 quy dinh cila Nghi dlnh sd 6t/2018/ND-CP

ngdy 23/4/2018 cila Chinh phil vi thuc hiQn co chd md ctlra, met c*a bAn th6ng

trong gidi quyilt thi tuc hdnh chinh;

Theo di nghi cila Gidm diic Sd Tt phdp tai Td trinh tij ZtOSnfr-Sfp
ngdy l7/l l/202j.

QUYtTDfNH:

Didu 1. PhC duyQt kdm theo Quyilt dinh ndy Quy trinh nQi b9 gi6i quyiit thri

tpc hdnh chinh linh vuc HQ t[ch thuQc thAm quy6n gi6i quytit cta Sd Tu ph6p,

UBND cdp huyQn, UBND cAp xd tr6n dia bdn tinh Khrinh Hoa dugc c6ng b0 t4i

so:306f rqo-UBND
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quy6t dintr s6 zantqo-VBND ngdy o}llll2)23 cta Chrl tich Uy ban nhAn dAn

tinh Kh6nh Hoa.

Di6u 2. quyi5t Ainn niy c6 hiQu lgc thi hdnh k0 tt ngdy ky vd bdi b6 c6c

quy trinh n6i b0 giAi quy.lt thi, tuc hdnh chinh t4i Quy6t <Iinh sO t+:ZlqO-UeUO

ngity 26/6/2023 cua Chri t[ch UBND tinh Kh6nh Hoa v6 vigc ph6 duyQt Quy trinh

nQi bQ girii quytlt thri tr,rc hrinh chinh linh vgc HQ tich thuQc thAm quyAn gidi quy6t

cta Sd Tu ph6p, UBND cAp huy$n, UBND c6p xE trdn dia bdn tinh Kh6nh Hoa.

Didu 3. Chrinh Van phong Uy ban nhdn dAn tinh, Girim d6c Sd Tu phrip;

Cht tich Uy ban nhdn dAn c6c huyQn, thi xe, thdnh phiS; Chri tich Uy ban nhdn ddn

cilc xd, phuong, thi tr6n vd cric t6 chric, c6 nh6n c6 [i6n quan chiu tr6ch nhi6rn thi

hdnh Quyi5t dinh ndy./

Noi nhQn:
- Nhu Di6u 3 (VBDT);
- Cuc Kiiim so6t TTHC (VPCP);
- Ban Ph6p ch6 HDND tinh;
- C6ng TTET tinh, C6ng TTDT CCHC tinh;
- Trung t6m Phuc vu HCC tinh;
- Trung tdm C6ng brio;
- Luu: VT, PT, HL,DL. ., i

n:luTnaTn

\1

ev

CHU'TTCII

(,
.:



iNu Nor ng crAr euyET THU TUC HANH cuiNs t-iNH vu'c Ho rICH
c rHAm QUYEN CrAr guver cun so TU'eHAp, UBND cAp Huvcx.

UBND cAp xA rnril orn eAN riNH xsANH uoa
rheo Qtty€t dinh s6 X6f|UANO ngay,l.l rhdng,l!<tant 2023 cua Chi tich L|BND trnh Khanh lToot

A. THt Tuc uANu CHiNH THUC HIEN TAI CO qunN quAN LY Co SO DO,LIEU HQ TICH DII,N TI],

l. Thri tr.1c xic nhin th6ng tin hg tich (Ma so TTHC: 2.002516). Co 02 quy trinh thuc hi6n

1.1. Thri tqc xfc nhin th6ng tin h6 tich thu6c thim quydn gidi quy6t ciia Sri'Tu ph6p

- Ma s6 qul,trinh thii tuc hdnh chinh: 2.002516-01

- Thoi han gi6i quy6t:03 ngdy. Truong hqp phdi ki6rn tra, x6c rninh thi thtri han c6 thO k6o d2ri nhurg kh6ng qud I0 ngt)r'lanr r i0c

Er

Bi6u miu/k6t quri

- Phi6u yOu cAu b6 sung,

hoirn thien her so' (.\1da so

02 ban hdnlt kirn theo

Thong rtr so 01/2018/TT-
VPCP ngdy 23/l 1/2018);

-..: . -:, .i . ^- l'hreu tu chor trclt rlhil|r

gi6i qurct ho so- (,\r'irr sri

03 ban hanh kbnt theo

Thong rtr .so 0li2a t E/TT-

VPCP ngol' 23/ I I /20 I 8).

^.: .: . ^ .:.- Uray trep nllan ho s() vo

hgn trri k€t quA (Miu so 0t
ban honh kdm theo Th6n,q

Thoi
gia n

(n giv)

0.2 5

Ghi chu

Trung
tim
PVHC
C tinh

Co
quan,
do'u vi

Bu'o'c

th g'c

h i6n

T6n bu6'c

thuc hi6n

T16ch
nhi6m thu'c

hi6n
NQi dung c6ng viQc thuc hi6n

Bu'6'c I Ti6p nhin
no s0

Trung tArr

PVHCC tinh
o. NQp hi so tru'c tiAp'

- Xem xdt. ki6m tra tinh hop lQ cta h6

S C':

. .l-r Truong hqp ho so chua drly du:

cons chuc ti6p nh4n ho so hrrr:ng din
-,i " t I
de cong dAn hrl srrnq ho so va in Phidu

1'6u citr bir sung. hoan thi6n h6 scr:

. ,;.
' Truong hop ho so khon_e dirng qul
dinh: in Phi6u til ch6i giai qu1,dt h6

+ Trudng hop h6 so dA1' dt. hqp lQ:
_';Tiip nh{n vi nhap thong tin tiep nhdn

ho so vao Phin rrirn Mot cua: in Ciiv

SO;

J
l,;



2

ti0p nhdn h0 so vii trzi kdt qua cho
Itrtrrri r iLr ii.r: tltLre hr,.rn st'r ho:t lstro:__
ehrrp. churin thinh tii liiu dierr Lu

trOn h€ Lhong th6ng tin. co so clLr liOu)

i l k1 so vio tai lieu. lro su. ChLrr in
h6 so cl6n I']hdng ohuy0n mon cira So-

Tu phip.
':b. lYop llo so lt-uc luv(t1

- Sau klri nhan drLuc Lhong bao co ho
^:.i,str reu ciu cip xac nhin rhorrs rin ho

tich gLi'i tr6n Cong dich vu c6ng. 86.: . ^phan trep nhan va tra ker qua thuc
hi6n ti0p nhAn. ki6m tra tinh chinh
xic. di1,dti. th6ng nh6t, hop l€ ciia h6
SO:

+ Truirn-q htrp ho stl chu'a dAy clu.

chrra hop l€. Bo phdn ti0p nh6n v?r trA

ket quei gui rhong b6o huong clan bo
sung. hoan thiin lru s(Y qut ( ons (lich
r rr con.s. conr clin co thi ki,-1nr tr:r tirrh
trans rri ly ho so l<hi clang nhlip r ao

Cong dich vu c6ng. Trane thAi ho s0

tr0n Cone dich vu c6ng ld "Y0u cAu
,,1 .1 .--
tlo sLrn_c. gla\ to

- lrutrttg h,.rp ho so hi riL choi. Uo,: , ^phCn tiep nhan ra tra ket qua grri

tlrirrt-s hau tu ehoi tiep nllin lt(', so rluit
,i ^,1corte ('i'ng dich vLr conr:. cong dlin co

the kiern lra linh trans xrr lv h0 su khi

tu so 0l/2018/TT-
VPCP ngi.t 13.' l l t20 l 8):

- Ho so thco thu tuc hilnh

chinh dd c6ns bo.
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2.1 Ki0rr tra. tharn rnrru xri hi h6 so

S<i '[u

Ph:'tp

Buoc 2 Xf lyi h6 so', br'ro cilo Linh rtao So )

)

)

0

)LTT

thi0n hoi:ic khong du didu ki0n girii
I , ,. , .,1 . .qur ct. phrrr tu' choi thi eu i tlr,lrrs bi,r

vi tirrlr trrrrq lr,'r .u 1;1 lli, phirr riip
nhAn vd tra ket quh cl0 thong bdo cho

.).
nqu'rlr nop ho su (kern van hdn hrrong

hop l<h6nu

xic ntinh

COng chr-:'c

lrinr c6nq tdc

hrl Lich

-Thanl tra h6 so.
, .:' I ruon,q lt(yn h(, s, i cin hrr sun!r. hoan

dAn. ndu rd ly do. nr.ri dung ho sung....1
- thuc hi0n lai btLcyc l.
+ N6u ho so ddy dri. hqp lQ. dirng qu.v

dinh. th6ng tin rrong C<y scy dii, li0u h6
tich di6n tt i,i th6ng tin dit n_ehi xdc
nhin. ld cling, tru'ong hop ti6p nhan ho
so cdp xilc nhdn th6n_e tin h6 tich theo
hinlr thLrc trrrc tiep. rlti cring chuc larn

c6ne. tAo ho tich in du thrio Van ban

xiic nhAn th6ne tin h<-r tich. trinh Ldnh
dao phdng xenr xdt. phe dul et.

'^ :lruong hop tic'p rrharr lro su xin clil', rlie
nh6n thong tin ho tich thco hinh th[rc
truc tuvdn. c6ns ch[Lc lirn c6ng t6c ho
tich eur lai bi€u rniu Xiic nhdn Lhong

tin hd tich di6n tii v(yi rhone tin div du
).

ehtr nsuor 1Cu citr qLur tltu tliin rrr lroic
rhier bi s6

NgrLur r err cAu co tt'rich nhidrn kiirn

- Ho so'dzl ti0p nhan:

- Du thao vdn ban bio crio
(rtdu ro eu so plrilt lr Iicn
quan: lict !lut Lrcllt lra hrr

sor 1, ki€n cld xuit):
- Du thrio Van ban xac nhin
thong tin hu tich tThorry rtr
so 03/2023/TT-BTP ngirt,
0: .\/201J ct..t Bo tt tro.ni
BQ Tu'phdp).
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tra tinh chinh xric. dd1, dri cia cdr:

th6ng tin tr6n bi6u rn6u Xdc nhAn

th6ng tin h0 tich di6n tt'r,d x6c nhdn
. :. .(tol da rnot nga\').

N6u ngtroi co vdu cAu xac nh6n th6n-e

tin dA thorrg nhat. diy du hodc.:,
co plran hoi sau thcri han y6u

c6ng chuc ldm cone tdc h6 tich in Van
bdn x6c nhdn thong tin h6 tich. trinh
Ldnh dao phong xenr xet, phe duy6t.

6ng

rhi

kh
I

cau

Tru r\rig

hep phdi

k i6rn tra.

xdc minh

C6ng chirc
Iam c6ng tAc

h6 tich:

Ldnh dAo

Phdng

chuy6n

m6n;

Ldnh dao

Sol

Vdn thu

+Truolrg hop ho scr can b6 sung. hoan

thiQn hoac khong dt didu ki€n giAi
I . ,. , :, ..quyet. phdi ru' choi rhi gui rhong bdo

vd tinh trang h6 so tdi 86 ph6n ti6p
nhdn vi trd k6t qua d6 thdng b6o cho

.;nguni nop ho sty (kdrn van ban huonc
ddrr. n€u ro Iy do. noi dung bo sung...)
- thqc hi6n lai buoc I.
+ DU thiro Vdn bin x6c rninh. Phi6u

xin l6i vd hgn lqi ngay tra kdt (neu co).

Trinh Ldnh clao phong xem xdt. phd

- Lanh dao Phong chul,en m6n: xer.r.r

xdt du thao vdn bAn xdc rninh.

- Linh dao So: Ky vdn bAn xdc rninh.
, i ,, ,r

cnuyen van trru dong dau.

- Cong ch[rc Idm c6nc tdc h6 tich - FIo so da ti6p nhAn

- Vin ban xzic rl inh.

dur,6t

I +thim tra h6 scr

0t [)irne tinh
e lt() Lcl

clua xiic

nr inh

(l<h6ng

qua 7

n-ua1 linr
r iic)



- Vdn thu: dong dau giLi cdc co rlLran.

cltrn r, i l iOn quan.

6

C6ng ch [r'c

liinr cong thc

h0 tich

+'l ong hilp k0L rFra ric rrinh.

- Ndu Lh6l ho str diy' du. hop 10. clirng

quy' dinh. th6ng tin trong Ccr so dir
lieu ho tich dien tu vd thong tirr de

nghi xilc nhAn ld dirng. trLrdng hcrp
.i . ^ . ;. I

tri'p nhan ho srr eip ri,: nlrin thirrrg tin
hir tich theo lrirrh rhLic rrue tia'p. rl)i

cong ch[rc lAm cone t6c h6 tich in dLr

thdo Vdn bdn xnc nhan thong tin h6
tich. trinh Ldnh dao phdne xenr ret.
phe du1,0t.

TnLone hgp tiep nhan ho so xin cip xac

nhiin Lh6ng Lin lur tich theo hinh thilc
;^

truc l.uvdn. cong elruc ldrn cong tac ho

tich sii lai bi6u miu X6c nhdn thong
tin ho tich didn tt roi thone rin dril du

).

clro ngrroi veu cArr qua thu dicn tLr huac

thiet bi s6.

Nguoi 1,6u cAu c6 trach nhienr kicrn
lrr tinh chinlr ruc. dir dri eur cic

..,i
tlrLrrrg tin Llirr hiiu rnau Xic rrhin
th6ng tin h6 tich di6n tlr va xac nhain

(toi da rn6t ngz\y),
.i
Neu ltpu(fl co \ cU c

tin dii thon_e nhat. dir du hoirc kh6ne
c(, Pltiln Itoi ::rL, rlriri hun riLr ulrrr rhi

- Ho scr di Lr0p nhin:

- Vin ban xiic nrinh.

- DLr thao vdn ban bao crio

(nOu rd co sd phzlp l( li6n
.,4 ,,:quanl Ket qua kletn trl. xac

minh h0 so: ( kiOn d€

xuAt);

- Du thiio Vdn brin x/rc nhin
th6ng tin htj tich (Tltottg rt
so 03/2023/TT-BTP ngdy
02/8/2023 cua Bo trrottg
Bo Tu phap).

u xdc nhiin th6ns

u.5
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c6ng chuc liur c6ng tAc h6 tich in Vdn
b6n xac nhin thong tin h6 tich. trinh
Ldnh dao pirong xem xdt. phd du1,6t.

)', Xti lii h6

scr. b5o c6o

Lanh dao

S0

LAnh d?o

Phdng

chuyAn nron

Xem xdt. brio cdo dC xudt ! ki6n giai
quy6t vir trinh Lanh dao So.

Ho so do cong ch[rc larl
c6ng tdc h6 tich trinh va, .^ : , .,;
hao cao dc \uat \ kren grxr

quy6t

0.5

B u'o'c 3 Ki
ktit
giai

vd

dau

duy6t
qua

qu)'et

dong

-LAnh dao

Sd Tu phrip;

-Vin thu.

- Ldnh dao Sd Tu phdp k1i Vdn brin

x6c nhdn th6ng tin hQ tich;

- Vdn thu dong dAu va chuy6n k6t qud

cho Phong chuy6n rn6n.

Vdn bAn xdc nhdn th6ng tin

h6 tich

0.5

Bu'6'c 4 Luu h6 so C6ng chrirc

lirm c6ng tdc

h6 tich

Luu h6 so va chuydn k6t qud

Trung tdrn PVHCC tinh.

Vdn ban x6c nhAn th6ng tin
h0 tich

cho

Bu'6'c 5 Ti6p nhAn

k6t quA

Trung tdrn

PVHCC tinh
Ti6p nhAn. t6ng hor k€t qua tt So Tu
ph6pl chuy€n bucrc 6

0.12-5

Bu<ic 6 Tra kdt qua Tr ung tin.r

PVHCC tinh

0.125

mat
Trung

PVHC
C tinh

- Vao so theo d6i tiep nhdn
_.,:- Ira ket qua cho cong dan

- K6t thtc quy trinh.

- Vdn ban xdc nhdn thong

tin h6 tichl

- Bon dien ti Xac nhan

th6ng tin ho rich (Bon di€n-, ; ,.,lu'sc lt.t dofig gur Yc Kllo
qttan l1t dii liAu diin tr ctrcr

ca nhan/dia clti thu diin, ,.: , : ,..lr/lhtel br so/dtL'n lltoot cn(t

ngrrii .t itr catr satt klti ciir

hoan tot tht) ttrc rac nhan

th6ng tin ho tich rai co

quan ddng ma ho tich).

0
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ll() st) rlLloc lLru trir t.ri Srr

- II0 so rll-i tiip nhin rlteo

l'u plrip thco qr:r,dinh hi.:n hdnh. bao gom

I'TIIC da cong bo;

- Brtrt chup giav to cua nguoi vdu ciu cldng ki' hd tich xuat trinh (do ngudi ti6p nhAn h6 so thuc hi6n sao chup d6 lu.u lr0 scy theo quy dinh
r.ri l\lr()rrrr I DiiLr I l hong tu so 04/2020/TT-BTP ngdy 281512020 cira 86 truong 86 Tu ph6p Quy dlnh chi ti6r rhi hi\nh urot sO dieu .un
I-uit h6 Lich ri Nehi dinlr so Illil()l5t\lD-Cp ngdv l5 rhang l l ndrn 2015 cua Chinh phi quy dinh chi tiir rnor so didu vri bi6n phtip thi
hanh I-trit h0 tich). l-rutrns. hop cdc th6ng tin trong c6c gi6y td ndy dd c6 trong Co scr dfr, lieu qu6c gia vd dan cu (CSDLeGVDC). Ctr so

h inh th[rc lrlrc tu\,0n ).

- Viiu birr. giar 1.. tl)i lier-r xric nrinlr (tlri vtir rrLLirns htrp cci xdc rninh):
- \'urr bun bio crio I-r'inh dao Srr TLl phdp.

- llan chrrp liir qLru ITLI( .

l .2. 'l'h ii tuc xdc nhin th6ng tin h6 rich thu6c thdm quydn giii quy6t cria phdng Tu.ph6p

\'lr.i s0 qur trinlr Lhr-r tLrc hirnh chinh: 2.0025 l6-02

I hor han gidi qui'et: 03 ngay. Truong hr;p phai ki€rn tra. xac nrinh rhi thoi han co rhe keo ddi nhrrng kh6ng qua l0 nga1, tr\m viec

Co'
qunn,
ilo'n vi

l'hr) rtg
'l-rl

ph/rp

Brroc
th u'c

hi6n

lluric I

Ghi chri

'l-iip nhin
ll() s(i

TGn bu 6'c

thuc h i6n

Trdch
nhi6m

thuc h i6n
NQi dung c6ng viQc thuc hiQn Bi6u miu/kOt qud

Tho'i
gia n

(ngny)

lu0

tr cp

va trzi

qua

UBND
huven

phtin

nhAn
,i
l(et

cua

cap

tt. t\op ho so tru'c tiip.
'^ ':- xern \ct. ktclll tra tlnll hop le ctli,r ho

SO:

- lrtrong hop ho su chua tldl dir: cong
chftc ti0p nhAn h6 so huong dAn d6 c6ng
d6n b6 sLrng ho scr va in Phi0u ydu ciu bo
sun,q. hoan thi6n h6 so:

+ l'ruong hop ho str khong d(rng cluy

- Phi0u ycu cliu b6 sung.

hodn thien h6 so (Mrizr

so 02 ban hdnh kem rheo

Thong ttr so 0t/20t8/TT-
VPCP ngdy
2 3/ I 1/20 t 8):

- Phi6u rir ch6i ri6p nhin
glal qu)'el hr) s(r (M(/1i.!i,
03 ban hdnh kint rheo

0.2 )
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tin. co so dn li0ut vo ky so rio tni liiu. 
]

ho so. Chuydn ho so tl6n Phon-e Tu ph6p. 
]

dinh: in Phi6u tir ch6i gitii quyet ho scr:
. :, .: .-- Trucrng hop ho so da1 dn. hqp lQ: 1iep

nhAn vd nhAp th6ng tin ti6p nh{n h6 so

vdo PhAn mdrn MOt cta; in Gi6y tiep
.^ ,l . ".,{nhqn ho so vd tra k6t qud cho nguoi y6u

ciu: thuc hien s6 h6a (sao chup, chuy0n

thAnh tiri li€u di6n tt tr€n he th6ng th6ng

b. Nop hi so truc tuy\n.

- Sau khi nhdn duoc thong bdo co ho so
^:,.,y6u c6u cap xirc nhin thong tin ho tich

gtii tlrln Cong tlich r u cirrtq. B,J phirr tiep
. .:

nhan va trd kit qui tlruc hien ticrp rrlrin.

ki6m tra tinh chinh xic. ddy dt. th6ng
.,4 . ,^ . ,I

nhat. l)(T0 le cua ho su:

+ Truong ho. p h6 so chua dAy du. chua
.i . ^hcvp 10. Bo phin tiep nhcn vA trd kdt qud

grii rhr^rng bdo huong din h,l surrg. h,,an
..^ : ^^thren ho s(r qui) ( ong drch \ u cortg. cong.

ddn co the kidur tra tinh trang xtr l- ho so

khi ddng nhdp v?ro C6ng dich vu c6ng.

Trang thAi h6 so tr€n C6ng dlch vu c6ng
). I .,(.

ld "Yeu cAu bo sung gie) to''.

+ Truong hop h6 so bi tir ch6i, B0 phdn
.: . ^ . , ,I

tiep nhdn vA tra kdt qud gui thong bao ti
choi rieip nhAn ho so qua cong Cong dich

vu c6ng. cone ddn co thd kiem tra tinh

trang xt ly h6 so khi dang nlidP viro

Thong ttr so 0l/20I 6iTT-
VPCP ngdy

23/il/2018).

- GiAy tiCp nhAn h6 so-

vd lren trA k6t qun (Mdu

s6 0l bon hdnh kint theo

Thong rtt so 0l/2018/TT-
VPCP ngcl,
23/t1/20t8);

- Hd so theo thu tuc

hdnh chinh da c6ng bo.



10

Cong dich vu
..:
Long d rch vu

nhdn''.

Trang thhi h0 so rr€n
,'Ila r\ n Ollg OLl0C Llc-p

+ Trutvng hory ho scr dA.v- dri. hop I€. trang
' ,. .lthar ho so tren Cong dich vu cong lr
"Duoc tidp nhrn". "Yeu cau thu,c hicn
nghia vr-r tai chinh". Phin rndm sd cdp
rn6t Md so ho so truc tuydn cho n_quoi

y6u cdu.
I- Huong dan nguot yeu cau cip xac nhan

thdng tin ho tich thanh toan phi c6p xdc
nhAn th6ng tin h6 tich: Thuc hi6n thanh
l 36 1,'ua tuYen (( ons dich r u eirrrg phai
cung cAp ch[rc ndn_s thanh todn phi qua
ru-roi trudng rnan_e).

- Ngav sau khi nhin duoc phi c6p xic
nhdn thons tin ho rich. tso plrdn riip nhan
vd trii k6r qud ti€p nhdn h6 st'r. su i rh6ne
bio "l)ang ru lr " r i nsir htrr tni lier qLra

rlur L unp die h r u ,:i,nv. colrg din ci, th['
kicm tra rinh trang xu lj ho str khi dang

. ^lnhap vao L.ong dich vu cong. Dong thoi.
trang th6i h6 so tren Cong clich vu c6ng
lir ''Dang xu ly".

- Chuy6n h6 so ddn Phdng TLL phdp.

conq.

con g

'l ru'ong

hop khOng

XLi lj h6 so'. bho cao Linh dao Phdng Tu phdp 5

chilc
c6ng

-Th6rr tra h6 str.

+l-ruong ho-p h6 so

Cong

lirr b6 sune. hodncan

- H6 so dA tiep nhAn:

- Du' thho vin bAn bdo

)

llu'd'c 2
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t6c hQ tichxdc minh thien hofc kh6ng dt di6u kiQn giai quydt,
. .:. .phai tu choi thi gui thong bao vc tinh

trang h6 so toi Bg phin tirlp nhdn vA trd
ket qua de thdng b6o cho ngrroi nop ho

so (kdm vdn bAn huong din. n6u 16 ly do.

n6i dung b6 sung...) - thuc hiOn lai buoc
I,

+N€u thd-v h6 s<r diy du. hqp ld. dirng

quy dlnh. thdn-e tin trong Ccr s<r dii' liQu

h0 tich di€n tu vir th6ng tin clA nghi xdc

nhAn Id clirng. truong hop ti6p nhAn h6 so
l:

lcnp xic nhdn thong tin ho tich theo hinlr
thr-rc trtrc tieo. thi conc chirc lanr cong tac

ho tich in du tlrao Van bdn xic rrhdn

tlrone lin ho tich. trinh LAnh dao phone

xelr xLrt. phe duvit.
, .; , ;. ilru'ong hQ? trep nhan no s(} xrn cap xac

nh6n th6ng tin hO tich theo hinh thuc truc

tur'€n. c6ns chiLc larr cong tdc h6 tich gui

lai bi6u rniu Xac nhan thong tin h6 tich

dien tir voi th6ng tin dA;, dt cho nguoi ydu

cau qua thu did'n ttr hodc thi6r bi so.

N-euoi y0u ciu cLr trdch nhi6m kidrn tra
tinh chinh xdc, ddy du cua cdc th6ng tin
tr€n bi€u mAu X6c nhdn th6ng tin hg tich
diQn til vd x6c nhdn (t6i da rn6t ngdy).
-.: ^ i
Neu nguoi co y6u cAu xac nhan thong tin
dd thong nh6t. dAl du hodc kh6ng co

.:,phan hoi sau thoi han ydu c5u thi c6ng

c5o (ndu rd co sd phap

li li6n quan: ket qua
...:l , ). .,,i ,l
kleln tra ho so: \' kren de

xu6t);

- Dtr thdo Vdn bAn xac

nh6n th6ng tin h6 tich
:

\1 ltnttg ttt' .\,,

03/2023/TT-BTP ngd)'

02/8/2023 ct)a Br)

trro'ng 86 Ttr phdp).
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Tru irnc
lr .-p ciln
phai krern

tra. xic
nlinlr

Cong ch[Lc

lam cdng

tric h6 tich:

Lanh dao

Phdng 1ir
phdp;

Van Lhu'

ch[rc linr c6ng thc h6 tich in Vdn bdn x6c

nhin thong tin h6 tich. trinh [.anh dao
phone xern xet. ph€ du1,€t.

-t-'lrinh Li]nh dao Pht\ne'l'u phAp xen'r

xet. phC duy0t.

- Cong chirc lam cong rac ho tich:

+Thdrn tra ho so.

'Truong hop ho so cin bo sung. hoan
thi6n hoic kh6ng du di6u ki€n gizii quydt.

. . ,4, ,phar tu choi rhi gui thong bio re tinh
trang ho so toi Bd phAn ti6p nhdn vd trA
k€t qua d0 thdng b6o cho nguoi n6p ho
so (kdm vdn bAn hLlong din. n6u 16 ly do.
n6i dung b6 sung...) - thuc hiOn lai bu'oc
l.
+ Dlt thio Vdn bAn x6c minh: du thiio
Phi6u xin l6i vd hen lai ngdy trd kdt (n0u

c6). Trinh [-inh dao phon_e Tu phdp xer:r
xct. ph0 du1,0t.

- I-Anh dao Phdng Tu phdp: Ky vdn biin
ric rninh chul en r in rhLr done diu:

.:- VAn thrr: Done diLr gui eic co quan.

don vi lien c1uan.

Dtmg
tinh cho
.i,Ket qux

xac

minh
(khong

qua

ng2')

lam

vi6c)

7

- H6 so cli riep nhAnr

- Vin ban x6c rninh

- I-[6 sry dri tr0p nhin:

- Van ban xac ntinh:

- Du thao vin biin bio
c6o (neu rd co sri phap

0l

0.5Ctlng ch irc

liim cOns

tic ho tich

- l'0ng hop li0t cluri xzrc minh:

-N0u thiy ho str d61, dii. lio-p le, dLrng

quy dinh. th6ng tin rrong Co sty dii, li6u
ho tich clien tri vr) thong tin dti nghi xdc
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nhAn ld dirng. tru'crng hop ti6p nhdn h6 scr

c6p xAc nhAn thong tin ho tich theo hinlr
.,i ..

thuc ttu'c tiep. thi cong chu'c Iarn con_s tdc
h6 tich in du thAo Vdn bdn xdc nhdn
th6ng tin h6 tich. trinh I-dnh dao phdng
xem xdt. ph6 du1,6t.

. .i
Iruons hgp ttep nhan ho so xin cdp xdc
nhAn thong tin ho tich theo hinh th[c truc

t^
tuven. cong chuc larn cons rdc ho tich gui
lai biiiu mAu Xdc nhdn th6ng tin h6 tich
dien tti voi th6n-e tin dAy dt cho nguoi yCLr

ciu qua thu didn tti hodc thiet bi so.

NgLLoi yiu cirr co triclr nlriern kiirn rra
tinh chinh xr{c. dil,clu cira cAc rh6ns rin

^ ,.i i -.,tren breu rndu Xac nhdn thons tin ho tich:'
diOn tt vd x6c nhdn (t6i da ur6t ngAy).
,,i ^ INeu nguoi co yeu cdu xdc nhdn rhong tin
dfr th6ng nfr6t, aAy dt hodc kh6ng co,:.phan hoi sau thoi han ydu cau thi cone
chuc lAm c6ng tdc ho tich in Van bdn xdc
nhdn th6ng tin htr tich. trinh Ldnh dao
phdng xem xdt. ph6 duyer.

- Ldnh dao Phong Tu ph6p ky Van brlri
xdc nhdn th6ng tin h6 tich;

- Van thu dong d6u va chuydn ker qua
cho chr.ic ldm cdne tic h6 tich,

lj licn quanl k€t clLrii

ki6m tra, xdc minh ho
s0; y Klcn de xuat):

- DLr thao Vin bdn xuic

nh6n th6ng tin h6 tich
:

\ I hong lu .\'/]

03/20)3/TT-BTP ngit.t,

02/8/2023 ctlo Bo
tru'o'ng 86 Ttr phap).

Van bAn xdc nhin th6ng
tin h6 tich:

0tBu'd'c 3 Ki
.:
ket

giai

Vi
o 3ll

duygt
qua

q u)'et

d6ng

- LEnh dao

Phdng Tu
phrlp;

- Van thu.

Bu6c 4 Luu h6 so C6ng chuc Lu'u h6 scr vir chuy6n ket quA cho 86 Vdn bzin xdc nhrin th6n{r 0.2-s
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B u'6'c 5 frd ket qLrn Bo ph{n
I rcp nhtn
vi Tra k6t
qua.

TrA kOt qua cho c6ng dAn

ll0 s,r LlLroc lLru rrir tli Phong l u phap theo quv dinh hien hdnh. bao g6rn:
.L-.,1- Il,'' :,r di tiiD nhin tlreo 

-l -l II( dii e ong ho:

- [31n chr-rp qiii\ to cua n-gu(ii r'€Lr cAu cldng ky h0 ttch xuat trinh (do ngudi ti0p nhdn h6 scv thuc hiOn sao chqp de ltLu h6 so theo quy'clinh
rai lihorin j t)ieu 3 -l'h6ng tu t6 OCIZOZOITI-BTP ngdy 28/5l2O2O c[ra 86 truong BQ Tu phrip Quy dinh chi ti6t thi hdnh rn6t s6 didu cua

I .r:lr lr,, tie lr r ir \slri dinlr s," lli 2015 ND-CP ngirv l5 rhdng I I ndrn 2015 cua Chinh phu quv dinh chi tiet rnrl so didu vii bifn phap thi
hr\nh t.uAt h0 Lich). 

-l'r.uong hop cdc th6ns tin trong cdc giay to niry dA co trong Co so dir liQu qu6c gia vd dAn cu (CSDLQGVDC), Co so

ilii liCLr h6 tich c|0n tir (CSDLIITDT). c[Loc hd th6ng di6n tu d6ng thi kh6ng phAi xu6t trinh (theo hinh thLic truc tiOp) hoac tai l€n (theo

hlnh thiLc tru'c tLrr 0nI.

- Vun brn. giriy ttr. tii Iieu xac minh (d6i voi trudng hop c6 x6c rninh):

- Vin ban biio clro I-:rnh dao l)hdng Ttr ph6p;

- lsurr chLrp helL qLrir 
'l TI lC:

ph6n tiep nhAn vd trA k6t qua tin hQ tichldm cong

t6c h6 tich

- VIn bAn x6c nhdn thirng

tin h6 tich:

- Ban diAn tu Xdt nhan

thong tin hA tich (Ban
,. :

dten lt( se lt.t dong !:u t ve

Kho qudn li d{i li€u di€n
ttt ctio cci nltan/dict chr

rhu' clien rLi/rhiit bi
.\u Ale tl lltoLll ( uLI tlglt't

vAu cau stru khi ilii hoitn
tat thit ltrc x/rc nhon

thong tin ho tich toi co

quan ddng ki hA tich).

0
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2. Thri tuc cip bin sao trich lr-rc h6 tich: (MA s6 1'THC: 2.000635). Co 03 qu-"- trinh thtrc hi6n

2.1. Thu tuc cip bdn sao trich luc h6 tich thu6c thdm quydn gidi quy6t cila Sri.Tu phip

- Ma s6 qu),trinh thu tuc hanh chinh: 2.000635-01

. - Thoi h4n giAi quy6t: Ngay trong ngiry ti6p nhAn hd so; truong hqp nhAn h6 so sau l5 gio rnA kh6ng giai qu)'(t clu,rc nsirr thi lrrr
kjt .1Lri trong ngar lanr r iic tiep theo.

a. Nop hi so truc ti€p;
..:- Xern x6t. kiem tra tinh hqp le cua

h6 so:

+ Trudng ho so chua d61,di:
.:,

nhan ho so hu onsc6ng chric
dAn dd c6ng ddn b6 sung h6 so va
. -..1 ^ ). . iin Plti6u ydu cdu bo sung. hodn

thi€n h6 so;

' ,l- Trtrong hcrp ho so khdng dung

qul,dinh: in Phi6u tu ch6i giai
i.:

q uYet llo so:

' l'ruong hop ho so cldl clri. htrp li:
_.:Tidp nlrdn vA nhip thong tin tiep
nh6n h6 so vdo PhAn mdrn M6t cua;
. --.: .: . ^ .lin Cidl tidp rrhdn ho so vir tra ket

quA cho nguoi 1'0u cAu: thuc hi6n
i,, :

so hoa (sao chup. clruldn thanlr tai

li6u didn tt'tren h€ th6ng thong tin.
,i.

co so d[ li6u) vA ky so vao tai liQu,

Bi6u rniu/k6t q u:i

- Phi6u 1,6u cdu bo sLrng,

hoirn thi6n h6 so (Miu
so 02 bon hdnh kdm theo

Thong tu t6 ol/lol B/rr-
VPC P ttsat,

23/11/2018):
^.,i . . :. ,i . ^- rhleu tu chor trep nhan

gidi quy6t h6 so (Miu so

03 ban ltanh kint tlteo

Th6ng ru s6 0I/20IB/TT-
VPCP ngot;

23/t 1/20tE).
^.i ,: ^ I- UraJ tlcp nhan h() s()

vz) hen tld k6t qua (Miu
so 0l bon hdnh kint rheo

Thong ru ttj o t tzo t stff-
VPCP ngav
23/1 I /201 B):

- I-16 so theo thi tuc

Thoigian
(n gnv)

Ghi
ch r'r

nlat
Tru ng Bu'6 c I

PVHCC
tin h

Titip nhAn

no so
Trung tAm
PVHCC tinh

truong ho. p

Ngr)
n _ua1

n hAn

Irong
ttell

ho sot

nhdn hir so

sillr l5 giir

mA lihong
I

.glal qLI\ et

cltroc nga)

thi tra kdt
quii trong
nga) larl

-. ,!
\ rcc lrel)

Lheo

hc./p

tlep

Co q uan,
tlo n vi

Bu6c
thuc
hi6n

T6n bu 6c

th u'c hi6n
Trich nhi6m

thu'c h i6n
NQi dung cdng viQc thqrc hiQn
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ho so. Chuyen ho so den Phong
chuyen mOn.

:l
D. !\op l1O so lt'ttc luten..

- Sau khi nhAn duoc th6ng bao c6
.l ^ : : ,.
ho so reu cau cip han sao trich luc
ho tich gu'i rrcn Cong dich ru cong.
Bo phrin tiep nhdn va rrd kdt qua.: - -thrrc hlen trep nhdn. kierrr tra tinh
chinh xac. rlar du. rhong nhdt. h<rp

l0 cira h6 so:

' IIttrrtt_q llr.tP 116 ., chtLl di1 dtr.

chua hop 10. 86 phAn ri6p nh6n vd
',;trr ket qua gui lhong b5o hurine

din bo sung. hoan thien ho str qua
^lC one tlich r u con_q. cong dan co thd

kiinr tla tirrh tlrrril rri l) lri, sry lilri
Jine rrlrip r :rl C.,rr-,: die lr r u e i,rr_g.,- , ,., :. ^ -_)I rJtte thir h() s() lr'an ('irnu tlielt r rr

cong la "Ydu ciu brl sune giAl t.-r".

+ Trudng hop h6 so bi ttr chdi. Bo
. ,lpnan tlcp nhan \a tra Kct qua gul

thong hAo ttr choi riip nhin hr, su
,i ^:.qua cone cU g diclr vu cUng. eorrs.

dAn co rhd ki€rr tra tinh trang xu ly
ho so khi deng nhAp v2ro Cong dich
vu cong. Irang thai ho so tren
C6ng dich vu c6ng Id "Kh6ng dLroc
.l . ^ ..

trep nhan

+ 'fruorg hop h6 scr dA1, dir. hop 16.

hirnh chinh cld c6ng bo



t7

trang thii h6 so trdn C6ng dich vu
^ ,r

cong li "DLrr.'c tiep nlrdn". "Ydu

ciu thr-rc hi€n nghia vu tdi chinh''.
Phin ni€rn sC cAp m6t Ma s6 h6 so

l.:lruc tuyen cho nguol yeu cau.

- Hucrng d5n ngudi yOu cAu c6p ban

sao trich luc h0 tich thanh todn phi
i ..

cdp ban sao trich luc ho tich: Thuc
Iridn thanh toan truc turen 16'5n*
dich vu cong phdi crrrrg cip clruc
ndng thanh torin phi qua ur6i trucrng
mang).

- Ngl sau khi nhdn duoc phi cdp

bdn sao trich luc ho tich. B0 phan.; , ^ . .:tiip nhin va trA k€t qrra tiip nhdn

ho scr. giLi thong bao "Dang xti lv".:ra ngil herr tri ket quc qut ConS

dich r u cong. cong dAn co th6 kiern
' .,.1

tra tinh trang. xu ly h6 so khi dang

nhip vao Cong diclr r u c6ng. Dong
. ,. .lthoi. trang lhai ho s0 lren Cong.

tlich vu crrne lu "Darrg rri 11".

- Chui,dn h6 so cl6n Phong chuy'6n

r.n6n.

So Tr
phdp

Bu'6'c 2 X[r li h6

so, b6o c6o

Ldnh dao

- C6ng chuc

ldm c6ng t6c

h6 tich;

- Ldnh dao

- C6ng chuc lirn c6ng tdc h0 tich:

+ThAm tra h6 so.

+Trudng hqp h6 so cAn b6 sung.

hodn thien hoic khdn-e cln di6u kien

- H6 so di tiep nh6n:
.: .- van han, gla)' to. tat

li6u x6c minh (ndu c6):

- Du thao vin ban bao



Phdne chur'0n

llto n

t8

giai quydr. phAi tt choi thi gtri
:.

thrlne brio vd tinh trang lto so toi
Bo phan tidp nhrrr vd tru kit qua de

tltirne bco cho neLr.i nop Ito so
(kern r,5n bdn hrrcrng din. nOu rir l!

.:.
do. noi duns bu suns.... ) - rhuc hidn
lai buoc L

. ;. . "., .l-r lruong hop cdn phai kiirn tra. x6c

n-rinh: Du thAo vdn bAn x6c rninh:
du thAo Phi6u xin I6i vd hen lai
ngiy tra ket (niu co)

-N6u rh6>' ho so cla1, du. hop l€.

dung qur dinh. tnrong hcrp tiep nhdn

h6 so c6p bdn sao Trich luc h6 tich.: .
thco hinh thuc trrre ti€p. in Drr rhio
bin sao Ir'iclr lue ho ticlr rLLorrq irne
vrii loai vi":c dri dirng k1,. trinh t-inh
rliro I)hUng \.nr \ct. plre tltrrit.

.. ... :llu()ns llup trcp nhJn lro sor x111 .r,
ban sao Trlch luc h6 tich theo h]nh:^
Ihuc lruc ruven. cong chirc lrrn ering

trie ho tich cLLi Iai noi .lune bieu
rriu Trich luc ho tich di€n nr rrrrmg

irng r"cri th0ng tin ddl,clu cho nguo'i
^t

1iu caLr qur tlrrr (liin u hoic thii.r bi

Ngudi y6u cAu c6 tr6ch nhi6rrr ki6rn
tra tinh chinh rnc. dAy c1t cua cdc

.t ,- _
th0ns tin tr6n biiu rnAu Trich luc ho

cho (n€u rd cr: so phzip
.il)' Iren quan: kct rlus

ki0rn tra. xdc niinh ho
, ,.: .: l

s0: ]' Klen dc \uut):

- Dtr thrio bdn sao Trich
luc h6 tich tuong [Ln_e

voi loai vi6c dA ding k!
(Bi€u miu theo Thong rtt
tA 0L/ZOZ.O/ff-BTP ctitr
Bo trunng Bo Tr phdp).

SO
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tich di6n nr v2r x6c nhan G6, du ,nOJ

ngav)
,,4 . :Neu nguot co )eu cap ban sao

l rich luc lrn rich di thorrg nhir. tlir
clu hodc kh6ng c6 phAn h6i sau thoi
han ydu ciu thi c6ng chilc ldm cong
t6c ho tich in bAn sao Trich luc h6
tich. trinh Ldnh dao Phdng xern xit.
phe du1 er.

- Ldnh tlr,, Phorre hrr,, e iio. trlrrlr
I-dnh dao So.

Ki
':l(et

gini

vd

ddu

duyQt

qua

quyOt

d6ng

Bu'ri'c 3 - Ldnh dao

Sd Tu phdp:

- Vdn thu.

- Ldnh dao So Tu phdp: Ky bAn sao

Trich luc h6 tich.

- Vdn thu clong diu vd chui'dn kdr
qurl cho Phdng chuydn m6n.

B u'ri'c 4 Vdo 56 cdp

bdn sao

C6ng chuc

ldm c6ng tdc

h6 tich

- Ghi vio 56 cdp brin sao Trich luc
h6 tich, luu h6 so.

- Luu h6 scr vd chuy6n k€t quA cho

BQ phdn Ti€p nhin vi TrA k6t qua.

- 56 cAp bin sao -[.rich

luc h6 tich (BiAtr rnitt
ban hanh theo Thong tu
so 01/2020/TT-BTP cila
86 truong Bo Ttr phap).

- B6n sao Trich luc h6

tich.
I

Bu'6c 5 Ti6p nh4n
kOt quA

Trung tdrr
PVHCC tinh

Ti6p nhAn. t6ng hqp kdt qua tu Scr

Tu phrlp: chuy€n buoc 6

Bu6c 6 Trd k6t qud Trung tam
PVHCC tinh

- Vdo s6 theo d6i ti6p nhdn
- Tra kCt qua cho c6ng dAn
- Kdt th[rc quv trinh.

- H6 so do Lanh dao

Phong chuv6n m6n
trinh:

- Bdn sao Trich luc h6

tich.

Bdn sao Trich Iuc h6

tich.

Tru rr g
tim
PVHCC
tin h
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llo sLr cltLoc lLrLr trir Laj So'.I'Lr phip thco qu1'dinh hi€n hirnh. bao g6m:

- tl,l s,,,1:l tiep rtlr'rrr tltc,r I III( tlrl ci,rre ho:

Llr,,rrrr j Dicrr I llr,rrrq ltr s,, U+ )Ur() I l-ts I P ngir 28 5 lUl0 cuu Bo [ru'(,ns Bir lLr phip Qrrl dinh chi Liir rlri lrnnlr rrrtlt s,l ,lidu ctrl Luit
ho tich r.'i Nehi dinh s6 tZ:IUOtSlND-CP ngdy 15 theng ll nirur 2015 cua Chinh phir quy dinh chi ti6t mot so didu vi bicn ph6p thi hinlr
l.Lrith0richl l'rLrr)nghcrpcricthonstintrongcacgie\tondyddcotrongCosddtli6uqu6cgiavCdancu(CSDLQGVIIC).Cosodu'lrEu
hir Lre h tli':n LLr i( SDLLll t)'l ). duoc hd th6ng didn tu don-e thi khong phdi xuAt trinh (theo hinh thLrc truc ti6p) hodc tAi l€n (theo hinh thirc
truc tLr\ clt ).

- llrrr chup kOt quri -fTHC.

2.2. Thri tuc cip brin sao trich lgc hQ tich thuQc thdm quyin gini quy6t cria UBND cdp huyQn

- \1rl sLr t;Ln Lrinh thLi ruc hirnh chinh: 2.000635-02

- T hrri hln viiri qul it: Ngay trong ngiri' ti6p nhdn h6 scr: trudng hop nhAn h6 scv sau l5 gio md kh6ng giai quyet duoc ngay thi trA k6t
t1r.ni tlong ngi\1 k\nr r"i6c ti0p theo.

Co tl rra n,

tlo n vi

LBND cip
Ir rr r 0rr

B uri'c

thuc
hi6n

Bu6c I

Ghi
ch ri

T€n bu6c
thuc hi6n

Trich nhiQrn

th u'c hi6n
N6i dung c6ng vi6c thqc hign Bi6u miu/k6t quri

Thdi gian

(ngiy)

Bti phAn

nhan v?r

liCL quti

UBND
huy€n.

tiep
tra

TiCp nhan

l'l() s(I
cuil

cap

a. Nop ho so tntc ti1p:
..: ,^ I- xcnr \e t. k telll tlJ trnll lroll lL' e u ho

SO:

+ Truong hcrp h6 str chrra ddv di. cong

chtrc ti6p nhdn h6 so huong din d6
; .:.

cong diin bo sung h6 so vi in I'hii'u r du

cAu b6 sung. hoan thien ho so:

- Phi6u veu cAu bo
suns. hoin thi6n hC

sct (.Matt so 02 ban
hdnh ki n.t rlteo Tltong
Iu so 0l/201SiTT-
VPCP ngo!
23/t1/2018);

- Phi6u tu choi ri6p
nhAn girii quvOt ho so
(Mau so 0i ban hinh

h\ga)
trong ng?ly

tiep nhAn

Iro so;
trLrirng
hr,rp nhfln
h0 so sau

15 gio rni
khong gidi
quYet



+ Trrrong hop h6 so kh6ng dfing qLn,

dinh: in Phi6u tiL cn6i giai qLryet h6 so:

+ Trr,rcrng hop ho so cli1, dt. hop 16:

Ti.ip nhin r a nhap thone tin tiep nlr:irr

Iro srr vao Phan rn6rn Mot e tra: in Giir
.: . ^ IIrIp nhan ho so r a tra k6r qua cho ns.uoi

y6u cAu; thuc hi6n s6 hoa (sao chup.
chui,dn thdnh tdi li6u di€n tri tr6n he

th6ng th6ng tin. co so dt li6u) vd ky s6

vdo tAi li6u. hd so. Chuydn h6 so den
Phdng Tu ph6p.

.: :
b. Nop hO So'lrtrc luyen:

- Sau khi nhan drroc rhong bdo co ho so
^ I i ,.

1eu ciu cdp bdn sao trich luc ho tich
gti tr€n C6ng dich vu c6ng, Bq phan
.; , ^ . . , ,itidp nhin va tra ket qua thuc hien riep

nhan. ki6rn tra tinh chinh xdc. tlir du.
.L:..^^:,

lhonq nllat. llop Ie cu3 ho so:

+ Trrrung lrop ho so chua di1 du. chtrr
ho..p li. Bo phdn tiep nlrin va tlr l<dt qua

-eu'i thdng bdo huong ddn bo sung. hoan

thien h6 so qua Con-q dich vu cong., . ) ..:
cong dan co thd ki6rrr tra tinh lrang xt
Ir ho srr khi dane nhap rio Cone dich
r rr con-s. frane thai ho str tr-in C'nc.

I
dich vrr corre la "Ydu cau bo sung giar
t0''.

+ TruonEr hop ho so bi ttr clroi. BQ philn

21

kiltt theo Thong ttt
.so 01/2018/TT-
VPC'P ngdv
23/il/20t8)

--,:. ,: ^ r- L,ra] treP nhan ho s0

va -hcn. tra kit quri
(Mdu so 0l ban hdnh
kdnt theo Thong tLr

so 01/201 B/TT-
VPCP ngdlt
23/1 t/201B):

- FI6 so- theo thd tuc
hanh chinh da c6ng
bo.

dtrtrc n,9.ar

thl tm liit
clua

nga)'
vi€c
theo

IOn_q

k\n.r

Ile P



22

ti6p nhAn vd trA k6t qu6 gui th6ng b6o
. . i, .: :tit clroi tiip nhdn h0 str qur cone Corre

dich vu c6ng. c6ng ddn cci thO ki6n.r tra
' ,, ' ).linh trang xti 11 ho so khi ilAng nhdp

vro Cong dich vu cong. Trqng thri ho

so trOn C6ng dich vu c6ng la "Khong
, .:

drrcic ttep nnan

+ Tnrcrng hop ho so dA1, dir. hop 16.
, ,., ltnr)! tltli lro s,r Lren C,irls .1;.h r u cirnc.

la "DLrtre riip nhin'. "Yeu cirr thtrc

hien n-qhia vu tdi chinh". Phin rn6rn sE

crip rnot Mi so h,l i(r lrue tu) Lin cllo
I

nguor ) eu cau.
t- lltL0ne dan nguoi yeu cliu cap ban sao

tlieh lue lro tich tlrarrh tt,ln phi ,:ip bin
sao trioh luc ho tich: Thu'c hidn rhanh

':tuil) truc tuyen (CorrB Jiulr r u crrnc

phdi cung cAp chrlc ning thanh todn phi
qua rn6i truong rnang ).

- Ngay sau khi nhdn duoc phi c6p bAn

sao trich luc ho tich. Bo phrn tiep nhiin
. . i .:va tra kit qur tiep nhin hd str. gui

thong biio ''Dang xt ly'' va ngd1, hen tra
, ! ^iket qua qua Lons drch vu cong. cong

d6n c6 the kiem tra tinh trang xu ly h6

so khi dang nhdp vdo Cong dich ru
^ ..:,

cone. Dong thoi. trang tlrai ho so tr6n

Cong tlich vu c6ng li "Dang xir hi".



Phdng Tu
ph 6p

Bu'ri'c 2 XU

so.

c:io

dao

ln h6

trio
Lin h

- llo str di tiip nhin:
.; .- villt hal.t. -gtaY to. lrr

li6u xdc niinh (n0u

co):

- Dtr thao van bdn bho

c6o (neu rd co str.:
phap ly llen quan: kL't

qud ki6rm tra. xac
. I .:.

t'nlnh ho s(): \' KrL'n dc

xulit):

- I)u thao ban sao
'frich luc h6 tich
tuong [r'ng voi loai

vi6c cl5 ddne ky.' (Bi6u
i,:

ntott llrco I hong lu .\o
04/2020/TT-BTP cLio

Bo trtotlg Ba Tt
phdp)

- ChuyOn h6 scr dcn Phong 1'u phrip

-Cdng chric

lam cong tdc
hrl tich:

dao

Tu
-Ldnh

Phdng
phlip

- C6ng chric lam cong tac ho tich:
.-.:.r+ I narn lra ho so.

+Truon-q ho'p ho so cdn bo sung. hoAn

thi6n holc kh6ng dt di6u ki6n giai
i . ,. . . l. ,.quv6t. plrai tLr choi thi gtii thong bio ve

tinh trang ho so toi BQ phin tidp nlrarr
. - . i - .l ^va tra kd't qud de thong bzio cho ngu<ri

nop ho so {kdrn virn ban lrtrong din. neu

16 l. do. n6i dune b6 sung...) - thtrc

hi€n lai bud'c l.
-Truong hop cin ph6i kiern lra. rac
rninh: Du thdo vdn ban xhc minh: du

thrio Phi6u xin l6i vd hen lai nedv tra
k5t (nt!u c6).

+N6u thiy ho so di1, dt, hop le. cltng
quv dinh. trrrme ho. p ti6p nhdn ho str cip
b6n sao Trich luc h6 tich theo hinh th[rc

-: .

truc tiep. in DLL thao barr sro Triclr Irrc

h6 tich tuong ung voi loai r,idc dd ding
ki. trinh Ldnh dao Phdng Tu phdp xen.r

xct. phe du)et.
'frucrne 

lt,.r1', tiep rrlrin lro so rin cap l.irrr

sao Trich luc h6 tich theo hinh thuc truc
;^

tu1en. cong chuc liru cong tdc ho tich

grii lai n6i dung bi6u mitr Trich luc h6

tich diQn tu tuong ung vdi th6ng tin diy
du cho nguoi y6u ciu qua thu di€n nr
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hoic thi€t bi s0

Nguiri 1'6Lr ciu c6 rrach nhienr kieni tra
tinh chinh xac. <Idy du cria cdc thdng tin

^ ..:
tren bidu rnilu Trich Iuc ho tich dien tu
va xiic nhdn (t6i da rnQt ngdy).

-,i ^ .a ^Niu nguoi co I du cdp ban sao Trich luc

lri, rich dd tlrong nhat. dAy clu houe

khtrng eo phln hoi scu thoi hrn yeu cru
thi cong chuc ldm cong tdc hQ tich in
birn sao Trich luc ho tich. trinh Ldnh
clqo Phdng Tu phAp xem xdt, ph€ duydt.

- LAnh dao Phdn_e Tu phdp b5o cao.

trinh Lanh tlqo UBND c6p hLry0n.

UBND cip
h rr yQn

Phdng TLr

phi p

Buo'c 3

[]u6c -l

- Ho so do Phr)ne l'rl
ph6p trinh:

- Ban sao Trich luc ho

t!ch.

_qra r

rl\
driLr

d ur,et

qua

clr-r),et

done

Ki
kct

- L2inh

UBND
h r-: r,0n

- Virn thu

dao

cap

- Ldnh dao tJtst.r-D cdp huyen:

sao l-r'ich luc h6 tich.
,: .- vun thu d(rnc dilu Va cllu\ cn

cho Phong f,, inap.

K( ban

kdt quei

C0ng ch lLc

lam c6r-rg l.iic

h6 tich

\,'io
cap

sao

So

bzi n

- Chi vao S0 cap brin sao Trich luc ho

tich. lu'u h6 str.

- Chuydn k6t qui cho
._ " :

nhan va l ra ket qua.

ph6n Ti6pB6

- So cip ban seo 
-t-rich

luc ho Lich (BiAu tniu
ban hinlt rheo Thong

rtt s6 u/2a20/TT-
BTP cua Bo trtto'ng
Bo Tu phdp).

- BAn sao Trich h:c ho

tich.



UBND c6p
h uyQn

Bu'<i'c 5 k6tTrA

quli

86 phdn ti6p

nhdn v2r
,;Ket qua

UBND
huyQn.

trii

cua

cap

Tri k6t quA cho c6ng d6:n
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Bau sao Trich lLrc ho

tich

116 so clutrc luu tr[i tai Phong Tu ph:ip theo quy dinh hien hirnh, bao g6m:

- H6 so dd ti6p nh5n theo TTHC da c6ng b6;

- Ban chup giil to cta nguoi y6u ciu ddng k1i ho tich xudt trinh tdo nguoi tiep nh{n ho so thuc lriin sao chup cli ltru ho so thc(, (lu\ tiinh tli
khoan I Eiiu 3 Thong tu so 04/2020,TT-BTP ngdy 28l5t2O2O cta Bo truong Bq Tu phdp Quy dinh chi ti6t thi hanh rnot so diiu cLn Luat lri,
tich vd Nghi dinh sfr 123l2Olsn\lD-CP ngdy 15 thdng 1l ndrn 2015 cta Chinh pht qui, dinh chi ti6t mot s6 didu va biqn phAp thi hirnh LuAt h6

tich). Trudng hop cac thong tin trong c6c giiv to nar dd c6 trong Co so dti' li6u quoc eir ve dan crr (CSDI-QGVDC). Ccr so dfr licu ho ticlr

diOn tu (CSDLHTDT). duoc hi thong di6n tu dong thi khong phai xuit trinh (theo hinh thuc truc tidp) hodc tai lin (lheo hinlr li)(iL trrc
tuy6n).
- Bdn chup kdt qua TTFIC.

2.3. Thii tuc cip bin sao trich luc hQ tich thu6c thim quydrr gini quy6t ciia UBND c6p xi
- Md so qLrv trinh thu tuc hinh chinh: 2.000635-03

.I
qLra trong ngir' larn r rtlc tii'p theo.

Tho i gia n

(n gziy)

chi
ch ri

UBND - Phi6u 1,01 cau lTo sur.rg.
.l .: :hoan ren no so IMau so

02 ban hdnh kbrrt tltac,

Th6ng ru t6 0ll:o t Yrr-
VPCP ngalt 2 3/ I l/20 I 8);

Nga]
ngar:.'
nhan

so: lr

I

t r()I 1
.,'

tr cl)

Irn

cap xa

Co'
quan,
do'n vi

Bu6c
th uc

h i0n

T6n bu'6c

th u'c hi6n
Bi6u miu/k6t quri

T16ch nhi6m
thgc hiQn

N6i dung c6ng viQc thuc hiQn

Bu6c 1 Tiep nh6n

no sc,

Btr phAn ti6p
nhAn vd trA
.:Ket qua cua

UBND c6p

xd.

a. Nqp h6 so truc ti6p.
' ..:

- Xern xdt. ki6m tra tinh ho. p I

+ Truong hop h6 so chua d

chuc ti6p nhAn h6 so hu6ng

h6 so:

: c6ng
:
ê con,q

dAn b6 sung h6 so vir in Phi6u ydu cAu b6

e cua

A1'di
oan d

ha-p nhlin
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sung. hoan thrtn ho so:

+ Truong hop ho scr khong dring quy
,. . ....: t. .,

dtnlt: irt I'lriiu tu choi gidi qur et hir str:

- TrLrtrng hop ho srr dir du. hrrp lcr: lii'p
nhAn va nhip th6ng tin ti6p nhAn h6 so
vio Phin m6rn M6t cLra: in GiAy ti6p nhAn,;lro s,r rlr tri kit qrn ulrrr ngrltri ri'rr ciltr:
rhtLc hicirr so ltoa (sro clrup. churdn rhi:rlr
tai lieu di€n tu tren he thong thong tin. co:.so dri lidu) va ky so vio tdi lieu. hu so.
Chuy6n h6 so d6n C6ng chri'c tu phip-h6
tich.

,::
0. .\ ut) ltt.).\o l|'trL ln\.t:D.

- Sru khi nhqtn dutrc thong bdo c6 lro so
^ : : .-yeu cau cdp ban sno trich luc ho tich gui

tr6n C6ne dich vu c6ng. 86 phdn ti6p.:
nhAn ri tra ket qua tlrLrc hidn riep nhdn.

kiern tra tinh chinh xac. diy du. thong
nhAt. htrp l0 cua h6 so:

+ Tnlong ho-p h6 so chtLa dA1, du. chua,: -
Iro-p le. tso phdn tiep nhan va tra ket qur
grri th6nu bao hrrlrn-s ciin bo srrn,g. lt,,an.:lhien ltrl so qua Cong. dich vu con-s. ci,ns
din eo rhi kidrn rm tinh rrang xri lr lro so

. ,- l
l<ltt dine nhap vao Ci,nq cll.h r rr e,rnq.

Tlan,e Lhii ho so trdn Con-s dich vu cons),:
la "YiLr ciu bJ suns qi:ir to''.
+ 'l-rtLirng hop ho str bi til ch6i. Bri phAn

- Phr0u tir choi ri0p nhin
grar quyct ho so (,17c[/ ,rr/

03 bon hitnh kitn rheo

Thong tu so 0l/20lS.iTT-
VPCP ngoy 23i11/2018).

^.: ,: ^ :- ulay tlcp nhan ho s(l va

hen trA kOt tlua lMitr .s6 0l
ban hdnh kdnt theo Tltong
tu so 01/2018/TT-
VPCP ngdy 23/)l/2018).
- Hd so theo tht tuc hdnh
chinh dd c6ns b6.

I ho sLr saul_
ll) gru rna

lrrrlg glal
qur iL dtroc

nga)' rhi tra

k6t qua

tronq ngdy

Irinr vi€c
.r ,

t lep thco
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trdp nhdn vd tra ket qua gti th6ng b6o tu
.:. .,i . ^ . :.

choi tiep nhdn ho so qua cong Cong dich
ru corrg. cdng ddn co the ki0rn tra tinh
trflng \u ly h6 so kh i dirrg nh6p vao Cong
dich vu cong. trang thai h6 so tr€n Cong

dich vu cong Ii "Khong duoc tidp nhdn".

+ Tru'ong htrp h6 scr diy dn, hqp 16. trang
. ,. . : ^ ^:,thAi ho so lren Cone dich r u cone Ii

"Ducrc ti6p nhAn''. "Y0u c6u thrLc hi6n
nghia vu tai clrinh". Phirr rn€rn sE cap rnor

Ua s6 hO so truc tu1'0n cho nguoi ydu

.iu.
I- I Irr,rrlq darr rrerrui -r itr cau caP hln sao

I t,i.h lr. h6 tich thanh todn phi cAp ban
I

I 
sao trich.luc h6 tich: Thuc hien thanh to6n

tru'c tuyen (Cong dich vu cong phii cung

c5p chuc ndng thanh to6n phi qua moi
truong mang).

- Ngar sau khi nhdn drroc phi crip ban sao

trich lr,rc ho ticlr. Bo ph4n ti6p nhan r a tri
ket qua ti6p nhdn ho sn. gti thong bdo
"Dang xu hi" r a ngav hen trd ket qua qua

C6ng dich vu c6ng, c6ng d6n c6 th0 ki6m

tra tinh trang xu Iy ho so khi ddng nhAp
. ^:vao Cons. dich vu cone. Dong thoi. trang

thei ho so tr6n C6ng dich vu c6ng l2r

"Dang xu ly".

- Chuy6n h6 so d5n C6ng chrlrc tu phrip-h6

tich.
_____-l



L]I]N D l] rr'6'c 2

e :r l) x1l

Xtr
S ().

clio

clao

li, h6

brio

Ldnh

C6ne chirc tr-r

phiip-h6 tich

t8

+-f hAm tra h6 so.

-Truong hqp ho so can bo sune. hoan
., .,1 'thien hoic khOng dt dieu kien riai quydt.

phai tir clrtli thi etri thong bio ve tinh.;lrrns hj so trri Bo phdn tidp nhin ri tra

ket qul dc tlrons. bio cho rrctriri rrop lro su
(kc'm van brin hlL

n6i clung bo sung
L

dAn. n€u rd lj do.
- thuc h i€n lai bu oc

+TrtLong hop cdn phai kiern tra. xiic ninh:
Dtr thao r lrr brn rie rninh: dLL tlrao Plriitr
\rrr l,rl \il lr,.'rt lni rrg.rr trtr liit l irr ctit.

-N0u th61 h0 so di1 <1u. hqp 10. dirng qul,: -(lrnh. trtrons lroo tidp rrhan ho sr' cip hln
sao Trich lpc ho tich theo hinh thric truc
ti6p. in Du thiio b6n sao Trich luc ho tich
trrtrng ri ng voi loai I iOc dA ddng ki. trinh
I-inh ciao UBND cip xi xen.r xdt. phC

d u1 01.

. .: :
I lurmg lr,.rp tiep nhin ho so xin cip bin
sao Trich luc h6 tich theo hinh thuc truc

i^
tu.vcn. so,,* chr.r'c larn cong rac Iro tich gtii
lai n6i dung bi6u mtiu Trich luc h6 tich
di6n tu'tucrng ung vcii th6ng tin dAy dir cho

l,
rrgtrui r cLr e iu qua tltLL didn tLr holc thie t bi

:
so.

cau co

x6c. ddv

- H6 so dd tiOp nhAn:
.l .- Van han- grav to- tar lteu'-,.

xdc rninh (n 0r-r c6):

- Du' thrlo vAn ban bdo czro

(ndr-r 16 co sii phap l(' licn
.: .l

qLliLn: Kct (lr.lJ l ct'n ttl1. \.tr
rninh h6 so: - ki6n dC

\u3t ):
- Du thao bAn sao -frich

luc h6 tich tu'onq r.i'ns r,6i

loai vi6c dd riang kj (Biel
t ttlt lltett lltt)tr,! ltt \tl
04/2020/TT-BTP cuo Ilo
truong Bo Ttr phap\.

0ng

)

Ngudi y6u

tinh chinh
trdch nhi6m ki€rn tra

du cta ciic th6ng tin
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trdn bi6u r-nAu Trich luc h6 tich di6n tu r,2r

xiic nhdn (t6i da rr6t ngdy).

Ndu nguoi c6 yeu cAp bdn sao Trich luc
h6 tich da th6ng nh6t, dAy dri ho{c kh6ng
c6 phAn h6i sau thdi han y6u cAu thi c6ng
chric tu phr{p-hq tich in bin sao Trich luc
h6 tich tuong ung voi loai vi6c rld rldng
Iqi, trinh Lanh dao IJBND cAp xi xem xet,
ph6 duy6t.

UBND
cap xa

Bu6'c 3 K),
ttit
giiti
vd

d6u

quy6t

d6ng

duyQt

qua

- Lanh
UBND
xa;

- Vin thu

dao
i

cap

- Ldnh dao UBND c6p xd: Kj bdLn sao

Trich luc h0 tich.

- Vdn thu tt6ng dAu vd chuy6n k6t quA cho
Cong chuc tu phrlp - ho tich.

- Hd so do c6ng chric h-r

phdp-h0 tich trinh;

- Bdn sao Trich luc h6
tich.

cap xa
UBND Buric 4 Vdo

i
cap

sao

S6

bin
C6ng chric
ldm c6ng tiic
hQ tich

- Ghi vdo 56 c6p bdn sao Trich luc h6
tlch.

- Chuy6n k5t qu6 cho 86 phfln Tii5p nlan
vd Trri kdt quA.

- 56 cAp bdn sao Trich luc
h9 tich (Bi6u mdu ban

:nanh theo thong llt so

04/2020/TT-BTP cua 86
trudng BQ Tr phdp).

- Bin sao Trich luc h6
tich.

Bu'ri'c 5 ketTrA

qua
BQ phan ti6p
nhAn vd tri
';Ket qua cua

UBND cAp

Trd k6t quA cho c6ng ddnUBND Bdn sao Trich luc h6 tich
cap xa

H6 so duoc luu trir tai TIBND c6p xa 1eo quy dinh hien hinh, bao g6m:
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- 116 so di ti6p nhin theo'ITHC da cOng b6;
' .:

- Bin chup gi5y to cia ngudi y6u cdu dlng k1i h6 tich xuAt trinh (do ngudi ti6p nhAn h6 so thuc hi6n sao chpp dO luu h6 so theo quy dinh tai
khoan 3 Didu 3 Th6ng tu s6 04/2020/TT-BTP ngiy 28/5l2O2O cta B6 tru0ng BQ Tu phdp Quy dinh chi ti6t thi hdnh mQt sO didu cta LuAt hd
rich va Nghi dinh s6 12312015/NE-CP ngdy l5 thring 1l ndm 2015 cria Chinh phri quy tlinh chi ti6t m6t s6 didu v?r biQn phrip thi hirnh LuAt hd
tich).'lruong ho.p cdc th6ng tin trong c6c gi6y td ndy dd c6 trong Co sd dt li0u qu6c giavA dAn cu (CSDLQGVDC), Co sd dir liQu hQ tich
didn tri (CSDLI-ITDT), duqc hQ th6ng didn tu dOng thi khong phAi xu6t trinh (theo hinh thuc truc ti€p) hoac tii l6n (theo hinh thfc truc
tu) cn).

- Biin chup ktit quA TTHC.

IJ.'I'HU TUC ITANH CHiNH CAP HUYEN
'l hu luc tlnng k'i khai sinh c6 y6u t0 nuric ngoai (Mi so lTl-tC: 2.000528)

- Ma s6 quy trinh thi tuc hirnh chinh: 2.000528

- Thdi han giAi quy0t: Ngay trong ngdy ti6p nhQn hd so; Trudng hqp nhfn h6 so sau 15 gid md khdng gidi quy6t duoc ngay thi trA k6t
-i

rlLIlr lrono ngiy )irn Vi6c ti6p theo.

UBND chp
h uvQn

Co'quan,
clo rr vi

Bu6c
thr.rc

hi0n

TOn bu6'c

thuc hi0n

Trf ch
nhi6m thuc

hi0n
Ndi dung c6ng viQc thgc hi6n Bi6u miu/k5t qufr

Thd'i
gian

(ngny)

Ghi
chri

Bu'6c 1 Titlp nh{n
.l
ho s0

BQ phAn ti€p
nhAn vd trd
Ket qua cua

TIBND cap

huyCn

a. NQp ho so trlrc ti2p:

- Xem xdt, ki6m tra tinh hqp 16 cria h6
so:

+ Trudng hqp hd so chua ddy dt: c6ng
chric tiOp nhan h6 so hudng d5n d0 c6ng

ddn b6 sung h6 so vi in Phi6u y€u ciu
b6 sung, hodn thi6n h6 so;

- Phi6u yOu cAu bd sung,

hodn thiOn h6 so (Mdu s6

02 ban hdnh kim theo

Th6ng hr sii Ottzotalrr-
VPCP ngdy 23/11/2018);

- Phi6u tir ch6i ti6p nhin
giii quy0t h6 so (Miu sii

Ngay
trong
ngay
.:

tlep
nhan ho

SO;

trudng



': Tru'dng ho-p ho so' khong dung qu1,

dinh: in Phieu tn choi giri quydr ho srr:

+ Trudng hop h6 so dAy dt. hqp I0:

-.iTiep nhin va nhdp thong tin tiep nhrin
h6 so vdo PhAn rndm M6t cria; in GiAy
.r , ^ . I . " . :ti0p nhdn ho so va tra k6t qua cho nguoi

y6u ciu: thUc hi€n s6 hoa (sao chup.

chu1,6n thAnh tai licu cii6n tir tren he

thong thong tin. co so dn li(u.; va kr so

vdo tdi li€u, h6 so.

- Chuy6n h6 so d6n Phdng Tu phdp.

b. 
^'op 

ho so lt ltc tu.\'etl.

- Sau khi nhdn dtrcrc th6ng brlo co hd so

1'6u cdu Ddng k- khai sinh c6 1,6u t6

nrrtrc rrgoai eti trin ( ong dich r u crirr!.
cong ch[r'c ti6p nhdn ho so- tiep nhdn.

ki6m tra tinh chinh x6c, dAy du, th6ng
,I . .^ " ,I

nhat. h()p Ie cua lto so:

- Truon-q hqp ho srr chu'a dir du. chua
.: -hop )i. Bo phin tiep rrlrdrr r i trd kit qud

eu'i thong blo huorrg darr bo sLrrrg. hoin
.l ^lthidn ho so qua Corrg dich r u cong.

c6ng dAn c6 thd ki6m tra tinh trang xt 11

h6 so khi ddng nhip vdo Con-e. dich vU
, ,. . ).

cong. Trang thrii h6 so trdn Cong djch
vu c6ng ld "Y6u cAu b6 sung giAy to".

+ Truong hop h6 scr bi tu ch6i. 86 phdn
.: . ^ . - i

tiep nhan r i tra kdt que gu i thong bio tu

il
0-l ban honh liint lheo

Thttng rtr sA O t/:O tS/ff-
VPCP ngdv 23/lli)018).
- Ura) tlep nhan ho so \ a
hen trd k6t qua (Miu so

0l ban hdnh kbm theo

Thong tu so 01/2018/TT-
VPCP ngdt )3/ll/)018):
- Ho so theo thu tr,rc hanh

.,.'
cll rnll 0a cong l)().

ha-p

nIlNn lt (r

so sa tr

I5 gio

nta

kh6ng
qial

(ltlV c t

duoc
ngal,thi
tfti l<et

q uit

trorlg
ngz\),

li\nr vi6c

t rcl1 tltc()



,rl

ch6i ti6p nhAn lro so qua c6ng C6ng

dich vu c6ng. oong ddn c6 thi ki6n tra

tinh trang xir Ij h6 so khi rldng nhip vAo
^^Corrg. dich \ u c(ins. Trrne thai ho srr

trOn C6ng dich vu c6ng Ii ''Kh6ng ducrc,: ^ --
Irc ll nll3n

+ -l'ruong hcrp ho so rl6y du. hqp 10.
. ,. ':trans thai ho s<y tren Cong dich vu cong

lA "Duoc tiep nhin". "Ydu ciu thuc hien
nghia vu t2ri chinh''. PhAn mdm s€ c6p

rn6t Md s6 ho sn truc tuy6n cho ngudi
^:YeLl cau.

).- Huttng dan ngLLui 10u e iu thanh toin
phi. l€ phi: 'lhuc hidn thanh to6n tru'c

: ^itttr irr (Cong diclr vu cons phri eung. cdp

chiLc ndng thanh todn phi qLra rnoi

tru'ong lnang).

- Nsuv sau l<hi nhan du'trc plti. l': phi
Ding k( khai sinh co 1eu ro ntxic neoai..: ^B,, plrln tiep rrlrin r a trlr k['r rlua riip
nhin hO so, gui th6ng bdo ''Dang xir I, ", .-: .
va ngay hen tra kit qua qLra Ct,ng dich
ru c0ng. cdng dirr co the kiCrn rra tinh
trang xir hi h6 scy khi cldng nhdp vAo

Cong dich vu c6ng. D6ng th<ri. trang.,, : ^ ^:thii ho st-r trdn Cong dich vLr cong lir

''Dang xu' 1. ".

- ChLr1,6n h6 so cl0n Phong'l'Lr ph6p.



Phong

Tu phdp
Bu <i'c 2 Xlr li h6 sc'y. b6o ciio LAnh dao TJBND cAp huydn

2.1 Ki0m
tham

xt'l1i
SO

C6ng chuc
lim c6ng t6c

h6 tich

tra,
muu

h6

-ThArn tra hd so.

-Trutrng ho-p hd so cAn b6 sung. hodir
thidn lroic klrong du dieu kiin giai

: . ,, . i.qurit. phai tu choi thi gui thong hio re
tinlr trarrp ho so Lcvi Bo pharr riip nlrdn

. .: .t -vA tra kit qua di tlrotrg bdo cho rreuoi
nop ho so (kern van ban huong din. neu

,ird Ii do. noi dung bo sung...) - thuc
hidn lai btroc 1.

-T|uurrq hup can plrri kier,rl trr. xac

rninh: Du thAo vdn bAn x6c rninh: du
thao Phiiu xin 16r ri lren lai neil tra ket

^:qua (neu co).

- Neu h6 so diy dri, hgp 16, dirng quy

dinh. truong hqp ti6p nhdn h6 so dlng ki
khai sinh theo hinh thuc truc tidp: Du'

.: i, .
thdo kct qua giai qrrl 0t. trinh Ldrrh dro
Phdng xem xet. phe du)'61.

. .l .:
Tru'crng hop tiep nhdn ho so ddng kr'

khai sinh theo hinh thrlrc truc tuy0n.

c6ng chuc ldm c6ng t6c hQ tich _qiri lai
..: : ^.:bidu rnau "Gidr khai sinh didn tri" r o-i

th6ng tin dA1, dri cho nguoi 1,6u cAu qua
..:, ., :,

Tl'rr dren Tlr l'rolrc fl'rrcl lr qo

JJ

- H6 so di ti6p nhAn:
.: .- Volt Dl1n. trit\ Lrr. tat llelr

x6c rninh (n€u c6):

- Du thdo r,in bzin bAo

czio (neu r0 co'so phip lv
,Llren quan: ket qua t elI

tra. xdc rrinh ho so: v
..: .i :
k ren de \uat):

- DrL thao Giav khai sinh
(han chrnh): han sao Ure\
khai sinh (n6u cong dan

co 1'eu cdu): (Bi6tr ntitr
ban hdnh theo Thong nt
s6 o,ltzozolrr-BTP cua

Bo tru'ong Bo Tt phcip)



Brr6c J

a6,

Buric .l Chi r io s0

ho ric h

-)+

Ngu'oi ydu cAu co trdch nhiCrr kidm tra
tinh chinh xac. clil' clu cta cic thong tin
tren bi€u rnau GiAl'khai sinh dien tLr vir

\lre Dltln (tttr tll nrot nglrr ).

NCLr nsrro i cti r Cu e ir-r xhc nhiin thOng

tin di rh6ng nhAr. ddy dt hoac khong co,:,phiin hoi sau thoi han reu cAu thi cone
chuc lirrn cdng tac ho tich in ' Giir khai
sinh" trinh Linh dao Phdng xern xdr.
phd dLryet.

- Xern xit. dur'0t ho so:

- tsao cAo Llnh dao UBND cip huyen

- Chi noi dunq khai sinh vio So ding kj
khri sinh vA cirnq ngu'rii r Cu car.r dins
L\ LIltr \ll]lr li\ lr'n \ rro \(,'

- Luu ho so vir chuydn ket qua cho Ilo
. ^ _.: ,_-. r

plran I iip nhin r i l-ra k6t qur.

H6 so do cons chtc iarnr

cong tec hd tich trinh.

- 56 dang kv khai sinh

I lJrctt t)t(nt h,u1 ltotllt tltpt)

Thong tt si 01t2020/TT-

BTP ctia Bo trtrong Bi
Tr phdp);

- Gi6y khai sinh (bdn

chinh); Bin sao Gi6y khai

Xcnr
bAo

Ldnh

K],
l<et

eia i

vA

\ct.
cao

dao

dul et

clutr

q u)'e t

d(rng

dao

Tu
Ltlnh
Phong

phdp

UBNI)
cap huvdn

LluN t)
c:r l)

h ur'6n

I'lrt)rrg
-l-u 

Jr lr:i 1t

Clon_q ch ilc
lam cong tac

h0 riclr

- [-dnh dao

UBND c6p

hui,0n:

- Van thu .

- Ldnh dao UBND cAp huyQn ky Gin1,

khai sinh (bin chinh): Bzin sao Gi6y:^
khai sinh (ndu cong dan co r du ciuJ:

- Van thu dong diu va churin k0t qud

cho l)hdng Tu phdp

- GiA-v khai

chinh);

- lJan seo (r ra\

(neu c6ng cla n

cll Ll.).

sinh (birn

khai
co

s inh

) eu
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Trd k0t qu:i cho c6ng dAn - Gidy khai sinh (bzin

chinh): Biin sao Gia. khai

sinh (n6u c6ne ddn c6 1,6u

cAu).

- Ban diAn ti Giat tihai

sinh (Ban diAn trr .ri /t.l
. | ,.,dong gln ve Kno qlton l.r'

dtl liAu diin tti c o ca

nhdrticlia chi tltt iliitt
nrhhiAr bi so/diAn rhoai

,lcua ngl(or velt colt sau

khi dd hoirn lat /htr tuc

dang l9'' klta i s ittlt la i co

quan ddng k1; ho trchl.

H6 so duoc luu trt tai Phong Tu phdp theo quy dinh hi6n hdnh

- ll,i s,, alA ti,.i1' 115,1n theo TTHC di c6ng b6:

- Ban chup giAy ttr cria ngu'ni yOu ciu ddng ky h9 tich xuat trinh (do nguoi ti6p nhdn h6 so thuc hi6n sao chpp 116 luu h6 so'theo c1u1,dinh tai
klroan .l Dierr i Thon.e trr so 04/2020,TT-BTP ngdy 28t512020 cua Bo rrucrng Bo Tu phap Quy dirrh chi ti6t rhi hirrlr rn,jt so tliiLr cnr I rrit
h6 tich vd Nghi dinh s6 12312015/ND-CP ngdy l5 thAng I I ndm 2015 cua Chinh pht quy dinh chi ti6t rn6t so cli€u ra hiin plrap thi hanh

Ludr I:r-r tich). Trucrng hop cdc thong tin trong cac gidl to nay dd co trong Co so dir Iiiu quoc gia ve ddn cu (CSDLQGVDCt. Ccr str dir Iii-rr
ho tich diOn rt (CSDLHTDT). duoc hd th6ng didn tu d6ng thi kh6ng phdi xud,t trinh ltheo hinh thuc truc tidp) hodc tai len (thco hinh thire
truc tr,rv6n).

.i .- Vin ban, giir tir. tAi licu xdc rninh (d6i v6i trLrong htrp c6 xdc minh),

- \'rrrr l.an bri,.eio I .lnlr,lr,,I BNI) cip Itur.:rr:

UBND
ca l)

h uyQn

bao 
-e6rn

sinh (neu c6ng clan cci 1eu
ciu)

Bu6'c 5 kerTrd
qr-ra

BQ phfn tiiip
r.rhir.r r'2r trA
,;
l(et qua



i - llen chup kCr qua l"l l [C
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N6i dung c6ng vi6c thuc hi6n Bi6u nriu/k6t qu:i

- Virn brn Llrirr-e bito vrdc ddn,s l<! ho tich dOn co quan li6n quan (d6i vtii trurmg hcrp phai th6ng bAo theo quy dinh cua LLrdt H6 rich vi\ cdc vdn ban
qLrr tlirrh chr tiit rhi hinh).

2. Thii tuc tlnng ky k0t h6n co y6u to nu'o'c ngoai (Vd so I IHC: 2.00U806.1

- 1\{i s0 rlLrv rrinh thu tuc hi\nh chinh: 2.000806

l-hiri hln siai quvet: l5 ngt\r,

Co'
(l r.l il n,

tlrrn vi

h rr r'6 rr

I Bu'dc

thuc
T6n b u'ti'c

thuc lr i6n

Trrich
nhiQm

th u'c hi6n

86 phin.; . ^trep nhan

vn trii k0t

cluh cua

t-rBr,- l) cip
hr-rv0n

Thd'i
gi:rrr

( n gnl')

Ghi chri

hi6n

L]I]N D

c:r p

Buoc I I Tidp
.:
ho so

nhAr.r ct. Nop ho so lrtc tiep.

- Xern xer. kiirn tra tinh hcrp le cria ho so:

- fruirtts h,.rp h,, s.r chua ,li. rlLi: cons, ': :clruc tiip nhin lro so l)rlonq dan de cons
dirt hir sttne lt6 s,t rA rrr P[icLr letr eitr ho

sung. hoirn thi6n ht\ so:

+ Trudng hop ho so kh6ng clirng quy dinh:
in Phi6u di ch6i giai quy6t h6 so;

' lruong hr.rp ho so dir dt. hqp lf : Ti6p
nhdn vd nhgp th6ng tin tiep nhAn h6 so

vdo PhAn mdrn M6t ciia: in GiAy ti6p nh6n
.: .lho so va trd ket qud cho ngu'oi yeu ciiu:
thLrc hi6n so h6a (sro chrrp. chuvin thanh
tai li6u di6n tt rrOn hC th6ng th6ng tin. co.', :
srr dit Ii0u) r i ky so vao tiri licrr. h,, so.

- ChuvCn ho scy clSn Phr)ne 1-u' pirhp.

- Phi6u y6u cAr-r b6 suns.

ho?rn thi6n h6 scr (Idzr
: ^^ ,

so U./ ban ltanlt kctit llleo
Thong tu' so 0I /201 B/TT-
VPCP rgll'
23/11/2A18):
^,,: . , ^, ,:- fnleu tu cnor tlcp nhan

gidi quy6t hd so (Miu so

03 ban hdnh kint theo

Thong nr so 01/2018/TT-
VPCP ngat
2 3/l I /201 B).

^.!. .i . ^ . ).- Ura)' tlcp nhan ho srr

vd hen trd ter qui lrvfirr
.so 0l ban hdnh kim theo

Thong rtr sa O tnO lS/ff-
L/PCP ngdt

0.5
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b NOp ho,so lruc luven'

- SaLr khi nhan clrro-c thong iriio co ho so
^ : ,_ , , . ; . . ; : ,\eu cau dans K\ ket ilon co \ cu lo r]lloc

ngoiri gui trdn C6ng dich vu c6ng, c6ng
.i . ^ .:. .:

chuc tiep nhdn h6 so liip nhiin, kierrr tra

tinh chinh xAc. cld1,dn, th6ng nhAt, hop 16

cua ho so:

+ Truong hop h6 so chtra ddv du. cliua
.i . ^hop le. BQ phrin tidp nhan va tra ket qudr

gti tlrong bAo huong din bo sung. Iroan

thiOn h6 so qua C6ng dich vu c6ng. c6ng

dAn c6 th6 ki6m tra tinh trang xu ly h6 so

khi deng nhAp vao C6ng dlch vu c6ng.
- 

. ,. .l ^ ^iTrang th6i ho so trdn Cong dich vu cong

ld "Y6u cAu b6 sung gidy td".

+ Trudng ho-p ho so bi tn ch6i. BQ phAn
.: ^ . - . i

tiep nhdn va tra kdt qud gti thong bdo tir
ctrOi ti6p nlrin ho so que cone Cong diclr

,^ , , i '
vu cong. cong din co the kiern tra tinh
trang xu lr ho so- khi dang nhdp rio Cong

. '. :

dich r u cong. Trang thai ho s,r lr,-rn Cong

diclr r r.r c6ne la 'Klr,in-r dtr,,-e tiil. nhan '.

. .:. .-^ .- Tluung hr.rp lro so drr du. lrcrp li. tmrrg.

thai h6 so trdn C6ng dich vu c6ne lar
_ ':"Duoc tidp nhdn". "Yeu cdu thuc hien

nghia vu tiri chinh". PhAn urdrr sd c6p m6t

va s6 h6 so truc tuy6n cho nguoi y6u cAu.

- Ilrrrirrg darr rrgtroi viu cdu thanh toan

23/t 1/20t8).

- IIo so theo thu tuc

hdnh chinh da cong bo.
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Phiu g
'l'u'

phrip

ll rlo c 2 Xu lr ho so. biio cro Lrlnh clao UBND cip hur in rerr xrrt. qur elr rlinlr

1-.hi. l€ phi: -fhrrc hi6n thanh to6n trtrc
turen (( rrns drclr rrr cjrru plrai cung eip
chtLc nirng thanh Lolut phi qua ut6i Lnrolrs
rnang).

- Neal'sau khi nhdn duoc phi. le phi ddng,,,: .^ : :ky ket l)on c0 viu to nuoc neodi. Bo phdn
,: ,. . . . itrep nhan vu rra ket qud ri6p nhdn h6 so.

gti th6ng b6o "Dang xri ly" vd ngdy hen
tra k6t qr-rA qua Cone dich vLr cong. cong
dan co thc kidnr rla tinh rlans xu lv lttl sry

khi ddng nhdp vdo C6ng dich vu c6n_q.
^:L)un-s thut. trans rhai ho st.r Lr0n Cong tlich
vu c6ng Id "Dang xri lj".
- Chul'dn ho so d6n Phong Tuphap.

- XLr li. thArn tra h6 so:
, .: :.

- llurrng fi1.rp ho srr can brl sung. hoan
thirin hodc klrons dtr dicrr kitlrr eiai qtn er.. .:,phul ltI eht,r tltr ctri llr()rre bjo ri tirrlr
trarts lto su ldi IJ' Pharr tir-1p nhalt r ir trl|:
ket qua de thong bao cho ngrrni nop ho scr

(kdrn vdn bdn huong ddn. ntu 16 11, do, n6i
dung b6 sung...)-thu'c hi0n lai bu'trc l.

. : . ....:
- lruone hop can phui kiirn tra. x6c rninh:
Drr lhiru r lur birrr xrie rnirrh: .lrL thtro l,lriirr
xrn lol \a hen lai ngar tra ket qui tnEu

- I 16 scv dd ti6p nhan:
,: .- Van ban. q[lv tr). tll

lieu xdc rninh (n0u cri):

- Du Lhaio r in bAn burr

crio (n€u rir co' sii phlp.:ly tren quan: ket quil
kiern tra, x6c rrinh ho

,../, .i :
so: y Kren de xuat):

- Dr,r

nhin
thAo

k L'L

GiAl'
h0n

chung

09

L2

oS

X
th6nr tr-lL hcl

Cong chLlc

lam con_g

tic ho tich

01

ab



larn c6ng t6c
"Gi61- chung

tich sui lai bi6u nrAu
,: ,^
Ket hon dlen tu vc

39

co)

- NCu h6 so diy du, hop I€, dtng quy dinh..: , ^ . :
truong hc.rp tiep nhin ho so dang kv kdt lrorr

theo hinh thuc truc ti6p: Dtr thdo ket qur
giAi quy6t, trinh Linh rlao Phdng xern x6r,
ph0 duyQt.

. .: :
I-ruong hop tidp nhdn ho so dan_e kv kdt
hon theo hinh thuc truc tuyen. cong chuc

chinh): Ban sao Tlich
luc ket hon (n6u cong

din co y6u cdu): (Bldrr
:,:nnu llleo l ltong lLt st)

04/202)/TT-BTP cia Bd

IrLtong 86 Tu phap).

- I-16 so da tiOp nhqn;
.: .- van Dan. glaJ t0. ter

li6u xtic minh (n6Lr co):

- Viur ban biro cao (nCu

rd ccr so phap Ij licn

ho

nhen

th6ng tin diy clt cho ngrroi \/Cu ciu qua

thu'di0n tri ho5c thi6t bi s6.

Ngtro'i 1'6u cAu c6 triich nhi.n-r ki6rn tra

tinh chinh xdc. diy, dri cua c6c th6n-e tin
^ ,.i : ^,1trin biiu rnau Ciar e lrirns rrhin kdt lrirrr

di€n tt vd xdc nhiin (toi da nrot n_ea1,).

...Niu rrrrroi co r iu ciirr ric nlran tlrong tirr
dA th6ng nhAt, dAy du hodc kh6ng co phan

h6i sau thoi han ydu cAu thi c6ng chri'c larr
.-.:

cong tdc ho tich in "Gidy chung nhdn ket

h6n" trinh Ldnh dao Phong xem xdt. phe

duv6t.

1'' Phe duyQt

h6 so, b6o

c6o LAnh

dao UBND
cap huyen

xerr xdt.

Ldnh

Phdng

ph6p.

dao

Tu
- Xern xet. duy6t h6 so;

- Bdo cao Ldnh dao UBND c6p huyen

02



Bu 6c 3 K! dulet ket qua giai quy0t vd d6ng dAu

i Kn duyet:'
ik0t clLra

girii q Lrr et

[)6ng dau

r10

- Chi vi€c k0L h6n r io 56 ddng kj.: ^kit hon. currg Irui bcrr nlnr. niL kr ti'n
vAo 56t hai bin nam. n[i ctns ki vao

Gidy chirng nhdn k6t hon.

- Tt\ chuc Li trao (ii:ir chtine nlrin
k€t hon va cap Gia1, ch[r'ng nhAn k€t

hon cho hai b6n nanr. n[i.

- I LrLl ho s0

quan: ket qLra l<i0rn tra.

riic rninh ho so: r liiin
-;. ;(lc \uat ):

- Du thao Gial,chiLng
nhan ktit h6n (brin

chlnh): tsan sao gn\
chung nhdn ket h6n (n€u

t

c()ng oiln c\l \ cll UILI ).

- S,', Jrine hr kiL hi,rr tBi.:r,:,
ntttl bLt llLlDlt llt,o lltutt'1 Itt

so 04i2020iTT-BTP ctxr llo
rruong 86 Tu phap).

- Ciil chung nhAn k€L h6n

(ban chinh);

- lJutt suo Tlielr lrrr liir lri,rr
:^(ncu rr)itg tlltrt cL, Icu elrLr ).

luvct d inh.

UBND
cnp

1.5

Ir u vGrr

['lrr-r rr g

Tu'
phrilr

B rlric .l (lhi Vr\o

5o h(, treh
.l 

t] chLrc le
^.:.Ir1r) (,lav

c h Li'ng
,:r)ltl[t Let

Ir6n

- l-inh dao

Phong I Lr

phap,

- Cring

chtLc ll\nr

cong tac ho

t ich.

ll

0l

Ldnh diro

UBND cip
hr-rr 6n

- Ky Giay chil'ng nhdn kdt h6n; BAn
.:,^ :.

soo Trich luc ket hon tneu cone ddrr

co yeu ciu). - Birr sao Trich ILrc kct Iri,n
:^^l

(n(ju cong don co ] eu cau ).

GiAy chung nhAn kOt h6n
(ban chinh);

2

Vdn thr-r Eong dAu vd chul,en k6t qui
Phong TLr phdp

Gid.v chung nhdn k€t h6n: Ban. .:sao I lich luc ket hon (rrirr

c6ng clAn c6 ydu c6u)

cho 0.5



UBND
cap

4l

Buoc 5 'l-ra ket qud Bo TrA k6t quA cho c6ng dAn

huygn

Phen
nh6n

.itra ket

116 so duoc luu tril tai Phdng Tu ph6rp theo quy dinh hi€n hanh, bao gdrn:

- Ho so dd tiep nhdn theo TTHC da cong b6:

- BAn chup giAy to cria nguoi y6u cAu dang ki hg tich xuat trinh (do nguoi ti6p nhdn h6 so thuc hi€n sao chup de lLru h,r scr theo qur dinh
tai khodn 3 Di6u 3 Th6ng tu s6 OqnOZOnt-BTP ngay 28l5l2O2O cua 86 truong BQ Tu ph6p Quv clinh chi rirlt thi hirnh rrror srl tlieLr cLra

Ludt ho tich va Nghi dinh so l23120lsn{D-CP ngay )5 tlr6ng ll ndrn 2015 cua Chinh phu qur dirrh chi tiir rnot so tlrcLr ri hiin plr,ip'lri
hinh Ludt h0 tich). Truong hqp ciic th6ng tin trong c6c gi6y to ndy dd co trong Co so dir liQu quoc eia ve dAn cu' (CSDLQGVI)C). Crr so

dir li6u h6 tich diQn tt (CSDLHTDT). duoc hQ th6ng di6n tLr d6ng thi kh6ng phdi xudt trinh (thco hinh thu'c trLrc tii'py h,,ic (rri ltin (rlre.
hinh thftc tru c tuydn).

- Vin bdn, gidi to. tai lieu xdc minh (d6i vdi truong hoo co x6c niinh):

- Virr hdn bao c;i,r I irrlr dao UBND cap huvdn:

- Ban chup ket qua I lllC:
- Van bdn th6ng biio vi0c dturg ki hO tich d6n co quan li6n quan (d6i v6i truong hcro phAi th6ng bao theo quy dinh cira LuAt I IO tich r a cac r,:rn ban 

Iqul,dinh chi ti6t thi hanh).

- GiAy chung nhAn ket h6n
(bin chinh); BAn sao Trich luc
'l '- i
Ket non (neu cong dan co yeu
cau).

- Batt Ji,ltt trr Tri, h ltrc k,ir

Itott ,Botr diitt ttr .r,; ttr don,t
gn't t'e Kho qttatt lI dtr ltcrr

di6n tti cr)o crl nhan/dia cht

thtr diAn til/thi6r bi so/diAn
:lhoot cua ng ot -teu cau .\au

klti dd lt,t,.ttt trit tltl ttrc dtrttL
h'' ket lron t,ti t'o.tltrntt d,itry kt

ho tich)

0

ti6p
vd

qua



3. I hu tuc tl:irrg ky khai tri co y0u
..- ,i- \l;l :,' .1rrr trrrrh tltLr tLrc hinlr elrirrh

t hoi a r gidi quyet

C o [] tr uc
(lulrn. Il)ue
tl rru r i hi6n

u tlN l)
c p

huv6n

Brlo'c I

-l-0n 
b rlr-r'c

thuc h i0n

'l'r0p nhan

ho sry

l'rIch
nhi0m

th u c hi6n

phAn

nhan

tr:r ket

Bo

t rep

vzi

quii
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t6 nu6c ngoiri (Ma sO TTHC: I.00I766)

: I .001 766

Ngay tlong ngay ti6p nhAn ho sr). truilns lro-p nhrin ho so' saLr l5 gio ma kh0ng giiri !lLr\ L:l rlLh.rc n-uuv thi tla l.iL
!lur tronu nlrir irnr r i0c Li0p theo. lrutns hcrp cAn xac rrinh thi thoi han giiii quv0t kh6ng quA 03 ngiy Iiur viec

Noi dung c6ng viQc thgc hi0u Bi6u rniu/k6t quri Th0'i
gia n

(n g:i1')

Ghi chu

a Nop ho so truc ti\p.

- Xern xt'l. kiirn tla tinh hop le cir ho

SO:

- Truons hop h6 so chtra diy clu: cong
.: . ^ .l .

chtrc tiep nhin ho so huong din dd cong
dAn b6 sung h6 so vd in Phi6u ydu cAu
, I .,^ :
h() sLin!t- lt()irn ll L]lt ltr) q(-I'

+ Truong hop h6 so- khdne rl[ng quy. ^,.: . , :,
dinh: in l'}hieu til choi giai qur et lro so:

- Truirng hop h6 so di1, du. hop 16:
*. i.Tidp nhin ri nhap thone tin ti6p nhan

ho scv vAo Phin rnern Mot cuu: in Ciit
ticp rrlrlrn lrr'r s,, r i tr ir kdt cltur .1,,, ,,olrri
yeu caul LhLIc hien sd hria (sao chup.

chuven thi\nh tdi li0u di6n tu' tr€n he

rlron-e thong tin. co so di li,.'u r r u kr so
,l

vao tar lreu. hu so.

- Chuy6n ho so den Phdng Tu phrip

b. Nop hi .su. t,',rt r,,t,i,,

- Phieu y'Cu ciu b0 sune.

hoirn thien ho so (Mizr
to 02 bo, l'tdnh kdnt theo

Thong tr sti O I tZO t Stff -
YPCP ngdy
23/t t/2018):

- Phi0u tir ch6i Li0p nhAn

grar quyet ho scr 1P7r,, ro
03 ban hdnh kdnt theo

Thong nr sti o ttzo t BtrT-
VPCP ngdy
23/t1/20t8)

^.i. .i , ^ ,I- u[ly trcp l)lriul lro so

vz\ hen trii k0r q uri (Mrnr

to 0l bo, hitnh kitn rheo

Thong nr tA OttZOtBtff-
I/PCP ngay

23/t 1/20 t8):
--:- l-lo so theo thu ttlc

hinh chinh cla cons bti.

hop nhin
h6 stv sau

quy0t

clrrtrc

nga) rhi
l |ir kel

rlLril Lron g

ngiir linr
.^ ':\ IL-C tlep

tlr co.

lIa

rU

o

a

Ngay

LrC)ng

ngi)'
nhan

SO:

tiep
h6

0ng

kht)ng



- Sau khi nh6n duoc th6ng beio co h6 scv

^:yiu cirr ddng k1' klrar tu co rerr tir rrurie

ngoai gti tr6n C6ng dich vu c6ng. cong

chric ti6p nhan ho s() Iiep r)lrdn. kiirn tll
tirrh chinh xdc. ddr clu. thong nhat. hc'p

IC CUA IIO SC':

+ Truong hop ho so chua dAy du. chua

hqp le. BQ phiin tiep nhAn vir tra ket qua

gui thong bdo htrong din bo sung. hoirn

thi6n h6 s0 qua C6ng dich vu c6ng,

c6ng ddn co th6 ti6m tra tinh trang xt
ly ho so khi dang nhiip vzro C6ng dich
ru cong. Trang thai ho so trin Corrg

I .; .:
dlch vu cong Ia "Yeu cau bo sung gray

to".

+ Trudng hop h6 so bi tri ch6i, B0 phan
.: ^ . , . -ltiep nhAn vd tra kdt qua gui thong bao

tir ch6i ti6p nhdn h6 so qua c6ng Con-e

dich r rr cone. corrg d6n co the kicrn tra
, ', ltinh trang xri l1 ho so.. klri dirrg nhdp

vdo C6ng dich vu c6ng. Tr4ng th6i h6
^ ^^so tren Cong diclr vu cong la "Khong

duoc tiep nhdn".
, , : -).- Trunng hqp ho so ddr du. hgp 16.

trang thai ho.so'tr€n C6ng clich vp cong

la "Du'oc ti6p nhan". ''Y6u cAu thtLc

lriirr rrehia r tr tai chinh". I'harr nrern si'

cAp mQt iraa s6 hO so truc tuyOn cho
:

nguol y eu cau.

4i

I'rtrr.yn s

htrp cil Il

rr in Ir

thiri
gra i

03

Ii\ nr

\ac
thi

cltl \r e t

kh6ng
qud

hau

ngi)
\/lcc
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- IILr'6ng ddn ngut-ri y-0u cAu thanh Lodn

phi. 16 phi: Thuc hi6n thanh to6n trr-rc

tu) in (Ci,ne dich r u cong phai cung cap

chu'c ndng thanh to6n phi qua ur6i
truong rnang).

- Ngar, sau khi nhAn duoc phi. l0 phi
ddng ky khai til c6 yOu t6 nLrdc ngodi,
Br'r phin t i.ip nlxin r i rru kir !luir riif)
nhiin ho so. gr,ri rhone brio .'Dang xu ti."
va ng?r1,' hen Lrzi k6t qui qua C6ng clich
r, tt errnc. cong. din ci, thd kiirtr rr':r tinlt
tranq ru ll h0 scr khi dine nhap vdo

Cdng dich \iu c6ng. DOng thcri, trang
thhi h6 sir tr6n Cone clich vu cone lr\
''Dang rtr 1. 

".

- Chur'6n h6 so den Phong Tu phrip

[) hdng
1'u phip

Bu'6c 2

a

Tnrrrnq
lro'p Iihilte
rac nrinl.r

C6ne chrLc

li\nr cong

tzic ho tich

-Thim tra h6 so.

- I rLI()nq llqrp h1i str cln
hodn thi0n hoac khong di

- LIo so dd ti6p nhan:

- Du thiio van ban bao cito
(n0u 16 co sii phrip lj li€n

,: . ,,l
quan: Ket qua Ktctn lra. xac
rninh hi, so: y ki6n di suit.1:

- Du thdo Trich luc khai tri
(bin chinh); []rin sao Trich

,:Itl( lilllt Iu (r)cu u(,t)! (lJn

co y0Lr ciru): (BiAtr nratr thco

SUb6

didu kien
girii quyOt. phrii tu choi thi gu'i th6ng

i..
bao \ e tinh trang ho so- toi Bo phin
ti6p nhAn vA trzi kCt qua d5 th6ng b6o

.t
chu nsLroi nop ho so (kdrn r in hln
hu,111q 6i,,. niu rir lr ,.ltr. noi rlung hu

suns....) - thLLc hien lai bLrclc L

Xi' Ii h6 so. b6o c6o Lhnh clao UBND cAp huyOn

Ki6rn tra. tharn rnu u xLr Iy h6 so



- N€u ho so ddli d[. hop li. dfng quy,

dinh. truirng hqp tiep nhdn ho so ddng

ki khai tu'theo hinh thuc tru'c ti6p: Du
.l : 

-thdo ket qu6 gidi quydt. Trinh Ldnh

rl4o Phong xem x6t, phO duyQt.
, .; , ^ , :Truong hqp tiep nh6n ho scv ddn-s kl

khai tu theo lrinl: thrlc truc tuvert.

c6ng chuc Iiun c6ng tiic hd tich gui
lai bi6u rnAu "Trich luc khai tu dien

tti" v6i th6ng tin dAy di cho nguoi
yOu cAu qua thu diQn tr'r hoqc thi6t b!

so.

Nguoi 1,du c6u c6 tr6ch nhiem ki6nr

tra tinh chinh x6c. d6l du cua cdc
. ',1thons tin trin biiu rlau TLieh luc

khai ru' didn tu va xac nhan 1r0i de

m6t n,edy).

N0u ngu'oi co 1,6u c6u x6c nhAn
. .- . r , : .lthonl tin dd thonc nhit. dar du lroic

khong co phan hcii sau thoi han _'-6u

cau thi cong chuc larn cong tac ho

tich in "Trich luc khai tu" trinh Lanh

dao Phdng xem xdt, ph6 duyQt.

TrtLdng

hqp phni

xiic rrinh

C6ng chuc
liun c6ng

t6c h0 tich;

Lanh dao

Phdng Tu

- C6ng chric lAm c6ng t5c h6 tich:

+ThAm tra h6 so.
. .: I-Truong hcrp ho so can bo sung.

hoan thi6n hodc khong du diiu kien

giAi quytit, phai tn ch6i thi gti th6ng

45

Th6ng trr so 04/202OiTT-

BTP ctta Bo trtrong Bo Tr
phap)

- FI6 so dd ti6p nh6n

- Vdn ban xhc minh. )

Dilng
tinlr cl

lict q

r:ic
rn irt lr



+6

phiip:

Vdn thLl

C6ng chirc
ll\nr c irn_q

tic ho rich

b6o ve tinh trans hd so'toi 86 phan !

tiOp nhan vd trri kcl quar d6 thong biio
.:.eho nguor nop ho so lkcrn ran ban

hu'ong din. ndu 16 li, do, n6i dung b6
sung. . . ) - thuc hiOn lai bu'oc l.
+ D\L thrio Vin bdn xac rninh; dr.r

thAo l']hiSLr xin 16i ra hen lai ngdv tra
k6t quA (neu c6). Trinh Ldnh dao
Phong xem xdt ph€ du1,€t.

- Ldnh dao Phong Tu ph6p: K, vdn
bAn x6c minh:

- Vdn thu: D6ng ddu r,5n b6n xilc
nrinh vd gt'i cic ccr quan dcrn vi lien
q aun.

*f iing hQp k€t qua xdc minh.

-N6u ho so di1 du. hcrp lc. clr-rne quv
rlinh. tt'utrrtq hr.rp tiin nhan hr, scr tlirn,s

kr khai ttr the,r [inl1 thrre trlrc riep: DLL, ,: | -_tltl,r I..si1 qrrr -::iai tlurit. 1r'rulr Lrinh
clao Phdn_q xent xir. phO dLry6t.

. .,i :lruong hop trep nhan ho str dtrng ky
khai tu theo hinh thirc trrrc tur,€n.
c6n_q chri'c ldm c6ng tdc h6 tich gui
Iai bi6u rniu "Trich luc khai t0 diOn

tlr" voi th6ng tin dAi.' dLr cho nguoi.'.
] cu eillr qua thrr dicrn rrr lroue thiit bi

:
so.

- Ho srv dd ti0p nhiin:

- Virn bun xiic rrinh:

- DLt tlteo r un harr hlru cd,,
(neu ro co str phrip lv lien.:
qLlllr): Lcl qL,it kl(nt tril. \:r(
rnirrlr ho so: 1 kien Ji rurlrr:

- Du thio Trich lrrc klrrri trr
(bzin chinh): BAn sao Trich-:luc khar tu (neu con.g dtn
c6 yOu ciu): (Bi€u ntiu theo
Thong tu' so 0J )0)0 TT-

BTP cirrt Bo trtrong Bo Ttr

phdp)

(khong

qua 03

ngd)

l2un

vi0c)
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2..2 xet.

cao

dao

cap

dao

Tu'

li\nrXeu.r

b6o

Ldnh

UI]ND
huf in

ph6p

Ldnh

Phone

Nguoi l,eu ciu c6 triich nhi6m kiem
tra tinh chinh xac. dav tlu cul cae

thong tin tr6n br€r-r rndu Trich luc
khai tu' di6n tu va xac nhdn ltoi da

rn6t ngdy).

-,; ^ :.Nirr nqrri'i co ri'u cirr xiic rrirarr

th6ng tin rld th6ng nhAt. dA1,dil hoac

kh6ng co phan h6i sau thdi han y6u..,.
cau titi corte uitue larll cjng tac Irr'r

tich in "Trich luc khai tti" trinh Linh
dao Phdng xern xet. ph€ du1 0t.

- Xem xdt. dul et ho so.

- |lao c/ro Ldnh clao UBNI) calr

hr,ryen.

FTo so do cong

c6ng tac ho t ich

bdo cao de xLrdt 1

QuY91.

chitc
tllnlr

li iin
i]

gI

UBND
cap

Trich luc khai tu (btin

clrirrh;: Bin sao lriclr l,.rc,:
khilr tLl (ncLl cons darr eo

1,6u ciu )

- 56 ding k1, khai tt (Biiu
:

tttott bon lt0nh lltco lltons
nr s6 04/2020/TT-BTP cLiu

86 trtrottg B(t Trr phap).

- Trich luc khai tu (bdn

huygn

Phdng
Tu'

ph6p

Ki
,lIct

-eizi 
i

Ya

dall

duvdt

qua

quVet

d6n_e

8116c 3 - Lhnh dao

LJBND cip
huy.,en;

- Vdn thu.

- I-anh dao UBND cap hul'en: k1i

Trich luc khai t[r (ban chinh): Ban

sao Trich luc khai tt (neu cong ddn

co 10u c iu).

- Vdn thu dong diu vA chuvdn kit
qud cho Phdng Tu ph6p

Bu'6c 4 Ghi vao 56

h6 tich
C6ng chirc

ldn c6ng

t6c hQ tich

- Chi viro Sir ddng ky khai tu' vd
: ,-ctng nguoi ydu cau ddng kn khai tt

ky vdo 56;

- Luu ho so- vir chuy6n k€t qua cho
^^ ' ^ _.:
BQ ph{n Ti€p nh{n va Tra ket qud.



,+8

chinh) BAn
':
( neukhai tLl

10u ct\u )

sao Trich luc

c6ne dan c(r

-Trich luc khai tu' (bzin

ehirrhl: Han su,, llr,h lrru:^
h.nrr tu dren lrI lneu cuil:l
dAn c(r y'eu cau).

- Ban dien ttt Trich ltr. khtti
ti (Ban di€n tu sd rtL dong,, |,.,gru |e Kho q ofi lt' (ln lteu
didn ttr cia ta nltdn,lio cltr
rhu cliAn nihhiit hi soidiAn

;lllOUl CttA llgltUl .l'r'lt LtIlt

sau khi dd hodn tat thti tuc
ddng lgt khai tti tai co quon

ddng lq) h0 tich).

ll u'6'c 5 phiin

n hlin

tra l(el

'l'rd k0t qLrti cho c6ne diin

rlt
quii

llti sri clu'oc luu rlir tai Phdne Tu ph6p theo qu.v dinh hien hirnh
' ,. ,: .- 11,'.,,,l:r tr.lr nllirr tlrco I I-ll( tli corrs bir:

bao gorn:

LBNI)
c:r l)

lr rrr'0 n

- Ban chup gi61

khoan i Diiu i
tlinh sLr lli l0 l

lr.rp eic thi)r

rCSl)l.ll'l l)
- \':rrr Lrltn. g

B o

rrcll

lq
l).
[l)

'ttr otr ngutri v6u c6u dAng ki, ho tich xLrAt trinh ido n-suoi ti6p nhAn ho so rhuc hiCn sao chup de luu iro so rht.o quy dinh rai
'fhong tu so 04/2020/TT-BTP ngdy 28l5l2O2O cta Bd Tu phdp Quy clinh chi ti6t thi hdnh rn6t so didu cua Luir ho rich vd Nghi
-5/ND-CP ngt\r' l5 thang 1l nirn 2015 cta Chinh phu qu1'dinh chi tier rnot s6 di6u vd bi6n phAp thi hr\nh I.uat h0 tich). TrLulng- -r.
trrr Lrr)rrs crte .'giiir tu ni1 dd cri trong Ccr so diL li0u qLroc gia v0 ddn ou (CSDLQGVDC). Ctr sti dir li0u h0 Lich ciien tu

ro. rii IiCu riic ntir.rh (cloi voi trudnq hol) cti xhc rninh):

- Vrtn barr biio ciro i-rrnh dao U13ND ciip hu1Cn.

- lltrn clrLrp hit qua 1-TIJC:

- \/irn bdn rhting bio r iec diurg k1 lio tich dOn co quan li€n quan (d6i voi rnrmg hop phAi thong bao theo quy dinh cria Luet Ho Lich vii c6c vin biin

l'ra kcL qui I
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qu),dinh chi tiet fti hanh)

4. Thii tuc dang ky nhdn cha. m9, con c6 y6u tii nu6'c ngoai (Ma so TTHC: 2.000779)

- Md so qu1, trinh tht tuc hrinh chinh:2.OOO'I'79

- Thoi han giai quy6t: l5 ngd1,.

Co' q uan,
don vi

hur,6n

Buo'c

t h r1'c

hi6n

B u'6'c I Ti6p nhdn

NO SC'

(;hi
chri

UBND
cap

B0
.!,

trep

Ya

qud

Phan
nhdn

trri kdt

- Phi6u yeu c6u bo sung,

hoan thien h6 so (Miu
so 02 ban honh kim rheo

Thong ttt .so 0 I /20 t 3 /TT-

VPCP ngdlt

23/t 1/20t 8);
. .:, .:

- l'hreu tu chol tlep lrhan

giAi qu,"-6t ho so (,41du so

03 ban hanh kint theo

Thon-< rtL so 01i20 t8rTT-
VPCP nga!-

23/t 1/20t B).

^,1 .: . ^ .l- ura), trep nlran ho so

vd hen tra kiit qua (nr'zizr

so 0l ban hdnh kim theo

Th6ng rtr sa O 1t2O lBtff-
VPCP ngq'
23/11i2016);

- llo so thco thLr tuc

0.5

T6n bu 6'c

th uc lr iQn

Trich
nhiQm

th u'c h i6n

N6i dung c6ng vi6c thuc hi6n Bi6u miu/k6t qud Thdi
gian

(ng,,: )

a. Nop ho so' trLrc ti6p;

- Xern xdt. ki6rn tra t inJr hcrp 16 cua ho

SO:

+ Truorg hqp h6 so- chua clil' dt:.: . ^ ,:.
corrg chuc tiep nhAn ho so huurrg dan

dd c6ng ddn bo sung h6 so vii in Phi6u
^ : ,l

ydu ciu bo sung. hoan thi6n ho so:

+ Truorig hqp h6 so kh6ng dtng qu;-

dinh: in Phi6u tir chOi giai quy6t hf,

SO;

+ Truong hqp h6 so dAy dt, hop IQ:
^.:Tiep nhin vd nhdp thong tin tiep nh{n
h6 so vdo Phdn mOrr MQt cua; in Gi6y
.i , ^ . : , , , ;ti6p nhdn ho so va tra kdt qud cho

nguoi ydu ciu: thuc hiQn s6 hoa (sao
I ...

chrrp. chuldn thanh tai liiu didn tt
tr6n hd th6ng thdng tin. co so dti lieu)
.., : .:

Va Kv so vao tar lleu. no s0.
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- Chuydn h6 sty ddn Phong Tu ph6p.

'; :
b. l\op ho s0 lruc tuyen;

- Sau khi nhAn ciuoc th6ng bdo c6 h6
so'r'0u ciu dang k1' nhan cha. me. con

hdnh chinh dd c6ng b6

cci veu t6 nrrtrc ngoai eiri tr€n C6ng
^ .:
an hodich vu c6ng. c6ng chuc ti0p nh

so ti6p nhAn. ki0rri tra rinh chinh x6c.
d6y du, th6ng nhdt. hop l0 cua ho str:

+ -l'r'rrdng hcrp ho so chua day du.
chu'a hcrp li. Bo phAn ti€p nhAn vi trd
kct .1ulr -Lri tlrirnl I'u,, huiirrs tlin l,i,
sun!. h\,ilIl thrdrr hL, sty tluu Ctlrrg dich
vu cong. c6ng ddn co thO kiOrn tra tinh
trang xir Iy ho so khi dAng nhip viro
Cong dich ru cong. Trang thii ho so.^^
tren Lonq drch r u eong li "Ytru ciu
bo sung gin1, to''.

' lruonq Iri.rp lro srr hi tiL choi. Ilo
phan ti.ip nhAn ra rrd kit qua gui
(hons bao tu choi tiep nhin ho s<r qua
c6ng Cong dich vu cong. c6ng ddn co, :. ,:
the krern tra tinh tranp xt lj ho so khi
dang nhAp vdo C6ng dich vu c6ng.
..- , .. .: ^ ^llrarrg tlrai lto scr rren Cong tlich vu
cong ld "Kh6ng duoc tiep nh6n".

. ,: .:,- lrrrong hcrp ho scr day du. hop le.
tran-e thdi h6 sn tr'€n C6ng dich vu: ^ --cortq lr "DtL,.rc tie| rrlrin". "Yir. eiju
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thrlc hi6n nghia vu tz\i chirrh". Plrin
i-;.rrrirrr sd cip r:r,ir I\1i:o lro s() t|lIC

tul in cho nguo i 1,6u ciu.

- Hu(mg dAn ngtLtri ydu ciu thanl.r todn

phi. IQ phi: Thuc hi6n thanh toAn truc:. .^)tulen (Cong dich rrr cone phai cune

c6p chuc ndn,e thanh torin phi qua m6i

tru crng mang).

- Ngay sau khi nhin du'qc phi. 16 phi

ddng k1, nhdn cha, me. con c6 y6u td
nuoc ngoAi, B0 phan ti6p nhdn vd trri
t6t qua ti6p nhdn h6 so. gti th6ng biio
"Dang xri ly" vA ngAy hen trA k6t qu6

^:qua Cong dich i u cong. cong dan co

lhe kienr tra tirrh trrng xu' ly ho so khi
ddng nhAp vdo C6ng dich vu c6ng.

Dong rhoi. trang thai ho so rren C6ng

dich vu c6ng ld "Dang xt l1i ".

- Chuy6n h6 so d6n Phdng Tu ph6p.

Phong
Tu phip

B u'o'c 2 Xrr lr Ir,, st'. bao cdo Linh dao tIBND cdp hur€n 12

- Ho so dri tiCp nhrin.

- van ban rltelr Vct

nhiin cha. lne. con:

- VIn bdn. gi6,v to. tii: ,.
\ec nrllrh (ncl r co ):

- Du thao vin bzin biio

v lec

li6u

\lcllt

),ct
tror) g

tho i

giart 07

l0

l'l

lien tuc

- XLr l1i. thern tra ho s(].
. .l l ,i

- lruon.q hop lro s0 can Do sung.

hoan thitin hoic khong tlu dieu kiQn
; ,., . , i.giai quyet. phai tt choi thi gtri

rhong h6o ve tinh trarrg ho so tcri.: ^ . ,:
Bo phdrr tiin nllip ra tla k6t qtri dr.1

thong bao cho nguoi ngp ho so

2.1 Kiem tra.

thanr rluu
. ', :\u lY ho sc,

Cong chuc

liun c6ng

t6c h6 tich

cao
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(kdrn vln ban hudng dAn, n€u 16 l!
clo. noi clLrng bo sung...)-thuc hien
lai btroc 1 .

- frLLottrr h,.r1,,jii,'t plrui kiirl tra. xie
rninh: Du thAo r,5n bAn x6c minh:
dLL thiio PhidLr xin l6i vd hen lai
nga,\ tra Ket qua (neu co).

- Ni0m y6t vidc nhdn cha. rne. con
tai tru so UBND cAp huyen r,2r

UBND c6p xd noi thuon_q tr[r cua
nguoi ducrc nhdn ld cha. rre. con:

(neu rd co so phap I1i llin
,: ,^ ;i ,lquarl: Ket qua nretn \ ct: Ket

qua ki6m tra. xdc nrinh ho

srr: \ Iilen dc \r[tl ):

- Du' thAo Trich luc din_e k_

nhAn cha, me. con (ban

chinh): bdn sao Trich luc
dAng k1i nhdn cha. me. con
(n6u c6ng ddn c6 y6u cAu):

llJrelt tnou lhco I ltonc tLt ,td

01/2020/TT-BTP c cr Bo

trudng 86 Ttt phap.).- Ndu ho so da1,dt. hcro 10. dlng qu1

dinh. trucrng ho-p ti€p nhAn ho so
ddng k_v- nhan cha. trre. con thco hinh
th[r'c truc tii.p: DLr rhao kir qur giri
qulet. 1'rinh I-i-inh rlao Phr)ns xeu.t

xdr. phe du) er

'l-nrimg hcrp ti6p nh6n h6 so, dlng
ky nhAn cha. me. con thco hinh
thuc truc tuyEn. cone chuc lirn
cong tdc ho tich gui lai bidu rniu
"Trich luc d5ng kj, nhan cha. mc.

cun di,-:rr tLi" r t'ri rlrirrg rin dar dtr
Icho nqrror l drr uirLr qua thLl dien tLi

hodc thi6t bi s6.

Nguui yeu cau co trdch nhi6rn ki6rn
tra tinh chinlt
thong tin tr€n

dli cta
u Trich

x6c,

bi6u

dav

ma

c6c

luc



)) xdt.

c60

d?o
i

cap

Xem
b5o

Ldnh

UBND
hu1"6n

Ldnh

Phdng

phdp
- Bdo c6o

huyqn.
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dao

Tu
- Xern x6t. du1,6t h6 so:

Ldnh dao UBND cdp

- Hd so di ti6p nhdn:
,^ :- vall ban nrer)l \cl \ rec

nhAn cha. me. con:

- Vdn ban. gi61, to. tr\i liOu..:.
Nac rrlnlr ( neu co):

- \'irn ban hiio cao (nctr rd,:
c(} so phirp l\ llen quirr: Ket

02

02

uit)
qua

oex
ki6nr rra h6 so: r ki6n

- Du thdo Trich luc dang k,

nh6n cha. lne. con; ban sao

Triclr luc dang kr nlrrirt
.:^

cha. nre. con (ncu cong (lan
t.

co yeu cau).

UBND
cap

Ky duy6t kiit qud giii quy6t vd d6ng dAu

dang ky nh6n cha. nre. con dien ttr
i. .

vd x6c nhdn (toi da rnot ngay).

Ndu n-etLoi c6 y6u cAu xdc nhAn

th6ng tin da th6ng nh6t, dAy dt
hoSc kh6ng c6 phdn h6i sau thoi

:. ,. .
nan veu cau thr cona chuc larn cona

tac hd ticn ln "fri"cn luc dang k]
nhAn cha. mc. con'' trinh Linh dao

Phtrng xem xdt. ph6 du1,6t.

Bu6c 3

huy6n
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-) K(
k6t
gral quvct

I-r'inh dao

t-rBND cdp

huv6n

D6ne dau Virn tltu

Ky -l'rich luc dang ky nhan cha. me.
con. bAn sao Trich luc ddng ky

,i
Irltan cha. rlc. con (niu cone rllin ci'
ycll cau).

D6ng diu va chuyOn

l'hong Tu ph6p
k0r qud cho

- Ghi vi0c dirng ky nhin cha. rne.

con vao So d;rng ky nhdn cha. me.
con. cunq c6c ben kr' r ao So.

- Luu h6 so r,a churen ket qlra chtt
B6 phdn f iep nhAn vri 1'ri kdt qud.

dur'0t
clLra

1.5

0.5

3.2

Plrt)ug
-l-u'grhirp

h ur,0n

lIrr'6c.l
h6 tich
Ch i viur So Ctlns chirc

lz\m c6n_t

tac ho tich

- 56 dhng ky nhan cha. nr.-^

con (Bi€u niu ban hanh
^:lltco I hollg t ', Jd

04/2020iTT-BTP c o Bo

trt ro ng Bo Tt phap).

- Trich luc dang kv nhan

cha. nr,--. con: ban suo lriclt
luc dirng k1 n hiin cha. nt e.

con (n0u c6ne din c6 r,€ u

cdu)

L lrNl)
cll n

[]uoc 5 r 
-l-ra ket qua

Trich luc dang ky nhan

cha

Iuc

con

c zlrr

ban sao Trich
nhAn cha- mc.

ng d6n c(r vOr.r

)

ddng
(nEu

rlle. con

ky
c6

'frich luc dirng k1i nhAn

cha. me. con; ban sao Trich
luc ddng

,;con (neu

ciu).

hj nhan cha. rne.

c6ng dAn c6 v0Lr

0.5

BO

tlep
t'l\
qu ii

phAn

nhdn

trri k6t

- 'l rich luc dirng l<. nhAn

cha, rne. con: ban sao'frich
Iuc ding k1 rrhdrr ehl. rnc.,;con (ncu conq dtn c{) \'cL

cdu).

- Ban di€n ti Trich luc
ddng lqt nhan chct, tne, cot?

0
'l-r a ket quai cho cong d6n.
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lBon dictt trr sd ttr doug grri| ,.,
ve Lho qton ly d lteu dlen
tti' cia co nhan dio Lhi thu-,,.: ' : ,,-dtetl lu/lluel bt -\o/dretl
thoai cua nguoi t;itr cdu

satt khi dd hodn tat thti tuc
ddng f, nhon cha. te. con
tai co' quan ddng kj 116

t ic h).

I Io sri duoc lu'u trt-i tai Phon,q Tu phiip theo cprv dinh hicn hanh. []ao son.l

- I-ltr s,'dd tid'p nlrirr rleo TTI-IC ,.li ci,11g [s;

- Ban chup gi6-v to cta ngudi )'eu ciu ddng ki ho tich xuat trinh (do n-erroi tiep nh6n ho so thuc hicn sao chup di ltru ho so rhr.o tluy tlirrlr
tai khozin3Di6u3Th6ngtu'so04l2020lTT-BTPngal 28 5l2O2Octa86truongBQTuphdpeuydinhchi riirrhi hdnhnrotstidieuct,a
Luit ho tich vd 5=5; clinh s6 123/20l5AJE-CP ngdy 15 thhng l l nam 2015 cira Chinh pht quy dinh chi ti6t rr6t s6 dieu va bien phap rlri
hdnhLuAth6tich). frtrcrnghopcdcth6ngtintrongc6cgiil,tonav(ldcotrongCosddirlieuqu6cgiav6dAncu(CSDLQCVDC).Costi
dir Iiirr ho ticlr diirr ltI {('SDLHTD f ). du'oc he rhong didn tu dong rhi klrr-rng phai xudr trinh rrhco hinlr rhuc lnrc tiilJ lroac rai lcrr rrhe,,
hinh thtrc tru'c tur in).

- Vdn b6n, gidy to. tdi li6u xric minh (d6i v6i truorrg hgp c6 xric minh):

- Van bdn ni€rn 1'€t:

- Van han bdo cao Lanh dao UBND cip hui,6n:

- Ban chup ket qua TTIJC:

- Vdn biin thong brio vi6c dang ki, h6 tich d6n ccr quan lien quan (doi voi nrrong hcro phdi th6ng b6o theo qu), dinh cLra l-udt Ho rich r ij cac r irr
bAn qul,dinh chi ti6t thi hdnh).

5. Thii tuc dlng ky khai sinh k6t hq'p iISng ky nhin cha, me, con c6 y6u tii nu6c ngoai (Ma s6 l"lFIC: 1.001695)

- Mi s6 qur trinh thu tuc hanh chinh: 1.001695
: ,-- Inor erln sler qu)cl: l) ngxY
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Co'

rl r.l I n,
(lo'rr r i

hur 6n

l'hr) ng

I'rr ltlr:'r 1r

l] u irc

th u'c

hi6n

Buric I

T0n buri'c

th r.r'c h i6n

Trrich
nhiQm

th trc hi€n

N6i dung c6ng vi6c thu'c hi6n Bi6u miu/k6t qun Tho'i
girn

( ngnl')

Ghi
chri

U I]ND
cxp

Ticp nhin
ho sir

Bo

trep

\a tra
q uri

phAn

nhAn

k0r

- Xcnr xct. kiCnr tra tinh hop lC cua

lto sCI:

, lruong hop hu so chuu tlir tlu:
.i , ^ .:eong chuc ti6p nhdn ho str huong

dirr di cong din bo strnp hi, str ve in
l'lrii'Lr ldu ciu hi' surrs. hoirr thren hi
s (I:

+ lnrong hop h6 so kh6ng dung quy

dinh: in Phi6u tu cnOi giai quyOt f,O

SO;

, , I -;.- Trunng hcru ho scv dA1 dtr. hcrp Ie:

Ti6p nhin r,a nhdp th6ng tin ti6p

nhin hd so vio Phan rn6m MOt cua;
, _..: .: ^ Iin Ciur ti6p nlrin ho s<r vl trr kdt

qua cho nguoi 1'€u ciu: thuc hi€n sd
t.hol (sao chup. chuyen thanh tii lieu

di0n tu tr6n he th6ng th6ng tin. ccr sd
.., :

du Iiiu) r d ky s0 vao tri lieu. ho su.

- Chuven h0 so clen Phons chur3n
rtron.

- [)hr0u lctL clu bir sLrnq.

hoAn thi6n ho so (Mrir so

02 ban hdnh kim rheo

Thong ttr ttj Ott|alStff-
VPCP ngoy 2i/II/20I8).

,-..r . , ^, ,: ^- l'hleu tu chr)r Il('p nhltn
giai qu1.6t ho so' (,1,/rizr sri

03 ban hanh kim theo

Thong tu' sA Ot/ZOl Btff-
VPCP ngdy 23/11/2018).

^.:. .: . ^ .l- ura) tlep nhon ho s0 va

hen trA k6t qtta (Miu so

0l ban hdnh kirn theo

Thong trr so 0l/20lSiTT-
VPCP ngd1, 2 3i I I /20 I 8).

- Ho so theo thu tuc hirnh

chinh dd cong b0.

0.5

Xu lr ho srr. bito ciio Ldnh dao U IIND cap huy0n

) l Kr 0 nr tra. Cone chtc - XtL h1. thAnr tra h6 siv: - H0 so cld ti6p nhan; r0 Niern

lJu ric 2 t2
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tharl muu
' .,.1\u l\ ho s0

IAm c6ng

tAc ho tich
-Trunng hcrp h6 so can b6 sung.
hoirr tlriirr hoic khorrg dri dii'u kierr: . ^,gilrr qrrydt. phdi tu choi thi grri rhone
bio vd tinh rrang hri scr tcii 86 phin.; . ^lrcll nh^tl \ I lri kar qrri dc tlrorrr hao

cho nop ho so (kenr vdn ban

n6u 16 I1i do. nor dung b6

sung. . . )-thu'c hi6n lai buoc I

- Virn biin niim vet vi.^c

nhiin cha. nte. con:
.:- Van l)ar]- sra\'1o- trr lrcll

xdc rn inh (ncu cd):

- Du thao r' dn ban bdo cao

(n€u rd co so phdp lv li6n.;quxn: l(et qua nlcnt )ct:
k6t qua ki6nt tra. xac

minh h6 so: y kitin de

x uat ):

- Du thao: Gidl khai sinh.
Trich luc ddng k_ nh6n

cha. nre. con (ban chinh):
ban sao Gi61, I<hai sinh.

bdn sao Trich luc dlng k.
nnan cha. rre. con (neu

c6n-e ddn c6 1,6u ciu):
(B.iAu mitr theo Thong hr
so 04/2020/TT-BTP ctro
Bo trtrong Bp hr phap)

- FI6 so rlA tiep nh6n:

- Van birn nidm \ et vicc

nh6n ch a. nre. con:

- Van bzirr. giiil'to. tAi Iieu
;

xac nrnh (ncLr c()):

- Van ban b6o cdo (neu r0
co so phzip lj' Ii6n quan:

\ cl

Iron g

tho'i

-eran 07

n qi.
]icln tLrcngu(,r

ng dinhucr

-Truong hop c
rninh: Du thAo
. - _..:

thao l'h reu xrn

k€t (ndu co).

phAi ki6rn tra, x6c

n bdn x6c rrinh: du

an

VA

l6i r''d hen lai nsiv tri

- Ni6rn y6t vi6c nhAn cha. me, con tai
tru scr UBND c6p huydn va UBND
cdp xI noi thuong tr[r cua nguoi
duoc nhdn Ii cha, me. con:

- Neu h6 so ddi'du. hqp lQ. dtng qu1,

di:rh: Du th:ro kEt qua gidi qu) er.

Trinh Lanh dao Phong xeni xit. ph6

dui,6t.

- Xern xdt. dLr1,6t ho so:

- Bdo cao Lanh dao UBND c6p

hur'6n.

l02.2 Xem xdt.

b6o c6o

Linh dqlo

UBND cap

huy€n

I-dnh

Phdng

phdp

dao

Tu
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kdt quA kiOm tra h6 srr: .

K len de xurlt):

- DLl thAo Ci6y khai sinh.
'['rich luc ddng ky nhin
cha. me, con (ban chinh):

- Ban sao GiAi, khai sinh.

ban sao Tlich luc ddng k1

nhin cha. nr,-'. con (n0u

cons clin co vCLr cliLr).

i

I

i

?I.]I]ND
c:r J)

lr ur'6n

llutic 3 K_ dLLl 3t l(Ct qud girii qr-r1.'0t r,d dting diu

Kn d r,ry .a t

kt l llllil
giai q uy'ct

DLing diu

-)

i2 0.5

Ky Giey khai sinh. Trich luc dang k.
nltdn cha. nrr'. con (bzin chinh): bdn

sao CiAt klrai sinh. barr sro lrich lue

dane kj nhin cha. lne. con (niu cong
^tdan co vell calr )

Lanh dao

I IllN I) cip
hr-ry'€n

Gi6y khai sinh. Trich
dang l<1, nhtin cha.

con (bdn chinh ): bdn

GiAv khai sinh. brin

Trich luc dins ki
cha. me, con (n0u c

ddn co y€u cAu).

5

nhAn

IIuc

tnq.

szto

sao

ong

Vrin thr.L Vdn thu d(rng dAu vd chuy€n kOt qu6

cho Phong I'u ph6p

- GiAy khai sinh.

ddng ky nhAn

con (bin chinh):

- Bin sao GiAy khai sinh.

bdn sao Trich luc dang k.

nhAn cha. me. con (n6u

cong clin co l eu ciu).

'lrich hrc

cha. rre.



C6ng chil'c

lam c6ng

tac ho tich

Bu6c 5 T16 kdt qud cho c6ng ddnTrA k6t quzi

qua

B6 Phdn
nhdn.:tra ket

ti6p
vA

Phdng
Tu ph{p

Bu6c 4 Ghi vao So

hfr tich

59

- Ghi vao So dang k_ nhAn cha. nte.
con: So ddng ki' khai sinh vir cirns
nsuoi di ding kr hrl tich k,. r ao Sri.

- l-uu ho so \o chu\en kit qrra cho
^^ , ^ _': .ljn pltan I rcp nltin r j TIJ kir ilLrrr.

- So dang kr nhan cha.

IIrL^ corr r A So ddng ki
khai sinh (BiAu ntiu ban
honh tltao Tlnttg trr so

01/2020/TT-BTP ctra Bo
trt rottg Bo Ttr phap):

- Ciny khai sinh. 'l'rich luc
ding k, nhdn cha. rnc.

con (bzrn chinh):

- Bhn sao Gi6y khai sinh.

bin sao Tlich luc ddng ky
nl)an chJ. r'rc. c()n (l'tc11

cong dirr c(r 1,e Lr cr\u).

- Gi6y khai sinh. Trich
luc diurg ky nhAn cha. nte.

con (birn chinh):

- Bin sao Gi6y khai sinh.

ban sao Trich luc d5ng k-

nhen cha. nt!-. con (tlcu

crine din cri veu ciu).

0.-s

UBND
A

cap
0

h uyQn

IJo so duo'c Irru trir tai ['ht\nc'l'rr phiip theo qu]'dinh hi6n hanh. bao eont.

- II,"59dA riip rrhin tlrc,, fl lIt dd cons bo:
,i .- Ben chup qiir tiT cue neuoi veu cau ddn_e ki ho rich xudt trinh tdo ngutri tiep rrhan ho s t-, tlru.c lricln sao chrrP dc ltrrr lro s,, lltc,r.lrt]

dinh tai khoan i Di0u 3-l'hdng tu so 04/2020 TT-BTP ngdy 28/5/2020 cta 86 tlu'one 86 Tu'phap Qur dinh chi riir rlrr hinh rrrtr:,,
dieLr cia I-Lrat ho Lrch vri NgJri dinh sd l2ll2015 ND-CP ngdl l5 th6ng I I ndrn 20 l5 cta Chinh phLi qurr dinh chi tiet mot so di6u r ri
bi€n ph6p thi hAnh I-uit h6 tich). Truong hop cdc th6ng tin trong cdc gi6y to ndl dA c6 trong Co scr di li6u quoc eia vi dan cLL



lru'( lijpJ h,r:L; 1,,i liri trlte,, hinh tltL|e trtle llr\'an).

- Vin ban. giril ttr. tai liiu xdc minh (doi vtri trucrnq hop cir xAc rrinh)
i

- Vlin btin niern r'0t:

- \:.rrhr.i.l':..,,:r,'1.:lnh J:,,' I l\\l) eil' lrrrrin:

- l).rn chup k0t quu I'IFIC:

brn qul clinh chi ri€r thi hanh).

6. fhttuctlnngkygi:imh6c6y6ut6nu6cngohi(MdsoTTHC: 1.001669).Co02quytrinhthuchiCn

6. l. Thri tuc dlng kj gi:im ho co 16u t6 nuoc ngoai, trudng hop girim hQ ct
- \4r'i so clLLr trinh thir tuc hinh chinh: L001669-01

- Thiii han girii qu1'et: 05 ngr\;- lim vi0c

Co'
(lr.l il lr,

tlo'rr r i

huvEn

Bu'6 c

t lr Irc

lr i0rr

Bu6'c I

TGn bu'6c

th rlc h i6n

Ti6p uhin
.l
lltr sr r'

Tr:ich
nhi6nr

th u'c h iCn

N6i dung c6ng vi6c thr;'c hi6n Bi6u nriu/k6t qu:i Thd'i

(ng:iy)

Ghi
ch[r

UBNT)
cil p

o NQp hi .so rnrt' riip'
.^ :.

- Xcnr \ct. klenr LIa trnlr lrop le cLrJ lro so:

' Truort,s lrqp ho so chua dil du: et-rne
.: ^ ,:

chuc tiep nhAn ho so huong ddn de.cong
din b6 sung hd so vd in Phi6u y'6u cAu bo..^ , :.
suIlg. hoan thlen ho s0:

* Trudng hop hd scr kh6n-e dung qr.n dinh:
in Phicu til chdi giai qu1 6t ho so:

phan

nhin
, ',itl r k(.'t

I'l o

t rcp

rra

qua

- PhiGu 1'eLr caLr bo
.:

sung. hr)iln llrL-n h(, s(,

(Miu s6 02 bon htrnh

kdnt theo Thong lrt

tti ot/z0tstrr-rpcp
ngdtt 23/l lD0l8)

-..i , :,. ,:- Phreu tu chor tlcp
nhAn gitii quret h0 so

(Mau slt 03 bun hitnh

50

60
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+ Truong hop h6 so ddl dir. hop 16: Tiep
nhAn va nhdp th6ng tin ti6p nhdn h6 so

vdo Phin m6m Mdt cria; in Ci6y ti6p nh6n
.; . ..1ho so vA trd ket qua cho ngLLoi 1eu citr:
thuc hien so hoa {sao chup. chulen thanh
tii li6u di0n tu tren hC thong th6ng tin. co., ' :
so dt lieu) va k1 so vao tai lieu. ho so.

- Chuy0n h6 so d6n Phdng Tu ph6p.
):

b. lYop ho so lrtc luyen.

- Sau khi nhdn dr-roc thon-e bao co ho sc'
.'.i;\cu Cau dang t(\ g.letl] lt() c() \eu lO nll(rc

n-soii gti tlen C6ng dich vu c6ng. cong.; , ^ .;. ,: '
chuc tiep nh6n ho so ti6p nhdn. kidrn rra
tinh chinlr rdc. drir du. tlrong nhar. hop li
^:,cua ho so-:

+ Truong hop h6 so chua dii,, du. chrLa,: .hop Ie. Bq Phin tidp nlrirr ri tri ket qrri
gtii thortc h;irr 11,.,,1,',^ tlirt hi, strnl. lr,,in.:tltiin Iro so qua Cong diclr r u cong. corrg

dan co lh6 kierrr tra tinh tmns xu lv ho srr
. ^:khi ddng nhAp rao Cong dich ru cone.

Trang thdi h6 so trdn C6ng dich vu c6ng
I,Li...

la "Yeu cau bo sung glay tu .

+ Truong hcrp ho so bj ru' choi. Bo phin.: . ^ . - . _:tidp nhdn ia tra kdt qud gti rhong bdo rtr
cfrOi ti6p nhdn h6 so qua c6ng C6ng dich.^ , .: .

vu cong. conq. dan co llre kiirrr tra tlnh
trang xu ly ho so khi dan-e nhap vao Cong

kirtt theo Thong tu

so 0l/2018/TT-
VPCP ngdlt
23/t t/2018)

^,4 -: ^ .:- (irav trep nlrrn Iro s()

vA hen tra ket qLra (Mril
so 0I ban hanh liim
Ilteo Thong lu
sti ottz7tstrr-rpcp
ngdy 23/l l/2018):

- IIo so theo thu tuc

hanh chinh cla cong bti.



Phdrrg Bu6c 2
-f u yrh:i p

Xu lv ho so'

.,) KiCm tra.

thant nruu

xLr lv h6 so

62

dich ru cirng. frarrg Lhai ho so trCn Cong

dich vu cong lA "Khong duo'c ti6p nhAn".

'. l rrlulg lrtrp lro so tllrr .lu. Irt.ip )i'. tllrrrg
thtii ho sn tr6n Cong dich vLr c6ns li\

^ ',i"Duuc ti6p nhin". "Ydu eau thuc hic:n

ne.hia vu rii chinh". l)hin nrirn sE cip rnot

Mi ,,', lri' srt trrIC lrl\ cn cltt, rtgttiri l itr citr.

- Hu'ons dAn ngudi yeu odu thanh toiin
phi. l€ phi: Thuc hiQn thanh toiin truc: ^:tuldn (Cong dich ru cong phdi cunl cip
ch[r'c ndne thanh to6n phi qua rnoi trucrng

rurang).

- Ngal' sau khi nhAn du'irc phi. 16 phi ddng
';:,kr gialn It,l c,i leu to nu.Ic ngodi. BQ phrn

ri6p nhan va tta k6t qua tiep nhAn ho so.

gti th6ng bao ''Dang xu' ly" vd ngd),' hen
,,i . ^,:tra KeL quo qua L ong. drch vu con_s.. cr)ns

dAn co th€ ki€n-r tra tinh trang xir Iy h6 so

khi dan_e nhAp viro
^,.DoIts th(}r- tfans th i.r

dich vu c6ng.
^ ^ltren L one (llch

C6ng
':I hr) s(I

vu c6ng li "Dang ru li'".

- Chu1,0n h6 scr d6n Phone'l'tr ph6p

bilo czlo Linh dao UBND cAp huyen 3

C6ng ch[rc

lam cong

taic ho tich

- Xu l(. tham tra h6 sir:
. .: :.

- [ ru!tn-!l ltop h0 s(] cun

hoAn thiCn hoic kh6ng du

- IIo so da ti0p rrlran:

, .l- VJn bllll. glir\ t(I. Iill lr!-ub6
..1

dleu

s u r1g.

ki0n

01
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glal quye t, phzii tu chol thi grii th6ng
bdo vd Linh trang h6 so toi 86 phAn
.i , ^ . - . :

tlep nhan va tra ket quA d6 thon_e brio
cho ngu'oi n6p h6 so (kdm vIn b6n
hLrong din. n6u rO lj do, n6i dung b6
sung...)-thuc hi6n lai bLloc 1.

-Tru'dng hop cAn phAi ki6m tra. x6c
rninh: Du thio vdn bAn x6c minh; du
thao Phi6u xin l6i vd hen lai ngAl, trd.:
ket qua (neu co).

- N6u h6 so dAy dt. hop 16, dLing qu1,.: ^drnh. lruuls hop liip nhin ho so darrg

kv giarn ho rheo hini thric lruc'tiep:,:Du' thao kdt qua .eiai qu1,dt. lrinh
LAnh dao Phdng xem xdr. phe duyOt.

Truong hop ti6p nhdn h6 so dang k1,

gi6m h6 theo hinh thric truc tuy€n,
c6ng chri'c lirnr c6ng tdc h6 tich grili

lai bi6u miu "Trich Iuc d5ng kj, gidrn

hQ dien ru" voi thong tin diy du cho
,\.nguoi ydu cdu qua tlru dien tu lroic

thiet bi s6.

Nguoi ydu ciu co trdch nhi6m ki6rn
tra tinh chinh xdc. diy clti cua cdc

th6n-s tin tr6n bieu rtriu Trich luc
dAng ky gidrn h6 diQn tu vd xdc nhAn
. ;- ,
(tot da tnot ngay).

Ndu nguoi c6 ydu cAu x6c nhAn

x6,c rninh (n6u c<i);

- DrL thao vdn ban bdo ctio

(ndu 16 co so phdp I1i lidn
, : . ,.rquan: Kel quc ktel)t 1ra. \tc

rninh h6 so: y ki0n dd xu6t):

- Du tl-riio Trich luc ddng l<y

giArn ho lbdn chinh): Bdn

sao Trich luc ding k- gianr

htl (lrcu eirns din c6 \ 'tr

cau): Ale lt tndu lltco l holtg
rtr 16 04/2010 TT-BTP cita
Bo rrrong BQ Ttr phdp.



2.2 Xer.t.t

b6o

Liinh
UBND
hu1'0n

xet.

cho

d4o

cap

Linh
Phdng

phap

d?o

Tu
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- Xerr xct. duy0t ho so:

- 86o c6o Linh clao UBND
huy€n.

OI

cap

- I'16 so da tiep nhAn.
.: .- van ban. slil\' to. tlr lrcu

xhc minh (n6u c6);

- Vdn bAn brio ciio (nOu rd ccr

\(r frlt:ll) l\ lrcrl Ll arr: liet qu:l

k idr r r tra ho su: 1 k i.ir r .li
\ uat );

- Du thAo Du thAo Trich luc

dang ki gidm h6 (ban

chinh); Bdn sao 'lrich luc., ' ^ : ^dang ky $r3r)) ll0 (neu cor)q

ddn c6 yCLr cALr).

UBND
cnp

B u'o'c -3 Ky duy0L k0t qurl giai quydt v2r d6ng dAu

h uy6n

th6ng tin dd th6ng nhAt, dAy dri hoac

khdng c6 phan h6i sau thdi han ydu
l .

cdu thi cong chilc lArn cong tic ho

tich in "Trich luc ddng ky gidrn h6"
trinh Lanh dqo Phong xeu.r xdt. ph€

dur'6t.

01

Trich luc ddng k. gi6m h6

(ban chinh): tlan sao

Trich luc dang kj gi6rr hO

(n6Lr cong ddn cri yeu

cAu).

Ki duy'€t
.:ket qua

giai quytit

Ky Trich luc ding ky gidm h6 (ban

chinh). BAn sao Trich luc ddng ky gidm

h6 (ntiu c6ng d6n c6 y6u cALr).

Ldnh d?o

UBND c6p

huydn

0.75I



3.2 Donc dau Vdn thu Dong dau va chul Cn k6t qua cho Phong
T'u phap

Buoc 4
I

Phdng

Tu
ph6p

Ghi vao So

ho tich
Cong ch[r'c

Iam cong

tdc ho tich

phdn

nhdn

tra k6t

ti6p
B0

r.'z\

qua

TrA k6t qud cho c6ng ddn

65

- Ghi vdo So ddng k_ gidm h6: cirng

nguoi di dang ky giilm h6 k): r,ao So:

- Luu h6 str va chu)dn ket quA cho Bo
phAn Ti6p nhAn vd TrA k6t qud.

-l ricir lr-rc dan,t k_ gitinr hir

(brin chinh): Ban sl()
'I-rich luc ding kl girim lro
.:(neu cong dan co YCrr

ciu).

- 56 ddng k- gi:irn ht)
:,

\lJtcu nt0u bdn ltanlt lltco
Thong ru to 01,'2020/fT-
BTP cua Bo n'uong 86 Trr

phdp);

0.1-i

0

0UBND Bu'6'c 5 TrA k6t qu6

- Trich luc dlng
hfr (bzin chinh):
'frich luc dlng ky

(neu cong dan

ciu)

-'l'rich
ho (bdn

luc dEng

Il.ich Iuc

ky gianr

Ban sao

giarnr lro

cri r iu

ky gianr

Ban sao

g iri nr lro

cci 1'crran

chinhcap
h uvGn din

),
I(

(neu cong d

ciLr).

- Ban di6n ti Trich ltlc
ddng lol gidrn ho (Ban

:
dren lu se ltr clottg gltt t'c
Kho cluan ll dii liltr diin
tir crio ca nhdn/dia chL llttr,,,.: , :,,.-
dte n lu/llltel l)t .\o/dt(fi
thoai ct)a ngtro i .t,Au cotr
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Ilir sir tlLroc ILrLr Lril tai Phon_e'ftL ph1t1t thco quy dinh hi6n hanh. bao ,q6rn.

- lli, s.r.li tiul' nlrirr thcl T f| lC dd cong ho:

'. ':

I trir h,' tiilr r:r \rrhi dirrlr so lli l0l5 ND-Cl) rrgdl l5 rlring )l rrirn 2015 cua Chinh pltti quv dinh chi ridr rtrr,r si, rliitr rr bi0n phrip rlri
lrirrh Ltrar ho Lieh).'fruonq hop cAc th6ns. tin trong c6c giAy to na1 dii c6 trong Co so du lidu quoc eia ri din crr (CSDLQGVDC). Ctr so.

lririrrtlrLre I rrre ILLr crL).

- \'rrrr ban. giir tir. tr\i lieu xric nrinh lrloi r tii trrrorro hcp cci xiic ntinh):

- \ lrn hrrr lri\r Lir() l.lrrrlr tlau UBND cip trurerr'

- Btin chup kCt qud l l'FIC:

bun clLrr dinh ehr trSt thi ltitnh).

6.2.'l-hri tuc il5ng kyi girim h6 co y6u t6 nudc ngoiri, trudng h9p girim hQ tluong nhi6n

- Mi'i sL) tlLrr trinh rhr-r tuc hrinh chinli: 1.001669-02

- -l-htri 
han giai qLri'dt. 03 ngAy ldrr vidc.

Co
q u1ul,

tlo n vi

uuNt)
c:r p

h ur'6n

Btr6c
thuc
h i6n

Trrich
nhi6m

tht3'c hi6n
-ficip 

nhlin
ll() S()

Bo
tlep
vl\ tli

phAn

nhan

kiit

cr. Nop hoso trrrc ti[p.

- Xern x.'t. kicrrr trlr tinh hop le cir:r hi, s,t

- PhitlLr r 0u ciLr [r0
':sut.ts hr)an fl'lrcn lr() \(t

(Miu so 02 bcrn hinlt

sau khi dd hoan rar thu

tuc ddng W gidrn ho rai
co quan ddng lgi h0 tich).

TOn bu'oc

thqc hiQn

N6i dung c6ng viQc thuc hi6n Bi6u miu/k6t qun Thd'i
gia n

(n gnv)

I

Ghi
chri

0.5Brr6'c I
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+ -fruong hop h6 so chr,ra dAy du: cong.: . ^ .:
clr(rc tiip nhdn ho so lruon,s ddn rli cone

cldn bo sung ho so ra in Ptrieu ldu cau ho
,.^ . ;.

sung- noan thren ho so;

+ Truong hop h6 so kh6ng d[ng quy dinh:, ^,,; , ,;. ... ; . \
rn rnreu tu chor glar qu) et ho so:

. 'frutvng hop lro so tlil tlu. hop lC: licp
nhdn vir nhAp th6ng tin ti6p nhdn hd scr

vlo PhAn rndm M6t cria; in GiSy ti6p nhfln,: . ,,: :.ho So va tra ket qua cho ngLrol yeu cau:

thu'c hien sd hoa (sao chqp. chuv0n thanh

tAi li€u di0n tir tr6n h0 th6ng th6ng tin. co
.', l

so dir li6u) r a kv so vao tai li6rr. ho srr.

- ChLrl dn ho so' den Phong TtL phtip.
.: :b ,\'op lto .to lt ltc llt.\en.

- Sau khi nhdn duuc thrrng bao co hil s,r
^).ydu cdu dang ky gidrn hQ co 1du to nuoc

ngoai gri'i tr6n C6ng dich vu c6ng. c6n-e1.: , ^ .;, .;
clr[r'c tidp nhan ho so ti6p nhdn. kiinr tra
tirrlr chinh xdc. clil, rlLr. th6ng nhit. hop l6
ctla 116 sn:

' Truong hgp hd so clrua da1 du. chrra

hqp Iq. tsO phSn tidp nhin va tra k6t qurr
.: '

gui th6ng bdo huong ddn bd sung. hoAn

thiQn h6 so qua C6ng dich vu c6ng. cong
.^ , . : ..:

ddn co the kidrn tra tinh trang xu ly ho so

khi ddng nhdp r.do C6ng dich vu c6ng.
-- . ,, .: ^ --ll ran.e thar ho so trdn ( ong diclr \ u erlnq

kim theo Thong ttt
so 0ti201SiTT-t'PCP
ngar 23/l 1/2018):

- Phi6u tiL ch6i ticp: .:nhan grar quYet no s(l

(Miu sri 03 ban hanh

kdnt theo Thong tLt

so Ol/l.0lB/ff-
VPCP ngay

23/11/2018).
^.: .,i ^ :- UraY tlep nlran ho s()

va hen trd ket qua (Mi u

to 01 bon hanh kint
thco Thottg ttt

.s o A I / ) 0 I 8,'TT- t,'P C P

ngov 23,'l l,')018)

- H6 so theo thu tuc

h?rnh chinh dd cong bri.
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lr\ "Ycu c6u b6 suns giiv tti".
- I-rtrirng hop ho so bi tir clroi. Ili, phrirr

ti6p nh6n vi tra ket qua giri thong brlo rir
,:. ,a

choi tiip nhdrr ho so qua cons Cong dich
rrr conq. cong dAn co rlre kiem rm tinh
triLn! \Lr 11 ho so khi clang nhip rio ( one
,.lie lr r u cung. Trcng rhai lro scy trin Cone
dich vu cong ld "Kh6ng clugc ti6p nhdn''.

+ fruong ho-p h6 so dAy dir, hop 10. trang

thdi hO so tr6n C6ng dich vu c6ng li
^ .,i''Du<rc tiip nhdn". "Yeu ciu thrrc hiin

nghla vu tii chinh". PhAn m0rn sd ctip rnot

Mi sr, lru so lrttc trrr in ch.r rtguo-i . iLr e lirr.

- Ilrttrrtg ddn nguoi 1du cAu thanh tr)irrl

phi. l€ phi: Thuc hien rhanh toiln trrrc: --^tu) jrt (Cone dich vu cjng plrrri curtu e i1r

chirc ndng thanh todn phi qua moi tnrring

- )\gar sau khi nhin ducrc phi. lcr phi dring

l<{ gram hQ c6 y 6Lr t6 nuoc ngoAi. B0 plran

Liep nhdn vd trd k6t qLra ti5p nlrlin h6 so.

gui th6ng b6o "Dang xu ly'' vd ngiiy hen
, . I ^;tra kct quil qua Long drcn \u cong. cong

din co th6 kidrn tra trnh trang xu 11 hu so
, ^lkhi ding nhrip r ao Cong dich \ u ca)ns.

Dong tlrrti. lran-s thai hd sc-, trdn Cong dich
vu cong la "Dang xu 11 ".

- Chuy0n h6 so cl6n Phdng 1'tr phap.

rur0rlg)



Phdng
Tu ph6p

Bu'6'c 2 Xt li hO so. bao cdo l-dnh dao UBND cAp huy6n :

Kiem tl a.

thani r.nuu
, ',.1xLr l\ ho s0

C6ng chirc
Idm c6ng

tdc ho tich

69

- Xu li. thdm tra h6 so:
. ':- I ruong nop ho s0 can bo sung.

hodn thidn hodc khong du dieu kidn
I . .. . r, -.grai quydt. phai tu choi thi gti rhone

bzlo vd tinh trang h6 so tcri 86 phdn
,,i . ^trcp rtlxin ra tla k[t qrri tii tltune hio

cho nsucri n6p h6 so (kdm vin ban

hu'ong din. neu rd 11 do. noi dung bo

sung. . . )-thuc hi6n lai budc I .

.:
- lrtrons hop cdn phdi kidrn tra. xdc

rrinh: Du thao v5n bdn xdc rrinhl drr

thzio Phieu \in l5i \,,r hen lai n-eav tra
.,t - :
Ket qua (ncu co).

- Ndu h6 so t161 du. ho-o le. dtng qu1,

dinh. truong hqp ti6p nhan hd so dang
kn siirn ho theo hinh rhlc rruc riep:

DLL thdo kdt qud giAi quyet. Trinh
Linh clao Phdng xem xdt, phe duyet,

Tru'ong hqp ti6p nhdn h6 so ding ky
giarn ho theo hinh thuc truc tu1en.

c6ng chLlc ldrn c6ng trlc h6 tich gLii

tai bi6u rnAu "Trich luc ding ky girim
ho dien tu" voi thong tin div du cho..'
nguor veu cdu qua thu dien tu hoac

thidt bi s6.

Nctroi rdrr cau co tlich rrlriirtr kiinr

- IJo scr di ti6p nhAn:
. .:- Vin ban. siir to. tai lieu

,.
xdc rninh (n6u co):

- Du tlrlo r in ban lrao cio
(rr6rr rrl co so phAp lv licrrr

,iqIa[: l(cl (luil l Cr]t trJ. \,lc
rttirtlt ltri .rr: r kien dc xuatr:

- Du thio Trich luc dang k1

gidnr ho (ban chinh,1; Brrr
sao Trich luc dans kv giz'rrrr

i.ho lneu cong dan co \cU

cAtr): Brdrr miu theo Thong
rrr so oJ )0)0 TT-BTP crr,r

Bo rru'ottg 86 hr phop.

022



27 Xc n.r

b6o

Ldnh

UBND
hnven

xc'1.

cao

dao

cap

Ldnh dao

Phdng Tu
phtilr

10

tr-a tinh chinh xAc, dAv dt cua cAc
..1thorrs tin trcn bidu rndu Tlich Iue

ddng k, gidrn h6 dien tu va xlrc nhAn:- ,(tol da ntot nga) ).

Niu ngutii co l iu ciu xac nhiin
thdng tin dd th6ng nhAr. di1, du hoic

, l.
khong c6 phcn hoi sau thoi han 1cu
ciLr thi c6ng chirc lim c6ng tic h6

tich in "Trich luc ddng ky gi6m ho"
trinh l-inh dao Phdng xem xit. phO

cluvC L.

- Xcrn xct. duy6t h6 so:

- 86o c6o Ldnh clao UBND
hu1 en.

K. 1-rich lr:c ding kj gi6rr h6

chinh). Bdn sao Trich lLrc dang k.

cap

L[] \ t)
L

cap

h ur'0rr

lJutic 3

duvdt
qua

Liinh dao

UBND cip
(bin
gianr

- Flo so di ti6p nhdn:
';- van Dan. qra\ t0- tar lreu

xic minh (nCLr co);

- Vdn bAn brio c6o (n6u rd co
,i

s0 pnap l] llen quan: Kel quir

ki6rn tra ho so: i ki6n di
xuat ):

- DrL thdo Du thdo Trich lLrc

dirng ki gi6m h0 (bAn

chinh); Birn sao Trich llrc
l^(li tg l(y gllII no (nuu c()IS

din c6 y0tL ciu).

0l

Ky dur et k0r ilLrrr griii cluy et vt'r clong cliu 0

'l'rich luc ddng k. giiirn ho

(brin chinh): Ban sao

0.7 5K(
k6r



Chi vao So

ho tich

Buri'c 5 Tra k6t qua

7t

- Ghi vao So dang kli gianr ho: ciurg
nguo-i di dang k1 giinr lro ki vao So:

. ,; i .r- Luu ho so va chuydn kdt qua cho IJo
ph{n Ti€p nhan va Tra kdt qua.

TrA kOt quA cho con_s d6n

Trich luc dang k1i girinr ho
,i.{neu cr)ng (,an cr) \ cLl

ciu ).

'frich luc dang k- gi6rn h6

(bzin chinh): Ban sao

Trich luc din_e ky girlm ho
';
( ncu coDg. dJn cr ) \'etl
cil u ).

- Srl dan.s. Is sirini ira)

(Bietr ntir.t bcrn hanh thao

Thong tu s6 01/2020/TT-
BTP cuo Bo trtrong Bo Trr

phdfl;

- 'l'rich luc dirng l(\' siinl
h6 (bdn chinh): Ban sao

Trich Iuc cldng kr gtatn ho
,:(llctl Corlg (lJn Cr) \ !Ll

cAu)

- Trich luc ddne

ho (brin chinh ).
Trich luc din_e k1
.:(neu cong dan

kj gianr

Ban sao

gi6m hti

c6 y'du

cAu).

- Ban cliAn rtr Trich luc

diing ln; giant ho (Ban
.:

Llrcn ltt.se llt (long.qu't IL
Klto qtttut l.t' clii liitr tiit:n
Itr cuct ca nlrun,'dio cht tlttr

5I

0.2 -.

0.5

UBND
cap

0

h uy6n

huyQnii qu1,6t h6 (n6u cong ddn c6 1,0u c6u)

3.2 Dong dAu VAn thu Dong ddu vd chu1,6n kdt qui cho Phone
Tu phdp

llu6c.lPhong
Tu'

phdp

01
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llir srr dtrtrc lLLu trir tai Phdng lu phip theo qul dinh hi€n hdnh. bao gorr:

- I1,, ',t.l:l t..p rtlt:rrt tltc,, I I IIC' di erlrre bo:

- B.rrr r,ltr.p -ciiLr tir cttr r)e.r.rryi \ a'Lr e iu drirrg kr ho tie h xuit tlinh r Jo nguoi tidp nhdn ho so tlruc hi€n sao clrup de lLLu lro str theo qur clirrh

hanh I-uar ho Lich) 'l'rrrd'ng hop cAc thOng tin trons, cac gii) to nrr\ di co trong Co so dD liiu quoc eia rc ([rn cu (CSDI-QCVDC). Ctr scr

hinh th[Lc trLrc tur 6n).

- \'rin bun- girir to. Lar liCtL -rric nrinlr (doi r ti'i tnLcrns hLrp c6 x6c rninh):

- \'ln bhn bao clo Ldnh dao t.lllND cip huy0n:

- I:lur chuo kCt qLru 'l'- IC':

- Van ban thtine biio vi6c tlang kri ho trch clin ccr qurn licrn quan ldoi voi truong hqp phdi th6ng bdo theo quy dinh cua l-uat llo tich vir c6c viur

bun cluv clinh chi tiet thi hzinh).

7. 'l'hri tr.rc cling kf chdm drlt girim hQ c6 y6u t5 nu'6'c ngoiri(Md so TTHC: 1.000756

- NIri sii qu,v trinh thri tuc hirnh chinh: 2.000756 ('lheo rna so TTHC tren co so dii liQu TTHC dich vu c6ng: 2.000756)
.l --- llriii lrrrn ui:ri qtrrit. t)l rtci.r lirrr r irle

Co q rra n,

tlo n vi

B u'ir'c

th Ltc

hi0n

li6p nhiin

diAn ulr/thi€t bi so/di€n
:

lhoot clto ngrDr veu cott

sau khi clti hoirn tit tht)

ttrc ddng lt', gttint ho tot

co (llton ddng la', lti ritht.

T0n bu 6'c

th rrc hi6n

Trich
nhi6m

thuc h i0n

N6i dung c6ng viQc thu'c hiOn Bi6u m6u/k6t quri
Thoi
gia n

(n giy)

Ghi
chir

Nop lto so lruc tiep0Ila phan l'hieu r'€u ciLr bo sung. 0.2 5L I]NI) Bu6c I
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cap
h rryOn

ho stv ti6p nhdn
,jtr:l ket

- Xenr xc[. kicm tra tirrh hcrp 16 cua htj
S t]:

hoi\rr thicn ho so (,V/rirr sri
02 hott ltitttlt kint tlteo

Tltong trr td O IDA l8tff-
VPCP n.qay 2 3/ I I /20 I 8):

- Phi0Lr ttl choi ti6p nhdn

grar quYet ho sr) (Mu71l,s..l

03 ban hanh kdn rheo

Tlfing rtr so 01t20t8[f-
VPCP rtgot, 23i I li20 I 61.

^.:, ,: . ^ .l- Ura) trep nhxn no so \ir
hen trd ket cyta (Miu .so

0I bon hanh kbtn tlteo
Thong ru so 0t/2018/TT-
VPCP ngat, 23/1 I /20 I 8):

- I16 str theo thtr tuc hiinh
,;

clrrnn da con s ho.

Yd

qua - Tru'ong hop ho str chu'a clay clu: c
chuc tiep nhiirr lro so huong din
cong darr bo sung ho so vi in Phieu yerr

cAu b6 sung. hoAn thi6n h6 so:

+ Trr-rdng hcrp ho so kh6ng dring qu-"-

dinh: in PhiOLr ril ch6i 
-siai 

qulet h6 so.

+ Truong htrp ho scr dA1' dt. hnp le :

Irep nhdn va nhap thong tin ti€p rrhin
h6 so vdo PhAn rndm M6t cta: in Gi6y
ti6p nhdn h6 scr vd trA k€t quA cho ngrrdi
^ ;. :.,

1eu cdu: thuc hidn so hoa (sao chup.
chuy6n thAnh tdi li6u di6n tri tr6n h6

thong thong tin. co so dn' Ii6u) va ky so.:
\,'ao tar lreu- ho scr

- Chuy6n h6 so d0n Phdng Tu phdp.
;l

b. t\op ho so trtrc luyen.

- Sau kii nhritt dLr,.rc thong bdo co lro su

1'6u cAu dang kl chArn diLt girirn h6 cri
'r drr lo rrtr,re rrsoii lrn tren Cong cliclr
\ ll c()n!. corr:: e lrtrc tiip 111.,.i,, hi' sti tii1,
nhdn, ki6rn tra tinh cl'rinh xdc. dA1, du.

th6ng nhir, h<rp 16 cua h6 so:

+ Truong hop ho so chua ddv du. chtra
hop le. Ro phin tiep nh6n va rra kdr qua

gu i thong hao Ituons din bo sung. hoan

thi6n h6 so qua Cong dich vu c6n-e.

orlg
d6
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c6ns dAn co thO ki€nr tta tinh trang xlr
', ':lv lro so khi dirre rrlrrip r ao Cong dich

r tr eong. lluttc tlt:i1 Iri, s,r trurr Cong
;. . - -r

dlch \ Ll cung lt " Y su ciru bo sun_q gta\

t(}''.

+ Trudng hop hd so bi ttr ch6i, 86 phAn
.: . ^ . . ,Iti€p nhan va tri l<dt qua gti thong b6o

tt ch6i ti6p nhin h6 so qua c6ng C6ng
dich vu cong. cong clan c6 thO ki6rn tra.:tinh trrne xu lr lri' sir khi dine nlrap

r ao Con-s dich i u cr,rng. Trang. rhai ho

str trdn Cong diclr r u ctrng la "Khong

cluoc ti6p nhAn''.

+'frlrong
rrang rhii h

ho so day du, hop I0.
^..^tlcn L'()nu (lrch Vu conq

lA "Dtroc tiep nhan'. "Y€u cAu thuc

hi0n nghia vu tai chinh''. I'hin ur0m sd
:. ^ ;,icip rnot \4i so lrU s(r lrrIC tu);n cho

:
nguol yeu cau.

I- Huong ddn ngrroi ydu cru thanh toan

phi. l6 phi: Thuc hi0n thanh todn tru'c
,i ^^tur irr l Ctrng die lr r rr e 0ng p]rlri rttnu

cAp chu'c ndng rhanh tohn phi clua rroi
tru dng mang).

- Ngay sau khi nhAn duqc phi. 16 phi

ddng ky chArn dut gidm h6 c6 yOu t6
.;

nuoc ngoii. B0 phrln tiep nhAn vir trd
k6t quA ti6p nhAn hd so, gfri th6ng b6o
"Dang sti lv" rn ngir hen tra kdt qua

hsp
L] SO



Phdng
Tu ph6p

Bu'6'c 2

- Chuyen h6 so den Phong Tu ph5p

Xt li h6 so. b6o c6o Ldnh rlao UBND c6p huy6n

15

qua C6ng dich vu c6ng, c6ng dAn c6
the kienr tra tinh lrane rtr lr h6 so khi
dang nhip vdo C6ng dich vu c6ng.
Dong thoi. trang ll)ii ho so-. rrdn Corrg.

dich vu c6ng lA "Dang xt ly"

- XiL ht. thil. tra ho so

-Truong hqp hO so cAn b6 sung. hoAn

thi6n hodc kh6ng di di6u ki6n gidi; , ,. . . :, ..quret. plrar tu clloi rhi gui rhong bio
r e tirrh trarre Irtr su toi Bo phan tii'p
nhAn va trA k6t qui dd th6ng bho cho
nguoi nop ho so' /iiint r zin bzin hrriing
din. niLr rd h do. rr,ii dLrrrs l',',

sung...)-thuc hien lai bucrc 1.

-Trucrne ho. p cAn phrii ki6rn tra, xdc
rninh: Drr thAo r,dn ban xdc nrinh; chr

thAo Phi€u xin l5i vd hen lar ngiry trA
.i " :.
Ket qua (neu co).

- Ndu h6 scr di1' rlLr. ho. p 16. dlng qul.: -dlnh. truoItg ho! tiip nhan lro so dar)El

ky chAm dtr gidm h6 theo hinh thuc
truc ti0p: Du thdo k6t quri giAi quydt.
Trinh Ldnh clqo Phong xern xdt. phO

- I lo so da tiep nhan:
.; .- v an Dan. gta\ to, tal

x6c minh (n6u cti):

- Du lhao virn ban bzio

(ndu rr-r co sti phap l-
':qrran: l(ct qua l e nt ttit.

minh Itd so: r ki€n
xudt):

- Dp thao Trich lr-rc dSng kr
chdm clrLt sianr h6 (ban

chinh t. bdn sro Trich lrrc
':dang kv Charn dut grarr htr

(ncu corrs dan co reu e.irrr:
:

Iutcu ntau llrco Iling ltr.t,'
04/:02n TT-BTP cua Br)

trro'ng Bo Tu phdpl.

0l

2 Ki6rn tra.

tham rnuu
, .,.;.

xtr lY no so

C6ng chric
lem cong

t6c h6 tich

0.5

Iicu

ca(l

liCn

xlic

rl.:

dur,0t
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TnLcmg hop ti6p nhdn h6 so ding I<-

chdm d[r't gianr h0 theo hinh rhirc rrtrc
t-

trrrert. e,,rr-.: elrire lirn e,,rl5r tcc It,, ticlr

gti lai biOu miu "'frich lLrc dlng k-
.1

chirn d[rt slirn hir tliin trL" r oi thi'ne
tin .lir du cho ncrL,ri 1€rr ciLr .luc thu

di6n Lil hodc thiet bi s6.

Nsuoi r cu ciu ri, traclr rrlriinr kiinr
tra tinlr clrinlr rAc. dar du cue cac

th6ng tin trdn bi€u rnau l-rich Iuc rlhng

kj chirn dut girrn hO dien tu vA xdc
, ^ i. - ^nhan (tol da rnot ngay).

N6u ngudi c6 yeu ciiu xdc nhdn th6ng

tin dd thong nhit. dAl du hodc kh6ng
.:,

co plrarr hoi srur tlrui han 1iu ciLr thi

cong chuc liul c6ng tiic hd tich in
"Trich luc ddng k. chArn dut gian h6''
trinh Lanh dao Phong xeu-r rdt. phc

duyQt.

)7 Xe rtr

btio

Ldnh
I]BNI)
huven

cao

dao

cap

- I I0 so tln ti0p nhin:
,i .- viln l)2ln !Ill\ [(r- tllr lrlju:-

xdc minh (n0u co):

- Vin bAn b6o c6o (n0Lr r'6.:
co s0 phap ly lrcn qLran: Kct

quri ki6rn tra ho so; 1' kien
.: i

de xuat'):

- DtL thtio lrich luc dang li.i

0.:- Xcrn ret. dr.n,0t ho so:

- Bao cio Ldrrlr dro UBND cAp lruri'n

Liinlr

Phdng

ph6p

drto
'['tr



UBND
cap

huyGn

Phdng
Tu'phrlp

Buric 3

Buoc 4 Chi riio So

h6 tich

- Ldnh dao

UBND c6p

hu1,6nl

- Vin thrL.

C6ng chuc

Idm cong

t6c h6 tich
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- Ky Trich luc dang k! chAm dtr giiinr
h6 (ban chinh). ban sao Trich luc dins

,ll(.\ chern dut glaln ho lniu cong dan:,
co veu cau )'.

- Van thu dtrng ddu r i chul dn kdt qua
cho Phong Tu phrip

chAnr dirt giilnt hd {hurr

chinh). ban sao 'lrich 
lLrc

,:,
dans K-\' chan) du t gralll lro
(n6u c6ng dlin cri r,6u ciLr)

Trich luc diing kv chdm clut

giarn ho (ban chinh). brin

sao'[rich luc rlirrrg k1, cltartr
,^ i.

dLlt L:llln ltrt 111"|., coltq (lilD
cir 1'eu ciu)

- So (lane kr chant rlLlt
:

-g.lalll l)() \UtL u nt,tu l),ul
hitnh theo Thong ttr .so

04/20:0'TT-BTP cuo Bo

Tu phdp);

- Trich llrc clilne k\i chirn
dtrt giiim )ro ( tlin chinlr ).

biin sao Trich lLrc dang Il.:charn drrt 1][ltr lto (ncll

cdne dan cri l Cu cau).

- Trich luc dang k, chanr

dtit sirinr ho thx11 chi11l1 1.

brrr sno Triclr luc drng kr
.iclrJnr duI gllnt hO (t]elr

c6ng d6n c6 yOu cAu);

- Brrtt diett tti Tr lt lttt

- Ghi vao Sg dang kr chitnr
ho: cung ngLrcri di ddng k1

^;.glanr no Ky vao 50:

- Luu h6 so va chuy€n k6t qua cho Bo
phan Ti€p nhdn vd Tra k6t quA.

'ltadut

0.-5

0.l:

0

charn d[rt

Kv
ket

-s 
itii

rra

dAu

duyet
qua

:
quyet

d6ng

UBND

h uyQn

Acap
Bu6c 5 Trd k6t qua phan

nhen

tra ket
ti6p
B6

va

qua

Trii kdt quzi cho c6ng d6n
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tlittg ky clniut dirt girint lto
t Bitt dietr ttt .t t; tr.t rT,lls .qrii
\\ f\llu ,lltLttt l, ,llt ll, lt ,1,.l:

trr c a,it ttlttin.rli,t ,ltr tltt
aliin tir/rhiit bi .t,i/11iA,

j

lllu)l Cln ngllol .r'LLt tLtlt

satr khi dd hodn tot thir tLrc,:
dong kv cltoDl dt(l gt(fit1 lto

tLti co Llu,ut Lling k.t' lrc
tich)

llo str du'o'c luu tlir tai Phong'fu ph6p theo qu) dinh hien hlnh. bao g6rn:

- I li, :rr rlrl tii| rrlrlr rheo TTIIC da cong bo:

[t.rrr uhLrp gijrl rir eLra nguiri yeu cAu ddng ky hQ tich xuat trinh (do nguoi ti0p nhqn h6 so thuc hi0n sao chup cl6 luu ho so theo qu), clinh

r:ri Llrtrrrr i DiiLr i lh6ng LLr *.i 04rlUlu,TT-BTP ngdy 28t5l2O2O cua 86 trudng 86 Tu phdp Quy clinh chi ti6t thi hdnh mot s6 diCu cua

I ,ri. .r. Li"rr ru \rr.i .irrrrr >,, lli lU li \D-t l' rrg.il l5 tlrinc Il nanr lUl5 cua Llrrnlt phu quy dinlr elri ti(t ln(,t.rr diiu ru hien plrrp rlri

hanh l-Lrar h0 Lich).'IrLlong hrrp c6c rh6ng tin trong c6c giiy ro nirl'di co trong Co so dir Ii0u qu6c gia ve ddn cu (CSDLQCVDC). Ctr so

rlir licu h0 Lich diOn ttr (CSDL-lITDT). duo-c h0 th6ng didn tu d6ng thi khdng phai xuAt trinh (theo hinh thirc true tiep) houc tdi ldn (theo

hinh Lh(re u Lrc tLrr Cn).

- \':ur [un. giil t,.i. tlii lieLr xac nrinh (d6i voi trtrdng ho. p co xlic rninh):

- \':rtt l.lrt hi,, e :r,, I i'inh dlr,r I BND crip lrurdn:

- llirn e Irup liit qLrir 
'l 

f llC:

l':rrr .1r.r .lrrrlt iltr lrtt tlu ltrttlt).

tt.'l'hri ruc thr.v 116i, crii chirrh, b6 sung thdng tin h6 tich, xic clinh lai din tQc (Ma s6 T'I'HC: 2.000748) Co 02 quy trinh thuc

h i0rr

tt.l. Thii trrc b6 surrg th6ng tin hQ tich
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- Mrl so c1u1, trinh thu ruc hinh chinh: 2.000748-01

- I hor htur gur clLn cl. Ngar lrgng ngziy lint r i.:c. truirn_u )rop nhdtr Ito so sau
trong ngal' lainr viic ti6p theo.

l5 gio rnir klrrtrre siar qu\ at dLroc itqlrr llti lTl lici r rr;r

Co quan.
tlo n vi

Bu ric

thuc
hi6n

Thoigian

(ngnl )

(lhichri

UB
cap

ND Bu6c I T 6p nhAn

huyQn

a. Nop ho so' tru'c ti6p.

- Xern xdt. kiirn ri-a tinh hop ld cua h0
so:

+ Tru<vng hop ho s0 chu'a diy dt:
.r ^ :

cong. chtc tii'p nhdrr lro sry huone dirr
d6 cong ddn b6 sung h6 so vd in Phi6u
^ ;. ,^yeu cdu bo sung. hoan thien ho so;

+ Trtrdng hop hd so kh6ng dtng quy
. ^..i . . :.drrrh: irr I'hicu tir choi giii qutir lro

SO:

+ l'ruong hop ho so dA1 du. hop ld:
-.,:I iip nhin va nhdp thonp rin ridp nhan
ho so r Ao Phdn rrr6rn Mot cLra: in GiAl
..1 ^ .:trep nhan hd so va tra kdt qua clro

ngudi r,€u ciu: thtrc hi6n s6 h6a (sao

chup. chul,€n thAnh tdi li6u di6n ttr
^^:lrcn hc thonq Iho11q 1jn. utr srr di lirrut

vz\ k! 55 vdo trii Ii0u. h6 so,

- Chuydn h6 so ddn Phong Tu phdp.

':0. Nop ho so' lrtrc trq en:

Bi6rr miuik6t qud

- Phi6u )'6u cdu b6 str,g.
hoan thicn h6 so (,Uiir so

02 ban hanh kinr theo
Th6ng trr so 0t/20t8/TT-
VPCP neq,23/ll/2018).

- Phi6u ttt ch6i ticp nh6n
grar quvet lto Sr) (,I4rll/ sr,

03 ban hdnh kinr rheo

Thong rrr .ro 0l/20 t8/TT-
VPCP ngdv 23/ I 1/201B).

^.i .: ^ :- Ula)' trcl) r'rhar'r lr(, s() vll
hen trri kdt quit (Miu so

0l ban hdnh kint rheo

Thong rtr .so A1,'2018iTT-
VPCP nsa.t 23/1 l/2018):

- IJ6 so theo thu tLrc hinh
chinh clii crlng bo.

oSo

B0
':tlep

vd tra
qua

phdn

nh6n

Nqav
tron q ng:\r

lanr viec.

trUo'ng

htrp nharr

]ro str satr

l-5 grii nrit

l<horrq siai

kCr

(lrr\c t

vlec

rltroc t

thi tra

qua tr

nez\),

tqa\

ong

kct

ti6p

altl

llrr:o

T6n bu 6c

thuc h i6n

Trich
nh i6m

th r,r'c hi6n
N6i dung c6ng vi6c tlruc hi6n
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- SaLr khi nhan duoc thong bio co h6
^:srr rirr cliu illLnu ki tlrlrr doi. cli

chinh. b6 sr.urg ho tich. x/rc dinh lai

din toc sui tron C6ng dich \rU cong

c6ng chuc ti€p nh4n h6 so ti0p nhin.
kicrn tra tinh chinh xac. di1 du. thong.

.,1 .^ " .:.
nhat. hoD le cua ho s0:

, lrtrirn,g h()l) ha s(I ul)LIil dil tltr.
.1

clrrru lr,-r-p l.'. Bi, l',hin tiip nhiu ri tr:r

kir qu, gLri rlr,',nu hio hu.rng .lirrr i..,.:
sung. lroAn thiin ho str,.1rra Cone dielr

vu corrg. corre ddn co thi kii'rn trl tirrlr
':tnrrrg xti lv lr,i so khi dang nhdp vAo

( i,rrc dich \ u conq. I rrrnc thii lro s,r

trirr Currg. die lr r tr colrc li "Y6u citr
.:. .-.

hr) sung -qlI\ to

i Truong hop h6 st'r bi tt choi. 86
.: , ^ . .l

phan tlep nhan \ a tri.r Ket qua gt

th6ng b6o ttL ch6i ti6p nhdn ho scr qua
:i ^.1ctrng Corrg dich vu cong. conc dAn co

tl,e kidrn trl tirlh trang xtr lj ho su khi
. ^idi.lng nna| \ il() ( onc (llcn \ u cull-l].

Trang th6i ho so tr0n Cong dlch vu

c6n,e ld "Kh6ng dugc ti6p nhAn".

+ Trutmg hop ho scr diy dt, hop ie.
.,, : ^ ^:trang lhai ho so tren Cong dich vu

c6ng ld "Ducrc tiOp nhAn". ''YCu ciu
thLLc lri..rn rrslri.l r u tii e tlinh". Pl):lt

;.-rtrirrr sE cilr 1111',1 Mi s,', lto str trtre
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tuYen cho ngu()i Yeu ceu.
,i . ^ t- Htronq din neu'oi 16u cau thanlr toan

phi. l€ phi: Thyc hi6n thanh rodn truc: .^:tuyen (Cons dich vu c6ng phai cung
c6p chirc ndng thanh to6n phi qua m6i
trudng mang).

- Ngav sau khi nhdn dtLtrc phi. le phi
dang kn thay doi. cai chinlr. bo sung
h0 tich, xric dinh lsi ddn t6c. 86 phdn

.: , ^ . . .ltlep nhan va tra kdt qua tiep nhan ho
so. g[ri th6ng bdo ''Dang xir l!" vd..:
n,say hen trd ket qua qua Con-e dich vu
c6ng. c6ng dAn c6 th6 kiern tra tinir

xu 11' ho scr khi dlng nh?iP vio
dich vu c6ng. D6n-e thrii. trang:. ^ ^:o so tren Corrg dich vu cring le

trang
^,tL ong

thei h
''Dang xt ly".

- Chuy6n h6 so dOn Phdng Tuphdp

P hdng

Tu phfp
Burlc 2 Xtr lr Iro srr. lrdo ciio I-anh dao UBND cap hur €n

f - IIo so da tiCp nhan.

- I)rr thao virn ban bdo c6o

(n6u rd co sd phhp l- Ii6n
quan; k6t quA kient tra.

xnc nrinh ho so: 1 kr€n cle

xuAt):

- Du thao Trich luc b6

Ki6nr tra.

tham muu
. ', .lxu ly tro

SO

C6n-e

chuc lirrn
c6ng t6c

h6 tich

- Xt I(. tham tra ho scr

-Truong hop h6 so cAn b6 sung. hodn
thi€n hoqc kh6ng dt di6u ki6n girii

; , ". . . :. .quvet. phdi tu choi rhi gui rhong batr

v€ tinh trang ho sc' tui Bc-' phin tiip
. , : .i . ^nhan va tra kdL qud de thong bao cho

nguoi n6p h6 so (kdrr vdn bAn huclng
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ddn, neu rd l1i do. n6i dung b0

sung...)-thuc hiQn lai buoc L
. ). , ,. .,i

-Tru<rng hop cin phai kiern trc. xac

minh: DtL thao vdn bdn xdc niinh: du

thao Phi0u xin l5i r,2r hen lai ngiry trA

Kct qLril (neu co).

- N0u ho so <1Ay clir. hq1p Ie. dung qrrl'
,: . ^tlinlr. truorts hqp tiep nhan ho so ddng

ky b6 sung th6ng tin h6 tich theo hinh
.x ^ , , Ithuc lnrc tlep: Drr thao kel qua grar

quldt. -frinh I-5nh clao Phdng xem xdt.

phd duydt.
. .: ,:

Tlrr,rng ht.rp tidp nhan ho so ddng kr
bd sung thong tin h0 tich Lheo hinh
thirc truc tuy,6n. cong chuc lAm conq

tiic Irrl rielt gui hi hiirr utitr " friclr
dinu li1 bo sung thong tin ho tich dicrr

tr,r'' r,(ri rhong tin di1, du cho ngLloi

r iu ciiu rlr.ri.r thu rliin rri hoAe rhi6L hi

slrng th6ng tin h0 trch

(bAn chinh), bdn sao 'l rich
Iuc bo sung thong tin ho., :
trcn (neu cong. drn cr, \'cll
cAu): (Bi€u mou theo

Thong tu sa OltZOZ\tff-
BTP cLio Bo trtrong Bo Tu

phap)

st)

Ngu'o'i yeu

tra tinh clr

cdu co

inh x6c

nhi6rn ki€nr

dir cta cdc

trdch

diy
th6ng tin tr0n bi6u rnAu Trich d5ng ky

b6 sung thong tin hQ tich cli6n tiL vd
:,\xc nhan (tol da nrot n,sa) ).

N0Lr nguo'i co 1'eu cau rac nhAn thong

tin da Lhong nh6t. da1 du hodc kh6ng
.:.

co phan hoi sau tlroi han 1du cdu thi
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2.2 Xern

b6o

LAnh

huydn

Ki
ket

giai
rra

dAu

Ldnh dao

Phdng Tu
ph6p

xet.

cdo

dao

- Xem x6t. dur'€t h6 so:

- Bao cao I inh dao UBND cip hu1 en

- FIo so'da ti6p nhan:
, .:- Van lriln. gra\ t(). [ar lrcu

xac minh (ndu co):

- Van biin btio c6o (neLr rir
ccr so phdp li lien quan:
, : , ,.t lket qua Klerr tra ho s0: \'
kien dc xutit):

--l-r'iclr luc bo sung thonu

tin ho tich (bzrn chinh):

bzin sao 'l'rich luc bo sLrntr.

thong tllr h0 trch (neu

cong ddn co yOu cdu).

Trich lLrc btl sung thone
tin Iro tich. (btrn chinh):
ban sao 'l rich lr-rc bo sLrrrg

thon.q (Ir h(r trch (DEtrr

cong d6n co y'6u cdu).

- 56 ding k1'thay d6i. cdi

chinh, b6 sung h6 tich.
x6c clinh lai din Loc (Biil

:,
tnatt bon ltanh lheo I llonq

UBND
cap

I,BND
cap

Buoc 3 dur et

qua

quyet

d6ng

h uyQn

c6ng chu'c ldm c6ng tdc ho tich in
"Trich luc clSng ky bo sung thong tin
hQ tich'' trinh LAnh dao Phong xem
xdr. phe duyCr.

-l.anh

clao

IJBND

huy6n;

-Vdn thu

can

- Kri 'l-rich lLrc b6

tich (bzin chinh):

sung thong tin ho

c6 16u ciu).

- Vdn thu dong ddu vd chuy6n k6t qua

cho Phdng Tu phdp

h0

luc

ddn

sLrls tholl,q tin

ban sao 'l ric h:-
trch (ncu cong

Phdng

Tu'phrlp
Bu'6'c 4 Ghi vdo

^,1 . ^ .
5() ho trch lAm

tdc

C6ng
chtc
cong

ho tich

- Ghi vio 56 ddng ki thay d6i.
chinh, b6 sung h6 tich, xdc clinh

dAn t6c vd cing ngucri di ddng k,
tich kli vdo 56.

cai

lai
h0
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TJIJND

c:I p

ItrrvGn

Ilrrric 4 kdtl'ri
cl lra

- Luu h0 so va chu\'0n kdt cluti cho 86
. ^ _.,i ,iphan I rcp nlran \ r I ra Rct qlra.

T16 k6t qu6 cho c6ng dAn

ILt so 01,:420,'TT-BTP

cLia Bo trtrottg Bo Tu

p hop).
.l- l ch lu! Lr() sunq lholrc

Lin h0 tich (ban chinhi
bdn sao Tr-ich luc b r.r sung

thong tin ho tich (neu
I

cong dan co Yeu cau).

- Trich luc b6 sung th6ng
tin ho tich (ban chinh):
ban sao Trich Ir,rc bo sun-q

ho trch (nelr eoD! dtD ctr

1,'eu ciu).

- Bitn diAn ir Trich luc b6

sung thong lin ho tich
(Ban diQn ri sd tu dong

-. : ,,,qlt Ve KnO qUOn l.\' dU

li€u cia t'a nltdn.iclia cltr

rltu diin tut thiet bi soidiitt
thoai cua ngtrd'i yAu ctiu
sou khi dd hotrn tot thir
lu{' d1ng n' lnal' dor. cor

chinh, bo sung thong tin
ho tich, xdc dinh loi don

Bo phdn,: . ^tre p nlrarl

vr\ tra k6t

rlLrlr

toc' trti crt tltrttn clung li
Ito t ich)

ll0 sLr clLlo'c lu'u tr-iL tai Phong Tu phip theo quy dinh hiCn hiuth. bao g6nt



-H sc/ da ri 6p nhqn theo TTHC dd c6ng b6;

85

a. NQp lto so n'Lrc tiAp.

- Xem xet. ki6m tra tinh hgp l€ cua hO

SO:

Truirng hgp ho so chua drir du:

corre chfc tiip nlrnn h,', so htninS dirr

di ei'rrs dan hri sunp lr,, su r a in Plriiu
^ ). .;yiu ciiu ho suns.. hoan thidn ho so:

Io

- Bdn chup giAy to cua nguoi veu cau dang kv ho tich xuat trinh (do nguoi ti6p nhqn hd so thuc hi€n sao chup di lrru ho srr theo rlur dinh
rai khodn 3 Didu 3 Thong tu so l5120l5/TT-BTP ngay 16 ll/2015 cua BQ Tu phdp huong tlirr thi hanh rrrot so tliiu crtr I Ltit lr'', tiilr r,r
Nghi clinh s6 tZ:/Z0 t SlND-CP ngdy l5ll l l2}l5 cua Chinh phu qul' dinh chi tiit rnOt sd didrr vir bi6n phap thi hiirrh LLrlit ho tich ). 

.l 
lLrirng

hop c6c thong tin trong cdc giir to ndv dd c6 trong Co s<y dii li€u qu6c gia vd dAn cLr (CSDLQGVDC). Co so di'li6u ho tich c1i6n trr

':- Van ban. gial to. tai li.:u xdc minh (doi vni trtrnnq hop c6 xac rninh):

- Van birr bAo ciirr Ldnh dro UBND cip huv0n:

- Bdn chup k6t qud TTIJC:

qul,dinh chi ti6t thi hanh).

8.2. Thii luc thay d6i, crii chinh h6 tich, xic tlinh lai din t6c

- Ma s6 qu-v- trinh tht tuc h?rnh chinh: 2.000748-02

- Thoi han giai quy6t: 03 ngriy ldm vi6c. Trr-rong hqp cAn phAi x6c minh thi thoi h4n du'crc keo clii khong quzi 06 ngay larn r i.;c

Thoigian

( n gril')
(ihichri

UBND
cap

h uyQn

Bu6'c
I

Ti6p nhAn

h6 scr

B0 phan.: . ^tlep nhan

vd trA k6t

quh

- Phi6u ydu c6u b6 sung. 0.5

hoirn thi€n h6 so ( Motr so

02 ban hdnh kirrr theo

T|tong rtr' tA OtnOlStff-
VPCP rtgav 23/ I 1,/20 I 8\.

--,,: . r. .i ^- l'hreu tu chor trell nhilrl

giai quvdt ho so (.,14iir so

Co quan,
do'n vi

Brrrl'c

thuc
hi0n

T6n bufc
thuc hi6n

Tr6ch
nhi6m

th u'c h i0n

NQi dung c6ng viQc thuc hi6n Bi6u nriu/k6t qud
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+ Tru ong ho. p

dinh: in Phi6u

so:

+ Truorg hcrp h6 so ddr dir. hop )€:
',:li''p rrlrrrrr ri nhaI tlrong tirr tiep nh:in

lrir srr r io l'lrin rnint I\1ot uLil: in Cirr.: ^ ),li,.lp nhan ho so r i tlu lii.t que eho

rrguiri rirr cdu: tlrLLe Itien so hoa (sutr:.chu|. clrurcn thinh tAi liiu diin tLL

tren he thone thong tin. co str dii lieu).., : :\:l l.l v so vir() [ar Irdlr ho s()

- Chul'0n h0 so dcn I']hdng'l'rr phzip.

b. Nop ho so ln.rc tut'en:

- Sau l<lri nhan dutrc rhong hao co ho

so y,6u ciu clang kj thal, cl6i. chi chinh
lrQ tich. xuc dinh lai din toc grii trin
( orrc dich r, rr corrr:. con-u e Ittic tii'p
nhin hu s(r tidp nlnlr. kiirn tla tirrlr

e hirrh xAc. div clu. tlri,rr.q nlrit. h(rn le

cia ho scr:

Trutrrrg hcrp ho sc, chu'a div dri.
.i

clrua hu-p 1.1. Bo plrin tiip nhan i i trr
k6t qud giLi th6ng brio huong din bo..^ . :
strng. hoin thi6n hri so qua Cong dich
r u cons. ci'rrg din ct', tlrd kiErn tra tinh
trang xrr lj h6 so khi dAng nhdp vdo

.i ., .

C'ong dich vu cong. Trarrg th6i ho so

tlin Corr-e dich vrr ei,n-g li "Y,-'u iirr

h6 so khong ding quy
. ,.1. ,i .:tu chol qlar quvet l)o

03 ban hanlt kint theo

Thong u sii 0 tt20l 8trr-
VPCP ngdy 23/t 1/2018).

^-i. .: , ^ . ).- Ulx\ trep nlrln ho sr) \ a

hen trii k6t qLra l,Vlirr sri

0l ban hanh kint rheo

Thong nt so 01/2a18,'TT-

VPCP ngd.v" 23/l l/20 t8):

- I kr so theo thir tuc hinh
chinh dd c6ng b6.



b0 sung gial to' .

- l-r'LLilrg hop ho so bi tir choi. IJo

phln tiep nlrin r a trrr keit qui uui
th6ng brio tu chOi tiep nhrin h6 so- qua
cong C6ng dich vu c6ng. cdng ddn c6

the kiern tra tinh trang xu Iy ho so khi
dang nhdp vao C6ng dich vu c6ng.
Trans th6i h6 so tr6n C6ng dich vu
c6n-e ld "Kh6ng duoc ti6p nhdn".

+ Truong h<r.p h6 so dAy du, hcrp 16,

trang th6i h6 so tr€n C6ng dich vu
^ .:

cong la "Duoc ti6p nhan". "Yeu cAu

thuc hien nghia vu tai chinh". Phin
rnenr sE cdp lnot Ma so ho s0 truc
tuy€n cho n-euoi yeu ciu.

- Huong din nguoi yeu cAu thanh toAn

phi, 16 phi: ThUc hi6n thanh todn truc; --:tur6rr (Cong diclr vu cong phai cung
cAp chuc n.:ng thanh toiin phi qr.ra rn6i
truong rnang).

- Ngal,sau khi nlrdn dLroc phi. lc phi
dang k! thal' doi. cdi chinh ho tich.
x6c dinh lai dan toc. BQ phan ri6p

. , i .:.
nhan \l tli k6t qua tiip nhan ho so,

giri th6ng bdo ''Dang xu lyi" vd ngay
, ,: ^ihen tra kdt qud qua Cong dich vu
c6n-e. cong ddn c6 th0 ki6rn tla tinh
trang xr.i lj h6 so khi clirng nhap vao

C6ng dich vu c6ng. Dong thoi, trz;rng



I)hdng
l rr' phiip

1]u6c

2

XLr lj ho so. biio cao Ldnh dao UIIND cip huy€n

Kienr tra. thaur ruuu xu lv h6 so

ti8

thdi h0 so tr6n C6ng dich vu cong lA

''Eang xil 11,".

- Chur,en ho so cl6n Phong Tu phap.

- Xrr ly. th6m tra ho scv;

.:).:
-Truirrrg ho-p hi, s,' cJn ho srrrrs. horn
thiOn hoic khong c1u dieu kien .-eiai

I ,. I.qu1it. phii tu choi thi gti thirng huo

vd tinlr rleng ho str toi Bo phAn tidp
. ^ - r .: ^rrlran ri tra ket qua de thong bio uh,,

nguoi nop ho so (kcnr vdn ban hLr6rs

din. ndLr rd tr do. nOi clLrng bo

sung. . . )-thrrc hiCn iai bLr'6c L

- Ntu hd so' di1' dLr. ho-p 10. d[ng quy'

dinh. truone hop tiep nhqrn ho so dang

ky thal' d6i, cii chinh h6 tich, xdc clinh

lai dun tirc thco hinlr thuc lruc tiip: Dp
. .; i --thao kit qrrr qirri qtn it. Trinh I irrh

,.l;r,' l'lrorr_c sern rit. l1h.l dulL:t.
. ,.i :I ruirrrS 111rp tiip rrlrrrn hir s\r (line k\

thay cl6i, cAi chinh hQ t1ch, x6c dinh
lai ddn t6c theo hinh th[rc trtLc tuven.

cong chuc l2un c6ng tric ho tich grLi lai
..i
bicu nriu "Trich dirng ki thav doi. cdi

chinh. xic dinh lai ddn t6c didn tu"

- Ho scr dd ti6p nhan:

- Du thzro vin bln bio ciio
(n6u rr) co scr phap lr Iitn
qurnl kct qur krenr lrr ho

so: y ki6n dd xuat):

- DLr thio Trich luc tha1,

doi. crii chinh ho Lich. xac

drnh liri dan tire (ban

chinh). bin sao lrich lLrc

thal d6i, ciii chinh ho

tich. x6c alinh lai ddn toc
.L(neu cong dan co Veu

ciiu): (Bi€u ,,it, theo

Thong ru' so 01./20)0/TT-

BTP cLicr Bo trrrottg Bo Tt
phap)

I

'l'nring

hop

x6c nr inh

Cong
c hiLc lam

cong tic
ho tich

0l

lih

0r
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vdi th6ng tin dAy du cho nsrriri
cau qua thtr di6n tri hoac thi6t hi so

Ngu cri ydu cAu

tra tinh chinh

veu

co tr6ch

div
nhi6m ki6ni
ilri cua cdcxac,

Truon
hqp

phti
nr inh

can

xac

Cong
chirc lAm

c6ng tdc

h6 tich;
Ldnh dao

Phr)n_s Tu

phap;

VIn thu

th6ng tin trdn bi6u mdu Trich dang ky
thay d6i. cai chinh h0 tich, xdc dinh
lai darr roc di6n tu ra xac nhir) (loi da

m6t ngdy).

"i-.NdLr ngtrui co r €u cau sic nharr thont
tin da th6ng nhAt, dAy du hoac kh6ng
co phin hoi sau thoi han riu ciu thi
c6ng chuc lAm c6ng t6c h6 tich in
''Trich iuc dang k- thay ctoi. cAi chinh
h0 tich, xdc dinh lai dAn t6c'' trinh
Li-inlr dao Phorrs rcnr rct. l-rhi rluvit.

- Con,e ch[r'c lam cong tdc h6 tich:
.t .l+ Xrr l\ thaDr tra ho s():

. .l : .^' -l 
rrrirne lrtrp ho su cdrr bo sung. hoan

thi6n hodc kh6ng du didu kiQn giai
: . ^. . :. .qulet. phai tu choi thi grii thong bao

r i tirrlr trang ho srv tr-i Bo phtin ti6p
nhdn vd tra k6t quri de th6ng b6o cho

.:nguoi n6p ho so lkdrn ran ban hu'ong

din. ndrr 16 ly do. ndi dung bo

sung...)-thuc hiOn lai bu'dc l.
+ Du thAo v5n bzin x6c urinh; dLr thzio

Phi6u xin l6i vd hen lai ngdl tra k6t
.tqua (n€u co). Trinh Linh dao l)hong

- H6 so di ti6p nhlirr

- Vin ban xiic minh.

0.5 [)irrq tin h

e hL, kt-l

(lLla xrlc

rninh

(khong qutr

3 ngar la rl
r ii'.: t
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xenr x6t. phe du1€t.

- [-anh dao Phr)ng TLI phdp: K-

bzur xilc nrinh chul en vdu thu

clau:

- Vin thrr: Dong d6u van ban

Vlllt

Cong

chirc lirn
cong tac

hir Liclr

dong

rrinh vi g[ri c6c co quan don vi
qaun.

xhc

li0n

- T6ng hop kdt qu6 xdc urinh.

- N€u hd so diy di. hoo 16, chlng quy
,,i ^rlrnlr. trlr'(rnc hoP 1iIp rrhin hi, so dins.

kj tha."- doi. cai chinh lro tich. xac dinh
lai ddn toc theo hinh thuc truc ti0p: Du
thao k6t quA giai quyet. Trinh Ldnh
dao Phdng xem x6t. ph0 dui,et.

. ':lluoltu ltr.rp tidp rrhen lrtr su dirrs kr
thay' d6i. crii chinh ho trch. riic clinh

lai tllrtt t,lu rltc,' lrrrtlt rlritc rttre tttrirr.
con_c. chirc li)nr cOng tiic lt6 rich gu i lai
hi.1u nriu " l-rich dang l<.r thar doi. clti
chirrh. x6c dinh lai dAn toc di6n tLr'".-..
\ril lllr)t)o t l (lA\ Llll uhO Itutlr \cLl

cdr.r qua thrr dien tt hoirc thi6t bi so.

\r.:tLiri .r cLr e iLr c,', trrie lr rrlti.lrn kii.rrr
, .ttra rinh clrinlt xac. dll drl cua cie

thong tin tr0n bi0u rndu Trich dang kj
thay d6i. crli chinh hQ tich, xiic dinh
lai d6n t6c di6n tu vd xric nhdn (t6i c1a

- Il6 so dd ti6p nhdn

- Vdn bAn x6c rninh:

- D Lr Lhao viln b:.in bao e lio
(neu 16 co sii phrlp lj' liOn.: ,:quan: ket qua Rletn tril.
xzic rninh h6 so: 1, ki6n dd

x Ll:tl |:

- Du' thAo -lrich luc thav

doi- czii chinlt h0 tich. xuc

dinh lai dan toc (brin

chinh). bAn sao l-rich luc

tha1, d6i. cAi ohinh ho

ticlr. xdc dinh lai din toc
.ltneu conq oan e0 \'eLl

cAtr): (Biitlniu thco

Thong tu .\o 01/)020/TT-
BTP c a Bo lruong Bo TLr

phdp)

0.5



')a Xcnr xdt.

biio cair

LAnh dao

UBND
:.

cap

huyQn

Linh clao

I)hon,s-l'u'

ph6p

9l

m6t ngdy).

N6u ngudi c6 ydu ciu xdc nhAn th6ng
tin dd th6ng nhAr. d61,dii hoic kh6ng
co plrin hoi saLr thoi hurr lerr eirr tlri
c6ng chuc larn c6ng t6c h6 tich in
''Trich luc dlng ky thal' doi. ciii chinh
h6 tich. x6c dinh lai d6n toc'' tlinh
Ldnh dao Phong xem xit. ph6 du),et.

- Xcrn xdt. drrvct lro so:

- Bri,, cao Ldrrlr tlao UR\D cip huien

l-lo so do cong clr[r'c linr
cone tiic ho ticlr tlinh va

, .: i , ,.ttrao cao 0e xualt \ kren

giai qu1,6t.

'l-rich luc thav doi. cai

chinh h6 tich, xhc dinh lai

dAn t6c (ban chinh): bdn

sao Trich luc thar doi. cai

chinh h6 tich. xiic dinh lai
:^dtll t()c (r'te c()n! dltn c():'

y0u cdu).

0..i

0.5

0.5

UBND
cap

huyQn

Bu<ic

3

- Kj Trich luc thal, doi. czii chinh h6

tich. xdc dinh lai ddn t6c (brin chinh);
ban sao Trich luc tha1, d6i. cdri chinh
ho tich. xdc dinh lai dan toc {niu cong

^ioan co yeu cau).

- Van thu dorr,s dau r a chur in kit qLrl

cho Phdng Tu'phdp.

du1'€t

qua

quyet

d6ng

Ki
k€r

gral

va
-1

dau

-LAnh

dao

UBND
,,

cap

huyCn;

-Vdn thu

Phdng
Tu'phrip

C6ng

chuc Iirrn

c6ng t6c

h6 tich

Ghi vio
56 h6 rich

Bu6c
4

- Ghi vdo 56 dang k. thay d6i, crli

chinh h0 tich, x6c dinh lqi dAn t6c vd

cirng ngudi di ddng k1;' h6 tich ky vdo

s6.

- Luu h6 scr vi chur,€n k6t qLrzi cho 86

- 56 ding k. thal'ddi. cai

chinh hQ tich, xdc dinh lai

d6n t6c (Bi6u miu ban
:lt1nh llteo I hong lI so

01/2020/TT-BTP c' a Bo



t'rl\D llrr'6 c
'I-ra

(Fli\
k0r Bo phin

ti€p nhAn

vd tra ket
qua

92

phdn Ti6p nhAn vA Tra ket qui

'l'rd k0t cltrzi cho cong ddn

truong 86 Tu phdp):

- 'l'rich luc thav d0i. cai

chinh h6 tich. xhc dinh hi
dlin toc (bao chinh): birn

sao l-l'ich Iuc thal c1oi. ciri

chinh ho tich. x6c dinh lLri
':dan toc (neu Ct)ng ditn Cir

ydu ciu).

- l-rich luc thar cloi- cai

chinh ho tich. xdc dinh lai

d6n toc (bAn chinh): ban

sao Trich tuc thay doi. crii

chinh h6 tich. xdc dinh lai
.;

oan toc (neu cong dxn co

i,du ciu).

- Bon diAn tir Trich luc
rha.,. cloi, ct)r ch[nlt lto
tich, xdc dinh lqi don toc
(Bon di6n ttlr sd ru clong. ) .-,glt.t Ye Kho quon lr. (llt
li€u ciro c/r nhdn/dio chi

, ,,: , : ,.^llltt dten lu'/lltr(1 bt so/dtct1

/houi cia ngrroi t,eu ctitt
satr khi dd hoctn tut thit
luc danq k| lh(^. dot, cLtt

chinh. bo sung thons tin
ho rich, xdc dinh loi don
toc t0i co' tluan clcing ktl

0

cnl)
h uv6n

J
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ho rich)

Ilo so duoc luu triL tai Phong Tu phiip theo qu1' dinh hiOn hdnh. bao gdur

- IIo so di tiip nhirr rlrco TTHC cli cong ho:

tai khoan i Dicu 3 Thong tu so I5 201s/TT-llTP ngirl l6 ll l0l5 cua Bo Tu phdp hLrong cLl n tlri harrh urot so.liiu cu:r Lrrit lr,l tie Ir ri
Nghi dinh s6 tZ3l20t5AJD-CP ng2ry 15l1ll2Ol5 cta Chinh phu quy dinh chi tiet rnot so tlieu vd bifn phtip thi hzinh l-udt ho tich).-l'rtLong
hol g5s thone tirr trorrg cac gidy ttr n?r1 dd co trong Co so di' Iidu quoc gia ri ddn cu (CSDLQCVD( ). ( u s,r dir li":tr lt,l ticlt tlirltt trt
( CSDLHI D f ). dugc hq rhong didn ru d6ng thi khong phdi xudt trinh (rheo hinh thuc truc ti6p ) hoic tai Ien (tireo lrlrrh thtc trrrc ltn irr t.

.: .- Vdn bAn. gidy tr:. tai li6u x6c minh (d6i voi truong hoo c6 x6c minh);

- Vdn ban b6Lo c6o Ldnh dao UBND c6p huydn:

- Biin chup k€t qua TTHC;

quy dinh chi tidt thi hdnh).

9. Th ti. tuc ghi viro sti t 9 tict viQc k6t hdn cria c6ng din Vi6t Nam rl5 du'o.'c gidi quy6t tqi co quan c6 th6m quy6n cria nrlric
ngoii: (MA s6 l'TI-lC: 2,0021 89)

. -. ,i- Mi so qur trinlr thu tuc hanh chinh: 2.002 I 89.

- Thoi han giai qu1,6t: l2 nga1,

Co quan,
rlo'n v!

Buric
thgc
hi6n

T6n bu'6'c

th r.r'c h i6n

Tho i

gian

(rrgr\r )

Chi
ch ri 

I

116 phan
.i . ^trep n ll aIl

vd tra k6t

quri

a Nop hi so tru'c tiAp;
. ':- Xenr xet. kleu'r tra tlnn

SO:

- Phieu y'eu cau bo sr,rns. hoarr

thiCn ho so' (ly'rirr so ()) hott

hdnh kint theo Thttng tu

so 0lr20lB TT-l/PCP ngit.t

0.5 
I

ho.p IQ cua h6

Trf ch

nhigm
th u'c h i6n

Bi6u mi u/k6t q u:iN6i dung c6ng viQc thuc h i6n

LiBND
^cap

h uyQn

Brro c I nhdnI I p

h6 scr

+ Truong hgp h6 SO chua rlA.v du: c6ng
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chuc tidp nhdn h6 so huimg dAn cle c6ng
ddn bo sune ho sry vi in Phieu y du ciLr bo
sLlng. houn tltren h() so:

- Trudng hop h6 so kh6ng dring qul
dinh: in Phi6u tir ctrOi gial qu1,6t h6 so:

+ Truong hcrp h6 so ddi, dt. ho..p 16: Tiep
r)nan va nhap tl)ons tilr tiep nhAn ho scv

vdo Phin nrdm Mot cua: in Ci6y riOp
,^ 'ltlhrr) lt(l su \r trt ki.t ilui cho nBLriyi riu

ciLr: tltttc Iri.1n ri, lrirlr (::ru uhrrP. elrtrrin
thdnh tdi Ii€u di€n tir tren h0 rh6ng thone
tin. crr su di liiu)ra ki so vio tii liiu..:
ho scI.

- Chr.ry,e n ho so dOn I,hr\ng -l'rL 
phAp.

,: :l). ,\()p llo Su tt UC tu.t,cn.

- Sau.khi nhin clLloc rhone bdo co lrci so

1iu cdrr dang ky glri vao so ho rich viic
k6t h6n cta c6ng ddn Vi0t Nam dd duoc

!,
grai quvet tai co quan co thdtn qLrr en cta
nu'6c ngodi g0i trdn Cong clich vu c6ng..: ^cor)g chuc tieP rrhin lrti s,r 1160 ,',55n.

Itiem tra tinh chinh xac. di1 dt. rhdne.: ,
nhat. no-.p Ie cua ho scr:

+ Tru'ong hop ho str chua dA.v dii. chua
hop le. 86 ph4n tiep nhdn va tra kir qua

grJLi th6ng bAo hudng dln b6 sung. hodn..^ , :
thren ho so qua Cone dich vLr cong. cone
Jin co rlri kierrr tr.r tirrh tnrng xLi ll lrir srr

23/il/2018):

- Phi6u til ch6i tiep nhdn

c1uy0t hd s<t y,Vttlu so 03

hanh kint tltect Thong

ta 0 t /ZO I B/ff-VPC P ngtq
23/t t/20t8).

- Gi6y tiep nhAn ho so vd her.r

trir k6t qLrri (Mfir so 0l bon
ha.nh lcinr rlrco Thin;q tu'

so 01/2018 TT-1.'PC'[' tts(l
2 3/ I 1/20 I 8):

- H6 so theo thu tuc hinlr chinh
.i

da con.-q bo.

gra l

ban

ltt
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khi dang nhdp vio Cdng dich vu cong.

Trane thii h6 so tr6n C6ne (lich vu c,irrg
). .^li Yclt ccu llo )un[ ltir\ tU

+.l-ru'irng hop h6 srr bi tir choi. B0 phin.: ^ :tiip nhan r i tr:i l<it qul grri thorre bao tu

cnAi tiep nhan ho so qua cong Cong dich.^ . : -

vu cOrrg. crrn-e. ddn co thi ki6nr tri) tinh

trang xli ly ho sn khi ding nhAp viro

Cong dich vu cong. Trrng thdi ho srr tri'rr

Cong dich r u cong la "Khong duoc tiip
nhdn".

+ Truong hop h6 so dAy dri, hop 16. trang
. ,. ,'^ ^ --ithii h0 srr trin ( ong diclr irr c6rrs la

"Dtroc tiep nhcn". "Yiu ciu thtrc hiirr
.. , , . .. ^, ;. '. - :

nqhla vu txr chrnh l'han rnern se cap

m6t Ma s6 h6 scr truc tuyen cho ngudi
\ cu cau.

- Hutrng dan nguoi yeu ciu thanh todn

phi. l€ phi: ThLrc hi6n thanh to6n tntc
tuy,€n (C6ng dich r"u c6ng phdi cung cAp

chiLc nlns thanh toln phi qua rnoi trrron-s.

rur ang).

- Ngav sau khi nhin duo'c phi. l0 phi

dins kr c.hi r io :i, lr,', liclr r iic ki't hirrr

cua cong ddn Vict Nam di dtroc gini

qLr16t tai co quan co tharn quldn cua
': ,

nLLoc rrsoai. Bo phin tidp nhdn vd tra kit
quzi ti6p nhAn h6 so, gui th6ng bAo
"Dang ru' I(" ra ngrr herr tra ket qua
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lluoc 2 Xrr lr ho so. brio cao Ltlnh dao TJBND cap huy6n

l

09

0'7Ki0ut 1ra.

thanr rnrru

xLi ly' h6

SO'

C6ng
ch[rc

cdng

hfr tich

li nr

t6c

- Xtr Iy. thdrn tra ho so:
, ,l :. ,,i-ltuong hop lto so can bo sung. hoan

thien hodc khong du dieu kien giai quyet.. . :.phar ru chai thi sr'ri rlrone hao vd rinh
trang h6 so toi Bo phan tiep nhan vt) rrii
kat !luir tte tlron:l blirr clru nu.Lrtri n,',P lrt',
s(-y tkcr)'l r in blrr htrirre din. niu n-r lr

.ldo. rt.rr tlurrl- l),' 5un-q...)-tlrtLe Iriilt l:ri

bu6c L

--fruirng htrp cin phAi kiCrn rla. x6c
n.rinh: Du thao vdn bdn xAc minh: du.

tllr,r l)lrierr rirr lii ri lrc-rr lei nsil) trir kel
clua (neu co ).

- Ndu ho so cli1,dri. hop le. dirng qu1,c1inh.
.i. , ^ :

tru'rrrre lrup tidp nhirr ho so Jang ky ghi
ch[r k6t h6n theo hinh thuc rruc ti6p: Du
thao kdt qua gidi qui,et. T.inh Ldnh rlao
Phons xer-n xit- phe duy'6t.

. .:Itttrttte ltult tii| 1111f111 lti, str darrS k( glri

- I 16 so dd ti6p nhdn;
.:- Vdn ban. gr51 ttr. tii Iieu xic

nr inh (n6u c6):

- I)u thdo virn ban bdo crio (n€u

lir co so plrip lr liin (luil): ket, ,,;.
rluC Klcln tfr. \tu r)lllllt h\, s(r: \
kien di xuat):

- Du tlrao lrrelr lLre elti elrLr keL

hrin (brin chinh). ban sao l'rich
Iuc ghi chir ker h6n (n0u cOnu

dan CO \L'u cxU)'. \UrL'tt tt t

theo Thonc rtr so 04/2020/TT-
BTP cia 86 trtntng Bo Trr

phdp)

qr-n C6ne dich r u cong. c6n_e din cri LhO

lii€nr trr tinh rrane ru lr ho so khi tlane
nhap i,io Cong dich vu c6ng. Dong rhoi.

, ,. .l ^ ^:trang thai ho so tren Cong dich vu cong
ld ''Dang xu ly".

- Chu1,€n ho so d6n Phong Tu phAp.
l
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chl k t h6n theo hinh thuc truc tu)€n.e

c6ng chric lArn c6ng tic hQ tich gui l4i

biOu rn6u "Trich luc ghi cht ktlt h6n di€n

tir" vni th6ng tin dAy dt cho nguoi y6u

cdrr qua thu di€n tu hoac thier hi so.

^:,Nguoi yeu cau co trach nhidrn kidrn tra
tinh chinh x6c. diy du cua cdc th6ng tin
trin biiu rn6Lr Trich lrrc ghi chir kit hi,rr

diQn tu'r,i x6c nhan (toi da m6t ngirl,).

-'l . -
N,.ru ngrrrri co veu cau xac nhirr thr\rtg. tin

dti th6ng nhrit. dA1 dri hoic khong c6

plran lroi sau thoi hau leu ciu tlri cong

chtrc ldrn c6n-s tiic h6 tich in "Trich luc
. : ^ ..

.p.lri clrt kit horr" trinh Lirrth dao I)hong

xem xit. ph6 d u1'c t.

2.2 - FIo scv da ticp nhdn:

- Van bdn. 3i
:

nlnh ( neu cr))

- Vltrr ban hiio e iio { tlett tr-' crr so 
.

ph6p Ir lien quan: k.it qtri kiirrr j

tra h6 srv; 1, l<i6n d€ xudr):

- Du thdo Trich luc ghi chir hCt

h6n (ban chinh). brin sao 
-frich

.:^j

luc ghl chu kel llutl (nt'Lt .r,tl{
d6n c6 )'€u ciu).

02

a) tir. tt\ i liitr xric

Xerr x6t.

biio c6o

[.Anh dao

UBNI)

huyOn

cap

Ldnh dao

Pliong Ttr
phap

- Xenr x6t. du1,6t ho so';

- Bio cao I Arrlr (r,, UIlt.'D cap lrurirr

UBND
Acap

Bu6c 3 Kr duyQt k6t quri giAi qu16t rir dong ddtr 02
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Ir rr r'0 rr

I'hong
Tu phip

h rrvdn

Brloc J

Buoc 5

Ky dul ,-:t
,i
L et !l L li.l

e.liIl (lu\ ct

Gh i vr\o

So ho tich

Tri
qua

l(ct

Ldnh d

llBNt)
cap

hr-rI Cn

C ong

ch[r'c larr
cong tric

h0 tich

-) oa Ky -lrich luc ghi chir ket hon (ban

ilrrrrlu. l.ln sao lrrilt luc ehi clrLl lict lron
(n€u conu d6n co veLr ciu)

I)6ne d6tr r,2t c hur,en

Tu phap
k0t qr,rii cho Phr)ns

- Ghi vio So ddng ky kOt h6n.

- Luu ho so vA chr-ryen k6t qua cho Bo
phirr I i6p rrlriirr r a I ra kir qLrl.

Du thiro'l'rich lLrc ehi chu kcL

hon (ban chinh). ban sao I rich
,,,: , ^ ^lue ghr chu Ket l){'n (ncLl .(' 1_,

ddn c6 1'0u ciu)
-l'rich luc {rhi ch[r ket h6n (ban

chinh). brin sao 'l'rich luc ehi
chri kiL hon rni.u eorru dr'rn c,,
y€u cdu)

- So ddng ky kit hon lBiitr utcitr

bart hdnh rh,'o Thong rtr so
0,1/2020/TT-BTP c o Bo
tt trong Bo TLr ltluilt).
-'frich luc shi chu k6t hon (bzrn

chinh). ban sao Trich luc ghi

chrl k6r hon (nriu cong dirr c,r

1',eu cau)

- Trich Iuc ghi chrl liet lron (ban

chirrh). biin sao 'l r-ich Iuc shi
chu ker |t,,11 111;,, eonl .l:irr .,,

^1.
) eu cau ):

- Ban diQn rLi'Trich luc ghi cltti
kit h6n (Ban clien ttr sd tu dottg.. ;,.,gtti ve Kln tltttur l\',lii liitr,/iitt
ttt cia ,ri ttltitt. ii,t tht tlttr diitr
ttt thiit bi so.Ji,.ttt rlt,,tti ctttt: , , -- ,tlgltol .teu (alt sou klll (lL| ltodtt

5

l2 Drinq diu Virn thLr 0.5

0.5

L'BND
ca J)

Bo phin
.r . ^

t rep nhxn
va tra
q uil

l<et

1'rd k6t quA cho c6ne dan 0
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tat th tuc ghi cltti kAt hon tai
co clttotl ddng kr,', ho tic h t

I Io so duoc lrru trr-i tni Phong'fLr phip theo quy dinh hien h?urh. bao g6nr:

- I16 sr: dn ti6p nhdn theo TTHC cld c6n-e b6;

tai khoan 3 Didu 3 -fh6ng tu s6 04,2020/TT-BTP nga1, 28l5l2O2O cua B6 trrrong 136 Tu phdp Quy dinh chi tiet thi lrirrh rn[.t sir tlii'tr crra

Lrrat ho tich ra Nghi dinh so 123/20154{D-CP ngar l5 rhdng ll nnrn 2015 cua Chinh phu qur dinh chi tiit rnot s.i diitr ri hiin llnil, rlri

hanh LuAt h6 tich). 'fruong hop cdc th6ng tin trong cdc giay to nav dd cti trong Co so di liiu qLroc gil r i riin cu (CISDLQ(iV[)('). ('o so

tlrr lieu ho ticlr didrr lu (CSDLIITDT). duoc hQ tlrong diin tu don,e thi kh6ng phai xuir trirrlr r tlrco hinh thrrc tlrrc tii'p r lr,,i. 
'.1 

Icn r rl).,'
hinh thuc truc tuy6n).

,: .- Vdn ban. gial ttr. tii Iiiu xac minh (d6i voi truong hop cri xiic minh):

- \'dn birrr l.iio crio Llrrh ci;ro I RN I) cdn hrr) q:rr:

- Ban chup ket quzi TTFIC.

qur- dinh chi ti6t thi hirnh).

10. Thri tuc ghi vio s6 nO tich vi6c ly h6n, hriy vigc k6t h6n cia cdng din ViQt Nam di ttu'oc girii quy6t t:ri co quzrn c6 thinr
lqrry€n c[a nu<ic ngoai (Mi so TTI IC: 2.000554)

- MA s6 quy trinh thu tuc hdnh chinh: 2.000554
:

- Thiri harr giii quyit: l2 ngiy

Bi6u miu/k6t qu:i
Co

quan,
don vi

Bu 6c

hi6n

Tho'i
gia n

(n gir )

(;hi
cht'rth u'c

- Phi€tr r,€u caLr bo suns.

Ito;rtt tltien l11v 51, 1\[71i 1ri /t-'

TGn bu'6'c

thuc hi6n
T16ch
nhiQm

thr,r'c hiQn

NQi dung c6ng vi6c thq'c hiQn

UBND
cap

Buoc I Ti0p nhin
11C) s()

phdn

nhdn

B6
.;

t rep

a. N6p hd so tnrc tiAp:

- Xern rit. kiern tra tinh hrrp le cua ho so

0i
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\/a tra
qr-ri

ker + l-r'utrng ho-p h6 so- chua dAv du: c6ng ch[Lc

ti6p nhAn ho so hunng d6n d6 c6ng cl6n b6
sung ho srr vA in Phi6u r iu cAu bo sung. hoin
thiOn h6 so-:

+ TrrLdng hop h6 scr khong ding quy dinh: in
l'lIe Lr lu ( lrul r.ltilt Lll.l\ cI ll\) s\r:

- I rLLunc hop ho so .llir tlrr. htrp lt:: I iip
' ':rrlrdrr va rrlrip thone rin ti€n rrlrarr ho so rio

l)hAn menr M6t ctra: in Giay tiilp nhAn h0 str
.i\a lrir ket .ltlr elto ngrLiri ritr clirr: llrrLc hi,.irr

so h6a (sao chup. chuy0n rhanh rai licu dien
^^:tLl trLiu ll( lltL'ttg llr,r|tr.t lir)- utr s.'' ,-[i lieLrrrir

iij s0 rio uti liiLi. iro su.

- Chuydn ho so d6n Phon-u Tu phap.
,-i :

D. lYop ho scJ lrtrc lu)en.

- Sau khi nhan ducrc thrrns hto co ho so viu
i ,- . : -cau ddng k1 ghi rio so ho tich viec ly hon.

htv r i6c l<ct hon crla cOns drin Viet Nant dil
tlrrrte giiri qLrrit tlti c(r rluillt eo thlirn qrrrert
elra uLli)e rrgo i gLri Lrdn Cong diclr Vu eung.

.,i . ^ . :
cons chuc tiep nhan Jto scr tiep nhdn. kietn tra
Linh chinh x6c. diy du. th6ng nh6t. ho-p 16

cua ho s(}:

' Trttcrnq hop ho so chrra clil tlri. clrrrr hrrp

l.:. Bi, plrrin tiip rrlrarr vi tri kit qua grri

thone bao huorrg din ho sung. hoin thidn ho
so qttr ( ott-q rlich r tt c(in_s. Cong dlrn co tlre

ki0m tra tinh tlang xu l( ho srr khi dirnrr nhap

ban hanh kim theo Thong ttr
tA OlnOtStrr-rPCP ng\'
23/t t/20t8);

^,.,: . . i, .,i- I'nlcu ltI cllor trep nlran g,lr
qui,6t h6 so (lhiu .s6 03 bon

ha.nlt liittt tllco 'l lton! tl
so a l, 2 () 1 8iTT- l'PC P ttgil'
23/1 ti20 t8).

- Cirir ricp nlr:irr h,i :,,, r i
llen trt kct rlttlr (.\/ari .rr, /t/
ba.n hdnh kent theo Thong rtt

.so 0 I t 2 0 1,\,'TT- l/P(' I' nsit
)3/1 lt20lE).

- Ho scv theo th[r tuc hdnh

chinh dd cdns b(i.
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\/iio C6ng dich vu cone. Irang thui ho so tr€n
.-;
Cong dich \ u con€l la 'Yiu cau bt, sung giiil
to".

.l- Irrrorr-l hop h,', so bi tir choi. B,i pharr tiep

nhen vd trA k6t quzr gi'i thong b6o tn ch6i ti6p
.: : ^:lnltin ho su qur cong Cr\6o 6l ch vu c(lr)s.

cirltq 6a, co tlri' kiinr 1rfl tinh trang. \rI I\ Ir()

so khi ding nhip vdo C6ng dich vu cong.

Trang thii h6 scr tr6n C6ng dich vu c6n-s la
"Kh6ng duoc ti6p nh6n".

+ Truong hop h6 so dAy dt, hnp 16, trang

thrii h6 so tr6n C6ng dich vu c6ng lir ''Dtro-c
.i . ^ .. : .tii'p nhan". "Yr1Lr ciu llrrre hiirr nghir i u tii

chinh". Phin rna'r)l sC cap rnot Mi so ho s,r
;. I

trtrc tu) en cno ngu0r ) eu cau.

- Hrrone dAn ngudi y6u cAu thanh to6n phi. lC

phi: Thuc hien thanh toan truc tur 6n (Corrs
i.

tlich vu cons plrii cung cip ch[rc niing thanh

toan phirlrra nr6i tluong nran.'q).

- Ngal,sau khi nhdn duuc phi. Iq phi dAng ki'
glri vao sri ho ticlr viec lv hon. htrl r iOc kcrt

li6n c[ra c6ng ddn Vi6t Narn da dtroc gieii
; , .i iquyct tar co quan co thf,rn quyen cua nu(Yc

ngodi, BQ phAn tiiip nhdn r,?r trA k6t qua ti€p
.i

rrhin ho so. sLri tlrons hliu "Eanc rri lr'" r i
ngiLl'hen tra ket qua qr-ra C6ng clich vu c6ng.

cring darr co thi kierr lrr linh lrrng rrr lr ho
' ^iso khi dang nhip vao Cong dich vu cong.

D6ng thcri. trang thai ho so tren Cong dich i u
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Bu6c 2 Xu lv ho so. b6o cao Linh dao [.lBND cAp hu1,6n

- Xn Ii thArn tra h6 str:l Ki6nr tr-a.

tharl nt u'tr

\L[ l\ ll()

SO

Cons
chir c lanr

c6ne thc

ho Lich

-'lruirng hop ho so' carr Lro suns, hoi\n
thi0n hoic khone dU didu kien gizii; .,qu\et. phri t[r eltiri Lhi rtri thong hro rc
tirrh tlan-s. ho str tcri Sir plrin riip rrllirr.:\r lre kct qu:r rlC thJrrr l'io clrt, ngrroi
rtop ltrr srl tlii'rl ran hirrr huiirr! dirr.

.lrtitt Ir, lr (ln. t)('i (luilq hi, sLrnu... )-thLrc

hiOn lai Ludc L

-Truting ho-p cin phai ki€rn tra. xac

minh: Dtr thAo vdn ban xdc ntinh: du

thdo Phi0Lr xin l5i vi hcn lai neri). rtii
.i :
Ket qux (neu co).

- N€Lr h0 so day drL. hop le. c1(rng quy'
,t . ^dtnh. trLrirn-q ll()P tiep nltrirr hir su dang kr

elri ch[r lr hon tlrco lrinh rhuc rruc ridp:.:
Du thir.r ket qun giii qu1it. Trinh Ldnh
dao Phdng xern xit. ph6 duydt.

- Ilo so dA tiep nhAn:
,,i- Van bltr. {i:rr I,.r. tii lilrr rie

minh (n6u cti 1:

- Du thdo vAn ban bao ciio (neu rir
co so phrp lr lien qrrrn: kit ,-1rru
,.^
l\rern tra. Xlre rninh hO "o: r liierr
d0 xLrAt):

- Du Lhao Trich lLrc ehi eh[r l.r hirn
(bAn l:hinh). ban sao'frich luc ehi

l^chu lr hon (rri'u conu tlin e r', r itr
eiu): (Bieir rnitt tlpo Tlntry rtr.r,)
0J :0:0/TT-BTP crn B,) rrtr,nt?
Bo Tu phdpl

Truong hcrp ti6p
ghi chir 11, h6n

i^
tu\ cn- e 0r'ts cliLIC

gui lai bieu mau

hon diOn tt'' r'rii

nhAn h6 so ddng ki,

theo hinh thirc truc

ldm c6ne tdc ho tich
"Trich luc ghi chu Iv
th6nq tin div du cho

c6ng la "Dang xu lj ".

- Chu1,€n ho scv den Phtrng'lu phap

09

0'7
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ngu'iri y6u cau
..: ,. :

thlct Lrl so.

qua tlru dien ttL hodr:

2.2 clao

Trr

Ngutri ydu cdu c6 tr'6ch nhi6nt ki6rn tra
tinh chinh xdc, dAy du cua cdc th6ng tin
trdn bi6u miu Trich luc ghi ch[ ly hdn

, . ^ ;. ,
didn tu va xac nhdn (toi da rnot ngay).

Ndu n-euoi co 1'0r.r c/iu xic nhdn thone
tin di th6ng nh6t. dAl clu hodc khong cri

phein hoi sau thoi han 1du ciu thi cons
chirc ldm cdng tdrc h6 tich in "Trich luc

ghi ch[ ly h6n" trinh Ldnh dao Phong

xerr xdt. ph€ du1,et.

- Xcnr xdt. dur'6t ho srr:

- Llrier cao Linh dao I jIJND ciP Irtnin

2Xem xit.
bdro cii cr

Linh dao

UBND
:

cap

hur,6n

Ldnh

Phong

phdp

- Vdn bdn bdo cao (ndu to cLr str,

- I lo srr di ti€p nhan.
, ':.- Virr Ir;rrr. gilir ti,. tji lierr r,ic

rninh (ner-r c6):

phdp ly lidn quan: k6t qua liidur
. : , .,; .l ;

tra ho su: ) Kren clc \uat):

- Du thao l-rich luc ghi chu l1'hon
(brin chinh). barr sao -frich luc ghi

:^
ci)LI l\ ll(,tl (nett t,'ttc dln c{) \cll
cau )

K. duy0t k6t qua gidi quy0t \1d d6ng ddu 02



l0l

K, dLrv0t

lie t rlr l.r

-qta 
l rl r. r\ e I

lJ u'o c .l Ghi r.'r\o

S6 nO tich

cap

htrve n

Don !r d iu VIn thu

K. Trich ILrc ehi chir lv h0n
chinh). ban sao'flich luc shi ch[r lr
.i^(ncu cons dan co ) eu cau)

'l'rich luc shi chu 1r' h0n (ban

chinh). ban sao I-rich ltLc !.lti chir:^lv hrrn (neu cong dirr co .r i'u e iu)

- 56 ghi chir ly h6n (BiAu ntau ban
hanh theo Tltotrg tu' so

04/2020/TT-BTP cia Bo Tr
phap):

- Trich luc ehi ch[r lv hirn (bdn

chinh). ban sao -[ rich luc ,qhi chir

l1 httn (nerr cone dirr c.i r itr e litr.1.

- Trich lLrc ehi chll Il htin lban
chinh). bin sao l'rich luc ghi chir:^lr It,,n (nirr corrr,.ilrrr cn r.r. erirrJ:

- Ban di€n ti Tritlt ltrc gltr t'hti lt
Iton r Ban dien ttr .t,; trr dottg gtri re

Klto quart ll dti li,;tr cutt cci

trhon dia cltr tlttr iiett ttr tltiet bi: ,. ^so/dien thoai (uo nguoi t.jrr ctirr

satr khi dd hoitn ror rhi ruc ghi chti

b, hon tai co quon diing kt, ho

rich)

J Linh dao (bnn

hon
1.5

ns

l I\D

l2 l)irng d6u vt\ chur,0n ket qLra cho Phonrl
'l-Lr ph6p

- Ghi r'2ro 56 ghi cht ly h6n

- Luu h6 str vd chuy'0n k6t qua cho 86
' ^ _.:phltn I ic'P ttltirt vi Tri ket qrri.

lra ket quri cho c6ng din

Phong
lu phirp

Corre

ch[r'c

cong

ho tich

ldrn

tAc

l-

LrllNl)
c:Il)

h trr'0rr

Buoc 5 Tra
qua

k0t B0 phdn
,t -

t leP tl h ilti
vi tlri kCt

cluii

-frich luc ghi chrr h hon (biln

chinh). bzin sao 'frich luc ghi ch[r
':lr hon (n€u cong dan co 1i'Lr e rirr)

0 5

Ilii sir rlLrrrc lLrLr tr-ir tai I'ht)ng-l'u phiip theo quv dinh hicn hdnh. bao gorn
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- I16 so dd tiep nhdn theo TTFIC dd c6ng br.r:

- P:: .lrul {?I t,] 
"lu nC,rcri l'9y ciu aalq]<r h6 tich xu6t trinh (do nguoi ti6p nhdn h6 scr thu'c hi6n sao chup rii Iuu lro so thco rlul tlurh

tai khoin 3 Di6u 3 Th6ng ttr s604120201'IT-BTP ngd1 28l5l2O2O cua 86 trtrcrng 86 Tu phap Quy,dinh chi tiet Lhi hr\nh rnor sr, clicLr cria
Luat h6 tich ri Nghi dinh so 113/20l5A.]D-CP n-eay )5 rh6ng ll narn 2015 cua Chinh phu qrrl dinh chi riir rnot 

',1 
,lirirr ,.i hiclrr ;rl1;i1' 111r

hanh LuAt hQ tich). Trudng h-o. p cdc th6ng tin trong c6c giAy td ndy dd co trong Co so du lieLr quoc gia vi (lan cu (CSt)t-QGVI)( ). C t-r srr
dil li6u h0 tich di6n tu (CSDLHTDT), dut'rc hO th6ng didn tu d6ng thi kh6ng phAi xuAt trinh (iheo hinll th,.,. rruc ricp) Iroir r:ri lcn (rlrcc,
h inh th(r'c tru'c tuyen).

.; .- Vitn ban. eiil ttr. tai lieu xiic rninh (d6i vdi truon_s hop co x6c rninh):
- \'in brrr liin.,i,, I inh dro I I)\D cAp hrrren:
- Biin chup kdt quzi TTIJC:
- Vdn bdn thong b6o vi6c ddns ki, ho tgch ddn ccr quan li6n quan (d6i vdi trucmg hqrp phzii th6ng btio theo qr-ry dinh cua Ludt IIo tich yi chc van hirr.r

qLrl'dinh chi tidt thi hdnl).

11. Thii tgc ghi viro s6 h6 tich vi6c h6 tich khic cira c6ng din Vi6t Nam di rlu'g'c gidi quy6t tai co'quan co tlrim qu1,0n cri:r
nu6c ngodi (klrai
-1-'l-lJC: 

2 000547)

- Mi so c1Lrl'

sinh; giim h6; nhfin cha, me, con; x6c dlnh cha, me, con; nu6i con nu6i; khai tii; thay al6i h0 tich) (Mii sa

tr'lnh thLr tuc hanh chinh. 2.000547

. - Thoi han gidi quy6t: Ngay trong ngdy ti6p nhAn h6 so, trutrng hgp nhAn h6 so sau l5 gicr mi khong giai quvLlt (lrr(rc nsirr rlrr rr,r
ket qud trong ngav ldrn vi0c ti6p theo. Trong truong hop phAi x6c minh thi thoi han giAi qui'0t khtrng qui -.i ngir),' larr 

''iCc

Bi6u miu/k6t q uri

- Phieu r'€u c6u br) sung. hoan

thie n h6 so (Mitr l;o 02 hrrn

hanh kitn llteo Thong ltt
t6 ot,:ot8 TT-rPLP rg(ir
23/1 1i20 t8):

.-.,: :- ,: -- l'lrr,.'rr tlr chot lrcll nltiin .lrlrr

Thbi
gian

(Ngi.'")

(;hi
chri

UBND
cap

Nga)

h uy6n
Ir()nq

n-gziv

nhin
s ():

Li0p

h(l

T

Co'

q uan,
do'n vi

Budc
th qtc

hi6n

TOn bu<ic

thuc h i6n

T16ch

nhiQm

th u'c hi6n

NQi dung c6ng viQc thu'c hi6n

B0 phdn
.t ^trep nhan

vd tre kot

qua

Bu'6 c I Ti6p nhdn

h6 so

a NQp hi so tnrc ti€p;

- Xern x6t, ki6m tra tinh hop 16 cira h6

SO:

+ Trlrong hcrp h6 so chua d6v dt: c6ng
chuc tiep nhan ho str hucvne din d6

; ,l
cone din hir 1911,, hrl s,r va irr Pltiitr liu _l
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cdu bo sung. hodn thidn h6 so;

+ Tru'trng hop ho scr kh6ng dung qu1,. ..',: :.
Jirrlt: in l'hii'u tu e hi,i ciiri ,.1u1 il Irr', su:

- 'l'rLrirng htrp ho str c1a1, clLr. hop l0:
^. ,i
I iip rrlrrin ri nlrrp llr,,nu lin tiip rrhirr
Ito so r io l)han rneur Mot cu'a: in Ciir
.: . ^ l

tiep nhan ho so r a rra ker qua cho nsuoi
veu cdu: thuc hien so hoa (sao chLrp.
':clrul l'rr thanh tii lir-ru di6n tir tlin lrt

tlronu thong lin. ctr s,v dti liirr t r i k( so

vr\o r:ii lieu. hd so.

- Chuyen h6 so d6n Phdng Tu phap.
.: :

b. Nop ho.\o. lt'Lt'C luyen.

- Sau khi rrhdn ducrc thons b6o co ho scv

^:.:
i eu cau ding k1 ghi r ao so hc.) tich viec
h6 tich l<hac cta cdng ddn Vi6t Nam clS

rlrroe _sili qrrl et tiri co qutn cri thArn

<.1u1i,, .r',, nLlric ngtl)i 1l<hai sinlr: girur
ho; nhAn cha. me. con: x6c dinh cha.

rre. con: nuOi con nudi: khai tu: thal'
.^.. ^ . ,. ^ .-)

doi ho ticlr) s.uitrin Cong dich vrr cong.

cong e lrtc tiip rrhirr lro s.r tiep rrhirr.

l<iirrr tla tirrlr chrnh ric. drr tlu. tlrirrrg
nhilt. h(rll lt' cttl lttt s, i:

' Trtt,'rtlr: ltup ltO S,' ellttl ddr tltt. cltul.: ^
ho..p lc. Bo phAn tiep nhin r r tra kit qui
sLri th6rru bao hrrong din bo sunq. h.,an

tltien lri, str tlua (-rllt:: dich rtr cf,rrg.

quy6t ho so (Mtiu so 03 hon

hanh lrint theo Thong tu

so 0 t /20 I S/TT-V PC P ngi4
)3/il/2018)

- Ciiv ti0p nhirt Iro str r''l\
trx l(et qua l,\4au so l)l
ha.nh kdn rhe o Thong

so 0 I /20 I B/TT-VPCP ngol
2 3/ il /201 8):

- I lo so theo thr-r tuc hirnh chinh
da cong b6

ho-p nhdn

h0 SO'SAU

qlcl

nl rl

khong
h.- tt

bun
glal
qu) et

d u r-vc

nga) thi
tldr ktir

c1uzi trong
nuil liun
\ rec tlep

theo.
'lrong

tru(]n_g

hop phAi

xAc minh
rhi rhdi
han gi6i
q uvet

khong
clLrlr 3

ngd)' larn

vi0c.
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c6ng dAn c6 th€ kiem tla tinh trang xt'
.,.:h' Itrl so klri darrg nhap r io Corrg. dich

vu cong. Trang rhai ho srr trin Cong
dich r"u c6ng lir "YeLr cA,, 1,6 sung giA1,

td''.

+ l-ruong hcrp h6 so bi ttr clr6i. B0 phAn.:
ti,.rp rrlran va tri ki't qua erri thi,1;q hjo
tir eht,i titil, nhirr h.\ srr (lr;r ca)rrr L rrne

tliclt r u e ons. crlnu din c,'' tlrd kit'rrr tla
tinh trans xLl l, h6 so khi dang nh6p
r io ('ong dich r u c,rng. I rung thrii lro
scr tren C6ng dich vu c6ng t?r ''Kh6ng
, .t

du (lc trep nlttn
-'- 'l-rtrirng 

ht-,..p ho str dar dLr. hop le.
. ,, ).

lrirng thai ho su trirr C,',r1" ,1 .1', r u c,jng
la "Duuc tidp nlran". "Yiu cau thtLc

hi6n nghia ru tai chinh". Phin rn6nr se

cip mQt n4a s6 hd s0 truc tuyen cho
I

nguol )/eu cau.
.: ., ^ I- Iluong ddn nstnri 1du ciiLr thanl) toin

phi, l0 phi: Thuc hidn thanh todn truc
: .^:

tuvdn (Corrg dich vu cong phiri cung

cAp chri'c n5ng thanh to6n phi qua rn6i

trudng rnang).

- Ngal'sau khi

dlng k- ghi vdo

durTc phi. li phi
tich vi€c ho ticlr

khdc cua c6ng dan Vi0l \am cld ducvc
:giai qul,et tai crr quan co tharr qul cn

cua nu'crc ngoai (khai sinh: gidur ho;

nhan
l.^

so ho
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nhan cha. rne. con: xdc dinh cha. rne.

rorr: nuoi con nuoi: khti tti: thlr doi ho
tie h). Btl ptran tii'p rrhdn ri tra k0r qui.^ . ^ :ticp rthirt Irj s,r. sali tlri'rrc bi,r "Drng

stt lr " r ir rr:,1.:lr ltcn tllr liit .1rrlr quu
(.rne drclt r u cirrrs. e irrrg dan co thd
ki0rr tra tinh trang xir l1i h6 so khi dang

. ^lnhap vao Cong dich r tr cons.. Done
lhali. lrilng rhai lri, so trin Cone dielr r Lr

cong Ia "[)an-e xti Iv".

- Chur,6n h0 so rl0n Phonu -f 
rL phrip.

P lt ir ng
'l rl

lllr:ip

B uri'c 2 XtL lr ho so. bno cho Lanh dao UBND cAp hur'6n

) Kidnr tra.

tltalt't nrtrtr

\ u l)' h(,

so'

C6ng

ch[r'c lzirn

c6ng t6c

h6 tich

- H6 so dd ti6p nhin:

- Du thao vdn bitn bzro cio 1n€u
ld co sn phdp )y lidn qurrn: ket

^ ..:qLta kiirn tra. rac rrtinlr Irrl s,r: r

kien d0 xuAt);

- Du'thAo Trich luc ehi vio So

h6 tich vi6c khai sinh/Trich luc

ghi 56 h6 tich cac vi€c hd rich
khac (bdn chinh). ban sao l-rich. ^: ^Irrc ehi vao So hrl tich r iic liltri
sinhi'l'rich luc ghi S6 ho tich
cnc v,ec no ttclt klllC (ncu coltq
din co yerr crlrr t: r Biitr rlriu

- Xu lV. tharn tra h6 str:

-'l rrrong Irtrp hri srr clin bo sung. hoirn

thien hoac khong dn dieu ki6n giAi
I . .. . .:.

qtrr dt. phei tt cltii thi srii rhone heo vd

tirrh trirre ho so toi Bo phcn tii.p nhen
. " .: - .tt -r i tra ktil qua di thon_e hio cho ngucri

nop ho str (kdrn r an ban huons din. ndu

ro Iy do. n6i dung b6 sung..,)-thtrc hi6n
lai buoc l.
- [r'ucrng. lrcrp carr pheii kiern tra. xac

minh: Du' thAo vdn ban x6c minh: drl
rhdo Phi6u xin l5i vd hen lai ngi) rra,: :.
Kct qua (rIeu co).
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- Neu h6 so ddl, tlt'r. hop 16. dirng quv
dirh. tr.Lrring lrtrp Liip nharr ho so ghi viio
56 ho tich cdc vicc ho tich khzic theo
hinh. tlrrie lrrrc tiip: Drr thrio ker qLui giii
quy€t. Trinh Ldnh dao Phonq xerrr xer.
phd duydt.

' .:
Iruong ho-p tiep nhan gJri vao So ho rich
c6c vidc h6 tich khric h6 so theo hinh:^
thuc tt'Lrc turerr. cotrc. cltric larn cone tic
h6 tich gtri lai bi6u rndLr Trich luc ghi
vdo S6 hQ tich viOc khai sinh/Trich luc
ghi vdo 56 h6 tich c6c vidc h6 tich khac

I
dren ttr cho nguoi r eu cdu qua thu diin tt
hoac thi6t bi s6.

Nguoi 1du ciu co tliich nhiern kiern tra
tinh chinh xdc. dil,rlu cua cdc thone rin
trdn biiu rniu Trich lrrc ghi i ao so ho
tich viec khai sinh Trich Iuc ehi rit, so

h0 tich chc viOc h6 tich kh6c cli6n tLi vd, ' ^ ;. ,
xac r)nan (tol da ntr)t n.sr\').

Neu nsu'oi co y du ciliu xac nhan thone
tin dai thone nhAt. clal ctu hoirc klrons cii
phlrt lror stu tltoi lran liu cau thi cung
chuc l2rm cdng tac h6 tich in "Trich luc
ghi vdo SO ng ticn viec khai sinh/Trich
luc ghi vao 56 h6 tich c6c vi€c h6 tich
khdc''. trinh Linh dao Phong xen.r xdt.
ph6 du1,9t.

theo -l'hong 
tu

B't'I'] cia B0
phap)

s0 04/2020,1-f-l--

tlu'tine Ilo l-u
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2.2

L]uric 3

Xcrr xet.

brio cuio

I-anir dao

I.,It]ND

cap

phiilr

- Linh
dao

UBNt)
cap

hu1'en.

- VIn
thLr',

Liinh cla o
'l-rL)

- Xetn xet. dul'et h6 so':

- Buu ,-:io l. r'irtlt dao I IINI) cip IrLrr err

- Ky Trich luc ehi vio So h6 Lich r iqc

khai sinh/'l-rich luc ghi So h6 tich cdc

viec ho tich khiic (bdn chinh). ban sao

llich lLrc ghi vao Srl ho tich vi€c khli
sinh,l'rich luc ghi St) hQ tich cdc vi':c

:^
ho Lich khic tneu cong dan co r du cau t:

(Bieu miu theo Thong tu sO

04120201TT-BTP cta 86 trudng 86 l-u
phdp):

. ':- \'lrn tltLt tlong dlrtr vi chttritt l<i't tlttir

- Ho so dd tiep nhAn:

' ':- Vun ban. lillr tir. t:ri liitr sirc

minh (neu cri).

- Vdn bAn bao cAo (n0u r0 ccr sir
, i ..iphcp ly lren quan: ket quir [ilenl

tra h6 so; j kiOn d0 xu6t):

- Du thAo Trich luc ghi vio So

h0 tich vi6c khai sinhi'frich luc

slti Sr, lro lich crc rirre lri' trelr

t llr. lbrn chirrh). barr sl,, Iriclr
luc ghi vAo S6 h6 tich vicc l<hai

sinhiTrich luc ghi S0 ho trch
^ , .., l

cac \ lL'c ho tlclt Klt:lc (neLr corrq

dan c,i yirr eirrr: rRi.rrr nrliLr

thco Th6ng ru s,i 0,+12020,1 1'-

Il'fP cua IIt] rrLlting ll0 l'u

phep)

-frich luc ghi viro So ho tich
viec khai sinhiTrfch luc shi So

ho tich c6c vi€c htl tich khac

(ban chinh). btin siro Irich lLrc

ehi vao S0 ho Lich r rcc khai

sinh/Tlich luc ghi So ho tich
^ ' '', i

cac vlec ho tlch Kllac (nerr cong

dan cti yeu cau): (Biiu ntdtr

theo Thong tu si; 04/2020/TT-
BTP c o Bo trtrong Bo Ttr

Io

h uvd

LB\I)
cir l)

hur 0rr

KN

liCL

girii

d trr t:t

cgLrii

(lLl\ Ct

d on-g\li

ili Lr



UBND
^cap

h uyQn

cho Phdng Tu'phrip phrtp)

- Chi noi dung glri chu vao So ho tich
tuong ung theo quy dinh;

- Luu ho sty vir chur,6n kdt quzi cho 86
phan Tiep nhan va Tra ker qua.

Bu'6c 4

56 h6 tich
Ghi vdoPhdng

Tu
phfp

C6ng

chuc lAm

cong tdc

h6 tich

Bu6c 5 B0 phan
.i . ^trep nhan

vd tra k6t
quti

ket
'fra

qua

Tra kit qua cho c6ns dan

ilt

- Sd h6 tich (BiA u nrutr hott

hirnh tltt,t Tl ttg ttr' ',;
01/2021/TT-BTP ctia Bo trLutn.q

Bo Ttr phopt.

- Trich lr,rc ghi vao Sd h6 tich
viec khli sinh Trich luc glri So

h6 tich cic vi6c ho tich khric
(ban chinh). bdn sao l-r'ich luc

shi r io Stl lrrl ticlt r iic klr:ri

sinh/Trich luc ghi So h0 ttch
^1CaC Vt!.e h(, llch Kh" . (neu corrr:

clin e,', r'i'rr e irr t: tLJiirr nr:itr

theo -fhong tu so 0.1/2020i I I -

B-fP crla B0 tnrrins Ilo Irr
phap)

- Trich luc ghi vzro Sd ho tich
viec khiri sirrh trich luc ghi S,',

h0 tich cac i,idc h6 tich l<hhc

(bzin chinh)r bdn sao Trich lr"rc

ghi vao 56 h6 tich vi6c khai

sinh/Trich luc ghi So ho ticlr

cic i idc lro tich klric {ndu ei,rri:
. .. ^.. :dan co ) cr.l crluJ: lbtet! ttteu

theo Thong lu so t)4/2020i7'T-

BTP ct.tcr Bo trtn'ng Bo Ttr

phdp):



ll2
- Bort cli€n ti Tric'lt luc ghi t ao

so ho tich t,igc' liltui sinlt IJtut

,liin ttt Trith lrrc i4lti voo .r,) lto
ticlt coc vi.;c lt,.) ticlt kl c 1B,tn

:diin tti sd rt.r dottg gri vi Klu'
qtttitt l.t dil liitr diitr tu crkt t;t
rrlvitt dia cht rhtr cliin tti rlri.ir ht

: t,
:O Lllt'll lhO(tt (ttLt t1!l!'|it lt,u t. t

scttr khi dit hoin rdt tht'r tut glti
t,iro So hO tich cdc' vi€c ho tich
khdc rai co quln ddng ki h6
Iich)

llo so clLrtrc llru trir tai Plt<)ne l'Lr lthtip tlteo quv dinh hidn hanh. bao g6rn:

. ll., '.,.lrl tiil'rrlr:rrr the,' I lllL .lrr e ,ln:r hi,:

- _-,I
trri liltrrrut i I)iiu I lhtirts tu s6 04/2020/'|1--BTP ngAy 281512020 cta Bo Lru'ring BQ Tu ph6p Quy dinh chi tict rhi hanh mot s6 didu cua
I Lrir h0 tich vi \ghi dinh s6 123/201S/NE-CP ngdy l5 th6ng 11 nirn 2015 cua Chinh pht quy dinh chi tiet mot so didu ,A biQn phdp Lhi

Irirrh [,urlL ]r0 trclr r. I'ru'trne hLrp czic thone tin trong cAc giir to nar dd co tlong C t-,- so dir li6u qu6c gia vi: den cu (CSDI-QCVDC). Co srr

hrrrlr th[r'c trLIc tu\ Li]r).

- Viin ban. giir tir. tr\i lieLr ric rrinh ltltii vtri truong hcrp cri xac rninh):

- Van ban bao ciio I-iinh dao LJBND c6p huyen:

IjrLn chtrp liit tlLrl l l l IC:

- \'rrrt brLir Lhirn-s blio r i0c dlin.'q kr
(ln\ \l tll thr trct tlrr l[Ith).

h0 tich d€n co rluan li0n cluan (doi voi tr-Lr crng hirp phAi thong biio theo qul' dinh cta Lurit tl0 rich r,d c6c viin ban

12.'l'hri trlc dirng ky lai khai sinh c6 y6u t6 nuoc ngorii: (Ma s0 'l- l'l lC: 2 000522)
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- Ma s6 quv trinh tht tuc hdnh chinh: 2.000522

- lhoi han giai quydt: 05 ngdy ldm vi€c. Trudng hqp ph:ii c6 v5n birn xdc rrinh thi thcri han giai qLryet kh6ng qua 25 ngi)1,

Thd'i
gitn

( n grir')

(ihi chr'r
Co q uan.

clo n vi

UBND
Acap

h uyQn

Bu6c I -l-i6p 
nhAn

no s()

86 phdn ti0p

nhAn vr\ t rzi
.!
Ket qua

0.5o. NQp ho so trtc ti1p;

- Xenr xct. ki6nr tra tinh htrp l€ cua

h6 so:
'J t'trirrtl l',..1' Ito sc cltrrr rlir cirl:.: ^ ).cong clruc tiip nhan ho str Iruirr-s

dAn cle cong clAn b6 sung h6 scy vd in
Phi6u y6u cAu b6 sung. hodn thi6n
h6 so;

+ Trudn-e hop h6 so kh6ng clfrng qu1,
. ^,.i . . :.dinh: in Phieu ttr ch6i giii qulet ho

s0l

+ Truong hirp h6 str diy dri, hcrp le:
-.:Tiep nhAn ra nhap thone tin tiep
nhAn ho so vdo PhAn m€m Mot ctra:
. ^.). .: , ^ . rin Ciav tiip nhdn ho so vA tra kdt
qua cho nguoi ydu ciu: thuc hi6n so

hoa lsao clrup. chul 6n tlrirrh tAi Ii6u

dien tti trdrr hf rhong rlrong rin. etr
,i.

so dt liiul ra kr so vao tAi lidu, ho

SO

- l']hietr )'6u catr h6 sr.rnq.

lt()itn llICn lr() s(r ( 1/1//i rrl

02 bon hctnh kint theo

Thong ttr .:o 0l')0l81TT-
L/P(-P rt,1il )i II )018).

- Phieu tir chrii ti6p nhtin

glar (luyet ho so' (M(/t/.\o
03 ban hdnlt kitn tlteo

Thong ur so 01/2AtB/TT-
VPCP ngdt; 2 3/ I I /20 I B).

^,: .: . ^ :.- Utx\ trep nlttn l)() s() \'a

h.^n trii k6t qua (Mitr so ol
ban honlt kitn rltao Thr)ttg

tu .so al,:)0|EiTT-
VPCP ngtty 23/I I/20I8).

- l'16 so theo thr-r tuc hirnh

chinh da ctin g bo.

Buric
thuc
hi6n

TGn bu ri'c

thuc h i6n

Tr:ich
nh iQm tlr u'c

hi6n
N6i dung c6ng vi6c thuc hi6n Bi6u miu/k6t qua

- Chuyen h6 so dOn Phdng'l'u'ph6p
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b. Nop lrc so lrL{c IurAn.

- S:rrr klri ttltln dttr.rc ll),)r)! lrro co ll,')
so rCLr ciu iliine l(\ lli l<hli sinh c(r

r cu t0 rru'tic ngoal glu tr'cn Ctlrtg

diclr r Lr u,',rrg. cdng e lr(re ti{'1, nhin
ho.,r 1iIp nhrn. kiirrr trr linl'i c]'rinlr

xac. Clal clu. thdng nhAt. hop le ctra

no Sr):

- l'rLItnc hop ho so chLra

chtra hril) lc. Bo phrrr rrup

tra ket clua gti thong bao hrLong ddn
, t ..^ . :
bo sung. hoan thien ho so qua Cong
dich vu eong. c6ne dan co th6 kiern
tra tinh trang xu' 1. ho so khi ddng

. --,1nlti1. r il,r (-on,: dich r tt cons. Trltts
thzii lr0 so Lr€n Cons dich vu cone li\

L i .,i .-."Yeu cilu 0o sung gtuy to

+ Tru'ting hop hd scr bi til ch6i. Bo
.: , ^ . .,iphan trcp nnan va tra ket qua prrr

thons hi,r rtr choi riep nlllin ho scr: ^;qux corlr Long drclr \u cong. conq

dan co th0 lir0rn tra tinh trang xLl l.
ho str klri dirrg nhlrp rirr (-'sns qll!11

\ Ll e ()r)!. l|rne thii h,, s.r trin Ci,n-g

dich vrr corre Ii "Klrirrrr: tlurrc tiillr
nhdn".

+ 'l rLri'ng hop ho so' diy du. hop Ie.

trang tluir hij sir tren Cong dich vu
.. .,1

cort-s li "DLL,ie til'P rrlriirr". "Ydu cru

dir
nha

'dLr.

rt rli



il5

Phdng Tu'
phdp

thu'c lii6n nghia vu tzii chinh''. I)h6n
; . ,.- : .'t rc'nt si crllr tttrrl \4j si' Iti, :,' llrrt

tuvdn cho neudi veu cau.

- IIuong drlrr n-etroi l Crr ciu thunh

todn phi. l6 phi: ThLrc hi0n thanh,:
tuiln truc ttrr in tCorru diclr r u conq
phai cung cap chuc n5ng thanh toen
phi qua m6i trr-rong mang).

- Ngay sau khi nhdn cltrnc phi. 16 phi
:

ddng ky lai khai sinh co ydu to nrruc

ngoiri, 86 phqn ti(:p nhan vd tre ket
, .: l

qud tidp nhrlrr ho so. gr.r'i thong hao
''Dang rt li " r a ngrl lren tla ktt
quh qua Cdng dich vu c6ng. c6ng

din c6 th€ ki6rn tra tinh trang xu ly
ho so khi dang nhdp vao Cong dich
r u con-e. D0rrg thoi. trar)g tllri ha su

^ ^itrin ('ong. dich vu cong. li ''Dang xri
h'
- Chuy'en ho so ddn Phong Tu phap

Bu6c 2 Xt Ii h6 so. b6o c6o l-inh clao UBND cip huydn

2.1 Ki6rl tra. tharn muu xri lj ho str

0.1

0l

0l-l-r'Llolq

hop k h,in e

xac minh

C6n,q chirc
lam cong L aic

h6 tich

- Xt' li. thinr tra h6 so.

- I rrrirrre 11,.i1r t1o su cin []o srrn:.
hr,rin thiin hoAc khong dri dieu kiin

: - .1 ,
girii quret. phai tu choi thi grii thtrng

biio r,€ tinh trang h6 so toi Bo phAn

- H6 so dA tiep nhan

- D1r

(n0u

qLlan

s0: t

thao viur ban biio clio

rd co sd phdp 11, liin
.: .l t
l(et qux k rcnr [ru lr()

k ien dd xuar):
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ti6p nhdn vd tri l<6t qtrl dd Lh6ng bdo
':!ll(, ngLliri 11r'1. It Srr lkirtt rltn l'ltn

Ituti'ne drin. n6u rd l(' do. noi dung

b6 sung. . . )-thuc hi6n lai butrc I .

- N€u h6 so dA.v dt. hop 16. dLrng qui.'
,: . -dinh. truinrg hup tiep nhdn ho so

dAng kj lai khai sinh theo hinh th[r'c
' ,: :lrue tlep: l)rI lhl,' lict quJ srll (lu\"it.

-l'r'inh I-r'inh dao Phong xetn xer. phi
duy6t.
-l'r'uo'ng hop tidp nhan ho so dirng k.
lai khai sinh thco hinh th[rc LrLLc:^Iuven. c(,r)g clrirc lirn cong. tac ho

Lich giri lai bieLr miu "Cii1, I<hai

srrrh Jiirr tu r,ri tlri,no tin tlir ,lrr
I

e Itu n,su.ri r iu e itr (lut thu di!:1 lrI
hoic thiit bi so.

Nguoi 1eu cdu co tluch rrhiern kidrn
tra tinh chinh x6c, dAy chi cta cric

tlrong tirr t16rr bidu rndu Giil khai

sinlr diirr trL ra xac nhin it,ii dl ntot

ngiil ).

N CU ngu'cri c6 yeu cdu x6c nhAn

thong tin dA thong ntr6t. OA1'clu hodc

khong co phan hoi sau thoi hcn yeu

ciu thi c6ng chrilc lAm c6ng t6c h6
'.':ticlr irr "(iiiv khli sinh" trinlr I ljrrh

clao Pht)ng *cn, *ir. phd dur'6r.

- Du thao GiA1, khai

sinh'ban sao (iiir l<har sinh
:^^t

(neu cong drrn Co \eu ctu):
(Bi6tr mitr bon hdnh theo

Tltong ttr so 04 )\ln TT-

BTP cito Bo tru'ong Bo Tr
phdp)
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T onu'r

hqp phai

ki6m tra,
x6c minh

C6ng chirc

ldm c6ng t6c

h0 tich;

Ldnh dAo

Phdng Tu
ph6p:

Vdn thu

- Cong chLic lim c6ng tdc ho tich:

+ Xu ly, thdm tra hd so;

'Truong hop h6 so cdn b6 sung.

hoirn thien hoac khong du dieu kien
I . ,. . .,1. .gidi quyet. phrii tu clroi thi grii th6ng

b6o vd tinh trang h6 scr t<ri Bo phAn
,,i . ^tiCp rtltalr r i tla l<it rlLra de lhirrre Lxirr

cho nguoi n6p h6 so (kdm vin bdn

hutrng din. n€u rO l, do. noi dung
b6 sung...)-thuc hiOn lai buryc l.
+ Dtr thao vdn bdn xdc urinh; du
thao Phi6u xin l5i va hen lai ngav tra

k6t quzi (neu co). -Irinh Linh clao

Phong xem xct. phe duydt.

- Lrlnh dao l'hdng 'l'u phrip K1' van

- Ho so di tiep nhdn

- Van bzin x5c ntinh.

0l tinlr
l'(1

xiic

)
cho

rluar

nr inh:

li h ong

aU

!
l()

bdn xAc minh chu-v6n vdn thtL
,A

da Lr:

- Vin thtr: D6ng d6Lrvin ban

nrinh vr\ 
-sLti 

cac co'c1Lran. clrtn vi
quan.

d6ng

xilc
Iien

(SaLr tlr iri
lr an l0
ngar lic
rtr ngirr'

gLri r hn

biin ) crl

cllu \ac
nrinh nr ir

l< lrong

nlrrin

cltrtrc r i-tn
l'lan lli
lo i. thl co
(iLran

rlrln e l.)
ho lrcll
',i

t rcp luc
:

-qrar qu\ cl
Ito \o
llrcrr tlLrr

dinh)

Cdng chfc +T6ng hgp k6t qud xdc rninh - Ho so cli ti6p nhdn: 0l
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lanr cong thc

ho tich

+ Neu ho so cliv dLr. hop le. dring qLrl,

drnh. dang kj lai khai sinh theo hinh
tlruc truc trep: Du thxo Kct qux gli.ll

QLn i'1. 1t'n,, Ldnh dao Ph,,ng xeur

xet. ph€ duyet.
, .: , ^ , :Trurrng hcrp tidp nhan ho scr ddng kr

lai khai sinh theo hinh thirc rrtLc:^
tu) in. c,)ns chuc liur ctlng tac lttl
tich g0i lai bi6u miu "Gi6y khai
sirrh di6n tt'' vcri thone tin d5y du:.cho npuoi yeu ciu qua tlru didn tt'
hoac thiet bi s6.

Ngutri yeu cAu co rliich nhicm ki0rr
, ,;.

tt-ir tlnh ehrnh \ae. dr\ dll eut eir(

tlrOns tin tr8n bi6u urau Oi6y khai
sinh dien tri va rcc nhan (toi da rtror

NcLr nqrriri c(r 1'eu ciu xac nhAn
'....lhons phirr) l'tor silu tll\rt l]irrr r e Lr e :r.r

thi c0ng cht'c lijrr cong tic ho ticlr
. _.,1 .- ,iin 'C iar l,.hai Lin .ll thorrs nhaL. tliir
clrr hoac khone co sinh" lrinh Linir
dao Phdng xer.n x6t. ph€ du1,0t.

- Vzrn ban xic nr inh:

- Dtr thAo vtin lran brio cnr-l

(neu 16 c0 so phdp l. Iien
,:.

quan: Ket qlra Krern tr:1. \1r
minh h6 so: 1- l<i6n cld

xuat):

- IJu tttiu triir lilriti
sinh/bdn sao Gii1.' khai sinh.:).
(neu conp. dan co \elr cllu):
(BiAtr ntdu ban hirnh rheo

Thong rtr so 0a )n)0 TT-

BTP cia Bo trLtong Bo Tu

phdp)

2.2 Xe nr \et.
bao cllo

Linh d4o

UBNt)
c6p huv0n

Lrinh

l']hdng

phap

d(ro

Tu

- Xern xet. clu1,6t ho sol

- 86o c6o Ldnh dao UBND cAp

h u1'0n.

IJo so do con_s ch[Lc lArr

cons tdc ho tich tr)nh vir
, ,). ; ,.!.

bi(r cao 0c \uilt \ Lrcn g[lr
quyCL.

0l
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0I

0.75G ia1,

^.:(, I2l V

sao

c()n g

khai
khai

sinh/biin
slnlt (ncLr

den co veu cau )

Phong T
phip

).1

Bu'o c 4 Gh i vao

So ho trchI C6ng chuc
ldm c6ng

tac ho tich

0.5- Ghi n0i dune khai sinh vAo 56 dang
kr khri :irrh r a t irne nquoi verr cirr
ding k_ khai sinh k1' ten r ao So.

. ,:, i .:- I-tru lr,r s(i \il cltu\en kit qua tlro
BQ ph6n 1-i6p nhan va Tra kdt qLrzi.

l-ra ket quzi cho cong dAn

- 56 ddng k! khai sinh
I lJictt t)1nfi htut ltttlli ll 'o

Thint: ttr .t,; 0J:,,:0 TT-

BTP trrtt 86 trtrottg Bt) Ttr

phap).

- Gizi1, khai sinh/biin sao
^,i :.Uri.l) klrar sIl)lr (ncu (()nq

ddn co 16u ciu).

- Ciiril khai sinhihrin sacr
^',1util\ Kllill sIltlt (ncrr L()r]!
dan cti 1'6u cau):

- ^':- l'nn dt?n ltt (trat\. kllatr

sinh lBon diitt tr si tu'
. ; ,.,

dong qut r't' Klto (lnon lt tltr.

lietr ctro ci trlntt tliLt cltt
,.: , : ,.-lhtt ,ltpn lu'llttt l hr \o ,11,'t1

llltout cu0 nQuo.t .ttlt (t t

satt klri dd ltoitn tcit tlttt ttrc

0

UBND
cap

huy6n

Bu'6'c 3 K1, duyOt ket quzr girii quy'Ct vd d6ng d6u

3 Ki dLrl'et
,:hi.et qu

giai quy6t

Ldnh

UBND
huyQn

<l(to
:

cap

K! Giay khai sinh/ban sao GiAy khai:^
sinlr ( neu cong darr co r eu ci u)

Dong ddu Vdn thu Dong ddu vi chuvdn

Phong'l'u phdp
k6t qud cho Gidl, khai sinh/ban

^.: :Uril),t(hal slrh (neu

ddn cti 1,6u cdu)

sao

cong

0.2 5

Brr'6c 5

h uyQn

TJBNI)

^cap

l(ct
-l'r:i

qua tiep
vd tra

qua
kCt

B6 phdn

n hdn

I

l
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I tl,ittg lgt l,ti |ltoi .;inlt t,ti ;, i 
I'. I ttrr t dottq lo'lti tiilt,. I

Ilo sLr rlLroc lLrLr Lrr,h tai Phr)ng'lLr phdp thco qu), dinh hien hdnh, bao gorn

- 1 ,, .', .l:l tii'1' 111',.,,, tlrcr, I I ll( .Lj e,,rr-. b.,:

I.uat ho tich va Nghi dinh stl lll/20 I 5n\lD-CP ngAy I5 thang I I nirn 20 l5 cua Chinh phu qLry rtinh chi tier rnot so clidu vd biQn phap rhi
hanh l-uAt h0 tich). 'l ltlorg lrop cAc thong tin trong cdc gi6y to nai' dd co trong Co so di' li0u qu6c gia 'rd cian cu (CSDI-QCVDC). Co so
tlr-r'littr ho tich dien tti (CSDI.FITDT). duoc hd thong didn tu clong thi khong phzii xuAt trinh (theo hinh thirc trrrc ri(ip) holc tdi ltrn (theo
irinh Lhilc u rrc ruven).
- \i:rn bun. eiir Lir. riii lieu xic nrinh idtii r Lri tlrrirrrg htrp cti xtic minh):

- \.rr. r.lrrr rr.r,,!'i,,1I ;rrrlr tl:r,,1 ll\l) cilr lrrr-r irr.

- lllrr chup liir qua 't'l l lC:

qur tlinh chi ticL thi hAnh)

13. Thri tuc ding kli khai sinh co y6u t6 nu'6'c ngoai cho ngud'i di c6 h6 so, gi6y to cd nhin: (Me s,i TTHC: 1.000893)

- Ma so t1u1' trinh thu tuc hdnh chinh: L000893 (1-heo mi so fTHC tren crr str dn li6Lr 'l THC clich vu conq: l.t)00u9i)

- -l iroi han giai qul et: 0-5 ngi), lanr vi€c. 'l'ruons 
h,.-p phAi co vdn ban xdc rninh thi rlr<ri han -eiai 

qLrl ir l<.horrg qLri 25 nerir,,

C0 (l u:r n.

rlo rr vi

L, llNt)
c:l l)

Ittrr Gn

B rr'<i c

th u'c

h i6n

TOn bu<tc

th r.r'c hi€n

Trich
nhi6m

thu c hi6n

't'hd i

gian

(ngny)

Chichr'rNQi dung c6rrg vi6c thuc hiGn Bi6u miiu/k6t q uri

lla phin
,: ^

t rcn nlran
vz\ trir k0t

u. .\'r)p ltr) :o tt trc' tiip.
- Xenr xct. ki6ur tra tinh lrop l0 cria

Ito s():

in thien ho so 1t1,u[iu .so

bon hdrth kinr theo

.cli 
Lr bir s Lrn,g.

ttL so 01/2018/TT-

l)hiCu r iu (). -i

02

[] u ric I f-i.1p nhirt
h0 so

Tltong



qua

l2l

+ Trudng hop h0 so chua da\ di
c6ng chuc ti6p nhAn h6 so huong

drn de con8 dfln ljo sun! ho srJ \'a rn

Phi6u 1,6u ciu b6 sung. hodn thi6n h6

SO:

.l' -fruone 
hr.1r hg s1r khi,ne rlurt" qLrr

dinh: in Phi6u tn cnoi gir'ri qLr-"-6t ho

sol
, , i ,l ,,- l'runrrg http ho su ddy du. hop l0:

litp nh6n ra nhap thong tin tiSp

nhAn h6 so vao Phan m6rn M6t cia:
, --,: .: ^ .lin Ciar ti6p nhdn ho str vo tra k6t

qtri cho ngLnri r g11 e iu: tlrLLc hiln sr]

hria (sao chup. chur'6n thanh tii licu
di6n tu trdn h( thong thong tin. co so

.,1
du Ii(u) vi ky so vio tai liiu. ho so.

- Chuy6n h6 so d6n Phdng Tu phdp.
;,:

b. Nop ho so lrtrc llwen..

- Sau khi nhdn ducrc th6ng bdo c6 h6

srr reu cau ding kr khrri sinh co ritr:,
to nuoc ngoai cho nguoi di c6 ho so.

giil ro cd nhan grri trdn C6n-e dich,: .vu cong. cong chuc tidp nhdn lro so

ti€p nhAn. ki6rn tra tinh chinh x6c.

ddr du. thon-e nhit. hup lc cur hu srv:
.:,- lruirn-s hr. htr so- clttta dir rltt.

chu'a hop le. 86 phan ticp nh6n r a.:trr kdt qua erii thons. bio lrLrong ddn

VPCP ngay 23/11/2018):

- Phi6u rt ch6i riep nhin
grrr qu) ct l'to sct ( M,ru ,,t

A3 ban linh kint ll'tcct

Tlrcttg rtr so n I ltt t8. TT-

VPOP ttgar 23i I I '10I8t
_-.: -: . ^ :- ( ite\ llcp nltill ltr, :rI \:r

hen tra kdt cluit (Mi tr so 0 I
batt hattlt kirtt tl...',t Tlntr.q

ttt so ttt :ttt8'T! -

VPCP ngav 23/11/20 18).

- II.r so theo thrr lrrc hirrlr
',icl't Il'll'l dx c()t't!- lt()
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bo sung, hodn thi0n ho so qua C6ng
dich r u conc.. ctlrrs. ddn co rhe kii'nr
tra linlt tft ts xu lt ho scy khi dane
nhAp vao C6ng dich vu cong. Trane
' ,' :tlni ltt, srr trdn C-i,rr-!. tlich r u conc ll\

.'Ydu cdu bo suns gi6v rcr''.

' .:' lnl'ols hr.rp ho so hi tir clrui. Ilo
plrrrrr riip nhin rir tr:r ki't .1rra 

-uLri. .:. .:thon:: hru tLr clrii tiip nhlirr ho s,t
qua cr)ng Cong dich vu c6ng. c6rrg

clrin ctl thi kidnt tra rinh tran-q xri li
,'.Ito s,t kltt tlirre rrltiy, r itr Cir6s rli.lr
r u ci,rrg. Trans tltai htl so trdn Cirrrg
dich vu c6ng ld "Kh6ng ducrc ri6p
nhdn ".

+ l-ruivng lrtrp ho so- da1,dn. hop le.

trang thrii ho so trdn Cone dich vu
i ^ .-

er.rtt:.t lrt "Dtt'r.ie tiilr 1111 i,,". "Yeu elrLr

tlruc hijn ngllla \u tii eltirrlr". Pltrrrr
: - I . i.:Inenr se ctp rnot lVl so lrrr scr tru'c

tuy6n cho ngu'cri 1,eu cAu.

- HLtrrng din ngtroi 1eu criu thrrnh

to6n phi. le phi: Thuc hiOn thanh, : ^:toan truc tuven (('ons diclr vu cong
phii cune cAp chtc ning thanh rorin

phi qua m6i tru'ong mang).

- Ngal'sau khi nhAn drLnc phi, 16 phi
ddne I<y khai sinh cri vdLr t6 nLrrlc

1..ngol enO rtrLlOl (lir C(r llo S(r. gtit) [(r



Xri I)t h6 so, b6o cao LEnh dao UBND c6p huy6n

123

cii nlidn. Bo phiin tiip nlrrin va trzi liCt, .:
qLti tidp nhin ho s,'. gLli tlrirrrq hrl,'
"Dlrtg sri ht ' r r ngal Ir,.'rr tlrr ket qua

qua C6ng dich vu cong. c6ng dAn co

the kiern tra tinh trang xu lyi ho so
khi deng nh6p vio C6ng dich vu
corre. Dong thoi. trang thai ho so

^ ^,]trin Cong. diclr r Lr e one Ia "[)ans rt
ri".
- Chuy0n h6 so d0n Phong Tu phap.

-ThArn tra h6 scv.

. .: :. .:
- I ruong hop ho so can tro

03

'l'ruong

hop kh6ng
x6c rninh

C6n-q

chuc

c6ng

h6 tich
hoirn thien

ki6n giAi q

kh6ng du di6u
, . ;. ,.plrar tu' chol tht

etri th6ng bAo r'6 tinh trang ho so.: . ^lrri 1-15 nn'n tiip rrhin vi tr:r kit
qrr:r rle thi,rr-r l'io elro nguiri nAp

lrt, s,,, tki'rtr r;lrt l.irrr lrLLin-r. Jirr.
nOu 16 iy do, n6i dung b6 sung...)
- thuc hidn lai buryc I.

- Ntiu h6 so dAy du. hqp t6, dtng
, ,;quv dinh. TrLlrrng hop tiep nhdn

h6 so dlng k- khai sinh cho
. ,; .l

ngLlor da co llo \rr. gra\ l{) cl
nhan lheo hinh rhirc lnrc tiep: Du

- Ilo so cli ticp nh an:

- Dtr thzto vdn ban bao czro

(n6u r'0 co so phzrp lt licll
, , -; .l i

qtran: )' kren cle xuat...):

- Du thao Giil l<hai sinh/biin
,'l

Slro (-r[ir kl[tt stttlt (flcri !(,rlq
d;ln cr) \crl eitrl lRi,tt, ttt,it,

b,ttt li,tlt tlt,'o'l'lto,tr trr .,.'
04/2020/TT-BTP c o Bo

trrong 86 Tu phdp').

02

sun_q.ldm

t6c hodc

uvet.

Phdng
Tu'ph:ip

Buoc 2

2 KiCm tra. tharn muu xtr 11, li6 so O2

l
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thdo kdt qua gidi quy€t.'frinh
LAnh dao l)hdng xenr xet. ph€

duv6t.
'l'rtronq hop ti6p rrhAn ho srr dirns
kr khli sinh cho neLLUi dj co ho

.l .
so. eril to ca nhon rhco hinh thuc
truc tuv6n. c6ng chfr'c ldrn c6ng
t6c ho tich grii lai bieu rniu "Ciri'
khai sinh dii'n tti" rrii thone rin
f: ^da1 ciu clro ncuoi leu ciu qua thrr
di":n rLi hoic thi€t bi sii.

Nguoi r'6u c6u co triich nhrenr
'.:krcnr tra tinh cltir)h xiic. tlal du
cria cac thons rin trerr biiu rliLr
Ciiy'khai sinh ili6n tt vi xic:. .
nllan (tol da lnut rrga\ ).

-\iu nguiri e ir r iLr ciu xae nhin
tlr,,nc tirr .ll1 rh,"rrS rrltir. Llir rlrr

Iloic kll()ne uo phan Iti,i s;111 1[',
han veu cdu thi c6ne chrrc ldn-r

c6ng t6c h6 tich in "Gi6i, khai
sinh '' trinh Ldnh dao Phdng xenr
\dr. phc du)'Cr.

'f r-Lrirng

hop phai

xac rninh

- C6ng chuc lr\nr cone tdc ho ticlr:

+l hAnr tra ho so.

+-llu'ong hop h6 so c6n b6 sung.
hoAn thien hodc khone dt dieu: -.kren p.urr qrryet. phai tu chui lhi

- 116 sir da ti0p nhan

- Vdn bdn xAc minh.

0l Dtr ng

cho

qua

minh:
kh6ng
20

tinir
I(et

x.ic

ch [r'c l2rnt

c6n-s tAc

ho tich I

I-inh dao

Con q

qLla

ngi1"



Phong 1-u

ph6p:

Vdn thu'

(Sau thiii
han 20

It!.t\ kc tu

nqll\' -lttlt
r ln btin

\ e^l I C:l ll

xac rninh

r.r.rz\ l<h6ne

nhan drroc
r rn bin tni
liri. thi co

tlrran rliin l
Is hir tich
trcp lr.rc

!lrrr qII\ cl

ho so llrco
qLrr clinh )
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gui thong brlo vd tinh trang h6 so

toi Bo plran riip nhrin r i tra k6t
. ,i , -qua de lhorlg Dao cllo ngucyl nop

ho so (kern van ban huong din.,:
n6u ro Iy do. noi dung bo sung...)
- thUc hi6n lai buoc 1.

+ Du thao vdn bdn xdc minh; du

thAo Phi6Lr xin I5i vd hcn lai ngAy

trir k6t qudr (neu co). Trinh LInh
dao Phong xcrn xdt. ph6 duy6t.

- Ldnh dao Phong Tu phzrp: K,
vdn bin xiic minh.

,i .- van lhrr: l)ons dau va qur cac

cci quan. clcrn vi li6n quan.

+T6ng hsp k6t quri x6c minh.

+ Ndu hd so di1, dri. hcrp lQ, dung
. .iqu1 dinh. Truryne hqp tiep nhdn

h6 so- dirng k_ khai sirrh cho
, ,I -:

rrerroi di co ho so. siir ti' ci
nhirr thco lrinh thuc rrue tia'p: Du

': :thdo kct qua gidi quyel. Trinh
Ldnh dao Phong xem xet, phe

duy€t.
. .: .:

Trtrong htrp tiEp nhan ho so ddns

kr khai sinh cho nguoi dri co ho.: .

s0. giay l0 ci nhdn theo hinh tlruc

- FI6 so dd ti6p nhAn:

- Vln bzin xdc rninh:

- Du thAo vdn ban bho c6o

(n6u rc) ccr scr phap l(' li6n
.: ,:(luiI): Ket rluir Klcnr lfir. \irL

nlinh htl so: r' kiirt..li' rtr,it.1:

- Du thzio CiAy khai sinh (brin

chinh/ban sao Gi61 khai sinh
:^(ndu cting dAn co ritr ciur.

(BiAu ntatr ban httnh theo

Th6ng tu so 04/2020/TT-BTP

() IC6ng
chric
c6ng

h6 tich

larn

tdc



truc tuven. cong chilc ll)nt cong
'. ,]

tac hrt tich sali lai hierr ruiu "(iiir
khri *irrlr ii.,,, ir" r,'i (lri,rrr rin
tlir' (lrr e lr,, nguoi r eu .,i,, .1,.,1, tl',u

cliin Lt hoac Lhi6t bi s6.

Nguoi veu cAu c6 trach nhiOm

kiirn tru tirrh chinh xic. clav du... - ,cua ccc thong ttn trer) hteu n)au

Gi6y khai sinh di6n tu va xiic
. /,.

nnan (Iot d3 ntot nga) ).

Neu neudi c6 r'eu c6u xAc

tholrg tin rli Llrorrg rrlrrir. ,.lti

hodc khong cci phdn h6i sau:.
l)ar) \eu cau Urr cons cllUc

c6ns tiic ho tich in "GiAy

sinh " rrinh LInh dao l)hirnq

xdt. phc dLrver.

126

- Xcnr xJt. rlLrvct ho so

cr)et Bo trudng Bo Tt lthtip)

ll,j s.' rlo cOtrg .lrL,. ltrrrr ii,rr!
tac lro tich trinh vii lr r cno cl0: , .,:
\r.lllt \ Kren grar quVe t.

nhAn

)' dn

thi, i

lirm

khai

xent

)) Xcnr xet.

blio ciro

I.rlnh dAo

tJBNt)
,l

e llI ll u\ cll

I -nrr h dzro

Phdng 'l'Ll

phdp

0l
- Bz'io crio I-dnh dao UBNI)
huy'en.

cap

P hdng
-lrl 

Jl lr i'r 1r

Iluo'c 3 Kr drrr it ket qtrrr lirii quver va Jorrs t[iu

Ki dul €t

Kct Llui-I
:

.'qrar q u),et

0r

J Linh dao

UBNT)
L^Jp ntlycll

Ciiziy khai sinh

nh)/ban sao GiAy khai
:,

u cong dan co yeU ceu)

Giril' khai sinh

chinh)/ban sao Gi6y khai
.:l(neu cong dan co ),eu c 3u)

Ki ( bzin 0.7 5( ban

sinhsinhchi
(n6



tzl

)20

Phdng
Tu phdp

Butic 4 Chi yao C6ng

chlrc
c6ng

lanr

tiic

- Ghi n6i dLrng khai sinh vao 56
dang ki khai sinh vd ctne n,elrrii

1,eu cdu dirng kj khai srnh k, t6n

r,ao So.

- Su tlane kr khri sinh (Brcir:,ntou bon ltautlt tlt(.t I ltonq ttt
s6 01/2020/TT-llTP ciro Br)

trrtbng 86 Ttt phop\:

- Giir khai sinh (ban

clrinh)r[in sao Giar khai sinh
(nL'u c()ng dalt ctr r eu clu).

0
s6 h6 ticn

h6 tich

- I-u'u h6 so

cho Bo phan
(lr ra.

va chuven k6t quzi
.-' :
I lcn nhan \ ir I tt ket

Bu'6c 5 - Gid1, khai sinh (bzin

chinh)/ban sao GiAl,khai sinh.::(neu conq dan co ) eu cau):

- Bdn diAn rLi Giat: khoi .sinh

t Brtn rli,;n ttr si ltr dittq qtri t,.i
Klto t1trun lr' ,lti li,,:rr ctru ,,t
nlmn dio chr tlttr ,li,;n trt'thi,it
, ! -..Dt SO LltCtl lllOOt CIttt ttqttot 1r'tt

cir.,.rn,, khi itci hoon tAt thti tu(
cldng kt, lai khai .sinlt tcti co

cltton ddng ld ho tich).

h uv6n

IIo so du'o'c luu trt'i tai Phon_s Tu phdp theo quy dinh hi6n hanh. bao g6rn:

- Ho so di tiep nhAn rheo T fHC da c6ng bo:
.l- Bdn chup gidy to cta nguoi ydu cdu dang ky h6 tich xuAt trinh (do nguoi tiOp nh6n h6 so thu'c hi6n sao chup dd Itru ho so rheo tlLrr clinlr

tar khodn 3 Di6u 3 Th6ng tu s6OqlZOZOnf-BTP ngdy 28l5l2O2O cta 86 trudng BQ Tu phdp Qul,dinh chi ti6t thi hanh nror so diiu crra
LrrAt h6 tich ra Nshi dinlr so lll/2015,t{D-CP ngiy l5 thirrg 1l ndrn l0l5 crla Chirrh plru qu1 dirrh clri riir rnot so dicrr ri hiirr plrul rlri

UBND
cap

0

cli-i cci tron,s Crr so dt-i'licLr quoc gia vc d6n cLr (CISDLQGVDC). ( tr sri

3.2 D6ng d6u Vdn thu D6ng d6u vi chuydn k6t qud cho
Phong Tu phrlp

Gi6v khai sinh

chinh)/bAn sao GiAv khai
.il(llctl CL)llC 0{ll) C() \ Ctl Ciltl)

(bAn

sinh

fer'IrA

qud
Phan
nhdn
".:tru ket

tiCp

B0

\/a

qua

Tra ket qua cho con,e ddn

h:lnh Ludt ho Lich). -l-ruirng 
hop cac th6ng rin rr.onq chc giil,tci ndy
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tlir lritL h0 tich diSn LLr (CSDI-IITET). duo-c h€ th6ng di6n tp dQng thi kh6ng phai xudt trinh (theo hinh th[rc tltLc ti6p) hoirc tAi len
hinh thu'c rluc tr-rr 0n).

- \'irrrbun. uiiy tir. L:ri li€u rac minh (d0i \,(ii tl'rlong hop c(r xiic minh).

- \'frtr lrlrrt tri,,.i,, Lrjtth J:r,, I l]ND e:ip lrrrrdn:

- Bun chup liit qLrii 
-l-TI IC:

(theo

.1Lrr Jirrh chr trit Lhr hinh)

l-1. Tht tuc tling ki l.ri kOt horr co 1i'u t r-r n u.o'c rrgo:)i: rMil s,l I lll( : LUOU) lj )

: 2.0005 1 i
ec. Tru'trng hop phrii cri viut ban xac nrinh thi thoi han girri qur tit khtln_g tlLu 35 nge1,

- \ll'j sir clLrr tlinlt thu tLrc hanh chinh

- TIriri han gizri qul 6r: 05 nga1, lz\m vi

IJ u ir'c( ri trtt:rrt-
- th rle

{lo n \ r' h i6n

Tdn buoc
tlruc hi6n

TiSp nhan

ll O Sr)

Trich
nhi6m thuc

hi6n

Bo ph6n tiep

nhan vi trii
.:.
Ket qrrl

Ghi chri

LII]\ D
c:l p

h ur'6 n

Butic I u i'iop ho so tt uc ti)p.

- Xenr ret. kienr tra tinh htrp le cua

h6 scr:

' 'l-rucmg hup ho srr chrLr dir drl:

c6ng chirc tiSp nhan ho sLr hrrring
.:..

o3n oc !o,l-g (liln llo sUIlq llo s(Y \:l In

I'hreu liLr ciu bo sLrng. hoan thi0n

lt() s(I:

- Trut)rrg hnp h0 srr khong cl[rng

quv drnh: in PhieLr ti ch6i eiai qur,Ot

ho so-:

Ilu'irr):- lt,.'I lti' s,, rl:ll Jrr. lt,'P li:
Ir.rp rrllrrr ri rtluiI tlr,rrrl tin tiilr

- Phieu )eu ceu b6 sung.

hodn thi0n hd scr (.lr'iir sri

02 ban honh kim rheo

Thong rtr so 0t/20t8/TT-
I/P(.P ngdy 23/) l/2018):

- Phidu tir ch0i tiep nhan
j 

',. 
:gr0r qUYet l)(r s(r l,//a/r/ so

0 i ban ltd n lt lii nt tltc t t

Tltong ttr so 01,i201,5,7"1--

VI'CP ngdl, 23/ I I /20 I 8).
-.,1 ,! . ^ :- ('[lv tlep nhan ho s(r \u

hen trd kdt qtra (Mitr so

0l ban hdnh kirn rheo

0.5

N6i dung c6ng vi6c thuc hi6n Bi6u miu/k6t qui
Tho'i
gia n

(ngny)



1)9

nhAn h6 so vao l)h6n nt6rn M6t criat
, ^-:. ,,i ^rn Crrr tii'p nhirr hrl so r i tra kit
tlrra cho ngtroi r irr cdu: thrrc lrierr srl

hria (sao chup. chr-ry6n thz\nh tii li6Lr. .^ .:(lren trl lrcn lre tllong lhone ttn. c,r

so dD liiut va ky so vao rai lieu. ho
s(/.

- Chuydn h6 so dOn Phdng Tu' phrip.
,,i :

b. lYop llo so lruc tuyen.

- Sau khi nhAn duoc th6ng bdo co

ho so r 6u cAu ding kv lai kit hon cr'r;:yeu t0 nuuc ngoAi gui tr6n C'trne

dich ru cone. cons chuc ticp nhirr,: .^ , ^ ,,:
ho so tidp nhan. kidrn rra tinh chinh
xric, ddy dir. th6ng nhAt. hop 16 cta
h6 so:

, .:,r 'l'ruong hop ho so churr ddy di.
chua hcrp lQ. Bo phan ti6p nhdn va

,l
tra ket clui rrui thong bao htruns dan

bo sunq. hoan thicn ho so qua Cong
dich vu c6ng. c6ng ddn c6 th6 ki0m
lra linh triln-s xLr h'ho scr khi dAng

nhdp vio Cone dich vu conq. Trang
. ,. :tlrrr ho srr trCn C,rrre tliclr r rr conq li

"Yeu cALr bo sung gi6y ttr".

- Truurtg 111''p hi sn bl ru choi. B,i.;. . ^ - :phan tidp nh6n va trd ket qua gui
rhong bio tu choi tiep nhan h6 stv

I 
^iqua cong Long drch vu cong. cong

Tlt6rtg rtr so 0l/2A l8/TT-
L/PCP ngq ::,'l I i)A I 3).

- I Io str theo thr-r tr.rc hi\rrh

chinh cli c6ng tr6.



li0
din co th6 ki6rr tra tinh trang xu ly
,:
ho srr klti din-u nhap r io Conc die Ir

r u currg. Irarts tlrai Irir srr lrin L rirrc

dictr r rr cons Ii "Khorrg rlucrc ti6p

nhan".

+ 'fruong ho-p hd scr dAy dn. hop l€,
. ,. ,I ^ ^itranc. thii ho >o trdn Cons dich ru

cong li "DLloc tiOp nhan". "Ydu cilr
thLre hien nslri:r r tr tii chinh". l'lrin
Inelll Se Cap lr)r't Illl \(r hr) su lrtrC
Luyen cho ngr.r'iri yOu cau.

- Huung din nguoi r6rr cAu thrnh
toAn phi. lQ phi: Thuc hi6n Lhanh

.!
loun tnrc tu\en (( ong dtch vu cong
phai cunu cap ch(r'c nang lhanh roan

phi clua rnor trLrirne nrang).

- Ngal sar.r khi nhAn dLltrc phi. l"'1 phi
dang k! lai k6t

ngoAi, BQ phQn

co v€u to nuoc
. .:

nhan va trd l(ct
qud ti6p nhan h6 so. giri thong b6o
"Dane rri Ir " r a ngiy hen rri k6t

, ^iquir rlua Lonc (lrcn vLl cong. cunq

d6n c(r th6 kiOnr tra tinh tranq xil Ir
ho s,r khi dang nh4p rao Cong dich

^ ^:r u corrg. Dong thoi. tranq [h6i lra) scv

trdn C6ng dich vu cong ld "Dang xu
l),".

- Chul'6n h6 so cl6n Phone'fu' ph.rp.

h6n
.:

trep



Phdng
Tu'phrip

2.1

Bu'<ic 2 Xt I! h6 so. b6o ciio Ldnh dao UBND crip huven

13r

Ki6m tra. thanr nruu xri lri h6 so

l nLirrr q

hop lihon_e

xac nrinh

Cong chirc
Izrrr cone tzic

ho tich

-Tharr tla h6 so

-Truon-s hop ho so ciin bo sung.
lroin tlriin hoic khorre du diiu kicn

: ,. r.
grar qul rit. phdi tLr choi thi g.rii thone
b6o vd tinh trang h6 so rrii 86 ph6n-: , ^lrep nltin Ua tra ket qtrii de rhone
b6o cho ngrroi n6p h6 so (kdrn vdn
ban hu'on,e din. neu 16 l- do. noi
dung b6 sung...) - thuc hi€n lai
buryc I .

- N6u h6 so diy du. ho-p 16. d[ng quy
dinh. Truons hqp ti6p nhrn ho scy

dang k. lai k6t hon thco hinh rhuc
truc tiep: Du thiio ket qua eiii
qtrlit. trirrlr Linlr dao I'lrone xern
xet. phC duy6t.

, .:
lrLrtrne hop tiip nhdn hi,srr ding kr
lai kir hon theo hinh lhIc rrrrc
tur,6n. c ^ no chuc lam con,e tdc ho

,. , ..,1 itrch gur hr l.ierr rrriu (lrdr clrrins
nhdn kdt hon didn tri vdi thdng tin
dA1 du cho nquoi \'6u cau qua thu
dien ttr hoac thi6t bi s<i

.:
Nguor rcu cau co trach nhiinr kiern
tra tinh chinlr x6c. tliv drr cua cAc..:
lhong tin tri'n bi6u rniu Ciav clrune

- I 16 so cl:i ti6p nhin:

- [)u'thzro van biin biio ctio
(neu 16 co sd ph6p lr licn
qullt: Kct qua I<rCnt tr:l l't()

so-.: , ki6n de xurit):

- DtL thiio CiAl,ch(r'ng
nhan k6t h6n (hzin chinhi.
ban sao Trich luc kit hon

c6ng d6n c(r leu
(Bii u miu ban hirnlt

theo Thong ttt
04/2020/TT-BTP cilct

lrttrrng Bo Tr pltdp).

.90

Bo

(ndLr

c6u)

03

02

l



lt2

'l-ru'ring

hQp phai

xttc nr inlt

Cting chfc
lirm con-g ttic

h0 tich;

[-linh d4o

phong TLI

phtip:

Vain thtr

Dirn_s tinh
.:cho lict

quzi xirc

minh:
kh6ng
qui It)
ngi).
(SaLr thr) i

hAn 20

ngr\y ka

tir ngzry

gtLi r irn

bzrn ),C1

cau xac

minh nli
khong
nhdn

dtroc virn

ban tli
ldi. thi co

nhin ket hon di€n tir vii x/rc nhan

(tLlt rlil ntot ngll\').

NOlr neuoi co y0u cir-r xdc nhlin

thong tin da th6ng nhat. aiy du hodc
.:.

khong co phdn hoi sau thoi han 1du
ciu thi c6ng chuc lirm c6ng t6c hg

^,Itich irr "Ciir ch[r'ng nhan kit hon"
trinh Ldnh dao Phong xenr xdt. phe

du1 et.

- Cong chilc ldm c6ng tdc h6 tich:
_.: .:+ I haln tra ho so.

'lrucrnc hcrp ho scr cin b6 sung.

hoan thiin hoac khorrg dLi tliiu ki€n
,i . ., . . i.

cii-ri Lluvil.. phdi tu choi tlri g.uithirnu
bao vi tinh trang h0 so toi Bo phrin.:. , ^ . , :tidp rrhin ra tra ket quri de thonu

b6o cho n-eu oi n6p ho so' (kdur viin
ban hucrng ddn. n0u rd lj do. noi
dtrnr: l,i, sung...) - tlrtre lriirt lai

+ I)u thiio r zin ban xtic rnrnh: dLl

thao I'hicu xin l6i va hcn lai ngirl
, 'itra kit ,.1ua. Trinh I.inh dro Phrrng

xerr xdt. ph6 duydt.

- Liinh dao Phong Tu phdp: Kii vdn
.i

ban xac rninh chuydn van thu done

d.{u:

- Vhn thrL: Drins dAu vdn b6r.r xdc

- Ho so cld ti6p nhlin:

- Vhn bAn x6c rninh:

- Du thAo vdn bdn bdo c5o

(ndu 16 ccr so' phdp ly lien
cluan: kdt clul kicm tra.

x6c rninh ho so: ( lii0n cii
xuit):
- DLI thdo Cirar chirne
nhlin kdt h6n (bzln chinh).
bin sao Trich luc k0t h6n

(rt€u c6n.-u. din cti r€u
:. ^^c u): (61e1l DtLnt hLht lt(tnll

rheo Thong Iu .so

04/2020/TT-BTP cr)o Bo

rrrro ng Bo Tu phup).

0l

trocb



r3i

minh vd glri c6c co quan. don vi li6n
quan.

C6ng chuc
li,rn c6ng tric
h6 tich

+T6ng hc.rp k6t quA x6,c minh.

+ N6u h6 so di1, dri, h-o. p 16. dLing quy
drrrh. Irut-rrrg hon 1is, nhan lr,l so

dlng k"v lai k0t h6n theo hinh thlrc
truc. tiOp: Du thdo k0t qua giai
quy€t. Trinh Ldnh dao Phdng xerr
xet. ph6 duy6t.

, .l , ^ . llruong hcrp tiep nhan lro so ddng kv
lai k6t hon theo hinh thr-ic truc
tu1,6n. c6ng chirc lArn cong tac h6

,. . ,.1 : ^.:trch erir lei bidu rndu Cidy chune
nhdn kdt h6n di6n tri vor th6ng tin
-;. :.da) du cho rrguoi veu cau qua thu
dien tir hodc thi6t bi s6.

N_euoi you cdu c6 trdch nhi€m ki6rn
1ra tinh chinh xac. div du cLia cac. ^ ..: :
thong trn tren bidu tnau [riay chun_e

nhdn k6t h6n diOn tt vd xdc nhAn
. /,. ,
(tor da lnot ngav).

N5u nguoi c6 y6u cAu xiic nh6n

- H6 sry dd ti0p nhAn:

- Vdn bAn xilc rninli:

- Du thao vin bzin bzro catr

(neu 16 co so phap 11, lien
qrran: l(et qua l(lctn tla.
xiic minh h6 so. -r; Pljp 61i

xudt);
^':- Uu' thao Ula] chun.s

nhAn k6t hdn (ban chinh).
Dan sao lrrch lrrc kct lron

(n€u c6n_e dAn co l,eLr

cAu). (Bidu mdu ban hanh

theo Thong ht so

04/2020/TT-BTP ctia Bo
trtr6ng 86 Tu phdp).

d

q rra r)

ha

trep

gizii

h6

thco

dinh )

Itr

tic h

tuc
quy6L

SO

clu\

0l
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th6ng tin da thong nhat. day du hoirc
,:.

kltons co pharr hiri sru thai lrrrrr l iu
ciu thi c6ng ch[Lc larr cong thc ho

.-.:ticlr irr "Cirl chLlns r,harr liiL h0n"

t,'inn Lenl iao Pt o-ng xenr xet. phe

duyet.

c:l l)
h uy6u

Plrdng
'lu phrip

Xenr

bdo

LInh

K(,

lic{t

xcL.

c6o

dao

d uyet

cFra

2.2

cdp hu1,en

Brr'6c 3 Kv duyet ket qua giai quy6t vd dong dau

UBND

UBNt)

-)

(lLr),et

Brr6'c 4

Ldnh

Phong

phap

- Xerr xdt. du1,6t hd so:

- Bdo c6o LAnh dao UBND
huy6n.

clao

Tu t
cap

IIo scr do

cong t6c

b6o c6o

grar quyet

ng ch [r'c ldrn

Lich trinir vd
I ..,ixuaL v k ren

co

ho

de

01

01

Lzinl-r

UBND
hu.v0n

dao

cap

Ky GiAy cht'ng nhAn k0t h6n, ban

sao Trich luc k6t h6n (n6u c6ng dAn
l.

co yeu cau)

GiAy chiln_e nhAn ket hon.
.,i , ^bxn sao lnch luc t(et hon

(n€u c6ng dAn c6 y€u cau)

0.7 5

Ci6y chring nhdn k6t h6n.

bdn sao Tlich lLrc k€t hon
:^^:

(ncu cong dilll cr) \ L'U cJu )

0.253.2 D6ng dAu Vdn thu' D6ng ddu vir chuy0n kdt quA cho

Phirng Ttr phhp

Chi vdo

So ho tich
C6ng chlLc

liirr c6ng tic
h6 tich

- Ghi vAo So ddng k1,' ket hon, cing
hai b0n narn nli ky ten vdo So: hai

. ,-1
ben narn nu cuns. R\ vao grav chung

nhAn ket h6n:

- LLlu ho so vir chuv0n )<0t qua cho
. - ^ ,^, _i . ^B,,r plriu f iip nlrarr r i Tra kdt qul.

- 56 ddng k! k6t h6n
(Mdu So ban htrnh kint

^:theo lhong trt so

04/2020/TT-BTP cuo Bo

trrrong Bo Tt phdp).
---t r- ( irav clrrl,lrp nlrirr k(:l

h6n. bAn sao'llich luc k6t

0.5
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Bu'd c 5 ker Trri ke t quii cho c6ng ddn - Cid1,chh'n_e nhin kdt
hon. bzin sao-l-rich ltrc k6t.;
hon (neu cong dirn co \ crr

cau):

- l]dn dten ltr lttclt lltc kPt

h6, (Bl,n cliA n r ti sd rtr
. ; ,.,(nttg gLt t |c KltO (luLut l|

dit liAu cua ca nhan/dia
chi thLr di€n rtiirhi6r bi
: ,. ^

so, dtc n llloet cu( nt o'l

)tAt.r cau satr khi rlii hoan
: , ,,, ,:lal lhu luc don.g k1' lat lic /

hon toi co qlntl dcing la'

ho tic'h).

H6 so ducvc luu trfr'tai Phdng Tu phdp theo quy clinh hien hanh, bao gorn:
,,: .- .i- IIo so dri tiep nharr theo -l-THC 

dd cdng bol

- Ban chup giii to cua ngtr<ri vdu cdu ddng ky ho tich xudt trinh (do n-etLoi tiip nhdn ho so thrrc hidn sao chup di luu lr,', s,,, 1111,',1,11 fli111,

tai khoan 3 Didu 3 Th6ng tu s6OqtZOZOttt-BTP ngdy 28l5l2O2O cua 86 truong 86 Tu phap Qul,dinh chi tii'r thi hirrlr nr,lr .tl tliirr cLru

Luat h6 tich rr Nghi dinh so 12312015,T{D-CP ngdy l5 thdng ll ndrn 20 l5 cua Chinh phu qu1 dinh ehi tii't rnor .,', dii,, ri l,i.lrr flr.il tlri
hinh Luat hO tich). Truong hcrp c6c th6ng tin trong cdc giiy tir nay dd co trong Co sd d[ li0u qu6c gia ve din cLr (CSDLQGVDC). Co so

df li6u h6 tich diQn tu (CSDLHTDT), duqc hQ th6ng di6n trr d6ng thi khong phai xu6t trinh (theo hinh thiLc truc tidp) hoae trii lt1n (rheo
h inh thrlc tru'c tuven).

- Vdn ban. gidl to. tai li€u xic rnirrh idoi r cri trucrrrg hop co xac ntinh):

- Vdn ban b6o cdo Linh dao UBND cAp huydn;

- BAn chup kdt quA TTHC:

UBND
cap

h uyOn

Trir
11u:t

86 phan ti6p
nh6n va trd
,:'
Ket qua

0

h6n (ndu c6ng dan c6 l cr-r

cAu).



ri6

(lLl\ (lIllr (lI ttet tht hatr)h).

15. Thri tnc cling kli lai khai tii c6 y6u t6 nu6c ngoiri: (Md sd TTHC: 2.000497)

- Nlir s0 qul trinh thu Luc hdnh chinh: 2 000497

- I hirr han eiai qtrr iL: 05 ngAy lt\nr vi0c. Trr.tr'vnq hop pliai rien hinh xric rninh thi thr)i han khong qLri l(J nqr\r lim vicc

Crl tl rur rr,

tlon r i

LIB\ 1)

e :r l)

h u1,0rr

Buoc
thuc
hi6n

Buirc I

T6n bu6c
thuc h i6n

Trrich
nhi0rn th r-r'c

hi6n
N6i dung cdng vi6c thr.r'c hi6n Bi6u miu/k6t q uri

-tho'i

gian

( n giy)

Ghi
ch ri

.l'iip 
nhan

lto;Lr
I)0 phirr
nhin vi
li0t cluri

t rep

trn

o. \'op lto so trtc tiAp.

- Xettr rel. liiirtr lr':r tirrlr h,,11', li c1111

h0 so:
.:, lruivrrs hc.rp ho sn chrra dav du:

cone chuc riep nhin ho so hurrng din
'. ':de cong dan bo sung ho s0 va rn

Phi0u y0Lr ciu b6 sung. hodn thi6n h6
SO:

- Phi6Lr viLr ciLr b0 sung-

hoan thien h0 sir (rVlrizi .r'ri (/?

bttn hanh kinr tltco 7'h6ng rtr

so ol/201d'TT-L/P( P ttgal.

23/11/20t8\:
^,.; . , l. .l ^- I',hreu tu'chor tlcp nhan grar

quytit ho so (fultiu so 03 ban
hdnh kbnt rhao Thong ru

',i o l/20 I 8irr-vPCP nga.r

23/tl/20t8).
^-; .: . , t- Uray trep rlhtn lr() so \ il

hen tr6 k6t qua (Miu so 0l
ban hdnh kbnt theo Thong tLt

s6 o I tzo t Strr- v PC P ngdy

23/t l/2018):

- I 16 so the o LhLi tuc hz\nh
,:

cnr nh 0a cong bo.

0. -5

- TlLlonq ho-p ho so khirng
(llnh: rr l'hleLl tu chol cri.ll

so:

+ Truong hcrp ho so ddy du. hop 16

Tiep nlrdn vA nhap rhong tin tiip nhdn

h6 so viro Phin mdrn M6t ct'a: in
^.1 :Giir tidp rrltdlt lto 5(r \ al tle ket qua

cho ngLriri .r err ciu: thLrc hien so lro:r
._t

(sao shup. chu_ven thnnh tii lieu dii'n

ding qul
::

qu\ et Ir (r

tu tren h€ thong thong tin, co sty dir



li7

licu) r,a kv so vr\o tii Iidu. ho scr.

- Chtri'in h6 so ddn I'hong T'u PhdP.

b Nop h6 so trtrc tuy/n,

- Sau khi rrhdn duoc thong bdo co ho

s0 yeu cau dang kn )ai khai tu co yeu
: , ^ -.;to nrrnc ncnAi gtri trdrr ( ong diclt r u

cong. cong chirc riep nhin ho sc' ricp

nhdn. kidrn tra tinh chinh xac. diy du..: -: . .^ . :
thong nhat. lro|r le su2 h6 a0'

- Truong hqp ho s0 chua di1 du.

chu'a hop 16, BQ phin ti6p nh6n r,2r tra

k6t qu:i 
-uui th6ng brio htrong din b6

s rr ngt. h oan th iQn h o so q ua 
^Cong 

d ic h

Vu cong. c6ng dAn c6 the ki6nr tra
tinh trang xr1' l, h6 so khi ddng nhdp

r ao Cong dich vu cong. Tr4ng thdi ho

so trOn C6ng dich vu c6ng l2r "Y6u
: .: .i ...

ceu bo sung gra) to

' Trtrrrlts hop hri so l,i tu choi. Bo

pharr ticp nhirr r,l tla ket quir 
-etri. .:. .l

thting h6o ttr choi tiep nhan ho scr qua

c6ng Cong dich vu c6n-!r.. c6ng dAn co

rhe kiem tra tinh trang xt ly h6 so khi
clang nhfp vdo C6ng dich vu c6ng.
^- , ,' . ,:. ^ ^l1 r'arrg thiii h0 so tren Corrg diclr r u
cong Id -'Khong dLrric tidp nhan'.

. , I .). .- -fruo-ng hop ho so dlir du. lto-p 1,.1.

trang thdi h6 scr tren C6ng dich vU



L Jd

coug

thu c
:

rnelTI

Li0p

se cap

". Phan

so truc

- lltrong din nguoi 1,0u cau rhanh
to6n phi. l0 phi:Thtrc hi6n thanh roan
Lrrrc tuf in lCong dich vu cong phitr
cunq cap chirc nilnq rhirnh toun phi
qua rn6i Lt u'ong mang).

- Nga1, sau khi nhin duoc phi. lc phi
tlang kr Iai khai tu .o .\ au l.', nLt(ic
neoii. IJ,i phin riip nlrAn r a rri Iiir-,, ^ :quir lrep nlrlirr lru str. etii tlrt\rr-s hlil,
"Dan_q xtr I,r 

" r i rrr:ir lrerr tra l<it .1trr

qua C6ng dich vu c6ng. cong dan c6
rhd kiern tra linh trans xu lr 116 5p [[1
ding nhip vAo Cong dich r.,Lr c6rre.
Done rhiri. trane rhai ho so rrdn Cong
dich r u cong la "Danr.: xLi lr ".

- Chuvcn h6 so clen Phdnu Tu phap.

li) "Euo'c

hien nehl
n hdn"
tai ch

''Y0u ctiu
a VU inh

h6rnot Mi s6

tuv6n cho nsuoi r,€u cAu

l'hong
Tu'ph:ip

ho sn. bdo ctro L.dnh dao UBND cip huy0nXLL lr

2.1

'I 
ru iltg

ir o-.p khone
xdc rr inh

C6ng chIc
lirn con_e t6c

hO tich

-Thatn tra h6 so.
. ,). I .:

- lruong. hop ho srr cltn bo sune. hoin
- ,.:tl)rL'n hoarc kltorr!r du diiu ki,-1rr giui

quyCL. phli Lir ch0i tlri eLi'i rh6ne Lrio
ri tinh trlrrrg Ilri s(r rrri Bti Ph:irr rieP.:Illlilll \.r tta k!'t .lrrit .l..tlri,rr.: l'.r,, e]r.,

- H6 so rld ti0p nhdn:

- Du thio vdn bin b6o cio
(neu rd ctr sir phiip Ii liin
(luir|l: liel rlLril l.t\'n) ItJ ll(, \rr:

1 ki6n clO xuir):

02

03

Kiem tra. thatr tnu'u xir Iy ho scr 02

t]uoc 2



139

nguoi n6p h6 so'(kim r,[n bAn htrons
clin. rriu ro lr Jo. rroi durrg ho

sung...) - thuc hiOn lai bu'oc l.
,,{ ,: ,:- Neu ho so ddy dt. hcrp 10. dung qu1

dinh. Truong hqp tiep nhan ho so ding
kn lqi klai tu'theo hinh thuc truc tidp:.:
Drr thdo k6t qua giai quy6t. Trirrh

Ldnh dao Phong xcrr xet, phe duy6t.

Trudng hon ti6p nh{n h6 so dang k1'

lai khai tt theo hinh thuc truc tuydn.

cong chuc liur c6ng tric h0 tich gui lai

bi6u mAu Trich luc khai tri diQn tt voi. ,:. ).
lhong lrn do) du cho np.uol \cu cau qua

thtr clien nr hoac thi6t bi so.

\guoi r iu cdu c,', tlich nhierl kii'rrr

tla tinh chinh xac. di1,' clu ctia cac
t--_

thono tin tren bieu nrau Trich luc khui

t,I' dicn tu rA xac nhan (loi da nrqt

nge) )
-.1 ^ I
Niu neuoi co r eu ciu slc nlrdrr tlrorte

tin cld thfrng nhit. cliy,dir hoac khong
.:.

cti phan hoi sau thoi h1n 1du cdu thi

c6ng chirc larn cong tric h6 tich in
"Trich luc khai tu" trinh Ldnh dao

Phdng xem xdt. phd duyCt.

- DrL thiro l'rich Iuc l<hai trr

(ban chinh). ban sao l-rich

luc khilr tu (Deu cont dillr ((r

1'0tr cziu): (Biitr nt/itr hatt

hantr tlreo Tlting tn ',;
04/2021/TT-BTP cuo Bo

trtong Bo Tu phctpl.

- H6 so dn ti6p nhAn:

- Vin bzrn xirc nr inh

Truong
hqp phai

xac rr-r ir-rh

C6ng chLlc

l2un c6ng t6c

h0 tich;

- C6ng ch[rc ldrn c6n,e tdc h6 tich:
_.: .l+ I lraln tra lro so.

tTruong hcrp ho so cdn bo sung.

0l )ir
linh
rltrr licl
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Ltinh
Phirne

dit( )

TtL

hoan thi.rn hoic khong clt diCu l<i€n: -,
urar qurdt. phii til chji thi erri tlri,ng
bao r'6 tinh trang ho so tni 136 phan.: , ^trip rrhan r a tra kdt clLra di thirne b6o

cho ngutl n6p h6 so (kirn vln bAn

Irrrtnc dan. neu lrt lj do- noi dung bo
sung...) - thuc hien lai btrcrc 1.

+ DU thAo Vdn bAn xiic rninh; du thdo
Phi6Lr xin l6i vir hen lai ngdy tra k6t
qua (n6u c6). Trinh LAnh dao Phong
rem xdt. ph8 dul ct.

- Lijnh dao Phdn_s 
-frr phip: Ky. r'an

biin xac rninh:

- Virn tlttL: Dong diu ', in bdn xtrc
rninh vA sti ctic co qr.ran don vi li6n

- fong hop lir-rt qua xic nriuh.

' \crr lt,,:.r il:i-r Jrr. Ir,..rp l.j. Jirrr: .1rrr

Jinh. lrrLrrne hqp riep nhrln ho su rJang

kv lri klrui lu the,, lrirrtt tlr[r'u rrrLc riip:.:Drr thao ket qul giii .1trr er. Trinlr
I-Anh dao Phong xern xdt. phe duy6t.

Trucrng hop ti0p nhdn ho so clang ky,

lai khai til theo hinh th[rc trrrc tur,€n.

r:ons chi'c lirm c6ng t6c ho tich gui lai
bi6u mdu Trich luc khai rLr diOn rir vdi
th6ng tin dA1, du cho neuoi yeu cdu qua

- flo so di tiip nhin:

- \/an birn ric ntinh.

- Du thzio r.dn bzrn bio clio
(rriu rir et' s,' I.lriiP lr liiu

, : , ..^qlri[]; Kct qua krul)l tra lto s(r:

y ki6n cle xuit):
- l)u thao lriclr Iuc klrai rtr
(bdn chinh). biin sao I-rich

l^
luc khai tu (nerr cong tllin co
y6u ciu): (BiAu ntiu ban
hdnh theo Thong rtr so

cpur xlic

nrinh
phhp

5

li
Vdn thu'

Cong chilc
ll\nr cdng rac

htl t iclr

clua

ngi\)'

Ianr

r i0c)

t

cl a rul

0l
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ngay)

thu di6n tt hoac thi6t bi so.
. -. . ':Ngurlr ycu cau co lrcch nhletlt kleln

tra tinh chinh xiic. rliy clt cira c5c. ^ .:
thong tin trdn biiu uriu Trich luc khai
tt di6n tri vd xdc nhdn (t6i da rn6t

N6u nguoi c6 yeu cAu xiic nh6n th6ng
tin cia thong nhAt. ddr clrr hoic khone.:,
cri phan lroi srrr tlriri hrrr rirr eirr tlti
cong chirc lAm con-e tac ho tich in
''Trich luc khai tir'' trinh Ldnh dao

Phdng xem xdt, phd du1,6t.

04/202)/TT-BTP c irct Bo

truo ng Bo Ttr phapl .

Ky duyQt ket qua giei qu),et var d6ng ddu

H6 so do cti
c6ng tac h6 tic

, .: ,icao de \uzlt
q uvet.

ng ch(rc Ii\rn
h trinh vA bho

Y Ntell $t3r

chinh).
tu'(ndu

chinh).

tu (n0rr

0t

0l

Trich lLrc khai tt (biin

bdn sao Trich luc khai
:

cong dan co ),eu cau)

Trich luc khai tlr' (bdn

bdn sao Trich luc khai
I

con-q d l co J'eLr ceu)

0.75

S6 dirrrrr. l<y l<hli tri (,Vorr .\o

0.1l

2.2 Xerr.r

bio
Linlr
TJBND

cdp huy6n

xet.

cao

dao

Ldnh

Phong
phap

dao

Tu'

- Xern xdt. duy6t h6 so;

- Bdo c6o LAnh dao UBND cAp

huy6n.

UBND
cap

huyQn

Buoc 3

3 Ki duv6t
.:Ket qua

giAi quy0t

Ldnh

UBND
huyQn

dao
,.

cap

Ky Trich luc khai tt (bAn chinh).

ban sao Trich luc khai tu {ndu cong
^loan co yeu cau)

).-: Dong d5u Vdn thu Dong dAu vd chuyiin k6t qud cho

Phong Tu phrlp

Phdng Bu o'c .l Gh i r,:io C6n-e chirc Ghi vio So dang ky' khai tLr. ctng 0.:

I



l u ph:ip

c:l I)
Ir u r'6 rr

UBNI)

So h6 tich

Buoc 5 ktir
'fra

quii

142

nsu0l di
vao So:

dang kj lai khai tf k- tdn

- LuLr h6 so vii chur0n ket qLra cho

Ito phirr tiep nlrrn \ il lrr l(ut ([rra.

l'rd kCt qua cho c6ng dan

bon ltdnh kint rhco Thong rt
so 01/2020/TT-BT[' cno Bo

trtrcng Bo Ttt pltop).

- lrich lrru Urrri tir thrin
chinh). b:in srrr l'rich lLrc hhri
':tu (ntru conu dult c,r r gg q1111.;.

li\nr cong Lic

ho rich

Bo phan ti6p
nhtin va trd
':Ket quu

IIo so clrrtrc lLrir tliL tai l,hong'l'Lr phap theo quv dinh hi0n hinh. bao gont:

- Ilo so dii Liep nhan theo TTI IC dI cong b6:
- I)rrn ehLrn -eiir ti) curr ttgttt-vi r'€u c/iLr dlng k, h6 tich *rat t.inh (clo nguoi tiOp nhin ho so thtrc hien sao c5up d6 lLr.u hd so theo c*Ly dilh
trri lrl.tttrrtr I L)i0Lr I l'h6rtq tLL si,04il()10/TT-BTP ngiy 28l5l2O2O cira Bd trLrtrng 86 TrL phzip Quy dinh cnl iiet tni hAnir rnot s6 ii6L, cuu
l.Lrit h0 tich rri Nglrr clinh so 123i2015/1.ND-CP netiv l5 thring I I nirn 2015 cira Chinh phu quy dinh chi tiet rnot s..', tliiLr ri hi€n p5ap rhi

h inlr th[rc lruc ru.\'e11).

- \'rin Lrrirr. 3iiv Lir. rai lieLr xlc minh (d6i v(ri tru.dng hop c6 xdc minh):
- \'l,rr h:rrr r. 1,, 

"11,, 
Li-rnlt Jl,' I IJ\D eip lttrrerr:

- l3an chLrp liit tlLrn 
-["1 

] IC:

- Trich luc khai tu (bzrn

chinh), ban sao Trich luc lihai
,,i

lLr (ncu COne \liin er, \eu Lliu).

- Butt diett ttr Trich ltrc kltti ttr
rBan dien ttt .\i tu rl,,ttq gtri r)
Klto quan l.t' di liIrr t tro ca

nht)n/dia chi thrr diin ttr.rltiir
' 

! -.-ht .to/dten lhoot Cuat ng o't .t t

ciu sau khi dd hoirn tat rhir

ruc ddng bl lqi khoi 1r rcri co
quan ddng k1', hQ rich1.

0
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- Vln bdn th6ng b6o vi6c ddng kli h6 tich dOn co quan li6n quan (d6i v6i trtrrrne hirp pheii th6ng bdo thco qul,dinh cta I-udt Flo tich vi\ cric vdrr bilr
qul'dinh chi ti6t thi hanh)

C. THU TUC HANH CHINH CAP XA

l. Thii tgc rllng kli khai sinh (MA sd'|-IFIC: 1.001 193)

- Md s6 qul trinh thu trrc hanh chinh: L001 193

k.it qua tr.,rte rtgir lirrr r iec tii'l', theo.

Co'
quan,
do'n vi

cap xa

Thb i

gia n

(n gny)

(,hi
ch ri

UBND Bu6c
I

Tiep nhdn

ho so

phAn

nhdn

trA k6t

Ngn)
t rong

nga\ [rep

nh;rn hrr

SO:

truLirng

hp lt nhrin

D() S() SittI

15 gio

nta

khong
gia i

quYet

clrxrc

nqa\ lhi

B0
':trep

vd

qua

a. ,\op ho sct trrc tiAp.

- Xern ret. ki6nr tra tirrh hcrp li cua ho

SO:

- Truong hop ho so chua ddy du: cong
..t . ^ .l .

chuc tiep nhdn ho so hrrong ddn dd cong

ddn bo sung h6 s<r vir in Phieu r,eu cAu b6..^ :
sunq. hoan thren ho srri

+ 'Iruon,q hqp h6 so khong dirng qu1

dinh: in Phi6u tu cnOi giai quy6t h6 so;
. . I .: .,- Trurrne hop ho su day di. h-o. p l0: Tiep

nhan va rrlrdp thong tin ti6p nhAn ho su

vao PhAn rn6m M6t cua; in Gi6-v ti€p,: . :
rrhin Iro so ra tr;r kdt qul clro nsrtcri rerr

cliu: thtrc hiin sir hor rs;ro chup. chulirr
tlrirrh tai liiu diirr ru tren he thorrl thong

- Phiirr 1eu cirr b(l suns..

hoan tIidrr Io srr (.ty'riii .so

02 ban hanlt kint tlrco

Tlrong rtr si 0l :0tS TT-

VPCP ngay 23/11/2018):

^..: :, ,: ^- l'htclr lu chor lreI Irlliln

giai quvit ho so 1.,Urir.vi 0-l

bon ltinlt kint tlteo Tltt,ng

tu so 0l ')n lB TT-

VPCP ngdv 23/t1/2018).

^.: ,l ^ .:- Ula] lrcp nh:rn ho s(r \ a
Iren tri kdt qua tMdtr so 0l
bon honlt kbnt theo Tlnng
Itt .\t) tll -'ttl \ I I -

B rlo'c

th r.r'c

h i6n

T6n budc
thuc hi6n

T16ch
nhiQrn

thu c hi6n
Ngi dung c6ng viQc thuc hi6n Bi6u miu/k6t qud



l.+r+

tin. co so dt li6u) vd ky s6 vio tdi li6u.
ho so.

: ,: ,: -.^- Churerr lto s,r din C'rlrc ehuu tLr phip-
hri tich.

,:' :
b. l\op lto so tt tLC tuyen.

- Sau khi nhdn clu'oc th6ng bao c6 ho so
ydu ciLr dang ky khai sinh gui rrdn Cong
dich vrr c6ng. cong chirc ti6p nhAn h6 scr.: ^ .:
trcp nhan. kiern tra tinh chinlr xac. drir
.lu. th.ltt:.: nlriit. lr,i| lur errlr ltr\ s,r:

lrttirttl lt,.,l' lti, sri ,:lrtL:, .l:i1 r.ltr. elrLrtr

Irr.rp le. 13,r phurr tiip nlrirr vi tlu ker qua

etri tltirrts bdo ltuong di6 bo su6s. hoin
thien h, ' str qu:L C'one tlreh vu ctrnc. cune
dAn c(; th0 ki6rn tra tinh trang xu ly ho so,

khi d.lne nhAp vi)o Cong dich vu c6ng.
-- ,..:lrang tlxii ho str trin ( ,lns dich vu cong
Ia "Yeu ciu bo srrn-e giir tcr".

.:' I ruirng hop ho so bi tir choi. Bo phan
ti6p nhan vd trri k6t qua gtii th6ng bao tt

, i. .: , ^ .:
choi tiep nhdn hu su que cone Cong dich
r u cong. con-s din co rhi kiirn tra rinh
trans xu ly ho so khi dang nhdp vAo

Cong dich r u e orrs.. frrns thii ht\ so tri.n
('irng diclr r u tirng la "Khong JLluc tiip
nhdn''.

+ Truong h<rp h6 so dA1, dt. hop l€. trang
th6i ho so tren C6ng clich '",u cong Iir

VPCP ngdy 23/l l/2018):

- Ho so theo thu ruc hanh

chinh dd cong b6.

trii ket
c1r,ra trong
ngr\1, larr
VlL^C tlep

t hco
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''Duoc tidp nhdn". "Y6u cau thuc hi6n
., , .- -.. trrclrlu rrr llri elrinh'. I'l'in rli.nr se ci1,

nlot Ma so ho so' tnrc 1u),en cho ngu r)'i

)/eu cau.

- Huong d6n n-eu'oi 1'6u cdr-r thanh to6n
phi. le phi: Thtrc hi6n thanh todn truc
tuyen (Cong rlich vu cong phzii cung cdp

chirc ndng thanh to6n phi qua rn6i truone
nlang).

- Ngay sau khi nhdn duoc phi, 16 phi
ddng ki khai sinh. Bo phdn tiep nhin rn
trA k6t qud ti6p nhAn h6 so, grii th6ng
bao "Dan-e xu lv" ve ngai, hen tra ket
que qua Cong dich vu c6ng. c6ng ddn co

thr' kiern tra linh tran!L xtr Ir ho so khi
dang nhAp r ao Cong rliclr r u corrg. Dorre

thoi. trang thdi ho s<y tr6n Cong dich vu
c6ng ld ''Dang xu ly''.

- Chuy0n hrl scr ddn C6ng chuc tu phiip-
ho tich.

UBND
i-

cap xa

Buric
2

Xrr l1: 1,6

so. b:io

cdo Lanh
dao

UBND
cap xa

- IJo so cli ti6p nhrin:
. ,:- Vitr't l)Jl't- grit\ Io- lllr lrrrr:_

xac minh (neu cri ):

- Du thzio vdn blin Lr6o crir',

(neu ro ccr so phzip l- liCn
.; " ..1quan: kel qua klenr [ra. \irc

rninh ho so: r kii'rr di xtrAt t:

- Du thao Giil' khai sinh

Cong ch[rc

tu phip -

h6 tich
+Trtrong hop ho so can bo sLrng. hoan

thiin hoac khong du dieu kiin ei6i qu1et.

phai tir choi rhi gui lhon-e heo r e rinh

trang ho so toi Bo phan ti6p nhAn va trd
kit qua de thong bao cho ngrroi nop ho

str (l'.ern vin lrin hutrng din. niu ro iv
do. n6i dung bo sung...) - thuc hiQn lai

+'fhdnt tra h6 str
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buoc L

+Tru'ong

ru.rinh: Du
hqp

thiio
can

r'' iin

phni

bhn

tra. \ac
minhl clu

thuio Phi6Lr xin l6i vd hen lai ngAy trii qulr
.:
(neu co).

- NOu hO so dAy dt. hqp 16, dlng quy,: . ^dinlr. trLtuns hqp ticp nhdn ho str ddng ky
khai sinh theo hlnh thuc rruc riep: Du
, ,,itlrlt, kEt ,.1rru giiri qLrl it. hl,r e io Ll'irrh

clao UBND cAp xd rern xet. ph6 du;,6r.
. .,i , ^ .llruons holr tidp nhan ho su dans kv khai

sinh theo hinh thuc truc tu)in. cong chirc
tLL phdp - hd tich grii lai bi6u rn6u Gi6y
khai sinh diin nr voi thone tin dar du cho

:.
rtsttrii r,,'tt cliLr qrn tlrtr rlien trr lrr,lte thiit hi

SO

rr-grLtri y €u ciu c6 triich nhienr ki6rr Lra

tinh chinh xdc, c.liy clu cira cac thdns Lin

trEn biiu nriu Ciar khli sirrlr dierr tLr r a

xic nhin (tiri da rnot n_ea1,).

Ncu ngu'ui c6 r'6r-r ciu xiic nhlin Lhong tin
da rhong nhit. tlil du hoic khong c(r
. , :.,

phan hoi srLr thoi han ;du cau thi eong

chtc tu phdp - hQ tich in "Gi6y khai

sinh''. trinh Ldnh dao UBND ki.

(ban chinh): biin sao Giav:^
Khar stnh (neu cung dtn co

1'€u cAtr): lBiAtr tniLr bun
:hanh theo I hon.q lu .\o

04/2021/TT-BTP cLio Bo

trtong 86 Tu phap).

kie nr

LBNI)
clt I) \:t

B rt o'c

J

d ttr'.; t

tlL[r

K - l-iin h dao

UBNt) cAp

- Ldnh dao UBND cdp xa k1i

:irrlr tburr e lrrrrlr ): h:rn slo Cirir

(li6v khai

Iihai sinh

Ciiy khai sinlr (ban chinlr t.

Ban sao Giir I<hai sinh
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UBND Bu'6'c

4

Ghi vdo - Ghi n6i dung khai sinh vdo 56 ddng ky
khai sirrh va ctrng. ngu'ni veu ciu dang k1

khai sinh k! t6n vao 56.

- LuLr h6 so vd chuy6n k6t quA cho 86
. ^ -.i 

. 
- 

. . :phrn I rep nhan Va lra ket (lur.

Trd kdt quii cho cong ddn

(ndu cdng din c6 1.'eu cAu)

56 dang k- khai sinh (Bldri
:,nlau Dun ltettlt lltLo I lt.\t.q

tu so 01/2020,/TT-BTP ctrtt

Bo n'uong Bo h.r phap):

- Giil' khai sinh (bdn

clrinht: IJarr siro (iiir llr:ri..:
sflrh (r)eu cong dan co \cu
cAu)

- Gi6y khai sinh (ban

chinh)..Ban san Girir khiri

sinh (n0Lr cong dan cri r,Cu

cau ):

- Bdn di6n tit Giav khrri

sinh lBan diAn ttt s0 rtt
. ) ,,,

dong glfl r'e Klto qtnn lt tltl
liAu diAn tLi cio cd nhan/dia
chi rlttr diitt rrr/tltiit hi
: ,, ^.\o dren llloot clta nqt!.ot r.t tt

ccttr sotr khi dd ltoittt tat tlttr
tuc ddng lal khai sinh tai co

cluan ddng ln; ho /ich).

cap xa SO h6 tich

UBND Bu'6'c

cap xa l

I15 so du'o-c luu trLi tai UBND c6p xd theo qu), dinh hi6n hanh. bao gorn:

- IIo so dd rii'p nluin rheo TTHC ctd cong bo:

qur,€t

cl6ngrrd

0au

xa;

- Vdn thu

(nOu c6ng dAn co r'€u cAu):

- Vdn thu'd6ng dAu vA chuy6n k6t qud

cho C6ng chirc trr ph6p - ho tich

C6ng chfc
tu phdp -

h6 tich

kCrTri
qua

Phan
nh6n

. ,:tra l(et

B0
.i

t rep

vi
qua



1,18

hr\nli I uat lrrr tich). Tru'tlrg hLrp ciic th6ng tin trong cAc gi6y'ro'nd1,di c6 trong Co'so clu'li€u qu6c c,ia r,0 din cu (CSDI.QGVDC). C'o'sLr

lr inh Lh[Lc [ru'c tu\all).

- Virn ban. gril tir. rai li6u xire urinh ltloi vtri rruting hop cci xtlc rninh):

- \.rrr lrirrt l,:,,' -it, I r'rnlr drro UItND erip ri.
- BAn chup liet qLrii TTHC:

- Varr brin tlrong brio vrec dang I<i ho tich ddrt co quan Iien quan ldoi vor truong hQp phAi th6ng bdo theo qr-ry dinh cua Luat l-lo tich vii c6c virn ban
LlLn tlinh chi ti0t rhi hrinh)

2. Thri tuc rlirng k! k6t h6n (Mi so ITHC 1.000894)

- ivlrr so c1u1 tr-inh thu tuc hdnh chinh: 1.0008921

:- Ihtri han -eiri qulit: Ngav trong ngal,tiep nhAn hd so: trudng hqp nhdn h6 so sau
(lur lr'ons nsrjr linr viec ti0p thco. TrLrons ht p cin riic rninh didu kiOn k€t h6n cta hai bdn n
iinr r iic.

l5 gio rrd khong .'eizii quv€t ducrc ngay thi tra ket
:

arn. n[ thi tlrtvi hrn s.iAi quldt klrone quA 05 ngil

Bi6u rniu/k6t qu:ilCo
i (lu ir ll,
' don vi

e:r I) \:l

Bu 6'c

th 11c

h i6n

[]rlric I

Tdn b u'<i'c

th u'c h i6n

Ti6p nhan

ltr):,(,

Thdi
gi:r n

(ngir')

Ghi
ch ri

UBND B6
tlel)

Ylr

quil

phAn

rrhan

tlir l<ct

a Nop hi so truc tiip
- \urrr ret. kie rtr tllr unlr lr,,.ip li, eLrlr h.,

cong
elrtic ricp nhiln ho s(r hu('rn-s din di. cong
drLtt ba stutg hu 'o ru in I'hiiu riu criu hi,

- PhieLr liLr ciu bo sunq.

h()rtn thtcn ho \() I I/,/// rr/

02 ban hdnh kirn rheo

I ltong ttt so U l/:U 13, I l-
VPCP ngitr' 2 3/ I I /20 I 8):

- I'hlL'r-r U.I cl'lur lrcp nhun

Ngar'

ngil
nhin

.;
trep

h6

' Truong lrop ho str chrrl di1 ,.lrr
oS

tru0ng
ho'p nhdn

T16ch
n h i0nr

thuc h i6n

N6i dung c6ng viQc thu'c hi6n



sung. hoan thien h6 sot

+ Trucrng hop h6 so khdng dring qu1,

dinh: in Phi6u ti chOi glai quy6t h6 so:

' Tnrcrnt lrr.rp ho so ddr tlri. hop IQ: liep
rrlrarr ra nhap tholre tirr tiip nlrarr ho scr

vao Phin rndm M6t cua: in Gi51, ti6p.^ .:.nhirr lro scv va tra kdt qrri cho neuoi reu
ciu: tlruc hien so hoa {sao chup. chuyin
thanh tii lierr diin tu trir) l)i thong thong
Lln. co so dLr lieu) va kr so rao tai lierr.

h6 scr.

- Sau klri rrhan duoc thong bao co ho so

r6u cdu dAng k1, ker hon gui tren Cong
-:

drch vu cone. cong chu'c tiep nhan ho so

tiip nhan. kidm tra tinh chinh xac. da\
dt. thong nhat. hqp ld cua lro so:

' Truolg hop ho so chu'a day du. chtrr
hop li. Bo phrin ridp nhin va rra ker qua

gui thorrg bao huong dan bo sung. hoan
..^ , I ^:thren hd so qua Cone dich r rr cong. cone

darr c,i thi kidrn tra tinh trartg srr Ir lro :U. ^,]khi darrg nltap vao Cong dich vu cong.
Trang thdri h6 so trdn C6ng dich vu c6ng
ld "YCu cdu b6 sung gi6y to".

- lru'ong. Irop ho so bi tt choi. Bq phan

C6ne chuc tu phhp-- Chuv6n ho so cl6n

ho tich.

b NQp hi so tntc tuy|n

t49

giz\i clur dt ho so ( rtr1zil .sri

03 ban honh kitn theo

Thong tu. tii O I nA I Atff-
VPCP ngdy 23/l1/201E).

^-i ,,i . ^ :- Litrr 11gp rlhan ho So \ a

hen tra k6t quA (Mitr s6

0I hon ldnlt kin tlteo
Thong rLr so 0l/20t8/TT-
VPCP ngc4, 2 3/1 I /20 I 8).

- I-lo sr:r theo thi tuc hz\nh

chinlr drl crine bo.

ho srr sa tr

J-5 gio ma

l<h6ng
igrar quYc(

du'o-c

tra

qua

nga)

r i€c

thco

thi
ket

1rong

larn

trel:)

lt gzl \
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tiOp nhAn vi tra k€r qua eui thong b6o til
.1. ,-

uh,li tiip rtltiirr lti, s(-y Llrlr Li,r)c Ci,rtu ..iiclt

\ u c\rrlr. ((,rr.j .ljlrl e.' tlri liiirlr trrr trrr]l
trang xlr lv h0 so khi clirng nhap vao

( r}r-s ,.lielr \ u cort!1. I rrrnr tlrrii ltu :ir trdrt
^:Cong ilich r u c.rns lJ "Khi,ng r.ltrtrc tidp
n hAn ".

+ Truong hop h6 so ddl drr. hop 10. trang
, .. I ^ --:tlr i h,r srv tlirr ('irrrq tlieh rLr ei,rrc li

''Du<rc ti0p nhan". 'YCu ciu thuc hi6n
.. -- .., I

nghia ru Lii chinh". l)hrirr nrirn sd cap

rrrt-rt Mi so ho su truc tu\in lho neuivi
^:veu cau.

- Huong dAn nguoi ytu c6u thanh to6n
phi. l6 phi: 'fhrrc hi6n thanh toAn truc

: ._i
lu)en (C'ong dich vu cong phrii cung c6p

ch[rc nirng thanh todn phi qua rn6i tru crng

mang).

- Nga) sau khi nhAn duoc phi. le phi
...,,^.^

ddng li( kit hon. Bo phAn ti0p nhAn rd
trd k6t quri ti6p nh6n h6 srr. gili th6ng

btio "Dang rLi I. '' r,i ngt\y hcn trri kdt

quli clul ('irnq dich vLr c0ns. cring din c6

the kient lrir tinh trang rrr lr hi, s,r klri, .:Jirtl rthlrp \ iu L L,ne Jtch r tr e i'rt:-. Dort--

thoi. trang thdi ho srr tlen Conc dich r Lr

c6n,e ld "Dang xLl lj'".

- Chul 0n h6 so dSn COng ch(r'c tu phhp-



l5r

Xt li h6 so, bdo ciio Linh dao UBND cdp xd

- H6 sct da tiep nhAn:

- Vdn ban bdo cdo (neu

16 co sd phap ly li6n
. i . ..:

quan i ket qua t(lem tra

h6 so, y ki6n dd xudt);

- Du thio GiAy chfng
nhAn ti5t h6n (bin
chinh), bdn sao Gidl'
chring nhdn k6t h6n (n6u

:cong dan co yeu cau):

(Biiu mdu theo Th6ng tr
tii ol/zozotrr-BTP cia
86 trrdng BQ Tt phap).

h6 tich

UBND Bu6'c 2
cap xa

Tnrone
hop kh6ng
x6c minh

C6ng chuc
tu phdp -
h6 rich

, lruong hop ho s<r cdn bo sung, hoan

thidn hodc khong du di6u kiin giai quy6t.

phdi tu ch6i thi gti thong bao vd tinh
trang h6 so tdi 86 phfn ti6p nh6n vd trA
k6t qui dC th6ng b6o cho nguoi nop ho

so (kdm vdn bin huong din. n€u 16 ly
':do. n6i dung bo sung...) - thuc hi€n lai

budc l.
+N€u h6 so diy du, hqp 16, dring quy

<Iinh, truong hqp ti6p nhin h6 so cldng ky
k6t hon theo hinh thuc truc tiep: Dg thdo
.r i ..k6t qud giai quy€t. bdo c6o Ldnh dao

LJBND cdp xZ xem xet, ph6 duy€t.

Trucmg hqp ti6p nhin ho so dang lcj ket

h6n theo hinh thric truc tuy€n. cong chric

tu phrip - hO tich grii lai bi6u miu Gi6y
chring nhAn k6t h6n tli6n tu vdi th6ng tin
-i :ddy du cho nguoi ydu cdu qua thu diQn

tri holc thiet bi s6.

Ngudi yOu cAu co triich nhi6m ki€m tra
tinh chinh xac, dAy dt cta cdc th6ng tin

^ ..: = ^.itr6n bieu rnAu Giiy chrng nhdn ket hon

ttiQn tt v?r x6c nhin (6i da mQt ngdy).

+Thdm tra h6 so



Trutmg
hqp phAi

x6c minh

Cdng chfrc

tu phfp -

h6 tich;

I.inh dao

UBND c5p

xa;

-VIn thu.

152

NOu nguoi co yOu cdu xiic nhAn th6ng tin
<Ia thdng nh6t, day du hohc kh6ng c6
phan h6i sau thoi han yOu cAu thi c6ng

chric tu ph6p - hQ tich thuc hi6n in ''Gi6y
.:

chung nhdn ket hon". trinh I-dnh dao

UBND b'.

- C6ng chuc tu ph6p - ho rich:

+'l-hAm tra h6 so.

- I ruong hop ho so cdn bo sung. hoan
thi6n hodc kh6ng dir didu ki€n giAi quy0r,
phdi tt chOi thi gr.ii thong b6o vd tinh
trang h6 so toi 86 ph6n tiOp nhAn vd tri
ket qua de th6ng bdo cho nguoi n0p hd

su (kim vdn ban huong din. n6u rd Iv
,tldo. noi dung bo sung...) - thgc hien lai

budc l.
+ Du thio v6n bin xiic minh; du thio
Phi6u xin l5i vd hen lai ngdy tri k6t qud
(n6u c6). 86o c6o Ldnh dao UBND cAp

xf, xem x6t, phe duy6t.

-LEnh clao UBND c6p xd: Kf van bAn

x6c minh;

- Vdn thu: D6ng d5u vdn bdn x6c minh
vd gti c6c c0 quan, don vi liOn quan.

- H6 so da ti6p nh6n;

- Vdn ban xdc rninh

Dlng
tinh
chrv ktit
qr:i xiic
rninh
(kh6ng
qu6 05

ngay

Idrn

viQc)

Cdng chuc
tu phiip -

h6 tich

+ Tdng hgp k6t qud xrlc minh.

+ NCu hd so diy dt'i, hoo t6, ihing quy

dinh. trurnrg hoo ti€p nhan h6 so ding ky

- H6 so dd ti6p nhAn;

- V[n bAn xfc r.ninh
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k€t hdn theo hinh thuc truc tiOp: Du thio
.i : ..k€t qud gidi quyOt. bdo cdo Ldnh dao

UBND c6p xE xem x6t, ph6 duyet.

Truong hqp ti6p nhdn hd so dang g k€t
h6n theo hinh thric truc tuy€n, cdng chric
tu phep - h0 tich gti lai bitlu m5u Gi6y
chimg nhdn tet h6n di€n tri voi th6ng tin
-: :
cldy dt cho ngudi yeu ciiu qua thu di€n

tt holc thi6t bi s6.

Nguoi y6u ciu c6 tr6ch nhiOm ki6m tra
tinh chinh x6c, dAy dt cia cdc th6ng tin

- ..: ; ^-!tren bi€u mAu Gi6v chunc nh6n ket hon

diQn tt vd xdc nhAn (t6i da mot ngay).

N€u nguoi co y€u cdu x6c nhdn thdng tin
da thdng ntrit, aAy dri hoac kh6ng co

phan h6i sau thoi han yeu ciu thi c6ng

chuc tu phap - hc., tich thuc hiQn in "Giiy
.ichtrng nhdn ket hon". lrinh Ldnh dao

TJBND k].

- Ky Giiy chung nhdn k6t hon tbin
chinh.1, bdn sao Cidy chung nhAn ket hon
.i:
(neu cong oan co yeu cau);

- V[n thu d6ng d6u vir chuy6n k6t qui
cho C6ng chric tu ph5p - hQ tich

- Vdn biin b6o cdo (neu

16 co sd phdp lf Ii0n

quan; k6t quir ki6m tra
. l. ,.t ,l i
no so. y Kren de xuat)i

- Du thio Gi6y chfng
nhdn t6t h6n ftnn
chinh), bdn sao Gii1,
chring nhdn k6t h6n (n6u

:cong dan co yeu cau):
(BiAu mdu theo Th6ng ttr
s6 ol/zozotrr-BTP cua

86 trudng Bo Tr phdp).

Gi6y chfng nhAn k6t hon

(bin chinh), bAn sao
^.: , ^ . : . ^ulay cntmg nnan ket hon

(n6u c6ng dAn c6 ydu
:

cau )

UBND
cap xa

Brric 3 Ki
ttit
giai

vd

d6u

duydt
qua

:
quyet

d6ng

- Ldnh dao

UBND cAp

xa;

-Ven thu.

- 56 ddng ky k€t hon

(BiAu miu ban hdnh theo

Th6ng tu t,j Oltzozo/rr-

UBND
i-

cap xa
Buric 4 Ghi vdo 56

hd tich, Td
chric Le

- Linh d4o

UBND c6p

- Ghi viOc kOt h6n vdo 56 ddng kj kOt

h6n, ctng hai bdn nam, nfi ky t6n vdo

So; hai b€n nam. nt ctng kj vao Gidy
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chung
nhdn

hdn

xIrav

t<Ot
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chung nhAn k6t h6n.

- To chuc Li rrao Cidy chtrng nhdn kdr

hon vd cAp Gi6y chung nh6n kdt hon cho
hai bdn nam. nir.

- Luu h6 scy.

BTP cio Bo truong Bo

Tu phap);

- Gi6y chung nhAn k6t

h6n (bdn chinh), bdn sao

Gi6y chfng nhAn kOt h6n
.i(neu cong dan co ycu
ciu).

- GiSy chring nhAn k6t
h6n (bdn chinh), bin sao

Gi6y chung nhdn kdt h6n
';(neu cong dan co ycu
cdu);

- Bdn diAn tir Trich luc'

kit httn (Ban diAn ni sO
. : ..,Iu dong gtt ve Khu quln

lj, dir liQu di€n t cua cu

nhdn/dia clti thr di1n

fihhi|t bi so/diAn thoai
.icua ngtot .lJeu cau solt

khi dd hodn tdt thu tuc
,. ,: . ^dang 4) kel hon tot co

quon ddng bi ho tich).

UBND
t-crp xa

t .-
Il6 so drr

- liu stv d

C6ng
chrlrc

ph6p

tich.

tu
h6

B u'6'c 5 'l-rA k6t qua 86 phin
titip nhAn

va tra kCt

qua

TrA k6t qui cho c6ng ddn

oc luu tr[r tai UBND cap xa theo quy dinh hi6n hanh, bao gom

I ti6p nh6n theo'|THC di c6ng b6;

- l3tin chup gidy to crha ngtrni yOrr cdu clSng kli h6 tich xuat trinh (do nguoi ti6p nhin h6 so thuc hi0n sao chpp d0 tuu h6 so theo quv clinh
tai khodn 3 Diju 3 'I'h6ng tu so O4/2020r1T-BTP ngay 28l5l2O2O cria Bd truong 86 Tu phrip Quy dinh chi ti6t thi hdnh mOt sd didu cr}a

J.q!g,r.jfqxsh i dinh s6 1231201S/ND-CP ngdy 15 thring ll ndm 2015 cta Chinh pht quy clinh chi ti6t m6t sO di6u va biQn phdp thi
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hdnh Luat h6 tich). Trudng hgp cdc th6ng tin trong c6c gidy td ndy dE c6 trong Co sd du li6u qu6c gia v6 ddn cu (CSDI-QGVD('). Co scr

dt li€u ho tich dien tu (CSDLI-ITDT). duoc h0 thong dien tu d6ng thi khong phdi xudt trinh (thco hinlr thuc truc liip) hoac tri lin ttlr,'n
hinh thric tryc tuy6n).

- Vin bin b6o ciio Ldnh dao UBND cdp xd;

- Bin chup kOt quA TTHC;

- VIn bdn th6ng bao vi6c dang lcy hO ttch d6n co quan li€n quan (dfri voi truong hqp phdi th6ng b6o theo quy <linh cua LuAt 116 tich va cdc vdn ban

quy dinh chi ti€t thi hanh).

3. Thfr tuc iling kf nhin cha, m9, con (Ma sO TTIIC: 1.001022)

- Ma s6 quy trinh thri tuc hinh chinh: I .001 022.

- Thoi han giai quy€t: 03 ngdy lam vi€c. Trucrng hqp cdn phdi x6c minh thi thoi han gidi quy6t kh6ng quri 08 ngdy ldm vi6c

Nqi dung c6ng vi6c th r,rc hign Bi0u nriu/k6t qui
Thdi
gian

(ngiy)

chi
ch ri

- PhiCu y€u cAu b6

sung, hodn thiQn h6 srv

(Miu si 02 ban hdnlt

kim theo Thong lLt

tA O ttZO tAtf-rPCP
ngdy 23/ I I /201 B);

- Phi6u tt ch6i ti6p
I .:

nhan grar quyet ho so

(Miu sti 03 ban hanh

kdm theo Tlnng tr
sii ottzotatrr-
VPCP ngdy
23/1 t/20t 8).

0 5

Co quan,
tlcrn vi

Buric
thgc
hi6n

TGn buric
thu'c hi6n

Trich
nhiQm

thuc hi6n

UBND
;-cap xa

Brdc I Ti6p nhin
ho so

a. Nop lt6 so' trlrc ti6p:

- Xem x6t. ki6m tra tinh ho-p l0 cta h6 so:

I Truong hqp ho so chua div dt: c6ng

chuc ti6p nh4n hii so hudng ddn d6 cdng

ddn bd sung hd so vd in Phi6u y6u cAu b6
. '. ' :

sung, noan thren no so;

+ Truong hqp hd so khdng dring quy dinh:
. ^..r . i. .,. ,( . :ln rnleu tu cnol glal quyet no so;

r Trutmg hqp ho so diy dn. hqp le: Tiep
nlrin vri nhip thong tin ti6p nhii-n hd so vao

PhAn mdm M6t cria; in Gi6y ti6p nhdn hd so

va tra ket qud cho nguoi yCu ciu; thgc hi€n

s6 h6a lsao chup, chuy6n thenh tdi li€u di€n

Phan
nhAn

trA kdt

B0
tiiip

qua
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tich

tri tr0n h6 th6ng th6ng tin, oty sd du li0u) vd
,. i. .:
Kv so Vao tar lrcu. no s().

- Chuy6n h6 so d6n Cdng chuc tu phhp-hd

b N6p h6 so truc tuyAn:

- Sau khi nhan duoe rhong hio cti hir so ) iu
l _cau dang ky nhan cha. me con gui trdn

C6ng dlch vU c6ng, c6ng chfrc tiOp nhdn hd
so ti6p nhdn. kiiim tra tinh chinh xric, dAy

du. rhong nh6t. hcr-p le cua hd so:

+ Trudng hqp hd so chua dAy chi. chua hqp
le. Bt-r phin tiep nhan vd tra kir qud gui
th6ng bdo hunng d6n b6 sung, hodn thi6n
h6 so qua C6ng dich vu cOng, c6ng dAn c6
tne fi6m tra tinh trang xu ly hd so khi ding
nhdp vdo C6ng dich vu c6ng. Trang th6i h6
so tr6n C6ng dich vu cOng lir "YOu cAu b6

.t ...
sung glay tcr- .

- l rurmg hup ho str bi ru choi. BQ ph{n tiep
. ,.1nhdn vd trd ket qua gui thong b6o tt choi

ti€p nhdn h6 su qua c6ng Cong dich vu
.^ , , :.,:

cong. cong. ddn crr the ki€m rra tinh trang xt
l1i ho so khi dang nhdp vao Cdng dich vu

. ,. . icong. lrang thii ho so tr6n Cone dich vu
c6ng Id "Khdng duoc ri0p nhdn".

+ Trudng hqp hd so dAy drl, hoo 10, trang
thrii h6 so trOn Cdng dich vu c6ng ld "Duoc
titip nhan", "Y6u ciu thuc hi6n nghia vu tdi

- CiAy ti6p nhAn h0 so

vd hen trdr k0t qua lMzil
td 01 bo, hitnh kdm

theo Thong llt
sa 0ttZOtStrf-
VPCP ngi4,

23/t 1/2018)-.

- H6 so thco thu tuc
hdnh chinh rld c6ng b6.
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chinh". Phdn mCm se cdp m6t Md so ho so

truc tuy6n cho nguoi y€u ciu.
I- Huong din nguoi ydu cdu thanh to6n phi.

le phi: Thuc hidn thanh toan truc tuydn
(Cong dich vu c6ng phai cung cdp chuc
ndng thanh todn phi qua nroi truong rnang).

- Ngay sau khi nhdn ducrc phi. 16 phi dang

ky nhin cha. rne. con. Bo phin ti6p nhdn va

trd k6t qui ti6p nhin h6 so, gti th6ng biio
"Dang xt ly" vd ngay hgn trd k6t qud qua
^:Cong dich vu cong, c6ng ddn c6 the ki€m
tra tinh trang xri ly h6 so khi ddng nhip vio
Cong dich vu cong. Dong thoi. trang th6i ho

so tr6n C6ng dich vu cdng Id "Dang xri ty".

- Chuy6n hti so d6n Cdng chuc tu ph6p-hQ

tich.

Xri li h6 so, beo ceo Ldnh clao UBND cdp xa 1.5

l- I16 so di ti6p nhdn:

- Vin bin b6o crlo (n€u

16 co so phrip lj li6n
quan; k6t qui ni0m y6t;

k6t qud ki6m tra h6 so;

y kit5n dC xuit);

- Du thao Trich luc

ddng kj nhin cha, me,

con (ban chinh), ban

UBND Bufc 2

cap xa

Truong
hqp kh6ng
x6c minh

Cdng chuc
tu ph6p -
h0 rich

+Thdm tra h6 so.

+Trudng hqp hd so cin b6 sung, hoan thien
hodc kh6ng dn di6u kien giai quy6t, phdi ttr
ch6i thi gti th6ng brio v6 tinh trang hd so

t6i BQ phin titip nhfln vd trA k6t qud d6

thong biio cho nguoi nQp ho so (kem vin
ban huong din. ncu rd ly do. noi dung bd

sung...) - thuc hi6n lai bucrc l.

+Truong hqp hO so diy dri, hqp IQ, dring quy

dinh. Truong hqp ti6p nhan hi, so tldng ky
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nhdn cha, me, con theo hinh thr?c truc ti6p:
DU thio ket quA giii quyet, bdo ciio Ldnh
dao LJBND c6p xa xem x6t, phO duy6t.

. .! Ilruirng lrtrp tiep nhin ho so ding ky nhin
cha. nre. con thco hinlr thuc truc tu.ven. cone
chuc tu ph6p - hd tich gui lai biOu n.riu Trich
luc ddng k,,i nhAn cha. mc. con didn tu vryi

thong tin diy du cho nguoi y6u cdu qua thu
rli6n tu hoic thi6t bi s6.

^:Ngutrr 1eu cAu co trich nhi6m ki€m tra tinh
chinh xiic. d6y dri cta cfc thirng tin trdn
bi6u m6u'Irich luc rling ky nhin cha, me.

i.
con dien n-r vd xdc nhdn (toi da m6t ngay).

N6u nguoi c6 yOu cAu xiic nhAn th6ng tin ild
thong nhat. driy du hoac khdng co phAn hoi
sau thdi han ydu cdu thi c6ng chric tu phiip
- h6 tich in "Trich luc ddng kj nhAn cha,

me, con", trinh l,dnh dao UBND kj.

Trudng
hqp phAi

xdc minh

Cdng chric
tu ph6p-h6
tich;

Lanh dao

UBND cAp

xa,

Dtng
tinh
cho k6t
qua

x6c
xinh
(khOng

qu6 5

ngay

Idm

sao Tr(ch h,rc ddng k!
nhAn cha, me, con (n6u

c6ng d6n c6 y6u cAu):

(Bi€tt miu theo Thong
ttr so 04/2020/TT-BTP
cuo 86 trtcrng Bo hr
phdp)

- H6 so cld ti€p nh6n;

- Vdn bin xiic minh.

01- C6ng chuc tu ph6p-h6 tich:

+ThAm tra hd so.

+Trudng hqp h6 so cdn b6 sung, hodn thiQn

hodc kh6ng drl di6u kiOn gidi quy6t, phai tt
chOi ttrl grii thong b6o vA tinh trang hd so
t6i BQ phan tiOp nhdn va trA k6t qua dC

thdng bdo cho nguoi nop ho so (kem van
bAn hudng din, n6u 16 lj do, n6i dung b6
sung...) - thuc hi6n lai buoc 1.

Vdn thu

L
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+ DU thdo vdn bAn xic n-rinh: du thao Phieu
xin l6i vii hen lai ngay tra k€t qua (neu co).

Bdo cdo Ldnh dao UBND cap xA xem xdt.
phC duy€t.

-Ldnh dao IIBND c6p x5: Ky vdn bin xdc
minh chuy6n vdn thu d6ng ddu;

- Vdn thu: Dong diu vdn bin x6c minh va
grii cic co quan, don vi li€n quan.

+T6ng h-o. p k6t qud x6c minh.

+ N€u h6 so dAy dri, hq/p l€, dtng quy dlnh,
Truong hqp ti6p nhAn hd so dlng kj nhqn
cha. me. con theo hinh rhuc truc tiep: Du
thno k6t qud giAi quy6t, beo crio Ldnh dao

UBND c6p xd xem xdt, ph€ duygt.

Truong hqrp ti6p nhAn h6 so ding ky nh4n

cha, me, con theo hinh thric truc tuy6n, cdng
chric tu phSp - h6 tich grii lai bi6u miu Trich
luc ddng ky nhan cha, me, con di6n nr voi
th6ng tin dir du cho nzucvi r'€u ciu qua thu
rli€n tu hoic thi6t bi s6.

Nguoi yeu ciu co trdch nhi€m ki€m tra tinh
chinh xdc, dAy dt cria cdc th6ng tin trdn
bi6u miu Trich luc dang $i nhdn cha, me,

. ^ . :.
con tli€n tu vd xdc nhin (toi da mQt ngdy).

N6u ngudi co y6u cAu xiic nhAn thdng tin r15

thong nhit. diy dt ho6c khong co phan hdi
sau thdi han ydu ciu thi cdng chrlc tu phip

- H6 so da ti6p nhdn:

- Vdn ban xiic minh:

- Vdn bAn b6o c6o (n6u

rd co scr phap ly lien
,: :

quan; Kct qua nrcm ) et:

k6t quri ki€m tra, xdc
. , . I . -: .i

mlnh ho s0; y Kren de

xudLt);

- Du thio Trich luc
deng ky nhdn cha. me.

con (ban chinh). ban

sao Trich luc dlng ky
nhdn cha. nrc. con (n6u

cdng dAn co 1'6u cAu):

\lJteu mou lheo t hong

M SI; O4/2020/TT-BTP
cia Bo trtrong Bo Tt
phdp)

l ii:c)

C6ng chric
tu phrip -
hd tich

0.-5



Ki
kiir
glal
vd

ddu

UBNI)
cAp xi

c:r [) xa

cap xa

Bu6c 3 dul 6t

qua
:qu) ct

d6ng

- I.Inh dao

UBND c6p

- Vin thu.

C6ng chuc
tu phep -

hri tich
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- Kii Trich luc dirng k, nhAn cha. me. con
(bAn chinh), bin sao Trich luc ding kj nhAn

.L
clra. rne. con (niu cong din eo y0u cdu):

- Vdn thu d6ng dAu vi chuy6n k/5t qud cho
C6ng chric fu phrip - h6 tich

- Clri viec dang kj nhdn cha. rnr'. con vao
56 dang k. nhin cha. mc. con: ctng cdc

b6n ky vdo 56.

- Luu h6 so vii chuydn k6t qui cho 86 phdn
-,: . - " . :tlep nnan va tra Ket qua.

- 56 dlng k1i nhdn cha,

m9 con (.Biiu rniu bun
:honh lheu I ltong ltt -\o

04/2020/TT-BTP ciu
Bo trrdng BO Tr
phdp);

- Trich luc clang k!
nhAn cha. ure. con (ban

chinh), ban sao 'l rich
luc ddng ky nhdn cha,

me, con (n€u c6ng ddn

c6 y6u cAu)

0 5UIJND Bu6'c -l Ghi vio 56
ho tich

Bu6c 5 Tri ket quiUI]ND

- h6 tich in "Trich luc ddng kj nhdn cha,

mg, con", trinh [-anh dao UBND kj.

Trich luc dang kyi nhan

cha, mc, con (bin
chinh), ban sao l'rich
luc cldng kli nhdn cha,,'me. con (neu cong dan
c6 y€u cAu)

0,5

Bo
ti6p
vd
qua

Tra k6t qud cho c6ng ddnPhan
nhan

ta k6t

- Trich luc cldng k.
nhAn cha. rne. con (ban

chini), ban sao Trich
luc ddng kj nhin oha,

me, con (n6u c6ng dAn

c6 y6u ciu);
- Ban di€n ti Trich luc

0
I
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ddng lqt nltdn cha, me.

con (Ban di,An tir sd tt
,, : ..,dong gln ve Kho quon

ly clt li€u di6n ti cia
cd nhdn/dia chi rhu,,,.: , :,,.^dten Itr/llltel br so/drcn

thoai cia ngudi yArt

cdu sau khi dd hodn tdt
thu tuc ddng lq., nhdn

cha, me, con tai co'

quan ddng ky hd tich).

Ho so duoc tuu trt tai TIBND c6p xa theo quy dinh hign hdnh, bao gdm:

- Ho so da tiep nhiin theo TTHC da cong bo;

- Bin chup giAy ttr cria ngudi yeu ciu cldng ky hir tich xuat trinh (do ngudi ti6p nhdn h6 scr thtrc hi0n sao chup dd Im h6 scr thco quy dinh
tai khoAn 3 Di6u 3 Th6ng tu so 04/2o20lrr-BTP ngriy 281512020 cta Bo tru(mg 86 Tu phrip eui, rJinh chi ridr thi hanh nrrir so rlic, ctla
Ludr hQ tich va Nghi dinh so I2li20l5ND-CP ngay l5 thiing ll nbm 2015 cta Chinh phu quy dinh chi tiet mor so didu va hiin plr;lp 1;11

hanh Ludt h0 tich). Truong hqp ciic th6ng tin trong c6c giAy to ndy dE co trong Co so dt ligu quoc gia vi dan cu (CSDLQGVDC')- (.rr sn
df li6u h6 tich rli€n tu (CSDLHTDT), tluoc hC th6ng didn tu tt6ng thi khdng phdi xu6t trinh (theo hinh thuc truc tiep) hoic rai ti-n (1hco

hinh thric truc tuy0n).

- Van brln bdo cdo Linh dao UBND cdp xdl

- Ran chup k6t qua TTI'IC;

- Vdn bin th6ng biio vi€c ding k1i hq tich d€n co quan lidn quan (d6i vcri truong hqp phdi ttr6ng b6o theo quy dinh cta Luat H6 tich vii ciic vin ban
quy dinh chi ti6t thi hanh).

4. Tht tgc ilIng kf khai sinh kiit trqp il5ng kj nhfln cha, m9, con (Me sO TTHC: 1.000689)

- Ma sd quy trinh thri tr,rc hdnh chinh: 1.000689.

- Thcri han giii quyet: 03 ngdy ldm vi€c, trudng hqp phdi xdc minh thi thoi han gidi qu1,ct khong qud 08 ngAl Inp vicc



Ti0p nhAn 86 phdn.: , ^trep nnan

va tra k6r
qua

Xt Ii ho st'v. b6o czio Ldnh dao UBND cAp xa

t62

N6i dung c6ng viQc thuc hi0n

- Xern x6r, ki6m tra Linh hop l0 ciia h6 so:
, .;.- Truong hgp ho so chua ddy du: cong

chric tiilp nh4n h6 so hu6ng d5n dC c6ng

ddn b6 sung hd so vd in Phi6u yOu ciu b6... . :
sung. hoan thlgn ho srri

+ Trucrng hqp hd so kh6ng dring quy tlinh:
. ^, -( . ,;. ... { , i
rn Pnleu tu cnor gral quvel ho so:

' Trucrng hop lro su tlar du. hop li: liep
nhdn vd nhip thong tin ti6p nhdn ho so

vdo PhAn mdm M6t cuat in Gi6y d(ip nhdn
.;. . ,.; iho S0 v;l tra kct quc clt(, Irgu\fl ycu Cau:

thvc hiQn sii hoa lsao chup, chuy6n thdnh

tdi li6u di6n tu tren h0 th0ng th6ng tin, co
.' ,i

su dn li€u) va ky su vio tii lieu. h6 so.

- Chuy6n h6 so d6n C6ng chuc Tu ph[p-
h6 tich.

hdnh kdm tlrco Tlfinc tr

Bi6u miu/k6t qui

- Phi6u yOu cAu b6 sung. hodn

thiQn h6 so (Miu s6 02 ban

hdnh kdm theo Th6ng tr
s6ot/zotstrr-rpcp nsdy
23/t 1/2018):

^,.{ ,. | :. .:- rnleu tu cnol tlep nhan gtal
quy€t n6 sLt (Miu tO 03 bo,

s6 0 1 /20 1 8/TT-VPCP ngdy
23/t t/2018).

^-i .l . ^ . :- uray lrep nhan ht) su va nen

trA k6t qua (Miu so 0l ban

hinh kint theo Thong nr
ta O t n O t ttff- VPC P ngitt,

23/11/2018);

- Hd so theo tht tuc hdnh

chinh rld c6ng b6.

- H6 so dd tiOp nhdn;

- VIn bAn brio crio (nOu rd co
sd phrip tj li6n quan; k6t qui

-^ :. . i. , ..1
niem yetl ket qud ki0m tra h6

('o
q u:l Il,
do'n vi

UBNI)
:_

cap xa

h

h

lluri'c
uc

9n
thuc hi6n

Bu6c I

TGn bu6c

h6 so

Tr[ch
nhiQnr

thuc hi6n

C6ng
chric tu
phap - hQ

tich

Thcri
gian

(ngny)

Ghi
ch ri

0 5

UBNI) L':"" 5

cap x1l -T

'fruong

hqp
kh6ng
x6c minh

5+Thdm tra h6 so.
, ,: : .i! I ruong hqp ho s(, can bo sung. noan

thi6n hodc kh6ng dri didu kiQn giAi quy6t,

phii tt ch6i thi gui th6ng brio v6 tinh
trang hd so toi B0 phdn ti6p nhdn vd tra

I
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k6t qud d thdng b6o cho nguoi n6p h6 so so; y ki6n d€ xudt);

- Dg thrio GiAy khai sinh,

Trich luc deng ki nh6n cha.

m9, con (bin chinh); bdn sao

Gi6y khai sinh, bin sao Trich
luc ddng kj nh{n cha, me. con.::.(neu cong ddn co yeu cdu):

Biiu miu rlrco Thring rtr si
01/2020/TT-BTP ctio Bo

trwrng Bo Tr ph.op.

- H6 so dd ti€p nhAn:

- Vdn bdn xdc rninh:

e

(kem vdn bin huong d6n, n6u 16 l! do, n6i
dung b6 sung...) - thuc hi6n tai bu<ic l.
+Truimg hqp hd so di1' dt, hqp t6, dtng
quy dinh: Du thdo k6t qua giai quy€t. brio
c:io Linh dao UBND cAp xd xem xet, ph€

duy6t.

- C6ng chric tu phiip-h6 tich

+ThAm tra h6 so.

+Trudng hqp hO so cAn b6 sung, hodn

thi€n hodc kh6ng dt di€u kiQn gini quy6t,
phdi tu choi thi gti thong bdo vi rinh
tr4ng ho so toi Bo phan riilp nhdn vi tra

k6t qut d6 th6ng brio cho ngudi n6p hd so
(kdm vin bdn hudng din, n€u 16 ly do, nQi

dung b6 sung...) - thUc hien lai budc 1.

+Du thio vdn bAn xiic minh; du thio
Phieu xin l6i vd hen l4i ngdy tra k6t 1n€u
co). Trinh ldnh dao UBND c5p xd xem

xet, ph€ duyQt.

- L[nh rlao LIBND c6p xd: Ky vin bdn x6c

minh chuy6n v6n thu d6ng d6u;

- VIn thu: E6ng d6u vdn bin x6c minh vir
gti cdc co quan. dcm vi li6n quan.

01

t-

h

t1U

h

o
d

C

n

n

h

u
;

D

(khon

qui
rlqa\

l

l

g

c

q

x

Trudng
hqp phni

xdc minh

C6ng
chric tu
phep-hQ

tich;

Ldnh dao

UBND
i-

cap xa;

Vin thu.
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C6ng
c h rlrc ,,,1

l)Q

+ T6ng hqp kdt qui x6c minh.

+ 'l-ruong hop h6 so day di, hqp lQ, r1[ng

qur rlirtlt: Du tlrio kit qul giai qur it. bri,,

clio Linli ciao UIIND cip xi xem xet, phe

duv6t.

- Ho so dd ti6p nhdn

- Vdn bdn xiic minh;

- Vln ban bao ciio (n6u rd co
so phdp lj liin quurr: kit qurr

-^ ; , inrem yel: Kct qua klem lra.

xdc minh ho so: y k iin dt
x uat);

- Du thdo Gi6y khai sinh.
Trich luc dAng ky nhdn cha,

me, con (ban chinh); bAn sao

Gi6y khai sinh, bdn sao 'Irich

lqc dAng ky nhpn cha, me, con
';:(neu cong ddn co yOu cdu):
BiAu mdu thco Thong rr so

04/2020/TT-BTP cua Bo
h'rong Bo hr phdp

Gi6y khai sinh, Trich luc
kI nh{n cha, me, con
chinh); bdn sao Ci6y
sinh, bdn sao Trich luc
k! nh{n cha, me, con

:
cong oan co vcu eau)

ddng

(bAn

khai
ddng
(nt!u

- SO dang ky nnan cha. mc
con vd 56 ddng kj khai sinh
(Biiu mdu ban hdnh theo

50

phip -

tich

UBND
cap xa

Budc 3 Ky duy6t

ttit quri
i.glar q uy r-t

vd dong
.i

dau

Ghi viio

S6 tro rich

0,5

UtsNI)

- LEnh

clao

UBND
cap xa:

- Vdn
thu.

- K! Giay khai sinh, 'l'rich luc dAng k!
nhAn cha, me, con (bdn chinh); bin sao

Gi6y khai sinh, bin sao Trich luc deng ky
nhAn cha, me, con (ntiu c6ng dAn c6 y6u

cdu);

- Vdn thu d6ng dAu vh chuy6n k6t quri cho
Cong chuc tu phap - ho tich.

C6ng
chuc tu
phdp - h6

- Ghi vdo Sd ding ky nhan cha, me, con,

SO dang ky khai sinh vd ctng ngudi di
dang kyi h6 tich kj vdo 56;

0 5

cap xa

lluric 4

I



tich - Luu h6 so vd chuyen ket quA cho 86
phAn Ti6p nh6n vi Trd k6t qud.

UBND
t-

cap xa
Buric 5 kCtTrd

qua
B0 phin
tiilp nhfn
vd tri k6t
qua

Tri k6t qui cho c6ng din

165

Thong trr s6 04/2020/TT-R

cua Bo truong 86 Tu phapl

- GiAy khai sinh. l'rich luc

dang ky nh6n cha, rre. con

(bdn chinh): hdn sao Ciil
khai sinh, bdn sao Trich luc
ddng ky nhin cha, me. con
.:,;.
(neu cong dan co yeu cau).

i--a

Gi6y khai sinh, Trich luc
ky nhan cha, me, con

chinh); bin sao GiSy

sinh. birn sao Trich luc

ky nh4n cha. nrc, con
I

cong dan co yeu cau )

ding
(ban

kha i

ddng
(r)cu

0

IJ6 so duoc luu trft tai UBND cdp xd theo quy dinh hi6n hanh, bao g6m:

- l-ifr so da tiep nhAn theo TTHC dd cong bo:

- Bin chup gi6y td cria ngudi y€u ciu tldng ky h0 tich xrAt trinh (do nguoi ti6p nhin h6 so thuc hien sao chup dd luu h6 so theo quy dinh
tai khorin 3 Didu 3 Th6ng tu sO OqtZOZOnf-BTP ngdy 28/5l2O2O cria 86 trucrng BQ Tu ph6p Quy dlnh chi ti6t thi hdnh mot s6 di€u cr'ra

Ludt h6 tich vA Nghi dinh s6 12312015/ND-CP ngdy l5 thdng 1l nim 2015 cta Chinh phrl quy dinh chi ti6t mdt so di6u va hien phrip rhi

hanh Ludt ho tich). Truong hop cdc th6ng tin trong cdc gidy to nav dd co trong Co so dii liQu quoc gia rc d6n cu (('SDLQCVDC). Cn .n
dii lidu ho tich dien lu (CSDLHTDT.1, duoc h9 th6ng diBn tu dQng thi kh6ng phdi xuAt trinh (theo hinh thuc truc tiip) hoac tai lin ttheo
hinh thric tnrc tuy6n).

- Vhn bin bdo cdo Ldnh dao UBND c6p xd:

- Bin chup k€t qui TTHC;

- Vdn bdn th6ng b5o vi6c ddng hj h6 tich ddn co quan lien quan lddi voi truong hqp phdi th6ng bdo theo quy dinh cia Luat H6 tich vd cdc vdn bin



166

!lu) dinh chi riOt thi htinh)

5. 'I'hri tgc dlng kj khai tii (Ma so't'l'lJC: 1.000656)

- Ma s0 iluv trinh thu ruc hdnh r:hinh. 1.000656.

. - 'l'lrtri han giai quyet: nga\ trong ngirl' tiip nhan ydu cAu. trudng hqp nhAn ho so sau l5 gio ma khong giAi quydt duoc ngay thi rri
kOl qulr trong ngdl ldm viec ti6p theo.

Co'

qualr,
il<rn vi

Bu'6 c

thuc
hi€n

TGn

bu'6'c

thg c

hi6n

Ti0p
nhAn ho

so

Thdi
gian

(ngny)

Ghi
ch ri

UBNI) ll u <i'c I 86 ph{n
tiOp nhdn

vd tra k6t
qua

Ngai'
trong

. .i
ngay trep

nhAn v6u

cau.

truimg
hqp nh{n
hd so sau

15 gid md

kh6ng
gral quyet

durvc

ngay thi
tri t6t
qud trong

ngdy tdm,^ .:vlec trep

a. N6p h6 sct tt'trc tiip;

- Xem x6t, ki6m tra tinh hqp l0 cria hd so:

+ Trutm-q hop h6 so chua dAy dri: c6ng
chue ri6p nhin ho str huong diin tli cong
ddn b6 sung h6 so vd in Phi6u ydu cau b6
sung, hod,n thi€n h6 so;

+ Trudng hqp h6 so kh6ng dring quy dinh:
in Phi6u u ch6i giai quyet hd sol

, , ). -:- 'l-ruong hqp ho so dd1 dn. hqp li: Ti0p
nhin vd nhap thong tin ti6p nhrin ho so vao
Phdn mim Mot cua: in Ciay tiilp nhAn h0

. ,.,(so va trd ket qud cho nguni y€u cdu: thuc
hi€n s6 h6a (sao chup, chuy6n thenh tei
tiQu di6n tr? tr€n h0 th6ng th6ng tin, co sd

dt liQu) va kli s6 vdo riri lieu. ho so.

- Chuy6n hti so d6n C6ng chirc tu ph6p-h6

- Phi6u y€u cdu b6 sung.

hodn thiOn ht: so (MAu so

02 ban hinh kdm theo

Th6ng u 
'6 0t/20t8tr-

VPCP ngity 23tl l/2018):

- Phi6u tir chdi ti6p nhdn

gidi quy6t hd so (Mdu so

03 ban hdnh kdm theo
Th6ng tu sti0t/zot8/Tr-
VPCP ngdy 23/1 1/20t 8).

- Gi6y tii5p nhdn h6 so vd

hen tri ki5t qud (Mdu s6 01

ban hdnh kim theo Th6ng
tu sii ol/2018/rr-
VPCP ngdy 23/11/2018);

- H6 so theo tht tuc hdnh
ch(nh cld c6ng b6.

cip xi

T16ch
nhi6m

thuc hi6n
NQi dung c6ng vi6c thuc hi6n Bi€u miu/k6t quri
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tich.
': :

b. Nop ho so trtc tuven:

- Sau khi nhdn ducrc th6ng bdo c<i h6 so

Jdu cau ddng kv khai tu gui trcn Cong
dich vu c6ng, c6ng chuc ti6p nh6n h6 so
fi6p nhdn, ki6m tra tinh chinh xic, diy dt,
thong nh6t, hgp I€ cta h6 so:

' Truong hqp h6 so chua diy du, chua

hqp l€. B0 phan ritip nhin vir tri k6t quA

gti th6ng b6o huong din b6 sung, hodn
thiQn h6 so qua C6ng dich vu c6ng, cdng
dAn co thd kidm tra tinh trang xt ly h6 scr

khi ddng nhip viLo C6ng dich vU cdng.

Trang th6i h6 so tr6n C6ng dlch vu c6ng la
: .l .l .--"Ycu cau bo sung gray to .

+ Trucmg hop h6 so bi tu ch6i. BQ phAn
.: , ^ . , .:

tiOp nhdn va trd k€t qua gui thong bdo tu
cnOi titip nhin h6 so qua c6ng Cdng dich
w cdng. c6ng dAn co the kiern tra tinh
trang xu lj h6 so khi dang nhdp viro Cong
dich vu c6ng. Trang thrii h6 so tr6n C6ng
dich vu c6ng la "Khrrng duoc ticp nhdn".

+ Truong hclp ho so day dri, hon 16. trang
thdi h6 so trOn C6ng dlch vu c6ng ldL

"Duqc ti6p nhdn". "Y€u ciu thuc hi6n

nghia vu tiri chinh". Phin m6m sC cip mot
Ua sO trd so truc tuyen cho nguoi y€u cdu.

- Huong d6n ngudi yOu cAu thanh toiin phi,

theo



UBND

^-cap xa

Bu 6'c 2 Xu
h6

l{, C6ng

tu
ph6p - h6

ticll

so, chuc

168

IQ phi: Thuc hi6n thanh to6rn truc tu,vdn
-: ..(('t-rng diclr \ u cong plrui e ung cdp e hue

ndng thanh torin phi qua m6i truong
mang).

- Ngay sau khi nh4n duoc phi, I0 phi dang

k! khai tt, 86 phAn ti6p nhdn vd trd k6t
, .i . ^ , :.qui tiep nhdn hd so. gti thong bdo ''Dang

rti lj " r d ngay hen tra k6t qua qua Cr,rng

dich vu c6ng, c6ng dAn c6 th6 ki6m tra
tinh trang xri l! hO so khi tldng nhdp vdo
C6ng dich vU c6ng. Dong thoi, trang thiii
. : ^ ^ihO so tren Cong dich vu c6ng la ''Dang xt
ri".
- Chuytin h6 so d6n C6ng chuo tu ph6p-h0

tich.

+Th6m tra h6 so.
. ,;. :''I-ruong hqp ho so can bo sung. hoin

thi€n hodc kh6ng di di0u kiQn giAi quy6t,
, i..

plrai tt choi thi gui tlrong b6o vi tinh trang
hrr su tcyi Bq phdn tii'p nhdn vi tra kir qua

di thong bio cht-r nguui n6p ho so (kc'm

vdn bAn hu6ng dAn, n6u 16 l! do, n6i dung
b6 sung...) - thuc hi6n lai budc l.
+Truong hqp cAn phai ki6m tra, xiic minh:
Du thdo vdn bdn xiic minh; du thio Phi6u

xin I6i vd hen lai ngAy trri k6t qud (niiu c6).

+NCu hd so dAy dt, hop 16, dring quy dinh,.: - ^ . :truung hgp ti0p nh{n ho so ddng kj khai

- H6 ss dd ti6p nhdn:
.: .- Van ban. gra) tu, tal llr'u

x6c minh (n0u ccl)t

- Vhn ban biio ciio (n6u r0
cu su phdp lv liirr quan: kOt

" ,.}qua t rem lra. xac mrnll lrL)

so (n€u col: y ki6n de
:.

xuat);

- Du thao Trich luc kiai tt
(bdn chinh). ban sao Trich
luc khai tri (n6u c6ng dAn

i ^.^ : ,
CO yeu Cau.): l't(u mau llteo
Thong ru so rtl 20)0,TT-

b6o

Lanh
dao

cAp xd

cilo

NLIB )
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tt theo hinh thuc truc tiOp: Du thio k€t
: ,,qud gidi quy€t. bdo c6o Lanh dao UBND

cAp xd xem xdt, ph6 duy6t.

Trudng hqp tiilp nhdn- h6 so ddng ky khai tu
theo hinh thuc truc tuy6n. cong chuc ttr
phrip - h0 tich gui l4i bidu miu Trich luc
khai tt <IiQn nr voi th6ng tin diy dt cho

nguoi y€u cdu qua *ru dien tu hoac thi6t bi

^so.

Nguoi 1'6u cAu c6 trdch nhi6rn ki6m tra

tinh chinh xric. dAy dt ctia c6c th6ng tin
tr6n bi6u mAu Trich tuc khai tu diQn h-r vd

xdc nhdn (t6i da mQt ngay).

N6u ngudi c6 y€u cAu xiic nh6n th6ng tin
da th6ng nfrit, aiy dri hoac kh6ng co phin
hdi sau thoi han y€u ciu thi c6ng chric tu
phdp - h6 tich in "Trfch Iuc khai tt". trinh

Lanh clao LIBND cip xd xen'r xct. phc

duyCt.

BTP cia Bo tructng Bo Tu

phdp

Trich luc khai tu (bin
chinh), bdn sao Trich luc

khai tt (n6u c6ng ddn c6
^:yeu cau)

UBND
cap xa

Butic 3 Ky
duyQt

k6t qui
giii

,t.quyel va

oong
d6u

- Ldnh

dao

UBND
^-cap xa;

- Vdn
thu.

- Ky Trich luc khai tu (bdn chinh), bin sao

Trich luc khai tt (n6u c6ng ddn c6 y6u

cau)

- Van thu d6ng d6u vi chuy6n k6t quA cho

C6ng chfc tu phap - h6 tich

UBND Buric 4 Ghi viio
s6 h6

C6ng

chric tu
- Ghi vdLo Sd ddng ky khai tu vd ctng - 56 aang ky khai tt (Bi6u

:,
mou ban hanh lheo I honE



cx l) xa tic ir

t70

phfp - h0 lngu ivi t Cu ciu dine k( khai rLr ki vr)o Stl

tich - Luu ho s\T va chuvin kit qui chtr
phAn'l'i6p nhAn vii 1'ra k6t qua.

tt sO 04i2()l().,'TT ])TP ci,t
86 trrcng I)6 Tu pltip).

Trich lqc khai tu (ban

chinh), bin sao 'l'rich luc

khai tu 1n6u cong ddn ctr
^ :,yeu cau)

- Irich lue khur tri (brrL

chinh). ban sao lrielr luc
klai tri (neu c6ng ddn c6
yeu cau);

- Ban didn ri Trich luc khai
ti Ban di?n ti sd ttr dong

,. 1,,,
8l Ve f ltu (llt(tn l)' Llt ltelt
diin ti cuu cd nlntt dia chr

thtr di€n hrhhiAt bi so/diAn
:lhoat cua nguot yeu cau

sau khi dd hodn tat thi tuc
ddng lal khai tti tai co quon

ddng bi h6 tich).

Bo

-).--

UBND
^-cap xa

Bu'6'c 5 ra

ua

T
q

kOL 86 phAn
I .r
Itrcp nlran

Ivd tra k6t

'l'ra k6t quri cho c6ng din

que

Fl6 so duoc I rru trt tai LIBND cdp xi rlieo quy dinh hi€n hdnh, bao c6m
- t lo so dI ti0p nhdn thco TTI-IC dd c6ng b6;- .:- l3un chup ,uiiy to cua nguoi )eu cAu ddng ky h6 tich xuat ftinh (do ngucri ti6p nhAn h6 so thuc hi6n sao chup cl6 luu h6 so theo quv dinh
tai klrtrin i l)iiu 3 'fh6ng tLr st, 0'l/201U'f I-B I'P ngal' 281512020 cta ts6 trudng 86 Tu phrip Quy dinh ctri ti6t tlii hi\nh mot.O die, .r*
Ltrir hO tich va Nghi <Iinh so t13/20 l5A.ID-CP ngay l5 thdng 11 ndm 2015 cua Chinl phu quy dinh chi rier m6r s6 di6u va biQn phdp thi
hrirrlr LuAt hO tich). 'frudrrg hop ciic thong tin trong c6c giSy t<r niy dd c6 trong Co sd du li6u qu6c gia vd dan cu (CSDLQGVDC), Co s<r

rtti lie Lr ho tielr die rr tu (C Sl)l .ll IIJ I t. dLroe h,.i rltong cliin tu donr thr khone phui ruit trinh ltheo lrinh rhuc rruc riCp) hoac tdi len ttheu
hinh thuc truu Luven ):

- Virr bdn blo cio Liinh dao t Il]ND cdp xa:
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- Bin chup kdt quA TTHC;
- Vdn bdn th6ng bdo vi6c ddng lcj h0 tich ddn co quan li6n quan (d6i vdi truong hgp ph6i thdng biio theo quy dinh cta Luit 116 tich vd czic vin
quy clinh chi ti6t thi hanh).

6. Thri tuc dnng kf khai sinh luu ilQng: (SO hO so TTHC: 1.003583)

- Ma so qul' trinh tht tuc hanh chinh: 1.003583,

- Thoi han giii quy6t: 05 ng?ry lim viQc.

Bi0u miu/k6t qui

lr;ln
i

I

Co quan,
don vi

UBND
i-

cap xa

Buri'c I Ti6p nirdn

h6 so

Thdi
gian

(ngiy)

03

(;hi
chri

)0

- Ho so dE ti€p nh4n;
,: .- van ban. glay 10. tar lreu

xiic minh (n€u co);

- Vdn ban b6o c6o (n6u ro.:
c(Y sc, nhan l) lren quan: kcl

quri ki6m tra h6 so; ! ki6n
cl6 xudt);

Bu'ri c

thqc
hi0n

T6n buric
thuc hi6n

Trfch
nhiQm thuc

hi6n

NQi dung c6ng viQc thgc hiQn

C6ng chuc

tu phdp - h6

tich

- Xem xdt, ki6m tra tinh hq p 16 cta
,I 

-.; 
.: - 'ho so: Tiep nhdn. vi6t Gidy ti€p

nhAn h6 so vd tri k6t qui.

- Chuyen h6 so d6n buoc 2 dd xt ty.

- Giay ti€p nhAn h6 so va

hen tra k6t qua (Miu so 0t
ban hdnh kttm theo Thon.g

ttt sA n tnO t 8tfl'
VPCP ngdy 2j/l l/2018);

- H6 so theo thrl tuc hdnh

chinh cli c6ng b6.

UBND Buric 2

cap xa
Xri li ho
So, b6o

ciio Lanh
d?o

UBND
;-

cap xa

Cdng chric
tu phrip - h6

tich

- Ki6m tra h6 so;

- X6c minh (n6u th6Ly cAn thi6t;;

- Du thdo k6t qun giii quy6t, b6o

c6o Ldnh dao UBND c6p xd xem

xet. phO duydt.

- Du thao Gidv khai sinh

l

-l



UBND Buric 3 Kli duyOt kCt qud gizii quy6t vi dong ddu

t72

Ki Gii1, khai sinh (bin chinh)t ban
--,1 . . : ^sao Ciil khai sinh (neu cong din c6

^:veu cau)

(bin chinh), bdn sao GiAy
.. . .. :
Khar srnh (neu cong oan co

y6u ciiu): Bi€u mdtt theo

Thong rt so 04/2020/TT-
BTP cia 86 tn6'ng Bo Tu'

phdp)

Ciiy khai sinh (ban chinh);
bAn sao Gi6y khai sinh (n0u

:.
COng dan co \'L'u Cau)

0l
cap xa

K\ du1 3t

ket quu

glar qu) sl

LInlr
IJBND
rlt

dQo

cap
0.75

UI}ND
c:rp xa

32

Buri'c 4

D6ng ddu Van thu

Ghi vdo

SO h6 tich
ndi dung khai

ki khai sinh vd

au <tang k- khai
o.

sinh vdo 56

ctng ngudi
sinh ky t6n

C6ng chuc Ghi
tu phdp - h6 d[ng
tich

C6ng chric
tu ph6p - h6

- Luu h6 so

- 56 dang kj khai sinh
(Bi|u miu bctn hitnlz theo

Thong ttr :o u-1. 2t)20 T t--

BTP cia Bo trrong 86 Tu
ptuip);

- Gi6y khai sinh (ban

chinh); bdn sao Gidy khai
-. i

srnn (neu cong dan co yeu

ciiu).

50

v6u c
vdo S

UBND

Dong dAu vd chuy6n k6t quii cho

C6ng chric tu ph6p - hd tich
GiAy khai sinh (ban chinh).
bAn sao Giiy khai sinh (n6u

c6ng dAn c6 yOu cAu)

0.25

kctTrA
qua

Gi6y khai sinh (bdn chinh);
bAn sao Gi6y khai sinh (n6u

0

cip xI
Bu6c 5 Trli k6t quri cho c6ng dAn
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tich c6ng ddn co yeu cdu)

I16 so duoc luu tni tai UBND c6p xd theo quy dinh hi6n hdnh, bao gom:

- Ho so da ti6p nhdn theo TTHC dd c6ng bd:

- Ban chup giiy tcr cta ngutri y€u cdu ddng ky ho tich xuit trinh (do nguoi ri€p nhdn ho so thuc hidn sao chup de luu ho scy lheo qur dinh
tai khoin I Dieu 3 Thfing ttr so}4|2020/TT-BTP ngay 28l5l2)2o cria 86 trunng 86'fu ph6p Quy dinh ct-1i iiet tni hinh nr6t.o,tii,, .,to
Luit ho tich va Nghi dinh so 123r2015,t\lD-CP ngay l5 th6ng ll narn 2015 cta Chinh phu qur dinh chi riir rnor so diiu ra hicrr plrip r5i
hdnh Lu{t h0 tich). Trucrng hgp ciic th6ng tin trong czic gi6y to ndy dd co trong Co so dii li6u qu6c gia ,d dan cu (CSDI-eGVI)C). go so
dt li6u h6 tich <li6n tft (CSDLHTDT), cluoc h€ th6ng didn t\I d6ng rhi kh6ng phdi xu6t trinh;

- Vin bin b6o ciio LEnh dao LIBND cip xd;

- Ban chup kOt qud TTHC;

- VIn bin th6ng b6o vi€c cl5ng ky h0 tich den co quan li€n quan ldoi voi trucmg hoo phai th6ng brio theo quy dinh cua Ludr IJo tich 
'a 

c6c 'in han
quy d'dr chi fi6t thi hdnh).

7. Thfr tuc iling lcf k6t h6n tuu rlQng: (Ma s6 TTHC: 1.000593) .

- Ma s6 quy trinh tht tuc hdnh chinh: 1.000593.

- Thoi han giai quy6t: 05 ngdy lim vi€c.

Tr6ch
nhiQm thr;c

hiQn

N6i dung c6ng viQc thuc hi6n Bi6u miu/k6t qufr Tho'i gian Ghi
ch ri(ngi"v)

0.5- Xem xdt, ki6m ka tinh hop l€
, . i 

-.I 
.: 'cua ho so: -l-i6p rrhdn. viet Cidv

ti€p nhin hd so va trd k6t quA.

- Chuydn h6 so d6n budc 2 d€ xt
ln

- Gi6y ti6p nhdn h6 so vd
hen tri k6t qu| (Mau sd 01

ban hdnh kdm theo Thong
tu s6 ottzotstr-
VPCP ngdy 23/l l/2018);

Co quan,
tlcrn v!

Buric
thuc
hi6n

TGn buric
thuc hi6n

UBND
;-

cap xa
Titip
h6 so

Buric I nhdn C6ng chric
tu phrip - h6

tich



UBNI) Bu 6'c 2 Xu
sC).

cricr

da()

l)' ho

bdo

Linh

C6ng chric

tu phdp - h6

tich

t74

- Ki6m tra h6 so;

Xie mirrh in6u Lhil can thi,-it):

- Du thao k6t qud giAi quy0t, bAo

cio l-ilnh dao UIIND cip xd rerrr

xdt. phO du1,6t.

- FI6 so theo thir tuc hirnh

chinh tld c6ng b6.

- H6 so di ti6p nhfln;

- Vdn bin. gidl' ttr, tdi li0u
. . . : ..

xac mlnh (neu co):

- Du thio vf,n biin bho ciio

Du thio GiAl chrimg nh6n

k6t h6n (bAn chinh); ban

sao -frich Iuc kCt hon (n6u
I .-.-',

cong dan co ) cr.l cau): lJlcu
tndu theo Th6ng u so

01/2020/TT-BTP cua Bo

truong Bo Tr phdp.

Gidy chtng nhin k€t h6n
(bAn chinh); bdn sao Trich
luc k6t h6n (n6u c6ng dAn

co yeu cau.)

03

0l

0,15

cip ri

UBNI-)

UBNI)

cdp xI

Bu6'c 3 Kv ttu13t ket qua giai quy6t va dong diu

tndu rd ct' su phuf, 11 lii'rr '

l;1'-L'j Jji,:l;:''* "n

cip rir

3.1 Ky duy6t,:ket qua

giii quy6t

Kj Giay chring nhAn kOt h6n (bAn

chinh); bdn sao Trich luc k6t h6n
.i:
(neu cong dan co yeu cau.)

Ldnh
UBND
xd

da<.r

^cap

Dong dAu D6ng dAu vd chuy0n k6t quA cho

C6ng ohuc tu phAp - h6 tich
Vdn thu Gidy chfng

(biin chinh);
luc k6t h6n

sao'friclr
c6ng din

0 7inhdn kOt hdn

ban

(n6u

3.2
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- Ghi vho 56 dang ki k6t hdn,
cirng hai bdn nam ntr ky t6n vdo
56; hai b€n nam nt ctng ky vio
giSy chtng nhAn k6t h6n.

- Lm hd so.

56 ddng ky kdt hon (Bltez
:,mou ban hanll lltco I hong

tu so 04/2020/TT-BTP cua

Bo trtrong BQ Ttr plmp);

- Gi6y chrmg nhan k6t h6n
(bin chinh); bin sao 'Irich

lUc k6t h6n (n6u cong ddn
:

co yeu cau).

Gi6y chtlng nhan k6t h6n
(bin chinh); bAn sao Trich
luc k6t h6n (n6u cong dAn

co yeu calrJ

0.5

0

FI6 so tluoc luu trt tai TIBND c6p xd theo quy dinh hi€n hdnh, bao g6m:

- H6 so da ti6p nhnn theo TTHC tli c6ng bo:

- Bdn chup giSy to cira ngudi y6u cAu ding ki hO tich xuat t.inh (do ngudi tiiip nhfln hii so thuc hi€n sao chup d6 luu h6 so theo quy dinh
tai khoin 3 Di6u 3 Th6ng tu s6 OqIZOZOIIT-BTP ngdy 2815/2020 cria 86 trucrng BQ Tu phdp Quy dinh chi tiit thi h?rnh mot so dieu cira
Lrrat hQ tich va Nghi dinh so I l3/201 5/ND-CP n,ear l5 th6ng 1 1 ndm 20l-5 cta Chinh pht qu1, dinh chi tiet rn6t sO diiiu ,a bicn plrip thi
hdnh Ludt hd tich). Trudng hqp c6c th6ng tin trong c6c gi6y td ndy dd co trong Ccy scy dii liQu quoc gia vi dan cu (CSDLQGVDC). Ccr

so dt liQu h6 tich <Ii€n tu (CSDLHTDT), dugc h9 thting di6n tr,r dQng thi khdng phAi xuAt trinl;

- VAn ban brio cdo Ldnh d4o UBND c6p x5;

- Bin chup kilt qui TTHC;

- Vin bin th6ng brio viOc ddng hj ho tich d6n co quan li6n quan (doi voi wong hqp phai thdng brio theo quy dinh cua Luit Ho tich va c6c vin
ban quy dinh chi d6t thi hanh).

c6 y€u c6u)

UBND
1-cap xa

Buric 4 Ghi vdo

SO trO tich
C6ng chuc
tu ph6p - hd
tfch.

UBND
t-

cap xa
Buo'c5 kctTrd

qua

C6ng chric
tu phrip - hQ

tich.

Tri k€t qui cho c6ng dAn
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8. Thri tuc tllng kf khai tri'lu'u dQng: (SO hO so'1"1-HC: 1.000419)

- Ma s0 qul,trinh rhu tuc hdnh chinh: 1.000419 (Theo ma so TTLIC tren cu so dii lieu TTHC dich vu cons: 1.000419)

-'l hiri lran giii qu-,-6r: 0r ngtiy lirm vi€c.

()o' q uan,
dorr vi

cap xa

cap xa

Bu'6c

th u'c

hi6n

Bu'6c I

TGn bu6c
thu'c hi6n

Ti6p nhdn
.:
ho so

Trrlch
nhi6m thuc

hi6n

C6ng chuc
tu ph6p - h6
tich

NQi dung c6ng viQc thu.'c hi6n Bi6u miu/kOt qu:i Thd'i gian

(ngny)

0,5

03

Ghi
chI

UBND - Xem x6t, ki6m tra tinh hqp lQ
, .l -.r .: 'cfa ho so: Tiep nhin. viet Cidy

ti6p nhan hd so vd trd k6t qud.

- Chuyin ho so d0n buoc 2 di'
xu l]i.

- Ki6m tra hd so:

- X6rc minh (n6u th61, cAn thi6t);

- Du thiio k6t qua gini quy6t,

b6o c6o Ldnh tlao UBND c6p

xd xem x6t, phd duy€t.

- Gi6y ti6p nhdn h6 sry vii hen

tri k6t quA (Miu so 01 ban

hdnh kdm theo Thong ttr
t,j 0 t/20 t 8/rr-vPCP ngity
23/t 1/2018):

- 116 so theo thu tuc

chinh rl5 c6ns b6.

- H6 so dd ti0p nhAn:

- Van ban. giir to. tii liiu
i ,.

xac mrnh ( ncu eo)i

- Vin biin biio c6o (nCu rO co 
,

so ph6p lli li6n quan; k6t qua
..l .}. ,.;kiem l.ra ho so; y kien de

xu6t);

- Du th6o Trich luc khai tri
(bdn chinh); bdn sao 'l'rich
' '' , ;luc k-rrar tu (neu cong dan co

y6u cdu): Bi€u miu theo

Th6ng w s6 04/2020/TT-BTP

nhha

u tlNt) Bu'6 c 2 Xu lf h6

so, b6o

c6o t-anh

dao

UBND
i.-

cap xa

C6ng chric

tu ph6p - h6

tich



cia Bo trtdng BQ Tu phdp

UBND
i-cap xa

Buri'c 3 Ky duy6t k6t qui giAi quy6t re d6ng diu 0l

Ldnh

TIBND
xd

dao
;

cap

3.2 Dong diu

3.1

giAi quy€t

Ky
.:
ket

duyQt

que

Vin tliu

K;i Trich luc khai tri (ban

chinh); bdn sao Trich luc khai
tu (n6u c6ng dAn co 1,6u ciu)

D6ng dAu vd chLry6n kdt qui
cho Cong chuc tu ph6p - h6 tich

UBI\TD

cap xa
Bu6'c 4 Ghi viio

SO tr6 tich
C6ng chfc
tu ph6p - h6

tich

- Ghi vdo 56 ddng ky khai tu,
cirng ngudi di ddng ki khai tri
kli tdn vio 56.

- Luu h6 so.

UBND
cap xa

Buric 5 Trich luc khai tt (ben chinh);

bAn sao Trich luc khai tt
.ii
(neu cong dan co yeu cau )

0kctTri
qua

C6ng chuc
tu phAp - hQ

tich

Tri k6t qui cho c6ng dAn

t7l

Trich luc khai tfi (ban chinh);

bdn sao Trich luc khai tri
-;:(neu cor)e dan co veu cau )

0.75

0.25Trfch luc khai tu (bin chinh); I

bi,n sao Trich luc khai tri r

(n6u cdng ddn co ydu ciu)

- SO dang kj khai ft (BiAu
:.

mau ban hanh theo I hong lt
tii oltzozottt-BTP cila Bd

trmrng BQ Tu phdp);

- Trich luc khai tu (brin

chinh); bnn sao 'l'rich luc:^
khal lu (neu cong dan co veu

cAu)

n5

H6 so duoc lrru trir tai IJBND cAp xi theo quy dlnh hi6n hdnh, bao g6m:

- H6 so dd ti6p nhdn theo TTHC dd cdng bo:
. .!

- Ban chup gid1, to cua nguoi y6u cAu ding kj hQ tich xuat trinh (do neuoi ti6p nhdn h6 scv thuc hi6n sao chup d6 luu h6 so theo qui'dinh
tai khodn 3 Di6u I Thong tu so 04/2}20/TT-BTP ngay 28l5t2O2O cua Bo truimg Bt Tu phdp Qul dinh chi tiil thi lrinh mfrl so dii', , ,ra
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l.uit lro tie h r ii Nshi dinh sO 123120l5,AID-CP ngdy l5 theng I I ndrn 20 I 5 cua Chinh pht quy dinh chi ti6r rnot so diOu va biOn phip thi
lrrinh Luat ho tich). '[-ruot.tg hop cdc th6ng tin trong c6c gidv ttr nav dd cu trong Co so clu li0u qudc gia vd den cu (CSDI.(JGVDC). Co
:o du li":u Ir,') ticll dilrr) tu (( Sl)LH I D I ). duoc he thong diin ttr dong thi kJrong phdi xudr rrinh:

- V:rn h:rn batr cio Lanh dao t rRND cip xal

- IJiin chup kit quri 1"l l tC.

- Vin biur th6nq b6o vi6c cldng ky hd tich d6n ccr quan li6n quan (d6i v6i trucmg hqp phAi th6ng b6o theo quy dinh cria LuAt H6 tich vd c6c vdn
brin qur dinh chi ti0r thi hdnh).

9. Thri tuc tISng kf gi:im hQ (Ma s6 TTHC: 1.004837)

- Ma so quy trinh tht ruc hdnh chinh: 1.004837
,i _. -- I hul llrlt grar qul er: 03 ngdy ldm r iec

Co

quan,
dorr r,!

Buti c

hi6n

thuc

I.JI]NI)
cap xa

Buric I Ti6p nhan

ho so

B0 phfln

ri6p nhAn
. ".,iva tra ket

qua

a. N6p h6 so truc tiAp;

- Xem xet. ki6m tra tinh hgp 16 cua h6
SO:

+ Truong hqp h6 so chua dAy dt: c6ng
chtic ti€p nhAn h6 so hu6ng d6n d€ c6ng
d6n b6 sung h6 so vi in Phi6u 1,6u cAu b6
sung, hodn thi6n h6 so;

+ Trutmg hop h6 so kh6ng dring quy
rlinh: in Phi6u tt ctrOi glai quy6t h6 so;

+ Trudng hqp hO so <IAy dn, hqp l0: Ti6p
nhdn vd nhdp th6ng tin ti6p nhdn h6 so
vio PhAn mdm M6t cua; in GiAy titip

TGn bu6c
thuc hi6n

Trf ch
nhi6m

thuc hi6n
NQi dung c6ng viQc thuc hi6n Bi6u m6u/k6t quri

Thoi
gian

(ngny)
Ghi chri

- Phi6u yOu cAu b6 sung.
hodn thi6n ht'r scr l Mari su
02 ban hdnh kim theo
Th6ng tu ta0t :0tBTf.
ITPCP ngity 23/l l/2018);

-..,( . . :. ,: . ^- rnreu tu cl)or llep nhan
gidi quy{lt hd so (Mdu st)

03 ban hdnh kin theo

Thong tu so0lr)At8TT-
VPCP ngdy 23/11/20t8).

- Gi6y tiep nhdn ho so vi
hen trd k€t qu|, (Mdu s6 0l

0 5
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nhAn h6 so vd tri k6t quir cho ngudi yOu
: . :..

cau: thuc hien so hoa (sao chup. chuydn

thdnh tdi li6u tli6n tir trdn hE th6ng th6ng
itin. ccr so dir li6rr) r'a k1' sd rao (ai lidu.

hd so

- Chuy6n h6 so d€n Cong chuc tu phdp-

ho tich.

h. N6p lt6 so lrt.r'c tuyAn.

- Sau khi nhAn duac lhong bdo co lro so
^:1eu cdu ddng k{ gidm hQ gui lren Cong

dich vrr c6ng, c6ng chric ti6p nhdn h6 so

ti6p nhin. kiem tra rinh chinh xiic. diiy
du. thong nhdt. hop 16 cua ho ss:

I Truimg hop ho so chua ddy dt. chua

ho,p l€. B0 phAn ti€p nhdn vi tra k6t quri

grii thdng b6o hudng d5n b6 sung, hodn

thi€n h6 so qua C6ng dich W c6ng, c6ng

ddn c6 th6 ki6m tra tinh trang xt lj h6 so
khi ddng nhdp viro C6ng dich vu c6ng.

Trang th6i h6 so trdn Cdng dich vU c6ng
: ,: .: .

ld "Yeu cdu bo sung gidy to".

+ Truorg hqp hd so b! tu ch6i, BQ phan
.i , ^ . . . :

ti€p nhqn va lra ket qua gui th6ng b6o tu
ctrOi titip nhan hd so qua c6ng C6ng dich
vu cong. cong ddn c6 the kiem tra tinh

trang xir lf h6 scr khi ddng nhip vao

Cong d!ch vu cong. Trane lhdi ho so tren

Cong dich vu cdng la ''Khong duoc tiep

ban hdnh kim theo Thong

ttt sti ottzolStrr-
VPCP ngdlt 23/l l/2018):

- Hii so theo thu tuc hdnh

chinh dd c6ng b5.



UBND
cap xn

Buri'c 2 XI
o
ao

S

C

l)' ho

bao

Ltnh
dao

LrtsND

C6ng
chric tu
phdp - h6

tich

veu

180

nhdn".

+ Trudng hqp h6 so dAy dt, hqp 16, trang
th6i h6 so tr6n C6ng dich vu c6ng ld
"Dugc tiip nhin". "Yi'rr cau thuc hiin
nghia vu tdi chinh". t'hAn m6m sE cAp

mdt Md s6 h6.o truc tuyen cho ngudi

- Huong dAn nguui veu cdu thanh roiin
phi, IQ phi: Thuc hi6n thanh toen truc
tuyen t( ong diclr vLr ctrrrg phai cung eap

ch[rc ndng thanh toen phi qua mr3i truong
mang).

- Ngav sau khi nhdn cluoc phi. l0 phi
dang k,.'i giam h6, 86 phdn ti6p nhAn vd
tri kilt qui ti€p nhAn h6 so, gui th6ng
blo "Dane xu l( " va rrciil hcn tri kir
qua qua C6ng dich vu c6ng, c6ng dAn cci

the kiem tra tinh trang xu lli h6 so khi
ddng nhip vdo Cdng dich vu cdng. D6ng
thdi, trang thrii h6 so tr6n Cdng dich vu
c6ng ld "Dang xri 11i".

- Chuyrin h6 so d6n C6ng chric tu ph6p-

h6 tich.

+Th6m tra h6 so.

r Trudng hqp ho so cdn b6 sung. hodn
thi6n hodc kh6ng du didu ki6n giai quyet.
phii tir ch6i thi gii th6ng b6o vd tinh
trang h6 so toi 86 phAn tiOp nhAn vd trA

- H6 so dd ti€p nhAn;

- Vdn ban, giiy to, tdi li6u
. . . i ..

xao mrnn (neu co);

- Vdn birn biio ciio (n6u rd

u

5



cap xa
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kOt quA d th6n-e bao cho n-utroi ndp ho

so (kern vf,n ban huong ddn. neu 16 ly
do, noi dung b6 sung...) - thuc hidn lai
budc I .

-Truong hop cAn phii kiem tra. xdc

minh: Du thdo vdn bin x6c minh; dg
thno Phi6u xin l5i ve hgn lai ngdy trd k€t

,;
qua (neu co).

+Truong hqp h6 so dAy dn, hqp lQ, dring
quy dinh, truong hoo ti€p nh{n h6 so
dang hj gi6m hQ theo hinh thuc truc ti6p:
Du thio k6t qun gini qry6t, brio ciio Linh
dao UBND xem xdt, ph6 duy6t.

Truong hqp ti€p nhAn h6 sir dang kry giam

hO theo hinh thric truc tuy6n, c6ng chirc tu
phrip - h6 tich gti lai bieu miu Trich luc

dang lcy giam hQ di€n nr voi th6ng tin diy
:.dt cho nguoi ydu cdu qua thu di€n nr hoac

rhict bi s6.

Nguoi ydu cdu c6 trdch nhi6m ki6m tra
tinlr chinh xde. d,ii dt cua cie llrong tin
tr6n hi€u miu Trich luc ding ky giem ho

clien tu vd xdc nhAn (t6i da mQt ngdy).

NOu nguoi co y6u cdu xiic nhdn thdng tin
da th6ng ntr6t, aiy dri ho4c khdng c6

phin h6i sau thdi han y€u ciu thi c6ng
chuc tu phdp - hQ tich in "Trich lpc d6ng

hj'girim hg", trinh Lanh clao UBND xem

co so phrip ly lien quan; kdt
" ..,1 . . :qua krern tra. xac nllnh ho

so: 1' kien dd xuit).

- Du thdo'lrich luc ddng ky
giiim hQ (b6n chinh), ban

sao Trich luc ddng ky gidm
,^ ino (neu cong dan co yeu

cdu): BiAu mdu theo Th6ng

ttr s6 012020/TT-BTP crio

BQ trucntg BQ Tr phap



t llNt)

T]I} N I)
cal) xa

ll u'<i c 4

Bu6c 5

Ghi viio
-. 1 ^5L) h() tlclr

-Lirnlt
dao

^-cap xa;

-Vdn thu.

Cdng
chue tu
phrip - h6

tich

Bu 6'c -1 Ki
kCt

giai
vd
d5u

dur'6t
qua

quyct
d6ng

r82

x6r, phc duyer

- K. 'l'rich luc dins kv eiiim h6 (brin

chinh). bin sao'frich luc dang ky gitiln
,^ I ).
ho (neu cong dAn c6 yeu cdu):

- Vdn thu d6ng d6u vd chuy6n k6t qud
cho C6ng chtc tu ph6p - h6 tich

- Ghi vdo SO dang k! gi6m h6; cing
nguoi di dAng kj giiim h6 ky' vdo 56;

- t.uu h6 so vd chuy6n ktlt quA cho 86
, " -..1 . - - , :pnan t rep nnen va I ra ket qua.

Trich luc dang ki giim h6
(ban chinh), bdn sao Trich

iruc oang Ky glam no (neu

c6ng ddn c6 yOu cdu)

0.5

cip xi
UBND

UBND
xacnl) quil

'l'rir k6t B9 phAn.: , ^trep nhan

vri trd k6t
qua

Tri kOt quA cho c6ng dAn

- 56 dang kf gidm htt (Biiu
ntiu ban hdnh theo Thong
tu si; 04/2020/TT-BTP cua
B0 trudng 86 Ttr phdp);

- Trich luc dang kj gi6m hQ

(bin chinh). bAn sao Trich
luc ddng ky gidm h6 (n6u

c6ng din o6 vOu cau)

- Trich luc dang k. gifm h0
(ban chinh), ban sao Trich
Iuc cldng k! girim h0 (ntiu
c6ng ddn c6 ydu cAu)l

- Bdn di€n tti Trich luc
ditng bj' gitim h6 (llon di€n. : .-,It se lu dong gfft ve KID
qudn li' dfr li€u di€n nt cila
cd nhdn/dia chi thu diAn

fihhiAt bi s6/di€n thoai cua; ,, ,-ngtdt yeu CAU Sou khr da
hodn tdt thu tuc rldng lqi

0 5

0
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Ho so duoc lrru trft tai IIBND cdp xd theo quy dinh hiQn hdnh, bao g6m:

- Ho so da ti6p nhan theo TTHC dd c6ng bo:

- BAn chup giSy td cta ngudi y6u ciu tl5ng ki hO tich xu6t t.inh (do nguoi tiiip nhan ho so thuc hidn sao chup dC Iuu h6 so theo qrr-r' dinh

tai khoin 3 Di6u 3 Th6ng tu s6 O+/ZOZO/TI-BTP ngiy 2815/2020 cta 86 trucrng BQ Tu phrlp Quy dinh chi ti6t thi hdnh rn6t s6 didu ctia

LuAt h6 tich vd Nghi dinl s6 I 2312015/ND-CP ngdy I 5 thang I I ndrn 201 5 crla Chinh phu quy tlinh chi tier mQt s6 didu va biQn phrip thi
hdnh LuAt h6 tich). Trudng hqp cdc th6ng tin trong c6c gi6y to ndy dd c6 trong Co sd dtr li6u qu5c gia vd dan cu (CSDLQGVDC). Co so

drr li6u ho tich dien tu (CSDLHTDT). cluoc hQ thong didn ty dong thi khong phdi xu6t lrinh (thco hirrh thirc lruc tiap)hoac tdi lin (thco

hinh thf c truc tuydn);

- Vdn bin, giAy td, tdi li6u xdc minh (d6i vdi trudng hqp co x6c minh);

- Vdn brin biio cdo Ldnh dao IIBND c6p xd;

- Ban chup k€t qua TTHC;

- Vin bdn th6ng biio vi0c rling ky h9 tich d6n co quan liOn quan (rloi vcri truong hon phai th6ng biio theo quy dinh cia Luat H0 tich vd c6c vdn

bin quy dinh chi tiet thi hanh).

10. Tht tgc tling kf chim dri"t gi:im hd (Me s6 TTHC, 1.004845)

- Ma s6 quy trinh th{r tuc henh chinh: 1.004845

- Thoi han giii quy6t: 02 ngay ldm vi€c

Thdi
gian

(ngiy)

Ghi
chf

- Phi€u ydu cdu h6

sung, hoirn thiQn h6 so

gidm ho tai co quan ddng

lE h0 tich).

Bi6u miu/k6t quiCo quan,
tlon vi

Bufc
thgc
hi6n

T0n
buoc
thgc
hi6n

Trdch
nhiQm thgc

hiQn

NQi dung c6ng vi6c thqc hiQn

UBND
i-

cap xa

Bu0c I Ti6p
nhdn hd

BQ phQn ti6p

nhAn vd tri
a. NQp h6 scr trrc ti€p;

- Xem xdt, ki6m tra tinh hqp 16 cta h6 so:

0 25
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k6t qui + Trudng hop h6 so chua dAy dt: c6ng
chrlrc ti6p nhAn h6 srr htrring ddn dd cOng

dAn b6 sung h6 so vi\ in l,hi0u yOu ciu b6
sung. hodn thi6n h6 so:

+ I'ruong hcrp h6 so kh6ng dirng quy dinh:
in Phi€u tir ch6i eiAi qu1,6t h6 so;

+ Trudng hqp hO so dAy dt, hoo 16: Ti€p
nhdn vd nhdp th6ne rin ti€p nhdn h6 sn vdo
Phdn m6m M6t cua; in Ci6y ti6p nhan h6. ,.:so va tra kat qua cho nguui yeu cAul thuc
hi6n s5 h6a (sao chup, chuy6n thdnh rdi liOu
<li6n tri tr0n h€ th6ng th6ng tin, co sd dt
ti6u) vd kj so vdo tai liOu, h6 so.

- Chuy,6n h6 so d0n C6ng chuc ru phrip-hQ
tich.

;_,
D. l\op ho scl trLrc tuyen;

- Sau khi nhdn tlugc th6ng b6o c6 hd so yOu

cdu ddng kj chAm dut girim h6 gti rrCn

C6ng dich vu cdng, cdng chric tiep nhfln h6
so ti6p nhdn, ki6m tra tinh chinh x5c, diy
dt, th6ng nh6t, hop le cia ho so:

+ Trudng hop h6 so chua dAy du, chua hop
16, 86 phAn titlp nhQn va trA k6t qui grii
th6ng bdo hucrng dAn b6 sung. hoin rhi6n
h6 so qua Cirng dich vu c6ng. c6ng dAn c6
th6 ti6m tra tinh trang xt ly h6 so khi tldng
nhip vAo C6ng dich vu c6ng. l'rang th6i h6
so Ire n ( on.c tliclr r u e ung la "YeLr cau bU

(Mdu so 02 ban litnh
kdnt theo Thong tl
t6 (tIt20tU/TT-VPt't'

ngdv 23ill/2018).

- Phi6u tt ch6i ti6p
; .:nnan glal quvet no st)

(Mdu s6 03 ban hdnll
kdy thao Th6ng tu.

s6 01/201B/TT-
I.PCP ngdy
23/t 1/20t8).

- Giay ti€p nhAn h6 so
vd hen trA k€t qua lUau
t6 0l brn hdnh kim
theo Th6ng tu
tA OtnOtatrf-
VPCP ngdy
2s/t 1/20t8);

- H6 sry theo thu tuc
hdnh chinh da c6ng b6.



185

sung giay to".
. .:, .:. ^^1 I ruong hop ho so bt lu chol. Bo pnan

ti5p nhfln va tra k6t qui grii th6ng biio tu.^ .: ; -

choi tiep nhAn ho so qua cong Cong dich vu

c6ng, c6ng ddn c6 thO ki6m tra tinh trang xu
lj htr so khi dang nhdp v?ro Cong dich vu

c6ng. Trang thrli ho so tren C6ng dich vu

c6ng ld "Kh6ng duqc ti6p nhfn".

+ Trudng hqp h6 so ddy dt, hqp lQ, tr4ng

th6i h6 scr trdn C6ng dich vu cong li "Duoc
tiep nhin''. "Yeu ciu thuc hi€n nghia vu tdi

chinh". PhAn m€m s€ c6'p m6t Ma sd h6 str
,l , l

truc tuyen cho nguol yeu cau.

- Huong d5n ngudi y6u cAu thanh to6rn phi,

le phi: Thuc hiQn thanh todn tr.uc tuy0n

(C6ng dich vu c6ng phdi cung c6p chric

ndng thanh to6n phi qua m6i trudng mang).

- Ngay sau khi nh6n duoc phi, 16 phf ddng

kj chAm dr-rt girlm h6, B0 phan ti6p nhfn va

tri k6t qua dtlp nh4n hd so, grii thong brio
"Dang xu ly" va ngay hgn trd k6t qud qua

C6ng dich ur c6ng, c6ng dAn cO thi! ki6m

tra tinh trang xri ly h6 so khi tl6ng nhAp v?ro

C6ng dich w c6ng. D6ng thoi, tr4ng thai h6

so tr€n Cdng dich vu cong la "Dang xu lii ''.

- Chuydn hd so d6n Cdng chric tu ph6p-hQ

tich.



a

UBNI)

h

SA

xf
ha

btit
L
dao

cap

Bu6c 2UBND
\TCiI I)

th6ng nh6t, dAy du hoac khong c6 phAn h6i

ly I C6ng chric
s(I. ttr Ph P - h'
cio tich
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+ThAm tra h6 so

+'l ruong hop hri str cAn b6 sung, horin rhi0n
huuc klronr dLr Jiirr ki.-rr giai qu1 ir. plrai rrr
ch6i thi uui thong bdo re tinh trang. lro su
t6i 86 ph6n tiop nhAn vt\ trA ker qua de
th6ng biio cho ngutii ndp hd str (kem r,6n
bdn huimg dAn. n0u 16 ly do, n6i dung b6
sung.. . ) - thuc hi6n lai buoc l.
+'l'rudng hqp cAn phai ki6rn rra. x6c minh:
Du thAo vdn biin xiic minh; du thio phi6u

xin I6i vd hen lai ngiry tri k0t quA (n6u c6).

+Truong ho.p hd so day dn, hqp 10, ding
quy clinh, trudng hqp ti€p nhdn h6 so dang
kj chAm dtrt gi6m h6 theo hinh thr?c truc
ti€p: Du thao ktlr qua giAi quycr. beo cdo
LEnh dao UBND xem x6t, ph6 duy6t.

Truong hqp ti6p nh6n h6 so <Idng ky ch6m
dut gidm ho theo hinh rhfc rruc ruyen. cong
chric tu ph6p - hd tich gui l4i bi€u miu Trich
luc ddng k! chdm drt giam h6 rli€n ru voi
th6ng tin ilAy drh cho nguoi yCu cAu qua thu
di6n tu hoic thi6r bi s6.

Nguoi I eu eau crr rrich n}ridm kidrn rra tinh
chinh x6c, ddy du cria ciic th6ng rin rr0n
bieu miu Trich luc dang kj chdm d trt gi6m
h6 didn tri vd xiic nhAn (t6i da m6t ngdy).

N5u ngtrdi c6 y6u c/iu xlrc nhAn rh6ng tin di

. ':- V Jn biln. pli.lV tu- tlu

- H6 scr dd tiOp nhdn;

Ii6u xic minh (n0u co),

- Vdn bzin biio c6o (n0u

rO co so phap 11 IiSn
quan: k6t quA ki6m tra.
x6c minh h6 so; j kiOn
dd xuit):

- Du thzio l'rich luc
dang kyi ch6m dtn gi6m
h6 (bdn chinh), brin sao

Trich luc dang kii ch6m
dut gi6m h6 (niiu c6ng
d6n c6 y6u cit): Bi€u
miu rheo Thong nr s6

04/2020/TT-BTP c a
86 trutrng 86 Tr phap

0l



sau thdi han y6u ciu thi c6ng chftc tu phiip

- hrl tich in "Trich Iuc ddng ky chdrn dut
girim hq", trinh Ldn} dao UBND xetn x6t,

ph6 duydt.

Ki
duyet
k6t qun

giii
i.quyet va

d6ng
dAu

UBND
cap xa

B 3lfoc - Ldnh dao

UBND cip
xa;

- Vf,n thu.

- Ky Trich luc ding ky chirn dtn girim ho

(ban chinh), bin sao Trich luc dang kj
chdm drt girim h6 (n6u c6ng dAn c6 y€u
:-

cau.)

- Vin thu d6ng d6u vir chuy6n k6t qui cho

C6ng chric tu ph6p - h9 tich

- So ddng k,v chAm dut
gidm hQ (Bi6u miu ban.

hdnh theo Th6ng tu' .s6

04/2020/TT-BTP c a
B0 trwtng B0 Tn

phdp);

- Trich hJc dang ki
chim dut gi6m hQ (bdn

chinh), bin sao Trich
tuc clf,ng ka chAm dtrt
.. . ^ . : ^glam ho (neu cong dan

c6 ydu cAu).

- Ghi vdo 56 dang hj chdm dut gi6m h6;

cirng nguoi di dAng kj chim dta gidm ho

h-i vdo 56;

- Luu h6 so vd chuy6n k6t qui cho BQ phin
-. 

j . 
- 

-. i
t lep n-nan va I ra Ket qua.

C6ng chuc

tu ph6p - hQ

tich

- Trich luc ddng k.v

chAm dr-rt girim hQ (bdn

chinh); bdn sao Trich
luc ddng lcj chim dut

Tri k€t qui cho c6ng ddn

Buric 4

Bu6c 5UBND
xa

UBND
i-

cap xa

Ghi vdo

s6 ho
tich

Tra ket
quacap

BQ ph{n tiep

nlfn vi tri
kiit qu6

187

Trich luc cldng ky chArn

dut girim h0 (bdn

chinh), bin sao Trlch
luc ddng klt chdm d[rt

.. . ^ . i ^glam ho (neu cong oan

c6 yOu cAu)

0.5

0.25

'l

i

0
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gi6m h6 (ndu c6ng ddn
co yeu ca u):

- Ban di€n tu Trich luc
ddng bi chdm dur giam
h6 (Bdn di€n tu' s€ ttr,. : .-,
dong gtt ve Kho quon
ly dir li1tt diAn ttlr cuu
clt trltdtt.;dio cJt i tltu
ttian tt/thiit bi .\;/di0n
thoai cia ngu'd'i t,A u

"Au 
to, khi rid hoin rtit

tht) tuc ddng lg, chlim
drh gidm ho toi c(r
quan ddng ki h6 tich)

l{o su duoc lrru lrir tai TJBND cAp xi rheo quy dinh hi€n hdnh, bao g6rn:

- t{6 so da ti6p nhAn theo T'I'HC dd c6ng b6;
, ,l- Bdn ehup giil to cua nguoi y6u cilu ddng ky h6 tich xuat trinh (do nguoi ti6p nhdn hO so thuc hiOn sao chup d6 luu h6 scy theo qu1, dinh

Lai khodn 3 Didu 3 Th6ng tu s6 O+I2OZOITT-BTP ngdy 28/5l2O2O cua 86 truong tso'I'u ph6p euy dinh chi ti6t thi hdnh mor .O aia, 
",i^l.uit h6 tich vzi Nghi dinh so I23120l5AfD-CP ngay 15 thSng 1l ndm 2015 cta Chinh ptli quy dinh chi ti6t m6t s6 didu vd bi€n phrip thi

lriinh l.uAt h6 tich). fruong hqlp cdc rh6ng tin rrong ciic gi6y ro nziv di co trong Co so dlr liOu qu6c gia vd dAn cu (CSDLeGVDC), Co s6
dn Ii0u hO Lich di6n Lu (CSDLI I t'D l'), duoc hC th6ng clidn tu cl6ng thi kh6ng phii xuat rrinh (theo hinh thuc rruc tiLrp1 hoac tai l6n irheo
hinh thr?c truc tuy6n);

- Vln brin. gi6y to. tdi li6u x6c minh (d6i v6i trudng hqp c6 xiic minh);

- Van bAn b6o ciio l-dnh dao UBND c6p xd;

- Bin chup kCt qua TTHC;

- Van ban tli6ng biio vi€c dang ky h6 rich d6n co quan li6n quan (d6i voi rruong hqp phai th6ng b6o theo quy tlinh cta LuiL 116 tich vd ciic vin
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bdn quy dinh chi det thi hanh)

11. Thfr tuc thay a6i, cii chinh, b6 sung th6ng tin hQ tich (Ma s6 TTHC: 1.004859). C6 02 quy trinh thuc hi6n

11.1. Tht tgc b6 sung th6ng tin hQ tich

- Ma s6 quy trinh thri tuc hirnh chinh: 1.004859-01

- Thoi han giai qu1,6t: Nga1, trong ngal, ldm vi6c. trudng hcrn nhin ho so sau l5 gio rnd khong giai quyet duo'c ngay' thi tra kct clua

trong ngdy tdm vi€c ti6p theo.

Ghi
ch ri

UBND Buric I
cap xa

Titip
.:

nnan no

SO

86 phin
.i . ^tlep nhan

va tra ket
qua

- Phi6u 1 6u ciu ho sung.

hoirn thiOn h6 scr (MAu

to 02 bo,', hanh kint theo

Th6ng nr sb 01/2018/TT-

VPCP ngdy

23/1t/20t8);
- -:. -:- Phleu trr chol ttep nhan

gini quy6t h6 so (Mdu s6

03 ban hdnh kim theo

Th6ng ttr s6 0t/2018/TT-
VPCP ngdy

23/ t 1/201 8).

^.;, .i , ^ , :- uray trep nnan no so

v?r hen trir k6t q$ (Miu
t6 0l brn hdnh kdm theo

Th6ng tu s6 0l/2018/TT-

Ngay trong

nga)' lanr

vi6c.

trunng hcrn

nhin h6 so

sau l5 gio
rnd khong
giai quy6t

duoc ngay

thi tra k6t
qua trong
ngay larn.. .:vlec trep

theo.

Co' quan,
tlcrn vi

Buric
thgc
hi6n

TOn

buric
thuc
hi6n

TrAch
nhiQm

thuc hi6n
NQi dung c6ng viQc thgc hiQn

Thoi gian

(ngnv)
Bi6u mIu/k6t quir

a N6p hi so' trrc ti€p

- Xem xet. ki6rn tra tinh hgp 19 cua hd

so:

+ Truong ho,p hd so chua diy ihi: cdng

chric ti6p nhAn h6 so hufng d6n d6 c6ng

ddn b6 sung hd so vd in Phi6u y6u cAu b6... . :
sung. hoan thlen ho s('Y:

+ Trutm8 hqp hd so kh6ng ching quy

dinh: in Phi6u tt ctrOi giai quyet hO so;
. . ; -;- Truong hqp h6 so ddy dn. hqp lQ: Ti6p

nhdn vd nhip thdng tin titip nhfn hd so

vio Phin mdm MQt cta; in GiAy ti6p
.- .: . ,.I

nhdn ho so vd trd ket qud cho nguoi ydu

ciu; thuc hiQn s6 h6a (sao chup, chuy6n

thanh tai li€u iliQn tri tr6n hQ th6ng th6ng

tin, co sd dir liqu) vd ky sd vdo tdi liQu,



190

h6 so.

- Chuy6n h6 so dOn C6ng chuc tu phiip-
h6 tich.

:_'
b. l\op lto so'lrlrc tuyen.

- Sau khi nhAn duoc th6ng b6o c6 h6 so
^lveu cau dang ky bo sung th6ng tin ho

tich gui tr6n C6ng dich vu c6ng, cong
-: , ^ .l .:cnuc lrep nhan h0 su tiep nhdn. kidm tra

tinh chinh xric, dAy dri, th6ng nh6t, hqp tO

cta h6 so:

+ Truong hqp hO sty chua diy dri, chua
hqp 16, 86 phdn ti0p nhAn vii tra k6t quA

gui th6ng biio hu6ng din bd sung, hodn
thiOn h6 so qua C6ng dich vu cdng, c6ng
ddn c6 thd ki6m tra tinh trang xt lli h6 so
khi rldng nhdp vdo C6ng dich vu c6ng.
Trang thzii h6 so trOn C6ng dich vLr c6ng
ld "Y6u cAu b6 sung gi61, to".

' 'lrudrrg hop ho so bi rtr ehdi. Brr phin
.L ^ . :

trep nhan r a tra ker qud gti rhr3ng bAo rt
ctrOl tiep nh4n h6 s<r qua c6ng C6ng dich

,^ , . I 'vu cong. cong ddn co thd ki€m tra tinh
trang xt lj h6 so khi ddng nhdp vdo
C6ng dich vu c6ng. Trang th6i hd so tren
C6ng dich w c6ng ld "Kh6ng duoc ti6p
nhdn".

+ Truimg hcr-p h6 so ddy du, hqp 16, trang
thei hO so trOn C6ng dich vu c6ng ld

I.PCP ngay

23/il/2018):

- H6 so theo thri tuc
hdnh chinh dd c6ng b6.
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"Duoc ti6p nhdn". "Ydu cdu thuc hi6n

nghia vu tdi chinh". Phan rnirn se ciip

m6t Ma .6 hd so truc tuyen cho nguoi
^iyeu cau.

- Hucrng din nguoi yeu ciu thanh toan

ph(, lQ phi: Thuc hiQn thanh toiin truc
tuy5n (C6ng dich vu c6ng phAi cung c6p

chuc ning thanh toiin phi qua m6i truimg
m?ng).

- Ngay sau khi nhAn duoc phi, lQ phi
dang ky thay ddi. cai chinh. bo sung

thong liu ho tlch. Ilo plrarr ti6p nharr va

tra k6t qud ti6p nhin h6 so. gui th6ng biio
"Dang xt Iy" va ngay hcn tra ket qud qua
^:Cong dich vu cong. cong dan co thd ki6m

tra tinh trang xrlr ly h6 so khi dang nhfp
vdLo Cdng dich vu c6ng. D6ng thdi, trang

thai h6 so tren C6ng dich vu c6ng ld
"Dang xu ly".

- Chuy6n h6 so d6n C6ng chric tu ph6p-

h6 tich.

- Hd so da ti6p nhin;

- Vdn bdn, gi6y td, tai

li€u x6c minh (n6u co):

- Vf,n bAn bdo ciio (n0u

rd co so phap lli ti0n
. ! , . -:

quan; ket qua Klem tral y

kit5n dd xu6t);

Budc 2UBND
:,-

cap xa

Xir ly
h6 so,

b6o cdo

Ldnh

rl?o

UBND
i-

cap xa

COng chfc
tu phep -
h6 tich

+Thdm tra hd so.

fTrudng hqp hd so cAn b6 sung, hoan

thien hodc kh6ng dt dieu ki€n gidi quyet.

phii hr chOi ttri gti th6ng b6o vd tinh

trang hd so t6i BO phin ti6p nhdn v?r trd

k6t qun aii ttrOng b6o cho ngudi nQp hd

so (kdm vdn bdn huong din, n6u 16 li do,



r92

- Du thiio Trich luc

sung th6ng tin h0
(ban chinh), bin

b

tich
sao

't-rich luc b6 sung th6ng

tin h6 tich (n6u cirng dAn

cu ycu cuu): lJt(u mL t

theo Th6ng tr s6

04/2020/TT-BTP cua 86
trunng 86 Tu phdp.

n6i dune b6 suns ) - thuc hi0n lai buoc
L

+-fruong hqp cAn phai kidm tra. xdc
minh. Du thAo vdn bin xac minh; du thdo
Phidu rin loi r a h..n lai ngirl tra k8r qtra

i (ncu co)

+'frutmg hqp h6 so day dri, hqp 16, cling
quy dinh. truong hoo ti6p nh6n h6 so
dang k! lhay d6i. cai chinh. bo sung
th6ng tin ho rich rheo hinh thuc rruc ti0p:
Du thio t<Or. qua giai quydt, b6o ciio LInh
rlao UBND cAp xd xem xdt, ph6 duyCr.
'lruong hqp ti6p nhAn hO so ddng k! bo
sung th6ng tin hd tich theo hinh thuc truc

i^
luyen. cong chuc nr phep - hQ tich gti lai
bitiu miu Trich luc b6 sung th6ng tin hQ

tich cli6n tri vcri th6ng tin diy dri cho nguoi
y€u cAu qua thu di€n tu hoac thi6t bi s6.

Ngudi y6u cAu c6 trich nhi0m kiCm tra
tinh chinh xric, ilAy dt cta ciic th6ng rin
tr6n bi6u m6u Trich luc b6 sung th6ng tin
h6 tich diQn tri vd x6c nhAn (t6i cla m6t
ngav)
.ri ^ ;.
Neu nguoi co ydu cdu xdc nhan thong tin
da th6ng nh6t, dAr: du hoac kh6ng c6
phan h6i sru thoi han yeu cAu rhi cong
chric tu phrip - h6 tich in "'frich luc b6
sung th6ng tin h6 tich", trinh Ldnh dao



UBND cdp xf, xem xdt, ph€ duydt

Bu'ti'c 3

xa

UBND
;

cap
Ki
duy0t.:Ket qua

gidi

quy6t "a
clong

dau

- Ldnh
clao

LIBND
!,_

cap xa;

- Vdn
thu.

- Ky Trich luc b6 sung thdng tin h6 tich
(bdn chinh). ban sao Trich luc bo sung

th6ng tin hQ tich (nt!u c6ng ddn co yOu

cAu):

- Van thu dring diu ri chuven kdr qud

cho C6ng chuc tu phrip - h6 tich

UBND Budc 4
cap xa

Ghi vdo

s6 ho

tich

C6ng
chric tu
phdp - hd

tich

- Ghi vdo Sd ddng ky thay <16i, cAi chinh,

b6 sung hd tich, xric dinh lai ddn t6c vir
ctng nguoi di dang ky ho tich ky vao So.

- Luu hd so vd chuydn k6t qud cho 86
. - _.: .:phan llep nhan va Ira Ret qua.

Tri k€t
qua

Bufc 5 B0 phan

ti{ip nhan

vd trri k6t
qua

Trd k€t qud cho c6ng ddn

193

Trich luc b6 sung th6ng

tin h6 tich (bdn chinh).

bdLn sao Trich luc bd sung.:
thong trn ho trch (neu

c6ng dAn c6 y6u cSrr)

- 56 dang lqi thay d6i.

cii chinh, b6 sung hQ

tich, x6c dinh lai ddn t6c

(BiEu ntiu bnn hin|t
.:theo lhong lr so

04/2020/TT-BTP cua 86
truong BQ Ttr phdp);

- Trich tuc b6 sung th6ng

tin h0 tich (ban chinh),

bin sao Trich tuc b6 sung

thdng tin h6 tich (ndu
I

cong dan co yeu cau ).

- Trich luc b6 sung th6ng

tin h0 tich (bin chinh),

bin sao Trich luc b6 sung

th6ng tin h0 trch (n6u
:

cong dan co yeu cau ):

- Bdn di6n tu Trich luc
bo .\utlg lhong lut ho I tch

UBND
cap xa
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@dn diAn hi'sd nt d6ng
gti vi Kho qudn ty dit'
li€u cia cd nhdn/dia chi
tht diQn tthhiil bi

;,,.^
5O'dten lho4l Lu0 tlgtrot
yAu ciu sau khi cl7 lrcdn
tat thi tuc ddng bj, b6
strng th6ng tin h6 tich rai
co quan ddng ky hQ

tich)

ll6 str dLLoc lrnr tri'rri LJ13ND cip ri rheo quv dinh hi6n hiinh, bao g6rn:

: - Ho sty tti tii'p nhin theo I TH( dd cong b0;

- Iliin chtrp giril to cua nguoi )'eu cAu ddng kli h6 tich xudt trinh (do ngudi ti6p nhdn ho so thuc hidn sao chLrp d6 luu ho so rheo quy.clinh
lui klrrrrrrr i l)ii.u ] lhong ru si) 04/1020/ l [-B lP ngar' 16/lll2}l5 cua Bo truung B0 Tu ph6p huong dAn rhi hanh mor so didu cua Luir
lti tich rii Nghi dinh s6 tZ3lZtit;/ND-CI'}ngdi 15/lll20l5 ota Chinh phu quy dinh chi ti6t m6t sO Cieu ua bi6n ph6p thi hinh LuAt h6
tich). -frLrunu 

htrp cic thirns tin trong cdc gi6y to na1'cl6 c6 trong Co so du li6u qu6c gia vd dAn cu (CSDLeGVDC). Co so dt li6u ho
Lich di0n tu (CSDI-IITD'[-), duoc he th0ng didn tu cl6ng thi kh6ng phai xu6t trinh (rhco hinh thric truc ti6p) hodc tAi l6n (rheo hinh thuc

- VIn bAn b6o ciio Ldnh clao UBND c6p xa;

- Iliin chup ket qui'l"fHCl
- Vin ban thong b:io vi6c d[ng ky ho tich d6n co quan li6n quan (ddi voi trucrng hqp phdi th6ng b6o t]reo quy dinh cta Luar H6 tich vi c6c van
ban quy dinh chi ti6t tJri hanl,

c Luy6n);ru

I 1.2. Thri tuc tha

- Ma s6 quy trinh

oi han giai qu

y a6i, cai chinh h6 tich

thu tuc hdnh chinh: 1.004859-02

yet: 03 ngdy ldm vi6c; truong hqp phdi xdc minh thi thoi hqn giii quytit khdng qu6 06 ngdy l2rm vi6c

B udc rlt Trfch I *0, dung c6ng vi6c thr;c hi6n Bi6u miu/k6t

- ]'h

. 
Co qr.l: 

]

I

l- L

GhiThdi



nhi0m
thu c hi6n

Tii5p

nhAn h6

SO

B0 phan

tiiip nhfn
vd trd k6t
qua

don vi h uc
hi6n

UBND

t buti c

hi6n
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a. N6p h6 so truc tidp;

- Xem x6t. ki€m tra tinh hqp l6 cta h6 so:

+ Trubng hqp h6 so chua cliy dt: c6ng chric

ti€p nhiln h6 so huong dan de cong dan bo sung

hd so vir in Phi6u y6u cAu b6 sung, hoan thien
,l
no s(,;

+ Trudng hqp hO so khdng dring quy tlinh: in
-, 

.i . . .1. .,. ;., I
t'hleu tu cnol glar quyet ho soi

+ Trudng hqp h6 so day dt, hqp tQ: Ti6p nh{n
va nhip thong tin tiep nhin ho so vdo Phin
mdm MQt cta: in GiAy tidp nhin ho so vir trd
,: i -

kOt qud cho nguoi y€u cdu: thuc hien s6 h6a

(sao chup, chuytin thdnh tdi liQu tlien tri trdn hQ

thdng th6ng tin. co sd dir IiQu) vi kli sd vdo tdi
.l

lleu, ho so.

- Chuydn hd so d6n Cfrng chuc tu phrip-h6 tich.
::

b. Nop lto s0 lrtc luyen..

- Sau khi nhAn duoc th6ng bdo c6 hd so y6u cAu

dang ky thay d6i. cii chinh. bo sung thdng tin

h6 tich gti tr0n C6ng dich ru c6ng, c6ng chric
.:, . ^ . I ,i , ^tiep nlrfn h6 so tiep nhdn. ki6m tra tinh chinh

x6c, dAy dri, th6ng nh6t, hqp t€ cta h6 so:

' Truong hqp ho so chua ddy dt. chua hop lg.

B0 phin ti6p nhdn vi trri k6t qu6 grii th6ng brio

gran T .frrl
th uc (ngAry)

Buric I - Phi6u y6u cdu b6

sung, hoin thiQn hd so

(Mdu sii 02 ban hdnh

kint theo Thong tr
.sA Ot/ZotA|rT-VPCP
ngay 23/ll/2018)'.

- Phi6u tri ch6i tiep
I .l

n]]an grar quyet no so

(Miu sii 03 ban hdnh

kim theo Th6ng tt
tti oilzotslrr-
VPCP ngity

23/l 1/2018).
^.! .: . ^ .:- Uray trep nhan ho so

vd hen trd k& quA (Miu
t6 0l bo, hdnh kdm

theo Th6ng ltt
so 0t/2018/TT-
VPCP ngdy

23/1 1/20 t8);

- Hd so theo thi tuc

hinh chinh da c6ng b6.

0.-s

cap xa



L vdo ('ong dich vU cong. D6ng thoi. trang th6i

r96

hu6ng ddn b sung. hoiin thi6n ho so qua C6ng
dich vu c6ng, c6ng dAn c6 thO ki0m 1ra tinh
tran-c xt 11 ho so klri dane nhdp vao Crrng dich
r LI e[rng. trang thai ho so trtrn L'trng dich i u
c0ng la "Yeu ciiu bo sung gidy ro".

+ Truong hqp hd so bi t[ chdi, 86 phdn ti€p
. - | : . . l. .:nnan va rra ket qua gul l.hong bao tt choi tiep

nhdn h6 so qua cOng C6ng dich vU c6ng, c6ng
dAn co th6 ki6m tra tinl trang xri lli hd so khi
ddng nhip vdo C6ng dich vu c6ng, Trang rh6i
, ). ^ ^:lro so tren Cong dich vu cong la "Khong dutrc
ti6p nhin".

+ Trudng hqp h6 so dAy dt, hop I0. rrang rh6i
ho so tr€n C6ng dich vu c6ng lir "Duoc riip
nhdn". "YOu ciu thuc hi0n nghia vu tdi chinh".
PhAn mdm sE c6p m6t tr4a sO hO so rruc tuyOn
cho ngudi y€u cau.

- Hu(mg d5n nguoi 1,6u ciu thanh todn phi, 16

phi: 'lhuc hiOn thanh toen rruc tuy6n (C6ng
dich vu c6ng phii cung c6p chr?c ndng thanh
torin phi qua m6i trudng mang).

- Ngay sau khi nhdn cluoc phi, 16 phi dang kj
tha)'d6i, cii chinh, b6 sung th6ng tin h6 tich,
BO phan ti6p nh6n r,d trri k6t quA tiilp nhdn h6
so, gui th6ng b6o "Dang xt l!" vd ngriy hen rrri
k€t qui qua C6ng dich vU cdng, c6ng dAn c6 th0
kiiSm tra tinh trang xri lf hd so khi cldng nhdp



h6 so trdn C6ng dich vu c6ng ld "Dang xr? Iy".

- Chuy€n hd so dtin C6ng chuc tu phrip-h6 tich.

Buric 2UBND
i-

cap xa
Truong

hqp
khdng

xdc

rninh

Cdng chu
tu ph6p

h6 tich
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Xir ly hO so, b6o c:io Linh tl4o UBND c6p xn

+ThAm tra hd so

+Trudng hqp hO so cAn b6 sung, hodLn thi€n
hoic kh6ng <Ii dieu ki€n giii quy€t, phai tu ch6i
thi gui th6ng brio vd tinh trang h6 so tdi 86
phdn tidp nhdn va tra kdt qua de thong bdo cho

,:.nguoi nop h6 so (kem vdn ban hunng ddn. n6u

16 lj do, nQi dung b6 sung...) - thUc hiqn lai
budc l.
+Truong hqp h6 so dAy dt. hqp l€, dring quy
dinh. truong hqp tiep nhan ho so ddng ky thav

d6i. cai chinh h0 tich thco hinh thtc truc ti6p:
Du thio k6t qud giAi quy6t. b6o ciio Lanh dao

trBND cdp xd xem xet, phd duyOt.

Trucmg hgp ti6p nhdn hd so dang ky thay dOi, cai

chinh hQ tich theo hinh thric tnrc nry€n. cong

chric tu phrip - h6 tich grii tai bi6u miu Trich luc
thay d6i/cai chinh h6 tich vcri th6ng tin dAy du

cho nguoi y€u ciu qua thu di6n nr hodc thi6t bi s6.

Ngudi y6u ciu c6 tr6ch nhiQm kiiim tra tinh
chinh x6c, diy dt cua cdc th6ng tin tr0n bi6u
mhu Trich luc thay d6i/cei chinh h0 tich di6n tu
vd x6c nh6n (t6i tla mQt ngdy).

NCu ngudi c6 y6u cdu xiic nhdn th6ng tin tla
th6ng nh6t, diy di hoAc kh6ng c6 phin h6i sau

5I

- H6 so di ti6p nhdn:

- Vdn bAn biio cio (n6u

16 co ss ph6p lj ti6n
quan; k6t qud ki6m tra;
., -l .i Iy Kren de xuat.);

- Du thAo Trich luc thay
alor/cal chrnh ho tlch
(ban chinh). bdn sao

Trich luc thay d6i/cei
chinh h6 tich (neu cong

dan co yeu cau). ljtcu
rndu theo Tlnng tu so

01/2020/TT-BTP cua

Bo trudng 86 Tr phap

I.5



'l ruimg
hop phAi

xiic
minh

C6ng
chuc tu
ph6p-h6

tichl

Ldnh dao

UBND
cap xal

V[n thu.
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thoi han ytu cAu thi c6ng chuc tu phap - hO tich
in "Trich luc rhay d6i/cai chinh h6 tich" ruong
[rng, trinh Linh dao L]BND c6p xi xem xdt, ph6

duyCt.

- C6ng chtrc tu phap - h6 tich:

+ThAm tra h6 so.

+Truong hqp h6 so cAn b6 sung, hodn thi6n
hohc kh6ng dt di6u ki6n gini quy6t, phii tu ch6i
thi gui thong blo 16 tinh trang hd so roi Bo
phan ti6p nhdn vir trA k6t quA Ati ttrOng b6o cho

':ngutri nop ho so (kinr vdn bdn huung dan. neu

rO ly do, n6i dung bo sung...) - thuc hi6n lai
budc l.
,DU thao vdn bdn xdc minh; du thao Phi6u xin
.:. . . iloi vd hen l4i ngai' trd kOt qud (neu co). Bdo cdo

Lhnh clao UBND cAp xd xem x6t, ph0 duy6t.

, - LInh dao UBND cip xi: Ky lin ban xiic minh

i chuy€n vdn thu d6ng ddu:

- Vhn thu: Dong ddu vdn bdn xdc rninh vd gui
cilc co quan, don vi li6n quan.

- t15 so di ti6p nhan:

- VEn bAn x6c minh.

0l Dung

tinh
'. ':cno ket

quA xilc
minh
(kh6ng
qu6 3

ngd)'

Idm

vi0c)

+ T6ng hqp k€t quA xiic minh.

+ Neu ho so dAy drh, hop lQ, dung quy clinh., .: . :'l ruong hoo ti6p nhin hr-r scr dang k1i thay doi.
cai chinl ho tich theo hinh thuc rruc riep: Du

.i itheo ket qud gidi quy6t. brio ciio Ldnh dao
TIBND c6p xd xem x6t, ph€ duy6t.

Truong hqp ti6p nhan h6 so ddng lo; thay AOi, cai

C6ng chuc

tu phiip
h6 tich

- Ilo so dh ti6p nhdn:

- Vin btn xric rninh:

- Vdn bAn biio ciio (n6u

16 co sd phap I! ti6n
,i :quan; Ket qua nrcm yet,

k6t qua ki6m tra, xiic

05



chinh h6 tich theo hinh thfc truc tuy6n, cdng

chric tu phrip - h0 tich grii lai bi€u m5u Trich luc

rhal doi/cdi chinlr hir tich voi thong tin diy du
. .. ^ ;.

cho ngucri y6u c6u qua thtr diin hr hodc tliet bi so.

Nguoi y6u cAu co trdch nhiOm kiOm tra tinh
chinh xiic. diy du cta cdc thong tin tr6n hi6u

mdu Trich luc thay d6i/cai chinh h6 tich di€n tu
vi xiic nhdn (t6i da mQt ngny).

Ndu ngudi c6 y6u cdu x:ic nhAn th6ng tin da

thong nhit. diy du hoqc khong co phan lroi sau

thdi han y6u cAu thi c6ng chuc tu phdp - h6 tich
in "Trich tpc thay d6i/cei chinh hQ tich" tuong
rmg, trinh Lanh dao UBND c6p xd xem x6t, ph€

duy6t.

UBNI)
cap xa

Buric 3 Ki
duyQt

ktit qua

giai
,4.quyet va

d6ng

d6u

-Lanh

clAo

T]BND
i-

cap xa;

-Vin thu.

- Ky Trich luc thay d6i/crii chinh h0 tich (bin
chinh). bdn sao Trich luc thay doi/cai chinh ho
.,. i ;

tich (neu c6ng diin co ydu ciiu):

- Van thu d6ng d5u vd chuy6n k6t qud cho

C6ng chric tu ph6p - h0 tich

UBND
cap xa

C6ng
chric tu
phdp - hQ

tich

Buric 4 Ghi vdo

s6 ho

tich

199

- Ghi vio 56 dang ky thay d6i, cai chinh, b6

sung h6 tich, xdc dinh lai din t6c vd ctng nguoi
di dang ky h0 tich lcj vdo 56.

- Luu ho so vir chuy6n k6t qua cho BQ phfn
-. 

I . 
- 

.. :
I rep nhan va I ra ket qua.

minh ho so; y kiOn d6

xudt);

- Du thio Trich luc thay
d6i/cai chinh hQ tich
(bAn chinh), bin sao

Trich luc thay ddi/cai
chfnh htr tich (ndu cong

dan co yeu cau)'. ljteu
miu rheo Thong nr s6

01/2020/TT-BTP cio
Bo trwrng 86 Ttr phap.

l-rich luc thay d6i/cii
chinh h0 tich (ban

chinh), bdn sao Trich
luc thay d6i/cai chinh ho
., itrch (neu cong dan co
-:.yeu cau)

- 56 ddng hj thay d6i,

cdi chinh hd tich, xric

dinh lai d6',n tQc (BiEu

mdu ban hdnh theo
:

I hong lr so

04/2020/TT-BTP cio
Ba tnnrng B0 Tr

0.5

50
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Trri k6t quA cho c6ng d6n
cap xa

llir su dLrrye lLru rrar tai U13ND cAp xzi rheo quy dinh hi0n hdnh, bao gdm:

- H0 so rlir riCp nhAn theo'lTllC tla c6ng b6:

UBNI) Bu6c 5 l-rii
qua

ket BO phan-; ^lrcp nn n

va tla k6t
qua

phdp);

- Trich luc thay doi/cai
chinh h6 tich (ban

chinh ). bin sao 'frich

luc tliay d6ircai cliinh hO

tich (n6u c6ng <lAn co
^;yeu cau).

- Trioh luc thay d6i/ciii
chinh h6 tich (bAn

chinh), brin sao frich
luc thay d6i/ciii chinh ho
tich (n6u cdng dAn co
^:yeu cau);

- Bdn di€n ti Trlch luc
, -t.thay dot, cat chtnh ho

tich (Bdn di€n ti sd ttr
, - : --.dong gLfl vc Kho quon

li dtr li(u cia ca
nhdn/d io chi tht di€n
fihhi/t bi s6/diAn thoai

:cua nguot yeu cau sou
khi dd hodn tit thu tuc
dang 4' lhoy dot, cai
chinlt ho t ich tai co
quan ddng bi h0 t!ch).

0



20t

- Bdn chup gial'ttr cta nguni y6u cdu dang ky hQ tich xuAt trinh (do nguoi tiep nhdn ho so thuc hien sao chup de luu ho srr thco qur rlirrh

tai khodn 3 Didu 3 Thdng tu s6 0412020/TT-BTP ngdy 16/1112015 cua Bo truong BQ Tu ph6p huong dAn thi hrinh m6t so dieu cua I-uat h{l

tich vd Nghi dinh sf) 123/20l5,tID-CP ngd1, l5/l l/2015 crla Chinh phu quy dinh chi ti6t urot s6 didu va bi6n phrip thi hanh Luat ho tich)
lrrrcmg hop c5c llton.c. lin trong c:ic gi6y lo ndr da co lrong Co so dt lieu qrroc gia vi ddn cu (CSDLQGVD( ). Co scr dii lirlu ho ticlt rlitllr
lu (CSDLII'fD I ). duoc hc thons dicn tu dong rhi khong phai xu6t trirrh (theo hinh thuc truc tidpt hoac t6i lin tlheo lrinh thuc lruc rrr\('n)'

- Vin bdn bdo cdo Ldnh dao UBND c6p xdl

- Bin chup k€t qui TTHC:

- Van bin th6ng b6o viQc tlSng ky hg tich d6n co quan li6n quan (d6i voi truong hqp phii thdng brio theo quy dinh c[ra Ludt HO tich va cec van barl

quy dinh chi ti€t thi hdnh).

12. Thtl tuc cip Gidy x{c nhin tinh tr4ng h6n nhin (Ma TTHC: 1.004873)

- Ma s6 quy trinh tht tuc hdnh chinh: 1.004873

- Thoi h4n giii quy6t: 03 ngdy ldm viQc; truong hqp phii xric minh thi thoi hqn giii quy6t khong quii 23 ngiri'

Bi6u miu/kdt qui
Thdi
gian

(ngnv)

- Phi0u yeu ciu b6 sung,

hoirn thi6n h6 so (Miu sA Ol

ban hanlt kim theo Thong tr
so 0t/2018/TT-VPCP neat,

23/1 t/2018):

- Phiiu tu chi,i ticp nhan gidi

quy6t ho s<t (Miu .ti 03 huu

hanh kint theo Thong lu'

tri o I lzo t atrr-vPCP ngctt,

23/11/2018)

- Gi6y titip nhAn hd so vh

I

I

I

Co
quan,
tlo n vi

Ghi chri

UBND
xacap

a. NQp hi sn truc ti6p:

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

+ Trucrng hqp h6 so chua dAy dt: c6ng

chuc ti5p nhan ho so huong din d6 c6ng
.^ .,1 .:.

ddn bo sung ho so va in Phieu vdu cdu bo

sung. ho?rn thien ho scv:

+ Truong hc.rp hd so kh6ng dung quy dinh:
. ^..1 . . l. .,. : , Iln rnleu tu cnol glal quyet no so:

+ Trucrng hqp hd so ddy <li, hqp lC: Ti6p
nhdn vi nhip th6ng tin ti6p nhin h6 so

vdo PhAn mdm MOt cta; in GiAy tiilp nhfn

0,5

Bu'6'c

thgc
hi6n

T6n buric
thr;c
hi6n

Trich
n hi6m

thu'c hi6n
NQi dung c6ng vi6c thuc hi6n

Buric I Ti6p
nhdn h6

SO

B0 phfln

tirip nhan

vi tri k6t
qua



tich
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hti so vd tra k6t quri cho nguoi y6u cAu;
:..,

thuc hien so hoa (sao chup. chuyen thinh
tai Ii€u di6n tu tr0n hE th6ng th6ng tin, cn
so dir liOu) vzi ky s6 vdo tdi li6u, h6 so.

- Chuy6n h6 so d0n C6ng chric tu phrip-h6

b NAp hi sct lrac tuy\r;
- Sau khi nhdn dut.re thong bdo co ho su

^ ^ i. ---:.yctu cdu cap Cidl xue nhin rinh rrang lrt_rn

nhdn gui tr€n Cong dich vu c6ng. cOng
.l . ^ . :. -:ehue ttap nhan hn str tiip nhdn. kiem tre

tinh chinh xac. clAy dt. th6ng nh6t. hop 16

+ Trudng hqp h6 so chua dAy drl. chua
hup le. Bt-r ph{n tii'p nhdn ra rra kir qua

gui thong b6o hutrng clAn b6 sung. hodn
thiQn hO str qua Cong dich vu c6ng, oong
ddn c6 th6 ki6m tra tinh trang xu Ij h6 so

khi dAng nhfp vdo C6ng dich vu c6ng.
Trang thrii hd so tr6n C6ng dich vu cdng
lir "Yeu ciu bo sung giAy ro".

' Truong hop h6 su bi tir choi. BQ phan
,i , ^ :tiep nlran ru tra kdt qua gui thong biio tu

ctrOi tiep nhdn h6 so qua c6ng C6ng dich.^ , . : .
vu cong. cong dan co the kiem tra tinh
trang xri lj h6 so khi ddng nh6p vdo C6ng
dich vu c6ng. Trang th6i h6 so tr6n C6ng
dich vu cong ld "Khong dtruc tiep nhdn".

hen tr6 k6t qud (Mau so 0l
ban hdnh kdm lheo Thong tu
s6 0 t /2a I 8/TT-VPCP ngiq,

23/11/20t8);

- H6 so theo tht tuc hdnh

chinh dd cdng b6.

cta h6 so
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+ Truamg hop h6 so day dn. hqp ld, trang
. ,. ,: ^ ^]thdi lro so trdn Cong dich r u cons Ia

"Drrr'rc tidp nhdr:". "Yi'u carr thrrc hien
lrghia r u tar chinh". Plrin nri'rrr si cip mril

n4a so ho so truc tuy€n cho nguoi ydu cdu.

- Huong dan nguoi y6u ciu thanh todn
phi, lQ phi: Thgc hign thanh todn truc
ruy6n (Cdng dich w c6ng phii cung cap

chirc ning thanh todn phi qua m6i trudng
m4ng).

- Ngay sau khi nh4n duoc phi, 16 phi dang

ky c6p Gi6y xiic nhdn tinh trang h6n nhdn,

Bd ph{n ti6p nhqn va trd k€t quA ti6p nhAn

h6 so, gti th6ng biio "Dang xt lj" vd
".:ngdy hen tri k€t quir qua C6ng dich vu

c6ng. c6ng ddn co th6 ki6rn tra tinh trang

xu lj ho so khi dang nhap vao Cong dich
vu cong. Ddng rhoi. trang thdi ho so trOn

C6ng dich vu c6ng l?r "Eang xri ty".

- Chuy6n h6 so d6n C6ng chftc tu phrip-hQ

tich.

TIBND Rrrric 2 Xu li ho so. bdo cdo I-dnh dao UBND cap xa

cap xa

5

- I{6 scr di ti6p nhdn:

- Vdn ban b6o cilo (n6u 16 ccr

so phdp ly lien quanl ket qud

ki6m tra hd so, j ki6n dc

Trutmg
hop
khdng

x6c

minh

C6ng chric
tu phrip -

h6 tich

+Thim tra h6 so.

-Truong hqp ho so cin bo sung. hodn

thien hoac khong du diiiu kiQn gidi quy6t.

phai tn chOi thi giri th6ng b6o vd tinh
tr4ng ho so t6i BQ phin ti6p nhdn vd tri
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ket quA d0 th6ng bao cho rrguoi n6p h
(kern van ban hrrryn-e dAn. nOu 16 ly do
dung bri sung. . . ) - rhuc hiOn lai butic I

os0 xuAt);

ltoI - Du thiio Giiy xic nhin tirrh

+NCu h6 so dAy du, hop 16, dring quy dinh..; . ^ . :truong hqp tiep nhAn ho su cdp CiAy xric
nhdn tinh trang h6n nhAn theo hinh thtc
trtrc ti6p: Du thAo ket qua giAi quy6t, b6o
ciio Ldnh tlao UBNI) c6p xd xern xet, ph€
duy6t.

Truong hqp ti€p nhdn h6 so xdc nhAn tinh
trang h6n nhAn theo hinh thuc truc tuy6n,
cong chuc tu phrip - ho tich gui lai bidu
m5u Gi6y xdc nhAn tinh trang h6n nhdn
di6n tt vcri th6ng tin ddy dt cho ngur:i yOu

eiu qua tlu di['n nr hoac rhiir hi so.

^lNguor yeu ciu co tr6ch nhiem kicm tra
tinh chinh xric. dAy rJt cfia cdc th6ng tin
tran bicu miiu Giay xdc nhdn trnh rrang
ht-rn nhirr dicn tu i i xdc nhdrn (toi da mot
ngdv)
.,N̂au nguul c6 yiu ciu xie nhdn rhong rin
dd th6ng nh6t, dAy du hoac kh6ng co phin
hiii sau thoi han y€u cAu thi c6ng chftc tu
ph6p - h6 tich in "Gi6y xiic nhdn rinh trang
h6n nh6n", trinh Linh clao LJBND c6p xd
xem xdt, ph6 duyOt.

trang h6n nhin: IJi€u

theo Th6ng Iu'

04/2021/TT-BTP cua
rrutrng 86 Tu phdp

mau
.:

SO

B',

1-rLri;ng

hop phai
C6ng chuc

tu phdp-hr)
0l Dtng

tinh cho

- C6ng chfrc tu phdp-h6 lich - H6 so dd ti6p nhin;

I



xac

minh

tich;

Linh dAo

UBND c6p

xa;

Vf,n thu.

20s

+Thdm tra h6 so.

+Trudng hop h6 so cin b6 sung, hoan

thi6n hodc khong du didu kien giii quydr.
phdi tu chdi rtri gti thong bdo v€ tinh
trang h6 so toi Bg phdn ti€p nhdn va trd
ktit qua d6 thong brio cho nguoi n6p hd so
(kdm vdn bin huong din, neu 16 ly do, n6i
dung b6 sung...) - thuc hi6n lai bu6c 1

+Du thAo vin bAn x5c minh: du thAo

Phi6u xin l6i r a hen lai ngar rrri ket qud

{neu co). 86o cio Ldnh dao UBND crip ra
xem xdt, ph€ duyQt.

- Ldnh dao UBND cip xd: Ky vin bdn x6c

minh;

- Vdn thu: Dong diu vdn bin xic minh vd
gui cdc co quan, dcrn vi liOn quan.

- Vdn bAn xiic rninh;

- Vdn bdn b5o c6o (nOu 16 co

so ph6p ly li6n quan; k€t qui
kiem tra ho srv: r kierr de

xudt):

- Du thAo GiAy xuic nh6n tinh
trang hon nhAn'. Biiu utirt
theo Thong lt so

04/2020/TT-BTP cua 86
trunng 86 Tr phap

kCt qrra

xiic
n'rinh.

k hring

qrra )O

nga)'
( Sau

th<ii han

20 ngd.v

ke rt
ngAi, grii
vin bdn
^:.yeu cau

xic
minh

rna

kh6ng
n lr ;i n

clrrtrc

va

tral Ioi.

co'

ki
tich

ban

thi
quan

ddng

tiip tuc

giai
: .).

qu) ct hi)

so theo

quy



UtsND
caD xa

C6ng chuc

tu phap -

h0 ticir

KN

duyet
- Ldnh dao

UBND cAp

206

-- l'6ng hqp k6t qud xac minh.

+ N6u h6 so diy dt. hop 10. dtng quv
-: . ^dinh. truung )rop ti['p nhan hi, str cip Cidrr

x6c nhdn tinh trang h6n nhin theo hinh
thtrc truc tiep: Du thro ket qua giai qur dt.

bdo cio Lirrh tho I.'liNl) crip xd xcm xdr.
ph6 duyQt.

Trucmg hoo ti6p nhnn hd so x6c nhAn tin}
trang h6n nhAn thco hinh thuc truo tuy5n,
c6ng chrtc tu phdp - h6 tich grii lai bi€u
mAu GiAy x6c nhdn tinh trang h6n nhdn
di6n tt v6i th6ng tin dAy dti cho nguoi y6u

cAu qua thu di6n tu holc rhi6r bi s6.

Nguoi y6u ciu c6 tr6ch nhiOm ki6m tra
tinh chinh x6c, dAy drir cria c6c th6ng tin

^ ,.1 : ^.:trcn bieu mAu GiAy xac nhdn tinh trang
h6n nhiin dien t* va xdc nhiin (1oi da mot
nga,v)

NCu ngudr o6 1,6u cau xdc nhdn th6ng tin
da th6ng nh6r, dAy dt hodc kh6ng c6 phAn

hdi sau thoi han y0u cdu thi c6ng chtc ru
^.:phirp - ho tich in ''Gi61 xlc nh6n rinh trang

hon nhAn". trinh Lfurh dao UBND cip xd

xem x6t. ph€ duy'6t.

- Kf Giey xAc nhin linh trang hdn nhiin:

- Van thu dong ddu va chuyen kdt qua cho

ts u'ri'c 3 0.5

- il6 so dtl ti6p nhin.

- Vhn ban xf c minh:

- Van ban biio cAo (n0u rir ctr

str phip ly liin quan: kdt quu

kiim tra h.r so: r ki6n d€

xudt);

- Du thao GiAl' x6c nhdn tinh
trang hon nhan: Biiu m,iu
theo Th6ng lu t,j
04/2020/TT-BTP cua 86
lrucrng 86 Tu phap

Gi6y xAc nhAn riuh rr-ang h6n
nhAn

dinh )

0 )



kdt qui
giai

:.quyet va

d6ng

diu

xal

- Van thu

C6ng chfc
tu phdp -

h6 tich

Ghi viro

s6 hq

tich

totTri
qua

86 phan
-. r
I rep fflan
va Trd k6t
qua.

Tri kdt quA cho cong din

t

UBND Buric 4

207

C6ng chuc tu phdp - h6 tich

- Ghi vio 56 cAp Gi6y xiic nhdn tinh trang
h6n nhAn;

- .: : .'- Luu ho so va clruydn ket qua den Bc.)

phan Titip nhAn va Tri k5t qun.

56 cdp Giiy xtic nhdn tinh
trang hon nhan ( B ie tr md u

ban ltorth rltc,t Thong ttr si
04/2021/TT-BTP cia 86
trtong BQ Tr pltdp);

- Giiy xric nhdn tinh trang

h6n nhdn:

- Ban diin ti Gioy xac rthan

tinh trang hon nhdn (Ban

diin ti sd tu dQng gui vi
Kho qudn lj dii hAu di€n ti
cia co nhantdia chi thr dien
,,..: , :,-.-lu/lhrcl ht so/dten lll1dt cua

ngtrdi yAu cdu sau khi dd: , : -.:hoan lol lltu luc cap ( t ta-t

xdc nhan tinh trang lrcn

nhan tai co quan ddng 191 hQ

tich)

0.5

cap xa

UBND Buoc 5 0

cap xa

H6 so duoc lru tru tai UBND c6p xa theo quy dinh hiQn hdnh, bao gom:

- Ho so da tiep nhin theo TTHC dd c6ng b6;

- Bin chup giSy to cria ngudi y€u cAu d6ng k), hO tich xuat trinh (do nguoi tiilp nhin ho so thuc hi6n sao chup dd luu ho str thc, qul tlinh

tai khoan 3 Di€u 3 Thdng nr sO OqlzOZOnf-BTP ngiry 2Sl5l2O2O cta Bd truong BQ Tu phip Quy dinh chi ti6t thi hdnh mot s6 di6u cia
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Lr:rit lro tie lr r i Nghi .lirrh sr-r 123/2015/ND-CP ngay l5 thang I I nam 2015 cua Chinh pht quy dinh chi tiet m6t so di6u vd bi€n phAp thi
lrinh l.uAt hir tich).'l-rLrdng hc'rp c6c tha)ng tin trong cric giiil ru nirl'dd co trong Co so dir li€u qu6c gia vd dAn cu (CSDLQGVDC). Co so
dir lr"^u h0 tich di6n tu (CSDLII1'DT), duoc hQ th6ng di6n tu dQng thi kh6ng phai xuit trinh (theo hinh thric truc ti6p) hodo rdi l€n (theo
hiuh thuc lrtrc tuven).

- Virn ban bho c6o l-inh dao TJBND cAp xd;

- llarr chup k6L quii l"l'l IC.

13. Thri tuc ilirng kf lai khai sinh (Md s6 TTHC: 1.004884)

- Mrj s0 quv trinh thu tue hanh chinh: L004884

-'l hoi hun giii qur'6t: 05 ngAy ldrn vi6c. Trurmg hqp phrii c(r vin bAn xAc minh thi thoi han giii quydt kh6ng qurl 25 ngay

Co quan, ,

dorr vi

U I]N I)
A.cap xa

lluric
thgc
hiQn

Budc I

T0n
bu'6c

thqc
hi6n

Ti6p
nhAn hd

SO

Tr/rch
nhi0m

thuc hi6n
N6i dung c6ng viQc thr,rc hiQn Chi chir

B6
titip
V.l

qua

Ph0n
nhdn

trii k6t

Thd'i
gian

(ngny)

Bi6u miu/k6t q uri

a. Nbp h6 so trrc li)p:

- Xem xet. ki6m tra rinh hup l0 cua ho

SO:

+ Trudng hqp h6 so chua dAy du: c6ng
chuc ti6p nhAn h6 so hu6ng dhn de c6ng

dAn b6 sung h6 so vd in Phi6u y€u cAu b6..^ . :
sung. hoan thren ho sot

+ Truong hqp hO so kh6ng chlng quy
dinh: in Phi6u tir cnOi giai quytit hii sn;

+ Trudng hqp h6 so dAy du. hqp I€: Tiiip. .:
nh6n vd nhdp thong tin tiep nhdn ho so
vao Phdn mdm Mot cua: in Gi6y titlp

- Phi€u y€u cdu bo sung,

hodn thi6n hd so (Miu s6

02 ban hdnh kdm theo
Thong tu tA (lltZtllStff-
VPCP ngdy 23/11/2018);

- Phi6u tt ch6i ti6p nh6n
giii quy6t hd so (Mau so

03 ban hdnh kim theo
Thong tt stj OtlZOlAtff-
VPCP ngd1" 23/1 l/2018)

- Gidy ti6p nhdn h6 so vti
hen tra k6r quA (Mdu sti

0,s



709

nhdn h6 so vir trd k€t qui cho nguoi ydu

ciu: thuc hi6n so hoa {sao chup. chuydn

lhanh rei li(u diQn tt tren he thong thong
tin, cry sd du liQu) vd kli s6 vdo tii li6u,
hd so.

- Chuydn h6 so d6n C6ng chuc tu ph6p-
hd tich.

::
b. Nop ho so lrtc luyen;

- Sau khi nhAn duoc th6ng brio c6 hd so
y€u ciu dang $ lai khai sinh gti tr6n
^lC6ng dich vu c6ng. c6ng chuc ti€p nhdn

hd scr ti5p nhin, ki6m tra tinh chinh xiic,
diy dn. thong nhdt. hop le cta ho so:

+ Trudng hop h6 so chua diy dt, chua
hqp li. B0 phA-n ti6p nhdn va trA k6t qud

grii th6ng bao hudng dAn b6 sung, hodn

thi0n h6 so qua COng dich vu c6ng, c6ng

dAn co th6 ki6m tra tinh trang x& Iy h6 so

khi d[ng nhAp vdo Cfrng dich vu c6ng.
_ . ... : - ^tTrang thdi ho sn tr€n Cong diclt r u cong

ld "Y6u cAu b6 sung giAy to".

+ Trutmg hqp hd so bi tri ch6i, BQ phan
.,i . ^ . . . r

ti€p nh{n vd trd ket qud gui th6ng b6o tu
ctrOi titip nhrin ho so qua cong Cting dich

.- , . i '
vrr cting. c6ng ddn co th6 kiem tra tinh
trang xt ly hd so khi dAng nhdp vdo

Cong dich vu cong. Trang thdi ho so tr6n

C6ng dich vu c6ng ld "Kh6ng tluqc ti6p

0l ban hdnh kim theo

Thong ft sti ottzotatr-
VPCP ngdy 23/11/2018):

- H6 scv theo thu tuc hanh

chinh cld cdng bo.

-l
I



UBND
i-cap xa

Buric 2

T
hqp

OTIu

kh6ng
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nhin".

+'l'rutrng hqp h6 so dAy dn, hop 10, trang
thei h6 so tr€n C6ng dich vu c6ng ld
"Duqc ti6p nhdn", "YCu ciu thuc hi0n
nghia vu thi chinh". Phin mdm se c6p

rn6t Mi so ho su truc tuyin cho nguoi
vgu cau.

- lluong. dan ngtrtri yEu ciu thanlr rudn
phi. 16 phi: ThUc hi6n thanh toiin truc: ,.:
tuyen (('ong dich ru cong phai cung ciip
chr.?c ndng thanh tohn phi qua m6i trutmg
rnang).

- I,,wga1- sau khi nhAn ducrc ph(. lC phi
ddng ky lai khai sinh. Bo phan tiip rrhan

va tra ket qud ti6p nhAn h6 so, grti thong
brio "Dang xri I!" vd ngdy hen tri k6t, ^|qua qua Cong dich vu c6ng. cong ddn co

th0 kiem tra tinlr trang xrr ly ho str khi
dang nhap vao Cong dich vu cong. D6ng
thoi. trang thai ho sry lrdrr C6ng tlich vu
c6ng Id ''Dang xu lii".

- Chuy6n h6 so den C6ng chuc tu ph6p-

hd tich.

Xu li,' h6 so, b6o ciio Ldnh dao UBND c6p xd 03

C6ng chtic
tu ph6p -
h6 tich

+ThAm tra hd so.
, ,i I ,l* truong nup flo su can bo sung. hoan

thi6n hodc khong du didu ki0n girii qul 3r.

- H6 so dA ti0p nhAn;

- Vdn bdn biio ciio (n6u 16

co sd ph6p l,'i li6n quan;

03

t

l-



xac

minh
phai tt ch6i thi gti thdng biio r,6 tinh

trang h6 so toi 86 phdn titip nhdn vd tri
k6t qui d6 th6ng b6o cho nguoi nQp h6

so (kdm vdn bdn hu6ng din. n€u rd ty
do, n6i dung b6 sung...) - thuc hiQn lai

budc l.
+N€u h6 so ddy dt, ho-p lQ, tlfng quy

dinh. truong hoo ti6p nhdn ho so ddng k-

lai khai sinh thco hinh thuc lruc tiep: Du
thio k6t qud giai quy€t, biio ciio Ldnh
d4o UBND c6p xd xem xdt, phC duy6t.

'fruong hqp ti€p nhan hii so dang kj lai
khai sinh theo hinh thLrc lruc tuyin. cong

chuc tu phrip - h6 tich gui lai hi6u miu
Gidy khai sinh di6n tt voi thong tin ddr du

l.
cho nguoi y€u cdu qua tiu dien ht hoac

thi6t bi s6.

Nguoi yeu ciu co trech nhi€m ki€m tra
tinh chinh xdc. dAy dri cta cdc thdng tin

^ ..i : ^.:trin bi6u mdu Gidv khri sinh dicn tu va

xdc nhAn (t6i da mdt ngdy).

NEu nguoi c6 y6u cAu xdc nhin th6ng tin
<Ia th6ng nh6t, diy drl hoqc kh6ng c6

phan h6i sau thdi han y€u ciu thi c6ng

chric tu ph6p - h0 tich in "Gi6y khai

sinh". trinh Ldnh dao UBND cip xd xem

x6t, ph6 duyQt.

2l
k6t qua ki6rn tra ho scr: 1
..i ,: :
l(len de xuat );

- Du thio GiAy khai sinh

@nn chinh), bin sao GiSy

khai sinh (n6u c6ng dAn

co yeu cau ): lTteu mau

theo Th6ng ltr td
04/2020/TT-BTP cua Bo

tru6'ng Bo Ttt phlip.
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Truirng C6ng chuc
tu phip -

h6 tich:

- C6ng chuc ru phdp - h6 tich:

+l hAm tra hd so.
.: : .'+ lruong hup ho su cin bo sune. hoan

thiQn hoac kh6ng dt di6u ki€n giAi quy6t,
. ,:. .plrui tu choi rhi glri Lhong bao r0 tinh

trrng hir so tui Bo phin tiip nhan va trc
k6t qua dC th6ng biio cho nguoi n6p h6
so (kcm vdn bdn hucrng dAn. ndu ro ly
do. n6i dung b6 sung...) - thuc hiOn lai
buoc l.
+ Du thdo vf,n bdn x6c minh; du thio
Phiju xin l6i r i hen lai ngay tra ki.r qua
(n6u c6). Biio ciio l-dnh dao UBND c6p

xa xem xdr, pho duyet.

- Ldnh dao UBND cAp xa: Ky vin bdn
,ixac mrnh cltu) Cn vAn thu dong dAu:

- Vdn thu: D6ng dAu viin biin xac minh
vti gui cric co quan. dcrn vi li0n quan.

- H6 so dd ti6p nhAn:

- Vdn bdn x6c minh.
h phriigp

inhm
dadnh

xI.
LIBND cAp

oL

Vdn thu

02 Dung
tinh chtv

t(et qur
x6c

minh:

khong
quf 20

ngay-
( Sau

thoi han

20 ngdy
._lke tu
ngr'r1, grri

vin bl,n

yeu cau

xic
minh
mir

khOng

nhin
duoc
vln biin
trA ldi,
thi co
quan

dang k1

ho tich
titlp tuc
gini
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quyet ho

sc, lheo

qu.v

dinh )

C6ng chuc
tu phap-hQ

tich

- 116 so da ti6p nh4n;

- Van ban xdc minh:

- VIn bdn biio cdo (nOtt 16

ccr so phrip ly [i6n quan;
. : - ..: . :
Ket qua krem tra ho so: )'
ki6n dd xuAt);

- Du thdo GiAy khai sinh

(bin chinh), bin sao Gi6y,:
khar srnh (neu cong dan

co y6u ciru): Biiu miu.

theo Thong ltr so

04/2020/TT-BTP cua 86
tnrong BQ Tu phap

0lTdng hoo k6t qud x6c minh. N6u hd scr

diy dt, hcr-p IQ. dung qu1, dinh. trudng
hqp ti6p nhan h6 scr ddng k1r lai khai sinh

theo hinh thuc truc tiep: Du thao ket qua

giai quy€r. bdo cdo Linh dao UBND cip
xE xem xdt, ph€ duygt.

Trudng hqp ti6p nhan hd so ddng lcj lAi

khai sinh theo hinh thric truc tuyOn, c6ng

chric hr phap - h9 tich gti lai bi6u m5u

Gi51' khai sinh di6n tu voi th6ng tin dAy du
:.

cho nguoi ydu cdu qua thu dien tt hoac

thi6t bi s6.

Ngudi y€u cAu c6 triich nhi€m ki6m tra

tinh chinh xdc, diy dt cta c6c th6ng tin
trOn biOu miu GiAy khai sinh diQn tt vd

x6c nhAn (t6i da mQt ngdy).
-.: ^ :
Neu nguoi co yeu cdu xdc nhin thong tin
da th6ng nfr6t, aiy dri hoqc kh6ng co

phan hoi sau thoi han ydu cdu thi c6ng

chr?c tu phep - hQ tich in "Ci6y khai

sinh", trinh Ldnh dao UBND cAp xd xem

x6t. ph6 duyQt

0lUBND Bufc 3 I Ky duydt ket quA gidi quy€t vd cltrng dau
l
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1.1 K

qu)'ct

D6ng
diu

LInh dacr

UBND
t_

cap xa

Vdn thu

86 phan

Ti6p nhin
. '.,.:vll lra krt

qua.

Ky Cial' khai sinh (ban chinh). bzin sao

Cidy khai sinh (neu cung dAn cir yeu cau)

Dong ddLu vd chuy6n k6r quA cho C6ng
chric tu phdp - h6 tich

- Ghi ndi dung khai sinh viio 56 dang ky
khai sinh vd ctrng ngudi y€u cAu ddng k!
khai sinh k! t€n vdo 56.

- Luu h6 so vd chuy0n k6t qud d5n
phan Ti0p nhAn vd Trd k€t qud.

Tri k6t quA cho c6ng ddn

Giiv khai sinh (ban

chinh), bdn sao GiAy khai.,.;
slnh (neu eultLl iJan eo \cl-L

Gi6y khai sinh (bin
chinh), bAn sao Giil,khai.' ;
srnn (neu cong dan co yeu
cAu)

- 56 ddng kj khai sinh
(Bi€u mdu ban hdnh theo

Thong tu ta OUZOZOtff-
BTP cua 86 ttfing 86 ht
phdp);

- Ci6y khai sinh (bzin

chinh), bAn sao Gi6y khai..,;
srnn (neu cong dan co yeu

ciu).

- Gi6y khai sinh (bAn

chinh). bdn sao Gi6y khai
..,i

slnh (ncu cong dan co ycu
cAu);

- Bdn di€n ti Gidlt khai
sinh (Ban di€n ti' sd ttr-. ),.,aong 81fl ve Kho quan ly

0.75
du1,0t

tict q L a

a oAu)

)., 0,25

IJBND
cap xa

Bu'rlc 4 Ghi

S6

vao

h6

C6ng
chric 1u

phhp - hd

tich

0,5

tich

B6

UBND t6tTBrr<ic 5

qua

ar
cap xa

cijr xe 
I

I

0
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d{i li€u cia ca nh.an/dio

chi tht diin ni/rhiet bi
:,,.-

so/dten thoot cua ngt(lL
yAu cau sau khi dd hodn

: .,lal lhu tuc dang W lot

kltai sinh tai co quan

diing lai h6 Iich).

llo srr duoc luu trfi tai UBND cdp xd thco qu1, <linh hi0n hirnh. hao gonr:

- H6 so di ri6p nhdn theo TTHC dd cirng b6:

- Ban chup giil to cua nguoi y€u ciu ding ky hq rich xuet trinh (do nguoi ti6p rrhdn ho so thuc hi6n sao chup di lrru ho so tltco qrrl ,lirrlr
tai khoin 3 Di6u 3 Thong tu sd 04/20201TT-BTP ngiy 281512020 cta Bo trudng BQ Tu phrip Quy dinh ch.i ti6t thi hanh rn6t so dieu ctra

Luit h0 tich va Nghi dinh s6 123/2015/ND-CP ngdy 15 thring l1 ndm 2015 cria Chinh phti quy dinh chiti€t m6t s6 dieu vd bi6n phap thi
hdnh Ludt htr tich). Truong hqp cdc th6ng tin trong cic gi6y to niy dE c6 trong Co sd dir li6u qudc gia v6 ddn cu (CSDLQGVDC), Co sct

dir li6u hQ tich di€n tt (CSDLHTDT). duqc hQ th6ng tli€n tg dqng thi kh6ng phdi xuAt trinh (theo hinh thuc truc ti6p) hodc tAi ldn (theo

hinh thric truc tuy6n);

- Vin bdn bdo cdo Linh ilao UBND c6p xi;
- Bin chup k6t quA TTHC;

- Vdn bdn th6ng brio viQc dAng ky h6 tich cl6n co quan li6n quan (d6i voi truong hqp phii thdng brio theo quy dinh cta Luit H6 tich va czic vdn barr

quy dinh chi ti€t thi hdnh).

14. Thn tgc rling k1i khai sinh cho ngrcri tlii c6 hd so, gi6y to ci nhin: (Mi s6 TTIIC, 1.004772)

- Ma s6 quy trinh thi tuc hirnh chinh: 1.004772

- Thoi han girii quy6t: 05 ngriy ldm viQc. Truong hqp phrii c6 vdn bin xdc minh thi thoi han giai quyet khong qui 25 ngay

Th0i
gian ichrl

(trgiy)
Bi6u mfru/kdt quiN6i dung c6ng viQc thuc hi6n

Co quan,
don vi

Budc
thrlc
hiQn

TGn

brti'c
thg'c

hi6n

Trich
nhi0m

thuc hi6n

Gh



UBNI)
cnl) xa

l]u'6 c I T cp BO phan
.; . ^tren nhan

vd rra k6t
qui

2t6

a. Nop h6 sn trtrc tiAp:

- Xem xdt. ki6rn tra tinh hgp 10 cta h6 so:
. .;.' Iru<rng hm ho so chrra da1 dt: cong

chuc ti6p nhdn h6 so hu(mg dAn dC c6ng
dAn b6 sung h6 so vti in Phi6u yOu c6u bo..^ . :
sung. hoan thten ho so,

+]-rudng hqp h6 so kh6ng chlng quy dinh:
in Phi6u tu ch6i giei quy6t h6 so;

+ Trudng htrp h6 so day riu, hop le : 'l'iOp

nhdn vd nhdp th6ng tin Li5p nhAn hO so
vdo Phdn mdm M6t cua; in Gi6y ti6p nhAn

h6 so vi trd k6t qua cho nguoi ydu cAu;

thuc hien so hou tsao chup. clruvin rhinh
tdi li€u di6n tu tren hC tht)ng th6ng tin, co

.,, i.
so dir lriu) va ky so vdo tiri lieu. ho so.

- Chuy6n hd str d6n Cdng chric tu phlp-h6
tich.

b NQp hi s(r truc tuyen;

- Sau khi nhAn cluoc thdng b6o c6 h6 so
y6u cAu dang ky khai sinh cho ngudi dd co
, : .,1 .
hO so. gidy td c6 nhAn gti tren Cong dich
vu c6ng, c6ng chuc ti6p nhAn h6 so titip
nhqn, ki6m tra tinh chinh xiic, day dri,

thdng nhdt, hqp 16 cua hd so:

+ Trudng hop h6 so chua diy dri, chua
hop l€, BO phdn ti6p nhan vd trA ki5t quA

gti thong bdr-r huung din bo sung. hoan

- Phi6u y6u cdu b6 sung

hodn thiin hO so 1M& so

02 ban hanh kdm theo
Thong rt s,;Ot 2Ul8TT-
VPCP ngdt, 23/ I I /20 I 8);

- Phi6u tu ch6i ti6p nhAn

giAi quy6t hd so (Miu st5 0S

ban hdnh kim theo Thong
tu' ti tt1 .21115177 -

VPCP nga,- 2 3./ I 1 /20 I 8).

- Gidy ti0p nhAn h6 so vt)

hen trd k6t qud (Miu s6 0t
ban hdnh kdm theo Th6ng
ta t6 nt,2otB,TT-
VPCP ngdy 23/l )/2018);

- Hd so theo tht tuc hi)nh
chinh da c6ng b6.

nhin 1

(yS

50
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thien ho so qua COng dich'"'u c6ng, corrg
.. . ,] . ':d6n co thc kiem lra tinh trang xu l! ho scr

khi dang nhdp r,iro C6ng dich vu cong.
Trang th6i hd so tr6n C6ng dich vu c6ng

: .: .: .,li "Ydu ciu bd sung gidy td".

+ Truong ho. p hd so bi tt ch6i, BQ phfn
.r , ^ . . . ,lti€p nhdn vd tri kdt qud gui th6ng biio tt

ctrOi titip nhin h6 so qua c6ng C6ng dich
,^ . .: 'vu cong. cong ddn co th€ kiem tra tinh

trang xt l! h6 so khi ddng nhdp vio C6ng
dich vu cdng. Trang thrii h6 so trdn C6ng
dich vu c6ng li "Kh6ng duqc ti6p nhan".

+ Truong hqp hO so diy dt, hqp l€, trang
thei h6 so fien C6ng dich vu c6ng ld
^ .,."Duoc ti6p nl6n". "Yeu cdu thuc hien

nghia vu tdi chinh". Phin m6m sE cAp rn6t
Va sO h6 so truc tuy6n cho nguoi y6u ciu.

- Hucmg din nguoi y6u cAu thanh toan

phi, lQ phi: Thuc hien thanh toiin truc
tuy6n (C6ng dich vu c6ng phii 

"ung "6p
chuc ndng thanh toin phi qua m6i truong
mang).

- Ngay sau khi nhdn duoc phi. lQ phi dAng

ky khai sinh cho ngudi dE c6 hd so, giAy

to ci nhrin, BQ phan ti6p nh6.n vd tra k6t

qui ti€p nhdn hd so, giri th6ng biio "Dang
;xt ly" v?r ngdy hen trA ket qud qua Cong

dich vu cong. cong dan co thd ki6m tra
tinh trang xr:r lf h6 so khi cldng nhdp vdo
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C6ng dich vu cong. D6ng thoi. trang thiii
h6 so trOn C6ng dich vu c6ng li ''Dang xt
ri''
- Chuy6n ho so d6n C6ng chuc tu phhp-h6
tich.

-Thdm tra h6 so.

-Trucmg hop ho sry can bo sung. hoen
thi€n hodc kh6ng dLi didu kiOn gini quy6t,
phai tt chOi tni gui th6ng b6o vd tinh
trang h6 so tdi BO phAn tiilp nhdn vd trd
t6t qua Ae th6ng b6o cho ngudi n6p h6 so
(kern vdn biin huimg din, n€u rd Iy do. n6i
dung b6 sung. . . ) - thuc hiOn lai buoc L

+N0u h6 so dA1, dt, hop l€, rlirng quy clinh,
.i . ^ I

trucrne hgp ti€p nhdn ho so tJang kj khai
sinh theo hinh thuc truc ti6p: DU thdo k6t; ,,qua gra i quyet. bdo cio Ldnh dlr-r UBND
cAp xd xcm xdt, ph6 duyet.

. .:
I rLrrnru hup tiep rtlrin hi, su ding kr Urui

sinh theo hinh thfc truc tuyen, c6ng chuc tu
phrip - h6 tich gui lai bi6u miu GiAy khai
sinh rli€n tu voi th6ng tin day dt cho nguoi

-lyeu cdu qua thu dien nl hodc ttri6t bi s6.

Nguoi y6u ciu c6 trrich nhi€m ki6m tra

Truirng
hqp
kh6ng
xdc

rr-r inlr

C6ng chuc
tu phdp -

hQ tich

- H6 so da ti(ip nhAnr

- Vdn bin b6o c6o (nOu 16

co sd ph6p ly li€n quan; k6t
" ,.i . : ,.:qua Klem tra no so; y Klcn

d0 xu6t);

- Du thio GiAy khai sinh
(bAn chinh): trrin sao Giiv
khai sinh (ncu uorrc din cu
^:yeu Cau): lJt(u muu Ilt(o

Thong tr so A1/20)0/TT-
BTP cia 86 trtrctng Bo Tr
phdp.

0l

03



tinh chinh xiic, clAy dt cta c5,c th6ng tin
trdn bi€u m5u Gi6y khai sinh di€n tt vd

xiic nhdn (t6i da m6t ngay).
--: ^ :Neu ngudi co yeu cdu xdc nhdn thong tin
da th6ng ntrit, aiy chi hodc kh6ng c6 phdn

hdi sau thdi han y€u cAu thi c6ng chfc tu
ph6p - h6 tich in "Gi6y khai sinh", trinh
Ldnh dao TIBND c6p xd xem xdt, ph€

duy6t.

- C6ng chric tu phep-h6 tich:

+ThAm tra hd so.

'Trucrng hop h6 so c6n b6 sung. hodn

thien hodc khong du didu kien giai quyet.

phdi tir chOi tni gui thont hdo vd tinh.:
tranq h6 so toi Bo phan tii'p nhdn ra tra

ket qua dd thong biio cho nguoi nQp ho so
(kem van bin huong d5n, n0u rd l! do, n6i
dung b6 sung...) - thuc hiQn lqi buoc l.
+ DU thdo vdn bin x6c minh; du thio
Phi6u xin t5i va hen l4i ngdy trd k6t qui
(n€u co). 86o cdo Ldnh dao UBND cip xa

xem xdt, phd duy6t.

- Ldnh tlao UBND c6p x5: Ky vdn bin x6c
minh chuy6n vdn thu clong ddul

- Vdn thu: D6ng dAu vdn bin xilc minh vd
gti c6c co quan. don vi li6n quan.

2t9

Trunng
hqp phni

xiic
minh

C6ng

chric tu
phdp-hQ

tich;

Ldnh dao

TJBND
;_

cap xa;

Vdn thu.

Dung
tinh chri
ttit qua

x6c

minh:
khfrng

qui l0
ngd).
(S au

thoi han

20 ngil'.:ke trr

ngirl gti
vdn ban
^:.yeu cau

x6c

rninh

nta

kh6n-e

- FI6 so cld tiOp nhin;

- Vdn biin x6c minh.

02
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+ Tong hop kOt qu6 xiic minh.

+ N6u h6 str dAy dt, hqp 16. dring quy
dinh. truong hqp tiep nhdn ho so dang ky
khai sinh theo hinh thuc truc tiep: Du rhdo
,: i ,.ket qud gidi quyet. bdo c6o Ldnh dao
UBND c6p xi xem x61, ph6 duy6t.

Trucrng hqp tiep nhdn hd so cldng k! khai
sinh theo hinh thuc ruc uy6n, c6ng ch[rc nr
phdp - h6 tich gui lai bi€u mhu Gi6y khai
sinh di6n tr? vcri th6ng tin ddy dt cho nguoi
y6u cAu qua thu di6n n-r hodc thi0t bi s6.

^:.Nguui 16u eiu co trdeh nhi6m ki0rrr tra
tinh chinh xhc. dil dri cira c6c thr3ng tin

^ ,.,1 : -..:tren bieu miLr C iiv khai sinh dien rLr vir

- 116 so di tiOp nhAn,

- Vin ban xiic minh;

- Vf,n bAn b6o ciio (nOu 16

co so phiip lj' lien quan: kct
qu6 ki6m ra h6 so; 1i kiOn
.:. I

d!- xuat);

- Du thdo CiiAy khai sinh
(bdn chinh); ban sao Gi6y
khai sinh (n6u. c6ng_dAn co

1'eu cdu): Bi€u mau theo 
1

Thong tu so 04/2020/TT-
BTP cua 86 trtrcrng 86 Ta
phap.

nhAn

d rrtrc

vin ban

tri ldi,
thi c0
quan

ddng k!
h6 tich
tielp tlrc
giai

: ,lquyet no
so theo
quy

dinh)

C6ng

chuc tu
phdp-ho

tich

0t
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xdc nhdn (t6i da mdt ngay)

N6u ngudi co y€u cdu xilc nhdn th6ng tin
da th6ng nfr6t, aAy dt hoac kh6ng co phin
hoi sau thoi han viu cdu lhi cong chuc lu
phep - hQ tich in "Gidy khai sinh". trinh
Ldnh dao tiBND cAp xd xem x6t, ph€

duyCt.

UBND
;-cap xa

Bu6c 3

3.1 0.7-5Ki
duyQt

k6t qud

giAi

quyet

GiSy khai sinh (han chinh):
bAn sao GiAy khai sinh (n6u

-.

cong oan co yeu cau )

- 56 deng ky khai sinh

(Biiu mdu ban hdnh theo

Thong rv t,j 0,tt2020trr-
BTP cia 86 trtrnng 86 Trr

ptuip);

- GiSy khai sinh @an
chinh). ban sao Ciiy khai
..:

slnh (neu cong dan co yeu

0.25

0.5

0l

Lanh dao

UBND
:-

cap xa

Ky duyQt k6t qui gidi quy6t ,rd dong diu

Ky Giay khai sinh (ban chinh). ban sao

Ciiy khai sinh (ndu c6ng ddn co yeu ciu)

3.2 E6ng
d6u

Vdn thu Dong dAu vd chuy6n k6t qua cho C6ng
chfc tu ph6p - hQ tich

Gidy khai sinh (ban chinh).

bin sao Gi6y khai sinh (n6u
l.

cong dan co yeu cau.)

Buric 4UBND
;-

cap xa
Ghi vdo

s6 ho

tich

Cdng

chric tu
phep - hQ

tich

- Ghi nQi dung khai sinh viro 56 ddng k!
khai sinh vd cung nguoi yeu ciu dAng ky
khai sinh ky t6n vio 56.

- Luu h6 so va chuy€n kdt qui d€n B0
phqn Tii;p nh6n va Tra k6t qud.
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ciu)

lluri'c 5 l'ra kdt qui cho c6ng dAn - Ciar kJrai :irrlr ibirn
chinh), ban sao (ii6y klai.,,;
Srnn (neu cong dan c0 \ cu

cAu);

- Bdn didn ri Oiay khai
sinh (Ban diAn ti sO ttr
aung 8t ve f hu tluL t l).Llt(
liAu cua ca nhtln/dia t ltt
thu di€n t*hhiAt bi s6/diAn

:lnoot cua nguot veu cou
sau khi dd hodn rat tlfi ruc
ddng lcj, lqi khai sinh tai co
quan ddng lq hA tich)

so duoc luu trui tai UBND cAp xd theo qui, dinh hi6n hdnh, bao g6m

0 so da ti6p nhdn theo ll'HC da c6ng b6;

- tlrin chup giiy to cria nguoi ydu cAu rldng kj hd tich xu6t trinh (do nguoi ti6p nhdn hd so thuc hi€n sao chup d0 luu h6 so theo quy clinh
Lai khoan 3 Dieu 3 Th6ng tu sO O+l:020flT-Bl'P ngdy 281512020 c[ia 86 tru&ng 86 Tu phdp Quy dinh chi ti6t rhi hirnh m6t s6 didu cua
l.uiL h6 tich va Nghi dinh s6 I2312015/ND-CP ngdy l5 th6ng 1l ndm 2015 cria Chinh phu quy tlinh chi riir m6r sO <li6u va biQn phdp thi
hinlr Ludt liO Lich). l ruirng hop cac thong tin trong cdc gidy to ndy dh cii trong Ccr sty dfr' liQu qudc gia v0 clan cu (CSI)LQCVDC), Co so
dt lieu hu tieh dien tu TL SDLHTDT). dutrc lri Llrung dierr tu dong thi khong phii ruir trinh (thco hinh rhuc rrue riep) huac tai lin ltheo
hinh thuc truc tu1,0n):

- Virn ban bao cao LEnh dao UBND cAp xd;

- Biin chup kcr quA TTHC:

r.IrND
ca I) xa

rT
quii

k0r Il0 phAn
.... i
I lep nnan

vil 'l ra k6t

0

qua

1

- tl

l

- Van biin thong bao vitc dang kj h6 tich d6n co quan li6n qutn (doi voi truong hqp phai th6ng bdo theo quy dinh cua [-udt H6 tich va ciic van bdut
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quy dinh chi ti6t thi hdnh).

15. Th'i tuc dlng kf lai k6t h6n (Ma s6 TTHC: 1.004746)

- Ma str quy tririh thrl tuc hdnh chinh: | .0047 46

- Thoi han giii quy'ct: 05 ng?ry lam vi0c: truong hon phii xdc rninh thi thoi han giii quydt kh6ng qu6 25 ngAl'

Thdi
gian

(ngiy)

0

Chi chti

l

UBND
;-

cap xa

Titip
nhan hd

SO

Bq
.t

tlep
vd tri
qua

phdn

nhan

t<rit

Buric I a. NQp hd so trtrc ti4p:

- Xem xet, ki6m tra tinh hqp lQ cta h6

- Phi6u y6u ciu b6 sung,

hoin thi6n htt s<t (Ua" s6 0l
ban hdnh kim theo Th6ng ttt
tA 0tOOtStff-VfCf ngo.v

23/t 1/201 8);

- Phi6u tu ctrOi tltlp nh4n gidi

quytit trO so (Mdu .t6 03 bo,
hdnh kbnt lheo Th6n,q ttr

s6 o t tzo t atrr-v PC P ngdy

23/t1/2018)

- Ulay tlep nnall n() s0 \ a

hen tri k6t ryit (Miu s6 01

ban hdnh kim theo Th6ng tu
sA 0 t t2O I 8/ff-VPCP ngdy

23/t t/20tB);

- H6 so theo thu tuc hirnh

chinh dd c6ng btr.

5

SO:

+ TrutmB hqp hd so chua dAy dt:
cong chuc ti6p nh{n hd so hudng ddn
.: ^ ,^ , ; , :

d€ c6ng ddn b6 sung h6 so v?r in Phieu

ydu cAu b6 sung, ho?rn thi6n hd srv;

+ Truong hqp ho so kh6ng dtng quy

dinh: in Phi6u tu ctrOi giai qry6t tO
SO;

+ Truong hqp h6 so diy dri, hqp 16:

Tiilp nhfn vd nh4p th6ng tin ti6p nh4n

ho so vdo PhAn mdm MQt cua: in Gi6y
.: , ^ . :ti6p nlrin ho so ra rra kCl qua cho

ngu<ri y€u c6ru: thuc hien sir hoa (sao

chup, chuy6n thdnh tai liQu dien tu
tr6n hQ th6ng th6ng tin, co sd dt tiOu)

va kj s6 vdo tii liqu, hd so.

Bi6u miu/k6t quiCo quan,
tlo'n vi

Buric
thuc
hi6n

NQi dung c6ng viQc thr5c hiQn

TGn

buri'c

thgc
hi6n

Trich
nhiQm

thuc hi6n
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- Chuy0n h6 so den C6ng ch[rc tu
phdp-h6 tich.

:l
D. lyop ho So truc luyen;

- Sau khi nhdn duoc th6ng brio c6 h6
":so reu cdu ddng ki lai ket hon gui

tr0n C6ng dich vu c6ng, cdng chric
tiep nhdn lrrt so tiip nh6n. kiem trir
tinh chinh xi1c. di1. dir. th6ng nhit.
hqp lt cua hO so:

+ Trudng hcrp h6 so chua dAy du.
chua hqp 16. 86 phrin tiOp nhAn vd tra
k6t qud gti thdng b6o hudng dln bo

. .^ . i
sung. hodn thien ho so qua C ong dich
vu cdng. c6ng ddn c6 thi kiirn tra tinh
trang xu lli hO so khi dang nhAp vio
C6ng dich vu c6ng. Trang thiii h6 so
tr0n Cdng dich vu c6ng ta "Y€u cdu
. i .: ..-
Do sung glay to' .

+ Trudng hqp hd so bi n-r ctrOl, gO

phAn ti6p nh6n vd trA k6t quA gti
thong bdo tu,jhoi ri6p nhdn ho su qua

c6ng C6ng dich vu c6ng, c6ng ddn c6
th€ kiem tra tinh trang xri l1i h6 so khi
ddng nhdp vdo C6ng dich vu c6ng.
Trang thdi h6 so tr0n C6ng dich vu
c6ng ld "Kh6ng rluoc ti6p nhdn".

+ Trucrng hop h6 so ddy du, hoo Ie,

trang th6i h6 su tren C6ng dich vu
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cdng li "Duoc ti€p nhAn", "Yeu ciu
thgc hi€n nghia vu tai chinh". Phin
mdm sE cip mQt Va sd h6 so truc
tuy6n cho ngudi ydu cdu.

- Huong din ngudi y€u cAu thanh to6n
phi, IQ phi: ThUc hi6n thanh to6n tn-rc

tuy6n (C6ng dich vu c6ng phiri cung

cAp chuc ning thanh toan phi qua m6i
trucrng mang).

- Ngay sau khi nh{n <lugc phi, l0 phi
dang lqi lai k6t h6n, B0 phin ti6p nhdn
. - . : . .:,va lre k€t qud tiep nhan hir so. gti

th6ng bdo "Dang xt I1r'' vd ngdy hen

tra ktit qua qua C6ng dich vu c6ng,

c6ng dAn c6 th6 ki6m tra tinh trang xri
ly ho so khi ddng nhip vdo C6ng dich

- ^lvu cong. Dong thoi. trang thiii h6 so

trOn C6ng dich vu c6ng ld "Dang xri
l),".

- Chuy0n h6 scr d6n Cong chuc tu
phep-hQ t1ch.

03

T-

UBND
i-

cap xa

Buric 2 Xt li hd so, b6o c6o Ldnh dao UBND c6Lp xa

Trudng
hqp

kh6ng
xiic
minh

- H6 so dE ti6p nhAn:

- Du thdo vdn bin b6o ciro

(n€u rd co so phdp ly li6rt

quan; kOt quri ki6m tra hd so;

03Cdng chric
tu phrip -

hd tich
+Truomg hqp h6 so cdn b6 sung, hoirn

thiQn hoflc kh6ng du di0u kiQn giAi

quytit, pnai tu ch6i thi grii th6ng beo

+Thim tra h6 so
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vC tinh trang h6 so t(ri Iil phdn ti0p

nhAn va tra k6t qua c16 ttr6ng biio cho
,inguoi nop ho so (kem vin ban hucrng

ddn. ncu r0 l! do. noi dung br-r sung....1

- thuc hi6n Iai butvc 1.

+N€u h6 str ddy dt, ho. p 16, clring quy
,t , ^drnlr. trutrng hqp tiep nhan ho so dang

k! lai ket hon theo hinh rhuc rruc riep:
Du thio ket qud giai quyet. b6o cdo

Ldnh dao UBND c6p xd xem x6t, ph€

duyQt.

Truong hqp ti6p nhin h6 so ddng k! lai
ket h6n theo hinh thuc truc tuy6n, c6ng
chuc tu phip - h6 rich gui lai bieu m^u
Gi6y chung nhin k6t h6n diOn tu vui
thong tin dAy du eho nguui yiu cAu qua

thu di6n nr hoAc thi6t bi s6.

Ngudi y€u cAu co triich nhierr ki6m
tra tinh chinh xAc, dAy drl cfia ciic

. ^ ..1 : -..:thong th tr6n bi€u rn6u Ciir chung nhen

k6t hOn dien nr rir xac nhdn lroi da mot

ngdv)

--: - ;.
N€u nguoi c6 y€u cau xdc nhAn thong
tin dd th6ng nfr6t. AAy ihi holc kh6ng
co phan hoi sau rhoi han y8u cdu rhi

c6ng chric ru phrip - h6 tich in "Gidy
chring nhAn k0t h6n'', trinh Linh dao

Ldnh clao UBND cAp xd xem xet, phO

y ki0n d6 xudt);

- Du thio GiAy chung nhin
k6t hdn (ban chinh), bdn sacr

Trich luc k6t h6n (n6u cOng

dan co yeu cau): LJteu mau

theo Thong fir tA
04/2020/TT-BTP c a 86
truong Bo Ta phdp.



duyQt

Truong
hqp phai

x ilc

rninh

C6ng chric
tu ph6p-hQ

tich;

Ldnh dao

UBND c6p

xa;

Vdn thu.

22l

- C6ng chuc tu phdp-ho tich

+Th6m tra h6 so-

+Truong hqp h6 so cAn bd sung, hoan

thiQn hoac kh6ng dt didu kiQn gini
quy6t, phai tt ch6i rhi grii th6ng b6o
vd tinh trang h6 so toi Bo phdn ti6p
nhdn v?r tri k6t quA dd th6ng biio cho

.lnguoi nop ho ss (kem vZn hdn hudmg

din. niu rd ly do. noi dung bo sung... )

- thuc hi6n lai buoc L

+ Vdn bAn xdc minh; du thio Phi6u

xin l5i vd hen lai ngiy trA k6t qua (ndu

co). Beo cdo Ldnh d4o UBND cdp xd

xem xdt, ph€ duy6t.

- Ldnh dao UBND cAp xd: Ky vdn bdn

xdc minht

- Vdn thu: D6ng dAu vin biin x6c

minh vi grii ciic co quan, clon vi li€n
quan.

- I{6 so da ti6p nhdn:

- Vin bdn xdc minh.

02 t)tng
tinh cho
kct qua

xric

nr inh.

kh6ng
quii 20

ngiy.
(Sau

thoi han

2{) ne.i1

kc tir
ngar gLii

r'5n han
^:yeu cau

xdc

minh

nra

khong
n hin
duoc
van

tra

thi
qrrarl

dang

l<ri.

ki
tich
tuc

han

c(-v

ho

ti6p
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glill
quy6r ha

so theo

qui
dinh)

C6ng chuc

tu phdp-ho

tich

+ 'l-6ng hqp kOt quh xAc minh.

- Neu h6 su rliy <1[, hop 16, rlung quy

rlinh, trucmg hqp ti6p nhfln h6 so dlng
ky lai ktit h6n theo hinh thric truc ti6p:
Du thao ket qua giii quy6r. bilo cdo

Ldnh dao UBND cdp xd xem xdt, phO

duy0t.

Truong hqp ti6p nhdn h6 so cldng ky lai
k6t h6n theo hinh thuc truc tuy6n, c6ng

chric tu ph6p - h6 tich grii lqi bitiu m6u
^.; , i , ^Gi6y ch&ng nhdn k0t hon di6n tu voi
th6ng tin dAy dt cho nguoi ydu cAu qua

..i , rtllu drcn tu noac thlct bl so-

Nguoi y€u c6u c6 tr6ch nhi0m kidm
tra tinh chinh xdc, dAy du crha cdc

th6ng tin tr0n bi6u mAu GiAy chwrg nh6n

k6t hon dien nr vi xae nhdn itoi da mot

ngev)

N6u nguoi c6 y6u cdu xdc nhdn th6ng
tin dh th6ng ntr6t. aay chi hoac khdng.:-
co phAn hoi sau thui han yeu cdu thi
c6ng chuc nr phrip - ho rich in "Giay

- llo so da ti6p nhdn:

- Vin brin xAo minht

- Du thdo vin ban b6o c6o
(n6u 16 co so ph6p ly ti6n

, i , ..: . Iquanl kel qua lQcm tra ho so;

! ki0n de xuAt)r

- l)u thio Giiy chung nhiin
k6t h6n (bin chinh), bAn sao

Trich tuc k6t h6n (n6u c6ng

dAn c6 yeu cintl: Biiu miu
theo Th6ng ta tii
04/2020/TT-BTP cia 86
rrtrring 86 Tu phip.

(]I



Ky duyQt k6t qun giai quy6t ra dong dAu

229

chrmg nh6n k6t h6n'', trinh Ldnh dao

LInh dao UBND c6p xd xern xet, ph€

duyQt.

Ky GiSy chfng nh6n k6t hdn (bdn

chinh.l. bdn sao frich luc ker hon ineu
:

cong dan co yeu cau)

GiA1, chirng nhAn k6t h6n

(ban chinh). bdn sao Trich
luc kdt hon (ncu cong dAn co
^:yeu cau)

0t

0.75

0.5- 56 ddng ka kel hon (Biel
:,

mou bon hanh lheo I hong lu
tti o,ttzozotrr-BTP cia Bo

trrong 86 Tu phdp).

- Gi6y chung nhdn k6t hon

(bin chinh), bAn sao Trich
luc k6t h6n (n6u c6ng ddn c6
^:yeu cau).

l

0

UBND
A-

cap xa

Bu6c 3

Ky
duyOt
.iKet qua

giai
i

quyet

l I I-5nh dao

UBND c6p

xi

3.2 Dong
ddu

Vdn thu D6ng d6u va chuydn kOt qui cho

C6ng chric tu ph6p - hQ tich
Gidy chfng nhdn k6t h6n

(bAn chinh), birn sao Trich
Iuc kdt h6n (n6u cong ddn co

^1.yeu cau)

n r5

UBND
cap xa

Buric 4 Ghi vdo

s6 ho

tich

- Ldnh d4o

UBND c6p

xa;

- C6ng
chuc tu
phip - hQ

tich.

- Ghi vio 56 tldng lgi kOt h6n, ctng
hai b6n nam nt hj tOn vdo 56; hai bOn

. .i
nam nt cung kj vao gidl chung nhdn

k6t h6n;

- Lru ho so vd chuy€n ket qua d€n BQ
. ^ -.i 

. 
- 

, . ,(phan I lep nhan va I ra Ket qua.

B0 phin
_.:
I lep nhan

vd Trd kdt

Buric 5UBND
i-

cap xa qua

qua

T'ri kCt Tri kdt qud cho c6ng din - Gidy chtmg nhdn k6t hon

(bdn chinh). bin sao Trich. .: -- :
luc ket hon (neu cong dan co

y6u cau):
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- Ban dien ti Trich luc k€t
h6n (Bdn di€n ttr s€ tr d6ng

.1,,,gtrr v? Kno (luon ly d( lett
t ua cd nhdntdio cht thr diin,.: , : ,.^lu'lhtcl bt su/Llt(tt tltoui .'u(t
ngani yAu catt suu klti dij

:_ |toan tol lhu luc Llong h lut
k€t h6n tai co quan dang lcy

h6 rich).

H6 so dutrc luu trt rai UIIND cip xa rheo quy dlnh hi€n hanh, bao g6rn

- ll,', 51' 111i tii'p rrlrirr theu I I I l(' di cirng brt:

- llun clrLrp giri-r tu eua nt.lrrui ,\iu ciu ding ky ho rich xuir trinh trlo nguoi ti6p nlrin ho so thuc hie:n sao chup de luu ho str theo qur tlinh
tai khorin 3 Di0u I t'h6ng tu srt 04120201TT-BTP ngriy 281512020 cta 86 truong BQ 1'u phdp Quy ctinh chi ri0r thi hinh rn6r.O aieu.uu
l.utit h6 tich lii Nghi dinh s6 123120l5A{D-CP ngay l5 thang ll ndm 2015 cta Chinh phu quy dinh chi ti6t m6t sO didu va biQn phrip thi

' hrinh l-uit hd tich). 'l'ruong hgp cdc th6ng tin trong c6c giAy td ndy di c6 trong Cu so dir li6u quoc gia vi ddn cu (CSDLeGVDC), Co sg
dn li€u h0 tich di6n tu (CSDLIITDT), duoc hQ th6ng didn tu dong thi kh6ng phAi xu6t trinh (theo hinh thuc truc ti6p1 hoac rdi len (rheo
hlrrll tlruc true tu) en):

- Van brin biio crio Ldnh dao UBND cdp xd;

- Ban chup ket qua '|THC;

- Viin bdn thOne bao vi6c ddng k! h6 tich d6n co quan li6n quan (d6i voi trusng hqp phAi th6ng bilo theo quy clinh cta Luar H6 tich vd cac vdn ban

, quy dinh chi ti0t thi hdnh)

16. Thri tqc ilSng kf l3i khai tir (Ma s6 TTHC: I.005461)

- Ma s6 qul trinh thu tuc hirnh chinh: I .005461

-'lhoi han giai quy0t: 05 ngdy ldm vi6c. truong hqp cdn xdc minh thi thoi han giAi quy6r kh6ng quri l0 ngdy ldrn vigc

Co quan, I B u'<ic

th uc

b u'rlc Thcri
gix n

chi
ch ri

Trich
nhi6m th uc

t_
tlo n vi hi6n

N6i dung c6ng viQc thuc hi6n Bi6u miu/k6t qu:i
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a N6p hi so trtrc tiAp;

- Xem xet. ki6m tra tinh hop Ie cta ho

SO:

+ Truong hqp hd so chua dAy dri: cdng

chirc ti6p nhAn hd so hunng din d6 c6ng

din b6 sung hd so vi in Phi6u y€u ciu
b6 sung, hoin thiqn h6 so;

+ Trudng ho-p h6 so kh6ng <Ilng quy

clinh: in Phi6u tu chOi giai quy6t h6 so;

+ Trudng hqp h6 so d6y dri, hqp lQ:

-.:Tiep nh4n vd nhip th6ng tin tiep nhdn

ho so viro Phin nrim Mot cua: in Gi6y

ti{!p nhan h6 so vi tri k6t qud cho ngucri

y€u ciu; thgc hi6n s6 h6a (sao chup,

chuy6n thanh tdi liQu diQn tu tr6n h€

thdng th6ng tin, co sd d[ liQu) vn kj s6

vdo tii liQu, hd so.

- Chuy6n tr6 so d€n C6ng chric tu ph6p-

h6 tich.
.: :

b. Nop ho so lruc lltyen;

- Sau khi nhdn ducrc thong bdo co ho so

y€u cAu dang k! lai khai tri grii trdn
^:Cong dich vu cong, cong chuc tiep nh{n

h6 so tiilp nhin, ki6m tra tinh chinh x6c,

diy dt. thong nhdt. hop le cta hd so:

+ Truong hqp ho so chua ddy du. chua

hqp lQ, B0 phin ti6p nhdn vd trA k6t qui

- Phi6u y6u cdu ho sung.

hodn thi6n h6 so (,Vzir .so

02 ban hiinlt kim theo

Thong tt tti 0ltzola/rf-
VPCP ngdy 23/11/2018);

- Phi6u tt ch6i ti6p nhAn: .:. ...: :
gtar quyet no so (Mdu so

03 ban hdnh kdm tlteo

Thong tu sA 0ltl7tttff'
VPCP ngdy 23/ll/20t8).
^.: .: . ^ .: .

- Ulay trep nhan ho so va

hcn trd ket ql,d (Miu sa

0I ban ltdnh kern tlteo

Thong tu tii ollzotatrr-
VPCP ngdy 23/1 1/20t 8);

- Hd so theo tht tuc hirnh

chinh ili cdng b6.

(ngirv)

UBND
i-

cap xa

Burl'c I Bd ph6n titip
nhdn va tra
k6t qud

0.-s

hign

'ti6p nhdn

hd so
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gui th6ng b6o huong dAn b6 sung. hoirn.:thidn ho so qua (-ong dich vu cong.
c6ng dAn c6 thC kiCm tra tinh trang xti l),
lro str khi dang nhip vdo C6ng dich vu
cong. 1'rarrg tlrrii ho so tr6n ('ong dich
vu cong la "Yeu ciu bo sung giiy to".
+ Trudmg hqp h6 so bi tt ctr6i, 86 phAn

ti6p nhfn vd tri kdt qui giri thong b6o tu
chor tr6p nh6n ho so qua cong Cong
dich vu c6ng, c6ng dAn c6 th6 ki6m tra
tinh trang xu ly h6 so khi ddng nhAp viro
C6ng dich vu c6ng. 1'rang thzii h6 so
trdn C6ng dich lt c6ng Id "Kh6ng duoc
ti6p nhdn".

, , i .l' lrucrng hop h6 so ddy du. hqp I1.

trang th6i h6 so tr6n C6ng dich vu cdng
la "I)uoc tiep nlrdn". "Yc.u ciu thue hien
n-qhia vu tii chinh". Phin m0rr se c6p
rncrt Md srr ho ss truc tuy0n cho nguoi
yeu cau.

- Hu6ng din ngudi y6u cAu rhanh toan
phi, l0 phi: Thuc hi€n thanh toen truc: ^:tu1 en (('ong dich vu c6ng phdi cung cdp

chfrc ndng thanh to6n phi qua m6i
trucrng mang).

- Ngay sau khi nh4n duoc phi, l€ phi
ddng hj lai khai tt, B0 ph{n tii5p nhdn
vd trd k6t qui ti6p nh6in h6 so, grii th6ng
b6o "Dang xt lf" vd ngdy hen trd k6t
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qua qua C6ng dich vu c6ng, c6ng dAn

c6 th6 ki6n tra tinh trang xt ly hd so

khi dang nhdp v?ro Cong dich vu cdng.

Ddng thdi, tr4ng thrii hd so tr6n C6ng

dich vu c6ng lA "Dang xri lf".
- Chuyi3n hO so d6n C6ng chuc tu ph6p-

h6 tich.

UBND
i-cap xa

Buric 2 Xri li hd so, b6o ciio Ldnh dao UBND c6p xd

- H6 so dd ti6p nhin;

- Vf,n bin b6o ciio (n6u

16 co sd phAp ly lien

quan; k6t quA ki6m tra ho

so: y ki6n d6 xuit):
- Du thAo frich luc khai

tt (bdn chinh); bdn sao

Trich luc khai tu (n6u
Icong dan co )/eu call):

BiAu mau lheo Thong lt
tti oltzo2otTr-BTP cua

BA mtdng Bq Tr phdp

Trudng
hqp kh6ng
xdc minh

+Thim tra h6 so.

+Trudng hqp ho so cin bd sung, hodn

thi6n hodc kh6ng df.r didu kiQn giai

quy€t, phdi tu choi thi gui thong bao v€

tinh trang htr so t<ii Bo phan ti6p nhdn

vd tra ket qui dd thong b5o cho ngucri

nop ho so (kem vdn bdn huong din, neu

rd lj do, nQi dung b6 sung...) - thuc

hiQn lai bu6c 1.

+N€u h6 so diy di, hqp t6, dring quy

dinh, truong hqp ti6p nhdn h6 so ddng

kr' lqi khai tt theo hinh thuc tryc ti6p:

Du thio k6t quA giAi quy6t, b6o cdo

LInh dao UBND cip x5 xem x6t, ph6

duyQt.

Truong hqp titip nhfln hd so d6ng kj lai

khai tu theo hinh thfc truc ruydn. c6ng

chric h-r ph6p - ho tlch gui lai bi6u mAu

Trich luc k]rai ru diQn nr voi r]rong tin diy

C6ng chric
tu ph6p - h0

tich

03

03

__l



Truong
hqp xiic
minh

C6ng chfc
tu phdp-h6

tich;

L6nh clAo

L.rlln\D c6p

xd:

Van thu

l r+

dfr cho nguni y6u cAu qua thu di€n tt hodc
,.t .. i

mlet bl so.

Nguoi y6u cAu c6 triich nhi6m ki6m ra
tinh chinh xric. dAy di cria c6c th6ng tin
tr6n biriu miu'l'rich luc khai tu di6n nr

. i. ,r a xdc nhdn (roi da rnor ngey).

N6u nguoi c6 y6u cAu x6c nhAn th6ng
tin dd th6ng nh6t, dAy clt hoic kh6ng c6
phan h6i sau thdi han y6u ciiu thi c6ng
ch[rc tu phdp - hQ tich in "Trich luc khai
tu", trinh LzLnh dao I.JBND cdp xd xem
x6t, pho duyer.

- C6ng chric tu phiip-h6 tich:

+l'hAm tra h6 so.

+ lruonB htrp ho so cAn bd sung. hodn
thi6n hodc kh6ng dt di6u kidn giAi
rllr\ct. nhai rU ehoi rhi gtri thone hio ri
tinh trans h6 str toi Bo phdn ti6p nhan
vir tra k6t qua d0 th6ng biio cho ngudi
nop ho so ( kem vdn ban huong din. ncu
ro ly do, n6i dung b6 sung...) - thuc
hi6n lai buoc l

- Dlr thAo vdn bin xdc minh; du thio
Phidu xin loi vu hen lai ngdy tra ker qua
(n6u co). I rinh Ldnh dao UBND cdp xd
xem xdt, ph€ duy6t.

- Ldnh ilao UBND c6p xd kj v5n b6n
x6c minh vd chuy6n vAn thu d6ng ddu;

- H6 so dd ti6p nhin;

- Vdn bdn xiic minh.

02 Dung
tinh
cho k6t

qua

xiic
nr inh:

kh6ng
qud 05

ngey

lam
vi0c



- Vdn thu: D6ng dAu vdn bdn xiic minh
vd gui ciic ctr quan, don vi li0n quan.

cap xa
UBND Buric 3 Ky duydt ket qui giii quy6t v?r d6ng ddu

C6ng chric
tu phap - hQ

tich
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+T6ng hqp k6t qui xdc minh;

+NCu h6 so diy dri, hqp lQ, dfng quy

dinh. trucm3 Irrrp ric1. nlrilt lro scr ding
ka lai khai tt thco lrinh thuc truc tiip:
Du thio ket qua gidi quyer. b6o cdo

Lanh clao UBND c6p xd xem x6t. phe

duyQt.

Trucrng hqp titip nhfn h6 so dang kli lai

khai tr-r theo hinh thuc truc tuy€n. cong

chuc tu phap - hQ tich gui lai bi€u miu
Trich luc khai tt diQn tu vcri th6ng tin diy
tlt cho nguoi y6u ciu qua thu diQn tu ho{c
tfriCt bi s6.

Ngudi y€u cdu c6 tr6ch nhiem ki6m tra
tinh chinh x6c, diy dri cria cdc th6ng tin
tr€n bi6u m5u Trich luc khai tu di6n nr

vi xdc nhdn (tdi da mQt ngny).
--: ^ :
N€u nguoi co ydu cdu xdc nhdn thong

tin dE th6ng nhAt, <IAy dri ho6c kh6ng c6

phnn h6i sau thoi han y6u cdu thi cong

chuc hr phep - hQ tich in "Trich luc khai

tu". hinh Lanh dao UBND c5p xi xem

xdt, phC duyet.

- H6 so dd ti6p nhdn;

- Vdn bdn xdc minh:

- Van hdn b6o cio (n6u

16 co srv phrip I- licn
quan; kdt qud ki6m tra h6...: .;. :
scr; )' klen oe xuat):

- Du thAo Trich luc khai

tu (bAn chinh); bin sao

Trich luc khai tu (n6u
:cong dan c0 \'eu catl):

Biiu mdu theo Thong tr
sii ol/zozolrr-BTP c*a
Bo trrdng BQ ht phap.

0l

0l



i1 Ky duydt
f dt quii
giai quv0t

Ldnh
IJBND
xi

Dong d6u Vdn thu

236

K! Trich luc khai tri (bin chinh);
ban satr I rich luc khai ru tniu cong
ddn co yOu cAu)

D6ng diu vi chuvCn k6t qui cho
('ong clruc tu plrip - ho tich

Trich luc khai tri (bAn chinh);
ban sao -frieh luc khai tu
.;l(neu cong oan co Yr'u cau)

'l'rich luc khai ru (bin chinh):
ban sao frich luc klrai tu
,::(neu cong can co yeu cau)

dao

cap

0 75

32 0.2s I

0UBn*D
i_

cap x,

[-IBND

cap xa

Chi vi<r

56 ho tich

Tri
qua

kCr

C6ng chric
tu phiip - h6
tich

Bu6c { 5

Buoc 5 B6
....:
I lep

vd l'ra
qua.

Phan
nhAn

r6t

- Ghi vAo 56 rldng kj khai tu. cr)ng
ngu<ri di dang kj tai khai ru ki t6n
vdo S5;

- Luu h6 so vd chuy€n kOt qun d6n
86 phQn Ti6p nhrin va Tri k6t qui.

- S0 ddng ky khai [u (Brr;rr
:,mau Dan hanh lltco I hong tu

t6 o,t/zozotrr-BTp cua 86
trtrdng Bo Tu phdp);

- Trich luc khai rt (ben

chinh); bAn sao Trich luc
khai tt (n6u c6ng dAn c6 y€u

:
cau).

- Trich luc khai tri (bin
chinh); brin sao Trich Iuc
khai tt (n6u c6ng dAn c6 y0u
cdu);

- Ban didn rr Trich luc khui
t* (Bdn di€n tt? sd tu dong-. ),,,gtt ve hno quon ly dr tteu
t'io ca nhan Jiu ihi thr diin
lu/thiel bi :i diett tln,ui . trtt
ngudi yAu ciu sau khi dd:,hoon lal thu luc dants Kv lat
khai tu tai co quan ddng lcy

hQ rich)

TrA k6t qui cho c6ng d6n 0



ZJ /

IJd so duoc luu trf tai UBND cap xa theo quy dinh hiQn hinh, bao gom:

- Ho scr dd tiep nhan thco TTIJC da c6ng hol

- Bdn chup gi6y tcr cria ngudi y€u cAu ddng kli h6 tich xuat trinh (do nguoi tidp nhdn hit scr thuc hi6n sao chup d0 luu ho srv thco qLry dinh
tai khodn 3 Di€u 3 Thdng tu so 04/2020/TT-BTP ngdy 281512020 cta BQ trucrng BQ Tu phrip Quy dinh chi tiet thi hanh rnot so di6u cta
Luith6tichvaNghi dinhs6 123/20l5AID-CPngayl5thringllnam20l5ctaChinhphtquydinhchi tidtrnQtsodicurahiinphaprhi
hirnh Ludt h6 tich). Truong hqp ciic th6ng tin trong ciic gidry to ndy dd c6 trong Co so dD li6u qu5c gia vi ddn cu (CSl)LQGVDC). C(r so

dt liQu hQ tich diQn tu (CSDLHTDT). dugc hf thdng dien tg dQng thi khong phii xuit trinh (thco hinh thuc truc ti6p) lrodc tdi lin (lheo

hinh thuc truc tuy6n);

- Van bdn b6o c6o Ldnh dao UBND cAp xd;

- Bin chup k6t qua TTHC;

- VIn bAn th6ng brio vi6c cl6ng ki hg tich d6n co quan li6n quan (doi voi urrong hqp phdi th6ng bdo theo quy tlinh cua I-udt HQ tich va cdc vdn han

quy dinh chi tiet thi hanh).

I

//1 '' .
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