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

TINH THUA THIEN HUE Déc 1ap - Tw do - Hanh phiic
Sé: 203 /Qb-UBND Thira Thién Hué, ngay 16 thang 01 nam 2023
QUYET PINH

Phé duyét quy trinh ndi bd, quy trinh dién tir giai quyét thii tuc hanh
chinh méi ban hanh; tha tuc hanh chinh dwgrc sira doi, bo sung trong linh
vuc hg tich thugc tham quyen glal quyet cua S¢ Tu’ phap/Uy ban nhan
din cap huyén/Uy ban nhan din cép xa

CHU TICH UY BAN NHAN DAN TINH

Can civ Ludt Té chirc chinh quyén dia phwong ngay 19 thang 6 nam 2015;

Can cir Ludt sira doi, bo sung mot s6 dieu cua Ludt Té chire Chinh phu va
Ludt T6 chikc chinh quyén dia phwong ngay 22 thang 11 nam 2019;

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

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

Can cir Quyét dinh sé 3074/0P-UBND ngay 20 thang 12 nam 2022 ciia Uy
ban nhan dan tinh vé Céng bé danh muc thii tuc hanh chinh méi ban hanh; thi
tuc hanh chinh dwoc sira déi, bo sung trong linh viec ho tich thuoc tham quyén
gidi quyét ciia S6 T phdp/Uy ban nhan déan cap huyén/Uy ban nhan dén cdp xa;

Theo dé nghi ciia Gidm déc S¢ Tuw phdp tai To trinh sé6: 0L/TTr-STP ngay
04 thang 01 nam 2023.

QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay 01 quy trinh ndi bo giai quyét
thil tuc hanh chinh (TTHC) m&i ban hanh; 15 quy trinh ndi bo giai quyét TTHC
duoc stra d6i; bd sung trong linh vire Ho tich thudce tham quyén giai quyét cua Uy
ban nhan dan cap huyén; 20 quy trinh ndi bo giai quyét TTHC dugc stra d6i, bo
sung trong linh vuc Ho tich thudc tham quyén giai quyét cia Uy ban nhan dan
cap xa; 01 quy trinh ndi bo giai quyét TTHC duoc stra d6i trong linh vuc Ho tich
tai S& Tu phap/Phong Tu phap/Uy ban nhan déan cip xa (Phdn 1. Danh muc quy
trinh).

Piéu 2. Can cir vao Piéu 1 ctia Quyét dinh nay, giao trach nhiém cho cac
co quan, don vi thuc hi¢n cac cong vi¢c sau:
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1. S& Tu phap, UBND cip huyén, UBND cép x3 c6 trach nhiém thiét lap
quy trinh dién ttr thudc tham quyén giai quyét thu tuc hanh chinh phan viéc cta
don vi minh trén phan mém Hé théng xu 1y mot ctra tap trung tinh Thira Thién
Hué.

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

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

Piéu 4. Chanh Vin phong Uy ban nhéan dan tinh, Giam déc S& Tu phép;
Chu tich UBND cép huyén; Chu tich UBND cép X3 va cac td chirc, ca nhan co lién
quan chiju trach nhiém thi hanh Quyét dinh nay./.

N0’ll;"hé!1-'4 KT. CHU TICH
- Nhu Diéu 4; A "

- Cuc KSTTHC (Vén phong Chinh pht); 7 PHO CHU TICH
- CT, cac PCT UBND tinh;
- Cac PCVP UBND tinh;

- Cong TTOT;

- Luu: VT, KSTT.

Nguyén Thanh Binh



QUY TRINH NOI BQ, QUY TRINH PIEN TUGIAI QUYET THU TUC HANH CHiNH THEO CO CHE
MOT CUA TRONG LINH VU'C HQ TICH THUOC THAM QUYEN GIAI QUYET
CUA SO TU PHAP/UBND CAP HUYEN/UBND CAP XA
(Kém theo Quyét dinh s6 203 /O0P-UBND ngay 16 thang 01 ndm 2023 ciia Chii tich UBND tinh Thira Thién Hué)

Phin I. DANH MUC QUY TRINH

STT Tén Quy trinh _|1Y.[I_a|_ls g Quyét dinh cong bé Danh muc TTHC
| | TTHC MOI BAN HANH, TTHC BUQC SUA POI THUQC THAM QUYEN GIAI QUYET CUA SO TU
PHAP/UY BAN NHAN DAN CAP HUYEN/UY BAN NHAN DAN CAP XA

1 | Thu tuc x4c nhan thong tin ho tich 2.002516 |Quyéct dinh s 3074/QD-UBND ngay 20
thang 12 nam 2022 ctua Uy ban nhéan dan tinh
vé Cong b6 danh muyc thu tyc hanh chinh moi

i <o ) . ban hanh; thu tyc hanh chinh dugc sua doi,
2 Thu tuc cap ban sao Trich luc hé tich 2.000635 |3 sung trong linh vuc ho tich thude thAm
quyén giai quyét ctia So Tu phap/Uy ban

nhan dan cap huyén/Uy ban nhan dan cép x4

Il | THU TUC HANH CHINH THUQC THAM QUYEN GIAI QUYET UY BAN NHAN DAN CAP HUYEN
1 | Thu tyc dang ky khai sinh 6 yéu to nudc ngoai 2.000528 | Quyét dinh so 3074/QD-UBND ngay 20
; - T W S ST G = thang 12 nam 2022 cta Uy ban nhan déan tinh

Thu tuc dang ky két h t 2.000806 \ .

1 e e B BT TIOT 0 yeu 1o MHoe Reod vé Cong bb danh muc thu tuc hanh chinh méi

Thu tyc dang ky khai tir ¢ yéu t6 nudc ngoai 1.001766 | ban hanh; thu tuc hanh chinh dugc sta déi,
Thu tuc dang ky nhan cha, me, con c6 yéu to nudc ) b6 sung trong linh vyc hd tich thude tham
4 ngoai 000779 quyén giai quyét cia So Tu phap/Uy ban

, han da h /Uy ban nhan da
c | Thi tuc dang ky Khai sinh k&t hop dang ky nhan cha, |, oo o nhan dan cap huyén/Uy ban nhan dan cap xa

me, con c0 yéu to nudc ngoai




6 | Thu tuc dang ky giam ho co yéu to nude ngoai 1.001669 | Quyét dinh s6 3074/QD-UBND ngay 20
; < A R e i LA h KK thang 12 nam 2022 cua Uy ban nhéan dan tinh
Thu tuc dang ky cham duat h t : .
7 nggéli e g Ky Chatil Gut glam 0 €0 yeu 1o MO 1 2 000756 | vé Cong bo danh muyc thi tyc hanh chinh méi
: N— . R ban hanh; thu tyc hanh chinh dugc sua doi,
8 Thu tl.l,C th?Y dQ'* cal thh, bd sung thong tin ho 2 000748 bd sung trong linh vyc h¢ tich thudc tham
tich, xac dinh lai dan toc ' quyen giai quyét cia S& Tu phap/Uy ban
Thu tyc ghi vao S6 ho tich viéc két hon cua cong nhén dn cap huyén/Uy ban nhan dan cap xa
9 dan Viét Nam da duoc giai quyet tai co quan c6 2.002189
tham quyen cua nudc ngoali
Thu tuc ghi vao S6 ho tich viéc ly hon, huy Yiéc két
10 | hon cua cong dan Viét Nam da duoc giai quyet tai co | 2.000554
quan ¢6 tham quyén cia nudc ngoai
Thu tuc ghi vao S6 ho tich viée hod tjch khac cua
cong dan Viét Nam da dugc giai quyét tai co quan
11 | c6 tham quyén ctiia nudc ngoai (khai sinh; giam ho; |  2.000547
nhan cha, me, con; xoéc dinh cha, me, con; nudi con
nuoi; khai tr; thay doi ho tich)
12 | Thu tuc dang ky lai khai sinh c6 yéu t6 nuéc ngoai | 2.000522
13 | Thu tuc déng ky khai s.iph co }léu Até nudc ngoai | 1 0no893
cho nguoi da cé ho so, giay to cd nhan
14 | Thu tuc dang ky lai két hon cé yéu to nude ngoai 2.000513
15 | Thu tuc dang ky lai khai tir c6 yéu to nudc ngodi 2.000497
1l | THU TUC HANH CHINH THUQC THAM QUYEN GIAI QUYET CUA UBND CAP XA
1 | Tha tuc dang ky khai sinh 1.001193 | Quyét dinh s6 3074/QD-UBND ngay 20
5 Thi tuc dang ky két hon 1.000894 thang 12 nam 2022 cua Uy ban nhéan dan tinh




3 Thu tuc dang ky nhan cha, me, con 1.001022

4 Thu tuc dang ky khai sinh két hgp dang ky nhéan 1.000689
cha, me, con

S Thu tuc dang ky khai tir 1.000656

6 Thu tuc dang ky khai sinh Iuu dong 1.003583

7 | Thu tuc dang ky két hon luu dong 1.000593

8 Thu tuc dang ky khai tir luvu dong 1.000419

9 Thu tuc dang ky khai sinh c6 yéu to nudc ngoai tai 1.000110
khu vuc bién gidi

10 | Thu tuAc da_ng_ ky két hén co yéu té nude ngoai tai khu 1.000094
vuc bién gidi

11 Thﬁ\ t[uc_déng ky nhAén (_:hg, me, con ¢ yeu t6 nudC | 1 000080
ngoai tai Khu vuc bién gioi

12 | Thu tl:lf: dé_ng ky khai tir c6 yeu t6 nu6c ngoai tai khu | 1 gpag27
vuc bién gioi

13 | Thu tuc dang ky giam ho 1.004837

14 | Thu tuc dang ky cham dut giam ho 1.004845

15 | Tha tyc thay d6i, cai chinh, b6 sung théng tin ho tich | 1.004859

16 | Tha tuc cap Gidy xac nhan tinh trang hon nhan 1.004873

17 | Thu tuc dang ky lai khai sinh 1.004384

18 Th}"l tuc dang ky khai sinh cho ngudi da co ho so, 1.004772
gidy to ¢4 nhan

19 | Thu tyc dang ky lai ket hon 1.004746

20 | Thu tuc dang ky lai khai tir 1.005461

vé Cong bd danh muc thi tuc hanh chinh méi
ban hanh; thu tuc hanh chinh dugc sira doi,
bd sung trong linh vuc ho tich thudc tham
quyén giai quyét cia S¢ Tu phap/Uy ban
nhan dan c4p huyén/Uy ban nhan dan cép xa
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Phan I1. NOI DUNG QUY TRINH NOI BO

I. QUY TRINH NQI BQ, QUY TRINH PIEN TU GIAI QUYET THU TUC HANH CHINH MOI BAN HANH, THU
TUC HANH CHINH PUQC SUA POI THUQC THAM QUYEN GIAI QUYET SO TU PHAP/UBND CAP
HUYEN/UBND CAP XA

1. Xac nhan thong tin ho tich (2.002516)

- Thoi han giai quyét: 03 ngdy. Trudng hop phai kiém tra, xac minh thi thoi han c6 thé kéo dai nhung khong qua 10 ngdy 1am
VIEC.

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

Thir tw
cong viéc

Thoi gian thue

Pon vi/ Ngudi thue hién Noi dung thyc hién hién

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

Trung tdm phuc vy hanh chinh cong | - Truong hop ho so day du, hop 1é: Tiép nhan, cap nhat luu
tinh/Trung tdim Hanh chinh cong | trit hd so dién tir; chuyén can bo thy ly; giri Phiéu tiép nhan
huyén/Bo phan tiép nhan va tra két | hd so va hen tra két qua cho ngudi ndp hd so. Thu 1é phi (néu
qua cip x4 co).

- Truong hop hod so chua day du, khong hop 18: Guri thong
b4o cho nguoi ndp, huéng din bd sung, hoan thién hd so
theo yéu cau.

Buédce 1 04 gid lam viéc

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

- Trong trudong hop can phai tién hanh x&c minh thi Cong | - 15 gio 1am viéc
Budc 2 | Cong chuc giai quyét hd so chtrc tu phap-ho tich tién hanh xac minh - 70 gio 1am viée
- Trudng hop can bd sung, hoan thién ho so, chuyén ngugc | (Xac minh)

vé Bo phan mot ctira (kém van ban hudng dan, néu rd 1y do,
noi dung bo sung...)

Budc 3 | Lanh dao co quan gidi quyét TTHC | Ky phé duyét két qua TTHC., 04 gio 1am viée

. A 1A s . Pong dau, chuyén két qua cho cong chirc tu phap-ho tich o a e
Bude 4 | B phan Van phong hodc Vin ban tir chi da duoc ky duyet theo quy dinh; 05 gig lam vige




Thur tw

R A Pon vi/ Ngudi thuc hién
cong viéc

No6i dung thuc hién

Thoi gian thuc
hién

Cong chuc Tu phép tai Trung tam
Phuc vu hanh chinh cong/UBND cap

Ghi vao s6 ho tich, nguoi di dang ky ky vao Sb. Tra két qua

Buoe 5 huyén/Bo phan tiép nhan va tra két | cho ngudi c6 yéu cau. 0.5 gi lam vige
qua cip x4
- Xuat trinh d6i chiéu hodc ndp ban gidy cac hd so, vin ban
dién tir co yéu cau.
Budce 6 Ngudi ndp hd so - Nop phi tryc tiép hodc thanh toan tryc tuyén theo quy dinh.

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

Tong thoi gian gidi quyét TTHC khong tién
hanh xac minh

24 gitv' 1am viéc

Tong thoi gian gidi quyét TTHC tién hanh xac
minh

80 gio' 1am viéc




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

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

Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Trung tdm phuc vy hanh chinh cong

- Kiém tra, huéng dan, hoan thién thong tin ciia nguoi
nop hd so. X4c nhan hinh thirc nop hd so: Truc tiép/hoéc
truc tuyén/hoaflc qua dich vu buu chinh.

- Truong hop hd so ddy du, hop 18: Tiép nhén, cap nhat

Bude 1 tinh/Trung  tam hanh  chinh , cong luu trix hd so dién tu; chuyén can bo thu ly; gui P‘hiéu 01 gidr 1am viée
huyén/Bo phén ti€p nhan va trd két qua | ti€p nhan ho so va hen tra két qua cho nguodi ndp ho so. :
cap x4 Thu 1é phi (néu co)

- Truong hop hd so chua diy du, khong hop 1¢: Gui
thong bao cho nguoi ndp, hudng dan bo sung, hoan
thién ho so theo yéu cau.
- Xem xét, thAm tra, Xt Iy hd so, du thao két qua giai
N o quyét. (D thdo van ban tir choi, néu ré Iy do). , 04 gidy 1am viéc
Bugc 2 | Cong chuc giai quyét ho so - Truong hop can bd sung, hoan thién ho so, chuyén '
nguoc vé Bo phan mot ctra (kém van ban hudng dan,
néu rd 1y do, ndi dung bd sung...)
Budc 3 | Lanh dao co quan giai quyét TTHC Ky phé duyét két qua TTHC. 02 gio lam viée
Pong dau, chuyén két qua cho cong chirc tu phap-hd
Budc 4 | BO phan Van phong tich hodc Van ban tir chdi di duoc ky duyét theo quy | 0.5 gio lam viéc
dinh;
Cong chirc Tu phap tai Trung tam phuc P ST . L ox QA T 1A
Buge 5 | vu hanh chinh cong/UBND cap huyén/Bo Ghi vao s h tich, ngudi di déng ky ky vao 50.Tra ket 0.5 gio lam vi¢e

phan tiép nhan va tra két qua cap x4

qua cho nguoi co6 yéu cau.




Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Budc 6

Nguoi ndp ho so

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

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

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

Tong thoi gian gidi quyét TTHC

08 gior lam viéc




II. QUY TRINH NOI BQ, QUY TRINH BPIEN TU GIAI QUYET THU TUC HANH CHIiNH THUQC THAM
QUYEN GIAI QUYET UBND CAP HUYEN
1. Pang ky khai sinh c6 yéu t6 nuée ngoai (2.000528)
- Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; trudng hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra
két qua trong ngay 1am viéc tiép theo.

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

:l“hu’ t.l‘f Pon vi/ Ngudi thue hién Noi dung thuc hién Thot slan thye
cong viéc hién

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

- Truong hop ho so day da, hop 18: Tiép nhan, cip nhat
Cong chirc Tu phap tai Trung tdm hanh | luu trit ho so dién tir; chuyén can bo thu 1y; giri Phiéu
chinh cong huyén tiép nhan hd so va hen tra két qua cho ngudi ndp ho so.
Thu 1é phi (néu c0)

- Truong hop hé so chua day du, khong hop 1&: Gui
thong bao cho nguoi ndp, hudng dan bd sung, hoan
thién ho so theo yéu cau.

Bude 1 01 gio lam viéc

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

Budc2 | Chuyén vién Phong Tu phap - Trudng hop can bd sung, hoan thién hd so, chuyén
nguoc vé BO phan mot ctra (kém vin ban huéng dan,
néu rd 1y do, ndi dung bd sung...)

04 gid lam viéc

Budc 3 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 02 gid lam viée
bong dau, chuyén két qua cho cong churc tu phap-hd
Buéc 4 | Bo phan Van phong tich hoac Van ban tur choi da dugc ky duyét theo quy | 0.5 gio lam viée
dinh;
Buée 5 ang cPuc Tu Phap tai Trung tdm hanh Gh71 vao so ho t19h,Ang1{01 di dang ky ky vao So, Tra két 0.5 gics lam viéc
chinh cong huyén qua cho nguoi c6 yéu cau.

Budc 6 Nguodi nop ho so - Xuat trinh d6i chi€éu hodc ndp ban gidy cac hd so, van




Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

ban dién tir c6 yéu cau.

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

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

Tong thoi gian giai quyét TTHC

08 gio' lam viéc




2. Pang ky két hon c6 yéu t6 nwée ngoai (2.000806)
- Thot han giai quyét: 15 ngay
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thur tw
cong viéc

Pon vi/ Nguoi thuce hién

Noi dung thuc hién

Thoi gian thuc
hién

Budce 1

Cong chirc Tu phap tai Trung tAm hanh
chinh cong huyén

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

- Truong hop hd so ddy du, hop 1&: Tiép nhan, cap nhat
luu trir hd so dién tir; chuyén can bd thu ly; gt Phiéu
tiép nhan ho so va hen tra két qua cho ngudi ndp ho so.
Thu 1é phi (néu c0)

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

04 gio lam viéc

Buodc 2

Chuyén vién Phong Tu phap

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

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

80 gid lam vige

Budc 3

Lanh dao Phong Tu phép

Tham dinh, xem xét xac nhan du thao két qua giai quyét
trudce khi trinh Lanh dao UBND ky phé duy¢t két qua

16 gio lam vige

Budc 4

Lanh dao UBND cap huyén

Ky phé duyét két qua TTHC.

14 gio 1am viéc

Budc 5

B0 phéan Van phong

Poéng dau, chuyén két qua cho cong chuc tu phap-hg tich
hodc Vén ban tir chdi da dugce ky duyét theo quy dinh

02 gio 1am viéc

Buoc 6

Chuyén vién Phong Tu phap

Ghi TTHC vao s0 ho tich, nguoi di dang ky ky vao s6 ho
tich va tra két qua TTHC

04 gio lam vige

Budc 8

Nguoi ndp ho so

- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tur c6 yéu cau.
- NOp phi truc tiép hodc thanh todn tryc tuyén theo quy




Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

N¢i dung thuc hién

Thoi gian thuc
hién

dinh.

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

Tong thoi gian giai quyét TTHC

120 gio lam viéc




3. Pang ky khai tir co yéu t6 nwéc ngoai (1.001766)
- Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; trudng hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra
két qua trong ngay 1am viéce tiép theo.

- Quy trinh nd1 bd, quy trinh dién tur:

:l“hu’ t.l’f Pon vi/ Nguoi thuce hién Noi dung thuc hién Thot swan thye
cong viéc hién

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

- Trudng hop ho so day du, hop 1é: Tiép nhan, cap nhat luu trix
ho so dién tir; chuyén can bo thu 1y; giri Phiéu tiép nhan ho sova | 01 gio lam viée
hen tra két qua cho ngudi nop ho so. Thu 1¢ phi (néu co)

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

Cong chac Tu phap tai Trung

Buoe 1 tam hanh chinh cong huyén

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

Budc 2 | Chuyén vién Phong Tu phép - Trudng hop can bo sung, hoan thién ho so, chuyén ngugc vé
Bo phan mot cira (kém vin ban hudng dan, néu rd 1y do, noi
dung bo sung...).

04 gid lam viéc

Budc 3 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 02 gio 1am viée

. A A Nrx . Pong dau, chuyén két qua cho cong chirc Tu phap-ho tich hoic s e
Bude 4 | B phan Van phong Vin ban tir chdi di duge ky duyét theo quy dinh; 05 gitr lam vige

Cong chic Tu phap tai Trung | Ghi vao so ho tich, nguoi di dang ky ky vao S6, Tra két qua cho

Budes5 | 7. A A vioxooa A
tam hanh chinh cong huyén nguoi cO yéu cau.

0.5 gio lam viéc

- Xuat trinh ddi chiéu hodc ndp ban giéy cac ho so, vian ban dién
tlr c6 yéu cau.

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

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




Thur tw
cong viéc

Pon vi/ Nguoi thue hién N¢i dung thuc hién

Thoi gian thuc
hién

Tong thoi gian giai quyét TTHC

08 gio 1am viéc

4. Pang ky nhan cha, me, con c6 yéu t6 nwéc ngoai (2.000779)
- Thoi han gidi quyét: 15 ngay
- Quy trinh nd1 bd, quy trinh dién tur:

Thur tw
cong viéc

Don vi/ Nguoi thue
hién

N¢i dung thuc hién

Thoi gian thuc
hién

Cong chuc Tu phép

- Kiém tra, hudng dan, hoan thién thong tin cuia ngudi ndp ho so. Xéac nhan
hinh thirc ndp ho so: Truc ti€p/hodc truc tuyén/hodc qua dich vu buu chinh.
- Truong hop ho so day du, hop 1¢: Tiép nhan, cap nhat luu trlt ho so dién

Budc1 |tai Trung tam hanh | tu; chuyén c‘én bo thu ly; gt Phiéu tiép nhan hd so va hen tra két qua cho 04 gid lam viéc
chinh cong huyén nguoi nop ho so. Thu 1€ phi (néu co)
- Truong hop hd so chua day du, khong hop 1¢: Gui thong bao cho nguoi
ndp, hudéng din bd sung, hoan thién hd so theo yéu cau.
’ Chuyén vién Phong - ?(en‘l xet;,.thaim tfa,’xu: 1y ho so, du thao két qua giai quyét. (Du thao van 80 gids lam viée
Budc 2 Tu phé ban tir choi, neu‘ro ly do). . 7 .
phap - Truong hop can bo sung, hoan thién ho so, chuyén ngugc vé Bo phan mot
ctra (kém vin ban huéng dan, néu 6 1y do, ndi dung bod sung...).
Bude 3 Lanh dao Phong Tu Tham dinh, xem xét xac nhan du thao két qua giai quyet trude khi trinh 16 gidy 12 o
uoc phap Lanh dao UBND ky phé duyét két qua g10 1am viee
Bude 4 Lany dao UBND cap | Ky phé duyét két qua TTHC. 14 gics 1am viée
huyén
. A 1A s . Pong dau, chuyén két qua cho cong chirc tu phap-ho tich hodc Vin ban tir o Ta
Budc 5 | BO phan Van phong chéi da duoc ky duyét theo quy dinh: 02 gio lam viéc
Budc 6 Chuyeén vién Phong Ghi vao sb ho tich, ky vao S6 ho tich, tra két qua cho nguoi yéu ciu 04 gio lam viéc

Tu phap




Thur tw
cong viéc

Don vi/ Nguoi thue
hién

N¢i dung thuc hién

Thoi gian thuc

hién

Budce 7

- Xuat trinh do6i chiéu hodc ndp ban giay cac ho so, van ban dién tir c6 yéu

cau.
Ngudi ndp ho so

- Nop phi truc tiép hodc thanh toan truc tuyén theo quy dinh.
- Nhan ket qua TTHC theo hinh thire dd déng ky: Tryc ti€p/ hodc qua dich
vu buu chinh cong ich/ hodc tryc tuyén.

Tong thoi gian gidi quyét TTHC

120 gio 1am viéc

5. Ping ky khai sinh két hop ding ky nhan cha, me, con c6 yéu t6 nuéc ngoai (1.001695)
- Thoi han giai quyét: 15 ngay
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thi tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian
thuc hién

Cong chuc Tu phap tai

- Kiém tra, huong dan, hoan thién thong tin cua ngudi ndp ho so. Xéac nhan
hinh thirc ndop ho so: Truc tiép/hodc tryc tuyén/hodc qua dich vu buu chinh.
- Truong hop ho so day du, hop 1€: Tiép nhan, cap nhat luu trir ho so dién

Bude 1 | Trung tdm hanh chinh cong | tir; chuyén can bo thu 1y; gti Phiéu tiép nhan hd so va hen tra két qua cho 04 iglligclam
huyén nguoi nop ho so. Thu 1€ phi (néu co) i
- Truong hop hd so chua day du, khong hop 1¢: Gui thong bao cho ngudi
ndp, hudng dan bd sung, hoan thién ho so theo yéu cau.
- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét. (Dw thdo vin 1
( 80 gio lam
Budc 2 | Chuyén vién Phong Tu phép ban ur choi, neu r6 ly do). viéc
- Truong hop can bd sung, hoan thién hé so, chuyén nguoc vé B0 phan mot i
ctra (kém vin ban huéng dan, néu rd 1y do, ndi dung bod sung.. ).

) N . , Tham dinh, xem xét xac nhan du thao két qua giai quyet trude khi trinh | 16 gio 1am
Buge3 | Lanh dao Phong Tuphdp | 15, 420 UBND ky phé duyét két qua viée
Budc 4 | Lanh dao UBND cap huyén Ky phé duytt ket qua TTHC. 14 gli(gclam

. N A xrx . Pong dau,chuyén két qua cho cong chirc tu phap-ho tich hodc Vin ban tir | 02 gié lam
BugeS | BO phan Vin phong chéi da duoc ky duyét theo quy dinh viéc
Budc 6 | Chuyén vién Phong Tu phap | Ghi vao s6 ho tich, ky vao So6 hd tich, trd két qua cho ngudi yéu cau 04 gio lam




viéc
- ‘Xuét trinh d6i chiéu hoic ndp ban gidy cac ho so, vin ban dién tir c6 yéu
cau.
Bu6c 7 | Ngudi ndp hd so - NOp phi truc tiép hodc thanh toan truc tuyén theo quy dinh.
- Nhan két qua TTHC theo hinh thirc da dang ky: Tryc tiép/ hoac qua dich
vu buu chinh cong ich/ hodc tryc tuyén.
Tong thoi gian giai quyét TTHC 120 gilg’clam

6. Piang ky giam hd c6 yéu to nwée ngoai (1.001669)
- Thoi han giai quyét: 05 ngay lam viéc dbi voi viée dang ky giam ho cir, 03 ngay lam viéc dbi voi viée dang ky giam ho duong

nhién

- Quy trinh ndi by, quy trinh dién tu:

Thi tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thyc hién

Thoi gian thue
hién

Cong chirc Tu phap tai Trung tAm hanh

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

- Truong hop hod so day du, hop 18: Tiép nhan, cip nhat
lwu trit ho so dién tir; chuyén cén bo thy 1j; gui Phiéu

- 04 gio lam viéc
doi véi viée dang
ky gidm ho cu

Bude 1 chinh cong huyén tiép nhan hd so va hen tra két qua cho ngudi nop ho so. | -02 gid lam viéc
Thu 1é phi (néu c0) dbi voi viée dang
- Truong hop hd so chua day du, khong hop 1¢: Gui | ky giam ho duong
thong bao cho nguoi ndp, hudng din bd sung, hoan nhién
thién ho so theo yéu cau.
- 18 gid lam viéc
- Xem xét, tham tra, xir Iy ho so, du thao két qua giai | ddi véi viée dang
Budc2 | Chuyén vién Phong Tu phip quyét. (D thdo vin ban tir chéi, néu ré 1y do). ky giam ho cir;

- Truong hop can bd sung, hoan thién ho so, chuyén
nguoc vé BO phan mét ctra (kém van ban hudng dan,
néu 10 1y do, ndi dung bo sung...).

- 10 gio lam vige
doi vai viée dang
ky gidm hd duong




:l“hu’ t.l’f Pon vi/ Ngwdi thue hién Noi dung thuc hién Thot swan thye
cong viec ’ hién
nhién
- 08 gio lam viéc
d6i véi viéc dang
ky gidm ho cu;
Budc 3 | Lanh dao Phong Tu phap Tham dinh, xem xét xac nhan du thao két qua giai quyét | - 05 gio lam viée
trude khi trinh Lanh dao UBND ky phé duyét két qua dbi voi viée dang
ky gidm ho duong
nhién
- 08 gio lam viée
d6i voi viéc dang
ky giam ho cu;
Budc 4 | Lanh dao UBND cip huyén Ky phé duyét két qua TTHC. - 05 gio 1am viée
d6i véi viéc dang
ky giam ho duong
nhién
. N A e . Pong dau,chuyén két qua cho cong chure tu phap-ho tich o tan
Bu6e S | BO phan Van phong hodic Van ban tir chéi da duoc ky duyét theo quy dinh 01 gi6 lam vige
Budc 6 C(A)’ng cElL'rc Tu Phép tai Trung tdm hanh Gl}i Va0 sO h6 ti’ch,A ngL‘Ar(‘)‘i di dang ky ky vao S0, Tra két 01 gics lam viée
chinh cong huyén qua cho nguoi c6 yéu cau.
- Xuat trinh doi chiéu hodc ndp ban giay cac ho so, vin
ban dién tir c6 yéu cau.
- Nop phi truc tiép hodc thanh toan truc tuyén theo quy
Budc 7 | Ngudi ndp hd so dinh.
- Nhan két qua TTHC theo hinh thitc da ding ky: Truc
tiép/ hodac qua dich vy buu chinh céng ich/ hodc truc
tuyén.

Tong thoi gian giai quyét TTHC déi véi trudng
hop diang ky giam ho cir

40 gio 1am viéc
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Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Tong thoi gian giai quyét TTHC ddi véi truong
hop diang ky giam h§ dwong nhién

24 gio lam viéc

7. Pang ky cham diit giam hd c6 yéu t6 nwéc ngoai (2.000756)
- Thoi han giai quyét: 02 ngay lam viéc.
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thi tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thyc hién

Thoi gian thue
hién

Buoc 1

Cong chtic Tu phép tai Trung tam hanh
chinh cong huyén

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

- Truong hop ho so day du, hop 18: Tiép nhan, cip nhat
luu trit hd so dién tu; chuyén can bo thu ly; gui Phiéu
tiép nhan ho so va hen tra két qua cho ngudi ndp ho so.
Thu 1 phi (néu c0)

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

02 gid lam viée

Buodc 2

Chuyén vién Phong Tu phap

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

- Trudng hop can bd sung, hoan thién hd so, chuyén
nguoc vé BO phan mot ctra (kém van ban huong dan,
néu 16 1y do, ndi dung bd sung...).

05 gio lam viéc
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Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Tham dinh, xem xét x4c nhan dy thao két qua giai quyét

04 gio lam viéc

Buge 3| Lanh dgo Phong Tu phap trude khi trinh Lanh dao UBND ky phé duyét két qua
Budc 4 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 04 gio lam viéc
, . . bong dau,chuyén két qua cho cong chire tu phap-ho tich | 0.5 gid l[am viée
Bu6e 5 | BO phan Van phong hoéch'Em bén}t]l‘r chbi ((1151 duoc ky dguyét theo IZluypdinh ¢
Buge 6 | Cong chire Tu phap tai Trung tam hanh | Ghi vao s0 hg tich, nguoi di dang ky ky vao So, Tra keét | 0.5 gio lam viée
chinh cong huyén qua cho nguoi c6 yéu cau.
- Xuat trinh doi chiéu hodc ndp ban giay cac ho so, vin
ban dién tir c6 yéu cau.
- Nop phi truc tiép hodc thanh toan truc tuyén theo quy
Budc 7 | Ngudi ndp ho so dinh.

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

Tong thoi gian gidi quyét TTHC

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

8.1 Quy trinh bo sung h tich

- Thoi han giai quyét: Ngay trong ngay 1am viéc ddi véi viéc bo sung thdng tin ho tich, trudng hop nhan hé so sau 15 gio ma
khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo.

- Quy trinh ndi by, quy trinh dién t:

:l“hu’ t.l'f Pon vi/ Ngudi thue hién Noi dung thuc hién Thot stan thye
cong viéc hién

- Kiém tra, huéng dan, hoan thién thong tin ciia ngudi
nop hd so. X4c nhan hinh thitc nop hd so: Truc tiép/hoéc
truc tuyén/hoaflc qua dich vu buu chinh.

- Truong hop ho so day di, hop 1é: Tiép nhan, cip nhat
Cong chiec Tu phap tai Trung tdim Hanh | luu trit ho so dién tir; chuyén can bo thy 1y; giri Phiéu tiép
chinh cong huyén nhan hd so va hen tra két qua cho ngudi ndp ho so. Thu
1¢ phi (néu c6)

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

Budce 1 01 gio lam viéc

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

Budc 2 | Chuyén vién Phong Tu phép - Truong hop can bo sung, hoan thién ho so, chuyen
nguoc vé B phan mot cira (kém vin ban huéng dan, néu
13 1y do, ndi dung bd sung...).

04 gio 1am viéc

Budc 3 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 02 gid 1am viée




13

Thir tw
cong viéc

Thoi gian thuc

Pon vi/ Nguoi thuc hién Noi dung thuc hién hién

DPoéng dau,chuyén két qua cho cong chuc tu phap-ho tich

Lo ~ , A A ] N 1‘ oA
hodc Van ban tr chdi da dugc ky duyét theo quy dinh 0.5 gi¢ 1am vige

Budc 4 | BO phan Van phong

Cong chirc Tu phap tai Trung tdm hanh | Ghi vao s6 ho tich, ngudi di ding ky ky vao So, Tra két

Budc 5 . A A \ Ne oA A
chinh cong huyén qua cho nguoi c6 yéu cau.

0.5 gio lam viéc

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

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

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

Tong thoi gian gidi quyét TTHC 08 gio lam viéc

8.2. Quy trinh thay déi, cai chinh, xac dinh lai dan tdc

- Thoi han giai quyét: 03 ngay lam viéc d6i véi viéc thay doi, cai chinh ho tich, xac dinh lai dan toc. Truong hop can phai xac
minh thi thoi han duoc kéo dai khéng qua 06 ngay lam viéc.

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

Thir tw
cong viéc

Thoi gian thue

DPon vi/ Ngudi thue hién Noi dung thuc hién hién

- Kiém tra, huéng dan, hoan thién thong tin cia ngudi
nop ho so. Xac nhan hinh thtc nop hd so: Truc tiép/hoaftc
truc tuyén/hoaflc qua dich vu buu chinh.

- Truong hop ho so dy du, hop 18: Tiép nhan, cip nhat
Iuru trir hd so dién tir; chuyén can bo thy 1y; giri Phiéu tiép | 04 gio lam viée
nhan ho so va hen tra két qua cho ngudi nép hod so. Thu
1¢ phi (néu c6)

- Trudng hop hd so chua day du, khong hop 18: Giri
thong bao cho nguoi ndp, huéng din bo sung, hoan thién

Cong chuc Tu phap tai Trung tdm hanh

Buge 1 chinh cong huyén
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

ho6 so theo yéu cau.

- Xem xét, tham tra, xir 1y ho so, du thao két qua giai
quyét. (Dy thdo van ban tir choi, néu ro ly do).
- Truong hop can bd sung, hoan thién ho so, chuyén

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

Buge 2| Chuyén vién Phong Tu phip nguoc vé Bo phan mot ctra (kém vin ban hudng dan, néu | - 34 gio lam viée
16 1y do, ndi dung bd sung...). d6i voi trudng hop
X&c minh
Budc 3 | Lanh dao Phong Tu phap Tham dinh, xem xét, xac nhan du thao két qua 04 gio lam viéc
Budc 3 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 04 gio lam viéc
. A LA 7= . boéng dau,chuyén két qua cho cong chuc tu phap-ho tich e taen
Budc 4 | Bo phan Van phong hoéchén ban Zu chbi (;15 dugc ky dlglyét theo guylziinh 01 gi6 lam vige
Bude 5 C(A)’ng CAhlfl'C Tu Aphép tai Trung tdm hanh thi Va0 sO h6 ti’ch,A ngli:c‘ri di dang ky ky vao So, Tra két 01 gior lam vie
chinh cong huyén qua cho nguoi c6 yéu cau.
- Xuat trinh ddi chiéu hodc ndp ban gidy cac hd so, vin
ban dién tir c6 yéu cau.
- Nop phi truc tiép hoic thanh toan truc tuyén theo quy
Budc 6 | Ngudi ndp hd so dinh.

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

Tong thoi gian gidi quyét TTHC d6i voi treong
hgp khong xac minh

24 gio 1am viéc

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

48 gior 1am viéc
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9. Ghi vao Sé h tich viéc két hon cia cong dan Viét Nam da dwoc giai quyét tai co quan c6 thim quyén ciia nwéc
ngoai (2.002189)

- Thoi han giai quyét: 12 ngay

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

:l“hu’ t.l'f Pon vi/ Nguoi thuce hién Noi dung thyc hién Thot slan thye
cong viec hién

- Kiém tra, huéng dan, hoan thién thong tin cia
ngudi ndp hod so. Xac nhan hinh thic nép hd so:
Truc tiép/hoaflc truc tuyén/hoeic qua dich vu buu
chinh.

- Truong hop_ ho so day du, hop 1€ Tiép nhan, cap
nhat luwu trir hd so dién tir; chuyén can bo thyu 1y; giri | 04 gid 1am viée
Phiéu t1ep nhan hd so va hen tra két qua cho nguoi
n6p hd so. Thu 1¢ phi (néu cb)

- Truong hop ho so chua day du, khong hop 16: Gui
thong bao cho nguoi ndp, hudéng dan bd sung, hoan
thién ho so theo yéu cau.

Cong chtrc Tu phap tai Trung tam Hanh chinh

Budce 1 o A
cong huyén

- Xem x¢t, tham tra, xir 1y ho so, du thao két qua
giai quyét. (D thao van ban tir chéi, néu ré Iy do).
Budc 2 | Chuyén vién Phong Tu phép - Truong hop can bd sung, hoan thién hd so, | 56 gio 1am viéc
chuyén ngugc vé B phan mot cira (kém vin ban
huéng dan, néu 5 1y do, ndi dung bo sung...).

Thém dinh, xem xét xac nhan du thao két qua giai
Budc 3 | Lanh dao Phong Tu phap quyét trude khi trinh Lanh dao UBND ky phé duyét
két qua

24 gio lam viée
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Thur tu Pon vi/ Ngudi thuc hién Noi dung thuwe hién Thot gian thye
cong viec hién
Budc 4 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 10 gior 1am viée
Pong dau,chuyén két qua cho cong chirc tu phap- 01 oid 1am vie
Budc 5 | BO phan Van phong ho tich hodc Van ban tir choi da dugc ky duyét theo glo fam viee
quy dinh
Budc 6 Cong chirc Tu phap tai Trung tdm Hanh chinh | Ghi vao s6 ho tich, Nguoi di dang ky ky vao S6, 01 gio lam viéc
cong huyén Tra két qua cho ngudi cé yéu cau.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so,
vin ban dién ttr ¢6 yéu cau.
- Nop phi tryc tiép hodc thanh toan truc tuyén theo
Budc 7 | Ngudi ndp ho so quy dinh.

- Nhan két qua TTHC theo hinh thire d3 déng ky:
Truc tiép/ hqaflc qua dich vu buu chinh cong ich/
hoac truc tuyén.

Tong thoi gian gidi quyét TTHC

96 gio' lam viéc
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10. Ghi vao S6 h tich viéc ly héon, hity viéc két hon ciia cong din Viét Nam da dwoc giai quyét tai co quan c6 thim quyén
ciia néc ngoai (2.000554)

- Thoi han giai quyét: 12 ngay

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

:l“hu’ t.l'f Pon vi/ Ngudi thue hién Noi dung thyc hién Thot slan thye
cong viec hién

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

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

- Truong hop hd so chua day du, khong hop 16: Gui
thong bao cho ngudi ndp, hudng dan bd sung, hoan
thién ho so theo yéu cau.

Budce 1 04 gio lam viéc

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

Budc 2 | Chuyén vién Phong Tu phap - Trudng hop can bd sung, hoan thién hd so, chuyén | 56 gid lam viée
nguoc vé Bo phan mot cira (kém vin ban hudng dan,
néu 13 1y do, ndi dung bo sung...).

Th&m dinh, xem xét xc nhan du thao két qua giai quyét | 24 gio lam viée

Budc 3 | Lanh dao Phong Tu phap :
trudc khi trinh Lanh dao UBND ky phé duyét két qua

Budc 4 | Lanh dao UBND cap huyén Ky phé duyét két qua TTHC. 10 gio lam viée
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Thur tw
cong viéc

Pon vi/ Ngudi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

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

01 gio lam viéc

BuGe S| BO phan Van phong hodic Vin ban tir chdi da duoc ky duyét theo quy dinh
Budc 6 Cong chirc Tu phap tai Trung tam Hanh | Ghi vao S6 h¢ tich, nguoi di dang ky ky vao So, Trakét | 01 gior lam viée
chinh cong huyén qua cho nguoi co yéu cau.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tir c6 yéu cau.
- Nop phi tric tiép hodc thanh toan truc tuyén theo quy
Budc 7 | Nguoi nop hd so dinh.

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

Tong thoi gian giai quyét TTHC

96 gio' lam viéc
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11. Ghi vao S6 hd tich viéc hd tich khac ciia cong din Viét Nam da dwoc giai quyét tai co quan c¢6 thim quyén ciaa
nuéc ngoai (khai sinh; giam h; nhin cha, me, con; xac dinh cha, me, con; nudi con nudi; khai tir; thay ddi ho tich)
(2.000547)
- Thoi han giai quyét: Ngay trong ngay tiép nhan ho so, truong hop nhan ho so sau 15 gio ma khong giai quyét duoc ngay thi tra
két qua trong ngay lam viéc tiép theo. Trong trudng hop phai xac minh thi thoi han giai quyét khong qua 3 ngay lam viéc.

- Quy trinh ndi by, quy trinh dién t:

Thir tw
cong viéc

DPon vi/ Ngudi thue hién

NOi dung thuc hién

Thoi gian thuc
hién

Buodc 1

Cong chtrc Tu phap tai Trung tdm Hanh
chinh cong huyén

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

- Truong hop ho so day di, hop 1é: Tiép nhan, cip nhat
I trir ho so dién tir; chuyén can bo thy 1y; giri Phiéu tiép
nhan hd so va hen tra két qua cho ngudi nép ho so. Thu
1¢ phi (néu c6)

- Truong hop hd so chua diy du, khong hop 18: Guri
thong bao cho nguoi ndp, huéng din bo sung, hoan thién
hd so theo yéu cau.

02 gi¢y 1am viée

Budc 2

Chuyén vién Phong Tu phap

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

- Trudng hop cin bd sung, hoan thién hd so, chuyén
nguoc vé Bo phan mét ctra (kém van ban hudng dan, néu
16 1y do, ndi dung bo sung...).

- Trong truong hop can phai tién hanh xic minh thi
chuyén vién Phong Tu phép tién hanh x4dc minh

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

- 08 gio lam viéc

d6i v6i truong hop
Xac minh

Budc 3

Lanh dao Phong Tu phap

- 02 gio lam viée
doi vai truong hop
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Tham dinh, xem xét, x4ac nhan du thao két qua

khong xac minh;

- 08 gio lam viée
d6i v6i truong hop
xac minh

Ky phé duyét két qua TTHC.

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

Buéc 3 | Lanh dao UBND cép huyén - 04 gior lam viée
do1 voi truong hop
X&c minh
. £ X 1A . R , ST 01 gio lam vige
Buéc4 | Bo phan Vin phong DOVng d?u,cyuy?n kA’e-t qua cho cong c}m’c tu phap .h(_) tich
hodc Van ban tir chdi da duoc ky duyét theo quy dinh
Budce 5 ang cl}u:c Tu Phap tai Trung tim Hanh Gh} vao so ho tl,Ch’A nguoi di dang ky ky vao So, Tra két 01 gits lam viée
chinh cong huyén qua cho nguoi c6 yéu cau.
- Xuat trinh ddi chiéu hodc ndp ban gidy cac hd so, vin
ban dién tur c6 yéu cau. ’
- NOp phi truc ti€p hoac thanh todn truc tuyén theo quy
Budc 6 | Nguoi ndp ho so dinh.

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

Tong thoi gian giii quyét TTHC d6i voi treong
hgp khong xac minh

08 gio 1am viéc

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

24 gio 1am viéc
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12. Ping ky lai khai sinh cd yéu té nwéc ngoai (2.000522)
- Thoi han giai quyét: 05 ngay lam viéc. Trudong hop phai ¢ van ban xac minh thi thoi han giai quyét khong qua 25 ngay.
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thir tw
cong viéc

Pon vi/ Nguoi thuce hién

Noi dung thuc hién

Thaoi gian thue
hién

Cong chtc Tu phép tai Trung tam Hanh

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

- Truong hop hé so day du, hop 1&: Tiép nhan, cap nhat
Iwu trit ho so dién tu; chuyen can b thu 1y; giri Phiéu tiép

Buge 1 chinh cong huyén nhan hd S0 va hen tra két qua cho ngudi ndp hd so. Thu 04 gior lam vige
1€ phi (néu co)
- Truong hop h6 so chua day du, khong hop 1&: Gui
thong bao cho nguoi ndp, hudng dan bo sung, hoan thién
ho so theo yéu cau.
- Xem xét, thAm tra, xir Iy hd so, du thao két qua giai -;1.6 %’?" la‘m Viee
X T S TV doi véi truong hop
quyét. (Dw thao van ban tir choi, néu ro 1y do). R e
\ A 12 \ AT 1 X z | khéng xac minh;
, o an . , - Truong hop can bd sung, hoan thién ho so, chuyén
Budc 2 | Chuyén vién Phong Tu phéap ATVA A o Ap s 1 . XA
nguoc vé BO phan mot ctra (kém van ban huéng dan, néu o1 .
<1 n 2 - 144 gio lam viéc
0 1y do, nd1 dung bo sung...). Lo
. A e AL 1w . : . | doi voi truong hop
- Trong truong hgp can pha,l tién hanh xdc minh thi ac minh
chuyén vién Phong Tu phép ti€n hanh x4c minh
- 10 gio lam vige
i ’ do1 voi truong hop
Buéc3 | Lanh dao Phong Tu phap Tham dinh, xem xét, xac nhan dy thao két qua khong' ‘><a€: mlntl;
- 34 gid lam viéc
do1 voi truong hop
X&c minh
Budée 3 | Lanh dao UBND cap huyén - 08 gio lam viéc
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Ky phé duyét két qua TTHC.

dbi voi trudong hop
khong xac minh;

- 16 gio lam viéce
dbi voi trudong hop
xac minh

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

Budc 4 | B phan Van phong hodic Vin ban tir chdi d3 duoc ky duyét theo quy dinh 01 gi6 lam vice
Bude 5 C(A),ng c}n’rc Tu Aphép tai Trung tdm hanh thi vao so h6 ti,ch,Angli:éi di dang ky ky vao So, Tra két 01 gior lam vige
chinh cong huyén qua cho nguoi co yéu cau.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tir c6 yéu cau.
- Nop phi truc tiép hoic thanh toan truc tuyén theo quy
Budc 6 | Ngudi ndp ho so dinh.

- Nhén két qua TTHC theo hinh thuc di ding ky: Truc
tiép/ hodc qua dich vu buu chinh cong ich/ hodc truc
tuyén.

Tong thoi gian gidi quyét TTHC ddi v6i truedong
hgp khong xdc minh

40 gio lam viéc

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

200 gio 1am viée
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13. Piing ky khai sinh ¢6 yéu t6 nwéc ngoai cho ngudi di cé hd so, giay to ca nhan (1.000893)
- Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai ¢ vian ban xac minh thi thoi han giai quyét khong qua 25 ngay.
- Quy trinh ndi bg, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thaoi gian thue
hién

Cong chtc Tu phép tai Trung tam Hanh

- Kiém tra, huéng din, hoan thién thong tin ciia ngudi
nop hd so. Xac nhan hinh thac ndp hd so: Truc tiép/hoéc
truc tuyén/hoaflc qua dich vy buu chinh.

- Truong hop ho so dy du, hop 1é: Tiép nhan, cip nhat
Iy trit ho so dién tir; chuyén can bo thy 1y; giri Phiéu tiép

Buge 1 chinh cong huyén nhan ho so va hen tra két qua cho ngudi nép ho so. Thu 04 gi6 lam vigc
1& phi (néu c6)
- Trudng hop hd so chua day du, khong hop 18: Guri
thong bao cho nguoi ndp, huéng din bo sung, hoan thién
ho so theo yéu cau.
- 16 gio lam viéc
- Xem xét, thAm tra, xir Iy hd so, du thao két qua giai ddi vai truong hop
quyét. (Dy thdo van ban tir chéi, néu ré Iy do). | khdng xac minh;
, A . , - Truong hop can bo sung, hoan thién ho so, chuyén
Bu6e 2| Chuyén vién Phong Tu phap nguoc VégBéoghén mot ctra Egkém van ban hudng dan, iéu
16 1y do, ndi dung bo sung...). - 144 gid lam viéc
- Trong truong hop can phai tién hanh xac minh thi | ddi v6i truomg hop
chuyén vién Phong Tu phap tién hanh xac minh xac minh
Tham dinh, xem xét, xac nhan du thao két qua - 10 gio lam viéc
d6i voi trudng hop
. ~ . , khong xac minh;
Budc 3 | Lanh dao Phong Tu phap - 34 gid lam viee
d6i v6i truong hop
X&c minh
Buéc 3 | Lanh dao UBND cép huyén - 08 gi0 lam vige

d6i v6i trudng hop
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Ky phé duyét két qua TTHC.

khong xac minh;

- 16 gio lam viéc
d6i v6i truong hop
xac minh

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

Buge4 | BO phan Van phong hodic Vin ban tir chéi da duoc ky duyét theo quy dinh 01 gitrlam vice
Bude 5 C(A),ng ctu'lc Tu Phép tai Trung tam Hanh thi Va0 sO h6 ti,ch,A ngli:c‘ri di dang ky ky vao So, Tra két 01 gid> lam vice
chinh cong huyén qua cho nguoi co yéu cau.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tir c6 yéu cau.
- Nop phi truc tiép hoic thanh toan truc tuyén theo quy
Budc 6 | Ngudi ndp hd so dinh.

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

Tong thoi gian gidi quyét TTHC ddi v6i truedong
hgp khong xac minh

40 gio lam viéc

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

200 gio 1am viée

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

Thir tw
cong viéc

Pon vi/ Ngudi thuc hién

N¢i dung thuc hién

Thaoi gian thue
hién

Cong chtrc Tu phap tai Trung tdm Hanh

- Kiém tra, huéng din, hoan thién thong tin ciia ngudi
nop hd so. Xac nhan hinh thuc nop hd so: Truc tiép/hoaflc
tryc tuyén/hodc qua dich vu buu chinh.

- Truong hop ho so dy du, hop 1é: Tiép nhan, cip nhat
Iuu trir ho so dién tir; chuyén can bo thu 1y; gai Phiéu tiép

Buge 1 chinh cong huyén nhan ho so va hen tra két qua cho ngudi nép ho so. Thu 04 gi6 lam vigc
1¢ phi (néu c6)
- Trudong hop hd so chua day du, khong hop 1¢: Gui
thong bao cho nguoi nop, hudng dan bo sung, hoan thién
ho so theo yéu cau.
- Xem xét, tham tra, xtr Iy ho so, du thao két qua giai | - 16 gio 1am viéc
quyét. (D thdo van ban tir chéi, néu ré 1y do). d6i voi trudng hop
- Trudng hop can bd sung, hoan thién hod so, chuyén | khdng xac minh;
Budc 2 | Chuyén vién Phong Tu phap nguoc vé B phan mot cira (kém vin ban huéng dan, néu
13 1y do, ndi dung bd sung...). - 144 gio lam viéc
- Trong truong hop cén phai tién hanh xac minh thi | d6i véi truong hop
chuyén vién Phong Tu phap tién hanh xac minh xac minh
- 10 gio lam viéc
d6i voi trudng hop
Buéc3 | Lanh dao Phong Tur phip Tham dinh, xem xét, xac nhan dy thao két qua khﬁng' xac mintl;
- 34 gid lam viée
d6i v6i trudng hop
X&c minh
- 08 gio lam vige
Budc 3 | Lanh dao UBND cap huyén doi v6i truong hop

Ky phé duyét két qua TTHC.

khong xac minh;
- 16 gio lam viéc
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

dbi voi trudong hop
Xac minh

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

Budc 4 | B phan Vin phong hodic Vin ban tir chdi d3 duoc ky duyét theo quy dinh 01 gidr lam vige
Buse 5 | Cong chiic Tu phap tai Trung tam Hanh | Ghi vao sO h tich, ngusi di dang ky ky vao SO, Tra két 01 gid lam vide
chinh cong huyén qua cho nguoi co yéu cau.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, vin
ban dién tir c6 yéu ciu.
- Nop phi truc tiép hodc thanh toan truc tuyén theo quy
Budc 6 | Ngudi ndp ho so dinh.

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

Tong thoi gian gidi quyét TTHC ddi v6i trueong
hop khong xdc minh

40 gio lam viéc

Tong thoi gian gidi quyét TTHC ddi véi trudong
hop x4c minh

200 gio 1am viéc
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15. Piing ky lai khai tir c6 yéu to nuwéc ngoai (2.000497)
- Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai ¢ vian ban xac minh thi thoi han giai quyét khong qua 10 ngay.
- Quy trinh ndi bg, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thaoi gian thue
hién

Budce 1

Cong chtc Tu phép tai Trung tam Hanh
chinh cong huyén

- Kiém tra, huéng din, hoan thién thong tin ciia ngudi
nop hd so. Xac nhan hinh thac nop hd so: Truc tiép/hoaflc
truc tuyén/hoéc qua dich vy buu chinh.

- Truong hop ho so dy du, hop 1é: Tiép nhan, cip nhat
Iy trit ho so dién tir; chuyén can bo thy 1y; giri Phiéu tiép
nhan ho so va hen tra két qua cho ngudi nép ho so. Thu
1& phi (néu c6)

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

04 gio lam viéc

Buoc 2

Chuyén vién Phong Tu phap

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

- Trudng hop can bd sung, hoan thién hd so, chuyén
nguoc vé Bo phan mot cira (kém vin ban huéng dan, néu
13 1y do, ndi dung bd sung...).

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

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

- 42 gio lam viéc

d6i voi trudng hop
Xac minh

Budc 3

Lanh dao Phong Tu phap

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

- 08 gid lam viée
d6i voi trudng hop
khong xac minh;

- 24 ¢i0 lam viéc
d6i v6i truong hop
xac minh

Budc 3

Lanh dao UBND cap huyén

Ky phé duyét két qua TTHC.

08 gio lam viée

Budc 4

B0 phéan Van phong

DPong dau,chuyén két qua cho cong chuc tu phap-ho tich
hodc Vén ban tir chdi da dugce ky duyét theo quy dinh

01 gio 1am viéc
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Cong chirc Tu phap tai Trung tdm hanh

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

Buoc 5 . . A X AR 01 gio lam viéc
chinh cong huyén qua cho nguoi c6 yéu cau.
- Xuat trinh ddi chiéu hodc ndp ban gidy cac hd so, vin
ban dién tir c6 yéu ciu.
- Nop phi truc tiép hoic thanh toan tryc tuyén theo quy
Budc 6 | Ngudi ndp hd so dinh.

- Nhéan két qua TTHC theo hinh thuc d3 ding ky: Truc
tiép/ hodc qua dich vu buu chinh céng ich/ hoac truc
tuyén.

Tong thoi gian gidi quyét TTHC ddi v6i trueong
hgp khong xac minh

40 gio lam viéc

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

80 gio' lam viéc
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1. QUY TRINH NOI BO, QUY TRINH DIEN TU GIAI QUYET THU TUC HANH CHINH THUQC THAM
QUYEN GIAI QUYET UBND CAP XA
1. Pang ky Kkhai sinh (1.001193)

- Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop nhin hd so sau 15 gio ma khong giai quyét duoc ngay thi
tra két qua trong ngay lam viéc tiép theo.
- Quy trinh ndi bg, quy trinh dién t:

:l“hu’ t."f Pon vi/ Ngudi thue hién Noi dung thuc hién Thot san thye
cong viéc hién

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

- Truong hop h6 so day du, hop 1&: Tiép nhan, cap nhat
Itru trir ho so dién tu; chuyen can b thu ly; gui Phiéu tiép | 02 gio lam viée
nhan ho so va hen tra két qua cho ngudi ndp ho so.

- Truong hop hd so chua day du, khong hop 1&: Gui
thong bao cho nguoi ndp, hudng dan b6 sung, hoan thién
hd so theo yéu cau.

Cong chuc Tu phap tai B phén

Bude 1| 1N &TKQ chp xa

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

Budc 2 | Cong chue Tu phap - ho tich - Trudng hop cin bd sung, hoan thién hd so, chuyén | 04 gio 1am viéc
nguoc vé Bo phan mot ctra (kém vin ban hudng dan, néu
13 1y do, ndi dung bo sung...).

Bugc3 | Lanh dao UBND cAp xi Ky phé duyét ket qua TTHC. 01 gio lam vige

. A A vrx . DPong dau va thu 18 phi (néu co), chuyén két qua cho cong i
Buge4 | BO phan Vian phong chtrc Tu phap-ho tich hodc vin ban tir chdi 05 gi6 lam viée

Budc5 | Cong chirc Tu phép — ho tich Ghi vao s0 h tich, nguoi di dang ky ky vao S0, Tra ket | 5 i jam viec
qua cho nguoi co6 yéu cau.




30

Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Budc 6

Ngudi ndp ho so

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

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

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

Tong thoi gian gidi quyét TTHC

08 gio' lam viéc
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2. Piang ky két hon (1.000894)

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

- Quy trinh ndi b, quy trinh dién t:

Thu t.l'f Pon vi/ Ngwoi thue hién Noi dung thuc hién Thot stan thye
cong viéc hién

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

- Truong hop ho6 so day du, hop 1&: Tiép nhan, cap nhat
Iy trix ho so dién ti; chuyen can b thu ly; gui Phiéu tiép | 02 gid lam viéc
nhan ho so va hen tra két qua cho ngudi ndp hd so.

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

Cong chuc Tu phap tai BO phén

Bude 1| rN&TKQ cép xa

- Xem xét, tham tra, xtr Iy hd so, du thao két qua giai
quyét. (D thdo vin ban tir chéi, néu ré 1y do). - 04 gio 1am viée
- Trudng hop cin bd sung, hoan thién hd so, chuyén
Bud6c 2 | Cong chie Tu phép - ho tich nguoc vé Bo phan mot cira (kém van ban hudng dan, néu
1 ly do, ndi dung bd sung...).

- Truong hop can phai tién hanh xac minh thi Cong chirc | - 32 gio lam viée
Tu phap- ho tich tién hanh xac minh

Buéc3 | Lanh dao UBND cép xa Ky phé duyét ket qua TTHC. 01 gi¢ lam vigc

DPoéng dau va thu 1¢ phi (néu c6), chuyén két qua cho cong

. _ 0.5 gids i vid
chitc Tu phap-ho tich hodc vin ban tir choi gio lam viee

Budc 4 | Bo phan Van phong

Ghi vao s0 h tich, ngudi di ding ky ky vao SO, Tra ket

Budéc 5 | Cong chic Tu phép — ho tich \ NS
qua cho nguoi co6 yéu cau.

05. gio lam vige
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Budc 6

Ngudi ndp ho so

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

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

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

Tong thoi gian gidi quyét TTHC khong tién hanh

xac minh

08 gio' lam viéc

Tong thoi gian gidi quyét TTHC cén phai xdc minh

40 gio lam viéc




3. Pang ky nhan cha, me, con (1.001022)
- Thoi han giai quyét: 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong quéa 08 ngay lam viéc
- Quy trinh nd1 bd, quy trinh di¢n tu:
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Thir tw
cong viéc

Pon vi/ Nguoi thuce hién

Noi dung thuc hién

Thaoi gian thue
hién

Budc 1

Cong Chl'l’C’ Tu phidp tai BO phan
TN&TKQ cap xa

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

- Truong hop hé so day du, hop 1&: Tiép nhan, cap nhat
Iwu trit ho so dién tu; chuyen can bg thy ly; gui Phiéu tiép
nhan ho so va hen tra két qua cho ngudi ndp hd so.

- Truong hop hd so chua day du, khong hop 1&: Gui
thong bao cho nguoi ndp, huong dan bb sung, hoan thién
hd so theo yéu cau.

04 gio lam viéc

Budc 2

Cong chuce Tu phép - ho tich

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

- Trudng hop can bd sung, hoan thién hd so, chuyén
nguoc vé Bo phan mot cira (kém vin ban huéng dan, néu
16 1y do, ndi dung bo sung...).

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

- 15 gio lam viéc

- 40 gio lam viéc

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

04 gio lam viée

Buoc 4

B0 phéan Van phong

Pong dau va thu 1& phi (néu co), chuyén lgét qua cho cong
chtrc Tu phéap-hg tich hodc van ban tir choi

0.5 gio lam viéc

Budce 5

Cong chtrc Tu phap — HO tich

Ghi vao so6 ho tich, nguoi di diang ky ky vao So, Tra két
qua cho nguoi c6 yéu cau.

0.5 gio lam vi¢e

Budc 6

Nguoi ndp ho so

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

- NOp phi truc tiép hoac thanh toan tryc tuyén theo quy
dinh.
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Thir tw

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

cong viéc

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

Tong thoi gian gidi quyét TTHC khong tién hanh

xac minh

24 gio 1am viéc

Tong thoi gian gidi quyét TTHC can phai xdc minh

64 gio lam viéc
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4. Piang ky khai sinh két hop ding ky nhan cha, me con (1.000689)
- Thoi han giai quyét: 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong qua 08 ngay lam viéc
- Quy trinh ndi bg, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thaoi gian thue
hién

Budc 1

Cong chic Tu phap tai Bo

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

- Truong hop ho so déy du, hop 1¢: Tiép nhan, cap nhat luu trit h so

04 gio lam viéc

phan TN&TKQ cip x3 dién tir; chuyén can bo thu 1y; giri Phiéu tiép nhan ho so va hen tra
két qua cho nguoi ndp hd so.
- Truong hop ho so chua day du, khong hop 18: Guri thong bao cho
ngudi ndp, huéng dan bo sung, hoan thién ho so theo yéu ciu.
- Xem xét, tham tra, xir 1y ho so, du thao két qua giai quyét. (D
thao van ban tir choi, néu ré 1y do).
- Truong hop can bo sung, hoan thi¢n ho so, chuyén nguoc vé Bo |- 15 gio lam vige
Budc 2 | Cong chue Tu phap - ho tich phan mot cira (kém vin ban hudng dan, néu rd 1y do, ndi dung bd
sung...). - 40 gio lam viéc
- Trong truong hop can phai tién hanh xac minh thi Cong chuc Tu
phap- ho tich tién hanh x4c minh
Buc3 | Lanh dao UBND chp xa Ky phe duyet két qua TTHC. 04 giorlam viee
Budc4 | Bo phan Vin phong lsr?gﬁh%alé CV}? 1:2;(;13 ;;h;) ;Lletttlr z;%ichuyen két qua cho cong chuc Tu 0.5 gios lam viéc
Buée 5 | Cong chitc Tu phap - hé tich Ghi ‘\félo, S(A)A h@xtich, nguoi di dang ky ky vao So, Tra két qua cho 0.5 gios 1am viéc
nguoi co yéu cau.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, van ban dién tir
c6 yéu cau.
Budc 6 | Ngudi ndp hd so - Nop phi truc tiép hodc thanh toan truc tuyén theo quy dinh.

- Nhan két qua TTHC theo hinh thirc da dang ky: Tryc tiep/ hodc
qua dich vy buu chinh cong ich/ hodac truc tuyén.
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Téng thoi gian gidi quyét TTHC khong
tien hanh xdc minh

24 gio 1am viéc

Tong thoi gian gidi quyét TTHC cin
phai xac minh

64 gio' 1am viéc
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5. Pang ky khai tir (1.000656)

- Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, trudng hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay
thi tra két qua trong ngay lam viéc tiép theo.

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

:l“hu’ t."f Pon vi/ Ngudi thue hién Noi dung thyc hién Thot san thye
cong viéc hién

- Kiém tra, hudng dan, hoan thién thong tin cua ngudi ndp hd so. Xac
nhan hinh thic ndp ho so: Truc tiép/hoac truc tuyén/hoac qua dich vy

buu chinh.
. Cong chirc Tu phap tai Bo | - Truong hop hé so day du, hop lé: Tlep nhan, cap nhat luu trr ho so e e
Buge 1 phan TN&TKQ cip xa dién tir; chuyén can bo thu 1y; gii Phiéu tiép nhan ho so va hen tra két 02 gi6 1am vige
qua cho nguoi ndp hd so.
- Truong hop hod so chua day du, khong hop 1é: Gui thong bao cho
ngudi ndp, huéng dan bo sung, hoan thién hd so theo yéu ciu.
- Xem x¢ét, tham tra, xtr 1y ho so, du thao két qua giai quyét. (Dw thdo
Bude 2 Cong chue Tu phap - ho van ban tur cho”'i,‘ néu ré ly do). . i ‘ 04 gio lam viéc
tich - Truong hop can bd sung, hoan thién ho so, chuyén ngugc vé Bo phan
mot cira (kém van ban hudng dan, néu 1 1y do, ndi dung bo sung...).
Buéc3 |Lanhdao UBND chpxa | KV phé duyét két qua TTHC. 01 gio lam viéc

. A 1AL 7= \ Pong dau va thu 18 phi (néu cd), chuyén két qua cho cong chirc Tu e
Budc 4 | B6 phan Van phong phép%hﬁ tich hodc Vénp bén( N 6i) y d g 0.5 gio lam viéc

Cong chtc Tu phdp — ho | Ghi vao ‘sé ho tich, nguoi di ding ky ky vao S6, Tra két qua cho nguoi

Buoc 5 . . AN 0.5 gio lam viéc
tich c6 yéu cau.
- Xuét trinh doi chiéu hodc ndp ban gidy cac ho so, van ban dién tir c6
yéu cau.
Budc 6 | Ngudi ndp hd so - Nop phi truc tiép hodc thanh toan tryc tuyén theo quy dinh.

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

Tong thoi gian gidi quyét TTHC 08 gio lam viéce




6. Dang ky khai sinh luu dong (1.003583)
- Thoi han giai quyét: 05 ngay lam viéc
- Quy trinh ndi bd, quy trinh dién t:
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Thur tw
cong viéc

Don vi/nguoi thue hién

Noi dung cong viéc

Thoi gian thuc
hién

Cong chtre tu phap - ho tich cip xa

- Chuén bj ddy di mau To khai dang ky khai sinh, gidy to ho
tich va diéu kién can thiét dé thyuc hién dang ky lwu dong tai nha
riéng hoidc tai dia diém t6 chirc ding ky luvu dong, bao dam
thuan loi cho nguoi dan.

Buge 1 (si;:l%cl ﬁ;agér;hl@m vu dang ky khai - Tai dia diém ding ky ho tich luu dong, cong chirc tu phap - ho
e tich huéng dan nguoi yéu cau dién day da thong tin trong To | 04 gid lam viéc

khai dang ky khai sinh; kiém tra cac giay to 1am co s& cho viéc
dang ky khai sinh

Buéc2 | Cong chire tir phép-hé tich S() ho? h,o S0, chuyén ho so cho cong chtrc lién quan hodc truc 02 gid> lam viée
tiép xur 1y ho so.

Budc 3 | Cong chure tu phap-hg tich Xem x€t, tham tra, xtr Iy ho so, du thao két qué gidi quyeét. 20 gio lam viéc

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

. A LA s . Pong dau va thu 18 phi (néu o), chuyén két qua cho cong chirc T ea
Budc 5 | Bo phan van phong tur phap-ho tich. 02 gio lam viéc
Bude 6 | Cong chire tir phép-hé tich Dem theo Giay khai sinh va S6 dang ky khai sinh dé tra két qua 08 @it lam viée

cho ngudi c6 yéu cau tai dia diém dang ky luu dong

Tong thoi gian gidi quyét TTHC

40 gio lam viéc




7. Ping ky két hon lwu dong (1.000593)
- Thoi han giai quyét: 05 ngay lam viéc
- Quy trinh ndi bd, quy trinh dién ti:
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Thu tw
cong viéc

Pon vi/nguwoi thue hién

Noi dung cong viéc

Thaoi gian thue
hién

Cong chtre tu phap - ho tich cp xa duoc

- Chuan bi day du mau T& khai dang ky két hon, gidy to
ho tich va diéu kién can thiét dé thyc hién dang ky luu
dong tai nha riéng hoc tai dia diém t6 chirc dang ky luu
dong, bao dam thuan loi cho nguoi dan.

- Tai dia diém dang ky két hon lru dong, cong chuc tu

Buge 1 giao nhiém vy dang ky két hon luu dong phép - ho :[jch c¢6 trach nhiém kiém tra, xac minh Yé 04 gio lam vige
diéu kién két hon cua cac bén; hudng dan ngudi dan dién
day du thong tin trong T khai dang ky két hon. Néu ho so
day du, hop 1¢, cong chuc tu phép - ho tich tiép nhan ho
so viét Phi€u ti€p nhan.
Buéc2 | Cong chire tir phép-hé tich So hoi ho S0, chPyen ho so cho cong chure lién quan hoac 02 gi lam viee
truc ti€p xur 1y ho so.
Buée 3 | Cong chitc tu phép-ho tich z(fyrgt xet, tham tra, xir Iy ho so, dy thao keét qud gidi | 4 i 1 viac
Budc 4 | Lanh dao UBND cap xa Ky phé duyét két qua TTHC. 04 gid 1am viée
Bude 5 | BO phan van phong Dong dau, chuyén két qua cho cong chirc tu phdp-ho tich. | 02 gid lam viéc
Ghi ndi dung dang ky vao SO dang ky két hon; trao Gidy
Budc 6 | Cong chuc tu phap-ho tich chimg nhan két hon cho céc bén tai dia diém dang ky lvu | 08 gio lam viéc

dong; ciing cac bén két hon ky vao S6 theo quy dinh.

Tong thoi gian gidi quyét TTHC

40 gio lam viéc




8. Pang ky khai tir lwu dong
- Thot han giai quyét: 05 ngay lam viéc
- Quy trinh ndi bd, quy trinh dién t:
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Thur tw
cong viéc

Pon vi/nguwoi thue hién

Noi dung cong viéc

Thoi gian thuc
hién

Cong chtre tu phap - ho tich cip xa duoc

- Chuén bj day di mau To khai ding ky khai tir, gidy to
ho tich va diéu kién can thiét dé thuc hién diang ky luu
dong tai nha riéng hodc tai dia diém t6 chirc ding ky luu
dong, bao dam thuan loi cho nguoi dan.

Buge 1 giao nhiém vu dang ky khai tir luu dong - Tai dia diém dang ky khai to luu dong, cong chuc tu 04 gi6r lam vigc
phdp - ho tich huéng din ngudi yéu cau dién diy du
thong tin trong To khai dang ky khai tir, kiém tra cac gidy
to lam co s cho viéc dang ky khai ti.

, A , P S6 hoa ho so, chuyén ho so cho cong chirc lién quan hoic e e
Budc 2 | Cong chure tu phap-ho tich tryc tidp xir 1§ hd s0. 02 gio lam viéc
Buée3 | Cong chire tir phép-hé tich fl(ue}r]rét x€t, tham tra, x&r 1y ho so, du thdao két qua giai 20 gids lam viée
Budc 4 | Lanh dao UBND cap xa Ky phé duyét két qua TTHC. 04 gid 1am viéce

. A A« . Pong dau va thu 1é phi (néu c6), chuyén két qua cho cong T e
Budc 5 | BO phan van phong chirc tir phép-hé tich. 02 gio lam viéc

Dem theo Trich luc khai tir Yél S6 dang ky khai tur d¢ tra
Bude 6 | Cong chirc tur phép-ho tich két qua cho nguoi c6 yéu cau tai dia diém dang ky luu 08 gi lam viee

dong; cong chirc tu phap — hg tich ghi néi dung vao S6
dang ky khai tir, cing nguoi yéu cau ky vao S6.

Tong thoi gian gidi quyét TTHC

40 gio lam viéc
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9. Ping ky khai sinh c6 yéu t6 nuéc ngoai tai khu vure bién giéi (1.000110)
- Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, trudng hop nhan hd so sau 15 gio ma khong giai quyét duoc ngay
thi tra két qua trong ngay lam viéc tiép theo.
- Quy trinh nd1 bd, quy trinh di¢n tu:

:l“hu’ t."f Pon vi/ Nguoi thuce hién Noi dung thyc hién Thot san thye
cong viéc j hién

- Kiém tra, huéng dan, hoan thién thong tin ctiia ngudi ndp ho so. Xéc
nhdn hinh thic ndp hoé so: Truc ti€p/hodc truc tuyén/hodc qua dich vu

buu chinh.
. Cong chirc Tu phap tai Bo | - Truong hop ho so day du, hop lé: Tlep nhan, cép nhat luu trir hé so e e
Buge 1 phan TN&TKQ cip xa dién tir; chuyén can bo thu 1y; giri Phiéu tiép nhan hd so va hen tra két 02 gi6 1am vige

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

- Xem xét, tham tra, xir Iy ho so, dy thao két qua giai quyét. (Du thdo
van ban tir chéi, néu ré 1y do). 04 gio 1am viéc
- Truong hop can bo sung, hoan thién hd so, chuyén nguoc vé BO phan
mdt ctra (kém vin ban hudng dan, néu 1 1y do, ndi dung bo sung...).

Budc 2 | Cong chirc Tu phép - ho tich

Budc 3 | Lanh dao UBND cép xa Ky phé duy¢t két qua TTHC. 01 gio lam viéc

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

Bu6e 4 | BO phan Van phong phép-hé tich hodc van ban tir chdi

0.5 gio lam viéc

Cong chitcc Tu phap — ho | Ghi vao ‘sé ho tich, nguoi di dang ky ky vao So, Tra két qua cho ngudi

Budc 5 . C A A 0.5 gio lam viéc
tich coO y€u cau.
- Xuat trinh ddi chiéu hodc ndp ban giéy céc ho so, vin ban dién ti co
yéu cau. )
Budc 6 | Nguoi ndp ho so - NOp phi truc tiép hodc thanh toan truc tuyén theo quy dinh.

- Nhén két qua TTHC theo hinh thire da déng ky: Tryc tiép/ hodc qua
dich vu buu chinh céng ich/ hodc truc tuyén.

Tong thoi gian gidi quyét TTHC 08 gio' lam viéc
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10. Piing ky két hon c6 yéu t6 nwéc ngoai tai khu vire bién gii (1.000094)
- Thoi han giai quyét: 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai quyét khong quéa 08 ngay lam viéc
- Quy trinh ndi bg, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thyc hién

Thaoi gian thue
hién

Budc 1

Cong chure Tu phap tai B phan
TN&TKQ cap xa

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

- Truong hop ho so day di, hop 1é: Tiép nhan, cap nhat luu tre ho
so dién tir; chuyén can bo thu Iy; gtri Phiéu tiép nhan hd so va hen
tra két qua cho nguoi nop hd so.

- Trudng hop ho so chua day du, khong hop 18: Gui thong bao
cho nguoi ndp, hudng dan b6 sung, hoan thién hd so theo yéu
cau.

04 gio lam viéc

Budc 2

Cong chuc Tu phép - ho tich

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

- Trudong hop can bo sung, hoan thi¢n hd so, chuyén nguoc vé Bo
phan mot ctra (kém van ban hudng dan, néu rd 1y do, ndi dung bod
sung...).

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

- 15 gio lam viéc

- 40 gio lam viée

Budc 3

Lanh dao UBND cép x4

Ky phé duyet két qua TTHC.

04 gio lam viée

Buoc 4

B0 phéan Van phong

Pong dau, chuyen két qua cho cong chirc Tu phap-ho tich hoic
van ban tir chdi

0.5 gio lam viéc

Budce 5

Cong chtrc Tu phap — ho tich

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

0.5 gio lam viéc

Budc 6

Nguodi ndp ho so

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

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

- Nhan két qua TTHC theo hinh thirc d3 ding ky: Truc tiép/ hodc
qua dich vu buu chinh cong ich/ hodc truc tuyén.
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Thir ty Pon vi/ Nguoi thue hign

Noi dung thuc hién

Thoi gian thuc
hién

cong viéc
Tong thoi gian gidi quyet TTHC khong tién

24 gio 1am viéc

hanh xac minh
Tong thoi gian gidi quyet TTHC can phai

64 gio' 1am viéc

Xac minh
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11. Piing ky nhén cha, me con ¢6 yéu td nwrée ngoai tai khu vure bién giéi (1.000080)
- Thoi han giai quyét: 07 ngay 1am viéc; truong hop phai xdc minh thi thoi han giai quyét khong qua 12 ngay lam viéc.
- Quy trinh ndi bg, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thaoi gian thue
hién

Budce 1

Cong chac Tu phap tai B phén
TN&TKQ cap xa

- Kiém tra, huéng din, hoan thién thong tin ciia ngudi
nop hd so. Xac nhan hinh thuc nop hd so: Truc tiép/hoaflc
tryc tuyén/hodc qua dich vu buu chinh.

- Truong hop ho6 so day du, hop 1&: Tiép nhan, cap nhat
Iwu trit ho so dién ti; chuyen can bg thy ly; gui Phiéu tiép
nhan ho so va hen tra két qua cho ngudi ndp ho so.

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

02 gio lam viée

Budce 2

Cong chuc Tu phép - ho tich

- Xem xét, tham tra, xir Iy ho so, du thao két qua giai
quyét. (Du thdo vin ban tir chéi, néu ré 1y do). Néu thay
viéc nhan, cha, me, con la dung va khong c6 tranh chép,
du thao két qua giai quyét bao cao Chu tich UBND cip
Xa

- Truong hop can bd sung, hoan thién hd so, chuyen
nguoc vé B phan mot cira (kém vin ban huéng dan, néu
13 1y do, ndi dung bo sung...).

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

- 48 gio lam viée

- 40 gio lam viéc

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

05 gio lam viéc

Budc 4

B0 phan Van phong

Pong dau, chuyén két qua cho cong chirc Tu phap-hd
tich hodc van ban tir choi

01 gio 1am viéc

Budc 5

Cong chire Tu phap — hd tich

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




45

Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Budc 6

Ngudi ndp ho so

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

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

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

Tong thoi gian gidi quyét TTHC khong tién hanh

xac minh

56 gio' lam viéc

Tong thoi gian gidi quyét TTHC can phai xdc minh

96 gio' lam viéc
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12. Ping ky khai tir ¢6 yéu t6 nwéc ngoai tai khu vire bién giéi (1.004827)

- Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan ho so sau 15 gid ma khong giai quyét dugc ngay thi tra
két qua trong ngay lam viéc tiép theo. Truong hop can xac minh thi thoi han giai quyét khong qua 03 ngay lam viéc.

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

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

- Kiém tra, huéng din, hoan thién thong tin ciia ngudi
nop ho so. Xac nhan hinh thtc nop hd so: Truc tiép/hoaftc
truc tuyén/hoaflc qua dich vu buu chinh.

- Truong hop ho6 so day du, hop 1&: Tiép nhan, cap nhat
Iwu trit ho so dién tu; chuyen can bg thy ly; gui Phiéu tiép
nhan ho so va hen tra két qua cho ngudi ndp ho so. 02 gio lam viéc
- Truong hop hd so chua day du, khong hop 1&: Gui
thong bao cho nguoi ndp, hudng dan bo sung, hoan thién
ho so theo yéu cau.

Cong chuc Tu phap tai BO phén

Bude 1| 1N &TKQ chp xa

- Xem xét, tham tra, xtr Iy ho so, du thao két qua giai | - 04 gid 1am viée
quyét. (D thdo vin ban tir chéi, néu ré 1y do).

- Truong hop can bd sung, hoan thién hd so, chuyén
Budc 2 | Cong chue Tu phap - ho tich nguoc vé Bo phan mdt ctra (kém van ban hudng dan, néu
13 1y do, ndi dung bd sung...).

- Trong trudng hop can phai tién hanh xac minh thi Céng
chtrc Tu phap- ho tich tién hanh xac minh - 16 gio lam viéc

Budc 3 | Lanh dao UBND cap x4 Ky phé duyét két qua TTHC. 01 gio lam viéc

. A 1A s . Pong dau, chuyén két qua cho cong chirc Tu phap-ho e A
Buéc 4 | B6 phan Van phong tich hodc van ban tir chéi 0.5 gio lam viéc

Budc 5 | Cong chuc Tu phép — ho tich Gh} Vao so ho tl,c h’A ngyor di dang ky ky vao S0, Tra ket 0.5 gio 1am viéc
qua cho nguoi co yéu cau.
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Budc 6

Ngudi ndp ho so

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

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

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

Tong thoi gian gidi quyét TTHC khong tién hanh

xac minh

08 gio' lam viéc

Tong thoi gian gidi quyét TTHC can phai xdc minh

24 gio 1am viéc




13. Ding ky giam h¢ (1.004837)

- Thoi han giai quyét: 03 ngay lam viéc

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

48

Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thyc hién

Thaoi gian thue
hién

Cong chuc Tu phép tai B

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

- Truong hop hé so day du, hop lé: Tlep nhan, cap nhat luu trr ho so

Buge 1 phan TN&TKQ cip xa dién tir; chuyén can bo thu 1y; gii Phiéu tiép nhan ho so va hen tra két 02 gi6 1am vige
qua cho nguoi ndp hd so.
- Truong hop hod so chua day du, khong hop 1é: Gui thong bao cho
ngudi ndp, huéng dan bd sung, hoan thién ho so theo yéu cau.
- Xem x¢ét, tham tra, xtr 1y ho so, du thao két qua giai quyét. (Dw thdo
Bude 2 Cong chue Tu phap - ho van ban tur cho”'i,‘ néu ré ly do). . i ‘ 18 gid lam viéc
tich - Truong hop can bd sung, hoan thién ho so, chuyén nguoc vé Bo phan
mot cira (kém van ban hudng dan, néu rd 1y do, ndi dung bd sung...).
Buéc 3 | Lanh dao UBND cép xi Ky phé duyét két qua TTHC. 03 gio lam viéc
Budc 4 | B6 phan Van phong ?ﬁ;:)ghiazc;ahct)}; \l/anl})l;n(?gL(l:hi)(i) chuyén ket qua cho cong chic Tu 0.5 gi¢ 1am viéc
Bude 5 (;6ng chitc Tu phéap — hd Ghi Yéo ;56 hé tich, ngudi di dang ky ky vao S6, Tra két qua cho ngudi 0.5 gics lam viéc
tich co yéu cau.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, van ban dién tir ¢6
yéu cau.
Budc 6 | Ngudi ndp hd so - Nop phi truc tiép hodc thanh toan tryc tuyén theo quy dinh.

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

Tong thoi gian gidi quyét TTHC

24 gio 1am viéc
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14. Ping ky cham dirt giam ho (1.004845)
- Thoi han giai quyét: 02 ngay lam viéc
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thaoi gian thue
hién

Cong chtic Tu phéap tai Bo

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

- Truong hop hd so day di, hop 1é: Tiép nhan, cap nhat luu trit ho so

Buoe 1| han TN&TKQ cép xa dién tir; chuyén can bé thu 1§ etri Phiéu tiép nhan ho so va hen tra két | 02 810 1am vige
qua cho nguoi nop hd so.
- Trudong hop hd so chua day du, khong hop 1¢: Gui thong bao cho
ngudi ndp, huéng dan bo sung, hoan thién ho so theo yéu ciu.
- Xem xét, tham tra, xir Iy ho so, du thao két qua giai quyét. (Du thdo
van ban tir choi, néuré ly do). ‘ 7 ‘ 09 gics lam viéc
Budc 2 | Cong chirc Tu phap - hg tich | - Trudng hop can bd sung, hoan thién hd so, chuyén ngugc vé Bo i
phan mét ctra (kém van ban hudng dan, néu 15 Iy do, ndi dung bd
sung...).
Budc3 | Lanh dao UBND cép x3 Ky phé duyét ket qua TTHC. 04 gi¢ lam vigc
Budc 4 | Bo phan Van phong ?ﬁéﬁ)%h%agc\};aht(}:;c %ﬁﬁlgéglnz? c(iloé) 1’ chuyén ket qua cho cong chirc Tu 0.5 git lam viéc
Bude5 | Cong chirc Tu phap — ho tich Ghi‘\_/éo’ s(z h(f)k tich, nguoi di dang ky ky vao S6, Tra két quéa cho 0.5 gios lam viéc
nguoi cd yéu cau.
- Xuét trinh ddi chiéu hodc ndp ban giéy céc ho so, vin ban dién tir co
yéu cau.
Budc 6 | Nguoi ndp hd so - Nop phi tryc tiép hodc thanh toan tryc tuyén theo quy dinh.

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

Tong thoi gian gidi quyét TTHC

16 gio lam viéc
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15. Thay ddi, cai chinh, b6 sung hd tich (1.004859)
15.1 Quy trinh thay ddi, cai chinh hd tich

- Thoi han giai quyét: 03 ngay lam viéc; truong hop phai xac minh thi thoi han giai quyét khong qua 06 ngay 1am viéc.
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thaoi gian thue
hién

Budc 1

Cong chuac Tu phép tai Bo
phan TN&TKQ cap xa

- Kiém tra, huéng dan, hoan thién thong tin cia ngudi ndp hod so. Xac
nhan hinh thic ndp hd so: Truc tiép/hoéc truc tuyén/hoeic qua dich vu
buu chinh.

- Truong hop ho so day di, hop 1é: Tiép nhan, cap nhat luu trit ho so
dién tir; chuyén can bo thu ly; giri Phiéu tiép nhan ho so va hen tra két
qua cho nguoi ndp hd so.

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

02 gid lam viéc

Buoc 2

Cong chirc Tu phap - ho tich

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

- Truong hop can bod sung, hoan thién hd so, chuyén nguoc vé Bo
phan mét ctra (kém van ban hudng dan, néu 15 Iy do, ndi dung bd
sung...).

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

- 17 gio lam viéc

- 24 ¢i0 lam viéc

Budc 3

Léanh dao UBND cép xa

Ky phé duyét két qua TTHC

04 gio lam viéc

Budc 4

B0 phan Van phong

Dong déq, chuyén két qua cho cong chirc Tu phap-ho tich hodc vin
ban tlr choi

0.5 gio lam viéc

Budc 5

Cong chure Tu phap — hd tich

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

0.5 gio lam viéc
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Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

Budc 6

y€u cau.

- Xuat trinh d6i chiéu hodc nop ban giay cac ho so, van ban di¢n tur co

Nguoi nop ho so - Nop phi truc tiép hodc thanh toan tryc tuyén theo quy dinh.

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

Tong thoi gian giai quyét TTHC khong
tién hanh xdac minh

24 gio lam viéc

Tong thoi gian gidi quyét TTHC can
phai xdc minh

48 gio lam viéc

15.2 Quy trinh bd sung hd tich
- Thoi han giai quyét: Ngay trong ngay lam viéc. Trudng hop nhan ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua
trong ngdy lam viéc tiép theo.

- Quy trinh ndi bd, quy trinh dién t:

Thir tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

Budec 1

Cong chac Tu phap tai BO phén
TN&TKQ cap xa

- Kiém tra, hudng dan, hoan thién thong tin cua ngudi
nop ho so. Xac nhan hinh thic nop hd so: Truc tiép/hoaftc
tryc tuyén/hodc qua dich vu buu chinh.

- Truong hop h6 so day du, hop 1&: Tiép nhan, cap nhat
Iuru trix ho so dién ti; chuyen can b thu ly; gui Phiéu tiép
nhan hd so va hen tra két qua cho ngudi ndp hd so.

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

02 gi¢r 1am viée

Budc 2

Cong chtrc Tu phap - ho tich

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

- Trudng hop can bd sung, hoan thién hd so, chuyén
nguoc vé Bo phan mot cira (kém vin ban huéng dan, néu
13 1y do, nodi dung bo sung...)

04 gio lam viée
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Thir tw
cong viéc

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

Ky phé duyét két qua TTHC.

01 gio lam viéc

Budc 3 | Lanh dao UBND cap xa
. A 1A s \ Poéng dau, chuyén két qua cho cong chirc Tu phap-ho o a e

Budéc 4 | B6 phan Van phong tich hodc van ban tir chéi 0.5 gio lam viéc

Budc 5 | Cong chure Tu phap — ho tich thl vao 5o hO tl,c h’A neyol di déng ky ky vao S0, Tra ket 0.5 gio lam vige
qua cho nguoi cd yéu cau.
- Xuat trinh d6i chiéu hodc ndp ban gidy cac ho so, van
ban dién tu c6 yéu cau. ’

‘ - NOp phi truc ti€p hodc thanh todn truc tuyén theo quy
Budc 6 | Nguoi ndp ho so dinh.

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

Tong thoi gian gidi quyét TTHC

08 gio' lam viéc
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16. Cip Gidy xac nhén tinh trang hon nhén (1.004873)
- Thoi han giai quyét: 03 ngdy 1am viée; trudng hop phai xac minh thi thoi han giai quyét khong qua 23 ngay.
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thir tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thoi gian thue
hién

Budce 1

Cong chuc Tu phap tai BO
TN&TKQ cap xa

phan

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

- Truong hop hd so day du, hop 1&: Tiép nhan, cap nhat
Iwu trit ho so dién tu; chuyen can bg thy ly; gui Phiéu tiép
nhan ho so va hen tra két qua cho ngudi ndp hd so.

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

02 gio lam viée

Budc 2

Cong chuc Tu phép - ho tich

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

- Trudng hop cin bd sung, hoan thién hd so, chuyén
ngugc vé Bo phan mot ctra (kém vian ban hudng dan, néu
13 1y do, ndi dung bd sung...).

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

- 17 gio lam viéc

- 177 gio lam viéc

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

04 gio lam viée

Budc 4

B0 phéan Van phong

Pong dau, chuyén két qua cho cong chitc Tu phap-ho
tich hodc vian ban tir chbi

0.5 gio lam viéc
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Thir tw
cong viéc

Pon vi/ Nguoi thuce hién

Noi dung thuc hién

Thoi gian thuc
hién

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

Budc 5 | Cong chure Tu phap — ho tich , NS 0.5 gio lam viéc
qua cho nguoi cé yéu cau.
- Xuat trinh ddi chiéu hodc ndp ban gidy cac hd so, vin
ban dién tir c6 yéu ciu.
- Nop phi truc tiép hoic thanh toan truc tuyén theo quy
Budc 6 | Ngudi ndp ho so dinh.

- Nhén két qua TTHC theo hinh thtrc da diang ky: Truc
tiép/ hodc qua dich vu buu chinh cong ich/ hodc truc
tuyén.

Tong thoi gian gidi quyét TTHC khong tién hanh

xac minh

24 gio 1am viéc

Téng thoi gian giai quyét TTHC cin phai xdc minh

184 gio lam viée




17. Pang Ky lai khai sinh (1.004884)
- Thoi han giai quyét: 05 ngay 1am viéc. Truong hop phai co van ban xac minh thi thoi han giai quyét khdng quéa 25 ngay.
- Quy trinh ndi bd, quy trinh dién tu:
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Thir tw
cong viéc

DPon vi/ Ngudi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

Budce 1

Cong chuc Tu phap tai Bo
TN&TKQ cap xa

phan

- Kiém tra, huéng dan, hoan thién thong tin ciia ngudi
nop hd so. X4c nhan hinh thitc nop hd so: Truc tiép/hoéc
tryc tuyén/hodc qua dich vu buu chinh.

- Truong hop hd so day du, hop 1&: Tiép nhan, cap nhat
Iy trix ho so dién ti; chuyen can b thu ly; gui Phiéu tiép
nhan ho so va hen tra két qua cho ngudi ndp hd so.

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

04gid lam viéc

Budc 2

Cong chuc Tu phép - ho tich

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

- Trudng hop cin bd sung, hoan thién hd so, chuyén
nguoc vé Bo phan mot ctra (kém vian ban hudng dan, néu
16 1y do, ndi dung bd sung...).

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

- 31 gio lam viéc

- 191 gio lam viéc

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

04 gio lam viéc
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Thlr t.l',l: Don vi/ Ngudi thuc hién Noi dung thuc hién Thot swan thye
cong viéc ’ i j i : j hién
. A LA N7x \ Pong dau, chuyén két qua cho cong chitc Tu phap-ho s in
. i . Z. ) . 1
Budc 4 | BO phan Van phong tich hodc van ban tir chéi 0.5 gio lam viéc
Budc 5 | Cong chure Tu phap — ho tich Gh} VAo SO ho u,c h’A neyor di déng ky ky vao S0, Tra ket 0.5 gio lam viéc
qua cho nguoi co6 yéu cau.
- Xuat trinh d61 chiéu hodc ndp ban gidy cac ho so, van
ban dién tr c6 yéu cau.
- NOp phi truc ti€p hodc thanh todn truc tuyén theo quy
Budc 6 | Nguoi ndp ho so dinh.

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

Tong thoi gian gidi quyét TTHC khong tién hanh

Xac minh

40 gio lam viéc

Tong thoi gian gidi quyét TTHC can phai xdc minh

200 gio' 1am viéc
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18. Ping ky khai sinh cho nguwdi da cé ho so, gidy to c4 nhan (1.004772)
- Thoi han giai quyét: 05 ngay 1am viéc. Truong hop phai c¢é van ban xac minh thi thoi han giai quyét khdng quéa 25 ngay.
- Quy trinh nd1 bd, quy trinh di¢n tu:

Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

Budec 1

Cong chac Tu phap tai BO
TN&TKQ cap xa

phan

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

- Truong hop ho6 so day du, hop 1&: Tiép nhan, cap nhat
Iuru trir ho so dién ti; chuyen can b thu ly; gui Phiéu tiép
nhan ho so va hen tra két qua cho ngudi ndp ho so.

- Trudong hop hd so chua day du, khong hop 1¢: Gui
thong bao cho nguoi nop, hudng dan bo sung, hoan thién
hé so theo yeu cau.

04 gi¢d lam viéc

Budc 2

Cong chure Tu phap - ho tich

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

- Truong hop can b6 sung, hoan thién ho so, chuyen
nguoc vé B phan mot cira (kém van ban huéng dan, néu
13 1y do, ndi dung bd sung...).

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

- 31 gio lam viéc

- 191 gio 1am viée

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

04 gio lam viéc
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Thlr t.l',l: Don vi/ Ngudi thuc hién Noi dung thuc hién Thot swan thye
cong viéc ’ i j i : j hién
. A LA N7x \ Pong dau, chuyén két qua cho cong chitc Tu phap-ho s in
. i . Z. ) . 1
Budc 4 | BO phan Van phong tich hodc van ban tir chéi 0.5 gio lam viéc
Budc 5 | Cong chure Tu phap — ho tich Gh} VAo SO ho u,c h’A neyor di déng ky ky vao S0, Tra ket 0.5 gio lam viéc
qua cho nguoi co6 yéu cau.
- Xuat trinh d61 chiéu hodc ndp ban gidy cac ho so, van
ban dién tr c6 yéu cau.
- NOp phi truc ti€p hodc thanh todn truc tuyén theo quy
Budc 6 | Nguoi ndp ho so dinh.

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

Tong thoi gian gidi quyét TTHC khong tién hanh

Xac minh

40 gio lam viéc

Tong thoi gian gidi quyét TTHC can phai xdc minh

200 gio' 1am viéc




19. Ping ky lai két hon (1.004746)
- Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai co vin ban xac minh thi thoi han giai quyét khéng qua 25 ngay.
- Quy trinh ndi bd, quy trinh dién t:
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Thir tw
cong viéc

Pon vi/ Ngudi thue hién

Noi dung thuc hién

Thoi gian thue
hién

Buodc 1

Cong choc Tu phap tai BO
TN&TKQ cap xa

phan

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

- Truong hop ho so dy du, hop 1é: Tiép nhan, cip nhat
luu trit ho so dién tir; chuyén can bo thu 1y; giri Phiéu tiép
nhan ho so va hen tra két qua cho ngudi ndp ho so.

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

04gid lam viéc

Budc 2

Cong chuc Tu phép - ho tich

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

- Trudng hop cin bd sung, hoan thién hd so, chuyén
ngugc vé Bo phan mot ctra (kém vian ban hudng dan, néu
13 1y do, noi dung bd sung...).

- Trong truong hop can phai tién hanh x4c minh thi Cong
chire Tu phéap- ho tich tién hanh x4c minh

- 31 gio lam viéc

- 191 gio lam viéc

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC

04 gio lam viéc
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Thlr t.l',l: Don vi/ Ngudi thuc hién Noi dung thuc hién Thot swan thye
cong viéc ’ i j i : j hién
. A LA N7x \ Pong dau, chuyén két qua cho cong chitc Tu phap-ho s in
. i . Z. ) . 1
Budc 4 | BO phan Van phong tich hodc van ban tir chéi 0.5 gio lam viéc
Budc 5 | Cong chure Tu phap — ho tich Gh} VAo SO ho u,c h’A neyor di déng ky ky vao S0, Tra ket 0.5 gio lam viéc
qua cho nguoi co6 yéu cau.
- Xuat trinh d61 chiéu hodc ndp ban gidy cac ho so, van
ban dién tr c6 yéu cau.
- NOp phi truc ti€p hodc thanh todn truc tuyén theo quy
Budc 6 | Nguoi ndp ho so dinh.

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

Tong thoi gian gidi quyét TTHC khong tién hanh

Xac minh

40 gio lam viéc

Tong thoi gian gidi quyét TTHC can phai xdc minh

200 gio' 1am viéc




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

Pon vi/ Ngudi thuc hién

N¢i dung thuc hién

Thoi gian thuc
hién

Budc 1

Cong chac Tu phdp tai BO phéan
TN&TKQ cap xa

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

- Truong hop hé so day du, hop 1&: Tiép nhan, cap nhat
I trix ho so dién tu; chuyen can bg thu ly; gui Phiéu tiép
nhan ho so va hen tra két qua cho ngudi ndp hd so.

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

04 gio lam viéc

Budc 2

Cong chuc Tu phép - ho tich

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

- Trudng hop cin bd sung, hoan thién hd so, chuyén
ngugc vé Bo phan mot cira (kém vin ban hudng dan, néu
13 1y do, ndi dung bd sung...).

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

- 31 gid lam viéc

- 71 gio lam viéc

Budc 3

Lanh dao UBND cép x4

Ky phé duyét két qua TTHC.

04 gio lam viéc

Buoc 4

B0 phéan Van phong

Pong dau, chuyén két qua cho coéng chic Tu phap-hd
tich hoac van ban tir choi

0.5 gio lam viéc

Budce 5

Cong chtrc Tu phap — ho tich

Ghi vao s6 ho tich, nguoi di dang ky ky vao S0, Tra keét
qua cho nguoi c6 yéu cau.

0.5 gid lam viéc

Budc 6

Nguoi ndp ho so

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

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

- Nhén két qua TTHC theo hinh thic di ding ky: Truc
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Thir tw

Pon vi/ Nguoi thuc hién

Noi dung thuc hién

Thoi gian thuc
hién

cong viéc

tiép/ hodac qua dich vu buu chinh cong ich/ hodc truc

tuyén.

Tong thoi gian gidi quyét TTHC khong tién hanh

40 gio 1am viéc

Xac minh

Tong thoi gian gidi quyét TTHC cin phai xdc minh

80 gio lam viéc
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