UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIiA VIET NAM

PHUONG THAI HOA Doc 1ap — Tw do — Hanh phic
S0:43 /QD-UBND Thai Hoa, ngayjo thang, nam 2025
QUYET PINH

Cong khai Quy trinh ndi b§, quy trinh dién tir trong giai quyet thu tuc
hanh chinh linh vue ho tich thugc tham quyén giai quyet cua
Uy ban nhan dan phwong Thai Hoa

UY BAN NHAN DAN PHUONG THAI HOA

Can cir Ludt Té chirc chinh quyén dia phwong ngay 16/6/2025;

Can cir Nghi dinh s6 63/2010/NP-CP ngay 08/6/2010 vé kiém sodt TTHC;
Nghi dinh s6 92/2017/ND-CP ngay 07/8/2017 vé sira doi, bé sung mét sé diéu cia
cdc Nghi dinh lién quan dén kiém sodat TTHC;

Can cir Nghi dinh sé 48/2013/NP-CP ngay 14/5/213 cia Chinh Phii sira
doi, bo sung mot s6 diéu cua cdc Nghi dinh lién quan dén kiém sodt thi tuc hanh
chinh;

Can cir Nghi dinh s6 92/2017/NP-CP ngay 07/8/2017 sira doi, bé sung mot
s6 diéu cuia cdc Nghi dinh lién quan dén kiém sodt thii tuc hanh chinh;

Can cit Nghi dinh 118/2025/NP-CP ngay 09/6/2025 ciia Chinh phii vé thuc
hién thii tuc hanh chinh theo co ché mét cira, mot cira lién thong tai Bo phan Mot
cira va Dich vu céng quoc gia;

Can cir Thong tw s6 02/2017/TT-VPCP ngay 31/10/2017 ciia Bé trudng,
Chii nhiém van phong Chinh phii hiedng dan vé nghiép vu kiém sodt thii tuc hanh
chinh,

Can cir Thong tie s6 01/2023/TT-VPCP ngay 05/4/2023 ciia BY truong, Chii
nhiém Vin phong Chinh phii quy dinh mot s6 néi dung va bién phdp thi hanh sé héa
ho so; két qud gidi quyét thii tuc hanh chinh va thuwec hién thii tuc hanh chinh trén méi
truong dién tu;

Can cit Quyét dinh s6 2091/0P-UBND ngay 02/7/2025 ciia Chii tich UBND
tinh Nghé An phé duyét Quy trinh ndi b, quy trinh dién t trong gidi quyét thii tuc
hanh chinh linh viee ho tich thuéc pham vi chirc nang quan ly cua So tw phap.

Theo dé nghi ciia Chanh Van phong HPND - UBND phwrong Thdi Hoa.

QUYET PINH:



Piéu 1. Cong khai Quy trinh noi b, quy trinh dién tir trong giai quyét thu
tuc hanh chinh linh vue tu phap thudc tham quyén giai quyét cua Uy ban nhén dan
phuong Thai Hoa dugc giai quyét tai Trung tdm phuc vu hanh chinh cong phuong
Théi Hoa.

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.

Piéu 3. Chanh Van phong HDND-UBND phuong, Thu truong cac phong,
don vi va céc t6 chirc, ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh
nay./.

N mhan: TM. UY BAN NHAN DAN
- Nhu Diéu 3; >

- Chu tich UBND phuong; KT. CHU TICH

- PCT UBND phuong; PHO CHU TICH

- Trung tdm Phuc vu HCC phuong; 4

- Cong Thong tin dién tir phudng;
- Luu: VT, VP.



UY BAN NHAN DAN
PHUONG THAI HOA

QUY TRINH NOI BQ, QUY TRINH PIEN TU TRONG GIAI QUYET CAC THU TUC HANH CHIiNH

CONG HOA XA HOI CHU NGHIiA VIET NAM
Doc lap — Tw do — Hanh phuc

LINH VU'C HQ TICH THUQC THAM QUYEN GIAI QUYET CUA UBND PHUONG THAI HOA
(Ban hanh kem theo Quyét dinh so  /OD-UBND ngay / /2025 cua UBND phwong Thai Hoa)

1. Thu tuc Pang ky khai sinh

Th tw | Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéce hién thuc hién true tuyén mirc
(tinh mdi do
ngay 08 gio)
Budc 1 | Can bo tiép nhan hd - Kiém tra tinh chinh xéc, ddy du, thong nhat, hop 1¢ cua hd so. 01 gio lam Toan Trinh
so tai Trung tdm |  + Truong hop hod so day du, hop 16 thi tiép nhan ho so, thuc hién s vige

hoéa thanh phan ho so (d6i véi ho so tiép nhan tryc tiép); Hé thong Thong
tin giai quyét TTHC tinh gui ho so dén phan mém Ho tich; Néu ti€ép nhan




Phuc vu hanh chinh
cong phuong

ho so sau 15 gid thi c6 Phiéu hen, tra két qua cho ngudi yéu cau trong ngay
1am viéc tiép theo (néu ngudi yéu cau ndp ho so truc tiép) hodc gui ngay
Phiéu hen, tra két qua qua thu dién tir hogc gui tin nhin hen tra két qua
qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so
tryc tuyén);

+ Truong hop hd so chua day du, hop 16 thi théng bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu 13 loai gidy to, ndi dung can bo sung dé
ngudi yéu cau b sung, hoan thién;

+ Truong hop nguoi yéu cau ding ky khai sinh khong bo sung, hoan
thién duoc hd so thi bao cdo Lanh dao T) rung tam Phuc vy hanh chinh
céng c6 thong bao tir chdi giai quyét yéu cau ding ky khai sinh.

Budc 2

Cong chure tu phap —
hd tich

- Bang nhép hé thong phan mém Ho tich;
- Tham tra ho so:

+ Trudng hop hd so cin bo sung, hoan thién hodc khong du diéu kién
gidi quyét, phai tr choi thi giri thong bao vé tinh trang ho so téi Trung
tam Phuc vy hanh chinh cong dé thong bao cho nguoi ndp ho so.

+ Truong hop cin phai kiém tra, xdc minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua ding thoi gian da hen thi lap Phiéu
xin 18i va hen lai ngay tra két qua chuyen Trung tam Phuc vy hanh chinh
céng dé tra cho nguoi yéu cau (néu ngudi yeu cau ndp hd so truc tiép),
hodc giri Phiéu xin 156i va hen lai ngay tra két qua qua thu dién tir hodc
guri tin nhin qua dién thoai di dong cho ngudi yéu ciu (néu nguoi yéu
ciu nop ho so truc tuyén).

+ Néu thiy ho so ddy du, hop 18, dang quy dinh, truong hop tiép nhan
hé so theo hinh thire tryc tiép, thi thyc hién ghi vao S6 dang ky khai sinh,
cap nhat thong tin dang ky khai sinh trén Phan mém dang ky, quan Iy ho
tich dién tir ding chung va chuyén thong tin dén Co s& dir liéu qudc gia vé
dan cu (CSDLQGVDC) dé 1ay Sé dinh danh c4 nhan.

04 gi0 lam
viée




Trudng hop tiép nhin ho so dang ky khai sinh theo hinh thie truc tuyén,
cong chirc tu phap - ho tich giri lai biéu mau Gidy khai sinh dién tir véi
thong tin day du cho nguoi yéu cau qua thu dién tir hoidc thiét bi s6. Nguoi
yéu cau co trach nhiém kiém tra tinh chinh xé4c, day du ctia cac thong tin
trén biéu mau Gidy khai sinh dién tir va x4c nhén (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin di théng nhat, diy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - ho tich
thyc hién ghi ndi dung vao SO dang ky khai sinh, cap nhat thong tin dang ky
khai sinh trén Phin mém ding ky, quan 1y ho tich dién tir dung chung va
chuyén thong tin d&n CSDLQGVDC dé 1ay S6 dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé S6 dinh danh ¢4 nhén, cong chic tur phéap
- ho tich in Giy khai sinh, ban sao Gidy khai sinh trinh Lanh dao UBND

phuong.
Budc 3 | Lanh dao UBND - Pang nhép hé thong phan mém Ho tich; 02 gio lam
phuong - Xem xét, ky Gidy khai sinh, ban sao Gidy khai sinh (ban gidy va ban viéc
dién tu);
- Chuyén két qua dén Van thu.
Budc 4 | Van thu - Pang nhap hé thong phan mém Ho tich; 01 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) dén vige

Trung tam Phuc vu hanh chinh cong va ban dién tr dén He théng Thong
tin giai quyét TTHC tinh.

Budc 5 | Trung tam Phuc vu - Tra két qua cho nguoi yéu cau. Khong tinh
hanh chinh cong thoi gian

Tong thoi gian gidi quyét 08 gio 1am viéc (Theo quy dinh TTHC nay giai quyét ngay trong ngay tiép nhan yéu ciu, truong hop nhan hd
TTHC so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo)




2. Thii tuc ding ky khai sinh ¢6 yéu té nwée ngoai

Thir tw Pon vi/nguwdi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuwe hién truc tuyén mirc
(tinh mbi as
ngay 08 gio)
Budc 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh xéc, ddy du, thdng nhét, hop 1& cua hd so. 01 gio lam Toan Trinh

tai Trung tam Phuc vu | + Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa viée

hanh  chinh  cong | thanh phan ho so (d0i véi ho so tiep nhan truc tiep); Hé thong Thong tin

phuong giai quyét TTHC tinh gui ho so dén phan mém Ho tich; néu tiép nhan hd
so'sau 15 gio thi co Phiéu hen, tra ket qua cho ngudi yéu ciu trong ngay
lam viéc tiép theo (néu nguoi yéu cau ndp ho so truc tlep) hodc guri ngay
Phiéu hen, tra két qua qua thu dién t hoac gu1 tin nhin h@p tra két gua
qua dién thoai di dong cho ngudi yéu cau (néu ngudi yu cau nop ho so
truc tuyén);
+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu 13 loai gidy to, ndi dung can b sung dé
nguodi yéu cau bd sung, hoan thién;
+ Truong hop nguoi yéu cau dang ky khai sinh khong b6 sung, hoan
thién duoc ho so thi béorcéo Lanh giao T rung tam Phuc vu hanh chinh
cong co thong bao tir choi giai quyét yéu cau dang ky khai sinh.

Budc 2 | Cong chuc tu phap — - Pang nhép hé thong phan mém Ho tich; 04 gi0 lam
ho tich - Tham tra ho so: vige

+ Truong hop hd so can bd sung, hoan thién hodac khong du diéu
kién giai quyét, phai tir choi thi gl thong bao vé tinh trang hd so toi
Trung tdm Phuc vu hanh chinh cong dé€ thong bao cho ngudi ndp ho so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua ding thoi gian da hen thi 1ap Phiéu




xin 16i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir
hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi
yéu cau ndp ho so tric tuyén).

+ Néu thay ho so day du, hop 18, dang quy dinh, trudng hop tiép nhan
hé so theo hinh thirc truc tiép, thi thuc hién ghi vao S6 dang ky khai sinh,
cap nhat thong tin dang ky khai sinh trén Phan mém dang ky, quan 1y ho
tich dién tir ding chung va chuyén thong tin dén Co so dit liéu quéc gia
vé dan cu (CSDLQGVDC) dé 1ay S6 dinh danh c4 nhan.

Trudng hop tiép nhan hd so dang ky khai sinh theo hinh thic trirc tuyén,
cong chire tu phéap - ho tich giri lai biéu mau Gidy khai sinh dién tir véi
thong tin day du cho ngudi yéu cau qua thu dién tir hoic thiét b sd.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t6i da
mot ngay).

Néu nguoi yéu cau xac nhan thong tin di thong nhat, ddy di hodc
khoéng c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hd
tich thyc hién ghi néi dung vao SH dang ky khai sinh, cdp nhat thong tin
dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tr dung
chung va chuyén thong tin dén CSDLQGVDC d¢é lay S6 dinh danh ca
nhan.

- Sau khi CSDLQGVDC tra vé Sb dinh danh c4 nhan, cong chirc tur
phap - ho tich in Gidy khai sinh, ban sao Gidy khai sinh trinh Lanh dao
UBND phuong.

Budc 3

Lanh dao UBND
phuong

- Bang nhép hé thong phin mém Ho tich;
- Xem xét, ky Gidy khai sinh, ban sao Gidy khai sinh (ban gidy va
ban di¢n tr);

02 gio lam
viée




- Chuyén két qua dén Vin thu.

Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 01 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén Trung tam Ph@,tc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Bu6c 5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé théng Théng tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian

hanh chinh cong

Tong thoi gian giai quyét

TTHC

08 gior 1am viée (Theo quy dinh TTHC nay giai quyét ngay trong ngay tiép nhan yéu cau, truong hop nhan
ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép theo)

3. Thu tuc dang ky lai khai sinh

a. Truwong hop khong phdai xdac minh

Thur tw Don vi/nguwoi thuce N¢i dung cong viéc Thoi gian Dich vu cong
cong viéc hién thwe hién triee tuyén mic
(tinh mbi do
ngay 08 gio)
Budc 1 | Can b tiép nhan ho so | - Kiém tra tinh chinh x4c, day du, thong nhat, hop 1& cta hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu viéc

hanh
phuong

chinh  cong

+ Trudng hop ho so ddy du, hop 18 thi tiép nhan hd so, thuc hién s6 hoa
thanh phém ho so (d6i v6i ho so tiép nhén tryc tiép); Hé théng Thong tin
gial quyét TTHC tinh gui hé so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);




+ Truong hop ho so chwa day du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.

Budc 2

Cong chuc tu phap —
ho tich

- Bang nhép hé thong phin mém Ho tich;
- Tham tra ho so:

+ Truong hop ho so can bd sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tam Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Trudng hop khong thé tra két qua dang thoi gian da hen thi lap
Phiéu xin 15i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu
hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd
so truc tiép), hodc giri Phiéu xin 151 va hen lai ngdy tra két qua qua thu
dién tir hodc giri tin nhin qua dién thoai di dong cho ngudi yéu cau (néu
ngudi yéu cau ndp ho so tryc tuyén).

+ Néu thay ho so day du, hop 1¢, dung quy dinh, truong hop tiép nhan
hé so dang ky lai khai sinh theo hinh thtrc truc tiép, thi cong chtrc tu phéap
- hd tich thyuc hién ghi ndi dung vao SO dang ky khai sinh, cap nhat thong
tin ddng ky lai khai sinh trén Phan mém ding ky, quan 1y ho tich dién tir
dung chung.

+ Truong hop tiép nhan hd so dang ky lai khai sinh theo hinh thic tric
tuyén, cong chtrc tu phap - ho tich gui lai biéu mau Gidy khai sinh dién
tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

28 gi0 lam
viée




Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua
cac thong tin trén biéu mau Gidy khai sinh dién tir va x4c nhan (t6i da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phép - ho
tich thuc hién ghi ndi dung vao S6 dang ky khai sinh, cap nhat thong tin
dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung.

- In Gidy khai sinh, trinh Lanh dao Uy ban nhan dan phudng.

Budc 3 |Lanh dao UBND - Ping nhap hé thdng phan mém Ho tich; 08 gio lam
phuong - Xem xét, ky Gidy khai sinh (ban gidy va ban dién ti); vige
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phan mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) viée
dén Trung tdm Phuc vu hanh chinh ¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu chu. thoi gian
hanh chinh céng
Tong thoi gian gidi quyét 40 gio lam viéc
TTHC
b. Truwong hop phadi co vin bdan xdc minh
Thir tw Pon vi/nguwdi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuwe hién triee tuyén mic

(tinh méi
ngay 08 gio)

do




Budce 1

Can b tiép nhan ho so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xéc, ddy d, thong nhat, hop 18 cia hd so.

+ Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa
thanh phan h6 so (d6i véi ho so tlep nhan truc tiép); He thong Thong tin
giai quyét TTHC tinh gui hd so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp ho so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hoac guri tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu 13 loai gidy to, ndi dung can b sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giai quyeét.

02 gio lam
viéc

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhép hé thong phan mém Ho tich;
- Tham tra ho so:

+ Truong hop hd so can bd sung, hoan thién hodac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian d hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc giri Phiéu xin 15i va hen lai ngdy tra két qua qua thu dién tir
hodc giri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi
yéu cau ndp hd so truc tuyén).

+ Truong hop viéc dang ky khai sinh trude day dugce thyc hién tai
Uy ban nhan dan cip xi khong phai noi ding ky lai khai sinh hodc Uy

180 gioy

Toan Trinh




ban nhan din cap huyén/S& Tu phap thi cong chie tu phap - ho tich co
vian ban dé nghi Uy ban nhan déan cap x3/So Tu phap noi thuc hién viéc
dang ky khai sinh trude day/noi dang luu trir S6 Pang ky khai sinh kiém
tra, xac minh vé viéc luu gitr S6 ho tich.

Truong hop gidy to cia ngudi yéu cau diang ky lai khai sinh
khong c6 thong tin chirng minh quan hé cha, me, con thi co quan dang
ky ho tich c6 van ban dé nghi co quan cong an c¢6 thim quyén xac minh.
Trudng hop co quan cong an tra 101 khong c6 thong tin thi co quan dang
ky ho tich cho ngudi yéu cau ding ky lai khai sinh 14p vin ban cam
doan vé thong tin cua cha, me va xac dinh ndi dung khai sinh theo van
ban cam doan.

Sau khi nhan dugc két qua xac minh vé viéc khong con luu gt
duoc S6 ho tich tai noi da dang ky khai sinh hodc sau thoi han 20 ngay
ké tir ngay giri van ban yéu cau xac minh ma khong nhan duoc vin ban
tra 101, néu thay hd so dy du, hop 18, dung quy dinh, truong hop tiép nhan
hé so dang ky lai khai sinh theo hinh thtrc truc tiép, thi cong chirc tu phéap
- ho tich thyc hién ghi ndi dung vao S6 dang ky khai sinh, cip nhat théng
tin ddng ky lai khai sinh trén Phan mém ding ky, quan 1y ho tich dién tir
dung chung.

Trudng hop tiép nhan ho so ding ky lai khai sinh theo hinh thirc
truc tuyén, cong chirc tu phap - ho tich giri lai biéu mau Gidy khai sinh
dién tir v6i thong tin day du cho nguoi yéu cau qua thu dién tir hodc thiét bi
5.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du
clia cac thong tin trén biéu mau Gidy khai sinh dién tir va xac nhén (tdi
da mdt ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hoac
khong c6 phan hoi sau thoi han mot ngdy thi cong chic tu phap - ho




tich thuc hi¢n ghi ndi dung vao SH dang ky khai sinh, cap nhat thong tin
dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tr dung
chung.

- In Gidy khai sinh, trinh Lanh dao Uy ban nhan dén phudng.

Buoc 3 | Lanh dao UBND - Bang nhap hé théng phén mém Ho tich; 16 gio
phuong - Xem xét, ky Gidy khai sinh (ban gidy va ban dién tir);
- Chuyén két qua dén Van thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy)
dén T rung tam Phuc vu hanh chinh cong va ban dién ti dén He théng
Thong tin giai quyét TTHC tinh.
Budc 5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé thdng Théng tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian giai quyét 200 gioy
TTHC
4. Thi tuc ding Ky lai khai sinh c6 yéu t6 nwéc ngoai
a. Truwong hop khong phdi xdac minh
Thur tw Don vi/ngwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trure tuyén mirc
(tinh mbi do
ngay 08 gio)
Budc 1 | Canbg tiép nhan hd g : , , , 02 gio 13 Toan Trinh
Hoe an >o 1epAn annosSe Kiém tra tinh chinh x4c, day du, thong nhat, hgp 1€ cua ho so. gl.? am oan Trn
tai Trung tam Phuc vu viée




hanh chinh cong
phuong

+ Truong hop ho so day du, hop 1¢ tiép nhan ho so, thuc hién s hoa
thanh phan ho so (d6i voi ho so tlep nhén tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Truong hop hé so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
nguoi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bo sung, hoan thién dugc ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap h¢ théng phﬁn mém Ho tich;
- Tham tra hd so:

+ Trudng hop hd so can b sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop khong thé tra két qua dung thoi gian da hen thi 1ap
Phiéu xin 131 va hen lai ngay tra két qua chuyen Trung tam Phuc vu
hanh chinh céng dé tra cho ngudi yéu cu (néu nguoi yeu cau nop ho
s truc tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu
dién tur hodc gm tin nhan qua dién thoai di dong cho ngudi yéu cu (néu
ngudi yéu cau ndp ho so truc tuyén).

+ Néu thay ho so dy du, hop 18, dtng quy dinh, trudng hop tiép nhan
hd so dang ky lai khai sinh theo hinh thirc truc tiép, thi cong chirc tu phap
- ho tich thuc hién ghi ndi dung vao S6 dang ky khai sinh, cap nhat thong

28 gio lam
viéc




tin ddng ky lai khai sinh trén Phan mém ding ky, quan 1y ho tich dién tir
dung chung.

+ Trudng hop tiép nhan hd so ding ky lai khai sinh theo hinh thirc truc
tuyén, cong chtrc tu phap - ho tich gui lai biéu mau Gidy khai sinh dién
tir v&i thong tin ddy di cho nguoi yéu cau qua thu dién tir hoic thiét bi sb.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cia
cac thong tin trén biéu mau Gidy khai sinh dién tir va x4c nhan (tdi da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin di thong nhat, day di hodc
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tuw phéap - ho
tich thyc hién ghi néi dung vao S6 dang ky khai sinh, cip nhat thong tin
dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tr dung
chung.

- In Gidy khai sinh, trinh Lanh dao Uy ban nhan dan phudng.

Buéc 3 | Lanh dao UBND - Bang nhap hé théng phén mém Ho tich; 08 gio lam
phuong - Xem xét, ky Gidy khai sinh (ban gidy va ban dién tir); viéc
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phan mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tur, chuyén két quail (ban gi:c“iy) viée
dén Trung tam Ph@fc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu cau. thoi gian

hanh chinh céng

Tong thoi gian giai quyét

TTHC

40 gi0 lam viéc




b. Truong hop phdi coé van ban xdac minh

Thur tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién true tuyén mic
(tinh m&i do
ngay 08 gio)
Budc 1 | Can b tiép nhan ho so | - Kiém tra tinh chinh xac, ddy du, théng nhét, hop 1¢ cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu | + Trudng hop ho so day d, hop 1¢ thi tiép nhan ho so, thyuc hién s6 hoa vige
hanh  chinh  cong | thanh phan hé so (d6i v6i ho so tlep nhan tryc tiép); Hé théng Thong tin
phuong giai quyét TTHC tinh gui hd so dén phan mem HO tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau gneu ngudi yéu cau ndp hd so truc tlep) hoac
gui ngay Phi€u hen, tra két qua qua thu dién tir hodc gui tin nhan hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);
+ Truong hop hd so chua day du, hop 16 thi thong bao cho nguoi yéu céu}
b6 sung, hoan thién ho so, néu ro0 loai giay to, ndi dung can bd sung dé
nguodi yéu cau bo sung, hoan thién;
+ Trudng hop ngudi yéu cau khong bd sung, hoan thién duogc hd so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giadi quyeét.
Buéc 2 | Cong chirc tu phap — - Pang nhap hé thdng phan mém Ho tich; 180 gio

ho tich

- Tham tra hd so:

+ Trudng hop hd so can b sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua ding thoi gian d3 hen thi 1ap Phiéu
xin 181 va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh




chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir
hodc gri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau nop hd so tric tuyén).

+ Truong hop viéc dang ky khai sinh trudc day dugc thuc hién tai
Uy ban nhan dan cap xa khong phai noi dang ky lai khai sinh hodc Uy
ban nhan dan cap huyén/S¢ Tu phép thi cong chirc tu phap - ho tich co
vin ban dé nghi Uy ban nhan déan cip x3/S& Tu phap noi thuc hién viée
dang ky khai sinh truéc day/noi dang luu trir S6 Dang ky khai sinh kiém
tra, xac minh vé viéc luu giir S6 ho tich.

Truong hop gidy to ciia ngudi yéu cau dang ky lai khai sinh khong
c6 thong tin chimg minh quan hé cha, me, con thi co quan dang ky ho
tich c6 vian ban dé nghi co quan cong an c6 thim quyén xac minh.
Truong hop co quan cong an tra 161 khong c¢6 thong tin thi co quan dang
ky ho tich cho nguoi yéu cau dang ky lai khai sinh 1ap van ban cam
doan vé thong tin cua cha, me va xac dinh ndi dung khai sinh theo van
ban cam doan.

Sau khi nhan dugc két qua xac minh vé viéc khoéng con luu giir
duoge SO ho tich tai noi da dang ky khai sinh hodc sau thoi han 20 ngay
ké tir ngay giri van ban yéu cau xac minh ma khong nhan duoc vin ban
tra 101, néu thay hd so day du, hop 18, dung quy dinh, truong hop tiép nhan
hé so dang ky lai khai sinh theo hinh thtrc truc tiép, thi cong chirc tu phéap
- ho tich thyc hién ghi nd1 dung vao SO dang ky khai sinh, cap nhat thong
tin dang ky lai khai sinh trén Phin mém dang ky, quan 1y ho tich dién tir
dung chung.




Trudng hop tiép nhan ho so dang ky lai khai sinh theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich giri lai biéu miu Gidy khai sinh dién
tir voi thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cta
cac thong tin trén biéu mau Gidy khai sinh dién tir va x4c nhan (t6i da
mot ngay).

Néu ngudi yéu cau xac nhin thong tin da thong nhat, ddy du hodc
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thyc hién ghi ndi dung vao SH dang ky khai sinh, cp nhat thong tin
dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung.

- In Gidy khai sinh, trinh Lanh dao Uy ban nhan din phuong.

Budc3 | Lanh dao UBND - Pang nhap hé thong phan mém Ho tich; 16 gio
phuong - Xem xét, ky Gidy khai sinh (ban gidy va ban dién tt);
- Chuyén két qua dén Vin thu.
Buéc 4 | Van thu - Pang nhap hé thong phan mém Ho tich 02 gio
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban giy)
dén Trung tdm Phuc vu hanh chinh céng va ban dién tir ¢én Hé thong
Thong tin giai quyét TTHC tinh.
Bu6c5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé théng Théng tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu | _7pj kbt qua cho nguoi yéu cau. thoi gian

hanh chinh cong

Tong thoi gian giai quyét

TTHC

200 gio




5. Thi tuc dang ky nhin cha, me, con
a. Truwong hgp khong phai xdc minh

Thur tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién trure tuyén mirc
(tinh m&i do
ngay 08 gio)
Bu6c 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio 1am Toan Trinh
tai Trung tam Phuc vu | + Truong hop ho so day du, hop 16 thi tiép nhan ho so, thyc hién s6 hoa vige
hanh  chinh  cong | thanh phan hé so (d6i v6i ho so tlep nhan tryuc tiép); Hé théng Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mem HO tich; c6 Phiéu hen, tra
két qua cho nguo1 yéu cau (neu ngudi yéu cau ndp hod so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);
+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién hé so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;
+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tu
chéi giai quyét.
Buéc 2 | Cong chic tu phap — - Pang nhap hé thdng phan mém Ho tich; 14 gi0 lam
ho tich viéc

- Tham tra hd so:

+ Truong hop hd so can bd sung, hoan thi¢én hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so toi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop khong thé tra két qua dung thoi gian da hen thi 1ap
Phiéu xin 15i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu
hanh chinh céng dé tra cho nguoi yéu cau (néu ngudi yéu cau ndp hd




so truc tiép), hodc giri Phiéu xin 161 va hen lai ngdy tra két qua qua thu
dién tir hodc giri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu
ngudi yéu cau ndp ho so truc tuyén).

+Néu th'éy vi€c nhan cha, me, con la ding va khong c6 tranh chép,
hé so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so dang ky
nhan cha, me, con theo hinh thire tric tiép, thi cong chirc tu phép - ho tich
thue hién ghi vao S6 dang ky nhan cha, me, con, cip nhét thong tin ding
ky nhan cha, me, con trén Phan mém déng ky, quan 1y ho tich dién tir ding
chung.

Truong hop tiép nhan hd so dang ky nhan cha, me, con theo hinh
thure truc tuyén, cong chirc tu phap - ho tich gui lai biéu mau Trich luc
dang ky nhan cha, me, con dién tir v6i thong tin day du cho ngudi yéu
cAu qua thu dién tir hodac thiét bj sb.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, diy du cua
cac thong tin trén biéu mau Trich luc dang ky nhan cha, me, con dién tir
va x4c nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin di thong nhét, day du hodc
khoéng c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thuc hién ghi ndi dung vao Sb dang ky dang ky nhén cha, me, con,
cap nhat thong tin dang ky nhan cha, me, con trén Phan mém dang ky,
quan ly hd tich dién tir dung chung.

- In Trich luc dang ky nhan cha, me, con, trinh Lanh dao ny ban nhan
dan phuong ky

Budc 3

Lanh dao UBND
phuong

- Bang nhép hé thong phan mém Ho tich;

- Xem x¢ét, ky Trich lyc dang ky nhan cha, me, con (ban gidy va ban
dién tu);

- Chuyén két qua dén Vin thu.

06 gio lam
viée




Buéc 4 | Van thu - Ping nhap hé thong phan mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén Trung tdm Phuc vu hanh chinh céng va ban dién tir ¢én Hé thong
Thong tin giai quyét TTHC tinh.
Bu6c 5 | Bo phan tra két qud | - Nhan két qud, x4c nhan trén Hé thdng Théong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 24 gid 1am viéc
TTHC
b. Trwong hgp can phdi xdc minh
Thiwr tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuwe hién truc tuyén mirc
(tinh moi do
ngay 08 gio)
Budc 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh xéc, ddy du, thdng nhét, hop 1é cta hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu viéc

hanh
phuong

chinh  cong

+ Truong hop hd so déy du, hop 1€ thi tiép nhan hd so, thyuc hién sb hoa
thanh phan h6 so (d6i véi ho so tlep nhén tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Truong hop hd so chua ddy dua, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;




+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duogc hé so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giadi quyeét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng phén mém Ho tich;

- Tham tra hd so:

+ Trudng hop hd so can bd sung, hoan thién hodc khong du diéu
kién gidi quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+Truong hop can phai kiém tra, x4c minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dang thoi gian da hen thi 1ap Phiéu
xin 16i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir
hozc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi
yéu cau nop hd so truc tuyén).

+ Néu thdy viéc nhan cha, me, con 1a dung va khong co tranh chép,
hé so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so dang ky
nhan cha, me, con theo hinh thirc truc tiép, thi cong chirc tu phap - ho tich
thuc hién ghi vao Sb dang ky nhan cha, me, con, cap nhat thong tin dang
ky nhén cha, me, con trén Phan mém dang ky, quan 1y hd tich dién tr dung
chung.

Truong hop tiép nhan hd so dang ky nhan cha, me, con theo hinh
thire truc tuyén, cong chtrc tu phap - ho tich gui lai biéu mau Trich luc
dang ky nhan cha, me, con dién tir v6i thong tin day du cho ngudi yéu
cau qua thu dién tir hodc thiét bi sb.

52 gio lam
viéc




Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh x4c, day du cua
cac thong tin trén biéu mau Trich luc dang ky nhan cha, me, con di¢n tur
va xac nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, ddy da hoic
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thyc hién ghi nd1 dung vao SO dang ky dang ky nhan cha, me, con,
cap nhat thong tin dang ky nhan cha, me, con trén Phan mém dang ky,
quan 1y hg tich dién tir dung chung.

- In Trich luc dang ky nhan cha, me, con, trinh Lanh dao ﬁy ban nhan
dan phuong.

Buoc 3 Lén? dao UBND _ Déng nhép hé th6ng phﬁn mém HO tich; 08 gi(‘r lam
phuong e N vige
- Xem x¢&t, ky Trich luc dang ky nhan cha, me, con (ban giay va ban
dién tr);
- Chuyén két qua dén Vin thu.
Buge 4 | Van thu - Ping nhap hé thong phan mém Ho tich; 02 giir lam
. . L . iéc
- Bbong dau, ban hanh két qua dién tr, chuyén két qua (ban giay) VIS
dén T rung tam Phuc vu hanh chinh cong va ban dién to dén He théng
Thong tin giai quyét TTHC tinh.
Buée S | Bo phan trd ket qud | - Nhan két qua, x4c nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tdm Phuc vu thot gian

hanh chinh cong

- Tra két qua cho nguoi yéu cau.

Tong thoi gian giai quyét

TTHC

64 gio lam vi¢e




6. Thii tuc ding ky nhan cha, me, con c6 yéu t6 nwréc ngoai

Thur tw
cong viéc

Pon vi/nguwoi thue
hién

Noi dung cong viéc

Thoi gian

thue hién

(tinh m&i
ngay 08 gio)

Dich vu cong
truc tuyén mirc
do

Budc 1

Cén bo tiép nhan ho so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xé4c, ddy d, thong nhat, hop 18 cia hd so.

+ Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyuc hién s6 hoa
thanh phan h6 so (dbi véi ho so tlep nhan tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui hd so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho ngudi yéu cau (néu ngudi yéu cau ndp hd so trie tiép) hoic
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Trudng hop hd so chua diy du, hop 16 thi thong bao cho ngudi yéu cau
bd sung, hoan thién ho so, néu rd loai gidy t&, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bd sung, hoan thién duogc hd so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tr
chéi giai quyét.

02 gio

Buoc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng ph?m mém Ho tich;

- Tham tra hd so:

+ Trudng hop hd so can b sung, hoan thién hodc khong du diéu
kién giadi quyét, phai tir choi thi gui thong bao vé tinh trang hd so téi
Trung tdm Phuc vu hanh chinh cong dé thong bao cho ngudi ndp ho so.

+Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khiac ma khong thé tra két qua dung thoi gian di hen thi 1ap Phiéu
xin 16i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh

68 gid

Toan Trinh




chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc
tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién ti
hoac gu’l tin nhin qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau ndp ho so truc tuyén).

+ Cong chure tu phap - ho tich xac minh, niém yét viéc nhan cha, me,
con tai tru s& Uy ban nhan dén cp x4 trong thoi gian 05 ngdy lam viéc,
d6ng thoi giri vian ban d& nghi Uy ban nhan dan cap x3 noi thuong tra ciia
ngudi duge nhan 14 cha, me, con niém yét trong thoi gian 05 ngay lam viéc.

+ Néu thdy viéc nhan cha, me, con 1a dang va khong c6 tranh chap,
hé so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so dang ky
nhan cha, me, con theo hinh thirc truc tiép, thi cong chirc tu phap - ho tich
thuc hién ghi vao S6 dang ky nhan cha, me, con, cap nhat thong tin dang
ky nhan cha, me, con trén Phan mém dang ky, quan 1y ho tich dién tir dung
chung.

Truong hop tiép nhan hd so ding ky nhan cha, me, con theo hinh
thirc truc tuyén, cong chtrc tu phap - ho tich gui lai biéu mau Trich luc
dang ky nhan cha, me, con dién ttr v6i thong tin diy du cho ngudi yéu cau
qua thu dién tir hodc thiét bi sb.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cta
cac thong tin trén biéu mau Trich luc dang ky nhan cha, me, con dién tir
va xac nhén (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da théng nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tur phap - ho
tich thyc hién ghi nd1 dung vao SO dang ky dang ky nhan cha, me, con,
cap nhat thong tin dang ky nhan cha, me, con trén Phan mém dang ky,
quan 1y hg tich dién tir dung chung.

- In Trich lyc dang ky nhan cha, me, con, trinh Lanh dao ﬁy ban nhan
dan phuong.




Buéc 3 | Lanh dao phuong - Ping nhap hé thong phan mém Ho tich; 08 gio
- Xem xét, ky Trich luc ding ky nhan cha, me, con (ban gidy va ban
dién tr);
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Bang nhap hé théng phén mém H9 tich; 02 gio
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban giy)
dén Trung tam Phuc vu hanh chinh céng va ban dién tir dén Heé thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 80 gio
TTHC
7. Thi tuc diing ky khai sinh két hop diing ky nhan cha, me, con
a. Truwong hop khong phdi xdac minh
Thur tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién trwe tuyén mic
(tinh m&i do
ngay 08 gio)
Budc 1 | Can b tiép nhan ho so | - Kiém tra tinh chinh xac, ddy du, thdng nhét, hop 1¢ cua hd so. 02 gi¢ lam Mot phan
tai Trung tam Phuc vu viée

hanh
phuong

chinh  cong

+ Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa
thanh phan ho so (dbi véi hd so tlep nhan truc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
giri ngay Phiéu hen, tra két qua qua thu dién tr hodc giri tin nhan hen




tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi yéu
cau ndp ho so truc tuyén);

+ Truong hop ho so chua day du, hop 18 thi théng bao cho ngudi yéu cau
bo sung, hoan thién ho so, néu 10 loai gidy to, ndi dung can bo sung dé
nguoi yéu cau bo sung, hoan thi¢n;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chdi giai quyét.

Budc 2

Coéng chtc tu phap —
ho tich

- bang nhap hé théng phr:in mém Ho tich;

- Tham tra ho so:

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang ho so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop khong thé tra két qua ding thoi gian da hen thi lap
Phiéu xin 18i va hen lai ngay tra két qua, chuyén Trung tam Phuc vu
hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp hd
s truc tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu
dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu
ngudi yéu cau ndp ho so truc tuyén).

+Néu théy viéc nhan cha, me, con la dung va khong cé tranh chép,
hd so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so dang ky
nhan cha, me, con theo hinh thirc truc tiép, thi cong chirc tu phap - ho tich
thuc hién ghi vao So dang ky nhan cha, me, con, cap nhat thong tin dang
ky nhén cha, me, con trén Phan mém dang ky, quan 1y hd tich dién t&r dung
chung.

Truong hop tiép nhén ho so dang ky nhan cha, me, con theo hinh
thirc tryc tuyén, cong chirc tu phap - ho tich gui lai biéu mau Trich Iyc

14 gio lam
viée




dang ky nhan cha, me, con dién tir v6i thong tin ddy du cho nguoi yéu
cau qua thu dién tir hodc thiét bi sd.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du cua
cac thong tin trén biéu mau Trich luc dang ky nhan cha, me, con di¢n tur
va xac nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hd
tich thuc hién ghi noi dung vao S6 ding ky dang ky nhan cha, me, con,
cap nhat thong tin dang ky nhan cha, me, con trén Phan mém dang ky,
quan 1y ho tich dién tu dung chung.

- In Trich lyc dang ky nhan cha, me, con, trinh Lanh dao ij ban
nhan dan phuong ky

Budc 3 | Lanh dao UBND - Ping nhap hé thdng phan mém Ho tich; 06 gio lam
phuong - Xem xét, ky Trich lyc dang ky nhan cha, me, con (ban gidy va ban viée
dién tr);
- Chuyén két qua dén Van thu.
Buéc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén T rung tdm Phuc vu hanh chinh cong va ban dién to dén He théng
Thong tin giai quyét TTHC tinh.
Budc 5 | BO phan tra két qua | - Nhan két qua, xac nhén trén Hé théng Thong tin gidi quyét TTHC; Khong tinh
Trung tam Phuc vu| - Tra két qua cho ngudi yéu cau. thoi gian

hanh chinh céng

Tong thoi gian giai quyét

TTHC

24 gio lam viée




b. Truwong hop can phdi xdc minh

Thu tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién trure tuyén mirc
(tinh m&i do
ngay 08 gio)
Bu6c 1 | Can b tiép nhan hd so | - Kiém tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gi¢ lam Mot phan
tai Trung tam Phuc vy | + Truong hop hd so day du, hop 1¢ thi tiép nhan ho so, thyuc hién s6 hoa vige
hanh  chinh  cong | thanh phan hé so (d6i v6i ho so tlep nhan tryuc tiép); Hé théng Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguol yéu cau (neu ngudi yéu cau ndp ho so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp ho so tryc tuyén);
+ Trudng hop hd so chua day du, hop 16 thi thong bao cho ngudi yéu cau
bo sung, hoan thién ho so, néu rd loai giéy to, ndi dung can bo sung dé
ngudi yéu cau bd sung, hoan thién;
+ Truong hop ngudi yéu cau khéng bo sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vu hanh chinh cong c thong bao tu
chéi giai quyét.
Budéc 2 | Cong chuc tu phap — - Diing nhap hé théng phan mém H9 tich: 52 gio lam
ho tich viée

- Tham tra ho so:

+ Trudng hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so toi
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Trudong hop khong thé tra két qua dung thoi gian da hen thi 1ap
Phiéu xin 13i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu
hanh chinh céng dé tra cho nguoi yéu cau (néu ngudi yéu cau ndp hd




so truc tiép), hodc giri Phiéu xin 151 va hen lai ngdy tra két qua qua thu
dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu
ngudi yéu cau ndp hd so truc tuyén).

+ Néu thay viéc nhan cha, me, con 1a diing va khong c6 tranh chip,
thong tin khai sinh day du va phu hop, thi cong chirc tu phap - ho tich
thuc hién ghi vao S6 dang ky nhan cha, me, con, S6 dang ky khai sinh,
cap nhat thong tin dang ky khai sinh, dang ky nhan cha, me, con trén Phan
mém ding ky, quan 1y ho tich dién tir dung chung, chuyén thong tin dén
CSDLQGVDC dé 1ay Sé dinh danh c4 nhan.

- Sau khi CSDLQGVDC tra vé Sé dinh danh ca nhan, céng chirc tur
phap - ho tich in Gidy khai sinh, Trich luc dang ky nhan cha, me, con,
trinh Lanh dao Uy ban nhan dan phuong,

Budce 3 L5.n¥1 dao UBND - Dang nhap hé théng phadn mém Ho tich; 08 gio lam
phudng e 1w (ih Tt o , S viée
- Xem x¢ét, ky Giay khai sinh, Trich luc dang ky nhéan cha, me, con
(ban gidy va ban dién tt);
- Chuyén két qua dén Vin thu.
Budc4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gi'c‘v lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) viee
dén Trung tdm Phuc vu hanh chinh c¢éng va ban dién tir dén Heé thong
Thong tin giai quyét TTHC tinh.
Budc 5 | Bo phan tra két qua | _ Nhan két qua, xdc nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuyc wvu thoi gian

hanh chinh cong

- Tra két qua cho nguoi yéu cau.

Tong thoi gian gidi quyét

TTHC

64 gio lam vi¢c




8. Thii tuc ding Ky khai sinh két hop ding ky nhin cha, me, con c6 yéu t6 nwéc ngoai

Thur tw
cong viéc

Pon vi/nguwoi thue
hién

Noi dung cong viéc

Thoi gian

thue hién

(tinh m&i
ngay 08 gio)

Dich vu cong
truc tuyén mirc
do

Budc 1

Cén bo tiép nhan ho so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xé4c, ddy d, thong nhat, hop 18 cia hd so.

+ Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyuc hién s6 hoa
thanh phan h6 so (dbi véi ho so tlep nhan tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui hd so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho ngudi yéu cau (néu ngudi yéu cau ndp hd so trie tiép) hoic
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Trudng hop hd so chua diy du, hop 16 thi thong bao cho ngudi yéu cau
bd sung, hoan thién ho so, néu rd loai gidy t&, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bd sung, hoan thién duogc hd so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tr
chéi giai quyét.

02 gio

Buoc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng ph?m mém Ho tich;
- Tham tra hd so:

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu
kién giadi quyét, phai tir choi thi gui thong bao vé tinh trang ho so té1
Trung tdm Phuc vu hanh chinh cong dé thong bao cho ngudi ndp ho so.

+ Trudng hop can phai kiém tra, x4c minh 1am rd hoic do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi 1ap Phiéu
xin 16i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh

68 gid

Mot phan




chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc guri Phiéu xin 15i va hen lai ngy tra két qua qua thu dién tir
hodc gtri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau ndp hd so truc tuyén).

+ Cong chtrc tu phap - hd tich xac minh, niém yét viéc nhan cha, me,
con tai try s& Uy ban nhan dan cap xa trong thoi gian 05 ngay lam viéc,
ddng thoi giri van ban dé nghi Uy ban nhan dan cap xi noi thuong tra
ctia nguoi duge nhén 13 cha, me, con niém yét trong thoi gian 05 ngay
lam viéc tai1 tru s& Uy ban nhan dan cép Xa.

+Néu théy viéc nhan cha, me, con la dung va khong c6 tranh chép,
thong tin khai sinh day di va phu hop, thi cong chirc tu phap - ho tich
thuc hién ghi vao SH dang ky nhan cha, me, con, SH dang ky khai sinh,
cap nhat thong tin ding ky khai sinh, ddng ky nhan cha, me, con trén Phan
mém dang ky, quan Iy ho tich dién tir ding chung. Truong hop cha, me
lva chon quéc tich Viét Nam cho con thi chuyén thong tin dén
CSDLQGVDC d¢ lay S6 dinh danh cé nhan.

- Sau khi CSDLQGVDC tra vé Sb dinh danh ¢4 nhan, cong chuc tu
phap - hd tich in Giéy khai sinh, Trich luc dang ky nhan cha, me, con,
trinh Lanh dao Uy ban nhan dan phudng

Buéc 3 | Lanh dao UBND - Ping nhap hé thdng phan mém Ho tich; 08 gio
phuong - Xf:m xét, ky Giéy khai sinh, Trich luc dang ky nhén cha, me, con
(ban giay va ban dién tir);
- Chuyén két qua dén Van thu.
Budc 4 | Van thu - Bang nhép hé thong phin mém Ho tich; 02 gio

- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy)
dén Trung tam Phuc vu hanh chinh ¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.




Budc 5

Bo phan tra két qua

- Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC;

Khong tinh

Trung tdim Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 80 gio
TTHC
9. Thii tuc déing ky khai sinh cho ngwoi di c6 hd so, gidy to ca nhin
a. Truong hop khong phdi xdac minh
Thr tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién truc tuyén mirc
(tinh m&i do
ngay 08 gio)
Budc 1 | Can b tiép nhan hd so | - Kiém tra tinh chinh xac, ddy du, théng nhét, hop 1¢ cua hd so. 02 gio lam Toan Trinh

tai Trung tam Phyc vy | 4+ Trudng hop ho so déy du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa vige

hanh  chinh  cong | thanh phan hé so (d6i v6i ho so tlep nhan tryc tiép); Hé théng Thong tin

phuong giai quyét TTHC tinh gui hd so dén phan mem HO tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp ho so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau nop hd so truc tuyén);
+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho ngudi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;
+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tu
chéi giai quyét.

Budc 2 | Cong chuc tu phap — - Bang nhép hé thong phin mém Ho tich; 28 gio lam
ho tich viée




- Tham tra hd so:

+ Truong hop hd so can bd sung, hoan thién hodac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp ho so.

+ Truong hop khong thé tra két qua diing thoi gian di hen thi cong
chire tu phap — ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua,
trong d6 néu 1 1y do cham tra két qua va thoi gian hen tra két qué
chuyen Trung tam Phuc vu hanh chinh c¢éng @& tra cho ngudi yéu cau
(néu ngudi yeu cau ndp hd so truc tiép), hodc giri Phiéu xin 16i va hen
lai ngay tra két qua qua thu dién tr hodc gu:l tin nhan qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Néu thdy ho so ddy du, hop 18, ding quy dinh, trudng hop tiép
nhan ho so diang ky khai sinh theo hinh thtrc truc tiép, thi cong chuc tur
phap - ho tich thuc hién ghi vao S6 dang ky khai sinh, cap nhat thong tin
dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tir ding
chung.

Truong hop tiép nhan ho so dang ky khai sinh theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich giri lai biéu miu Gidy khai sinh dién
tr vo1 thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cta
cac thong tin trén biéu mau Gidy khai sinh dién tir va x4c nhan (t6i da
mat ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phéap - ho
tich thuc hién ghi ndi dung vao S6 dang ky khai sinh, cap nhat thong tin




dang ky khai sinh trén Phan mém dang ky, quan 1y ho tich dién tir ding
chung.

- In Gidy khai sinh, trinh Lanh dao Uy ban nhan dan phuong.

Buéc 3 |Lanh dao UBND - Bang nhép hé thong phin mém Ho tich; 08 gio lam
phuong - Xem xét, ky Gidy khai sinh (ban gidy va ban dién t); vige
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén Trung tdm Phuc vu hanh chinh c¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.
Buéc 5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé thdng Théng tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian giai quyét 40 gid 1am viée
TTHC
b. Trwong hop phadi co vin bdan xdc minh
Thr tw Pon vi/nguoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién truc tuyén mirc
(tinh m&i do
ngay 08 gio)
Budc 1 | Can bo tiép nhan hd so | - Kiém tra tinh chinh xac, ddy du, théng nhét, hop 1€ cia hd so. 02 gid Toan Trinh

tai Trung tam Phuc vu
hanh  chinh  cong
phuong

+ Truong hop ho so day du, hop 1€ thi tiép nhan ho so, thyuc hién s6 hoa
thanh phan hd so (d6i voi hd so tlep nhén tryc tiép); Hé thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (néu ngudi yéu cau ndp hd so truc tiép) hoic




gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Truong hop hé so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién dugc ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

Budc 2

Cong chuc tu phap —
ho tich

- Bang nhap hé théng phﬁn mém Ho tich;

- Tham tra hd so:

+ Truong hop hd so can bod sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chéi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xdc minh 1am r& hoic do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chuc
tu phap — ho tich 1ap Phiéu xin 15i va hen lai ngdy tra két qua, trong do
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vu hanh chinh céng dé tra cho ngudi yéu cau (néu nguoi yéu
cau ndp hd so truc tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két
qua qua thu dién tir hoac gln tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu ngu’m yéu cau ndp hd so tric tuyén).

Truong hop gidy to ctia ngudi yéu cau ding ky khai sinh khong co
thong tin chirng minh quan hé cha, me, con thi co quan dang ky ho tich
c6 vin ban dé nghi co quan cong an c6 tham quyén xac minh. Truong
hop co quan cong an tra 101 khong c6 thong tin thi co quan dang ky ho
tich cho ngudi yéu cau ding ky khai sinh 14p vin ban cam doan vé thong
tin cua cha, me va xac dinh noi1 dung khai sinh theo van ban cam doan.

180 gid




+ Sau khi nhan duoc két qua xac minh hodc sau tho1 han 20 ngay ké tur
ngdy giri van ban yéu cau xac minh ma khong nhén duogc van ban tra 10i,
néu thay ho so day du, hop 18, diing quy dinh, truong hop tiép nhan ho so
dang ky khai sinh theo hinh thtrc tryc tiép, thi cong chirc tur phap - ho tich
thuc hién ghi vao SO dang ky khai sinh, cap nhat thong tin dang ky khai
sinh trén Phan mém ding ky, quan 1y ho tich dién tir ding chung.

Trudng hop tiép nhan hd so ding ky khai sinh theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich giri lai biéu miu Gidy khai sinh dién
tlr voi thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau ¢ trach nhiém kiém tra tinh chinh xac, day du cua
cac thong tin trén biéu mau Gidy khai sinh dién tir va x4c nhan (t6i da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhét, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hd
tich thyc hién ghi néi dung vao S6 dang ky khai sinh, cp nhat thong tin
dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tr dung
chung.

- In Gidy khai sinh, trinh Lanh dao Uy ban nhan dan phudng .

Budc 3 | Lanh dao UBND - Pang nhép hé thong phan mém Ho tich; 16 gio
phuong - Xem xét, ky Gidy khai sinh (ban gidy va ban dién tir);
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio

- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy)
dén Trung tam Phuc vu hanh chinh ¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.




Budc 5

Bo phan tra két qua

- Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC;

Khong tinh

Trung tdim Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 200 gio
TTHC
10. Thii tuc ding ky khai sinh ¢6é yéu t6 nwée ngoai cho ngudi da cé hd so, gidy to ca nhan
a. Truwong hop khong phdai xdac minh
Thir tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién truc tuyén mirc
(tinh mbi ds
ngay 08 gio)
Budc 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh xéc, ddy du, thdng nhét, hop 1& cta hd so. 02 gio lam Toan Trinh

tai Trung tam Phuc vu | + Truong hop hd so déy du, hop 1 thi tiép nhan ho so, thyc hién s6 hoa viée

hanh  chinh  cong | thanh phan ho so (d0i véi ho so tiép nhén tryc tiép); HE thong Thong tin

phuong giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhin hen
tra két qua qua di¢n thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);
+ Truong hop hd so chua ddy du, hop 18 thi thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
nguoi yéu cau bd sung, hoan thién;
+ Trudng hop ngudi yéu cau khong b sung, hoan thién dugc ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

Budc 2 | Cong chuc tu phap — - Pang nhap hé thong phan mém Ho tich; 28 gio lam
ho tich - Tham tra hd so: vige




+ Trudng hop ho so can bod sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang hd so tdi
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Truong hop khong thé tra két qua dung thoi gian d3 hen thi cong
chtrc tu phap — ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua,
trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qué
chuyen Trung tam Phuc vu hanh chinh ¢éng @@ tra cho ngudi yéu cau
(néu nguoi yeu cau ndp ho so tryc tiép), hodc gui Phiéu xin 15i va hen
lai ngay tra két qua qua thu dién tr hodc gul tin nhan qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyen)

+ Néu thdy ho so dy du, hop 18, dung quy dinh, truong hop tiép nhan
ho so dang ky khai sinh theo hinh thirc tryc tiép, thi cong chire tu phép -
ho tich thyc hién ghi vao S6 dang ky khai sinh, cap nhat thong tin dang ky
khai sinh trén Phan mém dang ky, quan Iy ho tich dién tir ding chung.

Trudng hop tiép nhan hd so ding ky khai sinh theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich giri lai biéu miu Gidy khai sinh dién
tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc thiét bi sd.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cia
cac thong tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhét, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hd
tich thyc hién ghi néi dung vao S6 dang ky khai sinh, cp nhat thong tin
dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tr dung
chung.

- In Gidy khai sinh, trinh Lanh dao Uy ban nhan d4n phudng.

Budc 3

Lanh dao UBND
phuong

- Bang nhap hé théng phﬁn mém Hb tich;
- Xem xét, ky Gidy khai sinh (ban gidy va ban dién ti);

08 gio lam
viée




- Chuyén két qua dén Vin thu.

Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén T rung tam Phuc vu hanh chinh cong va ban dién tir dén He théng
Thong tin giai quyét TTHC tinh.
Bu6c 5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé théng Théng tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian giai quyét 40 gid 1am viée
TTHC
b. Truwong hop phadi co vin bdan xdc minh
Thur tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién trwe tuyén mic
(tinh m&i do
ngay 08 gio)
Budc 1 | Can b tiép nhan ho so | - Kiém tra tinh chinh xac, day du, théng nhét, hop 1¢ ctia hd so. 02 gio Toan Trinh

tai Trung tam Phuc vu
hanh  chinh  cong
phuong

+ Truong hop ho so day du, hop 1¢ tiép nhan ho so, thyc hién sd hoa
thanh phan hé so (dbi véi ho so tlep nhan tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui hd so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tiép) hoic
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Trudng hop hd so chua diy du, hop 16 thi thong bao cho ngudi yéu cau
bd sung, hoan thién ho so, néu rd loai gidy t&, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;




+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duogc hé so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giadi quyeét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng ph?m mém Ho tich;

- Tham tra ho so:

+ Trudng hop hd so can bd sung, hoan thién hoic khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, x4c minh lam rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phép — ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong do
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vu hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau nop ho so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
quéa qua thu dién tir hodc guri tin nhan qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cu ndp hd so truc tuyén).

Truong hop gidy to ciia ngudi yéu cau ding ky khai sinh khong c6
thong tin chirng minh quan hé¢ cha, me, con thi co quan dang ky ho tich
c¢6 van ban dé nghi co quan cong an ¢ tham quyén xac minh. Truong
hop co quan cong an trd 161 khong c6 thong tin thi co quan dang ky ho
tich cho ngudi yéu cau ding ky khai sinh 14p van ban cam doan vé thong
tin cua cha, me va xac dinh ndi1 dung khai sinh theo van ban cam doan.

+ Sau khi nhan dugc két qua xac minh hodc sau thoi han 20 ngay ké
tir ngay guri van ban yéu cau xac minh ma khong nhan dugc vin ban tra
101, néu thiy ho so day du, hop 18, ding quy dinh, trudng hop tiép nhan
ho so dang ky khai sinh theo hinh thuc tryc tiép, thi cong chire tu phép -

180 gioy




ho tich thyc hién ghi vao S6 dang ky khai sinh, cap nhat thong tin dang ky
khai sinh trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so dang ky khai sinh theo hinh thirc truc
tuyén, cong chirc tu phép - ho tich giri lai biéu miu Gidy khai sinh dién
tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu maiu Gidy khai sinh dién tr va xac nhan (toi da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, diy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hod
tich thuc hién ghi ndi dung vao SH dang ky khai sinh, cap nhat thong tin
dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tir ding

chung.
- In Gidy khai sinh, trinh Lanh dao Uy ban nhan dén phudng .
Buéc 3 | Linh dao UBND - Pang nhap hé thong phan mém Ho tich; 16 gio
phuong - Xem xét, ky Gidy khai sinh (ban gidy va ban dién ti);
- Chuyén két qua dén Vin thu.
Budc 4 | Vian thu - Pang nhap hé thong phan mém Ho tich; 02 gio
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) dén
Trung tam Phuc vu hanh chinh cong va ban dién tir dén Hé théng Thong
tin giai quyét TTHC tinh.
Buéc5 | Bo phan tra két qud | - Nhan két qud, xac nhan trén Hé thong Thong tin giai quyét TTHC; Khéng tinh
Trung tam Phuc vu| - Tra két qua cho ngudi yéu cau. thoi gian

hanh chinh céng

Tong thoi gian giai quyét

TTHC

200 gio




11. Thi tuc ding ky két hon
a. Truwong hop khéng cin xdc minh diéu kién két hén ciia hai bén nam, nir

Thur tw Don vi/nguoi thuce Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trire tuyén mikc
(tinh mbi do
ngay 08 gio)
Budc 1 | Can b tiép nhan hd so | - Kiém tra tinh chinh x4c, day du, thdng nhat, hop 1& ctia hd so. 01 gio lam Mot phan

tai Trung tdm Phuc vu | + Truong hop hd so day du, hop 16 thi tiép nhan hé so, thuc hién sé hoa vige

hanh  chinh  c¢Ong | thanh phén hd so (d6i voi ho so tiép nhan tryuc tiép); He théng Thong tin

phuong giai quyét TTHC tinh gui ho so dén phan mém Ho tich; néu tiép nhan hd
so'sau 15 gio thi co Phiéu hen, tra ket qua cho ngudi yéu cdu trong ngay
1am viéc tiép theo (néu ngudi yéu cau ndp ho so truc tlep) hodc gui ngay
Phiéu hen, tra két qué qua thu dién tir hoac gui tin nhén hen tra két qua
qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so
truc tuyén);
+ Truong hop hé so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
nguoi yéu cau bd sung, hoan thién;
+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

Budc 2 | Cong chuc tu phap — - Pang nhép hé thong phan mém Ho tich; 04 gio 1am
ho tich - Tham tra hd so: vige

+ Trudng hop hd so can bod sung, hoan thi¢n hodc khong du diéu
ki€n giai quyét, phai tir choi thi gl thong bao vé tinh trang hé so toi
Trung tdm Phuc vu hanh chinh cong dé€ thong bao cho ngudi ndp ho so.




+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén
nhan khac ma khong thé tra két qua ding thoi gian d hen thi 1ap Phiéu
xin 16i va hen lai ngay tra két qua chuyen Trung tam Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yeu cau ndp hd so truc
tiép), hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir
hodc giri tin nhin qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau nop ho so truc tuyén).

+ Néu thiy ho so day du, hop 1€, cac bén co du diéu kién két hon
theo quy dinh ctia Luat Hon nhan va gia dinh, khong thudc truong hop
tir chdi diang ky két hon theo quy dinh, truong hop tiép nhan ho so ding
ky két hon theo hinh thire truc tiép, thi cong chire tu phéap - ho tich thuc
hién ghi vao S6 dang ky két hon, cap nhat thong tin ding ky két hon trén
Phan mém dang ky, quan 1y ho tich dién tr dung chung.

Trudng hop tiép nhan hd so ding ky két hon theo hinh thirc truc tuyén,
cong chirc tu phap - ho tich gui lai biéu mau Gidy ching nhan két hon
dién ttr v6i thong tin day di cho ngudi yéu cau qua thu dién tir hodc thiét
bi 0.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Gidy chimg nhan két hon dién tir va xac
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, ddy du hoic
khong c6 phan hoi sau thoi han mot ngdy thi cong chirc tu phap - hd
tich thyc hién ghi noi dung vao So6 ding ky két hon, cap nhat thong tin
dang ky két hon trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung.

- In Giy chimg nhan két hén, trinh Lanh dao Uy ban nhan dan phuong




Buéc 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 02 gio lam
phuong - Xem xét, ky Gidy chung nhan két hon (ban gidy va ban dién ti); viée
- Chuyén két qua dén Van thu.
Buéc 4 | Van thu - Pang nhap hé thong phan mém Ho tich; 01 gio lam
~ - bong du, ban hanh két qua dién tir, chuyén két quéa (ban gigiy) vige
dén Trung tdm Ph:_,fc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Bu6c 5 | BO phan tra két qua - Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC; | Khong tinh
Trung tim Phuc vu - Tra két qua cho ngudi yéu cau. thoi gian

hanh chinh cong

- Nguoi yéu cau dang ky két hon (hai bén nam, nit phai co mit, xuat
trinh gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Gidy chimg nhan
két hon, trong S6 dang ky két hon, khang dinh su ty nguyén két hon va ky
tén vao SO dang ky két hon, ky tén vao Gidy chimg nhan két hon, mdi bén
nam, nt nhan 01 ban chinh Giéy chung nhan két hon.

Tong thoi gian gidi quyét

TTHC

08 gio lam viéc (Theo quy dinh TTHC nay giai quyét ngay trong ngay tiép nhan yéu cau, truong hgp nhan
hd so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo)

b. Truwong hop cin xdac minh diéu ki¢n két hon cvia hai bén nam, nit

Thir tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuwe hién triee tuyén mic
(tinh mbi do
ngay 08 gio)
Buoe 1 Ce'm b0 tlepAnhan hoso - Kiém tra tinh chinh xéc, day du, thong nhat, hop 1& cta hd so. 02 gl.(j fam Mot phan
tai Trung tam Phuc vu ViEC




hanh chinh cong
phuong

+ Truong hop ho so day du, hop 1€ thi tiép nhan ho so, thuc hién s6 hoa
thanh phan h6 so (d6i véi ho so tlep nhén tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mém H tich; co Phiéu hen, tra
ket qua cho ngudi yéu cau trong ngay lam viéc tiép theo (neu nguoi yéu
cau ndp ho so truc tlep) hodc guri ngay Phiéu hen, tra két qua qua thu
dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho
ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén);

+ Truong hop hé so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
nguoi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bo sung, hoan thién dugc ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé¢ théng phén mém Ho tich;
- Tham tra hd so:

+ Trudng hop hd so can b sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so toi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, xac minh lam 1 hodc do nguyén
nhan khac ma khong thé tra két qua ding thoi gian d hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tir
hodc gtri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau ndp hd so truc tuyén).

+Néu thay ho so day du, hop 1¢, cac bén c6 du diéu kién két hon theo
quy dinh cia Luat Hon nhan va gia dinh, khong thudc truong hop tur
chéi dang ky két hon theo quy dinh, trudng hop tiép nhan ho so dang ky

28 gio lam
viéc




két hon theo hinh thirc truc tiép, thi cong chure tu phap - hd tich thuc hién
ghi vao So dang ky két hon, cap nhat thong tin ding ky két hon trén Phan
mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky két hon theo hinh thire tryc tuyén,
cong chirc tu phap - ho tich gui lai biéu mau Gidy ching nhan két hon
dién ttr v6i thong tin day dii cho ngudi yéu cau qua thu dién tir hodc thiét
bi 0.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua
cac thong tin trén biéu mau Gidy ching nhan két hon dién tir va xéac
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhét, ddy du hoic
khoéng c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thyc hién ghi noi dung vao S6 ding ky két hon, cap nhat thong tin
dang ky két hon trén Phan mém diang ky, quan 1y ho tich dién tir dung
chung.

- In Gidy chtng nhan két hon, trinh Lanh dao Uy ban nhan dan phudng

Budc 3 | Lanh dao UBND - Bang nhép hé thong phan mém Ho tich; 08 gio lam
phuong - Xem xét, ky Gidy chimg nhén két hon (ban gidy va ban dién tir); vigc
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
~ - Dong dau, ban hanh két qua dién tir, chuyén két qué (ban giay) viéc
dén Trung tam Ph@,tc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Budc 5 | Bo phan tra két qua - Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC; | Khong tinh
Trung taim Phuc vu - Tra két qua cho nguoi yéu cau. thoi gian

hanh chinh céng




- Nguoi yéu cau dang ky két hon (hai bén nam, nit phai c6 mit, xuét
trinh gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Gidy chimg nhan
két hon, trong S6 dang ky két hon, khang dinh sy ty nguyén két hon va ky
tén vao S6 dang ky két hon, ky tén vao Gidy chimg nhan két hon, mdi bén
nam, nit nhan 01 ban chinh Gidy chtng nhan két hon.

Tong thoi gian giai quyét

TTHC

40 gi0 lam viéc

12. Thii tuc ding ky két hon c¢6 yéu té nwéc ngoai

a. Truwong hop khong cdn xdc minh diéu kién két hon cia hai bén nam, nir

Thur tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién trwe tuyén mic
(tinh m&i do
ngay 08 gio)
Budc 1 | Can b tiép nhan ho so | - Kiém tra tinh chinh xac, ddy du, thdng nhét, hop 1¢ cua hd so. 02 gio 1am Mot phan
tai Trung tam Phuc vu viée

hanh  chinh  cong
phuong

+ Truong hop ho so day du, hop 1¢ tiép nhan ho so, thyc hién sd hoa
thanh phan h6 so (d6i véi ho so tlep nhén tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mém Ho tich; Neu tiép nhan hd
so'sau 15 gio thi co Phiéu hen, tra ket qua cho ngudi yéu cdu trong ngiy
lam viéc tiép theo (néu nguoi yéu cau ndp hd so truc tlep) hodc guri ngay
Phiéu hen, tra két qua qua thu dién tur hodc guri tin nhin hen tra két qua
qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so
truc tuyén);

+ Trudng hop hd so chua day du, hop 16 thi thong bao cho ngudi yéu cau
bo sung, hoan thién ho so, néu rd loai giéy to, ndi dung can bo sung dé
ngudi yéu cau bd sung, hoan thién;




+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duogc hé so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giadi quyeét.

Budc 2

Cong chtrc tu phap —
ho tich

- bang nhap hé théng phén mém Ho tich;
- Tham tra hd so:

+ Truong hop ho so can bd sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tam Phuc vu hanh chinh cong dé thong bao cho nguoi ndp hd so.

+ Trudng hop can phai kiém tra, xdc minh 1am 13 hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phap - ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong do
néu rd 1y do cham tra két qua va thoi gian hen tra két qua chuyen Trung
tam Phuc vu hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yeu
cau ndp hod so tryc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tur hoac gul tin nhan qua dién thoai di dong cho ngudi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

+ Néu thay ho so ddy du, hop 18, cac bén co du diéu kién két hon
theo quy dinh ctia Luat Hon nhan va gia dinh, khong thudc truong hop
tir chdi dang ky két hon theo quy dinh, truong hop tiép nhan hd so ding
ky két hon theo hinh thire truc tiép, thi cong churc tu phap - hd tich thuc
hién ghi vao S6 dang ky két hon, cap nhat thong tin ding ky két hon trén
Phan mém dang ky, quan Iy ho tich dién tr dung chung.

Truong hop tiép nhan ho so dang ky két hon theo hinh thic truc
tuyén, cong chirc tu phap - ho tich giri lai biéu mau Gidy ching nhan két
hén dién tir voi thong tin day di cho ngudi yéu cau qua thu dién tir hodc
thiét bj sb.

28 gio lam
viéc




Ngudi yéu cau ¢ trach nhi€ém kiém tra tinh chinh x4c, day du cua
cac thong tin trén biéu mau Gidy chirng nhan két hon dién tir va xéc
nhan (t61 da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thyc hi¢n ghi nd1 dung vao SO dang ky két hon, cap nhat thong tin
dang ky két hon trén Phin mém ding ky, quan 1y ho tich dién tir dung
chung.

- In Gidy ching nhan két hon, trinh Lanh dao Uy ban nhan dan phuong

Bu6c 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 08 gio lam
phuong - Xem xét, ky Gidy chiung nhan két hon (ban gidy va ban dién ti); viée
- Chuyén két qua dén Van thu.
Buéc 4 | Van thu - Ping nhap hé thong phan mém Ho tich;\ 02 gio lam
~ - bong du, ban hanh két qua dién tir, chuyén két qué (ban gigiy) vige
dén Trung tam Ph:_,fc vu hanh chinh cong va ban dién tir dén HE thong
Thong tin giai quyét TTHC tinh.
Bu6c 5 | BO phan tra két qua - Nhan két qua, x4c nhan trén Hé thong Thong tin giai quyét TTHC; | Khong tinh
Trung tim Phuc vu - Tra két qua cho nguoi yéu cau. thoi gian

hanh chinh cong

- Nguoi yéu cau dang ky két hon (hai bén nam, nit phai c6 mit, xuét
trinh gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Gidy chimg nhan
két hon, trong S6 dang ky két hon, khang dinh su ty nguyén két hon va ky
tén vao SO dang ky két hon, ky tén vao Gidy chimg nhan két hon, mdi bén
nam, nt nhan 01 ban chinh Giéy chung nhan két hon.

Truong hop mot hodc hai bén nam, nit khong thé ¢6 mat dé nhan
Gidy chimg nhan két hon thi theo dé nghi bang vin ban cua ho, Cong




chtrc tu phap - ho tich bdo cdo Lanh dao ij ban nhan dan thuc hién gia
han thoi gian trao Gidy chtng nhan két hén nhung khong qua 60 ngay,
ké tir ngay Lanh dao Uy ban nhan dan ky Gidy chimg nhén két hon.

Hét 60 ngay ma hai bén nam, nit khong dén nhan Giay ching nhan
két hon thi cong chire tu phap - ho tich bao cao Lanh dao Uy ban nhén
dan hily Gidy ching nhan két hon da ky. Néu sau d6 hai bén nam, nit
van mudn két hon véi nhau thi phai tién hanh thi tuc dang ky két hon
tor dau.

Tong thoi gian gidi quyét
TTHC

40 gio lam viée

b. Truwong hop can xdc minh diéu kién két hon cia hai bén nam, nir

Thir tw Pon vi/ngudi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién triee tuyén mic
(tinh mbi do
ngay 08 gio)
Buéc 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio lam Mot phan
tai Trung tam Phuc vu viéc

hanh  chinh  cong
phuong

+ Truong hop hd so day du, hop 1€ thi tiép nhan hd so, thyc hién sé hoa
thanh phan hd so (d6i voi ho so tlep nhén tryc tiép); Hé thong Thoéng tin
giai quyét TTHC tinh gui ho so dén phan mém H0 tich; ¢6 Phiéu hen, tra
két qua cho nguoi yéu cau trong ngay lam viéc tiép theo (néu nguoi yéu
cau nop hd so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu
dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho
ngudi yéu cau (néu ngudi yéu cau ndp ho so truc tuyén);

+ Truong hop hé so chua day dua, hop 18 thi thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;




+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duogc hé so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giadi quyeét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng phﬁn mém Ho tich;
- Tham tra hd so:

+ Truong hop ho so can bd sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tam Phuc vu hanh chinh cong dé thong bao cho nguoi ndp hd so.

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phap - ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vu hanh chinh céng dé tra cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so tryc tiép), hodc giri Phiéu xin 161 va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

Trudng hop c6 khiéu nai, to céo viéc két hon khong du diéu kién két
hén theo quy dinh ctia Luat Hon nhan va gia dinh hodc xét thiy c6 van dé
can 1am rd vé nhan than cta bén nam, bén nit hodc gidy td trong ho so
dang ky két hon, Cong chire tu phap - ho tich bao cdo Lanh dao Uy ban
nhan dan dé phdi hop véi co quan c6 lién quan xac minh 1am r3. Trong
qua trinh tham tra, xac minh ho so, néu théy can thiét, thi 1am viéc truc
tiép véi cac bén dé lam 16 vé nhan than, sy tu nguyén két hon, muc dich
két hon.

+ Néu thiy ho so day du, hop 1¢, cac bén co du diéu kién két hon
theo quy dinh cua Luat Hon nhéan va gia dinh, khong thude trudong hop
tir chbi ding ky két hon theo quy dinh, trudng hop tiép nhan ho so ding

64 gio lam
viéc




ky két hon theo hinh thire truc tiép, thi cong chire tu phép - ho tich thuc
hién ghi vao S6 dang ky két hon, cap nhat thong tin ding ky két hon trén
Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Trudng hop tiép nhan ho so ding ky két hon theo hinh thirc truc tuyén,
cong chirc tu phap - ho tich gui lai biéu mau Gidy ching nhan két hon
dién ttr v6i thong tin day dii cho ngudi yéu cau qua thu dién tir hoic thiét
bi 0.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéc, dy du cia
cac thong tin trén biéu mau Gidy chiing nhan két hon dién tir va xéac
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thdng nhat, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thyc hién ghi noi dung vao S6 ding ky két hon, cap nhat thong tin
dang ky két hon trén Phan mém diang ky, quan 1y ho tich dién tir dung
chung.

- In Gidy chimg nhan két hon, trinh Lanh dao Uy ban nhan din phuong
ky.

Buéc 3 |Lanh dao UBND - Bang nhép hé thong phan mém Ho tich; 12 gio lam
phuong - Xem xét, ky Gidy ching nhén két hon (ban gidy va ban dién tir); vige
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
~ - Dong dau, ban hanh két qua dién tir, chuyén két qué (ban giay) viéc
dén Trung tam Ph@,tc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Budc 5 | Bo phan tra két qua - Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC; | Khong tinh
Trung taim Phuc vu - Tra két qua cho nguoi yéu cau. thoi gian

hanh chinh céng




- Nguoi yéu cau dang ky két hon (hai bén nam, nit phai c6 mit, xuit
trinh gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Gidy chimg nhan
két hon, trong S6 ding ky két hon, khang dinh sy ty nguyén két hon va ky
tén vao S6 dang ky két hon, ky tén vao Gidy ching nhan két hon, mdi bén
nam, nit nhan 01 ban chinh Gidy chimg nhan két hon.

Truong hop mot hodc hai bén nam, nit khong thé c6 mat dé nhan
Gidy chimg nhan két hon thi theo dé nghi bang vin ban cta ho, Cong
chtrc tu phép - ho tich bao cdo Lanh dao Uy ban nhan dan thuc hién gia
han thoi gian trao Gidy chimg nhan két hon nhung khong quéa 60 ngay,
ké tir ngay Lanh dao Uy ban nhan déan ky Gidy ching nhéan két hon.

Hét 60 ngdy ma hai bén nam, nir khong dén nhan Gidy ching nhan
két hon thi cong chic tu phap - ho tich bao cao Lanh dao Uy ban nhan
dan huy Gidy chiing nhan két hon di ky. Néu sau d6 hai bén nam, nit
van mudn két hon véi nhau thi phai tién hanh tha tuc dang ky két hon
tur dau.

Tong thoi gian giai quyét
TTHC

80 gid lam viéc

13. Thii tuc ding Kky lai két hon
a. Truwong hop khong phdi xdac minh

Thur tw DPon vi/nguwoi thue NOi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién truc tuyén mirc
(tinh mbi do
ngay 08 gio)
Bugc 1 | Can b tiép nhan ho so | - Kidm tra tinh chinh xéc, ddy du, thong nhét, hop 18 cta hd so. 02 gio lam Mot phan
tai Trung tam Phuc vu viéc

hanh  chinh  cong
phuong

+ Truong hop ho so day du, hop 1€ thi tiép nhan ho so, thyuc hién s6 hoa
thanh phan hd so (d6i voi ho so tlep nhan tryc tiép); He thong Thong tin
giai quyét TTHC tinh giri hd so dén phan mém H tich; c6 Phiéu hen, tra




két qua cho nguoi yéu cau (neu ngudi yéu cau ndp ho so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

Buoc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé¢ théng phﬁn mém Ho tich;
- Tham tra hd so:

+ Truong hop ho so can bd sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tam Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Trudng hop khong thé tra két qua ding thoi gian da hen thi cong
chire tu phap — ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua,
trong d6 néu 1 1y do cham tra két qua va thoi gian hen tra két qua
chuyen Trung z‘am Phuc vu hanh chinh céng dé tra cho ngudi yéu cau
(néu nguoi yéu cau ndp ho so truc tiép), hodc giri Phiéu xin 16i va hen
lai ngay tra két qua qua thu dién tir hodc gui tin nhan qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+Néu thay ho so day di, hop 18, diing quy dinh, truong hop tiép nhan
hd so ding ky lai két hon theo hinh thirc truc tiép, thi céng chire tu phép -
ho tich thuc hién ghi vao S6 ding ky két hon, cap nhat thong tin ding ky
lai két hon trén Phan mém ding ky, quan 1y ho tich dién tr dung chung.

28 gio lam
viéc




Truong hop tiép nhan hd so dang ky lai két hén theo hinh thirc tric
tuyén, cong chtrc tu phap - ho tich giri lai biéu mau Gidy ching nhan két
hén dién tir voi thong tin day di cho ngudi yéu cau qua thu dién tir hodc
thiét bi so.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu miu Gidy chimg nhan két hon dién tir va xéac
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hodc
khong c6 phan hdi sau thoi han mot ngay thi cong chire tu phéap - ho tich
thuc hién ghi vao S6 dang ky két hon, cap nhat thong tin dang ky lai két
hén trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

- In Gidy chimg nhan két hon, trinh Lanh dao Uy ban nhan dan phudng

Buéc 3 |Lanh dao UBND - Bang nhép hé thong phan mém Ho tich; 08 gio lam
phuong - Xem xét, ky Giy chirmg nhan két hon (ban gidy va ban dién tir); viéc
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- Poéng dau, ban hanh két qua dién tr, chuyén két qua} (ban gi:éiy) vige
dén Trung tam Ph@,tc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Bu6c5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé théng Théng tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu | _7pj kbt qua cho nguoi yéu cau. thoi gian

hanh chinh cong

- Ngudi yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuat
trinh gidy t& tuy than dé doi chiéu) kiém tra thong tin trén Gidy chimg nhan
két hon, trong SO dang ky két hon, va ky tén vao S6 ding ky két hon, ky tén
vao Gidy chimg nhan két hon, mdi bén nam, nit nhan 01 ban chinh Gidy
chtng nhan két hon.




Tong thoi gian gidi quyét

TTHC

40 gio lam viéc

b. Trwong hop phadi co vin bdan xdc minh

Thur tw
cong viéc

DPon vi/nguwoi thue
hién

NOi dung cong viéc

Thoi gian

thue hién

(tinh moi
ngay 08 gio)

Dich vu cong
truc tuyén mirc
do

Budc 1

Can b tiép nhan ho so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xé4c, ddy d, thong nhat, hop 18 cia hd so.

+ Truong hop hd so déy du, hop 1€ thi tiép nhan ho so, thyuc hién s6 hoa
thanh phan ho so (d6i véi ho so tlep nhén tryc tiép); He thong Thoéng tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hoac
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

02 gio

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng phﬁn mém Ho tich;

- Tham tra hd so:

180 gioy

Mot phan




+ Trudng hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang hd so tdi
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, x4c minh 1am rd hoic do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc
tu phap — ho tich 1ap Phiéu xin 15i va hen lai ngdy tra két qua, trong do
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vu hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau ndp ho so truc tiép), hodc giri Phiéu xin 156i va hen lai ngay tra két
quéa qua thu dién tir hodc guri tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

Truong hop viéc dang ky lai két hon thyc hién tai Uy ban nhan dan
cap xa khong phai noi di ding ky két hon trude ddy thi cong chirc tu
phap - ho tich bao cao Chu tich Uy ban nhan dan c6 van ban dé nghi
Uy ban nhan dan noi ding ky két hon trude day kiém tra, xac minh vé
viée luu gitr s6 ho tich tai dia phuong.

Sau khi nhin dugc van ban dé nghi, Uy ban nhan dan noi di ding
ky két hon trudc day tién hanh kiém tra, xdc minh va tra 1oi bang van
ban vé viéc con luu gilr hodc khong luu gitr duoc S6 ho tich.

+ Sau khi nhan duoc két qua xac minh veé viéc khong con luu gitr dugc
S6 ho tich tai noi da diang ky két hon hodc sau thoi han 20 ngay ké tir ngay
giri vin ban yéu cau xac minh ma khéng nhin duoc vin ban tra 101, néu
thay ho so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so ding
ky lai két hon theo hinh thirc truc tiép, thi cong chirc tur phép - ho tich thyc
hién ghi vao S6 dang ky két hon, cap nhat thong tin ding ky lai két hon
trén Phan mém dang ky, quan 1y ho tich dién tir diing chung.

Trudng hop tiép nhan ho so dang ky lai két hon theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich giri lai biéu mau Gidy chtng nhan két




hén dién tir v6i thong tin day du cho ngudi yéu cau qua thu dién tir hodc
thiét bi so.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xéac, day du cua
cac thong tin trén biéu mau Gidy chimg nhan két hon dién tr va xac
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, diy du hodc
khong c6 phan hdi sau thoi han mot ngay thi cong chtrc tu phap - ho tich
thue hién ghi vao S6 ding ky két hon, cap nhat thong tin ding ky lai két
hén trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

- In Gidy chimg nhan két hon, trinh Lanh dao Uy ban nhan dén phuong.

Bu6c 3 | Lanh dao UBND - Ping nhap hé thdng phan mém Ho tich; 16 gio
phuong - Xem xét, ky Gidy ching nhan két hon (ban gidy va ban dién t);
- Chuyén két qua dén Van thu.
Buéc 4 | Van thu - Pang nhap hé thong phan mém Ho tich; 02 gio
~ - Dong du, ban hanh két qua dién tir, chuyén két qué (ban gi:ély)
dén Trung tdm Ph:_,fc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tdm Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian

hanh chinh cong

- Ngudi yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuat
trinh gidy to tuy than dé déi chiéu) kiém tra thong tin trén Gidy chimg nhan
két hon, trong S6 dang ky két hon, va ky tén vao So6 ding ky két hon, ky tén
vao Giéy ching nhan két hon, mdi bén nam, nit nhan 01 ban chinh Giéy
chtng nhan két hon.

Tong thoi gian gidi quyét
TTHC

200 gioy




14. Thii tuc ding ky lai két hon c6 yéu to nwéc ngoai
a. Truwong hop khong phdai xac minh

Thir tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thwe hién triee tuyén mic
(tinh mbi do
ngay 08 gio)
Bude I | Can b tiép nhan hd so | - Kiém tra tinh chinh x4c, ddy d, thdng nhat, hop 1é cua hd so. 02 gio lam Mot phan
tai Trung tam Phuc vy | + Truong hop hd so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa viée
hanh  chinh  cong | thanh phan ho so (d0i v6i ho so tiép nhén tryc tiép); HE thong Thong tin
phuong gial quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin hen
tra két qua qua di¢n thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);
+ Truong hop hé so chua day du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;
+ Trudng hop ngudi yéu cau khong bo sung, hoan thién dugc ho so thi
bao cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tu
choi giai quyeét.
Buéc 2 | Cong chuc tu phap — - Pang nhap hé thong phan mém Ho tich; 28 gio lam
ho tich - Tham tra hd so: vige

+ Truong hop hd so can bd sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang ho so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop khong thé tra két qua ding thoi gian da hen thi cong
chire tu phap — ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua,
trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua,




chuyen Trung z‘am Phuc vu hanh chinh céng dé tra cho ngudi yéu cau
(néu ngudi yeu cau ndp hd so truc tiép), hodc giri Phiéu xin 15i va hen
lai ngay tra két qua qua thu dién tr hodc gu:l tin nhan qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Néu thay ho so day du, hop 18, ding quy dinh, trudng hop tiép
nhan hd so ding ky lai két hon theo hinh thirc tryuc tiép, thi cong chirc tur
phap - ho tich thuc hién ghi vao SO ding ky két hon, cap nhat thong tin
dang ky lai két hon trén Phan mém dang ky, quan 1y ho tich dién tir dung
chung.

Trudng hop tiép nhan ho so dang ky lai két hon theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich giri lai biéu mau Gidy ching nhan két
hén dién tir v6i thong tin day du cho ngudi yéu cau qua thu dién tir hodc
thiét bi so.

Ngudi yéu cau ¢o trach nhiém kiém tra tinh chinh xac, day du
ctia cac thong tin trén biéu miu Gidy chirng nhan két hon dién tir va xac
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin di théng nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chire tu phép - ho tich
thue hién ghi vao S6 ding ky két hon, cap nhat thong tin ding ky lai két
hén trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

- In Gidy chimg nhan két hon, trinh Lanh dao Uy ban nhan dan phuong

Bu6c 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 08 gio lam
phuong - Xem xét, ky Gidy khai sinh (ban gidy va ban dién tt); vige
- Chuyén két qua dén Van thur.
Buéc 4 | Van thu - Pang nhap hé thong phan mém Ho tich; 02 gio lam

viée




- Péng diu, ban hanh két qua dién tir, chuyén két qua (ban giy)
dén Trung tam Phuc vu hanh chinh c¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.

Buéc 5 | B phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khoéng tinh
Trung j[ém APhuc VU | - Tra két qua cho ngudi yéu cau. thoi gian
hanh chinh cong - Ngudi yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuat
trinh gidy to tuy than dé d6i chiéu) kiém tra thong tin trén Gidy chimg nhan
két hon, trong S6 dang ky két hon, va ky tén vao S6 ding ky két hon, ky tén
vao Giéy ching nhan két hon, mdi bén nam, nit nhan 01 ban chinh Giéy
chtng nhan két hon.
Tong thoi gian gidi quyét 40 gid 1am viéc
TTHC
b. Trwong hop phadi co vin bdan xdc minh
Thir tw Pon vi/nguwdi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thwe hién truc tuyén mirc
(tinh mbi as
ngay 08 gio)
Budc 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh x4c, ddy du, théng nhét, hop 18 ctia hd so. 02 gio Mot phan

tai Trung tam Phuc vu
hanh  chinh  cong
phuong

+ Truong hop hd so day du, hop 1€ thi tiép nhan hd so, thyuc hién sé hoa
thanh phan ho so (d6i voi ho so t1ep nhén tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tiép) hoic
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);




+ Truong hop ho so chwa day du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.

Budc 2

Cong chuc tu phap —
ho tich

- Bang nhép hé thdng phan mém Ho tich;
- Tham tra hd so:

+ Truong hop hd so can bd sung, hoan thién hodac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so toi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, x4c minh lam rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phap — ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong do6
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vu hanh chinh céng dé tra cho nguoi yéu cau (néu ngudi yéu
cau nop hd so truc tiép), hodc giri Phiéu xin 1561 va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau ndp ho so truc tuyén).

Truong hop viée dang ky lai két hon thyc hién tai Uy ban nhan dan
cap xa khong phai noi da ding ky két hon truée day thi cong chirc tu
phap - ho tich bao cao Chu tich Uy ban nhan dan c6 vin ban dé nghi
Uy ban nhan dén noi dang ky két hon trudc day kiém tra, xac minh vé
viée luu gitr s6 ho tich tai dia phuong.

Sau khi nhan duoc vin ban dé nghi, Uy ban nhan dan noi da dang
ky két hon trudc day tién hanh kiém tra, xac minh va tra 151 bang vin
ban vé viéc con luu gilr hodc khong luu gitr duoc S6 ho tich.

180 gioy




+ Sau khi nhan duoc két qua xac minh vé viée khong con luu gitr duoc
S6 ho tich tai noi da dang ky két hon hodc sau thoi han 20 ngay ké tir ngay
giri vin ban yéu cau xac minh ma khéng nhin duoc vin ban tra 161, néu
thay ho so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so dang
ky lai két hon theo hinh thire truc tiép, thi cong chire tu phap - ho tich thuc
hién ghi vao S6 dang ky két hon, cap nhat thong tin dang ky lai két hon
trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky lai két hon theo hinh thic truc
tuyén, cong chirc tu phap - ho tich giri lai biéu mau Gidy ching nhan két
hén dién tir voi thong tin day dii cho ngudi yéu cau qua thu dién tir hoic
thiét bi sd.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu maiu Gidy chimng nhan két hon dién tir va xéac
nhan (t6i da mot ngay).

Néu nguoi yéu cau xac nhan thong tin di thong nhat, ddy di hodc
khong c6 phan hoi sau thoi han mot ngdy thi cong chue tu phap - ho tich
thuc hién ghi vao S6 dang ky két hon, cap nhat théng tin dang ky lai két
hoén trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

- In Gidy chtng nhan két hon, trinh Lanh dao Uy ban nhan dan phuong

Budc 3 | Lanh dao UBND - Pang nhép hé thong phan mém Ho tich; 16 gio
phuong - Xem xét, ky Gidy ching nhan két hon (ban gidy va ban dién t);
- Chuyén két qua dén Van thu.
Buéc 4 | Van thu - Ping nhap hé thong phan mém Ho tich; 02 gio

- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy)
dén Trung tdm Phuc vu hanh chinh céng va ban dién tir ¢én Hé thong
Thong tin giai quyét TTHC tinh.




Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam APhUC VU | _ Tra két qua cho ngudi yéu cau. thoi gian
hanh chinh cong - Ngudi yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuat
trinh gidy to tuy than dé déi chiéu) kiém tra thong tin trén Gidy chimg nhan
két hon, trong S6 dang ky két hon, va ky tén vao So6 ding ky két hon, ky tén
vao Giéy ching nhan két hon, mdi bén nam, nit nhan 01 ban chinh Giéy
chtng nhan két hon.
Tong thoi gian gidi quyét 200 gio
TTHC
15. Thi tuc dang ky khai tir
Thir tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trure tuyén mirc
(tinh m&i do
ngay 08 gio)
Budc 1 | Can bo tiép nhan hd so | - Kiém tra tinh chinh xac, ddy du, thdng nhét, hop 1¢ cua hd so. 01 gio lam Toan Trinh
tai Trung tam Phyc vy | + Trudng hop ho so déy d, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa vige

hanh
phuong

chinh  cong

thanh phan ho so (dbi véi ho so tlep nhan truc tiép); He thong Thong tin
giai quyét TTHC tinh gui hd so dén phan mém Ho tich; néu tiép nhan hd
50 sau 15 gio thi co Phiéu hen, tra ket qua cho nguoi yéu cau trong ngiy
1am viéc tiép theo (néu nguoi yéu cau ndp hd so truc tlep) hodc gui ngay
Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin hen tra két qua
qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so
tryc tuyén);

+ Truong hop hé so chua day du, hop 18 thi thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;




+ Truong hop nguoi yéu cau dang ky khai sinh khong b6 sung, hoan
thién duoc ho so thi béorcéo Lanh g‘Iao T rung tam Phuc vu hanh chinh
cong co thong bao tir choi giai quyét yéu cau dang ky khai sinh.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng phén mém Ho tich;

- Tham tra hd so:

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chéi thi giri thong bao vé tinh trang hd so t6i
Trung tam Phuc vu hanh chinh cong dé thong bao cho nguoi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén

nhan khac ma khong thé tra két qua dung thoi gian di hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc
tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir
hoac gul tin nhin qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau ndp ho so truc tuyén).
+ Néu thdy ho so day du, hop 18, ding quy dinh, trudng hop tiép nhan hd
so dang ky khai tir theo hinh thtrc tric tiép, thi cong chirc tu phap - ho tich
thuc hién ghi vao S6 ding ky khai tir, cap nhat thong tin ding ky khai tir
trén Phan mém ding ky, quan 1y ho tich dién tir ding chung.

Trudng hop tiép nhan hd so dang ky khai tir theo hinh thirc truc tuyén,
cong chirc tu phap - ho tich giri lai biéu miu Trich luc khai tir dién tir véi
thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Trich luc khai tir dién tir va xac nhan (téi da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin da théng nhat, day du hodc
khong c6 phan hoi sau thoi han mot ngdy thi cong chirc tu phéap - ho
tich thuc hién ghi ndi dung vao S6 dang ky khai tir, cip nhat thong tin

04 gio lam
viéc




dang ky khai tir trén Phan mém ding ky, quan Iy ho tich dién tir dung
chung.
- In Trich luc khai tt, trinh Lanh dao Uy ban nhan dan phuong.

Budc 3 |Lanh dao UBND - Ping nhap hé thdng phan mém Ho tich; 02 gio lam
phuong - Xem x¢ét, ky Trich luc khai tir (ban gidy va ban dién tir); vigc
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phan mém Ho tich; 01 gio lam
- DPoéng diu, ban hanh két qua dién tir, chuyén két qu%l (ban giéy) viée
dén Trung tam Phqc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu ciu. thoi gian

hanh chinh cong

Tong thoi gian giai quyét

TTHC

08 gior 1am viéc (Theo quy dinh TTHC nay giai quyét ngay trong ngay tiép nhan yéu cau, truong hop nhan
hd so sau 15 gior ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo)

16. Thi tuc ding ky khai tir c6 yéu té nwéc ngoai
a. Truwong hop khong phdai xac minh

Thir tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién truc tuyén mirc
(tinh mbi ds
ngay 08 gio)
Budc 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh xéc, ddy du, thdng nhét, hop 1& cta hd so. 01 gio lam Toan Trinh
tai Trung tam Phuc vu | + Truong hop ho so day d, hop 1¢ thi tiép nhan ho so, thyuc hién s6 hoa vige

hanh
phuong

chinh  cong

thanh phan hé so (dbi véi hd so tlep nhan truc tiép); He thong Thong tin
giai quyét TTHC tinh giri hd so dén phan mém Ho tich; néu tiép nhan ho
so sau 15 gio thi co Phi€u hen, tra két qua cho ngudi yéu cau trong ngay




1am viéc tiép theo (néu ngudi yéu cau ndp ho so truc tiép) hodc giri ngay
Phiéu hen, tra két qué qua thu dién tir hodc gui tin nhén hen tra két qua
qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so
truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau dang ky khai sinh khong bd sung, hoan
thién duogc hd so thi bao cdo Lanh dao T, rung tam Phuc vu hanh chinh
cong cb thong bao tir chdi giai quyét yéu cau dang ky khai sinh.

Buoc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng ph?m mém Ho tich;

- Tham tra hd so:

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chéi thi giri thong bao vé tinh trang hd so t6i
Trung tam Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Trudong hop khong thé tra két qua dung thoi gian di hen thi 1ap
Phiéu xin 13i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu
hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd
so truc tiép), hodc giri Phiéu xin 151 va hen lai ngay tra két qua qua thu
dién tir hodc giri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu
ngudi yéu cau ndp hd so truc tuyén).

+ Néu thiy ho so day du, hop 16, ding quy dinh, trudng hop tiép nhan
hd so dang ky khai tir theo hinh thire truc tiép, thi cong chirc tu phéap - hd
tich thyc hién ghi vao S6 ding ky khai tir, cap nhat thong tin dang ky khai
tir trén Phan mém ding ky, quan 1y ho tich dién tir diung chung.

Trudng hop tiép nhan ho so ding ky khai tir theo hinh thire tric tuyén,
cong chure tu phap - ho tich gui lai biéu mau Trich luc khai tir dién tir voi
thong tin ddy d cho ngudi yéu cu qua thu dién tir hogc thiét bi sb.

04 gi0 lam
viéc




Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xé4c, day du cua
cac thong tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da
mot ngay).

Néu nguoi yéu cau xac nhan thong tin di théng nhat, day di hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phéap - ho
tich thyc hién ghi ni dung vao S6 dang ky khai tir, cap nhat thong tin
dang ky khai tir trén Phan mém dang ky, quan 1y ho tich dién tr dung
chung.

- In Trich luc khai tir, trinh Lanh dao Uy ban nhan dan phuong.

Budc 3 |Lanh dao UBND - Ping nhap hé thdng phan mém Ho tich; 02 gio lam
phuong - Xem xét, ky Trich luc khai ttr (ban gidy va ban dién tu); vige
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phan mém Ho tich; 01 gio lam
- Pong dau, ban hanh két qua dién tur, chuyén két quail (ban gi:?iy) viée
dén Trung tam Ph@fc vu hanh chinh céng va ban dién tor dén H¢ thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu chu. thoi gian

hanh chinh céng

Tong thoi gian giai quyét

TTHC

08 gior 1am viéc (Theo quy dinh TTHC nay giai quyét ngay trong ngay tiép nhan yéu cau, truong hop nhan
hd so sau 15 gior ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo)

b. Truong hop phdai xdac minh

Thur tw
cong viéc

Don vi/nguwoi thue
hién

Noi dung cong viéc

Thoi gian
thuc hién

Dich vu cong
truc tuyén mirc
do




(tinh méi
ngay 08 gio)

Budc 1

Can b tiép nhan ho so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xé4c, ddy d, thong nhat, hop 18 cia hd so.

+ Truong hop hd so day du, hop 1€ thi tiép nhan ho so, thyc hién s6 hoa
thanh phan hé so (d6i v6i ho so t1ep nhén tryc tiép); Hé thong Thong tin
giai quyét TTHC tinh gui hé so dén phan mém H tich; néu tiép nhan hd
so'sau 15 gio thi co Phiéu hen, tra ket qua cho ngudi yéu ciu trong ngay
lam viéc tiép theo (néu nguoi yéu cau ndp ho so truc tlep) hodc guri ngay
Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin hen tra két qua
qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so
truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Truong hop ngudi yéu cau dang ky khai sinh khong bo sung, hoan
thién duoc hd so thi bao cdo Lanh dao T rung tam Phuc vu hanh chinh
cong cb thong bao tir chdi giai quyét yéu cau ding ky khai sinh.

02 gio lam
viée

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhép hé thong phin mém Ho tich;

- Tham tra h6 so:

+ Trudng hop ho so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang ho so tdi
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian d hen thi 1ap Phiéu
xin 16i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc guri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir

14 g10 lam
viée

Toan Trinh




hodc giri tin nhin qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau ndp ho so truc tuyén).

+ Néu thay ho so day du, hop 18, dung quy dinh, truong hop tiép nhan
ho so dang ky khai tir theo hinh thirc tryc tiép, thi cong chirc tu phép - ho
tich thyc hién ghi vao S6 ding ky khai ttr, cap nhat thong tin dang ky khai
tir trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

Trudng hop tiép nhan hd so ding ky khai tir theo hinh thic truc tuyén,
cong chirc tu phap - ho tich giri lai biéu mau Trich luc khai tir dién tir voi
thong tin day du cho ngudi yéu cau qua thu dién tir hoic thiét bi sb.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cia
cac thong tin trén biéu mau Trich luc khai tir dién tir va x4c nhan (téi da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thdng nhat, ddy da hoic
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thuc hién ghi noi dung vao S6 ding ky khai tir, cip nhat thong tin
dang ky khai tir trén Phan mém dang ky, quan 1y ho tich dién tir dung
chung.

- In Trich luc khai tt, trinh Lanh dao Uy ban nhan dan phuong.

Bu6c 3 | Lanh dao UBND - Ping nhap h¢ thong phan mém Ho tich; 06 gio lam
phuong - Xem xét, ky Trich luc khai tir (ban gidy va ban dién tir); viée
- Chuyén két qua dén Vin thur.
Buéc 4 | Van thu - Ping nhap hé thong phan mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige

dén Trung tdm Phuc vu hanh chinh céng va ban dién tir ¢én Hé thong
Thong tin giai quyét TTHC tinh.




Budc 5

Bo phan tra két qua

- Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC;

Khong tinh

Trung tdim Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 24 gid lam vigc
TTHC
17. Thu tuc dang ky lai khai tir
a. Truwong hop khong phai xdac minh
Thur tw Don vi/ngwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién truee tuyén mikc
(tinh mbi do
ngay 08 gio)
Buéc 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio lam Toan Trinh

tai Trung tam Phuc vu | + Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa viée

hanh  chinh  cOng | thanh phan hd so (d6i voi ho so tlep nhan tryc tiép); Hé thong Thong tin

phuong giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhin hen
tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu
cau ndp hd so truc tuyén);
+ Truong hop hé so chua day du, hop 18 thi thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;
+ Trudng hop ngudi yéu cau khong bo sung, hoan thién dugc ho so thi
bado cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.

Buéc 2 | Cong chuc tu phdp — - Ping nhap h¢ thong phan mém Ho tich, 28 gio lam
ho tich - Tham tra ho so: viée




+ Trudng hop hod so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang hd so tdi
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Truong hop khong thé tra két qua ding thoi gian da hen thi lap
Phiéu xin 151 va hen lai ngay tra két qua chuyen Trung tam Phuc vu
hanh chinh céng dé tra cho ngudi yéu cau (néu nguoi yeu cau nop hd
so truc tiép), hodc giri Phiéu xin 151 va hen lai ngay tra két qua qua thu
dién tir hodc gu:l tin nhan qua dién thoai di dong cho ngudi yéu cau (néu
nguoi yéu cau nop hd so truc tuyen)

+Néu thay thong tin khai tir day dii va phu hop, ho so day du, hop 1¢,
dung quy dinh, trudng hop tiép nhan ho so ding ky lai khai tir theo hinh
thirc truc tiép, thi cong chirc tu phép - h tich thyc hién ghi vao S6 dang
ky khai tir, cap nhat thong tin dang ky lai khai ttr trén Phan mém déang ky,
quan ly hd tich dién tir dung chung.

Trudng hop tiép nhan hd so ding ky lai khai tir theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich guri lai biéu mau Trich luc khai tir dién
tlr voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc thiét bi sb.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua
cac thong tin trén biéu mau Trich luc khai tir dién tir va x4c nhan (téi da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhét, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hod
tich thuc hién ghi ndi dung vao S6 ding ky khai tir, cp nhat thong tin
dang ky lai khai tir trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung.

- In Trich lyc khai tir, trinh Lanh dao Uy ban nhan dan phudng.

Budc 3

Lanh dao UBND
phuong

- bang nhép hé thdng phan mém Ho tich;

08 gio lam
viée




- Xem xét, ky Trich luc khai tir (ban gidy va ban dién tir);
- Chuyén két qua dén Vin thur.

Buéc 4 | Van thu - Pang nhap h¢ thong phan mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén Trung tdm Phuc vu hanh chinh céng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu cAu. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 40 gio lam vigc
TTHC
b. Truong hop phdi coé van ban xdc minh
Thur tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién trure tuyén mirc
(tinh m&i do
ngay 08 gio)
Bu6c 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu Vi€

hanh
phuong

chinh  cong

+ Truong hop hé so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa
thanh phan h6 so (dbi véi hd so tlep nhén truc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem HO tich; c6 Phiéu hen, tra
két qua cho nguol yéu cau (neu ngudi yéu cau ndp hod so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);




+ Truong hop ho so chwa day du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.

Budc 2

Cong chuc tu phap —
ho tich

- Bang nhép hé thong phin mém Ho tich;
- Tham tra ho so:

+ Truong hop hd so can b sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chéi thi giri thong bao vé tinh trang hd so t6i
Trung tam Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xAc minh 1am 16 hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian d hen thi 1ap Phiéu
xin 16i va hen lai ngay tra két qua chuyen Trung tam Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yeu cau ndp hd so truc
tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tir
hodc gui tin nhian qua dién thoai di dong cho ngudi yéu cau (néu nguoi
yéu cau nop ho so truc tuyén).

+ Néu thay thong tin khai tir diy du va phu hop, hd so day du, hop
1¢, diing quy dinh, truong hop tiép nhan ho so dang ky lai khai tir theo
hinh thirc truc tiép, thi cong churc tu phap - ho tich thuc hién ghi vao So
dang ky khai tir, cap nhat thong tin dang kY lai khai tir trén Phan mém
dang ky, quan 1y ho tich dién t&r dung chung.

Truong hop tiép nhan ho so dang ky lai khai tir theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich gtri lai biéu mau Trich luc khai tir dién
tir voi thong tin day du cho nguoi yéu cau qua thu dién tir hoic thiét bi so.

68 gio lam
viée




Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xéac, day du cua
cac thong tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tuw phéap - ho
tich thyuc hién ghi ni dung vao S6 dang ky khai tir, cap nhat thong tin
dang ky lai khai ttr trén Phan mém ding ky, quan 1y ho tich dién tir ding
chung.

- In Trich luc khai tir, trinh Lanh dao Uy ban nhan dan phudng

Budc 3 |Lanh dao UBND - Ping nhap hé thdng phan mém Ho tich; 08 gio lam
phuong - Xem xét, ky Trich luc khai ttr (ban gidy va ban dién tu); vige
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phan mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) viée
dén Trung tdm Phuc vu hanh chinh ¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu chu. thoi gian
hanh chinh céng
Tong thoi gian gidi quyét 80 gio lam viéc
TTHC
18. Thi tuc ding ky lai khai tir c6 yéu to6 nwéc ngoai
a. Truwong hop khong phdi xdac minh
Thur tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trure tuyén mirc

do




(tinh méi
ngay 08 gio)

Budc 1

Can b tiép nhan ho so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xé4c, ddy d, thong nhat, hop 18 cia hd so.

+ Tru’O’ng hop ho so day du, hop le thi tlep nhan hd so, thuc hién s6 hoa
thanh phan ho so (d01 v&i hd so t1ep nhan true tlep) Hé thong Thong tin
g1a1 quyet TTHC tinh gm ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu nguoi yéu ciu nop hd so truc tlep) hoac
gui ngay Phiéu hen, tra két qua qua thu dién tir hoéc gui tin nhin hen
tra két qua qua dién thoai di dong cho ngudi yéu cu (neu nguoi yéu
ciu nop hd so truc tuyen)

+ Trudng hop hd so chua diy du, hop 16 thi thong bao cho ngudi yéu cau
bd sung, hoan thién ho so, néu 13 loai gidy t&, ndi dung can bd sung dé
nguoi yéu cau bo sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

02 gio lam
viée

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng phén mém Ho tich;
- Tham tra hd so:

+ Trudng hop hd so can bd sung, hoan thién hodc khéng du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang ho so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop khong thé tra két qua dang thoi gian d hen thi cong
chure tu phap - ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong
d6 néu 1 1y do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tdm Phuc vy hanh chinh c¢éng dé tra cho ngudi yéu cau (néu
ngudi yéu cau ndp hd so truc tiép), hodc gui Phiéu xin 18i va hen lai

28 gio lam
viéc

Toan Trinh




ngay tra két qua qua thu dién tir hodc giri tin nhin qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Néu thiy hd so day du, hop 18, ding quy dinh, trudng hop tiép
nhan ho so dang ky lai khai tir theo hinh thurc truc tiép, thi cong chuc tu
phap - ho tich thyuc hién ghi vao S6 ding ky khai tir, cip nhat thong tin
dang ky lai khai tir trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung.

Trudng hop tiép nhan ho so dang ky lai khai tir theo hinh thire truc
tuyén, cong chirc tu phap - ho tich gui lai biéu mau Trich luc khai tir dién
tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xé4c, ddy du cia
cac thong tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, diy da hoic
khong c6 phan hoi sau thoi han mot ngdy thi cong chirc tu phéap - ho
tich thuc hién ghi ndi dung vao S6 dang ky khai tir, cap nhat thong tin
dang ky lai khai ttr trén Phan mém ding ky, quan 1y ho tich dién tir ding
chung.

- In Trich luc khai tir, trinh Lanh dao Uy ban nhan dan phudng

Buéc 3 |Lanh dao UBND - Bang nhép hé thong phin mém Ho tich; 08 gio lam
phuong - Xem xét, ky Trich luc khai ttr (ban gidy va ban dién tu); vige
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige

dén T rung tam Phuc vu hanh chinh cong va ban dién ti dén He théng
Thong tin giai quyét TTHC tinh.




Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tdim Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 40 gio lam vigc
TTHC
b. Trwong hop phadi co vin bdan xdc minh
Thur tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién truc tuyén mirc
(tinh moi do
ngay 08 gio)
Budc 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh xéc, ddy du, thdng nhét, hop 1é cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu | + Trudng hop hd so déy du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa vige
hanh  chinh  cong | thanh phan ho so (d0i véi ho so tiép nhén tryc tiép); HE thong Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);
+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho ngudi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;
+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.
Budc 2 | Cong chuc tu phap — - Thim tra hd so: 68 gio lam
ho tich Viéc




+ Trudng hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang hd so tdi
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, xdc minh 1am 16 hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phap - ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong do
néu rd 1y do chm tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau nop ho so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tr hoac gul tin nhin qua dién thoai di dong cho ngudi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

+ Néu thdy ho so ddy du, hop 18, dung quy dinh, trudng hop tiép nhan
hé so dang ky lai khai tir theo hinh thtee truc tiép, thi cong chirc tu phap -
ho tich thyc hién ghi vao S6 ding ky khai tir, cap nhat thong tin ding ky
lai khai tir trén Phan mém dang kY, quan 1y ho tich dién tir diing chung.

Truong hop tiép nhan ho so dang ky lai khai tir theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich guri lai biéu mau Trich luc khai tir dién
tr vo1 thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Nguodi yéu cau c6 trach nhi¢m ki€m tra tinh chinh xéac, day du cua
cac thong tin trén biéu mau Trich luc khai tir dién tir va x&c nhan (t61 da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hodc
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thyc hién ghi ndi dung vao S6 dang ky khai tir, cap nhat thong tin
dang ky lai khai ttr trén Phan mém ding ky, quan 1y ho tich dién tir ding
chung.

- In Trich luc khai tir, trinh Lanh dao Uy ban nhan dan phuong




Bugc 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 08 gio lam
phuong - Xem xét, ky Trich luc khai tir (ban gidy va ban dién tir); viée
- Chuyén két qua dén Van thu.
Buéc 4 | Van thu - Pang nhap hé thong phan mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén Trung tdm Phuc vu hanh chinh céng va ban dién tir ¢én Hé thong
Thong tin giai quyét TTHC tinh.
Bu6c 5 | Bo phan tra két qud | - Nhan két qud, x4c nhan trén Hé thdng Thong tin giai quyét TTHC; Khong tinh
Trung tdam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 80 gio lam viéce
TTHC
19. Thi tuc dang ky giam ho
Thir tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuwe hién true tuyén mic
(tinh mdi as
ngay 08 gio)
Bude 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh xéc, ddy du, thdng nhét, hop 1& cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu viéc

hanh
phuong

chinh  cong

+ Truong hop hd so déy du, hop 1€ thi tiép nhan hd so, thyuc hién sé hoa
thanh phan hé so (d6i voi ho so t1ep nhén tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin hen
tra két qua qua di¢n thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);




+ Truong hop ho so chwa day du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.

Budc 2

Cong chuc tu phap —
ho tich

- Ping nhap hé thdng phan mém Ho tich;

- Tham tra ho so:

+ Trudng hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, xac minh lam rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian di hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tix
hodc giri tin nhin qua dién thoai di dong cho ngudi yéu cau (néu nguoi
yéu cau nop hd so truc tuyén).

+ Néu thay yéu ciu ding ky giam ho du diéu kién theo quy dinh
phap luat, hd so dy du, hop 18, dung quy dinh, truong hop tiép nhan hd
so dang ky giam ho theo hinh thire tryc tiép, thi cong chirc tu phap - ho
tich thyc hién ghi vao S6 diang ky giam ho, cap nhat thong tin dang ky
giam ho trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan ho so ding ky giam ho theo hinh thic truc
tuyén, cong chirc tu phap - ho tich giri lai biéu mau Trich lyc dang ky

14 gi0 lam
viée




giam ho dién tir v6i thong tin ddy du cho ngudi yéu cu qua thu dién tir
hodc thiét bi so.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Trich luc ding ky giam ho dién tir va xac
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hd
tich thuc hién ghi ndi dung vao S6 dang ky gidm hd, cap nhat thong tin
dang ky giam ho trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung.

- In Trich luc ding ky giam ho, trinh Lanh dao Uy ban nhan dan phudng

Buge3 | Lanh dao UBND - Dang nhap hé thong phan mém Ho tich; 06 gio lam
phuong viéce
- Xem x¢ét, ky Trich luc dang ky giam ho (ban gidy va ban dién tir);
- Chuyén két qua dén Vin thu.
Bugc4 | Vin thu - Pang nhéap hé thong phan mém H9 tich; 02 gi.clr lam
_ Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) viee
dén Trung tam Phuc vu hanh chinh c¢éng va ban dién tir dén Heé thong
Thong tin giai quyét TTHC tinh.
Bude 5 | Bo phan tra két qua | - Nhan két qud, x4c nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tdm Phuc vu thot gian

hanh chinh céng

- Tra két qua cho nguoi yéu cau.

Tong thoi gian giai quyét

TTHC

24 gio lam viée




20. Thii tuc diing Ky giam hd c6 yéu té nwéc ngoai

a, D6i vdi viéc ding ky giam hé dwong nhién

Thur tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trure tuyén mirc
(tinh mbi do
ngay 08 gio)
Bu6c 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gior lam Toan Trinh
tai Trung tam Phuc vu | + Truong hop ho so day du, hop 16 thi tiép nhan ho so, thyc hién s hoa viée
hanh  chinh  cong | thanh phan hé so (d6i v6i ho so tlep nhan tryc tiép); Hé théng Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hod so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);
+ Truong hop ho so chua day du, hop 18 thi théng bao cho ngudi yéu cau
bo sung, hoan thién ho so, néu rd loai giéy t0, ndi dung can bo sung dé
ngudi yéu cau bd sung, hoan thién;
+ Trudng hop ngudi yéu cau khong bo sung, hoan thién dugc ho so thi
bado cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét
Budc 2 | Cong chirc tu phap — - Bang nhap hé théng phﬁn mém Ho tich; 14 gio lam
ho tich viéc

- Tham tra ho so:

+ Truong hop hd so can bd sung, hoan thién hodac khong du diéu
kién giai quyét, phai tir choi thi gl thong bao vé tinh trang ho so toi
Trung tdm Phuc vu hanh chinh cong dé€ thong bao cho ngudi ndp ho so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua ding thoi gian da hen thi 1ap Phiéu




xin 16i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir
hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu nguoi
yéu cau ndp ho so tric tuyén).

+ Néu thay yéu cdu ding ky giam ho du diéu kién theo quy dinh
phap luat, hd so diy du, hop 18, dung quy dinh, truong hop tiép nhan hd
so dang ky giam ho theo hinh thirc truc tiép, thi cong chirc tu phap - ho
tich thyc hién ghi vao S6 diang ky giam ho, cap nhat thong tin dang ky
giam ho trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky giam ho theo hinh thirc truc
tuyén, cong chuc tu phap - ho tich gui lai biéu mau Trich luc dang ky
giam ho dién tir v6i thong tin ddy du cho ngudi yéu cau qua thu dién tir
hodc thiét bi sb.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cta
cac thong tin trén biéu mau Trich luc ding ky giam ho dién tir va xac
nhén (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da théng nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tur phap - ho
tich thyuc hién ghi ndi dung vao S6 dang ky giam hg, cap nhat thong tin
dang ky giam ho trén Phan mém dang ky, quan ly hd tich dién tur dung
chung.

- In Trich lyc dang ky giam hg, trinh Lanh dao Uy ban nhan dan phudng

Budce 3

Lanh dao UBND
phuong

- Bang nhap hé théng ph?m mém Ho tich;
- Xem xét, ky Trich luc dang ky giam ho (ban gidy va ban dién tir);
- Chuyén két qua dén Van thu.

06 gio lam
viéc




Buéc 4 | Van thu - Ping nhap hé thong phan mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén Trung tdm Phuc vu hanh chinh céng va ban dién tir ¢én Hé thong
Thong tin giai quyét TTHC tinh.
Budc5 |Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 24 gid 1am viéc
TTHC
b, Déi vdi viéc ddng ky giam hé cir
Thir tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trure tuyén mirc
(tinh m&i do
ngay 08 gio)
Budc 1 | Can bo tiép nhan hd so | - Kiém tra tinh chinh xac, ddy du, théng nhét, hop 1€ cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu viéc

hanh
phuong

chinh  cong

+ Truong hop hé so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa
thanh phan ho so (dbi véi hd so tlep nhan truc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (néu ngudi yéu cau ndp ho so truc tiép) hoic
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau nop hd so truc tuyén);

+ Trudng hop hd so chua day du, hop 16 thi thong bao cho ngudi yéu cau
bo sung, hoan thién ho so, néu rd loai giéy to, ndi dung can bo sung dé
ngudi yéu cau bd sung, hoan thién;




+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duogc hé so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giadi quyeét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng phén mém Ho tich;
- Tham tra hd so:

+ Trudng hop hd so can bd sung, hoan thién hodc khéng du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang ho so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian di hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua chuyen Trung tam Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yeu cau ndp hd so truc
tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir
hodc giri tin nhin qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau ndp ho so truc tuyén).

+ Néu thay yéu ciu ding ky giam ho du diéu kién theo quy dinh
phap luat, hd so dy du, hop 18, dung quy dinh, truong hop tiép nhan hd
so dang ky giam ho theo hinh thire tryc tiép, thi cong chire tu phap - ho
tich thyc hién ghi vao S6 dang ky giam ho, cap nhat thong tin dang ky
giam ho trén Phin mém ding ky, quan Iy ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky giam ho theo hinh thirc truc
tuyén, cong chirc tu phéap - ho tich gui lai biéu mau Trich luc dang ky
giam ho dién tir v6i thong tin ddy du cho ngudi yéu cu qua thu dién tir
hodc thiét bi so.

Nguoi yéu cau ¢ trach nhiém kiém tra tinh chinh xac, day du cta
cac thong tin trén biéu mau Trich luc dang ky giam ho dién tir va xac
nhan (61 da mot ngay).

28 gio lam
viéc




Néu ngudi yéu cau xac nhan thong tin da thdng nhat, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thuc hién ghi ndi dung vao S6 dang ky gidam ho, cip nhat thong tin
dang ky giam ho trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung.

- In Trich lyc dang ky giam ho, trinh Lanh dao Uy ban nhan dan phuong

Buéc3 |Lanh dao UBND - Bang nhép hé thong phan mém Ho tich; 08 gio lam
phuong - Xem xét, ky Trich luc dang ky giam ho (ban gidy va ban dién tir); vige
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén T rung tam Phuc vu hanh chinh cong va ban dién ti dén He théng
Thong tin giai quyét TTHC tinh.
Buéc 5 | Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh céng
Tong thoi gian giai quyét 40 gi0 lam viéc
TTHC
21. Thii tuc diing ky cham dit giam hd
Thur tw DPon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién truc tuyén mirc
(tinh m&i do
ngay 08 gio)
Budc 1 | Canb tiép nhan ho . : , , , 01 gio 13 Toan Trinh
uoe an dOUEP MNANNOSO 1321 tra tinh chinh xéc, dy di, théng nhét, hop 18 cia hd so. g1 am oan Hrn
tai Trung tam Phuc vu viéce




hanh chinh cong
phuong

+ Truong hop ho so day du, hop 1€ thi tiép nhan ho so, thuc hién s6 hoa
thanh phan ho so (d6i voi ho so tlep nhén tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhan hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Truong hop hé so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
nguoi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bo sung, hoan thién dugc ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé¢ théng phﬁn mém Ho tich;
- Tham tra hd so:

+ Trudng hop hd so can b sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so toi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua ding thoi gian d hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir
hodc gtri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau ndp hd so truc tuyén).

+ Néu thay ho so dy du, hop 1¢, dung quy dinh, truong hop tiép nhan
hé so diang ky cham dut giam ho theo hinh thire truc tiép, thi cong chic
tu phép - ho tich thuc hién ghi vao S6 diang ky cham dat giam ho, cap

10 gio lam
viéc




nhat théng tin dang ky chdm dut giam ho trén Phan mém dang ky, quan
1y ho tich dién tu dung chung.

Truong hop tiép nhan hd so diang ky chdm dat giam ho theo hinh
thure truc tuyén, cong chuc tu phép - ho tich gui lai biéu mau Trich luc
dang ky chdm dit giam ho dién tir v6i thong tin ddy du cho ngudi yéu cau
qua thu dién tir hodc thiét b sb.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, ddy du cua
cac thong tin trén biéu mau Trich luc dang ky chdm dirt giam ho dién tir
va xac nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tuw phép - ho
tich thyc hién ghi noi dung vao S6 dang ky chim dirt giam ho, cp nhat
thong tin dang ky chdm dirt giam ho trén Phan mém ding ky, quan 1y ho
tich dién tir dung chung.

- In Trich luc ddng ky chdm dit gidm ho, trinh Lanh dao Uy ban
nhan dan phuong.

Bu6c 3 | Lanh dao UBND - Ping nhap h¢ thong phan mém Ho tich; 04 gio lam
phuong - Xem xét, ky Trich luc chdm dut giam ho (ban gidy va ban dién tir); viée
- Chuyén két qua dén Vin thur.
Buéc 4 | Van thu - Ping nhap hé thong phan mém Ho tich; 01 gio lam
~ - Dong du, ban hanh két qua dién tir, chuyén két qué (ban gi:ély) vige
dén Trung tam Ph:_,fc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Bu6c 5 | Bo phan tra két qud | - Nhan két qud, x4c nhan trén Hé thdng Théong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian

hanh chinh cong




Tdng thé&i gian giai quyét

TTHC

16 gio lam viéc

22. Thii tuc ding ky cham dirt giam ho c6 yéu td nuwéc ngoai

Thur tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trire tuyén mikc
(tinh mdi do
ngay 08 gio)
Buéc 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 01 gio lam Toan Trinh
tai Trung tam Phuc vu | + Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa viée
hanh  chinh  cong | thanh phan hd so (d6i v6i ho so tlep nhan tryc tiép); Hé théng Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);
+ Truong hop hé so chua day du, hop 18 thi thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;
+ Trudng hop ngudi yéu cau khong b sung, hoan thién dugc ho so thi
bado cao Lanh dao Trung tam Phuc vu hanh chinh cong cé thong bao tur
chéi giai quyét.
Buéc 2 | Cong chuc tu phdp — - Pang nhap hé thong phan mém Ho tich; 10 gio lam
ho tich - Tham tra h6 so: viée




+ Truong hop hd so can bd sung, hoan thién hodac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian d hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc giri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir
hodc giri tin nhin qua dién thoai di dong cho nguoi yéu cau (néu nguoi
yéu cau ndp hd so truc tuyén).

+ Néu thay ho so day du, hop 18, dung quy dinh, trudng hop tiép
nhan hd so dang ky chim dut giam ho theo hinh thirc truc tiép, thi cong
chire tu phap - ho tich thuc hién ghi vao S6 dang ky chdm dut gidm ho,
cap nhat thong tin dang ky chim dut giam ho trén Phan mém ding ky,
quan 1y hg tich dién tir dung chung.

Trudng hop tiép nhan hd so dang ky cham dat giam ho theo hinh
thire truc tuyén, cong chtrc tu phap - ho tich gui lai biéu mau Trich luc
dang ky chim dat giam ho dién tir v6i thong tin ddy di cho ngudi yéu
cau qua thu dién tir hodc thiét bi sb.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xé4c, day du cua
cac thong tin trén biéu mau Trich luc dang ky chdm dirt giam ho dién tir
va x4c nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhin thong tin d thdng nhat, diy du hodc
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hd
tich thuc hién ghi noi dung vao S6 dang ky cham dut giam ho, cap nhat
thong tin dang ky cham dut giam ho trén Phan mém dang ky, quan 1y ho
tich dién tir dung chung.




- In Trich lyc ding ky cham dut giam ho, trinh Lanh dao Uy ban nhan
dan phuong.

Buéc3 |Lanh dao UBND - Bang nhép hé thong phin mém Ho tich; 04 gio lam

phuong - Xem xét, ky Trich luc chim dut giam ho (ban gidy va ban dién ti); vige

- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Bang nhép hé thong phan mém Ho tich; 01 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén T rung tam Phuc vu hanh chinh cong va ban dién tr dén He théng
Thong tin giai quyét TTHC tinh.

Bu6c 5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé théng Théng tin giai quyét TTHC; Khong tinh

Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian

hanh chinh cong

Tong thoi gian giai quyét 16 gid 1am viée
TTHC
23. Thi tuc dang ky giam sat viéc giam ho
a, Trworng hop khéng cén xdc minh
Thir tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién truc tuyén mirc
(tinh moi do
ngay 08 gio)

Bude 1 | Cénbo tiép nhan hd so | - Kiém tra tinh chinh xéc, diy du, théng nhét, hop 1¢ ctia h6 so. 02 gio lam Toan Trinh

tai Trung tam Phuc vy | + Truong hop hd so day d, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa vige

hanh
phuong

chinh  cong

thanh phan h6 so (dbi véi ho so tlep nhan truc tiép); He thong Thong tin
glal quyét TTHC tinh gul hd so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (néu ngudi yéu cau ndp ho so truc tiép) hoic
giri ngay Phiéu hen, tra két qua qua thu dién tir hodc giri tin nhan hen




tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi yéu
cau ndp ho so truc tuyén);

+ Truong hop ho so chua day du, hop 18 thi théng bao cho ngudi yéu cau
bo sung, hoan thién ho so, néu rd loai giéy t0, ndi dung can bo sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.

Budc 2

Coéng chtc tu phap —
ho tich

- bang nhap hé théng phén mém Ho tich;

- Tham tra hd so:

+ Trudng hop hd so cin bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chéi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xAc minh lam 1 hodc do nguyén
nhan khac ma khong thé tra két qua ding thoi gian di hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc
tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir
hodc gtri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau ndp ho so truc tuyén).

+ Néu thdy yéu cau ding ky giam ho du diéu kién theo quy dinh
phap luat, hd so dy du, hop 18, dung quy dinh, truong hop tiép nhan hd
so dang ky giam ho theo hinh thire tryc tiép, thi cong chirc tu phap - ho
tich thyc hién ghi vao S6 dang ky gidm h, cap nhat thong tin dang ky
giam ho trén Phan mém ding ky, quan 1y ho tich dién tir ding chung.

14 gio lam
viée




Truong hop tiép nhan ho so dang ky giam ho theo hinh thirc tryc
tuyén, cong chuc tu phép - ho tich gui lai biéu mau Trich luc dang ky
giam ho dién tir v6i thong tin ddy du cho ngudi yéu cau qua thu dién tir
hodc thiét bi .

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cua
cac thong tin trén biéu mau Trich luc dang ky giam ho dién tir va xac
nhan (tdi da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da théng nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phéap - ho
tich thyc hién ghi ndi dung vao S6 dang ky giam hg, cap nhat thong tin
dang ky giam ho trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung.

- In Trich lyc ding ky giam ho, trinh Lanh dao Uy ban nhan dan phuong

Budc 3 |Lanh dao UBND - Pang nhéap hé thong phan mém H9 tich; 06 gio lam
phuong - Xem xét, ky Trich luc dang ky giam ho (ban gidy va ban dién tir); viée
- Chuyén két qua dén Vin thu.
Bu6c4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gid lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén T rung tdm Phuc vu hanh chinh cong va ban dién to dén He théng
Thong tin giai quyét TTHC tinh.
Buéc 5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé théng Théng tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu | _ Trg két qua cho ngudi yéu cau. thoi gian

hanh chinh cong

Téng thoi gian giai quyét

TTHC

24 ¢i0 lam vi¢e




b, Trwerng ho'p cén xdc minh

Thur tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trure tuyén mirc
(tinh mdi do
ngay 08 gio)
Bu6c 1 | Can b tiép nhan hd so | - Kiém tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu | + Truong hop ho so day du, hop 16 thi tiép nhan ho so, thyc hién s6 hoa vige
hanh  chinh  cong | thanh phan hé so (d6i v6i ho so tlep nhan truc tiép); Hé théng Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);
+ Truong hop hé so chwa day du, hop 1 thi thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;
+ Trudng hop ngudi yéu cau khéng b sung, hoan thién duge ho so thi
bado cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.
Budc 2 | Cong chiric tu phap — - Pang nhap hé thdng phan mém Ho tich; 28 gio lam
ho tich - Tham tra h6 so: viée

+ Trudng hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang hd so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khéng thé tra két qua dung thoi gian d hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh ¢éng dé tra cho ngudi yéu cau (néu nguoi yéu cau ndp hd so truc




tiép), hodc giri Phiéu xin 16i va hen lai ngdy tra két qua qua thu dién tir
hodc giri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau nop ho so truc tuyén).

+ Néu thdy yéu cau dang ky giam ho du diéu kién theo quy dinh
phap luat, hd so diy du, hop 18, dung quy dinh, truong hop tiép nhan hd
so dang ky giam ho theo hinh thirc truc tiép, thi cong chirc tu phap - ho
tich thuc hién ghi vao S6 ding ky giam ho, cap nhat thong tin ding ky
giam ho trén Phin mém dang ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky giam ho theo hinh thirc truc
tuyén, cong chuc tu phap - ho tich gui lai biéu mau Trich luc dang ky
giam ho dién tir v6i thong tin ddy du cho ngudi yéu cau qua thu dién tir
hodc thiét bi sb.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Trich luc ding ky giam ho dién tir va xac
nhan (tdi da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da théng nhat, ddy da hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hd
tich thyuc hién ghi ndi dung vao S6 dang ky giam hg, cap nhat thong tin
dang ky giam ho trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung.

- In Trich lyc dang ky giam ho, trinh Lanh dao Uy ban nhan dan phuong

Bu6c 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 08 gio lam
phuong - Xem xét, ky Trich luc dang ky giam ho (ban gidy va ban dién tir); viée
- Chuyén két qua dén Van thu.
Buéc 4 | Van thu - Pang nhap hé thong phan mém Ho tich; 02 gio lam

viée




- Péng diu, ban hanh két qua dién tir, chuyén két qua (ban giy)
dén Trung tam Phuc vu hanh chinh c¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.

Bu6c 5 | Bo phan tra két qud | - Nhan két qud, xac nhan trén Hé thdng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu cAu. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 40 gio lam vigc
TTHC
24. Thii tuc ding ky chim dut giam sat viéc giam hd
a, Trworng hop khéng cén xdc minh
Thur tw Pon vi/ngwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién true tuyén mic
(tinh m&i do
ngay 08 gio)
Budc 1 | Can b tiép nhan ho so | - Kiém tra tinh chinh xac, ddy du, thdng nhét, hop 1¢ cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu viéc

hanh
phuong

chinh  cong

+ Tru’(mg hO‘p ho so déy dua, hop le thi tiép nhan ho so, thuc hién sb hoa
thanh phan ho so (d01 voi ho so tlep nhan truc tlep) Hé¢ thong Thong tin
g1a1 quyet TTHC tinh gu’l ho so dén phan mem Ho tich; co Phiéu hen, tra
két qua cho ngu’cn yéu cau (neu nguodi yéu cau nop hd so truc tlep) hoac
gui ngay Phiéu hen, tra két qua qua thu dién tr hoac gui tin nhin hen
tra két qua qua dién thoai di dong cho ngudi yéu cu (neu nguoi yéu
ciu nop hd so truc tuyen)

+ Truong hop hd so chua ddy dua, hop 16 thi thong bao cho nguoi yéu cau

b sung, hoan thién ho so, néu 13 loai gidy to, ndi dung can b sung dé
ngudi yéu cau bd sung, hoan thién;




+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duogc hé so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giadi quyeét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng phén mém Ho tich;
- Tham tra hd so:

+ Trudng hop hd so can bd sung, hoan thién hodc khéng du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang ho so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop khong thé tra két qua dung thoi gian da hen thi 1ap
Phiéu xin 131 va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu
hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd
so truc tiép), hodc giri Phiéu xin 151 va hen lai ngay tra két qua qua thu
dién tir hodc giri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu
ngudi yéu cau ndp ho so truc tuyén).

+ Néu thiy ho so ddy du, hop 1¢, dang quy dinh, truong hop tiép nhan
hd so dang ky chim dit giam sat viéc giam ho theo hinh thirc truc tiép,
thi cong chirc tu phap - ho tich thyuc hién ghi vao S6 dang ky cham durt
giam sat viéc giam ho, cap nhat thong tin dang ky cham dut giam sat viée
giam ho trén Phan mém ding ky, quan 1y ho tich dién tir diing chung.

Truong hop tiép nhan hd so dang ky chim dirt giam sat viéc giam ho
theo hinh thtc truc tuyén, cong chirc tu phéap - ho tich giri lai biéu miu
Trich luc dang ky cham duat giam sat vi¢c giam ho dién tir voi thong tin
day da cho ngudi yéu cau qua thu dién tir hoidc thiét b sd.

Nguoi yéu cau 6 trach nhiém kiém tra tinh chinh xéac, day du cta
cac thong tin trén biéu mau Trich luc dang ky cham dat giam sat viée
giam ho dién tir va xac nhan (t6i da mot ngay).

14 gio lam
viéc




Néu ngudi yéu cau xac nhan thong tin da théng nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hod
tich thuc hién ghi ndi dung vao S6 ding ky cham dut giam sat viée giam
h, cap nhat thong tin dang ky cham dit giam sat viéc giam ho trén Phan
mém ding ky, quan 1y ho tich dién tir dung chung.

- In Trich lyc ding ky chim dit giam sat viéc giam h, trinh Lanh
dao Uy ban nhan dan phuong

Buéc3 |Lanh dao UBND - Bang nhép hé thong phan mém Ho tich; 06 gio lam
phuong - Xem xét, ky Trich luc dang ky chim dirt gidm st viéc giam ho (ban vige
gidy va ban dién tr);
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhap hé thdng phan mém Ho tich; 02 gi0 lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén T rung tdm Phuc vu hanh chinh cong va ban dién to dén He théng
Thong tin giai quyét TTHC tinh.
Buéc 5 | Bo phan tra két qua | - Nhan két qud, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu clu. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 24 gid 1am viée
TTHC
b, Trwdrng ho'p cén xdc minh
Thr tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién truc tuyén mirc
(tinh m&i do

ngay 08 gio)




Budce 1

Can b tiép nhan ho so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xéc, ddy d, thong nhat, hop 18 cia hd so.

+ Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa
thanh phan h6 so (d6i véi ho so tlep nhan truc tiép); He thong Thong tin
giai quyét TTHC tinh gui hd so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp ho so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hoac guri tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu 13 loai gidy to, ndi dung can b sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giai quyeét.

02 gio lam
viéc

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhép hé thong phan mém Ho tich;
- Tham tra ho so:

+ Trudng hop hd so can b sung, hoan thién hoic khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang hd so tdi
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dang thoi gian da hen thi 1ap Phiéu
xin 18i va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu hanh
chinh c¢éng dé tra cho ngudi yéu cau (néu ngudi yéu cau nop ho so truc
tiép), hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir
hodc gtri tin nhan qua dién thoai di dong cho ngudi yéu cau (néu ngudi
yéu cau ndp hd so tric tuyén).

+ Néu thay ho so day du, hop 1¢, diing quy dinh, trudng hop tiép nhan
hd so dang ky chim dit gidm sat viéc giam ho theo hinh thirc truc tiép,

28 gio lam
viée

Toan Trinh




thi céng chire tu phap - ho tich thuc hién ghi vao S6 ding ky chdm dut
gidm sat viéc giam ho, cap nhat thong tin ding ky cham dit gidm sat viéc
giam ho trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky cham dat giam sat viéc giam ho
theo hinh thirc truc tuyén, cong chirc tu phap - ho tich gt lai biéu mau
Trich luc dang ky chdm dit giam sat viéc giam ho dién tir véi thong tin
day du cho ngudi yéu cau qua thu dién tir hoic thiét b sd.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xé4c, day du cia
cac thong tin trén biéu miu Trich luc ding ky chAm dut giam sat viée
giam ho dién tir va xac nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin di théng nhit, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thuc hién ghi ndi dung vao S6 ding ky cham dit giam sat viéc giam
ho, cap nhat thong tin dang ky chAm dut giam sat viéc giam ho trén Phan
mém dang ky, quan 1y ho tich dién tir ding chung.

- In Trich luc dang ky cham dut giam sat viéc giam hg, trinh Lanh dao
Uy ban nhan dan phuong.

Buéc 3 |Lanh dao UBND - Bang nhép hé thong phin mém Ho tich; 08 gio lam
phuong - Xem xét, ky Trich luc dang ky giam ho (ban gidy va ban dién tir); vige
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
~ - Dong dau, ban hanh két qua dién tir, chuyén két qué (ban giay) viéc
dén Trung tam Ph@,tc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Buéc5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu | _7pj kbt qua cho nguoi yéu cau. thoi gian

hanh chinh céng




Tong thoi gian gidi quyét

TTHC

40 gio lam viéc

25. Thii tuc thay ddi, cai chinh, b6 sung théng tin hd tich, xac dinh lai din tjc
a. Truwong hop bo sung thong tin ho tich

Thur tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trure tuyén mirc
(tinh mdi do
ngay 08 gio)
Bu6c 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 01 gior lam Toan Trinh
tai Trung tam Phuc vu | + Truong hop hd so day du, hop 1€ thi tiép nhan hd so, thuc hién sé hoa viéc
hanh  chinh  cong | thanh phan ho so (doi v6i ho so tiep nhan truc tiep); Hé thong Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mém H& tich; néu tiép nhan ho
50 sau 15 gio thi co Phiéu hen, tra ket qua cho nguoi yéu cdu trong ngay
1am viéc tiép theo (néu nguoi yéu cau ndp hd so truc tlep) hodc gui ngay
Phiéu hen, tra két qua qua thu di¢n tu hoac guzl tin nhin he;p tra két gua
qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu cau ndp ho so
tryc tuyén);
+ Truong hop hé so chua ddy du, hop 18 thi thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;
+ Truong hop nguoi yéu cau ding ky khai sinh khong b sung, hoan
thién duoc ho so thi bao cao Lanh giao Trung tam Phuc vu hanh chinh
cong c6 thong bao tir choi gidi quyét yéu cau dang ky khai sinh.
Buéc 2 | Cong chirc tu phap — - Pang nhép hé thong phan mém Ho tich; 04 gio lam
ho tich - Tham tra ho so: viée




+ Trudng hop hod so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang hd so tdi
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, x4c minh lam rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phap - ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong do
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau nop ho so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tr hoac gul tin nhin qua dién thoai di dong cho ngudi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

+ Néu thiy viéc bd sung thong tin ho tich 13 c6 co sd, phu hop véi
quy dinh cua phap luat dan sy va phap luat c6 lién quan, hé so day du,
hop 18, dung quy dinh, truong hop tiép nhan hd so tryc tiép, thi cong chirc
tu phép - ho tich thyc hién ghi vao S6 dang ky thay doi, cai chinh, bo
sung thong tin ho tich, xac dinh lai dan tdc, cap nhat thong tin bo sung
thong tin ho tich trén Phan mém dang ky, quan 1y ho tich dién tr ding
chung.

Truong hop tiép nhan theo hinh thirc truc tuyén, cong chirc tu phap
- ho tich gui lai biéu mau Trich luc bo sung thong tin ho tich dién tir voi
thong tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh xé4c, day du cia
cac thong tin trén biéu miu Trich luc bé sung thong tin ho tich dién tir
va x4c nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thdng nhat, ddy da hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phéap - ho
tich thyc hién ghi ngi dung vao S6 ding ky thay d6i, cai chinh, bo sung




thong tin ho tich, xac dinh lai dan toc, cap nhat thong tin dang bd sung
thong tin hd tich trén Phan mém dang ky, quan 1y ho tich dién tir dung
chung.

- In Trich luc bd sung thong tin hd tich, trinh Lanh dao Uy ban nhan
dan phuong

Budc 3 |Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 02 gio lam
phuong - Xem xét, ky Trich luc bd sung thong tin h tich (ban gidy va ban viée
dién tr);
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 01 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén Trung tam Ph@fc vu hanh chinh ¢éng va ban dién tir ¢én Hé thong
Thong tin giai quyét TTHC tinh.
Buéc 5 | Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu cau. thoi gian

hanh chinh cong

Tong thoi gian giai quyét

TTHC

08 gior 1am viée (Theo quy dinh TTHC nay giai quyét ngay trong ngay tiép nhan yéu cau, truong hop nhan
hd so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo)

b. Truwong hop thay déi, cdi chinh hé tich, xdc dinh lgi dén téc khéng can xdc minh

Thir tw
cong viéc

Don vi/nguoi thue
hién

Noi dung cong viéc

Thoi gian

thuc hién

(tinh méi
ngay 08 gio)

Dich vu cong
truc tuyén mirc
do




Budce 1

Can b tiép nhan ho so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xéc, ddy d, thong nhat, hop 18 cia hd so.

+ Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa
thanh phan h6 so (d6i véi ho so tlep nhan truc tiép); He thong Thong tin
giai quyét TTHC tinh gui hd so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp ho so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hoac guri tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu 13 loai gidy to, ndi dung can b sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giai quyeét.

02 gio lam
viéc

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhép hé thdng phan mém Ho tich;
- Tham tra ho so:

+ Trudng hop hd so can bo sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so toi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop khong thé tra két qua dung thoi gian da hen thi 1ap
Phiéu xin 156i va hen lai ngay tra két qua, chuyén Trung tam Phuc vu
hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu cau nop hd
so truc tiép), hodc giri Phiéu xin 16i va hen lai ngdy tra két qua qua thu
dién tir hodc giri tin nhin qua dién thoai di dong cho ngudi yéu cau (néu
ngudi yéu cau ndp ho so tryc tuyén).

+ Néu thy viéc thay doi, cai chinh, xac dinh lai dan toc 14 ¢6 co s0,
phu hop véi quy dinh cua phap ludt dan sy va phap luat co6 lién quan,
ho so day du, hop 1¢, dung quy dinh, trudng hop tiép nhan ho so dang ky

14 gio lam
viée

Toan Trinh




thay ddi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan tdc theo
hinh thirc truc tiép, thi cong chuc tu phap - ho tich thyuc hién ghi vao So
dang ky thay d6i, cai chinh, b6 sung thong tin ho tich, xac dinh lai dan
toc, cap nhat thong tin dang ky thay doi, cai chinh, xac dinh lai dan toc
trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky thay doi, cai chinh, xac dinh
lai dan tdc theo hinh thirc truc tuyén, cong chuc tu phap - ho tich gui lai
biéu mau Trich lyc thay ddi, cai chinh, x4c dinh lai dan toc dién tir voi
thong tin day du cho ngudi yéu cau qua thu dién tir hoidc thiét b sd.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, dy du cia
cac thong tin trén biéu mau Trich luc thay d6i, cai chinh, bd sung thong
tin ho tich, xac dinh lai dan tdc dién tir va xac nhan (téi da mdt ngay).

Néu ngudi yéu cau xac nhin thong tin da thdng nhit, ddy du hoic
khoéng c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thuc hién ghi ndi dung vao S6 dang ky thay doi, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan tc, cap nhat thong tin dang thay doi,
cai chinh, xac dinh lai dan toc trén Phin mém dang ky, quan ly ho tich
dién tor dung chung.

- In Trich luc thay ddi/cai chinh/ x4c dinh lai dan toc twong tng,
trinh Lanh dao Uy ban nhan dan phudng

Budc 3 |Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 06 gio lam
phuong - Xem xét, ky Trich luc thay ddi/cai chinh/ x4c dinh lai dan toc (ban vige
gidy va ban dién tw);
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige

dén Trung tdm Phuc vu hanh chinh ¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.




Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tdim Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 24 gid lam vigc
TTHC
c. Triwong hop thay doi, cdi chinh hé tich, xdc dinh lai dan téc cin xdc minh théng tin
Thur tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién truc tuyén mirc
(tinh moi do
ngay 08 gio)
Budc 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh xéc, ddy du, thdng nhét, hop 1é cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu | + Trudng hop hd so déy du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa vige
hanh  chinh  cong | thanh phan ho so (d0i véi ho so tiép nhén tryc tiép); HE thong Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);
+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho ngudi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;
+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.
Budc 2 | Cong chirc tu phap —| - Diang nhap hé théng phan mém Ho tich; 34 gid lam
ho tich Viéc




- Tham tra ho so:

+ Trudong hop ho so can bod sung, hoan thién hoic khong du dicu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so toi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, xdc minh lam rd hoic do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong do
néu rd 1y do cham tra két qua va thoi gian hen tra két qua chuyen Trung
tam Phuc vu hanh chinh céng dé tra cho ngudi yéu cau (néu nguoi yeu
ciu ndp ho so truc tlep), hodc gui Phiéu xin 13i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

+ Néu théy viéc thay ddi, cai chinh, xac dinh lai dan tdc 13 co co so,
phu hop véi quy dinh cua phap ludt dan sy va phap luat co lién quan,
hé so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so dang ky
thay dodi, cai chinh, bd sung thong tin hd tich, xac dinh lai dan tdc theo
hinh thirc truc tiép, thi cong chirc tu phép - ho tich thuc hién ghi vao S6
dang ky thay d6i, cai chinh, b6 sung thong tin ho tich, xac dinh lai dan
toc, cap nhat thong tin dang ky thay ddi, cai chinh, x4c dinh lai dan tdc
trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhin ho so ding ky thay doi, cai chinh, xac dinh
lai dan tdc theo hinh thire truc tuyén, cong chuc tu phap - ho tich gui lai
biéu mau Trich luc thay ddi, cai chinh, xac dinh lai dan toc dién tir v6i
thong tin day du cho nguoi yéu cau qua thu dién tir hoic thiét bi s6.

Ngudi yéu ciu c6 trach nhiém kiém tra tinh chinh xac, ddy du cia
cac thong tin trén biéu mau Trich lyc thay d6i, cai chinh, bd sung thong
tin ho tich, xac dinh lai dan tdc dién tir va xac nhan (téi da mdt ngay).




Néu nguoi yéu cau xac nhan thong tin di thong nhat, day di hodc
khoéng c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thyc hién ghi ndi dung vao S6 dang ky thay ddi, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan tc, cap nhat thong tin dang thay ddi,
cai chinh, xac dinh lai dan téc trén Phin mém dang ky, quan 1y hg tich
dién tor dung chung.

- In Trich luc thay ddi/cai chinh/ xac dinh lai dan toc tuong tUng,
trinh Lanh dao Uy ban nhan dan phuong.

Bugc 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 10 gio lam
phudng - Xem xét, ky Trich luc thay ddi/cai chinh/ x4c dinh lai dan toc (ban vigc
gidy va ban dién tr);
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban giy) viée
dén Trung tam Phuc vu hanh chinh céng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu ciu. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 48 gio lam viéc
TTHC
26. Thii tuc thay déi, cai chinh, b6 sung thong tin hd tich, xac dinh lai din tdc cé yéu té nwéc ngoai
a. Truwong hop bo sung thong tin ho tich
Thur tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién truc tuyén mirc

do




(tinh méi
ngay 08 gio)

Budc 1

Can b tiép nhan ho so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xé4c, ddy d, thong nhat, hop 18 cia hd so.

+ Truong hop hd so day du, hop 1€ thi tiép nhan ho so, thyc hién s6 hoa
thanh phan hé so (d6i v6i ho so t1ep nhén tryc tiép); Hé thong Thong tin
giai quyét TTHC tinh gui hé so dén phan mém H tich; néu tiép nhan hd
so'sau 15 gio thi co Phiéu hen, tra ket qua cho ngudi yéu ciu trong ngay
lam viéc tiép theo (néu nguoi yéu cau ndp ho so truc tlep) hodc guri ngay
Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin hen tra két qua
qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so
truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Truong hop ngudi yéu cau dang ky khai sinh khong bo sung, hoan
thién duoc hd so thi bao cdo Lanh dao T rung tam Phuc vu hanh chinh
cong cb thong bao tir chdi giai quyét yéu cau ding ky khai sinh.

01 gio lam
viée

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhép hé thong phin mém Ho tich;
- Tham tra hd so:

+ Truong hop hd so can bd sung, hoan thi¢én hodac khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang hd so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, x4c minh 1am 16 hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phap - ho tich 14p Phiéu xin 15i va hen lai ngay tra két qua, trong d6
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vu hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau ndp hd so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két

04 gi0 lam
viée

Toan Trinh




qua qua thu dién tir hoac gu’l tin nhin qua dién thoai di dong cho ngudi
yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Néu thay viéc bo sung thong tin ho tich 13 c6 co so, phi hop voi
quy dinh cta phap luat dan sy va phap luat c6 lién quan, hd so day du,
hop 18, dung quy dinh, truong hop tiép nhan hé so tryc tiép, thi cong chirc
tu phap - ho tich thuc hién ghi vao SO dang ky thay d6i, cai chinh, bd
sung thong tin ho tich, xac dinh lai dan tdc, cp nhat thong tin bo sung
thong tin ho tich trén Phan mém ding ky, quan 1y ho tich dién tir ding
chung.

Trudng hop tiép nhan theo hinh thirc truc tuyén, cong chirc tu phap -
ho tich gtri lai biéu mau Trich lyc bo sung thong tin ho tich dién tir véi
thong tin day du cho ngudi yéu cau qua thu dién tir hoic thiét bi sb.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, dy du cia
cac thong tin trén biéu mau Trich luc bd sung thong tin ho tich dién tu
va x4c nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thdng nhat, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thyc hién ghi ndi dung vao S6 dang ky thay ddi, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan tdc, cap nhat thong tin dang bo sung
thong tin ho tich trén Phin mém dang ky, quan 1y ho tich dién tir ding
chung.

- In Trich luc b6 sung thong tin ho tich, trinh Lanh dao ﬁy ban nhan
dan phuong

Budce 3

Lanh dao UBND
phuong

- bang nhap hé théng phﬁn mém Ho tich;

- Xem xét, ky Trich luc bd sung thong tin h tich (ban gidy va ban
dién tr);

- Chuyén két qua dén Vin thu.

02 gio lam
viéc




Buéc 4 | Van thu - Ping nhap hé thong phan mém Ho tich; 01 gio lam
~ - Dong du, ban hanh két qua dién tir, chuyén két qué (ban gi:ély) vige
dén Trung tam Ph:_,fc vu hanh chinh cong va ban dién tir dén HE thong
Thong tin giai quyét TTHC tinh.
Bu6c 5 | Bo phan tra két qud | - Nhan két qud, x4c nhan trén Hé thdng Théong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian

hanh chinh cong

Tong thoi gian gidi quyét

TTHC

08 gio lam viéc (Theo quy dinh TTHC nay giai quyét ngay trong ngay tiép nhan yéu cau, truong hgp nhan
hd so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo)

b. Truwong hop thay déi, cdi chinh hé tich, xdc dinh lgi dén téc khéng can xdc minh

Thur tw Pon vi/nguoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién truc tuyén mirc
(tinh m&i do
ngay 08 gio)
Budc 1 | Can bo tiép nhan hd so | - Kiém tra tinh chinh xac, ddy du, théng nhét, hop 1 cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu viéc

hanh
phuong

chinh  cong

+ Truong hop ho so déy du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa
thanh phan ho so (d6i véi hd so tlep nhan tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui hd so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp ho so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau nop hd so truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;




+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duogc hé so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giadi quyeét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhép hé thong phin mém Ho tich;

- Tham tra ho so:

+ Trudng hop ho so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chéi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop khong thé tra két qua dang thoi gian da hen thi lap
Phiéu xin 131 va hen lai ngay tra két qua, chuyén Trung tdm Phuc vu
hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu cau ndp hd
s truc tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua qua thu
dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi yéu cau (néu
ngudi yéu cau ndp ho so truc tuyén).

+ Néu théy viéc thay ddi, cai chinh, xac dinh lai dan tdc 13 co co so,
phu hop vé1 quy dinh cua phap luat dan su va phdp luat c6 lién quan,
hé so day du, hop 18, dung quy dinh, truong hop tiép nhan ho so dang ky
thay d6i, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc theo
hinh thirc truc tiép, thi cong chirc tu phép - h tich thuc hién ghi vao S6
dang ky thay d6i, cai chinh, b6 sung théng tin ho tich, xac dinh lai dan
tdc, cap nhat thong tin dang ky thay ddi, cai chinh, x4c dinh lai dan tdc
trén Phan mém ding ky, quan 1y ho tich dién tir ding chung.

Truong hop tiép nhin ho so ding ky thay doi, cai chinh, xac dinh
lai dan tdc theo hinh thirc truc tuyén, cong chuc tu phap - ho tich gui lai
biéu mau Trich luc thay ddi, cai chinh, x4c dinh lai dan toc dién ti véi
thong tin day du cho ngudi yéu ciu qua thu dién tir hogc thiét bi sb.

14 gio lam
viéc




Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Trich lyc thay ddi, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan toc dién tir va xac nhan (téi da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hd
tich thuc hién ghi ndi dung vao S6 dang ky thay doi, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan tc, cap nhat thong tin dang thay ddi,
cai chinh, xac dinh lai dan toc trén Phan mém ding ky, quan 1y ho tich
dién tir dung chung.

- In Trich luc thay ddi/cai chinh/ xac dinh lai dan toc tuong ung,
trinh Lanh dao Uy ban nhan dan phudng

Budc 3 LQHP dao UBND - Pang nhap hé thdng phan mém Ho tich; 06 gio lam
phuong - Xem xé&t, ky Trich luc thay ddi/cai chinh/ xac dinh lai dan toc (ban vige
gidy va ban dién tr);
- Chuyén két qua dén Vin thur.
Budc 4 | Van thu - Bang nhép hé thong phin mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) viée
dén T rung tdm Phuc vu hanh chinh cong va ban dién to dén He théng
Thong tin giai quyét TTHC tinh.
Bu6c 5 | BO phan tra ket qua | - Nhan két qua, xéc nhan trén Hg théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu | _ 744 1Kt qua cho ngudi yéu ciu. thoi gian

hanh chinh cong

Tong thoi gian gidi quyét

TTHC

24 gid lam vigc




c. Truwong hop thay doi, cai chinh hd tich, xac dinh lai dn tdc cin xac minh théng tin

Thu tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién trure tuyén mirc
(tinh m&i do
ngay 08 gio)
Budc 1 | Cén b tiép nhan hd so | - Kiém tra tinh chinh xac, day i, théng nhét, hop 1¢ ciia ho so. 02 gio lam Toan Trinh
tai Trung tam Phuc vy | + Truong hop ho so day d, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa vige
hanh  chinh  cOng | thanh phan ho so (d6i véi ho so tiép nhén tryc tiép); He thong Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguol yéu cau (neu ngudi yéu cau ndp ho so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhin hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau nop ho so tryc tuyén);
+ Truong hop hd so chua day du, hop 16 thi thong bao cho nguoi yéu céu}
bo sung, hoe‘}n thjén ho so, néu 10 loai giay to, ndi dung can bo sung dé
nguoi yéu cau bo sung, hoan thi¢n;
+ Truong hop ngudi yéu cau khéng bo sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tu
choi giai quyeét.
Budéc 2 | Cong chuc tu phap — - Bang nhép hé thong phin mém Ho tich; 34 gid lam
ho tich - Tham tra ho so: viée

+ Trudng hop ho so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang hd so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phap - ho tich 14p Phiéu xin 15i va hen lai ngay tra két qua, trong d6
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung




tdm Phuc vu hanh chinh céng dé tra cho ngudi yéu cu (néu ngudi yéu
cau ndp hd so truc tiép), hodc giri Phiéu xin 151 va hen lai ngay tra két
qua qua thu dién tur hoac gul tin nhan qua dién thoai di dong cho ngudi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

+ Néu thay viéc thay ddi, cai chinh, xac dinh lai dan tdc 13 co co s0,
phu hop véi quy dinh cua phéap ludt dan sy va phap luat co lién quan,
hé so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so dang ky
thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc theo
hinh thire truc tiép, thi cong chire tu phép - ho tich thyc hién ghi vao S6
dang ky thay d6i, cai chinh, b6 sung thong tin ho tich, xac dinh lai dan
toc, cap nhat thong tin dang ky thay ddi, cai chinh, x4c dinh lai dan tdc
trén Phan mém ding ky, quan 1y ho tich dién tir ding chung.

Truong hop tiép nhin ho so ding ky thay doi, cai chinh, xac dinh
lai dan tdc theo hinh thirc truc tuyén, cong chtrc tu phap - ho tich guri lai
biéu mau Trich luc thay ddi, cai chinh, x4c dinh lai dan toc dién ti véi
thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc thiét bi sd.

Ngudi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Trich lyc thay ddi, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan toc dién tir va xac nhan (téi da mdt ngay).

Néu ngudi yéu cau xac nhan thong tin da théng nhat, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hd
tich thuc hién ghi ndi dung vao So dang ky thay ddi, cai chinh, bd sung
thong tin hd tich, xac dinh lai dan t0c, cap nhat thong tin dang thay ddi,
cai chinh, xac dinh lai dan toc trén Phan mém ding ky, quan 1y ho tich
dién tir ding chung.

- In Trich luc thay dbi/cai chinh/ xac dinh lai dan toc twong tng,
trinh Lanh dao Uy ban nhan dan phudng




Bugc 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 10 gio lam
phuong - Xem xét, ky Trich luc thay ddi/cai chinh/ xac dinh lai dan toc (ban vigc
giay va ban dién tir);
- Chuyén két qua dén Van thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- DPong diu, ban hanh két qua dién tir, chuyén két qua’} (ban giéy) viée
dén Trung tam Ph@fc vu hanh chinh céng va ban dién tir dén H¢ thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu cau. thoi gian

hanh chinh cong

Tong thoi gian giai quyét

TTHC

48 gio lam viéc

27. Thii tuc ghi vao S6 hd tich viéc két hon ciia cong din Viét Nam da dwoc giai quyét tai co' quan c6 thAm quyén ciia nwéc ngoai
a, Trwdorng hop khéng cén xdc minh

Thir tw
cong viéc

Don vi/nguwoi thue
hién

Noi dung cong viéc

Thoi gian
thuc hién

Dich vu cong
truc tuyén mire

(tinh mdi do
ngay 08 gio)
Buéc 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio lam Toan Trinh
tai Trung tdm Phuc vu | + Truong hop ho so day du, hop 18 thi tiép nhan ho so, thuce hién s6 hoa vige

hanh
phuong

chinh  cong

thanh phan ho so (d6i voi ho so t1ep nhén tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp ho so truc tlep) hodc
giri ngay Phiéu hen, tra két qua qua thu dién ttr hodc giri tin nhan hen




tra két qua qua dién thoai di dong cho ngudi yéu cau (néu nguoi yéu
cau ndp ho so truc tuyén);

+ Truong hop ho so chua day du, hop 18 thi théng bao cho ngudi yéu cau
bo sung, hoan thién ho so, néu 10 loai gidy to, ndi dung can bo sung dé
nguoi yéu cau bo sung, hoan thi¢n;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chdi giai quyét.

Budc 2

Coéng chtc tu phap —
ho tich

- Pang nhap hé thdng phan mém Ho tich;

- Tham tra ho so:

+ Trudng hop hd so cin bd sung, hoan thién hodc khéng du diéu
kién giai quyét, phai tir chéi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop khong thé tra két qua dung thoi gian da hen thi cong
chire tu phép - ho tich 1ap Phiéu xin 161 va hen lai ngay tra két qua, trong
d6 néu 15 1y do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tdm Phuc vy hanh chinh c¢éng dé tra cho ngudi yéu cau (néu
nguoi yéu cau ndp hd so truc tiép), hodc giri Phiéu xin 16i va hen lai
ngay tra két qua qua thu dién tr hodc guri tin nhin qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Néu thay yéu cau ghi cha két hon du diéu kién, khong thudc
truong hop tir chéi ghi vao so6 viéc két hon theo quy dinh, trudng hop
tiép nhan ho so ghi cht két hon theo hinh thirc tryc tiép, thi cong chirc tur
phép - ho tich thuc hién ghi vao S6 dang ky két hon, cap nhat thong tin ghi
chi két hon trén Phan mém dang ky, quan 1y ho tich dién tir ding chung.

28 gio lam
viée




Trudng hop tiép nhan ho so ghi cha két hon theo hinh thirc trie tuyén,
cong chirc tu phép - ho tich g lai biéu miu Trich luc ghi chu két hon
dién tir v6i thong tin day du cho nguoi yéu cau qua thu dién tir hodc thiét bi
s.

Nguoi yéu cau o trach nhiém kiém tra tinh chinh xac, day du cia
cac thong tin trén biéu mau Trich luc ghi cha két hon dién tir va xéac
nhén (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thdng nhit, diy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tuw phéap - ho
tich thyc hién ghi ndi dung vao S6 ding ky két hon, cap nhat thong tin ghi
cha két hon trén Phan mém dang ky, quan 1y ho tich dién tir ding chung.

- In Trich lyc ghi cht két hon, trinh Lanh dao Uy ban nhan dén phuong

Budc 3 Lﬁn{a dao UBND _ Déng nhép hé thf)ng phﬁn mém Ho tich; 08 glf)' lam
phuong 1 C 11 A 1A ST S TP vige
- Xem x¢&t, ky Trich luc ghi chu két hon (ban gidy va ban dién tur);
- Chuyén két qua dén Van thu.
Budc 4 | Van thu - Ping nhap hé thdng phan mém Ho tich; 02 gi.(;’ lam
- Dong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) viee
dén Trung tdm Phuc vu hanh chinh c¢éng va ban dién tir dén Hé théng
Thong tin giai quyét TTHC tinh.
Budc 5 | Bo phan tra két qua | _ Nhan két qua, x4dc nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuyc wvu thoi gian

hanh chinh cong

- Tra két qua cho nguoi yéu cau.

Tong thoi gian gidi quyét

TTHC

40 gio lam vigc




b, Trwérng ho'p cén xdc minh

Thir tw Pon vi/nguwdi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuwe hién truc tuyén mirc
(tinh mbi ds
ngay 08 gio)
Bude 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh xéc, ddy du, thdng nhét, hop 18 cta hd so. 02 gio lam Toan Trinh

tai Trung tam Phuc vu | + Truong hop hd so déy du, hop 1 thi tiép nhan ho so, thyc hién s6 hoa viée

hanh  chinh  cong | thanh phan ho so (d0i véi ho so tiép nhén tryc tiép); HE thong Thong tin

phuong giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen
tra két qua qua di¢n thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);
+ Truong hop hé so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
nguoi yéu cau bd sung, hoan thién;
+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giai quyeét.

Budc 2 | Cong chuc tu phap — - Pang nhép hé thong phin mém Ho tich; 48 gio lam
ho tich - Tham tra hd so: vige

+ Trudng hop hd so can bd sung, hoan thi¢n hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, xdc minh lam rd hodc do nguyén
nhan khac ma khong thé tra két qua dang thoi gian di hen thi cong chuc




tur phap - ho tich 1ap Phiéu xin 131 va hen lai ngdy tra két qua, trong d6
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau nop ho so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

+ Néu thiy yéu cau ghi cha két hon du diéu kién, khong thude

truong hop tir chdi ghi vao so viée két hon theo quy dinh, truong hop
tiép nhan ho so ghi chii két hon theo hinh thirc tryc tiép, thi cong chirc tu
phap - ho tich thuc hién ghi vao S6 ding ky két hon, cap nhat thong tin ghi
cha két hon trén Phan mém ding k¥, quan Iy ho tich dién tir dung chung.
Truong hop tiép nhan hd so ghi chia két hon theo hinh thire tryc tuyén,
cong chuc tu phap - ho tich gui lai biéu mau Trich luc ghi cha két hon
dién tir v6i thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi
5.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cta
cac thong tin trén biéu mau Trich luc ghi cha két hon dién tir va xéac
nhan (t6i da mot ngay).

Néu nguoi yéu cau xac nhan thong tin di thong nhat, day di hodc
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tuw phéap - ho
tich thyc hién ghi ndi dung vao S6 ding ky két hon, cap nhat thong tin ghi
cht két hon trén Phan mém ding ky, quan 1y ho tich dién tir ding chung.
- In Trich luc ghi cha két hon, trinh Lanh dao Uy ban nhan dan phuong

Budc 3

Lanh dao UBND
phuong

- Bang nhap hé théng phﬁn mém Ho tich;
- Xem xét, ky Trich luc ghi chia két hon (ban gidy va ban dién tir);
- Chuyén két qua dén Vin thu,

12 gio lam
viée




hanh chinh cong

Buéc 4 | Van thu - Ping nhap hé thong phan mém Ho tich; 02 gio lam
~ - Dong du, ban hanh két qua dién tir, chuyén két qué (ban gi:ély) vige
dén Trung tam Ph:_,fc vu hanh chinh cong va ban dién tir dén HE thong
Thong tin giai quyét TTHC tinh.
Bu6c 5 | Bo phan tra két qud | - Nhan két qud, x4c nhan trén Hé thdng Théong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian

Tong thoi gian gidi quyét

TTHC

64 gio lam vigc

28. Thii tuc ghi vao S6 hd tich viéc ly hon, hity viée két hon ciia cong din Viét Nam da dwoc giai quyét tai co quan c6 thim quyén ciia

nwéc ngoai

a, Trworng hop khéng cén xdc minh

hanh
phuong

chinh  cong

+ Truong hop hd so déy du, hop 1€ thi tiép nhan hd so, thyc hién sé hoa
thanh phan hd so (d6i voi ho so tlep nhan tryc tiép); Hé thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mem Ho tich; c6 Phiéu hen, tra
két qua cho nguoi yéu cau (neu ngudi yéu cau ndp hd so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hoac guri tin nhin hen
tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu
cau ndp hd so truc tuyén);

Thur tw DPon vi/nguoi thuc Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trire tuyén mikc
(tinh mdi do
ngay 08 gio)
Buéc 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu viéc




+ Truong hop ho so chwa day du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.

Budc 2

Cong chuc tu phap —
ho tich

- Ping nhap hé thdng phan mém Ho tich;

- Tham tra ho so:

+ Trudng hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Trudng hop khong thé tra két qua diing thoi gian da hen thi cong
chtre tu phap - ho tich 1ap Phiéu xin 131 va hen lai ngdy tra két qua, trong
d6 néu 1 1y do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tdm Phuc vy hanh chinh c¢éng dé tra cho ngudi yéu cau (néu
ngudi yéu cau ndp hd so truc tiép), hodc gui Phiéu xin 15i va hen lai
ngay tra két qua qua thu dién tr hodc giri tin nhin qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Néu thay yéu cau ghi chii Iy hon 1a phit hop quy dinh phép luat, viéc
ly hon, hity viéc két hon khong thudce truong hop co don yéu cau thi hanh
tai Viét Nam hoac c6 don yéu cau khong cong nhan tai Viét Nam dugc
dang tai trén Cong thong tin dién tir cia Bo Tu phap, truong hop tiép nhan
ho so ghi chi ly hon theo hinh thire tryc tiép, thi cong chirc tu phap - ho
tich thuc hién ghi vao SO ghi chu ly hon, cap nhat thong tin ghi chu ly
hon trén Phan mém dang ky, quan Iy ho tich dién tir ding chung.

28 gi0 lam
viée




Trudng hop tiép nhan hd so ghi chi ly hon theo hinh thirc truc tuyén,
cong chire tu phap - ho tich giri lai biéu mau Trich luc ghi chua ly hon dién
tir v6i thong tin dy dii cho ngudi yéu ciu qua thu dién tir hodc thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, ddy du cua
cac thong tin trén biéu mau Trich luc ghi chu ly hon dién tir va xac nhén
(t61 da mot ngay).

Néu ngudi yéu cau xac nhan thong tin di théng nhat, diy du hoic
khong c6 phan hoi sau thoi han mot ngdy thi cong chirc tu phép - ho
tich thuc hién ghi ndi dung vao S6 ghi chu ly hon, cap nhat thong tin ghi
chu ly hon trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.
- In Trich luc ghi cha ly hén, trinh Lanh dao Uy ban nhan dan phudng

Buoc 3 Lﬁn{a dao UBND _ Déng nhép hé thf)ng phﬁn mém HO thh, 08 glf)' lam
phuong o P SR vige
- Xem x&t, ky Trich luc ghi cha ly hon (ban gidy va ban di¢n ti);
- Chuyén két qua dén Van thu.
Budc4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gi'c‘v lam
- Dong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) viee
dén Trung tdm Phuc vu hanh chinh c¢éng va ban dién tir dén Hé théng
Thong tin giai quyét TTHC tinh.
Budc 5 | Bo phan tra két qua | _ Nhan két qua, x4dc nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuyc wvu thoi gian

hanh chinh cong

- Tra két qua cho nguoi yéu cau.

Tong thoi gian gidi quyét

TTHC

40 gio lam vigc




b, Trudng hep cin xdc minh

Thu tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién truc tuyén mirc
(tinh m&i do
ngay 08 gio)
Budc 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh xac, ddy du, thdng nhét, hop 1¢ cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu | + Truong hop ho so day du, hop 16 thi tiép nhan ho so, thyc hién s6 hoa viée
hanh  chinh  cOng | thanh phan h6 so (dbi véi hd so tlep nhan tryc tiép); He thong Thong tin
phuong giai quyét TTHC tinh gui hd so dén phan mem HO tich; c6 Phiéu hen, tra

két qua cho nguoi yéu cau (neu ngudi yéu cau ndp ho so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hoac guri tin nhén hen
tra két qua qua dién thoai di dong cho nguoi yéu cau (néu nguoi yéu
cau ndp hd so truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu 13 loai gidy to, ndi dung can b sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tu
chéi giai quyét.

Budc 2 | Cong chuc tu phap — - Bang nhép hé thong phan mém Ho tich; 48 gio lam
ho tich - Tham tra hd so: viee

+ Truong hop ho so can bd sung, hoan thi¢n hodc khong du diéu
kién giadi quyet, phai tir choi thi gui thong bao vé tinh trang hd so téi
Trung tdm Phuc vu hanh chinh cong dé€ thong bao cho ngudi ndp ho so.

+ Truong hop can phai kiém tra, x4c minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc




tur phap - ho tich 1ap Phiéu xin 131 va hen lai ngdy tra két qua, trong d6
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau nop ho so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

+ Néu thay yéu cau ghi cht Iy hon 1a pht hop quy dinh phép ludt, viéc
ly hén, hiy viée két hon khong thude truong hop cé don yéu cau thi hanh
tai Viét Nam hoac c¢6 don yéu cau khong cong nhan tai Viét Nam dugc
dang tai trén Cong thong tin dién tir ctia B Tu phap, truong hop tiép nhan
hé so ghi chu ly hon theo hinh thirc truc tiép, thi cong chic tu phap - ho
tich thuc hién ghi vao SO ghi chu ly hén, cap nhat thong tin ghi cha ly
hén trén Phan mém dang ky, quan Iy ho tich dién tir ding chung.

Truong hop tiép nhin hd so ghi cha ly hon theo hinh thire truc tuyén,
cong chire tu phap - ho tich giri lai biéu mau Trich luc ghi cha ly hon dién
tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Trich lyc ghi cha ly héon dién tir va xac nhan
(to61 da mot ngay).

Néu ngudi yéu cau xac nhin thong tin da thdng nhit, diy du hoic
khong c6 phan hoi sau thdi han mot ngay thi cong chirc tu phap - ho
tich thuc hién ghi ndi dung vao S6 ghi chu ly hon, cap nhat thong tin ghi
chu ly hon trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.
- In Trich luc ghi cha ly hon, trinh Lanh dao Uy ban nhan dan phuong




Bugc 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 12 gio lam
phuong - Xem xét, ky Trich luc ghi cha ly hon (ban gidy va ban dién tir); viée
- Chuyén két qua dén Van thu.
Buéc 4 | Van thu - Pang nhap hé thong phan mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén Trung tdm Phuc vu hanh chinh céng va ban dién tir ¢én Hé thong
Thong tin giai quyét TTHC tinh.

Bu6c 5 | Bo phan tra két qud | - Nhan két qud, x4c nhan trén Hé thdng Thong tin giai quyét TTHC; Khong tinh
Trung tdam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong

Tong thoi gian gidi quyét 64 gio lam vigc
TTHC

29. Thii tuc ghi vao So hd tich viéc hd tich khac ciia cong dan Viét Nam da dwoc giai quyét tai co quan c6 tham quyén ciia nwéc
ngoai (khai sinh; giAm hd; nhin cha, me, con; xac dinh cha, me, con; nudi con nudi; khai tir; thay doi ho tich)

a, Trworng hop khéng cén xdc minh

Thur tw
cong viéc

Don vi/nguwoi thuce
hién

Noi dung cong viéc

Thoi gian

thuc hién

(tinh méi
ngay 08 gio)

Dich vu cong
tryc tuyén mire
do




Budce 1

Canbo tiép nhén hd so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xac, ddy du, thdng nhét, hop 1 ctia ho so.

+ Trudng hop ho so day du, hop 18 thi tiép nhan hd so, thuc hién s6 hoa
thanh phén h6 so (d6i véi ho so tiép nhén tryc tiép); He théng Thong tin
giai quyét TTHC tinh gui hd so dén phan mém H& tich; néu tiép nhan hd
50 sau 15 gio thi co Phiéu hen, tra ket qua cho nguoi yéu cdu trong ngay
1am viéc tiép theo (néu ngudi yéu cau ndp hd so truc tiép) hodc giri ngay

02 gio lam
viéc

Toan Trinh




Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra két qua
qua dién thoai di dong cho nguoi yéu cau (néu ngudi yéu cau ndp hd so
truc tuyén);

+ Truong hop hé so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién dugc ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

Budc 2

Cong chuc tu phap —
ho tich

- Bang nhap h¢ théng phﬁn mém Ho tich;
- Tham tra hd so:

+ Truong hop ho so can bd sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, xac minh lam rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian d3 hen thi cong chire
tu phap - ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau nop hd so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
quéa qua thu dién tir hodc gui tin nhan qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

+ Néu thay yéu cau ghi vao S6 ho tich viéc ho tich khac du diéu
kién, phtt hop quy dinh phap luat, truong hop tiép nhan ho so ghi vao S6
ho tich cac viéc ho tich khac theo hinh thirc truc tiép, thi cong chuc tu
phap - ho tich thuc hién ghi ndi1 dung ghi chu vao S6 ho tich, cap nhat

28 gio lam
viéc




thong tin ghi vao S6 ho tich cac viée ho tich khac trén Phan mém dang
ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhén hd so ghi vao S6 ho tich cac viéc ho tich khac
theo hinh thirc truc tuyén, cong chirc tu phap - ho tich gt lai biéu mau
Trich luc ghi vao S6 ho tich viéc khai sinh/Trich luc ghi vao S6 ho tich
cac viéc ho tich khac dién tir cho nguoi yéu cau qua thu di¢n tir hodc thiét
bi sb.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéc, dy du cia
cac thong tin trén biéu miu Trich luc ghi vao s6 ho tich viéc khai
sinh/Trich lyc ghi vao s6 ho tich cac viée ho tich khac dién tir va xac
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, diy du hodc
khéng c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hd
tich thyuc hién ghi nd1 dung ghi chti vao S6 hé tich, cap nhat thong tin ghi
vao S6 ho tich céc viéc ho tich khac trén Phan mém dang ky, quan 1y ho
tich dién tir dung chung.

- In Trich luc ghi vao S6 ho tich viéc khai sinh/Trich luc ghi vao Sb
ho tich cac viéc ho tich khéc, trinh Lanh dao Uy ban nhan dan phudng.

Bu6c 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 08 gio lam
phuong - Xem xét, ky Trich luc ghi vao S6 ho tich \{iéc khai sinh/Trich luc vige
ghi vao So6 ho tich céc viéc ho tich khac (ban giay va ban dién tu);
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phan mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban giy) viée

dén Trung tam Phuc vu hanh chinh ¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.




Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tdim Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 40 gio lam vigc
TTHC
b, Trworng ho'p cén xdc minh
Thur tw Don vi/nguwoi thue NOi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién trure tuyén mirc
(tinh m&i do
ngay 08 gio)
Bu6c 1 | Can b tiép nhan hd so | - Kiém tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio lam Toan Trinh
tai Trung tam Phuc vu | + Truong hop ho so day du, hop 16 thi tiép nhan ho so, thyc hién s6 hoa vige
hanh  chinh  cong | thanh phan hé so (d6i v6i ho so tlep nhan tryuc tiép); Hé théng Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mem HO tich; c6 Phiéu hen, tra
két qua cho nguo1 yéu cau (neu ngudi yéu cau ndp hod so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhin hen
tra két qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu
cau ndp hd so truc tuyén);
+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;
+ Trudng hop ngudi yéu cau khéng b sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.
Buéc 2 | Cong chic tu phap — - Ping nhap hé thdng phan mém Ho tich; 48 gio lam
ho tich viéc




- Tham tra hd so:

+ Truong hop hd so can bd sung, hoan thién hodac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé thong bao cho ngudi ndp ho so.

+ Trudng hop can phai kiém tra, x4c minh 1am rd hoic do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phap - ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong do
néu rd 1y do cham tra két qua va thoi gian hen tra két qua chuyen Trung
tam Phuc vu hanh chinh céng dé tra cho ngudi yéu cau (néu nguoi yeu
cau ndp ho so tryc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tr hoac gul tin nhin qua dién thoai di dong cho ngudi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

+ Néu thiy yéu cau ghi chi két hon du diéu kién, khong thudc
truong hop tir chdi ghi vao sd viée két hon theo quy dinh, truong hop
tiép nhan ho so ghi chu két hon theo hinh thirc truc tiép, thi cong chire tu
phép - ho tich thuc hién ghi vao S6 dang ky két hon, cap nhat thong tin ghi
cht két hon trén Phan mém dang ky, quan 1y ho tich dién tir ding chung.

Trudng hop tiép nhan ho so ghi cha két hon theo hinh thirc truc tuyén,
cong chirc tu phap - ho tich guri lai biéu mau Trich luc ghi cha két hon
dién tir v6i thong tin day du cho nguoi yéu cau qua thu dién tir hodc thiét bi
5.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Trich luc ghi chu két hon dién tir va xac
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin di théng nhat, day da hodc
khong c¢6 phan hoi sau thoi han mot ngay thi cong chuc tu phap - hod




tich thyc hién ghi ndi dung vao S6 ding ky két hon, cap nhat thong tin ghi
cht két hon trén Phan mém dang ky, quan 1y ho tich dién tir ding chung.
- In Trich luc ghi cha két hon, trinh Lanh dao Uy ban nhan dan phuong

Buéc 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 12 gio lam
phuong - Xem x¢ét, ky Trich luc dang ky giam ho (ban gidy va ban dién tir); viée
- Chuyén két qua dén Vin thur.
Budc 4 | Van thu - Pang nhap hé thdng phan mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén T rung tdm Phuc vu hanh chinh céng va ban dién to dén He théng
Thong tin giai quyét TTHC tinh.
Buéc 5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé théng Théng tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Téng thoi gian giai quyét 64 gio lam viéc
TTHC
30. Thu tuc dang ky khai sinh luu dong
Thur tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién trwe tuyén mic
(tinh m&i do
ngay 08 gio)
Buée 1 | Cong chire tu phap - ho - Tai dia diém dang ky khai sinh luu dong, hudng din nguoi yéu cau | 20 gio 1am Cung cap thong
tich phuong dién day du thong tin trong To khai dang ky khai sinh; ki€m tra cac giady | viéc tin tryc tuyén

to lam co s cho viéc dang ky khai sinh; viét Phi€u ti€ép nhan ho so;




- Thyc hién ghi vao S6 dang ky khai sinh, cap nhat thong tin dang ky
khai sinh trén Phan mém dang ky, quan 1y ho tich dién tir diing chung va
chuyén thong tin &&n CSDLQGVDC & lay S6 dinh danh ca nhan. Sau khi
CSDLQGVDC tra vé Sé dinh danh c4 nhén, cng chtrc tu phap - ho tich
in Gidy khai sinh, trinh Lanh dao Uy ban nhan dan phudng;

Bugc2 |Lanh dao UBND - Xem xét, ky Gidy khai sinh (ban gidy va ban dién ti); 06 gio lam
phuong - Chuyén két qua dén Vin thu. vige
Bude 3 | Van thu Pong dau két qua, chuyén két qua dén Cong chire tu phép - ho tich 02 gi.(‘z’ lam
phuong VIEC
Budc 4 | Congchtic tirphap -ho | - Pem theo Gidy khai sinh va S6 dang ky khai sinh dé tra két qua cho | 12 gid lam
tich phuong nguoi yéu cau tai dia diém dang ky luu dong; hudng din nguoi yéu cau viée
kiém tra ndi dung Gidy khai sinh va S6 dang ky khai sinh.
Tong thoi gian gidi quyét 40 gio lam vigc
TTHC
31. Thii tuc déing ky két hon luu dong
Thr tw Pon vi/nguoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién truc tuyén mirc
(tinh m&i do
ngay 08 gio)
Budc 1 | Cong chirc tu phap - ho - Tai dja diém dang ky két hon luu dong, kiém tra, xac minh vé diéu | 20 gio 1am Cung cap thong
tich phuong kién ket hon cua cac bén; hudng dan nguoi dan dién day du thong tin trong | viée tin tryc tuyén

To khai dang ky két hon. Neu hé so day du, hop 1¢, Cong chure tu phap -
ho tich tiép nhan ho so viét Phiéu tiép nhan ho so;

- Sau khi tiép nhan ho so, Cong chirc tu phap - ho tich bao cio Lanh
dao Uy ban nhan dan phuong.

- In Gidy chtng nhan két hon, trinh lanh dao UBND phuong.




Bugc 2 |Lanh dao UBND - Xem xét, ky Gidy chtrng nhan két hon; 06 gio lam
phuong - Chuyén két qua dén Vin thu. viée
Budc 3 | Van thu Pong dau két qua, chuyén két qua dén Cong chire tu phép - ho tich 02 gi.(;’ lam
phuong A
Bu6c 4 | Cong chirc tu phap -ho | - Ghi ndi dung diang ky vao SO ding ky két hon, hudng dan cac bén | 12 gio lam
tich phuong kiém tra ndi dung Gidy chtng nhan két hon va S6 ding ky két héon, viée
cung cac bén nam, nit ky vao S6 ding ky két hon, Gidy chirmg nhan két
hén theo quy dinh; tién hanh trao Gidy chimg nhan két hon cho cac bén
tai dia diém dang ky luu dong.
Tong thoi gian gidi quyét 40 gid 1am viée
TTHC
32. Thu tuc dang ky khai tir lwu dong
Thuwr tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thue hién trure tuyén mirc
(tinh m&i do
ngay 08 gio)
Budc 1 | Cong churce tu phap - ho - Tai dia diém dang ky khai tir luu dong, huéng dan nguoi yéu cau | 20 gio lam Cung cap théng
tich phuong dién day du thong tin trong To khai dang ky khai tir, kiém tra cac gidy to | viéc tin truc tuyén
1am co s cho viée ding ky khai tir; viét Phiéu tiép nhan hd so.
- Sau khi tiép nhén hd so, bao céo Lanh dao UBND phuong;
- In Trich luc khai tir, trinh 1anh dao UBND phuong.
Buodc 2 |Lanh dao UBND - Xem xét, ky Trich luc khai tir; 06 gio lam
phuong - Chuyén két qua dén Vin thu. viée




Budc 3 | Van thu Déng dau, sb hoa két qua, chuyén két qua dén Céng chirc tu phép - ho | 02 g%ﬁf lam
tich phuong (chuyén ban gidy va ban dién tir trén Hé théng Thong tin vige
giai quyét TTHC tinh).
Budc 4 | Cong chirc tu phap - h | - Nhan két qua, x4dc nhéan trén H¢ théng Thong tin gidi quyét TTHC; 12 gio lam
tich phuong - Ghi noi dung ding ky vao So ding ky két hon, huéng dan cic bén vige
kiém tra ndi dung Gidy chtng nhan két hon va S6 ding ky két hon,
clng cac bén nam, nit ky vao S6 ding ky két hon, Gidy chirmg nhan két
hén theo quy dinh; tién hanh trao Gidy chimg nhan két hon cho cac bén
tai dia diém dang ky luu dong.
Tong thoi gian gidi quyét 40 gid 1am viée
TTHC
33. Thii tuc diing Ky khai sinh c6é yéu t6 nuwéc ngoai tai khu vure bién giéi.
Thur tw Don vi/nguoi thuce Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trire tuyén mic
(tinh mdi do
ngay 08 gio)
Buéc 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 01 gio lam Toan trinh
tai Trung tam Phuc vu | + Truong hop ho so day du, hop 1€ thi tiép nhan ho so, thyc hién s6 hoa vige

hanh
phuong

chinh  cong

thanh phan hd so (d6i voi ho so tlep nhén truc tiép); He thong Thong tin
giai quyét TTHC tinh gui ho so dén phan mém Ho tich; néu tiép nhan hd
so'sau 15 gio thi co Phiéu hen, tra ket qua cho ngudi yéu cdu trong ngay
1am viéc tiép theo (néu nguoi yéu cau ndp ho so truc tlep) hodc gui ngay
Phiéu hen, tra két qua qua thu dién tir hogc gui tin nhan hen tra két qua
qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so
truc tuyén);




+ Truong hop ho so chwa day du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.

Budc 2

Cong chuc tu phap —
ho tich

- Ping nhap hé thong phan mém Ho tich.
- Tham tra ho so:

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang ho so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, xac minh lam rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc
tu phap - ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong do
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau nop ho so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau ndp ho so tryc tuyén).

+Néu thay ho so day di, hop 18, diing quy dinh, truong hop tiép nhan
hd so dang ky khai sinh theo hinh thire tryc tiép, thi cong chirc tu phap -
ho tich thyc hién ghi vao S6 dang ky khai sinh, cap nhat thong tin dang ky
khai sinh trén Phan mém dang ky, quan 1y ho tich dién tr ding chung.
Truong hop cha, me lya chon quéc tich Viét Nam cho con thi chuyén
thong tin dén CSDLQGVDC dé lay Sé dinh danh ca nhan.

04 gi0 lam
viée




Truong hop tiép nhan hod so dang ky khai sinh theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich giri lai biéu miu Gidy khai sinh dién
tir v6i thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc thiét bi sd.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Gidy khai sinh dién tr va xac nhan (toi da
mot ngay).

Néu nguoi yéu cau xac nhan thong tin di théng nhat, day da hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phap - hd
tich thuc hién ghi ndi dung vao S6 dang ky khai sinh, cap nhat thong tin
dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tr dung
chung. Truong hop cha, me Iya chon quéc tich Viét Nam cho con thi
chuyén thong tin d&én CSDLQGVDC dé 1y S6 dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé Sb dinh danh cé4 nhén, cong chuc tu
phap - ho tich in Gidy khai sinh, trinh Lanh dao Uy ban nhan dan phuong

Buéc 3 |Lanh dao UBND - Pang nhap hé thong phan mém Ho tich; 02 gio lam
phuong - Xem xét, ky Gidy khai sinh (ban gidy va ban dién tir); viée
- Chuyén két qua dén Van thu.
Budc 4 | Van thu - Pang nhap hé thong phan mém Ho tich; 01gid l1am
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige

dén T rung tdm Phuc vu hanh chinh cong va ban dién to dén He théng
Thong tin giai quyét TTHC tinh.

Budc 5 | BO phan tra két qua | - Nhan két qua, xac nhén trén Hé théng Thong tin gidi quyét TTHC; Khong tinh
Trung tam Phuc vu| - Tra két qua cho ngudi yéu cau. thoi gian
hanh chinh céng
Tong thoi gian giai quyét 08 gior 1am viéc (Theo quy dinh TTHC nay giai quyét ngay trong ngay tiép nhan yéu cau, truong hop nhan

TTHC hd so sau 15 gior ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo)




34. Thii tuc ding ky két hon c6 yéu t6 nre ngoai tai khu vure bién giéi
a. Truwong hop khong cdn xdac minh

Thir tw Pon vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thwe hién triee tuyén mic
(tinh mbi do
ngay 08 gio)
Bude I | Can b tiép nhan hd so | - Kiém tra tinh chinh x4c, ddy d, thdng nhat, hop 1é cua hd so. 02 gio lam Mot phan
tai Trung tam Phuc vy | + Truong hop hd so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa viée
hanh  chinh  cong | thanh phan ho so (d0i v6i ho so tiép nhén tryc tiép); HE thong Thong tin
phuong gial quyét TTHC tinh gui ho so dén phan mém H0 tich; ¢6 Phiéu hen, tra
két qua cho nguoi yéu cau trong ngay 1lam viée tiép theo (néu nguoi yéu
cau ndp ho so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu
dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho
ngudi yéu cau (néu ngudi yéu cau ndp ho so truc tuyén);
+ Truong hop hé so chua day du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;
+ Trudng hop ngudi yéu cau khong bo sung, hoan thién dugc ho so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.
Buéc 2 | Cong chirc tu phap — - Pang nhap hé thong phan mém Ho tich; 14 gio lam
ho tich - Tham tra hd so: vige

+ Truong hop hd so can bd sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang ho so toi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop khong thé tra két qua dung thoi gian di hen thi cong
chire tu phép - ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua, trong
d6 néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén




Trung tdm Phuc vy hanh chinh c¢éng dé tra cho ngudi yéu cau (néu
ngudi yéu cau ndp hd so truc tiép), hodc giri Phiéu xin 16i va hen lai
ngay tra két qua qua thu dién tr hodc giri tin nhin qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Néu thy hd so day du, hop 1¢, cic bén co du diéu kién két hon
theo quy dinh ctia Luat Hon nhan va gia dinh, khong thudc truong hop
tir chdi dang ky két hon theo quy dinh, truong hop tiép nhan ho so ding
ky két hon theo hinh thire truc tiép, thi cong chire tu phéap - ho tich thue
hién ghi vao S6 ding ky két hon, cap nhat thong tin dang ky két hon trén
Phan mém dang ky, quan Iy ho tich dién tr dung chung.

Trudng hop tiép nhan hd so ding ky két hon theo hinh thirc tric tuyén,
cong chirc tu phap - ho tich gui lai biéu mau Gidy ching nhan két hon
dién ttr v6i thong tin day di cho ngudi yéu cau qua thu dién tir hodc thiét
bi 0.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xéac, dy du cia
cac thong tin trén biéu miu Gidy chimg nhan két hon dién tir va xéc
nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin da thong nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phéap - ho
tich thuc hién ghi ndi dung vao S6 dang ky két hon, cap nhat thong tin
dang ky két hon trén Phin mém dang ky, quan 1y ho tich dién tir ding
chung.

- In Gidy chimg nhan két hon, trinh Lanh dao Uy ban nhan dan phuong

Budc 3

Lanh dao UBND
phuong

- Bang nhap hé thé)ng phén mém Ho tich;
- Xem xét, ky Gidy chirng nhan két hon (ban gidy va ban dién tir);
- Chuyén két qua dén Vin thu.

06 gio lam
viée




Buéc 4 | Van thu - Ping nhap hé thong phan mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén Trung tdm Phuc vu hanh chinh céng va ban dién tir ¢én Hé thong
Thong tin giai quyét TTHC tinh.
Bu6c 5 | Bo phan tra két qud | - Nhan két qud, x4c nhan trén Hé thdng Théong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu cAu. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 24 gid 1am viéc
TTHC
b. Trwong hop cin xdc minh
Thur tw DPon vi/nguwoi thue N¢i dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trire tuyén mikc
(tinh mdi do
ngay 08 gio)
Buéc 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& ca hd so. 02 gio lam Mot phan
tai Trung tdm Phuc vu viéce

hanh
phuong

chinh  cong

+ Truong hop hd so déy du, hop 1€ thi tiép nhan hd so, thyc hién sé hoa
thanh phan hd so (d6i voi hd so tlep nhén tryc tiép); Hé thong Thoéng tin
gial quyét TTHC tinh gui ho so dén phan mém H0 tich; 6 Phiéu hen, tra
ket qua cho ngudi yéu cau trong ngay lam viée tiép theo (neu nguoi yéu
cau nop hd so truc tlep) hodc guri ngay Phiéu hen, tra két qua qua thu
dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho
ngudi yéu cau (néu ngudi yéu cau ndp ho so truc tuyén);

+ Truong hop hé so chua day du, hop 18 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;




+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duogc hé so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giadi quyeét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng phﬁn mém Ho tich;

- Tham tra hd so:

+ Trudng hop hd so can bd sung, hoan thién hodc khong du diéu
kién gidi quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dang thoi gian da hen thi cong chic
tu phap - ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua, trong d6
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau ndp ho so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

+ Néu thiy hd so day du, hop 1¢, cic bén co du diéu kién két hon
theo quy dinh ctia Luat Hon nhan va gia dinh, khong thude trudong hop
tir chbi ding ky két hon theo quy dinh, trudng hop tiép nhan ho so dang
ky két hon theo hinh thuc truc tiép, thi cong chirc tu phap - ho tich thuc
hién ghi vao S6 diang ky két hon, cap nhat thong tin ding ky két hon trén
Phan mém dang ky, quan 1y ho tich dién tir dung chung.

Trudng hop tiép nhan hd so ding ky két hon theo hinh thirc tric tuyén,
cong chuc tu phap - ho tich guri lai biéu mau Gidy ching nhan két hon

52 gio lam
viéc




dién ttr v6i thong tin day di cho ngudi yéu cau qua thu dién tir hodc thiét
bi 0.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xéac, ddy du cia
cac thong tin trén biéu mau Gidy ching nhan két hon dién tir va xéac
nhén (t6i da mot ngay).

Néu nguoi yéu cau xac nhan thong tin di thong nhat, day di hodc
khong c6 phan hoi sau thoi han mét ngdy thi thyc hién ghi noi dung vao
S6 dang ky két hon, cap nhat thong tin dang ky két hon trén Phan mém
dang ky, quan 1y ho tich dién tr dung chung.

- In Gidy ching nhan két hon, trinh Lanh dao Uy ban nhan dan phuong

Budce 3 Lﬁn? dao UBND - Dang nhap hé thong phin mém Ho tich; 08 gi.(‘)’ lam
phuong y . . . viée
- Xem x¢t, ky Gidy chung nhan két hon (ban gidy va ban dién tu);
- Chuyén két qua dén Van thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gi.(‘? lam
. . .z . viéc
- bong dau, ban hanh két qua di¢én tr, chuyén két qua (ban gidy) ’
dén T rung tam Phuc vu hanh chinh cong va ban dién tir dén He théng
Thong tin giai quyét TTHC tinh.
Bu6e5 | BO phan tra két qua | _ Nhén két qua, xac nhan trén Hé théng Thong tin giai quyét TTHC; Kh()r'lg .tinh
Trung tdm Phuc vu thot gian

hanh chinh céng

- Tra két qua cho nguoi yéu cau.

Tong thoi gian giai quyét

TTHC

64 gio lam vi¢e




35. Thii tuc déing ky nhin cha, me, con c6 yéu té nwéc ngoai tai khu vue bién giéi

a. Truwong hop khéong can xdc minh

Thur tw Don vi/nguoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trure tuyén mic
(tinh mbi do
ngay 08 gio)
Buéc 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio lam Mot phan
tai Trung tam Phuc vu | + Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa viée
hanh  chinh  ¢Ong | thanh phan hd so (d6i voi ho so tlep nhan tryc tiép); Hé thong Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mém H0 tich; ¢6 Phiéu hen, tra
ket qua cho ngudi yéu cau trong ngay lam viée tiép theo (neu nguoi yéu
cau nop hd so truc tlep) hodc gui ngay Phiéu hen, tra két qua qua thu
dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho
nguoi yéu cau (néu ngudi yéu cau ndp ho so truc tuyén);
+ Truong hop hé so chua day du, hop 18 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;
+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bado cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.
Buéc 2 | Cong chuc tu phdp — - Pang nhap hé thong phan mém Ho tich; 40 gid lam
ho tich viéc

- Tham tra ho so:

+ Truong hop hd so can bd sung, hoan thién hodac khong du diéu
kién giai quyét, phai tir chéi thi giri thong bao vé tinh trang hd so t6i
Trung tam Phuc vu hanh chinh cong dé thong bao cho ngudi ndp ho so.

+ Trudng hop khong thé tra két qua ding thoi gian da hen thi cong
chure tu phép - ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua, trong




d6 néu 1 1y do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tdm Phuc vy hanh chinh c¢éng dé tra cho ngudi yéu cau (néu
ngudi yéu cau ndp hd so truc tiép), hoic gui Phiéu xin 15i va hen lai
ngay tra két qua qua thu dién tir hodc giri tin nhin qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Cong churc tu phap - hd tich niém yét viéc nhan cha, me, con tai tru
s& Uy ban nhan dan phuong.

+Néu théy vi€c nhan cha, me, con la ding va khong c6 tranh chép,
hd so day du, hop 18, dang quy dinh, truong hop tiép nhan hd so ding ky
nhan cha, me, con theo hinh thirc trirc tiép, thi cong chirc tu phép - ho tich
thuc hién ghi vao Sb dang ky nhan cha, me, con, cap nhat thong tin dang
ky nhan cha, me, con trén Phan mém déng ky, quan 1y h tich dién tir ding
chung.

Truong hop tiép nhén hd so dang ky nhan cha, me, con theo hinh
thirc truc tuyén, cong chic tu phéap - ho tich gt lai biéu mau Trich lyc
dang ky nhan cha, me, con dién tir v6i thong tin day du cho ngudi yéu cau
qua thu dién tir hodc thiét bj sb.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh x4c, day du cta
cac thong tin trén biéu mau Trich luc dang ky nhén cha, me, con di¢n tur
va xac nhan (t6i da mot ngay).

Néu nguoi yéu cau xac nhan thong tin da thong nhét, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phéap - ho
tich thyc hién ghi ndi dung vao S6 dang ky nhan cha, me, con, cap nhat
thong tin ding ky nhan cha, me, con trén Phan mém ding ky, quan 1y ho
tich di¢n tir dung chung.

- In Trich luc dang ky nhan cha, me, con, trinh Lanh dao ny ban
nhan dan phuong,




Bugc 3 | Lanh dao UBND - Ping nhap hé thong phan mém Ho tich; 12 gio lam
phuong - Xem xét, ky Trich luc ding ky nhan cha, me, con (ban gidy va ban viée
dién tr);
- Chuyén két qua dén Van thu.
Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban giy) viée
dén Trung tam Phuc vu hanh chinh ¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.
Budc 5 |Bo phan tra két qua | - Nhan két qué, xac nhan trén Hé théng Thong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trg két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 56 gio lam viéc
TTHC
b. Truwong hop can xdc minh
Thur tw DPon vi/nguwoi thuc N¢i dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trire tuyén mikc
(tinh mdi do
ngay 08 gio)
Buéc 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cia hd so. 02 gio lam Mot phan
tai Trung tam Phuc vu | + Truong hop ho so déy du, hop 1¢ thi tiép nhan ho so, thyc hién sb hoa vige

hanh
phuong

chinh  cong

thanh phan ho so (d6i voi ho so tlep nhén tryc tiép); He thong Thong tin
giai quyét TTHC tinh gui hd so dén phan mém HO tich; co Phiéu hen, tra
ket qua cho nguoi yéu cau trong ngay lam viéc tiép theo (neu nguodi yéu
cau ndp hd so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu




dién tr hodc gui tin nhan hen tra két qua qua di¢n thoai di dong cho
nguodi yéu cau (n€u nguodi yéu cau ndp ho so truc tuyeén);

+ Truong hop ho so chua day du, hop 18 thi théng bao cho ngudi yéu cau
bo sung, hoan thién ho so, néu 10 loai gidy to, ndi dung can bo sung dé
nguoi yéu cau bo sung, hoan thi¢n;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chdi giai quyét.

Budc 2

Coéng chtc tu phap —
ho tich

- Bang nhap hé thé)ng phén mém Ho tich;

- Tham tra hd so:

+ Trudng hop hd so can b sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua ding thoi gian di hen thi cong chirc
tur phap - ho tich 1ap Phiéu xin 131 va hen lai ngdy tra két qua, trong d6
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vu hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau nop hd so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau nop ho so truc tuyén).

+ Néu thay ho so dy du, hop 18, cac bén co du diéu kién két hon theo
quy dinh ctia Luat Hon nhan va gia dinh, khong thudc truong hop tu
chéi dang ky két hon theo quy dinh, truong hop tiép nhan ho so dang ky
két hon theo hinh thire truc tiép, thi cong chure tu phép - hd tich thuc hién
ghi vao So dang ky két hon, cap nhat thong tin ding ky két hon trén Phan
mém dang ky, quan 1y ho tich dién tir dung chung.

80 gio lam
viée




Trudng hop tiép nhan hd so ding ky két hon theo hinh thirc truc tuyén,
cong chirc tu phap - ho tich gui lai biéu mau Gidy ching nhan két hon
dién tir v6i thong tin day dii cho ngudi yéu cau qua thu dién tir hoic thiét
bi 0.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh xac, ddy du cua
cac thong tin trén biéu miu Gidy chimg nhan két hon dién tir va xéc
nhan (t6i da mot ngay).

Néu nguoi yéu cau xac nhan thong tin da théng nhat, day di hoic
khong c6 phan hdi sau thoi han mot ngay thi thuc hién ghi ndi dung vao
S6 dang ky két hon, cap nhat thong tin ding ky két hon trén Phan mém
dang ky, quan 1y hd tich dién tr dung chung.

- In Gidy chimg nhén két hén, trinh Lanh dao Uy ban nhan dan phuong|

Budc 3 Lén? dao UBND - Pang nhap hé thong phan mém H9 tich; 12 gio lam
phudng - Xem xét, ky Gidy chimg nhan két hon (ban gidy va ban dién tw); vige
- Chuyén két qua dén Van thu.
Bugc 4 | Van thu - Bang nhép hé thong phin mém Ho tich; 02 gio 1am
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) vice
dén Trung tdm Phuc vu hanh chinh c¢éng va ban dién tir dén Hé théng
Thong tin giai quyét TTHC tinh.
Buéc 5 | BO phan trd két qua | - Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC; Khong tinh
Trung tdm Phuc wvu thoi gian

hanh chinh cong

- Tra két qua cho nguo1i yéu cau.

Tong thoi gian gidi quyét

TTHC

96 gid lam viéc




36. Thii tuc ding ky khai tir c6 yéu t6 nwéc ngoai tai khu vue bién giéi
a. Truwong hop khong cin xdc minh

Thir tw Pon vi/nguwdi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuwe hién truee tuyén mic
(tinh mbi do
ngay 08 gio)
Budc 1 | Canbo tiép nhan hd so | - Kiém tra tinh chinh xéc, ddy du, thdng nhét, hop 1& cua hd so. 01 gio lam Toan trinh
tai Trung tam Phuc vu | + Truong hop hd so day du, hop 1 thi tiép nhan ho so, thyc hién s6 hoa viée
hanh  chinh  cong | thanh phan ho so (d0i v6i ho so tiép nhén tryc tiép); HE thong Thong tin
phuong giai quyét TTHC tinh gui ho so dén phan mém Ho tich; néu tiép nhan hd

so'sau 15 gio thico Phiéu hen, tra ket qua cho ngudi yéu ciu trong ngay
1am viéc tiép theo (néu ngudi yéu cau ndp ho so truc tlep) hodc gui ngay
Phiéu hen, tra két qua qua thu dién tir hogc gui tin nhan hen tra két qua
qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so
truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
nguoi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bd sung, hoan thién duoc hd so thi
bao cdo Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong béo tir
chéi giai quyét.

Budc 2 | Cong chuc tu phap — - Bang nhép hé thong phin mém Ho tich; 04 g10 lam
ho tich - Tham tra hd so: viee

+ Truong hop hd so can bd sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi giri thong béo vé tinh trang ho so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.




+ Truong hop khong thé tra két qua dung thoi gian di hen thi cong
chire tu phép - ho tich 1ap Phiéu xin 161 va hen lai ngay tra két qua, trong
d6 néu 13 1y do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tdm Phuc vy hanh chinh c¢éng dé tra cho ngudi yéu cau (néu
ngudi yéu cau ndp hd so truc tiép), hoic gui Phiéu xin 15i va hen lai
ngay tra két qua qua thu dién tir hodc gui tin nhan qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Néu thdy ho so day du, hop 18, dung quy dinh, trudng hop tiép nhan
hd so ding ky khai tir theo hinh thuc truc tiép, thi cong chirc tu phap - ho
tich thuc hién ghi vao S6 dang ky khai tir, cap nhat thong tin dang ky khai
tir trén Phan mém ding ky, quan Iy ho tich dién tir ding chung.

Truong hop tiép nhan hd so diang ky khai tir theo hinh thuc tryc tuyén
Cong chure tu phap - ho tich guri lai biéu mau Trich luc khai tir dién tir véi
thong tin day du cho nguoi yéu cau qua thu dién tir hoic thiét bi s6.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh xac, ddy du cua
cac thong tin trén biéu mau Trich lyc khai tir dién tir va xéc nhan (tdi da
mot ngay).

Néu ngudi yéu cau xac nhan thong tin di théng nhit, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tur phap - ho
tich thyc hién ghi ndi dung vao S6 dang ky khai tir, cap nhat thong tin
dang ky khai tir trén Phan mém dang ky, quan 1y ho tich dién tir ding
chung.

- In Trich luc khai tir, trinh Lanh dao Uy ban nhan dan phuong.

Buéc3 |Lanh dao UBND - Bang nhép hé thong phin mém Ho tich; 02 gio lam
phuong - Xem xét, ky Trich luc khai tir (ban gidy va ban dién tir); vige
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Pang nhép hé thong phan mém Ho tich; 01gi0 lam

viée




- Péng diu, ban hanh két qua dién tir, chuyén két qua (ban giy)
dén Trung tam Phuc vu hanh chinh c¢éng va ban dién tir dén Hé thong
Thong tin giai quyét TTHC tinh.

Budc 5

Bo phan tra két qua
Trung tam Phuyc wvu
hanh chinh cong

- Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC;
- Tra két qua cho nguoi yéu cau.

Khong tinh
thoi gian

Tong thoi gian gidi quyét

TTHC

08 gio lam viéc (Theo quy dinh TTHC nay giai quyét ngay trong ngay tiép nhan yéu cau, truong hgp nhan
hd so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo)

b. Truwong hop cin xdc minh

Thur tw Don vi/nguoi thuce Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trure tuyén mikc
(tinh mdi do
ngay 08 gio)
Buéc 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio lam Mot phan
tai Trung tam Phuc vu viée

hanh
phuong

chinh  cong

+ Truong hop ho so day du, hop 1€ thi tiép nhan ho so, thyuc hién s6 hoa
thanh phan hd so (d6i v6i ho so tlep nhan truc tiép); Hé théng Thong tin
gial quyét TTHC tinh gui ho so dén phan mém H0 tich; ¢6 Phiéu hen, tra
ket qua cho ngud1 yéu cau trong ngay lam viéc tiép theo (neu nguoi yéu
cau ndp hd so truc tlep) hodc gui ngay Phiéu hen, tra két qua qua thu
dién tir hodc gui tin nhan hen tra két qua qua dién thoai di dong cho
ngudi yéu cau (néu ngudi yéu cau ndp ho so truc tuyén);

+ Truong hop hé so chua day du, hop 18 thi thong bao cho nguoi yéu cau
b sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bo sung, hoan thién;




+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duogc hé so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giadi quyeét.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng phén mém Ho tich;
- Tham tra hd so:

+ Trudng hop hd so can bd sung, hoan thién hodc khéng du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang ho so tdi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc
tu phép - ho tich 1ap Phiéu xin 151 va hen lai ngay tra két qua, trong d6
néu rd 1y do chm tra két qua va thoi gian hen tra két qua, chuyén Trung
tam Phuc vy hanh chinh céng dé tra cho ngudi yéu cau (néu ngudi yéu
cau nop hd so truc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tir hodc giri tin nhin qua dién thoai di dong cho nguoi
yéu cau (néu ngudi yéu cau ndp ho so truc tuyén).

+ Néu thdy ho so ddy du, hop 18, dung quy dinh, trudng hop tiép nhan
hd so dang ky khai tir theo hinh thtre truc tiép, thi cong chirc tu phéap - hd
tich thyc hién ghi vao S6 ding ky khai tir, cap nhat thong tin dang ky khai
tir trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so dang ky khai tir theo hinh thuc tryc tuyén
Cong chure tu phap - ho tich gui lai biéu miu Trich luc khai tir dién tir voi
thong tin day du cho nguoi yéu cau qua thu dién tir hoic thiét bi sb.

Ngudi yéu cau ¢o trach nhiém kiém tra tinh chinh xac, day du
cua cac thong tin trén biéu mau Trich luc khai tir dién tir va xac nhan
(ti da mot ngay).

14 gio lam
viéc




Néu ngudi yéu cau xac nhan thong tin di théng nhat, day du hoic
khong c6 phan hoi sau thoi han mot ngay thi céng chirc tu phap - hod
tich thuc hién ghi noi dung vao Sé ding ky khai tir, cip nhat thong tin
dang ky khai tir trén Phan mém dang ky, quan 1y ho tich dién tir dung
chung.

- In Trich luc khai tt, trinh Lanh dao Uy ban nhan dan phuong

Bu6c 3 | Lanh dao UBND - Pang nhap h¢ thong phan mém Ho tich; 06 gio lam
phuong - Xem xét, ky Trich luc khai tir (ban gidy va ban dién tir); viée
- Chuyén két qua dén Van thu.
Buéc 4 | Van thu - Ping nhap hé thong phan mém Ho tich; 02 gio lam
- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén Trung tdm Phuc vu hanh chinh c¢éng va ban dién tir ¢én Hé thong
Thong tin giai quyét TTHC tinh.
Bu6c 5 | Bo phan tra két qud | - Nhan két qud, x4c nhan trén Hé thdng Théong tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian gidi quyét 24 gid 1am viée
TTHC
37. Thii tuc cap Gidy xac nhén tinh trang hon nhéan
a. Truwong hop khéong can xdc minh
Thur tw Don vi/nguwoi thuce Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién triee tuyén mikc

(tinh méi
ngay 08 gio)

do




Budce 1

Can b tiép nhan ho so
tai Trung tam Phuc vu
hanh  chinh  cong
phuong

- Kiém tra tinh chinh xéc, ddy d, thong nhat, hop 18 cia hd so.

+ Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thyc hién s6 hoa
thanh phan h6 so (d6i véi ho so tlep nhan truc tiép); He thong Thong tin
giai quyét TTHC tinh gui hd so dén phan mém H9 tich; co Phiéu hen, tra
ket qua cho nguoi yéu cau trong ngay lam viéc tiép theo (neu nguoi yéu
cau nop hd so truc tlep) hodc guri ngay Phiéu hen, tra két qua qua thu
dién tir hodc gui tin nhin hen tra két qua qua dién thoai di dong cho
ngudi yéu cau (néu nguoi yéu cau ndp ho so truc tuyén);

+ Truong hop hd so chua ddy du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu 13 loai gidy to, ndi dung can b sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong bo sung, hoan thién duge ho so thi
bao cao Lanh dao Trung tam Phuc vy hanh chinh cong c6 thong bao tur
choi giai quyeét.

02 gio lam
viéc

Budc 2

Cong chtrc tu phap —
ho tich

- Pang nhép hé thong phin mém Ho tich;
- Tham tra ho so:

+ Trudng hop hd so can bo sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so toi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi cong chire
tu phap - ho tich 14p Phiéu xin 15i va hen lai ngay tra két qua, trong d6
néu rd 1y do cham tra két qua va thoi gian hen tra két qua, chuyén Trung
tdm Phuc vy hanh chinh céng dé tra cho ngudi yéu cu (néu ngudi yéu
cau nop ho so tryc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két
qua qua thu dién tir hodc gui tin nhén qua di¢n thoai di dong cho nguoi
yéu cau (néu nguoi yéu cau ndp hd so truc tuyén).

14 gio lam
viée

Mot phan




+ Trudng hop ngudi yéu cau cip lai Gidy xac nhan tinh trang hon
nhan dé két hon ma khong ndp lai duoc Giéy xac nhan tinh trang hon
nhan di duoc cip trude ddy, thi ngudi yéu cau phai trinh bay 13 1y do
khong ndp lai duoc Gidy xac nhén tinh trang hon nhan. Trong thoi han
03 ngay lam viéc ké tir ngay tiép nhan hd so, co quan ding ky ho tich
c¢6 van ban trao doi voi noi dy dinh diang ky két hon trude day dé xac
minh. Truong hop khong xac minh duoc hodc khong nhan duge két qua
xac minh thi co quan ding ky ho tich cho phép ngudi yéu cau lap vin
ban cam doan vé tinh trang hon nhan.

- Trudng hop tiép nhan hd so cip Gidy xac nhan tinh trang hon nhan
theo hinh thirc truc tiép, sau khi hoan tat thi tuc thi céng chirc tu phap -
ho tich cap nhat thong tin xac nhan tinh trang hon nhan trén Phan mém
dang ky, quan 1y ho tich dién tr dung chung.

Truong hop tiép nhan hd so xac nhan tinh trang hén nhéan theo hinh
thirc truc tuyén, cong chirc tu phap - ho tich giri lai biéu mau Gidy xac
nhan tinh trang hon nhan dién t v6i thong tin day du cho ngudi yéu cau
qua thu dién tir hodc thiét bj sb.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xéac, diy du cta
cac thong tin trén biéu miu Giéy xac nhan tinh trang hon nhan dién tu
va x4c nhan (t6i da mot ngay).

Néu nguoi yéu cau xac nhan thong tin da thong nhét, ddy du hoic
khong c6 phan hoi sau thoi han mot ngay thi cong chirc tu phéap - ho
tich cap nhat thong tin x4c nhan tinh trang hon nhén trén Phan mém dang
ky, quan ly ho tich dién tor dung chung.

- In Giéy xac nhan tinh trang hon nhan, trinh Lanh dao Uy ban nhan
dan phuong

Budce 3

Lanh dao UBND
phuong

- Bang nhap hé théng phén mém Ho tich;
- Xem xét, ky Trich luc khai tir (ban gidy va ban dién tir);

06 gio lam
viéc




- Chuyén két qua dén Vin thu.

Budc 4 | Van thu - Pang nhép hé thong phin mém Ho tich; 02 gio lam
- Pong dau, ban hanh két qua dién tir, chuyén két qua (ban gidy) vige
dén T rung tam Phuc vu hanh chinh cong va ban dién tir dén He théng
Thong tin giai quyét TTHC tinh.
Buéc 5 | Bo phan tra két qua | - Nhan két qua, xac nhan trén Hé thdng Théng tin giai quyét TTHC; Khong tinh
Trung tam Phuc vu| _Trj két qua cho ngudi yéu cau. thoi gian
hanh chinh cong
Tong thoi gian giai quyét 24 gid 1am viée
TTHC
b. Truwong hop can xdc minh
Thur tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian Dich vu cong
cong viéc hién thuc hién trire tuyén mic
(tinh mdi do
ngay 08 gio)
Bu6c 1 | Can b tiép nhan hd so | - Kidm tra tinh chinh x4c, ddy du, théng nhat, hop 1& cua hd so. 02 gio Mot phan

tai Trung tam Phuc vu
hanh  chinh  cong
phuong

+ Truong hop ho so day du, hop 1€ thi tiép nhan ho so, thyuc hién s6 hoa
thanh phan hd so (d6i v6i ho so tlep nhén tryc tiép); Hé théng Thong tin
giai quyét TTHC tinh gui ho so dén phan mém HO tich; ¢6 Phiéu hen, tra
két qua cho nguoi yéu ciu trong ngay 1am viéc tiép theo (néu ngudi yéu
cau nop hd so truc tiép) hodc giri ngay Phiéu hen, tra két qua qua thu
dién tr hodc gui tin nhén hen tra két qua qua dién thoai di dong cho
ngudi yéu cau (néu ngudi yéu cau ndp ho so truc tuyén);




+ Truong hop ho so chwa day du, hop 16 thi thong bao cho nguoi yéu cau
b sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau khong b sung, hoan thién duge ho so thi
bdo cao Lanh dao Trung tam Phuc vu hanh chinh cong c6 thong bao tur
chéi giai quyét.

Budc 2

Cong chuc tu phap —
ho tich

- Bang nhép hé thong phin mém Ho tich;
- Tham tra hd so:

+ Truong hop hd so can bd sung, hoan thién hodac khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so toi
Trung tdm Phuc vu hanh chinh céng dé théng bao cho ngudi ndp hd so.

+ Truong hop khong thé tra két qua dung thoi gian di hen thi cong
chire tu phép - ho tich 1ap Phiéu xin 16i va hen lai ngay tra két qua, trong
d6 néu 1 1y do cham tra két qua va thoi gian hen tra két qua, chuyén
Trung tam Phuc vy hanh chinh c¢éng dé tra cho ngudi yéu cau (néu
ngudi yéu cau ndp hd so truc tiép), hoic gui Phiéu xin 15i va hen lai
ngay tra két qua qua thu dién tir hodc giri tin nhin qua dién thoai di
dong cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tuyén).

+ Trudong hop ngudi yéu ciu cap lai Gidy xac nhan tinh trang hon
nhan dé két hon ma khong ndp lai duogc Giéy xac nhan tinh trang hon
nhan di duoc cap trudc ddy, thi nguoi yéu cau phai trinh bay rd 1y do
khong nop lai dugc Giéy xac nhan tinh trang hon nhan. Trong thoi han
03 ngay lam viéc ké tir ngay tiép nhan hd so, co quan ding ky ho tich
c6 van ban trao doi voi noi du dinh diang ky két hon trude day dé xac
minh. Truong hop khong xac minh dugc hoac khong nhan dugc két qua
x4c minh thi co quan ding ky ho tich cho phép ngudi yéu cau lap vin
ban cam doan vé tinh trang hon nhan.

164 gio




- Trudng hop tiép nhin hd so cip Gidy xac nhan tinh trang hon nhan
theo hinh thirc truc tiép, sau khi hoan tat thi tuc thi cong chirc tu phap -
ho tich cap nhat thong tin xac nhan tinh trang hon nhan trén Phan mém
dang ky, quan 1y hd tich dién tr dung chung.

Truong hop tiép nhan hd so xac nhan tinh trang hén nhéan theo hinh
thirc truc tuyén, cong chirc tu phap - ho tich guri lai biéu miu Gidy xac
nhén tinh trang hén nhan dién tir v&i thong tin diy du cho ngudi yéu cau
qua thu dién tir hodc thiét b sb.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh x4c, ddy du cia
cac thong tin trén biéu miu Gidy xac nhan tinh trang hon nhén dién tir
va xac nhan (t6i da mot ngay).

Néu ngudi yéu cau xac nhan thong tin d thong nhat, ddy da hoic
khéng c6 phan hoi sau thoi han mot ngdy thi céng chirc tu phap - hod
tich cap nhat thong tin xac nhan tinh trang hon nhan trén Phan mém dang
ky, quan 1y hd tich dién tir dung chung.

-In Giéy xac nhan tinh trang hon nhan, trinh Lanh dao Uy ban nhan
dan phuong.

Buéc 3 |Lanh dao UBND - Bang nhép hé thong phan mém Ho tich; 16 gio
phuong - Xem xét, ky Gidy xac nhan tinh trang hon nhan (ban gidy va ban
dién twr);
- Chuyén két qua dén Vin thu.
Budc 4 | Van thu - Ping nhap hé thdng phan mém Ho tich; 02 gio

- Pong diu, ban hanh két qua dién tir, chuyén két qua (ban gidy)
dén T rung tdm Phuc vu hanh chinh cong va ban dién to dén He théng
Thong tin giai quyét TTHC tinh.




Budc 5

Bo phan tra két qua
Trung tam Phuyc vu
hanh chinh cong

- Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC;

- Tra két qua cho nguoi yéu cau.

Khong tinh
thoi gian

Tong thoi gian gidi quyét
TTHC

196 gidy

38. Cip ban sao Trich luc hd tich

hanh chinh

phuong

cong

+ Truong hop hd so chua day du, hop 1€ thi thong bao cho nguoi yéu
cau bo sung, hoan thién ho so, néu 13 loai gidy to, ndi dung can bo sung dé
ngudi yéu cau bd sung, hoan thlen

+ Trudng hop ngudi yéu ciu cip ban sao Trich luc ho tich, ban sao
Giéy khai sinh khong bo sung, hoan thién duoc ho so thi can bd tiép nhan
hd so bao cdo Lanh dao T rung tam Phuc vu hanh chinh cong c6 thong

Thu tw Pon vi/nguwoi thue Noi dung cong viéc Thaoi gian thue | Dich vu
cong viéc hién hién (tinh mdi | cong truc
ngay 08 gio) tuyén
mirc do
- Kiém tra tinh chinh xé4c, ddy du, thong nhat, hop 18 cta hd so:
+ Truong hop ho so day du, hop 1¢ thi tiép nhan ho so, thuc hién sb
hoa thanh phan hé so (ddi vai ho so tiép nhan tryc tiép); H¢ thong Thong
tin giai quyét TTHC tinh giri ho so dén phan mém Ho tich; néu tiép nhan hd
so'sau 15 gio thi co Phiéu hen, tra két qua cho nguoi yéu cau trong ngay lam
) . viée tiép theo (néu nguoi yéu cau ndp ho so truc tiép) hodc guingay Phiéu
Cén b9 ticp nhan ho so | hen, tra két qua qua thu dién tir hogc g tin nhin hen tra két qua qua dién 01 gir lam vide
Budc 1 tai Trung tdm Phuc vy | thoai di ddng cho ngudi yéu cau (néu ngudi yéu cau ndp ho so truc tuyén); i Toan trinh




bao tir chdi giai quyét yéu cau cap ban sao Trich luc ho tich, ban sao gidy
khai sinh.

Budc 2

Cong chuc tu phap —
ho tich

- Bang nhap hé théng phén mém Ho tich;

- Tham tra ho so:

+ Truong hop ho so can bd sung, hoan thién hoic khong du diéu kién
giai quyét, phai tir chdi thi giri thong bao vé tinh trang ho so toi Trung
tdm Phuc vu hanh chinh c6ng dé thong bao cho ngudi ndp hd so.

+ Truong hop can phai kiém tra, xdc minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua diing thoi gian da hen thi 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu 13 Iy do cham tra ket qua
va thoi gian hen tra két qua chuyen Trung tam Phuc vu hanh chinh cong
dé tra cho ngudi yéu cau (néu nguoi yeu cau nop hd so truc tiép), hodc
guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir hoac gui tin
nhin qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp
hd so truc tuyén).

+ Néu thay ho so ddy du, hop 18, dang quy dinh, truong hop tiép nhan
hd so cép ban sao Trich luc ho tich, ban sao Giéy khai sinh theo hinh thirc
truc tiép, thi in ban sao Trich lyuc ho tich trinh Lanh dao UBND phuong.

Truong hop tiép nhan hd so xin cip ban sao Trich luc h tich, ban sao
Gidy khai sinh theo hinh thirc tryc tuyén, thi giri lai ndi dung biéu mau
Trich luc hé tich dién tir twong tng voi thong tin day da cho ngudi yéu cau
qua thu dién tir hoac thiét bi sd.

Nguoi yéu ciu co trach nhiém kiém tra tinh chinh xéac, day du cua
cac thong tin trén biéu mau Trich luc ho tich dién tir va x4c nhan (téi da
mot ngay).

Néu ngudi c6 yéu cip ban sao Trich luc hd tich, ban sao Gidy khai
sinh d4 thong nhét, day du hoic khong cé phan hdi sau thoi han mot ngay

04 gio lam viéc




thi in ban sao Trich luc hd tich, ban sao Giéy khai sinh trinh Lanh dao
UBND phuong.

Budc 3

Lanh dao UBND
phuong

- Bang nhap hé théng phf:in mém Ho tich;

- Xem xét, ky Trich luc ho tich, ban sao Gidy khai sinh (ban gidy va
ban di¢n t);

- Chuyén két qua dén Van thu.

02 gio lam viéc

Budc 4

Van thu

- Bang nhap hé théng phén mém Ho tich;

- Pong ddu, ban hanh két qua dién tir, chuyén két qua (ban gidy) dén
Trung tdm Phuc vu hanh chinh ¢ong va ban dién tir dén Hé thong Thong
tin giai quyét TTHC tinh.

01 gio lam viéc

Budc 5

B6 phan tra két qua
Trung tdm Phuc vu
hanh chinh cong

- Nhan két qua, xac nhan trén Hé thong Thong tin giai quyét TTHC;

- Tra két qua cho nguoi yéu cau.

Tong thoi gian giai quyét TTHC

08 gio lam viéc (Theo quy dinh TTHC nay giai quyét ngay trong ngay tiép nhan yéu cau, truong hgp nhan
hd so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc tiép theo)

39. Xac nhan thong tin h§ tich
a) Truwong hop khong phai xac minh

Thur tw Don vi/nguwoi thuc Noi dung cong viéc Thoi gian thue Dich vu
cong viéc hién hién (tinh mdi | cong truc
ngay 08 gio) tuyén mirc
dg
so tai Trung tim Phuc g hop ho so day du, hop € thi tiep nhan ho so, thuc hi€én SO hoa

thanh phan hd so (dbi v6i hd so tiép nhan truc tiép); Hé théng Thong tin




vu hanh chinh cong
tinh

giai quyét TTHC tinh gui h6 so dén phan mem HO tich; co Phiéu hen, tra két
qua cho nguoi yéu cau (néu nguoi yéu cau nop hd so truc tlep) hoac gui
ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhin hen tra két
qua qua dién thoai di dong cho ngudi yéu cau (néu ngudi yéu cau ndp hod
S0 truc tuyén);

+ Trudng hop hd so chua day du, hop 16 thi thong bao cho ngudi yéu cau
b sung, hoan thién ho so, néu 6 loai gidy td, ndi dung can bd sung dé ngudi
yéu cau bd sung, hoan thién;

+ Trudng hop ngudi yéu cau xac nhan thong tin ho tich khong b sung,
hoan thién dugc hd so thi can bd tiép nhan hd so béo cdo Lanh dao T’ rung
tdm Phuc vu hanh chinh céng c6 thong bao tir chdi giai quyét yéu cau xac
nhan thong tin hg tich.

Budc 2

Cong chtrc tu phap —
ho tich

- Bang nhap hé théng phén mém Ho tich;
- Tham tra ho so

+ Truong hop hd so cin bd sung, hoan thién hodc khong du diéu kién
giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so téi Trung tam
Phuc vu hanh chinh cong dé thong bdo cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi 1ap Phiéu xin 16
va hen lai ngdy tra két qua, trong d6 néu rd 1y do chim tra két qua va thoi
gian hen tra két qua, chuyén Trung tdm Phuc vu hanh chinh céng dé tra
cho ngudi yéu cau (néu ngudi yéu cau ndp hd so truc tiép), hodc giri Phiéu
xin 16i va hen lai ngdy tra két qua qua thu dién tr hodc giri tin nhan qua
dién thoai di déng cho nguoi yéu cau (néu ngudi yéu cau ndp hd so truc
tuyén).

+ Néu thay ho so ddy du, hop 18, dung quy dinh, thong tin trong Co s
dit liéu ho tich dién tir va thong tin dé nghi xac nhan 1a dung, truong hop tiép

14 gio lam vige




nhén hd so cép xac nhan thong tin hd tich theo hinh thirc truc tiép, thi in Van
ban xac nhan thong tin hd tich trinh Lanh dao UBND phuong.

Trudng hop tiép nhan hd so xin cap x4c nhan thong tin ho tich theo hinh
thure truc tuyén, thi gui lai ndi dung biéu mau Vin ban xac nhan thong tin
ho tich dién tir trong tng véi thong tin ddy du cho ngudi yéu cau qua thu
dién tir hodc thiét bi sb.

Nguoi yéu ciu co trach nhiém kiém tra tinh chinh xac, ddy du cta cac
thong tin trén biéu mau Vin ban xac nhan thong tin ho tich di¢n tir va xéc
nhan (t6i da mot ngay).

Néu nguoi co yéu cép X4c nhan thong tin hd tich da théng nhét, déy
da hodc khong c6 phan hoi sau thoi han mot ngay thi in Vin ban x4c nhan
thong tin ho tich trinh Lanh dao UBND phuong.

- Bang nhap hé thé)ng phén mém Ho tich;

Bude 3 Lan%l dao UBND - Xem xét, ky Van ban xac nhan thong tin hd tich (ban gidy va ban dién 06 giér 1am viée
phuong t0);
- Chuyén két qua dén Vin thu.
- Ping nhap hé thdng phan mém Ho tich;
Budc 4 Van thu - Bong dau, ban hanh két qua dién tur, chu.yen két qud (ban’ giay) dén 02 giér 1am viée
Trung tdm Phuc vu hanh chinh cong va ban dién tir dén Hé thong Thong
tin giai quyét TTHC tinh.
Budc 5 B0 phan tra két qua | - Nhan két qua, xac nhén trén Hé théng Thong tin gidi quyét TTHC tinh;
Trung tdm Phuc vu | _ Tra két qua cho nguoi yéu cau.
hanh chinh cong

Tong thoi gian giai quyét

TTHC

24 gi¢ lam viée




b) Trwong hop phdi xdac minh

Thu tw Pon vi/nguwoi thue Noi dung cong viéc Thaoi gian thue Dich vu
cong viéc hién hién (tinh méi | céng truc
ngay 08 gio) tuyén mirc
dg
Budc 1 B0 phan tiép nhan hd - Kiém tra tinh chinh x4c, déy du, théng nhét, hop I¢ cua ho so: 02 gid lam viéc | Toan trinh
s0 tai Trung tam + Trudng hop ho so ddy du, hop 16 thi tiép nhan ho so, thuc hién s6 hoa
Phyc vu hanh chinh | thanh phan ho so (ddi v6i hod so tlep nhan tryc tiép); Hé thong Thong tin
cong tinh giai quyét TTHC tinh gui ho so dén phan mem Hb tich; c¢6 Phiéu hen, tra
két qua cho nguoi yéu cau (néu nguoi yéu cau ndp ho so truc tlep) hodc
gui ngay Phiéu hen, tra két qua qua thu dién tr hodc gui tin nhan hen tra
két qua qua dién thoai di dong cho nguoi yéu cau (néu ngudi yéu cau nop
hd so truc tuyén);
+ Truong hop ho so chua day du, hop 16 thi thong bao cho nguoi yéu
cau bo sung, hoan thién ho so, néu 13 loai gidy to, ndi dung can bd sung
dé nguoi yéu cau b sung, hoan thién;
+ Trudng hop ngudi yéu cau xac nhan thong tin ho tich khong bd sung,
hoan thién duoc hd so thi can b tiép nhén ho so bao cdo Lanh dao Trung
tam Phuc vu hanh chinh cong c6 thong béo tir chéi giai quyét yéu cau xac
nhan thong tin hd tich.
Budc 2 | Cong chic tu phap — - Ping nhap hé thdng phan mém Ho tich; 64 gio lam viéc
ho tich

- Tham tra hd so (thim tra tinh thong nhét, hop 1é cua cac thong tin
trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh hoic dinh
kém):

+ Truong hop ho so cin bd sung, hoan thién hodc khong du diéu kién
giai quyét, phai tir chdi thi gui thong bao vé tinh trang ho so t6i Trung tim
Phuc vy hanh chmh cong dé thong bao cho ngudi ndp hd so.

+ Trudng hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian d4 hen thi lap Phiéu xin 15




va hen lai ngay tra két qua, ‘trong d6 néu 13 1y do cham tra két qua va thoi
gian hen tra két qua, chuyen Trung tam Phyc vy hanh chinh cong dé tra
cho ngudi yéu cau (néu nguoi yéu cau nop hd so truc tiép), hodc gui Phiéu
xin 18i va hen lai ngay tra két qua qua thu dién tur hodc gui tin nhin qua
dién thoai di dong cho nguoi yéu cau (néu ngudi yéu cau ndp hd so truc
tuyén).

Truong hop can xac minh, bao cao Lanh dao S& ¢6 vin ban dé nghi
co quan cong an, cac co quan khac c6 lién quan xac minh. Trudng hop két
quéa xac minh khong c6 thong tin hozc thong tin khong thong nhat véi gidy
t& nguoi yéu cau cung cap thi tir chdi cip Vin ban xac nhan thong tin ho
tich.

Dbi v6i yéu cu xac nhan thong tin ho tich cia ca nhin, néu thiy
thong tin ho tich ctia ca nhan khong co sy thay doi thi cong chirc giai quyét
hd so bao céo Lanh dao S& khong cép Van ban xac nhan thong tin ho tich
ma huéng dan ngudi yéu cau 1am thu tuc cAp ban sao Gidy khai sinh hozc
ban sao trich luc ho tich twong tng, trir truong hop co quan, td chic cd
tham quyén dé nghi cip vin ban xac nhan dé giai quyét vu viéc lién quan
dén ca nhan.

+ Néu thay ho so day du, hop ¢, dung quy dinh, thong tin trong Co s¢
dir liéu ho tich dién tir va thong tin dé nghi xac nhan 13 dung, truong hop
tiép nhan ho so cap xac nhan thong tin ho tich theo hinh thuc tryc tiép, thi
in Van ban xac nhan thong tin ho tich trinh Lanh dao UBND phuong.

Truong hop tiép nhan ho so xin cip xac nhén thong tin hd tich theo
hinh thtre truc tuyén, thi giri lai ndi dung biéu mau Vian ban xac nhan  thong
tin h¢ tich dién tir trong ng voi thong tin day du cho ngudi yéu ciu qua
thu dién tur hoac thiét bi s6.

Nguoi yéu cau ¢ trach nhiém kiém tra tinh chinh x4c, day du cta cac
thong tin trén biéu miu Vin ban xac nhan thong tin ho tich dién tir va xéc
nhan (t6i da mot ngay).




Néu nguoi c6 yéu céip Xéc nhan thong tin ho tich di thong nhat, day du
hodc khong c6 phan hoi sau thoi han mot ngay thi in Van ban xéc nhan
thong tin hd tich trinh Lanh dao UBND phuong.

Budce 3 Léanh dao UBND - Ping nhap hé thdng phan mém Ho tich; 12 gio 1am viéc
phuong - Xem xét, ky Van ban x4c nhan thong tin ho tich (ban gidy va ban
dién tr);
- Chuyén két qua dén Vin thu.
Budc 4 Van thu - Pang nhap hé thong phan mém Ho tich; 02 gid lam vige
- Pong ddu, ban hanh két qua dién twr, chuyén két qua (ban gidy) dén
Trung tam Phuc vy hanh chinh cong va ban dién tir dén H¢ thong Thong
tin gidi quyét TTHC tinh.
Budc 5 Bo phan tra két qua - Nhén két qua, xac nhan trén Hé théng Théng tin giai quyét TTHC
Trung tam Phuyc vu | tinh;
hanh chinh cong - Tra két qua cho nguoi yéu cau.

Téng thoi gian giai quyét TTHC

80 gid lam viéc
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