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1. MUC PiCH

Quy trinh duoc xay dung nhim quy dinh trinh ti, phwong phap tiép nhan va cach
thire xir Iy ho so ddi véi tha tuc Pang ky khai tir luu dong, dam bao can bo, cdng chic thuce
hién dang vai nhiém vy, quyén han dugc giao

2. PHAM VI AP DUNG

Ap dung d6i véi hoat dong Ping ky khai tr luu dong

Can b, cong chic thudc b phan tiép nhan va tra két qua, cac bo phan cé lién
quan thudc Uy ban nhén dén phuong chiu trach nhiém thyc hién quy trinh nay

3. TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN ISO 9001:2015

- Cac van ban phap quy lién quan dé cap tai muc 5.8

4. PINH NGHIA/VIET TAT

- UBND: Uy ban nhan dan

- TTHC: Thu tuc hanh chinh

- TN&TKQ: Tiép nhan va tra két qua

- HT: Ho tich

5. NOI DUNG QUY TRINH

5.1 | Piéu kién thye hién Thii tuc hanh chinh

Nguoi chét khong c6 nguoi than thich, ngudi than thich khdng song cting dia ban x4
hoac 1a nguoi gia, yeu, khuyet tat khong di dang ky khai tir duoc

5.2 | Thanh phan ho so Bin | Bin
chinh | sao

Gidy to phai nop:
- To khai diang ky khai tir theo mau. X
- Gidy bao tir hoac gidy to thay thé Gidy bao tir do co quan c6 thaim |  x
quyén cap

* Gidy to phai xuét trinh:

- Ho chiéu hogc Chimg minh nhan dan hodc Thé can cude cong
dan hodc cac gidy to khac c6 dan anh va thong tin ca nhén do co
quan c6 thAm quyén cép, con gia tri su dung dé chimg minh vé
nhan than cua nguoi co yéu cau ding ky khai tr. Truong hop cac
thong tin cad nhan trong cac giay to nay da cO trong
CSDLQGVDC CSDLHTDT, duoc hé thong dién tu dong thi
khong phai xuét trinh;

- Gidy to ¢é gid tri chimg minh thong tin vé cur trii trong truong hop
co quan ding ky ho tich khdng thé khai thdc dwoc thong tin vé noi
cw tru cua cong dan theo cac phwong thirc quy dinh tai khoan 2
Piéu 14 Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh
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phii. Trieong hop cdc théng tin vé gidy 10 chimg minh noi cu tru da
duoc khai thac tw co so dir liéu quoc gia vé dan cu bang cdc
phwong thirc nay thi nguoi co yéu cau khong phai xudt trinh (theo
hinh thire truec tiép) hodc tdi Ién (theo hinh thirc trire tuyen)

- Truong hop khéng xac dinh duoc noi cu trii cudi cung cua
ngudi chét thi xuit trinh gidy to ching minh noi nguoi do chét
hodc noi phat hién thi thé cua nguoi chét.

5.3 | S6 lwong ho so
01 bo

5.4 | Thoi gian xir ly
05 ngay lam viéc

5.5 | Noi tiép nhén va tra két qua
Tai noi dang ky luu dong

5.6 | Phi/L¢ phi

5.000 dong/trudng hop.

Mién 1& phi ddi véi tré em, nguoi thude hd nghéo, ngudi cao tudi, nguoi khuyét
tat, nguoi thudc gia dinh c6 cong véi cach mang; Dang ky khai tir dung han.

5.7 | Quy trinh xi ly cong viéc

TT Trinh tu Trach nhi€ém | Thoi gian Biéu mau/Két

qua

B1 Chgén bi hd so theo quy dinh va Theo muc 5.2
hudong dan nguoi yéu cau dién day
da thong tin trong To kha1 dang ky R , s o
khai tr; kiém tra cac gidy to lam co C(')I'IIIDg I(_:|I_1ruc Gl(;]}lilnh Mau 56 01, 02
s& cho viée dang ky khai tur. i chin (Thong tu
Néu hod so d?‘i’y du viét gidy bién Ol/\Z/glCE;F/)TT'
nhan hen tra két qua )

B2

Sau khi tiép nhan day du ho so,|
cong chirc TP-HT thyc hién viée ghi Cf)rnpg ,thuC 02 ngay | Du théo Trich
vao SO dang ky khai tr, cdp nhat - Y o

A L , R lam viéc luc khai tir
thong tin dang ky khai tr va luu
chinh thtc trén Phan mém dang ky,
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quan ly ho tich dién tir dung chung,
in Trich luc khai tir

Trinh 1anh dao UBND phuong xem
xét

B3 | Lanh dao UBND phuong xem xét, Lanh dao R , -

A AL aA ; c , 02 ngay | Trich luc dang
yéu cau diéu chinh (néu c6), ky UBND 1am vidc 10 khai tir
duyét trich luc dang ky khai tir phuong ' Y

B4 Tjép nhén két’qué, chuyén van thu | Coéng chirc 01 naé
lay s6, dong dau, sao luu (n€u can) TP-HT 3 ng.aAy
X am viéc
Luu trir ho so theo quy dinh Van thu ' Trich luc diing
] ] ] ky khai tu
BS | Pem Gidy khai tir va S khai tir dé
tra két qua cho ngudi c6 yéu cau tai x4
dia diém dang ky luu dong; huéng | ~~ .. Mau 56 06

X g C o a S| Cong chirc e (Thong tu
dan nguoi dan ky, ghi 16 ho, chir TP-HT Theo gidy 01/2018/TT-
dém, tén trong SO khai sinh theo hen VPCP)

quy dinh. Tai muc “Ghi cht” trong
S6 khai to¢r ghi 6 “Pang ky luu
d@ngﬁﬁ

Ghi chii: Néu fzé so bi chdm mudn thi cdn bé thu Iy bdo cdo lanh dao va phdi c6 phiéu
xin 10i theo mau so 04 (Thong tw 01/2018/TT-VPCP) tra cho TCCN

5.8

Co sé phap ly

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ctia Chinh phu stra d6i, bd
sung mot s6 didu cua céc nghi dinh lién quan dén viéc nop, xuét trinh sd ho
khau, s6 tam tra giéy khi thyuc hi¢n thu tuc hanh chinh, cung cép dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B6 Tu phap quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh sé 123/2015/ND-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat Ho tich;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh sira doi, bo
sung mot s6 diéu ctia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B
Tai chinh hudng dan vé phi va 1& phi thudc thim quyén quyét dinh cua Hoi dong
nhén dan tinh, thanh phd tryc thudc Trung uong.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh huéng din
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vé phi va 1& phi thudc thAm quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh
phd truc thude Trung vong;

- Nghi quyét s6 124/2016/NQ-HPND ngay 09 thang 12 nim 2016 ctia Hoi dong
nhan dan thanh phd vé cac loai phi va 1& phi trén dia ban Thanh phd HO Chi
Minh;

- Quyét dinh sb 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cua Uy ban
nhan dan Thanh phé ban hanh mtrc thu 10 loai phi va 7 loai 1€ phi trén dia ban
Thanh phé H6 Chi Minh.

- Quyét dinh s6 2228/QD-BTP ngay 14 thang 11 nim 2022 cua Bo trudéng BO
Tu phéap cong bd thu tuc hanh chinh sira ddi, bd sung trong linh vyc Ho tich thuc
hién tai cac co quan dang ky ho tich trong nudc thugc pham vi chirc nang quan
ly ciia B Tu phap.

Quyet dinh s6 528/QD-BTP ngay 10 thang 4 nam 2023 cua B truong Bo Tu
phap vé viéc cong bd thi tuc hanh chinh duoc sira doi, bo sung trong linh vuc ho
tich thuoc pham vi chirc ndng quan ly nha nudc cua Bo Tu phap.

- Nghi dinh 61/2018/ND-CP vé thuc hién co ché mdt cira, mot cura lién thong
trong giai quyét thi tuc hanh chinh;

- Thong tu 01/2018/TT-VPCP ngay 23/11/2018 hudng dan thi hanh mét sé quy
dinh cta nghi dinh s6 61/2018/ND-CP ngay 23/04/2018 ctiia Chinh phu vé thuc
hién co ché mot cira, mot cira lién thong trong giai quyét thu tuc hanh chinh.

6. BIEU MAU

TT | Tén Biéu miu

1. | Hé thong biéu mau theo Thong tw 01/2018/TT-VPCP ngay 23/11/2018:
* MAu s6 01 — Gidy tiép nhan hd so va hen tra két qua
* MAu s6 02 — Phiéu yéu ciu bo sung, hoan thién ho so
* MAu s6 03 — Phiéu tir chdi tiép nhén giai quyét ho so
* MAu s6 04 — Phiéu xin 16i va hen lai ngay tra két qua
* MAu s6 05 — Phiéu kiém soat qua trinh giai quyét ho so
* Mau s6 06 — S6 theo ddi ho so

2. | To khai dang ky khai tir (Mau ban hanh kém theo Thong tu so 04/2020/TT-BTP

ngay 28/5/2020 ctuia Bo truong BO Tu phap).

7. HO SO LUU: Ho so luu bao gom céc thanh phan sau

TT Ho so luu (ban chinh hoic ban sao theo quy dinh)
1. | Thanh phﬁn ho so can ndp theo muc 5.2

2. | Ket qua giai quyet thu tuc hanh chinh
Cac ho so khac phat sinh trong qua trinh thyc hién
3. | Céac biéu mau theo co ché mot cira, mot cira lién thong duoc ban hanh kém theo

thong tu 01/2018/TT-VPCP ngay 23/11/2018

H6 so dugc luu tai b phan mot cir va Bo phan TP-HT theo quy dinh
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CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI TU

Ho, chit dém, ten NEUOT YU CAUS .....cvveieiieeeeeeeeee e
INOT CU T @ttt a et ettt ettt ettt s et sans
GIAY tO 1Y thANT G) .ottt
Quan hé VOi NEUOT A8 ChEE: ..ottt
Pé nghi co quan ding ky khai tir cho nguoi cé tén dwéi day:
HO, Chit A€, tEI: ......ooiiiiiiiiee e
Ngay, thang, NAM SINN: ....ociiiii e nree e
Gi61 tinh: coeeeeeeeeeeeeeeeeenn, DAN EOC: cveeeeeeeeeeeeeeeeeeeeeeeeeeen. Qudc tich: v
NOi U trll CUST CUNE: @) ..ot
GIAY tO 1Y thANT ©) ettt
Da chét vao [UC: ovvveveeerenns g0 e phut, ngay ............ thang .......... nam .........
NOT CHEL: vevvies ettt s ettt e ettt s ettt an e an st een et
NGUYEN NNAN CREE: ....voieiecee ettt s ettt een e
Sb Gidy bao t/ Gidy to thay thé Gidy bao tir: @ ....cocovovveveeen, 3 (6 O
................................................................................. cip ngay ....... thang ..... nim .......

T61 cam doan nhitng nd1 dung khai trén day la dung su that va chiu trach nhiém trudce
phap luat vé cam doan ciia minh.

Lam ¢@i: ..ooooovveiiinne, , hgay ...... thang ....... nam ........
Nguoi yéu cau
(Ky, ghi 10 ho, chit dém, tén)

D;e nghl Cép bén sao(s): Cé |:|’ Kh(’jng |:| ..........................................
SO lugng:....... ban




8

QUY TRINH M3 hiéu: QT-08/HT
UBND PHUONG Lan ban hanh 01
LONG TRUONG Diing ky khai tir luu dong : :
Ngay ban hanh:  21/7/2023
Chu thich:

(1) Ghi 16 tén co quan ding ky khai tir.

@ Ghi theo noi ding ky thuong tri; néu khong c6 noi ding ky thuong tra thi ghi
theo noi dang ky tam tra; truong hop khong c6 noi1 dang ky thuong tri va noi dang ky
tam tra thi ghi theo noi dang sinh séng.

() Ghi thong tin vé gidy to tiiy than nhu: ho chiéu, chimg minh nhan dan hoic giay
to hop 16 thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Céng an thanh phb Ha
Noi cap ngay 20/10/2004).

() Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy t& thay thé Gidy bao tir”; néu
ghi theo s6 Gidy to thay thé Gidy béo tir thi ghi o tén, sd gidy to va gach cum tir “Gidy
béo tt”; trudng hop khong c6 thi muyc nay dé tréng

) P& nghi danh ddu X vao 6 néu c6 yéu ciu cap ban sao va ghi rd s6 luong.




