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SUA POI TAI LIEU

Trang / Phan Ngay sira
lién quan viéc | Mo ta ngi dung sira doi | Lan sira doi ddi
stra doi

Yéu cau stra
doi/ bo sung
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Ngay ban hanh:  21/7/2023
1. MUC PiCH

Xay dung quy trinh nham quy dinh trinh tw, phuong phap tiép nhan va cach thirc
xt Iy ho so ddi voi thu tuc Cip ban sao tir s6 gdc, dam bao tha tuc thuc hién nhanh
chong, kip thoi, dtng quy dinh

2. PHAM VI AP DUNG

Ap dung d6i véi hoat déng Cap ban sao tir s6 goc

Can b9, cong chirc thuge bd phan tiép nhan va tra két qua, cac bd phan co lién
quan thudc Uy ban nhan dan phuong chiu trach nhiém thuc 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 cp 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

- CT: Ching thuc

5.NOI DUNG QUY TRINH

5.1 | Piéu kién thue hién Thii tuc hanh chinh

Khéng

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

* Truong hop yéu ciu truc tiép tai co quan, t6 chirc luu s6 gdc:

+ Nop Vin ban yéu cdu cip ban sao tir sd gbc theo quy dinh tai
ting linh vuc cu thé (néu co).

+ Xuét trinh ban chinh hodc ban sao c6 ching thyc Gidy ching
minh nhan dan hoic Ho chiéu con gia trj sir dung ctia ngudi yéu
cau cap ban sao tir s6 gdc.

* Truong hop ngudi yéu ciu cip ban sao tir s6 gbe gui yéu cau
qua buu chinh thi phai giri kém nhiing gidy to sau:

+ Vin ban yéu ciu cp ban sao tir s6 goc theo quy dinh tai timg
linh vuc cu thé (néu co). X
+ Ban sao c¢6 chung thyc Gidy chirmg minh nhan dan hodc Ho
c}}iéu con gia tri sit dung ciia ngudi yéu cau cap ban sao tir sO
£oc;




4

QUY TRINH M3 hiéu: QT-11/CT
UBND PHUONG ;
: , . Lan ban hanh 01
LONG TRUONG Cap ban sao tir so goc - -
Ngay ban hanh:  21/7/2023
+ 01 (mot) phong bi dan tem ghi 6 ho tén, dia chi ngudi nhan. X

* Viéc yéu cau cap ban sao tir s gbe co thé thong qua nguoi dai
dién theo phap luat, nguoi dai dién theo uy quyén hoac cha, me,
con; vo, chéng, anh, chi, em rudt hodc ngudi thira ké khac cua
nguoi dugc cap ban chinh trong truong hop nguoi do da chét
PDbi v6i cac truong hop nay, thi phai xudt trinh gidy to ching
minh thudc d6i twong néu trén).

5.3 | S6 lwong ho so
01 bo

5.4 | Thoi gian xur ly
- Truong hop ndp truc tiép: Trong ngay co quan, gé chtre tiép nhan yéu cau hoic
trong ngay lam viéc ti€p theo, néu ti€p nhan yéu cau sau 15 gio.
- Truong hop yéu cau duoc gui qua buu chinh: Trong ngay co quan, t6 chirc
tiép nhén yéu cau (can cu theo ngay trén dau buu dién dén) hoic trong ngay lam
viéc tlep theo, néu tlep nhén yéu cau sau 15 gio.

5.5 | Noi tiép nhan va tra két qua
B6 phan tiép nhan va tra két qua cia UBND phudng

5.6 | Phi/Lé¢ phi
Theo quy dinh 1€ phi, phi cta ting linh vuc

5.7 | Quy trinh xir ly cong viéc

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

qua
B1 | Nop hd so : Cong dan chuin bi day

da hod so ndp tai b phan TN&TKQ
thuc hién giai quyét tha tuc hanh
chinh (ndp truc tiép hoic qua
duong buu di¢n)

Cong dan Khi co Theo muc 5.2
nhu cau
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B2 | Tiép nhan, d6i chiéu kiém tra tinh
hop 18 ciia hd so: Cong chic tiép
nhan hd so kiém tra tinh phép 1y va
n6i dung hd so.

- Truong hop hd so di day du, hop
1¢ viét gidy tiép nhan hd so va hen
tra két qua cho nguoi ndp hd so néu
nhan hd so sau 15 gio.

- Trudng hop hd so thiéu, khong
hop 18 thi cong chirc tiép nhan hod
so hudng dan cho nguoi dén ndp hod
so hoan thi¢n ~hé so theo quy dinh | B¢ phén
hodc huéng dan ngudi nc:)p hd so| TN&TKQ
dén co quan c6 thdm quyén ching
thue, néu nop ho so khong ding co
quan co tham quyén (huong dan
bang vin ban néu ndp hd so qua
duong buu di¢n)

- Ho so sau khi dugc huéng dan
theo quy dinh ma khong dugc bod
sung day du thi tir chdi tiép nhan ho
SO

Mau s6 01, 02,

03, 05, 06
(Thong tu
01/2018/TT-
0,5 gio VPCP)
lam viéc
H6 so

B3 |- Tién hanh cip ban sao tur sO goc Cong churc
cho nguoi ¢6 yéu. cau Truong hop | chuyén mén

2 gio'lam | Mau s6 02, 03,
viéc 05 (Thong tu

khong tim thiy s6 gdc hodc trong 01/2018/TT-
s0 goc khong co thong tin vé ndi VPCP)
dung yéu cau cap ban sao thi tra 101
bang van ban cho ngudi yéu cau.
- Thu 1€ phi theo quy dinh. .
- Trinh lanh dao Uy ban nhan dan Ho so
phuong ky.
B4 | Xem xét ho so va ky duyét bansao | Lanhdao | 1 gid lam
UBND Viéc Ban sao
phuong

BS Tlep nhén két qua, chuyén van thu | Coéng chirc
liy s6 dong dau thu 1y ho so
Phat hanh vin ban va chuyén vé bo
phan TN&TKQ

0,5 gio Mau s 06
lam viée (Thong tu
01/2018/TT-

VPCP)
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Luu ho so theo doi

B6

Tra két qua cho cong dan theo quy B6 phan Theo Két qua
dinh TN&TKQ | phieu hen

Ghi cNhLZ.' Néu fzé S0 bi chdm muon thi can bé thu ly bdo cdo ldnh dao va phdi c0O phiéu
xin 10i theo mau s6 04 (Thong tw 01/2018/TT-VPCP) tra cho TCCN

5.8

Co s6 phap ly

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 ciia Chinh pha vé
cap ban sao tir ban chinh, ching thuc chit ky va ching thuc hop ddng, giao dich
(c6 hiéu lrc ké tir ngay 10 nim 4 nim 2015);
- Thong tu s6 01/2020/TT-BTP ngay 03 thang 03 nim 2020 cua Bo truong Bo
Tu phap Quy dinh chi tiét va huéng dan thi hanh mot s6 diéu caa Nghi dinh sb
23/2015/ND-CP ngay 16 thang 02 nim 2015 ctia Chinh pht vé cap ban sao tir s6
gbc, chimg thuc ban sao tir ban chinh, chimg thuc chir ky va ching thuc hop
dong, giao dich;
- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nim 2016 ciia Bo Tai chinh
quy dinh mac thu, ché do thu, nop, quan ly va st dung phi chiing thuc (cé hiéu
lyc ké tir ngay 01 thang 01 nam 2017);
- Nghi dinh 61/2018/ND-CP vé thuc hién co ché mét cira, mot cira lién thong
trong giai quyét thi tuc hanh chinh.
- Thong tu 01/2018/TT-VPCP ngay 23/11/2018 huéng dan thi hanh mot s6 quy
dinh cta nghi dinh s6 61/2018/ND-CP ngay 23/04/2018 ctia Chinh phu vé thuc
hién co ché mét cira, mot cira lién thong trong giai quyét thi tuc hanh chinh.
Quyet dinh s6 2103/Qb-UBND ngay 28 thang 4 nam 2016 cua UBDN tahnth
phé Hd Chi Minh vé viéc cong bd thi tuc hanh chinh thuéc pham vi chirc ning
quan 1y ctia S Tu phap duoc chuan hoa tai Thanh phé HO Chi Minh.

- Quyét dinh s0 1114 /QD-UBND ngay 30 théng 3 ndm 2020 cta Chu tich Uy

ban nhan dan thanh phd Ve viéc phé duyét quy trinh ndi bo giai quyet thu tuc
hanh chinh thudc tham quyén tiép nhan cia UBND phuong, x4, thi tran.

6. BIEU MAU

TT

Tén Biéu mau

1.

Hé thdng biéu miu theo Théng tu 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 chéi tiép nhan giai quyét ho so
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* MAu s6 04 — Phiéu xin 131 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

7. HO SO LU'U: Ho so luu bao gdm cac thanh phan sau
TT Hé so lwu (ban chinh hoiic bin sao theo quy dinh)

1. | Thanh phan hd so can ndp theo myc 5.2

2. | Két qua giai quyét thu tuc hanh chinh
Cac ho so khac phat sinh trong qua trinh thuc hién

3. | Cac biéu mau theo co ché mot cira, mot cira lién thong dwgc ban hanh kém theo
théng tu 01/2018/TT-VPCP ngay 23/11/2018

Ho so duoc luu tai BO phan chuyén mon va b phan mét ctra theo quy dinh




