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3. Thii tuc Chirng thwe chir ky trong cac gidy to, viin ban (ap dung cho ca trwong hop ching thue diém chi va
truwong hop nguoi yéu cau chirng thuc khong thé ky, khong the diém chi dugrc)

3.1. Trinh tw, cach thirc, thoi gian gidi quyét thi tuc hanh chinh

T

Trinh ty thuc hién

Cach thirc thuce hi€én

Thoi gian giai quyét

Bwoc 1

Nop hd so thi tuc hanh

chinh:

1. Nop truc tiép qua Bo phan tiép nhan va tra két qua cia UBND
cép xa.

2. Ngoai try sé ctia UBND cép xi néu ngudi yéu cau ching thyc
thudc dién gia yéu, khong thé di lai duoc, dang bi tam gitlr, tam
giam, thi hanh an phat tu hodc c6 ly do chinh dang khéc.

- Sang: tir 07 gior dén
11 gi¢ 30 phdt;
- Chiéu: tr 13 gio 30
dén 17 gio cua Ccéc
ngay lam viéc.

Bworc 2

Tiép nhan va chuyeén ho

so thu tuc hanh chinh

Cong chtrc tiép nhén hd so tai Bo _phan tiép nhan va tra két qua
xem xét, kiém tra tinh chinh xac, ddy du cta ho so; quét (scan) va
luu trit ho so dién tir, cip nhét vao co so dit liéu ciia phan mém
mot ctra dién tir cua Tinh.

a) Truong hop hd so chua day du, chua chinh xac theo quy dinh,
cong chuc tiép nhan hod so phai huéng dan dai dién to chirc, ca
nhan bd sung, hoan thién hd so theo quy dinh va néu 13 1y do theo
mau Phiéu yéu cau bo sung, hoan thién ho so;

b) Trudng hop tir chdi nhan ho so, cong chirc tiép nhan ho so phai
néu 1 1y do theo mau Phiéu tir chéi giai quyét hd so thi tuc hanh
chinh;

¢) Truong hop ho so day du, chinh xac theo quy dinh cong chirc
tiép nhan ho so va lap Gidy tiép nhan ho so va hen ngay tra ket
qua; dong thoi, chuyén cho co quan c6 tham quyén dé giai quyét
theo quy trinh.

Chuyén ngay hd so
tiép nhan tryc tiép
trong ngay lam viéc
(khong dé qua 01 gio
lam viéc) hodc chuyén
vao dau gio ngay lam
viée tiép theo 601 voi
truong hop tiép nhan
sau 15 gio hang ngay.

Bwoc 3

Giai quyét thia tuc hanh

chinh

Sau khi nhan ho so thu tuc hanh chinh ttr Bo phan tiép nhan va tra
két qua cong chtrc tu phap - hd tich xem xét, tham dinh ho so,
trinh phé duy¢t két qua giai quyét thu tuc hanh chinh:

Trong ngay lam viéc,
trong do:
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1. Tiép nhan ho so (Bo phan TN&TKQ) 01 gio
2. Giai quyét hd so, trong do: 07 gio
+ Cong chirc tw phap — ho tich 04 gio
+ Lanh dao Uy ban nhdn ddn cdp xa 02 gio
+ Van thu 01 gio

Cong chirc tiép nhan va tra két qua nhap vao so theo ddi hd so va
phﬁn mém dién ti thuc hién nhu sau:

- Thong bao cho dai dién t6 chire, c4 nhan biét trude qua tin nhén,
thu dién ttr, dién thoai hodc qua mang xa hoi duoc cap c6 tham | - Sang: tir 07 gio dén
Tra két qua giai quyét | quyén cho phép d6i véi hd so giai quyét thi tuc hanh chinh trudce | 11 gio 30 phit;

Buérc 4 thu tuc hanh chinh thot han quy dinh. - Chiéu: tir 13 gio 30
- Pai dién t6 chuc, ca nhan nhan két qua giai quyet thu tuc hanh | dén 17 gid cua céc
chinh theo thoi gian, dia dlem ghi trén Glay tiép nhan hd so va | ngay 1am viéc.

hen tra két qua (xuat trinh gidy hen tra két qua). Cong chrre tra két
qua klem tra phleu hen va yéu cau ngudi dén nhan két qua ky nhan
vao sb va trao két qua.

3.2. Thanh phan, so lwong hd so

a) Thanh phan ho so

- Ban chinh hoidc ban sao c¢6 chimg thuc Gidy ching minh nhan dan/Cdan cude cong din hodc Ho chiéu con gia tri str dung.

- Giay to, van ban ma minh s€ yéu cau chimg thyc chir ky. Truong hop ching thue chir ky trong glay to, van ban bang tiéng
nudc ngoai, néu nguoi thuc hién ching thuc khong hiéu rd no1 dung cua gidy t0, van ban thi c6 quyén yeu cau nguoi yéu cau ching
thie ndp kém theo ban dich ra tiéng Viét ndi dung cua gidy to, van ban do (ban dich khong can cong ching hodc ching thuc chir
ky nguoi dich, nguoi yéu cau ching thuc phai chiu trach nhi€ém vé ndi dung cta ban dich).

b) S6 lugng hd so: 01 bd

3.3. Poi twong thuc hién thi tuc hanh chinh: C4 nhan

3.4. Co quan giai quyét thi tuc hanh chinh: Uy ban nhan dan cip xa.
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3.5. Két qua thye hién thii tuc hanh chinh: Gidy to, vin ban dugc chimg thuc chit ky/diém chi.

3.6. Phi, 18 phi: 10.000 dong/trieong hop (triwong hop dwoc tinh la mét hodc nhiéu chir ky trong mét gidy to, vin bdn).

3.7. Tén méu don, miu t& khai: Khong.

3.8. Yéu cau, diéu kién thwc hién thii tuc hanh chinh

Truong hop khong dugc ching thuc chir ky:

+ Tai thoi diém chimg thuc, nguoi yéu cau ching thuc chit ky khong nhan thirc va 1am chii dugc hanh vi ctia minh.

+ Nguoi yéu cau chimg thuc chir ky xudt trinh Gidy chtrng minh nhan dan hoic Ho chiéu khong con gia tri str dung hoic gia
mao.

+ Gidy to, van ban ma ngudi yéu cau chung thuc ky vao co ndi dung quy dinh tai Khoan 4 Piéu 22 cua Nghi dinh s6
23/2015/Nb-CP.

+ Gidy t0, vin ban c6 nji dung la hop dong, giao dich; trir Gidy ity quyén trong cdc truong hop Gidy uy quyén: (1) ity quyén
vé viéc ngp ho, nhan ho ho s0, gidy to, trir truong hop phdp ludt quy dinh khong duoc uy quyén; (2) wy quyen nhdn ho lwong huu,
buu pham, tro cdp, phu cdp; (3) ity quyén nho tréng nom nha cira; (4) iy quyén cia thanh vién hé gia dinh dé vay von tai Ngdn
hang chinh sach xa hoi; hodc trur truong hop phap ludt co quy dinh khac.

3.9. Can cwr phap ly cua thua tuc hanh chinh

- bicu 5,7, 23, 24, 25, 26 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phui vé cap bén sao tir ban chinh, chimg
thuc chir ky va chimg thuc hop dong, giao dich;

- Diéu 5, 12, 13, 14, 15 Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ciia B) Tu phap quy dinh chi tiét va huéng dan thi
hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, ching thuc chir
ky va chimg thuc hop dong, giao dich;

- Piéu 4 Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh mirc thu, ché d6 thu, ndp, quan Iy va
st dung phi chung thuc.

3.10. Luu ho so (ISO)

Thanh phén ho so lru B¢ phan luu triv Thoi gian luu




