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

XA TAN QUANG Doc l1ap - Tw do - Hanh phuc
S6: 123/QD-UBND Tan Quang, ngay 09 thang 3 nam 2021
QUYET PINH

Vé viéc cong khai Danh muc thii tuc hanh chinh va phé duyét
quy trinh ngi b gidi quyét thi tuc hanh chinh thugc pham vi,
chirc nang giai quyét xa Tan Quang

CHU TICH UY BAN NHAN DAN XA

Can cir Ludt To chirc chinh quyén dia phwong ngay 19 thang 6 nam 2015,
Ludt sua doz b6 sung mét s6 diéu cia Ludt Té chire Chinh phii va Ludt Té chirc
chinh quyén dia phwong ngay 22 thang 11 nam 2019;

Can cir Nghij dinh s6 63/2010/ND-CP ngay 08/6/2010 ciia Chinh phii vé kiém
sodt thu tuc hanh chinh; Nghi dinh s6 92/2017/ND-CP ngay 07/8/2017 cua Chinh
phu stra doi, bo sung mot so diéu cua cac Nghi dinh lien quan den kiem soat thu
tuc hanh chinh;

Can cir Nghi dinh s6 61/2018/NP-CP ngay 23/4/2018 cua Chinh phu vé thuec
hién co che mot cira, mot cuea lién thong trong giai quyét thu tuc hanh chinh;

Can civ Théng tw s6 02/2017/TT-VPCP ngay 31 thang 10 nam 2017 cua B
truong, Chu nhiém Van phong Chinh phu hudng dan vé nghiép vu kiém sodt thu tuc
hanh chinh;

Can cir Thong tw sé6 01/2018/TT-VPCP ngay 23/11/2018 cia BJ trucng,
Chii nhiém Vin phong Chinh phii hieéng dan thi hanh mét s6 quy dinh ciia Nghi
dinh sé 61/2018/NP-CP ngay 23 thang 4 ndm 2018 ciia Chinh phii vé thuc hién co
ché mét cira, mot civa lién théng trong gidi quyét thii tuc hanh chinh;

Theo dé nghi ciia cong chirc Van phong- Thong ké.
QUYET PINH:

Diéu 1. Cong khai va phé duyét kem theo Quyét dinh ndy Danh muc thi
tuc hanh chinh va quy trinh no1 by giai quyét thu tuc hanh chinh thu¢c pham
vi, chirc nadng quan ly ctia xa Tan Quang

1. Danh muc thu tuc hanh chinh chuan héa: Chi tiét c6 Phu luc I dinh kém,
GOm 140 thu tuc hanh chinh thudc tham quyén gidi quyét cua cap xa.

2. Phé duyét quy trinh noi bo giai quyét thi tuc hanh chinh: Chi tiét c6 Phu
luc II dinh kém 140 quy trinh.

Pi¢u 2. Trach nhiém thwe hién
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1. Niém yét, cong khai tai B6 phan tiép nhan va tra két qua, trang théng tin
dién tir xa, hudéng dan va td chirc ti€p nhan, luan chuyén ho so, tra két qua giai
quyét tha tuc hanh chinh cho t6 chiic, ca nhan theo ding quy dinh.

2. Can bd cong chire lam viéc tai BO phan tiép nhén va tra két qua co trach
nhiém phdi hop thudong xuyén ra soat thi tuc hanh chinh, quy trinh dién tir trén Hé
thdng thong tin mot cira dién tir ctia tinh, bao cdo két qua ra soat TTHC va phuong
an don gian hod TTHC theo quy dinh.

Diéu 3. Vin phong HDND&UBND x4 va céc t0 chitc, ¢4 nhan c6 lién quan
chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhan:

- Nhu Diéu 3;

- Van phong HDND&UBND huyén;
- Lanh dao UBND xa;

- Trang thong tin dién tur x4;

- Luu: VT.
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Phu luc I

#MYC THU TUC HANH CHINH CHUAN HOA
/¥4 CHU'C NANG GIAI QUYET CUA XA TAN QUANG

liehjso 123 /OD-UBND ngay09 thang 3 nim 2021 ciia Chii tich

UBND xa Tan Quang)

TT

Tén thu tuc
hanh chinh

Thai han giai
quyét

Dia diém
thuc hién

Phi, 1€ phi
(néu o)

Can cu phap ly

I. Linh vue dat dai

ol

1 |Pang ky thé | Trong ngay nhdn UBND Xi | 80.000d - Luat dit dai nim
chip tai san | Do so hop I Neéu 2013, ¢6 hidu luc tir ngay
gin lién voi | 1han ho so sau 15 01/7/2014;
dit khong phai | £ i~ hoan - Lut nha & nim
e PR thanh  viée dang ¢
la nha & ma tai ky va tra két qud 2014, c6 hiéu lyc tir ngay
san d6 da hinh | ngay trong ngay 01/7/2015;
thanh  nhung | lam  viéc tiép - Luat phi va Ié phi
chua  dugc | theo. Truong hop nim 2015, c6 hiéu lyc tir
chimg  nhan | Phal kéo dii (o] ngay 01/01/2017;
quyin s b | S0 £ AL - Nahi aimn s
trén Gidy | qua 03 ngay lam 102/2017/ND-CP ngay
ching  nhén | yigc ké tu ngay 01/9/2017 cta Chinh phu
(cap xa) nhan ho so ding vé dang ky bién phap bao

ky hop 1€. dam, co6 hi€u luc ngay
15/10/2017;

- Nghi dinh s6
43/2014/ND-CP ngiy
15/5/2014 ctua Chinh phu
quy dinh chi tiét thi hanh
mot s6 diéu cia Luat Dat
dai, c6 hi¢u lyc tr ngay
01/7/2014;

- Nghi dinh s
99/2015/NB-CP ngay 2

2 bang ky bao | Trong ngay | UBND Xa | 80.0004 - Luét dat dai nam
luu quyén sé | nhan hd so hop 2013, c6 hiéu lyc tir ngay
hiru trong | I¢. Néu nhan ho 01/7/2014;
truong hop | so sau 15 gio, - Luat nha ¢& nam

mua ban tai

vo1 dat ¢6 bao

san gan lién

luu q}lyén SO
hiru(cap xa)

thi hoan thanh
viéc dang ky va
tra két qua ngay
trong ngay lam
viéc tiép theo.
Truong hop phai
kéo dai thoi gian
giai quyét ho so
thi cling khong
qua 03 ngay lam

2014, c6 hi¢u lyc tr ngay
01/7/2015;

- Luat phi va I¢ phi
nam 2015, c6 hiéu luc tir
ngay 01/01/2017;

- Nghi dinh sb
102/2017/ND-CP  ngay
01/9/2017 cua Chinh phu
vé dang ky bién phap bao
dam, cé hiéu luc ngay




viéc ké tor ngay
nhan ho so dang
ky hop 1¢.

15/10/2017, ’
- Nghi dinh so
43/2014/ND-CP ngay

15/5/2014 cua Chinh phu
quy dinh chi tiét thi hanh
mdt sb diéu cua Luat Dat
dai, c6 hiéu luc tor ngay
01/7/2014;

- Nghi dinh s
99/2015/ND-CP ngay 2

3 Thu tuchoa | Khong qua .45 UBND Xa Khér}g quy - Lujt Dét dai;
gidi tranh chap | ngay lam viéc dinh ) ] ,
dat dai (dbi v6i cac xa - Nghi dinh  s6
mién ndi, thoi 43/2014/ND-CP  ngay
gian giai quyét 15{5/2014 cia Chinh
dugc cong thém phu;
khong qua 10 - Nghi dinh s
ngay). 01/2017/ND-CP ngiy
06/01/2017 cta Chinh
phu;
I1. Linh vuc nguoi c6 cong
1 Thu tuc xdc | ngay 1am viéc UBND Xa | Khong - Phép 1énh uu dai
nhan vao don ngudi co6 cong voi cach
dé nghi di mang;
chuyén hai cot -Nghi dinh s
liét si; don dé 31/2013/ND-CP ngay
nghi tham 09/4/2013 cua Chinh Phu
vieng m¢ liét vé viéc quy dinh chi tiét,
s huéng dan thi hanh mot sé
diéu cua Phap lénh wu dai
Nguoi c6 cong vdi cach
mang;
- Thong tu s6
13/2014/TTLT-
BLDTBXH-BTC hudéng
dan ché 46 diéu dudng
phuc hdi stc khoe, cip
phuong tién tro gitip, dung
cu chinh hinh déi véi
nguoi c6 cong voi cach
mang va than nhan; quan
ly cac cong trinh ghi cong
liét si.
2 Tha tuc uy | 01 ngay lam viéc | UBND Xa | Khong - Phap Iénh uu dai

quyén huéng
trg  cap, phu
cap uu dai

nguoi c¢6 cong véi cach
mang; )

-Nghi dinh s6
31/2013/Nb-CP ngay
09/4/2013 cua Chinh Phu
veé viéc quy dinh chi tiét,




huéng dan thi hanh mot so6
di€u cua Phap I¢nh vu dai
Nguoi c¢6 cong voi cach
mang; ,
- Thong tu so
05/2013/TT-
BLDTBXH huéng dan vé
thu tuc 1ap hd so, quin 1y
hd so, thuc hién ché do uu
dai nguoi cd cong vébi
cach mang va than nhan.

toan thu lao

05 ngay lam

II1. Linh vuc hoa giai
1 Th}’l tuc cf)p"g Trong t‘h(‘ri h‘an UBND Xa | Khong - Lut hoa gidi & co s& ndm
nhan hoa giai | 05 ngay lam 2013
vién viée, ké tir ngay ’ ) )
nhan da hd so - Nghi quyét lién tich s6
theo quy dinh. 01/2014/NQLT-CP-
UBTUMTTQVN  ngay
18/11/2014 cua Chinh phu
va Uy ban Trung wong
Mit trdn T6 quoc Vigt
Nam, huéng dan phdi hop
thuc hién mot sd quy dinh
ctia phap luat vé hoa giai ¢
CO 0.
2 Th}’l tl_gc C(j)ng Trong t‘h(‘yi h‘an UBND Xa | Khong - Lut hoa gidi & co s& ndm
nhén t6 truong | 05 ngay lam 2013
t0 hoa giai viéc, ké tir ngay ’ ) )
nhan da hd so - Nghi quyét lién tich so
theo quy dinh. 01/2014/NQLT-CP-
UBTUMTTQVN ngay
18/11/2014 cua Chinh phu
va Uy ban Trung wong
Mt tran T quéc Viét
Nam, huéng dan phdi hop
thuc hién mot sd quy dinh
ctia phép luat vé hoa giai ¢
CO SO.
3 Thu tuc thoi | Trong thoi han | UBND Xa | Khong Luat hoa oidi & .
. A . A - Luat hoa gidi ¢ co s6 nam
lam hoa giai| 05 ngay lam 2013
vién viée, ké tir ngay ’ ) )
nhan da hd so - Nghi quyét lién tich so
theo quy dinh. 01/2014/NQLT-CP-
UBTUMTTQVN ngay
18/11/2014 cua Chinh phu
va Uy ban Trung wong
Mit tran T6 qudc Viét
Nam, huéng dan phdi hop
thuc hién mot sd quy dinh
ctia phép luat vé hoa giai ¢
CO sO.
4 Thu tuc thanh | Trong thoi han | UBND Xa | Khong

- Luat hoa gidi ¢ co s6 ndm




cho hoa gidi
vién

viée, ké tir ngay
nhan du ho so
theo quy dinh.
T6 hoa giai thuc
hién tra thu lao
cho hoa giai
vién theo quyét
dinh cta Uy ban
nhan dan cép xa
trong thoi han
03 ngay, ké tir
ngay nhan duogc
thu lao.

2013;

- Nghi dinh s6
15/2014/Nb-CP ngay
27/02/2014 cta Chinh phu
quy dinh chi tiét mot sb
diéu va bién phap thi hanh
Luat hoa giai & co sé.

IV. Linh vuc méi trudong

- Luat Da dang sinh hoc

1 Xac nhan Hop | Khong qua 03 | UBND Xa | Khong quy | -,
dong tiép can | ngay lam viéc dinh 50 20/2008/QH12; .
ngudn gen va p Nghi dinh 30
o 59/2017/Nb-CP ngay
chia & loi ich 12/5/2017 cia Chinh phi
v€ quan 1y ti€p can nguon
gen va chia sé loi ich tu
viéc sir dung nguon gen.
2 | Tham véin ¥ |- Thoi han kiém | UBND X3 | Khong  quy - Luat Bao vé mdi
kién trong qua | tra, tra lai hd so: dinh truong nam 2014;
trinh thuc hién | khong quy dinh. - Nghi dinh s6
danh gia tac | - Thoi han xu 1y 18/2015/Nb-CP;
dong méi | hd so:  Trong - Nghi dinh s
truong; thoi  han 15 40/2019/ND-CP;
(muoi lam) ngay
lam viéc. - Thoi
han cho két qua
xtt ly: Trong
thoi han 15
(muoi 1am) ngay
lam viéc.
V. Linh vuc hd tich
1 Tha tuc ding |02 ngady lam | UBND Xa | Mién 18 phi. - B0 luat Dan su;
ky chdm dut | viéc ké tir ngay - Luat ho tich nam
giam ho cong chuc tu 2014;

phap — hé tich
nhan du ho so
hop 1€.

-Nghi dinh s
123/2015/NDb-CP ngay
15/11/2015 cta Chinh phu
quy dinhchi tiét mot sd
diéu va bién phap thi hanh
Luat ho tich;

- Thong tu sd
15/2015/TT-BTP ngay
16/11/2015 cia Bo Tu
phap hudng dan thi hanh
mot sd diéu cta Luat hd
tich va Nghi dinh s



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

123/2015/ND-CP  ngay
15/11/2015 cua Chinh phu
quy dinh chi tiét mot sd
diéu va bién phéap thi hanh
Luat ho tich.

Thu tuc dang | Ngay trong ngay | UBND Xa | L¢ phi: 5.000 - Luat ho tich nam
ky khai sinh cong chuc tu dong/lan. 2014;
phap — ho tich Mién 1& phi - Nghi dinh s
tiép nhan yéu dbi v6i | 123/2015/ND-CP ngay
cau, truong hop truong  hop | 15/11/2015 ciia Chinh phi
nhan hd so sau khai sinh | quy dinh chi tiét mot sb
15 gio ma khong ding han, | diéu va bién phap thi hanh
giai quyét duoc nguoi  thudc | Luat ho tich;
ngay thi tra két gia dinh c¢o - Théng tu sb
qud trong ngay cong vai cach | 15/2015/TT-BTP ngay
lam viéc tiép mang; nguoi | 16/11/2015 cia Bo Tu
theo. thuoc ho | phdp huéng dan thi hanh
ngheo; nguodi | mot s6 diéu cua Luat ho
Kkhuyét tat. tich va Nghi dinh s
123/2015/NDb-CP  ngay
15/11/2015 cta Chinh phu
quy dinh chi tiét mot sb
diéu va bién phép thi hanh
Luét ho tich;
- Quyét dinh sd
32/2016/Qb-UBND ngay
01/11/2016 cua UBND
tinh Hai Duwong vé viéc
quy dinh muc thu, ché do
thu, nop, quan ly va su
dung phi, 1¢ phi thudc
thAm quyén quyét dinh
cia HoOi dong nhan dan
tinh Hai Duong.
Thu tyuc ding | Ngay trong ngay | UBND X& | Mién 1¢ phi - Luat ho tich nam
ky két hon cong chuc tu 2014;
phdp - ho tich - Luat hon nhén va
tiép nhan ho so; gia dinh ndm 2014;

truong hop nhan
hd so sau 15 gio
ma khong gidi
quyét duoc ngay
thi tra két qua
trong ngay lam
viéc tiép theo.
Trudong hop can
x4c minh diéu
kién két hon cua
hai bén nam, nit
thi thoi han giai

- Nghi dinh s
123/2015/Nb-CP  ngay
15/11/2015 cta Chinh phu
quy dinh chi tiét mot sd
diéu va bién phép thi hanh
Luat ho tich;

- Thong tu sd
15/2015/TT-BTP  ngay
16/11/2015 cia BO Tu
phap huéng dan thi hanh
mot sb didu caa Luét hod
tich va Nghi dinh s
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quyét khong qua
05 ngay lam
viéc.

123/2015/ND-CP  ngay
15/11/2015 cua Chinh phu
quy dinh chi tiét mot sd
diéu va bién phéap thi hanh
Luat ho tich;

- Quyét dinh sb
32/2016/QDb-UBND ngay
01/11/2016 cua UBND
tinh Hai Duwong vé viéc
quy dinh muc thu, ché do
thu, ndp, quan ly va su
dung phi, 1€ phi

Thu tuc dang
ky nhan cha,
me, con

03 ngay lam
viéc ké tir ngay
cong chuc tu
phap - ho tich
tiép nhan ho so.
Truong hop can
phai xac minh
thi thoi han gidi
quyét khong qua
08 ngay lam
viéc.

UBND Xa

L¢é phi:
10.000 dong.
Mién 1& phi

cho nguoi
thude gia
dinh c6 cong
Vo1 cach

mang; nguoi
thudc ho
ngheo; nguoi
khuyét tt.

- Luat hon nhan va
gia dinh ndm 2014;

- Luat ho tich nam
2014;

- Nghi dinh s
123/2015/ND-CP  ngay
15/11/2015 cua Chinh phu
quy dinh chi tiét mot sd
diéu va bién phép thi hanh
Luat ho tich;

- Thong tu sd
15/2015/TT-BTP ngay
16/11/2015 cia Bo Tu
phap huéng dan thi hanh
mot sb didu caa Luat hod
tich va Nghi dinh s6
123/2015/Nb-CP  ngay
15/11/2015 cta Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat ho tich;

- Quyét dinh s
32/2016/QD-UBND ngay
01/11/2016 cia UBND
tinh Hai Duong vé viéc
quy dinh muc thu, ché do
thu, ndp, quan ly va su
dung phi, 1€ phi thudc
thim quyén quyét dinh
cia Hoi dong nhan dan
tinh Hai Duong.

Thu tuc dang
ky khai sinh
két hop nhan
cha, me, con

03 ngay lam
viée ké tir thoi
diém Céng chirc
tu phap — ho tich
nhan da hd so
hop 1€, truong

UBND Xa

+ bDang ky
khai sinh:
5.000 dong.
Mién 1¢& phi
doi voi
truong  hop

- Luat hon nhan va
gia dinh ndm 2014;

- Luat ho tich nam
2014;

- Nghi
123/2015/NDb-CP

dinh s
ngay



http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

hop phai xac
minh thi khong
qua 08 ngay lam
viéc.

dang ky khai
sinh dung
han; nguoi
thudc gia
dinh c6 cong
voi cach

mang; nguoi
thudc ho
nghéo; nguoi
khuyét tat. +
L¢ phi dang
ky nhan cha,
me, con:
10.000 dong.
Mién 1& phi

cho  nguoi
thudc gia
dinh c6 cong
véi cach

mang; nguoi
thudc ho
ngheo; nguoi
khuyét tat.

15/11/2015 cta Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat ho tich;

- Thong tu sd
15/2015/TT-BTP ngay
16/11/2015 cta Bo Tu
phap hudng dan thi hanh
mot s6 didu cua Luat ho
tich va Nghi dinh s
123/2015/NDb-CP  ngay
15/11/2015 ctua Chinh phu
quy dinh chi tiét mot sb
diéu va bién phép thi hanh
Luét ho tich;

- Quyét dinh sd
32/2016/Qb-UBND ngay
01/11/2016 cia UBND
tinh Hai Duong vé& viéc
quy dinh muc thu, ché do
thu, nop, quan ly va su
dung phi, 1¢ phi thudc
thAm quyén quyét dinh
cia Hoi dong nhan déan
tinh Hai Duong.

Thu tuc dang
ky khai tur

Ngay trong ngay
cong chic tu
phdp — ho tich
tiép nhan yéu
cau, truong hop
nhan hd so sau
15 gio ma khong
giai quyét duoc
ngay thi tra két
qua trong ngé}y

lam viéc tiép
theo. Truong
hop can xac
minh thi thoi

han giai quyét
khong qua 03
ngay lam viéc.

UBND Xa

L¢ phi: 5.000
dong. Mién 1¢
phi dbi véi
truong  hop
dang ky khai
to ding han,
nguoi  thudc
gia dinh c6
cong voi cach
mang; nguoi
thudc ho
ngheo; nguoi
khuyét tt.

- Luat ho tich nam
2014;

- Nghi dinh sd
123/2015/ND-CP ngay
15/11/2015 ciia Chinh phu
quy dinh chi tiét mot sb
diéu va bién phép thi hanh
Luét ho tich;

- Théng tur s
15/2015/TT-BTP  ngay
16/11/2015 cia BO Tu
phap huéng dan thi hanh
mot s6 diéu cia Luat ho
tich va Nghi dinh s
123/2015/ND-CP  ngay
15/11/2015 ctia Chinh phu
quy dinh chi tiét mot sd
diéu va bién phép thi hanh
Luat ho tich;

- Quyét dinh s
32/2016/QD-UBND ngay
01/11/2016 cia UBND
tinh Hai Duong vé& viéc
quy dinh muc thu, ché do
thu, ndp, quan ly va su
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dung phi, 1¢ phi thudc
thAm quyén quyét dinh
cia Hoi dong nhan déan
tinh Hai Duong.

Thu tuc dang | 05 ngay lam | UBND Xa | L¢ phi: 5.000 - Luat ho tich nam
ky khai sinh | viéc. dong. Mién 1¢ | 2014;
luu dong phi ddi voi - Nghi dinh s
truong  hop | 123/2015/NDb-CP ngay
dang ky khai | 15/11/2015 cta Chinh phu
sinh  dung | quy dinh chi tiét mot sb
han; dang ky | diéu va bién phép thi hanh
cho nguoi | Luat ho tich;
thudc gia - Théng tur s
dinh c6 cong | 15/2015/TT-BTP ngay
voi cach | 16/11/2015 cua Bo Tu
mang; nguoi | phap hudng dan thi hanh
thudc ho | mot sb didu cua Luat hod
nghéo; nguoi | tich va Nghi dinh sé
Kkhuyét tat. 123/2015/ND-CP  ngay
15/11/2015 cua Chinh phu
quy dinh chi tiét mot sd
diéu va bién phép thi hanh
Luat ho tich;
Quyét dinh sb
32/2016/QD-UBND ngay
01/11/2016 cia UBND
tinh Hai Duong vé viéc
quy dinh muc thu, ché do
thu, ndp, quan ly va su
dung phi, 1€ phi thudc
thim quyén quyét dinh
cia Hoi dong nhan dan
tinh Hai Duong.
Thu tyc ding | 05 ngay lam UBND Xi | Mién 1¢ phi. - Luat hd tich nim
ky két hon luu | viée 2014;
dong - Luat hon nhan va
gia dinh ndm 2014;
- Nghi dinh s

123/2015/ND-CP  ngay
15/11/2015 ctua Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat ho tich;

- Thong tu sd
15/2015/TT-BTP ngay
16/11/2015 cua Bo Tu
phap huong dan thi hanh
mot sd didu cia Luat ho
tich va Nghi dinh sé
123/2015/ND-CP  ngay
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15/11/2015 cta Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat ho tich.

- Quyét dinh s
32/2016/Qb-UBND ngay
01/11/2016 cua UBND
tinh Hai Duong vé viéc
quy dinh muc thu, ché do
thu, ndp, quan 1y va st
dung phi, ¢ phi thudc
thim quyén quyét dinh
cia Hoi dong nhan dan
tinh Hai Duong.

9 Thu tuc dang 05 ngay lam UBND Xa | L¢ phi: 5.000 - Luat ho tich nam
ky khai tir lvu | viéc. dong. Mién 1¢ | 2014;
dong phi d6i voi - Nghi dinh s6
truong hop 123/2015/Nb-CP  ngay
dang ky khai | 15/11/2015 cta Chinh phu
tr dung han; | quy dinh chi tiét mot sd
dang ky cho | diéu va bién phép thi hanh
nguoi thudc Luat ho tich;
gia dinh c6 - Thong tu sd
cong voi cach | 15/2015/TT-BTP ngay
mang; nguoi | 16/11/2015 cua Bo Tu
thudc ho phap huéng dan thi hanh
nghéo; ngudi | mot s6 diéu cua Luat ho
khuyét tat. tich va Nghi dinh s
123/2015/NDb-CP  ngay
15/11/2015 ctua Chinh phu
quy dinh chi tiét mot sb
diéu va bién phép thi hanh
Luét ho tich;
- Quyét dinh sd
32/2016/Qb-UBND ngay
01/11/2016 cia UBND
tinh Hai Duwong vé viéc
quy dinh muc thu, ché do
thu, nop, quan ly va su
dung phi, 1¢ phi thudc
thAm quyén quyét dinh
cia HoOi dong nhan dan
tinh Hai Duong.
10 | Thu tyc dang |03 ngay lam | UBND X4 | Mién 1¢ phi - B6 luat Dan su;
ky giam ho viéc ké tir ngay - Luat ho tich nam
cong chuc tu 2014;

phap — ho tich
nhian dd ho so
hop €.

- Nghi dinh s
123/2015/ND-CP  ngay
15/11/2015 ctua Chinh phu
quy dinh chi tiét mot sd
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diéu va bién phép thi hanh
Luat ho tich;

- Théng tu sb
15/2015/TT-BTP ngay
16/11/2015 cia BO Tu
phap huéng dan thi hanh
mot sb didu caua Luét hod
tich va Nghi dinh s
123/2015/NDb-CP  ngay
15/11/2015 cta Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat ho tich.

- Quyét dinh s
32/2016/QDb-UBND ngay
01/11/2016 cia UBND
tinh Hai Duong vé viéc
quy dinh muc thu, ché do
thu, ndp, quan 1y va st
dung phi, ¢ phi thudc
thAm quyén quyét dinh
cia Hoi dong nhan dan
tinh Hai Duong.

11

Thu tuc dang
ky cham dut
giam ho.

02 ngay lam
viéc ké tir ngay
cong chuc tu
phap — hd tich
nhan di hod so
hop €.

UBND Xa

Mién 1& phi

- B6 luat Dan su;

- Luat ho tich nam
2014;

- Nghi dinh s
123/2015/ND-CP  ngay
15/11/2015 ciia Chinh phu
quy dinh chi tiét mot sd
diéu va bién phép thi hanh
Luat ho tich;

- Thong tu sd
15/2015/TT-BTP  ngay
16/11/2015 cia BO Tu
phap huéng dan thi hanh
mot sb didu caa Luét hod
tich va Nghi dinh s6
123/2015/ND-CP  ngay
15/11/2015 cta Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat ho tich.

- Quyét dinh s
32/2016/QD-UBND ngay
01/11/2016 cia UBND

tinh Hai Duong vé viéc
quy dinh muc thu, ché do
thu, ndp, quan ly va su
dung phi, 1€ phi thudc
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tham quyén quyét dinh
cia Hoi dong nhan dan
tinh Hai Duong

12 | Tha tuc thay |- 03 ngay lam | UBND Xa | L¢ phi: - B§ luat Dan sy;
d6i, cai chinh, | viéc dbi voi yéu 10.000 dong. - Luét ho tich nim
bod sung ho cau thay ddi, cai Mién 1& phi | 2014;
tich chinh ho tich; cho  nguoi - Nghi dinh s

truong hop phai thude gia | 123/2015/Nb-CP ngay
xac minh thi dinh c6 cong | 15/11/2015 cta Chinh phu
thoi han giai v6i cach | quy dinh chi tiét mot sd
quyét khong qua mang; ngudi | diéu va bién phép thi hanh
06 ngay lam thudc ho | Luat ho tich;
viée ké tir thoi ngheo; nguodi - Thong tu s
diém cong chirc khuyét tt. 15/2015/TT-BTP  ngay
tu phép - ho tich 16/11/2015 cua BO Tu
nhan da hd so phap hudng dan thi hanh
hop 1&. - Ngay mot s6 diéu cia Luat ho
trong ngay lam tich va Nghi dinh sé
viée ddi vai yéu 123/2015/ND-CP  ngay
cau bd sung ho 15/11/2015 cta Chinh phu
tich, truong hop quy dinh chi tiét mot sd
nhan hd so sau diéu va bién phép thi hanh
15 gi6 ma khong Luat ho tich;
giai quyét duoc Quyét dinh sb
ngay thi tra két 32/2016/QD-UBND ngiy
qua trong ngay 01/11/2016 cua UBND
lam viéc tiép tinh Hai Duong vé viéc
theo. quy dinh muec thu, ché do
thu, ndp, quan ly va su
dung phi, 1€ phi thudc
thim quyén quyét dinh
cia Hoi dong nhan dan
tinh Hai Duong.

13 | Tha tuc cép |03 ngdy lam | UBND Xi | Lé phi: - Luét hon nhan va
Gidy xac nhédn | viéc ké tir thoi 10.000 dong. | gia dinh nim 2014;
tinh trang hon diém cong chuc Mién 1é& phi - Luat ho tich nam
nhan tu phap — hd tich cho nguoi | 2014;

nhan da hd so thude gia - Nghi dinh s
hop 1¢. Truong dinh c6 cong | 123/2015/ND-CP ngay
hop phai guri van voi cach | 15/11/2015 cta Chinh phu
ban xac minh thi mang; nguoi | quy dinh chi tiét mot sb
thoi han gidi thuodc ho | diéu va bién phap thi hanh
quyét khong qua ngheo; nguodi | Luat ho tich;

06 ngay lam khuyét tat. - Thong tu sd
viéc (khong tinh 15/2015/TT-BTP ngay
thoi gian  gui 16/11/2015 cta Bo Tu

van ban yéu cau
xac minh va thoi
gian gui van ban
tra 10 két qua

phap huong dan thi hanh
mot so diéu cua Luat hd
tich va Nghi dinh sé
123/2015/Nb-CP ngay
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xac minh qua h¢

15/11/2015 cta Chinh phu

théng buu quy dinh chi tiét mot sd
chinh). diéu va bién phap thi hanh
Luat ho tich;
- Quyét dinh s
32/2016/Qb-UBND ngay
01/11/2016 cia UBND
tinh Hai Duong vé viéc
quy dinh muc thu, ché do
thu, ndp, quan 1y va st
dung phi, ¢ phi thudc
thim quyén quyét dinh
cia Hoi dong nhan dan
tinh Hai Duong
14 | Thu tuc dang 05 ngay lam UBND Xa | L¢ phi: 5.000 - Luat ho tich nam
ky lai khai viéc tinh tir thoi dong. Mién 1¢ | 2014;
sinh diém cong chirc phi cho ngudi - Nghi dinh s6
tu phap — hd tich thudc gia 123/2015/Nb-CP ngay
nhan du hd so dinh ¢6 cong | 15/11/2015 cta Chinh phu
hop 1¢. Truong véi cach quy dinh chi tiét mot sb
hop phai c6 van mang; ngudi | diéu va bién phép thi hanh
ban xac minh thi thudc ho Luat ho tich;
thoi han giai nghéo; ngudi - Thong tu sd
quyét khong qua khuyét tt. 15/2015/TT-BTP  ngay
13 ngay lam 16/11/2015 cta Bo Tu
viéc (khong tinh phap huéng dan thi hanh
thoi gian gui mot sd diéu cta Luat hd
van ban yéu cAu tich va Nghi dinh $6
xac minh va thoi 123/2015/NDb-CP  ngay
gian guri van ban 15/11/2015 cua Chinh phu
tra 101 két qua quy dinh chi tiét mot sb
xac minh qua hé diéu va bién phép thi hanh
théng buu Luét ho tich;
chinh). - Quyét dinh sd
32/2016/Qb-UBND ngay
01/11/2016 cia UBND
tinh Hai Duwong vé viéc
quy dinh muc thu, ché do
thu, nop, quan ly va su
dung phi, 1¢ phi thudc
thAm quyén quyét dinh
cia HoOi dong nhan dan
tinh Hai Duong.
15 | Thu tuc dang | 05 ngay lam | UBND Xa | L¢ phi: 5.000 - Luat ho tich nam
ky khai sinh | viéc ké tir thoi dong. Mién 1¢ | 2014;

cho nguoi da
c6 ho so, giay
to cd nhan

diém cong chirc
tu phap — ho tich
nhan da hd so
hop 1&. Truong
hop phai c6 van

phi cho nguoi
thude gia
dinh c6 cong
voi cach
mang; nguoi

- Nghi dinh s
123/2015/ND-CP  ngay
15/11/2015 cta Chinh phu
quy dinh chi tiét mot sb
diéu va bién phép thi hanh
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ban xac minh thi thudc ho | Luat ho tich;
thoi han gidi nghéo; nguoi - Thong tu sd
quyét khong qua khuyét tt. 15/2015/TT-BTP  ngay
13 ngay lam 16/11/2015 cta Bo Tu
viéc (khong tinh phap huéng dan thi hanh
thoi gian gui mot sd diéu cta Luat hd
van ban yéu ciu tich va Nghi dinh $6
xac minh va thoi 123/2015/NDb-CP ngay
gian gui van ban 15/11/2015 cua Chinh phu
tra 1oi két qua quy dinh chi tiét mot sb
x4c minh qua hé diéu va bién phép thi hanh
théng buu Luat ho tich;
chinh). - Quyét dinh sd
32/2016/Qb-UBND ngay
01/11/2016 cia UBND
tinh Hai Duong vé& viéc
quy dinh muc thu, ché do
thu, nop, quan ly va su
dung phi, 1¢ phi thudc
thAm quyén quyét dinh
cia Hoi dong nhan déan
tinh Hai Duong.
16 | Thu tuc dang | 05 ngay lam | UBND Xa | L¢é phi: - Luat ho tich nam
ky lai két hon | viéc tinh tir thoi 25.000 dong. | 2014;
diém cong chic Mién 1& phi - Luét hon nhan va
tu phap — hd tich cho nguoi | gia dinh nam 2014;
nhan da hd so thudc gia - Nghi dinh $6
hop 1&. Truong dinh c6 cong | 123/2015/ND-CP ngay
hop phai c6 van Vo1 cach | 15/11/2015 cua Chinh phu
ban xac minh thi mang; nguoi | quy dinh chi tiét mot sd
thoi han gidi thudc ho | diéu va bién phép thi hanh
quyét khong qua ngheo; nguoi | Luét ho tich;
13 ngay lam khuyét tat. - Thong tu sd
viéc (khong tinh 15/2015/TT-BTP ngay
thoi gian  gui 16/11/2015 cia Bo Tu

van ban yéu cau
xac minh va thoi
gian guri van ban
tra 101 két qua
xac minh qua h¢
théng buu
chinh).

phap huéng dan thi hanh
mot sb didu caa Luét hod
tich va Nghi dinh s6
123/2015/NDb-CP  ngay
15/11/2015 cta Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat ho tich;

- Quyét dinh s6
32/2016/QDb-UBND ngay
01/11/2016 ctia UBND
tinh Hai Duong vé viéc
quy dinh muc thu, ché do
thu, ndp, quan ly va su
dung phi, 1€ phi thudc
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tham quyén quyét dinh
cia Hoi dong nhan dan
tinh Hai Duong

17 | Thu tuc dang | 05 ngay lam | UBND X3 | L¢ phi: 5.000 - Luat ho tich nam
ky lai khai tr | viéc tinh tir thoi dong. Mién 1¢ | 2014;
diém cong chirc phi cho nguoi - Nghi dinh s
tu phép -ho tich thudc gia | 123/2015/ND-CP ngay
nhan du ho so dinh c6 cong | 15/11/2015 cia Chinh phu
hop 1¢. Truong voi cach | quy dinh chi tiét mot sd
hop can xéc mang; ngudi | didu va bién phap thi hanh
minh thi thoi thudc ho | Luat ho tich;
han giai quyét ngheo; nguoi - Thong tu sd
khong qua 10 khuyét tat 15/2015/TT-BTP  ngay
ngay lam viéc. 16/11/2015 cua B¢ Tu
phap huéng dan thi hanh
mot sb didu caa Luat hod
tich va Nghi dinh s6
123/2015/Nb-CP  ngay
15/11/2015 cta Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat ho tich;
- Quyét dinh s
32/2016/Qb-UBND ngay
01/11/2016 cia UBND
tinh Hai Duong vé viéc
quy dinh muc thu, ché do
thu, ndp, quan ly va su
dung phi, 1€ phi thudc
thim quyén quyét dinh
cia Hoi dong nhan dan
tinh Hai Duong.
18 | Thu tuc cap Ngay trong ngay | UBND Xa | L¢ phi: 3.000 - Luat ho tich nam
ban sao trich tiép nhén hd so; déng/ 1 ban 2014;
luc ho tich truong hop nhan sao; Mién 18 - Nghi dinh s

hé so sau 15 gid
ma khong giai
quyét dugc ngay
thi tra két qua
trong ngay lam
viéc tiép theo.

phi cho nguoi
thudc gia
dinh c6 cong
vé6i cach
mang; nguoi
thuoc ho
ngheo; ngudi
khuyét tat.

123/2015/ND-CP  ngay
15/11/2015 ctua Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat ho tich;

- Thong tu sd
15/2015/TT-BTP ngay
16/11/2015 cia Bo Tu
phap huéng dan thi hanh
mot sd didu caua Luat hod
tich va Nghi dinh s
123/2015/ND-CP  ngay
15/11/2015 cta Chinh phu
quy dinh chi tiét mot sb
diéu va bién phép thi hanh
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Luat ho tich;

- Quyét dinh s
32/2016/Qb-UBND ngay
01/11/2016 ctia UBND
tinh Hai Duong vé viéc
quy dinh muc thu, ché do
thu, ndp, quan 1y va st
dung phi, ¢ phi thudc
thim quyén quyét dinh
cia Hoi dong nhan dan
tinh Hai Duong.

19

Lién thong thu
tuc hanh chinh
vé ding ky
khai sinh, dang
ky thuong tra,
cip thé bao
hiém y té cho
tré em dudi 6
tudi

- Thoi han thuc
hién lién thong
cac thu tuc hanh
chinh dang ky
khai sinh, dang
ky thuong tra,
cap thé bao hiém
y té cho tré em
dusi 6 tudi toi
da khong qua 20
ngay lam viéc,
ké tr ngay nodp
da hd so theo

quy dinh. -
Truong hop hod
so, thong tin
chva day du

hodc chua dung
quy dinh ma B
phan tiép nhan
va tra két qua
ctia Uy ban nhan
dan cdp xa phai
hoan thién hd
so, bd sung
thong tin theo
yéu cau cua co
quan CoOng an,
co quan Bao
hiém x3 hoi thi
thoi han gidi
quyét duge kéo
dai thém khong
qua 02 ngay lam
viéc. - Doi véi
cac xa cach xa
tru s& co quan
Bao hiém xa hoi
cdp huyén hoic

UBND Xa

- Khai sinh:
5.000 ddng.
Mién 1& phi
déi vGi
truong  hop
khai sinh
ding han,
nguoi thudc

gia dinh co6
cong vai cach
mang; nguoi
thudc ho
ngheo; nguoi
khuyét tat. -

Dang ky
thuong  tru:
15.000
ddng/lan
dang ky
thuong  trd

nhung khong
cip sd6 ho
khiu tai cac
phuong nodi
thanh  thudc
thanh  phd
Hai  Duong.
7.000
dong/lan
diang ky doi
voi cac khu
vuc con lai.
Khong thu 1€

phi dang ky
cu trt d6i voi
cac  truong
hop: Con
dusi 18 tudi
cua liét sf;

- Luat Cu tri nam
2006 (duoc sira dbi, bd
sung tai Ludt stra doi, b
sung mot sb diéu cua Luat
Cu tri ndm 2013);

- Luat Bao hiém y té
nim 2008 (dwoc stra doi
bd sung tai Luat sua ddi,
bd sung mot s6 diéu cua
Luat Bao hiém y té nam
2014);

- Luat ho tich nam
2014;

- Nghi dinh s
123/2015/NDb-CP ngay
15/11/2015 ctua Chinh phu
quy dinh chi tiét mot sb
diéu va bién phép thi hanh
Luét ho tich;

- Nghi dinh s
31/2014/ND-CP ngay 18
thang 4 nam 2014 cua
Chinh phu quy dinh chi
tiét mot sé diéu va bién
pha
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co quan Cong an
cap huyén tir 50
km tr¢ 1€n, giao
thong di lai kho
khan, chua duoc
két ndi Internet
thi thoi han tra
két qua duogc
kéo dai thém
nhung  khong
qua 05 ngay lam
viéc. - Can cu
vao tinh hinh
thuc té, cac dia
phuong c6 thé
quy dinh cu thé
thoi  han thuc
hién lién thong
cac thu tuc hanh
chinh ngin hon
thoi han t6i da
néu trén.

con dudi 18
tudi cua
thuong binh;
hd gia dinh
thugc  dién
x04a do

20

Lién thong céc
tha tuc hanh
chinh vé ding
ky khai sinh,
cip Thé bao
hiém y té cho
tré¢ em dudi 6
tudi

- Thoi han thuc
hién lién thong
cac thu tuc hanh
chinh dang ky
khai sinh, cip
thé bao hiém y
t¢ cho tré em
dusi 6 tudi toi
da khong qua 15
ngay lam vigc,
ké tir ngay nop
da hd so theo

quy dinh. -
Truong hop hd
so, thong tin
chua diay du

hodc chua dung
quy dinh ma Bo
phan tiép nhan
va tra két qua
ctua Uy ban nhan
dan cap xa phai
hoan thién hd
so, bd sung
thong tin theo
yéu ciu cua co
quan Bao hiém
xa hoi thi thoi

UBND Xa

L¢ phi: 5.000
dong. Mien 1¢
phi doi voi

truong  hop
khai sinh
dang han,
nguoi  thudc

gia dinh c6
cong voi cach
mang; nguoi
thudc ho
ngheo; nguoi
khuyét tat.

- Luat Bao hiém y té
nim 2008 (dwoc stra doi
bd sung tai Luat sua ddi,
bd sung mot s6 diéu cua
Luat Bao hiém y té nam
2014);

- Nghi dinh
s6 158/2005/ND-CP ngay
27/12/2005 cua Chinh phu
vé ding ky, quan ly ho
tich;

- Nghi dinh
s6 06/2012/ND-CP ngay
02/02/2012 cta Chinh phu
sta ddi, bd sung mot $6
diéu cua cac Nghi dinh vé
ho tich, hon nhan va gia
dinh va chung thuyc;
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han giai quyét
duoc kéo dai
thém khong qua
02 ngay lam
viée. - DPbi voi
cac xa cach xa
tru s&¢ co quan
Bao hiém x4 hoi
cap huyén tir 50
km tr¢ 1én, giao
thong di lai kho
khan, chua dugc
két ndi Internet
thi thoi han tra

két qua duoc
kéo dai thém
nhung  khong

qua 05 ngay lam
viéc. - Can cu
vao tinh hinh
thuc té, cac dia
phuong co thé
quy dinh cu thé
thoi han thuc
hién lién thong
cac thu tuc hanh
chinh ngin hon
thoi han téi da
néu trén.

VI. Linh vuc Nudi con nuéi
1 Thu tuc dang ky | Trong thoi han 30 | UBND Xa | 400.000d/trud - Luat Nudéi con
nudi con nuodi ngay, trong do: - ng hop nuoi;

trong nudc

Kiém tra hd so va
lay y kién: 10
ngay, ké tir ngay
nhan da ho so hop
1¢; - Ghi vao sb
dang ky viéc nuoi
con nudi va Gidy
chung nhan nuoi
con nudi, giao -
nhan con nudi: 20
ngay, ké tir ngay
¢6 y kién dong y
cua nhirng nguoi
c6 lién quan (theo
quy dinh cia Piéu
21 Luat nuoi con
nuoi).

- Nghi
dinh s6 19/2011/ND-CP
ngay 21/3/2011 cta Chinh
phu quy dinh chi tiét thi hanh
mot sd diéu coa Luat Nudi
con nudi;

- Thong
tu 56 12/2011/TT-BTP_ngay
27/6/2011 vé viéc ban hanh
va hudng dan viéc ghi chép,
lwu trir, st dung biéu miu
nudi con nudi;

- Thong tur s6 24/201
Thu tuc dang ky nudi con
nuoi trong nuéc

+ Nguoi nhén con
nudi phai co du di€u kién
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sau:

- Co6 nang lyc hanh
vi dan su déy du;

- Hon con nuoi tu
20 tudi trd 1én — khong ap
dung ddi véi truong hop cha
dugng nhan con riéng cua
VO, me ké nhan con riéng
ctia chong lam con nudi hodc
¢0, cdu,di, chil bac rudt nhan
chau lam con nuoi;

- C6 diéu kién vé
stc khoe, kinh té, chd & bao
dam viéc cham soéc, nudi
dudng, gido duc con nudi -
khong 4p dung d6i véi
truong hop cha dugng nhan
con riéng cua vQ, me ké
nhan con riéng cta chong
lam con nubdi hodc c¢o,
cau,di, chu bac rudt nhan
chau lam con nudi;

- C6 tu cach dao
dirc tt.

+ Cac truong hop
khong dugc nhédn con nubi:

- Pang bi han ché
mot s6 quyén cia cha, me
dbi voi con chua thanh nién;

- Pang chip hanh
quyét dinh xir Iy hanh chinh
tai co sO0 gido duc, co so
chira bénh;

- Pang chap hanh
hinh phat tu;

- Chua duogc xo0a
an tich vé& mot trong cac toi
cd y xam pham tinh mang,
strc khoé, nhan phém, danh
du ctia nguoi khac; ngugc
dai hoac hanh ha 6ng ba, cha
me, vQ chéng, con, chau,
nguoi c¢6 cong nudi dudng
minh; dy do, ép budc hoic
chtra chap ngudi chua thanh
nién vi pham phap luat; mua
ban, danh trao, chiém doat
tré em.

+Tré em duoc
nhan lam con nudi phai cé
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du diéu kién nhu sau:

- La tré em dudi 16
tudi (néu thudc truong hop
cha duong, me Ké, co, cau,
di, cha, bac rudét nhan lam
con nudi thi c6 thé dén dudi
18 tudi);

- Mot nguoi chi
duoc lam con nuo6i cia mot
nguoi doc than hoac cia ca
hai ngudi 14 vo chdng.

Thu tuc dang
ky lai viéc
nudi con nudi
trong nugc

Trong thoi han
05 ngay lam
viée, ké tir ngay
nhan di hd so
hop I¢.

UBND Xa

Khong

- Luat Nudi con
nuoi;

- Nghi
dinh s6 19/2011/ND-CP
ngay 21/3/2011 cua Chinh
phu quy dinh chi tiét thi
hanh mét sd diéu cua Luat
Nudi con nudi;

- Thong
tu s6 12/2011/TT-BTP
ngdy 27/6/2011 vé viéc
ban hanh va hudng dan
viéc ghi chép, luu trir, su
dung biéu mau nudi con
nudi,

- Thong tur s 24/201
Thu tuc dang ky lai viéc
nudi con nudi trong nudc

- S6 ho tich va
ban chinh gidy to ding ky
nudi con nudi bi mat hoic
hu hong khong su dung
duoc;

- Cha, me nu6i va
con nudi déu con sdng vao
thoi diém yéu cau dang ky
lai.

VIIL Linh vuc tiép

cong dan

1

Tiép cong dan
tai cap xa

Trong thoi han
10 ngay lam
viée, ké tir ngay
tiép nhian noi
dung khiéu nai,
to cdo, kién
nghi, phan &nh,
ngudi tiép cong
dan c6 trach
nhiém tra 101

UBND Xa

Luat tiép cong dian nim
2013; Luat khiéu nai, Luat
t6 cdo nam 2011; Nghi
dinh s6 75/2012/ND-CP
ngay  03/10/2012  cua
Chinh phu quy dinh chi
tiét mot s6 didu cia Luat
khiéu nai; Nghi dinh s
76/2012/ND-CP ngay
03/10/2012 cta Chinh phu
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tryc tiép hodc

thong bao bang
van ban dén
ngudi  da  dén
khiéu nai, t6
c4o, kién nghi,
phan anh

quy dinh chi tiét thi hanh
mot s6 didu cua Luat to
cdo; Nghi dinh s
64/2014/NDb-CP ngay
26/6/2014 quy dinh chi
tiét thi hanh mot sd diéu
cia Luat tiép cong dan;
Thong tu sd 06/2014/TT-
TTCP ngay 31/10/2014
quy dinh quy trinh tiép
cong dan.

VIII. Linh vuc dwong thiay ngi dia

1 Thu tuc dang | 03 ngay lam | UBND Xa | L¢ phi: - Théng tur s
ky phuong tién | viéc, ké tir ngay 70.0004d/1 75/2014/TT-BGTVT ngay
thay noi dia | nhan da hd so gidly  chung | ngay 19/12/2014 cta Bo
lan dau dbi voi | hop 18. nhdn  ding | Giao thong van tai quy
phuong  tién ky. dinh vé ding ky phuong
chua khai thac tién thuy ndi dia;

- Théng tu s
47/2005/TT-BTC  ngay
08/6/2005 cua Bo Tai
chinh huéng dan ché do
thu, ndp va quan ly su
dung phi, 1€ phi quan ly
nha nuéc vé dam bao trat
tu, an toan giao thong
duong thuy ndi dia.

2 Thu tuc dang | 03 ngay lam | UBND Xa | L¢ phi: - Théng tu s
ky phuong tién | viéc, ké tir ngay 70.0004d/1 75/2014/TT-BGTVT ngay
thay noi dia | nhan da hd so gidy  chung | ngdy 19/12/2014 cia Bo
lan dau ddi vai | hop 1é nhan dang ky | Truéng BO Giao thong
phuong  ti¢n van tai quy dinh vé ding
dang khai théc ky phuong ti€n thuy nodi
trén duong dia;
thiy ndi dia - Thong tu sb
(danh cho cép 47/2005/TT-BTC ~ ngay
huyén) 08/6/2005 cua BO Tai

chinh huéng dan ché do
thu, ndp va quan ly su
dung phi, 1¢ phi quan ly
nha nudc vé dam bao trat
tu, an toan giao thong
duong thuy ndi dia.

3 Thu tuc dang | 03 ngay lam | UBND Xa | L¢ phi: - Thong tu sd
ky lai phuong | viéc, ké tir ngay 70.0004d/1 75/2014/TT-BGTVT ngay
tién trong | nhan da hd so gidly  chung | ngay 19/12/2014 cua Bo
truong hop | hop 1€. nhdn dang ky | Giao thong van tdi quy

chuyén tir co
quan dang ky

dinh vé dang ky phuong
ti¢n thuy ndi dia;
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khac sang co
quan dang ky
phuong  tién
thuy ndi dia
(danh cho cép
xa)

- Théng tu s
47/2005/TT-BTC ~ ngay
08/6/2005 cua B¢ Tai
chinh huéng dan ché do
thu, ndp va quan ly su
dung phi, 1€ phi quan ly
nha nuéc vé dam bao trat
tu, an toan giao thdéng
duong thuy ndi dia.

Thu tuc dang | 03 ngay lam | UBND Xa | L¢ phi: - Théng tur s
ky lai phuong | viéc, ké tir ngay 70.0004/1 75/2014/TT-BGTVT ngay
tién trong | nhan du hd so gidy  chung | ngay 19/12/2014 cia Bo
truong hop | hop I¢ nhan ding ky | Truong BO Giao thong
phuong  tién van tai quy dinh vé ding
thay doi tén, ky phuong tién thuy ndi
tinh nang k¥ dia;
thuat  (danh - Thong tu sd
cho cip x3) 47/2005/TT-BTC  ngay
08/6/2005 cua B¢ Tai
chinh huéng dan ché do
thu, ndp va quan ly sur
dung phi, 1€ phi quan ly
nha nude vé dam bao trat
ty, an toan giao thong
duong thuy ndi dia
Thu tuc dang ky | 03 ngay lam viéc, | UBND Xa | L¢ phi: - Thong tu s6
lai phuong tién | ké tir ngay nhan 70.000d/1 gidy | 75/2014/TT-BGTVT  ngay
trong truong | dii hd so hop 1. chung nhéan | ngay 19/12/2014 cua B
hop chuyén dang ky Truéng BO Giao thong vén
quyén so hitu tai quy dinh vé& ding ky
phuong tién phuong tién thiy ndi dia;
nhung  khong - Théng tu sb
thay db6i co 47/2005/TT-BTC ngay
quan dang ky 08/6/2005 cua BO Tai
phuong  tién chinh huéng dan ché do
(danh cho cip thu, ndp va quan ly st
xa) dung phi, 1¢ phi quan ly
nha nude vé dam bao trat
ty, an toan giao thong
duong thuy ndi dia
Thu tuc Pang | 03 ngay lam UBND Xa | L¢ phi: - Théng tu sb
ky lai phwong | viéc, ké tir ngay 70.000d/1 75/2014/TT-BGTVT ngay
tién trong nhan da ho so gidy ching ngay 19/12/2014 cita Bo
truong hop hop I¢. nhan dang ky | Truong BO Giao thong

chuyén quyén
sO hitu phuong
tién dong thoi
thay di co
quan dang ky
phuong tién

van tai quy dinh vé dang
ky phuong tién thuy ndi
dia;

- Théng tu s
47/2005/TT-BTC ~ ngay
08/6/2005 cua B¢ Tai
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(danh cho cap
xa)

chinh huéng dan ché do
thu, ndp va quan ly su
dung phi, 1€ phi quan ly
nha nuéc vé dam béo trat
tu, an toan giao thdéng
duong thuy ndi dia.

Thu tuc Pang | 03 ngay lam | UBND Xa | L¢ phi: - Théng tur s
ky lai phuong | viéc, ké tir ngay 70.0004/1 75/2014/TT-BGTVT ngay
tién trong | nhan du hd so gidy  chung | ngay 19/12/2014 cia Bo
truong hop | hop 1¢€. nhan ding ky | Truong BO Giao thong
chu  phuong van tai quy dinh vé ding
tién thay ddi ky phuong tién thiy ndi
tru s hoac noi dia;
ding ky ho - Théng tu sb
khau  thudng 47/2005/TT-BTC ~ ngay
tra cia chu 08/6/2005 cua BO Tai
phuong  tién chinh huéng dan ché do
sang don Vi thu, ndp va quan ly sur
hanh chinh cap dung phi, 1€ phi quan ly
tinh khac nha nude vé dam bao trat
(danh cho cip ty, an toan giao thong
xa) duong thuy ndi dia
Thia tuc Cap |03 ngiay lam | UBND Xa | Lé phi: - Thong tu sd
lai Gidy chung | viéc, ké tir ngay 70.000d/1 75/2014/TT-BGTVT ngay
nhan ding ky | nhdn du hd so gidy  ching | ngay 19/12/2014 cia Bo
phuong  tién | hop I€. nhdn dang ky | Truéng BO Giao thong
(danh cho cép van tai quy dinh vé ding
xa) ky phuong tién thuy noi
dia;
- Thong tu sd
47/2005/TT-BTC  ngay
08/6/2005 cua Bo Tai
chinh huéng dan ché do
thu, ndp va quan ly su
dung phi, 1€ phi quan ly
nha nude vé dam bao trat
tu, an toan giao thdong
duong thuy ndi dia.
Thu tuc Xoa |03 ngay Ilam | UBND Xa | Khong - Théng tu s
dang ky | viéc, ké tir ngay 75/2014/TT-BGTVT ngay

phuong  tién
(danh cho cap
xa)

nhan da hd so
hop 1€.

ngay 19/12/2014 cua B
Truong BO Giao thong
van tai quy dinh vé ding
ky phuong ti€n thuy nodi
dia;

- Thong tu sd
47/2005/TT-BTC ~ ngay
08/6/2005 cua B¢ Tai
chinh huéng dan ché do
thu, ndp va quan ly st
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dung phi, 1€ phi quan ly
nha nude vé dam bao trat
tu, an toan giao thong
duong thuy ndi dia.

VIV. Linh vue bdi thwong nha nuéce

1

Thu tuc giai
quyét yéu cau
bdi thuong tai
cO quan truc
tiép quan ly
nguoi thi hanh
cong vu gay
thiét  hai(cap
xa)

32 ngay, néu vu
viéc phuc tap thi
c6 thé kéo dai
t6i 52 ngay. Néu
thoa thuan duoc
vol nguoi  yéu
cau bdi thuong
thi thoi gian c6
thé kéo dai them
25 ngay.

UBND xa

- Luat Trach nhiém boi
thuong cua Nha nudc nam
2017;

- Nghi dinh s
68/2018/ND-CP ngiy
15/5/2018 ctia Chinh phu
quy dinh chi tiét mot sd
diéu va bién phép thi hanh
Luat Trach nhiém bdi
thuong cua Nha nudc;

- Thong tu s6 04/2018/TT-
BTP ngay 17/5/2018 cua
B6 Tu phap ban hanh mdot
sO biéu mau trong cong tac
bdi thudng nha nudc.

X. Linh vuc phon

chdng tham nhiing

1

Tha tuc ké
khai tai san,
thu nhdp cip
xa

Thoi diém cong
khai duoc thuc
hién trong
khoang thoi gian
tor sau khi hoan
thanh viéc kiém
tra Ban ké khai
quy dinh tai
Khoén 3, Diéu 5
Thong tu  sd
08/2013/TT-
TTCP dén ngay
31 thang 3 hang
nam

UBND xa

Khong

Luat phong chong tham
nhiing s6 55/2005/QH 11,
Nghi dinh s6 78/2013/ND-
CP ngay 17 thang 7 nam
2013 cta Chinh phu vé
minh bach tai san, thu
nhap; Thong tu sb
08/2013/TT-TTCP  ngay
31 thang 10 nam 2013 cua
Thanh tra Chinh phu,
huéng dan thi hanh cac
quy dinh vé minh bach tai
san, thu nhap.

Thu tuc cong
khai Ban ké
khai tai san,
thu nhap cép
xa

Thoi diém cong
khai duoc thuc
hién trong
khoang thoi gian
tor sau khi hoan
thanh viéc kiém
tra Ban ké khai
quy dinh tai
Khoén 3, Diéu 5
Thong tu  sd
08/2013/TT-
TTCP dén ngay
31 thang 3 hang
nam

UBND xa

Khong

Luat phong chong tham
nhiing, Nghi dinh s
78/2013/ND-CP ngay 17
thang 7 ndm 2013 cua
Chinh pha vé minh bach
tai san, thu nhap; Thong tu
s6 08/2013/TT-TTCP
ngay 31 thang 10 nam
2013 cua Thanh tra Chinh
pht, huéng dan thi hanh
cac quy dinh vé& minh bach
tai san, thu nhap.

Thu tuc xac

Thoi han xac

UBND xa

Khong

Luat phong chong tham
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minh tai san, | minh la 15 ngay nhiing, Nghi dinh s
thu nhdp cip | lam viéc, truong 78/2013/ND-CP ngay 17
xa hop phuc tap thi thang 7 nam 2013 cua
thoi han tdi da Chinh pha vé minh bach
khong qua 30 tai san, thu nhép;
ngay lam viéc. Thong tu sd 08/2013/TT-
TTCP ngay 31 thang 10
nam 2013 cua Thanh tra
Chinh phu, huéng dan thi
hanh cac quy dinh vé minh
bach tai san, thu nhdp

4 Thu tuc tiép Thoi  han ra | UBND xa | Khong Nghi dinh s6 90/2013/ND-
nhan yéu cau | thong bao tiép CP ngay 08/8/2013 cua
giai trinh cip | nhan hodc tur Chinh phu quy dinh trach
xa chéi giai trinh: nhiém gidi trinh cua co

05 ngay ké tir quan nha nudc trong viéc
ngdy tiép nhan thuc hién nhiém vy, quyén
yéu cau giai han dugc giao; Thong tu
trinh  (Mau s s6 02/2014/TT-TTCP
02, 03 ban hanh ngay 29/4/2014 ctia Thanh
kém theo Thong tra Chinh phu quy dinh chi
tu 02/2014/TT- tiét, huéng dan thi hanh
TTCP ngay mot s6 diéu ciia Nghi dinh
29/4/2014). s& 90/2013/NDP-CP ngay
08/8/2013.

5 Thu tuc thuc Thot han thuc UBND xa | Khong Nghi dinh 6 90/2013/ND-
hién viéc gidi | hién viéc gidi CP ngay 08/8/2013 cua
trinh cap xa trinh khong qua Chinh phu quy dinh trach

15 ngay ké tir nhiém giai trinh cta co
ngay ra thong quan nha nudc trong viéc
béo tiép nhan thyc hién nhiém vu, quyén
yéu cau giai han dugc giao; Thong tu
trinh. Truong s6 02/2014/TT-TTCP

hop c6 ndi dung ngay 29/4/2014 ctia Thanh
phuc tap thi c6 tra Chinh phu quy dinh chi
thé gia han thoi tiét, huéng dan thi hanh
gian giai trinh. mot sb diéu ciia Nghi dinh
Thoi gian gia s6 90/2013/ND-CP ngay
han thyc hién 08/8/2013.

viéc giai trinh

khong qua 15

ngay, ké tir ngdy

gia han va phai

thong béo bang

van ban dén

ngudi yéu cau

gidi trinh.

XI. Linh vuc thuy lgi

1 Hb trg dau tu Trong thoi han | UBND xa Khong Nghi dinh s6 77/2018/ND-
xay dung phat | 07 ngay lam CP ngay 16/5/2018 cua
trién thuy loi | viée ké tir ngay Chinh phu quy dinh hd trg
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nhd, thuy loi
ndi dong va
tudi tién tién,
tiét kiém nudc
Dbi voi
ngudn vén hd
tro truc tiép,
ngan sach dia
phuong va
ngudn von hop
phép khac cua
dia  phuong
phin bd du
toan cho
UBND cap xi
thuc hién).

nhén‘ duoc déy
du ho so hop 1€.

phat trién thuy loi nho,
thuy loi noi dong va tudi
tién tién, tiét kiém nudc;

2 T}l’llflm Ccliintl; ;"(r)ong t‘h(‘)ri ?an UBND xa | Khong - Ludt thiy loi s 5
phe - duyet) sY ngay - lam 08/2017/QH14 ngay
phuong an ng | viéc, ké tir ngay
pho thién tai |nhan di hd so 19/6/2017;
cho cong trinh, | theo quy dinh. - Nghi dinh s
vung ha du 114/2018/ND-CP ngay
dap trong qua 04/9/2018 ctia Chinh phu
trinh thi cong 3 quan 19 an toan dap. ho
thude tham v€ quan ly an toan dap, ho
quyén ciia chira nudc.

UBND cip xi.

3 T}lllfim fml}{ ;(r)ong t‘hol %1‘@11 UBND xa | Khong - Ludt thay loi s 6
pre - duyet] =) ngay - lam 08/2017/QH14 ngay
phuong an tmg | viée, k€ tir ngay
pho voi tinh |nhan di hd so 19/6/2017;
huéng  khan | theo quy dinh - Nghi dinh s
cap  thuge 114/2018/ND-CP  ngay
tham  quyén 04/9/2018 ciia Chinh ph
cua UBND A a1y s oan 1A

o~ v€ quan ly an toan dap, ho
cap xa.
chtra nude.

XII. Linh vuc thi dua khen thuwéng

1 Thu tyc tang |20 ngay lam | UBNDxa | Khéng quy|- Luat thi dua, khen
Giay khen cua | viéc ké tu ngay dinh thuéng ngay 26 thang 11

Chu tich
UBND cép x4
vé thyc hién
nhiém vu
chinh tri;

nhan da hd so
hop 1€

nam 2003; - Luat sira doi,
bd sung mot sé diéu cua
Luat thi dua, khen thudng
ngay 14 thang 6 nam
2005;

- Luat sira d6i, bo sung
mot s6 diéu cua Luét thi
dua, khen thuong ngay 16
thang 11 nam 2013;

- Nghi dinh s6
91/2017/ND-CP ngay
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31/7/2017 cua Chinh phu
quy dinh chi tiét thi hanh
mot sd didu cua Luat thi
dua, khen thuodng;

- Quyét  dinh sO
28/2018/Qb-UBND ngay
8-11-2018 cua UBND tinh
ban hanh quy dinh thuc
hién cong tac thi dua khen
thuong trén dia ban tinh

Hai Duong.
Tha tuc tang | 20 ngay lam | UBNDxa | Khong quy |- Luat thi dua, khen
Gidy khen cia | viéc ké tir ngay dinh thudng ngay 26 thang 11
Chu tich | nhan du hd so nam 2003; - Luat sira doi,
UBND cép x4 | hop 1é bd sung mot sé didu cua
vé thanh tich Luat thi dua, khen thuéng
thi dua theo ngay 14 thang 6 nam
dot hoic 2005;
chuyén dé - Luat sta d6i, bd sung
mot so didu ciia Luat thi
dua, khen thudong ngay 16
thang 11 nam 2013;
- Nghi dinh s
91/2017/Nb-CP ngay
31/7/2017 cua Chinh phu
quy dinh chi tiét thi hanh
mot sb didu cua Luat thi
dua, khen thuodng;
- Quyét dinh s
28/2018/Qb-UBND ngay
8-11-2018 cua UBND tinh
ban hanh quy dinh thuc
hién cong tac thi dua khen
thuong trén dia ban tinh
Hai Duong.
Thu tyc ting 20 ngay lam UBND xa | Khong quy - Luat thi dua, khen
Gidy khen ciia | viéc ké tir ngay dinh thuong ngay 26 thang 11
Chu tich nhan di ho so nam 2003; - Luat sira doi,
UBND cip xi | hop 18 bd sung mot sé didu cua
vé thanh tich Luat thi dua, khen thuéng
dot xuat; ngay 14 thang 6 nam

2005;

- Luat stra d6i, bd sung
mot sé diéu cua Luat thi
dua, khen thudéng ngay 16
thang 11 nam 2013;

- Nghi dinh s
91/2017/Nb-CP ngay
31/7/2017 cua Chinh phu
quy dinh chi tiét thi hanh
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mot s6 diéu cua Luét thi
dua, khen thudng;

- Quyét dinh sb
28/2018/Qb-UBND ngay
8-11-2018 ctia UBND tinh
ban hanh quy dinh thuc
hién cong tac thi dua khen
thudng trén dia ban tinh
Hai Duong.

Thu tuc tang
Gidy khen cua
Chu tich
UBND cap x3
cho gia dinh

20 ngay lam
viée ké tir ngay
nhan dt hd so
hop 1€

UBND xa

Khong quy
dinh

- Luat thi dua, khen
thudng ngay 26 thang 11
nam 2003;

- Luat stra doi, bd sung
mot s6 dicu cua Luét thi
dua, khen thuong ngay 14
thang 6 nam 2005;

- Luat sira d6i, bo sung
mot sd didu cua Luat thi
dua, khen thuéng ngay 16
thang 11 nam 2013;

- Nghi dinh s
91/2017/Nb-CP ngay
31/7/2017 cua Chinh phu
quy dinh chi tiét thi hanh
mot sd didu cua Luat thi
dua, khen thuodng;

- Quyét dinh s
28/2018/Qb-UBND ngay
8-11-2018 cia UBND tinh
ban hanh quy dinh thuc
hién cong tac thi dua khen
thudng trén dia ban tinh
Hai Duong.

Thu tuc tang
danh hiéu Lao
dong tién tién

10 ngay lam
viée ké tir ngay
nhan da hd so
hop 1&

UBND xa

Khong
dinh

quy

- Luat thi dua, khen
thuéng ngay 26 thang 11
ndm 2003; - Luat stra doi,
bd sung mot sé diéu cua
Luat thi dua, khen thudng
ngay 14 thang 6 nam
2005;

- Luat sira d6i, bo sung
mot sd didu cua Luat thi
dua, khen thudong ngay 16
thang 11 nam 2013;

- Nghi dinh s
91/2017/Nb-CP ngay
31/7/2017 cua Chinh phu
quy dinh chi tiét thi hanh
mot s6 diéu cua Luat thi
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dua, khen thuong;

- Quyét dinh sO
28/2018/Qb-UBND ngay
8-11-2018 cua UBND tinh
ban hanh quy dinh thuc
hién cong tac thi dua khen
thuéng trén dia ban tinh
Hai Duong.

XIII. Linh vuc béo hiém

1 Phé duyét dbi | 45 ngay lam | UBNDxi | Khéng - Luat Kinh doanh bao
tugng dugce hd | vide ké tir ngay hiém s6 24/2000/QHI10
trg phi bao | nhan du hd so ngay 09/12/2000;
hiém nong | theo quy dinh - Luét sta dbi, bd sung
nghiép; cua phap luat mot sd didu cia Luat Kinh
doanh bao hiém;
- Nghi dinh 58/2018/ND-
CP ngay 18/4/2018 cua
Chinh phi vé Bao hiém
nong nghiép.
XIV. Linh vue sirc khée ba me - tré em
1 Cap gidy | - Trong thoi han | UBND xa | Khong ¢ -Lvat HO tich
chung sinh d6i | 03 ngay lam ngay 20 thang 11 nam
v6i trudng hop | viée ké tir ngay 2014;
tré dugc sinh | nhan duoc To - Nghi dinh
ra ngoai co s& | khai dé& nghj cap s6 123/2015/ND-CP ngay
kham  bénh, | Gidy chung sinh 15 thang 11 nam 2015 cia
chira  bénh | (chua bao gdm Chinh phua quy dinh chi
nhung  duogc | thoi gian xac tiét mot s6 diéu va bién
can bd y té| minh-néu co). - phap thi hanh Luat Ho
hoic c6 do | Trong  trudong tich;
thon ban d& | hop can phai xac - Thong tu
de. minh, thi thoi s6 17/2012/TT-BYT ngay
han xiac minh 24 thang 10 nam 2012 cua
khong dugc qua Bo truong Bo Y té quy
05 ngay lam dinh cap va s dung Gidy
viéc. chirng sinh;
XV. Linh vuc trﬁng trot
1 Chuyén doi co | - 05 ngay lam | UBND xi | Khong - Luat Trong trot nam 2018;
cdu cay trong | viec dbi  véi - Nghi dinh 5O
trén dét lua truong hop ndp 94/2019/NDCP ngay

ho so truc tiép
(khong tinh thoi
gian hoan thi¢n,
bd sung hd so). -
08 ngay lam
viee d6i  véi
truong hop ndp
hd so qua dich
vu buu chinh
hodc mdi trudong

13/12/2019 quy dinh chi
tiét mot s diéu cua Luat
Trong trot vé gibng cdy
trong va canh tac.



https://thuvienphapluat.vn/van-ban/quyen-dan-su/nghi-dinh-123-2015-nd-cp-huong-dan-luat-ho-tich-282304.aspx
https://thuvienphapluat.vn/van-ban/quyen-dan-su/thong-tu-17-2012-tt-byt-quy-dinh-cap-va-su-dung-giay-chung-sinh-151185.aspx
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mang  (khong
tinh thoi gian
hoan thién, bd
sung hd so).

XVI. Linh vue phong chdng té nan xi hoi

1 Thu tuc Quyét | 03 (ba) ngay lam | UBND x4 | Khéng - Nghi dinh 94/2010/ND-
dinh quan ly | vigc. CP ngay 09/9/2010 quy
cai nghién ma dinh vé t6 chuc cai nghi¢n
tuy tu nguyén ma tuy tai gia dinh, cai
tai gia dinh nghién ma tay tai cong

dong

2 Thi tuc Quyét | 06 (sau) ngay UBND xa | Khong - Nghi dinh 94/2010/ND-
dinh cai lam viéc. CP ngay 09/9/2010 quy
nghién ma tiy dinh vé t6 chirc cai nghién
tu nguyén tai ma tay tai gia dinh, cai
cong dong nghién ma ty tai cong

dong.

3 Thu tuc Hoan | 05 (ndm) ngay | UBND xa | Khong - Nghi dinh 94/2010/ND-
chap hanh | lam viéc. CP ngay 09/9/2010 quy
quyét dinh cai dinh vé t6 chtrc cai nghién
nghién bt ma tuy tai gia dinh, cai
budc tai cdng nghién ma tay tai cong
dong dong.

4 Thu tuc Mién | 05 (nim) ngay | UBND xa | Khong - Nghi dinh 94/2010/ND-
chap hanh | lam viéc. CP ngay 09/9/2010 quy
quyét dinh cai dinh vé t6 chtrc cai nghién
nghién bat ma tuy tai gia dinh, cai
budc tai cong nghién ma tiy tai cong
dong ] ] ] dong.

XVII. Linh vuc gidi quyét khieéu nai - to cao

1 Thu tuc gidi | Thoi han gidi | UBND xa | Khong Luat khiéu nai, Nghi dinh

quyét  khiéu
nai lan dau tai
cap xa

quyét khiéu nai
lan dau khong
qua 30 ngay, ké
tir ngay thy ly dé
giai quyét; doi
véi vu viée phirc
tap thi thoi han
giai quyét c6 thé
kéo dai hon
nhung  khong
qua 45 ngay, ké
tir ngay thy ly dé
giai quyét. O
vung sau, vung
xa di lai kho
khan, thi thoi
han giai quyét
khiéu nai lan
dau khoéng qua

s6 75/2012/NDP-CP ngay
3/10/2012 quy dinh chi
tiét mot sb diéu cua Luat
khiéu nai, Thong tu sb
07/2013/TT-TTCP  ngay
31/10/2013 quy dinh quy
trinh giai quyét khiéu nai
hanh chinh; Théng tu sd
02/2016/TT-TTCP  ngay
20/10/2016 cta Thanh tra
Chinh phu
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45 ngay, ké tir
ngay thu ly dé
giai quyét; dbi
vo1 vu viéc phuc
tap thi thoi han
giai quyét co thé
kéo dai hon
nhung  khong
qua 60 ngay, ké
tir ngay thu ly dé
giai quyét.

Xu ly don tai
cap xa

Trong thoi han
10 ngay, ké tir
ngay nhan duogc
don khiéu nai, t6
cdo, kién nghi,
phan anh.

UBND xa

Luat khiéu nai nam 2011,
Luat t6 cdo nam 2011,
Luat tiép cong din nim
2013; Nghi dinh s
75/2012/ND-CP ngay
03/10/2012 cua Chinh phu
quy dinh chi tiét mot sd
diéu cta Luat khiéu nai;
Nghi dinh sé 76/2012/ND-
CP ngay 03/10/2012 cua
Chinh phu quy dinh chi
tiét thi hanh mot sd didu
ctia Luat t6 cdo; Nghi dinh
s& 64/2014/ND-CP ngay
26/6/2014 cua Chinh phu
quy dinh chi tiét mot sd
diéu cua Luat tiép cong
dan; Théng tu  sd
07/2014/TT-TTCP  ngay
31/10/2014 quy dinh quy
trinh xtr Iy don khiéu nai,
don t6 c4o, don kién nghi,
phén anh.

Thu tyc gidi
quyét to cao
tai cap xa

Thoi han giai
quyét to cao 1a
khong qua 30
ngay ké tir ngay
thu 1y t6 cdo.
Péi voi vu viée
phuc tap thi co
thé gia han giai
quyét t6 cao mot
lan nhung khong
qua 30 ngay.
Pdi voi vu viée
dac biét phtc
tap thi c6 thé gia
han giai quyét td
c4o hai lan, mdi
lan khong qua

UBND xa

Khong

14
A

- Luat TS cio  s6
25/2018/QH14;

- Nghi dinh s
31/2019/NDb-CP ngay
10/4/2019 cua Chinh phu
quy dinh chi tiét mot s6
diéu va bién phap t6 chirc
thi hanh Luat T6 céo.
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| | 30 ngay

XVIII. Linh vwe van hoa co s¢

1 Thu tuc xét |05 ngéy lam | UBND xa Khong  quy Nghi dinh
tang danh hi¢u | viéc ké tor ngay ) s0 122/2018/ND-CP ngay
Gia dinh vin | nhdn du hd so dinh 17 thang 9 nam 2018 cua
hoéa hang nam; | hop 1€. Chinh phul quy dinh vé xét

tang danh hiéu “Gia dinh
van hoa”; “Thon van hoa”,
“Lang van héa”, “Ap vin
héa”, “Ban van hoa”, “T
dan phd vin hoa”.

2 Thu tyc xét |05 ngay lam | UBNDxa | Khong quy | Nghi dinh
tdng Gidy | viéc ké tir ngay dinh s6 122/2018/ND-CP ngay
khen Gia dinh | nhan da hd so 17 thang 9 nam 2018 cua
van hoa; hop 1€. Chinh pha quy dinh vé xét

tang danh hi¢u “Gia dinh
van hoa”; “Thon van hoa”,
“Lang van hoa”, “Ap vin
hoéa”, “Ban van hoa”, “T
dan phd vin hoa”.

3 Thu tuc thong | Trong thoi han | UBND xa@ | Khong  quy | Nghi dinh %)
bao to chic 1& | 15 ngay, ké tir dinh 110/2018/ND-CP ngay 29
hoi cap x4 ngay UBND cip thang 8 nam 2018 cua

xa nhan duoc Chinh phu quy dinh vé
thong bao quan 1y va t6 chuc 18 hoi.

XIX. Linh vue bao trg xa hoi

1 | Thu tuc Xac UBND xi | Khong + Luat ngudi khuyét
dinh, xac dinh tat ngay 17 thang 6 nam
lai mac do 2010;
khuyét tat va + Nghi dinh sb
cap Gidy xéc 28/2012/ND-CP ngay 10
nhan  khuyét thaAng 4 nim 2012 cula
tat Chinh phu Quy dinh chi

tiét va huéng dan thi hanh
mot s6 diéu cua Luat
ngudi khuyét tat.

+ Thong tu
lién tich )
37/2012/TTLT-
BLDTBXH-BYT-BTC-
BGDDT cua Lién Bo Lao
dong- Thuong binh va Xa
hoi, BO Y t&, Bo Tai
chinh, Bo Giao duc va
bao tao quy dinh vé viée
xac dinh mirc do khuyét
tat do Hoi dong xac dinh
mic do khuyét tat thuc
hién.

2 | Tha tuc Doi, UBND xi | Khong + Luat ngudi khuyét
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cap lai Gidy
xac nhan
khuyét tat
Trong truong
hop: - Gidy
Xac nhan
khuyét tat hu
hong khong sur
dung duoc -
Tré khuyét tat
tir &t 6 tudi tro
1én - Mit Gidy
Xac nhan
Khuyét tat

tat ngay 17 thang 6 nam
2010;

+ Nghi dinh sb
28/2012/NDb-CP ngay 10
thang 4 ndm 2012 cua
Chinh phu Quy dinh chi
tiét va huéng dan thi hanh
mot s6 diéu cua Luat

nguoi khuyét tat.

+ Thong tu
lién tich )
37/2012/TTLT-

BLDTBXH-BYT-BTC-
BGDDT cua Lién B9 Lao
dong- Thuong binh va Xa
hoi, Bo Y t&, Bo Tai
chinh, Bo Giao duc va
bao tao quy dinh vé viée
xac dinh mirc do khuyét
tat do Hoi dong xac dinh
muc do khuyét tat thuc
hién.

Thu tuc Tro
gitp xa hoi dot
xuat vé hd tro
lam nha &, stra
chira nha ¢:

UBND xa

Khong

- Nghi dinh s6
136/2013/ND-CP ngay 21
thang 10 nam 2013 cua
Chinh phu quy dinh chinh
sach trg giap xa hoi ddi
v6i ddi tuong bao trg xa
hoi.

- Thong tu lién tich
s6 29/2014/TTLT-
BLDTBXH-BTC ngay
24 thang 10 nam 2014 cta
B0 Lao dong - Thuong
binh va Xa hoi va B9 Tai
chinh hudng dan thuc hién
mdt s6 didu cta Nghi dinh
s6 136/2013/ND-CP ngay
21 thang 10 ndm 2013 cua
Chinh phu quy dinh chinh
sach tro giup x4 hoi ddi
voi dbi tuong bao tro xa
hoi.

Tha tuc Tro
gitp xa hoi dot
xuét vé hd tro
chi phi mai
tang

UBND xa

- Nghi dinh s6
136/2013/ND-CP ngay 21
thang 10 nam 2013 cua
Chinh phu quy dinh chinh
sach trg giap xa hoi ddi
v6i d6i tugng bao tro xi
hoi;
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- Thong tu lién tich
s6 29/2014/TTLT-
BLDTBXH-BTC ngay 24
thang 10 ndm 2014 cua Bo
Lao dong - Thuong binh
va Xa hoi va B¢ Tai chinh
huéng dan thyc hién mot
s6 diéu cua Nghi dinh sb
136/2013/ND-CP ngay 21
thang 10 nam 2013 cua
Chinh phu quy dinh chinh
sach tro gitp xa hoi d6i
v6i ddi tuong bao trg xa
hoi.

Thu tuc Xac UBND xa | Khong - Quyét dinh sd
nhan h{ gia 32/2014/Qb-TTg  ngay
dinh lam nong 27/5/2014 cua Thu tudng
nghi¢p, lam Chinh phu vé tiéu chi ho
nghi¢p, ngu gia dinh lam ndng nghiép,
nghiép va lam nghi€p, ngu nghiép va
diém  nghiép diém nghiép co6 murc song
c6 muc song trung binh giai doan 2014-
trung binh giai 2015;
doan  2014- - Thong tu sd
2015 thudc 22/2014/TT-BLDTBXH
dién dbi tuong ngay 29/8/2014 cua BO
duoc ngan truong B6 Lao dong —
sach nha nudce Thuong binh va Xa hdi
hd trg dong huéng dan quy trinh xéc
bao hiém y té dinh ho gia dinh lam ndng
nghi¢p, ldm nghiép, ngu
nghiép va diém nghiép co
mirc séng trung binh giai
doan 2014-2015.
Pua ddi tugng UBND xa | Khong Thong tu s 55/2015/TT-
ra khoi co s& BLDTBXH ngay
tro gitp tré em 16/12/2015 cua Bo Lao
dong - Thuong binh va Xa
hoi huéng din viéc tiép
nhén, quan ly va gido duc
nguoi chua thanh nién
khéng c6 noi cu trd 6n
dinh bi 4p dung bién phap
gido duc tai xa, phuong,
thi trin tai cac co s& trg
gitp tré em.
bang ky hoat | 10 ngay lam | UBND xa | Khong Nghi dinh sO

dong doi vdi
co sO trg giap
xa hoi dudi 10

viée ké tir ngay
nhin dd ho so
hop 1€

103/2017/ND-CP  ngay
12/9/2017 cua Chinh phu
quy dinh vé thanh lap, t
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dbi tuwong co
hoan canh kho
khan

chure, hoat dong, gidi thé
va quan ly cac co s¢ trg
gitup xa hoi.

8 Xéac dinh, xac | 25 ngay lam | UBND xa | Khong Nghi dinh s6 28/2012/ND-
dinh lai ) muc | viéc CP ngay 10/4/2012;
do khuyet tat ’
va cap Giay Thong tu s6 01/2019/TT-
xac ~ nhan BLDTBXH ngay 02 thang
khuyeét tat 01 nam 2019 cua BY Lao
dong — Thuong binh va Xa
h6i quy dinh vé viéc xac
dinh muc d6 khuyét tat do
Ho6i (16ng xac dinh muc do
khuyét tat thuc hién
9 Cap d@i, cap | 05 ngay Ilam | UBND xa | Khong Nghi dinh s6 28/2012/ND-
lai Giay xé’c viéc CP ngay 10/4/2012;
nhan  khuyeét
tat Thong tu s6 01/2019/TT-
BLDTBXH ngay 02 thang
01 nam 2019 cua B6 Lao
dong — Thuong binh va Xa
hoi quy dinh vé viée xac
dinh mﬁc do khuyét tat do
Hoi df)ng xac dinh murc do
khuyét tat thuc hién
XX. Linh vuc pho bién gido duc phap luat
1 Th}l tuc cong Trong t‘hO'l h‘an UBND xa + Lut phd bién,
nhan tuyén | 05 ngay lam iy , Ar x
A - U gido duc phdp luat nam
truyén  vién | viéc ké tr ngay )
1A A 2012;
phép luat n%la}? dggc dar;lh +  Nghi dinh
sac h? tngf s6 28/2013/ND-CP ngay
b S A O 04/4/2013 ctia Chinh pha
ruyen vien phap quy dinh chi tiét mot sb
ludt cua cong A AN
, . di€u va bién phap thi hanh
chac tu phap - A X1k s
o Luat phd bién, gido duc
ho tich. o TAt
phép luat;
+ Thong tu
s0 10/2016/TT-BTP ngay
22/7/2016 cua Bo Tu phap
quy dinh v€ bao cdo vién
phap luat, tuyén truyén
vién phap luat.
2 Tliu ‘tuc C}AIO Trong t‘h(n h‘e_m UBND xa + Luat Phé bién,
thoi lam tuyén | 03 ngay lam iy . A x
A - U gido duc phdp luat nam
truyén  vién | viéc ké tr ngay )
1A A A 2012;
phép luat nhdn dugc de

nghi cua cong
chuc tu phap -
h¢ tich, Chu tich
Uy ban nhan dan

+ Nghi dinh
s6 28/2013/ND-CP ngay
04/4/2013 cua Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh



https://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=28/2013/N%C4%90-CP&area=2&type=0&match=False&vc=True&lan=1
https://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=10/2016/TT-BTP&area=2&type=0&match=False&vc=True&lan=1
https://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=28/2013/N%C4%90-CP&area=2&type=0&match=False&vc=True&lan=1
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cép xa xem Xet,
quyét dinh cho
thoi lam tuyén
truyén vién phap
luat.

Luat phé bién, gido duc
phap luat;

+ Thong tu
s6 10/2016/TT-BTP ngay
22/7/2016 cua B Tu phap
quy dinh vé bao céo vién
phap luat, tuyén truyén
vién phép luét.

XXI. Linh vwe chirng thuc

1

Thu tuc ching
thue hop dong,
giao dich lién
quan dén tai
san 1a dong
san, quyén su
dung dit va
nha ¢

Khoéng qua 02
(hai) ngay lam
viée, ké tir ngay
nhan da hd so
yéu cau ching
thuc hodc c6 thé
kéo dai hon theo
thoa thuin bang
van ban vdi
ngudi yéu cau
ching thuc.
Truong hop kéo
dai thoi han giai
quyét thi nguoi
tiép nhan ho so
phai c6 phiéu
hen ghi rd thoi
gian (gio, ngay)
tra két qua cho
ngudi yéu cdu
chung thuc.

UBND xa

50.000
ddng/hop
dong,
dich

giao

+ Nghi dinh s6
23/2015/Nb-CP ngay
16/02/2015 cua Chinh phu
vé cip ban sao tir ban
chinh, chung thuc chir ky
va ching thuc hop dong,
giao dich;

+ Thong tu sO
20/2015/Nb-CP ngay
29/12/2015 cua Bo Tu
phap quy dinh chi tiét va
huéng dan thi hanh mot sd
didu cia Nghi dinh sb
23/2015/Nb-CP ngay
16/02/2015 ctua Chinh phu
vé cip ban sao tir ban
chinh, chung thuc chir ky
va ching thuc hop dong,
giao dich.

+ Thong tu sd
226/2016/TT-BTC  ngay
11/11/2016 cua B Tai
chinh quy dinh muc thu,
ché do thu, ndp, quan ly
va st dung phi ching
thue.

Thu tuc ching
thuc di chuc

Khoéng qua 02
(hai) ngay lam
viée, ké tir ngay
nhan da hd so
yéu cau ching
thuc hodc c6 thé
kéo dai hon theo
thoa thuin bang
van ban Vi
ngudi yéu cdu
chiing thuc.
Truong hop kéo
dai thoi han giai
quyét thi nguoi

UBND xa

50.000
dong/di chuc.

+ Nghi dinh s
23/2015/Nb-CP ngay
16/02/2015 cua Chinh phu
vé cip ban sao tir ban
chinh, chung thuc chir ky
va ching thuc hop dong,
giao dich;

+ Thong tu sO
20/2015/Nb-CP ngay
29/12/2015 cia Bo6 Tu
phap quy dinh chi tiét va
huéng din thi hanh mét s6
didu cia Nghi dinh sb
23/2015/ND-CP ngiy



https://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=10/2016/TT-BTP&area=2&type=0&match=False&vc=True&lan=1
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tiép nhan ho so
phai c6 phiéu
hen ghi rd thoi
gian (gi0, ngay)
tra két qua cho
nguodi yéu cdu
chung thuc.

16/02/2015 cta Chinh phu
vé cip ban sao tir ban
chinh, chung thuc chr ky
va chimg thuc hop dong,
giao dich.

+ Thong tu sO
226/2016/TT-BTC  ngay
11/11/2016 cua B¢ Tai
chinh quy dinh muc thu,
ché do thu, nop, quan ly
va su dung phi chung
thue.

Thu tuc ching
thuc van ban
tir chdi nhén di
san

Khong qua 02
(hai) ngay lam
viée, ké tir ngay
nhan da hd so
yéu cau ching
thuc hodc c6 thé
kéo dai hon theo
thoa thuan bang
van ban vdéi
ngudi yéu ciu
ching thuc.
Truong hop kéo
dai thoi han giai
quyét thi nguoi
tiép nhan ho so
phai c6 phiéu
hen ghi rd thoi
gian (gi0, ngay)
tra két qua cho
nguodi yéu ciu
ching thuc.

UBND xa

50.000
dong/van
ban.

+ Nghi dinh s
23/2015/Nb-CP ngay
16/02/2015 cta Chinh phu
vé cip ban sao tir ban
chinh, chung thuc chir ky
va chimg thuc hop dong,
giao dich;

+ Thong tu 5O
20/2015/Nb-CP ngay
29/12/2015 cua Bo Tu
phap quy dinh chi tiét va
hudng dan thi hanh mot s6
didu cia Nghi dinh sb
23/2015/Nb-CP ngay
16/02/2015 cta Chinh phu
vé cip ban sao tir ban
chinh, chung thuc chir ky
va chimg thuc hop dong,
giao dich.

+ Thong tu 5O
226/2016/TT-BTC  ngay
11/11/2016 cua B Tai
chinh quy dinh muc thu,
ché do thu, ndp, quan ly
va su dung phi chung
thue.

Thu tuc ching
thuc van ban
thoa thuan
phan chia di
san ma di san
la dong san,
quyén st dung
dat, nha &

Khoéng qua 02
(hai) ngay lam
viée, ké tir ngay
nhan da hd so
yéu cau ching
thuc hodc c6 thé
kéo dai hon theo
thoa thuan bang
van ban vdéi
nguodi yéu ciu
ching thuc.

UBND xa

50.000
dong/van ban

+ Nghi dinh s
23/2015/Nb-CP ngay
16/02/2015 ctua Chinh phu
vé cip ban sao tir ban
chinh, chung thuc chir ky
va chimg thuc hop dong,
giao dich;

+ Thong tu 5O
20/2015/Nb-CP ngay
29/12/2015 cua Bo Tu
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Truong hop kéo
dai thot han giai
quyét thi nguoi
tiép nhan ho so
phai ¢co phiéu
hen ghi rd thoi
gian (gi0, ngay)
tra két qua cho
ngudi yéu ciu
chung thuc.

phap quy dinh chi tiét va
hudng dan thi hanh mot s6
didu cia Nghi dinh sb
23/2015/Nb-CP ngay
16/02/2015 ctua Chinh phu
vé cip ban sao tir ban
chinh, chung thuc chir ky
va chimg thuc hop dong,
giao dich.

+ Thong tu 5O
226/2016/TT-BTC  ngay
11/11/2016 cua B Tai
chinh quy dinh muc thu,
ché do thu, ndp, quan ly
va su dung phi chung
thue.

Thu tuc ching
thuc van ban
khai nhan di
san ma di san
la dong san,
quyén st dung
dat, nha &

Khong qua 02
(hai) ngay lam
viée, ké tir ngay
nhan di hod so
yéu cau chimg
thuc hodc c6 thé
kéo dai hon theo
thoa thuan bang
van ban vdi
ngudi yéu cau
ching thuc.
Truong hop kéo
dai thoi han giai
quyét thi nguoi
tiép nhan hd so
phai c6 phiéu
hen ghi rd thoi
gian (gio, ngay)
tra két qua cho
nguodi yéu cau
chung thuc.

UBND xa

50.000
dong/van ban

+  Nghi dinh s
23/2015/Nb-CP ngay
16/02/2015 cua Chinh phu
vé cdp ban sao tir ban
chinh, chiing thuc chir ky
va chung thuc hop dong,
giao dich;

+ Thong tu 5O
20/2015/Nb-CP ngay
29/12/2015 cta Bo Tu
phap quy dinh chi tiét va
huéng dan thi hanh mot sd
didu cia Nghi dinh sb
23/2015/Nb-CP ngay
16/02/2015 ctua Chinh phu
vé cdp ban sao tir ban
chinh, chung thuc chir ky
va ching thuc hop dong,
giao dich.

+ Thong tu 5O
226/2016/TT-BTC  ngay
11/11/2016 cua Bo Tai
chinh quy dinh muc thu,
ché do thu, ndp, quan ly
va su dung phi chung
thuec.

Tha tuc cap
ban sao tr so
g0oc;

Trong ngay co
quan, t6 chirc
tiép nhan yéu
cau hodc trong
ngay lam vi¢c
tiép theo, néu
tiép nhan yéu
cau sau 15 gio.

UBND xa

Khong

Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 cua
Chinh phu vé cdp ban sao
tor ban chinh, ching thyc
chir ky va chung thuc hop
dong, giao dich.
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Trong  truong
hop yéu cau cip
ban sao tir s
gbc duoc gui
qua buu dién thi
thoi han duoc
thuc hién ngay
sau khi co quan,
td chtrc nhan du
hd so hop 1&
theo diu buu
dién dén.

Thu tuc ching
thuc ban sao
tr ban chinh
gidy to, vin
ban do co
quan to chuc
¢6 tham quyén
cua Viét Nam
cap hoac
ching nhén;

Trong ngay co
quan, t6 chirc
tiép nhan yéu
cau hoic trong
ngay lam viéc
tiép theo, néu
tiép nhan yéu
cau sau 15 gio.
DPbi voi trudng
hop cung mot
lac  yéu cau
chung thuc ban
sao tlr nhiéu loai
ban chinh gidy
to, van ban; ban
chinh ¢6 nhiéu
trang; yéu cau so
lwong nhiéu ban

sao; noi dung
gidy t0, van ban
phac tap kho
kiém tra, d6i
chiéu ma co
quan, t6 chirc

thuc hién ching
thuc khong thé
dap ung duoc
thoi han quy
dinh néu trén thi
thoi han ching
thuc duoc kéo
dai thém khong
qua 02 (hai)
ngay lam viéc
hodc c6 thé dai
hon theo thoa
thudn bang vin
ban v&1 nguoi

UBND xa

2.000
dong/trang;
tur trang thtr 3
tr¢ 1én thu
1.000
ddng/trang,
toi da thu
khong  qua
200.000
ddng/ban.

- Nghi dinh s
23/2015/Nb-CP ngay
16/02/2015 ctua Chinh phu
vé cdp ban sao tir ban
chinh, chung thuc chir ky
va ching thuc hop dong,
giao dich.

- Thong tu 5O
20/2015/Nb-CP ngay
29/12/2015 cua Bo Tu
phap quy dinh chi tiét va
huéng dan thi hanh mot sd
didu coa Nghi dinh sb
23/2015/Nb-CP ngay
16/02/2015 ctua Chinh phu
vé cdp ban sao tir ban
chinh, chung thuc chir ky
va ching thuc hop dong,
giao dich.

- Thong tu 5O
226/2016/TT-BTC  ngay
11/11/2016 cua B Tai
chinh quy dinh muc thu,
ché do thu, ndp, quan ly
va su dung phi chung
thuec.

- Thoéng tu
s6 257/2016/TT-BTC
ngay 11/11/2016 cua B
Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan
ly, st dung phi cong
chung; phi chung thuc;
phi tham dinh tiéu chuan,
diéu kién hanh nghé cong
chtng; phi thim dinh diéu
kién hoat dong van phong
cong chimg; 18 phi cap thé
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yéu cau ching
thuc.  Truong
hop tra két qua
trong ngay lam
viéc tiép theo
hoac phai kéo
dai  thoi gian
theo quy dinh
thi nguoi tiép
nhan ho so phai
c¢6 phiéu hen ghi
r0 thoi gian (gio,
ngay) tra két qua
cho nguoi yéu
cau chimg thuc.

cong ching vién.

Thu tuc ching
thuc chir ky
trong cac gidy
to, van ban (4p
dung cho ca

truong hop
chiing thuc
diem chi va
truong hop

ngudi yéu cau
chung thuc
khong thé ky,

khong thé
diem chi
dugce);

Trong ngay co
quan, t6 chirc
tiép nhan yéu
cau hoic trong
ngay lam viéc
tiép theo, néu
tiép nhan yéu
cau sau 15 gio.
Truong hop tra
két qua trong
ngay lam viéc
tiép theo thi
nguoi tiép nhan
hd so phai co
phiéu hen ghi 13
thoi gian (gio,
ngay) tra két qua
cho nguoi yéu
cau ching thyc.

UBND xa

10.000
dong/truong
hop

- Nghi dinh s
23/2015/Nb-CP ngay
16/02/2015 ctua Chinh phu
vé cdp ban sao tir ban
chinh, chung thuc chir ky
va chimg thuc hop dong,
giao dich.

- Thong tw 5O
20/2015/Nb-CP ngay
29/12/2015 cua Bo Tu
phap quy dinh chi tiét va
hudng dan thi hanh mot s6
didu cia Nghi dinh sb
23/2015/Nb-CP ngay
16/02/2015 ctua Chinh phu
vé cdp ban sao tir ban
chinh, chung thuc chir ky
va chimg thuc hop dong,
giao dich.

- Thong tw 5O
226/2016/TT-BTC  ngay
11/11/2016 cua Bo Tai
chinh quy dinh muc thu,
ché do thu, ndp, quan ly
va su dung phi chung
thue.

- Thong tu
s6 257/2016/TT-BTC
ngay 11/11/2016 cua B9
Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan
ly, st dung phi cong
chung; phi chimg thuc;
phi tham dinh tiéu chuan,
diéu kién hanh nghé cong
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chimg; phi thim dinh diéu
kién hoat dong van phong
cong chimg; 18 phi cap thé
cong ching vién.

O | Thu tuc chimg | Thoi han thyc | UBNDx3 | 30.000 - Nghi dinh s
thuc viéc sira | hién yéu cau dong/hop 23/2015/ND-CP ngay
d6i, bd sung, | chung thyc phai dong,  giao | 16/02/2015 cta Chinh phu
hity boé hop | dugc biao dam dich. C4 nhan, | vé ca‘ip ban sao tir ban chinh,
dong, giao dich; | ngay trong ngay ho gia dinh | ching thuc chir ky va chung

co quan, to chirc vay von tai t6 | thuc hop dong, giao dich.
tiép nhan yéu ciu chuc tin dung - Théng tu s
hodc trong ngay dé phuc wvu | 20/2015/ND-CP ngay
lam viéc tiép theo, phat trién nong | 29/12/2015 ctia B Tu phép
néu tiép nhan yéu nghiép, nong | quy dinh chi tiét va hudng
ciu sau 15 gio. thon theo quy | dan thi hanh mot s diéu cua
Truong hop tra dinh tai Nghi | Nghi dinh s6 23/2015/ND-
két qua trong dinh s6 | CP ngay 16/02/2015 cua
ngay lam viéc tiép 55/2015/ND- | Chinh phii vé cép ban sao tir
theo thi nguoi tiép CP ngay 09 | ban chinh, ching thuc chir
nhan hd so phai thang 6 nim | ky va chimg thyc hop dong,
¢6 phiéu hen ghi 2015 cua | giao dich.
& thoi gian (gio, Chinh phu vé | - Thong tu s6 226/2016/TT-
ngay) tra két qua chinh sach tin | BTC ngay 11/11/2016 cuia
cho ngudi yéu cau dung phuc vu | B6 Tai chinh quy dinh muc
chung thuc. phat trién nong | thu, ché d¢ thu, ndp, quan ly

nghi¢p, nong | va st dung phi ching thuc.

thon thi khong

phai ndp phi

ching thuc

hop dong thé

chip tai san.

10 | Thu tuc stra16i | Thoi han thuc | UBND xa | 25.000 - Nghi dinh s6
sai sot trong | hién yéu cau dong/hop 23/2015/Nb-CP ngay
hop ddng, giao | chimg thuc phai dong,  giao | 16/02/2015 ciia Chinh phi
dich; duoc bao dam dich. Ca | vé cép ban sao tr ban

ngay trong ngay
co quan, to chirc
tiép nhan yéu
cau hodc trong
ngdy lam viéc
tiép theo, néu
tiép nhan yéu
cau sau 15 gio.
Tmé’ng hop tra

két qua trong
ngdy lam viéc
ti€p theo thi

ngudi tiép nhan
hoé so phai co
phi€u hen ghi rd

nhan, hd gia
dinh vay vén
tai to chte tin
dung dé phuc
vu phat trién
nong nghiép,
nong thon
theo quy dinh
tai Nghi dinh
50

55/2015/ND-
CP ngay 09
thang 6 nam
2015 cua
Chinh phu vé

chinh, chung thuc chir ky
va chung thuc hop dong,
giao dich.

- Thong tu sd
20/2015/Nb-CP ngay
29/12/2015 cua Bo Tu
phap quy dinh chi tiét va
huéng dan thi hanh mot sé
diéu cua Nghi dinh s
23/2015/Nb-CP ngay
16/02/2015 ctua Chinh phu
vé cip ban sao tir ban
chinh, chung thuc chir ky
va chung thuc hop dong,
giao dich.
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thoi gian (gio,
ngay) tra két qua
cho nguoi yéu
cau ching thyc.

chinh sach tin
dung phyc vu
phat trién
néng nghi¢p,
néng thon thi

khong  phai
nop phi
chung thuc

hop dong thé
chap tai san.

- Thong tw 5O
226/2016/TT-BTC  ngay
11/11/2016 cua Bo Tai
chinh quy dinh muc thu,
ché do thu, ndp, quan ly
va st dung phi chung
thue.

11 |Thi tuc cip | Trong ngdy co | UBNDxi | 2.000 - Nghi dinh sO
ban sao c¢o |quan, t6 chirc dong/trang; 23/2015/Nb-CP ngay
ching thuc tir | tiép nhén yéu tur trang tha 3 | 16/02/2015 cta Chinh phu
ban chinh hop | cdu hodc trong tr6 1én thu | vé cap ban sao tir ban
déng, giao | ngay lam viéc 1.000 chinh, chung thuc chir ky
dich did duoc | tiép theo, néu dong/trang, va chung thuc hop dong,
ching thuc; tiép nhan yéu t6i da thu | giao dich.

cau sau 15 gio. khong  qua | - Thong tu sO
Truong hop tra 200.000 20/2015/Nb-CP ngay
két qua trong dong/ban. 29/12/2015 cua Bo Tu
ngay lam viéc phap quy dinh chi tiét va
tiép theo thi huéng dan thi hanh mot sé
nguoi tiép nhan diéu cia Nghi dinh s6
hd so phai c6 23/2015/ND-CP ngay
phiéu hen ghi r& 16/02/2015 cta Chinh phu
thoi gian (gio, vé cip ban sao tir ban
ngay) tra két qua chinh, chung thuc chir ky
cho nguoi yéu va ching thuc hop dong,
cau ching thuyc. giao dich.
- Thong tu sO
226/2016/TT-BTC  ngay
11/11/2016 cua B¢ Tai
chinh quy dinh muc thu,
ché d6 thu, ndp, quan ly
va st dung phi chung
thue.

XXII. Linh vue thé thao

1 Thfl tucA cong 0.7A n§é¥ lém UBND xa Khéng qUY'| _ Luat Thé dyc, thé thao sb
HI}@lH cau lac Vchc keqtu’ Pgay dinh 77/2006/QH11 ngdy 29
bo nhan du ho so , -

. thang 11 nam 2006..
hop 1¢. . Nghi dinh  sb

112/2007/ND-CP ngay 26
thang 6 nam 2007 cua
Chinh phu quy dinh chi
tiét va hudng dan thi hanh
mot s6 diéu cua Luat Thé
duc, Thé thao. - Thong tu
s0 18/2011/TT-
BVHTTDL ngay 02 thang
12 ndm 2011 cua B
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truéng BO Van hoa, Thé
thao va Du lich quy dinh
mau vé td chic va hoat
dong cua cau lac bo thé
thao co so.

XXIII. Linh vue dwong bo

1 Thu tuc cip | Ngay trong ngdy | UBND xa | Chwa c6 quy | - Quyét dinh sO
gidy phép sir | lam viéc dinh vé muc | 05/2015/QD-UBND ngiy
dung tam thoi phivalé phi | 08/4/2015 cua Uy ban
phan hé phd dé nhan dan tinh Hai Duong
t6 chic dam vé viéc ban hanh quy dinh
cudi va diém st dyng tam thoi phan
trong giltr xe long duodng, hé phd ngoai
phuc vu dam muc dich giao thong trén
cuoi dia ban tinh Hai Duong.

2 Thu tuc gia | Ngay trong ngay | UBND xa | Chua c6 quy | - Quyét  dinh 5O
han gidy phép | lam viéc dinh vé& muc | 05/2015/QD-UBND ngiy
st dung tam phival¢phi | 08/4/2015 cua Uy ban
thoi phan hé nhan dan tinh Hai Duong
phd d@é t6 chirc vé viéc ban hanh quy dinh
dam cudi va st dung tam thoi phan
diém trong giir long duong, hé phd ngoai
xe phuc wvu muc dich giao thong trén
dam cudi dia ban tinh Hai Duong.

XXIV. Linh vuc dau thau lra chon nha thau

1 | Tham dinh va | thoi gian tham | UBND xa | Chi phi thim - Ludt Pdu thau so
phé duyét ho | dinh tbi da 20 dinh hd so | 43/2013/QHI3 ngay
so moi thau | ngay ké tir ngay moi thau | 26/11/2013;
g6i thau dich | nhan dugc day duoc tinh - Nghi dinh sé
vu phi tu van. | da hd so trinh. bang 0,05% | 63/2014/ND-CP ngay 26

Thoi gian phé gid g6i thau | thang 6 nam 2014 ciia
duyét hd so moi nhung t6i | Chinh phii quy dinh chi
thau t6i da 1a 10 thiéu 1 | tiét thi hanh mot so diéu
ngay, ké tir ngay 1.000.000 ciia Ludt dau thau vé lya
nhan duoc to dong va tdi | chon nha thau;
trinh d& nghi phé da 1a - Théng tr sé
duyét hd so moi 50.000.000 14/2016/TT-BKHDT cua
thAu cua bén déng Bé Ké hoach va Pau tw
moi thiu hoic ngay 29 thang 9 nam 2016
bdo cdo thim quy dinh chi tiét lgp Ho so
dinh trong moi thau dich vu phi tw
truong hop c¢é van
yéu cau tham - Théng tr s
dinh. 19/2015/TT-BKHDT ngay
27/11/2015 quy dinh chi
tiét lgp bdo cdo tham dinh
trong qud trinh t6 chirc
lya chon nha thau.

2 | Tham dinh va | - Tham dinh: t6i | UBND xi | Chi phi tham - Ludt Pau thau s6

phé duyét két | da 20 ngay ké tir dinh két qua | 43/2013/0HI13 ngay
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qua lga chon
nha thau goi
thau dich vu
phi tu van.

ngay nhan duoc
day du hd so
trinh. - Phé
duyét: toi da 10
ngay ké tir ngay
nhian duoc to
trinh dé nghi phé
duyét hoac bao
cdo tham dinh.

lva chon nha
thau duoc
tinh bang
0,05% gié goi
thiu  nhung
t6i thiéu Ia
1.000.000
dong va tdi
da la
50.000.000
dong.

26/11/2013;

- Nghi dinh 56
63/2014/ND-CP ngay 26
thang 6 nam 2014 cua
Chinh phu quy dinh chi
tiét thi hanh mét s6 diéu
cia Ludt ddu thau vé lua
chon nha thau;

- Théng tr sé
14/2016/TT-BKHDT  cua
B Ké hoach va Pau tu
ngay 29/9/2016 quy dinh
chi tiét ldgp Ho so moi thau
dich vu phi tw van;

- Théng tr sé
19/2015/TT-BKHDT ngay
27/11/2015 quy dinh chi
tiét Idp bdo cdo tham dinh
trong qud trinh t6 chirc
lya chon nha thau.

Thu tuc phat
hanh hd so
moi thiu géi
thau dich vu
phi tur van.

3 ngay sau khi
thong bdo moi
SO tuyén, quan
tam, moi thau,
chao hang canh
tranh dugc dang
tai

UBND xa

doi vo1 dau

thiu  trong
nudc: hd so
moi thau
duoc ban tbi
da la
2.000.000

dong; dbi véi
dau thau quéc
té, muc gia
ban theo
thong 1& dau
thau qudc té.

- Ludt Pau thau so

43/2013/QH13 ngay
26/11/2013; ’
- Nghi dinh so

63/2014/ND-CP ngay 26
thang 6 nam 2014 cua
Chinh phu quy dinh chi
tiét thi hanh mét so diéu
ciia Ludt ddau thau vé lua
chon nha thau;

- Théng te sé
14/2016/TT-BKHPT cua
Bo Ké hoach va Pau tw
ngay 29/9/2016 quy dinh
chi tiét Idp Ho6 so moi thau
dich vu phi tw van.

Thu tuc 1am ro
hd so moi thau
g6i thau dich
vu phi tu van.

Khoéng quy dinh
rd, nhung bén
moi thiu s& c6
van ban lam 1o
dé bio dam nha
thdu c6 du co s
nop HSDT trude
thoi diém dong
thau.

UBND xa

- Ludt Pau thau so

43/2013/QH13 ngay
26/11/2013;
- Nghi dinh so

63/2014/ND-CP ngay 26
thang 6 nam 2014 cua
Chinh phu quy dinh chi
tiét thi hanh mét sé diéu
cia Ludt dau thau vé lua
chon nha thau;

- Théng te s
14/2016/TT-BKHDT cua
Bé Ké hoach va Pau tw
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ngay 29/9/2016 quy dinh
chi tiét lgp Ho 50 moi thau
dich vu phi tw van.

Stra doi ho so |+ Pau thau | UBND xi | Khéng c6 - Ludt Pau thau so
moi thau goéi | trong nudc: tdi 43/2013/0H13 ngay
thau dich vu | thiéu 1a 10 ngay 26/11/2013;
phi tu van: trude thoi diém - Nghi dinh $6
dong thau; + 63/2014/NP-CP ngay 26
Pau thau qudc thing 6 nam 2014 cia
té: toi thiéu 1a 15 Chinh phu quy dinh chi
ngay trudc thoi tiét thi hanh mét sé diéu
diém doéng thau. ciia Ludt dau thau vé lua
chon nha thau;
- Théng te sé
14/2016/TT-BKHPT cua
Bo Ké hoach va Pau tw
ngay 29/9/2016 quy dinh
chi tiét Idp Ho6 so moi thau
dich vu phi tw van.
Lam r5 hd so | Theo yéu cau | UBND xd | Khong co - Lugt Pdu thau so
dy thiu g6i|cia bén moi 43/2013/QHI13 ngay
thdu dich vu|thau va trong 26/11/2013;
phi tu van. thoi gian danh - Nghi dinh s6
gid hd so du 63/2014/ND-CP ngay 26
thau thang 6 nam 2014 cua
Chinh phu quy dinh chi
tiét thi hanh mét sé dleu
cia Ludt dau thau vé lua
chon nha thau;
- Théng te s
14/2016/TT-BKHDT cua
Bé Ké hoach va Pau tw
ngay 29/9/2016 quy dinh
chi tiét ldgp Ho so moi thau
dich vu phi tw van.
Mo thau g6i | Ngay sau thoi | UBND xa Khon - Ludt Pau thau s6
thau dich vu | diém dong thau g cod 43/2013/0H13 ngay
phi tu van. 26/11/2013;
- Nghi dinh 56

63/2014/ND-CP ngay 26
thang 6 nam 2014 cua
Chinh phu quy dinh chi
tiét thi hanh mét s6 dleu
ciia Ludt dau thau vé lua
chon nha thau;

- Théng tr sé
14/2016/TT-BKHPT cua
Bo Ké hoach va Pau tw
ngay 29/9/2016 quy dinh
chi tiét Idp Ho6 so moi thiu
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dich vu phi tw van.

Tham dinh va | Thoi gian tham | UBND xd | Chi phi thim - Lugt Pdu thau so
phé duyét ho | dinh dinh hd so | 43/2013/QHI3 ngay
so moi thau, | HSMT/HSYC moi thau | 26/11/2013;
hd so yéu cau | téi da 20 ngay dugc  tinh - Nghi dinh sé
mua sam hang | ké tir ngdy nhén bang 0,05% | 63/2014/ND-CP ngay 26
héa d6i véi | duge day du hd gid goi thau | thang 6 nam 2014 cia
dau thau qua |so trinh. Thoi nhung  t6i | Chinh phii quy dinh chi
mang. gian phé duyét thiéu 1a | tiét thi hanh mét sé diéu
HSMT/HSYC 1.000.000 ciia Ludt dau thau vé lya
t6i da la 10 dong va tdi | chon nha thau;
ngay, ké tir ngay da la - Thong tuw lién tich
nhan dugc to 50.000.000 | so 07/2015/TTLT-
trinh dé nghi phé dong (Piéu 9 | BKHPT-BTC  ngay 8
duyét Nghi dinh | thang 9 nam 2015 cua Bo
HSMT/HSYC 63/2014/ND- | Ké hoach va Pau ti va Bj
cuia bén moi CP) Tai chinh quy dinh chi tiét
thau hodc bao viéc cung cdp, ding tdi
cdo tham dinh théng tin vé ddu thau va
trong truong lwa chon nha thau qua
hop ¢6 yéu cau mang;
tham dinh. - Théng tr s
07/2016/TT-BKHDT ngay
29 thang 6 nam 2016 quy
dinh chi tiét chi tiét ldp ho
sO' ' moi thau, ho so yéu cdu
mua sam hang héa doi voi
ddu thau qua mang;
- Théng te sé
19/2015/TT-BKHPT ngady
27/11/2015 quy dinh chi
tiét Idp bdo cdo tham dinh
trong qud trinh t6 chirc
lwa chon nha thau.
Tham dinh va | 1. Thim dinh: | UBND x4 | Chi phi thim - Ludt Pdu thau sé

duyét két
qua lga chon
nha thau cho
g6i thau mua
sim hang hoa
doi voi  dau
thau rong rai
va chao hang
canh tranh qua
mang.

phé

toi da 20 ngay
ké tir ngay nhan
dugc day du hd
so trinh. 2. Phé
duyét: toi da 10
ngay ké tir ngay
nhian duoc to
trinh dé nghi phé
duyét hoac bao
c4o tham dinh.

dinh két qua
lra chon nha
thau duoc
tinh bang
0,05% gia goi
thiu  nhung
toi thiéu 1a
1.000.000
dong va tdi
da la
50.000.000
dong (Piéu 9
Nghi dinh
63/2014/Nb-
CP).

43/2013/QH13 ngay
26/11/2013;
- Nghi dinh so

63/2014/ND-CP ngay 26
thang 6 nam 2014 cua
Chinh phu quy dinh chi
tiét thi hanh mét s6 diéu
cia Ludt dau thau vé lua
chon nha thau;

- Thong tuw lién tich
50 07/2015/TTLT-
BKHPT-BTC ngay &8
thang 9 nam 2015 cua Bo
Ké hoach va Pau tw va Bé
Tai chinh quy dinh chi tiét
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viée cung cdp, ddng tdi
théng tin vé dau thau va
Iva chon nha thau qua
mang;

- Théng tr sé
19/2015/TT-BKHPT ngay
27/11/2015 quy dinh chi
tiét Igp bdo cdo tham dinh
trong qud trinh t6 chirc
lwa chon nha thau.

- Théng tr sé
07/2016/TT-BKHPT ngay
29 thang 6 nam 2016 quy
dinh chi tiét chi tiét lgp ho
so moi thau, ho so yéu cau
mua sam hang héa doi voi
ddu thau qua mang.

10

Phit hanh hd
so moi thau,
hd so yéu cau
mua sim hang
hoa dbi véi
dau thau qua
mang.

Thoi diém phat
hanh
HSMT/HSYC la
thoi diém ding
tai thanh cong
TBMT/TBMCH
trén mang

UBND xa

Chi phi lap
HSDT/HSbX
duoc tinh
bang  0,1%
gia g6i thau
nhung t6i
thiéu 1a
1.000.000
dong va tdi
da la
50.000.000
dong (Piéu 9
Nghi dinh
63/2014/Nb-
CP).
HSMT/HSY
C dugc phat
hanh  mién
phi cho nha
thau. Bén
moi thau phai
thanh  toén
tién ding tai
TBMT la
330.000 dong
(bao gém
VAT) va
TBMCH Ia
220.000 dong
cho Hé thong
mang dau
thau qudc gia

- Ludt Pdu thau so6
43/2013/QH13 ngay
26/11/2013;

- Nghi dinh 56
63/2014/ND-CP ngay 26
thang 6 nam 2014 cua
Chinh phu quy dinh chi
tiét thi hanh mét sé diéu
ciia Ludt dau thau vé lua
chon nha thau;

- Thong tw lién tich
50 07/2015/TTLT-
BKHDT-BTC ngay 08
thang 9 nam 2015 cua Bo
Ké hoach va Pau tw va Bé
Tai chznh quy dinh viéc
cung cap dang tai thong
tin vé dau thau va lya
chon nha thau qua mang;

- Théng tr s
07/2016/TT-BKHDT ngay
29 thang 6 nam 2016 quy
dinh chi tiét chi tiét ldp ho
50 moi. thau, ho so yeu cau
mua sam hang héa doi voi
ddu thau qua mang.

11

Lam ro ho so

Khoéng quy dinh

UBND xa

Khong.

- Ludt Pau thau so
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moi thau, ho
so  yéu cau
mua sim hang
hoa dbi véi
dau thau qua
mang.

rd, nhung bén
moi thau s& c6
thong bao lam 1o
dé bao dam nha
thau c6 du co sé
nop
HSDT/HSbX
trude thoi diém
dong thau.

43/2013/QH13 ngay
26/11/2013; ’
- Nghi dinh so

63/2014/ND-CP ngay 26
thang 6 nam 2014 cua
Chmh phu quy dinh chi
tiét thi hanh mét sé dzeu
ciia Ludt dau thau vé lua
chon nha thau;

- Thong tuw lién tich
50 07/2015/TTLT-
BKHDPT-BTC ngay 08
thang 9 nam 2015 cua Bo
Ké hoach va Pau tw va Bé
Tai chinh quy dinh viéc
cung cdp, dang tdi thong
tin vé dau thau va lya
chon nha thau qua mang;

- Théng te s
07/2016/TT-BKHPT ngay
29 thang 6 nam 2016 quy
dinh chi tiét chi tiét ldp ho
sO' ' moi thau, ho so yéu cdau
mua sam hang héa doi véi
ddu thau qua mang.

12

Sira d6i ho so
moi thau, hd
so  yéu cau
mua sim hang
hoa dbi véi
dau thau qua
mang.

- Déi véi stra doi
HSMT sau khi
phat hanh: t6i
thiéu 1a 10 ngay
trude thdi diém
dong thau; - D6i
véi  sta  d6i
HSYC sau khi
phat hanh: t6i
thiéu 1a 05 ngay
trude thoi diém
dong thau;

UBND xa

Khong co

- Ludt Pau thau so

43/2013/QH13 ngay
26/11/2013; ’
- Nghi dinh so

63/2014/ND-CP ngay 26
thang 6 nam 2014 cua
Chinh phu quy dinh chi
tiét thi hanh mét sé diéu
ciia Ludt dau thau vé lua
chon nha thau;

- Thong tw lién tich
50 07/2015/TTLT-
BKHDT-BTC ngay 08
thang 9 nam 2015 cua Bo
Ké hoach va Pau tw va Bé
Tai chznh quy dinh viéc
cung cap dang tai thong
tin vé dau thau va lya
chon nha thau qua mang;

- Théng tr s
07/2016/TT-BKHDT ngay
29 thang 6 nam 2016 quy
dinh chi tiét chi tiét ldp ho
s0' ' moi thau, ho so yéu cdu
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mua sam hang hoa doi voi
ddu thau qua mang.

13

Lam 13 hd so
dy thdu mua
saim hang hoa
d6i véi  dau
thau qua
mang.

Theo yéu cau
cia bén moi
thAu va trong
thoi gian danh
gid hd so du
thau

UBND xa

Khong co

- Ludt Pdu thau so6
43/2013/QH13 ngay
26/11/2013;

- Nghi dinh 56
63/2014/ND-CP ngay 26
thang 6 nam 2014 cua
Chznh phu quy dinh chi
tiét thi hanh mét sé dleu
ciia Ludt dau thau vé lua
chon nha thau;

- Thong tw lién tich
50 07/2015/TTLT-
BKHDT-BTC ngay 08
thang 9 nam 2015 cua Bo
Ké hoach va Pau tw va Bé
Tai chinh quy dinh viéc
cung cdp, dang tdi thong
tin vé dau thau va lya
chon nha thau qua mang;

- Théng tw s
07/2016/TT-BKHDT ngay
29 thang 6 nam 2016 quy
dinh chi tiét chi tiét ldp ho
sO' ' moi thau, ho so yéu cdu
mua sam hang héa doi voi
ddu thau qua mang.

14

Mo thau trén
Hé¢ thong
mang d4u thau
quéc gia.

Ngay sau thoi
diém dong thau.

UBND xa

Khong co

- Ludt Pau thau so

43/2013/QH13 ngay
26/11/2013;
- Nghi dinh so

63/2014/ND-CP ngay 26
thang 6 nam 2014 cua
Chinh phu quy dinh chi
tiét thi hanh mét sé dleu
cia Ludt dau thau vé lua
chon nha thau;

- Thong tuw lién tich
50 07/2015/TTLT-
BKHDPT-BTC ngay 08
thang 9 nam 2015 cua Bo
Ké hoach va Pau tw va Bé
Tai chinh quy dinh viéc
cung cap, dang tai thong
tin vé ddu thau va lua
chon nha thau qua mang;

- Théng te s
07/2016/TT-BKHPT ngay
29 thang 6 nam 2016 quy
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dinh chi tiét chi tiét ldp ho
sO' ' moi thau, ho so yéu cau
mua sam hang héa doi véi
ddu thau qua mang.

XXV. Linh vue giao duc va dao tg

10

1 Thu tuc gidi | Khong quy dinh | UBND xa | Khong Nghi dinh sé 46/2017/ND-
thé nhom tré, CP ngay 21 thang 4 ndm
16p mau giao 2017 cua Chinh phu quy
doc lap (theo dinh vé diéu kién dau tu
yéu cau cia to va hoat dong trong linh
chirc, ca nhan vuc gido duc.

d nghi thanh
lap).

2 Thl;l tuc chcg IQA négéy‘ lém UBND xa | Khong ) Nghi dinh
phép co s& | viéc ké tur ngay . .
gido duc khac | nhan du hd so 50 46/2017/ND-CP ngay
thuc hién | hop I¢. 21/4/2017 cua Chinh phu
chuong tri.f}h quy dinh vé diéu kién dau
§1ao dyc tidu tu va hoat dong trong linh

o¢ vuc gido duc.

- Nghi dinh
s6 135/2018/ND-CP ngay
04/10/2018 cua Chinh phu
sia d6i mot s6 didu cua
Nghi dinh s6 46/2017/ND-
CPngay 21/4/2017 cua
Chinh phii quy dinh vé
diéu kién dau tu va hoat
dong trong linh vuc gido
duc.

3 The:lnh 7 lézlp ZQA ngxgéy‘ lé@ UBND xa | Khong ) Nghi dinh
nhém tré, 16p | viéc ké tor ngay . .
mau gido doc | nhan di hd so 50 46/2017/ND-CP ngay
lap hop 1¢. 21/4/2017 cua Chinh phu

quy dinh vé diéu kién dau
tu va hoat dong trong linh
vuc gido duc.

- Nghi dinh
s6 135/2018/ND-CP ngay

04/10/2018 cua Chinh phu
sia d6i mot s6 didu cua
Nghi dinh s6 46/2017/ND-
CP ngay 21/4/2017 cua
Chinh phii quy dinh vé
diéu kién dau tu va hoat
dong trong linh vuc gido
duc.

4 Tha tuc cho |20 ngay lam | UBND xa | Khong

- Nghi dinh



https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-135-2018-nd-cp-sua-doi-nghi-dinh-46-2017-nd-cp-dieu-kien-dau-tu-linh-vuc-giao-duc-4d152.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-135-2018-nd-cp-sua-doi-nghi-dinh-46-2017-nd-cp-dieu-kien-dau-tu-linh-vuc-giao-duc-4d152.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html

52

phép nhom tré,
16p mau gido
doc lap hoat
dong gido duc
trd lai

viée ké tir ngay
nhan du ho so
hop 1¢..

s6 46/2017/ND-CP ngay
21/4/2017 cua Chinh phu
quy dinh vé diéu kién dau

tu va hoat dong trong linh
vuc giao duc.

- Nghi dinh
s6 135/2018/ND-CP ngay
04/10/2018 cta Chinh phu
sta d6i mot s6 didu cua
Nghi dinh sé 46/2017/ND-
CPngay 21/4/2017 cua
Chinh phu quy dinh vé
diéu kién dau tu va hoat
dong trong linh vuc gido
duc.

Thu tuc sap
nhap, chia,
tach nhom
tré, 16p mau
giao doc lap

20 ngay lam
viéc ké tir
ngay nhan du
ho so hop 1¢..

UBND
xa

Khong

- Nghi

56 46/2017/ND-
CPngay  21/4/2017
cua Chinh phu quy
dinh vé diéu kién dau
tu va hoat dong trong
linh vuc giao duc.

- Nghi dinh

56 135/2018/ND-

CP ngay 04/10/2018
ctia Chinh phu stra d6i
mdt s6 diéu cua Nghi
dinh s6 46/2017/ND-
CP ngay 21/4/2017
cua Chinh phu quy
dinh vé diéu kién dau
tu va hoat dong trong
linh vuc gido duc.

dinh

XXVI. Linh vuc d

ang Ky bién phap bio dam

1

Ping ky thé
chip quyén st
dung dat, tai
san gin lién
voi dit (gom
truong hop
ding ky thé
chip quyén st
dung dat hoic
ding ky thé
chip quyén st

Trong ngay
nhan hd so hop
1¢. Néu nhéan hd
so sau 15 gio,
thi hoan thanh
viéc dang ky va
tra két qua ngay
trong ngay lam
viéc tiép theo.
Truong hop phai

kéo dai thoi gian

UBND xa

80.000d

- Luat dat dai nam
2013, c6 hiéu luc tir ngay
01/7/2014;

- Luat nha & nam
2014, c6 hi¢u lyc tr ngay
01/7/2015;

- Luat phi va I¢ phi
nam 2015, ¢6 hiéu luc tur
ngay 01/01/2017;

- Nghi dinh s
102/2017/ND-CP  ngay



https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-135-2018-nd-cp-sua-doi-nghi-dinh-46-2017-nd-cp-dieu-kien-dau-tu-linh-vuc-giao-duc-4d152.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-135-2018-nd-cp-sua-doi-nghi-dinh-46-2017-nd-cp-dieu-kien-dau-tu-linh-vuc-giao-duc-4d152.html
https://thukyluat.vn/vb/nghi-dinh-135-2018-nd-cp-sua-doi-nghi-dinh-46-2017-nd-cp-dieu-kien-dau-tu-linh-vuc-giao-duc-4d152.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
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dung dat dong
thoi voi tai san
gin lién voi
dat hoac ding

gidi quyét ho so
thi ciing khong
qua 03 ngay lam
viéc ké tir ngay

01/9/2017 cua Chinh phu
vé ding ky bién phéap bao
dam, c6 hiéu luc ngay
15/10/2017,

ky thé chép tai | nhan ho so ding - Nghi dinh sd
san gin lién | ky hop 16. 43/2014/ND-CP ngay
v6i  dat)(cap 15/5/2014 cua Chinh phu
x3) quy dinh chi tiét thi hanh
mot sb diéu cua Luat Dat
dai, c6 hiéu luc tuor ngay
01/7/2014;
- Nghi dinh s
99/2015/ND-CP
Ping ky thé | Trong ngay | UBND xa | 80.000d - Luat dat dai nim
chép dy 4n dau | nhan ho so hop 2013, c6 hi¢u luc tir ngay
tw xdy dung |18. Néu nhan ho 01/7/2014;
nha ¢, nha & | so sau 15 gio, - Luat nha & nam
hinh thanh | thi hoan thanh 2014, c6 hi¢u luc tir ngay
trong  tuong | viéc ding ky va 01/7/2015;
lai(cap x3) tra két qua ngay - Luat phi va 18 phi
trong ngay lam nam 2015, ¢6 hiéu luc tur
viéc tiép theo. ngay 01/01/2017;
Truong hop phai - Nghi dinh sd
kéo dai thoi gian 102/2017/Nb-CP ngay
gidi quyét ho so 01/9/2017 cta Chinh phu
thi ciing khong vé dang ky bién phap bao
qua 03 ngay lam dam, c6 hiéu luc ngay
viée ké tir ngay 15/10/2017;
nhan ho so dang - Nghi dinh )
ky hop I¢. 43/2014/Nb-CP ngay
15/5/2014 cua Chinh phu
quy dinh chi tiét thi hanh
mdt sb diéu cua Luat Dat
dai, c6 hi¢u luc tuor ngay
01/7/2014;
- Nghi dinh sd
99/2015/ND-CP
Dang ky thay | Trong ngay UBND xa | 60.000d - Luat dat dai nim
ddi noi dung nhén hd so hop 2013, co6 hi€u lyc tr ngay
bién phap bao | 1&. Néu nhan ho 01/7/2014;
dam bang so sau 15 gio, - Luat nha ¢ nam

quyén st dung
dat, tai san gan
lién véi dat da
dang ky(cap
xa)

thi hoan thanh
viéc dang ky va
tra két qua ngay
trong ngay lam
viée tiép theo.
Truong hop phai
kéo dai thoi gian
giai quyét ho so
thi cling khong

2014, co6 hi€u lyc tr ngay
01/7/2015;

- Luét phi va 1& phi
nam 2015, ¢6 hiéu luc tur
ngay 01/01/2017;

- Nghi dinh s
102/2017/NP-CP  ngay
01/9/2017 cua Chinh phu
vé dang ky bién phap bao
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qua 03 ngay lam
viéc ké tir ngay
nhan hd so ding
ky hop 1¢€.

dam, c6 hiéu luc ngay
15/10/2017,

- Nghi dinh s
43/2014/Nb-CP ngay
15/5/2014 cua Chinh phu
quy dinh chi tiét thi hanh
mot s6 diéu cua Luat Dat
dai, c6 hi¢u luc tr ngay
01/7/2014;

- Nghi dinh s
99/2015/ND-CP ngay

Stra chita sai | Trong 01 ngay | UBND xa | Khong - Luat dat dai nim

sot ndi dung | lam viéc tir ngay 2013, ¢6 hiéu lyc tr ngay

bién phap bao | nhan hd so hop 01/7/2014;

dam b?mg 1€. - Luat nha & nam

quyén st dung 2014, c6 hiéu lyc tir ngay

dat, tai san gin 01/7/2015;

lién voi dat da - Luat phi va 18 phi

dang ky do 16 nam 2015, c6 hiéu luc tir

cua co quan ngay 01/01/2017;

ding  ky(cap - Nghi dinh sd

xa) 102/2017/ND-CP  ngay
01/9/2017 cua Chinh phu
vé ding ky bién phéap bao
dam, c6 hiéu luc ngay
15/10/2017,

- Nghi dinh sb
43/2014/Nb-CP ngay
15/5/2014 cua Chinh phu
quy dinh chi tiét thi hanh
mot s6 diéu cua Luat Dat
dai, c6 hi¢u lyc tor ngay
01/7/2014;
- Nghi dinh s

99/2015/ND-CP

bang ky van | Trong ngay | UBND xa | 70.000d - Luat dat dai niam

ban thong bao
vé viee xu ly
tai san  thé
chap bang
quyén st dung
dat, tai san gan
lién voi
dat(cap x3)

nhan hd so hop
1&. Néu nhan ho
so sau 15 gio,
thi hoan thanh
viéc dang ky va
tra két qua ngay
trong ngay lam
viéc tiép theo.
Truong hgp phai
kéo dai thoi gian
giai quyét ho so
thi cling khong
qué 03 ngay lam
viéc ké tir ngay

2013, ¢6 hi¢u lyc tr ngay
01/7/2014;

- Luat nha & nam
2014, c6 hi¢u lyc tr ngay
01/7/2015;

- Luat phi va I¢ phi
nam 2015, c6 hiéu luc tr
ngay 01/01/2017;

- Nghi dinh sd
102/2017/ND-CP  ngay
01/9/2017 cua Chinh phu
vé ding ky bién phéap bao
dam, co6 hi€u luc ngay
15/10/2017,
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nhan ho so dang
ky hop 1¢.

- Nghi dinh s
43/2014/ND-CP ngdy
15/5/2014 cua Chinh phu
quy dinh chi tiét thi hanh
mot sb diéu cua Luat DAt
dai, c6 hi¢u lyc tor ngay
01/7/2014;

- Nghi dinh s6
99/2015/Nb-CP

Chuyén tiép | Trong ngay | UBND xa | 80.000d - Luat dat dai nam
ding ky thé | nhan hd so hop 2013, ¢6 hiéu lyc tir ngay
chap quyén tai | 16. Néu nhan hd 01/7/2014;
san phat sinh | so sau 15 gio, - Ludt nha ¢ nam
tr hop dong |thi hoan thanh 2014, c6 hi¢u luc tir ngay
mua béan nha | viéc dang ky va 01/7/2015;
(cap xa) tra két qua ngay - Luat phi va 1¢ phi
trong ngay lam nam 2015, c6 hiu luc tir
viéc tiép theo. ngay 01/01/2017;
Trudng hop phai - Nghi dinh s
kéo dai thoi gian 102/2017/Nb-CP ngay
giai quyét hd so 01/9/2017 cta Chinh phu
thi cling khong vé ding ky bién phap bao
qua 03 ngay lam dam, c6 hi€u luc ngay
viéc ké tir ngay 15/10/2017;
nhan ho so dang - Nghi dinh $6
ky hop 1¢. 43/2014/Nb-CP ngay
15/5/2014 cua Chinh phu
quy dinh chi tiét thi hanh
mot sb diéu cua Luat Dat
dai, c6 hi¢u lyc tor ngay
01/7/2014;
- Nghi dinh s6
99/2015/ND-CP
Xo6a dang ky | Trong ngay | UBND xa | 20.000d - Luat dat dai niam
bién phap bao | nhan hd so hop 2013, ¢6 hiéu lyc tir ngay
dam bang | 1&. Néu nhan ho 01/7/2014;

quyén st dung
dat, tai san gan
lién voi
dat(cap x3a)

so sau 15 gio,
thi hoan thanh
viéc dang ky va
tra két qua ngay
trong ngay lam
viéc tiép theo.
Truong hop phai
kéo dai thoi gian
giai quyét hd so
thi ciing khong
qua 03 ngay lam
viéc ké tir ngay
nhan hd so ding
ky hop I¢.

- Luat nha & nam
2014, c6 hi¢u luc tir ngay
01/7/2015;

- Luat phi va 1¢ phi
nam 2015, ¢6 hiéu luc tur
ngay 01/01/2017;

- Nghi dinh s
102/2017/Nb-CP  ngay
01/9/2017 cua Chinh phu
vé ding ky bién phap bao
dam, c6 hiéu luc ngay
15/10/2017,

- Nghi dinh s
43/2014/ND-CP ngay
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15/5/2014 cua Chinh phu
quy dinh chi tiét thi hanh
mdt sb diéu cia Luat Dat
dai, c6 hiéu luc tor ngay
01/7/2014;

- Nghi dinh s
99/2015/ND-CP ngay 2

XXVIL Linh virc quan Iy nha nwéc vé ton gi

a0

1 Thu tuc diang | 15 ngdy ké tr | UBNDxd | Khéng quy - Luét tin ngudng,
ky hoat dong | ngay nhan du hd dinh ton  gido  (Luat s
tin ngudng so hop 1¢ 02/2016/QH14 ngay

18/11/2016).

- Nghi dinh s
162/2017/ND-CP  ngay
30/12/2017 cta Chinh phu
quy dinh chi tiét mot sb
diéu va bién phap thi hanh
Luat tin ngudng, ton gido.

2 Thi tuc dang | 15 ngidy ké tir | UBND xa | Khong quy | - Luat tin ngudng, ton gido
ky bd sung | ngdy nhan du hd dinh (Luat s6 02/2016/QH14
hoat dong tin | so hop 1€ ngay 18/11/2016).
ngudng - Nghi dinh s

162/2017/ND-CP  ngay
30/12/2017 cta Chinh phu
quy dinh chi tiét mot sb
diéu va bién phép thi hanh
Luat tin ngudng, ton gido.

3 Thu tuc ding |20 ngidy ké tir | UBND xd | Khong quy | - Luat tin ngudng, ton gido
ky sinh hoat | ngdy nhan du hd dinh (Luat s6 02/2016/QH14
ton gido tap | so hop lé ngay 18/11/2016).
trung - Nghi dinh s

162/2017/ND-CP  ngay
30/12/2017 cta Chinh phu
quy dinh chi tiét mot sb
diéu va bién phép thi hanh
Luat tin ngudng, ton gido.

4 | Thu tyc thong | Khong quy dinh | UBND xa | Khong  quy | - Lujt tin ngudng, ton gido
bao danh muc dinh (Ludt s 02/2016/QH14
hoat dong ton ngay 18/11/2016).
gido doi vGi 10 _ Nghi dinh s
chic c6 dia 162/2017/ND-CP  ngay
ban hoat dong 30/12/2017 cita Chinh phi
ton giao o mot quy dinh chi tiét mot sb
xa diéu va bién phéap thi hanh

Luat tin ngudng, ton gido.

5 Thu tuc thong | Khong quy dinh | UBND xa | Khong quy - Luét tin ngudng,
bao danh muc dinh ton gido  (Luat $6
hoat dong ton 02/2016/QH14 ngay
gido bd sung 18/11/2016).

d01 vai to chire

- Nghi dinh s
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c6 dia ban hoat
dong ton gido

162/2017/ND-CP  ngay
30/12/2017 cta Chinh phu

& mot x4 quy dinh chi tiét mot sd
diéu va bién phéap thi hanh
Luat tin ngudng, ton gido.
6 Tlrlﬁ tuc dénxg 15‘ ngé}: ké tl‘:: UBND xa Khéng quy - Luat tin ngudng,
ky ‘ Fhay' <.iA01 ngay nhe;ln da ho dinh ton  gido  (Ludt 6
“guOIhqal d.“?ﬁ 50 hop 1¢ 02/2016/QH14 ngay
P e 18/11/2016).
oat ton giao ]
tép trung - Nghl dinh so
162/2017/ND-CP  ngay
30/12/2017 cua Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat tin ngudng, ton gido.
7 Tha tuc dé| 15 ngdy ké tr | UBND xd | Khéng quy | - Ludt tin ngudng, ton gido
nghi thay ddi | ngdy nhan du hd dinh (Luat s6 02/2016/QH14
dia diém sinh | so hop 1& ngay 18/11/2016).
hoat ton gido - Nghi dinh )
tap trung trong 162/2017/Nb-CP ngay
dia ban mot xa 30/12/2017 cua Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Luat tin ngudng, ton gido.
8 Tha tuc dé|20 ngdy ké tir | UBND xd | Khéng quy | - Ludt tin ngudng, ton gido
nghi thay ddi | ngay nhan du ho dinh (Luat s6 02/2016/QH14
dia diém sinh | so hop 1& ngay 18/11/2016).
hoat ton gido - Nghi dinh s
tap trung dén 162/2017/ND-CP  ngay
dia ban xa 30/12/2017 cta Chinh phu
khac quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Ludt tin ngudng, ton gido.
9 Thu tuc thong | Khong quy dinh | UBND xa | Khong  quy | - Luét tin ngudng, ton gido
bdo vé viée dinh (Luat s6 02/2016/QH14
thay dbi dia ngay 18/11/2016).
diém sinh hoat - Nghi dinh s
ton gido tap 162/2017/ND-CP ngay
trung 30/12/2017 cta Chinh phu
quy dinh chi tiét mot sd
diéu va bién phap thi hanh
Ludt tin ngudng, ton gido.
10 | Thu tuc thong | Khong quy dinh | UBND xa | Khong — quy - Luét tin ngudng,
bdo vé viée dinh ton  gido  (Luat  sb
thay doi dia 02/2016/QH14 ngay
diém sinh hoat 18/11/2016).
ton gido tap - Nghi dinh sO

trung.

162/2017/ND-CP  ngay
30/12/2017 clia Chinh phu
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quy dinh chi tiét mot so
diéu va bién phép thi hanh
Luat tin ngudng, ton gido.

11 | Thu tuc thong | Khong quy dinh | UBND xa | Khong  quy - Luat tin ngudng,
bdo to chiic dinh ton  gido  (Luat  sd
quyén gop 02/2016/QH14 ngay
trong dia ban 18/11/2016).
mot xa cua co - Nghi dinh )
sO tin ngudng, 162/2017/NDb-CP ngay
t6 chic ton 30/12/2017 cta Chinh phu
gido, t0 chuc quy dinh chi tiét mot sd
ton gido truc diéu va bién phap thi hanh
thudc Luat tin ngudng, ton gido.

XXVIIL Linh vuec phat trién néng thén

1 Phé duyét ké |60 ngay lam | UBNDxd | Khong Nghi dinh s6 83/2018/ND-
hoach khuyén | viéc CP ngay 24/5/2018 cua
néng dia Chinh phu vé Khuyén
phuong; néng

XXVIV. Linh vuc phong chdng thién tai

1 bang ky ké |07 ngay lam | UBND xa | Khong Nghi dinh sé 02/2017/ND-
khai s6 luong | vide ké tir ngay CP ngay 09/01/2017 cua
chan nudi tap | nhan dugc ban Chinh phu vé co ché,
trung va nuoi | ké khai chinh sach hd trg san xudt
trong thuy san ndéng nghiép dé khoi phuc
ban dau san xuat vung bi thiét hai

do thién tai, dich bénh.

2 HO trg khoi| 15 ngay lam | UBNDxi | Khong Nghi dinh s6 02/2017/ND-
phuc san xuit | viéc ké tir ngay CP ngay 09/01/2017 cua
ving bi thiét | UBND cac cap Chinh phi vé& co ché,
hai do dich | nhan dugc hd so chinh sach hd trg san xuit
bénh hop 1¢ nong nghiép dé khoi phuc

san xuat ving bi thiét hai
do thién tai, dich bénh.

3 Ho tro khoi 15 ngay lam UBND xa | Khong Nghi dinh s6 02/2017/ND-
phuc san xuat | viéc ké tir ngay CP ngay 09/01/2017 ctia
vung bi thi¢t UBND céc cép Chinh phu vé co ché,
hai do thién tai | nhan duogc ho so chinh sach hd trg san xuét

hop 1¢ ndéng nghiép dé khéi phuc
san xuat ving bi thiét hai
do thién tai, dich bénh.

XXX. Linh vuc thw vién

1 Thu tuc ding |03 ngay lam | UBND x4 | Khong quy | Phap 1énh Thu vién sb
ky hoat dong | viéc ké tir ngay dinh 31/2000/PL-UBTVQH10
the vién tu|nhin du hd so ngay 28 thang 12 nam 2000.
nhan c6 von | hop Ié. - Nghi dinh s
sach ban dau 72/2002/ND-CP  ngay 6
tir 500 ban dén thang 8 niam 2002 cua
dudi 1.000 ban Chinh phii quy dinh chi tiét

thi hanh phap I&nh Thu
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vién.

- Théng tu s6 56/2003/TT-
BVHTT ngay 16 thang 9
nam 2003 cua B Van hoa -
Thong tin (nay la BO Van
hoa, Thé thao va Du lich) vé
huéng din chi tiét vé diéu
kién thanh 18p thu vién va
tha tuc dang ky hoat dong
thu vién.

- Nghi dinh s6 02/2009/ND-
CP ngay 6 thang 01 nam
2009 cta Chinh phu quy
dinh vé to chiic va hoat
dong cua thu vién tu nhan
¢6 phuc vu cong dong.

- Nghi dinh s6
01/2012/Nb-CP ngay
04 thang 01 nam 2012 sua
d6i bd sung, thay thé hoic
bai béo huy bd cac quy
dinh c6 lién quan

XXXI. Linh vue viéc lam

1 |HOtrghdokinh [ 12 ngay lam | UBND xd | Khong Quyét dinh sO
doanh phai | viée, ké tir ngay 15/2020/Qb-TTg ngay 24
tam ngung | cac co quan giai thang 4 nam 2020 ctia Thu
kinh doanh do | quyét thu tuc tuong Chinh phu quy dinh
dai dich | hanh chinh nhan vé viéc thuc hién céc
COVID-19; dugc day du hd chinh sach hd trg nguoi

so hop ¢ theo dan gap kho khan do dai
quy dinh dich COVID-19

2 | HS tro nguoi |05 ngay lam | UBND xa Khéng Quyét dinh sO
lao dong bi | viéc, ké tu khi 15/2020/Qb-TTg ngay 24
cham dat hop | UBND cap thang 4 nam 2020 cta Thu
dong lao dong, | huyén nhan tuong Chinh phu quy dinh
hop déng lam | dugc Danh sach vé viéc thuc hién céc
viec do dai |do UBND cép chinh sach hd tro ngudi
dich COVID- | x4 trinh dan gap kho khan do dai
19 nhung dich COVID-19
khong du diéu
kién huong trg
cap that
nghiép;

3 |H) tro nguodi| 12 ngay lam | UBNDxi | Khong Quyét dinh sO

lao dong
khong c6 giao
két hop dong
lao dong bi
mAt viéc lam
do dai dich

viée, ké tir ngay
cac co quan giai
quyét thu tuc
hanh chinh nhan
dugc day du hd
so hop 1¢ theo

15/2020/Qb-TTg ngay 24
thang 4 nam 2020 ctia Thu
tuong Chinh phu quy dinh
vé viéc thuc hién céc
chinh sich hd trg nguoi
dan gap kho khan do dai
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| COVID-19; | quy dinh | | | dich COVID-19
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Phu luc II

ENOI BO GIAI QUYET THU TUC HANH CHINH
o Owpet dinh so 123/QD-UBND ngay09 thang 03 nam 2021
4 cia Chu tich UBND xa Tan Quang)

I - Linh vue glao duc va dao tao
1. Thu tuc giai thé nhém tré, 16p miu gido doc 1ap (theo yéu ciu ciia to
chirc, ca nhan dé nghi thanh lap).

* Trinh tu thye hi¢én:

a) Uy ban nhan dan cap xa phdi hop v6i Phong Gido duc va Pao tao to chic
kiém tra, 14p bién ban;

b) Can ctr bién ban klem tra, Chu tich Uy ban nhan dan cap xd quyét dinh thu
hoi glay phép thanh lap va quyét dlnh giai thé nhom tré, 16p mau gido doc lap Quyét
dinh giai thé phai ghi ro ly do, cac bién phap bao dam lo1 ich hop phap cua tré em,
giéo vién, nhan vién va phai du’gc cong bod cong khai trén cadc phuong tién thong tin
dai chung.

* Cach thirc thue hién: Truc tiép hoac qua buu dién.

* Thanh phén, so lwong ho so: Khong quy dinh

* Thoi han giai quyét: Khong quy dinh

* Poi twong thwe hién thii tuc hanh chinh: T6 chirc, ca nhan

* Co quan thwe hién thi tuc hanh chinh: UBND céap X4

* Két qua thwe hién thi tuc hanh chinh:

Quyét dinh thu hoi gidy phep thanh lap va quyet dinh giai thé nhom tré, 16p
mau gido doc 1ap ctia Chu tich Uy ban nhan dan cap xa.

Quyét dinh giai thé phai ghi 1d 1y do, cac bién phap bao dam loi ich hop phap
cla tré em, gido vién, nhan vién va phai duoc cong bd cong khai trén cac phuong tién
thong tin dai chung.

* L¢ phi (neu co): Khong

* Tén mau don, mau to khai (neu ¢0): Khong c6

* Yéu cau, diéu kién thyc hién tha tuc hanh chinh (neu c6): Khong quy
dinh.

' * Can cwr phap ly cia thu tuc hanh chinh: Ngh1 dinh s6 46/2017/NDb-CP
ngay 21 thang 4 ndm 2017 cua Chinh phu quy dinh vé didu kién dau tu va hoat dong
trong linh vuc gido duc.

2. Thi tuc cho phép co s& gido duc khac thue hién chwong trinh gido duc
tiéu hoc

* Trinh ty thue hién:

a) T6 chirc, ca nhan giri truc tiép hodc qua buu dién 01 bd hd so dén Uy ban
nhan dan cép Xa;

b) Uy ban nhéan dan cap x4 tiép nhan ho so. Néu ho so chua dung quy dinh thi
thong bao bang vin ban nhu’ng ndi dung can chinh stra, bo sung cho t6 chirc, ca nhan
trong thoi han 05 ngdy 1am viéc, ké tir ngay nhéan ho so;

¢) Trong thoi han 10 ngay lam viéc, ké tir ngay nhan du ho so hop 1¢, Chu tich
Uy ban nhan dan cdp xi xem xét, quyét dinh cho phép co sé gido duc khac thyc hién
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chuong trinh gido duc tiéu hoc; néu chua cho phép thi ¢ van ban thong bao cho to
chtrc, ¢4 nhan néu 1 1y do va hudng giai quyét.

* Cach thirc thyce hién: Bo phan Mot cira UBND cép xa.

* Thanh pha‘?m, ) luwong ho so:

Hb so gom:

- T trinh dé nghi cho phép thuc hién chuong trinh gido duc tiéu hoc;

- Ban sao dwoc ccfp tir s6 géc, ban sao dwoc chitng thuc tir ban chinh hoac ban
sao kém theo ban chinh dé doi chiéu van bang, chirng chi hop 1é ciia nguoi dir kién
phu trach co so gido duc;

- Van ban nhén bao trg cia mot truong tiéu hoc cung dia ban trong huyé¢n.

Sd luong hd so: 01 bo.

* Thoi han giai quyét: 10 ngay 1am viéc ké tir ngay nhan da ho so hop 16.

* Poi twgng thuwe hién thii tuc hanh chinh: T6 chic, ¢4 nhan

* Co quan thwe hién thii tuc hanh chinh: UBND céap X4

* Két qua thye hién thii tuc hanh chinh:

Quyét dinh cho phép co s& gido duc khac thuc hién chuong trinh gido duc tiéu
hoc cua Chu tich Uy ban nhéan dan céap x4.

* 1L¢ phi ( (neu c0): Khong

* Tén mau don, mau to khai (néu c6): Khong

* Yéu cau, diéu kién thwe hién tha tuc hanh chinh (néu cé):

1. C6 ddi ngil can bd quan 1y, gido vién dat chuan theo quy dinh.

2. Phong hoc:

a) Bao dam dtng quy cach, an toan cho gido vién va hoc sinh theo quy dinh vé
vé sinh trudong hoc; c6 diéu kién téi thiéu danh cho hoc sinh khuyét tat hoc tap
thuan loi;

b) Co cac thiét bi: Ban, ghé gido vién, hoc sinh dang quy cach va du chd ngdi
cho hoc sinh; bang 16p; hé thong dén va hé théng quat (¢ noi c6 dién); hé thong tu
dung ho so, thiét bi day hoc.

* Can cur phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 46/2017/ND-CP ngay 21/4/2017 ctia Chinh phu quy dinh vé
diéu kién dau tu va hoat dong trong linh vyc gido duc.

- Nghl dinh s6 135/2018/ND-CP ngay 04/10/2018 ctia Chinh phu stra d6i mot

so diéu cla Nghl dinh s6 46/2017/ND-CP ngay 21/4/2017 cua Chinh phu quy dinh vé
diéu kién dau tu va hoat dong trong linh vyc giao duc.

3. Thanh lap nhém tré, 16p miu gido ddc 1ap

* Trinh ty thuc hién:

a) T6 chire, ca nhan guri truc tiép hoac qua buu dién 01 bd hd so dén Uy ban
nhan dan cép Xa;

b) Uy ban nhan dan cap xa tiép nhan va t6 chtrc thAm dinh hd so. Trong thoi
han 05 ngay lam viéc, ké tir ngay nhan hé so, néu ho so chua dung quy dinh thi thong
bao bang van ban nhitng ndi dung can chinh stra, bd sung cho to chirc, ca nhan néu hd



https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
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so dung quy dinh thi ¢6 van ban giri Phong Gido duc va Pao tao dé nghi kiém tra thuc
té cac diéu kién thanh 1ap dbi véi nhom tré, 16p mau gido doc 1ap;

¢) Trong thdi han 10 ngay lam viée, Phong Gido duc va Pao tao to chirc kiém
tra trén thuc té va co ¥ kién bang vin ban gui Uy ban nhan dan cip xd néu rd nhom
tré, 16p mau gido doc 1ap da hay khong du diéu kién thanh 1ap;

d) Trong thoi han 05 ngay lam viéc, ké tir ngay nhdn duoc van ban tra loi cua
Phong Gido duc va Dao tgo, Chu tich Uy ban nhan dan cdp xd c6 quyét dinh thanh
lap hodc cho phép thanh ldp; néu chwa quyét dinh thi ¢6 van ban théng bdo cho té
chire, ca nhan va Phong Giao duc va Pao tao néu ro ly do.

* Cach thirc thwe hién: Bo phan Mot cira UBND cap xa.

* Thanh phan, s6 lwong hd so:

Ho so gbm

a) To trinh dé ngh1 cho phep thanh 1ap nhom tre, 16p mau gido doc lap;

b) Truong mau giao, trudong mam non, nha tré dan 1ap, tu thuc co thé thué
truong s, co s vat chat, thiét bi ciia Nha nudc, co s¢ gido duc cong lap khong sir
dung dé t6 chuc hoat dong giao duc theo quy dinh cua phap luat;

¢) Ban sao dugc cap tur sO goc ban sao dugc chung thyc tir ban chinh hoac ban
sao kém theo ban chinh dé d6i chiéu van bang, chung chi cua gido vién hodc ngudi
cham soc tré em.

Sd luong hd so: 01 bo.

* Thoi han giai quyét: 20 ngay 1am viéc ké tir ngdy nhan da ho so hop 16..

* Poi twgng thwe hién thii tuc hanh chinh: T6 chic, ¢4 nhan

* Co quan thyuc hién thi tuc hanh chinh: UBND xa

* Két qua thye hién thii tuc hanh chinh:

Quyét dinh cho phép thanh 1ap nhom tré, 16p mau gido doc lap cua Chu tich Uy
ban nhan dan céap xa.

* 1L¢ phi ( (neu c0): Khong

* Tén mau don, mau to khai (néu c6): Khong co

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):

a) C6 gido vién dat trinh d6 chuan theo quy dinh.

b) Co phong nudi dudng, cham soc, gido duc tré em an toan; dién tich phong
nudi dudng, cham soc, giao dyc tré em bao dam it nhat 1,5 m? cho mot tré em; co chd
choi, c¢6 hang rao va cong bao vé an toan cho tré em; nhing noi co t6 chtrc an cho tré
em phai c6 bép riéng, an toan; bao dam phong chéng chay nd va vé sinh an toan thuc
pham. C6 du nude sach dung cho sinh hoat va du nudc uoéng hang ngay cho tre em.

¢) Trang thiét bi d6i vdi mot nhom tré doc 1ap:

- Thiét bi tdi thiéu cho tré em gém: Chiéu hodc tham ngdi choi, givong nam,
chan, gdi, man dé ngt, dung cu dung nudc udng, dd dung, dd choi va gia dé, gia dé
khin va ca, cdc, co dit bd di vé sinh va tai liéu phuc vu hoat dong choi va choi - tap
co chu dich;
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- Tai liéu cho nguo1 nuodi day tré em, gé)m: B tai liéu huéng dan thuc hién hoat
dong cham soc, gido duc tré em; s6 theo ddi tré; sb theo ddi tai san cua nhom tré; tai
liéu dung dé pho bién kién thirc nudi day con cho cha me.

d) Trang thiét bi d6i voi mot 16p mau gido doc lap:

- Thiét bi tdi thiéu cho tré em gém: Ban, ghé dung quy cach cho tré em ngdi
(dic biét d6i voi tré em 05 tudi): mot ban va hai ghé cho hai tré em; mot ban, mot ghé
va mot bang cho gido vién; d6 dung, dd choi va gia dé; binh dung nudc udng, nudc
sinh hoat; tai li¢u cho hoat dong choi va hoc c6 chu dich.

béi véi 16p ban tra: Co chiéu hoac giuong nam, chan, géi, man, quat;

- Tai liéu cho gi4o vién mau gido gém: Bo tai liéu hudng dan thyc hién hoat
dong cham soc, gido duyc tré em; s6 theo ddi tré em; sb ghi chép td churc cac hoat dong
gido dyc cua tré em trong ngay; tai liéu dung dé pho bién kién thirc nuoi day con cho
cha me.

d) Péi véi nhitng noi mang ludi co sé gido duc mam non chua dap ung du nhu
cau dua tré em toitruong, 10p, cac ca nhan c6 thé to chirc nhom tré nham dap Gng nhu
cau nudi dudng, cham soc tré em cua phy huynh va phai dang ky hoat dong voi Uy
ban nhan dan cap x4, bao dam cac diéu kién ding ky hoat dong nhu sau:

- S6 luong tré em trong nhom tré tdi da 14 07 tré em;

- Nguoi cham séc tré em c6 du suc khée, du nang luc chiu trach nhiém dan su
va c6 chtng chi bdi dudng nghiép vu cham soc, nuoi dudng tre em theo quy dinh;

- Co s& vat chat phai bao dam cac diéu kién t6i thiéu nhu sau: Phong nudi
dudng, cham soc tré em co6 dién tich ti thiéu 1a 15 m2; bao dam an toan, thoang, mat;
c6 do choi an toan, phtl hop Iira tudi cta tré em; c¢6 du dé dung va cac thiét bi phuc vu
nudi dudng, chim soc tré em; c6 di nudc ubng va nudc sinh hoat cho tré em hing
ngay; co6 phong vé sinh va thiét bi vé sinh phu hop voi tré em; c6 tai liéu hudng dan
thyc hién cham soc, giao duc tré em.

* Can ctr phap ly cua thia tuc hanh chinh:

- Nghi dinh s6 46/2017/ND-CP ngay 21/4/2017 ctia Chinh phu quy dinh vé
diéu kién dau tu va hoat dong trong linh vuc gido duc.

- Ngh1 dinh s6 135/2018/ND-CP ngay 04/10/2018 caa Chinh phu stra doi mot

so diéu cla Nghl dinh s6 46/2017/ND-CP ngay 21/4/2017 ctia Chinh pht quy dinh vé
diéu kién dau tu va hoat dong trong linh vuc gido duc.

4. Thi tuc cho phép nhém tré, 16p mau gido doc 1ap hoat dong gido duc tré

lai

* Trinh ty thuce hién:

a) Sau thoi han bi dinh chi hoat dong gido duc, t6 chirc, c4 nhan gui truc tiép
hodc qua buu dién 01 bo hd S0 dén Uy ban nhéan dan cap xa;

b) Uy ban nhan dan cdp xa tiép nhan va t6 chuc tham dinh hd so. Trong thoi
han 05 ngay lam viéc, ké tir ngay nhén hé so, néu ho so chua duang quy dinh thi thong
béo biang vin ban nhitng ndi dung can chinh stra, bd sung cho to chirc, c4 nhan néu ho


https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
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so dung quy dinh thi ¢ van ban giri Phong Gido duc va Pao tao dé nghi kiém tra thuc
té cac diéu kién thanh 1ap dbi véi nhom tré, 16p mau gido doc 1ap;

¢) Trong thoi han 10 ngay lam viéc, Phong Gido duc va Pao tao t6 chirc kiém
tra trén thyc té va co v kién bang van ban giri Uy ban nhan dan cap x3 néu rd nhoém
tré, 16p mau gido doc 1ap du hay khong du diéu kién thanh 1ap;

d) Trong thdi han 05 ngay lam viéc, ké tir ngay nhan duoc vin ban tra 10i cla
Phong Gido duc va Pao tao, Chu tich Uy ban nhan dan cap xi c6 quyét dinh thanh 1ap
hodc cho phép thanh 1ap; néu chua quyét dinh thi ¢6 vin ban thong bao cho to chirc,
cd nhan va Phong Gido duc va Pao tao néu ro 1y do.

* Cach thirc thye hién: Bo phan Mot cira UBND cip xa.

* Thanh phan, s6 lwong hd so:

Ho so gbm

a) To trinh dé nghi cho phép hoat dong gido duc trd lai;

b) Quyét dinh thanh lap Poan kiém tra;

¢) Bién ban kiém tra.

So luong hd so: 01 bo.

* Thoi han giai quyét: 20 ngay 1am viéc ké tir ngdy nhan da ho so hop 16..

* Poi twong thwe hién thii tuc hanh chinh: T6 chirc, ca nhan

* Co quan thyc hién thu tuc hanh chinh: UBND x3a

* Két qua thwe hién thii tuc hanh chinh:

Quyét dinh cho phép nhom tré, 16p mau gido doc lap hoat dong gido duc trd lai
ctia Chu tich Uy ban nhan dan cap xa.

* Lé phi (neu co): Khong

* Tén mau don, mau to khai (néu cé):

* Yéu chu, diéu kién thuc hién thu tuc hanh chinh (neu co): _

Sau thoi han bi dinh chi hoat dong gido duc, nhém tré, 16p mau gido doc 1ap
khac phuc nhu‘ng nguyen nhan bi dinh chi, t chu:c ¢4 nhan chudn bi ho so gui dén

Uy ban nhén dan cép xi dé nghi cho phép hoat dong giao duc tro lai.
* Can cur phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 46/2017/ND-CP ngay 21/4/2017 ctia Chinh phu quy dinh vé
diéu kién dau tu va hoat dong trong linh vyc gido duc.
- Nghl dinh s6 135/2018/ND-CP ngay 04/10/2018 ctia Chinh phu stra d6i mot

so diéu cla Nghl dinh s6 46/2017/ND-CP ngay 21/4/2017 cua Chinh phu quy dinh vé
diéu kién dau tu va hoat déng trong linh vuc gido duc.

5. Thii tuc sap nhép, chia, tich nhém tré, 16p miu gido doc lap

* Trinh ty thuc hién:

a) T6 chire, ca nhan guri truc tiép hodc qua buu dién 01 bd hd so dén Uy ban
nhan dan cép xi. Trong thoi han 05 ngay lam viéc, ké tir ngay nhan di hé so hop 18,
Uy ban nhan dan cdp xi c6 van ban giri Phong Giao duc va Pao tao dé nghi kiém tra
cac diéu kién sap nhap, chia, tich nhom tré, 16p mau gido doc lap;



https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-135-2018-nd-cp-sua-doi-nghi-dinh-46-2017-nd-cp-dieu-kien-dau-tu-linh-vuc-giao-duc-4d152.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
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b) Trong thoi han 10 ngdy 1am viée, Phong Gido duc va Pao tao xem xét, kiém
tra trén thyuc té, néu théy du diéu kién, Phong Gido duc va Pao tao co y kién béng van
ban giri Uy ban nhan dan cip x3;

¢) Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan duoc van ban tra 1oi cla
Phong Gido duc va Pao tao, Chu tich Uy ban nhan dan cép xa quyét dinh sap nhap,
chia, tach. Néu khong sap nhép, chia, tich nhom tré, 16p mau gido doc lap thi ¢é vin
ban thong bao dén Phong Gido duc va Pao tao va t6 chirc, ca nhan nop ho so néu rd ly
do.

* Cach thirc thue hién: Bo phan Mot cira UBND cip xa.

* Thanh pha‘?m, ) luwong ho so:

Hb so gom:

a) TO trinh dé nghi sap nhép, chia, tach nhom tre, 16p mau gido doc lap, trong
d6 c6 phuong an dé bao dam quyen, loi ich hop phap cua tré em, gido vién;

b) Ban sao duoc cap tur s6 goc, ban sao dugc chung thyc tur ban chinh hoac ban
sao kém theo ban chinh dé d6i chiéu vin bang, ching chi cia gido vién hodc ngudi
cham soc tré em.

Sd luong hd so: 01 bo.

* Thoi han giai quyét: 20 ngay 1am viéc ké tir ngay nhan da ho so hop 16..

* Poi twong thue hién thi tuc hanh chinh: T6 chic, ¢4 nhan

* Co quan thyc hién thi tuc hanh chinh: UBND xa

* Két qua thye hién tha tuc hanh chinh:

Quyét dinh sap nhap, chia, tach nhom tre, 16p mau gido doc 14p cua Chu tich
Uy ban nhan dan cap xa.

* 1L¢ phi ( (neu c0): Khong

* Tén mau don, mau to khai (néu c6): Khong

* Yéu cau, diéu kién thwe hién thu tuc hanh chinh (néu co): Khoéng quy
dinh.

' * Can cur phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 46/2017/ND-CP ngay 21/4/2017 ctia Chinh phu quy dinh vé
diéu kién dau tu va hoat dong trong linh vyc gido duc.

- Nghl dinh s6 135/2018/ND-CP ngay 04/10/2018 ctia Chinh phu stra d6i mot

so diéu cla Nghl dinh s6 46/2017/ND-CP ngay 21/4/2017 cua Chinh phu quy dinh vé
diéu kién dau tu va hoat dong trong linh vuc gido duc.

I1- Linh vuc dwong thuy néi dia

1. Thi tuc diing ky phwong tién thiy ndi dia 1in diu ddi véi phwong tién
chua khai thac

* Trinh ty thuc hién:

- T6 chirc, ca nhan c6 nhu cau ding ky phuong tién thuy ndi dia giri 01 bo hd
so qua duong buu chinh hoic ndp truc tiép tai Uy ban nhan dan x4, phuong, thi tran.

- Uy ban nhan dan x4, phuong, thi tran tiép nhan hd so, kiém tra thanh phan cua
ho so.


https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
https://thukyluat.vn/vb/nghi-dinh-135-2018-nd-cp-sua-doi-nghi-dinh-46-2017-nd-cp-dieu-kien-dau-tu-linh-vuc-giao-duc-4d152.html
https://thukyluat.vn/vb/nghi-dinh-46-2017-nd-cp-quy-dinh-dieu-kien-dau-tu-hoat-dong-trong-linh-vuc-giao-duc-5215b.html
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Truong hop hod so ndp tryc tiép, néu hd so day du thi cip gidy bién nhan ho so
va hen tra két qua theo thoi han quy dinh; néu ho so khong day du theo quy dinh thi
trd lai va huong dan t6 chure, ca nhan hoan thién lai ho so;

Truong hop hd so nhan qua hé théng buu dién hodc hinh thirc phu hop khac,
néu ho so khong day du theo quy dinh, trong thoi gian 02 (hai) ngay lam viéc, ké tir
ngay nhan dugc h so, ¢b vin ban guri td chirc, c4 nhan bod sung, hoan thi¢n ho so;

Trong thoi han 03 (ba) ngay 1am viéc, ké tir ngay nhan du ho so theo quy dinh,
co quan diang ky cdp gidy ching nhin ding ky phuong tién cho chu phuong tién.
Truong hop khong cap phai co vin ban tra 101 néu rd 1y do.

- T6 chirc, c4 nhan ndp 1 phi (phi) va nhan két qua tai B6 phan mot cira caa Uy
ban nhan dan xa, phuong, thi tran.

* Cach thirc thwe hién: T6 chirc, cd nhan ndp truc tiép, giri qua duong buu

dién hodc hinh thirc phu hop khac dén Uy ban nhan dan xa, phuong, thi tran.
* Thanh phan, s0 lwgng ho so:

- Giy to phai ndp dé luu giit tai co quan ding ky phuong tién:

+ Pon dé nghi ding ky phuong tién thiy nodi dia theo quy dinh tai Mau sd 2 -
Phu luc I ban hanh kém theo Thong tu 75/2014/TT-BGTVT;

+ 02 (hai) anh c¢o6 kich thudc 10 x 15 cm chup toan bd man phai ctia phuong
tién ¢ trang thai ndi;

+ Bién lai ndp 18 phi trudc ba (ban chinh) d6i v6i phuong tién thudc dién phai
ndp I¢ phi trudce ba;

+ Ban ké khai diéu kién an toan cua phuong ti¢n thuy ndi dia theo quy dinh tai
Mau sé 3 - Phu lyc I ban hanh kém theo Théong tu 75/2014/TT-BGTVT d6i véi
phuong tién khong thudc dién dang kiém.

- Xuét trinh ban chinh céc loai gidy to sau day dé co quan dang ky phuong tién
kiém tra:

+ Gidy ching nhan an toan k¥ thuat va bao vé méi truong ctia phuong tién con
hiéu luc ddi v6i phuong tién thude dién ding kiém;

+ Giay phép hodc to khai phuong tién nhap khau theo quy dinh ctia phap luat
dbi voi phuong tién duoc nhap khau;

+ Hop ddng mua ban phuong tién hodc hop dong dong méi phuong tién dbi voi
phuong tién thudc dién ding kiém;

+ Gidy to chirng minh dugc phép hoat dong va co tru so tai Viét Nam dbi véi to
chtrc nudc ngoai hodc gidy to chimg minh dugce phép cu tra tai Viét Nam ddi véi ca

nhan nudc ngoai;


http://thutuchanhchinh.haiduong.gov.vn/uploads/tnmt_2.docx
http://thutuchanhchinh.haiduong.gov.vn/uploads/stnmt_3_dk.docx
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+ Hop dong cho thué tai chinh ddi véi truong hop t6 chic cho thué tai chinh dé
nghi dugc dang ky phuong tién tai noi dang ky ho khau thuong trii hodc tam tra cia
bén thué.

- Truong hop chu phuong tién 1a co s¢ dong mai, hodn céi, stra chita va phuc
hdi phuong tién duoc phép hoat dong theo quy dinh cta phap luat khi thyc hién ding
ky khong phai xut trinh gidy to Hop dong mua ban phuong tién hodc hop dong dong
m&i phuong tién ddi v6i phuong tién thude dién dang kiém.

S6 lugng hd so: 01 (bd)

* Thoi han gidi quyét: 03 ngay lam viéc, ké tir ngay nhan du ho so hop 16.

* Poi twgng thuc hién tha tuc hanh chinh: Ca nhan, t6 chuc

* Co quan thyc hién thu tyuc hanh chinh: UBND Xa

* Két qua thyec hién thu tuc hanh chinh: Gidy chimg nhén

* Lé phi (néu c¢d): 70.000d/1 giay chirng nhan dang ky.

* Tén mau don, mau to khai (néu co):

- Pon dé nghi ding ky phuong tién thity ndi dia theo quy dinh tai Mau sb 2 -
Phu luc I;

- Ban ké khai diéu kién an toan cua phuong tién thuy ndi dia theo quy dinh tai
Mau 6 3 - Phy luc

* Yéu clu, diéu kién thwe hién thii tuc hanh chinh (néu c6): Khong

* Can cwr phap ly cua tha tuc hanh chinh:

- Thong tu sé 75/2014/TT-BGTVT ngay ngay 19/12/2014 cta B Giao thong
van tai quy dinh vé dang ky phuong tién thiy noi dia;

- Thong tu s6 47/2005/TT-BTC ngay 08/6/2005 ciia B Tai chinh huéng dan
ché d6 thu, ndp va quan 1y str dung phi, 1& phi quan Iy nha nudc vé dam béo trat tu, an
toan giao thong duong thuy nd1 dia.

2. Tha tuc dang ky phwong tién thuy néi dia lz‘“}n dau doi véi phwong tién
dang khai thac trén dwong thiy noi dia (danh cho cap huyén)

* Trinh ty thwe hién:

- T6 chirc, ca nhan c6 nhu cau ding ky phuong tién thuy ndi dia giri 01 bo hd
so qua dudng buu chinh, ndp truc tiép hodc hinh thirc phu hop khac dén Uy ban nhan
dan xa, phuong, thi tran.

- Uy ban nhan dan x4, phudng, thi tran tiép nhan hd so, kiém tra thanh phan cua
hd so.

+ Trudng hop hd so ndp truc tiép, néu hd so ddy du thi cip gidy bién nhan hod
so va hen tra két qua theo thoi han quy dinh; néu hd so khong dy du theo quy dinh
thi tra lai va huéng dan td chtre, c4 nhan hoan thién lai hd so;
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+ Truong hop hd so nhan qua hé thong buu dién hodc hinh thire phu hop khéc,
néu ho so khong day du theo quy dinh, trong thoi gian 02 (hai) ngay lam viéc, ké tir
ngay nhan dugc h so, ¢b vin ban guri td chirc, c4 nhan bod sung, hoan thi¢n ho so;

+ Trong thoi han 03 (ba) ngay lam viéc, ké tir ngay nhan du ho so theo quy
dinh, co quan ding ky cip gidy chimg nhan ding ky phuong tién cho chu phuong
tién. Truong hop khong cap phai ¢ van ban tra 1oi néu 13 1y do.

- T6 chirc, c4 nhan ndp 1 phi (phi) va nhan két qua tai B6 phan mot cira caa Uy
ban nhan dan xa, phuong, thi tran.

* Cach thire thwe hién: T6 chirc, c4 nhan ndp truc tiép, giri qua dudng buu
dién hogc hinh thirc phu hop khéc dén Uy ban nhan dan x4, phudng, thi tran.

* Thanh phan, so lwgng ho so: 7 ‘

* Thoi han giai quyét: 03 ngay lam viéc, ké tir ngay nhan du ho so hop 1¢

* Poi twgng thwe hién tha tuc hanh chinh: Cé nhan, t6 chiic

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thyec hién thu tuc hanh chinh: Gidy chimg nhén

* Lé phi (néu cd): 70.000d/1 giay chirmg nhan dang ky

* Tén mau don, mau to khai (n€u co):

- Pon dé nghi ding ky phuong tién thuy noi dia theo quy dinh tai Mau s6 4 -
Phu luc I;

- Ban ké khai diéu kién an toan cua phuong tién thiy ndi dia theo quy dinh
tai MAu s6 3 - Phu luc L.

* Yéu ciu, diéu kién thwe hién thii tuc hanh chinh (néu c6): Khong

* Can cwr phap ly cua thu tuc hanh chinh:

- Thong tu sb 75/2014/TT-BGTVT ngay ngay 19/12/2014 cua Bo Trudong Bo
Giao thong van tai quy dinh vé ding ky phuong tién thity noi dia;

- Théng tu s6 47/2005/TT-BTC ngay 08/6/2005 ctia Bo Tai chinh huéng dan
ché d6 thu, ndp va quan 1y str dung phi, 1& phi quan Iy nha nudc vé dam béo trat tu, an
toan giao thong duong thuy nd1 dia.

3. Thii tuc ding ky lai phwong tién trong truwong hop chuyén tir co quan
dang ky khac sang co’ quan diang ky phwong tién thiy noi dia (danh cho cap xa)

* Trinh tu thue hién:

- T6 chire, ¢4 nhan c¢6 nhu cau ndp truc tiép 01 (mot) bod ho so hodc guri qua hé
théng buu dién hodc hinh thirc phu hop khac dén Uy ban nhan dan xi, phuong, thi
tran.

- Uy ban nhan dan xa, phudng, thi tran tiép nhan ho so, kiém tra thanh phan cua
ho so. Co quan ding ky phuong tién tiép nhan, kiém tra ho so va xu Iy nhu sau:


http://thutuchanhchinh.haiduong.gov.vn/uploads/stnmt_4.docx
http://thutuchanhchinh.haiduong.gov.vn/uploads/stnmt_4.docx
http://thutuchanhchinh.haiduong.gov.vn/uploads/stnmt_3_dk.docx
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+ Trudng hop hd so ndp truc tiép, néu hd so ddy du thi cip gidy bién nhan hd
so va hen tra két qua theo thoi han quy dinh; néu hd so khong dy du theo quy dinh
thi tra lai va huong dan t6 chirc, ca nhan hoan thién lai ho so;

+ Truong hop hd so nhan qua hé thong buu dién hodc hinh thire phu hop khéc,
néu ho so khong day du theo quy dinh, trong thoi gian 02 (hai) ngay lam viéc, ké tir
ngay nhan dugc h so, ¢b vin ban guri td chirc, c4 nhan bod sung, hoan thi¢n ho so;

+ Trong thoi han 03 (ba) ngay lam viéc, ké tir ngay nhan du ho so theo quy
dinh, co quan ding ky cip gidy chimg nhan ding ky phuong tién cho chu phuong
tién. Trudng hop khong cip phai c6 vin ban tra 11 néu 13 1y do.

- T6 chirc, c4 nhan ndp 1 phi (phi) va nhan két qua tai B6 phan mot cira caa Uy
ban nhan dan xa, phuong, thi tran.

* Cach thirc thwe hién: T6 chirc, cd nhan ndp truc tiép, giri qua duong buu

dién hodc hinh thirc phu hop khac dén Uy ban nhan dan xa, phuong, thi tran.
* Thanh phan, s0 lwgng ho so:

Thanh phan hé so bao gom:

- Gidy to phai ndp dé luu giir tai co quan ding ky phuong tién:

+ Pon dé nghi diang ky phuong tién thuy noi dia theo quy dinh tai Mau s6 5 -
Phu luc I ban hanh kém theo Thong tu 75/2014/TT-BGTVT;

+ Gidy ching nhan x6a dang ky cua co quan ding ky phuong tién trudc do
(ban chinh) dbi véi phuong tién 1a tau bién;

+ 02 (hai) anh c6 kich thudc 10 x 15 cm chyp toan by man phai cia phuong
tién O trang thai noi;

+ Bién lai ndp 1& phi trudc ba (ban chinh) d6i voi trudng hop chuyén quyén so
hiru va phuong tién thudc dién phai ndp I¢ phi trudce ba;

+ Ban ké khai diéu kién an toan ctia phuong tién thuy noi dia theo quy dinh tai
Maiu sé 3 - Phy luc I ban hanh kém theo Thong tu 75/2014/TT-BGTVT dbi véi
phuong tién khong thudc dién dang kiém.

- Xuét trinh ban chinh cic loai gidy to sau ddy dé co quan dang ky phuong tién
kiém tra:

+ Gidy ching nhan an toan k¥ thuat va bao vé méi truong ctia phuong tién con
hiéu luc dbi v6i phuong tién thudc dién dang kiém;

+ Hop dong mua ban phuong tién hodc gidy to khac ching minh phuong tién
duoc cho, ting, thira ké theo quy dinh cta phap luat d6i voi phuong tién thudc dién
dang kiém;

+ Gidy to chirng minh dugc phép hoat dong va co tru so tai Viét Nam dbi vai to
chtrc nudc ngoai hoic gidy t& chimg minh dugc phép cu tri tai Viét Nam doi véi ca
nhan nudc ngoai;
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+ Hop dong cho thué tai chinh ddi véi trudong hop to chie cho thué tai chinh dé
nghi duoc ding ky phuong tién tai noi ding ky ho khau thuong tra hodc tam tra cua
bén thué.

S6 luong ho so: 01 (b9)

* Thoi han giai quyét: 03 ngay 1am viéc, ké tir ngay nhén du ho so hop 1¢.

* Poi twong thuwe hién thii tuc hanh chinh: Ca nhan, t6 chirc

* Co quan thye hién thu tyuc hanh chinh: UBND Xa

* Két qua thye hién tha tuc hanh chinh: Gidy chimg nhan

* L¢ phi (neu c0): 70.000d/1 g1ay ching nhan dang ky
* Tén miu don, miu to khai (néu cé):

- Pon dé nghi dang ky phuong tién thay ndi dia theo quy dinh tai Mau sb 5 -
Phu luc I ban hanh kém theo Thong tu 75/2014/TT-BGTVT;

- Ban ké khai diéu kién an toan cua phuong tién thiy ndi dia theo quy dinh
tai MAu s6 3 - Phu luc I ban hanh kém theo Thong tu 75/2014/TT-BGTVT ddi véi
phuong tién khong thudc dién dang kiém.

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu c6): Khong
* Can cwr phap ly cua tha tuc hanh chinh:

- Thong tu sd 75/2014/TT-BGTVT ngay ngay 19/12/2014 cia B Giao thong
van tai quy dinh vé dang ky phuong tién thiy noi dia;

- Théng tu s6 47/2005/TT-BTC ngay 08/6/2005 ctia Bo Tai chinh huéng dan
ché do thu, ndp va quan 1y st dung phi, 1¢ phi quan ly nha nudc vé dam bao trat tu, an
toan giao thong duong thuy noi dia

4. Thu tuc dang ky lai phwong tién trong truong hep phuong tién thay doi
tén, tinh nang ky thuat (danh cho cap xa)

* Trinh tu thwce hién:

- T6 chire, ¢4 nhan ¢ nhu ciu ndp truc tiép 01 (mot) bod hd so hodc guri qua hé
thdng buu dién hodc hinh thirc phii hop khac dén Uy ban nhan dan xa, phuong, thi
tran.

- Uy ban nhan dan x4, phuong, thi tran tiép nhan hd so, kiém tra thanh phan cua
hd so.

+ Trudng hop hd so ndp truc tiép, néu hd so ddy du thi cip gidy bién nhan hd
so va hen tra két qua theo thoi han quy dinh; néu hd so khong dy du theo quy dinh
thi tra lai va huéng dan td chire, ca nhan hoan thién lai hd so;

+ Truong hop hd so nhan qua hé thong buu dién hodc hinh thie phu hop khéc,
néu hd so khong day du theo quy dinh, trong thoi gian 02 (hai) ngay lam viéc, ké tir
ngay nhan duogc h so, ¢6 vin ban guri td churc, ¢ nhan bd sung, hoan thi¢n ho so;


http://thutuchanhchinh.haiduong.gov.vn/uploads/stnmt_5.docx
http://thutuchanhchinh.haiduong.gov.vn/uploads/stnmt_5.docx
http://thutuchanhchinh.haiduong.gov.vn/uploads/stnmt_3_dk.docx
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+ Trong thoi han 03 (ba) ngay lam viéc, ké tir ngay nhan du ho so theo quy
dinh, co quan ding ky cip gidy chimg nhan ding ky phuong tién cho chu phuong
tién. Truong hop khong cap phai ¢ van ban tra 1oi néu 16 1y do.

- T6 chire, c4 nhan ndp 1 phi (phi) va nhan két qua tai B6 phan mot cira caa Uy
ban nhan dan xa, phuong, thi tran.

* Cach thirc thwe hién: T6 chirc, cd nhan ndp truc tiép, giri qua duong buu
dién hodc hinh thirc phu hop khac dén Uy ban nhan dan xa, phuong, thi tran.

* Thanh phan, s0 lwgng ho so:

Thanh phan h so bao gom:

- Gidy to phai ndp dé luu giit tai co quan ding ky phuong tién:

+ Pon dé nghi dang ky lai phuong tién thily ndi dia theo quy dinh tai Mau sb 6
- Phu lyc I ban hanh kém theo Thong tu 75/2014/TT-BGTVT;

+ 02 (hai) anh c¢o6 kich thudc 10 x 15 cm chup toan bd man phai ctia phuong
tién ¢ trang thai ndi;

+ Bién lai ndp 18 phi trudc ba (ban chinh) d6i v6i phuong tién thudc dién phai
ndp I¢ phi trudce ba;

+ Gidy chtng nhan ding ky phuong tién thiy noi dia da duoc cap;

+ Ban ké khai diéu kién an toan cua phuong tién thuy ndi dia theo quy dinh tai
Mau s6 3 - Phu lyc I ban hanh kém theo Thong tu 75/2014/TT-BGTVT d6i véi
phuong tién khong thudc dién dang kiém.

- Xuét trinh ban chinh Gidy chimg nhan an toan k¥ thuat va bao vé mdi truong
ctia phuong tién duge cip con hiéu lyc sau khi phuong tién da thay d6i tinh nang k¥
thuat ddi v6i phuong tién thudc dién dang kiém dé co quan ding ky phuong tién kiém
tra.

- Péi v6i phuong tién dang ky lai do thay doi tinh nang k¥ thuat thuc hién theo
quy dinh tai khoan 1 va khoan 2 Diéu 13 Thong tu sb 75/2014/TT-BGTVT.

- Dbi véi phuong tién dang ky lai do thay doi tén thuc hién theo quy dinh tai
diém a, diém b, diém d, diém & khoan 1 va khoan 2 Diéu 13 Thong tu s6 75/2014/TT-
BGTVT.

S6 lugng hd so: 01 (bo)

* Thoi han giai quyét: 03 ngay lam viéc, ké tir ngay nhén du hé so hop 18

* Poi twong thuwe hién thi tuc hanh chinh: Ca nhan, to chirc

* Co quan thye hién thi tuc hanh chinh: UBND Xa

* Keét qua thuce hién thu tuc hanh chinh: Giay chiing nhan

* L¢ phi (néu ¢6): 70.000d/1 gidy chimg nhan ding ky

* Tén mau don, mau to khai (néu co):
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- Pon dé nghi dang ky lai phuong tién thuy noi dia theo quy dinh tai Mau 6 6 -
Phu luc I ban hanh kém theo Thong tu 75/2014/TT-BGTVT.

- Ban ké khai diéu kién an toan cua phuong tién thiy noi dia theo quy dinh
tai Mau s6 3 - Phu luc I ban hanh kém theo Thong tu 75/2014/TT-BGTVT ddi véi
phuong tién khong thudc dién dang kiém.

* Yéu cau, diéu kién thue hién thi tuc hanh chinh (néu co): Khong
* Can ctr phap ly cua thu tuc hanh chinh:

- Thong tu s6 75/2014/TT-BGTVT ngay ngay 19/12/2014 cua Bo Truong Bo
Giao thong van tai quy dinh vé dang ky phuong tién thily noi dia;

- Thong tu s6 47/2005/TT-BTC ngay 08/6/2005 ctia Bo Tai chinh huéng dan
ché d6 thu, ndp va quan 1y sir dung phi, 1€ phi quan 1y nha nudéc vé dam béo trat tu, an
toan giao thong duong thuy ndi dia

5. Thu tyuc dang ky lai phwong tién trong truong hop chuyén quyén s& hiru
phuong tién nhung khong thay doi co quan dang ky phwong tién (danh cho cap
xa)

* Trinh tw thuc hién:

- T6 chirc, ca nhan ¢6 nhu cau ndp tryc tiép 01 (mdt) bo ho so hodc giri qua hé
théng buu dién hodc hinh thirc phu hop khac dén Uy ban nhan dan xa, phuong, thi
tran.

- ij ban nhan dan xa, phuong, thi tran tai tiép nhan ho so, kiém tra thanh phﬁn
ctia ho so.

+ Trudng hop ho so ndp truc tiép, néu hd so day du thi cap gidy bién nhan hod
so va hen tra két qua theo thdi han quy dinh; néu hd so khéng day du theo quy dinh
thi tra lai va huéng dan td chirc, ca nhan hoan thién lai hd so;

+ Trudng hop hd so nhan qua hé thong buu dién hodc hinh thirc phu hop khac,
néu ho so khong day du theo quy dinh, trong thoi gian 02 (hai) ngay lam viéc, ké tir
ngay nhan duogc ho so, ¢6 vin ban gui td chirc, ca nhan bd sung, hoan thi¢n ho so;

+ Trong thodi han 03 (ba) ngay lam viéc, ké tir ngay nhan du ho so theo quy
dinh, co quan ding ky cip gidy chimg nhan dang ky phuong tién cho chi phuong
tién. Trudng hop khong cip phai c6 vin ban tra 10i néu 13 1y do.

- To chirc, ¢4 nhan ndp 1& phi (phi) va nhan két qua tai B6 phan mot cira cua Uy
ban nhan dan xa, phuong, thi tran.

* Cach thirc thue hién: T6 chire, ca nhan ndp truc tiép, giri qua duong buu

dién hodc hinh thirc phu hop khac dén Uy ban nhan dan xa, phuong, thi trin.
* Thanh phan sO lu’()’ng hé so:

Thanh phan ho so bao gdom:
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- Gidy to phai ndp dé luu giir tai co quan ding ky phuong tién:

+ Pon dé nghi dang ky lai phuong tién thiy ndi dia theo quy dinh tai Mau s6 7
- Phu luc I ban hanh kém theo Thong tw 75/2014/TT-BGTVT;

+ 02 (hai) anh co6 kich thudc 10 x 15 cm chup toan bd man phai cuia phuong
tién ¢ trang thai ndi;

+ Gidy chtng nhan ding ky phuong tién thiy noi dia da duoc cap;

+ Bién lai nop 1€ phi trudc ba (ban chinh) ddi vai phuong tién thudc dién phai
nop 1€ phi trudce ba.

- Xuét trinh ban chinh céc loai gidy to sau day dé co quan dang ky phuong tién
kiém tra:

+ Hop ddng mua ban phuong tién hodc quyét dinh diéu chuyén phuong tién cta
co quan c6 thim quyén hodc gidy to khac ching minh phuong tién duoc cho, ting,
thira ké theo quy dinh cua phap luat. Trudng hop chu phuong tién 1a t6 chirc, ca nhan
nudc ngoai dung tén ding ky lai phuong tién thi phai xuat trinh gidy to chimg minh
duoc phép hoat dong va co tru so tai Viét Nam hodc gidy to chimg minh dugc phép
cu tru tai Viét Nam;

+ Gidy ching nhan an toan k¥ thuat va bao vé méi truong ctia phuong tién con
hiéu luc ddi v6i phuong tién thude dién ding kiém.

S6 lugng ho so: 01 (bd)

* Thoi han giai quyét: 03 ngay lam viéc, ké tir ngdy nhan du ho so hop 1é.

* Poi twgng thuwe hién thii tuc hanh chinh: Ca nhan, t chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thue hién thi tuc hanh chinh: Gidy chtng nhan

* L¢ phi _(neu c0): 70.000d/1 gidy chiing nhéan dang ky

* Tén mau don, miu to khai (neu ¢6): Don d& nghi dang ky lai phuong tién
thiy ndi dia theo quy dinh tai Mau s6 7 - Phu luc I ban hanh kém theo Thong tu
75/2014/TT-BGTVT;

* Yéu clu, diéu kién thwe hién thii tuc hanh chinh (néu c6): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

- Thong tu s6 75/2014/TT-BGTVT ngay ngay 19/12/2014 cua Bo Truong Bo
Giao thong vén tai quy dinh vé dang ky phuong tién thily noi dia;

- Thong tu s6 47/2005/TT-BTC ngay 08/6/2005 ctia Bo Tai chinh huéng dan
ché d6 thu, ndp va quan 1y sir dung phi, 1€ phi quan 1y nha nudéc vé dam bao trét tu, an
toan giao thong duong thuy noi dia

6. Thu tuc Pang ky lai phwong tién trong trwong hop chuyén quyén’sﬁ' hiru
phuong tién dong thoi thay doi co quan dang ky phuwong tién (danh cho cap xa)
* Trinh ty thuc hién:
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- T4 chire, ¢4 nhan ¢ nhu cau nop truc tiép 01 (mot) bd hd so hodc guri qua hé
thong buu dién hodc hinh thirc phii hop khac dén Uy ban nhan dan xa, phuong, thi
tran.

- Uy ban nhan dan x4, phuong, thi tran tiép nhan ho so, kiém tra thanh phan caa
hé so.

+ Trudng hop hd so ndp truc tiép, néu hd so ddy du thi cdp gidy bién nhan hd
so va hen tra két qua theo thoi han quy dinh; néu hd so khong dy du theo quy dinh
thi tra lai va huong dan t6 chirc, ca nhan hoan thién lai ho so;

+ Truong hop hd so nhan qua hé thong buu dién hodc hinh thire phu hop khéc,
néu ho so khong day du theo quy dinh, trong thoi gian 02 (hai) ngay lam viéc, ké tir
ngay nhan duogc h so, ¢b vin ban guri td chtrc, c4 nhan bod sung, hoan thi¢n ho so;

+ Trong thoi han 03 (ba) ngay lam viéc, ké tir ngay nhan du ho so theo quy
dinh, co quan ding ky cip gidy chimg nhan ding ky phuong tién cho chu phuong
tién. Truong hop khong cap phai ¢ van ban tra 1oi néu 13 1y do.

- T6 chire, c4 nhan ndp 1 phi (phi) va nhan két qua tai B6 phan mot cira caa Uy
ban nhan dan xa, phuong, thi tran.

* Cach thirc thwe hién: T6 chirc, cd nhan ndp truc tiép, giri qua duong buu
dién hodc hinh thirc phu hop khac dén Uy ban nhan dan xa, phuong, thi tran.

* Thanh phan, s0 lwgng ho so:

Thanh phan hd so bao gdm:

- Gidy to phai ndp dé luu giit tai co quan ding ky phuong tién:

+ Pon dé nghi dang ky lai phuong tién thily ndi dia theo quy dinh tai Mau s6 7
- Phu luc I ban hanh kém theo Thong tw 75/2014/TT-BGTVT;

+ 02 (hai) anh c¢6 kich thudc 10 x 15 cm chup toan bd man phai ctia phuong
tién ¢ trang thai ndi;

+ Ho so gbc con ddu niém phong, thanh phan hd so gbc Gng véi timg trudng
hop dang ky dd dugc co quan ding ky phuong tién cap trude do;

+ Bién lai ndp I¢ phi trudc ba (ban chinh), ddi véi phuong tién thudc dién phai
ndp 1€ phi trudce ba.

- Xuét trinh ban chinh céc loai gidy to sau day dé co quan dang ky phuong tién
kiém tra:

+ Hop ddng mua ban phuong tién hodc quyét dinh diéu chuyén phuong tién cta
co quan c6 thim quyén hodc gidy to khac ching minh phuong tién duogc cho, ting,
thira ké theo quy dinh cua phap luat. Trudng hop chu phuong tién 1a t6 chirc, c4 nhan
nudc ngoai dung tén ding ky lai phuong tién thi phai xuat trinh gidy to chimg minh
duoc phép hoat dong va co tru so tai Viét Nam hodc gidy to chimg minh dugc phép
cu tru tai Viét Nam;
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+ Gidy ching nhan an toan k¥ thuat va bao vé méi truong ctia phuong tién con
hiéu luc ddi v6i phuong tién thude dién ding kiém.

S6 lugng ho so: 01 (bd)

* Thoi han giai quyét: 03 ngay 1am viéc, ké tir ngay nhan d ho so hop 18.

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, to chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Gidy chimg nhan

* L¢ phi (ne’u ¢6): 70.000d/1 gidy ching nhan dang ky

* Tén mau don, mau to khai (néu co):

Pon dé nghi dang ky lai phuong tién thiy ndi dia theo quy dinh tai Mau sb 7 -
Phu luc I ban hanh kém theo Thong tw 75/2014/TT-BGTVT.

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu c¢6): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

- Thong tu s6 75/2014/TT-BGTVT ngay ngay 19/12/2014 cua Bo Truong Bo
Giao thong vén tai quy dinh vé dang ky phuong tién thily noi dia;

- Thong tu s6 47/2005/TT-BTC ngay 08/6/2005 ctia Bo Tai chinh huéng dan
ché d6 thu, ndp va quan ly st dung phi, I¢ phi quan ly nha nudc vé dam bao trét tu, an
toan giao thong duong thuy noi dia.

7. Thi tuc Cép lai Gidy chirng nhin ding ky phwong tién (danh cho cap

xa
) * Trinh ty thuc hién:

- Uy ban nhan dan xa, phudng, thi tran tiép nhan ho so, kiém tra thanh phan cua
hé so.

+ Trudng hop hd so ndp truc tiép, néu hd so day du thi cip gidy bién nhan hd
so va hen tra két qua theo thoi han quy dinh; néu ho so khong day du theo quy dinh
thi tra lai va huong dan t6 chirc, ca nhan hoan thién lai ho so;

+ Truong hop hd so nhan qua hé thong buu dién hogc hinh thire phu hop khéc,
néu ho so khong day du theo quy dinh, trong thoi gian 02 (hai) ngay lam viéc, ké tir
ngay nhan duoc hd so, ¢o vin ban giri to chirc, ca nhan bd sung, hoan thién hd so;

+ Trong thoi han 03 (ba) ngay lam viéc, ké tir ngay nhan du hd so theo quy
dinh, co quan dang ky cap gidy chimg nhan ding ky phuong tién cho chu phuong
tién. Truong hop khong cap phai ¢6 van ban tra 16i néu 16 1y do.

* Cach thire thue hién: T6 chirc, c4 nhan ndp truc tiép, giri qua duong buu
dién hodc hinh thirc phu hop khac dén Uy ban nhan dan x4, phuong, thi tran.

* Thanh phan, sO lll’o‘ng ho so:

Thanh phan h so bao gdm:

- Gidy to phai ndp dé luu giit tai co quan ding ky phuong tién:
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+ Pon dé nghi cap lai Gidy chting nhan ding ky phuong tién thuy noi dia theo
quy dinh tai Mau s6 9 - Phu luc I ban hanh kém theo Théong tu 75/2014/TT-BGTVT;

+ 02 (hai) anh co6 kich thudc 10 x 15 cm chup toan bd man phai cuia phuong
tién ¢ trang thai noi.

+ Gidy chimg nhan dang ky phuong tién thuy noi dia di duoc cip ddi voi
truong hop Gidy chimg nhan diang ky phuong tién bj hong.

- Xuit trinh ban chinh Gidy chtrng nhan an toan ky thuat va bao vé mdi trudong
cua phuong tién con hi¢u luc ddi voi phuong tién thudc dién dang kiém dé co quan
dang ky phuong tién kiém tra.

S6 lugng hd so: 01 (bd)

* Thoi han giai quyét: 03 ngay lam viéc, ké tir ngdy nhén du ho so hop 1¢.

* Poi twgng thwe hién tha tuc hanh chinh: Cé nhan, t6 chirc

* Co quan thye hién thu tyuc hanh chinh: UBND Xa

* Két qua thyc hién thu tuc hanh chinh: Gidy chimg nhén

* L¢ phi (neu c0): 70.000d/1 glay chirmg nhan dang ky

* Tén miu don, miu to khai (néu c6): Pon de nghl cap lai Gidy chung nhan
dang ky phuong tién thity noi dia theo quy dinh tai Mau s6 9 - Phy luc I ban hanh kém
theo Thong tu 75/2014/TT-BGTVT.

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu c¢6): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

- Thong tu s6 75/2014/TT-BGTVT ngay ngay 19/12/2014 ciua Bo Truong Bo
Giao thong vén tai quy dinh vé dang ky phuong tién thily noi dia;

- Thong tu s6 47/2005/TT-BTC ngay 08/6/2005 ctia Bo Tai chinh huéng dan
ché d6 thu, nop va quan 1y str dung phi, 1& phi quan 1y nha nudc vé dam béo trat tu, an
toan giao thong duong thuy ndi dia.

8. Thii tuc Cép lai Gidy chirng nhin ding ky phwong tién (danh cho cip
xa)

* Trinh ty thuc hién:

- Uy ban nhan dan xa, phudng, thi tran tiép nhan ho so, kiém tra thanh phan cia
h6 so.

+ Trudng hop ho so ndp truc tiép, néu hd so day du thi cdp gidy bién nhan hd
so va hen tra két qua theo thoi han quy dinh; néu hd so khong dy du theo quy dinh
thi tra lai va huong dan t6 chirc, ca nhan hoan thién lai ho so;

+ Truong hop hd so nhan qua hé thong buu dién hogc hinh thire phu hop khéc,
néu ho so khong day du theo quy dinh, trong thoi gian 02 (hai) ngay lam viéc, ké tir
ngay nhan duoc hd so, o vin ban giri to chirc, ca nhan bo sung, hoan thién hd so;
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+ Trong thoi han 03 (ba) ngay lam viéc, ké tir ngay nhan du ho so theo quy
dinh, co quan ding ky cip gidy chimg nhan ding ky phuong tién cho chu phuong
tién. Truong hop khong cap phai ¢ van ban tra 1oi néu 16 1y do.

* Cach thirc thwe hién: T6 chic, ca nhan ndp truc tiép, giri qua duc‘mg buu
dién hodc hinh thirc phu hop khac dén Uy ban nhan dan x3, phuong, thi trin.

* Thanh phan, s0 lwgng ho I H

* Thanh phan ho so bao gom:

- Gidy to phai ndp dé luu giir tai co quan ding ky phuong tién:

+ Pon dé nghi cap lai Gidy chting nhan ding ky phuong tién thuy ndi dja theo
quy dinh tai Mau s6 9 - Phu luc I ban hanh kém theo Théong tu 75/2014/TT-BGTVT;

+ 02 (hai) anh co6 kich thudc 10 x 15 cm chup toan bd man phai ciia phuong
tién ¢ trang thai noi.

+ Gidy chimg nhan ding ky phuong tién thuy noi dia di duoc cap ddi voi
truong hop Gidy chimg nhan diang ky phuong tién bj hong.

- Xuét trinh ban chinh Gidy chimg nhan an toan k¥ thuat va bao vé mdi truong
cua phuong tién con hiéu luc ddi voi phuong tién thudc dién dang kiém dé co quan
dang ky phuong tién kiém tra.

* S6 lugng hd so: 01 (bd)

* Thoi han gidi quyét: 03 ngay lam viéc, ké tir ngay nhan du ho so hop 16.

* Poi twgng thwe hién tha tuc hanh chinh: Cé nhan, t6 chiic

* Cq quan thwe hién thi tuc hanh chinh: UBND X3

* Két qua thyc hién thu tuc hanh chinh:

* Lé phi (neu c0): 70.000d/1 glay chimg nhan dang ky

* Tén miu don, miu to khai (néu c6): Pon de nghl cap lai Gidy chung nhan
dang ky phuong tién thuy ndi dia theo quy dinh tai Mau s6 9 - Phu luc I ban hanh kém
theo Thong tu 75/2014/TT-BGTVT.

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu c¢6): Khong

* Can cw phap ly cua tha tuc hanh chinh:

- Thong tu sb 75/2014/TT-BGTVT ngay ngay 19/12/2014 ciua Bo Trudong Bo
Giao thong vén tai quy dinh vé dang ky phuong tién thily noi dia;

- Thong tu s6 47/2005/TT-BTC ngay 08/6/2005 ctia Bo Tai chinh huéng dan
ché d6 thu, nop va quan 1y str dung phi, 1& phi quan Iy nha nudc vé dam béo trat tu, an
toan giao thong duong thuy ndi dia.

9. Thii tuc Xéa ding ky phwong tién (danh cho cip xi)

* Trinh ty thuc hién:

- T6 chire, ¢4 nhan ¢ nhu ciu ndp truc tiép 01 (mdt) bo hd so hodc gui qua hé
théng buu dién hodc hinh thirc phu hop khac dén Uy ban nhan dan xi, phuong, thi
tran.
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- Uy ban nhan dan xa, phudng, thi tran tiép nhan ho so, kiém tra thanh phan cua
hé so.

+ Trudng hop hd so ndp truc tiép, néu hd so ddy du thi cdp gidy bién nhan hd
so va hen tra két qua theo thoi han quy dinh; néu hd so khong dy du theo quy dinh
thi tra lai va huong dan t6 chirc, ca nhan hoan thién lai ho so;

+ Truong hop hd so nhan qua hé thong buu dién hodc hinh thire phu hop khéc,
néu ho so khong day du theo quy dinh, trong thoi gian 02 (hai) ngay lam viéc, ké tir
ngay nhan dugc h so, ¢b vin ban guri td chirc, c4 nhan bod sung, hoan thi¢n ho so;

+ Trong thoi han 03 (ba) ngay lam viéc, ké tir ngay nhan du ho so theo quy
dinh, co quan ding ky cap gidy ching nhan x6a ding ky phuong tién cho chi phuong
tién. Trudng hop khong cip phai c6 vin ban tra 11 néu 13 1y do.

- T6 chire, c4 nhan ndp 1 phi (phi) va nhan két qua tai B6 phan mot cira caa Uy
ban nhan dan xa, phuong, thi tran.

* Cach thirc thwe hién: T6 chirc, cd nhan ndp truc tiép, giri qua duong buu
dién hodc hinh thirc phu hop khac dén Uy ban nhan dan xa, phuong, thi tran.

* Thanh phan, s0 lwgng ho so:

Thanh phan h so bao gdm:

- Pon dé nghi x6a dang ky phuong tién thuy ndi dia theo quy dinh tai Mau sb
10 - Phu luc I ban hanh kém theo Thong tu 75/2014/TT-BGTVT.

- Ban chinh Gidy chtng nhan ding ky phuong tién thiy noi dia da duoc cap.

- Gidy to quy dinh néu trén duoc luu giit tai co quan ding ky phuong tién ddi
v6i truong hop x6a quy dinh tai khoan 1, khoan 2 va khoan 3 Diéu 4 Thong tu
75/2014/TT-BGTVT.

S6 lugng hd so: 01 (bd)

* Thoi han giai quyét: 03 ngay lam viéc, ké tir ngay nhan du ho so hop 8.

* Poi twong thwe hién thi tuc hanh chinh: Ca nhan, to chirc

* Co quan thyuce hién tha tuc hanh chinh: UBND Xa

* Két qua thyce hién thii tuc hanh chinh: Gidy chimg nhan x6a dang ky

* L¢ phi (neu c0): Khong

* Tén mAu don, miu to khai (neu ¢6): Pon dé nghi x6a ding ky phuong tién

thuy ndi dia theo quy dlnh tai Mau so 10 - Phu luc I ban hanh kém theo Thong tu
75/2014/TT-BGTVT

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu c6): Khong

* Can cwr phap ly cua tha tuc hanh chinh:

- Thong tu sb 75/2014/TT-BGTVT ngay ngay 19/12/2014 ciua Bo Truong Bo
Giao thong van tai quy dinh vé ding ky phuong tién thity noi dia;
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- Théng tu s6 47/2005/TT-BTC ngay 08/6/2005 ctia Bo Tai chinh huéng dan
ché d6 thu, ndp va quan 1y str dung phi, 1& phi quan Iy nha nudc vé dam béo trat tu, an
toan giao thong duong thuy nodi dia.

III - Linh vue bédo trg xa hoi ] ) )

1. Thu tyc Xac dinh, xac dinh lai mirc d§ khuyét tat va cap Giay xac nhin
khuyeét tat

* Trinh ty thue hién:

+ Budce 1: Khi ¢6 nhu cau xac dinh mtc do khuyét tat, nguoi khuyét tat hoac
ngudi dai dién hop phép cua ngudi khuyét tat ndp 01 bo hd so dén Uy ban nhan dan
cap xi noi nguoi khuyét tat cu tra, khi ndp hd so xuét trinh s6 ho khau hodc ching
minh nhan din dé can bo tiép nhan ho so ddi chiéu cac thong tin ké khai trong don.

+ Budc 2: Trong thoi han 30 ngay, ké tir ngdy nhan don dé nghi xac dinh muc
do khuyét tat, Chu tich Uy ban nhan dan cép x4 cO trach nhi€ém:

(+) Triéu tip cac thanh vién, giri thong bao vé thoi gian va dia diém xac dinh
mirc do khuyét tit cho nguoi khuyét tat hodc ngudi dai dién hop phap cua ho.

(+) T6 chuc danh gia dang khuyét tait va mac do khuyét tat ddi véi ngudi
khuyét tat theo phuong phap va ndi dung quy dinh tai Diéu 3 Thong tu lién tich sb
37/2012/TTLT-BLDTBXH-BYT-BTC-BGDDT.

Viéc thuc hién xac dinh mic do khuyét tat duoc tién hanh tai Uy ban nhan dan
cap xd hodc Tram y té. Truong hop nguoi khuyét tat khong thé dén duogc dia diém
quy dinh trén day thi Ho1 déng tién hanh xac dinh mtc do khuyét tat tai noi1 cu tra cua
ngudi khuyét tat.

+ Buoc 3: Lap hd so, bién ban két luan xac dinh muc do khuyét tat cua nguoi
duoc danh gia theo Mau s 06.

(+) Riéng dbi véi trudong hop nguoi khuyét tat dd co két luan cua Hoi dong
Giam dinh y khoa vé kha ning ty phuc vy, mirc do suy giam kha ning lao dong trudc
ngay 01/6/2012, Hoi déng xac dinh muc do khuyét tat can cu két luan cua Hoi déng
giam dinh y khoa dé xac dinh muc do khuyét tat theo quy dinh tai khoan 3 biéu 4
Nghi dinh 6 28/2012/ND-CP cta Chinh phu, cu thé nhu sau: Nguoi khuyét tat dac
bi¢t nang khi dugc Hoi dé)ng giam dinh y khoa két luan khong con kha nang tu phuc
vu hodc suy giam kha niang lao dong tir 81% tré 1én; Ngudi khuyét tat ning khi duoc
Ho1 déng giam dinh y khoa két luan c6 kha nang tu phuc vu sinh hoat néu ¢6 nguoi,
phuong tién trg gitip mot phan hodc suy giam kha ning lao dong tir 61% dén 80%;
Nguoi khuyét tat nhe khi duoc Ho1 dé)ng giam dinh y khoa két luan c6 kha nang tu
phuc vu sinh hoat hodc suy gidm kha nang lao dong dudi 61%.

(+) Dbi voi nhimng trudng hop theo quy dinh tai khoan 2, Piéu 15 Lut
ngudi khuyét tat (gom: Hoi dong xac dinh mic d6 khuyét tat khong dua ra duogc két
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luan vé muc d6 khuyét tat; Nguoi khuyét tat hodc dai dién hop phap ciia ngudi khuyét
tat khong dong y véi két ludn cua Hoi dong xac dinh murc d6 khuyét tat; Co6 bang
chiing xac thyc vé viéc xac dinh muc do khuyét tat cua HO1 df’)ng xac dinh muc do
khuyét tat khong khach quan, chinh xéc), thi Hoi dong cip gidy gidi thiéu va 1ap danh
sach chuyén Hoi dong giam dinh y khoa thuc hién (qua Phong Lao dong- Thuong
binh va Xa hoi).

+ Budc 4: Trong thoi han 05 ngay lam viéc, ké tir ngay c6 bién ban két luan cua
Ho1 déng vé muc do khuyét tat cua nguoi khuyét tat, Chu tich ny ban nhan cép xa
niém yét va thong bao cong khai két luan cua Hai déng tai tru s& Uy ban nhan dan
cap x4 va cip Gidy xac nhan khuyét tat. Truong hop c6 khiéu nai, té cao hodc co ¥
kién thic mac khong ddng ¥ v6i két luan ctiia Hoi dong thi trong thoi han 05 ngay, Hoi
df‘mg tién hanh xac minh, thim tra, két luan cu thé va tra 1oi béng van ban cho nguoi
khiéu nai, t6 cao hodc thic méc.

Déi voi truong hop do Hoi dong giam dinh y khoa xac dinh, két luan vé dang
khuyét tat va muc do khuyét tat: Can ctr két luan cua Hoi déng Giam dinh y khoa vé
dang khuyét tat va mirc do khuyét tat, Cha tich Uy ban nhan dan cap xi cip Gidy xac
nhan khuyét tat.

* Cach thirc thye hién: Nop hd so truc tiép.

* Thanh phan, so lwgng ho so:

- P6i v6i trudng hop xac dinh khuyét tat:

+ Pon dé nghi (theo mau s6 01).

+ Ban sao cac gidy t0 y té chimg minh vé khuyét tat: bénh an, gidy to kham,
diéu tri, phau thuat hodc cac gidy to lién quan khéac (néu co)

+ Ban sao két luan cua Hdi déng Giam dinh y khoa vé kha nang tu phuc vu,
muc do suy giam kha ning lao dong d6i voi truong hop nguoi khuyét tat da co két
luan cua Ho1 déng Giam dinh y khoa trude ngay 01/6/2012.

- Pi voi truong hop xac dinh lai khuyét tat:

+ Pon dé nghi (theo mau s6 01).

+ Ban sao Giéy xac nhan khuyét tat.

* Thoi han giai quyét: ’

* Poi twgng thuc hién tha tuc hanh chinh: Tat ca

* Cq quan thyc hién thi tuc hanh chinh: UBND Xa ’

* Ket qua thuce hién thu tuc hanh chinh: Giay xac nhan khuyét tat

* ¢ phi gneu co): Khong

* Tén mau don, mau to khai (neu co) + Pon dé nghi xac dinh, xac dinh lai

murc d6 khuyét tat va cap, 601 cap lai Gidy xac nhan khuyét tat (Mau s6 01 ban hanh
kém theo Thong tu lién tich s6 37/2012/TTLT-BLDTBXH-BYT-BTC- BGDDT).

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu c6): Khong
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* Can cwr phap ly cua thu tuc hanh chinh:

+ Luat nguoi khuyét tat ngay 17 thang 6 nam 2010;

+ Nghi dinh s6 28/2012/ND-CP ngay 10 thang 4 ndam 2012 cta Chinh phi Quy
dinh chi tiét va hudng dan thi hanh mot s6 diéu cua Luat nguoi khuyét tat.

+ Thong tu lién tich sé 37/2012/TTLT-BLDTBXH-BYT-BTC-BGDDT
cua Lién Bg Lao dong- Thuong binh va Xa hoi, B0 Y té, B0 Tai chinh, BO Giao duc
va Dao tao quy dinh vé viéc xac dinh muc do khuyét tat do HO1 déng xac dinh muc do
khuyét tat thyuc hién.

2. Thi tuc Tro gitip xa hi dot xuit vé hd tro' 1am nha &, sira chira nha é:

* Trinh ty thue hién:

- Budce 1: HO ngheo, hd can ngheo, ho gia dinh c¢6 hoan canh kho khan vé nha &
1ap T khai dé nghj hd tro vé nha & (theo mau), giri Cha tich Uy ban nhan dan cép xa.

- Budc 2: Trong thoi han 02 ngdy, ké tir ngdy nhan duoc T khai dé nghi cua
ho gia dinh, HO1 dé)ng xét duyét théng nhét danh sach, muc hd trg, trinh Chu tich ny
ban nhéan dan cép xi quyét dinh.

- Budc 3: Chu tich Uy ban nhan dan cdp xi quyét dinh ctu trg ngay nhiing
truong hop cap thiét. Truong hop thiéu ngudn luc thi co van ban dé nghi trg giup gui
Phong Lao dong - Thuong binh va Xa hoi.

- Budc 4: Phong Lao dong - Thuong binh va Xa hoi tham dinh, trinh Chu tich
Uy ban nhén dan cip huyén quyét dinh hd tro.

- Budc 5: Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh hd tro.
Truong hop thiéu ngudn luc thi co van ban dé nghi trg giup giri S& Lao dong -
Thuong binh va Xa hoi, S& Tai chinh; S¢ Lao dong - Thuong binh va Xa hoéi chu tri,
phdi hop v6i S¢ Tai chinh tong hop, trinh Chu tich Uy ban nhan dan cip tinh xem xét,
quyét dinh. Truong hop thiéu ngudn lwc, Cha tich Uy ban nhan dan tinh c¢6 vin ban
gtri B6 Lao dong - Thuong binh va Xa hdi, Bo Tai chinh; B Lao dong - Thuong binh
va Xa hoi chu tri, phdi hop v6i Bo Tai chinh trinh Thi tuéng Chinh phi xem xét,
quyét dinh.

* Cach thirc thuc hién: Nop hé so truc tiép hodc gui qua dudng buu dién.

* Thanh phan, so lwogng ho so:

* Thanh phan ho so gom:

T khai dé nghi hd trg vé nha & (theo mau s6 07 ban hanh kém theo Thong tu
56 29/2014/TTLT-BLDTBXH-BTC)

* S6 lugng ho so: 01 (mot) bo.

* Thoi han giai quyét:

* Poi twong thue hién tha tuc hanh chinh: C4 nhan
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* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thure hién thii tuc hanh chinh: Quyét dinh tro gitp ctia Chu tich Uy
ban nhéan dan céap x4.

* L¢ phi (neu co): Khong

* Tén mAu don, mau to khai (néu ¢6): T khai dé nghi hd trg vé nha & (miu
s6 07 ban hanh kém theo Thong tu s6 29/2014/TTLT-BLDTBXH- BTC)

* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6): Khong

* Can cwr phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 136/2013/ND-CP ngay 21 thang 10 nam 2013 ctia Chinh phu
quy dinh chinh sach tro gitp xa hoi dbi véi d6i tuong bao tro xa hoi.

- Thong tu lién tich s6 29/2014/TTLT-BLDTBXH-BTC ngay 24 thang 10 nim
2014 cua B9 Lao dong - Thuong binh va X3 hoi va B Tai chinh hudng dan thuc hién
mot s6 diéu cua Nghi dinh sé 136/2013/NP-CP ngay 21 thang 10 nam 2013 cia
Chinh phu quy dinh chinh sach trg giup xa hoi ddi voi ddi tuong bao tro xa hoi.

3. Thii tuc Tro giip xa hoi dot xuit vé hd tro chi phi mai ting

* Trinh ty thuce hién:

- Buéce 1: Khi c6 nguoi chét, mét tich do thién tai, hoa hoan, tai nan giao thong,
tai nan lao dong dac biét nghiém trong hodc cac ly do bat kha khang khac, co quan, to
chtrc, gia dinh hodc c4 nhan truc tiép mai tang 1am ho so theo quy dinh, gii Chu tich
Uy ban nhan dan cép xa.

- Budc 2: Trong thdi han 02 ngay, ké tir ngay nhan duoc hd so dé nghi cua co
quan, to chirc, gia dinh hodc ca nhan truc tiép mai tang, Hoi dong xét duyét thong
nhat danh sach, mutrc hd trg chi phi mai tang, trinh Cha tich Uy ban nhan dan cap xa
quyét dinh.

- Bude 3: Chi tich Uy ban nhéan dan cip xa quyét dinh hd tro chi phi mai tang
ngay nhitng trudng hop cép thiét. Truong hop thiéu ngudn lyc thi c6 vin ban dé nghi
tro gitip gui Phong Lao dong - Thuong binh va Xa hoi.

- Budc 4: Phong Lao dong - Thuong binh va Xa hoi tham dinh, trinh Chu tich
Uy ban nhan dan cap huyén quyét dinh hd tro.

- Bu6c 5: Cha tich Uy ban nhan déan cap huyén xem xét, quyét dinh hd tro.
Truong hop thiéu ngudn luc thi co van ban dé nghi trg giup giri S& Lao dong -
Thuong binh va Xa hoi, S& Tai chinh; S¢ Lao dong - Thuong binh va Xa hoi chu tri,
phéi hop véi S¢ Tai chinh téng hop, trinh Cha tich Uy ban nhan déan cdp tinh xem xét,
quyét dinh. Truong hop thiéu ngudn luc, Cha tich Uy ban nhan dan tinh c6 vin ban
gt B6 Lao dong - Thuong binh va Xa hdi, Bo Tai chinh; B6 Lao dong - Thuong binh
va Xa hoi chu tri, phdi hop v6i Bo Tai chinh trinh Thi tuéng Chinh phii xem xét,
quyét dinh.
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* Cach thire thye hién: Nop hé so truc tiép.

* Thanh phan, so lwgng ho so:

Thanh phan hd so gdm:

- To khai dé nghi hd trg chi phi mai tang (theo miu s6 06 ban hanh kém
theo Thong tu sO 29/2014/TTLT-BLDTBXH-BTC).

- Ban sao giéy bdo tir cua nguoi bi chét, mat tich hodc xac nhan cla cong an
cép Xa.

S6 lugng ho so: 01 (mot) bo.

* Thoi han giai quyét: Khong quy dinh q

* Poi twgng thwe hién tha tuc hanh chinh: Cé nhan, t6 chiic

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Quyét dinh hd tro chi phi mai tang
ctia Chu tich Uy ban nhan déan cap xa.

* ¢ phi (neu c0): Khong

* Ten mau don, miu to khai (néu co) T& khai d& nghi hd tro chi phi mai
tang (mau so 06 ban hanh kém theo Thong tu s6 29/2014/TTLT-BLDTBXH-BTC).

* Yéu cau, diéu kién thue hién thii tuc hanh chinh (néu c¢6): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

- Nghi dinh s6 136/2013/ND-CP ngay 21 thang 10 nim 2013 cta Chinh phu
quy dinh chinh sach tro gitp xa hoi dbi véi d6i tuong bao tro xa hoi;

- Thong tu lién tich s6 29/2014/TTLT-BLDTBXH-BTC ngay 24 thang 10 nim
2014 cua B9 Lao dong - Thuong binh va X3 hoi va B Tai chinh hudng dan thuc hién
mot s6 diéu cua Nghi dinh sé 136/2013/NP-CP ngay 21 thang 10 nam 2013 cia
Chinh phu quy dinh chinh sach trg gitip xa hoi d6i voi dbi twong bao tro xa hoi.

4. Thua tuc Xac nhan ho gia dinh lam nong nghiép, lam nghiép, ngw nghlep
va diém nghi€p c6 mirc song trung | binh giai doan 2014-2015 thudc dién doi
twong dwoc ngin sach nha nuéc hd tro dong bio hiém y té

* Trinh tu thwe hién:

- Budc 1: Ho gia dinh c6 nhu cau tham gia bao hiém y té lam Gidy dé nghi, ndp
tryc tiép hodc gui qua dudng buu dién dén Uy ban nhan dan cap xa tham dinh.

- Budc 2: Uy ban nhan déan cap x4 chi dao Ban giam nghéo cap x4 t6 chtc tham
dinh theo quy trinh quy dinh tai khoan 2 Piéu 4 Thong tuwsé 22/2014/TT-
BLDTBXH.

- Budc 3: Uy ban nhan dan cap xd xac nhan ho gia dinh thudc hoic khong
thudc dbi twong duoc ngan sich nha nude hd trg dong bao hiém y té.

* Cach thure thuc hién:

~ -Nop Gidy dé nghi truc tiép hodc qua duong buu dién dén Uy ban nhan dan
cap xa.
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- Nhan két qua tai noi tiép nhan ho so.

* Thanh phan, so lwong ho so: gom: 01 Gidy dé nghi xét duyét, xac nhan ho
gia dinh thudc dién dbi twong dugc ngan sach nha nudc ho tro dong bao hiém y té
theo phap luat bao hiém y té

* Thoi han giai quyét:

* Poi twong thye hién tha tuc hanh chinh: C4 nhan

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Xac nhan cia Uy ban nhan dan cap

* L¢ phi (néu ¢6): Khong

* Tén miu don, mau to khai (néu c6): Mau sb 1 ctia Phu luc ban hanh kém
theo Thong tu s 22/2014/TT- BLDTBXH: Giéy dé nghi xét duyét, xac nhan hg gia
dinh thudc dién ddi tuong duoc ngan sach nha nude hd trg dong bao hiém y té theo
phép luat bao hiém M té.

* Yéu clu, diéu kién thwe hién tha tuc hanh chinh (néu ¢6): HO gia dinh lam
noéng nghiép, 1am nghiép va diém nghiép c6 nhu cau tham gia bao hiém y té

* Can cwr phap ly cua thu tuc hanh chinh:

- Quyét dinh sb 32/2014/QD-TTg ngay 27/5/2014 cta Thi tudéng Chinh phi vé
ti€u chi hd gia dinh lam ndng nghi€p, 1am nghi¢p, ngu nghié¢p va diém nghi¢p c6 murc
song trung binh giai doan 2014-2015;

- Théng tu sb 22/2014/TT-BLDTBXH ngay 29/8/2014 cia Bo trudng Bo Lao
dong — Thuong binh va Xa hoi hudéng dan quy trinh x4c dinh ho gia dinh 1am nong
nghiép, 1am nghiép, ngu nghiép va diém nghiép c6 muc song trung binh giai doan
2014-2015.

5. Ping ky hoat dong ddi véi co sé tro giip xa hoi dwéi 10 ddi twong co
hoan canh kho khan

* Trinh tu thuce hién:

- Budc 1: Nguoi ding dau co so nép 01 bd hod so theo quy dinh dén Uy ban
nhan dan cip x3 noi co sd ¢6 tru so.

- Budc 2: Uy ban nhan dan cip xa c6 trach nhiém xem xét, cip gidy ching
nhén ding ky hoat dong tr¢ gitip xa hoi cho co s& trong thoi han 10 ngay lam viéc,
ké tir ngay nhan hé so. Truong hop tir chdi cdp gidy ching nhan ding ky hoat dong
tro gitip x4 hoi thi phai thong béo bang van ban va néu rd 1y do.

* Cach thire thye hién: Nop hd so truc tiép hodc giri qua duong buu dién.

* Thanh phan, so lwogng ho so:

Thanh phan ho so:
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- To khai dang ky hoat dong tro giup xa hoi theo Mau sd 14 tai Phy luc ban
hanh kém theo Nghi dinh sé 103/2017/ND-CP.

- Phiéu 1y lich tu phéap ciia ngudi dimg dau co sé, nhan vién cua co so.

- Ban sao gidy ching minh nhan dan hoic thé cin cudc cong dan hoic ho chiéu
hoic chimg thyc ¢4 nhan hop phap khac ctua nguoi dimg dau, nhan vién cia co so.

So luong hd so: 01 (mot) bd.

* Thoi han giai quyét: 10 ngay lam viéc ké tir ngay nhén du hé so hop 1¢

* Poi twgng thuc hién tha tuc hanh chinh: Ca nhan, t6 chuc

* Co quan thyc hién thu tyuc hanh chinh: UBND Xa

* Ket qua thuce hién tha tuc hanh chinh: Giay chiing nhan dang ky hoat
dong. ]

* Lé phi (n€u c6): Khong )

* Tén mau don, mau to' khai (néu co): To khai dang ky hoat dong tro
gitp xa hoi (Mau so 14 tai Phu luc ban hanh kém theo Nghi dinh s6 103/2017/ND-
CP).

: * Yéu cu, diéu kién thwe hién thii tuc hanh chinh (néu cé):

Co s6 tro giup xa hoi dudi 10 dbi tuong co hoan canh khé khian duoc cap gidy
ching nhan ding ky hoat dong tro gitip x4 hoi khi co di cac diéu kién sau:

- Nguoi dimg du, nhan vién cta co sé phai ¢6 ning lyc hanh vi dan su day di;
co phém chat dao duc tdt, khong mic té nan xa hoi; khong thude doi tuong bi truy
ctru trach nhiém hinh su hodc da bi két 4n ma chua duge x6a 4n tich.

- C6 nhan vién trg giup xa hoi cho dbi tuong.

- Bap ung cac diéu kién co ban vé nha ¢, nha bép, dién, nudc phuc vu sinh hoat
hang ngay cho ddi tuong.

* Cain cir phap 1y ciia thi tuc hanh chinh: Nghi dinh s6 103/2017/ND-CP
ngay 12/9/2017 ctia Chinh phu quy dinh vé thanh 1ap, t6 churc, hoat dong, giai thé va
quan ly cac co s trg giup xa hoi. ]

6. Cap doi, cap lai Giay xac nhan khuyet tat

* Trinh ty thwce hién:

+ Bude 1: Khi ¢6 nhu cau dbi hodc cip lai Gidy xac nhan khuyét tat thi ngudi
khuyét tat hodc nguoi dai dién hop phap ctia ngudi khuyét tat lam don theo Mau sb 01
gtri Uy ban nhan dan cap x4 noi ngudi khuyét tat cu tru.

+ Budc 2: Sau 05 ngay lam viéc, Chu tich Uy ban nhan dan cép X4 can ¢t hd so
dang luu gitr quyét dinh d6i hodc cap lai Gidy xac nhan khuyét tat.

Dbi v6i truong hop quy dinh tai diém a va diém ¢, Khoan 2 Diéu 8 (trudong hop
ngudi dé nghi xac dinh lai mac d6 khuyét tat do nguyén nhan thay d6i dang khuyét tat
hoac muc do khuyét tat; nguoi khuyét tat tir da 6 tudi tro 1én trur truong hop nguoi
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khuyét tat dac biét nang quy dinh tai diém 1.1, 1.2, 1.5, 1.6, 1.7 Muc IV Mau sd
02 Thong tu 01/2019/TT-BLDTBXH thi thuc hién xéac dinh lai mirc d6 khuyét tat.

* Cach thirc thwe hién: Bo phan Mot cira ctia Uy ban nhan dan xa, phuong

* Thanh phan, so lweng ho so: 01 bo ho so, gom co:

Pon dé nghi xac dinh, x4c dinh lai mic d6 khuyét tat va cap, cap doi, cap lai Gidy
xac nhan khuyét tat (Mau s6 01 ban hanh kém theo Thong tu 01/2019/TT-BLDTBXH)

* Thoi han giai quyét: 05 ngay lam viéc

* Poi twong thuwe hién thi tuc hanh chinh: Ca nhan, to chirc

* Co quan thyuce hién tha tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Gidy x4c nhan khuyét tat.

* L¢ phi gneu c0): Khong

* Tén mau don, mau to' khai (néu cd): Don dé nghi xac dinh, xac dinh lai

muc do khuyét tat va cap, cap doi, cap lai Gidy xac nhin khuyét tat (Mau s6 01 ban
hanh kém theo Thong tu 01/2019/TT- BLDTBXH).

* Yéu cu, diéu kién thwe hién thii tuc hanh chinh (néu cé):

- Cap ddi Gidy xac nhan khuyét tat trong nhiing trudng hop sau:

+ Gidy xac nhan khuyét tat sai thong tin so vdi Chirng minh nhéan dén, can cudc
cong dan hodc gidy to ¢6 gia tri phap 1y khac;

+ Gidy xac nhan khuyét tat hu hong khong str dung duoc.

- Cép lai Gidy xac nhan khuyét tat trong nhing truong hop sau:

+ Thay doi dang khuyét tat hodc muc d6 khuyét tat;

+ Mat Gidy xac nhan khuyét tat;

+ Nguoi khuyét tat tir di 6 tudi trd 1én trir truong hop nguoi khuyét tat dic biét
ning quy dinh tai diém 1.1, 1.2, 1.5, 1.6, 1.7 Muc IV Mau s6 02 Thong
tu 01/2019/TT-BLDTBXH.

* Can cwr phap ly cua tha tuc hanh chinh:

- Nghi dinh s6 28/2012/ND-CP ngay 10/4/2012;

- Thong tu s6 01/2019/TT-BLDTBXH ngay 02 thang 01 ndm 2019 cta B Lao
dong — Thuong binh va X4 hoi quy dinh vé viée xac dinh mac d6 khuyét tat do Hoi
ddng xac dinh mirc d6 khuyét tat thuc hién
IV - Linh vuc nguoi c6 cong . ) ] .

1. Thu tyc xac nhin vao don dé nghi di chuyén hai cot li¢t si; don dé nghj
tham vieng mo liét si

* Trinh tu thwe hién:

+ Budc 1: Than nhan liét si gtri don dé nghi di chuyén hai cdt liét si (mau sd
12-MLS) hoic don dé nghi tham viéng mo liét si (mau s6 11-MLS) I1én Uy ban nhan
dan xa

+ Budc 2: Uy ban nhan dan xa tiép nhéan don va xac nhan vao don dé nghi.

* Cach thirc thue hién: Truc tiép
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* Thanh phan, s6 lwong hd so: 01 bd gom: Pon dé nghi.

* Thoi han giai quyét: 01 ngay 1am viéc.

* Poi twong thuwe hién thii tuc hanh chinh: Ca nhan

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thue hién thii tuc hanh chinh: Pon dé nghi c6 xac nhan cua ty ban
nhan dan xa.

* L¢ phi (neu co): Khong

* Tén miu don, mau to khai (neu c0):

+ Pon dé nghi di chuyén hai c¢dt liét si (miu sé 12-MLS);

+ Pon dé nghi thim viéng mo liét si (mau sd 11-MLS).

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu c¢6): Khong

* Can cw phap ly cua tha tuc hanh chinh:

- Phap Iénh wu dai nguoi c6 cong voi cach mang;

- Nghi dinh s6 31/2013/ND-CP ngay 09/4/2013 cua Chinh Phu vé viéc
quy dinh chi tiét, hudng dan thi hanh mot sé diéu cta Phap 1énh vu dai Ngudi co cong
vo1 cach mang;

- Théng tu s6 13/2014/TTLT-BLDTBXH-BTC huéng dan ché do diéu
dudng phuc hoi stc khoe, cap phuong tién tro gitp, dung cu chinh hinh ddi véi nguoi
c6 cong voi cach mang va than nhan; quan ly cac cong trinh ghi cong liét si.

2. Thii tuc ity quyén hwéng tro cip, phu cip wu dii

* Trinh ty thuc hién:

+ Budc 1: Nguoi ¢ cong hodc than nhan dang hudng trg cap, phu cap uu dai
néu khong co6 diéu kién truc tiép nhan trg cip, phu cap thi phai lap gidy uy
quyén.

+ Budc 2: Uy ban nhan dan x4 tiép nhan va xac nhan vao gidy oy quyén.

* Cach thirc thue hién: Truc tiép

* Thanh phan, so lwong ho so: 01 bo gom: Gidy iy quyén

* Thoi han giai quyét: 01 ngay lam viéc

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thuwe hién thi tuc hanh chinh: Gidy uy quyén huong tro cp, phu
cAp uu ddi co xac nhan cia Gy ban nhan dan xi (c6 thoi han 03 thang).

* L¢ phi (neu c0): Khong

* Tén mau don, mau to' khai (néu c6): Khong

* Yéu chu, diéu kién thue hién thi tuc hanh chinh (neu c0): Khong

* Can cir phap ly cua thu tuc hanh chinh:

- Phap 1énh uu dai nguoi c6 cong véi cach mang;
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- Nghi dinh s6 31/2013/ND-CP ngay 09/4/2013 cua Chinh Phu vé viéc quy
dinh chi tiét, hudéng dan thi hanh mét s diéu cua Phép 1énh uvu dai Nguoi c6 cong véi
cach mang;

- Thong tu s6 05/2013/TT-BLDTBXH huéng dan vé thi tuc 1ap hd so, quan 1y
ho so, thuc hién ché do vu dai nguoi co cong véoi cach mang va than nhan.

V - Linh vue phong cl}éng t€ nan xa hoi

1. Thia tuc Quyét dinh quan ly cai nghién ma tiy tu nguyén tai gia dinh

* Trinh ty thuce hién:

Budc 1: Nguoi nghién ma tay hodc gia dinh, nguoi giam hd ctia nguoi nghién
ma tuy chua thanh nién c6 trach nhiém dang ky tu nguyén cai nghién tai gia dinh véi
Uy ban nhén dan cép x4 noi cu tra. TH cong tac gitip Chu tich Uy ban nhan dan cip xa
tiép nhan hd so dang ky tu nguyén cai nghién tai gia dinh.

Buée 2: Trong thoi han 03 (ba) ngdy 1am viéc, ké tir ngdy nhan duoc hd so
dang ky tu nguyén cai nghién tai gia dinh, T6 cong tic c6 trach nhiém thim tra hd so
va lam vian ban trinh Chu tich Uy ban nhan déan cap xa quyét dinh quan 1y cai nghién
tu nguy¢n tai gia dinh.

* Cach thire thye hién: - Nop hé so truc tiép tai Uy ban nhan dan cap xa.

* Thanh phan, so lwgng ho so:

Thanh phan ho so gom:

- Pon dang ky tu nguyén cai nghién tai gia dinh ctia ban than hoac gia dinh,
nguoi giam ho cta nguoi nghién ma tay. Noi dung don phai bao gdm cac ndi dung:
tinh trang nghi¢n ma ty; cac hinh thirc cai nghi¢n ma tiy da tham gia; tinh trang strc
khoe; cam két tu nguyén cai nghién ma tay tai gia dinh.

- Ban so yéu Iy lich cua nguoi nghién ma tay.

- Ké hoach cai nghién c4 nhan ctia ngudi nghién ma tuy.

S6 luong ho so : 01 (mot) bo.

* Thoi han giai quyét: 03 (ba) ngay lam viéc.

* Poi twong thue hién tha tuc hanh chinh: Ca nhan

* Co quan thyc hién thi tuc hanh chinh: UBND Xa

* Két qua thuc hién thu tuc hanh chinh: Quyét dinh quan 1y cai nghién tu
nguyén tai gia dinh.

* L¢ phi (néu cd): Khong ]

* Tén mau don, mau to' khai (néu c6): Khong ]

* Yéu ciu, diéu kién thyc hién tha tuc hanh chinh (néu c6): Nguoi nghién
ma tiy dang cu tra tai cong dong tu gidc khai bao va tu nguyén dang ky cai nghién tai
gia dinh.
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* Can cur phap ly caa thi tuc hanh chinh: - Nghi dinh 94/2010/ND-CP ngay
09/9/2010 quy dinh vé to chirc cai nghién ma tiy tai gia dinh, cai nghién ma tiy tai
cong dong

2. Thii tuc Quyét dinh cai nghién ma tiy tw nguyén tai cong dong

* Trinh ty thue hién:

Buoc 1: Nguoi nghién ma tay hodc gia dinh, nguoi gidm hd cua ngudi nghién
ma tay chua thanh nién c6 trach nhiém tu gidc khai bao va ndp hd so ding ky tu
nguyén cai nghién tai cong dong véi Chil tich Uy ban nhan dan cap xa.

Buée 2: Trong thoi han 03 (ba) ngay lam viéc, ké tir khi nhan dugc Ho so dang
ky tu nguyén cai nghién tai cong dong, T6 cong tac ¢6 trach nhiém tham tra ho so, 1ap
danh sach ddi tuong tu nguyén cai nghién va lam vin ban trinh Cht tich Uy ban nhin
dan cap x4.

Buée 3: Trong thdi han 03 (ba) ngdy, ké tir ngay nhan duoc vin ban dé nghi
ctia TO cong tac, Cha tich Uy ban nhan dan cap x3 quyét dinh viéc cai nghién tu
nguyén tai cong dong.

* Cach thirc thue hién: - Nop ho so truc tiép tai Uy ban nhan dan cap xa.

* Thanh phén, ) luwong ho so:

Thanh phan ho so gém:

- Pon ding ky tu nguyén cai nghién tai cong dong cua ban than hodc gia dinh,
nguoi giam ho cta ngudi nghién ma tiy. Pon phai bao gém cac ndi dung: tinh trang
nghién ma ty; cac hinh thirc cai nghién ma tiy da tham gia; tinh trang strc khoe; cam
két tw nguyén cai nghién ma tay tai cong dong.

- Ban so yéu 1y lich cua nguoi nghién ma tay.

S6 lugng ho so : 01 (mot) bo.

* Thoi han giai quyét: 06 (sau) ngay lam viéc.

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thyuce hién tha tuc hanh chinh: Quyét dinh cai nghién tu nguyén tai
cong dong.

* L¢ phi (néu ¢6): Khong ]

* Tén mau don, mau to khai (néu ¢6): Khong

* Yéu cau, diéu kién thue hién thii tuc hanh chinh (néu c¢6): Nguoi nghién
ma tay dang cu tra tai cong dong ty gidc khai bao va tu nguyén dang ky cai nghién tai
cong dong.

* Can cw phap ly cua thad tuc hanh chinh: - Nghi dinh 94/2010/ND-CP ngay
09/9/2010 quy dinh vé to chirc cai nghién ma tuy tai gia dinh, cai nghién ma tiy tai
cong dong.

3. Thit tuc Hodn chip hanh quyét dinh cai nghién bit budc tai cong dong

* Trinh ty thuc hién:
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Buwée 1: Ngudi phai chap hanh quyét dinh cai nghién bat budc tai cong dong
dang dm nang c6 chirng nhan cua bénh vién tu tuyén huyén tré 1€n hodc phuy nitr dang
c6 thai c6 chimg nhan ctia bénh vién tir tuyén huyén trd 1én hodc phu nit dang nudi
con nho dudi ba muoi sau thang tudi lam don dé nghi hodn (kém theo cac gidy to
chtng minh thudc d6i twong hodn cai nghién) giri T6 trudng T6 cong tac.

Buéc 2: Trong thoi han 02 (hai) ngay lam viéc, ké tir ngay nhan don, T trudng
T6 cong tac xem xét, thim tra va trinh Chu tich Uy ban nhéan dan cép xA.

Buée 3: Trong thoi han 03 (ba) ngay 1am viéc, ké tir ngay nhan duoc vin ban
ciia T6 truong Tod cong tac, Chu tich Uy ban nhan dan cdp xd phai xem xét, quyét
dinh viéc hodn chap hanh quyét dinh.

* Cach thirc thwe hién: - Nop ho so truc tiép tai Uy ban nhan dan cap xa.

* Thanh phan, s6 lwong hd so:

Thanh phan hd so gdm:

Pon dé nghi hodn (kém theo cac gidy to chimg minh thudc dbi tuong hodn cai
nghién).

S6 lugng ho so: 01 (mot) bo.

* Thoi han giai quyét: 05 ngay lam viéc.

* Poi twgng thuwe hién thi tuc hanh chinh: Ca nhan

* Co quan thyuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién tha tuc hanh chinh: Quyét dinh hoan chép hanh cai
nghién bat budc tai cong dong.

* ¢ phi (neu c0): Khong

* Tén mau don, mau to' khai (néu c6): Khong

*Yeéu cau, diéu Kkién thuwe hién thi tuc hanh chinh (neu ¢0): Nguoi phai
chip hanh quyét dinh cai nghién bat budc tai cong dong dang 6m ning c6 chimg nhan
cua bénh vién tur tuyen huyén tro 1én hodc phu nir dang c6 thai ¢c6 chirng nhan cia
bénh vién tur tuyén huyén tr¢ 1én hodc phu nir dang nudi con nhé dudi ba muoi sau
thang tudi lam don dé nghi hodn giri T6 trudng T6 cong tac.

* Can cwr phap ly cua thua tuc hanh chinh: - Nghi dinh 94/2010/ND-CP ngay
09/9/2010 quy dinh vé to chirc cai nghién ma tay tai gia dinh, cai nghién ma tiy tai
cong dong.

4. Thii tuc Mién chap hanh quyét dinh cai nghién bit buc tai cong dong

* Trinh ty thuc hién:

Buéc 1: Ngudi phai chdp hanh quyét dinh cai nghién bat budc tai cong dong
dang mac bénh hiém nghéo c¢6 ching nhan cta co sd y té cap huyén trd 1én, hoic
trong thoi gian hodn chap hanh quyét dinh ma ngudi dé tu nguyén cai nghién, khong
con sir dung ma tay c6 Gidy xac nhan da hoan thanh thoi gian tu nguyén cai nghién
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lam don dé nghi mién (kém theo cac gidy t& chimg minh thudc ddi twong mién cai
nghién, ty nguyén cai nghién) giri T6 truong T6 cong tac.

Buéc 2: Trong thoi han 02 (hai) ngdy 1am viéc, ké tir ngay nhan don, T6 trudng
T6 cong tac xem xét, thim tra va trinh Chu tich Uy ban nhéan dan cép xA.

Buéc 3: Trong thoi han 03 (ba) ngay lam viéc, ké tir ngay nhan dugc van ban
ciia T6 truong Tod cong tac, Chu tich Uy ban nhan dan cdp xd phai xem xét, quyét
dinh viéc hodn chap hanh quyét dinh.

* Cach thirc thwe hién: - Nop ho so truc tiép tai Uy ban nhan déan cap xa.

* Thanh phan, s6 lwong hd so:

Thanh phan hd so gdm:

Pon dé nghi hodn (kém theo cac gidy to chimg minh thudc dbi tuong hodn cai
nghién).

S6 lugng ho so : 01 (mot) bo.

* Thoi han giai quyét: 05 ngay lam viéc.

* Poi twgng thuwe hién thi tuc hanh chinh: Ca nhan

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién tha tuc hanh chinh: Quyét dinh mién chép hanh cai
nghién bat budc tai cong dong.

* ¢ phi (neu c0): Khong

* Tén mau don, mau to' khai (néu c6): Khong

*Yeéu cau, diéu Kién thwe hién thii tuc hanh chinh (neu ¢6): Nguoi phai
chip hanh quyét dinh cai nghién bat budc tai cong dong dang mac bénh hiém ‘ngheo
c6 chimg nhén cua co s6'y té cap huyén tro 18n, hoic trong thoi gian hodn chip hanh
quyét dinh ma nguoi d6 tu nguyén cai nghién, khong con st dung ma tay c¢6 Gidy xéac
nhan da hoan thanh thoi gian tu nguyén cai nghién lam don dé nghi mién (kém theo
céc gidy to chimg minh thudc ddi tugng mién cai nghién, tw nguyén cai nghién) guri
T6 truong TH cong tac.

* Can cw phap ly cua tha tuc hanh chinh: - Nghi dinh 94/2010/ND-CP ngay
09/9/2010 quy dinh vé to chirc cai nghién ma tay tai gia dinh, cai nghién ma tiy tai
cong dong.

VI - Linh vuc viéc l1am

1. H6 tro ho kinh doanh phai tam ngirng kinh doanh do dai dich COVID-
19;

* Trinh tu thwce hién:

- Buge 1: HO kinh doanh gui ho so theo quy dinh dén Uy ban nhan dan cap xA.

- Bué6c 2: Trong 05 ngay, Uy ban nhén dan cap x3 x4c nhan vé viéc tam ngliing
kinh doanh ctia ho kinh doanh; niém yét cong khai; tong hop, bao cao gui Chi cuc
Thué.



93

- Buge 3: Trong 02 ngay lam viéc, Chi cuc Thue chu tri, phéi hop véi cac co
quan lién quan tham dinh, trinh Uy ban nhan dan cap huyén tong hop.

- Budc 4: Trong 03 ngay, Uy ban nhéan dan cap huyén ra soat, tong hop, trinh
Chu tich Uy ban nhén dan cap tinh. - Budc 5: Trong 02 ngay lam viéc, Chu tich Uy
ban nhan déan cap tinh ban hanh quyét dinh phé duyét danh sach va kinh phi hd tro;
dong thoi chi dao thyc hién hd trg. Truong hop khong hd trg, Chu tich Uy ban nhan
dan cap tinh thong bao bang vin ban va néu 1o 1y do.

* Cach thirc thwe hién: Bo phan Mot cira - UBND cép x4

* Thanh phén, so lwong ho so:

- Bé nghi hd tro (theo mAu danh cho ho kinh doanh c¢6 doanh thu khai thué duéi
100 triéu dong/nam).

- Ban sao Thong bao nop thué theo Mau s6 01/TBT-CNKD ban hanh kém theo
Thong tu s6 92/2015/TT-BTC ngay 15/6/2015 ctia B Tai chinh.

S6 luong: Ban chinh: 1

Ban sao: 1

* Thoi han giai quyét 12 ngay lam viéc, ké tir ngdy cac co quan giai quyét tha
tuc hanh chinh nhan dugc day du ho so hop 1é theo quy dinh

* Poi twogng thuc hién tha tuc hanh chinh: Tb chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thure hién thii tuc hanh chinh: Quyét dinh ciia Chu tich Uy ban
nhan dan cap tinh ph€ duyét Danh sach va kinh phi hd tro.

* L¢ phi (neu co): Khong

* Tén mau don, mau to khai (néu c6): MAu don, to khai: Mau sb 02

* Yéu chu, diéu kién thwe hién thua tuc hanh chinh (neu c0):

(i) Doanh thu do co quan thué thyc hién quan Iy thué ddi véi ho kinh doanh
nam 2020 dudi 100 tricu dé)ng, duoc xac dinh tai thoi diém ngay 15 thang 01 nam
2020 theo quy dinh cta phap luat quan 1y thué.

(ii) Tam ngimng kinh doanh tir ngay 01 thang 4 nam 2020 theo Quyét dinh cia
Chu tich Uy ban nhan dan cip tinh trién khai thuc hién Chi thi s6 15/CT-TTg ngay 27
thang 3 nam 2020 cua Thu tuéng Chinh phu.

* Can ctr phap ly cua thu tuc hanh chinh:

Quyét dinh sb 15/2020/QD-TTg ngay 24 thang 4 nam 2020 cta Thu tudng
Chinh phu quy dinh vé viéc thuc hién cac chinh sach hd trg nguoi dan gip khé khan
do dai dich COVID-19

2. H6 tro ngwoi lao dong bi cham durt hop dong lao dong, hop dong lam
viéc do dai dich COVID-19 nhung khong du diéu kién hwéng tro cap that
nghi¢p;

* Trinh ty thuc hién:


http://thutuchanhchinh.haiduong.gov.vn/uploads/LD%202020/Mau%2002.docx
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- Buédc 1: Nguoi lao dong gti hd so dé nghi theo quy dinh dén Uy ban nhan
dan cap xa.

- Budc 2: Uy ban nhan dan cap xa ra soat va xac nhan mic thu nhap, tong hop
danh sach trinh Uy ban nhan dan cap huyén.

- Bué6c 3: Uy ban nhan dan cdp huyén tham dinh, trinh Chu tich Uy ban nhan
dan cap tinh trong 02 ngay lam viéc.

- Bu6c 4: Chu tich Uy ban nhan dan cap tinh phé duyét danh sach hd tro va
kinh phi hd tro; déng thoi chi dao thyc hién chi tra hd tro trong 03 ngay lam viéc.
Truong hop khong phé duyét, Chii tich Uy ban nhan dan cép tinh tra 10i bang vin ban
va néu ro 1y do.

* Cach thirc thwe hién: Bo phan Mot cira - UBND cép x4

* Thanh phan, s0 lwgng ho so:

-Pé nghi hd tro (theo mau danh cho nguoi lao dong bi cham dut hop dong lao
dong, hop dong lam viéc nhung khong du diéu kién hudng trg cap that nghiép).

- Ban sao mot trong cac giay to sau:

+ Hop ddng lao dong hodc hop dong lam viéc di hét han hodc da hoan thanh
cong viéc theo hop dong lao dong. + Quyét dinh thoi viéc.

+ Thong béo hodc thoa thuan cham dut hop dong lao dong hoic hop dong 1am
viéc.

- Ban sao S6 bdo hiém x3 hoi hodc xac nhan cua co quan bao hiém x3 hoi vé
bao hiém xa hoi bét budc, bao hiém that nghiép. Trudong hop khong c6 S6 bao hiém
x4 hoi thi ngudi lao dong néu rd 1y do trong Gidy dé nghi.

S6 luong: Ban chinh: 1

Ban sao: 1

* Thoi han giai quyét: 05 ngay 1am viéc, ké tir khi UBND cap huyén nhan
duoc Danh sach do UBND cip x4 trinh

* Poi twong thye hién thi tuc hanh chinh: T6 chic

* Co quan thyuce hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Quyét dinh ctia Chu tich Uy ban
nhén dan cap tinh phé duyét Danh sach va kinh phi h tro.

* L phi (neu c0): Khong

* Tén mau don, mau to' khai (néu c6): Mau don, to khai: mau s6 03

* Yéu cau, diéu kién thue hién thi tuc hanh chinh (neu c0):

Nguoi lao dong duoc hd tro kinh phi khi c6 du cac diéu kién sau day:

- C6 giao két hop dong lao dong hodc hop dong lam viéc trude thoi diém ngay
01 thang 4 nam 2020 va dang tham gia bao hiém x4 hoi bét budc;

- Cham dut hop dong lao /dong hoac hop d6ng lam viéc trong khoang thoi gian
tu ngay 01 thang 4 nam 2020 dén hét ngay 15 thang 6 nam 2020 nhung khong du diéu
kién huong tro cap that nghiép theo quy dinh;


http://thutuchanhchinh.haiduong.gov.vn/uploads/LD%202020/Mau%2003.docx
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- Khong ¢4 thu nhap hodc c6 thu nhap thip hon murc chuin cin nghéo quy dinh
tai Quyét dinh s6 59/2015/QD-TTg ngay 19 thang 11 ndm 2015 cia Thu tuéng Chinh
phu. ) )

* Can cir phap ly cua thi tuc hanh chinh: Quy¢t dinh s6 15/2020/Qb-TTg
ngay 24 thang 4 nam 2020 cua Thu tuéng Chinh phu quy dinh vé viéc thuc hi¢n cac
chinh séach ho tro nguoi dan gap khoé khan do dai dich COVID-19

3. Hd tro nguoi lao dong khong cé giao két hop dong lao dong bi mat viéc
lam do dai dich COVID-19;

* Trinh ty thuc hién:

- Bué6c 1: Nguoi lao dong gui hd so dé nghi theo quy dinh dén Uy ban nhan
dan cap x4 sau ngdy 15 hing thang. Truong hop nguoi lao dong c6 noi thuong tra va
tam tra khong trong pham vi mot tinh, thanh phd tryc thugc Trung wong, néu dé nghi
huong ho tro tai noi thuong tra thi phai co xac nhan cua Uy ban nhéan dan cép x4 noi
tam trG vé viéc khong dé nghi hudng chinh sach va nguoc lai.

- Budc 2: Trong 05 ngay lam viéc, Uy ban nhan déan cap x4 to chirc ra soat va
1ap danh sach nguoi lao dong du diéu kién huong hd trg v6i su tham gia giam sat cua
dai dién cac to chirc chinh tri - x4 hoi va cong khai v6i cong dong dan cu; niém yét
cong khai danh sach nguoi lao dong dé nghi hd tro trong 02 ngay lam viéc; tong hop
danh sach nguoi lao dong du diéu kién gui Uy ban nhan dan cap huyén.

- Bué6e 3: Trong 02 ngay lam viéc, Uy ban nhan din cdp huyén thim dinh, trinh
Chu tich Uy ban nhéan dén cap tinh.

- Bu6c 4: Chu tich Uy ban nhan dan cap tinh phé duyét danh sach hd tro va
kinh phi ho tro; déng thoi chi dao thuc hién chi tra hd tro trong 03 ngay lam viéc.
Truong hop khong phé duyét, Chu tich Uy ban nhan dan cép tinh tra 1oi bang vin ban
va néu ro 1y do.

* Cach thirc thye hién: Bo phan Mot cira - UBND cép x4

* Thanh phan, s6 lwong hd so:

Dé nghi hd tro (theo mau danh cho ngudi lao dong khong cé giao két hop dong
lao dong bi mét viée lam).

S6 lugng: Ban chinh: 1

Ban sao: 1

* Thoi han giai quyét: 12 ngay 1am viéc, ké tir ngay cac co quan giai quyét thi
tuc hanh chinh nhan dugc diy da ho so hop 18 theo quy dinh

* Poi twong thuwe hién thi tuc hanh chinh: Ca nhan

* Co quan thyuce hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Quyét dinh ctia Chu tich Uy ban
nhan dan cép tinh phé duyét Danh sach va kinh phi hd tro

* Lé phi (néu ¢6): Khong
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* Tén miu don, mau to khai (néu c¢6): Mau don, to khai: mau sd 04

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):

Nguoi lao dong khong c6 giao két hop déng lao dong bi mat viée 1am duge hd
tro khi c6 du cac diéu kién sau:

(i) Mt viéc 1am va c6 thu nhap thap hon mirc chuan can nghéo quy dinh tai
Quyét dinh s 59/2015/QD-TTg ngay 19 thang 11 nim 2015 cua Tha tudng Chinh
phu, trong thoi gian tir ngay 01 thang 4 nam 2020 dén ngay 30 thang 6 nam 2020;

(11) Cu tra hop phap tai dia phuong;

(111) Thudc linh vuc phi nong nghi¢p, lam mot trong nhitng cong viéc sau: ban
hang rong, buén ban nho 1¢ khong co6 dia diém c6 dinh; thu gom réac, phé liéu; boe
vac, van chuyén hang hoa; 141 xe mo t6 2 banh chd khach, xe xich 16 cho khach; ban
1é x6 sb luu dong; tu lam hodc lam viéc tai cac hg kinh doanh trong linh vuc an uéng,
luu tra, du lich, cham soc stre khoe. Can ctr vao diéu kién va tinh hinh thuc té, Uy ban
nhan dan cap tinh quyét dinh cac di twong duoc hd trg khac ngoai cac ddi twong néu
trén tr ngudn ngan sach dia phuong va cac ngudn huy dong hop phap khac.

* Can ctr phap ly cua thua tuc hanh chinh:

Quyét dinh sb 15/2020/QD-TTg ngay 24 thang 4 ndm 2020 cta Thu tudng
Chinh phu quy dinh vé viéc thuc hién cac chinh sach hd trg nguoi dan gap kho khan
do dai dich COVID-19

VII - Linh vwe thi dua khen thuwong

1. Thi tuc ting Gidy khen ciia Chi tich UBND cép x4 vé thuc hién nhiém
vu chinh tri;

* Trinh ty thuc hién:

Budc 1. Can bo 1am cong tac thi dua, khen thuong tiép nhan dé nghi khen
thudng cua cac don vi truc thude.

Bude 2. Tham dinh hd so, bao cao Hoi dong thi dua khen thuong cung cap,
tong hop trinh Chu tich UBND cép xi quyét dinh khen thudng.

Budc 3. Khi ¢6 Quyét dinh cua Chu tich UBND cép x4, can bg lam cong tac thi
dua, khen thuong viét bang, dong diu va cip phat cho don vi trinh khen.

* Cach thirc thwe hién: Nop ho so truc tiép tai UBND cap x4 hoic thong qua
hé théng buu chinh.

* Thanh phan, s6 lwong hd so:

a) Thanh phan ho so:

- Vin ban dé nghi kém theo danh sach tap thé, ca nhan dugc dé nghi ting Gidy
khen;

- B4o cdo thanh tich do tap thé, ca nhan duoc dé nghi khen thuéng 1am, trong
d6 ghi rd thanh tich dé dé nghi khen thuong;

- Bién ban xét khen thudng.

b) S6 lwong ho so: 01 bd


http://thutuchanhchinh.haiduong.gov.vn/uploads/LD%202020/Mau%2004.docx
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* Thoi han giai quyét: 20 ngay 1am viéc ké tir ngay nhan du ho so hop 16

* Poi twgng thuwe hién thii tuc hanh chinh: Ca nhan, to chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Quyét dinh ctia Chu tich UBND cap
x4 tang Gidy khen.

* e phi~(néu ¢0): Khong quy dinh

* Tén mau don, mau to khai (néu ¢6): Khong cé

* Yéu ciu, diéu kién thwe hién thii tuc hanh chinh (néu c6): Chu thé 1a tap
thé, c4 nhan c6 thanh tich duoc dé nghi khen thudng.

* Can cwr phap ly cua thu tuc hanh chinh:

- Luat thi dua, khen thuong ngay 26 thang 11 ndm 2003; - Luat stra doi, bod
sung mot s6 diéu cua Ludt thi dua, khen thudng ngdy 14 thang 6 nam 2005;

- Luat stra d6i, bo sung mot s6 diéu cta Luat thi dua, khen thuong ngay 16
thang 11 nam 2013;

- Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 ctia Chinh phu quy dinh chi tiét
thi hanh mot s6 diéu cua Lut thi dua, khen thudng;

- Quyét dinh s6 28/2018/QD-UBND ngay 8-11-2018 cia UBND tinh ban hanh
quy dinh thyc hién cong tac thi dua khen thudéng trén dia ban tinh Hai Duong.

2. Thii tyc ting Gidy khen ciia Chii tich UBND cAp xa vé thanh tich thi
dua theo dot hodc chuyén de

* Trinh ty thuc hién:

Budc 1. Can bo 1am cong tac thi dua, khen thuong tiép nhan dé nghi khen
thudng cua cac don vi truc thude.

Bude 2. Tham dinh hd so, bao cao Hoi dong thi dua khen thuong cung cap,
tong hop trinh Chu tich UBND cép xi quyét dinh khen thuéng

Budce 3. Khi co Quyét dinh cua Chu tich UBND cép x4, can bo lam cong tac thi
dua, khen thuong viét bang, dong dau va cip phat cho don vi trmh khen.

* Cach thirc thuwe hién: Nop ho so truc tiép tai UBND cap x4 hodc thong qua
hé thdng buu chinh. .

* Thanh phan, so lwgng ho so:

a) Thanh phan ho so:

- Vian ban dé nghi kém theo danh sach tap thé, ca nhan duoc dé nghi ting Gidy
khen;

- Béo céo thanh tich do tap thé, ca nhan dugc dé nghi khen thudng 1am, trong
d6 ghi rd thanh tich dé dé nghj khen thuong;

- Bién ban xét khen thudng.

b) S6 lugng hd so: 01 bd

* Thoi han giai quyét: 20 ngay 1am viéc ké tir ngay nhan du ho so hop 18
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* Poi twong thwe hién thii tuc hanh chinh: Ca nhan, t6 chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thue hién thii tuc hanh chinh: Quyét dinh ctia Chu tich UBND cap
x4 tang Gidy khen.

* L¢ phi (néu co): Khéng quy dinh

* Tén mau don, mau to khai (neu ¢0): Khong c6

* Yéu ciu, diéu kién thwe hién thii tuc hanh chinh (néu c6): Chu thé 1a tap
thé, c4 nhan c6 thanh tich duoc dé nghi khen thudng.

* Can ctr phap ly cua thu tuc hanh chinh:

- Luat thi dua, khen thuong ngay 26 thang 11 ndm 2003; - Luat stra doi, bod
sung mot s diéu cua Ludt thi dua, khen thuong ngay 14 thang 6 nam 2005;

- Luét stra doi, bo sung mot sb diéu cua Luat thi dua, khen thudng ngay 16
thang 11 nam 2013;

- Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 ctia Chinh phu quy dinh chi tiét
thi hanh mot sé diéu cua Luat thi dua, khen thudng;

- Quyét dinh s6 28/2018/QD-UBND ngay 8-11-2018 cua UBND tinh ban hanh
quy dinh thyc hi¢n cong tac thi dua khen thudéng trén dia ban tinh Hai Duong.

3. Thi tuc ting Gidy khen cita Chii tich UBND cAp xa vé thanh tich dot

xuat;

* Trinh ty thuc hién:

Budc 1. Can bo 1am cong tac thi dua, khen thuéng tiép nhan dé nghi khen
thudng cua cac don vi truc thude.

Bude 2. Tham dinh hd so, bao cao Hoi dong thi dua khen thuong cung cap,
tong hop trinh Chu tich UBND xa quyét dinh khen thuong.

Budc 3. Khi c6 Quyét dinh ctia Chu tich UBND cép x4, can bd lam cong tac thi
dua, khen thuong viét bang, dong ddu va cip phat cho don vi trinh khen.

¥ Cach thire thue hién: Nop hé so truc tiép tai UBND cép xi hodc thong qua

h¢ thong buu chinh. .

* Thanh phan, so lwgng ho so:

a) Thanh phan ho so:

- Vian ban dé nghi kém theo danh sach tap thé, ca nhan duoc dé nghi ting Gidy
khen;

- Béo c4o thanh tich do tap thé, ca nhan dugc dé nghi khen thudng 1am, trong
d6 ghi rd thanh tich dé dé nghj khen thuong;

- Bién ban xét khen thudng.

b) S6 lugng hd so: 01 bd

* Thoi han gidi quyét: 20 ngay lam viée ké tir ngay nhan du ho so hop 18

* Poi twgng thwe hién tha tuc hanh chinh: C4 nhan
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* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thue hién thii tuc hanh chinh: Quyét dinh ctia Chu tich UBND cap
x4 tang Gidy khen.

* L¢ phi (neu co): Khong quy dinh

* Tén mau don, mau to’ Khai (neu ¢0): Khong c6

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu ¢6): Chu thé 1a tap
thé, ca nhan c6 thanh tich dugc dé nghi khen thudng.

* Can cwr phap ly cua tha tuc hanh chinh:

- Luat thi dua, khen thuéng ngay 26 thang 11 nam 2003; - Luat sira doi, bo
sung mot s6 diéu cua Ludt thi dua, khen thudng ngay 14 thang 6 nam 2005;

- Luét stra doi, bo sung mot sb diéu cua Luat thi dua, khen thudng ngay 16
thang 11 nam 2013;

- Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 ctia Chinh phu quy dinh chi tiét
thi hanh mot sé diéu cua Luat thi dua, khen thudng;

- Quyét dinh s6 28/2018/QD-UBND ngay 8-11-2018 cia UBND tinh ban hanh
quy dinh thyc hién cong tac thi dua khen thudéng trén dia ban tinh Hai Duong.

4. Thi tuc ting Gidy khen ctia Chii tich UBND cép xi cho gia dinh

* Trinh ty thuc hién:

Bude 1. Can b 1am cong tac thi dua, khen thudng tiép nhan dé nghi khen
thudng cua cac don vi truc thude.

Bugc 2. Tham dinh hd so, bao cio Hoi dong thi dua khen thuong cung cap,
tong hop trinh Chu tich UBND xa quyét dinh khen thuong.

Buée 3. Khi ¢6 Quyét dinh cua Chu tich UBND cap x4, can bo 1am cong tac thi
dua, khen thuong viét bang, dong ddu va cip phat cho don vi trinh khen.

* Cach thirc thwe hién: Nop ho so truc tiép tai UBND cap x4 hoidc thong qua
hé thong buu chinh.

* Thanh phin, s6 lwong hd so:

a) Thanh phan ho so:

- Vin ban dé nghi kém theo danh sach gia dinh dugc dé nghi tang Giéy khen;

- Bao c4o thanh tich do gia dinh duoc dé nghi khen thudng lam, trong d6 ghi ro
thanh tich dé dé nghi khen thuong;

- Bién ban xét khen thudng.

b) Sd luong ho so: 01 bod

* Thoi han giai quyét: 20 ngay 1am viéc ké tir ngdy nhan du ho so hop 16

* Poi twong thuwe hién thii tuc hanh chinh: C4 nhan

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Quyét dinh ctia Chu tich UBND cap
x4 tang Gidy khen.
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*Leé ph1'~(néu c0): Khong quy dinh

* Tén mau don, mau to khai (néu c6): Khong co. ) q

* Yéu ciu, dieu kién thyc hién tha tuc hanh chinh (néu c6): Chu thé la gia
dinh c6 thanh tich duoc dé nghi khen thuong.

* Can cwr phap ly cua tha tuc hanh chinh:

- Luat thi dua, khen thudng ngay 26 thang 11 nam 2003;

- Luat stra d6i, bo sung mot s6 diéu cta Luat thi dua, khen thudng ngay 14
thang 6 nam 2005;

- Luat stra d6i, bo sung mot s6 diéu cta Luat thi dua, khen thudng ngay 16
thang 11 nam 2013;

- Nghi dinh s6 91/2017/ND-CP ngay 31/7/2017 ctia Chinh phu quy dinh chi tiét
thi hanh mot sé diéu cua Luat thi dua, khen thudng;

- Quyét dinh s6 28/2018/QB-UBND ngay 8-11-2018 cia UBND tinh ban hanh
quy dinh thuc hién cong tac thi dua khen thudng trén dia ban tinh Hai Duong.

5. Thii tuc ting danh hiéu Lao dong tién tién

* Trinh ty thuc hién:

Bude 1. Can b 1am cong tac thi dua, khen thudng tiép nhan dé nghi khen
thudng cua cac don vi truc thudc.

Buéc 2. Tham dinh hd so, bao cio Hoi déng thi dua khen thudng cung cép,
tong hop trinh Chu tich UBND xa quyét dinh khen thuong.

Budc 3. Khi ¢6 Quyét dinh cua Chu tich UBND cép xa, can bg lam cong tac thi
dua, khen thuong viét bang, dong diu va cip phat cho don vi trinh khen.

¥ Cach thire thue hién: Nop hé so truc tiép tai UBND cép xi hodc thong qua

h¢ thong buu chinh. .

* Thanh phan, so lwgng ho so:

a) Thanh phan ho so:

- Van ban dé nghi kem theo danh sach c4 nhan dugc dé nghi tdng danh hi¢u
Lao dong tién tién;

- Bién ban binh xét thi dua.

b) So luong ho so: 01 bod

* Thoi han gidi quyét: 10 ngay lam viéc ké tr ngay nhan du ho so hop 18

* Poi twgng thuc hién tha tuc hanh chinh: Ca nhan, t6 chuc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thue hién thii tuc hanh chinh: Quyét dinh ctia Chu tich UBND cap
x4 ting danh hiéu Lao dong tién tién.

*Le phi~(néu c0): Khong quy dinh

* Tén mau don, mau to khai (néu cdé): Khong co
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* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6): Chu thé 1 ca
nhan c6 thanh tich duoc dé nghi khen thuong.

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat thi dua, khen thuong ngay 26 thang 11 nam 2003; - Luat sira doi, bd
sung mot sd diéu cua Luat thi dua, khen thudng ngay 14 thang 6 naim 2005;

- Luat sira doi, b sung mot sb diéu cta Luat thi dua, khen thudng ngay 16
thang 11 nam 2013;

- Nghj dinh s6 91/2017/ND-CP ngay 31/7/2017 ctia Chinh phu quy dinh chi tiét
thi hanh mét s diéu cua Luéat thi dua, khen thudng;

- Quyét dinh s6 28/2018/QD-UBND ngay 8-11-2018 cia UBND tinh ban hanh
quy dinh thuc hi¢n cong tac thi dua khen thudng trén dia ban tinh Hai Duong.

VIII - Linh vyec ton giao

1. Thu tuc ding ky hoat dong tin nguwdng

* Trinh tu thwe hién:

- Budce 1: Nguoi dai dién hodc ban quan ly co sé tin ngudng c6 trach nhiém guri
van ban diang ky dén Uy ban nhan dan cdp xa noi c6 co sd tin ngudng.

- Budc 2:Uy ban nhéan dan cap x3 xem xét van ban dang ky, truong hop van ban
chua ddy du, hop 1&, Uy ban nhan dan cip x thong bao qua mang Internet hodc vin
ban cho co sé tin ngudng dé hoan chinh vin ban.

- Budc 3. Uy ban nhan dan cdp x4 tra 16i bang van ban. Trudng hop tir chdi
dang ky phai tra 161 bang van ban va néu rd 1y do.

* Cach thire thuc hién:

Nop vin ban diang ky truc tiép tai Uy ban nhan din cap xa noi ¢6 co so tin
ngudng; qua duong buu chinh hodc thong qua dich vu cong truc tuyén.

* Thanh phan, s0 lwrgng ho so:

-Thanh phan hd so: Vin ban ding ky (theo mau).

-S6 lwong ho so: 01 (bd).

* Thoi han giai quyét: 15 ngay ké tir ngdy nhan du ho so hop 18

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, to chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Vin ban tra 1i chap thuan hoic
khong chap thuan vé viéc ding ky hoat dong tin ngudng.

* L¢ phi gneu c0): Khong

* Tén mau don, mau to khai (neu c0): Dang ky hoat dong tin ngudng hang

nam hodc hoat dong tin ngudng bd sung (miu Bl, Phu luc Nghi dinh s6
162/2017/ND-CP ngay 30/12/2017).

* Yéu chu, diéu kién thwe hién thi tuc hanh chinh (neu c0):


http://thutuchanhchinh.haiduong.gov.vn/uploads/NV/nv_b1_tg.doc
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- Nguoi dai dién hodc ban quan 1y co sé tin ngudng c6 trach nhi¢m gui van ban
dang ky hoat dong tin ngudng hang namcham nhat 13 30 ngay trudc ngay co so tin
ngudng bat dau hoat dong tin ngudng.

- Pbivéi co so tin ngudng da thong bao hoat dong tin ngudng hing nam trudc
ngay Ludt tin ngudng, ton gido c6 hi¢u luc, cham nhét 1a 30 ngay ké tur ngay Luat co
hiéu luc c6 trach nhiém gui van ban dang ky dén Uy ban nhan dan cap xi noi c¢6 co s&
tin nguong.

- Viéc dang ky hoat dong tin ngudng hang nam chi thuc hién mot lan. Dbi véi
hoat dong tin ngudng khong co6 trong van ban da dang ky thi nguoi dai dién hodc ban
quan 1y co s tin ngudng c6 trach nhiém ding ky bo sung.

* Can cwr phap ly cua thu tuc hanh chinh:

- Luét tin ngudng, ton giao (Luat s6 02/2016/QH14 ngay 18/11/2016).

- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 cua Chinh phu quy dinh chi
tiét mot sO di€u va bién phap thi hanh Luat tin ngudng, ton gido.

2. Thi tuc dang ky bo sung hoat dong tin nguwong

* Trinh ty thue hién:

- Budc 1: Nguoi dai dién hodc ban quan 1y co so tin ngudng c¢é trach nhiém guri
vin ban dang ky bo sung hoat dong tin ngudng dén Uy ban nhéan
dan cap x4 noi co co sd tin ngudng.

- Budc 2: Uy ban nhéan dan cp xa xem xét vin ban ding ky bo sung hoat dong
tin ngudng, trudng hop van ban dang ky bo sung chua day du, hop 1¢, Uy ban nhan
dan cap xa thong bao qua mang Internet hodc vin ban cho co sé tin ngudng dé hoan
chinh van ban.

- Budc 3: Uy ban nhan dan cip x4 tra 10i bang van ban. Trudng hop tir chdi
dang ky phai tra 101 bang vin ban va néu rd 1y do.

, * Cach thirc thwe hién: Nop vin ban dang ky truc tiép tai Uy ban nhan dan
cap xa noi ¢6 co so tin ngudng; qua duong buu chinh hodc thong qua dich vy cong
tryc tuyén. . ] .

* Thanh phan, so lugng ho so:

- Thanh phan ho so: Vian ban dang ky (theo mau).

-S4 lugng hd so: 01 (bo).

* Thoi han giai quyét: 15 ngay ké tir ngay nhan da hd so hop 16

* Poi twgng thwe hién tha tuc hanh chinh: Cé nhan, t6 chirc

* Co quan thye hién thu tyuc hanh chinh: UBND Xa ’

* Két qua thye hién tha tuc hanh chinh: Van ban tra 161 chap thuan hoac
khong chap thuan vé viéc dang ky hoat dong tin ngudng bo sung.

* L€ phi (n€u ¢6): Khong quy dinh
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* Tén mau don, miu to khai (neu c0): Dang ky hoat dong tin ngudng hang
nam hoac hoat dong tin ngudng bd sung (miu Bl, Phu luc Nghi dinh s6
162/2017/ND-CP ngay 30 thang 12 nim 2017).

* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6): Cham nhét 20
ngdy trudc ngay dién ra hoat dong tin ngudng.

* Can ctr phap ly cua thua tuc hanh chinh:

- Ludt tin ngudng, t6n giao (Luat s6 02/2016/QH14 ngay 18/11/2016).

- Nghi dinh 6 162/2017/ND-CP ngay 30/12/2017 cua Chinh phu quy dinh chi
tiét mot s6 dicu va bién phap thi hanh Luat tin ngudng, ton giao.

3. Thu tuc dang ky sinh hoat ton gido tap trung

* Trinh ty thuc hién:

- Budc 1: T6 chitc ton gido, to chirc duge cap chimg nhan dang ky hoat dong
t6n gido hodc ngudi dai dién cia nhém ngudi theo tén gido ddi véi trudong hop quy
dinh tai khoan 2 Diéu 16 ctia Luat tin ngudng, ton gido gui ho so dang ky sinh hoat
t6n gido tap trung dén Uy ban nhan dan cép x4 noi ¢ dia diém hop phap dé sinh hoat
ton gido.

- Budc 2:Uy ban nhan dan cdp x3 xem xét hd so ding ky, truong hop hd so
chua day du, hop 1&, Uy ban nhan dan cip x thong bao qua mang Internet hodc vin
ban cho t6 chirc hodc nguoi dai dién ctia nhom dé hoan chinh hd so.

- Budc 3: Uy ban nhan dan cip xa tra 1oi bang van ban.Trudng hop tir chdi
dang ky phai tra 101 bang van ban va néu rd 1y do.

* Cach thire thwe hién: Nop ho so truc tiép tai Uy ban nhédn dan cap xi; qua
duong buu chinh hodc thong qua dich vu cong tryc tuyén.

* Thanh phan, s6 lwgng hd so:

-Thanh phan h6 so:

+ Vin ban ding ky (theo mau);

+ Giéy t& ching minh ¢ dia diém hop phap dé 1am noi sinh hoat ton giao;

+ So yéu ly lich ctia nguoi dai dién nhom sinh hoat ton giao tap trung;

+ Ban tom tat giao 1y, gido luat dbi vdi viée dang ky quy dinh tai khoan 2 Diéu
16 cua Luat tin ngu:(mg, ton giao.

-S4 lwgng hd so: 01 (b9).

* Thoi han giai quyét: 20 ngay ké tir ngdy nhan da ho s0 hop 18

* Poi twong thwe hién thii tuc hanh chinh: Ca nhan, to chiic

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Vin ban tra 101 chap thuén hodc
khong chap thudn vé viéc dang ky sinh hoat t6n gido tap trung.

* L¢ phi (néu ¢6): Khong quy dinh

* Tén mhu don, mau to khai (néu ¢6): Dang ky sinh hoat ton glao tap trung
(mau B5, Phu luc Nghi dinh s6  162/2017/ND-CP ngay 30 thang 12 nim 2017).


http://thutuchanhchinh.haiduong.gov.vn/uploads/NV/nv_b1_tg.doc
http://thutuchanhchinh.haiduong.gov.vn/uploads/NV/nv_b5_tg.doc
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* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6):

- T6 chirc tén gido diang ky sinh hoat t6n gido tip trung cho tin d6 tai nhitng noi
chua du diéu kién thanh 1ap td chirc ton gido truc thudc; td chire duogc céip ching nhan
dang ky hoat dong ton gido dang ky sinh hoat ton gido tap trung
cho nhimg ngudi thude td chire khi dap ing du cac diéu kién sau day:

+ C6 dia diém hop phéap dé sinh hoat ton gido.

+ Nhom sinh hoat ton gido tp trung c6 nguoi dai dién la cong dan Viét Nam
thuong tra tai Viét Nam, c6 niang luc hanh vi dan su dy du; khong trong thoi gian
bi &p dung bi¢n phap xtr Iy hanh chinh trong linh vuc tin ngudng, ton gido; khong céd
an tich hoic khong phai 1a ngudi dang bi budc t6i theo quy dinh cua phap luat vé to
tung hinh su.

+ Noi dung sinh hoat ton gido khong thudc trudng hop quy dinh tai Piéu 5 cua
Luat tin ngudng, ton gido.

- Nhitng ngudi theo ton gido khong thudc trudng hop quy dinh tai khoan 1 Piéu
16 cua Luat tin ngudng, ton gido dugc dang ky sinh hoat ton gido tap trung khi
dap ung du cac diéu kién néu trén va cac diéu kién sau day:

+ Co giao ly, gido luat.

+ Tén cta nhoém sinh hoat ton gido tip trung khong trung véi tén t6 chirc ton
gido hoic to chuc da duoc cip chimg nhan ding ky hoat dong t6n gido, tén to chic
chinh tri, tb chirc chinh trj - xd hoi hodc tén danh nhéan, anh hung dan tdc.

* Can cir phap ly cua thi tuc hanh chinh:

- Ludt tin ngudng, ton gido (Luat s6 02/2016/QH14 ngay 18/11/2016).

- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctua Chinh phu quy dinh chi
tiet mot sO dieu va bién phap thi hanh Luat tin ngudng, ton gido.

4. Thii tuc thong bao danh muc hoat dong ton gido ddi véi to chire c6 dia
ban hoat dong ton giao & mot xa

* Trinh ty thuc hién: T chtrc ton gido truc thude co dia ban hoat dong ton
gido & mot xa giri van ban thong bao vé danh muc hoat dong ton gido dién ra hing
niam dén Uy ban nhéan déan cap xa.

* Cach thirc thwe hién: Guri vin ban thong bao truc tiép tai Uy ban nhan dan
cap x3; qua dudng buu chinh hodc théng qua dich vu cong truc tuyén.

* Thanh ph?m, 50 luwgng ho so:

- Thanh phan hé so: Vin ban thong bao (theo miu) va cac tai liéu kém theo
(néu co).

- S6 luong ho so: 01 (bo).

* Thoi han giai quyét: Khong quy dinh

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, to chirc
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* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thure hién thii tuc hanh chinh: Vin ban xac nhan ctia Uy ban nhan
dan cap xa vé viéc tiép nhan thong bao.

* L¢ phi gneu co): Khong quy dinh

* Tén mau don, miu to khai (néu cé): Thong b4do danh muc hoat dong ton

gido hang nam hoic danh muc hoat dong ton gido bod sung (Mau B30, Phu luc Nghi
dinh so 162/2017/ND CP ngay 30/12/2017)

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):

- Cham nhét 1a 30 ngay ké tir ngdy duoc chp thuan,to chic ton gido truc thude
cO dia ban hoat dong ton gido & mdt xa co trach nhi¢ém gui van ban thong bao danh
muc hoat dong ton gido dién ra hang nim dén Uy ban nhan dan cip xa.

- Cham nhat 1a 30 ngay ké tir ngdy Luat tin ngudng, ton gido c6 hiéu luc, t0
chtrc ton giao tryc thudc co dia ban hoat dong ton gido & motxa trudc ngay Luat co
hiéu luc co trach nhiém thong bao danh muc hoat dong t6n gido dién ra hang nim dén
Uy ban nhan dén cép xa.

- Viéc thong bao danh muc hoat dong ton gido dién ra héng nam chi thuc hién
mot 1an. Poi véi cac hoat dong t6n gido khong co trong danh muc da thong bao thi
nguoi dai dién t6 chirc ¢6 trach nhiém giii van ban thong bao bd sung dén Uy ban
nhan dan cap xa.

* Can cir phap ly cua tha tuc hanh chinh:

- Luat tin ngudng, ton giao (Luat s6 02/2016/QH14 ngay 18/11/2016).

- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 cua Chinh phu quy dinh chi
tiét mot sO di€u va bién phap thi hanh Luat tin ngudng, ton gido.

5. Thii tuc théng bao danh muc hoat dong ton gido bo sung ddi véi to chire
co dia ban hoat dong ton giao & mot xa

* Trinh tw thwe hién: Cham nhat 13 20 ngay trude khi dién ra hoat dong ton
gido khong c6 trong danh muc d3 thong bao hang nim,nguoi dai dién cta to chic ton
gido truc thudc co dia ban hoat dong ton gido & mdt xa giri van ban thong bao danh
muc hoat dong ton giao bo sung dén Uy ban nhan déan cap xa.

* Cach thirc thwe hién: Giri vin ban thong bao truc tiép tai Uy ban nhan dan
cap x3; qua dudng buu chinh hodc théng qua dich vu cong truc tuyén.

* Thanh pha‘?m, ) luwgng ho so:

- Thanh phan ho so: Vin ban théng béo (theo mau) va céac tai liéu kém theo
(néu co).

- S6 luong ho so: 01 (bd).

* Thoi han giai quyét: Khong quy dinh

* Poi twong thwe hién thii tuc hanh chinh: Ca nhan, to chiic

* Co quan thyc hién thu tuc hanh chinh: UBND Xa
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* Két qua thue hién thi tuc hanh chinh: Vin ban xac nhin ctua Uy ban nhin
dan cap xa v¢ viéc tiép nhan thong bao.

* L¢ phi gneu co): Khong quy dinh

* Tén mAu don, mau to khai (néu co): Thong b4do danh muc hoat dong ton
gido hang nim hodc danh muc hoat dong t6n gido bd sung (Mau B30, Phu luc Nghi
dinh so 162/2017/ND CP ngay 30/12/2017)

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):

Cham nhat 13 20 ngay trudc khi dién ra hoat dong ton gido khong c6 trong danh
muc da thong bao hé'mg nam, nguoi dai dién cua t6 chirc ton gido truc thudccod dia ban
hoat dong ton gido & mot xa cd trach nhiémglri van ban thong bao bo sung dén Uy
ban nhan dén cap x4.

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat tin ngudng, t6n gido (Luat s6 02/2016/QH14 ngay 18/11/2016).

- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh phu quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat tin ngudng, ton gido.

6. Thi tuc ding ky thay ddi nguoi dai dién ciia nhom sinh hoat ton gido
tap trung

* Trinh ty thuc hién:

- Budc 1: Nhom sinh hoat ton gido tap trung giri hd so ding ky thay d6i ngudi
dai dién dén Uy ban nhan déan cap xa noi c6 dia diém sinh hoat t6n gido tap trung

- Buéc 2: Uy ban nhan dan cip xd xem xét hd so ding ky, truong hop ho so
chua ddy du, hop 1&, Uy ban nhan dan cip x thong bao qua mang Internet hodc vin
ban cho nhom sinh hoat ton giao tap trung dé hoan chinh ho so.

- Bu6c 3. Uy ban nhan dan cép x4 tra 10i bang vin ban. Truong hop tir chbi
dang ky phai tra 161 bang van ban va néu rd 1y do.

* Cach thire thwe hién: Nop ho so truc tiép tai Uy ban nhan dan cép xi noi c6
dia diém sinh hoat ton gido tap trung; qua dudng buu chinh hodc thong qua dich vu
cong tryc tuyén.

* Thanh phan, s6 lwong hd so:

-Thanh phan ho so: Vin ban ding ky (theo mau).

-S4 lugng hd so: 01 (bo)

* Thoi han giai quyét: 15 ngay ké tir ngdy nhan du ho so hop 1€

* Poi twong thywe hién thi tuc hanh chinh: C4 nhan, to chirc

* Co quan thuce hién tha tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Vin ban tra 1i chap thuan hoic
khong chéap thuan vé viéc dang ky thay doi nguoi dai dién ctia nhom sinh hoat t6n
gido tap trung.

* Lé phi (néu ¢6): Khong quy dinh
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* Tén miu don, miu to khai (néu c¢é): Ding ky thay doi nguoi dai dién cta
nhom sinh hoat ton gido tap trung (mau B6, Phu luc Nghi dinh s6 162/2017/ND-CP
ngay 30/12/2017).

* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6): Khong

* Can ctr phap ly cua thu tuc hanh chinh:

- Luat tin ngudng, t6n gido (Luat s6 02/2016/QH14 ngay 18/11/2016).

- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh pht quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat tin ngudng, ton gido.

7. Thi tuc dé nghi thay d6i dia diém sinh hoat ton gido tip trung trong dia
ban m{t xa

* Trinh ty thuc hién:

- Buéc 1: Nguoi dai dién ciia nhém sinh hoat tén gido tip trung gui hd so dé
nghi thay doi dja diém sinh hoat t6n gido tap trung dén Uy ban nhan déan cap xa.

- Bu6c 2: Uy ban nhan dén cap xa xem xét hd so, truong hop hd so chua day
du, hop 18, Uy ban nhan dan cép xi thong bio qua mang Internet hodc vin ban cho
nguoi dai dién cia nhém dé hoan chinh h so.

- Buéc 3. Uy ban nhan dan cip xa tra 10i bang van ban. Trudng hop tir chdi
dang ky phai tra 101 bang van ban va néu rd 1y do.

* Cach thirc thwe hién: Nop ho so truc tiép tai Uy ban nhan déan cap xi; qua
duong buu chinh hodc thong qua dich vu cong tryc tuyén.

* Thanh phan, s6 lwgng hd so:

-Thanh phan hd so: Vin ban dé nghi (theo mau).

-S4 lwong ho so: 01 (bd).

* Thoi han giai quyét: 15 ngay ké tir ngdy nhan da ho so hop 18

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, to chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thwre hién thii tuc hanh chinh: Vin ban tra 10i chap thuan hoic
khong chap thuan vé viéc dé nghi thay doi dia diém sinh hoat ton gido tap trung.

* L¢ phi gneu co): Khong quy dinh

* Tén mau don, mau to khai (néu c6): Dé nghi thay ddi dia diém sinh hoat

ton gido tap trung (mau B7, Phu luc Nghi dinh so 162/2017/ND-CP ngay
30/12/2017).

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):

Cham nhét 13 10 ngay ké tur ngay duoc chép thuan dia diém méi, nhom sinh
hoat ton gido tap trung phai cham dit sinh hoat t6n gido tai dia diém cii va c6 trach
nhiém théng bao bang vin ban dén Uy ban nhan dan cap xa.

* Can cwr phap ly cua tha tuc hanh chinh:

- Luat tin ngudng, t6n gido (Luat s 02/2016/QH14 ngay 18/11/2016).
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- Nghidinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh pha quy dinh chi
tiét mot s6 di€u va bién phap thi hanh Luat tin ngudng, ton gido.

8. Thii tuc dé nghi thay d6i dia diém sinh hoat ton gido tip trung dén dia
ban xa khac

* Trinh ty thue hién:

- Budc 1: Nguoi dai dién ciia nhém sinh hoat ton gido tap trung giri ho so dé
nghi thay d6i dia diém sinh hoat ton gido tap trung dén dia ban xa khac dén Uy ban
nhan dan cap x3 noi du kién dit dia diém moi.

- Budc 2: Uy ban nhan dan cip xi xem xét hd so, truong hop ho so chua day
du, hop 1¢, Uy ban nhan dan cap xi thong bao qua mang Internet hodc vin ban cho
nguoi dai dién cia nhém dé hoan chinh hd so.

- Buéce 3. Uy ban nhan din cap x4 tra 101 bang vin ban. Truong hop tir chdi
dang ky phai tra 101 bang vin ban va néu rd 1y do.

* Cach thiee thue hién: Nop hd so truc tiép tai Uy ban nhan déan cap xi; qua
duong buu chinh hodc thong qua dich vu cong truc tuyén.

* Thanh phan, s6 lwgng ho so:

- Thanh phan hd so: Vian ban dé nghi (theo mau).

- S6 luong ho so: 01 (bo)

* Thoi han giai quyét: 20 ngay ké tir ngdy nhan da ho so hop 16

* Poi twong thwe hién thii tuc hanh chinh: Ca nhan, to chiic

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thue hién thi tuc hanh chinh: Vin ban tra 10i chap thuan hoic
khong chap thudn vé viéc thay ddi dia diém sinh hoat ton gido tap trung.

* L¢ phi gneu co): Khong quy dinh

* Tén mau don, mau to khai (néu co): De nghi thay d6i dia diém sinh hoat

ton glao tap trung (mau B7, Phu lyc Nghi dinh s6 162/2017/ND-CP ngay 30 thang
12 nam 2017).

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):

Cham nhat 13 10 ngay ké tir ngay duoc chap thuan dia diém méi, nhém sinh
hoat ton gido tap trung phai chim dut sinh hoat ton gido tai dia diém cii va c6 trach
nhiém thong bao bang vin ban dén Uy ban nhan dan cap xa noi c6 dia diém sinh hoat
t6n gido tap trung cii kém theo ban sao c6 ching thyc vin ban chip thuan cua Uy ban
nhan dan cdp x3 noi c6 dia diém sinh hoat ton gido tap trung moi.

* Can cwr phap ly cua tha tuc hanh chinh:

- Luét tin ngudng, t6n gido (Luat s 02/2016/QH14 ngay 18/11/2016).

- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 ctia Chinh phii quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat tin ngudng, ton gido.

9. Thii tuc thong bao vé viéc thay d6i dia diém sinh hoat ton gido tip trung
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* Trinh tw thwe hién: Cham nhat 13 10 ngay ké tir ngdy duoc chip thuan dia
diém méi, nhom sinh hoat ton gido tap trung phai chidm dut sinh hoat tén gido tai dia
diém cii va thong bao bang vin ban dén Uy ban nhan dan cap x4 noi c6 dia diém sinh
hoat ton gido tap trung cii.

* Cach thirc thwe hién: Giri vin ban thong bao truc tiép tai Uy ban nhan dan
cap xd; qua duong buu chinh hodc thong qua dich vu cong truc tuyén.

* Thanh phan, ) luwong hd so:

- Thanh phan hd so:

Vin ban thong bio néu rd tén cia to chuc ton gido hodc té chirc duge cip
chiing nhan dang ky hoat dong ton gido; t€n nhom; ho va tén nguoi dai dién cua
nhom; thoi diém thay ddi; dia diém sinh hoat ton gido tap trung maoi; thoi diém cham
dat sinh hoat ton gido tai dia diém c.

Truong hop nhom sinh hoat ton gido tip trung chuyén dia diém sinh hoat t6n
gido dén dia ban xa khac, nguoi dai dién ciia nhém con ¢6 trach nhiém gui kém ban
sao c¢6 chung thyc vian ban chap thuan cua Uy ban nhan dan cdp xi noi c6 dia diém
sinh hoat ton gido tap trung mai.

- S6 lugng ho so: 01 (bo).

* Thoi han giai quyét: Khong quy dinh

* Poi twong thwe hién thii tuc hanh chinh: Ca nhan, to chiic

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Vin ban xac nhan cta Uy ban nhan
dan cap x4 vé viéc tiép nhan thong bao.

* Lé phi (néu co): Khéng quy dinh

* Ten mau don, mau to khai (néu c6): Noi dung van ban thong bao theo quy
dinh tai Piéu 6  Nghi dinh s6 162/2017/ND-CP.

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):

Cham nhat 13 10 ngay ké tir ngay duoc chap thuan dia diém méi, nhém sinh
hoat ton gido tap trung phai cham dut sinh hoat ton gido tai dia diém cii va c6 trach
nhiém thong bao bang vin ban dén Uy ban nhan dan cap xa noi co dia diém sinh hoat
ton giao tap trung cii.

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat tin ngudng, t6n gido (Luat s6 02/2016/QH14 ngay 18/11/2016).

- Nghi dinh s6 162/2017/ND-CP ngay 30/12/2017 caa Chinh phu quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat tin ngudng, ton gido.

10. Thi tuc thong bao t6 chirc quyén gép trong dia ban mot xi ciia co sé
tin nguong, t0 chirc ton giao, td chirc ton gido truc thudc

* Trinh ty thye hién: Truoc khi t6 chtrc quyén gop 05 ngay lam viéc,co so tin
ngudng, to chirc ton gido, to chic ton gido truc thude to chire quyen gop trong dia ban
mot xa glri vin ban thong bao dén Uy ban nhan dan cap x4 noi t6 chitc quyén gop.
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* Cach thirc thwe hién: Giri vin ban thong béo truc tiép tai Uy ban nhan dan
cap x3; qua dudng buu chinh hodc théng qua dich vu cong tryc tuyén.

* Thanh phan, s6 lwong hd so:

- Thanh phan hd so: Vin ban thong bao (theo miu) va cac tai liéu kém theo
(néu co).

- S6 lugng ho so: 01 (bo).

* Thoi han giai quyét: Khong quy dinh

* Poi twong thue hién thi tuc hanh chinh: T6 chic

* Co quan thyuce hién tha tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Vin ban xac nhan ctia Uy ban nhan
dan cap x3 vé viéc tiép nhan thong béo.

* L¢ phi (neu c0): Khong quy dinh
* Tén mau don, mau to khai (néu cé): Thong béo vé viéc t6 chirc quyén gop
(mau B47, Phy luc Ngh1 dinh s6 162/2017/ND-CP ngay 30 thang 12nam 2017).

* Yéu cau, diéu kién thye hién thi tuc hanh chinh (neu c0):

- Trude khi to chic quyén gop 05 ngay 1am viée, co sd tin ngudng, t6 chirc ton
gido, t6 chirc ton gido truc thudc cé trach nhiém thong béo bang vin ban dén Uy ban
nhan dan cip x3 noi to chic quyén gop.

- Hoat dong quyén goép cla co so tin ngudng, to chic ton gido, td chirc
ton giao truc thudc phai co s6 sach thu, chi bao dam cong khai, minh bach. Tai san
duoc quyén gop phai dugce quan 1y, st dung ding muc dich da thong bao, phuc vu cho
hoat dong tin ngudng, hoat dong ton gido va tir thién xa hoi.

- Khong duoc loi dung danh nghia co s tin ngudng, to chirc tén gido, to chiic
t6n gido truc thude dé quyén gop nham truc loi hodc trai muc dich quyén gop.

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat tin ngudng, t6n gido (Luat s6 02/2016/QH14 ngay 18/11/2016).

- Nghj dinh s6 162/2017/ND-CP ngay 30/12/2017 caa Chinh phu quy dinh chi
tiét mot sb diéu va bién phap thi hanh Luat tin ngudng, ton gido.

IX - Linh vuc Bao hiém

1. Phé duyet doi twong dwoc hd tro phi bao hiém nong nghiép;

* Trinh ty thuc hién:

a) Can cur Quyét dinh cua Thu tuéng Chinh phu, cong bb cua Uy ban nhan dan
cap tinh vé dia ban dugc hd tro, to chirc, c4 nhan san xuét nong nghlep lap hd S0
dé nghi phé duyét ddi tuong dugc hd trg va giri dén Uy ban nhan dan cip xi noi to
chtrc, ca nhan thuc hién san xuét noéng nghiép.

b) Trong thoi han 15 ngay ké tir ngdy nhan duoc diy da hd so hop 1€, can ctr
Quyét dinh cua Thu tuéng Chinh phu, cong bd ctua Uy ban nhan dan cap tinh vé dia
ban dugc hd tro, Uy ban nhan dan cap xa ra soat, 1ap danh sach td chirc, ca nhan san
xuat néng nghiép dé nghi phé duyét ddi tuong duge hd tro bao cdo Uy ban nhan dan
cap huyén.
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¢) Trong thoi han 15 ngay ké tir ngay nhan duoc bao céo cia ny ban nhan dan
cap xd, can cu Quyét dinh cta Thu tudng Chinh phu, cong b6 ciia Uy ban nhan dan
cAp tinh vé dia ban dugc hd tro, ho so dé nghi phé duyét d6i tuong duoc hd tro do Uy
ban nhén dan cap xa gui va bdo cdo cua Uy ban nhan dan cép x3, Uy ban nhan dan
cap huyén thyc hién tham dinh, tong hop danh sach td churc, ca nhan san xuat nong
nghiép thudc dbi trgng duoc hd tro giri S& Nong nghiép va Phat trién nong thén.

d) Trong thoi han 10 ngay ké tir ngay nhan duoc bao cao tham dinh cua Uy ban
nhan dan cap huyén, can cur Quyet dinh cua Thu tuéng Chinh phu va bao cao tham
dinh cua Uy ban nhan dan cép huyén, So Nong nghiép va Phat trién nong thon thuc
hién tong hop, bao céo Uy ban nhan dan cap tinh ban hanh quyet dinh phé duy¢t danh
sach d6i twong duogc hd trg phi bao hiém nong nghiép. Quyet dinh nay dugc gui dén
So Tai chinh, S6 Nong nghiép va Phat trién nong thon, Uy ban nhan dan cip huyén
va cap x4 c6 lién quan.

d) Trong thoi han 05 ngay ké tir ngay Uy ban nhan dén cdp tinh ban hanh
Quyét dinh phé duyét d6i tuong dugc hd tro, Uy ban nhan dan cp xi thuc hién niém
yét cong khai danh sach to chtic, ca nhan san xuat nong nghiép thudc dbi tugng duoc
hd trg phi bao hiém nong nghiép tai Tru so Uy ban nhan dan cap xa, thong bao trén h¢
thong thong tin, truyén thong cua xa va sao gui cho to chirc, ca nhén san Xuat nong
nghiép trong trudong hop to chirc, ca nhan san xuat nong nghiép yéu cau.

* Cach thire thuc hién: Bo phan mot ctra cac xa, phuong, thi tran

* Thanh phan, s6 lwong ho so:

a) Thanh phan hd so:

- Pon dé nghi xem xét, phé duyét ddi twong dugc hd tro theo mau quy dinh tai
Phu luc 1 ban hanh kém theo Nghi dinh s6 58/2018/ND-CP .

- Ban ké khai vé cay trong, vt nudi, nudi trong thily san theo mau quy dinh tai
Phuy lyc 2 ban hanh kém theo Nghi dinh s6 58/2018/ND-CP .

- Tai liéu ching minh thudc ddi tugng dugc hd trg phi bao hiém nong nghiép
dbi voi truong hop d6i tuong duoc hd tro 13 to chire san xuat nong nghiép.

b) S6 lwong hd so: 01 b

* Thoi han giai quyét: 45 ngay lam viéc ké tir ngay nhan du ho so theo quy
dinh cua phap luat

* Poi twong thuwe hién thi tuc hanh chinh: T6 chic, c4 nhan

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh:

- Danh séch t6 churc, ca nhan san xuét nong nghi¢p thudc ddbi tuong duoc hd trg
phi bao hiém ndng nghiép;

Quyet dinh phé duyét danh sach d6i tuong dugc ho tro;
- UBND cap xa niém yet cong khai danh sach t6 chiic, c4 nhan san xut néng nghiép
thudc d6i twong duoc hd trg phi bao hiém

* L¢ phi (neu c0): Khong quy dinh

* Tén miu don, miu to khai (néu c6):



https://thuvienphapluat.vn/van-ban/bao-hiem/nghi-dinh-58-2018-nd-cp-bao-hiem-nong-nghiep-357548.aspx
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- Pon dé nghi xem xét, phé duyét ddi twong dugc hd trg theo mau quy dinh
tai Phu luc 1 ban hanh kém theo Nghi dinh s6 58/2018/ND-CP .

- Ban ké khai vé cdy trong, vat nudi, nudi trong thuy san theo mau quy dinh
tai Phu luc 2 ban hanh kém theo Nghi dinh 6 58/2018/ND-CP .

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu c¢6): Khong co.

* Can ctr phap ly cua thua tuc hanh chinh:

- Luét Kinh doanh bao hiém s 24/2000/QH10 ngay 09/12/2000;

- Luét sira d6i, b6 sung mot s6 diéu ctia Luat Kinh doanh bao hiém:;

- Nghi dinh 58/2018/ND-CP ngay 18/4/2018 ctia Chinh phu vé Bao hiém nong
nghiép.

X - Linh vue trﬁng trot

1. Chuyén ddi co cau cay trong trén dat hia

* Trinh ty thue hién:

- Budc 1: T6 chuc, hd gia dinh, cd nhan trong nudc, td chirc, ca nhan nuée
ngoai s dung dat trong lua hop phap c6 nhu cau chuyén ddi sang trong cdy hang
nam, trong laa két hop nudi trong thuy san; ho gia dinh, ca nhan trong nude su dung
dat trong lua hop phap c6 nhu cau chuyén sang trong cay 1au nam gui hd so dén Uy
ban nhan dan cap xa.

- Bué6c 2: Tra 16i tinh ddy du cta thanh phan hd so

- Trudng hop ndp ho so truc tiép: Co quan giai quyét tha tuc hanh chinh kiém
tra thanh phan ho so va tra 10i ngay khi t6 chtrc, ca nhan dén nop ho so.

- Truong hop ndp hd so qua dich vu buu chinh hoidc qua méi trudong mang:
Trong thoi han khong qua 03 ngay lam viéc, ké tir ngay nhan duoc ho so, co quan giai
quyét thi tuc hanh chinh xem xét tinh day du, néu ho so chua day du theo quy dinh,
co quan giai quyét thu tuc hanh chinh thong bao cho t6 chirc, ca nhan biét dé bd sung.

- Bude 3: Truong hop ban dang ky chuyén doi khong hop 1€, trong thoi gian 03
ngay 1am viéc, Uy ban nhan dan cip xi phai hudng din cho t6 chirc, ca nhan chinh
sira, bo sung ban dang ky.

- Budc 4: Truong hop ban dang ky chuyén d6i hop 1é va phu hop voi ké hoach
chuyén ddi co ciu cay trong trén dat trong lua cua Uy ban nhan dan cip x4, trong thoi
gian 05 ngay lam viéc, Uy ban nhan dan cap xa co ¥ kién “Pdng ¥ cho chuyen d61”,
dong dau vao ban dang ky, vao s6 theo doi va gui lai cho nguoi st dung dat. Trucmg
hop khong dong y, Uy ban nhan dan cap X3 phai tra 101 bang van ban theo Mau s
05.CD Phuy luc X kem theo Nghi dinh s6 94/ND-CP ngay 13/12/2019 cua Chinh phu
Quy dinh chi tiét mot s6 diéu ciia Luat Trong trot vé giong cay trong va canh tac.

* Cach thire thye hién: B phan tiép nhan va tra két qua UBND cép x4

* Thanh phan, ) luwgng ho so:

a) Thanh phan ho so gém:



http://thutuchanhchinh.haiduong.gov.vn/uploads/TC%202019/tc_ht.doc
https://thuvienphapluat.vn/van-ban/bao-hiem/nghi-dinh-58-2018-nd-cp-bao-hiem-nong-nghiep-357548.aspx
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- Ban dang ky chuyén ddi co céu cdy trong trén dat trong lGa theo Mau sb
04.CP Phu luc X kém theo Nghi dinh sb 94/ND-CP ngay 13/12/2019 cta Chinh phu
Quy dinh chi tiét mot sé diéu ctia Luat Trong trot vé gidng ciy trong va canh téc.

b) S6 lugng: 01 (bo)

* Thoi han giai quyét:

- 05 ngay lam viéc ddi véi truong hop ndp ho so truc tiép (khong tinh thoi gian
hoan thién, b6 sung ho so).

- 08 ngay 1am viéc ddi voi trudng hop ndp hd so qua dich vu buu chinh hoac
moi truong mang (khong tinh thoi gian hoan thi¢n, bo sung ho so).

* Poi twong thuwe hién thi tuc hanh chinh: Tat ca

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Xac nhan cia Uy ban nhan dan cap
xd vao Ban dang ky chuyén d6i co cu cay trong trén dit trong laa.

* 1L¢ phi ( (neu c0): Khong

* Tén mAu don, mau to khai (neu c0):

- Ban diang ky chuyén d6i co céu cdy trong trén dat trong lua theo Miu s
04.CD Phu luc X kém theo Nghi dinh s6 94/ND-CP ngay 13/12/2019.

- Tru:c‘yng hop khong ddng ¥, Uy ban nhan dan cép xa phai tra 101 bang vin ban
theo Mau sd 05.CD Phu luc X kem theo Nghi dinh s6 94/ND- CP ngay 13/12/2019.

* Yéu cau, diéu kién thuc hién tha tuc hanh chinh (neu c0):

Nguoi str dung dat duoc chuyén doi tir trong lta sang trong cdy hang niam, cay
1au nim hodc trong lta két hop nudi trong thuy san nhung phai dam bao céc nguyén
tac sau:

- C6 Ké hoach chuyén d6i co cau ciy trong cua cap ¢ tham quyén phé duyét;

- Khong lam mét di cac diéu kién dé tréng lua tré lai; khong lam bién dang mat
bang, khong gdy 6 nhiém, thoai hoa dat trong lua; khong lam hu hong cong trinh giao
thong, cong trinh thay loi phuc vu trong lua;

- Truong hop chuyén trong lta sang trong lta két hop nudi trong thiy san, duoc
sir dung t6i da 20% dién tich dat trong lta dé ha thap mat bang nuoi trong thiy san
vo1 do sau khong qua 120 cen-ti-mét so véi méat ruong.

* Can ctr phap ly cua tha tuc hanh chinh:

- Luét Trong trot nam 2018;

- Nghi dinh so 94/2019/NDCP ngay 13/12/2019 quy dinh chi tiét mot sb diéu cua
Luat Trong trot vé glong cay trong va canh tac.

XI - Linh vye lwa chon nha thau
1. Thi tuc Giai quyét kién nghi trong qua trinh lya chon nha dau tw
* Trinh ty thuc hién:


http://thutuchanhchinh.haiduong.gov.vn/uploads/NN%202020/nn_ttx_04.doc
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- Nha dau tu gtri vin ban kién nghi dén bén moi thau tir khi xay ra su viéc dén
trude khi co thong bao két qua lwa chon nha dau tu;

- Bén moi thau phai c6 van ban giai quyét kién nghi giri dén nha dau tu trong
thot han 15 ngay, ké tur ngay nhan dugc van ban kién nghi cia nha dau tu;

- Trudng hop bén moi thau khong c6 vin ban giai quyét kién nghi hodc nha dau
tu khong dong ¥ voi két qua giai quyét kién nghi thi nha dau tu c6 quyén gui vin ban
kién nghi dén ngudi c6 thAm quyén trong thoi han 05 ngay 1am viée, ké tir ngay hét
han tra 101 hodc ngay nhan duoc vin ban giai quyét kién nghi ctia bén moi thau;

- Nguoi c6 thim quyén phai c6 van ban giai quyét kién nghi guri dén nha dau tu
trong thoi han 05 ngay lam viéc, ké tir ngdy nhan duoc vin ban kién nghi cta nha dau
tu.

* Cach thirc thye hién: Qua hé thong buu chinh, chuyén phat; Tru so co quan
hanh chinh

* Thanh phan, so lwong ho so: Vin ban kién nghi.

* Thoi han giai quyét:

- Nha dau tu giri vin ban kién nghi dén bén moi thau tir khi xay ra su viéc dén
trude khi co thong bao két qua lwa chon nha dau tu;

- Giai quyét kién nghi: + Bén moi thau: 15 ngdy, ké tir ngay nhan duoc vin ban
kién nghi ctia nha dau tu;

- Truong hop bén moi thau khong co6 van ban giai quyet kién nghi hodc nha dau
tu khong dong ¥ voi két qua giai quyet kién nghi thi nha dau tu co quyén gui van ban
kién nghi dén ngudi c¢6 thAm quyén trong thoi han 05 ngay lam viéc, ké tur ngay hét
han tra 161 hodc ngay nhan duoc van ban giai quyét kién nghi ctia bén moi thau; +
Ngudi ¢6 tham quyén: 05 ngay lam viée, ké tir ngdy nhan duoc van ban kién nghi ctia
nha dau tu.

* Poi twong thuwe hién thii tuc hanh chinh: Ca nhan, t6 chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Vin ban giai quyét kién nghi cua
bén moi thau, nguoi co thAm quyén.

* ¢ phi (neu co): Khong

* Tén mau don, mau to' khai (néu c6): Khong

* Yéu chu, diéu kién thwe hién thid tuc hanh chinh (neu c0): Khong

* Can ctr phap ly cua thu tuc hanh chinh:

- Luat d4u thau s6 43/2013/QH13 ngay 26/11/2013;
- Nghi dinh s6 30/2015/ND-CP ngay 17/3/2015 quy dinh chi tiét thi hanh mot s6 diéu
ctia Ludt ddu thau vé lya chon nha dau tu.

2. Thi tuc Giai quyét kién nghi vé két qua lwa chon nha dau tw
* Trinh ty thue hién:
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- Nha dau tu gui vin ban kién nghi dén bén moi thau trong thoi han 10 ngay, ké
tir ngay co6 thong bao két qua lya chon nha dau tus

- Bén moi thau phai c¢6 van ban giai quyét kién nghi giri dén nha dau tu trong
thoi han 15 ngay, ké tir ngay nhan duoc vian ban kién nghi cua nha dau tu;

- Truong hop bén moi thau khong c6 van ban giai quyet kién nghi hodc nha dau
tu khong dong y v6i két qua giai quyet kién  nghi thi nha dau tu €0 quyen guri van ban
kién nghi dong thoi dén nguoi c6 tham quyen va Hoi dong tu van giai quyét kién nghi
trong thoi han 05 ngay lam viéc, ké tir ngdy hét han tra 101 hodc ngay nhan duoc vin
ban giai quyét kién nghi ctia bén moi thau;

- Khi nhéan dugc van ban kién nghi, Ho1 ddng tu van giai quyét k1en nghi c6
quyen yéu cau nha dau tu, bén moi thau va cac co quan lién quan cung cap thong tin
dé xem xét va ¢ van ban bao co nguoi co thAm quyén vé phuong 4n, ndi dung tra
161 kién nghi trong thoi han 30 ngay, ké tir ngay nhan duogc vin ban kién nghi cta nha
dau tu;

- Trong truong hop can thiét, Hoi dong tu van giai quyét kién nghi cin ctr van
ban kién nghi cua nha dau tu dé nghi nguoi co thim quyén xem xét tam dirng cudc
thau. Néu chap thudn, trong thot han 10 ngay, ké tir ngay nhan duoc van ban cua Hoi
dong tu van giai quyét kién nghi, nguoi c6 thim quyén co van ban thong béo tam
dung cudc thau. Vin ban tam dung cudc thau phai duoc gui dén bén mai thau, nha
dau tu trong thoi han 05 ngay 1am viée, ké tir ngay ra van ban thong bao tam dirng
cudc thau. Thoi gian tam dung cudc thau duoc tinh tir ngay bén moi thau nhan duoc
thong bao tam ding dén khi nguoi c6 thim quyén ban hanh vin ban giai quyét kién
nghi;

- Nguoi co thAm quyén ban hanh quyét dinh giai quyét kién nghi vé két qua lua
chon nha dau tu trong thot han 10 ngay, ké tir ngdy nhan duogc ¥ kién bang vin ban
ctia Hoi dong tu van giai quyét kién nghi.

* Cach thirc thye hién: Bing vin ban.

* Thanh phan, s6 lwong hd so:

- Van ban kién nghi;
- Van ban bao cao nguoi co tham quyén cua Hoi dong tu Van giai quyét kién nghi;
- Quyét dinh giai quyét klen nghi cia nguoi c6 tham quyén.

* Thoi han giai quyet

- Gri van ban kién nghi:10 ngay, ké tir ngdy c6 thong bao két qua lua chon nha
dau tu;

- Giai quyét kién nghi: + Bén moi thau:15 ngay, ké tir ngay nhan duoc van ban
kién nghi cua nha dau tu;

- Trudng hop bén moi thau khong c¢6 vin ban tra 16i hodc nha dau tu khong
dong ¥ voi két qua giai quyét kién nghi thi nha dau tu c6 quyén gui vin ban kién nghi
dong thoi dén nguoi co tham quyén va Hoi dong tu van giai quyét kién nghi trong
thoi han 05 ngay 1am viée, ké tir ngay hét han tra 151 hodc ngay nhan dugc vin ban
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giai quyét kién nghi ctia bén moi thau; + Hoi dong tu van: giai quyét kién nghi c6
quyén yéu cau nha dau tu, bén moi thau va cac co quan lién quan cung cip théng tin
dé xem xét va co van ban bao cao ngudi ¢ tham quyén vé phuong an, ndi dung tra
101 kién nghi trong thoi han 30 ngay, ké tir ngay nhan dugc van ban kién nghi ctia nha
dau tu;

- Trudng hop can thiét, Hoi dong tu van giai quyét kién nghi can ct van ban
kién nghi ctia nha dau tu dé nghi ngudi c6 tham quyén xem xét tam dimg cudc thau.
Néu chap thuan, trong thoi han 10 ngay, ké tir ngdy nhan duoc van ban ctia Hoi dong
tu van giai quyét kién nghi, ngudi c6 thAim quyén c6 vin ban théng bao tam dimng
cudc thau. Vin ban tam dirng cudc thau phai dugc guri dén bén mai thau, nha dau tu
trong thoi han 05 ngay lam viéc, ké tir ngdy ra vin ban thong bao tam dimg cudc thau.
Thoi gian tam dyng cudc thau duogc tinh tir ngay bén moi thau nhan dugc thong bao
tam dirng dén khi nguoi c6 tham quyén ban hanh van ban giai quyét kién nghi; +
Ngu’oi co thém quyén 10 ngay, ké tir ngay nhan duoc ¥ kién bang van ban cua Hoi
dong tu van giai quyét kién nghi.

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, to chirc

* Co quan thyc hién tha tuc hanh chinh: UBND Xa

* Két qua thue hién tha tuc hanh chinh: Van ban giai quyet kién nghi cua
bén moi thau, nguoi co tham quyén, Hoi dong tu Van giai quyet kién nghi.

* Lé phi (néu ¢6): Chi phi cho Hoi dong tu van giai quyet kién nghi cua nha

dau tu vé két qua Iya chon nha dau tu 13 0,02% tong murc du tu cta nha dau tu 6

kién nghj nhu:ng tb1 thiéu la 20.000.000 dong va toi da 12 200.000.000 dong.
*Tén mau don, mau to khai (neu ¢0): Khong c6

* Yéu chu, diéu kién thue hién thi tuc hanh chinh (neu c0): Khong
* Can cwr phap ly cua thu tuc hanh chinh:
- Luat d4u thau s6 43/2013/QH13 ngay 26/11/2013;
- Nghi dinh s6 30/2015/ND-CP ngay 17/3/2015 quy dinh chi tiét thi hanh mét s6 diéu
ctia Luat dau thau vé lya chon nha dau tu.
XII - Linh vwe quan ly gia, cong san

1. Thu tuc quyet dinh diéu chuyen tai san cong

* Trinh tw thuc hién:

Budc 1: Co quan, to chirc, don vi c6 tai san 1ap 01 b6 ho so giri co quan quan 1y
cap trén (neu c0) xem xet, dé Quyet dinh diéu chuyén tai san cong nghi €O quan,
ngudi c6 tham quyén quyét dinh diéu chuyen tai sdn cong xem x&t, quyet dinh.

Budc 2: Trong thoi han 30 ngay, ké tir ngdy nhan dugc day da ho so hop 18, co
quan, nguoi co thAm quyen ra quyet dinh diéu chuyén tai san cong hodc cd van ban
hdi dap trong trudng hop dé nghi diéu chuyén khong phu hop.

Ghi chu:
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- Trudng hop viée diéu chuyén tai san dac biét tai don vi lyc lugng vii trang
nhan déan, Bo truong Bo Qubc phong, Bo truong Bo Cong an trinh Thu twéng Chinh
pha xem xét, quyét dinh.

- Truong hop diéu chuyén tai san cong ngoai pham vi co quan nha nuéc, don vi
su nghi€p cong 1ap, don vi lyc lugng vii trang nhan dan, co quan Dang Cong san Viét
Nam, t6 chtrc chinh trj - xa hoi, trén co Sy dé nghi cua B9 truong, Thu trudng co quan
trung wong, Chu tich Uy ban nhan dan cap tinh c6 lién quan, Bo truong Bo Tai chinh
trinh Tha tuéng Chinh phii xem xét, quyét dinh.

- Co quan dugc giao thuc hién nhiém vu quan 1y tai sdn cong c6 trach nhiém
tham dinh vé dé nghi diéu chuyén tai san trong truong hop viéc diéu chuyén tai san do
B¢ truong Bo Tai chinh, B truong, Thu truong co quan trung wong, Chu tich Uy ban
nhan déan cap tinh, Chu tich Uy ban nhan dan cap huyén quyet dinh theo thAm quyen
Truong hop viée diéu chuyén tai san cong thudc tham quyén quyet dinh cta Hoi dong
nhan dan cap tinh, S¢ Tai chinh c6 trach nhiém tham dinh vé dé nghi diéu chuyén tai
san, trinh Uy ban nhan déan cap tinh bdo cao Hoi dong nhan dan cip tinh xem xét,
quyét dinh.

* Cach thire thwe hién: Nop hd so truc tiép tai tru so co quan hodc gii qua
duong buu dién.

* Thanh pha‘?m, ) luwgng ho so:

- Van ban dé nghi diéu chuyén tai san ctia co quan, to chic, don vi dugc giao
quan ly, st dung tai san: 01 ban chinh;

- Vin ban dé nghi duogc tiép nhan tai san clia co quan, td chtre, don vi: 01 ban
chinh;

- Van ban dé nghi diéu chuyén, tiép nhan tai san cta co quan quan 1y cap trén
(néu co): 01 ban chinh;

- Danh muc tai san dé nghi diéu chuyén (chung loai, s6 luong, tinh trang;
nguyén gia, gia tri con lai theo s6 ké toan; muc dich st dung hién tai va muc dich su
dung du kién sau khi diéu chuyén trong trudng hop viéc diéu chuyén gan véi viée
chuyén doi cong ning sur dung tai san; Iy do diéu chuyén): 01 ban chinh;

- Cac ho so khac co lién quan dén dé nghi diéu chuyén tai san (néu co): 01 ban
Sao0.

* Thoi han giai quyét: Khong qua 30 ngdy, ké tir ngay nhan duoc day da ho so
hop 1€

* Poi twong thwe hién thii tuc hanh chinh: T6 chirc

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thyce hién thii tuc hanh chinh: Quyét dinh diéu chuyén tai san hodc
van ban hoi dap trong truong hop dé nghi diéu chuyén khong phu hop

* L¢ phi (neu co): Khong

* Tén mau don, mau to khai (néu c¢6): Khong

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu c6): Khong

* Can cw phap ly cua thua tuc hanh chinh:
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- Luat Quan ly, st dung tai san cong;
- Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017 ctia Chinh phu quy dinh chi
tiét mot s6 diéu ctia Luat Quan ly, st dung tai san cong.

2. Thi tuc quyét dinh ban tai san cong

* Trinh tu thwce hién:

Budce 1: Co quan, to chitc, don vi ¢6 tai san cong 1ap 01 bd ho so dé nghi ban
tai san cong giri co quan quan 1y cap trén dé xem xét, dé nghi co quan, ngudi ¢6 thim
quyén quyét dinh ban tai san cong xem xét, quyét dinh.

Budc 2: Trong thot han 30 ngay, ke tir ngay nhan duoc day du hd so hop 18, co
quan, nguoi c6 thim quyen xem xét, quyét dinh ban tai san cong hodc c¢6 van ban hoi
dap trong truong hop dé nghi ban khong phu hop.

Ghi chu:

- Co quan duoc giao thuc hién nhi¢m vu quan 1y tai san cong co6 trach nhi¢m
tham dinh vé dé nghi ban tai san trong trudng hop viéc ban tai san do Thu tudng
Chinh phu, B truéng Bo Tai chinh, Bo truong, Thu trudng co quan trung wong, Chu
tich Uy ban nhan déan cap tinh, Chu tich Uy ban nhan dan cap huyén quyét dinh theo
tham quyén.

- Trinh tu nay khong ap dung d6i voi trudng hop thanh 1y tai san cong theo
hinh thtrc ban.

* Cach thirc thwe hién: Nop ho so truc tiép tai tru s¢ co quan hodc giri qua
duong buu dién.

* Thanh pha‘?m, ) luwgng hd so:

- Vian ban dé nghi ban tai san cong ctia co quan, t6 chirc, don vi dugc giao quan
ly, sir dung tai san cong (trong d6 néu rd hinh thirc ban, trach nhiém t6 chuc béan tai
san, viéc quan 1y, st dung tién thu duoc tir ban tai san): 01 ban chinh;

- Vin ban dé nghi ban tai san cong cta co quan quan 1y cap trén (néu co): 01
ban chinh;

- Danh muc tai san dé nghi ban (ching loai, s6 lwong; tinh trang; nguyén gia,
gia tri con lai theo s6 ké toan; muc dich st dung hién tai; 1y do ban): 01 ban chinh;

- Y kién cta co quan chuyén mon vé quy hoach str dung dat (trong trudng hop
ban tru s¢ lam viéc, co sé hoat dong su nghiép): 01 ban sao;

- Cac ho so khac c6 lién quan dén dé nghi ban tai san (néu c6): 01 ban sao.

* Thoi han giai quyét: Khong qua 30 ngay, ké tir ngay nhan duoc day da hod so
hop I¢.

* Poi twong thwe hién thii tuc hanh chinh: T6 chirc

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thue hién thii tuc hanh chinh: Quyét dinh ban tai san cong hodc
van ban hoi dap trong trudng hop dé nghi ban khong phu hop.
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* ¢ phi (neu c0): Khong

* Tén mau don, mau to khai (néu c6): Khong

* Yéu cau, diéu kién thue hién thii tuc hanh chinh (néu c¢6): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat Quan ly, st dung tai san cong;

- Nghi dinh s6 151/2017/ND-CP ngay 26/12/2017 ctia Chinh phu quy dinh chi
tiét mot s6 diéu cua Luat Quén 1y, str dung tai san cong

XIIT - Linh vuc dat dai

1. Thi tuc hoa gidi tranh chap dat dai

* Trinh ty thuc hién:

- Ngudi dé nghi ndp don yéu cau giai quyét tranh chip dat dai tai Uy ban nhan
dan cap xa.

- Uy ban nhan dan cap xa c6 trach nhiém: tham tra, xac minh tim hiéu nguyén
nhan phat sinh tranh chép, thu thap glay to, tai liéu co lién quan do cac bén cung cap
vé ngudn gbc dat, qua trinh st dung dat va hién trang st dung dat.

- Thanh lap Hoi dong hoa giai tranh chip dét dai dé thuc hién hoa giai. Thanh
phan Hoi déng gom: Chu tich hodc Phé Chu tich Uy ban nhan dan 1a Chu tich Hoi
ddng; dai dién Uy ban Mit tran Td qudc xd, phuong, thi tran; t6 truéng t6 dan phd d6i
vOi khu vue d6 thi; truong thon, ap d6i voi khu vie nong thon; dai dién ciia mot s6 ho
dan sinh song lau doi tai xa, phuong, thi trin biét rd vé ngudn gbc va qua trinh sur
dung ddi voi thira dat do; can bo dia chinh, can bd tu phap xi, phudng, thi tran. Tuy
tung truong hop cu thé, c6 thé moi dai dién Hoi Nong dan, Hoi Phy nir, Hoi Cyu
chién binh, Poan Thanh nién Cong san H6 Chi Minh.

- T6 chirc cude hop hoa giai c6 sy tham gia ctia cac bén tranh chép, thanh vién
Hoi dong hoa giai tranh chap dat dai va nguoi c6 quyén loi, nghia vu lién quan. Viéc
hoa giai chi dugc tién hanh khi cic bén tranh chap déu co6 mat. Truong hop mot trong
céc bén tranh chap vang mat dén 1an thir hai thi duoc coi 14 viéc hoa giai khong thanh.

- Két qua hoa giai tranh chép dat dai phai duoc 1ap thanh bién ban, gém c6 cac
noi dung: Thoi gian va dia diém tién hanh hoa giai; thanh phan tham du hoa gidi; tom
tat ndi dung tranh chap thé hién 16 vé ngudn goc, thoi diém sir dung dat dang tranh
chap, nguyén nhan phat sinh tranh chap (theo két qua xac minh, tim hiéu); y kién cua
Hoi dong hoa giai tranh chdp dat dai; nhimg ndi dung dd dugc cac bén tranh chap thoa
thuan, khong théa thuan duoc. Bién ban hoa giai phai c6 chir ky cua Chu tich Hoi dong,
cac bén tranh chép cd mat tai budi hoa giai, cac thanh vién tham gia hoa giai va phai
dong déu cua Uy ban nhan dan cap xd; dong thoi phai duoc gii ngay cho cac bén tranh
chap va luu tai Uy ban nhan déan cap xa.

- Sau thoi han 10 ngay ke tr ngay 1ap bién ban hoa giai thanh ma cac bén tranh
chap c6 ¥ kién bang vin ban vé ndi dung khac vOi ndi dung da thdng nhat trong bién
ban hoa giai thanh thi Chu tich Uy ban nhan dan cap x4 td chuec lai cudc hop Hoi dong
hoa giai dé xem xét giai quyét ddi v6i ¥ kién bo sung va phai 1ap bién ban hoa giai
thanh hoac khong thanh.
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- Truong hop hoa giai thanh ma c6 thay d6i hién trang vé ranh gi6i s dung dat,
chu st dung dat thi Uy ban nhan dan cap xa guri bién ban hoa giai thanh dén Phong Tai
nguyén va Moi truong dbi véi truong hop tranh chap dat dai giira ho gia dinh, ¢4 nhan,
cong dong dan cu véi nhau; giri dén S¢ Tai nguyén va Moéi truong doi voi cac truong
hop khac.

- Phong Tai nguyén va Moi truong, S¢ Tai nguyén va Mo truong trinh Uy ban
nhan dan cung cap quyet dinh cong nhan viéc thay doi ranh gidi thira dat va cap moi
Gidy chimg nhan quyén str dung

- Trudng hop hoa giai khong thanh hodc sau khi hoa giai thanh ma c6 it nhét
mot trong cac bén thay do6i ¥ kién vé két qua hoa giai thi UBND x4 1ap bién ban hoa
giai khong thanh va hudng dan cac bén tranh chép giri don dén co quan co thim
quyén giai quyét tranh chap tiép theo.

* Cach thirc thwe hién: Nguoi c6 don yéu cau hoa giai gii don dén UBND
cép xa.

* Thanh phin, so lwong ho so: - Pon yéu cau giai quyét tranh chap dat dai.

* Thoi han giai quyét:

Khong quéa 45 ngay 1am viéc (dbi v6i cac xa mién nui, thoi gian giai quyét
duoc cong thém khong qua 10 ngay).

* Poi twong thuwe hién thi tuc hanh chinh: Ho gia dinh, ca nhan, t6 chtic

* Co quan thwe hién thi tuc hanh chinh: UBND céap X4

* Két qua thwe hién thii tuc hanh chinh:

- Bién ban hoa giai co6 chir ky cua Chu tich Ho1 dé)ng hoa giai, cac bén tranh
chap c6 mit tai budi hoa giai, cc thanh vién tham gia hoa giai (c6 dong ddu UBND
cap xa);

- Bién ban hoa giai duoc gtri cho cac bén tranh chap va luu tai UBND cip xa.

* L¢ phi (néu co): Khéng quy dinh

* Tén mau don, mau to khai (neu ¢0): Khong cé

* Yéu cau, dicu kién thwe hién thu tuc hanh chinh (néu c6): Khong quy
dinh.

' * Can cu phap ly cua thua tuc hanh chinh:

- Luat Dat dai;

- Nghi dinh so 43/2014/NDB-CP nga 15/5/2014 cua Chinh phu;
- Nghi dinh s6 01/2017/ND-CP ngay 06/01/2017 cua Chinh phu;

XIV- Linh vuce M01‘ trum,lg .

1. X4c nhan Hop dong tiép can nguon gen va chia sé lgi ich

* Trinh ty thwce hién:

a) Budc 1: Nop ho so

Tb chirc, c4 nhan sau khi thyc hién thoa thuan, ky Hop dong tiép can ngudn gen
va chia sé loi ich v&i Bén cung cip, ndp ho so téi Uy ban nhan dan cap xa dé xem xét
xé4c nhan hop dong.

b) Budc 2: Kiém tra xem xét xac nhan Hop dong
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Uy ban nhan dan cp x4 noi c6 ngudn gen ngoai tuw nhién hodc noi dang ky tru
sO ctiia Bén cung cap co trach nhiém xac nhan Hop dong do t6 chirc, c4 nhan dé nghi.

* Cach thirc thye hi¢n: Khong quy dinh

* Thanh phan, so lwgng ho so:

Ban sao van ban xac nhan diang ky tiép can ngudn gen dugc BO Tai
nguyén va Moi trudng cép;

- Hop dong da ky gitta cac bén lién quan;

- Xuét trinh ban chinh mot trong cac gidy to 12 ho chiéu, chimg minh nhéan dan,
thé cin cudc cong dan hodc gidy to khac c6 dan anh va thong tin ca nhan do co quan
c6 tham quyén cp, con gia tri str dung dé ching minh vé nhan than cua nguoi dé nghi
xéac nhan Hop ddng tiép can ngudn gen va chia sé loi ich.

S6 luong ho so: khong quy dinh

* Thoi han gidi quyét: Khong qua 03 ngay lam viée

* Poi twgng thwe hién tha tuc hanh chinh: Cé nhan, t6 chiic

* Co quan thyc hién thi tuc hanh chinh: UBND X3 ‘ ,

. * Keét qua thuce hién thu tuc hanh chinh: Xac nhan vao Hop dong tiép can
nguon gen va chia s¢ lgi ich.

* L¢ phi (neu c0): Khong quy dinh
* Tén mu don, miu to khai (néu c6): Mau s 03 - Hop dong tiép can ngudn
gen va chia s¢ o1 ich

*Yéu cau, diéu kién thue hién thi tuc hanh chlnh (neu c0):

Nguoi dé nghi xac nhan Hop dong tiép can ngudn gen va chia sé loi ich cung
cap mot trong cac gidy to 1a ho chiéu, chimg minh nhan dan, thé cin cudc cong dan
hoic gidy to khac c6 dan anh va théng tin ca nhan do co quan c6 tham quyén cip, con
gia trj str dung dé chimg minh vé nhan than.

* Can cwr phap ly cua tha tuc hanh chinh:

- Luat Pa dang sinh hoc s6 20/2008/QH12;

- Nghi dinh s6 59/2017/ND-CP ngay 12/5/2017 ctia Chinh phu vé quan Iy tiép
can nguén gen va chia sé 1¢1 ich tir viéc s dung nguén gen.

2. Tham vén ¥ Kién trong qua trinh thwe hién danh gia tic dong moi
truong;

* Trinh ty thuc hién:

Buée 1. Nop ho so: T6 chire/ca nhan giri hd so dén Uy ban nhan dan xa.

Buée 2. Xir Iy hé so: Uy ban nhan dan x3 cho ¥ kién vé bao cio DTM va du an
dau tu theo mau quy dinh tai Phu luc 1.2 kém theo dudi day.

Buée 3. Két qua: Co ¥ kién bang vin ban trong vong 15 (mudi lim) ngay lam
viéc hodc khong c6 van ban phan hoi trong truong hop chép thuan viéc thuc hién du
an.


http://thutuchanhchinh.haiduong.gov.vn/uploads/TNMT/tnmt_03.doc
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* Cach thire thwe hién: Bo phan Tiép nhan va Tra két qua cap xa

* Thanh phan, s6 lwong ho so:

-Mot (01) van  ban d& nghichoy kién theo mau quy dinh tai Phu
luc 1.1 kém theo dudi day;

- M6t (01) ban bao cdo danh gia tac dong moi truong va céc tai liéu lién quan.

* Thoi han giai quyét:

- Thoi han kiém tra, tra lai ho so: khong quy dinh.

- Thoi han xtr Iy ho so: Trong thoi han 15 (muoi 1dm) ngay 1am viéc.

- Thoi han cho két qua xur 1y: Trong thoi han 15 (muoi lim) ngay lam viéc.

* Poi twong thuwe hién thi tuc hanh chinh: Ca nhan, t6 chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thyc hién thi tuc hanh chinh: Vin ban cho ¥ kién vé bao cdo
DTM va dy an hoic khong phan hoi trong truong hop chip thuin.

*Le phi~(néu c0): Khong quy dinh

* Tén mau don, mau to khai (néu co):

- Phu lyc 1.1: MAu vin ban dé nghi cho y kién (ban hanh kém theo Nghi dinh
s6 40/2019/ND-CP);

- Phu lyc 1.2. MAu vin ban phan héi cho y kién (ban hanh kém theo Nghi dinh
s6 40/2019/ND-CP).

* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6): Khong quy dinh

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat Bdo v¢ méi1 trudong nam 2014;

- Nghi dinh s6 18/2015/NP-CP;

- Nghi dinh s6 40/2019/ND-CP;

3. Thii tuc ké khai, thim dinh phi biao vé méi trwong d6i véi nuéc thai
(MT)

* Trinh ty thue hién:

1.1. Ké khai, thAim dinh to khai phi bdo v€ moi truong ddi voi nudce thai sinh
hoat d6i voi trudng hop tu khai thac nudc dé st dung

Hang quy, ngudi ndp phi ké khai phi theo Mau s6 01 ban hanh kém theo Nghj
dinh s6 53/2020/ND-CP ngay 05 thang 5 niam 2020 ctia Chinh phu quy dinh phi bao
vé mdi truong dbi voi nude thai véi Uy ban nhan dan phudng, thi trin va ndp phi vao
tai khoan “Tam thu phi bao vé méi trudng ddi véi nudc thai sinh hoat” ciia Uy ban
nhan dan phuong, thi trAn mé tai Kho bac Nha nuéc cham nhét 1a ngay 20 thang dau
tién ctia quy tiép theo.

T6 chtrc thu phi thuc hién tham dinh To khai phi, truong hop khong ding véi
thuc té thi ra Thong bao ndp bod sung hoic diéu chinh giam sé phi phai ndp vao ky
nop phi tiép theo.


http://thutuchanhchinh.haiduong.gov.vn/uploads/TNMT2019/tnmt_pl1.1.doc
http://thutuchanhchinh.haiduong.gov.vn/uploads/TNMT2019/tnmt_pl1.2.doc
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1.2. K& khai, tham dinh t& khai phi bao vé méi truong doi véi nudce thai cong
nghiép

a) Déi voi co s co tong luong nudce thai trung binh trong nam tinh phi tir
20m3/ngay trd lén:

Hang quy, cham nhét 14 ngay 20 cta thang dau tién cta quy tiép theo, nguoi
nop phi ké khai phi theo Mau s6 02 ban hanh kém theo Nghi dinh s6 53/2020/ND-CP
ngay 05 thang 5 nim 2020 cua Chinh phti quy dinh phi bao vé méi trudong ddi véi
nuéc thai voi to chire thu phi va nop phi vao tai khoan “Tam thu phi bao vé moi
truong dbi v6i nude thai cong nghiép” cua to chire thu phi mé tai Kho bac Nha nudc,
ndp bod sung sd phi phai nop theo Thong bao ciia to chie thu phi (néu co) trong thoi
han 10 ngay ké tir khi c6 Thong bao.

T6 chirc thu phi thue hién tham dinh to khai phi, trudng hop sé phi bao vé moi
truong phai nop khac vai s6 phi ngudi nop phi da ké khai thi ra Thong bao ndp bd
sung theo Mau s6 03 ban hanh kém theo Nghi dinh s6 53/2020/ND-CP ngay 05 thang
5 nam 2020 cua Chinh phu quy dinh phi bao v€ m6i truong d6i voi nudce thai hoic
diéu chinh giam sO phi phai ndp vao ky nop phi tiép theo.

b) DPdi v6i co s6 ¢ tong lwong nude thai trung binh trong nam tinh phi dudi
20m3/ngay:

Nguoi ndp phi ké khai phi mot 1an véi t6 chirc thu phi khi méi bat dau hoat
dong theo Mau s6 02 ban hanh kém theo Nghi dinh s6 53/2020/ND-CP ngay 05 thang
5 nam 2020 cua Chinh phu quy dinh phi bao vé méi trudng d6i voi nudc thai, thoi
gian khai chdm nhat 14 ngay 20 thang lién sau thang bat dau hoat dong.

Nop phi mot 1an cho ca ndm theo Thong bao ciia to chire thu phi, thdi han ndp
phi chdm nht 13 ngay 31 thang 3 hang nim. Trudng hop co sd bit dau hoat dong sau
ngay 31 thang 3 hang nim thyc hién ndp phi theo Thong bao cua td chirc thu phi
trong thoi han 10 ngay keé tir khi c6 Thong béo.

T6 chtrc thu phi thuc hién tham dinh to khai phi, trudng hop sé phi bao vé moi
truong phai ndp khac véi sé phi ngudi nop phi da ké khai thi ra Thong bao nop bo
sung theo Mau s6 03 ban hanh kém theo Nghi dinh s 53/2020/ND-CP ngay 05 thang
5 nam 2020 cua Chinh phu quy dinh phi bao vé moi truong d6i voi nudce thai hoic
diéu chinh giam sO phi phai nop vao ky nop phi tiép theo.

¢) Déi voi cac co sé san xuat, ché bién thude trach nhiém quan ly truc tiép clia
Bo Cong an va Bo Qubc phong (truong hop thudce bi mat qudc phong, an ninh): Hang
quy, cham nhat 1a ngay 20 thang dau tién cua quy tiép theo, nguoi ndp phi ké khai phi
(theo Mau s6 02 ban hanh kém theo Nghi dinh s 53/2020/ND-CP ngay 05 thang 5
nam 2020 cua Chinh phu quy dinh phi bao vé méi truong d6i véi nude thai) ndp cho
Bo Cong an va Bo Qudc phong. B6 Cong an va Bo Qudc phong thim dinh T khai
phi bao v€ moi truong va Thong bao voi S& Tai nguyén va Moi truong noi co s¢ hoat
dong theo Mau s6 04 ban hanh kém theo Nghi dinh s6 53/2020/NB-CP ngay 05 thang
5 nam 2020 cua Chinh phii quy dinh phi bao vé méi truong d6i véi nudce thai cham
nhat 13 30 ngay ké tir ngay nhan dugc T khai phi.
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* Cach thirc thwe hién: Nop truc tiép tai SO Tai nguyén va Moéi trudng; Phong
Tai nguyén va Moi truong; Uy ban nhan dan phudng, thi tran; B Cong an va Bo
Qudc phong.

* Thanh phan, s6 lwong hd so:

- Pbi véi nude thai sinh hoat: Mau sd 01 ban hanh kém theo Nghi dinh )
53/2020/ND-CP ngay 05 thang 5 nam 2020 cua Chinh phu quy dinh phi bao vé méi
truong d6i voi nude thai.

- P6i voi nudce thai cong nghiép: Mau sé 02 ban hanh kém theo Nghi dinh s
53/2020/ND-CP ngay 05 thang 5 ndm 2020 cua Chinh phu quy dinh phi bdo vé moi
truong ddi v6i nude thai.

* Thoi han giai quyét: Tai Uy ban nhan dan phuong, thi trin: Khong quy dinh
thoi gian giai quyét.

* Poi twong thuwe hién thi tuc hanh chinh: T6 chic

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Thong bao nop phi bao vé moi
truong ddi v6i nude thai theo Mau s6 03 ban hanh kém theo Nghi dinh sb
53/2020/ND-CP ngay 05 thang 5 nam 2020 cua Chinh phu quy dinh phi bao vé méi
truong dbi véi nude thai hodc diéu chinh giam sé phi phai ndp vao ky ndp phi tiép
theo (néu co).

* L¢ phi (néu ¢6): Khong

* Tén miu don, miu to khai (néu cé):

Biéu miu 1

Biéu mAu 2

*Yéu cau, diéu kién thwe hién thi tuc hanh chinh (neu c0): Khong

* Can cwr phap ly cua thi tuc hanh chinh: Nghi dinh s6 53/2020/ND CPpP

ngay 05 thang 5 nam 2020 cua Chinh phu quy dinh phi bao vé méi trudng ddi véi
nudc thai.

XYV - Linh vuc HO tich

1. Thu tuc dang ky khai sinh.

* Trinh ty thuce hién:

- Ngudi ¢6 yéu cau diang ky khai sinh ndp ho so tai B6 phan tiép nhan va tra két
qua thudc Uy ban nhan dan cip x3 c6 tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho so, ddi chiéu thong
tin trong To khai va tinh hop 18 cua gidy to trong ho so do ngudi yéu cau ndp, xuat
trinh.

- Néu hd so day du, hop 18, ngudi tiép nhan ho so viét gidy tiép nhén, trong d6
ghi 8 ngdy, gid tra két qua; néu ho so chua day du, hoan thién thi hudéng dan ngudi
ndép hod so bo sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu ro loai gidy to,
ndi dung can bo sung, hoan thi¢n, ky, ghi rd ho, chir dém, té€n ctia nguoi tiép nhan.


http://thutuchanhchinh.haiduong.gov.vn/uploads/1597803599_MAU.docx
http://thutuchanhchinh.haiduong.gov.vn/uploads/1597803624_mau2.docx
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- Néu hd so sau khi dd duoc hudng din ma khong duoc bo sung dy di, hoan
thién thi nguoi tiép nhan tir chdi tiép nhan hd so va 1ap van ban tir chi tiép nhan hd
s0, trong d6 ghi 5 1y do tir chdi, ky, ghi rd ho, chit dém, tén cua nguoi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chuc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
bubi sang, ho so tiép nhan dau gio chiéu thi chuyén giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Néu thay thong tin khai sinh day du va phu hop, cong chirc tu phap - ho tich
bao cao Chu tich Uy ban nhan dan cép x. Truong hop Chu tich Uy ban nhan dan cap
xd dong ¥ giai quyét thi cong chire tu phap - ho tich cap nhat thong tin khai sinh theo
huéng dan dé 1ay S6 dinh danh ca nhan (d6i v6i cac dia phuwong da trién khai cap S6
dinh danh c4 nhan khi dang ky khai sinh), ghi ndi dung khai sinh vao S6 va ky tén vao
S6 dang ky khai sinh. Chu tich Uy ban nhan dan cip xa ky Giay khai sinh cap cho
nguoi duge dang ky khai sinh.

- Sau khi nhan S6 va Giay khai sinh tir cong chirc tu phap — ho tich; Bo phan
tiép nhan va tra két qua hudng dan dé nguoi di dang ky khai sinh ky tén vao So, dong
thoi trao Gidy khai sinh cdp cho nguoi duoc dang ky khai sinh.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao dugc cap tir sd gbe hodc
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chyup voi ban chinh va ky vao ban chup
xéac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Trudng hop phap luat quy dinh xudt trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vé6i thong tin trong To
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Ngudi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so dang ky ho tich theo
quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich ndp thém
gidy to ma phap luat ho tich khong quy dinh phai nop.

* Cach thure thuc hién:

- Nguoi ¢6 yéu cau dang ky khai sinh tryc tiép thuc hién hodc iy quyén cho
nguoi khac thyc hién viée dang ky khai sinh; - Nguoi thyuc hién viée dang ky khai
sinh 055 thé truc ti€p ndp ho so tai BO phan tiép nhan va tra két qua thudc Uy ban nhan
dan cap
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* Thanh phan, s6 lwong ho so:

Gidy to phai xudt trinh:

- Ho6 chiéu hodc chirng minh nhan dan hodc thé can cudc cong dan hodc cac
gidy to khac c¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép, con gia
tri sir dung dé chimg minh vé nhéan than ciia nguoi c6 yéu cau dang ky khai sinh;

- Gidy to chirng minh noi cu trii dé chimg minh thim quyén ding ky khai sinh;
truong hop cha, me cua tré da dang ky két hon thi phai xuat trinh Gidy chimg nhan
két hon (trong giai doan Co s¢ dir li¢u quéc gia vé dan cu va Co sé dir liéu hd tich
dién tir toan qudc chua duoc xay dung xong va thuc hién théng nhét trén toan qudc).

Trudong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban sao co
chung thyc céc gidy to phai xuat trinh néu trén.

Gidy to phai ndp:

- T khai ding ky khai sinh theo mau.

- Ban chinh Gidy chiing sinh; truong hop khong c6 Gidy chimg sinh thi nop van
ban ctia nguoi lam ching xac nhan vé viée sinh; néu khong c6 ngudi lam ching thi
phai co gidy cam doan vé viéc sinh;

- Trudng hop tré em bi bo roi thi phai c6 bién ban vé viéc tré bi bo roi do co
quan c6 tham quyén 1ap.

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xac
nhan cua co sd y té da thuc hién ky thuat hd trg sinh san cho viéc mang thai ho.

- Vin ban uy quyén theo quy dinh cta phap luit trong truong hop uy quyén
thuc hién viéc dang ky khai sinh.

* S luong hé so: 01 b

* Thoi han giai quyét: ) ‘

Ngay trong ngay cong chirc tu phap — ho tich ti€p nhén yéu cau, truong hop
nhén ho so sau 15 gio ma khong giai quyet dugc ngay thi tra ket qua trong ngay lam
viée tiép theo.

* Poi twgng thue hién tha tuc hanh chinh: C4 nhan

* Co quan thyc hién thi tuc hanh chinh: UBND Xa

* Két qua thyc hién thu tyc hanh chinh: Gidy khai sinh

* L¢ phi (néu cd): N ,

L¢ phi: 5.000 dong/lan. Mién 1€ phi o1 voi truong hop khai sinh ding han,

nguoi thude gla dinh c6 cong vo1 cach mang; nguoi thudc hd ngheo; nguoi khuyét tat.
* Tén mau don, mau to' khai (néu c6): To khai ding ky Kkhai sinh

* Yéu cau, diéu kién thue hién thii tuc hanh chinh (néu c6): Khong
* Can ctr phap ly cua thua tuc hanh chinh:
- Luat ho tich nam 2014;
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- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cia Chinh phu quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B4 Tu phap hudng dan thi
hanh mot s6 didu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015
ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cia UBND tinh Hai
Duong vé viée quy dinh muec thu, ché d6 thu, ndp, quan ly va st dung phi, 1¢ phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

2. Thii tuc diing ky két hon.

* Trinh tu thwe hién:

- Ngudi ¢ yéu cau dang ky két hon nop hd so tai Bo phén tiép nhan va tra két
qua thudc Uy ban nhan déan cap x4 c6 tham quyén.

- Ngudi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, ddi chiéu thong
tin trong T& khai va tinh hop 18 cua gidy to trong hd so do nguoi yéu cdu ndp, xuat
trinh.

- Néu ho so ddy dua, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhén, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chwa day du, hoan thién thi hudéng din nguoi
nop hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu o loai gidy to,
ndi dung can bod sung, hoan thi¢n, ky, ghi rd ho, chitr dém tén cuia nguoi tiép nhan.

- HO so sau khi da duoc huéng dan ma khong dugc bo sung day du, hoan thién
thi nguoi tiép nhan tr chdi tiép nhan hd so va lap van ban tur choi tiép nhan ho so,
trong d6 ghi 16 1y do tir chdi, ky, ghi 1 ho, chit dém, tén ctia ngudi tiép nhan.

B6 phan tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: HO so tiép nhan trong budi sang thi chuyén giao trong budi
sang, ho so tiép nhan dau gio chiéu thi chuyén giao trude 15 gid va hd so tiép nhan
thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Sau khi tiép nhan da hd so hop 18, néu thiy du diéu kién két hon theo quy
dinh, cong churc tu phap - ho tich bao cdo Chu tich ny ban nhan dan cép xa. Truong
hop Chu tich Uy ban nhan dan cip xi dong ¥ giai quyét thi cong chirc tu phap - ho
tich ghi viéc két hon vao SO diang ky két hon, huong dan hai bén nam, nit ky vao Gidy
chirng nhan két hon, cung hai bén nam, nir ky tén vao So, Chu tich ny ban nhan dan
cap x4 t6 chuc trao Gidy chirmg nhan két hon cho hai bén nam, nit.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir sé gbe hoic
ban sao duoc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
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ngudi tiép nhan ho so kiém tra, di chiéu ban chyup voi ban chinh va ky vao ban chup
xéac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vé6i thong tin trong To
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi diang ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

* Cach thirc thyc hién:

Nguoi co yéu cau dang ky ket hon truc tlep nop ho so tai BO phan tiép nhan va
tra két ‘qua thude Uy ban nhan dan cap xi c6 tham quyen (bén nam hodc bén nir c6 thé

tryc tiép ndp ho so ma khong can c6 vian ban Gy quyén ctia bén con lai).
* Thanh phan, s0 lwgng ho so:

* Gidy to phdi xudt trinh

- Ho6 chiéu hodc chirng minh nhan dan hodc thé can cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cép, con gia
tri str dung dé chimg minh vé nhan than ctia nguoi c6 yéu cau diang ky két hon.

- Gidy to chimg minh noi cu tri dé xac dinh thAm quyén (trong giai doan Co sé
dir liéu quéc gia vé dan cu va Co sé dit liéu hd tich dién tir toan quéc chua dugc xay
dung xong va thyc hién thdng nhat trén toan qudc).

- Trich luc ghi ché ly hon ddi véi trudng hop cong dan Viét Nam diang ky
thuong tra tai dia ban x4 lam thu tuc dang ky két hon, da duoc giai quyét viée ly hon
trude d6 tai co quan ¢ tham quyén nudc ngoai.

* Gidy to phdi ngp

- To khai dang ky két hon theo mau. Hai bén nam, nir ¢6 thé khai chung vao
mot To khai dang ky két hon;

- Ban chinh Gidy x4c nhén tinh trang hon nhan do Uy ban nhan dan cip x4 c6
tham quyén cép trong trudng hop nguoi yéu cau ding ky két hon khong ding ky
thuong tra tai dia ban x4 lam thi tuc dang ky két hon (trong giai doan Co so dir lidu
quéc gia vé dan cu va Co sé dit liéu ho tich dién ti toan quéc chua duoc xay dung
xong va thuc hién théng nhat trén toan qudc).

- Trudng hop nguoi yéu cau ding ky két hon dang cong tac, hoc tap, lao dong
c6 thoi han & nude ngoai thi phai ndp Gidy xac nhéan tinh trang hon nhan do Co quan
dai dién ngoai giao, Co quan dai dién lanh su cua Viét Nam & nudc ngoai cép.
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* 86 heong ho so: 01 bo

* Thoi han giai quyét: ’ ‘

Ngay trong ngay cong chirc tu phap - ho tich ti€p nhan ho so; truong hop nhan
ho so' sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc
tiép theo. Truong hop can xac minh diéu kién két hon cua hai bén nam, nit thi thoi
han giai qqyet khong qua 05 ngay lam viéc.

* Poi twgng thue hién tha tuc hanh chinh: C4 nhan

* Co quan thyc hién thi tuc hanh chinh: UBND Xa ,

* Két qua thyc hién thi tyc hanh chinh: Gidy ching nhéan két hon

* L¢ phi (néu cd): Micn I¢ phi ,

* Tén mau don, mau to' khai (néu cd): To khai dang ky két hon

* Yéu cau, diéu kién thuc hién tha tuc hanh chinh (néu co):

- Nam tir di 20 tudi tré 1én, nit tir du 18 tudi trd 1én;

- Viéc két hon do nam va nit tu nguyén quyét dinh;

- Cac bén khong bi mat nang luc hanh vi dan sy;

- Viéc két hon khong thudc mt trong cac truong hop cim két hon, gom:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, ltra di két hon, can try két hon;

+ Nguoi dang ¢ vo, c6 chong ma két hon voi ngudi khac hodc chua co vo,
chua c6 chong ma két hon véi ngudi dang c6 chdng, co vo;

+ Két hon gitra nhitng ngudi cung dong mau vé truc hé; giita nhitng ngudi co
ho trong pham vi ba doi; gitra cha, me nu6i vdi con nudi; gitta nguoi da tung 1a cha,
me nuodi voi con nudi, cha chéng véi con diu, me vo voi con 1é, cha duong voi con
riéng ctia vo, me ké v6i con riéng ctia chong.

* Nha nuoc khong thira nhan hon nhan giita nhitng nguoi cung gioi tinh.

* Can cwr phap ly cua thid tuc hanh chinh:

- Luat hd tich nam 2014;

- Luat hon nhan va gia dinh 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;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap huéng dan
thi hanh mot sé diéu cta Luat ho tich va 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;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viéc quy dinh muec thu, ché do thu, ndp, quan ly va st dung phi, 1¢ phi

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

* Trinh tu thwe hién:
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* Cach thirc thyc hién:
Nguoi co yéu cau dang ky nhan cha, me, con (mot hodc hai 'bén) nop hé so truc
t1ep tai BO phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa c6 tham

quyén. o .

* Thanh phan, so lwgng ho so:

- Nguoi ¢6 yéu cau dang ky nhan cha, me, con nop ho so tai Bo phan tiép nhan
va tra két qua thudoc Uy ban nhan dan cap xa c6 tham quyén.

- Nguoi tiép nhan c¢é trach nhiém kiém tra ngay toan bo ho so, xac dinh tinh
hop 18 cua gidy to trong hd so do nguoi yéu cau ndp, xuat trinh; ddi chiéu thong tin
trong To khai véi gidy to trong ho so.

- Néu ho so day du, hop 1¢, nguoi tiép nhan hd so viét gidy/phiéu tiép nhan,
trong d6 ghi 10 ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan
nguoi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién ho so ngay thi phai lap thanh vin ban hudng dan, trong d6 néu rd loai gidy
to, ndi dung can bo sung, hoan thi¢n, ky, ghi rd ho, chir dém, té€n ctia nguoi tiép nhan.

- Néu h6 so sau khi d3 duoc huéng dan ma khong duoc bo sung day du, hoan
thién thi ngudi tiép nhan tir chdi tiép nhan hd so va 1ap van ban tir chéi tiép nhan ho
so, trong do6 ghi 10 1y do tur chéi, ky, ghi 10 ho, chit dém, tén cuia nguoi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén coéng chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va hod so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay, ké tur ngay nhan du ho so, néu théy viéc nhan cha,
me, con 1a dung va khong c6 tranh chéap, cong chirc tu phap - ho tich bao cdo Chu
tich Uy ban nhan dan cip xi. Truong hop Chu tich Uy ban nhan dan cép xi dong ¥
giai quyét thi céng chirc tu phap - ho tich ghi va ky vao S6 dang ky nhdn cha, me,
con. Chu tich [jy ban nhan dan cép xa ky Trich luc dang ky nhan cha, me, con.

- Sau khi nhan S6 va Trich luc dang ky nhan cha, me, con tir cong chtrc tu phap
— ho tich; BO phén tiép nhan va tra két qua huéng dan dé nguoi di ding ky ho tich ky
tén vao SO, ddng thoi trao Trich luc ding ky nhan cha, me, con cho nguoi di dang ky
hd tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 13 ban sao duoc cip tir s6 goc hodc
ban sao duoc chimg thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu cau
xuét trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xut trinh ban chinh thi
nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup
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xéac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vé6i thong tin trong To
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi ding ky ho tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai ndp.

* Thoi han giai quyé't: ’ ‘

03 ngay lam viéc ké tur ngay cong chure tu phap - ho tich tiép nhan ho so.
Truong hop can phai xac minh thi thoi han giai quyét khong qua 08 ngay lam viéc.

* Poi twgng thuce hién tha tuc hanh chinh: Ca nhan

* Co quan thyuc hién thi tuc hanh chinh: UBND X3

* Ket qua thuce hién tha tuc hanh chinh: Trich luc dang ky nhan cha, me,
con.

* L¢ phi (néu ¢6): 10.000 dong. Mién 18 phi cho nguoi thudc gia dinh c6 cong
voi cach mang; nguoi thudc ho ngheo; nguoi khuyet tat.

* Tén mau don, mau to khai (néu ¢6):To khai dang ky nhan cha, me, con.

* Yéu cau, diéu kién thuc hién thui tuc hanh chinh (néu co):

- Bén nhan va bén duogc nhan 1a cha, me, con déu con séng;

- Viéc nhan cha, me, con khong c6 tranh chép.

- Trudng hop nam, nit chung séng véi nhau nhu vo chong, khong dang ky két
hén, sinh con, nguoi con sdng cung véi ngudi cha, khi nguoi cha 1am thu tuc nhan
con ma khong lién hé dugc véi nguoi me thi khong can c6 y kién cta nguoi me trong
To khai dang ky nhan cha, me, con.

* Can cwr phap ly cua tha tuc hanh chinh:

- Luat hon nhan va gia dinh nam 2014;

- Luat hd tich nam 2014;

- Nghi dinh s 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 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap huéng dan
thi hanh mot sé diéu cta Ludt ho tich va 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;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viéc quy dinh muec thu, ché do thu, ndp, quan ly va
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4. Thii tuc diing ky khai sinh két hop nhén cha, me, con

* Trinh tu thwe hién:

- Nguoi co yéu cau dang ky khai sinh va nhan cha, me, con nop hd so tai BO
phan tiép nhan va tra két qua thudéc Uy ban nhan dan cap xi c6 tham quyén.

- Ngudi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, ddi chiéu thong
tin trong T& khai va tinh hop 18 cua gidy to trong hd so do nguoi yéu cau ndp, xuat
trinh.

- Néu ho so ddy du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhén, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chwa day du, hoan thién thi huéng din nguoi
nop hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu o loai gidy to,
ndi dung can bd sung, hoan thi¢n, ky, ghi rd ho, chir dém, tén ctia nguoi tiép nhan.

- H) so dang ky khai sinh va nhan cha, me, con sau khi da dugc hudng dan
theo quy dinh ma khong duoc bd sung, hoan thién thi ngudi tiép nhan tir chdi tiép
nhan ho so. Viéc tir chdi tiép nhan ho so phai dugc thé hién bang van ban, trong d6
ghi 18 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho, chir dém, tén.

- B phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay, ké tur ngay nhan du hd so, néu théy viéc nhan cha,
me, con 1a ding va khong c6 tranh chip; thong tin khai sinh ddy du va phu hop, cong
chte tu phéap - ho tich bio cao Chu tich Uy ban nhan dan cip xi. Truong hop Chu
tich Uy ban nhan déan cap xa dong ¥ giai quyét thi cong chirc tu phap - ho tich ghi noi
dung nhén cha, me, con vao Sb dang ky nhan cha, me, con; ghi ndi dung khai sinh
vao Sb ding ky khai sinh, cap nhat thong tin khai sinh theo hudng dan dé 1y Sé dinh
danh ca nhan (ddi v6i cac dia phuong da trién khai cdp S6 dinh danh c4 nhéan khi dang
ky khai sinh) va ky tén vao S6. Chu tich Uy ban nhan dan cip xa ky Gidy khai sinh va
Trich luc nhan cha, me, con.

- Sau khi nhan két qua tir cong chirc tu phap — ho tich; Bo phan tiép nhan va tra
két qua hudng dan dé nguoi di ding ky khai sinh va nhan cha, me, con ky tén vao S,
ddng thoi trao Trich luc ding ky nhan cha, me, con va Gidy khai sinh cho nguoi di
dang ky hd tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir sé gbe hoic
ban sao duoc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
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ngudi tiép nhan ho so kiém tra, di chiéu ban chyup voi ban chinh va ky vao ban chup
xéac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vé6i thong tin trong To
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi diang ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

* Cach thire thye hién: Nguoi yéu cau dang ky khai sinh, nhan cha, me, con

(mot hodc hai bén) nop ho so truc tlep tai Uy ban nhan déan cap xa c6 tham quyén.
* Thanh phén, so lwong ho so:

Gidy to phdi xudt trinh:

- Ho6 chiéu hoic chirng minh nhan dan hoac thé cdn cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia
tri sir dung dé chimg minh vé nhan than cta ngudi c6 yéu cau dang ky khai sinh, nhan
cha, me, con.

- Gidy to chimg minh noi cu tra dé chimg minh thim quyén ding ky khai sinh,
nhan cha, me¢, con (trong giai doan Co s¢ dir liéu quéc gia vé dan cu va Co so dir liéu
ho tich dién tir toan quéc chua duogc xay dung xong va thuc hién théng nhat trén toan
qude).

Gidy to phdi nép:

- T& khai ding ky khai sinh, T khai diing ky nhan cha, me, con theo mau.

- Ban chinh Gidy ching sinh; trudng hop khong co6 Gidy chung sinh thi ndp
van ban ctia ngudi 1am chimg xac nhan vé viée sinh; néu khong c¢6 nguoi lam ching
thi phai c6 gidy cam doan vé viéc sinh;

- Gidy to, d0 vat hodc chung ctr khac ching minh quan hé cha, con hodc quan
hé me, con gém:

+ Vin ban cla co quan y té, co quan giam dinh hodc co quan khac c6 thim
quyén xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c¢6 van ban néu trén thi phai ¢6 thu tir, phim anh, bang,
dia, d6 dung, vat dung khac chirng minh mbi quan hé cha con, quan hé¢ me con va van
ban cam doan cta cha, me vé viéc tré em 1a con chung cua hai nguoi, co it nhét hai
nguoi than thich cia cha, me lam ching.

So6 lwong hé so: 01 bo
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* Thoi han gidi quyét: 03 ngay lam viée ke tir thoi diém Cong chire tw phap —
ho tich nhan da ho so hop 1€, trudng hop phai xac minh thi khong qué 08 ngay lam
viéc.

* Poi twgng thuwe hién thi tuc hanh chinh: Ca nhan

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thyc hién thi tuc hanh chinh: Giéy khai sinh, Trich luc nhan cha,
me, con.

* L¢ phi (néu cé):

+ Pang ky khai sinh: 5.000 déng. Mién 1é phi ddi véi truong hop ding ky khai
sinh ding ha;m; nguoi thude gia dinh c6 cong voi cach mang; nguoi thudc hd ngheo;
nguoi khuyét tat.

+ L¢ phi dang ky nhan cha, me, con: 10.000 déng. Mién 1¢ phl: cho nguo1 thudc
gia dinh c6 cong voi cach mang; nguoi thude ho ngheo; nguoi khuyet tat.

* Tén mau don, mau to khai (n€éu c6): To khai dang ky khai sinh, T¢ khai
dang ky nhan cha, me, con

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):

- Bén nhan va bén dugc nhan 1a cha, me, con déu con séng;

- Viéc nhan cha, me, con khong cé tranh chép.

- Trudng hop nam, nit chung séng v&i nhau nhu vo chong, khong dang ky két
hén, sinh con, ngudi con sdng cung véi ngudi cha, khi nguoi cha 1am thu tuc nhan
con ma khong lién hé dugc v6i ngudi me thi khong can cé v kién ciia ngudi me trong
To khai dang ky nhan cha, me, con.

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat hon nhan va gia dinh nam 2014;

- Luat hd tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap hudng dan
thi hanh mot sé diéu cua Luat ho tich va Nghi dinh sd 123/2015/NB-CP ngay
15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 dicu va bién phéap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cua UBND tinh Hai
Duong vé viée quy dinh muec thu, ché d6 thu, ndp, quan ly va st dung phi, 1¢ phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

5. Thu tuc dang ky khai tir

* Trinh ty thuce hién:

- Ngudi ¢6 yéu cau dang ky khai tir ndp ho so tai Bo phan tiép nhan va tra két
qua thudc Uy ban nhan déan cap xa c6 tham quyén.
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- Nguoi tiép nhéan c6 trach nhiém kiém tra ngay toan bo hd so, ddi chiéu thong
tin trong T& khai va tinh hop 18 cua gidy to trong hd so do nguoi yéu cdu ndp, xuat
trinh.

- Néu ho so ddy dua, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhén, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng din nguoi
ndp hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu o loai gidy to,
ndi dung can bod sung, hoan thi¢n, ky, ghi rd ho, chitr dém, tén ctia nguoi tiép nhan.

- Néu ho so sau khi d3 duoc huéng din theo quy dinh ma khong duoc bd sung
day du, hoan thién thi ngudi tiép nhan tir chéi tiép nhan ho so va 1ap vin ban tir chdi
tiép nhan ho so, trong d6 ghi rd 1y do tir chdi, ky, ghi 16 ho, chit dém, tén cta nguoi
tiép nhan.

- BO phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
bubi sang, hd so tiép nhan dau gio chiéu thi chuyén giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Ngay sau khi nhan d hd so theo quy dinh, néu thiy thong tin khai tir day du
va phu hop, cong chtrc tu phép - ho tich bao cdo Chu tich Uy ban nhan dan cip xa.
Truong hop Chu tich Uy ban nhan déin cip x3 dong ¥ giai quyét thi ky Trich luc khai
tir; cong chirc tu phap - ho tich ghi va ky tén vao So6 ding ky khai tu.

- Sau khi nhan Sé va Trich luc dang ky khai tir cong chirc tu phap - ho tich; Bo
phan tiép nhan va tra két qua hudéng dan dé nguoi di dang ky khai tr ky tén vao S,
dong thoi trao Trich lyc ding ky khai tir cho ngudi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong duge yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chyup voi ban chinh va ky vao ban chup
xéac nhan vé viéc di d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xudt trinh, ddi chiéu vé6i thong tin trong TS
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau ngudi diang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.
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+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi ding ky ho tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai ndp.

* Cach thure thuc hién:

- Nguoi c6 yéu cau dang ky khai tir tryc tiép thyuc hién hodc iy quyén cho
nguoi khac thyc hién viée dang ky khai tur; - Nguoi thyce hién viée dang ky khai tir co
the tryc tiép ndp ho so tai B6 phan tiép nhan va tra két qua thuoc Uy ban nhan dan
cap xi ¢ o .

* Thanh phan, so lwogng ho so:

Gidy to phai xudt trinh

- Ho chiéu hoac chirng minh nhan dan hoac thé can cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cép, con gia
tri str dung dé chimg minh vé nhan than ctia nguoi c6 yéu cau dang ky khai tu;

- Gidy to ching minh noi cu tri cudi cing cta nguoi chét dé xac dinh tham
quyén (trong giai doan Co so dir lidu quoc gia vé dan cu va Co sé dit liéu ho tich dién
tir toan qudc chua duoc xdy dung xong va thuc hién théng nhat trén toan qudc).

- Truong hop khong xac dinh duge noi cu tri cudi ciing cua ngudi chét thi xuat
trinh gidy t& chimg minh noi ngudi d6 chét hodc noi phat hién thi thé cia ngudi chét.

Trudng hop giri ho so qua hé théng buu chinh thi phai giri kém theo ban sao co
chtng thuc cc gidy to phai xuat trinh néu trén.

Gidy to phai np

- To khai ding ky khai tir theo mau;

- Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén cap.

- Vin ban uy quyén theo quy dinh ctia phap luat trong truong hop Gy quyén
thuc hién viéc dang ky khai ttr. Trudng hop ngudi duoc Gy quyén 13 6ng, ba, cha, me,
con, vg, chong, anh, chi, em rudt cua ngudi uy quyén thi vin ban ty quyén khong
phai cong chimg, ching thuc, nhung phai c6 gidy to chimg minh mdi quan hé véi
nguoi oy quyén.

So6 lwong hé so: 01 by

* Thoi han giai quyét: , .

Ngay trong ngay cong chirc tu phap — ho tich ti€p nhan yéu cau, truong hop
nhan ho s0' sau 15 gio ma khong giai quyét duoc ngay thi tra ket qua trong ngay lam
viéc tiép theo. Trudng hop cin xac minh thi thoi han giai quyét khong qua 03 ngay
lam viéc.

* Poi twong thwe hién thii tuc hanh chinh: Ca nhan

* Co quan thye hién thu tyuc hanh chinh: UBND Xa

* Ket qua thuce hién thu tuc hanh chinh: Trich luc khai tir
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* L¢ phi (néu ¢6): 5.000 dong. Mién 1¢ phi ddi véi trudong hop dang ky khai tir
dung han, nguoi thugc gia dinh c6 cong voi cach mang; nguoi thude ho ngheo; nguoi
khuyét tat. _ N ]

* Tén mﬁu don, mau to khai (néu cé): To khai dang ks"/ khai tir

* Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu cd): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap hudng dan
thi hanh mot s6 diéu cia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 dicu va bién phéap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viée quy dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi, 1¢ phi
thudc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh Hai Duong.

6. Thi tuc dang ky khai sinh luvu dong

* Trinh ty thuc hién:

- Cong chtc tu phap - ho tich cap xa dugc giao nhiém vu ding ky khai sinh luu
dong co trach nhiém chuan bi day di mau To khai dang ky khai sinh, gidy to ho tich
va diéu kién can thiét dé thyc hién dang ky luu dong tai nha riéng hodc tai dia diém t6
chuc dang ky luu dong, bdo dam thuén lgi cho nguoi dan.

Tai dia diém ding ky ho tich luu dong, cong chirc tu phap - ho tich huéng dan
ngudi yéu cau dién ddy du thong tin trong To khai ddng ky khai sinh; kiém tra cac
gidy to 1am co sé cho viéc dang ky khai sinh.

- Trong thoi han 02 ngay 1am viéc, ké tir ngay tiép nhan di ho so, cong chirc tu
phap - ho tich bao cdo Chu tich Uy ban nhan dan cap xi. Truong hop Chu tich Uy ban
nhan dan dong ¥ giai quyét thi ky Gidy khai sinh cap cho nguoi c6 yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan du ho so, cong chic tu phéap - ho
tich dem theo Giay khai sinh va S6 dang ky khai sinh dé tra két qua cho nguoi c6 yéu
cau tai dia diém dang ky luu dong; cong chiic tu phap - ho tich ghi ndi dung dang ky
vao SO dang ky khai sinh, cing ngudi yéu cau ky So theo quy dinh. Tai muc “Ghi
chu” trong SO diang ky khai sinh ghi rd “Pang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chire tu phap - ho tich truc
tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng dan ngudi
d6 diém chi vao T khai. Khi tra két qua diang ky ho tich, cong chuc tu phéap - ho tich
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phai doc lai ndi dung gidy to ho tich cho ngudi yéu cau nghe va huéng dan nguoi do
diém chi vao S6 ho tich.

* Cach thure thuc hién:

- Nguoi c6 yéu cau dang ky khai tir tryc tiép thyuc hién hodc Gy quyén cho
nguoi khac thuc hién viée dang ky khai tir; q ’ ‘

- Ngudi thu:c hién viéc d?ng ky khai tir co t,hé truc ti€p noOp ho so tai BO phan
tiép nhén va tra két qua thugc Uy ban nhéan déan cap xa

* Thanh phan, so lwogng ho so:

Gidy to phai xudt trinh

- Ho chiéu hoac chirng minh nhan dan hoac thé can cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cép, con gia
tri str dung dé chimg minh vé nhan than ctia nguoi yéu cau dang ky khai sinh.

- Gidy to chiimg minh noi cu trii dé ching minh tham quyén ding ky khai sinh;
truong hop cha, me cia tré da dang ky két hon thi phai xuat trinh Gidy chiig nhéan
két hon (trong giai doan Co sé dit lidu qubc gia vé dan cu va Co so dit liéu ho tich
dién ttr toan quéc chua duogc xay dung xong va thyc hién thdng nhat trén toan qudc).

Gidy to phai nép:

- To khai ding ky khai sinh theo mau.

- Ban chinh Giay ching sinh; truong hop khong c6 Gidy chung sinh thi ndp
van ban ctia ngudi lam chimg xac nhan vé viée sinh; néu khong c6 nguoi 1am ching
thi phai ¢ gidy cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xéc
nhan cua co sd 'y té da thuc hién k¥ thuat hd trg sinh san cho viéc mang thai ho.

So luwong ho so 01 bo

* Thoi han giai quyét: 05 ngay lam viéc.

* Poi twong thue hién tha tuc hanh chinh: C4 nhan

* Co quan thye hién thu tyc hanh chinh: UBND Xa

* Két qua thye hién thua tuc hanh chinh: Gidy khai sinh

* L¢ phi (n€u co6): 5.000 dong. Mién I¢ phi do1 voi truong hop dang ky khai
sinh dung han; dang ky cho nguoi thudc gia dinh ¢6 cong voi cach mang; nguoi thudce
ho nghéo; ngudi khuyét tat.

* Tén mau don, mAu to khai (néu c6): T khai ding ky khai sinh

* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6): Khong

* Can cw phap ly cua thu tuc hanh chinh:

- Luat ho tich nam 2014;

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot s diéu va bién phap thi hanh Luat ho tich;
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- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap huéng dan
thi hanh mot sé diéu cta Ludt ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cta Chinh phi quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viée quy dinh muec thu, ché d6 thu, ndp, quan ly va st dung phi, 1¢ phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

7. Thii tuc ding ky két hon lwu dong

* Trinh tu thwe hién:

- Cong chire tu phap - ho tich cp xi duoc giao nhiém vu ding ky két hon luu
dong c6 trach nhiém chuan bi ddy du cac loai mau To khai, gidy to ho tich va diéu
kién can thiét dé thuc hién dang ky luu dong.

- Tai dia diém ding ky két hon luu dong, cong chirc tu phap - ho tich c6 trach
nhiém kiém tra, xac minh vé diéu kién két hon cta cac bén; huéng dan nguoi dan dién
day du thong tin trong To khai dang ky két hon. Néu ho so ddy dua, hop 1€, cong chirc
tu phap - ho tich tiép nhan ho so viét Phiéu tiép nhan.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc tu
phap - ho tich bao cdo Chu tich Uy ban nhan dan cép xi. Truong hop Chu tich Uy ban
nhan dan dong ¥ giai quyét thi ky cap 02 Gidy ching nhan két hon cho ngudi ¢ yéu
cau.

Cong chirc tu phap - ho tich ghi ndi dung ding ky vao S6 dang ky két hon; trao
Gidy chtrng nhan két hon cho cac bén tai dia diém dang ky luu dong; cung cac bén két
hén ky vao S6 theo quy dinh. Tai muc “Ghi chd” trong S6 dang ky két hon ghi rd
“Dang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chie tu phap - ho tich truc
tiép ghi T khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng dan nguoi
d6 diém chi vao To khai. Khi trao Gidy chimg nhan két hon, cong chirc tu phap - ho
tich phai doc lai ndi dung Gidy chimg nhan két hon cho nguoi yéu cau nghe va hudng
dan nguoi d6 diém chi vao S6 dang ky két hon.

* Cach thirc thyc hi¢n: Khong

* Thanh phan, so lwogng ho so:

Gidy to phai xudt trinh

- Hd chiéu hoac chirng minh nhan dan hoac thé cdn cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia
tri str dung dé chimg minh vé nhan than ctia ngudi c¢6 yéu cau dang ky két hon.
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- Gidy to chting minh noi cu tri d@é xac dinh tham quyén (trong giai doan Co s&
dir liéu quéc gia vé dan cu va Co s& dit liéu ho tich dién ti toan quéc chua dugc xay
dung xong va thuc hién théng nhat trén toan qubc).

Gidy to phai ndp

- To khai dang ky két hon theo mau. Hai bén nam, nit c6 thé khai chung vao
mot To khai dang ky két hon.

Y luwong hé so: 01 bo

* Thoi han giai quyét: 05 ngay lam viéc

* Poi twgng thuc hién tha tuc hanh chinh: Ca nhan

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thi tuc hanh chinh: Gidy chtng nhan két hon

* Lé phi (n€u c6): Mién I¢ phi. ,

* Tén Iqﬁu dqn, mau to khai (néu ¢o6): To khai dang ks,’/ két hon

* Yéu cau, dieéu kién thuc hién thi tuc hanh chinh (néu cd):

- Nam tir du 20 tudi trd 1én, nit tir dt 18 tudi trd 1én;

- Viéc két hon do nam va nit tu nguyén quyét dinh;

- Khong bi mat nang luc hanh vi dan su;

- Viéc két hon khong thudc mét trong cac trudong hop cAm két hon, gom:

+ Két hoén gia tao;

+ T4ao hon, cudng €p két hon, Lra dbi két hon, can trd két hon;

+ Nguoi dang c6 vo, cbd chéng ma két hon vai nguoi khac hodac chua co6 vo,
chura c6 chong ma két hon voi ngudi dang co chong, co vo;

+ Két hon giita nhimg ngudi cing dong mau vé truc hé; gitta nhitng ngudi ¢o
ho trong pham vi ba doi; gitra cha, m¢ nudi v&i con nudi; gitta nguoi da tung 1a cha,
me nuol voi con nudi, cha chéng véi con dau, me vo vGi con ré, cha duong véi con
riéng cua vg, me ké v&i con riéng cua chéng;

Nha nuoc khong thira nhdn hon nhan giita nhitng nguoi cung gioi tinh.

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bo Tu phap huéng dan
thi hanh mot s6 diéu cia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich.
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- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viée quy dinh muec thu, ché d6 thu, ndp, quan ly va st dung phi, 1¢ phi
thudc thim quyén quyét dinh cua Hoi

8. Thu tuc dang ky khai tir lvu dong

* Trinh tu thwe hién:

- Cong churc tu phép - ho tich dugc giao nhi¢m vy dang ky khai tir luu dong cé
trach nhiém chuan bi ddy da mau To khai dang ky khai tir, gidy to ho tich va diéu kién
can thiét dé thuc hién dang ky luu dong tai nha riéng hodc tai dia diém to churc dang
ky Iuvu dong, bao dam thuan loi cho nguoi dan.

- Tai dia diém dang ky khai tir lvu dong, cong chirc tu phéap - ho tich huéng dan
ngudi yéu cau dién ddy du thong tin trong To khai dang ky khai tir, kiém tra cac gidy
to lam co s& cho viée dang ky khai tr.

- Trong thoi han 02 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc tu
phap - ho tich bao cao Chu tich Uy ban nhan dan cép xi. Trudong hop Chu tich Uy ban
nhan dan dong ¥ giai quyét thi ky cap Trich lyc khai tir cho ngudi ¢6 yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan hd so, cong chirc tu phap — ho
tich dem theo Trich luc khai tir va S6 dang ky khai ttr dé tra két qua cho nguoi co yéu
cau tai dia diém ding ky luu dong; cong chirc tu phap — ho tich ghi ndi dung vao So
dang ky khai tir, cing ngudi yéu cau ky vao S6. Tai muc “Ghi cha” trong S6 dang ky
khai tir ghi 16 “DPéang ky luu dong”.

- Truong hop ngudi yéu cau khong biét chir thi cong chirc tu phap - ho tich truc
tiép ghi T khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng dan nguoi
d6 diém chi vao To khai. Khi tra két qua, cong chuc tu phap - ho tich doc lai nd1 dung
Trich luc khai tr cho ngudi yéu cau nghe va hudng din ngudi d6 diém chi vao So
dang ky khai tu.

* Cach thirc thyc hi¢n: Khong

* Thanh phan, so lwogng ho so:

Gidy to phai xudt trinh

- Hd chiéu hoac chirng minh nhan dan hoac thé cdn cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia
tri str dung dé chimg minh vé nhan than ctia ngudi c6 yéu cau dang ky khai tir;

- Gidy to ching minh noi cu tri cudi cing cua nguoi chét dé xac dinh tham
quyén (trong giai doan Co s& dit liéu qudc gia vé dan cu va Co s dit liéu ho tich dién
tr toan qudc chua duoc xay dung xong va thuc hién théng nhét trén toan qudc).

- Trudng hop khong xac dinh duoc noi cu tra cudi ciing cta nguoi chét thi xuét
trinh gidy to chimg minh noi ngudi d6 chét hodc noi phat hién thi thé ciia ngudi chét.

Gidy to phai nép
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- T khai ding ky khai tir theo mau;

- Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan c¢6 thAm quyén cép.

Y luwong hé so: 01 bé

* Thoi han giai quyét: 05 ngay lam viéc.

* Poi twgng thuc hién tha tuc hanh chinh: Ca nhan

* Co quan thye hién thu tyuc hanh chinh: UBND Xa

* Két qua thyc hién thu tyc hanh chinh: Trich lyc khai tur

* ¢ phi (n€u ¢6): 5.000 dong. Mién I¢ phi do1 voi truong hop dang ky khai tir
ding han; dang ky gho nguoi thudc gia dinh c6 cong vdi cach mang; ngudi thudc hod
nghéo; nguoi khuyeét tat. ]

* Tén mau don, mau to' khai (néu c6): To khai dang ky khai tir

* Yéu cau, dieu kién thyc hién thu tuc hanh chinh (néu cé): Khong

* Can cwr phap ly cua tha tuc hanh chinh:

- Luat hé tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap huéng dan
thi hanh mot sé diéu cta Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi, 1& phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

9. Thu tuc dang ky giam ho

* Trinh ty thuc hién:

- Ngudi ¢ yéu cau ding ky giam ho ndp ho so tai B6 phan tiép nhan va tra két
qua thudc Uy ban nhan dan cap x4 c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh
hop 1& cta gidy to trong hd so do nguoi yéu cau ndp, xuat trinh; déi chiéu thong tin
trong T khai véi gidy to trong ho so.

- Néu ho so ddy dua, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhén, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng din nguoi
nop hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu o loai gidy to,
ndi dung can bod sung, hoan thi¢n, ky, ghi rd ho, chir dém, tén cuia nguoi tiép nhan.

- H) so dang ky ho tich sau khi da duoc hudéng din theo quy dinh ma khong
duoc bd sung dy du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho so. Viée tir



http://thutuchanhchinh.haiduong.gov.vn/uploads/tp_dkkt.docx
http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

143

chéi tiép nhan ho so phai duge thé hién bang van ban, trong d6 ghi 13 1y do tir chdi,
nguoi tiép nhan ky, ghi 0 ho, chit dém, tén.

- B6 phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi chuyén giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan da hd so, néu thdy yéu cau
dang ky giam ho du diéu kién theo quy dinh phap luat thi cong chirc tu phap - ho tich
bao cao Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan déan cap
xd dong ¥ giai quyét thi cong chic tu phap - ho tich ghi va ky vao S6 dang ky giam
ho. Chu tich Uy ban nhan dan cap xa ky Trich luc dang ky gidam ho.

- Sau khi nhan S6 va Trich luc dang ky giam hg tr cong chirc tu phap — ho tich;
B6 phan tiép nhan va tra két qua hudng dan dé nguoi di dang ky giam ho ky tén vao
S6, dong thoi trao Trich luc ding ky giam ho cho ngudi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chup voi ban chinh va ky vao ban chup
xéac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vé6i thong tin trong To
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi ding ky ho tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

* Cach thure thuc hién:

- Nguoi ¢6 yéu cau dang ky giam ho truc tiép thuc hién hoic ty quyén cho
nguoi khac thye hién viéc dang ky giam ho; 7 ’ ‘

- Ngudi thu:c hién viéc d?lng ky giam ho c(),thé truc ti€p nop ho so tai BO phan
tiép nhén va tra két qua thugc Uy ban nhéan déan cap xa

* Thanh phan, so lwogng ho so:

Gidy to phai xudt trinh:
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- Ho6 chiéu hoic chirng minh nhan dan hoac thé cdn cudc cong dan hoac cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia
tri str dung dé chimg minh vé nhan than ctia ngudi c¢6 yéu cau ding ky giam ho.

- Gidy to chirmg minh noi cu tri dé xac dinh thim quyén ding ky giam ho
(trong giai doan Co s¢ dir licu quéc gia vé dan cu va Co s& dit liéu ho tich dién tir
toan qudc chua duge xdy dung xong va thuc hién théng nhét trén toan qudc).

Gidy to phai ndp

- T khai ding ky gidm ho theo mau.

- Vin ban cir ngudi giam ho theo quy dinh cta B ludt dan sy dbi voi truong
hop dang ky giam ho cur.

- Gidy to chirng minh diéu kién giam ho dwong nhién theo quy dinh cta Bo luat
dan sy d6i v6i truong hop dang ky giam ho duong nhién. Truong hop c¢6 nhiéu nguoi
cung du diéu kién lam giam ho duong nhién thi ndp thém van ban théa thuan vé viée
cur mot ngudi lam giam ho duong nhién.

- Vian ban uy quyén theo quy dinh ctia phap luat trong truong hop ty quyén
thue hién viéc dang ky giam ho. Truong hop ngudi duge Gy quyén 13 ong, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy quyén khong
phai cong chung, ching thuc, nhung phai co gidy to chimg minh méi quan hé voi
ngudi iy quyén.

S6 lugng ho so: 01 bd

* Thoi han giai quyét: 03 ngay lam viéc ké tir ngay coéng chirc tu phap — ho
tich nhan du ho so hop 1€.

* Poi twgng thuc hién tha tuc hanh chinh: Ca nhan

* Co quan thye hién thi tuc hanh chinh: UBND Xa

* Két qua thyc hién thi tyc hanh chinh: Trich lyc dang ky giam ho

* Lé phi (n€u c6): Micn 1¢ phi

* Tén mau don, mau to' khai (néu c6): To khai dang ky giam ho.

* Yéu cau, dieu kién thuc hién thi tuc hanh chinh (néu cd): Khong

* Can cwr phap ly cua tha tuc hanh chinh:

- B§ luat Dan su;

- Luat hé tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi
tiét mot sd diéu va bién phap thi hanh Luat ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap huéng dan
thi hanh mot sé diéu cia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich.



http://thutuchanhchinh.haiduong.gov.vn/uploads/tp_dkgh.docx
http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

145

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viéc quy dinh muec thu, ché do thu, ndp, quan ly va st dung phi, 1€ phi

10. Thii tuc ding Ky cham dirt giam hd

* Trinh tu thwe hién:

- Ngudi ¢ yéu cau dang ky cham dut giam ho ndp hd so tai Bo phan tiép nhan
va tra két qua thudc Uy ban nhan dan cap xi c6 tham quyén.

- Nguoi tiép nhén c¢6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh
hop 1¢ cta gidy to trong hd so do nguoi yéu cdu ndp, xuat trinh; déi chiéu thong tin
trong T khai v6i gidy to trong ho so.

- Néu ho so ddy dua, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhén, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chwa day du, hoan thién thi huéng din nguoi
nop hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu o loai gidy to,
ndi dung can bd sung, hoan thi¢n, ky, ghi rd ho, chir dém, tén ctia nguoi tiép nhan.

- H6 so sau khi dd duoc hudng dan theo quy dinh ma khong dugc bd sung day
du, hoan thién thi nguoi tiép nhén tir chdi tiép nhéan ho so. Viée tir chdi tiép nhéan ho
so phai dugc thé hién bang vin ban, trong d6 ghi 16 1y do tir chdi, ngudi tiép nhan ky,
ghi r6 ho, chit dém, tén.

- B phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 02 ngay, ké tir ngay nhan du ho so, néu thdy yéu cau ding ky
chdm dut giam ho du diéu kién theo quy dinh phap luat thi cong chic tu phap - ho
tich bio cdo Chii tich Uy ban nhan déan cdp xa. Truong hop Chu tich Uy ban nhan dan
cap xa dong ¥ giai quyét thi cong chirc tu phéap - ho tich ghi vao S6 va ky vao S6 ding
ky cham dut giam ho. Chu tich Uy ban nhan dan cap xa cap Trich luc ding ky chidm
dut giam ho cho ngudi yéu cau.

- Sau khi nhan S6 va Trich luc dang ky chdm dit giam ho tir cong chie tu phap
— ho tich; Bo phan tiép nhén va tra két qua huéng dan dé nguoi di dang ky cham duat
giam ho ky tén vao SO, déng thoi trao Trich luc dang ky chdm dirt giam ho cho nguoi
di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir sd gbe hoic
ban sao dugc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, di chiéu ban chup voi ban chinh va ky vao ban chup



146

xéac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vé6i thong tin trong To
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi ding ky ho tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai ndp.

* Cach thure thuc hién:

- Nguoi co yéu cau dang ky cham dut giam ho truc tiép thuc hién hoic oy
quyén cho nguoi khac thyc hién viée dang ky cham dut giam ho; , ‘

- Nguoi thyc hién viée dang ky cham dut giam ho c6 thé truc tiép ndp ho so tai
B0 phén tiép nhan va tra két qua

* Thanh phan, so lwogng ho so:

Gidy to phai xudt trinh

- Ho chiéu hoic chirng minh nhan dan hoac thé can cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cép, con gia
tri str dung dé ching minh vé nhan than cua ngudi ¢ yéu cau ding ky cham dut giam
ho.

Trudng hop giri ho so qua hé théng buu chinh thi phai giri kém theo ban sao co
chtg thuc gidy to phai xuat trinh néu trén.

Gidy to phai ndp

- T khai dang ky cham dut giam ho theo mau.

- Giéy to 1am can ¢t chdm dut giam hd theo quy dinh cua B luat dan su.

- Vin ban uy quyén theo quy dinh ctia phap luat trong truong hop Gy quyén
thue hién viéc ding ky chdm dut giam ho. Trudng hop ngudi duoc uy quyén 1a ong,
ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van ban uy
quyén khong phai cong ching, ching thuc, nhung phai co gidy to chimg minh mbi
quan hé v&i nguoi Gy quyén.

S6 luong ho so: 01 bd

* Thoi han giai quyét: 02 ngay lam viéc ké tir ngdy cong chire tu phap — ho
tich nhan d’ﬁ ho so hop €.

* Poi twgng thuc hién thu tuc hanh chinh: Ca nhan

* Co quan thye hién thu tyc hanh chinh: UBND Xa ,

* Két qua thye hién tha tuc hanh chinh: Trich luc dang ky cham dat giam ho

* L€ phi (n€u c0): Mién I¢ phi
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* Tén mau don, miu to khai (néu ¢6): To khai déng ky cham dut gidm ho.

* Yéu cau, diéu kién thuc hién thi tuc hanh chinh (né€u cd): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

- B0 luat Dan su;

- Luat ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia B Tu phap huéng dan
thi hanh mot s6 diéu ciia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 dicu va bién phéap thi hanh Luat ho
tich.

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viée quy dinh muec thu, ché do thu, ndp, quan ly va st dung phi, 1¢ phi
thudc tham quyén quyét dinh ciia Hoi dong nhan dan tinh Hai Duong.

11. Thi tuc thay doi, cai chinh, b6 sung h tich

* Trinh ty thue hién:

- Ngudi c6 yéu cau thay doi, cai chinh, bo sung hd tich ndp ho so tai B phan
tiép nhan va tra két qua thudc Uy ban nhan dan cap xa c¢6 tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bd ho so, xac dinh tinh
hop 1& cta gidy to trong hd so do nguoi yéu cau ndp, xuat trinh; déi chiéu thong tin
trong T khai véi gidy to trong hd so.

- Néu ho so day du, hop 1&, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng din nguoi
ndp hd so bod sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu ro loai gidy to,
ndi dung can bo sung, hoan thién, ky, ghi rd ho, chir dém tén cta nguoi tiép nhan.

- H6 so sau khi da duoc hudng dan theo quy dinh ma khong duge bo sung day
du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan hd so. Viée tir chdi tiép nhan hod
so phai duoc thé hién bang vin ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky,
ghi r6 ho, chitr dém, tén.

- B6 phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Hd so tiép nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi chuyén giao trude 15 gid va ho so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viéc ké tir ngdy nhan du gidy to theo quy dinh ddi
v6i yéu cau thay doi, cai chinh ho tich; ngay trong ngay lam viéc ddi véi yéu cau bd
sung ho tich; néu thay viéc thay doi, cai chinh, bd sung ho tich 1a ¢ co sd, phu hop
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vo1 quy dinh cua phap luat dan su va phap luat c¢6 lién quan, cong chirc tu phap - ho
tich bao cdo Chil tich Uy ban nhan déan cap xa. Truong hop Cha tich Uy ban nhan dan
cap xa dong ¥ giai quyét thi ky Trich luc ho tich twong umg (Trich luc thay doi ho
tich/Trich luc cai chinh ho tich/Trich luc bd sung ho tich); cong chirc tu phép - ho tich
ghi noi dung thay doi, cai chinh, bo sung ho tich vao S6 va ky vao S6 diang ky thay
dbi, cai chinh, b6 sung ho tich, xac dinh lai dan toc.

Truong hop thay d6i, cai chinh, bo sung thong tin ho tich lién quan dén Giay
khai sinh, Gidy ching nhan két hon thi cong chirc tu phap - ho tich ghi ndi dung thay
d6i, cai chinh ho tich vao Gidy khai sinh, Gidy chimg nhan két hon; bo sung thong tin
ho tich vao muc twong tng va dong dau vao ndi dung bo sung.

- Sau khi tiép nhan két qua tu cong chirc tu phap — ho tich; BO phan tiép nhan
va tra két qua hudng dan dé ngudi di dang ky thay doi, cai chinh, bo sung ho tich, xac
dinh lai dan toc ky tén vao S6, dong thoi trao Trich luc dang ky ho tich twong tmg cho
nguoi dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chup voi ban chinh va ky vao ban chup
xéac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vé6i thong tin trong To
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi ding ky ho tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

* Cach thure thuc hién:

- Nguoi c6 yéu cau dang ky thay doi, cai chinh, bo sung hd tich tryc tiep thyc
hién hodc uy quyén cho ngudi khac thuc hiér}. 7 7

- Nguoi thue hién viée dang ky thay doi, cai chinh, bo sung h¢ tich ¢6 thé truc
tiép nop ho so tai Bo phén tiép nhén va tra két qua.

* Thanh phan, so lwogng ho so:

Gidy to phai xudt trinh
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- Ho6 chiéu hoic chirng minh nhan dan hoac thé cdn cudc cong dan hoac cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia
tri sir dung dé chirg minh vé nhan than cua ngudi co yéu cau ding ky thay doi, cai
chinh, bd sung ho tich.

- Gidy to chtirng minh noi cu tra dé xac dinh tham quyén dang ky thay doi, cai
chinh, bo sung hd tich (trong giai doan Co s¢ dit liéu qubc gia vé dan cu va Co so dit
lidu ho tich dién tir toan qudc chua duge xay dung xong va thuc hién thong nhét trén
toan qudc).

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6
chtng thuc cac gidy to phai xuét trinh néu trén.

Gidy to phai ndp

- To khai dang ky thay di, cai chinh, bo sung ho tich, xac dinh lai dan toc theo

- Giéy to lam cdn cu thay ddi, cai chinh, bd sung ho tich.

- Vian ban uy quyén theo quy dinh ctia phap luat trong truong hop ty quyén
thuc hién viéc dang ky thay doi, cai chinh, bd sung ho tich. Trudng hop ngudi duoc
ty quyén la ong, ba‘l cha, me, con, vo, chong, anh, chi, em rudt cua ngudi uy quyén
thi van ban uy quyén khong phai cong chu:ng, chtng thuc, nhung phai co gidy to
ching minh mbi quan hé véi ngudi ay quyeén.

S6 lugng ho so: 01 bd

* Thoi han giai quyet

- 03 ngay lam viéc doi voi yéu cau thay doi, cai chinh ho tich; truong hop phai
xéac minh thi thoi han giai quyét khong qua 06 ngay lam viéc ké tir thoi diém cong
chtrc tu phap - ho tich nhan du hd so hop I¢.

- Ngay trong ngay 1am viéc d6i v6i yéu ciu bd sung hd tich, truong hop nhan
hé so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am viéc
tiép theo.

* Poi twong thwe hién thi tuc hanh chinh: C4 nhan

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Trich lyc thay d6i ho tich/Trich luc
cai chinh ho tich/Trich luc bd sung ho tich.

* L¢ phi (néu ¢6): 10.000 dong. Mién 18 phi cho nguoi thude gia dinh c6 cong
voi cach mang; nguoi thudc ho ngheo; nguoi khuyét tat.

* Tén mau don, méu to khai (néu c6): TO khai dang ky thay d6i, cai chinh, bd
sung hd tich, x&c dinh lai dan tdc.

* Yéu cau, diéu kién thue hién thii tuc hanh chinh (néu c6): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

- B0 luat Dan su;
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- Luat hd tich nam 2014;

- Nghi dinh s 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 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap huéng dan
thi hanh mot sé didu cta Ludt ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché do thu, ndp, quan 1y va s dung phi, 1& phi
thudc tham quyén quyet dinh ctia Hoi ddng nhan déan tinh Hai Duong.

12. Thii tuc cap Gidy x4c nhan tinh trang hon nhin

* Trinh ty thuc hién:

- Nguoi c6 yéu cau cip Gidy xac nhan tinh trang hon nhan ndp hd so tai Bo
phan tiép nhan va tra két qua thuéc Uy ban nhan dan cap xi c6 tham quyén.

- Ngudi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, ddi chiéu thong
tin trong T& khai va tinh hop 18 cua gidy to trong hd so do nguoi yéu cdu ndp, xuat
trinh.

- Néu ho so ddy du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhén, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chwa day du, hoan thién thi huéng din nguoi
nop hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu o loai gidy to,
ndi dung can bod sung, hoan thi¢n, ky, ghi rd ho, chitr dém tén cuia nguoi tiép nhan.

- Néu ho so sau khi da dugc hudng dan ma khong dugc bo sung day di, hoan
thién thi nguoi tiép nhan tir chdi tiép nhan ho so va 1ap van ban tir chdi tiép nhan hd
s0, trong d6 ghi rd 1y do tir chdi, ky, ghi rd ho, chit dém, tén cua nguoi tiép nhan.

- B phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan da hd so hop 18, cong chirc
tu phap - ho tich kiém tra, x4c minh tinh trang hon nhan ctia ngudi ¢ yéu cau.

Truong hop ngudi yéu cau xac nhan tinh trang hon nhan da timg dang ky
thudng tra tai nhiéu noi khac nhau thi ngudi d6 c6 trach nhiém chimg minh vé tinh
trang hon nhan cta minh. Truong hop nguoi yéu cau khong chimg minh dugc thi
cong chire tu phéap - ho tich bao cao Chu tich Uy ban nhan dan cp xi c6 vin ban dé
nghi Uy ban nhan din cap xi noi ngudi d6 da timg diang ky thuong tra tién hanh kiém
tra, xac minh vé tinh trang hon nhan cua ngudi do.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

151

Trong thoi han 03 ngay lam viéce, ké tur ngay nhan dugc van ban dé nghi, [qu
ban nhan dan cap xa dugc yéu cau, tién hanh kiém tra, xac minh va tra 10i bang van
ban vé tinh trang hon nhan trong thoi gian thudng trd tai dia phuong ctia ngudi ¢6 yéu
cau.

- Néu két qua kiém tra, xac minh cho thiy nguoi yéu cau c6 du diéu kién, viéc
cap Gidy xac nhan tinh trang hon nhan 1a phu hop quy dinh phap luat thi céng chuc tu
phap - ho tich trinh Chi tich Uy ban nhan dan ky 01 ban Gidy xac nhén tinh trang hon
nhan.

- Sau khi nhan két qua tir cong chuc tu phap — ho tich, Bo phan tiép nhan va tra
két qua trao Gidy xac nhén tinh trang hon nhan cho ngudi yéu cau.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, di chiéu ban chyup voi ban chinh va ky vao ban chup
xac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vé6i thong tin trong To
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Ngudi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi diang ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

* Cach thirc thyc hién: ’

- Nguoi c6 yéu cau cap Gidy xac nhén tinh trang hon nhan tryc ti€p thuc hién
hodc uy quyén cho nguoi khac thyuc hién yéu cau cap Giay xac nhan tinh trang hon
nhan;

- Ngu’(‘)’i thue hién yéu cau cap Gidy Xac nhan tinh trang hon nhan co thé truc
tiép ndp ho so tai by phdn ti€p nhan va tra két qua

* Thanh phan, so lwong ho so:

Gidy to phai xudt trinh

- Hd chiéu hoic chirng minh nhan dan hoac thé can cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép, con gia
tri str dung dé chimg minh vé nhan than ctia nguoi c6 yéu cau cap Gidy xac nhan tinh
trang hon nhan.
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- Gidy to ching minh noi cu tra cua nguoi yéu cau cdp Gidy xac nhan tinh
trang hon nhan dé xac dinh tham quyén (trong giai doan Co s¢ dir liéu qudc gia vé
dan cu va Co sé dir 1icu ho tich dién tir toan quéc chua dugc xay dung xong va thuc
hién thong nhét trén toan qudc).

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6
chung thyc céc gidy to phai xuat trinh néu trén.

Gidy to phai ndp

- To khai cp Gidy xac nhén tinh trang hon nhan theo mau;

- Truong hop ngudi yéu cau cap Gidy xac nhan tinh trang hon nhan da c6 vo
hodc chong nhung da ly hon hoic ngudi vo/chong di chét thi phai xuit trinh (ban
chinh) hodc ndp ban sao gidy to hop 1é dé chimg minh;

- Cong dan Viét Nam di ly hon, hity viée két hon ¢ nudc ngoai thi phai ndp ban
sao Trich luc ghi chu ly hon.

- Trudng hop yéu ciu cap lai Gidy xac nhan tinh trang hon nhan dé sir dung vao
muc dich két hon v6i nguoi khac v6i nguoi da ghi trong phan muyc dich sir dung cua
Gidy xac nhdn tinh trang hon nhin dugc cip trude ddy hoidc do Gidy xac nhan tinh
trang hon nhan da hét thoi han s dung theo quy dinh thi phai nop lai Gidy xac nhan
tinh trang hon nhan da duogc cap trudce day.

S6 lugng ho so: 01 bd

* Thoi han giai quyét: 03 ngay lam viée ké tir thoi diém cong chire tu phap —
ho tich nhan du ho so hop 1€. Truong hop phai gui van ban xac minh thi thot han giai
quyet khong qua 06 ngay lam viéc (khong tinh thoi gian gui van ban yéu cau xac
minh va thoi gian gui van ban tra 1oi két qua xac minh qua hé thong buu chinh).

* Poi twgng thue hién tha tuc hanh chinh: Ca nhan

* Co quan thyue hién thi tuc hanh chinh: UBND Xa

* Két qua thuce hién thu tuc hanh chinh: Giay xac nhan tinh trang hon nhan

* Lé phi (néu ¢6): 10.000 dong. Mién 1¢ phi cho ngudi thudc gia dinh ¢ cong
vo1 cach mang; nguo1 thugc hd nghéo; nguoi khuyét tat.

* Tén mau don, mAu to khai (néu ¢6): To khai cap Gidy xac nhan tinh trang
hoén nhéan. . . ]

* Yéu cau, dieéu kién thuc hién thi tuc hanh chinh (néu cd):

Truong hop yéu cau xac nhén tinh trang hon nhan nhim muc dich két hon thi
ngudi yéu cau phai dap tmg du diéu kién két hon:

- Nam tir du 20 tudi trd 1én, nit tir ¢ 18 tudi trd 1én;

- Viéc két hon do nam va nit tu nguyén quyét dinh;

- Khong bi mét nang luc hanh vi dan sy;

- Viéc két hon khong thude mot trong cac trudng hop cim két hon, gom:

+ Két hon gia tao, ly hon gia tao;
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+ Tao hon, cudng ép két hon, lira di két hon, can trd két hon;

+ Nguoi dang c6 vo, co chéng ma két hon vai nguoi khac hoac chua co6 vo,
chua c6 chong ma két hon véi ngudi dang c6 chdng, co vo;

+ Két hon gitra nhitg nguoi cing dong mau vé truc hé; giita nhitng ngudi co
ho trong pham vi ba doi; gitra cha, me nudi vé1 con nudi; gilta nguot da tung 1a cha,
me nudl véoi con nudi, cha chéng véi con diu, me vo voi con ré, cha duong véi con
riéng cua vg, me ké véi con riéng cua chf‘mg;

Nha nuoc khong thira nhdn hon nhan giita nhitng nguoi cung gioi tinh.

* Can cwr phap ly cua thu tuc hanh chinh:

- Luat hon nhan va gia dinh nam 2014;

- Luat hd tich nam 2014;

- Nghi dinh s 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 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap huéng dan
thi hanh mot sé diéu cta Ludt ho tich va 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;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viée quy dinh muec thu, ché d6 thu, ndp, quan ly va st dung phi, 1¢ phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong

13. Thu tuc dang ky lai khai sinh

* Trinh ty thue hién:

- Ngudi ¢6 yéu cau dang ky lai khai sinh ndp ho so tai Bo phan tiép nhan va tra
két qua thuoc Uy ban nhan dan cip xi c6 tham quyén.

- Ngudi tiép nhéan c6 trach nhiém kiém tra ngay toan bo hd so, ddi chiéu thong
tin trong T& khai va tinh hop 18 cua gidy to trong hd so do nguoi yéu cau ndp, xuét
trinh.

- Néu ho so day du, hop 1¢, ngudi tiép nhan hd so viét gidy tiép nhén, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chwa day du, hoan thién thi huéng din nguoi
nop hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu ro loai gidy to,
ndi dung can bod sung, hoan thi¢n, ky, ghi rd ho, chir dém tén cuia nguoi tiép nhan.

- H6 so sau khi dd duoc hudng dan theo quy dinh ma khong dugc bd sung day
du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan hd so. Viée tir chdi tiép nhan hd
so phai dugc thé hién bang van ban, trong d6 ghi 16 1y do tir chdi, ngudi tiép nhan ky,
ghi r6 ho, chit dém, tén.
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- B6 phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: HO so tiép nhén trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi chuyén giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc tu
phap - ho tich kiém tra, xc minh hd so.

Truong hop viée dang ky lai khai sinh duoc thuc hién tai Uy ban nhan déan cap
xa khong phai noi dang ky khai sinh trude day thi cong chirc tu phap — ho tich bao
c4o Chu tich Uy ban nhan déan cap xa c6 vian ban dé nghi Uy ban nhan dan cap x4 noi
dang ky khai sinh truéc day kiém tra, xac minh vé viéc luu gilt s6 ho tich.

Trong thoi han 05 ngay lam viéce, ké tur ngay nhan dugc van ban dé nghi, Uy
ban nhan dan noi di dang ky khai sinh trudc day tién hanh kiém tra, xac minh va
tra 101 béng véan ban vé viéc con luu gilt hodc khong luu gilt dugc s6 ho tich.

Trong thoi han 03 ngay lam viéce, ké tir ngay nhan duoc két quéa xac minh vé
viéc khong con luu gitt duogc s6 ho tich tai noi da dang ky khai sinh, néu théy viéc
dang ky lai khai sinh chinh xéac, dung quy dinh phap luat, cong chirc tu phép - ho tich
bao cdo Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan
dong ¥ giai quyét thi cong chirc tu phap - ho tich ghi ndi dung khai sinh vao S6 va ky
vao S6 dang ky khai sinh. Chu tich Uy ban nhan dan ky Giay khai sinh cho nguoi c6
yéu cau.

- Sau khi nhén két qua tir cong chue tu phap — ho tich; Bo phan tiép nhan va tra
két qua hudng dan dé nguoi di dang ky lai khai sinh ky tén vao SO, ddng thoi cap
Gidy khai sinh cho nguoi duoc ding ky khai sinh.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chyup voi ban chinh va ky vao ban chup
xéac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xudt trinh, ddi chiéu vé6i thong tin trong TS
khai va tra lai cho ngudi xuét trinh, khong duoc yéu cau ngudi dang ky ho tich ndp
thém ban sao gidy to d6. Ngudi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xut trinh dé luu hd so.
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+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi ding ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

* Cach thure thuc hién:

- Nguoi c6 yéu cau dang ky lai khai sinh tryc tiép thuc hién hodc iy quyén cho
nguoi khac thuc hién viéc dang ky lai khai sinh; 7 , ‘

- Ngudi thu:c hién dang 19'/ lai khai sinh c6 thé truc ti€p ndp ho so tai B§ phan
tiép nhén va tra két qua thugc Uy ban nhan

* Thanh phan, so lwogng ho so:

Gidy to phai xudt trinh

- Ho chiéu hoac chirng minh nhan dan hoac thé can cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cép, con gia
tri str dung dé chimg minh vé nhan than ctia nguoi c6 yéu cau diang ky lai khai sinh.

- Gidy to chtirng minh noi cu tri dé xac dinh thim quyén dang ky lai khai sinh
(trong giai doan Co s¢ dir licu qué)c gia vé dan cu va Co s& dit liéu ho tich dién tir
toan qubc chua dugce xay dung xong va thue hién thong nhat trén toan qubc).

Trudng hop giri ho so qua hé théng buu chinh thi phai giri kém theo ban sao co
chtng thuc cc gidy to phai xuat trinh néu trén.

Gidy to phai np

- To khai diang ky lai khai sinh theo mau, trong d6 c6 cam doan ctia ngudi yéu
cau vé viéc da dang ky khai sinh nhung khong luu gitt dugc ban chinh Giay khai sinh.

- Ban sao toan bo hd so, gidy to clia nguoi yéu cau hodc ho so, gidy to, tai lidu
khac trong d6 c6 thong tin lién quan dén nodi dung khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan c6 thim quyén cua Viét Nam cap (ban sao
duoc cong chung, ching thyuc hop 1€, ban sao duoc cap tir SO ding ky khai sinh).

+ Ban chinh hodc ban sao gidy to ¢ gia tri thay thé Gidy khai sinh duoc cép
trudc nam 1945 ¢ mién Bac va trudc nam 1975 & mién Nam.

+ Truong hop ngudi yéu cau khong co gidy to trén thi gidy to do co quan ¢
tham quyén ctia Viét Nam cap hop 18 sau ddy 1a co s dé xac dinh ndi dung ding ky
lai khai sinh: Giéy chirng minh nhan dan, Thé can cudc cong dan hoac HO chiéu; S6
ho khau, S6 tam tra, gidy to chimg minh vé noi cu trii; Bang t6t nghiép, Gidy chiing
nhan, Ching chi, Hoc ba, Ho so hoc tap do co quan dao tao, quan 1y gido duc cé tham
quyén cép hoac xac nhan; Giéy to khac co6 thong tin vé ho, chit dém, tén, ngay, thang,
nam sinh cua ca nhan; Giéy to chimg minh quan hé cha con, me con.

Ngudi yéu cau ding ky khai sinh ¢ trach nhiém ndp day du ban sao cac gidy to
néu trén (néu cd) va phai cam doan da ndp du cic gidy to minh co. Trudng hop ngudi
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yéu cau dang ky khai sinh cam doan khong dung su that, ¢6 ¥ chi ndp ban sao gidy to
¢6 loi dé dang ky khai sinh thi viéc dang ky khai sinh khong co gié tri phap ly.

- Truong hop nguoi yéu cau dang ky lai khai sinh 1 can bo, cong chirc, vién
chtrc, nguot dang cong tac trong luc lugng vii trang thi phai ¢6 van ban xac nhan cua
Thu trudng co quan, don vi vé viéc nhitng ndi dung khai sinh cta ngudi d6 gém ho,
chitr dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quéc tich; qué quan; quan hé
cha - con, me - con phut hop véi hd so do co quan, don vi dang quan 1y.

- Vian ban uy quyén theo quy dinh ctia phap luat trong truong hop oy quyén
thuc hién viéc dang ky lai khai sinh. Trudng hop ngudi dugce uy quyén 1a ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy quyén
khong phai cong chung, ching thuc, nhung phéi ¢6 gidy to chimg minh mdi quan hé
v6i ngudi ty quyén.

So luong hd so: 01 bod

* Thoi han giai quyét: 05 ngay lam viée tinh tir thoi diém cong chire tu phap —
ho tich nhan du ho so hop 1€. Truong hop phai c6 van ban xac minh thi thoi han giai
quyét khong qua 13 ngay lam viéc (khong tinh thoi gian gui van ban yéu cau xac
minh va thoi gian gui van ban tra 1oi két qua xac minh qua hé thong buu chinh).

* Poi twgng thue hién tha tuc hanh chinh: Ca nhan

* Co quan thyue hién thi tuc hanh chinh: UBND Xa

* Két qua thyc hién thi tuc hanh chinh: Gidy khai sinh

* L€ phi (n€u c6): 5.000 dong. Mién 1¢ phi cho nguoi thude gia dinh c6 cong
voi cach mang; nguoi thudc ho ngheo; nguoi khuyet tat.

* Tén mau don, mau to khai (néu c6): To khai dang ky lai khai sinh

* Yéu cau, diéu kién thuc hién thui tuc hanh chinh (néu co):

- Viéc khai sinh dd duoc dang ky tai co quan c6 thAm quyén ctia Viét Nam
trudc ngay 01/01/2016 nhung S6 ding ky khai sinh va ban chinh Giay khai sinh déu
bi mat.

- Nguoi ¢6 yéu cau con song tai thoi diém yéu cau dang ky lai.

* Can cwr phap ly cua tha tuc hanh chinh:

- Luat hd tich nam 2014;

- Nghi dinh s 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 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap huéng dan
thi hanh mot sé diéu cta Ludt ho tich va 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;
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- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viée quy dinh muec thu, ché d6 thu, ndp, quan ly va st dung phi, 1¢ phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

14. Thii tuc ding Ky khai sinh cho nguwoi da c6 ho so, gidy to ca nhan

* Trinh tu thwe hién:

- Cong dan Viét Nam cu tru trong nudc, sinh trudc ngay 01/01/2016, chua
dugc dang ky khai sinh, co hd so, giéy td ca nhan (ban chinh hodc ban sao duogc
chtng thuc hop 18) nhu: gidy to tiy than; S6 ho khau; S6 tam tra; gidy to khac do co
quan nha nudc ¢6 thim quyén cua Viét Nam cép c6 yéu cau ding ky khai sinh nop hd
so tai BO phan tiép nhén va tra két qua thudc Uy ban nhan dan cép Xa cO thAm quyén.

- Ngudi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, ddi chiéu thong
tin trong T& khai va tinh hop 18 cua gidy to trong hd so do nguoi yéu cau ndp, xuat
trinh.

- Néu ho so ddy dua, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhén, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chwa day du, hoan thién thi huéng din nguoi
nop hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu o loai gidy to,
ndi dung can bod sung, hoan thi¢n, ky, ghi rd ho, chitr dém tén cuia nguoi tiép nhan.

- Ho so dang ky khai sinh sau khi da dugc hudng dan theo quy dinh ma khong
duogc bd sung d::iy du, hoan thién thi nguoi tiép nhén tir chdi tiép nhan ho so. Viée tir
chéi tiép nhan ho so phai duge thé hién bang van ban, trong d6 ghi 1d 1y do tir chdi,
nguoi tiép nhan ky, ghi rd ho, chir dém, tén.

- B phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc tu
phap - ho tich kiém tra, xac minh hd so. Trong truong hop can thiét, cong chirc tu
phap - ho tich bao cdo Chu tich Uy ban nhan dan cdp xi c6 van ban dé nghi Uy ban
nhan din cap xi noi cu tri trude ddy clia ngudi yéu cau dang ky lai khai sinh dé kiém
tra, xac minh vé viéc ding ky khai sinh va viéc luu giit s6 ho tich.

Trong thoi han 05 ngay lam viéce, ké tur ngay nhan dugc van ban dé nghi, Uy
ban nhan dan cdp xi noi ngudi yéu cau dang ky khai sinh cu tr trude ddy tién hanh
kiém tra, xac minh va tra 101 bang van ban vé viéc ngudi yéu cau di duoc ding ky
khai sinh hay chua dugc dang ky khai sinh; vi¢c con luu gitr hoac khong luu gitr duoc
s0 hd tich.
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Trong thoi han 03 ngay lam viéc, ké tur ngay nhan duoc két qua xac minh, néu
thdy hod so ding ky khai sinh 1 day du, chinh xac, dung quy dinh phap luat, cong chirc
tu phap - ho tich bao cdo Chu tich Uy ban nhan dan cip xa. Trudng hop Chu tich Uy
ban nhan dan cdp xd dong ¥ giai quyét thi cong chirc tu phép - ho tich ghi ndi dung
khai sinh vao S6 va ky tén vao S6. Chu tich Uy ban nhan dan cip xi ky Gidy khai
sinh cho nguo1 duge dang ky khai sinh.

- Sau khi nhan két qua tuir cong chue tu phap — ho tich; Bo phan tiép nhan va tra
két qua hudng dan dé nguoi di dang ky khai sinh ky tén vao So, dong thoi trao Gidy
khai sinh cho nguoi di dang ky khai sinh.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chyup voi ban chinh va ky vao ban chup
xéac nhan vé viéc di d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vé6i thong tin trong To
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Ngudi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi diang ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

* Cach thure thuc hién:

- Nguoi ¢6 yéu cau dang ky khai sinh tryc tiép thuc hién hodc iy quyén cho
nguoi khac thyc hién vi¢e dang ky khai sinh; 7 , ‘

- Ngudi thu:c hién viéc d?lng ky khai sinh cg') thé truc ti€p nop ho so tai BO phan
tiép nhén va tra két qua thugc Uy ban nhéan dan cap xa.

* Thanh phan, so lwogng ho so:

Gidy to phai xudt trinh

- Ho chiéu hoic chirng minh nhan dan hodc thé can cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cép, con gia
tri st dung dé chtrng minh vé nhan than cta ngudi co yéu cau dang ky khai sinh (gidy
to tuy than).
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- Gidy to ching minh noi cu trd dé xac dinh thim quyén dang ky khai sinh
(trong giai doan Co s¢ dir licu quéc gia vé dan cu va Co s& dit liéu ho tich dién tir
toan qudc chua duge xdy dung xong va thuc hién théng nhét trén toan qudc).

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6
chung thyc céc gidy to phai xuat trinh néu trén.

Gidy to phai ndp

- T khai ding ky khai sinh theo mau.

- Vin ban cam doan ciia ngudi yéu cau vé viéc chua dugc dang ky khai sinh.

- Ban sao toan bo hd so, gidy to ctia ngudi yéu cau hodc hd so, gidy to, tai liéu
khac trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gdm: Gidy chimg minh
nhan dan, Thé can cudc cong dan hoac HO chiéu; S6 ho khau, S6 tam tru, giéy to
chirng minh vé noi cu tra; Béng tdt nghiép, Giéy chirng nhan, Chung chi, Hoc ba, HO
so hoc tip do co quan dao tao, quan 1y gido duc c6 thim quyén cip hodc xac nhan;
Giéy to khac co thong tin vé ho, chir dém, tén, ngay, thang, ndm sinh cua ca nhan;
Gidy to ching minh quan hé cha con, me con.

- Trudng hop ngudi yéu cau dang ky khai sinh 1a can b, cong chirc, vién chic,
nguoi dang cong tac trong luc lugng vii trang thi phai ¢c6 van ban xac nhan cua Thu
truong co quan, don vi vé viéc nhitng ndi dung khai sinh ctia nguoi d6 gdm ho, chir
dém, tén; gid1 tinh; ngay, thang, ndm sinh; dan tdc; quéc tich; qué quan; quan h¢ cha -
con, me - con phu hop véi hd so do co quan, don vi dang quan 1y.

- Vian ban uy quyén theo quy dinh ctia phap luat trong truong hop oy quyén
thuc hién viée dang ky khai sinh. Trudng hop nguoi dugce Gy quyén 1a 6ng, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy quyén khong
phai cong chung, ching thuc, nhung phai co gidy to chimg minh méi quan hé voi
ngudi iy quyén.

So lugng ho so: 01 bd

* Thoi han giai quyét: 05 ngay lam viée ké tir thoi diém cong chire tu phap —
ho tich nhan du ho so hop 1€. Truong hop phai ¢6 van ban xac minh thi thoi han giai
quyét khong qua 13 ngay lam viéc (khong tinh thoi gian gui van ban yéu cau xac
minh va thoi gian gui van ban tra 1oi két qua xac minh qua hé thong buu chinh).

* Poi twgng thuce hién tha tuc hanh chinh: Ca nhan

* Co quan thye hién thi tuc hanh chinh: UBND Xa

* Két qua thyc hién thi tuc hanh chinh: Gidy khai sinh

* L€ phi (n€u c6): 5.000 dong. Mién 1¢ phi cho nguoi thude gia dinh c6 cong
vO1 cach mang; nguo1 thugc ho nghéo; nguoi khuyet tat.

* Tén mau don, mau to' khai (n€u c6): To khai dang ky khai sinh

* Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu cd): Khong

* Can ctr phap ly cua thua tuc hanh chinh:
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- Luat hd tich nam 2014;

- Nghi dinh s 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 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap huéng dan
thi hanh mot sé didu cta Ludt ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viée quy dinh muec thu, ché do thu, ndp, quan ly va st dung phi, 1¢ phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

15. Thii tuc ding Ky lai két hon

* Trinh tu thwe hién:

- Ngudi ¢6 yéu cau ding ky lai két hon ndp hd so tai B6 phan tiép nhan va tra
két qua thuoc Uy ban nhan dan cip xi c6 tham quyén.

- Nguoi tiép nhén c¢6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh
hop 1& cta gidy to trong hd so do nguoi yéu cdu ndp, xuat trinh; déi chiéu thong tin
trong T khai vé6i gidy to trong ho so.

- Néu ho so ddy du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhén, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chwa day du, hoan thién thi huéng din nguoi
nop hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu o loai gidy to,
ndi dung can bod sung, hoan thi¢n, ky, ghi rd ho, chitr dém tén cuia nguoi tiép nhan.

- HO so sau khi da duoc huéng dan ma khong dugc bo sung day du, hoan thién
thi nguoi tiép nhan tr chdi tiép nhan hd so va lap van ban tur choi tiép nhan ho so,
trong d6 ghi 16 1y do tir chdi, ky, ghi 1 ho, chit dém, tén ctia ngudi tiép nhén.

- B phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc tu
phap - ho tich kiém tra, xac minh hd so.

Truong hop viée dang ky lai két hon thuc hién tai Uy ban nhan dan cip xa
khong phai noi di ding ky két hon trude day thi cong chirc tu phép - ho tich bao cao
Chu tich Uy ban nhén dan c6 vin ban dé nghi Uy ban nhan dan noi dang ky két hon
trude day kiém tra, xac minh vé viéc luu gilt s6 ho tich tai dia phuong.
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Trong thoi han 05 ngay lam viéce, ké tur ngay nhan dugc van ban dé nghi, [qu
ban nhan dan noi da dang ky két hon trude day tién hanh kiém tra, xac minh va tra 1oi
bang van ban vé viéc con luu giit hodc khong luu giit duoc s6 ho tich.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duogc két qua xac minh vé
viéc khong con luu gilt dugc so ho tich tai noi da ding ky két hon, néu thiy ho so day
du, chinh xac, dang quy dinh phap luat thi cong chirc tu phéap - ho tich bao cao Chu
tich Uy ban nhan dan cép xa. Truong hop Chu tich Uy ban nhan dan cap xi dong y
giai quyét thi cong chire tu phap — ho tich ghi viéc két hon vao S6 dang ky két hon,
cung hai bén nam, nit ky tén vao S0; hai bén nam, nit cing ky vao Gidy chimg nhan
két hon; Chu tich Uy ban nhan dan cap xa to chuc trao Gidy chimg nhan két hon cho
hai bén nam, ntr.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, di chiéu ban chyup voi ban chinh va ky vao ban chup
xac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xuat trinh, ddi chiéu vé6i thong tin trong To
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Ngudi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi ding ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

* Cach thirc thyc hién:

Nguoi co yéu cau dang ky lai ket hon truc tlep nop ho so tai BO phén tiép nhan
va tra két qua thude Uy ban nhéan dan cap xa c6 tham quyen (bén nam hodc bén nir c6

thé truc tiép ndp ho so ma khong can ¢6 van ban ty quyén cua bén con lai).
* Thanh phan, ) luwgng ho so:

Gidy to phai xudt trinh

- Ho chiéu hoic chirng minh nhan dan hoac thé can cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cép, con gia
tri str dung dé chimg minh vé nhan than ctia nguoi c6 yéu cau diang ky lai két hon.

- Gidy to chtrng minh noi cu trii dé xac dinh thAm quyén trong trudng hop viée
dang ky lai két hon thyc hién tai Uy ban nhan dan cap xa khong phai 1a noi dang ky
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két hon trude ddy (trong giai doan Co so dit liéu qudc gia vé dan cu va Co so dir lidu
ho tich dién tir toan qubc chua dugce xay dung xong va thuc hién théng nhét trén toan
qude).

Gidy to phai nép

- To khai dang ky lai két hon theo mau;

- Ban sao Gidy chung nhan két hon duoc cap trude ddy. Néu khong c6 ban sao
Gidy chimg nhan két hon thi ndp ban sao hd so, gidy t& ca nhan co cac thong tin lién
quan dén noi dung ding ky két hon.

So luong hd so: 01 bod

* Thoi han giai quyét: 05 ngay lam viée tinh tir thoi diém cong chire tu phap —
ho tich nhan du ho so hop 1€. Truong hop phai ¢6 van ban xac minh thi thoi han giai
quyét khong qua 13 ngay lam viéc (khong tinh thoi gian gui van ban yéu cau xac
minh va thoi gian gui van ban tra 1oi két qua xac minh qua hé thong buu chinh).

* Poi twgng thue hién tha tuc hanh chinh: Ca nhan

* Co quan thyue hién thi tuc hanh chinh: UBND Xa ,

* Két qua thyc hién thi tyc hanh chinh: Gidy ching nhéan két hon

* Lé phi (n€u c6): 25.000 dong. Mién 1€ phi cho nguoi thudce gia dinh ¢6 cong
voi cach mang; nguoi thudc ho ngheo; nguoi khuyet tat. ,

* Tén mau don, mau to khai (néu c6): To khai dang ky lai két hon

* Yéu cau, diéu kién thuc hién thui tuc hanh chinh (néu co):

- Viéc két hon da duoc ding ky tai co quan c6 thAm quyén ctia Viét Nam trudc
ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy ching nhan két hon
déu bi mat.

- Nguoi yéu cau ding ky lai két hon con song vao thoi diém yéu cau ding ky
lai két hon.

* Can cwr phap ly cua thid tuc hanh chinh:

- Luat hd tich nam 2014;

- Luat hon nhan va gia dinh 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;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap huéng dan
thi hanh mot sé diéu cta Luat ho tich va 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;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viée quy dinh muec thu, ché d6 thu, ndp, quan ly va st dung phi, 1¢ phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

16. Thu tuc dang ky lai khai tw
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* Trinh ty thuc hién:

- Ngudi c6 yéu cau dang ky lai khai tir nop hd so tai BO phan tiép nhan va tra
két qua thuoc Uy ban nhan dan cip xi c6 tham quyén.

- Ngudi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, ddi chiéu thong
tin trong T& khai va tinh hop 18 cua gidy to trong hd so do nguoi yéu cdu ndp, xuat
trinh.

- Néu ho so day dua, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhén, trong d6
ghi 18 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng din nguoi
ndp hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu ro loai gidy to,
ndi dung can bd sung, hoan thi¢n, ky, ghi rd ho, chir dém, tén ctia nguoi tiép nhan.

- Ho so sau khi dd duoc hudng dan ma khong dugc bo sung day du, hoan thién
thi nguoi tiép nhan tir chdi tiép nhan hd so va lap van ban tur chdi tiép nhan ho so,
trong do6 ghi 1o 1y do tur chdi, ky, ghi 10 ho, chit dém, tén cua nguoi tiép nhan.

- B phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
bubi sang, ho so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Néu thiy thong tin khai tir ¢y du va phu hop, cong chirc tu phéap - hd tich bao
c4o Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan cap xa
ddng ¥ giai quyét thi cong chirc tu phap - ho tich ghi vao S6 ky vao S6 ding ky khai
tir. Chu tich Uy ban nhan déan cap x4 ky trich luc khai tir cho nguoi di dang ky khai ti.

- Sau khi nhan két qua tuir cong chuce tu phap — ho tich; Bo phan tiép nhan va tra
két qua hudng dan dé nguoi di dang ky khai tir ky tén vao S6, dong thdi cp Trich luc
khai tir cho nguo1 duge dang ky khai tir.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chup voi ban chinh va ky vao ban chup
xéac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xudt trinh, ddi chiéu vé6i thong tin trong TS
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau ngudi diang ky ho tich nop
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thém ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi ding ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

* Cach thure thuc hién:

- Nguoi c6 yéu cau dang ky lai khai tir tryc tiép thuc hién hodc iy quyén cho
nguoi khac thye hién viée dang ky lai khai tu; 9 ‘ ’

—’Ngu’(‘)’i thure hiél} viéc dang ky lai khai tir ¢6 thé ndp ho so truc tiép tai Bo
phén tiép nhén va tra két qua thuoc Uy ban nhan dan

* Thanh phan, so lwogng ho so:

Gidy to phai xudt trinh

- Ho chiéu hoic chirng minh nhan dan hoac thé cidn cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cép, con gia
tri str dung dé chimg minh vé nhan than ctia nguoi co yéu cau dang ky lai khai tu;

Trudng hop giri ho so qua hé théng buu chinh thi phai giri kém theo ban sao co
chtg thuc gidy to phai xuat trinh néu trén.

Gidy to phai np

- To khai ding ky lai khai tir theo mau;

- Ban sao Gidy chung tir trude ddy duoc cip hop 18. Néu khong ¢ ban sao
Gidy ching tir trude day duge cap hop 1& thi ndp ban sao ho so, gidy to lién quan c6
ndi dung ching minh su kién chét.

- Vin ban uy quyén theo quy dinh ctia phap luat trong truong hop Gy quyén
thue hién viée dang ky lai khai tir. Truong hop ngudi duge ty quyén 1a ong, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy quyén khong
phai cong chimg, ching thuc, nhung phai c6 gidy to chimg minh mdi quan hé véi
nguoi oy quyén.

S6 lugng ho so: 01 bd

* Thoi han giai quyét: 05 ngay lam viéc tinh tir thoi diém cong chirc tu phap -
ho tich nhan du ho so hop 1€. Truong hop can xac minh thi thoi han giai quyét khong
qua 10 ngay lam viéc.

* Poi twgng thuc hién thu tuc hanh chinh: Ca nhan

* Co quan thye hién thu tyc hanh chinh: UBND Xa

* Két qua thye hién tha tuc hanh chinh: Trich luc khai tur

* L€ phi (n€u ¢o6): 5.000 dong. Mién 1€ phi cho ngudi thude gia dinh ¢6 cong
v6i cach mang; ngu’(n thugc h ngheo; nguoi khuyét tat

* Tén mau don, miu to khai (néu ¢6): To khai ding ky lai khai tir
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* Yéu cau, diéu kién thye hién thi tuc hanh chinh (néu c6): Viéc khai tir da
duoc dang ky tai co quan c6 tham quyén cua Vi€t Nam trudc ngay 01/01/2016 nhung
S6 dang ky khai tir va ban chinh Giay chung tir déu bi mat.

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap huéng dan
thi hanh mot sé didu cta Ludt ho tich va Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cia UBND tinh Hai
Duong vé viée quy dinh muec thu, ché do thu, ndp, quan ly va st dung phi, 1¢ phi
thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

17. Thii tuc cap ban sao trich luc hd tich

* Trinh ty thwce hién:

- Nguoi cé yéu cau cép ban sao trich luc ho tich nop ho so tai Bo phan tiép
nhan va tra két qua thuéc Co quan quan 1y Co so dit liéu ho tich c6 tham quyén.

Trudng hop co quan, t6 chirc ¢6 thAm quyén dé nghi cip ban sao trich
luc ho tich ctia ¢4 nhan thi giri van ban yéu cau néu 1d 1y do cho Co quan quan ly Co
s& dir 1iéu ho tich.

- Ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu thong tin trong Td khai va
tinh hop 1¢ cua gidy to do ngudi yéu cau xuét trinh hodc nop.

- Néu ho so day da, hop 18, ngudi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 3 ngdy, gid tra két qua; néu ho so chua day du, hoan thién thi hudéng dan ngudi
ndép hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan
thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu rd loai gidy to,
ndi dung can bo sung, hoan thi¢n, ky, ghi rd ho, chir dém, té€n ctia nguoi tiép nhan.

- H6 so yéu cau cap ban sao trich luc sau khi d3 dugc huéng dan theo quy dinh
ma khong dugce bd sung diy du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan ho
so. Viéc tir chéi tiép nhan ho so phai duoc thé hién bang vin ban, trong d6 ghi rd 1y
do tir chdi, nguoi tiép nhan ky, ghi 16 ho, chit dém, tén.

- Ngay sau khi tiép nhin ho so, néu thdy ho so diy du va phu hop, cong chirc
lam cong tac ho tich can ctr vao Co s¢ dir liéu ho tich, ghi nd1 dung ban sao trich luc
ho tich, bao cdo Thu truéng co quan quan 1y co sé dir li€u hd tich ky ban sao trich luc
hd tich.
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- Ban sao Trich luc ho tich chuyén téi Bo phan tiép nhan va tra két qua dé tra
cho ngudi yéu cau.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, di chiéu ban chyup voi ban chinh va ky vao ban chup
xac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy to xudt trinh, ddi chiéu vé6i thong tin trong TS
khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi diang ky ho tich nop
thém ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi diang ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

* Cach thurc thuc hién:

- Nguoi ¢6 yéu cau cap ban sao trich luc hd tich tryc tiép thyc hién hodc iy
quyén cho nguoi khac thyc hién yéu cau cap ban sao trich luc h¢ tich. , ‘

- Nguoi thuc hién yéu cau cap ban sao trich luc h¢ tich c6 thé tryc tiép ndp ho
s0; co quan, to choe. .

* Thanh phan, so lwong ho so:

Gidy to phai xudt trinh:

- Hd chiéu hoic chirng minh nhan dan hodc thé can cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép, con gia
tri str dung dé ching minh vé nhan than ctia nguoi ¢ yéu cau cip ban sao trich luc ho
tich.

Truong hop giri ho so qua hé théng buu chinh thi phai giri kém theo ban sao co
chtng thuc gidy to phai xuét trinh néu trén.

Gidy to phai ndp

- T& khai cap ban sao trich lyc ho tich theo mau d6i véi trudng hop ngudi yéu
cau 1 c4 nhan.

- Vin ban yéu cau cip ban sao trich luc ho tich néu 13 1y do trong trudng hop
ngudi yéu cau 1a co quan, to chirc.
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- Vian ban uy quyén theo quy dinh ctia phap luat trong truong hop oy quyén
thuc hién yéu cau cap ban sao trich luc ho tich. Truong hop nguoi duge uy quyén 1a
ong, ba, cha, me, con, vo, chéng, anh, chi, em rudt ctia nguoi uy quyén thi van ban uy
quyén khong phai cong ching, chimg thuc, nhung phai co gidy to chimg minh mdi
quan hé véi nguoi Gy quyén.

So luong hd so: 01 bod

* Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan ho
so sau 15 gio ma khong giai quyét duge ngay thi tra két qua trong ngay lam viéc tiép
theo.

* Poi twong thue hién thi tuc hanh chinh: Ca nhan

* Co quan thye hién thu tuc hanh chinh: UBND Xa

* Keét qua thyce hién thu tuc hanh chinh: Ban sao trich luc ho tich

* Lé phi (néu ¢6): 3.000 dong/1 ban sao; Mién 1¢ phi cho ngudi thudc gia dinh
cO cong vo1 cach mang; ngu:di thudc ho nghéo; nguoi khuyét tat.

*Tén mau don, mau to' khai (néu ¢6): To khai cap ban sao trich luc ho tich

* Yéu chu, diéu kién thue hién thi tuc hanh chinh (neu c0): Khong

* Can cwr phap ly cua thu tuc hanh chinh:

- Luat hd tich nam 2014;

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot s6 didu va bién phap thi hanh Luat ho tich;

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap huéng dan
thi hanh mot sd diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phit quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cua UBND tinh

Hai Duong vé viéc quy dinh mirc thu, ché do thu, ndp, quan 1y va str dung phi,

1& phi thudc thim quyén quyét dinh ciia Hoi dong nhan déan tinh Hai Duong.

18. Lién thong thu tuc hanh chinh veé dang ky Kkhai sinh, dang Ky thwong
trua, cap thé bao hiém y té cho tré em duwdi 6 tuoi

* Trinh tu thue hién:

- Ngudi ¢ yéu cau ndp ho so tai Bo phan tiép nhan va tra két qua theo co ché
“Mot cira” cia Uy ban nhan dan cip xa.

- Can b, cong chuc tiép nhan ho so c6 trach nhiém kiém tra gidy to trong ho
so, néu ho so dﬁy du, hop 1¢ thi tiép nhan va tam thu 1¢ phi dang ky thuong tra cho tré
em theo quy dinh, déng thoi viét giéy nhan hod so, hen tra két qua tung loai viéc cho
nguoi di dang ky; néu ho so thiéu hodc khong hop 18 thi hudng dan ngudi co yéu cau
bd sung hoan thién ho so; van ban hudng dan phai ghi day du, ro rang loai gidy to can
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b6 sung, hoan thién; can bo tiép nhan hd so ky, ghi rd ho tén va giao cho ngudi nop
hé so.

Truong hop hd so khong thude tham quyén giai quyét thi giai thich, huéng dan
nguoi di dang ky dén dung co quan c6 thim quyén giai quyét theo quy dinh.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chuc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
bubi sang, hd so tiép nhan dau gio chiéu thi chuyén giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Cong chirc Tu phap - ho tich cap xa dang ky khai sinh cho tré em ngay trong
ngay tiép nhan hd so.

- Sau khi cong chirc Tu phap — ho tich cap xa thyc hién viéc dang ky khai sinh
va cép Giéy khai sinh cho tré em, can bd, cong chirc dugc giao nhiém vu lap hd so
dang ky thuong tra kém theo 18 phi chuyén cho co quan Cong an c6 thim quyén, cu
thé: Pia ban huyén thi chuyén cho Cong an xa, thi trin thudc huyén; dia ban thi xa,
thanh phé thudc tinh, quan, huyén, thi xa thudc thanh phé tryc thudc trung wong thi
chuyén cho Céng an cap huyén dé dang ky thudng tra cho tré em; dong thoi 1ap ho so
cép Thé bao hiém y té chuyén cho Bao hiém xa hoi cip huyén dé cdp Thé bao hiém y
té cho tré em.

- Co quan Cong an, co quan Bao hiém xa hoi kiém tra hd so, néu thy day du,
hop 18 thi thyc hién dang ky thuong tra (trong thoi han 15 ngay), cip Thé bao hiém y
té cho tré em (trong thoi han 10 ngay).

Truong hop ho so chua day du thi thong béo cho Uy ban nhan dan cap x4 biét,
hoan thién.

- Co quan Cong an, Bao hiém xa hoi chuyén tra két qua ding ky thuong tru,
Thé bao hiém y té cho tré em vé Uy ban nhan déan cap xa.

- B phan tiép nhén va tra két qua theo co ché “Mot cura” tai ﬁy ban nhan dan
cap x4 tra két qua cho nguoi cd yéu cau.

Khi tra Giay khai sinh cho ngudi c6 yéu cau, cong chic Tu phap — ho tich ghi
vao So dang ky khai sinh, yéu cau ngudi c6 yéu cau ky tén vao SO dang ky khai sinh
va Gidy khai sinh.

* Cach thire thye hién: -Nguoi co yéu cau thuc hién tryc tiép hodc uy quyén
cho r}gubi khac thuc hién tai BO phan tiép nhan va tra két qua theo co ché “Mot ctra”
cua Uy ban nhan dan cap xa. .

* Thanh phan, so lwogng ho so:

Thanh phan h so:

- To khai ding ky khai sinh theo mau quy dinh.
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- Gidy chung sinh do co so y té noi tré em sinh ra cip; néu tré em sinh ra ngoai
co sO y té thi gidy chimg sinh duoc thay bang vin ban xac nhin cta nguoi lam chimg;
truong hop khong co nguoi lam ching thi ngudi di khai sinh phai lam gidy cam doan
vé viée sinh 1a ¢6 thuc. Ddi véi truong hop tré em bi bo roi thi ndop bi€n ban vé viée
tré em bi bo roi thay cho gidy ching sinh.

- Phiéu béo thay doi ho khau, nhan khau (theo mau quy dinh); S6 ho khau cua
cha, me (ban chinh) hoac S6 ho khau cta me (ban chinh) ddi voi truong hop tré em
dang ky thudng tra theo me hodc S6 hd khau cia cha (ban chinh) ddi véi trudng hop
tré em dang ky thuong tr theo cha hodc S6 ho khau cua nguoi nudi dudng, chim soc
tré (ban chinh) ddi véi trudng hop tré em khong dang ky thuong tri theo cha, me, ban
sao Gidy khai sinh cua tré.

+ Trudng hop tré em khong dang ky thudng tra cing hd khau véi cha, me ma
dang ky thuong tra theo ho khau cuia ngudi khac thi ngoai ban sao Gidy khai sinh,
phaicoy kién bﬁng van ban cua cha, me, c6 xac nhan cua Uy ban nhan dan cép xa, ¥
kién dong y ctia chit ho va S6 ho khau cia chu ho (ban chinh).

- To khai tham gia bao hiém y té, Danh sach dé nghi cip thé bao hiém y té cho
tré em dudi 6 tudi cia Uy ban nhan dan cap x4 (theo mau quy dinh).

So luong hd so: 01 bo.

* Thoi han giai quyét:

- Thot han thuc hién lién thong cac tha tuc hanh chinh dang ky khai sinh, dang
ky thuong tré, cip thé bao hiém y té cho tré em dudi 6 tudi téi da khong qua 20 ngay
1am viéc, ké tir ngay ndp du ho so theo quy dinh.

- Truong hop ho so, théng tin chua day du hodc chwa ding quy dinh ma Bo
phan tiép nhan va tra két qua cua Uy ban nhan dan cap xa phai hoan thién ho so, bo
sung thong tin theo yéu cau ciia co quan Cong an, co quan Bao hiém xa hoi thi thoi
han giai quyét duoc kéo dai thém khong qua 02 ngdy 1am viéc.

- Pdi v6i cac xa cach xa try s& co quan Bao hiém x4 hoi cép huyén hodc co
quan Cong an cap huyén tir 50 km trd 1én, giao thong di lai khé khan, chua duogc két
ndi Internet thi thoi han tra két qua duoc kéo dai thém nhung khong qua 05 ngay lam
viéc.

- Can ¢ vao tinh hinh thuc té, cac dia phuong co thé quy dinh cu thé thoi han
thuc hién I’ién thong céc thu tuc hanh chinh ngén hon thoi han ti da néu trén.

* Poi twgng thuc hién tha tuc hanh chinh: Ca nhan

* Co quan thyc hién tha tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Glay khai sinh (ban chinh), S6 ho
khau da dang ky thuong tra cho tré em va Thé bao hiém y té.
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* L¢ phi (néu ¢6): 5.000 dong. Mién 18 phi d6i véi truong hop khai sinh ding
han, nguoi thude gia dinh ¢ cong voi cach mang; ngudi thue h nghéo; ngudi
khuyet tat. - Bang ky thuong tra: 15.000 dong/1an dang ky thuong tra nhung khong
cap sO ho khéu tai cac phudng ndi thanh thudc thanh phé Hai Duong. 7.000 dong/lan
ding ky d6i voi cac khu vuc con lai. Khong thu 16 phi dang ky cu trii d6i voi cac
truong hop: Con dudi 18 tudi cia liét si; con dudi 18 tudi ciia thuong binh; ho gia
dinh thudc dién x04 do6

* Tén méiu don, miu to khai (neu c0):

- T khai dang ky dang ky khai sinh (Mau TP/HT-2012-TKKS.1).

- Phiéu béo thay d6i ho khau, nhan khau (Mau HK02 ban hanh theo Thong tu
s6 36/2014/TT-BCA ngay 09/9/2014).

- T khai tham gia bao hiém xa hoi, bao hiém y té (Mau sb: TK1-TS).

- Danh sach ngudi tham gia bao hiém y t& (Mau D03-TS).

* Yéu clu, diéu kién thwe hién thi tuc hanh chinh (néu cé):

- Viéc dang ky khai sinh cho tré em dudi 6 tudi thudc thim quyén giai quyét
ctia Uy ban nhan dan cap xa.

- Céc co quan c6 thim quyén thuc hién lién thong cac thu tuc hanh chinh phai
cung thudc dia ban mot huyén, thi xa, thanh phé thudc tinh cua tinh hodc cung thudc
dia ban mgt quan, huyén, thi xa ctia thanh phé truc thudc trung uong.

* Can cw phap ly cua thua tuc hanh chinh:

- Luat Cu trd nam 2006 (duoc stra ddi, bod sung tai Luat stra dodi, bod sung mot )
diéu cta Luat Cu tra nim 2013);

- Luét Bao hiém y té nam 2008 (dugc stra ddi bo sung tai Luat stra ddi, bd sung
mdt sd diéu cua Luét Bao hiém y té nam 2014);

- Luat hd tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi
tiét mot s diéu va bién phap thi hanh Luat ho tich;

- Nghi dinh sb 31/2014/ND-CP ngay 18 thang 4 nim 2014 cua Chinh phu quy
dinh chi tiét mot sé diéu va bién phap.

_19. Lién thong cac thi tyc hanh chinh vé dang Ky khai sinh, cap Thé biao
hiém y té cho tré em dwéi 6 tuoi

* Trinh tu thue hién:

- Ngudi cd yéu cau ndp hd so tai Bo phan tiép nhan va tra két qua theo co ché
“Mot ctra” ctia Uy ban nhan dan cép xa.

- Can by, cong chirc tiép nhan hd so c6 trach nhiém kiém tra gidy to trong hd
s0, néu hd so dﬁy du, hop 1€ thi tiép nhén, viét giéy nhan ho so, hen tra két qua tung
loai viéc cho nguoi di dang ky; néu hd so thiéu hoic khong hop 1¢ thi hudng dan
ngudi c6 yéu cau bo sung hoan thién hd so; van ban hudng din phai ghi dy du, rd
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rang loai giéy tr can bd sung, hoan thi¢n; can bd tiép nhéan ho so ky, ghi 10 ho tén va
giao cho nguoi nop ho so.

- Cong chuc Tu phép - ho tich cap xa dang ky khai sinh cho tré em ngay trong
ngay tiép nhan ho so;

- Sau khi cong chirc Tu phap — ho tich cap xa thyc hién viéc dang ky khai sinh
va cép Giéy khai sinh cho tré em, can bd, cong chirc duoc giao nhiém vu lap 1ap hd so
cép Thé bao hiém y té chuyén cho Bao hiém xa hoi cip huyén dé cp Thé bao hiém y
té cho tré em.

- Co quan Béo hiém xa hoi kiém tra hd so, néu thay day du, hop 1é thi thuc hién
cap Thé bao hiém y té cho tré em (trong thoi han 10 ngay).

Truong hop ho so chua day du thi thong béao cho Uy ban nhan dan cap x4 biét,
hoan thién.

- Co quan Bao hiém xa hoi chuyén tra Thé bao hiém y té cho tré em vé Uy ban
nhan dan cap xa.

- B phan tiép nhén va tra két qua theo co ché “Mot cura” tai Uy ban nhan dan
cap x4 tra két qua cho nguoi ¢ yéu cau.

Khi tra Giay khai sinh cho ngudi c6 yéu cau, cong chic Tu phap — ho tich ghi
vao So dang ky khai sinh, yéu cau ngudi c6 yéu cau ky tén vao SO ding ky khai sinh
va Gidy khai sinh.

* Cach thue thuc hlen Nguoi co yeu cau truc tlep hoac uy quyen cho nguoi
khac thyc hién tai Bo phén tiép nhan va tra két qua tai Uy ban nhan dan céap xA.

* Thanh phan, s0 lwgng ho so:

Thanh phan hd so

- T& khai ding ky khai sinh theo mau quy dinh.

- Gidy chumng sinh do co s6 y té noi tré em sinh ra cip; néu tré em sinh ra ngoai
co sO v té thi gidy chimg sinh duoc thay bang vin ban xac nhin cta nguoi lam chimg;
truong hop khong c6 nguoi lam ching thi ngudi di khai sinh phai lam gidy cam doan
vé viéc sinh 1a c6 thuc. D6i véi trudng hop tré em bi bo roi thi ndp bién ban vé viée
tré em bi bo roi thay cho gidy ching sinh.

- To khai tham gia bao hiém y té, Danh sach dé nghi cap thé bao hiém y té cho
tré em dudi 6 tudi ciia Uy ban nhan dan cp xa (theo mau quy dinh).

So luong hd so: 01 bo.

* Thoi han giai quyét: )

- Thbi han, thuc hién lién thong géc ’thﬁ tuc hanh chinh dang ky khai sinb, cap
thé bao hiém y t€ cho tré em dudi 6 tudi toi da khong qua 15 ngay lam viée, ké tur
ngay ndp du ho so theo quy dinh.
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- Truong hop ho so, théng tin chua day du hodc chwa ding quy dinh ma Bo
phan tiép nhan va tra két qua cua Uy ban nhan dan cap xa phai hoan thién ho so, bo
sung thong tin theo yéu cau clia co quan Bao hiém xa hoi thi thoi han giai quyét duoc
kéo dai thém khong qua 02 ngay lam viéc.

- Ddi v6i cac x4 cach xa try s& co quan Bao hiém x4 hoi cap huyén tir 50 km
trd 1én, giao thong di lai kho khan, chua dugce két ndi Internet thi thoi han tra két qua
duoc kéo dai thém nhung khong qua 05 ngay lam viée. - Can ¢ vao tinh hinh thuc té,
cac dia phucmg o thé quy dinh cuy thé thoi han thuc hién lién thong céc thu tuc hanh
chinh ngan hon thot han to1 da néu trén.

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Gidy khai sinh (ban chinh) va Thé
béo hiém y té.

* L¢ phi (néu c6): 5.000 dong. Mién 18 phi d6i voi truong hop khai sinh ding
han, nguo1 thudc gia dinh c6 cong véi cach mang; ngudi thudc hd ngheo; nguoi
khuyét tat. 3 )

* Tén mau don, mau to khai (néu c6):

- To khai dang ky dang ky khai sinh (Mau TP/HT-2012-TKKS.1).

- To khai tham gia bao hiém x3 hoi, bao hiém y t& (Mau sb: TK1-TS).

- Danh sach nguoi tham gia bao hiém y té (Mau D03-TS)

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu c6): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

- Luét Bao hiém y t& nam 2008 (duogc sura doi bd sung tai Luat stra doi, bo sung
mdt s6 diéu cua Luit Bao hiém y té nam 2014);

- Nghi dinh s6 158/2005/ND-CP ngay 27/12/2005 cua Chinh phil vé dang ky,
quan ly ho tich;

- Nghi dinh s6 06/2012/ND-CP ngay 02/02/2012 ctia Chinh phi stra doi, bd
sung mot sb diéu cua cac Nghi dinh vé ho tich, hon nhan va gia dinh va ching thuc;

XVI - Linh vye chirng thuc

1. Thi tuc chitng thue hop dong, giao dich lién quan dén tai san 13 dong
sin, quyén sir dung dit va nha ¢

* Trinh ty thuc hién:

+ Ngudi yéu cau ching thue ndp 01 bd hd so yéu cau chimg thuc.

+ Nguoi thue hién ching thue kiém tra gidy to trong hd so yéu cau ching thuc,
néu day du, tai thoi diém chimg thuc cic bén tham gia hop dong, giao dich tu nguyén,
minh man va nhan thirc, 1am chu duoc hanh vi ctia minh thi thuc hién chimng thuc.

+ Cac bén tham gia hop ddong, giao dich phai ky trudc mat ngudi thuce hién
chtng thyc. Truong hop nguoi ¢ thim quyén giao két hop dong cua cac to chirc tin
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dung, doanh nghiép di ding ky chir ky mau tai co quan thuc hién ching thuc thi c6
thé ky trudc vao hop doéng; ngudi thuc hién ching thuc phai ddi chiéu chir ky cia ho
trong hop dong véi chit ky mau trudce khi thyc hién chimg thuc, néu nghi ngd chir ky
trong hop dong khac véi chir ky mau thi yéu cau ngudi d6 ky trude mit.

+ Truong hop nguoi yéu cau chimg thuc khong ky duoc thi phai diém chi; néu
nguoi d6 khong doc dugce, khong nghe dugc, khong ky, khong diém chi duoc thi phai
c6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai ¢6 du nang lyc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén hop dong, giao dich. Nguoi lam
chting do nguoi yéu cau chung thuc b tri. Trudng hop ngudi yéu cau ching thuc
khong bd tri dugc thi d& nghi co quan thuc hién chung thuc chi dinh ngudi lam
ching.

+ Nguoi thyc hién ching thyc ghi 10 chimg twong Gmg véi ting loai hop dong,
giao dich theo mau quy dinh; ky, ghi rd ho tén, déng du cta co quan thyc hién ching
thue va ghi vao so chimg thuc. Dbi véi hop dong, giao dich c6 tir 02 (hai) trang tro
1én, thi timg trang phai duoc danh s6 thtr tw, ¢6 chir ky ciia ngudi yéu cau chimg thuc
va nguoi thuc hién chung thuc; ) luong trang va 101 ching dugc ghi tai trang cudi
ctia hop dong, giao dich. Trudng hop hop dong, giao dich c6 tir 02 (hai) to trd 1én thi
phai dong dau giap lai.

+ Trong trudng hop nguodi yéu cau ching thuc khong thong thao tiéng Viét thi
phai c6 nguot phién dich. Nguoi phién dich phai 1a nguoi ¢6 nang luc hanh vi dan su
day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu
cau chung thuc str dung. Nguoi phién dich do ngudi yéu cau ching thue moi hodc do
co quan thyuc hién chung thyc chi dinh. Thu lao phién dich do nguoi yéu cau ching
thyc tra. Nguoi phién dich ¢6 trach nhiém dich déy du, chinh xac nd1 dung ctua hop
ddng, giao dich, ndi dung 10i chimg cho ngudi yéu cau chimg thuc va ky vao ting
trang hop ddng véi tu cach 1a nguoi phién dich.

- Céch thuc thyc hién: Nop hd so truc tiép tai [qu ban nhan dan cép xa. Viéc
chtng thuc cac hop dong, giao dich lién quan dén quyén ctia nguoi str dung dat duoc
thue hién tai Uy ban nhan dan cip x3 noi c6 dat. Viéc chimg thuc cac hop dong, giao
dich lién quan dén nha ¢ duoc thuc hién tai Uy ban nhan dan cép x4 noi1 ¢6 nha.

* Cach thire thye hién: Nop hé so truc tiép tai Phong Tu phap.

* Thanh phan, so lwgng ho so:

- Thanh phén, s6 luong hd so:

Nguoi yéu cau ching thue nop 01 (mot) bo hd so yéu cau chung thue, gdm céac
gidy to sau day:

+ Du thao hop déng, giao dich;
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+ Ban sao Giéy chirng minh nhan dan hoac HQ chiéu con gia tri st dung cua
ngudi yéu cau chimg thuc (xuat trinh kém theo ban chinh dé déi chiéu);

+ Ban sao gidy chimg nhan quyén sd hitu, quyén str dung hoic ban sao gidy to
thay thé duoc phap luat quy dinh ddi véi tai san ma phéap luat quy dinh phai dang ky
quyén so hitu, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai
san d6 (xudt trinh kém theo ban chinh dé dbi chiéu).

* Thoi han giai quyét: Khong qua 02 (hai) ngay 1am viéc, ké tir ngay nhan du
hé so yéu céu chtng thuc hoic c6 thé kéo dai hon theo thoa thuan bang vin ban voi
nguoi yéu cau ching thue. Truong hop keo dai thoi han giai quyét thi nguoi tlep nhan
ho so phai co phiéu hen ghi rd thoi gian (gid, ngdy) tra két qua cho ngudi yéu cau
chung thuc.

* Poi twong thuwe hién thi tuc hanh chinh: Ca nhan, t6 chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Hop dong, giao dich duoc ching
thuc

* L phi | (neu c0): 50.000 dong/hop ddng, giao dich
* Tén mau don, mau to khai (néu c6): Khong

* Yéu cau, diéu kién thue hién thii tuc hanh chinh (néu c6): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pht1 vé cp ban sao
tir ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 20/2015/ND-CP ngay 29/12/2015 ctia B6 Tu phép quy dinh chi
tiét va huéng dan thi hanh mot s diéu cuia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctiia Chinh phu vé cip ban sao tir ban chinh, ching thyc chit ky va chimg
thue hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi ching thuc.

2. Thu tuc chirng thue di chuc

* Trinh ty thwe hién:

+ Nguoi yéu cau chimg thuc ndp 01 bd ho so yéu cau chimg thuc.

+ Nguoi thuc hién chung thuc kiém tra gidy to trong hd so yéu cau ching thuc,
néu dﬁy du, tai thoi diém chimg thuc nguoi lap di chiic ty nguyén, minh man va nhan
thire, Iam chu dugc hanh vi cia minh thi thuc hién ching thuc.

+ Nguoi lap di chic phai ky trudc mat ngudi thuc hién ching thuc.

+ Trudng hop nguoi yéu cau chimg thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi dugc thi phai
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c6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai ¢6 du ndng lyc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén giao dich. Nguoi lam ching do
ngudi yéu cau chimg thyc bd tri. Trudng hop ngudi yéu cau ching thuc khong bé tri
duoc thi dé nghi co quan thuc hién chirng thuc chi dinh nguoi lam ching.

+ Ngudi thyc hién ching thyc ghi 16i chting theo mau quy dinh; ky, ghi rd ho
tén, dong ddu ctia co quan thyc hién chimg thyc va ghi vao s6 ching thue. Doi véi di
chuc c6 tir 02 (hai) trang tro 1én, thi timg trang phai dugc danh sb tht tu, c¢6 chir ky
clia nguoi yéu cau chimg thuc va nguoi thuc hién ching thuc; sé luong trang va 1oi
chtng dugc ghi tai trang cudi ca di chic. Truong hop di chic ¢6 tir 02 (hai) to trd
1én thi phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi
phai c6 nguot phién dich. Nguoi phién dich phai 1a nguoi ¢6 nang luc hanh vi dan su
day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu
cau chung thuc str dung. Nguoi phién dich do ngudi yéu cau ching thue moi hodc do
co quan thyc hién chung thyc chi dinh. Thu lao phién dich do nguoi yéu cau ching
thyc trd. Nguoi phién dich c6 trach nhiém dich dﬁy du, chinh xac ndi dung cua di
chuc, ndi dung 161 chimg cho nguoi yéu cau chimg thuc va ky vao timg trang di chuc
vOi tu cach 1a nguoi phién dich.

* Cach thire thye hién: Nop ho so truc tiép tai Uy ban nhan dan cap xa.

* Thanh phan, so lwgng ho so:

Nguoi yéu cau ching thue nop 01 (mot) bo hd so yéu cau chung thue, gdm céac
gidy to sau day:

+ Du thao di chuc;

+ Ban sao Giéy chirng minh nhan dan hoac HQ chiéu con gia tri st dung cua
ngudi yéu cau ching thuc (xuat trinh kém theo ban chinh dé d6i chiéu);

+ Ban sao gidy chimg nhan quyén sd hitu, quyén str dung hoic ban sao gidy to
thay thé duoc phap luat quy dinh ddi véi tai san ma phéap luat quy dinh phai dang ky
quyén s& hitu, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai
san d6; trir truong hop ngudi lap di chic dang bi cai chét de doa dén tinh mang (xuét
trinh kém theo ban chinh dé ddi chiéu).

. * Thoi han gidi quyét: Khong qud 02 (hai) ngay lam vigc, ké tir ngay nhan du
ho so yeu cau chimg thyc hodc co thé kéo dai hon theo thoa thuan bang van ban voi
nguoi yéu cau ching thue. Truong hop keo dai thoi han giai quyét thi nguoi t1ep nhan
ho so phai co phiéu hen ghi rd thoi gian (gid, ngdy) tra két qua cho ngudi yéu cau
ching thuc. q

* Poi twgng thwe hién thu tuc hanh chinh: Ca nhan, t6 chtc

* Co quan thyc hién thu tuc hanh chinh: UBND Xa
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* Két qua thye hién thi tuc hanh chinh: Di chic dugc ching thuc

* Lé phi (n€u co): 50.000 dong/hop dong, giao dich

* Tén mau don, mau to khai (néu c6): Khong ]

* Yéu cau, dieéu kién thuc hién thi tuc hanh chinh (néu cd): Khong

* Can cw phap ly cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tir ban chinh, chimg thue chit ky va chimg thuc hop dong, giao dich;

+ Théng tu s6 20/2015/ND-CP ngay 29/12/2015 ctua Bé Tu phap quy dinh chi
tiét va hudng dan thi hanh mét sb diéu cua Nghj dinh s6 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phtl vé cdp ban sao tir ban chinh, chimg thuc chit ky va ching
thuc hop dong, giao dich.

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B6 Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi ching thuc.

3. Thit tuc chirng thue vin bén tir chdi nhén di san

* Trinh ty thue hién:

+ Nguoi yéu cau chimg thuc ndp 01 bd ho so yéu cau chimg thuc.

+ Nguoi thuc hién chiung thuc kiém tra gidy to trong ho so yéu cau ching thuc,
néu dﬁy du, tai thoi diém ching thuc nguoi tur chdi nhén di san tu nguyén, minh man
va nhan thire, lam cht dugc hanh vi ciia minh thi thuc hién ching thuc

+ Nguoi tu chdi nhan di san ky trude mat ngudi thuc hién ching thuc.

+ Trudng hop nguoi yéu cau chimg thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi dugc thi phai
c6 02 (hai) nguodi lam ching. Nguoi [am ching phai cé du nang luc hanh vi dan su va
khong ¢ quyén, loi ich hodc nghia vu lién quan dén giao dich. Ngudi 1am ching do
ngudi yéu cau chimg thue b tri. Truong hop ngudi yéu cau chimg thuc khong b tri
duoc thi dé nghi co quan thuc hién chirng thuc chi dinh nguoi lam ching.

+ Nguoi thuc hién ching thuc ghi 16i chimg theo mau quy dinh; ky, ghi rd ho
tén, dong dau cta co quan thuc hién ching thuc va ghi vao s6 ching thuc. Poi véi
van ban tir chdi c6 tir 02 (hai) trang trd 1én, thi ting trang phai duoc danh sb thi tu, c¢6
chir ky cua nguoi yéu cau chirng thuc va nguoi thuc hién ching thuc; ) luong trang
va 10i ching duoc ghi tai trang cudi ctia van ban tir chdi nhan di san. Trudng hop van
ban tir ch6i nhan di san c6 tir 02 (hai) td trd 1én thi phai dong dau gidp lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai 1a ngudi ¢6 nang lyc hanh vi dan su
day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu
cau chimg thuc st dung. Nguoi phién dich do ngudi yéu cau chimg thyc moi hoic do
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co quan thyc hién ching thyc chi dinh. Thu lao phién dich do nguoi yéu cau ching
thuc tra. Nguoi phién dich c6 trach nhiém dich dﬁy du, chinh xac nd1 dung ctuia van
ban tir chdi nhan di san, ndi dung 15i chimg cho nguoi yéu cau ching thue va ky vao
ting trang van ban tir chdi nhan di san vai tu cach 1a nguoi phién dich.

* Cach thirc thwe hién: Nop ho so truc tiép tai Uy ban nhan dan cép xA.

* Thanh phan, s6 lwong hd so:

Nguoi yéu cau ching thue nop 01 (mot) bo hd so yéu cau ching thue, gdm céac
gidy td sau day:

+ Du thao vin ban tir chdi nhan di san;

+ Ban sao Giéy chirng minh nhan dan hoac HQ chiéu con gia tri st dung cua
ngudi yéu cau ching thuc (xuat trinh kém theo ban chinh dé d6i chiéu);

+ Ban sao gidy chimg nhan quyén sd hitu, quyén str dung hoic ban sao gidy to
thay thé duoc phap ludt quy dinh ddi véi tai san ma phéap luat quy dinh phai dang ky
quyén s& hitu, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai
san d6 (xudt trinh kém theo ban chinh dé dbi chiéu).

* Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du
hé so yéu céu chtng thuc hodc c6 thé kéo dai hon theo thoa thuan bing vin ban voi
nguoi yéu cau ching thue. Truong hop keo dai thoi han giai quyét thi nguoi t1ep nhan
ho so phai co phiéu hen ghi rd thoi gian (gid, ngdy) tra két qua cho ngudi yéu cau
ching thuec.

* Poi twong thwe hién thii tuc hanh chinh: Ca nhan, to chiic

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thyce hién thi tuc hanh chinh: Vin ban tir chdi nhan di san duoc
ching thuc

* Lé phi (neu c0): 50.000d/van ban
* Tén mau don, mau to khai (néu c6): Khong

* Yéu cau, diéu kién thue hién thii tuc hanh chinh (néu ¢6): Khong

* Can cw phap ly cua thua tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao
tir ban chinh, chimg thue chit ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 20/2015/ND-CP ngay 29/12/2015 cua Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mot sd diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phi1 vé cip ban sao tir ban chinh, chiing thyuc chit ky va ching
thuc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
muec thu, ché do thu, ndp, quan ly va st dung phi ching thuc.
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4. Thu tuc chirng thye van béan théa thuén phén chia di san ma di sén la
dong san, quyeén sir dung dat, nha &

* Trinh ty thuce hién:

+ Ngudi yéu cau ching thue ndp 01 bd hd so yéu cau chimg thuc.

+ Nguoi thue hién ching thue kiém tra gidy to trong hd so yéu cau ching thuc,
néu day du, tai thoi diém chimg thyc cac bén tham gia thoa thuan phan chia di san tu
nguyén, minh man va nhan thirc, lam chi dwoc hanh vi ciia minh thi thuc hién ching
thue.

+ Cac bén tham gia thdéa thuan phan chia di san phai ky truéc mat nguodi thuc
hién chirng thuc.

+ Truong hop nguoi yéu cau chimg thuc khong ky duoc thi phai diém chi; néu
nguoi d6 khong doc duogce, khong nghe dugc, khong ky, khong diém chi duoc thi phai
c6 02 (hai) nguodi lam chimg. Ngudi lam chimg phai ¢6 du nadng lyc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén giao dich. Nguoi lam ching do
ngudi yéu cau chimg thyc bd tri. Trudng hop ngudi yéu cau ching thuc khong bé tri
duoc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam ching.

+ Nguoi thyc hién ching thuc ghi 16 chimg theo mau quy dinh; ky, ghi rd ho
tén, dong dau cia co quan thuc hién ching thuc va ghi vao sé ching thuc. Doi véi
van ban thoa thuan co tir 02 (hai) trang tro 18n, thi timg trang phai dugc danh sé thir
tu, c6 chitr ky ctiia nguoi yéu cau chtirng thuc va nguoi thuce hién chung thuc; s6 luong
trang va 1oi chimg duoc ghi tai trang cudi ctia vian ban thoa thuan. Truong hop van
ban thoa thuan co tir 02 (hai) to trd 1én thi phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi ¢6 nang lyc hanh vi dan su
day du theo quy dinh ctia phap luit, thong thao tiéng Viét va ngdn ngit ma ngudi yéu
cau chung thuc st dung. Ngudi phién dich do ngudi yéu cau ching thue moi hodc do
co quan thyc hién ching thyc chi dinh. Thu lao phién dich do nguoi yéu cau ching
thuc tra. Nguoi phién dich c6 trach nhiém dich déy du, chinh xac nd1 dung ctuia van
ban thoa thuan ndi dung 16i chimg cho ngudi yéu cau ching thuc va ky vao ting
trang van ban thoa thuan vai tu cach 1a nguoi phién dich.

* Cach thirc thyc hién: Nop hé so truc tiép tai Uy ban nhan dan cap xa.

* Thanh phan, so lwgng ho so:

Nguoi yéu cau ching thuc ndp 01 (mot) bo ho so yéu cau ching thyc, gom céc
gidy to sau day:

+ Du thdo van ban théa thuan phan chia di san;

+ Ban sao Gidy ching minh nhan dan hoic Ho chiéu con gia tri st dung cia
nguoi yéu cau chtng thuc (xuat trinh kém theo ban chinh dé d6i chiéu);
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+ Ban sao gidy chimg nhan quyén sd hitu, quyén str dung hoic ban sao gidy to
thay thé duoc phap luat quy dinh ddi véi tai san ma phéap luat quy dinh phai dang ky
quyén so hitu, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai
san d6 (xudt trinh kém theo ban chinh dé dbi chiéu).

* Thoi han giai quyét: Khong qua 02 (hai) ngay 1am viéc, ké tir ngay nhéan du
hé so yéu céu chtng thuc hoic c6 thé kéo dai hon theo thoa thuan bang vin ban voi
nguoi yéu cau ching thue. Truong hop keo dai thoi han giai quyét thi nguoi tlep nhan
ho so phai co phiéu hen ghi rd thoi gian (gid, ngdy) tra két qua cho ngudi yéu cau
chung thuc.

* Poi twong thuwe hién thi tuc hanh chinh: Ca nhan, t6 chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Vin ban thoa thuan phan chia di san
dugc chung thuc

* 1L¢ phi ( (neu ¢0): 50.000d/van ban
* Tén mau don, mau to khai (néu c6): Khong

* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6): Khong

* Can cw phap ly cua thua tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phti vé cip ban sao
tir ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 20/2015/ND-CP ngay 29/12/2015 ctia B6 Tu phap quy dinh chi
tiét va huéng dan thi hanh mot s diéu ctia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phu vé cip ban sao tir ban chinh, chimg thyc chit ky va chimg
thue hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi ching thuc.

_ 5. Thu tyc ching thye vin ban khai nhén di sin ma di san la dfng sin,
quyén sir dung dat, nha &

* Trinh ty thwe hién:

+ Ngudi yéu cau ching thue ndp 01 bd hd so yéu cau chimg thuc.

+ Nguoi thuc hién chung thuc kiém tra gidy to trong hd so yéu cau ching thuc,
néu dﬁy du, tai thoi diém ching thuc cac bén tham gia van ban khai nhan di san tu
nguyén, minh man va nhan thic, 1am chi dugce hanh vi ctia minh thi thuc hién ching
thuec.

+ Céc bén tham gia khai nhan di san phai ky truéc mat nguoi thyc hién chung
thuec.

+ Trudng hop nguoi yéu cau chimg thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi dugc thi phai



180

c6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai ¢6 du ndng lyc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén giao dich. Nguoi lam ching do
ngudi yéu cau chimg thyc bd tri. Trudng hop ngudi yéu cau ching thuc khong bé tri
duoc thi dé nghi co quan thuc hién chirng thuc chi dinh nguoi lam ching.

+ Ngudi thyc hién ching thyc ghi 16i chting theo mau quy dinh; ky, ghi rd ho
tén, dong dau cia co quan thuc hién ching thuc va ghi vao sé ching thuc. Doi véi
van ban khai nhan c6 tir 02 (hai) trang tr& 1€n, thi tirng trang phai dugc danh s6 thur tu,
c6 chit ky ctia ngudi yéu cau chimg thuc va nguoi thuc hién chung thuc; s lugng
trang va 101 ching duogc ghi tai trang cudi cua van ban khai nhan di san. Trudong hop
van ban khai nhan c6 tir 02 (hai) to trd 1én thi phai dong déu giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi
phai c6 nguot phién dich. Nguoi phién dich phai 1a nguoi ¢6 nang luc hanh vi dan su
day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu
cau chung thuc str dung. Nguoi phién dich do ngudi yéu cau ching thue moi hodc do
co quan thyc hién chung thyc chi dinh. Thu lao phién dich do nguoi yéu cau ching
thyc tra. Nguoi phién dich c6 trach nhiém dich dﬁy du, chinh x4ac nd1 dung ctuia van
ban khai nhan di san, ndi dung 10i ching cho ngudi yéu cau ching thuc va ky vao
tung trang van ban khai nhan véi tu cach 1a nguoi phién dich.

* Cach thire thye hién: Nop ho so truc tiép tai Uy ban nhan dan cap xa.

* Thanh phan, so lwgng ho so:

Nguoi yéu cau ching thue nop 01 (mot) bo hd so yéu cau chung thue, gdm céac
gidy to sau day:

+ Du thdo van ban khai nhan di san;

+ Ban sao Giéy chirng minh nhan dan hoac HQ chiéu con gia tri st dung cua
ngudi yéu cau ching thuc (xuat trinh kém theo ban chinh dé d6i chiéu);

+ Ban sao gidy chimg nhan quyén sd hitu, quyén str dung hoic ban sao gidy to
thay thé duoc phap luat quy dinh ddi véi tai san ma phéap luat quy dinh phai dang ky
quyén so hiru, quyén st dung trong trudng hop vian ban khai nhan di san lién quan
dén tai san d6 (xuét trinh kém theo ban chinh dé ddi chiéu).

* Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du
hd so yéu céu chtng thuc hodc c6 thé kéo dai hon theo thoa thuan bang van ban voi
nguoi yéu cau chung thyc. Truong hop kéo dai thoi han giai quyét thi nguoi t1ep nhan
ho so phai co phiéu hen ghi rd thoi gian (gid, ngdy) tra két qua cho ngudi yéu cau
ching thuc.

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, t6 chirc

* Co quan thyc hién thu tuc hanh chinh: UBND Xa
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* Két qua thue hién thi tuc hanh chinh: Vin ban khai nhan di san duoc
ching thuc

* Lé phi (neu c0): 50.000d/van ban
* Tén mau do‘n, méu to khai (neu ¢0): Khong

* Yéu cau, diéu kién thwe hién thii tuc hanh chinh (néu c¢6): Khong

* Can cwr phap ly cua thi tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir
ban chinh, chtng thuc chit ky va ching thuc hop dong, giao dich;

+ Thong tu s6 20/2015/ND-CP ngay 29/12/2015 cua Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mot sd diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phii vé cap ban sao tir ban chinh, chimg thuc chit ky va ching
thuc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan 1y va sur dung phi chung thyec.

6. Thii tuc cAp ban sao tir s6 goc;

* Trinh ty thuc hién:

+ Nguoi yéu cu cdp ban sao tir s6 gdc phai xuat trinh cac gidy to phuc vu cho
yéu cau cip ban sao tir s6 gbe. Trudng hop ngudi yéu cau cip ban sao tir s6 gdc gui
qua buu dién thi phai giri kém theo ban sao c6 chung thyuc gidy to theo quy dinh.

+ Co quan, to chirc cin ct vao s6 gdc dé cap ban sao cho ngudi yéu cau; ndi
dung ban sao phai ghi theo diing noi dung d ghi trong s6 gdc.

+ Trong truong hop khong tim thiy s6 gbe hodc trong sd gdc khong co thong
tin vé ndi dung yéu cau cip ban sao thi co quan, t6 chirc dang luu giit s6 gdc co trach
nhiém tra 161 bang vin ban cho ngudi yéu cau.

+ Nguoi yéu cau cap ban sao tir s6 goc nhan két qua tai noi ndp hd so hoic qua
buu dién (néu ndp qua buu dién).

* Cach thirc thwe hién: Nop ho so truc tiép tai co quan, td chirc luu s6 gbc
hodc giri yéu cau qua buu dién.

* Thanh phan, so lwgng ho so:

+ Trudng hop ndp truc tiép thi xuat trinh ban chinh hodc ban sao ¢ chimg thuc
gidy chirg minh nhan dan hoic ho chiéu con gia tri sir dung.

+ Truong hop ngudi yéu ciu cap ban sao tir s6 gbc guri qua buu dién thi phai
guri kém theo ban sao c¢6 ching thuc gidy chimg minh nhan dan hodc ho chiéu con gia
tr1 st dung, phong bi dan tem ghi r0 ho tén, dia chi nguo1 nhan cho co quan, td chirc
cap ban sao.
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+ Truong hop ngudi yéu cau 13 nguoi dai dién theo phap luat, nguoi dai dién
theo uy quyén ctia ¢4 nhan, td chtrc duoc cép ban chinh; cha, me, con; vo, chéng; anh,
chi, em rudt; nguoi thira ké khac cua nguoil duoc cép ban chinh trong truong hop
ngudi d6 da chét thi phai xuét trinh gidy to chimg minh quan hé véi ngudi duoc cap
ban chinh.

* Thoi han giai quyét: Trong ngdy co quan, to chire tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Trong trudng hop
yéu cau cap ban sao tir s6 goc duoc giri qua buu dién thi thoi han duge thuc hién ngay
sau khi co quan, to chtrc nhan du ho so hop 18 theo ddu buu dién dén.

* Poi twong thuwe hién thi tuc hanh chinh: Ca nhan, to chirc

* Co quan thyuce hién tha tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Ban sao duoc cip tir s6 goc

* L¢ phi (neu c0): khong

* Tén mau don, mau to' khai (néu c6): Khong

* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c¢6): Phai c6 s goc

* Can ctr phap ly cua thu tuc hanh chinh:

Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao dich.

7. Thu tuc chirng thwe ban sao tir ban chinh gif'ly to, van ban do co quan t0
chirc ¢6 tham quyén ciia Viét Nam cap hodc chirng nhén;

* Trinh ty thuce hién:

* Cach thire thye hién: Nop hé so truc tiép

* Thanh phan, so lwgng hé so:

* Thoi han giai quyét: Trong ngay co quan, t6 chtrc tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan y€u cau sau 15 gio. £)01 voi1 truong hop
cung mot luc yéu cau ching thue ban sao tur nhiéu loai ban chinh gidy to, van ban;
ban chinh c6 nhiéu trang; yéu cau s6 luong nhleu ban sao; ndi dung gidy td, van ban
phtc tap kho kiém tra, dbi chiéu ma co quan, td chire thuc hién ching thuc khong thé
dap ung duogc thoi han quy dinh néu trén thi thoi han ching thuc dugc kéo dai thém
khong qua 02 (hai) ngay lam viéc hodc c6 thé dai hon theo thoa thuan bang van ban
v6i ngudi yéu cau ching thuc. Truong hop tra két qua trong ngay lam viéc tlep theo
hodc phai kéo dai thot gian theo quy dinh thi nguoi tlep nhan hd so phai c6 phiéu hen
ghi r6 thoti gian (gi0, ngay) tra két qua cho ngudi yéu cau chimg thuc.

* Poi twong thwe hién thii tuc hanh chinh: Ho gia dinh, c4 nhén, t6 chirc

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh:

* 1L¢ phi ( (neu c0): 80.000d
* Tén mau don, mau to khai (néu co):

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):
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Ban chinh gidy to, van ban can ching thuc.

Ban chinh gidy to, van ban khong dugc dung 1am co so dé chimg thuc ban sao:

+ Ban chinh bi trfly x0a, stra chita, thém, bt nd1 dung khong hop 1€.

+ Ban chinh b1 hu hdng, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh dong diu mat cta co quan, to chirc c6 tham quyén hoic khong
dong dau mat nhung ghi & khong dugc sao chup.

+ Ban chinh c6 nd1 dung trai phap luat, dao durc xa hoi; tuyén truyén, kich dong
chién tranh, chéng ché dd xa hoi chu nghia Viét Nam; xuyén tac lich sir cia dan tdc
Viét Nam; xtic pham danh dy, nhan phém, uy tin ctia ca nhan, td chire; vi pham quyén
cong dan.

+ Gidy to, van ban do ¢4 nhan ty 1ap nhung khong c6 xac nhan va dong diu cua
co quan, t6 chtrc ¢6 tham quyén.

* Can cwr phap ly cua thu tuc hanh chinh:

- Nghj dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tir ban chinh, chtng thyc chir ky va chimg thuc hop ddng, giao dich.

- Thong tu s6 20/2015/ND-CP ngay 29/12/2015 cta Bo Tu phap quy dinh chi
tiét va huéng dan thi hanh mot sb diéu ctia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cta Chinh phu vé cdp ban sao tir ban chinh, ching thuc chit ky va ching
thue hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy dinh
murc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thuc.

- Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy dinh
muc thu, ché d6 thu, ndp, quan 1y, sir dung phi cong chimg; phi chtng thuc; phi thim
dinh tiéu chuan, diéu kién hanh nghé cong ching; phi tham dinh diéu kién hoat dong
van phong coéng ching; 16 phi cap thé cong chimg vién.

8. Thu tuc chirng thwe chir ky trong cac glay to, van ban (ap dung cho ca
trueong hop chirng thye diém chi va trwong hop ngudi yéu cau chirng thue khong
thé ky, khong thé diém chi dugrc);

* Trinh ty thue hién:

+ Nguoi yéu cau chimg thuc chir ky/diém chi/khong thé ky, khong thé diém chi
duoc phai xuét trinh cac gidy to phuc vu viée chimg thuc chit ky.

+ Trong truong hop ngudi yéu cau ching thyc khong thong thao tiéng Viét thi
phai ¢6 nguoi phién dich. Ngudi phién dich phai 1a nguoi ¢6 nang luc hanh vi dan su
day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngdn nglt ma ngudi yéu
cau chimg thuc st dung. Nguoi phién dich do ngudi yéu cau chimg thyc moi hoic do
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co quan thyc hién ching thyc chi dinh. Thu lao phién dich do nguoi yéu cau ching
thuc tra.

+ Nguoi thue hién chimg thuc kiém tra gidy to yéu cau chimg thyuc, néu thiy du
gidy to theo quy dinh, tai thoi diém chtng thuc, nguoi yéu cau ching thuc minh mén,
nhan thtc va lam chad dugc hanh vi cia minh va viéc chirng thuc khong thudc cac
truong hop khong dugc ching thuc chir ky thi yéu cau ngudi yéu cau chimg thuc
k}'//diém chi trudc mat va thuc hién chung thuc nhu sau:

* Ghi day du 10i chimg chimg thuc chit ky theo mau quy dinh;

* Ky, ghi 10 ho tén, dong diu cua co quan, td chirc thue hién ching thyc va ghi
vao sb chimg thuc.

Dbi véi gidy to, van ban c6 tir (02) hai trang trd 1én thi ghi 1oi ching vao trang
cudi, néu gidy to, van ban c6 tir 02 (hai) to tré 1én thi phai dong dau giap lai.

+ Péi voi truong hop chimg thyc chir ky/diém chi/khéng thé ky, khong thé
diém chi dugc tai bd phan tiép nhan va tra két qua theo co ché mot cira, mot cura lién
thong thi cong chirc tiép nhan ho so kiém tra cac gidy to, néu nhan thay nguoi yéu cau
chtng thuc c6 du diéu kién quy dinh tai Khoan 2 Diéu 24 Nghi dinh s 23/2015/ND-
CP thi d& nghi nguoi yéu cau chl'mg thuc ky/diém chi vao gidy to can ching thuc va
chuyén cho nguoi c6 thim quyén ky chung thuc.

* Cach thire thye hi¢n: Nop ho so truc tiép tai Co quan dai dién, Phong Tu
phap, UBND cap xi hodc ngoai try sO' cua co quan thyc hién chimg thuc néu nguoi
yéu cau ching thuc thudce dién gia yéu, khong thé di lai duoc, dang bi tam giir, tam
giam, thi hanh an phat tu hogc co ly

* Thanh phan, so lwgng ho so:

+ Ban chinh hodc ban sao c6 ching thuc Giéy chirng minh nhan dan hoac Ho
chiéu con gia tri str dung.

+ Gidy t0, vin ban ma minh s& yéu cau ching thuc chit ky. Truong hop ching
thuc chit ky trong gidy to, vin ban bang tiéng nudc ngoai, néu ngudi thuc hién ching
thuc khong hiéu rd ndi dung cua gidy to, van ban thi c6 quyén yéu cau ngudi yéu cau
chig thyc ndp kém theo ban dich ra tiéng Viét noi dung cua gidy to, vin ban d6 (ban
dich khéng can cong ching hodc chimg thue chit ky nguoi dich, nguoi yéu cau chimg
thuc phai chiu trach nhiém vé ndi dung cua ban dich).

+ Nguoi yéu cau chl'mg thuc nhan két qua tai noi ndp ho so.

* Thoi han giai quyét: Trong ngay co quan, t6 chtrc tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két
qua trong ngay lam viéc tlgp theo thi nguoi tiép nhan hd so phai co phiéu hen ghi 1d
thoi gian (gi0, ngay) tra két qua cho nguoi yéu cau chung thyc.

* Poi twgng thuc hién thu tuc hanh chinh: Ca nhan
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* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thue hién thii tuc hanh chinh: Giay to, van ban dugc ching thuc
chit ky/diém chi.

* Lé phi (neu c0): 10. OOOd/tru:ong hop

* Tén mau don, mau to khai (néu cé): Khong

* Yéu chu, diéu kién thwe hién thua tuc hanh chinh (neu c0):

Truong hop khong dugce chung thuc chit ky:

+ Tai thoi diém ching thuc, ngudi yéu cau ching thuc chir ky khong nhan thire
va lam chu duoc hanh vi ciia minh.

+ Nguoi yéu cau chimg thuc chir ky xuat trinh Gidy chimg minh nhan dan hozc
Ho6 chiéu khong con gid tri st dung hoac gia mao.

+ Giay t0, vin ban ma ngudi yéu cau chung thuc ky vao c6 ndi dung quy dinh
tai Khoan 4 Diéu 22 ctia Nghi dinh s6 23/2015/ND-CP .

+ Giay t0, van ban c6 ndi dung 1a hop dong, giao dich, trir cac truong hop quy
dinh tai Piém d Khoan 4 Piéu 24 ciia Nghi dinh s6 23/2015/ND-CP hoic trudng hop
phap luat c6 quy dinh khéc.

* Can cwr phap ly cua tha tuc hanh chinh:

- Nghi dinh 6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tir ban chinh, chtng thyc chir ky va chimg thuc hop dong, giao dich.

- Thong tu s6 20/2015/ND-CP ngay 29/12/2015 ctia B6 Tu phap quy dinh chi
tiét va huéng dan thi hanh mot s diéu ctia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cia Chinh phu vé cdp ban sao tir ban chinh, ching thuc chit ky va ching
thuc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va sur dung phi chung thuc.

- Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy dinh
mirc thu, ché do thu, ndp, quan 1y, sir dung phi cong chimg; phi chimg thuc; phi tham
dinh tiéu chuan, diéu kién hanh nghé cong ching; phi thim dinh diéu kién hoat dong
van phong coéng ching; 16 phi cap thé cong chimg vién.

9. Thit tuc chirng thwe viéc sira di, bé sung, hity bé hop dong, giao dich;

* Trinh ty thuc hién:

+ Nguoi yéu ciu chimg thuc xudt trinh gidy to tiy than con gia tri st dung dé
nguoi thuc hién chirg thuc kiém tra va nop 01 bo ho so.

+ Viéc stra doi, bod sung, huy bo hop ddng, giao dich di dugc chimg thuc chi
duoc thuc hién khi c6 thoa thuan bang van ban cta cac bén tham gia hop dong, giao
dich.
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+ Viée stra doi, bd sung, huy bo hop déng, giao dich dugc thyc hién tai co quan
da ching thyc hop ddng, giao dich. Trudng hop sira ddi, bd sung, thay thé, hiy bo
mot phén hodc toan bd di chic thi c6 thé chirng thyec tai bat ky co quan co tham quyén
ching thuc nao.

+ Nguoi thue hién chiung thue kiém tra gidy to trong hd so yéu cau ching thuc,
néu day du tai thoi diém ching thuc cac bén tham gia hop dong, giao dich tu nguyén,
minh man va nhan thirc, 1am chi duoc hanh vi ctia minh thi thuc hién chirg thuc.

+ Cac bén tham gia hop ddong, giao dich phai ky trudc mit ngudi thue hién
chtng thyc. Truong hop nguoi ¢ thim quyén giao két hop dong cta cac to chirc tin
dung, doanh nghiép di ding ky chir ky mau tai co quan thuc hién ching thuc thi c6
thé ky trudc vao hop dong; ngudi thuc hién chiung thuc phai ddi chiéu chir ky ca ho
trong hop dong véi chit ky mau trudce khi thyc hién chimg thuc, néu nghi ngd chir ky
trong hop dong khac véi chir ky mau thi yéu cau ngudi d6 ky trude mit.

+ Trudng hop nguoi yéu cau chimg thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi dugc thi phai
c6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai ¢6 du nang lyc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén hop dong, giao dich. Nguoi lam
chting do nguoi yéu cau chung thuc b tri. Trudng hop ngudi yéu cau ching thuc
khong bd tri duogc thi dé nghi co quan thuc hién ching thuyc chi dinh nguoi lam
ching.

+ Nguoi thuc hién chtng thuc ghi 10 chimg twong Gng voi timg loai hop dong,
giao dich theo mau quy dinh; ky, ghi rd ho tén, déng du cta co quan thyc hién ching
thue va ghi vao so chimg thuc. Déi véi hop dong, giao dich c6 tir 02 (hai) trang tro
1én, thi timg trang phai duoc danh sb thtr tw, ¢ chir ky ciia ngudi yéu cau chimg thuc
va nguoi thuc hién chung thuc; ) luong trang va 101 ching dugc ghi tai trang cudi
ctia hop dong, giao dich. Trudng hop hop dong, giao dich c6 tir 02 (hai) to trd 1én thi
phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi ¢6 nang luc hanh vi dan su
day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu
cau chung thuc str dung. Nguoi phién dich do ngudi yéu cau ching thue moi hodc do
co quan thyuc hién chung thyc chi dinh. Thu lao phién dich do nguoi yéu cau ching
thyc tra. Nguoi phién dich ¢6 trach nhiém dich déy du, chinh xac nd1 dung ctua hop
ddng, giao dich, ndi dung 10i chimg cho ngudi yéu cau chimg thuc va ky vao ting
trang hop dong véi tu cach 13 nguoi phién dich.
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+ Co quan thyc hién viée stra dodi, bd sung, thay thé, huy bo mdt phén hoac toan
bo di chuc phai thong bao bang vin ban cho co quan di chimg thuc trude day vé noi
dung stra ddi, bd sung, thay thé, hiy bo mot phén hodc toan bo di chuc dé ghi chu vao
s6 ching thuc hop dong, giao dich.

+ Ngudi yéu cau ching thue nhan két qua tai noi ndp ho so.

* Cach thirc thue hién: Nop ho so truc tiép tai Phong Tu phap, UBND cap xa

* Thanh phan, s6 lwong hd so:

Nguoi yéu cau ching thue nop 01 (mot) bo hd so yéu cau ching thue, gdm céac
gidy td sau day:

+ Hop déng, giao dich da dugc ching thuc;

+ Dy thao hop ddng, giao dich stra ddi, bo sung, hity bo hop dong, giao dich da
dugc ching thyc;

+ Trong trudng hop ndi dung stra ddi, bo sung co lién quan dén tai san thi
ngudi yéu cau chimg thuc phai ndp ban sao kém ban chinh dé ddi chiéu gidy chimg
nhan quyén so hitu, quyén sir dung hodc ban sao gidy to thay thé dugc phap luat quy
dinh dbi voi tai san ma phap luat quy dinh phai dang ky quyén so hiru, quyén sir dung,
trir trudng hop ngudi 1ap di chuc dang bi cai chét de doa dén tinh mang.

* Thoi han giai quyét: Thot han thyc hién yéu cau chung thyc phai dugc bao
dam ngay trong ngay co quan, t6 chtrc tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam
viée tlep theo thi nguoi tlep nhan ho so phai co phiéu hen ghi rd thoi gian (gid, ngay)
tra két qua cho nguoi yéu cau ching thyc.

* Poi twong thwe hién thii tuc hanh chinh: T6 chirc, ca nhan

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Hop dong, giao dich duoc ching
thuc

* L¢ phi (néu ¢6): 30.000 ddng/hop dong, giao dich. Ca nhan, ho gia dinh vay
von tai t6 chire tin dung dé phuc vu phat trién nong nghiép, nong thon theo quy dinh
tai Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 nam 2015 cta Chinh phu vé chinh
sach tin dung phuc vu phat trién néng nghiép, nong thon thi khong phai ndp phi
chung thyc hop dong thé chap tai san.

* Tén mau d(m, mau to khai (neu c6): Khong

* Yéu céu, diéu kién thwc hién thi tuc hanh chinh (néu c6): Viéc sira doi, bo
sung, huy bo hop ddng, giao dich da duoc chung thyc chi dugce thye hién khi c6 thoa
thuan bang vin ban ctia cac bén tham gia hop ddng, giao dich.

* Can cw phap ly cua tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao dich.
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- Thong tu s6 20/2015/ND-CP ngay 29/12/2015 ctia B6 Tu phap quy dinh chi
tiét va huéng dan thi hanh mot s diéu ctia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cia Chinh phu vé cdp ban sao tir ban chinh, ching thuc chit ky va ching
thue hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy dinh
mure thu, ché d6 thu, ndp, quan 1y va sir dung phi chimg thuc.

10. Thii tuc sira 15i sai s6t trong hop ddng, giao dich;

* Trinh ty thuce hién:

+ Ngudi yéu cau ching thue ndp 01 bd hd so.

+ Viéc stra 15i sai sot trong khi ghi chép, ddanh may, in hop dong, giao dich da
dugc ching thuc dugc thuc hién theo thda thuan béng van ban cua cac bén tham gia
hop dong, giao dich, néu khong lam anh hudng dén quyén, nghia vu cta cic bén va
dugc thuc hién tai co quan da ching thuc hop déng, giao dich.

+ Ngudi thuc hién ching thuc gach chan 16i sai sot can stra, dong diu cta co
quan thuc hién chimg thuc va ghi vao bén 1& ctia hop ddng, giao dich ndi dung di sura,
ho tén, chir ky ctia nguoi stra, ngay thang nam sua.

+ Ngudi yéu cau ching thue nhan két qua tai noi ndp ho so.

* Cach thirc thwe hién: Nop ho so tryc tiép tai Phong Tu phap, UBND cap xa

* Thanh phan, so lwgng ho so:

Nguoi yéu cau ching thuc ndp 01 (mot) bo ho so yéu cau ching thyc, gom céc
gidy to sau day:

+ Ban sao Gidy ching minh nhan dan hoic Ho chiéu con gia tri st dung cia
nguoi yéu cau ching thyuc (xuat trinh ban chinh dé déi chiéu);

+ Vin ban thoa thuan vé viéc stra 16i sai sot trong hop déng, giao dich da duoc
chig thuc

+ Hop déng, giao dich da dugc ching thuc;

+ Ban sao gidy chimg nhan quyén s¢ hitu, quyén st dung hodc ban sao gidy to
thay thé dugc phap luat quy dinh dbi voi tai san ma phép luat quy dinh phai ding ky
quyén s hitu, quyén st dung trong trudng hop hop dong, giao dich lién quan dén tai
san d6 (xuat trinh ban chinh dé d6i chiéu).

* Thoi han giai quyét: Thot han thye hién yéu cau chung thyuc phai dugc bao
dam ngay trong ngay co quan, t6 chirc tiép nhan yéu cau hoic trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam
viéc tlep theo thi nguoi tlep nhan ho so phai co phiéu hen ghi 16 thoi gian (gid, ngay)
tra két qua cho nguoi yéu cau ching thyc.

* Poi twong thwe hién thii tuc hanh chinh: T6 chirc, ca nhan
* Co quan thyc hién thu tuc hanh chinh: UBND Xa
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* Két qua thue hién thi tuc hanh chinh:
~ *Lé phi (néu c6): 25.000 dong/hgp dong, giao dich. C4 nhan, ho gia dinh vay
von tai to chue tin dung d€ phuc vu phat trién néng nghiép, nong thén theo quy dinh
tai Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 ndgm 2015 cua Chinh phu v€ chinh
sach tin dung phuc vu phat tri€n néng nghi€p, nong thon thi khéng phai ndp phi
chung thyc hop dong thé chap tai san.

* Tén mau don, mau to' khai (néu c6): Khong ]

* Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu cd): Khong

* Can cwr phap ly cua tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cap ban sao
tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao dich.

- Thong tu s6 20/2015/ND-CP ngay 29/12/2015 ctia B Tu phap quy dinh chi
tiét va huéng dan thi hanh mot s diéu ciia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, ching thuc chit ky va ching
thuc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy dinh
muc thu, ché do thu, ndp, quan 1y va sur dung phi chung thyec.

11. Thii tuc cip bén sao ¢é chirng thue tir ban chinh hep dong, giao dich
da dwgc chirng thuc;

* Trinh ty thuc hién:

+ Ngudi yéu cau cdp ban sao co chimg thuc tir ban chinh hop dong, giao dich
phai xuat trinh cac gidy to theo quy dinh.

+ Ngudi thue hién chimg thuc kiém tra gidy to do ngudi yéu cau cip ban sao cd
chung thyc tir ban chinh hop dong, giao dich xuat trinh.

+ Viéc cp ban sao co chung thyuc tir ban chinh hop dong, giao dich di duoc
chirng thyc dugc thyc hién tai co quan luu trit hop déng, giao dich.

+ Co quan thuc hién ching thyc tién hanh chup tir ban chinh hop dong, giao
dich dang duogc luu trit va thuc hién chirng thuc nhu sau:

* Ghi day du 10i chimg chimg thuc chit ky theo mau quy dinh;

* Ky, ghi 10 ho tén, dong diu cua co quan, td chirc thue hién ching thuc va ghi
vao sb chimg thuc.

Dbi v6i ban sao ¢o tir 02 (hai) trang trd 18n thi ghi 10 chimg vao trang cudi, néu
ban sao c6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

MJi ban sao dugc ching thuc tir mot ban chinh gidy td, van ban hodc nhiéu ban
sao dugc ching thuc tir mot ban chinh giéy to, van ban trong cung mot thoi diém
dugc ghi mot $6 chiing thyec.

* Cach thirc thue hién: Nop ho so truc tiép tai Phong Tu phap, UBND cap x4
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* Thanh phan, so lwong hd so: Nguoi yéu cau chtng thuc xuat trinh ban
chinh hodc ban sao c6 ching thyc Giay ching minh nhan dan hoac Ho chiéu con gia
tri st dung.

* Thoi han giai quyét: Trong ngay co quan, t6 chtrc tiép nhan yéu cau hoic
trong ngay 1am viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két
qua trong ngay lam viéc tlep theo thi nguoi tiép nhan hd so phai co phiéu hen ghi 1d
thoi gian (gi0, ngay) tra két qua cho ngudi yéu cau ching thue.

* Poi twong thwe hién thii tuc hanh chinh: Ca nhan, to chiic

* Co quan thye hién thu tyuc hanh chinh: UBND Xa

* Két qua thuc hién thu tuc hanh chinh: Ban sao hgp dong, giao dich dugc
chig thuc ] ‘

* L¢ phi (néu c6): 2.000 dong/trang; tir trang thir 3 tro 1én thu 1.000
dong/trang, t6i da thu khong qua 200.000 dong/ban.

* Tén mau don, miu to khai (néu c6): Khong )

* Yéu cau, diéu kién thue hién thii tuc hanh chinh (néu c6): Khong

* Can ctr phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao dich.

- Théng tu s6 20/2015/ND-CP ngay 29/12/2015 ctia B6 Tu phéap quy dinh chi
tiét va huéng dan thi hanh mot sé diéu cta Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phii vé cip ban sao tir ban chinh, ching thyc chit ky va ching
thuc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctiia Bo Tai chinh quy dinh
mure thu, ché d6 thu, ndp, quan 1y va sir dung phi ching thuc.

XVII - Linh vuc hoa giai

1. Thu tuc cong nhin hoa giai vién

* Trinh ty thuc hién:

- Truong hop két qua bau hoa giai vién dap tng yéu cau quy dinh tai Diém a,
Piém b Khoan 3 Piéu 8 ciia Luat hoa giai & co s, Trudng ban cong tac Mit tran 1ap
danh sach ngudi duge dé nghi cong nhan 1a hoa giai vién kém theo bién ban kiém
phiéu hodc bién ban vé két qua biéu quyét bau hoa giai vién giri Chi tich Uy ban nhan
dan cap xa. Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan duoc danh sach ngudi
dugc dé nghi cong nhan hoa gidi vién, Chu tich Uy ban nhan dan cép Xa xem Xxét,
quyét dinh;

- Trudng hop s6 ngudi duoc dé nghi cong nhan 13 hoa giai vién lay theo két qua
b6 phiéu tir cao xudng thap nhiéu hon sé luong hoa giai vién duge Chu tich Uy ban
nhan dan cap xa quyét dinh thi Truéng ban cong tic Mit tran lap danh sach nhiing
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ngudi duoc dé nghi cong nhan, trong d6 bao gdm nhitng ngudi ¢6 s phiéu bang nhau
gri Chu tich Uy ban nhéan dan cdp xi xem xét, quyét dinh.

* Cach thirc thyc hi¢n: Khong quy dinh

* Thanh phan, so lwgng ho so:

- Danh sach nguoi dugc dé nghi cong nhan 1a hoa giai vién (Mau s6 06 tai Phu
luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

- Bién ban kiém phiéu hodc bién ban vé két qua biéu quyét bau hoa giai vién
(Mau s 01 tai Phu luc ban hanh kém theo Nghi quyét lién tich sé 01/2014/NQLT-
CP-UBTUMTTQVN trong truong hop bau hoa giai vién bang hinh thuc biéu quyét
cong khai; Mau s6 02 tai Phu luc ban hanh kém theo Nghi quyét lién tich sd
01/2014/NQLT-CP-UBTUMTTQVN trong truong hop bau hoa giai vién bang hinh
thtrc bd phiéu kin; Mau s6 03 tai Phu luc ban hanh kém theo Nghi quyét lién tich s
01/2014/NQLT-CP-UBTUMTTQVN trong truong hop bau hoa giai vién bang hinh
thirc phat phiéu bau dén ho gia dinh).

So luong ho so: 01 bo hd so.

‘ * Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan du
ho so theo quy dinh.

* Poi twgng thue hién tha tuc hanh chinh: Ca nhan

* Cq’ quan thyc hién thi tuc hanh chinh: UBND Xa

* Ket qua thuce hién thu tuc hanh chinh: Quyét dinh cong nhan hoa giai vién.

* L¢ phi (neu c0): Khong

. * Tén miu don, miu to khai (néu c6): Danh sach dé nghi cong nhén hoa giai
vién.

* Yéu céu, diéu kién thwc hién thi tuc hanh chinh (néu c6): Nguoi duoc dé
nghi cong nhan la hoa giai vién phai dat trén 50% dai dién ho gia dinh trong thon, t6
dan phé dong .

* Can cw phap ly cua tha tuc hanh chinh:

- Luat hoa giai ¢ co sé nam 2013;

- Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN ngay
18/11/2014 ctia Chinh phu va Uy ban Trung wong Mt tran To qubc Viét Nam, hudng
dan phéi hop thyuc hién mét sé quy dinh cia phap luat vé hoa giai & co so.

2. Thii tuc cong nhén td trudng to hoa giai

* Trinh tu thwe hién: Trong thoi han 05 ngay, ké tir ngay to chirc cudc hop
bau t6 truong to hoa giai, Trudng ban cong tac Mt tran 1am van ban dé nghi cong
nhan to trudng t6 hoa giai kém theo bién ban kiém phiéu hodc bién ban vé két qua
biéu quyét vé viéc bau to truong to hoa giai, giri Chil tich Uy ban nhan dan céap xa.
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Trong thdi han 05 ngay lam viée, ké tir ngay nhan duoc van ban dé nghi cong
nhan t6 truong t6 hoa giai, Chu tich Uy ban nhan dan cip x3 xem xét, quyét dinh.

* Cach thure thuc hién: Khong quy dinh

* Thanh phan, s6 lwong hd so:

- Vin ban dé nghi cong nhan to trudng to hoa giai (Mau sb 07 tai Phu luc ban
hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

- Bién ban kiém phiéu hodc bién ban vé két qua biéu quyét vé viéc bau to
truong to hoa giai (Mau sé 04 tai Phy luc ban hanh kém theo Nghi quyét lién tich sb
01/2014/NQLT-CP-UBTUMTTQVN trong trudng hop bau to trudng to hoa giai vién
bang hinh thtrc biéu quyét cong khai; Mau sb 05 tai Phu luc ban hanh kém theo Nghi
quyét lién tich sb 01/2014/NQLT-CP-UBTUMTTQVN trong trudng hop bau to
truong t6 hoa giai vién bang hinh thirc bo phiéu kin).

So luong hd so: 01 b hd so.

* Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du
hd so theo quy dinh.

* Poi twgng thuwe hién thi tuc hanh chinh: Ca nhan

* Co quan thyuce hién tha tuc hanh chinh: UBND Xa

* Két qua thyce hién thii tuc hanh chinh: Quyét dinh cong nhan to trudng to
hoa giai.

* L¢ phi 5neu c0): Khong
. * Tén miu don, miu to khai (néu cé): Gidy d& nghi cong nhan t6 truong o

Oa giai.

*Yéu cau, diéu klen thye hién tha tuc hanh chlnh (neu c0): Ngu’m duoc
cong nhan la t6 truong to hoa giai phai dat trén 50% s6 hoa giai vién cua td hoa giai
dong ¥ va 1a ngudi co s6 phiéu bau cao nhat.

* Can cwr phap ly cua tha tuc hanh chinh:

- Luéat hoa giai ¢ co so nam 2013;

- Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN ngay
18/11/2014 ctia Chinh phu va Uy ban Trung wong Mit tran To qubc Viét Nam, hudng
dan phéi hop thyuc hién mét sé quy dinh cia phap luat vé hoa giai & co so.

3. Thu tuc thoi lam hoa giai vién

* Trinh ty thuc hién:

Trong thoi han 10 ngay, ké tir khi nhan dugc dé nghi cua t6 truong To hoa giai
vé viéc thoi lam hoa giai vién, Trudng ban cong tic Mit tran cha tri, phdi hop véi
trudng thon, to truong dan phd xem xét, xac minh, lam vin ban dé nghi Chu tich Uy
ban nhan dan cép x4 ra quyét dinh thoi 1am hoa giai vién.
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Dbi v6i trudng hop thoi 1am hoa giai vién theo quy dinh tai Diém b, Diém c
Khoan 1 Diéu 11 cua Luat hoa giai ¢ co sé, néu Trudong ban cong tac Mit tran, trudng
thon, to trudng t6 dan phd khong dong ¥ voi dé nghi cua t6 truong to hoa giai hodc
Truéng ban cong tic Mit tran va trudng thon, to truong t6 dan phd khong thong nhat
duoc v6i nhau vé dé nghi cia to truong to hoa giai, thi Trudng ban cong tac Mit tran
thong béo voi to trudng to hoa giai, néu rd 1y do khong dong ¥, dong thoi bao cao Chi
tich Uy ban nhan déan cp xa xem xét, quyét dinh.

Truong hop thoi lam hoa giai vién ddi véi to truong td hoa giai thi Truong ban
cong tac Mat tran phéi hop v6i trudng thon, t6 truong to dan phd lam van ban dé nghi
Chu tich Uy ban nhan dan cép x4 ra quyét dinh thoi 1am hoa giai vién.

Trong thoi han 05 ngay lam viéce, ké tir ngay nhan dugc van ban dé nghi hodc
béo cdo vé viée thoi lam hoa giai vién, Chu tich Uy ban nhan dan cép Xa xem x&t,
quyét dinh.

* Cach thirc thyc hi¢n: Khong quy dinh

* Thanh phan, so lwgng ho so:

Thanh phan ho so: Vian ban dé nghi ra quyét dinh théi lam hoa giai vién (Mau
s6 08 tai Phy luc ban hanh kém theo Nghi quyét lién tich sd 01/2014/NQLT-CP-
UBTUMTTQVN)/ Bao céo vé viéc thoi 1am hoa giai vién (Mau s6 09 tai Phu luc ban
hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN) trong
truong hop Truéng ban cong tac Mit tran, truong thén, t6 truong to dan phd khong
ddng v voi dé nghi cua t6 trudng to hoa giai hodc Trudng ban cong tac Mit tran va
truong thon, t6 truong té dan phd khong théng nhit duoc voi nhau vé dé nghi cua to
trudng to hoa giai.

S6 lugng ho so: 01 bo hd so.

* Thoi han giai quyét: Trong thot han 05 ngay lam viéc, ké tir ngdy nhan dugc
van ban dé > nghi hodc bao cao veé vige thoi lam hoa giai vién.

* Poi twong thuwe hién thi tuc hanh chinh: Ca nhan

* Cq’ quan thye hién thi tuc hanh chinh: UBND Xa

* Ket qua thuc hién thu tuc hanh chinh: Quyét dinh théi lam hoa giai vién.

* ¢ phi (neu c0): Khong

* Tén miu dO’n, mau to khai (néu co):

- Glay dé nghi vé viéc thoi lam hoa gidi vién hodc Bdo cao vé viéc thoi lam hoa
giai vién.

* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6):

Viéc thoi lam hoa gidi vién dugc thuc hién trong cac truong hop sau day:

- Theo nguyén vong cua hoa giai vién,;
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- Hoa giai vién khong con dap tmg mot trong céc tiéu chuan quy dinh tai Diéu 7
cua Luat hoa giai ¢ co s¢;

- Vi pham nguyén tic t6 chirc, hoat dong hoa giai & co s¢ theo quy dinh tai
Diéu 4 cua Luat hoa giai & co s hodc khong c6 diéu kién tiép tuc 1am hoa giai vién
do b1 xtr 1y vi pham phéap luat.

* Can cwr phap ly cua thu tuc hanh chinh:

- Luat hoa giai ¢ co s& nam 2013;

- Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN ngay
18/11/2014 ctia Chinh phti va Uy ban Trung wong Mit trin T6 qudc Viét Nam, hudng
dan phéi hop thyuc hién mot sé quy dinh cua phap luat vé hoa giai & co so.

4. Thu tuc thanh toan thu lao cho hoa giii vién

* Trinh tu thue hién:

- T6 trudng to hoa giai 1ap hd so dé nghi thanh toan thu lao cho hoa giai vién.

- Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du hd so hop 18, Uy ban
nhan din cip xi xem xét, quyét dinh va tra thu lao cho hoa giai vién thong qua t6 hoa
giai; truong hop quyét dinh khong thanh toan cho hoa giai vién thi phai tra 161 bang
van ban va néu 10 1y do.

* Cach thure thuc hién: Khong quy dinh

* Thanh phan, s6 lwong hd so:

Giéy dé nghi thanh toan thu lao cua hoa giai vién c6 ghi 0 ho, tén, dia chi ctuia
hoa giai vién; tén, dia chi t6 hoa giai; s6 tién dé nghi thanh toan; ndi dung thanh toan
(c6 danh sach céc vu, vi¢c trong trudong hop dé nghi thanh toan thu lao cho nhiéu vu,
viéc); chit ky ctia hoa giai vién; chit ky xac nhan cua t6 trudng to hoa giai.

Xuét trinh S6 theo ddi hoat dong hoa giai & co s& dé dbi chiéu khi can thiét.

So luong ho so: 01 bd hd so.

* Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan du
hd so theo quy dinh. T6 hoa giai thyc hién tra thu lao cho hoa giai vién theo quyét
dinh cua Uy ban nhan dan cip x4 trong thoi han 03 ngay, ké tir ngdy nhan dugc thu
lao.

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Quyét dinh thanh toan thu lao cho
hoa giai vién/ hodc vin ban tra 10 trong truong hop quyét dinh khong thanh toan.

* L¢ phi (néu ¢6): Khong )

* Tén mau don, mau to' khai (néu c6): Khong quy dinh

* Yéu cau, dieu kién thuc hién thi tuc hanh chinh (néu cé):

Diéu kién duoc huong thu lao theo vy, viéc ctia hoa giai vién:
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- Vy, viéc duoc tién hanh hoa giai va da két thic trong trudong hop:

+ Cac bén dat duoc thoa thuan;

+ Mot bén hodc cac bén yéu cAu cham dut hoa giai;

+ Hoa giai vién quyét dinh két thuc hoa giai khi cic bén khong thé dat dugc
thoa thuan va viéc tiép tuc hoa giai ciing khong thé dat dugc két qua.

- Hoa giai vién khong vi pham nghia vu sau:

+ Thuc hién hoa giai khi c6 can ctr theo quy dinh tai Piéu 16 cua Luat hoa giai
0 CO sO.

+ Tuan thil cac nguyén tic quy dinh tai Diéu 4 cua Luat hoa giai ¢ co so.

+ Tur chdi tién hanh hoa giai néu ban than c6 quyén loi va nghia vu lién quan
dén vy, viéc hoa giai hodc vi 1y do khac dan dén khong thé bao dam khach quan, cOng
bang trong hoa giai.

+ Thong bao kip thoi cho t6 truong to hoa giai dé bao cdo Chu tich Uy ban
nhan dan cap xi c6 bién phap phong ngira trong trudng hop thdy mau thuin, tranh
chap nghiém trong c6 thé dan dén hanh vi bao luc gay anh huong dén sirc khoé, tinh
mang cta cac bén hodc gy mat trat ty cong cong.

+ Thong bao kip thoi cho t6 truong td hoa giai dé bao cao co quan co tham
quyén xir Iy trong truong hop phat hién mau thuan, tranh chdp c¢6 dau hiéu vi pham
phap luat vé xir Iy vi pham hanh chinh hodc phap luat vé hinh su.

* Can cwr phap ly cua thu tuc hanh chinh:

- Luat hoa giai ¢ co s& nam 2013;

- Nghi dinh s6 15/2014/ND-CP ngay 27/02/2014 cia Chinh phu quy dinh chi
tiét mot s6 didu va bién phap thi hanh Luat hoa giai ¢ co so.

XVIII - Linh vue con nuéi

1. Thi tuc ding ky nuéi con nudi trong nwéc

* Trinh ty thue hién:

- Nguoi nhan con nudi ndp hod so ctia minh va ciia ngudi dugc nhan 1am con
nuoi tai UBND cép xa noi nguoi dugc nhan lam con nuoi thudng tra (déi vO1 cac
truong hop thong thuong) hodc tai UBND cip xa noi ngudi nhan con nudi thuong tri
(néu la cha dugng, me ké hoic co, cau, di, cha, bac rudt cia nguoi dugce nhan lam con
nudi hoac cé su thoa thuan gitra nguoi nhan con nudi voi cha me dé, nguoi giam ho
cua nguodi dugc nhan lam con nudi);

- Cong chuc tu phap - ho tich kiém tra ho so, 1ay ¥ kién cia nhitng ngudi co
lién quan;

- Uy ban nhan dan cép xa to chirc ding ky nudi con nudi, trao Gidy ching
nhan nuoi con nudi cho cha me¢ nuoi, cha me dé hoac nguoi gidam ho hoac dai dién co
so nudi dudng (tai L& giao nhan con nuéi). Trudng hop tir chdi diang ky, Uy ban nhan
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dan cap xa phai tra 1oi bang vin ban cho ngudi nhan con nudi, cha me dé hodc nguoi
giam hd hodc dai dién co s& nuoi dudng.

* Cach thire thye hién: Tryc tiép tai tru so¢ UBND cap xa.

* Thanh phan, so lwgng ho so:

Thanh phan hd so.

+ Ho so ctia ngudi nhan con nudi:

- Pon xin nhan con nudi (theo mau quy dinh);

- Ho chiéu/Chirng minh nhan dan hoic gidy to c6 gi tri thay thé;

- Phiéu Iy lich tu phap (dugc cap chua qua 06 thang);

- Van ban xac nhan tinh trang hon nhan;

- Gidy kham strc khoe do co so'y té cap huyén trd 1én cdp (duoc cap chua qué
06 thang);

- Van ban xdc nhan hoan canh gia dinh, tinh trang chd &, diéu kién kinh té do
UBND cép xa noi ngudi nhan con nudi thudng tra cp (truong hop cha duong, me ké
hodc ¢d, cau, di, chu, bac rudt cua ngudi duge nhan lam con nudi thi khong can van
ban nay).

+ Ho so cla nguoi duge nhan lam con nuoi:

- Giéy khai sinh;

- Gidy kham stc khoe do co quan y té cAp huyén trd 1én cip;

- Hai anh toan than, nhin thang (chup khong quéa 06 thang);

- Bién ban xac nhin do Uy ban nhén dan hoic Cong an cp xi noi phat hién
tré bi bo roi 1ap ddi vai tré em bi bo roi; Giéy ching tir cua cha dé, me¢ dé hodc quyét
dinh cua Toa an tuyén bd cha dé, me dé cua tré em 1a da chét ddi véi tré em mo cdi;
quyét dinh ctia Toa an tuyén bd cha dé, me dé cua nguoi duoc gidi thiéu lam con nudi
mét tich d6i véi nguoi dugce gidi thiéu lam con nudi ma cha dé, me dé mét tich; quyét
dinh cua Toa an tuyén bd cha dé, me dé cua nguoi dugce gioi thiéu lam con nudi mat
nang luc hanh vi dan sy ddi vai nguoi dugce gioi thiéu lam con nudi ma cha dé, me dé
mét nang luc hanh vi dan sy;

- Quyét dinh tiép nhan ddi véi tré em & co so nudi dudng.

S luong hd so: 01 bo.

, * Thoi han giai quyét: Trong thoi han 30 ngay, trong do: - Kiém tra ho so va
lay y kién: 10 ngay, ké tir ngay nhan du ho so hop 1¢; - Ghi vao s6 dang ky viéc nudi
con nudi va Gidy chirng nhén nudi con nuéi, giao - nhén con nudi: 20 ngay, ké tur
ngay co6 y kién dong y cua nhirng nguoi ¢ lién quan (theo quy dinh cua Piéu 21 Luat
nuoi con nuot).

* Poi twong thue hién tha tuc hanh chinh: C4 nhan
* Co quan thyc hién thu tuc hanh chinh: UBND Xa
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* Két qua thue hién thi tuc hanh chinh: Gidy ching nhan nuéi con nuoi

* L¢ phi (neu c0): 400.000d/trwvong hop
* Tén miu don, méu to khal (néu cé):

- Pon xin nhan con nudi, mau TP/CN-2014/CN.02;
-To khai hoan canh gia dinh ctia ngudi nhin con nudi, mau TP/CN-
2011/CN.06.
* Yéu chu, diéu kién thwc hién thi tuc hanh chinh (néu c6):
* Can cw phap ly cua thu tuc hanh chinh:
- Luat Nuoi con nuoi;
- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 cta Chinh phu quy dinh chi
tiét thi hanh mot s6 diéu ctia Luat Nudi con nuodi;
- Thong tur s6 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va huéng
dan viéc ghi chép, luu trit, st dung biéu mau nudi con nudi;
- Thong tu s6 24/201

2. Thu tuc dang ky lai viéc nuéi con nuoi trong nuéc
* Trinh ty thuc hién:

- Nguoi ¢6 yéu cau ding ky lai viéc nudi con nudi ndp To khai dang ky lai
viéc nudi con nudi tai ny ban nhan dan cép x4 noi cha me¢ nudi va con nudi thuong
tra hodc noi di dang ky viéc nudi con nudi trudc day (truong hop yéu cau dang ky lai
tai Uy ban nhan dan cdp xd khong phai 1a noi trudc diy da dang ky viéc nudi con
nudi, thi To khai phai c6 cam két ctia ngudi yéu cau dang ky lai vé tinh trung thuc cua
viéc dang ky nudi con nudi trude d6 va cé chir ky cua it nhat hai nguoi lam chimg);

- Chu tich Uy ban nhan dan cap x3 ky va cip cho ngudi yéu cau dang ky lai 01
ban chinh Giay chimg nhan nudi con nuoi.

* Cach thire thwe hién: Truc tiép tai Uy ban nhan dan cip xa

* Thanh phan, s6 lwong hd so: To khai dang ky lai viéc nudi con nudi.

* Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du
hé so hop 1¢.

* Poi twong thue hién thi tuc hanh chinh: C4 nhan

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thyc hién thii tuc hanh chinh: Gidy chimg nhan viéc nu6i con nudi

* L¢ phi (neu c0): Khong

* Ten mau don, miu to khai (néu c6): To khai dang ky lai viéc nudi con
nudi, mau TP/CN-201 l/CN 04.

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):
- S6 ho tich va ban chinh gidy to dang ky nudi con nudi bi mat hoic hu hong khong
st dung duoc;
- Cha, me nudi va con nudi déu con song vao thoi diém yéu cau dang ky lai.
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* Can cwr phap ly cua thu tuc hanh chinh:
- Luat Nudi con nuoi;
- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 ctia Chinh pha quy dinh chi
tiét thi hanh mot s6 diéu cua Luat Nudi con nudi;
- Thong tu sb 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va hudng
din viéc ghi chép, luu trit, st dung biéu miu nudi con nudi:
- Thong tu s6 24/201

XIX - Linh vuc boi thlr(rng nha nudc
1. Tha tuc glal quyet yéu cau boi thuwong tai co quan truc tlep quan ly nguoi
thi hanh cong vu giy thiét hai(cap xa)

* Trinh tu’ thuc hlen

- Tiép nhan va X ly hd so;

- Thu ly hd so;

-Cu ngu’m giai quyet boi thuong;

- Tam tng kinh phi boi thuong thiét hai;

- Xac minh thiét hai;

- Thu:o’ng 1u’ong Viéc b01 thuong;

- Ra quy¢t dinh giai quyet boi thu:ong (sau khi ra quyét dinh giai quyet b01 thu’ong,
co quan tryc tieép quan ly nguot thi hanh cong vu gay thiét hai phal lap ho so dé nghi cap
kinh phi boi thuomg den co quan tai chinh c6 tham quyén aé dé nghi cap kinh phi boi
thudng va chi tra tién bdi thudng cho ngudi yéu cau boi thuong).

* Cach thure thuc hién:

- Nguoi yéu cau bdi thudng cé thé ndp hd so truc tiép tai tru s co quan giai
quyét boi thudng hodc qua hé théng buu chinh.

- Ngudi yéu cau boi thuong nhan quyét dinh giai quyét boi thuong ngay tai
budi thuong luong.

* Thanh phén, so lmrng ho so:

a. Truong hop nguoi bi thiét hai truc tiép yéu cau b01 thuong thi hé so yéu cau
boi thu’O’ng (sau day goi la hd so) bao gdm: Vin ban yéu cau bdi thuong; Vin ban 1am
cin cir yéu cau boi thu’ong, trur tru’O‘ng hop nguo1 bi thiét hai khong duoc gui hoac
khong thé c6 van ban 1am can ctr yéu cau bodi thudng; G1ay to chung minh nhan thin
cua nguot bi thiét hai; Tai liéu, chung ctr ¢6 lién quan dén viéc yéu cau boi thuong
(néu co).

b. Truong hop ngu’orl yéu cau boi thuO’ng la ngu:0’1 thira ké (néu c6 nhiéu ngu:(n
thira ké thi nhung ngudi thira ké do pha1 cu ra mot nguoi dai dlen) hoac la ngu:orl dai
dién cua nguoi bi thiét hai thi ng0a1 cac tai liéu quy dinh tai cac diém a, bva d khoan
1 biéu 41 Luat TNBTCNN nim 2017, ho so con phai c6 cac tai liéu sau day: Gidy to
chu’ng minh nhén than cua nguoi thira ké, nguoi dai dién cua ngu’(n bi thiét hai; Van
ban uy quyén hop phap trong truong hop dal dién theo Gy quyén; Tru’O‘ng hop nguoi bi
thiét hai chét ma c6 di chuc thi ngu:m yéu cau boi thu:ong pha1 cung cap di chuc, trudng
hop khong c6 di chuc thi phal cO van ban hop phap vé quyen thua ké.

Tru’ong hop nguoi yéu cau boi thuong truc tiép ndp hé so thi cac glay to, tai
liéu va chung ctr quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2 Diéu 41 Luat
TNBTCNN nim 2017 14 ban sao nhung phal c6 ban chinh dé dbi chiéu; truong hop
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nguoi yeu cau boi thu’O’ng gul hé so qua dich vu buu chinh thi cac gidy to, tai liu va
chu’ng ctr quy dinh tai cac diém b, c, d khoan 1 va khoan 2 Diéu 41 Luat TNBTCNN
nim 2017 12 ban sao ¢o ching thu’c theo quy dinh cta phap luat vé chung thuec.

* Thoi han giai quyét: 32 ngay, néu vu viée phire tap thi c6 thé kéo dai t6i 52
ngay. Néu thoa thuan duoc véi ngudi yéu cau boi thuong thi thoi gian co thé kéo dai
thém 25 ngay.

* Poi twong thuwe hién thii tuc hanh chinh: Ca nhan

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thyc hién thii tuc hanh chinh: Quyét dinh giai quyét bdi thuong

* L¢ phi (néu ¢6): Khong quy digh

* Tén mAu don, mau to khai (neu c0):

Vin ban yéu ciu bdi thuong (MAu 01/BTNN ban hanh kém theo Thong tu sb
04/2018/TT-BTP

* Yéu chu, diéu kién thuc hién tha tuc hanh chinh (néu co):

- C6 mot trong cac can cor xac dinh hanh vi trai phap luat cia nguoi thi hanh
cong vu gay thiét hai va yéu cau boi thuong tuong tng quy dinh tai khoan 2 Piéu 7
Luat TNBTCNN nam 2017;

- C6 thiét hai thuc té cua nguoi bi thiét hai thudoc pham vi trach nhiém boi
thuong cua Nha nudc theo quy dinh cia Luat TNBTCNN nam 2017,

- C6 mdi quan hé nhan qua giira thiét hai thuc té va hanh vi gay thiét hai.

* Can cir phap ly cua thu tuc hanh chinh:

- Lu4t Trach nhiém boi thu:omg cua Nha nudc nam 2017,

- Nghl dinh s6 68/2018/ND-CP ngay 15/5/2018 cua Chinh phu quy dinh chi tiét
mot s6 diéu va bién phap thi hanh Luét Trach nhiém boi thuong cua Nha nudc;

- Thong tu s0 04/2018/TT-BTP ngay 17/5/2018 ctia B6 Tu phap ban hanh mot
s6 biéu méu trong cong tac boi thuong nha nudc.

XX - Linh vuc pho bién gido duc phap luat

1. Thii tuc cong nhin tuyén truyén vién phap luat

* Trinh ty thue hién:

binh ky thang 9 hang nam, cong chuc tu phap - h¢ tich chu tri, phéi hop véi
Truong Ban cong tac Mat tran, Truong thoén, lang, ap, ban, budn, phum, séc, to dan
phd, khu phd, khéi phd va cong dong dan cu khac va nguoi dung dau cac to chtrc
chinh tri - x& ho1 trén dia ban cap xa thong bao cong khai tiéu chuan tuyén truyén vién
phap luat; cac quy dinh vé cong nhéan tuyén truyén vién phéap luat t6i co quan, don vi
va ngudi dan trén dia ban co s& dé ty nguyén ding ky tham gia lam tuyén truyén vién
phap luat.

Can ctr danh sach ty nguyén ding ky tham gia 1am tuyén truyén vién phap luat
tur dia ban co s, thuc trang doi ngti cong chirc cua Uy ban nhan dan cp xa va nhu
cau xay dung doi ngil tuyén truyen vién phap luat, cong chure tu phap - ho tich ra soat,
lap danh sach nguoi du tiéu chuan trinh Chu tich Uy ban nhan dan cdp xa xem xét,
cong nhan tuyén truyén vién phép lut.

* Cach thirc thye hién: UBND cip x3
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* Thanh phan, so6 lwong hd so: Danh sach dé nghi cong nhan tuyén truyén
vién phép luat cua cong chirc tu phap - ho tich.

* Thoi han giai quyét: Trong thot han 05 ngay lam viéc ké tir ngdy nhan dugc
danh sach dé nghi cong nhan tuyén truyén vién phap luat ctia cong chirc tu phap - ho
tich.

* Poi twong thywe hién thi tuc hanh chinh: T6 chic

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thyc hién thi tuc hanh chinh: Quyét dinh cong nhan tuyén truyén
vién phéap luat.

* 1L¢ phi ( (neu c0): Khong

* Tén mau don, mau to' khai (néu c6): Khong quy dinh

* Yéu cau, diéu kién thue hién tha tuc hanh chinh (néu ¢6): C4 nhan dugc
dé nghi cong nhan 1am tuyén truyén vién phap luat phai 13 nguoi co uy tin, kién thuc,
am hiéu vé phap luat.

* Can cwr phap ly cua thua tuc hanh chinh:

+ Luat phé bién, gido duc phap luat nam 2012;

+ Nghi dinh s6 28/2013/ND-CP ngay 04/4/2013 cta Chinh phti quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat phd bién, gido duc phap luat;

+ Théng tu s6 10/2016/TT-BTP ngay 22/7/2016 ctia B6 Tu phap quy dinh vé
béo céo vién phap luat, tuyén truyén vién phap lut.

2. Thii tuc cho thdi lam tuyén truyén vién phap luat

* Trinh ty thye hién: Khi tuyén truyén vién phap luat thudc mot trong cac
truong hop cho thoi lam tuyén truyén vién phap luét theo quy dinh, cong churc tu phap
- ho tich trinh Chu tich Uy ban nhéan dan cap xa xem xét, ra quyét dinh cho thoi lam
tuyén truyén vién phap luat.

* Cach thire thwe hién: UBND cip xa

* Thanh phan, s6 lwong hé so: Khong quy dinh.

* Thoi han giai quyét: Trong thoi han 03 ngay lam viéc ké tur ngay nhan dugc
dé nghi cua cong chirc tu phap - ho tich, Chu tich Uy ban nhan dan cip xa xem xét,
quyét dinh cho thoi lam tuyén truyén vién phap luat.

* Poi twgng thuwe hién thi tuc hanh chinh: T6 chice, Ca nhin

* Co quan thyuce hién tha tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Quyét dinh cho théi lam tuyén
truyén vién phap luat.

* 1L¢ phi ( (neu c0): Khong

* Tén mau don, mau to' khai (néu c6): Khong quy dinh.

* Yéu cau, diéu kién thue hién thi tuc hanh chinh (néu cé):

Viéc cho théi lam tuyén truyén vién phap luat duoc thuc hién khi tuyén truyén
vién phap luat thudc mot trong céac trudong hop sau day:
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+ Tu nguyén xin théi 1am tuyén truyén vién phap luat vi 1y do strc khoe, hoan
canh gia dinh hoac vi ly do chinh dang khac;

+ Thyc hién mot trong cac hanh vi bi cAm theo quy dinh tai Piéu 9 Luat
phé bién, gido duc phap luat;

+ Bi Toa an két 4n va ban an da co hiéu lyc phap luat;

+ MAt nang luc hanh vi dan sy hodc ¢6 khé khan trong nhan thirc, lam cht hanh
vi hodc han ché nang luc hanh vi dan sy theo quy dinh cta B0 luat dan su.

* Can cir phap ly cua thua tuc hanh chinh:

+ Luat Pho biér,l, gido duc phap luat nam 2012;

~ + Nghi dinh s6 28/2013/ND-CP ngay 04/4/2013 cua Chinh phu quy dinh chi

tiét mot s6 diéu va bién phap thi hanh Luat pho bien, gido duc phap luat; ‘

+ Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 cua B Tu phap quy dinh vé
bao cdo vién phap luat, tuyén truyén vién phap luat.

XXI - Linh vue phong chéng tham nhiing

1. Tha tuc ké khai tai san, thu nhap cap xa

* Trinh ty thuc hién:

- Buéc I: Co quan, td chure, don vi ban hanh vin ban to chire trién khai viéc ké
khai;

- Bude 2: B phan phu trach cong tac td chire, can bo tién hanh trién khai viée
ké khai:

+ Lap danh sach Nguoi ¢ nghia vu ké khai ctia co quan, t6 chtrc, don vi minh,
trinh nguoi dung dau co quan, t6 chuc, don vi phé duyét; danh sach phai xac dinh ro
dbi tuong thudc cap ty quan 1y, ddi tuong thude cap trén quan 1y, dbi twong thude co
quan, to chirc, don vi quan 1y;

+ Gui danh sach Ngudi c¢6 nghia vu ké khai dén cac co quan, t6 chire, don vi
truc thuoc;

+ GUri mau Ban ké khai tai san, thu nhap (sau day goi 1a Ban ké khai), hudng
dan va yéu cau nguoi co nghia vu ké khai thuc hién viéc ké khai tai san, thu nhap.

- Bude 3: Nguoi co nghia vu ké khai phai hoan thanh viéc ké khai trong thot
gian 10 ngay ké tlr ngay nhan dugc mau ban ké khai, ndp 01 ban vé bd phan phuy trach
cong tac td chtre, can bd va lwu ¢4 nhan 01 ban. Truong hop tai thot diém ké khai,
nguoi ¢ nghia vu ké khai khong thé tién hanh ké khai ding thoi han vi 1y do khach
quan thi viéc ké khai co thé duoc thuc hién trude hodc sau thoi diém quy dinh cua co
quan, t6 chirc, don vi (v&i thoi gian gan nhat).

- Bude 4: BO phan phu trach cong tac to chic, can bo tiép nhén, kiém tra, sao
luc, gui, luu, quan Iy Ban ké khai nhu sau:
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+ Trong thoi han 07 ngay lam viéc (ké tir ngay nhan dugc Ban ké khai) kiém
tra tinh ddy du vé noi dung phai ké khai; trudng hop Ban ké khai chua dung quy dinh
(theo mAu) thi yéu cau ké khai lai, thoi han ké khai lai 1a 03 ngay lam viéc ké tir ngay
nhan duogc yéu cau;

+ Sao luc, gui va luu Ban ké khai nhu sau: Gui ban chinh dén Ban t6 chiic
Pang, 01 ban sao dén co quan Uy ban kiém tra cua cip uy Pang quan 1y nguoi ké
khai, néu ngudi d6 1a can bo thude dién cp ty quan 1y (theo phan cip quan Iy can
b6). Giri ban chinh dén co quan t6 chic cap trén dbi voi nguoi ké khai do cap trén
quan 1y (hodc giri ban sao néu nguoi d6 thudc cip uy quan 1y). Gui ban sao dén co
quan, t6 chure, don vi noi s& cong khai Ban ké khai dé thuc hién viée cong khai theo quy
dinh; sau khi cong khai, luvu ban ndy ciing hd so ctia nguoi ¢6 nghia vu ké khai tai co
quan minh.

* Cach thire thuc hién: Viéc ké khai tai san, thu nhap duoc tién hanh tai co
quan, don vi cua nguoi ¢6 nghia vu phai ké khai

* Thanh phan, s6 lwong ho so:

1. Cac van ban ’Chl dao td chirc trién khai thuc hién viéc ké khai;

2. Danh sach doi tuong phai ké khai theo quy dinh;

3. Ban k€ khai tai san, thu nhap, ban sao ban k€ khai theo quy dinh;

4. S6 theo doi viéc giao, nhan Ban ké khai; ,

5. Danh sach nhing nguoi dé ké khai, bao cao két qua ké khai

SO Iuwgng: 01 bo.

* Thoi han giai quyét: Thoi diém cong khai dugc thuc hién trong khoang thoi
gian tr sau khi hoan thanh viéc kiém tra Ban ké khai quy dinh tai Khoan 3, Diéu 5
Thong tu s6 08/2013/TT-TTCP dén ngay 31 thang 3 hang nim

* Poi twong thwe hién thii tuc hanh chinh: Tat ca

* Co quan thye hién thu tyuc hanh chinh: UBND Xa

* Két qua thye hién tha tuc hanh chinh: Ban ké khai tai san, thu nhap

* L€ phi (neu ¢06): Khong

* Tén miu don, miu to khai (néu c6): Mau don, to khai: Ban hanh kém theo
Thong tu s6 08/2013/TT-TTCP ngay 31 thang 10 ndm 2013 cua Thanh tra Chinh phu,
hudng dan thi hanh cac quy dinh vé minh bach tai san, thu nhap.

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):

1. Nguoi c6 nghia vu ké khai tai san, thu nhap phai ké khai trung thuec, dﬁy du,
rd rang, dung thoi han cac thong tin vé s6 luong, gia tri tai san, thu nhip va nhiing
bién dong vé tai san, thu nhap phai ké khai va tu chiu trach nhiém vé nhiing théng tin
da ké khai.

2. Tai san, thu nhap phai ké khai gdm tai san, thu nhap thudc s hiru hodc
quyén sir dung cta ban than, ctia vo hodc chdng va con chua thanh nién (con d¢, con
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nudi theo quy dinh cta phap luat) tai thoi diém hoan thanh Ban ké khai tai san, thu
nhap.

3. Gia tri tai san, thu nhap ké khai duoc tinh bang tién phai tra khi mua, khi
nhan chuyén nhuong, xay dung hodc gia tri udc tinh khi duoc cho, tang, thira ké.

4. Viéc ké khai, giai trinh ngudn gdc tai san ting, giam thyc hién theo mau Ban
ké khai tai san, thu nhap (phu luc IT) va Huéng dan ké khai tai san, thu nhap (phu luc
I1I) ban hanh kém theo Thong tu s6 08/2013/TT-TTCP.

* Can cir phap ly cua tha tuc hanh chinh: ,

Luat phong chong tham nhiing s6 55/2005/QH 11, Nghi dinh s6 78/2013/ND-
CP ngay 17 thang 7 nam 2013 cua Chinh phu vé minh bach tai san, thu nhap; Thong
tu s6 08/2013/TT-TTCP ngay 31 thang 10 nam 2013 cua Thanh tra Chinh phu, hudng
dan thi hanh cac quy dinh v€ minh bach tai san, thu nhap.

2. Thii tuc cong khai Ban ké khai tai san, thu nhap cip xa

* Trinh ty thue hién:

- Budc 1: Hang nam, by phan phy trach cong tac t6 chtrc, can bo phai xay
dung, trinh ngudi ding dau CO quan, t6 chtrc, don vi phé duyét ké hoach cong khai
Ban ké khai trong co quan, td chtre, don vi minh. Noi dung ké hoach cong khai Ban
ké khai bao gom:

+ Lua chon hinh thirc, pham vi cong khai phu hop voi diéu kién, dic diém veé to
chtrc, hoat dong, quy mo ctia co quan, t6 chure, don vi;

+ Xac dinh cac nhiém vy phai thyc hién: Néu cong khai bang hinh thirc niém
yét can phai xac dinh vi tri niém yét, danh sach ngudi ké khai phai niém yet O ting vi
tri, phu:O’ng an bao v¢, t6 chirc thu nhan thong tin phan hoi, thoi gian bat dau, thoi gian
két thuc niém yét.

+ Néu cong khai bang hinh thirc cong bd tai cudc hop can phai xac dinh danh
sach nguoi ké khai twong tmg voi pham vi cong khai quy dinh tai Khoan 2 Diéu 10
Thong tu nay; thoi gian, dia diém cudc hop, ngudi chu tri, thanh phan cudc hop, t6
churc tlep nhan phan anh, trinh tu tién hanh cudc hop;

+ Thoi gian trién khai viée cong khai;

+ Phan cong thuc hién;

+ Bi¢n phap dam bao thuc hi¢n.

- Bude 2: Pho bién ké hoach cong khai duoc phé duyé¢t, kém theo danh sach va
ban sao cac Ban ké khai guri cac don vi truc thudc.

- Buée 3: Cac don vi thuc hién ké hoach cong khai, 1ap bado cdo viéc thuc hién
gui vé bo phan td churc can bo.

- Buoc 4: Bo phan phu trach cong tac td churc, can b tién hanh téng hop, bao
cdo tinh hinh thyc hién cong khai trong co quan, don vi.

* Cach thie thue hién: Co quan thanh tra nha nude cac cip, bd phan phu
trach cong tac thanh tra ndi bo, td chirc can bod trong cac doanh nghi€p nha nudc
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* Thanh phan, s6 lwong ho so:

1. Ké hoach cong khai;

2. Van ban phan cong thyc hién viéc cong khai;

3. Van ban pho bién ké hoach cong khai;

4. Danh sach va ban ké khai cong khai;

5. Bién ban cong khai va két thuc cong khai;

6. Bao céo két qua cong khai.

S6 lugng: 01 bo.

* Thoi han giai quyét: Thoi diém cong khai dugc thuc hién trong khoang thoi
gian tur sau khi hoan thanh viéc kiém tra Ban ké khai quy dinh tai Khoan 3, Diéu 5
Thong tu s6 08/2013/TT-TTCP dén ngay 31 thang 3 hang nam

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, t6 chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thure hién thii tuc hanh chinh: Bio céo tinh hinh thuc hién cong
khai trong co quan, t6 chtrc, don vi

* L¢ phi (neu co): Khong

* Tén mau don, mau to’ kKhai (neu ¢6): Mau to khai

* Yéu chu, diéu kién thwe hién thua tuc hanh chinh (neu c0):

1. Ban ké khai ctia Nguoi co nghia vu ké khai phai cong khai vai toan thé can
b0, cong chirc, vién chirc cua co quan, td chure, don vi noi nguoi dé thuong xuyén lam
viéc; truong hop co quan, td chirc, don vi ¢6 quy mo 16n, phan tan thi cong khai nhu
quy dinh tai Diéu 9, Piéu 10 Thong tu s6 08/2013/TT-TTCP.

2. Ban ké khai cua ngudi ing cu dai biéu Quéc hoi, dai biéu Hoi déng nhan dan
ngoai viéc cong khai tai noi thuong xuyén lam vi¢c con phai cong khai tai hdi nghi cur
tri theo quy dinh ctia Hoi dong bau cu.

3. Ban ké khai cta nguoi dy kién duoc bau, phé chuan tai Qubc hoi, Hoi dong
nhan dan cong khai véi dai biéu Qudc hoi, dai biéu Hoi dong nhan dan tai ky hop theo
quy dinh cta Uy ban thuong vu Quéc hoi, Thuong truc Hoi dong nhan dan.

4. Ban ké khai ctia Nguoi c6 nghia vu ké khai 1 dai dién phan von ctia Nha
nudc, cua doanh nghiép nha nude va gilt chirc danh tir Pho trudng phong va tuong
duong tré 1én trong doanh nghiép c6 vén gop cua Nha nudc, doanh nghiép nha nuéc
thi cong khai tai co quan, doanh nghiép ctr nguoi d6 lam dai dién.

5. Nguoi dimg dau co quan, t6 chire, don vi quyét dinh pham vi cong khai, hinh
thirc cong khai (niém yét hodc cong bd tai cude hop) Ban ké khai cia Nguoi co nghia
vu ké khai dang cong tac trong co quan, t6 chirc, don vi do minh quan ly. Viéc to
chtic cong khai va quyét dinh pham vi cong khai phai ¢am bao theo quy dinh tai Dicu
14 Nghi dinh s6 78/2013/ND-CP ngay 17 thang 7 nam 2013 cta Chinh phu vé minh
bach tai san, thu nhap.

* Can ctr phap ly cua thua tuc hanh chinh:

Luat phong chdng tham nhiing, Nghi dinh s6 78/2013/ND-CP ngay 17 thang 7
nam 2013 ctia Chinh phi1 vé minh bach tai san, thu nhap; Thong tu s6 08/2013/TT-
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TTCP ngay 31 thang 10 nam 2013 cua Thanh tra Chinh phu, huéng dan thi hanh cac
quy dinh v& minh bach tai san, thu nhap.

3. Thii tuc xdc minh tai san, thu nhip cap xa
* Trinh ty thue hién:
- Burée I: Co quan, to chie ¢6 tham quyén ban hanh quyét dinh x4c minh:

1. Ban thudng vu cdp ay cac cap quyét dinh xac minh ddi véi ngudi
duoc x4c minh 14 can bd thudce dién cip minh quan 1y theo quy dinh vé phan cap quan
1y can bd ctia Pang. Ban thuong vu dang Gy cip huyén quyét dinh xac minh dbi vai
nguoi dugc xac minh 1 can bd thudc dién Pang uy x4, phuong, thi trin quan 1y.

2. Nguoi dimg dau co quan, td chtrc, don vi ¢6 thAm quyén quan 1y can
bd, cong chtrc, vién chirc (theo phan cip quan 1y can bd) quyét dinh xac minh d6i véi
nguoi du kién duoc xac minh thudc tham quyén quan 1y ctia minh. Chu tich Uy ban
nhan dan cap huyén quyét dinh xac minh d6i v6i ngudi duoc xac minh 1a can bo,
cong chirc cap xA.

- Buéc 2: Tién hanh xac minh. Trong qua trinh x4c minh tai san, thu nhap, nguoi
x4c minh tién hanh céc hoat dong sau:

+ Nghién ctru ho so, tai liéu c6 lién quan dén ndi dung xac minh.

+ Lam viéc truc tiép V61 ngudi dugc xac minh.

+ X4c minh tai chd di véi tai san, thu nhap dugc xac minh.

+ Lam vi¢c voi co quan, td chirc, don vi quan ly, luu triv ho so, tai liéu vé tai san,
thu nhap duoc xac minh.

+ Lam viéc véi co quan, td6 churc, ca nhan co chuyén mon - k¥ thuat vé tai san,
thu nhap duogc xac minh dé danh gia, giam dinh tai san, thu nhap do.

+ Lam viéc vdi co quan, td chirc, ca nhan co lién quan khac dé phuc vu cho viéc
xac minh tai san, thu nhap.

+ Hoat dong khac can thiét cho viéc xac minh tai san, thu nhap.

- Bu6e 3: Bao céo két qua xac minh tai san, thu nhap. Trong thoi han 05 ngdy
lam viéc, ké tir ngay két thic xac minh, ngudi xdc minh phai c6 bao cao két qua xac
minh tai san, thu nhap giri nguoi ban hanh quyét dinh xac minh.

- Bude 4: Két luan vé sy minh bach trong ké khai tai san, thu nhap.

Trong thoi han 05 ngay lam viéc, ké tir ngay nhan duoc bao cdo két qua xéc
minh hodc nhan dugc giai trinh d3 rd rang, hop 1y cac ndi dung yéu cau cta ngudi dy
kién dugc xac minh thi nguoi d ban hanh quyét dinh x4c minh hodc nguoi dung dau
co quan, tO chirc, don vi ¢6 thim quyén quan 1y Ngudi c6 nghia vu ké khai phai ban
hanh Két luan vé sy minh bach trong ké khai tai san, thu nhap (sau day goi la Két luan
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vé sy minh bach).Két luan vé sy minh bach phai dugc guri cho co quan, td chuc, ca
nhan c6 thim quyén yéu cau xac minh va ngudi duge xac minh.

- Buéc 5: Cong khai két luan vé sy minh bach trong ké khai tai san thu nhap.

Trong thoi han 05 ngay lam viéc, ké tir ngay nhan dugc yéu cau cong khai ban
K&t luan vé sy minh bach cua co quan, td chuc da yéu cAu xac minh, nguoi da ban
hanh Két luan xac minh phai cong khai ban Két luan do.

* Cach thirc thyce hién: Xac minh tai san, thu nhap duogc thuc hién tai cac co
quan, t6 chuec, don vi.

* Thanh phan, s6 lwong hd so:

1. Quyét dinh xac minh; bién ban lam viéc; giai trinh ctia nguoi dugc xac minh;
bao cao két qua xac minh.

2. Két luan vé su minh bach trong k& khai tai san, thu nhap.

3. Vin ban yéu cau, kién nghi ctia nguoi ban hanh quyét dinh xac minh, ngudi
xac minh.

4. Két qua danh gia, giam dinh trong qua trinh xac minh (néu c6).

5. Cac tai liéu khéc c6 lién quan dén viéc xac minh.

- S6 lugng: 01 bo.

* Thoi han giai quyét: Thoi han xac minh 13 15 ngay lam viéc, trudng hop
phtic tap thi thoi han tdi da khong qué 30 ngay lam viéc.

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, to chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thi tuc hanh chinh: - Bio cdo két qua xac minh tai san,
thu nhap. - K&t luan sy minh bach trong ké khai tai san, thu nhap.

* L€ phi (neu co): Khong

* Ten mAiu don, miu t& khai (néu c6): Mau don, to khai: Ban hanh kém theo
Thong tu s6 08/2013/TT-TTCP ngay 31 thang 10 nam 2013 cua Thanh tra Chinh phu.

* Yéu cau, diéu kién thue hién thi tuc hanh chinh (néu cé):

1. Khi ¢6 td cao vé viéc khong trung thuc trong ké khai tai san, thu nhap cua
nguodi c6 nghia vy ké khai.

2. Khi xét thdy can thém thong tin phuc vu cho viéc bau cir, mién nhiém, bai
nhiém, bd nhiém, ky luat 601 Vo1 nguoi co nghia vu ké khai.

3. Khi ¢6 cin cir cho rang viéc giai trinh vé ngudn gdc tai san ting thém khong
hop ly.

4. Khi ¢6 yéu cau ctia co quan, t6 chirc, ca nhan c6 tham quyén quy dinh tai
Piéu 12 Thong tu s6 08/2013/TT-TTCP.

* Can cwr phap ly cua thi tuc hanh chinh:

Luéat phong chdng tham nhiing, Nghi dinh s6 78/2013/ND-CP ngay 17 thang 7
nam 2013 cua Chinh phu vé minh bach tai san, thu nhap;

Thong tu s6 08/2013/TT-TTCP ngay 31 thang 10 nam 2013 cta Thanh tra
Chinh phii, huéng dan thi hanh céc quy dinh vé minh bach tai san, thu nhap
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4. Thi tuc tiép nhin yéu cau giai trinh cap xa

* Trinh ty thuce hién:

- Bude 1: Nguoi yéu cau giai trinh giri van ban yéu cau giai trinh hodc truc tiép
dén co quan nha nudc cé trach nhiém giai trinh.

- Buoc 2: Can bo, cong chure thuc hién viée tiép nhan va vao sb tiép nhan yéu
cau giai trinh. Trudng hop nhiéu nguoi dén yéu cau giai trinh truc tiép thi co quan c6
tham quyén hudng dan ngudi yéu cau giai trinh ctr dai dién dé trinh bay noi dung yéu
cau. Nguoi dai dién phai 12 nguoi co yéu cau giai trinh. Viéc ctr ngudi dai dién dugc
1ap thanh vin ban (theo Mau s6 01-GT ban hanh kém theo Théng tu 02/TT-TTCP
ngay 29/4/2014).Viéc ctr nguoi dai dién dugce thyc hién nhu sau:

+ Truong hop co tir 05 dén 10 nguoi yéu cau giai trinh thi ctr 01 hodc 02 nguoi
dai dién;

+ Trudng hop co tir 10 nguoi yéu cau giai trinh trd 18n thi co thé cir thém nguoi
dai dién, nhung khong qua 05 nguoi

- Bude 3: co quan nha nudc ra thong bao tiép nhan yéu cau giai trinh hodc tir
chdi giai trinh va néu o 1y do (Mau s6 04 ban hanh kém theo Thong tu 02/2014/TT-
TTCP ngay 29/4/2014). Truong hop yéu cau giai trinh khong thudc trach nhiém thi
huéng dan nguoi yéu cau gui dén diing co quan c6 trach nhiém giai trinh. Truong hop
ndi dung yéu cau da dugc giai trinh nhung c6 ngudi khac yéu cau giai trinh thi cung
cAp ban sao van ban di giai trinh cho nguoi do. ‘

* Cach thirc thye hién: Tryc tiép hodc guri bang van ban

* Thanh phan, so lwgng ho so:

1. Vin ban yéu cau giai trinh cta ca nhan, to chirc

2. Thong tin, tai liéu lién quan dén yéu cau giai trinh.

- S6 luong ho so: 01 bo.

* Thoi han giai quyét: Thoi han ra thong bao tlep nhan hodc tir chdi gii trinh:
05 ngay ké tir ngdy tiép nhan yéu cau giai trinh (Mau s6 02, 03 ban hanh kém theo
Thong tu 02/2014/TT-TTCP ngay 29/4/2014). q

* Poi twgng thwe hién thu tuc hanh chinh: Ca nhan, t6 chirc

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Vin ban tiép nhin yéu cau giai trinh
hodc van ban tir chdi yéu cau giai trinh ctia co quan c6 tham quyén.

* L¢ phi (neu c0): Khong

* Tén miu don, mau to khai (néu ¢6): Tén mau don. td khai: Mau s6 01, 02,

04 ban hanh kém theo Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 cua Thanh tra
Chinh phu.

* Yéu clu, diéu kién thwe hién thi tuc hanh chinh (néu cé):
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Theo quy dinh tai Diéu 6 Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013:

1. Ca nhan yéu cdu giai trinh phai ¢6 nang luc hanh vi dan su day du hodc thong
qua ngudi dai dién hop phap; co quan, t6 chirc yéu cau giai trinh phai thong qua
nguoi dai dién hgp phap.

2. Noi dung yéu ciu giai trinh lién quan truc tiép dén quyén va loi ich hop phap
clia co quan, to chire, ca nhan c6 yéu cau giai trinh.

3. Noi dung yéu cdu giai trinh thudc pham vi trach nhiém quan 1y cta co quan
duoc yéu cau.

* Can cir phap ly cua tha tuc hanh chinh:

Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013 ctia Chinh phu quy dinh trach
nhiém giai trinh gﬁa co quan nha nudc trong viéc thuc hién nhiém vy, quyén han dugc
giao; Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 cua Thanh tra Chinh phu quy
dinh chi tiét, huéng dan thi hanh mdt s6 diéu cua Nghi dinh s6 90/2013/ND-CP ngay
08/8/2013.

5. Thii tuc thwe hién viéc giai trinh cip xa

* Trinh ty thuc hién:

- Buée 1: Nghién ciru ndi dung yéu cau giai trinh.

- Buoc 2: Thu thap, xac minh thong tin c6 lién quan.

- Bude 3: Lam viée truc tiép v6i ngudi yéu cau giai trinh dé 1am rd nhiing ndi
dung c6 lién quan khi thay can thiét. Noi dung lam viéc duoc 1ap thanh bién ban co
chir ky cua cac bén.

- Buoc 4: Ban hanh van ban gidi trinh véi cac ndi dung sau day: Tén, dia chi
ngudi yéu cau giai trinh; noi dung yéu cau giai trinh; két qua lam viéc truc tiép véi to
chtrc, ca nhan (néu c6); cac can ctr phap 1y dé giai trinh; ndi dung giai trinh cu thé
theo ting yéu cau. (Mau s6 07-GT ban hanh kém theo Thong tu s6 02/2014/TT-TTCP
ngay 29/4/2014).

- Bude 5: Giri van ban giai trinh dén nguoi yéu cau giai trinh. Trong trudng hop
can thiét thi cong bd cong khai van ban giai trinh theo quy dinh cua phap luat.

* Cach thure thuc hién:

- Nguoi giai trinh thyc hién giai trinh truc tiép va nguoi yéu cau giai trinh ky
hodc diém chi x4c nhan vao bién ban thuc hién viée giai trinh.

- Nguoi giai trinh c6 trach nhiém cong khai van ban giai trinh theo mot trong
cac hinh thirc sau day: .

* Thanh phan, so lugng ho so:

1.Vin ban yéu cau giai trinh hodc ban ghi 16i yéu cau giai trinh;

2. Van ban cir ngudi dai dién (néu co);
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3. Thong tin, tai licu lién quan dén ndi dung vi¢c giai trinh;

4. Béao céo thu thap, xac minh thong tin, tai li¢u;

5. Van ban giai trinh;

6. Cac tai liéu khac co lién quan.

* Thoi han giai quyét: Thoi han thuc hién viée giai trinh khong qua 15 ngay
ké tur ngay ra thong bao tiép nhan yéu cau giai trinh. Truong hop c6 ndi dung phirc tap
thi c6 thé gia han thoi gian giai trinh. Thoi gian gia han thue hién viée giai trinh
khong qua 15 ngay, ké tir ngay gia han va phai thong bao bang vin ban dén nguoi yéu
cau giai trinh.

* Poi twong thwe hién thi tuc hanh chinh: T6 chic

* Co quan thyce hién tha tuc hanh chinh: UBND Xa

* Két qua thyc hién thii tuc hanh chinh: Vin ban giai trinh

* L¢ phi (neu c0): Khong

* Tén mhu don, miu to khai (neu ¢6): Tén mau don, t& khai: Mau s6 05, 06,
07, 08 ban hanh kém theo Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 cua Thanh
tra Chinh phu.

* Yéu cu, diéu kién thwe hién thii tuc hanh chinh (néu cé):

1. Noi dung yéu cau giai trinh lién quan tryc tiép dén quyén va loi ich hop phap
clia co quan, to chire, ca nhan c6 yéu cau giai trinh.

2. Noi dung, yéu cau giai trinh thudc pham vi trach nhiém quéan Iy cia co quan
duoc yéu cau

3. No1 dung giai trinh khong thudc mot trong cac truong hop sau day:

a) Noi dung thong tin lién quan dén bi mat nha nudc;

b) Nhitng noi dung lién quan dén viéc chi dao, td chtrc thuc hién nhiém vu,
cong vu trong ndi b co quan nha nudc; trong chi dao, diéu hanh cta co quan hanh
chinh cép trén voi co quan hanh chinh cp dudi;

c¢) No6i dung thong tin thudc bi mat doi tu;

d) Noi1 dung thong tin thudc bi mat kinh doanh;

d) Cac nodi dung da duoc giai trinh hodc da duoc co quan c6 tham quyén thy 1y
giai quyét;

e) Cac yéu cau giai trinh sau 90 ngay, ké tir ngay co quan, to chirc, ca nhan
nhan duoc hodc biét duoc quyét dinh, hanh vi ctia co quan nha nudc tic dong truc
tiép dén quyén, loi ich hop phap cua minh.

* Can cir phap ly cua thu tuc hanh chinh:

Nghi dinh s6 90/2013/ND-CP ngay 08/8/2013 ctua Chinh phu quy dinh trach
nhiém giai trinh gﬁa co quan nha nudc trong viéc thuc hién nhi€ém vy, quyén han dugc
giao; Thong tu s6 02/2014/TT-TTCP ngay 29/4/2014 cua Thanh tra Chinh phu quy
dinh chi tiét, hudéng dan thi hanh mét s6 di€u cua Nghi dinh s6 90/2013/ND-CP ngay
08/8/2013.
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XXII - Linh vie sirc khoe ba me- tré em
1. Cap giay chirng sinh doi voi trwong hgp tré dugc sinh ra ngoai co' so
kham bénh, chita bénh nhung duwgc can b y té hoiac co do thon ban do dé.

* Trinh ty thwe hién:

Buéc 1: Cha, me hodc nguoi nudi dudng cua tré phai dién vao To khai dé nghi
cép Giéy chirng sinh theo mau quy dinh tai Phu luc 02 ban hanh kém theo Thong tu
nay va ndp cho Tram y té tuyén x4 noi tré sinh ra.

Buéc 2: Tram Y té cdp xa o trach nhiém ghi ddy di cac nodi dung theo mau
Gidy chtng sinh ban hanh tai Phy luc 01 ctia Thong tu 17/2012/TT-BYT ngay
24/10/2012. Cha, me hodc nguoi than thich cua tré cé trach nhiém doc, kiém tra lai
thong tin trude khi ky. Gidy chung sinh duoc 1am thanh 02 ban c6 gia tri phap 1y nhu
nhau, 01 ban giao cho bd, me hodc nguoi than thich cuia tré dé 1am tha tuc khai sinh
va 01 ban luu tai Tram Y té. Trong truong hop can phai xac minh, thi thoi han xéac
minh khong dugc qua 05 ngay lam viéc.

Buéc 3: Tra Gidy ching sinh cho gia dinh tré tai Tram y té tuyén x4.

* Cach thirc thye hién: B6 phan Tiép nhan va Tra két qua - UBND céc x4,
phuong, thi tran.

* Thanh phin, so lwong ho so:

- T& khai dé nghi cép Giéy chirng sinh theo mau quy dinh tai Phu luc 02 ban
hanh kém theo Thong tu s6 27/2019/TT-BYT ngay 27/9/2019.

- S6 luong hd so: 01 bod

* Thoi han giai quyét:

- Trong thot han 03 ngay lam viéc ké tir ngay nhén dugc T khai dé nghi cap
Giay chung sinh (chua bao gdm thoi gian xac minh-néu ¢0).

- Trong trudng hop can phai xac minh, thi thoi han xac minh khong duoc qué
05 ngay lam viéc.

* Poi twgng thuwe hién thi tuc hanh chinh: Ca nhan

* Co quan thyuc hién thu tuc hanh chinh: UBND Xa

* Két qua thue hién thii tuc hanh chinh: Gidy chtng sinh.

* L¢ phi (néu cd): Khong ) ) . )

~* Tén mau don, mau to khai (néu c6): Phu luc s6 02: To khai dé nghi cap
Giay chung sinh

* Yéu cau, diéu kién thue hién thii tuc hanh chinh (néu c¢6): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

- Luat Ho tich ngay 20 thang 11 ndm 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 ndm 2015 cta Chinh phu
quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;
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- Thong tu s6 17/2012/TT-BYT ngay 24 thang 10 ndm 2012 cta B trudng Bo
Y té quy dinh cip va st dung Gidy chtng sinh;

XXIII - Linh vuc xir ly don

1. Thii tuc Xir 1y don tai cip xa

* Trinh ty thwe hién:

Bwoc 1: Nhan don

Tiép nhan don, vao sd cong van dén (hodc nhap vao may tinh).

Buwoc 2: Phdn logi va xw ly don

- Déi véi don khiéu nai:

Pon khiéu nai thudc tham quyen giai quyet

Pon khiéu nai thudc thAm quyén giai quyet va khong thudoc mdt trong cac

truong hop khong dugce thu 1y giai quyet theo quy dinh tai Dleu 11 cua Luat

Khiéu nai thi nguoi xu ly don dé xuét thu truong co quan, to chirc, don vi thy

ly d@é giai quyét theo quy dinh cua phap luat.

bon khiéu nai thudc tham quyén giai quyet nhung khong du diéu kién thu Iy
giai quyét thi can clr vao timg truong hop cu thé de tra 161 hoiic huéng dan cho nguoi
khiéu nai biét r5 1y do khong dugc thy ly giai quyét hodc bd sung nhitng tha tuc can
thiét dé thuc hién viéc khiéu nai.

Pon khiéu nai khéng thudc tham quyen giai quyet

DPon khiéu nai khong thudc tham quyén giai quyet cua thu truong co quan, t6
chure, don vi thi nguoi xur ly don hudng dan nguoi khiéu nai giri don dén co quan, to
chtre, don vi c6 thdm quyén giai quyet Viéc huong dan chi thuc hién mot 1an.

bon khiéu nai do dai biéu Quéc hoi, dai biéu Hoi ddng nhan dan, Uy ban Mit
tran T quoc Viét Nam va cac thanh vién ciia Mat tran, cac co quan bao chi hoac cac
co quan, t6 chtrc khac theo quy dinh cta phap luat chuyén dén nhung khong thudc
tham quyén, trach nhiém giai quyét thi ngudi xir Iy don dé xuét thu truong co quan
gui tra lai don kém theo cac gidy to, tai liéu (néu cd) va néu rd 1y do cho co quan, t6
chirc, ca nhan chuyén don dén.

Pon khiéu nai c¢é ho tén, chir ky ciia nhiéu ngueoi:

Don khiéu nai c6 ho teén, chir ky cua nhiéu nguoi nhung khong thudc tham
quyén giai quyét ctia co quan, to chirc, don vi thi nguoi xu ly don huong dan cho mot
ngudi khiéu nai c6 ho, tén, dia chi ro rang guri don dén dung co quan, t6 chtc, don vi,
nguoi ¢ tham quyen giai quyét.

Don khiéu nai co ho tén, chir ky cua nhiéu nguoi thude tham quyen giai quyet
thi ngudi xtr Iy don dé xuat thu trudng co quan, t6 chire, don vi thu 1y dé giai quyét
theo quy dinh cua phap luat.

Pon khiéu nai cé kém theo gidy to, tai liéu goc:

Truong hop don khiéu nai khong dugc thu 1y dé giai quyét nhung c6 gui kém
theo gidy t0, tai liéu gdc thi co quan, t6 chirc, don vi nhan dugc don phai tra lai cho
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nguoi khiéu nai giéy toy, tai liéu d6; néu khiéu nai duoc thu ly dé giai quyét thi viéc tra
lai gidy to, tai liéu gbc duoc thuc hién ngay sau khi ban hanh quyét dinh giai quyét
khiéu nai.

Pon khiéu nai déi véi quyét dinh gidi quyét khiéu nai da c¢é hiéu luc phdp ludt
nhung c¢é ddau hiéu vi | pham phdp ludt:

Pon khiéu nai d6i voi quyét dinh giai quyet khiéu nai da 0 hi¢u lyc phap luat
nhung trong qua trinh nghién ctru, xem xét néu ¢6 can cr cho rang viée giai quyét
khiéu nai c6 ddu hiéu vi pham phap luat lam anh huong dén quyén, loi ich hop phap
cua nguoi khiéu nai hodc c nhan, co quan, td chire khac c¢6 lién quan, de doa xam
pham dén loi ich cua nha nude hodc ¢ tinh tiét méi lam thay ddi noi dung vu viéc
khiéu nai theo quy dinh tai Piéu 20 Nghi dinh sé 75/2012/ND-CP ngay 03/10/2012
cua Chinh phu quy dinh chi tiét mot 56 diéu cua Luat Khiéu nai thi nguoi xu ly don
phai bao cao dé thu trudng co quan, t6 chirc, don vi xem xét, giai quyét theo tham
quyén hodc bao cdo co quan, to chirc, don vi nguoi co thim quyén xem xét, quyét
dinh.

Pon khiéu nai déi véi quyét dinh hanh chinh ¢ kha nang gdy hdu qud khé
khdc phuc

Trong trudong hop c6 cin ctr cho rang viée thi hanh quyét dinh hanh chinh s&
gay ra hau qua kho khéc phuc thi nguoi xir Iy don phai kip thoi bao cao dé thu truong
O quan xem x¢t, quyét dinh tam dinh chi hoac kién nghi co quan tham quyén, nguoi
c6 tham quyen tam dinh chi viéc thi hanh quyét dinh hanh chinh.

- Déi véi don t6 cdo:

+ Don t6 cdo thudc tham quyén:

Néu noi dung don t6 céo thudc tham quyén giai quyét cta thi trudng co quan,
t6 chirc, don vi ma khong thudc mot trong cac truong hop quy dinh tai Khoan 2 Diéu
20 Luat T4 céo thi nguoi xir Iy don béo cdo thi trudng co quan, to chie, don vi dé thu
Iy giai quyét theo quy dinh.

+ Don t6 cdo khéng thudc tham quyen

Pon t6 cdo khong thudc tham quyén giai quyét thi ngudi xur Iy don dé xuat voi
thi trudng co quan, t6 chire, don Vi chuyén don va cac ching ctr, thong tin, tai liéu
kém theo (néu co) dén co quan, to chirc, don vi c6 thim quyén dé duogc giai quyét
theo quy dinh cua phap luat theo quy dinh tai Piém b Khoan 1 Piéu 20 ctia Luat T6
cdo.

+ Néu tb cdo hanh vi pham t0i thi chuyén cho co quan c6 thim quyén theo quy
dinh cua phap luat t6 tung hinh su.

+ Don t6 cdo doi voi dang vién:

Pon td céo dbi voi dang vién vi pham quy dinh, Piéu 1 cta bang duoc thuc
hién theo quy dinh ctia Ban Chap hanh Trung wong, huéng dan ciia Uy ban Kiém tra
Trung wong va huéng dan cua Tinh ty.
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+ Pon t6 cdo hanh vi vi pham phdp ludt gdy thi¢t hgi hodc de doa gay thiét hai
nghiém trong dén loi ich nha nuée, co quan, t6 chire, quyén va loi ich hop phdp cia
cong dan:

Nguoi xir 1y don phai kip thoi béo céo, tham muru, dé xuét dé thi truéng co
quan, to chirc, don vi co thim quyén ap dung bién phap ngan chdn theo quy dinh cua
phap luat hodc théng bao cho co quan, td chirc, don vi ¢6 thim quyén ap dung bién
phap kip thoi ngan chan, xur Iy theo quy dinh cua phap lut.

+ Don t6 cdo xuat phat tr viéc khiéu nai khéng dat dwoc muc dich:

Ddi voi don td cao xuit phat tur viéc khiéu nai khong dat dugc muc dich, cong
dan chuyén sang t cao d6i véi nguoi giai quyét khiéu nai nhung khong cung cap
duoc thong tin, tai li¢u, chimg cur dé ching minh cho viéc t6 cao cua minh thi co
quan, nguoi c6 thim quyén khong thu Iy giai quyét ndi dung td cdo.

+ Xu ly doi véi truong hop t6 cdo nhw quy dinh tai Khodn 2 Piéu 20 ciia
Ludt T6 cdo:

T céo thudce cac trudng hop quy dinh tai Khoan 2 Diéu 20 cua Luét T4 céo thi
co quan nhan dugc don khong chuyén don, khong thu 1y dé giai quyét déng thoi c6
van ban giai thich va tra lai don cho ngudi t cao.

+ Don t6 cdo khéng ré ho tén, dia chi nguoi té cdo nhung cé ndi dung ré rang,
kém theo cdc thong tin, tdi liéu, bang chimg vé hanh vi tham nhiing, hanh vi toi pham:
Khi nhan duge don té cdo khong rd ho tén, dia chi ngudi to cao nhung ¢ noi dung rd
rang, kém theo cac thong tin, tai liéu, bang chimg ching minh nodi dung t6 cdo hanh vi
tham nhiing, hanh vi t6i pham thi ngudi xur Iy don béo cdo tha trudng co quan, to
chtre, don vi xtr Iy theo quy dinh cua phap luat vé phong, chdng tham nhiing, phap
luat to tung hinh su.

- Xw ly cac logi don khac:

+ Pon kién nghi, phan énh:

Pon kién  nghi, phan anh thuge tham quyen trach nhiém ctia co quan, to chuc,
don vi giai quyet thi ngudi xir 1y don dé xuat thu trudng co quan, t6 chirc, don vi thu
ly giai quyét.

Pon kién nghi, phan anh khong thudc tham quyén giai quyet clia co quan, t6
chuc, don vi thi ngudi xur Iy don dé xuat thi truéng co quan, t6 chure, don vi xem xét,
quyét dinh viéc chuyen don va cac tai liéu kem theo (néu co) dén co quan, to chic,
don vi, nguoi co thim quyén dé giai quyét.

+ Don ¢6 nhiéu néi dung khdc nhau

Déi véi don co6 nhiéu ndi dung khac nhau thudc tham quyén giai quyét cua
nhiéu co quan, t6 chuc, don vi thi nguoi xtr Iy don hudng dan nguoi gui don tach
riéng tung ndi dung dé giri dén dung co quan, to chirc, don vi c¢6 thAm quyén giai
quyet

+ Pon thudc tham quyen gidi quyet cua co quan tién hanh 16 tung, thi hanh dn:

DBon thude tham quyén giai quyét clia co quan tién hanh t6 tung hinh su, t6 tung
dan sy, to tung hanh chinh, thi hanh an thi nguoi xir Iy don huéng dan giri don hodc
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chuyén don dén co quan co tham quyén dé xir 1y theo quy dinh ctia phap luét t tung
hinh sy, t6 tung dan su, to tung hanh chinh, thi hanh an.

+ Pon thudc tham quyén giai quyét ciia co quan dan cir:

Nguoti xtr Iy don huong dan gti don hodc chuyén don dén co quan c6 tham quyén dé
duoc giai quyét theo quy dinh cua phap luat.

+ Don thudc tham quyén gidi quyét cua t6 chire chinh i, t6 chikc chinh tri - xd
héi, t6 chirc chinh tri, xa hoi - nghé nghiép, t6 chirc xa héi, t6 chirc xd hdi - nghé
nghiép, t6 chirc ton gido:

Nguoi xur Iy don trinh thu truong co quan, t6 chtrc, don vi hudng din | nguoi gui
don hoic chuyén don dén t6 churc ¢ tham quyén dé duoc xem xét giai quyét theo quy
dinh ctia phap luat va Diéu 1¢, Quy ché cua t6 chire do.

+ Don thudc tham quyén gidi quyét cia don vi sy nghiép céng ldp, doanh
nghiép nha nuoc:

Nguoi xtr Iy don trinh thi trudng co quan, t6 chie, don vi huéng dan nguoi gui
don hoac chuyén don dén don vi sy nghiép cong 1ap, doanh nghiép nha nudec d6 dé
giai quyét theo quy dinh cua phap luat.

+ Pon khiéu nai, té cdo, kién nghi, phan dnh nhitng vu viéc cé tinh chdt phirc
tap

Pon kién nghi, phan anh, khiéu nai, t céo phtic tap, gay git voi su tham gia
ctia nhiéu nguoi; nhitng vu viée ¢ lién quan dén chinh sach dan toc, ton giao thi
ngudi xu Iy don phai bao cdo véi thi truong co quan, to chic, don vi dé ap dung cac
bién phap theo tham quyén kip thoi xir 1y hodc dé nghi véi cac co quan, to chirc, don
vi ¢0 lién quan ap dung bi¢n phap xur ly.

* Cach thirc thwe hién: Cong dan gui truc tiép dén UBND cap x3 hodc guri
don qua duong buu dién.

* Thanh phﬁn, s0 lwgng ho so: Pon khiéu nai, don to cdo, don kién nghi, don
phan anh va cac tai li¢u, chimg cur lién quan (néu co).

* Thoi han giai quyét: Trong thoi han 10 ngay, ké tir ngay nhan dugc don
khiéu nai, t6 cdo, kién nghi, phan anh.

* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, to chirc

* Co quan thuce hién tha tuc hanh chinh: UBND Xa

* Két qua thuwe hién thi tuc hanh chinh: Vin ban tra 101, van ban huéng dan,
van ban chuyén don hoac van ban thu ly giai quyét khiéu nai, td céo, kién nghi, phan
anh.

* 1L¢ phi ( (neu c0): Khong

* Tén mau don, mau to' khai (néu c6): Khong

* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6): Khong

* Can ctr phap ly cua thua tuc hanh chinh:

Luat Khiéu nai, Luat T6 cao nam 2011, Luat Tiép cong dan nim 2013; Nghi
dinh s6 75/2012/ND-CP ngay 03/10/2012 ctia Chinh phu quy dinh chi tiét mot sé diéu
ctia Luat Khiéu nai; Nghi dinh s6 76/2012/ND-CP ngay 03/10/2012 ctia Chinh phi
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quy dinh chi tiét thi hanh mét so diéu ctia Luat T céo; Nghi dinh s6 64/2014/ND-CP
ngay 26/6/2014 cua Chinh phu quy dinh chi tiét mot s6 diéu cua Luat Ti€p cong dan;
Thong tu s6 07/2014/TT-TTCP ngay 31/10/2014 cua Thanh tra Chinh phu quy dinh
quy trinh xtr ly don khi€u nai, don t6 cédo, don kién nghi, phan anh.

XXIV - Linh vue tiép cong dan giai quyét khiéu nai - t6 cao

1. Tiép cong dan tai cap xa

* Trinh ty thuc hién:

- Bu6c 1: Pén tiép, xdc dinh nhan than cia céng dan

Nguoi tiép cong dan don tiép, yéu cau cong dan néu rd ho tén, dia chi hodc xuat
trinh gidy to tuy than; trudng hop duoc ty quyén thi yéu ciu xuét trinh gidy Gy quyén.

- Buée 2: Nghe, ghi chép ndi dung khiéu nai, té cdo, kién nghi, phan danh, tiép
nhan thong tin, tai liéu

Khi nguoi khiéu nai, tb cdo, kién nghi, phan anh c6 don trinh bay ndi dung rod
rang, day du thi ngudi tiép cong din can xac dinh ndi dung vu viée, yéu cau cua cong
dan dé xir 1y cho phu hop.

Néu noi dung don khiéu nai t6 céo, kién nghi, phan anh khong rd rang, chua
day du thi nguoi tiép cong dan dé nghi cong dan viét lai don hodc viét bd sung vao
don nhiing ndi dung chua rd, con thiéu.

Truong hop khong ¢ don khiéu nai, to cdo, kién nghi, phan anh thi nguoi tiép
cong dan huéng dan cong dan viét don theo quy dinh cta phép luat.

Néu cong dan trinh bay truc tiép thi nguoi tiép cong dan ghi chép day du, trung
thuc, chinh xac ndi dung khiéu nai, to cdo, kién nghi, phan anh do cong dan trinh bay;
ndi dung nao chua rd thi dé nghi cong déan trinh bay thém, sau d6 doc lai cho cong dan
nghe va dé nghi cong dan ky tén hodc diém chi x4c nhan vao vin ban.

Truong hop nhiéu nguoi dén khiéu nai, t6 cdo, kién nghi, phan anh vé cung mot
ndi dung thi nguoi tiép cong dan hudng dan ho cir ngudi dai dién dé trinh bay noi
dung khiéu nai, t6 céo, kién nghi, phan anh; nguoi tiép cong dan ghi lai ndi dung bang
van ban.

Truong hop don ¢6 nhiéu ndi dung khac nhau thi ngudi tiép cong dan huéng
dan cong dan tach riéng timg nodi dung dé giri dén dang co quan, to chirc, don vi co
tham quyén giai quyét.

Nguoi tiép cong dan tiép nhan cac thong tin, tai lidu, bang chimg lién quan dén
viéc khiéu nai, t6 co, kién nghi, phan anh do céng dan cung cip (néu c) va phai viét,
giao gidy bién nhan céc tai liéu da tiép nhan cho cong dan.

Bu6e 3: Phan logi, xir Iy khiéu nai, t6 cdo, kién nghi, phan dnh tai noi tiép
cong dan
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- Viéc phan loai, xtr 1y khiéu nai, 6 cdo dén co quan, td chure, don vi, nguoi co
tham quyén thy 1y, giai quyét trong qué trinh tiép cong dan duoc thyc hién nhu sau:

+ Truong hop khiéu nai, t6 cao thudc tham quyén giai quyét cua co quan, to
chue, don vi minh va du diéu kién thy 1y thi nguoi tiép cong dan tiép nhan thong tin,
tai liéu, chung ctt kem theo, déng tho1 bao cao voi Thu trudng co quan, t6 chuc, don
vi thu ly.

+ Truong hop khiéu nai, t6 cao khong thudc tham quyén giai quyét cia co
quan, td chtre, don vi minh thi hudng dan nguoi khiéu nai, t6 cao dén co quan, td
chtrc, don vi c6 tham quyén dé khiéu nai, té céo.

+ Truong hop khiéu nai, t6 cao da duoc giai quyét dang chinh sach, phap luat
thi nguoi tiép cong dan giai thich, hudng dan dé nguoi dén khiéu nai, td cao chép
hanh nghiém chinh quyét dinh giai quyét khiéu nai, quyét dinh xir 1y hanh vi vi pham
bi td céo va yéu cau cong dan chdm dut viéc khiéu nai, t6 cdo.

+ Truong hop nhan dugc don khiéu nai, t6 céo khong do nguoi khiéu nai,
nguoi to co truc tiép chuyén dén thi thyc hién viéc phéan loai va xtr 1y theo quy dinh
cua phap luat vé khiéu nai, td céo.

- Viéc phan loat, xtr 1y kién nghi, phan anh dén co quan, td chure, don vi, nguoi
c6 tham quyén thy 1y, giai quyét trong qua trinh tiép cong dan duoc thuc hién nhu
sau:

+ Truong hop kién nghi, phan anh thudc thAm quyén giai quyét cia co quan, to
chue, don vi minh thi nguoi tiép cong dan bao cao ngudi co tham quyén dé nghién
clru, xem x¢ét, giai quyét hodc phan cong bd phan nghién ctru, xem xét, giai quyét.

+ Truong hop kién nghi, phan anh khong thudc tham quyén giai quyét ciia co
quan, to chirc, don vi minh thi ngudi tiép cong dan chuyén don hoic chuyén ban ghi
lai nd1 dung trinh bay ctia nguoi kién nghi, phan anh dén co quan, td chure, don vi ¢d
tham quyén dé nghién ciru, tiép thu, xem xét, giai quyét.

* Cach thirc thyc hi¢n: Cong dan dén try s6 UBND cap xa

* Thanh phan, so lwgng ho so:

+ Pon khiéu nai, don tb cdo, don kién nghi, don phan anh hoac van ban ghi lai
n6i dung khiéu nai, t6 cdo, kién nghi, phan anh (c6 chit ky hodc diém chi cta cong
dan);

+ CAc tai liéu, gidy to do nguoi khiéu nai, t6 cao, kién nghi, phan anh cung cap.

- S6 luong ho so: 01 bod

* Thoi han giai quyét: Trong thoi han 10 ngay lam viéc, ké tir ngay tiép nhan
ndi dung khleu nai, to céo, kién nghi, phan anh, ngudi tiép cong dan co trach nhiém

tra 10 truc tiép hodc thong bao bang van ban dén ngudi da dén khiéu nai, t6 cdo, kién
nghi, phan anh
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* Poi twong thuwe hién thii tuc hanh chinh: C4 nhan, to chirc

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thue hién thii tuc hanh chinh: Can bo tiép dan tra 10i truc tiép
hodc c6 thong bao béng van ban

* L¢ phi gneu co): Khong

* Ten mau don, miu to khai (néu c6): Cac miu van ban ban hanh kém theo
Thong tu s 06/2014/TT-TTCP cua Thanh tra Chinh phu ngay 31/10/2014 quy dinh

quy trinh tiép cong dan; Thong tu s6 02/2016/TT-TTCP ngay 20/10/2016 cia Thanh
tra Chinh phu

* Yéu cu, diéu kién thwe hién thii tuc hanh chinh (néu cé):

1. Nguoi trong tinh trang say do dung chat kich thich, ngudi méc bénh tam than
hodc mot bénh khac 1am mat kha nang nhan thic hodc kha nang diéu khién hanh vi
cua minh;

2. Nguoi c6 hanh vi de doa, xtic pham co quan, td churc, don vi, nguoi tiép cong
dan, ngudi thi hanh cong vu hodc c¢6 hanh vi khac vi pham noi quy noi tiép cong dan;

3. Nguoi khiéu nai, to cdo vé vu viéc da giai quyét dung chinh sach, phap luat,
duoc co quan nha nude c6 thim quyén kiém tra, ra soat, thong bao bang vin ban va
da duoc tiép, giai thich, huéng dan nhung van ¢ tinh khiéu nai, t6 cao kéo dai;

4. Nhiing trudong hop khac theo quy dinh ctua phap luat.

* Can cir phap ly cua thu tuc hanh chinh:

Luit tiép cong dan nim 2013; Luat khiéu nai, Luét t6 cdo nam 2011; Nghi dinh
s6 75/2012/ND-CP ngay 03/ 10/2012 ctia Chinh phu quy dinh chi tiét mot s6 diéu cua
Luat khleu’ nai; Nghi dinh sp 76/2012/ND-CP ngay 03/10/2012 cua Chinh phu quy
dinh chi tiét thi hanh mot §6 diéu cua Luét’t() qéo; Nghi dinh s0 64/2014/NDb-CP ngz‘l’y
26/6/2014 quy dinh chi ti€t thi hanh mot s6 di€u cua Luat tiép cong dan; Thong tu s6
06/2014/TT-TTCP ngay 31/10/2014 quy dinh quy trinh ti€p cong dan.

XXYV - Linh vue glal quyet khleu nai, td cdo

1. Thii tuc giai quyét khiéu nai lan dau tai cap xa

* Trinh ty thuc hién:

- Buoc I: T ié'p nhén don khiéu nai

Néu khiéu nai thudc tham quyén giai quyét ctia cha tich UBND cap xa theo quy
dinh tai Piéu 17 Luat khiéu nai, ngudi khiéu nai phai gtri don va céc tai liéu lién quan
(néu c6) cho ngudi c6 tham quyén.

- Bu6c 2: Thy Iy gidi quyét khiéu nai

Trong thoi han 10 ngay, ké tir ngdy nhan dugc don khiéu nai thudc tham quyén
giai quyét cia minh, ngudi c6 thim quyén thu 1y giai quyét va thong bao vé viée thu
Iy giai quyét; truong hop khong thu 1y dé giai quyét thi néu rd 1y do.

- Buoc 3: Xdac minh noi dung khiéu nai
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Trong thoi han giai quyét khiéu nai 1an dau theo quy dinh tai Diéu 28 Luat
khiéu nai, co quan c6 tham quyén giai quyét khiéu nai co trach nhiém:

+ Kiém tra lai quyét dinh hanh chinh, hanh vi hanh chinh cta minh, ciia nguo1
¢6 trach nhiém do minh quan 1y truc tiép, néu khiéu nai dung thi ra quyét dinh giai
quyét khiéu nai ngay.

+ Truong hop chua ¢ co sé két luan nodi dung khiéu nai thi UBND x4 tién
hanh xac minh, két luan ndi dung khiéu nai.

Viéc xac minh ndi dung khiéu nai duoc thuc hién theo quy dinh tai Diéu 29
Luat khiéu nai, Muc 2, chuong II cia Thong tu sé 07/2013/TT-TTCP ngay 31 thang
10 nam 2013 ctia Thanh tra Chinh phi quy dinh quy trinh giai quyét khiéu nai hanh
chinh.

- Buée 4: Té chire doi thoai (néu yéu cau ciia nguwoi khiéu nai va két qud xdc
minh néi dung khiéu nai con khdc nhau). Truong hop khiéu nai quyét dinh ky ludt cdn
bé, cong chirc thi co quan, té chirc phdi doi thoai véi nguwoi khiéu nai

Pai dién co quan giai quyét khiéu nai truc tiép gap g, ddi thoai véi ngudi khiéu
nai, nguoi bi khiéu nai, nguoi co quyén, nghia vu lién quan, co quan, td chirc, ¢4 nhan
c6 lién quan dé 1am rd ndi dung khiéu nai, yéu ciu cua ngudi khiéu nai va hudng giai
quyét khiéu nai, thong bao bang vin ban v6i ngudi khiéu nai, ngudi bi khiéu nai,
ngudi co quyén va nghia vy lién quan, co quan, to chirc ¢6 lién quan biét thoi gian,
dia diém, noi dung viéc gap g0, ddi thoai.

Khi ddi thoai, dai dién co quan co tham quyén néu rd ndi dung can dbi thoai; két
qua xac minh ndi dung khiéu nai; ngudi tham gia ddi thoai co quyén phat biéu y kién,
dua ra nhitng bang chimg lién quan dén vu viéc khiéu nai va yéu cau ctia minh.

Viéc ddi thoai duogc 1ap thanh bién ban; bién ban ghi rd ¥ kién cua nhirng ngudi
tham gia; két qua d6i thoai, c6 chir ky hodc diém chi cia nguoi tham gia; truong hop
nguoi tham gia d6i thoai khong ky, diém chi xac nhén thi phai ghi rd 1y do, bién ban
nay dugc luu vao ho so vu viée khiéu nai. Két qua ddi thoai 13 mot trong cac can cu
dé giai quyét khiéu nai.

- Budc 5: Ra quyet dinh giai quyet khiéu nai.

Chu tich UBND cép x4 ra quyét dinh giai quyét khleu nai bang van ban va
trong thot han 03 ngay lam viéc va gui quyet dinh giai quyét khiéu nai cho nguoi
khleu nai, ngudi bi khiéu nai, ngudi c6 quyén, nghia vu lién quan, co quan quan ly
cap trén. i )

* Cach thire thuc hién: Cong dan, t6 chirc guri don truc tiép hoac theo duong
buu dién . ) .

* Thanh phan, so lwgng ho so:

+ Pon khiéu nai hodc ban ghi 10i khiéu nai;
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+ Cac tai liéu khac c¢ lién quan.

S6 heong hé so: 01 bd

* Thoi han giai quyét

Thoi han giai quyét khiéu nai lan dau khong qua 30 ngay, ké tir ngay thu Iy dé
giai quyét; dbi voi vu viée phire tap thi thoi han giai quyet c6 thé kéo dai hon nhung
khong qué 45 ngay, ké tir ngay thu 1y dé giai quyét. O ving sau, vung xa di lai kho
khan, thi thot han giai quyét khiéu nai lan dau khong qua 45 ngay, ké tir ngay thy Iy
dé giai quyét; ddi voi vu viée phure tap thi thoi han giai quyet c6 thé kéo dai hon
nhung khong qué 60 ngay, ké tir ngay thu 1y dé giai quyét.

* Poi twong thwe hién thi tuc hanh chinh: Ca nhan, t6 chirc

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Quyét dinh giai quyét khiéu nai lan
dau

* Lé phi 5neu c0): Khong

* Ten mau don, miu to khai (néu c6): Cac mau vin ban ban hanh kem theo
Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 quy dinh quy trinh giai quyét khiéu

nai hanh chinh; Thong tu s6 02/2016/TT-TTCP ngay 20/10/2016 cta Thanh tra Chinh
phu

* Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):

1. Nguoi khiéu nai phai 1a ngudi c¢6 quyén, loi ich hop phap chiu tac dong truc
tiép boi quyét dinh hanh chinh, hanh vi hanh chinh ma minh khiéu nai.

2. Nguoi khiéu nai phai 1a ngudi c6 ning luc hanh vi dan su day du theo quy
dinh cua phap luat; trong trudng hop théng qua ngudi dai dién dé thuc hién viéc khiéu
nai thi ngudi dai dién phai theo quy dinh tai Diéu 12, Diéu 16 Luat khiéu nai.

3. Nguoi khiéu nai phai 1am don khiéu nai va gui dén ding co quan c6 tham
quyén giai quyét trong thoi han, thoi hiéu theo quy dinh cta Luat Khiéu nai.

4. Viéc khiéu nai chua c6 quyét dinh giai quyét 1an hai.

5. Viéc khiéu nai chua duoc toa an thu 1y dé giai quyét.

* Can cir phap ly cua thu tuc hanh chinh: )

'Luat khiéu nai, Nghi dinh s6 75/2012/ND-CP ngay 3/10/2012 quy dinh chi tiét
mot s di€u cua Luat khiu nai, Thong tu s6 07/2013/TT-TTCP ngay 31/10/2013 quy
dinh quy trinh giai quyét khiéu nai hanh chinh; Thong tu s6 02/2016/TT-TTCP ngay
20/10/2016 cua Thanh tra Chinh phu

2. Thii tuc gidi quyét t cdo tai clp xi

* Trinh ty thuc hién:

Buée 1: Thy Iy t6 cdo

Trude khi thy 1y t6 cdo, Chu tich UBND xi xac minh thong tin vé ngudi tb céo
va diéu kién thu 1y t6 céo. Truong hop nguoi t6 cdo khong cu tra tai dia ban quan 1y
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hoic gap kho khin trong viéc xac minh thi ngudi giai quyét td cdo c6 thé ty quyén
cho co quan nha nudc ngang cap hodc co quan nha nude cap dudi xdc minh thong tin
can thiét phuc vu viéc ra quyét dinh thu 1y t6 cdo. Nguoi giai quyét to cao ra quyét
dinh thu 1y t6 cdo khi c6 du cac diéu kién sau:

a) T6 céo duoc thuc hién theo quy dinh tai Pidu 23 Luat T cao 2018:

+ Truong hop t cdo dugc thuc hién bang don thi trong don t6 céo phai ghi 1d
ngay, thang, nam td céo; ho tén, dia chi cta nguoi td céo, cach thurc lién hé véi nguoi
td c4o; hanh vi vi pham phap luat bi td céo; nguoi bi td c4o va cac thong tin khac c6
lién quan. Truong hop nhidu nguoi ciing t6 cao vé cing mot ndi dung thi trong don t6
cdo con phai ghi rd ho tén, dia chi, cach thuc lién hé vt ting nguoi td c4o; ho tén cla
ngudi dai dién cho nhitng ngudi t6 cdo. Ngudi td céo phai ky tén hodc diém chi vao
don td cao.

+ Truong hop nguoi td cdo dén t6 céo truc tiép tai B thi nguoi tiép nhan
huéng dan nguoi td cdo viét don td cao hodc ghi lai ndi dung té cao bang van ban va
yéu cau ngudi td cao ky tén hodc diém chi xac nhan vao vin ban, trong d6 ghi rd noi
dung theo quy dinh tai khoan 1 Piéu nay. Trudng hop nhiéu nguoi ciing t cdo vé
cung mot ndi dung thi ngudi tiép nhan hudng dan ngudi td céo cir dai dién viét don t6
céo hodc ghi lai ndi dung t6 cdo bang van ban va yéu cau nhitng nguoi té cdo ky tén
hodc diém chi xac nhén vao van ban.

b) Nguoi t6 cao co di nang luc hanh vi dan su; truong hop khong co di ning
lyc hanh vi dan sy thi phai c6 nguoi dai dién theo quy dinh ctuia phap luat;

¢) Vu viéc thudc thim quyén giai quyét td cao cua co quan, to chirc, ca nhan
tiép nhan td céo;

d) Noi dung té cdo co co sé dé xac dinh nguoi vi pham, hanh vi vi pham phéap
luat.

Truong hop t6 cdo xudt phat tir vu viéc khiéu nai da duogc giai quyét dung tham
quyén, trinh ty, tha tuc theo quy dinh ctia phap luat nhung nguoi khiéu nai khong
ddng y ma chuyén sang t6 cdo ngudi di giai quyét khiéu nai thi chi thu Iy t6 cdo khi
ngudi t cdo cung cap duoc thong tin, tai liéu, chimg cur dé xac dinh ngudi giai quyét
khiéu nai c6 hanh vi vi pham phap luat.

Trong thoi han 05 ngdy lam viéc ké tir ngay ra quyét dinh thu 1y t6 céo, ngudi
giai quyét td cao c6 trach nhiém thong bao cho ngudi td céo va thong bao vé ndi dung
t6 cdo cho ngudi bi td cao biét.

Buée 2: Xac minh ndi dung t6 cdo
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1. Chu tich UBND x4 tién hanh xac minh ndi dung té cao hodc giao cho cong
chtrc cép x4 tién hanh xac minh (goi chung 14 ngudi xac minh ndi dung té cdo). Viée
giao xac minh ndi dung té cao phai thuc hién bang van ban.

2. Trudng hop ngudi giai quyét td cdo giao cho cong chirc cAp xa xac minh ndi
dung t6 co thi van ban giao xac minh ndi dung td cao thuc hién theo quy dinh tai
khoan 2 Diéu 31 Luat T céo.

3. Van ban giao xac minh noi dung t6 céo c6 cac ndi dung chinh sau ddy: Ngay,
thang, ndm giao xac minh; Nguoi dugc giao xac minh ndi1 dung td cao; Ho tén, dia chi
cua nguoi bi td céo; tén go1, try s¢ cua co quan, td chure bi td cao; Noi dung can xac
minh; Thoi gian tién hanh x4dc minh; Quyén va trach nhiém cta ngudi dugc giao xac
minh ndi dung t6 cdo.

4. Ngudi xac minh ndi dung té cao phai tién hanh cac bién phap can thiét dé thu
thap thong tin, tai li¢u, lam 1o nd1 dung td céo. Thong tin, tai li¢u thu thap phai duoc
ghi chép thanh vin ban, khi can thiét thi 1ap thanh bién ban, duoc luu giit trong hd so
vu viée to cho.

5. Trong qué trinh xac minh, nguoi xac minh ndi dung t6 céo phai tao diéu kién
dé nguoi bi td cdo giai trinh, dua ra cac chimg ctr dé ching minh tinh dng, sai caa
ndi dung can xac minh.

6. Nguoi xac minh ndi dung t6 cao duoc thyc hién cac quyén va nghia vu quy
dinh tai cac diém a, b, ¢, d khoan 1 va cac diém a, b, ¢ khoan 2 Piéu 11 cua Luat T
c40 2018 theo phan cong ctia ngudi giai quyét tb cdo.

7. Két thuc viéc xac minh noi dung té céo, ngudi dugc giao xac minh phai co
van ban bao cdo ngudi giai quyét td cao vé két qua xac minh ndi dung t cdo va kién
nghi bién phap xtr 1y.

Budée 3: Két ludn noi dung 16 cdo

Theo quy dinh tai Diéu 35 Luat T cao 2018 va Piéu 17 Nghi dinh s6
31/2019/ND-CP:

1. Cin ctr vao ndi dung té céo, giai trinh ctia ngudi bi to cdo, két qua xac minh
ndi dung td cdo, tai licu, chiing cur ¢ lién quan, Chu tich UBND cép x4 ban hanh két
luan noi dung t6 cdo. Két luan ndi dung té cdo phai ¢ cac ndi dung chinh sau day:

a) Két qua xac minh ndi dung t6 cio;

b) Can cr phap luat dé xac dinh c6 hay khong c6 hanh vi vi pham phép luat;

c) Két luan vé noi dung t céo 1a ding, dang mat phﬁn hodc td cdo sai sy that;
xéc dinh trach nhiém cia timg co quan, to chirc, ca nhan lién quan dén ndi dung tb
cao;
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d) Cac bién phép xir 1y theo thdm quyén can thyc hién; kién nghi co quan, t6
chtrc, ca nhan khac ap dung céac bién phap xur 1y theo thim quyén ddi v6i co quan, t6
chtrc, ca nhan c6 vi pham phép luat;

d) Kién nghi co quan c6 thAm quyén xem xét stra d6i, bd sung chinh sach, phap
luat, ap dung céc bi¢n phap can thiét dé bao vé loi ich cia Nha nude, quyén va loi ich
hop phap cia co quan, to chirc, ca nhan.

Truong hop giai quyét lai vu viée t6 céo thi ngoai cac ndi dung trén, ngudi giai
quyét to cao phai két luan vé nhitng noi dung vi pham phap luat, sai lam hoic khong
phu hop cta viée giai quyét to cao trude d6 (néu co); xir 1y theo thim quyén hodc chi
dao, kién nghi co quan, t6 chirc, don vi, ca nhan c6 thAm quyén xtr 1y d6i véi co quan,
t6 chtrc, don vi, ca nhan c6 hanh vi vi pham phép luat trong qua trinh giai quyét tb céo
trugce do.

2. Cham nhét 13 05 ngay lam vi¢c ké tir ngay ban hanh két luan noi dung td céo,
nguoi giai quyét to cao giri két luan ndi dung t6 cao dén ngudi bi td cdo, co quan, to
chtrc quan ly nguoi bi td c4o va co quan, td chire, ca nhéan co lién quan; thong bao vé
két luan noi dung t6 cdo dén ngudi té céo.

BurGe 4: Xur Iy két ludn ndi dung t6 cdo

Theo quy dinh tai Diéu 36 Luat T cao 2018 va Piéu 18 Nghi dinh s6
31/2019/ND-CP:

1. Cham nhét 1a 07 ngay lam vi¢c ké tir ngay ban hanh két luan noi dung td céo,
ngudi giai quyét to cao can ctr vao két luan ndi dung t6 cdo tién hanh viéc xur Iy nhu
sau:

a) Truong hop két luan nguoi bi t6 cdo khong vi pham phép ludt trong viée
thue hién nhiém vu, cong vu thi khoi phuc quyén va loi ich hop phap ctia ngudi bi td
cdo bi xam pham do viéc td céo khong dung su that gay ra, déng thot xtr 1y theo tham
quyén hoic kién nghi co quan, to chirc, c4 nhan c6 tham quyén xir 1y ngudi c¢b ¥ t6
c4o sai su that;

b) Trudng hop két luan ngudi bi to cao vi pham phap luét trong viée thuc hién
nhiém vy, cong vu thi 4p dung bién phap xur 1y theo tham quyén hodc kién nghi co
quan, to chirc, ca nhan c6 thim quyén xt Iy theo quy dinh cta phép lut.

2. Truong hop hanh vi vi pham cta nguoi bi td c4o c6 dau hiéu cua toi pham thi
chuyén ngay hd so vu viéc dén Co quan diéu tra hodc Vién kiém sat nhan dan c6 tham
quyén dé xtr 1y theo quy dinh cua phap luat.

3. Trong thoi han 05 ngay 1am viée ké tir ngdy c6 két qua xir 1y, co quan, to
churc, ca nhan c6 tham quyén xir 1y kién nghi trong két luan noi dung té cao cé trach
nhiém théng bao bang vin ban cho ngudi giai quyét td céo vé két qua xtr 1y.
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Nguoi giai quyét td cao co trach nhiém theo ddi, don ddc hodc giao cho co
quan thanh tra nha nudc ciing cap theo ddi, don ddc viée thue hién két luan noi dung
t6 cdo. Truong hop giao cho co quan thanh tra nha nude cung cap theo doi, don dbc
viéc thuc hién két luan noi dung td céo thi co quan thanh tra nha nudce phai dinh ky
hang thang bao cdo véi ngudi giai quyét t6 cdo vé két qua theo doi, don dbe viée thuc
hién két luan nodi dung t6 cio.

* Cach thirc thwe hién: UBND xa, Phuong, thi tran.

* Thanh phan, s6 lwong hd so:

+ Pon td cédo hodc vin ban ghi nd1 dung td céo;

+ Ca4c tai liéu lién quan.

- 86 lwong ho so: 01 bd

* Thoi han giai quyét: Thoi han giai quyét t cdo 1a khong qua 30 ngay ké tur
ngay thu Iy t6 cdo. P61 voi vu viée phire tap thi co thé gia han giai quyét to cao mot
lan nhung khong qua 30 ngay. Pbi véi vu viée dic biét phirc tap thi c¢6 thé gia han
giai quyét to cao hai 1an, mdi 1an khong qua 30 ngay

* Poi twong thye hién tha tuc hanh chinh: C4 nhan

* Co quan thyuce hién tha tuc hanh chinh: UBND Xa

* Két qua thye hién thii tuc hanh chinh: Két luan ndi dung t6 céo va viéc xir
1y két luan noi dung t6 céo.

* L¢ phi (neu c0): Khong

* Tén miu don, mau to khai (néu ¢6): Ban hanh trong qua trinh giai quyét to

c4o dugc quy dinh tai Nghi dinh s6 31/2019/ND-CP ngay 10/4/2019 quy dinh chi tiét
mdt s6 diéu va, bién phap t6 chire thi hanh Luat T céo

* Yéu clu, diéu kién thwe hién thi tuc hanh chinh (néu cé):

Theo quy dinh tai khoan 1 diéu 29 Luat T4 cdo 2018: Nguoi giai quyét td cao
ra quyét dinh thu 1y t6 cdo khi c6 du cac diéu kién sau:

a) T6 céo duoce thue hién theo quy dinh tai Piéu 23 cua Luét T céo;

b) Nguoi t6 cao co di nang luc hanh vi dan su; truong hop khong co di ning
luc hanh vi dan sy thi phai c6 nguoi dai dién theo quy dinh ctia phap luat;

¢) Vu viéc thudc thim quyén giai quyét td cao cua co quan, to chirc, ca nhan
tiép nhén t6 cio;

d) Noi dung té cdo ¢ co sé dé xac dinh nguoi vi pham, hanh vi vi pham phéap
luat.

Truong hop td cdo xudt phat tir vu viéc khiéu nai da duogc giai quyét dung tham
quyén, trinh ty, tha tuc theo quy dinh ctia phap luat nhung nguoi khiéu nai khong
ddng y ma chuyén sang t6 cdo ngudi di giai quyét khiéu nai thi chi thu Iy t6 cdo khi
ngudi t cdo cung cap duoc thong tin, tai liéu, chimg ctr dé xac dinh ngudi giai quyét
khiéu nai c6 hanh vi vi pham phap luat.



https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/nghi-dinh-31-2019-nd-cp-huong-dan-luat-to-cao-411596.aspx
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* Can cwr phap ly cua thu tuc hanh chinh:

- Luat T6 cdo s6 25/2018/QH14;

- Nghi dinh s6 31/2019/ND-CP ngay 10/4/2019 caa Chinh phi quy dinh chi tiét
mdt s6 diéu va bién phap t6 chire thi hanh Luat T6 cdo.

XXVI - Linh vue thé thao

1. Thii tuc cong nhén céu lac bd thé thao co sé

* Trinh ty thuce hién:

Uy ban nhan déan x4 tiép nhan ho so dé nghi cong nhan cta cau lac bd thé thao
CO SO.

Trong thdi han 07 ngay 1am viéc sau khi nhan du ho so hop 18, Chi tich Uy ban
nhan dan cap xa ra quyét dinh cong nhan, truong hop khong cong nhan thi phai co
van ban néu rd 1y do, néu khong dap tmg céc diéu kién thi phal tra 101 bang vin ban.

* Cach thirc thye hién: BO phan Tiép nhan va Tra két qua cap xa

* Thanh phan, ) luwgng ho so:

- Thanh phan hd so:

(1) Quyét dinh thanh 1ap;

(2) Danh sach Ban chu nhi¢m;

(3) Danh séach hoi vién;

(4) bia diém luyén tap;

(5) Quy ché hoat dong.

- S6 luong ho so: Khong quy dinh

* Thoi han giai quyét: 07 ngay lam viéc ké tir ngay nhan du ho so hop 6.

* Poi twong thwe hién thii tuc hanh chinh: T6 chirc

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Quyét dinh hanh chinh

* 1L¢ phi ( (néu c0): Khong quy dinh

* Tén mau don, mau to khai (néu c6): Khong

* Yéu céu, diéu kién thwc hién thi tuc hanh chinh (néu c6): Khong

* Can cwr phap ly cua thu tuc hanh chinh:

- Luat Thé duc, thé thao sb 77/2006/QH11 ngay 29 thang 11 nim 2006..

- Nghi dinh s6 112/2007/ND-CP ngay 26 thang 6 nim 2007 ctia Chinh phu quy
dinh chi tiét va huéng dan thi hanh mot sé diéu ciia Luat Thé duc, Thé thao. - Thong
tu s6 18/2011/TT-BVHTTDL ngay 02 thang 12 nam 2011 cua Bo truéng Bo Vian
hod, Thé thao va Du lich quy dinh mau vé t6 chuc va hoat dong cua cau lac bo thé
thao co s0.

XXVII - Linh vyuc thw vién ] .
1. Thu tyc dang ky hoat dong thw vién tw nhan c¢6 von sach ban dau tir 500
ban dén dudi 1.000 ban
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* Trinh ty thwe hién:

Nguoi ding tén thanh 1ap thu vién giri hd so ding ky hoat dong dén Uy ban nhan
dan cép x4 noi thu vién dit tru so. Sau khi nhan du ho so hop 1¢ cua nguoi ding tén
thanh 14p thu vién, co quan nhan hd so c6 trach nhiém cip gidy ching nhan dang ky
hoat dong thu vién cho thu vién. Trong trudng hop tir chdi phai c6 ¥ kién bang van
ban va néu 10 1y do.

Trong thoi han ba (03) ngay lam viée, ké tir ngay nhan da hd so hop 18, co quan
tiép nhan ho so ¢6 trach nhiém cép gidy ching nhan ding ky hoat dong thu vién tu
nhan.

* Cach thirc thye hién: B6 phan Tiép nhan va Tra két qua cap xa

* Thanh phan, so lwgng ho so:

- Thanh phan ho so:

(1) Pon dang ky hoat dong thu vién (Mau 1 ban hanh kém theo Nghi dinh s
02/2009/ND-CP ngay 06 thang 01 nam 2009);

(2) Danh muc von tai lidu thu vién hién co (Mau 2 ban hanh kém theo Nghi dinh
s6 02/2009/ND-CP ngay 06 thang 01 nam 2009);

(3) So yéu 1y lich cta nguoi dimg tén thanh 1ap thu vién c6 xac nhan cia Uy ban
nhan dan cap x4 noi cu trd;

(4) No1 quy thu vién.

- S6 luong ho so: 01 (bo)

* Thoi han giai quyét: 03 ngay lam viéc ké tir ngay nhén du ho so hop 18.
* Poi twong thuwe hién thi tuc hanh chinh: C4 nhan, to chirc

* Co quan thyuc hién thu tuc hanh chinh: UBND Xa

* Két qua thyre hién thi tuc hanh chinh: Quyét dinh hanh chinh.

* L¢ phi (néu cd): Khong quy dinh

* Tén mau don, mau to khai (néu co):

- Pon diang ky hoat dong thu vién tu nhin cé phuc vu cong dong (Mau 1 ban
hanh kém theo Nghi dinh s6 02/2009/ND-CP ngay 06 thang 01 nam 2009);

- Bang ké danh muc céc tai li¢u hién co6 trong thu vién (Mau 2 ban hanh kém
theo Nghi dinh s6 02/2009/ND-CP ngay 06 thang 01 nim 2009).

* Yéu clu, diéu kién thwe hién thi tuc hanh chinh (néu cé):

(1) C6 vbn tai liéu ban dau vé mot hay nhiéu mén loai tri thirc khoa hoc véi sd
luong it nhat 1a 500 ban sach va 1 tén an pham dinh ky, dugc xur Iy theo quy tic
nghiép vu thu vién.

(2) C6 dién tich dap tmg yéu cau vé bao quan vdn tai liéu va phuc vu cong chung
voi s6 lugng chd ngéi doc it nhat 10 chd, khong anh huong téi trat ty, an toan giao
thong; ddm bao v¢ sinh moi truong va canh quan van hoa.


http://thutuchanhchinh.haiduong.gov.vn/uploads/VH2020/vh_tvx_01.doc
http://thutuchanhchinh.haiduong.gov.vn/uploads/VH2020/vh_tvx_02.doc
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(3) C6 du phuong tién phong chay, chira chay va cac trang thiét bi chuyén dung ban
dau nhu gia, tu dé tai liéu; ban, ghé cho nguo1 doc; hop muc luc hodc ban danh muc von
tai liéu thu vién dé phuc vu tra ctru; tuy diéu kién cu thé cta thu vién c6 thé c6 cac trang
thiét bi hién dai khac nhu may tinh, cac thiét bi vién thong.

(4) Nguoi dung tén thanh 1ap va lam vi€c trong thu vién:

a) Nguoi ding tén thanh 1ap thu vién phai c6 qudc tich Viét Nam, du 18 tudi tro
1én; c6 day du ning luc phap 1y va nang luc hanh vi; am hiéu vé sach bao va linh vuc
thu vién.

b) Ngudi lam viée trong thu vién phai tot nghiép trung hoc phd thong tré 1én va
duge bdi dudng kién thuc vé nghié¢p vu thu vién;

* Can cwr phap ly cua thu tuc hanh chinh:

- Phap 1énh Thu vién s6 31/2000/PL-UBTVQH10 ngay 28 thang 12 ndm 2000.

- Nghi dinh s6 72/2002/ND-CP ngay 6 thang 8 nim 2002 ctia Chinh pht quy dinh
chi tiét thi hanh phap lénh Thu vién.

- Thong tu s6 56/2003/TT-BVHTT ngay 16 thang 9 ndm 2003 ctia Bo Vin hoa -
Thong tin (nay 13 Bo Van hoa, Thé thao va Du lich) vé hudng dan chi tiét vé didu kién
thanh 1ap thu vién va thu tuc dang ky hoat dong thu vién.

- Nghi dinh s6 02/2009/ND-CP ngay 6 thang 01 nim 2009 cta Chinh phii quy dinh
vé to chtre va hoat dong ctia thu vién tu nhan c6 phuc vu cong dong.

- Nghi dinh s6 01/2012/ND-CP ngay 04 thang 01 nam 2012 stra d6i bd sung,

thay thé hoic bai bo huy bo cac quy dinh c6 lién quan
XXVIII - Linh vwe van hoa co s¢

1. Tha tuc xét tang danh hi¢u Gia dinh van héa hang nam;

* Trinh ty thue hién:

- Truong khu dan cu cén ctr vao Ban dang ky tham gia thi dua va bang ty danh
gia ctia ho gia dinh dé tong hop danh sach gia dinh du diéu kién binh xét.

- Truong khu dan cu tri€u tap cudc hop binh xét, td chtrc chdm diém theo thang
diém, thanh phan gom:

+ Cap uy, Truong khu dan cu, Truong ban Cong tac Mat tran, dai dién cac
nganh, t6 chirc doan thé;

+ Pai dién ho gia dinh trong danh sach dugc binh xét.

- T6 chirc cude hop binh xét:

+ Cudc hop dugc tién hanh khi dat 60% tré 1én s6 nguoi dugc triéu tap tham du;

+ Hinh thirc binh xét: Bo phiéu kin hoic biéu quyét;

+ Két qua binh xét: Cac gia dinh dugc dé nghi ting danh hiéu Gia dinh vin héa
khi ¢ tir 60% trd 1én thanh vién du hop dong y.

- Trong thoi han 03 ngay lam viéc, ké tir ngay co két qua cudc hop binh xét,
Truéng khu dan cu 1ap ho so theo quy dinh trinh Cha tich Uy ban nhan dan cip xa
quyét dinh.
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- Trong thoi han 05 ngay lam viéc, ké tir ngay nhan duoc ho so hop 1€, Chu tich
Uy ban nhéan dan cap xa quyét dinh ting danh hiéu Gia dinh van hoa hang nam.

* Cach thirc thyc hién: B phan Tiép nhan va Tra két qua cap xa

* Thanh phan, s0 lwgng hd so:

- Thanh phan hd so:

(1) Van ban dé nghi xét ting danh hiéu Gia dinh van hoa cta Trudng thén,
lang, 4p, ban, to dan phd (sau day goi chung 13 Trudng khu dan cu).

(2) Ban dang ky tham gia thi dua xay dung danh hi¢u Gia dinh van hoéa ctua hd
gia dinh; Bang tu danh gia thyc hién tiéu chi binh xét Gia dinh vin héa (Mau sO
01, Phu luc ban hanh kém theo Nghi dinh s6 122/2018/ND-CP ngay 17 thang 9 nam
2018 ctia Chinh phu quy dinh vé xét ting danh hiéu “Gia dinh van hoa”; “Thon vin
hoa”, “Lang vin hoa”, “Ap vin hoa”, “Ban vin héa”, “Té dan phd van hoa”).

(3) Bién ban hop binh xét ¢ khu dan cu (Mau s6 07, Phu luc ban hanh kém
theo Nghi dinh s6 122/2018/NP-CP ngay 17 thang 9 nim 2018 ctia Chinh phu quy
dinh vé xét ting danh hiéu “Gia dinh van héa”; “Thon van hoa”, “Lang van héa”, “Ap
van héa”, “Ban vin hoa”, “T6 dan phd vin hoa”.

_86 lwong hd so: 01 (bo)

* Thoi han giai quyét: 05 ngay 1am viéc ké tir ngay nhan da ho so hop 16.

* Poi twong thwe hién thi tuc hanh chinh: T6 chuc

* Co quan thyc hién thu tuc hanh chinh: UBND Xa

* Két qua thwe hién thii tuc hanh chinh: Quyét dinh va Gidy cong nhan Gia
dinh van hoa.

*Le phi~(né'u c0): Khong quy dinh

* Tén mau don, mau to khai (n€u co):

- Ban dang ky tham gia thi dua x4y dung danh hiéu Gia dinh van hoa. (Mau sd
01, Phy luc ban hanh kém theo Nghi dinh s6 122/2018/ND-CP ngay 17 thang 9 nam
2018 ctia Chinh pha quy dinh vé xét ting danh hiéu “Gia dinh van hoa”; “Thon vin
hoa”, “Lang van hoa”, “Ap vin héa”, “Ban van hoa”, “T6 dan phd vin hoa™).

- Bang tu danh gia thuc hién tiéu chi binh xét Gia dinh van héa. (Mau s6 03,
Phuy luc ban hanh keém theo Nghi dinh s6 122/2018/ND-CP ngay 17 thang 9 nam 2018
cua Chinh phu quy dinh vé xét tang danh hi¢u “Gia dinh van hoa”; “Thon van hoa”,
“Lang van hoa”, “Ap van hoa”, “Ban van héa”, “T6 dan phd van hoa™).

- Bién ban hop binh xét danh hi¢u Gia dinh van hoa. (Mau s6 07, Phu luc ban
hanh kém theo Nghi dinh s6 122/2018/ND-CP ngay 17 thang 9 nam 2018 ctia Chinh
phu quy dinh vé xét ting danh hiéu “Gia dinh vin hoa”; “Thén vin héa”, “Lang van
hoa”, “Ap vin hoa”, “Ban van hoa”, “T6 dan phd vin hoa”).

Quyet dinh cong nhan danh hiéu Gia dinh van hoa. (Mau s6 11, Phu luc ban
hanh kém theo Nghi dinh s6 122/2018/ND-CP ngay 17 thang 9 nam 2018 ctia Chinh


http://thutuchanhchinh.haiduong.gov.vn/uploads/VH2020/vh_01.doc
http://thutuchanhchinh.haiduong.gov.vn/uploads/VH2020/vh_01.doc
http://thutuchanhchinh.haiduong.gov.vn/uploads/VH2020/vh_csx_03.doc
http://thutuchanhchinh.haiduong.gov.vn/uploads/VH2020/vh_csx_07.doc
http://thutuchanhchinh.haiduong.gov.vn/uploads/VH2020/vh_csx_11.doc

228

pha quy dinh vé xét ting danh hiéu “Gia dinh van hoa”; “Thon vin hoa”, “Lang vin
hoa”, “Ap van héa”, “Ban van hoa”, “T6 dan phé van héa”).

* Yéu cau, dieu kién thwe hién thi tuc hanh chinh (néu cé):

- Diéu kién 1. Guong miu chap hanh chu truong, chinh sach cua Pang; phap
luat cua Nha nudc; tich cuc tham gia cac phong trao thi dua ctia dia phuong noi cu
tra, gdm céac tiéu chi sau:

+ Céc thanh vién trong gia dinh chip hanh cac quy dinh cta phap luat; khong bi
xu 1y ky luat tai noi lam vi¢c va hoc tap;

+ Chép hanh huong udc, quy udc cua cong dong noi cur tru;

+ Treo Quéc ky trong nhing ngay 18, sy kién chinh tri cua dat nudce theo quy dinh;

+ Co6 tham gia mot trong cac hoat dong van hoa hoac van nghé ¢ noi cu tru;
thuong xuyén luyén tap thé duc, thé thao;

+ Thuc hién nép séng vin minh trong viéc cudi, viéc tang va 1 hoi theo quy dinh;

+ Tham gia bao v¢ di tich lich sir - van hoa, danh lam théng canh, canh quan
thién nhién cua dia phuong;

+ Thuc hién cac quy dinh vé vé sinh moi truong, dd rac va chat thai dang gio,
ding noi quy dinh;

+ Tham gia day du cic phong trao tir thién, nhan dao, dén on dap nghia, khuyén
hoc khuyén tai; sinh hoat cong dé)ng O noi cu tru;

+ Khong vi pham cac quy dinh vé vé sinh an toan thuc phdm, phong chéng dich
bénh;

+ Khong vi pham quy dinh phong, chdng chay nd;

+ Khong vi pham phap luat vé trat ty, an toan giao thong nhu: Lan chiém long
duong, hé phd, tham gia giao thong khong ding quy dinh.

- Piéu kién 2. Gia dinh hoa thuan, hanh phtc, tién bo; tuong trg giup do moi
ngudi trong cong dong, gdm cac tiéu chi sau:

+ Ong, ba, cha, m¢ va céac thanh vién trong gia dinh dugc quan tam, cham séc,
phung dudng;

+ Hon nhan tu nguyén, tién b, mot vo mot ché)ng, binh dfmg, hoa thuan, thuy
chung;

+ Thye hién tdt chinh sach dan s6; thue hién binh déng gioi;

+ Céc thanh vién trong gia dinh tham gia bao hiém y t& va duoc chiam soc strc
khoe;

+ Céc thanh vién trong gia dinh c6 nép sdng lanh manh, vin minh, Gng xu cd
van hoéa trong gia dinh, cong ddng va xa hoi;

+ Tuong trg, gitp d& moi ngudi trong cong dong khi khé khin, hoan nan.
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- Piéu kién 3. TH chuc lao dong, san xuét, kinh doanh, cong tac, hoc tap dat
nang suat, chat luong va hiéu qua, gdbm cac tiéu chi sau:

+ Kinh té gia dinh 6n dinh va phat trién tir ngudn thu nhap chinh dang;

+ Tham gia cac chuong trinh, ké hoach phat trién kinh té, van héa - xa hdi do
dia phuong t6 chtc;

+ Nguoi trong do tudi lao dong tich cuc lam vi¢c va c6 thu nhap chinh dang;

+ Tré em trong do tudi di hoc duoc dén truong;

+ Str dung nudce sach;

+ C6 cong trinh phu hop vé sinh;

+ C6 phuong tién nghe, nhin va thudng xuyén duoc tiép can thong tin kinh té,
van hoa - xa hoi.

- Piéu kién 4. Thanh vién trong gia dinh khongvi pham mot trong cac
truong hop sau:

+ B1 truy ctru trach nhiém hinh sy hodc bi 4p dung céc bién phap xur 1y hanh
chinh theo quy dinh cua Luat xtr Iy vi pham hanh chinh;

+ Khong hoan thanh nghia vy quan sy va nghia vu nop thué;

+ Bi1 xr phat vi pham hanh chinh trong linh vuc xay dung; phong chay, chita
chay va bao v¢ moi truong;

+ C6 tao hon hodc hon nhan can huyét thong;

+ C6 bao lyc gia dinh bi xr phat hanh chinh;

+ Mic cac té nan x3 hoi, ma tay, mai dam, trom cép, td chtrc danh bac hoac
danh bac;

+ Tham gia tu tdp dong ngudi gy mét an ninh trat ty, an toan xa hoi.

* Can cir phap ly cua thu tuc hanh chinh:

Nghi dinh s6 122/2018/ND-CP ngay 17 thang 9 ndm 2018 cua Chinh phu quy
dinh vé xét tang danh hi¢u “Gia dinh van hoa”; “Thon van héa”, “Lang van hoa”, “Ap
van hoa”, “Ban van héa”, “T6 dan pho van hoa”.

2. Thii tuc xét ting Gidy khen Gia dinh viin héa;

* Trinh ty thuc hién:

- Trudng khu dan cu téng hop danh sach céc ho gia dinh dat danh hi€u Gia dinh
van héa du diéu kién ting Giay khen Gia dinh van hoéa.

- Trudng khu dan cu tri€u tap cudc hop binh xét, thanh phén gém:

+ Cép uy, Truéong khu dan cu, Trudng ban Cong tac Mat tran, dai dién céc
nganh, cac to chirc doan thé;

+ Pai dién ho gia dinh trong danh sach dugc binh xét.

- T chirc cudc hop binh xét:
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+ Cudc hop dugce tién hanh khi dat 60% trd 1én sd nguoi dugc tricu tap tham du;

+ Hinh thtrc binh xét: Bo phiéu kin hoic biéu quyét;

+ Két qua: Cac gia dinh dugc dé nghi ting Gidy khen Gia dinh van héa khi c6 tir
60% tré 1én thanh vién du hop dong y. Trong trudng hop sb luong gia dinh duoc dé
nghi tang Giay khen vuot qua 15% tong s6 gia dinh duoc céng nhan danh hiéu Gia
dinh van hoa 3 nam lién tuc thi can ct s6 phiéu dong v, 14y tir cao xudng thap.

- Trong thoi han 03 ngay 1am viée, ké tir ngay co két qua cudc hop binh xét,
Trudng khu dan cu 1ap hd so theo quy dinh trinh Chu tich Uy ban nhan dan cép xa
quyét dinh.

- Trong thoi han 05 ngay 1am viéc, ké tir ngay nhan dugc hd so dé nghi ting
Gidy khen, Chu tich Uy ban nhan dan cdp xi ra Quyét dinh ting Gidy khen Gia dinh
van hoa.

* Cach thirc thwe hién: Bo phan Tiép nhan va Tra két qua cap xa

* Thanh phan, s6 lwong hd so:

- Thanh phan hd so:

(1) Van ban dé nghi ting Gidy khen Gia dinh vin hoa ctia Truong Khu dan cu
(kém theo danh sach ho gia dinh du tiéu chuan).

(2) Ban sao Quyét dinh cong nhan danh hiéu Gia dinh vin héa cta cac ho gia
dinh trong 03 nam lién tuc.

(3) Bién ban hop xét taing Gidy khen Gia dinh van hoa (Mau sé 08, Phu luc ban
hanh kém theo Nghi dinh s6 122/2018/ND-CP ngay 17 thang 9 nam 2018 ciia Chinh
pht quy dinh vé xét ting danh hiéu “Gia dinh van hoa”; “Thén vin hoa”, “Lang van
hoa”, “Ap van héa”, “Béan van hoa”, “T6 dan phé van hoa”).

- S6 lugng ho so: 01 (bo)

* Thoi han giai quyét: 05 ngay 1am viéc ké tir ngay nhan du ho so hop 16.

* Poi twong thuwe hién thi tuc hanh chinh: T6 chic

* Co quan thuc hién thu tuc hanh chinh: UBND Xa

* Két qua thuwe hién thi tuc hanh chinh: Quyét dinh va Gidy khen Gia dinh
van hoa.

* L phi~(né'u c0): Khong quy dinh

* Tén mau don, mau to khai (n€u co0):

- Bién ban hop xét ting Gidy khen Gia dinh vin hoa. (Mau sb 08, Phu luc ban
hanh kém theo Nghi dinh s6 122/2018/ND-CP ngay 17 thang 9 nam 2018 ciia Chinh
phu quy dinh vé xét ting danh hiéu “Gia dinh van héa”; “Théon vin héa”, “Lang vin
hoa”, “Ap vin hoa”, “Ban van hoa”, “T6 dan phd vin hoa”).

- Giéy khen Gia dinh vin héa. (Mau s6 13, Phu luc ban hanh kém theo Nghi
dinh s6 122/2018/ND-CP ngay 17 thang 9 nam 2018 ciia Chinh phu quy dinh vé xét


http://thutuchanhchinh.haiduong.gov.vn/uploads/VH2020/vh_csx_08.doc
http://thutuchanhchinh.haiduong.gov.vn/uploads/VH2020/vh_csx_13.doc
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tang danh hiéu “Gia dinh van hoa”; “Thon van hoa”, “Lang van hoa”, “Ap van hoa”,
“Ban van héa”, “T6 dan phd van hoa™).

* Yéu cau, diéu kién thwc hién thi tuc hanh chinh (néu c6): Ho gia
dinh dugc cong nhan danh hi€u Gia dinh van héa trong 03 nam lién tuc.

* Can ctr phap ly cua thu tuc hanh chinh:

Nghi dinh s6 122/2018/ND-CP ngay 17 thang 9 nim 2018 caa Chinh phu quy
dinh vé xét tang danh hiéu “Gia dinh van hoa”; “Thon van hoa”, “Lang van hoa”, “Ap
van héa”, “Béan van héa”, “T6 dan phé van hoa”.

3. Thii tuc thong bao to chirc 18 hoi cap xa

* Trinh ty thuc hién:

- Pon vi t6 chirc 18 hoi truyén théng, 1& hoi van hoa, 1& hoi nganh nghé cap xa
duoc t6 chtrc hang ndm phai giri van ban thong bao dén Uy ban nhan dan cép x (truc
tiép, qua buu dién hodc ndp truc tuyén) trude ngay du kién t6 chic 18 hoi it nhat 20
ngay.

- Trong thoi han 15 ngay, ké tir ngay Uy ban nhan dan cdp xa nhan duoc thong
bao, néu khong co y kién tra 10i thi don vi giri thong bao dugc to chic 18 hoi theo noi
dung thong bao. Truong hop khong dong ¥ voi ndi dung thong bao, co quan tiép nhan
phai tra 161 bang van ban va néu rd 1y do.

* Cach thirc thyc hién: Bo phan Tiép nhan va Tra két qua cap xa

* Thanh phan, so lugng ho so:

- Thanh phéan ho so:

(1) Tén 18 hoi, su can thiét vé viée t6 chirc 1& hoi;

(2) Thoi gian, dia diém, quy mo va cac hoat dong cua 1& hoi;

(3) Dy kién thanh phan, s6 lugng khach moi;

(4) Dy kién thanh phan Ban t6 chirc 18 hoi;

(5) Phuong an bao dam an ninh trat ty, an toan xa hoi, phong chdng chay no,
bao v¢ mdi truong.

- S6 luong ho so: 01 (bo).

* Thoi han giai quyét: Trong thoi han 15 ngay, ké tir ngdy UBND cap xd nhan
dugc thong bao

* Poi twong thue hién thi tuc hanh chinh: T6 chic

* Co quan thye hién thu tyuc hanh chinh: UBND Xa

* Ket qua thuc hién thu tuc hanh chinh:

- Néu khong c6 y kién tra 10i thi don vi giri théng bao duge to chire 18 hoi theo
ndi dung da thong bao.

- Néu khong ddng ¥ v6i ndi dung thong bao, co quan tiép nhan tra 101 bang vin
ban va néu rd ly do.

* Lé phi (néu ¢é): Khong quy dinh
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* Tén miu don, miu to khai (néu c6): Khong quy dinh

* Yéu chu, diéu kién thuwc hién thi tuc hanh chinh (néu c6): Khong

* Can cir phap 1y ciia thi tuc hanh chinh: Nghi dinh s6 110/2018/ND-CP
ngay 29 thang 8 nim 2018 cua Chinh phu quy dinh vé quan 1y va to chire 18 hoi.
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