
tY BAN NHAN DAN 
HUnN BAU BANG 

LONG1-16A. XA 	CHU NGHIA VItT NAM 
DOcIlap - Tyr do - H#nh phtic 

    

s6:429 /QD-UBND 	Bau Bang, ngay A4 Mang 9  nam 2018 

QUYET DINH 
Ve viec ban hanh Bo quy trinh giii quyet thu tuc hanh chinh 

theo tirng link virc trong ph4rn vi ap dung dm he: th'Ong quan l'y 
ch'At luvng phu hop vori tieu chuAn qutic gia TCVN ISO 9001 

thuiic Phong Tyr phap huyen Bau Bang 

fJY.  BAN NIIAN DAN HUYEN 

Can cu Luat To chirc chinh quyen plauong ngay 19 thang 6 tram 2015; 

Can c* Quyet chinh , 19/2014/QD-TTg,ngay 05 thang 3 nam 2014 az 
Thu Wong Chinh 	y 	du ng 11 thong quan 13'./ chat luting theo tieu 
chuan quoc,  gia TCVN ISO 9001:2008 vao hog dOng 	cac co.  quan, chirc 
thuOch'c' thong hanh chinh nha mac; 

Can c* Nghi chinh se) 61/2018/ND-CP ngay 23 thang 4 nam 2018 cila Chinh 
phu ve viec thvc hi'n co ch6 mot c*a, mot cila lien thong trong giai quyet 
tpc hanh chinh; 

Can c* Quyet chinh so' 1309/QD-UBND ngay 22 thang 5 Warn 2018 cCia Uy 
ban nhan clan tinh Binh Duang ye vi& &Ong bo din tic hanh chinh thuOc pharn 
vi eh& nan4 quail ly cila So Tu phap; tham quyen giai quyet cua Uy ban nhan 
dan huylen; Uy ban nhan dan cap xd; 

Xet cue nghi cua Truaeng phong Tu phap tai trinh 	198/TTr-P1P ngay 13 
thang 9 tram 2018, 

QUYET DINH: 

Dieu 1. Ban hanh kern theo Quye't dinh nay BO quy trinh giai quy6t did tic 
hanh chinh theo thing linh vi.xc trong ph#m vi ap dung cua he thong quan 1.3"/ chat 
luting phu h9p voi tieu chuAn qutSc gia TCVN ISO 9001 thuc)c Phong Tu phap 
hu3*1 Bau Bang. 

Dieu 2. Phong Tu phap can c* theo chirc rang, nhirn vu, quy&I h#n va n'9i 
dung trong danh mic thil tic hanh chinh theo ding linh virc thuOc pham vi dp 
ding cua 11. ,thOng quan 13'T chat luting phir hgp 	tieu,chuan qlloc gia TCVN 
ISO 9001 d thvc hien day 	chinh xac nhang yeu cau ci the cua he thong 
quan13'i chAt luting. 

Dieu 3. Chanh Van phong Heoi dong nhan dan va Uy ban nhan dan 
Truong phong Kinh te, Truorng phong Tu phap, ThU truang cac don vi c6 lien 
quan chiu trkh 	thi hanh quyet chinh nay. 



TM. UY BAN AN DAN 
1LT • CHU T H 

151-16 C li TICH 

Quy6t dinh nay có hi/0 let 
so 1676/QD-UBND ngay 04 thin, 	2017 cua Uy ban nhan clan huy Bau 
Bang v'e v* ban hanh BO quy tri 	et 	tvchanh chink theo t g link 
vcrc,trong pham vi ap dung 	 quan 13'T chat lucmg phiiu h 	tieu 
chuan qui& gia TCVN ISO 9001:21 8c Qc Pheng Tv; phap hu3*1 au Bang./. N1( 

ke tir ngay 1c3"T va thay the Quy6t dinh 

nhem: 
- NhaDi&I 3; 
- TT.HU; TT.HDND; 
- CT, cac PCT UBND Huy'01; 
- Ban chi ciao ISO; 
- Ltru: VT. 

V5 Thenh Grail 





IJY BAN NHAN DAN 	CONG HOA XA HOI CHU NGHTA MT NAM 
HUYFN BAU BANG 	 D§c 14p - Ty do - II4nh pink 

PHU LUC 
Danh mute thil ttic hAnh chinh theo tirng huh vtyc trong ph4m vi ap citing 

cua hC thong quan 1S7 chat luvng phu hQ'p 	tieu chuan quoc gia 
TCVN ISO 9001 thulOc "'hong Tu' phap huyen Btu Ming 

(Ban hanh kern theo Quyit clinh s 4/231/QD-UBND 
ngay /f 4 thang J narn 2018 cita Uy ban nhan dan huyen) 

TOng so: 36 thii tuc thulcic 05 fifth vtyc 

STT Thil tuc hanh chinh the() tirng linh vtyc 

I. 	Linh vu'c ho Lich Thai gian 
x chuan/ ngAy 

Thai gian xac 
mink/ ngay 

1. 

1. 
Thu tvc gang kST khai sinh có 
• • yeu to nu.oc ngoai 

- Trong ngay 

- 	Ngay 	lam 
viec tiep theo 
(neu tie]) nfrOn 
yeu cau sau 15 
gid). 

2 . 2 . 
Thu tt.ic d6ng k9 ket lion có yeu to 
nu& ngoai 

15 gay 	lam 
v* 

3. 3. 
Thu tic gang k 'y khai tir có yeu 

• to nuoc ngodi 

- Trong ngay 

- 	Ngay 	lam 
viec tiep theo  
(neu tie!) nhan 
yeu cdu sau 15 
gid). 

Khong qua 02 ngay 
lam viec 

4. 4.  
Thu tic gang 14 nhan cha, me, 
con co yeu to nu*c ngoai 

15 ngay lam 
viec 

5.  5. 

, 
Thu tic clang 1c3"/ khai sinh ket 
hop gang 14 nh4n cha, me, con 
có yeu to ntrac ngoai 

15 ngay lam 
viec  
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STT Thii ttic hanh chinh theo tong linh vtic 

6.  6 . ThU tuc gang V giam 110. c6 yeu • 
to nu& ngoai 

+ 05 ngay lam 
vi4'c (giam hO, 
cU). 
+ 03 ngay lam 
vii& (giam 110 
throng nhien). 

7.  7. 
Thu tuc clang V chaindot giam • • 
110 c6 yeu to nuot ngoai 

02 ngdy lam 
vilec 

8. 8. 
Thu tuc thay (mi., cai chinh, bo 
sung h0 tich, xac Binh lai dan 
ticic 

+ Thay d6i, cai 
chinh h0 tich, 
xac 	dinh 	lai 
dan 	toe: 	3 
ngay.  

+ Bo sung h0 
tich: 	Trong 
ngay. 

Khong qua 03 ngay 
lam v* doi vai 
thay d6i, cai chinh 
110 tich, xac dinh lai 
dan toe. 

9. 9. 

Thu tuc ghi vao Si') h0 tich vi."& 
k& Won dm ding dan V* Nam 
da du9'c giai quyet tai co quan 
co thAm quyLl cUa mrac ngoai 

12 ngay lam 
vic 

10. 10.  

Thu tuc ghi vao S6 ht) -Lich vi./c ly 
lion, hily v* ket hon dia. cong 
dan Vi.'t Nam da duvc giai quyet 
tai co quan c6 thAm quyn dia. 
ntrot ngoai 

12 ngay lam 
.8c  

vl.  

11.  11. 

Thu tuc ghi vao S6 11.0 -Lich vi& 
110 tich khac dm cOng dan Vi.'t 
Nam da. duvc giai quy6t tai 	co 
quan c6 thAm quy'n dia. ntroc 
ngoai (khai sinh; glean h0; nhein 
cha, me, con; xac dinh cha, me, 
con; nuoi con nuoi; khai tic; 
thay dal h0 tich) 

- Trong ngay. 

- 	NO.?, 	lam 
vi4c ti. p theo 
(lieu tier) nhan 
yeu cau sau 15 

gie0- 

Khong qua 02 ngdy 
lam v* 
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STT Thii tic hAnh chinh theo tirng linh viic 

12. 12. ThU tgc clang 14 lai khai sinh co 
yeu te) ntrac ngoai 

05 ngay lam 
vi& 

Khong qua 08 ngay 

lam 	vic 	(khong 
tinh thoi gian gCri 
van ban yeu cju 
xac minh va thol 
gian giii van ban 
Ira ldi k't-  qua xac 
minh qua he thong 
buy chinh). 

13. 13.  
Thu tvc clang 1c57 khai sinh c6 
yeu to nuac ngoai cho nvoi dd 
c6 ho sa, giay to ca nhan 

05 ngay lam 
., 

viec 

Khong qua 08 ngay 
lam 	yid& 	(khong 
tinh thoi gian gi,ii 
van 	ban yeu cdz,i 
xac minh va thoi 
gian girl , van ban 

lc& tra loi 	qua xac 
minh qua he thong 
buy chinh) 

14.  14. Thu tpc gang 1(.3",  lai ket lion di 
yeu to ntreec ngoai 

05 ngay lam 
• , 

vi.c 

Khong qua 08 ngay 
lam 	viic 	(khong 
tinh thoi gian 0:11 
van ban y 	eu cdu 
xac minh va thoi 
gian girl r van ban 
tra lai ket qua xac 
minh qua he thong 
buy chinh) 

16. 15.  Thu tuc gang 1c3"/ lai khai tir co 
yeu to ntrac ngoai 

05 ngay lam 
vi& 

Khong qua 05 ngay 
lam vii& 

16.  16. 
ThU tvc cap ban sao trich kw 118 
tich 

- Trong ngdy 
- Ngay lam 
vi& tiep theo 

., (neu tzep nhrn 
„ 	,: yeu cau sau 15 

gi6). 
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STT Thil tic Unit chinh the() tong linh vtic 

II. 	Linh vtic Chung thtic 
oi ThiMan b 

chuan 

So 	itivng 	lo•n/vAn 
ba'n phIrc taphoijc 
theo thoa thOn 

17. 1. Cap ban sao tut so g6c 

- Trong ngay 

-NgaY 	lam  
viz 	tiep theo 
(ne*epr 	nh"dn 

, 1., ye 	sau 15 
gia As .2.0 

I 	• 4, , 

18. 2. 

Thu qic chdng thgc ban sao td 
ban chinh cac giay ter, van ban 
do Ca quan, to ch.& có tham 
quy&I dia. Viet Nam; co' quan, 
-Co elide có thAm quyen cua nuoc 
ngoai; co' quan, to chdc co.  tham 
quyL-i cua V* Nam lien ket v6i 
co quan, to chdc co thAm quy'L 
cua mr6c ngoai cap hoac chimg 
nhan 

-Trong ngay. ban 
- 	Ngay 	lam 
vi'c tiep theo 
(nett tie', nhcftn 
yeu cau sau 15 
gra). 

	

nguoi 	yeu 	cau 
 

- 02 ngay (so lugng 
nhieu ban sao; not 
dung giay to; van 

phirc tap lcho 
kiem 	tra, 	doi 
chieu). 

- Co the clai han 
theo 	them. 	thu4n 
bang van ban vo'i 

chdng thgc. 

19.  3.  

Thu tvc eh-tang thgc chin lci trong 
cac giay t6, van ban Op dung 
cho Ca tru'o'ng hop chiring thy'c 
diem chi va tru'ong hop ngu'oi 
yeu cau chimg ,thvc khong the 
lcf), khong the diem chi cluvc) 

- Trong ngay. 
_ 	Noy 	lam 
viec tiep theo 
(nA4 tiep' 	nhc2n 
yeu cau sau 15 
giO). 
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STT Thii tic hanh chinh theo tirng link vgc 

20. 4. 

Th6 	tuc 	chung 	thuc 	chii. 	1()",  
ngu.oi dich ma nguai dich la 
cong tac vien dich thu4t cila 
Ph6ng Tu.  phap 

- Trong ngay. 

- 	Ngay 	lam 
— vi9c ti 	theo 

, 	..c 	-,:. (neu ttep nhan 
yeu cau sau 15 
gio). 

CO the keo dai han 
theo 	thoa 	thulan 
bang van ban vai 
ngubi 	yeu 	cau 
chung thgc. 

21. 5. 
ThU tuc chirng time chi".  4 
ngtrai dich ma ngtroi dich khong 
phai la cong tac vien dich thu4t 

- Trong ngay. 

-NgaY 	lam  
vile 	tiey theo 
(neu tiep nhan 
yeu cau sau 15 
gle) 

CO the keo dai han 
theo 	thoa 	thulan 
bang van ban voi 
ngu,aei 	x yell 	cau 
chung dx. 

22. 6. 
Thu tic chimg thgc h9p d6ng, 

, 
giao dich lien quan den tai san là 

san 
ngay nhan du

dOng 

Khong qua 02 
(hai) ngay lam 

. „ 
viec, 	ke 	tn.  

', 

ho so yeu cau 
chung thuc 

CO the keo dai Ilan 
theo 	thoa 	thu lan 
bang van ban voi 
ngu.e.i 	yeu 	cau 
chimg thu.c. 

7.  
ThU tuc chung thgc van ban thoa 
thuan phan chia di san ma di san 
la. dOng san 

viec, 	ke 	to23- 

Khong qua 02 
(hai) ngay lam

,, 
', 	„ 	,, ney nhan 4u 

ho so yeu cau 
chimg thgc 

CO the keo dai hon 
theo 	thoa 	thun 
bang van ban v‘oi 
ngu.e.i 	yeu 	cau 
chirng thuc. 

24. 8. 
Thu tuc chung -dux van ban khai 
nhan di san ma. di san la dicing 
sari 

Khong qua 02 
(hai) ngay lam 

v*' 	
iii  

ngay nhan du 
ho so yeu cau 
chung thuc 

CO th6 keo dal han 
theo 	thoa 	tht*-1 
bang van ban vai 

ngu,'6i 	yeu 	cau 
li• 	c ung thvc. 

25. 9. 
Thu tuc chimg thtrc vi."& sira d6i, 
b6 sung, Hy b6 hop d6ng, giao 
dich 

- Trong ngay. 

-NgaY 	lam  
vi.i rc 	tiey 	theo 
(neu tiep nhan 
yeu cau sau 15 
gio). 
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26. 

STT Thii tile hank chinh theo tong link vtyc 

10. 
Thu tuc sii.a 18i sai sot trong ha p • • 
clang, giao dich 

- Trong ngay. 

- 	Ngay 	lam 
vic 	theo —e tiep  

(neu tiep' 	nhan 
yeu cju sau 15 
gra). 

27. 11. 
Thu tyc cap ban sao c6 chung 
thgc dr ban chinh hop gong, 
giao dich da duvc chung thgc 

- Trong ngay 

- 	NO.?, 	lam 
vit'& tiep theo 
(neu tiep nkin 
yeu cau sau 15 
gio). 

III. LINH VVC PHO BIEN GI.A.0 DIX 
PHAP LUA.' T 

Thoi gian 
chuAn/ ngay 

28. 01 
Thu tyc cong nhan bao cao vien 
phap 14t 

05 	ngay 	lam 
viec 

29. 02 
-• 

Thu tyc mien nhi'm bac) cao 
vier' phap luat 

05 	ngay 	lam 
vii& 

IV. LINH VIiC HOA GIAI CO SO' Thai gian 
chufin/ ngay 

30. 01 

Thu tyc thuc hien h8 tro khi hoa 
giai vien Op tai nan hoc rui ro 
anh hu*ng den sue khOe, tinh 
ma.ng trong khi thgc hien boat 
dOng flea giai 

05 	ngay 	lam 
v* 

V. LINH VVC BOI THU'dNG NHA 
Milk 

T 	gian WA 
chuAn/ ngay 

TWA gian toi da 

31. 01 
Thil tyc xac chinh ca quan c6 
trach nhi.'m boi thuong 

05 	lam ngay 
vi.Ic 

Trueng h9p khong 
c6 sir thong nhAt ye 
co quan,  co trach 
nhi'm boi thuong 
thi thei han khong 
qua 15 ngay. 

32. 02 
Thu tyc giai quyet boi thuemg tai 
ca quan c6 trach nhiem boi q  The i han 	giai T6i da khong ua 
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STT Thii tic hanh chinh theo tong linh vire 

thLayng trong hot gong quail 1ST 
hanh chinh 

quye't toi thi6u 
65 ngay 

100 ngdy 

33. 03 
Thu tic chuy6n giao quy6t dinITTZ, 

• • 
glad guy& 	 :1, boi thubmg 

,.. 
 quy chinh 
Tps'-v 

34. 04 
Thu tic chi tra ti'en b'oi thubnii- 
trong hog dOng quan 1ST hal-1h,, 

cchinh 4 ... 
1, 

-t-) 
, 	may 	lam 

ic 

35. 05 
,: 	:, 

Thu tic giai quyet khieu nqi ve 
bO • i thuong nha. nu& lan eau 

' - y z 	, 	, , 	ngay lam 
vi& 

Toi da khOng qua 
60 ngay 

36. 06 
Thu tic giai guye't khie'u nqi ve 
bo • i. thtfong nha nu& lan hai 

45 	ngay 	lam 
vic 

Toi da khong qua 
60 ngay 
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QUY TRiNH 	SCAT 
THU TUC: RANG 10? KHAI SINH CO YEU TO NU'O'C NGOAI 

I. TIrIANI I PHA.N HO SO (St) luvng ho so.: 01 blo) 
phai xu trinh: 

chieu hosjc chimg minh nhan dan hoc the can cu.& cong, dan ho`2.ic 
cac giay tey khac có clan anh va thong tin ca nhan do ca quan có tham quyen 
cap, con gia tri sCr dgng cue chirng minh ve nhan than cua nguei có yeu cau 
clang ky khai sinh, 

- Giay chung minh not cu trii de xac Binh tham quyen clang kS7 khai 
sinh. 

- Giay dm:mg nhan ket hon neu cha, mg da clang kST ket hon. 
-TarOng hop tre em sinh ra O.  ntroc ngoai ve cu trra tai Vi't Nam thi 

xuat trinh gidy chimg minh vilec tre em nh4p canh (h0 chieu, giay to có gia 
tri di lai quoc to có d'A.0 xac nhan nlaap canh cua co quan quail Iy xuat, nhap 
canh) va giay to• chung minh viec tre em cu' till tai Viet Nam (van ban xac 
nh4n dm co quan cong an co tham quyen). 

Throng hop gfri ho so qua he thong 	chinh thi phai gfri kern theo 
ban sao có chimg thgc cac giay to phai xuat trinh neu teen. 

* Gilly to.  pluii nrip 
- TO. l(hai clang 1()",  khai sinh (theo mau). 
- Giay chung sinh. 
Tmeng hop khong có Giay chung sinh thi nOp van ban cua ngtreii lam 

chirng xac,  nh4n ve vi."& sinh; neu khong có van ban cua ngu.O.i lam chimg thi 
phai co giay cam loan ve vi."& sinh. 

Trueng hgp tre em sinh ra tai nuoc ngoai thi nOp Giay chrimg sinh hoc 
gidy to.  khac do ca quan có thAm quy'en nueec ngoai cap xac nh4n ye viec tre 
em du.gc sinh To ey nu.o.c ngoai va quan he mg - con (neu co). 

- Tru•Ong hop cha hoc mg hoc ca cha, mg la ngu.e.i 	ngoai thi 
phai nOp van ban thoa thu4n cua cha, mg ye vi."& lira ch9n quOc tich cho con. 
Truong hop cha, me chon queic tich mro.c ngoai cho con thi van ban them 
thulan phai có xac n11.41 cua co quan nha nu.ac CO tham quyen cua nu.o.c ma cha 
mg lira ch9n qu6c tich cho con. 

- Van ban i:Ty quyen theo quy canh cua phap luat trong tru.ong hop uy 
quyen thgc hien viec gang 147 khai sinh. 

II. QUY TRINH KIEM SOAT 
Tong thoi gian chuAn: 
- Trong ngay 
- Ngay lam vi."-& tie'p theo neu tip nhan yeu cAsu sau 15 gie.. 

STT 
BO ph4n thtyc 

hien chufin 
NOi dung cong viec 

Thai gian 

1 
13() ph:an tiap nhan 
he) so' va tra ket qua 

cua huy'n 

Tiep nhan va xem xet thanh phan ho so 
theo quy canh. 

- 1\16u WO so chu.a dAy  du: Huang an trtyc 
30 philt 



tiep ye vi.c be) alc he' so. 
- Neu ho so' day dill' : Tier) nh'n, ghi bien 
nhan va. lap so theo doi, leap phieu kiem 
sok qua trinh, chuyen den Phong Tu phap. 

2 

Phong Tu.  phap 
huy'0 (Chuyen 

vien thy 13',) 

Nhan va kiLl tra bc^) ho so,  
- Neu ho sa,khong du dieu kin: Lap van 
ban tra. lei ye vi& khong du dial kin [ket 
qua]; 	, 

Neu ho so du dieu kin: Thgc hienso4n 
to trinh, 01 Gidy khai sinh (ban chinh), 
Trich lyc khai sinh (ban sao) theo yeu cAu. 
cil.a. ngueei yeu c'au gang k 'y khai sinh [ket 
qua]. 
Trinh Till...Ong phong, Pilo Tru.o.ng  phong 
xem xet va phe du3* [kk qua]. 

Xem xet lx) 1.-1'. so va phe duyet To• trinh 
[ket 
	., qua]. 

150 phut 

Phong Tu.  phap 
huy'ri (Lanh th.:to 

phong) 

3 

Xan phong 11(3i  
ang nhan d5n - 

huy'n 
Lanh d4o UBND 

huyn 
Van‘ 	phong 1101 

nhAn dan - 
Uy ban nhan dan 

huyn 

Trinh Chu tich tJ' y ban nhan dan huyen 14 
.A • 01 Giay Khai sigh (ban chinh), Trich lyc 

khai sinh. (ban sao). 

240 phut 
1“101 Giiy Khai sinh (ban chinh), Trich 
lyc khai sinh (ban sao). 

Chuyen tra 01 Gib Khai sinh (ban thigh),
dong 

Trich luc khai sinh (ban sao) [ket qua] cho 
, 	• 

Phong Tu.  phap. 

4 

Phong Tu.  phap 
huy'0 (Van thu) 

Phong lir phap 
huy'n (Chuyen 

\Tien thy W 

Nhan 01 Gidy Khai sinh (ban chinh), Trich 
lyc khai sinh  (ban sao) [ket qua]. 
Cong ch.Crc lam cong tac K. -Lich ghi not 
dung khai sinh Yap So clang 14.  khai sinh va 

'ten vao So clang 1(3"/.  khai sinh. Sau do, 
Cong chirc lam cong tac he, tich tra ketqua 
cho BO ph4n tiep nhan va tra ket qua. 

30 phut  

5 
BO phian ti6p nhan 
ho so va tra ket qua 

dm huy'n 

D'61 chi6u bien nhan, tra [ket qua] cho 
ngu.ei dan va yeu c'au 14 nh4n (ngudi di 
gang 19> khai sinh k-f) ten vao So gang 19, 
khai sinh va SO theo d5i ho so) 

30 phut 



III. BIE-U MAU AP DUNG/ HO SO LU'U TRU' 

STT Ten bieu maul ho so' 
Noi lull trii' 

Thoi gian 
Iu'u hien

chinh 
hAnh 

1 Gia'y tiep nNin va hen tra ho so (neu co) Phong Tu.  phap Vinh vien 

2 
f 	 1 

Phieu kiem soat qua trinh giai quy6t ho sa 
(neu co) 

Phong Tu.  phap Vinh vien 

3 So theo dOi 116 so Phong Tu.  phap Vinh vien 
4 Ho so this 1/ 77-4Ng Tu.  phap Vinh vien 

5 
HO so ph& duyt dia lanh ciao UBND 
huyien (GiAy khai sinh (ban chinh), Trich 
luc khai sinh (ban sao)) 

; 	• 
‘ P1 0, a Ive 
-\. ,61  

u.  phap Vinh vien 

6 Van ban de nghi bo the ho so (neu co) 

....., 	• 	. 

A , g Tu phap Vinh vien 

7 
Van ban tra lei ve vi.c khong du dieu 
kien (neu co) 

Phong Tu.  phap Vinh vien 

8 To.  trinh dm Phong Tu.  phap Phong Tu.  phap Vinh vien 
9 SO clang k)"/ khai sinh Phong Tu.  phap Vinh vien 
10 SO cap ban sao trich 1pc 110 tich Phong Tu.  phap Vinh vien 

UY BAN NIIAN DAN IIUYtN 



QUY TRtNH KIEM SOAT 
THU 	RANG 10?.  KET HON CO YEU TO NU'O'C NGOAI 

I. TilANII PHAN HO SO (SO luvng ho so.: 01 b§) 
* Gi 1p to' phai xuat trinh 
- chieu hoc ch-Crng minh nhan dan hoc the can cuac cong dan 

ho'0.c cac giay to khac có dan anh va thong tin ca nhan do ca quan có tham 
quyen cap, con gia tri sd dung a chung minh ve nhan than cua cong dan Vi18t 
Nam. 

- Giay to' clidng minh not cu trta de xac dinh tham quyen trong giai 
don Ca seY 	quoc gia ve dan cu va Co.  so du lieu h0 tich di"8n toan 
qu6c chuadupc xay dung xong va thgc hilen th6ng nhat tren toan qu6c (giai 
dop chuyen ti8p). 

* Gilly to' 	flop 
- To' khai clang ky ket hon (theo mau), co du thong tin cua hai ben nam, 

nu.. Hai ben nam, có the khai chung vao mot To khai clang ket hon; 
- Giay xac nhO cua to chdc y to có tham quyen cua Vi't Nam hoc 

nuac ngodi xac nhan cac ben ket hOn khong mac Wh tarn tlfan hoc benh 
khac ma khong co kha nang nhO thdc, lam chu dugc hanh vi cua minh, 

- Giay to' chdng minh tinh trang hon nhan cua nguei nuo.c ngodi do ca 
quan co tham quyen nuac ngoai cap con gia tri six dung, xac nNn hien tai 
nguei do khong có vg hoc khong co chong, trtrang hop nuac ngoai khong 
cap xac nhlan tinh trang hon nhan thi thay bang giay to do ca quan có tham 
quyen nuoc ngoai xac nhanngtrZyi do co du dieu 	ket hon theo phap lulat 
nuo'c do. 

Gia tri sir dung cua giAy chirng minh tinh trang hon nhan c6a ngtrai 
nu& ngoai dtrac xac dinh theo thei hp ghi tren giAy tey do. Truemg hgp giay 
to chdng minh tinh trang hon nhan khong ghi then hp sd dung thi giay to nay 
va giay xac nh;an cua to chdc y to co gia tri trong then hp 06 thang, 1(6 td 
ngay cap. 

- Nguei nuac ngoai, cong dan Viet Nam 	 •
, dinh 	nuac ngoai phai n'9p 

ban sao 110 chiLigiAy 	to co gia tri thay h0 chieu hoc xuat trinh ban chInh h'(5 
chieu/giay to có gia tri thay he) chieu trong truemg h9p trcrc- tiep ne)p hes)  so. 

- Giay xac nla4n tinh tang hon nhan cua cong dan V* Nam cu tru 
trong nuac (trong giai dop chuyen tiep). 

* Ngoai giely to' neu tren, thy timg tru.ong Op, ben am, ben nil phai 
nap hoac xuelt trinh giay to. twang icng sau clay: 

- COng dan Vilet Nam a ly hon hoc huy vi8c ket hon tai ca quan co 
tham quy'n cua nuac ngoai phai nOp ban sao trIch luc h0 tich ve vi& dl ghi 
\Tao so vii8c ly hon hoc huy vi& ket hon trai phap luat (Trich luc ghi chu ly 
hon). 

- COng dan Via Nam la cong chdc, vien chdc hoc clang phuc vu trong 
krc lugng vu trang phai ne)p jvan ban cua ca quan, don vi guar]. 1 xac nh4n 
viec ket hon 	ngueyi nu.oc ngoai khong trai 	quy dinh cua nganh do. 



- Trueng hap ngoai yeu cau dung ky ke't lion Bang ding tac, hoc tap, 
lao dicing có 	nuot ngoai thi phai nOp Giay xac nNin tinh trpg hon 
nhan do Ca quan (Jai dien ngoai giao, Co quan dti dien lanh skr cua Vit. Nam 

nuoic ngoai cap. 
11. QIN TRINH KIJJM SOAT 
T6ng tho'i gian chain: 15 ngay lam vic. 

STT 
BC) phfin thtr 
WO . Nei

c 	
dung tong viCc 

Thai gian t,ian 
chuan 

1 

Bo 	hail tiep • P 	:  
nn ho sa va N. 

tra ket qua 
cua huyen 

Tip nh'jn va xem xet thanh phAn ho sa theo 
quy dinh. 

- Neu1-1.?)' sa chu'a day du: Huang an trgc tip 
;. 	— 	A 	, 	,, ve vic bo tuc ho sa. 

_ Ne'u h6 sa day dill: Tip nhlan, ghi Nen nhan 
va 14p s6 theo doi, 14p phiL ki6m soat qua 
trinh, chuy6n den Phong Tu phap. 

1 ngay 

2 

Phong Tu 
phap huyen 

(Chuyen vier 
thki 1)",) 

Nil:an va kiem tra b0 h6 sa 
- N6u ho sa khong du dieu ki.'n: Llap van ban 
tra loi ye yiiec ktiong cau dieu kin [ket qua]. 
- Neu ho so du dieu ki4;n: ThArc hienhiensop to.  
trinh, 02 Giay chirng nhan ket hon (ban chinh), 
Trich lkic ket,  lion (ban sao) theo yeu cau cua 
ngoai yeu cau gang 14 ket lion va 01 Thong 
bao [ket qua]. 
Trinh Truong phong, Pho Truong phong xem 
xet va phe duy't [ket qua]. 

10 	ngay 
lairn 	vi "c, 
ke tu' ngay 
nh4n du ho 
sa hop 1.. 

Phong Tu• 
phap huy4 
(Lanh dao 

phong) 

Xem xet b0 1.16 sa va phe duy't To.  trinh [1(6t 
qua]. 

3 

Van phong 
HOI gong 

nhan dan - fiy 
ban nhan dan 

huyen 

Trinh Chu tich 0 y ban nhan dan huy'en 14 02 
nhan ket lion (ban chinh), Trich Gidy 

ket luc ket hem (ban sao) va 01 Thong bao. 
02 	ngay 
lam 	vi'c, 
ke dr thoi 
diem 
Phong 	Tu.  
phap trinh 

Lanh ciaol<3"/ 
UBND huyen 

Van phonp, 
1-li5i &lig 

nhan dan - .0y 
ban nhan dan 

huyen 

02 Giay chirng nhan ket hOn (ban chinh), 
Trich luc ket hon (ban sao) va 01 Th8ng bao. 

, 	. 
Chuyezn tra 02 Giay chimg nhan ket hon (ban 
chinh), Trich,  luc ket hon (ban sao) va. 01 
Thong bac. [ket qua] cho Ph6ng Tu phap. 

2 



Nh;an 02 GiAy chtimg nhian ket hon (ban chinh), 
Trich lgc ket hon (ban sao) va 01 Thong bdo 
[ket qua]. 

Cong chic lam cong tdc 11"(5 tich hoi y kien hai 
ben nam, nu, neu cdc ben tir nguyen ket hon thi 
ghi visc ket hon vao So gang ky lc& hon va 1‹.) 
ten vao So. COng chic lam cong tac h0 -Lich 
chuyen [ket qua] den BO phan tiep nh@ri ho so 
va tra ket qua to chdc trao Giay thing nh4n 
lc& hon cho nguoi yeu cau. 

02 	ngay 
lam viec,  
ke tir thai 
di&n 
Phong Tu• 
phap nhan 
ho so 
Van phong 
HDND 
UBND 
hu)*1 

Phong Tu 
phdp huyn 
(Van thu) 

Phong 
phdp huyn 

(Chuyen vien 
flag 1)"/) 

Doi chieu bien nhan, tra [ket qua] cho ngueyi 
dan va yeu cau V nh4n (Hai ben nam, 	kf,  
ten vao 56 (tang  ky ket hon, GO)) thing nh "Oz 
Icet hon va So theo d5i ho 

Bo phldn tiep 
nh'jn ho so va 

tra ket qud 
a huy'll 

4 

5 

\ \Q 

III. BIEU MAU AP DUNG/ HO SO' LU'U 

STT 
--',-; 

rfCn bleu maul ho so. 	)%•%,- 

.z. 
oi lum till' 
chinh 

Thoi aian lt, 

Itru hi0 
hanh 

1 Giay tiep nhan va hen tra ho so • , Phong Tu.  phdp Vinh vien 
2 PhiL kiem soat qud trinh giai quy6thE) so Phong Tu.  phap Vinh vien 
3 So theo doi ho sa Phong Tu.  phdp Vinh vien 
4 Ho so thg 1)"/ Phong Tu.  phap Vinh vien 

5 
Ho so phe duyt dm lanh dg.o UBND huy'n 
(Gidy chdng nhldn ket hOn (ban chinh), 
Trich luc ket hon (ban sao), Thong bdo) 

Phong Tu phdp Vinh vien 

6 Van ban de nghi 1)8 tic ho so (ndu co) Phong Tu phdp Vinh vien 

7 
Van ban tra lei ve v* khong du dieu ki.'n 
(neu co) 

Phong Tu.  phdp Vinh vien 

8 To trinh cOa Phong Tu.  pladp Phong Tu.  phdp Vinh vien 
9 ThOng bd.° (lieu co) Phong Tu.  phdp Vinh vien 

10 So clang 1<.• lc& hOn Phong Tu.  phdp Vinh vien 
11 SO cap ban sao trich lvc h0 tich Phong Tu phdp Vinh vien 

UY BAN NHAN DAN ITUYN 

3 



QUY TRiNH KIEM SOAT 
THU TVC: RANG WS?.  KHAI Tfr CO YEU TO NIY6C NGOAI 

I. THANI I PI IAN HO SO' (Se; luvng ht) so: 01 13(.1) 
* Giny tisphai 	trinh 
- HO chieu hoc chirng minh nhan dan hoc the can cu.& cong,dan hoa"c 

cac gid)/ to.  khac có dan anh va th8ng tin ca. nhan do ca quan có tham quyen 
cap, con gia tri 	dung de chUng minh ye nhan than dm nguei có yeti cau 
dang14 khai tir; 

- Giay to.  chUng minh not cu trii cu6i ding cUa ngueyi chet de xac dinh 
tham quyen (trong giai doan Co so' du.  lieu quoc gia ye dan cu va. Co sey du 
Lieu ho tick dien toan quoc chua dugc xay dung xong va thuc hirt th6ng 
nhat tren town quoc); truemg hop khOng xac dinh quoc not cu trU cuoi cUng 
cua nguai chef thi xuAt trinh giay chu'ng minh not nguOi do ch6t 	not 
phat 	thi the cUa nguoi chest. 

Throng hop giri ho so qua 11e thong buu chinh thi phai gUi kern theo ban 
sao co chUng thuc cac giay te• phai xuat trinh neu tren. 

* Glib) 	ne)p 
- To khai (Fang ky khai tix (theo mau). 

GiAy bao 	hoc giAy te• thay th6 Gidy bao dr do ca quan co tha'm 
quyen cap. 

- Van ban Uy quAl theo quy dinh cua phap lu4t trong trueng hop ny 
quyen thtyc hien yiec clang kYT khai 

II. QUY TRINH KIEM SOAT 
Tong tho'i gian chain: 
- Trong ngay 
- Ngay lam yiec tiep theo (neu tiep nhan yeu cau sau 15 gib). 
- Trueng hop can xac minh thi thei han giai quyk khong qua 03 ngay 

lam viec. 

ST 
T 

Bei ph4n 'live WO Nil dung cong v* 
Tho'i 
gian 

chua . n 

Thai 	1  
(Tian gran 
xac 

minh 

1 
ph4n tiep nh4n ho' 

so' va tra k6t. qua ci:ta 
huysn 

Tip nh4n va xem xet thanh phAn 
ho so theo quy dinh. 

-\Te'u h13 so chug um day,  at: HuangBO 
dan try:c tiep ye yisc bo tii 	ho so. 
- Neu ho so day &I: Tiep nhan, 
ghi bien nhan,  va lap so theo doi, 
lap phieu kiem sok qua trinh, 
chuyen d'Ll Phong Tu phap. 

30 phut 

2 
Pinang Tu' phap 

huysri (Chuyen yien 
thy 1Y/) 

Nhan va kiem tra 1)0 ho so 
- Neu ho so' khong du di.L1 ki*I.: 
1_413_ van ban tra lei ye v* khong 

150 
phUt 



du dieu kin [ket qua]. 
- Neu ho so d6 dieu kin: Thut 
hien sown to.  trinh, 01 	Trich Ipc 
khai di (ban chinh), Trich hie khai 
td (ban sao) theo yeu cau dm 
ngtroi yeu cau clang 1(3'7 khai dr va. 
01 Thong bao [1(6t qua]. 
Trinh Throng phong, Ph() Trtiong 
phong xem xet va phe duyst [ket 
qua]. 

02 ngay 

Phong lir phap 
huyen (I.,5nh dao 

phong) 

Xem xet b0 ho so va phe duy'g't To.  
trinh [ket qua]. 

3 

Van phong I-10i do\  ng 
•I 	

ban 
nhan clan huyn 

- U  
y  

Trinh Chu tich Uy ban nhan dan 
huyen ky OlTrich luc khai dr (bannhanclan 
chinh), Trich luc khai dr (ban sao) 
va 01 Thong bao. 

240 
phiit 

Lanh dao UBND 
huyen 

Van phong I-1Oi (long 
nhan dan - Uy ban 

nhan dan huyen 

I() 	01 	Trich luc khai di. 	(ban 
chinh), Trich luc khai til'.  (ban sao) 
va 01 Thong bap. 
Chuyen tra 01Trich luc khai dr 
(ban chinh), Trich luc khai to (ban 
sao) va. 01 Thong bao [ket qua] 
cho Phong Tu' phap. 

4 

Phon g Tu. phap 
huyen Min thu.) 

u.  phap 
huyn (Chuyen vien 

thp 13) 

Phong T 30 

1\11-ilan 	01Trich luc khai di. 	(ban 
chinh), Trich luc khai dr (ban sao) 
va 01 Thong bap [ket qua]. 
COng clairc lam cong tac h0 tich 
ghi va V vao So clang ky khai dr. 
Cong claire lam cong tac 11.0 tich 
gui tra ket qua cho BO; plalan tiep 
nhan va tra ket qua huyn. 

phut 

5 
BO phap tiep nhan ho 

.  sa va tra Ica qua cua 
huyen y ell 

ID, 	8i chieu bien nhlan, tra [ket qua] 
h. 	c o ngtrai dan va yeu ca.uk3'i nhan 

(ngz,roi 	cau kji ten vao So Khai 
tic va So theo d5i ho so). 

30 phut 

III. BIEU MAU AP DUNG/ HO SO' LIM TRU' 

STT Ten bieu maul ho so.  No'i lu'u tar 
chinh 

TWA gian lum 
WO harsh 

1 Giay tiep nhlan va hen tra ho so.  (neu co) PhOng Tu.  phap Vinh vign 
Phial kiem soat qua trinh giai quyet: ho 
so (neu co) ign 

3 SO theo cloi hos so.  Phong Tu' phap Vinh vigil 

2 



STT Ten bicu milte ho so' 
Noi Itru trip 

chinh 
Thai Sian lull 

hi0 hAnh 
4 Ho so thy 1.), Phong Tu phap Vinh vien 

5 
Ho sa pile duyt dm ldnh 4o UBND 
hu)*1 Mich laic khai ti:r (ban chinh, &in 
sao), Thong bao) 

Phong Tu.  phap Vinh vien 

6 

L\t e4c7. 

Van ban de nghi bo tile hos so (neu co) 	,--%:' 
T 

ng Tu.  phap 
° 

Vinh vigil 

7.._,-7/ 
Van ban tra 16.1 ye vice khong du dial!: 
kisn 	(nal co) 	 -q-  

9)- 
ng Tu.  phap 

/'(:. 
Vinh vien 

8 To.  trinh dm Phong Tu.  phap 	ot'9, 
---- 

hong Tu.  phap Vinh vien 
9 SO clang I<S,  khai to Phong Tu phap Vinh vien 

10 So cap ban sao trich lye h0 tich Phong Tu.  phap Vinh vien 

UY BAN NH 'AN DAN IIUYt,N 

3 



QUY TRiNH KIEM SOAT 
TIII5 TUC: BANG Kir( NHAN CHA, 	CON 

CO YEU TO NU'O'C NGOAI 

I. THANII PHAN HO SO' (SO luvng ho so': 01 bO) 
* Gifty 	_trait trinh 
- HO chieu holac chung minh nhan clan hoac the can cu.& cong dan hoac 

cac gi'Ay to Ude c6 dan anh va thong tin ca nhan do ca quan c6 tham quy'Ll 
cap, con gia tri 	diving de chung minh ve nhan than dia cong dan Vi't Nam. 

- GiAy to chirng minh nai cu' tru de xac dinh thAm quysn gang icy nhan 
cha, mg con. 

* GI* 	ni)p 
- To khai dang14 nhan cha, mg, con (theo mL). 
- Giay to, do vat hoac chimg 	khac chung minh quan he cha, con 

hoac quan h mg, con Om: 
+ Van ban dia ca quan y t6, ca quan giam dinh hoac ca quan khac c6 

tham quyen xac nhan quan he cha - con, quan h mg - con. 
+Tru•Ong hop khong c6 van ban neu tren thi phai c6 this tis, phim anh, 

bang, dia., do dung, vat dung khac chimg minh mei quan h cha con, quan he 
me con va van ,ban cam doan 	cha, mg ye 	 -6 tre em là con chung c a hai 
ngubi, c6 it nhat hai ngiseyi than thich cua cha, mg lam chung. 

- Trueng hop gang ky nhan cha, mg, con gitta cong dan V* Nam voi 
nguei nu& ngoai hoac gi€ta nguei nu& ngoai voi nhau thi ngiseyi niso.c ngoai 
phai nOp ban sao 110 chieu/giay to c6 gia tri thay ho chi6u hoac xuat trinh ban 
chinh h0 chi6u/giAy to c6 gia tri thay ho chiL n6u true tiep nOp ho sa. 

II. QUY TRiNII KIEM SOAT 
TOng thei gian chuAn: 15 ngay lam vi&. 

STT 
13(11 phlan thtyc 

hiCn 
Mil dung cong vice 

TWA aian t, 
chuan 

1 

BO phqn tiep 
nh4n ho sa va 
tra ket qua ciia 

huy'n 

Tip n1-14'.n va xem xet thanh phan ho 
sa theo quy dinh. 

- N6u 1-1'6 sa chisa day du: Hu:611g an 
true tie'pv vi&b6 -bac ho sa. 
_ N6u ho sa day dil: Tip nh4n, ghi 
bien nhan val4p so theo &Si, 14p phi6u 
ki6m 	soat 	qua trinh, 	chuyen 	den 
Phong Tu.  phap. 

1 ngay 

2 
Phong Tu.  phap 
huyen (Chuyen 

vien this 1ST) 

Nhan va kiem tra 13,0 ho sa 
- N6u ho sa khong du dieu ki@i: L4p 

• 
van ban tra lei ye v* khong du dieu 
kien [1(6t qua]. 
- Neu ho so' du dieu kien: Lap thOng 
bao niem yet viec clang ky nhan cha, 
mg, con. H6t thei han niem y6t (07 

09 ngay lam 
., 

, vice, 	ke 	dr 
ngay nh4n du 

x 
ho sa hop 1. 



Phong Tu phap 
huy'n (Lanh dg.o 

phong) 

ngay lien We). 
Sop to.  trinh, 01 Trich luc clang 1(35 
nh4n cha, me, con (ban chinh); Trich 
lye dang k.)",  nNn cha, me, con (ban 
sao) theo yeu du cila ngtrai yeu cau 
va 01 Thong bao ([1(et qua]. 
Trinh Throng phOng, Pho Twang 
phong xem xet va phe duy't [ket.qua].  

Xem xet 1)0 ho so va phe duyiet To.  
trinh [ket qua]. 

3 

phong Hoi 
gong nhan dan - 
t.J' y ban nhan dan 

huy'n 

Lanh d4o 
UBND huyen 

Van phong HOi 
gong nhan dan - 
Uy ban than dan 

huyn 

Trinh Ch6 tich 0 y ban nhan dan 
Van 

huy'n V 01 Trich luc clang ky nhan 
cha, me

' 
 con (ban chinh); Trich luc 

•  
clang V nhan cha, me, con (ban sao) 
va 01 Thong bao. 
KS,  01 Trich luc clang V nh4'n cha, 
me, con (ban chinh); Trich luc clang 
V nh4n cha, me, con (ban sao) va 01 
Thong bao. 
Chuyen -Ira 01 Trich luc dang 14 nh'0 
cha, me, con (ban chinh); Trich luc 
dang V nh4n cha, me, con (ban sao) 
va 01 Thong bao [ker t qua] cho Phong 
Tu.  phap. 

03 ngay lam 
v*, 	ke 	td 
thai 	diem 
Phong 	Tu.  
phap trinh 

4 

Phong Tu phap 
huyen (Van thu.) 

NI* 01 Trich luc dang V nN.n cha, 
me, con (ban chinh); Trich luc dang 
k)'T n1-110 cha, me, con (ban sao) Va. 01 
Thong bao [ket  qua]. ________ ________._ . _ ..__._. 
COng chdc lam ding tac 110 tich ghi va 
l<32 \Tao So dang l<ST than cha, me, con. 
Cong chdc lam cong tac h0 tich 
chuyen [ket qua] den BO phan tiep 
nh4n ho so va tra ket qua. 

02 ngay lam 
vie, c, 	1("e 	tir 
thai 	diem 
Phong 	Tu.  
phap nh'0 ho 
so 	tux 	Van 
phong HDND 
- 	UBND 	- 
huyn 

Phong Tu phap 
huyen (Chuyen 

vien thy. VT) 

5 

BO ph:an tiep 
nhian ho so va 
tra ket qua dm 

huyn 

De ii 	chi6u  bien than, tra [ket qua] cho 
nguai dan va yeu cau V nhla.n (ngtroi 
yeu cau clang k-j5 nhdn cha, mc, con 
cow ben phthi co.  mat 195 vao So clang 
/95 nha:n cha, in?, con va So theo d5i 
ho so). 

2 



III. BIEU MAU AP DUNG/ 116 SO LU'U TRiT 

STT Ten bicu maul ho so' 
Noi itru trii- 

chink 

, 
TWA gian 
Itru hien 

hAnh 
1 Giay tiep nlaan va hen tra ho so Phong Tu phap Vinh vier' 

2 
Phieu kiem sok qua trinh giai quyet ho 
so 

Phong Tu phap Vinh vien 

3 So theo doi h8 so.  Phong Tu phap Vinh vien 
4 Ho so thv 13 PhoTu.  phap Vinh vien 

5 

Ho so' phe duy't d 	lanh ciao UBND 
huy'ri (Trich luc clang 14 nNn cha, me,, 
con ban chink), Trich 1pc gang 14 nil:an 
cha, me, con (ban sao); Thong bao) 

AIm . 	_, • <s) ,, 
hP on.•,  .:, . , 

 ., Az. 

• hap Vinh vien 

6 Van ban de nghi b6 Uric ho so (neu có) th \ Pilo . 	u.  phap Vinh vien 

Van ban tra lei ye v* khong du dieu 
kien (neu co) 

Phong Tu.  phop Vinh vien 

8 TO.  trinh cUa Phong Tu phap Phong Tu.  phap Vinh vien 
9 SO (Tang V nI*1 cha, me, con Phong Tu.  phap Vinh vier' 
10 SO cap ban sao trich hjc 110 tich Phong Tu.  phap Vinh vien 

r 

UY BAN NHAN DAN HUYtN 

3 



QUY TRiNH MEM SOAT 
TIIU TUC: BANG KY KHAI SINH KET HOP BANG NHAN CHA, MIT„ CON 

CO YIU TO NU'O'C NGOAI 

J. THANH PHAN HO SO (SC; luvng ho so': 01 b()) 
* GI* phiri xuat trinh 
- HO chiL hoac chung minh nhan dan hoac the can mac cong dan hqe 

cac giAy to• khac c6 dan anh va thong tin ca. nhan do ca quan c6 tham quyen 
cap, con gia tri six dung de chdng minh ve nhan than ci.ia ngu'ai c6 yeu cAu 
(Tang 1(3'7 khai sinh va nhlan cha, mc, con; 

- Giay to chdng minh nai cu tra de xac dinh tham quyen gang ky khai 
sinh, nhan cha, mc, con. 

' - Throng hgp tre em sinh ra o nu& ngoai ve Cu' tru tai Viet Nam thi 
xuat trinh giay to chdng minh viec tre em nhap canh (h0 chieu, giay to c6 gia 
tri di lai quoc te co dau xac nhan nhijp canh cua ca quan quan 13 xuat, nhap 
canh) va giAy to chdng minh viec tre em cu.  tru tai Vila Nam (van ban xac 
nhan cua ca quan cong an c6 tham quyen). 

* 	phai ni)p 
- TO.  khai gang 1(3'7 khai sinh (theo m'au). 
- khai gang ky nh4n cha, mc, con (theo miL). 
- Gi lay chung sinh. 
+ Truang hgp khong c6 GiAy chirng sinh thi nOp van ban cua ngtrai 

lam chdng xac nNn ye viec sinh, neu khong co van ban cua ngu'ai lam chdng 
thi phai c6 giay cam doan ye viec sinh. 

+, Truemg hgp tre em sinh ra tai mroe ngoai thi n'Op Giay chimg sinh 
hoac giay khac do co' quan c6 tham quyen mrac ngoai cap xac nhan ye vic 
tre em duvc sinh ra nu& ngoai va quan he mc - con neu c6; 

- Tnamg hgp cha hoac mc hoac ca cha, mc là ngu'ai nu•oe ngodi thi 
phai ni6p van ban thoa thuan cua cha, mc ve viec hra ch9n quoc tich cho con. 
Trueng hgp cha, mc chon quoc tich nu'oe ngoai cho con thi van ban th6a 
thuan phai c6 xac nhlan cua ca quan nha ntrO•c co tham quyen cua nixac ma cha 
mc lira ch9n qu6c tich cho con. 

- Giay to., do vat hoac chdng 	khac chimg minh quan he cha, con 
hoac quan he mc, con Om: 

+ Van ban dm ca quan y te, co quan giam dinh hoac ca quan khac c6 
thAm quyn trong nuo'c hoac nu& ngoai xac nhan quan he cha con, quan h" 
me con. 

+ Tru'ang hgp khOng c6 van ban neu tren thi phai c6 thu tix, phim anh, 
bang, dia, do dimg, vat dung khac chimg minh moi quan he cha con, quan he 
mc con va van ban cam doan cila cha, mc ye viec tre em la con chung cua hai 
ngtrai, c6 it nhat hai nvoi than thich cua cha, mc lam chdng. 

- Truang hop gang ky nh4n cha, mc, con giita cong dan Vi't Nam voi 
ngtr?Yi nuov ngoai halac giii'a nguoi nu& ngoai voi nhau thi ngtrOi nu'O•c ngoai 
phai nOp ban sao ho Lshieu hoae giAy to co gia tri thay h0 cfile'u de chafing minh 
ve nhan than. 



II. QUY TRiNli 	SOAT 
T6ng thoi gian chuAn: 15 ngay lam v*. 

J345 ph4n thtyc 
MO 

STT
T  

Niii dung cong viec 
Thai gian 

chuan 

1 

BO ph4n tiep 
nhan h ho so' va 
tra k& qua dm 

huysn 

Tie)) nhan va xem xet tlaanh pin ho so theo 
quy dinh. 	

' X - Neuli 	so chua dAy du: Hu'ong dan trgc tiep 
ye v 	c ID i ,  o t6c,1-16 so'. 	, , 	• 
- Neu ho so'day dig: Tiep nhan, ghi bien nhan 
va lap so theo dOi, IVO phi6u ki'e'm soat qua 
trinh, chuyen den Phong Tu phap. 

1 ngay 

2 

Phong Tu.  phap 

vien thu W 

PhOng Tu phap 

dao phong) 

huyn(C huyen 

huyn(Lanh  

Nhan va kiem tra b0 ho so 
- Neu ho so' khong du dieu k*I.: L4p van ban 
tra lei vev* khong du dieu kin [ket qua]. 
- Neu ho so du dieu kin. Lap Thong bao 
niem yet v* clang kST nhan cha, me, con. Het 
thoi han niem yet (07 ngay lien tuc). 
Soan to.  trinh, 01 Trich luc clang ky nhan cha, 
me, con (ban chinh); Giay khai sinh (ban 
chinh), Trich luc clang 14 nhan cha, me, con 
(ban sao), Trich luc khai sinh (ban sao) theo 
yeti ca' u cua ngtroi yeti cAu va 01 Thong bao 
[kat qua]. 
Trinh Truang phOng, PhO Truong phong xem 
xet va phe duyt [ket qua]. 

Xem xet b0 ho so vaphe du et To trinh [ket 
• 

qua]. 
 

09 
	

ngay 
lam 	viec 

, 	• 	' 
1(e tu' ngay 
nhan 	du 

• 
ho
' 	

so.  hgp 
l 	. 

3 

' 

Van phong Hoi 
&deg nhan dan 
- Uy ban nhan 

dan huy@r 

Trinh Chu tick Uy ban nhan dan huy'ri V01 
Trich luc Bang V nh4n cha, me, con (ban 
chintz);  Giay khai sinh (ban chinh); Trich hjc 
clang ky nhan cha, me, con (ban sao), Trich 
1pc khai sinh (ban sao) va 01 Thong bao. 

03 	ngay 
lam v*, 
ke tothei 
di..6m 
PhOng Tu' 
phap trinh 

Lank dao 
UBND hu n y  

1(3"/ 01 Trich luc clang 1(3'T nhijn cha, me, con 
(ban chinh); Gidy khai sinh (ban chinh); 
Trich luc clang kST nh4n cha, me, con (ban 
sao), Trich luc khai sinh (ban sao) va 01 
Thong bac,. 
Chuyen tra 01 Trich ltic dang k3'T nhan cha, 
mg, con (ban chinh); Giay khai sinh (ban 
chinh); Trich hic Bang 1(3'7 nhan cha, me, con 
(ban sao), Trich luc lchai sinh (ba n sao) va 01 
Thong bao. 

(lon g 
 

-- 	--- 
Van phong dan Hoi 

- f.Jy-  ban nhan 
clan hu)*. 

2 



4 

Phong Tu phap 
huycin (Van 

thur) 

Phong Tu phap 

vien thu 1)"/) 
huyen (Chuyen phong 

vien  

NN'n 01 Trich luc clang V nh4n cha, me, con 
(ban chi/7h); 	Giay khai 	sinh 	(ban chink); 

• 
Trich luc clang V nhan cha, me, con (ban 
is ao) , Trich luc khai sinh (ban sao) va 01 
Thong bao [ket qua]. 
Neu cha, me lk.ra chop quor c -Lich Viet Nam 
cho con thi cong chirc lam cong tac ho tich 
cap nhat thong tin khai sinh theo huo-ng dan 

., 	• 	- 	• 
de lay So dinh danh ca nhan. Cong chdc lam 
cong tac ho tick ghi va k3"/ vao So clang k

•
)",  

nhan cha, mg, con; So gang 1()"7 khai sinh [ket 
qui. Cong chdc lam cong tac 110 tich

•
gdi tra 

ket qua cho BO plaan tiep nhan va tra ket qua. 

diem 
 

02 	ngay 
lam 	viec .,• 	' 
ke di. Choi 

h ng 	u 
 

Po 	T 
phap nhan 
ho 	so 	tir 
Van 

- 
UBND 

huysn 

5 

BO ph4n tiep 
nhlan ho s

.a va 
tra ket qua dm 

huyen 

Doi chieu bien nh4n, tra [ket (4. 9,  cho 
. 0  

dan va yeu cau 1()'T nhan (khi 	$ 
cha, Inc?, con cac ben phial co n ,e -C2,41 

,w Id) d6ng 16; nhan cha, mc, con; S.(e etakz: 
sinh va. So theo d5i ho so). 	

.., 
r.
67 

 

nguoi 
' nhan 
vao So 
Icf) khai 

III. BIEU MAU AP DUNG/ 116 SO' LU'U TRU' 

STT Ten bieu mau/ ho so• 
Noi lulutar 

lull hien
chinh 

ThiM gian 

hanh 
1 Giay tiep nhan va hen tra ho so Phong Tu.  phap Vinh vien 
2 Phieu kiem sok qui trinh giai quyet ho so Phong Tu.  phap Vinh vier' 
3 So theo doi ho so Phong Tu.  phap VTnh vien 
4 Ho so thy. 13'T Phong Tu phap Vinh vien 

5 

Ho so phe duyet cua lanh ciao UBND 
huy'n (01 	Trich 11.1c gang 1c)'T n11.4n cha, 
mg, con (ban chink); Giay khai sinh (ban 
chink); Trich 1pc (ling-  V nhan cha, mg, 
con (ban sao); Trich luc khai sinh (ban 
sao) va 01 ThOngl- )) 

Phong Tu phap Vinh vien 

6 Van ban de nghi bo tfic he) so (neu co) Phong Tu.  phap Vinh vigil. 

Van ban tra lei ve vi.sc khong du diLl 
kin (n6u có) PhOng Tu phap VTnh vien 

8 To trinh dia. Phong Tu' phap PhOng Tu.  phap Vinh vien 
9 So clang 1.(3'T nh4n ch ,, mg, con Phong Tu. phap Vinh vien 

10 SO clang kST khai sip,' PhOng Tu.  phap Vinh vien 
11  S6 cap ban sao tr1ch luc h0 tich Phong Tu phap Vinh vien 

UY BAN NHAN DAN HUYEN 

3 



QUY TRINII KIEM SOAT 
THU TUC: BANG KY GIAM IIO 

CO Y EU TO NU'O'C NGOAI 

I. THANH PHAN HO SO (S6 luvng 116' so': 01 b'cl) 
Giny ti) phill „wait trinh 
H16 chieu hoac chfmg minh nhan dan hoac the can cuac cong dan hoac 

cac giay to khac có dan anh va thong tin ca nhan do co quan có tham quyen 
cap, con gia 	dung de chUng minh ve nhan than cua nguai co yeu eau 
gang k)'T giam h0. 

- Giay tO' chimg minh not cu.  trta de xdc dinh thane quyen gang icy giam 
ho (trong giai clop Ca so. 	qu6c gia ve dan cu.  va Ca so• du' lieu ho tich 

toan quoc chua dugc xay dung xong va thlyc hien th6ng nhat tren town 
quOc). 

Giny to' hal nOp 
- TO' khai danglc)"/ gidm h0 (theo mL). 
- Van ban cu' nguai giam 110 theo quy dinh cua 13"(5 lust dan sly doi 

tru'O'ng hop clang ky giam 1-10 dr; gidy tO' chfmg minh dreu keen giam hO du'ang 
nhien theo quy dinh cua BO luldt dan sir doi 	truang hgp gang icy giam hO 
du'ang nhien, tru'O'ng hop CO nhieu nguai ding du dieu kin lam giam hO duang 
nhien thi nlOp them van ban thoa thuan ve 	snot nguai lam giam ho du'ang 
nhien. 

- Van ban fly quyen the() quy dinh cfia phap lust trong truong hop ny 
quyLn thlyc hin clang icy giam 11(5. Truang hop nguO'i dugc fly quyen IA Ong, 
ba, cha, me, con, vg, ch6sng, anh, chi, em runt cua nguai fly quyenthi van ban 
fly quy&I khong phai cong ChUng, chung thgc, nhu'ng phai có giay chUng 
minh moi quan h" \Jai nguai uy guy'en. 

II. QUY TRINH KIEM SOAT 
Tong thei gian chufin: 
- 05 ngay lam v* doi 	viec clang 14 giam h0 
- 03 ngay lam viec &Si 	viec 'Tang icy giam h'c.') du'ang nhien 

STT 
hien 	

• 
BO phfin time TWA 

NOi dung cong viec 
gian 

chufin 

1 

BO phan ti6p 
nhan ho so.  va 

tra ket qua 
cua huyen 

Tip nhan va xem xet thanh phAn ho so 
theo quy dinh. 

- Neuho so chua day du: Huang dan truc 
tiep ye vie c b6 t,tlic ho so'. 
- N eu ho so' day du: Tiep nh4n, ghi bi,en 
nhan va. lap so theo dbi, lap phieu kiem 
soat qua trinh,chuyL den Phong Tu.  phap. 

0,5  ngay 

2  

Phong Tu 
phap hu3*. 

(Chuyen vien 
thu VT) 

Nhan va kiemttra bO h6 so 
- Neu 1-1, ,s sa khong du lieu kie.n: Lap van 
ban tra 16.i v'e v* khong du di&I kin [k& 
qua]. 

- 02 ngay lam 
viec 	&Si 	voi 
viec gang V 



Phong Tu.  
phap huyen 
(Lanh dao 

phong) 

- Neu h6 so du diL kin: Soan to' trinh, 
Trich hic clang 14 giam 110 (ban chinh) va 
Trich luc clang 14 giamh0 (ban sao) theo 
yeu cau dia nguoi yeu cau [lc& qua]. 
Trinh Truang phOng, Ph6 Twang phong 
xem xet va phe duyet [ket qua]. throng .........._..... 	....... 

Xem xet bo; ho so va phe duyet To.  trinh 
[ket qua]. 

giam 110 cu. 
- 01 ngay lam 
v* doi voi 
vic clang V 
giam 	hO 

nhien. 

3 

Van phong 
1-101 c16'ng 

nhan dan - Uy 
ban nhan dan 

huyen 
Lanh d-ao 

Van phong 
Flo:i &ig dung 

nhan dan - Uy 
ban nhan dan 

huy'n 

— 
UBND huy'n 

Trinh Chtl -Lich Uy ban nhan dan huye:n 14 
Trich luc clang 1(5/ giam ho

- 
(ban chinh) va 

Trich luc clang 14 giam ho (ban sao).
viec 

K* Trich luc clang 1(3',  giam hO (ban chinh) 
va Trich luc dan g14 giam ho (ban sao). 

1 
 '

5 ngay lam 
doi 	voi 

viec clang 14 
giam hO di.. 
- 01 ngay lam 
viec 	doi 	vo'i 

clang 14 
, 

giam 	hO 
duang nhien. 

Chuyen tra Trich luc (tang 1(3', giam ho: (ban Chuyen 
chinh) va Trich lgc dang 14 giam 110 (ban 
sao) [ket qua] cho Phong Tu phap. 

4 

PhOng Tu.  
phap huye:n 

_(Van thu.) 

PhOng Tu.  
phap huy'n 

(Chuyen vien 
thv lYT) 

Nhean Trich 11,1c (Tang 14 giam hO (ban 
chinh) va Trich luc dang 14 giam hO (ban 
sao) [lc& qua]. 

Cong chdc lam cong tac IR) -Lich ghi va 14 
vac. So clang 14 giam 1-10 [ket qua]. COng 
claim lam cong tac hO tich giiii tra k6t qua 
cho BO phan tiep nhan va tra ket qua. 

- 01 ngay lam 
viec 	doi 	voi 
vic clang 14 
giam Flo: dr. 
- 0,5 ngdy lam 
vic 	doi 	v6.1 
viec 	dang 1(3"/ 
giam 	hO 
du'o'ng nhien. 

5 

BO phan ti6p 
nhan ho so va 

tra ket qua 
cua huy'n 

D6i chiL 'Dien nhan, tra [ke't qua] cho 
ngtrei dan va yeu cau 14 nhan (nguoi di 
dang Ig> giam hO k-)> vao So dang 4 glair 
hO va So theo doi ha so). 

III. BIEU MAU AP DIJNG/ HO SO' Mit TRU' 

STT Ten bieu mfiu/ ho so' 
MA lulu tril 

chinh 

Thoi gian 
lum hien 

 
hanh 

1 Glar y tip nhan va hen tra ho so.  Phong Tix phap Vinh vin 
2 PhiL kiln soat qua trinh giai quy6t Wo so.  Phong Tu.  pita) Vinh vign 
3 S6 theo.dai ho so ' Phong Tu.  phap Vinh vign 
4 Ho so' thv ly" PhOng Tu.  phap Vinh vin 

2 



STT Ten bieu min/ hO so' Nol Jun trii• 
chinh 

TWA gian 
kru hien 

hanh 

5 
Ho so• phe du)* cila lanh d?o UBND huy'n 
(Trich Igc clang 1()'T gidm hO(ban 	hinh) va 
Trich 11.1c clang k* giant h0 (ban sjb991, 

Phong Tu' phdp Vinh vign 

6 Van ban de nghi bo the ho so (neu c Phong Tu.  phap Vinh vien 

Van ban tra 16.i ve vic khong dui if 	kin 
)-‘ (neu co) n  Phong Tu.  phap Vinh vig 

8 To• trinh cUa Phong Tu' phap Phong Tu.  phdp Vinh vi& 
9 So dang V gidm h0 Phong Tu' phdp Vinh vign 
10 SO cap ban sao trich lvc 110 tich Ph6ng Tu.  phdp WI-1h vign 

171Y BAN NHAN DAN HUYFN 

3 



QUY TRINH KIEM SOAT 
THU TUC: PANG KC( CHAM DeT GIAM HQ CO YEU TO NU'O'C NGOAI 

I. TIIANH PHAN HO SO' (SO' luvng ho so': 01 WO 
* Giny phai xuat trinh 
HO chieu hoc chang minh nhan dan hoc the can cuac cong dan ho4c 

cac gi'Ay to' khac c6 dan anh va thong tin ca nhan do ca quan c6 tham quyen 
cap, con gia 	dung de chirng minh ve nhan than caa ngu6i c6 yeu cau 
dang ky cham dirt giam h0. 

TrtrOng hap giri ho sa qua he thOng buu chinh thi phai giri kern theo 
ban sao c6 chirng thgc gidy to phai xuat trinh neu tren. 

* Giay 	nOp 
- TO• khai clang k3r7 chain dirt giam 110 (theo mau). 
- Gia'y to lam can ca.  chAm dirt giam h0 theo quy dinh cua BO lulat dan 

sir. 
- Van ban uy guyen theo quy (firth cua phap lulat trong tru6ng hap ay 

guyen thcrc hien clang kS7 cham dirt giam hO. Truong hap ngtthi duvc uy 
guyen la Ong, ba, cha, me, con, va, chOng, anh, chi, em runt cua ngu6i ay 
guyen thi van ban uy guyen khong phai cong chimg, chdng thgc, nhu'ng phai 
c6 giay tey chirng minh moi quan h" 	ngtthi ay guyen. 

II. QUY TRIM 	SOAT 
Tong thoi gian chuan: 02 ngay lam vi'&. 

hien 
BO ph4n dive TWA' 

Ni 2I dung cong viec' 
gian 

 t? 
chuan 

1 
Bo pl-On tiep n1-14'n 

ho sa va tra ket 
qua dm huyn 

Tip nNn va xem xet thanh phAn h6 sa theo 
quy dinh. 
- Neu 1-1)s sa chua 6.'y du: Huo.ng an trgc 
tiep ve vic bo tac ho sa. 
- 1\18"u ho sa day du: Tip nhan, ghi bien 
nhan va 'lap so theo doi, 1# phie"u ki6m soat 
qua trinh, chuy6n d6n Phong Tu.  phap. 

0,5 ngay 
lam v* 

2 
Ph6ng Tu phap 
huyen (Chuyen 

via. th-v 13'7) 

............._____ ............ 	.._ 

Wan va kiem tra 1)0 h6 sa 
- N'L ho so khOng du dieu kien: Lap van 
ban -Ira 16i ve NT* khong du diL kin [ke't 
qua]. 
-1\1611 Wo sa du diL k,i.en: Soan to.  trinh, 01 
Trich lvc dang 1.(3'7 chain dirt giam hici (ban 
chinh) va Trich lvc clang 1()'7 cham dirt giam 
h0 (ban sao) theo yeu cau caa nguei yeu cau 
[ket qua]. 
Trinh Trdoeng phOng, Pho Truang phong 
xem xet va phe duyet [ket qua]. 

0,5 	ngay  

lam viec 

, 



I 

Phong Tu.  phap 
huyen (Lanh d?o 

phong) 
qua]. 

 

Xem xet b0 h6 so' va phe duytT6.  trinh [1(6t 

3 

Van phong Hui 
clung nhan dan - 
Uy ban nhan dan 

______.huyen ... 	._......_ 

Lanh dao UBND 

Van phong Fic)i 
dong nhan dan - 
Uy ban nhan dan 

huyen 

Trinh Chu tich Uy ban ,nhan dan huyen 14 
01 Trick Wc clang 14 cham dirt giam he? (ban 
chthh) va Trich lye dang 14 cham dirt giam 
h() (ban sao) [1(6t qua]. 
1(3',  01 Trich luc dang k_)"/ cham dirt giam he? • 
(ban chthh) va Trich luc 'Tang 1(3", cham dirt

huyen lam 
giam I-10 (ban sao). 	 --,- 

0,5 	ngdy 
vilec 

Chuyen tra 01 Trich lvc clang k 	cham dirt 
giam 1116 (ban chthh) va Trich lgc dang 14 
cham dirt giam 11(5 (ban sao) [ke't qua] cho 
Phong Tu phap. 

4 

Phong Tu phap 
huyen (Van thu) 

Phong Tu phap 
huy'n (Chuyen 

vien thij 13'f) 

Nhlan 01 Trich luc clang 14 cham dirt giam 
W?' (ban chinh) va Trich luc clang 1(3'7 cham 
dirt giam 110 (ban sao) [ke't qua]. 
Cong chic lam ding tac ho tich ghi va V • 
vao SO clang k "3.7 cham dirt giam h6' [ket qua]. 
Cong chUc lam &Ong tac ho tich gui tra ket 
qua cho BO phap tiep nh4n va tra ket qua. 

0 
,
,5 	

. „
ngay 

lam viec 

5 
Bo pl*Itiep nhan 

ho so va tra ket 
qua dia. huyn 

• 
DOi chieu bien nfilan, tra [ket qua] cho nguoi 
danA 
	• 	

1c3r, 	
A 

va yeu cau 	nhan (ngz,r64 di dang icy 
cham dirt e(lam. ho ic-j> va 	So dang 	'cham 
„  

dut giam hi) va SO theo d5i ho so). 

III. BIEU MAU AP DUNG/ HO SO LUt TRU 

STT Ten bleu milu/ WO so' 
No'i lulutar 

lull hien
chinh 

Thai orian t, 

hanh 
1 Gia'y tip nNn va hp tra he) so Phong Tu.  phap Vinh vien 
2 Phieu kiem soat qua trinh giai quyet ho so Phong Tu phap Vinh vien 
3 s6 theo dui ho so PhOng Tu phap Vinh vien 
4 Ho so thvb'T Phong Tu.  phap Vinh vien 

5 

HO so phe duye:t cil.a lanh dao UBND huyen 
(Trich lvic clang V cham dirt giam h0 (ban 
chinh) va Trich Ivc dang k* cham dirt 	giam h() 
(ban sao)) 

phong Tu.  phap Vinh vien 

6 Van ban de nghi be) tic ho so.  (neu có) 

, 

Phong Tu' phap Vinh vien 

Van ban tra 16.i ve vii& khong du dieu kin 
(n6u co) 

Ph6ng Tu phap Vinh vien 

8 To• trinh dm Phong Tu phap Phong Tu.  phap Vinh vien 
9 SO clang V cham dirt giam ho Phong Tu.  phap Vinh vien 

2 



STT 

4.7- 
• i -7, 

Ten bleu milli 1.1  ‘„,,, , 
• 

Ncei lu•u trif 
chink 

aThoi ai n b 
lu•u Dien 

hiinh 

10 So cap ban sao - rich lgc ho 	cL Phong Tu• phap Vinh vien 

UY BAN NHAN DAN IHJYtN 

3 



QUY TRiNII KIEM SOAT 
THU 	THAY DOI, CAI CHINH, BO SUNG HQ TICH, XAC 

DINH LAI DAN TOC 

I. THANII PHAN HO SO (S6 luvng ll0 so': 01 biD 
* Giay phiii xtteit trinh 

- H16 chieu hoac chung minh nhan dan hoac the can cu.& congclan hoac 
cac giay to• khac c6 dan anh va thong tin ca nhan do ca quan c6 than' quyen 
cap, con gia tri sCr dung cue chUng minh ye nhan than dm nguai c6 yeu cau 
clang V bo sung h9 tich. 

- Giay to• chimg minh nai cu trill. de xac chinh tlaa'm quyen clang l<3"/ trong 
truang h9p bo sung 110 tich khong phai tai Uy ban nhan dan cap huyen no'i 
dang14 h0 tich truo.c day. 

Truemg h9p gfri ho sa qua he thong buu chinh thi phai gui kern theo ban 
sao co chtIng thve cac gidy to phai xulat trinh neu teen. 

* GI* to' phiii nOp 
- khai clang ky thay dOi, cai chinh, bo sung hO tich, xac dinh tai dan 

t9c (theo m7au). 
- Giay to lien quan den viec thay doi, cai chinh, bo sung ho tich, xac chinh 

14i dan tOc. 
- Van ban Oy quyL theo quy chinh cua phap lt* trong trueng h9p ay 

quy&I thixc hien yiec clang ky thay doi, cai chinh, bo sung h0 tich, xac chinh 14i 
dan toe. Truong h9p nguei clugc uy quy&i. la 'Ong, ba, cha, me, con, vg, ch'Ong, 
anh, chi, em ruOt cua nguoi uy quyen thi van ban fly quyen kh'Ong phai cong 
chimg, chimg thgc, nhung phai co gia'y to• chtling minh rnoi quan he yen nguei uy 
quyen. 

II. QUY TRLNH KIEM SOAT 
1.T6ng thoi gian chuAn dOc i 	136 sung hi) tich 
- Trong ngdy. 
- Ngay lam yiloc tie'p theo ne'u tie'p nhan yeu cau sau 15 giey. 

STT BO ph4n Uwe Thai 
WO chufin 

Noi dung cong vi'0 gian 

1 
BO ph'jn tiep nIfjn 

ho sa va tra ket 
qua cilia  huyen 

Tip nhan va xem xet thanh phAn WO sa 
theo quy chinh. 
- 1\16u 11.,E sa chua Ay du: Huang an 
true tie) y'e vielD'O' the hi,':, sa. 
- Ne'u ho sa clAy cau: Tip nhan, ghi bien 
nh4n va l'.p so theo di5i, lap phieu kiem 
soat qua trinh, chuy6n den Phong Tu 
phap. 

30 phUt 

2 
Phong Tu phap 
huyen (Chuyen 

vien thu 13'7) • 

Nla@n va kiem tra bo ho sa 
- Neu11'6 sa khong dU dieu hen: Lap van 
ban tra lo'i .v. ' vise khong du lieu kien 
[1(6t qua.. 

150 phUt 



Phong Tu.  phap 
huy'n (Lanh ciao• 

phong) 

- Neu 115 so du dial kiln: Thuc hin 
soan to' trinh, 01 Trich luc b6 sung h() 
-Lida (ban chinh), Trich luc bo sung h0 
-Lich (ban sao) theo yeu cau dm ngu.o.i 
yeu cau bo sung va 01 Thong bac. [ket 
qua]. 
Trinh Tru:ang phong, PhO Tru.ang phong 
xem xet va phe duyt [ket qua]. 

Xem xet bo ho so vaphe du et To• trinh 
• 

[ket qua]. 

3 

Van phongliOi 
eon 	nhan dan - 
Uy ban nhan clan 

huyen 

Udnh ciao U13ND 
huyen 

Van phong lIOi  
gong nhan dan - 
Uy ban nhan dan 

huyen 

Trinh Chu ticla Uy ban nlaan dan huyen 
1.<3/.  01 	Trich luc bo sung he, tich (ban 
chinh), Trich luc bo sung ho tich (ban 
sao) va. 01 Thong bao. 

KST 01 Trich lijc bo sung 110 tich (ban 
chinh), Trich luc bo sung h0 -Lich (ban 
sao) va 01 Thong bao. 

Chuyesn tra 01 Trich luc bo sung hO tich 
(ban chinh), Trich luc bo sung hO tich 
(ban sao) va. 01 ThOng bao [ket qua] cho 
Phong Tu• phap. 

240 phUt 

4 

Phong Tu• phap 
huyen (Van thu.) 

Phong Tu' phap 
huyn (Chuyen 

vien thu 13'7) 

Nh'0 01 Trich luc b6 sung ho tich (ban 
chinh), Trich luc b6 sung hi() tich (ban 
sao) va 01 ThOng bao [ke't qua]. 

Cong chirc lam cong tac he) tich ghi va 
14 vao So gang 1‹.)"7 thay d'ai, cai chinh, 
be, sung 110 tich, xac chinh lai dan tOc [k6t 
qua]. Cong chirc lam cong tac 110 tich tra 
kat qua cho BO phan tiep nhan va tra ket 
qua. 

30 phut 

5 
Bo phan tiep nhan 

1-16 so.  va trak 
qua cill'a huyen 

Doi chieu bien nhan, tra. [kk qua] cho 
ngu.O.i

• 
 an

, 
 va yeu cau 14 nh4n (ngu'ai 

yeu,  cdu 126 sung 1,05 va o So clang kyr thay 
clo

6t 30 
i, cai chinh, bo s ung hO tich, xac chinh 

ligi dan toc va So theo d5i ho so). 

phut 

2 



2. T6ng thoi gian chuiin (16i 	thay (16i, ciii chinh h41 tich, 	dinh 
14i thin klic 

03 ngay lam v* (Trisd•ng hop can phai xac minh thi thoi hun (Ivor keo 
dai khong qua 06 ngay lain vic;3c). 

S 
TT 

BO phi.jn 
thryc hien 

Mil dung cong vic 
TWA gian 

chain 

Thoi 
gian 
xac 

minh 

1 

Bo phan 
tiep nhAn 
ho so va 

tra ket qua 
ctla huyen 

Ti6p nhan va xem xet thanh phAn WO sa theo 
quy dinh. 
- Ne'u ho sa chu'a day du: Huang dan trgc tie'p 
ve vic.."'c bo tnc ho so. 

^ 	ho 	• 	̂ 	• ^ - Neu 	so day du: Tiep nhijn, ghi bien nh4n 
va 1,5p so theo dOi, llap phieu kiem sok qua 
trinh, chuyen den Phong Tu• phap. 

0,5 ngay 
lam v* 

2 

Phong Tu' 
phap 
huy'n 

(Chuyen 
vien dip 

13'T) 

Phong Tu• 
phap 

huy' ri 
(Lanh dao 

phong) 

N1-11n va kiem tra 1)16 ho so 
- Neu Flo so' khOng dU dieu ki*i: L4p van ban 
tra lai ye v* khong dil dieu kin [ket qua]. 
- Ne'u h'6 so du dieu kin: Thgc hin soan to 
trinh, 01 Trich luc thay d6i, cai chinh ho tich, 
xac dinh lai dan tOc (ban chinh), Trich luc thay 
d6i, cai chinh ho tich, xac dinh lai dan to_ c (ban 
sao) theo yeu c'au dia nguei yeu cAu va 01 
Thong bao [ket qua]. 
Trinh Tru•ang phong, PhO Tru'ang phong xem 
xet va phe duyet [ket qua]. 

Xem xet bIci he,  so va phe duye.t TO trinh [k& 
, qua]. 

 

01 	ngay 
lap 	vic, 
ke -Lir thai 
diem nhân 
hO so. 

Neu 
xac 
minh 
thi 
thd'i 
Ilan 
Ayr  
keo 
dai 
them 
02 
ngay 
lain 
v*. 

3 

Van 
phong FlOi , 
Tong nhan 
dan - Uy 
ban nhan 
dan huy'n 

, 
Trinh Chu tich Uy ban nhan dan hu)*11(3'T 01 
Trich luc thay doi, cai chinh 110 -Lich, xac dinh 

, lai dan toc (ban chinh), Trich luc thay (Mi., cai 
• chinh h0 tich, xac Binh lai dan toc (ban sao) va 

01 Thong bao. 

01 ngay 
lam viec 
, 

ke tix thai 
die'sm 
Phong Tu• 
phap trinh 
ho so. 

Neu 
xac 

minh 
thi 

tho'i 
han 

ciup•c 
keo 
dai 

them 
01 

Lanh dap 
UBND 
huyn 

IC)rf 01 Trich luc Ihay dial, cai chinh he, tich, xac 
dinh lai dan tOc (ban chinh), Trich luc thay d6i, 
cai chinh 11.0 tich, xac dinh lai dan toe (ban 
sao) va 01 Thong bao [ket qua]. 

3 



Van 
phong 1-10i 
dong nhan „ 
dan - Uy 
ban nhan 

dan huyen 

Chu ,en tra 01 Trich luc thay doi, cai chinh hla 
tich, xac dinh lai dan tOc (ban chinh), Trich luc 

, 	.. 	• 
thay doi, cai el-1111h 1-10 tich, xac dinh 14i. dan' 	tOc 
(ban sao) va 01 Thong bao [ket qua] cho 
Phong Tu.  phap. 

nay 
lam 
v*. 

4 

Phong Tu. 
phap 

huyen 
(Van thu) 

Phong Tu 
phap 
huyn 

(Chuyen 
vien thy 

1 i) 

Nh5n 01 Trich laic thay doi, cai chinh h0 tich, 
xac dinh tai dan tOc (ban chinh), Trich luc thay 

, MI, cai chinh h0 tich, xac dinh 141 dan tOc (ban 
sao) va 01 Thong bao [ket qua]. 

, 	 ., 
Con g cHrc lam cong tac h0 tich 	hi vao So 
ding k* thay doi, cai chinh, bo sung h0 -Lich, 
xac dinh lgi dan tOc va 1c5/ vao S6 [k6t qua]. 
COng chic lam cong tac 110 tich tra k6t qua cho 
BO p1-10 tiep nN.1-1 va tra kk qua. 

, 

0,5 	ngay  

lam 	viec, 
kA t6.  thoi 
diem nhldn 
k6-1 	qua 
cUa 	Van 
phong  
HDND 	_ 
UBND 
huyen. 

5 

BO phlan 
ti'p nNn 
ho so va 

tra ket qua 
cil' a huy'0 

Da" i chieu bien 1-11*, tra [ket qua] cho nguoi 
dan va yeu c'au 14 nhan (nguoi di clang lo> hO 
tich by vao So clang kf) thay doi, cai chinh, 1)6 
sung hO tich, xcic dinh 10 dan tOc va SO theo 
doi 170 so). 

III. BIEU mAu AP DUNG/ HO SO LUt TRU' 

STT 
•, 	,.., 	, 

Ten bleu maul ho so• 
No'i lull trii 

chinh 
Thai oian luru t, 

hien 0  hanh 
1 Gidy tip nhan va hen tra h 	so Phong Tu phap VTnh vien 

2 
Phieu kiern sok qua trinh giai guy& 
1115 so 

phong Tu.  phap Vinh vien 

3 So theo doi 1.1.:'5 so PhOng Tu phap Vinh vien 
4 Ho so' thy li PhOng Tu. phap Vinh vien 

5 

HO sa phe duyt cua lanh dao UBND 
huy"O (01 	Trich lye thay cl8i, 	cai 
chinh, b6 sung 110 tich, xac dinh 14i. 
dan t'cic (b677 chinh), Trich luc thay 
dOi, cai chinh, 1)6 sung h0 -Lich, xac 
dinh 141 dan tOc 	(ban sao) va 01 
Thong bao 

Phong Tu phap Vinh vien 

6 Van ban de nghi bo tuc ho sa (neu co) Phong Tu phap VTnh vien 

7 
van ban tra lai ve vi.ic khOng da dieu-

(neu co) 
Vinh vien 

 
Phong Tu phap 

8 To trinh ci:ia Phong Tu phap ,  PhOng Tu.  phap Vinh vien 
9 So clang 14 thay Mi., cai chinh, bo Phong Tu phap Vinh vien 

4 



STT 
...,. 	.... 	, 	, 

Ten Wen milli/ h 
Noi itru tr.& 

chink 
Thoi gian lull 

hien hiinh 
sung 110 tich, xac dinh I4i d., 	g 

10 So cap ban sao trich h)c ho Phong Tu phap Vinh vian 

UY BAN NHAN DAN IIUY1f,N 

5 



QUY TRiNH 	SOAT 
THU TUC: GIII VAO SO HO TICH VI]:W KET HON CUA CONG DAN VITT 

NAM -DA DUCYC GIA.I QUYET Tilt" CO QUAN CO THAM QUYItN CUA 
NU'OC NGOAI 

1. THAN!! PHAN 116 SO' (SO luvng ho so': 01 4') 
* Giliy phai xuat trinh 
- 110 chiL hoac chtimg minh nhan dan holac the can cuac cong dan hoar 

cac giay to khac c6 thin anh ya thong tin ca nhan do ca quan c6 tham quyen 
cap, con gia tri sir dung de chirng minh ye nhan than cUa nguOi c6 yeu cau ghi 
chtl kAt hon (giay to ti y than). 

- Giay to.  chdng minh no'i cu trii de xac dinh tham quy'n (trong giai 
loan Co so di 1 i eu qu'6c gia ve dan cu ya. Co' so du lieu h() tich dien tux toan 
quoc chua duvc xay di:mg xong va thgc hien th6ng nhat tren toan qu6c). 

TruOng hop gdi ho sa,  qua 	thong buu chinh thi phai gdi kern theo 
ban sao co ch-dng thgc cac giay to phai xuat trinh neu tren. 

* Glary to' hai nOj 
- TO' khai ghichU ket hon (theo mau). 
- Ban sao giay chdng nN.ri vi& ket hon do ca quan co tham quyen 

cua nu& ngoat cap. 
- Ban sao gidy to toy than cUa ca hai ben nam, 	nkt gixi ho so qua he 

thong buu,chInh. 
- Neu cong dfin V* Nam da ly hOn hoac hUy viec ket hon tai ca quan 

c6 thAm quysta nuo.c ngoai thi phai nOp trich 1uc ve NT* cua ghi vac) So 1-1(5 tich 
NT* ly hon hoac huy vi "c k8t hon (Trich luc ghi chit ly hon). 

- Van ban tliy gliyL thco quy dinh cua phap luat trong truong h9p uy 
quyen thuc hien vice ghi chit ket hOn. Trueng hop nguoi dugc ity quyen la 
Ong, ba, cha, mc, con, vg, ch'c5ng, anh, chi, em runt cua ngued uy quyen thi 
van ban -ity quyen khong phai cong chdrig,,ch-dng Uwe, nhung phai c6 giay to.  
chdng minh moi quail he; y6i nguOi quyen. 

II. QUY TRiN 1 MEM SOAT 
T6ng thei gian elutiAn: 12 ngay lam vic. 

STT 
BO phan4 	thkre 

hien 
NOi dung cong v* 

TWA gian 
chuan 

1 

BO phian tie!) 
nhan ho sa va 
tra ket qua dm. 

huy'rl 

Tiep nhan va xem xet thanh ph'an WO sa 
theo quy dinh. 
- Ne'u 1-15 sa chua day du: Huong an true 
Ii6p -\7% If* bO4  tile WO so.. 
_ Ne'u he) so' ay d-U: Tip nhan, ghi bien 
nNn va lap so theo doi., 1'4 phieu kie'm 
sok qua trinh, chuy'L an Ph6ng Tu phap. 

0,5 ngay lam 
vi.'c 

2 
Phong Tu.  phap 
huye.n. (Chuy6n 

Nhidn va kiem tra bic.') ho sa 
- Neu ho so' 'thong dU diL ki'en: Lap van 

07 ngay lam 
yi'ec, 	ke 	dr 



vier thij 

Phong Tu• phap 
huyen (Lank &Jo 

phong) 

Van phong8i 
&rig nhan clan - 
Uy ban nhan clan 

huyen 

Lanh dao 
UBND huy'n 

Van phong 1-18i 
dicing nhan clan - ' 
Uy ban nhan dan 

huyen 

Phong Tu phap 
huy'n (Van thu.) 

Phong Tu phap 
huyn (Chuye'n 

vier' thy 1)'/) 

BO phAn tiap 

5 	
nh4n ho sa vet 
tra ket qua cUa 

huy'n 

ban tra loi v&s viec khong du dieu kin [ket 
qua]. 

Neu ho so.  du dieu 	Thu'c hien sop 
to.  trinh, 01 Trich luc ghi chu k& hon (ban 
chinh); Trich 1pc ghi chU ket hOn (ban sao) 
theo yeu cau cUa ngu.O.i yeu cau ghi chu lc& 
hon va 01 Thong bao [ket qua]. 
Trinh Truang phong, Pho Truong phong 
xem xet va phe duyet [ket qua]. 

Xem )(et 1)1(5 he) so va phe duyiet TO.  trinh 
Ilkot qua]. 

Tri nh ChU tich Uy ban nhan dan huyen 1(3', 
01 Trich 1uc ghi ch6 ket hon (ban chinh); 
Trich 1uc ghi chU ket hOn (ban sao) va 01 
Thong bao. 

T<I)/ 01 Trich luc ghi chu ket hon (ban 
(hinh); Trich 1uc ghi chu ket hon (ban sao) 
va 01 Th8ng bap. 

'huyen tra 01 Trich luc ghi chU ket hon 
(bon chinh); Trich luc ghi,  chU ket hon (ban 
sao) va 01 Thong bao [ket qua] cho Phong 
Tu phap. 

NkIn 01 Trich 11,1c ghi chU ket hon (ban 
chinh); Trich luc ghi chu ket hon (ban sao) 
va 01 Thong bao [1(6't qua]. 

Cong chdc lam tong tac h() tich ghi va ky 
vao So clang V ket hon. COng chdc lam 
cong tac h0 tich chuyen [ket qua] d6n Bo 

tiep nh4n ho so va tra ket qua. 

`poi chiL bien nhan, tra [ket qua] cho 
ngtrei dan va yeu eau 1L(T nhAn (ngui3i yeu 
con ghi chit' k-et hon 	vao SO clang Ig5 k-et 
;16n va So theo dot ha so). 

ngay nhAn du 
ho so hap 1,s. 

03 ngay lam 

thei 	diem 
Phong Tu 
phap 	trinh 
Chia tich Uy 
ban nhan dan. 

1,5 ngdy lam 
viec, ke tix 
thei di6 
Phong Tu 
phap nhAn ho 
so.  tux Van 
phong HDND 

UBND 
huyn. 

•• 

2 



III. BICU MAU AP DUNG/ HO SO' LUt TRU' 

STT rucri bie'u maul hO so• 
Noi luru trir 

chink 

Theii gian 
liru hien 

iiiinh 
1 Giay tiep nhgn vii hen tra he) so Phong Tu phap Vinh vien 
2 Phieu kiern sok qua trinh giai quyet ho so Phong Tu.  phap Vinh vien 
3 So theo clai ho so Phong Tu.  phap Vinh vien 
4 Ho so thy 1)", 	 ---- Phong Tu phap Vinh vien 

5  
1413 sa pile duyt:t cna lanh ciao uBNrli,ixs, 
huy'n (01 Trich luc ghi ch-Ci ket h.& (ban 
thigh), Trich luc ghi chtli ket la& (ban sao) 
va 01 ThOng bac)) 

, ; 	, 	g Tu.  phap 
'f‘,  
• ,i): 

Vinh  vien  

6 Van ban do nghi 1-,5 tnc ho so (neu co) 	..... 

-47c,10/.  
\4  hong Tu.  phap Vinh vien 

Van ban trn 16.i \'t vile khong clu diL kiln 
(neu co) 

Phong Tu.  phap Vinh vien 

8 To' trinh cna Phe—g Tu.  phap Phong Tu phap Vinh vien 
9 So gang l<3,  ket 1- . n PhOng Tu. phap Vinh vien 

10 So cap ban sao if "ch luc h0 tich Phong Tu.  phap Vinh vien 

UY BAN NHAN DAN HUYtN 

3 



QUY TRiNH MEM SOAT 
THO TUC: GHI VAO SO HO TICH VIEC LY HON, HUY VIlf,C KET 
HON CUA CONG DAN VIVT NAM DA DUVC GIAI QUYET TAI CO 

QUAN CO THAM QUYEN CUA NIJ'O'C NGOAI 

I. THANH PHAN HO SO (SO luvng h8 so': 01 KO 
* Gray to' phai xuat trinh 
7  HO chi6u hoac chdng minh nhan dan hoac the can cuac cong dan hoac 

cac giay t& khac c6 dan anh va thong tin ca. nhan do ca quan c6 tham quyen 
cap, con gia tri six dung de chirng minh ve nhan than dm nguai c6 yeu cau ghi 
chi ly 

- Giay ter clidng minh not cu trail de xac dinh tharn quyen trong truong 
hop cong dan V* Nam dr nuov ngoai ve thueng tru tai Viet Nam c6 yeu 
cau ghi chU ly hon, cong dan Viet Nam kh'Ong thuang trU tai Viet Nam yeu 
cau ghi chi ly hon tai Uy ban nhan dan cap huye.n no'i cu tru truck khi xua't 
canh (trong giai don Co s& du lieu qu6c gia ve dan cu va Co s& dit lieu 110 
tich dien toan quor c chua dugc xay dung xong va. thgc hien thong nhat tren 
toan quec). 

Trueng hop gUi ho so qua 1*' thong buu chinh thi phai gui kern theo 
ban sao co chdng thgc cac gidy to phai xuat trinh neu ten. 

* Giro; to' hiii nOp 
- Telchai ghi chd ly hon (theo mau). 
- Ban sao Ban an, quyk dinh ly hon, huy ket hen, van ban thoa thu4in ly 

hon hoac giay to khac cong nhan viec ly hon do ca quan co thAm quyen cua 
nuac ngoai cap da c6 hien luc phap 101 

- Van ban fly quyen theo quy dinh cua phap loaf trong truong hop Uy 
quyen thuc hien vi'ec ghi eh-111y hon. Twang hop nguei duvc uy quyen la 
Ong, ba, cha, me, con, vg, chong, anh, chi, em runt cua nguai Uy quyen thi 
van ban Uy quyen khong phai cong chimg,,chling dux, nhung phai co giay te• 
chtimg minh mOi quanh. 	nguei fry quyen. 

II. QUY TRINH KItM SOAT 
Tong -WA gian chufin: 12 ngay lam viec. 

STT 
13(1 ph4n 
thurc hien Mil. dung cong vijc 

TIM (-flan b , 
chuan 

. 

BO phap tiep 
nhan ho so 
va tra ket 
qua 

Tip nhan Va xem xet thanh phAn ho so.  theo 
quy dinh. 
- 1\16-u h',3 so chua dAy  dil: Huang an true tiep 
v'e v* b6 tile 116 so. 
- Ne'u WO so day du: Tip Wan, ghi bien nh4n 
va lap so theo doi, lap phier u ki'em soat qua 
trinh, chuyen den Phong Tu phap. 

0,5 ngay lam 
vic 

, 

2 
Phong Tu 
phap huyen 
(Chuyen 

Nhan va kie'm tra b0 ho so.  
- Neu ho so khong du diki kin: Lap van ban 
tra lei ve vi.'& khong du dieu kin [ket qua]. 

07 ngdy lam 
viiec, 	ke 	tir 
ngay nh4n du 



vien thu 1)"0 

_.______.____________ 
Phong Tu 
phap huy'n 
(La.'nh ciao 
phong) 

- Neu 116' so du dreu kiln: Thgc hien soan to.  
trinh, Trich luc ghi chili ly h.& (ban chinh); 
Trich 1pc ghi chili ly ,hon (ban sao) theo yeu 
cau dia. ngueyi yeu cau ghi chili ly hon va 01 
Thong bao [k& qua]. 
Trinh Truong phOng, Pho Truong phong xcm 
xet vaphe duy't [ket qua]. _______________ 

Xem xet b0 ho sa va pile duy't To trinh [ket 
qua]. 

11.6 sa 119.pl. 

3 

Van phong 
HOi dong 
nhan dan - 

ban nhan 
dan huysn 

Trinh Chu tich Uy ban nhan dan huy'n ky 
Trich 1pcghi cluli ly hon (ban chinh); Trich 
luc g hi chi]. ly hon (ban so) va 01 Thong

uy bao. 

03 ngay lam 
vie c, 	ke 	dr 
theyi 	diem 
Phong 	Tu.  
phap 	trinh 
Chil 	tick Uy 
ban nhan dan. 

Lanh dgo 
UBND 
huy'n 
Van phong 
HOi &rig 
nhan dan - 
Uy Jy ban nhan 
dan huy'n 

K3rT Trich 1pc ghi chill ly hOn (ban chinh); 
Trich luc ghi chu ly hon (ban sao) va 01 
Thong bap.  

Chuyen tra. Trich 1pc ghi chi' ly hon (ban 
chinh); Trich luc ghi chili ly hon (ban sao) va 
01 Thong bao [ket qua] cho Phong TV phap. 

4 

Phong Tu.  
phap huyin 
(Van thu) .._______ 

Phong Tu.  
phap huy'n 
(Chuyen 
vien thv VT) 

Nhijn Trich 1pc ghi chili ly hon (ban chinh); 
Trich luc ghi chi' ly hOn (ban sao) va 01 
ThOng bao [ket qua]. _ _____________________________________________ 

COng ch*c lam cong tac h0 tich ghi va ky vao 
SO ghi chi' ly hon. Cong elide lam cong tac 
11.0 tich chuyen [ke't qua] den BO phian tiep 
nhan ho sa va tra ket qua. 

1,5 ngay lam 
v*, 	ke 	tir 
theyi 	diem 
Phong 	Tu.  
phap nN.n 113 
sa 	to 	Van 
phong HDND 
- 	UBND 
huyn. 

5 

BO ph4n tiep 
nhan ho sa 
va tra ket 
qua 

Doi chieu bien nhan, tra [ket qua] cho nguei 
dan va 	,. 	,. 	,  dan va yeu cau icy nhan (notoi yeu cau ghi 
chit ly hon, huy vie:c ket hon 	' vao So ghi chit 
ly hOn va So theo d5i ho so). 

III. BIEU MAU AP DUNG/ HO SO LUV TRU' 

STT Ten hien maul ho so' 
Noi hru trik Itru hien

chinh 

Thai gian 

hanh 
1 GiAy tiep nhan va 1-1.n tra he, sa Phong Tu phap Vinh vien 

J74  

2 



STT Ten bleu matt/ ho so' 
tr No'i lull 	ii. 

Thoi gran 
Inv hien 

 
hknh 

2 Phieu kiem soat qua trinh giai quyet ho so' Phong Tu.  phap Vinh vier 
3 So theo sol5i ho sa Phong Tu phap Vinh vien 
4 Ho so thg 1T 	 :74.10, Phong Tu.  phap Vinh vin 

5 

Ho so phe duy't dm ranh ciao 	• 
huyn (Trich lvc ghi chu ly hon 	0 

_ 
chinh); Trich hjc ghi ch-U ly hon (ban •; ;IQ) 
va 01 ThOng bao) 	 .BAs)  

, 
-- 

z •
i  

1 
Phong Tu.  phap Vinh vi  gil 

6 Van ban de nghi bo -Luc ho so (neu co) Phong Tu.  phap Vinh vin 

Van ban tra lai v8 -vic khong &I dieu kin 
	 (neu co) 

Ph6ng Tu.  phap Vinh vin 

8  TO' trinh dia Phong Tu.  phap Phong Tu phap Vinh vin 

9  S6 ghi chi' ly hon Phong Tu.  phap Vinh vin 

10 S6 cap ban sao trich kic h0 tich - Ph6ng Tu.  phap Vinh vin 

-0Y BAN NHAN DAN HUYif,N 

3 



QUY TRINH KIEM SOAT 
THU TUC: GHI VAO SO HO TICH VI:EC HO TECH KHAC CUA CONG 

DAN VITT NAM DA DUVC GIAI QUYET TAI CO QUAN CO TIIAM 
QUYEN CUA NU'OC NGOAI (KHAI SINH; GIAM HO; NHAN 
CON; XAC DINH CHA, MV, CON; NUOI CON NUOI; KHAI TI)'; TIIAY 

DOI HO TICH) 

I. THANH PHAN HO SO (So luvng ho so.: 01 I3(11) 
* Gray to' phiii xuat trinh 

I-1() chieu hoc cladng minh nhan dan hoc the can cuot cong dan ho'4"c 
cac giay to kladc c6 dan anh va thong tin ca nhan do ca quan c6 tham quyen cap, 
con gia tri sd dung cue chung minh ve nhan than dia nguai c6 yeu cau ghi chu 
thay doi 1116 tich c6 yeu to nuot ngoai; 

- Giay to chling minh not Cu trn de xac dinh tham quyen ghi chu thay 
doi 118 -Lich c6 y6u to nuot ngoai (trong giai doan Co so 	quoc gia ve 
dan cu.  va Co so du lieu ho tich c ien tix toan quoc chua quoc xay dung xong 
va thkrc hin thong nhat ten toan qu6c). 

Truemg hop gdi ho sa,  qua h" thong buu chink thi phai gai kern theo 
ban sao c6 chdng thgc cac giay to phai xuat trinh neu tren. 

* Giro) MTh& ni)p 
- To khai (theo mau). 
- Ban sao gidy to chdng minh vi4c ho tich da dugc giai quye't tai co.  

quan co tham quyen cua nuoc ngoai. 
- Van ban thoa thu4n lua ch9n quoc -Lich Vi." -t Nam cho con cua cha, mg 

doi 	trueyng hop nguei yeu cau ghi vao So ho tich viec khai sinh c6 cha 
hc4c mg là cong dan Via Nam, nguoi kia la nguai nuot ngoai, trong trueyng 
hop Giay khai sinh va giay to di lai qu8c to do ca quan c6 th.Am quyen nuac 
ngoai cap khOng ghi quoc tich cua nguei con. 

- Van ban Ay quy'en theo quy dinh cua phap lulat trong trueyng hgp uy 
quyn -dux hien viec ghi chu. Truang hop nguai quoc uy quyen la Ong, ba, 
cha, mg, con, vg, chtmg, anh, chi, em runt cua nguai uy quyen thi van ban uy 
quyen khOng phai cong chung, chifng thvc, nhung phai c6 giay to chung minh 
moi quan 	nagued fly quyen. 

II. QUY TRINH MEM SOAT 
Tong thM gian chuAn 
- Trong ngay 
- Ngay lam vi.dc tiep theo (neu tiep Wan yeu cau sau 15 gia). 
Trong truang hop phai xac minh thi then han giai quyet kheng qua 3 

ngay lam 

STT 
Bo ph4n 
thtyc hien • 

NOi dung cong viec 
, 

TWA 
gian 

7. chuan  

Thai 
gian 
xac 

minh 

1 
138 ph:an 
tiep nhan 

Tip nhan va xem xet thanh pla'n he) so theo 
quy dinh. 

30 
phist 



1-1 , $) sa va tra 
ket qua cua 

huyn 

- NIL ho so chua d'Ay du: Huang dan trgc 
tiep ve v*IDO the ho so. , 

dU: Tip nhan, ghi bien - N6u ho so 
so n11'0 va l'ip so theod'oi, lap phieu kiem soat 

qua trinh, chuyen den Phong Tu.  phap. 

2 

Phong Tu. 
phap huy n 

(Chuyen 
viers till:113'7) 

Nhan Va kiem tra bt) ho so 
- Neu ho so.  khong du di&T ki'en: Lap van 
ban tra lei ye vi'c khong du dieu kin [ket 
qua]. 
- Neu ho so da. dieu kiien: Thgc hien sogn to.  
trinh, Trich luc ghi vao so ho tich viec he, 
tichkhac  (ban chinh); Trich luc ghi vao s6 
h0 tich viec ho tich khac (ban sao) then yeu 

,, 	„ . 	„ 	;, 	. 	, cau cua nguai yeu cau ghi chu thay ai. 110 
tich có yeu to nuoc ngoai va 01 Thong bao 
[1(6t qua]. 
Trinh Tru.O.ng phong, Pho Tru.O.ng phong 
xem xet va_phe duy't [ket qua]. 

150 
phUt 02 ngay 

Phong Tu 
phap huyn 
(Lanh ciao 

phong) 

Xem xet b0 WO so va phe du3* To.  trinh [kk 
qua]. 

3 

VHan phong 
.f.3i &mg 

nhan dan - 
Oy ban 

nhan dan 
huyn 

Trinh ChU tich t:Jy ban nhan dan huy'n 14T 
Trich luc ghi vao so h0 tich v* h0 tich 
Mak (ban chinh); Trich luc ghi vao so ho . 	. 

	

tich vie"c ho tich 	khac (ban sao) va 01 Thong 
bao 

 

240 
phut 

Lanh ciao 
UBND 
huyn 

Van phong 
HOi &rig 
nhan dan - 

Uy ban 
nhan dan 
huyn 

K 'y Trich luc ghi vao s6 ho tich vi'c ho tich 
khac (ban chinh); Trich luc ghi vao so 110 
tich vichici tich khac (ban sao) va 01 Thong 
bdo   

Chuyen tra Trich luc ghi vao so ho tich v* 
h0 -Lich khac (ban chinh); Trich luc ghi vao 
so ho tich vii& h() tich khac (ban sao) va 01 
Thong bao [ket qua] cho Phong Tu phap. 

4 

Phong Tu. 
phap huylen 
(Van tl-ni) 

NIalan Trich luc ghi vao so ho tich vic ho 
tich khac (ban chinh); Trich luc ghi vao so 
 . 

he),  tich 	vie^c ho tich khac (ban sao) va 01 
Thong bao [ket qua]. 

,2n  
ju  

phut 

PhOng Tu Cong claim lam cong tac h() tich ghi not 1 

2 



phap huy'n 
(Chuyen 

vi en thu 1) 

dung clang 1.(3'7 vao So 110 tich va 14 ten vao 
SO'. Cong cladc lam cong tac 110 tich tra ket 
qua cho BO plaan tiep nhan N/A tra ket qua. 

5 

B9 ph/0 
tiep nhan 

ho so' va tra 
ket qua cilia 

huy'n 

Doi chieu bien nhan, tra [ket qua] cho na
P

uoi 
, 

dan va. yeu cau V nhan (ngz,a3.i yeu eau ky 
vao So hO tich va SO theo d5i 116 so). 

phI 
 

30 
phut 

Bitu MAU AP DUNG/ HO SO LU'U TRU' 

STT Ten bleu  maid WO so' 
-
j 
 oi lull trif 

.7 	inh 

TI4i ban b 
lum hien 

hanh 
1 Giay tiep nhan va hen -Ira ho so P 	g 1 u.  phap Vinh vin 
2 Phieu kiem soat qua trinh giai quyet ho so Ptai u phap Vinh vin 
3 So theo doi ho so Phi °rTu. phap Vinh vien 
4 HO so.  thv 1y P1',  ng Tu.  phap Vinh vin 

5 

Ho so phe duy4 cua lanh d4o UBND huy'n 
(Trich luc ghi vao so WO tich v* h0 tich 
khac (ban chinh), Trich luc ghi vao s .'6 h0 
tich v* ho tich khac (ban sao) va 01 
Thong bao) 

Phong Tu phap Vinh vign 

6 Van ban & nghi b6 tnc h6 so (n&I co) Phong Tu.  phap Vinh vigil 

7 
Van ban tra lei ve vi.'c khong &I dieu kien 
(neu co) 

Phong Tu phap Vinh vien 

8 To trinh cila Phong Tu phap Phong Tu phap Vinh vien 
9 50 110 tich Phong Tu phap VTnh vign 

10 So cap ban sao trich kw h0 tich Phong Tu.  phap VTnh vign 

UY BAN NHAN DAN HUYI-3A 

3 



QUY TRINH KIEIYI SOAT 
• THU TUC: BANG KY LAI KHAI SINH CO YEU TO 	NGOAI re 

I. THANH PHAN HO SQ (S6 luvng ho so': 01 hi)) 

* Giay to' phai xtdit trinh 
HO chiki hoac chimg minh ntian dan hoac the can co'o't cong dan hoac 

cac giay to khac c6 dan anh va thong tin ca nhan do co' quan co them quyen 
cap, con gia tri su dung de chimg minh ye nhan than cua ngtrei co yeti cau 
dangV lei khai sinh; 

* Giay to' h& ni)p 

- To khai clang 1ky lei khai sinh (theo mau dinh kern), trong do co cam 
doan 	yeu cau v'e viec da clang 1(3'7 khai sinh nhu'ng khong Itru 
duvc ban chinh GiAy khai sinh. 

- Ban sao toan b0 ho so, giay  to cUa ngubi yeu cau hoac F1;3 so, giAy 
tai lieu khac trong do co thong tin lien quan den n(ii dung khai sinh, 

- Ban sao GiAy khai sinh do ca quan co thdm quy'e'n cua VistNam cap 
sao du'o'c cong chu'ng, chu'ng flip hop 	ban sao duvc cap tilt,  So clang 1(3"/ 

khai sinh); Ban chinh hoac ban sao,giay ter c6 gia tri thay the,  Giay khai sinh 
dugc cap till& nam 1945 6.  mien Bac va 	nam 1975 0' mien Nam. 

- Trubmg h9p ngu:Oi yeu cau khong co giay to neu tren thi phai nOp ban 
sao giAy to do co quan co thAm quy&l. cua Viet Nam cap hop 	Gidy 
chu'ng minh nhan dan, The can mac cong dan hoac 	 h'9 khau, SO 
tarn trill, giay chirng minh ye not cu.  tru; Bang tot nghi4, Giay chu'ng nhan, 
Chung chi, H9c 134, HO so hoc tap do co' quan deo tao, quail 19 gido duc co 
them quyL-i cap ho4c xac nhan; Giay to khac co thong tin ve h9, cht-r Om, ten, 
ngay, thang, nam sinh cua ca nhan, Giay to ch-Cmg minh quan h" cha con, me 
con. 

Ngtroi yeu eau clang ky khai sinh c6 trach nhiem no:p day du ban sao 
cac giay to neu tren (ne'u co) va phai cam doan da n9p du cac giay to' minh c6. 
Trtrong hop ngtroi yeu can clang 1‘< ./ khai sinh cam doan khOng dung sir that, 
c6 )"/ chi nOp ban sao giAy to c6 lgi de clang 1.<3"7 khai sinh thi viec dang kST khai 
sinh khong co gia tri phap 

II. QUY TRINH MEM SOAT 
T6ng thoi gian chuAn: 05 ngay lain viec. 
TrtrOng h9p phai c6 van ban xac minh thi thei han giai quyet khong qua 

13 ngay lam v* (khong tinh thed gian gin van ban yeu cau xac minh va thoi 
gian 	van ban tra loi ket qua xac minh qua h" thong buu chinh). 

ST 
T 

Bic) ph4n 
th tic 
hien 

Ni)i dung gong viec 
Thoi 
gian 

,-; chuan 

TWA gian xac 
minh 

1 BO phlan Tip nhan va Kern xet thanh pli..'n he) 0,5 ngay 



tip nh4n 
ho sa va 

qua cUa 
huyen 

tra kettrgetiep 

sa theo quy dinh. 
_ Ne'u he) sa chu.g day dii: Huang dan 

ve vic b'O tile 116 sa. 
- Neu ho so ay dfi: Tip nhan, ghi 
bier nh4n va Ilap so theo dbi, lap 
phii ki6m  soat qua trinh, chuy'n 
an Phong Tu phap. 

2 

PhOng 
Tu.  phap 
huyen 

(Chuyen 
vien thp 

bri) 

Nh4n va ki6m tra b()' he) sa 
- Neu fib so 'thong du dieu kiln: Lap 
van ban tra loci ve viec khong du dieu 
kiln [ket qua]. 
- Neu h6 so du dieu kiln: Thi.re hien 
son to trinh, Giay khai sinh (ban 
chinh), Trich lye khai sinh (ban sao) . 
theo yeu eau efia ngtrai yeu cau Va. 
01 Thong bac [k6t qua]. 
Trinh Tru:ang phong, Pho Trtrang • 
phong xem xet va phe duy't [ket 
qua]. 

03 	ngay 
ce, 

1(6, 	tir 
thai 

.,.; 
diem 	, 
nhan ho 
sa. 

Neu 	xac minh 
the 	tha 	h4n 

 
i 

dirge 	keg 	dal 
them 	08 	ngay 

,, lam vice (Ichong 
tinh 	thai 	gian 
girl van ban yeu 
cdu xac minh va 
thoi 	gian 	giii 
van ban tra loi 
het qua xac minh 

h 	thong 
buu chink). 

Phong 
Tu phap 
huysn 
(Lanh 

ciao 
ph6ng) 

Xem xet b() he) sa va phe du)* To
qua 

• 
trinh [ket qua]. 

3 

Van 
phogg 

1-10i &m g  
nhan dan 
- Uy ban 
nhan dan 

huy'n 

Trinh Chi" tich "by ban nhan dan 
huynk)rf Giay khai sinh (ban chinh), 
Trich hic khai sinh (ban sao) va 01 
Thong bao. 

01 ngay y 
lam v*, 
ke to 
thei 
diem 
Phong 
Tu phap 
trinh ho 
sa. 

Lanh ciao 
UBND 
huy'ri 

K 'y Giaiy khai sinh (ban chinh), Trich 
lvc khai sinh (ban sao) va 01 ThOng 
bap [ket qua]. 

Van 
phong 

HOi dOng 
nhan dan 
- t.J.' yban 
nhan; dan 

huyen 

Chuye 
7, 
 n tra 

, 	
Gidy khai sinh (ban 

chinh), Trich lve khai sinh (ban sao) 
va 01 	Thong bao [ket qua] cho 
Phong Tu phap.  

4 PhOng Nhlan Gia'y khai sinh (ban chinh), 0,5 ngay 

2 



Tu.  phdp 
huyen 
(Van 
thu) 

Phong 
Tu phdp 
huyen 

• 
(Chuyen 
vien dip 

1ST) 

Trich 1-gc khai sink (ban sao) va 01 
Thong bap [ket qua]. 

COng chdc lam cong tac hO tich ghi 
va V vao S6 clang 1()',  khai sinh [ke't 
qua]. COng claire lam cong tat 11/(5 
tich tra ket qua cho BO ph4n tiep 
nhan va tra ket qua. 

lam vi.c, 
kie 	td 
thei 
diem 
nhan ket 
qua 	dm. 
Van 
phong 
HDND — 
UBND 
huy9'n. 

5 

Bp ph4n 
tiep nh4ri 
ho so va 
tra ke 

qua cUa. 
huyen .1,  

D6i chi6u bien nhlan, tra [ke't qua] 
cho nguei dan va yeu cau ky nhan 

ng kj) 110 ti 	kf) va 	S o: n
t

( gwoi di gang 	ch 
dang 105 khai sinh va So theo cl5i ho, 
so).  . oo 

' \ 	. 

III. BItU MAU AP DUNG/ HO SO' WU 

STT Ten bieu m'au/ ho so' 

.:.f
O  j

ov _ 
Ncjp°,6 tru Itru hien
--Chinh 

Thoi gian 

hanh 
1 Giay tiep nhan va hen tra ho so.  Phong Tu.  phdp Vinh vin 
2 Phieu kiem soat qua trinh giai quyet h8 so PhOng Tu phdp Will vi'en 
3 So theo doi ho so Phong Tu phdp Vinh vien 
4 Ho so thy. l3"T Phong Tu phdp Vinh vin 

5 
Ho so phe du34t cna lanh dg.o UBND 
huyn (Giay khai sinh (ban chinh), Trich 
1pc khai sinh (ban sao) va. 01 Thong bdo) 

PhOng Tu phdp Vinh vin 

6 Van ban de nghi b6 tile WO so (n6u co) PhOng Tu phdp Vinh vin 

7 
Van ban tra lei ve vi& khong dil. dieu 
kien (neu co) 

PhOng Tu.  phap Vinh vien 

8 Tor trinh dm. Phong Tu phdp Phong Tu.  phdp Vinh vi en 
9 S6 clang V khai sinh Phong Tu phdp Vinh vin 

10 So cap ban sao trich lvc h'sci tich Phong Tu phdp Vinh vigil. 

UY BAN NHAN DAN HUYtiN 

3 



QUY TRiNH KIEM SOAT 
THU TUC: BANG K)?.  KHAI SINH CO YETI TO NU'O'C NGOAI CHO 

BA CO HO SO, GIAY TO' CA NHAN 

I. THANH PHAN HO SO (SO luvng ho so': 01 WO) 
* Gay to• phiii xuat trinh 
-; Ho chieu hoac chung minh nhan dan hoac the can mac cong dan hoac 

cac giay to• khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyen 
cap, con gia tri sit dung de chimg minh ye nhan than cua nguoi c6 yeu cau 
clang ky khai sinh (giay to tily than). 

- Giay to chimg minh not cu tru. truck khi xuat canh de xac dinh tharn 
quyen clang ky khai sinh. , 

Truang hop 	ho sa qua he thong bum chinh thi phai gUi kern theo ,  
ban sao c6 chdng thvc cac giay to phai xuat trinh neu tren. 

* Gilly to• phai nOp 
- khai dang k)rf khai sinh (theo mau). 
- Van ban cam doan ve viec chua dugc clang ky khai sinh. 
- Ban sao toan b0 ho so, giay te• cua nguoi yeu cau hoac ho so, giay 

tai lieu khac trong do c6 thong tin lien quan d6n not dung khai sinh, g6m: 
Giay chdng minh nhan dan, The can cuoc cong dan hoac Ho chiL; So he) 
khau, S6 tarn tra, giay to chung minh ye not cu.  tru, Bang tot nghip, Giay 
chdng nhan, Ching chi, Hoc ba, Ho so hoc tap do ca quan dao tao, quan 13",  
gido duc CO tham quy&I cap hoac xac nhan, Giay to khac c6 thong tin ye hp, 
chit Qm, ten, ngay, thang, nam sinh cua ca nhan, Giay to chung minh quan 
he cha con, me con.,  

Nguoi yeu cau clang k)"/ khai sinh c6 trach nhieln nIcip day dU ban sao 
cac giay to neu tren (n6u co) va phai cam doan da nOp du cac giay te• minh co. 
Truong hgp nguoi yeu cau clang IcST khai sinh cam doan khong dtimg sit that, 
co y chi nOp ban sao giay to.  co 19i de dang 1(-5/ khai sinh thl viec clang ky khai 
sinh khong c6 gia tri phapb'f. 

- Van ban Ay quyen theo quy dinh cua phap luat trong truong hop fly 
quyL thgc hien viec dang Icy khai sinh. Truong hop nguoi dugc uy quyen là 
Ong, ba, cha, me, con, vg, cifong, anh, chi, em runt cua nguoi ay quyen thi 
van ban fly quyen khong phai cong chung, chung thgc, nhung phai c6 giAy to.  
chung minh moi quan he voi nguoi Ay quy'en. 

II. QUY TRINH KIEM SOAT 
Tong thin gian chufin: 05 ngay lam 
Truong hop phai co van ban xac minh thl thoi han giai quyet khong qua 

13 ngay lam v* (khong tinh thei gian gui van ban yeu cau xac minh va then 
gian 	van ban tra loi ket qua xac minh qua he thong buu chinh. 

STT 
Bo phan time 

• :„ 	• hien A 

NCii dung cong vie;c 
Thai 
gian 

chuan 

gran Thoi aian 
xac minh 

1 BO phan ti6p Tip nhan va xem xet thanh phAn WO 0,5 



nhan ho so va 
tra ket qua 
cua huyen 

so theo quy dinh. 
- Neu Wo so' chua clAy dil: Huang dan 
trgc tip -‘7 .' viic b6 tik 116 so. 
- Neu h6 so.  day d0: Tip nhan, ghi 
bien nhan va 10 so theo doi,1/0 phieu 
kiem 	sok qua trinh, 	chuyen 	den 
Phong Tu.  phap. 

ngay 

2 

Phong Tu. 
phap huyn 
(Chuyen vien 
thu b'f) 

NN.n va kiLn tra b0 Wo so 
- N6u Wo so khOng dil dieu kin: L4p 
van ban tra lei -s,' v* khong du dieu 
kin [ket qua].  
- Neu ho so dil dieu ki4'n: Thgc hien 
sop to.  trinh, Giay khai sinh (ban 
chinh); Trich luc khai sinh (ban sao) 
theo yeu cAu cua ngued yeu c'au va. 01 
Thong bac, [lc& qua]. 
Trinh Twolag phOng, PhO Truemg 
phong xem xet va phe duy't [ket qua]. 

03 ngay 
lam 

viec, ke gian 
tir 	thei 
diem 
nhan hos 
su. 

Neu 	xac 
minh 	thi 
thoi 	han 
dugc 	keo 
dai them 08 
ngay 	lam 
viec (khona b 
tinh 	thai 

is 
van 	ban 
yeu cau xac 
minh 	va 
thol 	gian 
gi'd van ban 
tra 	ld'i 	kect 
qua 	xac 
minh 	qua 
h" 	thong 
bust chinh). 

Phong Tu 
phap huyri 
(Lanh d4o 
phong) 

Xem xet bici ho so va phe duyet To 
trinh [ket qua]. 

Van phong 
HOi gong 
nhan dan - tJ y 
ban nhan dan 
huyen 

Trinh Chu tich tJ' y ban nhan dan 
huyen 1( ./ Giay khai sinh (ban chinh); 

• Trich luc khai sinh (ban sao) va 01 
Thong bao. 

01 ngay 
lam 
v*, 1(6 
to 	thoi  
diem 

Phong 
Tu 

Lanh ciao
3 

 
UBND huyen 

1“7 Giay khai sinh (ban chinh); Trich 
luc khai sinh (ban sao) va 01 Thong 

A 	, 
bao [ket qua]. 

Van Rhong 
HOi &rig 
nhan dan - Uy 
ban nhan dan 
huyen 

ChuyL tra GiAy khai 	sinh (ban 
chinh). Trich luc khai sinh (ban sao) 

 ,. va. 01 Thong bao [ket qua] cho Phong 
Tu phap. 

phap 
trinh ho 
so. 

4 

Phong Tu.  
phap huy'ri 
(Van thu.) 

Nil:an GiAy khai sinh (ban chinh); 
Trich luc khai sinh (ban sao) va 01 
Thong bac, [ket qua]. 

0,5 
ngay 
lam 

Phong Tu Cong chic lam cong tac h() tich ghi va v*, ke 

2 



phap hu3*. 
(Chuyen vien 
thg bri) 

14 vao So gang 14/ khai sinh [ket qua]. 
Cong chdc lam cong tac 11.0 tich tra 
ket qua cho BO ph'jn tiep nh4n va tra 
ket qua. 

tir 	thei 
diem 
nh'0 
ket qua 
di a 
Van 
phong 
HDND 

UBND 
huyn. 

5 
BO ph4n tierp 
nN.sri ho' sa va 
tra ket qua 

Doi chieu bien nhan, tra [ket qua] cho 
nguai dan va yeu ca.'u. 1(5/ 	an (ngweei 
di clang ky 110 tich V vas , i'C ang kf) 
khai sinh va So theo d5i h ,,, •, 0  

- - 
III. BIEU MAU AP DUNG/ HO SO' LUU 

STT 

,) ,00 

Ten bieu mau/ ho so. 

,i, 

Noi lum triir 
chinh 

Theri (Tian b 
lull hi0 

hank 

1 Gidy t* nh4n va hp tra 116 so Phong Tu.  phap Vinh vien 
2 Phieu kiem soat qua trinh giai quyet he) so Phong Tu phap Vinh vien 
3 So theo cloi ho so Phong Tu phap Vinh vigil 
4 Ho so thv 1ST Phong Tu phap Vinh vien 

5 
Ho so phe duy't dm lanh ciao UBND 
huy'n (Gidy khai sinh (ban chinh); Trich 
lvc khai sinh (ban sao) va 01 Thong bao) 

Phong Tu.  phap Vinh vien 

6 
Van ban tra lei -\/' v* de nghi b6 tdc h6 so 
(neu co) 

Phong Tu.  phap Vinh vien 

7 
Van ban tra lei ve vic khong dii dieu kin 
(neu co) 

Phong Tu.  phap Vinh vien 

8 Ter trinh GU' a Phong Tu phap Phong Tu.  phap Vinh vien 
9 S6 clang Icf khai sinh Phong Tu phap Vinh vigil 

10 So cap ban sao trich 1pc 110 tich Phong Tu phap Vinh vien 

UY BAN NHAN DAN HUYtN 

3 



QUY TRiNH KIEM SOAT 
THU TUC: BANG Mr{ LAI KET HON CO YEU TO NU'O'C NGOAI 

I. THANH PHAN HO SO' (SO luvng hO so': 01 WO 

* Gray to' phiii xuat trinh 
1-k) chiL hoc chdng minh nhan dan ho-ac the can cu' •c cong dan hoc 

cac giay to khac c6 dan anh va thong tin ca nhan do ca quan c6 tham quyen 
cap, con gia tri sir dung de chdng minh ye nhan than cfia ca hai ben c6 yeu 
cau gang ky lai ket 

* Gitiy to• plied nOp 
- To khai clang V lai ket hon (theo mk). 

- Ban sao Gidy clatimg,nh4n k6t hOn duvc 	truot day. Neu khong c6 
ban sao Giay chi:mg nh4n ket hon thi nOp ban sao ho sa, giay to ca nhan  co 
cac thong tin lien quan den n(ii dung gang ky ke't hon. 

II. QUY TRiNH MEM SOAT 
Tiing thoi gian chuAn: 05 ngay lam v*. 

Truang hop phai c6 van ban xac minh thi thoi han giai quye't khong qua 
13 ngay lam vilec (khong tinh thei gian gdi van ban yeu cau xac minh va then 
gian giri van ban tra lei ket qua xac minh qua he thong buu chinh). 

STT 
BO ph4n 

thtyc hien chttin NOi dung cong vii c 
Thai gian TWA gian 

xac minh 

1 

, 
p  Bc)phan tie 

nhan he) so 
va. tra. ket 
qua cna 
huy'n 

Tip nh4n va xem xet thanh plaA.'n 116 
sa theo quy dinh. 
- Ne'u 1,16 sa chua dAy du: Huang dan
tructiep ye NT* bo tUc ho sa. 

Tip nh4n, gh,  i - Neu ho sa day 
so bien nh4n va lap so theo di5i, lap phie:u 

ki6m 	soat qua trinh, 	chuyen 	den 
Phong Tu.  phap. 

0,5 ngdy 

Phong Tix 
phap huyn 

(Chuyen 
vien thi W 

208 

Nh4n va kiem tra b0 ho so.  

- N6u h.6' so khong du dieu kin: 14 
van ban tra len ye yi& khong du dieu 
kin [1(6t qua]. 

_ N6u Wo so du di'L ki*I.: Thuc hi.'n 
soan to.  trinh, 02 Gidy chdng nhan ket 
hon (ban chinh), Trich lvc k6t hon 
(ban sao) theo yeu cau dm nguoi yeu 
cau va 01 Thong ba.o [ket qua]. 

Trinh Truong phong, Pho TruOng 

lam 	vi '&, 

03 	ngay 

k6 	tix 	thei 
diem nhan 
WO so.. 

Ne'u 	xac 
minh 	thi 
then 	han 
dugc keo 
dai 	them 

ngay 
lam 	viec 
(khong 
tinh 	thoi 
gian 	gild 
van 	ban 



Phong Tu 
phap huyen 
(Lanh dap 

phong) 

phong xem xet va phe duyet [ket qua]. 

Xem xet b(5 ho so va phe duyet To 
trinh [ket qua]. 

,: yeti 	cau 
xac 	minh 
va 	thoi 
gian 	gril 
van 	ban 
tra lai lc& 
qua 	xac 
n7inh 	qua 
h - 	thong 
bu'u 
chinh). 

3 

Van phong 
HOi &rig 
nhan dan - 

uy ban nhan 
dan huyen 

Trinh Chili.  tich ffy ban nhan dan 
huyen ky 02 Giay chdng nhan ket hon 
(ban chinh); Trich luc k6t hon (ban 

, 	' 	„ 	, 
sao) va 01 Thong bao. 01 	ngay 

lam 	v*, 
k6.,  tir 	thei 
diem  
Phong 	Tu 
phap 	trinh 
ho 	so. 

Lanh dao 
UBND 
huyen 

FlOi don g 
nhan dan - 

.0y ban nhan 

dan huyn 

Van phong
, 

1(3'T 02 Giay chdngnhan ket hon (ban 
chinh); Trich 1pc ket hon (ban sao) va 
01 Thong bao [ker t qua]. 

Chuy6n tra 02 Gidy chung nhan kt 
hon (ban chinh); Trich luc ket' 	hon 
(ban sao) va 01 Thong bao [ket qua] 
cho Phong Tu phap. 

4 

Phong Tu 
phap hu3*-1. 
(Van thu) 

Nhan 02 Giay chdng nhlan k6t hon 
(ban chinh); Trich lvc ket hon (ban 
sao) va 01 Thong bao [ket qua]. 

0,5 	ngay 
lam 	v*, 
1( .6 	tir 	tiled  
di6 nhan 
ket qua cua 
Van phong 
HDND 	- 
UBND 
huy@.i. 

Phong lir 
phap huy'n 

(Chuyen 
vien thu 15T) 

Cong chirc lam cong tac ht) tich ghi va 
4 vac) S6 clang 4 ket hon [k6t qua]. 
COng chdc lam cong tac h0 tich tra 
ket qua cho BO phan tiep nhan va tra 
k6t qua. 

5 

BO phan,  tierp 
nhan Flo s 
va tra ket 
qua cua 
huyn 

g,a 
Doi chi6u bien nhan, tra [ket qua] cho 
n troi dan va yeti cau k)'7.  nhan (ngu'eri 
di dang 4 hO tich kfi vao So clang 4 
kit hon va Sj theo d5i ho so). 

2 



HI. MIX MAU AP DUNG/ HO SO' LU'U TRU 

STT Ten bleu mfiu/ ho so• 
I 

No'i ltru tar chinh 
Thai gian 
lull Iiin 

hanh 
1 Giay tiep nhan va hen tra ho sa Phong Tu.  phap Vinh vien 
2 Phieu kiem sok qua trinh giai quyet ho sa Phong Tu.  phap Vinh vien 
3 So theo doi ho sa Phong Tu.  phap Vinh vien 
4 HO so thv 15/ z,  ------ -m '-,, Phong Tu.  phap Vinh vien 

5 

HO sa phe duyiet dia lanh dao UBI\ars'i,i, 
huye'n (02 Giay ch-Cmg nhan ket hon (bá 
chinh); Trich luc ket hon (ban 

	(bane; 
sao) 	a 0 

Thong bao)  

° R 
4 k- 

g 
vi , 0  

, o ng Tu.  phap 
1  

Vinh vien 

6 

...--. 

Van ban de nghi bo tile ho so (n6u co) 

s' 

Phong Tu.  phap Vinh vien 

7 
Van ban tra 1.6.i ve vi'c khong du. dieu 
kien (neu co) 

Ph6ng Tu.  phap Vinh vien 

8 To trinh dia PhOng Tu.  phap Phong Tu.  phap Vinh vien 
9 SO clang 1(3',  ket hon Phong Tu.  phap Vinh vien 

10 So cap ban sao trich lvc h0 tich. Phong Tu.  phap Vinh vien 

UY BAN NHAN DAN HUYttN 

3 



QUY TRiNH KIEM SOAT 
THU TUC: BANG 10:7  LAI KHAI CO YEU TO NUOC NGOAI 

I. THANH PHAN HO SO' (So luvng ho so': 01 blo) 
* iy to' phiii xulit trinh 
- Ho chieu hoc chUng minh nhan ddn ho-ac the can mot cong ddri hoac 

cac giacy to• khe.c c6 dan anh va thOng tin ca nhan do ca quan c6 thAm quyen 
cap, con gia tri su dung de chUng minh ve nhdn than cila nguei c6 yeu cdu 
clang ky lai khai dr. 

Tru?yng hop gui ho so qua he thong buu chinh thi phai gfri kern theo 
ban sao c6 chimg that gidy to neu tren. 

* Gilty to' h& nOp 
- To khai gang 1()'T lai khai to (theo mau). 
-, Ban sao Gidy chUng tn.  truck day dugc cap hop 	khong c6 ban 

sao Giay chUng tu' truck day dugc cap hgp le thi nlOp ban sao ho so, gidy to 
lien quan co nOt dung chimg minh su kien chat. 

- Van ban uy quyLl theo quy di.nh cua phdp 1u4't trong truong h9p fly 
quyen thgc hien clang ky lai khai td. Truong hgp nguoi dugc tiy,quyen Ong, 
ba, cha, me, con, vg, thong, anh, chi, em runt cua nguoi fly quyen,thi van ban 
uy quyen khong phai cong chUng, chung that, nhung phai c6 gidy to chUng 
minh rnoi quan he voi nguoi fly quyen. 

II. QUY TRINH KIEM SOAT 
Tong thoi gian chuAn: 05 ngay lam vilec. 
Trueng hop phai tien hanh xac minh thi thei flan 'thong qua 10 ngay 

lam v*. 

STT 
BO phlan 
thlic hihien NOi dung cong vilec 

Thai 
gian 

chuAn 

Thai 
gian xac 

minh 

1 

BO phlan 
tiep nhan 

11.6 so va tra 
kat qua dm 

huysri 

Tip nhlan va xem xet thanh phAn h6' so theo 
quy dinh. , 	• 	, 	

7, - Neu,  ho so chua day du: Huang dan trgc 
tiep ye v* bo tnc 116 so. , 
- Neu ho sa ,clay dU: Tiep nhan, ghi bien 
nhan va 1# so theo doi, 1.4p phieu kiem soat 
qua trinh, chuyen den Phong Tu phap. 

0,5 
ngay 

2 

Phong Tu 
phdp huyn 

(Chuyen 
thv 1)"7) 

Nh4n va ki6m tra b0 ho so.  
- Neu h6% so khong dil. di.'u kien: Lap van 
ban tra led v' v* khong du di'eu kin [kat

v
la

i11:c, qua] ,• 	, 
- Neu ho so.; du dieu kin: Thuc hilen sop to 
trinh, Trich lac khai dr (ban chinh); Trich 
lac khai to (ban sao) theo yeu cd.0 cil a nguoi 
yeu cd.0 va 01 Thong bao [ket qua]. 

uvien 

03 ngay 

k6 
tir

,
. thoi 

diein
n 	h h

o,• 
nhan 

• 
SO . 

Neu xac 
minh 	thi 
thoi han 
d .o.c keo 
dai them 
05 ngay 



Phong Tux 
phap huyen 
(Lanh dao 

phong) 

Trinh Truaeng phong, Pho Truong phong 
xem xet va phe duy't [ket qua]. 

lain vift.. 

Xem xet b0 ho so• va phe duyt To' trinh [1(6't 
qua]. 

3 

Van phong 
HOi (long 
nhan dan - 

Oy ban 
nhan dan 

huyen 

Trinh Chil tich Uy ban nhan dan huy@-1 ky 
Trich luc khai til• (ban chinh); Trich luc khai 
til.  (ban sao) va 01 Thong bao. 

01 ngay 
lam 
viec, ke 
tir thai 
diem 
Phong 
Tu• 
plaap 
trinh 118 
so. 

Lanh dao 
UBND 
huyen 

Ky Trich luc khai dr (ban chink); Trich luc 
khai tu• (ban sao) va 01 Thong bao [ket qua]. 

Van phong 
HOi long 
Ilan dan - 

n  fiy ban 
nhan dan 

huyen 

Chuyen tra. Trich luc khai tu.  (ban chink); 
• 

Trich lyc khai ti,i• (ban sao) va. 01 Thong bao 
[ket qua] cho Phong Tu• phap. 

4 

Phong Tu• 
phap huyen 
(Van thu) 

Nhan Trich luc khai di (ban chinh); Trich 
luc khai to (ban sao) va 01 Thong bao [1(6t 
qua]. 

0,5 
ngay 
lam 
vic, ke 
tir 	thai 
diem 
nhan 
ket qua 
cua 
Van 
ph6ng 
HDND 

UBND 
huyen. 

Phong Tux 
phap huyenvac. 

(Chuyen 
vien thy 1)",) 

Cong ,chirc lam cong tac h(5 tich ghi va. V 
SO dang lc ,  khai tit [ket qua]. Cong chic 

lam cong tac ho: tich tra lc& qua cho BO phan 
tiep nhan va tra ket qua. 

5 

BO ph'n 

116 so va tra 
lc& qua cila 

hu y@-1 

tiep nhan • Doi chieu bien nhan, 	[ket qua] cho ngtrei • ' 
dan va yeu cau Ic'Y nhan (ngu'oi di dang kf, dan 

• 
h ticht 

	

	19; vao SO clang kf) khai tic va SO theo 
• 

d5i ha so). 

2 



III. BIEU MAU AP DUNG/ HO SO' LIX TRIO' 

STT Ten bleu maul ho so• Noi lulu triir 
chink 

Thoi gian 
lull hien 

hilnh 
1 Giay tiep nhan \fa hen tra ho sa Phong Tu.  phap Vinh vien 
2 Phi& kiem sok qua trinh giai quyet ho sa Phong Tu.  phap Vinh vien 
3 So theo clOi ho so --- —.----, Phong Tu.  phap Vinh vien 
4 Ho sa thv 13", 	 '1 	' 9-1/,',,Phong ---,,,(tv  Tu.  phap Vinh vien 

5 
Ho so phe duyet cila lanh ciao UBND huie 
(Trich lgc khai til (ban chinh), Trich 	. 	'' , 
khai till'.  (ban sao) va 01 Thong bao)re'f 

on Tu.  phap 
z 

Vinh vien 

6 Van ban 6' nghi 1)6 tuc h15 so (neu co) 	4:...2:0 Phong Tu.  phap Vinh vigil 

7 Van ban tra lei ye vilec khong dudieu ki.n. 
(neu co) Phong Tu.  phap Vinh vien 

8 TO• trinh dm Phong Tu.  phap Phong TIT phap Vinh vien 
9 S6 gang 14 khai to Phong Tu' phap Vinh vien 

10 50 cap ban sao trIch luc N. tich. Phong Tu.  phap Vinh vien 

UY BAN NHAN DAN HUYki:N.  

3 



QUY TRiNH KIEM SOAT 
THU TUC: CAP BAN SAO TRiCH 1,-VC HO TICH 

I. THANH PHAN HO SO' (So luvng ho so': 01 4) 
* Giciy to• phai xulit trinh: 
- Ho chiL ho:ac chn:ng minh nhan dan hoc the can cuac cong dan hoc 

cac gia'y to• khac c6 dan anh va th8ng tin ca nhan do co quan c6 tham quyL 
cap, con gia tri sti• dung cue chimg minh ve nhan than dm nguei có yeu cau cap 
ban sao trichlw ho tich. 

Truemg hop gdi,ho so.  qua he thong buu chink thi phai gtri kern theo ban 
sao có chdng thuc giay to phai xuAt trinh neu tren. 

* Glib) to• phai nOp 

- TO.  khai cap ban sao trich lvc 110 tich (theo m".u) d6i vori truang hop 
nguai yeu cau là ca nhan. 

- Van ban yeu cau cap ban sao trichlw ho tich neu ro ly do trong trueng 
hop ngueyi yeu cau la ca quan, to chdc. 

- Van ban 	quyL theo quy dinh ctia phap lulat trong trueyng hop uy 
quyen tlauc hien yeu cau cap ban sao trich luc h tich. Truong hop nguai 
dugc uy quyen là 'Ong, ba, cha, rn., con, vg, chemg, anh, chi, em rut cUa 
nguei uy quyen thl van ban uy quyen khong phai cong chdng,chdng thgc, 
nhu'ng phai co giay to chting minh moi quan he voi nguei uy quy'en. 

II. QUY TRiNH KIEM SOAT 
TOng thoi gian chuAn: 

- Trong ngay 

- NO.)/ lam vi& tie) theo (n6u tiep nhan yeu cau sau 15 gib.). 

STT 
hien 

BO ph4n dive  NOI dung cong viec 
Thai gian t;,,  

chuan 

1 
13.:,' phlan tiep nhlan 
he) sa va tra ke't qua 

ctia huyn 

Tiep nhan va xem xet thanh phan WO so' 
theo quy dinh. 

Neu h6 so' chu:a clay cau: Huong clan trvc - 	., 
tiep rve v,ilec boyic h8 sa; 
- Neu ho so day cau: Tiep nhan, ghi bien 
nhlan va lap so theo di5i, 4 phieu ki.'m 
soot qua trinh, chuy6'n d6n PhOng Tu.  
phap. 

30 plult 

2 
Phong Tu phap 
huy'n (Chuyen 

vien thv Vi.) 

Nil:an va hem tra b0 ho so.  
- Neu ho so' khOng cau di'eu kin: 14p van 

.y. 	
• 

ban tra lei 	' vic khong du di'eu kin [ket 
qua]. 
- Neu ho so.  du dieu ki.'n: Thuc hi.'n sop, 

150 phut 



PlaOng Tu.  phap 
huy'n (Lanh ciaoXem 

phong) 

to.  trinh, 	ghi not dung Trich lgc 1-10 tich 
(ban sao) theo yeu cau cna ngu.?yi yeu cau 
cap ban sao trich lvc1116 tich [ket qua]. 
Trinh Truong phOng, Pho Truang phong 
xem xet va phe duyst. [ket qua]. 

• 
• 

xet b0 ho so va phe duyt. TO.  trinh 
[ket qua]. 

Van phong HOi 
dong nhan dan - 

-0-' y ban nhan dan 
huyen 

Trinh Chu tich Uy ban nhan dan huysrik)'T 
Trich We l-10 -Lich (ban sao). 

240 phut 3 
Lanh ciao UBND 

huyen 
Van phong 140i 
dl rig nhan dan - 
Uy ban nhan dan 

huy'ri 

Ky Trich luc ho tich (ban sao). 

Chuy6n tra. Trich 1pc 110 tich (ban sao) 
[kk qua] cho Ph6ng Tu phap. 

4 

Phong Tu.  phap 
huyen (Van thu) 
Phong Tu.  phap 
huysn (Chuyen 

vien thy VT) 

Nhan Trich 1-cic h0 tich (ban sao) [ket 
qua]. 

30 plant 
Cong chuc lam con g tac ho; tich tra k6t 
qua cho BO ph4n tiep nhan va tra ket qua. 

5 
BO phlan tiep thin 
ho so va tra ket qua 

dm huyen 

Doi chieu Men nhan, tra [ket qua] cho 
nguoi dan va yeu cA.0 k 	nhan \Tao So 
theo dbi ho so. 

30 phut 

III. BIEU MAU AP DUNG/ HO SO LUAU TRU' 

STT Ten bieu mau/ hO so' 
tr Ncei lulu 	ir ltru hien

chinh 

Thoi gian 

hanh 
1 Giay tiep nh4n va hen tra ho so.  PhOng Tu phap With vien 
2 PhiL ki6m soat qua trinh giai quy6t WO so.  Ph6ng Tu.  phap Vinh vien 
3 So theo do'i he) so.  Ph6ng Tu phap Vinh vien 
4 Ho so thv 1)'T PhOng Tu phap Vinh vien 

5 
Ho so phe du)* dia lanh dao UBND huy'n 
(Trich lyc

PhOng 
ho  tich (ban sao)) 

Tu.  phap Vinh vien 

6 Van ban & nghi b6 tac h6 so (neu có) PhOng Tu phap Vinh vien 

7 
Van .ban tra 16.i ve v* khong dudieu ki@-1 
(neu co) 

Phong Tu phap Vinh vien 

8 To trinh cna PhOng Tu. phap PhOng Tu phap Vinh vigil. 

2 



STT Ten Wen ma -7 	\,1' 
84`'\ -trr 

-0 \ chinh 
i lull No

hru 
Thoi gian 

hin 
Ithnh 

9 
• 1 

S6 cap ban sao trich ipc ha, :y. ic-o. 1 Pheng Tu phap Vinh vin 

UY BAN NHAN DAN HUYIfiN 

3 



QUY TRINH KILVI SOAT 
THU TUC: CAP BAN SAO TIT' SO GOC 

1. THANH PHAN 116 SO' (SO luvng ho so': 01 bO) 
Ngu*i yeu cau cap ban sao xuat trinh ban chinh hoac ban sao có chdng thgc, 

giAy chUng minh nhan dan hoac 	chiL con gia tri &Cr dung. 

IL QUY TRINH KIINE SOAT 
TOng thoi gian chutin: 
- Trong ngay 
- Ngay lam viec tiep theo (neu tiep nhan yeu cau sau 15 giey). 

S 
T 
T 

Bo Phan 
T 

Uwe hien 
Noi dung cong viec 

Thoi 
gian 

chuAn 

1t 

BO pN.n 
tiep nhan 

• 
ho, sa va tra 
ket qua 

Tiep nhan va xem xet thanh phan ho sa theo quy dinh. 

- Neu ho sa dm day da: 1-hrong dan trgc tie 	-\/.' viec 136 , 
i"  lc ho so'. 

- Ne'u ho sa day dd: Ti6p nhan phi6u yeu c'au, chuy6n 
chuyen vien thu VT. 

Trong 
ngay 
(n6u 

nhan sau 
15  gi6  

thi nhan 
ket qua 

vac) 
ngay 
tiep 

theo) 

2 
Phong TIT 
phap huyn 
(CVTL) 

N4'n va ki6m tra b0 ho sa 

- Neu ho so' khong du dieu kin: Lap van ban tra lot -‘, 
v* khong du dieu kiln [ket qua]. 

_ Neu ho so du diu kin: Thgc hin ki .e'm tra, ra sok sa' , 
Uwe hin cap ban sao [ket qua]. 

Trinh Trtrong phong, Pilo TrueYng phong xem xet va phe 
duyt [ke't qua]. 

3 

Phong Tu' 
phap huy@a 
(LDP) 

Phong Tu 
phap (CVTL) 

Xem xet va phe duyet [ket qua]. 

Dong dau,  [ket qua], chuyen cap nhat thong tin theo doi va 
chuyen [ket qua] den BO phan tiep n14n ho so• va tra ket qua. 

4 

BO phan 
tiep nhan 

• 
ho sa va. tra 
k6t qua  

D6i chi6u phi6u yeu cau, tra [ket qua] cho ngtrei dan. 

1/2 



III. BIEU MAU AP DVNG/ HO SO L'Ut TRAT 

STT Ten bicu mau/ ho so' No'i lull trill. chink 
TVA aian Itru 

hien hank 
1 

;1 	74-, 
Giay tip ni-Isn ya hp tra ho sa (nett • ( • .., • , Phong Tu.  phap 2 nam 

2 
Phieu kie m soat qua trinh giai quykt C.'6zo. 

• 
so' (neu-' 	co) 	 ‘ 	..,, k ir, • 

0 
) 

Phong Tu.  phap 2 Warn 

3 
Ban 	sao sao 	hop 	dOng, 	giao 	Bich 	a . •-I" 

:/c.° thong thgc. 	 -  0 
Phong Tu.  phap 2 Warn 

4 Van ban de nghi bo tuc ho sa (neu co) Phong Tu phap 2 Wain 

5 
Van ban tra lei ye vic khong dudieu 
ki'n (neu co) Phong Tu.  phap 2 nam 

UY BAN NHAN DAN HUYIjA 

2/2 



QUY TRiNIT MEM SOAT 
THU TUC: CHU'NG THVC BAN SAO TU' BAN CH1NHCAC GIAY TO, VAN BAN 
DO CO' QUAN, TO CHU'C CO THAM QUYEN CUA VIVI' NAM; CO QUAN, TO 

CHU'C CO THAMQUYEN CUA NU'O'C NGOAI; CO QUAN , TO CTIO'C CO 
THAM QUYEN CUA VIVT NAM LIEN KET VO'I CO QUAN, TO CIJO'C CO 

TIIAM QUYEN CUA NU'O'C NGOAI CAP HOAC CHUNG NIIAN 

I. TIIANH PHAN HO SO (Se; luvng ho so': 01 blo) 
- Ban chinh gidy to', van ban lam co' sO• de chi ng thgc ban sao. 
- Ban sao c'an chdng thgc. 
IL QUY TRiNH MEM SOAT 
TOng thoi gian chuAn: 
- Trong ngay;  
- 02 ngay (so luvng nhieu ban sao; n(ii dung gidy 	van ban phdc tap kilo 

kiem tra, doi chiL) 
- Co the dai ho'n theo thOa thulan bang van ban voi nguai yeu cau chdng thgc 

(s6 lu.o.ng nhiL bdn sao; not dung giAy to., van ban phdc tap kho kiLa tra, d6i chiL). 

STT 
BO phlin 
thtyc hien Ni)i dung cong viec 

a Thaiian I, 
chilli& So 
luvng Io'n 

1 

BO phian 

ho sa va tra 
k6t qua 

tiep nhan (Trtrang 

. 	. 
Tie') nhan va. xem xet thanh phan ho so' theo quy Binh. 

- . 	, 
- Neu ho so' chin day du: Huang dan true tiep ye v* bo 
tt:ic ho sa. 

- N6u 116 so' ay du: Tiezp nhan phi6u yeu cau chimg 
thgc, chuye'n chuyen viola thij b'T. 

Trong 	ngay 
lam 	yi'c 

hop 
nhieu 	loaf 
ban 	chinh 
giely to., 	van 
ban; 	ban 
chinh 	co 

..; nhieu trang,-,  
yeu cau so 
lugng nhieu 
ban sao;,  not 
dung giay 16., 
van 	ban 
phi`cc tap kho 
kiem tr a, dai 
chieu 	clugc 
keo dai them 
khong 	qua 
02 ngay lam 
vik hoc co.  
the dai hail 
theo 	thoa 
thuein 	bang 
van ban voi 
nguOi 	yeu 
cau 	cht'ing 
thvc) 

2 
PhOng Tu 
ha huyen 
(CVTL) 

Nhan va kiem tra bO ho so' 

- Neu ha so' khong du dieu kien: Lap Van ban tra lei 1,1 
viec khong du dieu kien [ket qua]. 

Neu Wo so' du dieu kien• Thuc h'''n don 	d'u - . - 	•, 	• 	hien 	g 	a 	(bao gam 
ca lai chirng), ghi vac) so Chimg thvc ban sao -lir ban 
chinh [ket qua]. 

Trinh Tmeyng phOng, Pho Trtrong phong xem xet vaphe 
duyet [ke't qua]. 

3 

Phong Tu. 
phap huyen 

(LDP) 

PhOng Tu.  
phop 

(CVTL) 

Xem xet va phe duyet [ket qua]. 

- • 	 ---------- ---- 

Dong d'Au [ket qua], chuyen cap nhat thong tin theo doi 
WI chuye'n [ket qua] den BO phan tiep nhan Wo so• va tra 
ket qua. 
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STT 
Bo phap 
thtyc hien Ntlii dung &lug vice chufm/ 

TWA gian aian 
, 

So 
luvng lo'n 

4 

I3t) phri 
tier) nNin 

116 so \id tra 
Ht. qua 

Do'i chier u phi 6u yOu cas u chung thgc, tra [1(6t qua] cho 
ngubi dan. 

III. BIEU MAU AP DUNG/ HO SO' LUX TRU' 

STT fen bleu maul ho so. 	•--- -----.. ' N e 4 
---'it/ 

-...` 

Noi lum trii• 
chink 

61, , 
VT, 

TWA gian 
lull hien 

hanh 

1 Gia.'y tiep nh4n ya hen tra ho so Wu co 	Ai png Tu' phap 2 nam 

2 
Phi6u kiem soat qua trinh giai quyet hQ 

. 	• 
W u  co) 

t' w  
P 'ong Tu.  phap 

o I ‘ 
2 nam 

3 SO chimg thvc ban sao tix ban chink 	1*',* -- 'hong Tu' phap Vinh vin 

4 Van ban de nghi b8 ti ic Flo so (neu c(5) Phong Tu' phap 2 nam 

5 
Van ban tra lei ye yisc khong du dieu kin 
(neu co) Phong Tu.  phap 2 nam 

UY BAN NHAN DAN IIUYtiN 

2/2 



QUY TRiNIT KIEM SORT 
THU TUC: CHU'NG THT1C 	10:7  CtTA. NGU'O'I DICH MA. NGU'OI -INCH 

LA CONG TAG VIEN DIGIT THU.:AT CtJA PHONG PHAP 

I. THANH PIIAN HO SO' (S6 Itayng ho sce:01 b0) 
- Ban dich 
- Giay to., van ban can dich. 
II. QUY TRiNH KItM SOAT 
Tting thoi gian chuiin 
- Trong ngay. 
- Ngay lam vic tip theo (n6u tiep nhan yeu cau sau 15 gio.). 
- Co the keo dai han theo thoa thulan bang van ban voi nguefi yeu cau chUng 

thgc. 

T 
Sph IN) 	iln thkre : 

hien
T 

b Mil dung cong vice 
Thoi 
gran 

chuAn 

1 

• BO phan tiep 
nhian ho so va 

• tra ket qua 

Tiep nhan va. xem xet thanh phAn 116 so theo quy dinh. 
- Neu ho sa chua day du: Huang dan true tie'pv viiec Neu ho , 
bo tUc ha sa. 	, 	, 	, 	, 
- Neu ho so.  day du: Tiep nh4n phieu yeu cau chUng 
thu'c,g 	chuyen chuyen vien thij1./. o 

Trong 	..,-i( 
ngay l' -5.' 

-t. 
vie.c( ne 
nil:an sau 
15 	gio.  

1 th 	tra  
ket 	qua 
va.o ngay , 
tiep theo 
hodc 	c6 
the

. 
	keo 

dai 	han 
theo th6a 
thu4n 
bang van 
ban 	voi 
nguoi 
yeu 	cau 

chtling 
thgc) 

2 
Phong Tu. 

phap huyn 
(CVTL) 

N114n va kiem tra 	ho sa 

- Neu hO so' khong dU dieu kin: Lap Van ban tra lei 
ve visc khong du dieu k*). [ket qua]. 

- Ne'ula'o so' d-6 di'eu kin: Thgc hien don 	au, ghi \Tao 
SO ChUng thuc did V ngtrei dich, danh (ghi) 16.i 
clidng chtIng thuc chir kS7 cua nguei dich ma nguZYi 
dich là cong tac vien dich thuat cUa Phong Tu.  phap 
[ket qua]. 

Trinh Truo.ng phong, Ph6 Trueng phong xem xet va 
phe duyst. [ket qua]. 

3 

Phong Tu. 
phap huyri 

(LDP) 
Xem xet va phe duyt [ket qua]. 

Phong Tu 
phap (CVTL) 

DOng dau [ket qua], chuyen cap nh4t thong tin theo 
doi va chuyL [1(6t qua] den BO ph4n ti6p nhan h6 sa 
va tra ket qua. 

4 
BOph4n tiep 
nhian ho so va 

tra ket qua 

Doi chieu phial yeu cau chUng thuc, tra [1(.6t qua] cho 
ngtrei dan. 
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III. BIEU MAU AP DUNG/ HO SO' LU'U TRU' 

STT Tim 1411 milli/ We, so.  No'i Itru tar chilli] 
TheYi aian lull t, 

hien himh 

1 
• 

Giay tiep nNin va hen tra ho so' (nerit, Phong Tu phap 2 nam 

2. 
Phieu kiem sok qua trinh giai quy's,', 

‘„ 
so.  (neu co) 	 14,,  

0  Phong Tu phap 2  nam 

3 
Giasy to., van ban du'o'c chUng thuc. 	

• --- 

	

- 	. 1(3'T nguoi dich 	
.. 

•i 

' 
) Phong Tu phap 02 nam 

So 	chtimg 	thu'c 	chil 	k 	nguei 	calq\ • 
(SCT/CKND)  

Phong Tu phap Vinh vien 

5 Van ban de nghi bo tilc hci so.  (n7,1 co) Phong Tu.  phap 2 nam 
Van ban tra lei ye visc khong du diL 
kien (n61,1 co) 

Phong Tu.  phap 2 nam 

UY BAN NHAN DAN HUYtA 
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QUY TRiNII MEM SOAT 
THU TUC: CHUNG THIIC CHU' TRONG CAC GIAY TO', VAN BAN 

(AP DUNG CHO CA TRU'O'NG HOP CHUNG THV'C DIEM CHI V.A. 
TRIAING HOP 	YEU CAU CHUNG THVC KHONG THE 

KHONG THE DIEM CHi DU'Q'C) 

I. THANH PIIAN HO SO (S6 luvng hO so': 01 bi)) 
- Ban chinh hoc ban sao có chdng thgc Giay chdng minh nhan dan hoc 

chieu con gia tri 	dung; 
- Giay tO., van ban ma minh se' 14/diem chi. Trueng hop chdng dux chfi l<3'T 

trong gidy to., van ban bang tieng nu& ngoai, neu nguoi thgc hien chdng thgc khong 
hieu ro not dung cii:a giay 	van ban thi có quye'n yeu cau ngtroi yeu cau chi:mg thgc 
nOp kern theo ban dich ra ti6ng Viet not dung cila gidy to., van ban do. Ban dich gidy 
to., van ban khong phai &Ong chdng hoc chdng thgc chir V ngtroi dich; nguoi yeu 
cau chdrm thirc phai chiu trach nhiem ye not dung cilia ban dich. 

QUY TRiN11 MEM SOAT 
Tong HIM gian chain: 
- Trong ngay 
- Ngay lam vies tiep theo (neu tiep nhlan yeu cau sau 15 gio.). 

STT 
Be) ph4n 
th us hii@i 

Nicii clung cong viiec 
Mei (Tian t?;, 

chuan 

1 

BO phlan tier p 
nh'0 h6 so 
va tra ket 

qua 

Tiep nhan va xem xet thanh plAn WO so theo quy 

dinh.  
- Neu ho so chu'a day du: Fluong dan trgc tiep .v' 
viec bo tiic 116 so'. 

- N&J h6 so day dU: Tip nhlan phiL yeu cau chdng 
thgc, chuy6n chuyen vien thg.1)"7. 

Trong 
ngay lam , 
vi* (neu 
nhlan sau 
15 gib.  thi 

tra ket 
qua vao 

ngay tiep 
theo) 

2 
PhOng Tu.  

phap huyen 
(CVTL) 

Nhan va kiem tra b'6 h'o' sa 

tra - Neu 116 so khong du dieu kin: La 	Van ban tra 
16i ve vi.'c khong dudieu kin [ket qua]. 

- Neu,  11.. so du dieu kien: Thi.ic hi*). gong dau, ghi 
va o s 	ChCrng thgc cha 1(3'7 trong cac giay to, van 
ban va danh (ghi) lei ch-dng chimg thvc chit 1.ci (ap 
dung cho ca truthig hop chirng thyr dini chi va 
trtrong hop ngu'd'i yeu cau chting thyv khong the 45, 
khong the diem chi th,rov) {ket qua]. 

Trinh Truong phOng, Pilo Truong phong xem xet 
va phe duy't [ket qua]. 	. 

3 
Ph6ng Tu' 

phap huyen 
(LDP) 

Xem xet va phe duyet [ket qua]. 
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STT 
DOphflin 
thtyc hin Noi dung tong viec 

Thai aian b 

chuiln 

Phong Tu 
phap huyn 

(CVTL) 

Dong ciAu [ke't qua], chuyeAn clap nh'at thong tin theo 
dai ya chuyen [ket qua] den BO plTiri tiep nhlan ho 
so ya tra ket qua. 

BO pl* tiep 
nh:an ho so 
\fa tra ket 

qua 

Doi chieu phieu yeti cau chimg thgc, tra [ket qua] 
cho ngu.o.i dan. 

.......... 
III. BittU MAU AP DUNG/ HO SO LU'U T 

STT 

,4- "q 

Ten bleu mau/ ho so' 

: t. 
tx . . z.,,w 

_ - /0  
--, 

-9  

' , 

Fhinh 
tru till 

TWA aian b 

lull W'n 
hknh 

1 
4-  

Giay tiep n4'n \fa hen tra 11'6 so (n6u co) 	• Plong Tu.  phap 2 nam 

2 Phieu kiem soat qua trinh giai quyet ho so 
(neu co) Phong Tu.  phap 2 nam 

3 Giay tom, van ban V hoc diem chi Phong Tu.  phap 2 nam 

4 So chimg thu'c chir 1<./, chimg thu'c diem chi 
(SCT/CK, DC) Phong Tu.  phap Vinh vig n 

5 Van ban de nghi bo tiic ho so (neu co) Phong Tu.  phap 2 nam 
Van ban tra lai ye Nqc khong du dieu kin 
(neu co) u.  phap 2 nam 

UY BAN NHAN DAN HUYtN 
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QUY TRiNII KIEM SOAT 
THU TUC: CHU'NG TFHIC CHU' KC?.  NGUbI DICH MA. NGU'en DICK 

KHONG PHAI LA LONG TAC VIEN ICH THUT 

I. THANH PHAN HO SO (SO' luvng ho so': 01 bii) 
- Ban chinh ho'ijc ban sao c6 chi:mg thgc Gidy ChUng minh nhan dan hoc 11'6 

chieu con gra tri 	dung; 
- Ban chInh hOc ban sao tix so goc, ban sao co chirng thuc bang cir nhan ngo4i 

ngg.  tro.  len ve thd tiCng nuac ngodi can dich hoc bang tot ngh4 dgi h9c tra len doi 
thd tieng nuoc ngodi call dich; trix trueng hap dich nhang ng8n 	khong ph8 

bien ma nguei dich khong c6 bang cu' nhan ngo4i ngii, bang tot nghieTp dai h9c 
nhu'ng th6ng thao ngon ngEr can dich, 

- Ban dich dinh kern giay to, van ban can dich. 
IL QUY TRIM! MEM SOAT 
T8ng thei gian 
- Trong ngdy. 
- Ngdy lam v* tiep theo (nL tip nhan yeu cau sau 15 gi&). 
- Co th6 keo ddi ho'n theo thoa thOn bang van ban voi nguei yeu cA.0 chUng 

thuc. 

T 
T 

13C) ph4n thtyc 
hin Niii dung cong vi4 

Thoi 
gian 

chuan 

1 
BO ph:an ti6p 
nhan ho so va 

tra ket qua 

Tie'p nh4n ya xem xet thanh ph'an h'6 so theo quy Binh. 

- Neu ho so' chua Ay du: Huang clan tivc tip -\Ts vic 
bo ttlIc ho so'. 

- Neu h'8 so day di:i: Tip nWn phi6u yeu c'au chi :mg 
thuc, chuyen chuyen vien thij 1ST. 

Trong 

nga.Y lam 
vic( neu 
nhan sau 
15 06.  
thi tra 
ket qua 
vao ngdy 

the . 	° 
hod c c6 - 
the keo 
clai ho'n 
theo thoa 
thuan 
bang van 
ban vai 
groi 

nA yeu cau 
chUng 
thuc) 

2 phap huy'ri 
CV 

Phong Tu. ti6o 

Nhlan va kiem tra 1)8 ho so 

- N6u h'6 so khong du di.'u kin: Lap Van ban tra 16.i 
ve v* khong du dieu kin [ke't qua]. 

- Neu ho so' du dieu ki@i: Thgc hi.'n &rig au, ghi \Tao 
So Chlang thgc chti.  14.  nguoi dich, danh (ghi) 10.i 
chirng ch-Cmg thgc chtt 1../ nguoi dich ma ngtrei dich 
khong khong phai là Ong tac vial cila Ph6ng Tu' phap [ke,t 
qua]. 

Trinh Truong ph6ng, Ph6 Truong phong xem xet va 
phe duyt [ket qua]. 

3 

Phong Tu' 
phap huy'n 

(LDP) 
Xern xet va phe duys.t [ke't qua]. 

Phong Tu. Dong dau [ket qua], chuyen cap nh4t thong tin theo 
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T 
T 

Bi) ph4n
•

tiny 
. 

hien 
N'cli dung cong vilec 

Thai 
gian ., 

chunn 

phap (CVTL) dpi va churen [1(61. qua] den 136 ph:an tiep nil:4'n ho so 
vet tra ket qua. 

4 
BO ph"0 tiep 

ni-in ho so \fa 
tra ket qua 

Doi chiL phiL yeu cA.0 chang thuc, -Ira [ket qua] cho 
noueyi dart. b 

III. BItU MAU AP DVNG/ HO SO LU'U TRU' 

STT 
------..„ 

Ten bleu maul ho so. 	1113.4t; 
r--1 3zt,.,' 

Noi Itru tar 
chinh

t, 

r, 

Thoi aian lull 
hi,e;n hank 

1 Giay tie 	nhldn va hp tra 116 so.  (ne'24 cc* 
• • 

* ?mg Tu.  phap 2 nam 

2 
Phial kiem sok qua trinh giai quyet 	̂ zi, 

. 	--P.,. (neu co) 	 • 	, - 
, - 
/ 	- / , 

, 
ong Tu.  phap 2 nam 

3 
Giay to, van ban duvc chi:mg thgc clfr,4) 
nguai dich 

c'',- 
Phong Tu phap 2 nam 

4 
SO 	chUng 	thuc 	chti' 	kS/ 	ngtthi 	dick 
(SCT/CKND) 

Phong Tu.  phap Vinh vien 

5 Van ban de nghi 136 tlic ho so.  (neu co) Phong Tu.  phap 2 nam 

6 
Van ban -Ira leyi ve viec khong dl i:t dreu kin 
(neu co) 

Phong Tu phap 2 nam 

UY BAN NHAN DAN HUY01 
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QUY TRiNH KIEM SOAT 
THU TUC: CHI NG THU'C FICIP BONG , GIAO DICH LIEN QUAN BEN 

TAI SAN LA BONG SAN 

I. THANII PHAN HO SO' (So luvng leo so': 01 1310 
- Du thao hop (tong, giao dich. 
- Ban sao Giay chdng minh nhan dan hoc HO chiL con gia tri sir dung cila 

nguai yeu cau chimg thuc (xuAt trinh kern theo ban chinh de doi chieu). 
-,Ban sao gia'y chirng n4n quyen so• hCru, quye'n 	dung hoc ban sao giay to 

thay the dugc phap lu:at quy dinh doi 	san ma phap luat quy dinh phai clang 14 
quyen hau, quyen 4Ing trong truopghop hop &mg, giao dich lien quan den tai 
san do (xuat trinh kern theo ban chinh de doi chieu). 

II. QUY TRiNII DIEM SOAT 

T6ng 	gian 

- Khong qua 02 (hai) ngay lam viec, ke tir ngay nhan du ho so yeu cau chdng 
thu'c 

- Co the keo dai han theo thoa thulan bang van ban voi nguoi yeu cau chdng 
thu'c. 

STT 
ty  thc hin 

Boplan x Niii clung ding vie c 
DIM gian 

A 
chuan/ So 
luvng lo.n 

1 
BO ph4n tip 
nhan hO so 

va tra ket qua 

Tiep nhan va xcm xet thanh phan Wo so 
theo quy dinh. 

- N6u h'6 so chua day du: Huang an true 
• • 

tiep
,
ve vi& bo t6c h8  so.  

- Neu ho so cia'y dil: Tiep nhlan phieu yeu 
cau chdng thgc, chuyL chuyen vien thv 1)'/.. 

Khong qua 02 
(hai) ngay lam,  
v* 	(Có 	the 
keo 	dai 	hail 
theo thda thu'dn 
bang van ban 
, voi ngu'oi yeu 

thur) 

2 
Phong Tu. 

phap huy'n 
(CVTL) 

Cul,/ 	thong
giao 

Nh:an va ki6m tra b0 116' so 

- N6u 116 so khong dpi di'eu kin: Lap van 
ban tra Led v.&' vi& khong dil (lieuki.19'n [k6t 
qua]. 

- N6u 116 sa da di'eu ki.'n.: Thuc hin ghi 
vao S6 chdng thgc hop gong, giao dich; 
danh (ghi) lei cladng chdng thuc hgp thg, '5n 

dich lien quan den tai san la (lOng san 
[ket qua]. 

Trinh Truang phong, Ph6 Truang phong 
xern xet va phe duy't [k6t qua]. 

3 
PhOng Tu 
phap huysn 
(LDP) 

Xem xet va phe du3* [k6t qua]. 

1/2 



STT 
BO ph4'n 
dive hien 

Mil dung tong vice 
Thai 6oian 
chain/ S8 
I uvng 1 o'n 

Phong Tu 
phap (CVTL) 

Dong dau [ket qua], chuyen cap nheat thong 
tin thco cloi ya chuyen [ket qua] den BO 
ph;an tiep nWn ho so' va. tra ket qua. 

4 
BO ph:an tiep 
nNia ho sa 

• 
ya tra. ket qua 

Doi chiL phiL y8u cau chu'ng thgc, tra 
• 

[ket qua] cho nguo'i dan. 

III. BIEU MAU AP DUNG/ HO S0'..1  

STT Ten bicu maul ho so' Ì' 
' 0i; 

- 

Inv trir chinh 
/ _.z. 

o Meiian Itru b 

WO harsh 

1 
• 4, 

Giasy tiep nl 	WI hen h9n tra 11'6 so (nett  co- 
,1 

0 hong Tu.  phap 2 nam 

2 
Phial ki6m soat qua trinh giai quy4.--1:e 
so (nett co) 

Phong Tu.  phap 2 nam 

3 
H9p d6'ng, giao Bich lien quan den tai 
san la gong san  du.o.c cht'mg that 

Phong Tu phap 20 nam 

4 Van ban de nghl bo dic ho so (ne'ti co) Phong Tu phap 2 nam 

5 
Van ban -Ira. lei ye yi4 khong du dieu 
kien (nett co) 

Phong Tu phap 2 nam 

UY BAN NHAN DAN HUYIN 
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QUY MINH MEM SOAT 
THU TUC: CHU'NG TIIVC VAN BAN THOA THUAN PHAN CHIA DI SAN 

MA DI SAN LA BONG SAN 

I. TIIANH PHAN HO SO (S6 luvng h6 so': 01 4) 
- thao van ban thoa thu4n phan chia di san; 
- Ban,  sao Gia'y chang minh nhan dan hoc 	chi6u con gia 	dung cfia 

ngtreyi yeu cau chdng thgc (xua't trinh kern theo ban chinh de doi chieu); 
- Ban sao giay chdng nhia.n quyen hCru, quye'n sir dung ho:dc ban sao giay to 

thay the ducec phap lu:at quy dinh d6i vai tai san ma phap luat quy dinh phai gang k)"/ 
quyen sae hau, quyen sd dung trong truenghcp hgp gong, giao dich lien quan den tai 
san do (xuat trinh kern theo ban chinh de doi chieu). 

II. QUY 	DIEM SOAT 
. Tong thin gum chuan: 

- KhOng qua 02 (hai) ngay lam vi&, 1(6 tir ngay nh4'n du ho so yeu cAu chdng 
thuc 

- Co th6 keo dai han theo thoa thulan bang van ban voi ngtrei yeu c'au chimg 
thgc. 

S 
T 
T 

B() ph/4n 
thtyc hi'c:n Niii dung tong viec 

ThiM 
oian b 

chuAn/ 
A So lulyng 

lo'n 

1 

BO phan 
tiep nh'jn • 

ho so va tra 
ket qua 

Tiep nhlan va xem xet thanh phAn 116\  so theo quy dinh. 

- Neu ho so' chua day du: Huang dan trgc tie 	-\e' vi'& b6 
ttlic hos so. 

- Neu ho sa dAy du: Tip nhlan phie'u yeu cAu chdng thgc, 
chuyen chuyen vien thv l3'e. 

Khong 
qua 02 
(hai) 

ngay lam 
vic (Co 

, the keo 
clai han 

theo thoa 
thuan  

bang van 
ban voi 

ngu'a! 
yeu cau 
chz,ng 
Myr) 

2 
Phong Tu 

phap huyen 
(CVTL) 

Nh:an va kiem tra b0 he) so.  

- Neu ho sa khOng dudi'eu kien: Lap van ban tra lei v" 
vi'c khong dd di'eu kien [k6t qua]. 

- Ne'u Wo sa du die'ku kien: Thgc hien danh (gill) lei chimg 
chUng tlatrc van ban thoa thuan phan chia di san ma di 
san la Ong san [ket qua]. 

Trinh Truang phon.g, Pha Truang phong xem xet va phe 
duye't [ket qua]. 

3 
Phong Ttr 

phap huyen 
(LDP) 

Xem xet va phe duyet [ket qua]. 

1/2 



S 
T 

thtyc hien
T 

Bo phan x 
Noi dung cone  viec 

Thoi 
gian 

chuan/ 
SO Iuvng 

1(5.n 

Phong Tu.  
phap 

(CVTL) 

Dong dau [ket qua], chuye'n Op nNt thong tin theo doi 
va chuyL [lc& qua] 6n BO pNn tiep nh41 ho so va tra 
ke't qua. 

4 

BO phan 
tiep nNn 
• 

ho so va tra 
Doi chie'u phial yeti cau chung thgc, tra. [lc& qua] cho 
ngu.oi dan. 	 — 

ket qua ciN 8,4 - 	 u 

III. BIEU MAU AP DUNG/ HO SO LU' 
CD T " 

STT 
., 	". 	. 	- 	41 

Ten bleu mfiu/ ho sor 	
;:,... ' 	- 

- 	II. 

.z. 	cii lull trii.  
o , 

chinh 
Thai (Tian tun t, 

hien hanh 
1 Giay tiep ni-On va hen tra ho so (n"Ju co,  m  Phong Tu.  phap 2 nam 

2 
Phieu kiem soot qua trinh giai quyet ho so 
(neu co) 

Phong Tu.  phap 2 nam 

3 
Van ban tlaoa thOn phan chia di san duvc 
chdng thgc 

Phong Tu.  phap 20 nam 

4 Van ban denghi bo-----‘the WO so (neu co) Phong Tu.  phap 2 nam 

5 
Van ban tra lei ye v* khOng du dieu ki.'n 
(neu co) 

Phong Tu.  phap 2 nam 

UY BAN NHAN DAN HUYEN 

2/2 



QUY TRINH KIEM SOAT 
THU TUC: CH1J'NG THU'C VAN BAN KHAI NH :AN DI SAN M.A. DI SAN L.A. 

SONG SAN 

I. THANII MILAN HO SO' (S6 luvng ho so': 01 be..)) 

- Du thao van ban khai 11114'n di san. 

- Ban,  sao Giay chimg minh nhan clan hoac 	chieu con gia tri 	dung cua 
nguai yeu cau chUng thud (xuat trinh kern theo ban chinh de doi chieu). 

- Ban sao giay chUng nhan quyen se.  hau, quy'en dung hoac ban sao giay 
thay the dugc phaps lu4t quy dinh doi voei tai san ma phap luat quy dinh phai clang k)rf 
quyen so• hitu, quyen su dung trong truing hgp van ban khai nhan di san lien quan 
den tai san do (xuat trinh kern theo ban chinh de doi chieu). 

II. QUY 	KIEM SOAT 
TOng thei gian 

- Khong qua 02 (hai) ngay lam v*, ke tix ngay nhan du ho so yeu cau chtimg 
thud 

- Co th6 keo dai hurl theo thoa thu4n Wang van ban voi ngtrei yeu cA.0 chUng 
thud. 

T 

(;) pPhan
T 	

B 
 

thud hien N'cli dung ding vi0 
Thei gian 
chuiin/SO 
luvng lo.n 

1 

Boph4n 
tie'p nh4n 
116 • so va tra 
ket qua 

Tip nhan va xem xet thanh phan ho so theo quy 
dinh. 

- N6u h'6 so chua dAy du: Huong an trod tit6p .v. ' 
v* bo tnc ho so. 

- Ne'u h6 so day du: Tip nh4n phiL yeu cA.0 chiing 
thud, chuyen chuyen vier). thvb'f. 

Kong 
qua 02 

(hai) ngay 
lam vi.ic 
(Co the 
keo dai 

han theo 
thoa thuan 
bang van 
ban vii 

nguai yeu 
cau chimg 

du 

2 
Phong Tu 
phap huyen 
(CVTL) 

Nh4n va kiem tra bOho so 

- Ne'u h'6 so khong du diL kin: 14 van ban tra leyi 
ve v* khong du dieu kin [ket qua]. 

- Neil ho so du clieu ki*i: Thud hien dank (ghi) lei 
chung chimg th-gc van ban khai nhan di san ma di san 
IA ding san [ket qua]. 

Trinh Truthig phong, PhO Truing phong xern xet va 
plae duyet [ket qua]. 

3  

Phong Tu 
phap hu)*1 
(LDP) 

x) 
 

Xern xet va phe du)* [ke't qua]. 

Phong Tu Dong da'n [kect qua], chuy'L cap nhat thOng tin theo 
I/2 



S 
T 
T 

BO ph4n 
thtic hin 

Noi dung cong vice 
Mei gian 

A 	A chuan/So 
luvng lo'n 

phap 
(CV11.,) 

doi v5 chuyen [ket qua] den BO ph;an tiep nh:an Flo sa 
va tra ket qua. 

BO ph:an 
tiep nhan 
ho sa va tra 
ket qua 

Doi chieu phial yell au chung that, tra [kh qua] 
cho ngtroi dan. 

III. BIEU MAU AP DUNG/ HO L 

STT 
4,,..p, 

Ten bie'u tau/ hoso. 	. 
1, ® i lu'u tar chink 

TWA (Tian lum ID 

hien hanh 

1  Gidy tip nhian va hen tra he) sa (neu c6 -e's /a 
o 

hong Tu• phap 2 nam 

2 
, 	

• 1 	c- Phial kiem sok qua. trinh giai quyet 
o ,- 

so (neu co) 	 tf,-,----- 
, c7 	, 

Phong Tu . phap 2 nam 

Van ban khai nhian di san ma di san là 
Qng san 

Phong Tir phap 2 nam 

4 Van ban de nghi bo tac h6 sa (n& co) Phong Tu• phap 2 nam 

5 
;, 	.,, Van ban tra lei ye vi9c khOng dil dieu 

ki'n (neu co) 
Phong Tu• phap 2 nam 

UY BAN NHAN DAN HUYEN 

2/2 



QUY TRINH KIEM SOAT 
THU TUC: CHU'NG 	VIEC SeA DOI, BO SUNG, HUY BO 

BONG, GIAO BICH 

I. THANI-1 PIIAN HO SO' (S6 luvng hO so.: 01 bi)),  
- Ban sao Gia'y chung minh nhan dan hoac 	chieu con 	tri 	dung cua ,  

nguai yeu cau,chdng thdc (xuat trinh ban chinh de doi chieu). 
- Flop &rig, giao dich da dugc chdng -awe. 
- Du did° hop clang, giao dich sda doi, 1)6 sung, hny 1)6 hop dong, giao dich da 

duvc chung thdc. 
- Trong trueng h.gp not dung sda d6i,,bo sung c6 	quan den tai san thi 

ngdoi yeu cau chung thgc phai n'cip ban sao gidy chdng nhan guyen hfru, guyen sd 
dung hoac ban sao giay thay the duvc phap luat quy dinh doi 	tai san ma phap 
lulat quy dinh phai clang k guyen so' huu, guyen 	dung (xua't trinh ban chinh de doi 
chieu). 

II. QUY 	KIEM SOAT 
Tong thefi gian chuAn: 
- Trong ngdy. 
- Ngay lam viec tiep theo (neu tiep nhan yeu c'au sau 15 gi6). 

S 
T 
T 

Bi) ph4n 
thwc 
hi'0 

N'cli dung cong vi'ec 
Thoi 
gian 

chufin 

1 

BO phan 
tiep nh4n 
ho sa va 
tra ket 

qua 

Tiep nhan va xem xet thanh ph.n. WO' so.  theo quy dinh. 

- Neu 1113 so' chtra day du: Huang an trdc tiep v'e vi.e'c 13,.6 
tiic ho sa. 

- Neu 1-DS' so.  Ay dil: Tip nhan phieu yeu cAu chung thgc, 
chuyen chuyen vien thv 1ST. 

Trong 
ngdy (niu 
nhan sau 
15 gid• thi 
nndn nhan kit 
qua vao 

nga y tiep 
theo) 

ZI 
.4 1  
T; 

2 
2  

Phong 
phap 

hu3*-1 
(CVTL) 

Nhian va ki6m tra b0 h6 sa 

- 1\1.6'u 1-1('5 so' khong du diL kiln: 14 van ban tra lei v. ' v* 
khong du di'eu kin [k6t qua]. 

1 	 7 

- Neu ho sa du dieu kiln: Thgc hien doi chieu So chung 
thu:c la. o.p dong, giao dich,  da. duvc chdng thvc; than muu 

,: 
van ban cITCmg thgc sfra doi, bo sung, Hy 13.6 hgp dong, giao 
dich [ket qua]. 

Trinh Truong phong, PhO TruOng phOng xem xet va phe 
duyst [ket qua]. 

3 

PhOng 
Tu phap 
huyn 
(LDP) 

Xem xet va phe duy4 [ket qua]. 

Ph6ng Dong dAu [k& qua], chuOn cap nhat thong tin theo doi va 
1/2 



S 
T 
T 

Bo phijn 
th tic 
hi0 

Nioi dung &Ong vic 
Thai 
gian 

chutin 

Tu• phap 
(CVTL) 

chuyen IV& qua] den BO pNn tiep nh;an ha sa va tra ket 
qua. 

4 

BO ph:an 
tiep nh'0 
hos so' ,  
tra ket 

qua 

• • 
Doi chiou phi6u yeu eau chdng tht.re, tra [kAt qua] cho 

-1 	. i gu.6.i 

III. BIEU MAU AP DUNG/ HO SO' LU'U TRU' 

STT 
1 84u 

Ten bicu maul ho so. 	.......„40 ' 	No'i 'um till 
\ 	chink 

Thai gian lull 
hien hank 

1 neu co Gia'y tie'p nhijn va hen tra ho sa (nett co ),Ii 	'\ 
, 
ng Tu.  phap 2 nam 

2 
Phieu kiem soat qua trinh giai quyet ho 
(neu co) 	 ,;:iii14, 

/  
 ong Tu• phap 2 nam 

3 
H9p gong, giao dich duve sda doi, bo S1:141 

huy bo 
• '

Phong Tu phap 2 nam 

4 
So 	chang 	thu'c 	Flop 	&rig, 	giao 	dich 
(SCT/HD, GD) 

Ph6ng Ttr phap Vinh viers 

5 Van ban de nghi bo tile ho sa (neu co) Phong Tu' phap 2 nam 

6 
Van ban tra 16i ve vie khong du dieu ki.ri 
(neu co) 

Phong Tu.  phap 2 nam 

-6Y BAN NHAN DAN HUYtN 
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QUY TRINH KItIVI SOAT 
THU TUC: SU'A LOI SAI SOT TRONG HQ'P BONG, CIAO RICH 

I. THANH PI I AN H6 SO (So luvng ho so': 01 b0) 

- Ban sao Gia'y chdng minh nhan dan holac 	chieu 	gia tri 	dyng cua ,  
ngu&i yeu cau chang thirc (xuat trinh ban chinh de d6i chieu). 

- Van ban thOa thOn ye \Tilde sura loi sai sot trong hop &rig, giao dich c a dugc 
chdng thvc. 

- Hop dong, giao dich d'd dugc chimg thvc. 
- Ban sao giay chimg nh4n quyen 	quyen si:r dung hoc ban sao giay to 

thay th6 dugc phap 141: quy dinh d6i 	tai san ma phap 114t quy chinh phai clang 1(.3",  
quyen hau, quyen si:r dung trong truang hop hop dOng, giao dich lien quan den tai 
san dO (xuAt trinh ban chinh de (216i. chieu). 

H. QUY TRiNll MEM SOAT 

TOng thei gian 
- Trong ngay. 

S 
T 
T 

BOph4n 
thcrc hien x 

MCA dung ding vice 
Thai 
gian 

chuan 

BO phap tiep 
nhan hoso 
va tra ket 
qua 

Tip nh4n va xem xet thanh pl3A'n he, so theo quy chinh. 

_ Neu ho so' chua day du: Huang dan true tie p .y .' viec b6 
tuc ho so. 

- N6u ho so day cau: Tie'p nh4n phi6u yeu cau, chuyen 
chuyen vien thy 13'7. 

46 

, 

Trong 
ngay 
(neu 

sau  15 
giey till 
nhan 

ket qua 
vao 
ngay 
tiep 

2 phap huyen 
(CVTL) 

Phong Tu nhan 

Nh4n va ki6m tra b0 Wo so 

- Ne'u ho so khOng du di&I ki.'n: L4p van ban tra lei v'e 
vie:c khong cau &ell Wn [ket qua]. 

- Neu ho so cauchieu kin: Thvc hien d6i chieu S6 chtimg 
thvc hop dOng, giao dich dal dugc chung thvc, tham muu 
van ban sdal8i sai sot trong hop ci6ng, giao dich [ke't qua]. 

Trinh Truang phong, PhO Truang phong xem xet va phe 
duyet [ket qua]. 

3 

phap huyn 
Phong Ttr theo) 

(LDP)  
Xem xet va phe du3* [ke't qua]. 

PhOng Ttr 
phap 
(CVTL) 

DOng dL [k& qua], chuy6n cap nhiat thOng tin theo dOi va 
chuyen [ket qua] den BO ph4.'n tiep nh4n h6 so' va tra ket 
qua. 

- Ngay lam viec tiep theo (n6u tiep nh4n yeu cau sau 15 giey). 

1/2 



S 
T 
T 

Bo phi.in 
thterc hien 

• 
Noi dung cling vie;c 

Thoi 
gian 

chuln 

4 

Bo phian tip 
nhb. ho so.  
va tra ket 
qua 

Doi chieu phieu yeu cau, tra. [ket qua] cho nguoi dan. 

III. BIEU MAU AP DUNG/ HO SO LU'U TRU 

STT Ten bieu mAu/ ho scf 	Ni 6 
_ 

Noi lum trir 
- 	chinh , 

TWA gian Itru 
hien hanh 

1 Giasy tiep phan va hen 111116 so. (neu co) 10 i g Tu.  phap 2 nam 

2 
Phi6u kiem soat qua trinh giai quy6t ho sco.,. 
(neu co) 	 . 

,..., 
-#t'" kg 

/ 
g Tu.  phap 2 nam 

3 Hp gong giao dich su.a loi sai sot 	.. 
.-

!: 	n ing Tu.  phap - 2 nam 

4 
So 	chUng 	thgc 	hop 	gong, 	giao 	dich-x 
(SCT/HD, GTE) 

Phong Tu.  phap Vinh vien 

5 Van ban de nghi bo toe ho sa (neu co) Phong Tu phap 2 nam 

6 
Van ban tra Ryi ve vic khong du dieu ki.'n 
(neu co) 

Phong Tu phap 2 nam 

UY BAN NHAN DAN HUYIN 
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QUY TRINH KIEM SOAT 
THU TUC: CAP BAN SAO CO CHUNG THVC It' BAN CHiNH HOP 

BONG, CIAO DICH BA DUVC CHU'NG THVC 

1. THANE PlIAN HO SO' (s6 iuvng hO so.: 01 4) 
NgLrai yeu cau cap ban sao xuAt trinh ban chinh ho;dc ban sao có chUng thgc 

Giay ch6Tig rninh nhan dan hoc Ho chieu con gia tri sir dung. 

II. QUY TRiN11 KIEM SOAT 
Tong thoi gian chuan: 
- Trong ngay 
- Ngay lam vic tiep theo (neu tiep nhlan yeu cau sau 15 gi&). 

S 
T 
T 

Bo Phan 
tirtyc hien 

NOI dung cong viec 
Thai 
gian 

chua x n 

1 

B() phian 
tiep nh4'n 
ho so' va tra 
ket qua 

Tip nhan va xem xet thanh ph'an ho so theo quy dinh. 

- Neu ho sa dm. day du: Huang an trgc tiep v'e viec 13,6 
ti. 	t lc he) sa. 

- N6u ho so' day du: Ti6p nh4n phi6u yeu cau, chuy& 
chuyen vien thu 15T. 

Trong 
ngay 
(ne'u 

nhang 	sau 
15gio• 

thi,  nh'n 
ket qua 

vao 
ngay 
tiep 

theo) 

2 
Phong Tu. 
phap hu3*1 
(CVTL) 

Nhian va kiem tra bc) ho so' 

- N6u 116' so khong dpi di'eu ki.'n: L'4 van ban -Ira lai v'e 
vi'& khang du dieu kin [1c6t qua]. 

- N6u 11,15 so' du diL kibl: Thgc hin d6i chieu ban chinh 
hoc ban sao có chimg thgc, tham mull van ban chirng thge 
ban sao it).  ban chinh ho gong, giao dich da duvc chum 	thgc 
[ket qua]. 

Trinh Truang phong, Pho Truomg phong xem xet va phe 
duy't [ket qua]. 

3 

Phong Tu 
phap huyien 
(LDP) 

Xem xet va phe duy't [kert qua]. 

Phong Tu 
phap (CVTL) 

Dong clAur  [ket qua], chuyen cap nhat thong tin theo ai va 
chuyen [ket qua] den BO phan tiep nhan ho so va tra ket qua. 

4 

BO phlan 
tiep nhan 
• . ho so va tra 

ke't qua 

D6i chi6u phi6u yeu cau, tra [lc& qua] cho ngu.efi dan. 

1/2 



BIEU MAU Al) DUNG/ HO SO LU'U TRU' 

STT Ten bii.'"u maul he, so' Noi lu-u til. chinh 
Thoi gran lu-u t-, 

hien hiinh 
1 

t 34, 
"-----77- 	1 ^ 	hent -' ho 	

, 
au tiep n -Ian vii 	la 	so (neu co-,,,,e  hong Tu phap 2 nam 

2 
Phieu kiem soat qua trinh gial quyet * • M. . 
so.  (neu co) 	 -0,1  

n  it, 	. 
,0 „ 
- 	' , j 

ong Tu.  phap 2 nam 

3 
Ban sao hop d6'ng, giao dich du.9.0' 
chimg thg.c. 	 , • "c)  , 	 , 

,---i/c,1? 
.z..  

ong Tu phap 2 Warn 

4 Van ban de ne,hi bo tac ho so (niu co) 	2-1-----  Phong Tu phap 2 nam 

5 
Van ban tra leyi .\/' v* khong dudie' u 
kin Wu co) Phong Tu phap 2 nam 

UY BAN NHAN DAN IILTYt'N 
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QIJY TRiNII 	SOAT 
THU TUC: CONG NHAN BAO CAO VIEN PHAP LOT 

1. THANII PHAN HO SO (S6 lugng ho so': 01 130) 
- COng Van de nghi cong nhlan bao cao vien phap lulat cUa co quan, to chuc. 
- Danh sach trich ngang nguoi dugc de nghi cong nl- 0 bElo cao vien phap 

QUY TRINH KILN/ SOAT 
Tong thoi gian chuan: 05 ngay lam y*. 

ST BO  phan. 
Ilia T 

Noi dug cong vi(ic 
time 

Thai aian b 
chuan 

1 
Phong TIT phap (Phu 

trach Van thu) 

TAD nhjn va xem xet thanh phAn 
ho so' theo quy dinh. 
- N6u ho sa chua day du: Fluong 
an trtic tie)) hO.c 116p van ban tra lei 
v'e viec 1)6 tilic 1-1)s sa. 

- N6u 116 so.  day dfi. Tip nh4n ya 
kip 	phieu 	kiem 	soil 	qua 	trinh, 
chuyen chuyen vien thp 13'T. 

	

0, 	ngy  5 	d 

2 

Phong Tu.  phap 
(Chuyen \Tien thy 1T) 

Nh4n va kiem tra b0 he) so.  

- N6u 116 sa khong du dieu kin: 
1.4.p Van ban tra lei ye v* khong 
du dieu kin [ket qua]. 
- Neu he) sa du dieu kilen: Soan To.  
trinh, than muu UBND huyn 
Quyet dinh cong nh4n bao cao vien 
phap 11* [ket qua]. 
Trinh Truong phong, Pho Truong 
phong xem xet va phe duy4 Tey 
trinh [ket qua] . 2 ngay 

Phong 	Tu' 	phap 
huyn 	(Lank 	dao 
phong) 

Xem xet b0 ho sa va phe duy4 Te( 
trinh [ket qua]. 

Dong dau TO.  trinh, chuyen ho sa 
trinh UBND huy'n V Quyet dinh 
cong nhan bao cao vien phap 14t 
[ket qua]. 

Phong Tu.  phap (Phu 
trach Van thu) 

3 
Van 	phong 	HOi 
dong nhan dan - Uy 
ban nhan dan huy'n 

Trinh ChU tich Oy ban nhan dan 
huyen l4 Quy6t dinh cong nhlan 
bao cao vien phap 1u4t. 



Lanh 	dLjo 	UBND 
huyen 

IK ,  Quye't dinh cong nh4n bac, cao 
vien phap lqt [ket qua]. 

2 ngay Van 	phong 	I-I0i 
dOng nhan dan - U 
ban nhan dan huyen 

'Jong dan Quyet dinh cong nhan 
6.-

y 	
b o cao vien phap 14t [ket qua], 
chuyen Phong Tu.  phap cap nhlat 
thong tin theo doi. 

4 
Phong Tu.  phap (Phu 

track Van thu) 

ID6i chiL Cong van, danh sach de 
nghi cong nNin bao cao vien phap 
lulat cua co' quan, to chirc chuyen 

• 
Quyet dinh cold nhan bao cao vien 
phap 1.* [lc& trith 	o co quan, to 
claim, ca nhan 	song Quyet .c. 
dinh. 	A 

0,5 ngay 

III. BIEU M AU AP DUNG/ HO SO LUIET,- 

STT 
les 

Ten bieu mfiu/ ho so 
914' • sod him tar 

chink 
Thoi gian lull 

WO hank 

1 Giay tie 	nhlan va hen tra ho so.  Phong Tu.  phap 
Theo quy dinh 
cua phap 1u4t 

2 
Phieu kiem soat qua trinh giai quyet 116 
so 

Phong Tu phap // 

3 So theo doi ho so Phong Tu.  phap // 
4 Ho so thg 13,̀  Phong Tu phap // 

5 
Ho so phe duyet dm, lanh dao UBND 
huyn (Quyet dinh cong nhan bao cao 
vien phap 1140 

Phong Tu.  phap // 

6 Van ban de nghi bo dic he) so (ne'u co) Phong Tu.  phap // 

Van ban tra lei v# v* khong du diki 
kin. (neu co) 

Phong Tu phap // 

8 Te trinh dm Phong Tu' phap Phong Tu.  phap // 

UY BAN NHAN DAN HUYtN 
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QUY TRINII ICICM SOAT 
THO TUC: MIEN NIllt,I'd BA.0 CAO VITEN PHAP LU.4.  T 

I. THAN!! PHAN HO SO' (56 lugng ho sa: 01 b0) 
- Cong van cue nghi mien nhism bao cao vien phap lulat cua lanh d?c) co.  

quan, to chdc, dan vi quy dinh; 
- Danh sach trich ngang bao cao vien phap lulat thuOc trueng hgp mien 

nhie:m bao cao vien; 
- Cac van ban, gidy to• chdng minh bao cao vien phap luat thuOc mot trong 

cac trueng hgp du' c mien nhiem bao cao vien. 

QUY TRIM KIEM SOAT 
Tong thei gian chudn: 05 ngay lam v*. 

STT 
thgc hien 
Bo. phijn 	

T WA 
Ni)i dung cong viec gian 

A chuan 

1 
Phong Tu• phap 
(Phug  trach Van 

thd) 

Tiep nhjn va xem xet thanh ph'an 116 sa theo 
quy dinh. 

' X - Neu ho sa chda day du: Huang dan trgc 
tip hoc lap van ban tra lei v'e viec b6 tic 116 
sa. 

- Neu ho so' day du: Tiep nhan va lap phi6u 
kiem soat qua trinh, chuyen chuyen vien thp 
1). 

0,5 
ngay 

2 

Phong Tu.  phap 
(Chuyen vien thp 

1)"7) 

Phong Tu.  phap 
huyen (Lanh ciao 

phong) 
qua]. 

 

Nhan va kim tra 130 116 sa 

- Neu ho sa kheng du dieu kin: Lap Van 
ban tra lei ve viec khong &I dieu ki'n [ket 
qua]. 

 
- Neu ho sa du dieu kin: Soan To• trinh, 
tham mull UBND huyen Quyet dinh mien 
nhi@Ti bdo cao vien phap 1u4 [ket qua]. 
Trinh Truong phong, Pho Throng phong 
xem xet va phe duy't To trinh [ketqua]__ 

2 ngdy 

Xem xet bo ho so vaphe duet TO trinh [ket 

Phong Tu.  phap 
(Phu trach Van 

thu) 

Dong dau Ter trinh, chuyL he) so.  trinh 
UBND huy@l V Quy6t dinh mign nhi@T1 
bao cao vien phap lulat [ket qua]. 



3 

Van phong HOi 
do ng nhan dan - 
Uy ban nhan dan 

huy(,n 

Trinh Chil tjch Uy ban nhan dan huyien 1(3'7 
Quy8t dinh mien nhim bao ca.() vien phap 
lu:at. 

2 ngay Lanh deo UBND 
huyn 

IK.3 Quyet dinh mien nhirn bao cao vien 
phap lulat [ket qua]. 

Van phong HOi 
(long nhan cian - 

a  Uy ban nh n dan 
huy'P 

Dong da'u Quye't dinh mien nhim bao cao 
vien phap 1u4t [ket qua], chuyen Phong Tu.  
phap 4p nhlat thong tin theo dOi. 

4 
Phong Tlx phap 
((Phu trach Van 

thu) 

Do'i chi6u Cong van, danh sach de nghi tong 
nN.n bao cap vien phap 1u4t cua co quan, to 
chtirc chuy8n Quyet dinh mien nhim bao 
cao vien phap 	-- : 	_ktt qua] cho co.  quan, to 
chlk, ca nhan co-'W-tQuyet dinh. 

S--t...t 	- i‘ 

0,5 
ngay 

III. BItU MA U AP DUNG/ HO SO 

STT Ten bie'ut min/ ho' so'  	(4\  hinh 
71-Titt/dgru tar 

-..J........,----- 

TWA gian lull 
hien hank 

1 
Theo quy dinh 
cuaphap 1u 4t 

Giay tie"p nh4n va hen tra ho so Phong Tu phap 

2 Phial kiem soat qua trinh giai quyet h6 so Phong Tu phap // 
3 So theo ciOi h8 so' Phong Tu phap // 
4 Ho so thg 13',  Phong Tu phap // 

5 
Ho so phe duy't cua lanh 4.o UBND 
huy'n (Qz,ryet dinh mien nhiem bao cao 
vien phap luc:it) 

Phong Tu.  phap // 

6 Van ban d8 nghi bo tac ho so (neu co) Phong Tu phap // 

Van ban tra bai ve vi'& khong du die\u 
kien (neu co) 

Phong Tu.  phap // 

8 To.  trinh cua Phong Tu.  phap Phong Tu pink) // 

UY BAN NHAN DAN HUYJN 

2 



QUY TRiNH 	SOAT 
THU TUC: THIfC HItaN HO Mg KIII HOA GIAI VIEN GAP TAI 

NAN HOAC 	RO ANL! HU'O'NG DEN Sfit KHOE, TiNH MANG 
TRONG ICHI TIHIC IIIJCN HOAT BONG HOA GIAI 

I. THANH PHAN HO SO (s6 luvng ho so': 01 bli) 

- Gia'y de nghi 116 trg cua hoa giai vien hoac gia chinh hoa giai vien trong 
truong hop boa gidi vien bi thit hai ve tinh mang CO xac nhan dm to truong to 
hoa giai hoac Truong ban cong tac Mattran trong truemg hgp hoa giai vien bi 
th* hai la to truemg to boa 	

, 
Giay 	nghi ho trg phdi ghi ro h9 ten, dia chi 

cua nguoi yeu cAu ho trg; I)'7 do yeu cau ho trg. 

- Bien ban xdscnhjn tinh trang cia boa gidi vien bi tai flan có xac nfin cua 
Uy ban nhan dan cap x'a no'i xdy ra tai nan hoac co.  quan cong an nai xdy ra tai 
nan (ban chinh hoac ban sao c6 chz,ng thyv trong trwong hop gtii qua dtr&ng 
butt dien; ban pho to va ban chinh de doi chieu trong trwang hop nap trur tiep). 

- Giay ra vien, boa dan thanh town chi phi 'chain b'nh, chi-Fa 1*-1.h (ban 
chinh hoac ban sao c6 chirng thz.,m trong truthig hop giri qua &rang buu dien; 
ban pho to va ban chinh de dot chieu trong truong hcp nap tryr tiep). 

- Van bdn, gidy to h9p le ve thu nhap that t6 theo tien luang, tien cong 
hang tbangcua nguei bl tai nan CO xac Wm dm. to chdc hoac nhan dung „ 
lao cong ca quan nha nuac có tham quyen xac chinh thu nhap thgc te bi mat 
hoac giam suit (ban chinh hoac ban sao co chirng thvc trong trtrang hop girl qua 
dirdng butt dien; ban pi/0 to va ban chinh de dot chieu trong truong hop nap 
tryr tiep), bao 	Hop dc5ng lao gong, quy6t chinh nang luang cua to chirc 
hoac ca nhan sd dung lao dOng hoac ban ke co thu nhap thgc to cua hoa giai vien 
bi tai nan va cdc giA.y to chdng minh thu nhap that te hop phdp khdc (neu c6). 

- Gidy chirng to (trong truovg hop hda giai vien bi thiet hai ve tinh mang; 
ban chinh hoac ban sao CO chting Myr trong truong hop giri qua duz3ng butt 
dien; ban pho to va ban chinh dai chi 	"Z.14 trong trwong Op nap trvc 

II. QUY TRINH MEM SOAT 
Tong theyi gian chuan: 05 ngay lam v*. 

STT 
Bo plEjn 
tlitic lien  Nt)i. dung cong viC0 

Thoi 
gian 

chufin 

1 
PhOng Tu. phdp 
(Phu trdch Van 

thu') 

Ti6p nhan va xem xet thanh pha'n WO so.  theo quy 
dinh. 

_ Neu lass so' chua day dil: Hung an true tiep 
hoac lap van ban trd lei NT" vi.'c bo' tnc ho soy. 

- Ne'u 116 so dAy du: Tiep nhan va lap phiL 
kiem sok qud trinh, chuyen chuyen vien thy bri. 

0,5 
ngay 



2  

Phong Tu hd p 	p 
(Chuyen vien thu 

1i) 

Phong Ttr phap 
huy'n (Lanh dao 

phong) 

Ph6ng Tu.  phap 
(Phu trach Van 

thu.) 

NNin \fa kiem tra be) ho' sa 

- Neu ho so khong du dieu kin: 14p Van ban 
tra 16.i ye v* khong du dieu kien [ket qua]. 

- Neu ho so di:i dieu kin: Son TO trinh, tham 
muu UBND huyn Quy6t dinh h8 trg [ke't qua]. 
Trinh Trueyng phong, Pho Truang phong xem 
xet va 	he du et TO trinh [ket qua]. 

Xem xet b0  ho so va phe duyst TO trinh [ket 
qua]. 

_ . 

2 ngay 

Dong d'Au To trinh, chuy6n Wo so trinh UBND 
huyn 1()',  Quyet dinh h6 trg [k6t qua]. 

3 

Van phong 1-1(ii 
(long nhan dan - 
Uy ban nhan dan 

Lanh d4o UBND 

Van phong HOi 
dal-1g nhan dan - 
Uy ban nhan dan 

huyen 

huysn  

huyen  

Trinh Chu tich Uy ban nhan dan huyn k3r,  Uy 
Quyet dinh ho trg. 

K3'7 Quy6t dinh ho trg [ket qua]. 

Dong d'A.0 Quyet dinh ho trg [ke't qua], chuy6n 
Phong Tu phdp clap nh't thong tin theo del. 

2 ngay 

4 
Phong Tu phdp 
(Phu trach Van 

thu) 

Doi chieu van ban ciia UBND xa de nghi 
UBND huysta h6 trg cho hoa giai vien gap tai 
ngi hoc rui ro anh huong den tinh mgig, sic 
khoe trong khi thgc hien hoat dOng hoa giai 
chuyL Quye't dinh h6 trg [1(6t qua] cho UBND 
cap xa, ca nhan co ten trong Quy6t dinh ho trg, 
UBND xa thgc hilen v* chi tien h8 trg. 

0,5 
ngay 

III. BIEU MAU AP DUNG/ 116 SO LUIJ TRU' 

STT Ten bleu mu/ha so' 
No'i lull trfr 

chinh 
TWA gian lu'u 

hi0 hanh 
1 Giay tiep nh4n va hen tra ho sa Phong Tu.  phdp Chua quy dinh 
2 Phi6u ki6m soat qua trinh giai guy& 116 so Phong Tu phdp Chua quy dinh 
3 St) theo doi h6% so' Phong Tu.  phap Chua quy dinh 
4 Ho so ttrg 1/ Phong Tu.  phdp Chua quy dinh 

5 
Ho so phe duy't dm lanh d4o UBND 
huyen (Quyetclinh 176 trO 

Placing Tu phdp Chua quy dinh 

6 Van ban de nghi bC'') inc he) so' (nL co) PhOng Tu.  phdp Chua quy dinh 

2 



STT 
,'alea,4 

Ten hien nifiu/ 118.,s--77 --(io ma .L._ 	. 
Noi lull trii. 

chink 
Thai gian hru 

hi0 hAnh 

7 

, ,,,,,k  
Van ban tra 16.i ye vic khona4. 
kien (neu co) 	 4 , t . 	t. 

_ _ , 

i.-.- 
/ ..Z.  

/ 0 

Phong Tu phap Chua quy dinh 

To' trinh cila Phong Tu.  phap.:-.6 Phong Tu ph6p Chua guy dinh 

UY BAN NH 'AN DAN HUYT,N 

3 



QUY TRINH KIEM SOAT 
THU TUC: XAC DINH CO' QUAN CO TRA.CH NHItiM B61 THUONG 

I. THANH PHAN HO SO' (S6 lugng ho so: Chua quy dinh) 

Van ban de nghi xac dinh co quan co trach nhiemb'i5i thuang 

II. QUY TRiNH KIEM SOAT 

T6'ng thei gian chuAn: 05 ngay lam vilec (Truang hgp khong c6 su tla6ng 
nhh ve ca quan c6 trach nhilem boi thueng thi then hp khong qua 15 ngay). 

STT 
BO Phan 
thtyc hien 

 Ni dung cong vic 
TWA 
gian 

A chuan 

KhOng có 
sty thong 
nhfit ve 
co.  quan 
có trach 

nhiin Weil 
thuimg 

1 

Phong Tu. 
phap (Phu 
trach Van 

thu) 

Tip titan va xem xet thanh phAn 116 so 
theo quy dinh. 

- Neu ho so chua day du: Huang clan 
trvc ti6p v.' vii& bo tic ho so. 
- Neu Flo so day dil: Tiep nN.n chuyen 
chuyen vien thv 13',.. 

1 ngay 

2 

Phong 	Tu. 
phap 

(Chuyen 
vien thp 13'f) 

NW va kiiern tra b() Wo so. 
- Neu WO so khong du dieu kibl: 14p van 
ban tra lei ve v* khong du dieu kiln , 
[ket qua]. 
- Neuhoso du dieu ki*i: Than muu 
UBND huyn van ban xac dinh co quan 
c6 trach nhi'm boi thuang. 
Trinh Truang phOng, PhO Truang phOng 
xem xet va phe du3* [1c6t qua]. 

2 ngay 

5 ngay 

Phong 	Tu 
phap huyn 
(Lanh 	ciao 

_Thong) 

Xem xet be) Wo so va phe duy't Ter trinh 
[k& qua]. 

PhOng 	Tu.  
phap 	(Phu 
trach 	Van 
thu) 

DOng du Te trinh, chuy6n 116 so trinh 
UBND hu)en kSi van ban xac dinh co 
quan co trach nlai'm boi thuang [ket 
qua]. 

3 Van phong Trinh Chu tich Uy ban nhan dan huyn 2 ngay 5 ngay 



H(n 	dmg 
nhan dan - 
Uy 	ban 
nhan 	dan 
lauyn 

V van ban xac dinh ca quan c6 trach 
nhie'm boi thuang. 

Lank 	dao 
UBND 
hu 	n y  
Van phong 
HOi 	&mg 
nhan dan - 
Uy 	ban 
nhan 	dan 
huy'n 

KS,  van ban xac dinh co quan co trach 
nhi'm boi thuang [kat qua]. 

Dong dau van ban xac dinh ca quan co 
trach 	nhi'in 	ben 	thueyng 	[lc& 	qua], 
chuyen Phong Tu phap cap nhlat thong 
tin theo doi. 

4  

PhOn Tu. g  
phap (Phu 
trach Van 

thu) 

Chuy6n van ban xac dinh ca quan co 
trach nhini. boi thuang [kert qua cho co 
,quan, to daft, ca nhan 96 trach Eill*W. 

bOi thueyng va ca. nhan, to chirc yWpItti\ 
boi thuang. 	 .c 	,,, 

III. BEM MAU AP DUNG/ HO SO' LIX TR 

STT Ten bleu maul ho so' 
No ltru trir 

luru hienchinh 

Thai aian t, 

hanh 

1 Gia'y tier') nh4n \TA hen tra ho sa Phong Tu phap 
Theo quy 
dinh cua 
phap 1u4t 

2 Phiki kiem soat qua trinh giai quyet ho sa Phong Tu phap // 
3 So theo dOi 118 sa Phong Tu.  phap // 
4 Ho sa thy 13',.  Phong Tu phap // 

5 
H6 sa pile du)* cua lanh dao UBND huyien 
(van ban xac dinh ca quan có trach nhVem 
boi thu.d.ng) 

Phong Tu' phap // 

6 Van ban de nghi b6 tdc h6 so.  (neu c6) Phong Tu phap // 

7 
Van ban tra lei ve v* khong dudi'eu ki'en 
(neu co) Phong Tu phap // 

8 Tey trinh cua Phong Tu phap Phong Tu.  phap // 

-UV BAN NHAN DAN HUYtN 

2 



QUY TRINH KIEM SOAT 
THU TUC: GIAI QUYET BOI THIftiNG TAI QUAN CO TRACH 

NHItM BOI THU'O'NG TRONG HOAT BONG 
QUAN LY HANH CHINH 

I. THANH PHAN HO SO' (S6 luvnglfo Chua quy chinh) 

+ Dan yeu cau boi thuong (Mau Ola hoc 01 b Ban hanh kern theo Thong 
tu• lien tich so 18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015 thay th6 Thong 
tu• lien tich so 19/2010/TTLT-BTP-BTC-TTCP ngay 26/11/2010 dm lien BO Ttr 
phap, Bo Tad chinh, Thanh tra Chinh phu huong dan thuc hien trach nhiein boi 
thuong cua Nha nu& trong hoat dOng quan ly hanh chinh). 

+ Ban sao van ban cua co quan nha nuac có tham quyen xac chinh hanh vi 
trai phaplu4t cua nguoi thi hanh ding vu (la mot trong cac van ban sau day): 

a, Quye't chinh thu hoi, hily be), thay the, su.a d6i quye't chinh hanh chinh do 
quyet chinh do duvc ban hanh trai phap 

b, Quy6t chinh giai guy& khiL nal cua nguoi có thA.sm quysri theo quy chinh 
cua phap luat ye khieu nai. 

c, lc& lulan not dung to cao cua nguoi có tham quyen theo quy chinh cua 
pith') luat ve to cao. 

d, Ket luan thanh tra giai quyect vu viec khiL nai, to ca.() cua co quan nha 
nu& có tharn quyen theo quy chinh cua phap 1u4t ye thanh tra. 

e, Ban an, quy6t chinh cua Ma an 	giai quy6t vv an hanh chinh cla co 
phap 14t. 

f, Ban an, quye't chinh cua Toa an v'e viec giai quy6t vv an dan su da co 
phap luat tuyen huy quy6t chinh hanh chinh. 

g, Ban an, quyet chinh cua Tea an ve viec giai quyet vu an hinh su xac 
chinh nguoi thi hanh cong vu có hanh vi pham tOi trong khi thi hanh cong vv ma 
tai Ban an, quy6t chinh do chiug xac chinh trach nhism boi thuong thief hai do 
hanh vi pham toi cua nguoi thi hanh cong vu gay ra trong khi thi hanh cong 

Gidy uy quyL yeu cau 136i. thuong hop phap, trong truemg hop nguoi 
yeu cau boi thuong là nguOi dal 	theo quyen cua nguoi bi thief hai. 

+ Tai lieu, chirng Cu kem theo (ne'u co). 

Truemg hop nguoi bi thiet hai true tiep gui WO so yeu cau boi thuong tai ca 
quan có trach nhiern boi thuong thi gui ban photocopy van ban dia ca quan nha 
nu& có tham quyen xac chinh hanh vi trai phap luat cua nguoi thi hanh cong vv va 
ban photocopy giay u.y quyen, dOng thei mang theo ban chinh de doi chieu. 

Trtreyng h9p nguoi bi thiet hai gui ho so yeu cau boi thueng d6n ca quan 
có trach nhiern b8i thuong thong qua outing btru dien thi girl ban sao có chlr.rng 



thgc van ban dm co quan nha nu'o'c co tham quyen xac dinh hanh vi trai phap 
1u4t cua nguoi thi hanh cong vu va ban sao c6 chi mg thgc gia'y uy quyen. 

Truang hop nguoi bi thist hai chet ma nguoi thira ke cua nguoi bi thit 
hai 	dan yeu cau boi thuang thi ngoai cac tai lieu ten, ho so' yeu cau boi 
thuang con phai co cac tai lieu sau day: 

+ Di chic cua nguoi bi 	hoc van ban hop phap khac chirng minh 
quyen thira ke cua nguoi yeti cau boi thuang. 

+ Van ban uy quyL hop phap ve viec cu' snot nguoi trong nlating nguoi 
thira ke hoc cir nguoi khaz khang phai la nguoi thira ke lam nguoi dai dien cho 
nhang nguoi thira ke cua nguoi bi thit hai thgc hien quyen yeu cau bOi thuang, 
trong truang hop nguoi bi thit hai c6 nhieu nguoi thira 

+ Chirng minh thu nhan dan va cac loci gidy to chi:mg minh quan he cua 
ho doi 	nguoi bi thief hai nhu. ho khau, giay chung nhan dang Icy ket Won, 
giay khai sinh cua nguoi yeu can b8i thuang... hoc xac nh4n cua chinh quyen 
dia phuang nai nguoi bi thit hai cu till hoc xac nNn cua ca quan, to chdc nai 
nguoi bi thief hai lam vi'& xac nh'0 nguoi bi thi#4 hai là than nhan cua nguoi 
yeu cau boi thuang. 

Truang hop nguoi bi thief hai trgc tiep gui ho so yeu cau b8i thuang tai 
co quan c6 trach nhiein b6i,thuang thi gni ban photocopy cat giAy to nay, &mg 
thai man g theo ban chinh de dOi chieu. 	 9 

Throng hop nguoi bi thi4 hal gui ht) so yeu cau boi throng den ca quan 
c6 trach nhietn boi thuang thong qua duang buu dien thi gin ban sao co thing 
thgc cac giAy to. nay. 

II. QUY TRINH MEM SOAT 

T6ng thai gian chuAn: Thai han giai quye't t6i thi6u 65 ngay, t6i da khOng 
qua 100 ngay. 

STT 
BO ph4n 
thtyc hien 

NOi dung cong viec 

Thoi 
gian 

A chuan 

Thai,  
gian thi 

da 

1 

Phong Tu.  
phap (Phu 
trach Van 

thu) 

Tip nhan va xem xet thanh ph'an h6 so 
theo quy dinh. 

_ N6u ,1-16 so.  chua day cau: HuUng clan 
true tip ve vi'ec bo tic ha so. 
- N6u ho so day dil: Ti6p chuye'n lanh 
dap PhOng. 

1 ngay 1 ngay 

2 



2 

Phong Tu• 
phap (Lanh 
dap phong) 

. 

- To 	laire yisc giai quy6t  boi thtrang;  
+ Tien hanh xac minh thief hai de 
lam can cir xac dinh mirc b6i thu.ang 
theo quy dinh. 
+ Ti6n hanh thuang luvng yai 
ngu.o.i bi thilet hai theo quy dinh. 
+ Sop du thao Quyet dinh giai 
quyet boi throng(giii dy. thao Quyet 
clinh cue lay )5 kien cUa cac co' quan 
có lien quan). 
- Cir nguaidai din thgc hin vi& 
giai quyet boi thu.Ong. 
- Huang an, chi dap ngtreYi dai din 
thgc hien yi& giai quyet boi thlreng 
theo diing cac quy dinh cua phap 
luat. 
- Bao cao ye vi& giai quyet boi 
thu:ong theo quy dinh. 
- Cung cap cac quyet dinh lien quan 
den y* giai quyet boi throng cho 
nguai thi hanh cong vu da gay ra 
thia hai. 

Trinh ngu.ai có thAm quyen xem xet 
dinh giai quy6t ya phe du)* 

[ket boi throng [ket qua]. 

45 ngay 84 ngay 

Phong 	Tu.  
phap 	Why 
trach 	Van 
thu.) 

Soan, &mg dau To trinh, chuyen ho 
sa trinh UBND huyn 14T Quyet dinh 

• • giai quyet boi thuemg [ket qua]. 

3 

Van 	phong 
HOi 	dong 
nhan dan - 
Uy ban nhan 
dan huyn 

Trinh Chu tich Uy ban nhan dan 
huyn 14T Quy6t dinh giai quye't boi 
throng. 

5 ngay 5 ngay 

Lanh 	ciao 
UBND 
hu)*. 

• Ky,  Quyet dinh giai quyet boi throng 
[ket qua]. 

Van 	phong 
I-10i 	do' ng 
nhan dan - 
Uy ban nhan 
dan huyn 

Dong dau Quyet dinh giai quyet boi 
throng [ket qua], chuyen Phong Tu 
phap cap nh.14 thong tin theo doi. 

3 



4 

Phong 	Tu. 
phap 	(Lantz 
ciao phong) 

Phan cong cong chtirc thgc hin vi& 
, • 	A 	;,,• 	, giai quyet Um. thuang 

10 ngay 10 ngay Phong Tu 
phap (Pltu 
trach Van 

thu) 

Trgc tip chuy6n giao Quye't clinh 
giai quyetboi thlreng [ket qua] cho 
ca quan, to,  chirc, ca. nhan bi thia 1-1.i 
va doi chieu bien nhan, yeu cau V 
nhan \Tao bien ban hoc so giao nhan 
quyet dinh giai quyet boi thuang. 

III. BIEU MAU AP DUNG/ HO SO' LUIT TRU 

STT Ten bi&I maul ho so 	
,,,,„, Ntri Ltru tar 

chinh 
<9 

ltru hien
)4 

'DIM gian 

hanh 

1 
x 

GiA.y tip nhan va hen tra ho so 	1.; 
A .?.. 

c,  
I, 
-z- 

g Tu phap 
Theo quy 
dinh cua 
phap 1.0t 

2 
' 	' 	-4 Phieu kiem sok qua trinh giai quyet ho sa• It' 

/ ?mg Ttr phap // 

3 So theo dal ho so.  Phong Tu phap // 

4  Ho so thv 13', Phong Tu.  phap // 

5 
Ho so phe duy't cua lanh ciao I.J' y ban nhan 
dan huy'n (Quye't clinh giai quyet hot 
thuthig) 

Phong Tu.  phap // 

6 Van ban cue nghi lot) tile he) so.  (n&I co) PhOng Ttr phap // 

7 
Van ban tra lei ve vtlec khong dU dieu ki.n 
(neu co) 

PhOng Tu.  phap // 

UY BAN NHAN DAN HUYEN 

4 



QUY TRiNH KIEM SOAT 
PHUYLN.  GIAO QUYET DINH GIAI QUYET 

BOI THU6NG 

I. THANH PHAN HO SO (SO' luvng 1;1 /43 so': Chua quy dinh) 
- Quyet dinh giai guyet boi thtro.n. 
- Bien ban ho4c so giao nhlan guy& dinh giai guy& b6i thueyng. 

IL QUY TRINH KIEM SOAT 
Tong thoi gian chuan: Chua quy dinh. 

STT BO philn 
th ip hien  Ni)i dung cong vic 

Thai 
gian 

chuan 

1 

Phong Tu.  
phap (cong 
chirc duvc 
phan &Ong) 

Trgc tiep chuyen giao guyer t dinh giai quy:et boi 
time-rig cho ngtrei bi thilet 114i va yell cau kS/ ; 
nNn \Tao bien ban, so giao nil:an guyet dinh giai 
guy6t 13,15i thuong. 

Chua 

quy 
dinh 

III. BItU MAU AP DUNG/ HO SO' LITU TRU' 

STT Ten bleu maul/ WO so.  No'i lu'u tar 
chinh 

Tho.i gian lu'u 
hien hanh 

1 So giao nhan guyet dinh Phong Tu: phap Theo quy dinh 
cua phap lu'a 

2 Bien ban Phong Tu.  phap // 
3 Quyet dinh OE guyet b6I thu.o.ng  Phong Tu: phap /1 

UY BAN NHAN DAN HUYtiN 



QUY TRiNH KIEM SOA.T 
TRA TIEN BOI THVONG TRONG HOAT BONG 

QUAN I,)( HANH CHINH 

I. THANH PHAN HO SO' (So lugng ho sa: Chua quy dinh) 
- Van ban cue nghi cap boi thuong kinh phi. 
- Ban sao van ban, quyet clinh cua co. quan nha mak có tha'm quy'en xac 

dinh hanh vi trai phap 14t cua nguoi thi hanh cong 
- Ban an, quyet dinh giai quyet boi thuong cua ca quan có thAm quyen có 

phap luat. 
II. QUY TRINH KIEM SOAT 
T6ng thai gian chudn: 10 ngay lam v*. 

STT 
Boph4n 
thvc hien 

NOi dung cong viec chuan  
Thbi gian 

1 Ph6ng Tu phap 

Chuyen ho sa de nghi boi thuong den ca 
quan tai chinh di thAm quyen có trach 
nhim boo darn kinh phi theo guy dinh 
cua Lust Ngan sach nha noc de cap 
kinh phi chi tra b'Oi thuong. 

05 ngay 

2 Phong Tu.  phap 

- Th-crc hin vi& chi tra b6i thuong cho 
nguei bi thi4 hai hoc than nhan cua 
nguai bi thi4 hai. 
- Nguoi bi thi4 hai hoc than nhan Gila 
nguai bi thi4 hai ky bien ban 1D.SI thuong 
phi). hgp vai hinh thirc giao nhan tien. 

05 ngay 

III. BIEU MAU AP DUNG/ HO SO' LTIU TRU' 

STT Ten bieu mau/ ho so' 
Noi lull tar 

chinh 
Thoi gian lum 

hien hanh 

1 S6 theo cloi 116 sa PhOng Tu phap 
Theo quy dinh 
cua phap luat 

2 
Bien ban giao nhan tien bik thung 
phu hgp \Tad hinh th*c giao nhan tien. 

Phong Tu phap // 

UY BAN NBA.' N DAN HUYEN 



QUY TRINH KIEM SOAT 
THU TUC: GIAI QUYET KHIEU NAI BOI THUtiNG 	NU'O'C 

LAN DAU 

I. THANH PHAN HO SO (S6 luang he) so: Chua quy dinh) 

- Don khiL n4i hoac ban ghi loi khieu n4i. 

- Tai 1*, chang cu do cac ben cung cap. 

- Bien ban ki6m tra, xac minh, ket Juan, k6t qua gian dinh (n6u co). 

- Bien ban to chirc d& thoai (n6u co). 

- Quy6t dinh giai quye't khiL 

- Cac tai lieu khac co lien quan. 

II. QUY TRiNH MEM SOAT 

T6ng timed gian chuAn: T6ng thed hat giai quy6t toi thiL khong qua 30 
ngay, ke tir ngay thv 15/. TOi da khong qua 60 ngay, ke 'Ur ngay 

STT 
BO ph4n 
thtyc hien ' 

l dung tong vic Ni 
 TWA 

gian 	ad 
x thicu 

TWA 
A gian toi 

da 

1 

Phong Tu 
phap (Phu 
trach Van 

thu) 

T4 nhan va xem xet thanh ph'an ht) so 
theo quy dinh. 

- Ne'u ,p 
ye  

ho' ,c). 
v* bo 

chua, 
 tdc ho 
day d,f1 so. : Huang din 

trgc tie 
- Neu ho so day du: Tiep thin chuyen 
chuyen vier' tilt' IST. 

1 ngay 2 ngay 

2 
Phong Tu 

phap (CVTL, 
LDP) 

'Dave hin xac minh not dung khi6u 
nai; To chIrc &M. thoai; 	Soan thao 

, 	.  
Quyet dinh giai quyet khieu ngi lan dau 

,t qua]. 
Trinh ngued co tham quyen xem xet ya 
phe du)* [ket qua]. 

46 ngay
[e 

 23 ngay 

3 

Van phong 
HDND ya 

UBND huy*1. 

Xem xet ya. trinh Chu tick ,UBND 
huy -1. q Quy,et dinh giai quyet khieu 
n4i lan dau [ket qua]. 

5 nga
,y 10 ngay Lath ciao 

UBND hu)*1 
K)",  Quyet dinh giai quyet khieu n4i. lan 
dau [ket qua]. 

Van phong 
HDND ya 

UBND hu)*1 

Dong &Ali Quy6t dinh giaiquy6t khi6u 
n4i lan dau [ket qua], chuyen Phong Tu 
phap cap n1-1.'t thong tin theo dbl.. 

4 Phong Tu 
phap 

Chuy,en 9uyet dinh giai quy6t khieu 
n4i lan dau [ket qua] cho ngueyi khieuu 

, In  gay 2 ngay 



nai va yeu cAu ky nhian. 

III. BLEU MAU AP DUNG/ HO SO L 

STT 

N 8,4 

'.___ 
Ten bleu maul ho so.  

-q, 

	

/ 	IA * 	0 

	

'4 , 	_ 

lull trir 
chinh 

Thoi gran 
Itru hi0 

hank 

1 So theo &Si ho so 	 -%...,cP —* ______ ..._ 

, 	/ 

0.- ong Tu.  phap 
Theo quy 
dinh cua 
phap 1u4t 

2 Quyet dinh giai guy& klaieu n?.i lan dau Phong Tu. phap // 

UY BAN NHAN DAN HUY V‘T 

2 



QUY TRINH KIEM SOAT 
THU TUC: GIAI QUYET KHIEU NAI VE BOI THUbNG 

NHA NIXOC LAN HAI 

I. TFIANH PHAN HO SO' (S6 luvngh.13 so: Clara quy dinh) 

- Dan khiL nai h* ban ghi khi6u nai. 

- Tai lieu, chdng cu do cac ben cung cap. 

- Bien ban ki6m tra, xac minh, ke't Juan, k6t qua giam dinh (n6u co). 

- Bien ban to chirc d i thoai (neu co). 

- Quye't dinh giai quye't khi6u nai. 

- Cac tai lieu khac c6 lien quan. 

II. QUY TRINH KIEM SO.AT 

T6ng thai han giai quy& t6i thiL khong qua 45 ngay, ke tix ngay thy 1) ,̀. 
TOi da khong qua 70 ngay, ke tir ngay thy IS7. Cu the: 

+ Thai han giai quy& khi6u nai Can hai khong qua 45 ngay, ke to ngay thp 
1)'/, doi 	vu viec phirc tap thi thai han giai quyet khieu nai có the keo dai han 
nhung khong qua 60 ngay, ke tuc ngay thy VT. 

+ O yang sau, yang xa di lai kho khan thi thai han giai quye't 	nai 
khong qua 60 ngay, ke ngay thy 13'T; , 

	
vu viec phirc tap thi thai han giai 

quy& khieu nai co the keo dai han, nhung khong qua 70 ngay, ke tix ngay thy 13'T. 

STT 
BO phlan 
thtyc hien 

Ni;li dung cong Nqc 
TWA 

gian t'Cli 
.7. e thtu 

noir  
gian toi 

da 

1 

Phong Tu 
phap (Phu 
track Van 

thu.) 

Xem xet thanh phAn h6 so theo thd tyc 
hanh chinh. 

A 	:. 	:`, 	, -.1>Teu ho so clam day du: Huang dan7Ntry.c 
tip hoc lap van ban tra lai ve vi'ec boa tuc 
ho so. 
- Neu ho so clay du: Tiep nh'4n, ghi -Men 

• A 	• 7, nh4n va lap phieu kiem soat qua trinh, 
chuOn d6n cac cong loan sau. 

2 ngay 2 ngay 

2 

Ph6ng Tu. 
phap 	: 

(CVTL, 
LDP) 

Thuc hien xac minh not dung khiL nai; 
To chirc do'i thoai; Soan thao Quye't dinh 
• , • 	̂ 	•^ 	nai 

	̂ 	• 	̂ 	9 giai quyet khieu 	lan hal [ket qua]. 
Trinh nguai c6 thAm quyen xem xet va 
phe duyt [ket qua]. 

31 ngay 46 ngay 



3 

Van phong 
HDND va. 

UBND 
hu3*. 

Xem xet va. trinh CH. tich UBND huyn 
ky Quyet dinh giai quye't khi6u na.i. lan 
hai [ket qua]. 

10 ngay 10 ngay 
Lanh ciao 
UBND 
huy'n 

KS/ Quye't dinh giai quye't khi6u ng.i lan 
hai [ket qua]. 

Van phong 
HDND va. 

UBND 
hu3*1 

Dong ddu Quy6t dinh giaiuy6t khi6u n4i 
• • 	, 

lan hai [ket qua], chuye.. eFlo , , t Tu. phap 
f. 	• 

cap nhat thong tin theo 	ot 	-1- 

4 
Phong Tu.  

phap 

— 	i, 	.--' Chuy6n Quyet dinh giai- sk ,fr s1,1 ieu ng.i 
- 	W.' 	i 

laI hai [ket qua] cho nt"' -'-' 4.i~1.1 nal va. 
hoc' yeu cau k.- T nhlan. 	... 

2 ngay 2 ngay 

III. BItU MAU AP DUNG/ HO SO LU'U TRU' 

STT Ten bieu matt/ he, so' NOS 
 lull tar 

chinh 

TWA gian 
tau WO 

harsh 

1 S6 theo dOi 116 so.  PhOng Tu phap 
Theo quy 
dinh dia. 
phap 14t 

2 Quye't dinh giai guy& khi6u n4i lan hai Ph6ng Tu phap // 

UY BAN NHAN DAN HUYJN 

2 
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