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Phan II
NOI DUNG QUY TRINH DICH VU CONG TRUC TUYEN

Quy trinh s6: 01.CT-CQTCLSG

QUY TRINH THU'C HIEN DICH VU CONG TRUC TUYEN TOAN TRINH POI VOI

THU TUC CAP BAN SAO TU SO GOC

] Ma TTHC: 2.000908.H50
Ap dung tai: Tai cac co quan, to chirc 13p so goc trén dia ban tinh

t(l?lllll)lll boi tl;;(,:gng thye Noi dung cong viéc
I. Nop ho so true tuyén:
1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi: https.//dichvucong.gov.vn
2. Pang ky/ Pang nhap vao Hé thdng bang tai khoan cta chu hd so.
3. Tai danh sach dich vu cong lua chon dich vu “Cédp bdn sao tir s6 goc”. Chon co quan thyc hién 13 co quan,
t6 churc 1ap s6 goc noi luru giit hd so gbc.
4. Cap nhat, s6 hoa dy du cac thanh phan ho so, bao gdom:
- Mot trong cac glay to sau: Can cude dién tir; ban chinh hodc ban sao cua Thé can cudce cong dan hoac The
Nop hod Ngudi ngp hd so can cudc hodc Gidy chimg nhan cin cudc hodc Ho chiéu hoic glay to xuat nhap canh hodc giay to co gia tri
SO ¥ di lai quéc té con gia tri st dung (Hinh thitc ndp: Bdn dién tir ¢6 chir ky s6 hodc bdn sao chirng thiee dién tii;

truong hop nép ban chup scan thi nguoi nép mang ban chinh dén ngp truc tiép khi dén nhdn két qua/ hodc giki
ban sao chung thuc qua dich vu buu chinh);

- Gidy to ching minh quan hé voi nguoi du:oc cap ban chlnh trong truong hop ngudi yéu cau 1a nguoi dai dién
theo phép luat, ngudi dai dién theo iy quyén cta ca nhan, t6 chirc duoc cap ban chinh; cha, me, con; vo, chong;
anh, chi, em rudt; ngudi thira ké khac cua nguoi duoc cap ban chinh trong truong hop ngudi d6 da chét (Hinh
thirc nop: Ban dién’ tr co chir ky so hoac ’bdn sao cfni*ng thuec dién tur; truong hop ndp ban chup scan thi nguoi nop
mang ban chinh den ndp truc tiep khi den nhdn ket qua/ hodac gui ban sao chirng thuc qua dich vu buu chinh).

* Luwu y: Khong yéu cau ngudi yéu cau cp ban sao tir s6 gbe ndp gidy to ndy khi co quan giai quyét thi tuc



https://dichvucong.gov.vn

3

hanh chinh khai thac dugc thong tin vé gidy khai sinh, gidy dang ky két hon trén Co so dit liéu ho tich dién tir.
5. Phi: Khong

6. bang ky hinh thirc nhan két qua thu tuc hanh chinh (TTHC): Truc tiép/ hoac qua dich vu buu chinh/ hoac
truc tuyén.

7. Pang ky hinh thirc nhan théng bao vé tinh hinh giai quyét hd so: Thu dién tir (email) /hodc tin nhan qua
mang xa hoi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.

8. Ngudi nop ho so duge cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thuc hién dich vu cong, td chirc, ca nhan co thé lién hé qua sb dién thoai va hop thu dién tir
cua co quan, to chure 1ap s6 goc dang tai kem theo quy trinh thuc hién dich vu cong truc tuyén nay dé duoc
hudng dan, ho tro.

IL. Nop ho so truc tiép hodic qua dich vu buu chinh:

Nop ho so truc tiép tai co quan, to chuc 1ap sé gbe co quan, td chire 1ap s6 gbe noi luu giir hd so gbe/ Trung
tam Phuc vu hanh chinh cong hodc qua dich vu buu chinh theo cac thanh phan ho so néu trén.

Buoc 1

B9 phan tiép nhan
va tra két qua tai
co quan, to chic

1ap s gbc

1. Kiém tra, hoan thién thong tin cta ngudi ndp hd so. Xac nhan hinh thirc ndp hd so: Truc tiép /hodc truc
tuyén /hodc qua dich vu buu chinh.

2. Kiém tra thanh phan hé so dién tu:

2.1. Trudng hop hd so day du, hop 1é:

- Tiép nhan, cap nhat luwu trit h so dién ti.

- Kiém tra thoi gian ndp ho so:

+ Néu tiép nhén hd so trude thoi diém 15h00° cia ngay lam vi¢c. BO phan tiép nhén va tra két qua thyc hién
chon thoi diém hen tra ngay trong ngay lam viéc.

+ Néu tiép nhan ho so sau thoi diém 15h00” ctia ngay lam viéc. BO phan tiép nhan va tra két qua thuc hién
chon thoi diém hen trd trong ngay lam viée tiép theo.

- Gri Phiéu tiép nhan hd so va hen tra két qua cho ngudi ndp ho so.

- Xem xé&t, tham tra, xur Iy ho so, du thdo trinh Lanh dao Phong ky phé duyét két qua TTHC hodc du thao van




ban tir chdi, néu 13 1y do)

2.2. Truong hop hé so chua day du, hop 1¢ hodc khong du diéu kién giai quyet thi co thong bao cho nguoi
yéu cau bd sung, hoan thién hd so, néu rd loai gidy td, ndi dung can bd sung dé ngudi c6 yéu cau b sung,
hoan thién.

- Xem x¢ét, tham tra, ky két qua giai quyét TTHC hodc van ban tir chdi, néu 13 1y do.

L~ h R - r A A A A A < A A \ 5 1 A 3 . \ A 1 A 5
an ;dao, o - Chuyén van thu dong dau, chuyén ho so cho B phan Tiép nhan va tra két qua tai Phong Cong ching dé tra
, quan, t6 chuc lap LA A 1
Budc 2 <6 obe cho ca nhan/to chirc;
& - Truong hop can bo sung, hoan thién ho so, chuyén ngugc vé B) phén ti€ép nhan va tra két qua (kém van ban
hudng dan, néu ro ly do, ndi dung bod sung...)
BV% Ft’lgl'é‘lf(l éttl lel ?tl:in - X4c nhan trén phan mém két qua TTHC d4 c6 tai tiép nhan va tra két qua tai Phong Cong chimg.
Budc 3 co quan, t6 chiic | - TAh(”)n% béq cho td chirc, c4 nhan dén nhan két qua (hodc tra qua dich vu buu chinh cong ich), vao sb giao
ap s6 gbc nhan két qua.
Ijhénv Ngudi nop hd so N}‘la?m kAé't qué T'l:HC theo hlnh }huc dﬁ dang ky T1:uc~tiép/ heaic truc tuxyén{ hoaf}c qua diAch vy bug chinh; DPong
két qua thoi nhan két qua TTHC ban dién tir tai Kho quan 1y dit li€u dién tr ctia to chiic, ca nhan trén Cong dich vu cong.

Théi gian giai quyét TTHC:

- Néu tiép nhéan hd so trude thoi diém 15h00 ciia ngay lam viéc, thi thoi han hen tra toi da trén Hé thong 1a trong ngay lam viéc.

- Néu tiép nhéan hd so sau thoi diém 15h00 ciia ngay lam viéc, thi thoi han hen tra toi da trén Hé théng 1a trong ngay lam viéc tiép

theo.




Quy trinh so: 02.CT-CX
QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MOQT PHAN POI VOI THU TUC CHUNG THUC GIAO DICH
LIEN QUAN DEN TAI SAN LA PONG SAN, QUYEN SU DUNG PAT VA NHA O

] Ma TTHC: 2.001035.H50
Ap dung tai: UBND cac xa, phuong, dac khu

Quy |Déi twong thue
trinh hién

Thaoi gian

Noi dung cong viéc the hién

I. Nop ho so true tuyén:

1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi:
https.//dichvucong.gov.vn

2. bang ky/ Dang nhap vao Hé thong bang tai khoan cta chu ho so.

3. Tai danh sach dich‘ vu cong lua’ch()n dich vu “Chirng thuc giao dich lién quan dén tai
sdan la dong sdn, quyén sw dggng dat va nha ¢”. Tai Co quan thyc hi¢n, chon tinh Quang Tri,
don vi thyc hién 1a UBND cap xa tuong ung.

4. Cap nhat, s6 hoa ddy du cac thanh phan ho so, bao gdom:

- Du thao giao dich (Hinh thiec nop: Ban dy thao file word hodac file pdf),

- Gidy ching nhén quyén so hitu, quyén st dung hoic glay to thay thé dugc phap lut quy
dinh d6i v6i tai san ma phép luat quy dinh phai dang ky quyén so hiru, quyen st dung trong
truong hop giao dich lién quan dén tai san d6 (Hinh thirc nép: Ban dién tir c6 chit ky s6 hodc

ban sao ching thiee dién t; truong hop nop ban chup scan thi nguwoi nop mang ban chinh dén
nop tryec tiép khi den nhan ket qua/ hodc guri ban sao chirng thuc qua dich vu buu chinh).

Nop hdé | Nguoi nop hd
SO SO

5. Phi thanh toan truc tuyén: Nop trong qua trinh xu 1y.

- Sau khi ndp hd so thanh cong trén Cong DVCQG, Coéng dan chi thanh toan duoc khi can
bd glri yéu cau thanh toan/chd thuc hién nghia vu tai chinh; Céng dan dang nhap tai khoan
tai Cong DVCQG, chon menu “Théng tin va Dich vu” = “Tra citu ho so”, Nhap Ma ho
s0, M3 bao mét dé Tim kiém ho so; Chon “Kiém tra thong tin thanh toan” dé xem chi tiét
Thong tin thanh toan. Chon nut Tiép tuc thanh toan (Trang thai hd so: Yéu cau thanh toan
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phi, 1€ phi DVC), nhép céc thong tin bat budc va chon “Thanh toan”, hé théng tu dong diéu
huéng dén giao dién thanh todn qua nén tang Payment Platform cua Cong DVC qubc gia.
Cong dan thyc hién thanh toan truc tuyén ding véi sd tién phi, 1€ phi theo quy dinh. Sau khi
da thanh toan thanh cong, hé thong ty dong diéu hudng vé giao dién “Quén 1y hd so” cia
cong dan.

- Mtc thu cy thé: Phi: 50.000 dong/giao dich.

6. Pang ky hinh thirc nhan két qua thi tuc hanh chinh (TTHC): Nguoi yéu cau nhan két qua
tai UBND cap xa noi minh ndp ho so.

7. Dang ky hinh thire nhan thong bao v tinh hinh giai quyét ho so: Thu dién tir (email) /hodc
tin nhan qua mang xa hoi (Zalo) /hodc tin nhan SMS trén di¢n thoai di dong.

8. Ngudi nop ho so duge cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thuc hién dich vu cong, td chure, ca nhan co thé lién hé qua s6 dién thoai
va hop thu dién tr cia UBND xa dang tai kém theo quy trinh thuc hién dich vu cong truc
tuyén nay dé dugc hudong dan, ho tro.

I1. Nop hé so truc tiép hoiic qua dich vu buwu chinh:

Nop ho so truc tiép tai Trung tim phuc vu hanh chinh cong cia UBND cap x4 hodc qua dich
vu buu chinh theo cac thanh phan hé so néu trén.

I Poi voi treong hop thue hién chirng thue tai Trung tim Phuc vu hanh chinh cong xa
1.,Kiém tra, hoan t}lién thong tin cua nguoi nop hd so. Xac nhan hinh thic nop ho so: Tryc | 02 gio  lam
tiép /hoac truc tuyén /hodc qua dich vu buu chinh. viéc
. 2. Kiém tra thanh phan ho so:
Céan b ti€p \ A A an A
’ nhan hd so, tré 2.1. Truong hop ho so day du, hop 1¢€:
Budce 1

két qua cia
TTPVHCC

-T iép nhan, cap nhat luu triv ho so dién ti.

- Giri Phiéu tiép nhan hd so va hen tra két qua cho ngudi ndp hd so.
2.2. Trudng hop hd s0 chua day du, hop 16 hoic khong du diéu kién giai quyét thi c6 thong

bao cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung
dé ngudi c6 yéu cau bd sung, hoan thién.
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Xem xét, tham tra, xir Iy ho so, dy thao két qua giai quyét hoic du thdo vin ban tir chdi, néu ré Iy
do).

Chu tich UBND 13 gio lam
cAp xi/ nguodi|- Truong hop can bd sung, hoan thién hd so, chuyén ngugce vé Bo phan mot cira (kém vian | V1€C
dugc uy quyén| ban huéng dan, néu 6 1y do, ndi dung bo sung...)
Budc 2 |hodc ngudi phan| - Xem xét, tham tra, ky phé duyét két qua TTHC hoic ky van ban tir chdi, néu rd 1y do.
cong thuc hién| - Chuyén vin thu dong dau, chuyén hd so cho Bo phan Tiép nhan va tra két qua cta cua
nhiém vu chimg| Trung tdm PV hanh chinh cong tra cho c4 nhan/té chic;
thuc
Cén bo Tiép 01 gio lam
niznczz t,;?ul;et - X4c nhan trén phan mém két qua TTHC di c6 tai bd phan mot cira. viee
Buoc 3 qtém phuc Vug - Thong bédo cho t6 chutrc, ca nhan dén nhan két qua (hodc tra qua dich vu buu chinh céng
hanh chinh céng ich), vao s6 giao nhan két qua.
cap x4
Nhian | Ngudindp hd Nhén két qua TTHC theo .hinh thliIC da dang ky: Trgc ﬁép hodc qua dich vu buu chinh. D?)ng thcn
két qua SO nhefmA két qua TTHC ban dién tir tai Kho quan ly dir li¢u dién tir cua t6 chirc, ca nhan trén Cong dich
vu cong.
Thoi gian gidi quyét TTHC: 16 gio 1am
Truwong hop kéo dai thoi han giai quyét thi phai théa thuin bang vin ban véi nguoi yéu ciu chimg thue viéc
Truong hop kéo dai thoi han giai quyét thi nguwoi ti€p nhin hé so phai c6 phiéu hen ghi ré thoi gian (gio, ngay)
tra két qua cho nguoi yéu ciu ching thue.
I Poi v6i treong hop thue hién chu’ng thu’c ngoai tru s’
Céan bo - Kiém tra, hudng dan, tiép nhan hd so, truong hop tra két qua trong ngay lam viéc tiép theo
TN&TKQ cua | hoac kéo dai thoi gian theo thda thuan thi ngudi t1ep nhan ho so phai viét phiéu hen ghi 16 1
Budce 1 | Trung tam phyc | thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chimg thyc; 02 g0 lam
vu hanh chinh | - S6 héa hd so, chuyén hd so trén phdn mém mot cira va hd so gidy cho Phong chuyén moén viee
congcp xa | xurly

! Thyc hién theo Nghi dinh 6 23/2015/ND-CP, Nghi dinh 280/2025/ND-CP va Phy luc Mau 16i chirng ban hanh kém theo Nghi dinh 280/2025/NBD-CP thyc hién ky ngoai tru s&




- Trudng hop ho s0 chua day du, khong hop 1€: Gui thong bao cho ngudi np, hudng dan bo
sung, hoan thién ho so theo yéu cau

Cong chuc giai

Xem xét, thAm tra, xu ly hd so ho so chung thuc ngoai try sé theo trinh tir, thu tuc, du thao
két qua giai quyet hodc du thdo vin ban tir chéi, néu ré Iy do).

- Truong hop can bd sung, hoan thién ho so, chuyén ngugc vé Bo phan mét cira (kém van
ban huéng dan, néu 15 1y do, ndi dung bd sung. . ).

quyét hd so ctia | - Trinh Chu tich UBND cip x3/ nguoi duoc uy quyén hodc ngudi phan cong thuc hién nhiém | 13 gio 1am
Budc 2 Vian phong vu chimg thuc thyuc hién ching thuc ky phé duyét két qua TTHC hodc dy thao van ban tir viéc
HDND va | chéi, néu 15 1y do).
UBND cip xd | - Chu tich UBND cap xa/ nguoi dugc uy quyén hodc nguoi phan cong thue hién nhiém vy
ching thue ky phé duyét két qua TTHC. Chuyén vin thu déng dau, chuyén ho so cho Bo
phan T1ep nhan va tra két qua ctia Trung tim PV hanh chinh cong tra cho c4 nhan/t6 chtc;
- Chuyén ho so cho Phong chuyén mén luu hd so.
TNSS;T“III(%) cia |- Xac nhan trén ph:?ln mém két qua TTHC da C(:) tai bd phan mot cha.. ’ ) 01 gios lam
Buée 3 | Trung tam phuc | - Thong bao cho t6 chure, ca nhan dén nhan két qua (hodc tra qua dich vu buu chinh cong viée

vu hanh chinh
cong cap xa

ich), vao s6 giao nhan két qua.
- Thu phi (n€u co).

Thoi gian gidi quyét TTHC: Trudong hop kéo dai thoi han gidi quyét thi phai théa thuin bang viin ban véi nguoi
yéu cau ching thuc Truong hgp kéo dai thoi han gidi quyét thi ngwoi tiep nhan ho so phai ¢6 phiéu hen ghi ro
thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chirng thuc).

16 gio lam
viéc
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Quy trinh s6: 03.CT-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MQT PHAN POI VOI

THU TUC CHUNG THU'C DI CHUC

) Ma TTHC: 2.001019.H50
Ap dung tai: UBND cac xa, phuwong, dac khu

Quy |Doi twong thuc A A - Thoi gian
trinh hi¢n NOi dung cong vige thue hi€én
I. Nop ho so truc tuyén:
1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi: https.//dichvucong.gov.vn
2. bang ky/ Dang nhép vao Hé thdng bang tai khoan cta chi ho so.
3. Tai danh sach dich vu cong lua chon dich vu “Clui’ng thuc di chuc”. Tai Co quan thuc hién,
chon tinh Quang Tri, don vi thuc hién 1a UBND cap xa tuong ung.
4. Cap nhat, s6 hoa ddy du cac thanh phan ho so, bao gdbm:
- Du thao di chuc (Hinh thirc ngp: Ban du thao file word hodc f le pdf);
- Gidy chimg nhan quyén sé hiru, quyén st dung hoic gidy to thay thé dugc phap luat quy
A 1A . . . | dinh dbi voi tai san ma phap luat quy dinh phai dang ky quyén s hiru, quyén st dung trong
Nop ho | Nguoi ndp ho
<o <o truong hop giao dich lién quan dén tai san do; trir trudng hop ngu’(n 1ap di chic dang bi cai

chét de doa dén tinh mang (Hinh thirc nép: Ban dién tir cé chit ky s6 hodc ban sao chitng thuc dién
tir; trwong hop nép ban chup scan thi nguoi nép mang ban chinh dén ndp truc tiép khi dén nhan két
qua/ hoac guri ban sao chung thuc qua dich vu buu chinh).

5. Phi, 1¢ phi thanh toan truc tuyén: Nop trong qué trinh xt 1y.

- Sau khi ndp hd so thanh cong trén Cong DVCQG, Cong dan chi thanh toan duoc khi can bo gui
yéu cau thanh toan/chd thuc hién nghia vu tai chinh; Cong dan dang nhap tai khoan tai Céng
DVCQG, chon menu “Théng tin va Dich vu” = “Tra ciru hd so”, Nhap Ma hd so, Mi bao mat
dé Tim kiém hd so; Chon “Kiém tra thong tin thanh toan” dé xem chi tiét Thong tin thanh toan.
Chon nat Tiép tuc thanh toan (Trang thai hd so: Yéu cau thanh toan phi, 16 phi DVC), nhap céac
thong tin bat budc va chon “Thanh toan”, hé théng tu dong diéu hudng dén giao dién thanh toan
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qua nén tang Payment Platform cua Cong DVC qudc gia. Cong dan thyc hién thanh toan tryc tuyen
dung voi so tién phi, 1& phi theo quy dinh. Sau khi d3 thanh toan thanh cong, hé thong tu dong diéu
hudng vé giao dién “Quan 1y hd so” cta cong dan.

- Miirc thu cy thé: Phi: 50.000 dong/giao dich.

6. Pang ky hinh thirc nhan két qua thu tuc hanh chinh (TTHC): Ngudi yéu cau nhan két qua tai
UBND cép x4 noi minh ndp hd so, qua dich vu buu chinh theo phuong thirc nguoi yéu cau da
dang ky

7. Pang ky hinh thtrc nhan thong bao vé tinh hinh giai quyét ho so: Thu dién tir (email) /hodc tin
nhan qua mang xa hoi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so duge cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thyc hién dich vy cong, t6 chure, ca nhan c6 thé lién hé qua s6 dién thoai va hop
thu dién tir cua UBND xa dang tai kem theo quy trinh thyc hién dich vu cong truc tuyén nay dé
duoc huéng dan, hd tro.

IL. Nop hd so truc tiép hoiic qua dich vu buu chinh:

Nop ho so truc tiép tai Trung tam phuc vu hanh chinh cong cia UBND cép xa hodc qua dich vu buu
chinh theo cac thanh phan ho so néu trén.

I Poi véi truong hop hop chimg thuwe Di chiic tai Trung tim Phuc vu hanh chinh cong xa
1. Kiém tra, hoan thién thong tin cta ngudi ndp hd so. Xac nhan hinh thirc ndp hd so: Truc tiép o 1a
< X - : , 02 gio lam
/hodc truc tuyén /hodc qua dich vu buu chinh. viee
2. Kiém tra thanh phan ho so: '
Canbd tiép | 2.1. Truong hop hd so diy du, hop 1é:
Bude 1 nhan ho so, tra | - Tiép nhan, cap nhat luu trir ho so dién tu.

két qua cua
TTPVHCC

- Giri Phiéu tiép nhan hd so va hen tra két qua cho ngudi n6p hd so.

2.2. Truong hop. ho so chua day du, hop 1¢ hodc khong du diéu kién giai quyet thi c6 thong bao cho
nguoi yéu cau bd sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé ngudi co yéu
cau bo sung, hoan thién.

Xem xét, tham tra, xtr 1y hd so, du thao két qua giai quyét hodc dir théo vin ban tir chéi, néu 16 1y do).
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Chu tich UBND 13 gio lam
cap xa/ nguoi ? ’ ’ vige
dugc uy quyén | - Xem x¢t, tham tra, ky phé duyét két qua TTHC hodc ky van ban tir choi, néu 16 1y do).
Budc 2 hodc nguoi | - Chuyén vén thu dong dau, chuyén ho so cho Bo phan Tiép nhén va tra két qua cua cua Trung tam
phéan cong thyc | PV hanh chinh cong trd cho ca nhan/t6 chuec;
hién nhiém vu
chirng thuc
Can b6 Tiép 01 gio lam
I(ll}lllaénczz ‘El{?ul;g - X4ac nhan trén phén mém két qua TTHC da c6 tai bo phan mdt cua. viee
Budc 3 tam phuc vu | - :Fhéng bao chp td chtrc, c4 nhan dén nhan két qua (hodc tra qua dich vu buu chinh cong ich), vao
hanh chinh | SO giao nhén két qua.
cong cap xi
Nhén | Nguoindp ho Nhan két qua TTHC theo hinh thire d3 ding ky: Truc tiép hodc qua dich vy buu chinh. Dong thoi nhan
két qua SO két qua TTHC ban dién tir tai Kho quan 1y dit liéu dién tir ctia to chirc, c4 nhan trén Cong dich vu cong.

Thoi gian giai quyét TTHC:

16 gio lam

viéc
Trudng hop kéo dai thoi han giai quyét thi phai théa thuin bang vin ban véi nguwoi yéu ciu ching thye
Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhan hd so phai cé phiéu hen ghi rd thoi gian (gio, ngay) tra két
qua cho nguwdi yéu ciu chirng thue.
11 Poi véi truong hop hop chirng thue Di chiic ngoai tru S¢
Cén bo - Kiém tra, hudng dan, tiép nhan ho so, trudng hop tra két qua trong ngay 1am viéc tiép theo hodc
TN&TKQ cua | kéo dai thoi gian theo thoa thuén thi nguoi tiép nhan ho so phai viét phiéu hen ghi rd thoi gian (gid,
Buse 1 Trung tam ngay) tra két qua cho nguoi yéu cau chung thyc; 02 gio lam
phuc vu hanh | - S6 hoa hd so, chuyen ho so trén phan mém mot cira va hd so gidy cho Phong chuyén mon xur Iy viéc
chinh cong cap | - Truong hop ho so chua day du, khong hop 1&: Gtri thong bao cho ngudi ndp, hudéng dan bo sung, hoan
xa thién hd so theo yéu cau.
Xem xét, tham tra, xtr Iy ho so ching thuc ngoai tru so theo trinh tu, thu tuc, du thao két qua giai | 13 gio lam
Cong chirc giai | quyét hodc du thdo van bdn tir chéi, néu ré 1y do). viéc
quyéthd so |- Trudng hop can bd sung, hoan thién hd so, chuyén nguoc vé B phan mot cira (kém van ban
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ctia Van phong | huéng dan, néu rd 1y do, ndi dung bo sung...)

Budce 2 HDND va - Trinh Chu tich UBND cép x4/ nguoi duoc uy quyén hoic ngudi phan cong thue hién nhiém vu
UBND cép xi | ching thuc ky phé duyét két qua TTHC hoic (du thao van ban tur chéi, néu 13 1y do).

- Chu tich UBND cép x&/ nguoi dugc uy quyén hoic nguoi phan cong thyc hién nhiém vy ching
thuc ky phé duyét két qua TTHC. Chuyén van thu dong dau, chuyen hé so cho Bo phan Tiép nhan
va tra két qua cua Trung tdm PV hanh chinh cong tra cho ¢4 nhan/td chic.

Can bo
TN&TKQ cua | - Xac nhan trén phﬁn mém két qua TTHC da c¢6 tai bd phan mot ctra. 01 gics lam
Budc 3 Trung té{n - Ihéng bao chp t6 churc, ca nhan dén nhan két qua (hodc tra qua dich vu buu chinh cong ich), vao viéc
P},H.JC vy hanP s0 giao nhan két qua. '
chinh cong cap | - Thu phi (néu co).
xa

Tong thoi gian gidi quyét TTHC: 16 sid I3
Truong hop kéo dai thoi han gii quyét thi phai thoa thuan bing viin ban véi ngudi yeu cau ching thye %li%c am

Truwong hop kéo dai thoi han giai quyét thi ngudi tiép nhan ho so phai c6 phiéu hen ghi r6 thoi gian (gio, ngay)
tra két qua cho nguoi yéu ciu chirng thuec.
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Quy trinh so: 04.CT-CX
QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MQT PHAN POI VOI
THU TUC CHUNG THU'C TU CHOI NHAN DI SAN

) Ma TTHC: 2.001016.H50
Ap dung tai: UBND cac xa, phuwong, dac khu

oo | e Noi dung cong vige e hign
I. Nop ho so truc tuyén:
1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi:
https://dichvucong.gov.vn
2. Piang ky/ Pang nhap vao Hé thong bang tai khoan ctia chu ho so.
3. Tai danh sach dich vu cong lya chon dich vu “Chung thuc tur ché'l: nhdn di san”. Tai
Co quan thyc hién, chon tinh Quang Tri, don vi thyc hién 1a UBND cap xa tuong ing.
4. Cép nhat, sd hoa diy du cac thanh phan ho so, bao gdm:
- Dy thao vin ban tir chéi nhan di san (Hinh thirc nép: Ban du théo file word hodc file

o pay;
Nosr;ho Nguoindp hé so | - Gidy ching nhin quyén so hitu, quyén str dung hodc gidy to thay thé duogc phap

luat quy dinh d6i v6i tai san ma phap luat - quy dinh phai dang ky quyén so htru, quyén
st dung trong trudng hop vin ban tir chdi nhan di san lién quan dén tai san d6 (Hinh
thire ngp: Ban dién tir ¢6 chit ky s6 hodc ban sao chitng thuwe dién tit; truong hop ndp ban chup
scan thi nguwoi ngp mang ban chinh dén ngp truc tiép khi dén nhéan két qud/ hodc giri ban sao
chieng thuc qua dich vu buu chinh).

5. Phi, 18 phi thanh toan truc tuyén: Nop trong qué trinh xr 1y.

- Sau khi ndp ho so thanh cong trén Cong DVCQG, Cong dan chi thanh toan dugc khi can
bo gui yéu cau thanh toan/chd thuc hién nghia vu tai chinh; Cong dan dang nhap tai khoan
tai Cong DVCQG, chon menu “Théng tin va Dich vu” = “Tra ctru hd so”, Nhap Mi ho
so, Ma bao mat dé Tim kiém ho so; Chon “Kiém tra thong tin thanh toan” dé xem chi
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tiét Thong tin thanh toan. Chon nut Tiép tuc thanh todn (Trang thai ho so: Yéu cau thanh
toan phi, 1¢ phi DVC), nhép cac thong tin bét budc va chon “Thanh toan”, hé thong ty dong
diéu huéng dén giao dién thanh toan qua nen tang Payment Platform cua Cong DVC qubc
gia. Cong dan thyuc hién thanh toéan truc tuyen dung véi sb tién phi, 1¢ phi theo quy dinh.
Sau khi di thanh toan thanh cong, hé thong tu dong diéu hudng vé giao dién “Quan 1y hd
s0” cua cong dan.

- M thu cu thé: Phi: 50.000 dong/giao dich.

6. Pang ky hinh thtrc nhan két qua thi tuc hanh chinh (TTHC): Ngudi yéu cau nhan két qua
tai UBND cap xa noi minh nop ho so, qua dich vu buu chinh theo phuong thirc ngudi yéu
cau da dang ky

7. Dang ky hinh thirc nhan théng bao vé tinh hinh giai quyét hd so: Thu dién tir (email)
/hodc tin nhan qua mang xa hdi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so duge cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thyc hién dich vu cong, td chirc, ca nhan c6 thé lién hé qua s6 dién thoai
va hop thu di¢n tr cia UBND xa dang tai kem theo quy trinh thuc hién dich vu cong tryc
tuyén nay dé dugc hudng dan, ho tro.

IL. Nop ho so true tiép hoiic qua dich vu buu chinh:

Nop ho so tryuc tiép tai Trung tim phuc vu hanh chinh cong cia UBND cap x4 hoic qua
dich vu buu chinh theo cac thanh phan hé so néu trén.

| Poi voi tru’O'ng hop chirng thuc Di chic tai Trung tim Phuc vu hanh chinh c6ng xa
- Kiém tra, huéng dan, tiép nhan hd so, truong hop tra két qua trong ngay lam viéc tiép theo
hodc kéo dai thoi gian theo thda thuan thi nguoi tlep nhan ho so phai viét phiéu hen ghi 16
Can bo TN&TKQ | thoi gian (gi0, ngay) tra két qua cho ‘nguoi yéu cau chimg thyc;
Bude 1 cua Trung tam - S6 hoa ho so, chuyen hé so trén phan mém mét cira. | 02gi6lam
phuc vu hanh chinh | - Truong hop hé so chua day du, khong hop 1&: Gui thong bao cho ngudi ndp, hudng dan bd viéc

cong cap xa

sung, hoan thién hd so theo yéu cﬁu
- Xem xé&t, tham tra, xur Iy ho so, du thao trinh ngudi c6 tham quyén ching thuc hodc dugce
uy quyén ky ching thuc ky phé duyét két qua TTHC hodc du thdo van ban tir chdi, néu rd
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1y do).

Chu tich UBND
cap xa/ nguoi dugc

- Xem xét, tham tra, ky két qua giai quyet TTHC hoic van ban tir chdi, néu rd 1y do.
- Chuyén van thu dong diu, chuyén ho so cho B phan Tiép nhén va tra két qua cua Trung

Buéc 2 uy quyeén hodc tam PV hanh chinh cong tra cho ca nhan/to chc; \}izcglﬂ lam
nguoi phan cong i
thuc hién nhiém vu
chirng thuc
Can bo TN&TKQ | - Xac nhan trén phﬁn mém két qua TTHC da c6 tai by phan mdt cura. .\
01 gio
Budc 3 cua Tru‘ng tém’ - Thong bao cho t6 chtre, ca nhan dén nhan két qua (hoic tra qua dich vu buu chinh cong lam viée
phuc vu hanh chinh | jch), vao sé giao nhan két qua. '

cong cap xa

- Thu phi (néu cd).

Tong thoi gian giai quyét TTHC ] . .
Truwong hop kéo dai thoi han gidi quyét thi phai théa thuan bang van ban véi nguoi yéu cau chirng thuc

16 gio' lam

Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhan hd so phai cé phiéu hen ghi ré thoi gian (gio, ngay) viéce
tra ket qua cho ngwoi yéu cau chirng thue.
11 Poi véi treong hop hop chitng thue Di chiic ngoai tru S$¢2
’ - Kiém tra, hudng dan, tiép nhan ho so, truong hop tra két qua trong ngay lam viéc tiép theo
Can bo Tiép nhan | hodc keo dai thoi gian theo thoa thuan thi nguoi tiép nhan ho so phai viét phi€u hen ghi ro
vatra kétqua cua | thoi gian (gi0, ngay) tra két qua cho nguoi yéu cau ching thyc; 02 ¢iss 1am
Bu6e 1 | Trung tim phuc vu | - S6 héa ho so, chuyén ho so trén phan mém mot ctra va hd so gidy cho Phong chuyén mén Vié(%
hanh chinh cong | xur ly . . o i
cap xa - Truong hop ho so chua déay du, khong hop 1€: Gui théng bao cho ngudi ndp, hudng dan bo
sung, hoan thién ho so theo yéu cau
R v Xem xét, tham tra, xtr ly ho so chiing thuc ngoai tru sé theo trinh tu, thu tuc, du thao két
Cong chuc giai  eas L1 < N
P , qua giai quyet hoac du thao van ban tir choi, néu ro ly do). .
quyét ho so cua \ AR A 1A 2 A DA A o Ap e 13 gio lam
. b . - Truong hop can bo sung, hoan thi¢n ho so, chuyén ngugc vé Bo phan mét cua (kém van | .,
Buge 2| Van phong HDND ban hudng din, néu 13 1y do, ndi dung bo sung...) viee
va UBND cAp xa S an, y €9, 091 ung 8-

- Trinh Chu tich UBND cép x4/ nguoi duge uy quyén hodc ngudi phan cong thyuc hién
nhiém vu ching thuc ky phé duyét két qua TTHC hodc du thao van ban tir choéi, néu 16 1y

2 Thyc hién theo Nghi dinh s6 23/2015/ND-CP, Nghi dinh s6 280/2025/ND-CP va Phu luc Mau 1oi chirng ban hanh kém theo Nghi dinh s6 280/2025/ND-CP thyc hién ky ngoai

tru s¢
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do).

- Chu tich UBND cap xa/ nguoi dugc uy quyén hodc ngudi phan cong thyc hién nhiém vy
chung thuc ky phé duyét két qua TTHC. Chuyén vin thu dong dau, chuyén hd so cho Bo
phan Tiép nhan va tra két qua cua Trung tdm PV hanh chinh cong tra cho c4 nhan/td chic;

Budc 3

Cén bo Tiép nhan
va tra két qua cta
Trung tam phuc vu
hanh chinh cong
cap xa

- Xac nhan trén phén mém két qua TTHC da c6 tai by phan mdt cura.

- Thong bao cho td chirc, c4 nhan dén nhan két qua (hodc tra qua dich vu buu chinh cong
ich), vao s0 giao nhan két qua.

- Thu phi (néu ¢9).

01 gio
lam viéc

Tong thoi gian giai quyét TTHC:

Truong hop kéo dai thoi han giai quyét th1 phai thoa thuan bing vin ban véi ngum yéu cau chimg thue

Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhan ho so phai cé phiéu hen ghi r thoi gian (gio, ngay)
tra két qua cho nguoi yéu ciu chirng thuec.

16 gio lam
viéc
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Quy trinh s6: 05.CT-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MQT PHAN POI VOI
THU TUC CHUNG THUC VAN BAN PHAN CHIA DI SAN MA DI SAN LA PONG SAN, QUYEN SU DUNG PAT, NHA O

) Ma TTHC: 2.001406.H50
Ap dung tai: UBND cac xa, phuwong, dac khu

u Doi twong thue s n - Thoi gian
t?in)lll h.iéng . NOi dung cong vige thue lglié,n
I. Nop ho so truc tuyén:
1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi:
https://dichvucong.gov.vn
2. Pang ky/ Dang nhap vao Hé thong bang tai khoan ctia chu ho so.
3. Tai danh sach Siich vu cong }ua chon dich vu “Chirng thuc vin ban phan chia di san ma di sdn
la dpng san, quyén s dung dat, nha ¢”. Tai Co quan thyc hién, chon tinh Quang Tri, don vi thuc
hién 1a UBND cép xa tuong ung.
4. Cap nhat, s6 hoa dﬁy du cac thanh phﬁn ho so, bao gém:
. - Du thdo van ban phan chia di san (Hinh thirc nop: Ban du thao file word hodac file pdjf);
N(T)S};hf) Nguoi ndp hd so | - Giéy chtrng nhan quyén sé hitu, quyén st dung hoic gi‘éy t& thay thé dugc phap luat quy dinh

do1 voi tai san ma phap luat quy dinh phai dang ky quyén sé hitu, quyén stir dung trong truong
hop vin ban phan chia di san lién quan dén tai san 6 (Hinh thirc ndp: Ban dién ti ¢6 chit ky so
hodic ban sao chimg thiee dién tir; trieong hop ndp ban chup scan thi nguoi ndp mang ban chinh dén
nép true tiép khi dén nhdn két qud/ hodc giki ban sao chitng thuwe qua dich vu buu chinh).

5. Phi, 1¢ phi thanh toan truc tuyén: Nop trong qué trinh xtr 1y

- Sau khi ndp ho so thanh cong trén Cong DVCQG, Cong dan chi thanh toan dugc khi can bo
giri yéu cau thanh todn/chd thyc hién nghia vu tai chinh; Cong dan dang nhap tai khoan tai Cong
DVCQG, chon menu “Théng tin va Dich vu” > “Tra ciru ho so”, Nhap M3 hd so, Ma bao mat
dé Tim kiém ho so; Chon “Kiém tra thong tin thanh toan” dé xem chi tiét Thong tin thanh
toan. Chon nut Tiép tuc thanh todn (Trang thai hd so: Yéu cau thanh todn phi, 18 phi DVC), nhap
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cac thong tin bat budc va chon “Thanh toan”, hé thong tur dong diéu hudng dén giao dién thanh
toan qua nén tang Payment Platform cua Cong DVC quéc gia. Cong dan thuc hién thanh toan
tryc tuyén dung voi so tién phi, 1é phi theo quy dinh. Sau khi dé thanh toan thanh cong, h¢ thong
tu dong diéu huong vé giao dién “Quan 1y ho so” cua cong dan.

- Mite thu cy thé: Phi: 50.000 dong/giao dich.

6. Bang ky hinh thic nhén két qua thu tuc hanh chinh (TTHC): Ngudi yéu cau nhan két qua tai
UBND cap x4 noi minh ndp hd so, qua dich vu buu chinh theo phuong thirc ngudi yéu cau da
dang ky

7. Pang ky hinh thtrc nhan thong bao vé tinh hinh giai quyét hd so: Thu dién tir (email) /hodc tin
nhdn qua mang xa hoi (Zalo) /hodc tin nhan SMS trén di¢n thoai di dong.

8. Nguoi nop hod so dugc cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thyc hién dich vu cong, td churc, c4 nhan c6 thé lién hé qua s6 dién thoai va
hop thu dién tir cia UBND xa dang tai kém theo quy trinh thuc hién dich vu cong truc tuyén nay
dé duogc hudng dan, ho tro.

I1. Nop hd so truce tiép hoiic qua dich vu buwu chinh:

Nop ho so truc tiép tai Trung tim phuc vy hanh chinh cong ctia UBND cap x3 hodc qua dich vu
buu chinh theo c4c thanh phan ho so néu trén.

| Poi véi trueong ho hop chirng thuce Di chuc tai Trung tim Phuc vu hanh chinh céng xa
- Kiém tra, huéng dan, tiép nhan hd so, truong hop tra két qua trong ngay lam viéc tiép theo hodic
’ keéo dai thoi gian theo thoa thuén thi nguoi tiép nhan hd so phai viét phiéu hen ghi rd thoi gian
Can b6 tiep nhan | (gio, ngay) tra két qua cho ngudi yéu cau chimg thuc;
va tra két qua ciia | - S6 hoa hd so, chuyen hé so trén phan mém mét cira. 02 it lam
Bude 1 Trung tam phuc | - Truong hop hé so chua day du, khong hop 18: Giri thong bao cho ngudi ndp, hudng din b sung, 819
. . viéc
vu hanh chinh | hoan thién ho so theo yéu cau i

cong cap xa

- Xem xét, thim tra, xir ly hd so, du thao trinh Lanh dao UBND xa/ nguoi dugc uy quyén thuc
hién chung thuc ky ching thuc ky phé duyét két qua TTHC hoac du thdo van ban tir choi, néu rd
1y do).
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Chu tich UBND
cap xa/ nguoi

- Xem xét, tham tra, ky két qua giai quyét TTHC hodc van ban tir chdi, néu 13 1y do.
- Chuyen van thu dong dau, Chuyén vin thu dong dau, chuyén hd so cho Bo phan Tiép nhan va

dugc uy quyén | tra két qua ctia Trung tAm PV hanh chinh cong tra cho c nhan/td chc; 13 g1 lam
Budc 2 | hodc nguoi phan viéc
cong thyc hién
nhiém vu ching
thuc
Canbo tiepnhan | 5, 1an trén phan mém két qua TTHC da c6 tai bd phan mot cira. .
va tra két qua cua X ) P _ o 01 gi6 lam
Budc 3 Trung tm phuc | - Thopg bao cho to chuc, ca nhan dén nhan két qua (hoac tra qua dich vu buu chinh cong ich), vide
vu hanh chinh | Va0 sO giao nhan ket qua. '
cong cAp xi - Thu phi (néu o).
Tong thoi gian giai quyet TTHC: 16 oid 1am
Trwong hop kéo dai thoi han giai quyet thi phai thoa thuan bang van ban voi nguoi yéu cau ching thue % ‘e
Truwong hop kéo dai thoi han giai quyét thi ngudi tiép nhan ho so phai cé phiéu hen ghi rd thoi gian (gio, ngay) i
tra két qua cho ngudi yéu ciu chirng thue.
11 Doi voi treong hgp hop chirng thue Di chic ngoai tru Sé
- Kiém tra, huéng dan, tiép nhan ho so, trudng hop tra két qua trong ngay lam viéc tiép theo hoic
Can b6 tiep nhén | keo dai thoi gian theo thoa thudn thi nguoi tiép nhan h6 so phai viét phiéu hen ghi rd thoi gian
va tra ket qua cua | (gio, ngay) tra két qua cho nguoi yéu cau ching thuc; 02 is [am
Bude 1 Trung tdm phuc | - S6 hoa hd so, chuyén hd so trén phin mém mét cira va hod so gidy cho Phong chuyén mén xir Iy % ‘e
vu hanh chinh i
cong cap xa - Truong hop hé so chua day du, khong hop 1¢: Giri thong bao cho ngudi ndp, hudng din bd sung,
hoan thién hd so theo yéu cau
Xem xét, tham tra, xir ly hd so ching thyc ngoai tru s¢ theo trinh ty, thu tuc, du thao két qua giai
o . ... | quyéthodc du thdao van ban tw choi, néu ro ly do).
Cong chuc giai \ A 12 s reA 1A 2 A TIA B s Ap s 1
£ 1 A , - Truong hop can bd sung, hoan thi¢n ho so, chuyén ngugc vé Bo phan mot cira (kém van ban o Ta
quyét ho so cua . XA a1y . 2 13 gio lam
. < . hudng dan, néu ro 1y do, ndi dung bo sung...) A
Budc 2 Vian phong . s IS . , A < oA A n A vige
HDND va UBND | Trinh Chu tich UBND cap xa/ nguoi duge uy quyén hodc nguoi ph’a.m cong thyc hién nhiém vu
ckp xi chung thuc ky phé duyét két qua TTHC hodc du thdo van ban tir chéi, néu 10 1y do).

- Chu tich UBND cép x3/ nguoi dugc uy quyén hodc nguoi phan cong thue hién nhiém vu chimg
thuc ky phé duyét két qua TTHC. Chuyén van thu dong dau, Chuyén van thu dong dau, chuyén
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ho so cho Bo phan Tiép nhan va tra két qua ciia Trung tam PV hanh chinh c6ng tra cho c4 nhan/to

chuc;

Qan b 0 At b ?h%n - Xac nhan trén phﬁn mém két qua TTHC da c6 tai by phan mdt cura. 1

va tra két qua cua . . . _ 01 gio lam
Budc 3 Trung tm phuc | - Thf)pg bao cho t(), chtrc, cd nhan dén nhan két qua (hodc tra qua dich vu buu chinh cong ich), vide

vu hanh chinh | Va0 8O giao nhan két qua. '
cong cip xi - Thu phi (n€u co).

Tong thoi gian gidi quyeét TTHC:
Truwong hop kéo dai thoi han giai quyet thi phai théa thuin bang vin ban véi nguwoi yéu ciu chirng thuc 16 gio lam

Truwong hop keo dai thoi han giai quyet thi nguwoi tlep nhan hé so phai co phleu hen ghi ro thoi gian (gio, ngay) tra két qua viéc
cho nguoi yéu ciu chirng thue.
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Quy trinh s6: 06.CT-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MQT PHAN POI VOI

THU TUC CHUNG THUC VIEC SUA POI, BO SUNG, HUY BO GIAO DICH

) Ma TTHC: 2.000913.H50
Ap dung tai: UBND cac xa, phwong, dac khu

Quy
trinh

Poi twong thue
hién

Noi dung cong viéc

Nop hd
SO

Nguodi nop ho so

I. Nop ho so true tuyén:
1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi: https.//dichvucong.gov.vn

2. Bang ky/ Pang nhap vao Hé thong bang tai khoan ctia chu hd so.

3. Tai danh sich dich vu cong lya chon dich vu “Chikng thuc vigc sira dbi, bo sung, hiiy bé giao dich”.
Tai Co quan thyc hién, chon tinh Quang Tri, don vi thuc hi¢n 1a UBND cap xa tuong ung.

4. Cap nhat, s6 hoa day du cac thanh phan ho so, bao gom:

- Giao dich da duoc chung thuc (Hinh thicc ngp: Ban dién tie 0 chir ky 56 hodc ban sao chimg thuc dién tir;
truvong hop nop ban chup scan thi nguoi nop mang ban chinh den nop truc tiép khi den nhan ket qua/ hodc g
ban sao chung thuc qua dich vu buu chinh);

- Dy thao giao dich stra ddi, b6 sung, huy bo giao dich di duoc ching thuc (Hinh thirc ndp: Bén du
thao file word hodac file pdf),

Trong truong hop ndi dung sura dbi, bd sung, huy bo giao dich ¢6 lién quan dén tai san phai dang ky
quyén so hiru, quyen su dung thi nguoi yéu cau chung thyc phai ndp ban sao glay to chirng minh
quyén s hiru, quyén su dung hodc gidy to thay thé duoc phap luat quy dinh va xudt trinh ban chinh
dé doi chiéu; trur truong hop nguoi 1ap di chic dang bi cai chét de doa dén tinh mang (Hinh thirc nép:
Ban dien twr (;0' chir ky so h,0d0 bcii? sao chdﬁg thuec dién t; truong hop ngp ban chup scan thi nguoi nop mang
ban chinh den nop truc tiep khi den nhan ket qua/ hodc gui ban sao ching thuc qua dich vu buu chinh)

5. Phi, 1& phi thanh toan truc tuyén: Nop trong qua trinh xtr 1y

- Sau khi ndp hd so thanh cong trén Cong DVCQG, Céng dan chi thanh toan dugc khi can bo gui yéu cau
thanh toan/cho thuc hién nghia vu tai chinh; Cong dan dang nhap tai khoan tai Cong DVCQG, chon menu
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“Thong tin va Dich vu” =2 “Tra ciru ho so”, Nhép Ma hd so, Ma bao mat dé Tim kiém ho so; Chon “Kiém
tra thong tin thanh toan” dé xem chi tiét Thong tin thanh todn. Chon nut Tiép tuc thanh toan (Trang thai
hd so: Yéu cau thanh toan phi, 1& phi DVC), nhap cac thong tin bét budc va chon “Thanh toan”, h¢ théng
tu dong diéu hudng dén giao dién thanh toan qua nen tang Payment Platform ctia Cong DVC quéc gia. Cong
dan thyc hién thanh toan tryc tuyén dung vdi s6 tién phi, 1& phi theo quy dinh. Sau khi da thanh todn thanh
cong, hé thong tr dong diéu hudng vé giao dién “Quan 1y hd so” cia cong dan.

- Muc thu cu thé: Phi: 30.000 déng/giao dich.

6. Pang ky hinh thirc nhan két qué th tuc hanh chinh (TTHC): Nguoi yéu cau nhan két qua tai UBND cap
xa noi minh ndp ho so.

7. Bang ky hinh thirc nhan thong bao vé tinh hinh giai quyét hd so: Thu dién tir (email) /hodc tin nhin qua
mang xa hoi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so duge cap ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thyc hi¢n dich vu cong, td churc, ca nhan co thé lién hé qua s6 dién thoai va hop thu dién
tor cua UBND xa dang tai kém theo quy trinh thuc hién dich vu cong truc tuyén nay dé dugc hudng dan, ho
tro.

I1. Nop ho so truc tiép hoiic qua dich vu buu chinh:

Nop hd so truc tiép tai Trung tdam phuc vu hanh chinh cong cia UBND cép xa hodc qua dich vu buu chinh
theo cac thanh phéan ho so néu trén.

| Poi véi trueong ho ho’p chirng thue tai Trung tam Phuc vu hanh chinh cong Xa
- Kiém tra, hudng dan, tiép nhan ho 50, truong hop tra két qua trong ngay lam vi¢c tiép theo hodc kéo dai
Céin b6 Tiép nhan thoi gian theo thoa thuén thi nguoi tiép nhan ho so phai viét phiéu hen ghi rd thoi gian (gid, ngdy) tra két
va tra két qud cua qua cho nguoi yéu cgu ching thye .
. «etd - S0 hoa h6 so, chuyén ho so trén phan mém mot cra
Budc 1 | Trung tam phuc vu

hanh chinh cong
cap xa

- Truong hop ho so chua day du, khong hop 16: Giri thong bao cho ngudi ndp, huéng dan bo sung, hoan thién
hé so theo yéu cau

- Xem xét, tham tra, xir Iy ho so, du thao trinh ngudi c6 thim quyén ching thuc hodc duoc uy quyén ky
chtng thuc ky phé duyét két qua TTHC hoidc dy thao van ban tir chdi, néu rd 1y do).
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Budc 2

Chu tich UBND
cip xi/ ngudi
dugc uy quyén
hodc nguoi phan
cong thuc hién
nhiém vy ching
thuc

- Xem xét, tham tra, xir Iy ho so, ky két qua giai quyét TTHC hogc van ban tir chdi, néu rd 1y do.
- Chuyén van thu dong dau, chyén ho so cho Trung tdim Phuc vu hanh chinh cong tra cho c4 nhan/t6 chuec;

Budc 3

Cén bo Tiép nhan
va tra két qua cua
Trung tdm phuc vu
hanh chinh cong

cap xa

- Xac nhan trén phén mém két qua TTHC da c6 tai by phan mdt cura.
- Théng bao cho t6 chtrc, ci nhan dén nhan két qua, vao sb giao nhan két qua.
- Thu 1€ phi (néu c¢9).

Thoi gian gidi quyét TTHC:

- Néu tiép nhén ho so truée thoi diém 15h00 ciia ngay lam viéc, thi thoi han hen tra t6i da trén Hé thong 1 trong ngay lam viéc.
- Néu tiép nhan ho so sau thoi diem 15h00 cia ngay lam viéc, thi thoi han hen tra toi da trén H¢ thong la trong ngay lam vigc tieép

theo.
11 Poi véi truwong ho chl'rng thwe thuc hién ngoﬁi tru so
1A A . | - Kiém tra, hudng dan, tiép nhan ho 50, truong hop tra két qua trong ngay lam viéc tiép theo hodc kéo dai
Céan bd Tiép nhan
va tra k&t qua cua thoi gian theo thoa thuén thi ngudi tiép nhan ho so phai viét phiéu hen ghi r5 thoi gian (gid, ngay) tra két
. et qua cho nguoi yéu cau ching thyc;
Budc 1 | Trung tam phuc vu
hanh chinh cong |~ S6 hoa ho so, chuyen hd so trén phan mém mot cira va hd so gidy cho Phong chuyén mén xtr 1y.
A X3 - Truong hop ho so chua day du, khong hop 16: Giri thong bao cho ngudi ndp, huéng dan bd sung, hoan thién
P hé so theo yeu cau
Xem xet, tham tra, xtr Iy ho so chimg thuc ngoai tru sd, du thao két qua giai quyét hodc du thdo van bdn tir
Cong churc giai choi, néuré ly do). ‘ , ‘
quyét ho so cua - Truong hop can bo sung, hoan thién ho so, chuyén ngugc vé Bo phdn mét cra (kem van ban huong dan,
Budc 2 | Van phong néu o ly do, ndi dung bo sung...) ‘
HDND va UBND | - Trinh Chu tich UBND cap xa/ nguoi dugc uy quyén hodc nguoi phan cong thue hién nhiém vu ching thuc
cap xa ky phé duyét két qua TTHC hodc du thdo van ban tir choi, néu rd 1y do).

- Cha tich UBND cép x3/ ngudi duoc uy quyén thuc hién ching thuc/ngudi duoc phan cong thyc hién
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chung thyuc ky phé duyét két qua TTHC. Chuyén van thu dong déq, chuyén ho so cho Bo phan Tiép nhan
va tra két qua ctia Trung tam PV hanh chinh cong tra cho ca nhan/t6 chirc;

Budc 3

Cén bo Tiép nhan
va tra két qua cua
Trung tam phuc vu
hanh chinh cong
cép xa

- Xac nhan trén phén mém két qua TTHC da c6 tai bo phan mdt cura.
- Thoéng bao cho t6 chirc, ci nhan dén nhan két qua, vao sb giao nhan két qua.
- Thu phi (n€u co).

Thoi gian gidi quyét TTHC:

- Néu tiép nhén ho so truée thoi diém 15h00 ciia ngay lam viéc, thi thoi han hen tra t6i da trén Hé thong 1 trong ngay lam viéc.
- Néu tiép nhan ho so sau thoi diem 15h00 cia ngay lam viéc, thi thoi han hen tra toi da trén H¢ thong la trong ngay lam viéc tieép

theo.
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Quy trinh so: 07.CT-CX

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN MQT PHAN POI VOI

THU TUC CHUNG THUC SUA LOI SAI SOT TRONG GIAO DICH
, Mai TTHC: 2.000927.H50
Ap dung tai: UBND cac xa, phwong, dac khu

Quy

trinh

Péi twong thue
hién

NOi dung cong viéc

A

Nop
ho so

Ngudi ndp ho so

I. Nop ho so truc tuyén:
1. Truy nhap Céng dich vu cong truc tuyén trén mang internet tai dia chi: https.//dichvucong.gov.vn

2. bang ky/ Dang nhp vao Hé thdng bang tai khoan cta chi ho so.

3. Tai danh sach dich vu cong lya chon dich vu “Chirng thuc swra 16i sai sot trong giao dich”. Tai Co quan
thuc hién, chon tinh Quang Tri, don vi thuc hién 1a UBND cap xa tuong tng.

4. Cap nhat, s6 hoa dy du cac thanh phan ho so, bao gdom:

- Van ban thoa thuan vé viéc sira 15i sai sot trong giao dich da duoc chung thuc (Hinh thirc ngp: Ban
dién tir c6 chit ky so hodc ban sao chumg thye dién tir; truong hop ngp ban chup scan thi nguoi ngp mang ban
chinh dén nop truc tiép khi dén nhdn két qua/ hoac gui ban sao chung thuc qua dich vu buu chinh);

- Giao dich da duoc chimg thuc (Hinh thirc ngp: Ban dién tir ¢6 chit ky s6 hodc ban sao chimg thuc dién tir;
truong hop nop ban chup scan thi nguoi nop mang ban chinh dén nop truc tiep khi dén nhdan két qua/ hoac gui
ban sao chung thuc qua dich vu buu chinh)

5. Phi, 1& phi thanh toan truc tuyén: Nop trong qué trinh xtr 1y.

- Sau khi ndp hd so thanh céng trén Céng DVCQG, Cong déan chi thanh todn dugc khi can bd giri yéu cu
thanh toan/cho thuc hién nghia vu tai chinh; Cong dan dang nhép tai khoan tai Céng DVCQG, chon menu
“Thong tin va Dich vu” 2 “Tra ciru ho so”, Nhap Ma hd so, Mi bao mat dé Tim kiém ho so; Chon “Kiém
tra thong tin thanh toin” dé xem chi tiét Thong tin thanh toan. Chon nit Tiép tuc thanh toan (Trang thai hd
s0: Yéu cau thanh toan phi, 1é phi DVC), nhap cac thong tin bat budc va chon “Thanh tean”, hé thong tur
dong diéu hudng dén giao dién thanh toan qua nen tang Payment Platform ciia Cong DVC qudc gia. Cong
dan thuc hién thanh toan truyc tuyén dung vdi sd tién phi, 1& phi theo quy dinh. Sau khi d3 thanh toan thanh
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cong, hé thong tu dong diéu hudng vé giao dién “Quan Iy ho so” clia cong dan.

- Mte thu cy thé: Phi: 25.000 dong/giao dich.

6. Pang ky hinh thirc nhan két qua tha tuc hanh chinh (TTHC): Nguoi yéu cau nhan két qua tai UBND cép
x3 noi minh ndp hd so hodc qua dich vu buu chinh céng ich (dd du dieu kién thurc hién dich vu cong truc
tuyén toan trinh)

7. Diang ky hinh thirc nhan thong bao vé tinh hinh giai quyét hd so: Thu dién tir (email) /hodc tin nhin qua
mang xa hoi (Zalo) /hodc tin nhan SMS trén dién thoai di dong.

8. Nguoi ndp hd so dugce cdp ma dé tra ciru tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thuc hién dich vu cong, td chirc, c4 nhan c6 thé lién hé qua sb dién thoai va hop thu dién
tor cua UBND xa dang tai kém theo quy trinh thuc hién dich vu cong truc tuyén nay dé dugc hudng dan, ho
tro.

I1. Nop hd so truc tiép hoiic qua dich vu buwu chinh:

Nop hd so truc tiép tai Trung tdm phuc vu hanh chinh cong cia UBND cép xa hodc qua dich vu buu chinh
theo cac thanh phan ho so néu trén.

Cén bo Ti€p nhan va
tra két qua cta

- Kiém tra, hudng dan, tiép nhan ho so, truong hop tra ket qua trong ngay lam viéc tiép theo hodc kéo dai
thot gian theo thoa thuén thi ngudi tiép nhan ho so phai viét phiéu hen ghi rd thoi gian (gid, ngay) tra két qua
cho ngudi yéu cau ching thuc;

- S6 hoa hd so, chuyén ho so trén phan mém mot cira

Bul’oc Trung tam phyc vu | - Truong h()p‘h(x) so chua day du, khong hop 18: Giri thong bao cho nguoi ndp, hudéng dan bo sung, hoan thién hd
hanh chinh cong céap | so theo yéu cau
xa - Xem xét, thAm tra, xtr Iy hd so, du thao trinh Chu tich UBND cp x4/ ngudi dugc uy quyén thuc hién chimg
thue/nguoi duoc phan cong thuc hién chimg thuc ky phé duyét két qua TTHC hoic du thao vin ban tir chdi,
néu ro 1y do).
Chu tich UBND | - Xem xét, tham tra, ky két qua giai quyét TTHC hodc vin ban tir chdi, néu rd 1y do.
Buéce cap xd/ nguoi dugc | - Chuyén vin thu déng déu,v chuyén hd so cho Bo phan Tiép nhan va tra két qua cta Trung tim PV hanh
) uy quyén hoac chinh cong tra cho ca nhan/to chuc;

nguoi phan cong
thuc hién nhiém vu
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chung thyc

Cén bo Tiép nhan va
tra ket qua cua X ) PO N ., . , A, N
Trung tim phuc vu | - Thong bao cho t6 chirc, cd nhin dén nhan két qua (hodc tra qua dich vy buu chinh cong ich), vao s6 giao

hanh chinh cong cap | nhan ket qua.
X3 - Thu phi (n€u co).

- Xac nhan trén phﬁn mém két qua TTHC da c¢6 tai by phan mot ctra.
Budc

Thoi gian gidi quyét TTHC:

- Néu tiép nhan ho so truée thoi diém 15h00 ciia ngay 1am viée, thi thoi han hen tra t6i da trén Hé thong 1a trong ngay lam viéc.

- Néu tiep nhan ho so sau thoi diem 15h00 cia ngay lam viéc, thi thdi han hen tra toi da trén HE thong 1a trong ngay lam viéc tiep
theo.
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