Phu luc II

RETIOA RINH PIEN TU (NOI BQ) GIAI QUYET THU TUC HANH CHINH
A/C CHUNG THUC THUQC THAM QUYEN GIAI QUYET CUA UBND CAP XA

TREN DPIA BAN TINH QUANG TRI

PHAN I: DANH MUC QUY TRINH

Hnh s6 824 /OP-UBND ngday 11 thing 3 ndam 2026 ciia Chii tich UBND tinh Quang Tri)

I. DANH MUC QUY TRINH PIEN TU AP DUNG CAC PHONG CONG CHUNG TREN PIA BAN TINH

STT So hlf;u quy Tén Quy trinh Ma so TTHC Trang
trinh
Chung thyuc ban sao tir ban chinh gidy t0, vin ban do co quan, t6 chtrc ¢6 tham 3
1 01.CT- quyén cua Viét Nam CO quan, t6 chtrc ¢ tham quyen cua nudc ngoa1 CO quan, t6 2 000815.H50
TCHHCC chtrc ¢6 thdm quyen ctia Viét Nam lién két v6i co quan, t6 chirc co tham quyén ' )
cua nudc ngoai cap hoac chung nhan
) 02.CT- Chumg thyc chir ky trong cac gidy t0, van ban (ap dung cho ca truong hop chimg thue 7000884 H50 6
TCHHCC diém chi va truong hop ngudi yéu cau ching thuc khong ky, khong diém chi dugc) ) '
3 | 03.CT- Chimg thyc chit ky nguoi dich ma ngudi dich 1a cong tac vién dich thuat cua Uy 7000992 .H50 8
TCHHCC | ban nhén dén cép xa
04.CT- Chung thyuc chir ky nguodi dich ma nguoi dich khong phai 1a cong tac vién dich 9
4 g . 2.001008.H50
TCHHCC | thu4t ciia Uy ban nhan dan cép xa
II. DANH MUC QUY TRINH PIEN TU AP DUNG CHO UBND CAC XA, PHUONG PAC KHU TREN PIA BAN TIiNH
STT S0 hl?u quy Tén Quy trinh Mai s6 TTHC Trang
trinh
Chimg thuc chit ky trong cac gidy to, van ban (4p dung cho ca trudng hop chimg thuc
> 05.CT-CX diém chi va truong hop nguoi yéu cau chimg thuc khong ky, khong diém chi dugc) 2.000884.H50 10




06.CT-CX | Cép ban sao c6 ching thyc tir ban chinh hgp dong, giao dich da dugc ching thuc 2.000942.H50 12

07.CT-CX Chung thuc chle ky nguoi dich ma nguoi dich 1a cong tac vién dich thuat ctia Uy 2000992 H50 13
ban nhan dan cap xa

08.CT-CX Chlﬁ:r}g thuc chir ky ngu”bfi dich ma nguoi dich khong phai 1a cong tac vién dich thuat 2 001008.H50 14
cua Uy ban nhan dan cap xa
Chung thuc ban sao tir ban chinh gidy to, van ban do co quan, t0 chirc c6 tham

09.CT-CX quyén cua Viét Nam CO quan, to chirc co tham quyen cua nudc ngoal co quan to 2.000815.H50 15

chtic ¢6 tham quyen ctia Viét Nam lién két v6i co quan, t6 chirc c6 tham quyén cua
nudc ngoai cip hoic chimg nhan




Phan I1

NOI DUNG QUY TRINH BIEN TU (NOI BQ) TRONG GIAI QUYET TTHC THUQC THAM QUYEN GIAI QUYET
CUA CAC PHONG CONG CHUNG VA UBND CAP XA TREN PIA BAN TiNH

Quy trinh s6: 01.CT-TCHNCC

QUY TRINH NOQI BQ TRONG GIAI QUYET THU TUC CHUNG THU'C BAN SAO TU BAN CHINH GIAY TO, VAN
BAN DO CO  QUAN, TO CHUC CO THAM QUYEN CUA VIET NAM; CO QUAN, TO CHUC CO THAM QUYEN CUA
NUOC NGOAI; CO QUAN, TO CHUC CO‘THAM QUYEN CUA VIET NAM LIEN KET VOI CO QUAN, TO CHUC CO
THAM QUYEN NUOC NGOAI CAP HOAC CHUNG NHAN
Ap dung tai: Tai caic Phong Cong chirng trén dia ban tinh Quang Tri

Quy trinh lan lwot theo thit tw tirng co quan tham gia giai quyét TTHC

Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

Truong hgp khong xac minh

Budc 1

B0 phén tiép nhan va tra két qua
tai Phong Cong chiing

- Kiém tra, huéng dén, tiép nhan ho so, truong hop tra két qua trong
ngay 1am viéc tiép theo hoic kéo dai thoi gian theo thoa thuan thi ngudi
tiép nhan ho so phai viét phiéu hen ghi 1 thoi gian (gio, ngay) tra két
qué cho ngudi yéu cu chimg thyc

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

- Truong hop ho so chua day du, khong hop 1¢: Gtri thong bao cho nguoi
nop, hudng dan bd sung, hoan thién hd so theo yéu cau

- Kiém tra, huéng dan, tiép nhan hd so, giri phiéu hen tra cho ca nhan/to
chuec;

- S6 héa hd so, chuyén hé so trén phan mém mét cira.

- Truong hop | ho so chua day du, khong hop 1¢: Gui thong bao cho ngudi
nop, huéng dan bd sung, hoan thién ho so theo yéu cau.

- Xem xét, tham tra, xir Iy ho so, du thao trinh cong ching vién ky phé
duyét két qua TTHC hoic du thao vin ban tir chdi, néu rd 1y do).

01 gio lam viée
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Quy trinh lan lwot theo thit tw tirng co quan tham gia giai quyét TTHC

Thir tw
cong viéc

Pon vi/ Nguwoi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

Cong chtng vién giai quyét ho

- Xem xét, tham tra, ky két qua giai quyét TTHC hodc vin ban tir chdi,
néu 10 ly do.

06 gid lam viéc

Budc 2 SO - Chuyén vin thu dong dau, chuyén ho so cho BO phan Tiép nhan va tra
két qua cua Phong Cong chung dé tra cho ¢4 nhan/té churc
, Bophéntiépnhanvatrakétqua | .o . oa A Cox s
Budce 3 > Pt p nhan v qau Ti€p nhan, tra két qua cho nguoi cé yéu cau va thu phi (néu co) 01 gio lam viéc

tai Phong Cong chung

Tong thoi gian gidi quyét TTHC

08 gio 1am viée

Trwong hop cin xac minh

B6 phan tiép nhan va tra két qua

- Kiém tra, hudng dan, tiép nhan ho so, gui phi€u hen trd cho ca nhan/to
churec;
- SO hoda ho so, chuyén ho so trén phan mém mdt ctra va ho so gidy cho

Buge 1 tai Phong Cong chiing cong ching vienxuly 01 gi6 lam vige
- Truong hop ho so chua déy du, khong hop 18: Gui thong bao cho nguoi
ndp, hudng dan bd sung, hoan thién ho so theo yéu cau

Budce 2 Cong chtng vién giai quyét hd | - Xem xét, tham tra, ky két qua giai quyét TTHC hodc vin ban tir chdi, 14 gi0 lam vige

SO

néu 10 ly do. o
- Chuyén van thu dong dau, chuyén ho so cho BJ phan Ti€p nhan va tra
két qua cua tai Phong Cong ching dé€ tra cho ca nhan/to chuc
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Quy trinh lan lwot theo thit tw tirng co quan tham gia giai quyét TTHC

Thir tw
cong viéc

Pon vi/ Nguwoi thue hién

Noi dung thuc hién

Thoi gian thuc
hién

Budc 3

B phan tiép nhan va tra két qua
tai Phong Cong ching

Ti€p nhan, Tra két qua cho ngudi cd yéu cau va thu phi (néu co)

01 gio lam vige

Tong thoi gian gidi quyét TTHC cin xac minh

16 gio lam viéc
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Quy trinh s6: 02.CT-TCHNCC

QUY TRINH NOI BQ, QUY TRINH PIEN TU TRONG GIAI QUYET
THU TUC CHUNG THUC CHU KY TRONG CAC GIAY TO, VAN BAN

Ap dung tai: Tai cic Phong Cong chirng trén dia ban tinh Quang Tri

(Ap dung cho ci truomg hop chimg thue diém chi va trudong hop nguoi yéu ciu chiing thwe khong ky, khong diém chi dwoc)

Quy trinh lan lwot theo thit tw tirng co quan tham gia gidi quyét TTHC

:l“hu’ t.l{ Don vy l\figwo’l thye NOi dung thuc hién Thot stan
cong viéc hién thuc hién
- Klem tra, hudng dan, tiép nhan ho so, trudng hop tra két qua trong ngay lam viéc
tlep theo hodc kéo dai thoi gian theo thoa thuan thi ngudi tiép nhan hd so phai viét
phleu hen ghi 16 thoi gian (gio, ngay) tra ket qua cho nguoi yéu cau chimg thuc
- S6 héa hd so, chuyen hé so trén phan mém mot cira.
B¢ phan tiép nhan va tré | - Truong hop hd so chua day du, khong hop 1¢: Gui thong bao cho nguoi nop, hudng L
. P RS A dan b6 sung, hoan thién h0 so theo yéu cau 01 gio lam
Budc 1 | két qua tai Phong Cong £ , Y ST A
. - Kiém tra, huéng dan, tlep nhén hd so, gui phiéu hen tra cho ca nhan/té chuec; viéc
chiing . 2 2 13 NI
- S6 hoa h6 so, chuyén ho so trén phan mém mat cura.
- Truong hop hd so chua day du, khong hop 1¢: Gui thong bao cho nguoi ndp, huong
dan bo sung, hoan thién ho so theo yéu cau.
- Xem xét, tham tra, xtr Iy ho so, du thao trinh cong chfrqg vién
ky phé duyét két quad TTHC hodc du thdo vdn ban tir chdi, néu rd 1y do).
Bude 2 C6n§ cl;fmg vién giai - Xem )iét’ tvhém tra, ’k}'l ké} qua giéxi qu}jét TTHC }AloécAvén 'lzén tirA ch(‘)‘i, ns%u £(~) ly 7do.q 06 gioy 1am
quyet ho so - Chuyén van thu dong dau, chuyén h6 so cho B phén Ti€p nhén va tra két qua tra | | ;a.
cho ca nhan/to chirc. '
B6 phan tiép nhan va tra ) ) . ) 01 oid lam
Budc 3 | két qua tai Phong Cong | Ti€p nhan, trd két qua cho nguoi c6 yéu cau va thu phi (n€u co) % e

ching

Tong thoi gian giai quyét TTHC

08 gio lam
viéc
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‘ Quy trinh s6: 03.CT-TCHNCC ] '
QUY TRINH NOI BQ, QUY TRINH PIEN TU TRONG GIAI QUYET

THU TUC CHUNG THUC CHU KY NGUOI DICH MA NGUOI DICH LA
CONG TAC VIEN DICH THUAT CUA TO CHUC HANH NGHE CONG CHUNG

Ma TTHC: 2.000992.HS0

Ap dung tai: Tai caic Phong Cong chirng trén dia ban tinh Quang Tri

Quy trinh lan lwot theo thit tw tirng co quan tham gia giai quyét TTHC

Thir tuw
cong viéc

Don vi/ Nguwoi thue
hién

NOi dung thuc hién

B6 phan tiép nhan va

- Kiém tra, huéng dan, tiép nhan hd 80, truong hop tra két qua trong ngay lam viéc tiép theo hodc kéo dai
thot gian theo thoa thuén thi nguoi tiép nhan hd so phai viét phiéu hen ghi rd thoi gian (gid, ngay) tra két
qua cho nguoi yéu cau chung thyc;

- S6 héa hd so, chuyen hé so trén phan mém mot cira

Budc 1 | tra két qua tai Phong | - Truong hop ho so chua day du, khong hop 18: Gui thong bao cho ngudi ndp, huéng din bd sung, hoan thién
Cong ching h6 so theo yéu cau
- Xem xét, tham tra, xtr Iy ho so (d6i chiéu chit ky ctia nguoi dich trén ban dich voi chit ky mau)
- Xem xét, tham tra, xtr Iy ho so, du thao trinh céng ching vién ky phé duyét két qua TTHC hoic dy théao
van ban tir chdi, néu 13 1y do).
Budce 2 Cong chimg vién giai | - Xem xet, tham tra, ky két qua gial qqyét TTHC hodc van ban tur chéi, néu o ly do. 7
quyét ho so - Chuyén van thu dong dau, chuyén ho so cho Bo phan Ti€p nhan va tra két qua trd cho ca nhan/t6 chic;
B6 phan tiép nhan va
Budc 3 | tra két qua tai Phong | Tiép nhan, tra két qua cho nguoi cé yéu cau va thu phi (néu co)

Cong ching

Thaoi gian giai quyét TTHC:

- Néu tiép nhan ho so truée thoi diém 15h00 ciia ngay 1am viéc, thi thoi han hen tra toi da trén H¢ thong la trong ngay lam viéc.
- Néu tiép nhan ho so sau thoi diem 15h00 ctia ngay lam viéc, thi thoi han hen tra toi da trén Hé thong 1a trong ngay lam viéc ti€p theo.




Quy trinh s6: 04.CT-TCHNCC

QUY TRINH NOI BO, QUY TRINH PIEN TU TRONG GIAI QUYET
THU TUC CHUNG THU'C CHU KY NGUOI DICH MA NGUOI DICH KHONG PHAI LA CONG TAC VIEN DICH
THUAT CUA TO CHUC HANH NGHE CONG CHUNG
Mai TTHC: 2.001008.H50
Ap dung tai: Tai caic Phong Cong chirng trén dia ban tinh Quang Tri

Quy trinh lan lwot theo thit tw tirng co quan tham gia giai quyét TTHC

Thir tw

n . | Pon vi/ Ngwoi thue hién Noi dung thuc hién
cong viéc

- Kiém tra, huéng dan, tlep nhan ho so, gui phiéu hen tra cho ca nhan/to chuc;

- S6 hoa hd so, chuyen hé so trén phan mém mot clra

- Truong hop ho so chua day du, khong hop 1&: Gui thong bao cho ngudi ndp, hudng dan bd sung, hoan
B6 phan tiép nhén va tra | thién hd so theo yéu cau

Budc 1 | két qua tai Phong Cong | - Xem xét, tham tra, xtr Iy hd so (kiém tra cac gidy to do nguoi dich trinh theo quy dinh tai cac diém
chung a, b va ¢ khoan 2 Diéu 31 ctia Nghi dinh s6 23/2015/ND-CP. Yéu cau ngudi dich phai ky trudc mat
cong chtre tiép nhan ho so).

- Xem xét, tham tra, xr Iy hd so, du théo trinh cong chimg vién ky phé duyét két qua TTHC hodc dur
thao vin ban tir chdi, néu 15 1y do).

Cong chumng vién giai - Xem xét, tham tra, ky két qua giai quyet TTHC hoic van ban tir chdi, néu rd 1y do.
Budc 2 | quyét ho so - Chuyén vin thu dong diu, chuyén ho so cho Bo phan Tiép nhan va tra két qua tra cho ca nhan/td
chue.

Bd phan tiép nhan va tra
Budc 3 | két qua tai Phong Cong | Ti€p nhan, tra két qua cho nguoi c6 yéu cau va thu phi (néu c6)
ching

Thoi gian gidi quyét TTHC:

- Néu tlep nhan hd so truéc thoi diém 15h00 ciia ngay lam viée, thi thoi han hen tra toi da trén H¢ thong la trong ngay lam vige.
- Néu tlep nhan ho so sau thoi diém 15h00 cia ngay lam viéc, thi thoi han hen tra t6i da trén Hé thong 1a trong ngay lam viéc tlep theo.
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Quy trinh s6: 05.CT-CX

QUY TRINH DPIEN TU GIAI QUYET THU TUC CHUNG THUC CHU KY TRONG CAC GIAY TO, VAN BAN

(Ap dung cho ci truwomg hop chimg thue diém chi va trudong hop nguoi yéu cau chimg thwe khong ky, khong diém chi dwoc)

) Ma TTHC: 2.000884.H50
Ap dung tai: UBND cac xa, phwong, dac khu

Quy trinh lan lwot theo thit tw tirng co quan tham gia giai quyét TTHC

:l“hu’ t.‘-l’ Pon vi/ Nguwoi thuce hién Noi dung thuc hién
cong viée
I Ddi v6i truong hop thue hién ching thuce tai Trung tdm Phuc vu hanh chinh cong xa
- Kiém tra, huéng dan, tiép nhan ho so, truong hop tra két qua trong ngay lam viée tiép theo hodc
kéo dai thoi gian theo thoa thuan thi ngudi tiép nhan ho so phai viét phiéu hen ghi rd thoi gian
(gi0, ngay) tra két qua cho nguoi yéu cau ching thuc;
Céan bo Tiép nhan va tra két | - S6 hoa hd so, chuyén hé so trén phan mém mét cira.
Budc 1 | cua Trung tdm phuc vy hanh | - Truong hop hé so chua day du, khong hop 18: Giri thong bao cho ngudi ndp, hudng din b sung,
chinh cong cép xa hoén thién ho so theo yéu cau
- Xem xét, thim tra, xtr 1y hd so, du thao trinh Chii tich UBND cép xa/ ngudi duoc uy quyén
hodc phan cong thuc hién nhiém vy ching thuc ky phé duyét két qua TTHC hodc du thdo van
ban tir chdi, néu 13 1y do).
Chu tich UBND cip x&/ |- Xem xét, thim tra, ky két qua giai quyet TTHC hodc vin ban tir chdi, néu 16 1y do.
. nguodi duge uy quyén hoic | - Chuyén vian thu dong dau, chuyén hd so cho Bo phan Tiép nhén va tra két qua cua Trung tim
Budc 2 oA A A
ngudi phan coéng thyc hién | Phuc vu hanh chinh céng tra cho ca nhan/td chuc;
nhiém vu ching thuc
Cén b Tiép nhan va tra két |~ Xé(f nhérf trén phfm rr}ém lfét uné TATHC Adﬁ cf) tai jb(f) p}iafm n?1(§t cira: , o
Budc 3 | qud ctia Trung tdm phuc vu | - Thong bdo cho t6 chiic, cd nhan dén nhan két qua (hoac trd qua dich vu buu chinh cong ich),

hanh chinh cong cap xa

vao sb giao nhan két qua.
- Thu phi (n€u co).

Thoi gian giai quyét TTHC:

- Néu tiép nhin ho so truéc thoi diém 15h00 ciia ngay lam viéc, thi thoi han hen tra ti da trén H¢ thong la trong ngay lam viéc.
- Néu tiép nhan ho so sau thoi diem 15h00 ctia ngay lam viéc, thi thoi han hen tra toi da trén Hé thong la trong ngay lam viéc tiép theo.
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1 Poi voi treong hop thuwe hién chirng thwe ngoai tru sé!

Céan bd Tiép nhan va tra két
Budc 1 | ctia Trung tdm phuc vy hanh
chinh cong cap xa

- Kiém tra, hudng dan, tiép nhan ho so, truong hop tra két qua trong ngay lam viéc tiép theo hoac
kéo dai thoi gian theo thoa thuén thi nguoi tiép nhan ho so phai viét phiéu hen ghi rd thoi gian
(g10, ngay) tra két qua cho nguoi yéu cau ching thuc;

- S& hoa hd so, chuyen hé so trén phan mém mot ctra va hd so gidy cho Phong chuyén mon xir Iy
- Truong hop ho so chua day du, khong hop 1&: Giri thong bao cho ngudi ndp, hudng dan bo sung,
hoan thién ho so theo yéu cau

Cong chuc giai quyét hd so
Budc 2 | cia Van phong HDND va
UBND cap xa

Xem xét, tham tra, xir 1y ho so chimg thyc ngoai tru sé theo trinh tu thi tuc, du thao két qua giai
quyét hodc dir thdo van ban tir chéi, néu ré 1y do).

- Truong hop can b sung, hoan thi¢n ho so, chuyén nguoc vé Bo phan moét ctra (kém van ban
huéng dan, néu rd 1y do, ndi dung bo sung...)

- Trinh Chu tich UBND cép x3/ nguoi duoc uy quyén hoic phan céng thuc hién nhiém vu ching
thuc ky phé duyét két qua TTHC hodc du thao van ban tir chdi, néu rd 1y do).

- Chu tich UBND cép x3/ ngudi duoc uy quyén hodc phan cong thuc hién nhiém vu chimg thuc
ky phé duyét két qua TTHC.

Chuyén van thu déng dau, chuyén ho so cho Bo phan Tiép nhan va tra két qua ciia Trung tim
PV hanh chinh cong tra cho c4 nhan/td chc;

Céan bo Tiép nhan va tra két
Budc 3 | quad cia Trung tdm phuc vu
hanh chinh cong cap xa

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

- Thong bao cho t6 chure, ca nhan dén nhéan két qua (hodc tra qua dich vu buu chinh cong ich),
vao so giao nhan két qua.

- Thu 1€ phi.

Thoi gian gidi quyet TTHC:

- Néu tlep nhan hd so truéce thoi diém 15h00 ciia ngay lam viée, thi thoi han hen tra toi da trén H¢ thong la trong ngay lam viéc.
- Néu tiép nhan ho so sau thoi diém 15h00 ciia ngay lam viéc, thi thoi han hen tra tdi da trén Hé thong I3 trong ngay lam viéc tiép theo.

! Thyc hién theo Nghi dinh $6 23/2015/ND-CP va Phy luc Mau 101 chung ban hanh kém theo Thong tu s6 11/2025/TT-BTP thyc hién ky ngoai try so
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Quy trinh s6: 06.CT-CX

QUY TRINH DPIEN TU GIAI QUYET THU TUC CAP BAN SAO CO

CHUNG THUC TU BAN CHINH PA PUQC CHUNG THUC
Mai TTHC: 2.000942.H50
Ap dung tai: UBND cac xa, phwong, dac khu

Quy trinh lan lwot theo thir tw tirng co’ quan tham gia gidi quyét TTHC

Thur tw
cong viéc

Pon vi/ Nguoi thue
hién

Noi dung thyc hién

Can bo Tiép nhan va tra
két qua cua Trung tdm

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

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

Budce 1 phuc vu hanh chinh cong | - Tfu’m}g hop hd so cl;ua day du, khong hop 1&: Giri thong bao cho nguoi ndp, huéng dan bo sung, hoan
chp xa thién ho S0 the? yeucau o o L . ,, . )
- Xem x¢&t, tham tra, xr Iy ho so, du thdo trinh Chu tich UBND cap xa/ nguoi dugce uy quyén hoac
phan cong thuc hién nhiém vu chimg thuc ky phé duyét két qua TTHC hodc dy thao van ban tir chdi,
néu ro 1y do).
Chu tich UBND cap xi/ | - Xem xét, tham tra, xir Iy ho so, ky két qua giai quyét TTHC hodc vin ban tir chdi, néu rd 1y do.
nguoi duge uy quyén -. Chuyén van thu dong déu, chuyen hd so cho BO phan Tiép nhan va tra két qua cia Trung tim PV
Budce 2 | hoac phan cong thuc hanh chinh cong tra cho ca nhan/td chuc.
hién nhiém vu chirng
thuc
Cg’m bo Tiép nhan va tra | - Xac nhan trén phé“m mém két qua TTHC da c6 tai bo phan mdt cura.
Buée 3 két qua cua Trung tam | Thong bao cho td chtrc, c4 nhan dén nhan két qua (hodc tra qua dich vy buu chinh cong ich), vao )

phuc vy hanh chinh cong
cap xa

giao nhan két qua.
- Thu phi (n€u co).

Thoi gian giai quyét TTHC:
- Néu tiep nhan ho so trude thoi diem 15h00 ctia ngay lam viéce, thi thoi han hen tra toi da trén H¢ thong la trong ngay lam viéc.
- Néu tiép nhan ho so sau thoi diem 15h00 ctia ngay lam viéc, thi thoi han hen tra toi da trén HE thong la trong ngay lam viéc ti€p theo.
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Quy trinh s6: 07.CT-CX

QUY TRINH PIEN TU GIAI QUYET THU TUC CHUNG THU'C CHU KY NGUOI DICH MA NGUOI DICH LA

CONG TAC VIEN DICH THUAT CUA UY BAN NHAN DAN CAP XA

) Ma TTHC: 2.000992.H50
Ap dung tai: UBND cac xa, phwong, dac khu

Quy trinh lan lwot theo thit tw tirng co quan tham gia gidi quyét TTHC

Thur tw
cong viéc

Pon vi/ Nguoi thue
hién

Noi dung thuc hién

Céan bo Tiép nhan va
tra két qua cua Trung

- Kiém tra, huéng dan, tiép nhan ho 80, truong hop tra két qua trong ngay lam viéc tiép theo hoic kéo dai
thoi gian theo thoa thuén thi nguoi tiép nhan hd so phai viét phiéu hen ghi r5 thoi gian (gid, ngay) tra két
qua cho ngudi yéu cau ching thuc;

- S6 héa hd so, chuyén hd so trén phan mém mot cira

Budc 1 thm phuc vu hanh | Truong hop hé so chua day du, khong hop 18: Giri thong bao cho nguoi ndp, hudng dan bo sung, hoan thién
chinh cong cap xa hoscrtheoyeucau 1A Y 1 N N e Lt X
- Xem xét, tham tra, xir Iy ho so (d6i chiéu chit ky ciia nguoi dich trén ban dich véi chit ky mau)
Du thdo trinh Chu tich UBND cép xa/ nguoi duge uy quyén hodc phan cong thuc hién nhiém vy ching
thuc ky chu’ng thuc ky phe duyét két qua TTHC hodc du thao vin ban tir chdi, néu rd 1y do.
Chu tich UBND cap | - Xem xét, tham tra, ky két qua gidi quyet TTHC hodc vin ban tir chdi, néu 13 1y do.
xa/ nguoi dugce uy - Chuyén vin thu dong diu, chuyén ho so cho Bo phan Tiép nhan va tra két qua cia Trung tdm PV hanh
Budc 2 | quyén hodc phan chinh cong tra cho ca nhén/té chuec;
cong thuc hién nhiém
vu chirng thuc
Céan by Tiép nhan va | - Xac nhan trén phan mém két qua TTHC da c6 tai bd phan mot cira.
Buée 3 tra két qua cua Trung | _ Thong bao cho td chirc, ca nhan dén nhan két qua (hodc tra qua dich vu buu chinh cong ich), vao sb giao

tam phuc vu hanh
chinh cong cap xa

nhan két qua.
- Thu phi (néu o).

Thaoi gian gidi quyét TTHC:

- Néu tiép nhan ho so truée thoi diém 15h00 ciia ngay 1am viéc, thi thoi han hen tra toi da trén H¢ thong la trong ngay lam viéc.
- Néu tiép nhan ho so sau thoi diem 15h00 ciia ngay lam viéc, thi thoi han hen tra toi da trén Hé thong 1a trong ngay lam viéc ti€p theo.
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Quy trinh s6: 08.CT-CX

QUY TRINH DIEN TU GIAI QUYET THU TUC CHUNG THU'C CHU KY NGUOI DICH MA NGUOI DICH KHONG
PHAI LA CONG TAC VIEN DICH THUAT CUA UY BAN NHAN DAN CAP XA

) Ma TTHC: 2.001008.H50
Ap dung tai: UBND cac xa, phwong, dac khu

Quy trinh lan lwot theo thit tw tirng co quan tham gia giai quyét TTHC

Thur tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Cén bo Tiép nhan va tra két

- Kiém tra, huéng dan, tlep nhan hd so, gui phiéu hen tra cho ca nhan/to chirc;

- S6 hoa ho so, chuyen hé so trén phan mém mét cira

- Truong hop ho so chua day du, khong hop 1&: Gui thong bao cho ngudi ndp, hudng din bo sung, hoan
thién ho so theo yéu cau

Bude 1 | qua cua Trung tdm phuc vy | - Xem xet, tham tra, xu ly hd so (kiém tra cac gidy to do ngudi dich trinh theo quy dinh tai cac diém
hanh chinh cong cap xa a, b va ¢ khoan 2 Diéu 31 ctia Nghi dinh s6 23/2015/ND-CP. Y¢éu cau ngudi dich phai ky trude mat
cong chuec tiép nhan ho so). , ‘
- Du thao trinh Chu tich UBND cap x&/ nguoi dugce uy quyén hodc phén cong thyc hién nhiém vu
chirng thuc ky phé duyét két qua TTHC hodc du thao van ban tir chdi, néu 6 1y do).
Chu tich UBND cap x@/ | - Xem xet, tham tra, ky két qua giai quyét TTHC hodc van ban tir chdi, néu r6 1y do.
. nguodi dugc uy quyen hoac | - Chuyén van thu dong dau, chuyén ho so cho Bo phan Ti€p nhan va tra két qua cia Trung tam PV
Budc 2 n A A \ , A . 1A R 1
phan cong thyc hién | hanh chinh cong tra cho c4 nhan/t6 chirc;
nhiém vu ching thuc
Cén bo Ti ép nhan va tra két | - Xac nhan trén phfil’l mém két qua T,THC da c9 tai by phan mot cu’a:
Buéc 3 | qua cta Trung tam phuc vu | - Thong bao cho t6 chure, ca nhan dén nhan két qua (hoac trd qua dich vu buu chinh cong ich), vao

hanh chinh cong cap xa

s6 giao nhén két qua.
- Thu phi (n€u co).

Thoi gian gidi quyét TTHC:

- Néu tiép nhén ho so trueée thoi diém 15h00 cia ngay lam viéc, thi thoi han hen tra t6i da trén Hé théng 1 trong ngay lam viéc.
- Néu tiep nhin ho so sau thoi diem 15h00 cia ngay lam viéc, thi thoi han hen tra toi da trén HE thong la trong ngay lam viéc tiep

theo.
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Quy trinh s6: 09.CT-CX

QUY TRINH DIEN TU GIAI QUYET THU TUC CHUNG THU'C BAN SAO TU BAN CHINH GIAY TO, VAN BAN DO
CO QUAN, TO CHU'C CO THAM QUYEN CUA VIET NAM LIEN KET VOI CO QUAN, TO CHUC CO THAM QUYEN

CUA NUOC NGOAI CAP HOAC CHUNG NHAN
, M3z TTHC: 2.000815.H50
Ap dung tai: UBND cac xa, phwong, dac khu

Quy trinh lan lwot theo thit tw tirng co quan tham gia giai quyét TTHC

Thir tw
cong viéc

Pon vi/ Nguoi thue hién

Noi dung thuc hién

Cén bo Tiép nhan va tra két

- Kiém tra, huéng dan, tlep nhan ho so, gui phiéu hen tra cho ca nhan/to chuc;

- S6 hoa hd so, chuyen hé so trén phan mém mot clra

- Truong hop hd so chua day di, khong hop 16: Giri thong bao cho ngudi ndp, hudng dan bo sung, hoan
thién hd so theo yéu cau

Buoe 1 ggﬁ;gﬁigu?@%ntm?ép 1‘)1(1_;0 V¥ - Xem xét, tham tra, xtr Iy hé 50, du thdo trinh Lanh dao UBND xé&/ nguoi dugc uy quyén thyc hién
& cap chimg thyc ky phé duyét két qua TTHC hoge dy thao van ban tir chéi, néu 13 1y do).
- Du thao trinh Chu tich UBND cap x&/ nguoi dugce uy quyén hodc phén cong thyc hién nhiém vu
chirng thuc ky phé duyét két qua TTHC hodc du thao van ban tir chdi, néu 6 1y do).
Chu tich UBND cap x@/ | - Xem xet, tham tra, ky két qua giai quyét TTHC hodc van ban tir chdi, néu r6 1y do.
. nguodi dugc uy quyen hoac | - Chuyén van thu dong dau, chuyén ho so cho Bo phan Ti€p nhan va tra két qua cia Trung tam PV
Budc 2 n A A \ , A . 1A R 1
phan cong thyc hién | hanh chinh cong tra cho c4 nhan/t6 chirc;
nhiém vu ching thuc
Cén bo Ti ép nhan va tra két | - Xac nhan trén phfil’l mém két qua T,THC da c9 tai by phan mot cu’a:
Buéc 3 | qua cta Trung tam phuc vu | - Thong bao cho t6 chure, ca nhan dén nhan két qua (hoac trd qua dich vu buu chinh cong ich), vao

hanh chinh cong cap xa

s6 giao nhén két qua.
- Thu phi (n€u co).

Thoi gian gidi quyét TTHC:

- Néu tiép nhén ho so trueée thoi diém 15h00 cia ngay lam viéc, thi thoi han hen tra t6i da trén Hé théng 1 trong ngay lam viéc.
- Néu tiép nhan ho so sau thoi diem 15h00 ctia ngay lam viéc, thi thoi han hen tra toi da trén HE thong la trong ngay lam viéc tiep theo.
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