Phu luc 1
QUY TRINH NQI BQ GIAI QUYET THU TUC HANH CHINH NGANH TU PHAP
THUQC THAM QUYEN GIAI QUYET CUA UBND HUYEN

A. DANH MUC
T Tén quy trinh noi b
I Linh vuce ho tich
1 | Tha tuc cap ban sao trich lyc ho tich.
2 Thu tuc thay d6i, cai chinh, bo sung ho tich, xac dinh lai dan toc
3 Thu tuc dang ky khai sinh c6 yéu t6 nudc ngoai cho ngudi di cé ho 50, gidy to ¢4 nhan
4 Thu tuc diang ky khai sinh két hO’p dang ky nhan cha, me, con ¢ yéu té nudc ngoai
5 Thu tuc diang ky lai két hdn cd yéu td nude ngoai.
6 | Thu tuc dang ky lai khai tir c6 yéu t6 nuéc ngoai.
7 | Thi tyc dang ky lai khai sinh c6 yéu to nudc ngoai.
8 | Thi tuc dang ky khai tir c6 yéu td nudc ngoai.
9 | Thu tuc ghi vao S6 ho tich viéc hé tich khac cua cong dan Viét Nam d3a duoc giai quyét tai co quan cé
tham quyén cua nuéc ngoai (khai sinh; giam ho; nhan cha, me, con; xac dinh cha, me, con; nudi con nudi;
Khai tir; thay doi ho tich)
10 | Thu tuc dang ky nhan cha, me, con cd yéu td nudc ngoai.
11 | Thu tuc dang ky cham dut gidm ho cd yéu td bén ngoai
12 | Thu tuc dang ky Giam ho ¢6 yéu td nudc ngoai.
13 | Thu tuc ghi vao S6 ho tich viéc ly hdn, hay viéc két hon caa cong dan Viét Nam da duoc giai quyét tai co
quan c6 tham quyén cia nudc ngoai
14 | Thu tuc ghi vao S6 ho tich viéc két hon cua cong dan Viét Nam da duoc giai quyét tai co quan c6 tham
quyén ctia nuwdc Ngoai & nudc Ngoai.
15 | Thu tuc Dang ky két hon c6 yéu td nudc ngoai.
16 | Thu tuc Pang ky khai sinh c6 yéu té nudc ngoai.
Il | Linh vuc Chwng thuc
1 Thu tyc cap ban sao c6 chiing thuc tir ban chinh hop dong, giao dich ¢ dugc ching thuc
2 | Thu tyc sira 15i sai st trong hop dong, giao dich




Tha tuc chiing thuc ban sao tir ban chinh gidy to, vin ban do co quan, t6 chic ¢6 thim quyén cia nudc
ngoai; co quan, to chirc c6 tham quyén cua Viét Nam lién két vai co quan, to chirc ¢d tham quyeén ctiia nudc
ngoai cap hoac chirng nhan

Thu tuc chimg thuc ban sao tir ban chinh gidy to, van ban do co quan t6 chac ¢6 tham quyen cia Viet Nam
cap hoac chirng nhan

Thu tuc chirng thuc van ban khai nhan di san ma di san 1a déng san

Thu tuc chirng thuc van ban thoa thuan phan chia di san ma di san 1a dong san

Thu tuc chang thuc hop dong, giao dich lién quan dén tai san 13 dong san

Thu tuc chirng thuc chir ky ngudi dich ma nguoi dich khéng phai la cong tac vién dich thuat caa Phong
Tu phéap

Thu tuc ching thuc chit ky nguoi dich ma nguoi dich la cong tac vién dich thuat ciia Phong Tu phap

Thu tuc chiing thuc viéc sira doi, bo sung, hity bé hop dong, giao dich

Thu tyc chung thuc chix ky trong cac giay to, van ban (ap dung cho ca trudng hop chuang thue diém chi va
trrong hop nguoi yéu cau chieng thuc khong thé ky, khong thé diém chi duoc)

Linh vuc nudi con nudi

Thu tuc ghi vao s6 dang ky nu6i con nudi vi¢c nudi con nudi da duge gidi quyet tai co quan c6 tham
quyén cua nudc ngoai

Linh vuc hoa giai co 6

Thu tuc thue hién hd tro khi hoa giai vién gip tai nan hoic rai ro anh huéng dén stc khoe, tinh mang trong
khi thuc hién hoat dong hoa giai

Linh vuc Boi thwong nha nwéc

Thu tuc giai quyét yéu cau boi thuong tai co quan truc tiép quan 1y ngudi thi hanh cong vu gay thiét hai

N (<

Thu tuc phuc hdi danh du




I. LINH VUC HO TICH
1. Thu tuc Pang ky khai sinh ¢é yéu t6 nudc ngoai;

2. Thu tuc Pang ky khai tir ¢6 yéu té nudc ngoai

3. Thu tuc ghi vao s hé tich viéc ho tich khac ctia cong dan Viét Nam da duoc giai quyét tai co quan c6 tham quyén cia

nudc ngoai (khai sinh; giam ho; nhan cha, me, con; xac dinh cha, me, con; nudi con nudi; khai ti, thay ddi, cai chinh HT)
4. Thu tuc Cap ban sao trich luc ho tich.

Thoi gian giai quyét: 01 (ngay lam viéc) x 8 = 8 gio 1am viéc.

Thr ty Thoi gian thue
C(“)-rjg Pon vi/nguoi thue hién Noi dung cong viéc hién
viéc j

Kiém tra, huéng dén, tlep nhan hd so, ghi gidy bién nhan,
Budc 1 | Can bo tai BO phan mot ctra | hen ngay tra. Ghi vao so theo ddi hd so, chuyén hd so | 0,5 gid 1am viée
dén lanh dao co quan chuyén mon xur 1y
Lanh dao phong giao viéc cho can bo tham dinh hd so | 0,5 gio lam viéc
Can bo tham dinh ho so, dy thao vin ban chuyén lanh 2 oidy 1A vid
Budc 2 | Phong Tu phap dao phong £10 1am viee
Lanh dao phong kiém tra, xem xét ho so trinh 1anh dao ca s A
A1 . 0,5 gio lam viéc
huyén ky duyét
Budc 3 | Lanh dao huyén Xem xét, ky duyét hd so (ky sd) 3 gio lam vi¢e
Budc 4 | Phong Tu phép chuyén Bo phan Mot ctra 1 gid lam viéc
Vo s6 theo ddi két qua xi 1y cong viée 0,5 gio lam viéc
Buoc 5 | Can b tai BO phan mot ctira Khong tinh thoi

Tra két qua cho t6 chirc, cd nhan

gian

Tong thoi gian giai quyét TTHC

8 gio lam viéc




5. Thi tuc Pang ky Két hon cé yéu té nudc ngoai

Thoi gian gidi quyét: 08 (ngay lam viéc) x 8 = 64 gio 1am viéc.

Thir tyr Thoi gian thue
Cﬁ.?g Pon vi/ngwoi thwe hién Noi dung cong viéc hien
viéc :

Kiém tra, huéng dan, tlep nhan hd so, ghi gidy bién nhan,
Buoc 1 | Céan bd tai B phan mdt cira | hen ngay tra. Ghi vao so theo doi ho so, chuyen hd so 2 iy 13 oA
gi0 lam viéc
dén lanh dao co quan chuyén mén xir 1y
Lénh dao phong giao viéc cho can bo thim dinh ho so 1 gio lam viéc
Tham dinh, xac minh, du thao vian ban trinh lanh dao A4 oids Jim vide
Budc 2 | Phong Tu phap phong & -
Lanh dao phong kiém tra, xem xét trinh 1anh dao huyén T n
, A 3 gio lam vi¢e
ky duyét

Budc 3 | Lanh dao huyén Xem xét, ky duyét ho so (k¥ sd) 12 gid lam viéc

Budc 4 | Phong Tu phap chuyén B6 phan Mot ctra 1 gi¢ lam viéc

Vo so theo dbi két qua xtt Iy cong viéc 1 gid lam viée

Budc 5 | Can bg tai BO phan mot ctra Tra két qua cho t 4 chitc, c4 nhan Khongay it;]lh thot

Tong thoi gian gidi quyét TTHC

64 gio lam viéc




6. Thu tuc Pang ky nhan cha, me con ¢ yéu té nudc ngoai

7. Thu tuc Pang ky khai sinh két hop nhan cha, me con ¢6 yéu té nuéc ngoai.

Thoi gian giai quyét: 12 (ngay lam viéc) x 8 = 96 gio 1am viéc.

Th}i’ tw . L. - A n n Thoi gian
C().?g Don vi/nguwoi thuc hién NOi dung cong viéc thue hién
viéc

Kiém tra, huéng dan, tiép nhan ho so, ghi gidy bién nhén,
Budc 1 | Can bo tai B phan mot ctra hen ngay tra. Ghi vao s6 theo doi hd so, chuyén ho so dén | 4 gio lam viéc
lanh dao co quan chuyén moén xtur ly
Lanh dao phong giao viéc cho can bo tham dinh ho so 1 gio lam vigc
Cén bd chuyén mon tham dinh, xac minh, dy thao van ban 29 gids lim vide
Budc 2 | Phong Tu phap hoan thién ho so trinh 1anh dao phong & '
Lanh dao phong kiém tra, xem xét trinh lanh dao huyén 1 A
) K 8 gi0o lam viée
ky duyét

Budc 3 | Lanh dao huyén Xem xét, ky duyét ho so (ky sb) 8 gio lam viéce

Budc 4 | Phong Tu phap chuyén Bo phan Mot ctra 2 gi¢ lam vige

Vao s0 theo doi két qua xtr Iy cong viée 1 gid lam viéc

Budc 5 | Can bo tai B phan mot cura Tra két qua cho t § chitc, c4 nhan I;g;)ng tinh thoi

Tong thoi gian giai quyét TTHC

96 gio lam viéc




8. Thu tuc Pang ky giam ho c6 yéu té nudc ngoai;
9. Thu tuc Pang ky lai khai sinh ¢6 yéu té nudc ngoai

10. Thu tuc Pang ky lai khai sinh ¢6 yéu té nuéc ngoai cho ngudi da co hd so, gidy to cac nhan;

11. Thu tuc Pang ky lai két hon co yéu td nude ngoai
12. Thu tuc Pang ky lai khai tir 6 yéu té nudc ngoai.

Thoi gian gidi quyét: 3 (ngay lam viéc) x 8 = 24 gid' 1am viéc.

Thir ty Thoi gian thue
C(A?Elg Pon vi/nguoi thue hién Noi dung cong viéc hién
viéc j

Kiém tra, hudng dan, tiép nhan hd so, ghi gidy bién
Buéc 1 | Canbd tai Bo phan mot cira | nhdn, hen ngay tra. Ghi vao s6 theo ddi hd so, chuyén 1 gio lam vige
h so dén Phong chuyén mén xir Iy
Lanh dao phong giao viéc cho can bd tham dinh ho so 1 gi¢ lam vige
Can b tham dinh ho so, dy thao vin ban, hoan thién 12 it 1am vide
Budc 2 Phong Tu phap ho so trinh 1anh dao phong & i
Lanh dao phong kiém tra, xem xét hd so trinh 1anh dao 2 oid 12 A
A1 N gio lam viéc
huyén ky duyét

Budc 3 Lanh dao huyén Xem xét, ky duyét hd so (ky sd) 6 gio lam vi¢e

Budc 4 Phong Tu phap chuyén Bo phan Mot ctra 1 gio lam viée

. s A A 1A A o | Vaoso theo doi két qua xur Iy cong viée 1 gid lam viée

Buges | Cdn bo tai BO phan mot cua Tra két qua cho to chirc, ca nhan Khong tinh thoi gian

Tong thoi gian giai quyét TTHC

24 gié lam viéc




13. Thu tuc Pang ky cham dat giam ho ¢ yéu td nude ngoai

14. Thu tuc Thay d6i, cai chinh, bo sung hé tich, xac dinh lai dan toc

Thoi gian gidi quyét: 02 (ngay lam viéc) x 8 = 16 gio 1am viéc.

Thr tye Thoi gian thue
Cﬁ.?g DPon vi/nguoi thue hién Noi dung cong viéc hien
viéc :

Kiém tra, huéng dan, tiép nhén ho so, ghi gidy bién
Budc 1 | Can bo tai B phan mot cura nhan, hen ngay tra. Ghi vao s6 theo di hd so, chuyen 1 gio lam vige
hd so dén co quan chuyén mén xir 1y
Lanh dao phong giao viéc cho cén bd tham dinh hd so | 1 gi0 lam viéc
Can bd tham dinh hd so, dy thao vin ban chuyén Lanh 6 ity lam vie
Budc 2 | Phong chuyén mon dao phong g10 fam viee
Lanh dao phong kiém tra, xem xét ho so trinh linh dao T A
A 1w o 2 gio lam vi¢e
huyén ky duyét

Budc 3 | Lanh dao huyén Xem xét, ky duyét hd so (ky so) 4 gi¢ lam viéc

Budc 4 | Phong Tu phap Chuyén B6 phan Mot cra 1 gio lam viée

Vo s6 theo ddi két qua x&r 1y cong viéc 1 gior lam viée

Budc 5 | Can bo tai B phan mot cura thoi

Tra két qua cho t6 chirc, cd nhan

Khong tinh
gian

Tong thoi gian giai quyét TTHC

16 gio’ lam viéc




15. Tha tuc Ghi vao s ho tich viéc két hdn caa cong dan Viét Nam da duoc giai quyét tai co qun c6 tham quyén caa

nudc ngoai

~ 16. Thu tuc Ghi vao s6 hé tich viéc ly hdn, huy viéc két hdn cia cong dan Viét Nam da duoc giai quyét tai co quan ¢6
tham quyen ctia nudc ngoai

Thoi gian gidi quyét: 5 (ngay lam viéc) x 8 = 40 gio lam viéc.

Thr tye Thoi gian thue
C(A?Elg Pon vi/nguoi thue hién Noi dung cong viéc hién
viéc j

Kiém tra, huéng dén, tlep nhan ho so, ghi glay bién nhan,

Budc 1 | Can bo tai Bo phan mot ctra | hen ngay tra. Ghi vao s6 theo ddi hd so, chuyén hd so dén | 1 gid 1am viée
lanh dao co quan chuyén mon xtr 1y
Lanh dao phong giao viéc cho can bo tham dinh ho so 1 gi¢o lam vige
Can bo tham dinh ho so, néu khong dong v giai quyét thi du

Bude 2 Phong Tur phap thao YB~tré 101, né}l r§ 1y do; du thao van ban giai quyét| 24 gid lam viéc
chuyén 1anh dao phong;
Lanh dao phong kiém tra, xem xét hd so trinh ldnh dao huyén T

. ~ 4 gid lam viée

ky duyét

Budc 3 Lanh dao huyén Xem xét, ky duyét hd so (ky sd) 8 gid 1am viéc

Buoc 4 Phong Tu phap Ghi vao S6 ho tich; chuyén Bd phan Mot cira 1 g1 lam viée

Vo s6 theo ddi két qua xi 1y cong viéc 1 gio lam viée

Budc 5 | Can bo tai B phan mot cira Tra két qua cho t § chire, ca nhan Khonfé it;ﬁh thoi

Tong thoi gian giai quyét TTHC 40 gio’ lam viéc




Il. CHUNG THUC

1. Thu tuc ching thuc ban séo tir ban chinh gidy to, van ban do co quan, to chirc c6 thim quyén cia Viét Nam cip hoic
chimg nhan

2. Thu tuc ching thuc ban sao tir ban chinh gidy to, vin ban do co quan t6 chiic ¢o tham quyén cia nudc ngoai; co quan, to
chire ¢6 tham quyéen cua Viét Nam lién két vai co quan, to chirc ¢6 tham quyén ctia nudc ngoai cap hoac ching nhan

3. Thu tuc ching thuc chir ky trong cac giefny t0, van ban (ap dung cho ca truong hop chung thuc diém chi va truong hop
nguol yéu cau ching thuc khong thé ky, khéng the diém chi)

4. Thi tyc chung thyc viéc sira d6i, bo sung, hay bo hop dong giao dich

5. Thu tuc stra 16i sai sot trong hop dong, giao dich

6. Thu tuc cap ban sao c6 chung thuc tir ban chinh hop dong, giao dich di dugc chung thuc

7. Thu tuc chang thuc chir ky nguoi dich ma nguoi dich la cong tac vién dich thuat caa Phong Tu phap

8. Thu tuc chang thuc chit ky nguoi dich ma nguoi dich khong phai la cong tac vién dich thuat caa Phong Tu phap

Thoi gian giai quyét: Trong ngay tiép nhan yéu cau hoac trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15

gio
Thir tw . ‘s o ne n o N o
A A Pon vi/nguwoi thuc hién Noi dung cong viéc Thei gian thue hién
cong viéce
, Cén b tai B phan mot Kiém tr‘a, hu;’O’ng c?an3 tleg nhan h(l .so,kghl giay blxen n?an, L
Budce 1 cia hen ngay tra. Ghi vao s6 theo doi ho so, chuyén ho so 1 gi6 lam viée
dén 1anh dao co quan chuyén mon xir 1y
Lanh dao phong giao viéc cho can bo thaim dinh ho so 0,5 gio lam viéc
Can bd tham dinh ho so, xac nhan/stra 161 van ban, hop
Budc 2 Phong Tu phap dogg, van bal} chung thyc/cap ban sao chuyén lanh dao 2 gio lam viée
phong xem xet
Léanh dao phong kiém tra, xem xet ky ching thyc, sura 16i A
4 gio lam viéc
sai trong hop dong, vin ban, cap ban sao vin ban
Buéc 3 Can bo tai ]?)(f) phan mat Vaﬁo s? thef) doi k;et ql’la xu:’ ly (Eong ViEC 0,5 givr lam vide
cua Tra két qua cho t6 chiic, ca nhan
Tong thoi gian giai quyét TTHC Trong ngay tiép nhin




9. Thu tuc chiing thuc hop dong giao dich lién quan dén tai san la dong san;

10. Thu tuc chirng van ban thoa thuan phén chia di san ma di san la dong san;

11. Tha tuc chirng van ban khai nhan di san ma di san la dong san;

Thoi gian gidi quyét: 2 (ngay lam viéc) x 8 = 16 gio 1am viéc.

Thir ty Thoi gian thue
Cﬁt}g DPon vi/nguoi thue hién NOi dung cong viéc hien
viéc ¢

Kiém tra, huéng dén, tiép nhan hé so, ghi gidy bién
Budc 1 | Can bo tai B phan mot cura nhan, hen ngdy tra. Ghi vao so theo doi ho so, chuyén | 2 gid lam viée
hd so dén 1anh dao co quan chuyén mén xt 1y
Lanh dao phong giao viéc cho can bo tham dinh hd so | 1 gio lam viéc
Can bd tham dinh ho so, doi chicu tai liéu, ghi 10 | 4 it 1am viée
Budc 2 | Phong Tu phap chirng chuyén lanh dao phong xem xét i
Lanh dao phong kiém tra, xem xét ky chtng thuc van o Taea
ban 4 gi0 1am viéc
Budc3 | Cinbo tai B phan mot cira V20 50 theo ddi két qua xr 1y cong viée 1 gidr lam viée

Tra két qua cho t6 chirc, cd nhan

Khdéng tinh thoi gian

Tong thoi gian giai quyét TTHC

16 gio lam viéc




III. LINH VU'C NUOI CON NUOI

1. Thu tuc ghi vao s6 dang ky nudi con nudi viéc nudi con nudi da dugce gidi quyét tai co quan cd tham quyén ctuia nudc

ngoai;

Thoi gian giai quyét: 1 (ngay lam viéc) x 8 = 8 gio' 1am viéc.

Thir tw
cong Pon vi/nguoi thue hién Noi dung cong viéc Thoi gian thwe hién
viéc
Kiém tra, huéng dan, tiép nhan hé so, ghi gidy bién
Budc 1 | Can bo tai Bo phan mdt ctra | nhan, hen ngay tra. Ghi vao s6 theo doi ho so, chuyén | 0,5 gio lam viéc
hé so dén lanh dao co quan chuyén mén xur 1y
Lanh dao phong giao viéc cho can bd tham dinh hd so | 0,5 gi0 lam viéc
Buéc2 | Phong Tu phap Ci'm bo thrflm‘dinh hf) SO Xong chl%yén. 1513h dao‘ ph(‘)n~g 3 gi0 lam viéc
Lanh dao phong kiém tra, xem xét lai ho so trinh Lanh 0.5 gid lam viée
dao UBND huyén ky duyét ’ '
Budc 3 | Lanh dao huyén Xem xét, ky duyét hd so (ky s6) 3 gio lam viée
Budc 4 | Phong Tu phap chuyép B phéan Mot cura 0,5 gid lam viéc
Buc5 | Cén bé tai Bo phan mot cira 0050 theo doi ket qua xirly cong viee Khong tinh thoi gian

Tra két qua cho to chirc, cd nhan

Tong thoi gian giai quyét TTHC

8 gio lam viéc




IV. Linh vuc hoa giai co sé

1. Tha tuc thuc hién hd tro khi hoa giai vién gap tai nan hoc rai ro anh huong dén stc khoe, tinh mang trong khi thuc
hién hoat dong hoa giai

Thoi gian giai quyét: 5 (ngay lam viéc) x 8 = 40 gio 1am viéc.

Thi tw
cong Pon vi/nguoi thue hién Noi dung cong viéc Thoi gian thwe hién
viéc
Hoa giai vién gap tai nan hoac
Buge 1 |M0i ro anh huéng dén sirc | Ngp @6 SO d‘éxnghj h(A~)AtI'Q’ dérj U)( ban nhan dan cap xa Khong tinh thi gian
khoe, tinh mang trong khi | noi da ra quyét dinh cong nhan hoa giai vién.
thuc hién hoat dong hoa giai
Uy ban nhan dan cap x4 noi da ra quyét dinh cong nhan
hoa giai vién xem Xét,
Buéc2 | UBND X4 Gui van ban e nghi Uy ban nhan dan huyén kem theo | ;o .cp. oo
ho so @€ nghi ho tro cho hoa giai vién gap tai nan hoac
rai ro anh hudng dén tinh mang, stc khoe trong khi thuc
hién hoat dong hoa giai.
Chu tich Uy ban nhan dan cap huyén xem xét, ra quyét
Budc 3 | Lanh dao huyén dinh hd trg; truong hop khéng hd trg thi phai tra 1oi | 16 gio 1am viée
bang vin ban va néu rd 1y do.
ké tir ngay nhan dugc quyét dinh caa Uy ban nhan dan
Buéc4 | UBND xi cap huyén, Uy ban nhan dan cap xa thuc hién viéc chi | 8 gio lam viée
tien hd tro.
Tong thoi gian giai quyét TTHC 40 gio lam viéc




V. Linh vue Boi thwong nha nwéc

1. Tha tuc giai quyét yéu cau bdi thuong tai co quan truc tiép quan 1y ngudoi thi hanh céng vu gay thiét hai;

Thir tw
cbng Pon vi/nguoi thwe hién Noi dung cong viéc Thoi gian thue hién
viéc
Kiém tra, huéng dan, tiép nhéan hé so, ghi gidy bién
. A et A LA Ae nhan, hen ngay tra. Ghi vao s6 theo dbi hé so, chuyén T
Bude I | Cdn b tai BO phan mot cua ho so dén 1anh dao co quan truc tiép quan Iy nguoi thi 4 gio lam vige
hanh cong vu gay thiét hai xt Iy
- Tiep nhan va xt ly ho so;
- Thu ly ho so;
£ . .. | - Cir nguoi giai quyét boi thuong:
Budc 2 t%‘l’ duan (e fiep q:artlhllye?ﬁ‘::" ~Tam (g Kinh phi bdi thuong thidt hai;
g Vu gay thicthal " 4c minh thiét hai;
- Thuong lugng viéc boi thuong;
- Ban hanh Quyeét dinh giai quyét boi thuong.
Buéc3 | Can bo tai Bo phan mot cira Vao s0 theo do1 két qua xur ly cong viéce,

Tra két qua cho t6 chirc, cd nhan

Khong tinh thoi gian

Tong thoi gian giai quyét TTHC

Theo quy dinh




2. Tha tuc phuc héi danh du;

Thai gian giai quyét: 5 (ngay lam viéc) x 8 = 40 gio lam viéc

a) Truong hop chi dong phuc hoi danh du

Thir tw
cong
viéc

Pon vi/nguoi thwe hién

NOi dung cong viéc

Thoi gian thuce hién

Budc 1

Co quan tryc tiép quan Iy nguoi
thi hanh cong vu gay thiét hai

Co quan truc tiép quan 1y nguoi thi hanh cong vu gay
thiét hai cd trach nhiém théng bao bang van ban cho
nguoi bi thiét hai vé viéc Nha nude cha dong té chuc
thuc hién phuc hoi danh duy.

Khong tinh thoi gian

Buoc 2

Ngudi bi thiét hai

Trong thoi han 10 ngay Nguoi bi thiét hai c6 y kién
tra 1oi bang van ban vé viéc dong y véi noi dung théng
bao hoic khong dong ¥ véi ndi dung thdng bao (¢ y
kién dé nghi cu thé vé noi dung khong dong y) hoac
d& nghi chua thuc hién phuc hoi danh dy va gui cho
co quan truc tiép quan 1y ngudi thi hanh cdng vu gay
thiét hai.

Khong tinh thoi gian

Budc 3

Co quan tryc tiép quan 1y nguoi
thi hanh cong vu gay thiét hai

- Budi tryc tiép xin 16i va cai chinh céng khai;
- Ping bao xin 15i va cai chinh cong khai trén 01 to
bao trung wong va 01 to bao dia phuong noi nguoi bi
thiét hai cu tr trong trueong hop nguoi bi thiét hai la
ca nhan hoac noi dat tru sé trong treong hop nguoi bi
thiét hai 1a phap nhan thuong mai trong 03 s6 lién tiép;
dang tai noi dung xin 16i va cai chinh céng khai trén
Cong thong tin dién tir (néu cb) cua co quan truc tiép
quan 1y nguai thi hanh cdng vu gay thiét hai.

40 gio lam viée

Tong thoi gian gidi quyét TTHC

40 giv 1am viéc




b) Phuc hoi danh du theo y&u cau cdu nguoi bi thiét hai

Thir tw
cong Pon vi/nguoi thwe hién Noi dung cong viéc Thoi gian thuce hién
viéc

Budc1l | Nguoi bi thiét hai

Nguoi bi thiét hai co van ban yéu cau boi thuong bao
gom noi dung yéu cau phuc hoi danh du gui Co quan
truc tiep quan Iy nguoi thi hanh céng vu gay thiét hai;

Khong tinh thoi gian

Co quan tryc tiép quan Iy nguoi

BUGC 2| thi hanh cong vu gay thiét hai

- Budi truc tiép xin 16i va cai chinh cong khai;
- Ping bao xin 15i va cai chinh cong khai trén 01 to
bao trung wong va 01 to bao dia phuong noi nguoi bi
thiét hai cu tr trong truong hgp nguoi bi thiét hai la
ca nhan hoac noi dat try s¢ trong truong hop ngudi bi
thiét hai 1a phép nhén thuong mai trong 03 s lién tiép;
ding tai noi dung xin 15i va cai chinh céng khai trén
Cong thong tin dién tir (néu cb) cua co quan truc tiép
quan ly nguoi thi hanh cdng vu gdy thiét hai.

40 gio lam vige

Tong thoi gian giai quyét TTHC

40 gio lam viéc




Phu luc 2

QUY TRINH NOI BQ GIAI QUYET TTHC NGANH TU PHAP THUQC THAM QUYEN GIAI QUYET

CUA UBND CAC XA, THI TRAN

A. DANH MUC
1T Tén quy trinh ndi bo
I Linh vuc chirng thuc
1 | Tha tyc Chiing thuc ban sao tir ban chinh giy to, van ban do co quan, t6 chic ¢6 tham quyén cua Viét
Nam cap hozc ching nhan
2 | Thu tuc C4p ban sao tir s6 goc
3 | Tha tuc chiing thuc vin ban khai nhan di san ma di san 1a dong san, quyén sta dung dat, nha &
4 Thu tuc chirng thuc vin ban thoa thuan phan chia di san ma di san 1a dong san, quyén sir dung dat, nha &
5 | Thu tuc chiing thuc vin ban tir chéi nhan di san (TTHC cap xa/phudng/thi tran)
6 Thu tyc chirng thuc di chic
7 | Tha tuc chiing thuc hop dong, giao dich lién quan dén tai san 1a dong san, quyén su dung dat va nha &
8 | Thu tuc cap ban sao c6 chung thuc tir ban chinh hop dong, giao dich da duoc ching thuc(TTHC cap x&/
phuong/ thi tran)
9 | Tha tuc sta I3 sai s6t trong hop dong, giao dich (TTHC cap xa/phuong/thi tran)
10 | Thu tyc chitng thyc viéc stra doi, bo sung, huy bo hop dong, giao dich (TT cua xa phuong, thi tran)
I Linh vuc Boi thwong nha nwéc
1 Thu tuc giai quyét yéu cau bdi thudng tai co quan truc tiép quan Iy nguoi thi hanh cong vu gay thiét hai
I Linh vuc Hoa giai co sé
1 Thu tuc cong nhan hoa giai vién
2 Tht tuc cong nhan t6 trudng to hoa giai
3 Thu tuc th6i lam hoa gidi vién
4 Thu tyc thanh toédn thu lao cho hoa giai vién
IV | Linh vuce h tich
1 Thu tuc cip ban sao trich lyc ho tich
2 Thu tuc dang ky giam ho
3 Thu tyc diang ky khai sinh cho ngudi di c6 ho so, gidy to ca nhan




4 Thu tyc thay d6i, cai chinh, bd sung hé tich
5 Thu tuc dang ky khai tir lvu dong
6 | Thu tuc dang ky khai sinh két hop nhan cha, me, con
7 | Ding ky két hon luu dong
8 Pang ky khai sinh luu dong
9 Pang ky nhan cha, me, con
10 | bang ky cham dut giam ho
11 Pang ky lai khai tr
12 Dang ky khai tu
13 | Cap gidy xé&c nhan tinh trang hén nhan
14 | Pang ky lai két hon
15 | Pang ky két hon
16 Pang ky lai khai sinh
17 Dang ky khai sinh
V Linh vuc nud6i con nudi
1 Dang ky viéc nudi con nudi trong nudc
2 DPang ky lai viéc nudi con nudi trong nudc
VI | Linh vuc Pho bién gi4o duc phap luat
1 | Tha tuc cdng nhan tuyén truyén vién phap luat
2 Thu tuc cho théi 1am tuyén truyén vién phap luat




B. QUY TRINH NOI BQ

I. Linh vuc chirng thuc

1. Thu tuc Chimg thyuc ban sao tir ban chinh gidy td, van ban do co quan, t6 chtic ¢6 thAm quyén cta Viét Nam cip
hodc chung nhan

- PO N OTA LN

Thu tuc Cap ban sao tir s6 gdc
Thu tuc chung thuc van ban khai nhan di sdn ma di san 1a dong san, quyén stua dung dat, nha &

Tht tuc chtng thuc vin ban thoa thuan phan chia di san ma di san 1a dong san, quyén str dung dat, nha ¢
Thu tuc chtng thuc van ban tir chdi nhan di san (TTHC cap xa/phudng/thi trin)
Thu tuc chimg thuc di chuc
Thu tyc ching thue hop déng, giao dich lién quan dén tai san 13 dong san, quyén st dung dat va nha ¢

. Thu tuc cip ban sao c6 ching thuc tir ban chinh hop dong, giao dich di dugc chimg thuc(TTHC cép x3/ phudng/

th1 tran)
9. Thu tuc sira 13i sai sot trong hop dong, giao dich (TTHC cap xa/phudng/thi trén)
10. Thu tuc chimg thyc viéc stra d6i, bo sung, hity bé hop dong, giao dich (TT cua xi phudng, thi trin)

Thoi gian gidi quyét:
Trong ngay tiép nhan yéu cau hoac trong ngay lam viéc tiép theo (néu tiép nhan yéu cau sau 15 gio).
Thir tw
cong Pon vi/ngwoi thue hién Noi dung cong viéc Thoi gian thye hién
viéc
Buéc 1 | Cén bé tai Bo phan mot cira Klscm tra, hu"ong vdar;l, t}fp nhf_m ho so, gh1 gidy bién
nhan, hen ngay trd néu ti€p nhan sau 15 gio
Budc 2 | Nguoi yéu cau xuat trinh céc giay to phuc vu thyuc hién thu tuc
Budc 3 | Can b0 tai B phan mot ctra | Trinh Lanh dao UBND x4 ky chirng thuc/ban sao
Buéc4 | Cén bé tai Bo phan mot cira V3ao s6 theo doi két qua xur Iy cong viée

Tra két qua cho t0 chuc, cd nhan

Tong thoi gian giai quyét TTHC

Trong ngay lam viéc




I1. Linh vuc Bdi thwong nha nuéce

1. Tha tuc giai quyét yéu cau bdi thuong tai co quan truc tiép quan 1y ngudi thi hanh cong vu gay thiét hai

Thir tw
cong Pon vi/ngwoi thue hién
viéc

Noi dung cong viéc

Thoi gian thue
hién

Buodc 1 Can bo tai B§ phan mot cua

Kiém tra, hudng dén, tiép nhéan hé so, ghi gidy bién
nhan, hen ngay tra. Ghi vao s6 theo doi ho so, chuyén
hd so dén 1anh dao co quan truc tiép quan Iy nguoi thi
hanh céng vu gay thiét hai xtr Iy

Co quan tryc tiép quan 1y nguoi

BUGC 2| thi hanh cong vu gay thict hai

- Tiép nhan va xu 1y ho so;

- Thy Iy ho so;

- Cur nguoi giai quyét boi thuong;

- Tam ing kinh phi boi thuong thiét hai;

- X&c minh thiét hai;

- Thuong luong viéc bdi thuong;

- Ban hanh Quyét dinh giai quyét boi thudng.

Buoc 3 | Can bd tai B6 phan mdt cura

Vao s6 theo doi két qua xu 1y cong viée,
Tra két qua cho t6 chuc, cd nhan

Tong thoi gian gidi quyét TTHC

Theo quy dinh




I11. Linh vue hoa gidi co s¢
1. Thu tyc céng nhan té trudng to hoa giai;

Thw tw
cong Pon vi/nguoi thue hién Noi dung cong viéc Thoi gian thuce hién
viéc
Truong ban cbng tac Mat | T4 chy 5 AU tO trud 5 hoa giai hoic Pé
Bude 1 r g g al | To (_:hx\rc cudc thpA bau tq truiorng qto h(ga gial h(_).ac be Khéng tinh thi gian
tran nghi va xem xét, cong nhan t6 truéng to6 hoa giai:
o lam van ban dé nghi céng nhan to truong to hoa giai
, Truong ban cong tac Mat | kém theo bién ban kiém phiéu hodc bién ban vé kétqua | ,, . ., o
Budc 2 A -2 £t A \riAm A $A ) RN s o . | Khong tinh thot gian
tran biéu quyét ve viéc bau to trudng to6 hoa giai, gai Chu
tich Uy ban nhén dan cap xa.
) Chu tich Uy ban nhan dan , o T T
Bude 3 Xem xét, Quyét dinh cong nhan t6 trudéng to hoa giai. | 40 gio lam viée

cap x&

Tong thoi gian gidi quyét TTHC

40 gio l1am viéc

2. Thu tuc cong nhan t6 truong t6 hoa giai;
3. Thu tuc thoi l[am hoa giai vién;

4. Thu tuc thanh toan thu lao cho hoa giai vién.

Thoi gian thue hién: 2 ngay lam viéc x 8 = 16 gio lam viéc

Thw tw
cong Pon vi/ngwoi thue hién Noi dung cong viéc Thoi gian thwe hién
viéc
Lap danh sach nguoi duoc dé nghi cong nhan 1a hoa
Buge | | TTUong ban cong tac Mat| giai vién kém theo bién ban kiém phicu hogc bién ban Khong tinh thoi gian
tran vé ket qua biéu quyét bau hoa giai vién guai Chu tich Uy
7 ban nhan dan cap x&
Budc 2 Chu tich Uy ban nhan dan Xem xét, Quyét dinh cong nhan to truéng t6 hoa giai. | 16 gid lam viéc

cap xa

Tong thoi gian giai quyét TTHC

16 gio lam viéc




IV. Linh vuc H9 tich

W

bang ky khai sinh;

bang ky khai tu;

Ping ky két hon;

Cap ban sao trich luc ho tich;

5. Pang ky cham dat giam ho;

Thoi gian giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau
15 gio; treong hop can xac minh thi khdng qua 2 ngay lam viéc.

Thir tw
cong Pon vi/nguoi thue hién Noi dung cong viéc Thoi gian thwe hién
viéc
Buéc I | Can b tai Bo phan mot cira | 10 3, huong dan, tiep nhan ho s, ghi gidy bien | ) .o 3 vigc
nhan, hen ngay tra néu ti€p nhan sau 15 gi10,
Tham dinh ho so, B4o cao Lanh dao UBND x4, néu
, Ccong chicc Tu phap — Ho | dong y giai quyét thi cap nhat thong tin vao so Ho tich s
Bude2 | ich theo quy dinh, trinh Lanh dao UBND ky ban hanh van | ¥ 10 1am viee
ban
Bu6c3 | Lanh dao UBND x4 Ky ban hanh Van ban 02 gior lam viée
Buéc4 | Can b tai Bo phan mot cira o050 theo doi ket qua xrly cong viee 01 gios lam viée

Tra két qua cho t6 chuc, cd nhan

Tong thoi gian giai quyét TTHC

Trong ngay lam viéc




6. Bang ky gidm ho;
7. Cap gidy xé&c nhan tinh trang hdn nhan
8. Bang ky nhan cha, me, con;
9. Pang ky khai sinh két hop ding ky nhan cha, me, con;
10. Pang ky khai tur lvu dong;
11. Pang ky két hon luu dong
12 Pang ky khai sinh luu dong;
13. bang ky lai khai tu.

14. Pang ky lai két hon;

15. Pang ky lai khai sinh

16. Pang ky khai sinh cho ngudi di co ho so, gidy to ca nhan.

Thoi gian giai quyét: 02 ngay 1am viée x 8 = 16 gid (dbi véi cac truong hop thong thuong), cac truong hop can xac
minh thi khdng qué 7 ngay lam viéc.

Thir tw
cong Pon vi/ngwoi thue hién Noi dung cong viéc Thoi gian thye hién
viéc
Bube 1 | Cén b tai B6 phan mot cira | iom rd, huéng dan, tiép nhan ho so, ghi gidy DIEN | oy o1 1y e
nhan, hen ngay tra
Tham dinh ho so, Bao cao Ldnh dao UBND X3&;
, Cong chitc Tu phap — Ho | Néu dong y giai quyét thi cap nhat thong tin vao s6 Ho s
Bude 2| tich tich theo quy dinh, trinh Lanh dao UBND Ky ban hanh | 04 810 1am viee
van ban
Buoc3 | CONg chie Tw phdp — HO .o i théng tin (néu can) 08 gi6 lam vige (hodc
tich 42 gid)
Buéc4 | Lanh dao UBND xa Ky ban hanh Van ban 02 gitr 1am viée
, A oA 1~ .| Vao s6 theo ddi két qua xi 1y cong viéc o
Budc 5 | Can bo tai BO phan mot ctira Tra két qua cho t6 chirc, ca nhan 01 gio lam viéc
Tong thoi gian gidi quyeét TTHC 16 gio lam viéc




17. Thay dbi, cai chinh, b6 sung théng tin ho tich.

Thoi gian gidi quyét: 03 ngay 1am viéc x 8 = 24 gio lam viéc

Thir tw
cbng Pon vi/nguoi thue hién Noi dung cong viéc Thoi gian thuc hién
viée
Budc 1 | Cén b6 tai Bo phan mot cira | o tra, huong dan, tiép nhan ho so, ghi gidy bien | 51 i1y viec
nhan, hen ngay tra
Thé’m dinh ho 0, Bdo cao Lanh dao UBND x§;
- Néu khong dong y giai quyét thi co van ban tra loi néu
. Cong chuc Tu phap — Ho | r6 ly do. s e
Budc 2 tich Néu ddng y giai quyét thi cap nhat thong tin vao s6 Ho 04 gi6 lam vige
tich theo quy dinh, trinh Lanh dao UBND ky ban hanh
van ban
Budc 3 ggﬁ g chirc Tu phap — HO | o minh thong tin (néu can) 16 gio 1am viéc
Buéc 4 | Lanh dao UBND x4 Ky ban hanh Van ban 02 gity lam viée
Buéc 5 | Can b tai Bo phan mét cira o050 theo doi ket qua xrly cong viee 01 gios lam viée

Tra két qua cho t6 chuc, cd nhan

Tong thoi gian gidi quyét TTHC

24 gio 1am viéc




V. LINH VUC NUOI CON NUOI

1. Bang ky viéc nudi con nuodi trong nudc

Thaoi gian thuc hién: 15 (ngay lam viéc) x 08 = 120 gio' lam viéc

Thir tw
cong Pon vi/ngwoi thue hién NoOi dung cong viéc Thoi gian thye hién
viéc
: 1A A A A, o | Kiém tra, huéng dan, tiép nhan ho so, ghi gidy bién s A
Buoc 1 Can bo tai B§ phan mot cura ? Ll:O‘ng ,d ¢p nhn ho so, ghi gidy bié 01 gio lam viée
nhan, hen ngay tra.
- Kiém tra ho so, l1ay y kién cua nhirng nguoi cé lién
guan, Bao cao Lanh dao UBND xa;
, ong chic Tu phap — Ho | - Truong hop tir chdi dang ky, Uy ban nhan dan cap x4 e
Budc 2 C.:O g chue L phap 0 ar_lmog‘_qpltucvo d? X, Uy‘t_)a n an da cap Xa | 59 gio lam viéc
tich phai tra 161 bang van ban cho ngudi nhan con nudi, cha
me dé hoac nguoi giam ho hoac dai dién co sé nudi
dudng.
- T6 chirc dang ky nudi con nudi, trao Giay chiing nhan
) Uy ban nhan dan cip xa nuoi con nuoi cho cha me nudi, qha me dé hodc nguoi o
Budc 3 giam ho hoic dai dién co so nuéi dudng, té chic giao | 80 810 lam vige
nhan con nudi va ghi vao so hd tich
Budc 4 | Can bo tai BO phan mot cira | Vao so theo dbi két qua xt Iy cong viée 01 gio lam viée

Tong thoi gian giai quyét TTHC

120 gio lam viéc




2. DPang ky lai viéc nudi con nudi trong nudc

Thoi gian thuc hién: 2 (ngay lam viéc) x 08 = 16 gio' lam viéc

Thir tw
cbng Pon vi/nguoi thue hién Noi dung cong viéc Thoi gian thuc hién
viéc
Buéc | | Can b tai By phan mot cira | oM 3, huong dan, tiep nhan ho so, ghi gidy bien | 1 .o 13 vie
nhan, hen ngay tra.
Budc 2 | Cong chuc Tu phap - Ho tich | Kiém tra ho so, trinh Lanh dao UBND cap xa 10 gio 1am viée
v ban nhan dan cio x Chu tich Uy ban nhan dan cap x& ky va cap cho nguoi
Bugc3 |UyPannhandancapxa | yay ciy dang ky lai 01 ban chinh Gidy chiing nhan nudi | 04 gios 1am vidc
con nuoi.
Buoc 4 | Can bo tai BO phan mot ctra | Vao s6 theo doi két qua xur Iy cong viée 01 gio lam viéc

Tong thoi gian gidi quyét TTHC

16 gio’ lam viéc

VI. Linh vuc phé bién gido duc phap luat

1. Tha tuc cdng nhan tuyén truyén vién phép luat.

Thoi gian thuce hién: 5 ngay lam viéc x 8 = 40 gio' lam viéc

Thir tw
cong Pon vi/ngwoi thue hién Noi dung cong viéc Thoi gian thye hién
viéc
. Truong ban cong tdc Mit | Lap danh sach nguoi duge dé nghi cong nhan tuyén A o
Buoce 1 tran truyén vién phap luat, trinh Lanh dao UBND x4 Khong tinh thoi gian
Coéng chac Tu phap — HoO At 16 i 3 3 3
Budc 2 _ g phap : XAem er, tong hop trinh Lanh dao UBND x& xem xet Khong tinh thoi gian
tich cong nhan
Chu tich Uy ban nhan dan , et
Buse3 | oo o0 HY Xem xét, Quyét dinh cong nhan. 40 gits 1am viéc

cap xa

Tong thoi gian gidi quyét TTHC

40 gio lam viéc

2. Thu tyc cho thdi 1am tuy@n truyén vién phap luat




Thoi gian thue hién: Khong quy dinh

Thir tw
cong Pon vi/ngwoi thwe hién Noi dung cong viéc Thoi gian thye hién
viéc
Buéc 1 | Tuyén truyén vién phap luat | Nop don xin thoi 1am tuyén truyén vién phap luat
) Cong chuc Tu phap — Ho o . N ] oL
Budc 2 tich Xem xé&t, trinh Lanh dao UBND xa xem xét quyét dinh
Bude 3 Chu tich Uy ban nhan dan | Xem xét, Quyét dinh cho théi 1am tuyén truyén vién
udc

cap x&

phap luat.

Tong thoi gian gidi quyét TTHC




