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

TINH TAY NINH DPjc 1ap - Tw do - Hanh phic
S6: 2770/Qb-UBND Tdy Ninh, ngay 19 thang 8 nam 2025
QUYET PINH

Vé viée cong b6 danh muc, ni dung va phé duyét quy trinh ndi by
gidi quyét thi tuc hanh chinh duwgc chuan héa linh vuc ching thuc
thudc pham vi chirc nang quan ly cia Sé Tw phap tinh Tay Ninh

CHU TICH UY BAN NHAN DAN TINH TAY NINH

Can cir Ludt Té chirc chinh quyén dia phwong ngay 16/6/2025;

Can cir Nghi dinh so 63/2010/ND-CP ngay 08/6/2010 ciia Chinh phii vé
kiém sodt thii tuc hanh chinh; Nghi dinh sé 92/2017/NP-CP ngay 07/8/2017 ciia
Chinh phii vé sira doi, b6 sung mot sé diéu cia cdc nghi dinh lién quan dén kiém
soat thu tuc hanh chinh,

Can cir Nghi dinh s6 118/2025/ND-CP ngay 09/6/2025 cia Chinh phu vé
thuc hién thu fuc hanh chinh theo co ché mot ciea, mot cuwa lién thong tai Bo phdn
Mot cira va Cong Dich vu cong quoc gia;

Can cir Thong tu"sér 02/2017/TT-VPCP ngay 31/10/2017 cua Van phong
Chinh phu huong dan vé nghiép vu kiém soat thu tuc hanh chinh,

Can cir Quyét dinh sé 1857/QP-BTP ngay 23/6/2025 cua B9 Tu phap vé
viée cong bé thi tuc hanh chinh dwoc sira doi, bo sung trong linh vire chitng thire
thuoéc pham vi chirc nang quan ly cua Bo Tw phap,

Theo dé nghi ciia Giam déc So T phdp tai To trinh so 180/TTr-STP ngay
17/7/2025.

QUYET PINH:

Piéu 1. Cong bd kém theo quyét dinh nay danh muc, no1 dung va phé
duyét quy trinh ndi bo giai quyét 13 thu tuc hanh chinh (TTHC) dugc chuan
héa trong linh vuc ching thuc (bao gdm: 03 TTHC do nhiéu céap thuc hién; 10
TTHC cép xi) thuéc pham vi, chirc ning quan 1y cia S& Tu phap tinh Tay Ninh
(kem theo 72 trang phu luc).

Piéu 2. Giao SO Tu phap, Cha tich UBND cac x4, phuong

1. S& Tu phap trién khai thuc hién va chi dao cac don vi truc thudc trién
khai thyc hién viéc tiép nhan va giai quyét TTHC theo quy trinh ndi bo dugc phé
duyét tai quyét dinh nay dbi v6i cac TTHC thudc tham quyén tiép nhan cta So,
cua cac don vi truc thudc.

2. Chu tich UBND cac x&, phuong chi dao cac co quan, don vi t6 chirc trién
khai thyc hién viéc tiép nhan va giai quyét TTHC theo quy trinh ndi bd dugc phé



duy¢t tai quyét dinh nay d6i v6i cac TTHC thudc tham quyén tiép nhan cia UBND
cap xa.

3. Trén co s¢ noi dung quy trinh ndi bo duge phé duyet tai quyét dinh nay,
S Tu phap chu tri phoi hop voi cac don vi lién quan xay dung quy trinh dién tir
giai quyet TTHC trén HE thong thong tin gidi quyét TTHC cua tinh theo quy dinh.

Picu 3. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky va thay thé cac
danh muc, noi dung, quy trinh ndi bd giai quyét TTHC trong linh vuc chimg thuc
thugc pham vi, chitc nang quan 1y cua S& Tu phap tinh Tay Ninh dugce Chu tich
UBND tinh c6ng bb trudc day.

Piéu 4. Chanh Vin phong UBND tinh, Giam déc S& Tu phap, Giam déc
S¢ Khoa hoc va Cong ngh¢, Chu tich UBND cac xa, phuong; thu trudng cac don
vi va to churc, ¢ nhan c6 lién quan chiu trach nhiém thi hanh quyét dinh nay./.

Noi nhin: KT. CHU TICH
- Nhu Dbiéu 4; . [’
- Cuc KSTTHC (VPCP);

- CT, PCT.UBND tinh “VHXH”»

- CVP, cac PCVP.UBND tinh;

- Trung tim Chuyén déi s (S6 KHCN);
- Trung tam PVHCC tinh;

-Luu: VT.

QDCB-TTr180-3TT CHUNGTHUC
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PHU LUC 1
DANH MUC THU TUC HANH CHINH CHUAN HOA LINH VUC CHUNG THU'C
THUQC PHAM VI, CHUC NANG QUAN LY CUA SO TU PHAP TINH TAY NINH
(Ban hanh kem theo Quyét dinh so 2770/QD-UBND ngay 19 /8/2025 cua Chu tich UBND tinh Tay Ninh)

A. THU TUC HANH CHINH DO NHIEU CAP THUC HIEN

Cach thire thuc A
Ma sb Pia diém thuc qﬁgn hi¢n digllllz?):lg
STT Tén TTHC (C;EESG) Thoi han giai quyeét Phi, 1€ phi (néu cd) hi¢n thue Tzl'r BC  Trye bé ciia B)
hién .z | CI | tuyén nganh
tiep
I | LINH VUC CHUNG THUC: 03 TTHC
1 Cép ban sao tir 2.000908 Trong ngdy co quan, to Khéng -biadiémtiép | -UBND | X | X |Khéng di| Quyét
s6 gbc chirc tiép nhan yéu cau nhan ho so: cap xa. diéu kién| dinh sb
hogc trong ngay lam viéc + Trung tam | - Cac co ap dung | 1857/Qb-
tiép theo, néu tiép nhan PVHCC cép xd | quan, to DVC truc| BTP ngay
yéu cau sau 15 gio. Trong thuoc UBND  chire lap sb tuyén | ngdy
truong hop yéu cau cap cap xa 1ap so gbe. 23/6/2025
ban sao tir s6 goc dugc gui gbe. cua Bo Tu
qua buu dién thi thoi han + Céc co quan, phap
duoc thuc hi¢n ngay sau td chure lap )
khi co quan, t6 chirc nhan géc.
da ho so hop 16 theo dau
buu dién dén.
2 | Chtngthucban | 2.000815 | Thoi han thuc hién yéu cau | Phi: Tai Phong Tu | - Dia diém tiép | - UBND | X Khéng dii| Quyét
sao tir ban chinh chirng thuc phai dugc bao | phap, T chie hanh nhén hd so: cép X4a; diéu kién| dinh sb
gidy to, vin ban dam ngay trong ngay co nghé cong chting: | + Bat ky Trung | - To chirc ap dung | 1857/QD-
do co quan, t6 quan, t6 chuc tiép nhan 2.000 dong/trang; tir | tam PVHCC |hanh nghé DVC truc|) BTP ngay
chtic ¢6 tham yéu cau hodc trong ngay trang th 3 tr 1én | cip x4 trén dia cong tuyén | ngdy
quyén cua Viét lam viéc tlep theo, néu tiép thu 1.000 ban tinh Tay chung. 23/6/2025
Nam; co quan, nhén yéu cau sau 15 gio. ddng/trang, t6i da Ninh.




t6 chirc c6 tham Dbi voi truong hop cing thu khong qua + Cac phong cua Bo Tu
quyén ciia nudc mot luc yéu cau ching 200.000 ddng/ban. cong chung phap
ngoal CO quan, thuc ban sao tir nhiéu loai Trang 1a can cu dé hoac Van
t6 chire co tham ban chinh gidy to, vin ban; thu phi duogc tinh phong cong
quyén cta Viét ban chinh c6 nhiéu trang; theo trang ciia ban | ching trén dia
Nam lién két voi yéu cau s6 luong nhiéu chinh; ban tinh Tay
co quan, to chuae ban sao; ndi dung gidy to, Ninh.
c¢6 tham quyén van ban phtec tap kho kiém
cua nudc ngoai tra, di chiéu ma co quan,
cap hodc ching t6 chtrc thyc hién ching
nhan thuc khong thé dap tmg
duoc thoi han néu trén thi
thoi han chig thue duoc
kéo dai thém khong qua 02
(hai) ngay lam viéc hoac
c6 thé dai hon theo thoa
thuan bang van ban voéi
nguoi yéu cau ching thuc.
Trudng hop tra két qua
trong ngay lam viéc tiép
theo hodc phai kéo dai thoi
gian theo quy dinh thi
nguoi tlep nhan ho so phai
¢6 phiéu hen ghi rd thoi
gian (gio, ngay) tra két qua
cho ngudi yéu ciu ching
thuec.
Chung thyc chir 2.000884 Trong ngdy co quan, tb Phi: Tai UBND cép | - Dia diém tiép UBND cap Mot phan| Quyét
ky trong cac gidy chtre tiép nhan yéu cau xd, Phong Tu phap, nhan hd so: xa. (chiap | dinh sd
t0, van ban (ap hogc trong ngay lam viée T4 chirc hanh nghé Bit ky Trung |- T chic dung dbi | 1857/QP-
dung cho ca tiép theo, néu tiép nhan cong chung: 10.000 tam PVHCC |hanh nghé voi truong BTP ngay
trudng hop chung yéu cdu sau 15 gio. ddng/truong hop cAp x4 trén dia cong hop | ngay
thuc diém chi va Truong hop tra két qua (truong hop duoc ban tinh Tay chung. Chung | 23/6/2025
truong hop nguoi trong ngay lam viéc tiép tinh 1a mot hoac Ninh. thuc ban




yéu cau ching theo thi nguoi tiép nhan hd | nhiéu chit ky trong + Cac phong sao dién | cia Bo Tu
thuc khong ky, so phai c6 phiéu hen ghi & mot gidy to, van cong chung tur tor ban | phap
khong diém chi thoi gian (gid, ngay) tra ban). hodc Van chinh).
dugc) két qua cho nguoi yéu cu phong cong
chung thye. ching trén dia
ban tinh Tay
Ninh.
B. THU TUC HANH CHINH CAP XA
Cach thire thuce A
Mai s o hién -QUYSt
STT | Tén TTHC TTHC Thoi han giai quyét Phi Iephi | b diém thwe hign | SO QUAN p dinh cong
(néu cd) thwe hién * | BC| Truc | bocua B
(CSQLQG) ¢ % 5
.« | CI | tuyén nganh
tiep
I | LINH VUC CHUNG THUC: 10 TTHC
1 | Chungthychop | 2.001035 Khong qua 02 (hai) ngdy | Phi: 50.000 -Piadiémtiép |UBNDcipxi| X | X | Khong | Quyét
ddng, giao dich lam viéc, ké tir ngay nhan du | ddng/hop nhan hd so: Bét ky i diéu | dinh sb
lién quan dén tai hé so yéu cau chimg thyc dong, giao | Trung tim PVHCC kien ap | 1857/Qb-
san la dong san, hodc c6 thé kéo dai hon theo dich. cap x4 trén dja ban dung | BTP ngay
quyén sir dung thoa thuan bang van ban véi tinh Tay Ninh DVC | ngay
dat, nha & ngudi yéu cau chimg thuec. Ghi cha: Viée triec | 23/6/2025
Truong hop kéo dai thoi han chung thuc cac hop tuyén | cia Bo Tu
phap

giai quyét thi nguoi tiép
nhén hd so phai c6 phiéu
hen ghi 10 thoi gian (gio,
ngay) tra két qua cho nguoi
yéu cau chimg thuec.

ddng, giao dich lién
quan dén quyén cua
nguoi stir dung dat
duoc thuc hién tai
Uy ban nhan dan
cap x3 noi co dat.
Viéc chirng thuc
cac hop dong, giao
dich lién quan dén
nha & duoc thuc

hién tai Uy ban




nhan dan cap xa noi
c6 nha (thong qua

Trung tam PVHCC
cap x4)
Chtng thuc di 2.001019 Khong qua 02 (hai) ngdy | Phi: 50.000 | -Diadiémtiép |UBND cép x4 Khéng | Quyét
chuc lam viée, ké tir ngay nhan du déng/di nhén hd so: Bat ky dii diéu | dinh sb
hd so yéu cau ching thuc chuc Trung tim PVHCC kién ap | 1857/QP-
hoidc c6 thé kéo dai hon theo cap x4 trén dja ban dung | BTP ngay
thoa thuan bang vin ban voi tinh Tay Ninh DVC | ngay
ngudi yéu cau chimg thuec. triec | 23/6/2025
Trudng hop kéo dai thoi han tuyén | cia Bo Tu
giai quyét thi ngudi tiép phap
nhan ho so phai c6 phiéu
hen ghi 16 thoi gian (gio,
ngdy) tra két qua cho nguoi
yéu cau chimg thuec.
Chung thyc van | 2.001016 Khong qua 02 (hai) ngady | Phi:50.000 | - Diadiémtiép |UBND cép xa Khéng | Quyét
ban tir chdi nhan lam viéc, ké tir ngdy nhan | dong/van | nhan ho so: Bat ky i diéu | dinh sb
di san du ho so yéu cau chimg ban Trung tam PVHCC kien ap | 1857/Qb-
thue hodc c6 thé kéo dai cap x4 trén dja ban dung | BTP ngay
hon theo thoa thuan bang tinh Tay Ninh DVC | ngay
van ban véi ngudi yéu cu truc | 23/6/2025
chimg thuc. Truong hop tuyén | cia B Tu
kéo dai thoi han giai quyét phap
thi nguoi tiép nhan hod so
phai c6 phiéu hen ghi rd
thoi gian (gid, ngay) tra két
qua cho ngudi yéu cau
chung thuc.
Chumng thyc van | 2.001406 Khong quéa 02 (hai) ngay | Phi:50.000 | - Piadiémtiép |UBND cip xa Khéng | Quyét
ban thoa thuan lam viéc, ké tir ngay nhan di | dong/van | nhan ho so: Bat ky i diéu | dinh sb
phéan chia di san ho so yéu cau chimg thyc ban Trung tam PVHCC kien ap | 1857/Qb-




ma di san la hodc ¢6 thé kéo dai hon theo cap xa trén dia ban dung | BTP ngay
dong san, quyén thoa thuan bang van ban voi tinh Tay Ninh DVC | ngay
sir dung dt, nha ngudi yéu cau chimg thuyc. truc | 23/6/2025
] Trudng hop kéo dai thoi han tuyén | ciia B6 Tu
giai quyét thi nguoi tiép phép
nhan hd so phai c¢6 phiéu
hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi
yéu cau chimg thyec.
Chtng thuc van | 2.001009 Khong qua 02 (hai) ngdy | Phi: 50.000 | -Diadiémtiép |UBND cép x4 Khéng | Quyét
ban khai nhén di lam viéc, ké tir ngay nhan du déng/vén nhén hd so: Bét ky dii diéu | dinh sb
san ma di san 1a hd so yéu cau ching thuc ban Trung tim PVHCC kién ap | 1857/QP-
dong san, quyén hoic c6 thé kéo dai hon theo cap x4 trén dja ban dung | BTP ngay
sir dung dét, nha thoa thuan bang vin ban voi tinh Tay Ninh DVC | ngay
o ngudi yéu cau chimg thuec. triec | 23/6/2025
Truong hop kéo dai thoi han tuyén | cia Bo Tu
giai quyét thi nguoi tiép phéap
nhéan hd so phai co phiéu
hen ghi 10 thot gian (gio,
ngay) tra két qua cho nguoi
yéu cau ching thyc.
Chung thuc viée 2.000913 Thoi han thyc hién yéu cau | Phi: 30.000 -Dia diém tiép | UBND cép xa Khéng | Quyét
stra d6i, bd sung, ching thuc phai dugc bao ddng/hop nhan ho so: Bat ky i diéu | dinh sb
hay bo hop dam ngay trong ngay co dong, giao | Trung tim PVHCC kien ap | 1857/Qb-
ddng, giao dich quan, t6 chtrc tiép nhan yéu dich. cap x4 trén dja ban dung | BTP ngay
cau hodc trong ngay lam tinh Tay Ninh DVC | ngay
viéc tiép theo, néu tiép nhan triec | 23/6/2025
yéu cau sau 15 gio. Truong tuyén | cia B Tu
hop tra ké't’ qua trong ngay phap

lam viéc tiép theo thi nguoi
tiép nhan ho so phai c6
phiéu hen ghi rd thoi gian




(gi0, ngay) tra két qua cho
nguoi yéu cau chung thuc.

Stra 16 sai sot 2.000927 Thoi han thuc hién yéu ciu | Phi: 25.000 - Dia diém |UBND cép xa Khong Quyét
trong hop dong, chung thuc phai dugc bao dong/hop | tiép nhan ho  so: i diéu | dinh sb
giao dich dam ngay trong ngay co dong, giao | Trung tim PVHCC kien ap | 1857/Qb-
quan, t6 chtrc tiép nhan yéu dich. cip xd  (thuoc dung | BTP ngay
cau hodc trong ngay lam UBND cip xi noi DVC | ngay
viéc tiép theo, néu tiép nhan ching thyc hop truc | 23/6/2025
yéu cau sau 15 gio. Truong ddng giao dich). tuyén | ciia B6 Tu
hop tra két qua trong ngay phéap
1am viéc tiép theo thi nguoi
tiép nhan ho so phai co
phiéu hen ghi rd thoi gian
(gi0, ngay) tra két qua cho
ngudi yéu cau chimg thuc.
Cép ban sao ¢ 2.000942 Trong ngay co quan, to Phi: 2.000 - Dia diém |UBND cip xa Khéng | Quyét
chung thuc tir chue tiép nhan yéu cau dong/trang; | tiép nhan ho so: i diéu | dinh sb
ban chinh hop hodc trong ngay lam viéc | tur trang thir | Trung tam PVHCC kien ap | 1857/Qb-
ddng, giao dich tiép theo, néu tiép nhan yéu | 3 tro 1énthu  cap x4  (thudc dung | BTP ngay
da dugc chung cau sau 15 gio. Trudng hop 1.000 UBND cép xd noi DVC | ngay
thuc tra két qua trong ngay lam | dong/trang, | luu trit hop dong truc | 23/6/2025
viée tiép theo thi ngudi tiép | téi dathu | giao dich). tuyén | cia B Tu
nhan ho so phai ¢6 phiéu | khong qua phap
hen ghi rd thoi gian (gio, 200.000
ngay) tra két qua cho nguoi | dong/ban.
yéu cau chimg thuec. Trang la can
ctr dé thu
phi dugc
tinh theo
trang cua

ban chinh.




9 Thu tuc ching 2.000992 Trong ngay co quan, to Phi: 10.000 -Piadiém tiép | UBND cap xa Mot phan Quyét
thue chit ky chtrc tiép nhan yéu cau | dong/truong | nhén ho so: Bat ky dinh sb
nguoi dich ma hodc trong ngay lam viéc hop. Trung tam PVHCC 1857/Qb-
ngudi dich 1a tiép theo, néu tiép nhan yéu cap x4 trén dia ban BTP ngay
cdng tac vién cau sau 15 gid hodc co thé tinh Tay Ninh ngay
dich thuéat cua kéo dai hon theo thoa thuan 23/6/2025
UBND céc xa, bang vin ban voi ngudi yéu cua Bo Tu
phuong cau chimg thuc. Trudng phap
hop tra két qua trong ngay
lam viéc tiép theo hodc phai
kéo dai thoi gian theo thoa
thuan thi nguoi tiép nhan ho
so phai ¢ phiéu hen ghi 5
thoi gian (gio, ngay) tra két
qua cho nguoi yéu cau
chung thuc.
10 | Chtng thuc chit | 2.001008 Trong ngdy co quan, to | Phi: 10.000 | - Diadiémtiép |UBND cap xa Mot phan Quyét
ky nguoi dich chirc tiép nhan yéu cau dong/truong | nhan ho so: Bat ky dinh s
ma nguoi dich hodc trong ngay lam viéc hop. Trung tam PVHCC 1857/Qb-
khong phai la tiép theo, néu tiép nhan yéu cap xa trén dia ban BTP ngay
cong tac vién cau sau 15 gio hodc c6 thé tinh Tay Ninh ngay
dich thuat cua kéo dai hon theo thoa thuan 23/6/2025
UBND céc xa, bang vin ban véi ngudi yéu cua Bo Tu
phuong ciu chimg thuc. Truong phéap
hop tra két qua trong ngay
lam viéc tiép theo hodc phai
kéo dai thoi gian theo thda
thuan thi nguoi tiép nhan ho
so phai c¢6 phiéu hen ghi &
thoi gian (gid, ngay) tra két
qua cho ngudi yéu cau
chung thuc.




PHU LUC 2

NOI DUNG, QUY TRINH NQI BOQ GIAI QUYET THU TUC HANH CHINH
CHUAN HOA LINH VU'C CHUNG THUC DO NHIEU CAP THUC HIEN
(Ban hanh kém theo Quyét dinh s6 2770/QD-UBND ngay 19/8/2025
cua Chu tich UBND tinh Tay Ninh)

PHAN 1. NOI DUNG CU THE TUNG THU TUC HANH CHINH

I. LINH VUC CHUNG THUC: 03 TTHC

01. Cip ban sao tir sd gbc - 2.000908

a) Trinh ty thyc hién:

Buéc 1: Nop ho so

Nguoi yéu cau cip ban sao tir s gbc ndp 01 bd hd so bang hinh thie truc tiép
hodc qua dich vu buu chinh dén co quan, td chirc luu sb géc thong qua Trung tam
Phuc vu hanh chinh cong tinh Ty Ninh (co s¢' I tai dia chi: Khoi nha co quan 4,
duwong song hanh, Quoc 19 tranh 14, phuwong Long An, tinh Tdy Ninh; co sé 2 tai

dia chi: S6 83, dwong Pham Tung, phwong Tan Ninh, tinh Tdy Ninh); hoic dén
UBND cép x4 noi lap s6 gc thong qua Trung tdm Phuc vy hanh chinh cong cép xA.

- Cong churc tiép nhan ho so kiém tra tinh day du, hop 1¢, tiép nhén ho 50, sé
hoa ho so va chuyen ho so dén phong chuyén mén thudc co quan, t6 chirc luu s6 gde
hozc UBND cip xa noi ¢ luu sd gdc.

Buwéc 2: Kiém tra, thAm dinh, xtr Iy hd so (06 gid 1am viéc)

- Co quan, t6 chirc can ctr vao sé goc dé cap ban sao cho nguoi yéu cau; ndi
dung ban sao phai ghi theo diing ndi dung da ghi trong s6 goc.

- Trong tru’(‘mg hop khong tim thay s6 géc hoic trong s6 goc khéng c6 thong
tin vé ndi dung yeu cau cip ban sao thi co quan, t6 chirc dang luu giit s6 gbe co trach
nhiém tra 161 bang vin ban cho nguoi yéu ciu.

Buwéc 3. Tra két qua (01 gid lam viéc)

- Nguoi yéu cau chimg thue nhan két qua tai Trung tim phuc vu hanh chinh
cong cap xa.

- Qua dich vu buu chinh cong ich (né€u c6 yéu cau)



- Két qua ’dién tur (né'u’c()) dugc luu trir VéO’khO dir liéu ca nhan trén Cong
dich vu cong quoc gia, H¢ thong thong tin giai quyét TTHC tinh.
- Thoi gian tiép nhin ho so va tra két qua: Tir tha Hai dén thir Sdu hang tuan
(trr ngay nghi theo quy dinh)
+ Sang: Tir 7 gio 00 phat dén 11 gid 30 phut.
+ Chiéu: Tir 13 gio 30 phuat dén 17 gid 00 phit.
b) Cach thirc thue hién:

+ Truc tiép tai Trung tAm Phuc vu hanh chinh cong tinh (néu s6 gbc duoc lap
tai co quan, to chtrc cap tinh) hodc tai Trung tdm Phuc vu hanh chinh cong cap xa
thudc UBND cap xa not lap s6 goc.

+ Qua dich vu buu chinh cong ich.

¢) Thanh phan, s6 lwgng hd so:

Thanh
phﬁn ho so
STT Thanh phan, so lwgng ho so can s6 hoa
(danh dau

“X”)

O 14 Trudng hop ndp tryc tiép thi xuat trinh bdn chinh hodc ban

sao c6 chitng thwe Gidy chitng minh nhan dan/Thé cin cudce
cong dan/Thé can cudc/Gidy chitng nhdn can cuedc/Hp
chiéu/gidy to xudt nhdp canh/gidy to ¢é gid tri di lai quoc té
con gia tri s dung hoac Can cuoc dién tu.

+ Truong hop nguoi yéu cau cip ban sao tir sd gde giri qua buu
dién thi phai giri kém theo bdn sao cé chirng thire Gidy chiing
minh nhan ddan/Thé cin cudc céng dan/Thé cin cudc/Gidy
chimg nhén can cudc/Ho chiéu/gidy to xudt nhdp canh/gidy to
cé gid tri di lai quoc té con gid tri sir dung, phong bi dan tem
ghi 16 ho tén, dia chi ngudi nhan cho co quan, t6 chirc cip ban
sao.

+ Truong hop nguoi yéu cau 1a nguoi dai dién theo phap luat,
ngudi dai dién theo Gy quyén cua ca nhén, t6 chirc duoc cip
ban chinh; cha, me, con; vo, chong, anh, chi, em rudt; nguoi
thira ké khac ctia nguoi dugc cp ban chinh trong trudng hop




nguoi d6 dd chét thi phai xuat trinh gidy to chimg minh quan
hé voi nguoi dugce cap ban chinh.

d) Thoi han giﬁi quyét: Trong ngay co quan, t6 chirc tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo néu tiép nhan yéu cau sau 15 gio. Trong trudng hop
yéu cau cap ban sao tir s6 gbc duoc gu’l qua buu dién thi thoi han dugc thuc hién
ngay sau khi co quan, t6 chirc nhan du hd so hop 18 theo dau buu dién dén.

d) Poi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 chirc.

e) Co quan giai quyét thii tuc hanh chinh: co quan, t6 chirc, UBND cip xa
noi 1ap so6 goc.

g) Két qua thue hién thi tuc hanh chinh: Ban sao duoc cip tir s6 gbc.
h) Phi: Khong.

i) Tén miu don, miu to khai: Khong.

1) Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Phai c6 s6 gdc.
k) Can ctr phap ly cua thu tuc hanh chinh:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban
sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao dich;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phu stra d6i, bd
sung mot sb diéu cua cac Nghi dinh trong linh vuc ho tich, qué)c tich, chiig thuec.



02. Chirng thye ban sao tir ban chinh gidy t0, vin ban do co quan, t6 chirc
¢6 tham quyen o Viét Nam; co’ quan, t0 chirc c6 tham quyen cua nudc ngoai;
co' quan, to chirc ¢6 thim quyen cua Viét Nam lién két véi co quan, to chirc c6
thim quyén ciia nwéc ngoai cap hoic chirng nhén - 2.000815

a) Trinh ty thuc hién:
Buéc 1: Nop ho so (01 gior lam viée)

- Nguoi yéu cau chimg thuc ndp 01 bd hd so bang hinh thire truc tiép tai cac
Phong cong chimg, Van phong cong chimg trén dia ban tinh Ty Ninh; hodc dén bat ky
Trung tdm Phyc vu hanh chinh cong cip xa trén dia ban tinh TAy Ninh.

- Déi véi tru.’ong hop Chung thuc ban sao dién tir tir ban chinh: ¢6 thé nop truc
tuyén qua hé théng dich vu cong truc tuyén Cong dich vu cong qudc gia
https://dichvucong.gov.vn/p/home/dvc-dich-vu-cong-truc-tuyen.html.

- Cong chuc tiép nhan ho so kiém tra tinh déy du, hop 1¢, tiép nhan ho so, sd
héa ho so va chuyén ho so dén Phong chuyén mon cia UBND cap xa phu trach cong
tac chung thuc.

Buwéc 2: Kiém tra, thAm dinh, xt Iy ho so (01 gio 1lam viéc)

- Ngudi yéu cau ching thuc phai truc tiép xuat trinh ban chinh gidy to, vin
ban lam co s& d€ chirng thuc ban sao va ban sao can chiing thuec.

- Truong hop ngudi yéu cau ching thyc chi xuét trinh ban chinh thi co quan,
to chuc tién hanh chup tir ban chinh dé thuc hién ching thyc, trir truong hop co
quan, t6 chirc khong c¢6 phuong tién dé chup.

- Nguoi thyce hién chiung thuc kiém tra ban chinh, d6i chiéu v&i ban sao, néu
ndi dung ban sao ding véi ban chinh, ban chinh giay to, van ban khong thudc cac
truong hop ban chinh gidy to, van ban khong duge dung lam co s& d€ chung thuc
ban sao thi thuc hién chung thuc nhu sau:

+ Ghi day du 101 chimg chimg thuc ban sao tir ban chinh theo mau quy dinh;

+ Ky, ghi 10 ho tén, dong diu cua co quan, td chirc thuc hién chirng thuc va
ghi vao s6 chiig thyec.

Péi voi ban sao co tir 02 (hai) trang trd 1én thi ghi 10i ching vao trang cudi,
néu ban sao co tir 02 (hai) to tr¢ 1én thi phai dong dau giap lai.


https://dichvucong.gov.vn/p/home/dvc-dich-vu-cong-truc-tuyen.html

Mbi ban sao dugc chung thuc tir mot ban chinh giéy to, van ban hodc nhiéu
ban sao dugc chiig thyc tr mot ban chinh gidy to, van ban trong cung mot thoi diém
dugc ghi mdt s6 ching thuec.

Buéc 3. Tra két qua (01 gio lam viéc)

- Nguoi yéu cau chimg thuc nhan két qua tai noi ndp ho so.

- Két qua ’dién tur (néu’cé) dugc luu triv VéO’khO dir liéu ca nhan trén Cong
dich vu cong quoc gia, H¢ thong thong tin giai quyét TTHC tinh.
- Thoi gian tiép nhin ho so va tra két qua: Ti thir Hai dén thtr Sau hang tuan
(trr ngay nghi theo quy dinh)
+ Sang: Tir 7 gio 00 phat dén 11 gid 30 phat.
+ Chiéu: Tir 13 gio 30 phat dén 17 gid 00 phit.
b) Cach thirc thyuc hién:

- Truec tiép tai cac Phong cong chimg, Vin phong cong chimg trén dia ban tinh
Tay Ninh hoic bat ky Trung tdm Phuc vu hanh chinh céng cip xa trén dia ban tinh
Tay Ninh.

- Qua dich vu cong truc tuyén tai Céng dich vy cong Quéc gia, dia chi:
https://dichvucong.gov.vn/ (d6i véi trudng hop Ching thuc ban sao dién tir tir ban chinh).

¢) Thanh phan, s6 lwgng hd so:

STT Thanh
phan ho so
Thanh phén, s6 lwong hd so can so hoa
(danh dau
“X”)
01

Ban chinh gidy to, van ban lam co so dé ching thyc ban sao va
ban sao can chimg thyc. Truong hop nguoi yéu cau chimg thyc
chi xuét trinh ban chinh thi co quan, t6 chirc tién hanh chup tir
ban chinh dé thyc hién chung thuc, trur trudng hop co quan, t6
chirc khong c6 phuong tién dé chup. Ban sao, chup tir ban chinh
dé thuc hién chtng thuc phai c6 day di cac trang da ghi thong
tin cua ban chinh.

d) Thoi han giai quyét:

Thoi han thyc hién yéu cau ching thuc phai duoc bao dam ngay trong ngay
co quan, to chirc tiép nhan yéu cau hodc trong ngay lam viéc ti€p theo, néu ti€p nhan


https://dichvucong.gov.vn/

yéu cau sau 15 gio. Dbi voi trudng hop cting mot lic yéu cau chimg thuc ban sao tir
nhiéu loai ban chinh gidy to, vin ban; ban chinh c¢6 nhiéu trang; yéu cau sb luong
nhiéu ban sao; ndi dung gidy to, van ban phirc tap khé kiém tra, d6i chiéu ma co
quan, t6 chirc thyc hién ching thuc khong thé dap ung duogc thoi han néu trén thi
thoi han chung thuc dugc kéo dai thém khong qua 02 (hai) ngay lam viéc hodc c6
thé dai hon theo thoa thuan bang van ban v6i nguoi yéu cau chimg thuc. Truong hop
tra két qua trong ngdy 1am viéc tiép theo hodc phai kéo dai thoi gian theo quy dinh
thi ngudi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gio, ngay) tra két qua
cho nguoi yéu cau chimg thuyec.

d) P6i twong thue hién thii tuc hanh chinh: C4 nhén, t6 chic

e) Co quan giai quyét thii tuc hanh chinh:

- Céc phong cong chiing, van phong cong chung.

- UBND cép x4.

g) Két qua thue hién thi tuc hanh chinh: Ban sao duoc ching thuc tir ban chinh

h) Phi: 2.000 dong/trang; tir trang thw 3 trd 1én thu 1.000 ddng/trang, tbi da
thu khong qua 200.000 ddng/ban. Trang 13 can cir dé thu phi duoc tinh theo trang
cua ban chinh.

i) Tén mau don, mau to khai: Khong.

1) Yéu cau, diéu kién thue hién thii tuc hanh chinh: Ban chinh gidy to, van
ban can ching thuc.

- Ban chinh gidy to, van ban khong duoc dung 1am co s¢ dé chimg thuc ban sao:
+ Ban chinh bi téy x0a, sua chira, thém, bét ndi dung khong hop I¢€.
+ Ban chinh bi hu hdng, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh dong ddu mat cua co quan, t6 chirc co tham quyén hoic khong
dong dau mat nhung ghi rd6 khong dugc sao chup.

+ Ban chinh c6 ndi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich
dong chién tranh, chéng ché d6 xa hoi chu nghia Viét Nam; xuyén tac lich st cua
dan toc Viét Nam; xtc pham danh dy, nhan phﬁm, uy tin ctiia ¢4 nhan, td chire; vi
pham quyén cong dan.
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+ Ban chinh do co quan, t6 chirc c6 thAm quyén ciia nudc ngoai cip, cong
chuing hodc chung nhan chua dugc hop phap hoa lanh sy theo quy dinh tai Khoan 1
Piéu 20 Nghi dinh s6 23/2015/ND-CP, trir ho chiéu, thé cin cudc, thé thuong tri,
thé cu tru, gidy phép 1ai xe, bang t6t nghiép, chimg chi va bang diém kém theo bang
t6t nghiép, ching chi.

+ Gidy to, van ban do c4 nhan ty 1ap nhung khong c6 x4c nhan va dong dau
cua co quan, to chirc c6 tham quyén.

k) Can cir phap ly cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phi vé cip ban
sao tr ban chinh, chimg thuc chit ky va chtmg thuc hop dong, giao dich;

+ Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phii sira d6i, bo
sung mot s6 diéu ciia cdc Nghi dinh trong linh vuc ho tich, quéc tich, chung thuc,

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cta Bo truong Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé diéu cua Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 ctia Chinh pht1 vé cp ban sao tir ban chinh, chimg thuc chit ky
va chimg thuc hop ddng, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh mirc thu, ché d6 thu, ndp, quan 1y va sir dung phi ching thuc;

+ Théng tu s6 264/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai
chinh quy dinh muec thu, ché do, thu, ndp, quan 1y va st dung phi, 1¢ phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Viét Nam & nudc ngoai;

+ Théng tu sb 257/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh mrc thu, ché d6 thu, ndp, quan 1y, sir dung phi cong ching; phi ching
thuc; phi tham dinh tiéu chuén, diéu kién hanh nghé cong chung; phi tham dinh diéu
kién hoat dong vin phong cong chtng; 1& phi cip thé cong ching vién.



03. Chirng thue chir ky trong cac gidy to, vin ban (ap dung cho ca truong
hop ching thye diém chi va truong hep nguoi yéu cau ching thye khong thé
ky, khong thé diém chi dwoc) - 2.000884

a) Trinh ty thuc hién:

Buwée 1: Nop hd so (01 gio 1am viée)

- Ngudi yéu cau chimg thuc ndp 01 bd hd so bang hinh thire truc tiép tai cac
Phong cong chung, Vin phong cong chimg trén dia ban tinh Tay Ninh; hodc dén bat ky
Trung tdm Phyc vu hanh chinh céng cAp x4 trén dia ban tinh TAy Ninh.

- Cong chirc tiép nhan ho so kiém tra tinh day du, hop 1¢, tiép nhan hd so, sd
hoa ho so va chuyén ho so dén Phong chuyén mon cia UBND cap xa phu trach cong
tac chung thuc.

Buwéc 2: Kiém tra, thAm dinh, xtr Iy hd so (06 gid 1am viéc)

- Ngudi yéu cau chimg thuc chit ky/diém chi/khong thé ky, khong thé diém
chi duoc phai xuét trinh cac gidy to phuc vu viée chimg thuc chit k.

- Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi cé nang luc hanh vi dan
su day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngit ma ngudi
yéu cau chimg thuc st dung. Nguoi phién dich do ngudi yéu cau ching thuc moi
hoic do co quan thuc hién chimg thuc chi dinh. Thu lao phién dich do ngudi yéu cau
chung thuec tra.

- Nguoi thyc hién ching thuc (hodc nguoi tiép nhan ho 50 trong tru:(‘mg hop
tiép nhan tai bo phan mot ctra, mot cira lién thong) kiém tra gidy to yéu cau chung
thuc, néu thay du glay to theo quy dinh, tai thoi diém chung thyc, nguoi yéu cau
chimg thuc minh man, nhan thirc va 1am chil duoc hanh vi ciia minh va viéc chimg
thue khong thudc cac truong hop khéng dugc ching thuc chit ky thi yéu cau ngudi
yéu cau chung thuc k}’//diém chi trude mat va thyc hién chung thyc nhu sau:

+ Ghi day du 10i ching chtng thuc chit ky theo mau quy dinh phia dudi chir
ky duoc ching thue hodc trang lién sau cua trang gidy to, vin ban c6 chit ky duoc
ching thuc; néu ho so tiép nhan tai b0 phan mdt ctra, mot cura lién thong thi nguodi
tiép nhan hd so ky vao dudi 16i ching theo mau quy dinh va chuyén hd so cho ngudi
thuc hién ching thyc.

+ Nguoi thuc hién chimg thuc ky, ghi & ho tén, déng dau ciia co quan, to
chtrc thuc hién ching thuc va ghi vao s6 chirng thuec.



Dbi v6i gidy to, van ban co tir 02 (hai) to trd 1én thi phai dong dau giap lai.
Trudong hop 10i chimg duogc ghi tai to lién sau cta trang co chit ky thi phai dong dau
giap lai gitta gidy to, vin ban chimg thyc chit ky va trang ghi 10i chimg.

Bude 3. Tra két qua (01 gio 1am viéc)

Nguoi yéu cau chimg thuc nhan két qua tai noi ndp ho so.

Két qua dién tu (néu c6) dugc luu trit vao kho di liu c4 nhan trén Cong dich
vu cong quoc gia, H¢ thong thong tin giai quyét TTHC tinh.
- Thoi gian tiép nhin ho so va tra két qua: Tu thir Hai dén tht Sau hang tuan
(trr ngay nghi theo quy dinh)
+ Sang: Tir 7 gio 00 phuit dén 11 gio 30 phut.
+ Chiéu: Tir 13 gio 30 phat dén 17 gid 00 phit.
b) Cach thirc thyuc hién:

- Truec tiép tai cac Phong cong chimg, Vin phong cong chimg trén dia ban tinh
Tay Ninh hoic bat ky Trung tdm Phuc vu hanh chinh céng cip xa trén dia ban tinh
Tay Ninh.

* Truong hop ngudi yéu cau chimg thyc thudce dién gia yéu, khong thé di lai
dugc, dang bi tam giit, tam giam, thi hanh an phat tu hodc c6 ly do chinh dang khac
c6 thé yéu cau thuc hién truc tiép ngoai tru so Trung tdm phuc vy hanh chinh coéng
cap xa.

¢) Thanh phan ho so:

Nguoi yéu ciu chirng thue phai xuat trinh cic gidy to sau:

Thanh
phan h0 SO
STT Thanh phén, s6 lweng ho so can s6 hoa
(danh diu

“X”)

01

Bdn chinh hodc ban sao cé chimng thue Gidy chitng minh nhén
dan/Thé can cudc cong dan/Thé can cu’o’c/Gla'y chirng nhdn
can cudc/Ho chiéu/gidy to xudt nhdp canh/gidy to cé gid tri di
lai quoc té con gid tri sir dung hodc Can cude dién tit.
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02 Gidy t0, vin ban ma minh s& yéu cau chimg thyc chur ky.

Truong hop ching thuc chir ky trong gidy to, van ban bang
tiéng nudc ngoai, neu nguoi thue hién chimg thue khong hiéu
10 ndi dung cua gidy 0, vin ban thi co quyén yéu cau nguoi
yéu cau chimg thuc ndp kém theo ban dich ra tiéng Viét noi
dung cua gidy to, van ban do6 (ban dich khong can cong chimg
hodc chimg thyc chit ky ngudi dich, ngudi yéu cau ching thuc
phai chiu trach nhiém vé ndi dung ctia ban dich).

d) Thoi han thyc hién yéu ciu chu’ng thyre: Trong ngay O quan, t6 churc
tiép nhan yéu cau hoic trong ngdy 1am viéc tiép theo, néu tiép nhan yéu cau sau 15
gi0. Truong hop tra két qua trong ngay lam viéc tlep theo thi nguoi tiép nhén hd so
phai c6 phiéu hen ghi 16 thoi gian (gid, ngay) tra két qua cho ngudi yéu ciu ching
thuc.

d) Poi twong thuc hién thi tuc hanh chinh: C nhan.

e) Co quan giai quyét thi tuc hanh chinh:

- Céc phong cong chiing, van phong cong chung.

- UBND cép x4.

g) Két qua thue hién thii tuc hanh chinh: Gidy td, vin ban dugc chimg thuc
chit ky/diém chi.

h) Phi: 10.000 dong/truong hop (trudng hop dugce tinh 1a mot hoic nhiéu chir
ky trong mot gidy to, van ban).

i) Tén mau don, mau to khai: Khong.

1) Yéu cau, diéu kién thyc hién thi tuc hanh chinh:

Trudong hop khong duoc ching thuc chir ky:

- Tai thoi diém chimg thuc, nguoi yéu cau chimg thuc chir ky khong nhan
thirc va lam chu duoc hanh vi cia minh.

- Ngudi yéu cau chimg thuc chit ky xuét trinh Gidy chimg minh nhan dan hozc
Ho chiéu khong con gid tri sit dung hodc gid mao.

- Gidy to, van ban ma ngudi yéu cau chimg thuce ky vao c6 ndi dung quy dinh
tai Khoan 4 Diéu 22 cia Nghi dinh sb6 23/2015/ND-CP.
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- Gidy t0, van ban c6 noi dung 13 hop dong, giao dich; trir Gidy uy quyén trong
cac truong hop Gidy uy quyén: (1) uy quyén vé viéc ndp ho, nhin ho hd so, gidy to,
trir truong hop phap luat quy dinh khéng duoc ty quyén; (2) Gy quyén nhan ho luong
huu, buu pham, tro cap, phu cap; (3) Gy quyén nho trong nom nha cira; (4) Gy quyén
cua thanh vién h¢ gia dinh dé vay von tai Ngan hang chinh sach xa héi; hoac tru
truong hop phap luét c6 quy dinh khac.

k) Can cir phap ly cua thu tuc hanh chinh:
- Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap ban
sao tlr ban chinh, chimg thuc chit ky va chtng thuc hop dong, giao dich;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phu stra d6i, bd
sung mot s6 diéu cua cac Nghi dinh trong Iinh vuc ho tich, quéc tich, chtiing thyc;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bo truong Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé diéu cua Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir ban chinh, chimg thuc chit ky
va chimg thyuc hop dong, giao dich;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciua Bo truong Bo Tai
chinh quy dinh murc thu, ché do thu, ndp, quan ly va st dung phi ching thuc;

- Thong tu s6 264/2016/TT-BTC ngay 14/11/2016 cua Bg truéng Bo Tai
chinh quy dinh mtc thu, ché d¢, thu, ndp, quan 1y va sir dung phi, 1 phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Viét Nam ¢ nudc ngoai;

- Théng tu sb 257/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y, sir dung phi cong chig; phi chimg
thuc; phi thAm dinh tiéu chuén, diéu kién hanh nghé coéng chimg; phi tham dinh diéu
kién hoat dong vin phong cong ching; 1& phi cap thé cong chung vién.
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PHAN IL QUY TRINH NQI BQ GIAI QUYET THU TUC HANH CHINH
DO NHIEU CAP THU'C HIEN

I. LINH VUC CHUNG THUC: 03 QTNB
Quy trinh s6 01.
Cép ban sao tir s6 goc - 2.000908

Trinh tw Thoi
cac buoc Noi dune cone vide Trach nhiém thue gian
thuc : & g VI hién thuc
hién hién
- Hu,c'mg‘d?m, kiém tra ho so:
+ N€u ho so chua day du, chua hop 1¢ thi
khong ti€p nhén, dong thoi huong dan cho | Chuyén vién cua
t0 churc, ca nhan bo sung, hoan thién hé so | Trung tdm Phuc vu
theo quy dinh. , hanh chinh cong 15 phut
+ Néu ’h6 SO déy dua, hop 1¢: tiép nhan, ra| cap xa batky trén | lam viéc
. giay ti€p nhan ho so va hen trd két qua cho | dia ban tinh Tay
Buoc 1 f . N P )
t6 chire, ca nhan; s6 hda hod so, chuyén ho Ninh
s0 cho lanh dao Trung tdm Phuc vu hanh
chinh cong cap xa.
Kiém tra hd 50, chuyér} Van phong HDND | Léanh dao Trung 15 ohit
va UBND céap xa dé xu ly theo tham | tdm Phuc vu hanh | ., P o
X , A L~ | lam viéc
quyeén. chinh cong cap xa
‘ Lanh daoVan 15 ohit
Budc 2 Xem hd so, phan cong xit Iy phong HDND va | > P%
S lam viéc
UBND cép xa
- Tham dinh ho so:
+ Truong hop nhén ho so chua day du,
chua hop I¢: trong vong 01 ngay lam viéc,
tham muu lanh dao UBND cép xa ky van A A 7w
y A A x <. 1~ .z | Chuyén vién Van .
. ban thong bao va huéng dan nguoi dan, to \ \ 1,5 gio
Buoe 3 chtrc bd sung, hoan thién hod so; chuyén phong HDND va lam viéc
, & ; > Sy UBND cép x -

dén Trung tdm Phuc vu hanh chinh cong
cap x4.

+ Truong hop nhan ho so day du, hop 1¢:
du thao két qua giai quyét TTHC, trinh
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lanh dao Van phong HDND va UBND cép
xa (kém toan bd ho so).

. 2 X . o 1y S Lanh daoVan ,
Budc 4 5;;1\1}1 [;cr?éke)‘iaqua xtr ly, chuyén Lanh dao phong HPND va éfn p\l/’lilg'::
P UBND cép xi :
. 1A Ay L Ae o x eas % Lanh dao UBND | 30 phut
Buoc 5 Ky/ phé duyét két qua giai quyét THHC chp x& lim viéc
bong dau, vao sd van ban, luu trir hé so;
s6 hoa hod so két qua giai quyét TTHC, Chuyén vién Van ’
. chuyen tra trén HE thong thong tin giai . \ 15 phut
Budce 6 phong HDND va o
quyét TTHC va chuyén tra két qua gidy UBND cfp lam viéc
cho Trung tam Phuc vu hanh chinh cong
cép xa.
Chuyén vién
Tra két qua cho td chirc, ca nhan theo hinh Trung tam Phuc vu
Bude 7 thirc da dang ky (truc tiép tai Trung tam | hanh chinh cong 15 phut
Phuc vu hanh chinh cong cap xa, qua buu | cap xa batky trén | lam viéc
chinh hodc trén moi trudong mang) dia ban tinh Tay
Ninh

Tong thoi gian giai quyét TTHC:
Trong ngay co quan, t6 chirc tiép nhan yéu cau hoic trong ngay lam viéc tlep theo,
néu tiép nhan yéu cau sau 15 gio. Trong trudng hop yéu cau cap ban sao tir s6 goc

dugc gt qua buu dién thi thoi han dugce thuc hién ngay sau khi co quan, t6 chirc nhan

da hd so hop 1¢ theo ddu buu dién dén
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Quy trinh so 02.

Chirng thuc ban sao tir ban chinh giay to, van ban do co’ quan, t6 chirc c6 tham
quyeéen cua Viét Nam; co’ quan, to chire c6 tham quyén cua nuwdc ngoai; co’ quan,
to chirc c6 tham quyén cia Viét Nam lién két véi co quan, t6 chirc c6 tham

quyén ciia nwéc ngoai cip hoic chirng nhén - 2.000815

Trinh ty Thoi
cac budc No6i dune cone vide Trach nhiém thyuc gian
thue : § cong vie hién thuce
hién hién
- Hudng dan, kiém tra ho so:
+ Néu ho so chua day du, chua hop 1€ thi
khong tiép nhén, dong thoi huéng dan cho | Chuyén vién cua
to chtrc, ca nhan bo sung, hoan thi¢n ho so | Trung tim Phuc vu
theo quy dinh. , hanh chinh cong 15 phut
+ Néu ho so day du, hop 1€: tiép nhén, ra | cap xa batky trén | lam viéc
. glay tiép nhan ho s0 va hen tra két qua cho | dia ban tinh Tay
Budce 1 .
t6 chtrc, ca nhan; s6 hoa hd so, chuyén hd Ninh
so cho lanh (jao Trung tam Phuc vu hanh
chinh cong cap xa.
Kiém tra hd 50, chuyér} Van phong HDND | Lanh dao Trung 15 phit
va UBND cap xa dé xu ly theo tham | tdm Phuc vu hanh | ., P o
A , A .~ | lamviéc
quyén. chinh cong cap xa
‘ Lanh daoVan 15 ohit
Budc 2 Xem ho so, phan cong xur ly phong HDND va A p A
Lo~ lam viéc
UBND cép xa
- Tham dinh ho so: ‘ ‘
+ Truong hop nhan hd so chua day du,
chua hop I¢: trong vong 01 ngay lam viéc,
tham muru ldnh dao UBND cap xa ky van
bar’1 tho?g bdo va I}u:ong Adan nguoi dan, Xto Chuyén vién Vin B
. chtrc bé sung, hoan thién hd so; chuyén \ \ 1,5 gio
Budce 3 % A \ . " phong HDND va e
dén Trung tam Phuc vu hanh chinh cong Lo lam viéc
£ o~ UBND cap xa
cap xa. ‘ ‘
+ Truong hop nhan ho so day du, hop I¢:
du thao két qua giai quyét TTHC, trinh
lanh dao Van phong HDND va UBND cap
xa (kém toan bg ho so).
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.2 X s o 1 P Lanh daoVan ,
Budc 4 5;3611;111 [;crjéke)‘iaqua xur 1y, chuyén Lanh dao phong HPND va lsn p\flilg‘;
P UBND cip xi :
. A e L Ap 2 ian £ Lanh dao UBND | 30 phut
Budc 5 Ky/ phé duyét két qua gidi quyét THHC ohp x& lam viée
Déng déq, vao sé van ban, luu t,rﬁ: ho so;
s0 hoa ho so két qua giai quyét TTHC, Chuyén vién Vin ,
Budce 6 chuyen tra trén HE thong thong tin giai phong HDND va %5 ph}}t
quyét TTHC va chuyén tra két qua gidy UBND cdp xi lam viéc
cho Trung tam Phuc vy hanh chinh cong
cép Xa.
Chuyén vién
Tra két qua cho td chirc, ca nhan theo hinh Trung tdm Phuc vu
Bude 7 thae d3 dang ky (truc tiép tai Trung tam | hanh chinh cong 15 phut
Phuc vu hanh chinh cong cap xa, qua buu | cap xa batky trén | lam viéc
chinh hodc trén mdi trudng mang) dia ban tinh Tay
Ninh

Tong thoi gian giai quyét TTHC:

Thoi han thyc hién yéu cau chung thuc phai dugc bao dam ngay trong ngay co
quan, t6 chirc tiép nhan yéu cau hodc trong ngdy 1am viéc tiép theo, néu tiép nhan yéu
cau sau 15 gio. Déi voi trudng hop cting mot lac yéu cau ching thue ban sao tir nhiéu
loai ban chinh gidy td, van ban; ban chinh c6 nhiéu trang; yéu cau sb luong nhiéu ban
sao; ndi dung gidy to, van ban phuc tap kho kiém tra, d6i chiéu ma co quan, t6 chuc
thuc hién chimg thuc khong thé dap ung duoc thoi han néu trén thi thoi han ching thuc
duoc kéo dai thém khong qua 02 (hai) ngay 1am viéc hoic ¢ thé dai hon theo thoa thuan
bang van ban v6i ngudi yéu cau chimg thuc. Truong hop tra két qua trong ngay lam
viéc tiép theo hodc phai kéo dai thoi gian theo quy dinh thi ngudi tiép nhan ho so phai
c¢6 phiéu hen ghi 16 thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thyc.
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Quy trinh s 03.

Ching thue chir ky trong cac gidy to, vin ban (ap dung cho ca truong hop
chirng thue diém chi va trudong hop nguwoi yéu ciu chirng thwe khong ky, khong
diém chi dworc) - 2.000884

Trinh tw Thoi
cac buéc No6i dune cone viee Trach nhiém thue gian
thuc : g VI hién thuc
hién hién
- Hu’é’ng‘dén, kiém tra ho so:
+ Néu h(} so chua déy du, chua h(_)“p~ 1€ thi
khong ti€p nhén, dong thoi huong dan cho | Chuyén vién cua
to churc, ca nhan bo sung, hoan thién hé so | Trung tdm Phuc vu
theo quy dinh. , hanh chinh cong 15 phut
+ Néu ho so day du, hop 1¢: tiep nhén, ra | cap xa batky trén | lam viéc
. gidy ti€p nhan ho so va hen trd két qua cho | dia ban tinh Tay
Buoc 1 A . N P )
to chtrc, ca nhan; s6 hoa ho so, chuyén ho Ninh
so cho l1anh an Trung tdm Phuc vu hanh
chinh cong cap xa.
Kiém tra hd 50, chuyér} Van phong HDND | Léanh dao Trung 15 phit
va UBND cap xa dé xu ly theo tham | tdm Phyc vu hanh | ., pht
A , A .~ | lamviéc
quyén. chinh cong cap xa
‘ Lanh daoVan 15 ohit
Budc 2 Xem ho so, phan cong xur ly phong HDND va . P o
S lam viéc
UBND cép xa
- Tham dinh ho so: ‘ ‘
+ Truong hop nhén ho so chua day du,
chua hop I¢: trong vong 01 ngay lam viéc,
tham muu lanh dao UBND cap xa ky van
bar,1 tho?g bao va hu’O’ng Adan nguoi dan, ;[o Chuyén vién Vin .
. chuc bd sung, hoan thién ho so; chuyén \ \ 1,5 gio
Budc 3 X A \ ; " phong HDND va e
dén Trung tdm Phuc vu hanh chinh cong L lam viéc
X UBND cép xa

cap xa.
+ Truong hop nhan ho so day du, hop 1€:

du thao két qua giai quyét TTHC, trinh
lanh dao Vian phong HPND va UBND cip
x3 (kém toan bd ho so).
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.2 X . o1 P Lanh daoVan ,
Budc 4 [Iﬁgelr\l]l [;crgéke)‘iaqua xur 1y, chuyén Lanh dao phong HPND va éfn p\glgi
P UBND cép xa :
. A Ao L Ae a g £ Lanh dao UBND | 30 phut
Budc 5 Ky/ phé duyét két qua gidi quyét THHC ohp x& lam viée
Déng déq, vao sé van ban, luu t,rﬁ: ho so;
s0 hoa ho so két qua giai quyét TTHC, Chuyén vién Vin ,
. chuyen tra trén HE thong thong tin giai \ \ 15 phut
Budc 6 phong HDND va A
quyét TTHC va chuyén tra két qua gidy UBND cdp xi lam viéc
cho Trung tdm Phuc vu hanh chinh cong
cép Xa.
Chuyén vién
Tra két qua cho td chirc, ca nhan theo hinh Trung tdm Phuc vu
Bude 7 thire di dang ky (truc tiép tai Trung tam | hanh chinh cong 15 phut
Phuc vu hanh chinh cong cap xa, qua buu | cap xa batky trén | lam viéc
chinh hodc trén mdi trudng mang) dia ban tinh Tay
Ninh

Tong thoi gian giai quyét TTHC:

Trong ngay co quan, t6 chuc tiép nhan yéu cau hodc trong ngay lam viéc tlep
theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam viéc tiép
theo thi nguodi tlep nhan ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua
cho nguo1 yéu cau chung thuc.






