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UBND XA
HUNG LONG

QUY TRINH
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chinh cac gidy to, viin ban do co
quan, to chirc c6 thAm quyén
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nhan
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UBND XA chinh cac gidy to, viin ban do co
HUNG LONG

QUY TRINH M hiéu: QT-01/CT

Chirng thuc ban sao tirban | Lanbanhanh 02

- . Y Ngay ban hanh:
quan, to chirc c6 tham quyén

cua Viét Nam cap hoac chirng
nhan

1. MUC PiCH
Xay dung quy trinh nhdm quy dinh trinh tw, phuong phép tiép nhan va cach thirc

xtr 1y ho so ddi véi thi tuc Chimg thyc ban sao tir ban chinh cac gidy to, vin ban do co
quan, to chic c6 tham quyén cia Viét Nam cap hoac ching nhan, dam bao thu tuc thuc
hién nhanh chong, kip thoi, dang quy dinh

2. PHAM VI AP DUNG
Ap dung ddi voi hoat dong Chimng thuc ban sao tir ban chinh cac gidy to, vin ban

do co quan, t6 churc ¢6 tham quyén cua Viét Nam cap hodc chimg nhan

Céan b0, cong chirc thudc by phan tiep nhan va tra két qua, cac by phan cé lién

quan thuéc Uy ban nhdn dan xa chiu trach nhiém thyc hién quy trinh nay

3. TAI LIEU VIEN DAN

- Tiéu chuan quéc gia TCVN ISO 9001:2015

- Cac van ban phap quy lién quan dé cap tai muc 5.8
4. PINH NGHIA/VIET TAT

- UBND: Uy ban nhan dan

- TTHC: Thu tuc hanh chinh

- TN&TKQ: Tiép nhan va tra két qua

- TCCN: Tb chtrc c4 nhan

- CT: Ching thuc

5. NOI DUNG QUY TRINH

5.1

Picu kién thue hién Thii tuc hanh chinh

- Gidy t0, van ban dugc ding 1am co sd dé chimg thuc ban sao phai 1a ban chinh
va khong thudce cac trudong hop sau:

+ Ban chinh bi trfly x0a, sua chira, thém, bot ndi dung khong hop 1€;

+ Ban chinh bi hu hong, cii nat, khong xac dinh dugc ndi dung;

+ Ban chinh déng diu mat cta co quan, to chirc c6 thim quyén hoic khong dong
dau mat nhung ghi ré khong dugc sao chup;

+ Ban chinh ¢6 ndi dung trai phap luit, dao dirc xa hoi; tuyén truyén, kich dong
chién tranh, chong ché do xa hdi chu nghia Viét Nam; xuyén tac lich stur cia dan
toc Viét Nam; xiuc pham danh du, nhan pham, uy tin cua ca nhan, to chuc; vi
pham quyén cong dan;

+ Gidy to, van ban do ¢4 nhan tu lap nhung khong c6 xac nhan va dong diu cia
co quan, to chirc c6 tham quyén.
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HUNG LONG

QUY TRINH M hiéu: QT-01/CT
3 Chirng thuc ban sao tirban | Lanbanhanh 02
UBND XA chinh cac giay to, van ban do co Ngay ban hanh:

quan, to chirc c6 tham quyén
cua Viét Nam cap hoac chirng
nhan

- Ban sao, chup tir ban chinh dé thyc hién chtmg thuc phai c6 day du cac trang
da ghi thong tin ctia ban chinh.

5.2 | Thanh phin ho so Bin | Bin
chinh | sao

+ Xudt trinh ban chinh gidy to, vin ban 1am co s& dé ching thuc X
ban sao
+ Nop ban sao pﬁn chtng thuc (s6 lugng ban sao theo nhu cau X
cua nguoi yéu cau chung thuc)

5.3 | S6 lwgng hd so
01 bo

5.4 | Thoi gian xir ly
- Tra ngay trong ngdy lam viéc hodc trong ngay lam viéc tiép theo, néu tiép nhan
yéu cau sau 15 gio.
- bédi vol truong hop cung mot luc yéu cau chung thuc ban sao tur nhiéu loai ban
chinh gidy to, van ban; ban chinh c6 nhiéu trang; yéu cau sb lugong nhiéu ban
sao; ndi dung gidy to, van ban phuc tap kho kiém tra, d6i chiéu ma Uy ban nhan
dan phuong, xa, thi tran khong the tra két qua ngay trong ngay lam viéc hoac
trong ngdy 1am viéc tiép theo, néu tiép nhan yéu ciu sau 15 gio, thi thoi han
chung thue duge kéo dai thém khong qua 02 (hai) ngay lam viéc hodc o thé dai
hon theo thoa thuan.

5.5 | Noi tiép nhén va tra két qua
B6 phén tiép nhan va tra két qua cia UBND x4

5.6 | Phi/L¢ phi
2.000 dong/trang. Tir trang thtr 03 tro 1én thu 1.000 ddng/trang, nhung muc thu
toi da thu khong qué 200.000 dong/ban.

5.7 | Quy trinh xir ly cong viéc
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UBND XA
HUNG LONG

Chirng thuc ban sao tir ban
chinh cac giay to, van ban do co

QUY TRINH

M3 hiéu: QT-01/CT

Lan ban hanh 02

Ngay ban hanh:

nhan

quan, to chirc c6 tham quyén
cua Viét Nam cap hoac chirng

TT

Trinh tu

Trach nhiém

Thot gian

Biéu mau/Keét
qua

Bl

Nop ho so : Cong dan chuan bi day
da hd so nodp tai bd phan TN&TKQ
(ndp truc tiép hodc qua duong buu
dién)

Cong dan

Khi ¢co
nhu cau

Theo muc 5.2

B2

- Kiém tra thanh phan, s6 lugng hd
so, db6i chiéu ban sao véi ban
chinh.

- Trudong hop hd so day du va hop
1¢ thi 1ap Giay tiép nhan va hen tra
két qua theo mau s6 01 (d6i véi
truong hop tiép nhan hd so sau 15
gid hodc cung mot lic yéu ciu
ching thuc ban sao tur nhiéu loai
ban chinh glay to, van ban; ban
chinh c6 nhiéu trang; yéu cau so
luong nhiéu ban sao; noi dung glay
to phirc tap kho kiém tra, ddi
chiéu); thuc hién tiép budc B3.

- Truong hop hd so chua day du
hodc chua hop 1& thi huéng dan
ngudi nép hd so bd sung, hoan
thién hd so theo mau sb 02 hoic
huéng dan ndp hd so dén co quan
c6 tham quyén chtng thuc, néu ndp
hd so khéng diing co quan c6 thAm
- Truong hop ngudi yéu cau ching
thuc chi xuat trinh ban chinh thi
tién hanh chup ban chinh dé thuc
hién ching thyc (trir truong hop
khong c¢6 phuong tién dé chup).

- Truong hop hd so khong dap ung
day du diéu kién giai quyet theo
quy dinh thi 1ap Phiéu tir chdi tiép
nhan, giai quyét ho so theo mau sd
03, trong d6 giai thich rd 1y do tu
chdi.

B phéan
TN&TKQ

0,5 gio
lam viéc

Mau sb 01, 02,
03, 06 (Thong
tu
01/2018/TT-
VPCP)

HO so




UBND XA
HUNG LONG

nhan

QUY TRINH

Chirng thuc ban sao tir ban
chinh cac gidy to, viin ban do co
quan, to chirc c6 thAm quyén
ciia Viét Nam cip hodc chirng

Ma hiéu:

QT-01/CT

Lan ban hanh

02

Ngay ban hanh:

B3

Xt 1y hd so:

Cén bo thy 1y ghi day du 10i ching
theo mau quy dinh, nhap may va
liy s6 chung thuc.

Trinh lanh dao Uy ban nhan dan xa
ky duyét.

Can b‘(f) thu
1y ho so

2 gio lam
viéc

Khong
qua 02
ngay lam
viéc
(truong
hop cung
mot lac
yéu cau
ching
thuc ban
sao tu
nhiéu loai
ban chinh
gidy t0,
van ban;
ban chinh
c¢6 nhiéu
trang; yéu
cau sb
luong
nhiéu ban
sao; noi
dung gidy
to phuc
tap kho
kiém tra,
dbi chiéu)

Dy thao két
qua giai quyet
TTHC

B4

Ky duyét két qua: Lanh dao UBND
xa xem x¢&t, ky duyét van ban lién
quan

Lanh dao
UBND xa

1 gio lam
viéc

Ban sao can
chung thuc
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UBND XA chinh cac gidy to, viin ban do co
HUNG LONG

QUY TRINH M hiéu: QT-01/CT

Chirng thuc ban sao tirban | Lanbanhanh 02

- . Y Ngay ban hanh:
quan, to chirc c6 tham quyén

cua Viét Nam cap hoac chirng
nhan

BS5

Pong dau va sao luu : Tiép nhan
két qua, chuyén van thu lay s6 dong | Cong chiic

ddu, sao luu thulyhoso | 05gi | Kétqua giai
Phét hanh vin ban va chuyén vé bo lam viéc | quyét TTHC
phan TN&TKQ

Luu hd so theo ddi

B6

Tra két qua cho cong dan theo quy B0 phéan Theo
dinh TN&TKQ | phiéu hen

Ghi C;]’ll/i.' Néu fzé SO bi cham muon thi can bg thu ly bao cao lanh dao va phdi co phiéu
xin 16i theo mau so6 04 (Thong tw 01/2018/TT-VPCP) tra cho TCCN

5.8

Co so phap ly

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nim 2015 cta Chinh phu vé
cap ban sao tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao dich
(c6 hiéu lyc ké tir ngay 10 nim 4 nim 2015);

- Théng tu sb 01/2020/TT-BTP ngay 03 thang 03 nam 2020 cua Bo trudng Bo
Tu phap Quy dinh chi tiét va huéng dan thi hanh mot sé didu cua Nghi dinh sb
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh pht vé cap ban sao tir s6
géc, chung thyc ban sao tir ban chinh, chung thuc chir ky va chiung thuc hop
ddng, giao dich;

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nim 2016 ciia Bo Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va st dung phi chimg thuc (c6 hiéu
luc ké tir ngay 01 thang 01 nam 2017);

- Nghi dinh 61/2018/NDb-CP vé thuc hién co ché mot ctra, mot ctra lién thong
trong giai quyét thii tuc hanh chinh.

- Thong tu 01/2018/TT-VPCP ngay 23/11/2018 huong dan thi hanh mot sé quy
dinh cta nghi dinh s6 61/2018/ND-CP ngay 23/04/2018 cua Chinh phu vé thuc
hién co ché mot cira, mot cira lién thong trong giai quyét thi tuc hanh chinh.

- Quyét dinh s6 2700/QD-UBND ngay 29 tthang6 nim 2018 ciia UBND thanh
phé HO Chi Minh vé viée cong b6 thi tuc hanh chinh méi ban hanh, dugc sira
d6i, bd sung, thay thé va bii bo thudc pham chudn héa tai Thanh phd HO Chi
Minh.

- Quyét dinh s6 1114 /QD-UBND ngay 30 thang 3 nim 2020 caa Chu tich Uy
ban nhan din thanh phd vé viéc phé duyét quy trinh ndi bd giai quyét thu tuc
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UBND XA chinh cac gidy to, viin ban do co
HUNG LONG

QUY TRINH M hiéu: QT-01/CT

Chirng thuc ban sao tirban | Lanbanhanh 02

- . Y Ngay ban hanh:
quan, to chirc c6 tham quyén

cua Viét Nam cap hoac chirng
nhan

hanh chinh thudc tham quyén tiép nhan ciia UBND x4, x4, thi tran.

6. BIEU MAU

TT

Tén Biéu mau

1.

Hé théng biéu mau theo Thong tuw 01/2018/TT-VPCP ngay 23/11/2018:
* MAau s6 01 — Gidy tiép nhan ho so va hen tra két qua

* MAau s6 02 — Phiéu yéu cau b6 sung, hoan thién ho so

* MAau s6 03 — Phiéu tir chdi tiép nhan giai quyét hd so

* MAu s6 04 — Phiéu xin 13i va hen lai ngay tra két qua

* MAu s6 05 — Phiéu kiém soat qua trinh giai quyét hd so

* Mau s 06 — S6 theo ddi ho so

7. HO SO LUU: H6 so luu bao gom cac thanh phan sau

TT Ho so hru (ban chinh hoic ban sao theo quy dinh)
1. | Thanh phﬁn ho so can ndp theo muc 5.2
2. | Két qua giai quyét tha tuc hanh chinh
Céc ho so khac phat sinh trong qua trinh thyc hién
3. | Cac biéu mau theo co ché mot ctra, mot ctra lién thong duge ban hanh kém theo

thong tu 01/2018/TT-VPCP ngay 23/11/2018

Ho6 so duoc luu tai BO phan chuyén mon va bd phan mot cira theo quy dinh




