QUY TRINH M4 hiéu: QT-14/HT
UBND XA -
, Lan ban hanh 02
HUNG LONG Diing ky lai két hon : :
Ngay ban hanh:

MUC LUC
SUA POI TAI LIEU
1. MUC PicH
2. PHAM VI AP DUNG
3. TAILIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEUMAU
7. HO SO CANLUU

Trach nhiém Soan thao Xem xét Phé duyét

Ho tén

Chir ky

Chtrc vu Ph6 Chu tich UBND Chu tich UBND
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UBND XA
HUNG LONG

QUY TRINH

Ping ky lai két hon

M4 hiéu: QT-14/HT
Lan ban hanh 02
Ngay ban hanh:

SUA POI TAI LIEU

Yéu cu sira
doi/ bo sung

Trang / Phan
lién quan viéc
sira doi

M0 ta ndi dung sira doi

Ngay sira

Lan sira doi e
doi
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. QUY TRINH M4 hiéu: QT-14/HT
UBND XA :
. Lan ban hanh 02
HUNG LONG Diing ky lai két hon R
Ngay ban hanh:
1. MUC PiCH

Quy trinh dugc xay dung nham quy dinh trinh ty, phuong phap tiép nhan va céach
thirc xur 1y h6 so do1 voi thu tuc Dang ky lai két hon, dam bao can bg, cong chure thue
hién dung v&1 nhiém vu, quyén han dugc giao

2. PHAM VI AP DUNG

Ap dung dbi voi hoat dong Dang ky lai két hon

Can b9, cong chtrc thude bo phén tiép nhan va tra két qua, cac bo phan co lién
quan thudc Uy ban nhan dan x& chiu trach nhiém thuc hién quy trinh nay

3. TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN 1SO 9001:2015

- Cac van ban phap quy lién quan dé cap tai muc 5.8

4. PINH NGHIA/VIET TAT

- UBND: Uy ban nhén dan

- TTHC: Thu tuc hanh chinh

- TN&TKQ: Tiép nhan va tra két qua

- HT: H¢ tich

5. NOI DUNG QUY TRINH

5.1 | Piéu ki¢n thye hién Thii tuc hanh chinh

- Viéc két hon da dwoce dang ky tai co quan cé tham quyén cia Viét Nam trudc
ngay 01/01/2016 nhung S6 dang ky két hén va ban chinh Gidy chitng nhdn két
hén déu bi mat;

- Nguoi yeu cau dang ky lai két hén con song vao thoi diém yéu cau dang ky lai
ket hon.

5.2 | Thanh phin hd so Ban | Ban
chinh | sao

* Gidy to phai nop:
+ To khai dang ky lai két hon (theo mau); X
+ Ban sao Gidy chirng nhén két hén duge cap trudc day. ‘Néu
khong c6 ban sao Gidy chirmg nhéan ket hon thi np ban sao ho so, X
gidy tO c4 nhan c6 cac thong tin lién quan den ndi dung dang ky
ket hon.

* Gidy to phai xuat trinh:

+ Gidy to tly than gdm: ho chiéu, ching minh nhan dan, thé can
cude cong dan hoac giay to khac c6 dan anh va théng tin c& nhén
do co quan c6 tham quyén cap, con gi tri sir dung;
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UBND XA
HUNG LONG

QUY TRINH Ma hiéu:

QT-14/HT

Lan ban hanh

02

Ping ky lai két hon

Ngay ban hanh:

+ Gidy to chirng minh noi cu tri dé xac dinh tham quyén dang ky
lai ket hon.

*Luuy:

- Péi véi gzay to nop, xudt trlnh

+ Truong hop nguoi y8U Cau nép gidy to 1a ban sao dwoc cdp tr
6 goc hodc ban sao dwoc chirng thuwce tie ban chinh thi nQueoi tiép
nhdn ho so khéng dwoc yeu cau xudt trinh bdn chinh; néu nguoi
YU Cdu chi ndp ban chup va xudt trinh ban chinh thi nguoi tiép
nhdn hé so kiém tra, déi chiéu ban chup véi ban chinh va ky vao
ban chup xdc nhdn vé viéc da doi chiéu ndi dung gzay to do,
khong dwoc yeu cau nguoi di dang ky ngp ban sao gidy to do.

+ Péi véi gidy to xudt trinh khi dang ky ho tich, nguoi tiép nhén
6 trach nhiém kiém tra, déi chiéu véi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong hé so va tra lai cho
ngueoi xudt trinh, khdng diroc yu cdau ndp ban sao hodc ban chup
gidy to do.

+ Ngueoi tiép nhén cé trach nhiém tiép nhdn ding, di hé so dang
Ky hg tich theo quy dinh cua phdp ludt ho tich, khong duoc yéu
cau nguoi dang ky hé tich ndp thém gidy to ma phap ludt hé tich
khong quy dinh phai nop.

5.3 | S6 hrgng hd so
01 bd
5.4 | Thoi gian xir ly
05 ngay lam viéc; truong hop phai xac minh thi thoi han giai quyét khong qua
25 ngay
5.5 | Noi tiép nhén va tra két qua
Bo phan tiép nhan va tra két qua cia UBND x4
5.6 | Phi/L¢ phi
Mién 1& phi
5.7 | Quy trinh xir ly cong viéc
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QUY TRINH M4 higu: QT-14/HT
UBND XA :
, Lan ban hanh 02
HUNG LONG Diing ky lai két hon : :
Ngay ban hanh:
TT Trinh ty Trach nhiém | Thoi gian | Biéu mau/Két

qua

Truwong hop khéng cin phdi xdc minh:

B1 | Nop ho so: Cong dén chuéan bj day Khics | Thanh phan hd
du ho so theo quy dinh ndp tai bo | CoOng dan nhu ciu so theo muc
phan TN&TKQ thuc hién TTHC 5.2

B2 | Tiép nhén, ddi chiéu kiém tra tinh
hop 1€ cua ho so:
Cong chtre tiép nhan hd SO kiém tra .
tinh phép 1y va noi dung hd so. Mau 56 01, 02,
- Truong hop hé so hop 16 Vié"[ gidy A 0%’195’ 06
tiep nhan ho so va hen tra két qua Bo phan Og. /26)2{18%%
cho nguoi ndp ho so TN&TKQ 1 e }

: 3 . /2 ngay VPCP)

- Truonlc_:,y hop hoé so qhu:a hop 1€, lam viéc
huéng dan cong dan bo sung, hoan '
thién ho so theo quy dinh. Néu ho
so khong dugc bo sung theo hudng
dan, can b tiep nhén tir choi nhén Hd so
ho so
Luan chuyén ho so dén bd phan
chuyén moén xu ly

B3 | Thadm dinh hd so: o
Cong chire TP-HT thyc hién kiém Mau;(})l 02, 03,
tra, xéc minh h6 so: 7 01 ngay (())51 /(201%3_%_;3
- Néu ho so can giai trinh, b6 sung Cong chire lam viéc VPCP)
thi huéng dan cong dan giai trinh, | w phap-Ho
bo sung ho so theo quy dinh tich
- Néu thay ho so dang ky lai két '
hon 1a day du, chinh xac, khdng can
phai xdc minh, dung quy dinh phap H so
luat, tién hanh budc tiep theo

B4 | B4o céo két qua tham dinh: Hoan Cona chite Dy thao Gidy
chinh ho so, in du thao gidy chimg Tu }?é TR 01 ngay Chl’l:pg nhan
nhan két hon (02 ban chinh) trinh pﬁcﬁ’ > | lam viée két hon
l&nh dao UBND x& phé duyét '




QUY TRINH Ma hiéu: QT-14/HT
UBND XA ‘
. Lan ban hanh 02
HUNG LONG Diing ky lai két hon : :
Ngay ban hanh:
S6 dang ky ket
hon
B5 | Ky duyét két qua: Lanh dao UBND
xd xem xét ky duyét két qua cho| Lénh dao 02 ngay Gidy chimg
cbng dan UBND lam viéc | nhan két hon
B6 | Dong dau va sao luu: Tiép nhan két o
qud, chuyén vén thu lay so dong| Cong chic Mau s6 06
dau chuyénmon | 15 ngay (Thong tu
Phat hanh vin ban va chuyén vé bo lam vigc | 01/2018/TT-
phan TN&TKQ VPCP)
Luu ho so theo ddi
B7 | Tra két qua cho cong dan theo quy Bo phan T’heo Két qua
dinh TN&TKQ | phiéu hen
Trwong hop can phdi xdc minh
B1 | Nop ho so: Cong dan chuan bi day .. | Thanh phan hod
Y . PR A Gio hanh
du ho so theo quy dinh ndp tai bo | COng dan chinh so theo muc
phan TN&TKQ thyc hi¢n TTHC 5.2
B2 | Tiép nhdn, di chiéu kiém tra tinh
hop 1€ cta ho so:
Cong chtrc tiép nhan hd SO kiém tra L .
tinh phép 1y va noi dung hd so. Mau 56 01, 02,
- Truong hop héd so hop 1& Vié"[ gidy A 0%’195’ 06
tiép nhan hd so va hen tra két qua | _BOphan (Thong fu
AT A TN&TKQ 01/2018/TT-
cho nguoi ndp ho so 1 ngay VPCP)
- TTubng hop ho so chua hop 18, lam viéc
huéng dan cong dan bo sung, hoan '
thién ho so theo quy dinh. Néu ho
so khong duogc bo sung theo hudng
dan, can bd tiep nhan tu choi nhan Ho so

hd so
Luan chuyén ho so dén bd phan
chuyén mon xu ly
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QUY TRINH M4 hiéu: QT-14/HT
UBND XA ;
, Lan ban hanh 02
HUNG LONG Diing ky lai két hon \ \
Ngay ban hanh:

B3 | Tham dinh h6 so:

Cong chirc TP-HT thyc hién kiém

tra, xac minh ho so: 01 ngay M?lu Sé) 02, 03,

- Néu hod so~c§n giai trinh, b6 sung lam viéc | 05 (Théng tu
thi huéng dan cong dan gidi trinh, 01/2018/TT-
bo s?ng h:) soxtheo qlfy dmk'l | congchire VPCP)
- ANeu tha}{ ho 30 dgng ky lai 'ke\t Tu phap-Ho
hon thyuc hién tai noi khong phai 1a tich
noi da dang ky ket hon trude day '
thi dy thao van ban d€ nghi noi L
dang ky ket hon trude day klem tra, Du: th,ao van
xac minh vé viéc luu giir s6 ho tich ban xac minh
tai dia phuong
Trinh lanh dao UBND xa xem xét
B4 | Ky duyét vin ban véu clu xic Lanh dao Vin ban dé
minh: lanh dao UBND xa xem xét, o 01 ngay | nghi xdc minh
g N C UBND xa . -
ky duyét van ban d¢ nghi xac minh lam viéc
B5 | Noi da ding ky két hon trude day
tl‘e'n h:anh kjem ‘qtra, xdc 'rinnh‘va tra NOIAdaI{g ky 20ngay | Vin ban xéc
loi bang van ban vé viéc con luu ket hon lam viec minh
gitr hoac khong luu gitt duge so hd | trudc day i
tich
B6 | Tiép nhan vian ban xac minh, cong
chirc TP-HT tong hop, hoan thién . , .
hd so phap 1y, du thao gidy chung Cang chirc Ql ngiy Ho so so trinh
A ax LA 1A TP-HT lam viéc
nhan dang ky két hon
Trinh lanh dao UBND xa xem xét
B7 | Lanh dao UBND x& xem xét lai ho Gidv chim
so, yéu cau diéu chinh (néu can), | Lé&nh dao 01 ngay nhénydén fy
ky duyét giay chirmg nhan dang ky | UBND xa | lam viéc an fans
Ze 1A ket hon
ket hon
B8 | Tiép nhan hd so da ky duyét, ghi | Coéng chirc
ndi dung dang ky két hon va ky tén TP-HT 1 ngay L
P Két qua
vao so, chuyen vin thu 13y s6, dong lam viéc

du, sao luu (neu can) Vin thu
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UBND XA

QUY TRINH M hi¢u: QT-14/HT

HUNG LONG . e s Lan ban hanh 02

Dang ky lai két hon

Ngay ban hanh:

Chuyén két qua vé& bd phan
TN&TKQ
Luu trit ho so theo quy dinh

B9

Tiép nhén va trao tra két qua cho Bo phan | Theo giay
nguoi yéu cau TN&TKQ hen

Ghi C~hl32 Néu @5 so bi chdm muon thi can bé thy Iy bdo cdo I8nh dao va phai ¢ phiéu
Xin loi theo mau so 04 (Thong tw 01/2018/TT-VPCP) tra cho TCCN

5.8

Co sé phap ly

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hiéu lyc ké tir ngdy 01 thang 01
nam 2016);
- Nghi dinh s6 123/2015/NB-CP ngay 15 thang 11 nam 2015 ctia Chinh phu quy
dinh chi tiét mdt so diéu va bién phap thi hanh Luat Ho tich (co hiéu luc ké tir
ngay 01 thang 01 nam 2016);
- Thong tu sb 04/2020/TT-BTP ngay 28 thang 5 nam 2020 cta Bo truong Bo Tu
phap quy dinh chi tiét thi hanh mot so dicu cua luat hd tich va nghi dinh
0 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua chinh phu quy dinh chi tiét
mot so dieu va bién phap thi hanh luat ho tich;
- Nghi quyét s 124/2016/NQ-HDND ngay 09 thang 12 nim 2016 ctia Hi dong
nhan dan thanh pho ve cac loai phi va I¢ phi trén dia ban Thanh pho HO Chi
Minh (cd hi¢u luc ké tir ngay 01 thang 01 nam 2017);
- Quyét dinh s6 52/2016/QD-UBND ngay 10 thang 12 ndm 2016 ciia Uy ban
nhan dan Thanh pho ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban
Thanh pho Ho Chi Minh (c6 hiéu lyc ké tir ngay 01 thang 01 nam 2017);
- Nghi dinh 61/2018/ND-CP vé thyc hién co ché mot cira, mot cira lién thong
trong giai quyet thu tuc hanh chinh.
- Thong tur 01/2018/TT-VPCP ngay 23/11/2018 hudng dan thi hanh mot s‘f’) quy
dinh cua nghi dinh s6 61/2018/ND-CP ngay 23/04/2018 cua Chinh phu ve thuc
hién co ché mdt ctra, mdt cira lién thong trong giai quyét thu tuc hanh chinh.
- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B Tai chinh huéng dan
V€ phi va I¢ phi thudc tham quyen quyet dinh cua Hoi dong nhén dan tinh, thanh
pho truc thudc Trung wong.
- Quyet dinh s6 3291/QD-UBND ngay 10/9/2021 cia UBND Thanh pho Ho Chi
Minh veé viéc cong bo danh muc thu tuc hanh chinh linh vuc Ho tich thugc pham
Vi chirc nang quém ly ctia S& Tu phap.

Quyet dinh s 1872/QD -BTP ngay 04 thang 9 nam 2020 cua B truéng B Tu
phap vé viéc cong bd thu tuc hanh chinh stra d6i, bd sung trong linh vuc ho tich
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s QUY TRINH Ma hiéu: QT-14/HT
UBND XA ;
. Lan ban hanh 02
HUNG LONG Diing ky lai két hon R
Ngay ban hanh:

thuc hién tai co quan dang ky ho tich trong nudc thugc pham vi chitc nang quan
ly cua Bo Tu phap.

6. BIEU MAU

TT | Tén Biéu miu

1. | Hé thong biéu mau theo Thong tu 01/2018/TT-VPCP ngay 23/11/2018:
* Mau s6 01 — Gidy tiép nhan ho so va hen tra két qua
* Mau s6 02 — Phiéu yéu cau bd sung, hoan thién ho so
* Mau sb 03 — Phiéu tir chdi tiép nhan giai quyét ho so
* Mau s6 04 — Phiéu xin 161 va hen lai ngay tra két qua
* Mau s6 05 — Phiéu kiém soat qué trinh giai quyét hd so
* Mau s6 06 — So theo dbi ho so

2. | To khai dang ky lai két hon theo mau quy dinh tai Thong tu s6 04/2020/TT-BTP

ngay 28/5/2020 cua Bo trudng Bo Tu phap

7. HO SO LU'U: Ho so Iwu bao gdm céc thanh phin sau

TT Hb so lwu (bin chinh hodc ban sao theo quy dinh)
1. | Thanh phan hé 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 thuc hién
3. | Cac biéu miu theo co ché mot cira, mot cira lién théng dugc ban hanh kém theo

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

Ho so duoc luu tai B phan TP-HT va bo phan mot cira theo quy dinh

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic
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QUY TRINH M4 hiéu: QT-14/HT
UBND XA A
, Lan ban hanh 02
HUNG LONG Diing ky lai két hon : :
Ngay ban hanh:
TO KHAI PANG KY LAI KET HON
KINN QI @) e
Ho, chir dém, t&Nn NGUOT YEU CAUS .....o.ovovvviiiees e
INOT CU T @ e ettt ettt et e et e et et e e e ee e e e ese e,
GiAy t tUY thANT G e ettt

Pé nghi co quan diing ky lai két hon theo ndi dung dwéi day:

Ho, chit d€m, tEN CUA VO .....iiiiiiii it
Ngay, thAng, NAM SINN: .....ociiiiiii e ree e eeanneeas
DAN TOC: .o QUOC HCR: 1o,
INOT CU TP et ettt ettt sttt

Ho, chir dém, t8N CUA ChONE: ........co.evviceeeeece e,
Ngay, thang, NaAm SINI: ......ccoviiiiiiii e
DAN TOC: oo QUOC HCR: 1o,
INOT CU TP et ettt ettt ettt

T6i cam doan nhitng ndi dung khai trén day l1a dung sy that va chiu trach nhiém trude
phap luat vé cam doan cua minh.
Lam tai: .ooooiiiiiiiiiie, , NQay ........... thang ......... nam
Ngudi yéu ciu
(Ky, ghi r6 ho, chir dém, tén)

D& nghi cp ban sao®: C6 [, Khong [
S6 luong:....... ban
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_ QUY TRINH M4 higu: QT-14/HT
UBND XA ;
. Lan ban hanh 02
HUNG LONG Ping ky lai két hon ! \
Ngay ban hanh:
Chu thich:

@ Ghi 6 tén co quan dang ky lai két hon.

@ Ghi theo noi dang ky thudng trii; néu khong ¢ noi dang ky thudng trii thi ghi
theo noi dang ky tam tra; trudng hop khong c6 noi dang ky thuong tra va noi dang ky
tam tra thi ghi theo noi dang sinh song.

® Ghi thong tin Vvé gidy to tiy than nhu: ho ’chiéu, chting minh nhén dan hoac giéy
to hop 1€ thay the (vi du: Chung minh nhan dan s6 001089123 do Cong an thanh pho Ha
Noi cap ngay 20/10/2004).

“) Ghi 6 tén co quan d4 dang ky két hon trude day.

) Chi khai trong truong hop biét rd.

©) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd so luong.




