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Ma hiéu: QT.TP.16
Lan ban hanh: 04/00
Ngay ban hanh: 09/8/2023

UY BAN NHAN DAN QUY TRINH
PHUONG SO DAU Piing ky lai khai tir

1. MUC PiCH

Quy dinh céch thuc, trinh tu thyc hién thu tuc vé Dang ky lai khai tor thudc tham quyén
giai quyét cia UBND phuodng S& Dau, quan Hong Bang, thanh phd Hai Phong.

2. PHAM VI

Quy trinh ap dung cho viéc giai quyet tha tuc hanh chinh: Bang ky lai khai t&r dugc giai
quyét boi UBND phuong S¢ Dau, quian Hong Bang, thanh phd Hai Phong.

3. TAI LIEU VIEN DAN

- Tiéu chuan qudc gia TCVN ISO 9001:2015.

- M6 hinh hé thdng quan 1y chét lugng cia UBND phudng Sé Dau.
- Quy trinh QT.MC.01

- Céc tai liéu khac theo quy dinh tai muc 5.1

4. PINH NGHIA/ VIET TAT

- UBND: Uy ban nhan dan
- TTHC: Thu tuc hémh chinh
- BP.TN&TKQ: B phén Tiép nhan va tra két qua

5. NOI DUNG QUY TRINH
51. COSOPHAPLY

Luat HO tich nam 2014;

Nghi dinh sé 123/2015/NB-CP ngay 15/11/2015 cia Chinh pha quy dinh chi

tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu sira doi, bo
sung mot sb diéu cua cac nghi dinh lién quan dén viéc nop, xut trinh s6 ho
khau, s6 tam tra giéy khi thyc hién tha tuc hanh chinh, cung cép dich vu
cong;

- Nghi dinh s6 87/2020/ND-BTP ngay 28/7/2020 cua Chinh pht quy dinh vé
co so dir liéu hg tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s 01/2022/TT-BTP ngay 04/01/2022 ctia B Tu phap quy dinh
chi tiét mot s6 diéu va bién phap thi hanh nghi dinh s6 87/2020/ND-CP
ngay 28/07/2020 cua Chinh phu quy dinh vé Co sé dit liéu ho tich dién tu,
dang ky ho tich truc tuyén;

- Théng tu sb 106/2021/TT-BTC ngay 26/11/2021 ciia Bo tai chinh stra doi,
bd sung mot s6 diu ciia Thong tu sd 85/2019/TT-BTC ngay 29/11/2019
ctia Bo Tai chinh hudng dan vé phi va 1& phi thuoc thim quyén quyét dinh
cua Ho1 d@)ng nhan dan tinh, thanh phé truc thudc Trung vong;

- Théng tu s6 04/2020/TT-BTP ngay 28/05/2020 Quy dinh chi tiét thi hanh

mot s diéu cua Luat ho tich va Nghi dinh sé 123/2015/ND-CP ngay

15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi

hanh Luat Ho tich;
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- Quyét dinh s6 2390/QD-UBND ngay 08/08/2023 ciia UBND thanh phd Hai

Phong vé viéc cong bdé Danh muc thu tuc hanh chinh linh vuc Tu phép trén

dia ban thanh phd Hai Phong;

5.2. THANH PHAN HO SO
5.2.1 Gidy to phai xuit trinh:

chimg minh vé nhan than ctia nguoi co yéu cau ding
ky lai khai ti.

TT | Tén ho so Ghi chi
Truong hop gui hd
H¢ chiéu/chtirtng minh nhan dan/thé can cudc cong dan | so qua hé thong buu
hodc cac gidy to khac c6 dan anh va thong tin cd nhan | chinh thi phai gui
1. | do co quan c6 tham quyén cap, con gia tri sit dung dé | kém theo ban sao co

chung thyc gidy to
phai xuat trinh néu

Ngay ban hanh: 09/8/2023

trén.

5.2.2 Giay to phai nop:

TT | Tén ho so S6 lwong | Ghi chu

1. | T khai ding ky lai khai tir theo mau.

Ban sao Gidy chung tir trudc day duoc cip hop 16. Néu
khong c6 ban sao Gidy ching tir trude day duoc cip
hop 18 thi ndp ban sao hd so, gidy to lién quan cé ndi
dung chtg minh sy kién chét.

01 b

Vin ban uy quyén theo quy dinh cua phap luit trong
truong hop Gy quyén thuc hién viéc dang ky lai khai
tir. Trudng hop ngudi duge Gy quyén 1a 6ng, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt cia nguoi uy
quyén thi van ban 1y quyén khong phai cong ching,
chung thuc, nhung phai c6 gidy to ching minh moi
quan hé véi ngudi uy quyén.

- Trudng hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hodc ban sao
dugc ching thyc tuor ban chinh thi nguoi tiép nhan ho so khong duge yéu cau xuat trinh
ban chinh; néu ngudi yeu cau chi ndp ban chup va xuit trinh ban chinh thi nguoi tlep
nhan hd so kiém tra, d6i ch1eu ban chup voi ban chinh va ky vao ban chup xac nhén vé
viéc da ddi chiéu ndi dung gidy to do, khong dugc yéu cau ngudi di ding ky ndp ban sao
c¢6 chimg thuc gidy to do.
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- Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, ngudi tiép
nhén c6 trach nhiém kiém tra gidy to xuét trinh, d6i chiéu voi thong tin trong To khai va
tra lai cho nguoi xuat trinh, khong dugc yéu cau ngudi dang ky ho tich ndp thém ban sao
gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuét trinh hodc ghi lai thong tin

cua gidy to xuat trinh dé luu ho so.

- Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so dang ky ho tich theo quy
dinh cta phap ludt ho tich, khong dugc yéu cau ngudi ding ky ho tich nop thém gidy to
ma phap luat ho tich khong quy dinh phai nop.

5.3 NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhan

va tré két qua Thot gian xu 1y

Phi, Lé phi

BP.TN&TKQ
phuong S¢
Dau

05 ngay lam viéc.

10 ngay lam vigc.

Trudng hop can x4c minh thi
thoi han giai quyét khong qua

8.000 dong

Mién 1¢ phi cho nguoi thudc gia
dinh c6 cong véi cach mang, thude
ho ngheéo; nguoi khuyét tat.

5.4. TRINH TU XU LY CONG VIEC

X Trach N Biéu mau/
Trinh tu nhigm Thoi gian Két qua

Rirde 1: Xuét trinh oidv to
- Nguoi c6 yéu cau dang ky lai khai tir
truc ti€p thuc hién hoac Uy quyén cho
nguoi khac thuc hién vi¢e dang ky lai
khai tur. . : .

attu Céng dan Gio hanh | To khai dang lai

) cnenas L . chinh khai tir
- Nguoi thuc hién viéc dang ky lai khai
tor c6 thé ndp ho so truc ti€p tai Uy ban
nhan dan cap phuong c6 tham quyén
hodc gui ho so qua hé thong buu chinh.
Rirée 2: Tidn nhan. kidm tra. dai chién
- Nguoi tiép nhan c6 trach nhiém kiém | Cong chirc | Toi da 04
tra, doi chiéu ngay toan bo ho so theo | Tw phap— | ngay lam
Quy trinh gidi quyé€t thu tuc hanh chinh | HO tich tai | Viecneu
QT.MC.01 bo phan | khongcan
TN&TKQ xac minh ho
- Ngay sau khi tiép nhan hd so, néu thiy | Chu tich 59> O so theo 5.2
thong tin khai tir day du va phu hop, cong | Uy ban Phidu tiép nhéﬁ
chure tu phép - hd tich b4o cdo Chu tich Uy | nhan dan va hen tra két
ban nhan dan cap phuong. phuong, Téi da 12 qua,
Cong dan
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M3 hiéu: QT.TP.16

UY BAN NHAN DAN QUY TRINH Ui ban b 04/
PHUONG SO DAU Piing ky lai khai tir e ban hanh: O4/09
ghyla Ngay ban hanh: 09/8/2023
- Truong hop Chu tich Uy ban nhan dén o
cap phuong dong y giai quyét thi cong ngay lam .
, . N c 3T QA ax ; viéc néu can | SO dang ky khai
chtrc tu phap - ho tich ghi vao S6 dang ky AR ,
C ooy NPT , .o xac minh ho tur
khai tr, cung nguoi di dang ky khai tir ky <o,
vao SO.
Dunkon Ve 0228 uwnnrBAd 4l 4220 himbh ahink
Cong chuce
Tu phap — . ,
- Cong chire Tu phap — Ho tich soan thao | Ho tich, | Téida 01 S‘l’(g:intgﬁ ky
Trich luc khai tr trinh Chu tich Uy ban Chu tich ngay lam , o
N . , , - A Trich luc khai
nhan dan cap phuong ky. Uy ban viee tr
nhan dan
phuong
Dunkon Ae Tl LAL il
Cong chuc
- Tra két qua cho cong déan theo glg E};ipt; Gio hanh | Trich luc khai
QT.MC.01 e chinh to
bo phan
TN&TKQ

Phiéu theo doi qud trinh xir 1y céng viéc (BM.MC.01.05) phdi dwoc thiee hién tai tirng

buoc cong viéc cua muc 5.4.

6. BIEU MAU

TT Can cwr

Tén biéu mau

Céc biéu mau theo Thong tu s6 04/2020/TT-BTP

L. | Theo phu luc 5

To khai dang ky lai khai tur

2. | Theo phu luc 2 | S dang ky khai tr
3. | Theo phu luc 3 | Trich luc khai tir
7. HOSOLUU

TT Ho so luu
1. To khai dang ky lai khai tur
2. | S dang ky khai tur
3. Trich luc khai tir
4. Céc biéu mau khac theo QT.MC.01 - Quy trinh giai quyét thu tuc hanh chinh
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UY BAN NHAN DAN QUY TRINH Lén ban hanh: 04/00
PHUONG SO DAU Ding ky lai khai tir Nedy ban hanh: 09/8/2023
5. Céac ho so khac can luu theo muc 5.2

Luu ¥: Luru tai bg phdn tw phdp ho tich 02 ndm, sau d6 chuyén luu trit chung co' quan theo
quy dinh. Viéc luu trit cdac bao cao, ho so, so sach dwoc thuc hién theo quy dinh cua phap ludt
vé lwu triv va phap ludt co lién quan.
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