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UY BAN NHAN DAN UY TRINH Ma hiu: QT.TP.32
PHUONG SO DAU Cap bgl sao trich luc ho tich Lérf ban hérfh: (_)3/00
Ngay ban hanh: 05/5/2022
MUC LUC
SUA POI TAI LIEU
1. MUC biCH
2. PHAM VI
3. TAILIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG
6. BIEU MAU
7. HO SO CANLUU
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M3 hiéu: QT.TP.32

vy BAN NH‘&,N QAN QUY TRINH Lén ban hanh: 03/00
PHUONG SO DAU Cap ban sao trich luc h tich Nedy ban hinh: 05/5/2022
SUA POI TAI LIEU
Yéu ciu | Trang/ Phan . Noav sira
stra doi/ | lién quan viéc | MO ta ndi dung sira déi | Lan sira doi g d)(%i
bo sung stra doi
Stra d6i Can cu phap ly | Quyét dinh s6 2129/Qb- 01 30/8/2021

UBND ctia UBND Thanh
phé Hai Phong ngay
02/8/2021 vé viéc cong bd
danh muc Thu tuc hanh
chinh Iinh vyc Tu Phap trén
dia ban Thanh phé Hai
Phong.
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, o . . Ma hiéu: QT.TP.32
Uy BA‘N NHA?N QAN QUY TRINH Lan ban hanh: 03/00

PHUONG SO DAU Cap bin sao trich lyc h tich Ngdy ban hanh: 05/5/2022
1. MUC PiCH

Quy dinh cach thirc, trinh ty thyc hién thu tuc vé Cép ban sao tir s6 gbc thudc tham
quyén giai quyét cia UBND phudng S& Dau, quan Hong Bang, thanh phd Hai Phong.

2. PHAM VI
Quy trinh ap dung cho viéc giai quyét thu tuc hanh chinh: Cap ban sao tir s6 gbe dugc

giai quyét bai UBND phuong S Dau, quan Hong Bang, thanh phd Hai Phong.
3. TAI LIEU VIEN DAN

- Tiéu chuan qudc gia TCVN ISO 9001:2015.

- M6 hinh hé thdng quan Iy chét lugng cia UBND phudng S& Dau
- Quy trinh QT.MC

- Céc tai liéu khac theo quy dinh tai muc 5.1

4. PINH NGHIA/ VIET TAT

UBND: Uy ban nhan dan

TTHC: Thu tuc hanh chinh
BP.TN&TKQ: B phén Tiép nhan va tra két qua
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, R R \ Ma hiéu: QT.TP.32
Uy BA‘N NHA7N QAN QUY TRINH Lan ban hanh: 03/00
PHUONG SO DAU Cap bin sao trich lyc h tich Ngdy ban hanh: 05/5/2022
5. NOI DUNG QUY TRINH
51. COSOPHAPLY
- Luat Ho tich nam 2014;

Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy
dinh chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B Tu phap hudng
dan thi hanh mét sé diéu ctia Luat Ho tich

Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 hudng dan vé phi va 1
phi thudc thim quyén quyét dinh cua Hoi ddng nhan dan tinh, thanh phd
truc thuoc Trung wong.

Quyét dinh gé 2129/Qb-UBND cua UBND Thanh phé Hai Phong ngay
02/8/2021 vé viéc cong bo danh muc Thu tuc hanh chinh linh vyuc Tu

Phép trén dia ban Thanh phd Hai Phong.

5.2. THANH PHAN HO SO

TT

Tén ho so

S6 lwong | Ghi chi

1.

Truong hop ndp truc tiép thi xuét trinh ban chinh hozc
ban sao c6 ching thyc gidy chirng minh nhan dan hoac
hd chiu con gia tri str dung.

Truong hop ngudi yéu cau cap ban sao tir sO gbe gui
qua buu dién thi phai gui kém theo ban sao c6 ching
thuc gidy chirng minh nhan dan hodc ho chiéu con gia
tri st dung, phong bi dan tem ghi rd ho tén, dia chi
ngudi nhan cho co quan, t6 chic cap ban sao.

01 bd

Truong hop nguoi yéu cau 1a nguoi dai dién theo phap
luat, nguodi dai dién theo Gy quyén cta cd nhan, to
chuc duoc cép ban chinh; cha, me, con; vo, chéng;
anh, chi, em rudt; nguoi thura ké khac cua nguoi dugc
cap ban chinh trong truong hop ngudi d6 da chét thi
phai xuét trinh gidy t& ching minh quan hé voi ngudi
duogc cap ban chinh.

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

Noi tiép nhan
va tra ket qua

Thoi gian xir ly

Phi, Lé phi

BP.TN&TKQ | Trong ngay co quan, to chtc | 8.000d/ ban
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, o o . Ma higu: QT.TP.32
UY BAN NHAN DAN QUY TRINH Lén ban hanh: 03/00
PHUONG SO DAU Cap ban sao trich luc h tich Nedy ban hinh: 05/5/2022
phuong tiép nhan yéu cau hodc trong
S¢ Dau ngay lam viéc tlep theo, néu

tiép nhan yéu cau sau 15 gio.

Trong truong hop yéu cau cap
ban sao tir s gdc dugc gui
qua buu di¢n thi thoi han
dugc thuc hién ngay sau khi
co quan, td chic nhan da hd
so hop 1& theo ddu buu dién
dén.

5.4. TRINH TU XU LY CONG VIEC

Trinh tw xik Iy ¢éng viéc ciia quy trinh nay phdi dwoc thwc hién dong thoi véi quy trinh

OT.MC — Quy trinh gidi quyét thii tuc hanh chinh

. Trach N Biéu mi
Trinh tw rac Thoi gian e mau /
: nhiém Két qua
Rirde 1: Xuit trinh oidv téiv
- Nguoi yéu ciu cap ban sao tir s6 gbc
phai xuat trinh céc glay to' phuc vu cho
yéu ciu cap ban sao tir sO gdc.
A A Gi0 hanh
\ N U S Cong dan ,
- Truong hop ngudi y€u cau cap ban sao chinh
tr s6 goc gui qua buu dién thi phai guri
kém theo ban sao c6 chung thuc gidy to
theo quy dinh.
Rirée 2: Tién nhan. kidm tra. ddi chién
) 7 Cong chuc
- Nguoi tiép nhan c6 trach nhiém kiém | Tu phap — Téi da 01 HO so theo 5.2,
tra, doi chiéu ngay toan bd ho so theo | HO tich tai Oilb 13m Phiéu tiép nhan
Quy trinh giai quyét thu tuc hanh chinh | bo phéan gviéc va hen tra két
QT.MC. TN&TKQ o qua
Danslon 2 1232 n“‘"’h- 4+hit 42:n hasmmh alisalh

- Cong chure Tu phap — HO tich can cir vao | Cong chuc
s6 gdc trinh ldnh dao UBND phuong cap Tu phap —
ban sao cho ngudi yéu cau; ndi dung ban Ho tich
sao phai ghi theo diing ndi dung da ghi
trong sb goc.

- Trong truong hop khong tim thiy s6 gdc

Toi da 07 Ban sao duoc
gio lam viée | cap tir s6 goc
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Ma hiéu: QT.TP.32
Lan ban hanh: 03/00
Ngay ban hanh: 05/5/2022

UY BAN NHAN DAN QUY TRINH
PHUONG SO DAU Cip ban sao trich luc hd tich

hodc trong §6 géc khong c6 thong tin vé noi
dung yéu cau cap ban sao thi Cong churc
Tu phap — Ho tich tham muu UBND
phuong tra 161 bang van ban cho nguoi yéu
cau.
Dankon Ae Mad A4 nal
Cong chuce
Tu phap — 1 .
- Tra két qua cho cong dan theo QT.MC | HGJ tich tai Gio ,hanh B;a 1 s‘ao Xdu:(irc
T chinh cap tu so goc
bo phan
TN&TKQ

Phiéu theo déi qud trinh xit 1y céng viéc (BM.MC.01.05) phdi dwoc thiee hién tai tirng
buoc cong viéc cua muc 5.4.

6. BIEU MAU
TT Mau Tén biéu miu
1. Th trinh
c0 AUy I Ban sao dugc cap tir s6 goc
tuong ung
7. HOSOLUU
TT Hb so luu

1. | Ban sao dugc cap tir s6 goc

2. | Cac biéu miu khac theo QT.MC - Quy trinh giai quyét thu tuc hanh chinh

3. | Céc hd so khac can luu theo muc 5.2

Luu y: Luu tai bé phdn tw phdp ho tich 02 nam, sau d6 chuyén luu tri chung co quan
theo quy dinh. Viéc luu trir cac bao cdo, ho so, so sach dwoc thuc hién theo quy dinh cua
phap ludt vé luu trie va phap ludt co lién quan.
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