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1.MUC PICH

Quy dinh trinh ty va cach thic thyc hién thi tuc dang ky cham dat giam ho
2.PHAM VI
- Ap dung d6i véi cac to chirc, c& nhan mudn thyc hién thi tuc dang ky cham dirt giam

- Ap dung d6i véi can bo, cong chirc thuoc UBND.

3.TAI LIEU VIEN DAN

- Tiéu chuan qudc gia TCVN 1SO 9001:2015;

- Luat ho tich nam 2014,

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat ho tich;

- Thong tu 04/2020/TT-TT-BTP ngay 28/5/2020 ciia B6 Tu phép quy dinh chi tiét mot
s6 diéu cua Luat ho tich va Nghi dinh 123/2015/ND-CP ngay 15/11/2015 cia Chinh
pht quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat Ho tich

- Nghi quyet s6 18/2020/NQ-HPND ngay 08/12/2020 cia HDND tinh Ha Nam quy
dinh vé mot so 1oai phi, 1€ phi trén dia ban tinh;

- Quyét dinh s6 37/2020/QD-UBND ngay 22/12/2020 cia UBND tinh Ha Nam vé phi
va I¢ phi trong linh vyc Tu phap trén dia ban tinh Ha Nam

4. PINH NGHIA/ VIET TAT

UBND: Uy ban nhan dan

CCCM: Cong chtrc chuyén mon

BP TN&TKQ: Bo phan tiép nhan va tra két qua
TP: Tu phap

MCDT: Mot ctra dién tir

5.NOI DUNG QUY TRINH

5.1 | Diéu kién thwe hién Thi tuc hanh chinh
Khoéng
5.2 | Thanh phan ho so Ban | Bin
chinh | sao
521 | Gidy to xuit trinh

Ho chiéu hoic chimg minh nhan dan hoic thé can cudc cong dan X
hoac cac giay to khac c¢6 dan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gia tri sit dung dé chimg minh vé nhan
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than cia ngudi co yéu cau dang ky giam ho;

Truong hop giri hd so qua hé théng buu chinh thi phai gui
kem theo ban sao c6 chirng thuc giay to phai xuat trinh néu
trén

5.2.2 | Gidy to phai nop
T khai dang ky cham dit giam ho theo mau X
Gidy t0 lam cin ctr chim dut giam ho theo quy dinh ciia Bo | X
luat dan su
Van ban uy quyen theo quy dinh cua phap luat trong truong | X
hop Gy quyén thuc hién viéc dang ky chdm dut giam ho.
Truong hop nguoi duge uy quyén la ong, ba, cha, me, con,
Vo, chong, anh, chi, em rudt ciia nguoi iy quyéen thi van ban
uy quyen khong phai cong ching, chung thuc, nhung phai c6
giay to chirng minh moi quan hé véi nguoi iy quyén

5.3 S6 lrong ho so
01 bo

5.4 Thaoi gian xir ly
Ngay trong ngay tiép nhan hd so, truong hop nhan hod so sau 15 gio ma khoéng
giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

5.5 | Noi tiép nhan va tra két qua
Bo phén tiép nhan va tra két qua - UBND.

5.6 Lé phi
Mién 1é phi

5.7 Quy trinh xir ly cong viéc

TT Trinh ty Trach nhiém | Thoi Bicu maw/
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gian

Két qua

Bl

Tiép nhan ho so:

Ngudi ¢6 yéu cau dang ky cham dit
giam ho nop ho so tai BP TN&TKQ -
UBND phuong hoic giri hd so qua hé
thdng buu chinh hodc nop truc tuyén
tai dia chi: motcua.hanam.gov.vn.
CCCM tiép nhan, kiém tra ho so:

+ Truong hop hd so chua day du,
chua hop 1é thi huéng din bé sung,
hoan chinh bang vin ban;

+ Truong hop ho so day du, hop 1€ thi
tiép nhan ho so va lap phleu klem soat
qua trinh giai quyet hd SO, glay tlep
nhan ho so va hen tra két qua (dbi véi
hd so giai quyét nhiéu hon 01 ngay)
va cap nhat thong tin, dir liéu vao Hé
thng thong tin MCDT va So theo doi
hd so:

+ Hb so sau khi dd dugc hudng din
ma khong duoc bo sung day di, hoan
thién thi CCCM tir chdi bang phiéu tir
chéi tiép nhan giai quyét hd so, trong
d6 ghi 16 Iy do tir chéi, ky, ghi rd ho
tén cia nguoi tiép nhan

T6 chire/
Cong dén, BP
TN&TKQ

02 gio

Theo 5.2
Biéu mau
theo
QT.HT.10.01

B2

Giai quyét hd so:

CCCM ghi vao So dang ky cham dut
giam ho, cung nguoi di dang ky cham
dut giam ho ky tén vao s6 dang ky
cham dut giam ho; cap nhat vao Co
S¢& dir liéu ho tich dién tir, in Trich luc
dang ky cham dat giam ho; trinh I1anh
dao UBND ky phé duyét.

CCCM cap nhat thong tin, dir liéu vao
Hé thong thong tin MCDT.

CCCM

02 gio

QT.HT.10.02

B3

Phé duyét:

Lanh dao UBND phuong ky Trich luc
dang ky cham dut giam ho. Trudng
hop tir chdi thi thdng bdo bang vin

Lanh dao
UBND

02 gio

QT.HT.10.02
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ban c6 néu ro ly do.
Lanh dao cép nhat thong tin, dir liéu
vao H¢ thong thong tin MCDT.

B4

Giai quyét hé so:

CCCM tiép nhan hd so tir 1anh dao
UBND, dong diu, luu hd so, cap nhat
thdng tin, dir liéu vao Hé thong thong
tin MCDT va chuyén két qua sang BP
TN&TKQ.

CCCM

02 gio

QT.HT.10.02

B5

Tra két qua:

BP TN&TKQ thu phi (néu co) va tra
két qua cho cong dan, yéu cau cong
dan ky nhan vao So theo ddi ho so.
CCCM cép nhat thong tin, di liéu vao
H¢ thong thong tin MCDT.

BP TN&TKQ

Khoéng
tinh thoi
gian

QT.HT.10.02

6.BIEU MAU

TT

M4 higu Tén Biéu miu

1

QT.HT.10.01 To khai dang ky chdm dit giam ho

2

QT.HT.10.02 Trich luc chdm drt giam ho

- Thong tu 04/2020/TT-TT-BTP ngay 28/5/2020 cia Bo Tu phép quy dinh chi tiét mot
s6 diéu cua Luat ho tich va Nghi dinh 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii
quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich

7.HO SO LUU
TT Hb so luu
1 Phiéu kiém soét qua trinh giai quyét hd so (néu co)
2 T khai cham dut giam ho (theo mau quy dinh)
3. Gidy to 1am cin cir chdm dirt giam ho theo quy dinh ciia B9 luat dan sy.
4 Vin ban Uy quyén theo quy dinh ciia phéap luat trong trudng hop iy quyen thuc

hién viéc dang ky cham dut giam ho. Truong hop nguoi duge uy quyén la 0ng,
ba, cha, me, con, vo, chdng, anh, chi, em rudt ctia nguoi uy quyen thi van ban
uy quyen khong phai cong ching, chimg thue, nhung phai c6 giay to chimg
minh moi quan hé v&i nguoi iy quyén

5.

S6 dang ky cham dut giam ho

Ho6 so dugc luu trilr, bdo quan tai by phan chuyén mon sau d6 chuyén xuong luu trit cia co
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quan theo quy dinh.
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