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SUA POI TAI LIEU
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1.MUC PiCcH

Quy dinh trinh ty va cach thirc thuc hién thu tyc chung thuc ban sao tir ban chinh gidy
to, van ban do co quan t6 chirc c6 tham quyén ctua Viét Nam cap hodc chimg nhan.

2.PHAM VI

- Ap dung giéi v6i cac to churc, ca nhan 7mu€')n thuc hién tht dong ching thuc ban sao
tir ban chinh giay to, van ban do co quan t6 churc ¢6 tham quyén ciia Viét Nam cap hodc
ching nhan.

- Ap dung d6i véi can b, cong chirc thuoc UBND

3.TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN 1SO 9001:2015

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban sao tir ban
chinh, ching thue chir ky va chimg thuc hop dong, giao dich; ’

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia B6 Tu phap quy dinh chi tiét va
huéng dan thi hanh mét so di€u cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua
Chinh phu vé cap ban sao tir ban chinh, ching thuc chir ky va chung thuc hop dong, giao
dich;

- Thong tu s6 226/TT-BTC ngay 11/11/2016 ctua Bo Tai chinh quy dinh muc thu, ché
d6 thu, ndp, quan ly va s dung phi chirng thuc

- Quyét dinh s6 431/QD-UBND ngay 10/3/2021 caa UBND tinh Ha Nam V& viéc cong

bé danh muc tha tuc hanh chinh ban hanh méi, dugc sira doi, bd sung va bi bai bo thudc pham vi
chuc nang quan ly ctia nganh Tu phap tinh HaNam.

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
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quyén ciia Viét Nam cap hodc chirng nhén

5.1

Piéu kién thwe hién Thii tuc hanh chinh

Ban chinh gidy to, vin ban can ching thuc

Ban chinh gidy to, van ban khong ding dugc 1am co s& dé chimg thyc ban sao:

+ Ban chinh bj tiy x0a, stra chita, thém, b6t ndi dung khong hop 18

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

+ Ban chinh dong dau mat ctia co quan, to chic c6 tham quyén hodc khong déng
dau mat nhung ghi rd khdng duoc sao chup

+ Bén chinh cé’ noi dl}ng trai phap luat, dao duc x& hoi, tuyén truyén, kich dong
chién tranh, chong ché d6 x& hoi chu nghia Viét Nam, xuyén tac lich sur cua dén
toc Yiét nam, xuc pham danh dy, nhan pham, uy tin ctia c4 nhéan, t6 chuc, vi pham
guyén cong dan

+ Giéyqt(‘y, van ban do ¢6 nhan tu 14p nhung khong c6 xac nhan va dong dau cta co
quan, to chtrc c6 tham quyén

5.2

Thanh phin hd so Ban | Bin
chinh | sao

Ban chinh gidy t0, van ban lam co so dé chung thuc ban sao va| X X
ban sa0 can chimg thyc. Truong hop nguoi yeu cau chimg thuc
chi xuét trinh ban chinh thi co quan, t6 chirc tién hanh chup tir ban
chinh dé thuc hién chimg thyc, trir truong hop co quan, to chirc
khong co phuong tién dé chup. Ban sao chup tir ban chinh dé thuc
hién chimg thuc phai c6 day du cac trang da ghi thong tin cua ban
chinh

5.3

S6 lwgng ho so

01 b9

5.4

Thaoi gian xir ly

Trong ngay co quan, t6 chirc tlep nhan yéu cau hoac trong ngay lam viéc tlep theo,
néu tiép nhan yéu cau sau 15 gio. Poi voi truong hop cling mot lac yéu cau chimg
thuc ban sao tir nhiéu loai ban chinh gidy to, van ban; ban chinh c6 nhiéu trang;
yéu cau so lugng nhidu ban sao; noi dung gidy t0, vin ban phuc tap kho kiém tra,
d6i chiéu ma co quan, t6 chirc thyc hién chimg thuc khong thé dép tng duogc thoi
han quy dinh néu trén thi thoi han chimg thue duge kéo dai thém khong qua 02
ngay lam viéc hoic co thé dai hon theo thoa thuan bang van ban voi nguoi yéu cau
chung thyc. Trudong hop tra két qua trong ngay lam viéc tiép theo hodc phai kéo
dai thoi gian theo quy dinh thi ngudi tiép nhan ho so phai c6 phiéu hen ghi 18 thoi
gian (gio, ngay) tra két qua cho ngudi yéu cau ching thyc.
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5.5 | Noi tiép nhan va tra két qua
Bo phan tiép nhan va tra két qua - UBND
5.6 | Léphi
2.000 dong/trang, Tir trang thir ba tr¢ 18én thu 1.000 (}Sng/trang, nhung mtrc thu toi
da khong qua 200.000 dong/ban. Trang la can cir dé thu phi dugc tinh theo trang
cua ban chinh.
5.7 | Quy trinh xi ly cong viéc
TT Trinh tu Trach Thoi Bicu méu/
nhi¢m gian Két qua
B1 | Tiép nhan ho so: T6 chirc/ 1/5 ngay | Theo 5.2
Ngudi yéu cdu chimg thyc phai xuat Cong dan, Biéu mau
trinh ban chinh gidy t9, van ban lam co | BP theo QT.VP
so dé ching thuc ban sao va ban sao can TN&TKQ 02

chung thuc tai BP TN&TKQ ciia UBND
x4 hoic giri hd so qua hé théng buu
chinh hodc nop truc tuyén tai dia chi:
motcua.hanam.gov.vn.  Truong  hop
ngudi Yu cau chimg thyuc chi xuat trinh
ban chinh thi co quan, to chirc tién hanh
chup tir ban chinh dé thyc hién chimg
thuc, trir truong hop co quan, to chirc
khong ¢6 phuong tién dé chup.

CCCM c6 trach nhiém kiém tra ngay
toan bo ho so, dbi chiéu thong tin va
tinh hop 1& ciia gidy to trong ho so do
ngudi yéu cau nop:

+ Truong hop hd so chua day di, chua
hop 1& thi huéng din bd sung, hoan
chinh bang van ban;

+ Truong hop ho so day di, hop 1¢ thi
tiép nhan ho so va lap phiéu kiém soat
qua trinh giai quyét ho so, gidy tiép nhan
hd so va hen tra két qua (d6i voi ho so
giai quyét nhiéu hon 01 ngay) va cap
nhat thong tin, dir liéu vao Hé théng

thong tin MCDT va S6 theo ddi ho so;
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+ Hb so sau khi d4 dugc hudéng din ma
khong dugc bd sung day du, hoan thién
thi CCCM tir chéi bang phiéu tir chéi tiép
nhan giai quyét ho so, trong d6 ghi 16 Iy
do tir chdi, ky, ghi & ho tén cua ngudi
tiép nhan.

B2

Giai quyét hd so:

CCCM kiém tra ban chinh, doi chiéu véi
ban sao, néu ndi dung ban sao ding véi
ban chinh, ban chinh gidy to, van ban
khong thudc cac truong hgp ban chinh
gidy to, van ban khong dugc dung lam
co s dé chimg thuc ban sao thi thyc
hién chiing thyc nhu sau:

- P6i v6i ban sao ¢6 tir 02 (hai) trang trd
Ién thi ghi 11 chtimg vao trang cudi, néu
ban sao co tu 02 (hai) to trd 1€n thi phai
dong dau giap lai.

- Ghi day du 15i chimg chung thuyc ban
sao tir ban chinh theo mau quy dinh;

- Vao so chue thye ban sao tir ban chinh
va trinh Lanh dao UBND x4 ky duygét.
Mdi ban sao duoc ching thuc tir mot
ban chinh gidy to, van ban hoic nhiéu
ban sao dugc ching thyc tr mdt ban
chinh gidy to, van ban trong clng thoi
diém duoc ghi mot ) chung thuc.
CCCM cap nhat thong tin, dir liéu vao
Hé thong thong tin MCDT.

CCCM

1/5 ngay

Biéu mau
theo QT.VP
02

B3

Phé duyét:

Lanh dao UBND x& xem Xét:

- Néu dong ¥ thi ky phé duyst

- Néu khong dong y thi chuyén cén b
tu phép thu 1y lai

Lanh dao cap nhét thong tin, dir li¢u vao

H¢ thong thong tin MCDT.

Lanh dao
UBND

1/5 ngay

Ban sao duoc
ching thuc tir
ban chinh
hodc van ban
tr chdi; Biéu
mau theo
QT.VP 02

B4

Giai quyét ho so:
CCCM tiép nhan ho so tir 1dnh dao

CCCM

1/5 ngay

Biéu mau
theo QT.VP
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UBND, déng dau, luu hd so, cip nhat 02
thong tin, dir liéu vao Hé thong thong tin
MCPT va chuyén két qua sang BP

TN&TKQ.
BS | Tra két qua: BP 1/5 ngay | Bicu mau
BP TN&TKQ thu phf (néu co) va trakét | TN&TKQ theo QT.VP

qua cho coéng dan, yéu cau cong dan ky 02

nhan vao S6 theo ddi ho so.
CCCM cap nhat thong tin, dir liéu vao
H¢ thong thong tin MCDT.

6.BIEU MAU
TT M4 hiéu Tén Biéu miu
1 Khéng
7.HO SO LUU
TT Ho6 so luu

1. | Phiéu kiém soat qua trinh giai quyét ho so (néu co)

2. | S6 chimg thyc ban sao tir ban chinh

Ho so dugce luu trit, bao quan tai bd phan chuyén moén sau d6 chuyén xudng luu trir ciia co
quan theo quy dinh
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