UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

TINH BINH PHUGC Poc lap - Ty do - Hanh phiic
SRR o PR S S S S W N e Mook ______ 1o
S6: 46 /2005/Qb-UB Binh Phudc, ngdy 49 thing 04 nim 2005

QUYET PINH CUA UY BAN NHAN DAN TiNH
V/v phé duyét P& 4n cdi cdch thi tuc hanh chinh theo cd ch&
“mdt cia” tai UBND cédc x4, thi trin thujc huyén Pong Phi

UY BAN NHAN DAN TINH

- Cin et Luat T& chitc HDND va UBND ngay 26/11/2003,

- Cin cif Quyét dinh s6 181/2003/QD-TTg ngay 04/9/2003 clia Thii twéng
Chinh phil vé viéc ban hanh Quy ché thuc hién cd ch€ “mdt clta” tai céc cd quan
hanh chinh Nha nudc tai dia phudng.

- Cin cit Quyé€t dinh s& 113/2004/QD-UB ngay 25/11/2004 ciia UBND tinh vé
viée thue hién cd ch& “mdt cira” trong gidi quy€t cong viée clia to chic va cong
dan tai UBND xd, phudng, thi trdn thuéc UBND céc huyén, thi xa.

- Xét dé nghi clia Chii tich UBND huyén Péng Phi va Gidm ddc S Noi vu.

QUYET PINH

Piéu 1: Phé duyét B¢ 4n cdi cdch thl tuc hanh chinh theo c¢d ch€ “mdt cita™ tai
UBND ciéc x4, thi trin thudéc huyén Pong Phii (¢é dé 4n kém theo).
Piéu 2: Cin ci vao dé 4n duge phé duyét:

1/UBND huyén cé trach nhiém:

Ban hianh cdc Quyét dinh: Thanh l4p B6 phin ti€p nhin va trd két qua
tai UBND céc x4, thi trin; Quy ché lam viéc ciia B6 phin ti€p nhidn va trd két
qud; Quy dinh cdc thi tuc hanh chinh va trinh ty gidi quyét cdc thd tuc hanh
chinh theo c¢d ch€ “mdt clta” tai UBND céc xd, thi trin; Quy dinh cédc loai bi€u
mau, gidy t& v..v..trén cd sd quy dinh clia cd quan Nha nudc ¢6 thim quyén.

2/UBND cic x4, thi trin thudc huyén Péng Phii ¢6 trich nhiém:

- B6 tri cong chife thudc cdc linh viye thic hién cd ché “mdt cita” vé 1am
viéc tai B6 phin ti€p nhin va tra k€t qua § UBND céc x4, thi trin.

- Tuyén truyén, phé bi€n trong nhin din vé viéc thuc hién cd ch€ “mot
ctta” trén dia ban.
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Piéu 3: Cic 6ng (ba): Chdanh Vin phong UBND tinh, Gidm déc S& Noi vu, Chi
tich UBND huyén Péng Phii, Chi tich UBND céc x4, thi trin thudc huyén Pdng
Phd, thi trudng cdc don vi ¢6 lién quan chju trdch nhiém thi hanh Quyél dinh
nay ké tif ngay ky./.

TM. UY BAN NHAN DAN TiNH

Noi nhén: CHU TICH

- TT.HDND tinh,

AT PCT,

- Nhu diéu 3, CJ&B/ g%,.fg
-LBVP,CV: N

- 5d N6i vu: 10 ban
- L.

i _.r'i’dfmyg;:ﬂ. rf‘;fs;r ' ?l{ ;ﬁi}’f



UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
TINH BINH PHUGC Pgc lap - Ty do - Hanh phic

el EE

PE AN
CAI CACH THU TUC HANH CHINH
THEO CG CHE “MOT CUA » TAI UBND CAC XA, THI TRAN
THUOC HUYEN PONG PHU
(Ban hanh kém theo Quyét dinh sé'AG /2005/QD-UB
ngayAQ thang o4 ndm 2005 ciua UBND tinh).

A. LINH VUC THUC HIEN CG CHE “MOT CUA”

I/ Tén goi clia bo phin thuc hién cd ché “mdt cita™ Bd phdn tiép nhdn va trd két qua
thuéc UBND x4, thi trin (dudi diy goi tdt 1a xd).
11/ Thue hién cd ché “mdt cifa”™ thude cdc linh vuc sau:

- Xdy dung nha d.

- bit dai.

- Hi tich, chitng thuc.

B. QUY CHE TO CHUC VA HOAT PONG CUA
BO PHAN TIEP NHAN VA TRA KET QUA

I/ NHUNG QUY DPINH CHUNG

1/ Quy ché€ nay quy dinh viéc gidi quy€t cong viéc ciia td chifc va cong din thuc
hién theo co ch€ “mot cita™ tai UBND céc x4, thi trdn thudc huyén Pong Phu.

2/ B6 phin ti€p nhén va trd két qud tai UBND x4 (dudi ddy goi tdt 1a b6 phin
“mét cita”) ¢é nhiém vu ti€p nhin hd sd d€ xem xét, gidi quyét va tra két qua cho t6
chifc, cdng din. Trudng hgp cong viéc khong thude thim quyén gidi quyét cla cip xa
thi huéng din d€ t6 chife, cong din lién hé cd quan c6 thim quyén gidi quyét.

3/ Viéc gidi quy€t cdc thi tuce, hd so theo yéu ciu cia 1 chife, cong din déu
thire hién tai bd phdn “mdt cita”™ i khau ti€p nhin cho dé€n khi hoan thanh va giao trd
hoé sd, thi tc.

1/ NOI DUNG HOAT PONG CUA BO PHAN TIEP NHAN VA TRA KET QUA

1/ B6 phin “mdt cita”™ chiu sif chi dao toan dién clia Chi tich UBND xi. Céng
chifc 1am viéc tai bd phin “mét cita” do Chi tich UBND xd quyét dinh phén cong tir
ddi ngd cdng chifc cia xa@ (dudi diy goi tdt 12 cong chifc) thyc hién cong tic chuyén
mdn c6 lién quan dén linh vuc cong viée thuc hién cd ch€ “mdt cifa”.

2/ Coéng chifc thude bd phin “mdt cita” ¢6 nhitng nhiém vu sau:

a/ Ti€p 15 chife, cong din tai phong lam viéc cia bd phin “mét cia” khi ho c6
yéu cdu gidi quy€t cong viéc trong pham vi thim quyén ciia UBND xa.
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b/ Huéng din va nhin hd sd cia t6 chifc, cong din theo quy dinh:

- Xem xét yéu ciu cong viéc cilia t6 chifc, cong din, né€u hd so diy di, hop 1é
thi ti€p nhin va vi€t gidy bién nhin hd so, hen ngay trd két qua theo ding qui dinh.

- Huéng din cu thé nhitng trudng hop hd so chura hoan chinh d€ 6 chifc, cong
din bé sung hoan chinh. Nhitng yéu ciu ciia 16 chifc, cong din ma khong thude thim
quyén gidi quyét cia UBND xa thi hudng din d€n cd quan khdc c6 thim quyén dé
gidi quyét.

- Khéng dudce ti€p nhin hd sd khi hd so d6 chwa ddy di thi tuc theo qui dinh,

¢/ Gidi quy€t hé so cia to chifc, cong dan trinh UBND xi ky theo thim quyén.

d/ Tri k€t qud gidi quy€t cho t6 chifc, cong din theo ding thdi gian di hen,
dong thdi thu cdc khodn phi, 1€ phi d6i véi nhitng c¢dng viéc dudc thu phi, 1€ phi theo
quy dinh cia phdp luit.

Trudng hdp gidi quy€t hd sd khéng diing thdi gian da hen, thi théng bdo cho 16
chitc, cong din bi€t 1y do va hen lai thdi gian trd k€t qua. Thdi gian hen lai khéng qua
1/3 thdi gian hen ldn ddu.

e/ Bdo cdo k€t qud ti€p nhén va urd két qud trong ngay cho linh dao UBND xa
va bd phin tdng hop clia UBND xi theo dinh k¥ thdng, qui, nim.

f/ Khéng dude tr ¥ rdi khdi ndi lam viéc trong gid lam viéc, trudng hdp ¢6 vie
cin thi€t thi phdi bdo cdo lanh dao UBND xd d€ bé tri ngudi khédc tryc thay.

3/ Chi tich UBND x3 c6 nhiém vu:

- Qudn ly thoi gian lam viéc hang ngay clia céng chitc thuéc bd phin “mét
cira”™,

- Theo déi tinh hinh ti€p nhin, trd hd so cliia cong chitc thude bd phin “mdt
cita”™ d€ kip thdi gidi quyét nhitng vin dé vudng milc xdy ra trong qud trinh gidi quyét,
diic biét d6i véi nhitng hé sd lién quan dén nhiéu ban, nganh trong xa.

- Ki€m tra, dén ddc, chin chinh nhitng sai s6t trong qué trinh lam viéc cia
cong chife khi giao tiép vdi to chifc, cong din.

- Pdm bdo cic diéu kién 1am viéc clia bd phin “mét cita”.

11/ NHUNG QUY DINH CU THE
1/ Thdsi gian 1am viéc trong ngay clia bd phdn “mdt cita” quy dinh cu thé nhu sau:
+Séng: T 7 gid 30 phiit d&€n 11 gid 00 phit.
+ Chiéu: Tir 13 gitr 30 phiit d&€n 16 gidy 00 phuit.
Thdi gian hanh chinh con lai ding d€ sdp x&p hé sd, phdi hdp véi cdc bo phin lién
quan gidi quy€t, trinh linh dao UBND xi k¥ theo thim quyén.

2/ UBND xi quy dinh lich lam viéc cu th€ trong tuin d€ cong chitc lam viéc tai
b6 phdn “mot cita” vira thure hién dude khiu ti€p nhin, gidi quyét hd s, vira di cong tic
thyc t€ d€ tham tra, xdc minh nhitng viéc theo yéu cdu gidi quyé&t hd sd, thi tuc.

3/ Trong gid lam viéc, cong chifc cia bd phin “mét clta™ phdi mic trang phuc
chinh t€, deo thé céng chife. Trén ban lam viéc clia cong chitc phdi cé bing ghi 16
trng linh vuc gidi quy€t nhu: xdy dung, dit dai, ho tich, chitng thuc dé cho 6 chiic,
cOong dén bi€t li€n hé.



IV/ QUY TRINH, THU TUC HANH CHINH GIAI QUYET HO SO THEO CO
CHE “MOT CUA”

1/ T6 chifc va céng din c6 yéu cdu gidi quyét cong viée trre ti€p lién hé vdi bd
phin “mét cira”,

Moi quy dinh vé hd sd, thii tuc hanh chinh, thdi gian gidi quy&t, phi, 1é phi dudc
niém y€t cdng khai tai phong 1am viéc ciia bd phin “mot cira”.

2/ Quy dinh v¢é viéc ti€p nhdn va trd ho so.

a/ Ti€p nhin hd sd:

Khi ti€p nhin hé so ciia t6 chife, cong din, cong chifc clia by phin “mdt cira”
¢6 trdch nhiém ki€m tra k¥ cdc loai gidy (¥ cin thi€t clia tirng loai hé sd, hudng din
cho 18 chifc va cong din bé sung (néu thi€u). Sau khi ki€m tra, n€u hd sd di ding ndi
dung va di cdc thid tuc cin thi€t theo qui dinh thi céng chifc nhin va viét gidy bién
nhin hé sd, hen ngay trd k€l qué theo qui dinh,

b/ Giao trd két qué gidi quy€t ho so:

Sau khi hé sd di dude UBND x3 ky vi d6ng ddu, cong chifc ciia bé phan “mdt
clta” ¢6 trdch nhiém trd hé so cho t8 chitc, cong din theo phi€u hen, thu phi, 1& phi
theo quy dinh va vio so theo dai.

C. TRINH TU THU TUC

*Luu ¥ trude khi ndp ho so:

“T§ chife, ¢4 nhin khi ngp hd s¢ phai mang theo ban gdc cdc viin ban, gidy
td ... vv theo yéu cdu trong hd sd d€ ddi chi€u, ldp ban sao va chiing thyc tai UBND
X s

I/ LINH VUC XAY DUNG. NHA G:

“UBND cdp xda cdp gidy phép xdy dung nha d riéng 1é tai nhitng dié€m dén cu néng
thén da cé quy hoach xdy dung dugc duyét; nhitng diém dén cu theo quy dinh ciia UBND
cdp huyén phdi cdp gidy phép xdy dung thudc dia ban do xda qudn ly”

1/ C4p gidy phép xay dyng mdi nha §:

* Ho so gom:

- Pon dé nghi cdp gidy phép xiy dung (theo mdu).

- Bén sao gidy 13 vé quyén sif dung dit (c6 chiing thuc tai UBND xi);

- Ba b6 hé sd thi€t k&, mdi bo gém:

+ Miit biing cOng trinh trén 16 dit ty 1€ 1/200 —1/500, kém theo sd d6 vi tri cong
trinh,;

+ Mit bing cdc ting, cdc mit ding va mit cit chi y&u cong trinh, ty 1& 1/100 -
17200,

+ Bdn vé mit bing méng ty 1€ 1/100 — 1/200 va chi ti€t mit cit méng ty 1é
1/50; kém theo so do hé thong thodt nude mua, xit 1Y nudce thai, cip nudc, cip dién ty
1€ 1/100 - 1/200.

* Thoi gian gidi quyét: Khong qué 2 ngdy 1am viéc sau khi nhin di hé sd hdp 16.
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2/ Cép gidy phép cai tao, sita chita, md ring doi vdi:

- Nha ¢ hién cd;

- Nha & thudc sd hitu toan din do co quan Nha nude qudn l1y;

- Nha & thu¢c sé hitu tdp thé.

* Hé so ldp nhu (muc 1) néu trén va bé sung thém:

- Anh chup khé 9 x 12 cm mit cit cong trinh c¢6 khong gian 1ién ké trudc khi cdi
tao, sifa chita vd md réng.

* Thi gian gidi quyét: Khong qua 2 ngay lam viéc sau khi nhén di hé so hgp 1€.

I/ LINH VUC PAT DAL

1/ Thi tyc cfp gidy chitng nhéin quyén sif dung dit:

a/ Ho so ké khai ding k¥ quyén sif dung dit ldp thanh 04 bd, bao gom:

- Pon xin ding k¥ cip gidy chitng nhdn quyén sit dung dat (theo miu);

- Ban sao gidy chitng minh nhin dan hoic s& ho khiu (c6 chiing thuc tai UBND xa);

- Vin bdn Gy quyén ké khai ding ky cdp gidy chitng nhin quyén sit dung dit (néu
¢6 iy quyén);

b/Trinh tu gidi quyét:

- Ngudi sit dung ddt ndp ho so ké khai ding ky quyén sit dung dit tai b phin
“mét cira” thuéc UBND xd ndi ¢6 dit. B6 phin “mét clta™ ¢6 trdch nhiém thim tra va
trinh UBND xd xdc nhin vio don xin ding ky cdp gidy chifng nhin quyén sif dung dat.

*Cdc truong hop sit dung ddt khéng co gidy to quy dinh tai diém 3.a, Chuong 2,
Théng tu s6 1990/2001/TT-TCBC ngay 30/11/2001 ciia Téng cuc Bia chinh phdi théng
qua Hji dong Pdng ky dat dai cdp xd.

- K€t thiic viéc xét don xin diing k¥ quyén sit dung dat, UBND xi cong b6 cong
khai két qua xét don tai UBND xd va cdc thon, dp, bdn, t6 din phd d€ moi ngudi din
dudc tham gia ¥ ki€n.

- Sau khi hét thdi gian ¢ong khai UBND x4 ldp bién bdn k€t thic viée cong b
cong khai hé sd va 1dp hd so cip gidy chifng nhin quyén sit dung dit trinh UBND cip
¢6 thim quyén cip gidy chitng nhin quyén sif dung dat.

¢/ Thoi gian gidi quyét:

- Thdi gian hoan thanh viéc xét don xin ding k¥ quyén sit dung dét tai UBND
xd k€ 1r ngay nhin di hé so hop 1€ dbi vdi truong hop cé gidy td quy dinh tai diém 3.a,
Chuong 2, Théng tu sé 1990/2001/TT-TCDC ngay 30/11/2001 ciia Téng cuc Pia chinh
12 khong qud 7 ngay. D6i vdi cdc trudng hdp con lai 1a khéng quéd 15 ngay.

- Thai gian cdng khai 1a 15 ngay.

- Thi gian hoan thanh viéc lip hd so cip gidy chitng nhin quyén sit dung dat
d6i véi truong hop cé gidy to quy dinh tai diém 3.a, Chuong 2, Théng tu s&
19902001/TT-TCBC ngay 30/11/2001 ciia Téng cuc Dja chinh 12 khéng qud 7 ngay.
Déi vdi cdc trudng hgp con lai 1a khéng qud 15 ngay.

2/ Thii tue chuy&n mye dich sit dung dat:
a/ Hé so lip thanh 03 b6, bao gdm:
- T& khai ding k¥ chuyén muc dich st dung dit (theo méu);
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- Bdn sao gidy chifng nhdn quyén sif dung dit (c6 chitng thuc tai UBND xa);
b/ Trinh ty gidi quyét:
Sau khi nhdn di hé so hdp 1€, UBND xi ¢6 trich nhiém chuyén cho phong
chuyén mén cia huyén gidi quyét.
¢/ Thoi gian gidi quyét: Sau thdi gian khong quéd 03 ngay lam viéc k€ tr ngay nhin
did hd s hdp 1€, hd sd sé dude chuyén vé phong chuyén mén cia huyén gidi quyét.

3/ Thi tuc chuyén d6i quyén sit dung dat:

* Piéu kién chuyén doi quyén sit dung dat déi vdi hé gia dinh, cd nhdn duge quy
dinh tai diéu 5, Nghj dinh 56 17/1999/ND-CP ngay 29/3/1999 ciia Chinh phii.

a/ Hé so lip thanh 04 bo bao gém:

- Hop déng chuyén déi quyén sit dung dat (theo miu).

- Bin sao gidy chitng minh nhin dén hoic s6 hé khiu cia hai bén chuyén déi (c6
chitng thuc tai1 UBND xa);

- Bén sao gidy chitng nhian quyén sit dung dat (c¢6é chitng thue tai UBND xa);

b/ Trinh tu gidi quyét:

H6 so chuyén d6i quyén sit dung ddt ndp tai bd phdn “mdt cita” . Cdn b dia
chinh thudéc bé phin “mdt cifa™ ¢6 trdch nhiém thim tra, xdc minh hé so va trinh
UBND xi xdc nhiin viao bin hdp déng chuyén déi quyén sit dung dit. H6 so sau khi
dude xdc nhin sé so theo doi bi€n ddng dit dai.

¢/ Thai gian gidi quyét: Trong thdi gian khéng qud 07 ngay lam viéc k€ tr ngay
nhin di hd sd hdp 1¢.

4/ Thi tuc chuy&n nhugng quyén sit dung dit (ddi véi hj gia dinh, ¢4 nhan):

* Diéu kién chuyén nhugng, nhdn chuyén nhugng quyén sit dung ddt déi vai hé gia
dinh, cd nhdn dwgc quy dinh tai diéu 8, diéu 9, Nghi dinh sé 17/1999/NP-CP ngay
29/3/1999 cua Chinh phu.

a/ Hé so dugc ldp thanh 04 bo, bao gém:

- Hdp dbng chuyén nhugng quyén sit dung dit (theo miu).

- Bin sao gidy chitng minh nhén dén hoic s6 ho khiu ciia hai bén chuyén nhudng
(c6 chitng thue tai UBND xa);

- Bin sao gidy chitng nhin quyén sit dung dit (c6 chiing thure tai UBND xd);

b/Trinh tu gidi quyét:

H6 so n6p tai bd phin “mdt clta”, cdn bo dia chinh thim tra hé so, néu xét di diéu
kién chuyén nhudng thi trinh UBND xi xdc nhidn va trd hd so di xdc nhin cho hd gia
dinh, cd nhdn d€ lién hé bd phin “mot cita” cip huyén gidi quyét.

¢/ Thii gian gidi quyét: Trong thoi han 07 ngay lam viéc, ké tif ngay nhin di hé
s¢ hdp 1€, néu cdn xdc minh thém thi thoi gian gidi quyét khéng quial4 ngay.

5/ Thi tuc cho thué, thué lai quyén sit dung dat:

* Diéu kién cho thué dat, cho thué lai dat dbi véi hé gia dinh, cd nhan duge quy dinh tai
diéul 5, diéu 16, Nghi dinh s& 17/1999/ND-CP ngay 29/3/1999 cia Chinh phii.

a/ Hé so lip thinh 03 b6, bao gdm:

- Hop déng thué, thué lai quyén sit dung dat (theo miu).
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- Bdn sao gidy chitng minh nhin din hoiic s6 ho khiu clia bén thué quyén sit
dung dit (cé chitng thuc tai UBND xa);
- Bdn sao gidy chitng nhdn quyén sif dung dat (c6 chitng thyc tai UBND xa);

b/ Trinh tu gidi quyét:

H6 sd thué dit ndp tai b6 phin “mot cita”, cdn bd dia chinh thim tra hd so, néu
xét di diéu kién thi trinh UBND xi xdc nhédn va trd lai hd so di xdc nhin cho hé gia
dinh, c4 nhan d€ lién hé cdp huyén gidi quyét.

¢/ Thoi gian gidi quyét: Trong thdi gian khong qud 05 ngay lam viéc, k€ tr ngay
nhin dd ho sd hgp 1€.

6/ Thi tuc thita k& quyén sit dung dit:
* Nhitng nguoi dugc thita k& quyén sit dung dat dugc quy dinh tai diéu 22, Nghi
dinh sé 17/1999/ND-CP ngay 29/3/1999 ciia Chinh phi.

a/ Ho so lip thanh 03 b§, bao gﬁm:

- Pon xin nhin thira k€ (theo miu).

- Bdn di chiic ho#ic bién bdn phin chia thira k€ ciia todn thanh vién hoic Quyét
dinh gidi quyé€t tranh chdp vé thira k€ quyén sit dung dit cia Toa d4n nhin din di cé
hi€u lyc phép ludt.

- Bdn sao gidy chitng nhdn quyén sit dung dat (c6 chitng thue tai UBND xi);

b/ Trinh tu gidi quyét:

Ho so ndp tai bd phin “mdt cita”, cdn b6 dia chinh xa thim tra hé sd. Néu di
diéu kién thi trinh UBND xi xdc nhédn va ding k¥ vao sé dia chinh. Sau d6 chuyén tra
hé so did xdc nhin va hudng din cho h6 gia dinh, cd nhin dén lién hé bd phin “mot
ctra” cip huyén d€ gidi quy€t theo thim quyén.

¢/ Théi gian gidi quyét: Trong thdi gian khong qud 05 ngay lam viéce, k€ tr
ngay nhin dd hd so hap Ié.

11/ LINH VUC HO TICH, CHUNG THUC:

1/ Ping ky Kkhai sinh:

* Ho so gom:

- Gidy chitng sinh do ¢d sd y (& noi tré em dudc sinh ra cip;

- Gidy chitng nhin két hén clia cha vi me tré em (néu ¢6);

- 86 h6 khiu gia dinh hodc gidy tam tri clia ngudi me;

- Gidy chitng minh nhén dén clia ngudi dé€n ding ky khai sinh.

Trong trudng hdp khong ¢6 di cdc gidy 0 néu trén, thi phdi ¢6 gidy o hop 1é
khdc (do cd quan cong an cip) dé thay thé,

*N€u tré em sinh ra ngodi cd sd y t€, thi gidy chitng sinh dude thay biing vin bin
xdc nhén cia ngudi lam chitng hodc clia ngudi chi huy, ngudi di€u khi€n phudng tién
giao théng néu sinh con trén cdc phuong tién giao théng.

* Trudng hgp ding ky khai sinh qud han (qud 30 ngay k€ tir ngay sinh) phdi bé
sung don ding k¥ khai sinh qud han (theo miu).

* Trudng hgp dang ky khai sinh cho tré bi bo rdi phdi b sung bién bdn xdc nhin
tinh trang tré sd sinh bi bé rdi (theo miu).
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* Thoi gian gidi quyét: Trong thdi gian khong qui 01 ngay lam viéc, k€ tir ngay
nhén di hé sd hgp 1€,

2/ Piing ky k€t hon:

“Khi dding ky két hén, hai bén nam, n phdi cing cé mdt tai UBND xa”

* HO so gom:

- T& khai ding k¥ két hon (theo miu);

- Gidy khai sinh cia hai bén nam va ni.

- 86 h6 khdu gia dinh ciia bén nam hodc bén nif ndi ding ky k&t hén.

* Trudng hdp khéng c6 di cdc gidy td néu trén phdi c6 gidy & hdp 1€ (do cd quan
cOng an cdp) d€ thay thé,

* Trong trudng hdp nghi ngd mét bén hodc cd hai bén nam, ni¥ bi mic bénh tim
thin khéng ¢6 khé niing nhin thifc duwde hanh vi cia minh, dang mic bénh hoa liéu, thi
phdi ¢ gidy khdm sifc khoé do ddn vi y € cip huyén cip.

* T khai ding ky k€t hon phdi ¢6 xdc nhin cia cd quan, ddn vi ndi cong tic (d6i
vdi cdn bd, cOng chife, Ivc Iwgng vil trang nhédn dén), hodc clia UBND cip xi (d6i vdi
nhén dén) clia méi bén vé tinh trang hon nhdn. Viéc x4c nhin tinh trang hén nhin nay
c6 gid tri khéng qud 30 ngay. Trong trudng hdp mdt trong hai bén hoidc cd hai bén da
¢6 vd hodc chong nhung da ly hon hay ngudi kia da chét, thi phdi ndp bdn sao bdn dn,
quyét dinh dd ¢6 hiéu Iyc phédp ludt clia Toa 4n vé viéc cho ly hén hoic bin sao gidy
chitng u.

* Thoi gian gidi quyét:

- Sau khi nhén di hé so hgp 1&, UBND cdp xd niém yét cong khai viéc xin diing
ky k€t hon tai UBND xd trong thdi gian khéng qud 07 ngay lam viée. Néu cin xdc
minh thém, thi thdi gian khéng qud 07 ngay lam viéc. Sau thdi han néi trén, néu hai
bén nam nif ¢6 di diéu kién k€t hén thi UBND cdp xi théng bdo cho hai bén nam nit
bi€t vé€ ngay ding ky két hon.

- Trudng hdp moét bén hodc cd hai bén khong di dicu kién két hén theo qui dinh
cia phdp ludt vé Hon nhdn va gia dinh, thi trong thdi han 7 ngay lam viéc, UBND cip
x4 mdi hai bén nam, ni¥ d€n UBND d€ théng bdo viéc tir chdi ding ky va 1y do tir chéi
phdi ghi rd biing viin bdn.

3/ Piing ky khai tir:

Khi c6 ngudri chét tai nha hodc khi nhdn dugc gidy bdo tit, nguoi thin thich ciia
ngudi chét phdi di khai tit. Néu nguoi chét khdng 6 ngudi thdn thich, thi chii nha hodc
ngudi cé trach nhiém cua co quan, don vi, té chite noi ngudi dé chét di khai n.

- Déi vdi khu vitc thanh phd, thi xd, thi trdn thi thoi han dédng ky khai tit la 48 gio,
ké tit khi nguoi doé chét.

- P61 vdi khu vice néng thén, mién mii, ving sdu, ving xa, thi thai han trén khdng
quad 15 ngay.

* Ho so gom:

- Gidy bdo uf;

- 86 hé khiu gia dinh clia ngudi chét,

- Chitng minh nhén dén cia ngudi di khai tf,
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* Trudng hdp khdng c¢6 di cdc gidy 13 néu trén thi phai c6 gidy td hdp 1€ thay thé.

* Trudng hop ding ky khai tit qud han (qué 48 gid d6i véi khu vue thanh phd, thi
xd, thi trin hodc qud 15 ngdy ddi vdi khu vire cdn lai) k€ 1Y khi ngudi d6 chét thi hé so
phdi b8 sung thém don ding k¥ khai tf qud han (theo miu).

* Thai gian gidi quyét: Trong thdi gian khong qud 01 ngdy lam viéc, k€ tir ngay
nhén dd hé so hap 1é.

P6i véi trudng hop ding ky khai uf qud han, thoi gian gidi quy€t khdng quéd 07
ngay lam viéc k€ tif ngay nhin dd ho sd hdp 1. Néu cin phdi x4c minh thém, thi thdi
gian khong qud 07 ngay lam viéc,

4/ Pang ky nhin nudi con nudi:

* Ho so gom:

- Pon xin nhin nudi con nudi(theo miu);

- Gidy thoa thuin vé viéc déng § cho tré em lam con nudi clia cha, me dé, ngudi
gidm hd, cd sd y t€ hoic cd sd nudi dudng c6 xdc nhén ciia UBND cdp xd ndi cu tri
hodc ndi ¢6 tru sd ciia cd s8 y 1€, ¢d sd true i€p nudi dudng wé em do;

- Gidy khai sinh ctia ngudi nhin nudi con nudi;

- Chifng minh nhin din cia ngudi nhin nudi con nudi;

- 86 ho khiu gia dinh cia ngudi nhin nuéi con nudi hoic clia ngudi dude nhin lam
con nudi tai ndi ding k¥ nhdn nudi con nudi;

- Gidy khai sinh ctia ngudi dudc nhin lam con nuéi. Trong trudng hdp tré em chua
dudc khai sinh, thi phdi ding k¥ khai sinh trudc khi ding k¥ nhin nudi con nudi.

* Néu ngudi dude nhin lam con nudi tir 9 wdi trd 1€n, thi phdi c6 sy déng ¥ cia
ngudi do.

* Trong trudng hdp con nudi la thudng binh, ngudi tan tit hodc ngudi xin nhdn con
nudi gia yéu, c6 ddn, thi don phdi ¢é xdc nhin ctia UBND cdp xa ndi cf tri vé hoan
cdnh dic biét dé6.

* Thoi gian gidi quyét: Trong thdi gian khéng qud 07 ngay lam viéc k€ ti ngay
nhin di hd so hgp 1&. Trong truéng hdp cdn phdi xdc minh thém, thi thdi han khong qud
07 ngay lam viéc.

5/ Ping Ky lai viéc sinh, tit, k€t hon, nhin nudi con nudi:
Khi ding ky lai viéc két hdn, nhdn nubi con nudi, tai 1é trao gidy chitng nhin két
hén hodc gidy cdong nhédn viéc nudi con nubi, cdc bén duong su phdi cé md.
* Hé so gom:
- Pon xin ding k¥ lai c6 xdc nhdn cilia hai ngudi 1am chitng (theo méiu).
- 86 ho khiu gia dinh.
- Gidy chitng minh nhén dén.
- Cédc gidy t¢ cén thi€t khdc dé chitng minh sy kién hé tich dude ding ky lai la
diing sif thit.
* Thoi gian gidi quyét viéc ddng kf lgi viée sinh, tif, két hon, nhdn nudi con nuéi:
Trong thdi gian khéng qud 07 ngay lam viéc k€ tif ngay nhidn di hd so hdp 1. Trong
trudng hdp cin phdi xdc minh thém, thi thdi han khéng qud 07 ngay lam viéc.



6/ Didng ky giam h{:
* Ho so gom:
- Vin ban cif gidm ho ctia cd nhin, cd quan hoic 6 chifc cif ngudi gidm ho;
- Gidy chdp thudn viéc 1am gidm hd clia ngudi dude cif 1am gidm hd;
- Gidy khai sinh ctia ngudi gidm ho;
- 86 hé khiu gia dinh clia ngudi gidm ho;
- Gidy chitng minh nhin din hoidc gidy iy quyén ciia ngudi hoic 6 chife dudge cit
lam gidm ho;
* Thoi gian gidi quyét: Trong thoi gian khong qud 07 ngay lam viéc k€ tf ngay
nhin di hé so hdp I€.
7/ Ping ky viéc thay ddi, chim dit gidm hj:
* HO so gom:
- Pon xin thay ddi, cham dift viéc gidm ho (theo miu);
- Quy€t dinh cong nhin viéc gidm hd;
- 86 ho khdu gia dinh clia ngudi gidm ho hodc clia ngudi dude gidm hé noi da
ding k¢ gidm hd trirde diy;
- Gidy chitng minh nhén din clia ngudi gidm hd;
- Bién bin xdc dinh tinh trang tai sdn hién tai ciia ngudi dude gidm ho (theo méu);
* Thoi gian gidi quyét: Trong thdi gian khéng qud 07 ngdy lam viéc k€ tif ngay
nhin did hd sd hdp 1€.Trong trudng hdp cin phdi xdc minh thém, thi thdi han khong
qud 07 ngay lam viéc.

8/ Ding ky viéc cha, me¢ nhin con:

* Ho so gom:

- Pon xin ding k¥ nhin con (theo miu);

- Gidy khai sinh cia ngudi con;

- 86 h6 khiu gia dinh cia ngudi con;

- Gidy chitng minh nhén din clia ngudi c6 don yéu ciu;

- Cdc gidy cin thi€t khdc chitng minh quan hé cha con, me con;

* Pon xin nhédn con phii ¢6 sur ddong ¥ ciia ngudi hién dang nudi dudng tré em d6. Néu
ngudi dude nhin lam con tr 9 wdi trd 1én, thi phai dude sy ddng ¥ clia ngudi con do.

* Thoi gian gidi quyét: Trong thdi gian khéng qud 07 ngay lam viéc k€ tir ngay
nhédn di hé so hdp 1€ Trong trudng hdp cin phdi xdc minh thém, thi thdi han khong
qud 07 ngay lam viéc.

9/ Ping ky viéc con nhin cha, me:

* Ho so gom:

- Pon xin ding k¥ nhin cha, me (theo mau);

- Gidy khai sinh ctiia ngudi xin nhdn cha, me;

- 86 hd khdu gia dinh clia ngudi xin nhin cha, me;

- Céc gify t& ciin thi€t khdc chitng minh quan hé cha con, me con.

* Thoi gian gidi quyét: Trong thdi gian khéng qud 07 ngay lam viéc k€ tir ngay
nhin dd ho so hgp 1€.Trong trudng hgp cin phdi xdc minh thém, thi thdi han khong
qud 07 ngay lam vi€c.



10/ C4p ban sao cdc gidy to hd tich tif s6 gde:

* Hé so gom:

- Pon xin sao luc cdc gidy 0 vé hd tich (theo miu);

- H6 khdu hoic gidy chitng minh nhén déin hoic gidy t& hdp 1é thay thé;

* Thoi gian gidi quyét: Giai quy€t ngay trong ngay lam viéc sau khi nhén di ho so hop €.

11/ Chitng thyc di chiic, viin ban tit chdi nhdn di sdn, chitng thiyte chit ky cia
cong din Viét Nam trong cdc gify td phuc vu cho viéc thyc hién cdc giao dich ddn
syl & trong nudc:

* Ho so gom:

- Pon xin chitng thyc (theo miu);

- Cédc gidy 13 ¢6 lién quan;

- $6 ho khiu gia dinh hoic gidy chitng minh nhén dén hoic gidy 13 hop 1€ thay thé;

* Thoi gian gidi quyét: Gidi quy€t ngay trong ngay 1am viéc sau khi nhin di ho so hop 1&.

D. PHI, LE PHI VA CAC LOAI BIEU MAU.

I/ PHI, LI PHI
1/ Phi, 1& phi vé xdy dung nha &, vé dat dai:

Thyc hién theo Quyé&t dinh s6 88/2003/ QD-UB ngay 29/9/2003 ciia UBND tinh vé
viéc ban hanh danh muc va mifc thu cdc loai phi trén dia ban tinh va quy dinh cia cic
viin bdn phdp ludt hién hanh.

2/ L& phi chitng thuc:

Mitfc thu 1é phi céng chitng, chitng thuc thuc hién theo Théng tr lién tich s
93/2001/TTLT-BTC-BTP ngay 21/11/2001 ciia B& Tai chinh va B6 Tu phép.
I/ CAC LOAI BIEU MAU

Cic loai bi€u miu dudce quy dinh trong cic hd s, thi tuc gidi quyé&t phai dudc
niém yét cong khai tai phong 1am viéc clia b phin “mdt cira”,

Trong qud trinh 16 chife thyc hién cdi cich thii tuc hianh chinh theo cd ch€ “mét
cita” tai cdp xa, UBND huyén Pdng Phi c¢6 trach nhiém phdi hop véi S3 Noi vu dé
xudt UBND tinh ti€p tuc diéu chinh, sita d6i, bd sung ndi dung dé 4n nhim ngay cing
phuc vy 16t hon trong gidi quy€t cong viéc cia 6 chic, cong din tai cdc x4, thi trin
clia huyén./.
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