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So: 5D 2004/Qb-UB Binh Phudc,ngay 49 thang 6 nam 2004

QUYET PINH CUA UY BAN NHAN DAN TINH
V/v phé duy¢t Pé dn thi diém thyc hién cai cdch hanh chinh
theo cd ch€ “mot cita” ¢ cA'p xa thudc huyén Loc Ninh.

UY BAN NHAN DAN TINH

- Ciin ctt Ludt T8 chitc HDND va UBND ngay 26/11/2003.

- Cin ctt Quyét dinh s6 181/2003/QD-TTg ngay 04/9/2003 cta Thi tuGng Chinh
" phli vé viéc ban hanh Quy ché thuc hién cd Lhe ‘mQt cia” tai cdc ¢d quan hanh
chinh Nha nudc tai dia phuong

- Cin ctt Quyét dinh s6 25/2004/QD-UB ngay 13/4/2004 ctia UBND tinh vé viéc
thi di€m thyc hién ¢ ch€ “mdt clta” trong gidi quyét cong viée cla t3 chitc va cong
dan tai UBND x4, phudng, thi trdn thuéc UBND huyén, thi xa.

- Xét dé nghi ctia Chid tich UBND huyén Loc Ninh va Gidm doc SG No6i vu.

QUYET PINH

Dicu 1 : Phé duyét dé dn thi di€m thyc hién ¢ ché “mot ctta™ tai UBND xi Loc
Hiép va UBND thi tran Loc Ninh thude huyén Loc Ninh ( ¢6 dé dn kém theo).
Di¢u 2 : Cin ctt vio dé dn dudc phé duyét
1/UBND huyén c6 trach nhiém:
Ban hanh cic Quyét dinh: Thanh 1ip Bo phin ti€p nhan va trd két qua cap
xd: Quy ché& lam viéc cia BO phdn ti€p nhin va trd két qua; Quy dinh cdc thi tyce
hanh chinh va trinh ty gidi quy€t cdc thi tuc hanh chinh theo cd chd “mot clta™ cap
xd: Quy dinh cdc loai bi€éu mau, gidy tJ v..v..trén ¢d sd quy dinh clia ¢d quan Nha
nude ¢6 thaim quyén.
2/UBND xa Ldc Hiép va UBND thi trdn Loc Ninh ¢é trach nhiém:
- B6O tri cdn bo, cOng chirc thudc cdc linh vuc thue hién ¢o ché “mot cra™ vé
B0 phin ti€p nhidn va trd k€t qua cdp xA.
- Tuyén truyén, ph6 bi€n trong nhin din vé thuc hién co ché “mot clra”
trén dia ban.
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Pidu 3 : Céc 6ng (ba): Chdnh Vin phong UBND tinh, Giam doc S& Noi vu, Chu tich
UBND huyén Loc Ninh, Cht tich UBND xa Ldc Hiép, Chu tich UBND thi trin Loc
Ninh, thil trudng cdc don vi 6 lién quan chiu trach nhiém thi hanh Quyét dinh nay ké
tr ngay ky./.

TM. UY BAN NHAN DAN TINH

Noi nhdan :
_TT.HPND tinh Cuc KTVB-BTP
-CT, PCT

T
- Nhuw diéu 3 /
- LBVP,CV: N
=S¢ NGi vu: 10 bdn
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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
TINH BINH PHUGC Pic lap - Ty do - Hanh phic
ke emmeans b 3

Binh Phiidc, ngay9thang &  niam 2004,

PE AN
THI PIEM THUC HIEN CO CHE “MOT CUA ” & CAP XA
THUOC HUYEN LOC NINH

(Ban hanh kém theo Quy&t dinh s& 5V /2004/QD-UB
ngayeld thang & nam 2004 ciia UBND tinh).

A. NHUNG QUY DPINH CHUNG

- 13

[/ Tén goi ctia bo phédn thuc hi€n cd ch€ “mot cita™ B ph(’iu tiép nhan va tra
kézf qua thuoc UBND xa@, phudng, thi trin (dudi diy goi tat 1a cAp xd).

I/ Thuc hién cd ch& “mot ctra” thudc cdc linh vuc sau:
- X4y dung nha 4.

- D4t dai.

- Ho tich, chitng thuc.

B.QUY CHE FO CHUC VA HOAT DONG CUA
BO PHAN TIEP NHAN VA TRA KET QUA

I/ NHUNG QUI PINH CHUNG:

I/ Quy ch& nay quy dinh viéc gidi quyét cdng viéc cla t6 chitc va cong din thyc
hicn theo ¢d ché “mot clta” tai UBND x@ Loc Hiép va UBND thi trin LOc Ninh
thudc huyén Loc Ninh,

2/ Bo phan ti€p nhén va tra k&t qua tai UBND cép xd c6 nhiém vu ti€p nhan ho sd
dé xem xét, giai quy€t va tra k€t qua cho t& chie, cong dan. Trudng hdp cOng vice
khong thudce thim quyén gidi quyét cia cAp xa thi huéng din dé td chifc, cong dan
lién hé co quan ¢o thAm quyén gidi quyét.

3/ T6 chic, cong din ¢ yéu cAu gidi quyét nhitng céng vigc theo ¢d ch& “mot cira”
chi lién hé vdi bd phan ti€p nhdn va trd két qua. BO phin ti€p nhdn va trd k€t qua
chi ti€p nhan nhiing ho sg da va ding thi tuc theo quy dinh.

11/ CO CAU TO CHUC VA HOAT PONG CUA BO PHAN TIEP NHAN VA TRA
KET QUA.
|/ B phin ti€p nhdn va trd k&t qua chiu sy chi dao toan dién ctia Chua tich UBND

xi. Cén b0, cong chic lam viéc tai BO phén ti€p nhan va trd k&t qud do Chu tich
UBND xi, thi trin quy€t dinh phin cong tir cdc cdn bo thuc hién ¢Ong tic chuyén
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mon ¢6 lién quan dén linh vuc cong viéc thuc hién cd ch& “mdt ctta”™
2/ Cén bd thude BO phdn ti€p nhin va tra két qua ¢6 nhitng nhiém vu sau:

a/ Tiép t& chic, cong din tai phong lam viéc cia BO phin ti€p nhin va tra k&t
qué. khi ho ¢6 yéu ciu gidi quy&t cong viéc trong pham vi thim quyén cia UBND
Xa.

b/ Hudng din va nhin hd sd cta to chie, cong déin theo quy dinh:

- Xem xét yéu cdu cong viéc cia to chitc, cong din, néu hd so day di. hop
I& thi ti€p nhdn va vi€t gidy bién nhdn ho so, hen ngay trd két qud theo ding qui
dinh.

- Huéng din cu thé nhitng trudng hgp hd sd chua hodn chinh dé 0 chiic,
cong din bd sung hoan chinh hoidc nhitng yéu cau khong thudc pham vi, thim
quyén gidi quyét dé (6 chite, cong dan dén cd quan ¢6 thim quyén gidi quyct.

- Khéong duge ti€p nhan hd sd khi hd s¢ dé chua day di thi tuc theo qui
dinh. ’

¢/ Gidi quy&t hd sd clia 13 chiie, cong dan trinh UBND xd ky theo thim quyén.

d/ Trd k&t qua gidi quyét cho td ¢hic, cdng din theo ding thsi gian da hen,
ddng thdi thu cdc khodn phi, 1& phi d6i véi nhitng cong viéc duge thu phi, 1¢ phi theo
quy dinh ctua phdp luat. : . ;

Trudng hgp gidi quyét hd so khong ding thai gian da hen, thi thong bio
cho o chite, cong dan bi€t ly do v hen lai thdi gian trd k&t qud. Thoi gian hen lai
khong qué 1/3 thdi gian hen lan dau.

¢/ Bdo cdo két qua ti€p nhan va trd két qua trong ngay cho lanh dao UBND x4,
bo phin téng hgp clia UBND xa dinh ky thdng, qui, ndm.

f/ Khong dude ty ¥ rdi khoi noi lam viée trong gi hinh chinh, trudng hap co
viée cin thi€t thi phdi bdo cdo lanh dao UBND xa, thi trdn d€ bd tri ngudi khic tryc
thay.

3/ Chu tich UBND xa c¢6 nhiém vu:

- Qudn 1y thoi gian [am viéc hang ngay cta cdn bd cong chic thudoe Bo
phin ti€p nhin va ud k&t qud.

- Theo doi tinh hinh ti€p nhin, trd hd sd cda cdn bd cong chic thude Bo
phin ti€p nhin va trd k&t qud d€ kip thai gidi quy€t nhitng vin dé vudng mic xdy
ra trong qué trinh gidi quy&t, dic biét d6i vai nhitng hd sd lién quan d&n nhicu ban,
nganh trong x4, thi trin.

- Ki€m tra, don doc, chin chinh nhitng sai sét trong qud trinh lam viéc cla
cdn bo cong chite khi giao ti€p vdi o chie, cong dén.

_ Pim bio cic didu kién lam viéc ctia bd phan ti€p nhdn va tra k&t qud.

111/ NHUNG QUY DINH CU THE:
I/ BO phin ti€p nhin va trd k&t qud chi ti€p nhin hd so vi trd ket qud trong gidl

hanh chinh, cu thé nhu sau:
+ Sdng: Tit 7 gid 00 phit dén 10 gis 00 phuit.
+ Chiéu: Tur 13 gid 30 phit dén 16 gig 00 phit.
Thai gian hanh chinh con lai ding dé sip x&p hd sd. phdi hgp vai cic bo
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phin lién quan gidi quyét, trinh lanh dao UBND x4, ky theo thim quyén.

2/ UBND xa quy dinh lich lam vi€c cu thé d€ cdn bd phu trach vé linh vyc dat dai
vira thue hién duge khiu Ile nhén, giai quy€t hd sd, vira di cong tic thyc dia dé
thim tra, x4c minh nguon g6c dat (n€u co).

3/ Trong gid hanh chinh, cdn bd, cong chic cia B6 phin ti€p nhén va trd k&t qud
phii mic trang phuc gon gang, lich su, deo thé cdn bd cong chifc, ¢é bién chic danh
dit trén ban lam viéc dé cho t6 chitc, cong dan biét lién hé.

1V/ QUY TRINH, T TUC HANH CHINH GIAI QUYET HO SO THEO CO
CHE “MOT CUA”

1/ TS chite va cong dan c¢é yéu céu gidi quyét cdng viée truc ti€p lién hé vdi Bo
phin ti€p nhén va trd k&t qud.

Moi quy dinh vé& hd sd, thi tuc hanh chinh, thdi gian gidi quy€t, phi, 1& phi dudgc
niém y&t cong khai tai phong lam vigc ctia BO phin ti€p nhan va trd k€t qud.

2/ Quy dinh vé viéc tiép nhin va tra ho sd.

a/ Ti€p nhidn ho so:

Khi ti€p nhin hd so cia t& chitc, cong din, cidn bd, cOng chiic cua Bo
phéin (i€p nhdn va tra k&t qua ¢6 trdch nhiém ki€m tra k¥ cdc loai gidy to can thiét
clia ting loai hd sd, hudng din cho t& chtic va cdng din bd sung (né€u thi€u). Sau
Kkhi ki€ém tra n€u hd so di ding ndi dung va di cdc thu tuc cin thi€t theo qui dinh
thi CBCC nhén v vi€t phi€u nhén hd so, hen ngay trd két qué theo qui dinh.

b/ Giao tra k&t qua gidi quy&t ho sa:

Sau khi hd so di duge UBND xi ky va déng ddu, cdn bd cdng chifc clia
Bo phin ti€p nhin va trd k&t qui c6 trdch nhiém trd hd sd cho td chite, cong din
theo phiéu hen, thu phi, 1€ phi theo quy dinh va vio so theo dai.

C. TRINH TU THU TUC
1/ vE LINH VUCXAY DUNG, NHA O:

Cic hd sd vé linh vue x4y dung, nha & dudge ndp tai BO phan ti€p nhén va trd
k&t qua cip xa, cdn bd theo doi vé xdy dung, nha & thAim tra hd sd, néu hod s day
di va hop 1& theo quy dinh thi trinh UBND xa xdc nhan theo thim quyén va chuyen
4 ho sd dd xdc nhan d€ & chic va cong dan lién hé v6i cd quan cé thim quyén
gidi quy€t.

Thoi gian gidi quyét: Khong qud 02 ngay lam viée ké tit ngay nhin ho so day
du va hgp 1€.




11/ VE LINH VUC BAT PAI:

1/ Thii tue cdp gidy chitng nhan quyén st dung dat:

a/ Ho sd ké khai ding ky quyén st dung dat (1ap thanh 04 bd, bao gdm:

- Don xin ding ky quyén st dung dat (theo mau);

- Bin sao gidy t vé quyén st dung dit dugec UBND cap xa ching thuc;

- Bién ban x4c nhdn ranh gidi, moc ¢idi thita di't st dung (theo méu);

- Viin ban iy quyén ké khai dang ky quyén sit dung dé't (n€u ¢4 iy quyén);
- Bién ban xét cla Hoi ddng ding ky sit dung dat cda x4, thi trén.

b/Trinh tu gidi quyét:

- Noudi st dung dit nép hd s ké khai ding ky quyén st dung dit tai B
phan ti€p nhin va trd k&t qua thudoc UBND x4 ndi ¢6 dit. B phan ti€p nhin va trd
k€t qud 6 trich nhiém thim tra va trinh UBND x4 xdc nhdn vao don xin ding ky
quyén st dung dat. ’

#Cdc trudng hop st dung da't khong cé gidy t& quy dinh tai diém 3.a, Chuong
2, Thong tr s& 1990/2001/TT-TCHC ngay 30/11/2001 cla Téng cuc Dia chinh phai
thong qua Hoi ddng Ping ky dédt dai cdp xa.

- K&t thiic viée xét don xin ding k¥ quyén st dung di't, UBND cdp xi cng bd
cong khai k&t qud xét don tai UBND cAp xd va cdc thon, 4p, bin, t6 dan phd dé moi
ngudi din duge tham gia ¥ ki€n

- Sau khi hét thoi gian cdng khai UBND cap xa 1ip bién ban két thic viéc
cong bd cong khai hd so va 14p hd sd cdp gidy ching nhin quyén st dung dat trinh
UBND cép ¢6 thim quyén cdp gidy ching nhdn quyén st dung dat.

¢/ Thoi gian gidi quyét:

- Thoi gian hodn thianh viéc xét ddn xin ding ky quyén st dung dal tai UBND
cip x4 k€ tir ngay nhin dd hd so hgp 1& d6i véi trudng hgp ¢ gidy to quy dinh tai
diém 3.2, Chuong 2, Thong tr s6 1990/2001/TT-TCHC ngay 30/11/2001 ctia Tong
cuc Dia chinh 12 khong qud 7 ngdy. P61 véi cdc trudng hdp con lai 1a khdng qua 15
ngay.

- Thoi gian ¢6ng khai 1a 15 ngay.

- Thi gian hoan thanh viéc 1ap ho so cdp gidy chitng nhin quyén st dunh dit
d6i véi trudng hop ¢ gidy t§ quy dinh tai di€ém 3.a, Chuong 2, Thong tu sG
1990/2001/TT-TCPC ngay 30/11/2001 clia Tdng cuc Pia chinh la khéng qud 7
ngay. Doi vdi cdc trudng hgp con lai la khong qud 15 ngay.

2/ Thii tue chuyén muc dich sit dung ddt:

a/ H6 s 1ap thanh 03 bo, bao gbm:

- Bon xin chuyén muc dich st dung dit (theo mau);

- Gidy chitng nhin quyén st dung dat;

- Trich luc ban dd thia dat hoic trich do thye dia (trudng hgp chuyén muc dich
mot phan thita dat).

b/ Trinh tu gidi quyét:



HO gia dinh, cd nhin xin chuyén muc dich st dung dat ndp hd so tai Bo
phin ti€p nhin va trd két qua cdp xd, cdn bd dia chinh thude Bo phédn ti€p nhin va
trd két qud ¢6 trich nhiém thim tra va trinh UBND xa xdc nhin vao don xin chuyén
muc dich st dung da't va trd lai cho hd gia dinh, ¢4 nhin

¢/ Thasi gian gidi quyét: Trong thdi han 5 ngay lam viéc k€ tif ngay nhin di ho
sd hdp 1€,
?/ Thut tuc chuyén déi quyin sit dung dai:
* Piéu kién chuycn doi quyf,n st dung dat d6i véi hod gia dinh, ¢4 nhin dudc
quy dinh tai diéu 5, Nghi dinh s8 17/1999/ND-CP ngay 29/3/1999 ctia Chinh phil.
a/ H6 sd 1 p thianh 04 bd bao gdm:
- Hgp ddng chuyén ddi quyén st dung dat.
- Gidy chiing nhan quyén st dung ddt (bdn sao ¢ chitng thue cda co quan cOng
chiing);
- S8 ho khiu gia dinh, chitng minh nhin din (bdn sao c6 chiing thuc).
- Trich luc hoic trich do ban d6 cédc thita dat xin chuyén ddi.
b/ Trinh ty gidiquygt:

HO sd chuyén d6i quyén s dung dit ndp tai BO phin ti€p nhan va tra kel qua
(,dp xd. Cdn bd dia chinh thuc B phén ti€p nhin va trd két qud c6 trach nhiém
thim tra, x4c minh hd so va trinh UBND x3 xdc nhin vao bin hgp dong chuyn,n doi
quyén stt dung dat va hd so dd xdc nhin cho ho gia dinh, cd nhin va vio s@ theo
d6i bién dong dat dai.

b/ Thoi gian giai quy€t: Trong thdi han 7 ngay k€ tir ng gay nhdn du ho sd hop 1&
4/ Thit tuc chuyen nhzfong quyén sit duno (QOSD) dat (doi véi ho gia dinh, cd
nhan):

Picu kién chuyén nhugng, nhin chuyén nhugne QSD dat ddi vdi ho gia dinh,
ci nhdn duge quy dinh tai diéu 8, didu 9, Nghi dinh s6 17/1999/ND-CP ngay
29/3/1999 ctia Chinh pht.

a/ Ho so dudc 13p thanh 04 bd, bao gdm:

- Hop dong chuyén nhugng QSD dat.

- Gidly chitng nhin QSD dit (5 ban: 1 ban chinh va 4 bin sao ¢ c¢Ong ching).
- Gid'y xdc nhin hién trang st dung dat.

- Bién bdn xdc dinh vi trf, loai, hang dat,

- S& ho khiu, CMND ciia 2 bén (bdn sao cé cOng ching).

- Gidy Uy quyén clia cdc thanh vién trong ho gia dinh.

- Trich lyc bdn d6 dia chinh khu dat chuyén nhugng.

- Chitng tir nOp tién thué dit (trong trudng hop dude thué dat).

b/Trinh ty gidi quyét:

HO sd nOp tai B phin ti€p nhdn va trd két qud cdp x4, cdn bod dia chinh thim
tra ho sd, n€u xét di didu kién chuyén nhugng thi trinh UBND xi xdc nhdn vi td
hé sd di xdc¢ nhin cho hé gia dinh, cd nhian dé€ 1ién hé Bo phédn ti€p nhin va trd két
qud cdp huyén gidi quyét.

b/ Thoi gian gidi quy&t: Trong thai han 7 ngay lam viée, k€ tir ngdy nhin dd hd
sd hgp 1¢, néu cin »dc minh thém thi thdi gian gidi quy€t khong qui 14 ngay.
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5/ Thii tuc cho thué, thueé lai da::

#* Piéu kién cho thué dit, cho thué lai dd't doi véi hd gia dinh, cd nhan duge quy
dinh tai diéul5, diéu 16, Nghi dinh s& 17/1999/ND-CP ngay 29/3/1999 cia Chinh
pha.

a/ Hb sd 1ap thanh 03 b, bao gdm:

- Hdp ddng thué dat, thué lai dat.

- (GiAy chitng nhin quyén sit dung dat (bdn sao ¢6 cdng chiing)

- Bin sao s6 hod khau, CMND (c6 cong chiing).

- Chitng tit ndp tién thué dit ( trong trudng hgp duge thué dat).

b/ Trinh ty gidi quyét:

Hb so thué da't ndp tai BO phan ti€p nhin cip x4, cdn bd dia chinh thim tra
hd sd, néu xét di diéu kién thi trinh UBND xd xdc nhin va trd lai hd so da xdc
nhin cho hd gia dinh, ¢4 nhin d€ lién hé c4p huyén gidi quyét.

¢/ Thoi gian gidi quyet Trong thdi han 07 ngay lam viéc, ké tu ngay nhan dui
ho so hgp 1€.

6/ Thit tuc thita k& quyén sit dyng dat:

* Nhitng ngudi dudc thita k&€ quyén st dung dat du’dc quy dinh tai diéu 22,
Nghi dinh s6 17/1999/ND-CP ngay 29/3/1999 ctia Chinh pht.

a/ Ho sd 1ap thanh 03 bd, bao gém:

- Gidy chitng t (bdn sao c6 cong chiing) (néu cb).

- Pon xin nhén thita k€ theo quy dinh.

- Bdn di chiic hoidc bién ban phan chia thita k€ cda toan thanh vién hoic
Quy&t dinh gidi quyét tranh chdp vé thira k€ quyén st dung dat clia Tod dn nhan
dédn da cd hiéu luc phdp luat.

- Gidy ching nhian quyén st dung dit (bdn chinh + 03 bdn sao ¢6 cong
ching).

- Bén sao s8 ho khdu va CMND ( ¢6 c¢dng ching)

b/ Trinh tu thuc hién viéc thira k€ quyén st dung dat:

HO sd ndp tai Bo phan ti€p nhan va trd két quéd cdp x4, cdn bo dia chinh xa
thim tra hd sd. N&u dd diéu kién thi trinh UBND x4 xdc nhan va ding ky vio so
dia chinh. Sau d6 chuyén trd hd sd dd xdc nhin va hudng din cho hd gia dinh, cd
nhin d&€n lién hé BO phin ti€p nhin va trd k&t qua cdp huyén d€ gidi quyét theo
thim quyén.

¢/ Thoi gian gidi quyét: Trong thdi han 05 ngay lam viéc, ké tit ngdy nhian du
hé so hop 1&.

I/ VE QUAN LY HO TICH, CHUNG THUC:

1/ Thii tuc dang ky khai sinh:
a/ Neudi di khai sinh ndp Gidy ching sinh do c¢d sd y t&€ noi tré em sinh ra cip
va xuit trinh cdc gidy td sau:

- Gidy chitng nhin k&t hon clia cha me tré em (néu ¢6);
- S8 ho khéu gia dinh hodic gidy tam tri cla ngudi me;
- Chitng minh nhén din cda ngudi dén ding ky khai sinh.
Trong trudng hgp khong cé di cdc gidy t3 néu trén, thi phai c6 gidy tJ hgp 1¢
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khdc thay thé.

*N€u tré em sinh ra ngodi cd s§ y &, thi gidy ching sinh duge thay biing viin
bin xdc nhin clia ngudi lam ching hodic cla ngudi chi huy, neusi diéu khidn
phudng tién giao thong n€u sinh con trén cdc phudng tién giao thdng.

2/ Thii tuc ding ky két ivdn:

Ij]y ban rhin dan cfp xd ndi cu tri cla bén nam hodc bén nit thuc hién vice
ding ky két hon.

a/ Khi ding ky k€t hon, hai b&n nam ni phdi c6 mit, ndp t& khai ding ky két
hon va xuét trinh cdc gidy to sau diy:

- Gidy khai sinh cda mdi bén.

- S6 ho khiu gia dinh ctia bén nam hoic bén nit noi ding ky k€t hon.

Trong trudng hgp khéng ¢é du cdc gidy td néu trén phdi ¢ gidy td hgp 1é thay
thé.

* Trong trudng hgp nghi ngd mdt bén hodc ¢d hai bén nam, nif bi mic bénh tim
- thiin khdng ¢6 khd ndng nhén thitc duge hinh vi clia minh, dang mic bénh hoa liéu,
thi phai c6é gidy khdm sttc khoé clia cd quan y t& cAp huyén.

Td khai ddng ky két hon phdi c6 xdc nhén clia cd quan, don vi ndi cdng tic (doi
vGi cdn bd, cong chic, lye lugng vii trang nhdn dan), hoidc clia UBND cdp xi (ddi
v4i nhiin dén) clia mdi bén vé tinh trang hén nhin. Viéc xdc nhin tinh trang hén
nhdn nay c6 gid tri khong qua 30 ngay. Trong trudng hgp mot trong hai bén hoic cd
hai bén dad ¢6 vg hodc chéng nhung da ly hén hay ngudi kia di chét, thi phii nop
bdn sao bdn dn, quyé&t dinh di c6 hidéu luc phdp ludt clia Tod dn vé viée cho ly hon
hodic bdn sao gidy ching ti.

b/ Thafi gian gidi quy&t: Khi nhin di hd sd hgp 1&, UBND cip xa phdi tién hanh
xdc minh diéu kién k€t hon va niém yé&t cong khai viée xin ding ky k&t hon tai
UBND xa trong thdi han 7 ngdy. Néu can xdc minh thém, thi han khéng qud 07
ngay.

Sau thdi han néi trén, k& tir ngay thdéng bdo, néu hai bén nam nir ¢6 du didu
kién k&t hon theo quy dinh clia phdp ludt vé hon nhéan va gia dinh va khong ¢é sy
khiCu nai, t6 cdo vé viéc k&t hon, thi UBND cip xi phdi thong bdo cho hai bén nam
nit bi€t vé ngay ding ky két hon.

*TU cho1 ding ky k&€t hdn: Trong trudng hdp mdt bén hoic cd hai bén khéng
dd diéu kién k&t hon theo qui dinh clia phdp luat vé Hon nhin va gia dinh, thi trong
thdi han 7 ngay, UBND c¢idp x4 mdi hai bén nam, nit dén UBND dé thong bdo viéce
tr chdi dang ky, 1y do tit chdi phdi ghi rd bing viin ban.

3/ Thit tuc ding ky khai ti:

a/ ho so ding ky khai tit: Ngudi di khai tit phdi ndp gidy bdo tf v xudt trinh cédc
gidy td sau ddy:

- S6 hd khiu gia dinh clia ngudi chét;

- Chiing minh nhin din cla ngudi di khai .

Trong trudng hgp khdéng ¢6 di cdc gidy td néu trén thi phdi ¢6 gidy (& hop 18
thay thé.

-

b/ Thoi han ding ky khai tr: Khi ¢6 ngudi chét tai nhd hoidc khi nhin dugce gidy
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bdo t, ngudi thin thich cla ngudi ch&t phii di khai t&. N&u ngudi chét khong cé
ngudi thin thich, thi chl nha hodc ngudi cd trach nhiém clia cd quan, don vi, td chitc
noi ngudi dé chét di khai ti.

_ DG6i véi khu vuc thanh phd, thi x4, thi tran thi thdi han ddng ky khai ti la 48
aidy, k€ tit khi ngudi dé chét.

- P61 véi khu vuc ndng thén, mién ndi, viing séu, viing xa, thi thoi han trén
khong qué 15 ngay.

4/ Thit tuc dang ky nh@n nudi con nuoi:

a/ HO so ding ky nhin con nudi:

- Pon xin nhAn nudi con nudi(cé xdc nhén cta c¢d quan, don vi ndi ngudi nhéan
nu6i cong tac hodc UBIND cdp xa ndi cr trd clia ngudi nhdn nubi)

- Gifly thoa thudn vé& viéc dbng ¥ cho tré em Jam con nudi cla cha, me dé.
ngudi gidm ho, co sd y t&€ hodc cd sd nudi dudng cd xdc nhin cia UBND cip xa noi
cu trd hoiic ndi 6 tru sd clia cd s3 y &€, cd sd tryc ti€p nudi dudng tré em do

- Gidy khai sinh ctia ngudi nhén nudi con nudi; ’

- Chtng minh nhdn din cia ngudi nhin nudi con nudi;

- S8 ho khiu gia dinh cla ngudi nhdn nudi con nudi hodc cia dudc nhin lam
-con nudi tai ndi ddng k¥ nhdn nudi con nudi;

- Gidy khai sinh cia ngudi dugc nhin lam con nudi. TronfI trudng hgp tré em
chua dugc khai sinh, thi phdi ding ky khai sinh trudc khi ding ky nhdn nudi con
nudi. - '

* N&u ngudi dude nhan 1am con nudi tit 9 tudi trd 1én, thi phdi ¢ sy dong ¥ clia
ngudi do.

* Trong trudng hdp con nudi I thuong binh, ngudi tan tit hodc ngudi xin nhin
con nudi gid yéu, ¢d don, thi don phdi c6 xdc nhin cia UBND cAp x4 ndi cu trd vé
hoan cdnh dic biét do.

b/ Thoi gian giai quy&t viéc nhdn nudi con nudi: Thie hién theo qui dinh tai

diéu 37, Nghi dinh s6 83/1998/ND-CP ngdy 10/10/1998 clia Chinh phi vé diang ky .

ho tich.

5/ Thit tuc ddang ky . “dm hj:

a/ HO sd ding ky gidm ho:

- Vin bdn ¢t gidm hd cia cd nhén, cd quan hodc t6 chifc ¢t ngudi gidm ho

- Gi&'y chap thudn viéc lam gidm ho clia ngudi dugc cf lam gidm ho

- Gidy khai sinh ciia ngudi gidm hd.

- 86 ho khiu gia dinh cla ngudi gidm ho.

- Chtng minh nhén dan hogc gidy y quyén cla ngudi hodc t8 chiic duge ci
lam gidm ho.

b/ Thoi gian gidi quyét: Trong thdi han 7 ngay, k& tir ngay nhén dd hd so hgp
1&, néu xét thiy viéc cf ngudi gidm hd dd diéu kién theo qui dinh ctia phép ludt vé
gidm ho, thi UBND cp xa ding ky viéc clt ngudi gidm ho.

6/ Thii tuc déing ki vite thay doi, chdm diit gidm ho:

a/ Ho s, bao gobm:

- Pon xin thay ddi, chim dit viée gidm hd.



- Quyé&t dinh céng nhan viéc gidm ho.

- S& ho khiu gia dinh ctia ngudi gidm ho hoic clia ngudi duge gidm hd noi da
ding ky gidm ho trudc day;

- Chitng minh nhdn ddn cia ngudi gidm h.

- Bién ban xdc dinh tinh trang tai sdn hién tai cia ngudi duge gidm hd (néu
trong quyét dinh cong nhin gidm hd trudc diy cé gi vé tinh trang tai sdn clia ngudi
duge gidm ho), c6 xdc nhin cia UBND cdp x4 ndi ¢6 tai sdn clia ngudi duge gidm
ho. ;
b/ Th&i han gidi quyé&t: Trong thdi han 7 ngay, k€ tit ngay nhin did hd sd hgp
1&.Trong trudng hdp cin phdi xdc minh thém, thi thdi han khong qua 07ngay.

7/ Thit tuc ddang ky viéc cha, me nhdn con: -

a/ Ho so, bao gdm:

. - bon xin ding ky nhén con.

- Gidy khai sinh clia ngudi con.

- S6 ho khiu gia dinh clia ngudi con.

- Chitng minh nhin din clia ngudi cé don yéu ciu.

- Céc gidy can thi€t khdc chitng minh quan hé cha con, me con;

* Pgn xin nhin con phdi c6 su ddong y clia ngudi hién dang nudi dudng tré em
dé. Néu ngudi duge nhin lam con tf 9 tudi trd 1én, thi phdi dugc sy dong ¥ cla
ngudi con dé.

b/ Thdi han gidi quyé&t: Trong thdi han 7 ngay, k€ t¥ ngdy nhin dd hd so hgp
1&. Trong trudng hgp cAn phdi xdc minh thém, thi thdi han khéng qué 07 ngay.

8/ Thii tuc dang ky viéc con nhdn cha, me:

a/ Ho sd bao gbm:

- bon xin ddng ky nhin cha, me.

- Gidy khai sinh clia ngudi xin nhin cha, me.

- S6 hd khau gia dinh clia ngudi xin nhdn cha, me.

- Céc gidy tJ cin thi€t khdc ching minh quan hé cha con, me con.

b/ Thdi han gidi quyét: Trong thdi han 7 ngiy, k€ ti ngay nhin dd hd sd hgp 1€.
Trong trudng hgp cdn phdi xdc minh thém, thi thdi han khong qud 07 ngay.

9/ Thui tye ding ky qua han, dang ky lai:

a/ Bang ky khai sinh qué han.

* Ho sd, bao gbm:

- Don xin ding ky khai sinh qud han, trong don phdi néi 16 1y do vE viéc khong
diang ky ding han.

- Gidy chiing sinh do cd s3 y t& ndi tré em sinh ra cap.

- Gidy chiing nhin k&t hén clia cha me tré em (néu ¢6).

- S& ho khdu gia dinh hodc gidy tam tri clia ngudi me.

- Ching minh nhédn ddn clia ngudi dén diang ky khai sinh.

N&u tré em sinh ra ngodi cd sd y t&, thi Gidy chiing sinh dugc thay bing vin
bdn xdc nhin cia ngudi lam chitng hodc cla ngudi chi huy, ngudi diéu khién
phudng tién giao thong né€u sinh con trén cdc phuong tién giao thdng.

b/ Piang ky khai tit qua han.
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* HO sd, bao gdm:

- Bon xin ding ky khai tit qu4 han, trong don phdi néi rd 1y do vé viéc khéng
ddang ky ding han;

- Gidy bdo t.

- S6 ho khiu gia dinh clia ngudi chét:

- Chiing minh nhin dan cda ngudi di khai ti,

* Thoi gian gidi quyét ding ky khai sinh, khai ti qud han: Trong thdi han 7
ngay k€ tif ngay nhin did hd s0 hgp 1¢. Trong trudng hgp cin phdi xdc minh thém,
thi thi han khéng qud 07 ngay.

10/ Thii tye ding kY lai viéce sinh, tit, ket hon, nhén nudi con nudi:

a/ Ho sd, bao gbm: ,

- Pon xin diang ky lai ¢6 x4c nhan clia hai ngudilam ching,

- S6 ho khiu gia dinh.

- Chitng minh nhén dan. B

- Cdc gidy t3 cdn thiét khdc d€ ching minh si kién ho tich duge ding ky lai
la ding su that.

b/ Thdi gian gidi quyét ding ky lai viéc sinh, t, k&t hon, nhin nubi con nudi:
Trong thdi han 7 ngay k€ tir ngay nhan di hd sg hgp 1¢. Trong trudng hgp cin phai
xdc minh thém, thi thdi han khong qud 07 ngay.

* Khi déng ky lai viéc k&t hon, nhin nubi con nudi, tai 1€ trao gidy ching
nhan k&t hon hoic Gidy cdng nhin viéc nudi con nudi, cic bén duong su phai c6
mat.

11/ Thil tuc chiing thiic mt s6 cong viée theo thém quyén:

1.1/ Chitng thyc chit ky cda cong dén Viét Nam trong cédc gidy t5 phuc vu cho
viéc thye hién cdc giao dich dan su d trong nudc:

a. Cd nhan yéu cu chiing thyc chir ky ciia minh trong gify & phuc vu cho cdc
giao dich phdi chiu trdch nhiém vé noi dung cla gidy t va ky trudce mat nguoi tiép
nhin ho sd ching thyc. Sau khi x4c dinh ngudi d6 ding véi gidy 3 thy than, gidy 13
giao dich va yéu cau khong trdi phdp luit, dao die xi hoi thi thyc hiérn viée chiing
thye chit ky cla ngusi dé.

b. Vi€c chitng thuc chit ky c4 nhin dugc thye hién trong vong 60 phtt k€ tir khi
thue hién vige ky trude ngudi ti€p nhan hd so.

* Trong trudng hgp ngudi yéu ciu chiing thye khéng ky duge thi viée chitng
thire chit ky dugce thay thé biing viéc chiing thyc diém chi.

11.2/ Chitng thue di chic:

a/ Ngudi 1dp di chiic phdi tu minh yéu ciu viéc cong ching, ching thuce di
chiic; khéng cong chitng, ching thye di chiic thdng qua ngudi khic.

b/ Trudng hgp tinh mang bi cdi chét de doa do bénh tit hoic nguyén nhin
khdc ma ngudi 13p di chic khong thé d&n tru sd cia co quan Nha nudc c¢é thim
quyén cong chiing, chitng thye, thi viée cbng chitng, chitng thye dugce thuc hién tai
chd ¢ noi ¢6 mit cla ngudi 1dp di chiic. _

¢/ Ngudi thyc hién cong chitng, chitng thyc phii xdc dinh vé trang thdi tinh thin
cla ngudi lap di chic.



d/ Ngudi thuc hién cong ching, ching thuc khong ¢6ng ching, ching thuc di
chic néu ¢6 nghi ngd ngudi lap di chiic bi bénh tim than hoidc mic cdc bénh khic
ma ma khong thé nhin thic va lam chd dude hanh vi ctia minh hodc xét thiy viéc
lap di chic ¢6 dau hiéu bi lira d6i, de doa hoidc cudng ép lap di chiic.

D. PHI, LE PHI VA CAC LOAI BIEU MAU.
I/ PHI, LE PHI:
1/ Phi, 1¢ phi vé xdy dung nha &, vé dat dai:

Thuc hién theo Quy€t dinh s6 88/2003/ QD-UB ngay 29/9 ciia UBND tinh * vé
viéc ban hanh danh muc va muc thu cic loai phi trén dia ban tinh” va quy dinh clia
cdc van ban phdp ludt hién hanh.

2/ L€ phi ching thuc:

Mtc thu 1€ phi cdng chiing, ching thuc thyc hién theo Thong tu lién tich s&
93/2()01/TTLT—BTC—BT[: ngay 21/11/2001 ctia B§ Tai chinh va B Tu phip.
11/ CAC LOAI BIEU MAU: -

* Bicu miu & BO phin ti€p nhdn va trd két qua:

- Mdu 1: Phi€u nhin hé so.

- Miu 2: Phi€u giao ho so.

- Miu 3: S8 theo ddi gidi quyét hd so cda td chie, cong dan tai BO phin tiép

nhin va trd k&t qua.

Trong qué trinh thi diém t8 chitc thuc hién cdi cdch hanh chinh theo co ché
“mot cta” cip xd, UBND huyén Ldc Ninh ¢6 trach nhiém phéi hgp véi SG Noi vu
d€ dé xudt UBND tinh ti€p tuc di€u.chinh, stta ddi, bd sung ndi dung dé dn d€ ngay
cang phuc vu tot hdn trong gidi quyét cong viéc cla td chic, cong din va thuc hién
dong b tai UBND cdc x4, thi trAn trong huyén./.

A%






