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PHAN VAN BAN KHAC

UY BAN NHAN DAN THANH PHO

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHi MINH Pic 1ap - Tu do - Hanh phic
S6: 1113/QD-UBND Thanh phé Ho Chi Minh, ngéy 30 thang 3 ndm 2020
QUYET PINH

Vé viéc phé duyét quy trinh ndi bd giai quyét thi tuc hanh chinh
thudc thim quyén tiép nhan cia Uy ban nhan din quén, huyén

CHU TICH UY BAN NHAN DAN THANH PHO HO CHI MINH

Can ctr Luét To chire chinh quyén dia phuong ngay 19 thang 6 nam 2015;

Can cit Nghi dinh s6 63/2010/ND-CP ngay 08 thang 6 nam 2010 cta Chinh phu
vé kiém soat thii tuc hanh chinh; Nghi dinh s6 92/2017/ND-CP ngay 07 thang 8 nim
2017 ctia Chinh phu sira d6i, bo sung mot s6 diéu cuia cac Nghi dinh lién quan dén
kiém soat thu tuc hanh chinh; Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nim
2018 cua Chinh phi vé thye hién co ché mot ctra, mot ctra lién thong trong giai quyét
thu tuc hanh chinh;

Can ct Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nidm 2018 cia B
treong, Chii nhiém Vin phong Chinh phu hudng dan thi hanh mot s6 quy dinh cua
Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién
co ché mot cira, mot ctra lién thong trong giai quyét thu tuc hanh chinh;

Xét dé nghi cua S Tu phap tai To trinh s6 375/TTr-STP-VP ngay 20 thang 01
nam 2020, T& trinh s6 495/TTr-STP-VP ngay 04 thang 02 nam 2020 va T¢ trinh sb
1107/TTr-STP-VP ngay 05 thang 3 nam 2020,
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QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay 26 quy trinh ndi bo giai quyét thi
tuc hanh chinh thudc tham quyén tiép nhan cia Uy ban nhan dan quan, huyén.

Danh muc va n6i dung chi tiét ctia cac quy trinh ndi bd duoc dang tai trén Céng
thong tin dién tir cia Van phong Uy ban nhan dan thanh phd tai dia chi
https://vpub.hochiminhcity.gov.vn/portal/Kenh Tin/Quy-trinh-noi-bo-TTHC .aspx.

Piéu 2. T6 chirc thue hién

1. Cac quy trinh ndi bo giai quyét thi tuc hanh chinh da duoc phé duyét 1a co so
dé xay dung quy trinh dién tir, thue hién viéc tiép nhan, giai quyét va tra két qua thu
tuc hanh chinh trén Cong dich vu cong va Hé théng thong tin mot ctra dién tir theo
Nghi dinh s6 61/2018/ND-CP tai céac co quan, don vi.

2. Co quan, don vi thuc hién thu tuc hanh chinh ¢6 trach nhiém:

a) Tuan thu theo quy trinh ndi bd d duoc phé duyét khi tiép nhan, giai quyét thi
tuc hanh chinh cho ca nhan, to chirc; khong ty dit thém thi tuc, gidy to ngodi quy
dinh phap luat.

b) Thudong xuyén ra soat, cip nhat cac quy trinh ndi bo giai quyét thu tuc hanh
chinh dugc phé duyét moi, sira doi, bo sung, thay thé, hity bo, bai bo khi ¢6 bién dong
theo quy dinh phap luat.

Piéu 3. Hiéu luc thi hanh
Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.
Piéu 4. Trach nhiém thi hanh

Chanh Van phong Uy ban nhan dan thanh pho; Giam déc S¢ Tu phap; Chu tich
Uy ban nhan dan quén, huyén va cac t6 chirc, ca nhan c¢6 lién quan chiu trach nhiém
thi hanh Quyét dinh nay./.

CHU TICH

Nguyén Thanh Phong


https://vpub.hochiminhcity.gov.vn/portal/KenhTin/Quy-trinh-noi-bo-TTHC.aspx

CONG BAO/SH 95+96/Ngay 01-5-2020

QUY TRINH NOI BQ GIAI QUYET THU TUC HANH CHiNH THUQC
THAM QUYEN TIEP NHAN CUA UY BAN NHAN DAN QUAN, HUYEN

(Ban hanh kém theo Quyét dinh sé 1113/0D-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

DANH MUC QUY TRINH NOI BO

STT

Tén quy trinh ngi bg

I. Linh vuc ching thue

1 | Cap ban sao tir s6 goc

2 Cép ban sao trich luc ho tich
Churng thue ban sao tir ban chinh cac giéyqt(‘)f, van ban do co quan, to chirc

3 c6 thdm quyen cua Vit Nam; co quan, to chirc c6 thdm quyén cia nude
ngoai; co quan, to chure ¢6 tham quyén ctia Viét Nam lién két voi co quan,
to chire c6 tham quyén cua nude ngoai cap hodc ching nhan
Chung thue chir ky trong cac giéy to, van ban (thu tyc ndy ciing ap dung

A trong truong hop chimg thye diém chi khi ngudi yéu cau chimg thyc chir ky
khong ky duoc va trrong hop ngudi yéu cau chung thue khong thé ky, diém
chi duoc)

5 | Chirng thuc chir ky nguot dich 1a ¢cOng tac vién cua Phong Tu phap

6 Chirng thyc chir ky doi voi nguoi khong phai 1 cong tac vién dich thuét cua
Phong Tu Phap

7 | Ching thyc viée stra doi, bo sung, huy bo hop dong, giao dich

8 | Chirng thuc stra 16i sai sot trong hop dong, giao dich d3 dwoc ching thue

9 Cap ban sao ¢6 chimg thye tir ban chinh hop dong, giao dich da duoc ching
thuc

II. Linh vuc boi thuwong nha nuwéc

10 Giai quyét yéu cau boi thuong tai co quan truc tiép quan ly nguoi thi hanh
cong vu gay thiét hai

11 | Phuc hoi danh du
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II1. Linh vwc ho tich

12 | Bang ky khai sinh c6 yéu to nuéc ngoai

13 | Bang ky khai tir ¢ yéu td nude ngoai

14 | Bang ky két hon ¢é yéu t6 nudc ngoai

15 | Bang ky nhan cha, me, con ¢d yéu té nudc ngoai

16 | Bang ky khai sinh két hop dang ky nhan cha, me, con ¢ yéu to nudc ngoai

17 | Bang ky giam ho co yéu to nude ngoai

18 | Bang ky cham dirt giam ho ¢6 yéu té nudc ngoai

19 | Bang ky lai khai sinh ¢ yéu t6 nude ngoai

20 | Bang ky lai khai ti ¢6 yéu to nude ngoai

21 | bang ky lai két hon cé yéu té nude ngoai

22 | Pang ky thay ddi, cai chinh, b sung ho tich, xac dinh lai dan tdc
Ghi vao s6 hé tich viéc khai sinh; giam }16; nhan cha, me, con; xac dinh cha,

23 | me, con; nuoi con nuoi; khai tu; }hay dé‘i ho tich cua cong dan Viét Nam da
dugce gial quyét tai co quan ¢6 tham quyén cua nwrde ngoai

24 Ghi Avaoq SO h@ tich ‘\‘/iéc két hon da duoc giai quyét tai co quan cd tham
quyén cua nwdc ngoai

75 Ghi vao s6 ho tich viéc ly hon, huy viée két hon cia cong dan Viét Nam da
dugce giai quyet tai co quan co tham quyen cua nurdc ngoat

2% Pang ky khai sinh ¢6 yéu to nude ngoai cho nguoi d co ho so, gidy to ca

nhan




hé so qua hé théng buu chinh
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QUY TRINH 1
Cép ban sao tir s6 gbc
(Ban hanh kém theo Quyét dinh s6 1113/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)
I. THANH PHAN HO SO
STT Tén ho so S6 lwong Ghi chu
Vin ban yéu cau cap ban sao tir sé géc
1 | theo quy dinh tai tirng linh vuc cu thé (n€u 01 Ban chinh
co)
Giay to chung minh thudc cac ddi tuwong
lg Pgum d?l dlenktheo Phap luat, ngu’o‘l dai Ban chinh hoic
dién theo uy quyén hoac cha, me, con; vo, . )
2 N . N y A 01 ban sao ¢b
chong, anh, chi, em rudt hoa,}c nguol thira chime thire
k& khac cua ngudi duge cap ban chinh gt
trong truomg hop nguoi do da chét
- Xuét trinh ban
chinh hoac ban
sao c¢6 chung
A , . . N , thuc (truong
Giay chung minh nhan dan/Can cudc h A
A A - A X . S, Op nop truc
3 | cong dan hoac ho cl‘neu, con gia tri su 01 tiép)'
dung cta nguoi yéu cau cap ban sao tir s6 o
% - Nop ban sao
goc . .
c6 chung thuc
(truong hop nop
qua hé thong
buu chinh).
01 (mdt) phong bi dan tem ghi 1 ho tén,
4 | dia chi nguo1 nhan trong truong hop gui 01
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II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi
Noi tiép nhén va tra két qua Thoi gian xir 1y Phi
Trong ngay lam viéc co quan, to
, | chirc ti€p nhan yéu cau (ngay
B0 phan Ti€p nhan va tra ket | trén dau buu dién trong truong Chua c6 au
qua cua Uy ban nhén dén quan, | hop yéu cau dwugc gui qua hé dinh quy
huyén (no1 dang luu s6 goc) thong buu chinh) hodc trong| ™
ngay lam viéc ti€p theo néu ti€p
nhan yéu cau sau 15 gio.

III. TRINH TU XU LY CONG VIEC

Bube | \oidung | Trich Thoi Ho .
cong | L, oA . so/Biéu Dién giai
o n cong viec nhi¢m gian X
viéc mau
3 Ca nhan G1o Theo muc | Thanh phan ho so theo
B1 | Nop ho so o hanh '
to chirc chinh 1 muc 1
- Treong hop ho so day
da theo quy dinh thi
cap Giay tiép nhan hd
so va hen tra két qua
theo mau BM 01 (d6i
voi truomg hop tiép
nhan ho so sau 15 gio);
thuc hién tiép budc B3.
Theo muc |~ LTUong hop ho so
Kiém tra B6 phan tiép | 0.5 giv 1. |chua day du thi lap
va tié R P ’ phicu yéu cau bo sung,
B2 nhan hg nIAlan va tra 1?{“ BM O, hoan thién ho so theo
S0 ket qua vige BM 02, | 113y BM 02.

BMO3 | Truong hop tir chdi
tiép nhan hd so thi lap
phiéu tir chdi tiép nhan
giai quyét ho so theo
mau BM 03.

- B6 phan tiép nhan va
tra két qua chuyén ho
so cho Phong chuyén
mon noi ¢d so goc.

B3 | Phin cong | Lanh dao 0,5 gid| Theomuc | Phan céng céng chirc
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thu 1y ho phong lam 1 tham dinh, thu 1y hd so.
SO’ chuyén mon | viéc BMO1
- Tién hanh cap ban sao
tr s6 goc cho ngudi ¢o
yéu cau.
- Truong hop khong
Xem xét, tim thay Sy gbc hodc
P trong so goc khong ¢o
tham dinh n . .\
A .2 | Congchuc | 1,5 g0 A thong tin vé€ ndi dung
ho so; dé . . Ho so
B4 <ult sidi phong lam tiép 1ha yéu cau cap ban sao thi
quygé ¢ chuyén mon | viéc 1P NRAM s 10 bang van ban

TTHC cho ngux.’oq yéu cau. .

- Chuyén ban sao tir s
gbc cho Lanh dao
phong chuyén moén noi
cO sO goc xem xét, ky
duyét.

Xem xét, Lanh dao 0’5‘ 19 1 14 so trinh | Xem xét hd so va ky

B3 ky duyét phong lam ky cap ban sao tir sd goc
y duye chuyén mon viéc y P £oc.
- Cho sb, dQng dAu,
Cong chte | 0,5 gio K&t qua nhap may, in s0.
B6 | San pham Phong lam eraua Chuyén két qua cho
A A N glal quyet N A N -
chuyén mon viéc B6 phan tiép nhan va
tra két qua
Tra  két - Tra két qua cho ca
gga, lu;l B6 phan tip | 0,5 giv Két qua nhan/to chu;’c.
B7 [0 %) nhanvatra [lam | giai quyét. |- Thu phi theo quy
thong ke 1 . A dinh.

X theo et qua. VIEC e ) .
va - Thong ké, theo doi.
doi

IV. BIEU MAU
Cic biéu miu sir dung tai cic budc cong viée:
STT | Ma hiéu Tén biéu miu
BM 01 Mau Giay tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bd sung, hoan thién ho so
BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so
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V. HO SO CAN LUU

STT | Mai hiéu Tén biéu miu

1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua

2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so

3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét hd so

4 // Céc ho so khac néu co theo vin ban phap quy hién hanh
5 // S6 theo di cap ban sao tir s6 gdc

VI. CO SO PHAP LY

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chtng thuc chit ky va chtng thuc hop dong, giao dich.

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh muec thu, ché d6 thu, nop, quan 1y va st dung phi chtng thye.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét tha tuc hanh chinh.
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QUY TRINH 2
Cép bin sao trich luc hd tich
(Ban hanh kém theo Quyét dinh s6 1113/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)
I. THANH PHAN HO SO
STT Tén ho so S6 lwong Ghi chi
To khai~c§p ‘pén sao trich luc ho tich
1| (theo mau doi vdi truong hop ngudi 01 Ban chinh
yéu cau la ca nhan).
Vin ban yéu cau cap ban sao trich
) luc hd t1c‘h' IIGP rd ly dg trong tru’O’ng 01 Ban chinh
hop nguoi yéu cau la co quan, to
chirc.
Vin ban uy quyén theo quy dinh
cia phap luat trong truong hop uy
quyén thwc hién yéu cau cap ban
sao trich hé tich. Truong hop ngudi
uy quyén la 6ng, ba, cha, me, con, Ban chinh hoac
3 | vo, chong, anh chi, em rudt cua 01 ban sao co6 ching
ngudi uy quyén thi van ban 1y thure
quyén khong phai cong chimg,
chung thye, nhung phai c¢6 gidy to
ching minh méi quan hé voi ngudi
uy quyeén.
R LA A a4k - Xuét trinh ban
M6ét trong cac giay to: hd chiéu, chinh hodic ban sao
chirng minh nhan dan, thé can cudc . .
R R L A . A c6 ching thuc
cong dan hoac giay to khac c6 dan , A
o e (truong  hop ndp
anh va thong tin ca nhan do co quan 01 true tiép):
4 | cd thAm quyen cap, con gia tri su ' ;

dung dé chung minh v€ nhan than
cua nguoi ¢d yéu cau cap ban sao
trich luc ho tich.

- Nop ban sao cé
chung thuc (truong
hop nop qua hé
théng buu chinh).
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II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhin va tra két

qua

Thoi gian xir ly

Phi

Bo phan tiép nhan va tra
két qua cua Uy ban nhan

dan quéan, huyén.

Trong ngay lam viéc co quan, to
chirc tiép nhan yéu cau (ngay trén
dau buu dién trong truong hop yéu
cau duwogc guii qua hé thong buu
chmh) hoac trong ngay lam viée
tiép theo néu tiép nhan yéu cau sau
15 gio.

8.000 dong/ ban
sao trich luc ho
tich.

III. TRINH TU XU LY CONG VIEC

Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Ho so/
Biéu mau

Dién giai

Bl

Nop hd so

To chuec,
ca nhan

Gio hanh
chinh

Theo muc
1

Thanh phan ho
theo muc 1

SO

B2

Kiém tra va
tiép nhan
ho so

Bo phan

tiép nhan

va tra két
qua

0,5 gio
lam viéc

Theo muc
1,
BM 01,
BM 02,
BM 03

- Kiém tra thanh phan
hd so.

- Truong hop hd so
day du, hop 16 thi lap
gidy tiép nhan hd so
va hen tra két qua
theo mau BM 01 (doi
voi truong hop tiép
nhan hdé so sau 15
g10); thuc hién tiép
budc B3.

- Truong hop hd so
chua day du hoic
chua hop 1¢ thi hudng
dan nguoi yéu cau
chirng thuce bo sung,
hoan thién hd so theo
mau BM 02, hoic
huéng dan nop ho so
dén co quan cd tham
quyén chang thuc,
néu nop ho so khoéng
dung co quan c6 tham
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quyén.

- Truwong hop ho so
khong dap tmg day du
diéu kién giai quyét
theo quy dinh thi 1ap
Phiéu tir chdi tiép
nhan, giai quyét ho so
theo mau BM 03.

- B6 phan tiép nhan
va tra két qua chuyén
hd so cho Phong
chuyén mon.

B3

Phan cong
thu ly ho so

Lanh dao
Phong Tu
phap

0,5 gio
lam viéc

Theo muc
1,
BM 01,
BM 02,
BM 03

Phan cong cong chirc
tham dinh, thu ly ho
SO.

B4

Xem xét,
thim dinh
ho SO’; dé
xuat giai
quyét
TTHC

Cong
chirc
Phong Tu
phap

01 gio lam
viéc

Ho so tigp
nhan

- Cong chue thy 1y ho
so tién hanh xem xét,
kiém tra, tham dinh
ho so;

- Can ctr vao Co so
dix liéu ho tich cua
quan, huyén, coOng
chirc phu trach ho tich
ghi nd1 dung, in ban
sao trich luc va vao
S6 cap ban sao trich
luc ho tich.

- Chuyén ban sao
trich luc ho tich cho
Lanh dao phong Tu
phap xem xét, ky
duyét.

B5

Xem xét, ky
duyét

Lanh dao
phong Tu
phap

01 gio lam
viéc

Hd so trinh
ky

Xem xét ho so, ky cap
ban sao trich luc hd
tich.

B6

Cong
chtrc
Phong Tu

0,5 gio
lam viéc

Két  qua
giai quyét

- Cho sO0 ban sao,
déng dau, nhap may,
in s6 chirng thure.
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phap - Chuyén k,é't qua cho
Bo6 phén ti€p nhan va
tra két qua
Tra két B6 phan - Thu phi theo quy
g7 | qud,lwuhd | tiepnhan | 0,5 giv Két qua | dinh.
so, thong | vatraket | lamviée | giai quyet |- Tra két qua cho ca
ké, theo ddi qua nhan/ t6 chuc.
- Thong ké, theo dai.
IV. BIEU MAU

- Cac biéu mau s dung tai cac bwéc cong viéc

STT | Ma hiéu Tén biéu miu
1 BM 01 | Mau Giay tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so
3 BM 03 | Mau Phiéu tir chéi tiép nhan giai quyét ho so
4 // To khat cép ban sao trich luc ho tich

V. HO SO CAN LUU

STT | M4 hiéu Tén biéu miu
1 BM 01 |Mau Giay tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau b6 sung, hoan thién ho so
3 BM 03 | Mau Phiéu tir chéi tiép nhan giai quyét ho so
4 // To khat cép ban sao trich luc ho tich
5 // SO cap ban sao trich luc ho tich
6 // Céc ho so khac néu co theo vin ban phap quy hién hanh

VI. CO SO PHAP LY

- Luat Ho tich ngay 20 thang 11 nadm 2014

- Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ciia Chinh phu quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich.

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chimg thyc chit ky va chung thue hop dong, giao dich.

- Thong tu s6 15/2015/TT-BTP ngay 16 thnag 11 nam 2015 cua Bo truong Bo
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Tu phap quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6
123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Hé tich.

- Thong tu s6 281/2016/TT-BTC ngay 14 thang 11 nam 2016 cia B6 Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi khai thac, st dung thong
tin trong co s¢ dir 1iéu hé tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
ngudi goe Viét Nam, 18 phi quéc tich.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mot s6 quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

- TO KHAI
CAP BAN SAO TRiICH LUC HQ TICH

Ho, chit dém, t&n NGUWOT YU CAU ....oo.oeiveeeeeeeeee oo ee e,

INOT CU T @) oot ee e es s

GIAY 10 Y ThAN: oottt

Quan h¢ vo1 nguoi dugce cr?ip ban sao Trich Tuc ho t1ch: ...oooeeeeeeeeeeeeee e

Pé nghi co' quan cAp ban sa0 trich Te™ ..o,
cho ngudi c6 tén dwdi day:

Ho, chit @&m, teN: ..., Giottinh: ..o

DN T0C, e Quéc tich: .o

NOT CU T @) oottt ee e

GIAY 0 Y ThAN: @) oo ettt
S6 dinh danh ¢4 NhAN (NEW CO): ..veveeeee oo et

DA GANE KY 1215 ) oottt

T61 cam doan nhiing nd1 dung khai trén day 1a dang su that va chiu trach nhiém trudc phap
luat vé cam doan ctia minh

Lamtqic .........ccccoveeeviinin , ngay ... thang ... nam .........
Nguwoi yéu cau
(ky va ghi rvd ho, chir dém, tén)

Chu thich:

) Ghi 3 tén co quan thyc hién viéc cr?ip ban sao trich luc ho tich.

@) Ghi theo dia chi dang ky thudng tra; néu khong c6 noi dang ky thuong tra thi ghi theo dia
chi dang ky tam tru; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi
ghi theo dia chi dang noi sinh song.

©) Ghi thong tin vé gidy to tiry than nhu: ho chiéu, chirng minh nhan dan hodc gidy to hop 18
thay thé (vi du: Chirng minh nhan dan s6 0010891235 do Cong an thanh phé Ha Noi cap
ngay 20/10/2004).

@) Ghi 13 loai viéc ho tich da ding ky trude day.

©) Ghi 13 tén co quan di dang ky ho tich trude day.

©) Ghi 15 loai gidy to ho tich di duoc cip trude day.

) Chi khai khi biét r3.
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QUY TRINH 3
Chirng thuc bén sao tir ban chinh céc gidy to, vin ban do co quan, t6 chirc
¢6 thAm quyén cia Viét Nam; co quan, t6 chirc ¢6 thim quyén ciia nwéc ngoai;
co quan, to chirc c6 thAm quyén cia Viét Nam lién két véi co quan, t6 chire
c6 thim quyén ciia nwéc ngoai cap hoic chirng nhin
(Ban hanh kém theo Quyét dinh s6 1113/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chu
1 Giay t(?, van ban lam co s¢ d€ chung 01 Ban chinh
thuc ban sao
‘ Theo nhu gﬁu cua
2 | Ban sao can chimg thue nguol yéu cau chung
thue
II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi
Noi tiép nhin va tra Thoi gian xir 1y Phi chirng thue

két qua

Trong ngay lam viéc hodc trong ngay
lam viéc tiép theo, néu tiép nhan yéu
cau sau 15 gio.

D01 vo1 treong hop cung mét luc yéu .
cau ching thuc ban sao tir nhiéu loai | 2.000 dong/trang.
ban chinh gidy to, van ban; ban chinh | T trang thir 03
c6 nhiéu trang; yéu cau so lwong | tro Ién thu 1.000
nhiéu ban sao; ndi dung gidy to, van | dong/trang,

ban phtec tap kho kiém tra, d6i chiéu | nhung mirc thu
ma Phong Tu phap khong the tra két | toi da thu khong
qua ngay trong ngay lam viéc hogc | qua 200.000
trong ngay lam viéc tiép theo, néu | dong/ban.

tiép nhan yéu cau sau 15 gio, thi thoi
han chung thuc duoc kéo dai thém
khoéng qua 02 ngay lam viéc hodc co
thé dai hon theo thoa thuén.

Bo phan tiép nhan va
tra két qua cua Uy ban
nhan dan quan, huyén.
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III. TRINH TU XU LY CONG VIEC

Buéc | ;. . Hb6
A NOi dung Trach N .2 X o
cong | . o n ‘n Thoi gian |  so/Biéu Dién giai
.A_ | CONg viec nhiém p
viéc mau
B1 Nophd | Tochae, | Gidhanh | Theo muc | Thanh phan hé so theo
SO’ ca nhan chinh 1 muc 1
- Trudng hop ho so day
du, hop 1é thi 1ap Giay
tiép nhan hd so va hen
tra két qua theo mau
BM 01 (dbi véi trudong
hop tiép nhan hd so sau
15 gio hoac cung mot
luc yéu cau chimg thuc
ban sao tir nhiéu loai
ban chinh gidy to, vin
ban; ban chinh c6 nhiéu
trang; yéu cau s6 luong
nhiéu ban sao; ndi dung
giay to phuc tap kho
Kidm tra kiém ‘tAra, ‘Adéi (,:hié'u);
va tiép‘ B4 phan Theo muc thuc hl‘en tiép bu’ocAB3.
nhin hd | tiép nhan | 01 gio lam 1 ) Tru’o;ng hOp vho SO
B2 se | vamakdt | viee BMo1, |Chua day du hodc chua
, hop 1¢ thi huéng dan
qua BM 02, oA A )
ngurol yéu cau ching
BM 03. thuc  bd hoan

sung,
thién hd so theo mau
BM 02, hoac hudng
dan nop hd so dén co
quan c¢6 tham quyén
chimg thuc, néu nop hod
so khéng dung co quan
c6 tham quyén.

- Truong hop nguoi yéu
cau ching thue chi Xuat
trinh ban chinh thi Uy
ban nhan dan quén,
huyén tién hanh chup
ban chinh dé thyc hién
ching thuc (trir truong
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hop Uy ban nhan dan
quan, huyén khong co
phuong tién dé chup).
- Truong hop ho so
khong dap ung day du
di€u kién giai quyét
theo quy dinh thi Iap
Phiéu tu ghéi ‘tiép nhan,
gidi quyet hod so theo
mau BM 03.
- Chuyén ban sao tir
ban chinh cho Lanh dao
Phong Tu phap xem
xét, ky duyét.
Xem xét, Laph dao 01 gio lam Hb so trinh XeH} Xet; ho ?O’ ky
B3 , ~. | Phong Tu A , duyét két qua giai
ky duyét . viée ky X
phap quyet.
- Cho ,sé ching thuec,
Lz dong dau, nhap may, in
Trf‘ i‘et . so chimng thuec.
qua, fuu | BO phan - Thu 1 phi theo
s | héso, | tiépnhan |02 givlam | Kétqua |go %P e
thong ké, | va tra két viéce giai quyéet | . ., i )
theo déi qué - Tra liet qua clrlo ca
nhén, t6 chie co yéu
cau.
IV. BIEU MAU
- Céc biéu miu sir dung tai cic budc cong viée:
STT M3 hiéu Tén biéu miu
1 BMO1 Mau Giay tiép nhan ho so va hen tra két qua
2 BMO02 Mau Phiéu yéu cau b sung, hoan thién ho so
3 BMO03 Mau Phiéu tir chéi tiép nhan giai quyét hd so
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V. HO SO CAN LUU

STT M3 hiéu Tén biéu miu
1 BMO1 Mau Giay tiép nhan ho so va hen tra két qua
2 BMO02 Mau Phiéu yéu cau b6 sung, hoan thién ho so
3 BMO03 Mau Phiéu tir chéi tiép nhan giai quyét ho so
4 // SO chirng thue
5 /I Cac ho so khac néu co theo vin ban phap quy hién hanh

VI. CO SO PHAP LY

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chtng thuc chit ky va chtng thuc hop dong, giao dich.

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh muec thu, ché d6 thu, nop, quan 1y va st dung phi chtng thye.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét tha tuc hanh chinh.
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QUY TRINH 4
Chirng thue chir ky trong cic gidy to, vin bén (thi tuc nay ciing 4p dung trong
truwong hop ching thwe diém chi khi ngudi yéu ciu ching thue chiv ky khong ky
dwge va treong hop ngudi yéu ciu ching thwe khong thé ky, diém chi dwec)
(Ban hanh kém theo Quyét dinh s6 1113/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chi
Giay ching minh nhan dan/Can cudc Ban chinh hoac
1 | cong dan hodc hd chi€u con gia tr1 su 01 ban sao cé chirng

dung thuc
A . . .~ |Theo nhu cau
Giay to, van ban ma nguoi yéu cau| |, N , ,
2 . 1 cua nguol yéu Ban chinh
chirng thure s€ ky vao. X f
cau ching thuce
Vin ban yéu cau chtng thye ngoai tru
3 | s6 (trong truong hop chung thuc ngoai 01 Ban chinh

tru so)

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhan va tra két
qua

Thoi gian xir ly Phi chiung thue

10.000
dong/truong hop

Trong ngay tiép nhin yéu cau
hodc trong ngay lam viéc tiép
theo, néu tiép nhan yéu cau sau
15 gio.

Bo phan tiép nhén va tra két
qua cua Uy ban nhan dan
quan, huyén.

III. TRINH TU XU LY CONG VIEC

Bube | (s dung Trach Thoi Ho .
cong AT A . so/Biéu Dién giai
‘n cong viec nhi¢m gian .
viéc mau
A 1A 1A G‘i 0 Theo Thanh phan hd so theo
B1 Nop ho so Canhan | hanh
: , muc 1 muc 1
chinh
Kiém tra va | Bo phan tiép | 0,5 gio | Theo |- Kiém tra ndi dung van
B2 tiép nhan | nhan vatra lam muc 1, |ban, cac gidy to tuy than
ho so két qua viée BM 01, |Vva nang lwc hanh vi cua
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BM 02,
BM 03.

ngudi yéu cau ching
thuc chir ky hoac diém
chi.

- Truong hop ho so day
da va hop 1€ thi yéu cau
nguwol chimg thuc ky
hodc diém chi vao gidy
to can chirng thue; Lap
Giay tiép nhan ho so va
hen tra két qua theo mau
BM 01 (dbi voi truong
hop tiép nhan ho so sau
15 gid); thyc hién tiép
budc B3.

- Truong hop hd so
chua dﬁy du hoac chua
hop 1€ thi hudéng dan
ngudi yéu cau ching
thuc b sung, hoan thién
ho so theo mau BM 02
hoac huéng dan nop ho
so dén co quan c6 tham
quyén chimg thuc, néu
ndp ho so khong dung
co quan cé tham quyén.

- Truong hop hd so
khong dap tng day du
diéu kién giai quyét
theo quy dinh thi lap
Phiéu tir chdi tiép nhan,
giai quyét hd so theo
mau BM 03.

B3

Tham dinh,
dé xuit giai
quyét
TTHC

B phan tiép
nhan va tra
két qua

1,5 giov
lam
viéc

Theo
muc 1

-Ghi day du 10i chimg
chirng thue chir ky hoac
diém chi (theo mau).

-Trinh lanh dao Phong
Tu phép ky chung thuec.

B4

Xem xét, ky
duyét

Lanh dao
Phong Tu
phap

01 gio
lam
viéc

Hb so
trinh ky

Xem xét ho so, ky duyét
két qua giai quyét.

B4

Tra két

B phan tiép

01 gioy

Két qua

- Cho sb chirng thue,
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qua, lru hd | nhén va tra lam giai déng dau, nhap may,
so,, thong két qua viée quyét | luu ho so, in s6.
ké, theo doi - Thu 1& phi theo quy
dinh.

- Luu 01 ban gidy to,
van ban da ching thuc
chitr ky hoac diém chi
theo quy dinh.

- Tra ho so cho ca nhan,
¢ yéu cau.

IV. BIEU MAU
Cic biéu miu sir dung tai cic budc cong viée:
STT | Mai hiéu Tén biéu miu
1 BMO1 | Mau Giay tiép nhan ho so va hen tra két qua
2 BMO02 | Mau Phiéu yéu cau bo sung, hoan thién hd so
3 BMO03 | Mau Phiéu tir chéi tiép nhén giai quyét hd so

V. HO SO CAN LUU

STT | Mai hiéu Tén biéu miu

1 BMO1 | Mau Giay tiép nhan ho so va hen tra két qua

2 BMO02 | Mau Phiéu yéu cau bo sung, hoan thién hd so

3 BMO03 | Mau Phiéu tir chéi tiép nhén giai quyét hd so

4 / S6 chung thuc

5 // Vin ban, giay to di duoce chimg thue

6 // Céc ho so khac néu co theo vin ban phap quy hién hanh

VI. CO SO PHAP LY

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chtng thuc chit ky va chtng thuc hop dong, giao dich.

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich.
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- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh muec thu, ché d6 thu, nop, quan 1y va st dung phi chtng thye.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mot s6 quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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QUY TRINH 5

Chung thyc chir ky ngwoi dich 1a cong tac vién cua Phong Tw phap
(Ban hanh kém theo Quyét dinh s6 1113/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chu
Xuét trinh ban dich va gidy tv, | L1e0 hu cau clia —
1 . Ao nguol  yéu cau Ban chinh
van ban can dich .
chirng thure

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhin va tra két Thoi gian xir Iy Phi chirng thue
qua
Trong ngdy tiép nhan yéu cau
B6 phan tiép nhan va tra két hogc tr? ng ;ngayAlamA Vlef tep
R ~ 1. | theo, néu ti€p nhan yéu cau sau 10.000
qua ciua Uy ban nhan dan L N A \
uAn, huyén 15 gi¢ hodc co thé kéo dai hon | dong/trudong hop
quan, o theo théa thuan bang van ban
vo1 ngudt yéu cau chung thue.

III. TRINH TU XU LY CONG VIEC

Bube )| \sidung | Trach | Thoi | Hb so/Bidu
cong A on " . x Dién giai
o n cong viec nhi¢m gian mau
viéc
Nguoi dich
la cOng tac Gios . .
Bl |Nop ho so vien dl(fh hanh | Theo muc 1 Thanh phan ho so theo
: thuat cua chinh muc 1
Phong Tu
phap
- Kiém tra thanh phan
Kiém tra | B phan 0,5 | Theomuc I, ho SO" A N
ny |VA tiép| tiépnhan | giv | BMOI, |- Truong hop ho so day
nhan hdso | vatrakét | lam | pBmo2, | du vahop I€ thi lap giay
qua vide BM 0 3’ tiép nhan ho so va hen

tra két qua theo mau BM
01 (d61 véi truong hop
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tiép nhan hé so sau 15
g10); thuc hién tiép bude
B3.

- Truomg hop ho so chua
day du hoic chua hop 1¢
thi huéng dan nguoi yéu
cau chimg thue bo sung,
hoan thién hd so theo
mau BM 02.

- Truong hop hd so
khong dap ung day du
diéu kién giai quyét theo
quy dinh thi 14p Phiéu tur
chdi tiép nhan, giai
quyét hd so theo mau
BM 03.

Thim B6 pha 15 - Ghi day du 16i chimg
B3 |  dinh, dé t.P pha-‘f‘ >~ chimg thye chit ky hoac
xuat giai J;Izrg kaéri lgal r(r); Theo muc 1 | diém chi (theo mau).
quyet qui viee - Trinh 1anh dao Phong
TTHC ' Tu phap ky chung thuec.
B4 Xem xét, 11;}?23 d%lor Ollargri | Hb so trinh Xem xét ho so, ky duyét
ky duyét phégp s ky két qua giai quyét.
- Cho ,s6' chirng thue,
dong dau, nhap may, in
i o sO.
rl:ra ket A BAQ phaAn 01 gio X - Thu 1€ phi theo quy
B5 | qua lwu ho | tiép nhan lam Keét qua dinh
0, tho a tra két i i4i quyé ' y
kz :the:)“:ig(”)i M qui viéc gla quyet | _ Luu 01 ban giay to,
b]

van ban di ching thuc
chit ky nguoi dich
- Tra két qua.
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IV. BIEU MAU

Cac biéu mau sw dung tai cac bwéc cong viéc:

STT | M4 hiéu Tén biéu miu
1 BMO01 | Mau Giay tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so

V. HO SO CAN LUU

STT | Ma hiéu Tén biéu miu

1 BMO01 | Mau Giay tiép nhan ho so va hen tra két qua

2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so

3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so

4 / S6 chung thuc

5 // Vin ban, giay to dich d duoc chung thuc

6 // Céc ho so khac néu co theo vin ban phap quy hién hanh

VI. CO SO PHAP LY

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chtng thuc chit ky va chtng thuc hop dong, giao dich.

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh muec thu, ché d6 thu, nop, quan 1y va st dung phi chtng thye.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cua Van phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ciia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot cira, mot cira lién
thong trong giai quyét tha tuc hanh chinh.
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QUY TRINH 6
Chirng thuc chir ky d6i véi nguoi khong phai l1a cdng tac vién
dich thuat cia Phong Tw phap
(Ban hanh kém theo Quyét dinh s6 1113/0P-UBND
ngay30 thang 3 ndm 2020 cua Chii tich Uy ban nhdn ddn thanh pho)
I. THANH PHAN HO SO
STT Tén ho so S6 lwong Ghi chi
Xuat trinh Gidy ching minh nhan Xuat trinh  ban
1 | dan hodac hd chi€u con gia tr1 su 01 chinh hoac ban
dung sao c6 chirng thuc
Xuat trinh bang ctr nhan ngoai ngir Yudt  trinh  ban
tro 1én vé thu tleng nuwdc ngoai can chinh hodc ban
2 | dich hodc bang tot nghi¢p dai hoc 01 <20 tir b e6c. ban
tro 1én d6i véi th tiéng nude ngoai ;59 BOS,
cAn dich sao co chung thuc
Ban cam két vé viéc }héng thao loai
ngbn ngtr khong phé bien va chiu
trach nhiém vé ndi dung ban dich
3 trong truong hop dich nhimg ngdn 01 Ban chinh
nglt khong pho bién ma nguoi dich
khong ¢6 bang ctr nhan ngoai ngi,
bang tot nghiép dai hoc nhung thong
thao ngdn ngir can dich.
T , . 4 ... .. | Theo nhu cau cua
Ban dich dinh kém giay t&, van ban A X , ,
4 XL nguoi  yéu cau Ban chinh
can dich ;
chirng thuc
Truong hop chung thuc ngoai tru so
5 thi nguol yéu cau chimg thuc phai 01 Ban chinh

nop van ban yéu cau chung thuc
ngoai tru s¢
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II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhin va tra két Thoi gian xir Iy Phi chirng thue
qua
Trong ngdy tiép nhan yéu cau
B phan tiép nhan va tra két | 03¢ rong ngdy lam vicc tiep
R ~ 1~ | theo, néu ti€p nhan yéu cau sau 10.000
qua ciua Uy ban nhan dan & hodc o6 thé kéo dai h A “ne b
uan, huyén 15 gi¢ hodc co thé kéo dai hon | dong/trudong hop
quan, w theo théa thuan bang van ban
vo1 ngudt yéu cau chung thue.

III. TRINH TU XU LY CONG VIEC

Bube ! \oi dung Trach . Ho .
cong N on " Thoi gian | so/Biéu Dién giai
‘n cong viec nhiém x
viéc mau
Nguoi
khong phai
B1 Nop hd so Laiérfong ditgﬁ G100 ,hémh Theo muc | Thanh phﬁn hd so
R ; chinh 1 theo muc 1
thuat cua
Phong Tu
Phap
- Kiém tra thanh
phan ho so.
- Trudomg hop ho so
day du va hop 18 thi
lap gidy tiép nhan ho
so va hen tra két qua
theo mau BM 01
Kiém tra B6 phan tid The? e (iéi Véj trug)’n g hop
va tiép QAphar} t1e13 0.5 gio > tiép ghan ho so sg:u
B2 ahan hd so nhan va tra la;n vide BM 01, 15 gio); thuc hién
: két qua ' BM 02, |tiep bude B3.

BM 03 |- Truong hop hd so
chua dﬁy du hoac
chwa hop 1€ thi
huéng dan nguoi
yéu cau chimg thuc
bo sung, hoan thién
ho so theo mau BM
02.
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- Truong hop ho so
khong dap tmg day
do diéu kién giai
quyét theo quy dinh
thi 1ap Phiéu tir chdi
tiép nhan, giai quyét
ho so theo mau BM
03.
- Ghi day du loi
Tham chimg chung thuc
dinh, d& | Bo phan tiép N chir ky ngudi dich
B3 | xultgisi | nhanvawa | B9 | THEOMUC o mau.
quyét két qua ' - Trinh lanh dao
TTHC Phong Tu phap ky
chirng thure.
Xem xét, Laph dao 01 giorlam | HO so trinh | XeAm Xft ho 50, ky
B4 , A Phong Tu A , duyét ket qua giai
ky duyét ; viée ky X
) phap quyet.
- Cho s6 chimg thue,
dong dau, nhap may,
L. in s0.
rl:ra ket A N v a A - Thu 1€ phi theo quy
qua, lu”? ho | BO Phan tlgp 01 giv lam Két qua | dinh.
B5 so, thong nhan va tra A . B . X
ké, theo két qua viece giai quyét - Lu;u O} ba~1n gidy
doi td, van ban da chu’ng
thuc chit ky nguoi
dich
- Trakét qua
IV. BIEU MAU

Cac biéu mau sw dung tai cac bwéc cong viéc:

STT | Ma hiéu Tén biéu miu
BMO1 Mau Giay tiép nhan ho so va hen tra két qua
2 BMO02 | Mau Phiéu yéu cau bo sung, hoan thién hd so
BMO03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so
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V. HO SO CAN LUU

STT | Ma hiéu Tén biéu miu

1 BMO1 | Mau Giay tiép nhan ho so va hen tra két qua

2 BMO02 | Mau Phiéu yéu cau bo sung, hoan thién hd so

3 BMO03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so

4 // Céc ho so khac néu co theo vin ban phap quy hién hanh
5 // SH chirng thuc

6 // Vin ban, giay to dich d duoc chung thuc

VI. CO SO PHAP LY

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chtng thuc chit ky va chtng thuc hop dong, giao dich.

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh muec thu, ché d6 thu, nop, quan 1y va st dung phi chtng thye.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét tha tuc hanh chinh.
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QUY TRINH 7

Chirng thwe viée sira ddi, bo sung, hity bé hop ddng, giao dich
(Ban hanh kém theo Quyét dinh s6 1113/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chu
Giay to ching minh tu cach cia nguoi ]?)an Chm,h horac
1 A A , 01 ban sao ¢6 ching
yéu cau ching thuce
thuc
Hop dong, giao dich da duoc chimg
2 | thuc tai noi da thwc hién ching thuc 01 Ban chinh
trudce day
Du thao hop dong, giao dich sua doi,
3 | b6 sung, huy bd hop dong, giao dich da 01 Du thao
dugce chirng thue
Van ban thoa thuan yé viée sira doi, bo
4 | sung, huy bo hop dong, giao dich cua 01 Ban chinh
cac bén tham gia hop dong, giao dich
Truong hop ndi dung sira doi, bo sung
cé lién quan dén tai san thi ngudi yéu
cau chung thuc phai ndp gidy chung
nhe;m qauyen so hu’u,A anyen su dunAg Ban sao kém ban
hodc giay to thay thé duoc phap luat . A A
5 ; Ko g ae o ~ 01 chinh d¢ doi
quy dinh doi voi tai san ma phap ludt chiéu
quy dinh phai dang ky quyén s& hiru,
quyén st dung; trir truong hop nguoi
lap di chiac dang bi cai chét de doa dén
tinh mang
Tru(?’pg ‘ho’p can o r}gumAlan} chu’p:g: Ban chinh hoic
nguol lam chimg phai xuat trinh giay i . 1
6 NN 2 . 01 ban sao c6 ching
to tuy than con gia tri sir dung d€ nguoi thue
thuc hién chung thuc ki€ém tra '
Truong hop chiung thuc ngoai try s thi
7 | ngudi yéu cau chung thwe phai ndp van 01 Ban chinh

ban yéu cau chirng thwrec ngoai tru s¢
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II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhin va tra két

qua

Thoi gian xir ly

Phi chiung thue

B0 phan tiép nhéan va tra két
qua cua Uy ban nhan dan

quan, huyén.

Trong ngay tiép nhan yéu
cau hogc trong ngdy lam
viéc tlep theo, néu tiép nhan

yéu cau sau 15 gio

30.000 dong/hop
dong, giao dich

III. TRINH TU XU LY CONG VIEC

Bude | \(sidung | Trach e Ho .
cong N o n on Thoi gian | so/Biéu Dién giai
‘n cong viec nhiém x
viéc mau
Ca nhan,
to chire da
B1 Nop hd so Lham Agia Gif‘)r hanh | Theo muc | Thanh phan hé so theo
: op dong, | chinh 1 muc 1
giao dich
trudce day
- Kiém tra thanh phan
hd so.
- Trudong hop ho so day
da va hop 1€ thi lap
gidy tiép nhan ho so va
hen tra két qua theo
mau BM 01 (d6i véi
truong hop tiép nhan hd
Kiém tra S0 sau 15 £10); thue
va tiép B6 phan ' Theo muc | hign tiép bude B3.
B> |nhan hé |ti€P nhan| 0.5 giolam L |- Truong hop hé so
S0 vaqtré két viéc BMOI1, |chwa diy du hoic chua
qua BM 02, |hop 1¢ thi huwdong dan
BMO03 |ngudi yéu cau chung
thuc bo sung, hoan
thién hd so theo mau
BM 02.
- Trudng hop hd so
khéng dap ung day du
diéu kién giai quyét
theo quy dinh thi 1ap
Phiéu tir chdi tiép nhan,
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giai quyét hd so theo
mau BM 03.
Tham . a Ghi div dd 1o chi
dinh. da B,Q phan ‘ - Ghi e;y u 1o1 chirng
B3 | xudt ’ i tiep nhan | 1,5 gio' 1am | Theo muc | (theo mau).
quygét va tra két vige 1 - Trinh 1anh dao Phong
TTHC qua Twu phap ky duyét.
Xem xét, | M da0 |y o am | Heso | Xem xet hd so, ky
B4 , ~. | Phong Tu A . . |duyét két qua g
ky duyét - VigC trinh ky X
) phap quyét.
X - Cho s,é chung thuec,
Ira i‘et B6 phan dong ddu, nhdp may,
qua, W &b nhan | 01 giolam | Kétqua |luuhd so, in so.
B5 ho so, N A ) .
£ ~ | vatraket viéc giai quyét | - Thu phi chimg thue.
thong ke, ud o 7 )
theo dbi q - Tra Aket qua cho ca
nhan, t6 chirc..
IV. BIEU MAU

Cac biéu mau sw dung tai cac bwéc cong viéc:

STT | Ma hiéu Tén biéu miu
1 BMO1 | Mau Giay tiép nhan ho so va hen tra két qua
2 BMO02 | Mau Phiéu yéu cau bo sung, hoan thién hd so
3 BMO03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so

V.HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BMO1 | Mau Giay tiép nhan ho so va hen tra két qua
2 BMO02 | Mau Phiéu yéu cau bo sung, hoan thién hd so
3 BMO03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so
4 // Céc ho so khac néu co theo vin ban phap quy hién hanh
5 // Vin ban, giay to di duoce chimg thue

VI. CO SO PHAP LY

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chtng thuc chit ky va chtng thuc hop dong, giao dich.

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
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Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh muec thu, ché d6 thu, nop, quan 1y va st dung phi chtng thye.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién

thong trong giai quyét tha tuc hanh chinh.
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QUY TRINH 8

Chirng thuc sira 15i sai s6t trong hop ddng, giao dich di dwoc ching thuc
(Ban hanh kém theo Quyét dinh s6 1113/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

I. THANH PHAN HO SO

STT Tén hd so

S6 lwong

Ghi chu

giao dich

Van ban thoa thuén cua cac bén
tham gia hop dong, giao dich vé
viéc stra 16i sai sét trong hop dong,

01

Ban chinh

chirng thue trude day

Hop dong, giao dich da duoc
2 | chung thuc tai noi da thuc hién

01

Ban chinh

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhin va tra két
qua

Thoi gian xir ly

Phi chiung thue

Bo phan tiép nhan va tra két
qua cua Uy ban nhan dan
quan, huyén.

Trong ngay tiép nhan yéu
hodc trong ngay lam viéc
theo, néu tiép nhan yéu
sau 15 gio.

cau
tlep
cau

25.000  dong/hop
dong, giao dich

III. TRINH TU XU LY CONG VIEC

Bubc | Noidung | Triach | Thoi | Hb so/Bidu
cong | . on on . x Dién giai
.~_ | cong viec nhi¢m gian mau
viéc
Ca nhén, t6
chac tham | Gio . AL LA
Bl | Nop ho so gla hop| hanh | Theo muc 1 g:in? phan h6 so theo
dong, giao| chinh '
dich
. - Kiém tra thanh phan ho
K‘lem .tfa B6 phan . | Theomuc I, | 5o,
va  tiép é ha 0,5 gio BM O] . N N
B2 |nhin ho|UP ANy > | - Trudmg hop ho so ddy
s va tra két| .. BMO02, | di va hop 1¢ thi 1ap gidy
qua ' BM 03 tiecp nhan ho so va hen
tra két qua theo mau BM
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01 (doi véi truong hop
ti€p nhan ho so sau 15
g10); thuc hién ti€p budc
B3.
- Truong hop ho so chua
day du hoaflc~ chua hop 1€
thi huéng dan nguoi yéu
cau ching thu"c bo sung,
hoNa‘m thién ho so theo
mau BM 02.
- Truong hop ho so
khong dap (g day da
diéu kién giai quyét theo
quy dinh thi lap Phiéu tur
choi tiép nhén, giai quyét
ho so theo mau BM 03.
Tham 1 5 ohan ) - Kiém tra va ghi sira 13i
dinh, de A 1,5 gio Lot
B3 xuit gii tep nhaP lam | Theomuc 1 | oo
2 va tra két A ' - Trinh 1anh dao Phong
quyet ui viee Tu phép kY x4c nha
TTHC q u phap Ky xac nhan.
Xem xét, Lar‘lh dao Ol‘glor Ho sotrinh | Xem xét, ky xdc nhan
B | 1y duyet |PhongTu | lam ky han ndi dung sira 16i
yduydt | an viée y p i dung :
Tra két o - Dong dau, luu ho so.
. Bo phan " 1A q .
qua, lru 4 . 01 gio Ao oo - Tra két qua cho ca
A tiép nhan . Két qua A A :
B5 ho so, v tra két lam x, |nhan, t6 chic tham gia
théng ke, qui viee | BATAWEL | pon ddng, giao dich.
theo doi - Thu phi chtng thye.
IV. BIEU MAU
Cic biéu miu sir dung tai cic budc cong viée:
STT | Mai hiéu Tén biéu miu
1 BMO1 | Mau Giay tiép nhan ho so va hen tra két qua
2 BMO02 | Mau Phiéu yéu cau bo sung, hoan thién hd so
3 BMO03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so
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V. HO SO CAN LUU

STT | Mai hiéu Tén biéu miu

1 BMO1 | Mau Giay tiép nhan ho so va hen tra két qua

2 BMO02 | Mau Phiéu yéu cau bo sung, hoan thién hd so

3 BMO03 | Mau Phiéu tir chéi tiép nhén giai quyét hd so

4 // Céc ho so khac néu co theo vin ban phap quy hién hanh
5 // Van ban da chimg thuc kém theo ho so

VI. CO SO PHAP LY

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chtng thuc chit ky va chtng thuc hop dong, giao dich.

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chiang thue hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh muec thu, ché d6 thu, nop, quan 1y va st dung phi chtng thye.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét tha tuc hanh chinh.
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QUY TRINH 9

Cép bin sao ¢6 chirng thwe tir bin chinh hop dong,

giao dich da dwoc ching thue
(Ban hanh kém theo Quyét dinh s6 1113/0P-UBND
ngay 30 thang3ndm 2020 cia Chii tich Uy ban nhdn ddn thanh phé)

I. THANH PHAN HO SO

STT

Tén ho so

S6 lwong

Ghi chu

dung.

Xuat trinh Gidy chang minh nhéan
dan hoac hd chi€u con gia tri su

01

Ban chinh hoac ban
sao co6 ching thuce

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhin va tra két

qua

Thoi gian xir ly

Phi chung thuc

Bo phan tiép nhan va tra
két qua cua Uy ban nhan

dan quan, huyén.

Trong ngay tiép nhan yéu cau
hodc trong ngay lam viéc tiép
theo, néu tiép nhan yéu cau
sau 15 gio.

2.000 dong/trang. Tir
trang tht 03 tr¢o 1én
thu 1.000 dong/trang,
nhung mirc thu toi da
thu  khong qua
200.000 d6ng/ban.

III. TRINH TU XU LY CONG VIEC

Eg:gc Noidung | Trach Thoi H3 so/ Didn gidi
.~ | cOng viéc nhiém gian Biéu mau
viéc
Ca nhan, t6
chic  tham
gia hop
dong, giao
B1 Nop  hé | dich; ngudi | Gio hanh | Theo muc | Thanh phan ho so theo
SO’ c6 quyén,| chinh 1 muc 1
nghia vu lién
quan dén
hop  dong
giao dich
B2 K‘iém F’I{-a BéAphér} tiéP 0.5 giv | Theomuc | AKiém tra thanh phan
va ftiep | nhan va tral g, Giae |y M o1, | POS o
nhin ho | két qua - Truong hop hod so day
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SO

BM 02,
BM 03

da va hop 1€ thi lap
gidy tiép nhan ho so va
hen tra két qua theo
mau BM 01 (dbi véi
truong hop tiép nhan
ho so sau 15 gid); thuc
hién tiép budc B3.

- Truong hop hd so
chua dﬁy du hoac chua
hop 18 thi huéng dan
ngudi yéu cau ching
thye bd sung, hoan
thién hd so theo mau
BM 02.

- Truong hop hd so
khong dap ung day du
diéu kién giai quyét
theo quy dinh thi lap
Phiéu tir chdi tiép nhan,
giai quyét hd so theo
mau BM 03, trong d6
gial thich rd ly do tr
chdi.

- B6 phan tiép nhan va
tra két qua chuyén ho
so cho Phong Tu phap.

B3

Xem xét,
tham
dinh ho
SO'; dé
xut giai
quyét
TTHC

Coéng chirc
phong Tu
phap

1,5 gio
lam viéc

HO so
tiép nhan

- Tién hanh cap ban sao
ttr ho so luu.

- Chuyén ban sao tir hd
SO géc cho Lanh dao
Phong tu phap xem xét,
ky duyét.

B4

Xem xét,
ky duyét

Lanh dao
Phong Tu
phap

01 gio
lam viéc

Hd so trinh
ky

Xem xét hd so, ky
duyét két qua giai
quyeét.

B5

Tra két
qua, luu
ho SO,
thong ké
va theo

Bo phan tiép
nhan va tra
két qua

01 gio
lam viéc

Két qua
giai quyét

- Cho sb chimg thuec,
déng dau, nhap may,
luu ho so, in sd chung
thuec.

- Tra két qua cho Ca
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doi nhan, to chuac tham gia
hop dong, giao dich;
ngudi ¢6 quyén, nghia
vu lién quan dén hop
ddng giao dich.

IV. BIEU MAU

Cic biéu miu sir dung tai cic budc cong viée:
STT | M4 hiéu Tén biéu miu
BMO1 Mau Giay tiép nhan ho so va hen tra két qua
2 BMO02 | Mau Phiéu yéu cau bo sung, hoan thién hd so

BMO03 | Mau Phiéu tir chéi tiép nhén giai quyét hd so

V. HO SO CAN LUU

STT M3 hiéu Tén biéu miu
1 BMO1 Mau Giay tiép nhan ho so va hen tra két qua
2 BMO02 Mau Phiéu yéu cau b sung, hoan thién ho so
3 BMO03 Mau Phiéu tir chéi tiép nhan giai quyét hd so
4 // Céc ho so khac néu co theo vin ban phap quy hién hanh
5 // S6 chung thuc

VI. CO SO PHAP LY

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chtng thuc chit ky va chtng thuc hop dong, giao dich.

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia B6 Tai chinh
quy dinh muec thu, ché d6 thu, nop, quan 1y va st dung phi chtng thye.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét tha tuc hanh chinh.
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QUY TRINH 10
Giai quyét yéu ciu bodi thwong tai co quan true tiép quan ly
ngwoi thi hanh cong vu gay thiét hai
(Ban hanh kém theo Quyét dinh s6 1113/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)
I. THANH PHAN HO SO
TT Tén ho so S6 lwong Ghi cha
Trwong hop nguwoi bi thiét hai truc tiép yéu ciu bdi thwong
1 | Van ban yéu cau bdi thudong (theo mau) 01 Ban chinh
Vin ban lam cin ¢t yéu cau boi thuong, trir X
5 | truong hop nguoi bi thiét hai khong duoc gui 01 " NOPW truc
hodc khong thé c6 van ban lam cin cir yéu tiep: Ban sao
cau bdi thuong keém ban chinh
y : -y dé déi chiéu.
Giay to ching minh nhan than cua nguoi bi .
3| thiét hai 01 - Nop qua buu
—— - chinh: Ban sao
A Tai liéu, ching ctr ¢6 lién quan dén viéc yéu 01 c6 chimg thuyc.

cau boi thudong (néu co).

Truwong hop ngudi yéu ciu boi thuong la nguoi thira ké (néu c6 nhiéu nguoi
thira ké thi nhitng ngwdi thira ké do phai cir ra mot ngwoi dai dién) hodc la
ngwoi dai dién cua ngwoi bi thiét hai

1 | Van ban yéu cau bdi thudong (theo mau) 01 Ban chinh
Vin ban lam cin ¢t yéu cau boi thuong, trir
treong hop nguoi bi thiét hai khong duge gut
2 < A R e s o T 01
hodc khong thé c6 van ban lam can cu yéu
cau boi thuong
5 | Tai liéu, chimg cir c6 lién quan dén viéc yéu 01 " N@Pq truc
cau boi thuomg (néu ¢o). tiep: Ban sao
T ! ) " . " kém ban chinh
Giay to chung minh nhan than cua nguoi R 2R 1%
4 N AT e 01 de doi chicu.
thira k&, nguoi dai dién cia nguot bi thiét hai R
- - Nop qua buu
5 Van ban uy quyén hop phdp trong truong 01 chinh: Ban sao
hop dai dién theo uy quyén c¢6 chimg thuc.
Truong hop ngudi bi thiét hai chét ma co di
5 chuc thi nguot yéu cau boi thuong phai cung 01

cap di chic, truong hop khong c6 di chic thi
phai c6 van ban hop phap v€ quyén thira ké.
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II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhan va tra két

qui Thoi gian xwr ly L¢ phi

Co quan truc tiép quan ly |- Trong thoi han 25 ngay lam viéc keé
ngudi thi hanh céng vu gdy | tir ngay nhan ho so day du, hop 1é
thiét hai (cap huyén). (ddi voi vu viée nguol yéu cau bdi
thuong nop ho so yéu cau boi thuong
truc tlep tai co quan giai quyet boi
thuong)

- Trong thoi han 40 ngay lam viéc ké
tir ngay nhan hd so day di, hop 18
(d6i voi vu viée phtc tap hodac phai| Khong
xac minh tai nhiéu dia diem).

- Truong hop ngudi yéu cau boi
thuong nop ho so yéu cau boi thuong
qua buu chinh, hd so chua day du
hodc theo thoa thuan gitra ngudt yéu
cau boi thuong va nguodi giai quyét
boi thuong thi co the kéo dai thoi gian
giai quyét theo quy dinh.

III. TRINH TU XU LY CONG VIEC

Budc

A N¢i dung Trach e . Ho6 so/Biéu | .x ...
cong A en ‘A Thoi gian x Dién giai
. n cong viéc nhiém mau
viéc : :
Nguoi

Nguoi yéu cau boi

Bl Nop ho so yeukc%au Gio ,hanh Theo Muc I | thuong chuan bi hod
. boi chinh so theo quy dinh
thuong quy dinh.
- ‘Ghi vao §6 nhé}n
ho so va cap Giay
2 . o tiép nhan hd so va
Kiem trava | Bophan | ()5 .| Theo Muc 1y o1t qua (BM
B2 | tiép nhin ho tiep 1Am vide IR 01)
SO’ nhan ' BM 0l. '

- Chuyén hd so vé
Phong chuyén mon
deé xu ly.
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Bube | Noidung | Trich | ... . |Hdso/Bidu| .. ..
cong N on on Thoi gian x Dién giai
o n cong viec nhi¢m mau
viéc
Lanh Lanh dao Phe
. ) dao . Theo Muc an R aoA Orfg
B3 Phan cong xw Phon 0,25 ngay I chuyén moén phan
Iy ho so chu é%l lam viéc BM’ 01 cong thu ly, giai
4 quyét ho so.
mon
* Tién hanh doi
chicu quy dinh,
kiém tra tinh hop 1€
cua ho so:
- Néu hd so hop 16:
thu ly ho so (BM
04) va vao s6 thu
ly, thwe hién tiép
B9 den B14.
- Néu thudc truong
hop khong thu ly
theo quy  dinh:
thong bao bang van
Theo Muc ban“(Bl\A/[ 04‘) ChAO.
I nguwdl yéu cau boi
.2 A o > thuong va co quan
Kiém tra ho Nguoi . BM 01: ) ) . :
B4 so' va dé xuat | thu ly ho 1"5 ngﬁy ’ qlgan }y nhe} nu’o;q
A lam vigc BMO03; |vé cong tac boi
thu ly ho so SO . . .
) BM 04; | thuong nha nude.
Totrinh. |- Néu hd so chua

day du theo quy
dinh: du thao van
ban yéu cau nguoi
yéu cau bo sung hd
so (BM 03); thuc
hién tiép B5 dén
B7.

- Néu ngudi yéu
cau bodi thuong dé
nghi thu thap van
ban lam can ctr yéu
cau boi  thuong
hodc can lam rd néi
dung van ban lam
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BP’ o¢ Noi dung Trach v Ho so/Biéu | ..x ...
cong N on on Thoi gian x Dién giai
o n cong viec nhi¢m mau
viéc
can ctr yéu cau boi
thuong: du  thao
van ban yéu cau co
quan nha nudc,
ngudoi  ¢6 tham
quyén cung cap/lam
15; thwe hién tiép
BS dén B7.
* Lap To trinh,
trinh Lanh dao
Phong chuyén mon
xem xet.
-H6 so
trinh
- BVM 93 Lanh dao Phong
Lanh Iqloackvan .| chuyén mén xem
Xem xét dao | 1 iy banciinghl xét, ky to trinh, ky
B5 i hk', Phong 14m viee . /l‘g _ |nhay du thao van
rinh iy chuyén ‘ °a13. am 1o ban, trinh 1anh dao
mon nQ} du{lg co quan, don vi ky
‘Van lvoan, duyét.
lam can cur
yéu cau boi
thuong.
-H6 so
trinh Lanh dao co quan,
-BMO3 1400 vi xem xét va
hodc van Ao ,
Lanh ban d& nghi | d‘iyelt)xvan bﬁ?
s dao co | 1,5 ngay cung | on a9 SUns A9
B6 Ky duyét . . . .° _|so hoac van ban dé
. quan, | lamviéc | cap/lamrd | .. Ty
don vi noi dung it tullg cep/
SR r0 nd1 dung van ban
‘Van lvaan, lam can cur yéu cau
lam can et | 57 ) romo
yéu cau boi
thuong.
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi gian

Ho6 so/Biéu
mau

Dién giai

B7

Ban hanh
van ban

Van thu
cua Co
quan,
don vi

0,5 ngay
lam viéc

Ho so da
duoc phé
duyét

Van tl}u’ thuc hi,én
cho s6, dong dau,
phat hanh van ban.

B8

Tiép nhan ho
so' bo
sung/lam ro

Bo phan
tiép
nhan

Gio hanh
chinh

Ho so theo
yéu cau

- Trong thot han 05
ngay lam viéc ke tir
ngay nhan duoc
yéu cau cua Thu
treong co quan giai
quyét boi thuong,
ngudi yéu cau boi
thuong phai  bo
sung hd so, co
quan nha nudc,
ngudoi  ¢6 tham
quyén  phai cung
cap van ban lam
can ctr yéu cau boi
thuong hoac lam ro
ndi dung van ban
lam can cr yéu cau
bdi thuong.

- Chuyén ho so cho
nguoi thu ly, giai
quyét ho so dé xir
1y tiép.

B9

Cwr nguoi
giai quyét boi
thuwong
(thwe hién
SOng song voi
budc B10)

Nguoi ‘
thu ly ho
SO

0,5 ngay
lam viéc

Lanh
dao
phong
chuyén
mon

0,5 ngay
lam viéc

- H6 so
trinh;
- BM 06.

Pé xuat va du thao
Quyét dinh cu
nguoi  giai  quyeét
bdi thuong (BM
06), trinh Lanh dao
Phong chuyén mon
xem xét.

Xem xét, ky nhay
van ban, trinh Lanh
dao co quan, don vi
duyét ky van ban.
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BP’ o¢ Noi dung Trach e . Ho so/Biéu | ..x ...
cong N ‘n ‘n Thoi gian x Dién giai
. n cong viec nhi¢m mau
viéc
Lanh XemA Xét, duyet k}/
\ Quyét dinh cwr
dao co | 0,75 ngay N p
uan lam viéc nguot - glai - quyet
quan, ' bol thuong (BM
don vi
06).
Van tl}u’ thuc hi,én
cho s6, dong dau,
ot i i b
cuaco | 025083y |\ pyro6 | Ay bdi thuong va
quan, lam viéc s 11
. co quan quan ly nha
don vi ) A A .
nroe ve cong tac
boi thuong nha
nuwoc).
- Tam ung kinh
phi béi thudng
(néu c6): Ngay sau
15 nes khi thu ly ho so,
neay ngudi  giai  quyét
Xa inh .. .
.z}\c m1.n R Nguoi (twong - BM 07 | bdi thuong co trach
thiét hai va s duong 11 (néu co): n e .
. . glal < 7. > | nhiém xac dinh gia
tam vng kinh X ngay lam A1 o - 2%
B10 , DA quyét >0y 1. | -Biénban |tri cac thiét hai vé
phi boi e viée), ké ) A . A .
X £ boi N thoa thuan. |tinh than va céac
thwong (néu X tr ngay A T 14s A
. thuong T A thiét hai khac co thé
co) thu ly ho , .
o tinh dwoc ngay ma

khong can xac minh
va d& xuat Thu
tredng co quan giai
quyét boi thuong
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi gian

Dién giai

Truong
hop vu
viéc phirc
tap hoac
phai xac
minh tai
nhiéu dia
diém thi
thot han
xac minh
thiét hai la
30 ngay
(twong
dwong 22
ngay lam
viéc), ke
tir ngay
thu 1y ho
SO.

viéc tam trng kinh
phi bdi thuwong va
muc tam wtng cho
ngudi yéu cau boi
thuong.

- Xac minh thiét
hai:

Thuc hién viéc xac
minh cac thiét hai
theo yéu cau trong
ho so. Truong hop
can thiét, c6 thé yéu
cau ngudi yéu cau
boi  thuong, ca
nhan, t6 chtrc khac
co lién quan cung
cap tai liéu, ching
cr lam co s& cho
viéc xac minh thiét
hai, dé nghi dinh
gia tai san, giam
dinh thiét hai hoac
lay v kién cia ca
nhan, t6 chic co
lién quan vé thiét
hai, mic  boi
thuong.

* Thot han xac
minh thiét har ¢6
thé duoc kéo dai
theo thoa thuan
gitta ngudi yéu cau
boi  thuong va
nguoi  giai  quyeét
bdi thuong nhung
toi da 1a 15 ngay
(twong duong 11
ngay lam viéc) keé
tir ngay hét thoi han
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BP’ o¢ Noi dung Trach e . Ho so/Biéu | ..x ...
cong N on on Thoi gian x Dién giai
o n cong viec nhi¢m mau
viéc
xac dinh thiét hai
theo quy dinh, viéc
thoa thuan phai
duoc 1ap thanh bién
ban va co6 chir ky
cua nguol  giai
quyét bdi thuong,
chit ky hoac diém
chi cua nguodil yéu
ciu boi thuong vao
timg trang cua bién
ban.
Ngudi giai  quyét
Ngudi bdi thuong phai
Bao cao xac giai 03 ngay hoan thémh béo célq
Bl11 minh thiét quyét 14m vidc BM 08 xac minh thiét hai
hai boi ' (BM 08) lam can
thuong ctr dé thwong luong
viéc boi thuong.
Tién hanh | N&UO! Chuan bi tai liéu,
thwong lwong glai 02 ngay c'ha} diem, ‘Athu’ ot
B12 a1y Al quyét N // thanh phan tham
viéc boi 1. lam viéc .
th.u’(‘rng b91 g%% tlil‘m’ng‘ lrong
thuong viéc boi thuong.
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BP’ o¢ Noi dung Trach e . Ho so/Biéu | ..x ...
cong N on on Thoi gian x Dién giai
o n cong viec nhi¢m mau
viéc
*  Viéc thuong
lwong duoc thuc
hién theo cac budc
sau day:
. a) Nguodi yéu cau
10 ngay bdi thuong trinh
(twong bay y kién vé yéu
duong 07 cau bdi thuong clia
ngaxlam minh va cung cap
vige) bo sung tai liéu,
chung cur lién quan
dén yéu cau boi
thuong cia minh
(néu co);
b) Nguoi giai quyét
boi thuong cong bd
Thanh bdo cdo xac minh
phﬁn thiét hai;
Thuwong tham gia ¢) Ngudi giai quyét
BI3 lwgng viée | thuong bdi  thuong va
boi thuong luong Truomg nguodi yéu cau boi
theo quy hop vu thuong trao doi,
dinh Vi'éC 06 thoa thudn vé cac
nhiéu tinh not dung thuong
tiét phtrc luong;
tap thi d) Dai dién co quan
thoi han giai  quyét  boi
thuong thuong trinh bay y
lugng t6i kién; ngudi  thi
dalal1s hanh cong vu gy
ngay (11 thiét hai trinh bay y
ngay lam kien (néu cd); ca
viée) nhan, dai dién t6

chirc khac phat bicu
y kién theo yéu cau
cua nguoi chu tri;

d) Pai dién co quan
tai chinh néu y kién
vé cac loai thiét hai,
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BP’ oc Noi dung Trach v Ho so/Biéu | ..x ...
cong N ‘n ‘n Thoi gian x Dién giai
viee cong viec nhi¢m mau

muc thiét hai, s
tien boi  thuong
(néu co);

¢) bai dién co quan
quan ly nha nudc
vé cong tac boi
thuong nha nudc
phat bicu v kién.

* Thot han thuong
luong c6 thé duoc
kéo dai theo thoa
thuan gitra nguol
yéu cau boi thuong
va nguoi giai quyét
bdi thuong nhung
toi da la 10 ngay
(07 ngay lam viéc)
ké tir ngay hét thoi
han thwong lwong.

* Nguoi giai quyét
boi thuong cé trach
nhiém 1ap bién ban
viéc thuong luong
(BM 09). Truong
hop cic bén tién
hanh thwong lwong
nhiéu lan thi sau
mdi lan thwong
lwong déu phai 1ap
bién ban. Bién ban
két qua thuong
lwuong phar ghi 10
nhiing n61  dung
chinh theo quy
dinh, xac dinh 1o
viéc thuong luong
thanh hodac khéng
thanh, phai c6 chir
ky hodc diém chi




CONG BAO/SH 95+96/Ngay 01-5-2020

51

Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi gian

Dién giai

ciia ngudi yéu cau
bdi thuong, chir ky
cua dai dién cac co
quan, nguodi tham
gia thuong luong
va duoc giao cho
mdi ngudi 01 ban
tai budi thwong
luong

*  Truong
thuwong lwong
thanh: nguoi giai
quyét boi thuong
du thao Quyét dinh
giai  quyét  bdi
thuong, trinh Thu
tredng co quan giai
quyét boi thuong
ky duyét.

hop

Bl14

Ban’hz‘inh
Quyét dinh

giai quyét boi

thuong

Thu
truwong
co quan
giai
quyét
boi
thuong

Thuc hién
ngay khi
co bién
ban két
qua
thuong
luong
thanh

BM 09;
BM 10;
BM11.

Ky quyét dinh giai
quyét boi thuong va
trao cho nguoi yéu
cau bodi thuwong tai
budi thwong lugng.
Truong hop nguoi
yéu cau boi thuong
khong nhan quyét
dinh giai quyét bdi
thuong thi nguoi
giai  quyét  bdi
thuwong l1ap bién ban
vé viée khéng nhan
quyét dinh. Bién
ban phai c¢6 chit ky
cua dai dién cac co
quan tham gia
thuwong luong. Bién
ban phai néu ré hau
qua phap ly cua
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Bube | Noidung | Trich | ... . |Hdso/Bidu| .. ..
cong N on on Thoi gian x Dién giai
o n cong viec nhi¢m mau

viéc
viéc khong nhan
quyét dinh giai
quyét boi thuong
theo quy dinh tai
diém d khoan 1
bieu 51 cua Luat
nay. Co quan giai
quyét boi thuong
phai girt cho nguoi
yéu cau boi thuong
trong thoi1 han 05
ngay lam viéc ké tur
ngay lap bién ban.

IV. BIEU MAU
Cic biéu miu sir dung tai cic budc cong viée:
STT | Mi hiéu Tén biéu miu

1 BM 01 |Mau Giay tiép nhan ho so va hen tra két qua.

2 | BMO02 | Van ban yéu cau boi thuong (Mau 01/BTNN)

3 BM 03 Thong bao vé viée bo sung hd so yéu cau bdi thuong (Mau

02/BTNN)
A BM 04 Théng béONVé viéc thu ly hoac khong thu ly hé so yéu cau boi
thwong (Mau 03/BTNN)

5 BM 05 | Thong bao vé viéc ding viée giai quyét yéu cau bdi thuong

6 BM 06 | Quyét dinh ctr ngudi giai quyét bdi thuong (Mau 05/BTNN)

7 BM 07 | Quyét dinh tam ung kinh phi boi thuong (Mau 06/BTNN)

8 BM 08 | B4o c4o xac minh thiét hai (Mau 07/BTNN)

9 BM 09 | Bién ban két qua thuong lugng viéc boi thuong (Mau 08/BTNN)

10 | BM 10 | Quyét dinh giai quyét boi thuong (Mau 09/BTNN)

11 | BM 11 |Bién ban trao quyét dinh giai quyét bdi thuong (Mau 10/BTNN)
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V. HO SO CAN LUU

STT | Mi hiéu Tén biéu miu
BM 01 |Mau Giay tiép nhan ho so va hen tra két qua.
2 BM 02 | Van ban yéu cau bdi thuong
BM 03 | Thong bdo vé viéc bo sung ho so yéu cau bdi thuong
A BM 04 gllllrégnngg bao vé viéc thu ly hodc khong thu 1y hd so yéu cau boi
5 BM 05 | Thong bao vé viéc ding viée giai quyét yéu cau bdi thuong
6 BM 06 | Quyét dinh cir nguoi gidi quyét boi thuong
7 BM 07 | Quyét dinh tam tng kinh phi bdi thuong
8 BM 08 | Bao cao xac minh thiét hai
9 BM 09 | Bién ban két qua thwong luong viée boi thuong
10 | BM 10 | Quyét dinh giai quyét boi thuong
11 | BM11 |Bién ban trao quyét dinh giai quyét bdi thuong
12 / C?l')c hd so khac néu ¢6 theo van ban phap quy hién hanh (néu
co).

VI. CO SO PHAP LY

- Luat Trach nhiém boi thuong cia Nha nude s6 10/2017/QH14 ngay 20/6/2017;

- Nghi dinh s6 68/2018/ND-CP ngay 15/5/2018 ciia Chinh phu quy dinh chi tiét
mot s6 diéu va bién phap thi hanh Luat Trach nhiém boi thuwong cua Nha nuéc;

- Thong tu s6 04/2018/TT-BTP ngay 17/5/2018 ciua Bo Tu phap vé ban hanh
mot s6 biéu mau trong cong tac boi thuong nha nuée.

- Théng tu 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cua Van phong
Chinh phu huéng dan thi hanh mot s6 quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién

thong trong giai quyét thu tuc hanh chinh./.
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MAu 01/BTNN
(Ban hanh kém theo Thong tw s6 04/2018/TT-BTP ngay 17/5/2018)
CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

VAN BAN YEU CAU BOI THUONG

Kinh giri: ..o (1)

Ho va tén ngudi yéu cau boi thudng:...................... (2) o
Gidy to ching minh nhan than:.................. (3t
Piachi: ........................ (B) e

S6 dién thoai (néu co):......

EMAIL (NEU CO):. et

La (5) e

Cén ct

e (6)- el (néu o)

- Hanh vi gay thiét hai cua ngudi thi hanh cong vu gay thiét hai:..............

Trén co so d6, toi d€ nghi Quy co quan xem xét, giai quyét bdi thuong thiét hai theo
quy dinh ctia Luat Trach nhiém boi thudng ciia Nha nude, bao gdbm cac ndi dung sau:

I. THIET HAI YEU CAU BOI THUONG (7)
1. Thiét hai do tai san bi xam pham (néu c6), cach tinh, mirc yéu cau boi thuong

2. Thiét hai do thu nhép thyc té bi mat hoac bi giam sut (néu c6), cach tinh, mirc yéu
cau bdi thuong

3. Thiét hai vé vat chat do ngudi bi thiét hai chét (néu c¢6), cach tinh, mirc yéu cau boi
thuong

4. Thiét hai vé vat chit do stc khoe bi xAm pham (néu c6), cach tinh, muc yéu cau
bdi thudng



CONG BAO/SH 95+96/Ngay 01-5-2020 55

Tong s6 tién yéu cAu boi thuwrdN@: .......ooovooeeeeeeeeeeeeeeeeeeeee, (dong)

(VIE1 BANG CREE: ..........o.ooeeeoeeeeeeeeeeee e )
II. PE NGHI TAM UNG KINH PHi BOI THUONG (néu c6)

1. Kinh phi dé nghi tam ng

Can ctr quy dinh tai Diéu 44 Luat Trach nhiém boi thuong cua Nha nudc, to1 dé nghi
duoc tam tmg kinh phi boi thudng ddi véi cac khoan sau:

1.1. Thiét hai vé tinh than

S6 tien dé nghi tam TG 1A:.........o.oooieeeeeeeeeee e dong

(VIE1 BANG CREE: ..........o.ooeeeoeeeeeeeeeeee e )
Tai lidu, ching ¢ kem theo (NEU CO):....vvvmeieeeeeeee e,

1.2. Thiét hai khac c6 thé tinh dugc ngay ma khong can xac minh: ....(8)

S6 tien dé nghi tam TG 1A:........o..oovooeeeeeeeeeeeeeeeeeee e, dong

(VIE1 BANG CREE: ..........o.ooeeeoeeeeeeeeeeee e )
Tai lidu, ching ¢t Kem theo (NEU CO):....vvveeeeeeeeeeee e

1.3. Tong sb tién dé nghi tam &ng: .................ceeevveeeeeeeeennn......dONg.

(VIE1 BANG CREE: ..........o.ooeeeoeeeeeeeeeeee e )
2. Thong tin nguoi nhan tam ng kinh phi bdi thudng:

-Hovatén:... ......ooiid(D)

- Gidy to ching minh nhan than: ...................... (10,
-Piachi: ... (L),

- Phuong thirc nhan tam @ng kinh phi bdi thuong

III. CAC NOI DUNG KHAC CO LIEN QUAN

1. B¢ nghi thu thap vén ban 1am cin ¢t yéu cau boi thudng (néu cd)
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Pé nghi Quy Co quan xem xét, giai quyét bdi thuong cho toi/...(15).. theo quy dinh
cua phap luat.

. (16)..... ngay ... thang ... nam ... ..
Ngudi yéu cau boi thuong (17)

DANH MUC GIAY TO, TAI LIEU GUI KEM (néu c6):

Huéng din siv dung Méu 01/BTNN:

(1) Ghi tén co quan giai quyét bdi thuong 13 co quan truc tiép quan 1y nguoi thi hanh
cong vu gay thiét hai.

(2) Néu nguoi yéu cau bdi thuong 13 c4 nhan ngudi bi thiét hai thi ghi ho tén cua ngudi
bi thiét hai hodc ngudi dai dién theo ty quyén cua ngudi bi thiét hai; doi voi truong hop
ngudi bi thiét hai chét thi ghi ho tén nguoi thira ké ctia ngudi bi thiét hai; ddi voi truong hop
ngudi yéu cau boi thudong 1a nguoi chura thanh nién, ngudi mat ning lyc hanh vi dan su, nguoi
han ché nang lyc hanh vi dan su, nguoi ¢é kho khan trong nhan thirc 1am chu hanh vi thi ghi
ho tén, dia chi cia ngudi dai dién theo phap luat cua ca nhan do; néu nguol yéu cau boi
thuong 13 to chie thi ghi tén to chirc va ghi ho, tén cia ngudi dai dién theo phap luat cua to
chuce d6.

(3) Ghi sb, ngay cap, noi cap chirng minh nhan dan hodc cin cudc cong dan hoic hd
chiéu hodc gidy to trong tng cia ca nhan ngudi yéu cu boi thudng 14 ngudi bi thiét hai
hodc ngudi dai dién theo phép ludt ctia nguot bi thi€t hai trong trudng hop nguoi bi thiét hai
1a ngudi thude trudng hop phai co6 nguodi dai dién theo phap luat theo quy dinh cia B luat
dan su. Truong hop nguoi yéu cau boi thudong 1a ngudi thira ké cua nguoi bi thié¢t hai hodc
nguoi dai dién theo iy quyen cta nguoi bi thiét hai thi ngoai gidy to chimg minh nhan than
ca nhan cua nguodi yéu cau b01 thuong can ghi thém van ban ty quyén hop phap trong
truong hop dai dién theo iy quyén; di chuc trong truong hop ngudi bi thiét hai chét ma c6 di
chuc, truomg hop khong cé di chic thi phai c6 vin ban hop phap vé quyén thira ké; truong
hop ¢ nhiéu ngudi thira ké thi phai c6 gidy to chirng minh nhan than cia nguoi duoc ctr lam
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dai dién va van ban hop phap ve viéc dugc cir lam dai dién cho nhitng nguoi thira ke con lai.

Truong hop nguoi yéu cau boi thuong 1a t6 chirc thi ghi sd, ngay cap, noi cap mot
trong cac giay to sau: Quyet dinh thanh 1ap, Gidy chimg nhan dang ky doanh nghlep, G1ay
dang ky h¢ kinh doanh, Gidy ching nhan dang ky dau tu, gidy phép hoic cac gidy to ¢6 gia
tri nhu gidy phép theo quy dinh ciia phap luat chuyén nganh.

(4) Néu nguoi yeu cau boi thuong la ca nhan thi ghi déy du dia chi noi cu tri tai thoi
diém ndp van ban yéu cau bdi thuong; néu nguoi yéu cau boi thuong la co quan, t6 chire thi
ghi dia chi tru s& chinh cta co quan, t6 chirc d6 tai thdi diém ndp vin ban yéu cau boi
thuong.

(5) Ghi mot trong cac trudng hop:

- Truong hop ngudi yéu cau bdi thudng 1a ngudi bi thiét hai thi ghi: “ngudi bi thiét
hal”,

- Trudng hop ngudi bi thiét hai chét thi ghi: “ngudi thira ké cua.... (néu tén ciia nguoi
bi thiét hai)..... ;
- Trudng hop c6 nhiéu nguoi thira ké thi ghi: “ngudi dai dién cho nhitng nguoi thira ké

2%

cua .... (néu tén cua nguoi bi thiét hai).....”.

- Truong hop t6 chirc bi thiét hai da cham dirt ton tai thi ghi: “dai dién cho ... (néu tén
10 chirc ké thira quyén, nghia vu)... ké thura quyén va nghia vu cua....(néu tén to chirc bi thiét
hai dd cham durt ton tai) thuc hién quyén y€u cau boi thuong”;

- Trudng hop phai co6 ngudi dai dién theo phap luat theo quy dinh cua B0 luat dan su

2%

thi ghi: “nguot dai dién theo phap luét cua .... (néu tén cua nguoi bi thiét hai).....”;

- Truong hop uy quyén thuc hién quyén yéu cau boi thuong thi ghi: “ngudi/phap
nhén duoc ........ (néu tén cua nguoi bi thiét hai hodc ngiroi thira ké cua nguoi bi thiét hai
trong truwong hop nguoi bi thiét hai chét hodc t6 chire ké thira quyén, nghia vu ctia to chirc
bi thiét hai da cham dirt ton tai hodc ngwoi dai dién theo phdp ludt ciia nguwoi bi thiét hai
thugc trirong hop phai c6 nguoi dai dién theo phdp ludt theo quy dinh cua B9 ludt ddn si)
ity quyén thuc hién quyén yéu cau boi thuong”.

(6) Ghi tén van ban 1am cin ctr yéu cau bdi thuong (s6 hiéu, ngay thang nim ban
hanh, co quan ban hanh va trich y€u ctia van ban).

(7) Ghi timg loai thiét hai cu thé, cach tinh va mirc yéu cau boi thuong theo quy dinh
tuong ung tur Dicu 22 dén Bicu 28 Luat Trach nhi¢m boi thudng ciia Nha nudec.

(8) Ghi rd loai thiét hai nao dé nghi tam tng.
(9) Ghi ho tén ngudi nhan tam tng kinh phi bdi thuong.

(10) Ghi sd, ngay cap, noi cap chirng minh nhan dan hodc can cudc cong dan hodc hod
chi¢u hodc loai gidy to tuong tmg clia ngudi nhan tam tng kinh phi boi thuong.

(11) Ghi noi cu trii ciia ngudi nhan tam ang kinh phi boi thuong.

(12) Ghi phuong thirc nhan tam tng kinh phi bdi thuong: nhan truc tiép bang tién
mit hodc nhan qua chuyén khoan. Trudong hop nhan qua chuyén khoan ghi r& s6 tai khoan,
chu tai khoan, noi mé tai khoan cta nguoi nhan tién tam ang kinh phi boi thuong.

(13) Truong hop nguoi yéu cau bdi thudng khong cé kha nang thu thap vin ban lam
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can cir yéu cau bdi thudng thi ghi rd tén vin ban va dia chi thu thap vin ban do.

(14) Ghi 18 yéu cu cta minh vé viéc co quan giai quyét bdi thudng thuc hién viéc
phuc hoéi danh du.

(15) Truong hop t6 chirc yéu cau boi thuong thi ghi tén t6 chirc.

(16) Ghi dia diém lam vin ban yéu cau bdi thuong (vi du: Ha Noi).

(17) Truong hop la ca nhan thi ky va ghi 10 ho tén hodc diem chi; Truong hop 1a t0
chire thi nguoi dai dién theo phap luat cua té chic d6 ky, ghi 16 ho tén, chirc vu va déng
dau.

(18) Ghi tén tai liéu, chimg cir chimg minh cho nhimg thiét hai ma nguoi yéu cau boi
thuong de nghi Nha nudc boi thuong. Cac tai li¢u nén danh so thu tu.
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Maiu 02/BTNN

(Ban hanh kem theo Thong tw s6 04/2018/TT-BTP ngay 17/5/2018)
TEN CO QUAN, TO CHUC CHU  CONG HOA XA HQI CHU NGHIA VIET NAM
QUAN (néu cd) Poc 1ap - Tw do - Hanh phuc
TEN CO QUAN, TO CHU'C

...... (2)..., ngay ... thdng ... ndm... ... ...

THONG BAO

Vé viéc bo sung ho so’ yéu cau boi thwong

Kinhgri:..................... (B
Piachi:........................ (B) e
Ngay.... thang...nadm...,........... (5).....d4 nhan dugc hd so yéu cau bdi thuong cia

Ong/Bandp ....... ©6)........

......... (5)........d4 tién hanh xem xét hd so yéu cau bdi thudng va nhan thay ho so
ctia Ong/Ba chua diy du theo quy dinh tai Piéu 41 Luat Trach nhiém boi thuong cia Nha
nudc.

Can cu quy dinh tai Piéu 42 Luat Trach nhiém boi thuong cia Nha

nudc........ (5)....yéu cau Ong/Ba bo sung gidy to sau '
Lo (7)o
2 (7)o

Trong thoi han 05 ngay lam viéc ké tir ngdy nhan duoc Thong bao nay, Ong/Ba phai
bb sung gidy to néu trén vao hd so yéu cau bdi thuong. Néu Ong/Ba khong bo sung hd so
trong thoi han quy dinh,........ S)....... s& khéng thu Iy hd so yéu cau bdi thudng cua
Ong/Ba theo quy dinh tai diém & khoan 2 Piéu 43 Luat Trach nhiém boi thuong ciia Nha
nudce./.

Noi nhan: Thu trudong co quan
- Nhu trén; (Ky, ghi ro ho tén, dong dau)

- Luu: VT, HSVV.

M Trong hop Ong/Ba nép hd so trie tiép ma cac gidy to, tai liéu va chig cir 1a ban sao thi phai mang ban chinh dé
doi chiéu; truong hop Ong/Ba gii hd so bd sung qua dich vu buu chinh thi cce giay to, tai liéu va chung ctr phai la ban
sao co6 chung thuc theo quy dinh cua phap luat vé chung thye.
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Huéng din siv dung Méau 02/BTNN:
(1) Chir viét tit ciia co quan giai quyét bdi thuong.

(2) Ghi tén dia phuong noi cé tru sé co quan giai quyét boi thuong theo cap hanh
chinh twong tng.

(3)(4) Ghi thong tin ngudi yéu cau bdi thudng theo vin ban yéu cau boi thuong.
(5) Ghi tén co quan giai quyét bdi thudng.

(6) Ghi hinh thirc nép hd so cua ngudi yéu cau bdi thuong: ndp truc tiép hodc ndp
qua dich vu buu chinh.

(7) Ghi 15 tén, loai gidy to, tai liéu phai ndp bd sung.
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MAu 03/BTNN
(Ban hanh kém theo Thong tw s6 04/2018/TT-BTP ngay 17/5/2018)

TEN CO QUAN, TO CHUC CHU  CONG HOA XA HOQI CHU NGHIA VIET NAM

A QUAN (néu co) Poc 1ap - Tu do - Hanh phuc
TEN CO QUAN, TO CHUC
...... (2)..., ngay ... thdng ... nam... ... ...
So:...../TB-...(1)
THONG BAO
Vé vige.....(3)......yéu ciu bdi thuong
Kinhgri:...................... (A) e
Piachi............................. (5) i
Negay..../..... /oo (0) d3 nhan duoc hd so cua Ong/Ba yéu cau
....... (6).........giai quyét bdi thuong.

Hb so yéu cau bdi thuong gdm cac gidy to sau:

1. Van ban yéu cu bdi thuong;

2. Van ban lam cin cr yéu cau bdi thuong: ................ (7)o, (Ban
chinh/ban sao c¢é ching thuc/ban photo);

3. Gidy to chirng minh nhan than cta ngudi yéu cau bdi thudng .....(8).... (Ban sao
co6 chirng thuc/ban photo);

4. Tai liéu, ching ct ¢6 lién quan dén viéc yéu cAu bdi thuong (néu cd)
.............. (8)................... (Ban chinh/ban sao c6 chung thuc/ban photo).

................................ (D)
Noi nhan: Thu trudong co quan
- Nhu trén; (Ky, ghi ro ho tén, dong dau)

- ....(10)......(dé biéy);
- Luu: VT, HSVV.
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Huéng dén sir dung Mdu 03/BTNN:

(1) Chir viét tit ciia co quan giai quyét bdi thuong.

(2) Ghi tén dia phuong noi cé tru sé co quan giai quyét boi thuong theo cap hanh
chinh twong tng.

(3) Truong hop la Thong bao thu 1y ho so yéu cau boi thuong ghi: “thu 1y ho so”,
Truong hop 1a Thong bao khong thu Iy ho so yé€u cau boi thuong ghi: “khong thu Iy ho so™.

(4) (5) Ghi thong tin ngudi yéu cau boi thuong theo van ban yéu cau boi thudng.

(6) Tén co quan gidi quyét bdi thuong.

(7) Ghi tén van ban lam can cir yéu cau b(‘A)i, thuong (s6 hiéu, ngay thang nim ban
hanh, co quan ban hanh va trich y€u cua van ban) (n€u co).

(8) Ghi theo hd so yéu cau bdi thuong.

(9) Ghi theo mot trong hai truong hop sau:

- Trieomg hop Thong bdo nay I Thong béo thu Iy ho so yéu cau boi thwong ghi:

“Hb so cta Ong/Ba day du giay to theo quy dinh tai Diéu 41 Luat Trach nhiém boi
thuong cia Nha nude. Can cir quy dinh tai khoan 1 va khoan 4 Di€u 43 Luat Trach nhiém
bo1 thudng cua nha nudc, ...(1én co quan gidi quyet boi thirong)... thu ly ho so yéu cau boi
thuong cua Ong/Ba va thong bao dé¢ Ong/Ba duoc biet”.

- Triomg hop Thong bdo nay la Thong bdo khong thu 1y ho so yéu cdau boi thiwong
ghi:

‘ Can ct theo quy dinh tai diém...... khoan 2 va khoan 4 Piéu 43 Luat Trach nhiém
bo1 thuong cua Nha nudc, ...(tén co quan giai quyét boi thirong)... khong thu ly ho so yéu
cau boi thudng cua Ong/Ba Vi ...(ghi [y do khong thu [y hé so yéu cdu boi thuong twong umg
véi quy dinh tai cdc diém ciia khoan 2 Diéu 43 ciia Ludt Trach nhiém boi thiong ctia Nha
nrac).

Do vay, ...(tén co quan gidi qy)ié't boi thuong)... tra lai ho so yéu cau boi thuong (gui
keém Thong bao nay) va thong bao dé Ong/Ba duoc biet”.

(10) Ghi tén co quan quan ly nha nudc vé cong tac bdi thuong nha nudc.
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MAu 05/BTNN
(Ban hanh kém theo Thong tw s6 04/2018/TT-BTP ngay 17/5/2018)

TEN CO QUAN, TO CHUCCHU  CONG HOA XA HQI CHU NGHIA VIET NAM

A QUAN (néu co) Poc 1ap - Tu do - Hanh phuc
TEN CO QUAN, TO CHUC
So:......Qb-..(L)... . (2)..., ngay ... thdng ... ndm... ...

QUYET PINH
Cir ngudi gidi quyét boi thudng

CHUC VU CUA NGUOI PUNG PAU
CO QUAN GIAI QUYET BOI THUONG (3)

Cian ¢t khoan 3 Diéu 43 Luat Trach nhiém boi thuong ctia Nha nude nam 2017,

Pé giai quyét yéu cau bodi thuong ctia Ong/Ba..........coovvveveeeeenn. 4)........ ,
QUYET PINH:

Piéu 1. Cir Ong/Ba .....(5)......... Chic VWi.o.ooeeeeeeen.. 12 nguodi giai quyét bdi
thuong d6i v6i yéu cau boi thuong cua Ong/Ba......... (4).ooenn bia chi:
....... (4) .

Piéu 2. Ong/Ba ........ C) . c6 trach nhiém thyc hién viéc giai quyét bodi

thuong theo quy dinh cia phép luat.

Piéu 3. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 4. Ong/Ba.......... S)......... va nhitng nguodi c6 lién quan chiu trach nhiém thi
hanh Quyét dinh nay./.
Noi nhin: Thu trudong co quan
- Nhu biéu 4; (Ky, ghi ro ho tén va dong dau)
-..(6)....;

- Luu: VT, HSVV.
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Huéng din siv dung Méau 05/BTNN:
(1) Ghi chit viét tit tén co quan giai quyét bdi thudng.

(2) Ghi tén dia phuong noi c¢é tru sé co quan giai quyét boi thuong theo cap hanh
chinh twong tng.

(3) Ghi chirc vu cta nguoi ding dau co quan giai quyét bi thudng, vi du truong hop
S6 A 1a co quan giai quyet b01 thuong thi ghi: “Giam ddc S¢ A”; truong hop Uy ban nhéan
dan tinh A 14 co quan gidi quyét bdi thuong thi ghi: “Chu tich Uy ban nhan dan tinh A”.

(4) Ghi thong tin ngudi yéu cau boi thudng theo vian ban yéu cau bdi thuong.
(5) Ghi ho tén nguoi duoc cir 1am nguoi giai quyét bdi thuong.

(6) Ghi tén co quan quan 1y nha nudc vé cong tac boi thuong nha nude.
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MAu 06/BTNN
(Ban hanh kém theo Thong tw s6 04/2018/TT-BTP ngay 17/5/2018)

TEN CO QUAN, TO CHUC CONG HOA XA HOI CHU NGHIA VIET NAM
_ CHU QUAN (n€u c6) Poc 1ap - Tu do - Hanh phuc
TEN CO QUAN, TO CHU'C

QUYET PINH

Tam tng kinh phi bdi thuong

CHUC VU CUA NGUOI PUNG PAU
CO QUAN GIAI QUYET BOI THUONG (3)

Can ¢t Diéu 44 Luat Trach nhiém boi thuong cua Nha nude nam 2017

Canclr...........ooooiiii (B). o ;
Can ctr Van ban yéu cau boi thuong ngay .../.../... cia Ong/Ba....(5)....;
Xét dé nghi cia Ong/Ba .................. (O)e e ,
QUYET PINH:
Piéu 1. Tam tng kinh phi bdi thudng thiét hai cho Ong/Ba......(5)........
Gidy to ching minh nhan than: ..................... () YT
Piachi: ..o (8) et
S tién tam tng kinh phi bdi thuong: ..................cccoveevveeeenn......dOng.
(Viét bang chiv: .. .. ... )
Tuwong Gng......... % trén tong so tién tam tmg duoc tinh theo cac thiét hai dudi day:
- Thiét hai v& tinh thAn:..............oooiii i) dong;

- Ho va tén ngudi nhan tam tng kinh phi bdi thuong:................... 9)

- Gidy t ching minh nhéan than nguoi nhan tam tmg kinh phi boi thudng:
........................................................................... TR L0) TR

- Pia chi ngudi nhan tam tmg kinh phi bdi thudong: .................... (11).........

Piéu 3. SO tién tam tng kinh phi bdi thudng dwoc chi theo phuong thirc

% Pidu khoan nay cta Quyét dinh chi ap dung dodi v6i truong hop ngudi yéu cau boi thuong va nguoi nhan
tam ung kinh phi boi thuong khac nhau.
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Piéu 4. Quyét dinh nay c6 hiéu luc ké tir ngay ky.
Piéu 5. ..o (5), (9 néu co)............ va co quan, to chirc, ca nhan co lién quan

chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin: Thu trudéng co’ quan

- Nhu Piéu 5; (KY, ghi rd ho tén va dong ddu)
ST (13)cciee

-Luu: VT, HSVV.

Huéng din siv dung Méau 06/BTNN:
(1) Ghi chit viét tit tén co quan giai quyét bdi thudng.

(2) Ghi tén dia phuong noi c¢é tru sé co quan giai quyét boi thuong theo cap hanh
chinh twong tng.

(3) Ghi chirc vu clia nguoi dimg dau co quan giai quyet bdi thudng, vi du truong hop
S6 A 1a co quan giai quyet b01 thuong thi ghi: “Giam doc S¢ A”; truong hop Uy ban nhéan
dan tinh A 14 co quan gidi quyét bdi thuong thi ghi: “Chu tich Uy ban nhan dan tinh A”

(4) Ghi tén van ban 1am cin ctr yéu cau bdi thuong (s6 hiéu, ngay thang nim ban
hanh, co quan ban hanh va trich y€u ctia van ban).

(5) (7) (8) Ghi thong tin ngudi yéu cau bdi thuong theo van ban yéu cau boi thuong.
(6) Ghi ho tén ngudi giai quyét bdi thudng.

(9) Ghi ho tén nguoi nhan tam tmg kinh phi bdi thudng theo van ban yéu cau bodi
thuong (néu cob).

(10) Ghi so ngay cap, noi cap chimg minh nhan dan hodc cin cudc cong dan hodc hd
chiéu hoic loai gidy to trong ng ctia ngudi nhan tam tmg kinh phi bdi thudng.

_(11) Ghi dia chi noi cu trd cua nguot nhan tam ng kinh phi bodi thuong theo vin ban
yéu cau boi thudong.

(12) Ghi mot trong hai phurong thirc chi tam ting kinh phi boi thuong sau:

- Chi tryc tiép bang tién mat cho ngudi nhan tam Gng kinh phi bdi thudng tai tru s
...(tén co quan giai quyét boi thirong).....

- Chi qua chuyén khoan. Ghi s6 tai khoan, chil tai khoan, noi mé tai khoan cua ngudi
nhan tién tam tng kinh phi boi thuong.

(13) Ghi tén co quan quan ly nha nudc vé cong tac bdi thuong nha nude.



CONG BAO/SH 95+96/Ngay 01-5-2020 67

MAu 07/BTNN
(Ban hanh kém theo Thong tw s6 04/2018/TT-BTP ngay 17/5/2018)

TEN CO QUAN, TO CHUC CHU CONG HOA XA HQI CHU NGHIA VIET NAM
~ QUAN(n€ucd) Poc lap - Tw do - Hanh phuc
TEN CO QUAN, TO CHU'C

...... (1)..., ngay ... thdng ... ndm... ... ...

BAO CAO

X4ac minh thiét hai

Can ct Diéu 45 Luat Trach nhiém boi thuong ctia Nha nudc nam 2017, can ctr Piéu
20 Nghi dinh s6 68/2018/ND-CP ngay 15 thang 5 nim 2018 ciia Chinh phu quy dinh chi tiét
mdt sb diéu va bién phap thi hanh Luat Trach nhiém boi thuong ciia Nha nudc, trén co sé
hé so yéu cau bdi thuong caa Ong/Ba...(2)....... yéu cau ....(3)....... giai quyét bdi thuong,
tir ngay../..../....d4én ngay.../.../..., t6i d4 tién hanh xac minh thiét hai. Viéc xac minh thiét
hai d6i v6i vu viéc yéu cau bdi thuong cia Ong/Ba....(2)... ¢6 su tham gia cua ....(4)... Két

qua nhu sau:
I. KET QUA XAC MINH THIET HAI
1. Thiét hai do tai san bi xAm pham (néu c6)

1.1. Thi¢t hai theo van ban yéu cau boi thuong (¢én thiét hai, cach tinh, mirc yéu cau

boi thuong, tdi liéu, chitng cik chitng minh...)

= THANR PRGN ..o

- Cdch thire xac minh thiét RQi: ...

2. Thiét hai do thu nhap thuc té bi mét hoiic bi giam sit (néu co)

2.1. Thiét hai theo van ban yéu cau boi thuong (tén thiét hai, cach tinh, mirc yéu cau

boi thieong, tdi liéu, chitng cik chitng minh...)
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S THANR PRAR © ..o

- Cdch thire xac minh thiét RQi: ...

3. Thiét hai vé vat chit do ngudi bi thiét hai chét (néu cé)

3.1. Thiét hai theo van ban yéu cau boi thuong (tén thiét hai, cach tinh, mirc yéu cau

boi thieong, tdi liéu, chitng cik chitng minh...)

S THANR PRAR © ..o

- Cdch thire xac minh thiét RQi: ...

4. Thiét hai vé vt chit do sitc khée bi xdm pham (néu cé)

4.1. Thiét hai theo van ban yéu cau boi thuong (tén thiét hai, cach tinh, mirc yéu cau

boi thieong, tdi liéu, chitng cik chitng minh...)

.................................................. (5) et
4.2. Két qua xac minh

DA GIOI: ..o

S THANR PRAR © ..o

- Cdch thire xac minh thiét RQi: ...
2 CACH TN o
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5. Thiét hai vé tinh than (néu c6)

5.1. Thiét hai theo van ban yéu cau boi thuong (tén thiét hai, cach tinh, mirc yéu cau

boi thieong, tdi liéu, chitng cik chitng minh...)

S THANR PRAR © ..o

- Cdch thire xac minh thiét RQi: ...

6. Cac chi phi khic dugc bdi thwong (néu co)

6.1. Cac chi phi khac dugc bdi thuong theo vin ban yéu cau boi thuong (1én thiét hai,

cach  tinh, muc yéu cdu boi  thwong, tai liéu, chimg cw  chimg

S THANR PRAR © ..o

- Cdch thire xac minh thiét RQi: ...

(néu c0)

III. CAC NOI DUNG KHAC LIEN QUAN PEN QUA TRINH XAC MINH
THIET HAI (néu c6)

IV. DE XUAT

1. Bé xuit vé thiét hai dugc boi thuong:
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2. bé xuat vé tong s6 tien boi thuong

2.1. Tong sb tién yéu cau boi thuong theo vin ban yéu cau bdi thuong

(Viét BANng Chik: .. .. .. oo )

2.2 Tong s6 tién d¢ xuat bdi thuong sau khi xac minh thiét hai

Noi nhén: Nguoi giai quyét bdi thuong
- Luu: VT, HSVV. (Ky va ghi ro ho tén)

Huéng din sir dung Méau 07/BTNN:

(1) Ghi tén dia phuong noi cé tru sé co quan giai quyét boi thuong theo cap hanh
chinh twong tng.

(2) Ghi thong tin ngudi yéu cau bdi thudng theo vian ban yéu cau bdi thuong.

(3) Ghi tén co quan giai quyét bdi thudng.

(4) Ghi ho tén, chitc vu, tén don vi cong tac cua ngudi tham gia xac minh thiét hai
cua co quan quan ly nha nudc veé cong tac boi thuong nha nude ¢6 tham quyeén, co quan tai
chinh ¢é tham quyén (n€u co).

(5) Ghi theo van ban yéu cau bdi thudng.

(6) Ghi n6i dung thoa thuan theo quy dinh tai khoan 2 DPiéu 45 Luat Trach nhiém bbi
thuong ciia Nha nude.
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MAu 08/BTNN
(Ban hanh kém theo Thong tw s6 04/2018/TT-BTP ngay 17/5/2018)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

, BIEN BAN
Keét qua thwong lwgng viéc boi thuwong
H6ém nay, vao hdi....gid...phat ngay .../ ../., tai.. ... (Do , trén co
$O.....(2)........ e ) lap bién ban két qua thwong luong vé vu viée yéu cau boi
thuong cua Ong/Ba...... 4)............ , cu thé nhu sau:

I. THANH PHAN THAM GIA THUONG LUQNG (5)

1. Pai dién lanh dao co quan gidi quyét bdi thuong chu tri thuong luong viéc boi
thuong:

5. Pai dién Vién kiém sat c6 tham quyén (ap dung trong trudng hop vu viée yéu cau
bdi thudng trong hoat dong t tung hinh sir)

6. Nguoi yéu cau bdi thuong

HoO VA 1800 oo e e

DA O, .o

7. Nguoi bao vé quyén va loi ich hop phap ciia ngudi yéu cau boi thudng (néu cé)

HoO VA 1800 oo e e
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8. Ca nhan, t6 chirc khac (néu cd)

HoO VA 1800 oo e e

Daa Gl e
9. Ngudi thi hanh cong vu gy thiét hai (néu cd)

HoO VA 1800 oo e e

II. KET QUA THUONG LUQNG (6)
1. Cac loai thiét hai dugc bdi thuong

II. KET LUAN:

Bién ban dugc 1ap thanh..... ban vao héi.....gio...phat ngay ..../...../..... va dugc doc
cho moi ngudi tham gia thwong luong cing nghe va nhat tri cing ky tén vao bién ban. Bién
ban dugc giao cho mdi ngudi 01 ban.

Ngudi yéu ciu boi thuong Dai dién co quan giai quyét
(Ky va ghi r6 ho tén hodc diém chi) boi thuong
(Ky va ghi ro ho tén)
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Pai dién co' quan quan ly nha nuée vé Ngudi giai quyét bdi thudng
cong tzic’ b{ii th}rIJNng nl32‘1 nuéc (K vai ghi 13 ho tén)
(Ky va ghi ro ho tén)
Dai dién Vién kiém sat c6 Pai dién co quan tai chinh
tham quyén trong linh vuc cling cap (néu c6)
to t‘-‘“jg, h"?h Su (Ky va ghi ro ho tén)
(néu co)
(Ky va ghi ro ho tén)
Ca nhén, dai dién t6 chirc khac Ngudi thi hanh cong vu
(néu cd) gay thié€t hai (néu cd)
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)

Huéng din siv dung Méau 08/BTNN:

(1) Truong hop nguoi yeu cau bdi thuong la ca nhén thi dia diém thwong luong 1a tru
s¢ Uy ban nhan déan cap xa noi nguoi yéu cau bdi thudng cu tri. Truong hop nguoi yéu cau
bbi thuong la t6 chirc thi dia diém thwong lvong 13 tru s¢ Uy ban nhan dan cp x3 noi dit try
s& cua to chire do. Trudng hop cac bén théa thuan thi dia diém theo su thoa thuin cua céc
bén.

(2) Liét ké cac bién ban thuong lugng (ghi ro ngay, thang, nam lap bién ban).
(3) Ghi tén co quan giai quyét bdi thudng.

(4) Ghi ho tén ngudi yéu cau bdi thuong theo vin ban yéu cau boi thuong.

(5) Muc nay ghi thanh phan tham gia budi 1am viéc tai thoi diém 1ap bién ban.
(6) Ghi nhén lai nd1 dung cua cac bién ban thuong luong.

(7) Ghi 15 két qua thuong luong giai quyét boi thuong thuong luong thanh hoac
thuong lwong khong thanh nhitng n6i dung nao. Két qua cudi cung 1a thuong lugng thanh
hay thuong luong khong thanh.
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MAu 09/BTNN
(Ban hanh kém theo Thong tw s6 04/2018/TT-BTP ngay 17/5/2018)

TEN CO QUAN, TO CHUC CHU CONG HOA XA HOI CHU NGHIA VIET NAM
_ QUAN(n€uco) Poc 1ap - Tu do - Hanh phuc
TEN CO QUAN, TO CHU'C

. (2)..., ngay ... thang ... ndm...

QUYET DPINH
Giai quyet boi thuwong

CHUC VU CUA NGUOI PUNG PAU
CO QUAN GIAI QUYET BOI THUONG (3)

Can ¢t Diéu 47 Luat Trach nhiém boi thuong cua Nha nude nam 2017

Can cir Bién ban két qua thuwong luong viéc giai quyét boi thuong ngay

QUYET PINH:
Piéu 1. B6i thuong thiét hai cho Ong/Ba......... (6).eeeeeeeeeeeeeeen.
Pirachi: ... (7)o,
Tong s6 tién boi thuong 12: ............oiiiiiieceeeeeeeeeeeeeeeeean...dODE
(ViEt BANG CHIE: .. .. .o oo oo oo oo e oo e e e e e )
Trong d6 gom:
- Thiét hai do tai san bi xdm pham (néu CO) et déng
- Thiét hai do thu nhép thyc té bi mat hodc bi giam sut (néu co):......... dong
- Thiét hai vé vat chat do ngudi bi thiét hai chét (néu co):.............. dong
- Thiét hai vé vat chit do sirc khoe bi xam pham (néu cé): ............. dong.
- Thiét hai vé tinh than (N&u cO):. ... oo eee ool dong
- Cac chi phi khac dugc bdi thudong (néu cd):......... dong
S6 tién boi thuong dd tam ng (U €O):..oeveeee el dong

(Viét BANG CAIF: .. .. . o o e e e e, )
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(Viét BANG CAIF: .. .. . o o e e e e, )

Piéu 2. Viéc chi tra tién boi thuong thiét hai dwoc thwc hién theo phuong

Piéu 4. Trong thoi han 15 ngay ké tir ngay nhan duoc quyét dinh giai quyét bdi
thuong, néu khong doéng y véi Quyét dinh nay, ngudi yéu cau bdi thuong cé quyén khai
kién yéu cau Toa an giai quyét yéu cau boi thudng theo quy dinh tai khoan 2 Piéu 52 Luét
Trach nhiém boi thuong ciia Nha nudc.

Piéu 5. Quyét dinh nay c6 hiéu lyc sau 15 ngay ké tir ngdy trao quyét dinh cho ngudi
yéu cau boi thudng, trir truong hop ngudi yéu cau bdi thuong khong dong v voi quyét dinh
va khéi kién yéu cau Tda an giai quyét yéu cau boi thuong.

Piéu 6. Ong/Ba.............. ((S) I va co quan, t6 chirc, ca nhan c6 lién quan chiu
trach nhiém thi hanh Quyét dinh nay./.

{Vlf]'lhﬁ}glné . Thu truéng co quan
(116) ) (Ky ghi ro ho tén va dong dau)

- (I ;

- Luu: VT, HSVV

Huéng din siv dung Méau 09/BTNN:

(1) Ghi chit viét tit tén co quan giai quyét bdi thudng.

(2) Ghi tén dia phuong noi cé tru sé co quan giai quyét boi thuong theo cap hanh
chinh twong tng.

(3) Ghi chirc vu cta nguoi ding dau co quan giai guyét bdi thudng, vi du truong hop
S A la co quan giai quyet boi thuong thi ghi: “Giam doc S6 A”; truong hop Uy ban nhan
dan tinh A 1a co quan giai quyét boi thudng thi ghi: “Chu tich Uy ban nhan dan tinh A”.

(4) Ghi tén van ban lam can ctr yeu cau boi thuong (sb hi¢u, ngay thang nam ban
hanh, co quan ban hanh va trich yéu cia van ban) theo ho so y€u cau boi thuong hodc theo
thong tin cung cap cua co quan ban hanh van ban nay.

(5) Ghi quyét dinh tam (mg kinh phi boi thuong boi thuong: s6 hiéu, ngay thang nam
ban hanh, co quan ban hanh va trich y€u cua van ban (néu cd).
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(6) Ghi ho tén ngudi yéu cau bdi thuong theo van ban yéu cau boi thuong.

(7) Ghi dia chi ctia ngudi yéu cau bdi thudng theo vin ban yéu cau bdi thuong.

(8) Ghi phurong thirc chi tra tién boi thuong: chi tra truc tiép bang tién miat hodc chi
tra qua chuyen khoan. Truong hop chi tra truc tiép bang tién mit ghi rd dia dlem chi tra 1a
tai co quan giai quyét bdi thuong. Truong hop chi tra qua chuyén khoan ghi 18 s tai khoan,
chu tai khoan, noi m¢ tai khoan theo Bién ban két qua thuong luong.

(9) Ghi 18 cac quyén, lot ich hop phap khac duoc khoi phuc theo quy dinh tai Piéu
29 Luat Trach nhi€ém boi thuong ciia Nha nude (n€u cb).

(10) Ghi tén co quan quan ly nha nudc vé cong tac bdi thuong nha nudc.

(11) Ghi tén ngudi thi hanh cong vu gay thiét hai.
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MAu 10/BTNN
(Ban hanh kém theo Thong tw s6 04/2018/TT-BTP ngay 17/5/2018)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

BIEN BAN

Trao quyét dinh giai quyét bdi thuwong

Hém nay, vao héi....gid...phlt ngay ... / .../ ..., tai.......... (D, , chung t61

1. Nguoi yéu cau bdi thuong

HoO VA 1800 oo e e

2. Ngudi bao vé quyén va loi ich hop phap ciia ngudi yéu cau bdi thudng (néu cé)

HoO VA 1800 oo e e

7. Pai dién Vién kiém sat c6 tham quyén (ap dung trong trudng hop vu viéc yéu cau
bdi thudng trong hoat dong td tung hinh sir)

8. Ca nhan, t6 chirc khac (néu cd)
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ONG/BA. ... e

Bién ban duoc 1ap thanh.....(ban) vao héi....gio....phat ngay..../..../..... va di duoc
doc cho nhitng ngudi tham gia cuing nghe va nhat tri cung ky tén dudi day./.

Ngudi yéu cu boi thuong Pai dién co quan giai quyét
(Ky va ghi 6 ho tén hodc diém chi) boi thuwong
(Ky va ghi ro ho tén)

Dai dién co’ quan quan ly
nha nuwéc vé cong tac boi thuwdng nha
nuéc (Ky va ghi ro ho tén)

Nguoi giai quyét bdi thuong

(Ky va ghi ro ho tén)

Dai dién Vién kiém sat c6 Dai dién co’ quan tai chinh
tham quyén trong linh vuc cung cap (néu cd)
to tyng hinh sy (Ky va ghi ro ho tén)

(néu co)
(Ky va ghi ro ho tén)

C4 nhan, dai dién t6 chirc khac (néu c6)  Nguwdi thi hanh cong vu giy thiét hai (néu
(Ky va ghi ro ho tén) cd)
(Ky va ghi ro ho tén)
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Huéng din siv dung Mdu 10/BTNN:

(1) Ghi dia diém theo dja diém trong Bién ban két qua thuong luong.

(2) Ghi theo mét trong hai truong hop sau:

- Truweong hop nguoi yéu cau boi thuong nhdn quyét dinh gidi quyét béi thuong
thi ghi:

“.....(ten co quan giai quyét béi thuong) ... trao Quyét dinh giai quyét bodi
thuong so......... ngay ... cua............ cho Ong/Ba...(tén nguoi yéu cdu boi
thiong) ... .. ... trude su chung kién cua nhitng ngudi ¢6 mit tai budi thwong lugng.”

- Truong hop nguoi yéu cdu boi thuong khong nhdn quyét dinh giai quyét boi
thuong thi ghi:

“.....(tén co quan giai quyét boi thirong) ... .da trao Quyét dinh gidi quyét boi
thuong so......... ngay ... cua............ nhung Ong/Ba...(tén nguoi yéu cdu boi
thirong) ... @3 tir choi nhan quyét dinh giai quyét bdi thuong trude sy ching kién cua
nhitng nguoi ¢d mit tai buodi thuong luong.

Hét thoi han 30 ngay keé tir ngay c6 bién ban vé viéc khong nhan quyét dinh giai
quyét boi thuong quy dinh tai khoan 1 Diéu 47 Luat Trach nhiém bdi thuong ciia Nha
nude ma Ong/Ba khong nhan quyét dinh giai quyét bdi thuomg,... ....(tén co quan
giai quyét béi thirong) ... s& ra quyét dinh dinh chi giai quyét boi thuong theo quy
dinh tai diém d khoan 1 Diéu 51 Luét Trach nhiém bdi thuong ciia Nha nude. Sau khi
co quyét dinh dinh chi giai quyét bdi thuong, Ong/Ba khong cd quyén yéu ciu
..... (tén co quan gidi quyét boi thuong) .. giai quyét lai yéu cau boi thuong hodc yéu
cau Toa an giai quyét bdi thuong theo quy dinh tai Diéu 52 Luat Trach nhiém bdi
thuong cua Nha nude.”

(Xem tiép Cong béo 97 + 98)
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