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

PHUONG CAM THANH Déc 1ap - Tw do - Hanh phuc
S6:691  /QD-UBND Cam Thanh, ngay /2 thang 8 nam 2025
QUYET PINH

Ban hanh quy trinh ndi bd giai quyét cac loai gidy to, vin ban
ngoai thu tuc hanh chinh thugc pham vi chitrc ning quan ly nha nwéc
cua UBND phwong Cam Thanh

CHU TICH UY BAN NHAN DAN PHUONG CAM THANH

Can cit Ludt To chirc chinh quyén dia phwong ngay 16/6/2025;

Can cir Quyét dinh sé 03/2025/0P-UBND ngay 01/8/2025 cua Uy ban
nhan dan phuwong Cdm Thanh ban hanh Quy dinh chitc ndng, nhiém vu, quyén
han cua Trung tdm Phuc vu hanh chinh cong phwong Cam Thanh;

Can cir Quyér dinh s6 658/0P-UBND ngay 08/8/2025 cia Uy ban nhan
dan phuwong banvhénh Quy che to churc hoat dong cua Trung tdm Phuc vy hanh
chinh phwong Cam Thanh;

Can cir vao tinh hinh thyec té phat sinh yéu cdu gidi quyet xdc nhdn cac loai

gidy to, van ban ngoai thii tuc hanh chinh ciia cd nhdn, t6 chirc tai UBND
phuong Cam Thanh;

Theo dé nghi cua Giam déc Trung tdm Phuc vu hanh chinh céng tai To
trinh 50 04/TTr-HCC ngay 12/8/2025.

QUYET PINH:

Picu 1. Ban hanh kém theo Quy trinh ndi bd giai quyét cac loai gidy to,
van ban ngoai thu tuc hanh chinh (TTHC) thudc pham vi chirc ndng quan Iy nha
nudc cua UBND phuong Cam Thanh (sau day goi 1a Quy trinh).

Piéu 2. Trach nhiém ciia cac don vi

1. Trung tdm Phuc vu hanh chinh cong phuong

a) Dang tai cong khai day da Quy trinh trén Trang thong tin dién tr cua
phuong va niém yét cong khai tai co quan.

b) Tiép nhan va tra két qua giai quyét cac loai gidy td, van ban ngoai TTHC
theo quy dinh phap luat va ndi dung tai Quyét dinh nay dbi voi cac loai gidy to,
van ban ngodi TTHC thudc thim quyén giai quyét.

2. Vin phong HDND va UBND; Phong Vin hoa - X& hoi; Phong Kinh té,
Ha ting va D6 thi cha tri, phdi hop véi Trung tm Phuc vu hanh chinh cong
phuong va co quan, don vi c6 lién quan giai quyét, tham muu giai quyét cac loai
gidy to ngoai TTHC thudc tham quyén theo quy dinh phap luat va noi dung cong



b tai Quyét dinh nay.

3. T6 trudng cac T6 dan phd phdi hop vai cac co quan, don vi Xac nhan cac
ndi dung thudc pham vi chitc nang quan 1y nha nudc ctuia dia phuong doéi voi cac
loai gidy to ngoai TTHC.

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

Piéu 4. Chanh Vin phong HPND va UBND phuong, Giam déc Trung tam
thuc vu hanh chinh cong, cdc phong thuoc UBND phuong, ce}c co quan, don vi,
t0 churc va ca nhan ¢o lién quan chiu trach nhi¢m thi hanh Quyét dinh nay./.

Noi nhan:

- Nhu Piéu 4;

- Trung tdm PVHCC tinh;

- CT, cac PCT UBND phuong;
- Trang TTPT phuong;

- T trudng cac TDP;

- Luvu: VT, HCC.
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L‘@g{yen Van Hung



thugc pham vi chire nang quan ,' a%ﬁfﬁc ciia UBND phwong Cam Thanh
(Kem theo Quyet dinh so 691 /OD-UBND ngay128/2025
cua Chu tich UBND phuong Cam Thanh)

1. Muc dich: Quy dinh trinh ty tiép nhan cac loai gidy to, van ban ngoai thi tuc
hanh chinh, tham muu trinh Lanh dao UBND phuong (hodc 1anh dao cac phong, don vi
néu duoc uy quyén) phé duyét

2. Pham vi: Ap dung d6i v6i Lanh dao UBND phuong, Lanh dao phong chuyén
mon, cong chic tham muu, nhan vién dugc phan céng nhiém vu luan chuyén ho so va
T6 truéng T dan phd.

3. Ndi dung quy trinh giai quyét cong viéc

3.1. CAc loai gidy to' x4c nhin ngoai thi tuc hanh chinh

- X4c nhan dé kham strc khoé, lap ho so di chic;

- Pon xin viéc;

- Xé4c nhan ngudi phu thude dé giam trir thué thu nhap cé nhan;

- X4c nhan vao s6 tham nudi d6i voi nguoi dang chap hanh an phat ti;

- X4c nhan hoan canh kho khin bd sung mién giam hoc phi cip hoc bong;

- Bon xin nghi phép;

- Bon xin x4c nhan nha & hop phap;

- Pon xin x4c nhan nha ¢ hop phéap, nha & ¢o trén dat (muc dich nhap khau, vay von,
lap dién, nuéc,...);

- Gidy x4c nhan viéc chap nhan chu truong, duong 161, chinh sach cua dia phuong
(danh cho can bo chién si trong luc lwong vii trang 1am ché do khen thuong);

- Xac nhan nganh nghé kinh doanh dé b6 sung ho so vay, bat dién, nudc,...;

- Cac loai gidy to, van ban khac.

3.2. Thoi han xir ly cng viée: trong ngay lam viéc hodc trong ngay lam viéc tiép
theo néu nhan yéu cau sau 15 gid 00 phuit.

3.3. Quy trinh xir ly cbng viée

Cac bute . n To chiic, ¢4 nhan Thoi gian | gy3
thuc hign| ~ NOi dung thue hién thue hién thye hién

- T6 chie, c4 nhan c6
yéu ciu thuc hién xac
nhan gidy to, vin ban

- Cong chuc tai cac
Quay cua Trung tam Gidy t0,

Bude 1: . ) . |Phuc vu hanh chinh| Trong gi¢ in ban

Nop hd so Hu’(')’ng‘dﬁn, ki€ém tra, tiep cong tuong tng vdi linh hanh yéu cau

nhén ho so vuc lién quan (Péi véi chinh xac nhan
van bdn, gidy to cdn cé
¥ kién cua Té trudng to
ddan phé thi cdng chire
tai cac quay huwong dan
cong déan vé Té dan phéd




dé xac nhan va khi co
xdc nhdn cua T6 dan
phé, cong chire tai cdc
quay kiém tra chit ky
cia To truong To dén
pho).

guan)

Budc 2: Trinh vin ban, gidy to dén Trong Gjﬁy tf"” N
Feinn . [lanh dao UBND hogc lanh _ vong 01  |van banda
linh dao (020 Phong (trong truong hop Nhan vién duge giao gio lam urgc lanh
em et 1anh dao UBND da dy quyén) nhiém vu chuyénhd so | yiac ké ur S@SND
s 1A xem xét phé duyét. khi tié
phé duyét P Y nilélzp phé duyét
A Trong
Buéc 3.' vong 30 Gidy to,
Dong dau| _ _ , £ phut ké tr |van ban da
va chuy,én_ Van thw dong dau Viin th UBND khi nhan  dugc 1anh
ho so dén | Nhan vién duoe eiao nhia - van thu duoc giay (dao
cac quay Ellln vien h?' ¢ g?? MM Nhan vien duoc giao td, vin  |UBND
tai Trung vy chuyen o s den €O phigm vy chuyén ho so bandda  phé duyét
tAm dé chtrc tai cac quay dé trd ho so duoc lanh va déng.
tra k6t °NO cONg dan dao dau
qué UBND
phé duyét
Cong chirc tai cac Quay
Budrc 4: o 7 L |cua Trung tam Phuc vu Trong gid
Tra két [Tra ket qua cho 6 chic, cdhanh chinh cong (twong| hann
qua nhan va thu phi (néu c6) tmg vé6i linh vuc lién| chinh

Biéu mau/ Tai liéu: Biéu mau do cac co quan, don vi, t6 chirc, c4 nhan yeu cau xac nhan do
co quan, don vi, t6 churc, ca nhan tu cung cap, dong thoi dam bao tinh phu hop, dung quy dinh
cua phap luat.

Ghi chu:

- UBND phuong/lanh dao céac co quan, don vi khong chiu trach nhiém vé noi dung cua cac gidy to, van ban dugc xac
nhan (chi chiu tréch nhiém do6i voi ndi dung do 1anh dao UBND phuong/lanh dao cac ph(‘)ng, don vi phé duyét).
- Cong chuec, TO trudng T dan phd chju trach nhiém trude Lanh dao don vi vé ndi dung duge xac nhan

vao ho so cua

cong dan.

- i véi nhitng ndi dung xac nhan khong thudc linh virc ciia cia céc co quan, don vi ¢ lién quan thi Van phong HDND va
UBND phuong chiu trdch nhiém thqm muu xac nhan nhitng ndi dung khac hodc tham muu lanh dao UBND phuong
chung thyc chit ky trong van ban, giady to.
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