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I. CHUAN BI BAN PAU

- bam bao ha téng thiét bi, duong truyén két ndi, truy cap dugc vao h¢ théng.

- Thiét 1ap danh sach cac co quan, don vi hanh chinh 02 cép.

- Thiét lap tai khoan tiép nhan, xir 1y.

- Puoc dao tao, huéng dan st dung.
II. CAC BUOGC THUC HIEN
1. Quy trinh thyuc hién

Thi
cdng viéc

Noi dung cong viée

Tréch nhiém
xir Iy cong viée

Buoc |

Tiép nhin b0 s, quét (scan) i léu va ot ho
so dien twr, chuyen Bo phan chuyén mon xur Iy
ho so

Cong chic tai B phin
Tiep hin va Trd két
qua cia UBND cip 3

Buac 2

Nbin ho so, chuyén cho cong chic xu Iy

Linh dao Phong chuyen

mon

Buc 3

- Kiém tra, thim dinh ho so; du thio ket qua gi
quiet TTHC, tinh Linh dao Phong chuyén mon.

- Trung hop ho so Khing dim bao theo quy dinh
dr o vin bn i chdi e b0 s hd o

Cong chite duoc giao xur
Iv ho so

Buoc 4

Xem xet, thing qua dr thio ket qu gii quyet
TTHC trnh i dao UBND cip v

Linh dao Phong chuyen
mon

Buac §

Phé duyét két qua gidi quvet TTHC, chuyén cho
Cong chi dwoe oiao i If ho so

Lith dao UBND cip

Buac 6

Tiep hin ket qua giai quyet TTHC, chuyen cho
Vin thw

Cong chue duge giao
xitIf i so

Buoc 7

Dong diu, ot o 50 chu}'én ke qua gia quyél
TTHC cho B9 phin Tiép nhin va Tra két qua cia
UBND cap xi

Vin th

Buac 8

Tri ket qua gii quyet TTHC cho t chitc, cé nhin.
Thu phi, é phi (aéu )

Cong chic ta Bo phan
Tiep nhin va Tri ket
qua ciia UBND cip 3

TIEP NHAN
H6 st cdng [néu tryc tiép do
¢an b nhap)

PHAN CONG
TRACH NHIEM

THU LY
Can b x(/ ly bat dau gidi quyét
HS, ¢6 thé trd yéu cau bd sung

THOI GIAN
XULY BUGC

TRINH KY
Can ba x ly soan thao cdc ndi
dung trinh lanh dao ky

KY DUYET

Lanh dao xem xét, kigm tra, va

ky duyét 2
HO sG

BIEU MAU

BAN HANH
Cén b sé phat hanh, 56 hoa,
[uu ho sd vy

HUGNG DAN

TRA KET QUA
Can b thuc hién thao tac tr
két qua ha sd

DIEN GIAl




2. Vai tro cua can bo tham gia

Can bd 1cua

Tiép nhan
hé so

Huéng dan
tha tuc

Giai dap
thic mac

Can bd thu ly

Tham dinh va
xu ly hé so

Phai hdp
cac don vi khac

Van thu VP

Déng dau,
cap s6 van ban

Ra soat,
kiém tra TTHC

Téng hop
bao cao

LPbP, LDUB

Phé duyét
ky hé so

Chi dao
diéu hanh
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