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_THANH PHO HO CHI MINH CONG HOA XA HQI CHU NGHIA VIET NAM

UY BAN NHAN DAN QUAN 8 Djc Idp ~ Ty do - Hanh phiic
6442 6 /op-UBND Quén 8, ngay 07 thang 3 nam 2012
QUYET PINH

Vé vige diéu chinh Quy trinh cap bin sao hd tich tir so goe
(Khai sinh, khai tir, két hon)

CHU TICH UY BAN NHAN DAN QUAN 8

Cin cir Lujt T6 chire Hoi déng nhin dan va Uy ban nhan déan ngay 26 thang
11 nam 2003;

Can ctr Quyét dinh s6 1 14/2006/QD-TTg ngay 20 thang 6 ndm 2006 ciia Thu
tuong Chinh phu vé vige dp dung Hé thong quén ly chit lugng theo tiéu chudn
TCVN IS0 9001:2000 vao hoat dong cla cic co quan hanh chinh Nha nude va
Quyet dinh s6 118/2009/QD-TTg ngay 30 thing 9 nam 2009 cua Thu tuéng Chinh
phi vé vie sira doi, b6 sung mét s8 didu ctia Quyét dinh sé 1 14/2006/QD-TTg;

 Cén i Dicu khodn 7.1, 7.2 va 7.5.1, 7.5.3, 7.54, 7.5.5, 8.3, 8.4 theo ticu
chuén quéc gia TCVN ISO 9001:2008;

Xét dé nghj cua Iruémg Phong Tu phdp Quén 8 (tai Céng vin s6: 26/CV-TP

ngay 13 thang 02 nim 2012) va Trudng Phong Ndi vy Quan 8,

QUYET DINH:
Picu 1. Nay ban hanh kém theo Quyét dinh ny 1a Quy trinh cdp ban sao ho
tich tir s0 goc (Khai sinh, khai tir, két hén).
Diéu 2. Quyét dinh néy c6 higu lyc ké tir ngay ky va thay thé cac Quy trinh cé
lién quan trude déy vé ¢dp béan sao ho tich.
Piéu 3. Chanh Vin phong Uy ban nhan dan Quén 8, Trudng Phong Néi vu

Quén 8, Trudng Phong Tu phap Quin 8, T6 truéng Bo phan Tiép nhan va tra két
qua Quén 8 chiu trach nhiém thi hanh Quyeét dinh nay./. flf_

Nei nhiin:

- Nhu Biéu 3;

- TT: QU-UBND Q8;

- BCD [SO 9001:2008 Q#;

- Phong N§i vy Q8 (C.Oanh, A Puoc):
- VPUB (C, PVP, A.Khénh, C.Vin):

- Luw: VT (VPUB, PNV).

Nguyén Thanh Chung




('Y BAN NHAN DAN QUAN 8 — TP. HO CHI MINR

PHONG TU PHAP

Qui trinh: CAP BAN SAO HQ TICH TU SO GOC (KHAI SINH, KHAI TU, KET HON)

. DANH SACH PHAN PHOI TAI LIEU

- Cha tich
- Phé Cha tich (04 bdn)
- Chdnh Vin phong

- Phé Chénh Viin phong (03 ban)

- Phong N§i vu
- Phong Tu phdp

2. TAILIEU LIEN QUAN (NO1 B VA BEN NGOAT)
. Piéukhodn 7.1, 7.2 vd 7.5.1, 7.5.3, 7.5.4, 7.5.5, 8.3, 8.4 tiéu chudn ISO 9001:2008.

- Thi tuc Hinh déng khic phuc, phong ngifa.

- Bdng ké cdc viin bin phip qui.

3. DINH NGHIA THUAT NGU VA TU VIET TAT: Khéng ¢6

4. NOIDUNG
4.1 Thianh phén hé sd:

- Bdn chinh (bdn sao) gidy t& hé tich.

- Pdn xin trich luc bdn sao hé tich (truding hgp khong c6 cdc bin trén)

< Thoi gian gidi quy&t: 05 ngay lam viée

4.2 Thye hién:

Thai gian

TT Nji dung cdng viée B& phén thye hién Ho so
¢i dung cong vié O phéin thye hi¢ ighiv)
- Ti€p nhiin hd so vi xem xét.
- Bién nhin
- Lip bién nhin. £
L. A Nhéin vién TN&TKQ 01 - 50 giao nhiin
- Lép phi€u kiém sodt qud trinh.
- Phigu KSQT
- Chuyén giao Phong Tu phdp.
- Thyc hién cOng viéc trich luc . i
b (cip bin sao). Trinh k§ lanh TR Do
5 | daophong. Cédn b phong 03 - Danh sdch giao
- Xem xét va ky trich lue. Trudng phong nbdn ho sd
- Chuyén trd 16 TNHS. - Phigu KSQT
3 g - 56 lvu VPUB
3. | - P6ng diu, trd ho so, thu phi. B§ phin TN&TKQ 01
- Phiéu KSQT

5. XAC NHAN VA TRUY TiM NGUQN GOC CUA SAN PHAM — KIEM SOAT TAI SAN
A KHACH HANG - BAO QUAN HO SO

- Céc hd sd duge luu theo titng loai hd so, theo s thi .

Lin ban hinh: 01

1/4 |




UY BAN NHAN DAN QUAN 8— TP, HO CHI MINH ‘
: PHONG TU PHAP L
Qui trinh: CAP BAN SAQ HO TICH TU SO GOC (KHAI SINH, KHAI TU, KET HON) j

6. XU LY SAN PHAM KHONG PHU HOP

- Trong qud trinh thite hién, n€u 6 s khéng phit hdp xdy ra thi w y theo sy khing phu hgp ma
nh@ng ngudi tham gia vio qud trinh tdc nghi€p s& thyc hién xi¥ 1y theo 03 cich: sita chifa; nhin
nhudng; lim lai. Biing ching thye hién duge thé hién théng qua Phidu ki€m so4t qua trinh.

- Né&u nhit ¢6 sif khéng phi hgp ndo xdy ra ma giy dnh hudng ¢én viée hd sd bi € hen thi bo
Phdn ¢6 lién quan phdi lip Phi&u yéu edu hinh djng khiic phyc - phdng ngira.

7. THONG KR - PHAN TicH D{f LIEU - KHAC PHUC - PHONG NGU/A - CAI TIEN

- Trong tuiin ddu clia thing sau, phong Tu phdp Idp bdo cdo théng ké vé k&t qud thic hién céng
vi€e clia thing trude. N6i dung bdo cdo bao gom:

% 86 lugng hd so da hoan tat trong thdng, bao gdm: diing hen; tr& hen,

-
=

SO lugng hé so dang xi¥ 1y; cdn trong hen: di (r hen,
86 lugng hd so bj trd lai/bE sung;

% S6 lugng hb sd bi 15i vé nghiép vu: trong lic ti€p nhén; trong qué trinh xif Ly; thiti gian thu
ly: chim tré; ludn chuyén hé so ndi bé: bi thit lac, hu; 15i tif phia khéch hing; 15i tir cdc cd
quan ban nganh khic; dang 13i khéc.

“ Y ki€n phin héi cta khdch hang (néu ¢6) - théng qua phi€u thim do ¥ kien ciia KH
% Mire do thue hién (dat) muc tiéu chat lugng:

* Biing lujt : 100% / thdng-nim
* DBing hen - 100% / thdng-nim
® Mifc d0 hii 1ong ciia khdch hang ; 100% / thdng-nim

- N&u khéng dat theo muc tiéu (chit lugng) diit ra thi phdi dua ra nhitng bién phdp, hinh déng
khiic phue - phong ngiva, cdi ti€n thich hap.

- N§i dung bdo cdo duge thé hién tong Béng thdng ké phén tich dif ligu.
8. BIEUMAU AP DUNG

T Tén biéu miu Ndi luru Thai gian lvu t6i thidu
01 | H6 sd cdp bdn sao ho tich Phong Tu phép 05 ndm
02 | Phi€u ki€ém sodt qud trinh Phong Tu phdp 01 nim

Phé Chd tich, VP UBND,

1 01 na
Phong Tu phdp, Phong Néi vy Sl

03 | Bing théng ké phin tich dit liéu

Phi€u yéu cidu hanh déng khic
04 Y
WRE phuc —phdng ngira

Phéng Tu phdp 01 niim

'Lin ban banh: 01 : g 204 |




UY BAN NHAN DAN QUAN 8
PHONG TU PHAP
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Sé bién nhin:....cee..

CONG HOA XA HOTI CHU NGHIA VIET NAM
Dic lap — Ty do — Hanh phiic

PHIE U KIEM SOAT QUA TRINH
Tén sin phdm: CAP BAN SAO HO TICH TU SO GOC (KHAI SINH, KHAI TU, KET HON)

Thdi gian gidi quy&t: 05 ngay lam viée

[0 Khai sinh O Khai tir O Ké&t hon [ Thay ddi ho tich
Ngay nhin:........ ... /201..... Ngavtras. ....J._... /281,
Néu khing dat
2 - i Thii gian | Ngay Ky Ky xdc nhin’
TT | Bé phin thyc hién Néi dung céng viée ¥ :
OB v ¢ B chuiin | thing' | giao/mhén® | Sda Nhgn | . .
chfa | nhugng | T |
- Ti€p nhin hd sd vd xem xét.
: - Lip bién nhin.
01 | Nhinvién TN&TEQ B 01
- Lip phi€u ki€m sodt qud trinh.
- Chuyén giao Phong T phip.
- Thuc hién cng viée trich luc bd (cip bin :
Céan bd phong sao). Trinh k¥ linh dao phing.
02 03
Trudng phing - Xem xét va k¥ trich luc.
- Chuyén trd t8 TNHS.
03 | B§ phan TN&TKQ - Péng diu, trd hd sd, thu phi. 01
o Chii thich:
1. Ghingay thang thic (€ trong qud trinh tic nghiép.
2. Muc dich 12 ddm bio titng khiwbd phin lam ding theo s6 ngay da chuin héa; cb thé khéng nhit thi€t phdi k¥ vio cit nay, numng phdi dim bdo
chitng minh dudc y&u 15 ngay thdng ciia qud trinh lic nghigp nay.
3

Muc dich ciia cdt ndy 13 nhiim ki€m sodt nhitng 13i nghié¢p vu phalt sinh trong qud trinh tic nghiép. C6 ba hinh thifc xif 1f: Liyéu ciu ngudi lAm sia
chita lai vi sau d6 chuyén giao; 2/151 nhd, chip nhin dudc, cho qua; 3/15i 16n, yéu ciu 1am lai; ¢6 thé phii ra vin bin trd hodc yéu cdu bd tic hd

s,




UY BAN NHAN DAN QUAN 8
PHONG TU PHAP

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc lip — Tw do — Hanh phiic

BANG KE CAC VAN BAN PHAP QUY

Phong ban: PHONG TU PHAP

ban hanh quy dinh cong viée ky thira iy quyén Chu tich UBND Quin 8

1% *Tén vin ban Ngiy ban hanh | Ngay cip nhit Ghi ch
1. | B Ludt Dan sy 27/6/2005 05/9/2005
2. | Ludt Hon Nhén va Gia DPinh nam 2000 09/6/2000 05/9/2005
3. | Nehi dinh 158/2005/ND-CP ngay 27/12/2005 ciia Chinh phit vé diing 27/12/2005 20/01/2006

* | ky va quan Iy hd tich
4. | Nehi dinh 79/2007/ND-CP ngay 18/5/2007 ciia Chinh phtt vé cip ban 18/5/2007 03/6/2007
" | sao tir so géc, ching thuc ban sao tir ban chinh, chimg thue chir ky
Thong tu s6 01/2008/TT-BTP ngay 30/6/2008 cta Chinh pha vé hudng
5. | dan thyc hién mot sé quy dinh ctia Nghj dinh 158/2005/ND-CP ngay
27/12/2005 ciaa Chinh phii vé ding ky va quan 1§ hé tich
Quyét dinh sb 26/2010/QD-UBND ngay 27/4/2010 ciia UBND Thanh 27/412010 01/6/2010
6. | Pho Hd Chi Minh v& chuyén giao viéc chung thuc cic hop déng, giao
* | dich tir UBND quin, UBND phuéng sang t6 chére hanh nghé cang
ching trén dia ban thanh phé Hd Chi Minh. 3
7. | Quyét dinh s& 6477 /2002/QD-UB ngay 16/8/2002 cia UBND Quén 8 16/8/2002 05/9/2005
| vivban hanh quy dinh sir dung con ddu UBND Quin 8.
g | Quyét dinh s 7216/QD-UBND ngdy 29/9/2011 ctia UBND Quén 8 vé 29/9/2011 02/10/2011




Y BAN NHAN DAN QUAN 8 CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG TU PHAP Pée lip - Ty do - Hanh phic

PHIEU YEU CAU HANH PONG KHAC PHUC - PHONG NGUA

PHAN 1: Phét hién (Ngudi pht hién lgp tie 1> 4)
|, Dia didm phét hién sy khong phil ROP: wuuvimismmmsss i

2. Cée trudmg hop khong phi hop:
O Céce y kién phan nan, khiéu nai clia ngubi din

O Céac su ¢b, cic 151 nghiép vy trong qua trinh viin hanh

O panh gi4 ndi bé: [ NC chinh O NC phy
3. MO 1 SUr KNONE PID NOP: cturiaisssosssssasasssssersssassistatasssssssssissapasssstpasssasssasassnssas s spes sasissssstsmmasstutsissaapussamas s
4. Ngudri phit RI8N: oot s NEAY: cooeinntrmseeremssserassmisnsiast sttt sssis e

5. Y kién ciia PDLD néu hai bén khéng thong nhét duge ¥ kién: O Ddngy O Khéngdéngy

oL BT e T I R i S e e

.......................................................................................................................... - H PR P R PRSP ORRISOD
PHAN 2: Hanh déng khéic phuc — phing ngira (Bj phdn gdy ra s khang phit hop lgp 6 9)

6. Don vi thyc hién hanh d0ng khiic phyuc — PhONG AGIAL v sssmmmsssisisssssss s e
7. Nguyén nhin ghy ra sur Khong phil BOP: .ottt s
8. Hanh dong khiic phyc — PRODE DGWA: .vvuusecsissmimssissssssistsssmassnis s s s e
9. Ngiy hoan thanh: ... Xac nhin cta LD phong: ..o,
10. Y kién ctia lanh dao UB (néu co): [ péng ¥ O Khéng ding ¥
.................................................................................................................................. S T R R
PHAN 3: Kiém chirng (Newdi di kiém chimg ldp tie 11— 13)

1. Két qua kiém chimg: O pat O Khéng dat, 1gp phifu mdi

12, DERMR 0Bt e ook 4d ks s+ AR5 MO i o s ovya s es rpesfasiaraissspuf i pssspiippissasesinanrntes




