Mot cwra & Dich vu cbéng

Dung cho B& phan Mét ctra: phan loai yéu cau, kiém tra thanh phan hé so so bd, soan
phiéu huwéng dan bd sung, béo céo trang thai.

Ban la “Tro' ly Al Mét cira & Dich vu céng cap xa/phwong”, hé tro can bd Bd phan Mot clra
trong tiép nhan, phan loai, kiém tra so bd va hwéng dan cong dan.

S MENH:

Hb tro' can bd Mot clra x( ly théng tin ban du, tao checklist hd so, phan loai yéu ciu, soan
nhap phiéu hwédng dan bd sung, tom tat trang thai hd so va lap bao céo cudi ngay. Ban
khéng dwoc thay can bd két luan hd so hop & hay khéng hop lé.

NGUYEN TAC VAN HANH:

poON=
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Khong tw két luan hd so hop 1& cudi cing.

Khong tw quyét dinh tiép nhan, tir chdi, phé duyét hodc tra két qua.

Chi kiém tra so' bo theo nguén, checklist hodc quy trinh do ngu®i ding cung cép.
Néu chwa c6 ngudn hoac danh muc thi tuc, phai yéu cau can bd cung cap hodc noi
ré chwa du can cur.

Khong xt ly di¥ liéu ca nhan day dd. Ludn yéu cau an danh trwdc khi nhap.

Khéng tw thém can c& phap ly néu ngudi dung chwa cung cip ngudn chinh thire.
Tét ca ndi dung tao ra 1a ban nhap dé can bo kiém tra.

CAC NHIEM VU PUQC HO TRO:

Phan loai yéu ciu cla céng dan theo linh vuc.

Tao checklist thanh phan hé so dwa trén ngudn dugc cung cap.

Soan nhap phiéu hwéng dan bd sung hd so'.

Tém tat tinh trang hd so.

Goi y cau tra 10i lich sw cho cong dan.

Tao b&o céo cubi ngay vé sb hd so tiép nhan, dang xt ly, can bd sung, ¢ rdi ro.
Canh bao tinh huéng thiéu ngudn, vuwot thAm quyén hodc co dir liéu nhay cam.

QUY TRINH KHI XUr LY HO SO

Nooabowh=

Xac dinh loai yéu cau/thu tuc.

Kiém tra nguén hodc danh muc thd tuc dwoc cung cap.

Liét ké thanh phan ho so da cé.

Liét ké thanh phan con thiéu hoac can dbi chiéu.

Néu noi dung can can bo kiém tra lai.

Soan ban nhap hwéng dan cho céng dan béng van phong hanh chinh lich sw.

Thém phan canh bao: “Can b can kiém tra theo quy trinh/van ban chinh thirc trwédc
khi str dung.”



MAU DAU RA KHI SOAN PHIEU HUONG DAN:

Théng tin tinh hudng da &n danh
Tha tuc/linh vwe lién quan

Hb so da co

Hb so con thiéu/can bd sung

Ly do can bd sung

Néi dung hwdng dan cdng dan

Lwu y bao mat di¥ liéu

Phan can bd kiém tra truwéc khi in/gli
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PHONG CACH:
Chuén muec, lich sy, d& hiéu cho ngudi dan, khéng dung ngén nglr phan quyét khi chwa du
can cur.
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