Phu luc
DANH MUC QUY TRINH THUC HIEN DVC TRUC TUYEN TRONG LINH VU'C QUAN LY LAO PONG NUOC NGOAI
(Kem theo Quyét dinh so 2368 /OP-UBND ngay  thang nam 2025 cua Chu tich UBND tinh Quang Tri)

Phan I
DANH MUC DICH VU CONG TRUC TUYEN

Mai s6 TTHC

TT Tén dich vu cong S6 quy trinh Mire gg:!Ch vu trén C(,R)ng 50
g DVC quoc gia trang
LINH VU'C QUAN LY LAO PONG NUOC NGOAI
1 |Dang ky hop dong nhan lao dong thuc tap tir 90 ngay tré 01-SNV- DVCTT toan trinh | 1.013727.H50 5

El QLLDNN

Nhan lai tién k¥ quy cua doanh nghiép dua nguoi lao dong 02-SNV/-

2 | di dao tao, nang cao trinh d9, k¥ nang nghé ¢ nudc ngoai DVCTT toan trinh | 1.013730.H50 8
AL NESPA QLLDBNN

(hop dong tir 90 ngay tro 1€n)

3 | Xdc nhan danh sach ngudi lao dong Viet Nam di lam gitp 03-SNV- DVCTT toan trinh | 1.013732.H50 | 12
viéc gia dinh & nudc ngoai QLLDNN
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Phan 11
QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN
Quy trinh sé: 01-SNV-QLLPNN

QUY TRINH THUC HIEN DICH VU CONG TRUC TUYEN TOAN TRINH POI VOI THU TUC:
PANG KY HQOP PONG NHAN LAO PONG THUC TAP TU 90 NGAY TRO LEN

Ma s6 TTHC: 1.013727.H50
Ap dung tai co quan: UBND tinh, Vin phong UBND tinh, S¢ Ngi vu

Quy
trinh

Pdi twong
thuc hién

Noi dung cong viéc

Theoti gian
thuc hién

Ca nhan/to
chtrc ndp hd so

1. Nép hd so truc tuyén:

1. Truy nhap Cong Dich vu cdng quéc gia trén mang internet tai dia chi: https://dichvucong.gov.vn.
2. Bang ky/Pang nhap vao Heé thong bang tai khoan cua chu hé so.

3. Tai danh sach dich vu cong truc tuyén, lya chon dich vu “Bdng ky hop dong nhén lao dong
theec tap ter 90 ngay trg 1€n”. Tai Co quan thuc hién, chon tinh Quang Tri, don vi thuc hién 1a S¢
Noi vu tinh Quang Tri.

4. Cap nhat day du céc thanh phan hd so, bao gom:

- Vén bdn déng ky hop d6ng nhan lao dong thuc tap theo Mau sb 04 Phy luc I ban hanh kem theo
Thong tu s6 21/2021/TT-BLDTBXH (Hinh thizc nép: Ban dién tur c6 ky so cua doanh nghiép xac
nhdn; trueong hop nop ban scan (.pdf) hoac ban chup (jpg) thi nguoi nép gui qua dich vu buu
chinh).

- Hop ddong nhan lao dong thuc tap kém theo ban dich tiéng Viét dugc chang thuc. (Hinh thic
nop: Ban sao chung thuce dién tu; truong hop nop ban scan (.pdf) hoac ban chup (.jpg) thi nguoi
nop gui ban sao co ching thuc qua dich vu buu chinh).

- Tai liéu ching minh viéc dwa ngudi lao dong Viét Nam di dao tao, nfmg cao trinh do, k¥ néngqnghé
¢ nudc ngoai phu hop voi phap luat cua nudc tiep nhan lao dong. Doi véi nudce, vung lanh tho quy
dinh viéc tiép nhan lao dong nudc ngoai dén dao tao, nang cao trinh do Ky ning nghe phai duoc sy
chap thuan cia co quan c6 tham quyén thi tai liéu chirng minh 12 mot trong cac gidy to sau:

+ Van ban cho phep co s6 tiép nhan lao dong thyc tap dugc tiép nhan lao dong nudc ngoai do co
guan c6 tham quyén cta nuéc so tai cap. (Hinh thic ngp: Ban sao ching thue dién ti; trieong hop
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Quy
trinh

Poi twong
thuc hién

Noi dung cong viéc

Thoi gian
thwc hién

nop ban scan (.pdf) hodc ban chup (.jpg) thi nguoi nop gui ban sao c6 ching thuc qua dich vu
buu chinh).

+ Gidy to khac thé hién co sé tiép nhan lao dong thuc tap duoc phép tiép nhan nguoi lao dong theo
quy dinh ctia nuéce so tai. (Hinh thize ngp: Bdn dién tir ¢6 ky s6 hodc ban sao ching thiee dién tii;
truong hop ngp ban scan (.pdf) hodc ban chup (.jpg) thi nguoi ndp gui ban sao co6 ching thuc qua
dich vu buu chinh).

- Gidy chiing nhan ding ky doanh nghiép va gidy to ching minh viéc ky quy caa doanh nghiép
theo quy dinh tai khoan 2 Biéu 36 cua Luat Nguoi lao dong Viét Nam di 1am viéc & nudc ngoai
theo hop dong nam 2020. (Hinh thizc nép: Ban sao ching thue dién tir; trieong hop nép ban scan
(.pdf) hodc ban chup (.jpg) thi nguoi nép gui ban sao c6 chizng thuc qua dich vu buu chinh).

5. Phi, & phi thanh toén truc tuyén: Khéng.

6. Pang ky hinh thitc nhan két qua thu tuc hanh chinh (TTHC): Truc tiép/ hodc Truc tuyén/hoac
qua dich vu buu chinh cong ich.

7. Pang ky hinh thtrc nhan thong béo vé tinh hinh giai quyét ho so: Thu dién tir (email)/ hoac tin
nhin qua mang xa hoi (Zalo)/ hoic tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so dugc cap ma dé tra ciu tinh trang giai quyét ho so truc tuyén.

9. Trong qua trinh thuc hién dich vu céng, t chiic, ca nhan c6 thé lién hé qua sé dién thoai va hop
thu dién tir cua Bo phan mot ctra cia So Noi vu dugce dang tai kem theo quy trinh thuc hién dich
vu ¢dng truc tuyén nay dé dugc hudng dan, hd tro.

I1. Nop ho so truc tiép:

Nop hé so truc tiép tai Bo phan mot cira ciia S& Noi vu tai Trung tdm Phuc vu hanh chinh cong
tinh (TTPVHCC tinh) hoic qua dich vu buu chinh theo thanh phan hd so va huéng dan néu trén.

Budce 1

Can bo B6
phan mot cura
cua S6 Noi vu
tai TTPVHCC

tinh

1. Kiém tra, hoan thién thong tin ciia ngudi nop ho so. Xac nhan hinh thic ngp ho so: Truc tiép/
hoac Truc tuyén/ hoac qua dich vu buu chinh cong ich.

2. Kiém tra thanh phan hd so:

2.1. Truong hop hd so day du, hop é:

- Tiép nhan, cap nhat luu tri hd so dién tir.

02 gio lam
Viéc
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Quy Péi twong N N Thoi gian
trinh |  thyc hign Noi dung cong vige thyc hign
- Tra ciru, trich xuat dit liéu vé CCCD cua nguoi dé nghi tir CSDL quéc gia vé dan cu va gan vao
thanh phan ho so.
- Gri phiéu tiép nhan hd so va hen tra két qua cho nguoi ndp hd so.
- Chuyén ho so cho Phong Lao dong - Viéc lam.
2.2. Truong hop h§3 so chua day du, khong hop 1¢: Gui thong bao cho ngudi nop, husng dan bd
sung, hoan thién ho so theo yéu cau.
2.3. Trudng hop nguoi yéu cau khong bo sung, hoan thién dwoc hd so thi giri thdng béo tir chéi
giai quyét qua thu dién tir hoac tin nhan qua dién thoai di dong cho céng dan.
- Tiép nhan, xem xét, xu Iy hd s0; trinh Lanh dao So phé duyét Két qua thu tuc hanh chinh. Phéi
Cong chirc hop véi Van thu co quan vao so van ban, Iuu trit ho so, chuyén két qua cho B phan mét ctra caa 175 ng:
Buéc 2 | Phong Lao dong| S6 Noi vu tai TTPVHCC tinh. I:’}lm C?éag
- Viéclam | - Truong hop can bo sung, hoan thién ho so, chuyén nguoc vé Bo phan mot cira ciia So Noi vu tai '
TTPVHCC tinh (kém vin ban huéng dan, néu rd Iy do, noi dung bo sung...).
Can bo Bo
. pqhan MOtCud | ¢ trit hod so, chuyén ho so lién théng cho UBND tinh qua Bo phan mét cira cia Vian phong | 02 gio l1am
Bude 3| cua So NOI VU | \BND tinh tai Trung tam PVHCC tinh viac
tai TTPVHCC : g ' :
tinh
Can b6 Bo
phan mot cua . o
. ciia Vian phong | - Kiém tra thanh phan ho so. 02 gior 1am
Buoc 4 ) - 2 A Y ) L . i o
UBND tinh tai | - Tiép nhan, chuyén hé so cho cong chirc Vin phong UBND tinh, VIEC
Trung tam
PVHCC tinh
Cong chic | Cong chire Vin phong UBND tinh kiém tra, xi Iy hd so, trinh Lanh dao Van phong UBND tinh 02 naav [am
Budc 5 Van phong va Lanh dao UBND tinh phé duyét va chuyeén két qua cho B phan moét ctra cua Van phong UBND \%é)é
UBND tinh | tinh tai Trung tam PVHCC tinh. i
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Quy Péi twong N N Thoi gian
trinh | thuc hién Noi dung cong viéc thuc hién
Can b6 Bo
phan mot cua ) . ,
. cia VP UBND | Can bg tiep nhan ho so ctia Van phong UBND tinh tai Trung tdm PVHCC tinh thdng bao va chuyén | 02 gio lam
Buoc 6 , . X z Y ren N S N ‘n
tinh tai Trung | ho so, két qua lién thong cho S Noi vu. Viéc
tam PVHCC
tinh
EAan b(? BC? - Tiép nhan ho so va xac nhan trén phan mém mot cira ve két qua TTHC da co6 tai Bo phan mot
, phan Mot Cua. | ¢ Jign thong; cap nhat két qua giai quyét TTHC 1én Kho dit liéu Céng DVC va gari két qua cho | 02 gi lam
Buoc 7 cua SO NoIl vu | .4 . . .
tai TTPVHCC cong chtrc phu trach. viéc
a . 2 y 1AL aA A LA , PR \am A , )
" tinh - Théng béo cho t6 chire, ca nhan dén nhan két qua theo cac hinh thirc da dang ky.
- Xuét trinh d6i chiéu hodc nop ban gidy cac ho so, van ban dién tir ¢6 yéu cau xac thyc bang chix ky s6
Nhan két Ngudi nop nhu’nAg ChlA’Ia duqc_rc Ky so khi déf] nhanl ket (~quélw hoac ,gﬁ:i qua d1ch Vu,buu chi@ cong ich. S
qué hd so - Nhén két qua TTHC theo hinh thirc da dang ky: Tryc tiép/hodc qua dich vu buu chinh cong ich.
bong ghfri nhan két qua TTHC ban dién tir tai Kho quan ly dir liéu dién tir cua to6 chuc, cd nhan
trén Cong dich vu cong.
05 ngay

Tong thai gian giai quyét:

lam viéc
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Mdu sé 04 Phu luc I ban hanh kém theo Théng tw sé 21/2021/TT-BLDTBXH

M4 ho S0 ...........
Tén doanh nghiép CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

S6: ... /BKHD , ngay ... thang.... nam 20.....
PANG KY HQP PONG NHAN LAO PONG THUC TAP
Kinh giri: Uy ban nhan dan cap tinh/So Noi vu tinh (thanh phd)

1. TEN doanh NGNIEP:.....c.viiie e

e I I L= T o o) SRS OS S

e O I T 1 1) SRRSO

-biénthoai:..................... sFax: oo ; Email

- Ngudi dai diéntheo phap luat:. ...,

2. Doanh nghiép ding ky Hop dong nhan lao dong thuc tap tai ...................

da kyngay....../............ v6i co s tiép nhan thyuc tap ¢ nudc ngoai:

= ThOT NaN thuC tAP: ...
-SO6 luong: ..ol ,ONE A0 NI
SINGANN, NONE: .o,
- NUGC tiép NAN thUC TAP: <.oeeeeeee e

= DA GHEM TNUC TAP: .. eeeeeeeeeeeeeeeee e

- Thoi gio thuc tap, thoi gio Nghi ngoi: ...,

- Luong thC LA . .. es
- CAC Phu CAP KNAC (NEU CO):...o oo
FDIBU KIBI A1, et ettt
- CAC Ché d0 DA0 NIEM: ..ot

- Antoan, V& Sinh 120 GONE:.......ccooiiiieiicece e

- Cacchiphido................ chi tra:

+ Chi phi di lai tir Viét Nam dén noi thyc tap va nguoc lai
+ Phi cap thi thyuc (visa)



+ Chi phi khéc (néu co)
“HBE trg KNAC (NEU CO): o,
4. Céc khoan thu tir tién lwong cua ngudi lao dong trong thoi gian thuc tap:

5. Dy Kién thoi gian XUAt CANN: ...,

Doanh nghiép cam két thyc hién dy du trach nhi¢m, nghia vu theo ding quy dinh cia
phap luat vé nguoi lao dong Viét Nam di lam viéc ¢ nudc ngoai theo hop dong./.

NGUOI PAI DIEN THEO PHAP LUAT
CUA DOANH NGHIEP
(Ky tén, dong dau va ghi rd ho tén)
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Quy trinh sé: 02-SNV-QLLDNN

QUY TRINH THU'C HIEN DICH VU CONG TRUC TUYEN TOAN TRINH POI VOI THU TUC:
NHAN LAI TIEN KY QUY CUA DOANH NGHIEP PUA NGUOI LAO PONG PI PAO TAO, NANG CAO TRINH PO, KY

NANG NGHE O NUGC NGOAI (HQP PONG TU 90 NGAY TRO LEN)

M4 s6 TTHC: 1.013730.H50
Ap dung tai co quan: UBND tinh, Vin phong UBND tinh, S¢ Néi vu

u Poi twogn n- A o Thot gian
t?‘m)r/] thuc hiér? Noi dung cong viéc thurc Eién
1. Nép hd so truc tuyén:
1. Truy nhap Cbéng Dich vu cdng qudc gia trén mang internet tai dia chi:
https://dichvucong.gov.vn.
2. bang ky/ Pang nhap vao Hé thdng bang tai khoan cua chu ho so.
3. Tai danh séch dich vu cong truc tuyén, lua chon dich vu “Nhdn lgi tién ky quy ciia doanh
nghiép dwa nguwoi lao dpng di dao tao, ndng cao trinh dj, Ky nang nghé ¢ nuwéc ngoai (hgp
dong tzr 90 ngay tre 1€n)”. Tai Co quan thuc hién, chon tinh Quang Tri, don vi thuc hién la S&
Noi vu tinh Quang Tri.
Nop hd | Canhan/td chic nop | 4. Cap nhat day du cac thanh phan hé so, bao gdbm:
S0 hd so Béo 4o vé viéc da thanh 1y Hop dong dao tao nghé & nudc ngoai véi ngudi lao dong kém theo

tai liéu chang minh (Hinh thizc ngp: Bdn dién tir ¢ ky sé cua doanh nghiép xac nhdn; triong
hop ngp ban scan (.pdf) hoac ban chup (jpg) thi nguoi ngp gui qua dich vu buu chinh).

5. Phi, 18 phi thanh toan truc tuyén: Khong.

6. Pang ky hinh thirc nhan két qua tha tuc hanh chinh (TTHC): Truc tiép/hodc Tryc tuyén/hoic
qua dich vu buu chinh cong ich.

7. Dang ky hinh thirc nhan théng bao vé tinh hinh giai quyét ho so: Thur dién tir (email)/ hosc tin
nhan qua mang x& hoi (Zalo)/ hoac tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so dugc cap ma dé tra cau tinh trang giai quyét ho so truc tuyén.
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u Poi tugn n- n o Thot gian
t?\m}/] thure hiér? Noi dung cong viéc thurc ﬁién
9. Trong qué trinh thuc hién dich vu cong, t6 chirc, ca nhan c6 thé lién hé qua sb dién thoai va
hop thu dién tir cia B phan mot cura cua S¢ I}l@i vu duoc dang tai kem theo quy trinh thuc hién
dich vu cdng truc tuyén nay dé dugc hudng dan, ho tro.
I1. Nop hd so truc tiép:
Nop ho so tryc tiép tai B phan mot cira ciia S Noi vu tai Trung tm Phuc vu hanh chinh cang
tinh (TTPVHCC tinh) hoac qua dich vu buu chinh theo thanh phan ho so va hudng dan néu trén.
1. Kiém tra, hoan thign thong tin clia nguoi nop ho so. Xac nhan hinh thirc nop ho so: Truc tiép/
hoac Truc tuyén/ hoac qua dich vu buu chinh cong ich.
2. Kiém tra thanh phan ho so:
2.1. Truong hop ho so day du, hop lé:
- Tiép nhan, cap nhat luu trir ho so dién tu.
Can bo Bo phan mot | - Tra cau, trich xut dir liéu vé CCCD cua ngudi dé nghi tir CSDL quéc gia vé dan cu va gan vao s
. o o @2 NAS \ XA 02 gio lam
Buoc 1 cua cua S Noi vu | thanh phan ho so. viac
tail TTPVHCC tinh | - Gui phiéu tiép nhan hd so va hen tra két qua cho ngudi ndp hd so. '
- Chuyén hé so cho Phong Lao dong - Viéc lam.
2.2. Truong hop ho so chua dy du, khong hop 1&: Giri thong béo cho ngudi ndp, hudng dan bo
sung, hoan thién ho so theo yéu cau.
2.3. Truong hop ngudi yéu cau khdng bo sung, hoan thién duoc ho so thi giri thong béo tir choi
giai quyét qua thu dién tir hoac tin nhan qua dién thoai di dong cho céng dan.
- Tiép nhan, xem xét, i Iy ho so; trinh Lanh dao S¢ phé duyét ket qua thu tuc hanh chinh. Phoi
b Cﬁnq chir F_’[‘OnQ Lao ggpNV;l\Xlatr; Itl_lrlfr (;)({’/ (|l-l|lér(1; \;ailr?hs.o van ban, luu trir ho so, chuyén két qua cho Bo phan mét cira cta 1"75 n_g?y
dong - Viéc lam lam viéc

- Trudng hop can bd sung, hoan thién hd so, chuyén nguoc vé Bo phan mot cira caa S& Noi vu
tai TTPVHCC tinh (kém van ban hudng dan, néu r6 ly do, ndi dung bo sung...).
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Quy Déi twgng N N Thoi gian
trinh thu hién Noi dung cong viéc thuc hién
. g:an PQ BWQ pb?n mot Luu trit hd so, chuyén hd so lién thong cho UBND tinh qua Bo phan mot cira ciia Van phong | 02 gior lam
Buge3 e cua S NOTvutal | s tinh tai Trung tam PVHCC tinh viec
TTPVHCC tinh H g ' '
Céan bo Bo phan mot . o
. clra cua Van phong | - Kiém tra thanh phan ho so. 02 gior 1am
Budoc 4 5 . . X n 2 A ~ , - \ 5 A
UBND tinh tai Trung | - Tiép nhan, chuyén ho so cho cong chirc Vin phong UBND tinh. vige
tam PVHCC tinh
A A Cong chac Van phong UBND tinh kiém tra, xir Iy ho so, trinh Lanh dao Vian phong UBND tinh S
. Cong chuc Van N , A e o N P A A Al o oo \ 02 ngay lam
Budc 5 hong UBND tinh va Lanh dao UBND tinh phé duyét va chuyén két qua cho Bo phan mét cira cia Van phong viec
phong UBND tinh tai Trung tam PVHCC tinh. :
Céan bo Bo phan mot ’ ‘
. ctra cua VP UBND | Cén bd tiép nhan ho so ctia Van phong UBND tinh tai Trung tdm PVHCC tinh thong bao va | 02 gio lam
Budc 6 \ . A 2 A £ . 1iA A N < n
tinh tai Trung tdm | chuyén ho so, két qua lién thdng cho S& Noi vu. Viéc
PVHCC tinh
Can b B3 ohan mat |- Tiép nhan ho so va xac nhan trén phan mém mot cira vé két qua TTHC da c6 tai Bo phan mot
, an bo Bo phan MOt | ¢4 Jian thong; cap nhat két qua giai quyét TTHC Ién Kho dit liéu Céng DVC va guri két qua cho | 02 gier 1am
Budc 7 cua cua So Noi vu cdng chirc phu trach viec
tai TTPVHCC tinh R R . : L )
e ' - Thong bao cho t6 chirc, ca nhan dén nhan két qua theo cac hinh thirc da dang ky.
- Xut trinh d6i chiéu hoic nop ban gidy cac ho so, van ban dién tir ¢ yéu cau xac thyc bang chix ky
Nhan két Nausi nop SO nh}mgfhuavduqc Ky so khi\dén nhan Ifét fqué h?ac gui q_lia dickvl vu bu’u.chinh cong iCl,l. o
qué hd so - Nhéan két qua TTHC theo hinh thirc da dang ky: Truc tiép/hodc qua dich vy buu chinh cong ich.
bong ghdi nhan két qua TTHC ban dién tur tai Kho quan ly dit liéu dién tur cua to6 chuc, ca nhan
trén Cong dich vu cong.
05 ngay

Tong thoi gian giai quyét

lam viéc
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Quy trinh sé: 03-SNV-QLLDNN
QUY TRINH THU'C HIEN DICH VU CONG TRUC TUYEN TOAN TRINH POI VOI THU TUC:
XAC NHAN DANH SACH NGUOI LAO PONG VIET NAM PI LAM GIUP VIEC GIA PINH O NUGC NGOAI
M4 s6 TTHC: 1.013732.H50
Ap dung tai co quan: UBND tinh, Vin phong UBND tinh, S¢ Néi vu

Thoi gian
thwc hién

Pdi twong

thuc hién Noi dung cong viéc

Quy trinh

1. Nép hd so truc tuyén:

1. Truy nhap Coéng Dich vu cbéng quéc gia trén mang internet tai dia chi:
https://dichvucong.gov.vn.

2. Pang ky/ Bang nhap vao Hé thong bang tai khoan cua chi hd so.

3. Tai danh sach dich vu céng truc tuyén, lua chon dich vu “Xac nhdn danh sdch nguwoi
lao déng Viét Nam di lam giup viée gia dinh ¢ nwéc ngoai”. Tai Co quan thuc hién, chon
tinh Quang Tri, don vi thuc hién la S& Noi vu tinh Quang Tri.

4. Cap nhat day du cac thanh phan hé so, bao gom:

Danh sach nguoi lao dong (bao gom ho tén, nggy thang rggn sinh, gidi tinh, s6 ho chiéu/cin
cudc cong dan, thoi gian da dugc boi dudng k¥ nang nghe gilp viéc gia dinh va ngoai ngix
hoac kinh nghiém lam viéc phu hop, sQ dién thoai ctia ngudi lao dong, ngay du kién xuét
canh, tén, dia chi cua bén nudce ngoai tiep nhén nguoi lao dong va ngudi su dung lao dong)
theo hop dong cung tng lao dong da dugc chap thuan. (Hinh thic ngp: Ban dién ti o ky
so cua doanh nghiép xac nhdn, trurong hop ngp ban scan (.pdf) hogc ban chup (.jpg) thi
nguol Nop gui qua dich vu buu chinh).

5. Phi, 18 phi thanh toan truc tuyén: Khong.

6. Pang ky hinh thic nhan két qua thu tuc hanh chinh (TTHC): Truc tiép/hoic Truc
tuyén/hoic qua dich vu buu chinh cong ich.

Cé nhan/té chirc nop

Nop hd so A
P ho so
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Quy trinh

Péi twong
thuc hién

Noi dung cong viéc

Thoi gian
thwc hién

7. Pang ky hinh thtrc nhan théng bao vé tinh hinh giai quyét ho so: Thu dién tir (email)/
hoac tin nhan qua mang x& hoi (Zalo)/ hoic tin nhan SMS trén dién thoai di dong.

8. Nguoi nop ho so dugc cap ma dé tra cau tinh trang giai quyét hd so truc tuyén.

9. Trong qua trinh thuc hién dich vu cong, to chirc, c& nhan c6 thé lién hé qua sb dién thoai
va hop thu dién tir cua Bo phan mét ctra cua So Noi vu dugc dang tai kem theo quy trinh
thue hién dich vu cdng truc tuyén nay dé duoc hudng dan, hd tro.

I1. Nop ho so truc tiép:

Nop hd so truc tiép tai Bo phan mot cira cua Sé Noi vu tai Trung tdm Phuc vy hanh chinh
cong tinh (TTPVHCC tinh) hoic qua dich vu buu chinh theo thanh phan ho so va huéng
dan néu trén.

Budc 1

Céan bo B6 phan mot
ctra cua So Noi vu tai
TTPVHCC tinh

1.’Kiém tra, hoan thién thong tin cua ngudi nop hd so. Xéac nhan hinh thic nop hd so: Truc
tiep/ hoac Truc tuyen/ hoac qua dich vu buu chinh cong ich.

2. Kiém tra thanh phan hd so:

2.1. Trudng hop ho so day di, hop Ié:

- Tiép nhan, cap nhat luu trir ho so dién tu.

- Tra ctu, trich xuat dir ligu vé CCCD ciia ngudi dé nghi tir CSDL quoc gia ve dén cu va
gan vao thanh phan ho so.

- Gri phiéu tiép nhan hd so va hen tra két qua cho nguoi nép hd so.

- Chuyén hé so cho Phong Lao dong - Viéc lam.

2.2. Truong hop hd so chua day du, khong hop 18: Guri thong bao cho nguoi ndp, huéng
dan b sung, hoan thién hd so theo yéu cau.

2.3. Truong hop ngudi yéu cau khong b sung, hoan thi¢n dugc hd so thi gui thong béo tir
choi giai quyét qua thu dién tir hodac tin nhan qua dién thoai di dong cho céng dan.

02 gio lam
Viéc
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Péi twong

Thoi gian

rinh i Noi dung cong vié
Quyt thyc hign 01 dung cong vige thyc hign
- Tiép nhan, xem xét, xir Iy ho so; trinh Lanh dao S& phé duyét két qua thu tuc hanh chinh.
Cona chitc Phé Phéi hop v6i Vin thu co quan vao sd van ban, luu trit hd so, chuyén két qua cho Bo phan 175 ng?
Buéc 2 Ong Chuc FNONG 1 15t cira ciia S& Noi vu tai TTPVHCC tinh. (> Ngay
Lao dong - Viéc lam . A2 A b A N lam viéc
- Truong hop can bo sung, hoan thién ho so, chuyén nguoc vé Bo phan mot cira cua So
Noi vy tai TTPVHCC tinh (kém vin ban huéng dan, néu rd ly do, noi dung b sung...).
Céan bo B6 phan
Buge3 | Motcuacia So Noi | Luu trit hd so, chuyén ho so lién thong cho UBND tinh qua Bo phan mét ctra cia Van | 02 gio lam
vu tai TTPVHCC | phong UBND tinh tai Trung tam PVHCC tinh. Viéc
tinh
Céan bo B6 phan mot ? o
Budc 4 clra cua Van phong | - Kiém tra thanh phan ho so. 02 gics 1am
UBND tinh tai Trung| - Tiép nhan, chuyén hé so cho cong chirc Van phong UBND tinh. vigc
tam PVHCC tinh
R e Cong chirc Vin phong UBND tinh kiém tra, Xt 1y hd so, trinh Lanh dao Van phong UBND N
, Cong chirc Van , . , A e 21 Ap N oa e o | 02ngay lam
Budc 5 hona UBND tinh tinh va Lanh dao UBND tinh phé duyét va chuyén két qua cho Bo phan mot cua cua Van viec
phong phong UBND tinh tai Trung tam PVHCC tinh. i
Céan bo B0 phan
, mot cua ?ua VI.D Can bo tiép nhan ho so cia Vian phong UBND tinh tai Trung tam PVHCC tinh théng bao | 02 gio 1am
Buge 6 UBNDtinhtal o) én ho so, két qua lién thdng cho S Noi v viéc
Trung tam PVHCC y ’ g g oV :
tinh
C4n ba B6 onan mat | Tiép nhan ho so va xac nhan trén phan mém mot cira vé két qua TTHC da c6 tai Bo phan
Bude 7 -an o S? Elffn MO | mot cira lién thong; cap nhat két qua giai quyét TTHC Ién Kho dit ligu Cong DVC va guri | 02 gics 1am
uoe 7 cua cud So NOTvutal | ey 014 cho cong chire phu trach. viéc

TTPVHCC tinh

- Théng bao cho t6 chirc, ca nhan dén nhan két qua theo cac hinh thire da ding ky;
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Péi twong

Thoi gian

Quy trinh thc hign Noi dung cong viéc thuc hign
- Xuét trinh dbi chiéu hozic ndp ban gidy cac hd so, van ban dién tir cd yéu cau xac thuc bang
chit ky s6 nhung chura dugc ky s6 khi dén nhan két qua hoic gui qua dich vu buu chinh cong
Nhan két Ngudi nop ich.
qua hé so - Nhan két qua TTHC theo hinh thtre di ding ky: Truc tiép/hoic qua dich vu buu chinh

cong ich. Pong thoi nhan két qua TTHC ban dién tir tai Kho quan Iy dit liéu dién tir cua to
chuc, ca nhan trén Cong dich vu cong.

Tong thoi gian giai quyét

05 ngay lam
viéc
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