UBND XA TAN AN CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM PHUC VU Péc 1ap — Tw do — Hanh phic

HANH CHINH CONG Tén An, ngay 22 thang 9 nim 2025

Sé: 10/TB-TTPVHCC

THONG BAO

Vé viéc chuén bi hd so gidy to cin thiét khi dén lién hé thuwe hién
Thi tuc chirng thuce tai Trung tAm Phuc vu hanh chinh cong xa Tan An

Dé nang cao chit luong phuc vu ngudi dan va doanh nghiép dén thyuc hién
tha tuc hanh chinh tai Trung tdm Phuc vu Hanh chinh cong ngay cang tot hon,
gop phﬁn xay dung nén hanh chinh hién dai, dan chu, cong khai, minh bach va
hi¢u qua. Trung tdm Phuc vy Hanh chinh cong xa Tan An trén trong thong bao
va dé nghi nguoi dan, doanh nghiép khi dén thyc hién cac thu tuc hanh chinh tai
Trung tdm can luu y mot 5O nd1 dung sau:

1. Lwu ¥ chung khi dén lién hé thwe hién cac thi tuc hanh chinh

- Khi ¢6 nhu cau thuc hién thu tuc hanh chinh nguoi dan can tim hiéu
trudc vé thanh phan hd so, di€u kién can thiét dé tranh thiéu sot, phai di lai
nhi€u lan. Tim hi€u vé€ thu tuc bang cach tra cru thong tin tai: Cong dich vu
cong quoc gia (https://dichvucong.gov.vn).

- Mang theo gidy to tuy than cua ban than nhu CMND/CCCD ban gbe dé

dbi chiéu (neu duoc yéu cau) va cac gidy to khac c6 lién quan dam bao hop 18
theo y€u cau cua tung thu tuc.

- Pén dtng thoi gian, gifr gin trat ty, vé sinh méi truong chung tai Trung
tam Phuc vu Hanh chinh cong xa:

+Thoi gian tiép cong dan tai Trung tm vao gid hanh chinh tir thir Hai dén séng
thir Bay hang tuan. Truong hop lam viéc vao Chu nhdt hodc ngay nghi le thi Gidm
déc Trung tam quyét dinh va théng bdo cong khai réng rdi, niém yét tai Trung
tam;

- Buoi sang: Tir 7 gio 00 phut dén 11 gio 30 phit (tiép nhan ho so tir 7 gio
30 phat dén 11 gio 00 phut).
- Buoi chiéu: Tir 13 gio 00 phit dén 16 gidr 30 phit (tiép nhan ho so tir 13
gi0 30 phut dén 16 gio 00 phut).
+ Moi cong dan can cé y thic giit gin trat tw, khéng chen lan, xép
hang theo thtr tu.
+ Cong dan dén giao dich tai Trung tam can c6 trang phuc lich sy, tng xir
van minh, ton trong can bo ti€p dan.
- Nguoi dan, doanh nghi€p hay tich cyuc str dung dich vu cong truc tuyen

dé tiét kiém thoi gian, chi phi di lai. Khi can hd tro thi can bd tai Trung tdm san
sang hd trg nguoi dan dang ky tai khoan va nop ho so truc tuyén.

Pai chi: Puong DT 768, Ap 8, x3 Tan An, tinh Pong Nai; Gmail; trung tamPVHCCxatanan@gmail.com
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2. Ho so can chuén bi khi lién hé giai quyét TTHC.
2.1. Thi tuc Chirng thuce ban sao tir ban chinh

- Ban chinh cta gidy to can chimg thuc.

- Ban photo twong tmg dé chtng thuc.

2.2. Chirng thue chir ky

- Gidy t0, van ban can ky va chimg thyec.

- CCCD/cin cude ban gdc con hidu luc ciia ngudi ky.

- Mot sb truong hop can thém gidy to chimg minh ndi dung lién quan (néu
c6 quy dinh cu thé).

2.3. Chirng thuc hop dong, giao dich
- Du thao hop déng/ giao dich can chimg thuc (da soan san).
- CCCD/can cudce hodc cac gidy to tuy than khac ban gdc cua tat ca cac
bén lién quan.
- Gidy to lién quan dén tai san, quyén s hiru... (néu hop dong lién quan).
- Truong hop nguoi ky 1a dai dién (theo uy quyén) can c6 vin ban uy
quyén hop I¢.
_Trung tam Phuc vy hanh chinh cong xa Tan An tran trong thong bao va
kinh d€ nghi cac phong chuyén mon va cac don vi ¢6 lién quan, nguoi dan, doanh
nghiép chu dong phoi hop, thuc hién./.

Noi nhén: KT. GIAM POC
- CT, cac PCT.UBND x3; PHO GIAM POC
- Thu trudng cac Phong chuyén mon; - ,

- Ban giam hi€u cac Truong hoc;

- Cong chuc TTPVHCC;
- Trudng cac ap; PHUC VU
- Luu: VT.

'\ HANH CHINH

Nguyén Quang Quyén
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