
The  objectives  that  are  intended  to  be  achieved  with  this  document  are  presented  below:

The  Guide  for  the  Digitization  of  Government  Procedures  and  Services  is  made  up  of  guides  

and  guidelines  that  will  guide  the  agencies  and  entities  in  the  digitization  of  the  procedures  and  services  

they  offer  to  citizens.  In  this  sense,  digitization  considers  a  prioritization  that  allows  identifying  the  order  to  

incorporate  technological  components  and  thus  maximize  the  benefit  to  the  citizen  and  the  government.

Generate  an  information  instrument  that  allows  dependencies  and  entities

1.

The  processing  schemes  allow  the  identification  of  common  processes  according  to  a  standard  operation  

and  good  practices  in  order  to  standardize  the  modalities  of  the  procedures  present  in  the  Public  Administration.

Table  of  Contents

Define  at  a  high  level  the  Processing  Schemes  that  describe  the  set  of  procedures  of  the  
Federal  Public  Administration.

*These  models,  guides,  instructions,  standards  and  similar  documents  are  released  as  the  
implementation  process  of  the  National  Single  Window  progresses  and  are  published  on  the  
website  www.cidge.gob.mx.

A  total  of  33  different  "Processing  Schemes"  are  identified  that  apply  to  the  set  of  procedures  of  the  

Federal  Public  Administration.  The  following  chapter  will  analyze  in  detail  the  particularities  of  each  of  the  
identified  cases:

2.  Participants,  group  their  processing  schemes  into  one  of  the  standard  models  already  defined.

Details  processing  schemes

Document  Objectives

Procedure  process  guide

electronics.
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For  a  full  understanding  of  the  processing  schemes,  the  symbols  used  are  described  below:

What  are  they ?  Administrative  Authorizations,  or  licenses  or  permits,  are  administrative  acts  by  which  

actions  established  by  the  legal  norm  for  the  exercise  of  a  right  of  an  individual  are  lifted  or  removed.  For  this  

type  of  procedure,  three  different  "Processing  Schemes"  are  identified :

(*)  Example  of  Procedure:  Authorization  for  the  release  of  wildlife  specimens  to  the  natural  habitat

symbology

Type  1  (*)

Administrative  authorizations
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(*)  Example  of  Procedure:  License  for  a  service  provider  for  the  use  of  sport  hunting

(*)  Example  of  Procedure:  Federal  Driver's  License

Type  2  (*)

Type  3  (*)
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certificates

Type  1  (*)

(*)  Example  of  Procedure:  Certificate  of  no  Criminal  Record

What  are  they?  It  is  the  validation  by  the  competent  body  in  order  to  corroborate  a  material  or  

intangible  condition  of  the  individual.  Sometimes,  they  are  a  prerequisite  for  carrying  out  another  activity.  Two  
different  types  of  "Processing  Schemes"  are  identified :
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(*)  Example  of  Procedure:  Passport

(*)  Example  of  Procedure:  University  degree  certificate

What  are  they?  Granting  of  the  right  to  exploit  resources,  infrastructures  or  spaces  for  the  use  of  

individuals.  A  single  "Processing  Scheme"  is  identified :

Type  3  (*)

Type  2  (*)

concessions
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(*)  Example  of  Procedure:  Presentation  of  the  quarterly  report  for  Local  Service  concessionaires

What  are  they?  Procedures  by  which  the  individual  is  included  in  a  register.  It  also  includes  those  
procedures  for  the  archiving  or  conservation  of  documents  and/or  information  of  individuals  in  order  to  
establish  control  measures  in  order  to  monitor  compliance  with  current  regulations.  In  general,

What  are  they?  Information  documents  issued  by  individuals  on  operating  conditions  in  order  to  comply  

with  current  regulations.  A  single  "Processing  Scheme  "  is  identified  for  this  type  of  procedure:

(*)  Example  of  Procedure:  Concession  for  the  Use  of  Surface  Waters

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

Reports,  reports  and  opinions

Registration  and  inscriptions

6

Machine Translated by Google



Type  2  (*)

Type  1  (*)

(*)  Example  of  Procedure:  Application  for  registration  in  the  register  of  public  accountant  before  the  IMSS

This  procedure  is  a  necessary  condition  to  be  able  to  develop  other  activities.  Three  "Processing  

Schemes  "  were  identified  for  this  type  of  procedure:

(*)  Example  of  Procedure:  Registration  of  legal  acts  in  the  National  Maritime  Public  Registry
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What  are  they?  Information  issued  by  an  individual  that  does  not  require  a  response  from  the  authority.

(*)  Example  of  Procedure:  Conservation  of  records

(*)  Example  of  Procedure:  Notice  of  the  use  of  permits  for  the  incorporation  of  companies  or  change  of  

name  or  company  name  and  of  the  liquidation,  merger  or  spin-off  of  companies

Type  1  (*)

Two  "Processing  Schemes  "  were  identified  for  this  type  of  procedure:

Type  3  (*)

Prior  Notices  and  Communications
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Type  2  (*)

(*)  Example  of  Procedure:  Notice  of  use  of  company  name

What  are  they?  Requirement  of  the  individual  in  order  to  know  operating  schemes,  objectives  and/or  results,  

among  other  relevant  aspects  concerning  the  Public  Administration.  Two  different  "Processing  Schemes"  

are  identified  for  this  type  of  procedure:

Orientation
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(*)  Example  of  Procedure:  Consultation  on  the  monumental  quality  of  a  specific  property,  
adjoining  a  historical  monument  and/ or  its  inclusion  in  an  area  of  historical  monuments

(*)  Example  of  Procedure:  Request  for  information  for  the  presentation  of  procedures

What  are  they?  Its  purpose  is  to  advise  citizens  on  issues  related  to  carrying  out  procedures  and  compliance  

with  administrative  obligations.  A  single  "Processing  Scheme"  is  identified  for  this  type  of  procedure:

Type  2  (*)

Type  1  (*)

Attention  and  advice  to  citizens  and  companies
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Type  1  (*)

What  are  they?  Specialized  assistance  requested  by  the  individual  in  order  to  obtain  technical  

support  for  the  development  of  particular  activities  (Example:  Technical-legal  advice).  A  single  
"Processing  Scheme  "  is  identified  for  this  type  of  procedure:

(*)  Example  of  Procedure:  Technical-Legal  Advice

(*)  Example  of  Procedure:  Course  for  the  Professionalization  of  Civil  Organizations

Training  for  citizens  and  companies
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What  are  they?  Money  transfers  whose  purpose  is  to  encourage  economic  activities  and  the  

competitiveness  of  companies.  They  are  characterized  by  not  requiring  the  beneficiary  to  pay  the  support  

that  was  granted.  Two  "Processing  Schemes  "  are  identified  for  this  type  of  procedure:

(*)  Example  of  Procedure:  Training  and  support  for  technology  transfer

Type  1  (*)

Type  2  (*)

economic  support
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Type  2  (*)

A  single  "Processing  Scheme  "  is  identified  for  this  type  of  procedure:

(*)  Example  of  Procedure:  Scholarship  application

(*)  Example  of  Procedure:  Request  for  support  of  cultural  projects

What  are  they?  Development  loans .  They  require  the  beneficiary  to  repay  the  amount  granted.

Financing

13

Machine Translated by Google



(*)  Example  of  Procedure:  Request  for  Access  to  Financing  for  Justice  Projects

(*)  Example  of  Procedure:  Application  for  early  retirement  pension

What  are  they?  Procedures  related  to  social  development,  such  as  requests  for  collection  of  pensions,  
scholarships  and  other  social  security  funds.  It  includes  both  financial  and  in-kind  transfers  (Example:  
beneficiaries  of  specific  social  programs).  A  single  "Processing  Scheme  "  is  identified  for  this  type  of  
procedure:

Social  benefits

Provision  of  public  services
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(*)  Example  of  Procedure:  Tree  pruning  service  in  DF

Three  "Processing  Schemes  "  are  identified  for  this  type  of  procedure:

(*)  Example  of  Procedure:  Courier  service  through  Correos  de  México

Type  1  (*)

What  are  they?  Requirement  of  the  individual  for  the  purpose  of  providing  a  public  service.  At  the  moment,  

only  procedures  related  to  the  provision  of  health  services  are  identified  (Example:  medical  consultation).

Type  2  (*)
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What  are  they?  Defense  mechanisms  that  regulate  administrative  offenses  and  copyright.

(*)  Example  of  Procedure:  Medical  consultation  service

(*)  Example  of  Procedure:  Review  Resources

A  single  "Processing  Scheme  "  is  identified  for  this  type  of  procedure:

Type  3  (*)

Means
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Formulation  of  reports,  complaints  and  claims

Arbitration  and  mediation

(*)  Example  of  Procedure:  Shipping  claim  in  Correos  de  México

What  are  they?  Procedures  for  the  resolution  of  controversies,  misdemeanors  and  crimes.

A  single  "Processing  Scheme  "  is  identified  for  this  type  of  procedure:

What  are  they?  Intermediation  of  public  institutions  for  the  resolution  of  conflicts  between  individuals.

A  single  "Processing  Scheme  "  is  identified  for  this  type  of  procedure:
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Two  "Processing  Schemes  "  are  identified  for  this  type  of  procedure:

(*)  Example  of  Procedure:  Payment  of  Income  Tax

What  are  they?  Procedure  for  the  declaration  and  payment  of  taxes  (rates,  tariffs,  rights  and  other  

types  of  obligations)  that  may  or  may  not  require  a  direct  or  determined  consideration  by  the  
Administration  in  the  form  of  services.

(*)  Example  of  Procedure:  Conciliation  Procedure

Type  1  (*)

Payment  of  taxes  and  duties
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What  are  they?  Procedure  for  the  payment  of  administrative  sanctions.

(*)  Example  of  Procedure:  Payment  of  the  right  to  supply  electricity

(*)  Example  of  Procedure:  Traffic  fine  for  parking  in  a  prohibited  place

A  single  "Processing  Scheme  "  is  identified  for  this  type  of  procedure:

Type  2  (*)

payment  of  fines
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Payments  to  the  social  security  system

Taxes  devolution

A  single  "Processing  Scheme  "  is  identified  for  this  type  of  procedure:

(*)  Example  of  Procedure:  Tax  refund  for  credit  balance

What  are  they?  Procedures  by  which  the  taxpayer  requests  the  refund  of  all  or  part  of  his  
contribution  to  the  tax  regime,  in  those  cases  that,  once  the  declaration  for  the  period  in  question  has  
been  made,  the  balance  is  in  favor  of  the  taxpayer.
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Annexes

A  single  "Processing  Scheme  "  is  identified  for  this  type  of  procedure:

(*)  Example  of  Procedure:  Authorization  for  the  release  of  wildlife  specimens  to  the  natural  habitat

Type  1

(*)  Example  of  Procedure:  Payment  of  employer-employee  contributions

What  are  they?  Procedures  by  which  the  applicant  makes  contributions  to  the  social  security  fund  for  pension  purposes,  health  

services  or  any  other  benefit.  Includes  quote  and  payment  of  the  amount

Administrative  authorizations
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type  2

(*)  Example  of  Procedure:  License  for  a  service  provider  for  the  use  of  sport  hunting
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Type  3

(*)  Example  of  Procedure:  Federal  Driver's  License
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certificates

Type  1

(*)  Example  of  Procedure:  Certificate  of  no  Criminal  Record
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type  2

(*)  Example  of  Procedure:  University  degree  certificate
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Type  3

(*)  Example  of  Procedure:  Passport
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concessions

(*)  Example  of  Procedure:  Concession  for  the  use  of  surface  water
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Reports,  reports  and  opinions

Registration  and  inscriptions

(*)  Example  of  Procedure:  Presentation  of  the  quarterly  report  for  Local  Service  concessionaires

(*)  Example  of  Procedure:  Application  for  registration  in  the  register  of  public  accountant  before  the  IMSS

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

Type  1
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type  2

(*)  Example  of  Procedure:  Registration  of  legal  acts  in  the  National  Maritime  Public  Registry
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Type  3

(*)  Example  of  Procedure:  Conservation  of  records
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Prior  Notices  and  Communications

Type  1

(*)  Example  of  Procedure:  Notice  of  the  use  of  permits  for  the  incorporation  of  companies  or  
change  of  name  or  company  name  and  of  the  liquidation,  merger  or  spin-off  of  companies
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type  2

(*)  Example  of  Procedure:  Notice  of  use  of  company  name
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Attention  and  advice  to  citizens  and  companies

Orientation

(*)  Example  of  Procedure:  Consultation  on  the  monumental  quality  of  a  specific  property,  
adjoining  a  historical  monument  and/ or  its  inclusion  in  an  area  of  historical  monuments

(*)  Example  of  Procedure:  Request  for  information  for  the  presentation  of  procedures

Type  1

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

(*)  Example  of  Procedure:  Technical-Legal  Advice

type  2

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory
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Training  for  citizens  and  companies

economic  support

Financing

(*)  Example  of  Procedure:  Training  and  support  for  technology  transfer

(*)  Example  of  Procedure:  Course  for  the  Professionalization  of  Civil  Organizations

Type  1

(*)  Example  of  Procedure:  Request  for  support  of  cultural  projects

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

Type  1

(*)  Example  of  Procedure:  Request  for  Access  to  Financing  for  Justice  Projects

type  2

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

(*)  Example  of  Procedure:  Scholarship  application

type  2

3.  4
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Social  benefits

(*)  Example  of  Procedure:  Application  for  early  retirement  pension
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Provision  of  public  services

(*)  Example  of  Procedure:  Tree  pruning  service  in  DF

Type  1
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Type  3

(*)  Example  of  Procedure:  Courier  service  through  Correos  de  México

(*)  Example  of  Procedure:  Review  Resources

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

type  2

(*)  Example  of  Procedure:  Medical  consultation  service

Means
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Formulation  of  reports,  complaints  and  claims

(*)  Example  of  Procedure:  Shipping  claim  in  Correos  de  México
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Arbitration  and  mediation

(*)  Example  of  Procedure:  Conciliation  Procedure
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Payment  of  taxes  and  duties

Type  1

(*)  Example  of  Procedure:  Payment  of  income  tax
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type  2

(*)  Example  of  Procedure:  Payment  of  the  right  to  supply  electricity
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payment  of  fines

(*)  Example  of  Procedure:  Traffic  fine  for  parking  in  a  prohibited  place

42

Machine Translated by Google



Payments  to  the  social  security  system

Taxes  devolution

(*)  Example  of  Procedure:  Tax  refund  for  credit  balance

Error  creating  thumbnail: /bin/bash: /usr/bin/convert:  No  such  file  or  directory

(*)  Example  of  Procedure:  Payment  of  employer-employee  contributions
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