UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

XA PAI HQP Doc 1ap - Ty do - Hanh phiic
SH: 86 /CV-UBND Dai Hop, ngay 09 thang 8 nam 2023
V/v cong khai danh muc TTHC

thug: hién dich vu cong truc
tuyén linh vuc Tu phap - ho
tich

Kinh giri: Uy ban nhan dan huyén Tt Ky;
Phong tu phap huyén Ta Ky
Cac b;m, nganh, doan thé xa;
Cac t6 chure, ca nhan c6 lién quan;

f]y ban nhan dan xa Dai Hop thuc hjén ra soat, ,niém yf::t cong khai TTHC
linh vyc Tu phap ho tich thude tham quyén giai quyét cua Uy ban nhan dan xa
gom: 21 thu tyc. Cu thé nhu sau:

Linh vuc Chung thyc: 11 thu tuc ; mic d§ Toan trinh 03 thu tuc, mirc d6
mot phan 08 thu tuc

Linh vuc Ho tich : 35 thu tuc. c6 05 Iinh vuc toan trinh, 30 linh vuc mot
phan.

Linh vuc nudi con nuodi: 02 thu tuc murc do toan trinh 1 tha tuc, mic do
mdt phan 01 thi tuc.

Linh vuc Boi thuong nha nudc : 01 thu tuc mic do Mat phﬁn.

LTnh vuc hoa giai & co s6: 4 thu tuc murc do toan trinh 03 thu tuc; mirc do
mot phan 01 thu tuc.

Linh vuc phé bién gido duc phap luat: 02 thu tuc, muc do toan trinh 02
thu tuc.

(c6 Phy luc Danh muc va Quy trinh gidi quyét dinh kém).

Danh myc va quy rinh giai quyét TTHC linh vuc Tu phap — Ho tich duoc
niém yét cong khai tai B phan mdt ctra UBND xa.

Noi dung chi tiét duoc dang tai tai Trang thong tin dién tir cia UBND x4
Dbai Hop, dia chi http://www.daihop.tuky.haiduong.gov.vn.

UBND xa Dai Hop thong bao dé cac ban, nganh, doan thé cta x4; céc to
chtrc, ca nhan c6 lién quan biét va thuchién./.

Noi nhin: CHU TICH
- Nhu Kinh guri;

- BTV Dang uy xa;

- Thuong tryc HDND x3;
- B phan mét ctra;

- Trang TTDT x&;
-Luu:VP.
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I. LINH VUC CHUNG THU'C
1. Thia tuc Cép bén sao tir s6 gbc
a) Trinh ty thyc hién:

- Ngudi yéu cau cép ban sao tir so goc phai xuat trinh cac gidy to phuc vu cho yéu cau cip
ban sao tir s6 goc. Trudong hop ngudi yéu cdu cAp ban sao tir sd gbe giri qua buu dién thi phai giri kém
theo ban sao c6 chiing thuc giay to theo quy dinh.

- Co quan, t6 chirc cin ctr vao sd goc dé cip ban sao cho ngudi yéu cau; ndi dung ban sao
phai ghi theo dung noi dung di ghi trong s6 gdc.

- Trong truong hop khong tim thdy s6 gbc hoic trong s0 gbc khong c6 thong tin vé ndi dung
yéu cau cap ban sao thi co quan, t6 chirc dang luu giit s6 gbe 6 trach nhiém tra 16i bang vin ban cho
nguoi yéu cau.

- Nguoi yéu cau cap ban sao tir s0 goc nhan két qua tai noi ndp ho so hodc qua buu dién (néu
ndp qua buu di¢n).

b) Céch thie thyc hién: Nop hd so truc tiép hodc thong qua hé thong buu chinh dén Bo phan
tiép nhan ho so va tra két qua cap xa.

¢) Thanh phan, sb luong hd so:

- Trudng hop ndp truc tiép thi xuat trinh ban chinh hodc ban sao ¢6 ching thuc gidy chimg
minh nhan dan hodc ho chiéu con gia tri st dung.

- Truong hop ngudi yéu cau cip ban sao tir s6 gde giri qua buu dién thi phai giri kém theo ban
sao co6 chung thuc gidy chung minh nhan dan hodc hd chiéu con gia tri st dung, phong bi dan tem ghi
r0 ho tén, dia chi ngudi nhan cho co quan, t6 chirc cap ban sao.

- Trudng hop ngudi yéu cdu 1a nguoi dai dién theo phép luét, nguoi dai dién theo uy quyen
clia ca nhan, t6 chirc dugc cap ban chinh; cha, me, con; vo, chong; anh, chi, em rudt; nguoi thira ké
khac ciia nguoi duge cdp ban chinh trong truong hop nguoi d6 da chét thi phai xuit trinh gidy to
chimg minh quan hé véi ngudi duge cdp ban chinh.

d) Thoi han giai quyét: Trong ngay co quan, t6 chuc tiép nhan yéu cau hodc trong ngay lam
viéc tlep theo, néu tlep nhan yéu cau sau 15 gio. Trong truong hop yeu ciu cap ban sao tir s6 goc
duoc gui qua buu dién thi thoi han duoc thuc hién ngay sau khi co quan, td chtre nhan da hd so hop 1€
theo dau buu dién dén.

d) béi tuong thyc hién thu tuc hanh chinh: Ca nhan, td churc

e) Co quan thuc hién thi tuc hanh chinh: Co quan, t6 chtrc quan 1y sb gbc
g) Két qua thyc hién tha tyc hanh chinh: Ban sao dugc cap tir sd gbc

h) Phi: Khong

i) Tén mau don, mau to khai: Khong

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Phai c6 s6 gbc

1) Can cr phap 1y ctia thu tuc hanh chinh:

Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cip ban sao tir ban chinh,
chung thuc chit ky va chirng thuc hop dong, giao dich.

2. Thii tuc chitng thye bén sao tir ban chinh gidy to, vin ban do co’ quan td chirc ¢é6 thim
quyén cua Viét Nam cap hoic chirng nhén

a) Trinh ty thuc hién:

+ Ngudi yéu cau chimg thyuc phai xudt trinh ban chinh gidy to, van ban lam co sé dé ching
thyc ban sao va ban sao can chung thyec.

+ Trudng hop ngudi yéu cau chimg thyc chi xuat trinh ban chinh thi co quan, t6 chic tién
hanh chyp tir ban chinh dé thuc hién chiing thuc, trir trudng hop co quan, t6 chirc khong c6 phuong



tién dé chup.

+ Nguoi thuc hién ching thuc kiém tra ban chinh, déi chiéu véi ban sao, néu ndi dung ban
sao dung v6i ban chinh. Ban chinh gidy to, van ban khong thudc céc truong hop ban chinh gidy to,
van ban khong dugc dung 1am co sé dé ching thuc ban sao thi thyc hién chirng thyc nhu sau:

* Ghi day du 16i chtng chtng thuc ban sao tir ban chinh theo mau quy dinh;

* Ky, ghi rd ho tén, dong dau cia co quan, t6 chire thyc hién ching thyc va ghi vao sé chimg
thure.

Dbi véi ban sao c6 tir 02 (hai) trang tré 1én thi ghi 10i chimg vao trang cudi, néu ban sao c6 tir
02 (hai) to tré 1€n thi phai dong dau giap lai.

M&di ban sao duogc chl'rpg thuc tr mot ban chinh giz"iy to, van ban hodc nhiéu’ ban sao duogc
chung thuc tr mdt ban chinh gidy to, van ban trong cung mdt thoi dieém dugc ghi mot s6 chung thuc.

+ Nguoi yéu cau ching thuc nhan két qua tai noi ndp hd so.

b) Cach thirc thyc hién: Nop hd so truc tiép tai Bo phan tiép nhén hd so va tra két qua cép X4,

¢) Thanh phan, s6 lugng hd so: Ban chinh gidy to, vin ban lam co s¢ dé ching thuc ban sao
va ban sao can chung thyc. Truong hop ngudi yéu cau chimg thuc chi xuat trinh ban chinh thi co
quan, to chirc tién hanh chup tir ban chinh dé thuc hién ching thuc, trir truong hop co quan, to chirc
khong c6 phuong tién dé chup. Ban sao tur ban chinh dé thuc hién ching thuc phéi c6 day da cac trang
da ghi thong tin ctia ban chinh.

d) Thoi han giai quyét: Trong ngay co quan, t6 chirc tiép nhan yéu cau hoic trong ngay lam
viée tiép theo, néu tiép nhan yéu cau sau 15 gio. Déi voi truong hop cung mét luc yéu cau chimg thyc
ban sao tir nhiéu loai ban chinh gidy t0, vin ban; ban chinh ¢ nhiéu trang; yéu cau s6 lugng nhidu
ban sao; ndi dung glay td, van ban phirc tap kho kiém tra, ddi chiéu ma co quan, td chirc thuc hién
ching thyc khong thé dap Gmg dugc thoi han quy dinh néu trén thi thoi han chimg thyc dugc kéo dai
thém khong qua 02 (hai) ngay lam viéc hoac c6 thé dai hon theo thoa thuén bang van ban voi nguoi
yéu cau chumg thye. Truong hop tra két qua trong ngdy lam viéc tiép theo hodc phai kéo dai thoi gian

theo quy dinh thi ngudi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho
ngudi yéu cu chimg thye.

d) béi tuong thye hién thu tuc hanh chinh: Ca nhén, t chire
e) Co quan thuc hién thi tuc hanh chinh: UBND cap xa.
g) Két qua thyc hién thi tuc hanh chinh: Ban sao dugc chirng thyc tir ban chinh

h) Phi:2.000 dong/trang; tir trang thtr 3 tr¢ 1én thu 1.000 dong/trang, t6i da thu khoéng qua
200.000 dong/ban. Trang la can ctt dé thu phi dugc tinh theo trang cua ban chinh.

i) Tén mau don, mau to khai: Khong

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Ban chinh gia"iy t&, van ban can chung
thure.

Ban chinh gidy td, vin ban khong duoc ding 1am co sé dé ching thuc ban sao:
+ Ban chinh bi tiy x6a, stra chita, thém, bot noi dung khong hop 18.
+ Ban chinh bi hu hong, cii nat, khong xac dinh duoc ndi dung.

+ Ban chinh déng ddu mat cia co quan, to chiic c6 thAm quyén hoic khong déng dau mat
nhung ghi rd khong dugc sao chup.

+ Ban chinh c6 noi dung trai phap luat, dao dic xa hoi; tuyén truyén, kich dong chién tranh,
chong ché d¢ xa hoi chu nghia Viét Nam; xuyén tac lich su cta dan toc Vit Nam; xtc pham danh dy,
nhan pham, uy tin cua ca nhan, to chirc; vi pham quyén cong dan.

+ Glay to, van ban do cé nhéan ty 1dp nhung khong c6 xdc nhén va dong diu cta co quan, t6
chtre c6 thim quyén.

1) Can ct phap 1y cta tha tuc hanh chinh:
+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir ban chinh,
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chung thyc chir ky va ching thuc hop dong, giao dich;

+ Thong tur 56 01/2020/TT-BTP ngay 03/3/2020 ciia Bg trudng Bo Tu phdp quy dinh chi tiét
va hudng dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh ph
vé cap ban sao tir ban chinh, chitng thuc chiv ky va chung thuc hop dong, giao dich;

_+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bo truong Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va sir dung phi ching thyc;

_+ Théng tu 50 264/2016/TT-BTC ngay 14/11/2016 ctia B truong Bo Tai chinh quy dinh mirc
thu, ché d9, thu, ndp, quan 1y va st dung phi, 1€ phi trong linh vuc ngoai giao ap dung tai cac co quan
dai dién Viét Nam & nudce ngoai;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 ctia B truong Bo Tai chinh quy dinh mirc
thu, ché d¢ thu, ndp, quan 1y, sir dung phi cong ching; phi chimg thyc; phi tham dinh tiéu chuan diéu
kién hanh nghé cong chimg; phi thim dinh diéu kién hoat dong vin phong cong ching; 1é phi cip thé
cong ching vién.

3. Thu tuc chirng thye chir ky trong cac gidy to, vin ban (ap dung cho ca truong hop
chirng thue diém chi va truong hop nguoi yéu cau chirng thue khong thé ky, khong thé diém chi
dugc)

a) Trinh tu thuc hién:

~ + Ngudi yéu ciu chimg thyc chit ky/diém chi/khong thé ky, khong thé diém chi dugc phai
xuat trinh céc giay to phuc vu viéc ching thuc chit ky.

+ Trong truong hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai c6 ngudi
phién dich. Nguoi phién dich phai 1a ngudi c6 ning lyc hanh vi dan sy day dii theo quy dinh ciia phap
luat, thong thao tiéng Viét va ngdn ngit ma nguoi yéu cau chimg thuc sir dung. Nguoi phién dich do
ngudi yéu cau ching thuc moi hodc do co quan thue hién chimg thuc chi dinh. Thu lao phién dich do
ngudi yéu cu chimg thuc tra.

+ Nguoi thue hién ching thue (hodc nguoi tiép nhan ho so trong truong hop tzep nhdn tai bo
phdn mét cira, mét cira lién théng) kiém tra gidy to yéu cau chimg thuc, néu thay du gidy to theo quy
dinh, tai thoi diém ching thuc, nguoi yéu cau chimg thyc minh man, nhan thirc va lam chii duge hanh
vi cua minh va viéc ching thuc khong thudc cac truong hop khong dugc chung thuc chit ky thi yéu
cau nguoi yéu cau ching thuc ky/diém chi truée mat va thuc hién chimg thuc nhu sau:

* Ghi day du 16i chimg ching thyc chir ky theo mau quy dinh phia dudi chi ky dwoc chimg
thuwe hodc trang lién sau cia trang gidy to, van ban c6 chir ky duoc chirng thuc; Néu hé so tiép nhén
tai bo phdn mot cira, mot cua lién thong thi nguoi tzep nhdn ho so ky vao duci loi chirng theo mau
quy dinh va chuyén hé so cho nguoi thiee hién chimg thuc,

* Nguoi thyc hién ching thuc ky, ghi rd ho tén, dong diu ciia co quan, to chirc thyc hién
ching thuce va ghi vao so chirng thuec.

Déi véi gidy to, van ban cé tir (02) hai to tré 1én thi phdi dong ddu gidp lai. Truong hop loi
ching dwoe ghi tai to lién sau cia trang c6 chit ky thi phai dong dau gidp lai gitta gidy to, van ban
chung thyce chit ky va trang ghi loi chirng,

b) Cach thirc thuc hién: Nop hd so truc tiép tai BO phan tlep nhan hd so va tra két qua cap xa
hodc ngoai try s¢ cua co quan thyc hién ching thuc néu ngudi yéu cau chimg thyc thude dién gia yéu,
khong thé di lai dugc, dang bi tam giit, tam giam, thi hanh an phat ti hodc c6 1y do chinh dang khac.

¢) Thanh phan hd so:

+ Ban chinh hodc ban sao ¢6 ching thuc Gidy ching minh nhan dan/Céin cude cong ddn hodc
Ho chi€u con gia tri st dung.

+ Gidy to, vin ban ma minh s€ yéu céu chimg thyc chir ky. Truong hop ching thue chir ky
trong glay to, van ban bang tleng nuoc ngoai, néu nguoi thyc hién ching thuc khong hiéu 6 noi dung
clia gidy t0, van ban thi c6 quyen yéu cau nguoi yéu cau chimg thyc ndp kém theo ban dich ra tiéng
Viét ndi dung cua gidy t0, van ban d6 (ban dich khong can cong ching hodc ching thuc chit ky nguoi
dich, ngudi yéu cau chimg thuc phai chiu trach nhiém vé ndi dung cua ban dich).

+ Nguoi yéu cau chung thuc nhan két qua tai noi ndp ho so.
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d) Thot han thyc hién yéu cau ching thue: Trong ngay co quan, t6 chirc tiép nhan yéu cau
hodc trong ngay lam viéc tiép theo, néu tlep nhan yéu cau sau 15 gio. Truong hop tra két qua trong
ngdy lam viéc tiép theo thi ngudi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gio, ngay) tra két
qué cho nguoi yéu cau chimg thyc.

d) béi tuong thuc hién thu tuc hanh chinh: Ca nhan
e) Co quan thue hién tha tuc hanh chinh: UBND cép xA.
g) Két qua thyc hién tha tuc hanh chinh: Gidy to, van ban dugc chimg thuc chit ky/diém chi.
) h) Phi: 10.000 déng/truong hop (trudng hop duoc tinh 1a mot hodc nhiéu chir ky trong mot
giady td, van ban).
i) Tén mau don, mau t& khai: Khong
k) Yéu cau, diéu kién thuc hién thi tuc hanh chinh: khéng.
Truong hop khong dugc ching thuc chir ky:
+ Tai thoi diém ching thyc, nguoi yéu cau chimg thuc chir ky khong nhan thic va lam cha
duoc hanh vi cua minh.
+ Nguoi yéu cau chimg thuc chir ky xuat trinh Gidy chirng minh nhan dan hodc Ho chiéu
khong con gia tri sir dung hodc gia mao.
~ + Gidy t0, vin ban ma ngudi yéu clu chimg thyc ky vao c6 ndi dung quy dinh tai Khodn 4
bicu 22 cua Nghi dinh s6 23/2015/ND-CP .

+ Gidy 10, van ban co ngi dung la hop dong, giao dich; trie Gidy 1y quyén trong cdc truong
hop Gidy ity quyén: (1) uy quyén vé viéc nop hg, nhan ho ho so, gidy to, trir truong hop phap ludt quy
dinh_khong dwoc iy quyén; (2) iy quyén nhdn ho luong huu, buu phdm, tro cap, phu cap; (3) uy
quyén nho trong nom nha cira; (4) ity quyén ciia thanh vién hg gia dinh dé vay vén tai Ngan hang
chinh sach xa hgi; hodc trir truong hop phap ludt co quy dinh khac.

1) Céan ctr phap 1y cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngdy 16/02/2015 ciia Chinh phii vé& cAp ban sao tir ban chinh,
chung thuc chit ky va chirng thuc hgp dong, giao dich.

+ Thong tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia B6 truéng Bé Tu phdp quy dinh chi tiét
va huong dan thi hanh mot so diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi
vé cap ban sao tie ban chinh, chitng thuc chiv ky va chirng thuc hop dong, giao dich,

_+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bé truéng Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan ly va st dung phi chiing thyc;

1 Thong tu s6 264/2016/TT-BTC ngay 14/11/2016 cta Bo truong Bo Tai chinh quy dinh mirc
thu, ché dg, thu, ndp, quan 1y va st dung phi, 1€ phi trong linh vuc ngoai giao ap dung tai cac co quan
dai dién Viét Nam ¢ nudc ngoai;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 ciia B6 trudng Bo Tai chinh quy dinh muc
thu, ché d6 thu, ndp, quan 1y, sir dung phi cong ching; phi chimg thyc; phi tham dinh tiéu chuan diéu

kién hanh nghé cong ching; phi tham dinh diéu kién hoat dong vin phong cong chimg; 18 phi cap thé
cong ching vién.

4. Thi tuc chirng thye viéc sira ddi, b6 sung, hity bé hop dong, giao dich
a) Trinh ty thyc hién:

+ Nguoi yéu cau ching thyuce xuét trinh gidy to tily than con gia tri str dung dé ngudi thyuc hién
ching thuc kiém tra va nop 01 bd ho so .

+ Viéc sﬁ’a‘déi, bd sung, huy bo hop déng, giao dig:h da duogc chirng thuc chi dugc thuc hién
khi c6 thoa thudn bang van ban cia cac bén tham gia hgp dong, giao dich.

+ Viéc stra ddi, bd sung, hay bo hop dong, giao dich dugc thuc hién tai co quan da chung

thuc hop dong, giao dich. Truong hop stra dbi, bo sung, thay thé, huy bo mot phan hodc toan bo di
chuc thi ¢6 thé chimg thuc tai bt ky co quan ¢6 thim quyén chtng thuc nao.
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+ Nguoi thue hién ching thuc (hodc nguoi tlep nhdn hé so trong truong hop tiép nhan hé so
tai bo phan mot cira, mot cira lién thong) kiém tra gidy to trong hd so yéu cau ching thyc, néu day du
tai thoi diém chung thuc cac bén tham gia hop ddng, giao dich ty nguyén, minh man va nhan thic,
lam chu dugc hanh vi cua minh thi tzep nhén ho so, thyc hién chung thuc.

+ Céc bén tham gia hop déng, giao dich phai ky trudc mat ngudi thuc hién ching thuc, néu
hop d‘éng co tir hai trang tro lén thi phai ky vao tung trang. Truong hop nguoi yéu cau chirmg thuc
nép ho so tai bo phdn mot cia, mot cia lién thong thi cac bén tham gia hop dong, giao dich phai ky
trieée mdt nguwoi tiép nhdn ho so. Truong hop nguoi co thim quyén giao két hop ddng ciia cac t chic
tin dung, doanh nghiép da dang ky chit ky mau tai co quan thuc hién chimg thyc thi c¢6 thé ky trudc
vao hop dong; nguoi thye hién ching thuc (hodc nguoi tiép nhin ho so tai by phdn mot cira, mot cira
lién thong) phai d6i chiéu chir ky ctia ho trong hop dong voi chir ky mau trude khi thuc hién chung
thuc, néu nghi ngd chir ky trong hop ddng khac véi chir ky mau thi yéu cau nguoi d6 ky trude mit.

+ Trudng hop ngudi yéu cau chimg thuc khong ky dugc thi phai diém chi; néu nguoi do
khong doc duoc, khong nghe duoc, khong ky, khong diém chi duge thi phai co 02 (hai) nguoi lam
chimg. Nguoi 1am chimg phai c6 du nang luc hanh vi dan sy va khong co quyén, loi ich hodc nghia vu
lién quan dén hop dong, giao dich. Ngudi lam ching do ngudi yéu cau ching thuc bd tri. Trudng hop
nguoi yéu cau chimg thuc khong bb tri duoc thi dé nghi co quan thyc hién chimg thyc chi dinh nguoi
lam ching.

+ Nguoi thue hién ching thuc (hodc nguwoi tiép nhdn ho so) ghi 16i chimg tuong tng véi timg
loai hop ddng, giao dich theo mau quy dinh. Trueong hop tiép nhdn ho so tai b phin mét cira, mot
cira lién thong thi nguoi tiép nhdn ho so ky vao tirng trang cia hop dong, giao dich va ky vao duwéi 10
chitng theo mau quy dinh.

Nguwoi thiee hién chimng thue ky vdo timg trang ciia hop dong, giao dich (néu ho so khong
duoc tiep nhdan qua bé phan mot ciea, mot cira lién thong), ky, ghi r6 ho tén, dong dau ctua co quan
thuc hién ching thuc va ghi vao s6 chirng thue.

Do véi hgp ddng, giao dich ¢6 tir 02 (hai) trang trd 1én, thi timg trang phai duoc danh s thi
tu; sO luong trang va 101 chimg dugc ghi tai trang cudi ctia hop dong, giao dich. Truong hop hop
dong, giao dich ¢ tir 02 (hai) t& trd 1€n thi phai dong dau giap lai.

+ Trong truong hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai co ngudi
phién dich. Ngudi phién dich phai 1a ngudi c6 ning luc hanh vi dan sy ddy du theo quy dinh ctia phap
lugt, thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau ching thyc str dung. Nguoi phién dich do
ngu’m yéu cau chung thuc moi hodc do co quan thyuc hién chirng thue chi dinh. Thu lao phién dich do
nguoi yéu cau chung thyc tra. Ngudi phién dich co trach nhiém dich day du, chinh xac ndi dung cia
hop ddng, giao dich, ni dung 15i chimg cho ngudi yéu cau chimg thyc va ky vao ting trang hop dong
voi tu cach 1a ngudi phién dich.

+ Co quan thuc hién viéc stra doi, bd sung, thay thé, huy boé mot phan hodc toan bd di chiic
phai thong bao bing vin ban cho co quan da chimg thuc trude ddy vé ndi dung stra ddi, bd sung, thay
thé, hiy bo mot phan hodc toan bo di chiic dé ghi cht vao s6 chimg thuc hop dong, giao dich.

+ Nguoi yéu cau ching thuc nhan két qua tai noi ndp hd so.

b) Cach thirc thyc hién: Nop hd so truc tiép tai B phéan tiép nhén hd so va tra két qua cép

huyén.

¢) Thanh phan, s luong hd so:

Ngudi yéu cdu chimg thuc ndp 01 (mdt) bd hd so yéu ciu chimg thuc, gdm cac gidy to sau
day:

+ Hop déng, giao dich da duogc chirng thuc;

+ Dy thao hop dong, giao dich stra doi, bo sung, huy bo hop ddng, giao dich da duoc ching
thuec;

+ Trong truong hop ndi dung sira doi, bo sung c6 lién quan dén tai san thi nguoi yéu cau
chimg thyc phai ndp ban sao kém ban chinh dé d6i chiéu glay chung nhan quyén s¢ hiru, quyén sir
dung hodc ban sao gidy to thay thé dugc phap luat quy dinh dbi véi tai san ma phap luét quy dinh phai
dang ky quyén s hitu, quyén sir dung, trir truong hop ngudi lap di chiic dang bi ci chét de doa dén



tinh mang.

d) Thoi han giai quyet Thoi han thue hién yéu cau ching thyc phai dugc bao dam ngay trong
ngdy co quan, to chirc tlep nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tlep nhén yéu cau sau
15 gio. Trudng hop tra két qua trong ngay 1am viée tiép theo thi nguoi tiép nhan ho so phai co phiéu
hen ghi 5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc.

d) Dbi tuong thyc hién thu tuc hanh chinh: C4 nhén, t6 chic

e) Co quan thuc hién tha tuc hanh chinh: Phong Tu phap

g) Két qua thuc hién thu tuc hanh chinh: Hop dong, giao dich duoc ching thuc
h) Phi: 30.000 dong/hop ddng, giao dich.

i) Tén mau don, mau t& khai: Khong

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

Viéc sﬁ:‘a ddi, bd sung, hiy bo hop déng, giao djch da duogc chirng thuc chi dugce thyc hién khi
c6 thda thuan bang van ban cua cac bén tham gia hop dong, giao dich.

1) Can ctr phap 1y cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé& cip ban sao tir ban chinh,
chung thuc chit ky va chung thuc hop dong, giao dich;

+ Thong tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia B6 truong Bé Tu phdp quy dinh chi tiét
va huong dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu
vé cdp ban sao tie ban chinh, chitng thwe chiv ky va ching thuc hop dong, giao dich;

_+ Thong tu 50 226/2016/TT-BTC ngay 11/11/2016 ciia B truong Bo Tai chinh quy dinh mirc
thu, ché d6 thu, ndp, quan ly va st dung phi chiing thyc.

6. Thii tuc sira 15i sai s6t trong hop ddng, giao dich
a) Trinh tu thuc hién:
+ Ngudi yéu cau chimg thue nop 01 bo ho so.

+ Viéc sira 15i sai sot trong khi ghi chép, danh may, in hop dong, giao dich da duoc ching
thuc dugc thuc hién theo thoéa thuan bing vin ban cua cac bén tham gia hop ddng, giao dich, néu
khong 1am anh huéng dén quyén, nghia vu cta cac bén va dugc thyuc hién tai co quan di ching thuc
hop ddng, giao dich.

+ Nguoi thuc hién chimg thuc gach chan 16i sai sot can stra, dong déu cua co quan thyc hién
chung thuc va ghi vao bén 1€ cua hgp dong, giao dich ndi dung da stra, ho tén, chit ky ctia nguoi sta,
ngay thang nam stua.

+ Nguoi yéu cau chung thuc nhan két qua tai noi nop ho so.
b) Céach thirc thyc hién: Nop hd so tryc tiép tai B phan tiép nhan ho so va tra két qua cap xa.
¢) Thanh phan, s luong hd so:

Nguoi yéu cau ching thuc ndp 01 (mdt) bd hd so yéu cau chimg thuc, gdm cac gidy to sau
day:

+ Bén sao gidy to tiy than con gia tri sir dung ciia nguoi yéu cau chimg thyc (xuét trinh ban
chinh dé do6i chiéu);

+ Vin ban thoa thuan vé viéc stra 13i sai sot trong hop déng, giao dich da dugc ching thuc

+ Hop dong, giao dich da dugc chimg thuc;

+ Bén sao glay chimg nhan quyén so hiru, quyén sir dung hodc ban sao gidy to thay thé duoc
phap luat quy dinh déi voi tai san ma phap luat quy dinh phai dang ky quyén s& hiru, quyén sir dung
trong truong hop hop dong, giao dich lién quan dén tai san d6 (xudt trinh ban chinh dé doi chiéu).

d) Thoi han giai quyét: Thoi han thyc hién yéu cau ching thuc phai dugce bao dam ngay trong
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ngay co quan, t6 chirc tiép nhan yéu cau hodc trong ngay lam viéc tiép theo, néu tiép nhan yéu ciu sau
15 gio. Truong hop tra két qua trong ngay lam viée ti€p theo thi ngudi tiép nhén hd so phai c6 phiéu
hen ghi r6 thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chung thyec.

d) béi tuong thyc hién thu tuc hanh chinh: Ca nhan, td churc

e) Co quan thuc hién thi tuc hanh chinh: UBND cép x.

g) Két qua thyc hién tht tuc hanh chinh: Hop déng, giao dich duoc stra 16i k¥ thuat
h) Phi: 25.000 dong/hop ddng, giao dich.

i) Tén mau don, mau to khai: Khong

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: khong.

1) Can cr phap 1y ctia thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cAp ban sao tir ban chinh,
chung thuc chit ky va chirng thuc hop dong, giao dich;

+ Thong tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia B6 truéng Bé Tu phdp quy dinh chi tiét
va hudng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu
vé cap ban sao tir ban chinh, chirng thyc chit ky va chirng thuc hop dong, giao dich;

_+ Thong tu 50 226/2016/TT-BTC ngay 11/11/2016 ciia B truéng Bo Tai chinh quy dinh mirc
thu, ché dg thu, ndp, quan 1y va st dung phi ching thyc.

6. Thii tuc cAp ban sao c6 chirng thue tir ban chinh hop dong, giao dich di dwoc chitng
thuc

a)Trinh tu thuc hién:

+ Ngudi yéu cau cap ban sao ¢ chimg thuc tir ban chinh hgp dong, giao dich phai xuét trinh
cac giay to theo quy dinh.

+ Nguoi thye hién ching thuc kiém tra gidy to do nguoi yéu cau cap ban sao c¢6 chimg thuc
ttr ban chinh hop dong, giao dich xuat trinh.

+ Viéc cép ban sao co chﬁpg thuc tir ban chinh hop déng, giao dich da duoc chung thyc dugc
thyc hién tai co quan luu trit hop dong, giao dich.

+ Co quan thuc hién chimg thyc tién hanh chyp tir ban chinh hgp dong, giao dich dang duoc
luu trt va thye hién ching thuc nhu sau:

* Ghi ddy du 16i chimg chimg thyc chit ky theo mau quy dinh;

* Ky, ghi r0 ho tén, dong déu cua co quan, t6 chirc thuc hién chung thuc va ghi vao ) chung
thure.

D6i v6i ban sao c6 tir 02 (hai) trang trd 1én thi ghi 10i ching vao trang cudi, néu ban sao co tir
02 (hai) to tré 1én thi phai dong dau giap lai.

Moi ban sao dugc ching thuc tr mot ban chinh gidy t0, vin ban hoic nhleu ban sao dugc
chtng thyc tir mot ban chinh gidy to, van ban trong cting mot thoi diém duge ghi mot s6 ching thyec.

b) Cach thurc thyc hién: Nop hd so truc tlep tai B phan tlep nhén hd so va tra két qua cap X4.

¢) Thanh phan, s lugng hd so: Nguoi yéu cau chimg thuc xudt trinh ban chinh hodc ban sao
c6 ching thuc Giay chiing minh nhan dan/Can cuoc cong dan hoac Ho chi€u con gia tri str dung.

d) Thoi han giai quyét; Trong ngay co quan, t6 chirc tiép nhan yéu cau hoic trong ngay lam
viéc tiép theo, néu tlep nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngdy lam viéc tiép theo
thi nguoi tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau
chung thue.

d) béi tuong thyc hién thu tuc hanh chinh: Ca nhan, t6 churc

e) Co quan thyc hién thii tuc hanh chinh: UBND cap x4 Iuu trit hop dong, giao dich


https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/thong-tu-01-2020-tt-btp-huong-dan-ve-cap-ban-sao-tu-so-goc-chung-thuc-chu-ky-436529.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/thue-phi-le-phi/thong-tu-226-2016-tt-btc-phi-chung-thuc-322363.aspx

g) Két qua thuc hién thu tuc hanh chinh: Ban sao hop ddng, giao dich dugc chimg thuc

h) Phi: 2.000 dong/trang; tir trang thir 3 tro' 1én thu 1.000 dong/trang, t0i da thu khong qua
200.000 dong/ban. Trang la can cr d€ thu phi dugc tinh theo trang ctia ban chinh.

i) Tén mau don, mau t& khai: Khong
k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: /
1) Can cr phap 1y ctia thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cAp ban sao tir ban chinh,
ching thuc chit ky va chirng thuc hop dong, giao dich;

+ Thong tu 50 01/2020/TT-BTP ngay 03/3/2020 cua Bo trieong Bo Tuw phdp quy dinh chi tiét
va hudng dan thi hanh mot so diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu
vé cap ban sao tir ban chinh, chirng thyc chit ky va ching thuc hop dong, giao dich;

_+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo trudong Bo Tai chinh quy dinh mirc
thu, ché d¢ thu, ndp, quan 1y va stir dung phi ching thyc.

7. Tha tyc chirng thye hop dong, giao dich lién quan dén tai san 12 dong san, quyén sir
dung dat va nha ¢

a) Trinh tu thuc hién:
+ Ngudi yéu cau ching thue ndp 01 bd hd so yéu cau ching thyec.

+ Ngudi thue hién chimg thuc (hodc nguwoi tiép nhdn hé so trong truong hop tiép nhin hé so
tai b phdn mét cira, mot cira lién théng) kiém tra gidy to trong hd so yéu cu chimg thuc, néu day du,
tai thoi diém chimg thyc cac bén tham gia hop dong, giao dich ty nguyén, minh man va nhan thic,
lam chu dugc hanh vi cua minh thi thuc hién ching thye.

+ Céc bén tham gia hop ddng, giao dich phai ky trudc mit ngudi thuc hién chimg thuc, neu
hop dong, giao dich c¢é tir hai trang tro lén thi phdi ky vdo tirmg trang. Trieong hop nguot yéu cau
chitng thie nép hé so tai bé Pphdn mot cira, mot cira lién thong thi cac bén tham gia hop dong, giao
dich phai ky trudc mat nguoi tiép nhdn hé so. Truong hop nguoi co thAm quyén giao két hop dong
ctia cac to chie tin dung, doanh nghiép da ding ky chit ky mau tai co quan thuc hién ching thuc thi
c6 thé ky trude vao hop dong; ngudi thuc hién ching thuc (hodc ngueoi tiép nhin ho so tai bé phin
mét cira, mét cira lién thong) phai ddi chiéu chir ky cta ho trong hop ddng véi chit ky mau trudce khi
thuc hién chimg thuc, néu nghi ngd chir ky trong hop dong khac véi chit ky miu thi yéu cau ngudi do
ky trudc mat.

+ Truong hop ngudi yéu cau ching thuc khong ky duoc thi phai diém chi; néu ngudi d6
khong doc dugc, khong nghe dugc, khong ky, khong diém chi dwoc thi phai c6 02 (hai) ngudi lam
chimg. Nguoi 1am chimg phai c6 di nang luc hanh vi dan sy va khong c6 quyén, loi ich hodc nghia vu
lién quan den hop ddng, giao dich. Nguoi lam ching do nguoi yéu cau ching thyc bd tri. Truong hop
ngudi yéu cau ching thuc khong bd tri dugc thi dé nghi co quan thyc hién ching thuc chi dinh ngudi
lam ching.

+ Ngudi thyc hién chimg thuc (hodc ngudi tiép nhdn ho so) ghi 10i chimg twong (g véi timg
loai hop ddng, giao dich theo mau quy dinh. Truong hop tiép nhdn ho so tai bé phdn mét cira, mot
cura lien thong thi nguoi tiép nhén ho so ky vao tirg trang ciia hop dong, giao dich va ky vao duéi 10
chung theo mau quy dinh.

Ngueoi thire hién chirng thyc ky vdo ting trang cua hop dong, giao dich (né:u ho so khéng
dugc tiep nhan qua by phdn mgt cira, mot cua lién thong), ky, ghi rd ho tén, dong dau cua co quan
thyc hi€n chung thyc va ghi vao so chiing thyc.

Dbi voi hop dong, giao dich co tir 02 (hai) trang tr6 1€n, thi timg trang phai dugc danh sO thr
tw, c6 chir ky cua nguoi yéu cau chung thuc va ngudi thue hién ching thyc; s6 luong trang va loi
chimg duoc ghi tai trang cudi cua hop dong, giao dich. Trudng hop hop dong, giao dich c6 tir 02 (hai)
to trd 1én thi phai dong dau giap lai.

+ Trong truong hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai c6 ngudi
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phién dich. Ngudi phién dich phai 1a ngudi c6 ning luc hanh vi dan sy ddy du theo quy dinh ctia phap
lut, thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau chimg thuc str dung. Nguoi phién dich do
nguoi yéu cau ching thuc moi hodc do co quan thyc hién chirng thyc chi dinh. Thu lao phién dich do
nguoi yéu cau chimg thuc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh xac ndi dung cia
hop ddng, giao dich, ndi dung 10i ching cho ngudi yéu cau chimg thuc va ky vao timg trang hop dong
vOi tu cach 1a nguoi phién dich.

b) Cach thirc thyc hién: Nop ho so tryc tiép tai Bo phén tiép nhan ho so va tra két qua cap xa.
Viée chimg thue cac hop ddng, giao dich lién quan dén quyén cia nguoi str dung dat dugc thyuc hién
tai Uy ban nhan déan cap xi noi co dat Viéc chung thuc cac hop dong, giao dich lién quan dén nha &
duoc thuc hién tai Uy ban nhan dan cap x4 noi c6 nha.

¢) Thanh phan, s6 luong hd so:

Nguoi yéu cau ching thuc ndp 01 (mdt) bd hd so yéu cau chimg thuc, gdm cac gidy to sau
day:

+ Dy thao hop dong, giao dich;

+ Ban sao Gidy ching minh nhan dan/Céan cuéc cong dan hodc HO chiéu con gia tri s dung
cuiia nguoi yéu cau ching thuc (xuat trinh kém theo ban chinh dé€ doi chicu);

+ Ban sao glay chimg nhén quyén so hiru, quyén sir dung hoic ban 8ao0 gidy to thay thé dugc
phap luat quy dinh d6i voi tai san ma phap luat quy dinh phai dang ky quyén sé hiru, quyén sir dung
trong trudng hop hop ddng, giao dich lién quan dén tai san d6 (xuét trinh kém theo ban chinh dé dbi
chiéu).

d) Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau chung thyuc hodc c6 thé
kéo dai hon theo thoa thuan bang van ban v6i nguoi yéu cau chimg thyc. Trudng hop kéo dai thoi han
gidi quyét thi ngudi tiép nhan hd so phai ¢ phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho
ngudi yéu cau chimg thuec.

@) Déi twong thyc hién thi tyc hanh chinh: C4 nhan, t6 chirc

¢) Co quan thyc hién tha tuc hanh chinh: Uy ban nhan dan cép xa

) Két qua thuc hién thu tuc hanh chinh: Hop dong, giao dich duoc ching thuc
h) Phi: 50.000 déng/hop ddng, giao dich

i) Tén mau don, mau to khai: Khong

k) Yéu ciu, diéu kién thuc hién thu tuc hanh chinh: /

1) Can ctr phap 1y cta tha tuc hanh chinh:

+ Nghj dinh sb 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cép ban sao tir ban chinh,
chung thuc chir ky va chung thuc hop dong, giao dich;

+ Thong tu 56 01/2020/TT-BTP ngay 03/3/2020 cua B¢ truong Bo Tuw phap quy dinh chi tiét
va huong dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu
vé cap ban sao ti ban chinh, chitng thuc chit ky va ching thuc hop dong, giao dich;

_+ Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ctia B truong Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan ly va sir dung phi chiing thyc.

8. Thi tuc chirng thue di chiic
a) Trinh tu thuc hién:
+ Ngudi yéu cau ching thuc ndp 01 bd hd so yéu cau ching thyec.

+ Ngudi thuc hién ching thuc (hodc nguoi tiép nhdn ho so trong truong hop tiép nhdn ho so
tai b phdn mét civa, mot civa lién thong) kiém tra gidy to trong hd so yéu cau chimg thuc, néu day du,
tai thoi diém chung thuc nguoi 1ap di chuc ty nguyén, minh man va nhan thic, lam chu duge hanh vi
cua minh thi thyc hién chung thyec.

+ Nguoi 1ap di chic phai ky trude mit nguoi thuc hién chimg thuc, néu di chiic ¢é tir hai
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trang tro 1én thi phdi ky vdo tiemg trang. Truwong hop nguwoi yéu cau chirng thire ndp ho so tai bg phdn
mot cika, mot ciea lién thong thi phdi ky truéc mat nguoi tiep nhdan ho so.

+ Trudng hop ngudi yéu cau ching thuc khong ky dugc thi phai diém chi; néu nguoi do
khong doc duoc, khong nghe duoc, khong ky, khong diém chi duge thi phai co 02 (hai) nguoi lam
chimg. Nguoi 1am chimg phai c6 du nang lyc hanh vi dan sy va khong co quyén, loi ich hodc nghia vu
lién quan dén giao dich. Ngudi lam ching do ngudi yéu cau ching thyc b tri. Truong hop ngudi yéu
cau chung thyc khong bd tri duge thi dé nghi co quan thyc hién ching thuc chi dinh nguoi lam
chung.

+ Nguoi thuc hién ching thuc (hodc nguwoi tiép nhdn hé so) ghi 10i ching theo miu quy
dinh. Truong hop tiep nhdn ho so tai bg phdan mét cira, mot cica lién thong thi nguoi tiep nhdn ho so
ky vao tieng trang cua di chuc va ky vao dwoi loi chirng theo mau quy dinh.

Ngueoi thiee hién chimg thue ky vao tirng trang cia di chiic (néu ho so khéng dwoc tiép nhin
qua bo phdn mot ciea, mot cvra lién thong), ky, ghi 186 ho tén, dong dau cia co quan thuc hién chirng
thuc va ghi vao s6 chung thuc.

Déi véi di chtic co tir 02 (hat) trang tr6 1€n, thi ting trang phai dugc danh s6 thu tu, c6 chir ky
cua ngudi yéu cau chimg thuc va nguoi thuc hién ching thuc; sé lwong trang va 16i chimg duoc ghi
tai trang cudi cua di chiic. Trudng hop di chic ¢6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai c6 nguoi
phién dich. Nguoi phién dich phai 1a nguoi ¢6 nang luc hénh vi dan sy day du theo quy dinh ctia phap
ludt, thong thao tiéng Vi€t va ngdn nglt ma nguoi yéu cau chimg thue sir dung. Nguoi phién dich do
nguoi yéu cau ching thyc moi hodc do co quan thyc hién chirng thyc chi dinh. Thu lao phién dich do
ngudi yéu cau ching thyc tra. Ngudi phién dich co trach nhiém dich day du, chinh xac noi dung ciia
di chuc, ndi dung 16i ching cho ngudi yéu cau ching thuc va ky vao timg trang di chiic véi tu cach 1a
nguoi phién dich.

b) Cach thirc thyc hién: Nop ho so truc tiép tai B phéan tiép nhan ho so va tra két qua cap x4.

¢) Thanh phén, sb lwong ho so:

Ngudi yéu cau chimg thuc ndp 01 (mdt) bd hd so yéu cau ching thuc, gdm céc gidy to sau

+ Du thao di chtc;

+ Ban sao Giay chiing minh nhan dan/Can cudc cong dan hoac HO chi€u con gia tri st dung
cua nguoi yéu cau chung thyc (xuat trinh kém theo ban chinh dé€ doi chicu);

+ Bén sao gidy chimg nhan quyén sé hitu, quyén sir dung hodc ban sao gidy to thay thé dugc
phap luat quy dinh déi voi tai san ma phap luat quy dinh phai dang ky quyén sé hitu, quyén sir dung
trong truong hop di chuc lién quan dén tai san do; trir trwong hop nguoi 1ap di chic dang bi cai chét
de doa dén tinh mang (xuét trinh kém theo ban chinh dé ddi chiéu).

b) Thoi han giai quyét:

Khong qua 02 (hai) ngdy lam viéc, ké tir ngay nhan du hé so yéu cau chimg thuc hodc c6 thé
keo dai hon theo thoa thuan bang van ban voi nguoi yéu cau chimg thyc. Truong hop kéo dai thoi han
giai quyét thi nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho
nguoi yéu cau chimg thuec.

c) béi tuong thyc hién thu tyc hanh chinh: Ca nhan, t6 churc

d) Co quan thyc hién thu tuc hanh chinh: Uy ban nhan dan cép xa

d) Két qua thyc hién thu tuc hanh chinh: Di chic dugc ching thuc

e) Phi: 50.000 dong/di chuc.

g) Tén mau don, mau to khai: Khong

h) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: /

1) Can cu phap 1y cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phti vé cip ban sao tir ban chinh,
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chung thyc chir ky va ching thuc hop dong, giao dich;

+ Thong tur 56 01/2020/TT-BTP ngay 03/3/2020 ciia Bg trudng Bo Tu phdp quy dinh chi tiét
va hudng dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh ph
vé cap ban sao tir ban chinh, chitng thuc chiv ky va chung thuc hop dong, giao dich;

_+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bo truong Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan 1y va sir dung phi ching thyc.

9. Thii tuc chirng thwe vin ban tir chdi nhin di sin
a) Trinh ty thuc hién:
+ Ngudi yéu cau ching thuc ndp 01 bd hd so yéu cau ching thyec.

+ Nguoi thue hién ching thuc (hodc nguoi tzep nhén ho so trong truong hop tiép nhan hé so
tai bo phdn mot cira, mot cua lién thong) kiém tra gidy to trong hd so yéu cau ching thyc, néu day du,
tai thoi diém chirng thuc nguoi tir chdi nhan di san tu nguyén, minh man va nhén thic, lam chu dugc
hanh vi ciia minh thi thyc hién ching thyuc

+ Nguoi tir chdi nhan di san ky trude mat nguoi thyc hién ching thyc, néu van ban tir choi cé
tir hai trang tro lén thi phai ky vao ting trang. Truong hop nguoi yéu cau chimg thuc nop ho so tai
bé phdn mot cira, mot cvra lién thong thi phdi ky triuede mdt nguoi tiép nhin ho so,

+ Trudng hop ngudi yéu cau chimg thyc khong ky dugc thi phai diém chi; néu nguoi do
khong doc duoc, khong nghe duoc, khong ky, khong diém chi dugc thi phai co 02 (hai) nguoi lam
chtng. Nguoi 1am chimg phai ¢6 di ning lyc hanh vi dan sy va khong c6 quyén, loi ich hodc nghia vu
lién quan dén giao dich. Nguoi lam ching do ngudi yéu cau ching thyc bo tri. Truong hop ngudi yéu
cau chimg thuc khong bé tri dugc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam
chung.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhdn hé so) ghi 161 ching theo mau quy
dinh. Truong hop tiep nhdn ho so tai bo phdn mot cia, mot ciea lién t@éng thi nguoi tiép nhan ho so
ky vao tieng trang cua van ban tie choi va ky vao duoi loi chitng theo mau quy dinh.

Ngueoi thie hién chimg thiee ky vao tirng trang ciia van ban tir choi (néu ho so khéng duwoc
tiep nhan qua bo phdn mot cvea, mot cira lién thong), ky, ghi 1o ho t€n, dong dau cua co quan thyc
hién chiing thuc va ghi vao s chiing thuce.

Dbi v6i van ban tir chdi ¢ tir 02 (hai) trang tré 1én, thi ting trang phai dugc danh sb th tu,
¢6 chit ky cta ngudi yéu cau chimg thue va ngudi thuc hién ching thuc; s6 lwong trang va 16i ching
dugc ghi tai trang cudi clia van ban tir chdi nhan di san. Truong hgp van ban tir ch6i nhan di san ¢ tir
02 (hai) to trd 1én thi phai dong dau giap lai.

+ Trong truong hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai c6 nguoi
phién dich. Nguoi phién dich phai 1a ngudi c6 nang luc hénh vi dan su day du theo quy dinh ctia phap
ludt, thong thao tiéng Vi€t va ngdn nglt ma nguoi yéu cau chimg thue sir dung. Nguoi phién dich do
ngudi yéu cau chirng thuc moi hodc do co quan thuc hié€n chung thyc chi dinh. Thu lao phién dich do
ngudi yéu cau chimg thuc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh xac ndi dung ciia
véan ban tu chpl nhan di san, ndi dung 16i ching cho ngudi yéu cau chimg thyuc va ky vao ting trang
van ban tir choi nhan di san voi tu cach 1a ngudi phién dich.

b) Céch thirc thyc hién: Nop hd so tryc tiép tai B phan tiép nhan hd so va tra két qua cap xa.

¢) Thanh phan, sb luong hd so:

Ngudi yéu cau chimg thuc ndp 01 (mot) bd hd so yéu cau ching thuc, gdm céc gidy to sau
day:

+ Dy thdo van ban tir chdi nhan di san;

+ Ban sao Gidy chimg minh nhan dan/Can cudéc cong din hoic Ho chiéu con gia tri sir dung
cuia nguodi yéu cau chung thyc (xuat trinh kém theo ban chinh dé€ doi chiéu);

+ Ban sao glay chimg nhén quyén so hiru, quyén sir dung hodc ban 8ao0 gidy to thay thé dugc

phap ludt quy dinh ddi véi tai san ma phap luat quy dinh phai dang ky quyén so hiru, quyén sir dung
trong trudng hop hop dong, giao dich lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé ddi
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chiéu).

¢) Thoi han giai quyét:

Khong qua 02 (hai) ngdy lam viéc, ké tir ngay nhan du hé so yéu cau chimg thuc hodc c6 thé
keo dai hon theo thoa thuan bang van ban voi nguoi yéu cau chimg thyc. Truong hop kéo dai thoi han

giai quyét thi nguoi tiép nhan hod so phai ¢ phiéu hen ghi 5 thoi gian (gio, ngay) tra két qua cho
nguoi yéu cau chirng thuc.

d) béi tuong thyc hién thu tuc hanh chinh: Ca nhan, t6 churc

e) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa

g) Két qua thyc hién thu tuc hanh chinh: Vin ban tir chdi nhan di san duoc ching thuc
h) Phi: 50.000 dong/vin ban.

i) Tén mau don, mau to khai: Khong

k) Yéu cu, diéu ki¢n thuc hién tht tuc hanh chinh: /

1) Can cr phap 1y ctia thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cAp ban sao tir ban chinh,
ching thuc chit ky va chirng thuc hop dong, giao dich;

+ Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 ciia B$ truong B Tu phdp quy dinh chi tiét
va hudng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu
vé cap ban sao tie ban chinh, chirng thuc chiv ky va ching thuc hop dong, giao dich;

_+ Thong tu $6 226/2016/TT-BTC ngay 11/11/2016 cua Bo trudong Bo Tai chinh quy dinh mirc
thu, ché d¢ thu, ndp, quan 1y va st dung phi ching thyc.

10. Thi tuc chung thwe vin ban théa thuin phin chia di sin ma di sin la dfng san,
quyén sir dung dat, nha &

a) Trinh ty thyc hién:
+ Nguoi yéu cau chung thuc ndp 01 bd hd so yéu cau chimg thuc.

+ Nguoi thue hién chung thuc (hodc nguoi tzep nhén ho so trong truong hop tiép nhan hé so
tai bo phan mot cira, mot cua lien thong) kiém tra gidy to trong hd so yéu cau ching thuc, neu day du,
tai thoi diém chimg thuc cac bén tham gia thoa thuan phan chia di san tu nguyén, minh man va nhan
thirc, lam chu dugc hanh vi cua minh thi thuc hién chiing thue.

+ Céc bén tham gia thoa thuan phan chia di san phai ky trudc mat ngudi thyc hién ching
thuc, néu van ban théa thudn phdn chia di san c¢é tir hai trang tré 1én thi phdi ky vao timg trang.
Truwong hop nguoi yéu cau ching thwe ngp ho so tai bo phdn mot civa, mot cira lién thong thi cac bén
théa thudn phdn chia di san phdi ky trude mdt ngueoi tiép nhdn ho so.

+ Trudng hop ngudi yéu cau ching thuc khong ky dugc thi phai diém chi; néu nguoi do
khong doc duoc, khong nghe duoc, khong ky, khong diém chi duge thi phai co 02 (hai) nguoi lam
chimg. Nguoi 1am chimg phai c6 du nang Iyc hanh vi dan sy va khong co quyén, loi ich hodc nghia vu
lién quan dén giao dich. Nguoi lam chimg do nguoi yéu cau ching thuc b tri. Trudng hop ngudi yéu
cau chimg thuc khong bd tri dugc thi dé nghi co quan thuc hién chung thuc chi dinh nguoi lam
ching.

+ Nguoi thyc hién ching thuc (hodc nguoi tiép nhdn hoé so) ghi 101 ching theo mau quy
dinh. Truong hop tiép nhdn ho so tai bé phdn mét ciea, mét civa lién théng thi nguoi tiép nhdn ho so

ky vao tirng trang ciia vin ban théa thudn phdn chia di san va ky vao duwdi 161 chitng theo mau quy
dinh.

Ngueoi thue hién chimg thiece ky vdo timg trang ciia van ban théa thudn phan chia di san (néu
ho so khong dwoc tiep nhdn qua bo phdn mét ciea, mot cuea lién thong), ky, ghi 16 ho tén, dong dau
cua co quan thuc hién chiing thuc va ghi vao s6 ching thuec.

Pbi voi van ban thoa thuan phan chia di san co tu 02 (hai) trang tro I€n, thi timg trang phai

duogc danh sb thir tu; sé lugng trang va 10 chimg dugc ghi tai trang cudi ciia vin ban théa thuin phén
chia di san. Trudng hop vin ban thoa thuan phéan chia di san c6 tir 02 (hai) to tré 1én thi phai dong dau
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giap lai.

+ Trong truong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét thi phai c6 ngudi
phién dich. Nguoi phién dich phai 1a ngudi c6 nang luc hénh vi dan sy day da theo quy dinh cta phap
ludt, thong thao tiéng Viét va ngdn nglt ma nguoi yéu cau chimg thue sir dung. Nguoi phién dich do
ngu’m yéu cau chung thuc moi hodc do co quan thyuc hién chirng thuc chi dinh. Thu lao phién dich do
ngudi yéu cau chimg thyc tra. Nguoi phién dich co trach nhiém dich day du, chinh xac ndi dung cia
van ban thoa thuan ndi dung 10i chimg cho ngudi yéu cau ching thyc va ky vao ting trang vin ban
thoa thuan véi tu cach la ngudi phién dich.

b) Céch thtre thuc hién: Nop hd so tryc tiép tai BO phan tiép nhan ho so va tra két qua cap xa.

¢) Thanh phan, s6 lugng hd so:

Ngudi yéu cau chimg thuc ndp 01 (mot) bo hd so yéu cau chimg thyc, gom cac gidy to sau

+ Du thao van ban thda thuan phan chia di san;

+ Ban sao Giy chimg minh nhan dan/Can cudc cong dan hoac HY chiéu con gia tri str dung
cua nguodi yéu cau ching thyc (xuat trinh kém theo ban chinh dé€ doi chiéu);

+ Ban sao glay chimg nhén quyén so hiru, quyén sir dung hodc ban 8ao gidy to thay thé dugc
phap luat quy dinh d6i voi tai san ma phap luat quy dinh phai dang ky quyén sé hiru, quyén sir dung
trong truong hop hop dong, giao dich lién quan dén tai san d6 (xuit trinh kém theo ban chinh dé dbi
chiéu).

d) Thoi han giai quyét:

Khong qua 02 (hai) ngdy lam viéc, ké tir ngay nhan du hé so yéu cau chimg thuc hodc c6 thé
kéo dai hon theo thoa thuén bang van ban voi nguoi yéu ciu chimg thyuc. Truong hop kéo dai thoi han
giai quyét thi ngudi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho
nguoi yéu cau ching thuec.

d) béi tuong thye hién thu tuc hanh chinh: Ca nhén, td chue

e) Co quan thyc hién thu tuc hanh chinh: Uy ban nhan dan cép xa

g) Két qua thyc hién thu tyc hanh chinh: Van ban thoa thuan phan chia di san dugc ching
thuc

h) Phi: 50.000 dong/vin ban

i) Tén mau don, mau to khai: Khong

k) Yéu ciu, diéu kién thuc hién thu tuc hanh chinh: /

1) Can ctr phap 1y cta tha tuc hanh chinh:

+ Nghj dinh sb 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cép ban sao tir ban chinh,
chung thuc chir ky va chung thuc hop dong, giao dich;

+ Thong tu 50 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tuw phap quy dinh chi tiét
va huong dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu
vé cap ban sao ti ban chinh, chitng thuc chit ky va ching thuc hop dong, giao dich;

_+ Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ctia B truong Bo Tai chinh quy dinh mirc
thu, ché do thu, ndp, quan ly va sir dung phi chiing thyc.
. 11. Thi tuc chieng thye vin ban khai nhan di sin ma di sin 1a dong san, quyén sir dung
dat, nha &

a) Trinh ty thuc hién:
+ Nguoi yéu cau chung thuc ndp 01 bd hd so yéu cau chimg thuec.

+ Nguoi thue hién ching thuc (hodc nguoi tlep nhén ho so trong truong hop tiép nhdn hé so
tai bo phan mot cira, mot cva lién thong) kiém tra gidy to trong hd so yéu ciu chimg thuc, neu day du,
tai thoi diém chimg thuc cac bén tham gia van ban khai nhan di san ty nguyén, minh man va nhan
thirc, lam chu duoc hanh vi ciia minh thi tzep nhdn hé so, thuc hién chung thyc.
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+ Nguoi khai nhan di san phai ky truéc mat nguoi thyc hién ching thuc, néu van ban khai
nhdn di san cé tir hai trang tré 1én thi phdi ky vao ting trang. Trieong hop nguoi yéu cau chimg thie
nop ho so tai bo phdn mot ciea, mot cuea lién thong thi nguoi khai nhan di san phai ky trudc mat nguoi
tiép nhén ho so.

+ Trudong hop ngudi yéu cau ching thuc khong ky duoc thi phai diém chi; néu ngudi d6
khong doc dugc, khong nghe dugc, khong ky, khong diém chi dwoc thi phai c6 02 (hai) ngudi lam
chimg. Ngudi 1am ching phai c6 du niang lyc hanh vi dan su va khong ¢ quyén, loi ich hodc nghia vu
lién quan dén giao dich. Ngudi lam ching do ngudi yéu cau ching thyc bo tri. Truong hop nguoi yéu
cau chung thuc khong bd tri duge thi dé nghi co quan thuc hién chimg thuc chi dinh nguoi lam
chung.

+ Nguoi thuc hién ching thuc (hodc nguwoi tiép nhdn ho so) ghi 10i chimg theo mau quy
dinh. Truong hop tiép nhdan ho so tai bo phan mot cua, mot cuwea lién thong thi nguoi tiep nhan ho
so' ky vao tung trang cua van ban khai nhdn di san va ky vao dudi loi chieng theo mau quy dinh.

Nguoi thwc hién chitng thwc ky vao timg trang ciia van ban khai nhdn di san (néu ho so
khong dwoc tié}) nhan qua bo phdn mét cua, mot cia lién thong), ky, ghi 16 ho tén, dong diu cua co
quan thuc hién chimg thuc va ghi vao sb chimg thuc.

D6i voi van ban khai nhan c6 tir 02 (hai) trang trd 1én, thi timg trang phai dugc danh s thir
tu, co chir ky cua nguoi yéu cau ching thuc va ngudi thuc hién chimg thuc; s6 lwong trang va 1oi
chtng dugc ghi tai trang cudi ctia vin ban thoa thuan. Trudng hop vin ban khai nhan c6 tir 02 (hai) to
tré 1én thi phai dong déu giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai co nguoi
phién dich. Nguoi phién dich phai 1a ngudi c6 ning lyc hanh vi dan sy dy du theo quy dinh ciia phap
lut, thong thao tiéng Viét va ngdn ngir ma ngudi yéu cau chimg thuc sir dung. Ngudi phién dich do
nguoi yéu cau ching thyc moi hodc do co quan thyc hién chirng thyc chi dinh. Thu lao phién dich do
ngudi yéu cau chimg thyc tra. Ngudi phién dich c6 trach nhiém dich day du, chinh xac nodi dung cia
vin ban khai nhan di san, ndi dung 16i chimg cho ngudi yéu cau ching thuc va ky vao timg trang vin
ban khai nhan véi tu cach 1a nguoi phién dich.

b) Céach thirc thuc hién: Nop hd so truc tiép tai BO phan tiép nhan hd so va tra két qua ca”ip X4.
¢) Thanh phan, s luong hd so:

Ngudi yéu ciu ching thuc ndp 01 (mot) bd hd so yéu cau chimg thuc, gdm cac gidy to sau
day:

+ Du thao van ban khai nhan di san;

+ Ban sao Giay chirng minh nhan dan/Can cudc cong dan hoac HO chi€u con gia tri st dung
cua nguoi yéu cau chung thyc (xuat trinh kém theo ban chinh d€ doi chicu);

+ Ban sao glay chimg nhan quyén so hiru, quyén sir dung hosc ban sao gidy to thay thé duoc
phap luat quy dinh ddi véi tai san ma phap luat quy dinh phai dang ky quyen sO htru, quyén st dung
trong truong hop van ban khai nhén di san lién quan dén tai san d6 (xudt trinh kém theo ban chinh dé
dbi chiéu).

d) Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan da hd so yéu cau chimg thuc hodc c6 thé
kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau chimg thyc. Trudng hop kéo dai thdi han
giai quyét thi nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho
ngudi yéu cau ching thuec.

d) béi tuong thyc hién thu tuc hanh chinh: Ca nhan, t6 churc

e) Co quan thuc hién tha tuc hanh chinh: Uy ban nhan déan cip x4

g) Két qua thyuc hién tha tuc hanh chinh: Van ban khai nhan di san dugc ching thuc
h) Phi: 50.000 dong/vin ban

i) Tén mau don, mau t& khai: Khong

- Yéu cau, diéu kién thuc hién tha tuc hanh chinh:
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- Can ctr phap ly cta thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii v& cip ban sao tir ban chinh,
chung thuc chir ky va chung thuc hop dong, giao dich;

+ Thong tw 6 01/2020/TT-BTP ngay 03/3/2020 cia Bo truong Bo Tuw phap quy dinh chi tiét
va huong dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu

_+ Thong tu 50 226/2016/TT-BTC ngay 11/11/2016 ctia B truong Bo Tai chinh quy dinh mirc
thu, ché do thu, nop, quan ly va sit dung phi chirng thyc.

Ghi chii: Phan chit in nghiéng 1a ndi dung sira d6i, bd sung, thay thé.

I. DANH MUC THU TUC HANH CHINH TRONG LINH VUC HQ TICH
THUQC THAM QUYEN TIEP NHAN, GIAI QUYET CUA CAP XA

STT TEN THU TUC HANH CHINH TRANG
1. | Bang ky khai sinh
2. | bang ky két hon
3. | Pang ky nhan cha, me, con
4. | Pang ky khai sinh két hop dang ky nhan cha, me, con
5. | Bang ky khai tir
6. | Bang ky khai sinh luu dong
7. | Pang ky két hon luu dong
8. | bang ky khai tir luu dong
9. | bang ky giam ho
10. | Bang ky chdm dit giam ho
11. | Thay doi, cai chinh, b6 sung thong tin ho tich
12. | Cép Gidy xéc nhan tinh trang hon nhan
13. | Bang ky lai khai sinh
14. | Bang ky khai sinh cho ngudi da ¢ hd so, gidy to ca nhan
15. | Pang ky lai két hon
16. | Bang ky lai khai tir
17. | Xé&c nhan thong tin ho tich
18. Cép ban sao trich luc ho tich



https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/thong-tu-01-2020-tt-btp-huong-dan-ve-cap-ban-sao-tu-so-goc-chung-thuc-chu-ky-436529.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/thue-phi-le-phi/thong-tu-226-2016-tt-btc-phi-chung-thuc-322363.aspx
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IL. NOI DUNG CU THE CUA THU TUC HANH CHINH TRONG
LINH VU'C HQ TICH THUQC THAM QUYEN CUA UBND CAP XA

1. Thu tuc dang ky khai sinh

a) Trinh ty thwe hién

- Néu Iira chon hinh thire ndp h so truc tiép, nguoi c6 yéu cau ding ky khai
sinh nop hd so dang ky khai sinh tai B6 phan mdt ctra cila UBND cép xa cO thAm
quyén; nop 18 phi néu thudc truong hop phai ndp 1¢ phi ding ky khai sinh; nop phi
cap ban sao Giy khai sinh néu ¢ yéu cau cip ban sao Gidy khai sinh.

- Néu lya chon hinh thirc ndp ho so truc tuyén, nguoi co yéu cau diang ky
khai sinh truy cap Cong dich vu cong quéc gia hoic Cong dich vu cong cip
tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguodi dung theo
huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan dan cip x4 cd
tham quyén.

Ngudi ¢ yéu cau diang ky khai sinh tryc tuyén cung cp thong tin theo
biéu mau dién tir twong tac dang ky khai sinh (cung cip trén Cong dich vu cong),
dinh kem ban chup hodc ban sao dién tur cac giéy to, tai licu theo quy dinh; ndp
phi, 18 phi thong qua chirc ning thanh toan truc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai Bo phan moét ctra ¢6 trach nhiém kiém tra
tinh chinh x4c, day du, thong nhat, hop 18 cta hd so.

(i) Truong hop hd so dy du, hop 1€ thi tiép nhan hd so; néu tiép nhan hd
so sau 15 gio thi c6 Phiéu hen, tra két qua cho nguoi c6 yéu cau trong ngay lam viéc
tiép theo (néu ngudi cd yéu cau lya chon hinh thirc ndp hd so truc tiép) hodc giri
ngay Phiéu hen, tra két qua qua thu dién tr hodc gl tin nhan hen tra két qua
qua dién thoai di dong cho ngudi cé yéu cau (néu ngudi co yéu cau lwa chon
hinh thtrc ndp hd so truc tuyén); chuyén hd so dé cong chirc 1am cong tac hod
tich xu ly.

- Sau khi tiép nhan hd so theo hinh thirc ndp truc tiép, can bd tiép nhan hd
so tai BO phan mot ctra thyc hién sb6 hoa (sao chup, chuyén thanh tai liéu dién tu
trén hé théng thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh d3 duoc sb hoa theo quy dinh.



18

(i) Truong hop ho so chua day du, hop 16 thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thi¢n hd so, néu rd loai giéy to, nd1 dung can bd sung dé
ngudi c¢o yéu cau bd sung, hoan thién. Sau khi hd so duge bd sung, thuc hién lai
budc (1);

(iii) Trudng hop nguoi co yéu cau dang ky khai sinh khong bo sung, hoan
thién duoc hd so thi béo céo Truong bd phan mot ctra c6 thong bao tir chdi giai
quyét yéu cau dang ky khai sinh.

- Cong chirc tu phép - ho tich tham tra hd so (tham tra tinh théng nhat, hop
1é cia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh
hodc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri thong bao vé tinh trang ho so téi Bo phan mot ctra dé
thong bao cho ngudi ndp hd so — thyc hién lai bude (i) hoic (iii);

+ Truong hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian d hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu ro ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho
nguoi cd yéu cau (néu nguoi co yéu cau lya chon hinh thitrc ndp ho so truc tiép),
hodc giri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tir hodc gii tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu ngudi cé yéu cau lua
chon hinh thirc ndp hd so truc tuyén).

+ Néu thay hd so day du, hop 18, dung quy dinh, truong hop tiép nhan hd so
dang ky khai sinh theo hinh thire truc tiép, thi cong chure tu phap - ho tich thuc hién
viéc ghi vao Sb ding ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan
mém ding ky, quan 1y ho tich dién ttr dung chung, lwu chinh thirc va chuyén thong
tin d&n CSDLQGVDC dé lay S6 dinh danh c4 nhan.

Truong hop tiép nhan hd so dang ky khai sinh theo hinh thuc tryc tuyén,
cong chirc tu phép - ho tich guri lai biéu miu Gidy khai sinh dién tir véi thong tin
day du cho ngudi yéu cau qua thu dién tir hodc thiét bi s.

Nguoi yéu ciu cé trach nhiém kiém tra tinh chinh xac, ddy du cta cac
thong tin trén biéu mau Giéy khai sinh dién tir va xac nhan (téi da mot ngay).

Néu nguoi c¢6 yéu cau xac nhan thong tin da thong nhat, diy du hoic
khong c6 phan hdi sau thoi han yéu cau thi cong chic tu phap - ho tich thuc
hién viéc ghi ndi dung vao S6 ding ky khai sinh, cap nhat thong tin ding ky khai
sinh trén Phan mém dang ky, quan 1y ho tich dién tr dung chung, lwu chinh thic va
chuyén thong tin dén CSDLQGVDC dé iy Sé dinh danh ¢ nhan.

- Sau khi CSDLQGVDC tra vé S6 dinh danh c4 nhan, cong chiic tu phap -
ho tich in Giéy khai sinh, trinh Lanh dao UBND ky, chuyén to1 BO phan mot ctra
dé tra két qua cho nguoi c6 yéu cau.

- Nguoi ¢6 yéu cau ding ky khai sinh kiém tra thong tin trén Gidy khai sinh,
trong S dang ky khai sinh va ky tén vao S6 diang ky khai sinh, nhan Gidy khai
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sinh.

* Luu y:

- Trong th&i han 60 ngay k€ tur ngay sinh con, cha hoéc
me cb trach nhiém dang ky khai sinh cho con; truéng hdp cha,
me khdng thé dang ky khai sinh cho con thi éng hodc ba hoac
ngudi than thich khac hodc cad nhan, té chirc dang nudi dudng
tré em coé trach nhiém dang ky khai sinh cho tré em.

- Truéng hgp dang ky khai sinh cho tré bi bd roi thi sau
khi nhan dudc théng bdo, Chd tich Uy ban nhan dan cip xa
hodc Trudng cdng an cdp xa cd trach nhiém t6 chic 1ap bién
ban vé viéc tré bi bd rai.

Sau khi 1ap bién ban, Uy ban nhan dan cdp x3d ti€n hanh
niém yét tai tru sd Uy ban nhan dan trong 07 ngay lién tuc vé
viéc tré bi bd roi. HEt thdi han niém yét, néu khdong cd thong
tin vé cha, me dé cuda tré, Uy ban nhan dan cap x& thong bdo
cho cd nhan hodc t6 chirc dang tam thdi nudi dudng tré dé tién
hanh dang ky khai sinh cho tre.

- Truong hgp tré chua xac dinh dudc cha thi ho, dan toc,
gqué quan, quoc tich cua con dudc xac dinh theo ho, dan toc,
qué quan, qudc tich ciia me; phan ghi vé cha cua tré dé tréng.
NEu vao thdi diém dang ky khai sinh ngudi cha yéu cau lam thu
tuc nhan con thi két hgp gidi quyét viéc nhan con va dang ky khai
sinh.

- Truong hgp tré chua xac dinh dudc me ma khi dang ky
khai sinh cha yéu cau lam thd tuc nhan con thi két hgp giai
quyét viéc nhan con va dang ky khai sinh; phan khai vé me cua
tré dé tréng.

- Truong hop tré khong thudc dién bi bé roi, chua xac dinh dugc ca cha
va me thi thyc hién twong ty nhu dang ky khai sinh cho tré bi bo roi, nhung
trong SO ho tich ghi rd “Tré chua xac dinh dugc cha, me”.

b) Cach thirc thye hién:

Nguoi ¢6 yéu cau ding ky khai sinh tryc tiép thuc hién hodc uy quyen
cho nguoi khac thyc hién nop hd so truc tlep tai BO phan mot cura cua UBND cap
x3 hodc giri hd s0 qua h¢ thong buu chinh hodc ndp hoqso truc tuyén trén Cong
dich vu cong qudc gia (https://dichvucong.gov.vn) hoac Cong dich vu cong tinh Hai
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phén ho so: B
- TG khai dang ky khai sinh theo mau (néu ngudi cd yéu
cau lua chon ndp ho so theo hinh thirc truc ti€p);


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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- Biéu mau dién tur tuong tac ding ky khai sinh (do ngudi
y&u cau cung cdp thdng tin theo hudng dan trén Céng dich vu
cong, néu ngudi cd yéu cau lua chon ndp ho sa theo hinh thirc
truc tuyén);

- NgudGi coé yéu cau dang ky khai sinh thuc hién viéc
nop/xuat trinh (theo hinh thic truc ti€p) hoac tai Ién (theo hinh
thlrc truc tuyén) cac giay td sau:

* Gidy to phai nop:

- Ban chinh Gidy chimng sinh; trudng hop khong c6 Gidy chimg sinh thi
ndp van ban ciia nguoi lam chimg xac nhan vé viée sinh; néu khong c¢6 ngudi
lam chimg thi phai c6 gidy cam doan vé viéc sinh;

- Trudng hop tré em bi bo roi thi phai c6 bién ban vé viée tré bi bo roi do
co quan c6 thAm quyén lap.

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van
ban xac nhan cla co sO' y té da thuc hién k¥ thuat ho tro sinh san cho viéc mang
thai ho.

- Vin ban uy quyén (duoc ching thuc) theo quy dinh cua phap luat trong
truong hop Gy quyén thuc hién viée dang ky khai sinh.

* Gidy to phai xuit trinh:

- Ho chiéu hodc Chimg minh nhan din hoic Thé cin cude cong din hoic
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 thim quyén cp,
con gia tri st dung dé chimg minh vé nhan than cta nguoi ¢ yéu cau dang ky
khai sinh. Trudng hop cac thong tin c nhin trong cac gidy to nay da cé trong
CSDLQGVDC, CSDLHTPDT, dugc hé théng dién ty dong thi khong phai xuét
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thire tryc tuyén);

- Gidy to ¢é gid tri chung minh théng tin vé cw trii trong truong hop co
quan dang ky ho tich khong thé khai thic dwoc théng tin vé noi cur trii ciia cong
din theo cdc phwong thirc quy dinh tai khoin 2 Diéu 14 Nghi dinh SO
104/2022/ND-CP ngay 21/12/2022 ciia Chinh phi. Truong hop cdc théng tin vé
gidy to chitng minh noi cw trii dd dwoc khai théc tir Co sé dir liéu quoc gia vé dén
cw bang cdc phwong thirc nay thi nguoi c6 yéu cau khéng phdi xudt trinh (theo
hinh thirc triee tiép) hodic tdi 1én (theo hinh thirc truc tuyén);

+ Gidy chiig nhan két hon néu cha, me di dang ky két hon. Truong hop
da c6 thong tin vé viéc két hon cua cha, me trong CSDLHTDT, CSDLQGVDC
thi khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thuc
truc tuyén).

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban
sao c¢6 chimg thuc cac gidy to phai xuat trinh néu trén.

* Luu y:

- DGi vdi gidy t8 ndp, xuat trinh n€u ngudi yéu cau ndp hod
sd theo hinh thirc truc ti€p:
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+ DO6i vébi gidy td xuat trinh khi dang ky ho tich, ngudi ti€p
nhan co trach nhiém kiém tra, d8i chi€u vdi thdéng tin trong td
khai, chup lai hodc ghi lai théng tin d€ luu trong hd sa va tra lai
cho nguGi xuat trinh, khong dudgc yéu cau n6p ban sao hoac
ban chup giay tg dé.

+ Ngudi yéu cau ding ky hd tich c6 thé ndp ban sao
ching thuc t&r ban chinh hodc ban sao dugc cdp tir s6 gbc hodc
ban chup kém theo ban chinh gidy t& dé ddi chi€u. Trudng hop
ngudi yéu cau nOp ban chup kem theo ban chinh gidy tg thi
ngudi ti€p nhan cd trach nhiém kiém tra, ddi chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudgc yéu cau ngudi di
dang ky nOp ban sao giay tG do.

+ Ngudi ti€p nhan co6 trach nhiém ti€p nhan dung, du hoé
sd dang ky ho tich theo quy dinh cua phap luat h6 tich, khong
dudc yéu cau ngudi dang ky ho tich nbép thém giay t& ma phap
luat ho tich khong quy dinh phai ndp.

- BGi vGi giday to gui kem theo né€u ngudi yéu cau nop ho
sd theo hinh thirc truc tuyén:

+ Ban chup cac gidy td gui kem theo h6 sd dang ky khai
sinh truc tuyén phai bao dam ro nét, day du, toan ven vé noi
dung, la ban chup bang may anh, dién thoai hodc dugc chup,
dugc quét bang thiét bi dién tur, tUr gidy t& dudc cdp hop 1€, con
gid tri s dung; néu la gidy td do ¢ quan cé thdm quyén nudc
ngoai cap thi phai dudgc hdp phap hoda lanh su, dich sang tiéng
Viét theo quy dinh, trir trudng hdp dugc mién hgp phap hda 1anh
SUu.

+ Trudng hdp gidy td, tai liéu phai gui kém trong h6 so
dang ky khai sinh truc tuyén da cé ban sao dién tl hoac da cé
ban dién tir gidy td ho tich thi ngudi yéu cau dugc s dung ban
dién tu nay.

+ Khi dén cd quan dang ky ho tich nhan két qua (Giay khai
sinh/ban sao Giay khai sinh), ngudi c6 yéu cau dang ky khai sinh
phai ndp ban chinh Gidy chirng sinh; xuat trinh gidy tG tuy than;
ban chinh Gidy chitng nhan két hon (néu cha me tré da dang ky
két hon va thong tin vé viéc két hon chua cé trong CSDLQGVDC,
CSDLHTDT).

Trudng hgp nguGi yéu cau dang ky khai sinh khéng cung
cap dudc giay td néu trén theo quy dinh hoac gidy td nbp, xuat
trinh bi tdy xda, sira chira, lam gia thi cd quan dang ky hd tich
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cd thdm quyén huy bd két qua dang ky khai sinh.

- Truong hgp ngudi di dang ky khai sinh cho tré em la
ong, ba, nguGi than thich khac thi khong phai cé van ban uy
guyén cua cha, me tré em, nhung phai théng nhat véi cha, me
tré em vé cac ndi dung khai sinh.

- DOi vdi viéc xac dinh ho, dan toc, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu
hop va@i phap luat va yéu cau gilr gin ban sac dan toc, tap quan,
truyén thGng van hda tét dep cua Viét Nam; khéng dat tén qua
dai, khd s dung.

+ Truong hdp cha, me khong thoa thuan dugc vé ho, dan
tdoc, qué quan cua con khi dang ky khai sinh thi ho, dan téc,
gué guan cua con dugc xac dinh theo tap quan nhung phai bao
dam theo ho, dan toc, qué quan cua cha hoac me.

- Truong hop cho phép ngudi yéu cau dang ky ho tich lap
van ban cam doan vé ndi dung yéu cau dang ky ho tich thi co
gquan dang ky ho tich phai gidi thich rdo cho ngudi lap van ban
cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan
khong dung su that.

Cd quan dang ky ho tich tu chéi giai quyét hoac dé nghi co
quan co thdm quyén huy bd két qua dang ky hé tich, néu cd ca
sd xac dinh ndi dung cam doan khong dung su that.

d) SO lugng ho sa: 01 bb

d) Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop
nhan ho s0 sau 15 gi0 ma khong giai quyét duoc ngay thi tra két qua trong ngay
1am viéc tiép theo.

e) P6i twong thye hién thii tuc hanh chinh: C4 nhan

g) Co quan thyc hi¢én thi tuc hanh chinh:

- Uy ban nhan dan cép xi noi cu tra cta ngudi cha hodc ngudi me thyc hién
dang ky khai sinh cho tré em;

- ﬁy ban nhan dan cép xa noi 1ap bién ban vé viéc tré bi bo roi dbi véi
truong hop dang ky khai sinh cho tré bi bé roi.

- Uy ban nhén dan cip xa noi tré dang cu tri c6 trach nhiém dang ky khai
sinh cho tré chua xac dinh duoc cha, me.

h) Co quan phéi hop: Co quan quan Iy CSDLQGVDC.

i) Két qua thuc hién thu tuc hanh chinh: Gidy khai sinh
(ban chinh), ban sao Gidy khai sinh (truéng hdp yéu cau cap
ban sao Gidy khai sinh).
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k) Lé phi:

- Dbi vé6i trudong hop ding ky khai sinh khong dang han: 5000 dong/1an

- Mién 1¢ phi d6i voi truong hop khai sinh ding han, nguoi thude gia dinh
c6 cong voi cach mang; ngudi thudc ho nghéo; ngudi khuyet tat.

- Phi cép ban sao Gidy khai sinh (néu c6 yéu cau): 8.000dong/ban sao trich
luc.

1) Mau don, mAu to khai:

+ T& khai dang ky khai sinh (néu ndp hd so theo hinh thirc tryc tiép);

+ Biéu mdu dién tir twong tic ding ky khai sinh (néu ndp ho so theo hinh
thirc tryc tuyén).

m) Cin ctr phap ly:

- Luat Hon nhén va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phti quy dinh
chi tiét mdt so di€u va bién phap thi hanh Luat HJ tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé
Co s¢ dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sira doi,
bo sung mot sO d‘iéy cua cac nghi dinh lién quan dén viéc n;o”p, xuat trinh so ho
khdu, so tam tru gidy khi thuc hién thu tuc hanh chinh, cung cdp dich vu cong;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mét s6 di€u cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 di€u va bi¢n phap thi hanh
Luat Ho tich;

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap quy
dinh chi tiét mot s6 diéu va bi¢n phap thi h?lnh Nghi dinh s6 87/2020/ND-
CP ngay 28/7/2020 cua ’Chinh phu quy dinh vé Co sé& dir liéu hd tich dién tu,
dang ky hd tich truc tuyén;

- Théng tu s0 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh mrc thu, ché d6 thu, ndp, quan ly va str dung phi khai thac, sir dung thong tin
trong co s¢ dir liéu ho tich, phi xac nhén c6 quoc tich Viét Nam, phi xac nhén la
nguoi goc Viét Nam, 1€ phi quoc tich.

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 1¢ phi thuc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung uvong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh stra
doi, bé sung mot s6 diu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cua B¢ Tai chinh huéng dan vé phi va I¢ phi thugc tham quyén quyét dinh cua
Ho§1 dong nhan dan tinh, thanh pho truc thude Trung vong.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Kinh @iz (D oo

Ho, chit dém, teN NEUOT YEU CAUL ...t enaees
INOT CU LT @)t s bbbttt ses
GHAY 10 TIY THANT O .o
Quan h¢ voi ngudi dugc Khai SINh: ......oooiiiiiiicee e
Pé nghi co quan diing ky khai sinh cho nguoi duéi day:

HOQ, Chil A€, t€I1: ...t e e e e e e e aaee e naaeas
Ngay, thang, ndm sinh: .........ccccoeeviiiiiiiiieiieee. ghi bANg Chil: v
Gid1 tinh:.....covvveeeee Dan tocC:.........cooeeevuvvnnnenn. Quéc HICh: oo
INOT SINN: B ettt ettt te et e teeae e teeteeseeasenseeaeene
QUE QUAN .eeiiiiie ettt e ettt e e e ettt e e e e ettt e e e e abaeaee e e ssaaeeeeeanssaeaeeesnssaaaeeeansssaaeeeansssaeaeeansnees
Ho, chit dém, t€n NGWOT ME: ..o
NAM SINH: O DAan toC:.....eeeeunen.... Qudc tich: oo
INOT CU T @) ottt ettt b e b e s bt e s st e s bt e s bt e e st e e st e eateeabeeabeenbeenseenes
Ho, chit dém, tén n@uwoi cha: ...
NAM SINH: O, DAn tOC:.cceeeeeeenne.. Qudc tich: woveveereveeeenn,
INOT CU T @) ottt b e b e b e s bt e s bt e sb b e s et e s st e e st e eate et e eabeenbeenneenees

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a dung su that, duoc su thoa
thuan nhét tri cta cac bén lién quan theo quy dinh phap luat.
T61 chiu hoan toan trach nhi¢m trudce phap luat vé noi dung cam doan cua minh.
Lamtai: ... , NEAY ... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi 0 ho, chit dém, tén)

- Nghi quyét s0 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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Dé nghi cap ban sao®: C6 |:|, Khong |:|

Chi thich:

(M Ghi rd tén co quan dang ky khai sinh.

() Ghi theo noi dang ky thuong trii; néu khong ¢ noi ding ky thudng tra thi ghi theo
noi dang ky tam tra; truong hop khong cd noi dang ky thudong tra va noi dang ky tam tru thi
ghi theo noi dang sinh sbng.

() Ghi thong tin v& gidy to tily than cua ngudi di ding ky, ghi rd s6, co quan cip, ngay
cap ho chiéu, chimg minh nhan dan hoic gidy to hop 1¢ thay thé (Vi du: Ching minh nhan
dan s6 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2014).

@ Trudng hop sinh tai co s& y té thi ghi rd tén co sd'y té va dia chi tru sd co' sy té do.

Vi du: - Bénh vién Phuy san Ha Noi, duong La Thanh, phuong Ngoc Khénh, quan Ba
Dinh, Ha Noi

- Tramy té x3 Dinh Bang, huyén Tir Son, tinh Bic Ninh.

Truong hop sinh ra ngoai co so y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén,
tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tur Son, tinh Bic Ninh.

(9 Ghi day du ngdy, thang sinh ctia cha, me (néu co).

©) B¢ nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd so lugng.
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2. Thii tuc diing ky két hon
a) Trinh ty thuc hién

- Néu Iya chon hinh thirc ndp hd so truc tiép, nguoi co yéu cﬁu dang ky két
hén nop ho so dang ky két hon tai Bo phan mot cira cia UBND cap xd c¢6 tham
quyén; ndp 1¢ phi néu thudc truong hop phai nop 1€ phi dang ky két hon; nop phi
cap ban sao Trich Iuc két hon néu ¢ yéu cau cap ban sao Trich luc két hon.

- Néu lya chon hinh thtrc nop hd so truc tuyen, nguoi co yéu cau dang ky
két hon truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cp tinh,
dang ky tai khoan (néu chua co tai khoan), xac thuc nguoi dung theo hudng
dan, ding nhap vao hé thdng, xac dinh dung Uy ban nhan dan cip xi c6 thim
quyeén.

Ngudi co yéu cau ding ky két hén truc tuyén cung cip thong tin theo
biéu mau dién tir twong tac dang ky két hon (cung cép trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 18 phi thong qua chirc ning thanh toan truc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bd tiép nhan hd so tai Bo phan mot ctra c¢6 trach nhi€ém kiém tra
tinh chinh xac, day du, thong nhat, hop 1¢ cua ho so.

(i) Truong hop hd 50 day du, hop 1¢ thi tlep nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so
truc tlep) hodc giri ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhin
hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi cé yéu
cau lya chon hinh thic ndp hd so truc tuyén), chuyén hd so dé cong chirc lam
cong tac ho tich xur 1y.

- Sau khi tiép nhan ho so theo hinh thic nop truc tiép, can bd tiép nhan ho
so tai BO phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién to
trén hé thong théng tin, co sd dit liéu) va ky sb vao tai lidu, ho so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1¢ thi c6 thong bao cho nguoi
yéu cau bo sung, hoan thi¢n hé so, néu o loai glay to, ndi dung can bd sung dé
nguoi co yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budc (1);

(i) Truong hop ngudi c6 yéu cau dang ky két hon khong bd sung, hoan
thién dugc ho so thi bao cdo Trudng bd phan mot cira ¢ thong bao tir chdi giai
quyét yéu cau diang ky két hon.

- Cong chire tu phép - ho tich tham tra hd so (tham tra tinh théng nhit, hop
1€ cua cac thong tin trong ho so, gidy to, tai liéu dinh kém).

+ Truong hop ho so can bo sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir choi thi giri thong bao vé tinh trang ho so té1 B phan mot cua dé
thong bao cho nguoi ndp ho so — thuc hién lai budce (ii) hodc (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
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khac ma khong thé tra két qua dung thoi gian da hen thi cong chitrc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu ro ly do cham
tra két qua va thoi gian hen tra két qua, chuyén B phan mét cira dé tra cho
nguoi ¢o yéu cau (néu nguoi c¢o yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tu hodc gui tin
nhén qua dién thoai di déng cho nguoi co yéu cau (néu ngudi c6 yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

+ Néu thay hd so day du, hop 1é, cac bén c6 du diéu kién két hon theo quy
dinh ctia Luat Hon nhan va gia dinh, khong thudc trudng hop tir chdi dang ky
két hon theo quy dinh, trudng hop tiép nhan hd so dang ky két hon theo hinh thirc
trie tiép, thi cong chire tu phap - ho tich thuc hién viée ghi vao S6 dang ky két
hén, cap nhat thong tin ding ky két hon va luu chinh thire trén Phan mém déng ky,
quan ly ho tich dién tir dung chung.

Trudng hop tiép nhan hd so dang ky két hon theo hinh thirc truc tuyén, cong
chirc tu phap - ho tich gui lai bleu mau Gidy chimg nhan ket hon dién tir voi
thong tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cia cac
thong tin trén biéu mau Gidy chting nhan két hon dién tir va xac nhan (t6i da
mot ngay).

Néu nguoi c¢6 yéu cdu xac nhan thong tin da thong nhat, diy du hoic
khong co phan hdi sau thoi han yéu cau thi cong chirc tu phap - ho tich thuc
hién viéc ghi ndi dung vao S6 ding ky két hon, cap nhat thong tin dang ky két hon
va luu chinh thtc trén Phin mém dang ky, quan 1y ho tich dién tr ding chung.

- Cong chuc tu phap - ho tich in Gidy chimg nhan két hén, trinh Lanh dao
UBND ky, chuyén t6i B phan mot cira dé tra két qua cho ngudi c6 yéu cau.

- Ngudi c6 yéu cau diang ky két hon (hai bén nam, nit phai c6 mit, xudt trinh
gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Gidy ching nhan két hon,
trong SO ding ky két hon, khang dinh su tu nguyén két hon va ky tén vao So ding
ky két hon, ky tén vao Giéy ching nhan két hon, mdi bén nam, nir nhan 01 ban
chinh Gidy chtng nhan két hon.

b) Cach thirc thuc hién:

Ngudi cé yéu cau dang ky két hon thuc hién nop h6 sd
truc ti€p tai BO phan mo6t cra cua UBND cap xa hoac nop ho sc
truc  tuyén trén C6ng dich wvu cbng qudc gia
(https://dichvucong.gov.vn) hodc Céng dich vu cdng tinh Hai
Duong (https://dichvucong.haiduong.gov.vn) (bén nam hoac
bén nit c6 thé ndp hd s6 ma khdng can cé van ban Uy quyén
cla bén con lai).

¢) Thanh phén hd so:

- T8 khai d&ng ky ké&t hon theo mau, cé du thong tin cua
hai bén nam, nir. Hai bén nam, nir cé thé khai chung vao mét
T3 khai dang ky két hon (né€u ngudi cé yéu cau lua chon ndp ho


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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sd theo hinh thitc truc tiép);

- Biéu mau dién tur tuong tac dang ky két hon (do ngudi yeu
cau cung cap thong tin theo hu’dng dan trén C6ng dich vu cdng,
néu ngudi co yéu cau lua chon ndp ho sd theo hinh thlc truc
tuyén);

- Ngudi c6 yéu cau dang ky két hon thuc hién viéc
nop/xuat trinh (theo hinh thlrc truc ti€p) hoac tai Ién (theo hinh
thlrc truc tuyén) cac giay td sau:

* Gidy to phai nop:

- Ban chinh Giéy xac nhan tinh trang hén nhan do Uy ban nhéan dan cép
xd c6 tham quyén cip trong truong hop nguoi yeu cau ding ky két hon khong
dang ky thuong trd tai dia ban xa, phuong, thi tran lam thi tuc dang ky két hon.
Truong hop cac thong tin vé tinh trang hon nhan da co trong CSDLQGVDC,

CSDLHTPDT duoc dién tu dong thi khong phai xuat trinh (theo hinh thirc tryc
tiép) hoic tai 1én (theo hinh thirc tryc tuyén).

* Gidy to phai xut trinh:

- Ho chiéu hodc Chirg minh nhan dan hodc Thé cin cudc cong dan hoac
cac gidy to khac c6 dan anh va théng tin ca nhan do co quan ¢ tham quyen cp,
con gia tri st dung dé chimg minh vé nhan than cua nguoi co yéu cau dang ky
khai sinh. Truong hop cac thong tin ¢4 nhan trong cac gidy to nay da cd trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi khong phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thuc truc tuyén);

- Gidy to ¢é gid tri ching minh thong tin vé cu tril trong truong hop co
quan ddng ky hé tich khéng thé khai thac dwoe théng tin vé noi cw trii ciia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Diéu 14 Nghi dinh 50
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy 1o chirng minh noi cu trii dd dwoc khai thdc tr Co so dir ligu quoc gia vé dan
cuw bang cdc phwong thirc ndy thi ngudi cé yéu cau khéng phdi xudt trinh (theo
hinh thirc trec tiép) hodc tdi Ién (theo hinh thirc truc tuyén);

- Trich luc ghi cha ly hén d6i voi trudong hop cong dan Viét Nam dang ky
thudng tra tai dia ban xa 1am thu tuc dang ky két hon, da dugc giai quyét viéc ly
hén, hiy viée két hon trude d6 tai co quan c6 tham quyén nude ngoai.

* Luuy

- DGi vGi gidy to nOp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thirc truc ti€p:

+ DO6i vébi gidy td xuat trinh khi dang ky ho tich, ngudi ti€p
nhén cé tradch nhiém kiém tra, d6i chi€u vdi théng tin trong td
khai, chup lai hodc ghi lai thong tin d€ luu trong ho sg va tra lai
cho ngudi xuat trinh, khong dudc yéu cau nép ban sao hoac
ban chup gidy tg dé.
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+ Ngudi yéu ciu ding ky hd tich cé thé ndp ban sao
ching thuc t&r ban chinh hodc ban sao dugc cdp tir s6 gbc hodc
ban chup kém theo ban chinh gidy t& dé ddi chi€u. Trudng hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy tdg thi
ngudi ti€p nhan cd trdch nhiém kiém tra, d6i chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky n6p ban sao giay tg dé.

+ Ngudi ti€p nhan coé trach nhiém ti€p nhan duang, du ho
sd dang ky ho tich theo quy dinh cua phap luat h6 tich, khong
dugc yéu cau ngudi dang ky ho tich nbp thém gidy t¢ ma phap
luat ho tich khong quy dinh phai nop.

- B6i véi giay t8 gui kem theo néu ngudi yéu cau nop ho
sd theo hinh thirc truc tuyén:

+ Ban chup cac gidy td gui kém theo ho sc dang ky két hon
truc tuyén phai bao dam ro nét, day du, toan ven vé ndi dung, la
ban chup bdang may anh, dién thoai hodc dugc chup, dudc quét
bang thiét bi dién tl, tUr gidy td dudc cap hdp I€, con gia tri sU
dung; néu la gidy td do ¢ quan cé thdm quyén nudc ngoai cap
thi phai dudc hgp phap hda lanh sy, dich sang ti€ng Viét theo
quy dinh, tri trudng hgp dugc mién hgp phap hoéa lanh su.

+ Trudng hdgp gidy td, tai liéu phai gui kém trong h6 so
dang ky két hon truc tuyén da co ban sao dién tlr hoac da cé ban
dién tu giay to ho tich thi nguGi yéu cau dudc s dung ban dién
tar nay.

+ Khi dén co quan dang ky h¢ tich nhén két qua (ban chinh Gléy chiing
nhan két hon/ban sao Trich luc két hon), nguoi c6 yéu cau dang ky két hon phai

ndp ban chinh Gidy xac nhan tinh trang hon nhan (néu thong tin vé tinh trang hon
nhan chua c6 trong CSDLQGVDC, CSDLHTDT).

Truong hop nguoi yéu céu dang ky két hon khong cung cap duoc gidy to
néu trén theo quy dinh hodc glay to nop, xudt trinh bi tiy x0a, sira chira, 1am gia
thi co quan ding ky ho tich c6 tham quyén huy bo két qua dang ky két hon.

d) S6 lrgng hd so: 01 bd

d) Thoi han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan hd so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.Truong hop cin x4c minh didu
kién két hon cua hai bén nam, nit thi thoi han giai quyét khong qua 05 ngay lam viéc.

e) Doi tuwgng thue hién thi tuc hanh chinh: C4 nhan

g) Co quan thuc hién thii tuc hanh chinh: Uy ban nhan dén cp x3 noi cu tri ciia bén nam hodc
bén ni.

h) Co' quan phéi hep: Co quan quan ly CSDLQGVDC.

i) Két qua thye hién thii tuc hanh chinh:

Giéy chirng nhan két hon (ban chinh), mdi bén vo, chéng 01 ban; ban sao
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Trich luc két hon (trudong hop yéu cau cdp ban sao Trich luc két hon).

, k) L¢ phi:. D6i voi truong hop dang ky két hon khong ding han: 25.000 dong/lan. Mién 18 phi
doi voi truong hop két hon ding han, ngudi thude gia dinh c6 cong voi cach mang; nguoi thuge hd nghéo;
nguoi khuyet tat.

- Phi cap ban sao Trich luc két hon (néu c6 yéu cau): 8.000ddng/ban sao trich Iyc.

1) Mau don, miu to khai:

+ T& khai dang ky két hon (néu ndp ho so theo hinh thirc truc tiép):;

+,Biéu mau dién tir twong tic dang ky két hon (néu ndp hd so theo hinh thirc
truc tuyén).

m) Yéu céu, diéu kién thye hi¢n thii tuc hanh chinh:

- Nam tir du 20 tudi trd 1&n, nit tir du 18 tudi trd 1én;

- Viéc két hon do nam va nif tu nguyén quyét dinh;

- Cac bén khoéng bi mat nang Iuc hanh vi dan su;

- Viéc két hén khéng thudc mot trong cac trudng hgp cam
két hén, gom:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, Ira dGi két hon, can trd két
hon;

+ Ngudi dang c6 vg, co6 chong ma két hon vdi ngudi khac
hoac chua cé vg, chua cé chong ma két hon vdéi ngudi dang co
chong, cé vo;

+ Két hon gilra nhirng ngudGi cung dong mau Vvé truc hé;
gitta nhirng ngudi c6 ho trong pham vi ba ddi; gilra cha, me
nudi vdi con nubi; gilta ngudi da tung la cha, me nubi vai con
nudi, cha chéng va&i con dau, me vg vdi con ré&, cha dudng vdi
con riéng cua vgd, me ké vdi con riéng cua chong.

* Nha nudc khong thira nhan hon nhan gitta nhitng ngudi cung gidi tinh.

p) Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh
chi tiét mét so di€u va bié€n phap thi hanh Luat HJ tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé
Co s¢ dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii sua doz

bé sung mot s6 dzeu ciia cdc nghi dinh lién quan dén viéc nop, xudt trinh s6 hé
khau, s6 tam trii gidy khi thue hién thi tuc hanh chinh, cung cdp dich vu cong;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phéap quy dinh
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chi tiét thi hanh mdt s diéu cua Luat HO tich va Nghi dinh s 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 di€u va bi¢n phap thi hanh
Luat Ho tich;

- Théng tu sb 01/2022/TT-BTP ngay 04/01/2022 ctia B6 Tu phap quy
dinh chi tiét mot sd diéu va bién phap thi hanh Nghi dinh s 87/2020/ND-
CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co so dit liéu ho tich dién tu,
dang ky hd tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia BJ Tai chinh quy
dinh mre thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin
trong co s& dit li¢u ho tich, phi x4c nhan co quéc tich Vi¢t Nam, phi x4c nhan la
nguoi géc Viét Nam, 1€ phi quéc tich.

- Thong tu 50 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 1¢ phi thuc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung uong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh stra
d6i, bd sung mot sé diéu cua Thong tu sé 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng din vé phi va 1é phi thudc tham quyén quyét dinh cua
Hoi d6ng nhan dén tinh, thanh phé truc thuéc Trung wong;

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhéan dén tinh Hai Duong
ban hanh Quy dinh muc thu, ché do thu, ndp, quan ly va st dung phi, 1¢ phi trén dia ban tinh Hai
Duong..
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CONG HOA XA HOQI CHU NGHIiA VIET NAM
Poc lap — Tw do — Hanh phic

TO KHAI PANG KY KET HON
(1) 2)
Kinh gui: @

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Quéc tich

Noi cu tra®

Gidy to tiy than ©

Két hon 1an thir may

Chiing t0i cam doan nhimng 16i khai trén day 1a ding sy that, viéc két hon cia ching t6i 13 ty nguyén, khong vi
pham quy dinh ctia Luat hon nhan va gia dinh Vi¢t Nam.

Chtng t6i chiu hoan toan trach nhiém trudc phap ludt vé ndi dung cam doan ctia minh.

Pé nghi Quy co quan ding ky.
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Bén nir Bén nam
(Ky, ghi r0 ho, chit dém, tén) (Ky, ghi 10 ho, chit dém, tén)

Dé nghi cip ban sao©: Co D, Khong D
S6 lugng: ....... ban

Chu thich:

()@ Trudng hop 1am thi tuc dang ky két hon co yéu t6 nudce ngoai, thi phai dan anh cua hai
bén nam, nir.

(3 Ghi 13 tén co quan ding ky két hon.

4 Ghi theo noi dang ky thuong tr, néu khong ¢ noi dang ky thudng tra thi ghi theo noi
dang ky tam tra; truong hop khong cé noi dang ky thuong tri va noi dang ky tam tra thi ghi theo
noi dang sinh séng.

(9 Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 18
thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/1982).

© Pé nghi danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd so luong.



34

3. Thu tuc dang ky nhan cha, me, con
a) Trinh ty thwe hién

- Néu lwa chon hinh thic ndp hd so truc tiép, ngudi ¢ yéu cau ding ky
nhan cha, me, con ndp hd so dang ky nhan cha, me, con tai B phan mdt cura cua
UBND cép x4 c6 tham quyén; ndp 1é phi néu thudc trudng hop phai ndp 18 phi
dang ky nhan cha, me, con; ndp phi cip ban sao Trich luc ding ky nhan cha, me,
con néu c6 yéu cau cap ban sao Trich luc dang ky nhan cha, me, con.

- Néu lya chon hinh thirc ndp hd so truc tuyén nguoi co yéu cau dang ky
nhan cha, me, con truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong
cap tinh, dang ky tai khoan (neu chua co tai khoan), xac thyc nguoi dung theo
hudng dan ding nhdp vao hé théng, xac dinh ding Uy ban nhan dan cép x3 c6
thim quyén.

Nguoti ¢ yéu cau dang ky nhan cha, me, con tryc tuyén cung cap thong
tin theo biéu mau dién tir twong tac ding ky nhan cha, me, con (cung cap trén
Cong dich vu cong), dinh kém ban chyup hodc ban sao dién tir cac gidy to, tai lidu
theo quy dinh; ndp phi, 1é phi thong qua chirc ning thanh toan truc tuyén hoic
bang cach thirc khac theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai Bo phan mdt ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop hd S0 day da, hop 1€ thi tlep nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so
truc tlep) hodc giri ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhin
hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co yéu
cau lua chon hinh thirc ndp hd so truc tuyén), dong thoi chuyén hd so dé cong
chtrc 1am cong tac ho tich xur 1y.

- Sau khi tiép nhan hd so theo hinh thirc ndp truc tiép, can bd tiép nhan hd
so tai B0 phan mot ctra thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tu
trén hé thong thong tin, co sd dit liéu) va ky sé vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi c¢6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bd sung dé
nguoi ¢ yéu cau bd sung, hoan thién. Sau khi hd so duge b sung, thuc hién lai
budc (1);

(i) Truong hop nguoi c6 yéu cau ding ky nhan cha, me, con khong bd
sung, hoan thién dugc ho so thi bao cao Truong bd phan mot cura co thong bao
tur cho1 giai quyét yéu cau dang ky nhan cha, me, con.

- Cong chure tu phap - ho tich tham tra hd so (tham tra tinh thong nhat hop
1é ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh
hodc dinh kém).

~ + Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai
quyét, phai tur choi thi gui thong bao vé tinh trang ho so té1 BO phan mdt cira dé
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thong bao cho ngudi ndp hd so — thyuc hién lai bude (ii) hoic (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi céng chirc lam cong tic
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu rd ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
nguoi cd yéu cau (neu nguoi cd yéu cau lya chon hinh thitc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tur hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cd yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

+ Néu théy viéc nhan cha, me, con la dung va khong co6 tranh chép, hd so
day du, hop 18, ding quy dinh, truong hop tiép nhan ho so dang ky nhan cha, me,
con theo hinh thirc truc tiép, thi cong chirc tu phép - ho tich thuc hién viéc ghi vao
SH dang ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con va
Iuu chinh thire trén Phin mém ding ky, quan 1y ho tich dién tr dung chung.

Truong hop tiép nhén hd so dang ky nhan cha, me, con theo hinh thic truc
tuyén, cong chirc tu phap - ho tich gui lai biéu mau Trich luc dang ky nhan cha,
me, con dién ttr véi thong tin day du cho ngudi yéu cau qua thu dién tir hoic thiét b
5.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cia cac
thong tin trén biéu mau Trich luc dang ky nhan cha, me, con di¢n tir va xac nhéan
(t6i da mot ngay).

Néu ngudi co6 yéu cau xac nhan thong tin dd thdng nhét, diy du hoic
khong c6 phan hdi sau thoi han yéu cau thi céng chic tu phap - ho tich thuc
hién vi€éc ghi ndi dung vao SH dang ky dang ky nhan cha, me, con, cap nhat thong
tin dang ky nhan cha, me, con va luu chinh thirc trén Phan mém déang ky, quan 1y
hd tich dién tir dung chung.

- Cong chtre tur phap - ho tich in Trich luc dang ky nhan cha, me, con, trinh
Lanh dao UBND ky, chuyén B phan mot cira tra két qua cho nguoi ¢6 yéu cau.

- Nguoi ¢6 yéu cau ding ky nhan cha, me, con (ca hai bén phai c6 mat, xuat
trinh gidy to tuy than dé dbi chiéu) kiém tra thong tin trén Trich luc dang ky nhan
cha, me, con, trong SO ddng ky nhan cha, me, con va ky tén vao S6 dang ky nhan
cha, me, con, nhéan Trich luc dang ky nhan cha, me, con.

b) Cach thirc thue hién:

Nguoi ¢o yéu cau dang ky nhan cha, me, con thuc hién ndp hd so truc
tiép tai BO phan mdt ctra cia UBND cép xa hodc nop hd so truc tuyén trén Céng
dich vu cong qudc gia (https:/dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai
Duong (https:/dichvucong.haiduong.gov.vn) (mét bén c6 thé ndp hd so ma
khong phai c6 vin ban iy quyén ctia bén con lai).

¢) Thanh phéan ho so:

- TS khai ddng ky d&ng ky nhan cha, me, con theo mau
(néu ngudi cé yéu cau lua chon ndop hd sd theo hinh thic truc


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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tiép);

- Biéu mau dién tu tuong tac ddng ky nhan cha, me, con
(do nguGi c6 yéu cau cung cap thong tin theo hudng dan trén
Céng dich vu cdng, néu ngudi cé yéu ciu lua chon ndp hd sc
theo hinh thirc truc tuyén);

- Ngudi c6 yéu cau dang ky nhan cha, me, con thuc hién
viéc nop/xuat trinh (theo hinh thitc truc ti€p) hoac tai Ién (theo
hinh thirc truc tuyén) cac gidy td sau:

* Gidy to phai nop:
- Ching c& ching minh quan hé cha, con hoac quan hé
me, con gom:

+ Van ban cua cd quan y té, cd quan giam dinh hoac co
quan khac cé tham quyén xac nhan quan hé cha con, quan hé
me con.

+ Trudng hgp khong cé van ban néu trén thi phai cé van
ban cam doan cua cac bén nhan cha, me, con vé méi quan hé
cha, me, con va cé it nhat hai ngudi lam chirng vé mdi quan hé
cha, me, con.

* Gidy to phai xuat trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoac
cac gidy t khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cép,
con gia tri st dung dé chimg minh vé nhan than cta nguoi ¢ yéu cau dang ky
nhan cha, me, con. Truong hop cac théng tin ca nhan trong cic gidy to nay da
co trong CSDLQGVDC, CSDLHTDT, dugc hé¢ théng dién tu dong thi khong
phai xuét trinh (theo hinh thuc truc tiép) hoac tai 1én (theo hinh thuc truc
tuyén);

- Gidy to cé gid tri chumg minh thong tin Vvé cu trii trong truong hop co
quan ding ky hé tich khéng thé khai thac dwoc théng tin vé noi cw tri cia cong
din theo cdc phwong thirc quy dinh tai khoan 2 Diéu 14 Nghi dinh S0
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy 1o chirng minh noi cw trii dd dwoc khai thdc e Co so dir ligu quoc gia vé dén

cuw bang cdc phwong thirc nay thi ngudi c6 yéu cau khéng phdi xudt trinh (theo
hinh thurc truc tiép) hodc tdi lén (theo hinh thirc truc tuyén).

* Luu y

- DGi v@i gidy to nOp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thirc truc ti€p:

+ DO6i vébi gidy td xuat trinh khi dang ky ho tich, ngudi ti€p
nhan co trach nhiém kiém tra, d6i chi€u vdéi thong tin trong tG
khai, chup lai hodc ghi lai théng tin d€ luu trong hd sa va tra lai
cho nguGi xuat trinh, khong dugc yéu cau n6p ban sao hoac
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ban chup gidy tg dé.

+ Ngudi yéu ciu ding ky hd tich c6 thé ndp ban sao
ching thuc tir ban chinh hodc ban sao dugc cdp tir s6 gbc hodc
ban chup kém theo ban chinh gidy t& dé€ d&i chiéu. Trudng hop
ngudi yéu cau nOp ban chup kem theo ban chinh gidy tg thi
ngudi ti€p nhan co trdch nhiém kiém tra, d6i chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky n6p ban sao giay tg dé.

+ Ngudi ti€p nhan coé trach nhiém ti€p nhan duang, du ho
sd dang ky ho tich theo quy dinh cua phap luat h6 tich, khong
dudc yéu cau ngudi dang ky ho tich nbép thém gidy t& ma phap
luat hd tich khong quy dinh phai nop.

- BGi vai giday to gui kem theo né€u ngudi yéu cau nop ho
sd theo hinh thirc truc tuyén:

+ Ban chup cac gidy td gui kém theo ho s dang ky nhan
cha, me, con truc tuyén phai bao dam ro nét, day du, toan ven
vé n6i dung, la ban chup bang may anh, dién thoai hodc dugc
chup, dugc quét bang thiét bi dién tu, tu gidy td dugc cap hop 1€,
con gid tri s& dung; néu la gidy td do cd quan cé thdm quyén
nudc ngoai cap thi phai dugc hgp phap hoa lanh su, dich sang
tiéng Viét theo quy dinh, trir trudng hgp dudc mién hgp phap hda
lanh su.

+ Truong hop gidy t0, tai liéu phai giri kém trong ho so dang ky nhan cha,
me, con tryc tuyén da ¢ ban sao dién tir hodc da co ban dién tir gidy to ho tich thi
ngudi yéu cau duogce sir dung ban dién tir ndy.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc ding ky nhan
cha, me, con/ban sao Trich luc dang ky nhan cha, me, con) ngudi c6 yéu cau dang
ky nhan cha, me, con phai xuét trinh giéy to tuy than dé xac dinh nhan than; nop
ban chinh gidy to, tai liéu 1a chimg ctr ching minh quan hé cha, con hodc quan hé
me, con.

Trudng hgp ngudi yéu cau dang ky nhan cha, me, con
khong cung cap dugc gidy td néu trén theo quy dinh hoac giay
td ndp, xudt trinh bji tdy xda, sta chira, lam gia thi cd quan
déng ky hd tich cé thd&m quyén huy bo k&t qua ddng ky nhan
cha, me, con.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich 1ap van ban cam
doan vé noi dung yéu cau ding ky ho tich thi co quan ding ky ho tich phai giai
thich rd cho nguoi 14p van ban cam doan vé trach nhiém, hé qua phap 1y cua
viéc cam doan khong dung su that.

Cd quan dang ky ho tich tur chéi giadi quyét hoac dé nghi ca
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quan cé thdm quyén hay bd két qua dang ky hd tich, néu cé co
s@ xac dinh ndi dung cam doan khdng dung su that.

d) S6 lwong hd so: 01 bd

d) Thoi han giai quyét: 03 ngay lam viéc. Truong hop can phai xac minh
thi thot han gidi quyét khong qua 08 ngay lam viéc.

e) P6i twong thyc hién thii tuc hanh chinh: C4 nhan

g) Co quan thue hién thii tuc hanh chinh: Uy ban nhan déan cip x4 noi cu
tri ctia nguo1 nhan hodc nguoi duge nhan 1a cha, me, con.

h) Co quan phéi hop:

- Uy ban nhan dan cép x& ndi cu tru ctua ngudi dugc nhan 1a
cha, me, con.

- Cd quan quan ly CSDLQGVDC.

i) Két qua thuc hién thi tuc hanh chinh: Trich luc ding ky nhan cha,
me, con (ban chinh); ban sao Trich luc dang ky nhan cha, me, con (truong hop
yéu cau cip ban sao Trich lyc dang ky nhan cha, me, con).

k) Lé phi: 10.000 d6ng/lan.

Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thudce
ho ngheo; nguoi khuyeét tat.

- Phi cap ban sao Trich luc dang ky nhan cha, me, con (néu c6 yéu cau):
8.000dong/ban sao trich lyc.

1) Mau don, miu to khai:
+ T¢ khai dang ky nhan cha, me, con (néu nop hd so theo hinh thirc truc tiép);

+ Biéu mau dién tur tuong tdc dang ky nhan cha, me, con (néu nop hd so
theo hinh thtrc tryc tuyén).

m) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:
- Bén nhan va bén dugc nhan la cha, me, con déu con song;
- Viéc nhén cha, me, con khong cé tranh chap.

- Truong hop nam, nir chung song v&i nhau nhu vo chong, khong dang ky
két hén, sinh con, ngudi con sdng cling véi ngudi cha, khi ‘nguoi cha lam thu tuc
nhan con ma khong lién hé duge voi nguoi me thi khéng can co ¥ kién cua nguoi
me trong To khai dang ky nhan cha, me, con.

p) Can cwr phap ly:
- Luat Hon nhan va gia dinh nam 2014;
- Luat Ho tich nam 2014;
- Nghi dinh s0 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiét mdt so di€u va bién phép thi hanh Luat HJ tich;
- Nghi dinh s6 87/2020/NB-CP ngay 28/7/2020 ctia Chinh phii quy dinh vé
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Co s¢ dir li¢u ho tich dién tir, dang ky ho tich truc tuyén;

- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sita doi,
bo sung mot SO diéfu cua cdc nghi dinh lién quan den viéc n;ép, xudt trinh so6 ho
khau, so tam tru giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mot sd diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngdy 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Théng tu sb 01/2022/TT-BTP ngay 04/01/2022 ctia B6 Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s 87/2020/ND-
CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co so dit liéu ho tich dién tu,
dang ky hg tich truc tuyén;

- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, str dung thong tin
trong co s¢ dir li¢u ho tich, phi x4c nhan co quéc tich Vi¢t Nam, phi x4c nhan la
ngudi gbe Viét Nam, 1é phi qudc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh sira
d6i, b6 sung mot sd dicu ciia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng din vé phi va 1é phi thuéc thim quyén quyét dinh cua
Hoi d6ng nhéan dan tinh, thanh phé truc thuéc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, ndp, quan ly va su
dung phi, I¢ phi trén dia ban tinh Hai Duong
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1dp - Tu do - Hanh phiic

TO KHAI PANG KY NHAN CHA, ME, CON

KANR GU: ().

Ho, chir dém, t€n NEWOT YEU CAUL ......ooovoiiiiiie et

Quan hé v&i nguoi nhan cha/Me/CON: ). ...........o.ooviieeeeeeeeeeee e

Pé nghi co’ quan cong nhan nguoi ¢ tén dwéi day:

Ngay, thang, NAM SINN: ..ottt
Giditinh:......oooveieeiiieieeie, Dan toc:. ..o QUOBC HHCR: oo

La e, ciia nguoi co tén dwdi day:

HO, CITE GEIM, TEI1: ...ttt ettt ettt ettt e et e e s e et ee e eee e e eeeaeenen s
Ngay, thAng, NAM SINN: ..ottt
Giditinh:......cooooii, Dan tocC:.......ccoovvveeiieieeeeeeen, Quéc B e

To6i cam doan viéc nhan..............cccoooeveeeevnennee. noi trén la dang su that, tu nguyén, khong co tranh chﬁp
va chiu trach nhiém trudc phap luat vé cam doan cua minh.

Lam tai...ccoooviieeiieeceie, ngay ............ thang............ nam............
Ngudi yéu cau
(Ky, ghi r0 ho, chir dém, tén)

Y kién ciia ngwdi hién dang 13 me hoic cha®

Chu thich:

B,é nghi cap ban sao ©: C6 |:| Khong l:l
SO lugng:.......... ban
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() Ghi 13 tén co quan dang ky nhan cha, me, con;

@ Ghi theo noi dang ky thuong trii; néu khong c6 noi dang ky thuong tra thi ghi theo noi
dang ky tam tr(; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tra thi ghi theo noi
dang sinh song.

(3 Ghi thong tin vé gidy to tiiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 18
thay thé (vi dy: Chimg minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cip ngay
20/10/2004).

4 Chi khai trong truong hop ngudi khai khong dong thoi 1a nguoi nhan cha/me/con.

©) Chi khai trong truong hop cha hodc me nhén con chua thanh nién hodac nguoi da thanh nién
nhung mat ning luc hanh vi dan sy, ghi y kién cua nguoi cha néu me 1a nguoi yéu cau, y kién nguoi me néq
cha 1a nguoi yéu cau (trir truong hop nguoi dé da chét, mat tich, mat nang Iyc hanh vi dan sy hodc han ché
nang lyc hanh vi dan sy). ) o )

© Bé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi 16 so lugng.
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4. Thi tuc ding ky khai sinh két hop nhin cha, me, con

a) Trinh ty thuc hién

- Ngudi ¢6 yéu cau ding ky khai sinh va nhan cha, me, con ndp ho so dang
ky kh;li sinh yé dang ky nhérrl cha, me, con tai B0 phan moét cura cia UBND cap xa
c6 tham quyen; np 1€ phi néu thudce truong hop phai nép 1€ phi dang ky khai sinh,
dang ky nhén cha, me, con; ndp phi cap ban sao Glay khai sinh, Trich luc dang ky
nhan cha, me, con néu c6 yéu cau cap ban sao Gidy khai sinh, Trich luc dang ky
nhan cha, me, con.

- Can bo ‘Eiép nhéln’ hd 80 tai B0 phan mét ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1¢ cua ho so.

(i) Trudong hop hd S0 day du, hop 1¢ thi tlep nhan ho so, c¢6 Phiéu hen, tra
két qua cho ngudi co yéu cau, dong thoi chuyén hd so dé cong chirc lam cong tac
ho tich xur 1y.

- Saq khi tiép nhan ho 50, can bo tiép nhan hd so tai BO phém mot ctra
thuc hién s6 hoa (sao (;hup, chuyén thg‘mh tai liéu di,én tur trén hé thong thong tin,
co s0 dir liéu) va ky s6 vao tai liéu, ho so giai quyet thu tuc hanh chinh da dugc
s0 hoa theo quy dinh.

(i) Truong hop hd so chwa day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bd sung dé
nguodi cé yéu cau bo sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budce (1);

(iif) Truong hop nguoi co yéu gﬁu dang ky khai sinh va nhan cha, me,
con khong bo sung, hoan thiép duoc hé so thi bdo cao Trudng bo phan mdt ctra
co6 thong bao tur choi gidi quyét yéu cau dang ky khai sinh va nhan cha, me, con.

- Cong chuc tu phap - ho tich tham tra hd so (thim tra tinh thong nhat hop

1é ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh
hodc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri thong bao vé tinh trang hd so téi B6 phan mot ctra dé
thong bao cho ngudi ndp hd so — thuc hién lai budc (ii) hoic (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian dé hen thi cong chure tu phap - ho
tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén B6 phan mot cira dé tra cho nguoi
c6 yéu cau;

+ Néu théy viéc nhan cha, me, con 1a ding va khong c6 tranh chép, thong
tin khai sinh déy da va phu hogp, thi cong chirc tu phap - ho tich thuc hién viéc ghi
vao S6 dang ky nhan cha, me, con, S6 ding ky khai sinh, cap nhat thong tin ding
ky khai sinh, dang ky nhan cha, me, con va luu chinh thirc trén Phan mém dang ky,
quan 1y ho tich dién tir dung chung, chuyén théng tin dén CSDLQGVDC dé lay S6
dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé S6 dinh danh c4 nhan, cong chic tur phép -
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ho tich in Giéy khai sinh, Trich luc dang ky nhan cha, me, con, trinh Lanh dao
UBND ky, chuyén ti Bo phan mot cira tra két qua cho ngudi c6 yéu cau.

- Nguoi co yéu cau dang ky khai sinh va nhan cha, me, con (ca hai bén phai
c6 mit, xuat trinh gidy t& tuy than dé dbi chiéu) kiém tra thong tin trén Trich luc
dang ky nhan cha, me, con, Gidy khai sinh, trong S6 dang ky nhdn cha, me, con,
S6 dang ky khai sinh va ky tén vao S6 dang ky nhén cha, me, con, S6 ding ky
khai sinh, nhan Trich luc dang ky nhan cha, me, con, Giéy khai sinh.

b) Cach thirc thuc hién:

Ngudi c6 yéu cau dang ky khai sinh va nhan cha, me, con
thuc hién nop ho sg truc ti€p tai B0 phan moét clira cua UBND cap
xd (M6t bén cod thé nép hd sd ma khdng phai cé van ban dy
quyén cua bén con lai).

¢) Thanh phan ho so:

* Gidy to phai nop:

- To khai diing ky khai sinh theo mau;

- T khai diing ky nhan cha, me, con theo mau.

- Ban chinh Gidy ching sinh; truGng hgp khéng cé Giay
chi’ng sinh thi n6ép van ban cua ngudi lam chdng xac nhan vé
viéc sinh; néu khong cé ngudi lam ching thi phai cdé giay cam
doan vé viéc sinh;

- Chi’ng c chi'’ng minh quan hé cha, con hoac quan hé
me, con gobm:

+ Van ban cua cd quan y té, cd quan giam dinh hoac co
quan khac cé tham quyén xac nhan quan hé cha con, quan hé
me con.

+ Trudng hgp khéng cé van ban néu trén thi cac bén nhan
cha, me, con lap van ban cam doan vé moi quan hé cha, me,
con, c6 it nhat hai ngudi lam ching vé mdi quan hé cha, me,
con.

* Gidy to phai xuit trinh:

- Ho chiéu hodc Chirmg minh nhan dan hodc Thé cin cudc cong déan hoac
cac gidy t& khac c6 dan anh va théng tin ca nhan do co quan ¢ tham quyen cp,
con gia tri str dung dé chirmg minh vé nhén than cta nguoi co yéu cau dang ky
khai sinh va nhan cha, me, con. Truong hop cac thong tin cd nhan trong cac
gidy t0 ndy da c6 trong CSDLQGVDC, CSDLHTPT, duoc hé théng dién tu
dong thi khong phai xuat trinh;

- Gidy to ¢é gid tri chung minh thong tin Vvé cu trii trong truong hop co
quan ding ky hé tich khéng thé khai thac dwoc théng tin vé noi cw tri cia cong
din theo cdc phwong thirc quy dinh tai khoin 2 Diéu 14 Nghi dinh S0
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy to chitng minh noi cw trii da dwoc khai thac tir Co sé dit liéu quoc gia vé dan
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cuw bang cdc phuong thicc nay thi nguoi c6 yeu cau khong phai xudt trinh (theo
hinh thirc truec tiép) hodc tdi lén (theo hinh thirc truec tuyén).

*Luuy:

- D6i v@i giay td ndp, xuat trinh:

+ DGi vai gidy td xuat trinh khi dang ky ho tich, ngudi ti€p
nhan co trach nhiém kiém tra, d8i chi€u vdi thdéng tin trong td
khai, chup lai hodc ghi lai thong tin dé Iuu trong hd so va tra lai
cho nguGi xuat trinh, khong dugc yéu cau n6p ban sao hoac
ban chup giay tg dé.

+ Ngudi yéu cau dang ky hd tich cé thé ndp ban sao
chi’ng thuc tir ban chinh hodc ban sao dudc cap tir s6 géc hoac
ban chup kem theo ban chinh gidy td dé déi chi€u. Trudng hgp
ngudi yéu cau nOp ban chup kem theo ban chinh gidy tg thi
ngudi ti€p nhan cd trach nhiém kiém tra, ddi chi€u ban chup
v@i ban chinh va ky xac nhan, khong dugc yéu cau ngudi di
dang ky nOp ban sao giay tg dé.

+ Ngudi ti€p nhan coé trach nhiém ti€p nhan duang, du ho
sd dang ky ho tich theo quy dinh cua phap luat ho tich, khong
dudc yéu cau ngudi dang ky ho tich nbép thém gidy t& ma phap
luat ho tich khong quy dinh phai nop.

- Truong hop cho phép ngudi yéu cau dang ky ho tich lap
van ban cam doan vé ndi dung yéu cau dang ky ho tich thi co
quan dang ky ho tich phai giai thich rdo cho ngudi lap van ban
cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan
khong dung su that.

Cd quan dang ky ho tich tur chéi giadi quyét hoac dé nghi ca
quan co thdm quyén huy bd két qua dang ky ho tich, néu cd ca
s@ xac dinh ndi dung cam doan khéng dung su that.

- BGi vdi viéc xac dinh ho, dan tbc, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu
hop va@i phap luat va yéu cau gilf gin ban sac dan tbc, tap quan,
truyén thGng van hda tét dep cua Viét Nam; khéng dat tén qua
dai, kho s dung.

+ Truong hdp cha, me khong thoa thuan dugc vé ho, dan
tdoc, qué quan cua con khi dang ky khai sinh thi ho, dan toc,
gqué quan cua con dugc xac dinh theo tap quan nhung phai bao
dam theo ho, dan téc, qué quan cua cha hoac me.

d) S6 Iwong hd so: 01 bd
d) Thoi han giai quyét: 03 ngay lam viéc, truong hop phai xac minh thi
thoi han giai quyét khong quéa 08 ngay lam viéc.
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e) P6i twong thyc hién thii tuc hanh chinh: C4 nhin

g) Co quan thuc hién thii tuc hanh chinh: Uy ban nhan dan cap xa noi
cu tri cia nguoi cha hodc nguoi me thuc hién dang ky khai sinh két hop nhan
cha, me, con.

h) Co quan phoi hop: Co quan quan Iy CSDLQGVDC.

i) Két qua thuc hién thi tuc hanh chinh:

Gidy khai sinh, Trich luc dang ky nhan cha, me, con (ban chinh); ban sao

Glay khai sinh, ban sao Trich luc dang ky nhén cha, me, con (truong hop yéu
cau cap ban sao Gidy khai sinh, ban sao Trich luc dang ky nhan cha, me, con).

k) L¢ phi: Dang ky khai sinh 5000 ddng/lan; Dang ky nhan cha, me, con
10.000 dong/lan. Mién 1€ phi do6i voi truong hop dang ky khai sinh ding han;
nguoi thude gia dinh cé cong voi cach mang; nguodi thude hg nghéo; ngudi khuyét
tat,

- Phi cép b‘ém sao Giéy khai sinh, ban sao Trich luc dang ky nhan cha, me,
con (né€u co6 yéu cau): 8.000dong/ban sao trich luc.

1) Mau don, miu t& khai: To khai dang ky khai sinh, To khai dang ky nhan
cha, me, con

m) Yéu céu, diéu kién thye hién thii tuc hanh chinh:

- Bén nhan va bén duge nhan 1 cha, me, con déu con séng;

- Viéc nhén cha, me, con khong c6 tranh chap.

- Truong hop nam, nir chung song v&i nhau nhu vo chdng, khong ding ky
két hén, sinh con, ngudi con sdng cing v6i ngudi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé duge voi ngudi me thi khong can ¢ ¥ kién cua ngudi
me trong Td khai dang ky nhan cha, me, con.

n) Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 cta Chinh phil quy dinh
chi tiét mdt so di€u va bién phap thi hanh Luat HJ tich;

- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sita doi,
bo sung mot sO a”iéfu cua cdc nghi dinh lién quan den viéc n;ép, xuat trinh so ho
khau, so tam tru giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét th1 hanh mot s6 diéu cua Luat HO tiCh,Vé, Ngh,i diph sO 123/2015/Nb-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 di€u va bi¢n phap thi hanh
Luat Ho tich;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan 1y va st dqu phi khai thac, stir dung thong tin
trong co s& dir liéu ho tich, phj xac nhan c6 qudc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi qudc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudng


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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dan vé phi va 1¢ phi thudc thAm quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh pho truc thugc Trung uong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh stra
do1, bé sung mot s6 diu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cua Bo Tai chinh huéng dan vé phi va I¢ phi thugc tham quyén quyét dinh cua
Ho1 dong nhan dan tinh, thanh pho truc thudc Trung vong;

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan 1y va st
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Kinh @iz (D oo

Ho, chit dém, teN NEUOT YEU CAUL ...t enaees
INOT CU LT @)t s bbbttt ses
GHAY 10 TIY THANT O .o
Quan h¢ voi ngudi dugc Khai SINh: ......oooiiiiiiicee e
Pé nghi co quan diing ky khai sinh cho nguoi duéi day:

HOQ, Chil A€, t€I1: ...t e e e e e e e aaee e naaeas
Ngay, thang, ndm sinh: .........ccccoeeviiiiiiiiieiieee. ghi bANg Chil: v
Gid1 tinh:.....covvveeeee Dan tocC:.........cooeeevuvvnnnenn. Quéc HICh: oo
INOT SINN: B ettt ettt te et e teeae e teeteeseeasenseeaeene
QUE QUAN .eeiiiiie ettt e ettt e e e ettt e e e e ettt e e e e abaeaee e e ssaaeeeeeanssaeaeeesnssaaaeeeansssaaeeeansssaeaeeansnees
Ho, chit dém, t€n NGWOT ME: ..o
NAM SINH: O DAan toC:.....eeeeunen.... Qudc tich: oo
INOT CU T @) ottt ettt b e b e s bt e s st e s bt e s bt e e st e e st e eateeabeeabeenbeenseenes
Ho, chit dém, tén n@uwoi cha: ...
NAM SINH: O, DAn tOC:.cceeeeeeenne.. Qudc tich: woveveereveeeenn,
INOT CU T @) ottt b e b e b e s bt e s bt e sb b e s et e s st e e st e eate et e eabeenbeenneenees

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a dung su that, duoc su thoa
thuan nhét tri cta cac bén lién quan theo quy dinh phap luat.
T61 chiu hoan toan trach nhi¢m trudce phap luat vé noi dung cam doan cua minh.
Lamtai: ... , NEAY ... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi 0 ho, chit dém, tén)

Dé nghi cip ban sao©: Co D, Khong D .......................................
Sé luong:....... ban
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Chu thich:

() Ghi o6 tén co quan dang ky khai sinh.

(2 Ghi theo noi dang ky thudng tr; néu khong c6 noi ding ky thuong tra thi ghi theo
not dang ky tam trg; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tru thi
ghi theo noi dang sinh sdng.

() Ghi thong tin vé gidy to tiy thin cta nguoi di dang ky, ghi 1 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hoic gidy to hop 1 thay thé (Vi du: Ching minh nhan
dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

@ Trudng hop sinh tai co s& y té thi ghi rd tén co sd'y té va dia chi tru sd co sy té do.

Vi du: - Bénh vién Phy san Ha N§i, duong La Thanh, phuong Ngoc Khénh, quan Ba
Dinh, Ha Noi

- Tramy té x3 Pinh Béang, huyén Tur Son, tinh Bic Ninh.

Truong hop sinh ra ngoai co so y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén,
tinh), noi sinh ra.

Vi du: xa Dinh Bang, huyén Tt Son, tinh Bic Ninh.

(9 Ghi day du ngay, thang sinh ciia cha, me (néu co).

© Pé nghi danh dau X vao 6 néu co6 yéu cau cap ban sao va ghi 15 s6 lugng.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

KANR GUE: @)ttt e ettt a ettt et n bt et et n e st senes

Ho, chit dém, tén NEWOT YEU CAUL ......occoiiiiiiiiiiieii ettt et et e e b e e s e e e aaeeebaeessbeeeseaeeeens

Quan hé v&i nguoi nhan cha/me/Con: @ .. ......cooiiiiiiiicecceeeee e
Pé nghi co quan cong nhin nguoi ¢é tén dwéi day:

| (oI 010 A (575 T 1< o LSRR
Ngay, thang, NAM SINN: .......oooiiiiieiiecie et et e e et eseeesbeeseesseesseesssesnseenseensaesnneans
GiO1 tinh:...eeeeiiiiie DANn tOC:.....coveueiiiieeeieeeeieeeee e Quéc 15161 s LR

La e ciia nguoi co tén dwdi day:

| (T oLV (75 0 WO =) s AP
Ngay, thang, NAM SINN: ..ottt e rre e et e e e beeessae e sseeesseeessseesssseesssaeessseenes
Gioitinh:......oocoovvieeeiiiiece, Dan tOC: .. ceeeeiieeeeiiiee e, QUABC HHCH: e,

T6i cam doan Vi€c NhAN..........cccceevvveeveeeereeeennee.n, noi trén la dung sy that, tu nguyén, khong co
tranh chap va chiu trach nhi¢ém trudc phap luat vé cam doan cua minh.

Nguoi yéu ciu
(Ky, ghi r0 ho, chit dém, tén)

Y Kién ciia nguwoi hién dang 1a me hoic cha®

Chu thich:

B,é nghi cap ban sao ©: C6 I:I Khéng |:|
SO lugng:.......... ban
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() Ghi 13 tén co quan dang ky nhan cha, me, con;

(@ Ghi theo noi dang ky thuong tri; néu khong c6 noi ding ky thuong trii thi ghi theo noi
dang ky tam tr(; truong hop khong c6 noi dang ky thuong trd va noi dang ky tam trt thi ghi theo
noi dang sinh séng.

(3 Ghi thong tin vé gidy to tiiy than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop
1¢ thay thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay
20/10/2004).

4 Chi khai trong truong hop ngudi khai khong dong thoi 1a nguoi nhan cha/me/con.

©) Chi khai trong truong hgp cha hoac me nhan con chua thanh nién hodc ngudi dé thanh nién
nhung mat ning luc hanh vi dén sy, ghi 'y kién ctia nguoi cha neu me la nguoi yéu cau, y kién ngudi me
néu cha 1a ngudi yéu clu (trir truong hop ngudi do da chét, mét tich, mat nang luc hanh vi dan sy hoic
han ché nang lyc hanh vi dan sy). ) o )

© Pé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi rd s6 lwgng.
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5. Thu tuc dang ky khai tir
a) Trinh ty thwe hién

- Néu Iyra chon hinh thirc ndp hé so truc tiép, ngudi c6 yéu cau diang ky khai
tor nop hd so dang ky khai tr tai B phan mot cra cuia UBND cép xd c¢6 thim
quyén; nop 1& phi néu thudc truong hop phai ndp 18 phi dang ky khai tir; ndp phi
cap ban sao Trich Iyc khai ttr néu ¢6 yéu cau cap ban sao Trich luc khai tir.

- Néu lya chon hinh thirc ndp hd SO tryc tuyén, ‘nguoi co yéu cau dang ky
khai tr truy cap Cong dich vu cong quéc gia hodc Cong dich vu cong cap tinh,
ding ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo hudng
dan, ding nhap vao hé thdng, xac dinh dung Uy ban nhan dan cip xi c6 thim
quyén.

Nguoi co yéu cau ding ky khai tir truc tuyen cung cap thong tin theo biéu
mau dién tir twong tac ding ky khai tir (cung cép trén Cbong dich vu cong), dinh
kém ban chup hodc ban sao di¢n tir cac giay to, tai liéu theo quy dinh; ndp phi,
1¢ phi théng qua chirc nang thanh toan truc tuyén hodc bang cach thirc khac theo
quy dinh phap luat, hoan tat viéc nop ho so.

- Can bo tiép nhan hd so tai Bo phan moét ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop ho so day du, hop 18 thi tiép nhan ho so; néu tiép nhan ho
s0 sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi co yéu cau trong ngay lam viéc
tiép theo (neu ngudi co yéu cau lya chon hinh thirc ndp hd so tryc tiép) hodc giri
ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhan hen tra két qua
qua dién thoai di dong cho ngudi cé yéu cau (néu ngudi co yéu cau lwa chon
hinh thtrc ndp hd so truc tuyén); chuyén hd so dé cong chirc 1am cong tac hod
tich xur ly.

- Sau khi tiép nhan hd so theo hinh thirc ndp truc tiép, can bd tiép nhan hd
so tai B0 phan mot ctra thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tu
trén hé thong thong tin, co sd dit liéu) va ky sé vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi c¢6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bd sung dé
nguoi cé yéu cau bd sung, hoan thién. Sau khi ho so dugc bd sung, thyc hién lai
budce (i);

(i) Truong hop nguoi co yéu cau dang ky khai tir khong bo sung, hoan
thién duogc ho so thi bao cdo Trudng bd phan mot cira c6 thong bao tir chdi giai
quyét yéu cau dang ky khai tir.

- Cong chure tu phap - ho tich tham tra hd so (tham tra tinh thong nhat hop
16 ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh
hodc dinh kém).

+ Trudng hop hod so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tur choi thi gui thong bao vé tinh trang ho so té1 BO phan mdt cira dé
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thong bao cho ngudi ndp hd so — thyuc hién lai bude (ii) hoic (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi céng chirc lam cong tic
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu rd ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
nguoi cd yéu cau (neu nguoi cd yéu cau lya chon hinh thitc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tur hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cd yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

+ Néu thay ho so day du, hop 1€, dung quy dinh, truong hop tiép nhan
hé so dang ky khai tir theo hinh thirc truc tiép, thi cong chirc tu phép - ho tich thuc
hién viéc ghi vao S6 dang ky khai tu, cap nhat thong tin dang ky khai tir va luu
chinh thtrc trén Phan mém dang ky, quan 1y ho tich dién tir ding chung.

Truong hop tiép nhan hd so diang ky khai tir theo hinh thic truc tuyén, cong
chure tu phap - hd tich guri lai bi€u mau Trich luc khai tir dién tir vo1 thong tin day
da cho nguot yéu cau qua thu dién tir hodc thiét bi so.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cia cac
thong tin trén bi€u mau Trich luc khai tir dién tr va xac nhan (t61 da mdt ngay).

Néu ngudi c6 yéu cau xac nhan thong tin di théng nhat, ddy du hoic
khong c6 phan hoi sau thoi han yéu cau thi cong chirc tu phép - ho tich thuc

hién viéc ghi ndi dung vao S6  dang ky khai ttr, cap nhat thong tin dang ky khai tu
va luu chinh thirc trén Phin mém dang ky, quan 1y ho tich dién tr ding chung.

- Cong chire tu phap - ho tich in Trich luc khai tir, trinh Lanh dao UBND ky,
chuyén Bo phan mét cira tra két qua cho nguoi c6 yéu cau.

- Nguoi co yéu cau dang ky khai tr kiém tra thong tin trén Trich luc khai ti,
trong SO dang ky khai tir va ky tén vao S6 dang ky khai tir, nhan Trich luc khai tir.

b) Cach thire thye hién:

Ngudi c6 yéu cau dang ky khai tu truc ti€p thuc hién hoac
ay guyén cho nguGi khac thuc hién ndop ho sd truc tiép tai BO
phan mot cira cua UBND cdp xa hoac gui ho sc qua hé thdng buu
chinh hodc ndp hd sag truc tuyén trén Céng dich vu cdng quéc gia
(https://dichvucong.gov.vn) hodc Céng dich vu cdng tinh Hai
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- T8 khai d&ng ky khai t&r theo mau (néu ngudi cé yéu cau
lua chon nOp ho6 sd theo hinh thitc truc tiép);

- Bi€u mau dién tir tuong tac dang ky khai tir (do ngudi yeu
cau cung cap thong tin theo erdng dan trén Céng dich vu céng,
néu ngudi cé yéu cau lua chon ndp ho so theo hinh thic truc
tuyén);


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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- NguGi cé yéu cau dang ky khai ti thuc hién viéc
nop/xuat trinh (theo hinh thic truc ti€p) hoac tai Ién (theo hinh
thlrc truc tuyén) cac giay td sau:

* Gidy to phai nop:
- Gidy bao tur hoac giay tG thay thé Giay bao tir do cd quan
cé thdm quyén cap.

- Gidy tdg, tai liéu, chirng c do cd quan, t6 chldc cé thdm
gquyén cap hoac xac nhan hgp |1é chirng minh su kién chét doi
v@i truéng hop dang ky khai t&r cho ngudi chét da lau, khong cé
Gidy bao tur hoac gidy to thay thé Giay bao tu.

- Van ban uy quyén (dugc chirng thuc) theo quy dinh cua
phap luat trong trudng hdp Uy quyén thuc hién viéc dang ky
khai tir. Trudng hdp ngudi co trach nhiém dang ky khai to ay
guyén cho ngudi khac thuc hién viéc dang ky khai t& ma ngudi
dudc uy quyén la 6ng, ba, cha, me, con, vgd, chong, anh, chi,
em rubt cia ngudi Uy quyén thi van ban uy quyén khong phai
chi’ng thuc.

* Giay to phai xuat trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong déan hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cép,
con gia tri st dung dé chimg minh vé nhan than cua ngu’orl c6 yéu cau dang ky
khai tir. Truong hop cac thong tin ca nhén trong cac gidy to ndy da co trong
CSDLQGVDC, CSDLHTPDT, dugc hé thong dién tu dong thi khong phai Xuat
trinh (theo hinh thirc truc tiép) hoic tai 1én (theo hinh thirc truc tuyén);

- Gidy to chitng minh noi cw trii cudi cing ciia nguoi chét dé xdc dinh
tham quyén trong truong hop co quan ding ky hé tich khong thé khai thac dwoc
théng tin vé noi cw trii ciia céng dan theo cdc phiong thire quy dinh tai khodn 2
Diéu 14 Nghi dinh sd 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong
hop cac thong tin Vé gidy to chitng minh noi cuw trit da dwoc khai théac tr Co so dir
liu quoc gia vé dan cuir bang cdc phuong thirc nay thi nguoi ¢ yéu cau khong
phdi xudt trinh (theo hinh thirc truc tiép) hodc tdi Ién (theo hinh thitc truc tuyén);

- Truong hop khéng xac dinh dugc noi cu tra cudi cung cua ngudi chét
thi xuat trinh gidy t& ching minh noi ngudi d6 chét hoidc noi phét hién thi thé
ctia ngudi chét.

Truong hop giri ho so qua h¢ théng buu chinh thi phai giri kém theo ban
sao cO chung thuc cac gidy to phai xuat trinh néu trén.

* Luuy

- Trong th&i han 15 ngay k& tir ngay co ngudi chét thi vg,
chong hoac con, cha, me hodc ngudi than thich khac cia ngudi
chét cé trach nhiém di dang ky khai tr; trudng hop ngudi chét
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khdng cé ngudi than thich thi dai dién cia cd quan, td chirc, cé
nhan lién quan co trach nhiém di khai tu.

- DGi vGi giay to nOp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thic truc tiép:

+ DO6i vébi gidy td xuat trinh khi dang ky ho tich, ngudi ti€p
nhén cé tradch nhiém kiém tra, d6i chi€u vdi théng tin trong td
khai, chup lai hodc ghi lai thong tin d€ luu trong ho sg va tra lai
cho nguGi xuat trinh, khong dudc yéu cau n6p ban sao hoac
ban chup gidy tg dé.

+ Ngudi yéu cau dang ky hd tich c6 thé ndp ban sao
ching thuc tir ban chinh hodc ban sao dugc cdp tir s6 gbc hodc
ban chup kém theo ban chinh gidy t& dé ddi chi€u. Trudng hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy td thi
ngudi ti€p nhan cd trdch nhiém kiém tra, d6i chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky n6p ban sao giay tg dé.

+ Ngudi ti€p nhan coé trach nhiém ti€p nhan duang, du ho
sd dang ky ho tich theo quy dinh cua phap luat ho tich, khong
dudc yéu cau ngudi dang ky ho tich nbép thém gidy t& ma phap
luat ho tich khong quy dinh phai nop.

- B6i véi giay tG gui kem theo néu ngudi yéu cau nop ho
sd theo hinh thic truc tuyén:

+ Ban chup cac giay td gui kem theo h6 sd dang ky khai tdr
truc tuyén phai bao dam ro nét, day du, toan ven vé ndi dung, la
ban chup bdang may anh, dién thoai hodc dugc chup, dudc quét
bang thiét bi dién tl, tUr gidy td dudc cap hdp I€, con gia tri sU
dung; néu la gidy td do co quan co thdm quyén nudc ngoai cép
thi phai dudc hgp phap hda lanh sy, dich sang tiéng Viét theo
quy dinh, tri trudng hdp dugc mién hgp phap hoéa lanh su.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ding ky khai tir truc
tuyén di co ban sao dién tir hodc di co ban dién tir gidy to ho tich thi nguoi yéu
cau duoc st dung ban di¢n tir nay.

+ Khi dé€n cd quan dang ky ho tich nhan két qua (Trich luc
khai tir/ban sao Trich luc khai tr), ngudi cé yéu cau dang ky khai
tor phai xuat trinh gidy td tuy than, ndp ban chinh cac gidy td la
thanh phan h6 sd dang ky khai t&r theo quy dinh phap luat hd
tich.

Trudng hdp ngudi yéu cau dang ky khai t& khong cung
cap dudc giay td néu trén theo quy dinh hoac gidy td nbp, xuat
trinh bi tdy xda, sira chira, lam gia thi cd quan dang ky hd tich
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cd thdm quyén huy bd két qua dang ky khai tur.
d) S6 lwong hd so: 01 bd

d) Thoi han giai quyet Ngay trong ngay tlep nhan yeu cau, truong hop
nhan ho s0 sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay
1am viéc tiép theo.

e) P6i twong thyc hién thii tuc hanh chinh: C4 nhan

g) Co quan thuc hién thi tuc hanh chinh:

- Uy ban nhan dan cép X3 noi cu tra cudi cung cua nguoi chét thuc hién viéc
dang ky khai tir;

- Uy ban nhan dén cip x4 noi ngudi d6 chét hodc noi phat hién thi thé ngudoi

chét thyc hién viée dang ky khai tir trong truong hop khong xac dinh dugc noi cu
tri cudi cling cua ngudi chét.

h) Co quan phdéi hep: Co quan quan Iy CSDLQGVDC.
i) Két qua thue hién thii tuc hanh chinh:

Trich lyc khai tir (ban chinh); ban sao Trich lyc khai tir (truong hop yéu

cau cap ban sao Trich luc khai tir).

k) Lé phi: 5000 dong/lan.

Mién 1& phi d6i voi trudng hop dang ky khai tir dung han, nguoi thude gia
dinh c6 cong véi cach mang; nguoi thudc hd ngheo; nguoi khuyét tat.

- Phi cép ban sao Trich luc khai tir (néu c6 yéu cau): 8.000d6ng/ban sao
trich luc.

1) Miu don, miu to khai:

+ To khai dang ky khai tir (néu ndp ho so theo hinh thirc truc tiép);

+ Biéu mAu dién tir trong tac ding ky khai tir (néu ndp ho so theo hinh thire
truc tuyén).

m) Cin ctr phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 caa Chinh pha quy dinh

chi tiét mdt so di€u va bién phép thi hanh Luat HJ tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé
Co s¢ dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sita doi,
bo sung mot sO diéy cua cac nghi dinh lién quan dén viéc n;o”p, xuat trinh so ho
khdu, so tam tru gidy khi thuc hién thu tuc hanh chinh, cung cdp dich vu cong;

- Thong tur sO 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mét s6 di€u cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctua Chinh phu quy dinh chi tiét mot s6 di€u va bi¢n phap thi hanh


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI TU

KANT @UL: (Dt
Ho, chit d8m, t&n NEWOT YU CAU ..o
INOT CU LT B) L

QUAN D& VOT NGUOT A8 CHEL: .ot
Pé nghi co quan ding ky khai tir cho nguoi c6 tén duéi day:

Ho, chit d€m, t€N: ...t e e e b e e e eaae e e aaeaeas
Ngay, thang, NAM SINN: ... e e e e

Gid1 tinh: .o Dan toC:........coovvvevirrereeeeeeeeen. Quéc tich: oo,

Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua B6 Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh sb 87/2020/ND-
CP ngay 28/7/2020 ctua Chinh phu quy dinh vé Co s& dit liéu ho tich dién tu,
dang ky hg tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy
dinh murc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin
trong co s& dit liéu ho tich, phi xac nhin c¢6 qudc tich Viét Nam, phi x4c nhén 13
nguoi géc Viét Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 caa Bo Tai chinh sta
d6i, bo sung mot sd dicu ciia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctiia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché db thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong



NGUYEN NIAN CREE: e eeee oo eees e eee e oo
Sb Gidy bao tir/ Gidy to thay thé Gidy bao tir: @ ..o O o
.......................................................................................................... cAp ngay .......thang ... NAM ...........
To61 cam doan nhitng ndi dung khai trén day l1a dung su that va chiu trach nhiém trudc

phap luat vé cam doan ctia minh.

Ngudi yéu cau
(Ky, ghi 10 ho, chit dém, tén)

Chu thich:

() Ghi 6 tén co quan dang ky khai tur.

) Ghi theo noi dang ky thuong tra; néu khong cé noi dang ky thuong tri thi ghi
theo noi dang ky tam tra; truong hop khong c6 noi dang ky thuong trét va noi dang ky
tam tra thi ghi theo noi dang sinh séng.

() Ghi thong tin vé gidy td tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy
td hop 18 thay thé (vi du: Chimg minh nhan dan s6 001089123 do Cong an thanh phd Ha
Noi cap ngay 20/10/2004).

4 Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay thé Gidy bao tir’; néu
ghi theo sb Gidy to thay thé Gidy béo tir thi ghi rd tén, sd gidy to va gach cum tir “Gidy
béao ti”; trudng hop khong c6 thi muc nay dé trong

) Pé& nghi danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi rd so luong.
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6. Thu tuc dang ky khai sinh luu dong
a) Trinh ty thue hién:

- Cong chuc tu phap - ho tich cap xa dudc giao nhiém vu
dang ky khai sinh luu dong cd trdch nhiém chuan bi day du
mau Td khai dang ky khai sinh, gidy td ho6 tich va diéu kién can
thiét dé thuc hién dang ky lvu déng tai nha riéng hoéc tai dia
diém td chlic dang ky luvu ddng, bao dam thuén Igi cho ngudi
dan.

Tai dia di€ém dang ky ho tich luu déng, cong chirc tu phap
- ho tich hudng dan ngudi yéu cau dién day du thong tin trong
TS khai dang ky khai sinh; kiém tra cac gidy t§ lam cd s& cho
viéc dang ky khai sinh; viét Phiéu ti€p nhan ho so.

- Sau khi ti€p nhan du ho sd, cong chic tu phap - ho tich
thuc hién viéc ghi vao S6 dang ky khai sinh, cdp nhét théng tin
dang ky khai sinh trén Phan mém dang ky, quan ly ho tich dién
tr dung chung, lvu chinh thdc va chuyén théng tin dén
CSDLQGVDC dé 18y S8 dinh danh ca nhén.

Sau khi CSDLQGVDC tra vé SO dinh danh cad nhéan, cbng
chirc tu phap - ho tich in Gidy khai sinh, trinh Ldnh dao UBND ky
Gidy khai sinh d& cdp cho ngudi cé yéu cau.

- Cong chuic tu phap - ho tich dem theo Gidy khai sinh va
S6 dang ky khai sinh dé tra két qua cho ngudi cé yéu cdu tai
dia diém dang ky luu déng; hudng dan ngudi yéu ciu kiém tra
ndi dung Gidy khai sinh va S8 dang ky khai sinh, ky, ghi rd ho,
tén trong S6 dang ky khai sinh; tai muc “Ghi chd” trong S&
dang ky khai sinh ghi rd “bang ky Iuu dong”.

- Trudng hdp ngudi yéu cau khdng biét chir thi cong chic
tu phap - ho tich truc ti€p ghi TG khai, sau d6 doc cho ngudi
yéu cau nghe lai ndi dung va hudng dan ngudi dé diém chi vao
T3 khai. Khi tra két qua dang ky ho tich, cong chic tu phap -
ho tich phai doc lai ndi dung Gidy khai sinh cho ngugi yéu cau
nghe va hudng dan ngudi dé diém chi vao S8 ddng ky khai
sinh.

* Luu y:
- B06i vai viéc xac dinh ho, dan tbéc, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu
hop va@i phap luat va yéu cau gilf gin ban sac dan tbc, tap quan,
truyén thGng van hda tét dep cua Viét Nam; khéng dat tén qua
dai, kho s dung.
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+ Truong hdp cha, me khong thoa thuan dugc vé ho, dan
toc, qué quan cua con khi dang ky khai sinh thi ho, dan téc,
gué guan cua con dugc xac dinh theo tap quan nhung phai bao
dam theo ho, dan toc, qué quan cua cha hoac me.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich lap
van ban cam doan vé ndi dung yéu cau dang ky ho tich thi co
quan dang ky ho tich phai giai thich rdo cho ngudi lap van ban
cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan
khong dung su that.

Co quan dang ky ho tich tu chdi giai quyét hoac dé nghi co
quan coé tham quyén huy boé két qua dang ky ho tich, néu co6 co
s@ xac dinh ndi dung cam doan khéng dung su that.

b) Thanh phan hd so:
* Giay to phai nop:
- TS khai dang ky khai sinh theo mau.

- Ban chinh Gidy ching sinh; truéng hdp khong cé Giay
chi’ng sinh thi n6ép van ban cua ngudi lam ch’ng xac nhan vé
viéc sinh; néu khoéng cé ngudi lam chi’ng thi phai cé gidy cam
doan Vvé viéc sinh;

- Trudng hgp khai sinh cho tré em sinh ra do mang thai hd
phai cé van ban xac nhan cula cd sé y té da thuc hién ky thuat ho
trg sinh san cho viéc mang thai ho.

* Giay to phai xuat trinh:

- Ho chiéu hodc Chirmg minh nhan dan hodc Thé cin cudc cong dan hoac
cac gidy to khac c6 dan anh va théng tin ca nhan do co quan ¢ thAm quyen cp,
con gia tri st dung dé chimg minh vé nhan than cua nguoi co yeu cau dang ky

khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to' nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién ty dong thi khong phai xuat trinh;

- Glay to co gid tri chung minh thong tin vé cu trii trong truong hop co
quan ddng ky hé tich khéng thé khai thac dwoe théng tin vé noi cw tri ciia cong
din theo cdc phwong thirc quy dinh tai khoin 2 Diéu 14 Nghi dinh S0
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy to chitng minh noi cie trit da dwoc khai théc tr Co so dir ligu quoc gia vé din
cuw bang cdc phwong thitc nay thi ngudi c6 yéu cau khéng phdi xudt trinh (theo
hinh thitc truec tiép) hodc tdi lén (theo hinh thirc triee tuyén);

- Gidy ching nhan ,ké't hon néu cha, me da dang ky két hon. Truong hop
da c6 thong tin ve€ viée két hon cua cha, me trong CSDLHTDT, CSDLQGVDC
thi khong phai xuat trinh.

¢) S6 Iwong hd so: 01 bd
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d) Thoi han giai quyét: 05 ngay lam viéc.

d) Pdi twong thuc hién thii tuc hanh chinh: C4 nhin

e) Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cip x4 noi cu
tri ctia nguoi cha hodc ngudi me.

g) Co quan phoi hop: Co quan quan Iy CSDLQGVDC.

h) Két qua thye hién thii tuc hanh chinh: Gidy khai sinh (ban chinh).

i) L¢é phi:

- Péi v6i truong hop dang ky khai sinh khong dung han: 5000 dong/lan.

- Mién 1¢& phi déi voi truong hop khai sinh ding han, nguoi thudc gia dinh
c6 cong vai cach mang; ngudi thudc ho ngheo; nguoi khuyet tat.

k) Mau don, miu to khai: To khai déing ky khai sinh

1) Yéu céu, diéu Kkién thwe hién thi tuc hanh chinh:

Tré em sinh ra ma cha me b khuyét tat, 5m bénh khong thé di dang ky khai
sinh cho con; cha me bi bat, tam giam hodc dang thi hanh an phat ti ma khong cc“)n
ong ba nodi, ngoai va nguoi than thich khac hoac nhitng nguoi nay khdng céd dicu
kién di dang ky khai sinh cho tré.

m) Can cir phap ly:

- Luat HO6 tich nam 2014;

- Nghi dinh s6 123/2015/Nb-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mo6t s6 diéu va bién phap thi hanh
Luat HO tich;

- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sita doi,
bo sung mot sO diéfu cua cdc nghi dinh lién quan den viéc n;o”p, xuat trinh so ho
khau, so tam tru giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot s6 diéu cua Luat HO tich,vét Ngh,i diph so 123/2015/Nb-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 85/2019/TT- BTC ngay 29/11/2019 cua B¢ Tai chinh hudng

dan vé phi va 1¢ phi thuge thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta
d6i, b6 sung mot sé dicu ciia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Hoi d6ng nhéan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctiia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché db thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
Kinh @l () oo

Ho, chir dém, t€n NEWOT YU CAU: .....oooeiiiiiiiiiiieiee e e

Quan hé vo1 nguot dugce khai SINh: ....oiiiiiiii e

Pé nghi co quan diing ky khai sinh cho nguoi duéi day:

HQ, Chilt A&, TRIN: ......ooiiiiiiiee ettt et e st e e tb e e ta e e abeessaeesaaeennreens
Ngay, thang, ndm sinh: ..........c.ccoooiiiniiiiiiiee, ghi bANg Chil: oo
Gi6i tinh:..eeeeeeeeeeene DAN tOC: vevevreeeeeereeeeanen. QUOAC HHCR: e,
INOT SINNE )Lttt ettt et et et e v e et e et et e et et e et et et et eseanas
QUE QUAN .ottt ettt e et e e ettt e e et e e s abteesasteeeansaeeenbeeeennseeeansbeeenbeeeennseeeansreeans
Ho, chit d€m, t€n MEWOT MIE: ...
NAM SINH: G DAan toC:.ccoueeeeeenne. Qudc tich: oo
INOT CU T @) ottt ettt et e bt e b e s bt e s he e s bt e s et e e st e e st e eateenbeeabeenbeenbeenes
Ho, chit dém, tén n@uwdi Cha: ...
NAM SINh: G Dan tdC:...cveevnene... Qudc tich: ceevveeeeeeenn,
INOT CU T @) ettt ettt e b e b e s bt e s bt e s bt e s bt e s bt e e st e et e eabesateeabeenbeenes

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day 1a dung su that, duoc sy thoa
thuén nhat tri cta cac bén lién quan theo quy dinh phap lut.

To61 chiu hoan toan trach nhiém trudce phap luat vé ndi dung cam doan cia minh.

Ngudi yéu ciu
(Ky, ghi 0 ho, chitr dém, tén)
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Chu thich:

(M Ghi rd tén co quan dang ky khai sinh.

(2 Ghi theo noi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi
ghi theo noi dang sinh song.

() Ghi thong tin vé gidy to tlly than cia ngudi di dang ky, ghi rd s6, co quan cap, ngay
cap ho chiéu, chimg minh nhan dan hoic gidy to hop 1¢ thay thé (Vi du: Ching minh nhan
dan s6 001089123 do Cong an thanh phé Ha Nbi cap ngay 20/10/2014).

@ Trudng hop sinh tai co sd' y té thi ghi rd tén co sy té va dia chi tru sé co sd'y té do.

Vi du: - Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha Noi

- Tramy té xa Pinh Béang, huyén Tur Son, tinh Bic Ninh.

Trudng hop sinh ra ngodi co s& y té thi ghi dia danh ctia 03 cdp hanh chinh (xa, huyén,
tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tur Son, tinh Bic Ninh.

(9 Ghi day du ngay, thang sinh cia cha, me (néu co).

©) Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd so lugng.
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7. Thi tuc ding ky két hon luu dong

a) Trinh ty thwe hién

- Cong chuc tu phap - ho tich cap xa dudc giao nhiém vu
déng ky k&t hén luvu déng ¢ trdch nhiém chuén bi ddy du cac
loai mau TJ khai, gidy tS hd tich va diéu kién can thiét dé thuc
hién dang ky luu dong.

- Tai dia diém déng ky k&t hén luvu dbng, cdng chic tu
phap - hd tich cd trach nhiém kiém tra, xac minh vé diéu kién
k&t hon cua cac bén; hudng dan ngudi dan dién day du théng
tin trong TG khai dang ky két hén. Néu hd sad day du, hgp 1€,
cong chic tu phap - hd tich ti€p nhan h6 so viét Phi€u ti€p
nhan ho so.

- Sau khi ti€p nhan ho sd, cong chic tu phap - hd tich bao
cdo Chu tich Uy ban nhan dan cép xa. Trudng hgp Cha tich Uy
ban nhan dan dong y giai quyét thi ky cap 02 Giay chirng nhan
két hon cho ngudi cé yéu cau. Cong chic tu phap - ho tich ghi
ndi dung d&ng ky vao S8 dang ky k&t hén, hudng dan cac bén
ki€ém tra ndi dung Gidy ching nhén két hdon va S6 dang ky két
hén, cung cdc bén nam, nit ky vao S6 dang ky két hén, Gidy
chi’ng nhan két hon theo quy dinh; ti€n hanh trao Gidy ching
nhan két hdon cho cac bén tai dia diém dang ky luvu ddng. Tai
muc “Ghi chd” trong S6 dang ky két hén ghi rd “Dang ky luu
dong”.

- TruGng hdp ngudi yéu cau khong biét chir thi cong chirc
tu phap - ho tich truc ti€p ghi TS khai, sau d6 doc cho ngudi
yéu cau nghe lai ndi dung va hudng dan ngudi dé diém chi vao
T3 khai. Khi trao Giay chirng nhan két hon, cong chic tu phap -
ho tich phai doc lai n6i dung Giday chi'ng nhan két hon cho
ngudi yéu cau nghe va hudng dan ngudi dé diém chi vao S6
dang ky k&t hon.

b) Thanh phan hd so:

* Giay to phai nop

- TS khai d&ng ky két hon theo mau. Hai bén nam, nir cd
thé khai chung vao mét TS khai dang ky két hon.

* Giay to phai xuat trinh

- HO chiéu hodc Chirng minh nhan dan hodc Thé can cudc cong dan hodc
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cac gidy to khac c6 dé}n anh va thong ‘tin ca nhan do co quan c6 thAm guyén cp,
cc‘zn gia tr1 st dung dé chimg minh v€ nhan than cua ngu:(‘?i co6 y€u cau dang ky
két hon. Truong hop cac thong tin ca nhettn trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTQT, duoc hé thong dién tu dong thi kh@ng phai xuat
trinh (theo hinh thtrc truc ti€p) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to ¢é gid tri chdng minh théng tin vé cw trii trong truong hop co
quan dang ky ho tich khong thé khai thic dwoc théng tin vé noi cur trii ciia Cong
din theo cdc phwong thirc quy dinh tai khodn 2 Diéu 14 Nghi dinh SO
1 04’1/2022/NB—CP ngay 21/12/2022 cua Chinh phu. Truong hop cac ,Zhong t{n vé
giay {d‘ chung minh noi cu tru da dwoc khai thac tit" Co so dir liéu quéc gia vé dan
cu bang cdc phu:o’ng thirc nay thi nguoi co yéu cau khyéng phai xudt trinh (theo
hinh thure tryc tiép) hodc tai lén (theo hinh thirc truc tuyén).

¢) S6 lwong hd so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viéc.

d) P6i twong thyc hién thii tuc hanh chinh: C4 nhan

e) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip x4 noi cu
tru cua hai bén nam, ntr.

g) Co quan phéi hop: Co quan quan Iy CSDLQGVDC.

h) Két qua thye hién thii tuc hanh chinh: Gidy chimg nhan két hon(ban
chinh), mé6i bén vg, chong 01 ban.

i) Lé phi: Mién 1& phi.

k) Méu don, miu to khai: To khai ding ky két hon.

1) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

- Hai bén nam, nit cung thuong tra trén dia ban cap x4 ma mot hodc ca hai
bén nam, nit 1a ngudi khuyét tat, dm bénh khong thé di dang ky két hon dugc.

- Nam tir dii 20 tudi trd 1én, nix tir du 18 tuoi trd 1én;

- Viéc két hon do nam va nit ty nguyén quyét dinh;

- Khong bi mét nang lyc hanh vi dan sy;

- Viéc két hon khong thudc mot trong cac truong hop cAm két hon, gom:

+ Két hon gia tao;

+ Tao hén, cudng ép két hon, lira doi két hén, can tro két hon;

+ Ngu’(‘ri dang, cO vo, co ché)ng ma két hép v6i nguoi khac hoac chua ¢o6 vo,
chua c6 chong ma két hon vai ngudi dang cd chong, co vo;

+ Két hon giira nhitng ngudi cing dong mau vé truc hé; giita nhimg nguoi
c6 ho trong pham vi ba doi; gitra cha, me nu6i vdi con nudi; gitra nguoi da timg la
cha, me nudi v4i con nudi, cha chong véi con dau, me vg véi con ré, cha dugng
véi con riéng cia vo, me ké v6i con riéng cua chong,
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* Nha nude khong thira nhan hon nhan gitta nhitng ngudi cung gidi tinh.
m) Can cwr phap ly:

- Luat HOn nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mo6t s6 diéu va bién phap thi hanh
Luat HO tich;

- Nghi dinh s6 47/2020/ND-CP ngay 09/4/2020 cta Chinh phu vé quan
1y, két ndi va chia sé dir liéu sd cua co quan nha nudc;
- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phu swa doz

b6 sung mot s0 dzeu ciia cdc nghi dinh lién quan dén viéc nop, xudt trinh s6 hé
khau, s6 tam trii gidy khi thue hién thi tuc hanh chinh, cung cdp dich vu cong;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot sd diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh huéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 ctua Bo Tai chinh sta
d6i, bd sung mot sd diéu cua Thong tu sé 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Hoi d6ng nhan dan tinh, thanh phé truc thuéc Trung wong.



https://thuvienphapluat.vn/van-ban/cong-nghe-thong-tin/nghi-dinh-47-2020-nd-cp-quan-ly-ket-noi-va-chia-se-du-lieu-so-cua-co-quan-nha-nuoc-439384.aspx
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tuw do — Hanh phuc

TO KHAI DPANG KY KET HON
(1) 2)

KANh @Oz @)oo

Thoéng tin Bén niv Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Qudc tich

Noi cu tru ®

Gidy to tiy than ©

Két hon 1an thir may

Chung t61 cam doan nhiing 101 khai trén day la ding su that, viéc két hén cua ching t6i1 1a tu nguyén, khong vi
pham quy dinh ctia Luat hon nhan va gia dinh Vi¢t Nam.

Chtng t6i chiu hoan toan trach nhiém trudc phap ludt vé ndi dung cam doan ctia minh.

Dé nghi Quy co quan ding ky.

, NEAY o thang ............ nam...............
Bén nir Bén nam
(Ky, ghi r0 ho, chir dém, tén) (Ky, ghi 0 ho, chitr dém, tén)

Dé nghi cip ban sao®©: Co |:|, Khong |:|
S6 luong: ....... ban

Chu thich:
()@ Tryong hop 1am tha tuc dang ky két hon c6 yéu td nude ngoai, thi phai dan anh cia hai
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bén nam, ntr.

(3 Ghi 1 tén co quan dang ky két hon.

@ Ghi theo noi dang ky thuong tri, néu khong c6 noi dang ky thuong tra thi ghi theo noi
dang ky tam tra; truong hop khong cé noi dang ky thudong tra va noi dang ky tam tra thi ghi theo
noi dang sinh song.

(9 Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 18
thay thé (vi du: Chtrng minh nhan dan s 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/1982).

© P& nghi danh ddu X vao 6 néu c6 yéu cau cip ban sao va ghi rd s luong.
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8. Thu tuc dang ky khai tir lvu dong
a) Trinh ty thwe hién

- Cong chirc tu phap - ho tich dugc giao nhiém vu dang ky
khai tir luu déng cé trach nhiém chuén bi day dd mau Td khai
déng ky khai tur, gidy td ho tich va diéu kién can thiét dé thuc
hién dédng ky luu ddng tai nha riéng hodc tai dia diém t6 chuc
dang ky luu dong, bao dam thuan Igi cho nguGi dan.

- Tai dia diém dang ky khai t&r luu dong, céng chirc tu
phap - ho tich hudng dan ngudi yéu cau dién day du thong tin
trong TG khai dang ky khai tlr, ki€m tra cac gidy t& lam cg sG
cho viéc dang ky khai tu; viét Phi€u ti€p nhan ho so.

- Sau khi ti€p nhan ho sg, cong chic tu phap - ho tich bao
cao Chu tich Uy ban nhan dan cap xa. Trudng hgp Chu tich Uy
ban nhan dan déng y gidi quyét thi cong chic tu phap - ho tich
thuc hién viéc ghi vao S6 dang ky khai tlr, cdp nhét thdng tin
dang ky khai tur va luu chinh thdc trén Phan mém dang ky, quan
ly ho tich dién tir dung chung, in Trich luc khai tur, trinh Chu tich
Uy ban nhan dan ky Trich luc khai ti c&p cho ngudi cé yéu cau.

- Cong chlrc tu phép - h6 tich dem theo Trich luc khai t&r
va So dang ky khai tir dé€ tra két qua cho ngu’dl co yeu cau tai
dia diém dang ky luu dong; erdng dan ngudi yéu ciu kiém tra
ndi dung Trich luc khai t&r va S6 dang ky khai tur, ky, ghi rd ho,
tén trong S6 dang ky khai tur; tai muc “Ghi chd” trong S6 dang
ky khai tu ghi rd “bang ky Iuu déng”.

- Truong hop nguoi yéu cau khong biét chir thi cong churc tu phap - ho
tich tryc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va
hudéng dan nguoi do diém chi vao To khai. Khi tra két qua, cong chirc tu phap -
ho tich doc !ai ndi dung Irich luc khai tir cho ngudi yéu cau nghe va huéng dan
nguoi d6 dieém chi vao S6 dang ky khai ta.

b) Thanh phéan hé so

* Giay to phai nop

- TS khai ddng ky khai ti theo mau;

- Gidy bao tur hoac giay td thay thé Giay bao tir do co quan co
tham quyén céap.

* Giay to phai xuat trinh

- H6 chi€u hoac Chirng minh nhan dan hoac Thé can cudc
cong dan hoac cac giay td khac cdé dan anh va thoéng tin ca
nhdn do co quan cd thdm quyén cép, con gid tri si dung dé
chi’ng minh vé nhan than cua ngudi cé yéu cau dang ky khai
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tir. Truong hgp cac théng tin ca nhan trong cac giay to nay da
c6 trong CSDLQGVDC, CSDLHTDT, dudc hé théng dién tu dong
thi khong phai xuat trinh;

- Gzay to' chitng minh noi cw trii cudi cung ciia ngwoi chét dé xdc dinh
tham quyén trong truong hop co quan dang ky ho tich khéng thé khai thdc
dwoc théng tin vé noi cu trii ciia c¢éng dan theo cdc phwong thire quy dinh tai
khodn 2 Piéu 14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh
phii. Truong hop cdc théng tin vé gidy to chitng minh noi cie trii da dwoc khai
thac tir Co 56 dir liéu quoc gia vé dan cu bang cdc phwong thirc nay thi nguoi
c6 yéu cau khdng phdi xudt trinh (theo hinh thirc truc tiép) hodc tdi lén (theo
hinh thike triee tuyén).

- Truong hop khong xac dinh dugc noi cu tra cubi cing clia ngudi ché:[
thi xuat trinh gidy to' ching minh noi nguoi do chét hoac noi phat hién thi thé
cua nguoi chét.

¢) S6 Iwong hd so: 01 bd

d) Thoi han giii quyét: 05 ngay lam viéc.

d) Péi twong thuc hién thii tuc hanh chinh: C4 nhan

¢) Co quan thuc hién thia tuc hanh chinh:

- Uy ban nhan dan cp x4 noi cu tri cudi cting ctia ngudi chét;

- Uy ban nhan déan cip xa noi ngudi d6 chét hogc noi phat hién thi thé nguoi
chét thue hién viée dang ky khai tir trong truong hop khong xac dinh duge noi cu
trii cudi ciing ciia nguoi chét.

g) Co quan phdi hop: Khong.

h) Két qua thwe hién thi tuc hanh chinh: Co quan quan ly
CSDLQGVDC.

i) Lé phi: 5000 dong/lan.

Mién 18 phi ddi vé6i truong hop dang ky khai tir dang han; dang ky cho
nguo1 thudc gia dinh ¢6 cong voi cach mang; ngudi thude hd nghéo; nguoi khuyét
tat.

k) Miu don, miu to khai: To khai ding ky khai tir
1) Yéu cau, diéu Kién thue hién thi tuc hanh chinh

Ngudi chét khong c6 nguoi than thich, ngudi than thich khong séng cing
dia ban xa hodc 1a nguoi gia, yéu, khuyét tat khong di dang ky khai tir dugrc.

m) Can cwr phap ly:
- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/Nb-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mo6t s6 diéu va bién phap thi hanh
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Luat HO tich;

- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sita doi,
bo sung mot sO diéfu cua cdc nghi dinh lién quan den viéc n;o”p, xuat trinh so ho
khau, so tam tru giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B6 Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh sira
d6i, b6 sung mot sd dicu ciia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Hoi d6ng nhéan dan tinh, thanh phé truc thuéc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctiia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché db thu, ndp, quan ly va su
dung phi, 1¢ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI TU

KA @UL: (Dt
Ho, chit dém, ten NEWOT YEU CAU: ..o

QUAN h& VOI NGUOT A8 ChEL: ..o
Pé nghi co quan ding ky khai tir cho ngudi c6 tén dudi diy:

HO, chit d€m, t€N: ...ttt et e b e eaae e e aaeaeas
Ngay, thang, NAM SINN: ..oocoiiiiii e
Gid1 tinh: oo Dan toC:....uuuvieiiiiieiieeeiieeeen. QUAC tCh: v,

D3 chét vao 10C: oo g0 phut, ngay ... thang ............ nam ................
INOT CREE: ..ottt ettt
NGUYEN NIAN CREE: ..o e e eee et
S6 Giay bao tir/ Gidy to thay thé Gidy bao tir: @ ..o dO o
.......................................................................................................... cip ngay .......thang ...... NAM ...........
T6i cam doan nhiing ndi dung khai trén day la dung sy that va chiu trach nhiém trudce
phap luat vé cam doan ctia minh.
Lam tai: oo ,Ngay ....... thang ... nam

Ngudi yéu cau
(Ky, ghi r0 ho, chitr dém, tén)
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Chu thich:

(M Ghi rd tén co quan dang ky khai t.

@ Ghi theo noi dang ky thuong tra; néu khong cé noi dang ky thuong tri thi ghi
theo noi dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky
tam tr( thi ghi theo noi dang sinh séng.

() Ghi thong tin vé& gidy to tily than nhu: ho chiéu, ching minh nhan dan hodc gidy
t& hop 16 thay thé (vi du: Chimg minh nhan din s 001089123 do Cong an thanh phé Ha
Noi cap ngay 20/10/2004).

4 Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay thé Gidy bao tir”; néu
ghi theo sb Gidy to thay thé Gidy béo tir thi ghi rd tén, sd gidy to va gach cum tir “Gidy
béo tr”’; truong hop khong ¢ thi myc nay dé trong

) P& nghi danh ddu X vao 6 néu c6 yéu cau cip ban sao va ghi rd sb luong.
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9. Thu tuc dang ky giam ho
a) Trinh ty thwe hién

- Néu lwa chon hinh thic ndp hd so truc tiép, ngudi ¢ yéu cau dang ky
giam ho ndp ho so dang ky giam ho tai BO phdn mét ctra cuia UBND cap xd c6
tham quyén; ndp 1€ phi néu thude truong hop phai ndp 1€ phi dang ky giam ho; nop
phi cap ban sao Trich luc dang ky gidm ho néu cé yéu cau cap ban sao Trich luc
dang ky giam ho.

- Néu lya chon hinh thic nop hd so truc tuyén, nguoi c6 yéu cau dang ky
giam ho truy cap Céng dich vu céng qubc gia hodc Cong dich vu cong cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo huong
dan, _dang nhap vao hé thng, xac dinh dung Uy ban nhan dan cip xi c6 thim
quyeén.

Nguoi c6 yéu cau ding ky giam ho truc tuyén cung cdp thong tin theo
biéu mau dién tir twong tac ding ky giam ho (cung cap trén Cong dich vu cong),
dinh kém ban chup hodc ban sao dién tur cac giéy to, tai li¢u theo quy dinh; ndp
phi, 18 phi thong qua chirc ning thanh toan truc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai Bo phan mdt ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop hd S0 day da, hop 1€ thi tlep nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so
truc tlep) hodc giri ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhin
hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co yéu
cau lua chon hinh thirc ndp hd so truc tuyén), dong thoi chuyén hd so dé cong
chtrc 1am cong tac ho tich xur 1y.

- Sau khi tiép nhan hd so theo hinh thirc ndp truc tiép, can bd tiép nhan hd
so tai B0 phan mot ctra thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tu
trén hé thong thong tin, co sd dit liéu) va ky sé vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi c¢6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bd sung dé
nguoi cé yéu cau bd sung, hoan thién. Sau khi ho so dugc bd sung, thyc hién lai
budce (i);

(ii1) Truong hop nguoi co yéu cau dang ky giam ho khong bd sung, hoan
thién duogc ho so thi bao cdo Trudng bd phan mot cira ¢ thong bao tir chdi giai
quyét yéu cau ding ky giam ho.

- Cong chure tu phap - ho tich tham tra hd so (tham tra tinh thong nhat hop
16 ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh
hodc dinh kém).

+ Trudng hop hod so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tur choi thi gui thong bao vé tinh trang ho so té1 BO phan mdt cira dé
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thong bao cho ngudi ndp hd so — thyuc hién lai bude (ii) hoic (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi céng chirc lam cong tic
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu rd ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
nguoi cd yéu cau (neu nguoi cd yéu cau lya chon hinh thitc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tur hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cd yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

+ Néu thay yéu cau dang ky giam ho du diéu kién theo quy dinh phap
luat, hd so day du, hop 18, dung quy dinh, trudng hop tiép nhan hd so dang ky
giam ho theo hinh thirc truc tiép, thi cong chire tu phap - ho tich thuc hién viée ghi
vao SO dang ky giam ho, cap nhat thong tin dang ky giam ho va luu chinh thic
trén Phan mém ding ky, quan 1y ho tich dién tr dung chung.

Trudng hop tiép nhan hd so dang ky giam ho theo hinh thire tryc tuyén,

cong chure tur phap - ho tich gui lai biéu mau Trich lyc dang ky giam h¢ dién tir voi
thong tin day du cho nguoi yéu cau qua thu dién ttr hoac thiét bi s6.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cia cac
thong tin trén biéu mau Trich luc dang ky giam ho dién tir va xac nhan (tdi da
mot ngay).

Néu nguoi c¢6 yéu cdu xac nhan thong tin dd thong nhat, diy du hoic
khong c6 phan hdi sau thdi han yéu cau thi céng chic tu phap - ho tich thuc
hién viéc ghi noi dung vao S6 dang ky giam ho, cap nhat thong tin dang ky giam
ho va luu chinh thirc trén Phan mém dang ky, quan 1y ho tich dién tir ding chung.

- Cong chirc tu phap - ho tich in Trich lyc dang ky giam h, trinh Lanh dao
UBND ky, chuyén B phan mét cira tra két qua cho nguoi c6 yéu cau.

- Ngudi ¢6 yéu cau dang ky gidm ho kiém tra thong tin trén Trich luc ding
ky giam ho, trong SO dang ky dang ky giam ho, ky tén vao S6 dang ky giam ho,
nhan Trich lyc dang ky giam ho.

b) Cach thirc thuc hién:

NgudGi cd yéu cau dang ky giam ho truc ti€p thuc hién
hoac Uy quyén cho ngudi khac thuc hién nop ho sc truc tiép tai
BO phan mot clra cua UBND cadp xa hoac gui hd s qua hé thong
buu chinh ho&c ndp hd so truc tuyén trén Céng dich vu cbng
qudc gia (https://dichvucong.gov.vn) hodc Céng dich vu cdng tinh
Hai Dudng (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- TS khai d&ng ky gidm hd theo mau (néu ngudi co yéu cau
lua chon nOp h6 so theo hinh thic truc tiép);

- Bi€éu mau dién t tudng tadc ding ky gidm hd (do ngudi


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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y&u cau cung cdp thdng tin theo hudng dan trén Céng dich vu
cong, néu ngudi cd yéu cau lua chon ndp ho sd theo hinh thirc
truc tuyén);

- NgudGi cé yéu cau dang ky gidm hd thuc hién viéc
nop/xuat trinh (theo hinh thlrc truc ti€p) hoac tai Ién (theo hinh
thlrc truc tuyén) cac giay td sau:

* Gidy to phai nop:
- Van ban c ngudi giam hd theo quy dinh cua BO luat
Dan su d6i vdi trudng hgp dang ky giam ho cur.

- Gidy td chi’ng minh diéu kién giam ho dudng nhién theo
quy dinh cua B6 luat Dan su d6i véi trudng hgp dang ky giam
ho dudng nhién. Trudng hgp cé nhiéu ngudi cung du diéu kién
lam giam ho dudng nhién thi n6p thém van ban théa thuan vé
viéc cir mot ngudi lam giam hd ducdng nhién.

- Van ban uy quyén theo quy dinh cua phap luat trong
truGng hgp Uy quyén thuc hién viéc dang ky giam hd. Trudng
hdp ngudi dudc uy quyén la 6ng, ba, cha, me, con, vd, chong,
anh, chi, em rudt cia ngudGi Uy quyén thi van ban uy quyén
khong phai ching thuc.

* Giday to phai xuat trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gi tri sit dung dé ching minh vé nhan than ciia nguoi cé yéu cau dang ky
giam ho. Truong hop cac thong tin c4 nhan trong cac gidy to ndy da co trong
CSDLQGVDC, CSDLHTPDT, dugc hé théng dién ty dong thi khong phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thic truc tuyén);

- Gidy to ¢6 gid tri chirng minh thong tin vé cu tril trong truong hop co
quan dang ky hé tich khéng thé khai théac dwoc thong tin vé noi cu trii ciia cong
ddn theo cdc phwong thirc quy dinh tai khoin 2 Diéu 14 Nghi dinh S0
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin ve
gidy to chimg minh noi cu tri da dwoc khai thac tw Co so di lieu quoc gia vé
ddn cw bang cdc phwong thirc nay thi ngwoi cé yéu cau khéng phdi xudt trinh
(theo hinh thirc tryc tiép) hodc tdi lén (theo hinh thirc triec tuyén);

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao c6 ching thuc cac gidy to phai xuat trinh néu trén.

* Luuy

- DGi vGi gidy to nOp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thirc truc ti€p:

+ D06i vébi gidy td xuat trinh khi dang ky ho tich, ngudi ti€p
nhan co trach nhiém kiém tra, ddi chi€u vdi théng tin trong td
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khai, chup lai hodc ghi lai théng tin d€ luu trong hd sg va tra lai
cho nguGi xuat trinh, khong dugc yéu cau n6p ban sao hoac
ban chup giay tg dé.

+ Ngudi yéu cau dang ky hd tich cé thé ndp ban sao
chirng thuc tr ban chinh hodc ban sao dudc cdp tur s6 géc hodc
ban chup kém theo ban chinh gidy t& dé€ d&i chiéu. Trudng hop
ngudi yéu cau nOp ban chup kem theo ban chinh gidy tg thi
ngudi ti€p nhan co trdch nhiém kiém tra, d6i chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky n6p ban sao giay tg dé.

+ Ngudi ti€p nhan co6 trach nhiém ti€p nhan duang, du ho
sd dang ky ho tich theo quy dinh cua phap luat h6 tich, khong
dudc yéu cau ngudi dang ky ho tich n6p thém gidy td ma phap
luat ho tich khong quy dinh phai nop.

- DB6i vai gidy tG gui kem theo néu ngudi yéu cau nOp hod
sd theo hinh thirc truc tuyén:

+ Ban chup cac gidy td gui kém theo h6 so dang ky giam
ho truc tuyén phai bao dam rdo nét, day du, toan ven vé noi
dung, la ban chup bang may anh, dién thoai hodc dugc chup,
dugc quét bang thiét bj dién tu, tir gidy t8 dugc cdp hgp 1€, con
gia tri s dung; néu la gidy td do cd quan cé tham quyén nudc
ngoai cap thi phai dugc hgp phap hoda lanh su, dich sang tiéng
Viét theo quy dinh, tru trudng hdp dugc mien hgp phap hoéa lanh
Su.

+ Truong hop gidy t0, tai liéu phai gii kém trong h?) so dang ky giam ho
truc tyyén da c6 ban sao di¢n tr hoac da cé ban di¢n tur gidy to hd tich thi nguoi
yéu cau dugc st dung ban di€n tir nay.

+ Khi d&én co quan dang ky ho tich nhan két qua (Trich luc dang ky giam
ho/ban sao Trich lyc dang ky giam ho), nguoi co yéu cau dang ky giam ho Xudt
trinh gidy to tuy than, ndp ban chinh cac gidy to 1a thanh phan hd so ding ky giam
hd theo quy dinh phap luat ho tich.

Truong hop ngudi yéu c?lu dang ky giam h¢ khong cung cap dugc gidy to
néu trén theo quy dinh hodc gidy to' ndp, xuat trinh bi tdy x6a, stra chira, lam gia
thi co quan dang ky ho tich c6 tham quyén huy bo két qua dang ky giam ho.

d) So lwong ho so: 01 bd

d) Thoi han giai quyét: 03 ngay lam viéc.

e) P6i twong thuc hién thii tuc hanh chinh: C4 nhan, phap nhan.

g) Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cap xa noi cu
tri ctia nguoi duge giam hd hodc ngudi giam ho.

h) Co quan phoi hop: Khong.
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i) Két qua thuc hién thu tuc hanh chinh: Trich luc dang
ky gidm ho (ban chinh), ban sao Trich luc dang ky giam ho
(trudng hgp yéu cau cap ban sao Trich luc dang ky giam ho).

k) Lé phi: Mién 1¢ phi.

- Phi cap ban sao Trich luc ding ky gidm hé (néu co yéu cu):
8.000d6ng/ban sao trich luc.

1) MAu don, mAu to khai:

+ T khai dang ky giam ho (néu ndp hd so theo hinh thie truc tiép);

+ Biéq mAau dién tir twong tic ding ky giam hod (néu ndp ho so theo hinh
thirc truc tuyén).

m) Can cir phap ly:

- B0 luat Dan sy nam 2015;

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh
chi tiét mot so di€u va bién phép thi hanh Luat Ho tich;

- Nghi dinh 6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé
Co s¢ dir ligu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sita doi,
bo sung mot sO diéfu cua cdc nghi dinh lién quan den viéc ngip, xuat trinh so ho
khau, so tam tru giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét th1 hanh mot s6 diéu cua Luat HO tiCh,Vél Ngh,i diph sO 123/2015/NDb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 di€u va bién phap thi hanh
Luat Ho tich;

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap quy
dinh chi tiét mot so diu va bién phap thi hanh Nghi dinh s6 87/2020/ND-
CP ngay 28/7/2020 cua ’Chinh phu quy dinh vé Co s¢ dir li€u ho tich dién tu,
dang ky hd tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan 1y va st dqu phi khai thac, stir dung thong tin
trong co s& dir li€u ho tich, ph,i xac nhan c6 qudc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi qudc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh hudng
dan vé phi va 1¢ phi thuc tham quyén quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung uong;

- Thong tu sé), 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sira
do1, bd sung mot s6 di€u cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cua B Tai chinh huéng dan vé phi va I¢ phi thudc tham quyén quyet dinh cta
Hoi dong nhan dan tinh, thanh pho truc thugc Trung wong.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan Iy va st
dung phi, 1¢ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ

KNI GUIL: (D ottt ne b e
Ho, chit dém, teN NEUOT YEU CAUS w....ooooceoeeseeeeeeeeeeeeeeeeeee e eoeeeees oo eees e
INOT CU T @) oo
GHAY 1O 1Y thANT B e e e eee e ere s e ees e ere e oo

Pé nghi co quan ding Ky viéc giam hd giira nhirng nguoi cé tén dwéi day:
Nguwoi giam ho:

HO, CITE G@IML, T8I oo
Ngay, thang, NAM SINN: ......c.ooiiiiiieeeeeee et ae e taeeeaeesaeeenas
Giditinh: .......coooooiiiiei Dan toC:....uuveeeeeeieeeeeeiiee Quéc tich: .l
INOT CU ETTL ) e eene
GHAY 1O 1Y thANT B) oo e eeee e eee st eere oo

Nguwoi dugce giam hg:

HO, ChUE G@IM, tEI: ...
Ngay, thang, NAM SINN: ..o e e e
Gioitinh: ..o Dan toc:.......oovvvvvvviiiiiiiiiiiiiiinnns Quéc tich: ..o

To61 cam doan nhitng ndi dung khai trén day l1a dung su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.
Lam tai: ... ,ngay ...thang ... nam ..

Ngudi yéu cau
(Ky, ghi 0 ho, chir dém, tén)

Dé nghi cap ban sao®: C6 |:|, Khong |:|
S6 lugng:....ban
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Chu thich:

() Ghi rd t€n co quan dang ky giam h¢.

() Ghi theo noi ding ky thuong tri, néu khong co noi dang ky thuong tra thi ghi theo noi dang ky
tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh song.

3 Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoac gidy to hop 18 thay
thé (vi du: Ching minh nhan dén s6 001089123 do Cong an thanh phé Ha Noi cap ngay 20/10/2014).

4 P& nghi danh diu X vao 6 néu co yéu ciu cp ban sao va ghi rd sd lugng.
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10. Thi tuc déing ky chAm dirt giam ho
a) Trinh ty thwe hién

- Néu lwa chon hinh thic ndp hd so truc tiép, ngudi ¢ yéu cau ding ky
cham dut giam ho ndp ho so dang ky cham dut giam ho tai B phdn mét cura cua
UBND cap xa ¢6 tham quyén; nop 1¢ phi néu thudc trudng hop phai nop 1€ phi
dang ky cham dut giam ho; nop phi cap ban sao Trich lyc dang ky cham dut giam
ho néu co yéu cau cap ban sao Trich luc dang ky cham dirt giam ho.

- Néu lya chon hinh thirc ndp hd so truc tuyen nguoi co yéu cau dang ky
cham dut gidam hg truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong
cap tinh, dang ky tai khoan (neu chua co tai khoan), xac thyc nguoi dung theo
hudng dan ding nhdp vao hé théng, xac dinh ding Uy ban nhan dan cép x3 c6
thim quyén.

Nguoti ¢6 yéu cau ding ky chim duat giam ho truc tuyén cung cap thong
tin theo biéu mau dién tir tvong tic ding ky chdm dut giam ho (cung cap trén
Cong dich vu cong), dinh kém ban chyp hodc ban sao dién tir cac gidy to, tai lidu
theo quy dinh; ndp phi, 1é phi thong qua chirc ning thanh toan truc tuyén hoic
bang cach thirc khac theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai Bo phan mdt ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop hd S0 day da, hop 1€ thi tlep nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so
truc tlep) hodc giri ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhin
hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co yéu
cau lua chon hinh thirc ndp hd so truc tuyén), dong thoi chuyén hd so dé cong
chtrc 1am cong tac ho tich xur 1y.

- Sau khi tiép nhan hd so theo hinh thirc ndp truc tiép, can bd tiép nhan hd
so tai B0 phan mot ctra thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tu
trén hé thong thong tin, co sd dit liéu) va ky sé vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi c¢6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bd sung dé
nguoi ¢ yéu cau bd sung, hoan thién. Sau khi hd so duge b sung, thuc hién lai
budce (i);

(iii) Truong hop nguoi ¢6 yéu cau ding ky chdm dut giam ho khong bo
sung, hoan thién dugc ho so thi bao cao Truong bd phan mot cura co thong bao
tur choi gidi quyét yéu cau dang ky cham dat giam ho.

- Cong chure tu phap - ho tich tham tra hd so (tham tra tinh thong nhat hop

16 ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh
hodc dinh kém).

+ Trudng hop hod so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tur choi thi gui thong bao vé tinh trang ho so té1 BO phan mdt cira dé



83

thong bao cho ngudi ndp hd so — thyuc hién lai bude (ii) hoic (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi céng chirc lam cong tic
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu rd ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
nguoi cd yéu cau (neu nguoi cd yéu cau lya chon hinh thitc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tur hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cd yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

+ Néu thay hd so day du, hop 18, dang quy dinh, truong hop tiép nhan ho so
dang ky chdm dat giam ho theo hinh thirc truc tiép, thi cong chire tu phap - ho tich
thyc hién viéc ghi vao S6 dang ky cham dut giam ho, cap nhat thong tin dang ky
cham dirt giam ho va luu chinh thirc trén Phan mém ding ky, quan 1y ho tich dién
tor dung chung.

Trudng hop tiép nhan ho so ding ky cham dit giam ho theo hinh thirc truc
tuyén, cong chirc tu phap - ho tich giri lai biéu mau Trich luc ding ky cham dut
giam ho dién ttr voi thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét
bi s6.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cta cac
thong tin trén biéu miu Trich luc ding ky chim dit giam ho dién tir va xac nhan
(t6i da mot ngay).

Néu ngudi co6 yéu cau xac nhan thong tin dd thdng nhét, diy du hoic
khong c6 phan hdi sau thoi han yéu cau thi céng chic tu phap - ho tich thuc
hién viéc ghi ndi dung vao S6 dang ky chidm dut giam ho, cap nhat thong tin ding
ky chdm dut giam hd va luu chinh thire trén Phan mém dang ky, quan 1y ho tich
dién tir dung chung.

- Cong chirc tu phap - ho tich in Trich luc dang ky cham dit gidm ho, trinh
Lanh dao UBND ky, chuyén B phan mot cira tra két qua cho nguoi ¢6 yéu cau.

- Nguoi di dang ky charp dat giam ho kiém tra thong tin trén Trich lyc dang
ky cham dut giam hg, trong S6 dang ky dang ky cham dut giam hg, ky tén vao S6
dang ky cham duat giam hQ, nhan Trich luc dang ky cham dut giam hd.

b) Cach thirc thue hién:

Ngudi cé yéu cau dang ky chdm dut gidm ho truc tiép thuc
hién hoac uy quyén cho ngudi khac thuc hién nép hd sd truc
ti€p tai BO phan mot cira/ cua UBND cap xa hoac gui ho so qua
hé théng buu chinh hodc ndp hd so truc tuyén trén Céng dich vu
cébng qudbc gia (https://dichvucong.gov.vn) ho&c Céng dich vu
cong tinh Hai Duang (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- T khai ddng ky chdm dit gidm ho theo mau (néu ngudi
c6 yéu cau lua chon nop ho so theo hinh thirc truc tié€p);


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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- Bi€u mau dién tu tuong tac didng ky chdm ddt giam hd
(do ngudi yéu cau cung cdp thdéng tin theo hudng dan trén Céng
dich vu cbng, néu nguGi cé yéu cau lua chon ndp ho sa theo hinh
thirc truc tuyén);

- NguGi cé yéu cau dang ky cham dut gidm hd thuc hién
viéc nop/xuat trinh (theo hinh thic truc ti€p) hoac tai Ién (theo
hinh thic truc tuyén) cac gidy td sau:

* Gidy to phai nop:
- Gidy td lam can c cham ddat giam ho theo quy dinh cua
B6 luat Dan su.

- Van ban uy quyén theo quy dinh cua phap luat trong
truGng hdp ay quyén thuc hién viéc dang ky cham duit giam
ho. TruGng hdp ngudi dudc uy quyén la 6ng, ba, cha, me, con,
vd, chéng, anh, chi, em rudt cua ngudi Uy quyén thi van ban uy
guyén khoéng phai ching thuc.

* Giay to phai xuat trinh:

Hé chiéu hodc Chting minh nhan din hodc Thé cin cudc cong dﬁp hqaic
cac gidy to khac ¢6 dan anh va thong tin ca nhan do co quan c6 thdm quyén cap,
con gia tri st dung dé chimg minh vé nhan than cua nguoi c6 yéu cau dang ky
cham dut giam ho. Trudng hop cac thong tin ca nhan trong cac gidy to nay dé co
trong CSDLQGVDC, CSDLHTDT, duoc hé thong dién ty dong thi khong phai
xuat trinh (theo hinh thtrc truc ti€p) hodc tai 1én (theo hinh thirc truc tuyén).

Truong hop guri hé) so qua h¢ tbéng buu chinh thi phai giri kém theo ban
sao cO chung thuc céc gidy to phai xuat trinh néu trén.

* Luuy

- DGi vGi gidy to nOp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thitc truc tiép:

+ D06i vébi gidy td xuat trinh khi dang ky ho tich, ngudi ti€p
nhan cé trach nhiém kiém tra, dbi chiéu vdi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong ho sd va tra lai
cho ngudi xuat trinh, khong dudc yéu cau n6p ban sao hoac
ban chup gidy tg dé.

+ Ngudi yéu cau dang ky hd tich cé thé ndp ban sao
ching thuc t&r ban chinh hodc ban sao dudgc cdp tir s6 gbc hodc
ban chup kém theo ban chinh gidy t& dé ddi chi€u. Trudng hop
ngudi yéu cau nOp ban chup kem theo ban chinh gidy tg thi
ngudi ti€p nhan cd trach nhiém kiém tra, ddi chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky nOp ban sao giay tg doé.
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+ Ngudi ti€p nhan co6 trach nhiém ti€p nhan duang, du ho
sd dang ky ho tich theo quy dinh cua phap luat ho tich, khong
dudc yéu cau ngudi dang ky ho tich nbép thém giay t& ma phap
luat ho tich khong quy dinh phai nop.

- B6i vdéi gidy td gui kém theo néu ngudi yéu cau nop ho
sd theo hinh thirc truc tuyén:

+ Ban chup cac gidy td gui kém theo h6 sd dang ky cham
dit giam ho truc tuyén phai bao dam rd nét, day du, toan ven vé
noi dung, la ban chup bang may anh, dién thoai hodc dugc chup,
dugc quét bang thiét bj dién tu, tir gidy t8 dugc cdp hgp I1€, con
gid tri sir dung; néu la gidy t& do cd quan cé thAm quyén nudc
ngoai cap thi phai dugc hgp phap hoda lanh su, dich sang tiéng
Viét theo quy dinh, tru trudng hdp dugc mién hgp phap hoéa lanh
Su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky cham dit
giam ho truc tuyén da co ban sao dién tir hoidc dd c6 ban dién tir gidy to ho tich thi
ngudi yéu cau dugce sir dung ban dién tir ndy.

- Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky cham durt
giam ho/ban sao Trich luc dang ky cham dut giam ho), nguoi co yéu cau dang ky

chim dut giam ho xudt trinh gidy to tuy than, ndp cac gidy to 1a thanh phan hd so
dang ky cham dat giam ho theo quy dinh phép luat ho tich.

Truong hop nguoi co yéu cau ding ky cham dut giam h¢ khong cung cap
dugc gidy to néu trén theo quy dinh hodc gidy to ndp, Xuat trinh bi tay x0a, sua
chira, lam gia thi co quan dang ky h¢ tich c6 tham quyén hiy bo két qua dang
ky cham dut giam ho.

d) S6 lrong hd so: 01 bd

d) Thoi han giai quyét: 02 ngay lam viéc.

e) P6i twong thue hién thii tuc hanh chinh: C4 nhan, phap nhan

g) Co quan thure hién thii tuc hanh chinh: Uy ban nhan déan cép xa noi da
dang ky giam ho trude day.

h) Co quan phdéi hep: Co quan quan Iy CSDLQGVDC.

i) Két qua thuce hién thi tuc hanh chinh: : Trich luc ding ky chim dut
giam ho (ban chinh), ban sao Trich lyc dang ky chim dat giam ho (truong hop
yéu cau cap ban sao Trich luc ding ky chdm dit giam ho).

k) Lé phi: Mién 1¢ phi.

- Phi cap ban sao Trich luc ding ky cham dat giam ho (néu c6 yéu cau):
8.000d6ng/ban sao trich lyc.

1) M4u don, miu to khai:
+ To khai dang ky chim dirt giam ho (néu ndp hd so theo hinh thirc truc
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tiép);

+ Biéu miu dién tu tuong tac dang ky chim dut giam ho (néu ndp hd so
theo hinh thirc tryc tuyén).

m) Can cir phap ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh
chi tiét mot so di€u va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé
Co s¢ dir ligu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sita doi,
bo sung mot sO diéfu cua cdc nghi dinh lién quan dén viéc ngip, xuat trinh so ho
khau, so tam tru giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét th1 hanh mot s6 diéu cua Luat HO tiCh,Vél Ngh,i diph sO 123/2015/NDb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 di€u va bién phap thi hanh
Luat Ho tich;

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap quy
dinh chi tiét mot s0 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-
CP ngay 28/7/2020 cua ’Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tu,
dang ky hd tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh murc thu, ché d6 thu, ndp, quan ly va str dung phi khai thac, sir dung thong tin
trong co so dir liéu ho tich, phi xac nhén co quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi qudc tich;

- Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh huéng
dan vé phi va 1¢ phi thuc tham quyén quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung uong;

- Thong tu sé), 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sira
doi, bé sung mot s6 di€u cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cia B¢ Tai chinh huéng dan vé phi va 1¢ phi thudc tham quyén quyet dinh cta
Ho1 dong nhan dan tinh, thanh phd truc thugc Trung wong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan 1y va st
dung phi, 1€ phi trén dia ban tinh Hai Duong.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

TO KHAI PANG KY CHAM DUT GIAM HO
KA @Oz (D s

Ho, chit dém, ten NEUOT YEU CAUE.........ovieeieeeeeeeeee e
INOT CU LT @) Lottt b et b et e b e s ese b e st ese s ensesesseneesens

Pé nghi co quan ding ky cham dirt viéc giam hd giira:
Ngwoi giam ho:

|5 (T o1 e (<) s A 1< o R
Ngay, thang, NAM SINN: ......c..ooiiiiiie e e e raeeesereeeenens
(GFT6 37111 DAN EOC: cveeeeeeeeeeeeeeeeeereeeeeen. QUuOC tiCh: e
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Nguwoi dugce giam h:
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Ngay, thang, NAM SINN: ...occciiiiiie e e e e e e e eeebaeeens
GiG1 tinh: e, DAN OC: eveeevreeeeeeeeeeeeeeeeeeeenn. QuAC tiCh: e

Da dang Ky giam ho tai @ ..o
ngay ....... thang ......... nam ......... SO. v QUYEN SO oo,
Ly do chAm dirt VIEC GIAM B2 ..o
T61 cam doan nhiing ndi dung khai trén day l1a ding sy that va chiu trach nhiém trude
phap luat vé cam doan ctia minh.

Lam tai: oo, , NEAY ......... thang ......... nam .......

Nguoi yéu ciu
(Ky, ghi 10 ho, chitr dém, tén)

Dé nghi cip ban sao®: Co D, Khong D
S6 lwong:...ban
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Chu thich:

() Ghi rd tén co quan ding ky chim dirt giam ho.

@ Ghi theo noi dang ky thudng tri, néu khong ¢ noi dang ky thuong tra thi ghi theo noi dang
ky tam trt; trudng hop khong cé noi dang ky thudng trtt va noi dang ky tam trt thi ghi theo noi dang
sinh sdng.

) Ghi thong tin vé gidy to tily than nhu: hd chiéu, chimg minh nhan dan hodc gidy to hop 1¢
thay thé (vi du: Ching minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2014).

*) Ghi 10 tén co quan dang ky gidm h trudc day (sd, ngay thang nam dang ky).

) P& nghi danh ddu X vao 6 néu co yéu ciu cap ban sao va ghi rd sd lugng.
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11. Thi tuc thay ddi, cai chinh, bé sung thong tin hd tich
a) Trinh ty thuce hién

- Néu lira chon hinh thirc ndp ho so truc tlep, ngudi co yéu cu ding ky thay
d6i, cai chinh, bo sung thong tin ho tich ndp hd so thay d6i, cai chinh, b6 sung
thong tin ho tich tai B phan mét cira cia UBND cép xa co thAm quyén; nop 16
phi néu thudc truong hop phai nop 1¢ phi thay d6i, cai chinh, b6 sung thong tin ho
tich; ndp phi cap ban sao Trich lyc thay d6i, cai chinh, bd sung thong tin ho tich
néu cd yéu cau cip ban sao Trich luc thay d6i, cai chinh, bd sung thong tin hd
tich.

- Néu Iwra chon hinh thirc ndp hd so truc tuyen nguoi co yéu cau thay d6i,
cai chinh, b6 sung thong tin ho tich truy cap Cong dich vu cong qubc gia hoic
Cong dich vu cong cip tinh, dang ky tai khoan (néu chua c6 tai khoan), xac
thue nguoi dung theo hudng dan dang nhap vao hé thong, xac dinh ding Uy
ban nhan dan cap xi c6 thim quyén.

Nguoi co yéu cau diang ky thay doi, cai chinh, bo sung thong tin ho tich
tryc tuyén cung cap thong tin theo biéu mau dién tir twong tac thuc hién dang ky
thay ddi, cai chinh, bo sung thong tin h tich (cung cip trén Cong dich vu cong),
dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp
phi, 18 phi thong qua chirc ning thanh toan truc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tat viée nop hd so.

- Can bd tiép nhan hd so tai Bo phan mot ctra c6 trach nhi€ém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(i) Truong hop ho so day du, hop 1¢ thi tiép nhan ho s0; néu tiép nhan ho
s0'sau 15 gio thi co Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc
tiép theo (neu ngudi co yéu cau lya chon hinh thirc ndp hd so truc tiép) hodc giri
ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhin hen tra két qua
qua dién thoai di dong cho nguoi c6 yéu cau (neu ngudi c6 yéu cau lua chon
hinh thtrc ndp hd so truc tuyén); chuyén hd so dé cong chirc 1am cong tac hod
tich xur ly.

- Sau khi tiép nhan hd so theo hinh thirc ndp truc tiép, can bd tiép nhan hd
so tai B0 phan mot cura thyuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tur
trén hé thong thong tin, co so dit liéu) va ky sd vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bo sung, hoan thi¢n hé so, néu rd loai glay to, noi dung can bo sung dé
nguoi co yéu cau bod sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
budc (1);

(iii) Truong hop ngudi co yéu cau ding ky thay doi, cai chinh, bo sung
thong tin ho tich khong bd sung, hoan thién duogc ho so thi bao céo Truong bod
phan mot cira ¢6 thong bao tir chdi giai quyét yéu cau dang ky thay doi, cai
chinh, bd sung thong tin hd tich.
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- Cong chuc tu phap - hd tich tham tra hd so (thdm tra tinh thong nhat
hop 18 cua cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuit
trinh hodc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoic khong du diéu kién giai
quyeét, phai tur choi thi gui thong bao vé tinh trang ho so té1 BO phan mdt cira dé
thong bao cho nguoi ndp ho so — thuc hién lai budce (ii) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
nguoi co yéu cau (neu ngudi ¢ yéu cau lya chon hinh thire ndp hé so truc tiép),
hodc giri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cd yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

+ Néu thay viéc thay d6i, cai chinh, bd sung thong tin ho tich 14 ¢b co s6,
phu hop véi quy dinh cia phép lut dan sy va phap luat c6 lién quan, ho so day
du, hop 18, dang quy dinh, truong hop tiép nhan ho so dang ky thay d6i, cai chinh,
bd sung thong tin ho tich theo hinh thirc truc tiép, thi cong chure tu phap - ho tich
thye hién viéc ghi vao S6 dang ky thay doi, cai chinh, bd sung thong tin ho tich,
xac dinh lai dan toc, cap nhat thong tin dang ky thay ddi, cai chinh, bd sung
thong tin ho tich va luu chinh thire trén Phan mém dang ky, quan ly hd tich dién tr
dung chung.

Trudng hop tiép nhan ho so ding ky thay doi, cai chinh, bd sung thong tin
ho tich theo hinh thirc truc tuyen cong chirc tu phap - ho tich gui lai biéu miu
Trich luc thay dbi/cai chinh/bd sung thong tin ho tich, xac dinh lai dan toc dién
t&r v6i thong tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi s.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xdc, ddy du cia cac
thong tin trén bi€éu mau Trich luc thay d6i/cai chinh/bo sung thong tin ho tich,
xac dinh lai dan toc dién tir va xac nhan (t61 da mdt ngay).

Néu nguoi c¢6 yéu cau xac nhan thong tin da thong nhat, diy du hoic
khong c6 phan hdi sau thoi han yéu cau thi cong chic tu phap - ho tich thuc
hién viéc ghi noi dung vao S6 dang ky thay ddi, cai chinh, b6 sung thong tin ho
tich, xac dinh lai dan toc, cdp nhat thong tin dang thay ddi, cai chinh, bd sung
thong tin ho tich va luu chinh thirc trén Phin mém ding ky, quan 1y ho tich dién tir
dung chung.

- Cong chirc tu phap - ho tich in Trich luc thay d6i/cai chinh/bd sung thong
tin ho tich tuong Umg, trinh Lanh dao UBND ky, chuyén B6 phan mot ctra tra Kkét
qué cho ngudi ¢ yéu cau.

- Nguoi c6 yéu cau dang ky thay ddi, cai chinh, bd sung thong tin ho tich
kiém tra thong tin trén Trich lyc thay ddi/cai chinh/bd sung thong tin ho tich,
trong SO dang ky thay d6i, cai chinh, bd sung thong tin ho tich, xac dinh lai dan
toc, ky tén vao SH dang ky thay ddi, cai chinh, bo sung thong tin ho tich, xac
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dinh lai dan tdc, nhan Trich luc thay dbi/cai chinh/bd sung thong tin ho tich.

~ Truong hop thay doi, cai chinh, bd sung thong tin ho tich lién quan dén
Giay khai sinh, Gidy chimg nhan két hon thi cong chue tu phap - ho tich ghi n6i
dl}ng thay doi, cai chinh hg tich vao Giay khai sinh, Gidy qhﬁ’ng nhan keét hénv;
b6 sung thong tin hd tich vao muc tuong tng va dong dau vao ndi dung bd
sung.

Truong hop dang ky thay d6i, cai chinh ho tich khong phai tai noi dang
ky ho tich trudc ddy thi Uy ban nhan dan cip xa phai thong bao bang van ban
keém theo ban sao trich luc ho tich dén Uy ban nhan dan noi ding ky ho tich
trudc day dé ghi vao S6 ho tich.

7 Truong hop noi dang ky hd tich trude day la Co quan dai dién thi
Uy ban nhan dan cap xa phai thong bao bang van ban kem theo ban sao trich luc
hd tich dén B Ngoai giao dé chuyén dén Co quan dai dién ghi vao So6 ho tich.

b) Cach thirc thuc hién:

Ngudi cd yéu cdu dang ky thay doéi, cai chinh, b6 sung
thong tin hd tich, xac dinh lai dan toc truc ti€p thuc hién hoac
Uy quyén cho ngudi khac thuc hién ndép hd so truc ti€p tai B6
phan mot cdra cua UBND cdp xa hoac gui ho sc qua hé thdng buu
chinh hodc ndp hd sa truc tuyén trén Céng dich vu cdng quéc gia
(https://dichvucong.gov.vn) hodc Céng dich vu cdng tinh Hai
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

lai dan tdc theo mau (néu ngudi cé yéu cau lua chon ndp
ho sd theo hinh thic truc ti€p);

- Biéu mau dién t tuong tac thuc hién ddng ky thay déi,
cai chinh, b6 sung thdng tin hd tich, xac dinh lai dan téc (do
ngudi yéu cau cung cdp thdng tin theo hudng dan trén Céng dich
vu cOng, néu ngudi co yéu cau lua chon ndp ho sc theo hinh thirc
truc tuyén);

- Ngudi cé yéu cadu dang ky thay déi, cai chinh, bd sung
théng tin ho tich thuc hién viéc nOp/xuat trinh (theo hinh thic
truc ti€p) hoac tai Ién (theo hinh thirc truc tuyén) cac gidy to
sau:

* Giay to phai nop

- Gidy td lam can c thay ddi, cai chinh, b6 sung thdng tin
ho tich.

- Van ban uy quyén theo quy dinh cua phap luat trong
truGng hgp Uy quyén thuc hién viéc dang ky thay doéi, cai
chinh, bd sung thdng tin hd tich. Trudng hgp ngudi dugc Uy
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quyén la 6ng, ba, cha, me, con, vg, chéng, anh, chi, em ruét
cla ngudi ay quyén thi van ban uy quyén khong phai ching
thuc.

* Giay to phai xuat trinh

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cép,
con gia tri su dung dé chirg minh vé nhan than cta nguoi ¢ yéu cau dang ky
thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan toc. Truong hop céc
thong tin ca nhén trong cac gidy to nay dd co trong CSDLQGVDC,
CSDLHTD:F, dugc hé thong dién ty dong thi khépg phai xuat trinh (theo hinh
thirc truc ti€p) hoac tai lén (theo hinh thirc truc myén)'

- Gidy to ¢6 gid tri chimg minh thong tin vé cu tril trong truong hop co
quan ding ky ho tich khong thé khai thic dwoc théng tin vé noi cu trii ciia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Diéu 14 Nghi dinh S0
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy to chieng minh noi cw trii dd dwoc khai thdc tr Co so dit ligu quoc gia vé ddn
cuw bang cdc phuong thitc nay thi nguoi c6 yeéu cau khong phai xudt trinh (theo
hinh thirc truec tiép) hodc tdi lén (theo hinh thirc truc tuyén),

Truong hop gtri hé) so qua h¢ théng buu chinh thi phai giri kém theo ban
sao cO chung thuc cac gidy to phai xuat trinh néu trén.

* Luu y

- BG6i vdi gidy tG nop, xuat trinh néu ngudi yéu cau nop ho
s theo hinh thirc tryuc ti€p:

+ DGi va@i gidy tG xuat trinh khi dang ky ho tich, ngugi ti€p
nhan co trach nhiém kiém tra, dGi chi€u vdi théng tin trong to
khai, chup lai hoac ghi lai thdng tin dé Iuu trong hé sc va tra lai
cho ngudi xuat trinh, khéng dudc yéu cau ndp ban sao hoac
ban chup giay tg do.

+ Ngudi yéu cau dang ky hd tich céd thé ndp ban sao
chirng thuc tr ban chinh hodc ban sao dudc cdp tur s6 géc hodc
ban chup kém theo ban chinh gidy t& dé€ ddi chiéu. Trudng hop
ngudi yéu cau nOp ban chup kem theo ban chinh gidy tg thi
ngudi ti€p nhan co trdch nhiém kiém tra, dGi chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky n6p ban sao giay tg dé.

+ Ngudi ti€p nhan co6 trach nhiém ti€p nhan duang, du hoé
sd dang ky ho tich theo quy dinh cua phap luat ho6 tich, khong
dugc yéu cau ngudi dang ky ho tich nbp thém gidy t& ma phap
luat ho tich khong quy dinh phai ndp.

- B6i vai gidy tG gui kém theo néu ngudi yéu cau nOp hod
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sd theo hinh thic truc tuyén:

+ Ban chup cac giday td gui kem theo h6 sd dang ky dang ky
thay doi, cai chinh, bd sung thong tin ho tich truc tuyén phai bao
dam ro nét, day du, toan ven vé noi dung, la ban chup bang may
anh, dién thoai hoac dudc chup, dudc quét bang thiét bi dién tr,
tUr gidy t@ dudgc cap hgp 1€, con gia tri sir dung; néu la gidy to do
cd quan cdé tham quyén nudc ngoai cap thi phai dudgc hgp phap
hoa lanh su, dich sang ti€ng Viét theo quy dinh, tru trudng hgp
dugc mién hgp phép hoda lanh su.

+ Truong hop glay to, tai liéu phai g kem trong ho so ding ky ding ky
thay ddi, cai chinh, bo sung thong tin ho tich tryc tuyén da co ban sao dién tir hodc
da co ban dién tur glay to ho tich thi nguoi yéu cau dugce st dung ban dién tr nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay doi/cai
chinh/ bd sung thong tin hd tich hodc bén sao Trich luc }hay doi/cai chjnh/bé
sung thong tin ho tich), nguoi co yéu cau dang ky thay doi, cai chinh, b6 sung
thong tin ho tich xuat trinh gidy to tuy than, ndp cac gidy to la thanh phan ho so
dang ky thay doi, cai chinh, bé sung thong tin hd tich theo quy dinh phap luat hd
tich.

Truong hop nguoi yéu cau dang ky co yéu cau dang ky thay doi, cai
chinh, bd sung thong tin ho tich khong cung cap dugc gidy to néu trén theo quy
dinh hodc gidy to ndp, x‘uat trinh bi ‘gay Xx0a, sua chira, lam gia thi co quan dang
ky ho tich c6 tham quyén huy bd két qua dang ky thay doi, cai chinh, bé sung
thong tin h tich..

d) So lwgng hd so: 01 bd

d) Thoi han giai quyét:

- 03 ngay lam viéc d6i véi yéu cau thay dbi, cai chinh ho tich; trudng hop
phai x&c minh thi thot han gidi quyét khong qué 06 ngay 1am viéc.

- Ngay trong ngay lam viéc dbi véi yéu cau ]36 sung thong tin ho tich,
truong hop nhan ho so sau 15 gio' ma khong giai quyét duoc ngay thi tra két qua
trong ngay lam vigc ti€p theo.

e) P6i twong thyc hién thii tuc hanh chinh: C4 nhan

g) Co quan thuc hién thi tuc hanh chinh:

- Uy ban nhan dan cip x3 noi di dang ky h¢ tich trude day hodc Uy ban
nhan dan cdp xa noi cu tra cla ngudi co yéu cau co tham quyén giai quyét viéc
thay ddi, cai chinh cho nguoi chua du 14 tudi, bo sung hd tich cho cong dan Viét
Nam cu tri ¢ trong nudc.

Uy ban nhan dan cap xa noi da dang ky khai tir trude day thuc hién viéc cai
chinh ndi dung dang ky khai tir.

h) Co quan phoi hop: Co quan quan ly CSDLQGVDC.
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e) Két qua thye hién thii tuc hanh chinh: Trich luc thay doi h¢ tich/Trich
luc cai chinh hd tich/Trich luc b6 sung thong tin ho tich (ban chinh).

k) Lé phi: 10.000 dong/lan.

Mién 1¢ phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thude
hd ngheo; nguoi khuyét tat.

- Phi cap ban sao Trich luc dang ky thay dbi/cai chinh/bd sung thong tin ho
tich (n€u c6 yéu cau): 8.000d6ng/ban sao trich luc..

1) Mau don, miu to khai:

+ To khai déng ky thay doi, céi chinh, bd sung thong tin ho tich, xéc dinh lai
dan tdc (néu ndp ho so theo hinh thurce tryuc tiép);

+ Biéu mau dién tr twong tac thuc hién dang ky thay d6i, cai chinh, bd
sung thong tin ho tich, xac dinh lai dan toc (n€u ndp ho so theo hinh thirc truc tuyén).

m) Yéu céu, diéu Kién thwe hién thi tuc hanh chinh:

+ Viéc thay déi ho, chit dém, tén cho ngudi dudi 18 tudi
phai co su dong y cua cha, me ngudi dé va dudc thé hién ro
trong TG khai; d6i véi nguGi tir da 9 tudi trd 1én thi con phai cé
su’ dong y cua ngudi do.

+ Viéc cai chinh ho tich chi dugdc giai quyét sau khi c6 du
can c dé xac dinh cé sai sét do 16i cua cong chic lam cong tac
ho tich hoac cua nguGi yéu cau dang ky hoé tich; khong cai
chinh ndi dung trén gidy tG hd tich da dudc cap hgp |é nham
hdp thic hoa thong tin trén ho so, giay tG ca nhan khac.

+ Gidy to ho tich quy dinh da cdp cho cd nhan theo quy
dinh cda phap luat vé hod tich trudc ngay 01/01/2016 (ngay
Luat HO tich c6 hiéu luc) c6 gia tri sir dung ma khéng phai bd
sung thong tin ho tich con thi€u so véi biéu mau ho tich hién
hanh.

+ Gidy td ho tich dudc cdp hdp 1é ké tir ngay 01/01/2016
ma thong tin ho tich con thi€u thi dudc bo sung, néu cé gidy to,
tai liéu do co quan, t& chidc cd thdm quyén cdp hdp Ié ching
minh.

Yéu ciu ghi bé sung qudc tich Viét Nam chi thuc hién dgi
v@i gidy to ho tich dudc cap ké tur ngay 01/01/2016, sau khi da
xac dinh ngudi yéu cau dang cdé quéc tich Viét Nam theo quy
dinh cda Luat Quobc tich Viét Nam.

n) Can cir phap ly:

- Luat HO tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 ciia Chinh pht quy dinh
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chi tiét mot s6 diéu va bién phap thi hanh Luét Ho tich;
- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé
Co s¢ dir li¢u ho tich dién tir, dang ky ho tich truc tuyén;

- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sia doi,
bo sung mot SO diéfu cua cdc nghi dinh lién quan den viéc n,_o”p, xuat trinh so6 ho
khau, so tam tru giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B6 Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 ctia B6 Tu phap quy
dinh chi tiét mot sd diéu va bién phap thi hanh Nghi dinh s 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit liéu ho tich dién tu,
dang ky hd tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh quy
dinh mtrc thu, ché do thu, ndp, quan ly va st dung phi khai thac, st dung thong tin
trong co so dir liéu hd tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la
ngudi gbe Viét Nam, 16 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh stra
d6i, bo sung mot sd dicu ciia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Hoi d6ng nhéan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctiia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

TO KHAI PANG KY VIEC THAY POI, CAI CHINH,
BO SUNG THONG TIN HO TICH, XAC PINH LAI DAN TQC

Kinh @uri: 1) s

Ho, chit d8m, t810 NGUOT YEU CAUL ....ovivieieieieeeeeeeeeeeee oo s e
INOT CU T @) 1ttt ettt ettt et s et b e st e s e st e s e s s e s e e e s e s e e s e s e e s eneeseneesene et ese s eseneeseneesens
GHAY 10 Y thAN: B e ee e ees e e ee s s e e s
Quan hé voi nguoi duoc thay ddi, cai chinh, xac dinh lai dan toc, bd sung thong tin hd tich:..............c........
DE nghi o quan @ANE KY VIEC @) ... oo
cho ngwoi c6 tén dwoéi day:

HOQ, Chilt A8IMN, TRIN: .....ooiiiiiiiiecceee ettt ettt et et e et e et e e ebeenteenteenbeenseenbeenseenseanseensesnseensennns
Ngay, thang, NAM SINN: ...coiiiiiiiiece et et e et e e sb e e sbeestbeessbeeesbeeessaeessseessseessseessseesssessnses
Giéi tinh................. DAN tOC: e coeeeeeeeeeeeeeeeee e QUOC HICR: e
INOT CU LT ) ottt ettt et ettt e b e s e st et e e s e es e s e st eseeseese s esseseeseebeesenseseeseesessesenseneeseas
GHAY 10 Y thAN: B ee st
DA QANZ KY O oottt ettt et et b ettt ea et et as s

723 USROS PRRRRRRRRO

ngay......... thang ......... nam ........... T H QUYCI SO:uuvieiuiieeiieeiieeeteerree et creesreesseeesseeeseeessseensseens
INGT AUNE: O oottt ettt et et et seete et e e b e s esseseete e b e s esseseesees et esseseeseesebessensenens
| 9 0TRSO

T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trudc phap luat vé cam doan
cuia minh.

Dé nghi cap ban sao?: Co D, Khong D; s6 luong........... ban?
Lam tai: oo , NEAY .......... thang ......... nam .......
Nguoi yéu ciu
(Ky, ghi 0 ho, chit dém, tén)
Y kién ctia nguoi duoc thay déi ho, chir dém, tén Y kién ctia cha va me (néu thay ddi ho, chir
(néu ngudi d6 tir di 9 tudi trdr 1én); xéc dinh lai dém, tén cho nguoi dudi 18 tudi)
dan toc (néu nguoi do tur du 15 tudi dén dudi 18
tuéi) ........................................................................................
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() Ghi theo noi dang ky thuong tri; néu khong c6 noi dang ky thuong tri thi ghi theo noi
dang ky tam tru; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tru thi ghi theo
noi dang sinh song.

) Ghi théng tin ’Vé gidy to tiy thén, ghi rd s6, o quan cap, ngdy cap ho chiéu, chimg
minh nhan dan hodc gidy to hop 1¢ thay thé (Vi dy: Ching minh nhan dan s6 001089123 do
Cong an thanh pho Ha Noi cap ngay 20/10/2004).

@ Ghi 1& ndi dung loai viéc dé nghi ding ky.

_ Vi du: thay doi ho, tén/ cai chinh phan khai vé chir dém cua ngudi me/ xac dinh lai dan
tdc/ bod sung phan khai vé nam sinh cua nguoi cha.

() Ghi 16 loai viéc ho tich da dang ky trude day c¢6 lién quan.

Vi du: Pa dang ky khai sinh tai UBND xa Ha Hoi, huyén Thuong Tin, thanh ph6 Ha Noi
ngay 05 thang 01 ndm 2015, s6 10 quyén so6 01/2015.

6 Ghi rd ndi dung thay doi, cai chinh ho tich, bo sung thong ho tich, xac dinh lai dan toc

Vi du: - Pugc thay doi ho tir Nguyén Van Nam thanh Vil Vin Nam.

- Puogc cai chinh nam sinh tir 1975 thanh 1976
™ Pé nghi danh dau X vao 6 néu c6 yéu cau cip ban sao va ghi 15 s6 luong.
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12. Thi tuc cAp Gidy x4c nhén tinh trang hén nhén
a) Trinh ty thwe hién

- Néu lua chon hinh thirc nop ho so truc tlep, nguoi c6 yéu cau cap Gidy
xac nhan tinh trang hon nhan ndp ho so yéu cau cap Glay xac nhén tinh trang hon
nhan tai B phan mot cira cia UBND cép x4 c6 tham quyén; ndp 1é phi néu thudc
truong hop phai ndp 1€ phi cip Gidy x4c nhan tinh trang hon nhan.

- Néu lya chon hinh thire ndp hé so truc tuyén, nguoi co yéu cau cip Glay
xac nhan tinh trang hon nhan truy cép Cong dich vu coéng quéc gia hodc Cong
dich vu cong cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc
nguoi dung theo hudng dan, _dang nhép vao hé théng, xac dinh dang Uy ban
nhan dan cip x3 c6 thim quyeén.

Nguoi cb yéu ciu cap Gidy x4c nhan tinh trang hon ‘nhan tryc tuyén cung
cap thong tin theo bleu mau ho tich dién tir twong tac cip Gidy xac nhan tinh
trang hon nhan (cung cép trén Cong dich vu cong), dinh kém ban chup hoidc ban
sao dién tir cac gidy t0, tai liéu theo quy dinh; ndp phi, 1& phi thong qua chirc
nang thanh toan truc tuyén hodc bang cach thic khac theo quy dinh phap luat,
hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai Bo phan mdt ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop ho so day du, hop 1¢ thi tiép nhan ho s0; néu tiép nhan ho
s0 sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi co yéu cau trong ngay lam viéc
tiép theo (neu ngudi co yéu cau lya chon hinh thirc ndp hd so truc tiép) hodc giri
ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhin hen tra két qua
qua dién thoai di dong cho ngudi cé yéu cau (néu ngudi co yéu cau lwa chon
hinh thtrc ndp hd so truc tuyén); chuyén hd so dé cong chirc 1am cong tac hod
tich xur ly.

- Sau khi tiép nhan hd so theo hinh thirc ndp truc tiép, can bd tiép nhan hd
so tai BO phan mot cura thuc hién sb6 hoa (sao chup, chuyén thanh tai liéu dién tu
trén hé thong thong tin, co s& dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hé so, néu rd loai glay to, noi dung can bo sung dé
ngudi o yéu cau bd sung, hoan thién. Sau khi hd so duge b sung, thuc hién lai
budc (1);

o (i) Néu nguoi co yéu cau cap Gidy xac nhan tinh trang hon nhan khong
bo sung, hoén, thién duo’g ho so‘thi 1t,)élo cgio Truong b phan ti€p nhan ho so co
van ban tir choi giai quyét yéu cau cap Giay xac nhan tinh trang hon nhan.

- Cong chire tu phap - ho tich thdm tra hd so (thim tra tinh thong nhét, hop
16 ctia cac thong tin trong hd so, gidy to, tai liéu dinh kém).

+ Trudng hop hod so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tur choi thi gui thong bao vé tinh trang ho so té1 BO phan mdt cira dé
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thong bao cho ngudi ndp hd so — thyuc hién lai bude (ii) hoic (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi céng chirc lam cong tic
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu rd ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
nguoi cd yéu cau (neu nguoi cd yéu cau lya chon hinh thitc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tur hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cd yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

* Trudng hop ngudi yéu cau xac nhan tinh trang hon nhan da timg ding
ky thuong tru tai nhiéu noi khac nhau thi nguoi d6 co trach nhiém ching minh
v€ tinh trang hon nhén cua minh. Trudng hop nguoi yéu cau khong chimg minh
dugc thi cong chure tu phap - h tich bao cao Chu tich Uy ban nhan dan cap xi
c6 van ban dé& nghi Uy ban nhan din cip xd noi ngudi d6 di ting ding ky
thuong tra tién hanh kiém tra, xac minh vé tinh trang hon nhan ctia nguoi do.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan cép xa dugc yéu
cau, tién hanh kiém tra, xac minh va tra 16i béng van ban vé tinh trang hon nhan
trong thoi gian thudng tra tai dia phuong ctia ngudi co yéu cau.

Néu két qua kiém tra, x4c minh cho thdy nguoi yéu cau cé du diéu kién, viéc
cap Gidy xac nhén tinh trang hén nhan 1a phu hop quy dinh phap luat hodc sau thoi
han 20 ngay ké tir ngay gii van ban _yéu cau xac minh ma khong nhén dugc van
ban tra 101 thi cho phép nguoi yéu cau cap Gidy x4c nhan tinh trang hon nhan c6
van ban cam doan vé tinh trang hon nhan cua minh.

* Truong hop ngudi yéu cau cap lai Gidy x4c nhan tinh trang hon nhan de
két hon ma khong nop lai duoc Gidy xac nhan tinh trang hon nhan da dugc cap
trude ddy, thi ngudi yéu cdu phai trinh bay rd 1y do khong ndp lai duogc Glay
x4c nhan tinh trang hén nhan. Trong thoi han 03 ngdy lam viée ké tir ngay tiép
nhan hd so, co quan dang ky hd tich c6 van ban trao doi véi noi du dinh dang
ky két hon trudc ddy dé xac minh. Truong hop khong xac minh dugc hoic
khong nhan duoc két qua xac minh thi co quan dang ky ho tich cho phép ngudi
yéu cau lap vin ban cam doan vé tinh trang hon nhén.

- Trudng hop tiép nhan hd so cap Gidy xac nhan tinh trang hon nhén theo
hinh thirc truc tiép, thi cong chirc tu phap - ho tich thuc hién viéc cap nhat thong
tin x4c nhan tinh trang hén nhan va luu chinh thirc trén Phin mém ding ky, quan
1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so xac nhan tinh trang hon nhan theo hinh thire
trire tuyén, cong chire tur phap - ho tich giri lai biéu mau Gidy xac nhan tinh trang
hén nhan dién tir voi thong tin ddy da cho ngudi yéu cau qua thu dién tir hogc thiét
bi s6.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh x4c, day du cta cac
thong tin trén biéu mau Giéy xac nhan tinh trang hon nhan dién tir va xac nhan
(t6i da mot ngay).
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Néu nguoi co yeu cau X4c nhén thong tin da théng nhit, diy du hoic
khong c6 phan hoi sau thoi han yéu cau thi cong chirc tu phap - ho tich cép nhat
thong tin x4c nhan tinh trang hén nhan va luu chinh thirc trén Phan mém ding ky,
quan ly hd tich dién tir dung chung.

- Cong chuc tu phap - ho tich in Giéy xac nhan tinh trang hon nhan, trinh
Lanh dao UBND ky, chuyén t&i B phan mét cira dé€ tra két qua cho ngudi c6 yéu
cau.

- Nguoi ¢6 yéu cu cip Gidy xac nhan tinh trang hon nhan kiém tra thong
tin trén Gidy xac nhan tinh trang hon nhan, nhan Gidy xac nhan tinh trang hon
nhan.

b) Cach thirce thuc hién:

Nguoti co yéu cau cdp Gidy xac nhan tinh trang hon nhan truc tiép thuc
hién hoac uy quyén cho nguoi khac thyc hién ndp ho so tryc tiép tai Bo phén
mot ctra cia UBND cép xa hodc gui ho so qua hé thong buu chinh hodc ndp hd so
truc tuyén trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hodc Cong
dich vu cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn)..

¢) Thanh phan ho so:

- To khai cap Gidy x4c nhan tinh trang hon nhan (néu nguoi c¢6 yéu cau lya
chon ndp ho so theo hinh thire truc tiép);

- Bleu mau dién tur twong tac cap Gidy xac nhan tinh trang hon nhan (do

nguoi yéu cau _cung cap thong tin theo hudng dan trén Cong dich vu cong néu
nguoi ¢6 yéu cau lua chon ndp hd so theo hinh thirc truc tuyén).

- NguGi c6 yéu cau cap Giay xac nhan tinh trang hén nhan
thuc hién viéc nop/xuat trinh (theo hinh thlc truc ti€p) hoac tai
|én (theo hinh thic truc tuyén) cac giay td sau:

* Gidy to phai nop:

- Trudng hdp ngudi yéu cau cap Gidy xac nhan tinh trang
hon nhan da cé vg hoac chong nhung da ly hén hodc ngudi
vg/chong da chét thi phai xuat trinh (ban chinh) hoac nép ban
sao giay to hgp 1€ dé chirng minh;

- Cong dan Viét Nam da ly hon, huy viéc két hon & nudc
ngoai thi phai n6p ban sao Trich luc ghi chd Iy hon.

- Truong hgp ca nhan yéu cau cap lai Giay xac nhan tinh
trang hdon nhén dé€ s dung vao muc dich khac hodc do Gidy
xac nhan tinh trang hon nhan da hét thagi han s dung theo quy
dinh thi phai nop lai Gidy xac nhan tinh trang hon nhan da
dudc cap trudc do.

- Van ban uy quyén theo quy dinh cua phap luat trong
truGng hgp Uy quyén thuc hién viéc cap Gidy xac nhan tinh
trang hon nhan. Truong hdp ngudi dugc Uy quyén la 6ng, ba,
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cha, me, con, vg, ch6ng, anh, chi, em rudt cia ngudi Uy quyén
thi van ban uy quyén khong phai ching thutc.
* Gidy to phai xuét trinh:

- Ho chiéu hodc Chirg minh nhan dan hodc Thé cin cudc cong déan hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cap,
con gia tri st dung dé chimg minh vé nhan than cua ngudi c6 yéu cau cp Glay
xac nhan tinh trang hon nhan. Trudong hop cac thong tin cd nhan trong cac giay
to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu dong thi
khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén);

- Gidy to ¢é gid tri chung minh thong tin vé cu tril trong truong hop co
quan ddng ky hé tich khéng thé khai thac dwoe théng tin vé noi cu trii ciia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Diéu 14 Nghi dinh S0
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy 1o chirng minh noi cu trii dd dwoc khai théc tr Co so dir ligu quoc gia vé dan
cw bang cdc phuong thirc nay thi nguoi co yéu cau khong phai xudt trinh (theo
hinh thire truec tiép) hodc tdi Ién (theo hinh thirc trurc tuyén);

Truong hop guri ho so qua hé thong buu chinh thi phai gui kem theo ban
sao c6 chimg thuc cac gidy to phai xudt trinh néu trén.

* Luuy

- Truong hop yéu cau cip Gidy xac nhdn tinh trang hén nhan dé sir dung
vao muyc dich két hon thi cong chirc tu phap - h tich trinh Lanh dao UBND ky
cap 01 ban Gidy xac nhén tinh trang hon nhén dé str dung vao muc dich két hon
cho nguo1 yéu cau.

- Truong hop yéu cau cap g}iéy xac nhan tinh trang hon r}hén dé sir dung
vao myc dich khac, khong phai d€ dang ky két hon thi trong Giay xac nhan tinh
trang hon nhan phai ghi rd myc dich st dung, s6 luong Gidy xac nhan tinh trang
hén nhan duge cap theo yéu cau.

- Truong hop yéu cau cap Giéy x4c nhan tinh trang hon nhan dé két hon
vOi nguol cung gidi tinh hodc két hon voi ngudl nude ngoai tai Co quan dai
dién nudc ngoai tai Viét Nam thi co quan dang ky hd tich tur choi giai quyeét.

- B06i vai gidy td ndp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thirc truc ti€p:

+ DO6i vébi gidy td xuat trinh khi dang ky ho tich, ngudi ti€p
nhan co trach nhiém kiém tra, do6i chi€u vdéi thong tin trong tG
khai, chup lai hoac ghi lai thong tin dé luu trong ho sd va tra lai
cho nguGi xuat trinh, khong dudc yéu cau n6p ban sao hoac
ban chup gidy tg dé.

+ Ngudi yéu ciu ding ky hd tich cé thé ndp ban sao
chi’ng thuc tUr ban chinh hodc ban sao dudc cap tur s6 géc hoac
ban chup kém theo ban chinh gidy t& dé do6i chi€u. Trudng hgp
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ngudi yéu cau nOp ban chup kem theo ban chinh gidy tg thi
ngudi ti€p nhén cd trdch nhiém kiém tra, ddi chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky nOp ban sao giay tg dé.

+ Ngudi ti€p nhan coé trach nhiém ti€p nhan dang, du ho
sd dang ky ho tich theo quy dinh ctia phap luat ho tich, khong
dugc yéu cau ngudi dang ky ho tich nbp thém gidy t& ma phap
luat ho tich khong quy dinh phai ndp.

- B6i véi gidy tG gui kem theo néu ngudi yéu cau nop ho
sd theo hinh thirc truc tuyén:

+ Ban chup cac giay td gui kem theo ho sd cap Gidy xac
nhan tinh trang hén nhan truc tuyén phai bao dam ro nét, day
da, toan ven vé ndi dung, la ban chup bang may anh, dién thoai
hodc dudc chup, dugc quét bang thiét bi dién tir, tir gidy td dudc
cap hdp 1€, con gid tri si dung; néu la gidy td do cd quan cb
thdm quyén nudc ngoai cdp thi phai dugc hgp phép hda l&nh su,
dich sang tiéng Viét theo quy dinh, tri trudng hdp dudc mién
hgp phap hda lanh su.

+ Trudng hgp giay tg, tai liéu phai gui kem trong ho sd cap
Gidy xac nhan tinh trang hén nhan truc tuyén da cé ban sao dién
tir hoac da co ban dién tur gidy td ho tich thi ngudi yéu cau dudc
sir dung ban dién td nay.

+ Khi dén co quan dang ky ho tich nhan két qua, ngudi co yéu cau cap Gidy

xac nhan tinh trang hon nhan xudt trinh gidy to tuy than, ndp cac gidy to 1a thanh
phan ho so cip Gidy xac nhan tinh trang hon nhan theo quy dinh phap luat ho tich.

Trudng hgp ngudi yéu cau cap Giday xac nhan tinh trang
hon nhan khéng cung cap dudc gidy to néu trén theo quy dinh
hodc gidy td ndp, xuét trinh bi tdy xda, stra chira, lam gia thi co
quan dang ky hd tich cé thdm quyé&n hay bd k&t qua xac nhén
tinh trang hon nhan.

- Truong hgp cho phép ngudi yéu cau dang ky ho tich
|lap van ban cam doan vé ndi dung yéu cau dang ky ho tich thi cg
quan dang ky ho tich phai giai thich rdo cho ngudi lap van ban
cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan
khéng dung su that.

Cao quan dang ky ho tich tur chdéi giai quyét hoac dé nghi ca
quan cé thd&m quyén hiy bd két qua dang ky ho tich, néu cé co
s@ xac dinh ndi dung cam doan khéng dung su that.

d) S6 lrong hd so: 01 bd

d) Thoi han giai quyét: 03 ngay 1am viéc; trudng hop phai xac minh thi
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thoi han giai quyét khéng qua 23 ngay.

e) P6i twong thuc hién thii tuc hanh chinh: C4 nhan

g) Co quan thuc hién thi tuc hanh chinh:

- Uy ban nhén dan cip x3 noi ngudi yéu cau cap Gidy xac nhan tinh trang
hoén nhan thudng tra.

- Trudng hop nguoi yéu cau cap Gidy xac nhan tinh trang hon nhan khong
c6 noi thuong tra nhung c6 dang ky tam tra theo quy dinh cua phap luét vé cu tra

thi Uy ban nhan dan cap x3 noi tam tra thuc hién viéc cip Gidy xac nhan tinh trang
hon nhan.

h) Co quan phdi hop: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan
cap x4 noi thuong tra trude day cua nguoi yéu cau cap Glay xac nhan tinh trang
h6n nhan (truong hop ngudi yéu cau da thudng tra ¢ nhiéu noi khac nhau), Uy
ban nhéan dan noi du dinh ding ky két hon trude day.

i) Két qua thwe hién thi tuc hanh chinh: Gidy xac nhan tinh trang hon
nhan.

k) Lé phi: 10.000 dong/lan.

Mién 1é phi cho ngudi thudc gia dinh c6 cong véi cach mang; ngudi thude
hd nghéo; ngudi khuyet tat.

1) Miu don, miu to khai:

+ T khai cap Gidy xac nhan tinh trang hon nhan theo mau (néu ndp hd so
theo hinh thirc tryc tiép);

+ Biéu mau dién tir twong tac cip Gidy xac nhan tinh trang hén nhan (néu
ndp ho so theo hinh thire truc tuyén).

m) Yéu céu, diéu Kién thwe hién thii tuc hanh chinh:

Trudng hdp yéu cdu xac nhan tinh trang hén nhan nham
muc dich két hén thi nguGi yéu cau phai dap Urng du diéu kién
két hon:

- Nam tir du 20 tudi trd 1én, nif tir dd 18 tudi trd 1én;

- Viéc két hon do nam va ni{t tu nguyén quyét dinh;

- Khéng bi mat nang luc hanh vi dan su;

- Viéc két hén khéng thudc mot trong cac trudng hgp cam
két hén, gom:

+ Ké&t hon gia tao, ly hon gia tao;

+ Tao hon, cudng ép két hon, Ira dGi két hon, can trd két
hon;

+ Ngudi dang cé vg, cé chong ma két hon va@i nguGi khac
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hoac chua cé vg, chua cé chong ma két hon vdéi ngudi dang co
chong, cé vo;

+ Két hon gilra nhirng ngudi cung dong mau vé truc hé;
gitta nhirng ngudi c6 ho trong pham vi ba ddi; gilra cha, me
nudi vdi con nubi; gilta ngudi da tung la cha, me nudi vai con
nudi, cha chéng va&i con dau, me vg vdi con ré&, cha dugng vdi
con riéng cua vgd, me ké vdi con riéng cua chong.

- Nha nudc khong thira nhan hon nhan gilra nhitng ngudi
cung gidi tinh.

Trudng hgp yéu cau cap Gidy xac nhan tinh trang hon
nhan dé s dung vao muc dich khac, khong phai dé dang ky
két hon, thi nguGi yéu cau khong phai dap Ung diéu kién két
hon.

n) Can cir phap ly:

- Luat Hon nhén va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh s0 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiét mdt s6 di€u va bién phép thi hanh Luat HJ tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé
Co s¢ dir li¢u ho tich dién tir, dang ky ho tich truc tuyén;

- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sia doi,
bo sung mot sO c’z’iéy cua cac nghi dinh lién quan dén viéc n;o”p, xuat trinh so ho
khdu, so tam tru gidy khi thuc hién thu tuc hanh chinh, cung cdp dich vu cong;

- Thong tur 50 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mot so diéu cua Luat HO tichrve‘l Nghj diph so 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 di€u va bién phap thi hanh
Luat Ho tich;

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap quy
dinh chi tiét mot s0 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-
CP ngay 28/7/2020 cua ,Chinh phu quy dinh vé Co s& dir liéu hd tich di¢n tu,
dang ky hg tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh quy
dinh muc thu, ché do thu, nop, quan 1y va st duI}g phi khai thac, sir dung thong tin
trong co s& dir liéu ho tich, phj xac nhan c¢6 qudc tich Viét Nam, phi xac nhan Ia
nguodi goe Viét Nam, 1€ phi quoc tich;

- Théng tu sO 85/2019/TT-BTC ngdy 29/11/2019 cua B Tai chinh hudéng
dan vé phi va 1¢ phi thuc tham quyén quyet dinh cuia Hoi dong nhan dan tinh,
thanh pho tryc thuoc Trung uong;

- Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh sira
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d6i, bd sung mot sd diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Ho1 déng nhan dan tinh, thanh phé truc thuoc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh mirc thu, ché d6 thu, ndp, quan 1y va str
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KAnh @uri: (D,

Ho, chir dém, tén NEUWOT YEU CAUL ......oooovivieieieeeeeeeeeeee e
INOT CU T @) 1ottt ettt ettt ettt et e et et e b e b e e be b e ssesse b e s e b et et ensenes
GHAY 1O 1Y thANT B ..o
Quan hé v&i nguoi duge cdp Gidy xac nhan tinh trang hén nhan: ............ococoeveveeeeveeeennn..
Pé nghi cap Gidy xac nhin tinh trang hon nhan cho nguoi cé tén duwéi day:

Ho, chit @M, tRIN: ......ooiiiiiiiiieeeee et e e e e et e e sab e e aae e s neennraens
Ngay, thdng, NAM SINN: .....cooiiiiie e e eee e e saee e e naeeneas
Giditinh: .................. DaAntdc: ..., Quéc tICh: o,
INOT CU TITR) Lottt ettt et b b e b e b e be b e s e s e s e s essessensensenes
GHAY 10 TIY ThAN B) .o
Tinh trang hon Nhan: @) ...ttt
Muc dich sir dung Gidy xac nhan tinh trang hon nhan: & ..o,

Toi cam doan nhitng noi dung khai trén ddy la dung sy that va chiu trach nhiém trudc phap
ludt vé cam doan ciia minh.
Lam taii....cocooevieeneianne, NEAY ... thang ......... nam ..............
Nguoi yéu ciu
(Ky, ghi 0 ho, chit dém, tén)
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Chu thich:

() Ghi rd tén co quan cp gidy XNTTHN.

@ Trudng hop cong dan Viét Nam cu tra trong nude thi ghi theo noi dang ky thuong tra, néu khong co
noi dang ky thuong tri thi ghi theo noi dang ky tam tra.

Truong hop cong dan Viét Nam cu trit & nudc ngoai thi ghi theo noi thudng tra hoac tam tru & nude
ngoai.

3 Ghi thong tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé (vi
du: Chirng minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2004).

@ Poi voi cong dan Viét Nam cw trii & trong nwde thi ghi ré tinh trang hén nhéan hién tai: dang c6 vo
hodc ¢é chong; hodc chiea ding ky két hon véi ai; hodc da ding ky két hon/di c6 vo hodic chong, nhung da ly
hén hodc nguwoi kia da chét.

Poi v6i nguoi dang cé vo/chong yéu cau xdc nhdn tinh trang hén nhdn trong thoi gian trude khi dang ky
két hén thi ghi: Trong thoi gian tir ngay...thdng....nam....dén ngay....thang.....ndm....chua ding ky két hon véi
ai; hién tai dang cé vo/chong la ba/ong... (Gidy chitng nhdn két hén sé ..., do ... cap ngay...thang...ndm).

Dbi v6i cong dan Viét Nam cu trii & nude ngodi co yéu ciu xac nhan tinh trang hon nhan trong thoi gian
cu tri tai Viét Nam trude khi xuat canh; ngudi da qua nhidu noi thuong tra khac nhau dé nghi xac nhan tinh
trang hon nhan tai noi thuong tra truéc day thi khai vé tinh trang hén nhan ctia minh trong thoi gian da
thuong tri tai noi d6 (Vi du: Khong ding ky két hoén véi ai trong thoi gian cu tri tai
............................................ , trngdy...... thang ... ndm ......... dén ngay ........ thang ....... ndm ........).

Dbi v6i cong dan Viét Nam dang cu trii & nudce ngodi, cd yéu cau xac nhan tinh trang hon nhan trong thoi
gian cu trd & nude ngoai, thi khai vé tinh trang hén nhéan ciia minh trong thoi gian cu tra tai nude d6 (Vi du:
trong thoi gian cu tra tai CHLB Duc tir ngay ....... thang ..... ndm ....... dén ngay ........ thang ....... nam ........ khong
dang ky két hon véi ai tai Dai st quan Viét Nam tai CHLB Bric).

() Ghi rd muyc dich sir dung Gidy xac nhan tinh trang hon nhan. Trudong hop sir dung Gidy xac nhan tinh
trang hon nhan dé két hon, thi phai ghi rd két hon véi ai (ho, chit dém, tén; ngay, thang, ndm sinh; quéc tich;
gidy tO tily than; noi cu tra); noi dy dinh dang ky két hon.
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13. Thu tuc dang Ky lai khai sinh
a) Trinh ty thwe hién

- Néu lya chon hinh thtrc ndp hé so truc tiép, nguoi co yéu cau ding ky lai
khai sinh nop ho so ding ky lai khai sinh tai B phdn mot ctra cia UBND cap xa
c¢6 tham quyén; nop 1¢ phi néu thudc truong hop phai np 1€ phi dang ky lai khai
sinh; ndp phi cap ban sao Gidy khai sinh néu c6 yéu ciu cip ban sao Giay khai
sinh.

- Néu lya chon hinh thirc ndp hd so tryc tuyén, nguoi co yéu cau ding ky
lai khai sinh truy cdp Cong dich vu cong qudc gia hoic Cong dich vu cong cip
tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
hudng dan dang nhdp vao hé théng, xac dinh ding Uy ban nhan dan cép x3 c6
thim quyén.

Nguoi co yéu cau ding ky lai khai sinh truc tuyén cung cap thong tin theo
biéu mau dién tir twong tac dang ky lai khai sinh (cung cap trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tir cac giay to, tai liéu theo quy
dinh; ndp phi, 1é phi thong qua chirc ning thanh toan truc tuyén hoic bang cach
thirc khac theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai Bo phan mdt ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop hd S0 day da, hop 1€ thi tlep nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so
truc tlep) hodc giri ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhin
hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co yéu
cau lua chon hinh thirc ndp hd so truc tuyén), dong thoi chuyén hd so dé cong
chtrc 1am cong tac ho tich xur 1y.

- Sau khi tiép nhan hd so theo hinh thirc ndp truc tiép, can bo tiép nhan
hd so tai Bo phén mot cta thuc hién s6 hoa (sao chup, chuyén thanh tai liéu
dién tir trén he théng thong tin, co so dir lieu) va ky so vao tai liu, hé so giai
quyét thu tuc hanh chinh da duogc sb hoa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi c¢6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bd sung dé
nguoi ¢ yéu cau bd sung, hoan thién. Sau khi hd so duge b sung, thuc hién lai
budce (i);

(iii) Néu ngudi ¢6 yéu cau dang ky lai khai sinh khong bo sung, hoan
thién dugc ho Sy thi bao cao Trudng bo phan ti€p nhan hd so c6 van ban tur choi
gidi quyéet yéu cau dang ky lai khai sinh.

- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong nhat hop

1é ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh
hodc dinh kém).

+ Trudng hop hod so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tur choi thi gui thong bao vé tinh trang ho so té1 BO phan mdt cira dé
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thong bao cho ngudi ndp hd so — thyuc hién lai bude (ii) hoic (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi céng chirc lam cong tic
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu rd ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
nguoi cd yéu cau (neu nguoi cd yéu cau lya chon hinh thitc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tur hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cd yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

‘Truong hop viée dang ky lai khai sinh dugc thuce hién tai Uy ban nhan
dan cap xi khong phai noi ‘dang ky khai sinh trudc day thi cong chire tu phap -
ho tich bao cao Chu tich Uy ban nhan dan cdp xa c¢6 van ban dé nghi Uy ban
nhan dan cap xi noi dang ky khai sinh trude ddy kiém tra, xac minh vé viéc luu
gitt s ho tich.

Sau khi nhan duoc van ban dé nghi, Uy ban nhan dan noi da dang ky khai
sinh trudc day tién hanh kiém tra, xac minh va tra 16 bang van ban vé viéc con
luu gilr hodc khong luu gitt duoc s6 ho tich.

Truong hop gidy to ctia ngudi yéu cau diang ky lai khai sinh khong co
thong tin chung minh quan h¢ cha, me, con thi co quan dang ky hg tich c6 van
ban dé nghi co quan cong an c6 thAm quyén xac minh. Truong hop co quan
cong an tra 101 khong c6 thong tin thi co quan dang ky h¢ tich cho ngudi yéu
cau dang ky lai khai sinh 13p van ban cam doan vé thong tin ctia cha, me va xac
dinh nd1 dung khai sinh theo van ban cam doan.

Sau khi nhan duogc két qua xac minh vé viéc khong con luu giir dugce SO
ho tich tai noi da dang ky khai sinh hodc sau thoi han 20 ngay ké tr ngay guri
van ban yéu cau xdc minh ma khong nhan dwoc vin ban tra 101, néu thiy viéc
dang ky lai khai sinh chinh xac, dung quy dinh phap luat, hd so day du, hop 18,
dang quy dinh, truong hop tiép nhan hod so dang ky lai khai sinh theo hinh thirc
truc tiép, thi cong chire tu phap - ho tich thyc hién viée ghi vao S6 ding ky khai
sinh, cap nhat thong tin dang ky lai khai sinh va luu chinh thic trén Phan mém
dang ky, quan Iy ho tich di¢n tir dung chung.

Trudng hop tiép nhan ho so dang ky lai khai sinh theo hinh thirc truc tuyén,
cong chirc tu phép - ho tich gui lai biéu miu Gidy khai sinh dién tir v6i théng tin
day du cho ngudi yéu cau qua thu dién tir hoic thiét bi s.

Nguoi yéu ciu c6 trach nhiém kiém tra tinh chinh xac, ddy du cta cac
thong tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t6i da mot ngay).

Néu ngudi c¢6 yéu cau xac nhan thong tin da théng nhit, diy du hoic
khong c6 phan hdi sau thoi han yéu cau thi céng chic tu phap - ho tich thuc
hién viéc ghi ndi dung vao SO dang ky khai sinh, cap nhat thong tin déng ky khai
sinh va luu chinh thirc trén Phan mém ding ky, quan 1y ho tich dién ttr dung chung.

- Cong chire tu phap - I}Q t1ch, n Glay khai sinh, trinh Lanh dao UBND ky,
chuyén td1 BO phan mot ctra dé tra két qua cho ngudi ¢é yéu cau.
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- Nguoi ¢6 yéu cau dang ky lai khai sinh kiém tra théng tin trén Gidy khai
sinh, trong S6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay
khai sinh.

b) Cach thirc thuc hién:

Ngudi cd yéu cau dang ky lai khai sinh truc ti€p thuc hién
hoac Uy quyén cho ngudi khac thuc hién viéc dang ky lai khai
sinh tai BO phan mot cira cia UBND cédp xa hoac gui hd so qua
hé théng buu chinh hodc ndp hd so truc tuyén trén Céng dich vu
cébng qudbc gia (https://dichvucong.gov.vn) hodc Céng dich vu
cong tinh Hai Duang (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

_- T0 khai dang ky lai khai sinh theo mﬁu,,trong do c6 cam doan cua nguoi
yéu cau vé viéc da np du cac gidy to hién co (néu nguoi co yéu cau lya chon nop
ho so theo hinh thirc truc ti€p);

- Biéu mau dién tir twong tac dang ky lai khai sinh, trong d6 c6 cam doan
cac thong tin cung cap la dang su that, khong con ban chinh Giay khai sinh, da
nop du cac gidy to hién c6 va chiu hoan toan trach nhiém truéc phap luat vé noi
dung cam doan cua minh (do nguoi yéu cau cung cip thong tin theo hudng dan
trén Cong dich vu cong néu nguoi ¢ yéu cau lya chon ndp hd so theo hinh thirc
truc tuyén).

- Ngudi c6 yéu cau dang ky lai khai sinh thuc hién viéc
nop/xuat trinh (theo hinh thlc truc ti€p) hoac tai Ién (theo hinh
thlrc truc tuyén) cac giay td sau:

* Gidy to phai nop:

- Ban sao toan bd ho sd, gidy td cua ngudi yéu cau hoac
ho sd, giay td, tai liéu khac trong dé cé thong tin lién quan dén
noi dung khai sinh, gom:

+ Ban sao Gidy khai sinh do cd quan c6 thdm quyén cua
Viét Nam cap hdp 1€ (ban sao dugc ching thuc tu ban chinh,
ban sao dudc cdp tir S6 dang ky khai sinh); Ban chinh hodc ban
sao gidy td cd giad tri thay thé Gidy khai sinh dudc cap trudc
nam 1945 3 mién Bac va trudc nam 1975 3 mién Nam.

+ Trudng hgp ngudi yéu cau khong cd gidy td néu trén thi
phai ndp ban sao gidy td do cd quan, t6 chirc cé thdm quyén
cua Viét Nam cap hdp Ié nhu: Gidy chi’ng minh nhan dan, The
cén cudc cdng dén hodc HO chiéu; S8 hd kh&u, S6 tam tru, gidy
td chirng minh vé ngi cu trid; Bang tot nghiép, Gidy ching
nhan, Ching chi, Hoc ba, hd sc hoc tdp do cd quan cé thdm
guyén cap hoac xac nhan; giay td khac co thong tin vé ho, chir
dém, tén, ngay, thang, nam sinh cua ca nhan.


https://dichvucong.gov.vn
https://dichvucong.---.gov.vn)
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Ngudi yéu cau dang ky khai sinh cé trach nhiém ndp day
du ban sao cac giay tG néu trén (néu co) va phai cam doan da
nop du cac giay td minh co; chiu trach nhiém, hé qua cua viéc
cam doan khoéng dung su that.

- Trudng hop ngudi yéu cau dang ky lai khai sinh la can
bo, cong chirc, vién chiic, ngudi dang cong tac trong luc lugng
vl trang thi phai cé van ban xac nhan cua Thu trudng cd quan,
ddn vi vé viéc nhitng n6i dung khai sinh cua ngudGi d6 gom ho,
chir dém, tén; gidi tinh; ngay, thang, nam sinh; dan téc; qudc
tich; qué quan; quan hé cha - con, me - con phu hgp véi ho so
do co quan, daon vi dang quan ly.

- Van ban uy quyén theo quy dinh cua phap luat trong
truGng hgp Uy quyén thuc hién viéc dang ky lai khai
sinh. Trudng hop ngudi dudc Uy quyén la ong, ba, cha, me,
con, vgd, chong, anh, chi, em rudt cua ngudi uy quyén thi van
ban Uy quyén khéng phai chirng thuc.

* Gidy to phai xuat trinh:

- Ho6 chiéu hodc Chimg minh nhan din hoic Thé cin cude cong din hoic
cac gidy to khac c¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gia tri st dung dé chimg minh vé nhan than cta nguoi ¢ yéu cau dang ky
lai khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to ndy di co
trong CSDLQGVDC, CSDLHTPT, duoc hé thong dién ty dong thi khong phai
xudt trinh (theo hinh thire truc tiép) hodc tai 1én (theo hinh thtc truc tuyén);

- Gidy to ¢6 gid tri chimg minh thong tin vé cu trii trong truong hop co
quan déang ky ho tich khong thé khai thic dwoc théng tin vé noi cur trii ciia cong
dan theo cdc phwong thirc quy dinh tai khoan 2 Diéu 14 Nghi dinh S0
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy to chieng minh noi cw trii dd dwoc khai thdc tr Co so dit ligu quoc gia vé ddn
cw bang cdc phwong thirc nay thi nguoi c6 yéu cau khéng phdi xudt trinh (theo
hinh thire truc tiép) hodc tdi lén (theo hinh thirc truec tuyén);

Trudong hop gtri ho so qua hé thong buu chinh thi phai giri kém theo ban
sao c¢6 chimg thuc cac gidy to phai xuat trinh néu trén.

* Luu y

- DGi v@i gidy td nOp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thirc truc ti€p:

+ DGi vai gidy to xuat trinh khi dang ky ho tich, ngudi ti€p
nhan co trach nhiém kiém tra, d8i chi€u vdi thdéng tin trong td
khai, chup lai hodc ghi lai thong tin dé Iuu trong hd so va tra lai
cho nguGi xuat trinh, khong dugc yéu cau nOp ban sao hoac
ban chup giay tg dé.
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+ Ngudi yéu ciu ding ky hd tich cé thé ndp ban sao
ching thuc t&r ban chinh hodc ban sao dugc cdp tir s6 gbc hodc
ban chup kém theo ban chinh gidy t& dé ddi chi€u. Trudng hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy tdg thi
ngudi ti€p nhan cd trdch nhiém kiém tra, d6i chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky n6p ban sao giay tg dé.

+ Ngudi ti€p nhan coé trach nhiém ti€p nhan duang, du ho
sd dang ky ho tich theo quy dinh cua phap luat h6 tich, khong
dugc yéu cau ngudi dang ky ho tich nbp thém gidy t¢ ma phap
luat ho tich khong quy dinh phai nop.

- B6i véi giay t8 gui kem theo néu ngudi yéu cau nop ho
sd theo hinh thirc truc tuyén:

+ Ban chup cac gidy td gui kém theo ho sd dang ky lai khai
sinh truc tuyén phai bao dam rd nét, day du, toan ven vé noi
dung, la ban chup bang may anh, dién thoai hodc dugc chup,
dugc quét bang thiét bi dién tu, tir gidy t8 dugc cdp hgp 1€, con
gid tri si dung; néu la gidy t& do cd quan cé thdm quyén nudc
ngoai cap thi phai dugc hgp phap héa lanh su, dich sang tiéng
Viét theo quy dinh, trir trudng hgp dugc mién hgp phap hda lanh
SUu.

+ Trudng hgp giay td, tai liéu phai gui kem trong hd so
dang ky lai khai sinh truc tuyén da c6 ban sao dién tu hoac da cé
ban dién tir gidy td ho tich thi ngudi yéu cau dugc s dung ban
dién ta nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Glay khai sinh/ban sao
Giéy khai sinh), nguoi co yéu cau dang ky lai khai sinh phai Xuét trinh gidy to tuy

than, ndp cac gidy to 1a thanh phan ho so dang ky lai khai sinh theo quy dinh phap
luat ho tich.

Truéng hgp ngudi cd yéu cau dang ky lai khai sinh khong
cung cap dudc gidy tG néu trén theo quy dinh hoac giay td nop,
xuét trinh bj tdy xda, stra chifa, lam gia thi cd quan dang ky hd
tich ¢ thdm quyén huy bo két qua dang ky lai khai sinh.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich lap van
ban cam doan vé ndi dung yéu cau dang ky ho tich thi cg quan
dang ky ho tich phai giai thich rd6 cho ngudi lap van ban cam
doan vé trach nhiém, hé qua phap ly cua viéc cam doan khong
dling su that.

Co quan dang ky ho tich tur chéi giai quyét hodc dé nghi co quan c6 thim
quyén hiy bo két qua dang ky ho tich, néu ¢ co sé xac dinh ndi dung cam doan
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khong dung su that.

d) S6 lwong hd so: 01 bd

d) Thoi han giai quyét: 05 ngay 1am viéc; truong hop phai xac minh thi
thot han gidi quyét khong qué 25 ngay.

e) P6i twong thyc hién thii tuc hanh chinh: C4 nhan

g) Co quan thuc hién thi tuc hanh chinh: Co quan quan ly
CSDLQGVDC; Uy ban nhan dan cdp xi noi nguoi yéu cau dang ky lai khai
sinh da dang ky khai sinh trudc day trong truong hop thuc hién dang ky lai khai
sinh tai Uy ban nhan dan cap x3 noi thuong tra; Co quan cong an c6 tham
quyeén.

h) Co quan phéi hop: Uy ban nhan dan cp x3 noi ngudi yéu cau ding ky
lai khai sinh da dang ky khai sinh trudc day trong truong hop thuc hién dang ky lai
khai sinh tai Uy ban nhan dan cap xa noi thuong tra.

i) Két qué thuc hién thii tuc hanh chinh: Gidy khai sinh (ban chinh); ban
sao Gidy khai sinh (trudong hop yéu cau cap ban sao Giay khai sinh).

k) Lé phi:
- 5000 dong/1an.

- Mién 1& phi cho nguoi thudc gia dinh c¢6 cong voi cach mang; ngudi thude
ho ngheo; nguoi khuyeét tat.

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau): 8.000d0ng/ban sao.

1) Mau don, miu to khai:

To khai dang ky lai khai sinh

+ T khai dang ky lai khai sinh (néu ndp hd so theo hinh thic truc tiép);

+ Biéu m?u; dién tir trong tac ding ky lai khai sinh (néu ndp hd so theo
hinh thirc tryc tuyén).

m) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Viéc khai sinh d3 dudc déng ky tai co quan cé thdm
guyén cua Viét Nam trudc ngay 01/01/2016 nhung S6 dang ky
khai sinh va ban chinh Giay khai sinh déu bi mat.

- Ngudi cé yéu ciu con sdng tai thdi diém yéu cidu dang ky
lai.

n) Can c& phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh

chi tiét mdt so di€u va bi€n phap thi hanh Luat HJ tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé
Co s¢ dit li¢u ho tich dién tir, dang ky ho tich truc tuyén;


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sita doi,
bo sung mot SO a”iéfu cua cdc nghi dinh lién quan den viéc n;ép, xudt trinh so6 ho
khau, so tam tru giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Théng tu sb 01/2022/TT-BTP ngay 04/01/2022 cta B6 Tu phap quy
dinh chi tiét mot sd didu va bién phap thi hanh Nghi dinh sd 87/2020/ND-
CP ngay 28/7/2020 ctuia Chinh phu quy dinh vé Co s& dit liéu ho tich dién tu,
dang ky hg tich truc tuyén;

- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh quy
dinh murc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin
trong co s¢ dir li¢u ho tich, phi x4c nhan co quéc tich Vi¢t Nam, phi x4c nhan la
nguoi géc Viét Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh huéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phé truc thuéc Trung vong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh stra
d6i, bo sung mot sd dicu ciia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché do thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH
KAnh @iz (D oot

Ho, chir dém, t€n NGWOT YU CAU: .......oooiiiiiieiiieie et et en

INOT CU T @) e et e e e e e e e e e e e et e e e e e e e ns

Quan hé vo1 nguot dugce khai SInh: ...

Pé nghi co quan ding ky lai khai sinh cho ngudi c6 tén dudi day:

HQ, Chil A€M, tEI: ...ttt e e et e e et e e etae e e esaeeesnseeeennns
Ngay, thang, ndm sinh: ..........ccccoeeviiieiiiieenieee, ghi bANg Chil: ..o
Gidi tinh:...........ooeeel Dan toc: uvvveeeeiiiieeeee. QUOAC HHCR: e
INOT SINNIM) Lottt b bbb bbb bbbt et enes
QUE QUAN: .eeeiiiee ettt ettt e e ettt e e e ettt e e e ee ettt e e e eaabbaeeeeessbbaeeeeeanssseaessansssaaesennssaaaesanns
Ho, chit dém, t€n NEWOT ME:..........ooooiiiiiiiii et ere e e eeae e e e aaeeens
Nam sinh: O .o, Dan tdc:.....ccuee.... QUOBC N oo
INOT CU LTI @) Lottt ettt ettt e at e et e st e e e et e et eesae e e st e e sateesnteesnteesaneesnneennseans
Ho, chir dém, tén ngudi cha: ...
Nam sinh: O ..o, Dan tdc:.....ccue..... QUOAEC HCR oo
INOT CU T @) ettt sttt e st e st e et e e bt eeabeeenbeeenseeenseeeseeenneeeneeeneas
Da dang ky khai Sinh tai: (0 ...
Gidy khai sinh $6: D ... , quyénsd D.......... ngay ...... [, Jueeieeenins

To1 cam doan nhirng ndi dung khai :[rén day 1a dung su that va da ndp du cac gidy to hién co.
T6i chiu trach nhiém trude phap luat vé viéc cam doan ciia minh.
Lamtai: ......occcoooeiin, , NEAY ........... thang ......... nam .............
Ngudi yéu cau

(Ky, ghi 10 ho, chit dém, tén)

D:é nghl Cép bén Sao(g): C(,) D’ K_hf)ng D ............................
S6 luong:....... ban

Chau thich:
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() Ghi o tén co quan dang ky lai khai sinh
@ Ghi theo noi dang ky thuong tri; néu khong c6 noi dang ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.
~ © Ghi thong tin vé gidy to tiy than cua nguoi di dang ky, ghi rd sd, co quan cip, ngay
cap ho chi€u, chimg minh nhén dan hodc gidy to hop 1¢ thay thé (Vi du: Ching minh nhén
dan s6 001089123 do Cong an thanh ph6 Ha Noi cap ngay 20/ 10/2004)

@) Truong hop sinh tai co 0y té thi ghi 13 tén co s y té va dia chi co so y t& do;
truong hop sinh ra ngoai co sd y té thi ghi dia danh cua 03 cap hanh chinh (x3, huyén, tinh)
noi sinh ra; trudng hop khong rd noi sinh day du thi chi ghi dia danh hanh chinh cép tinh.

(9 Ghi day du ngay, thang sinh cta cha, me (néu co).
) Ghi tén co quan da dang ky khai sinh truédc day.
() Chi khai trong truong hop biét 1d.
® P& nghi ddnh diu X vio 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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14. Thi tuc déing ky khai sinh cho nguoi da cé ho so, gidy to c4 nhan
a) Trinh ty thwe hién

- Néu lya chon hinh thitc ndp ho so tryc tiép, ngudi co yéu cau dang ky khai
sinh nop ho so dang ky khai sinh tai B phan mét cira cia UBND cap x4 co tham
quyen nop 1¢ phi néu thude trudong hop phai ndp 1€ phi dang ky khai sinh; ndp phi
cap ban sao Gidy khai sinh néu ¢ yéu cau cip ban sao Gidy khai sinh.

- Néu lya chon hinh thirc ndp hd so truc tuyén, nguoi co yéu cau ding ky
khai sinh truy cap Céng dich vu cong qudc gia hoic Cong dich vu cong cip
tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
hudng dan dang nhdp vao hé théng, xac dinh ding Uy ban nhan dan cép x3 c6
tham quyén.

Nguoti co yéu cau dang ky khai sinh truc tuyen cung cap thong tin theo
biéu mau dién tir twong tac dang ky khai sinh (cung cap trén Cdng dich vu cong),
dinh kém ban chup hodc ban sao dién tur cac gidy to, tai liu theo quy dinh; ndp
phi, 1& phi théng qua chtrc ning thanh toan tryc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bd tiép nhan hd so tai Bo phan moét ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1¢ cua ho so.

(i) Truong hop hd Y day du, hop 1¢ thi tlep nhan hd so, c¢6 Phiéu hen, tra
két qua cho nguoi c6 yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so
truc tlep) hodc giri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin
hen tra két qua qua dién thoai di dong cho nguol co yéu cau (neu nguoi co yéu
cau lua chon hinh thirc ndp hd so truc tuyén), dong thoi chuyén hd so dé cong
chtrc 1am cong tac ho tich xur 1y.

- Sau khi tiép nhéan hd so theo hinh thirc ndp truc tiép, can bd tiép nhan hd
so tai B0 phan mot cura thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét thu
tuc hanh chinh d3 duoc s6 hoa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi c¢6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bd sung dé
nguoi cd yéu cau b sung, hoan thién. Sau khi hd so duge bd sung, thuc hién lai
budc (i);

(ii1) Truong hop nguoi c6 yéu cau dang ky khai sinh khong bd sung, hoan
thién duogc ho so thi bao cdo Trudng bd phan mot cira ¢6 thong bao tir chdi giai
quyét yéu cau dang ky khai sinh.

- Cong chure tu phap - ho tich tham tra hd so (tham tra tinh thong nhat hop
1é ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh
hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyet phai tur chdi thi gui thong bao vé tinh trang hd so t6i B phan tiép nhan
hé so dé thong bao cho ngudi ndp hd so — thue hién lai bude (i) hoic (iii);
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+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu ro ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
nguoi co yéu cau (neu nguoi cd yéu cau lya chon hinh thitc ndp hd so truc tiép),
hodc gtri Phiéu xin 151 va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cd yéu cau lya
chon hinh thirc ndp hd so truc tuyen).

Trong truong hop can thiét, cong chirc tu phap - ho tich bao cao Chu tich
Uy ban nhan dan cap x4 co van ban dé nghi Uy ban nhan déan cip xa noi cu tri
trude ddy cta nguoi yéu cu dang ky khai sinh dé kiém tra, xac minh vé viéc
dang ky khai sinh va viéc luu giir s6 ho tich.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan cdp xi noi ngudi
yéu cau ding ky khai sinh cu tra trude day tién hanh kiém tra, xc minh va tra
101 bang van ban vé viéc nguoi yéu cau di duoc ding ky khai sinh hay chua
dugc dang ky khai sinh; vi¢c con luu gilr hodc khong luu gittr dugce s6 hd tich.

Truong hop gidy to ctia ngudi yéu cau ding ky khai sinh khong c6 thong
tin chirng minh quan hé cha, me, con thi co quan dang ky hg tich c6 van ban dé
nghi co quan cong an c6 tham quyén xac minh. Trudng hop co quan cong an tra
101 khong c6 thong tin thi co quan dang ky ho tich cho ngudi yéu cau dang ky
khai sinh 1ap van ban cam doan vé thong tin ctia cha, me¢ va xac dinh ndi dung
khai sinh theo van ban cam doan.

+ Sau khi nhan dugc két qua xac minh hodc sau thoi han 20 ngay ké tir ngay
gui van ban yéu cau xac minh ma khong nhan dugc van ban tra 101, néu thay ho so
day du, hop 1¢, dung quy dinh, truong hop tiép nhan hd so ding ky khai sinh theo
hinh thirc tric tiép, thi cong chire tu phép - ho tich thue hién viée ghi vao S6 dang
ky khai sinh, cip nhat thong tin ding ky khai sinh va luu chinh thirc trén Phan
mém ding ky, quan 1y ho tich dién tir ding chung.

Truong hop tiép nhan ho so dang ky khai sinh theo hinh thuc tryc tuyén,
cong chirc tu phap - ho tich gtri lai bi€éu mau Giay khai sinh dién tir véi thong tin
day du cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du cua céc
thong tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t61 da mdt ngay).

Néu nguoi co yéu ciu X4c nhén théng tin da thong nhat, diy du hoic
khong c6 phan hoi sau thoi han yéu cau thi cong chuc tu phap - ho tich thyc
hién viéc ghi ndi dung vao So6 dang ky khai sinh, cap nhat thong tin dang ky khai
sinh va luu chinh thue trén Phan mém dang ky, quan 1y ho tich di¢n tir dung chung.

- Cong chure tu phap - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky,
chuyén td1 BO phan mot ctra dé tra két qua cho nguoi cé yéu cau.

- Nguoi c6 yéu cau ding ky khai sinh kjém tra thong tin trén Gidy khai sinh,
trong SO dang ky khai sinh va ky tén vao S6 ding ky khai sinh, nhan Gidy khai
sinh.
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b) Cach thirc thyc hi€én:

NgudGi cé yéu cau dang ky khai sinh truc ti€p thuc hién
hoac Uy quyén cho ngudi khac thuc hién ndp ho so truc ti€p tai
BO phan mot clra cua UBND cap xa hoac gui hé sd qua hé thong
buu chinh ho&c ndp hd sc truc tuyén trén Céng dich vu cbng
qudc gia (https://dichvucong.gov.vn) hodc Céng dich vu céng tinh
Hai Dudng (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- T khai dang ky khai sinh theo mau (néu ngudi cé yéu cau lya chon ndp
hé so theo hinh thire tryc tuyén);

- Biéu méu dién tur tuong tac dang ky khai sinh (do nguoi yéu cau cung
cap thong tin theo hudng dan trén Cong dich vu coéng néu nguoi cd yéu cau lya
chon ndp hd so theo hinh thirc truc tuyén).

- NgudGi c6 yéu cau dang ky khai sinh thuc hién viéc
nop/xuat trinh (theo hinh thic truc ti€p) hoac tai Ién (theo hinh
thic truc tuyén) cac giay td sau:

* Gidy to phdi ngp:
- Van ban cam doan cua ngudi yéu cau vé viéc chua dudc
dang ky khai sinh.

- Ban sao toan bo h6 so, gidy to cua ngudi yéu cau hoac
hé so, gidy to, tai liéu khac trong doé co théng tin lién quan dén
ndi dung khai sinh, gobm: Gidy ching minh nhan dan, Thé can
cudc céng dan hoac HO chiéu,; gidy to chdng minh vé ndi cu
trd; Bdng tét nghiép, Gidy ching nhén, Chiung chi, Hoc ba, H6
sd hoc tép do co quan cé thdm quyén cdp hodc xdéc nhén; gidy
to khac co thbéng tin vé ho, chlr dém, tén, ngay, thang, nam
sinh cua ca nhéan.

Ngudi yéu cau dang ky khai sinh c6 trach nhiém nép day
du ban sao cac giay td néu trén (néu cd) va phai cam doan da
nop du cac gidy td minh cd; chiu trach nhiém, hé qua cua viéc
cam doan khoéng dung su that.

- Truong hgp ngudi yéu cau dang ky khai sinh la can bo,
cong chuic, vién chlc, ngudi dang cong tac trong luc lugng vii
trang thi phai cé van ban xac nhan cua Thu truéng cd quan,
ddn vi vé viéc nhitng ndi dung khai sinh cia ngudGi dé6 gobm ho,
chir dém, tén; gidi tinh; ngay, thang, nam sinh; dan t6c; qudc
tich; qué quan; quan hé cha - con, me - con phu hgp vdi ho so
do cd quan, don vi dang quan ly.

- Van ban uy quyén theo quy dinh cua phap luat trong
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truGng hdp uy quyén thuc hién viéc dang ky khai sinh. Trudng
hdp ngudi dudc uy quyén la 6ng, ba, cha, me, con, vg, chong,
anh, chi, em rudt cia nguGi Uy quyén thi van ban uy quyén
khéng phai chirng thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan din hodc Thé cin cudc cong dan hoac
cac gidy to khac c6 dan anh va théng tin ca nhan do co quan ¢ tham quyen cp,
con gia tri st dung dé chimg minh vé nhan than cta nguoi ¢ yéu cau dang ky
khai sinh. Truong hop cac thong tin c4 nhdn trong cac gidy to nay da c6 trong
CSDLQGVDC, CSDLHTDT, duoc hé thong dién tir dong thi khong phai tai 1én
(theo hinh thtc truc tuyén);

- Gidy to ¢6 gid tri chitng minh théng tin vé cu trii trong truong hop co
quan déing ky ho tich khéng thé khai thic dwoc théng tin vé noi cw trii cua
cong dan theo cac phwong thirc quy dinh tai khodn 2 Diéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin
ve gidy to chirng minh noi cu tru da dwoc khai thac tir Co so dit ligu quoc gia
vé déan cw bang cdc phuong thirc nay thi nguoi co yéu cau khéng phai xudt
trinh (theo hinh thirc truc tiép) hodc tdi 1én (theo hinh thirc truc tuyén).

Truong hop guri hé so qua hé tl}éng buu chinh thi phai gui kem theo ban
sao cO chung thuc cac gidy to phai xuat trinh néu trén.

*Luuy

- B06i vai gidy td ndp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thirc truc ti€p:

+ Ngudi ti€p nhan co trach nhiém kiém tra, ddi chiéu vdi
thong tin trong td khai, chup lai hoac ghi lai thong tin dé luu
trong ho so va tra lai cho ngudi xuat trinh, khong dugc yéu cau
nop ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky hd tich c6 thé ndp ban sao
ching thuc tir ban chinh hodc ban sao dugc cdp tir s6 gbc hodc
ban chup kém theo ban chinh gidy t& dé ddi chi€u. Trudng hop
ngudi yéu cau nOp ban chup kem theo ban chinh gidy tg thi
ngudi ti€p nhan cd tradch nhiém kiém tra, d&i chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky n6p ban sao gidy tg dé.

+ Ngudi ti€p nhan coé trach nhiém ti€p nhan dang, du ho
sd dang ky ho tich theo quy dinh cua phap luat ho tich, khong
dugc yéu cau ngudi dang ky hoé tich nbp thém gidy t¢ ma phap
luat ho tich khong quy dinh phai ndp.

- B6i véi giay tG gui kem theo néu ngudi yéu cau nop ho
sd theo hinh thirc truc tuyén:
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+ Ban chup cac gidy to gui kem theo h6 s dang ky khai
sinh truc tuyén phai bdo ddm ro nét, day du, toan ven vé noi
dung, la ban chup bang may anh, dién thoai hodc dugc chup,
dugc quét bang thiét bj dién tur, tUr gidy t& dudc cdp hop 1€, con
gia tri st dung.

+ Trudng hdp gidy td, tai liéu phai gui kém trong h6 so
dang ky khai sinh truc tuyén da cé ban sao dién tl hoac da cé
ban dién tur gidy td ho tich thi ngudi yéu cau dugc s dung ban
dién tu nay.

+ Khi dén cd quan dang ky ho tich nhan két qua (Giay khai
sinh/ban sao Giay khai sinh), nguGi c6 yéu cau dang ky khai sinh
phai xuat trinh gidy td tuy than, n6p cac giay td la thanh phan ho
sd dang ky khai sinh theo quy dinh phap luat ho tich.

- Gidy td do co quan cé thdm quyén cla nudc ngoai cép,
cdng chirng hodc xac nhén dé€ sir dung cho viéc dang ky hd tich
tai Viét Nam phai dugc hgp phap hda lanh su theo quy dinh cua
phap luéat, trir truéng hgp dudc mién theo diéu udc quioc té€ ma
Viét Nam la thanh vién.

- Trudng hgp ngudi yéu cau dang ky khai sinh khéng cung
cap dudc gidy td néu trén theo quy dinh hoac gidy td nbp, xuat
trinh bj tdy xda, stra chira, lam gia thi co quan déng ky hd tich
cd thdm quyén huy bo k&t qua dang ky khai sinh.

-Trudng hdp cho phép ngudi yéu cau dang ky ho tich l1ap van
ban cam doan vé no0i dung yéu cau dang ky ho tich thi cd quan
dang ky ho tich phai gidi thich rd cho ngudi lap van ban cam
doan vé trach nhiém, hé qua phap ly cua viéc cam doan khéng
dling su that.

Cd quan dang ky ho tich tu chdi gidi quyét hoac dé nghi co
quan c6é tham quyén huy bo két qua dang ky ho tich, néu co6 co
sG xac dinh ndi dung cam doan khoéng dung su that.

d) S6 Irong hd so: 01 bd

d) Thoi han giai quyét: 05 ngay lam viéc; trudong hop phai xac minh thi
thoi han giai quyét khong qua 25 ngay.

e) Poi twong thure hién thii tuc hanh chinh: C4 nhan

g) Co quan thyc hién tha tuc hanh chinh: Uy ban nhan dan cap x4 noi
nguoi yéu cau cu tri.

’ h) Co quan ph(‘)i‘h(,)’p: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan
cap xa noi nguoi yéu cau dang ky khai sinh cu tra trude déy; Co quan cong an
c6 tham quyén.
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i) Két qua thye hién thii tuc hanh chinh: Gidy khai sinh (ban chinh), ban
sao (Giady khai sinh (truong hop yéu cau cap ban sao Giay khai sinh).

k) Lé phi:

- 5000 dong/lan. Mién 1& phi cho ngudi thudc gia dinh c6 cong vdi cach
mang; ngudi thudc hd ngheo; nguodi khuyét tat.

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau): 8.000d0ng/ban sao.

1) Mau don, miu to khai:

+ T& khai dang ky khai sinh (néu ndp hd so theo hinh thirc tryc tiép);

+ Biéu mdu dién tir twong tic ding ky khai sinh (néu ndp ho so theo hinh
thirc tryc tuyén).

m) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

Cong dan Viét Nam cu trd trong nudc, sinh trudc ngay
01/01/2016, chua dudc dang ky khai sinh, cé ho sg, gidy to ca
nhan (ban chinh hoac ban sao dudc chirng thuc hgp 1€) nhu:
gidy td tuy than; SO0 hd khau; S6 tam tru; gidy td khac do co
quan nha nudc c6é tham quyén cua Viét Nam cap.

n) Can c& phap ly:

- Luat HO tich nam 2014;

- Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh
chi tiét mdt so di€u va bién phap thi hanh Luat HJ tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé
Co s¢ dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sita doi,
bo sung mot sO diéy cua cac nghi dinh lién quan dén viéc ngip, xuat trinh so ho
khdu, so tam tru gidy khi thuc hién thu tuc hanh chinh, cung cdp dich vu cong;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 ctiia BO Tu phap quy dinh
chi tiét th1 hanh mot s6 diéu cua Luat HO tichrvé Nghj diph sO 123/2015/Nb-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 di€u va bi¢n phap thi hanh
Luat Ho tich;

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap quy
dinh chi tiét mot s6 diéu va bi¢n phap thi h?lnh Nghi dinh s6 87/2020/ND-
CP ngay 28/7/2020 cua ’Chinh phu quy dinh vé Co sé dir liéu hd tich dién tu,
dang ky hd tich truc tuyén;

- Théng tu s0 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché do thu, nop, quan 1y va str dqu phi khai théc, str dung thong tin
trong co s& dir 1iéu ho tich, phj xac nhan c6 qudc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé€ phi va 1¢ phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
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thanh phd truc thudc Trung wong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua B Tai chinh sira
do1, bd sung mot s6 di€u cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cua Bo Tai chinh huéng dan vé phi va I¢ phi thugc tham quyén quyét dinh cua
Hoi dong nhan dan tinh, thanh pho truc thugc Trung vong

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d¢ thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
Kinh Uiz (D oot

Ho, chit dém, tén NEWOT YEU CAU: ......ooooiiiiiiiiiec e saae e

Quan h¢ voi ngudi dugc Khai SINH: .....ooociieiicccce e

Pé nghi co quan diing ky khai sinh cho nguoi duéi day:

HQ, chit @M, tEIN: ......ooiiiiiiiee et e e e et e st e e a e e b e e naeennreesnneennreens
Ngay, thang, ndm sinh: ..........cccoeceveiiieiieeie e, ghi bang chil: .....ovveeeeeeeeeeeee e,
Gidi tinh:....ccvvveeeeeee Dan tocC:........ccovveeuvvnnnnnn. QUOBEC HICH: v
INOT SINNE @)ttt ettt et et e e b et e bt e et et e s e s et e s ensennan
QUE QUAN .eeiiiiieieeiieee ettt e e e ettt e e e e bt e e e e e abaaeeeeessaaeeeeaanssaeaeeeansssaaeeeanssseaeeeannssseaeeansnens
Ho, chit d€m, t€n M@WOT MIE: ..o
NaAmM SINh: G Dan tdc:...cueeeueennn. Qudc tich: oo
INOT CU T @) ettt et e et e et e et e e tee e st e esseeeseeenseeenneeenseeeneeeneeenaeenneas
Ho, chivt dém, té€n n@uwoi Cha: ...
NaAm Sinh: G Dan tdC:...c.oeevunenne.. Qudc tich: .o,
INOT CU LTI @ ittt e e et e e ettt e e e taeeeeabeee e abeeeesbeeesssbeeesseeeansseeeessseeesseeennnns

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a ding su that, duoc su thoa
thuan nhat tri cta cc bén lién quan theo quy dinh phap luit.
To1 chiu hoan toan trach nhi€m trudce phap luat vé nodi dung cam doan ctia minh.
Lamtai: ... , NEAY ... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi rd ho, chir dém, tén)

SO Iugng:....... ban
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Chu thich:

(M Ghi rd tén co quan dang ky khai sinh.

(2 Ghi theo noi dang ky thuong tri; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi
ghi theo noi dang sinh song.

() Ghi thong tin vé gidy to tlly than cia ngudi di dang ky, ghi rd s6, co quan cap, ngay
cap ho chiéu, chimg minh nhan dan hoic gidy to hop 1¢ thay thé (Vi du: Ching minh nhan
dan s6 001089123 do Cong an thanh phé Ha Nbi cap ngay 20/10/2014).

@ Trudng hop sinh tai co sd' y té thi ghi rd tén co sy té va dia chi tru sé co sd'y té do.

Vi du: - Bénh vién Phu san Ha No6i, duong La Thanh, phuong Ngoc Khanh, quan Ba
Dinh, Ha Noi

- Tramy té xa Pinh Béang, huyén Tur Son, tinh Bic Ninh.

Trudng hop sinh ra ngodi co s& y té thi ghi dia danh ctia 03 cdp hanh chinh (xa, huyén,
tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tur Son, tinh Bic Ninh.

(9 Ghi day du ngay, thang sinh cia cha, me (néu co).

© Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd s6 lugng..
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15. Thi tuc diing ky lai két hon
a) Trinh ty thwe hién

- Néu lya chon hinh thtc nop hé so truc tiép, nguoi co yéu cau dang ky lai
két hon nop ho so ding ky lai két hon tai Bo phan mot cira cia UBND cap xa co
tham quyén; ndp 1é phi néu thudc truong hop phai nop 18 phi ding ky lai két hon.

- Néu lya chon hinh thirc ndp hé so truc tuyén, nguoi co yéu cau ding ky
lai két hén truy cap Cong dich vu cong qubc gia hoic Cong dich vu coéng cip
tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thyc ngudi dung theo
huong dan dang nhap vao hé théng, xac dinh ding Uy ban nhan dan cép x3 c6
thim quyén.

Nguot co yéu cau dang ky lai két hon truc tuyén cung cap thong tin theo
biéu mau dién tr twong tic diang ky lai két hon (cung cap trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai lidu theo quy
dinh; ndp phi, 1€ phi thong qua chirc nang thanh toan truc tuyén hodc bang cach
thire khac theo quy dinh phép luat, hoan tat viéc ndp ho so.

- Can bd tiép nhan ho so tai Bo phan moét ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1¢ cua ho so.

(i) Trudong hop hd Y day dua, hop 1¢ thi tlep nhan hd so, c¢6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp ho so
truc tlep) hodc giri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin
hen tra két qua qua dién thoai di dong cho ngudi co yéu cau (neu nguoi co yéu
cau lua chon hinh thirc ndp hd so truc tuyén), dong thoi chuyén hd so dé cong
chtrc 1am cong tac ho tich xur 1y.

- Sau khi tiép nhan hd so theo hinh thirc ndp truc tiép, can bo tiép nhan
ho so tai Bo phan mot cta thyc hién sO hoa (sao chup, chuyén thanh tai liéu
dién tir trén he thong thong tin, co so dir liéu) va ky so vao tai lidu, hd so giai
quyét thu tuc hanh chinh d duogc sb hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi ¢6 thong bao cho nguoi yéu
cau bd sung, hoan thién hd so, néu rd loai glay to, noi dung can bd sung dé
nguoi cd yéu cau bo sung, hoan thién. Sau khi hd so duge bd sung, thuc hién lai
budc (1);

(iii) Néu nguoi ¢6 yéu cau ding ky lai két hon khong bo sung, hoan thién
duoc hd so thi bao cdo Trudng bd phan tiép nhan ho so ¢6 van ban tir chdi giai
quyét yéu cau dang ky lai két hon.

- Cong chre tu phap - ho tich tham tra hd so (tham tra tinh thong nhat hop
16 ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh
hodc dinh kem).

+ Truong hop hd so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri thong bao vé tinh trang hd so téi Bo phan mot ctra dé
thong bao cho ngudi ndp hod so — thye hién lai bude (ii) hodc (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan
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khac ma khong thé tra két qua dung thoi gian da hen thi cong chitrc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu ro ly do cham
tra két qua va thoi gian hen tra két qua, chuyén B phan mét cira dé tra cho
ngudi cd yéu cau (néu nguoi cd yéu cau lya chon hinh thitc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tu hodc gui tin
nhén qua dién thoai di déng cho nguoi co yéu cau (néu ngudi c6 yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

Truong hop viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cép
xd khong phai noi da dang ky két hon trude day thi cong chire tu phéap - ho tich
bao cao Chu tich Uy ban nhan dan cé van ban dé nghi Uy ban nhan dan noi
dang ky két hon trude day kiém tra, xac minh vé viéc luu giir s6 ho tich tai dia
phuong.

Sau khi nhan dugc véan ban dé nghi, Uy ban nhan déan noi da dang ky két
hén trude day tién hanh kiém tra, xac minh va tra 101 bang van ban vé viéc con
luu gilr hodc khong luu gitt duogc S6 hé tich.

+ Sau khi nhan dugc két qua xac minh vé viée khong con luu gitr duoc Sb
ho tich tai noi da ding ky két hon hodc sau thdi han 20 ngay ké tir ngdy gui van
ban yéu ciu xac minh ma khong nhan duoc vin ban tra 101, néu théy ho so day di,
hop 1€, dung quy dinh, trudng hop tiép nhan ho so ding ky lai két hon theo hinh
thirc tryc tiép, thi cong chic tu phap - ho tich thuc hién viéc ghi vao S6 dang ky
két hon, cap nhat thong tin dang ky lai két hon va lvu chinh thac trén Phian mém
dang ky, quan ly ho tich di¢n tir dung chung.

Truong hop tiép nhan ho so ding ky lai két hon theo hinh thic truc tuyén,
cong chirc tu phap - ho tich guri lai biéu mau Gidy chiimg nhan két hon dién tir voi
thong tin day da cho ngudi yéu cau qua thu dién tir hodc thiét bi so.

Nguot yéu c§1~1 c6 trach nhiém kiém tra tinh chinh xéc, day du cua cac
thong tin trén biéu mau Gidy ching nhan két hon dién tr va xac nhan (t61 da mot
ngay).

Néu nguoi co yeu cau Xac nhén thong tin da thong nhat, diy du hoic
khong c6 phan hoi sau thoi han yéu cau thi cong chirc tw phap - ho tich thue hién
viéc ghi vao S6 dang ky két hon, cap nhét thong tin dang ky lai két hon va luu
chinh thuc trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

- Cong chirc tw phap - ho tich in Gidy chimg nhan két hon, trinh Lanh dao
UBND ky, chuyén té1 B§ phan mot cura dé trd két qua cho nguoi co yéu cau.

- Nguoi co yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuat
trinh gidy to tuy than dé ddi chiéu) kiém tra thong tin trén Gidy ching nhan két
hén, trong S6 dang ky kgt hén, va ky tén vao SO ding ky két hon, ky tn vao Glay
ching nhan két hon, moi bén nam, nit nhan 01 ban chinh Gidy chung nhan két
hon.

b) Cach thirc thyc hién:

Ngudi cé yéu cau dang ky lai két hon thuc hién ndép ho sd
truc ti€p tai BO phan mot cira cua UBND cap xa hoac nop ho so
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truc  tuyén trén C6ng dich wvu cdng qudc gia
(https://dichvucong.gov.vn) hoac Cong dich vu cong tinh Hai
Duong (https://dichvucong.haiduong.gov.vn) (bén nam hoac
bén n{r c6 thé nop h6 s ma khoéng can cé van ban Uy quyén
cua bén con lai).
c) Thanh phan ho so:

- To khai dang ky lai két hon theo mau (néu nguoi ¢ yéu cau lya chon ndp
ho so theo hinh thic truc ti€p);

- Biéu miu dién tir tuong tac dang ky lai két hon, trong d6 c6 cam doan
cac thong tin cung cap 1a dung sy that, khong con ban chinh Gidy chimg nhan
két hoén, da nop du cac gidy to hién ¢ va chiu hoan toan trach nhiém trudc phap
luat vé ndi dung cam doan cia minh (do nguoi yéu cau cung cap thong tin theo
huéng dan trén Cong dich vu c6ng néu ngudi c6 yéu cau lya chon ndp hd so theo
hinh thtrc truc tuyén).

- Ngudi cd yéu cau dang ky lai két hon thuc hién viéc
nop/xuat trinh (theo hinh thic truc ti€p) hoac tai Ién (theo hinh
thlrc truc tuyén) cac giay td sau:

* Gidy to phai nop:

- Ban sao Gidy ching nhan két hon duoc cép trude day. Néu khong co
ban sao Gidy ching nhén két hon thi ndp ban sao hé so, gidy to ca nhan co cac
thong tin lién quan dén ndi dung dang ky két hon.

* Gidy to phai xuét trinh:

- Ho chiéu hodc Chimg minh nhan din hoic Thé cin cudc cong déan hoac
cac giay to khac c¢6 dan anh va thong tin ca nhan do co quan c6 thAm quyen cap,
con gia tri st dung dé chirng minh vé nhan than ciia ca hai bén 0 yéu cau dang
ky lai két hon. Truong hop cac théng tin c4 nhan trong cac gidy to nay da co

trong CSDLQGVDC, CSDLHTDT, duoc hé thong dién ty dong thi khong phai
xudt trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thire truc tuyén);

- Gzay to chirng minh noi cw trii dé xdc dinh tham quyén (néu viéc ding
ky lai két hén thuwe hién tai Uy ban nhdn dén cdp xd khéng phdi la noi dang ky
két hon truée day) trong truong hop co quan dang ky ho tich khong thé khai
thac dwoc thong tin vé noi cu tri cua cong dan theo cdc phwong thirc quy
dinh tai khodn 2 Diéu 14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cdc thong tin vé gzay to- chirng minh noi cw tri da
duoc khai thac tir Co so dir liéu quoc gia vé dan cu bang cdc phuong thirc
nay thi nguoi c6 yéu cau khéng phdi xudt trinh (theo hinh thirc triec tiép) hodc
tdi lén (theo hinh thikc triec tuyén).

* Luu y
- DGi vGi gidy to nOp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thirc truc ti€p:


https://dichvucong.gov.vn
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+ DO6i vébi gidy td xuat trinh khi dang ky ho tich, ngudi ti€p
nhan co trach nhiém kiém tra, ddi chi€u vdi thdéng tin trong td
khai, chup lai hodc ghi lai thong tin dé€ Iuu trong hd so va tra lai
cho ngudi xuat trinh, khong dudc yéu cau nop ban sao hoac
ban chup gidy tg dé.

+ Ngudi yéu cau dang ky hd tich cé thé ndp ban sao
chi’ng thuc tr ban chinh hodc ban sao dudc cdp tur s6 géc hodc
ban chup kém theo ban chinh gidy t& dé€ d&i chi€u. Trudng hop
ngudi yéu cau nOp ban chup kem theo ban chinh gidy tg thi
ngudi ti€p nhan cd trach nhiém kiém tra, ddi chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudgc yéu cau ngudi di
dang ky nOp ban sao giay tg dé.

+ Ngudi ti€p nhan cé trach nhiém ti€p nhan dung, du ho
sd dang ky ho tich theo quy dinh cua phap luat ho tich, khong
dugc yéu cau ngudi dang ky ho tich nbp thém gidy t& ma phap
luat ho tich khong quy dinh phai ndp.

- B6i véi gidy t8 gui kém theo néu ngudi yéu cau nop ho
sd theo hinh thirc truc tuyén:

+ Ban chup cac gidy td gui kem theo h6 sc dang ky lai két
hon truc tuyén phai bao dam rd nét, day du, toan ven vé noi
dung, la ban chup bang may anh, dién thoai hodc dugc chup,
dugc quét bang thiét bj dién tu, tir gidy td dugc cdp hgp I€, con
gid tri s dung; néu la gidy td do cc quan cd thdm quyén nudc
ngoai cdp thi phai dugc hgp phap hda lanh su, dich sang tiéng
Viét theo quy dinh, trir trudng hgp dugc mién hdp phap hda lanh
SUu.

+ Trudng hdp gidy td, tai liéu phai gui kém trong h6 so
dang ky lai két hon truc tuyén da cd ban sao dién tir hoac da cé
ban dién tu gidy td ho tich thi ngudi yéu cau dugc s dung ban
dién ta nay.

+ Khi den co quan dang ky ho tich nhan két qua (Gidy chirng nhan ket hon),
nguoi co yéu cau dang ky lai két hon xuat trinh gidy t& tuy than, ndp cac gidy to 1a
thanh phan hd so dang ky lai két hon theo quy dinh phap luat ho tich.

Truong hop ngudi yéu cau dang ky lai két hon khong cung cap duoc gidy
td néu trén quy dinh hodc gidy to nop, Xuat trinh bi tiy x6a, sira chita, 1am gia
thi co quan ding ky ho tich c6 tham quyén huy bo két qua dang ky lai két hon.

d) So lwgng hd so: 01 bd

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi
thot han gidi quyét khong qué 25 ngay.

e) P6i twong thyc hién thii tuc hanh chinh: Ca nhan
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g) Co quan thyce hién tha tuc hanh chinh: Uy ban nhan dan cap xa noi
d3 dang ky két hon truée day hoic Uy ban nhan dan cép xa noi ngudi yéu cau
thuong tra.

h) Co quan phoi hop: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan
noi dang ky két hon trude day trong truong hop dang ky lai két hon tai Uy ban
nhan dan cap xa noi nguoi yéu cau thudng tra

i) Két qua thuc hién thi tuc hanh chinh: Gidy chung nhan két hon(ban
chinh), mo6i bén vo, chong 01 ban.

k) Lé phi: 25.000 d6ng/lan.

Mién 1¢ phi cho nguoi thude gia dinh ¢6 cong voi cach mang; nguoi thude
hd ngheo; nguoi khuyét tat.

1) Mau don, miu to khai:

+ T khai dang ky lai két hon (néu ndp hd so theo hinh thie truc tiép);

+ Biéq mau dién tir twong tac dang ky lai két hon (néu ndp ho so theo hinh
thirc truc tuyén).

m) Yéu ciu, diéu kién thwe hién thi tuc hanh chinh:

- Viéc két hon da dugc dang ky tai co quan co tham quyén cla Viét Nam
trude ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Giay chimg
nhan két hon déu bi mat;

- Nguoi yéu cau dang ky lai két hon con séng vao thoi diém yéu cau dang
ky lai ket hon.

1) Can ci phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh s0 123/2015/NB-CP ngay 15/11/2015 caa Chinh pha quy dinh
chi tiet mdt s6 di€u va bién phép thi hanh Luat HJ tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé
Co s¢ dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/NB-CP ngay 21/12/2022 ciia Chinh phu swa doz

bo sung mot 6 dleu ciia cdc nghi dinh lién quan dén viéc nop, xudt trinh s6 hé
khau, s6 tam trii gzay khi thyc hién thu tuc hanh chinh, cung cdp dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B6 Tu phap quy dinh
chi tiét thi hanh mot sd diéu ciia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Théng tu sb 01/2022/TT-BTP ngay 04/01/2022 ctia B6 Tu phap quy
dinh chi tiét mot sd didu va bién phap thi hanh Nghi dinh sb 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit liéu ho tich dién tu,
dang ky hg tich truc tuyén;
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- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin
trong co s& dir li¢u ho tich, phi x4ac nhan co quéc tich Vi¢t Nam, phi x4c nhan la
nguoi géc Viét Nam, 1€ phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudéng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 caa Bo Tai chinh sta
d6i, bo sung mot sé dicu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, ndp, quan ly va su
dung phi, I¢ phi trén dia ban tinh Hai Duong
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KET HON
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Ho, chit dém, ten NEWOT YEU CAUL ...t
INOT CU UL @)t

Pé nghi co quan ding Kky lai két hon theo ndi dung duéi day:
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To1 cam doan nhitng nd1 dung khai trén day la ding sy that va chiu trach nhiém trudc phap
lut vé cam doan ctia minh.
Lamtai: ... , NEAY ........... thang ......... nam ...........
Ngudi yéu cau
(Ky, ghi 10 ho, chit dém, tén)

S6 lugng:....... ban
Chau thich:
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() Ghi 16 tén co quan dang ky lai két hon.

@ Ghi theo noi ding ky thuong tri; néu khong c6 noi dang ky thuong tri thi ghi theo noi dang ky tam
trt; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh song.

) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhén dan hodc gidy to hop 1¢ thay thé
(vi du: Chting minh nhan déan s6 001089123 do Cong an thanh phd Ha Ni cap ngay 20/10/2004).

@ Ghi 16 tén co quan di dang ky két hon trudc day.

() Chi khai trong truong hop biét rd.

© P& nghi danh ddu X vao 6 néu co yéu ciu cip ban sao va ghi rd sb lugng.
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16. Thu tuc dang Ky lai khai tir
a) Trinh ty thwe hién

- Néu lya chon hinh thtrc ndp hé so truc tiép, nguoi co yéu cau dang ky lai
khai tir ngp ho so ding ky lai khai tir tai B phan mét cira cia UBND cép xa co
tham quyén; ndp 1¢ phi néu thudc trudng hop phai ndp 1& phi dang ky lai khai tir;
ndp phi cap ban sao Trich luc khai tir néu c6 yéu cau cap ban sao Trich luc khai tur.

- Néu lya chon hinh thirc ndp hd so truc tuyén, nguoi co yéu cau ding ky
lai khai tir truy cap Cong dich vu cong qudc gia hodc Cong dich vu cong cip
tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
hudng dan dang nhdp vao hé théng, xac dinh ding Uy ban nhan dan cép x3 c6
tham quyén.

Nguoti ¢ yéu cau dang ky lai khai tir tryc tuyén cung cap thong tin theo
biéu méu dién tir twong tac dang ky lai khai tir (cung cap trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai lidu theo quy
dinh; ndp phi, 1€ phi thong qua chirc nang thanh toan truc tuyén hoic bang cach
thirc khac theo quy dinh phap luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai Bo phan moét ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1¢ cua ho so.

(i) Truong hop hd Y day du, hop 1¢ thi tlep nhan hd so, c¢6 Phiéu hen, tra
két qua cho nguoi c6 yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so
truc tlep) hodc giri ngay Phiéu hen, tra két qua qua thu dién tir hodc guri tin nhin
hen tra két qua qua dién thoai di dong cho nguol co yéu cau (neu nguoi co yéu
cau lua chon hinh thirc ndp hd so truc tuyén), dong thoi chuyén hd so dé cong
chtrc 1am cong tac ho tich xur 1y.

- Sau khi tiép nhéan hd so theo hinh thirc nop truc tiép, can bo tiép nhan
ho so tai BO phan mdt ctra thyc hién s6 hoa (sao chup, chuyén thanh tai li¢u
dién tr trén hé thong thong tin, co s& dit li¢u) va ky so6 vao tai li€u, ho so giai
quyét thu tuc hanh chinh da dugc s6 hoa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi c¢6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bd sung dé
nguoi cd yéu cau b sung, hoan thién. Sau khi hd so duge bd sung, thuc hién lai
budc (i);

(ii1) Néu ngudi co yéu cau dang ky lai khai tr khong bd sung, hoan thién

duoc hd so thi bao cao Truong bo phan tiép nhan ho so ¢6 van ban tir chdi giai
quyét yéu cau dang ky lai khai tir.

- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh thong nhat hop

1é ctia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh
hodc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoic khong du diéu kién giai
quyeét, phai tur choi thi gui thong bao vé tinh trang ho so té1 BO phan mdt cira dé
thong bao cho ngudi ndp hd so — thuc hién lai budce (i1) hodc (iii);
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+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu ro ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
nguoi co yéu cau (neu nguoi cd yéu cau lya chon hinh thitc ndp hd so truc tiép),
hodc gtri Phiéu xin 151 va hen lai ngay tra két qua qua thu dién tur hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cd yéu cau lya
chon hinh thirc ndp ho so truc tuyén).

+ Néu thay thong tin khai tir ¢y du va phu hop, hd so day du, hop 18, ding
quy dinh, truong hop tiép nhan ho so ding ky lai khai tir theo hinh thic tryc tiép,
thi cong chirc tu phap - ho tich thuc hién viée ghi vao So dang ky khai tu, cap nhat

thong tin dang ky lai khai ttr va luu chinh thirc trén Phan mém dang ky, quan 1y ho
tich dién tor dung chung.

Truong hop tiép nhan hd so ding ky lai khai tir theo hinh thirc truc tuyén,
cong chue tu phap - ho tich gui lai biéu mau Trich luc khai tir dién tir vdi thong
tin day du cho nguoi yéu cau qua thu dién tir hodc thiét bi so.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cia cac
thong tin trén bi€u mau Trich luc khai tir dién tr va xac nhan (t61 da mdt ngay).

Néu ngudi c6 yéu cau xac nhan thong tin di théng nhat, ddy du hoic
khong c6 phan hoi sau thoi han yéu cau thi cong chirc tu phép - ho tich thuc

hién viéc ghi noi dung vao S6 dang ky khai tir, cap nhét thong tin dang ky lai khai
tir va luu chinh thic trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

- Cong chure tu phap - ho tich in Trich luc khai tur, trinh Lanh dao UBND
ky, chuyén t&1 BY phan mot cura dé trd két qua cho nguoi co yéu cau.

- Nguoi co yéu cau dang ky lai khai tur kiém tra thong tin trén Trich luc khai
tu, trong SO dang ky khai tir va ky t€n vao S6 dang ky khai tir, nhan Trich luc khai
tur.

b) Cach thirc thue hién:

NgudGi cé yéu cau dang ky lai khai to truc ti€p thuc hién
hoac Uy quyén cho ngudi khac thuc hién viéc dang ky lai khai
tUr tai BO phan mot cira cia UBND cap xa hoac gui ho so qua hé
th6ng buu chinh hodc ndp hd so truc tuyén trén Céng dich vu
cébng qudbc gia (https://dichvucong.gov.vn) ho&c Céng dich vu
cong tinh Hai Dudng (https://dichvucong.haiduong.gov.vn).

c) Thanh phan ho so:

- To khai dang ky lai khai tir theo mau (néu ngudi c6 yéu cau lwa chon ndp
ho so theo hinh thirc tryc tiép);

- Biéu mau dién tir twong tac dang ky lai khai tir, trong d6 c6 cam doan
cac thong tin cung cdp 1a ding sy that, khong con ban chinh Gidy chimng
tu/Trich luc khai tir, da nop du cac giéy to hién co6 va chiu hoan toan trach
nhiém trudc phap luat vé ndi dung cam doan ctia minh (do nguoi yéu cau cung
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cap thong tin theo hudng dan trén Cong dich vu cong néu ngudi co yéu cau lya
chon ndp ho so theo hinh thure truc tuyén).

- NguGi cd yéu cau dang ky lai khai tir thuc hién viéc
nop/xuat trinh (theo hinh thirc truc ti€p) hoac tai Ién (theo hinh
thlrc truc tuyén) cac giay td sau:

* Gidy to phdi ngp:

- Ban sao Giay ching tu truéc day dudc cap hgp 1€. Néu
khong c6 ban sao Giay ching tl trudc day dudc cap hgp I€ thi
nop ban sao ho sd, giay td lién quan cé ndi dung chi’ng minh
su kién chét.

- Van ban uy quyén theo quy dinh cua phap luat trong
truGng hgp Uy quyén thuc hién viéc dang ky lai khai tir. Trudng
hdp ngudi dudc uy quyén la 6ng, ba, cha, me, con, vg, chong,
anh, chi, em rudt cia ngudGi Uy quyén thi van ban uy quyén
khéng phai chiing thurc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong déan hoac
cac giay to khac c6 dan anh va thong tin ca nhan do co quan ¢ thAm quyen cap,
con gié tri sir dung dé ching minh vé nhan than cia nguoi co yéu cau dang ky
lai khai tu. Truong hop cac thong tin cd nhan trong cac gidy to ndy da co trong
CSDLQGVDC, CSDLHTPT, duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thtc truc tuyén).

Truong hop guri ho so qua hé thong buu chinh thi phai giri kém theo ban
sao c6 chimg thuc cac gidy to phai xudt trinh néu trén.

*Luuy

- DGi v@i gidy td nOp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thirc truc ti€p:

+ Ngudi ti€p nhan cd trdch nhiém kiém tra, d6i chi€u vdi
thdng tin trong td khai, chup lai hodc ghi lai thong tin dé luu
trong ho so va tra lai cho ngudi xuat trinh, khong dugc yéu cau
nOp ban sao hodc ban chup giady to do.

+ Ngudi yéu ciu didng ky hd tich cé thé ndp ban sao
ching thuc t&r ban chinh hodc ban sao dugc cdp tir s6 gbc hodc
ban chup kém theo ban chinh gidy t& dé ddi chi€u. Trudng hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy tdg thi
ngudi ti€p nhan co trdch nhiém kiém tra, dGi chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky n6p ban sao giay tg dé.

+ Ngudi ti€p nhan coé trach nhiém ti€p nhan duang, du ho
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sd dang ky ho tich theo quy dinh cua phap luat ho tich, khong
dudc yéu cau ngudi dang ky ho tich nbép thém giday t& ma phap
luat hd tich khong quy dinh phai nop.

- B6i véi giay tG gui kem theo néu ngudi yéu cau nop ho
sd theo hinh thirc truc tuyén:

+ Ban chup cac gidy td gui kém theo ho sd dang ky lai khai
tur truc tuyén phai bao dam ro nét, day du, toan ven vé ndi dung,
la ban chup bang may anh, dién thoai hoac dugc chup, dudc quét
bang thi€t bi dién tl, tUr gidy td dudc cap hdp I€, con gia tri sUr
dung.

+ Trudng hdp gidy td, tai liéu phai gui kem trong hb so
dang ky lai khai tu truc tuyén da cé ban sao dién tur hoac da cé
ban dién tur gidy tG ho tich thi ngudi yéu cau dugc s dung ban
dién tu nay.

+ Khi dén co quan ding ky ho tich nhan két qué (Trich lyc khai tir/ban sao
Trich lyc khai ttr), nguoi c6 yéu cau dang ky lai khai tur phai xuat trinh gidy to tuy
than, ndp céc giay to la thanh phan ho so dang ky lai khai tir theo quy dinh phap
luat ho tich.

- Gidy t& do co quan cé thdm quyén cua nudc ngoai cap,
cdng chiing hodc xac nhén dé€ s dung cho viéc dang ky hd tich
tai Viét Nam phai dugc hgp phap hda lanh su theo quy dinh cua
phap luéat, trir truéng hgp dudc mién theo diéu udc quoc té€ ma
Viét Nam la thanh vién.

- Trudng hop ngudi cé yéu cau dang ky lai khai t&r khdng
cung cap dudc gidy td néu trén theo quy dinh hodc gidy td nop,
xudt trinh bi tay xéa, sta chira, lam gia thi cd quan dang ky ho6
tich c6 tham quyén huy bd két qua dang ky lai khai tur.

d) SO lugng ho sa: 01 bo

d) Thai han giai quyét: 05 ngay lam viéc; trudng hagp
can xac minh thi thagi han gidi quyét khéng qua 10 ngay lam
viéc.

e) Poi tugng thuc hién thu tuc hanh chinh: Ca nhéan

g) Co quan thuc hién thu tuc hanh chinh: Uy ban
nhan dan cap xa, ndi da dang ky khai tl trudc day.

h)Ca quan phoi hdgp: Co quan quan ly CSDLQGVDC.

i) Két qua thyc hién thii tuc hanh chinh: Trich luc khai tir (ban chinh),
ban sao Trich luc khai tir (trudng hop yéu cau cap ban sao Trich luc khai tir).

k) L¢ phi:



138

- Mtc 1€ phi cu thé do Hoi déng nhan dan tinh, thanh phé) truc thudc
Trung wong quyét dinh.

- Mién 1¢& phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi
thudc ho nghéo; ngudi khuyét tat.

- Phi cép ban sao Trich lyc khai tir (néu c6 yéu cau) thuc hién theo quy dinh
tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh.

1) Mau don, mau to khai:

+ T khai dang ky lai khai ttr (néu nop hd so theo hinh thie truc tiép);

+ Bicu mau dién tir twong tac dang ky lai khai tir (néu ndp ho so theo hinh
thirc tryc tuyén).

m) Yéu céu, diéu Kién thue hién thii tuc hanh chinh:

Vigc khai tu da duoc dang ky tai co quan co thAm quy,én cua Viét Nam
trude ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay ching tir déu bi
mat.

n)Can c& phap ly:

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pht quy dinh
chi tiét mdt so6 di€u va bié€n phap thi hanh Luat HJ tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé
Co s¢ dit li¢u ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phu sira doz

bé sung mot s6 dzeu ciia cdc nghi dinh lién quan dén viéc nop, xudt trinh s6 hé
khau, sé tam tri gzay khi thuc hién thu tuc hanh chinh, cung cdp dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phéap quy dinh
chi tiét thi hanh mot sd diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngdy 15/11/2015 ctia Chinh phti quy dinh chi tiét mot s6 diéu va bién phép thi hanh
Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua B6 Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh sb 87/2020/ND-
CP ngay 28/7/2020 ctua Chinh phu quy dinh vé Co sé dit liéu ho tich dién tu,
dang ky hd tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia B Tai chinh quy
dinh mirc thu, ché d6 thu, ndp, quan 1y va str dung phi khai thac, sir dung thong tin
trong co s& dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan 1a
ngudi gbe Viét Nam, 1é phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudng
dan vé phi va 18 phi thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh sira
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d6i, bd sung mot sd diéu cua Thong tu sb 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Ho1 déng nhan dan tinh, thanh phé) truc thuoc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, ndp, quan 1y va st
dung phi, I¢ phi trén dia ban tinh Hai Duong
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KHAI TU

Kinh guri: @ e

Ho, chit dém, t€n NEWOT YU CAU: .........oovvooo s

N OT CU UL B oo e oo e e e e e e e e e e s e s s oo

QuAN h& VOT NGUTT A8 CHEE: oo eee e eere e
Pé nghi co quan ding Ky lai khai tir cho ngudi c6 tén dwéi day:

Ho, chit A€M, T8I ......oooiiiiiiieeccee et et e e e et e et e e re e reennreeas
Ngay, thang, NAM STNN: ..ot

Gidi tinh:...........ooenel Dan toc: uvvveeeeiiieeeeee, QUOEC N oo

Da chét vao 10C: oo o8 (o SN phut, ngay ... thang ........... nam ................
INOT CREE: oottt oot es ettt

ba dang ky khai tirtai: © ... ngay .......... thang .......... nam ...
Gidy chung tir/Trich lIuc khai tirs6: © ..o, ,quyénsd: ©
To1 cam doan nhitng nd1 dung khai trén day la ding su that va chiu trach nhiém trudc phap
luat vé cam doan cua minh.
Lamtai: ...................... ,NEAY .......... thang ......... nam ...........
Ngudi yéu cau

(Ky, ghi r0 ho, chir dém, tén)
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Chu thich:

() Ghi 10 tén co quan dang ky lai khai tur.

) Ghi theo noi dang ky thuong tra; néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky
tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh song.

@ Ghi thong tin vé gidy to tily than nhu: ho chiéu, chimg minh nhan dan hogc gidy to hop 1¢ thay thé
(vi du: Chirng minh nhéan dan s6 001089123 do Cong an thanh pho Ha N¢i cap ngay 20/10/2004).

@ Truong hop chua x4c dinh dugc thi dé trng.

©®) Ghi 18 tén co quan da dang ky khai tir trude day.

(6 Chi khai trong trudng hop biét rd.

(P& nghi danh dau X vao 6 néu co yéu cau cap ban sao va ghi 15 s6 luong.
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17. Thu tuc xac nhan thong tin ho tich
a) Trinh ty thyuc hién:

- Néu lira chon hinh thirc nop hé so truc tiép, ngudi co yéu cau cap xac
nhan thong tin ho tich ndp ho so dé nghi cap xac nhén thong tin ho tich tai Bo
phan mot ctra cia UBND cip xi c6 tham quyén; ndp phi, 1¢ phi theo quy dinh
phap luat.

- Néu lya chon hinh thuec nop hd so truc tuyén, nguoi cd yéu cau cép Xac
nhan thong tin ho tich truy cap Cong dich vu cong qudc gia hodc Cong dich vu
cong tinh Hai Duong, dang ky tai khoan (néu chua co tai khoan), xac thuc
nguoi dung theo hudng dan, ding nhap vao hé thong, xac dinh dung Co quan
quan Iy Co s¢ dir liéu ho tich dién tir c6 tham quyén.

Nguoi c6 yéu cau cap xac nhan thong tin ho tich truc tuyén cung cap
thong tin theo biéu mau dién tir twong tic (cung cip trén Cong dich vu cong),
dinh kém ban chup hodc ban sao dién tir cac giéy to, tai li¢u lién quan dén noi
dung dé nghi xac nhan thong tin ho tich; ndp phi thong qua chirc ning thanh
toan truc tuyén hodc bang cach thirc khac theo quy dinh phéap luat, hoan tat viéc
nop ho so.

- Can bo tiép nhan hd so tai Bo phan mdt ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop hd S0 day da, hop 1€ thi tlep nhan ho so, c6 Phiéu hen, tra
két qua cho nguoi co yéu cau (neu ngudi cd yéu cau lya chon hinh thirc ndp hd so
truc tlep) hodc giri ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhin
hen tra két qua qua dién thoai di dong cho nguoi co yéu cau (neu nguoi co yéu
cau lua chon hinh thirc ndp hd so truc tuyén), dong thoi chuyén hd so dé cong
chtrc 1am cong tac ho tich xur 1y.

Sau khi tiép nhan ho so theo hinh thuc ndp truc tiép, can bo tiép nhan ho
so tai B0 phan mot ctra thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tu
trén hé thong thong tin, co sd dit liéu) va ky sé vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé so chua day du, hop 1€ thi c¢6 thong bao cho nguoi yéu
cau bd sung, hoan thi¢n hd so, néu rd loai glay to, noi dung can bd sung dé
nguoi co yéu cau bo sung, hoan thién. Sau khi ho so duoc bd sung, thyc hién lai
budc (i);

~ (iii) Truong hop ngudi c6 yéu cau cp xac nhan thong tin ho tich khong
bo sung, hoe‘m thién’du’qc h§ so thi bdo cdo Trudng bd phan mot cira co thong
bao tir choi giai quyét yéu cau xac nhan thong tin ho tich.

- Cong chire 1am cong tac ho tich tham tra hd so (thdm tra tinh thong nhat

hop 18 ctia cac thong tin trong ho so, gidy to, tai liéu do nguoi yéu cu ndp, xuit
trinh hoac dinh keém).

+ Trudng hop hod so can bo sung, hoan thién hoic khong du diéu kién giai
quyét, phai tur choi thi gui thong bao vé tinh trang ho so té1 BO phan mdt cira dé
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thong bao cho ngudi ndp hd so — thyuc hién lai bude (ii) hoic (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian di hen thi céng chirc lam cong tic
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu rd ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot ctra dé tra cho
nguoi cd yéu cau (neu nguoi cd yéu cau lya chon hinh thitc ndp hd so truc tiép),
hodc guri Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tur hodc gui tin
nhin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cd yéu cau lya
chon hinh thirc ndp hd so truc tuyén).

Truong hop can xac minh, cong chiic 1am cong tac ho tich bao cdo Thu
truong Co quan quan 1y Co s& dit lidu ho tich dién tir ¢6 vin ban dé nghi co
quan cong an, cac co quan khac co lién quan xac minh theo quy dinh tai Khoan
3 Piéu 13 Nghi dinh s 87/2020/ND-CP. Truong hop két qua xac minh khong
cé thong tin hodc thong tin khong théng nhat véi gidy t& nguoi yéu cau cung
cap thi tir chdi cAp Vian ban xac nhan théng tin ho tich.

Pbi voi yéu cau xac nhan thong tin ho tich cta cd nhan, néu thay thong
tin ho tich cia c4 nhan khong ¢ sy thay doi thi cong chirc 1am cong tac ho tich
b4o cdo Lanh dao UBND cap xi khong cAp Vin ban xac nhan thong tin ho tich
ma huéng dan nguoi yéu cau lam tha tuc cap ban sao Giéy khai sinh hoac bén
sao trich luc h tich twong tng, tru truong hop co quan, t6 chirc ¢ tham quyén
dé nghi cip van ban xac nhan dé giai quyét vu viéc lién quan dén ca nhan.

+ Néu thay ho so day du, hop 1é, ding quy dinh, thong tin trong Co s& dit
liéu ho tich dién tir va thong tin d& nghi xac nhén 13 dung, trudng hop tiép nhan hd
so cap xac nhan thong tin ho tich theo hinh thirc tryc tiép, thi cong chirc lam cong
tac ho tich in Vian ban xac nhan thong tin ho tich, trinh Lanh dao UBND cap xa ky,
chuyén t6i BO phan mot cira dé tra két qua cho ngudi cd yéu cau.

Trudng hop tiép nhan hd so xin cdp xac nhin thong tin ho tich theo hinh
thure truc tuyén, cong chure 1am cong tac ho tich gui lai biéu mau X4c nhan thong
tin ho tich dién tir véi thong tin day du cho nguoi yéu cau qua thu dién tir hodc thiét
bi s6.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, ddy du cia cac
thong tin trén biéu mau X4c nhan thong tin hd tich dién tir va xac nhan (téi da
mot ngay).

Néu ngudi co yéu cau xac nhan thong tin dd thdng nhat, diy du hoic
khong c6 phan hdi sau thoi han yéu cau thi cong chirc 1am cong tac ho tich in
Van ban xac nhan thong tin ho tich, trinh Lanh dao UBND cép xa ky cép Van ban
xac nhan thong tin ho tich, chuyén B phin mot cira tré két qua cho nguoi ¢ yéu
cau.

- Ngudi cd yéu cau cdp xac nhin thong tin ho tich duge nhan két qua theo
mot trong cac phuong thirc sau day:

+ Nhan ban dién tr Van ban xac nhan thong tin ho tich giri qua thu dién t,
Kho quéan 1y dit li€u dién tir cta t6 chirc, cad nhan do;
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+ Nhan ban dién tir Van ban xac nhan thong tin hd tich giri vao thiét bi sb,
thong qua phuong phap truyén s6 li¢u phu hop, ddm bdo an toan, bado mat thong tin;

+ Nhan két qua 1a Van ban xac nhan thong tin ho tich thong qua hé thong
buu chinh;

+ Nhan két qua 12 Van ban xac nhan thong tin ho tich tai co quan diang ky
ho tich.

b) Cach thirc thuc hién:

Ngudi cd yéu cau xac nhan thong tin ho tich truc ti€p thuc
hién hoac uy quyén cho ngudi khac thuc hién nép hd sd truc
ti€p tai BO phan mot clra cua UBND cdp xa hoac gui hd so qua
hé théng buu chinh hodc ndp hd so truc tuyén trén Céng dich vu
céng quéc gia (https://dichvucong.gov.vn) hodc Céng dich vu
cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

c) Thanh phan ho so:

- TS khai d& nghi xac nhan thong tin ho tich theo mau
(néu ngudi cé yéu cau lua chon ndp ho sd theo hinh thic truc
tiép);

- Bifu mau dién tu tuong tdc yéu ciu cip van ban xac
nhan thong tin hd tich (do ngudi yéu cau cung cap thong tin
theo hudng dan trén Cong dich vu cong, néu ngudi cé yéu cau
lura chon nOp ho6 sa theo hinh thitc truc tuyén);

- NguGi céd yéu cau xac nhan théng tin hd tich thuc hién
viéc ndop/xuat trinh (theo hinh thic truc ti€p) hoac tai Ién (theo
hinh thirc truc tuyén) cac giay td sau:

* Gidy to phai nop:
- Gidy t0, tai liéu c6 lién quan dén noi dung dé nghi xac nhan thong tin
ho tich;

- Van ban uy quyén (duoc chimg thuc) theo quy dinh cua phap luat trong
truong hop uy quyén thuc hién viéc xin cap xac nhan thong tin ho tich. Truong
hop nguoi duge uy quyén 1a ong, ba, cha, me, con, vg, chong, anh, chi, em rudt
clia ngudi iy quyén thi vin ban Gy quyén khong phai chimg thue.

* Gidy to phai xuat trinh:

- Ho chiéu hoic ching minh nhan dan hodc thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen cép,
con gia tri sir dung dé chimg minh vé nhan than cta ngudi cé yéu cau cap xac
nhan thong tin ho tich. Trudng hop cac thong tin c4 nhan trong cac gidy to ndy
da co trong Co s¢ dir li¢u quéc gia vé dan cu (CSDLQGVDC), Co s6 dir 1iéu ho
tich dién tir (CSDLHTDT), duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);
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- Gidy to ¢6 gid tri chitng minh thong tin vé cw trii trong truong hop co
quan quadn 1y Co sé div liéu hé tich dién tir khong thé khai thdc dwoc théng tin vé
noi cu tri cia c¢éng dan theo cdc phwong thire quy dinh tai khodn 2 Diéu 14
Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop
cac thong tin ve gidy to ching minh noi cu tri da dwoc khai thac tir Co so di
lieu quoc gia vé ddn cw bang cdc phirong thire nay thi nguoi c6 yéu cdu khéng
phdi xudt trinh (theo hinh thirc tric tiép) hodc tdi 1én (theo hinh thirc
triee tuyén).

Truong hop gui hd 50 qua he thong buu chinh thi phai giri kem theo ban
sao c6 chimg thuc céc gidy to phai xudt trinh néu trén.

* Luuy

- B06i vai gidy td ndp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thirc truc ti€p:

+ Ngudi ti€p nhan co trach nhiém kiém tra, ddi chiéu vdi
thdng tin trong td khai, chup lai hodc ghi lai thdong tin dé luu
trong ho so va tra lai cho ngudi xuat trinh, khong dugc yéu cau
nop ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky hd tich c6 thé ndp ban sao
ching thuc tir ban chinh hodc ban sao dugc cdp tir s6 gbc hodc
ban chup kém theo ban chinh gidy t& dé ddi chi€u. Trudng hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy tdg thi
ngudi ti€p nhén cd trdch nhiém kiém tra, d6i chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky n6p ban sao giay tg dé.

+ Ngudi ti€p nhan coé trach nhiém ti€p nhan duang, du ho
sd dang ky ho tich theo quy dinh cua phap luat ho tich, khong
dudc yéu cau ngudi dang ky ho tich nbép thém gidy t& ma phap
luat ho tich khong quy dinh phai nop.

- B6i véi giay tG gui kem theo néu ngudi yéu cau nop ho
sd theo hinh thic truc tuyén:

+ Ban chup cac gidy to gui kem theo h6 so cap xac nhan
thong tin ho tich truc tuyén phai bao dam ro nét, day du, toan
ven vé ndi dung, l1a ban chup bdng may anh, dién thoai hoac
dugc chup, dudc quét bang thiét bi dién tl, tir gidy t8 dudc cap
hop 1€, con gia tri sir dung.

+ Trudng hdp nhan két qua (Van ban xac nhan théng tin hd
tich) tai co quan dang ky ho tich, nguGi cd yéu cau cap xac nhan
thong tin hd tich xudat trinh gidy tG tuy than; ndop ban chup cac
giay tg, tai liéu co lién quan dén ndi dung dé nghi xac nhan
thong tin ho tich theo quy dinh phap luat ho tich. TruGng hdgp
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giay tg, tai liéu phai guii kém trong h6 sc cap xac nhan thong tin
ho tich truc ti€p hoac truc tuyén da cd ban sao dién tir hoac da
cO ban dién tur gidy td ho tich thi ngudi yéu cau dudc su dung
ban dién t nay.

- Gidy td do co quan cé thdm quyén cla nudc ngoai cép,
cong chirng hoac xac nhan dé s dung cho viéc dang ky ho tich
tai Viét Nam phai dugc hgp phap hda lanh su theo quy dinh cua
phap luéat, trir truéng hgp dudc mién theo diéu udc quioc t€ ma
Viét Nam la thanh vién.

d) S6 Iwong hd so: 01 bd

d) Thoi han giai quyét: 03 ngdy. Trudng hop phai kiém tra, xac minh thi
thot han c6 thé kéo dai nhung khong qua 10 ngay lam viéc.

e) Poi twong thue hién thi tuc hanh chinh: Co quan, t6 chirc, c4 nhan.

g) Co quan thuc hién tha tuc hanh chinh: Co quan quan ly Co s¢ dir
liu
ho tich dién tir (UBND cap x3).

h) Co quan phoi hgp: Co quan cong an, cac cd quan
khac cdé lién quan.

i) Két qua thuc hién thu tuc hanh chinh: Van ban xac
nhan thong tin ho tich.

k) Lé phi: 8.000 déng/Van ban xac nhan vé moét viéc ho
tich ctia cad nhan da dang ky.

- Mién 1¢& phi cho nguoi thudc gia dinh c6 cong voi cach mang; nguoi
thudc ho nghéo; ngudi khuyét tat.

1) M4u don, méu to Khai:

+ To khai dé nghi x4ac nhan thong tin ho tich (néu nop hd so theo hinh thirc
truc tiép);

+ Biéu mﬁu dién tur tuong tac yéu crﬁu cip vin ban xac nhan thong tin ho
tich (néu ndp ho so theo hinh thure tryc tuyén).

m) Yéu cau, diéu kién thuwc hién thi tuc hanh chinh: Khong c6

n) Can cir phap ly:

- Luat HO tich nam 2014;

- Nghi dinh s0 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiét mdt s6 di€u va bién phép thi hanh Luat HJ tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé
Co s¢ dir li¢u ho tich dién tir, dang ky ho tich truc tuyén;

- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii sia doi,
bo sung mot so diéu cua cac nghi dinh lién quan dén viéc nop, xudt trinh sé6 ho
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khau, s tam trii gicfy khi thyc hién thu tuc hanh chinh, cung cép dich vu cong;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua Bd Tu phap quy dinh
chi tiét thi hanh mot sd diéu ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat Ho tich;

- Théng tu sb 01/2022/TT-BTP ngay 04/01/2022 ctia B6 Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit liéu ho tich dién tu,
dang ky hg tich truc tuyén;

- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh quy
dinh mrc thu, ché d6 thu, ndp, quan 1y va str dung phi khai thac, st dung thong tin
trong co s& dir li¢u ho tich, phi x4c nhan co quéc tich Vi¢t Nam, phi x4c nhan la
ngudi gbe Viét Nam, 16 phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudéng
dan vé phi va 18 phi thuéc thAm quyén quyét dinh ctia Hoi déng nhan dén tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 caa Bo Tai chinh sta
d61, bd sung mot sd diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
ctia BO Tai chinh huéng dan vé phi va 1é phi thuéc thim quyén quyét dinh cua
Hoi dong nhan dan tinh, thanh phé tryc thudc Trung wong.
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18. Thii tuc cAp ban sao Trich luc hd tich
a) Trinh ty thue hién:

- Néu Iya chon hinh thirc - nop ho S0 tryc tiép, ngudi c6 yéu cau cap ban sao
Trich luc ho tich ndp hd so dé nghi cip ban sao Trich luc ho tich tai BO phan
mot cira/Trung tdm hanh chinh cong cia Co quan quan 1y Co sé dir liéu ho tich
dién ttr c6 tham quyén; ndp phi, 18 phi theo quy dinh phap luat.

Truong hop co quan, té chic c6 thim quyén dé nghi cap ban sao Trich
luc ho tich ctia c4 nhén thi giri van ban yéu cau néu 1d 1y do cho Co quan quan
Iy Co s¢ dir 1i€u ho tich dién ta.

- Néu lya chon hinh thirc ngp hé so triee tuyén, nguoti co yeu cau cdp ban
sao Trich luc ho tich truy cap Cong dich vu céng quéc gia hodc Cong dich vu
cong cdp tinh, dang ky tai khodn (neu chua co tai khoan), xdc thuc nguoi dung
theo hwéng dan, ding nhdp vao h¢é thong, xdc dinh ding Co quan qudn Iy Co s¢
dit liéu hé tich dién tir c6 tham quyén.

Nguroi co yéu cau cap ban sao Ti rich luc ho tich tric tuyén cung cdp
théng tin theo biéu mau dién tu tuwong tac cdp ban sao Gidy khai sinh, ban sao
Trich luc hé tich (cung cdp trén Cong dich vu céng), dinh kém ban chup hodc
ban sao dién tw cac giay to, tai liéu lién quan dén noi dung dé nghi cap ban sao
Trich luc ho tich, nop phi, Ié phi thong qua chirc nang thanh toan tryc tuyén
hodc bang cach thue khac theo quy dinh phap ludt, hoan tat viéc nop ho so.

- Can bo tiép nhan hd so tai Bo phan moét ctra ¢6 trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop hd so ddy du, hop 1¢ thi tiép nhan ho s0; néu tiép nhan ho

s0 sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi co yéu cau trong ngay lam viéc
tiép theo (néu ngudi c6 yéu cau lia chon hinh thirc ndp hd so truc tiép) hodc giri
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ngay Phiéu hen, trd két qua qua thi dién tur hodc guri tin nhdn hen tra két qua
qua dién thoqi di dong cho nguoi co yéu cau (neu nguoi ¢é yéu cau lwa chon
hinh thirc nép hé so truc tuyén); chuyén hod so dé cong chic 1am cong tac ho
tich xur ly.

- Sau khi tié'p nhdn hé so theo hinh thirc nop truyc tié}), can bo tiéb nhan
hé so tai BY phdn mot cira thuc hién 56 héa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co so dit liéu) va ky s vdo tai liéu, ho so gidi
quyét thi tuc hanh chinh dd dwoc sé héa theo quy dinh.

(it) Truong hop hé so chwa ddy di, hop I¢ thi co thong bdo cho nguoi yéu
cau bé sung, hoan thién hé so, néu ré logi gzay 10, noi dung can bé sung dé
nguoi co yéu cau bo sung, hoan thién. Sau khi hé so dugce bo sung, thuc hién lqi
buoc (i),

(iii) Truong hop nguoi cé yéu cdu cdp bdan sao Trich luc hé tich khéng
bo sung, hoan thién duoc ho so thi bdo cdo T ruong bo phan mot cira co thong
bdo tir choi gidi quyét yéu cau cdp ban sao Trich luc hé tich.

- Cong chuc 1am cong tac ho tich tham tra hd so (tham tra tinh thong nhat,
hop 1€ cua céac thong tin trong ho so, giay to, tai liéu do ngudi yéu cau ndp, xuat
trinh hoac dinh kém).

+ Trudng hop ho so can bd sung, hoan thién hoic khong du diéu kién giai
quy€t, phai tir choi thi giri thong bao vé tinh trang ho so td1 Bo phan mot ctra dé
thong bao cho nguoi ndp hé so — thuc hién lai budce (ii) hodc (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
ho tich lap Phiéu xin 15i va hen lai ngay tra két qua, trong do néu r6 ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo6 phan mét ctra dé tra cho
ngudi cd yéu cau (neu ngudi c6 yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc giti Phiéu xin 16i va hen lai ngdy tra két qua qua thu dién tir hodc gui tin
nhdin qua dién thoai di dong cho nguoi co yéu cau (néu nguoi cé yéu cau lira
chon hinh thirc nép ho so triec tuyén).

+ Néu thay ho so day du, hop 18, dung quy dinh, truong hop tiép nhan hd so
cép ban sao Trich luc hd tich theo hinh thirc truc tiép, thi cong chirc 1am cong tac
hd tich in ban sao Trich luc ho tich trinh Thu truéng Co quan quan ly Co so div
liéu ho tich dién tir kY, chuyén t6i B phan mdt cira dé tré két qua cho nguoi ¢o yéu
cau.

Truwong hop tiép nhdn hé so xin cdp ban sao Trich luc ho tich theo hinh
thikc truee tuyén, cong chire lam céng tdc hé tich givi lai ndi dung biéu mau Trich
luc hé tich dién tir trong 1eng voi thong tin day dii cho nguoi yéu cau qua thu dién
fir hodic thiét bi so.

Nguroi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di ciia cdc
thong tin trén biéu mau Trich luc ho tich dién tir va xac nhdn (toi da mot ngay).

Néu nguwoi c6 yéu cdp bdn sao Trich luc hé tich dd thong nhat, day di
hodc khong co phan hoi sau thoi han yéu cau thi cong chirc lam cong tac ho
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tich in ban sao Trich luc h¢ tich, trinh Thi truong Co quan quan Iy Co so dit
lieu ho tich dién tir ky, chuyén téi Bé phdn mét cira dé trd két qua cho nguoi cé
yéu cau.

- Nguoi co yéu cau ccfp ban sao Trich luc hé tich dwoc nhdan két qua theo
mot trong cdc phwong thirc sau ddy:

+ Nhan ban dién tw ban sao Trich luc ho tich gui qua thw dién tir, Kho
quan ly dit liéu dién tw cua to chirc, cd nhan do;

+ Nhdn ban dién tir ban sao Trich luc hé tich givi vao thiét bi sé, thong
qua phuong phap truyén so liéu phu hop, dam bao an toan, bao mdt thong tin;

+ Nhén két qua la ban sao Trich luc ho tich thong qua hé th(fng buu
chinh,

+ Nhdn két qua la ban sao Trich luc ho tich tai co quan dang ky ho tich.
b) Cach thirc thuc hién:

NgudGi cd yéu cau cap ban sao Trich luc hd tich truc ti€p
thuc hién hoac uy quyén cho ngudi khac thuc hién ndép ho so
truc ti€p tai BO phan moét clra/Trung tam hanh chinh céng cua
Cd quan quan ly Ca sd dir liéu ho tich dién ti hoac gui ho so
qua hé thdng buu chinh hodc nép hé so truc tuyén trén Céng
dich vu céng quéc gia (https://dichvucong.gov.vn) hodc Céng dich
vu cbng tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

c) Thanh phan ho so:

- TS khai d& nghi ban sao Trich luc hd tich theo mau trong
trudng hdp ngudi yéu cau la cd nhan hoac Van ban yéu cau cap
ban sao Trich luc ho tich néu ro ly do trong trudng hgp ngudi yéu
cau la co quan, td chirc (néu ngudi cé yéu ciu lua chon ndp hd
sd theo hinh thitc truc tiép);

- Biéu méu dién tu tuong téc cdp ban sao Gidy khai sinh,
ban sao Trich luc hd tich (do ngudi yéu cau cung cap théng tin
theo huéng dan trén Céng dich vu cbéng, néu ngudi cé yéu cdu
lua chon ndép ho sd theo hinh thurc truc tuyén);

- NguGi cé yéu cau cap ban sao Trich luc hd tich thuc hién
viéc nop/xuat trinh (theo hinh thic truc ti€p) hoac tai Ién (theo
hinh thirc truc tuyén) cac giay td sau:

* Gidy to phdi ngp:

- Van ban uy quyén theo quy dinh ctia phép luit trong trudng hop ty quyén
thyc hién yéu cau cap ban sao Trich luc ho tich. Truong hop ngudi duogce ¢ Uy quyén

la ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cia ngudi Gy quyén thi vin
ban Gy quyén khong phai ching thuyc.

* Gidy to' phdi xudt trinh:
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- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc
cac gidy t& khac c6 dan anh va théng tin ca nhan do co quan co tham quyen cp,
con gia tri stt dung dé ching minh vé nhan than cia ngudi co yéu cau cap xac
nhén thong tin hd tich. Truong hop cac thong tin ca nhan trong cac gidy to nay
da co trong Co s¢ dir liéu quoc gia vé dan cu (CSDLQGVDC), Co s6 dir liéu hd
tich dién tr (CSDLHTDT), duoc hé thong dién tw dong thi khong phai xuat
trinh (theo hinh thtrc tryc ti€p) hodc tai Ién (theo hinh thic truc tuyén);

Truong hop gui hé so qua hé tl}éng buu chinh thi phai gtri kém theo ban
sao cO chung thuc cac gidy to phai xuat trinh néu trén.

* Luu y

- DOi v@i gidy to nOp, xuat trinh néu ngudi yéu cau nop ho
sd theo hinh thirc truc ti€p:

+ DO6i vébi gidy td xuat trinh khi dang ky ho tich, ngudi tiép
nhan co trach nhiém kiém tra, d6i chi€u vdéi thong tin trong tG
khai, chup lai hoac ghi lai thong tin dé luu trong ho sd va tra lai
cho nguGi xuat trinh, khong dudgc yéu cau n6p ban sao hoac
ban chup giay tg dé.

+ Ngudi yéu ciu ding ky hd tich c6 thé ndp ban sao
ching thuc tir ban chinh hodc ban sao dugc cdp tir s6 gbc hodc
ban chup kém theo ban chinh gidy t& d€ d&i chiéu. Trudng hop
ngudi yéu cau nOp ban chup kem theo ban chinh gidy tg thi
ngudi ti€p nhén co trdch nhiém kiém tra, d6i chi€u ban chup
v@i ban chinh va ky xac nhan, khong dudc yéu cau ngudi di
dang ky n6p ban sao giay tg dé.

+ Ngudi ti€p nhan coé trach nhiém ti€p nhan duang, du ho
sd dang ky ho tich theo quy dinh cua phap luat ho tich, khong
dudc yéu cau ngudi dang ky ho tich nbép thém gidy t& ma phap
luat hd tich khong quy dinh phai nop.

- D6i vadi gidy to gui kem theo néu ngudi yéu cau nop hoé
sd theo hinh thdc truc tuyén:

+ Ban chup cac gidy to gui kem theo h6 so cap ban sao
Trich luc ho tich truc tuyén phai bao dam ré nét, day du, toan
ven vé ndi dung, la ban chup bdng may anh, dién thoai hodc
dugc chup, dugc quét bang thiét bi dién tu, tur gidy to duodc cap
hop 1é, con gid tri st dung; néu Ia gidy t& do co quan cé thdm
quyén nudc ngoai cap thi phai dugc hop phap hoa lanh su, dich
sang tiéng Viét theo quy dinh, tru truong hop dugc mién hop
phap hda lanh su.

+ Truong hop nhadn két qua (ban sao Trich luc hd tich) tai
cod quan dang ky ho tich, ngudi cé yéu cau cap ban sao Trich luc
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hé tich phai xuat trinh gidy to tuy than; ndép cac giay to, tai liéu
la thanh phan hé so cap ban sao Trich luc ho tich theo quy dinh
phap luat ho tich. Truong hop giady to, tai liéu phai gui kem trong
hé so cap ban sao Trich luc hé tich truc tiép hoac truc tuyén da
cO ban sao dién tu hoac da coé ban dién tu gidy td ho tich thi
ngudi yéu cdu duoc su dung ban dién tu nay.

d) So lwgng hd so: 01 bd

d) Thoi han giai quyet Ngay trong ngay tiép nhan ho so; truong hop nhan
ho so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc
tiép theo.

e) Poi twgng thue hién thii tuc hanh chinh: Ca nhan, t6 chirc

g) Co quan thyc hién thu tuc hanh chinh: Co quan quan 1y Co s¢ dir
lidu
hd tich dién tu.

h) Két qua thwe hién thi tuc hanh chinh: Ban sao trich luc ho tich

i) Lé phi: 8.000 dong/ban sao Trich luc/su kién hé tich da ding ky

- Mién 1¢& phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi
thudc ho nghéo; ngudi khuyét tat.

k) Mau don, miu to khai:

+ T& khai cAp ban sao Trich luc ho tich theo maxu’l d6i v6i trudng hop nguoi
yéu cau la cd nhan (néu ndp ho so theo hinh thirc truc tiép);

+ Van ban yéu cau cap ban sao trich luc hd tich néu r6 ly do trong truong
hop ngudi yéu cau 1a co quan, to chire (néu ndp hd so theo hinh thire tryc tiép);

+ Biéu mdu ho tich dién tw tiwong tac cdp ban sao Gidy khai sinh, ban sao
Trich luc ho tich (néu nop ho so theo hinh thirc truc tuyén).

1) Can c& phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s0 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiét mdt s6 di€u va bién phép thi hanh Luat HJ tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé
Co so dir lieu ho tich dién i, dang ky ho tich truc tuyén;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot s6 diéu cua Luat HO tich,vét Ngh,i diph so 123/2015/Nb-CP
ngay 15/11/2015 ctaa Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi hanh
Luat Ho tich;

- Thong te Sé: 01/2022/TT-BTP ngay 04/01/2022 cua B¢ Tw phdp quy
dinh chi tiet mot so diéu va bién phap thi hginh Nghi dinh so 87/2020/ND-
CP ngay 28/7/2020 cua ,Chl'nh phu quy dinh vé Co so dir liéu ho tich dién tu,
dang ky ho tich truc tuyén;
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- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan 1y va st dur}g phi khai thac, sir dung thong tin
trong co s& dir liéu ho tich, phj xac nhan c6 qudc tich Viét Nam, phi xac nhan 1a
nguodi goe Viét Nam, 1€ phi quoc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh hudng
dan vé phi va 1¢ phi thuc tham quyén quyet dinh cua Hoi dong nhan dan tinh,
thanh pho tryc thudc Trung wong;

- Thong tw sd 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sua
doi, bé sung mot so diéu ciia Thong tw so 85/2019/TT-BTC ngay 29/11/2019

ciia Bé Tai chinh hwéng dan vé > phi va l¢ phi thugc tham quyén quyét dinh ciia
Hoi dong nhan dan tinh, thanh phé truc thuéc Trung wong.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI
CAP BAN SAO TRICH LUC HOQ TICH

KA @U: (Dbt
Ho, chit dém, ten NEWOT YEU CAUL ...
INOT CU T )ttt ettt ettt et e b essese s ese et e s eseese s eneesenseneesens
GHAY 1O 1Y thANT ) Lot
Quan h¢ voi nguoi dugce cép ban sao Trich luc hQ tich: .......cooovviie,
Pé nghi co quan cip ban sao trich Tuc® ...,

cho nguoi c6 tén dwoi day:

HO, Chir A€, t€I: ....ooooiiiiiiiiie et e e et e e e ste e e e eree e e taeeeenraeeenes
Ngay, thang, NAM SINN: ......cciiiiiii et e e e eeaee s
Gidi tinh: ... Dan toc: ....ooooeeeeiiiie, Quéc tICh: oo,

NOT CU UL B) e et e e e e e e e e e e e eeeeee e aaeeeeeaeeseeesesaeeeeeeeaseseeeseasesseeeeseaasees

S6 dinh danh ¢4 NHAN (NEU CO): vevveeeeeeeeeeeeeeeeeeee e e eee e eee e eeeeae

DA GANG KY 111 ) .ot ettt ettt

To61 cam doan nhiing nd1 dung khai trén day la ding sy that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.

Lam tqi: .....ccoveeeeeeeiaanne , ngay ... thang ...... nam ..........
Nguwoi yéu cau
(ky va ghi ro ho, chir dém, tén)
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Chu thich:

() Ghi tén co quan dé nghi thuc hién viéc cAp ban sao Trich luc ho tich.

() Ghi theo noi dang ky thuong tri; néu khong c6 noi ding ky thudng tra thi ghi theo noi ding ky
tam tr(; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh
song.

3) Ghi thong tin vé gidy to tiy than cta ngudi di dang ky, ghi 13 sb, co quan cap, ngy cip hod
chiéu, chimg minh nhan dan hoic gidy to hop 18 thay thé

Vi du: Chtrng minh nhan dan s4 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2004.

) Ghi 13 loai viéc ho tich da ding ky trude déy, nay dé nghi cap ban sao Trich luc ho tich.

) Ghi 10 tén co quan da dang ky ho tich trudc day.

Vi du: Uy ban nhan din phuong Dién Bién, quan Ba Dinh, thanh phb Ha Noi.

Uy ban nhan dan quan Hoan Kiém, thanh phd Ha Noi
S¢ Tu phap tinh Hoa Binh
6 Ghi 1 s6 lugng ban sao dé nghi cip.

1. Thii tuc giai quyét yéu cau boi thuwong tai co quan true tiép quan 1y
nguwoi thi hanh cong vu gay thi€t hai

a)Trinh tu thuc hién

-Tiép nhan va xir 1y ho so;

- Thu ly ho so;

- Clr nguoi giai quyét boi thuong;

- Tam tng kinh phi boi thudng thiét hai;

-Xac minh thiét hai;
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-Thuong luong viéc boi thuong;

- Ra quyét dinh giai quyét boi thuong (sau khi ra quyét dinh giai quyét boi
thuong, co quan truc tlep quan ly nguoi thi hanh cong vu gay thiét hai phai lap ho
so d& nghi cap kinh phi bdi thuong dén co quan tai chinh c6 tham quyén dé dé nghi
cap kinh phi boi thuong va chi tra tién bdi thudng cho ngudi yéu cau boi thuong).

b) Céch thurc thuc hién:

- Nguoi yéu cau boi thuong co thé ndp hd so truc tiép tai B0 phan tiép
nhan hd so va tra két qua cip xa noi co tru s& co quan giai quyét boi thuong
hoac qua hé thong buu chinh.

- Nguoi yéu cau boi thudng nhan quyét dinh giai quyét boi thuong ngay
tai budi thuong luong.

¢) Thanh phan ho so:

- Trudong hop nguoi bi thiét hai truc tiép yéu cau boi thuong thi hé so yéu
cau boi thuong (sau day goi la hd so) bao gdm: Vin ban yéu cau bdi thudng;
Vin ban 1am cin ctr yéu cau boi thudng, trir truong hop nguoi bi thiét hai khong
duoc guri hodc khong thé co vin ban lam cin clr yéu cau boi thuong; Gidy to
chirng minh nhan than ctia nguoi bi thiét hai; Tai liéu, ching ctr ¢6 lién quan dén
viéc yéu cau boi thuong (néu co).

- Trudng hop ngudi yéu cau boi thuong 1a ngudi thira ké (néu c¢6 nhidu
nguoi thira ké thi nhirng nguoi thira ké do phai cir ra mot nguoi dai dién) hoac la
nguoi dai dién cia nguoi bi thiét hai thi ngoai cac tai liéu quy dinh tai cac diém
a, b va d khoan 1 Piéu 41 Luat TNBTCNN niam 2017, hd so con phai cé céc tai
liéu sau day: Gidy to chimg minh nhan than ctia nguoi thira ké, nguoi dai dién
clia ngudi bi thiét hai; Van ban Gy quyén hop phap trong truong hop dai dién
theo uy quyén; Truong hop nguoi bi thiét hai chét ma c6 di chuc thi ngudi yéu
cau bodi thuong phai cung cap di chuc, truong hop khong c6 di chic thi phai co
van ban hop phap vé quyén thira ké.

Truong hop ngudi yéu cau bdi thudng truc tiép ndp ho so thi cac gidy to,
tai li¢u va ching ctr quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2 Diéu 41
Luat TNBTCNN nam 2017 14 ban sao nhung phai c6 ban chinh dé ddi chiéu;
truong hop ngudi yéu cau bdi thuong gii hd so qua dich vu buu chinh thi cac
gidy t0, tai lidu va ching ctr quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2
Diéu 41 Luat TNBTCNN niam 2017 14 ban sao c¢6 ching thuc theo quy dinh cua
phap luat vé chung thuc.

d) Thoi han giai quyét hd so:

- Trong trudng hop nguoi yéu cau bdi thudng nop hé so truc tlep, co quan
giai quyét boi thu’ong tiép nhan ho 50, ghl vao s6 nhan ho so va cip gidy xac
nhan d3 nhin hd so cho ngudi yéu cau bdi thuong. Trudng hop hd so dugc giri
qua dich vu buu chinh th1 trong thoi han 02 ngay lam viée ké tir ngay nhan dugc
hd so, co quan giai quyet bdi thudng phai théng bao bang van ban vé viéc nhan
hd so cho nguoi yéu cau bdi thuong. Trong thoi han 05 ngay lam viéc ké tur
ngay nhan duogc hd so, Thu trudng co quan giai quyét boi thuong co thé yéu cau
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ngudi yéu cau bodi thuong bd sung hd so trong trudng hop hd so chua day du
theo quy dinh tai khoan 1 va khoan 2 Diéu 41 cta Luat TNBTCNN nam 2017.
Trong thoi han 05 ngay lam viéc ké tir ngay nhan dugc yéu cau ctia Thu truong
co quan giai quyét bdi thu’orng, ngudi yéu cau bdi thuong phai bd sung hd so.
Khoang thoi gian c6 su kién bat kha khang hodc tré ngai khach quan theo quy
dinh cua B0 luat Dan sy khong tinh vao thoi han quy dinh tai khoan nay.

- Trong thoi han 02 ngay lam viéc ké tir ngdy nhan dugc ho so hop 18 theo
quy dinh tai Diéu 41 cta Luat Trach nhiém bdi thuong cua Nha nude nim 2017
(Luat TNBTCNN niam 2017), co quan giai quyét bdi thuong phai thy 1y hd so va
vao so thy 1y.

- Trong thoi han 02 ngdy lam viéc ké tir ngay thu 1y hd so, co quan giai
quyét boi thuong phai cir nguoi giai quyét bdi thudng.

- Trudng hop, ngudi yéu cau boi thuong dé nghi tam tng kinh phi bdi
thuong theo quy dinh tai diém e khoan 3 Diéu 41 cta Luiat TNBTCNN nim
2017,co quan giai quyét bdi thuong tién hanh tam tng kinh phi bdi thudng ddi
vo1 nhitng thiét hai quy dinh tai khoan 1 Diéu 44 TNBTCNN nam 2017. Cu thé,
tho1 han thuc hi¢n tam ung kinh phi boi thuong dugc thuc hi¢n nhu sau: (1)
Ngay sau khi thu 1y ho so, nguoi giai quyét boi thudng co trach nhiém xac dinh
gia tri cac thi€t hai quy dinh tai khoan 1 Piéu 44 TNBTCNN nim 2017 va dé
xuat Tha truéong co quan giai quyét b01 thuong viéc tam Ung kinh phi boi
thuong va mirc tam tng cho nguoi yéu cu b01 thuong; (2) Trong thoi han 05
ngay lam viéc ké tr ngdy nhan duoc dé xuét, néu con du toan quan ly hanh
chinh dugc cap co tham quyén giao, co quan giai quyét bdi thuong phai hoan
thanh viéc tam ng kinh phi va chi tra cho nguoi yéu cau bdi thuong. Truong
hop khong con du dy toan quan Iy hanh chinh dugc cap co tham quyén giao,
trong thoi han 02 ngay lam viéc ké tir ngay nhan dugc dé xuat, Thu truong co
quan giai quyét bdi thuong c6 van ban dé nghi co quan tai chinh co thAm quyén
tam Ung kinh phi dé chi tra cho nguoi yéu cau b01 thuong. Co quan tai chinh c6
trach nhiém cép kinh phi cho co quan giai quyet bdi thudng trong thoi han 07
ngay lam viéc ké tir ngay nhén dugc van ban dé nghi, co quan tai chinh c6 tham
quyén c6 trach nhiém cép kinh phi cho co quan giai quyét boi thudng. Thu
truéong co quan giai quyét boi thuong quyét dinh mirc tam ng cho nguoi yéu
cau bdi thuong nhung khéng dudi 50% gid tri cac thiét hai quy dinh tai khoan 1
Diéu 44 TNBTCNN nam 2017.

- Trong thoi han 15 ngay ké tir ngay thu Iy hd so, nguoi giai quyét bdi
thudng phai hoan thanh viéc xac minh thiét hai. Trudong hop vu viée giai quyét
yéu cau bdi thudng c6 nhiéu tinh tiét phuc tap hodc phai xac minh tai nhiéu dia
diém thi thoi han xac minh thiét hai 1 30 ngay ké tir ngay thy 1y ho so. Thoi han
x4c minh thiét hai c6 thé dugc kéo dai theo thoa thudn gitta ngudi yéu cau boi
thudng va ngudi giai quyét boi thuong nhung t6i da 1a 15 ngay ké tir ngay hét
thoi han quy dinh tai khoan nay. Trong thoi han 03 ngay lam viée ké tir ngay két
thiic viéc xac minh thiét hai, ngudi giai quyét boi thuong phai hoan thanh bao
c40 xac minh thiét hai 1am cin ct dé thuong luong viéc boi thuong.

- Trong thodi han 02 ngdy lam viéc ké tir ngay hoan thanh béo céo xac
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minh thiét hai, co quan giai quyét boi thuong phai tlen hanh thuong lugng viéc
bdi thuong. Trong thoi han 10 ngay ké tir ngay tién hanh thuong lugng, viée
thuong luong phai dugc hoan thanh. Truong hop vu viée giai quyet yéu cau boi
thudng c6 nhiéu tinh tiét phuc tap thi thoi han thuong lugng t6i da 1a 15 ngay.
Thoi han thuong luong o thé dugc kéo dai theo thoa thuan gilta nguoi yéu cau
bdi thuong va ngudi giai quyét boi thudng nhung t6i da 1a 10 ngay ké tir ngay
hét thoi han quy dinh tai khodn nay.

- Ngay sau khi c6 bién ban két qua thuong lugng thanh, Thu truong co
quan giai quyet bdi thuong ra quyet dinh giai quyét boi thuong va trao cho
ngudi yéu cau boi thuong tai budi thu:(mg lugng. Truong hop ngu’oq yeu cau bdi
thuong khong nhan quyet dinh giai quyét b01 thuong thi ngudi giai quyét bdi
thudng 1ap bién ban vé viéc khong nhan quyét dinh. Bién ban phai co chir ky
cua dai dién cac co quan tham gia thuong lugng. Bién ban phai néu rd hau qua
phap ly cua viéc khong nhén quyét dinh giai quyét bdi thudong theo quy dinh tai
diém & khoan 1 Piéu 51 cua Luat TNBTCNN nam 2017. Co quan giai quyét boi
thudng phai giri cho ngudi yéu cau bdi thuong trong thoi han 05 ngay lam viée
ké tir ngdy 1ap bién ban.

d) Co quan thyc hién thu tuc hanh chinh: Co quan giai quyét bdi thuong 13
co quan truc tiép quan 1y ngudi thi hanh cong vu giy thiét hai trong hoat dong
quan 1y hanh chinh quy dinh tai Piéu 33 ctia Luat TNBTCNN nam 2017 & cap
xa.

e) Déi twong thuc hién thi tuc hanh chinh: Nguoi yéu cau bdi thuong theo
quy dinh tai khoan 3 Piéu 3 Luat TNBTCNN nam 2017.

g) Tén mau don, miu to khai: Vin ban yéu cau bdi thuong (MAu
01/BTNN ban hanh kém theo Thong tu s6 04/2018/TT-BTP.

h) L¢ phi: khong.

i) Két qua thuc hién thi tuc hanh chinh: Quyét giai quyét bdi thudng.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Thu tuc hanh chinh
dugc thuc hién khi ¢c6 mot trong cac can clr sau day:

- C6 mot trong cac can cr xac dinh hanh vi trai phap luat cua nguoi thi
hanh cong vu gay thiét hai va yéu cau boi thudng twong tmg quy dinh tai khoan 2
Diéu 7 Luat TNBTCNN nim 2017;

- C6 thiét hai thuc té cua nguoi bi thi¢t hai thudc pham vi trach nhiém boi
thuong cua Nha nudc theo quy dinh ciia Luat TNBTCNN nam 2017,

- C6 mdi quan h¢ nhan qua gitra thiét hai thuc té va hanh vi gay thiét hai.

1) Céan cu phap 1y cua thu tuc hanh chinh:

- Nghi dinh s6 68/2018/ND-CPngay 15 thang 05 nam 2018 ctia Chinh phu
quy dinh chi tiét mot s Pidu va bién phap thi hanh Luat Trach nhiém bdi
thuong ctia Nha nudc;

- Théng tu s6 04/2018/TT-BTPngay 17 thang 5 nam 2018 cua Bo Tu
phap ban hanh mdt s6 biéu miu trong cong tac boi thuong nha nudc.
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MAu 01/BTNN
(Ban hanh kém theo Théng tw sé 04/2018/TT-BTP ngay 17/5/2018)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

VAN BAN YEU CAU BOI THUONG

biachi: ... (B) e

S8 di8N thoal (U COY:. vttt
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Can cu
e, (6) e, (néu co)
- Hanh vi gy thiét hai ctia nguoi thi hanh cong vu gy thiét hai:..............

Trén co s& do, toi d& nghi Quy co quan xem xét, giai quyét bdi thudng
thi¢t hai theo quy dinh cua Luat Trach nhiém boi thuong cia Nha nudce, bao
gdm cac ndi dung sau:

I. THIET HAI YEU CAU BOI THUONG (7)

1. Thiét hai do tai san bi xadm pham (néu c0), cach tinh, muc yéu cau bdi
thuong

2. Thiét hai do thu nhap thuc t& bi mat hodc bi giam sut (néu c0), cach
tinh, muc yéu cau bdi thuong

3. Thiét hai vé& vat chat do ngudi bi thiét hai chét (néu o), cach tinh, mirc
yéu cau bdi thuong

4. Thiét hai vé vat cht do strc khoe bi xam pham (néu c0), cach tinh, muc
yéu cau bdi thuong

6. Céc chi phi khac dugc boi thuong (néu c0), cach tinh, mtc yéu cau boi
thuong

Tong so tién yéu ciu boi thuwdng: ...........oooveviveeeieeeeeeeeeeeen. (d6ng)
(VB DANG CRIF: ... )

II. PE NGHI TAM UNG KINH PHi BOI THUONG (néu c6)

1. Kinh phi dé nghi tam tng

Can ctr quy dinh tai Diéu 44 Luat Trach nhiém bdi thuong cua Nha nudec,
t61 d& nghi duoc tam tng kinh phi bdi thudng di véi cac khoan sau:
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1.1. Thiét hai vé tinh than

S6 118N A& Nghi taM TNE 1A% ...veeeeeeeeeeeeeeeeeeee e, dong
(VIBt DANG CRIE: ... )

Tai lidu, chimg ctr kém theo (18U CO):...nvrveeeeeeeeeeeeeeeeeeeeeee e,
1.2. Thiét hai khac c6 thé tinh dugc ngay ma khong can xac minh: ....(8)
S6 t1én A& nghi tam UNE 1A:.......ovoeeieeeeeeeeeeeee e dong
(VIBt DANG CRIE: ... )

Tai lidu, chimg ctr kém theo (18U CO):....uvvmeeieeeeeeeeeeeeeeeeeeeeeeeee s

1.3. Tong s6 tién d& nghi tam GNE: .........coovvevvneveereeeeeeeenn....d0ONE.

(VIBt DANG CRIE: ... )

2. Thong tin ngudi nhan tam tng kinh phi bdi thuong:

-Hovaténi.. .ol D) e
- Giy to ching minh nhan than: ....................... (10) e
-DPi1achi: oo (1) e,

- Phuong thirc nhan tam tng kinh phi bdi thudong

I1I. CAC NQI DUNG KHAC CO LIEN QUAN

1. Bé nghi thu thap van ban 1am cin ¢t yéu ciu bdi thudng (néu co)

Dé nghi Quy Co quan xem xét, giai quyét bdi thudng cho t6i/...(15).. theo
quy dinh cua phap luat.

Ngudi yéu cau boi thuong (17)

DANH MUC GIAY TO, TAI LIEU GUI KEM (néu co):
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Huwdng din siv dung Mdu 01/BTNN:

(1) Ghi tén co quan giai quyét bdi thuong 1a co quan truc tiép quan 1y
nguoi thi hanh cong vu gay thiét hai.

(2) Néu nguoi yéu cau bdi thuong 1a ca nhan nguoi bi thiét hai thi ghi ho
tén cuia nguoi bi thi¢t hai hodc nguot dai di¢n theo uy quyén cua nguoi bi thiét
hai; d6i v6i trudng hop nguoi bi thiét hai chét thi ghi ho tén nguoi thira ké cua
ngudi bi thiét hai; dbi voi truong hop ngudi yéu cau boi thuong 1a ngudi chua
thanh nién, nguoi mét nang luc hanh vi dan sy, nguoi han ché nang lyc hanh vi
dan su, nguoi ¢6 kho khan trong nhan thirc 1am cha hanh vi thi ghi ho tén, dia
chi ctia ngudi dai dién theo phap luat cta ca nhan d6; néu ngudi yéu cau boi
thudng 13 to chire thi ghi tén to chitc va ghi ho, tén ctia ngudi dai dién theo phap
luét cua t6 chuc do.

(3) Ghi sd, ngay cap, noi cip chimg minh nhin dan hodc cin cudc cong
dan hodc ho chiéu hoic gidy to twong tmg clia ca nhan ngudi yéu cau bdi thuong
la nguot bi thi¢t hai hodc nguoi dai dién theo phap luat cua nguoi bi thiét hai
trong trrong hop nguoi bi thi€t hai 1a ngudi thudc truong hop phai c6 nguoi dai
dién theo phap luat theo quy dinh ctia Bo lut dan su. Trudng hop ngudi yéu cau
boi thuong 1a nguoi thira ké cua nguoi bi thi¢t hai hodc nguot dai dién theo uy
quyén ctia ngudi bi thiét hai thi ngoai gidy t& chimg minh nhan than c4 nhan cta
ngudi yéu cau bdi thudng can ghi thém vin ban iy quyén hop phap trong truong
hop dai dién theo iy quyén; di chuc trong trudng hop ngudi bi thiét hai chét ma
c6 di chiic, truong hop khong c6 di chiic thi phai co vian ban hop phéap vé quyén
thira ké; truong hop c6 nhiéu ngudi thira ké thi phai ¢6 gidy to chirg minh nhan
than cua nguoi duge cir lam dai dién va van ban hop phap vé viée duge ctr lam
dai dién cho nhitng ngudi thira ké con lai.

Truong hop ngudi yéu cau bdi thuong 1a t6 chirc thi ghi sb, ngay cip, noi
cdp mot trong cac gidy to sau: Quyét dinh thanh lap, Gidy ching nhan ding ky
doanh nghiép, Gidy ding ky ho kinh doanh, Gidy ching nhan diang ky dau tu,
gidy phép hodc cac gidy to c¢6 gia tri nhu gidy phép theo quy dinh cta phap luat
chuyén nganh.

(4) Néu ngudi yéu cau boi thuong 1a ca nhan thi ghi day du dia chi noi cu
tra tai thoi diém ndp van ban yéu cau bdi thudng; néu ngudi yéu cau bdi thuong
1a co quan, t6 chirc thi ghi dia chi tru s& chinh cta co quan, to chtc d6 tai thoi
diém nodp van ban yéu cau bdi thuong.

(5) Ghi moét trong cac truong hop:



163

- Truong hop ngudi yéu cau boi thuong 1a ngudi bi thiét hai thi ghi:
“ngudi bi thiét hai”;

- Truong hop ngudi bi thiét hai chét thi ghi: “nguoi thira ké cia.... (néu
tén cua nguoi bi thi¢t hai)..... ;

- Trudng hop c6 nhiéu nguoi thira ké thi ghi: “ngudi dai dién cho nhiing

2

nguoi thira ké cua ... (n€u tén cua nguoi bi thiét hai)..... .

- Trudng hop 6 chire bi thiét hai d& cham dit ton tai thi ghi: “dai dién cho
..(néu tén t6 chirc ké thira quyén, nghia vu)... ké thira quyén va nghia vu
cua....(néu tén td chirc bi thiét hai d3 chAm dut ton tai) thuc hién quyén yéu cau
bdi thudong”;

- Truong hop phai c6 nguoi dai dién theo phap luat theo quy dinh cta Bo
luat dan sy thi ghi: “nguoi dai dién theo phéap luat cua .... (néu tén cuia nguoi bi
thiét hai).....”;

- Truong hop Uy quyén thuc hién quyén yéu cau boi thuong thi ghi:
“ngudi/phap nhan dugc ........ (n€u tén cuia nguoi bi thi¢t hai hodc nguoi thira ké
cua nguoi bi thiét hai trong truong hop nguoi bi thi¢t hai chét hodc t6 chirc ké
thira quyén, nghia vu cua td chirc bi thiét hai dd chAm dat ton tai hodc nguoi dai
dién theo phdp luat cua nguoi bi thi¢t hai thude truong hop phai cd nguoi dai
dién theo phép luat theo quy dinh cua Bo luat dan sy) ay quyén thuc hién quyén
yéu cau bdi thuong”.

(6) Ghi tén vin ban 1am cin cir yéu cau boi thudng (s6 hiéu, ngay thang
nam ban hanh, co quan ban hanh va trich yéu cta vin bén).

(7) Ghi tirng loai thiét hai cu thé, cach tinh va mirc yéu cau boi thuong
theo quy dinh twong tng tir Diéu 22 dén Piéu 28 Luat Trach nhiém bdi thuong
cua Nha nudc.

(8) Ghi rd loai thiét hai nao dé nghi tam tng.

(9) Ghi ho tén nguoi nhan tam tng kinh phi bdi thuong.

(10) Ghi s, ngay cip, noi cp chirng minh nhan dan hoic cin cudc cong
dan hodc ho chiéu hodc loai gidy to twong tng ctia ngudi nhan tam tng kinh phi
bdi thudng.

(11) Ghi noi cu tra ctia ngudi nhan tam Gng kinh phi boi thuong.

(12) Ghi phuong thirc nhan tam tng kinh phi bdi thudng: nhan truc tiép
bang tién mat hodc nhan qua chuyén khoan. Truong hop nhan qua chuyén khoan
ghi 15 s6 tai khoan, chu tai khoan, noi mé tai khoan cta nguoi nhan tién tam tng
kinh phi bdi thuong.

(13) Truong hop nguoi yéu cau bdi thuong khong co kha ning thu thap



164

van ban 1am cdn ct yéu cau bdi thudng thi ghi rd tén van ban va dija chi thu thap
van ban do.

(14) Ghi rd yéu cu cua minh vé viéc co quan giai quyét boi thuong thuc
hién viéc phuc hdi danh du.

(15) Truong hop to chitc yéu cau bdi thudng thi ghi tén to chirc.
(16) Ghi dia diém lam vian ban yéu cau boi thuong (vi du: Ha Noi).

(17) Trudng hop 13 ca nhan thi ky va ghi rd ho tén hodc diém chi; Truong
hop 14 t6 chire thi nguoi dai dién theo phap luat cua to chire d6 ky, ghi 16 ho tén,
chtrc vu va déng dau.

(18) Ghi tén tai liéu, chirng ctr chimg minh cho nhirng thi¢t hai ma nguoi
yéu cau bdi thuong dé nghi Nha nudc bdi thuong. Cac tai liéu nén danh s thi
tu.

I1I. LINH VU'C CON NUOI
1. Pang ky viéc nuéi con nudi trong nudc
a) Trinh ty thue hién3:

- Trueong hop cong dan Viét Nam c6 nguyén vong va di diéu kién nhdn
con nudi theo quy dinh ciia Ludt Nudi con nudi nhung chwa tim dwoc tré em dé
nhdn lam con nudi thi dang ky nhu cau nhdn con nudi véi Sé Tu phdp noi nguwoi
do thuong tru. Néu c6 tré em de gi01 thi¢u lam con nuoi thi So Tu phdp gioi
thiéu den Uy ban nhdn dan cdp xd noi déng tru sé co s6 nuéi duéng dé xem xét,

giai quyet
- Ngudi nhan con nudi ndp hd so ciia minh va ciia ngudi duge nhan lam
con nudi tai Uy ban nhan dan cap xa.

+) Pdi v6i truong hop tré em md coi khong cd nguoi nudi dudng hodc tré
em c6 cha me dé, nguoi than thich nhung khong ¢é kha nang nu6i dudng duoc
nhan lam con nudi, ndp hd so tai Uy ban nhan dan cép xa noi1 nguoi dugc nhan
lam con nuoi thuong tra;

+) Péi véi truong hop cha duong hoidc me ké nhan con riéng ciia vo hodc
chdng 1am con nudi; o, cau, di, chd, bac rudt nhan chau lam con nu6i, nop ho
so tai Uy ban nhan dan cdp x4 noi cu tri cia nguoi nhan con nudi hodc cua
nguoi duge nhan lam con nuodi;

+) D61 vo1 trudong hop tré em bi bo ro1 chua chuyén vao co s¢ nudi dudng
dugc nhan lam con nuoi, ndp ho so tai Uy ban nhan dan cap xa noi 1ap bién ban
xac nhan tinh trang tré em bi bé roi;

3 Phén in nghiéng 14 ndi dung thay déi.
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+) D01 véi truong hop tré em & co s nudi dudng duge nhan lam con
nudi, ndp ho so tai Uy ban nhan dan cap xa noi co tru sé cua co s nudi dudng;

- Cong chire tu phap — ho tich kiém tra ho so;

Khi kiém tra hd so, cong chirc tu phap ho tich phai nghién ctru, tim hiéu
tam tu, nguy¢n vong va hoan canh cta nhitng nguoi lién quan. Truong hop
nguoi duge nhan lam con nuoi c6 cha me d¢, thi cong chirc tu phap - ho tich
kiém tra viéc cha me dé co6 thoa thuan voi cha me nudi dé giir lai quyén, nghia
vu d6i vé6i con va céach thire thuc hién quyén, nghia vy d6 sau khi da cho lam
con nuoi.

- Cong chtc tu phap — ho tich 14y ¥ kién cuia nhimg ngudi c6 lién quan;
Khi iy ¥ kién ctia nhitng ngudi lién quan, cong chire tu phap ho tich phai:

1) Tu van dé tré em tiép tuc dugc cham soc, nuoi dudng, gido duc phu hop
voi diéu kién va kha nang thuc t€ cua gia dinh;

i) Tu vin ddy di cho cha me dé hodic nguoi gidm ho vé muyc dich nuoi
con nuoi; quyen va nghla vu phat sinh gitta cha me nu6i va con nudi sau khi
dang ky nudi con nudi; vé viéc cha me dé s€ khong con cac quyen nghia vu
cham soc, nuodi dudng, cap dudng, dai dién theo phap lut, boi thuong thiét hai,
quan 1y, dinh doat tai san riéng d6i voi con di cho 1am con nudi néu cha me dé va
cha me nuoi khong c6 thdéa thuan khéc;

111) Giai thich cho nhitng nguoi lién quan vé quyén thay doi y kién dong y
trong thoi han 15 ngay ké tir ngay dugc lay y kién dong y. Hét thoi han nay,
nhirng nguoi lién quan khong duoc thay doi ¥ kién vé viéc cho tré em lam con
nuoi;

- Uy ban nhan dén cap xa t6 churc dang ky nuo6i con nuoi, trao Gidy ching
nhan nudi con nudi trong nudc cho cha me nudi, cha me dé hodc nguoi gidm ho
hoac dai dién co s& nuoi dudng, to chirc giao nhan con nudi va ghi vao S6 dang
ky viéc nudi con nudi;

- Truong hop tir chdi ding ky, Uy ban nhan dan cap xa phai tra 161 bang
van ban cho nguoi nhan con nudi, cha me dé hodac ngudi gidm hd hodc dai di¢n
co s& nudi dudng.

b) Cach thirc thye hién: Tryc ti€p tai Uy ban nhan dan cap xa.

¢) Thanh phan ho so*:

Ho so cuangwoinhdn con nuoi:

-Don xin nhdn con nudi trong nuoc;

- Ban sao HO chiéu, Chiing minh nhan dan hodc giady td c6 gia tri thay thé;

- Phiéu 1y lich tu phép;

4 Phan in nghiéng 14 ndi dung thay déi.
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- Van ban xdc nhan tinh trang hon nhan:

+ Truong hop nguoi nhan con nudi la cap vo chong nhdn con nuéi: Gidy
chung nhan két hon.

+ Truong hop nguoi nhdn con nuoi la nguoi doc than nhdn con nuoi:
Gidy xdc nhdn tinh trang hon nhan.

- Giay kham surc khoe do co s¢ y t€ cap huyén tro 1én cap;

- Van ban xac nhan hoan canh gia dinh, tinh trang cho ¢, di€u ki¢n kinh té
do UBND cap xa noi ngudi nhan con nudi thuong tra cap.

- Truong hop nguoi nhdn con nuoi 6 nguyén vong va du diéu kién nhan
con nudi theo quy dinh nhung chua tim duoc tré em dé nhdn lam con nuédi: Pon
dang ky nhu cau nhdn tré em song & co sé nudi dwdng lam con nudi.

Hoé so ciiangwoidwocnhdnlam con nuéi:

- Giay khai sinh;

- Gidy kham strc khoe do co quan y té cAp huyén tré 1én cip;

- Hai anh toan than, nhin thang chup khong qua 06 thang;

- Bién ban x4c nhan do Uy ban nhan dan hodc Cong an cap x4 noi phat
hién tré bi bo roi 1ap doi voi tré em bi bo roi; Gidy ching tur cua cha de, me dé
hodc quyet dinh cua Toa an tuyén bd cha d¢, me dé cua tré em 1a da chét d6i voi
tré em mo cdi; quyét dinh cua Toa an tuyén b cha dé, me dé ciia nguoi duoc
gidi thiéu 1am con nudi mat tich dbi voi ngudi dugc gisi thiéu lam con nudi ma
cha dé, me dé mat tich; quyét dinh ctia Toa an tuyén bo cha dé, me dé ciia nguoi
dugc gio1 thi¢u lam con nudi1 mat nang luc hanh vi dan sy d61 véi ngudi dugc
gid1 thiéu 1am con nudi ma cha dé, me dé mat nang luc hanh vi dan suy;

- Quyét dinh tiép nhan ddi véi tré em & co so nudi dudng.

d) S6 lwong ho so’: 0 bé doi véi timg logi ho so ciia nguoi nhdn con
nuoi va ho so cua nguoi dwoc nhdan lam con nudi.

d) Thoi han giai quyéts: Trong thoi han 30 ngay, trong do:

- Thoi gian kiém tra hd so va ldy y kién: 10 ngay, ké tir ngdy nhan da hd
so hop 1¢;

- Thoi gian nhitng ngudi lién quan thay dbi y kién dong y vé viéc cho tré
em lam con nudi: 15 ngay ké tir ngay dugc lay y kién;

- Thoi gian cap Gidy ching nhan nu6i con nudi trong nuoc, Ghi vao sO
dang ky viéc nudi con nudi va t chtrc giao - nhan con nudi: 05 ngdy, ké tir ngay
hét han thay doi y kién dong y.

e) Co quan c6 thAim quyén quyét dinh:Uy ban nhan déan cp xa

3 Phén in nghiéng 14 ndi dung thay doi.
6 Phan i )
n nghiéng 13 ndi dung thay doi.
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g) Co quan true tiép thwe hién thi tuc TTHC: Uy ban nhan déan cap x4
h) Co quan phéi hop:

-Uy ban nhan dan cip xi noi thuong tri ciia nguoi duoc nhan lam con
nudi (ddi véi trudng hop noi thudng tri ciia nguoi duge nhan 1am con nudi va
clia nguoi nhan con nudi khac nhau, ngudi nhan con nudi nop hod so dang ky
nudi con nudi tai Uy ban nhan dan cip xi noi thudng tra cia minh).

- Uy ban nhan dan cip x3 noi cu tra ctia nguoi duoc nhan lam con nudi 1a
cha duong/me ké hodc co, cau, di, cha, bac rudt cua nguoi dugc nhan lam con
nudi (d6i véi trudng hop noi cu tra cia nguodi dugc nhan lam con nudi va cua
ngudi nhan con nudi khac nhau, ngudi nhan con nudi ndp hd so ding ky nudi
con nudi tai Uy ban nhan dan cip x3 noi cu tra ciia minh).

i)Poi twong thuce hién thi tuc hanh chinh’: Céng dén Viét Nam thuwong
tru o Viét Nam nhan tré em Viét Nam lam con nudi.

k) Tén mau don, mau to khai®:
- Pon xin nhdn con nudi trong nuoc;

- Truong hop nguoi nhdn con nuoi co nguyén vong va du diéu kién nhdn
con nuoi theo quy dinh nhung chuwa tim duoc tré em dé nhan lam con nuoi: Don
dang ky nhu cau nhdn tré em song o co so nuoi dwong lam con nuoi.

1) L¢ phi:

- Mtrc thu 1€ phi: 400.000d/truong hop.

- Mién 1€ phi dang ky nudi con nudi trong nude doi voi truong hop cha
duong hoac me ké nhan con riéng cia vg hodc chong lam con nuéi; ¢o, cau, di,
cht, bac rudt nhan chiu lam con nuoi; nhan cic tré em sau day lam con nudi:
Tré khuyét tat, nhiém HIV/AIDS hodc mac bénh hiém nghéo theo quy dinh cua
Luat nu6i con nudi va van ban hudéng dan; ngudi c6 cong voi cach mang nhan
con nuoi.

m) Ket qua thyc hién tha tuc hanh chinh’: Giay chiing nhan nuéi con
nudi trong nuoc.

n) Yéu cau, diéu kién thwc hién thi tuc hanh chinh:
Nguwoi nhin con nudi phii cé di diéu kién sau:
- C6 nang luc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi tré 1én — khong apdungdowmtru:onghop cha
duongnhan con riéng ciia vo, me ké nhan con riéng ctiachonglam con nuéi hoic
c0, cau, di, chu bacruotnhanchaulam con nuoi;

- Co diéu kién vé stc khoe, kinh t&, chd ¢ bao dam viéc cham soc, nudi

7 Phan in nghiéng 14 ndi dung thay doi.

8 Mau don thay doi theo Thong tu s6 10/2020/TT-BTP ngay 28/12/2020 ciia B truong B Tu phéap vé viée ban
hanh, hudng dan viéc ghi chép, sir dung, quan 1y va luu trir S6, mau gidy to, ho so nudi con nudi.

9 Phéan in nghiéng 14 ndi dung thay déi.
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dudng, gido duc con nuoi - khong apdungdowmtru:onghcp cha dugngnhan con
riéng cia vo, me ké nhan con riéng ciachonglam con nudi hoic ¢o, cau,di, chi
bacrudtnhanchaulam con nuoi;

- C6 tu cach dao duc tét.

Cac truwong hop khong dwoc nhdn con nuoi

- Pang bi han ché mot sb quyén ctia cha, me dbi v6i con chua thanh nién;

- Pang chap hanh quyét dinh xtr Iy hanh chinh tai co so gido duc, co sé
chira bénh;

- Pang chap hanh hinh phat ti;

- Chua dugc x0a an tich vé mot trong céac tdi cd ¥ xdm pham tinh mang,
suc khoé, nhér} pham, danh du ctia nguo1 khac; nguoc dai hoac hém}l ha ong ba,
cha me, vo chéng, con, chau, nguoi ¢6 cong nudi dudng minh; du do, ép budc
hoeip chtra chap nguoi chua thanh nién vi pham phap luat; mua béan, danh trao,
chiém doat tré em.

Tré em dwoc nhin lam con nuéi phdi cé dii cdc diéu kién sau:

+Latré em dudi 16 tudi; néu tré em thudc trudng hop dugc cha duong,
me k€, c0, cau, di, cha, bac rudét nhan lam con nudi thi dén dudi 18 tudi;

+) Tré em bi bo roi, tré em mo cdi ca cha va me, tré em khong noi nwong
tua;

+) Mot r}gu’c‘yi chi dugc lam con cua mot ngudi doc than hodc cua ca hai
nguoi la vg chong.

p) Can ci phap ly'°:

- Luat Nudi con nudi 2010;

- Nghi dinh sO 19/2011/ND-CP ngay 21 thang 3 ndm 2011 cua Chinh phu
quy dinh chi tiét mét s6 di€u cua Luat Nudi con nudi;

- Nghi dinh 5O 24/2019/ND-CP ngay 05 thang 3 ndm 2019 cta Chinh phu
stra doi, bo sung mot s6 di€u cua Nghi dinh 19/2011/ND-CP ngay 21 thang 3
nam 2011 ctia Chinh phu quy dinh chi tiét thi hanh mot s6 di€u cua Luat Nudi
con nudi;

- Nghi dinh s6 114/2016/ND-CP ngay 8 thang 7 nam 2016 cua Chinh phu

quy dinh 18 phi ding ky nudi con nudi, 1é phi cap gidy phép hoat dong cua to
chure con nudi nudc ngoai;

- Théng tw s6 10/2020/TT-BTP ngay 28 thang 12 nam 2020 cua Bo
truong Bo Tw phdapvé viéc ban hanh, huwong dan viéc ghi chép, su dung, quan Iy
va luu triv 6, mdu gidy to, ho so nudi con nuoi,

- Théng tu s6 267/2016/TT-BTC ngay 14 thang 11 nam 2016 cua Bo
trudng BO Tai chinh hudng dan 1ap du todn, quan 1y, sir dung va quyét toan kinh

10 Phin in nghiéng 13 ndi dung thay dbi.
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phi ngan sach nha nudc bao dam cho cong tac nudi con nudi va cap, gia han, stra
doi giay phép hoat dong cua to6 chirc con nudi nudc ngoai tai Viét Nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tu do - Hanh phiuc

Anh chan dung
cua nguoi nhan

_Fon muol PON XIN NHAN CON NUOI TRONG NUGC
(kich cd 4x6 cm) .

Kinh @l:..cceeciciicieececeeeeee e 1

1. Phan khai vé€ ngudi nhin con nuéi

Anh chan dung
cua nguoi nhan
con nudi
(kich c& 4x6 cm)

Ho, chir dém, tén

Ngay, thang, nam sinh

Qudc tich

Gidy to tity than!2

Noi cu tra

bién thoai/email

2. Phan khai vé ngwoi dwge nhian lam con nuéi

Ho, Chlt GEIM, tEN: ..eveeviiiiiieeeeeeee et Gio1 tinh: oo,
Ngay, thang, nam SINh:........coociiiiiiiiiiiee e QUOC tiCh: e,
INOT ST Lottt e et e et e e tteeeaaeeesaeeeasaaeansaeeanseeeasseeesseeenssaeensseeensneeenneeennnes
INOT CU T ettt ettt ettt et e ettt et e e e st e eateeesseenbeassseeaseeeaseenseassseenseeesseenseessseensaennseenseanssennseas

S GINh dAnh CAMNAN:........oooiiiiii et e e e e ee e e e e e e e een e e e e e e e e eenaaes
Thudc dbi tuorng13 ...................................................................................................................................

0 Hién dang song taigia dinhctua Ong/Ba:

)3 Lo T35 10 A 3 ' TR 1< o LR

IN DT G ETUL e s e e ee s e emnnnnnnnnnnnnnnnn

Dién thoal/email LHEN LAC:.....uueeeiiiiiii et e e e e e ettt e e e e e s e s aaaaeeeeaeeas

OHién dang song tai Co so nudi dudng:

Tén/dia chi CO SO MUOT UGN ....ooviieiiieiieeiieeie ettt ettt e te e be e s e e bt e saaeebaessaeesseessseeseenssaens

3. Cam doan

UTruong hop ngudi nhan con nudi thudng tra trong nude, thi ghi Uy ban nhan dan cap x3 noi dang ky viéc nudi
con nuodi. Truong hop ngudi nhan con nudi va nguoi duge nhan 1am con nudi tam trit & nudce ngoai, thi ghi Co
quan dai dién Viét Nam noi c6 tham quyén dang ky viéc nudi con nudi. P61 voi nguoi nude ngoai thuong tra &

Viét Nam nhén tré em Viét Nam lam con nuoi thi ghi rd S¢ Tu phép noi dang ky viéc nudi con nubi.

12Ghi 13 tén loai glay t0, s6, O quan cap, ngay cap gidy to d6. Vi du: chirng minh nhan dan s6 00108912345 do

Cong an thanh phd Ha Noi cap ngay 20/10/2014.

13Ghi 5 dbi tugng: tré em bi bo roi/tré em md cdi ca cha va me/tré em co hoan canh dic biét khac/con

riéng/chau rudt.
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Chung t61/t61 cam doan nhirng 101 khai trén day la dang su that, vi¢éc nhan con nudi la
tu nguyén,nham xéc lap quan hé cha, me va con lau dai, bén viing, vi loi ich t6t nhat ctia con
nudi. Chung t6i/téi cam két s& cham soc, nudi dudng, gido duc chau nhu con dé ctia minh va
thuc hién moi nghia vu cua cha me ddi véi con theo quy dinh cta phap luat. Chung t61/to1
cam két trong thoi han 03 nam, ké tir ngdy giao nhan con nudi, dinh ky 06 thang mot 1an, giri
bao c4o vé tinh hinh phat trién ctia con nudi cho Uy ban nhén dan cap xa noi ching t6i/toi
thuong tra'4.

Pé nghi Co quan c6 thim quyén xem xét, giai quyét.

(Ky, ghi ré ho, chit dém, tén) (Ky, ghi ro ho, chir dém, tén)

“Trudong hop nguodi nhan con nudi va nguodi duge nhin lam con nubi tam trd & nuwdce ngoai, thi gui Co quan dai
dién Viét Nam & nude ngoai.

Theo quy dinh tai diém c khoan 1 Piéu 62 Nghi dinh s 82/2020/ND-CP ngay 15/7/2020, ngudi khong thuc hién
nghia vu thong bao tinh hinh phat trién cua con nudi trong nudc s& bi phat tién tir 1.000.000 dong dén
3.000.000ddng.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

PON PANG KY NHU CAU NHAN TRE EM SONG O CO SO NUOI DUONG LAM CON
NUOI TRONG NUOC's

Kinh giri: S& Tu phap tinh/thanh phol...........ooooooiooooeeeeeeeee e

I. Théong tin co ban vé ngudi ding ky nhu ciu nhin con nudi

A

Ong Ba

Ho, chir dém, tén

Ngay, thang, nam sinh

Gidy to tuy than!?

Noi cu tru

bién thoai/email

II. Hoan canh ban thin, gia dinh, chd & va diéu kién kinh té ctia nguwoi ding ky nhu cau
1. Tinh trang hon nhan va gia dinh

[ Chua két hon [ Két hon ] Ly hon [] Chong/vo di chét

71 Chua c6 con dé

1 Da co con dé 1 Da c6 con nuodi

Neéu 10 s lugng con: ................

2. Tién 4n, tién sw

"] Khong

[ CO (Ghi 18 dA BT KEE AN V& 101 Gl oot
3. Piéu kién chd &

DI IO Lo
[] Nha thudc s¢ hitu (1 Nha thué "] Nha ¢ khac

Phong danh riéng cho con nudi:

1Co

"1 Khong

15 Ap dung dbi véi truong hop cong dan Viét Nam thudng tri ¢ Viét Nam c6 nguyén vong va du diéu kién nhan
tré em c6 hoan canh dic biét hién dang sdng tai co s& nudi dudng lam con nudi.

16Ghi tinh/thanh phd tryc thudc Trung wong noi dang ky thuong tri.

17Ghi rd tén loai gidy td, s6, co quan cp, ngay cap gidy to d6. Vi du: ching minh nhéan dan sé 00108912345 do
Cong an thanh phd Ha Noi cap ngay 20/10/2014.
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4. Nghé nghiép, thu nhap

-Nghé nghi8p(néu 18 1AM NENE G1):.....vveeeeeeeieeeeeeeeee et eean

- Thu nhép:
[Tién 1wong thANg (NEU SO tEN: ... ... )
[] San xuét, kinh doanh, hanh nghé doc 13p (08U SO tHEN:........cvvveeeeeeeeeeeeeee e, )
[IPhU CAP, trQ CAP (BT SO HBM ..ot )
UCac nguén thu nh@p khac........cccoooiiinni (tai khoan tiét kiém, cho thué bat

dong san, cho tang cua nguoi than, ban quyén...)

I11. Pac diém cia tré em dwgc nhin lam con nuéi

(Ghi dic diém cua tré em ma nguoi cé nhu cau nhdn con nudi mong muon)

DO TUOL ottt GHOT NN
Pic diém khéc (vé sire khoe, noi cu tri):

Chung t6i/t6i cam doan nhitng 101 khai trén dy 1a dtng su that. Néu duoc gidi thiéu tré em
can dugc nhan 1am con nudi, chung t61/td1 sé thuc hién day du céac thu tuc theo quy dinh phép
luat vé nudi con nuoi. B¢ nghi S& Tu phap xem xét, giai quyet./.

Lamtai...., NGAY oo thang ... nam..............
ONG BA
(Ky, ghi r6 ho, chir dém, tén) (Ky, ghi r6 ho, chir dém, tén)

IV. Xéc nhén ciia ngudi tiép nhin don

o S (o ] 01 e 1< 04 T 1<)« A RSP
= CRUC dANK: Lot et ettt eees
= CONE LAC TA1T cuvieiieeiieeiieette et ettt et et e et e st e et e estteeabeesseeesbeesaeesnbeesaeeaseenseeenbeenseeenseenseesnseenseas
Di tiép nhan Pon dang ky nhu cdu nhan tré em séng & co s¢ nudi dudng lam con nudi trong
NUGC CUA ONG/BA. ...t 18
................... ngay ....thang ... nam..........
CAN BO TIEP NHAN

(Ky, ghi r6 ho, chir dém, tén va chuc danh)

18 Ngudi tiép nhan c6 thé giao ban sao Pon ding ky nhu cau cho ngudi ding ky (néu cé yéu cau).
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2. Pang ky laiviéc nudi con nudi trong nudc
a) Trinh ty thuc hién:

- Nguoi ¢6 yéu cau dang ky lai viéc nudi con nudi ndp ho so tai Uy ban nhan dan cap xa noi
cha me¢ nuoi va con nuoi thuong tri hoac noi da dang ky vi€c nudi con nudi trudc day;

- Chu tich Uy ban nhéan dan cap xi ky va cép cho nguoi yéu cau dang ky lai 01 ban chinh Gidy
chirng nhan nudi con nudi. Muc ghi cht cua ban chinh Gidy chirng nhan nudi con nudi va S6 dang ky
nudi con nudi ghi 16 1a dang ky lai.

b) Cach thire thwe hién: Tryc tiép tai Uy ban nhan dan cap xa.

¢) Thanh phén hé so:

Td khai ding ky lai viée nudi con nudi (Trudng hop yéu cau diang ky lai tai Uy ban nhan dén
cap xa khong phai 13 noi trude day da dang ky viéc nudi con nudi, thi To khai phai ¢6 cam két cua
nguoi yéu cau dang ky lai vé tinh trung thuc cta viéc dang ky nudi con nudi trudc d6 va co chit ky cua
it nhat hai nguoi 1am ching).

d) Thoi han gidi quyét: Trong thoi han 05 ngaylamviée, ké tir ngay nhan du hd so hop 1é.

d) Co quan c6 thim quyén quyét dinh: Uy ban nhan dén cép xa.

e) Co quan tryec tiép thue hién thi tue TTHC: Uy ban nhan dan cép xa.

g) Co quan phdi hep: Khong.

h) Péi twong thwe hién thii tuc hanh chinh!%: Cd nhdn nguwoi cé yéu cau dang ky lai viéc
nudi con nuoi.

i) Tén mau don, mau to khai?': 7o khai ding ky lai viéc nuéi con nudi.

k) Lé phi: Khong.

1) Két qua thye hién thii tuc hanh chinh?!:Gidy ching nhan nudi con nudi trong nudc.

m) Yéu ciu, diéu kién thuwc hién thii tuc hanh chinh:

- S6 ding ky nudi con nudi va ban chinh gidy to ding ky nudi con nudi bi mét hodc hu hong
khong st dung duoc;

- Cha, me nudi va con nudi déu con séng vao thoi diém yéu cau dang ky lai.

n) Can cw phap ly?%:

- Luat Nudi con nu6i 2010;

- Nghi dinh 6 19/2011/ND-CP ngay 21 thang 3 nam 2011 ctia Chinh phu quy dinh chi tiét

mot sO diéu cua Luat Nudi con nuoi;

- Nghi dinh s6 1 14/2016/ND-CP ngay 8 thang 7 ndm 2016 cua Chinh phu quy dinh 1¢ phi
dang ky nuoi con nuoi, ¢ phi cap gidy phép hoat ddng ctia to6 chiic con nudi nudc ngoai,

- Théng tw s6 10/2020/TT-BTP ngay 28 thang 12 nam 2020 cua Bg truong B Tu phapvé viéc
ban hanh, hwéng dan viéc ghi chép, sir dung, quan 1y va lwu trit S6, mau gidy t6, ho so nudi con nudi;

- Thong tur s6 267/2016/TT-BTC ngay 14 thang 11 nam 2016 cta B trudng Bo Tai chinh
huéng dan 1ap du toan, quan ly, st dung va quyet toan kinh phi ngén sach nha nudc bao dam cho cong
tac nudi con nudi va cip, gia han, stra d6i gidy phép hoat déng cia td chirc con nudi nude ngoai tai
Viét Nam.

19 Phan in nghiéng la ndi dung thay dél

20 Mau don thay d6i theo Thong tu s6 10/2020/TT-BTP ngay 28/ 12/2020 cua Bg trudng BO Tu phap vé viéc ban
hanh, huéng dan viéc ghi chép, str dung, quan ly va luu trir S6, mau gidy td, hd so nudi con nuoi.

21 Phan in nghiéng 13 n6i dung thay doi.

22 Phén in nghiéng 1 ndi dung thay déi.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1dp - Tu do - Hanh phiic

TO KHAI PANG KY LAI VIEC NUOI CON NUOI

Ho, chit dém, tén nguoi yéu CALLL ettt e ettt ettt e ettt e ettt ee ettt e et ereeeeeens
INOT CU EITLL ottt ettt ettt e bt e bt e bt e bt et e e bt e bt e bt e bt e bt et e et e e ebe e bt e bt ebeenbeebeeabeabeanbeenbeenbeens
GHAY 0 0y thANZA: .o
Dé nghi dang ky lai viéc nudi con nudi cho ngudi co tén dudi day:

Ho, chit A€M, tRI:.........oeiiiiiicie e e are s Gigi tinh: ......ccoeevveieeieennn,
Ngay, thang, NAm SINN:......c.cccieeieiieieeie e QudC tich: ..o,
INOT SINNE oottt e et e e e tb e e st e e et e e ebeeebae e tseeabeeasseeaabaeenbeeeabeetbeenbeeanbeeenraeenreeenres

SO GINh danh CA NNAN: ....oooiiieieeeeeee et e e e et e e e e et a e e e e s s esaaaaeeeesseesnsraeeeeeeennnnes
La con nudi cua:

Ngay, thang, NAmM SINN: .....cciiiiiii s Qudc tich: ..o,
GHAY 10 Y tHANI 22 e e e e e eeeeeeeeeee e eeeeee s ee e eee e s e
INOT CU LTI ettt ettt s a e et et e et e e bt em e bt eh e eatem e e bt e et e m e et e ebeemt et e ete e bt emee b e ebeentensebeeneeneeneenne
Ho, chir dém, tén me nudi:

Ngay, thang, NAm SINN: .....ccccieeiiiieee e es QUAC tiCh: v
GHAY 0 0y tANZ: ..o ee e en e s e
INOT CU HITLL ottt ettt ettt et e e bt e bt e bt e bt et e et e e bt e bt e bt en bt e bt e be e bt e bt e st e bt e nbeenbeesbeebeanseenbeebeens

........ thang ....... nam.........
Toi cam d%an nhimg ndi dung khai trén day la ding sy that va da nop day du cac gidy to hién co. Toi chiu trach
nhiém trudc phap luat vé viéc cam doan cua minh.
Lam tgi...................... , NGAY ... thang............ nam............
Nguoi yéu ciu
(Ky, ghi vo ho, chit dém, tén)

2Ghi 13 tén co quan thuc hién ding ky lai viéc nubi con nudi.

24Ghi 16 tén loai gidy to, s, co quan cap, ngay cap gidy to d6 (vi du: chimg minh nhan dan s6 00108912345 do Cong an
Thanh phé Ha Noi cp ngay 20/10/2014).

25Ghi tén Uy ban nhan dan cap x4 noi da dang ky viéc nudi con nudi trong nudc; ghi tén S¢ Tu phap noi da dang ky viéc
nudi con nudi co yéu td nudc ngoai.



Xac nhén ciiangudi 1am ching thir nhat

176

X4c nhan cia nguoi lam ching thir hai

TOL teN 1A sinh nam TO1 ten 1A e sinh ndm
Giky t tity than®; Gidy 0 ty than
O
cCu trua Cu
10 4 0172 OO

VI. LINH VUC PHO BIEN, GIAO DUC PHAP LUAT
1. Thu tuc cong nhan tuyén truyén vién phap luat
a) Trinh tu thuc hién:

binh ky thang 9 hang nam, céng chilc tu phap - ho tich chu tri,
phoi hdp véi Trudng Ban cong tac Mat tran, Trudng thon, lang, ap,
ban, bubén, phum, sdc, t6 dan phd, khu phd, khdi phd va céng dong
dan cu khac va ngudi dirng dau céc td chirc chinh tri - x& hoi trén dia
ban cdp xa théng bdo cdng khai tiéu chudn tuyén truyén vién phap
luadt; cac quy dinh vé cong nhan tuyén truyén vién phap luat téi co
quan, dan vi va ngudi dan trén dia ban cc sd dé tu nguyén dang ky
tham gia lam tuyén truyén vién phap luat.

Can cu danh sach tu nguyén dang ky tham gia lam tuyén truyén
vién phap luat tu dia ban cd sd, thuc trang d6i ngli cong chlc cua Uy
ban nhan dan cap xa va nhu cau xay dung doi ngl tuyén truyén vién
phap luat, céng chirc tu phap - ho tich ra soat, lap danh sach ngudi
dd tiéu chudn trinh Chu tich Uy ban nhén dan cdp x& xem xét, cdng
nhan tuyén truyén vién phap luat.

b) Cach thirc thuc hién: Khéng quy dinh.
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c) Thanh phan ho6 sa: Danh sach dé nghi cong nhan tuyén truyén
vién phap luat cua céng chic tu phap - ho tich.

d) Th&i han giai quyét: Trong thdi han 05 ngay lam viéc ké tU
ngay nhan dudc danh sach dé nghi cong nhan tuyén truyén vién phap
luat cua cong chirc tu phap - ho tich.

d) Ba6i tugng thuc hién thu tuc hanh chinh: Cg quan, don vi va
ngudi dan tai dia ban cag sé.

e) Cd quan thuc hién thd tuc hanh chinh: Uy ban nhan dan cap

~

Xa.

g) K&t qua thuc hién thu tuc hanh chinh: Quyét dinh cong nhan
tuyén truyén vién phap luat.

h) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

Ca nhan dugc dé nghi cong nhan lam tuyén truyén vién phap
ludt phai la ngudi cd uy tin, kién thidc, am hiéu vé phap luét.

i) Cd quan cé thd&m quyén quyét dinh: Chu tich Uy ban nhan dan
cap xa.

k) Tén mau don, mau t& khai: Khéng quy dinh.

1) Can cU phap ly cua tha tuc hanh chinh:

+ Luét phé bién, gido duc phdp ludt ndm 2012;

+ Nghi dinh s6 28/2013/ND-CP ngay 04/4/2013 cua Chinh phu

quy dinh chi ti&t mét s8 diéu va bién phap thi hanh Ludt phé bién,
gidao duc phap luat;

+ Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 cua B6 Tu phap
quy dinh vé bao cdo vién phap luat, tuyén truyén vién phap luat.

2. Thu tuc cho thoi lam tuyén truyén vién phap luat

a) Trinh tu thuc hién:

Khi tuyén truyén vién phap luat thuéoc mot trong cac trudng hgp
cho théi lam tuyén truyén vién phap luat theo quy dinh, céng chuc tu
phap - ho tich trinh Chu tich Uy ban nhan dan cap xa xem xét, ra
quyét dinh cho thoi lam tuyén truyén vién phap luat.

b) Cach thlc thuc hién: Khdong quy dinh.
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c) Thanh phan, s6 lugng h6 sa: Khdong quy dinh.

d) Thdi han gidi quyét: Trong thdi han 03 ngay lam viéc ké tu
ngay nhan dugc dé nghi cua cdng chic tu phap - ho tich, Chu tich Uy
ban nhan dan cap xa xem xét, quyét dinh cho tho6i lam tuyén truyén
vién phap luat.

d) Ba6i tugng thuc hién thu tuc hanh chinh: Cg quan, don vi va
ngudi dan tai dia ban cag sé.

e) Cd quan thuc hién thd tuc hanh chinh: Uy ban nhan dan cap

~

Xa.

g) Két qua thuc hién thu tuc hanh chinh: Quyét dinh cho thoi
lam tuyén truyén vién phap luat.

h) Cd quan c6 thdm quyén quyét dinh: Chu tich Uy ban nhan dan
cap xa.

i) Tén mau don, mau td khai: Khdng quy dinh.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

Viéc cho tho6i lam tuyén truyén vién phap luat dugc thuc hién khi
tuyén truyén vién phap luat thuéc mot trong cac truéng hgp sau day:

+ Tu nguyén xin thoi lam tuyén truyén vién phap luat vi ly do
stic khoe, hoan canh gia dinh hoac vi ly do chinh dang khac;

+ Thuc hién mot trong cac hanh vi bi cam theo quy dinh tai biéu
9 Luét phd bién, gido duc phap luét;

+ Bi Toa an két an va ban an da co hiéu luc phap luat;

+ Mat nang luc hanh vi dan su hoac cé khd khan trong nhan
thlc, lam chu hanh vi hoac han ché nang luc hanh vi dan su theo quy
dinh cuda BO luat dan su.

1) Can c& phap ly cua tha tuc hanh chinh:

+ Luat Phd bién, gido duc phap ludt nédm 2012;

+ Nghi dinh s6 28/2013/ND-CP ngay 04/4/2013 cua Chinh phu
quy dinh chi tiét mét s& diéu va bién phap thi hanh Luit phé bién,
giao duc phap luat;

+ Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 cua B6 Tu phap
quy dinh vé bao cdo vién phap luat, tuyén truyén vién phap luat.
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