PHAN II
NOI DUNG CU THE CUA TUNG THU TUC HANH CHINH TRONG
LINH VUC HQ TICH THUQC PHAM VI CHUC NANG QUAN LY CUA
BO TU PHAP

A. THU TUC HANH CHINH CAP HUYEN

1. Thi tuc ding Ky khai sinh c6 yéu té nwéc ngoai

Trinh ty thuc hién

- Néu lya chon hinh thirc nop hd so truc tiép, nguoi ¢ yéu cau dang ky khai
sinh nop hd so ding ky khai sinh tai B6 phan mot cira/Trung tdm hanh chinh cong
ctia UBND cép huyén c6 tham quyén; nop 1é phi néu thudc truong hop phai nop 16
phi dang ky khai sinh; nop phi cap ban sao Giay khai sinh néu c6 yéu cau cap ban
sao Giay khai sinh.

- Néu lya chon hinh thirc nop ho so tryc tuyén, nguoi c6 yéu cau dang ky
khai sinh truy cap Céng dich vu cong québc gia hoic Cong dich vu cong cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), Xac thuc ngudi dung theo hudéng dan,
diang nhap vao hé thong, xac dinh ding Uy ban nhan dan cip huyén co
tham quyén.

Nguoi ¢ yéu cau dang ky khai sinh truc tuyén cung cap thdng tin theo biéu
mau dién tir tuong tac dang ky khai sinh (cung cap 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 thdng qua chiic nang thanh toan truc tuyén hoic bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop hé so.

- Cén bo tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Trudng hop hd so day da, hop 1¢ thi tiép nhan hd so; néu tiép nhan ho so
sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc tiép
theo (néu nguoi c6 yéu cau lya chon hinh thirc nop ho so truc tiép) hoac giri ngay
Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua qua dién
thoai di dong cho ngudi ¢ yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc nop
hd so truc tuyén); chuyén hd so dé cong chirc 1am cong tac ho tich xi 1y.

Sau khi tiép nhan hd so theo hinh thic nop truc tiép, can b tiép nhan ho
so tai BO phan maot cira thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau b6 sung, hoan thién hé so, néu ré loai gidy to, noi dung can bé sung dé ngudi
6 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);



(iii) Truong hop ngudi c6 yéu cau dang ky khai sinh khong b sung, hoan
thién dugc hd so thi bao cdo Truong bo phan mot cira c6 thong bao tir chéi giai
quyét yéu cau diang ky khai sinh.

- Cong chutc 1am cdng tac ho tich tham tra hd so (thAm tra tinh théng nhat,
hop Ié ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoiic dinh kem).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hd so téi B phan mot ctra dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mot cira dé tra cho ngudi
c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho so tryuc tiép), hoic
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop ho so truc tuyén).

+ Néu thay ho so day du, hop 18, ding quy dinh, trudng hop tiép nhan ho so
diang ky khai sinh theo hinh thic tryc tiép, thi cong chac 1am cong tac ho tich thyuc
hién viéc ghi vao S6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén
Phan mém dang ky, quan Iy ho tich dién tir dung chung, luu chinh thuc va chuyén
thong tin dén Co so dit lieu quéc gia vé dan cu (CSDLQGVDC) dé lay Sé dinh
danh ca nhan.

Trudng hop tiép nhan ho so dang ky khai sinh theo hinh thuc truc tuyén, cong
chire 1am cdng tac ho tich gui lai biéu mau Giay khai sinh dién tir véi thong tin day
du cho ngudi Yéu cau qua thu dién tir hoic thiét bi so.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi céng chuac 1am cong tac ho tich thuc hién viéc
ghi noi dung vao So dang ky khai sinh, cap nhat thong tin dang ky khai sinh va luu
chinh thiic trén Phan mém dang ky, quan Iy ho tich dién tr diing chung. Truong hop
cha, me lya chon qudc tich Viét Nam cho con thi chuyén théng tin dén
CSDLQGVDC dé lay S6 dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé S dinh danh ca nhan, céng chiic 1am cong
tac ho tich in Gidy khai sinh, trinh Lanh dao UBND Ky, chuyén téi B phan mét cira
dé tra két qua cho nguoi c6 yéu cau.

- Ngudi ¢6 yéu cau dang ky khai sinh kiém tra thong tin trén Gidy khai sinh,
trong S6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay khai sinh.

Céch thire thye hién:



Ngudi c6 yéu cau ding ky khai sinh truc tiép thuc hién hodc iy quyén cho
nguoi khac thuc hién ndp hd so true tiép tai B0 phan moét cua/Trung tdm hanh
chinh cong ctia UBND cap huyén hodc giri hd so qua hé thong buu chinh hodc nop
hé so truc tuyén trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hoic
Cdng dich vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan hd so:

- T& khai dang ky khai sinh theo mau (néu nguoi 6 yéu cau lua chon ndp hd
so theo hinh thuc truc tiép);

- Biéu mau dién tir twong tac diang ky khai sinh (do ngudi yéu ciu cung cap
thong tin theo hudng dan trén Céng dich vu cong, néu nguoi co yéu cau lya chon
ndp hd so theo hinh thirc truc tuyén);

- Nguoi ¢6 yéu cau dang ky khai sinh thuc hién viéc nop/xuét trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Giay chang sinh.

Truong hop khdng c6 Gidy chiing sinh thi thay thé bang: van ban cua
nguoi 1am chiang xac nhan vé viéc sinh, néu khong c6 van ban cta nguoi lam
chtng thi thay thé bang van ban cam doan vé viéc sinh;

Truong hop tré em sinh ra tai nudc ngoai thi nop Giay ching sinh hoic
gidy to khac do co quan c6 tham quyén nudc ngoai cap xac nhan vé viéc tré em
duoc sinh ra & nudc ngoai va quan hé me - con;

+ Truong hop cha hoac me hoac ca cha, me 1a nguoi nudc ngoai thi phai
nop vin ban thoa thuan caa cha, me vé viéc lya chon qudc tich cho con. Trudng
hop cha, me lya chon qudc tich nuée ngoai cho con, thi ngoai vin ban thoa thuan
lya chon quédc tich con phai ¢ xac nhan cia co quan ¢ thAm quyén cia nudc ma
tré duoc lya chon mang quéc tich vé viéc tré c6 qudc tich 1a phd hop quy dinh
phap luat cua nudce do;

+ Vian ban ty quyén (duoc chung thuc) theo quy dinh cua phap luat trong
truong hop ty quyén thuc hién viéc dang ky khai sinh. Truong hop nguoi di ding
Ky khai sinh cho tré em la 6ng, ba, ngudi than thich khac thi khdng phai ¢6 van ban
1y quyén caa cha, me tré em, nhung phai thong nhat véi cha, me tré em vé noi dung
khai sinh;

* Gidy to phai xuét trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cap,

con gia tri st dung dé ching minh vé nhan than cua nguoi c6 yéu cau dang ky
khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to ndy da cd trong
CSDLQGVDC, Co so dit liéu ho tich dién tor (CSDLHTPT), duoc hé théng dién
tur dong thi khong phai tai 1én (theo hinh thirc truc tuyén);


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

- Gidy to c6 gid tri chizng minh théng tin vé cu trii trong truong hop co
quan dang ky ho tich khdng thé khai thdc diroc thdng tin vé noi cur trii ciia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co s¢ dir liéu quéc gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thuc tryc tiép) hodc tdi 18n (theo hinh thic triec tuyén).

- Gidy chung nhan két hdn néu cha, me da dang ky két hon. Truong hop da
c6 thong tin vé viéc két hdn caa cha, me trong CSDLHTDT, CSDLQGVDC thi
khong phai xuat trinh (theo hinh thirc truc tiép) hoac tai Ién (theo hinh thic truc
tuyén):

- Gidy to chung minh viéc tré em nhap canh hop phap vao Viét Nam (nhu:
ho chiéu, gidy to o gié tri di lai qubc té, co dau xac nhan nhap canh cta co quan
quan |y xuat, nhap canh) va vin ban xac nhan cia co quan cong an c6 tham quyén
Vvé Viéc tré em dang cu trd tai Viét Nam trong truong hop tré em sinh ra & nuéc
ngoai, c6 cha hoac me 1a cong dan Viét Nam hoac cha va me déu 1a cong dan Viét
Nam, chua dugc ding ky khai sinh & nuwéc ngoai, vé cu tra tai Viét Nam.

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao ¢6 chirng thuc cc gidy to phai xuét trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir so gbe hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup vdi ban chinh
va ky xéac nhan, khong dugc yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du ho so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi véi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky khai sinh tryc tuyén phai
bao dam 6 nét, day du, toan ven vé ndi dung, 13 ban chup bang may anh, dién thoai
hodc duogc chup, duoc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tri st dung.



+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky khai sinh truc
tuyén da c6 ban sao dién ttr hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau
dugc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Giay khai sinh/ban sao Gidy
khai sinh) nguoi cé yéu cau dang ky khai sinh phai nop ban chinh Gidy chung sinh;
Xuét trinh gidy to tuy than; ban chinh Gidy chtng nhén két hon (néu cha me tré da
dang ky két hon va thong tin vé viéc két hon chua co trong CSDLQGVDC,
CSDLHTDT).

- Gidy td do co quan c6 thim quyén ctia nudc ngoai cip, cong chimg hodc
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa 1anh su theo quy dinh cta phap luat, trir trudng hop duoc mién theo diéu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky khai sinh khong cung cép dugc gidy
to néu trén theo quy dinh hoac giéy to nop, xuét trinh bi téy x0a, stra chira, lam
gia thi co quan dang ky ho tich c6 tham quyén hity bo két qua dang ky khai sinh.

- Béi voi viée xac dinh ho, dan toc, qué quén, dit tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop véi phap luat
va y&u cau giir gin ban sic dan tdc, tip quén, truyén thong van hoa tbt dep cta
Viét Nam; khéng dat tén qué dai, kho sir dung.

+ Trudng hop cha, me khdng thoa thuan dugc vé ho, dan toc, qué quén cia
con khi dang ky khai sinh thi ho, dan toc, qué quan cua con dugc Xac dinh theo
tap quan nhung phai bao dam theo ho, dan tdc, qué quan ctia cha hoac me.

S6 lwgng ho so: 01 bo

Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; truong hop nhan
hd so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam
viéc tiép theo.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan c6 thaim quyén quyét dinh:

- Uy ban nhan dan cp huyén noi cu tra cia ngudi cha hodc ngudi me thuc
hién dang ky khai sinh d6i véi tré em sinh ra ¢ Viét Nam trong cac truong hop:

+ Cha hodac me la cong dan Viét Nam con nguoi kia 1a ngudi nude ngoai
hoic nguoi khéng qudc tich.

+ Cha hodc me 1a cong dan Viét Nam cu tri & trong nudc con nguoi kia la
cong dan Viét Nam dinh cu & nudc ngoai.

+ Cha va me¢ la cong dan Viét Nam dinh cu ¢ nudc ngoai.

+ Cha va me 14 ngudi nudc ngoai hoic ngudi khong qudc tich.

- Uy ban nhén dan cap huyén noi cu tra cta tré em, c6 cha hodc me hoic
ca cha va me 1a cong dan Viét Nam, thuc hién dang ky khai sinh dbi voi tré em
sinh ra & nudc ngoai, chua dugc dang ky khai sinh, vé cu tra tai Viét Nam.

Co quan thyc hién tha tuc hanh chinh:



Phong Tu phép cap huyén tiép nhan hd so va tham muu Chi tich Uy ban
nhan dan cip huyén xem xét, quyét dinh.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thi tuc hanh chinh: Giay khai sinh (ban chinh); ban
sao Gidy khai sinh (trudng hop yéu ciu cap ban sao Gidy khai sinh).

Phi, 1€ phi:

- Mirc 18 phi cu thé do Hoi ddng nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién 1& phi cho ngudi thudc gia dinh c6 cong véi cach mang; nguoi thudc
ho nghéo; nguoi khuyét tat,

- Phi cap ban sao Giay khai sinh (néu c6 y&u cau) thuc hién theo quy dinh tai
Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo Tai chinh.

Mau don, mau to khai:

+ To khai dang ky khai sinh (néu nop ho so theo hinh thuc tryc tiép);

+ Biéu mau dién tir trong tac ding ky khai sinh (néu nop hd so theo hinh thiic
truc tuyén).

Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong co

Cin ¢ phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co s& dix liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc nép, xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mét sé diéu cua Luat Ho tich va Nghi dinh s6
123/2015/NB-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

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

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truéng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1a nguoi goc Viét Nam, 18 phi quéc tich;


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

_ Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 ciia B6 truong B6 Tai chinh
huéng dan vé phi va Ié phi thuoc thim quyén quyét dinh cia Hoi ddng nhan dan
tinh, thanh phd truc thude Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, b6 sung mot sé diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chi: Phan chir in nghiéng 1a ngi dung sira doi, bé sung, thay thé.



CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QU Qs

Ho, Chit dém, t81 NEUOT YEU CAU: ........oevieeeeeeeeeeeeee et

Quan hé voi nguoi dugC Khal SINN: ..o
Pé nghi co quan ding ky khai sinh cho nguwoi dwéi day:

HO, Chilt @@, TN ..ot e e te et e e te e teeteeseeeneeenee e
Ngay, thang, ndm sinh: .........cccooiiiiiiniienieeee, ghi bang ChIT: oo

(@ T = o[- S OUSPUSSS
Ho, Chir dém, teN MEUOT M. ..o
NEM SINN: @, DAN tOC: v, QUAC tich: oo
INOT CU T @) ettt ettt sttt et e b e st e ae et et ete st e ss et et abestesssteaates
Ho, Chir dém, ten n@uwoi CRA: ..........ccoooooooiiiie s
NEM SIN: O DAN tOC: v, QudbC tich: v,
INOT CU T @) ettt ettt sttt et e b e st e ae et et ete st e ss et et abestesssteaates
T6i cam doan ndi dung dé nghi diang ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhét trf ctia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Lamtai: ......................... , NQAY ... thang ......... nam ..............

Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)




Chu thich:

(D) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than caa nguoi di ding ky, ghi 18 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan dan
s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

) Truong hop sinh tai co sd'y té thi ghi rd tén co so'y té va dia chi tru 56 co sy té do.

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

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

®) Pé& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sé luong..
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2. Thii tuc ding ky két hon c6 yéu té nwéc ngoai

Trinh tw thuc hién:

- Néu Iya chon hinh thtic nop ho so truc tiép, nguoi c6 yéu cau ding ky két
hdn nop hd so dang ky két hon tai B phan mot cira/Trung tdm hanh chinh ¢ng cua
UBND cap huyén c6 tham quyén; nop 1& phi néu thude treong hop phai nop 1é phi
dang ky két hon.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
két hén truy cap Cong dich vu cng quéc gia hoic Cong dich vu cdng cép tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudéng dan,
diang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap huyén co
tham quyén.

Ngudi c6 yéu cau dang ky két hon truc tuyén cung cap thdng tin theo biéu
mau dién tir twong tac dang ky két hdn (cung cap trén Cong dich vy cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢
phi thdng qua chitrc nang thanh toan truc tuyén hodc bang céach thac khéc theo
quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hé so tai Bo phan mat cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop ho so day da, hop 1é thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic ndp hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thirc ndp ho so truc tuyén), chuyén ho so dé cong chic 1am cong
tac ho tich xu ly.

Sau khi tiép nhan hd so theo hinh thtc ndp truc tiép, can b tiép nhan hd
so tai Bo phan mot cira thuc hién s6 hda (sao chup, chuyén thanh tai licu dién tu
trén hé théng thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc sé hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 1é thi co thong bao cho nguoi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi ho so duoc bo sung, thuc hién lai buéc (i);

(iii) Truong hop nguoi c6 yéu cau dang ky két hon khdng boé sung, hoan
thién dugc hd so thi bao cdo Truong bo phan mot cira c6 thong bao tir chéi giai
quyét yéu cau dang ky két hon.

- Cong chic lam cong tac ho tich tham tra ho so (tham tra tinh thong nhat,
hop Ié ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoiic dinh keém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot ctira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin I8i 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 mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu dién ti hodc gui tin nhin qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

Trudng hop ¢6 khiéu nai, té céo viéc két hdn khong dua diéu kién két hdn theo
quy dinh caa Luat Hon nhan va gia dinh hodc xét thay c¢d van dé can lam rd vé nhan
than caia bén nam, bén nir hoac gidy to trong hd so ding ky két hén, cong chic 1am
cong tac ho tich bao cao Truong phong Tu phap dé phdi hop véi co quan ¢ lién
quan xac minh lam rd. Trong qua trinh tham tra, xac minh ho so, néu thay can thiét,
thi 1am viéc truc tiép voi cac bén dé 1am rd vé nhan than, sy tu nguyén két hdn, muc
dich két hon.

+ Néu thay hd so day du, hop 1€, cac bén co da diéu kién két hon theo quy
dinh cua Luat Hon nhéan va gia dinh, khong thudc truong hop tir choi dang ky két
hén theo quy dinh, truong hop tiép nhan hd so dang ky két hdn theo hinh thic truc
tiép, thi céng chic 1am cong tac ho tich thyc hién viéc ghi vao So dang ky két hon,
cap nhat thong tin ding ky két hon trén Phan mém ding ky, quan Iy ho tich dién tir
dung chung, Iuu chinh thic.

Trudng hop tiép nhan ho so dang ky két hon theo hinh thuc truc tuyén, cong
chuc 1am cong tac hé tich gui lai biéu mau Gidy chang nhan két hon dién te véi
thong tin day du cho nguoi yu cau qua thu dién tir hoac thiét bi s6.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Gidy ching nhan két hon dién tir va xac nhan (t6i da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chuac 1am cong tac ho tich thuc hién viéc
ghi noi dung vao So dang ky két hdn, cap nhat thong tin ding ky két hon va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chic 1am cdng tac ho tich in Gidy chiing nhan két hon, trinh Lanh dao
UBND Ky, chuyén tgi Bo phan mot ctra dé tra két qua cho ngudi ¢6 yéu cau.

- Nguoi ¢6 yéu cau ding ky két hon (hai bén nam, nit phai cd mat, xuat trinh
gidy to tuy than dé déi chiéu) kiém tra thong tin trén Gidy chiing nhan két hon, trong
S6 dang ky két hon, khang dinh sy tu nguyén két hon va ky tén vao S6 dang ky két
hon, ky tén vao Giay chiing nhan két hdn, mdi bén nam, nit nhan 01 ban chinh Giay
chang nhan két hon.

Truong hop mot hoac hai bén nam, nit khdng thé c6 mit dé nhan Gidy
chtng nhan két hon thi theo dé nghi bang van ban cia ho, cdng chic 1am cong tac
ho tich bao cao Trudng phong Tu phap thuc hién gia han thoi gian trao Giay ching
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nhan két hon nhung khong qua 60 ngay, ké tir ngdy Cha tich Uy ban nhan dan
cap huyén ky Giay chang nhan két hon.

Hét 60 ngay ma hai bén nam, nir khong dén nhan Gidy ching nhan két hon
thi céng chirc 1am cdng tac ho tich bao cao Chu tich Uy ban nhan dan cip huyén
hay Gidy chiing nhan két hon da ky. Néu sau d6 hai bén nam, nir van muébn két
hodn véi nhau thi phai tién hanh thu tuc ding ky két hon tir dau.

Céch thirc thuc hién:

Ngudi cd yéu cau diang ky két hon thue hién ndp hd so truc tiép tai Bo phan
mdt cira/Trung tim hanh chinh cong cia UBND cép huyén hodc ndp hd so truc
tuyén trén Cong dich vu céng qudc gia (https://dichvucong.gov.vn) hoic Cong dich
vu cong cap tinh (https://dichvucong.---.gov.vn) (bén nam hoic bén nit ¢6 thé nop
hé so ma khong can ¢6 vin ban Gy quyén cua bén con lai).

Thanh phan hé so:

- To khai dang ky két hon theo mau, ¢6 du thong tin cia hai bén nam, nir.
Hai bén nam, nit c¢6 thé khai chung vao mét To khai dang ky két hon (néu ngudi
co yeu cau lya chon nop hd so theo hinh thire truc tiép);

- Biéu mau dién tir twong tac dang ky két hon (do ngudi yéu cau cung cap
thong tin theo hudng dan trén Cong dich vu cong, néu ngudi cé yéu cau lya chon
ndp hd so theo hinh thirc truc tuyén);

- Nguoi ¢6 yéu cau dang ky két hon thuc hién viéc ndp/xuét trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Gidy xac nhan cua t6 chic y té c6 tham quyén cua Viét Nam hodc nuéc
ngodi xac nhan cac bén két hon khong mac bénh tam than hoic bénh khac ma
khong c6 kha nang nhan thac, 1am chu dugc hanh vi caa minh;

- Giay to chirng minh tinh trang hén nhan cia nguoi nudc ngoai do co quan
c6 tham quyeén caa nudc ma ngudi d6 1a cong dan cap con gia tri str dung, xac
nhan hién tai nguoi d6 khong c6 vo hoic khong co chong; trudng hop nudc ngoai
khong cap xac nhan tinh trang hdn nhan thi thay bang gidy to do co quan c6 tham
quyén nudc ngodi Xac nhan ngudi d6 co du diéu kién két hon theo phép luat
nude do.

Gia tri str dung cua gidy to ching minh tinh trang hén nhan cia ngudi nuéc
ngoai dugc xac dinh theo thai han ghi trén gidy to do. Truong hop gidy to ching
minh tinh trang hdn nhan khong ghi thai han st dung thi gidy to nay va gidy xac
nhan cua td chic y té cé gia tri trong thoi han 06 thang, ké tir ngay cap.

- Nguoi nudc ngoai, cong dan Viét Nam dinh cu & nudc ngoai phai nop
ban sao ho chiéu/giay to c6 gia trj thay thé ho chiéu.

- Gidy xac nhan tinh trang hén nhan cua cong dan Viét Nam cu tra trong
nudc. Truong hop da c6 thong tin tinh trang hén nhan trong CSDLHTDT,
CSDLQGVDC thi khéng phai xuat trinh (theo hinh thuc truc tiép) hoac tai 1én
(theo hinh thirc truc tuyén).
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* Ngoai gidy to néu trén, tily ting trudng hop, bén nam, bén nit phai ndp
gidy td twong ng sau day:

- Cong dan Viét Nam da ly hon hodc hay viée két hon tai co quan c6 thim
quyén cua nudc ngodi phai ndp ban sao trich luc ho tich vé viéc da ghi vao sb
viéc ly hon hodc hity viéc két hon trai phap luat (Trich luc ghi chu ly hon);

- Cong dan Viét Nam la cong chure, vién chure hodc dang phuc vu trong luc
luong vii trang phai ndp van ban cua co quan, don vi quan 1y xac nhan viéc két
hon vai1 ngudi nude ngoai khong trai véi quy dinh cua nganh do;

- Truong hop ngudi yéu cau ding ky két hon dang cong tac, hoc tap, lao
dong c6 thoi han & nudc ngoai thi phai ndp Gidy xac nhan tinh trang hon nhan do
Co quan dai dién ngoai giao, Co quan dai dién lanh sy cua Viét Nam & nudce
ngoai cap.

* Giay to phai xuat trinh:

- Ho chiéu hodc chirng minh nhan dan hoac thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 thim quyén cap,
con gia tri st dung dé chimg minh vé nhan than cta céng dan Viét Nam. Trudng
hop céc thong tin ca nhan trong cac gidy to nay di cd trong CSDLQGVDC,
CSDLHTDT, duoc hé thong dién ty dong thi khong phai tai 1én (theo hinh thuc
truc tuyén);

- Nguoi nudc ngoai xuét trinh ban chinh ho chiéu dé ching minh vé nhan
than; trudng hop ngudi nudc ngoai khdng cé ho chiéu dé xuat trinh thi co thé xuat
trinh gidy to di lai qubc té hoac thé cu tru;

- Gidy to c6 gia tri chizng minh thong tin vé cu trii trong triong hop co
quan dang ky h¢ tich khdng thé khai thdc dwoc thdng tin vé noi cur trii ciia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghji dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cuw trii dd dwoc khai thac tir Co sé dit lidu quéc gia
Vé dan cu bang cdc phwong thire ndy thi nguoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thfc truc tiép) hodc tdi 18n (theo hinh thic truc tuyén).

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chimg thyc tir ban
chinh hoic ban sao duoc cép tir s6 goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Trudng hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhéan co trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xéac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.
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+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phéap luat ho tich khong quy dinh phai nop.

- Dbi véi gidy to gtri kém theo néu ngudi yéu cau ndp hd so theo hinh thire
tryc tuyén:

+ Ban chyp cac gidy to giri kém theo hd so ding ky két hon truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, di¢n thoai
hodc duogc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ding ky két hon truc
tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau
duoc st dung ban dién tir nay.

+ Khi dén co quan diang ky ho tich nhan két qua (Giay chiing nhan két hon),
ngudi c0 yéu cau dang ky két hdn phai nop ban chinh Gidy xac nhan tinh trang hén
nhan (néu théng tin vé tinh trang hén nhan chuwa c6 trong CSDLQGVDC,
CSDLHTDT), gidy t& chitng minh tinh trang hén nhan, gidy xac nhan cua té chic
y té.

- Giay to do co quan c6 tham quyén ctia nudc ngoai cip, cong ching hodc
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa 1anh s theo quy dinh cta phap luat, trir truong hop dugce mién theo didu ude
quéc té ma Viét Nam 13 thanh vién.

- Trudng hop nguoi yéu cau dang ky két hon khong cung cap duoc gidy to
néu trén theo quy dinh hoic gidy to nop, xuat trinh bi tay x0a, stra chira, lam gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky két hén.

S6 lwgng ho so: 01 bo

Thoi han gidi quyét: 15 ngay.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan c6 tham quyén quyét dinh:

Uy ban nhan dan cap huyén noi cu tra cua céng dan Viét Nam thyc hién
dang ky két hon giita cong dan Viét Nam véi ngudi nude ngoai; giira cong dan
Viét Nam cu tra & trong nude voi cong dan Viét Nam dinh cu ¢ nudce ngoai; gitra
cong dan Viét Nam dinh cu ¢ nude ngoai voi nhau; gitra cong dan Viét Nam dong
thoi co qudc tich nudc ngoai véi cong dan Viét Nam hodc véi nguoi nudc ngoai.

Truong hop ngudi nudce ngoai cu tra tai Viét Nam co6 yéu cau ding ky két
hén thi Uy ban nhan dan cip huyén noi cu tri ciia mot trong hai bén thuc hién
dang ky két hon.

Co quan thye hién thia tuc hanh chinh:

Phong Tu phap cap huyén tiép nhan ho so va tham muu Chu tich Uy ban
nhan dan cap huyén xem xét, quyét dinh.

Co quan phéi hep: Co quan quan Iy CSDLQGVDC, co quan c6 lién quan.
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Két qua thuc hién thi tuc hanh chinh: Gidy ching nhan két hon (02 ban
chinh), mdi bén vo, chong 01 ban.

Lé phi:

- Mc 18 phi cu thé do Hoi ddng nhan dan tinh, thanh phé truc thuoc Trung
wong quyét dinh.

- Mién I& phi cho ngudi thudc gia dinh ¢ cong v&i cach mang; ngudi thuoc
ho nghéo; ngudi khuyét tat.

MAu don, mau to khai:

+ To khai diang ky két hén (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir twong tac dang ky két hon (néu nop hd so theo hinh thic
truc tuyén).

Y&u ciu, diéu kién thwe hién thi tuc hanh chinh:

- Nam tir du 20 tudi tr 1én, nit tir dt 18 tudi trd 1én;

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

- Cac bén khong bi mat nang luc hanh vi dan sy;

- COng dan Viét Nam dinh cu ¢ nude ngoai phai c6 gidy to cho phép cu
trd do co quan ¢ tham quyén nudc ngoai cap.

- Viéc két hon khong thudc mot trong cac truong hop cAm két hon theo quy
dinh tai cac diém a, b, ¢ va d khoan 2 Diéu 5 ctia Luat Hén nhan va gia dinh, gom:

+ Két hon gia tao;

+ T4o hon, cudng €p két hon, Itra dbi két hon, can trd két hon;

+ Nguoi dang c¢6 v, co chong ma két hon véi ngudi khac hodc chua co
v, chura c6 chong ma két hon voi ngudi dang co chdng, ¢6 vo;

+ Két hon giita nhimg ngudi cung dong mau vé truc hé; giita nhitng ngudi
c6 ho trong pham vi ba doi; gitra cha, me¢ nudi véi con nuoi; gitra nguoi da ting
la cha, me nu6i v&i con nuoi, cha chéng voi con dau, me vo véi con ré, cha duong
v6i con riéng cia vg, me ké véi con riéng cua chong.

* Nha nudc khong thira nhan hon nhan gitra nhitng ngudi cung gioi tinh.

Cin ¢ phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Hé tich;

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

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

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

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B truong Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cia Bo truéng Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1a nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta ddi, bé sung mot sé diéu cia Thong tu sé 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chd: Phan chiz in nghiéng 1a ngi dung siza déi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuc

TO KHAI PANG KY KET HON

o)) @

KINN QU G

Thoéng tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiry than ©

Két hon lan tha may

Chung t6i cam doan nhitng 101 khai trén day la ding su that, viéc két hon cua chiing 61 1a ty nguyén, khong vi pham
quy dinh ctia Luat hon nhan va gia dinh Vi¢t Nam.

Chiing t6i chiu hoan toan trach nhiém truéc phap luat vé ndi dung cam doan ctia minh.

Pé nghi Quy co quan ding ky.

,NQAY ............. thang ........... nam..............
Bén nir Bén nam
(Ky, ghi rd ho, chit dém, tén) (Ky, ghi rd ho, chit dém, tén)

Dé nghi cap ban sao®: Co D Khéng []
S6 luong:....... ban
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Chu thich:

M @ Truong hop 1am thu tuc ding ky két hdn c6 yéu té nude ngoai, thi phai dan anh caa hai
bén nam, ni.

) Ghi 16 tén co quan ding ky két hon.

) Ghi theo noi ding ky thuong trd, néu khong c6 noi ding ky thuong tra thi ghi theo noi
dang ky tam tru; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam trd thi ghi theo
noi dang sinh song.

() Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 16
thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/1982).

©) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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3. Thii tuc ding ky khai tir c6 yéu té nwéc ngoai

Trinh tw thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, nguoi ¢ yéu cau ding ky khai
tir nop ho so dang ky khai tir tai Bo phan mot cira/Trung tam hanh chinh c¢éng cua
UBND cap huyén c6 tham quyén; nop 1& phi néu thude treong hop phai nop 1é phi
dang ky khai tir; nop phi cap ban sao Trich luc khai tir néu 6 yéu cau cap ban sao
Trich luc khai ttr.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
khai tir truy cap Cong dich vu cdng quédc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), Xac thuc ngudi dung theo hudéng dan,
diang nhap vao hé thong, xac dinh ding Uy ban nhan dan cdp huyén co
tham quyén.

Ngudi c6 yéu cau ding ky khai tir truc tuyén cung cap thong tin theo biéu
mau dién tir twong tac ding ky khai ttr (cung cap trén Cong dich vu cdng), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢
phi thdng qua chtrc nang thanh toan truc tuyén hodc bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hé so tai Bo phan mat cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan hd so; néu tiép nhan hd so
sau 15 gio thi ¢6 Phiéu hen, tra két qua cho nguoi ¢ yéu cau trong ngay lam viéc tiép
theo (néu nguoi c6 yéu cau lya chon hinh thirc nop ho so truc tiép) hoac giri ngay
Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua qua dién
thoai di dong cho ngudi ¢ yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc nop
hd so truc tuyén); chuyén hd so dé cong chic 1am cong tac ho tich xir 1y.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can bo tiép nhan ho
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai ligu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé ngudi
c6 yéu cau bo sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai buéc (i);

(iii) Truong hop ngudi c6 yéu cau dang ky khai tar khdng bo sung, hoan
thién dugc hd so thi bao cdo Truong bo phan mot cira c6 thong bao tir chéi giai
quyét yéu cau dang ky khai tir.

- Cong chic lam cong tac ho tich tham tra ho so (tham tra tinh thong nhat,
hop Ié ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoac dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngy tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu thay hé so day du, hop 18, ding quy dinh, truong hop tiép nhan hé so
dang ky khai tir theo hinh thic truc tiép, thi cong chic 1am cong tac ho tich thuc hién
viéc ghi vao S6 ding ky khai tir, cap nhat thong tin dang ky khai tir va luu chinh thic
trén Phan mém ding ky, quan 1y ho tich dién tir ding chung.

Truong hop tiép nhan ho so dang ky khai tir theo hinh thuc truc tuyén cong
chuc 1am cong tac ho tich gui lai biéu mau Trich luc khai tir dién ta véi thdng tin
day du cho ngudi yéu cau qua thu dién tir hoic thiét bi sb.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi céng chuc 1am cong tac ho tich thuc hién viéc
ghi noi dung vao S6 ding ky khai tir, cap nhat thong tin ding ky khai tir va luu chinh
thirc trén Phan mém dang ky, quan Iy ho tich dién tir ding chung.

- Cong chuc lam cong tac ho tich in Trich luc khai ti, trinh Lanh dao UBND
ky, chuyén Bo phan mot cura tra két qua cho ngudi c6 yéu cau.

- Ngudi ¢6 yéu cau dang ky khai tir kiém tra thong tin trén Trich luc khai ti,
trong S6 ding ky khai tir va Ky tén vao S6 dang ky khai tir, nhan Trich lyc khai ti.

Céch thirc thye hién:

Nguoi c6 yéu cau dang ky khai tir truc tiép thuc hién hodc Gy quyén cho
nguoi khac thuc hién ndp ho so truc tiép tai B phan mot cira/Trung tam hanh
chinh céng ctia UBND cép huyén hodc giri hd so qua hé thdng buu chinh hodc nop
hé so truc tuyén trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hoic
Cong dich vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan hé so:

- To khai ddng ky khai tir theo mau (néu ngudi ¢6 yéu cau lya chon nop hd
so theo hinh thuc truc tiép);

- Biéu mau dién tir tuong tac dang ky khai tir (do nguoi yéu cau cung cap
thong tin theo huéng dan trén Cong dich vu céng, néu ngudi co yéu cau lya chon
ndp hod so theo hinh thic truc tuyén);

- Ngudi ¢d yéu cau dang ky khai tir thuce hién viéc ndp/xuit trinh (theo hinh
thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Gidy bao tir hoic gidy to thay thé Gidy béo tir do co quan co tham quyén cap:



https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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- Gidy to, tai liéu, chting ct do co quan, to chtrc c6 tham quyén cap hoic xac
nhan hop 18 chitng minh sy kién chét déi véi truong hop dang ky khai tir cho ngudi
chét da 1au, khong c6 Gidy béo tir hoic gidy to thay thé Giay bao tu;

- Vin ban ay quyén (dugc chuang thuc) theo quy dinh caa phép luat trong
truong hop ty quyén thuc hién viéc dang ky khai tir. Truong hop nguoi 6 trach
nhiém dang ky khai tir iy quyén cho ngudi khac thuc hién viéc dang ky khai tir ma
ngudi duoc iy quyén 1a6ng, ba, cha, me, con, v, chdng, anh, chi, em rudt caa ngudi
1y quyén thi van ban ty quyén khdng phai ching thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoic
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cp,
con gia tri sir dung dé ching minh vé nhan than ciia nguoi c¢6 yéu cau dang ky
khai tir. Truong hop cac thong tin ca nhan trong cac gidy to ndy da co trong
CSDLQGVDC, CSDLHTDT, duoc hé théng dién tu dong thi khong phai tai 18n
(theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chizng minh théng tin vé cu trii trong triong hop co
quan dang ky ho tich kndng thé khai thac dwoc thong tin vé noi cu trii ciia céng
din theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh s¢
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cw trii da dwroc khai thac tir Co sé dit lidu quéc gia
Vvé ddn cir bang cdc phwong thire ndy thi ngwoi c6 yéu cau khdng phdi xudt trinh
(theo hinh thizc tryc tiép) hodc tai 1én (theo hinh thic triec tuyen).

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao ¢6 chirng thuc céc gidy to phai xuét trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi XuAt
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hoic ban sao duoc cép tir s6 goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Trudng hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhéan c6 trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xéac nhan, khong dugc yéu cau nguoi di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du hé so dang ky ho tich
theo quy dinh ciia phap luat ho tich, khong duoc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
truc tuyén:
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+ Ban chup cac gidy to giri kém theo hd so diang ky khai tir tryc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, di¢n thoai
hodc duogc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 sir dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so dang ky khai tir truc
tuyén da c6 ban sao dién tir hoidc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau
dugc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai ti/ban sao
Trich luc khai tir), ngudi c6 yéu cau dang ky khai tir phai xuét trinh gidy to tuy than,
ndp ban chinh cac gidy to 1a thanh phan ho so ding ky khai tir theo quy dinh phap
luat ho tich.

- Giay to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hoic
xé4c nhan dé sir dung cho viéc dang ky h tich tai Viét Nam phai duoc hop phap
hoéa 1anh su theo quy dinh cta phap luat, trir truong hop dugce mién theo diéu udc
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky khai tir khong cung cp duogc gidy to
néu trén theo quy dinh hodc giéy to nop, xuét trinh bi trfly x0a, sua chira, lam gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky khai tur.

S6 lwong ho so: 01 bo

Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; truong hop nhan
hd so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam
viéc tiép theo. Truong hop cin xac minh thi thoi han giai quyét khong qua 03
ngay lam vigc.

Poi twong thwe hién thi tuc hanh chinh: Ca nhan

Co quan c6 tham quyén quyét dinh:

- Uy ban nhan dan cap huyén noi cu tra cudi ciing ctia ngudi chét thuc hién
viéc dang ky khai tur cho nguoi nude ngoai hoac cong dan Viét Nam dinh cu &
nudc ngoai chét tai Viét Nam;

- Uy ban nhan dan cap huyén noi ngudi d6 chét hodc noi phat hién thi thé
ngudi chét thyc hién viéc dang ky khai tir trong truong hop khong xac dinh dugc
noi cu tra cudi cling cia ngudi chét.

Co quan thyce hién tha tuc hanh chinh:

Phong Tu phap cap huyén tiép nhan ho so va tham muu Cha tich Uy ban
nhan dan cap huyén xem xét, quyét dinh.

Co quan phdéi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thi tuc hanh chinh: Trich luc khai ttr (ban chinh); ban
sao Trich lyc khai tir (trudng hop yéu cau cap ban sao Trich luc khai tir).

Phi, 1€ phi:

- Muc 1é phi cu thé do Hbi ¢ong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.
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- Mién I& phi cho nguoi thudc gia dinh ¢ cong v&i cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat,

- Phi cap ban sao Trich luc khai tir (néu c6 yéu cau) thuc hién theo quy dinh
tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bé Tai chinh.

Mau don, mau to khai:

+ To khai dang ky khai tir (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir tuong tac dang ky khai tir (néu ndp hd so theo hinh thirc
truc tuyén).

Y&u ciu, diéu kién thuc hién thi tuc hanh chinh: Khdng co

Can cw phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mét sé diéu cua Luat Ho tich va Nghi dinh s6
123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo truong B Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién ttr, diang ky ho tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1a nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia B6 trwong B6 Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi ddng nhan dan
tinh, thanh phé truc thudce Trung uong;

- Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 caa Bo truéng Bo Tai
chinh stra ddi, b6 sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chd: Phan chiz in nghiéng 1a ngi dung sita doi, bé sung, thay thé.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HQI CHU NGHIA VIET NAM
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Lam tai: .o, ,Ngay ... thang ......... nam

Ngudi yéu cau
(K, ghi 16 ho, chir dém, tén)

S0 lugng:....... ban
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Chd thich:

(D) Ghi rd tén co quan ding ky khai ti.

@ Ghi theo noi ding ky thuong tri; néu khong c6 noi ding ky thuong trd thi ghi
theo noi dang ky tam tra; truong hop khong ¢6 noi dang ky thuong trii va noi dang ky tam
trt thi ghi theo noi dang sinh séng.

() Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chitng minh nhan dan hoic gidy
to hop 1é thay thé (vi du: Chirng minh nhan dan s6 001089123 do Céng an thanh phé Ha
Noi cap ngay 20/10/2004).

) Néu ghi theo Gidy bao ttr, thi gach cum tir “Gidy t& thay thé Gidy bao tir”; néu
ghi theo sé Gidy to thay thé Gidy béo tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy béo
ta”; truong hop khéng c6 thi muc nay dé tréng

®) Pé& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.
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4. Thi tuc ding ky nhan cha, me, con c6 yéu té nwéc ngoai

Trinh tw thuc hién:

- Néu lya chon hinh thtrc ndp ho so truc tiép, ngudi ¢ yéu cau dang ky nhan
cha, me, con ndp hd so ding ky nhan cha, me, con tai B phan mét cira/Trung tam
hanh chinh cong cia UBND cép huyén c6 tham quyén; nop 1é phi néu thudc trudng
hop phai nop 1é phi dang ky nhan cha, me, con; ndp phi cap ban sao Trich luc dang
ky nhan cha, me, con néu c6 yéu cau cap ban sao Trich luc ding ky nhan cha,
me, con.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
nhan cha, me, con truy cap Cong dich vu céng quéc gia hoac Cong dich vu cong
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
huéng dan, diang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap huyén
c6 tham quyen.

Nguoi c6 yéu cau dang ky nhan cha, me, con truc tuyén cung cap thong tin
theo biéu mau dién tir twong tac ding ky nhan cha, me, con (cung cap trén Cong
dich vu ¢6ng), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, 1& phi théng qua chic nang thanh toan truc tuyén hoic bang
cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop ho so day du, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thic nép hd so truc tuyén); chuyén hd so dé cong chirc 1am cong
tac ho tich xur ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan ho
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hé so, néu ré loai gidy to, noi dung can bé sung dé ngudi
c6 yéu cau b sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop ngudi ¢ yéu cau dang ky nhan cha, me, con khéng bo
sung, hoan thién duoc hd so thi bao cao Trudng bo phan mot cira c6 thdng béo tur
chéi giai quyét yéu cau ding ky nhan cha, me, con.

- Cong chic lam cong tac ho tich tham tra ho so (tham tra tinh thong nhat,
hop 1é ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yeu cau nop, xuat trinh
hoac dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng bao vé tinh trang hd so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Cong chiic 1am cdng tac ho tich xac minh, niém yét viéc nhan cha, me, con
tai try s& Uy ban nhan dan cap huyén trong thoi gian 07 ngay lién tuc, dong thoi guri
vin ban dé nghi Uy ban nhan dan cap xa noi thuong trd cia ngudi duoc nhan 1a cha,
me, con niém yét trong thoi gian 07 ngay lién tuc tai tru s& Uy ban nhan dan cap xa.

+ Néu thay viéc nhan cha, me, con 1a dung va khong co tranh chap, hd so day
du, hop 1, ding quy dinh, trudng hop tiép nhan hd so dang ky nhan cha, me, con
theo hinh thic tryuc tiép, thi cdng chirc 1am cong tac ho tich thuc hién viéc ghi vao
S6 dang ky nhan cha, me, con, cap nhat thong tin ding ky nhan cha, me, con va luu
chinh thtic trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

Truong hop tiép nhan hd so dang ky nhan cha, me, con theo hinh thic truc
tuyén, cong chirc 1am cong tac ho tich giri lai biéu mau Trich luc diang ky nhan cha,
me, con dién tir véi thong tin ddy du cho nguoi yéu cau qua thu dién tr hodc thiét
bi sb.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich luc ding ky nhan cha, me, con dién tir va xac nhan (t6i da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhét, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi céng chuc 1am cdng tac ho tich thuc hién viéc
ghi ndi dung vao S dang ky dang ky nhan cha, me, con, cap nhat thong tin ding
ky nhan cha, me, con va luu chinh thtc trén Phan mém dang ky, quan Iy ho tich dién
tir dung chung.

- Cong chac lam cdng tac ho tich in Trich luc dang ky nhan cha, me, con,
trinh Lanh dao UBND Ky, chuyén t6i Bo phan mot cira dé tra két qua cho ngudi co
y&u cau.

- Nguoi ¢ yéu cau dang ky nhan cha, me, con (ca hai bén phai co mat, xuat
trinh gidy to tuy than dé di chiéu) kiém tra thdng tin trén Trich luc dang ky nhan
cha, me, con, trong S6 dang ky nhan cha, me, con va ky tén vao S6 dang ky nhan
cha, me, con, nhan Trich luc dang ky nhan cha, me, con.
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Cach thirc thuwe hién:

Nguoi co yéu cau ding ky nhan cha, me, con thuc hién ndp ho so truc tiép
tai BO phan mot cira/Trung tm hanh chinh cong cuia UBND cép huyén hodc nop hd
so tryc tuyén trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hoic
Cdng dich vu cong cap tinh (https://dichvucong.---.gov.vn) (mdt bén c6 thé nop hd
so ma khong phai ¢6 van ban iy quyén ctia bén con lai).

Thanh phan hd so:

- T khai dang ky nhan cha, me, con theo miu (néu ngudi ¢ yéu cau lya
chon nop hd so theo hinh thire truc tiép);

- Biéu méu dién tir twong tac dang ky nhan cha, me, con (do nguoi c6 yéu
cau cung cap thong tin theo hudng din trén Cong dich vu cong, néu ngudi ¢ yéu
cau lya chon nop ho so theo hinh thie truc myén);

- Nguoi ¢6 yéu cau diang ky nhan cha, me, con thyc hién viéc ndp/xuat trinh
(theo hinh thire truc tiép) hodc tai 18n (theo hinh thirc truc tuyén) cc gidy to sau:

* Gidy to phdi ngp:

- Chting ¢t ching minh quan hé cha, con hozc quan hé me, con gém mat trong
C4C giay to, tai lidu sau day:

+ Vin ban cla co quan y té, co quan giam dinh hoic co quan, to chuc khac
c6 tham quyén & trong nudc hodc nudc ngoai xac nhan quan hé cha con, quan hé
me con.

+ Truong hop khdng co ching cir chirng minh quan hé cha, me, con néu trén
thi phai c6 vin ban cam doan cuia cac bén nhan cha, me, con, cé it nhat hai nguoi
lam chiing vé mdi quan hé cha, me, con.

- Truong hop dang ky nhéan cha, me, con gitra cong dan Viét Nam véi nguoi
nudc ngoai hoac gitra ngudi nwdc ngoai vai nhau thi ngudi nudc ngoai phai nop
ban sao ho chiéu hoac gidy to co gia tri thay ho chiéu dé chiing minh veé
nhan than.

* Gidy tor phdi xudt trinh:

- H6 chiéu hodc Chung minh nhan dan hoic Thé can cude cong dan hoic
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gid tri sir dung dé chung minh vé nhan than ciia nguoi c6 yéu cau dang ky
nhan cha, me, con. Trudng hop cac thong tin ¢ nhan trong cac giay to nay da co
trong CSDLQGVDC, CSDLHTPT, duoc hé thdng dién ty dong thi khéng phai
tai 18n (theo hinh thtc truc tuyén);

- Gidy to c6 gia tri chizng minh théng tin vé cu trii trong triong hop co
quan ddang ky hé tich khdng thé khai thdc dwoc thdng tin vé noi cu trii ciia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop céc thdng tin
Vé gidy to chitng minh noi cw trii da dwroc khai thac tir Co sé dir lidu quéc gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thizc tryc tiép) hodc tai 1én (theo hinh thic triec tuyen).
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*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s6 gbe hodc ban chup kém theo ban chinh gidy t&
dé d6i chiéu. Trudng hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhan co trach nhiém kiém tra, di chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Ban chup cac gidy to gii kém theo ho so dang ky khai tir tryc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup béng may anh, dién thoai
hodc dugc chup, dugce quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 stir dung.

+ Truong hop gidy to, tai lieu phai gui kém trong ho so ding ky nhan cha,
me, con tryc tuyén da cé ban sao dién tir hoic da co ban dién ti gidy to ho tich thi
ngudi Yéu cau duoc si dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky nhan cha,
me, con/ban sao Trich lyc dang ky nhan cha, me, con) nguoi ¢6 yéu cau ding ky
nhan cha, me, con phai xuat trinh giy to tiy than dé xac dinh nhan than; nop ban
chinh gidy to, tai liéu 1a chiing car chitng minh quan hé cha, con hoic quan hé
me, con.

- Giay to do co quan c6 tham quyén ctia nudc ngodi cap, cong ching hodc
xac nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai duoc hop phap
hoa 1anh s theo quy dinh cta phap luat, trir trudong hop dugce mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

- Truong hop nguoi yéu cau dang ky nhan cha, me, con khong cung cap
dugc gidy to néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi tay xoa, sira
chira, 1am gia thi co quan diang ky ho tich c6 tham quyén huy bo két qua ding ky
nhan cha, me, con.

- Truong hop cho phép nguoi yéu cau dang ky ho tich lap van ban cam
doan vé noi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho ngudi 1ap vin ban cam doan vé trach nhiém, hé qua phap ly cua viéc
cam doan khong dang su that.
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Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 tham
quyén huay bo két qua dang ky ho tich, néu c6 co s xac dinh noi dung cam doan
khong dung su that.

S6 lwong hd so: 01 bd

Thoi han gidi quyét: 15 ngay

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan c6 thim quyén quyét dinh:

Uy ban nhan dan cip huyén noi cu tra ciia nguoi dugc nhan 1a cha, me, con
thuc hién dang ky nhan cha, me, con gitra cong dan Viét Nam véi nguoi nudc
ngoai; gitra cong dan Viét Nam cu tra ¢ trong nudc vai cong dan Viét Nam dinh
cu & nudc ngoai; gitra cong dan Viét Nam dinh cu ¢ nudc ngoai véi nhau; gitra
cong dan Viét Nam dong thoi ¢d qudc tich nude ngoai véi cong dan Viet Nam
hodc véi ngudi nudc ngoai; gitra nguoi nudc ngoai véi nhau ma maot hoac ca hai
bén thuong tru tai Viét Nam.

Co quan thyc hién tha tuc hanh chinh:

Phong Tu phap cap huyén tiép nhan ho so va tham muu Chu tich Uy ban
nhan dan cap huyén xem xét, quyét dinh.

Co quan phdi hop:

- Uy ban nhan dan cdp x4 noi cu trt cia ngudi duge nhan 1a cha, me, con.

- Co quan quan ly CSDLQGVDC.

K¢ét qua thwe hién thi tuc hanh chinh: Trich luc dang ky nhan cha, me,
con (ban chinh); ban sao Trich luc dang ky nhan cha, me, con (truong hop yéu
cau cap ban sao Trich luc dang ky nhan cha, me, con).

Phi, 1€ phi:

- Muc Ié phi cu thé do Hbi dong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat.,

- Phi cap ban sao Trich luc dang ky nhan cha, me, con (néu c6 yéu cau) thyuc
hién theo quy dinh tai Thong tu sé 281/2016/TT-BTC ngay 14/11/2016 cua Bo
Tai chinh.

MAu don, mau to khai:

+ To khai dang ky nhan cha, me, con (néu nop hd so theo hinh thic
truc tiép);

+ Biéu mau dién tir trong tac dang ky nhan cha, me, con (néu nop ho so theo
hinh thic truc tuyén).

Yéu ciu, diéu kién thuc hién thi tuc hanh chinh: Khdng co

Cin cu phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014,
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- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctua Chinh phi quy dinh vé
Co s& dix liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu sita déi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Théng tu s 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot sé diéu va
bién phéap thi hanh Luat Ho tich;

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

- Théong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B6 truong Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, b sung mét sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh ctia Hoi d6ng nhan dan tinh, thanh pho truc thuéc Trung wong.

Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

KINN QU e e

Ho, Chit dm, t810 NGUOT YEU CAUS ...ooovvveeeeeeeeee e seee e

Quan hé voi ngudi NNAN Cha/ME/CON: @) ..o
Pé nghi co quan cong nhin nguoi cé tén dwéi day:
[ [o TR o] 01 e 1<) . TR (< ST

Ngay, thang, NAM SINN: .......coiiii bbbttt
GG NN e, DAN tOC: ..o eeseeeereeen QUABC TICN: oo

LA s cua ngudi co tén dudi day:

HO, CRTE AEIM, TEN: .ottt b et s ettt en et s st an e
Ngay, thang, NAM SINN: .......ooiiii ettt
(CT1C IR 1131 DAN OC ..o (O TU1S Yol 110 1 O

To61 cam doan viéc nhan............c.ccocoeevvrvecnnne, noi trén 1a dang su that, tu nguyén, khong co
tranh chap va chiu trach nhiém trudc phéap luat vé cam doan cia minh.

Nguwoi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Y kién ciia ngwoi hién dang 1a me hoic cha®

Bé nghi cap ban sao ©: C6 L] Khong L]
SO lugng:.......... ban
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Chu thich:

(1) Ghi 16 tén co quan dang ky nhan cha, me, con;

@) Ghi theo noi ding ky thuong tra; néu khong c6 noi ding ky thuong tré thi ghi theo noi
dang ky tam tru; truong hgp khong c6 noi dang ky thuong trii va noi dang ky tam tru thi ghi theo
noi dang sinh séng.

®) Ghi thong tin vé gidy to tity than nhu: ho chiéu, chimg minh nhan dan hoic glay to hop
1¢ thay thé (vi du: Chimg minh nhén dan sb 001089123 do Céng an thanh phd Ha Noi cap ngay
20/10/2004).

*) Chi khai trong truong hop ngudi khai khéng dong thoi 1a ngudi nhan cha/me/con.

®) Chi khai trong truong hop cha hoac me nhan con chua thanh nién hodc nguoi da thanh
nién nhung mat nang luc hanh vi dan sy, ghi'y kién cua nguoi cha néu Me 1a nguoi yéu cau, y kién
ngudi me néu cha la ngudi yéu cau (trir truong hop ngudi d6 da chét, mét tich, mat ning luc hanh
vi dan su hodc han ché ning lyc hanh vi dan su).

®) P& nghi danh du X vao & néu c6 yéu cau cap ban sao va ghi rd sb luong.
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5. Thii tuc ding ky khai sinh két hop ding ky nhan cha, me, con c6 yéu
t6 nuwéc NQoai

Trinh ty thuc hién:

- Ngudi ¢d yéu cau dang ky khai sinh va nhan cha, me, con nop hé so ding
Ky khai sinh va dang ky nhan cha, me, con tai Bo phan mét cira/Trung tdm hanh
chinh cong cia UBND cip huyén c6 tham quyén; nop 1é phi néu thude treong hop
phai nop 1¢ phi ding ky khai sinh, dang ky nhan cha, me, con; nop phi cip ban sao
Gidy khai sinh, Trich luc dang ky nhan cha, me, con néu cd y&u cau cip ban sao
Gidy khai sinh, Trich luc dang ky nhan cha, me, con.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1& cua hd so.

(i) Truong hop ho so day du, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho nguoi ¢d yéu cau, dong thoi chuyén ho so dé cong chic lam cong tac ho
tich xu ly.

Sau khi tiép nhan hd so, can bo tiép nhan hd so tai Bé phan mot cua thuc
hién s hda (sao chup, chuyén thanh tai liéu dién ta trén hé thong thong tin, co s&
dir liéu) va ky sé vao tai liéu, ho so giai quyét thi tuc hanh chinh da dugc s6 hoa
theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai buéc (i);

(iii) Truong hop ngudi c6 yéu cau ding ky khai sinh va nhan cha, me, con
khdng bé sung, hoan thién duoc hd so thi bao cdo Trudng bd phan mot cira co
thong bao tir chéi giai quyét yéu cau dang ky khai sinh va nhan cha, me, con.

- Cong chuic 1am cdng tac ho tich tham tra hd so (tham tra tinh théng nhat,
hop Ié ciia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoiic dinh kem).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hd so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khdng thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
ho tich 1ap 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 cira dé tra cho ngudi
6 yéu cau;

+ Cong chuc 1am cdng tac ho tich xac minh, niém yét viéc nhan cha, me, con
tai try so Uy ban nhan dan cap huyén trong thoi gian 07 ngay lién tuc, dong thoi guri
vin ban dé nghi Uy ban nhan dan cap xa noi thuong trd cia ngudi duoc nhan 12 cha,
me, con niém yét trong thoi gian 07 ngay lién tuc tai tru s& Uy ban nhan dan cap xa.

+ Néu thay viéc nhan cha, me, con 1a dung va khéng c6 tranh chap, thong tin
khai sinh day di va phi hop, thi cong chiic 1am cong tac ho tich thuc hién viéc ghi



35

vao So dang ky nhan cha, me, con, S6 ding ky khai sinh, cap nhat thong tin ding
ky khai sinh, ddng Ky nhan cha, me, con va luu chinh thac trén Phan mém dang ky,
quan ly ho tich dién tir ding chung. Trudng hop cha, me lua chon quéc tich Viét
Nam cho con thi chuyén thong tin dén CSDLQGVDC dé lay Sé dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé& S6 dinh danh c& nhan, céng chirc 1am cong
tac ho tich in Gidy khai sinh, Trich luc ding ky nhan cha, me, con, trinh Lanh dao
UBND ky, chuyén tgi Bo phan mot cira tra két qua cho ngudi c6 yéu cau.

- Ngudi ¢d yéu cau ding ky khai sinh va nhan cha, me, con (ca hai bén phai
cO mat, xuat trinh gidy to tuy than dé ddi chiéu) kiém tra théng tin trén Trich luc
dang ky nhan cha, me, con, Gidy khai sinh, trong S6 dang ky nhan cha, me, con,
S6 dang ky khai sinh va ky tén vao S6 dang ky nhan cha, me, con, So dang ky khai
sinh, nhan Trich luc ding ky nhan cha, me, con, Giay khai sinh.

Cach thirc thuc hién:

Nguoi ¢6 yéu cau dang ky khai sinh va nhan cha, me, con thyc hién ndp
hd so truc tiép tai B0 phan mdt ctra/Trung tm hanh chinh cong cuia UBND cép
huyén (mot bén c6 thé ndp hd so ma khong phai cé vin ban ty quyén cta bén
con lai).

Thanh phan ho so:

* Gidy tor phdi ngp:

- To khai ding ky khai sinh theo mau;

- To khai ding ky nhan cha, me, con theo mau.

- Giay chang sinh.

+ Truong hop khong c6 Gidy chang sinh thi ndp van ban caa ngudi lam
chting xé&c nhan vé viéc sinh; néu khong c6 van ban ctua ngudi 1am ching thi phai
c6 giay cam doan vé viéc sinh.

+ Truong hop tré em sinh ra tai nudc ngoai thi nop Giay chang sinh hoac
gidy to khac do co quan c6 tham quyén nudc ngoai cap xac nhan vé viéc tré em
duoc sinh ra & nudc ngoai va quan hé me - con (néu co);

- Truong hop cha hoac me hoac ca cha, me l1a nguoi nudc ngoai thi phai
ndp van ban thoa thuan caa cha, me vé viéc lya chon qudc tich cho con. Truong
hop cha, me lya chon qudc tich nuée ngoai cho con, thi ngoai vin ban thoa thuan
lya chon quédc tich con phai c6 Xac nhan cia co quan ¢6 thim quyén nudc ma tré
duoc chon mang quéc tich vé viéc tré co qudc tich phi hop quy dinh caa phap
luat nudce do.

- Chting ctr chitng minh quan hé cha, con hodc quan hé me, con gom mot
trong c4c giay to, tai liéu sau day:

+ Vin ban cia co quan y té, co quan giam dinh hodc co quan khac ¢6 tham
quyén & trong nudc hodc nudc ngoai xac nhan quan hé cha con, quan hé me con.

+ Truong hop khéng cé chang cir chieng minh quan hé cha, me, con néu
trén thi phai c6 van ban cam doan cua cac bén nhan cha, me, con, co it nhat hai
ngudi 1am chang vé méi quan hé cha, me, con.



36

- Truong hop dang ky nhan cha, me, con gitra cong dan Viét Nam véi nguoi
nudC Ngoai hoac gitra nguoi nwdc ngoai voi nhau thi ngudi nudc ngoai phai nop
ban sao ho chiéu hoac gidy to co gia tri thay ho chiéu dé chiing minh vé
nhan than.

* Gidy to' phdi xudt trinh:

- H6 chiéu hodc Chuing minh nhan dan hoic Thé cin cudc cong dan hoic
cac gidy to khéac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cap,
con gid tri st dung dé chirng minh vé nhan than cua nguoi ¢ yéu cau dang ky
khai sinh két hop dang ky nhan cha, me, con;

- Gidy to c6 gia tri chizng minh théng tin vé cu trii trong triong hop co
quan dang ky h¢ tich khdng thé khai théc dwoc thdng tin vé noi cu trii cia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh s¢
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cw trii da dwroc khai thac tir Co sé dit lidu quéc gia
Vé dan cu bang cdc phwong thire ndy thi nguoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thc tryc tiép) hodc tdi 18n (theo hinh thic truc tuyén).

- Truong hop tré em sinh ra ¢ nuéc ngoai, co cha hoac me la cong dan Viét
Nam hoic cha va me déu 1a cong dan Viét Nam, chua dugc ding ky khai sinh &
nudc ngoai, vé cu trd tai Viét Nam thi xuét trinh gidy to chitng minh viéc tré em
d4 nhap canh hop phép vao Viét Nam (nhu: ho chiéu, gidy to o gié tri di lai quc
té c6 dau xac nhan nhap canh ciia co quan quan ly xuat, nhap canh) va vin ban
x&c nhan ctia co quan cong an c6 tham quyén vé Viéc tré em dang cu trd tai
Viét Nam.

*Luuy

- Pi voi gidy to ndp, xuat trinh:

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong h so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s gbe hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhén c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xac nhan, khong dugc yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, ¢ hd so dang ky ho tich
theo quy dinh ciia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém giéy to ma phap luat ho tich khong quy dinh phai nop.

- Truong hop cho phép nguoi yéu cau ding ky ho tich 1ap vin ban cam
doan vé noi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai
thich rd cho ngudi 1ap van ban cam doan vé trach nhiém, hé qua phap 1y cua viéc
cam doan khong diung sy that.
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Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim
quyén huty bo két qua dang ky ho tich, néu c6 co s xac dinh ndi dung cam doan
Khong dang su that.

- Béi véi viée xac dinh ho, dan toc, qué quan, dat tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop véi phap luat
va Y&u cau gitr gin ban sac dan toc, tdp quan, truyén thong vin hoa tot dep cua
Viét Nam; khéng dit tén qué dai, kho sir dung.

+ Trudng hop cha, me khong thoa thuén dugc vé ho, dan toc, qué quén cia
con khi dang ky khai sinh thi ho, dan toc, qué quan cua con dugc Xac dinh theo
tap quan nhung phai bao dam theo ho, dan tdc, qué quan cta cha hoac me.

S6 lwong ho so: 01 bo

Thai han giai quyét: 15 ngay.

Poi twong thuc hién thii tuc hanh chinh: Ca nhan

Co quan c6 tham quyén quyét dinh:

Uy ban nhan dan cap huyén noi cu tra ctia ngudi cha hodc ngudi me 1a cong
dan Viét Nam thuc hién dang ky khai sinh két hop nhan cha, me, con ma mét bén
c6 yéu cau la nguoi nudc ngoai, cong dan Viét Nam dinh cu ¢ nudc ngoai.

Co quan thyc hién thi tuc hanh chinh:

Phong Tu phép cap huyén tiép nhan ho so va tham muu Cha tich Uy ban nhan
dan cap huyén xem xét, quyét dinh.

Co quan phoi hop:

- Uy ban nhan dan cap xa noi cu tra ctia ngudi duoc nhan 1a cha, me, con;

- Co quan quan ly CSDLQGVDC.

Két qua thwe hién thi tuc hanh chinh: Gidy khai sinh, Trich luc dang ky
nhan cha, me, con (ban chinh); ban sao Giéy khai sinh, ban sao Trich luc dang ky
nhan cha, me, con (trudng hop yéu cau cip ban sao Gidy khai sinh, ban sao Trich
luc dang ky nhan cha, me, con).

Phi, 1€ phi:

- Muc Ié phi cu thé do Hai d¢ong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién 1& phi cho ngudi thude gia dinh c6 cong véi cach mang; ngudi thudce
ho nghéo; nguoi khuyét tat.

- Phi cp ban sao Gidy khai sinh, ban sao Trich luc dang ky nhan cha, me, con
(néu c6 yéu cau) thyuc hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC ngay
14/11/2016 cua B9 Tai chinh.

Mau don, miu t& khai: To khai ding ky khai sinh, T khai diing ky nhan
cha, me, con.

Yéu cau, diéu kién thuc hién thia tuc hanh chinh:

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

- Viéc nhan cha, me, con khdng c6 tranh chap.

Cian cwr phép ly:
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- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Hé tich:

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu sita déi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Théng tu s 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sb
123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot sé diéu va
bién phéap thi hanh Luat Ho tich;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, str dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cuia B6 truong Bé Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thue Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra d6i, bé sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh ctia Hoi d6ng nhan dan tinh, thanh phoé truc thuéc Trung wong.

Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINN QU Q) e

Ho, Chit dém, t8Nn NGUOT YEU CAUT .....c.ooevieeeeeeeeceeeeeeses ettt ness o

Quan hé voi nguoi dugC Khal SINN: ...
Pé nghi co quan ding Ky khai sinh cho nguoi dwéi day:

HO, Chilt @M, TN .ot e e be et e e te et eereereeeneeanee e
Ngay, thang, ndm sinh: .........cccociviiiiniiinieeee, ghi bang ChIT: oo

(@ T = o[- S OUSPUSSS
Ho, Chir dém, teN MGUOT M. ..o
NAm $inh: @, DAN tOC: ... QUABC tiCh: oo
DS TR a0 SRS
Ho, Chir dém, ten NG CRA: .........cccoooooiiii s
NEM SINN: O DAN tOC: . v, QudbC tich: v,

T6i cam doan ndi dung dé nghi diang ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhét trf cia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.
Lamtai: ......................... , NQAY ........... thang ......... nam ..............
Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Chu thich:

(D) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than caa nguoi di ding ky, ghi 18 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan dan
s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

*) Truong hop sinh tai co sd'y té thi ghi rd tén co so'y té va dia chi tru 56 co sy té do.

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

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

©) P¢& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

KENN GEITE @ eenesenee

Ho, Chit @8m, t810 NEUOT YEU CAUS ...oovvvooeeeeeeeeeeeeeeeeeeeeeeeee oo essee e

Quan hé voi ngudi NhAN Cha/ME/CON: @) ..o
Pé nghi co quan cong nhin nguoi cé tén dwéi day:

[ [o TR o] 11 1< 1O (SRR
Ngay, thang, NEAM SINR: ..o
GG NN e, DAN tOC: ..o eeseeeereeen QUABC TICN: oo

LA, cua ngudi co tén duwoi day:
HO, CRTE AEIM, TEN: .ottt bbbttt en et n e

Ngay, thang, NAM SINN: .......cooiiii sttt
GiGH NN DAN tOC ... (TN 1S Yol 110 ET

To61 cam doan viéc nhan............c.ccoooeevveicecnnne, noi trén 1a dang su that, tu nguyén, khong co
tranh chap va chiu trach nhiém trudc phéap luat vé cam doan cia minh.

LaAM t@i..cceeccceces ngay ........... thang............ nam............
Nguwoi yéu cau
(Ky, ghi r ho, chiz dém, tén)

Y kién ciia ngwoi hién dang 1a me hoic cha®

Bé nghi cap ban sao ©: C6 L] Khong L]
SO lugng:.......... ban
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Chu thich:

(1) Ghi 16 tén co quan dang ky nhan cha, me, con;

@) Ghi theo noi ding ky thuong tra; néu khong c6 noi ding ky thuong tré thi ghi theo noi
dang ky tam tru; truong hgp khong c6 noi dang ky thuong trii va noi dang ky tam tru thi ghi theo
noi dang sinh séng.

®) Ghi thong tin vé gidy to tity than nhu: ho chiéu, chimg minh nhan dan hoic glay to hop
1¢ thay thé (vi du: Chimg minh nhén dan sb 001089123 do Céng an thanh phd Ha Noi cap ngay
20/10/2004).

*) Chi khai trong truong hop ngudi khai khéng dong thoi 1a ngudi nhan cha/me/con.

®) Chi khai trong truong hop cha hoac me nhan con chua thanh nién hodc nguoi da thanh
nién nhung mat nang luc hanh vi dan sy, ghi'y kién cua nguoi cha néu Me 1a nguoi yéu cau, y kién
ngudi me néu cha la ngudi yéu cau (trir truong hop ngudi d6 da chét, mét tich, mat ning luyc hanh
vi dan su hodc han ché ning lyc hanh vi dan su).

®) P& nghi danh du X vao & néu c6 yéu cau cap ban sao va ghi rd sb luong.
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6. Thii tuc diing ky giam hd c6 yéu té nwéc ngoai

Trinh tw thuc hién:

- Néu lya chon hinh thtrc ndp ho so truc tiép, ngudi ¢ yéu cau dang ky gidm
ho nop hd so diang ky giam ho tai Bo phan mét cira/Trung tam hanh chinh c¢éng cua
UBND cap huyén c6 tham quyén; nop 1& phi néu thude treong hop phai nop 1é phi
dang ky giam ho; nop phi cap ban sao Trich luc dang ky giam ho néu cd yéu cau
cap ban sao Trich luc dang ky giam ho.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
giam ho truy cap Cong dich vu céng qudc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudéng dan,
diang nhap vao hé thong, xac dinh ding Uy ban nhan dan cdp huyén co
tham quyén.

Ngudi c6 yéu cau dang ky giam ho truc tuyén cung cap théng tin theo biéu
mau dién tir twong tac ding ky gidm ho (cung cap trén Cong dich vu cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢
phi thdng qua chtrc niang thanh toan truc tuyén hodc bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hé so tai Bo phan mat cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop ho so day da, hop 1€ thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi ¢6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thic nép hd so truc tuyén); chuyén hd so dé cong chirc 1am cong
tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can bo tiép nhan ho
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai ligu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé ngudi
c6 yéu cau bo sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai buéc (i);

(iii) Truong hop ngudi c6 yéu cau diang ky giam ho khong bd sung, hoan
thién dugc hd so thi bao cdo Truong bo phan mot cira c6 thong bao tir chéi giai
quyét yéu cau dang ky giam ho.

- Cong chic lam cong tac ho tich tham tra ho so (tham tra tinh thong nhat,
hop Ié ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoac dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu thdy yéu cau ding ky giam ho du diéu kién theo quy dinh phéap luat,
hd so day du, hop 18, dung quy dinh, truong hop tiép nhan hd so dang ky giam ho
theo hinh thic truc tiép, thi cong chie 1am cong tac ho tich thuc hién viéc ghi vao
S6 dang ky giam ho, cap nhat thong tin dang ky giam ho va luu chinh thic trén Phan
mém ding Ky, quan ly ho tich dién tr diing chung.

Trudng hop tiép nhan hd so dang ky gidm ho theo hinh thic truc tuyén, cong
chic 1am cong tac ho tich gui lai biéu mau Trich luc dang ky giam ho dién tir voi
thong tin day du cho nguoi yu cau qua thu dién tir hoac thiét bi s6.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Trich luc dang ky giam ho dién tir va xac nhan (t6i da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhét, day du hoic khong
c6 phan hoi sau thoi han yéu cau thi céng chuac 1am cong tac ho tich thuc hién viéc
ghi ndi dung vao S6 dang ky giam ho, cap nhat thong tin dang ky giam ho va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chrc lam cbng tac ho tich in Trich luc dang ky giam ho, trinh Lanh
dao UBND ky, chuyén Bo phan mét ctra tra két qua cho ngudi c6 yéu cau.

- Nguoi ¢d yéu cau dang ky giam ho kiém tra thong tin trén Trich luc dang ky
giam ho, trong So6 dang ky dang ky giam ho, ky tén vao So ding ky giam ho, nhan
Trich luc dang ky giam ho.

Cach thirc thue hién:

Nguoi co yéu cau dang ky giam hé truc tiép thuc hién hodc ty quyén cho
nguoi khac thuc hién ndp hd so truc tiép tai B phan moét cura/Trung tdm hanh
chinh cong ciia UBND cép huyén hodc giri ho so qua hé théng buu chinh hoic ndp
hé so truc tuyén trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hoic
Cdng dich vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan hé so:

- T& khai dang ky gidm ho theo mau (néu ngudi yéu cau lua chon nop hd so
theo hinh thirc tryuc tiép);

- Biéu mu dién tir trong tac dang ky giam ho (do nguoi yéu cau cung cp
thong tin theo hudng dan trén Cong dich vu cong néu ngudi cé yéu cau lya chon ndp
ho so theo hinh thirc truc tuyén);



https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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- Nguoi ¢6 yéu cau dang ky giam ho thuc hién viée ndp/xuét trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Van ban cir ngudi gidm ho theo quy dinh caa Bo luat Dan su ddi véi
truong hop dang ky giam ho ctr; gidy to chimg minh diéu kién giam ho duong
nhién theo quy dinh cua Bo luat Dan sy ddi véi truong hop dang ky giam ho
duong nhién; truong hop c6 nhidu ngudi cung du diéu kién 1am gidam ho dwong
nhién thi ndp thém vin ban thoéa thuan vé viéc car mot nguoi 1am giam ho
duong nhién;

- Van ban uy quyén (duoc ching thuc) theo quy dinh cua phap luat trong
tru:ong hop ay quyén thuc hién ding ky giam ho. Truong hop ngudi duoc uy
quyén la éng, ba, cha, me, con, vg, chong, anh, chi, em rudt cua ngudi uy quyén
thi van ban uy quyén khdng phai chiing thuc.

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 thim quyén cp,
con gia tri sir dung dé ching minh vé nhan than ciia nguoi c¢6 yéu cau dang ky
giam ho. Truong hop cac thong tin c4 nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi khong phai tai 1en
(theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chizng minh thdng tin vé cu trii trong trwong hop co
quan ddang ky hé tich khdng thé khai thdc dwoc thdng tin vé noi cu trii cia cong
dan theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh s¢
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thdng tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co sé dir lidu quéc gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thizc tryc tiép) hodc tai 1én (theo hinh thic triec tuyen).

Truong hop giri hd so qua hé thong buu chinh thi phai gii kém theo ban
sao c6 chimg thuc cac gidy to phai xudt trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu vé6i thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chimg thuc tir ban
chinh hoic ban sao duoc cép tir s6 goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhéan co trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xéac nhan, khong dugc yéu cau ngudi di dang ky ndp ban sao gidy to do.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

- Dbi véi gidy to gtri kém theo néu ngudi yéu cau ndp hd so theo hinh thire
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky giam ho truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, di¢n thoai
hodc duogc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky giam ho truc
tuyén da c6 ban sao dién tir hoic da c6 ban dién tir gidy to ho tich thi nguoi yéu cau
dugc sir dung ban dién tir nay.

+ Khi dén co quan diang ky ho tich nhan két qua (Trich luc dang ky giam
ho/ban sao Trich luc ding ky giam ho), ngudi c6 yéu cau dang ky giam ho xuat trinh
gidy to tuy than, nop ban chinh cac gidy to 1a thanh phan hé so dang ky giam ho theo
quy dinh phap luat ho tich.

- Giay to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hoic
x4c nhan dé st dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phap
hoéa 1anh su theo quy dinh cta phap luat, trir truong hop duoc mién theo diéu ude
quéc té ma Viét Nam 13 thanh vién.

- Truong hop ngudi yéu cau ding ky giam ho khong cung cip duoc gidy
td néu trén theo quy dinh hodc gidy t& ndp, xut trinh bi tdy x0a, stra chita, lam
gia thi co quan ding ky ho tich c6 tham quyén huy bo két qua dang ky giam ho.

S6 lwgng ho so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc dbi véi viéc dang ky giam ho ci, 03
ngay lam viéc déi vai viéc dang ky giam ho duong nhién.

Poi twong thue hién thi tuc hanh chinh: Ca nhan, phéap nhan.

Co quan c6 tham quyén quyét dinh:

Uy ban nhan dan cap huyén noi cu tra ctia nguoi dugc giam ho hoic ngudi
gidm ho thuc hién dang ky giam ho gitta cdng dan Viét Nam va ngudi nudc ngoai
cung cu tra tai Viét Nam.

Co quan thye hién thi tuc hanh chinh:

Phong Tu phap cap huyén tiép nhan hd so va tham muu Chua tich Uy ban
nhan dan cap huyén xem xét, quyét dinh.

Co quan phdéi hop: Co quan quan Iy CSDLQGVDC.

Két qua thye hién thi tuc hanh chinh: Trich lyc dang ky giam ho (ban
chinh), ban sao Trich luc ding ky giam ho (trudng hop yéu cau cap ban sao Trich
luc dang ky giam ho).

Phi, 1€ phi:

- Mc 18 phi cu thé do Hoi ddng nhan dan tinh, thanh phé truc thuoc Trung
wong quyét dinh.
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- Mién I& phi cho nguoi thudc gia dinh ¢ cong v&i cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat,

- Phi c4p ban sao Trich luc ding ky giam ho (néu cd yéu cau) thuc hién theo
quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh.

Mau don, mau to khai:

+ To khai dang ky giam ho (néu nop hé so theo hinh thirc truc tiép);

+ Biéu méu dién tir twong tac diang ky gidm ho (néu nop hd so theo hinh thirc
truc tuyén).

Y&u ciu, diéu kién thuc hién thia tuc hanh chinh:

- Viéc giam ho gitra cong dan Viét Nam va nguoi nudc ngoai cung cu tra
tal Viét Nam.

- C4 nhan c6 du cac diéu kién sau day co thé 1am ngudi giam ho:

+ C6 nang lyc hanh vi dan sy day du.

+ C6 tu cach dao duc tdt va cac diéu kién can thiét dé thuc hién quyén,
nghia vu ctia nguoi gidm hg.

+ Khdng phai 1a nguoi dang bi truy cau trach nhiém hinh sy hodc nguoi bi
két an nhung chua duoc X04 &n tich vé mot trong cac toi ¢d y xam pham tinh
mang, sic khoe, danh du, nhan pham, tai san ctia nguoi khéc.

+ Khéng phai 1a ngudi bi Toa &n tuyén bd han ché quyén ddi véi con chua
thanh nién.

- Phép nhan c6 du cac diéu kién sau day c6 thé lam nguoi giam ho:

+ Co nang luc phép luat dan su phu hop véi viéc giam ho.

+ C6 diéu kién can thiét dé thuc hién quyén, nghia vu ciia ngudi giam ho.

Cin ¢ phap ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phi quy dinh vé
Co s& dir lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh pha sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 caa Bo truéng Bo Tu phap
quy dinh chi tiét thi hanh mot so diéu cua Luat Ho tich va Nghi dinh sé
123/2015/NB-CP ngay 15/11/2015 cua Chinh pha 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 B¢ truong Bo Tu
phap quy dinh chi tiét mot sé diéu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;
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- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cia B trusng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, str dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truéng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/202L/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta ddi, b sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chd: Phan chiz in nghiéng 1a ngi dung siza déi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ

KINR QU D) e

Ho, Chit dém, t81 NEUOT YEU CAU: .....ooooocoeeoeeeeeeeeseesee oot esere oo
INOT CU T @) oo

Pé nghi co' quan ding ky viéc giam hd giira nhirng ngudi cé tén dwéi day:

Nguwoi gidm h:

(O T o1 1 e 13 1. 1A =] o OO
Ngay, thang, NaAmM SINN: ...
GiGi tinh: oo, DAN tOC: v vveeeeeeeeeeeeeeeeeeeen QUABC tICN: v,

Nguwoi dwgc gidm h:

[ FO Yo 011 Qe £<1 1. TR (=1 SO OTOON
Ngay, thang, NAM SINN: ..o
GiGi tinh: oo, DAN EOC v veveeeeeeeeeeeeeeeeeeeenn QUABC tiCh: e,

T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phap
luat vé cam doan cia minh.
Lam tai: ..o, ngay ... thang ....... nam ...

Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cip ban sao™: C6 D, Khong []
Séluong:...ban e
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Chu thich:

() Ghi 18 tén co quan dang ky giam ho.

@ Ghi theo noi ding ky thuong trd, néu khong cé noi dang ky thuong tra thi ghi theo noi
dang ky tam tr; truong hgp khong co noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh séng.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chitmg minh nhan dan hoic gidy to hop
& thay thé (vi du: Chirng minh nhan dan sé 001089123 do Cong an thanh phé Ha Nai cip ngay
20/10/2014).

@ P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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7. Thii tuc ding ky cham diit giam ho cd yéu té nuéc ngoai

Trinh tw thuc hién:

- Néu Iyra chon hinh thirc nop hd so truc tiép, nguoi €6 yéu cau dang ky cham
dut giam ho nop hd so ding ky chdm dat gidm ho tai Bo phan mot cira/Trung tm
hanh chinh cong cia UBND cép huyén c6 tham quyén; nop 1é phi néu thudc trudng
hop phai nop 1¢ phi ding ky cham dut giam ho; nop phi cap ban sao Trich luc dang
ky cham dut giam ho néu cd yéu cau cip ban sao Trich luc ding ky cham dut
giam ho.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
cham datt giam ho truy cap Cong dich vu cdng québc gia hoic Cong dich vu cong
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
huéng dan, diang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap huyén
c6 tham quyen.

Nguoi c6 yéu cau dang ky cham dat giam ho truc tuyén cung cap thong tin
theo biéu mau dién tir twong tac dang ky cham dat giam ho (cung cap trén Cong
dich vu ¢6ng), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, 1& phi théng qua chic nang thanh toan truc tuyén hoic bang
cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop ho so day du, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thic nop hé so truc tuyén), chuyén hd so dé cong chirc 1am cong
tac ho tich xur ly;

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan ho
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh d3 duoc sé hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hé so, néu ré loai gidy to, noi dung can bé sung dé ngudi
6 yéu cau b sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop ngudi 6 yéu cau dang ky cham dut giam ho khong bo
sung, hoan thién duoc hd so thi bao cao Trudng bo phan mot cira c6 thdng béo tur
chéi giai quyét yéu cau dang ky cham duat giam ho.

- Cong chic lam cong tac ho tich tham tra ho so (tham tra tinh thong nhat,
hop 1é ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yeu cau nop, xuat trinh
hoac dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng bao vé tinh trang hd so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Néu thay ho so day du, hop 18, ding quy dinh, truong hop tiép nhan ho so
dang ky cham dut giam ho theo hinh thic truc tiép, thi cdng chic 1am cong tac ho
tich thuc hién viéc ghi vao So dang ky cham dut gidam hé, cap nhat thong tin ding
ky cham dat giam ho va luu chinh thtc trén Phan mém ding ky, quan Iy ho tich
dién tir dung chung.

Trudng hop tiép nhan ho so dang ky cham dat giam ho theo hinh thuc truc
tuyén, cong chuc 1am cong tac ho tich gui lai biéu mau Trich luc dang ky cham duat
giam ho dién tir voi thong tin day di cho nguoi yéu cau qua thu dién tir hozc thiét
bi sb.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Trich luc dang ky cham dut giam ho dién tir va xac nhan (i da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chuc 1am cong tac ho tich thuc hién viéc
ghi ndi dung vao So ding ky cham dat giam ho, cap nhat thong tin dang ky cham
dut giam ho va luu chinh thac trén Phan mém dang ky, quan Iy ho tich dién tur
dung chung.

- Cong chuc 1am cdng tac ho tich in Trich luc dang ky cham dat giam ho,
trinh Lanh dao UBND Ky, chuyén Bo phan mét cira tra két qua cho nguoi ¢6 yéu cau.

- Nguoi di dang ky cham dut giam ho kiém tra thdng tin trén Trich luc ding
ky cham dut giam ho, trong S6 dang ky dang ky cham dut giam ho, ky tén vao So
dang ky cham dat giam ho, nhan Trich luc dang ky cham dut giam ho.

Cach thirc thue hién:

Nguoi ¢6 yéu cau ding ky chdm dut giam ho truc tiép thuc hién hodc ty
quyén cho nguoi khac thyc hién ndp hd so truc tiép tai BO phan mdt cua/Trung
tAm hanh chinh céng cia UBND cap huyén hoac giri ho so qua hé théng buu chinh
hoac ndp hd so truc tuyén trén Céng dich vu cong quéc gia
(https://dichvucong.gov.vn)  hoic Coéng dich vu coéng cép tinh
(https://dichvucong.---.gov.vn).
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Thanh phan h so:

- T& khai dang ky chdm dit giam ho theo mau (néu nguoi yéu cau Iya chon
ndp hd so theo hinh thie truc tiép);

- Biéu méu dién tir twong tac ding ky chdm dut giam ho (do nguoi yéu cau
cung cap thong tin theo huéng dan trén Cong dich vu cong néu ngudi cé yéu cau lua
chon ndp hd so theo hinh thirc tryc tuyén);

- Ngudi ¢6 yéu cau ding Ky chim dit giam ho thuc hién viée ndp/xuét trinh
(theo hinh thire truc tiép) hodc tai 18n (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Gidy to 1am can cir cham duat giam ho theo quy dinh caa Bo luat Dan su.

- Vin ban ay quyén (dugc chang thuc) theo quy dinh caa phép luat trong
truong hop ty quyén thyuc hién dang ky cham dut giam ho. Truong hop nguoi duoc
1y quyén 1a 6ng, ba, cha, me, con, v, chong, anh, chi, em rudt cia ngudi Gy quyén
thi van ban ay quyén khdng phai ching thuc.

* Gidy to phdi xudt trinh:

Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 thim quyén cap,
con gia tri sit dung dé ching minh vé nhan than ciia nguoi c¢6 yéu cau dang ky
cham dut giam ho. Trudng hop cac thong tin ca nhan trong cac gidy to nay di co
trong CSDLQGVDC, CSDLHTPDT, duoc hé thong dién tu dong thi khong phai
tai 1én (theo hinh thirc truc tuyén).

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

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi XUt
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhén co trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du ho so dang ky ho tich
theo quy dinh ciia phap luat ho tich, khong duoc yéu cau ngudi dang ky ho tich
ndp thém giéy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Bén chyp cac gidy to giri kém theo ho so dang ky cham dut giam ho truc
tuyén phai bao dam rd nét, day di, toan ven vé ndi dung, 14 ban chup bang may anh,
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dién thoai hodc duoc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop
1€, con gia tri stir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky chdm dut
giam ho truc tuyén da co ban sao dién tir hoic dé c6 ban dién tir gidy to ho tich thi
ngudi Yeu cau duoc sir dung ban dién tir nay.

- Khi dén co quan dang ky ho tich nhan két qua (Trich luc ding ky cham dut
giam ho/ban sao Trich luc ding ky chdm dut giam ho), ngudi 6 yéu cau ding ky
cham dut gidm ho xuét trinh gidy to tuy than, nop ban chinh cac gidy to 1a thanh
phan hé so ding ky chdm dat giam ho theo quy dinh phap luat ho tich.

- Gidy td do co quan c6 thAm quyén ctia nudc ngoai cip, cong chimg hodc
xé4c nhan dé sir dung cho viéc dang ky h tich tai Viét Nam phai duoc hop phap
hoa 1anh su theo quy dinh cta phap luat, trir truong hop duge mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi 6 yéu cau ding ky cham dut giam ho khong cung cap
duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xuat trinh bj tay xoa, sira
chira, 1am gia thi co quan diang ky ho tich c6 tham quyén hiy bo két qua ding ky
cham dut giam ho.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 02 ngay lam viéc.

Poi twong thue hién thii tuc hanh chinh: Ca nhan, phap nhan.

Co quan c6 thim quyén quyét dinh:

Uy ban nhan déan cap huyén noi da dang ky giam ho thyc hién dang ky chim
dut giam ho.

Co quan thwe hién thi tuc hanh chinh:

Phong Tu phap cap huyén tiép nhan ho so va tham muu Chu tich Uy ban
nhan dan cip huyén xem xét, quyét dinh.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

K¢ét qua thue hién thii tuc hanh chinh: Trich luc dang ky cham dut giam
hé (ban chinh), ban sao Trich luc dang ky chim dut giam ho (truong hop yéu cau
cap ban sao Trich luc dang ky chim dat giam ho).

Phi, 1€ phi:

- Mic 18 phi cu thé do Hoi ddng nhan dan tinh, thanh phé truc thuoc Trung
wong quyét dinh.

- Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat.

- Phi cép ban sao Trich luc dang ky cham dat giam ho (néu c6 yéu cau) thuc
hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo
Tai chinh.

Mau don, mau to khai:
+ T khai dang ky cham dut giam ho (néu nop hé so theo hinh thic truc tiép);
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+ Biéu mau dién tir trong tac dang ky cham dut giam ho (néu ndp hd so theo
hinh thuc truc tuyén).

Yéu ciu, diéu kién thuc hién thi tuc hanh chinh: Khéng cé

Can ctr phap ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Hé tich:

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sb
123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cua Bo truong Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich tryc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo truéng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 1& phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo trusng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thude Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra doi, b6 sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chd: Phan chi in nghiéng 1a ngi dung sita doi, bé sung, thay thé.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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Chu thich:

@) Ghi 13 tén co quan ding ky cham dit giam ho.

@ Ghi theo noi dang ky thuong trd, néu khong cé noi ding ky thuong trd thi ghi theo
noi dang ky tam trta; truong hop khong co noi dang ky thuong tra va noi dang ky tam trd thi ghi
theo noi dang sinh séng.

®) Ghi thdng tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hoic giay to
hop 1é thay thé (vi du: Chirng minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cip
ngay 20/10/2014).

® Ghi 10 tén co quan dang ky giam h¢ trudc day (s6, ngay thang nam dang ky).

®) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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8. Thii tuc thay doi, cai chinh, bo sung thdng tin h tich, xac dinh lai
dan toc

Trinh ty thuc hién:

- Néu lya chon hinh thic nop hd so truc tiép, ngudi c6 yéu cau diang ky thay
dbi, cai chinh, bd sung thdng tin ho tich, xac dinh lai dan toc nop ho so thay doi,
cai chinh, bd sung théng tin ho tich, xac dinh lai dan toc tai Bo phan mot cira/Trung
tdm hanh chinh cng caa UBND cép huyén c6 tham quyén; nop 1é phi néu thuoc
truedng hop phai nop 1€ phi thay d6i, cai chinh, b sung thdng tin ho tich, xac dinh
lai dan toc; nop phi cap ban sao Trich luc thay ddi, cai chinh, bé sung thng tin ho
tich, xac dinh lai dan toc néu cd yéu cau cap ban sao Trich luc thay d6i, cai chinh,
bd sung thdng tin ho tich, xac dinh lai dan toc.

- Néu lua chon hinh thirc nop ho so truc tuyén, nguoi co yéu cau thay doi,
cai chinh, b6 sung théng tin ho tich, xac dinh lai dan toc truy cap Cong dich vu
cdng quéc gia hodc Cong dich vu cong cap tinh, ding ky tai khoan (néu chua co
tai khoan), xac thuc nguoi dung theo huéng dan, dang nhap vao hé thong, xéac
dinh dtng Uy ban nhan dan cip huyén c6 tham quyeén.

Nguoi c6 yéu cau dang ky thay doi, cai chinh, bo sung théng tin ho tich,
xéac dinh lai dan toc truc tuyén cung cap théng tin theo biéu mau dién tir tuong
tac thuc hién dang ky thay dbi, cai chinh, bo sung théng tin ho tich, xac dinh lai
dan toc (cung cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién
tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢ phi thdng qua chic nang thanh
toan truc tuyén hoic bang céch thirc khac theo quy dinh phap luat, hoan tat viéc
nop ho so.

- Cén bo tiép nhan hd so tai Bo phan mot cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1& cua hd so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan ho so; c6 Phiéu hen, tra
két qua cho ngudi c6 yéu cau thay doi, cai chinh thong tin ho tich, xac dinh lai dan
toc, bd sung thong tin ho tich (néu tiép nhan ho so bd sung thng tin ho tich sau 15
gio) (néu ngudi ¢6 yéu cau lya chon hinh thirc nop hd so truc tiép) hoac giri ngay
Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (néu nguoi c6 yéu cau lya chon hinh thirc nop
hd so truc tuyén); chuyén ho so dé cong chic 1am cong tac ho tich xir 1y.

Sau khi tiép nhan hd so theo hinh thic nop truc tiép, can b tiép nhan ho
so tai BO phan maot cira thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
6 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop ngudi c6 yéu cau dang ky thay doi, cai chinh, bo sung
théng tin ho tich, xac dinh lai dan toc khéng bd sung, hoan thién duoc hd so thi
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béo cao Truong bo phan mot cira c6 thong bao tir chdi giai quyét yéu cau dang
ky thay doi, cai chinh, bd sung théng tin ho tich, xac dinh lai dan toc.

- Cong chic 1am cong tac ho tich tham tra hd so (tham tra tinh thdng nhat,
hop 1é ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoiic dinh keém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hd so téi B phan mot ctra dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mot cira dé tra cho nguoi
c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho so tryuc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Néu thay viéc thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai
dan toc 1a co co sa, phu hop vai quy dinh cua phap luat dan sy va phéap luat co
lien quan, ho so day du, hop 18, dang quy dinh, truong hop tiép nhan ho so dang ky
thay dbi, cai chinh, bd sung thong tin ho tich, xac dinh lai dan toc theo hinh thic
truc tiép, thi cong chirc lam cbng tac ho tich thyc hién viéc ghi vao So dang ky thay
dbi, cai chinh, bo sung théng tin ho tich, xac dinh lai dan toc, cap nhat théng tin
dang ky thay d6i, cai chinh, b6 sung théng tin ho tich, xac dinh lai dan toc va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

Trudng hop tiép nhan hd so ding ky thay d6i, cai chinh, bd sung théng tin
ho tich, xac dinh lai dan toc theo hinh thic truc tuyén, cong chic 1am cong tac ho
tich giri lai biéu mau Trich luc thay ddi, cai chinh, bo sung thdng tin hé tich, xéac
dinh lai dan toc dién tir véi thong tin ddy du cho ngudi yéu cau qua thu dién tir hodc
thiét bj s6.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich lyc thay d6i, cai chinh, b6 sung théng tin ho tich, xac dinh
lai dan toc dién tir va xac nhan (téi da mét ngay).

Néu ngudi 6 yéu cau xac nhan thong tin da thong nhat, day da hodc khéng
c6 phan hdi sau thoi han yéu cau thi cdng chire 1am cong tac ho tich thuc hién viéc
ghi noi dung vao So6 dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac
dinh lai dan toc, cap nhat thong tin ding thay doi, cai chinh, bo sung thong tin ho
tich, xac dinh lai dan toc va luu chinh thic trén Phan mém dang ky, quan Iy ho tich
dién tur dung chung.

- Cong chtic 1am c¢ong tac ho tich in Trich luc thay dbi/cai chinh/bd sung
thong tin ho tich/xac dinh lai dan toc twong ¢ng, trinh Lanh dao UBND Ky, chuyén
B phan mot caa tra két qua cho ngudi co yéu cau.
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- Ngudi ¢d yéu cau dang ky thay doi, cai chinh, b sung théng tin ho tich,
xéac dinh lai dan toc kiém tra thong tin trén Trich luc thay doi/cai chinh/bd sung
thong tin ho tich/xac dinh lai dan toc, trong Sé ding ky thay doi, cai chinh, bd
sung thdng tin ho tich, xac dinh lai dan toc, ky tén vao S6 dang ky thay doi, cai
chinh, bd sung thdng tin ho tich, xac dinh lai dan toc, nhan Trich luc thay doi/cai
chinh/bd sung théng tin ho tich/xac dinh lai dan toc.

Céch thirc thuc hién:

Ngudi c6 yéu cau dang ky thay ddi, cai chinh, bd sung thong tin h tich,
xac dinh lai dan toc truc tiép thuc hi¢n hodc uy quyén cho nguoi khac thuc hién
nop hd so truc tiép tai Bo phan mot cira/Trung tim hanh chinh céng cia UBND cap
huyén hodc giri hd so qua hé thdng buu chinh hozc ndp ho so truc tuyén trén Cong
dich vu cong qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

Thanh phan ho so:

- To khai dang ky thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai
dan toc theo mau (néu nguoi co yéu cau lya chon nop hé so theo hinh thic truc ﬁép);

- Biéu mau dién tir tuong tac thuc hién dang ky thay d6i, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan tdc (do nguoi yéu cau cung cép thong tin theo
hudng dan trén Céng dich vu cong, néu nguoi co yéu cau lya chon nop hd so theo
hinh thirc truc tuyén);

- Nguoi ¢6 yéu cau ding Ky thay doi, cai chinh, bo sung thong tin ho tich,
x4c dinh lai dan toc thyc hién viéc ndp/xuit trinh (theo hinh thire truc tiép) hoic
tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Giéy to lién quan dén viée thay ddi, cai chinh, bd sung thong tin hg tich,
xac dinh lai dan tdc;

- Vin ban uy quyén (duoc chimg thuc) theo quy dinh cua phép luét trong
truong hop iy quyén thyc hién viée dang ky thay doi, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan toc. Trudng hop ngudi dugc ty quyén 13 éng, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy quyén
khong phai chiig thuc.

* Gidy to phdi xudt trinh:

- H6 chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 thim quyén cip,
con gia tri str dung dé ching minh vé nhan than ctia ngudi cé yéu cau dang ky
thay d6i, cai chinh, b6 sung thong tin h tich, xac dinh lai dan toc. Truong hop cac
thong tin ca nhan trong céc gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT,
duoc hé théng dién ty dong thi khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to ¢6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan ddang ky hé tich khdng thé khai thdc dwoc thdng tin vé noi cu trii cia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh so
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104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co s¢ dir liéu quéc gia
Vé dan cu bang cdc phirong thire ndy thi nguoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thuc tryc tiép) hodc tdi 18n (theo hinh thic triec tuyén).

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

*Luuy

- Dbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuét
trinh, khong duoc yéu cau nop ban sao hodc ban chyp gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s6 gbc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhan ¢ trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xdc nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khéng duoc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pdi voi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chup céc gidy to giri kém theo ho so dang ky thay doi, cai chinh, bo
sung thong tin ho tich, xac dinh lai dan tdc truc tuyén phai bao dam rd nét, day du,
toan ven vé ndi dung, 1a ban chup bﬁng may anh, dién thoai hodc dugc chup, duoc
quét bang thiét bi dién tir, tir gidy to duoc cap hop 18, con gia tri s dung.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so dang ky thay doi, cai
chinh, bd sung thdng tin ho tich, xac dinh lai dan toc truc tuyén da co ban sao dién
tir hodc da co ban dién tir gidy to ho tich thi ngudi yéu cau dugc sir dung ban dién
tir nay.

+Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay doi/cai chinh/
bo sung théng tin ho tich/xac dinh lai dan toc/ban sao Trich luc thay dbi/ cai chinh,
bd sung thong tin ho tich/ xac dinh lai dan toc), ngudi cd yéu cau ding ky thay doi,
cai chinh, bd sung thdng tin ho tich, xac dinh lai dan toc xuét trinh gidy to tuy than,
nodp ban chinh cac gidy to 1a thanh phan ho so dang ky thay d6i, cai chinh, b sung
théng tin ho tich, xac dinh lai dan toc theo quy dinh phép luat hé tich.

- Giay to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hoic
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa 1anh s theo quy dinh cta phap luat, trir truong hop dugce mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.
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- Trudng hop ngudi ¢ yéu cau dang ky thay doi, cai chinh, bo sung thong
tin ho tich, xac dinh lai dan toc khong cung cip duoc gidy to néu trén theo quy
dinh hodc gidy td ndp, xuat trinh bi tiy x6a, stra chita, lam gia thi co quan ding
ky ho tich c6 thim quyén hiy bo két qua ding ky thay ddi, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan tdc.

S6 lwong ho so: 01 bo

Thoi han giai quyét:

- Ngay trong ngay lam viéc di véi viéc bo sung théng tin ho tich, trudng hop
nhan hd so sau 15 gior ma khéng giai quyét duoc ngay thi tra két qua trong ngay 1am
viéc tiép theo.

- 03 ngay lam viéc dbi vai viéc thay doi, cai chinh ho tich, xac dinh lai dan
toc. Truong hop can phai xac minh thi thoi han dugc kéo dai khong quéa 06 ngay
lam viéc.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan c6 tham quyén quyét dinh:

- Uy ban nhan dan cip huyén noi di dang ky ho tich trudc day hodc noi cu tra
clia ngudi nudc ngoai giai quyét viéc cai chinh, bo sung thdng tin ho tich ciia nguoi
nudc ngoai da dang ky ho tich tai co quan c6 tham quyén caa Viét Nam.

- Uy ban nhan dan cp huyén noi di dang ky ho tich trude day giai quyét viec
thay d6i, cai chinh, b6 sung théng tin ho tich, xac dinh lai dan toc cho nguoi Viét
Nam dinh cu ¢ nudc ngoai.

- Uy ban nhan dan cip huyén noi di dang ky ho tich trudc day hodc noi cu tra
cuia c& nhan giai quyét viéc thay doi, cai chinh ho tich cho cong dan Viét Nam tir di
14 tudi trd 18n cu tra trong nudc; xac dinh lai dan toc.

- Uy ban nhan dan cip huyén noi d dang ky khai tir trudc day thuc hién viéc
cai chinh noi dung dang ky khai tir trong Trich luc khai tir hodc Giay ching tir.

- Truong hop thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan
toc ma viéc ho tich trude day duge dang ky tai So Tu phap thi tham quyén giai quyét
duoc xac dinh nhu sau:

+ Trudng hop nguoi yéu cau 1a cdng dan Viét Nam cu tri & nudc ngoai thi
Uy ban nhan dan cap huyén noi cu trai trude khi xuat canh thuc hién thay doi, cai
chinh, b6 sung théng tin hé tich, xac dinh lai dan toc;

+ Truong hop nguoi yéu cau 13 nguoi nudc ngodi cu tra tai Viet Nam thi Uy
ban nhan dan cap huyén noi cu tr ciia ngudi d6 thuc hién cai chinh, bd sung théng
tin ho tich.

+ Trudng hop nguoi yéu cau 1a nguoi nude ngoai khdng cu tra tai Viét Nam
thi Uy ban nhan dan cap huyén noi c6 tru sé ctia So Tu phap da dang ky viéc ho tich
trude day thyuc hién cai chinh, b6 sung thdng tin ho tich.

Co quan thye hién thi tuc hanh chinh:

Phong Tu phap cap huyén tiép nhan ho so va tham muu Chu tich Uy ban
nhan dan cap huyén xem xét, quyét dinh.
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Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thwe hién thi tuc hanh chinh: Trich luc thay doi/cai chinh/bd
sung thong tin ho tich/xac dinh lai dan tdc (ban chinh), ban sao Trich luc thay ddi/cai
chinh/bd sung thong tin ho tich/xac dinh lai dan tdc (truong hop yéu cau cip ban
sao Trich lyc thay ddi/cai chinh/bd sung thong tin ho tich/xac dinh lai dan tdc).

Phi, 1€ phi:

- Mirc 18 phi cu thé do Hoi ddng nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién 1& phi cho ngudi thudc gia dinh c6 cong véi cach mang; nguoi thudc
ho nghéo; nguoi khuyét tat,

- Phi cap ban sao Trich luc ding ky thay ddi, cai chinh, b sung thong tin ho
tich, xac dinh lai dan toc (néu co yéu cau) thuc hién theo quy dinh tai Thong tu s6
281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh.,

Mau don, mau to khai:

+ To khai dang ky thay dbi, cai chinh, bd sung théng tin ho tich, xac dinh lai
dan toc (néu ndp hd so theo hinh thire truc tiép):;

+ Biéu mau dién tir twong tac thyc hién dang ky thay doi, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan téc (néu nop ho so theo hinh thic truc tuyén).

Yéu cau, diéu kién thuc hién thia tuc hanh chinh:

+ Viéc cai chinh ho tich chi duoc giai quyét sau khi xac dinh c6 sai s6t
trong dang ky ho tich; khéng cai chinh noi dung trén gidy to ho tich da duoc cap
hop I& nham hop thirc hda théng tin trén ho so, gidy to ca nhan khac.

+ Gidy to ho tich dugc cap hop 18 ké tir ngay 01/01/2016 ma théng tin ho
tich con thiéu thi duoc bd sung, néu cé gidy to, tai liéu do co quan, té chac co
tham quyén cap hop 1& chitng minh.

Yéu cau ghi bo sung qudc tich Viét Nam chi thuc hién dbi véi gidy to ho
tich dugc cap ké tir ngay 01/01/2016, sau khi da xac dinh nguoi yéu cau dang co
qudc tich Viét Nam theo quy dinh ctua Luat Qudc tich Viét Nam.

Cin cir phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sb 87/2020/NB-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé
Co s& dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh ph sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Théng tur sb 04/2020/TT-BTP ngay 28/5/2020 caa Bo trudng Bé Tu phap
quy dinh chi tiét thi hanh mot so diéu cua Luat Ho tich va Nghi dinh sé
123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot sé diéu va
bién phép thi hanh Luat Ho tich;
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- Théong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua Bo trusng Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co s¢ dit lidu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s& 281/2016/TT-BTC ngay 14/11/2016 cua Bo truéng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan Iy va str dung phi khai théc, str dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi géc Viét Nam, 1é phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo trusng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thude Trung uong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, bé sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phdn chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY VIEC THAY POI, CAl CHINH,
BO SUNG THONG TIN HO TICH, XAC PINH LAI DAN TQC

KINN QU D) e

Ho, Chit dém, t8N NEUOT YBU CAU: ....oovieeieeeeeceeeeee ettt
NOT CU T Bttt ettt ettt n ettt e sttt ettt
GIAY T TUY ThAN: B ettt
Quan hé véi ngudi duge thay doi, cai chinh, xac dinh lai dan toc, bd sung thong tin ho tich:.........
Pé nghi co' quan dAng KY VIEC @) .........ooiiiiiiiiiies et
cho nguoi cé tén dudi day:

(o L0 a1 s 10 A 1o SRS
Ngay, thang, NAM SINN: ......cciiii s
Gigi tinh:................ DAN tOC ..o, QUABC tHCh: e,
NOT CU T @) ettt ettt e sttt e s et st e et ee et een s neeeas
GIAY tO TUY thAN: ©) Lottt ettt ettt en et neen st
DA FANZ KT ©) oottt
17|
ngay......... thang ......... nam .......... Y QUYEN SO:uvereeeeeeeceeseieeeeseneese seeraevsieseesenaesenns
NGT AUNG: @ttt
o o PSPPSR

T6i cam doan nhiing noi dung khai trén ddy 1a dang su that va chiu trach nhiém trudc phap luat vé cam
doan cua minh.

Dé nghi cip ban sao™: C6 H} Khéng [ s6 luong:........... ban®
Lam tai: oo , hgay ......... thang ........ nam .......
Nguoi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)
Y kién cua nguoi duoc thay ddi ho, chir dém, tén Y kién cua cha va me (néu thay doi ho, chir
(néu nguoi do tir da 9 tudi tré 1én); xac dinh lai dém, tén cho nguoi dudi 18 tuoi)

dan toc (néu nguoi d6 tir du 15 tudi dén dudi 18
tudi)
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Chd thich:

@) Ghi 5 tén co quan dang ky viéc thay doi, cai chinh, bo sung thong tin ho tich, xac dinh
lai dan toc.

@ Ghi theo noi dang ky thudng tra; néu khong ¢ noi dang ky thudng tra thi ghi theo noi
dang 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.

® Ghi thong tin vé gidy to tiy than, ghi ro sd, co quan cip, ngdy (;ép ho chiéu, chirng minh
nhan déan hodc gidy to hop 1¢ thay thé (V7 dy: Chimg minh nhén dan s6 001089123 do Céng an
thanh pho Ha Noi cap ngay 20/10/2004).

“) Ghi rd noi dung loai viéc dé nghi dang ky.

q Vi du: thay doi ho, tén/ cai chinh phan khai vé chir dém ctia ngudi me/ xéc dinh lai dan toc/
bd sung phan khai vé nam sinh ctia nguoi cha.

®) Ghi 16 loai viéc ho tich da dang ky trude day c6 lién quan.

Vi dy: DA dang ky khai sinh tai UBND xa Ha Hoi, huyén Thuong Tin, thanh pho Ha Noi
ngay 05 thang 01 nam 2015, s6 10 quyén so 01/2015.

©) Ghi 16 n6i dung thay ddi, cai chinh ho tich, bd sung thong ho tich, xac dinh lai dan toc

Vi du: - Pugc thay dbi ho tir Nguyén Van Nam thanh Vi Van Nam.

- Puogc cai chinh nam sinh tir 1975 thanh 1976
(M Pé nghi danh diu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong.
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9. Thia tuc ghi vao Sé h tich viéc két hon ciaa cong dan Viét Nam da
dwoc giai quyét tai co quan ¢6 tham quyeén ciia nwéc ngoai

Trinh ty thuc hién:

- Néu lya chon hinh thirc ndp hd so truc tiép, ngudi c6 yéu cau ghi vao S6 ho
tich viéc két hon da duoc giai quyét tai co quan co tham quyén cta nudc ngoai
(sau day goi la ghi chi két hon) nop hd so ghi chl két hon tai Bo phan mot
ctra/Trung tm hanh chinh cong caa UBND cap huyén cd tham quyén; nop 1é phi
néu thudc trudng hop phai nop 18 phi ghi cha két hén, nop phi cap ban sao Trich
luc ghi cht két hdn néu cd yéu cau cap ban sao Trich luc ghi cha két hon.

- Néu lya chon hinh thic ndp ho so truc tuyén, ngudi c6 yéu cau ghi chi
két hon truy cap Cdng dich vu cong quéc gia hoiac Cong dich vu cong cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo hudéng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap huyén co
tham quyén.

Nguoi ¢6 yéu cau ghi chd két hdn truc tuyén cung cap thong tin theo biéu
mau dién tu trong tac ghi vao S6 ho tich viéc két hon (cung cap trén Cong dich
vu cdng), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy
dinh; nop phi, & phi thdng qua chirc nang thanh toan truc tuyén hoic bang cach
thire khac theo quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Trudng hop ho so day du, hop 18 thi tiép nhan ho so, c6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thirc ndp ho so truc tuyén), chuyén ho so dé cong chic 1am cong
tac ho tich xur ly;

Sau khi tiép nhan hd so theo hinh thtc ndp truc tiép, can b tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau b sung, hoan thién. Sau khi hd so duoc bd sung, thyc hién lai budc (i);

(iii) Truong hop ngudi ¢d yéu cau ghi chl két hén khong bo sung, hoan
thién duoc hd so thi bao cao Truéng bo phan mot ctira c6 théng béo tir chéi giai
quyét yéu cau ghi chd két hén.

- Cong chic 1am cong tac ho tich tham tra hd so (tham tra tinh thdng nhat,
hop 1é ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoiic dinh keém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng bao vé tinh trang hd so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Néu thay yéu cau ghi chd két hon du diéu kién, khong thuoc truong hop
tir chdi ghi vao sb viéc két hon theo quy dinh, truong hop tiép nhan ho so ghi chi
két hon theo hinh thuc truc tiép, thi cdng chac 1am cdng tac ho tich thuc hién viéc
ghi vao So dang ky két hon, cap nhat thong tin ghi chi két hdn trén Phan mém ding
ky, quan ly ho tich dién tir dung chung.

Trudng hop tiép nhan ho so ghi chia két hon theo hinh thirc truc tuyén, cong
chac 1am cong tac ho tich giri lai biéu mau Trich luc ghi chi két héon dién tir véi
thong tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi s6.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich luc ghi chl két hon dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan hoi sau thoi han yéu cau thi céng chuac 1am cong tac ho tich thuc hién viéc
ghi noi dung vao S6 dang ky két hdn, cap nhat théng tin ghi cha két hdn va luu chinh
thirc trén Phan mém dang ky, quan Iy ho tich dién tir ding chung.

- Cong chirc 1am cbng tac ho tich in Trich luc ghi chd két hon, trinh Lanh dao
UBND ky, chuyén Bo phan mot cira dé tra két qua cho ngudi co yéu cau.

- Nguoi ¢6 yéu cau ghi chl két hon duoc nhan két qua theo mét trong céc
phuong thirc sau day:

+ Nhan ban dién tt Trich luc ghi chd két hon gui qua thu dién tir, Kho quan
ly dir liéu dién tir cua ca nhan do;

+ Nhan ban dién ta Trich luc ghi cha két hon giri vao thiét bi sb, thong qua
phuong phap truyén sé liéu phi hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua 1a Trich luc ghi cht két hdn thong qua hé théng buu chinh;

+ Nhan két qua 1a Trich luc ghi cht két hdn tai co quan dang ky ho tich.

Céch thirc thye hién:

Ngudi cd yéu cau ghi cha két hon truc tiép thuc hién hodc ty quyén cho
nguoi khac thuc hién ndp hd so truc tiép tai B phan mot cira/Trung tam hanh
chinh céng ctia UBND cép huyén hodc giri hd so qua hé thdng buu chinh hodc nop
h6 so truc tuyén trén Cong dich vu cong quéc gia (https:/dichvucong.gov.vn) hozc
Cong dich vu cong cap tinh (https://dichvucong.---.gov.vn).
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Thanh phan h so:

- T khai ghi chti két hon theo mau (néu ngudi cé yéu cau lya chon ndp hd so
theo hinh thirc truc tiép);

- Biéu mau dién tir tuong tac ghi vao S6 ho tich viéc két hon (do ngudi yéu
cau cung cap thong tin theo hudng din trén Cong dich vu cong néu ngudi co yéu
cau lya chon ndp hd so theo hinh thire truc tuyén);

- Ngudi ¢6 yéu cau ghi chii két hon thuc hién viéc ndp/xuét trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao gidy to chizng nhan viéc két hon do co quan c6 tham quyén cua
nudc NYoai cap;

- Néu cong dan Viét Nam da ly hon hoac hiy viéc két hon tai co quan co
tham quyén nudc ngoai thi phai nop Trich luc vé viéc da ghi vao So ho tich viéc
ly hén hozc hay viéc két hon (Trich luc ghi chd ly hon).

- Van ban ﬁy quyén (duoc ching thuc) theo quy dinh cua phéap luat trong
tru:ong hop ay quyén thuc hién viéc ghi chi két hon. Truong hop ngudi duoc uy
quyén la dng, ba, cha, me, con, vg, chong, anh, chi, em rudt cua ngudi uy quyén
thi van ban ty quyén khdng phai chiing thuc.

* Gidy tor phdi xudt trinh:

- Ho6 chiéu hodc Chung minh nhan dan hoac Thé can cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cp,
con gia tri st dung dé chtirmg minh vé nhéan than ciia ngudi ¢6 yéu cau ghi chu két
hon. Truong hop cac thong tin ca nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);

- Giay to 6 gia trj chizng minh thdng tin vé cu trii trong truong hop co
quan ddang ky hé tich khdng thé khai thdc dwoc thdng tin vé noi cu trii cia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghji dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co sé dit lidu quéc gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thizc tryc tiép) hodc tai 1én (theo hinh thic triec tuyén).

Truong hop giri hd so qua hé thdng buu chinh thi phai giri kém theo ban
sao 6 chang thuc cac giay to phai xuét trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu vé6i thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.
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+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir so gdc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Trudng hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup v6i ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du hd so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khéng dugc yéu cau ngudi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

- Dbi véi gidy to gtri kém theo néu ngudi yéu cau ndp hd so theo hinh thire
tryc tuyén:

+ Ban chyp cac gidy to giri kém theo hd so ghi cha két hon tric tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, di¢n thoai
hodc duogc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 stir dung.

+ Truong hop gidy t0, tai liéu phai giri kém trong hd so ghi chii két hon truc
tuyén d3 c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau
duoc st dung ban dién tir nay.

+ Truong hop nhan két qua (Trich luc ghi cht két hon/ban sao Trich luc ghi
chu két hon) tai co quan dang ky ho tich, ngudi cé yéu cau ghi chu két hon phai xudt
trinh gidy to tuy than, ndop cac gidy to, tai liéu 1a thanh phan hd so ghi cha két hon
theo quy dinh phap luat ho tich.

- Giay to do co quan c6 tham quyén ctia nudc ngoai cip, cong ching hoic
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoéa 1anh su theo quy dinh ctia phép luat, trir trudng hop duoc mién theo diéu udc
quéc té ma Viét Nam 13 thanh vién.

S6 lwong ho so: 01 bo

Thoi han gii quyét: 12 ngay.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan c6 tham quyén quyét dinh:

Uy ban nhan dan cap huyén noi cu tra ciia cong dan Viét Nam.

Co quan thyce hién tha tuc hanh chinh:

Phong Tu phép cap huyén tiép nhan ho so va tham muu Chi tich Uy ban
nhan dan cap huyén xem xét, quyét dinh.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thwe hién tha tuc hanh chinh: Trich luc ghi chu két hén (ban
chinh); ban sao Trich luc ghi cha két hon (trudng hop yéu cau cip ban sao Trich
luc ghi chti két hon).

Phi, 1€ phi:

- Muc 1é phi cu thé do Hbi ¢ong nhan dan tinh, thanh phé tryc thudc Trung
wong quyét dinh.
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- Mién I& phi cho nguoi thudc gia dinh ¢ cong v&i cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat,

- Phi cép ban sao Trich luc ghi chi két hdn (néu c6 yéu cau) thuc hién theo
quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh.

Mau don, mau to khai:

+ T khai ghi chi két hén (néu nop hd so theo hinh thic tryc tiép):;

+ Biéu mau dién tir twong tac ghi vao Sb ho tich viéc két hon (néu nop hd
so theo hinh thuc truc tuyén).

Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

- Viéc két hon giira cong dan Viét Nam véi nhau hoic véi ngudi nuéce
ngoai di duoc giai quyét tai co quan c6 tham quyén ctia nuwdc Ngodi & nuGc NYoai
duoc ghi vao So ho tich néu tai thoi diém két hon, cac bén dap tmg du diéu kién
két hon va khong vi pham diéu cAm theo quy dinh ctia Luat Hon nhan va gia dinh
Viét Nam.

- Néu vao thoi diém dang ky tai co quan c6 thim quyén nudc ngoai, viéc
két hon khong dép tng diéu kién két hon, nhung khong vi pham diéu cam theo
quy dinh cta Luat Hon nhan va gia dinh, nhung vao thoi diém yéu cau ghi vao
S6 ho tich viéc két hon, hau qua da dugc khac phuc hoic viéc ghi chi két hon l1a
nham bao vé quyén loi ciia cong dan Viét Nam va tré em, thi viéc két hon ciing
duoc ghi vao S6 hé tich.

* Yéu cdu ghi chii két hén bj tiv chéi trong cdc trwong hop sau:

- Viéc két hon vi pham diéu cdm theo quy dinh ctia Luat Hon nhan va gia dinh.

- Cong dan Viét Nam két hon véi ngudi nudce ngoai tai co quan dai dién
ngoai giao, co quan dai dién lanh sy nudc ngoai tai Viét Nam.

Cin cit phap ly:

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phi quy dinh vé
Co s& dir lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh pha sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 caa Bo truéng Bo Tu phap
quy dinh chi tiét thi hanh mot so diéu cua Luat Ho tich va Nghi dinh sé
123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot s6 diéu va
bién phép thi hanh Luat Ho tich;

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B truong Bo Tu
phap quy dinh chi tiét mot sé diéu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;
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- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cia B trusng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, str dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi gbc Viét Nam, 1é phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truéng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/202L/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta ddi, b sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chd: Phan chiz in nghiéng 1a ngi dung siza déi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI CHU KET HON
KINN QU @) oo

Ho, Chit dém, t8N NEUOT YBU CAU: ....oovieeieeeeeceeeeee ettt

NOT CU T B oo e e e e et e e e et et e et e et et et e e s e e e e et e es e e et e es e e e e et e s e e e e esenereann

Pé nghi co’ quan ghi vao so viéc két hon sau diy:

Ho, chir dém, tn bén nir: ..o, Ho, chir dém, tén bén nam: ...............c.cce....
Ngay, thang, ndm sinh: ..........ccccooviiiinicien, Ngay, thang, ndm sinh: ..........ccocoviiiiiiiiennnn,
DAN tOC: wovvveeeeeeeeeeenn, QuAC tich: oo, DAN tOC: wvvvevreveerreeenn, Qudc tich: v,
NOT eI @ e NOTCU A @ e
Gidy to ty than: @ e Gidy to tay than: @ e
DA dAng KY KEENON 121D .....ooeeeeeeeee ettt
........................................................................................... SO e
Cap ngay........ thang ...... 421 1 4 LTS

Trudc khi két hon 1an nay chua tirng két hon/da ting két hon nhung hén nhan da cham dut®:

T6i cam doan nhitng noi dung khai trén day 1a ding sy that va chiu trach nhiém truéc phép luat vé cam
doan cua minh.

Lamtai: ........................,Ngay ....... thang ....... nam ...

Ngudi yéu cau
(Ky, ghi r ho, chiz dém, tén)

Dé nghi cip ban sao®: Co |:|, Khéng []

S6 luong: ... ban
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Chu thich:

() Ghi rd tén co quan thyc hién ghi chi két hon.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi diang ky thuong tra thi ghi theo noi dang
ky tam tra; truong hop khong c6 noi déng ky thuong tri va noi déng ky tam trd thi ghi theo noi dang
sinh song.

®) Ghi thdng tin vé gidy to tiy than nhu: ho chiéu, chitmg minh nhan dan hoic gidy to hop 18
thay thé (vi du: Chtng minh nhan dan sé 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2004).

) Ghi tén co quan, t€n quoc gia nude ngoai da dang ky két hon, tén loai gidy chung nhén viéc
két hon do co quan c6 tham quyén nudc ngoal cap, s6 (néu c0) va ngdy, thang ndm cap giay to do. Vi
du: Pang ky két hon tai Cong hoa Phap, Gidy chang nhan két hon sé 0A3456 cap ngay 08/3/2016.

) Truong hop chua timg két hon thi ghi rd “Chua ting két hon”. Trudng hop da ting két hon
thi ghi rd can ctr cham dut quan hé hdn nhan. Néu can ctr cham dut quan hé hdn nhan la ly hén thi ghi
ré hinh thic van ban ly hon, ngay c6 hiéu luc, tén co quan cap.

®) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb lugng.
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10. Thia tuc ghi vao So hg tich viéc ly hon, hity viéc két hon ciia cong dan
Viét Nam da dwoc giai quyét tai co quan c6 tham quyén ciia nwéc ngoai

Trinh ty thuc hién:

- Néu Iya chon hinh thirc nop ho so truc tiép, ngudi ¢6 yéu cau ghi vao Sé ho
tich viéc ly hon, hay viéc két hén da duoc giai quyét tai co quan c6 tham quyén
ctia nudc ngoai (sau day goi 1a ghi chi ly hén) nop hd so ghi chi ly hén tai Bo
phan mét cira/Trung tdm hanh chinh cng cua UBND cap huyén c6 thim quyén;
nop 1é phi néu thudc truong hop phai ndp 1& phi ghi chd ly hén, nop phi cap ban sao
Trich luc ghi chd ly hén néu c6 yéu cau cap ban sao Trich luc ghi cha ly héon.

- Néu lya chon hinh thirc ndp hd so truc tuyén, ngudi c6 yéu cau ghi chi
ly hén truy cap Cong dich vu cdng quéc gia hoic Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua cé tai khoan), xac thuc ngudi ding theo hudéng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap huyén co
tham quyén.

Nguoi ¢ yéu cau ghi chi ly hon truc tuyén cung cap thong tin theo biéu
mau dién tir twong tac ghi vao So ho tich viéc ly hdn (cung cap trén Cong dich vu
cong), dinh kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh;
nop phi, 18 phi thdng qua chitc nang thanh toan truc tuyén hoic bang cach thic
khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop ho so day da, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi ¢6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thiic ndp ho so truc tuyén), chuyén hd so dé cong chuac lam cong
tac ho tich xur ly.

Sau khi tiép nhan hd so theo hinh thtc ndp truc tiép, can b tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau b sung, hoan thién. Sau khi hd so duoc bd sung, thyc hién lai budc (i);

(iii) Néu nguoi c6 yéu cau ghi cha ly hdn khéng bo sung, hoan thién duoc
ho so thi bao cao Trudng bo phan tiép nhan ho so ¢6 van ban tir chdi giai quyét
yéu cau ghi chu ly hén.

- Cong chic 1am cong tac ho tich tham tra hd so (tham tra tinh thdng nhat,
hop 1é ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoiic dinh keém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng bao vé tinh trang hd so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Néu thay yéu cau ghi chu ly hdn 1a ph hop quy dinh phap luat, viec ly hon,
hay viéc két hon khdng thudce truong hop c6 don yéu cau thi hanh tai Viét Nam hozc
¢ don yéu cau khéng céng nhan tai Viét Nam duoc dang tai trén Cong thong tin
dién tir cua Bo Tu phap, trudng hop tiép nhan hd so ghi chi ly hdn theo hinh thic
truc tiép, thi cdng chirc 1am cdng tac ho tich thuc hién viéc ghi vao So6 ghi chua ly
hdn, cap nhat théng tin ghi chd ly hon trén Phan mém dang ky, quan ly ho tich dién
tir dung chung.

Truong hop tiép nhan hd so ghi ch ly hén theo hinh thie truc tuyén, cong
chire 1am cong tac ho tich gui lai biéu mau Trich luc ghi chu ly hon dién ti voi thong
tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Trich luc ghi cha ly hon dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi céng chuc 1am cdng tac ho tich thuc hién viéc
ghi noi dung vao So6 ghi chd ly hon, cap nhat théng tin ghi cha ly hon va luu chinh
thire trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cdng chirc lam ¢cong tac ho tich in Trich luc ghi cha ly hdn, trinh Lanh dao
UBND ky, chuyén Bo phan mot cira dé tra két qua cho ngudi ¢ yéu cau.

+ Nguoi ¢6 yéu cau ghi chi ly hon kiém tra thdng tin trén Trich luc ghi chd
ly hon, trong So ghi chd ly hon va ky S6 ghi chu ly héon.

- Nguoi ¢6 yéu cau ghi chii ly hon dugc nhan két qua theo mét trong cac
phuong thuc sau day:

+ Nhan ban dién ta Trich luc ghi chd ly hén g qua thu dién tir, Kho quan
ly dir liéu dién tr cua ca nhan do;

+ Nhan ban dién ta Trich luc ghi chd ly hén gui vao thiét bi s, théng qua
phuong phap truyén sé liéu phii hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua 1a Trich lyc ghi chd ly hén théng qua hé thdng buu chinh;

+ Nhan két qua 1a Trich luc ghi cht ly hén tai co quan diang ky ho tich.
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Cach thirc thuc hién:

Ngudi ¢6 yéu cau ghi chi ly hon truc tiép thuc hién hodc iy quyén cho
nguoi khac thuc hién ndp hd so true tiép tai B0 phan moét cura/Trung tdm hanh
chinh cong cia UBND cip huyén hodc giri ho so qua hé thong buu chinh hodc nop
hé so truc tuyén trén Cong dich vu cong qubc gia (https://dichvucong.gov.vn) hoic
Cong dich vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan hd so:

- T& khai ghi cht ly hon theo mau (néu ngudi c6 yéu cau lua chon ndp hd so
theo hinh thirc truc tiép);

- Biéu mau dién tir twong tac ghi vao S6 ho tich viéc ly hon (do ngudi yéu
cau cung cap thong tin theo hudng din trén Cong dich vu cong néu ngudi cd yéu
cau lya chon nop hd so theo hinh thire truc tuyén).

- Nguoi ¢6 yéu cau ghi chd ly hon thyc hién viéc ndp/xuét trinh (theo hinh
thire truc tiép) hoic tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Ban an, quyét dinh ly hon, hiy két hon, van ban thoa thuan ly
hén hoic gidy to khac cong nhan viée ly hon do co quan c6 tham quyén cuia nude
ngoai cép da co hi¢u luc phap luat;

- Van ban ﬁy quyén (duoc chimg thyuc) theo quy dinh cua phép luat trong
tru:ong hop Gy quyén thuc hién viéc gh1 cht ly hon. Truong hop nguoi dugce uy
quyén 1a dng, ba, cha me, con, vo, chong, anh, chi, em rudt ciia ngudi iy quyén
thi van ban iy quyén khong phai chimg thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 thim quyén cp,
con gia tri str dung dé chirng minh vé nhan than ctia ngudi c¢6 yéu cau ghi chi ly
hon. Truong hop cac thong tin ca nhan trong cac gidy td nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi khong phai tai 1én
(theo hinh thtc truc tuyén);

- Gidy to chitng minh noi cw trii dé xdc dinh tham quyén (trong truong hop
céng dan Viét Nam tir nwde ngodi vé thuwong trii tai Viét Nam cé yéu cau ghi chii
Iy hén, céng dan Viét Nam khong thuwong trii tai Viét Nam yéu cau ghi chii ly hén
tai Uy ban nhan dan cdp huyén noi cu trii trede khi xudt canh) trong truong hop
co quan déing ky ho tich khéng thé khai thac dwgc théng tin vé noi cu trii ciia
cong dan theo cac phwong thirc quy dinh tai khodn 2 Piéu 14 Nghi dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
vé gidy to chitng minh noi cw trii da dwoc khai théac tir Co sé dit liéu quoc gia
vé ddn cuw bang cac phwong thirc ndy thi ngueoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thirc triee tiép) hodc tdi lén (theo hinh thitc truc tuyén).

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

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s6 gbe hodc ban chup kém theo ban chinh gidy t&
dé d6i chiéu. Trudng hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi ngudi tiép nhan o trach nhiém kiém tra, di chiéu ban chup voi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ghi chi ly hon tryc tuyén phai bao
dam ro nét, déy du, toan ven vé ndi dung, 1a ban chup béng may anh, dién thoai hodc
duogc chup, dugce quét bang thiét bi dién tt, tir gidy to duoc cap hop 1€, con gia tri str
dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ghi chu ly hén truc
tuyén d c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau
duoc st dung ban dién tir nay.

+ Trudng hop nhan két qua (Trich luc ghi chd ly hén/ban sao Trich luc ghi
chi ly hén) tai co quan dang ky ho tich, nguoi ¢ yéu cau ghi chd ly hon xuat trinh
gidy to tuy than, nop cac gidy to 1a thanh phan ho so ghi cha ly hon theo quy dinh
phap luat ho tich.

- Giay to do co quan c6 tham quyén ctia nudc ngodi cap, cong chiung hodc
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa 1anh s theo quy dinh cta phap luat, trir truong hop dugce mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 12 ngay.

Poi twong thue hién thi tuc hanh chinh: C& nhan

Co quan c¢6 thim quyén quyét dinh:

- Uy ban nhan dan c4p huyén noi dd dang ky két hon hoic ghi vao S6 ho
tich viéc két hon trudc day thuc hién ghi chd ly héon.

Truong hop viéc két hdn hoac ghi chi viéc két hon trude day thyc hién tai
S& Tu phép thi viéc ghi chd ly hén do Uy ban nhan dan cap huyén noi cu tra cia
cong dan Viét Nam thuc hién.
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Truong hop viéc két hon trude day dugc ding ky tai Uy ban nhan dan cap
x4 thi viéc ghi cht ly hén do Uy ban nhan dan cap huyén cap trén thuc hién.

Truong hop céng dan Viét Nam khong thuong trd tai Viét Nam thi viéc
ghi cht ly hén do Uy ban nhan dan cap huyén noi cu tra trude khi xuat canh cua
cong dan Viét Nam thuc hién.

- COng dan Viét Nam tir nuwdc ngoai vé thuong trd tai Viét Nam co yéu cau
ghi chd ly hén ma viéc két hon trude day dugc dang ky tai Co quan dai dién hozc
tai co quan c6 tham quyén nudc ngoai thi viéc ghi chi ly hon do Uy ban nhan dan
cap huyén noi cong dan Viét Nam thuong trd thuc hién.

- Cong dan Viét Nam cu tra & nudc ngoai cd yéu cau ghi cha ly hon dé két
hon moi ma viéc két hon trude diy duoce ding ky tai Co quan dai dién hoac tai
co quan c6 tham quyén nudc ngoai thi viéc ghi chi ly hén do Uy ban nhan dan
cap huyén noi tiép nhan hé so két hon mai thyc hién.

- Truong hop cdng dan Viét Nam khong thuong tra tai Viét Nam cé yéu
cau ghi vao S6 hé tich viéc Iy hon dé 1am thu tuc dang ky két hon mai tai co quan
c6 tham quyén cuaa Viét Nam, thi thuc hién tai Uy ban nhan dan cap huyén noi da
dang ky két hon trude day hoic noi ding ky két hon mai.

Co quan thyc hién tha tuc hanh chinh:

Phong Tu phép cap huyén tiép nhan ho so va tham muu Cha tich Uy ban nhan
dan cap huyén xem xét, quyét dinh.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC

Két qua thue hién thi tuc hanh chinh: Trich luc ghi cha ly hon (ban
chinh), ban sao Trich luc ghi chti ly hon (trudng hop yéu cau cap ban sao Trich luc
ghi cha ly hon).

Phi, 1€ phi:

- Muc 1é phi cu thé do Hbi d¢ong nhan dan tinh, thanh phé tryc thudc Trung
wong quyét dinh.

- Mién I& phi cho nguoi thudce gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; ngudi khuyét tat,

- Phi cép ban sao Trich luc ghi chd ly hén (néu c6 yéu cau) thuc hién theo quy
dinh tai Thong tu sé 281/2016/TT-BTC ngay 14/11/2016 ciia B Tai chinh.

Mau don, mau to khai:

+ To khai ghi chi ly hon theo mau (néu nop hd so theo hinh thirc truc tiép);

+ Biéu mau dién tir twong tac ghi vao S6 ho tich viéc ly hén (néu nop hd so
theo hinh thac truc tuyén).

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

- Ban 4n, quyét dinh ly hon, hity két hon, van ban thoéa thuan ly hon da co
hiéu lyc phap luat hodc gidy to khac cong nhan viéc ly hon do co quan c6 thim
quyén ctia nude ngoai cip khong vi pham quy dinh cta Luét Hon nhén va gia dinh.
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- Viéc ly hén, huy két hon ctia cong dan Viét Nam do co quan c6 tham
quyén nudc ngoai giai quyét khong thudc truong hop c6 don yéu cau thi hanh tai
Viét Nam hodc c6 don yéu cau khong cong nhan tai Viét Nam.

- Cong dan Viét Nam da ly hon, hay viéc két hon & nude ngoai, sau d6 vé
nude thuong tri hodc lam thi tuc dang ky két hon méi tai co quan c6 tham quyén
ctia Viét Nam thi phai ghi cha ly hon. Trudng hop da nhiéu lan ly hon hodc huy
viéc két hon thi chi 1am thu tuc ghi chi 1an ly hon, hiy viéc két hon gan nhét.

Can ctr phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co so dix lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xuat trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Thong tu s& 04/2020/TT-BTP ngay 28/5/2020 cia Bo trudng Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sb
123/2015/ND-CP ngay 15/11/2015 caia Chinh phu quy dinh chi tiét mot sé diéu va
bién phap thi hanh Luat Ho tich;

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia B trudng B Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thdng tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi géc Viét Nam, 1& phi quéc tich.

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo trusng Bo Tai
chinh sta ddi, bé sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phdn chiz in nghiéng la ngi dung siza doi, bé sung, thay thé.


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

TO KHAI GHI CHU LY HON
KINN QU O e

Ho, Chit dém, t81 NEUOT YEU CAU. ...oocccccoooseeeeeeeeeeseoeseoes oot
J L 10 5

Quan hé vai nguoi GUQC ghi CRUL ...
Pé nghi ghi vao s6 hd tich VIeC @..........cccccvevvevvnenne, da dwoc giai quyét tai co quan c6
tham quyeén ciia nwéc Ngoai cho nguoi dudi day:

Ho, Chilt d@m, T8N oot a e b e e
Ngay, thang, Na8m SINN: ...
GiGi tinh: e, DAN tOC: v eveeeeeeeereeeeeenis QUABC HICN: e

DA s vai 6ng/ba:

HOQ, CHTE @M TEN: s
Ngay, thAng, NAM SINN: ..o
GiGi tinh: e DAN EOC: oo QUAC HICN: oo
GIAY T TUY thAN: B et

.................................................................................... CAp NQAY......... thANQ ... NAM ..oooooo
To6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trudc phap
luat vé cam doan cia minh.
Lamtai: .................., NQAY ....... thang ....... nam ...
Ngudi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Dé nghi cap ban sao™: Co |:|, Khong []
S6 lugng: ... ban
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Chu thich:

) Ghi rd tén co quan thyuc hién ghi chd ly 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 c6 noi dang ky thuong tri va noi dang ky tam tru thi ghi theo
noi dang sinh sbng.

) Ghi thong tin v& gidy to tiry than nhu: ho chiéu, chirng minh nhan dan hoic gidy to hop 18
thay thé (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngay
20/10/2004).

™) Ghi r6 loai viéc thuc té: ly hon hoac hay viéc két hon

©) Ghi rd tén loai gidy to (Ban an/quyét dinh/ thoa thuan/cac hinh thirc khac), s6, tén co quan,
ngay thang nam cap gidy to chimg minh viéc ly hon/huy viée két hon.

© Ghi rd tén co quan nudc ngoal da giai quyet ly hén/hay két hén.

() P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb lugng.
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11. Thi tuc ghi vao So h tich viéc hd tich khac cia cong dan Viét Nam
da dwoc giai quyét tai co quan cé tham quyén cia nwéc ngoai (khai sinh;
giam hg; nhan cha, me, con; xac dinh cha, me, con; nuéi con nubi; khai ti;
thay dé6i h tich)

Trinh tw thuc hién:

- Néu Iya chon hinh thic nop hd so truc tiép, ngudi cd yéu cau ghi vao So
ho tich viéc khai sinh; giam hg; nhan cha, me, con; xac dinh cha, me, con; nudi
con nudi; khai tir; thay doi ho tich da duoc giai quyét tai co quan c6 tham quyén
ctia nude ngoai (sau ddy goi 12 ghi vao S6 ho tich cac viéc ho tich khéac) nop hd
so ghi vao S6 ho tich cac viéc ho tich khéc tai Bo phan mot cira/Trung tdm hanh
chinh cong cia UBND cip huyén c6 tham quyén; nop 1& phi néu thude treong hop
phai nop 18 phi ghi vao So ho tich cac viéc ho tich khac; nop phi cap ban sao Trich
luc ho tich twong ing néu c6 yéu cau.

- Néu Iya chon hinh thirc nop hd so truc tuyén, nguoi cd yéu cau ghi vao
Sb hé tich céc viéc ho tich khac truy cap Cong dich vu cong quéc gia hoic Cong
dich vu c6ng cap tinh, dang ky tai khoan (néu chua co tai khoan), Xac thuc nguoi
dung theo huéng dan, ding nhap vao hé théng, xac dinh dung Uy ban nhan dan
cap huyén c6 tham quyen.

Nguoi ¢ yéu cau ghi vao S6 h tich céc viéc ho tich khac truc tuyén cung
cap thong tin theo Biéu mau dién tir twong tac ghi vao S6 ho tich viéc khai
sinh/khai tit/nudi con nudi/giam hd, nhan cha, me,con/Biéu mau dién ti twong tac
ghi vao S6 ho tich cac viéc ho tich khac (cung cap trén Cong dich vy cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18
phi thdng qua chtic nang thanh toan truc tuyén hodc bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hd so tai Bo phan mat cira ¢d trach nhiém kiém tra tinh
chinh x4c, day du, théng nhat, hop I¢ cua ho so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan hd so; néu tiép nhan hd so
sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc tiép
theo (néu nguoi cd yéu cau lya chon hinh thirc nép hé so truc tiép) hoac giri ngay
Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (néu nguoi c6 yéu cau lya chon hinh thirc nop
hd so truc tuyén); chuyén hd so dé cong chirc 1am cong tac ho tich xi 1y.

Sau khi tiép nhan hd so theo hinh thic nop truc tiép, can bo tiép nhan ho
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai licu dién tu
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop Ié thi c¢6 thong bao cho nguoi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
6 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);
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(iii) Truong hop ngudi ¢b yéu cau ghi vao Sé ho tich céc viéc ho tich khéc
khdng bé sung, hoan thién duoc hd so thi bao cdo Trudng bd phan mot cira co
thong bao tir chéi giai quyét yéu cau ghi vao S6 ho tich céc viéc ho tich khac.

- Cong chic 1am cong tac ho tich tham tra hd so (tham tra tinh thdng nhat,
hop Ié ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yeu cau nop, xuat trinh
hoiic dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hd so téi B phan mot ctra dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd ly do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho nguoi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién tir hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop ho so truc tuyén).

+ Néu thay yéu cau ghi vao So6 ho tich du diéu kién, phti hop quy dinh phap
lut, truong hop tiép nhan hd so ghi vao S ho tich céc viéc ho tich khéac theo hinh
thirc truc tiép, thi cdng chic 1am cong tac ho tich thuc hién viéc ghi noi dung ghi
chd vao S6 ho tich, cap nhat théng tin ghi vao S6 ho tich cac viéc ho tich khac va
Iru chinh thic trén Phan mém diang ky, quan Iy ho tich dién tr ding chung.

Truong hop tiép nhan hd so ghi vao S6 ho tich cac viéc ho tich khac theo
hinh thuce tryc tuyén, céng chic 1am cong tac hé tich gui lai biéu mau Trich luc ghi
vao S6 hé tich viéc khai sinh/Trich luc ghi vao S6 ho tich cac viéc ho tich khéc
dién ttr cho ngudi yéu cau qua thu dién tir hoic thiét bi sb.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Trich luc ghi vao s6 ho tich viéc khai sinh/Trich luc ghi vao sé
ho tich cac viéc ho tich khac dién tir va x4c nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhét, day du hoic khong
c6 phan hoi sau thoi han yéu cau thi céng chuac 1am cong tac ho tich thuc hién viéc
ghi ndi dung ghi chl vao S6 ho tich, cap nhat thong tin ghi vao S6 ho tich cac viéc
ho tich khac va luu chinh thc trén Phan mém dang ky, quan Iy ho tich dién tir ding
chung.

- Cong chic 1am cdng tac ho tich in Trich luc ghi vao S6 ho tich viéc khai
sinh/Trich luc ghi vao S6 ho tich céc viéc ho tich khéc, trinh Lanh dao UBND ky,
chuyén t6i Bo phan mot cira dé tra két qua cho ngudi ¢ yéu cau.

- Nguoi ¢6 yéu cau ghi vao S6 ho tich cac viéc ho tich khac duoc nhan két
qua theo mot trong cac phuong thirc sau day:

+ Nhan ban dién ta Trich luc ghi vao S6 ho tich viéc khai sinh/Trich luc
ghi vao S6 ho tich cac viéc ho tich khéac gui qua thu dién ta, Kho quan ly di liéu
dién tir cua ca nhan do;
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+ Nhan ban dién ta Trich luc ghi vao S6 ho tich viéc khai sinh/Trich luc
ghi vao S6 hé tich cac viéc ho tich khac gai vao thiét bi sb, thong qua phuong
phap truyén sé liéu pha hop, dam bao an toan, bao mat théng tin;

+ Nhan két qua 1a Trich luc ghi vao Sé ho tich viéc khai sinh/Trich luc ghi
vao S6 ho tich céc viéc ho tich khac thdng qua hé théng buu chinh;

+ Nhan két qua 1a Trich luc ghi vao Sé ho tich viéc khai sinh/Trich luc ghi
vao Sé ho tich céc viéc ho tich khac tai co quan dang ky ho tich.

Céch thirc thuc hién:

- Nguoi c6 yéu cau ghi vao Sb ho tich cac viée ho tich khac truc tiép thuc
hién hodc uy quyén cho nguoi khac thuc hién nop ho so tryc tiép tai BO phan mét
ctra/Trung tAm hanh chinh c6ng cia UBND cép huyen hoic giri hd so qua hé thong
buu chinh hoic ndp hd so truc tuyen trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hoic Cong dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

Thanh phan ho so

- To khai ghi vao S6 ho tich viéc khai sinh/T& khai ghi vao Sé hé tich viéc
khai tir/To khai ghi vao S6 hé tich viéc nudi con nudi/To khai ghi vao S6 ho tich
viéc giam ho, nhan cha, me, con/To khai ghi vao So ho tich céc viéc ho tich khéc
theo mau (néu nguoi ¢6 yéu cau lua chon nop hd so theo hinh thuc truc tiép);

- Biéu mau dién tir trong tac ghi vao S6 ho tich viéc khai sinh/khai tir/nudi
con nudi/giam ho,nhan cha, me,con/Biéu miu dién tir tuong tac ghi vao S6 ho
tich cac viéc ho tich khac (do nguoi yéu cau cung cap thong tin theo hudng dan trén
Céng dich vu cong néu nguoi cd yéu cau lua chon nop hd so theo hinh thirc truc
tuyén).

- Nguoi ¢6 yéu cau ghi vao S6 ho tich c4c viée ho tich khac thuc hién viéc
ndp/xuat trinh (theo hinh thuc tryc tiép) hoac tai Ién (theo hinh thire truc tuyén)
Cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao giéy to chimg minh viéc ho tich da duoc giai quyét tai co quan
c6 tham quyén cta nudc ngoai.

- Vin ban ty quyén (dugc ching thuc) theo quy dinh ctia phap luat trong
truong hop Uy quyén thyc hién viéc ghi cha. Truong hop ngudi duoc oy quyén
la 6ng, ba, cha, me, con, vo, ché)ng, anh, chi, em rudt cia nguoi uy quyén thi van
ban ty quyén khong phai ching thuc.

* Gidy tor phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoic
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan cé tham quyén cap,
con gia trj str dung dé chirmg minh vé nhan than ctia ngudi ¢ yéu cau ghi vao S6
ho tich c4c viée ho tich khac. Trudng hop cac thong tin ¢4 nhan trong cac gidy to
nay da cé trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi
khong phai tai 1én (theo hinh thirc truc tuyén);
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- Gidy to ¢6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan dang ky h¢ tich khdng thé khai théc dwoc thdng tin vé noi cu trii ciia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Diéu 14 Nghji dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop céc thdng tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co s¢ dir liéu quac gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thuc tryc tiép) hodc tdi 18n (theo hinh thic triec tuyén).

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

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire tryuc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, dbi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuét
trinh, khong duoc yéu ciu ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhan o trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di diang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, d ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi voi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Ban chup céc gidy to giri kém theo hd so cau ghi vao S6 ho tich cac viée ho
tich khac truc tuyén phai bado dam 10 nét, déy du, toan ven vé nodi dung, 1a ban chup
bﬁng may anh, dién thoai hodc dugc chup, dugc quét bé‘mg thiét bj dién tu, tur giéy
to duoc cép hop 1€, con gia tri st dung.

+ Trudng hop gidy t0, tai liéu phai giri kém trong hd so ghi vao S6 ho tich cac
viée ho tich khac tryc tuyén da c6 ban sao dién tir hodc di c6 ban dién tir gidy to ho
tich thi nguoi yéu cau duoc str dung ban dién tir nay.

+ Truong hop nhan két qua (Trich luc ghi vao S6 ho tich viéc khai
sinh/Trich luc ghi vao S6 ho tich cac viéc ho tich khac/ban sao Trich luc ghi
vao S ho tich viéc khai sinh/ban sao Trich luc ghi vao S6 hé tich céc viéc ho
tich khéc) tai co quan dang ky ho tich, nguoi ¢6 yéu cau ghi vao So ho tich cac
viéc ho tich khac phai xuat trinh gidy to tuy than, nop cac giay to 1a thanh phan ho
so ghi vao S6 hd tich cac viéc ho tich khac theo quy dinh phép luat ho tich.

- Giay to do co quan ¢ tham quyén ctia nudc ngoai cap, cong ching hoic
xac nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phép
hoéa 1anh su theo quy dinh cta phap luat, trir truong hop duge mién theo didu udce
qudc té ma Viét Nam 1a thanh vién.
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S6 lwong ho so: 01 bo

Thoi han gidi quyét: Ngay trong ngay tiép nhan ho so, truong hop nhan hd
so'sau 15 gio ma khong giai quyét duge ngay thi tra két qua trong ngay 1am viéc tiép
theo. Trong trudng hop phai xac minh thi thoi han giai quyét khong qua 3 ngay
lam viéc.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan c¢6 thim quyén quyét dinh:

- Uy ban nhén dan cap huyén noi cu trt ctia cong dan Viét Nam ghi vao S6
ho tich viéc khai sinh; gidm hQ; nhan cha, me, con; xac dinh cha, me, con; nudi
con nudi; thay d6i ho tich da dugc giai quyét tai co quan c¢6 thim quyén ctia nudc ngoai.

- Uy ban nhan dan cép huyén noi cu tra ctia ngudi ¢ trach nhiém khai tir
ghi vao S6 ho tich viée khai tir d3 duoc giai quyét tai co quan c6 thim quyén cua
nudc ngoai.

Co quan thwe hién thi tuc hanh chinh:

Phong Tu phép cap huyén tiép nhan hd so va tham muu Chu tich Uy ban nhan
dan cap huyén xem xét, quyét dinh.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC

Két qua thue hién thii tuc hanh chinh: Trich luc ghi vao S6 ho tich viéc
khai sinh/Trich luc ghi vao S6 hé tich cac viéc ho tich khac (ban chinh), ban sao
Trich luc ghi vao S6 ho tich viéc khai sinh/ban sao Trich luc ghi vao S6 ho tich
cac viéc ho tich khac (trudng hop yéu cau cap ban sao Trich luc ghi vao S6 ho
tich viéc khai sinh/ban sao Trich luc ghi vao S6 hd tich cac viéc ho tich khac).

Phi, 1€ phi:

- Theo muc thu 18 phi do Hoi ddng nhan dan cip tinh quy dinh.

- Mién I& phi cho nguoi thudce gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat,

- Phi cap ban sao Trich luc ghi vao S6 ho tich viéc khai sinh/Trich luc ghi
vao S6 ho tich cac viéc ho tich khac (néu c6 yéu cau) thuc hién theo quy dinh tai
Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 caa Bo Tai chinh.

Mau don, mau to khai:

- To khai ghi vao S6 ho tich viéc khai sinh; To khai ghi vao S6 ho tich viéc
khai tir; To khai ghi vao S6 ho tich viéc nudi con nuéi; To khai ghi vao S6 ho tich
viéc giam ho, nhan cha, me, con; To khai ghi vao Sé ho tich cac viéc ho tich khéc
(néu ndp hod so theo hinh thic tryc tiép);

+ Biéu mau dién tir twong tac ghi vao S6 ho tich viéc khai sinh/khai ti/nudi
con nudi/giam ho, nhan cha, me,con/Biéu mau dién ti tuong tac ghi vao S6 ho
tich cac viéc hé tich khac (néu nop hd so theo hinh thic truc tuyén).

Yéu cau, diéu kién thuc hién thia tuc hanh chinh: Khéng co

Cin cu phap ly:

- Luat Ho tich nam 2014,

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Hé tich:
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- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co s& dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh ph sita doi,
b sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam trd gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo trusng Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo trudng B Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, str dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 1& phi quéc tich.

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 ctuia Bo truéng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thude Trung uong;

- Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 cta B¢ truong B Tai
chinh stra doi, b6 sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phan chi in nghiéng la ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HO TICH VIEC KHAI SINH

Ho, Chit dém, t81 NGUOT YEU CAU: ..o eesseeeseeeees oot seeees e

N OT CU T oo e e e e e e oo e e e e s

Quan hé véi ngudi duoc ghi vao S6 ho tich Viec Khai SINN: . ..o
Pé nghi co quan ghi vao S6 hd tich viéc khai sinh cho ngudi c6 tén duéi day:

HO, CREE @@M, TEN: .o
Ngay, thang, ndm sinh: ... ghi DaNg ChEE: e
GiGi tinh: e, DANOC: wovveeeeereeeeernen, (@] UTo 1ol 110\ O
INOT SINN: oo
QUE QUAN: ..o
Ho, Chilt d@m, tEN MO MIE: ...
Nam sinh: @ ..o DAN tOC: v, QUAC tHCN: oo
INOT CU T @) et
Ho, chit dém, tBN n@WOl CHAI ..o
Nam sinh: @)oo DAN tOC: ovvvveeeeeeesreres corerrreene QUAC HICN: oo
INOT CU UL @) et e e se s
Da dugce dang ky khai sinh tai® ...,
Gidy khai sinh s6® ...........cccoovvevvvcinrrnnnn. CAp NQAY.......... Lo o

To6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trudc phap luat
vé cam doan cua minh.
Lam tai: .o, ngay ... thang ....... nam ..

Ngudi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Dé nghi cap ban sao Trich lyc ghi vao S ho
tich viéc khai sinh ®: C6 |:|, Khong |:|
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Chd thich:

() Ghi 13 tén co quan ghi vao S6 ho tich viéc khai sinh

Vi dy: Uy ban nhan dan quan 1, thanh phé H6 Chi Minh

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; treong hop khong cé noi dang ky thuong tru va noi dang ky tam tra thi
ghi theo noi dang sinh song.

) Ghi théng tin vé gidy to tiy than caa nguoi di dang ky, ghi rd sd, co quan cap, ngay
cap ho chiéu, chizng minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan dan
s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2004).

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

) Ghi r5 tén co quan, tén quéc gia nude ngoai da dang ky khai sinh.

©) Ghi sb, ngay, thang, nam co quan nudc ngoai cap Giay khai sinh.

M Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.



91

CONG HOA XA HQI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

TO KHAI GHI VAO SO HOQ TICH VIEC KHAI TU

KIND QU D) et
Ho, Chit @8I, t81 MZUPOT YBU CAUT ..o

N O CU T B e,

QUAN NE VAT NEUTT A CHELL .
Pé nghi co quan ghi vao S hd tich viéc khai tir cho ngwoi c6 tén dwéi day:
HOQ, CNTE @M, TN e

Ngay, thang, NAM SINN: ..
GiGi tinh: DAN tOC: oo QUOBC TN o
NOT CU 0 CUST CUNGE @) ettt
GHAY 1O TUY TNAN: B ettt
i chét vao 1UC: o QIO ph(t, NQAY ..o thang ... NAM .o
INOT CREL. e
NGUYBN NNAN CREL. .ottt
TIREO ) et
SO s 0 O) e

T6i cam doan nhirng ndi dung khai trén day la dang su that va chiu trdch nhiém trudc phép
luat vé cam doan ctia minh.

Lam tai: .., ngay ... thang ... nam .

Ngudi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Dé nghi cip ban sao®: Co |:|, Khong |:|
So lugng:........... ban
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Chu thich:

@) Ghi 15 tén co quan thuc hién ghi vao S6 ho tich viéc khai tu.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tri 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.

®) Ghi thong tin v& gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic gidy to hop 18
thay thé (vi du: Chitng minh nhan dan s6 00108912345 do Coéng an thanh phé Ha Noi cip ngay
20/10/2004).

) Ghi rd tén gidy to ho tich duoc co quan c6 thim quyén nudc ngoai cap.

® Ghi r5 tén co quan nudc ngoai da dang ky khai tu.

®) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HO TICH CAC VIEC HO TICH KHAC

KN U Qe

Ho, Chit dém, tn MEUOT YEU CAUT ....oooocccoeeeoeeeoeseoesoe oo
NOT CU T @) e

cho nguwoi o tén dwdi day:

HO, CREE @M, TEN: ..o s
Ngay, thang, NAM SINN: ..o s
GiGi tinh e DAN tOC: oo (1T 101 OO

............................................................................................... CAp NQAy.......... thang ......nam .........
To6i cam doan nhirng ndi dung khai trén day la dung su that va chiu trach nhiém trudce phap
luat vé cam doan ctia minh.
Lamtai: ............,ngay ... thang ....... nam ...
Ngudi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Dé nghi cip ban sao™: C6 D, Khong []
Soluong: ...ban
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Chu thich:

() Ghi rd tén co quan thuc hién ghi vao S6 ho tich.

@ Ghi theo noi dang ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo noi
dang ky tam trd; 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 giay to tuy than nhu: ho chiéu, chimg minh nhan dan hoac gidy to hop 18
thay thé (vi du: Chiing minh nhan dan s6 00108912345 do Cong an thanh pho Ha Noi cap ngay
20/10/2004).

™ Ghi r5 loai viéc ho tich dd dang ky (vi du: thay d6i ho tich).

®) Ghi r6 tén gidy to ho tich duoc co quan c6 thim quyén nudc ngoai cap.

® Ghi r5 tén co quan nudc ngoai da dang ky su kién ho tich.

() P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HQ TICH VIEC GIAM HQ, NHAN CHA, ME, CON

KN QU D e

Ho, Chit dém, t8n NGUOT YEU CAU: .......cvvvevieeeieeieiieees ceveeeesee st senee s senteseteneneas
INOT CU T @) oo oo oo e oo e e e e e e e oo e e e eeeeeeeseeeeeeeeeeeeeeeeeseeeeeeeeeeeeeesseeeeeeseeeeseeeseeeseeeeeeee

cho ngwoi dudi day:
HOQ, Chit AEIM, TRI: ..........oooi s

Ngay, thang, NAM SINN: ..o

La: O e clia ngudi cé tén dwdi diy:
HO, ChTE GEIMN, TEIN: ..ot

Ngay, thang, NAM STNN: ..o

Y SO [0S
............................................................................................ CAp NQAy......... thang ......nam ...........
T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trudc phap luat
vé cam doan caa minh.
Lamtgi: ............."Ngay.. thang ........ nam ...
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao®: Co D, Khoéng []
Sé lu,o,ng ..... ban
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Chu thich:

@ Ghi 15 tén co quan thyc hién ghi vao Sé ho tich.

) Ghi theo noi dang ky thuong trd; néu khong c6 noi dang ky thuong trd 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.

4 Ghi thong tin vé gidy to tuy than nhu: h chiéu, chig minh nhan dan hogc gidy to hop 18
thay thé (vi du: Chang minh nhan dan s6 00108912345 do Co6ng an thanh pho Ha Noi cap ngay
20/10/2004).

“) Ghi r3 loai viéc ho tich da duoc giai quyét tai co quan c6 thdm quyén cta nudc ngoai (giam ho,
nhan cha, me, con).

®) Ghi rd méi quan hé: 1a cha/me/con/ngudi giam ho.

’ ®) Ghi rd tén gidy to ching minh sy kién ho tich da dwoc co quan c6 tham quyén cia nudc ngoai
cap.

() Ghi r3 tén co quan nudc ngoai di giai quyét su kién ho tich.

® Pé nghi ddnh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi rd sb lugng.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HO TICH VIEC NUOI CON NUOI

Pé nghi co quan ghi vao So hd tich viéc nudi con nudi cho nguoi c6 tén dudi day:
L5 0T (LT U 1 O ) 1 T

Ngay, thANg, NAM SINN o
GG tiNN: DAN tOC: QUABC HICN:
INOT CU T B ettt sttt
Gidy khai sinh/Giay t0 iy thAn: G) e

La con nuéi cua:

HO, CREE @@M, TEN INIQ. oottt
Ngay, thang, nam sinh: ............... Dantoc: . QUAC HICN:
INOT CU LT @) et ettt
HO, Chilt @M, T8N CR@: .o
Ngay, thang, nam sinh: .............. Dan toc: ............. QUAC HCR:
INOT CU LT @) ettt

CAp NQAY ... thang ... NAM o
T6i cam doan nhirng ndi dung khai trén day la dung sy that va chiu trach nhiém trudc phép
luat vé& cam doan ctia minh.
Lamtgi: ..............,"NQ4&Y .. thang ... nam ...
Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao®: Co D, Khoéng []
Sé lu'O'Ilg ..... ban e
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Chu thich:

@ Ghi 15 tén co quan thyc hién ghi vao Sé hé tich viéc nudi con nubi.

@) 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 trd thi ghi theo
noi dang sinh sbng.

®) Ghi thong tin v& gidy to tiry than nhu: ho chiéu, chirng minh nhan dan hoic gidy to hop 18
thay thé (vi du: Ching minh nhan dan s6 00108912345 do Coéng an thanh phé Ha Noi cip ngay
20/10/2004).

™ Ghi rd tén gidy to chitng minh viéc nudi con nudi do co quan c6 thim quyén cia nudc
ngoai cap.

®) Ghi r5 tén co quan nuéc ngoai da giai quyet viéc nudi con nubi.

®) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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12. Thia tuc ding ky lai khai sinh c6 yéu t6 nwéc ngoai

Trinh tw thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi c6 yéu cau dang ky lai
khai sinh nop hd so dang ky lai khai sinh tai B phan mot cira/Trung tdm hanh chinh
cong cia UBND cap huyén cé tham quyén; nop 1é phi néu thudc trudng hop phai
nop 1é phi dang ky lai khai sinh; nop phi cap ban sao Giay khai sinh néu c6 yéu cau
cap ban sao Gidy khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
lai khai sinh truy cap Céng dich vu cdng qudc gia hodc Cong dich vu cong cap
tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudng
dan, dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cip huyén co
tham quyén.

Ngudi ¢6 yéu cau dang ky lai khai sinh truc tuyén cung cap thong tin theo
biéu mau dién tir twong tac ding ky lai khai sinh (cung cip trén Cong dich vu
cong), dinh kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh;
nop phi, 18 phi thdng qua chizc nang thanh toan truc tuyén hoic bang cach thic
khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hé so tai Bo phan mat cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop ho so day da, hop 1€ thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi ¢6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thai chuyén hd so dé cong chic
lam cbng tac ho tich xur ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can bo tiép nhan ho
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai ligu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé ngudi
c6 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Néu nguoi c6 yéu cau dang ky lai khai sinh khdng bo sung, hoan thién
duoc hd so thi bao cao Truéng b phan tiép nhan hd so c6 vin ban tir chéi giai
quyét yéu cau dang ky lai khai sinh.

- Cong chuc 1am cong tac ho tich tham tra hd so (tham tra tinh thong nhat,
hop Ié ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoac dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin I8i 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 mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngy tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

Truong hop viéc dang ky khai sinh trude diy dugc thuc hién tai Uy ban
nhan dan cip xa hoic S& Tu phap thi Phong Tu phap c6 vin ban dé nghi Uy ban
nhan dan cap x&/S¢ Tu phép noi thuc hién viéc dang ky khai sinh trude day kiém
tra, Xac minh vé viéc luu giir S6 ho tich.

Sau khi nhan duoc vian ban dé nghi, Uy ban nhan dan/S¢ Tu phap da dang
ky khai sinh truéc day tién hanh kiém tra, xac minh va tra loi bang van ban vé
viéc con luu gitr hodc khéng luu gitr dugce S6 ho tich.

Truong hop gidy to cuia ngudi yéu cau dang ky lai khai sinh khdng cé théng
tin ching minh quan hé cha, me, con thi co quan dang ky ho tich ¢6 vin ban dé
nghi co quan cong an c¢6 tham quyén xac minh. Truong hop co quan cong an tra
l6i khong c6 thong tin thi co quan diang ky ho tich cho ngudi yéu cau ding ky lai
khai sinh 1ap van ban cam doan vé thdng tin cua cha, me va xac dinh noi dung
khai sinh theo van ban cam doan.

+ Sau khi nhan duoc két qua xac minh vé viéc khéng con luu giir duoc SO
ho tich tai noi da dang ky khai sinh hoic sau thoi han 20 ngay ké tir ngay gui van
ban yéu cau xac minh ma khéng nhan duoc vin ban tra 1oi, néu thay hd so day du,
hop 18, dang quy dinh, truong hop tiép nhan hd so ding ky lai khai sinh theo hinh
thic tryuc tiép, thi cdng chic lam cong tac ho tich thuc hién viéc ghi vao S6 diang ky
khai sinh, cap nhat thong tin ding ky lai khai sinh va luu chinh thirc trén Phan mém
dang ky, quan ly h¢ tich dién tir dung chung.

Trudng hop tiép nhan hd so ding ky lai khai sinh theo hinh thuc truc tuyén,
cdng chie 1am cdng tac ho tich gui lai biéu mau Gidy khai sinh dién tir véi thong
tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Gidy khai sinh dién tir va xac nhan (tdi da mot ngay).

Néu ngudi 6 yéu cau xac nhan thong tin da thong nhat, day da hodc khéng
c6 phan hdi sau thoi han yéu cau thi céng chuac 1am cong tac ho tich thuc hién viéc
ghi noi dung vao So dang ky khai sinh, cap nhat thong tin dang ky khai sinh va luu
chinh thtic trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chirc 1am cdng tac ho tich in Gidy khai sinh, trinh Lanh dao UBND
ky, chuyén téi Bo phan mot cira dé tra két qua cho ngudoi c6 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.

Céch thikc thuc hién:

Ngudi co yéu cau dang ky lai khai sinh truc tiép thuc hién hoic uy quyén
cho nguoi khac thyc hién viéc dang ky lai khai sinh tai B phan mét ctra/Trung
tam hanh chinh céng cia UBND cép huyén hodc giri ho so qua hé thdng buu chinh
hoic nép hd so truc tuyén trén Coéng dich vu cong quic gia
(https://dichvucong.gov.vn) hoic Coéng dich vu cbéng cép tinh
(https://dichvucong.---.gov.vn).

Thanh phan hd so:

- To khai ding ky lai khai sinh theo mau, trong d6 c6 cam doan ctia ngudi yéu
cau Ve viéc da ndp du cac gidy to hién co (néu nguoi ¢ yéu cau lya chon nop ho so
theo hinh thtc truc tiép):

- Biéu mAu dién tr trong tac dang ky lai khai sinh, trong d6 c6 cam doan
cac théng tin cung cap 1a ding sy that, khong con ban chinh Gidy khai sinh, da
ndp du cac gidy to hién c6 va chiu hoan toan trach nhiém trudc phap luat vé noi
dung cam doan ctia minh (do nguoi yéu cau cung cap thong tin theo huéng dan trén
Cong dich vu cong néu ngudi c6 yéu cau lya chon ndp hd so theo hinh thirc
tric tuyén).

- Nguoi ¢6 yéu cau dang Ky lai khai sinh thuc hién viéc nop/xuat trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao toan bo ho so, gidy to ciia ngudi yéu cau hodc ho so, gidy to, tai
liéu khac trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan c6 thim quyén cta Viét Nam cap hop
1¢ (ban sao dugc chimg thuc tir ban chinh, ban sao dugc cap tir SO dang ky khai
sinh); ban chinh hoic ban sao gidy t& ¢ gia tri thay thé Gidy khai sinh duogc cap
truée nim 1945 & mién Béic va trude ndm 1975 ¢ mién Nam.

+ Truong hop ngueoi yéu cau khéng cé gidy to néu trén thi phdi ndp ban
sao gidy to do co quan cé tham quyén ciia Viét Nam cdp hop 16 nhw: Gidy chitng
minh nhdn ddn, Thé cin cwéc cong dan hodc Hé chiéu; gidy to ching minh vé
noi cu trii; Bang tot nghiép, Gidy chirng nhdn, Chitng chi, Hoc ba, ho so hoc tdp
do co quan ¢6 tham quyén cdp hodc xdc nhdn; Gidy to khdc cé théng tin vé ho,
tén, ngay, thang, nam sinh cua ca nhan.

Nguoi yéu cau ding ky lai khai sinh c6 trach nhiém nop day du ban sao
cac gidy to néu trén (néu co) va phai cam doan da nop du cac gidy to minh co;
chiu trach nhiém, h¢ qua cua viéc cam doan khong dung su that.

- Vin ban uy quyén theo quy dinh ctia phap luat trong truong hop ty quyén
thuc hién viéc dang ky lai khai sinh. Truong hop ngudi duoc Gy quyén 1 ong,
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ba, cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi van ban uy
quyén khong phai ching thuc.

* Gidy to phdi xudt 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 ¢4 nhan do co quan c6 tham quyén cp,
con gié tri st dung dé chimg minh vé nhan than ciia nguoi ¢6 yéu cau dang ky lai
khai sinh. Truong hop cac thong tin ¢4 nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién ty dong thi khong phai tai Ién
(theo hinh thtc truc tuyén).

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao ¢6 chirng thuc cc gidy to phai xuét trinh néu trén.

*Luwuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi XuAt
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir so gbe hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Trudng hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
t& thi nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh
va ky xdc nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, dit ho so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pdi voi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so ding ky lai khai sinh truc tuyén
phai bdo dam 10 nét, déy du, toan ven vé noi dung, 1a ban chup brfmg may anh, di¢n
thoai hoac dugc chup, dugc quét bﬁng thiét bi dién tu, tir giéy to duoc cép hop 1¢,
con gia tri st dung.

+ Truong hop gidy t0, tai liéu phai giri kém trong ho so dang ky lai khai sinh
truc myén da co ban sao dién tir hoac da co ban dién tir giéy to ho tich thi ngudi yéu
cau duoc sir dung ban di¢n tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao Giay
khai sinh), nguoi ¢ yéu cau dang ky lai khai sinh phai xuét trinh gidy to tuy than,
nop cac gidy to 1a thanh phan ho so dang ky lai khai sinh theo quy dinh phap luat
ho tich.

- Giay to do co quan ¢ tham quyén ctia nudc ngoai cap, cong ching hoic
xac nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phap
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hoa 1anh su theo quy dinh cta phap luat, trir truong hop duge mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi c6 yéu cau dang ky lai khai sinh khong cung cip dugc
giéy to néu trén theo quy dinh hoac giéy to nop, xuét trinh bi téy x0a, sura chira,
lam gia thi co quan dang ky ho tich c6 thAm quyén hity bo két qua dang ky lai
khai sinh.

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

Co quan dang ky ho tich tir chdi giai quyét hodic dé nghi co quan c6 tham quyén
hay bo két qua ding ky ho tich, néu c¢6 co so xac dinh ndi dung cam doan khong
dang su that.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 05 ngay 1am viéc. Trudong hop phai c6 vin ban xac
minh thi thoi han giai quyét khéng qua 25 ngay.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan c6 tham quyén quyét dinh:

- Uy ban nhén dén cdp huyén noi di dang ky khai sinh trude day thuc hién
dang ky lai khai sinh.

- Truong hop viée khai sinh trude day duoc ding ky tai Uy ban nhan dan
cap x4 thi viéc dang ky lai khai sinh do Uy ban nhén dan cap huyén cap trén thyc hién.

- Truong hop khai sinh truée ddy duge dang ky tai Uy ban nhan dan cap
tinh hodc S& Tu phép thi viéc dang ky lai khai sinh do Uy ban nhan dan cdp huyén
noi cu tra ctia ngudi yéu cau thuc hién; néu nguoi d6 khong cu tra tai Viét Nam
thi do ﬁy ban nhan dan cép huyén noi co tru sé hién nay cua S& Tu phép thuc hién.

Co quan thyce hién tha tuc hanh chinh:

Phong Tu phap tiép nhan hd so va tham muu Chu tich Uy ban nhan dan cap
huyén xem xét, quyét dinh.

Co quan phdi hep: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan cap
x3/S& Tu phap noi nguoi yéu cau dang ky lai khai sinh da dang ky khai sinh truéc
day; Co quan cong an c6 thim quyeén.

Két qua thuc hién tha tuc hanh chinh: Gidy khai sinh (ban chinh); ban
sao Gidy khai sinh (trudng hop yéu cau cap ban sao Giay khai sinh).

Phi, 1€ phi:

- Mic 18 phi cu thé do Hoi ddng nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién I& phi cho nguoi thudce gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat.

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau) thuc hién theo quy dinh tai
Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 caa Bo Tai chinh.
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Mau don, mau to khai:

+ To khai dang ky lai khai sinh (néu nop hé so theo hinh thic truc tiép);

+ Biéu mau dién tir twong tac dang ky lai khai sinh (néu nop hé so theo hinh
thirc truc tuyén).

Yéu cau, diéu kién thue hién thii tuc hanh chinh:

- Cong dan Viét Nam dinh cu ¢ nudc ngoai hoac ngudi nudc ngoai da dang
ky khai sinh tai co quan c6 thim quyén ctia Viét Nam trude ngay 01/01/2016
nhung S6 dang ky khai sinh va ban chinh Gidy khai sinh déu bj mat.

- Ngudi ¢6 yéu cau con song tai thoi diém yéu cau ding ky lai khai sinh.

- Nguoi yéu cau o trach nhiém ndp ddy du ban sao gidy to, tai lidu co ndi
dung lién quan dén viéc dang ky lai khai sinh.

Can cw phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co so dir lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phu sita doi,
bé sung mét sé diéu cia cac nghi dinh lién quan dén viéc nép, xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

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

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

- Théng tw s6 09/2022/TT-BTP ngay 30/12/2022 cuia B¢ trueng B Tu phdp
bai bé mét sé ngi dung tai cac Théng ti trong linh v tro gilp phap 1y, hé tich
do B¢ truong Bo Tu phap ban hanh;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truéng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co so dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s 85/2019/TT-BTC ngay 29/11/2019 cia Bd truang Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi ddng nhan dan
tinh, thanh phd truc thudce Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo trusng Bo Tai
chinh stra ddi, b sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
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29/11/2019 cua B Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thuéc Trung wong.
Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI SINH
KINN QU D)

Ho, Chit dém, t8Nn NGUOT YEU CAU: ....ooveveeiceeeeeeeeeeie ettt s st

D 1 RVt SRR

Quan hé vai nguoi dugC Khai SINN: L.
Pé nghi co quan ding ky lai khai sinh cho ngudi c6 tén dudi diy:

HOQ, Chlt @M, TN .ot re e
Ngay, thang, nam sinh: ........c.ccoccoevviiiiieeie e ghi bang Chi: .ovvevceeeceeee e

(@ TN o U 1o ST SR
Ho, Chit dém, ten NEWOT ME: .......oiiiiiiiiiiiee e bbb
Nam sinh: @i, Dan toC:......cevvee. QUABC HICN: oo

Ho, chir dém, ten nguoi Cha: ..........c.oooviii e
Nam sinh: @ ..o, DAnN toC:.......ccovuvee. QUAC HICN: oo

Da dang ky khai Sinh tai: © ..o
Gidy khai sinh s6: D ... ,quyénsé ... NQay .../ .......... T
T6i cam doan nhitng ndi dung khai trén day 1a ding su that va da ndp du cac gidy to hién co.
T6i chiu trach nhiém trudc phép luat vé viéc cam doan caa minh,
Lamtai: ....................... , NQAY ........... thang ......... AM ............
Ngudi yéu cau
(K, ghi 8 ho, chiz dém, tén)

D’é nghl Cép bém sao(B)Z Cé D’ Khﬁng D ............................
SO lugng:....... ban
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Chd thich:

(1) Ghi rd tén co quan ding ky lai khai sinh

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

) Ghi thong tin vé gidy to tly than cua ngudi di dang ky, ghi 16 s6, co quan cip, ngay
cap ho chieu, chirng minh nhan dan hoac giay to hop 1€ thay the (Vi du: Ching minh nhan dan
s0 001089123 do Cong an thanh pho Ha Noi cap ngay 20/10/2004).

™ Truong hop sinh tai co so'y té thi ghi rd tén co sg'y té va dia chi co s y té do; trudng
hop sinh ra ngoai co s¢'y t€ thi ghi dia danh cua 03 cap hanh chinh (xa, huyén, tinh) noi sinh ra;
trrong hop khong 16 noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

) Ghi day du ngay, thang sinh caa cha, me (néu cd).

®) Ghi tén co quan da diang ky khai sinh trudc day.

() Chi khai trong truong hop biét rd.
® P¢ nghi danh ddu X vao 6 néu ¢ yéu cau cap ban sao va ghi rd sé luong.
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13. Thi tuc ding ky khai sinh c6 yéu t6 nwéc ngoai cho ngwoi da co hd
5o, gidy to c& nhan

Trinh ty thuc hién:

- Néu lya chon hinh thirc ndp hd so truc tiép, nguoi ¢d yéu cau dang ky khai
sinh nop hd so ding ky khai sinh tai Bo phan mot cira/Trung tim hanh chinh cong
ctia UBND cép huyén c6 tham quyén; nop 1é phi néu thudc truong hop phai nop 16
phi diang ky khai sinh; nop phi cip ban sao Gidy khai sinh néu cd yéu cau cp ban
sao Giay khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
khai sinh truy cap Céng dich vu cdng québc gia hoic Cong dich vu cong cép tinh,
dang ky tai khoan (néu chua c6 tai khoan), Xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap huyén co
tham quyén.

Nguoi ¢ yéu cau dang ky khai sinh truc tuyén cung cap thdng tin theo biéu
mau dién tir trong tac dang ky khai sinh (cung cap trén Cong dich vu cbng), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢
phi thdng qua chirc niang thanh toan truc tuyén hoic bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop ho so day du, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thic nop hé so truc tuyén), chuyén hd so dé cong chirc 1am cong
tac ho tich xur ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan ho
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hé so, néu ré loai gidy to, noi dung can bo sung dé ngudi
c6 yéu cau b sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop nguoi c6 yéu cau dang ky khai sinh khong bo sung, hoan
thién duoc hd so thi bao cdao Truéng bo phan mot ctra c6 théng béo tir chéi giai
quyét yéu cau dang ky khai sinh.

- Cong chic lam cong tac ho tich tham tra ho so (tham tra tinh thong nhat,
hop 1é ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yeu cau nop, xuat trinh
hoac dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi gui théng bao vé tinh trang hd so téi Bo phan tiép nhan hd
so dé thong bao cho ngudi ndp hd so — thuc hién lai budc (i) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

Truong hop gidy to ciia nguoi yéu cau dang ky khai sinh khong c6 thong tin
chang minh quan hé cha, me, con thi co quan ding ky ho tich c6 vin ban dé nghi co
quan cong an c6 tham quyén xac minh. Trudng hop co quan cong an tra loi khdng
c6 thong tin thi co quan ding ky ho tich cho ngudi yéu cau dang ky khai sinh 1ap
van ban cam doan vé théng tin caa cha, me va xac dinh noi dung khai sinh theo vin
ban cam doan.

+ Sau khi nhan duoc két qua xac minh hoac sau thoi han 20 ngay ké tir ngay
guri van ban yéu cau xac minh ma khong nhan dugc van ban tra 161, néu thay hd so
day du, hop 1¢, ding quy dinh, truong hop tiép nhan hé so ding ky khai sinh theo
hinh thiic tryc tiép, thi cdng chac 1am cong tac ho tich thuc hién viéc ghi vao So
dang ky khai sinh, cap nhat thong tin dang ky khai sinh va luu chinh thuc trén Phan
mém ding ky, quan ly ho tich dién tr diing chung.

Trudng hop tiép nhan ho so diang ky khai sinh theo hinh thuc truc tuyén, cong
chire 1am cdng tac ho tich gui lai biéu mau Giay khai sinh dién tir vi thong tin day
du cho nguoi Yéu cau qua thu dién tir hodc thiét bi so.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua cac thong
tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t6i da méot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chuac 1am cdng tac ho tich thuc hién viéc
ghi noi dung vao So ding ky khai sinh, cap nhat thong tin ding ky khai sinh va luu
chinh thtic trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chiic 1am cong tac ho tich in Gidy khai sinh, trinh Lanh dao UBND
ky, chuyén téi Bo phan mot cira dé tra két qua cho ngudi 6 yéu cau.

- Ngudi ¢6 yéu cau dang ky khai sinh kiém tra thong tin trén Giay khai sinh,
trong S6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Gidy khai sinh.

Cach thirc thuc hién:

Nguoi co yéu cau diang ky khai sinh truc tiép thyc hién hodc iy quyén cho
nguoi khac thuc hién ndp hd so truc tiép tai BO phan mot ctra/Trung tdm hanh
chinh cong ctia UBND cap huyén hodc giri hd so qua hé thong buu chinh hodc nop
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hé so truc tuyén trén Cong dich vu cong quéc gia (https:/dichvucong.gov.vn) hodc
Cdng dich vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan h so:

- To khai dang ky khai sinh theo mau (néu nguoi ¢d yéu cau lya chon nop ho
so theo hinh thirc truc tuyén);

- Biéu mau dién tir twong tac dang ky khai sinh (do ngudi yéu cau cung cap
thong tin theo hudng dan trén Cong dich vu céng néu ngudi cé yéu cau lya chon ndp
hé so theo hinh thirc truc tuyén).

- Ngudi ¢6 yéu cau ding Ky khai sinh thuc hién viéc ndp/xuat trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Vin ban cam doan vé viéc chua duoc dang ky khai sinh;

- Bdn sao toan b ho so, gidy to ciia nguoi yéu cdau hodc hé so, gidy to, tai
liéu khdc trong d6 c6 théng tin lién quan dén néi dung khai sinh, gom: Gidy chimg
minh nhén dan, Thé cdn cude c¢éng dan hodc HY chiéu; gidy to chitng minh vé
noi cu trii; Bang tot nghiép, Gidy chirng nhdn, Chitng chi, Hoc ba, ho so hoc tdp
do co quan c6 tham quyén cdp hodc xdc nhdn; Gidy to khdc cé théng tin vé ho,
tén, ngay, thang, nam sinh cua ca nhan.

Nguoi yéu cau dang ky khai sinh ¢ trach nhiém nop ddy da ban sao céac
gidy t& néu trén (néu cd) va phai cam doan di ndp du cac gidy to minh cé; chiu
trach nhiém, hé qua cia viéc cam doan khong dung su that.

- Vin ban ty quyén (dugc ching thuc) theo quy dinh ctia phap luat trong
truong hop Gy quyén thuc hién viéc dang ky khai sinh. Truong hop ngudi duge
uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy
quyén thi vin ban uy quyén khong phai chimg thuc.

* Gidy tor phdi xudt trinh:

- Ho chiéu hoic Chimg minh nhan dan hodc Thé cin cudc cong dan hoic
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cp,
con gia tri st dung dé chimg minh vé nhan than cua nguoi c6 yéu cau dang ky
khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to nay da c6 trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién ty dong thi khong phai tai 1én
(theo hinh thtc tric tuyén);

- Gidy to co gia tri chizng minh thdng tin vé cu trii trong triong hop co
quan dang ky h¢ tich khdng thé khai thdc diroc thdng tin vé noi cur trii ciia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghi dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co so dir liéu quéc gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thizc tryc tiép) hodc tdi 18n (theo hinh thirc triec tuyén).
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Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao cO chiing thuc cac gidy to phai xuat trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi XuAt
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir so gdc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Trudng hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh
va ky xdc nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dting, du ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pdi voi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky khai sinh truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup br?lng may anh, dién thoai
hodc duogc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ding ky khai sinh truc
tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau
duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy
khai sinh), ngudi c6 yéu cau dang ky khai sinh phai xuét trinh gidy to tuy than, ndp
cac gidy to 1a thanh phan ho so dang ky khai sinh theo quy dinh phap luét ho tich.

- Giay to do co quan c6 tham quyén ctia nudc ngodi cap, cong ching hodc
xac nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai duoc hop phap
hoa 1anh s theo quy dinh cta phap luat, trir trudong hop dugce mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky khai sinh khong cung cap dugc gidy
to néu trén theo quy dinh hodc giéy to ndp, xuét trinh bi trfly x0a, stra chira, lam
gia thi co quan ddng ky ho tich c6 tham quyén hity bo két qua dang ky khai sinh.

- Trudng hop cho phép ngudi yéu cau ding ky ho tich 1ap van ban cam doan
vé ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich rd
cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap 1y ctia viéc cam doan
khong ding sy that.
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AAAA A

Co quan dang ky ho tich tir chdi giai quyét hoic dé nghi co quan c6 thAm quyén
hay bo két qua ding ky ho tich, néu ¢ co sd xac dinh ndi dung cam doan khong
dang su that.

S6 lwong hd so: 01 bd

Thoi han giai quyét: 05 ngay 1am viéc. Truong hop phai c6 van ban xac
minh thi thoi han giai quyét khéng qua 25 ngay.

Péi twong thue hién tha tuc hanh chinh: C4 nhan

Co quan ¢6 thim quyén quyét dinh:

Uy ban nhan dan cap huyén noi cu tri trudc khi xuat canh caa nguoi Viét
Nam dinh cu tai nu6c ngoai.

Co quan thyc hién tha tuc hanh chinh:

Phong Tu phap tiép nhan ho so va tham muu Chu tich Uy ban nhan dan cap
huyén xem xét, quyét dinh.

Co quan phéi hep: Co quan quan ly CSDLQGVDC, Uy ban nhan dan cap
x3 noi ngudi yéu cau dang ky khai sinh cu tra trwéc khi xuat canh; Co quan cong an
c6 tham quyen.

Két qua thuc hién thi tuc hanh chinh: Gidy khai sinh (ban chinh), ban
sao Giay khai sinh (truong hop yéu cau cap ban sao Giay khai sinh).

Phi, 1€ phi:

- Muc Ié phi cu thé do Hbi ¢ong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat,

- Phi cap ban sao Gidy khai sinh (néu c6 y&u cau) thuc hién theo quy dinh tai
Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 caa Bo Tai chinh.

Mau don, mau to khai:

+ To khai dang ky khai sinh (néu nop ho so theo hinh thic tryc tiép);

+ Biéu mau dién ttr trong tac ding ky khai sinh (néu nop hd so theo hinh thic
truc tuyén).

Yéu cau, diéu kién thue hién thii tuc hanh chinh:

Nguoi Viét Nam dinh cu & nudc ngoai, chua duoc dang ky khai sinh tai co
quan c6 tham quyén Viét Nam, c6 ho so, gidy to ca nhan (ban chinh hosc ban sao
duoc chimg thyuc hop 18) nhu: gidy to tuy than; gidy to khac do co quan nha nuée
c6 tham quyén cua Viét Nam cdp, trong d6 ¢ ghi noi sinh tai Viét Nam.

Can cw phap ly:

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Hé tich;

- Nghi dinh sb 87/2020/NB-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé
Co so dit liéu ho tich dién tir, dang ky ho tich truc tuyén;
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- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu sita déi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cuia Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi tiét mot sé diéu va
bién phéap thi hanh Luat Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo trusng Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Théng tw s6 09/2022/TT-BTP ngay 30/12/2022 ciia B trieong Bé Tue phdp
bai bé mét sé néi dung tai cdc Théng tw trong linh vurc tror gilp phap 1y, hé tich
do B¢ truong Bo Tw phap ban hanh;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truéng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, b sung mét sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh ctia Hoi d6ng nhan dan tinh, thanh pho truc thuéc Trung wong.

Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QU D)

Ho, Chit dém, t81 NEUOT YEU CAU: ........oevieeeeeeeeeeeeeeeee et

Quan hé vai nguoi AugC Khai SINN: L.
Pé nghi co quan ding Ky khai sinh cho nguwoi dwéi day:

HO, Chilt @@, TN .ottt e e te e teeteeeeeneeenee e
Ngay, thang, nam sinh: .........cccoccveieiieniieeieeeeeen, ghi bANG CT: oo
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Ho, Chir d€m, tEN MGUOT M. ..o
NEM SINN: @, DAN tOC: v, QUAC tich: oo
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T6i cam doan ndi dung dé nghi diang ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhét trf ctia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cia minh.

Lamtai: ........................ , NQAY ........... thang ......... nam ..............

Nguwoi yéu cau
(Ky, ghi r ho, chi dém, tén)

Dé nghi cip ban sao®: C6 D, Khong []
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Chu thich:

(D) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than caa nguoi di ding ky, ghi 18 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan dan
s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

) Truong hop sinh tai co sd'y té thi ghi rd tén co so'y té va dia chi tru 56 co sy té do.

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

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

©) P¢& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.
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14. Thi tuc déing ky lai két hon cd yéu té nuwéc ngoai

Trinh tw thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi c6 yéu cau dang ky lai
két hon nop ho so dang ky lai két hon tai Bo phan mot ctra/Trung tim hanh chinh
cong cia UBND cap huyén cé tham quyén; nop 1é phi néu thudc trudng hop phai
nop 1é phi dang ky lai két hon.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
lai két hon truy cap Cong dich vu cdng qudc gia hoic Cong dich vu cong cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap huyén co
tham quyén.

Nguoi c6 yéu cau dang ky lai két hon truc tuyén cung cap thdng tin theo
biéu mau dién tir tvong tac dang ky lai két hdn (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc nang thanh toan truc tuyén hoic bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hé so tai Bo phan maot cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop ho so day da, hop 1é thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic ndp hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thirc ndp ho so truc tuyén), chuyén ho so dé cong chic 1am cong
tac ho tich xu ly.

Sau khi tiép nhan hd so theo hinh thtc ndp truc tiép, can b tiép nhan hd
so tai Bo phan mot cira thuc hién s6 hda (sao chup, chuyén thanh tai licu dién tu
trén hé théng thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Néu nguoi c6 yéu cau dang ky lai két hon khdng bo sung, hoan thién
duoc hd so thi bao cao Truong b phan tiép nhan hd so c6 van ban tir chéi giai
quyét yéu cau dang ky lai két hon.

- Cong chuc 1am cong tac ho tich tham tra hd so (tham tra tinh thong nhat,
hop Ié ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoiic dinh kem).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot ctra dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngay tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

Trudng hop viée dang ky két hon trude day thyuc hién tai Uy ban nhan déan
cap x& hoidc So Tu phap thi cdng chirc 1am cong tac ho tich bao cao Truéng phong
Tu phap ¢ van ban dé nghi Uy ban nhan dan cp xa/S¢ Tu phap noi dang ky két
hén trude dy kiém tra, xac minh vé viéc luu gitr S6 hé tich.

Sau khi nhan dugc van ban dé nghi, Sé Tu phap/Uy ban nhan dan cap xa tién
hanh kiém tra, x4c minh va tra 1oi bang van ban vé viéc con luu gitr hoic khong luu
giit duoc S6 hé tich.

+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu gitt dugc S6 ho
tich tai noi da dang ky két hon hodc sau thoi han 20 ngay ké tir ngay giri van ban yéu
cau xac minh ma khdng nhan duoc van ban tra 1i, néu thay ho so day da, hop 18,
dung quy dinh, treong hop tiép nhan ho so dang ky lai két hon theo hinh thuc truc
tiép, thi cong chuc 1am cong tac ho tich thuc hién viéc ghi vao S6 dang ky két hon,
cap nhat thong tin dang ky lai két hén va luu chinh thic trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky lai két hon theo hinh thic truc tuyén,
cdng chic 1am cong tac ho tich giri lai biéu mau Gidy chiing nhan két hon dién tur
v6i thong tin day da cho nguoi Y8u cau qua thu dién tir hoac thiét bi s6.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Giay chang nhan két hon dién tir va xac nhan (tdi da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhét, day du hoic khong
c6 phan héi sau thoi han yéu cau thi cong chie 1am cong tac ho tich thyc hién viéc
ghi vao S6 dang ky két hon, cap nhat thong tin ding ky lai két hon va luu chinh
thire trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chic 1am cdng tac ho tich in Gidy chiing nhan két hon, trinh Lanh dao
UBND Ky, chuyén tgi Bo phan mot ctra dé tra két qua cho ngudi ¢6 yéu cau.

- Nguoi ¢6 yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuat
trinh gidy to tuy than dé dbi chiéu) kiém tra thdng tin trén Gidy chang nhan két hon,
trong So dang ky két hon va ky tén vao So6 ding ky két hon, ky tén vao Gidy ching
nhan két hén, mdi bén nam, nit nhan 01 ban chinh Gidy chang nhan két hon.

Cach thwc thuc hién:

Nguoi co yéu cau dang ky lai két hon thue hién nop ho so truc tiép tai BO
phan mot ctra/Trung tdm hanh chinh cong cua UBND cép huyén hodc ndp hd so
truc tuyén trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hoic Cong
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dich vu cong cap tinh (https:/dichvucong.---.gov.vn) (bén nam hodc bén nit co thé
ndp hd so ma khong can cd van ban ty quyén ctia bén con lai).

Thanh phan hd so:

- To khai dang ky lai két hon theo mau (néu ngudi ¢d yéu cau lua chon nop
hd so theo hinh thic truc tiép);

- Biéu mau dién tir twong tac ding ky lai két hon, trong d6 c6 cam doan cac
théng tin cung cap 1a dang su that, khéng con ban chinh Gidy chang nhan két
hén, da ndp du cac gidy to hién co va chiu hoan toan trach nhiém trudc phap luat
vé noi dung cam doan ctua minh (do ngudi yéu cau cung cip thong tin theo hudng
dan trén Cong dich vu cong néu ngudi ¢ yéu cau lua chon nop ho so theo hinh thic
truc tuyén).

- Nguoi ¢6 yéu cau dang ky lai két hon thuc hién viée ndp/xuat trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Gidy chting nhan két hon duoc cap trude day. Néu khong co ban
sao Giay chang nhan két hon thi nop ban sao hé so, gidy to ca nhan cé cac thong tin
lién quan dén noi dung dang ky két hon.

* Gidy to phdi xudt 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 ¢4 nhan do co quan c6 thim quyén cp,
con gia tri st dung dé chimg minh vé nhan than ctia ca hai bén ¢ yéu cau diang
ky lai két hon. Truong hop céac thong tin ca nhan trong céc gidy to nay da co trong
CSDLQGVDC, CSDLHTPDT, duoc hé thong dién ty dong thi khong phai tai 1én
(theo hinh thtc truc tuyén).

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi XUt
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hoic ban sao duoc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Trudong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhéan c6 trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xéac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du ho so dang ky ho tich
theo quy dinh ciia phap luat ho tich, khong duoc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thic
truc tuyén:
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+ Ban chup cac gidy to giri kém theo hd so ding ky lai két hon truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, di¢n thoai
hodc duogc chup, dugc quét bﬁng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ding ky lai két hon
truc tuyén da c6 ban sao dién tir hoac da co6 ban dién tur giéy to ho tich thi nguoi yéu
cau duoc sir dung ban di¢n tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy ching nhan két hon),
ngudi cO yéu cau dang ky lai két hon xuat trinh gidy to tuy than, nop cac gidy to 1a
thanh phan hd so dang ky lai két hén theo quy dinh phéap luat ho tich.

- Giay to do co quan ¢ tham quyén ctia nudc ngoai cap, cong ching hoic
xé4c nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoéa 1anh su theo quy dinh ctia phap luat, trir truong hop dugce mién theo didu udc
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau dang ky lai két hon khdng cung cap duoc giy
td néu trén quy dinh hoac gidy to nop, xuat trinh bi tay xda, sira chira, lam gia thi
co quan diang ky ho tich c6 tham quyén huy bo két qua dang ky lai két hon.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc; trudng hop phai xac minh thi thoi
han giai quyét khong qua 25 ngay.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan c6 tham quyén quyét dinh:

- Uy ban nhan dan c4p huyén noi da dang ky két hon trude day.

- Truong hop viée két hon trude day duoc dang ky tai Uy ban nhan déan cap
x4 thi viéc ding ky lai do Uy ban nhan dan cap huyén cap trén thuc hién.

- Truong hop viée két hon trude diy duoc diang ky tai Uy ban nhan dan cap
tinh hodc S& Tu phép thi viéc dang ky lai do Uy ban nhan dan cip huyén noi cu
tri ctia nguoi yéu cau thyc hién; néu ngudi do khong cu trd tai Viét Nam thi do
Uy ban nhan dan cép huyén noi c6 tru sé hién nay cua S¢ Tu phap thuc hién.

Co quan thyce hién tha tuc hanh chinh:

Phong Tu phép tiép nhan hd so va tham muu Chu tich Uy ban nhan dan cap
huyén xem xét, quyét dinh.

Co quan phoi hep: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan cap
x3/So Tu phép noi ding ky két hon trude day.

Két qua thuc hién tha tuc hanh chinh: Gidy ching nhan két hén (ban
chinh), mdi bén vg, chong 01 ban.

Lé phi:

- Muc 1é phi cu thé do Hbi ¢ong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién I& phi cho nguoi thudce gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; ngudi khuyét tat.,
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Mau don, mau to khai:

+ To khai dang ky lai két hdn (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir tuong tac ding ky lai két hon (néu nop hd so theo hinh
thirc truc tuyén).

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

- Viéc két hon da dugce ding ky tai co quan c6 tham quyén cuaa Viét Nam
trudc ngay 01/01/2016 nhung So dang ky két hon va ban chinh Gidy chung nhan
két hon déu bi mat.

- Ca hai bén yéu cau dang ky lai két hdn con séng vao thoi diém yéu cau
dang ky lai két hon.

Cin ¢ phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co so dir lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phu sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc nép, xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

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

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

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit lidu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1 nguoi gbc Viét Nam, 1é phi quéc tich.

- Théng tu s 85/2019/TT-BTC ngay 29/11/2019 cua B truong Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh pho truc thudc Trung uong;

- Thong tu sé 106/202L/TT-BTC ngay 26/11/2021 cua B¢ truong Bo Tai
chinh sta ddi, bé sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phdn chiz in nghiéng la ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KET HON

KN gz M s

Ho, Chit dém, t81 NEUOT YEU CAU: ....oocccceeeeeeseeeseeeseeeeeeees oo eeese oot

NOT CU T @ oo e e e e s e e s s s s s

Pé nghi co quan ding ky lai két hon theo ndi dung duéi day:

Ho, Chit d@m, TEN CTA V- ...
Ngay, thang, NAM STNN: ..ot
DAN EOC: wovvvoereeee e seereseseeseereesssee QUABC LICN: oo

N L CU T ) oo,

Ho, Chit @&, tEN CUA CRONGY .....ooooccoeeeeeseeeeeee et
Ngay, thang, NAM STNN: ..o
DAN EOC: wovvvoereeee oo QUOC TICN: oo

N OT U ) oo,

T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trudc phap
luat vé& cam doan ctia minh.
Lamtaiz ... , NQAY .......... thang ........ nam .............
Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)




122

Chu thich:

@) Ghi 13 tén co quan dang ky lai két hon.

@) Ghi theo noi dang ky thuong trd; néu khong c6 noi ding ky thuong trd thi ghi theo noi dang
ky tam trti; truong hop khong c6 noi déng ky thuong tri va noi dang Ky tam tra thi ghi theo noi dang
sinh song.

® Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 18
thay thé (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh pho Ha Noi cap ngay
20/10/2004).

) Ghi rd tén co quan d3 dang ky két hon trudce day.

) Chi khai trong trudng hop biét rd.

©) P& nghi danh dau X vao 6 néu cd yéu cau cip ban sao va ghi rd s6 luong.
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15. Thi tuc diing ky lai khai tir c6 yéu t6 nuéc ngoai

Trinh tw thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi c6 yéu cau dang ky lai
khai tir nop hd so dang ky lai khai tir tai Bo phan mot cira/Trung tam hanh chinh
cong cia UBND cap huyén cé tham quyén; nop 1é phi néu thudc trudng hop phai
nop 1é phi dang ky lai khai tir; nop phi cap ban sao Trich luc khai tir néu c6 yéu cau
cap ban sao Trich luc khai tu.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
lai khai tir truy cap Cong dich vu cdng quéc gia hodc Cong dich vu cdng cép tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudéng dan,
diang nhap vao hé thong, xac dinh ding Uy ban nhan dan cdp huyén co
tham quyén.

Nguoi c6 yéu cau dang ky lai khai tir truc tuyén cung cap thong tin theo
biéu mau dién tir twong tac dang ky lai khai tir (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc nang thanh toan truc tuyén hoic bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hé so tai Bo phan mat cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop ho so day da, hop 1€ thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi ¢6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thic nop hé so truc tuyén), dong thai chuyén hd so dé cong chirc
lam cbng tac ho tich xur ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can bo tiép nhan ho
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai ligu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé ngudi
c6 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Néu nguoi c¢d yéu cau ding ky lai khai tir khéng b sung, hoan thién
duoc hd so thi bao cao Truéng b phan tiép nhan hd so c6 vin ban tir chéi giai
quyét yéu cau dang ky lai khai tir.

- Cong chuc 1am cong tac ho tich tham tra hd so (tham tra tinh thong nhat,
hop Ié ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoac dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngy tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu thay ho so day du, hop 18, dang quy dinh, trudng hop tiép nhan hé so
dang ky lai khai tir theo hinh thuc truc tiép, thi cdng chic 1am cong tac ho tich thyuc
hién viéc ghi vao So dang ky khai tir, cap nhat thong tin ding ky lai khai ttr va luu
chinh thac trén Phan mém dang ky, quan Iy h tich dién tar ding chung.

Truong hop tiép nhan ho so ding ky lai khai tir theo hinh thic truc tuyén,
codng chirc 1am cdng tac ho tich guri lai biéu mau Trich luc khai ti dién tir véi thong
tin day du cho nguoi yu cau qua thu dién tir hoac thiét bi s6.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi céng chuc 1am cdng tac ho tich thuc hién viéc
ghi noi dung vao So6 dang ky khai tir, cap nhat thong tin ding ky lai khai tir va luu
chinh thtc trén Phan mém ding ky, quan Iy ho tich dién tar ding chung.

- Cong chac lam cong tac ho tich in Trich luc khai tir, trinh Lanh dao UBND
ky, chuyén téi Bo phan mot cira dé tra két qua cho nguoi ¢6 yéu cau.

- Nguoi ¢ yéu cau dang ky lai khai tir kiém tra thong tin trén Trich luc khai
tar, trong S6 dang ky khai tir va ky tén vao S6 dang ky khai tir, nhan Trich luc
khai tir.

Cach thirc thuc hién:

Nguoi co yéu cau dang ky lai khai tir true tiép thue hién hodc Gy quyén cho
nguoi khac thuc hién viéc dang ky lai khai tir tai BO phan mdt ctra/Trung tam hanh
chinh céng ctia UBND cép huyén hodc giri hd so qua hé thdng buu chinh hodc nop
hd so truc tuyén trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hodc
Cong dich vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan ho so:

- To khai ddng ky lai khai tir theo mau (néu nguoi ¢6 yéu cau lya chon nop
hd so theo hinh thic tryuc tiép);

- Biéu mau dién tir tvong tac dang ky lai khai ti, trong d6 c6 cam doan cac
thong tin cung cép la dang sy that, khdng con ban chinh Gidy chung ta/Trich luc
khai tir, 3 ndp du cac gidy to hién c6 va chiu hoan toan trach nhiém trudc phép
luat vé ndi dung cam doan cua minh (do ngudi yéu cau cung cap thdng tin theo
hudng dan trén Cong dich vu cong néu ngudi ¢d yéu cau lua chon nop ho so theo
hinh thic truc tuyén).



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

125

- Ngudi ¢ yéu cau dang Ky lai khai tir thuc hién viéc ndp/xuat trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Gidy chung tir true day duge cip hop 18. Néu khong c6 ban sao
Gidy chung tir trude day dugc cap hop 16 thi ndp ban sao ho so, gidy to lién quan
c6 ndi dung chirng minh sy kién chét.

- Vin ban uy quyén theo quy dinh ctia phap luét trong truong hop ty quyén
thue hién dang ky lai khai tir. Trudng hop ngudi duoc iy quyén 1a éng, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi van ban uy quyén
khong phai chiig thuec.

* Gidy tor phdi xudt trinh:

- Ho chiéu hoic Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 thim quyén cap,
con gié tri st dung dé chimg minh vé nhan than ciia ngudi ¢6 yéu cau dang ky lai
khai tir. Truong hop céc thong tin ¢4 nhan trong cac gidy to nay di cd trong
CSDLQGVDC, CSDLHTPDT, duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thirc tryc tuyén).

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao ¢6 chirng thuc cc gidy to phai xuét trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi XUt
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Trudong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhéan ¢ trach nhiém kiém tra, d6i chiéu ban chup vai ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, di hd so dang ky ho tich
theo quy dinh ciia phap luat ho tich, khong duoc yéu cau ngudi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi véi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chup céc gidy to giri kém theo ho so ding ky lai khai tir truc tuyén phai
bao dam 6 nét, day du, toan ven vé ndi dung, 1 ban chup bang may anh, dién thoai
hodc dugc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tri st dung.
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+ Trudng hop gidy to, tai liéu phai gui kém trong hd so dang ky lai khai tir
truc tuyén da c6 ban sao dién tir hoac da co ban dién tur giéy to ho tich thi nguoi yéu
cau duoc sir dung ban di¢n tir nay.

+ Khi dén co quan diang ky ho tich nhan két qua (Trich luc khai ti/ban sao
Trich luc khai tir), nguoi c6 yéu cau dang ky lai khai tr phai xuat trinh gidy to tuy
than, nop cac giay to 1a thanh phan ho so dang ky lai khai tir theo quy dinh phép luat
ho tich.

- Giay to do co quan ¢ tham quyén ctia nudc ngoai cap, cong ching hoic
xé4c nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa 1anh su theo quy dinh cta phap luat, trir truong hop duge mién theo didu ude
quéc té ma Viét Nam 13 thanh vién.

- Truong hop ngudi cd yéu cau dang ky lai khai tir khong cung cap duoc
giéy to néu trén theo quy dinh hoac giéy to nop, xuét trinh bi trfly x0a, stra chira,
lam gia thi co quan dang ky ho tich c6 tham quyén hity bo két qua dang ky lai
Kkhai tur.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc; truong hop phai tién hanh xac minh
thi thoi han khéng qua 10 ngay lam viéc.

Poi twong thue hién thi tuc hanh chinh: Ca nhén

Co quan c6 tham quyén quyét dinh:

- Uy ban nhan déan cip huyén noi dang ky khai tir cho nguoi nude ngoai,
cong dan Viét Nam dinh cu tai nudc ngoai trude day thuc hién viée dang ky lai
khai tir;

- Trudng hop viée dang ky khai tir truée ddy thuc hién tai Uy ban nhan dan
cap x4 thi Uy ban nhan dan cap huyén cap trén thuc hién dang ky lai khai tir;

- Trudng hop viée dang ky khai tir trude day thuc hién tai Uy ban nhan dan
cap tinh hodc S& Tu phap thi Uy ban nhan dan cdp huyén noi cu trii ctia nguoi
yéu cau thyc hién; néu ngudi yéu cau khong cu tra tai Viét Nam thi Uy ban nhéan
dan cap huyén noi c6 try so hién nay ciia S& Tu phap thuc hién ding ky lai
khai ttr.

Co quan thyce hién tha tuc hanh chinh:

Phong Tu phép tiép nhan hd so va tham muu Cha tich Uy ban nhan dan cap
huyén xem xét, quyét dinh.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC

Két qua thuc hién thi tuc hanh chinh: Trich luc khai tir (ban chinh), ban
sao Trich luc khai ttr (trudng hop yéu cau cap ban sao Trich luc khai tir).

Phi, 1€ phi:

- Muc 1é phi cu thé do Hbi ¢ong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién I& phi cho nguoi thudce gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; ngudi khuyét tat.,
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- Phi cap ban sao Trich luc 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.
MAau don, mau to khai:

+ To khai dang ky lai khai tar (néu nop hd so theo hinh thuc truc tiép);

+ Biéu mau dién tir trong tac dang ky lai khai tir (néu ndp hd so theo hinh
thirc truc tuyén).

Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

Viéc khai tir cua cdng dan Viét Nam dinh cu ¢ nudc ngoai hoac cia nguoi
nudc ngoai da dang ky tai co quan c6 tham quyén cua Viét Nam truc ngay
01/01/2016 nhung S6 ding ky khai ttr va ban chinh Gidy chtng tir déu bi mét.

Cin ¢ phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phu sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo trusng Bo Tu phap
quy dinh chi tiét thi hanh mét sé didu cua Luat Ho tich va Nghi dinh s6
123/2015/NB-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cua Bo truong Bo Tu
phap quy dinh chi tiét mot sé diéu va bién phéap thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 1& phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo trudng Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi ddng nhan dan
tinh, thanh pho truc thudce Trung uong;

- Thong tu sé 106/202L/TT-BTC ngay 26/11/2021 cua Bé truong Bo Tai
chinh stra ddi, b6 sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phdn chiz in nghiéng la ngi dung siza doi, bé sung, thay thé.
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Chu thich:

() Ghi 5 tén co quan dang ky lai khai tir.

@) Ghi theo noi ding ky thuong trd; néu khong cé noi dang ky thuong trd thi ghi theo noi dang
ky tam trti; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang
sinh song.

4 Ghi thong tin vé gidy to tiy than nhu: h¢ chiéu, ching minh nhan dan hogc gidy to hop 18
thay theé (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh pho Ha Noi cap ngay
20/10/2004).

) Truong hop chwa xac dinh dugc thi dé tréng.

®) Ghi 6 tén co quan di ding ky khai tir trudc day.

®) Chi khai trong truong hop biét ro.

() Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong.
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B. THU TUC HANH CHINH CAP XA

1. Thi tuc dang ky khai sinh

Trinh ty thuc hién:

- Néu lya chon hinh thie nop hd so truc tiép, nguoi ¢ yéu cau ding ky khai
sinh nop hd so dang ky khai sinh tai Bo phan mot ctira cia UBND cip xa ¢ tham
quyén; nop 1é phi néu thudc trudng hop phai nop 1€ phi ding ky khai sinh; nop phi
cap ban sao Gidy khai sinh néu c6 yéu cau cip ban sao Gidy khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
khai sinh truy cap Céng dich vu cong quéc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), Xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Ngudi c6 yéu cau dang ky khai sinh truc tuyén cung cap thong tin theo biéu
mau dién tir tuong tac dang ky khai sinh (cung cap trén Cong dich vu cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢
phi thdng qua chtrc nang thanh toan truc tuyén hodc bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hé so tai Bo phan maot cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan hd so; néu tiép nhan hd so
sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc tiép
theo (néu nguoi c6 yéu cau lya chon hinh thirc nop ho so truc tiép) hoac giri ngay
Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (néu nguoi c6 yéu cau lya chon hinh thirc nop
hd so truc tuyén); chuyén hd so dé cong chic 1am cong tac ho tich xir 1y.

Sau khi tiép nhan hd so theo hinh thtc ndp truc tiép, can b tiép nhan hd
so tai Bo phan mot cira thuc hién s6 hda (sao chup, chuyén thanh tai licu dién tu
trén hé théng thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi ho so duoc bo sung, thuc hién lai buéc (i);

(iii) Truong hop nguoi c6 yéu cau dang ky khai sinh khong bo sung, hoan
thién dugc hd so thi bao cdo Truong bo phan mot cira c6 thong bao tir chéi giai
quyét yéu cau diang ky khai sinh.

- Cong chiic tu phap - ho tich tham tra ho so (tham tra tinh théng nhat, hop 1é
cuia cac thoéng tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc
dinh kem),

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot ctra dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngy tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu thay hé so day du, hop 18, ding quy dinh, truong hop tiép nhan hé so
dang ky khai sinh theo hinh thic truc tiép, thi cdng chiic tu phap - ho tich thyc hién
viéc ghi vao So ding ky khai sinh, cap nhat thong tin ding ky khai sinh trén Phan
mém dang ky, quan Iy ho tich dién tir ding chung, luu chinh thirc va chuyén théng
tin dén CSDLQGVDC dé lay S6 dinh danh ca nhan.

Trudng hop tiép nhan ho so diang ky khai sinh theo hinh thuc truc tuyén, cong
chire tu phap - ho tich gui lai biéu mau Gidy khai sinh dién tir véi thong tin day da
cho ngudi yéu cau qua thu dién tir hoac thiét bi sb.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Gidy khai sinh dién tir va xac nhan (toi da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhét, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chire tu phap - ho tich thuc hién viéc
ghi noi dung vao So6 dang ky khai sinh, cap nhat thong tin ding ky khai sinh trén
Phan mém ding ky, quan Iy ho tich dién tir dung chung, luu chinh thuc va chuyén
thong tin dén CSDLQGVDC dé lay Sé dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé Sb dinh danh c& nhan, cdng chic tu phéap - ho
tich in Gidy khai sinh, trinh Lanh dao UBND ky, chuyén t&i B phan mot cira dé tra
két qua cho nguoi c6 yéu cau.

- Ngudi ¢6 yéu cau dang ky khai sinh kiém tra thong tin trén Giay khai sinh,
trong S6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Gidy khai sinh.

* Luuy:

- Trong thoi han 60 ngay ké tir ngay sinh con, cha hodc me ¢6 trach nhiém
dang ky khai sinh cho con; truong hop cha, me khong thé diang ky khai sinh cho
con thi 6ng hodc ba hodc ngudi than thich khic hodc ca nhan, t6 chirc dang nudi
dudng tré em c6 trach nhiém dang ky khai sinh cho tré em.

- Truong hop dang ky khai sinh cho tré bi bo roi thi sau khi nhan dugce
thong bao, Chi tich Uy ban nhan dan cip x4 hodc Trudng cong an cip x4 co trach
nhiém t6 chirc 1ap bién ban vé viéc tré bi bo roi.

Sau khi 1ap bién ban, Uy ban nhan dan cép x4 tién hanh niém yét tai try s¢
Uy ban nhan dén trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thoi han niém
yét, néu khong c6 thong tin vé cha, me dé cua tré, Uy ban nhan dan cip xa thong
béo cho c4 nhan hoic to chirc dang tam thdi nudi dudng tré dé tién hanh dang ky
khai sinh cho tré.
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- Truong hop tré chua xac dinh duoc cha thi ho, dan tdc, qué quan, quéc
tich cia con dugc xac dinh theo ho, dan tdc, qué quan, quéc tich cuia me; phﬁn
ghi vé cha cua tré dé tréng. Néu vao thoi diém diang ky khai sinh ngudi cha yéu
cau lam thu tuc nhén con thi két hop giai quyét viéc nhan con va dang ky khai sinh.

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

- Trudng hop tré khong thudc dién bi bo roi, chua xac dinh duoc ca cha va
me thi thyuc hién tuwong tu nhu dang ky khai sinh cho tré bi bo roi, nhung trong SH
ho tich ghi 6 “Tré chua xac dinh dugc cha, me”.

Cach thirc thuwe hién:

Ngudi co yéu cau diang ky khai sinh truc tiép thuc hién hoic oy quyén cho
ngudi khac thuc hién nop ho so truc tiép tai Bo phan mot cira ciia UBND cép xa
hodc gui ho so qua h¢ théng buu chinh hodc ndp hd so truc tuyén trén Céng dich vu
cong qudc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cép tinh
(https://dichvucong.---.gov.vn).

Thanh phan hé so

- To khai dang ky khai sinh theo mau (néu nguoi c6 yéu cau lua chon nop
hé so theo hinh thire truc tiép);

- Biéu mau dién tir tvong tac dang ky khai sinh (do nguoi yéu cau cung cap
thong tin theo hudng dan trén Cong dich vu cong, néu ngudi cé yéu cau lya chon
nop ho so theo hinh thirc tryc tuyén);

- Ngudi ¢6 yéu cau dang ky khai sinh thuc hién viéc ndp/xuat trinh (theo
hinh thire truc tiép) hoic tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban chinh Giay chtng sinh; truong hop khéng c¢6 Gidy chang sinh thi
nop van ban ciia nguoi 1am ching xac nhan vé viéc sinh; néu khong c6 ngudi lam
chtng thi phai c6 gidy cam doan vé viéc sinh;

- Trudng hop tré em bi bo roi thi phai ¢ bién ban vé viéc 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
x&c nhan cua co so'y té da thuc hién ky thuat hd trg sinh san cho viéc mang thai ho.

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

* Gidy tor phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoic
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan cé tham quyén cap,
con gia tri st dung dé ching minh vé nhan than cua nguoi c6 yéu cau dang ky
khai sinh. Truong hop cac thong tin ¢4 nhan trong cac gidy to nay da c6 trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi khong phai tai lén
(theo hinh thtc tric tuyén);
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- Gidy to ¢6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan dang ky h¢ tich khdng thé khai théc dwoc thdng tin vé noi cu trii ciia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Diéu 14 Nghji dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop céc thdng tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co s¢ dir liéu quéc gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thuc tryc tiép) hodc tdi 18n (theo hinh thic triec tuyén).

- Gidy chung nhan két hdn néu cha, me da dang ky két hon. Truong hop da
c6 thong tin vé viéc két hdn caa cha, me trong CSDLHTDT, CSDLQGVDC thi
khong phai xuat trinh (theo hinh thic truc tiép) hosc tai 1én (theo hinh thic
truc tuyén).

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

* Lwu y:

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu véi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xuat
trinh, khong duoc yéu ciu ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup vdi ban chinh
va ky xac nhan, khong dugc yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan diing, du ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phéap luat ho tich khong quy dinh phai nop.

- Pbi voi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky khai sinh truc tuyén phai
bao dam 6 nét, day du, toan ven vé ndi dung, 1 ban chup bang may anh, dién thoai
hodc duogc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop I¢, con gia
tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ding ky khai sinh truc
tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau
dugc str dung ban dién tir nay.

+Khi dén co quan dang ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy
khai sinh), ngudi c6 yéu cau diang ky khai sinh phai ndp ban chinh Gidy chimg sinh;
xuét trinh gidy to tuy than; ban chinh Gidy chting nhan két hon (néu cha me tré da
dang ky két hon va thong tin vé viéc két hon chua co trong CSDLQGVDC,
CSDLHTDT).
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- Gidy td do co quan c6 thim quyén ctia nude ngoai cip, cong chimg hodc
x4c nhan dé st dung cho viéc dang ky hd tich tai Viét Nam phai duoc hop phap
hoa 1anh su theo quy dinh cta phap luat, trir truong hop dugce mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky khai sinh khong cung cép dugc gidy
to néu trén theo quy dinh hoac gié\y to ndp, xuét trinh bi tély x0a, sta chira, lam
gia thi co quan dang ky ho tich c6 tham quyén hity bo két qua dang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em 1a 6ng, ba, nguoi than
thich khac thi khong phai c6 vin ban iy quyén cia cha, me tré em, nhung phai
théng nhat véi cha, me tré em vé cac ndi dung khai sinh.

- Béi voi viée xac dinh ho, dan toc, qué quan, dit tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop vo1 phap luat
va yéu cdu giit gin ban sic dan tdc, tAp quan, truyén théng vin hoa tét dep cua
Viét Nam; khong dat tén qua dai, kho str dung.

+ Truong hop cha, me khong théa thuan duoc vé ho, dan toc, qué quan cua
con khi dang ky khai sinh thi hg, dan toc, qué quan cua con dugc xac dinh theo
tap quan nhung phai bdo dam theo ho, dan toc, qué quan cua cha hodc me.

- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap vin ban cam
doan vé ndi dung yéu cau dang ky ho tich thi co quan ding ky ho tich phai giai
thich rd cho ngudi 1ap vin ban cam doan vé trach nhiém, hé qua phép 1y cua viéc
cam doan khong dung su that.

Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim
quyén huy bo két qua ding ky ho tich, néu c¢d co sd xac dinh ndi dung cam doan
khong dung su that.

S6 lrgng ho so: 01 bo

Thoi han giai quyét: Ngay trong ngdy tiép nhan yéu cau, truong hop nhan
hé so sau 15 gior ma khéng giai quyét dugc ngay thi tra két qua trong ngay lam viéc
tiép theo.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thyce hién tha tuc hanh chinh:

- Uy ban nhan dan cip xa noi cu trGi ctia ngudi cha hodc ngudi me thuc hién
dang ky khai sinh cho tré em;

- Uy ban nhan dan cip x4 noi 1ap bién ban vé viéc tré bi bo roi ddi voi truong
hop déang ky khai sinh cho tré bi bo roi.

- Uy ban nhan dan cap xa noi tré dang cur tra c6 trach nhiém ding ky khai sinh
cho tré chua xac dinh duoc cha, me.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién tha tuc hanh chinh: Gidy khai sinh (ban chinh), ban
sao Gidy khai sinh (truong hop yéu cau cap ban sao Gidy khai sinh).

Phi, 1€ phi:
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- Pbi véi truong hop dang ky khai sinh khong diing han: Muc 18 phi cu thé
do Hoi ddng nhan dan tinh, thanh phé truc thude Trung wong quyét dinh.

- Mién 16 phi d6i voi trudong hop khai sinh dung han, ngudi thudce gia dinh
6 cong véi cach mang; ngudi thudc hd ngheéo; ngudi khuyét tat.

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau) thuc hién theo quy dinh tai
Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo Tai chinh.

MAu don, mau to khai:

+ To khai diang ky khai sinh (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién ttr trong tac ding ky khai sinh (néu nop hd so theo hinh thirc
truc tuyén).

Cin ¢ phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co so dir lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phu sita doi,
bé sung mét sé diéu cia cac nghi dinh lién quan dén viéc nép, xudt trinh sé hé
khadu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

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

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

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit lidu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1 nguoi gbc Viét Nam, 1é phi quéc tich.

_ Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truong B6 Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh pho truc thudc Trung uong;

- Thong tu sé 106/202L/TT-BTC ngay 26/11/2021 cua B¢ truong Bo Tai
chinh sta ddi, bé sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phdn chiz in nghiéng la ngi dung siza doi, bé sung, thay thé.


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

TO KHAI DPANG KY KHAI SINH
KINN QU Q) o

Ho, Chit dém, t81 NEUOT YEU CAU: ........oevieeeeeeeeeeeeee et

Quan hé vai nguoi AugC Khai SINN: L.
Pé nghi co quan ding ky khai sinh cho ngwoi duéi day:

HO, Chilt @M, TN .ot e e be et e e te et eereereeeneeanee e
Ngay, thang, ndm sinh: .........ccccoiviiiiniiinieeee, ghi bang ChIT: oo

(@ TN T30 [V USSP
Ho, Chir dém, teN MGUOT M. ..o
NAm $inh: @, DAN tOC: ... QUABC tiCh: oo
INOT CU T @) ettt ettt ettt et e et et et e et e e et et e eaeeteeseesseaee et eseenee et essearteeeesreareaneens
Ho, chir dém, t€n n@wol Cha: ..o
NEM SIN: O DAN tOC: . v, QudbC tich: v,
INOT CU T @) ettt ettt e et e e et e et et e et e e et e et et e et e eteeeeeseeeeeeeteneesae et esseareeeeesreareaneens
T6i cam doan ndi dung dé nghi diang ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhét trf caa cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Lamtai: ........................ , NQAY ........... thang ......... nam ..............

Ngudi yéu cau
(Ky, ghi rd ho, chir @ém, tén)

Dé nghi cap ban sao®: Co D, Khong []
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Chu thich:

(1) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than caa nguoi di ding ky, ghi 18 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan dan
s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

) Truong hop sinh tai co sd'y té thi ghi 1d tén co so'y té va dia chi tru 56 co sy té do.

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

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Binh Bang, huyén Tir Son, tinh Bac Ninh.

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

©) P¢& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.
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2. Thi tuc ding ky két hon

Trinh ty thuc hién:

- Néu Iya chon hinh thiic nop hd so truc tiép, nguoi c6 yéu cau dang ky két
hon nop hd so dang ky két hon tai B phan mot cira cia UBND cip x4 c6 tham
quyén; nop 1é phi néu thude truong hop phai nop 1é phi dang ky két hon; nop phi cap
ban sao Trich luc két hon néu c6 yéu cau cap ban sao Trich luc két hon.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
két hén truy cap Cdng dich vu céng quéc gia hoic Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Nguoi c6 yéu cau dang ky két hon truc tuyén cung cap thong tin theo biéu
mau dién tir twong tac dang ky két hdn (cung cap trén Cong dich vu cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢
phi thdng qua chirc niang thanh toan truc tuyén hoic bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hé so tai Bo phan maot cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1é cia ho so.

(i) Truong hop ho so day da, hop 1é thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic ndp hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thic ndp ho so truc tuyén), chuyén ho so dé cong chic 1am cong
tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan ho
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop Ié thi c6 thong bao cho nguoi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé ngudi
c6 yéu cau bo sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai buéc (i);

(iii) Truong hop nguoi c6 yéu cau dang ky két hon khdng boé sung, hoan
thién dugc hd so thi bao cdo Truong bo phan mot cira c6 thong bao tir chéi giai
quyét yéu cau dang ky két hon.

- Cong chac tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 16
cua cac théng tin trong hd so, gidy to, tai liéu dinh kém).

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

+ Trudng hop can phai kiém tra, xa4c minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chuac 1am cong tac
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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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Néu thay hd so day du, hop 1§, cac bén co du diéu kién két hon theo quy
dinh cua Luat Hon nhén va gia dinh, khong thudc truong hop tir chdi dang ky két
hon theo quy dinh, trudng hop tiép nhan hd so ding ky két hon theo hinh thic truc
tiép, thi cong chuc tu phap - ho tich thyuc hién viéc ghi vao S6 dang ky két hdn, cap
nhat thong tin ding ky két hon va luu chinh thic trén Phan mém dang ky, quan ly
ho tich dién tir dung chung.

Trudng hop tiép nhan hd so dang ky két hon theo hinh thuc truc tuyén, cong
chuc tu phép - ho tich giri lai biéu mau Gidy ching nhan két hon dién tir véi thong
tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Gidy chang nhan két hon dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhét, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chie tu phap - ho tich thuc hién viéc
ghi noi dung vao So dang ky két hon, cap nhat thong tin ding ky két hon va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chuc tu phap - ho tich in Gidy ching nhan két hon, trinh Lanh dao
UBND ky, chuyén tgi Bo phan mot ctra dé tra két qua cho ngudi ¢6 yéu cau.

- Nguoi ¢6 yéu cau ding ky két hon (hai bén nam, nit phai c6 mat, xuat trinh
gidy to tuy than dé déi chiéu) kiém tra thong tin trén Gidy ching nhan két hon, trong
S6 dang ky két hon, khang dinh sy tu nguyén két hon va ky tén vao Sé dang ky két
hon, ky tén vao Gidy chiing nhan két hdn, mdi bén nam, nit nhan 01 ban chinh Gidy
chang nhan két hon.

Céch thirc thye hién:

Nguoi c6 yéu cau dang ky két hon thue hién ndp hd so truc tiép tai Bo phan
mot ctra ctia UBND cap X3 hodc ndp ho so truc tuyén trén Cong dich vu cong quoc
gia (https://dichvucong.gov.vn) hoic Coéng dich wvu coéng cép tinh
(https://dichvucong.---.gov.vn) (bén nam hodc bén nit c¢6 thé ndp hd so ma khong
can c6 vin ban ty quyén ctia bén con lai).

Thanh phan ho so:

- To khai dang ky két hon theo méu, c6 du thong tin ctia hai bén nam, nit.
Hai bén nam, nit c¢6 thé khai chung vao mot To khai dang ky két hon (néu ngudi
cd yéu cau lya chon nop hd so theo hinh thire truc tiép);
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- Biéu mau dién tir twong tac ding ky két hon (do ngudi yéu cau cung cp
thong tin theo huéng dan trén Cong dich vu cong, néu ngudi c6 yéu cau lya chon
ndp hd so theo hinh thire truc tuyén);

- Nguoi ¢6 yéu cau dang ky két hon thuc hién viéc ndp/xuét trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban chinh Gidy xé&c nhan tinh trang hén nhan do Uy ban nhan dan cip
x4 c6 tham quyén cap trong truong hop ngudi yéu cau dang ky két hon khong
dang ky thuong trl tai dia ban xa, phuong, thi tran 1am thu tuc dang ky két hon.
Truong hop cac thdng tin vé tinh trang hon nhan da c¢6 trong CSDLQGVDC,
CSDLHTDT duoc dién tu dong thi khdng phai xuat trinh (theo hinh thac truc
tiép) hoic tai 18n (theo hinh thirc truc tuyén).

* Gidy tor phdi xudt trinh:

- Ho chiéu hoic Chitng minh nhan dan hoic Thé cin cudc cdng dan hoic
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gia tri sir dung dé chung minh vé nhan than cia nguoi c6 yéu cau dang ky
khai sinh. Truong hop céc thong tin c& nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTPDT, duoc hé thong dién tu dong thi khdng phai tai 1én
(theo hinh thire truc tuyén);

- Gidy to ¢6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan ddang ky hé tich khdng thé khai thdc dwroc thdng tin vé noi cur trii cia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh s¢
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cuw trii dd dwoc khai thac tir Co s di lidu quéc gia
Vé dan cu bang cdc phwong thike ndy thi nguoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thafc truc tiép) hodc tdi 18n (theo hinh thic tryc tuyén):

- Trich luc ghi cha ly hon d6i voi trudng hop cong dan Viét Nam dang ky
thuong tri tai dia ban xa lam thi tuc dang ky két hon, da duoc giai quyét viec ly
hon, hay viéc két hon trude do tai co quan c6 tham quyén nudc ngoai.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu vé6i thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chimg thyc tir ban
chinh hoic ban sao duoc cép tir s6 goc hodc ban chyup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhéan co trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.
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+ Nguodi tiép nhan c6 trach nhiém tiép nhan dang, du hd so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khong dugc yéu cau ngudi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

- Pbi voi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Ban chyp cac gidy to giri kém theo ho so ding ky két hon truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, di¢n thoai
hodc duogc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky két hon truc
tuyén d3 c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau
duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (ban chinh Gidy ching nhan
két hon/ban sao Trich luc két hon), ngudi co yéu cau ding ky két hdn phai nop ban
chinh Gidy xac nhan tinh trang hon nhan (néu théng tin vé tinh trang hon nhan chua
co trong CSDLQGVDC, CSDLHTDT).

- Gidy to do co quan ¢ tham quyén ctia nudc ngoai cap, cong ching hoic
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa 1anh su theo quy dinh cta phap luat, trir trudng hop duoc mién theo diéu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop nguoi yéu cau dang ky két hon khong cung cap duoc gidy to
néu trén theo quy dinh hoic gidy to nop, xuat trinh bi tay xda, sta chira, 1am gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky két hén.

S6 lrgng ho so: 01 bo

Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; trudng hop nhan hd
so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép
theo. Trudng hop can xac minh diéu kién két hon cta hai bén nam, nit thi thoi han
giai quyét khong qua 05 ngay lam viéc.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thye hién tha tuc hanh chinh:

Uy ban nhan dén cap x4 noi cu tril ciia bén nam hoéc bén ni.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién tha tuc hanh chinh: Gidy chimg nhan két hon (ban
chinh), mdi bén vo, chéng 01 ban; ban sao Trich luc két hon (truong hop yéu cau
cap ban sao Trich luc két hon).

Phi, I& phi: Mién 1¢ phi.

- Phi cap ban sao Trich luc két hon (néu cé yéu cau) thyuc hién theo quy dinh
tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh.

MAu don, mau to khai:

+ To khai diang ky két hén (néu nop hd so theo hinh thic truc tiép);
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+ Biéu mau dién tir twong tac ding ky két hon (néu nop hd so theo hinh thirc
truc tuyén).

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

- Nam tir ¢t 20 tudi tré' 1én, nit tir du 18 tudi trd lén;

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

- Cac bén khong bi mat nang luc hanh vi dan sy;

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

+ Két hon gia tao;

+ T4o hon, cudng €p két hon, Iira ddi két hon, can tro két hon;

+ Nguoi dang c¢6 v, co chong ma két hon véi ngudi khac hodc chua co
v, chua c6 chong ma két hon véi ngudi dang ¢ chdng, c6 vo;

+ Két hon giita nhimg ngudi cing dong mau vé truc hé; gitta nhitg ngudi
coO ho trong pham vi ba doi; gitra cha, me¢ nudi véi con nuoi; gitra nguoi da ting
la cha, me nuoi1 véi con nuoi, cha chéng voi con dau, me vo véi con ré, cha duong
vé6i con riéng ciia vo, me ké vi con riéng cta chong.

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

Can cw phap ly:

- Luat Hon nhan va gia dinh nam 2014,

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co s& dix liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mét sé diéu cua Luat Ho tich va Nghi dinh s6
123/2015/NB-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

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

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truéng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 1& phi quéc tich.
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_ Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cuia Bo truong Bo Tai chinh
huéng dan vé phi va Ié phi thusc thim quyén quyét dinh caa Hoi ddng nhan dan
tinh, thanh phd truc thude Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, b6 sung mot sé diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chi: Phdn chiz in nghiéng la ngi dung siza doi, bé sung, thay thé.



144

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuc

TO KHAI PANG KY KET HON

o)) @

KINN QU G

Thoéng tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiry than ©

Két hon lan tha may

Chung t6i cam doan nhitng 101 khai trén day la ding su that, viéc két hon cua chiing 61 1a ty nguyén, khong vi pham
quy dinh ctia Luat hon nhan va gia dinh Vi¢t Nam.

Chiing t6i chiu hoan toan trach nhiém truéc phap luat vé ndi dung cam doan ctia minh.

Pé nghi Quy co quan ding ky.

,NQAY ............. thang ........... nam..............
Bén nir Bén nam
(Ky, ghi rd ho, chit dém, tén) (Ky, ghi rd ho, chit dém, tén)

Dé nghi cap ban sao®: Co D Khéng []
S6 luong: ... ban
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Chu thich:

M @ Truong hop 1am thu tuc ding ky két hdn c6 yéu té nude ngoai, thi phai dan anh caa hai
bén nam, ni.

) Ghi 16 tén co quan ding ky két hon.

) Ghi theo noi ding ky thuong trd, néu khong c6 noi ding ky thuong tra thi ghi theo noi
dang ky tam tru; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam trd thi ghi theo
noi dang sinh song.

() Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 16
thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/1982).

©) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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3. Thu tuc dang ky nhan cha, me, con

Trinh ty thuc hién:

- Néu lya chon hinh thtrc ndp ho so truc tiép, ngudi ¢ yéu cau dang ky nhan
cha, me, con nop hd so dang ky nhan cha, me, con tai Bé phan mot cira cia UBND
cap xa c6 tham quyén; nop 1é phi néu thudc trudng hop phai nop 1€ phi dang ky nhan
cha, me, con; nop phi cap ban sao Trich luc dang ky nhan cha, me, con néu cd yéu
cau cap ban sao Trich luc dang ky nhan cha, me, con.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
nhan cha, me, con truy cap Cong dich vu céng quéc gia hoac Cong dich vu cong
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan dan cap xa co
tham quyén.

Nguoi c6 yéu cau dang ky nhan cha, me, con truc tuyén cung cap thong tin
theo biéu mau dién tir twong tac ding ky nhan cha, me, con (cung cap trén Cong
dich vu ¢6ng), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, 1& phi théng qua chic nang thanh toan truc tuyén hoic bang
cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop ho so day du, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thai chuyén hd so dé cong chic
lam cOng tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan ho
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hé so, néu ré loai gidy to, noi dung can bé sung dé ngudi
c6 yéu cau b sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop ngudi ¢ yéu cau dang ky nhan cha, me, con khéng bo
sung, hoan thién duogc hd so thi bao cao Trudng bo phan mot cira c6 thdng béo tir
chéi giai quyét yéu cau ding ky nhan cha, me, con.

- Cong chiic tu phap - ho tich tham tra ho so (tham tra tinh théng nhat, hop 1é
cua cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hoidc
dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng bao vé tinh trang hd so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Néu thay viéc nhan cha, me, con 13 ding va khong c6 tranh chéap, ho so day
du, hop 1, ding quy dinh, trudng hop tiép nhan hd so dang ky nhan cha, me, con
theo hinh thiic truc tiép, thi cong chire tu phéap - ho tich thuc hién viéc ghi vao S6
dang ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

Truong hop tiép nhan 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 tir voi thong tin day du cho ngudi yéu cau qua thu dién tir hoac thiét
bi sb.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Trich luc ding ky nhan cha, me, con dién tir va xac nhan (t6i da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chire tu phap - ho tich thuc hién viéc
ghi ndi dung vao So6 dang ky dang ky nhan cha, me, con, cap nhat thong tin ding
ky nhan cha, me, con va luu chinh thtc trén Phan mém dang ky, quan Iy ho tich dién
tir dung chung.

- Cong chire tu phap - hé tich in Trich luc dang ky nhan cha, me, con, trinh
Lanh dao UBND ky, chuyén Bo phan mét cira tra két qua cho ngudi ¢6 yéu cau.

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

Céch thirc thye hién:

Nguoi co yéu cau diang ky nhan cha, me, con thyc hién ndp ho so truc tiép
tai Bo phan mot cira cia UBND cap xa hodc ndp ho so tryc tuyén trén Cong dich
vu cong quédc gia (https:/dichvucong.gov.vn) hodc Cong dich vu cong cip tinh
(https://dichvucong.---.gov.vn) (mdt bén co thé ndp hd so ma khong phai co vin
ban Gy quyén cuia bén con lai).

Thanh phan hé so:
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- To khai dang ky dang ky nhan cha, me, con theo mau (néu ngudi c¢6 yéu
cau lya chon ndp hd so theo hinh thire truc tiép);

- Biéu méu dién tir twong tac dang ky nhan cha, me, con (do ngudi cd yéu
cau cung cap thong tin theo hudng dan trén Cong dich vu cong, néu ngudi c6 yéu
cau lya chon ndp hd so theo hinh thire truc tuyén);

- Ngudi ¢6 yéu cau diang ky nhan cha, me, con thuc hién viéc ndp/xuat trinh
(theo hinh thire truc tiép) hodc tai 18n (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Chig ctr ching minh quan hé cha, con hoac quan h¢ me, con gém:

+ Vin ban clia co quan y té, co quan giam dinh hoic co quan khac c6 tham
quyén xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong ¢6 van ban néu trén thi phai ¢6 van ban cam doan cua
cAc bén nhan cha, me, con vé mdi quan h¢ cha, me, con va co it nhat hai nguoi
lam chiing vé mdi quan h¢ cha, me, con.

* Gidy tor phdi xudt trinh:

- H6 chiéu hoic Chting minh nhan dan hoic Thé cin cudce cong dan hoic
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gia tri sir dung dé chung minh vé nhan than cia nguoi c6 yéu cau dang ky
nhan cha, me, con. Truong hop cac thong tin c& nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi khong phai
tai 1én (theo hinh thac truc tuyén);

- Giay to 6 gia trj chizng minh thdng tin vé cu trii trong truong hop co
quan ddang ky hé tich khdng thé khai thdc dwoc thdng tin vé noi cu trii cia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghji dinh so
104/2022/NP-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cuw trii dd dwoc khai thac tir Co sé dir lidu quéc gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thizc tryc tiép) hodc tdi 1én (theo hinh thic triec tuyén).

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy td do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chimg thyc tir ban
chinh hoic ban sao duoc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhén ¢ trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.



149

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

- Dbi véi gidy to gtri kém theo néu ngudi yéu cau ndp hd so theo hinh thire
tryc tuyén:

+ Ban chup céc gidy to giri kém theo hd so dang ky nhéan cha, me, con truc
tuyén phai bao dam rd nét, diy du, toan ven vé ndi dung, 14 ban chup bing may anh,
dién thoai hodc duogc chup, dugc quét bﬁng thiét bi dién tu, tir giéy to duoc cép hop
1€, con gia tr1 st dung.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so ding ky nhan cha,
me, con truc tuyén da c6 ban sao dién tir hodc da co ban dién tu gidy to ho tich thi
ngudi Yeu cau dugc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky nhan cha,
me, con/ban sao Trich luc ding ky nhan cha, me, con) nguoi ¢6 yéu cau ding ky
nhan cha, me, con phai xuat trinh gidy to tiy than dé xac dinh nhan than; nop ban
chinh gidy to, tai liéu 1a chiing ci chieng minh quan hé cha, con hodc quan hé me, con.

- Giay to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hoic
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoéa 1anh su theo quy dinh cta phap luat, trir truong hop dugce mién theo didu udce
quéc té ma Viét Nam 13 thanh vién.

- Truong hop nguoi yéu cau ding ky nhan cha, me, con khong cung cap
duoc gidy to néu trén theo quy dinh hoic gidy t& ndp, xudt trinh bj tdy x0a, sira
chita, 1am gia thi co quan dang ky ho tich c6 tham quyén hily bo két qua diang ky
nhan cha, me, con.

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

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 tham
quyén huay bo két qua dang ky ho tich, néu c6 co s xac dinh noi dung cam doan
khong dung su that.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 03 ngay lam viéc. Trudng hop can phai xac minh thi
thoi han giai quyét khong qua 08 ngay 1am viéc.

Péi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thyce hién tha tuc hanh chinh:

Uy ban nhan dan cap xa noi cu tra ctia nguoi nhan hodc nguoi duoc nhan
la cha, me, con.

Co quan phdi hop:

- Uy ban nhan dan cép x4 noi cu tra ciia ngudi duge nhan 1a cha, me, con.

- Co quan quan ly CSDLQGVDC.
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Két qua thue hién thii tuc hanh chinh: Trich luc dang ky nhan cha, me,
con (ban chinh); ban sao Trich luc dang ky nhan cha, me, con (truong hop yéu
cau cép ban sao Trich luc dang ky nhan cha, me, con).

Phi, I€ phi:

- Muc Ié phi cu thé do Hbi ¢ong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién 1& phi cho ngudi thudce gia dinh c6 cong véi cach mang; ngudi thudce
ho nghéo; ngudi khuyét tat.

- Phi cép ban sao Trich luc dang ky nhan cha, me, con (néu c6 yéu cau) thuc
hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo
Tai chinh,

Mau don, maiu to khai:

+ T khai dang ky nhan cha, me, con (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir tuong tac dang ky nhan cha, me, con (néu nop hod so theo
hinh thuc truc tuyén).

Yéu ciu, diéu Kkién thuc hién thi tuc hanh chinh:

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

- Viéc nhan cha, me, con khéng c6 tranh chap.

- Truong hop nam, nit chung song v6i nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con sdng cing véi ngudi cha, khi ngucn cha lam thu tuc
nhén con ma khong lién hé dugc voi nguodi me thi khong can ¢ ¥ kién cia ngudi
me trong To khai dang ky nhan cha, me, con.

Can cw phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot so diéu cua Luat Ho tich va Nghi dinh sé
123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cua Bo truong Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;
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- Théng tu sb 281/2016/TT-BTC ngay 14/11/2016 cia B trusng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi gbc Viét Nam, 1é phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truéng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/202L/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta ddi, b sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chd: Phan chiz in nghiéng 1a ngi dung siza déi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

KENN QU @ eeresenee

Ho, Chit @8m, t810 NEUOT YEU CAUS ...oovvvooeeeeeeeeeeeeeeeeeeeeeeeee oo essee e

Quan hé voi ngudi NhAN Cha/ME/CON: @) ..o
Pé nghi co quan cong nhin nguoi cé tén dwéi day:

[ [o TR o] 11 1< 1O (SRR
Ngay, thang, NEAM SINR: ..o
GG NN e, DAN tOC: ..o eeseeeereeen QUABC TICN: oo

LA, cua ngudi co tén duwoi day:
HO, CRTE AEIM, TEN: .ottt bbbttt en et n e

Ngay, thang, NAM SINN: .......cooiiii sttt
GiGH NN DAN tOC ... (TN 1S Yol 110 ET

To61 cam doan viéc nhan.............ccoccoocoveevvene. noi trén la ding su that, tu nguyén, khong co
tranh chap va chiu trach nhiém trudc phéap luat vé cam doan cia minh.

LaAM t@i.occeiecceecees ngay ........... thang............ nam...........
Nguoi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Y kién ciia ngwoi hién dang 1a me hoic cha®

Bé nghi cap ban sao ©: C6 |:| Khéng |:|
SO lugng:.......... ban
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Chu thich:

™ Ghi r5 tén co quan dang ky nhan cha, me, con;

@ Ghi theo noi dang ky thuong tra; néu khong c6 noi ding ky thudng tra thi ghi theo noi ding
ky tam trt; trudng hgp khong c6 noi dang ky thuong tra va noi dang ky tam trua thi ghi theo noi dang
sinh sdng.

®) Ghi thong tin vé gidy to tity than nhu: hd chiéu, chirng minh nhan déan hoic gidy to hop 1€
thay thé (vi du: Chémg minh nhan dan sb 001089123 do Céng an thanh phd Ha Noi cip ngay
20/10/2004).

*) Chi khai trong truong hop ngudi khai khéng dong thoi 1a ngudi nhan cha/me/con.

®) Chi khai trong truong hop cha hoac me nhan con chua thanh nién hodc nguoi da thanh
nién nhung mat nang lyc hanh vi dan sy, ghi 'y kién cua nguoi cha néu me 1a nguoi yéu cau, y kién
ngudi me néu cha 1 ngudi yéu cau (trir trudng hop ngudi d6 da chét, mat tich, mat ning luc hanh vi
dan su hodc han ché ning luc hanh vi dan sy).

®) P& nghi danh dau X vao & néu c6 yéu cau cap ban sao va ghi rd sb luong.
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4. Thii tuc ding ky khai sinh két hop diing ky nhan cha, me, con

Trinh tw thuc hién:

- Nguodi ¢0 yéu cau dang ky khai sinh va nhan cha, me, con nop hd so dang ky
khai sinh va ddng ky nhan cha, me, con tai B6 phan mot ctira caa UBND cép x4 ¢6
tham quyén; nop 1é phi néu thude truong hop phai nop 16 phi ding ky khai sinh, ding
ky nhan cha, me, con; nop phi cap ban sao Gidy khai sinh, Trich luc dang ky nhan
cha, me, con néu co yéu cau cip ban sao Gidy khai sinh, Trich luc dang ky nhén
cha, me, con.

- C4n bo tiép nhan hd so tai B phan mot cira ¢ trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ caa hd so.

(i) Truong hop ho so day da, hop 1é thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho nguoi ¢d yéu cau, dong thoi chuyén ho so dé cong chic lam cong tac ho
tich xi 1y.

Sau khi tiép nhan hd so, can bo tiép nhan hd so tai Bé phan mot cua thuc
hién s hda (sao chup, chuyén thanh tai liéu dién ta trén hé thong thong tin, co s
dir liéu) va ky sé vao tai liéu, hd so giai quyét thi tuc hanh chinh da duoc sé hoa
theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau bd sung, hoan thién. Sau khi hd so duoc bb sung, thuc hién lai buéc (i);

(iii) Truong hop ngudi c6 yéu cau ding ky khai sinh va nhan cha, me, con
khdng bo sung, hoan thién duoc hd so thi bao cdo Trudng bd phan mot cira co
thong béo tir chéi giai quyét yéu cau dang ky khai sinh va nhan cha, me, con.

- Cong chtic tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 18
cua cac théng tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hoidc
dinh kem),

+ Truong hop hd so can bo sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hd so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chic tu phap - ho
tich lap Phiéu xin I18i 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 B phan mét cira dé tra cho ngudi ¢6
y&u Cau:;

+ Néu thay viéc nhan cha, me, con 1a dung va khéng co tranh chap, thong tin
khai sinh day du va phu hop, thi cdng chirc tu phép - ho tich thyc hién viéc ghi vao
S6 dang ky nhan cha, me, con, S6 dang ky khai sinh, cap nhat thong tin dang ky
khai sinh, dang ky nhan cha, me, con va Iuu chinh thic trén Phan mém dang ky,
quan ly ho tich dién tir ding chung, chuyén thong tin dén CSDLQGVDC dé lay Sé
dinh danh ca nhan.
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- Sau khi CSDLQGVDC tra vé Sb dinh danh c& nhan, cdng chtc tu phéap - ho
tich in Giay khai sinh, Trich luc dang ky nhan cha, me, con, trinh Lanh dao UBND
ky, chuyén téi Bo phan mot cira tra két qua cho ngudi ¢6 yéu cau.

- Ngudi ¢d yéu cau ding ky khai sinh va nhan cha, me, con (ca hai bén phai
cO mat, xuat trinh gidy to tuy than dé ddi chiéu) kiém tra théng tin trén Trich luc
dang ky nhan cha, me, con, Gidy khai sinh, trong S6 dang ky nhan cha, me, con,
S6 ding ky khai sinh va ky tén vao S6 dang ky nhan cha, me, con, S6 ding ky khai
sinh, nhan Trich luc dang ky nhan cha, me, con, Gidy khai sinh.

Cach thikc thuc hién:

Nguoi ¢ yéu cau dang ky khai sinh va nhan cha, me, con thuc hién nop
hd so truc tiép tai B6 phan mot cira ciia UBND cép X8 (mot bén co thé ndp hd so
ma khong phai c6 vin ban iy quyén ctia bén con lai).

Thanh phan ho so:

* Gidy tor phdi ngp:

- To khai ding ky khai sinh theo mau;

- To khai dang ky nhan cha, me, con theo mau.

- Ban chinh Gidy chtng sinh; truong hop khong c6 Gidy ching sinh thi
ndp vin ban ctia ngudi lam chig xac nhan vé viéc sinh; néu khong c6 ngudi lam
chtng thi phai c6 gidy cam doan vé viéc sinh;

- Chiing ctr chimng minh quan hé cha, con hodc quan h¢ me, con gém:

+ Vin ban clia co quan y té, co quan giam dinh hodc co quan khac c6 tham
quyén xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha, me, con lap
van ban cam doan vé mdi quan h¢ cha, me, con, c0 it nhét hai nguoi lam ching
vé moi quan h¢ cha, me, con.

* Gidy to phdi xudt trinh:

- H6 chiéu hoic Chting minh nhan dan hoic Thé can cudc cong dan hoic
cac gidy to khéac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gié tri str dung dé ching minh vé nhan than cua ngudi ¢ yéu cau ding ky
khai sinh va nhan cha, me, con;

- Giay to 6 gia trj chizng minh thdng tin vé cu trii trong truong hop co
quan ddang ky h¢ tich khdng thé khai thdc dwoc thdng tin vé noi cu trii cia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghji dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop céc thdng tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co so dir liéu quac gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thizc tryc tiép) hodc tai 1én (theo hinh thic triec tuyén).

*Luuy:

- P6i voi gidy to ndp, xuat trinh:
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+ Nguoi tiép nhan cé trach nhiém kiém tra, d6i chiéu v6i thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hoic ban sao dugc cip tir so gbe hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup vdi ban chinh
va ky x4c nhan, khong duge yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguodi tiép nhan c6 trach nhiém tiép nhan dang, du hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

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

Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim
quyén huy bo két qua ding ky ho tich, néu o co sd xac dinh ndi dung cam doan
khong dung su that.

- Béi voi viée xac dinh ho, dan toc, qué quén, dit tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop véi phép luat
va yéu cau giir gin ban sac dan tdc, tip quan, truyén thong van hoa tot dep cia
Viét Nam; khong dat tén qua dai, kho str dung.

+ Truong hop cha, me khéng thoa thuén dugc vé ho, dan toc, qué quan cua
con khi dang ky khai sinh thi ho, dan toc, qué quan cua con duogc Xac dinh theo
tap quan nhung phai bao dam theo ho, dan tdc, qué quan ctia cha hoac me.

S6 lwong hd so: 01 bo

Thai han giai quyét: 03 ngay lam viéc, truong hop phai xac minh thi thoi
han giai quyét khéng qua 08 ngay lam viéc.

Poi twong thuc hién thi tuc hanh chinh: C4 nhan

Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip x4 noi cu tra
ctia ngudi cha hodc ngudi me thyuc hién ding ky khai sinh két hop nhan cha, me, con.

Co quan phoi hep: Co quan quan ly CSDLQGVDC.

Két qua thue hién thi tuc hanh chinh: Gidy khai sinh, Trich luc dang ky
nhan cha, meg, con (ban chinh); ban sao Giéy khai sinh, ban sao Trich luc dang ky
nhan cha, me, con (trudng hop yéu cau cip ban sao Gidy khai sinh, ban sao Trich
luc dang ky nhan cha, me, con).

Phi, 1€ phi:

- Mic 18 phi cu thé do Hoi ddng nhan dan tinh, thanh phé truc thuoc Trung
wong quyét dinh.

- Mién 1& phi cho ngudi thude gia dinh c6 cong véi cach mang; ngudi thudce
ho nghéo; nguoi khuyét tat.
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- Phi cp ban sao Gidy khai sinh, ban sao Trich luc dang ky nhan cha, me, con
(néu c6 yéu cau) thyuc hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC ngay
14/11/2016 cua Bo Tai chinh.

Maiu don, mau to khai: To khai dang ky khai sinh, To khai ding ky nhan
cha, me, con.

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

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

- Viéc nhan cha, me, con khéng c6 tranh chp.

- Trudng hop nam, nix chung song v6i nhau nhu vo chdng, khong dang ky
két hon, sinh con, ngudi con sdng cing véi ngudi cha, khi nguorl cha lam thu tuc
nhan con ma khong lién hé duoc voi nguoi me thi khong can co ¥ kién cua ngudi
me trong To khai dang ky nhan cha, me, con.

Can cwr phép ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phu sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc nép, xudt trinh sé hé
khadu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

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

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 ciia B trudng B Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thdng tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi géc Viét Nam, 1& phi quéc tich.

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo trusng B Tai
chinh sta ddi, bé sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phdn chiz in nghiéng la ngi dung siza doi, bé sung, thay thé.


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

TO KHAI DPANG KY KHAI SINH
KINN QU Q) o

Ho, Chit dém, t81 NEUOT YEU CAU: ........oevieeeeeeeeeeeeee et

Quan hé vai nguoi AugC Khai SINN: L.
Pé nghi co quan ding ky khai sinh cho ngwoi duéi day:

HO, Chilt @M, TN .ot e e be et e e te et eereereeeneeanee e
Ngay, thang, ndm sinh: .........ccccoiviiiiniiinieeee, ghi bang ChIT: oo

(@ TN T30 [V USSP
Ho, Chir dém, teN MGUOT M. ..o
NAm $inh: @, DAN tOC: ... QUABC tiCh: oo
INOT CU LT @) ettt ettt et e et e st et e et e et e et e st et e st et et et e st eaeeresteebesteseens
Ho, chir dém, t€n n@wol Cha: ..o
NEM SIN: O DAN tOC: . v, QudbC tich: v,
INOT CU LT @) ettt sttt et et e st et e et e et e st e st et e st et et et e st eaeeresteebesteseens
T6i cam doan ndi dung dé nghi diang ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhét trf ciia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Lamtai: ........................ , NQAY ........... thang ......... nam ..............

Ngudi yéu cau
(Ky, ghi rd ho, chir @ém, tén)

Dé nghi cap ban sao®: Co D, Khong []
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Chu thich:

(1) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than caa nguoi di ding ky, ghi 18 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan dan
s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

) Truong hop sinh tai co sd'y té thi ghi 1d tén co so'y té va dia chi tru 56 co sy té do.

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

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Binh Bang, huyén Tir Son, tinh Bac Ninh.

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

©) P¢& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

KINN GUIE @ttt ettt n ettt en s st

Ho, Chit dém, t&0 MEUWOT YBU CAUS ....cvoveveveeeeeeeeeeceeeeie et es sttt nssn s

Quan hé v&i ngudi NNAN ChA/ME/CON: @) .. .....oviiceeeeee e

Pé nghi co’ quan cong nhin nguoi ¢é tén dwdi diy:

[ o T 417 1< 0 R (=] o AT TR RROPRPO
Ngay, thang, NAM SINN: ...occiiiiii e st b e b e e srb e e nbeesbeesrbeerees
GG NN e, DAN tOC: vt eeeereeeeeeeeae QUAC HICh: e,

LA, cua nguoi cé tén duwdi diy:

[ [T oL 1 1<) . TR (] SRR
Ngay, thAng, NAM SINN: ..o bbb bbb b bbb e b e b b sbesb e besbe b
GG NN e, DAN tOC: oo QUAC TICH: e,

T6i cam doan viéc Nhan.........cccccoeeeeviee e eineenn, noi trén 1a dung sy that, ty nguyén, khong co tranh

chap va chiu trach nhiém trudce phép ludt vé cam doan cua minh.

Lam tai.....ccocoeneeee. ngay ............ thang.........

Nguoi yéu cau

(Ky, ghi rd ho, chir dém, tén)

Y kién ciia ngwoi hién dang 1a me hoic cha®

Dé nghi cap ban sao ©: C6 |:| Khong D
SO lugng:.......... ban
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Chd thich:

(1) Ghi 16 tén co quan dang ky nhan cha, me, con;

@) Ghi theo noi ding ky thuong tra; néu khong c6 noi ding ky thuong tré thi ghi theo noi
dang ky tam tra; truong hop khong c6 noi dang ky thudng tra va noi dang ky tam tra thi ghi theo
noi dang sinh séng.

®) Ghi thong tin vé gidy to tity than nhu: ho chiéu, chirmg minh nhan dan hoic glay to hop
1¢ thay thé (vi du: Chimg minh nhén dan sb 001089123 do Céng an thanh phd Ha Noi cap ngay
20/10/2004).

*) Chi khai trong truong hop ngudi khai khéng dong thoi 1a ngudi nhan cha/me/con.

®) Chi khai trong truong hop cha hoic me nhan con chua thanh nién hoic ngudi da thanh
nién nhung méit ning luc hanh vi dan su, ghi y kién ciia nguoi cha néu me 1a ngudi yéu cau, y kién
ngudi me néu cha 12 ngudi yéu cau (trir trudng hop ngudi dé da chét, mat tich, mat nang lyc hanh
vi dan su hodc han ché ning lyc hanh vi dan su).

® P¢ nghi danh ddu X vao 6 néu ¢ yéu cau cap ban sao va ghi rd sb lugng.
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5. Thi tuc dang ky khai tir

Trinh tw thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, nguoi ¢ yéu cau ding ky khai
tir nop hd so ding ky khai tir tai Bo phan mot cira cia UBND cap xa c6 tham quyén;
nop 18 phi néu thudc trudng hop phai ndp 1é phi dang ky khai tir; nop phi cap ban
sao Trich luc khai tir néu c6 yéu cau cap ban sao Trich luc khai tur.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
khai tir truy cap Cong dich vu cdng quédc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua cé tai khoan), xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Nguoi ¢6 yéu cau dang ky khai tir trc tuyén cung cap thong tin theo biéu
mau dién tir tuong tac ding ky khai ttr (cung cap trén Cong dich vu cdng), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 18
phi thdng qua chitrc niang thanh toan truc tuyén hodc bang céach thac khéc theo
quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan ho so; néu tiép nhan ho so
sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc tiép
theo (néu nguoi c6 yéu cau lya chon hinh thirc nop hé so truc tiép) hoac giri ngay
Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (néu nguoi c6 yéu cau lya chon hinh thirc nop
ho so truc tuyén); chuyén ho so dé céng chic lam cong tac ho tich xir 1y.

Sau khi tiép nhan hd so theo hinh thtrc ndp truc tiép, can b tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai ligu dién tu
trén hé théng thong tin, co sé 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 hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai budce (i);

(iii) Truong hop ngudi ¢ yéu cau dang ky khai tir khdng bo sung, hoan
thién duoc hd so thi bao cao Truéng bo phan mot ctra c6 théng béo tir chéi giai
quyét yéu cau diang ky khai tir.

- Cong chiic tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 16
cuia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc
dinh kem),

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

+ Trudng hop can phai kiém tra, xac minh lam ré hoic do nguyén nhan
khac ma khdng thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
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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 Bo phan mot cira dé tra cho nguoi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hogc giri tin nhian qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hé so truc tuyén).

+ Néu thay hé so day du, hop 18, ding quy dinh, truong hop tiép nhan hé so
dang ky khai ttr theo hinh thuc truc tiép, thi cong chiic tu phap - ho tich thuc hién
viéc ghi vao S6 ding ky khai tir, cap nhat thong tin dang ky khai tir va luu chinh thic
trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky khai tir theo hinh thic truc tuyén, cong
chire tu phap - ho tich gui lai biéu mau Trich luc khai tir dién tir v6i thong tin day
da cho ngudi Yeu cau qua thu dién tir hoac thiét bi sb.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khéng
c6 phan héi sau thoi han yéu cau thi cong chirc tu phap - ho tich thyc hién viéc
ghi noi dung vao So6 ding ky khai tir, cap nhat thong tin ding ky khai tir va luu chinh
thirc trén Phan mém dang ky, quan Iy ho tich dién tir ding chung.

- Cong chure tu phap - ho tich in Trich luc khai tir, trinh Lanh dao UBND ky,
chuyén Bo phan mét cira tra két qua cho ngudi ¢6 yéu cau.

- Ngudi ¢6 yéu cau dang ky khai tir kiém tra thong tin trén Trich luc khai tu,
trong S6 dang ky khai tir va ky tén vao S6 dang ky khai tir, nhan Trich luc khai tir,

Cach thirc thuwe hién:

Nguoi ¢ yéu cau ding ky khai tir truc tiép thuc hién hodc uy quyén cho
nguoi khac thuc hién ndp ho so truc tiép tai B phan mét cira cia UBND cép xa
hodc gui ho so qua hé théng buu chinh hodc ndp ho so truc tuyén trén Céng dich vu
cong qudc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

Thanh phan ho so:

- To khai dang ky khai tir theo mau (néu ngudi ¢6 yéu cau lya chon nop hod
so theo hinh thtc truc tiép);

- Biéu mau dién tir tuong tac ding ky khai tir (do nguoi yéu cau cung cp
thong tin theo hudng dan trén Cé)ng dich vu cong, néu nguoi cd yéu cau lya chon
ndp hod so theo hinh thic truc tuyén);

- Nguoi ¢d yéu cau dang ky khai tir thuce hién viéc ndp/xuat trinh (theo hinh
thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy tor phdi ngp:

- Gidy bao tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén cap.
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- Gidy t0, tai liéu, chimg ¢t do co quan, to chic c6 thim quyén cap hoic
x&c nhan hop 1é ching minh su kién chét dbi voi trudng hop ding ky khai tir cho
ngudi chét di 1au, khong co Gidy bao tir hodc gidy to thay thé Gidy béo tu.

- Vin ban uy quyén (duoc chimg thuc) theo quy dinh cua phép lut trong
truong hop ty quyén thuc hién viéc ding ky khai tir. Trudng hop ngudi c6 trach
nhiém ding ky khai ttr 0y quyén cho ngudi khac thuc hién viéc dang ky khai tir
ma nguoi duoc uy quyén la 6ng, ba, cha, me¢, con, vo, chéng, anh, chi, em ruot
ctia ngudi ty quyén thi van ban iy quyén khong phai chimg thuec.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoic
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cp,
con gia tri sir dung dé ching minh vé nhan than ciia nguoi c¢6 yéu cau dang ky
khai tir. Truong hop cac thong tin ca nhan trong cac gidy to ndy da co trong
CSDLQGVDC, CSDLHTPT, duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);

- Gidy to chitng minh noi cw trii cudi ciing cia nguoi chét dé xdac dinh
tham quyén trong trwong hop co quan dang ky hé tich khéng thé khai thac dwoc
théng tin vé noi cw trii ciia céng dan theo cdc phirong thire quy dinh tai khodn
2 Piéu 14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phi.
Truong hop cdc théng tin vé gidy to chitng minh noi cw trii da dwoc khai théc
tir Co' 50 dit liéu quoc gia vé dan cw bang cac phwong thire ndy thi nguoi cé
yéu cdu khéng phdi xudt trinh (theo hinh thikc triee tiép) hodc tdi lén (theo hinh
thike triec tuyén).

- Trudng hop khéng xac dinh duoc noi cu tra cudi ciing ctia ngudi chét thi
xudt trinh gidy t& ching minh noi nguoi d6 chét hodc noi phat hién thi thé cua
nguoi chét.

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao ¢6 chirng thuc céc gidy to phai xuét trinh néu trén.

*Luuy

- Trong thoi han 15 ngay ké tir ngay c6 nguoi chét thi vo, chong hodc con,
cha, me hodc ngudi than thich khic ctia nguoi chét c6 trach nhiém di ding ky
khai tir; truong hop ngudi chét khong co nguoi than thich thi dai dién cua co
quan, td chirc, ca nhan lién quan co trach nhi¢ém di khai tir.

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy td do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hoic ban sao duoc cép tir s6 goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
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t& thi ngudi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup voi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguodi tiép nhan c6 trach nhiém tiép nhan dang, di hd so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khong dugc yéu cau ngudi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi voi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
truc myén:

+ Ban chup cac gidy to giri kém theo hd so diang ky khai tir tryc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, di¢n thoai
hodc dugc chup, duoc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 stir dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so ding ky khai tir truc
tuyén da c6 ban sao dién tir hoidc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau
duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai ti/ban sao
Trich luc khai tir), nguoi c6 yéu cau dang ky khai tir phai xut trinh gidy to tuy than,
ndp ban chinh cac gidy to 1a thanh phan ho so ding ky khai tir theo quy dinh phap
luat ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hoic
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa 1anh s theo quy dinh cta phap luat, trir truong hop dugce mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudong hop ngudi yéu cau diang ky khai tir khong cung cap dugc gidy to
néu trén theo quy dinh hodc gidy to ndp, xuét trinh bj ty x6a, stra chira, lam gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky khai ti.

S6 lwong ho so: 01 bo

Thoi han giai quyét: Ngay trong ngay tiép nhin yéu cau, truong hop nhan
ho so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam
viée tiép theo.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thyce hién tha tuc hanh chinh:

- Uy ban nhén dan cip x4 noi cu tra cudi cung ctia ngudi chét thuc hién
viéc dang ky khai tir;

- Uy ban nhéan dan cap xa noi nguoi dé chét hodc noi phat hién thi thé ngudi
chét thue hién viée dang ky khai tir trong trudng hop khéng xac dinh duoc noi cu
tri cudi cing ciia ngudi chét.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thye hién thi tuc hanh chinh: Trich lyc khai ttr (ban chinh); ban
sao Trich lyc khai tir (trudng hop yéu cau cap ban sao Trich luc khai tir).

Phi, 1€ phi:
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- Muc Ié phi cu thé do Hbi d¢ong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién 18 phi ddi véi truong hop ding ky khai tir dung han, ngudi thudc
gia dinh c6 cong v6i cach mang; ngudi thudc ho nghéo; ngudi khuyét tat.

- Phi cap ban sao Trich luc 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.

MAu don, mau to khai:

+ To khai dang ky khai tir (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir tuong tac dang ky khai tir (néu ndp hd so theo hinh thirc
truc tuyén).

Cin ¢ phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phu sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo trusng Bo Tu phap
quy dinh chi tiét thi hanh mét sé didu cua Luat Ho tich va Nghi dinh s6
123/2015/NB-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cua Bo truong Bo Tu
phap quy dinh chi tiét mot sé diéu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1a nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 cua B truong Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi ddng nhan dan
tinh, thanh pho truc thudce Trung uong;

- Thong tu sé 106/202L/TT-BTC ngay 26/11/2021 cua Bé truong Bo Tai
chinh stra ddi, b6 sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phdn chiz in nghiéng la ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
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(K, ghi 16 ho, chir dém, tén)
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Chd thich:

(D) Ghi rd tén co quan ding ky khai ti.

@ Ghi theo noi ding ky thuong tri; néu khong c6 noi ding ky thuong trd thi ghi
theo noi dang ky tam tra; truong hop khong ¢6 noi dang ky thuong trii va noi dang ky tam
trt thi ghi theo noi dang sinh séng.

() Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chitng minh nhan dan hoic gidy
to hop 1é thay thé (vi du: Chirng minh nhan dan s6 001089123 do Céng an thanh phé Ha
Noi cap ngay 20/10/2004).

) Néu ghi theo Gidy bao ttr, thi gach cum tir “Gidy t& thay thé Gidy bao tir”; néu
ghi theo sé Gidy to thay thé Gidy béo tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy béo
ta”; truong hop khéng c6 thi muc nay dé tréng

®) Pé& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.
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6. Thi tuc diang ky khai sinh luu dong

Trinh ty thuc hién:

- Cong chirc tu phép - ho tich cdp xi duoc giao nhiém vu dang ky khai sinh
lwu dong 6 trach nhiém chuan bi diy du mau T khai dang ky khai sinh, gidy t&
ho tich va diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hoac tai
dia diém t6 chire dang ky luu dong, bao dam thuén loi cho nguoi dan.

Tai dja diém dang ky hd tich luu dong, cong chirc tu phap - hd tich huong
dan nguoi yéu cau dién day du thong tin trong T khai ding ky khai sinh; kiém
tra cac gidy to 1am co s cho viée dang ky khai sinh; viét Phiéu tiép nhan hd so.

- Sau khi tiép nhan da ho so, cong chirc tu phap - ho tich thuc hién viée ghi
vao SO dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phin mém déng
ky, quan 1y ho tich dién tir ding chung, luu chinh thirc va chuyén thong tin dén
CSDLQGVDC dé lay S dinh danh c4 nhan.

Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, céng chirc tu phép - hd
tich in Gidy khai sinh, trinh Lanh dao UBND ky Giay khai sinh dé cp cho nguoi co
yéu cau.

- Cong chirc tu phéap - ho tich dem theo Gidy khai sinh va S6 dang ky khai
sinh dé tra két qua cho ngudi co yéu cau tai dia diém ding ky luu dong; hudng
dan ngudi yéu cau kiém tra ndi dung Gidy khai sinh va SO dang ky khai sinh, ky,
ghi 18 ho, tén trong S6 dang ky khai sinh; tai muc “Ghi chi” trong SO dang ky
khai sinh ghi 0 “Pang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chire tu phap - ho tich
truc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va hudng
dan nguoi d6 diém chi vao To khai. Khi tra két qua ding ky ho tich, cong chire
tu phap - ho tich phai doc lai ndi dung Gidy khai sinh cho nguoi yéu cau nghe va
huéng dan nguoi d6 diém chi vao SO dang ky khai sinh.

*Luuy:

- Béi voi viée xac dinh ho, dan toc, qué quén, dit tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop vai phap luat
va yéu cdu giit gin ban sic dan tdc, tAp quan, truyén théng vin hoa tét dep cua
Vi¢t Nam; khong dat tén qua dai, kho sur dung.

+ Truong hop cha, me khong thoa thuan duoc vé ho, dan toc, qué quéan cia
con khi dang ky khai sinh thi hg, dan toc, qué quan ctia con dugc xac dinh theo
tap quan nhung phai bdo dam theo ho, dan toc, qué quan cia cha hodc me.

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

Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim
quyén hity bo két qua dang ky ho tich, néu c6 co s xac dinh nodi dung cam doan
khong dling sy that.
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Thanh phin hd so:

* Gidy to phdi ngp:

- To khai ding ky khai sinh theo mau.

- Ban chinh Gidy chtng sinh; truong hop khong c6 Gidy ching sinh thi
ndp vin ban cua ngudi lam ching xac nhan vé viéc sinh; néu khong c6 nguoi 1am
chtng thi phai c6 gidy cam doan vé viéc sinh;

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

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoic
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cp,
con gia tri sir dung dé ching minh vé nhan than ciia nguoi c¢6 yéu cau dang ky
khai sinh;

- Gidy to ¢6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan dang ky h¢ tich khdng thé khai thdc dwgc thdng tin vé noi cu trii cia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co so dir liéu quac gia
Vé dan cu bang cdc phwong thike ndy thi nguoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thfc tryc tiép) hodc tdi 18n (theo hinh thic tryc tuyén):

- Gidy chtng nhan két hon néu cha, me di dang ky két hon. Truong hop da
c6 thong tin vé viéc két hén cua cha, me trong CSDLHTDT, CSDLQGVDC thi
khong phai xuat trinh.

S6 lwong ho so: 01 bo

Thoi han gidi quyét: 05 ngay lam viéc.

Poi twong thuwe hién thii tuc hanh chinh: C4 nhan

Co quan thyce hién thii tuc hanh chinh: Uy ban nhan dan cip xa noi cu
tri ciia nguoi cha hodc nguoi me.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

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

L¢ phi:

- Pbi véi truong hop dang ky khai sinh khong diing han: Muc 1é phi cu thé
do Hoi ddng nhan dan tinh, thanh phé truc thude Trung wong quyét dinh.

- Mién 1é phi dbi voi truong hop khai sinh dang han, nguoi thudc gia dinh
c6 cong v6i cach mang; nguoi thude hd nghéo; nguoi khuyét tat.

Miu don, miu t& khai: To khai ding ky khai sinh

Yéu cau, diéu Kkién thuc hién thi tuc hanh chinh:

Tré em sinh ra ma cha me bi khuyét tat, 5m bénh khong thé di ding ky khai
sinh cho con; cha me bj bat, tam giam hoac dang thi hanh 4n phat tt ma khong
con Oong ba ndi, ngoai va nguoi than thich khac hodc nhitng nguoi nay khong co
diéu kién di dang ky khai sinh cho tré.
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Can cu phap ly:

- Luat Ho tich nam 2014;

- 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;

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu sita déi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu s 04/2020/TT-BTP ngay 28/5/2020 cia Bé truéng Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot sé diéu va
bién phéap thi hanh Luat Ho tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo truéng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thude Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra d6i, bé sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phdn chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QU D)

Ho, Chit dém, t8Nn NGUOT YEU CAUT .....c.ooevieeeeeeeeceeeeeeses ettt ness o

Quan hé vai nguoi AugC Khai SINN: L.
Pé nghi co quan ding Ky khai sinh cho nguwoi dwéi day:

HO, Chilt @@, TN .o e te et e e te et e e teeneeeneeenee e
Ngay, thang, ndm sinh: .........cccoociviiiiniiinieee, ghi bang ChI: oo

(@ 1= o[- SR SPOSSS
Ho, Chir dém, teN MGUOT M. ..o
NAm Sinh: @, DAN tOC: ... QUABC tiCh: oo
DAL a5 RO
Ho, Chir dém, ten nguwoi CHa: ...
Nam sinh: G DAN tOC: ... QUBC tiCh: oo,
J L D a5 TR
T6i cam doan ndi dung dé nghi diang ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhét trf ciia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Lamtai: ......................... , NQAY ........... thang ......... nam ..............

Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao®: Co D, Khong []
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Chu thich:

(D) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than caa nguoi di ding ky, ghi 18 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan dan
s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

) Truong hop sinh tai co sd'y té thi ghi rd tén co so'y té va dia chi tru 56 co sy té do.

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

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Binh Bang, huyén Tir Son, tinh Bac Ninh.

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

©) P¢& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.
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7. Thii tuc ding ky két hon luu dong

Trinh ty thuc hién:

- Cong chirc tu phap - ho tich cdp xa dugc giao nhiém vy ding ky két hon
luu dong c6 trach nhiém chuén bi dﬁy du cac loai mau To khai, gié\y to ho tich va
diéu kién can thiét dé thyc hién dang ky luu dong.

- Tai dia diém dang ky két hon luu dong, cong chirc tu phép - ho tich co
trach nhiém kiém tra, x4c minh vé diéu kién két hon cua cac bén; huéng dan
ngudi dan dién day da théng tin trong Td khai ding ky két hon. Néu ho so day
du, hop I¢, cong churc tu phap - ho tich tiép nhan hd so viét Phiéu tiép nhén ho so.

- Sau khi tiép nhén hd so, cong chirc tu phap - ho tich bao cao Chu tich Uy
ban nhan dan cip xi. Truong hop Chu tich Uy ban nhan dan dong y giai quyét
thi ky cap 02 Gidy ching nhan két hon cho nguoi c6 yéu cau. Cong chirc tu phap
- ho tich ghi ndi dung ding ky vao SO dang ky két hon, hudng dan cac bén kiém
tra ndi dung Gidy chimg nhan két hon va S6 dang ky két hon, ciing cac bén nam,
nit ky vao S6 dang ky két hon, Gidy chimg nhan két hon theo quy dinh; tién hanh
trao Giéy chirng nhan két hon cho cac bén tai dia diém dang ky luu dong. Tai muc
“Ghi chu” trong SO diang ky két hon ghi 16 “Pang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chire tu phap - ho tich
tryc tiép ghi T khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng
dan ngudi d6 diém chi vao T khai. Khi trao Gidy ching nhan két hon, cong chic
tu phap - ho tich phai doc lai ndi dung Gidy chting nhan két hon cho ngudi yéu
cau nghe va huéng din ngudi d6 diém chi vao S6 dang ky két hén.

Thanh phan hé so:

* Gidy to phdi ngp

- T khai dang ky két hon theo miu. Hai bén nam, nit ¢6 thé khai chung
vao mot To khai dang ky két hon.

* Gidy to' phdi xudt trinh

- Ho chiéu hoic Chitng minh nhan dan hoic Thé cin cude cdng dan hoic
cac gidy to khéac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gié tri st dung dé ching minh vé nhan than cua ngudi ¢ yéu cau ding ky
két hon;

- Giay to 6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan dang ky ho tich khdng thé khai thdc dwroc thdng tin vé noi cur trii ciia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghji dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co so dir liéu quéc gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thizc tryc tiép) hodc tdi 18n (theo hinh thirc triec tuyén).

S6 lwgng hd so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc.

Poi twong thue hién thi tuc hanh chinh: Cé4 nhan
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Co quan thwe hién thii tuc hanh chinh: Uy ban nhan dan cép x4 noi cu
tra cia hai bén nam, ntr.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC.

Két qua thye hién thii tuc hanh chinh: Gidy ching nhan két hon (ban
chinh), mdi bén vo, chong 01 ban.

L¢ phi: Mién 18 phi.

MAu don, miu to khai: To khai ding ky két hon.

Yéu ciu, diéu kién thwc hién thi tuc hanh chinh:

- Hai bén nam, nit cung thuong tra trén dia ban cép xa ma mot hoac ca hai
bén nam, nir 12 nguoi khuyét tat, dm bénh khong thé di ding ky két hon duoc.

- Nam tir di 20 tudi tré 1én, nit tir du 18 tuodi trd 1én;

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

- Khong bi mét nang lyc hanh vi dan su;

- Viéc két hon khong thudc mot trong cac trudng hop cim két hon, gom:

+ Két hon gia tao;

+ T40 hén, cudng ép két hon, lira dbi két hon, can tro két hon;

+ Nguoi dang c6 v, co chong ma két hon véi nguoi khac hodc chua co
v, chura c6 chong ma két hon voi ngudi dang co chdng, ¢o vo;

+ Két hon giita nhimg ngudi cing dong mau vé truc hé; gitta nhitg ngudi
coO ho trong pham vi ba doi; gitra cha, me¢ nudi véi con nuoi; gitra nguoi da ting
la cha, me nuoi1 véi con nuoi, cha chéng véi con dau, me vo v&i con ré, cha duong
vdi con riéng cua vo, me ké voi con riéng cla chéng;

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

Can cwr phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pha quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phai sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khau, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

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

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truéng Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi ddng nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, b6 sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
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29/11/2019 cua B Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.
Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.



177
CONG HOA XA HOQI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phdc

TO KHAI PANG KY KET HON

1) )
KINN QU G

Thoéng tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiy than ©

Két hon lan tha may

Chung t6i cam doan nhitng 101 khai trén day la ding su that, viéc két hon cua chiing 61 1a ty nguyén, khong vi pham
quy dinh ctia Luat hon nhan va gia dinh Vi¢t Nam.

Chiing t6i chiu hoan toan trach nhiém truéc phap luat vé ndi dung cam doan ctia minh.

Pé nghi Quy co quan ding ky.

,NQAY ............. thang ........... nam..............
Bén nir Bé&n nam
(Ky, ghi rd ho, chr dém, tén) (Ky, ghi rd ho, chr dém, tén)

Dé nghi cap ban sao®: C6 D Khéng []
S6 luong: ....... ban
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Chu thich:

M @ Truong hop 1am thu tuc ding ky két hdn c6 yéu té nude ngoai, thi phai dan anh caa hai
bén nam, ni.

) Ghi 16 tén co quan ding ky két hon.

) Ghi theo noi ding ky thuong trd, néu khong c6 noi ding ky thuong tra thi ghi theo noi
dang ky tam tru; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam trd thi ghi theo
noi dang sinh song.

() Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 16
thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/1982).

©) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.



179

8. Thu tuc dang ky khai tir lwu dong
Trinh ty thuce hién:

- Cong churc tu phap - ho tich duoc giao nhi¢m vu dang ky khai ttr luvu dong
c6 trach nhiém chuan bi diy da mau To khai dang ky khai tir, gidy to ho tich va
diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hoic tai dia diém
t6 churc dang ky luu dong, bao dam thuan lgi cho ngudi dan.

- Tai dia diém dang ky khai tir lvu dong, cong chirc tu phap - ho tich hudéng
dan nguoi yéu cau dién day du thong tin trong To khai ding ky khai tir, kiém tra
cac gidy to 1am co sd cho viée ding ky khai tir; viét Phiéu tiép nhan hd so.

- Sau khi tiép nhan hé so, cong chirc tu phap - ho tich bao cao Chu tich Uy
ban nhan dan cip xi. Truong hop Chu tich Uy ban nhan dan dong y giai quyét
thi cong chirc tu phap - hd tich thuc hién viéc ghi vao SH dang ky khai tir, cap nhat
thong tin dang ky khai tir va Iuu chinh thirc trén Phan mém dang ky, quan 1y ho tich
dién tir dung chung, in Trich lyc khai i, trinh Chi tich Uy ban nhan dan ky Trich
luc khai tir cAp cho ngudi c¢6 yéu cau.

- Cong chirc tu phap - ho tich dem theo Trich lyc khai tir va SO ding ky
khai tir dé tra két qua cho ngudi c6 yéu cau tai dja diém dang ky luu dong; hudng
dan ngudi yéu cau kiém tra ndi dung Trich luc khai tir va S6 dang ky khai i, ky,
ghi 1 ho, tén trong S6 dang ky khai tir; tai muc “Ghi chi” trong S6 dang ky khai
tor ghi r0 “Dang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chirc tu phép - ho tich
truc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va hudng
dan nguoi d6 diém chi vao T khai. Khi tra két qua, cong chirc tu phap - ho tich
doc lai ndi dung Trich luc khai tir cho ngudi yéu cau nghe va hudng dan ngudi
d6 diém chi vao S6 ding ky khai tu.

Thanh phan hd so:

* Gidy to phdi ngp

- To khai dang ky khai tir theo mau;

- Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan c6 thim quyén cap.

* Gidy to phdi xudt trinh

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan 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 ching minh vé nhan than cua nguoi c6 yéu cau dang ky
khai tir;

- Gidy to chimg minh noi cw trii cudi ciing cia nguoi chét dé xdac dinh
tham quyén trong truong hop co quan dang ky ho tich khéng thé khai thac dwoc
théng tin vé noi cu trii ciia céng dan theo cac phwong thire quy dinh tai khoan
2 Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phi.
Trieong hop cdc thong tin vé gidy to chitng minh noi cw trii da dwoc khai théc
tir Co' s¢ dit lidu quoc gia vé dan cuw bang cdc phwong thire ndy thi nguoi cd
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yéu cau khéng phdi xudt trinh (theo hinh thirc truc tiép) hodc tdi lén (theo hinh
thike triee tuyén).

- Trudng hop khéng xac dinh duoc noi cu tra cudi ciing ctia ngudi chét thi
xuat trinh gidy t& ching minh noi nguoi d6 chét hodc noi phat hién thi thé cua
nguoi chét.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc.

Péi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thyc hién thi tuc hanh chinh:

- Uy ban nhan dan cip xa noi cu tra cudi cing ctia ngudi chét;

- Uy ban nhan dan cp x4 noi ngudi d6 chét hodc noi phat hién thi thé ngudi
chét thue hién viée dang ky khai tir trong trudng hop khéng xac dinh duoc noi cu
tri cudi cing ciia ngudi chét.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC.

K¢ét qua thye hién thii tuc hanh chinh: Trich luc khai tir (ban chinh).

Lé phi: Theo murc thu 1¢ phi do Hi d6ng nhan dan cép tinh quy dinh.

Mién 1é phi doi v6i truong hop dang ky khai tir ding han; dang ky cho
nguoi thudc gia dinh c¢6 cong voi cach mang; nguoil thudc ho ngheo; nguoi
khuyét tat.

Miu don, miu to khai: To khai dang ky khai tir

Yéu ciu, diéu Kién thue hién thi tuc hanh chinh:

Nguoi chét khong c6 nguoi than thich, ngudi than thich khong song cling
dia ban x4 hodc 1a nguoi gia, yéu, khuyét tat khong di ding ky khai tr duoc.

Cian cw phap ly

- Luat HO tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam trd gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

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

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo trudng Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phd truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, b sung mét sé diéu cua Thong tu sb 85/2019/TT-BTC ngay



181

29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thuéc Trung wong.
Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KINN QU D) et
Ho, Chit dém, t81 NEUOT YEU CAU: ....oocccccoooeoeeeeeeeseeeseoeseoes et

N L CU T B oo e e

QUAN NE VT NGUTT A8 CHELL .ot
Pé nghi co quan diing ky khai tir cho ngudi ¢é tén dwéi diy:

Ho, Chilt @M, TEN: .o et e e e te e ee e ne e e
Ngay, thang, NAM SINN: ....ooiiiiii e
GiGi tinh: oo, DAN tOC: v veveeeeeeeeeeereeeeereeene QUABC tICN: v,

Da chét vao 10C: oo Qi o phlt, ngay ... thang .......... NAM ..o
DS 1R 1YL
NGUYBN NNAN CNEL: ..ot
S6 Gidy bao ti/ Gidy to thay thé Gidy bao tir: @ o A0
......................................................................................................... CAp NQAY ....... thAng ... nam ...........
T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phép
luat vé& cam doan ctia minh.
Lam ta@i: oo, ,ngay ... thang ........ nam

Ngudi yéu cau
(K, ghi 16 ho, chir dém, tén)
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Chd thich:

(D) Ghi rd tén co quan ding ky khai ti.

@ Ghi theo noi ding ky thuong tri; néu khong c6 noi ding ky thuong trd thi ghi
theo noi dang ky tam tra; truong hop khong ¢6 noi dang ky thuong trii va noi dang ky tam
trt thi ghi theo noi dang sinh séng.

() Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chitng minh nhan dan hoic gidy
to hop 1é thay thé (vi du: Chirng minh nhan dan s6 001089123 do Céng an thanh phé Ha
Noi cap ngay 20/10/2004).

) Néu ghi theo Gidy bao ttr, thi gach cum tir “Gidy t& thay thé Gidy bao tir”; néu
ghi theo sé Gidy to thay thé Gidy béo tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy béo
ta”; truong hop khéng c6 thi muc nay dé tréng

®) Pé& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.
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9. Thii tuc ding ky khai sinh ¢6 yéu t6 nwéc ngoai tai khu vuc bién giéi

Trinh tw thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, nguoi ¢ yéu cau ding ky khai
sinh ndp hd so dang ky khai sinh tai B6 phan mot cira cia UBND cip xa ¢ tham
quyén; nop 1¢ phi néu thudc trudng hop phai nop 1€ phi ding ky khai sinh; nop phi
cap ban sao Gidy khai sinh néu c6 yéu cau cap ban sao Gidy khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
khai sinh truy cap Céng dich vu cong québc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Nguoi ¢ yéu cau dang ky khai sinh truc tuyén cung cap thdng tin theo biéu
mau dién tir tuong tac dang ky khai sinh (cung cap trén Cong dich vu cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1&
phi thdng qua chitrc niang thanh toan truc tuyén hodc bang céach thac khéc theo
quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan hd so; néu tiép nhan hd so
sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay 1am viéc tiép
theo (néu nguoi c6 yéu cau lya chon hinh thirc nop hé so truc tiép) hoac giri ngay
Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (néu nguoi c6 yéu cau lya chon hinh thirc nop
hd so truc tuyén); chuyén hd so dé cong chic 1am cong tac ho tich xir 1y.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can bo tiép nhan ho
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai ligu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
cd yéu cau bd sung, hoan thién. Sau khi hd so duoc bd sung, thuc hién lai budc (i);

(iii) Truong hop ngudi c6 yéu cau diang ky khai sinh khong bo sung, hoan
thién duoc hd so thi bao cdo Truéng bo phan mot ctra c6 théng béo tir chéi giai
quyét yéu cau diang ky khai sinh.

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

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

+ Trudng hop can phai kiém tra, xa4c minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chuac 1am cong tac
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ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu ré 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho nguoi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hogc giri tin nhian qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hé so truc tuyén).

+ Néu thay hé so day du, hop 18, ding quy dinh, truong hop tiép nhan hé so
diang ky khai sinh theo hinh thic truc tiép, thi cdng chuc tu phap - ho tich thyc hién
viéc ghi vao S6 diang ky khai sinh, cap nhat thong tin ding ky khai sinh va luu chinh
thirc trén Phan mém dang ky, quan Iy ho tich dién tir ding chung. Trudng hop cha,
me luya chon quéc tich Viét Nam cho con thi chuyén thong tin ¢&én CSDLQGVDC
dé lay Sé dinh danh ca nhan.

Truong hop tiép nhan ho so dang ky khai sinh theo hinh thuc truc tuyén, cong
chirc tu phap - ho tich gui lai biéu mau Gidy khai sinh dién tir véi thong tin day da
cho ngudi yéu cau qua thu dién tir hoac thiét bi sb.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Gidy khai sinh dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chie tu phap - ho tich thuc hién viéc
ghi noi dung vao So ding ky khai sinh, cap nhat thong tin ding ky khai sinh va luu
chinh thuc trén Phan mém ding ky, quan ly h tich dién tr diing chung. Truong hop
cha, me lya chon quédc tich Viét Nam cho con thi chuyén thong tin dén
CSDLQGVDC dé lay S dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé Sb dinh danh c& nhan, cdng chtc tu phéap - ho
tich in Gidy khai sinh, trinh Lanh dao UBND ky, chuyén t&i B phan mot cira dé tra
két qua cho nguoi c6 yéu cau.

- Ngudi ¢6 yéu cau dang ky khai sinh kiém tra thong tin trén Giay khai sinh,
trong S6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Gidy khai sinh.

Cach thirc thuwe hién:

Nguoi co yéu cau ding ky khai sinh tryc tiép thuc hién hodc Gy quyén cho
nguoi khac thuc hién ndp ho so truc tiép tai B phan mét cira cila UBND cép xa
hodc gt ho so qua hé théng buu chinh hodc ndp hd so truc tuyén trén Céng dich vu
cong qudc gia (https://dichvucong.gov.vn) hoic Coéng dich vu cong cép tinh
(https://dichvucong.---.gov.vn).

Thanh phan hé so:

- Td khai dang ky khai sinh theo mau (néu ngudi c6 yéu cau lya chon nop ho
so theo hinh thtc truc tiép);

- Biéu mau dién tir twong tac dang ky khai sinh (do nguoi yéu cau cung cap
thong tin theo hudng dan trén Céng dich vu cong, néu nguoi cd yéu cau lya chon
ndp hod so theo hinh thic truc tuyén);
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- Nguoi ¢6 yéu cau dang ky khai sinh thuc hién viéc nop/xuét trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban chinh Gidy chtng sinh; truong hop khong c6 Gidy ching sinh thi
ndp van ban ctia ngudi lam ching xac nhan vé viée sinh; néu khong c6 ngudi lam
chung thi phai c6 gidy cam doan vé viéc sinh; trudng hop khai sinh cho tré em
sinh ra do mang thai ho phai c6 vin ban xac nhan cua co s y té da thuc hién ky
thuat ho tro sinh san cho viéc mang thai ho.

- Vin ban thoa thuan cta cha, me vé viéc lua chon quéc tich cho con.
Truong hop cha, me lya chon qubc tich nuéc ngoai cho con, thi ngoai vin ban
thoa thuan lua chon quéc tich con phai c6 xac nhan cua co quan co tham quyén
nudc ngoai vé viée tré c¢6 qudc tich nude ngoai theo quy dinh ciia phap luat
nude do.

- Ban sao gidy t& ching minh nhan théan, gidy to chimg minh noi thudng
tra & khu vuc bién giéi ciia cong dan nudc lang giéng.

- Vian ban uy quyén theo quy dinh ctia phap luat trong trudng hop ty quyén
thuc hién viéc dang ky khai sinh.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cap,
con gia tri sir dung dé ching minh vé nhan than ciia nguoi c¢6 yéu cau dang ky
khai sinh. Truong hop cac thong tin ¢4 nhan trong cac gidy to nay da c6 trong
CSDLQGVDC, CSDLHTPT, duoc hé thong dién ty dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);

- Gidy to chitng minh noi cu trii Ciia cong dén Viét Nam d@é chirng minh tham
quyén dang ky khai sinh trong truong hop co quan dang ky hé tich khéng thé
khai thac dwoc théng tin vé noi cuw trii ciia ¢éng dén theo cdc phwong thire quy
dinh tai khoan 2 Diéu 14 Nghi dinh so 104/2022/NP-CP ngay 21/12/2022 ciia
Chinh phii. Trwong hop cdc théng tin vé gidy to chitng minh noi cuw trii da dwoc
khai thac tir Co 56 dir liéu quoc gia vé dan cw bang cdc phwong thirc nay thi
nguoi cé yéu cau khéng phdi xudt trinh (theo hinh thirc truc tiép) hodc tdi 1én
(theo hinh thirc triee tuyén);

- Gidy chung nhan két hdn néu cha, me da dang ky két hon. Truong hop da
c6 thdng tin vé viéc két hon caa cha, me trong CSDLHTDT, CSDLQGVDC thi
khong phai xuat trinh (theo hinh thic truc tiép) hoac tai Ién (theo hinh thic
truc tuyén):

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao 6 chang thuc cac giay to phai xuét trinh néu trén.

* Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:
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+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu vé6i thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir so gdc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup vdi ban chinh
va ky x4c nhan, khong dugc yéu cau ngudi di diang ky ndp ban sao gidy to do.

+ Nguodi tiép nhan c6 trach nhiém tiép nhan dang, du hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pdi voi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky khai sinh truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup br?lng may anh, dién thoai
hodc duoc chup, duge quét bang thiét bi dién tir, tir gidy to duoc cap hop 16, con gia
tr1 sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ding ky khai sinh truc
tuyén d3 c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau
duoc st dung ban dién tir nay.

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

- Gidy to do co quan c6 thAm quyén cia nude cd chung duong bién gidi
v6i Viét Nam lap, cap, xac nhan st dung dé dang ky ho tich duoc mién hop phép
hoa 1anh su; dich ra tiéng Viét va c6 cam két cua nguoi dich vé viée dich dung
ndi dung.

- Trudng hop ngudi yéu cau ding ky khai sinh khong cung cép duogc gidy
td néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi tdy x0a, sira chita, lam
gia thi co quan ding ky ho tich co tham quyén hily bo két qua dang ky khai sinh.

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

Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim
quyén hury bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam doan
khong dung su that.

- Béi voi viée xac dinh ho, dan toc, Qué quan, dit tén cho tré:
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+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop véi phép luat
va yéu cdu giit gin ban sic dan tdc, tAp quan, truyén théng vin hoa tét dep cua
Viét Nam; khong dit tén qua dai, kho st dung.

+ Truong hop cha, me khong théa thuan dugc vé ho, dén tdc, qué quan cua
con khi dang ky khai sinh thi ho, dan toc, qué quan ctia con dugc xac dinh theo
tap quan nhung phai bao dam theo ho, dan tdc, qué quan cua cha hoac me.

S6 lwong hd so: 01 bd

Thoi han gidi quyét: Ngay trong ngay tiép nhan hd so; truong hop nhan
hd so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam
viéc tiép theo.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thwe hién thi tuc hanh chinh: Uy ban nhan dan cip xa ¢ khu
vuc bién gio1 noi thudng tra cia nguoi cha hoac nguoi me 1a cong dan Viét Nam.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thwe hién thi tuc hanh chinh: Gidy khai sinh (ban chinh); ban
sao Gidy khai sinh (trudng hop yéu cau cap ban sao Gidy khai sinh).

Phi, 1€ phi:

- Murc 18 phi cu thé do Hoi dong nhan dan tinh, thanh phé truc thuoc Trung
wong quyét dinh.

- Mién I& phi cho ngudi thudc gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat,

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau) thuc hién theo quy dinh tai
Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 caa Bo Tai chinh.

Mau don, mau to khai:

+ To khai diang ky khai sinh (néu nop hd so theo hinh thic tryuc tiép);

+ Biéu mau dién tir trong tac ding ky khai sinh (néu nop hd so theo hinh thiic
truc tuyén).

Yéu cau, diéu kién thue hién thii tuc hanh chinh:

Tré sinh ra tai Viét Nam c6 cha hodc me la cong dan Viét Nam thuong tra
tai dia ban xa ¢ khu vuc bién giéi con me hodc cha 1a cong dan nudce lang giéng
thudng tra tai don vi hanh chinh twong duong cp xa cua Viét Nam tiép giap voi
xa & khu vuc bién gidi cuia Viét Nam noi cong dan Viét Nam thuong tru.

Cin cu phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co s& dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phai sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;
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- Théng tur s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot sé diéu va
bién phéap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trwéng Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit lidu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s 281/2016/TT-BTC ngay 14/11/2016 cua Bo trusng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, str dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 1& phi quéc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo trusng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thude Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra d6i, bé sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phdn chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QU Qs

Ho, Chit dém, t81 NEUOT YEU CAU: ........oevieeeeeeeeeeeeee et

Quan hé voi nguoi dugC Khal SINN: ..o
Pé nghi co quan ding Ky khai sinh cho nguoi dwéi day:

HO, Chilt @@, TN ..ot e e te et e e te e teeteeseeeneeenee e
Ngay, thang, ndm sinh: .........cccooiiiiiiniienieeee, ghi bang ChIT: oo

(@ TN T30 [V USSP
Ho, Chit dém, teN NEWOT M. ..o
NEM SINN: @, DAN tOC: v, QUAC tich: oo
INOT CU TIU: @) ettt ettt sttt se et e st e ae st et ete st e ss et et abestesssteaanis
Ho, Chir dém, ten n@uwoi CRA: ..........ccoooooooiiiie s
NEM SIN: O DAN tOC: v, QudbC tich: v,
INOT CU T @) ettt ettt sttt et e b e st e ae et et ete st e ss et et abestesssteaates
T6i cam doan ndi dung dé nghi diang ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhét trf ctia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Lamtai: ......................... , NQAY ... thang ......... nam ..............

Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cip ban sao®: C6 |:|, Khong []



191

Chu thich:

(D) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than caa nguoi di ding ky, ghi 18 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan dan
s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

) Truong hop sinh tai co sd'y té thi ghi rd tén co so'y té va dia chi tru 56 co sy té do.

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

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

©) P¢& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb lugng.
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10. Thi tuc diing ky két hon cd yéu té nwéc ngodi tai khu vuc bién gigi

Trinh ty thuc hién:

- Néu Iya chon hinh thiic nop hd so truc tiép, nguoi c6 yéu cau dang ky két
hén nop hd so dang ky két hon tai Bo phan mot cira cia UBND cip x4 c6 tham
quyén; nop 1é phi néu thudc truong hop phai nop 18 phi ding ky két hon.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
két hén truy cap Cong dich vu céng quéc gia hoic Cong dich vu cdng cép tinh,
dang ky tai khoan (néu chua cé tai khoan), xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thdng, xac dinh dang Uy ban nhan dan cip xa ¢ tham quyen.

Nguoi c6 yéu cau dang ky két hon truc tuyén cung cap thong tin theo biéu
mau dién tir twong tac dang ky két hdn (cung cap trén Cong dich vu cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢
phi thdng qua chtrc nang thanh toan truc tuyén hodc bang céach thac khéc theo
quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hé so tai Bo phan maot cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop ho so day di, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic ndp hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop ho so truc tuyén), dong thoi chuyén ho so dé cong chirc
lam cOng tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan ho
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai ligu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh d3 duoc sé hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 1é thi co thong bao cho nguoi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé ngudi
c6 yéu cau bo sung, hoan thién. Sau khi ho so duoc bo sung, thuc hién lai buéc (i);

(iii) Truong hop nguoi c6 yéu cau dang ky két hon khdng bo sung, hoan
thién duoc hd so thi bao cdao Truéng bo phan mot ctra c6 théng béo tir chéi giai
quyét yéu cau dang ky két hon.

- Cong chiic tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 16
cua cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau np, xuat trinh hoidc
dinh kém).

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

+ Trudng hop can phai kiém tra, xa4c minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Néu thay hd so day du, hop I8¢, cac bén co du diéu kién két hon theo quy
dinh cua Luat Hon nhén va gia dinh, khong thudc truong hop tir chdi dang ky két
hén theo quy dinh, truong hop tiép nhan hd so dang ky két hdn theo hinh thic truc
tiép, thi cong chuc tu phap - ho tich thyuc hién viéc ghi vao S6 dang ky két hdn, cap
nhat thong tin ding ky két hon va luu chinh thic trén Phan mém dang ky, quan ly
ho tich dién tir dung chung,

Trudng hop tiép nhan hd so dang ky két hon theo hinh thuc truc tuyén, cong
chuc tu phép - ho tich giri lai biéu mau Gidy ching nhan két hon dién tir véi thong
tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Gidy chang nhan két hon dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhét, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chie tu phap - ho tich thuc hién viéc
ghi noi dung vao So dang ky két hon, cap nhat thong tin ding ky két hon va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chuc tu phap - ho tich in Gidy ching nhan két hon, trinh Lanh dao
UBND ky, chuyén tgi Bo phan mot ctra dé tra két qua cho ngudi ¢6 yéu cau.

- Nguoi ¢6 yéu cau ding ky két hon (hai bén nam, nit phai c6 mat, xuat trinh
gidy to tuy than dé déi chiéu) kiém tra thong tin trén Gidy ching nhan két hon, trong
S6 dang ky két hon, khang dinh sy tu nguyén két hon va ky tén vao Sé dang ky két
hon, ky tén vao Gidy ching nhan két hdn, mdi bén nam, nit nhan 01 ban chinh Gidy
chang nhan két hon.

Céch thirc thuc hién:

Nguoi co yéu cau dang ky két hon thue hién ndp hd so truc tiép tai Bo phan
mot ctra ctia UBND cap X3 hodc ndp ho so truc tuyén trén Cong dich vu cong quoc
gia (https://dichvucong.gov.vn) hoic Coéng dich wvu coéng cép tinh
(https://dichvucong.---.gov.vn) (bén nam hodc bén nit c6 thé ndp hd so ma khong
can c6 vin ban ty quyén ctia bén con lai).

Thanh phan ho so:

- To khai dang ky két hon theo mau, c6 du thong tin cia hai bén nam, nir.
Hai bén nam, nit c¢6 thé khai chung vao mot To khai dang ky két hon (néu ngudi
cd yéu cau lya chon nop hd so theo hinh thire truc tiép);
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- Biéu mau dién tir twong tac ding ky két hon (do ngudi yéu cau cung cp
thong tin theo huéng dan trén Cong dich vu cong, néu ngudi c6 yéu cau lya chon
ndp hd so theo hinh thire truc tuyén);

- Nguoi ¢6 yéu cau dang ky két hon thuc hién viéc ndp/xuét trinh (theo
hinh thire truc tiép) hoidc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Gidy to do co quan c6 thdm quyén ctia nude lang giéng cap khong qua 06
thang tinh dén ngdy nhan hd so, xac nhan cong dan nudc lang giéng hién tai 13
ngudi khong c6 vo hoic khong c6 chong;

- Ban sao gidy t& ching minh nhan théan, gidy to chimg minh noi thudng
tra & khu vuc bién gidi ciia cong dan nudc lang giéng.

* Gidy tor phdi xudt trinh:

- Ho chiéu hodc chirng minh nhan dan hoac thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 thim quyén cap,
con gia tri st dung dé chimg minh vé nhan than cta cong dan Viét Nam. Trudng
hop céc thong tin ca nhan trong cac gidy to nay di cd trong CSDLQGVDC,
CSDLHTDT, duoc hé thong dién ty dong thi khong phai tai 1én (theo hinh thirc
truc tuyén);

- Gidy to chitng minh noi cu trii ciia cong dén Viét Nam dé chirng minh tham
quyén dang ky két hén trong trueong hop co quan dang ky ho tich khéong thé khai
thac dwoc théng tin vé noi cw trii ciia céng dan theo cdc phwong thirc quy dinh
tai khodan 2 Piéu 14 Nghi dinh sé6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh
phii. Triwong hop cdc théng tin vé gidy to chirng minh noi cw trii dd dwoc khai
thac tir Co sé dir lidu quoc gia vé dan cue bang cdc phirong thike ndy thi nguoi
c6 yéu cau khéng phdi xudt trinh (theo hinh thirc truc tiép) hodc tdi lén (theo
hinh thike triec tuyén).

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, dbi chiéu véi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir so gbe hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup v6i ban chinh
va ky xéac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du hd so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phéap luat ho tich khong quy dinh phai nop.
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- Dbi v6i gidy to gtri kém theo néu ngudi yéu cau ndp hd so theo hinh thire
truc myén:

+ Ban chyp cac gidy to giri kém theo ho so ding ky két hon truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, di¢n thoai
hodc duoc chup, dugce quét bang thiét bi dién tir, tir gidy to duwoc cap hop 1€, con gia
tri st dung.

+ Trudng hop gidy t0, tai liéu phai giri kém trong hd so dang ky két hon truc
tuyén da c6 ban sao dién ttr hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau
duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy ching nhan két hon),
ngudi ¢0 yéu cau dang ky két hdn phai nop ban chinh Gidy xac nhan tinh trang hén
nhan (néu théng tin vé tinh trang hén nhan chwa c6 trong CSDLQGVDC,
CSDLHTDT), gidy to chizng minh tinh trang hdn nhan.

- Gidy to do co quan c6 thAm quyén ctia nude cd chung duong bién gidi
v6i Viét Nam lap, cap, xac nhan str dung dé dang ky ho tich duoc mién hop phép
hoa lanh su; dich ra tiéng Viét va c6 cam két cua nguoi dich vé viée dich ding
ndi dung.

- Trudng hop nguoi yéu cau dang ky két hon khong cung cap duoc gidy to
néu trén theo quy dinh hoic gidy to nop, xuat trinh bi ty xda, sta chira, 1am gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky két hén.

S6 lwgng ho so: 01 bo

Thoi han giai quyét: 03 ngay lam viéc. Trudng hop can xac minh thi thoi
han giai quyét khong qua 08 ngay lam viéc.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thwe hién thi tuc hanh chinh: Uy ban nhan dan x3 ¢ khu vuc
bién gi61 noi cong dan Viét Nam thuong tru.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thuc hién thi tuc hanh chinh: Gidy ching nhan két hon (02 ban
chinh), mdi bén vo, chong 01 ban.

Phi, 1€ phi:

- Muc 1é phi cu thé do Hbi ¢ong nhan dan tinh, thanh phé tryc thudc Trung
wong quyét dinh.

- Mién Ié phi cho ngudi thudce gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat,

MAu don, mau to khai:

+ To khai dang ky két hén (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir twong tac ding ky két hon (néu nop ho so theo hinh thirc
truc tuyén).

Yéu cau, diéu kién thue hién thi tuc hanh chinh:
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- Cong dan Viét Nam thuong tra tai dia ban xa & khu vuc bién gioi dang
ky két hon véi cong dan cua nude lang giéng thuong tr tai don vi hanh chinh
tuong duong cap xa cta Viét Nam tiép giap voi xa o khu vuc bién gidi caa Viét
Nam noi cong dan Viét Nam thuong tru.

- Nam tir dit 20 tudi tré 1én, nir tir du 18 tuodi trd 1én;

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

- Khong bi mét nang luc hanh vi dan su;

- Viéc két hon khong thudc mot trong cac trudng hop caAm két hon, gom:

+ Két hon gia tao;

+ T40 hén, cudng ép két hon, lra dbi két hon, can tro két hon;

+ Nguoi dang c6 v, co chong ma két hon véi ngudi khac hodc chua co
v, chua c6 chong ma két hon véi ngudi dang c6 chong, ¢ vo;

+ Két hon giita nhimg ngudi cing dong mau vé truc hé; gitta nhitg ngudi
c6 ho trong pham vi ba do1; gitta cha, me¢ nudi vai con nudi; gitta nguoi da tung
la cha, me nuoi1 véi con nuoi, cha chéng voi con dau, me vo véi con ré, cha duong
v6i con riéng ciia vg, me ké véi con riéng ciia chong;

* Nha nudc khong thira nhan hon nhan gitra nhitng ngudi cung gioi tinh.

Cin ¢ phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co s& dix liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phu sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc nép, xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mét sé diéu cua Luat Ho tich va Nghi dinh s6
123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1 nguoi gbc Viét Nam, I¢ phi quéc tich.
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_ Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 cuia Bo truong Bo Tai chinh
huéng dan vé phi va Ié phi thusc thim quyén quyét dinh cia Hoi ddng nhan dan
tinh, thanh phd truc thude Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, b6 sung mot sé diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phuc

TO KHAI PANG KY KET HON

o)) @

KINN QU G

Thoéng tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiry than ©

Két hon lan tha may

Chung t6i cam doan nhitng 101 khai trén day la ding su that, viéc két hon cua chiing 61 1a ty nguyén, khong vi pham
quy dinh ctia Luat hon nhan va gia dinh Vi¢t Nam.

Chiing t6i chiu hoan toan trach nhiém truéc phap luat vé ndi dung cam doan ctia minh.

Pé nghi Quy co quan ding ky.

,NQAY ............. thang ........... nam..............
Bén nir Bén nam
(Ky, ghi rd ho, chit dém, tén) (Ky, ghi rd ho, chit dém, tén)

Dé nghi cap ban sao®: Co D Khéng []
S6 luong:....... ban
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Chu thich:

M @ Truong hop 1am thu tuc ding ky két hdn c6 yéu té nude ngoai, thi phai dan anh caa hai
bén nam, ni.

) Ghi 16 tén co quan ding ky két hon.

) Ghi theo noi ding ky thuong trd, néu khong c6 noi ding ky thuong tra thi ghi theo noi
dang ky tam tru; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam trd thi ghi theo
noi dang sinh song.

() Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 16
thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/1982).

©) P& nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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11. Thii tuc ding ky nhan cha, me, con ¢6 yéu té néc ngoai tai khu vuc
bién gidi

Trinh ty thuc hién:

- Néu lya chon hinh thtrc ndp ho so truc tiép, ngudi ¢ yéu cau dang ky nhan
cha, me, con nop hd so dang ky nhan cha, me, con tai Bé phan mot cira cia UBND
cap xa c6 tham quyén; nop 1é phi néu thudc tredng hop phai nop 1€ phi dang ky nhan
cha, me, con; nop phi cap ban sao Trich luc dang ky nhan cha, me, con néu cd yéu
cau cap ban sao Trich luc dang ky nhan cha, me, con.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
nhan cha, me, con truy cap Cong dich vu céng quéc gia hoac Cong dich vu cong
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan dan cap xa co
tham quyén.

Nguoi c6 yéu cau dang ky nhan cha, me, con truc tuyén cung cap thong tin
theo biéu mau dién tir twong tac ding ky nhan cha, me, con (cung cap trén Cong
dich vu ¢6ng), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, 1& phi théng qua chic nang thanh toan tryc tuyén hoic bang
cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop ho so day du, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thai chuyén hd so dé cong chic
lam cOng tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan ho
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hé so, néu ré loai gidy to, noi dung can bé sung dé ngudi
c6 yéu cau b sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop ngudi ¢ yéu cau dang ky nhan cha, me, con khéng bo
sung, hoan thién duogc hd so thi bao cao Trudng bo phan mot cira c6 thdng béo tir
chéi giai quyét yéu cau ding ky nhan cha, me, con.

- Cong chtic tu phap - ho tich tham tra ho so (tham tra tinh théng nhat, hop 1é
cua cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hoidc
dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng bao vé tinh trang hd so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Cong chuc tu phép - ho tich niém yét viéc nhan cha, me, con tai tru so Uy
ban nhan dan cap xa.

+ Néu thay viéc nhan cha, me, con 1a dung va khong co tranh chap, hd so day
du, hop 1, ding quy dinh, trudng hop tiép nhan hd so dang ky nhan cha, me, con
theo hinh thic truc tiép, thi cong chirc tu phéap - ho tich thuc hién viéc ghi vao S6
dang ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

Truong hop tiép nhan hd so ding ky nhan cha, me, con theo hinh thic truc
tuyén, céng chic tu phap - ho tich gui lai biéu mau Trich luc dang ky nhan cha,
me, con dién tir véi thong tin day du cho nguoi yéu cau qua thu dién tr hogc thiét
bi s6.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Trich luc dang ky nhan cha, me, con dién tir va xac nhan (téi da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan héi sau thoi han yéu cau thi cong chtc tu phap - ho tich thyc hién viéc
ghi ndi dung vao So6 dang ky dang ky nhan cha, me, con, cap nhat thong tin ding
ky nhan cha, me, con va luu chinh thtc trén Phan mém dang ky, quan Iy ho tich dién
tir dung chung.

- Cong chtc tu phap - hd tich in Trich luc dang ky nhan cha, me, con, trinh
Lanh dao UBND ky, chuyén Bo phan mét cira tra két qua cho nguoi ¢d yéu cau.

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

Céch thirc thye hién:

Ngudi c6 yéu cau diang ky nhan cha, me, con thyc hién ndp ho so truc tiép
tai BO phan mot ctra cuia UBND cép Xa hodc nop hd so truc tuyén trén Cé)ng dich
vu cong qudc gia (https:/dichvucong.gov.vn) hodc Cong dich vu cong cip tinh
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(https://dichvucong.---.gov.vn) (mot bén ¢o thé ndp hd so ma khong phai co vin
ban Gy quyén ctia bén con lai).

Thanh phan hd so:

- T khai dang ky nhan cha, me, con theo mau (néu ngudi ¢ yéu cau lya
chon ndp hd so theo hinh thire truc tiép);

- Biéu méu dién tir twong tac dang ky nhan cha, me, con (do nguoi cd yéu
cau cung cap thong tin theo hudng dan trén Cong dich vu cong, néu ngudi c6 yéu
cAu lya chon nop hd so theo hinh thic true tuyén);

- Ngudi ¢6 yéu cau diang ky nhan cha, me, con thuc hién viéc ndp/xuit trinh
(theo hinh thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cc gidy to sau:

* Gidy to phdi ngp:

- Ching ctr chig minh quan hé cha, con hodc quan hé me, con gom:

+ Vin ban clia co quan y té, co quan giam dinh hodc co quan khac c6 tham
quyén xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban né€u trén thi cac bén nhan cha, me, con 1ap
van ban cam doan vé mdi quan h¢ cha, me, con, c0 it nhat hai nguoi lam ching
vé moi quan hé cha, me, con.

* Gidy to phdi xudt trinh:

- H6 chiéu hodc Chuing minh nhan dan hoic Thé cin cudc cong dan hoic
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gia tri sir dung dé chung minh vé nhan than cia nguoi c6 yéu cau dang ky
nhan cha, me, con. Truong hop cac thong tin c& nhan trong cac giay to nay da co
trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi khong phai
tai 18n (theo hinh théc truc tuyén);

- Gidy to ¢6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan ddang ky hé tich khdng thé khai thdc dwoc thdng tin vé noi cu trii cia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh s¢
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cw trii da dwroc khai thac tir Co sé dit lidu quéc gia
Vé dan cu bang cdc phwong thire ndy thi nguoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thuc tryc tiép) hodc tai 1én (theo hinh thirc tryec tuyén);

- Ban sao gidy to chiing minh nhan than, gidy to chimg minh noi thuong tri
& khu vuc bién giéi ciia cong dan nuéc lang giéng.

* Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu vé6i thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chimg thyc tir ban
chinh hoic ban sao duoc cép tir s6 goc hodc ban chup kém theo ban chinh gidy to
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dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi ngudi tiép nhan o trach nhiém kiém tra, di chiéu ban chup voi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di diang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dang, du hd so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Dbi v6i gidy to guri kém theo néu ngudi yéu cau ndp hd so theo hinh thire
truc myén:

+ Ban chup cac gidy to giri kém theo hd so ding ky nhén cha, me, con truc
tuyén phai bdo dam 10 nét, dﬁy du, toan ven vé ndi dung, 1a ban chup béng may anh,
dién thoai hodc dugc chup, dugce quét béng thiét bi dién tir, tr giéy to duoc cép hop
1€, con gia tri st dung.

+ Truong hop gidy to, tai lieu phai gui kém trong ho so ding ky nhan cha,
me, con truc tuyén da c6 ban sao dién tir hodc da co ban dién tu gidy to ho tich thi
ngudi Yeu cau duoc sir dung ban dién tir nay.

+ 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) nguoi ¢6 yéu cau ding ky
nhan cha, me, con phai xuat trinh gidy to tiy than dé xac dinh nhan than; nop ban
chinh gidy to, tai liéu la chang cir chitng minh quan hé cha, con hoac quan hé me,
con theo quy dinh phap luat ho tich.

- Gidy to do co quan c6 thim quyén cta nudc cd chung duong bién gidi
v6i Viét Nam lap, cdp, xac nhan str dung dé dang ky ho tich duoc mién hop phép
héa 1anh su; dich ra tiéng Viét va c6 cam két cua ngudi dich vé viée dich dung
ndi dung.

- Truong hop nguoi yéu cau ding ky nhan cha, me, con khong cung cap
duoc gidy to néu trén theo quy dinh hodc gidy to ndp, xuat trinh bj tdy xoa, sira
chita, 1am gia thi co quan dang ky ho tich c6 tham quyén hily bo két qua diang ky
nhan cha, me, con.

- Trudng hop cho phép nguoi yéu cau ding 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 ngudi 1ap vin ban cam doan vé trach nhiém, hé qua phap ly cua viéc
cam doan khong ding su that.

Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 tham
quyén huay bo két qua dang ky ho tich, néu c6 co s xac dinh noi dung cam doan
khong diang su that.

S6 lwong ho so: 01 bo

Thoi han gii quyét: 07 ngay lam viéc; truong hop phai xac minh thi thoi
han giai quyét khong qua 12 ngay lam viéc.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thwe hién thi tuc hanh chinh: Uy ban nhan dan x4 ¢ khu vuc
bién gidi noi cong dan Viét Nam thuong tru.
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Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thii tuc hanh chinh: Trich luc dang ky nhan cha, me,
con (ban chinh); ban sao Trich luc dang ky nhan cha, me, con (truong hop yéu
cau cép ban sao Trich luc dang ky nhan cha, me, con).

Phi, 1€ phi:

- Muc Ié phi cu thé do Hbi d¢ong nhan dan tinh, thanh phé tryc thudc Trung
wong quyét dinh.

- Mién 1& phi cho ngudi thudc gia dinh c6 cong véi cach mang; nguoi thudc
ho nghéo; ngudi khuyét tat.

- Phi cap ban sao Trich luc dang ky nhan cha, me, con (néu c6 yéu cau) thuc
hién theo quy dinh tai Thong tu sé 281/2016/TT-BTC ngay 14/11/2016 cua Bo
Tai chinh.

Mau don, maiu to khai:

+ To khai dang ky nhan cha, me, con (néu nop hd so theo hinh thic
truc tiép);

+ Biéu mau dién tir tuong tac dang ky nhan cha, me, con (néu nop hod so theo
hinh thic truc tuyén).

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

- Viéc nhan cha, me, con gitta cong dan Viét Nam thuong tra tai dia ban
xd ¢ khu vuc bién gidi v6i cong dan cua nude lang giéng thuong tra tai don vi
hanh chinh twong duong cap xa cta Viét Nam, tiép giap v6i xa ¢ khu vuc bién
gi61 cia Viét Nam noi cong dan Viét Nam thuong tru.

- Bén nhan va bén dugc nhan 1a cha, me, con déu con séng.

- Viéc nhan cha, me, con khéng c6 tranh chap.

- Truong hop nam, nit chung song v6i nhau nhu vo chdng, khong dang ky
két hon, sinh con, nguoi con sdng cliing v4i ngudi cha, khi ngu’ol cha lam thu tyc
nhan con ma khong lién hé duoc véi ngudi me thi khong can co y kién cua nguoi
me trong To khai dang ky nhan cha, me, con.

Cin ¢ phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Hé tich;

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

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cuia Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot so diéu cua Luat Ho tich va Nghi dinh sé


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

205

123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot sé diéu va
bién phap thi hanh Luat Ho tich;

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B truong Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cia Bo truéng Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1a nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta ddi, bé sung mot sé diéu cia Thong tu sé 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chd: Phan chiz in nghiéng 1a ngi dung siza déi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON
KINN QU Ot

Ho, Chit d8m, t&10 NGUOT YEU CAUS ..voveiececeeeeeeeeeece ettt

Quan hé v&i ngudi NNAN ChA/ME/CON: @) .. .....oviiceeeeee e
Pé nghi co’ quan cdng nhan nguoi cé tén dwdi diy:
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T6i cam doan vi€c nhan..........ccceevvveeiiecniineennnen. noi trén la dang sy that, tu nguyén, khong co6 tranh
chap va chiu trach nhiém truéc phap ludt vé cam doan ciia minh.

Lam t@i..ooovevrecneceees ngay ... thang............ nam............
Nguoi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)

Y kién ciia nguoi hién dang 1a me hoic cha®

Dé nghi cap ban sao ©: C6 |:| Khéng |:|
SO lugng:.......... ban
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Chd thich:

(1) Ghi rd tén co quan dang ky nhan cha, me, con;

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

®) Ghi thong tin vé gidy to tiy than nhu: 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 Nbi cip ngay
20/10/2004).

) Chi khai trong trudng hop ngudi khai khéng dong thoi 1a ngudi nhan cha/me/con.

®) Chi khai trong trudng hop cha hoac me nhan con chua thanh nién hodc ngudi da thanh
nién nhung mét nang lyc hanh vi dan su, ghi y kién ctua nguoi cha néu me 1a nguoi yéu cau, y kién
ngudi me néu cha 1a ngudi yéu cau (trir trudng hop nguoi d6 da chét, mat tich, mat nang luc hanh
vi dan sy hoic han ché nang lyc hanh vi dan su).

®) P& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sb luong.
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12. Thi tuc déing ky khai tir ¢4 yéu t6 nwéc ngoai tai khu vuc bién giéi

Trinh tw thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, nguoi ¢ yéu cau ding ky khai
tir nop hd so ding ky khai tir tai Bo phan mot cira cia UBND cap xa c6 tham quyén;
nop 18 phi néu thudc trudng hop phai ndp 1é phi dang ky khai tir; nop phi cap ban
sao Trich luc khai tir néu c6 yéu cau cap ban sao Trich luc khai tu.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
khai tir truy cap Cong dich vu cdng quédc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua cé tai khoan), xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Nguoi ¢6 yéu cau dang ky khai tir trc tuyén cung cap thong tin theo biéu
mau dién tir tuong tac ding ky khai ttr (cung cap trén Cong dich vu cdng), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1&
phi thdng qua chitrc niang thanh toan truc tuyén hodc bang céach thac khéc theo
quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan ho so; néu tiép nhan ho so
sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi ¢ yéu cau trong ngay lam viéc tiép
theo (néu nguoi c6 yéu cau lya chon hinh thirc nop hd so truc tiép) hoac giri ngay
Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua qua dién
thoai di dong cho nguoi ¢ yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc nop
ho so truc tuyén); chuyén ho so dé céng chic lam cong tac ho tich xir 1y.

Sau khi tiép nhan hd so theo hinh thtrc ndp truc tiép, can b tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai ligu dién tu
trén hé théng thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 1é thi co thong bao cho nguoi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
cd yéu cau bd sung, hoan thién. Sau khi hd so duoc bb sung, thuc hién lai budc (i);

(iii) Truong hop ngudi ¢ yéu cau dang ky khai tir khdng bo sung, hoan
thién duoc hd so thi bao cdo Truéng bo phan mot ctra c6 théng béo tir chéi giai
quyét yéu cau diang ky khai tir.

- Cong chiic tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 16
cuia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc
dinh kem),

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

+ Trudng hop can phai kiém tra, xac minh lam ré hoic do nguyén nhan
khac ma khdng thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
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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 Bo phan mot cira dé tra cho nguoi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hogc giri tin nhian qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hé so truc tuyén).

+ Néu thay hé so day du, hop 18, ding quy dinh, truong hop tiép nhan hé so
dang ky khai ttr theo hinh thuc truc tiép, thi cong chuc tu phap - ho tich thuc hién
viéc ghi vao S6 ding ky khai tir, cap nhat thong tin dang ky khai tir va luu chinh thic
trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so dang ky khai tir theo hinh thic truc tuyén cong
chuc tu phap - ho tich gui lai biéu mau Trich luc khai tir dién tir v6i thong tin day
da cho ngudi Yeu cau qua thu dién tir hoac thiét bi sb.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khéng
c6 phan héi sau thoi han yéu cau thi cong chtc tu phap - ho tich thyc hién viéc
ghi noi dung vao So6 ding ky khai tir, cap nhat thong tin ding ky khai tir va luu chinh
thirc trén Phan mém dang ky, quan Iy ho tich dién tir ding chung.

- Cong chuc tu phap - ho tich in Trich luc khai tir, trinh Lanh dao UBND ky,
chuyén Bo phan mét cira tra két qua cho nguoi ¢6 yéu cau.

- Ngudi ¢6 yéu cau dang ky khai tir kiém tra thong tin trén Trich luc khai tu,
trong S6 dang ky khai tir va ky tén vao S6 dang ky khai tir, nhan Trich luc khai tir,

Sau khi dang ky khai tir, Uy ban nhan dan xi c6 van ban thong bao kém
theo ban sao trich luc ho tich giri B6 Ngoai giao dé thong bao cho co quan ¢
tham quyén caa nudc ma ngudi chét mang quéc tich.

Céch thire thye hién:

Nguoi ¢ yéu cau diang ky khai tir truc tiép thuc hién hodc uy quyén cho
nguoi khac thuc hién ndp hd so truc tiép tai BO phan mot cira cia UBND cép Xa
hoic giri hd so qua hé théng buu chinh hodc ndp hd so truc tuyén trén Cong dich vu
cong qudc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

Thanh phan ho so:

- To khai ddng ky khai tir theo mau (néu ngudi ¢6 yéu cau lwa chon ndp hd
so theo hinh thtc truc tiép);

- Biéu mau dién tir tuong tac dang ky khai tir (do nguoi yéu cau cung cap
thong tin theo huéng dan trén Cong dich vu cong, néu ngudi co yéu cau lya chon
ndp hd so theo hinh thire truc tuyén);

- Ngudi ¢d yéu cau dang ky khai tir thuce hién viéc ndp/xuit trinh (theo hinh
thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:
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- Gidy bao tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén cap.

- Vian ban ty quyén theo quy dinh ctia phap luat trong trudng hop ty quyén
thue hién viée dang ky khai ttr. Trudng hop ngudi duge Gy quyén 1a 6ng, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi van ban uy quyén
khong phai chiig thuec.

* Gidy to' phdi xudt trinh:

- H6 chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 thim quyén cip,
con gia tri st dung dé ching minh vé nhan thin cia ngudi c6 yéu cau ding ky
khai tir. Truong hop cac thong tin ca nhan trong cac gidy to nay di cd trong
CSDLQGVDC, CSDLHTPDT, duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thtc truc tuyén);

- Gidy to chitng minh noi cw trii cudi cung cia nguoi chét dé xdac dinh
tham quyén trong truong hop co quan dang ky ho tich khong thé khai théc dwoc
théng tin vé noi cu trii ciia ¢éng dan theo cac phwong thire quy dinh tai khodn
2 Piéu 14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phi.
Truong hop cdc théng tin vé gidy to chirng minh noi cw trii da dwoc khai théc
tir Co 50 dit liéu quoc gia vé dan cuw bang cac phwong thire nday thi nguoi cé
yéu cau khéng phdi xudt trinh (theo hinh thirc truc tiép) hodc tdi lén (theo hinh
thire triec tuyén).

- Trudng hop khong xac dinh duoc noi cu tra cudi ciing cia ngudi chét thi
xut trinh gidy to chimg minh noi ngudi d6 chét hodc noi phat hién thi thé cua
nguoi chét.

Truong hop gti hd so qua hé théng buu chinh thi phai giri kém theo ban
sao ¢6 chirng thuc cc gidy to phai xuét trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi XUt
trinh, khong duoc yéu cau nop ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chimg thyc tir ban
chinh hodc ban sao dugc cip tir so gbe hodc ban chup kém theo ban chinh gidy t&
dé d6i chiéu. Trudng hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup v6i ban chinh
va ky xéac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du ho so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khong dugc yéu cau ngudi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Dbi véi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
truc tuyén:
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+ Ban chup cac gidy to gii kém theo hd so dang ky khai tir truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, di¢n thoai
hodc duogc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 sir dung;

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ding ky khai tir truc
tuyén da c6 ban sao dién tir hoidc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau
dugc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhin két qua (Trich luc khai tir/ban sao
Trich luc khai ttr), ngudi c6 yéu cau dang ky khai tir phai xut trinh gidy to tuy than,
ndp ban chinh cac gidy to 1a thanh phan ho so ding ky khai tir theo quy dinh phap
luat ho tich.

- Gidy to do co quan c6 thim quyén cia nude cd chung duong bién gidi
v6i Viét Nam lap, cap, xac nhan sir dung dé dang ky ho tich dugc mién hop phap
hoa lanh su; dich ra tiéng Viét va c¢6 cam két cua nguoi dich vé viée dich ding
ndi dung.

- Trudng hop ngudi yéu cau diang ky khai tir khong cung cp duogc gidy to
néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi tdy x0a, stra chita, lam gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky khai tir.

S6 lwong ho so: 01 bo

Thoi han giai quyét: Ngay trong ngay tiép nhan hd so; truong hop nhan
ho so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam
viéc tiép theo. Truong hop can xac minh thi thoi han giai quyét khong quéa 03
ngay lam vigc.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thue hién thi tuc hanh chinh: Uy ban nhan déin cip x3 ¢ khu
vuc bién gidi noi nguoi chét 13 ngudi nude ngoai cu tra.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thue hién thi tuc hanh chinh: Trich luc khai ttr (ban chinh); ban
sao Trich lyc khai ttr (trudng hop yéu cau cap ban sao Trich luc khai tir).

Phi, 1€ phi:

- Muc 1é phi cu thé do Hbi d¢ong nhan dan tinh, thanh phé tryc thudc Trung
wong quyét dinh.

- Mién Ié phi cho ngudi thudce gia dinh ¢ cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat,

- Phi cap ban sao Trich luc 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.

MAu don, mau to khai:

+ To khai dang ky khai tir (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir tuong tac dang ky khai tir (néu ndp hd so theo hinh thirc
truc tuyén).

Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong cé
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Can cw phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Hé tich:

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh pha sita doi,
b sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

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

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cua Bo truong B Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich tryc tuyén;

- Thong tu s 281/2016/TT-BTC ngay 14/11/2016 cua B trusng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan Iy va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1a nguoi goc Viét Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo trudng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thude Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, bé sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

213

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU
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Pé nghi co quan diing ky khai tir cho ngudi ¢é tén dwéi diy:
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INOT CREL: .o
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S6 Giay béo tu/ Giay to thay thé Gidy béo tir: @ ..o [ Y
......................................................................................................... CAP NQAY ....... thang ...... nam .............
T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phap
luat vé cam doan ciia minh.
Lam tai: .o, ,Ngay ... thang ......... nam

Ngudi yéu cau
(K, ghi 16 ho, chir dém, tén)

SO lugng:....... ban
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Chd thich:

(D) Ghi rd tén co quan ding ky khai ti.

@ Ghi theo noi ding ky thuong tri; néu khong c6 noi ding ky thuong trd thi ghi
theo noi dang ky tam tra; truong hop khong ¢6 noi dang ky thuong trii va noi dang ky tam
trt thi ghi theo noi dang sinh séng.

() Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chitng minh nhan dan hoic gidy
to hop 1é thay thé (vi du: Chirng minh nhan dan s6 001089123 do Céng an thanh phé Ha
Noi cap ngay 20/10/2004).

) Néu ghi theo Gidy bao ttr, thi gach cum tir “Gidy t& thay thé Gidy bao tir”; néu
ghi theo sé Gidy to thay thé Gidy béo tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy béo
ta”; truong hop khéng c6 thi muc nay dé tréng

®) Pé& nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi ro sb lugng.
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13. Thua tuc dang ky giam ho

Trinh tw thuc hién:

- Néu lya chon hinh thtrc ndp ho so truc tiép, ngudi ¢ yéu cau dang ky gidm
ho nop hd so diang ky giam ho tai Bo phan mot cira cia UBND cip x& c6 tham
quyén; nop 1é phi néu thudc trudng hop phai nop 1€ phi dang ky giam ho; nop phi
cap ban sao Trich luc dang ky giam ho néu c6 yéu cau cap ban sao Trich luc diang
ky giam ho.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
giam ho truy cap Cong dich vu céng qudc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), Xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Ngudi c6 yéu cau dang ky giam ho truc tuyén cung cap théng tin theo biéu
mau dién tir twong tac dang ky giam ho (cung cap trén Cong dich vu cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1¢
phi thdng qua chtrc nang thanh toan truc tuyén hodc bang céach thuc khéc theo
quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hé so tai Bo phan mat cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop ho so day da, hop 1é thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic ndp hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop ho so truc tuyén), dong thoi chuyén ho so dé cong chirc
lam cbng tac ho tich xur ly.

Sau khi tiép nhan hd so theo hinh thtc ndp truc tiép, can b tiép nhan hd
so tai Bo phan mot cira thuc hién s6 hda (sao chup, chuyén thanh tai licu dién tu
trén hé théng thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop ngudi c6 yéu cau dang ky giam ho khong bd sung, hoan
thién dugc hd so thi bao cdo Truong bo phan mot cira c6 thong bao tir chéi giai
quyét yéu cau diang ky giam ho.

- Cong chiic tu phap - ho tich tham tra ho so (tham tra tinh théng nhat, hop 1é
cuia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc
dinh kem),

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hd so téi Bo phan mot ctra dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngy tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu thdy yéu cau ding ky giam ho du diéu kién theo quy dinh phép luat,
hd so day du, hop 18, dung quy dinh, truong hop tiép nhan hd so dang ky giam ho
theo hinh thiic truc tiép, thi cdng chirc tu phéap - ho tich thuc hién viéc ghi vao S6
dang ky giam ho, cap nhat thdng tin dang ky giam ho va luu chinh thic trén Phan
mém ding ky, quan ly ho tich dién tr ding chung.

Trudng hop tiép nhan hd so dang ky giam ho theo hinh thic truc tuyén, cong
chic tu phap - ho tich gui lai biéu mau Trich luc dang ky giam ho dién tir véi thong
tin day du cho nguoi yu cau qua thu dién tir hoac thiét bi s6.

Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Trich lyc dang ky giam ho dién tir va xac nhan (toi da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhét, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chic tu phap - ho tich thuc hién viéc
ghi ndi dung vao S6 dang ky giam ho, cap nhat thong tin dang ky giam ho va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- COng chuc tu phap - ho tich in Trich luc dang ky giam ho, trinh Lanh dao
UBND ky, chuyén Bo phan mot cira tra két qua cho ngudi ¢ yau cau.

- Nguoi ¢d yéu cau dang ky giam ho kiém tra thdng tin trén Trich luc dang ky
giam ho, trong So6 dang ky dang ky giam ho, ky tén vao So ding ky giam ho, nhan
Trich luc dang ky giam ho.

Cach thirc thue hién:

Nguoi co yéu cau dang ky giam hé truc tiép thuc hién hodc ty quyén cho
nguoi khac thuc hién ndp hd so truc tiép tai BO phan mot cira cia UBND cép Xa
hodc gui ho so qua hé théng buu chinh hodc ndp ho so truc tuyén trén Céng dich vu
cong qudc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

Thanh phan ho so:

- T& khai dang ky giam ho theo mau (néu ngudi ¢ yéu cau lya chon ndp ho
so theo hinh thtc truc tiép);

- Biéu mAu dién tir trong tac dang ky giam ho (do nguoi yéu cau cung cap
thong tin theo hudng dan trén Cé)ng dich vu cong, néu nguoi cd yéu cau lya chon
ndp hd so theo hinh thire truc tuyén);

- Nguoi ¢6 yéu cau dang ky giam ho thuc hién viéc ndp/xuat trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:
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* Gidy to phdi ngp:

- Van ban ctr ngudi gidm ho theo quy dinh ctia B luat Dan su dbi voi
truong hop dang ky giam hg cu.

- Gidy to ching minh diéu kién giam ho dwong nhién theo quy dinh cta
B luat Dan sy ddi véi truong hop ding ky giam ho duwong nhién. Truong hop cé
nhiéu nguoi cung du didu kién lam gidm ho duwong nhién thi ndp thém vin ban
thoa thuan vé viée cir mot nguoi lam gidm hd duong nhién.

- Vin ban uy quyén theo quy dinh ctia phap luat trong trudng hop uy quyén
thue hién viée dang ky giam ho. Trudng hop ngudi duge ty quyén 1a 6ng, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi van ban uy
quyén khong phai ching thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hoac Chung minh nhan dan hodc Thé can cudc cong dan hoac
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 ching minh vé nhan than ctia nguoi c6 yéu cau dang ky
giam ho. Trudng hop céc thong tin c nhan trong cac gidy to nay da cd trong
CSDLQGVDC, CSDLHTPT, duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thtc truc tuyén);

- Gidy to 6 gia tri chizng minh thdng tin vé cu trii trong truong hop co
quan dang ky h¢ tich khdng thé khai thdc dwgc thdng tin vé noi cu trii cia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh s¢
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Vé gidy to chitng minh noi cuw trii dd dwoc khai thac tir Co sé di lidu quéc gia
Vé dan cu bang cdc phwong thire ndy thi nguoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thfc truc tiép) hodc tdi 18n (theo hinh thic truc tuyén);

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

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hoic ban sao duoc cép tir s6 goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhéan ¢ trach nhiém kiém tra, di chiéu ban chup voi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di diang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, ¢ hd so dang ky ho tich
theo quy dinh ciia phap luat ho tich, khong duoc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phéap luat ho tich khong quy dinh phai nop.
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- Pbi voi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ddng ky giam hé tryc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, dién thoai
hodc dugc chup, duoc quét béng thiét bi dién tu, tir giéy to duoc cép hop I¢, con gia
tri st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky giam ho truc
tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau
dugc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky giam
ho/ban sao Trich luc ding ky giam ho), ngudi ¢6 yéu cau ding ky giam ho xuat trinh
gidy to tuy than, nop ban chinh cac giay to 1a thanh phan ho so dang ky giam ho theo
quy dinh phap luat ho tich.

- Gidy to do co quan ¢ tham quyén ctia nudc ngoai cap, cong ching hoic
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa 1anh su theo quy dinh cta phap luat, trir trudng hop duoc mién theo diéu udc
qudc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi yéu cau ding ky giam ho khong cung cip duoc gidy
to néu trén theo quy dinh hoac giéy to nop, xuét trinh bi téy x0a, stra chira, lam
gia thi co quan ding ky ho tich c6 tham quyén huy bo két qua dang ky giam ho.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 03 ngay lam viéc.

Poi twong thue hién thii tuc hanh chinh: Ca nhan, phap nhan.

Co quan thyc hién tha tuc hanh chinh:

Uy ban nhan dan cap xa noi cu trii ctia ngudi duge giam ho hodc nguoi
giam ho.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thye hién thii tuc hanh chinh: Trich luc dang ky giam ho (ban
chinh), ban sao Trich luc dang ky giam ho (trudng hop yéu cau cap ban sao Trich
luc dang ky gidm hg).

Phi, 1& phi: Mién I¢ phi.

- Phi c4p ban sao Trich luc ding ky giam ho (néu cd yéu cau) thuc hién theo
quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia B Tai chinh.

MAu don, mau to khai:

+ To khai dang ky giam ho (néu nop hé so theo hinh thirc truc tiép);

+ Biéu mau dién tir twong tac diang ky gidm ho (néu nop hd so theo hinh thirc
truc tuyén).

Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong cé

Cian cw phap ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;
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- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctua Chinh phi quy dinh vé
Co s& dix liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu sita déi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Théng tu s 04/2020/TT-BTP ngay 28/5/2020 cua Bo truéng Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot sé diéu va
bién phéap thi hanh Luat Ho tich;

- Thong tu s& 01/2022/TT-BTP ngay 04/01/2022 cia Bo truong Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cuia B6 truong Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, b sung mét sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh ctia Hoi d6ng nhan dan tinh, thanh pho truc thuéc Trung wong.

Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc
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Ho, Chit dém, t81 NEUOT YEU CAU: .....ooooocoeeoeeeeeeeeseesee oot esere oo
INOT CU T @) oo
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luat vé cam doan cia minh.
Lam tai: .o, ngay ... thang ....... nam ...

Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cip ban sao™: C6 D, Khong []
Séluong:...ban e
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Chu thich:

() Ghi 18 tén co quan dang ky giam ho.

@ Ghi theo noi ding ky thuong trd, néu khong cé noi dang ky thuong tra thi ghi theo noi
dang ky tam tr; truong hgp khong co noi dang ky thuong tra va noi dang ky tam tra thi ghi theo
noi dang sinh séng.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chitmg minh nhan dan hoic gidy to hop
& thay thé (vi du: Chirng minh nhan dan sé 001089123 do Cong an thanh phé Ha Nai cip ngay
20/10/2014).

@ P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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14. Thia tuc ding ky cham dut giam ho

Trinh tw thuc hién:

- Néu Iyra chon hinh thirc nop hd so truc tiép, nguoi €6 yéu cau dang ky cham
dut giam ho nop hd so ding ky cham dut giam ho tai Bo phan mot cira cia UBND
cap x& cd tham quyén; nop 1é phi néu thudc truong hop phai nop 1€ phi dang ky
cham dut giam ho; nop phi cp ban sao Trich luc ding ky cham dut giam ho néu
cd yéu cau cap ban sao Trich luc dang ky cham dat giam ho.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
cham dut giam ho truy cap Cong dich vu céng qudc gia hoic Cong dich vu cong
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan dan cap xa co
tham quyén.

Ngudi c6 yéu cau dang ky cham dat giam ho truc tuyén cung cap thong tin
theo biéu mau dién tir twong tac dang ky cham dat giam ho (cung cap trén Cong
dich vu ¢6ng), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo
quy dinh; nop phi, 1& phi théng qua chic ning thanh toan truc tuyén hoic bang
cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hé so tai Bo phan mat cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop ho so day da, hop 1€ thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi ¢6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thai chuyén hd so dé cong chirc
lam cbng tac ho tich xur ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can bo tiép nhan ho
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai ligu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bd sung dé ngudi
c6 yéu cau bo sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai buéc (i);

(iii) Truong hop ngudi 6 yéu cau dang ky cham dut giam ho khong bo
sung, hoan thién dugc hd so thi bao cao Trudng bd phan mot cira co théng béo tir
chéi giai quyét yéu cau dang ky cham duat giam ho.

- Cong chiic tu phap - ho tich tham tra ho so (tham tra tinh théng nhat, hop 1é
cuia cac thoéng tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc
dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoidc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngy tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

+ Néu thay hé so day du, hop 18, ding quy dinh, truong hop tiép nhan hé so
dang ky cham dt giam ho theo hinh thic truc tiép, thi cong chic tu phap - ho tich
thuc hién viéc ghi vao So ding ky cham dat giam ho, cap nhat théng tin dang ky
cham dat giam ho va luu chinh thic trén Phan mém dang ky, quan ly ho tich dién
tir dung chung.

Trudng hop tiép nhan ho so dang ky cham dat giam ho theo hinh thic truc
tuyén, cong chic tu phap - ho tich gui lai biéu mau Trich luc ding ky cham dat
giam ho dién tir voi thong tin ddy du cho ngudi yéu cau qua thu dién tir hoac thiét
bi s6.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Trich luc dang ky cham dut giam ho dién tir va xac nhan (téi da
mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan héi sau thoi han yéu cau thi cong chtc tu phap - ho tich thyc hién viéc
ghi ndi dung vao So ding ky cham dat giam ho, cap nhat thong tin dang ky cham
dut gidm ho va luu chinh thuc trén Phan mém dang ky, quan Iy ho tich dién tur
dung chung.

- COng chuc tu phap - ho tich in Trich luc dang ky cham dut giam hg, trinh
Lanh dao UBND ky, chuyén Bo phan mét cira tra két qua cho ngudi ¢6 yéu cau.

- Nguoi di dang ky cham dut giam ho kiém tra thdng tin trén Trich luc ding
ky cham dut giam ho, trong S6 dang ky diang ky cham dut gidam ho, ky tén vao So
dang ky cham dat giam ho, nhan Trich luc dang ky cham dat giam ho.

Cach thirc thye hién:

Nguoi ¢6 yéu cau dang ky chdm dat giam ho truc tiép thuc hién hodc ty
quyén cho nguoi khéac thuc hién nop ho so truc tiép tai BO phan mot cua cua
UBND cép x4 hoic giri hd so qua hé thdng buu chinh hodc ndp hd so truc tuyén trén
Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hoic Cong dich vu cong cap
tinh (https://dichvucong.---.gov.vn).

Thanh phan hé so:

- To khai ddng ky cham dirt giam ho theo mau (néu ngudi ¢ yéu cau lua chon
ndp hd so theo hinh thie truc tiép);
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- Biéu mau dién tir twong tac ding ky chdm dut giam ho (do nguoi yéu cau
cung cap thong tin theo hudng dan trén Cong dich vu céng, néu ngudi c6 yéu cau
lya chon ndp hd so theo hinh thire truc myén);

- Ngudi ¢6 yéu cau ding Ky chim dat giam ho thuc hién viée ndp/xuét trinh
(theo hinh thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cc gidy to sau:

* Gidy to phdi ngp:

- Giéy to 1am can cir chdm dut gidm ho theo quy dinh cia Bo luat Dan su.

- Vin ban uy quyén theo quy dinh ctia phap luat trong trudng hop uy quyén
thue hién viée dang ky chAm dut giam ho. Trudng hop nguoi duge uy quyén 1a
ong, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van
ban ty quyén khong phai chimg thuc.

* Gidy to' phdi xudt trinh:

Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
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 ching minh vé nhan than cta ngudi c6 yéu cau dang ky
cham dut giam ho. Trudng hop cac thong tin ca nhan trong cac gidy to nay di co
trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién tu dong thi khong phai
tai 1én (theo hinh thirc truc tuyén).

Truong hop gti hd so qua hé théng buu chinh thi phai giri kém theo ban
sao ¢6 chirng thuc cc gidy to phai xuét trinh néu trén.

*Luwuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi XUt
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s6 gbc hodc ban chup kém theo ban chinh gidy t&
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhéan co trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xdc nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du hd so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Dbi véi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo hinh thic
truc tuyén:

+ Bén chyp cac gidy to giri kém theo ho so dang ky cham dut giam ho truc
tuyén phai bao dam ro nét, déy du, toan ven vé ndi dung, 1a ban chup béng may anh,
dién thoai hodc dugc chup, dugc quét bé‘mg thiét bi dién tu, tir giéy to duoc cép hop
1€, con gia tri1 str dung.
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+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky cham dut
giam ho truc tuyén di c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi
ngudi yeu cau duogc sir dung ban dién tir nay.

- Khi dén co quan ding ky ho tich nhan két qua (Trich luc dang ky cham dut
giam ho/ban sao Trich luc dang ky chdm dut giam ho), nguoi ¢6 yéu cau dang ky
cham dat giam ho xuat trinh gidy to tuy than, nop cac gidy to 1a thanh phan hd so
dang ky cham dat giam ho theo quy dinh phép luat ho tich.

- Giay to do co quan ¢ tham quyén ctia nudc ngoai cap, cong ching hoic
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa 1anh su theo quy dinh cta phap lut, trir trudng hop duoc mién theo didu ude
quéc té ma Viét Nam 13 thanh vién.

- Trudng hop ngudi c¢6 yéu cau ding ky cham dut giam ho khong cung céap
duoc gidy to néu trén theo quy dinh hoic gidy t& ndp, xuat trinh bj tay xoa, sira
chira, 1am gia thi co quan dang ky ho tich c6 tham quyén hily bo két qua dang ky
cham dut giam ho.

S6 lwong ho so: 01 bo

Thoi han giai quyét: 02 ngay lam viéc.

Poi twong thue hién thi tuc hanh chinh: Ca nhan, phéap nhan.

Co quan thye hién thii tuc hanh chinh: Uy ban nhan dan cap xi noi da
dang ky giam ho trude day.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thwe hién thi tuc hanh chinh: Trich luc dang ky chim dat giam
hé (ban chinh), ban sao Trich luc dang ky chim dut giam ho (truong hop yéu cau
cap ban sao Trich lyc ding ky chdm dat giam ho).

Phi, I& phi: Mién 18 phi.

- Phi cap ban sao Trich luc dang ky cham dat giam ho (néu c6 yéu cau) thyuc
hién theo quy dinh tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo
Tai chinh.,

Mau don, mau to khai:

+ T khai dang ky cham dit giam ho (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir trong tac dang ky cham dut gidm ho (néu ndp hd so theo
hinh thic truc tuyén).

Yéu cau, diéu kién thuc hién thii tuc hanh chinh: Khéng c6

Cian cw phap ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co s& dir liéu ho tich dién tir, ding ky ho tich truc tuyén;
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- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu sita déi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cuia Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot sé diéu va
bién phéap thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bj truéng Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo truéng Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan ly va str dung phi khai théc, str dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1a nguoi goc Viét Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo trusng Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thue Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra d6i, bé sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh ctia Hoi d6ng nhan dan tinh, thanh phoé truc thuéc Trung wong.

Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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Chu thich:

@) Ghi 13 tén co quan ding ky cham dit giam ho.

@ Ghi theo noi dang ky thuong trd, néu khong cé noi ding ky thuong trd thi ghi theo
noi dang ky tam trta; truong hop khong co noi dang ky thuong tra va noi dang ky tam trd thi ghi
theo noi dang sinh séng.

®) Ghi thdng tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hoic giay to
hop 1é thay thé (vi du: Chirng minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cip
ngay 20/10/2014).

® Ghi 10 tén co quan dang ky giam h¢ trudc day (s6, ngay thang nam dang ky).

®) P& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sb luong.
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15. Thia tuc thay doi, cai chinh, b sung théng tin hg tich

Trinh tw thuc hién:

- Néu lya chon hinh thic nop hd so truc tiép, ngudi c6 yéu cau diang ky thay
dbi, cai chinh, b sung thong tin ho tich ndp hd so thay ddi, cai chinh, b sung
thong tin ho tich tai Bo phan mot cira cia UBND cap xa ¢ tham quyén; nop 1é phi
néu thudc truong hop phai nop 1é phi thay doi, cai chinh, bd sung thdng tin ho tich;
nop phi cap ban sao Trich luc thay d6i, cai chinh, bd sung théng tin ho tich néu cé
y&u cau cap ban sao Trich luc thay d6i, cai chinh, bé sung thdng tin ho tich.

- Néu lva chon hinh thirc ndp hé so truc tuyén, ngudi c6 yéu cau thay doi,
cai chinh, b6 sung thong tin hé tich truy cap Cong dich vu cong qubc gia hoic
Cong dich vu cdng cap tinh, ding ky tai khoan (néu chua c6 tai khoan), xac thuc
nguoi dung theo hudng dan, dang nhap vao hé thong, xac dinh ding Uy ban nhan
dan cap x& co tham quyen.

Nguoi ¢6 yéu cau dang ky thay doi, cai chinh, bd sung théng tin ho tich
truc tuyén cung cap thong tin theo biéu mau dién tir twong tac thuc hién dang ky
thay ddi, cai chinh, b6 sung thdng tin ho tich (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, I& phi théng qua chirc nang thanh toan truc tuyén hoic bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop hd so day du, hop 1é thi tiép nhan ho so; c6 Phiéu hen, tra
két qua cho ngudi cO yau cau thay doi, cai chinh, bd sung théng tin ho tich (néu tiép
nhan hd so bo sung thdng tin ho tich sau 15 gid) (néu ngudi ¢6 yéu cau lya chon
hinh thac nop ho so truc tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién
tr hodc gui tin nhan hen tra két qua qua dién thoai di dong cho ngudi ¢6 yéu cau
(néu ngudi 6 yéu cau lya chon hinh thic nop hd so truc tuyén); chuyén ho so dé
cong chuc lam cdng tac ho tich xu ly.

Sau khi tiép nhan hé so theo hinh thuc nop truc tiép, can b tiép nhan hd
so tai Bo phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién hoé so, néu ré loai gidy to, noi dung can bo sung dé ngudi
c6 yéu cau bo sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai buéc (i);

(iii) Truong hop ngudi c6 yéu cau dang ky thay doi, cai chinh, bo sung
thong tin ho tich khong bd sung, hoan thién duoc hd so thi bao cao Trudng bod
phan mot cira c6 théng béo tir chdi giai quyét yéu cau dang ky thay ddi, cai chinh,
bd sung thdng tin ho tich.
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- Cong chtic tu phap - ho tich tham tra ho so (tham tra tinh théng nhat, hop 16
cua cac théng tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuét trinh hoidc
dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi giri thdng bao vé tinh trang hd so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am r hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mot cira dé tra cho nguoi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 15i va hen lai ngay tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

+ Néu thay viéc thay ddi, cai chinh, bd sung thong tin ho tich 1a ¢ co s6,
phu hop Vvéi quy dinh cua phép luat dan sy va phap luat ¢ lién quan, hd so day
du, hop 18, dang quy dinh, truong hop tiép nhan ho so ding ky thay d6i, cai chinh,
bo sung thdng tin ho tich theo hinh thuc tryc tiép, thi cong chuac tu phép - ho tich
thuc hién viéc ghi vao S6 dang ky thay dbi, cai chinh, bd sung théng tin ho tich,
xéc dinh lai dan toc, cap nhat thong tin dang ky thay d6i, cai chinh, bo sung théng
tin ho tich va luu chinh thuc trén Phan mém dang ky, quan Iy ho tich dién tir
dung chung.

Trudng hop tiép nhan ho so diang ky thay d6i, cai chinh, bo sung théng tin
ho tich theo hinh thic truc tuyén, céng chic tu phap - ho tich gui lai biéu mau Trich
luc thay ddi/cai chinh/bd sung théng tin ho tich, xac dinh lai dan toc dién ti voi
thong tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi s6.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Trich lyc thay di/cai chinh/bd sung thong tin ho tich, xac dinh
lai dan toc dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhét, day du hoic khong
c6 phan héi sau thoi han yéu cau thi cong chtc tu phéap - ho tich thyc hién viéc
ghi noi dung vao So diang ky thay doi, cai chinh, bo sung théng tin ho tich, xac
dinh lai dan toc, cap nhat thong tin thay doi, cai chinh, bd sung théng tin ho tich
va luu chinh thuc trén Phan mém dang ky, quan Iy ho tich dién tr ding chung.

- Cong chuc tu phap - ho tich in Trich luc thay doi/cai chinh/bd sung théng
tin ho tich twong ng, trinh Lanh dao UBND ky, chuyén Bo phan mot cua tra két
qua cho ngudi c6 Yéu cau.

- Nguoi c6 yéu cau dang ky thay dbi, cai chinh, bd sung théng tin ho tich
kiém tra théng tin trén Trich luc thay di/cai chinh/bé sung thong tin ho tich, trong
S6 dang ky thay d6i, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc, ky



231

tén vao S dang ky thay d6i, cai chinh, bd sung thdng tin ho tich, xac dinh lai dan
toc, nhan Trich luc thay doi/cai chinh/bé sung théng tin hé tich.

Truong hop thay doi, cai chinh, bd sung théng tin ho tich lién quan dén
Gidy khai sinh, Gidy chirng nhan két hon thi cng chic tu phap - ho tich ghi noi
dung thay ddi, cai chinh ho tich vao Giay khai sinh, Giy chiing nhan két hon; bo
sung théng tin ho tich vao muc tuwong tmg va dong dau vao noi dung b sung.

Truong hop dang ky thay doi, cai chinh ho tich khéng phai tai noi dang ky
ho tich trudc day thi Uy ban nhan dan cip xa phai théng bao bang vin ban kém
theo ban sao trich luc ho tich dén Uy ban nhan dan noi dang ky ho tich trude day
dé ghi vao S6 ho tich.

Truong hop noi dang ky ho tich trude day 1a Co quan dai dién thi Uy ban
nhan dan cip x& phai thdng béo bang van ban kém theo ban sao trich luc ho tich
dén Bo Ngoai giao dé chuyén dén Co quan dai dién ghi vao S6 ho tich.

Cach thwrc thuc hién:

Nguoi ¢6 yéu cau ding ky thay ddi, cai chinh, bo sung thong tin ho tich
tryc tiép thuc hién hodc Gy quyén cho nguoi khac thuc hién nop hd so truc tiép
tai BO phan mot ctra cia UBND cép Xa hoac gt ho so qua hé théng buu chinh hoac
nop ho so tryc tuyén trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn)
hodc Cong dich vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan ho so:

- To khai dang ky thay doi, cai chinh, bo sung thong tin hd tich, xac dinh
lai dan toc theo mau (néu ngudi co yéu cau lya chon ndp ho so theo hinh thirc
tryc tiép);

- Biéu mau dién tir tuong tac thuc hién dang ky thay d6i, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan toc (do ngudi yéu ciu cung cip thong tin theo
hudng dan trén Cong dich vu cong, néu nguoi ¢6 yéu cau lya chon ndp ho so theo
hinh thtrc tryc tuyén);

- Nguoi ¢ yéu cau ding Ky thay doi, cai chinh, b sung thong tin ho tich
thie hién viéc ndp/xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén) cac gidy to sau:

* Gidy to' phdi ngp

- Giéy to lam can cu thay ddi, cai chinh, bd sung thong tin ho tich.

- Vian ban uy quyén theo quy dinh ctia phap luat trong trudng hop ty quyén
thuc hién vi¢c dang ky thay ddi, cai chinh, bd sung thong tin hg tich. Truong hop
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua
ngudi ty quyén thi van ban iy quyén khong phai chimg thuec.

* Gidy to' phdi xudt trinh

- H6 chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 thim quyén cip,
con gia tri st dung dé ching minh vé nhan than cta ngudi cé yéu cau dang ky
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thay doi, cai chinh, b6 sung thong tin ho tich. Trudong hop cac thong tin c4 nhan
trong cac gidy to nay da co trong CSDLQGVDC, CSDLHTPT, duogc hé théng
dién tu dong thi khong phai tai 1én (theo hinh thire truc tuyén);

- Gidy to ¢6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
Quan déang ky hé tich khéng thé khai thdc dwoc thdng tin vé noi cu trii cia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop céc thdng tin
Vé gidy to chieng minh noi cuw trii da dwoc khai thac tir Co sé diz liéu quac gia
Vé dan cu bang cdc phirong thire ndy thi nguoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thc tryc tiép) hodc tdi 18n (theo hinh thic tryc tuyén).

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

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan cé trach nhiém kiém tra, ddi chiéu véi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tré lai cho nguoi xuat
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir so gbe hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup vdi ban chinh
va ky xdc nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phéap luat ho tich khong quy dinh phai nop.

- Pdi véi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thic
tryc tuyén:

+ Ban chyp cac gidy to giri kém theo hd so ding ky diang ky thay doi, cai
chinh, bd sung thong tin ho tich tryc tuyén phai bao dam rd nét, déy du, toan ven vé
n6i dung, 12 ban chup bing may anh, dién thoai hodc duoc chyp, duge quét bang
thiét bi dién i, tir gidy to dugc cAp hop 18, con gia tri sir dung.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so diang ky dang ky thay
dbi, cai chinh, bo sung théng tin h tich truc tuyén da c6 ban sao dién tir hodc da co
ban dién tir gidy to ho tich thi ngudi yéu cau duoc sir dung ban dién tir nay.

+Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay doi/cai chinh/
bd sung thdng tin ho tich hozc ban sao Trich luc thay doi/cai chinh/bd sung thdng
tin ho tich), ngudi cd yéu cau dang ky thay doi, cai chinh, bd sung théng tin ho
tich xuat trinh gidy to tuy than, nop cac gidy to 1a thanh phan hd so diang ky thay
doi, cai chinh, b6 sung thong tin ho tich theo quy dinh phap luat ho tich.



233

- Gidy td do co quan c6 thim quyén ctia nude ngoai cip, cong chimg hodc
x4c nhan dé st dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phap
hoa 1anh su theo quy dinh cta phap luat, trir truong hop dugce mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi yéu cau dang ky c6 yéu cau dang ky thay doi, cai chinh,
bd sung thong tin ho tich khéng cung cip dugc gidy to néu trén theo quy dinh
hoic gidy to ndp, xudt trinh bi tdy x6a, stra chira, 1am gia thi co quan ding ky ho
tich c6 thAm quyén huy bo két qua dang ky thay d6i, cai chinh, bd sung thong tin
ho tich.

S6 lwong hd so: 01 bd

Thoi han giai quyét:

- 03 ngay lam viéc dbi véi yéu cau thay d6i, cai chinh ho tich; truong hop
phai xac minh thi thoi han giai quyét khong qua 06 ngay lam viéc.

- Ngay trong ngay lam viéc ddi v6i yéu cau bod sung thong tin ho tich,
truong hop nhan ho so sau 15 gid ma khong giai quyét duoc ngay thi tra két qua
trong ngay lam viéc tiép theo.

Poi twong thwe hién thi tuc hanh chinh: C4 nhan

Co quan thyce hién tha tuc hanh chinh:

- Uy ban nhan dan cap xi noi da dang ky ho tich trudc day hodc Uy ban
nhan dan cap x3 noi cu trd ctia ngudi cd yéu cau cd thAm quyén giai quyét viec
thay ddi, cai chinh cho nguoi chua da 14 tudi, bd sung ho tich cho cong dan Viét
Nam cu tra ¢ trong nudc.

- Uy ban nhan dén cap x4 noi da dang ky khai tir trudc day thuc hién viéc
cai chinh nd1 dung dang ky khai tu.

Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

Két qua thwe hién thi tuc hanh chinh: Trich luc thay doi/cai chinh/bd
sung thong tin ho tich (ban chinh), ban sao Trich lyc thay ddi/cai chinh/bd sung
thong tin ho tich (trudng hop yéu ciu cip ban sao Trich luc thay doi/cai chinh/bo
sung thong tin h tich).

Phi, 1€ phi:

- Mic 18 phi cu thé do Hoi ddng nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

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

- Phi cép ban sao Trich luc ding ky thay doi/cai chinh/bd sung thdng tin ho
tich (néu 6 yéu cau) thuc hién theo quy dinh tai Thong tu sb 281/2016/TT-BTC
ngay 14/11/2016 caa B Tai chinh.

Mau don, mau to khai:

+ To khai dang ky thay dbi, cai chinh, b6 sung théng tin ho tich, xac dinh lai

dan toc (néu nop hd so theo hinh thuc truc tiép);
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+ Biéu mau dién tir twong tac thyuc hién dang ky thay doi, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan téc (néu ndp hé so theo hinh thic truc tuyén).

Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

+ Viéc thay ddi ho, chit dém, tén cho nguoi dudi 18 tudi phai co su déng y
cua cha, me nguoi do va dugc thé hién rd trong To khai; ddi véi nguoi tu da 9
tudi trd 1én thi con phai co su dong ¥ ctia ngudi do.

+ Viéc cai chinh ho tich chi dugc giai quyét sau khi c6 du can ci dé xac
dinh c6 sai sot do 16 ctia cong chirc 1am cong tac ho tich hodc ctia ngudi yéu cau
dang ky ho tich; khong cai chinh ndi dung trén gidy to ho tich da duoc cap hop 16
nham hop thirc hoa thong tin trén ho so, gidy to ca nhan khac.

+ Gidy to ho tich quy dinh di cip cho ca nhéan theo quy dinh ctia phap luat
vé ho tich trudc ngay 01/01/2016 (ngay Luat Ho tich ¢ hiéu luc) c6 gia tri st
dung ma khong phai b sung thong tin ho tich con thiéu so véi biéu mau hé tich
hién hanh.

+ Gidy to ho tich dugc cip hop 1¢ ké tir ngay 01/01/2016 ma théng tin hod
tich con thiéu thi dugc bd sung, néu ¢6 giéy to, tai lieu do co quan, td chirc ¢6
tham quyén cap hop 1¢ chimg minh.

Yéu cau ghi bo sung qudc tich Viét Nam chi thuc hién d6i véi gidy to hd
tich dugc cap ké tir ngay 01/01/2016, sau khi da xac dinh nguoi yéu cau dang c6
quéc tich Viét Nam theo quy dinh cua Luat Quéc tich Viét Nam.

Can cw phap ly:

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phi quy dinh vé
Co so dix liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh pha sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khau, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Thong tu s& 04/2020/TT-BTP ngay 28/5/2020 cia Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mét sé diéu cua Luat Ho tich va Nghi dinh s6
123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot sé diéu va
bién phép thi hanh Luat Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo truéng Bo Tu
phap quy dinh chi tiét mot sé diéu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo trusng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan Iy va str dung phi khai théc, sir dung
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thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo trusng Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi ddng nhan dan
tinh, thanh phd truc thude Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta ddi, b sung mot sé diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chi: Phdn chiz in nghiéng la ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY VIEC THAY POI, CAl CHINH,
BO SUNG THONG TIN HQ TICH, XAC PINH LAI DAN TQC

KINN QU Q) oo

Ho, Chit dém, tN NEUOT YU CAU ....ovocveeeeeeeceeeeeeeeeeeees et se s
NOT CU T @) ettt ettt ettt e ettt e s s s s et et et en st et et en s s,
GIAY tO TUY thAN: @) Lottt ettt n et en et
Quan hé véi ngudi duoc thay ddi, cai chinh, xac dinh lai dan toc, bo sung thong tin ho tich:.........
Pé nghi co' quan dAng KY VIEC ) ..ot e,
cho nguoi cé tén dudi day:

HO, Chlt @M, T8N oottt e b et e et e ereenbeeneenneenns
Ngay, thang, NAM SINN: ......ooiiiiii e b e re e e e neennnas
GiGi tinh:..oceeeeen DAN TOC . vvveeeeeeeeeeeee e eeeeeeeeee e e eee e, QUABC tHCH: oo,
NOT CU T B) ottt ettt s et en sttt en et
GIAY 1O Y thAN G) Lttt
DAFANZ KT ©) oottt

L TSROSO
ngay......... thang ......... nam .......... Y QUYEBN SO:..oveeeeeeeeeeveve e svevssensen e
NI (8T T OO
Yo [0TSR

T6i cam doan nhiing noi dung khai trén day 13 ding su that va chiu trach nhiém truéc phap luat vé cam
doan cua minh.

Dé nghi cp ban sao®: C6 H] Khéng [ s6 luong:........... ban®
Lam tai: oo , NQay ... thang ........ nam .......
Nguoi yéu cau
(Ky, ghi r6 ho, chiz dém, tén)
Y kién cia nguoi duoc thay déi ho, chit dém, tén Y kién cua cha va me (néu thay doi ho, chir
(néu ngudi do tir du 9 tudi tré 16n); xac dinh lai dém, tén cho nguoi dudi 18 tudi)

dan toc (néu ngudi d6 tir du 15 tudi dén dudi 18
tudi)
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Chd thich:

@) Ghi 5 tén co quan dang ky viéc thay doi, cai chinh, bo sung thong tin ho tich, xac dinh
lai dan toc.

@ Ghi theo noi dang ky thudng tra; néu khong ¢ noi dang ky thudng tra thi ghi theo noi
dang 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.

® Ghi thong tin vé gidy to tiy than, ghi ro sd, co quan cip, ngdy (;ép ho chiéu, chirng minh
nhan déan hodc gidy to hop 1¢ thay thé (V7 dy: Chimg minh nhén dan s6 001089123 do Céng an
thanh pho Ha Noi cap ngay 20/10/2004).

“) Ghi rd noi dung loai viéc dé nghi dang ky.

q Vi du: thay doi ho, tén/ cai chinh phan khai vé chir dém ctia ngudi me/ xéc dinh lai dan toc/
bd sung phan khai vé nam sinh ctia nguoi cha.

®) Ghi 16 loai viéc ho tich da dang ky trude day c6 lién quan.

Vi dy: DA dang ky khai sinh tai UBND xa Ha Hoi, huyén Thuong Tin, thanh pho Ha Noi
ngay 05 thang 01 nam 2015, s6 10 quyén so 01/2015.

©) Ghi 16 n6i dung thay ddi, cai chinh ho tich, bd sung thong ho tich, xac dinh lai dan toc

Vi du: - Pugc thay dbi ho tir Nguyén Van Nam thanh Vi Van Nam.

- Puogc cai chinh nam sinh tir 1975 thanh 1976
(M Pé nghi danh diu X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong.
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16. Thi tuc cap Gidy xac nhan tinh trang hdn nhan

Trinh tw thuc hién:

- Néu lya chon hinh thtrc nop hd so truc tiép, ngudi ¢6 yéu cau cap Gidy xac
nhan tinh trang hén nhan ndp hd so yéu cau cap Giay xac nhan tinh trang hdn nhan
tai B6 phan mot cira cia UBND cap xa c6 tham quyén; nop 1é phi néu thudc truong
hop phai nop 18 phi cap Gidy xac nhan tinh trang hén nhan.

- Néu Iwa chon hinh thirc ndp hd so truc tuyén, ngudi 6 yéu cau cap Gidy
x&c nhan tinh trang hén nhan truy cap Céng dich vu ¢éng quéc gia hoic Cong dich
vu cdng cap tinh, ding ky tai khoan (néu chua c6 tai khoan), x4c thuc ngudi dung
theo huéng dan, dang nhap vao hé thong, xac dinh dang Uy ban nhan dan cap xa
c6 tham quyén.

Ngudi c6 yéu cau cap Gidy xac nhan tinh trang hon nhén truc tuyén cung
cap thong tin theo biéu mau dién tir tuong tac cap Giay xac nhan tinh trang hon
nhan (cung cap trén Cong dich vu c¢dng), dinh kém ban chup hoic ban sao dién tu
cac gidy to, tai liéu theo quy dinh; nop phi, 18 phi théng qua chic ning thanh toan
truc tuyén hodc bang cach thirc khac theo quy dinh phép luat, hoan tat viéc nop
hd so.

- Cén b tiép nhan hé so tai Bo phan mat cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Truong hop ho so day di, hop Ié thi tiép nhan ho so; ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thic nop hd so truc tuyén); chuyén hd so dé cong chirc 1am cong
tac ho tich xu ly.

Sau khi tiép nhan hd so theo hinh thtrc ndp truc tiép, can b tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé théng thong tin, co sé 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 hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai buéc (i);

(iii) Néu nguoi co yéu cau cap Giay xac nhan tinh trang hén nhan khong bo
sung, hoan thién duoc hd so thi bao cdo Truéng bd phan tiép nhan hd so c6 van
ban tir chdi giai quyét yéu cau cap Gidy xéac nhan tinh trang hdn nhan.

- Cong chire tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 16
cua cac théng tin trong ho so, gidy to, tai liéu dinh kém).

+ Truong hop hd so can bo sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot ctra dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngay tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

* Truong hop ngudi Yéu cau x4c nhan tinh trang hon nhan di timg dang ky
thuong trd tai nhiéu noi khac nhau thi ngudi d6 6 trach nhiém ching minh vé
tinh trang hén nhan ctia minh. Trudng hop ngudi yéu cau khdng ching minh duoc
thi céng chuc tu phap - ho tich béo cao Chi tich Uy ban nhan dan cap xa ¢ van
ban dé& nghi Uy ban nhan dan cap xa noi nguoi d6 da timg dang ky thuong trd
tién hanh kiém tra, xac minh vé tinh trang hén nhan cta ngudi do.

Sau khi nhan dugc vin ban dé nghi, Uy ban nhan dan cap xa duoc yéu cau,
tién hanh kiém tra, x4c minh va tra 1i bang van ban vé tinh trang hén nhan trong
thoi gian thuong trd tai dia phuong ciia ngudi ¢6 yéu cau.

Néu két qua kiém tra, x4c minh cho thay nguoi yéu cau co du diéu kién, viéc
cap Gidy xac nhan tinh trang hdn nhan 1a phti hop quy dinh phap luat hoic sau thoi
han 20 ngay ké tir ngay giri van ban yéu cau xac minh ma khéng nhan dugc vin ban
tra 101 thi cho phép ngudi yéu cau cap Giay xac nhan tinh trang hén nhan c6 van ban
cam doan vé tinh trang hén nhan caa minh.

* Truong hop ngudi yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé
két hén ma khdng nop lai dugc Gidy xac nhan tinh trang hén nhan da dugc cap
trude day, thi ngudi yéu cau phai trinh bay rd Iy do khéng nop lai duoc Gidy xéac
nhan tinh trang hdn nhan. Trong thoi han 03 ngay lam viéc ké tir ngay tiép nhan
hd so, co quan ding ky ho tich ¢6 vin ban trao d6i véi noi dy dinh dang ky két
hén trude day dé xac minh. Truong hop khong xac minh dugc hoac khéng nhan
duoc két qua xac minh thi co quan ding ky ho tich cho phép nguoi yéu cau lap
van ban cam doan vé tinh trang hon nhan.

- Truong hop tiép nhan ho so cap Gidy xac nhan tinh trang hén nhan theo
hinh thtc truc tiép, sau khi hoan tat tha tuc thi céng chic tu phap - ho tich cap nhat
théng tin xac nhan tinh trang hon nhan va luu chinh thac trén Phan mém dang ky,
quan ly ho tich dién tir dung chung.

Truong hop tiép nhan ho so xac nhan tinh trang hén nhan theo hinh thic truc
tuyén, cong chic tu phéap - ho tich giri lai biéu mau Gidy xac nhan tinh trang hén
nhan dién tir véi thong tin day di cho ngudi yéu cau qua thu dién tir hozc thiét bi sb.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du ciia cac théng
tin trén biéu miu Gidy xé&c nhan tinh trang hon nhan dién tir va xac nhan (téi da
mot ngay).
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Néu nguoi c6 yéu cau xac nhan thong tin da thong nhét, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chirc tu phap - ho tich cap nhat théng
tin xac nhan tinh trang hén nhan va luu chinh thic trén Phan mém ding ky, quan
ly ho tich dién tir dung chung.

- Cong chic tu phéap - ho tich in Gidy xac nhan tinh trang hén nhan, trinh Lanh
dao UBND ky, chuyén téi B phan mot cira dé tra két qua cho ngudi ¢d yéu cau.

- Ngudi ¢6 yéu cau cap Gidy xac nhan tinh trang hén nhan kiém tra thong tin
trén Gidy xac nhan tinh trang hén nhan, nhan Gidy xac nhan tinh trang hdn nhan.

Céch thire thye hién:

Nguoi cd yéu cau cip Gidy xac nhan tinh trang hén nhan truc tiép thuc
hién hodc uy quyén cho nguoit khéac thyc hién ndp hd so truc tiép tai BO phan mot
ctra cia UBND cép x4 hodc gti hd so qua hé thdng buu chinh hoic ndp hé so truc
tuyén trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hodc Cong dich
vu cong cap tinh (https://dichvucong.---.gov.vn).

Thanh phan ho so:

- To khai cip Gidy xac nhan tinh trang hdn nhan (néu ngudi c6 yéu cau lya
chon ndp hod so theo hinh thic tryuc tiép);

- Biéu mau dién tir twong tac cap Gidy xac nhan tinh trang hén nhan (do
ngudi yéu cau cung cap thong tin theo huéng dan trén Cong dich vu ¢éng néu ngudi
c6 y&u cau lya chon ndp hd so theo hinh thic truc tuyén).

- Ngudi €6 yéu cau cap Gidy xac nhan tinh trang hon nhan thuc hién viéc
ndp/xuat trinh (theo hinh thuc tryc tiép) hoac tai Ién (theo hinh thire truc tuyén)
CaC gidy to sau:

* Gidy to phdi ngp:

- Trudng hop ngudi yéu cau cap Gidy xac nhén tinh trang hén nhan di c6
vo hodc chong nhung da ly hon hodc ngudi vo/chong di chét thi phai xuat trinh
(ban chinh) hodc ndp ban sao gidy to hop 1& dé ching minh;

- Cong dan Viét Nam da ly hon, hity viéc két hon & nudc ngoai thi phai nop
ban sao Trich luc ghi cht ly hon.

- Truong hop ca nhan yéu cau cap lai Gidy xac nhédn tinh trang hén nhan
dé sir dung vao muc dich khac hodc do Gidy x4c nhdn tinh trang hon nhan d3 hét
thoi han st dung theo quy dinh thi phai ndp lai Giéy xac nhan tinh trang hon nhan
da duoc cap trude do.

- Vian ban uy quyén theo quy dinh ctia phap luat trong trudng hop ty quyén
thuc hién viéc cép Giéy xac nhan tinh trang hon nhan. Truong hop nguoi duoc
uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguodi uy
quyén thi vin ban ty quyén khong phai chimg thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chiing minh nhan dan hoic Thé can cude céng dan hoic
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gid tri st dung dé ching minh vé nhén than cua ngudi c6 yéu cau cap Giay
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x&c nhan tinh trang hén nhan. Truong hop céc théng tin c& nhan trong cac giy
to nay di c6 trong CSDLQGVDC, CSDLHTPDT, dugc hé thdng dién ty dong thi
khong phai tai 1&n (theo hinh thic truc tuyén);

- Gidy to ¢6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan ddng ky h¢ tich khdng thé khai thac durgc thdng tin vé noi cur trii ciia cong
ddn theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop céc thdng tin
Vé gidy to chieng minh noi cuw trii da dwoc khai thac tir Co sé diz liéu quac gia
Vé dan cu bang cdc phirong thire ndy thi nguoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thc tryc tiép) hodc tdi 18n (theo hinh thic tryc tuyén).

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

*Luwuy

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung
vao muc dich két hén thi co quan ding ky ho tich chi cdp 01 ban cho ngudi
yéu cau.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung
vao muc dich khac, khong phai dé dang ky két hon thi trong Gidy xac nhan tinh
trang hon nhan phai ghi ré muc dich sir dung, sb luong Gidy xac nhan tinh trang
hén nhan dugc cap theo yéu cau.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé két hon
véi nguoi ciing gioi tinh hoac két hon véi ngudi nude ngoai tai Co quan dai dién
nudc ngoai tai Viét Nam thi co quan diang ky ho tich tir chéi giai quyét.

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong h so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hoac ban sao duoc cép tr s6 géc hodc ban chup kem theo ban chinh giéy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
t& thi nguoi tiép nhan ¢ trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di diang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, ¢ hd so dang ky ho tich
theo quy dinh ciia phap luat ho tich, khong duoc yéu cau ngudi dang ky ho tich
ndp thém gidy to ma phéap luat ho tich khong quy dinh phai nop.

- Pdi voi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thir
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cip Gidy xac nhan tinh trang hén
nhan truc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1 ban chyp bang
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may anh, dién thoai hoic duoc chup, dugc quét bang thiét bj dién i, tir gidy to duge
cap hop 18, con gia tri st dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hod so cip Gidy x4c nhan
tinh trang hén nhan truc tuyén d co ban sao dién tir hodc di c6 ban dién tir gidy to
ho tich thi nguoi yéu cau duoc str dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua, ngudi c6 yéu cau cap Gidy
x&c nhan tinh trang hon nhan xuét trinh gidy to tuy than, nop céc gidy to 1a thanh
phan hd so cip Gidy xac nhan tinh trang hén nhan theo quy dinh phap luat ho tich.

- Giay to do co quan ¢ tham quyén ctia nudc ngoai cap, cong ching hoic
xac nhan dé st dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phép
hoa 1anh s theo quy dinh cta phap luat, trir truong hop duge mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop nguoi yéu cau cip Gidy xac nhan tinh trang hon nhan khong
cung cap dugc gidy to néu trén theo quy dinh hoic gidy td ndp, xuét trinh bi tay
X0a, sira chita, 1am gia thi co quan dang ky ho tich c6 tham quyén hity bo két qua
xac nhan tinh trang hon nhan.

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

Co quan dang ky ho tich tir chdi giai quyét hoiic dé nghi co quan c6 tham quyén
hay bo két qua dang ky ho tich, néu ¢ co s& xac dinh noi dung cam doan khong
dang su that.

S6 lwgng ho so: 01 bo

Thoi han giai quyét: 03 ngay lam viéc; trudng hop phai xac minh thi thoi
han giai quyét khong qua 23 ngay.

Poi twgng thue hién thii tuc hanh chinh: Ca nhan

Co quan thgc hién tha tuc hanh chinh:

- Uy ban nhan dén cap xa noi ngudi yéu cau cap Gidy xac nhén tinh trang
hon nhan thuong tri.

- Trudng hop ngudi yéu cau cip Gidy xac nhan tinh trang hon nhan khong
c6 noi thudng tri nhung c6 dang ky tam tra theo quy dinh cua phap luat vé cu tr
thi ny ban nhan dan cép xa noi tam tra thuc hién viée cép Giéy xac nhan tinh
trang hon nhan.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan cap
x4 noi thuong tri trude ddy ctua nguoi yéu cau cap Gidy xac nhan tinh trang hon
nhan (truong hop ngudi yéu cau di thuong tri & nhiéu noi khac nhau), Uy ban
nhan dan noi dy dinh dang ky két hon trude day.

Két qua thye hién thi tuc hanh chinh: Gidy x4c nhan tinh trang hon nhan
(ban chinh).

Lé phi:
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- Muc Ié phi cu thé do Hbi ¢ong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién 1& phi cho ngudi thudc gia dinh c6 cong véi cach mang; nguoi thudc
ho nghéo; ngudi khuyét tat.

Mau don, mau to khai:

+ To khai cap Gidy x&c nhan tinh trang hdn nhan theo mau (néu nop hd so
theo hinh thic tryuc tiép);

+ Biéu mau dién tir twong tac cAp Gidy xac nhan tinh trang hén nhan (néu
nop hd so theo hinh thic truc tuyén).

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

Truong hop yéu cau xac nhén tinh trang hén nhan nham muc dich két hon
thi ngudi yéu cau phai dap ung di diéu kién két hon:

- Nam tir du 20 tudi tr 1én, nit tir dt 18 tudi trd 1én;

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

- Khong bi mét nang luc hanh vi dan sy;

- Viéc két hon khong thudc mot trong cac trudng hop cim két hon, gom:

+ Két hon gia tao, ly hon gia tao;

+ T4o hon, cudng €p két hon, Itra dbi két hén, can trd két hon;

+ Nguoi dang c6 v, co chong ma két hon véi ngudi khac hodc chua co
v, chua c6 chong ma két hon véi ngudi dang c6 chong, ¢o vo;

+ Két hon giita nhitng ngudi cing dong mau vé truc hé; giita nhitng ngudi
c6 ho trong pham vi ba do1; gitta cha, me¢ nudi vai con nudi; gitta ngudi da tung
la cha, me nu6i v&i con nuoi, cha chéng voi con dau, me vo véi con ré, cha duong
vGi con riéng cua vQ, me ké véi con riéng cua chéng.

- Nha nude khong thira nhan hon nhan gitra nhitng nguoi cung gidi tinh.

Truong hop yéu cau cip Gidy xac nhan tinh trang hon nhan dé st dung vao
muc dich khéac, khong phai dé ding ky két hon, thi ngudi yéu cau khong phai dap
g diéu kién két hon.

Cin cit phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Hé tich;

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

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

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

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B truong Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cia Bo truéng Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1a nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh sta ddi, bé sung mot sé diéu cia Thong tu sé 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chd: Phan chiz in nghiéng 1a ngi dung siza déi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KINN QU .o

Ho, Chir dém, t&Nn NGUOT YEU CAUS ....ovovevececeeeeeeeee ettt
NOT CU T @) ottt ettt e ettt ettt se st ettt esere s s s e,
GIAY T LY thAN: @) Lottt
Quan hé véi ngudi dugc cap Giay xac nhan tinh trang hon Nhan: ..........cccc.eeeveveveevenienenen,
Pé nghi cap Giay xac nhan tinh trang hén nhin cho nguoi cé tén dudi day:

Ho, Chilt d@m, T8N ittt a e ae e ree e
Ngay, thang, Na8m SINN: ..o
Gigitinh: ................... Dantoc: ...........cciiiiiiie, QUAC HICN: e,
J L7 TR 4L TR
GIAY T LY thAN: @) Lottt
TINh trang hoN NNAN: @)oottt
Muc dich st dung Gidy x&c nhan tinh trang hon Nhan: © ............cccovvvivieeeeeeeeeeeeee

T61 cam doan nhiing ndi dung khai trén day la ding su that va chiu trach nhiém trude phap
luat vé cam doan cta minh.

Ngudi yéu cau
(Ky, ghi r6 ho, chir dém, tén)
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Chd thich:

@) Ghi 6 tén co quan cap gidy XNTTHN.

@ Truong hop cong dan Viét Nam cu tri trong nudc thi ghi theo noi dang ky thuong trd, néu khong ¢ noi
dang ky thuong tra thi ghi theo noi dang ky tam trd.

Truong hgp cong dan Viét Nam cu tra & nudc ngoai thi ghi theo noi thuong tri hodc tam tra ¢ nudce
ngoai.

@) Ghi thong tin vé gidy to tily than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop Ié thay thé (vi
du: Chang minh nhan dan sé 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

@ Pdi véi cong dan Viét Nam cu tri ¢ trong nudc thi ghi 16 tinh trang hon nhan hién tai: dang c¢6 vo hodc
¢6 chong; hodc chua ding ky két hon voi ai; hodc di dang ky két hon/dd ¢6 vo hodc chong, nhung da ly hon
hodc ngudi kia da chét.

D4i voi ngudi dang co volchdng yéu cau xac nhan tinh trang hon nhan trong thoi gian trude khi dang ky két
hdn thi ghi: Trong thoi gian tir ngay. ..thang. ...ndm....dén ngdy....thang.....nam....chua dang ky két hon vai ai;
hién tai dang c6 vo/chdng 1a ba/dng. .. (Gidy ching nhan két hén s ..., do ... cAp ngay...thang...nam).

Déi véi cong dan Viét Nam cu tra & nudc ngodi cd yéu cau xac nhan tinh trang hdn nhan trong thoi gian
cu tra tai Viét Nam truéc khi xuat canh; ngudi dd qua nhidu noi thuong trii khac nhau dé nghi xac nhan tinh
trang hén nhan tai noi thuong tra trude day thi khai vé tinh trang hén nhan caa minh trong thoi gian da thuong
trd tai noi d6 (Vi du: Khong dang ky két hon véi ai trong thoi gian cur tri tai .....eeeeeveeveereeeceeseeseeesieniens , tr
ngay...... thang ..... nam ......... dén ngay ........ thang ....... nam ........ ).

Déi vai cong dan Viét Nam dang cur trii & nuwdc ngoai, cd yéu cau xac nhan tinh trang hén nhan trong thoi
gian cu trii & nuwdc ngoai, thi khai vé tinh trang hdn nhan ciia minh trong thoi gian cu tra tai nude d6 (Vi du:
trong thoi gian cu tra tai CHLB Buc tir ngay ....... thang ..... nam ....... dén ngay ........ thang ....... nam........ khong
dang ky két hon véi ai tai Dai st quan Viét Nam tai CHLB Dc).

®) Ghi rd muc dich str dung Gidy xac nhan tinh trang hon nhan. Truong hop st dung Gidy xac nhan tinh
trang hon nhan dé két hon, thi phai ghi rd két hon vai ai (ho, chit dém, tén; ngay, thang, nam sinh; quéc tich;
gidy to tiy than; noi cu tr); noi dy dinh ding ky két hon.
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17. Thi tuc dang ky lai khai sinh

Trinh tw thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi c6 yéu cau dang ky lai
khai sinh nop hd so ding ky lai khai sinh tai B phan mét cira caa UBND cép x&
c6 tham quyén; nop 1& phi néu thudc truong hop phai ndp 18 phi dang ky lai khai
sinh; nop phi cap ban sao Gidy khai sinh néu c6 y&u cau cap ban sao Giy khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi ¢6 yéu cau dang ky
lai khai sinh truy cap Céng dich vu cdng qudc gia hodc Cong dich vu cong cap
tinh, dang ky tai khoan (néu chwa c6 tai khoan), xac thuc ngudi dung theo hudng
dan, dang nhap vao hé thong, xac dinh dung Uy ban nhan dan cap xa co
tham quyén.

Ngudi ¢6 yéu cau dang ky lai khai sinh truc tuyén cung cap thong tin theo
biéu mau dién tr tuong tac dang ky lai khai sinh (cung cip trén Cong dich vu
cong), dinh kém ban chup hoac ban sao dién tir cac gidy to, tai liéu theo quy dinh;
nop phi, 18 phi thdng qua chirc ning thanh toan truc tuyén hoic bang cach thic
khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hé so tai Bo phan mat cira ¢é trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop ho so day da, hop 1é thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic ndp hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop ho so truc tuyén), dong thoi chuyén ho so dé cong chirc
lam cbng tac ho tich xur ly.

Sau khi tiép nhan hd so theo hinh thtc ndp truc tiép, can b tiép nhan hd
so tai Bo phan mot cira thuc hién s6 hda (sao chup, chuyén thanh tai licu dién tu
trén hé théng thong tin, co sé dit liéu) va ky sb vao tai liéu, ho so giai quyét thi
tuc hanh chinh da duoc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi ho so duoc bo sung, thuc hién lai buéc (i);

(iii) Néu nguoi ¢ yéu cau dang ky lai khai sinh khéng bo sung, hoan thién
duoc hd so thi bao cao Truong b phan tiép nhan hd so c6 van ban tir chéi giai
quyét yéu cau dang ky lai khai sinh.

- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 1é
cuia cac thoéng tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc
dinh kem),

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng béo vé tinh trang hé so téi Bo phan mot ctra dé
thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);
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+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguy@n nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
gui Phiéu xin 13i va hen lai ngy tra két qua qua thu dién tir hogc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thire nop hd so truc tuyén).

Truong hop viéc ding ky lai khai sinh duoc thyuc hién tai Uy ban nhan dan
cap x& khong phai noi dang ky khai sinh trudc day thi cong chirc tu phéap - ho tich
bao cao Chu tich Uy ban nhan dan cap x& c6 van ban dé nghi Uy ban nhan dan
cap x4 noi dang ky khai sinh trudc day kiém tra, xa¢ minh vé viéc luu giit s6 h tich.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan déan noi da dang ky khai
sinh trudc day tién hanh kiém tra, xac minh va tra 15i bang van ban vé viéc con
luru giir hodc khong luu giir dugc sé ho tich.

Truong hop gidy to cuia ngudi yéu cau dang ky lai khai sinh khdng cé théng
tin ching minh quan hé cha, me, con thi co quan dang ky ho tich ¢6 vin ban dé
nghi co quan cong an ¢ tham quyeén xac minh. Truong hop co quan cong an tra
l6i khong c6 thong tin thi co quan diang ky ho tich cho ngudi yéu cau ding ky lai
khai sinh 1ap van ban cam doan vé thdng tin cua cha, me va xac dinh noi dung
khai sinh theo van ban cam doan.

Sau khi nhan dugc két qua xac minh vé viéc khong con luu giit duge S6
ho tich tai noi da dang ky khai sinh hoic sau thoi han 20 ngay ké tir ngay gui van
ban yéu cau xac minh ma khong nhan dugc van ban tra 1oi, néu thay viéc ding
ky lai khai sinh chinh xac, dung quy dinh phap luat, hd so day du, hop 18, dung
quy dinh, truong hop tiép nhan ho so dang ky lai khai sinh theo hinh thic truc tiép,
thi céng churc tu phap - ho tich thuc hién viéc ghi vao So6 dang ky khai sinh, cap nhat
thong tin ddng ky lai khai sinh va luu chinh thic trén Phan mém ding ky, quan ly
ho tich dién tir dung chung.

Trudng hop tiép nhan hd so ding ky lai khai sinh theo hinh thuc truc tuyén,
cdng chic tu phéap - ho tich gui lai biéu mau Giay khai sinh dién tir véi thong tin
day du cho ngudi yéu cau qua thu dién tir hozc thiét bi sb.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du ciia cac théng
tin trén biéu mau Gidy khai sinh dién tir va xac nhan (tdi da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan héi sau thoi han yéu cau thi cdng chac tu phap - ho tich thyc hién viéc
ghi noi dung vao So diang ky khai sinh, cap nhat thong tin ding ky lai khai sinh va
Iwu chinh thuc trén Phan mém dang ky, quan Iy ho tich dién tr ding chung.

- COng chirc tu phép - ho tich in Giy khai sinh, trinh Lanh dao UBND ky,
chuyén téi Bo phan mot cira dé tra két qua cho ngudi ¢ yéu cau.
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- Nguoi ¢6 yéu cau dang ky lai khai sinh kiém tra thong tin trén Gidy khai
sinh, trong S6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay
khai sinh.

Cach thirc thuc hién:

Ngudi co yéu cau dang ky lai khai sinh truc tiép thuc hién hoic uy quyén
cho nguoi khac thyc hién viéc dang ky lai khai sinh tai B phan mét cua cua
UBND cip x4 hoc giri hd 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 cap
tinh (https://dichvucong.---.gov.vn).

Thanh phan hé so

- To khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan ctia ngudi yéu
cau Ve viéc da ndp du cac gidy to hién co (néu nguoi ¢ yéu cau lya chon nop hd so
theo hinh thuc truc tiép):

- Biéu mau dién tir tuong tac dang ky lai khai sinh, trong d6 c6 cam doan
cac théng tin cung cap 1a ding sy that, khdng con ban chinh Giay khai sinh, da
nop di cac gidy to hién cd va chiju hoan toan trach nhiém trudc phap luat vé noi
dung cam doan ctia minh (do nguoi yu cau cung cap thong tin theo huéng dan trén
Cong dich vu cong néu ngudi cd yéu cau lua chon nop hd so theo hinh thuc
truc tuyén).

- Nguoi ¢6 yéu cau ding Ky lai khai sinh thue hién viée nop/xuét trinh (theo
hinh thire tryc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao toan bd ho so, gidy to ciia ngudi yéu cau hodc ho so, gidy to, tai
liéu khac trong d6 c6 thong tin lién quan dén nodi dung khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan c6 thim quyén caa Viét Nam cip hop
1€ (ban sao dugc ching thyc tir ban chinh, ban sao duogc cép tr SO dang ky khai
sinh); Ban chinh hoic ban sao gidy t& co gid tri thay thé Gidy khai sinh dugc cap

trudc nam 1945 ¢ mién Béc va trude naim 1975 & mién Nam.

+ Truong hop ngueoi yéu cau khéng cé gidy to néu trén thi phdi nép ban
sao gidy to do co quan, t6 chirc ¢ tham quyén ciia Viét Nam cdp hop 1é nhu:
Gidy chirng minh nhdn dan, Thé can cwéc cong dan hodc Hé chiéu; gidy to chitng
minh vé noi cu trii; Bang tot nghiép, Gidy chitng nhdn, Chimng chi, Hoc ba, ho so
hoc tdp do co quan cé tham quyén cdp hodc xdc nhdn; gidy to khdc c6 théng tin
vé ho, chir dém, tén, ngay, thang, nam sinh cua ca nhan.

Nguoi yéu cau diang ky khai sinh c6 trach nhiém ndp ddy du ban sao céac
gidy to néu trén (néu cd) va phai cam doan di ndp du cac gidy to minh co; chiu
trach nhi€ém, hé qua cta viéc cam doan khong dling sy that.

- Truong hop ngudi yéu cau dang ky lai khai sinh 13 can bo, cong chiic,
vién chtrc, ngudi dang cong tac trong luc lugng vii trang thi phai c6 van ban xac
nhan cua Thi truéng co quan, don vi vé viéc nhing noi dung khai sinh ciia ngudi


https://dichvucong.gov.vn/
https://dichvucong.---.gov.vn)/
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do gém ho, chit d&€m, tén; gidi tinh; ngay, thang, nam sinh; dan toc; quéc tich;
qué quan; quan hé cha - con, me - con pht hop vé6i hd so do co quan, don vi dang
quan ly.

- Vin ban tuy quyén theo quy dinh ctia phap luét trong trudng hop ty quyén
thuc hién viéc dang ky lai khai sinh. Truong hop ngudi duge iy quyén 1a ong,
ba, cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi van ban uy
quyén khong phai chtng thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cp,
con gié tri st dung dé chimg minh vé nhan than ciia ngudi ¢6 yéu cau dang ky lai
khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTPT, duoc hé thong dién tu dong thi khong phai tai lén
(theo hinh thirc truc tuyén);

- Gidy to 6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan dang ky h¢ tich khdng thé khai thdc dwrgc thdng tin vé noi cu trii cia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh s¢
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hep cac thong tin
Vé gidy to chitng minh noi cw trii da dwroc khai thac tir Co sé dit lidu quéc gia
Vé dan cu bang cdc phwong thire ndy thi nguoi c6 yéu cau khéng phdi xudt trinh
(theo hinh thc tryc tiép) hodc tdi 18n (theo hinh thic tryc tuyén).

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

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi XUt
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhéan o trach nhiém kiém tra, d6i chiéu ban chup voi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhéan dung, du hd so dang ky ho tich
theo quy dinh ciia phap luat ho tich, khong duoc yéu cau ngudi dang ky ho tich
ndp thém giéy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Ban chup cac gidy to giri kém theo ho so dang ky lai khai sinh truc tuyén
phai bao dam rd nét, day du, toan ven vé ndi dung, 14 ban chup bang may anh, dién
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thoai hodc dugc chup, dugc quét br?mg thiét bi dién tur, tir giéy to duoc cép hop [¢,
con gia tri st dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ding ky lai khai sinh
truc tuyén da co6 ban sao dién tir hoac da co ban dién tir giéy to ho tich thi ngudi yéu
cau duoc sit dung ban dién tr nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao Giay
khai sinh), ngudi ¢ yéu cau dang ky lai khai sinh phai xuét trinh gidy to tuy than,
nop cac gidy to 1a thanh phan hd so dang ky lai khai sinh theo quy dinh phap luat
ho tich.

- Gidy td do co quan c6 thAm quyén ctia nudc ngoai cip, cong chimg hodc
xé4c nhan dé sir dung cho viéc dang ky h tich tai Viét Nam phai duoc hop phap
hoa 1anh su theo quy dinh cta phap luat, trir truong hop duge mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop nguoi cé yéu cau dang ky lai khai sinh khong cung cap dugc
gidy to néu trén theo quy dinh hodc gidy t& ndp, xuat trinh bi tiy x6a, sira chita,
lam gia thi co quan ding ky ho tich c6 thAm quyén hity bo két qua dang ky lai
khai sinh.

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

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co quan c6 thim quyén
hay bo két qua ding ky ho tich, néu c¢6 co so xac dinh ndi dung cam doan khong
dang su that.

S6 lrgng ho so: 01 bo

Thoi han giai quyét: 05 ngay 1am viéc. Truong hop phai c6 van ban xac
minh thi thoi han giai quyét khéng qua 25 ngay.

Poi twong thue hién thi tuc hanh chinh: Ca nhan

Co quan thye hién thii tuc hanh chinh: Uy ban nhan dan cp x4 noi da
dang ky khai sinh truéc day hodc Uy ban nhan dan cap x3 noi ngudi yéu cau diang
ky lai khai sinh thuong tri.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan cap
X3 noi ngudi yéu cau dang ky lai khai sinh di dang ky khai sinh truéc day trong
truong hop thyc hién dang ky lai khai sinh tai Uy ban nhan dan cap x4 noi thuong
trd; Co quan coéng an c6 thim quyén.

Két qua thuc hién tha tuc hanh chinh: Gidy khai sinh (ban chinh); ban
sao Gidy khai sinh (trudng hop yéu cau cap ban sao Giay khai sinh).

Phi, 1€ phi:

- Muc 1é phi cu thé do Hbi ¢ong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.
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- Mién 1¢& phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat,

- Phi cap ban sao Gidy khai sinh (néu c6 y&u cau) thuc hién theo quy dinh tai
Théng tu s 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh.

Mau don, mau to khai:

+ To khai dang ky lai khai sinh (néu nop hé so theo hinh thic truc tiép);

+ Biéu mau dién tir tvong tac dang ky lai khai sinh (néu nop hé so theo hinh
thirc truc tuyén).

Yéu ciu, diéu Kkién thwe hién thi tuc hanh chinh:

- Viéc khai sinh di duoc dang ky tai co quan ¢ thAm quyén ctia Viét Nam
trude ngay 01/01/2016 nhung Sé ding ky khai sinh va ban chinh Gidy khai sinh
déu bi mat.

- Nguoi ¢6 yéu cau con séng vao thoi diém tiép nhan ho so.

Cin ¢ phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc nép, xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé
123/2015/NB-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va
bién phap thi hanh Luat Ho tich;

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cua Bo truong Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co s& dit liéu ho
tich dién ttr, ddang ky ho tich truc tuyén;

- Théng tw s6 09/2022/TT-BTP ngay 30/12/2022 ciia B trieong B Tue phdp
bai bé mét sé ngi dung tai cac Thong tie trong linh viec tror gilp phap 1y, hé tich
do B¢ truong Bo Tur phap ban hanh;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua B¢ trusng Bo Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1 nguoi gbc Viét Nam, 1é phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truéng Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;
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- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, bé sung mot sé diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua B Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chi: Phdn chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI SINH
KINN QU D)

Ho, Chit dém, t8Nn NGUOT YEU CAU: ....ooveveeiceeeeeeeeeeie ettt s st

D 1 RVt SRR

Quan hé vai nguoi dugC Khai SINN: L.
Pé nghi co quan ding ky lai khai sinh cho ngudi c6 tén dudi diy:

HOQ, Chlt @M, TN .ot re e
Ngay, thang, nam sinh: ........c.ccccooevvieecienieeeee, ghi bANG CT: oo

(@ TN o U 1o ST SR
Ho, Chit dém, ten NEWOT ME: .......oiiiiiiiiiiiee e bbb
Nam sinh: @i, Dan toC:......cevvee. QUABC HICN: oo

Ho, chir dém, ten nguoi Cha: ..........c.oooviii e
Nam sinh: @ ..o, DAnN toC:.......ccovuvee. QUAC HICN: oo

Da dang ky khai Sinh tai: © ..o
Gidy khai sinh s6: D ... ,quyénsé ... NQay .../ .......... T
T6i cam doan nhitng ndi dung khai trén day 1a ding su that va da ndp du cac gidy to hién co.
T6i chiu trach nhiém trudc phép luat vé viéc cam doan caa minh,
Lamtai: ........................ , NQAY ........... thang ......... nam ............
Ngudi yéu cau
(K, ghi 8 ho, chiz dém, tén)

D’é nghl Cép bém sao(B)Z Cé D’ Khﬁng D ............................
SO lugng:....... ban
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Chd thich:

(1) Ghi rd tén co quan ding ky lai khai sinh

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

) Ghi thong tin vé gidy to tly than cua ngudi di dang ky, ghi 15 s6, co quan cip, ngay
cap ho chieu, chirng minh nhan dan hoac giay to hop 1€ thay the (Vi du: Ching minh nhan dan
s0 001089123 do Cong an thanh pho Ha Noi cap ngay 20/10/2004).

™ Truong hop sinh tai co so'y té thi ghi rd tén co sg'y té va dia chi co s y té do; trudng
hop sinh ra ngoai co s¢'y t€ thi ghi dia danh cua 03 cap hanh chinh (xa, huyén, tinh) noi sinh ra;
trrong hop khong 16 noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

) Ghi day du ngay, thang sinh caa cha, me (néu cd).

®) Ghi tén co quan da diang ky khai sinh trudc day.

() Chi khai trong truong hop biét rd.
® P¢ nghi danh ddu X vao 6 néu ¢ yéu cau cap ban sao va ghi rd sé luong.
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18. Thia tuc déing ky khai sinh cho nguoi di ¢6 hd so, gidy té ca nhan

Trinh tw thuc hién:

- Néu lya chon hinh thirc ndp hd so truc tiép, nguoi ¢d yéu cau dang ky khai
sinh nop hd so dang ky khai sinh tai Bo phan mot cira cua UBND cép x& c6 tham
quyén; nop & phi néu thudc truong hop phai ndp 1é phi ding ky khai sinh; nop phi
cap ban sao Gidy khai sinh néu c6 yéu cau cap ban sao Gidy khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
khai sinh truy cap Céng dich vu cong québc gia hodc Cong dich vu cdng cap tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Nguoi ¢ yéu cau dang ky khai sinh truc tuyén cung cap thdng tin theo biéu
mau dién tir tuong tac dang ky khai sinh (cung cap trén Cong dich vu cong), dinh
kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1&
phi thdng qua chitrc niang thanh toan truc tuyén hodc bang céach thac khéc theo
quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop ho so day di, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic ndp hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop ho so truc tuyén), dong thoi chuyén ho so dé cong chirc
lam cOng tac ho tich xu ly.

Sau khi tiép nhan hd so theo hinh thtc ndp truc tiép, can b tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai ligu dién tu
trén hé théng thong tin, co sé 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 hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
cd yéu cau bd sung, hoan thién. Sau khi hd so duoc bb sung, thuc hién lai budc (i);

(iii) Truong hop nguoi c6 yéu cau dang ky khai sinh khong bo sung, hoan
thién duoc hd so thi bao cdo Truéng bo phan mot ctra c6 théng béo tir chéi giai
quyét yéu cau diang ky khai sinh.

- Cong chiic tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 16
cuia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc
dinh kem),

+ Truong hop hd so can bo sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chdi thi gui thong béo vé tinh trang hé so téi Bo phan tiép nhan hd
so dé thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh lam ré hoic do nguyén nhan
khac ma khdng thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
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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 Bo phan mot cira dé tra cho nguoi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hogc giri tin nhian qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hé so truc tuyén).

Truong hop gidy to cua ngudi yéu cau diang ky khai sinh khong c6 théng
tin ching minh quan hé cha, me, con thi co quan diang ky ho tich ¢6 vin ban dé
nghi co quan cong an c¢6 tham quyén xac minh. Trudng hop co quan cong an tra
loi 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 thdng tin cua cha, me va xac dinh noi dung
khai sinh theo van ban cam doan.

+ Sau khi nhan duoc két qua xac minh hoac sau thoi han 20 ngay ké tir ngay
guri van ban yéu cau xac minh ma khong nhan dugc van ban tra 161, néu thay hd so
day du, hop 1¢, ding quy dinh, truong hop tiép nhan hé so ding ky khai sinh theo
hinh thtc truc tiép, thi cdng chic tu phap - ho tich thuc hién viéc ghi vao S6 dang
ky khai sinh, cap nhat thong tin dang ky khai sinh va luu chinh thirc trén Phan mém
dang ky, quan ly h¢ tich dién tir dung chung.

Trudng hop tiép nhan ho so diang ky khai sinh theo hinh thuc truc tuyén, cong
chirc tu phap - ho tich gui lai biéu mau Gidy khai sinh dién tir véi thong tin day da
cho ngudi yéu cau qua thu dién tir hoac thiét bi so.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Gidy khai sinh dién tir va xac nhan (toi da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thdng nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi cdng chie tu phap - ho tich thuc hién viéc
ghi noi dung vao So ding ky khai sinh, cap nhat thong tin ding ky khai sinh va luu
chinh thtc trén Phan mém dang ky, quan ly ho tich dién tir ding chung.

- Cong chiic tu phap - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky,
chuyén t6i Bo phan mot cira dé tra két qua cho ngudi ¢ yau cau.

- Ngudi ¢6 yéu cau dang ky khai sinh kiém tra thong tin trén Giay khai sinh,
trong S6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay khai sinh.

Cach thirc thuc hién:

Nguoi co yéu cau dang ky khai sinh truc tiép thyc hién hodc iy quyén cho
nguoi khac thuc hién ndp ho so truc tiép tai BO phan mot cira cia UBND cép Xa
hodc giri hd so qua hé théng buu chinh hodc ndp hd so truc tuyén trén Cong dich vu
cong qudc gia (https://dichvucong.gov.vn) hoic Coéng dich vu cong cép tinh
(https://dichvucong.---.gov.vn).

Thanh phan hé so:

- To khai dang ky khai sinh theo mau (néu ngudi ¢6 yéu cau lya chon nop ho
so theo hinh thirc truc tuyén);
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- Biéu mau dién tir tuong tac dang ky khai sinh (do ngudi y&u cau cung cap
thong tin theo hudng dan trén Cong dich vu ¢6ng néu ngudi ¢d yéu cau lya chon nop
hd so theo hinh thic truc tuyén).

- Ngudi ¢6 yéu cau ding Ky khai sinh thue hién viéc ndp/xuat trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Vin ban cam doan cta ngudi yéu cau vé viée chua duge ding ky khai sinh.

- Bdn sao toan b ho so, gidy to ciia nguoi yéu cdau hodc hé so, gidy 10, tdi
liéu khdc trong d6 c6 théng tin lién quan dén néi dung khai sinh, gom: Gidy chirng
minh nhdn dan, Thé cin cwéc cong dan hodc Hé chiéu; gidy to chitng minh vé
noi cu trii; Bang tot nghiép, Gidy chieng nhdn, Chirng chi, Hoc ba, Hé so hoc tdp
do co quan cé tham quyén cdp hodc xdc nhdn; gidy to khdc cé théng tin vé ho,
chit dém, tén, ngay, thang, nam sinh cua ca nhan.

Nguoi yéu cau diang ky khai sinh ¢6 trach nhiém nop diy du ban sao céac
gidy to néu trén (néu c6) va phai cam doan da nop du cac gidy to minh c6; chiu
trach nhiém, hé qua cua viéc cam doan khong ding su that.

- Truong hop nguoi yéu cau ding ky khai sinh 13 can bd, cong chire, vién
chtrc, ngudi dang cong tac trong lyc lugng vii trang thi phai ¢6 van ban xac nhan
ctia Thu truéng co quan, don vi vé viéc nhimg ndi dung khai sinh ctia ngudi do
gém ho, chit dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quéc tich; qué
quan; quan hé cha - con, me - con pht hop véi hd so do co quan, don vi dang
quan ly.

- Van ban ty quyén theo quy dinh ctia phap luét trong truong hop ty quyén
thue hién viéc dang ky khai sinh. Truong hop ngudi duoc Gy quyén 1a 6ng, ba,
cha, me, con, vo, ché)ng, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy
quyén khong phai ching thuc.

* Gidy tor phdi xudt trinh:

- Ho6 chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cp,
con gia tri st dung dé ching minh vé nhan than cua nguoi c6 yéu cau dang ky
khai sinh. Truong hop cac thong tin ¢4 nhan trong cac gidy to nay da c6 trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién ty dong thi khong phai tai 1én
(theo hinh thtc truc tuyén);

- Giay to 6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan ddang ky h¢ tich khdng thé khai thdc dwoc thdng tin vé noi cu trii ciia cong
din theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghji dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop céc thdng tin
Vé gidy to chitng minh noi cw trii da dwoc khai thac tir Co s¢ dir liéu quac gia
Vé ddn cuw bang cdc phirong thire nay thi nguoi ¢ yéu cau khdng phdi xudt trinh
(theo hinh thic tryc tiép) hodc tdi 18n (theo hinh thic triec tuyén).
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Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao cO chiing thuc cac gidy to phai xuat trinh néu trén.

*Luuy

- Dbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuét
trinh, khong duoc yéu cau ndp ban sao hodc ban chup gidy t& do.

+ Ngudi yéu cau ding ky ho tich c6 thé nép ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir so gdc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan co trach nhiém kiém tra, di chiéu ban chup v6i ban chinh
va ky xdc nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khéng duoc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pdi voi gidy to giri kém theo néu nguoi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so diang ky khai sinh truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup br?lng may anh, dién thoai
hodc duogc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con gia
tr1 sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ding ky khai sinh truc
tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau
duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Giay khai sinh/ban sao Gidy
khai sinh), nguoi ¢6 yéu cau dang ky khai sinh phai xuat trinh gidy to tuy than, nop
cac gidy to 1a thanh phan ho so dang ky khai sinh theo quy dinh phap luét ho tich.

- Giay to do co quan ¢ tham quyén ctia nudc ngoai cap, cong ching hoic
xac nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phap
hoa 1anh s theo quy dinh cta phap luat, trir trudong hop dugce mién theo didu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky khai sinh khong cung cép dugc gidy
to néu trén theo quy dinh hodc giéy to ndp, xuét trinh bi téy x0a, stra chtra, lam
gia thi co quan ddng ky ho tich c6 tham quyén hity bo két qua dang ky khai sinh.

- Trudng hop cho phép ngudi yéu cau ding ky ho tich 1ap van ban cam doan
vé ndi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai thich rd
cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap 1y ctia viéc cam doan
khong ding sy that.
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4
AAAA A

Co quan dang ky ho tich tir chdi giai quyét hoic dé nghi co quan c6 thAm quyén
hay bo két qua ding ky ho tich, néu ¢6 co sé xac dinh noi dung cam doan khong
dang su that.

S6 lwong hd so: 01 bd

Thoi han giai quyét: 05 ngay 1am viéc. Truong hop phai c6 van ban xac
minh thi thoi han giai quyét khéng qua 25 ngay.

Péi twong thue hién tha tuc hanh chinh: C4 nhan

Co quan thye hién thi tuc hanh chinh: Uy ban nhan dan cip xi noi
ngudi yéu cau cu tra.

Co quan phoi hep: Co quan quan Iy CSDLQGVDC, Uy ban nhan dan cap
xd noi ngudi yéu cau dang ky khai sinh cu tra trude ddy; Co quan cong an cd
tham quyén.

Két qua thuc hién thi tuc hanh chinh: Gidy khai sinh (ban chinh), ban
sao Gidy khai sinh (truong hop yéu cau cip ban sao Gidy khai sinh).

Phi, 1€ phi:

- Muc Ié phi cu thé do Hbi ¢ong nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat.,

- Phi cap ban sao Giay khai sinh (néu c6 y&u cau) thuc hién theo quy dinh tai
Thong tu s 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh.

Mau don, mau to khai:

+ To khai dang ky khai sinh (néu nop ho so theo hinh thic tryuc tiép);

+ Biéu mau dién ttr trong tac ding ky khai sinh (néu nop hd so theo hinh thirc
truc tuyén).

Yéu ciu, diéu Kién thue hién thi tuc hanh chinh:

Cong dan Vi¢t Nam cu tri trong nudc, sinh trude ngay 01/01/2016, chua
duoc dang ky khai sinh, c6 hd so, gidy to c4 nhan (ban chinh hoic ban sao dugc
chtng thuc hop 18) nhu: gidy to tuy than; gidy to khac do co quan nha nudc co
tham quyén cua Viét Nam cap.

Can cw phap ly:

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phi quy dinh
chi tiét mot s diéu va bién phap thi hanh Luat Hé tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cta Chinh phii quy dinh vé
Co so dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh ph sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khau, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

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

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B truong Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

 Théng tir s6 09/2022/TT-BTP ngay 30/12/2022 ciia Bé trieong Bé Tir phap
bai bé mét sé ngi dung tai cdc Théng tw trong linh vuc tror gilp phap 1y, hé tich
do Bé truong Bo Tu phap ban hanh;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1a nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo trudng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thudc Trung uong;

- Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 cia Bo trusng Bo Tai
chinh sta ddi, bé sung mot sé diéu cua Thong tu sé 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chd: Phan chiz in nghiéng 1a ngi dung siza déi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QU Qs

Ho, Chit dém, t81 NEUOT YEU CAU: ........oevieeeeeeeeeeeeee et

Quan hé voi nguoi dugC Khal SINN: ..o
Pé nghi co quan ding ky khai sinh cho nguwoi dwéi day:

HO, Chilt @@, TN ..ot e e te et e e te e teeteeseeeneeenee e
Ngay, thang, ndm sinh: .........cccooiiiiiiniienieeee, ghi bang ChIT: oo

(@ T = o[- S OUSPUSSS
Ho, Chir dém, teN MEUOT M. ..o
NEM SINN: @, DAN tOC: v, QUAC tich: oo
INOT CU T @) ettt ettt sttt et e b e st e ae et et ete st e ss et et abestesssteaates
Ho, Chir dém, ten n@uwoi CRA: ..........ccoooooooiiiie s
NEM SIN: O DAN tOC: v, QudbC tich: v,
INOT CU T @) ettt ettt sttt et e b e st e ae et et ete st e ss et et abestesssteaates
T6i cam doan ndi dung dé nghi diang ky khai sinh trén day 1a dung sy that, duoc su thoa thuan
nhét trf ctia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Lamtai: ......................... , NQAY ... thang ......... nam ..............

Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Chu thich:

(D) Ghi rd tén co quan ding ky khai sinh.

@ Ghi theo noi ding ky thuong trd; néu khong c6 noi ding ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo noi dang sinh song.

@) Ghi thong tin vé gidy to tly than caa nguoi di ding ky, ghi 18 s, co quan cip, ngay
cap ho chiéu, ching minh nhan dan hoic gidy to hop 18 thay thé (Vi du: Ching minh nhan dan
s6 001089123 do Cong an thanh ph Ha Noi cip ngay 20/10/2014).

) Truong hop sinh tai co sd'y té thi ghi rd tén co so'y té va dia chi tru 56 co sy té do.

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

- Tramy té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi dy: xa Binh Bang, huyén Tir Son, tinh Bac Ninh.

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

®) Pé& nghi danh ddu X vao 6 néu co yéu cau cap ban sao va ghi rd sé luong..
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19. Thi tuc diing ky lai két hon

Trinh tw thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi c6 yéu cau dang ky lai
két hon nop hod so ding ky lai két hon tai Bo phan mot cira cia UBND cap xa c6
tham quyén; nop 1é phi néu thudc truong hop phai nop 18 phi ding ky lai két hon.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
lai két hon truy cap Cong dich vu cdng qudc gia hoic Cong dich vu cong cap tinh,
dang ky tai khoan (néu chua cé tai khoan), xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thdng, xac dinh dang Uy ban nhan dan cip xa ¢ tham quyen.

Nguoi ¢ yéu cau dang ky lai két hén truc tuyén cung cap thong tin theo
biéu mau dién tir trong tac dang ky lai két hdn (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, I& phi théng qua chirc nang thanh toan truc tuyén hoic bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ caa hd so.

(i) Truong hop ho so day da, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi ¢6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop ho so truc tuyén), dong thoi chuyén ho so dé cong chirc
lam cOng tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan ho
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
cd yéu cau bd sung, hoan thién. Sau khi hd so duoc bb sung, thuc hién lai budc (i);

(iii) Néu nguoi c6 yéu cau dang ky lai két hdon khdng bd sung, hoan thién
duoc ho so thi bao cao Truéng bo phan tiép nhan ho so ¢é vin ban tir chéi giai
quyét yéu cau dang ky lai két hon.

- Cong chac tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 16
cua cac théng tin trong hd so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh hoidc
dinh kem),

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

+ Trudng hop can phai kiém tra, xa4c minh 1am rd hoic do nguyén nhan
khac ma khdng thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu ré 1y do cham
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tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho nguoi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hé so truc tuyén).

Truong hop viéc dang ky lai két hdn thuc hién tai Uy ban nhan dan cip xa
khong phai noi da diang ky két hon trude ddy thi cong chire tu phéap - ho tich béo
c4o Chu tich Uy ban nhédn dan c6 vin ban dé nghi Uy ban nhan déan noi ding ky
két hon trude day kiém tra, xac minh vé viéc luu gitt s6 ho tich tai dia phuong.

Sau khi nhan duoc van ban dé nghi, Uy ban nhan dan noi d3 dang ky két
hon trude day tién hanh kiém tra, xac minh va tra loi bang van ban vé viéc con
luu gitt hodc khong luu gitt dugce S6 ho tich.

+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu giit duoc S6 hd
tich tai noi da dang ky két hdn hoidc sau thoi han 20 ngay ké tir ngay giri van ban yéu
cau xac minh ma khdng nhan duoc van ban tra 10i, néu thay hd so day da, hop 18,
dung quy dinh, truong hop tiép nhan ho so dang ky lai két hon theo hinh thuc truc
tiép, thi cong chuc tu phap - ho tich thuc hién viéc ghi vao So6 ding ky két hon, cap
nhat thong tin ding ky lai két hon va luu chinh thtc trén Phan mém ding ky, quan
ly ho tich dién tir dung chung.

Truong hop tiép nhan hd so ding ky lai két hon theo hinh thic truc tuyén,
cdng chuc tu phap - ho tich gui lai biéu mau Gidy chiing nhan két hon dién ti véi
thong tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi s6.

Ngudi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cua céc thong
tin trén biéu mau Gidy chang nhan két hon dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhét, day du hoic khong
c6 phan hoi sau thoi han yéu cau thi cong chire tu phép - ho tich thyuc hién viéc ghi
vao So dang ky két hon, cap nhat thong tin dang ky lai két hon va luu chinh thic
trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

- Cong chuc tu phap - ho tich in Gidy ching nhan két hén, trinh Lanh dao
UBND ky, chuyén tgi Bo phan mot ctra dé tra két qua cho ngudi c6 yéu cau.

- Nguoi ¢6 yéu cau dang ky lai két hon (hai bén nam, nit phai c6 mit, xuat
trinh gidy to tuy than dé dbi chiéu) kiém tra thdng tin trén Gidy chang nhan két hon,
trong S6 dang ky két hon, va ky tén vao So6 dang ky két hdn, ky tén vao Gidy chang
nhan két hon, mi bén nam, nit nhan 01 ban chinh Gidy ching nhan két hon.

Céch thirc thuc hién:

Ngudi ¢6 yéu cau dang ky lai két hon thuc hién ndp ho so truc tiép tai Bo
phan mét cira cia UBND cép xa hodc nop ho so truc tuyén trén Cong dich vu cong
qudc gia (https://dichvucong.gov.vn) hoic Coéng dich vu cong cip tinh
(https://dichvucong.---.gov.vn) (bén nam hodc bén nit c¢6 thé ndp hd so ma khong
can ¢6 vin ban Gy quyén ctia bén con lai).

Thanh phan hé so:
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- To khai dang ky lai két hon theo mau (néu nguoi ¢ yéu cau lya chon nop
hd so theo hinh thic truc tiép);

- Biéu miu dién ttr twong tac ding ky lai két hon, trong d6 c6 cam doan cac
thdng tin cung cap 1a dang su that, khéng con ban chinh Gidy chang nhan két
hén, da ndp du cac gidy to hién c6 va chiu hoan toan trach nhiém trudc phap luat
vé nodi dung cam doan ctia minh (do nguoi yéu cau cung cap thong tin theo hudng
dan trén Cdng dich vu cong néu ngudi ¢d yéu cau lua chon nop hé so theo hinh thic
truc tuyén).

- Nguoi ¢6 yéu cau dang ky lai két hon thuc hién viée ndp/xuit trinh (theo
hinh thire truc tiép) hoidc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Giay chting nhan két hon dugc cap trude day. Néu khong co ban
sao Giay chting nhan két hon thi nop ban sao ho so, gidy to ca nhan cé cac théng
tin lién quan dén noi dung ding ky két hon.

* Gidy tor phdi xudt trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cp,
con gia tri st dung dé chimg minh vé nhan than ciia ca hai bén ¢ yéu cau ding
ky lai két hon. Truong hop cac thong tin ca nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTPT, duoc hé thong dién tir dong thi khong phai tai lén
(theo hinh thtc truc tuyén);

- Gidy to chieng minh noi cw trii dé xdc dinh tham quyén (néu viéc dang ky
lai két hén thyc hién tai Uy ban nhdn ddn cdp xd khéng phdi la noi ding ky két
hén trude day) trong trieong hop co quan dang ky ho tich khéng thé khai thac
dwoc thong tin vé noi cie trii ciia cong dan theo cdc phirong thire quy dinh tai
khodan 2 Piéu 14 Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh
phii. Triwong hop cdc théng tin vé gidy to chirng minh noi cw trii dd dwoc khai
théc tir Co s6 dir liéu qudc gia vé dan cw bang cdc phirong thirc ndy thi nguoi
c6 yéu cau khéng phdi xudt trinh (theo hinh thirc truc tiép) hodc tdi lén (theo
hinh thike triec tuyén).

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu vai thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chimg thyc tir ban
chinh hodc ban sao dugc cip tir so gbe hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Trudng hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup v6i ban chinh
va ky xéac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phéap luat ho tich khong quy dinh phai nop.

- Dbi véi gidy to guri kém theo néu ngudi yéu cau ndp ho so theo hinh thic
tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky lai két hon truc tuyén phai
bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup bﬁng may anh, di¢n thoai
hodc duogc chup, dugc quét béng thiét bi dién tu, tir gié\y to duoc cép hop 1€, con gia
tr1 sir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ding ky lai két hon
trie tuyén di c6 ban sao dién tir hodc d c6 ban dién tir gidy to ho tich thi nguoi yéu
cau duoc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy ching nhan két hon),
hai bén nam, nir c6 yéu cau ding ky lai két hdn xuét trinh gidy to tuy than, nop cac
gidy to 12 thanh phan ho so ding ky lai két hon theo quy dinh phép luat ho tich.

- Giay to do co quan c6 tham quyén ctia nudc ngoai cap, cong ching hoic
xé4c nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoéa 1anh su theo quy dinh cta phap luat, trir truong hop duge mién theo didu udc
quéc té ma Viét Nam 13 thanh vién.

- Trudng hop ngudi yéu cau dang ky lai két hon khdng cung cap duoc giay
td néu trén quy dinh hoac gidy to nop, xuat trinh bi tay xda, sira chira, lam gia thi
co quan dang ky ho tich c6 tham quyén huy bo két qua ding ky lai két hon.

S6 lwgng ho so: 01 bo

Thoi han giai quyét: 05 ngay lam viéc; trudng hop phai xac minh thi thoi
han giai quyét khong qua 25 ngay.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thye hién thii tuc hanh chinh: Uy ban nhan dan cp x4 noi da
dang ky két hon trude day hozc Uy ban nhan dan cap xa noi ngudi yéu cau thudng tra.

Co quan phéi 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 cip x3 noi nguoi yéu cau thudng tra.

Két qua thuc hién tha tuc hanh chinh: Gidy ching nhan két hén (ban
chinh), mdi bén vg, chong 01 ban.

Lé phi:

- Mic 18 phi cu thé do Hoi ddng nhan dan tinh, thanh phé truc thudc Trung
wong quyét dinh.

- Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thuoc
ho nghéo; nguoi khuyét tat.

Mau don, mau to khai:

+ To khai dang ky lai két hdn (néu nop hd so theo hinh thic truc tiép);
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+ Biéu mau dién ti tuong tac ding ky lai két hon (néu ndp ho so theo hinh
thirc truc tuyén).

Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

- Viéc két hon da duge dang ky tai co quan c6 tham quyén cua Viét Nam
trude ngdy 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy chimg nhan
két hon déu bi mét;

- Ngudi yéu cau ding ky lai két hon con séng vao thdi diém tiép nhan hd so.

Can ctr phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phai sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc nép, xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé
123/2015/NB-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot sé diéu va
bién phap thi hanh Luat Ho tich;

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 cua Bo truéng Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co s& dit liéu ho
tich dién ttr, ddang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia B trudng B Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly va str dung phi khai théc, sir dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 18 phi quéc tich;

- Théng tu s 85/2019/TT-BTC ngay 29/11/2019 cua Bo truang Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thudce Trung uong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo trusng B Tai
chinh stra ddi, b6 sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét
dinh caa Hoi d6ng nhan dan tinh, thanh phé truc thudc Trung wong.

Ghi chd: Phan chiz in nghiéng 1a ngi dung sita doi, bé sung, thay thé.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KET HON

KN gz M s

Ho, Chit dém, t81 NEUOT YEU CAU: ....oocccceeeeeeseeeseeeseeeeeeees oo eeese oot

NOT CU T @ oo e e e e s e e s s s s s

Pé nghi co quan ding ky lai két hon theo ndi dung duéi day:

Ho, Chit d@m, TEN CTA V- ...
Ngay, thang, NAM STNN: ..ot
DAN EOC: wovvvoereeee e seereseseeseereesssee QUABC LICN: oo

N L CU T ) oo,

Ho, Chit @&, tEN CUA CRONGY .....ooooccoeeeeeseeeeeee et
Ngay, thang, NAM STNN: ..o
DAN EOC: wovvvoereeee oo QUOC TICN: oo

N OT U ) oo,

T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trudc phap
luat vé& cam doan ctia minh.
Lamtaiz ... , NQAY .......... thang ........ nam .............
Nguwoi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Chu thich:

@) Ghi 13 tén co quan dang ky lai két hon.

@) Ghi theo noi dang ky thuong trd; néu khong c6 noi ding ky thuong trd thi ghi theo noi dang
ky tam trti; truong hop khong c6 noi déng ky thuong tri va noi dang ky tam tra thi ghi theo noi dang
sinh song.

® Ghi thong tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 18
thay thé (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh pho Ha Noi cap ngay
20/10/2004).

) Ghi 5 tén co quan di dang ky két hon trudce day.

) Chi khai trong trudng hop biét rd.

©) P& nghi danh dau X vao 6 néu cd yéu cau cip ban sao va ghi rd s6 luong.
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20. Thi tuc dang ky lai khai tir

Trinh tw thuc hién:

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi c6 yéu cau dang ky lai
khai tr nop ho so ding ky lai khai tr tai Bo phan mét cira cia UBND cép x4 c6
tham quyén; nop 1& phi néu thudc trudng hop phai nop 1é phi dang ky lai khai te;
nop phi cap ban sao Trich luc khai tir néu c6 yéu cau cap ban sao Trich luc khai tir.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau dang ky
lai khai tir truy cap Cong dich vu cdng quéc gia hodc Cong dich vu cdng cp tinh,
dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudéng dan,
dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Nguoi ¢ yéu cau dang ky lai khai tir truc tuyén cung cap thong tin theo
biéu mau dién tir twong tac dang ky lai khai ttr (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc nang thanh toan truc tuyén hoic bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop hé so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cia ho so.

(i) Truong hop ho so day di, hop Ié thi tiép nhan ho so, ¢6 Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thic ndp hé so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop ho so truc tuyén), dong thoi chuyén ho so dé cong chirc
lam cOng tac ho tich xu ly.

Sau khi tiép nhan hd so theo hinh thtrc ndp truc tiép, can b tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai ligu dién tu
trén hé théng thong tin, co sé 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 hd so chua day du, hop 1€ thi c6 théng bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bd sung dé nguoi
cd yéu cau bd sung, hoan thién. Sau khi hd so duoc bb sung, thuc hién lai budc (i);

(iii) Néu nguoi c¢d yéu cau dang ky lai khai tir khong bo sung, hoan thién
duoc hd so thi bao cao Truong bo phan tiép nhan hd so ¢6 van ban tir chéi giai
quyét yéu cau dang ky lai khai tir.

- Cong chac tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 16
cuia cac thong tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc
dinh kem),

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

+ Trudng hop can phai kiém tra, xac minh lam ré hoic do nguyén nhan
khac ma khdng thé tra két qua dung thoi gian da hen thi cong chirc 1am cong tac
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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 Bo phan mot cira dé tra cho nguoi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hogc giri tin nhian qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hé so truc tuyén).

+ Néu thiy thong tin khai tir day du va phd hop, hd so day da, hop 1€, dung
quy dinh, trudng hop tiép nhan hd so dang ky lai khai tir theo hinh thic tryc tiép, thi
cdng chuc tu phéap - ho tich thuc hién viéc ghi vao S6 diang ky khai tr, cap nhat
thong tin dang ky lai khai tir va luu chinh thirc trén Phan mém dang ky, quan ly ho
tich dién tir dung chung.

Truong hop tiép nhan ho so ding ky lai khai tir theo hinh thic truc tuyén,
cong chuc tu phap - ho tich giri lai biéu mau Trich luc khai tir dién tir véi thong tin
day du cho ngudi yéu cau qua thu dién tir hoac thiét bi sb.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh x4c, day du ctia cac thong
tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan héi sau thoi han yéu cau thi cong chtc tu phap - ho tich thyc hién viéc
ghi noi dung vao So6 dang ky khai tir, cap nhat thong tin ding ky lai khai tir va luu
chinh thtc trén Phan mém ding ky, quan Iy ho tich dién tr ding chung.

- Cong chuc tu phap - ho tich in Trich luc khai ti, trinh Lanh dao UBND ky,
chuyén t6i Bo phan mot cira dé tra két qua cho ngudi ¢6 yéu cau.

- Ngudi ¢6 yéu cau dang ky lai khai tir kiém tra thong tin trén Trich luc khai
tir, trong S6 dang ky khai tir va ky tén vao So ding ky khai tir, nhan Trich luc khai tu.

Cach thirc thuc hién:

Ngudi co yéu cau dang ky lai khai tr tryc tiép thuc hién hodc ty quyén cho
nguoi khac thuc hién viéc dang ky lai khai tir tai BO phan mot ctra cia UBND cép
x& hodc giri hd so qua hé théng buu chinh hodc ndp hd so truc tuyén trén Cong dich
vu cong qubc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cip tinh
(https://dichvucong.---.gov.vn).

Thanh phan hd so:

- To khai ddng ky lai khai tir theo mau (néu nguoi ¢6 yéu cau lua chon nop
hd so theo hinh thic tryuc tiép);

- Biéu mau dién tir trong tac dang ky lai khai tur, trong d6 c6 cam doan céc
thong tin cung cép la dang sy that, khdng con ban chinh Gidy chung ta/Trich luc
khai tir, dd ndp du cac gidy to hién c6 va chiu hoan toan trach nhiém trudc phép
luat vé ndi dung cam doan ctia minh (do ngudi yéu cau cung cap thdng tin theo
huéng dan trén Cong dich vu cong néu ngudi ¢ yéu cau lra chon nop hd so theo
hinh thic truc tuyén).

- Ngudi ¢ yéu cau dang ky lai khai tir thuc hién viéc nop/xuat trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:
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* Gidy to phdi ngp:

- Ban sao Gidy chung tir truée ddy dugc cap hop 16. Néu khong c6 ban sao
Gidy chimg tr trude day duoc cip hop 1¢ thi ndp ban sao hd so, gidy to lién quan
c6 nd1 dung chimg minh sy kién chét.

- Vin ban ty quyén theo quy dinh ctia phap luat trong truong hop ty quyén
thue hién viée dang ky lai khai tir. Truong hop nguoi duge oy quyén 1 ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy
quyén khong phai chtng thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hoic
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cp,
con gia tri sir dung dé chimg minh vé nhan than cia ngudi ¢ yéu cau dang ky lai
khai tir. Truong hop céc thong tin ca nhan trong cac gidy to nay di cd trong
CSDLQGVDC, CSDLHTPT, duoc hé thong dién tu dong thi khong phai tai 1én
(theo hinh thtc truc tuyén).

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

*Luwuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, dbi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong h so va tra lai cho ngudi xuét
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir so gbe hodc ban chup kém theo ban chinh gidy t&
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup vdi ban chinh
va ky xac nhan, khong duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, ¢t hd so dang ky ho tich
theo quy dinh ctia phap luét ho tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- DPbi véi gidy to glri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
tryc tuyén:

+ Ban chup cac gidy to gt kém theo hd so ding ky lai khai tir truc tuyén phai
bao dam 6 nét, day du, toan ven vé ndi dung, 1 ban chup bang may anh, dién thoai
hoac duogc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc cép hop I¢, con gia
tri st dung.

+ Trudng hop gidy to, tai liéu phai gii kém trong hd so dang ky lai khai tir
truc tuyén da co ban sao dién tir hoac da co ban dién tir giéy to ho tich thi nguo1 yéu
cau duoc st dung ban dién tr nay.
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+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai ta/ban sao
Trich luc khai tir), nguoi c6 yéu cau dang ky lai khai tr phai xuat trinh gidy to tuy
than, nop cac gidy to 1a thanh phan hd so ding ky lai khai tir theo quy dinh phép luat
ho tich.

- Gidy td do co quan c6 thim quyén ctia nudc ngoai cip, cong chimg hodc
xéac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop phap
hoa 1anh su theo quy dinh cta phap luat, trir truong hop dugce mién theo didu udc
qudc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi cd yéu cau ding ky lai khai tir khong cung cap dugce
gidy t& néu trén theo quy dinh hodc gidy to ndp, xuat trinh bj tay xoa, stra chita,
lam gia thi co quan dang ky ho tich c6 tham quyén hity bo két qua dang ky lai
khai ttr.

S6 lwong ho so: 01 bo

Thoi han gidi quyét: 05 ngay 1am viéc; truong hop can xac minh thi thoi
han giai quyét khong qua 10 ngay lam viéc.

Poi twong thue hién thi tuc hanh chinh: C4 nhan

Co quan thwe hién thi tuc hanh chinh: Uy ban nhan dan cép x4, noi da
dang ky khai tu trude day.

Co quan phéi hop: Co quan quan Iy CSDLQGVDC.

Két qua thwc hién thii tuc hanh chinh: Trich luc khai tir (ban chinh), ban
sao Trich luc khai ttr (trudng hop yéu cau cap ban sao Trich luc khai ti).

Phi, 1€ phi:

- Muc 1é phi cu thé do Hbi d¢ong nhan dan tinh, thanh phé tryc thudc Trung
wong quyét dinh.

- Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi thuoc
ho nghéo; ngudi khuyét tat.,

- Phi cap ban sao Trich luc 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.

Mau don, mau to khai:

+ To khai dang ky lai khai tar (néu nop hd so theo hinh thuc truc tiép);

+ Biéu mau dién tir trong tac dang ky lai khai tir (néu nop hd so theo hinh
thic tryuc tuyén).

Yéu cau, diéu kién thuc hién thii tuc hanh chinh:

Viéc khai tir 3 dugc dang ky tai co quan c6 tham quyén cua Viét Nam trudc
ngay 01/01/2016 nhung S6 dang ky khai ttr va ban chinh Gidy chimng tir déu bi mat.

Cin cu phap ly:

- Luat Ho tich nam 2014,

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sb 87/2020/NB-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;
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- Ngh; dinh sé 104/2022/ND-CP ngay 21/12/2022 cia Chinh phu sita déi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xudt trinh sé hé
khdu, sé tam tra gidy khi thyc hién tha tuc hanh chinh, cung cap dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cuia Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot sé diéu va
bién phéap thi hanh Luat Ho tich;

- Thong tu s 01/2022/TT-BTP ngay 04/01/2022 cia Bo truéng Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo truéng Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan ly va str dung phi khai théc, str dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 13 nguoi goc Viét Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truéng Bo Tai chinh
hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh ciia Hoi dong nhan dan
tinh, thanh phé truc thue Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai
chinh stra ddi, bé sung mot so diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thudc tham quyén quyét
dinh ctia Hoi d6ng nhan dan tinh, thanh phoé truc thuéc Trung wong.

Ghi chi: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.
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Chu thich:

() Ghi 5 tén co quan dang ky lai khai tir.

@) Ghi theo noi ding ky thuong trd; néu khong cé noi dang ky thuong trd thi ghi theo noi dang
ky tam trti; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang
sinh song.

4 Ghi thong tin vé gidy to tiy than nhu: h¢ chiéu, ching minh nhan dan hogc gidy to hop 18
thay theé (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh pho Ha Noi cap ngay
20/10/2004).

) Truong hop chwa xac dinh dugc thi dé tréng.

®) Ghi 6 tén co quan di ding ky khai tir trudc day.

®) Chi khai trong truong hop biét ro.

() Pé nghi danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong.
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C. THU TUC HANH CHINH THUC HIEN TAI CO QUAN QUAN LY CO
SO DU LIEU HQ TICH PIEN TU

1. Tha tuc xac nhan théng tin ho tich

Trinh ty thuc hién:

- Néu lya chon hinh thirc nop hé so truc tiép, ngudi ¢6 yéu cau cap xac nhan
thong tin ho tich nép hd so dé nghi cdp xac nhan théng tin ho tich tai B phan
mot cra/Trung tdm hanh chinh cdng cta Co quan quan 1y Co s¢ dit liéu ho tich
dién tir c6 tham quyén; nop phi theo quy dinh phéap lut.

- Néu lya chon hinh thic nop hd so truc tuyén, ngudi cd yéu cau cap xac
nhan théng tin ho tich truy cap Cong dich vu cong québc gia hoic Cong dich vu
cong cap tinh, dang ky tai khoan (néu chua cé tai khoan), xac thuc nguoi ding
theo hudng dan, dang nhap vao hé théng, xac dinh dung Co quan quan 1y 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 thdng
tin theo biéu mau dién tir twong tac (cung cap trén Cong dich vu cong), dinh kém
ban chup hoic ban sao dién tir c4c gidy to, tai liéu lién quan dén noi dung dé nghi
x&c nhan thdng tin ho tich; nop phi thdng qua chirc ning thanh toan truc tuyén
hoic bang cach thire khac theo quy dinh phép luat, hoan tat viéc nop ho so.

- Cén b tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1¢ cua hd so.

(i) Trudng hop hd so day du, hop 18 thi tiép nhan ho so, ¢ Phiéu hen, tra két
qué cho ngudi 6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thac nop ho so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tir hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
lya chon hinh thac nop hé so truc tuyén), dong thai chuyén hd so dé cong chic
lam cOng tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan ho
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu 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 da duoc sé hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hé so, néu ré loai gidy to, noi dung can bé sung dé ngudi
c6 yéu cau bd sung, hoan thién. Sau khi hd so duoc bd sung, thuc hién lai
budéc (i);

(iii) Truong hop nguoi c6 yéu cau cap xac nhan thdng tin ho tich khdng bo
sung, hoan thién duoc hd so thi bao cao Trudng bo phan mot cira c6 thdng béo tur
chdi giai quyét yéu cau xac nhan thdng tin hé tich.

- Cong chic 1am cong tac ho tich tham tra hd so (tham tra tinh thdng nhat,
hop 1é ciia cac thong tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh
hoiic dinh kém).
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+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng bao vé tinh trang hd so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
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 Bo phan mét cira dé tra cho ngudi
c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hod so truc tiép), hoic
guri Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ti hodc giri tin nhan qua
dién thoai di dong cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya chon hinh
thirc nop hd so truc tuyén).

Truong hop can xac minh, cong chac lam cong tac ho tich bao céo Tha
truong Co quan quan 1y Co so dit liéu ho tich dién tir ¢ van ban dé nghi co quan
cong an, cac co quan khac co lién quan xac minh theo quy dinh tai Khoan 3 Biéu
13 Nghi dinh s6 87/2020/ND-CP. Truong hop két qua xac minh khong c6 thdng
tin hodc thong tin khdng thdng nhat voi gidy to ngudi yéu cau cung cap thi tir
chdi cip Vin ban xac nhan théng tin ho tich.

Pdi vai yéu cau xac nhan thong tin ho tich caa ca nhan, néu thay théng tin
ho tich caa c& nhan khong c6 sy thay d6i thi cong chirc 1am cong tac ho tich béo
c40 Thu truéng Co quan quan 1y Co s& dit liéu ho tich dién tir khdng cap Vin ban
xé&c nhan thong tin ho tich ma hudng dan ngudi yéu cau lam tha tuc cap ban sao
Gidy khai sinh hozc ban sao trich luc ho tich tuong Gng, trir truong hop co quan,
t6 chirc ¢ tham quyén dé nghi cap vin ban xéac nhan dé giai quyét vu viéc lién
quan dén cé nhan.

+ Néu thay hd so day du, hop ¢, dang quy dinh, thong tin trong Co so dit liéu
ho tich dién tir va thong tin dé nghi x4c nhan 13 dang, trudng hop tiép nhan hé so
cap xéac nhan thong tin ho tich theo hinh thic truc tiép, thi cdng chic l1am cong tac
ho tich in Vin ban x&c nhan théng tin ho tich, trinh Tha truéng Co quan quan ly
Co so dit liéu ho tich dién ti ky, chuyén téi Bé phan mot cira dé tra két qua cho
ngudi ¢ yéu cau.

Truong hop tiép nhan hd so xin cap xac nhan thdng tin ho tich theo hinh thic
truc tuyén, cong chic 1am cong tac ho tich giri lai biéu mau Xac nhan thong tin ho
tich dién tir voi thong tin dy di cho ngudi Yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du ciia cac théng
tin trén biéu mau Xac nhan théng tin ho tich dién tir va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhat, day du hoic khong
c6 phan hdi sau thoi han yéu cau thi céng chic 1am cong tac ho tich in Van ban
xac nhan thdng tin ho tich, trinh Tha trudng Co quan quan 1y Co sé dir liéu ho tich
dién tir ky cap Vin ban xac nhan théng tin ho tich, chuyén Bo phan mot cira tra két
qua cho ngudi c6 Yéu cau.
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- Nguoi ¢6 yéu cau cap xac nhan thdng tin ho tich duoc nhan két qua theo
Mot trong cac phuong thirc sau day:

+ Nhan ban dién tr Van ban xac nhan théng tin ho tich gui qua thu dién ti,
Kho quan ly di liéu dién tir cua t chirc, ca nhan do;

+ Nhan ban dién tr Van ban xac nhan théng tin ho tich giri vao thiét bi sb,
théng qua phuong phap truyén sb liéu phil hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua 12 Vin ban xac nhan théng tin ho tich thong qua hé thong
buu chinh;

+ Nhan két qua 1a Vin ban xac nhan théng tin h tich tai co quan dang ky
ho tich.

Cach thwc thuc hién:

Nguoi c6 yéu cau xac nhan thong tin hd tich truc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién nop ho so truc tiép tai Bo phan mot cira/Trung
tam hanh chinh cong cia Co quan quan 1y Co s& dir liéu ho tich dién tir hoac gui
hé so qua hé théng buu chinh hodc ndp hd so truc tuyén trén Cong dich vu cong
quoc gia (https://dichvucong.gov.vn) hoic Coéng dich vu cong cip tinh
(https://dichvucong.---.gov.vn).

Thanh phan hd so:

- T khai d& nghi xac nhan thong tin ho tich theo mau (néu ngudi c¢6 yéu
cau lya chon nop hd so theo hinh thire truc tiép);

- Biéu mau dién tr trong tac yéu cau cap van ban xac nhan thong tin ho tich
(do ngudi yéu cau cung cap thong tin theo hudng dan trén Cong dich vu cong, néu
nguoi co yéu cau lya chon nop hd so theo hinh thire truc tuyén);

- Nguoi €6 yeu cau xac nhan théng tin ho tich thuc hién viée ndp/xuét trinh
(theo hinh thire truc tiép) hodc tai 18n (theo hinh thirc truc tuyén) cac gidy to sau:

* Giay to phai nop:

- Giay to, tai liéu c6 lién quan dén noi dung dé nghi xac nhan théng tin
ho tich;

- Van ban uy quyén (duoc chiing thuc) theo quy dinh cua phap luat trong
trudng hop uy quyén thuc hién viéc xin cp xac nhan théng tin hé tich. Truong
hop ngudi duoc ty quyén la dng, ba, cha, me, con, vo, chng, anh, chi, em rudt
ctia ngudi uy quyén thi van ban ay quyén khéng phai ching thyc.

* Gidy tor phai xuat trinh:

- Ho chiéu hodc chtirng minh nhan dan hoac thé can cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan cé tham quyén cap,
con gia tri st dung dé chimg minh vé nhan than ctia ngudi co yéu cau cap xac
nhan thong tin ho tich. Truong hop cac thong tin c4 nhan trong cac gidy to nay
da c6 trong Co s dir liéu qubc gia vé dan cu (CSDLQGVDC), Co so dit liéu hod
tich dién tir (CSDLHTDT), dugc hé théng dién tu dong thi khong phai tai 1én
(theo hinh thtc tric tuyén);
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- Gidy to ¢6 gia tri chizng minh thdng tin vé cuw trii trong truong hop co
quan quan Iy Co s¢ diz liéu hé tich dién tir khong thé khai thac dwoc thdng tin vé
noi cu trii ciia céng dan theo cdc phwong thirc quy dinh tai khodn 2 biéu 14
Ngh; dinh so 104/2022/NP-CP ngay 21/12/2022 cia Chinh phai. Trieong hop
cac théng tin vé gidy to chitng minh noi cuw trii da dwoc khai thac tir Co s dir
liéu quac gia vé déan cw bang cdc phwong thike nay thi ngwoi cO yéu cau khéng
phdi xudt trinh (theo hinh thizc truc tiép) hodc tdi I1én (theo hinh thic
tryc tuyén).

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

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xuat
trinh, khong duoc yéu ciu ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching thuc tir ban
chinh hodc ban sao dugc cip tir s goc hodc ban chup kém theo ban chinh gidy to
dé d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
t& thi ngudi tiép nhan o trach nhiém kiém tra, di chiéu ban chup voi ban chinh
va ky xdc nhan, khong duoc yéu cau ngudi di ding ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc
truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so cap xac nhan thong tin h tich truc
tuyén phai bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup br?mg may anh,
dién thoai hodc dugc chup, duge quét béng thiét bi dién tu, tir giéy to duoc cép hop
1€, con gia tri st dung.

+ Trudng hop nhéan két qua (Van ban xac nhan thong tin ho tich) tai co quan
dang ky ho tich, nguoi c6 yéu cau cap xac nhan thong tin ho tich xuét trinh gidy to
tuy than; ndp ban chup cac gidy to, tai liéu c6 lién quan dén ndi dung dé nghi xac
nhan thong tin ho tich theo quy dinh phap luat ho tich. Truong hop gidy to, tai liéu
phai giri kém trong hd so cap xac nhan thong tin ho tich truc tiép hodc truc tuyén da
c6 ban sao dién tir hoac da co6 ban dién tir giéy to ho tich thi nguoi yéu cau duoc sur
dung ban dién tir nay.

- Gidy to do co quan ¢ tham quyén ctia nudc ngoai cap, cong ching hoic
xac nhan dé sir dung cho viéc dang ky hd tich tai Viét Nam phai dugc hop phap
hoa 1anh su theo quy dinh cta phap lut, trir trudng hop duoc mién theo diéu ude
qudc té ma Viét Nam 1a thanh vién.
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S6 lwgng hd so: 01 bo

Thai han giai quyét: 03 ngay. Truong hop phai kiém tra, xac minh thi thoi
han c6 thé kéo dai nhung khong qua 10 ngay 1am viéc.

Poi twong thuc hién thi tuc hanh chinh: Co quan, t6 chic, ¢a nhan.

Co quan thyc hién tha tuc hanh chinh: Co quan quan ly Co s¢ dit liéu
ho tich dién tir (Bo Tu phap, S& Tu phap céc tinh, thanh phé truc thudc trung
wong, Phong Tu phap cac huyén, quan, thi xa, thanh phé thudc tinh, thanh phé
truc thudc trung wong).

Co quan phoi hop: Co quan cong an, cac co quan khac co lién quan.

Két qua thure hién thii tuc hanh chinh: Vin ban xac nhan thong tin ho tich.

Phi: 8.000 déng/V an ban xac nhan vé mot viéc hd tich cta cd nhan da
dang ky.

Maiu don, mau to khai:

+ To khai dé& nghi x&c nhan thdng tin ho tich (néu nop hd so theo hinh thirc
truc tiép);

+ Biéu mau dién tir trong tac yeu cau cap van ban xac nhan thong tin ho tich
(néu ndp hd so theo hinh thic truc tuyén).

Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong co

Can cir phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

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

- Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, Xudt trinh sé hé
khdu, sé tam tra gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sb
123/2015/NB-CP ngay 15/11/2015 cua Chinh phu 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 cua Bo truong Bo Tu
phap quy dinh chi tiét mot sé didu va bién phép thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dit liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s 281/2016/TT-BTC ngay 14/11/2016 cia Bo trusng Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan ly va str dung phi khai théc, str dung
thong tin trong co s& dit liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac
nhan 1a nguoi goc Viét Nam, 18 phi quéc tich;
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- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo truéng Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan
tinh, thanh phé truc thuce Trung uong;

_ Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 cia B trusng Bo Tai
chinh stra ddi, bé sung mot sé diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thuéc Trung wong.

Ghi chi: Phan chir in nghiéng 1a ngi dung sira doi, bé sung, thay thé.
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